MUHUCTEPCTBO HAYKH Y BBICIIIEI'O OBPA30OBAHUSA
POCCUNCKOM ®EJIEPALINA

denepanbHOe rocyaapcTBeHHOe 610/pKeTHOE 00pa3oBaTeIbHOE yUpeKICHHE
BBICIIEr0 00pa3oBaHUSA
«MarHuTOropCcKHii rocy1apcTBeHHBIM TeXHuYecKkuit ynuBepcuter uM. I.J1. HocoBa»

» YTBEPXIAIO
\ .~~~ Hupexrop UT'O
T.E. AGpam3on

03.03.2021 r.

PABOYAS ITPOI'PAMMA JUCHHUIIVIMHBI (MO/1YJISA)

APXHBBI ITO THYHOMY COCTABY

Hamnpasnenue noaroToBku (CrenuaibHOCTD)
46.03.02 JlTokyMeHTOBEICHHE U aPXHBOBEICHHE

Hanpasnennocts (mpoduiib/crienuanin3ais ) IporpaMMaI
JlokyMeHTOBe/IeHHE U JOKYMEHTALHOHHOE O0ecIieYeH e yrpaBIeH s

Yposens Beiciiero oopasoBanus - 6akajgaBpuaT

®opma o6yueHus
3a04Has

Unucruryt/ pakynsrer MHCTHTYT ryMaHHTapHOrO 06pa3oBaHms

Kadenpa ITenaroruueckoro 06pa3oBaHus U IOKYMEHTOBEICHUS
Kypc 5

MarnauTtoropck
2021 rox
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JIner akryaqm3zanuu padodeil mporpamMMsl

Pabouas mporpamma nepecMoTpeHa, 00cyxieHa u ogo0pena uist peanmsarmu B 2022 - 2023
y4eOHOM roty Ha 3aceqanuu kageapsl Ilenarormyeckoro o0Opa3oBaHus U JOKYMEHTOBEACHUS

[Iporokom or 20 1. Ne

3aB. kadenpoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, o0CcykieHa 1 ooopenHa uist peanm3armn B 2023 - 2024
yueOHOM rony Ha 3acenannu Kadeapsl Ilemaroruueckoro oOpa3oBaHus M JOKYMEHTOBEACHUS

[Iporoxom oT 20 1. Ne

3aB. kadenpoit C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, 00CykieHa u oo0pena uist peanm3armu B 2024 - 2025
yueOHOM rony Ha 3acenannu kadeaper [legarormueckoro oOpa3oBaHus M JOKYMEHTOBEICHUS

[IpoTokomor 20 . Ne

3aB. kadenpoit C.C. Benmkanosa

Pabouas mporpamma nepecMoTpeHa, 00CcykieHa u oo0pena it peanm3armu B 2025 - 2026
y4eOHOM To1y Ha 3acenanuu kadeapsl [lemarornueckoro oOpa3oBaHus U JOKYMEHTOBEICHHUS

[IpoTtokonm oT 20 1. Ne

3aB. kadenpoit C.C. BenukanoBa

Paboyas nmporpamma nepecMoTpeHa, 00CyxieHa 1 o100peHa s peanu3anuu B 2026 - 2027
y4ueOHOM roay Ha 3acenanuu kadenpel Ilegarorudeckoro oOpazoBaHus M TOKYMEHTOBEICHUS

[Ipotokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 eyt 0CBOEHUSI AUCHUILITAHBI (MOTYJI51)

Lenstmu ocBOEHUS IUCHUIUIMHBI (MOYJIs1) « APXUBBI 10 TUYHOMY COCTaBY» SIBJISIOTCS:

paccMOTpeHHEe  BONPOCOB  OGOPMIICHHS  OPraHMU3alMOHHO - KaJ[pOBOH,
paclopsaUTeNbHON, WH-(QOPMAIMOHHO-CIIPABOYHON JOKYMEHTAllMd W JOKYMEHTAIMH I10
JUYHOMY COCTaBY B TECHOM CBSI3H C M3JI0)KCHUEM PEKOMEH IAIMH 10 TePeX0 1y paboThl KaJpOBIX
CIIy’)K0 OT TPaJWIIMOHHBIX (DOPM K COBPEMEHHOU CHCTEME YIPAaBIICHUS NIEPCOHATIOM U OCHOBAMH
TPYAOBBIX OTHOIIICHUI pa60TOI[aTeJI9[ n pa6OTHI/IKa B COOTBCTCTBUU C TPYAOBBIM KOJCKCOM
Poccwuiickoii heneparun.

2 MecTo TMCHMIIIMHBI (MOYJIsI) B CTPYKTYpe 00pa3oBaTe/ibHOIi MPOorpaMmsbl

JucuuninuHa ApxuBBl 1O JIMYHOMY COCTaBY BXOJUT B 4YacTb Y4eOHOro ILIaHa
(dbopMHpyeMyI0 yUacTHUKaMH 00pa30BaTebHbIX OTHOLIEHUI 00pa30BaTeIbHON IPOrpaMMBI.

JUia  u3ydeHus  JUCHUIUIMHBI  HEOOXOAMMblI  3HaHMsS  (YMEHHUs,  BIJIAJCHUS),
c(OpMUPOBaHHBIE B PE3YJIbTATE U3YUEHUSI JUCIMILINH/ IPAKTUK:

VYrnpaieHue nepcoHaioMm

[IpaBoBeneHHE

Kanposas nonuruka

KanpoBoe nenonpousBocTBoO

ApxHuBOBEJIEHUE

DNEeKTPOHHBIE apXUBHbBIE IOKYMEHTHI

YnpaBiieHHe 3IEKTPOHHBIMH apXUBaMHU

3HaHusA (YMEHUs, BIAJCHUS), OTY4YEHHbIE IPU U3YYEHUM JAHHOW JUCLUIUIMHBI OyIyT
HEOO0XOAUMBI 17151 U3yUCHU S IUCLUILINH/TIPAKTHK:

KondunennuansHoe 1e101pon3BOJCTBO

3 Komnerenuuu odyuyamwierocsi, opMupyembie B pe3yJibTaTe 0CBOCHUS

AUCUUIJIMHBI (MOXYJISA) M IIJIAHUPYeEMbIe pPe3yJbTaThl 00yUeHUus

B pesynbrare OCBOGHMSI NUCHUIUIMHBI (MOIYJs) «ApPXUBBI MO JIMYHOMY COCTaBY»
oOyuarouuiics 1okeH 001a1aTh CASAYIOIIMMI KOMIETECHITUSIMHU:

Ko nanukartopa NHaukaTop J0CTHKEHUS KOMIICTCHITUN

[1IK-3 Cnocoben opraHu3oBaTh U aJMUHUCTPUPOBATH JIEATEIBHOCTH [0 OpraHU3alU TpyAa U
OILJIaThI IEpCOHANIA

[1IK-3.1 ObecrieunBaeT JOKYMEHTAIMOHHOE U OPraHU3allMOHHOE COIMPOBOXKJICHUE
CHCTEMBI OPraHU3alMHU U OILIATHI TPYJa IEPCOHAIA

[TK-4 CniocoGeH pyKOBOIUTH MPOIIECCOM CKaHUPOBAHUS, BBO/Ia U OOPaOOTKHU IaHHBIX B CUCTEME
9JIEKTPOHHOTO apXHBa

[IK-4.1 VYropaBiser IeATeNbHOCTHIO MO KOHTPOIIO (DYHKIMOHHUPOBAHUS, BBOJA U
00pabOTKHU IaHHBIX B CHCTEME 3JICKTPOHHOTO apXHBa

[1K-4.2 PazpabaTbIBaeT I0KaJIbHbIE HOPMATHUBHBIE aKThI 110 BOIIPOCaM OpraHU3aluu
Ipolecca CKAHUPOBAHMSI B CHCTEME IEKTPOHHOTO apXMBa

I1K-4.3 OcyllecTBIISIET CTPATErHYeCKOe TUIAHUPOBAHUE M MOCTPOEHUE MPOLIECCOB
CKaHUPOBaHUSA, BBOJA U OOpabOTKH MaHHBIX B CHUCTEME SJIEKTPOHHOTO
apxuBa




4. CTpyKTypa, 00b€M U coep:KaHue TMCHUIIJIMHBI (MOYJIs1)
OO0mast TpyI0eMKOCTh AMCIUILTUHBI COCTaBIsAeT 4 3a4eTHBIX eauHull 144 akaj. 4acoB, B TOM

YHUCIIC:

— KoHTakTHas padora — 30,6 akaj. 4acos:
— aynuTopHas — 6 akaJl. 9acos;

— BHeayuTopHas — 24,6 akaJ1. 4acoB

— camocTositenbHas padbota — 104,7 akay. 4acos;

— IHOATOTOBKA K SK3aMCHY —

8,7 akaz. yaca

dopma aTTecTaluy - SK3aMEH

AynuropHast 3w
KOHTaKTHas paborta E E dopma TeKyILEero
Pazznen/ Tema < (B axaz. wacax) & E[‘ Brz KOHTPOIIA Kon
> 3 © | caMocTOsTENBHOM | ycrieBaeMoCTH U
JIACIUTUTAHBI % = . | xomnerenin
o = paboThI MPOMEKYTOTHON
na6. | mpakr. [ €8
Jlex. P RS aTTecTalyH
3aH. | 3aH. | O &
1. Pasmen 1 TIOHSTHUE
APXMBOB TIIO0 JIMUHOMY
COCTABY u ux
HOPMATUBHAS
PETJIAMEHTALIVS
Nzydenue
TEOPETHYECKOro K-3.1
1.1 CocraB 1OKyMEHTAIMH, MaTe-puaa, Tecr no pazaeny o
o IK-4.1,
XpaHHMOW B apxuBax II0 0,25 0,5 13,09 wusnoxxeHHoro B Nelu urorosoro K-4.2
JINYHOMY COCTaBYy JIEKIHUAX U TecTa K- 4' 3’
JIUTEPATYPHI 110 '
5 TeMe
Nzydenue
1.2 HopmartuBHas 06a3za TEOPCTHICCKOTO T [K-3.1,
(yHKIMOHUPOBAHHUS Mare-praia, CCT IO pasieiy [K-4.1
y 0,25 0,5 113,09| wuznoxennoro B Nel u urorosoro !
apXMBOB MO  JIUYHOMY [1K-4.2,
JEKLUSX U TecTa
COCTaBYy [1K-4.3
JUTEPATypPHI MO
TeMe
Wroro no pazaeny 0,5 1 26,17
2. Pazgen 2. OTBOP WU
ODOPMIJIEHUE JEJL,
COEPXAIIIMX
JOKYMEHTHI o
JIMYHOMY COCTABY IJIA
JOJITOBPEMEHHOI'O
XPAHEHUN
Mzydyenne
TEOPETUIECKOro )
2.1 DkcnepTrsa LEHHOCTH MaTepuana, Boimonsenue MR-3.1,
mp.3.Nel u Tect k I1K-4.1,
JMOKyMeHToB 1o nuuHomy| 5 | 0,25 0,5 113,09| wusnoxennoro B
cocTaB JICKIUAX U pasaeny No MIR-4.2,
y ! HUTOTOBOI'O TecTa 2 IIK-4.3
JUTEPATypPHI MO
TeMe




Wzyuenne

ronpenamoe spancine " arcpuara, | Bumomene | K31,
Y OIIBIT apPXUBOB IO padoTe 0,25 0,5 [13,09| wuznoxkeHHOTO B np.3.Nel ureet k IK-4.1,
[¢ JTOKYMEHTAMH o JICKITUAX U paszienry N2 TIK-4.2,
M HUTOTOBOr0 TECTa IK-4.3
JINYHOMY COCTaBY JIUTEPATYPHI MO
TEME
Nzyuenne
Teif;t:ﬂl;:;om Brimonnenue IIK-3.1,
2.3 dopmupoBaHue 025 05 |13.09 I/I3J'IO>I(£HHOF(’) s mp.3.Nel u Tecr k I1IK-4.1,
JINYHBIX JEJT COTPYTHUKOB ! ! ! OKILSIX 1 paznemy No2 I1K-4.2,
" HTOTrOBOI'0 TECTa I1K-4.3
JIUTEPATYpPhI MO
TEME
HUroro no pazgeny 0,75 15 39,26
3. Pasmen 3. OIIMCAHUE,
TITONUCK u
HCIIOJIb3OBAHHME
APXMBOB IIO0 JIMUHOMY
Nzyuenue
3.1 HayuHo-crpaBOYHbI# Te(;geTTeW;::;oro Brimonnenue IK-3.1,
anmaparT K apxuBaM IO p ’ mp.3.Ne2 u Tect k [K-4.1,
0,25 0,5 |13,09| wuznokeHHOrO B
Ju4HOMY cocTaBy. Omnuck ' ' ' CKLISX 1 paznemy Ne3 I1K-4.2,
JIeJT TI0 IMYHOMY COCTaBy J'II/ITep:Typr o HUTOrOBOI'O TECTA IK-4.3
TEME
Nzyuenue
TCOPETHHCCKOro Brinonnenue I1K-3.1,
3.2 Hcnons3oBanne MaTepuarna, 103 Ne2 11 TeeT K K-4.1
apxuBoB 1mo JjuyHomy| 5 [ 0,25 0,5 113,09| wuznoxennoro B p-3.7%8 )
pazneny Ne3 [1K-4.2,
cocrasy JICKIMAX | WUTOTOBOI'O TECTa [1K-4.3
JIUTEPATYPHI 110
TeMe
Nzydenue
Teﬁgizl_d;;:;;ro Beimonnenue [K-3.1,
3.3 DJIeKTpOHHBIC APXHUBbBI 0,25 05 |13.09| wsnoxennoro s mp.3.Ne2 u Tect K I1K-4.1,
10 JINYHOMY COCTaBY CKLSX 1 pazneny Ne3 [1K-4.2,
1 HWTOTOBOI'0 TE€CTa I1K-4.3
JIUTEPATYPHI 110
TeMe
Wroro no pazaeny 0,75 15 |[39,26
4. Konrpoinb
Brinonnenue
Mzy4yenne KOHTPOJIbHOM
TEOPETHYECKOr0 | paboThI, HTOIOBOTO K-3.1
MaTe-puaa, TECTa U BCEeX o
. I1K-4.1,
4.1 KoHTpoJIb 3HAHUH 5 H3JI0KEHHOTO B MIPOMEXKYTOYHBIX TK-4.2
JICKIUAX U pabor K- 4' 3’
JUTEPATypPHI IO [Ipomexyrounas '
TEME aTTecTaIs -
DK3aMeH
HUroro no pazneny
Hroro 3a cemectp 2 4 104,7 JK3aMEH
Uroro o aucuuiuinye 2 4 1046 JK3aMEH




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

1. TpamunmonHsle 00pa3oBaTEeNbHBIE TEXHOJIOIMH OPUEHTHUPYIOTCS Ha OPTraHU3aLHUI0
00pa30oBaTeNbHOTO  MpoIecca, MPEANOJIATAONIYI0 MPSIMYK TPAHCISIUIO 3HAHUM  OT
IIpenoaBaTelis K CTyIEHTY

@®opMbl y4eOHBIX 3aHATHH C UCIIOJIB30BAHUEM TPAJUIIMOHHBIX TEXHOJIOT Uil

NudopmanronHas nexus

CemuHap

[IpakTueckoe 3aHsTHE, MOCBALICHHOE OCBOCHUIO KOHKPETHBIX YMEHHMHM M HABBIKOB IO
MPEI0KEHHOMY AT OPUTMY.

2. TexHnosioruu mpoOIEMHOTO O0yYCHHUS.

®opMbl y4eOHBIX 3aHATHH € UCIIOJIH30BAHUEM TEXHOJIOTUN MPOOIEMHOT0 O0yUEeHHUS:

[Tpob6nemHuast nexuus

Jlexus «BaBoeM» (OMHApHAs JEKLUs)

[IpakTrueckoe 3aHsaTHE B POpPME MPAKTUKYMA .

[IpakTuueckoe 3aHATHE Ha OCHOBE Keiic-metona. Keichl OazupyroTcs Ha peabHOM
(hakTHYECKOM MaTepuase WIH K€ MPUOIMKEHBI K pealIbHON CUTYaIUH.

3. UrpoBble TEXHOJOTHH — OpTaHU3aIis 00pa30BaTeIbHOTO MpoIlecca, OCHOBaHHAS Ha
PEKOHCTPYKIIMU MOJIeJel MOBEACHUS B paMKaXx MPe/UI0KEHHBIX CLICHAPHBIX YCIOBUH.

®opMbl yueOHBIX 3aHATHI C UCIOJIB30BAHUEM UTPOBBIX TEXHOJIOTH:

VYyebnas urpa.

[enosas urpa.

Ponesas urpa .

4. TeXHOJOTHH TPOCKTHOTO OOYICHHS.

OCHOBHBIE THIIBI IPOEKTOB:

HccnenoBaTenbCKuii MPOEKT

TBOpYECKUI MPOEKT.

NHpopManimoHHBII TPOEKT.

5. HTepakTUBHBIE TEXHOJOTUU — OpraHu3alus 00pa30BaTEIbHOIO IMpoliecca, KoTopas
MPEANOJIaracT akTUBHOE U HEJIMHEMHOE B3aUMO/IEUCTBUE BCEX YHACTHUKOB, JOCTUKEHHE HA 3TON
OCHOBE JIMYHOCTHO- 3HAUYMMOTO JJisi HUX oOpaszoBarenbHOro pesynprata. Hapsgy co
CHEUMAJTU3UPOBAHHBIMU  TEXHOJOTHSAMHM  Takoro poja  OPUHUUMI  MHTEPAKTUBHOCTH
MPOCIEKUBACTCA B OOJBIIMHCTBE  COBPEMEHHBIX  00pa3oBaTelbHBIX  TEXHOJOTHUH.
WHTepakTUBHOCTD MOpa3yMeBaeT CyOBbEKT-CyObEKTHbIE OTHOIICHUS B X0Jie 00pa30BaTEIbHOTO
mpolecca H, Kak ciejacTsue, GopMupoBaHUE camMopa3BHUBarolIeiics HHPOPMAIIHOHHO-PECYPCHON
Cpelpbl.

@opMbl yU4EOHBIX 3aHITHIM C MCIOJIB30BAHUEM CHEIHATU3UPOBAHHBIX WHTEPAKTHBHBIX
TEXHOJIOTUH:

Jlexiust «<0OpaTHOM CBSI3W» — IEKUUSA—TTPOBOKALIUS

CemuHap-aucKyccus

6. apopManimoHHO-KOMMYHHUKAITMOHHBIE 00pa30BaTEIbHbIC TEXHOJIOTUH !

Jlexuusi-Bu3yanu3auus — H3JI0KEHUE COJCPKAHMS CONPOBOXKAAECTCS Mpe3eHTauuen
(nemMoHcTpalmei yaeOHbIX MaTepHajIoB, MPEACTaBICHHBIX B pa3IMUHbIX 3HAKOBBIX CHCTEMaX, B
T.4. WJUTIOCTPATUBHBIX, IPaUUECKUX, ayAHO- U BUAEOMATEPHAIIOB).

[IpakTryeckoe 3ansaTue B popMe npe3eHTaluu.

Yar-3auATHs.

Be6-3ansTusi.

Tenexondepenuun.

6 YueOHO-MeTOAMYeCKOe 00eciedeHre CAaMOCTOSITeIbHOI padoThl 00yUYaroIIuXCst
[IpencraBneno B npunoxxenuu 1.



7 OueHoYHbIE CPEACTBA IVISl IPOBEACHUS IPOMEKYTOYHOM aTTecTaluu
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOIMYecKOe H HH(OPMANIMOHHOE 00ecTiedeHre TUCIIUTITTHHBI (MOTYJIs1)

a) OcHoBHasi TUTEpaTypa:

1. Tlonos, A. B. ApxuBoBenenue. 3apyOexHasi poccuka : y4eOHUK Juisl OakanaBpuara u
maructparypsl / A. B. TlonoB. — Mockga : M3natensctBo FOpaiit, 2019. — 168 c¢. — (bakanasp
u Maructp. Moayas). — ISBN 978-5-534-06009-6. — Texkct : anexkrponnsiii // DBC HOpaiit
[caiit]. — URL: https://www.biblio-online.ru/bcode/441487 (nata oOpamenus: 25.04.2021). -
3ari. ¢ ’KpaHa.

2. Packun, JI. . ApxuBoBeieHUe | yueOHUK sl akagemMudeckoro Oakanaspuara / J1. U.
Packun, A. P. CokosioB. — Mocksa : MznarensctBo FOpaiit, 2019. — 383 ¢. — (bakanasp.
Axanemuyeckuii kypc). — ISBN 978-5-534-00870-8. — Tekcr : anexrponusiit // DBC HOpaiit
[caiiT]. — URL: https://www.biblio-online.ru/bcode/432131 (nara ooOpamenus: 25.04.2021). —
3ari. ¢ ’KpaHa

3. Packun, 1. . Metonuka W TIpakTHKa apXWBOBEICHHUS . YYCOHHK JIJISI CPETHETO
npogec-cuonanbHoro oopasosanus / JI. Y. Packun, A. P. CoxomoB. — Mocksa : M3matenbcTBO
IOpaiir, 2019. — 339 c. — (Ilpodeccnonanproe odpazosanne). — ISBN 978-5-534-02419-7. —
Tekcr : anexrpouustii // DBC HOpaiir [caiir]. — URL: https://www.biblio-online.ru/bcode/438495
(mata ooparenus: 25.04.2021).— 3ar. ¢ 3kpaHa

4.Benukanosa, C. C. ApXHBBI 110 INYHOMY COCTaBY : yueOHO-MeToquueckoe mocooue / C.
C. Benukanosa ; MI'TY. - Maruautoropck : MI'TY, 2018. - 1 snektpoHn. ont. auck (CD-ROM). -
3arun. c TUTYIL. JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3518. pdf&show-dcatalogues/1/1514
334/3518.pdf&view=true (mata ooOpamenus: 25.04.2021). - MakpooObekr. - TekcT
anekTpoHHBIN. - ISBN 978-5-9967-1154-3. - CBenenns noctynHbl Takke Ha CD-ROM.

5.Benukanosa, C. C. KagpoBoe 1em0onpon3BOACTBO U apXUBBI JOKYMEHTOB IO JIUYHOMY
coctaBy: mpakTHKyMm . mpaktukym [mis By3oB] / C. C. Bemukanosa, M. B. Kamyba ;
Maruutoropckuii roc. Texundeckuii yu-T uM. I'. . HocoBa. - Marnuroropck : MI'TY uwm. I'. W.
Hocosa, 2020. - 1 CD-ROM. - 3arm. ¢ turym. 9kpama. - URL
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535
271/4126.pdf&view=true (mara ooOpamenus: 25.04.2021). - MakpooObekr. - TekcT
ANEeKTPOHHBIN. - CBeneHus aoctynHbl Takke Ha CD-ROM.

0) JlonmoJiHUTEIbHAS JINTEPATYpA:

1.ITonoB, A. B. ApxuBoBenenue. 3apy0OexHas poccuKa : yueOHUK ajsi OakanaBpuaTta H
maructparypel / A. B. ITomoB. — M. : UsnmarensctBo FOpaiit, 2018. — 168 ¢. — (Cepus :
baka-naBp u wmaructp. Mogyne.). — ISBN 978-5-534-06009-6. — Pexum poctyna :
www.biblio-online.ru/book/1BDF5EDO0-18D1-4339-A8C0-DC101B08FAFS3.

2. Jloponuna, JI. A. Opranuzanmuss U TEXHOJOTHs JIOKyMEHTALMOHHOTO oOecleyYeHus
yIpaBJICHHUs ;| y4eOHUK U IPAKTUKYM JUIsl akajemMudeckoro Oakanaspuata / JI. A. Jloponuna, B. C.
UputukoBa. — M. : MsparensctBo HOpaiit, 2018. — 233 c. — (Cepus : bakanasp.
Axagemu-ueckuit  kypc). — ISBN  978-5-534-04568-0. — Pexum pocrymna
www.biblio-online.ru/book/19DADB52-959C-40DA-B18F-C955EFACOCILD.

3.0pranu3alMoOHHOE M IpaBoBoe obOecneueHre WHGPOPMAMOHHON Oe30macHOCTH !
yueO-uuk u npaktukym s CITO / T. A. IomasikoBa, A. A. Crpensuos, C. I'. UyOykoBa, B. A.
Huecos ; otB. pen. T. A. IlonskoBa, A. A. CrpenbuoB. — M. : U3natensctBo FOpaiit, 2018. —

nocrymna : Www. biblio-online.ru/book/054509D0-1E35-4080-9E86-19742B336897.
4. Makaposa A. K. ApxuBoBenenue [ DnexktpoHHsIi pecypc| / Makaposa A. K.;



MI'TY. - Maraurtoropck : [M3garensctBo MI'TVY], 2015. - 146 c. - bubmuorp.: c. 142-146. -
Pexxum JOC-TyIa:
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209
678/3435.pdf&view=true. - Makpoo0bekt. - ISBN 978-5-9967-0676-1.

5. Joxymentsl u3 apxuBa MMUJ] T'epmanmm 1937—1938 romoB — MockBa
Wznarensct-Bo HOpaiit, 2019. — 192 c. — (AnTomnorus meiciu). — ISBN 978-5-534-09314-8. —
Tekcr : anexrpouusiit // DBC KOpaiir [caiit]. — URL.: https://www.biblio-online.ru/bcode/427616
(mata obpamenus:25.04.2021).

6. CamoxBacos, JI.51. LlenTpanuzanusi ToCyIapCTBEHHBIX apXUBOB 3amagHoi EBpomsl B
CBsI3U ¢ apXxuBHOUM pedopmoit B Poccuu : anmexktponnas penpoaykius / Camoxsacos J[.51. :
W3zna-renbckue apxussl, 1899. — 211 ¢. — URL.: https://book.ru/book/913461 (nata oOpamieHwust:
25.04.2021). — TexKcT : 37€KTPOHHBII.

B) MeroauyecKkue yKasaHus:
[punoxenne 3

r) [Iporpammuoe odecnneuenne u MHTEepHeT-pecypcehl:

https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatal
ogues/1/1209678/3435.pdf&view=true. - Makpooobexkt. - ISBN 978-5-9967-0676-1.
MakapoBa A. K. ApxuBoBenenue [Dnekrponnsiii pecypc] / MakapoBa A. K.; MITY. -
Maruurtoropck : [M3matensctBo MI'TY], 2015. - 146 c. - bubmmorp.: ¢. 142-146. - Pexum
JoC-Tyma:

www.biblio-online.ru/book/1BDF5EDO0-18D1-4339-A8C0-DC101B08SFAF3.
1.IlommoB, A. B. ApxuBoBemeHue. 3apyOexxHas poccuKka : Y4eOHHMK i OakanaBpuata Hu
maructparypsl / A. B. ITonoB. — M. : UznarensctBo IOpaiit, 2018. — 168 c. — (Cepus :
baka-maBp m wmaructp. Monaynbe.). — ISBN 978-5-534-06009-6. — Pexum pocryna
www.biblio-online.ru/book/1BDF5EDO0-18D1-4339-A8C0-DC101B0O8FAFS3.

https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatal
ogues/1/1514334/3518.pdf&view=true. - Makpooobexkt. - ISBN 978-5-9967-1154-3.
BemukanoBa C. C. ApxuBbl 10 JIMYHOMY COCTaBy [DJEKTpOHHBIM  pecypc]
yuebno-meroauueckoe mocooue / C. C. Benukanosa ; MI'TY. - Maruutoropck : MI'TY, 2018. - 1
AJIEK-TPOH. OTIT. JTUCK (CD-ROM). - Pexum JOCTyma:
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514
334/3518.pdf&view=true. - Makpooobekrt. - ISBN 978-5-9967-1154-3.

IIporpamMmmHoOe o0ecnieyeHue

Haumenoranue I[10 Ne norosopa Cpok AeHCTBUS JUIICH3UU
MS Windows 7
Professional(mst J-1227-18 0T 08.10.2018 11.10.2021
KJI4CCOB)
MS Windows 7
Professional (ms N-757-17 ot 27.06.2017 27.07.2018
KJIACCOB)
MS Office 2007 Ne 135 ot 17.09.2007 Geccpouno
Professional
7Zip cB000THO pacnpoctpansemoe [10 0EeCCPOYHO
FAR Manager cB00OHO pacnipocTpansemoe [10 06eccpoUHO

IIpodeccuonanbHbie 0a3bl JAHHBIX H HH(POPMAIMOHHBIE CIIPABOYHbIE CHCTEMbI
| Hassanue xypca | Ccpuika |




OnexkTpoHHass 0a3a TEPUOIUYECKUX H3IAHHHA
East View Information Services, OO0 «IBUCy»

https://dlib.eastview.com/

HauumonansHas
MH()OPMAIMOHHO-aHAIUTUYECKAsT CHUCTEMA
Poccuiickuii MHACKC HAYYHOI'O ITUTHPOBAHHUS

URL: https://elibrary.ru/project_risc.asp

ITouckoBas cucrema Axagaemus Google (Google
Scholar)

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

Wndopmanmonnas cucrtema - EamHoe OKHO
J0CTyna K MHQOPMaIMOHHBIM pecypcam

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

ApxXuB HaydHbIX XypHaJIOB «HannoHanbHbIN
ANIEKTPOHHO-UH(POPMAITMOHHBIA  KOHIIOPITIYM)
(HIT HOHUKOH)

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

MexnayHapoaHas pedepatuBHas 51
MOJIHOTEKCTOBAsl  ClipaBoyHasi 0a3a JaHHBIX
HAay4YHBIX W3gaHui «Springer Nature»

https://www.nature.com/siteindex

MexayHnapoaHas 6a3a CipaBOYHBIX U3JaHUH 110
BCEM OTpaciisiM 3Hauui SpringerReference

http://www.springer.com/references

Mex Hasg K KIUAA HAaYYHBIX .

CHAYHApOHA OJUICKL AYTHBIX bt [iwww. springerprotocols.com/
MPOTOKOJIOB IO Pa3IUYHBIM OTPACIISIM 3HAHWMI
Mex Hasg MOJHOTEKCTOBBIX . .

eXklyHaponHas  Gasa OTHOTERCTOBLIX ety //link. springer.com/
XypHaAIIOB Springer Journals
Mex Hasg TUBHAasA u

CAJIyHApO/IHA pedepatiBna http://scopus.com
MOJIHOTEKCTOBAs CHpaBOYHas 0a3a JaHHBIX
MexnyHapoaHas HayKOMETpHUYECKast

pedepaTuBHAs U MTOJTHOTEKCTOBAsI 0a3a JaHHBIX
HayyHbix u3ganui «Web of science»

http://webofscience.com

YHuBepcurerckas MHGOpMalMOHHAs CUCTEMa
POCCHA

https://uisrussia.msu.ru

®denepanbHblii  00pa30BaTEIBHBIN  MTOPTAT
OxonoMuka. Conuosiorusi. MeHe [HKMEHT

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

DnekTpoHHbIe pecypcehl onbaunoteku MI'TY um.
I'.1. HocoBa

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

Pocemiickas  Tocynapersenmas — bubmmorexa. https://www.rsl.ru/ru/4readers/catalogues/
Karasiorn

@DenepalibHOE TOCYAapCTBEHHOE OHOKETHOE

YUPEKICHUEC «DenepaabHbII uncruryt|URL: http://www1.fips.ru/

HDOMLIHIHGHHOﬁ COOCTBEHHOCTH)

9 MarepHaILHO-TEXHHYECKOE o0ecreueHne TUCIUIIHHBI (MOILYJIA)

MaTepI/IaJ'ILHO-TeXHI/I‘IeCKOG obecneueHne JUCHUIIIMHBI BKIIFOYACT:
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Vueburie AYAUTOPHU IUIA IIPOBCACHU
JUCTaHIIMOHHBIX 3aHATUN
JICKIMOHHOI'O THIIa

Cron KOMITBIOTEpHBIH, CTOJ MUCbMEHHBIH, CTYN OUCHBIH,
JOKyMEHT-KaMmepa Epson, nctounuk 6ecriepeOOHHOr0 MUTAaHUS
POWERCOMIMD-1500AP , xamepa BBICOKOT'O Pa3pelIcHHUS,
KOMITBIOTEP MEPCOHANBHBIN (THIIO), TPOEKTOP
ViewSonicPJD7526W, criukepdon Hacronpubiin Calisto-620
Plantronics, Be6-kamepa LogiteachC920, cucrema akyctrueckas
HACTOJIbHAsI, CTepeorapHUTYpa (MUKPOQOH C
IIyMOIO/IaBIICHUEM ), SKpanHacTeHHbIIDigis Optimal-C MW
DSOC-11032*2

Y4eOHbIe ayJUTOPUH I IPOBEICHUS
MPAKTUYECKUX 3aHATUM, TPYIIOBBIX U
WHAUBUIyaIbHBIX KOHCYJIbTallNH,
TEKYIIEro KOHTPOJIS U
MPOMEXYTOYHON aTTecTalluu

Cron KOMITBIOTEPHBIHN, CTOJ MHCbMEHHBIH, CTYN O(UCHBIH,
JIOKyMeHT-kamepa Epson, uctounuk GecriepeOoiHOro mUTaHus
POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelieHus,
KOMIIBIOTEP MIEPCOHATBHBINA (TUIIO), TIPOEKTOP
ViewSonicPJD7526W, cninkephon nHactonbhblid Calisto-620
Plantronics, Be6-kamepa LogiteachC920, cicrema akycTrueckas
HACTOJIbHAsI, CTepeorapHUTYpa (MUKPOQOH €
IIyMOITO/IaBIICHHEM ), SKpaHHacTeHHbIHDIigis Optimal-C MW
DSOC-11032*2

Tlomenenust i caMOCTOATEILHOM
paboThl 00YYAIOIIMXCS

IMepconasnbHbie KoMITbIOTEPHl ¢ TTakeTom MS Office, Beixomgom
B VIHTEpHET U C JIOCTYIIOM B 3JICKTPOHHYIO
MH(OPMALMOHHO-00pa30BaTEIbHYIO CPE/ly YHUBEPCUTETA

IToMetienue st XpaHeHUs U
PO ITAKTHIECKOT'O 00CTY)KHBAHUS
y4e0HOr0 000py IOBaHMS

Cremnaku s XpaHeHHs yaeOHO-HATJISIHBIX TTOCOOUH 1
y4e0HO-MEeTOANYECKON JOKYMEHTAIIHH.

ITpnioxenne 1

Y4eOHO-MeTOAUYEeCKOE 0O0ecTeYeHHe CAMOCTOATEIbHOMH padoThl 00y4aromuxcs

[IpumepHas cTpyKTypa U COAEpKAHUE Pa3/IENOB:
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[To nucuunmHe «ApXUBBI 110 JUYHOMY COCTaBY» IPELyCMOTPEHA ayJUTOPHAs U BHEAYIMTOPHAs
caMOCTOsITeNIbHAs paboTa 00y4arOIIUXCS.

KoHTpoabHbIe MeponpusaTHs mo pa3aeny Nel
Tect no pazneny Nel

Bomnpoc 1
bamr: 1,00

ApXHB 110 INYHOMY COCTaBY — 3TO

Br16epute 0/1uH OTBET:

a. CaMOCTOSTENBHOE YUPEKACHUE WU CTPYKTYPHOE MOAPa3eICHUE YUPEKICHUS,
OCYIIECTBJISIOIIEE KOMIIJIEKTOBAHUE, XPAHEHUE, YUET U MCII0JIb30BAaHHE JOKYMEHTOB II0 JITYHOMY
CoCTaBy

b. MecTo XpaHeHHs TOCYIaPCTBEHHBIX TOKYMEHTOB
C. yUpeXJEHHE, XpaHsAIllee KaapoBblie JOKYMEHTbl AD PO

d. moapasneneHue KaapoBo CIYKObI MPEIIPUATHS, OTBEUAIOIIEE 3a XPAaHEHHUE, YIET U
HCIO0JIb30BaHNE JOKYMEHTOB I10 JITYHOMY COCTaBY, B TOM YHCJIE B QJIEKTPOHHOM BUJIE

Bomnpoc 2
bamr: 1,00

K AOKYMEHTaM I10 JIMYHOMY COCTaBy, HMMCIOIINM ,Z[OJ'II"OBpeMeHHHﬁ CpOK XpaHCHHS HE

OTHOCSTCS

BriGepuTe oiMH OTBET:

a. aKThl O HECYACTHBIX CITy4asX, CBS3aHHBIX C TPOU3BOJICTBOM
b. nuuHbBIe neIa COTPYIHUKOB

C. pacnopsAUTeNbHbIE TOKYMEHTHI (3alUCKH, PACTIOPSIKEHUS)

d. andaBUTHI TPHKA30B O JTHYHOMY COCTABY

Bonpoc 3
bamr: 1,00

CpOK XpaHCHHA BBIIIC NEPCUUCIICHHBIX JOKYMCHTOB B apXUBaxX I10 JIMYHOMY COCTaBy
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Bribepure oa1H OTBET:

a. 45 ner

b. 75 net, B peAKHX Cilydasx MOCTOSIHHO
c. 75 nmer

d. mocTostHHO

Bomnpoc 4
bamr: 1,00

BepHo mm yrBepxkaeHue «B xkoMuTerax, OTAeNax aIMHUHHUCTpPALUN TOPOJOB, PalOHOB IO
0o0pa3oBaHUI0 K JOKYMEHTaM IO JHMYHOMY COCTaBy TaKKe OTHOCAT: JOKYMEHTBI IIO

MaTPOHUPOBAHUIO U OTIEKE»

Bri6epute 0/1uH OTBET:

a. BEpHO

b. BepHO 1 TOCYyIapCTBEHHBIX YUPEXKICHHH
C. BEpPHO YaCTHUYHO

d. He BepHO

Bomnpoc 5
Bamn: 1,00

Crateg 17 Kkakoro 3akKoHa YCTaHaBJIMBACT 0611_[y}0 00s3aHHOCTL MO 00€ECIEUYECHUIO
COXPAaHHOCTH JOKYMEHTOB, B TOM YHUCJIC IOKYMCHTOB 110 JINYHOMY COCTaBYy, IJIs1 JIF000TO Cy6’LeKTa
XO3SIUCTBEHHOU JICATCIbHOCTH: TOCYAapCTBCHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPAaBJICHU,
OpFaHI/ISaHI/Iﬁ n TIpaxigaH, 3aHHMaromuecs HpeHHpHHHMaTeHLCKOﬁ ACATCIBbHOCTBIO 0e3
O6paSOBaHI/ISI OPUIUYCCKOTO JiMha, B TCUYCHUC CPOKOB HX XpAaHCHUA, YCTAHOBJICHHBIX
q)e,ﬂepaJ'ILHHMI/I 3dKOHaMH, HWHBIMH HOPMATHBHBIMU IIPABOBBIMH  dKTaAMH Poccuiickoi
q)e,[[epaLlI/II/I, a4 TaKXKXEC IICPCUHAMU I[OKYMCHTOB?

Bribepure o1uH OTBET:

a. @enepanbHOro 3akoHa ot 26 aexkadps 1995 r. N 208-03 «O06 akioHEpHBIX 00IIECTBaxX» C
n3MeHEeHUsMH oT 29 utonda 2015 .

b. ®enepansHoro 3akoHa ot 22 okTs0ps 2004 roga Ne125-03 «O6 apxuBHOM Jiene B
Poccniickoit denepanun»
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C. 3akoHa P® «O nepconanbHbIX AaHHbIX» Ne 152-D3

d. TpynoBoro xojekca PD

Bomnpoc 6
bamn: 1,00

Bricokyto conmanbHy 3HaYMMOCTb aPXUBOB 110 JJMYHOMY COCTaBY 00yCIaBIUBAET
Br16epute o/1uH OTBET:

a. o0ecrieyeHne MOBBIMICHHS OOIIECTBEHHOTO CO3HAHUS U CAMOUACHTU(UKAIIIU
COBPEMEHHOTO COIIMyMa

b. buorpaduueckas, apxeorpapuueckas IEHHOCTh, OHH SIBIISIOTCS HCTOYHHKOM JIJIS
CTATUCTUYECKUX 000OIIECHHUI 1 HCTOPUKO-COIIMAIBHBIX UCCIICIOBAHUN

C. TOT (haKT, 9YTO OHM CITY)KAT JOKYMEHTAIBHBIM MOATBEPKJICHUEM TIPaB paOOTHHUKA Ha
cormaibHOE oOecrieueHne (1o CTApOCTH U MHBATUIHOCTH, a TAK)KE MOATBEPKICHUEM TPYJIOBOTO

CTaka pabOTHHKA)

d. mTpadHbIe CAaHKIIUU TPYIOBBIX HHCIICKIIUN

Bomnpoc 7
bamr: 1,00

[Ipouenypy dopmupoBanusi 1enl B COOTBETCTBUM C YTBEP)KJIEHHON HOMEHKIATYpOn

Ipe1ycMaTpuBaeT

BriGepuTe o1MH OTBET:

a. XpaHEeHHE UCTIOJHEHHBIX TOKyMEHTOB

b. XxpaHeHHe TOKYMEHTOB B MPOIECCE UX UCTIOTHCHUS
C. IOCIIEyIOIllee XpaHEHUE

d. onepatuBHOE (TeKyllee) XpaHCHHUE

Bonpoc 8
bamr: 1,00

H3bsarue AOKYMCHTOB IIO0 JIMYHOMY COCTaBY U3 Ji€JIa C MOCTOSIHHBIM CPOKOM XPaHCHUA

AOIMYCKACTCA B UCKIIIOYUTCIIBHBIX CJIy4adX U IIPOU3BOJUTCA
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Bribepure oa1H OTBET:

a. ¢ 00s3aTeNIbHBIM COCTaBIICHUEM B JIeJIC 3aBEPEHHON KOIIUHU IOKYMEHTa

b. Ha OCHOBaHMH PaCTIOPSAUTEIHHOTO JJOKYMEHTA PYKOBOIUTEISI OpPraHU3aluu
C. ¢ 00s3aTeNIbHBIM COCTABIICHHEM aKTa 00 W3BATHU MO UTMHHUKA

d. B mpuCyTCTBHH apXMBapuyca U 3aBEIYIOIIET0 apXHBOM

Bomnpoc 9
bamr: 1,00

OTBETCTBEHHOCTH 33 OPTaHHU3AIMIO PA0OTHI [0 XPAHCHHUIO KaJPOBBIX JOKYMEHTOB HECET
Br16epute 0/1uH OTBET:
a. 3aBeyIOIIHUI apXUBOM
b. Hauansuuk otena Kaapos
C. ApxuBapuyc

d. PaGotonarens

Bomnpoc 10
bamr: 1,00

VKkaxkuTe JI0KHOE YTBCPKIACHUC

BriGepuTe o1MH OTBET:

a. U1 OpraHu3anuil - ICTOYHUKOB KOMIUIEKTOBAHMS - 10 UCTEYEHUU CPOKOB XpPaHEHUS
00s3aTeNBbHO MPOBEIEHNE COBMECTHO C YITOJTHOMOUYEHHBIM OPraHOM IOCYJapCTBEHHOW BIACTH
cyonekTa Poccuiickoit denepanuu B 06JacTH apXUBHOTO Jiena, [ '0capXuBOM AKCIEPTU3bI
LIEHHOCTH psia JTOKYMEHTOB IO JINYHOMY COCTaBY Ha MpPeIMET BKIIOUEHUS B COCTaB APXHUBHOTO
¢donna Poccuiickoit @enepanuu

b. HJIA OpraHH3aHHﬁ, KOTOPBIC HE ABJIAKOTCA HCTOUYHHKAMUN KOMIUICKTOBAHUA, 110 HCTCUYCHUU
BPEMCHHBIX CPOKOB XpaHCHUA apXUBHBIC JOKYMCHTHI I10 IMYHOMY COCTAaBYy MOMAJICIKAT SKCIICPTU3C
H MOT'yT OBITh YHUYUTOKCHBIL 1100 XPaHUTCA B apXHUBEC OpraHu3aluu

C. XpaHEHHUC JOKYMCHTOB II0 JIJUYHOMY COCTaBYy, HC IOAJICKAIMUX YHHUYTOXKECHUIO JOJKHO
OCYIICCTBJIATLCA TOJIBKO B 6YM8.)KHOM, a HC B 3JICKTPOHHOM BHUIC
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d. apxuBHBIE TOKYMEHTHI 10 TMYHOMY COCTaBY, KOTOPbIC HE ObUIN BKJIFOUCHBI B COCTAB
nokymMeHToB ApxuBHoro (onna Poccuiickoit denepannu, Mo HCTEYEHUN CPOKOB XPAHEHUS
MO/JIEKAT YHUUYTOKEHUIO JTM00 XPAaHEHUIO B apXUBE OPraHU3alluy B COOTBETCTBUH C
TpeOOBAHUSAMH KOPIIOPATUBHOTO 3aKOHOIaTEIbCTBA

KonTpoabHble MeponpusiTus mo pasjaeiy Ne2
IIpakTnueckoe 3axanue 1

N3yunrte matepuan Mertoauueckux pekoMeHaauni «KcnepTr3a LIeHHOCTH U 0TOOp B COCTaB
ApxusHoro ¢onna Poccuiickoii @enepanyy TOKyMEHTOB 0 JMYHOMY cOCTaBy» MpoekT 2014 r.,
ocoOeHHO pazzena 4.5.2.4., a Takke NOBTOPUTE MaTepHall JeKIuu 3 «@opMUpOBAHNE JTUIHBIX
nen cotpynaukoBy» Pazaena Il «Ot6op u odopmiieHue aen, coaepKanux JOKyMEHTHI 110 JINYHOMY
COCTaBY JUIsl IOJITOBPEMEHHOTO XpaHeHus». [1oab3ysich 00pa3iioM, cCOCTaBbTE BHYTPEHHIOKO
OTIHCh JIMYHOTO JIeJla COTPYIHUKA, KOTOpas JOKHA COJIep:KaTh HE MeHee 12 MyHKTOB.

4.5.2.4. BHyTpeHHSS ONIMCh COCTABJISAETCS I IUYHBIX JIET U COAEPKUT CBEICHUS O MOPSIAKOBBIX
HOMEpax JOKYMEHTOB B HEH, UX MHJIEKCaX, JaTaX, 3aroJI0BKax U HOMEpax JIMCTOB JIelia, Ha
KOTOPBIX PACIIOJIOKEHBI ATH IOKYMEHTHI.

K BHYTpeHHElH OMMCH COCTABIISAETCS UTOTOBAS 3aIUCh, B KOTOPOU yKa3bIBaeTCs MuppamMu U
MPOIKCHIO KOJIMYECTBO BKIIOYEHHBIX B HEE JIOKYMEHTOB U KOJIMYECTBO JIMCTOB BHYTPEHHEH
onucu. BHyTpeHHSs onuch MOAMUCHIBACTCS €€ COCTaBUTENIEM C yKa3aHUEM JIOJKHOCTH U JAaThl
COCTaBJICHUSI.

[Ipu u3mMeHeHnH cocTaBa JTOKyMEHTOB Jiefia (M3bATUU, BKIIOUYCHUH IOKYyMEHTOB, 3aMEHE UX
KOIHUSAMU) OHU OTpaxkaroTcs B rpade «lIpumeyanue» co cHOCKOM Ha HOMepa BHYTPEHHEH OMKCH.
MoskeT ObITh COCTaBJIeHa U 0CO0ast OMUCH ITUX U3MEHEHHIA.

JleKIMOHHBII MaTepuaJl
B cocTaB nuyHOrO 1ena BXOAT CIEAYIOUIUE TOKYMEHTHI:

e  BHYTPEHHSS ONHCH JOKYMEHTOB, MOJIIIUTHIX B JINUHOM JEJI€;
e  pe3loMe;

e aBToOuHoOrpadus;

e aHKeTa WJIM JIMYHBIN JINCTOK IO yYeTy KaJIpoB;

e  KOIIMH JIOKYMEHTOB 00 00pa3oBaHUU;

e  XapaKTepUCTHKH Ha pabOTHHKA,;

e TPYAOBOI JOrOBOP (MOKET BXOAUTH B COCTAB JIMYHOTO J€ja UM XPAHUTHCS OTJIENIBHO);
e  KOIIMH NPHKA30B O HA3HAYCHUH, [IEPEMEIIECHUH, YBOJIbHEHUH;

e KOIUS CBUJIETEIHCTBA O MOCTAHOBKE HA YUET B HAJIOTOBOM OPraHe;

e KOIUS CTPAXOBOTO CBHJIETEIHCTBA TOCYJAPCTBEHHOTO IIEHCHOHHOTO CTPaXOBaHMUS;

e JIOTIOJIHEHMS K aHKETE MJIM JIMYHOMY JIUCTKY IO YUeTy KaJpOB;
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pa3UYHbIE CIIPABKHU, OTHOCSIIUECS K JAHHOMY paOOTHHKY (KpOME CIIPaBOK C MeCTa
JKUTEJICTBA, O COCTOSIHUY 37J0POBbs U IPYTUX JTOKYMEHTOB BTOPOCTEIIEHHOI'O 3HAYECHMUS,
KOTOPBIE IPYIIHUPYIOTCS OTIENBHO).

CocTtaB JOKyMEHTOB JIMYHOTO Jiefla pabOTHHKA:

oakwnE

12.
13.

14.
15.
16.

3asBJICHHE O IIpUEME Ha padoTy;

TPYAOBOE COIJIallIeHUE (KOHTPAKT), AOMOJHUTENIbHbIE COTJIAIICHNUS;

JIMYHBIHI JIUCTOK 110 YYETY KaJpOB U JIONOJHEHUE K HEMY;

aHkerta (aBroouorpadus);

JOKYMEHTBI 00 00pa30BaHUU (KOTIHN);

JOKYMEHTBI 00 YTBEPKIACHUH B JIOJKHOCTH (KOIIUU WJIH BBIMMCKH ), B TOM YHCJIE 3TO MOTYT
OBITh BBIIIMCKU U3 MPOTOKOJIOB YUpEIUTENEH, aKIINOHEPOB, YUYEHBIX COBETOB, JJOKYMEHTBI
KOHKYPCHBIX KOMUCCHUH, pe3yJIbTaThl TECTUPOBAHUS;

peKoMeHAaTeIbHbIE MUChMA U XapaKTePUCTUKU;

JIOJIKHOCTHBIE MHCTPYKIUU (pEeryiaMeHThl);

aTTeCTAallMOHHbBIE JIUCTHI, OT3BIBbI, IPECTABIICHUS;

. IaCIIOPTHBIE JJaHHbIE, CBUJIETENILCTBO O Opake U T.J. (KOMHH);
. 3as8BJIGHUSA M TpPHUKa3bl (KONMUM WIM BBIIHCKH) O MEPEeBOJE Ha JAPYI'yl IOJKHOCTH,

MIpe/ICTaBJICHMUs], CIPAaBKU-00BEKTUBKHY;

JOKYMEHTBI O HarpakJIeHUH, HaJIOKEHUH B3bICKaHUH (KOIUN);

CBEICHMSI O JOX0JlaX, MMYILECTBE U CIPABKU MPOBEPKU MOIHOTHI U JOCTOBEPHOCTH
JAHHBIX CBEJIEHUH (JUIsl TOCYAapCTBEHHOM UM MYHULIUIIAIBHOM CITyKObI);
HEBOCTPEOOBAHHBIE JOKYMEHTHI (CBUJIETEILCTBA, IUIIOMBI, TPYAOBbIE KHUKKHU U T.IL.);
3asBJICHUS] U IIPUKa3bl (KOIMMU WIN BBITUCKU) 00 YBOJIBHEHUH, IIEPEBOJIE U T.1.;

UHBIE JOKYMEHTHI B ClIydae HE0OX0AUMOCTH, B YACTHOCTH JUIsl TOCYAAPCTBEHHOH CITyKOBbI
— noapoOHee mocMoTpuTe Yka3 [Ipesunenta PO.
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BHYTPEHHAA OITHCDH
MOKYMEHTOR efL. Xp. N _ 05-15/110

" H

e - m:‘" ‘“Jl"l - 3aroT0B oK JOKYMeNTA ucr:‘; - Tpisceyamme

1 2 3 4 5 6

! Honontesiue X AUYHOMY AUCMKY NO y4emy !

xadpoe

2 19.03.2012 | Jlusnisal AUCmox no ysermy kadpoe 2-3

3 19.03.2012 | Aemobuoepagdus 4

4 | KON 827527 | 26.06.2001 | Konus dunnoma 5

5 10/12-md 19.03.2012 | Tpydosou doeoeop 6~11

6 45-x 19.03.2012 | Konus npuxasa o npueste sa pabomy 12
Hroro ROKYMEHTOB.

(omjpavn 3 opoancue |
Konuuecreo MucToB BH)‘TP&HHQR OnmucH
(umfpases w njazecyo)
MHcnexTop Wupoxoea T.IO. llIupoxosa
(zcaom.a) paces pposia aomEacn)
19.03.2012
Tect k pazneny Ne2
Bomnpoc 1
bamr: 1,00

[lo xakoMy MNpPUHLUITY CHUCTEMATU3UPYIOTCA JOKYMEHTBI B JellaX, COJEpIKaIluX,

CoJZieprKaliuX IIPUKa3bl, PaCIOPSHKEHUS 110 JINYHOMY COCTaBy?
Bribepure ouH OTBET:

a. XpOHOJIOTMYECKUI IPUHIMIL: B HaYae Jieja JODKHBI PacioiaraThCsl MpuKasbl
(pacniopspkeHus) 3a AeKadpb, HOTOM 32 HOSIOph U T.J.

b. XpoHOIOrHYEeCKUii TPHHIIKIT: B HAYale AeNa JOJDKHBI PacloiaraThCs MPUKa3bl
(pacnopspkeHMs) 3a SHBapb, MOTOM 3a (eBpaib U T.1.

C. HOMEPHOMY ITPUHIIMITY: OT IIEPBOTO O MOCIETHETO

C .
d. andaBuUTHBII OPUHIKI 10 GAMUITHHE COTPYAHMKA, O KOTOPOM COJICPIKUTCS HHPOPMALIHSI
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Bonpoc 2
bamr: 1,00

VYKaxXuTe BapUaHT, COJACPKAIIMN JMILIHEE B NEPEUUCICHUN «AHAJIOTMYHO, 110 TAKOMY K€

MPUHIUITY IPOBOJMTCS CHCTEMATH3alUs JOKyMEHTOB B JIeTIaX, COACPIKAIINX ...»
Bribepure oauH OTBET:

a. Tapu(UKaMOHHBIE BEIOMOCTH, TabeIH U HapsAbl paOOTHUKOB BPEIHBIX Ipodeccuit
b. TOKYMEHTBI O IPE/ICTaBICHUH K HATrPaXICHUIO

C. aKThI O HECYACTHBIX CITydasiX, TPYIOBBIE KHUKKH

d. IPOTOKOJIBI 3aCeTaHN KOMHCCHIA, TPYIOBBIC IOTOBOPHI (COTIIAIICHHS)

Bomnpoc 3
Bbamn: 1,00

[ToammBka chopMUPOBAHHBIX AET TPOU3BOIUTCS
BriGepute ouH OTBET:
a. JIo mepeayu uX U3 OTJieNa KaJIpOB B apXHUB HA JOJTOBPEMEHHOE XPaHCHHE
b. Mo mpoBeneHUs PKCIIEPTH3HI IICHHOCTH JOKYMEHTOB I10 JTMYHOMY COCTaBy
C. TMOCJIe YBOJILHEHHUS COTPYAHHKA

d. mocne 3aBCPUICHUA SKCIICPTU3BI HEHHOCTHU JOKYMCHTOB

Bomnpoc 4
bamr: 1,00

BriGepute BepHOE YyTBEpKICHHE

Bribepure o 1H OTBET:

a. JIOKyMeHTBI Jienia O ANIUBAOTCS, TIEPEIUICTAIOTCS B TPU HITH YETHIPE IPOKOJIa CYPOBBIMHU
HUTKaMHu. [Ipu 3TOM ciieryeT uCroib30BaTh KAPTOH BBICOKOTO Ka4eCTBa, MMEIOIIHMN CPEIHIOK0
IUIOTHOCTb. JIOKYMEHTBI MO IIIMBAOTCS, IEPEIICTAIOTCS TaK, YTOOBI OBLIO 00eCIeueHO
CBOOOJHOE YTEHHE TEKCTA

b. I[OKYMCHTBI ACJia MOAIINBAKOTCA, HICPLIJICTAOTCA B TPU IMPOKOJIa CMCCOBBIMU HUTKAMU.
HpI/I 9TOM CJICAYCT UCIIOJIB30BATh KAPTOH BBICOKOT'O Ka4YCCTBA, HMEIOITUI XOpPOIIYHO MIIOTHOCTD.
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JIOKyMEHTBI TTOIIIMBAIOTCS, IEPETIIIETAIOTCS TaK, YTOObI ObIIIO 00ECTIEYeHO CBOOOHOE YTCHUE
TEKCTa

C. I[OKYMCHTBI JcJIa IIOJMINBArOTCA, HepeHHeTaIOTCH B TpI/I NI quHpe HpOKOJIa CypOBBIMI/I
HUTKaMH. HpI/I 3TOM cnez{yeT HNCITIOJIB30BaTh KapTOH JOCTAaTOYHOI'O Ka4eCTBa, I/IMCIOHII/Iﬁ
CPEHIO0 TUIOTHOCTD. JIOKyMEHTBI MOANIUBAIOTCS, MIEPEILICTAIOTCS TaK, 4YTOOBI OBLIO 00ECIICUCHO
CBOOOIHOE YTEHHE TEKCTA

d. I[OKYMGHTI)I AcJia MOAIMNBAOTCA, HICPLIJICTAOTCA B YCTHIPC ITPOKOJIa CYPOBBIMHU HUTKAMMU.
HpI/I OTOM CJICAYCT UCII0JIb30BATh KAPTOH BBICOKOI'O Ka4€CTBA, I/IM@IOHII/II\/’I IMMOBBIIICHHYIO

MJIOTHOCTD. JIOKYyMEHTBI MO IIUBAIOTCS, IEPETUIETAIOTCS TaK, YTOOBI ObLIO 00ecreueHo
CBOOOJIHOE YTEHHUE TEKCTa

Bomnpoc 5
bamr: 1,00

HpI/I HaJIM4YUU B JIMYHOM JCJIC COTPYAHHUKA HeBOCTpe6OBaHHBIX JIMYHBIX OOKYMCHTOB

(ymocToBepeHHit, CBUIETENBCTB, TPYAOBBIX KHH)KEK, BOCHHBIX OMIJIETOB U T.II.) OHU

Bri6epute 0/1uH OTBET:

a. BKJIQJbIBAIOTCS B KOHBEPT, KOTOPBIN BMECTE C APYTUMU IOKYMEHTaMU MOAIIUBAETCS B €TI0
b. XpausTCcs y HadambHHKa OT/Aea KaapoB B ceiioBoM mkady

C. XpaHaTcs B (pailloBOM BapHaHTe

d. dopMupyIOTCS B OTZICIIBHOE JIETI0 apXHUBa HEBOCTPEOOBAHHBIX JOKYMEHTOB

Bomnpoc 6
Bamn: 1,00

I/IH(l)OpMaI_II/IH JIJMYHOIro JAc€Jjia, Irac I_II/I(1)paMI/I U TPONHCHIKO YKAa3bIBACTCA KOJIHNYCCTBO
IMPOHYMCPOBAHHLIX JIMCTOB B ACJIC, HAJINYHNC IIPOMYIICHHBIX U JINTCPHBIX HOMEPOB, KOJINYCCTBO

JUCTOB BHYTPEHHEH OMKCH JeNla TOMEIIaeTCs

Bribepure o 1H OTBET:

a. BO BHYTPEHHIOIO OIIUCH JIeNa

b. Ha 060POTHOM CTOPOHE MOCTIETHETO JOKYMEHTA

C. Ha MOCJICAHUHN JTUCT 0OJIOKKH Jiea ¢ BHYTPEHHEH CTOPOHBI

d. B mucT-3aBepuTenb Jiena
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Bomnpoc 7
bamr: 1,00

Kaxkoe IIpaBHJIO HC 0053aTeIbHO K HCIOJHCHUIO npru U3MCHCHHMU COCTaBa NOKYMCHTOB

JIJUYHOTI'O AcJIa (I/I3"I)$ITI/I€, BKJIFOUCHUC JOKYMCHTOB, 3aMCHA UX KOIIMAMU U T.H.) ?

Bribepure oauH OTBET:

a. M3MeHeHHsI 00s13aTeNbHO 3aHOCATCs B Tpady «lIpuMedanue» onmcu co cChbUIKaMu Ha
COOTBETCTBYIOIINE TOKYMEHThI, HA OCHOBAHMH KOTOPBIX IIPOU30IIIO U3BIATHE, TONIOJHEHHUE,
3aMeHa KOIUSAMH U T.II.

b. uzpsaTHE AOKYMCHTOB M3 JIMYHOTO ACJIa HEAOITYCTUMO
C. TICPECOCTABJISACTCS JINCT-3aBEPUTEIb Acna

d. mepecocTaBisieTcst HTOTOBas 3aMMMCh K BHYTPEHHEH OIMKCH JieNa

Bomnpoc 8
bamr: 1,00

B nmpuBeaeHHOM MpuMepe MOJI0KEHUS 0 MyHUIIMITATILHOM apXUBE JOKYMEHTOB O JTUYHOMY

COCTaBy yKa3aHO

BriGepuTe o1MH OTBET:

a. UTO yUpekJeHHe MPUHUMAET Ha OCHOBE 3aKJIFOUEHHBIX JIOTOBOPOB U B COOTBETCTBHH C
rpadukamMu OT yUpeKJAeHUH, OpraHu3aluii U IpeJIpUsITUH-UCTOUHUKOB KOMIUIEKTOBAHUS
ApXuBa IOKyMEHTBI 10 TUYHOMY COCTaBY, 00paOOTaHHBIEC U YUTEHHBIE COTJIACHO YCTaHOBJIEHHBIM
MIpaBUJIaM, a TaK K€ JOKYMEHTBI OT JTUKBUIMPOBAHHBIX OPraHU3alli, HE UMEIOIIUX
MIPaBONPEEMHUKOB

b. yto APXUB BBIIIOJHACT BCC OIICpallii HA 663B03M€3,Z[HOI71 OCHOBC

C. apXUB BBIJAET IO 3asBJICHUAM I'PAKIAH TOJIbKO apXUBHbIE CIIPABKH, [TOATBEPKAAIOLINE
TPYAOBOH cTax, pazMep 3apabOTHOI MIaThl U APYTHe BOMPOCHI, HEOOX0UMBbIE A1 0(OPMIICHUS
MEHCU TpakJJaHaM U peIIeHHs! IPYTUX COIMaIbHO-TIPAaBOBBIX BOIIPOCOB

d. YUpPCIKKACHUC HC UMECT IIpaBa OKA3bIBATh YUPCIKACHUAM, OpraHU3aliAM, IIPEANIPUATHIAM
MCTOANYCCKYIO, U ITPAKTHYCCKYIO ITIOMOIIb B MIPOBCACHUHN SKCIICPTU3BI U YIHOPAAOYCHHUN
AOKYMCHTOB

Bonpoc 9
bamr: 1,00
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B chouckax apxWBOB JOKYMEHTOB II0 JMYHOMY COCTaBy IpH MPHCBOCHHH (HOHIOB

YUPEKACHUSAM U MPEIIPUATHSIM UCTIOIB3YETCs
Bribepure oa1H OTBET:

d. YMCJIOBAs HyMEpalus

b. 6ykBeHHO-1IM(pOBast

C. CIIOBECHO-YHCIIOBAs

d. mdposast

Bonpoc 10
Bbamn: 1,00

Benenne nuuHBIX aen 00s3aTENBHO KaapOBOM CIIYKO0W M XpaHEHHWE B OpraHU3alUH

00s13aTeIBpHO

BriGepute ouH OTBET:

a. st OO0 u OAO

b. st Bcex rpaxaad Ha Tepputopuu PD
C. 11 00pa3oBaTeNbHBIX yUpekaeHuii PD

d. Ha roCcyTapCTBEHHOM TPaXIAHCKO# Cityx)0e

KounrtpoJsbHuble meponnpusitus k Pazgeny Ne3
IIpakTnyeckoe 3axanue 2

N3yunrte matepuan [IpaBui opranuzanyuy XpaHeHs, KOMIZIEKTOBaHUS, yUETa U
UCIOJIb30BAHUS JJOKYMEHTOB apXUBHOTO ()OHJa POCCUICKOH (enepaliuu 1 Jpyrux apXuBHbIX
JOKYMEHTOB B TOCYAApCTBEHHBIX OpraHax, OpraHaXx MECTHOTO CaMOYIIPABJICHUS U
opranuzaiusax» ot 07.09.2015 r., ocobeHHo pa3zena 5, a Takke MOBTOPUTE MaTepUal JeKIHUU 2
«Vcnonp3oBaHKe apXUBOB 10 JIMYHOMY cocTaBy» Pasznena Il «Onucanue, nouck u
HCIOJIb30BAHUE APXUBOB 10 JINYHOMY cOoCTaBy». [1ob3ysick 00pa3iioM, cOCTaBbTe apXUBHYIO
BBIIIMCKY, KOTOpas JOJKHA COJIEP/KaTh HE MEHEE 3 MMYHKTOB.
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5.10. ApxuB opraHu3aly pacCMaTPUBACT U UCTIOIHSET 3alPOChl, HOCTYUBIIKE B
MUCBbMEHHOU popme.

3anpoc noJbp30BaTeNs JODKEH COCPKATh CICAYIONIYI0 HH)OPMAIIHIO:

1. HaMMEHOBAaHHE IOPUIMUECKOTO JIMIIA — aBTOpa 3arpoca (Ui TpaxIaH — paMuIIig,
MMEHH, OTYECTBA, IPH HATMYUH MTOCIICTHETO);

2. MIOYTOBBIM W/WIIK SIIEKTPOHHBINA apec, M0 KOTOPOMY J0JDKEH OBITh J1aH OTBET;

3. CBEJICHUSI, HHTEPECYIOMINE TI0IB30BATENSI U XPOHOJIOTHUECKUE PAMKH
3arpamuBaeMoil HH(OpMaIn;

4. (dbopMy NOIy4eHHUs OJIB30BaTEIeM HHPOPMAUH (MHPOPMAMOHHOE MTUCHMO,

apXHBHad CIIpaBKa, apXHBHAas BBINIKUCKA, apXWUBHAA KOOI, TeMaTH4YeCKUU MEpCUCHb,
TeMaTH4eCKHUil 0030p JOKYMEHTOB)7;

5. JMYHYIO TIOJITUCH aBTOpa 3arpoca (rpakIaHHHA WK JODKHOCTHOTO JINIA);

6. nary.

[Ipu mocTyrniieHUU B apXUB OpraHU3alMKi UHTEPHET-00paneHus (3amnpoca) mojab30BaTess
C YKa3aHHEM ajpeca MIEKTPOHHOU MOYTHI M/HITH MMOYTOBOTO aJIpeca, eMy HaIpaBiIsIeTCs
YBEIIOMJICHHE O TIpueMe oOparieHus (3ampoca) K pacCCMOTPEHHUIO UM MOTUBUPOBAHHBINA OTKA3 B
paccmoTpenuu. [IpuHsITOE K paccMOTpeHHIO oOpaIieHue (3ampoc) pacrevyaTbiBaeTCs U B
)IaJ'IBHeI\/’IIHeM pa60Ta C HUM BEACTCA B YCTAHOBJICHHOM ITOPAIKE.

Ha 3ampockl TeMaTudeckoro xapakrepa, MOCTYIUBILINE B apXUB OPraHU3allUU IO
MH(OPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM CETH, B TOM YHCJIE IO ceTH VIHTepHeT, OTBET MOXKET
OBbITH HaNpaBJieH B BUJE AEKTPOHHOTO JOKYMEHTA 10 YKa3aHHOMY aBTOPOM 3a1rpoca
AIIEKTPOHHOMY aJIpecy.

3anpoc oJKeH ObITh 3apEerUCTPUPOBAH B TEUEHHUE TpeX pabouux JHEH ¢ MOMEHTA ero
MOCTYTUICHUSI.

3anpoc, He OTHOCSIIUICS K COCTAaBY XPaHSILIKUXCSI B OpraHU3aliyi JOKyMEHTOB
(HermpodMIBbHBIN 3a1IPOC), B TEUEHUU 7 THEH CO AHSA PErUCTPAlMU 3alpoca HAIPaBIIsIeTCs B
OpraHu3aIuIo, IIe MOTYT XPaHUTHCS HEOOX0IUMBbIE TOKYMEHTHI C YBEIOMJIEHHEM 00 3TOM
0JIb30BaTeIsl.

3anpoc, MOCTYNMUBIINKA B apXUB OpraHU3allii, UCIIOJIHIETCSA B YCTAHOBICHHOM IMOPSJIKE B
COOTBETCTBUU C TPEOOBAHUSMU 3aKOHOIATEIbHBIX U UHBIX HOPMATHUBHBIX MTPABOBBIX aKTOB I10
paboTe ¢ oOpaleHUsIMH FPAXKIaH U MPEI0CTaBICHUIO TOCYIaPCTBEHHBIX (MYHULIUIIATbHBIX)

YCIYT.

OTBeT Ha HOCTYHI/IBI_HI/Iﬁ B apXUB OpraHu3ainuu 3a1pocC IpeaoCTaBJIACTCA B TCUCHHUC 30
JIHEH CO IHS €To perucTpanuu. C pa3peuiCHus pYKOBOACTBA OPraHU3alluU 3TOT CPOK MOKET OBITh
IMPpOAJICH HE ooiee ueM Ha 30 I[Hefl, C YBCAOMJICHUEM 00 3TOM 3asIBUTEIIS.

5.11. OTBeTHI Ha 3aIIPOCHI NIOJIB30BATENEH, B TOM YKCIIE OTBETHI HA 3aIIPOCHI TPak1aH
COLIMAJIBHO-TIPABOBOTO XapakTepa, 0(opMIIIOTCs B OpME apXUBHOM CIIpaBKH, apXUBHON
BBIMKMCKH U apXUBHOM KOIHMH, COCTaBJIEHHBIX Ha OJIaHKe OpraHu3aIiy (apXruBa OpraHu3alim),
0(OPMIICHHBIX U 3aBEPEHHBIX B YCTAHOBJICHHOM MOPSIKE.

HpI/I OTCYTCTBHUU NOKYMCHTOB, HCO6XOI[I/IMBIX JJIL UCITIOJIHCHUA 3aIlpoca
CONHUAJIBHO-TIPABOBOT'O XapaKTCpa, COCTABIIACTCA OTBET 00 ux OTCYTCTBUH C YKAa3aHHUEM IIPUYINH
Ha OJaHKe OopraHu3anuu. B CJIyqac OTpULATCIIBHOI'O OTBETA MUCbMO, COACPIKAILICC I/IH(I)OpMaI_II/IIO
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00 yTpare uiau rudeny HeoOXOAUMBIX TJOKYMEHTOB, JIOJDKHO OBITh 3aBEPEHO MeYaThio
OpraHu3aluH.

*kkkik

5.13. ApXuBHBIE BBIITMCKU M apXUBHBIE KOMTUHU 0(OPMIIIOTCS Ha OJIaHKE OpTaHU3aIiH
(apxuBa opranmusaiuu) ¢ o00o3HaueHueM Ha3BaHus Buja qokyMmeHnta: «KAPXMBHAS
BBITTMCKA», «xAPXVUBHA S KOITH S ».

B apanHoﬁ BBIITMUCKEC HAa3BAHWEC JOKYMCHTA, €TI0 HOMEP U AaTa BOCIIPOU3BOIATCA
IIOJIHOCTBIO.

Brinucka mpou3BOoAUTCS TOTBKO U3 TOKYMEHTA, B KOTOPOM COJIEPKUTCSI HECKOJIBKO
OT/IENIbHBIX, HE CBSI3aHHBIX MEXTy COOO0M BOMPOCOB. BhIMucKka J0KHA BOCIIPOU3BOIUTD TTOTHBIN
TEKCT 4acTH JOKYMEHTa, OTHOCSILEHCS K 3aIpocy.

W3BnedyenneM 13 TeKcTa JOKYMCHTA JOJI?KHBI OBITh HUCUCPIIaHbl BCE UMCIOIIHUECA JaHHBIC
I10 3a1pocy. Haugamo n KOHCI KAXXA0T0 M3BJICUCHUS, a TAKKE IMTPOITYCKHU OTACIIBHBIX CJIOB B TCKCTEC
JOKYMCHTa 0003HAYar0TCI MHOTOTOYHEM.

B apxuBHO# BBITIUCKE TOJDKHBI OBITH CICIaHBl COOTBETCTBYIOIINE MTPUMEYAHHS U
OTOBOPEHBI YACTH TEKCTa OPUTHMHAJIA, HEPA30OPUMBO HAMKMCAHHBIC, UCITPABICHHBIC aBTOPOM, HE
MOAJTAIOIIMECS POUTEHUIO BCIIEICTBUE TIOBPEXKICHUS TEKCTa U IpYruM npuurHaM. OTaenbHbIe
CJIOBA U BBIPAKECHHUS JOKYMEHTA, BBI3bIBAIOIINE COMHEHUSI B UX TOUHOCTH, a TAK)KE UCIIPABIICHHUS,
MOAYUCTKH, BBI3BIBAIOIINE COMHEHHUE B UX JOCTOBEPHOCTH, OroBapuBaroTcs nomeramu: «Tak B
JIOKyMeHTe», win «B Texcte Hepaz0opunBoy», mim «Tak B Tekcre opurunana». [locne Texcta
apXUBHOM BBIMUCKY YKa3bIBAIOTCS apXUBHBIN U(P U HOMEpa JINCTOB €AUHULIBI XPaHEHUS
apXUBHOTO JIOKYMEHTA.

Ecnu BeInmucka 3aHuMaet 0oJiee OJHOI'O JIUCTa, apXI/IBHHﬁ I_HI/I(bp U HOMCEpA JINCTOB
CAVMHUIBI XpaHCHUA apXUBHOI'0O JOKYMEHTA YKa3bIBAKOTCSA HA O60pOTC KaXXa01ro JucTa.

ApXI/IBHHe I_HI/I(l)pI)I MU HOMCECpA JIMCTOB €IUHHI XPaHCHHA JOKYMCHTA IIPOCTABJIAKOTCA HA
060p0Te KaXXIa0r1ro JucTta apXHBHOﬁ KOIINH.

ApXI/IBHaH BBIITMCKA U apXUBHAA KOS ITIOAIMUCBIBAOTCA PYKOBOAUTCIICM OpraHU3allun
HJIK UHBIM YIIOJTHOMOYCHHBIM UM NOJIKHOCTHBIM JIMIIOM M 3aBEPAIOTCA I1€YaThIO OPraHU3aluu.

Bce nuctei apXI/IBHOﬁ BBIIINCKHU U apXHBHOﬁ KOIIMHM OOJIKHBI OBITE IIPOIIUTHI,
IMPOHYMCPOBAHBI U 3aBEPCHBI AHAJIOTUYHO TOMY, KaK 3aBCPACTCI MHOIOCTPAHUYHAA apXUBHAA
CIIpaBKa.

5.14. IloaroroBiaeHHBIE ApXHUBOM OpraHU3alii OTBETHI HA 3aITPOChI (apXI/IBHBIe CIIpaBKH,
APXHUBHBIC BBIIIMCKU 1 APXUBHLIC KOHI/II/I) HAIpaBJEIKOTCA 3asABUTCIIAM I10 MOYTC UJIM BBLAAIOTCA:
3asABUTCIIIO — IIPU MPECABABICHUU JOKYMEHTA, YIOCTOBCPAIOMICTO JIMYHOCTD, €0 MPEACTABUTCIISAM
— OpH OPCABABJICHUN JOKYMCHTA, YAOCTOBCPAIOIICTO JIMYHOCTD U TOBECPCHHOCTH, O(I)OpMHCHHOf/'I
B YCTAHOBJICHHOM ITOPAIKEC. Honyanem, apXHBHOﬁ CIIpaBKH, apXI/IBHOI\/'I BBINIMCKU HUJIA apXHBHOﬁ
KOIINU PpaCUCBhIBACTCA Ha BTOPOM 3K3CMIUIAPC MOJIYH4aCMOro JOKYMCHTA, OCTAOIICMCs B ICIaX
apXuBa OpraHu3aly, ¢ YKa3aHUEM NAaHHBIX MMACIIOpTa WKW APYroro J10KyMeHTa,
YAOCTOBCPAOUICTO JIMYHOCTD MTOJIY4aTCIIA.
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5.15. ApxuBHBIE CIIPABKU, APXMBHBIC BBHIITUCKHU U APXUBHBIC KOMMH, HAPABIIIEMbIC B
rocyaapcTBa, nojnucasiine ['aarckyro koHBeHuuo 1961 r., B COOTBETCTBUH C KOTOPOU HE
TpeOyeTcss KOHCYIIbCKAs Jieranu3anus opUIraIbHbIX JOKYMEHTOB, 3aBEPSIOTCS POCTABICHUEM U
3aI0JIHEHUEM CHEUAIIBHOTO IITAMIIA - allOCTHIIS.

ATIOCTHIIb HA AQDXUBHBIX CIIPABKaX, APXMBHBIX BBIIIMCKAX U APXUBHBIX KOIHUSX,
MIOATOTOBJIEHHBIX (hesiepaibHbIMU OpraHaMH roCy1apCTBEHHOM BJIACTH (KPOME T€X, KOMY TaKOe
MIPaBO MPEAOCTABICHO HOPMAaTUBHBIMU ITPABOBBIMU aKTaMH) IPOCTABIISET (eiepaabHbIi OpraH
WCTIOJITHUTEIBHOM BJIACTH, YIIOJTHOMOUYEHHBIH B c(epe apXUBHOTO Jiea.

Ha apxuBHBIX cripaBKax, apXWBHBIX BBIITMCKAX U aPXUBHBIX KOIUAX, [OATOTOBJIEHHBIX
OpraHu3alusaMH, paclojoKEeHHbIMU Ha Tepputopun cyobekToB Poccuiickoit denepannu (kpome
T€X, KOMY TaKoe IPaBo MPEeI0CTABICHO HOPMATUBHBIMU MPABOBBIMU aKTaMH), allOCTUIIb
MIPOCTAaBIISIETCS OpraHaMu MCIIOJHUTEIbHON BiacTu cyobekToB Poccuiickoit denepannu,
YIOJIHOMOYEHHBIMH B C(pepe apXUBHOTO JIela.

[IpocraBnenre anocTuiisi Ha apXMBHBIX CHPaBKaX, ApXUBHBIX BBIIMTUCKAX U aPXUBHBIX
KOTUAX, MOArOTOBJICHHBIX apXUBAMH OpPTaHU3alldNA, OCYIIECTBIISIETCS MOCIIE UX TUCBbMEHHOTO
oOparieHus, ¢ mpeacTaBieHneM B ynoJiHoMoYeHHbIN [IpaButensctBoM Poccuiickoit deneparmm
(dhenepanbHBIN OpraH UCMOJHUTEIILHON BJIACTH WJIM OPTaH UCIIOJTHUTEIIBHON BIIACTH CyOhEKTa
Poccuiickoit deneparuu, ynoTHOMOYEHHBIN B cepe apXUBHOTO Jienna, 00pa3iioB MOAMUCEH, C
MTOATBEPKIEHUEM MOJHOMOYMI HA IIPABO MOJNUCH KOHKPETHBIX JOJDKHOCTHBIX JIMIL, & TAKKE
00pa3IoB MevaTei.

ATOCTUITb HE MPOCTABIIAETCS HA TOKYMEHTaX, MpeIHa3HAYEHHBIX JUIsl HAPaBJICHUS B
rocyziapcTaa, ¢ KotopbiMu Poccutickas @enepanus 3aKkiI04mnia I0roBOpsl O TPaBOBOM MOMOIIU U
MIPABOBBIX OTHOLIECHUSX MO IPAKJAHCKUM, CEMEUHBIM U YTOJIOBHBIM JeJlaM, a TAK)Ke B
rocynapcta - yuactHuku CHI', moanucapmme Cornamienue o mpuHIunax u gpopmax
B3aUMO/ICHCTBUS B 00JIACTH UCHIOJIB30BAHUS apXUBHOM HH(OPMALIUH, I C KOTOPHIMU UMEIOTCS
JIBYCTOPOHHUE COTJIAIICHUSI O COTPYAHUYECTBE.

B cj1ydac OTKa3a B IIPOCTABJICHHUU AIIOCTUJIA 3aABUTCIIIO B TCUCHUC TPEX pa6oq1/1x I[HCfI
HaIpaBJACTCA IMCbMCHHOC COO6H.[€HI/IG O IIPUYKUHE OTKAa3a.

JleKIMOHHBII MaTepuaJl

ApXMBHBIE CIIPaBKH, BBIIMCKH U KOIIMU BBIJAIOTCSA HA OCHOBAaHMM MUCHbMEHHOTO 3ampoca
(GU3NYECKOT0 WU FOPUANYECKOTO JIMIA, KOTOPBIN JOJDKEH COJiep KaTh HAaUMEHOBaHuUeE (U aapec
IIPU MEPECHIIIKE) OpraHn3aluy (apXuBa), KOTOPOH OHM aIpECOBaHbI; U3JI0KEHUE CYIIIECTBA
BOMpoca; GaMUIINI0, UMS U OTYECTBO OOPALIAIONIErocs; €ro ajipec, KOHTAaKTHbIE TeIePOHBI; AaTy
U JIMYHYIO OANHUCh. B 3ampoce, coneprkaiieM npock0y O NOATBEPHKAESHUH TPYIOBOTO CTa)Ka WU
pa3mepa 3apabOTHOM IUIaThl, YKa3bIBalOTCS KpaiHUe AaThl, MECTO U JOJKHOCTH pabOTHI.

Bb11aHHbIC apXUBHBIC CITPABKH, KOTIMU M BBITTMCKH U3 JOKYMEHTOB PETUCTPUPYIOTCS B
KypHaie o popme.
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lMpunoxexue 3

MpumepHan popma XypHana perucTpaLi BbIAAHHLIX CNPABOK, KON, BLINKCOK

KYPHAN
perncrpauny BblaHHbIX (NPaBok, KOﬂHﬁ, BbINWCOK
Hassanue

Raran BbipanHoroe | ﬁ‘:‘: ! Pacnucka
Ne Asvop 3anpoca, perncrpa- Copep- AOKYyMeHTa :ﬂon":“ 8 nony- Npuse-
a/n nex. N°, para, UMOMMBIA wamuue (konun, HoMep qeHnn Sanie

aapec, renedon HoMep sanpoca BLINNCKA, | o hnoro | WM AATA

3anpoca cnpaexa A OTNPaBKK

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

Obpawenus epaxcoam, 8 KOMoOPwvIX OMCYMCMEYIom Gamuiuu, aopeca u nOONUCU
00pawaowWuxcs, CHUMAarOmcs AHOHUMHBIMU U He NOONeHCAm PACCMOMPEHUIO.

B cnyuae ecnu 6 obpawenuu npedcmasiena HenoaHas ungopmayus 0 3anpamiueaemvblx C8e0eHUsIX
(Hanpumep, He YKA3aHO CMPYKMYPHOe noopazoeieHue Uil 3a KaKue 200vl mpeoyemcs
noomeepaHcoeHue 0 mpyoosom cmadice, 3apabomHou niame u 0p.), apxus 00s3aH 3anpocumy y
3as6umest OONOJHUMENbHbLE CBEOCHUS.

Cpok ucnonneHus 3anpocos8 COYUaIbHO-NPABOBO20 XAPAKMEPA CPANCOAH U OPSAHUZAYULL NO
0OKyMeHmam apxuea e 0oaxceH npesviuiams 30 Onell co Ous pecucmpayuu oopawernus. Ilpu
CLOJICHBIX 3ANPOCAX CPOK Modicem Obimb NPooieH, Ho He bonee yem Ha 30 Onell, ¢ 003ameNbHbLIM
yeeoomaeHuem 06 3Mom 3aa8uUmels.

B cayuae nocmynnenus 6 apxus nenpoguibroeo sanpoca (He no HazHaveHuro) 3anpoc
nepecwLiaemcs o NPUHAOLENCHOCMU 8 Opyeue OPeaHU3ayUL Uil apxXuesbl 8 5-OHEeGHbl CPOK C
MOMeHma 0opaujeHus, 0 vem 00800UMCsL 00 C8e0eHUsl 3ASIBUMEIIAL.
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lNpunoxenue 2

Mpumep 0dopmMAeHIA APXHBHON BBINHCKN
OTKPbITOE AKUMOHEPHOE OBLLECTBO NJ0. Cuunubivon
“MbITULUMHCKWIA XNONOK" yn. Crpoutened, a. 8, k6. 115,
ApXHBHAA BHINKCKA MocCKoBCKaA 06NACTDL,

r. obepust, 140006
30.06.05 N? 05-16/8

r. Mocksa

W3 NPUKaa ot 24.07.75 N2 62-K AnpexTopa
MBTHULMHCKOTO XNONUATOOYMAXHOrO KOMOMHATA

B uenax NOBLULEHUA TBOPUSCKON aKTMBHOCTH PAOOUNX OCHOBHBIX NPOGECcuin, BHIABNEHNA W Pac-
NPOCTPAHEHHA BLICOKONPOMIBOANTENbHBIX METOROE PABOTH HA KOMOMHATE NPOBOANNCA KOMKYPC
padouero MacTepCcTea No NPAGUALILIMLAM M TKAUaM (TaK 8 JOKYMeHTe), B COOTBETCTBMM C YTBEPKACH-
HBIMM YCNOBHAMM NO NPOBEACHNIO KOHKYPCA, NPUKA3bIBAI:

1. Npemuposats NOOGEANTENEN KOHKYPCa PABOUEro MacTepCTBa, 3aHABIWIKMX NPU30BLIE MeCTa:

4, Cumnusiny /110, - npaaunsbiumuy - 3-e MecTo.

AupexTop KomOnHaTa @, e H.A. @omunues
COFNACOBAHO € NPOGKOMOM ,t/ ?‘“—' 0.B. Xapnamoga

OcHosanme: on. 2 n/c, 4. 103, n.57

Bepwo:

lenepanbumn gupexTop oduecTea %Q‘ KA. Kpenertos

Nyz2avesa Nlo6oes NleonudosHa
345-78-56

Tecm k pasoeny Ne3

Bonpoc 1
bana: 1,00

Onuce ACJI 110 JINYHOMY COCTAaBYy BKIIFOYACT B ce0s

Bribepure ouH OTBET:

d. HAMMCHOBAHWE OpraHU3aln, HOMEP (1)0H)Ia; HOp}I,I[KOBBIﬁ HOMCEp, UHACKC JcIa (HpI/I
HaJIMYUU HOMCHKIIATYPhI ,uen); 3aroJIOBOK J€jia; JaTa aAcja, 4YucCjIo JUCTOB B ACJIC
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b. HauMeHOBaHUe OpraHU3aluK; HoMep (OH/IA; MOPSAKOBBIA HOMEP; HHEKC Jena (Ipu
HaJIMYUM HOMEHKJIATYpBI JI€]1); 3ar0JIOBOK JIeJIa; JaTa JIeNla; YUCIIO JIUCTOB B [eJie; IpUMEeUaHnue
(ecnu ecTb)

C. HAMMEHOBAaHUE OPraHU3aliy; CTPYKTYPHOTO MOApa3IelIeHNs ; HoMep (poHAa; MOPSIKOBbII
HOMeEp; UHJEKC Jena (IpU HAIMYMKU HOMEHKIIATYpPBI Jel); 3aroJ0BOK JIeNa; AaTa JIeJ1a; YUCIIO0
JIMCTOB B JIEJIE; IPUMEUYaHNE

r .
d. HaMMeHOBaHME OpraHu3anuy; HoMep (HOHIA; MOPSAAKOBBII HOMEP; HHACKC Jiena (1pu

HAJIMYMHA HOMEHKJIATYpPHI JIeJ); 3ar0JIOBOK JIeNa; JAaTa JIeja; YHCIIO JIUCTOB B JIeJie; AaTy nepeaadn
dbonma

Bonpoc 2
bamr: 1,00

Bri6epute HEBEepHOE YyTBEPKICHHUE
Bri6epute 0/1uH OTBET:
a. Onuce J1e1 no JMYHOMY COCTaBy COCTaBIISIETCS B TPEX IK3EMILIAPAX
b. Onuck e no TMYHOMY COCTaBY COCTABIISIETCS B TPEX IK3EMILIIPaxX
C. Onuce TOKYMEHTOB MOXKET ObITh COCTABJIEHA IO XPOHOJOTHYECKOMY MIIM CTPYKTYPHOMY
IPUHLUITY, KOTOpbIE OOBIYHO COYETAIOT B OJHOM ONUCH: B KAKJON XPOHOJOIMUECKON Ipymie

Acia paclpeaciIAr0TCA B COOTBETCTBHUH CO CTPYKTYPHBIM ITOAPA3ACIICHUEM

d. Onuck fen 1o JUYHOMY COCTaBY — yUETHBIN TOKYMEHT, KOTOPBIN COAEPIKHUT IIEPEUCHD
JOKYMEHTOB JIeJI 110 JJUYHOMY COCTaBY C yKa3aHHWEM HMHJEKCOB, Ha3BaHUM TOKYMEHTOB U JIp.

Bomnpoc 3
bamr: 1,00

HpI/I COCTaBJICHUU OIKUCU JA€JI IO JIMYHOMY COCTaBy IIO HOMHHAJIIBHOMY HNPUHIOUITY

3aroJIOBKH €JI B OIIUCU UAYT B CHC,HYIOH_[Cﬁ MIOCJICA0OBATCIIbHOCTH

Bribepure o 1H OTBET:

a. JIMIIEBbIe cyeTa pabouMX U CIIyXKaIllKX M0 3apaboTHOI miate (pacueTHbIE BEIOMOCTHU IO
3apIuiaTe); CIUCKU JMYHOTO COCTaBa; JMYHBIE JIeNa; HeBOCTPEOOBAHHBIE JINYHBIC MO UTMHHBIE
JOKYMEHTHI YBOJICHHBIX pAOOTHUKOB (TIPU OTCYTCTBMU OT/EJIbHOM OTHCH)

b. TPYAOBLIC TOT'OBOPLI (COFJIaIJ_ICHI/I}I); AKThI O HCCUACTHBIX ClIydass X
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C. CIIMCKHY JIMYHOI'0 COCTaBa, KapTO4YKH 110 YUCTY JIMYHOI'0 COCTaBa, JIMYHLIC [1C€j1a; TPYAOBLIC
JIOTOBOPBI (COTJIAIICHUS)

d. mprkasbl (pacoOpsDKEHHUS) 10 JIMYHOMY COCTaBY; CIIUCKH JIMYHOTO COCTaBa; JINYHBIC JICIIa;
KapTOUKH I10 YUETY JJUYHOI'O COCTaBa

Bomnpoc 4
bamn: 1,00

Kakomy HOpMaTHBHOMY JIOKYMEHTY IPHUHAUIEKUT cTaThs 24, kotopas riacut: «Coop,
XpaHEHHE, HCIOJIb30BaHNE U PACHPOCTpaHEHHEe MH(OPMAIMU O YAaCTHOW JKU3HM JinIa 0e3 ero
cormacusi He Jomyckaercs. OpraHbl TOCYJapCTBEHHOHW BJIACTH M OpPraHbl MECTHOTO
CaMOYIPaBIECHHsI, WX JOJDKHOCTHBIC JUIIA OO0s3aHBI OOECTEeYUTh KaXJIOMy BO3MOXXHOCTh
O3HAKOMJICHUS C JOKYMEHTaMH M MaTepHalaMHy, HETIOCPEACTBEHHO 3aTParuBalOIMMHK €ro MpaBa

1 CBOOO/IbI, €CJTM MHOE HE MPETyCMOTPEHO 3aKOHOMY?
Br16epute 0/1uH OTBET:

a. Tpynosoii kogekc PO

b. Koucturyuus PO

C. 3akoH P® «O nepcoHanbHbIX TaHHBIX» Ne 152-D3

d. ®enepanbhsiii 3akoH 0T 22 okTs0pst 2004 roma Nel125-D3 «O6 apXMBHOM JIejie B
Poccuiickoit ®eneparum»

Bomnpoc 5
bamr: 1,00

Haiigure numinee: 3anpoc coluaibHO-IIPABOBOTO XapaKTepa ...
Bri6epute o/1uH OTBET:

a. ATO 3aIpoC O NOATBEPKAECHUN TPYI0BOTO CTa)ka WIIM Pa3Mepax 3apaboTHOM IJIaThl,
HarpaxJeHUH, MPUCBOCHUH 3BaHUH, MOJTydeHHs: 00pa30BaHuUs U T.I1.

b. aT0 3ampoc, CBsI3aHHBIH ¢ BOCCTAHOBJICHHEM POJICTBEHHBIX CBSI3€H, HCIIOIHEHHE KOTOPOTO
SBJISICTCS IIJIATHOU YCIIYTOM apXuBa

C. 3TO 3a1pOoC KOHKPETHOI'O JIMIIA UJIM OpraHru3aluy, CBSI3aHHBIN ¢ 00eCIIeUeHUEM IpaB u
3aKOHHBIX HHTCPECOB I'pakJiaH

d. BeIIaeTcs OecriiaTHO B popMe apXHBHOM CIIPaBKU, apXMBHOM KOTIUU U ApPXHUBHOM BBIITUCKH
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Bomnpoc 6
bamr: 1,00

CpOoK UCIOIHEHUS 3alIPOCOB COLMAIBHO-IIPABOBOTO XapaKTepa rpaaaH U OpraHu3aluii o

JOKYMEHTaM apXuBa HE JOJDKEH IPEBbIIIATH nHel. [Ipu ciokHBIX 3arpocax CpPoK MOKET
OBITH NPOAJIEH, HO HE OoJyiee 4eM Ha IHEH, ¢ 00s3aTeNbHBIM YBEIOMIICHHEM 00 3TOM
3asIBUTEIIS

Br16epute 0/1uH OTBET:

a. 30 kameHgapHbBIX JHEH co JHS peructpaiuu odpamenus; 30 qHei
b. 30 gHeit co aHs perucTparu oodparieHus; 15 aHei

C. 30 kameHapHBIX JTHEH CO JHS perucTpainuu odpamenus; 15 qaei

d. 30 pabouwmx aHEl co qHS peructpaiyu obparienus; 30 qHei

Bomnpoc 7
bamr: 1,00

Nmeromuecs B JNWYHBIX JeiaxX JHUCTKH IO Yy4YeTy KaJIpoB, aHKEThl, aBToOMOrpadumu,
cOOCTBEHHOPYYHO COCTaBJICHHBIE 3asiBUTENIEM, HA KOTOPBIX OTCYTCTBYIOT OTMETKU O MpPOBEpKE
MMEIOLIUXCA B HUX CBEJICHUII HAa OCHOBAHUM IPEJCTABIIEHHBIX MOJJIUHHBIX JOKYMEHTOB HIIU

CIIpaBOK

BriGepuTe oiuH OTBET:

d. MOI'yT CIY>KMTh OCHOBAaHMEM JUIS BbIJA4YW apXHUBHBIX CIPABOK O TPYJAOBOM CTAXXE MPH
IMACBbMCHHOM Pa3pClICHUNU TUPCKTOPA apXUBa

b. MOT'YT CIIYKUTb OCHOBAHUCM JJI BhIIAYU aPXUBHBIX CIIPABOK O TPYAOBOM CTAXKE

C. MOI'yT CIY>KMTh OCHOBAHMEM JUUIS BbIJA4YX apXHUBHBIX CIIPABOK O TPYJAOBOM CTAXXE MPH
IMHCbMCHHOM Pa3pCHICHUU JUPCKTOPA OpraHu3alnu, rac pa60TaJ1 COTPYAHUK

d. me MOTYT CIIYKUTb OCHOBAHUCM JUIS BbIJAaUU ApXUBHBIX CIIPABOK O TPYAOBOM CTaKe

Bonpoc 8
bamr: 1,00
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VYKa)xute HEBEpHbIM BapuaHT: «B kauecTBe NOKYMEHTOB, IOATBEPXKAAIOIIMX TPYAOBOU
CTaX, JUIsI COCTABJICHHUS CHPABKU MPH OTCYTCTBUH MPHUKA30B MO JINYHOMY COCTaBY MOTYT OBITH

UCTIOJIH30BAHHI ...)»

Bribepure oauH OTBET:

a. MMPHUKa3bl IO OCHOBHOM JIESATEIILHOCTH
b. ankera

C. TUIIEBBIE cYeTa Mo 3apadOTHOM TIaTe

d. mrraTtHOE paciuCcaHuc opranmu3anunu

Bomnpoc 9
Bbamn: 1,00

HpI/I BbIJIAY€ IIOJJIMHHOI'O0 JOKYMCHTA H3 apxuvBa II0 JIMYHOMY COCTaBYy IIOJIY4aTCIIb
MOAJIMHHOTO JIMYHOTO AOKYMCHTA JOJIKCH paCIIMCAaThCA Ha O60pOTC KOIIMU JIMYHOT'O JOKYMCHTA,

OCTAOIIEHCs B apXUBe OpraHu3amuu. [Ipu 3TOM B paclucKe yKa3bpIBaeTCs
BriGepute ouH OTBET:

a. KOHTPOJIbHAS J1aTa BbIIaYM JJOKyMEHTA

b. crenens poacra

C. MAaCIOPTHBIC TAHHBIC 3asIBUTEIIS

d. LEJIb U CPOKHU BbLAAYU JOKYMCHTA

Bomnpoc 10
bamr: 1,00

I[ena, coJcpKamure MOOKYMCHTBI TII0 JIMYHOMY COCTaBYy BbIAAKOTCAd BO BPEMCHHOC

I0JIb30BAHME U3 XPAaHWINILL Ha CPOK, HE ITPEBBILIAFOIINN:

Bribepure o 1H OTBET:
a. 3 Mecs1a BO BpEMEHHOE 0JIb30BaHUE /ISl APYTUX OpraHu3alui
b. 3 Mecsa s UCIONIB30BaHUS TIOKYMEHTOB B UUTAIBHOM 3aJIe

c.1 MCCALCB UIA SKCIIOHUPOBAHUA JOKYMCHTOB
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d. 2 Mecsia 1 KCNOJIB30BaHUsT pAOOTHUKAMH OPraHU3aUH

Konmponvnaa paboma no oucyuniune

Apxuevl no 1uyHOMy cocmagy

OTtBeThTe Ha BEIOOP Ha 5 BOIIPOCOB U3 IPUIAraeMoro CIHCcKa.

Kaxnprit orBeT Ha 3-4 npenoxkenus — 1 ab3ar 10KeH ObITh ApryMEHTUPOBAH U JJOKA3aTeJIeH.

Nogok~wd

10.
11.
12.
13.

14.
15.

16.
17.
18.
19.
20.

21.
22.
23.
24,

25.
26.

217.
28.

Jlaiite ompeneneHne MOHATUIO «KaJpoBas JOKYMEHTALUA», «IOKYMEHTHI MO JINYHOMY
COCTaBY».

Kakoe MecTo B kaipoBO JOKYMEHTALIUN 3aHUMAIOT JOKYMEHTHI 10 JINYHOMY COCTaBy?
[lepeuncnure BUJIbI TOKYMEHTOB IO JJUYHOMY COCTaBY.

[Touemy Tak BakHO 00ECHIEUNTH COXPAHHOCTh IOKYMEHTOB IO JINYHOMY COCTaBy?
HazoBute 10KyMEHTBHI [0 TIMYHOMY COCTaBY, UMEIOLIUE TOJITOBPEMEHHBIN CPOK XPaHEHUSI.
Kakwne noxyMeHTBI 110 JMYHOMY COCTaBY UMEIOT KPATKOBPEMEHHBIN CPOK XpPAHEHUS?
HazoBute nokymeHT, yTBEpAMBIINN NPUMEPHOE MOJOXKEHUE O PalloHHOM (TOPOJCKOM)
ApxHMBE JOKYMEHTOB II0 JIMYHOMY COCTaBy. I3 CKOJIBKMX 4YacTell OH COCTOMT?
[Tepeuncnure ux.

Ilenb coznanust ApxvuBa JOKYMEHTOB MO JIMTYHOMY COCTaBY.

3a 4eil CYET copepKUTCS APXHUB JOKYMEHTOB IO JITYHOMY COCTaBy?

Moxet n ApXUB JOKYMEHTOB 10 JUYHOMY COCTaBY BBIIIOJIHATH IUIATHBIE YCIYru?
Kakne 1oKyMeHTBI BXOJAT B COCTaB ApXHBa IOKYMEHTOB IO JUYHOMY COCTaBY?
Packpoiite ocHOBHBIE 3a1a4n ¥ GYHKIIMH ApXHBa MO TUIYHOMY COCTaBY.

Nmeer nu mpaBo ApXHB 10 JIMYHOMY COCTaBY MITpadoBaTh pyKOBOIUTEICH OpraHU3aIuii
3a HECBOEBPEMEHHYIO OILIATY €ro yciayr?

Kto BO3rnaBsnsier ApXvB JOKYMEHTOB I10 JIMYHOMY COCTaBy?

[lepeunciure 3Tanbl NMPOBEACHUS SKCHEPTU3bl LIEHHOCTH JOKYMEHTOB IO JINYHOMY
cocraBy?

Kakue noxyMeHTBI COCTaBISAIOTCS PU MPOBEACHUHN SKCIIEPTU3bI LIEHHOCTH?

[Toanexxar 1M yHUYTOKEHUIO JOKYMEHTHI 110 JINUHOMY COCTaBy?

KT0 MOXeT cTaTh ICTOUHUKOM KOMILIEKTOBaHUS JOKYMEHTAMHU 10 JJUYHOMY COCTaBY?
[lepeuncnure 0cOOEHHOCTH MOATOTOBKY K IIEpeaue Ha XpaHEHHUEe U apXUBHOTO XPaHECHHUS:
MIPUKA30B IO JINYHOMY COCTaBY, JIMUHBIX JI€J, JIMLEBBIX CYETOB, TPYJOBBIX KHUXKEK,
JIMYHBIX KAPTOUEK, TPYAOBBIX JOTOBOPOB, PETUCTPALIMOHHBIX KHUT.

[Topsinox oopmIiIeHUs TUYHOTO JIena.

B uém oTinume onucu Aei 1o JIMYHOMY COCTaBY OT JIPYTrUX ApXUBHBIX ONucen?

Kakue yu€rHble JOKyMEHTBI Be1yTCsl B ApXUBE Ha Jieja 110 JIUYHOMY COCTaBy?

Kakue mepsl MOXeT NpUHATh ApPXWB Ui OOHAPY)KEHUS MPOIABIIETO JOKYMEHTa IO
JIMYHOMY COCTaBYy?

3UMOI B TIOMEUIEHUH, TJI€ XPAHATCS JOKYMEHTHI 110 JINYHOMY COCTaBy, HEOKUIaHHO Ha
HECKOJIBKO YacOB OTKJIKOYMIIM OTOIUIeHHE. Bamm neiictBus?

Ha3zoBute (hopMbl HCTIOIB30BaHUS APXUBHBIX JOKYMEHTOB 10 JITUHOMY COCTAaBY.

Kakoii 3aK0oH peryaupyeT I0CTyI K apXUBHBIM JIOKyMEHTaM I10 JINYHOMY COCTaBYy?
IIpencraBbTe, 4TO BBl OpraHU3aIMs CO CPEIHUM IOKYMEHTO000pOTOM, popadoTasmas 15
ner. CMozaenupyiTe CUTyallM0 NEpeladd B BEIOMCTBEHHBIM apXWB JOKYMEHTOB I10
Iu4HOMY cocTaBy. CoCTaBbTE ONMMCH J1€], IPOTOKOJ 3aCE€AAHNS IKCIIEPTHON KOMUCCUH U
aKT Ha YHUYTOXXEHUE JIEI.
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ITapamerpsbl paGoThl: yka3zaTh JUCUMILIMHY, KTO BeinonHuI: ®.M.0O. crynenTa, Kypc, rpymina,
otaenenue. lpudt 14, Times New Roman, MmexxcTpouHslii HHTEpBa 1,5, HyMepaius CTpaHHIL
0 BEPXHEMY IIPaBOMY Kpato, 00beM paboThl — 2-3 cTp. OOs3aTeNIbHBI CCHUIKH Ha JINTEPATYpy B
TEKCTE B [], ClICOK JuTepaTypbl 0hopmMisTh B coorBeTcTBHH ¢ I'OCTOM, TOTyCTUMBI TOJIBKO
MIPOBEPEHHBIC AIIEKTPOHHBIE PECYPCHI: O(UIMATBHBIE CANUTHI U AJI. ITyOIHKAIIHH.

Hmozoewvlit mecm no Kypcy «Apxuest no 1uunomy cocmagy»

Bomnpoc 1
bamr: 1,00

ApXHB 110 INYHOMY COCTaBY — 3TO
Bri6epute o/1uH OTBET:

a. CaMOCTOSITENBHOE YUPEXKACHUE WU CTPYKTYPHOE MOpa3IelICHUE YUPExKICHUs,
OCYIIECTBJISIOIIEE KOMIIJIEKTOBAHUE, XPAHEHUE, YUET U HCII0JIb30BAaHHE JOKYMEHTOB IO JITYHOMY
coCTaBy

b. moxpasnencHue KaapoBOi CIy>KObI MPEANPHSITHS, OTBEYAIOIIESE 32 XPAHEHHE, YUET U
MCIO0JIb30BaHNE JOKYMEHTOB I10 JITYHOMY COCTaBY, B TOM YHCJIE B QJIEKTPOHHOM BUJIE

C. yUpeXKIEHHE, XpaHsIllee KaapoBbie JOKyMEeHTbl AD PO

d. mecto XpaHCHHUA IroCy1apCTBEHHBIX TOKYMEHTOB

Bomnpoc 2
bamr: 1,00

BepHLIM MOPAAKOM PACIIOJIONKCHUA JOKYMCHTOB 110 JINYHOMY COCTABY B HOMCHKIJIATYPEC CJI

AJ1 OTACIa KaAPOB ABJISICTCA

BriGepuTe oiMH OTBET:

a. 1. HopmaTuBHO-TIpaBOBBIE aKThI, PErYIUpYIOIIME padoTy oTena kaapos. 2. llltatHoe
pacniucanue. 3. Ilonoxenue 06 oTaene Kaapos

-~
b. 6. Ilprkassl 0 mpremMe, yBOJIbHEHUH paOOTHUKOB. 7. [IpuKa3bl 0 KOMaHIUPOBaHUH. 8.

HpI/IKaSH 0 MOOMPCHUAX, MPUMCHCHUN JUCHUIITIMHAPHBIX B3BICKaHHU U

c. 10. TpynoBsie noroBopsl. 11. JIomKHOCTHBIE HHCTPYKIIMM PaOOTHUKOB OpraHuzanuu. 12.
I'padux oTmyckoB
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O d. 19. XKypnan yuera npuema, nepeBojia, yBosibHeHuUs1 padotHukoB. 20. XKypHan yuera

BOEHHOOOs3aHHBIX. 21. KypHan ydera BbIJa4l KOMAaHAUPOBOYHBIX YAOCTOBEPEHUI

Bomnpoc 3
bamn: 1,00

Kakomy HOpMaTuUBHOMY JOKYMEHTY NpUHAAJIEKAT pa3felibl, ONMHUCHIBAIOLINE KATErOpUU
JOKYMEHTOB I10 INYHOMY COCTaBY: JOKYMEHTBHI 110 OpraHu3allui, HOPMUPOBAHUIO, TapU(UKALINY,
omuiate u oxpaHe tpyna (Paszgen Ne7), mokymeHtsl o padote ¢ kaapamu (Pazmen Ne§), a Taxxke
nokyMeHThl U3 Pazgena Ne4 «Yder M OTUETHOCTBY», CBA3aHHBIE C OILIATOM TpyJna M JPYrUMHU

BBITIJIATAMU COTPYIHUKAM ?

Bri6epute 0/1uH OTBET:

a. [lepeyeHb TUMOBBIX YIPABIEHYECKHX apXUBHBIX JOKYMEHTOB, 00pa3yIOIIMXCS B IIPOLECcCe
JEATENBHOCTH I'OCYTAPCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO CaMOYIIPABIICHUS U OPraHU3alui,

C YKa3aHHWEM CpPOKOB XpaHeHus1. 3apeructpupoBad MuntoctoM Poccuu 8 centsiops 2010 r. Per.Ne
18380

b. MeTomudeckue pekoMeH AN «DKCIIEPTH3a IEHHOCTH U OTOOP B COCTaB APXHUBHOTO
dbonna Poccuiickoit denepanuu JOKYMEHTOB IO TUYHOMY COCTaBy» IpoekT 2014 T.

C. OcHoBHBIC MpaBHIIa paObOTHI apxXuBOB opranu3amnuii 2002 T.

d. UHCTpYKITUS 10 AeIONPOU3BOICTBY OPTraHH3aUuH

Bomnpoc 4
bamr: 1,00

Haﬁ,ﬂHTe oII100YHOE BEICKA3bIBAHHUE

BriGepuTe oiMH OTBET:

a. /g npyrux xareropuii nosip3oBaTesneil He00X0AUMMO MUCBMEHHOE
HOTapHaJIbHO-3aBEPEHHOE pa3pellleHne I'pakJaHuHa (€ro HacjaeIHUKa WU JOBEPEHHOTO JINLA),
KOTOPOE MOKET OBbITh 3aIIPOIICHO OpraHu3aluell, HalpaBUBIIEH MOIb30BATENS B apXUB,
M10JIb30BATEJIEM, €CIIU OH - YACTHOE JIULO, WIIK apXUBOM I10 MPOCHOE MOJIb30BaTeNsl. APXUBY
ClIeZlyeT BbI1aBaTh MOJIb30BATEINIO TOJIBKO TE JIeNa U JOKYMEHTBI, KOTOpble OyyT yKa3aHbl B
paspeleHnn

b. ITocne CMCPTHU I'pa’KIaHUHA ITPABOM Ha JOCTYII K apXUBHBIM J€JIaM U TOKYMCHTAaM,

COJACpKAIIUM CBCACHUS O JIMYHOM U CEMEMHOM TaﬁHC, €ro YaCTHOM XKM3HU O6J'Ia,Z[aIOT HaCJICIHUKHU
(,Z[OBCpCHHLIC JMna HaCJ'ICI[HI/IKOB), €CJIM 3TO HC MPOTUBOPCUUT 3aKOHOAATCIILCTBY PO
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C. Apx#B 00ecreunBaeT JOCTYII MOJIb30BATENS TOJIBKO K TEM JOKYMEHTaM WM WH(OpMaIny,
KOTOPBIE OTHOCSTCS K JIMILY B OTHOIIEHHUH KOTOPOTO, OBLJIO MOJIYYEHO pa3peuieHue o A0CTyIIe,
JlayKe €CIIH B JIeNie HaXOAATCS JOKYMEHTBI, COJiepKalie KOH(PUICHIINATbHbIE CBEICHHS O
HECKOJIBKUX JIMIaxX

¢ d. ApXuB MpeaoCcTaBisieT A0 OKOHYAHUS 75 JIET CO IHS CO3[aHusl JOKyMEHTa apXUBHBIC Jeia
U JOKYMEHTBI, COAEpIKALIUE CBEACHUS O JINYHOM U CEMEVHON TallHE I'PAKJaHUHA, €r0 YaCTHOU
’KU3HH 10 MOTHBUPOBAaHHOMY MUCHbMEHHOMY OOpAIIEHUIO COTPYTHUKAM
opranu3zanuii-pon1000pazoBarenei 1 X MPUEMHUKOB, OPraHOB TOCY/IapCTBEHHOH BIIACTH,
OpPraHOB MECTHOT'O CAMOYIIPABJICHHUS], CY/I0B, OPraHOB IIPOKYPATYPBI, OPTaHOB MPEIBAPUTEIBLHOTO

CJICACTBHA U JO3HAHU B MPECACIaX UCIIOJTHCHUS UMU CBOUX C.]'Iy}Ke6HI)IX 00s3aHHOCTEN

Bomnpoc 5
bamn: 1,00

PaH)KHpOBaHHBIﬁ CITMCOK HOPMATUBHBIX JOKYMCHTOB 110 periaMeHTauun

(YHKIIMOHUPOBAHUS ApXHUBOB IO JINYHOMY COCTaBY
Br16epute 0/1uH OTBET:

a. ®enepanbHbIil 3akoH «O0 apxuBHOM zene B Poccutickoit deneparmmy Nel25-D3 ot 22
okTsa0ps 2004 r.; Tpynosoii konekc Poccuiickoit @eneparun N 197-D3 30 nexadbps 2001 r.;
[IpaBuna opranu3anuu XpaHeHus, KOMIUIEKTOBAaHUS, y4€Ta U UCIOJIb30BaHUS JOKYMEHTOB
apXUBHOTO (POHIA poCCHIICKO (eaepaliuu U IPYruxX apXUBHBIX JOKYMEHTOB B TOCYIapCTBEHHBIX
opraHax, opraHax MECTHOTO camoyIrpaBiieHus1 U opranuzanuax» ot 07.09.2015 r.; [lepeuenpb
TUIIOBBIX YIPABJICHYECKUX apPXUBHBIX TOKYMEHTOB, 00Pa3yIOIUXCs B Mpoliecce AeITeIbHOCTH
roCy/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPABIICHUS U OpraHU3alHi, ¢ yKa3aHHEM
CPOKOB XpaHeHus. 3apeructpupoBad Munroctom Poccun 8 centsaops 2010 r. Per.Ne 18380.;
MeTtouueckre pekoMeHIalnu «IKCIepTr3a LIEHHOCTH U 0TOOp B cocTaB ApXUBHOTO GoHJIa
Poccuiickoit deaepaiiuu J0KyMEHTOB 10 JIMYHOMY COCTaBy» IpoekT 2014 r.

b. TpymoBoii koaekc Poccuiickoii deaeparun N 197-D3 30 nexadps 2001 r.; deaepanbHblii
3akoH «O0 apxuBHOM jene B Poccutickoit ®eneparun» Nel25-D3 ot 22 oktsaops 2004 r.;
[IpaBuna opraHu3anyy XpaHeHHs!, KOMIUIEKTOBAHUS, YU€Ta U UCIIOJIb30BAHUS TIOKyMEHTOB
apxuBHOTO (poHMa poccuiickoit penepany U APYrux apXUBHBIX JOKYMEHTOB B TOCY/1apCTBEHHBIX
OpraHax, OpraHax MECTHOTO caMOyIpaBiieHus u opranuzanusax» ot 07.09.2015 r.; I[lepeuens
TUIOBBIX YIPABICHUECKUX apXUBHBIX JJOKYMEHTOB, 00pa3yOLINXCs B MPOLIECCe AeSITeIbHOCTH
rOCyIapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIIPABJICHUS U OpraHU3alMi, ¢ yKa3aHHUEM
CpOKOB XpaHeHMs. 3apeructpupoBad Muntocrom Poccun 8 cents0ps 2010 r. Per.Ne 18380

c. ®enepanbHblii 3aK0oH «O06 apxuBHOM Jene B Poccuiickoit @enepanmn» Nel25-03 ot 22
okTs10pst 2004 r.; Tpynosoii kogekc Poccuiickoit @enepaunu N 197-d3 30 nexadpst 2001 r.;
IIpaBuna opranu3anuy XpaHeHUs, KOMIUIEKTOBAaHHUS, y4€Ta U UCIIOJIb30BaHUs JOKYMEHTOB
apxuBHOTO (poH/A poccuiickoi (enepau U APYrux apXUBHBIX JOKYMEHTOB B TOCY/1apCTBEHHBIX
OpraHax, opraHax MECTHOI'O caMoynpasiieHus ¥ opranuzanuax» ot 07.09.2015 r.; Meronnueckue
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pEeKOMEeHanu «IKCIEPTU3a IIEHHOCTH U 0TOOp B cocTaB ApxuBHOro (onna Poccuiickoii
denepauyy JOKyMEHTOB 10 JMUYHOMY cocTaBy» npoekT 2014 r.; MHcTpykuus no
JEJIOIPOU3BOICTBY OPraHU3aLUH

d. Tpynosoii koaekc Poccuiickoii deneparmu N 197-d3 30 nexadpst 2001 r.; DenepaibHblin
3akoH «O06 apxuBHOM zaene B Poccuiickoit @eneparum» Nel25-D3 ot 22 oxtsi6pst 2004 1.;
[IpaBuna opranu3anuu XpaHeHHsI, KOMIUIEKTOBAHUS, YU4€Ta U UCTIOIB30BAHUS TIOKyMEHTOB
apxuBHOTO (PoH/A pOCCUICKOH (perepay 1 APYruX apXUBHBIX JOKYMEHTOB B TOCY/IapPCTBEHHBIX
opraHax, OpraHax MECTHOTO camoyIpaBieHus u opranuzanusax» ot 07.09.2015 r.; [lepeuens
TUTIOBBIX YIPABICHUECKUX APXUBHBIX JJOKYMEHTOB, 00pPa3yOIINXCS B IPOIIECCE IS TETLHOCTH
rOCyJapCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO CaMOYIIPABIICHUS M OPraHU3aINi, ¢ YKa3aHUEeM
CpOKOB XpaHeHus. 3apeructpupoBad Muntoctom Poccun 8 centsaopst 2010 r. Per.Ne 18380.;
Metouueckre pekoMeHAalnN «IKCIepTr3a LIEHHOCTH U 0TOOp B cocTaB ApXUBHOTO (OHJIa
Poccuiickoit deneparuu JOKYMEHTOB 10 JJUYHOMY COCTaBY» MpoekT 2014 T.

Bomnpoc 6
Bbamn: 1,00

B kakoM pazgene W3 OPUBEACHHOTO MpPUMEpPA HMHCTPYKIMM 1O  KaJpOBOMY

JIeIONIPOU3BOICTBY yKa3aHO, 4yTo «JIMyHbIE Aena BeAyTCsl Ha BCEX paOOTHUKOB YUPEKICHUS»?

BriGepute ouH OTBET:

a. OO0IIHE MOJIOKEHUS

b. ocoberHOCTH OOPMIICHHS JOKYMEHTOB 10 OTAEIBHBIM KapOBBIM (DYHKIIHSAM
C. IOKYMEHTHI 110 y4eTY KaJpoB

d. MOPAAOK IMOATOTOBKHU U IMEPCAAYN JCII HA XpaHCHHUEC B apXUB

Bomnpoc 7
bamr: 1,00

OTBETCTBEHHOCTD 33 OPraHHU3AIMI0 Pa0OTHI 10 XPAHEHUIO KAJAPOBBIX IOKYMEHTOB HECET
Bri6epute o1uH OTBET:
a. Paboromarenn
b. 3aBeyromuii apXuBOM
C. Apxuapuyc

d. HayanpHux OTACIIa KaaApOB
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Bomnpoc 8
bamr: 1,00

VYKa)KuTe JI0)KHOE YTBEPIKICHUE

Bribepure oauH OTBET:

a. apXUBHBIC JOKYMEHTHI 110 JIMYHOMY COCTaBY, KOTOpPbIE HE OBLIM BKIIFOYECHBI B COCTAB
nokyMeHToB ApxuBHoro ponaa Poccuiickoit denepanuu, o UCTEUEHUN CPOKOB XpaHEHHUS
Mo/JIeKaT YHUUYTOXKEHUIO JTM00 XPAaHEHUIO B apXUBE OPraHU3allui B COOTBETCTBUHU C
TpeOOBaHUSAMHU KOPIOPATUBHOIO 3aKOHO/1aTENbCTBA

b. JIIs OpI‘ZlHH?;&HHfI - UICTOYHUKOB KOMILJICKTOBAHUA - 110 UICTCYCHNUU CPOKOB XPAHCHUSA
0053aTeNbHO MPOBEIEHNE COBMECTHO C YITOJTHOMOUYEHHBIM OPraHOM IOCyIapCTBEHHON BIACTH
cyowekta Poccuiickoit denepariuu B 00J1aCTH apXUBHOTO Jiefia, ['0capXuBOM SKCIIEPTH3BI
HEHHOCTH psiAJia JOKYMEHTOB I10 JINYHOMY COCTaBy Ha MPEAMET BKIIFOYCHHA B COCTAB ApXI/IBHOI‘O
¢donna Poccuiickoii @enepannu

C. JUI OpraHu3aIiii, KOTOPhIC HE SBISIOTCS HCTOYHHUKAMU KOMIUIEKTOBAHUS, TI0O HCTCUECHUHN
BPEMEHHBIX CPOKOB XPaHEHUS apXUBHBIE TOKYMEHTHI TT0 TUYHOMY COCTaBY IMOJIEKAT IKCIIEPTU3E
Y MOTYT OBITh YHUYTOKEHBI TUO0 XPaHUTCS B apXUBE OpraHU3aI|H

d. XpaHCHHUEC JOKYMCHTOB I10 JTUYHOMY COCTaBy, HC NOAJICKAINNUX YHUUYTOXKCHUIO IOJIKHO
OCYIICCTBJIATHCA TOJIBKO B 6yMa)KHOM, a HC B 3JICKTPOHHOM BHUIC

Bomnpoc 9
bamr: 1,00

Ilo KaKOMY HPHUHOUITY CUCTEMATHU3UPYIOTCA JOKYMECHTEI B J€JIaX, COACPKaIIUX IIPHUKA3bI,

pacrnopsKeHHsI 110 JINYHOMY COCTaBy?

Bri6epute 0/1uH OTBET:
a. andaBUTHBIN MPUHIIUIL IO (PaMUIIUU COTPYAHUKA, O KOTOPOM COJIEPKUTCSA H(POpMaIus

b. XpoHOIOrHYEeCKUii TPHHIIKIT: B HAYale AeNa JOJDKHBI PACcIoNaraThCs MPUKa3bl
(pacniopspkeHus ) 3a AekaOdpb, IOTOM 3a HOSIOpb U T.JI.

C. HOMEPHOMY IIPUHIMITY: OT IIEPBOT0 A0 IOCICTHETO

i o
d. XPOHOJOTUYCCKUU NPUHIUIL: B HAYAJIC ACJIa JOJDKHBI PACTIONIAraThbCsa IMTPUKA3bI

(pacniopspkeHHs) 3a SSHBaph, IOTOM 3a (peBpasib U T.J.

Bonpoc 10
bamr: 1,00
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[MonmmBka chopMUPOBAHHBIX A€ MPOU3BOJUTCS
Bribepure oauH OTBET:
a. 10 epeaayy uxX U3 OTJIea KaJApoB B apXUB Ha JOJITOBPEMEHHOE XpaHEHHE
b. mocne 3aBepiIeHUs IKCIEPTU3bI ICHHOCTH JOKYMEHTOB
C. IOCJIC YBOJIbHCHHUS COTPYAHHUKA

d. A0 MPOBEACHHA SKCIICPTU3BLI HEHHOCTHU JOKYMCHTOB 110 JIMYHOMY COCTaBYy

Bomnpoc 11
bamr: 1,00

Nndopmanust nauuHoro nena, rae uu@paMyd M MPOMUCHIO YKa3bIBa€TCS KOJIMYECTBO
MIPOHYMEPOBAHHBIX JIMCTOB B JIEJI€, HAJTUYME MPOMYIIEHHBIX U JIUTEPHBIX HOMEPOB, KOJIMYECTBO

JIUCTOB BHYTPEHHEH OMKCH Jefia ToMeIlaeTcs

BriGepute ouH OTBET:

a. Ha 000POTHOI CTOPOHE TOCIIEAHETO JOKYMEHTa

b. BO BHYTpEHHIOIO OTIHCH Jeja

C. Ha MOCJICIHUHN JTUCT OOJOXKKH JIeIa C BHYTPEHHEH CTOPOHBI

d.B JIMCT-3aBCPUTEIIb ACTIa

Bomnpoc 12
bamr: 1,00

B NMPUBCACHHOM IIPUMEPE MOJIOKCHUA O MYHUITUIIAJIBHOM apXUBC NOKYMCHTOB I10 JIMYHOMY

COCTaBy YKa3aHO

Bribepure o 1H OTBET:

d. YTO apXMB BBIINIOJIHACT BCEC ONI€palluH HA 6€3BO3M63,Z[HOI71 OCHOBC

s
b. APXHWB BBIAACT I10 3ajBJICHUAM I'paKJIaH TOJILKO apXUBHBIC CIIPABKU, ITOATBCPIKAAOIINC

TPYOBOM CTax, pa3mep 3apabOTHOM IUIaThl U IpyTHUe BOIPOCHI, HEOOXOUMBIE TSl O(POPMIICHHS
MIEHCUH rpakJlaHaM M pELICHUs JPYTUX COLUAIbHO-IIPABOBBIX BOIIPOCOB
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C. YUPEKJICHUE HE UMEET IIpaBa OKA3bIBaTh YUPEIKIACHUAM, OPraHU3aLuaM, IPEAIPUATUAM
METOUYECKYIO, U IIPAKTUYECKYIO TIOMOILB B IIPOBEACHUM SKCIEPTU3BI U YIOPSIIOYECHUN
JOKYMEHTOB

d. 4TO yupexaeHHe NPUHIUMACT Ha OCHOBE 3aKJIFOYCHHBIX JOTOBOPOB M B COOTBETCTBHH C
rpaduKamMu OT YUpEeKJACHUN, OPraHU3ANA U IPEIPUATHIH-UCTOYHUKOB KOMIUICKTOBAHHUS
ApXuBa IOKyMEHTBI 10 TUYHOMY COCTaBY, 00paOOTaHHBIE U YUTEHHBIE COTJIACHO YCTAHOBJIEHHBIM
MpaBuiiaM, a TaK K€ JOKYMEHTHI OT JINKBUAUPOBAHHBIX OPraHU3alui, HE UMEIOLINX
MPaBONPEEMHUKOB

Bonpoc 13
bamn: 1,00

Benenne nuuHbIX Aen 00s3aTeNnbHO KaApoBOM ciy’k00M M XpaHEHHME B OpraHu3aluu

00s13aTeIBpHO

Bri6epute 0/1uH OTBET:

a. Ha rOCy/IapCTBEHHOMU T'pa)/1aHCKOH CITy»K0e
b. m1 OO0 u OAO

C. 11 00pa3oBaTEeNbHBIX yUpekaeHui PD

d. ams Bcex rpaxkaan Ha TeppuTopun PD

Bomnpoc 14
bamr: 1,00

VYkaxuTe JI0)KHOE YTBEPKICHUE
Bri6epute o/1uH OTBET:
a. JInyHble KapTOUYKH paOOTHUKOB Takke (GOPMUPYIOTCS B Aela 1o andaBuTy GpamMiiii

b. HpI/IKaBLI, PaCopsA’KCHUA, YKa3aHUs 110 JIMYHOMY COCTABYy I'pYyHIIUPYIOTCA B
CaMOCTOATCIIbHBIC apXUBHBIC JI€JIa CO CBOEM HYMepaHHeﬁ

C. JluneBble cyera no 3apabOTHOM IUIaTe COTPYAHUKOB (DOPMUPYIOTCS B CAMOCTOSATENbHBIE
Jie7ia U pacIolaratoTcsl B HUX 1o andaButy pamunuit

d. B cootBercTBHH ¢ [IpaBuiamu pabOThl apXHBOB OpraHU3aIMi PACTIOPSIUTEIbHBIE

AOKYMCHTBI I'PYHIIUPYROTCS B ACJIA 110 BUAaM, JOITYCKACTCA (I)OpMI/IpOBaTB B OIHO ACJIO ITPUKA3bl U
pacropsi’zKEeHus € eIMHOM HYMCpaHHCﬁ
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Bomnpoc 15
bamr: 1,00

O06nosKa aena o JIMYHOMY COCTaBY COJAEPXKUT CIIEIYIOIINE PEKBU3UTHI:
Bribepure oauH OTBET:

d. HAMMCHOBAHNEC OpraHU3any, MOJYNHCHHOCTh, HAMMCHOBAHHUE CTPYKTYPHOT O
moApasaACIICHUA; HHACKC JCiIa, apXI/IBHBIf/'I HII/I(bp Jcja, 3aroJIOBOK J¢ja, KpaleI/IC JaThl acia,
KOJIMYCCTBO JIMCTOB J€JIa; CPOK XpaHCHUA ACTIa

b. HanMeHOBaHKE OpraHU3aIliH, MO TYHMHEHHOCTh, HANMCHOBAHUE CTPYKTYPHOTO
MOApa3/IeNIEHNs; MHICKC JIeja; 3ar0JI0BOK JIeJ1a; KOJIMYECTBO JIUCTOB JIela; KpailHue JaThl
JieNia; CPOK XpaHEHUs Jiesa; apXUBHBIN muUdp aena

C. HAUMEHOBAHHE opraHu3anuu, NIOJYNHEHHOCTb, HAUMCHOBAHUEC CTPYKTYPHOTI'O
Mo pa3AesIeHNsI; MHICKC Jiefia; apXuBHBIA mudp aena (Homep GoHIa-HHIEKC, ONUCH JIeNa);
3aroJIOBOK Jiejia; KpaifHue JaThl Jefia; KOJMYECTBO JIMCTOB JeJia; CPOK XpaHESHHUs Jeria

d. HanMeHOBaHME OpPraHU3alMK; HHACKC Jeja; apXUBHBIN mUudp Jeia; 3aroJloBOK Jea;
KOJIMYECTBO JINCTOB JIENIa; CPOK XpaHCHHUsI JieJia; KpallHUEe JIaThl J1ejia

Bonpoc 16
bamr: 1,00

Kakomy HOpMAaTHBHOMY NOKYMEHTY HPHHAJUICKUT cTaThsi 24, kotopas riacut: «Coop,
XpaHEHHEe, WCIOJIb30BaHUE M PAclpoCTpaHeHHe MH(POPMALMK O YAaCTHOW >KM3HM JHIa 0e3 ero
corjacusi He Jomyckaercsi. OpraHbl TOCYZapCTBEHHON BJIacTM U OpraHbl MECTHOTO
caMOyMpaBlieHUs, UX JOJDKHOCTHBIE JHIA O0s3aHbl O0ECHeYUTh KaxJAOMy BO3MOKHOCTH
03HAKOMJICHHUS C IOKyMEHTaMHU U MaTepHallaMy, HEMOCPEACTBEHHO 3aTParuBaoIMMU €ro mpaBa

1 cBOOO/IbI, €CTTH MHOE HE MPEAYCMOTPEHO 3aKOHOM»?
BriGepuTe o1MH OTBET:
a. 3akoH P® «O nepcoHanbHbIX HaHHBIX» Ne 152-D3

b. ®enepanbHbiii 3akoH oT 22 okTA0pst 2004 roma Ne125-D3 «O06 apXUBHOM Jielne B
Poccuiickoit denepanum»

. Tpynosoii koaekc PO

d. Koncrurymus PO
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Bonpoc 17
bamr: 1,00

Hmeromuecs B JMYHBIX JleNIaX JUCTKH IO Y4YeTy KaJpoB, aHKEThl, aBTOOMOrpaduw,
COOCTBEHHOPYYHO COCTaBJICHHBIC 3asBHTEJIEM, HA KOTOPBIX OTCYTCTBYIOT OTMETKH O IPOBEPKE
UMEIOLUXCA B HUX CBEJCHUI Ha OCHOBAHUM IPEJCTABIICHHBIX MOJJIUHHBIX JOKYMEHTOB WM

CIIPaBOK
Br16epute 0/1uH OTBET:
a. MOT'YT CIIY’KUTh OCHOBAHHEM IS BbIIaYl apXUBHBIX CIIPABOK O TPY/OBOM CTaKe

b. MOTYT CIY)XUTh OCHOBAHUEM JIS BHIIAYH APXUBHBIX CIIPABOK O TPYJAOBOM CTaXe IPH
MMACBMEHHOM Pa3pelIeHNN TUPEKTOPA apXHUBa

C. HE MOTYT CIIYKUTH OCHOBAHUEM JJIS BBIAAYXW apXHUBHBIX CITPABOK O TPYJAOBOM CTaXXe

d. MOTYT CITY)XKUTh OCHOBAHHUEM IS BBIJIAYH ApPXUBHBIX CIIPABOK O TPYJAOBOM CTaXe MPH
MMCbMEHHOM pa3pelleHn AUPEKTOpa OpraHu3ali, Iie padboTai COTPYAHUK

Bomnpoc 18
bamr: 1,00

Jlena, copaepxkamiue JOKYMEHThl IO JIMYHOMY COCTaBy BBIJIAIOTCA BO BPEMEHHOE

MOJIb30BaHKUE U3 XPAHWIIHIIL HA CPOK, HE TPEBBIIIAIONTHN:

BriGepuTe o1MH OTBET:

a. 7 MecsIeB I SKCTIOHUPOBAHUS IOKYMEHTOB

b. 2 Mecsma s ucmonp30BaHus pabOTHUKAMU OPraHU3aluy

C. 3 Mecs11a BO BpEMEHHOE TM0JIb30BaHUE ISl APYTUX OpraHu3alui

d. 1 MECAL MJIA UCITOJIb30BAHUA NOKYMCHTOB B UUTAJIbHOM 34JI€

Bonpoc 19
bamr: 1,00

Vkaxure HeBEepHBIM BapuaHT: «B KauecTBE NOKYMEHTOB, NOATBEPKAAIOMIMUX TPYAOBOW CTaX, I

COCTABJICHUS CIIPABKU MOT'YT OBITh UCIIOJIB30BAHEI .. .»
Bri0epute oauH OTBET:

a. JIMCTOK IIO YY€TYy KaJpOB, COCTaBJICHHBIN 3asBHTEICM
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b. mpukassl 0 THYHOMY COCTAaBY
C. JIMIEBBIC CYETA MO 3apabOTHOI IIaTe

d. mpuKa3sl 10 OCHOBHOM JIESITENBHOCTH

Bonpoc 20
bann: 1,00

HpePIMyHleCTBa, MOJTY4a€MbIC OT BHECAPCHUS 3JICKTPOHHOI'O apXrBa M0 JUYHOMY COCTaBY:
Bribepute oquH OTBET:

a. ApXHB He 3alIUIIEH OT IIOKapOB U MPOYKX (HOPC-MAKOPOB; HE 00ECIIEUNBACTCS KX COXPAHHOCTH OT
MOTEpH, TTOPYH, YMBIIIJIEHHOTO PEIaKTUPOBAHUS U T.1I.

e
b. Pabora ¢ APXUBHBIM JOKYMEHTOM BO3MOXXHA OJJHOBPEMEHHO JIMIIb JJId OJHOr0O Y€JIOBEKaA, 4YTO

co3JaeT Hey1o0CTBO NP paboTe ¢ AKTUBHO MCIIOIb3yEMBIMHU JIOKYMEHTAMH

C. Bpems oTBeTOB Ha 3anpoChl K JAHHBIM apXHBa COCTABJISIET OT OJHOrO JI0 HECKOJIbKHUX JTHEH.
PaboTHmkam apxuBa TOBOJBHO CIOKHO 00pabaThIBaTh BPYUHYIO OOJIBIIOE KOIHMIECTBO 3aIIPOCOB, MHOTHE
13 KOTOPBIX JIOBOJBHO CIIOXKHBI U TPEOYIOT JUISI TOTYYEHHUS OTBETA HCIIOIB30BaHHE OOJBIIIOr0 KOJMMYECTBA
nen

d. ITpocToii 1 GEICTPHIi TOCTYI K JOKYMEHTY JFO00r0 COTPYIHHKA apXHBa B TF000€ BPEMSI; pOCT
CKOpOCTH 00pabOTKH 3aIPOCOB K apXUBY; KOHTPOJIh CPOKA XPAaHEHHS B 3aBHCHMOCTH OT THIA JOKYMEHTA H
T.J.

7 OueHoYHbIE CPeCTBA JJIA IPOBeIeHUs IPOMEKYTOUYHOM aTTeCTAIMU
a) [lianupyemble pe3y/bTaThl 00yUeHHUsI H OLIEHOYHbIE CPeCTBA IJIsl POBeIeH s
MPOMEKYTOYHOH aTTeCTANNHU:

Kox Nuaukarop

JIOCTH KCHUS O11eHOYHBIE Cpe/ICTBA
WHJIUKATOpa

KOMIIETEHIINHU

I1K-3: Cnocoben OpraHnu30BaThb U aIMUHUCTPHUPOBATH ACATCIBHOCTD 110 OpraHu3aluu Tpyaa U
OIIJIAaThI IIEPCOHAJIA

OOecieunBaeT Hepeqeﬂb TCOPETUIECCKUX BOIMPOCOB K IK3aAMEHY:
JAOKYMCHTAIIMOHH
oe u 1. KampoBass mokymeHTamust u e€ pa3sHOBHAHOCTH. 3HauCHHE
JOKyMEHTOB MO JIMYHOMY COCTaBy B CHCTEME KaJpoBOH
OpraHHu3allMOHHO JIOKYMEHTAIIHH.
[IK-3.1 € 2. JIOKyMeHTBI 1O JIMYHOMY COCTaBy JOJITOBPEMEHHOTO U
COIIPOBOKIACHUC KPAaTKOBPEMEHHOI'O CPOKOB XPAHCHUS.
CHUCTEMBI 3. [IpaBoBBIE OCHOBBI OpraHM3anMK pPadOTBl ApXHWBa IO JIMYHOMY
OpraHu3aiuu u cocTaBy. .
4. Hcropust hopMupoBaHus KaJpoBOH JOKYMEHTAIMN W OpraHU3aIys

OILIaThl Tpyna
nepcoHasna

e¢ xpanenus B Poccun.
Coneprkanne npumMepHoro IlomoxeHust 0 paioHHOM (TOPOJICKOM)

42




ApXxuBe TOKYMEHTOB 110 JINYHOMY COCTaBY.
6. 3agaun v pyHKIME ApXHBa JOKYMEHTOB I10 JINYHOMY COCTaBY.

[IpumepHbIe TpaKTHYECKUE 3aJaHus IS 9K3aMeHa:

1. Yxaxwure Homep cratbu PenepansHoro 3akona «O0 apXUBHOM JieTie B
Poccwuiickoii de- nepamum» ot 22 okTa0ps 2004r. Ne 125, B KoTopoit
TIePEYHCIIEHBl YUPEXKICHHsI, apXUBHBIE JOKY- MEHTBI KOTOPBIX OTHECEHBI K
MYHHULUTIAJIHHONW COOCTBEHHOCTH.

Ortser:

2. Kem ocymiecTBisieTcs: pellieHue Hay9HO-METOIMYECKHAX U MPAKTUUECKUX
BOIIPOCOB, CBSI- 3aHHBIX C IKCIIEPTU30H IEHHOCTH JTOKYMEHTOB U
BKJIFOUEHHEM UX B cocTaB ApxuBHoro ¢onna [lenzeHckoit odmactn?

OrtBer:

3. Moryr 11 ObITh IPUBATU3UPOBAHBI APXUBHBIE JIOKYMEHTBI, HAXOJISIIUECS B
rOCy/IapCT- BEHHOW MM MyHHIIMITaIbHOW COOCTBEHHOCTH?

OrtBer:

4. HazoBuTe OpraHbl, KOTOPHIE OCYIIECTBIISIOT FOCY/IaPCTBEHHOE yIpaBJICHHE
ap- XUBHBIM JiesioM. OTBeT:

B Poccuiickoii denepanuu - B [leH3eHckoit odnactu —

B MYHHUIMIIAIEHBIX 00pa30BaHUsIX —

5. KakoBsI oitHOMOYHsT 3aKOHOAATENBHOT0 codpanus [IeH3eHckoit obmacTu
B cepe ap- xuBHOro nena? Oreer:

2.
3. 6. B ubu monHOMOUMS
BXOJUT NpenicTaBieHue [1eH3eHcKoit 001acTy B OTHOLICHUSIX C (efie-
paJIbHBIMU OpraHaMH TOCYIapPCTBEHHOW BIIACTH, OCYILIECTBICHHE MEp MO
peanuzanuu Ha Teppuropun [leH3eHckoii 006aacTH rocy1apCTBEHHOM
HOJIMTHKH B cepe apXUBHOTO aena?

Ortsert:

7. Jokymentsl ApxuBHoro ¢onna PO, Haxojsiiuecs B rocy1apCTBEHHOM
COOCTBEHHOCTH, ITOCTOSIHHO XpaHsTcs B 23 OTBeT:

1.

2.

3.

4,

8 . Kyna nmepenatotcst JOKyMEHTbI, OTHECEHHBIE K COCTaBY apXHBHOTO (OHIA
[Ten3zenckoii obmacTu, Ipy NPUBATH3ALUHN TOCYJAPCTBEHHBIX OPTaHU3AIIHA
Ienzenckoit odnactu?

OrtserT:

9. Ykaxure Homep cratbu DenepanbHoro 3akoHa «O0 apxHBHOM Jielie B
Poccutickoit ®e-nepanum» ot 22 oktsa0ps 2004r. Ne 125, kotopas 3ampenraer
YHUUTOXKEHHE JOKYMeHTOB ApxuBHOro ¢honna PO.

OrtserT:

10. ITepeunciaure OCHOBHBIE KIacCH(UKAIIMOHHBIE SAMHALIEI APXUBHOTO
tdorma Poccun OtBert:

1

2.

3.

11. Moryrt i rocynapcTBEHHBIE OpTaHbl, OPTaHbl MECTHOTO
CaMOYTIPABIICHUS, TOCY/IaPCTBEHHbBIE U MYHUIMITAIBHBIE OPTaHU3ALNH
nepenaBaTh 00pa30BaBIIMECS, B POIIECCE UX AEATEIBHO- CTH JOKYMEHTHI
ApxusHoro ¢ponna PO B Mmyzen, 6nOInoTekH, opranu3anuu Poccuiickoit
aKa/JIeMUY HayK ¥ HETOCyJapCTBEHHBIE OPTaHN3aIAN?

OrtserT:

12. Vxaxwute HOMep cTatbu DenepanbHoro 3akoHa «O0 apxXUBHOM Jiene B
Poccwuiickoii dene- panmm» ot 22 okTa0ps 2004r. Ne 125, kotopas
YCTaHaBJIMBAET CPOKM BPEMEHHOTO XpaHEHHs TOKYMEHTOB APXHBHOTO
¢onna PP 1o nx mepexayn Ha MOCTOSHHOE XpaHEHHE.

OtBer:

13. Komy nepenatoTcst JOKYMEHTHI 110 JINYHOMY COCTaBy IPH PEOpraHU3aInN
opraHa rocy- JapCTBEHHOH BIAcTH, MHBIX TOCYAapPCTBEHHBIX OPTraHOB
[en3enckoit odmactu?
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Ortser:

14. Komy nepenarorcst JTOKYMEHTSI 110 IMYHOMY COCTaBY IIPH JTUKBUIAIUIH
opraHa rocyzap- CTBEHHOU BJIACTH, HHBIX TOCYJapPCTBEHHBIX OPraHOB
[Nenzenckoii odmactu?

Ortsert:

15. Kakune BubI OTBETCTBEHHOCTH ycTaHaBnuBaeT Denepanbubiii 3akoH «O0
apxuBHOM Jene B Poccuiickoit @enepaumm» ot 22 oktsi0ps 2004r. Ne 125 3a
HapYIICHUE 3aKOHOIATENILCTBA 00 apXUBHOM Jene B PO

1.

2.

3.

[1K-4: CriocoGeH pyKOBOJIUTh MPOLIECCOM CKAaHUPOBAHUS, BBOJIa M1 0OpaOOTKH JTaHHBIX B CUCTEME

OJICKTPOHHOI'O apXKWBa

VYnpasnser

NS TeTbHOCTHIO
110 KOHTPOJIIO
(hyHKIIMOHHpOBA
HUS, BBOJIA U
00paboTku
JIAHHBIX B
cucreMe
AJIEKTPOHHOTO
apXxuBa

T1IK-4.1:

HepequL TCOPETHYECCKUX BOIIPOCOB K IK3aMCECHY:

1. CO/I, >neKTpOHHBIN apX¥B: OMPEIeIICHUE, TPUMEPHI, KIIaCCU(pUKAIHS.
2. OCHOBHBIE MOHATHS ¥ PaBUJIa opranusanuy MHPOPMAIIMOHHBIX
IMPOAYKTOB U YCJIYT, BKCHepTHOP'I OIICHKMU: onpe/ieieHrne, NpUMEpHI,
KJIacCU(pHUKAIIHSL.

3. OCHOBHEIE METOAbI HCCJ’[C}IOBaHHﬁ, HCIIOJIb3YEMBIX B 4aCTH apXHUBOB 110
JIMYHOMY COCTaBy.

4.0Onpeznenenue nporecca DKCIIEPTHAS OIICHKA.

5.CoBpeMeHHOE COCTOSIHUE B CUCTEME APXHBHOTO XPAHEHHS JOKYMEHTOB IO
JIMYHOMY COCTaBYy.

6.HOp$[}IOK MPOBEACHUS IKCIIEPTU3BI HEHHOCTU TOKYMEHTOB I10 JINYHOMY
COCTaBY Ha Pa3HBIX 3Tanax JeJI0Npon3BOACTBA.

7.KoMIuIeKTOBaHHE apPXUBOB M0 JTUYHOMY COCTaBY. MlcTOuHMKH
KOMIIJIEKTOBAHUS apXUBOB I10 INYHOMY COCTABY.

8.TloaroToBKa IOKyMEHTOB M0 JIMYHOMY COCTABY K aDXUBHOMY XPAHEHHIO.
dopmMupoBaHue Ael 0 JUYHOMY COCTaBY JUIS IIepeady B BEAOMCTBEHHBIH
apXuB.

9.0praHu3anyst HOArOTOBKH K apXUBHOMY XpaHEHHUIO U apXUBHOE XpaHEHHE
Pa3HBIX BUIOB JOKYMEHTOB 0 JMYHOMY COCTaBY (IIPUKA3bI IO THYHOMY
COCTaBY, JINYHbIE KAPTOUKH, JIMLIEBbIE CYETA, PETHCTPALIIOHHBIE KHHUTH).
10.ITopsimok opMUpOBaHUS TMYHOTO JAENA.

11.TpeGoBaHus K OpraHU3ALNH XPAHEHHUS TPYIOBBIX KHIKEK.

12 .Vicnonb3oBanne aBTOMATH3MPOBAHHBIX TEXHOIOTHIl yd€eTa apXMBHBIX
JOKYMEHTOB IO JTHYHOMY COCTaBY.

13.YerpoiicTBo 1 060pyI0BaHNE APXUBOB MO IMYHOMY COCTABY B
OpraHM3aLMAX U apXHBaX.

14.®axTops! paspylieHus 10KyMEHTOB 110 IMYHOMY cocTaBy. KoHTponb
HaIM4HSA ¥ PU3UYECKOTO COCTOSHHS JOKYMEHTOB I10 JINYHOMY COCTaBY.
15.0co6ennocTn ydera 1 cOXpaHHOCTH JOKYMEHTOB IO JIHYHOMY COCTaBY M
TIOPS/IOK UX IIepellady Ha XpaHEeHHe B CIIydae JIMKBHIALNN IOPHIHIECKOTO
JHIa.

16.0Opranusaims 3auThl apXMBHBIX JOKYMEHTOB MO JIMYHOMY COCTABY OT
HECaHKIHOHUPOBAHHOTO IOCTYIA.

17. Kaxne MH(OpMaIIMOHHBIE POIYKTHI U yCiIyru Bel 3Haere,
IMPUBCAUTE NPUMCEPBI UCITIOJIb30BAHUA UX B ApXUBAX I10 IUNYHOMY
COCTaBy

18. Kopo6ounas C3/1 LanDocs — nonnonenHas. Cucrema
DnexTpoHHOTO JJoKyMeHT0000pOTa ISl KAKUX KOMITAHUN OHA
IOAXOJUT B UCIIOJIB30BaHUU

1. Coenamv ananus oannozo 00Kymenma

2. IIpoananusupyiime npasuibHOCmb 0QhopmieHs
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BHYTPEHHAN OITHCDH
MOKYMEHTOR L. Xp. N _ 05-15/110

Ne S— Alara JAroT0BOK JOKYMENTS
AOKyMONTA AOKyMeNTa
1 2 3 4
! Hononviesiue X AUSHOMY AUCMKY NO ysemy
xadpoe
2 19.03.2012 | Jluwnisdl AUCmoK no ywemy kadpoe
3 19.03.2012 | Aemobuozpapus
4 | ON827527 | 26.06.2001 | Konus dunnoma
5 10/12-mad 19.03.2012 | Tpydosou doeosop
6 45-x 19.03.2012 | Konus npuxasa o npueste xa pabomy
Htoro
(anjpan 3 spoancie

KOMHUeCTBO THCTOB BHYTPEHHEA ONHCH

(amgpasen » npas

MacnexTop Wupoxoea

(mcooma)

19.03.2012

IlepeyeHb TeopeTHYECKHX BONMPOCOB K IK3aMeHY:

1. KoMIUIeKTOBaHHE apXMBOB 110 JIMYHOMY COCTaBy. MCTOYHMKH
KOMILIEKTOBAHHS apXUBOB 110 JINYHOMY COCTaBY.
2. TlomroroBka NOKYMEHTOB IO JHMYHOMY COCTaBY K apXUBHOMY
xpanenno. opMHUPOBAaHHUE I 10 TMYHOMY COCTABY IS MEPENadn
PazpabareiBaer P pVHP A Y Y AL TIepen
B BEJIOMCTBEHHbIN apXUB.
JIOKaIbHBIC 3. OpraHusanus HOATOTOBKH K apXMBHOMY XPAaHEHHIO M apXHBHOE
HOPMATHBHBIE XpaHEHHe pPa3HBIX BHUIOB JOKYMEHTOB II0 JIHYHOMY COCTaBY
AKTHI IO (IpHUKa3bl 110 JMYHOMY COCTABY, JINYHBIE KAPTOUKH, JIULIEBBIE CUETA,
BOIIPOCAM . %CFI/ICTpaL(III)/IOHHBIe KHHUTH).
. Topsmox GOopMUPOBAHUS JTHYHOTO AEIA.
[1IK-4.2 OpraHu3aIuu A PMHP A
5. TpeboBaHus K OpraHU3allii XPAHEHHUS TPYIOBBIX KHUKEK.
mnponecca 6. Ilopsamok mepenauu mel MO JUYHOMY COCTaBY B BEIOMCTBEHHBIM
CKaHUPOBAHUS B apXWuB.
CHCTEME 7. TpeboBaHus K COCTaBICHHIO OIKCH N [0 THYHOMY COCTaBY.
IEKTPOHHOTO 8. TIOpsAmOK YHHUYTOKEHWS aApPXWBHBIX KaJpOBBIX JIOKYMEHTOB C
HCTEKIIMM CPOKOM XPaHEHHS.
apxuBa
9. Opranusanys y4eTa JOKYMEHTOB IO JIMYHOMY coctaBy. CucreMa
YYETHBIX JIOKYMEHTOB, MX ILieleBoe HazHadeHue. OCOOEHHOCTH
y4eTa JIOKyMEHTOB T10 JINYHOMY COCTABY B apXUBAaX OpPraHM3alui 1
rOCY/IapCTBEHHBIX apXHMBaXx.
OcymiecTBisier 1. Pemruts mpobnemuyto 3anauy: [lepBas HOMEHKIATypa el
CTpaTErnyecKoe obw1a cocrasiieHa B 3A0 «3Be3ma» 10 mer Hasan. Torma xe
[1K-4.3 IUIAHUPOBAHUE U | CEKPETApEM TEHEPAIBHOIO JUPEKTOpa IO TUIIOBOMY
IIOCTPOEHUE MePEeUHI0 OBLIM OTpPEAeTIeHbl CPOKU XPAaHEHHS TOKYMEHTOB.
IPOLIECCOB CpoKkH XpaHEHHs] HEKOTOPBIX JOKYMEHTOB, KOTOpPHIE HE
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CKaHUPOBAHHS,
BBOJIA U
00paboTku
JaHHBbIX B
cucTeMe
AIIEKTPOHHOTO
apxuBa

COJICpXKAITUCh B TepeyHe, ObLIIM YCTAaHOBJICHBI «HA TTA30K» U
9acTO HE COOTBETCTBOBAIM  pEAIbHOMY  3HAUYEHHIO
JOKYMEHTOB. B mocinenyromue rogasl HOMEHKIATypa MPOCTO
HepenyChIBANIACh, CPOKH XPAHEHUS HE YTOUHSIIHCE.
W3Menunace 1M K HAcTOSIIEMY BpPEMEHH HOPMATHBHO-
METOINYECKasi OCHOBA, TO3BOJIIONIAS C JOCTATOYHON CTEHEHBIO
O00BEKTHBHOCTH YCTAHABJIMBATH CPOKU XPAHEHHUS JOKYMEHTOB B
aKIMOHEpHBIX oOmecTBax? Kakwe HOpMaTHBHBIE TOKYMEHTHI
MO>KHO PEKOMEH0BATh JaHHOMY OOILECTBY JUIsl ONpEEICHUS

2.1lpu mpoBeAeHUM HKCHEPTU3bl IEHHOCTH JIOKYMEHTOB B
JIeJIo- TPOU3BOJACTBE OpPraHU3allMU JKCHEpPThl oOpamianu
BHMMAaHHE Ha Clie- QYIOlIee:
a) 3HAUUMOCTb YIPaBJICHUYECKUX (QYHKUMHA, 75
peanu3anuy KOTOPBIX UCIOJIb30BAINCH TOKYMEHTHI;

0) B Kakoi Tmepuoa TOSBWINCH WIKW  ObUIK
WCIIOJIb30BaHbl JIOKYMEHTHI (CO3[aHHe OpraHu3aluu, ee
peopranuzaiys, BEIMOJHEHNE 0COOBIX 3aJaHUH U T. 11.), UX
3HauEHUE JJIs OpraHU3allly;

B) OTPaXKaloT JIU JIOKYMEHTHI OCHOBHYIO JCSITEIBHOCTh
OPraHu3aIuy WIN PeaTnu3alyio OJHON KOHKPETHOW 3a/1aun
W, CJIEeN0BAaTEeIbHO, MOTYT JIM HCIIOJIb30BaTbCid B
CIPaBOYHBIX LIEJIAX;

r) 4To cOOO¥ mMpeacTaBiseT AOKYMEHT: OPHUTHMHAI,
TyOJIETHBIIN SK3EMILISP W KOTIHS;

) ToBTOpsieTcs Jim  uWHGOpManus B JIPYTHX
JNOKyMeHTaX. Ecii moBTOpsieTcs, TO B KakuX (Gopmax H
o0BbeMax;

€) TPaBWIBHOCTH  O(OPMIICHHS
JOKYMEHTOB; )  PEKBU3HTHI,
YIIOCTOBEPSIONINE TOKYMEHTHI.

[To kakuM KpHUTEpHUSM B JAaHHOM CJIy4ae MPOBOIUIACH
OIICHKA IOKyMEHTOB?

0) Ilopsinok npoBeeHNsI MPOMEKYTOUYHOM ATTeCTAllUM, I0KA3aTeJ I U KPUTEPHHI

OI¢CHUBAHMUA:

IIpomexxyrounass arrectanuss NO JUCHUUIUIMHE BKIIOYAET TEOPETHUYECKHE BOIPOCHI,
MO3BOJISIOIINE OLEHUTh YPOBEHb YCBOCHHUS OOYYaIOUIMMMCS 3HAHUM, ¥ MPAKTUYECKUE 3aJaHus,
BBISBIISIONINE CTENIEHb CHOPMUPOBAHHOCTU YMEHUH U BIIaICHUH, TPOBOIUTCS B (popMe SK3aMeHa.

DK3aMeH MO JaHHOW JUCLHUIUIMHE NPOBOAUTCS B YCTHOH (opMe MO TEOpeTUYECKUM
BoMpocaM (2 BoIpoca) ¢ 3alUTON 3cce U Kelca.

Iloka3zarenn n KPUTECPHH ONCHUBAHMUSA IK3aMEHa:

— Ha OICHKY «OTJUYHO0» — CTYACHT AOJDKCH II0Ka3aTb BBICOKHIM YPOBCHB 3HAaHUM HE
TOJIbKO Ha YPOBHC BOCIPOU3BCIACHUSA U O0OBSICHEHUS HH(bOpMaLII/II/I, HO W HHTCIUICKTYAJIbHBIC
HaBbIKHU PCUHICHUA Hp06J'ICM " 3aJia4, HaXOXJACHUS YHUKAJIbHBIX OTBCTOB K npo6neMaM, OIICHKH 1
BBIHCCCHUA KPUTUUCCKUX CY)KILCHI/II\/'I;
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— Ha OLICHKY «XOpOLIO» — CTYICHT JOJDKEH IIOKa3aTh 3HAHMSA HE TOJIBKO Ha YpOBHE
BOCIIPOM3BEICHUSI U OOBSCHEHUS MH(POPMALMH, HO U WHTEIUICKTyalbHbIC HABBIKM PEIICHUS
npo0JieM U 3a1a4, HaX0XKICHHUS YHUKAJIBHBIX OTBETOB K IMpoOieMam;

— Ha OLICHKY «yAOBJIETBOPUTEJBHO» — CTYACHT JOJDKEH II0KA3aTh 3HAHMS HA YPOBHE
BOCIPOU3BEICHUS U 00BACHEHU MHPOPMALIMHU, UHTEIUICKTyaIbHbIE HABBIKH PELICHHUS MPOCTHIX
3az1a4;

— Ha OLICHKY «HEY/AOBJIETBOPUTEIbHO» — CTYICHT HE MOXKET I1I0Ka3aTh 3HAHKS HA YPOBHE
BOCIIPOM3BEICHUS U 00BsICHEHNS WHPOPMAIINY, HE MOXKET IMOKa3aTh HHTEIUICKTYaIbHbIC HABBIKH
peuieHus MpoCThIX 3a4a4.

IIpunoxenue 3

Mertoanueckue yka3zaHus 0 JUCHUIUIUHE K APXUBBI IOKYMEHTOB IO JUYHOMY COCTABY» € UX
TTOMOTIIBI0 00yJarOIIHeECs: 03 Tpya CIPaBSITCS CO BCEMU KOHTPOJIbHBIMUA MEPOTIPUSITHSIMHU.

PABJAE/J 1. TIOHATHUE APXMBOB IIO JIMYHOMY COCTABY H HX
HOPMATHUBHAA PETJIAMEHTALIUA

Tema 1. Cocmae 0oKymenmayuu, Xpanumou é apxueax no 1UYHOMy COCmagy

JIOKyMeHTBI TIO JIMYHOMY COCTaBy - BaKHas COCTaBIAIONIAs HAIMOHAJIBHBIX
MH(POPMAITMOHHBIX peCypcoB cTpaHbl. [IpakTHyeckas BOCTpeOOBAaHHOCTD 3TOTO BU/IA IOKYMEHTOB
peanu3yercsl 1Mo JABYM OCHOBHBIM HaIpaBjieHUAM. Bo-MEpBBbIX, B LEISIX COLIMAILHO-TIPABOBOM
3allUThl TpaXJaH MpPU HUCHOJHEHUH COLMAIBHO-MIPABOBBIX 3allPpOCOB O MOJTBEPKICHUHU
TPYIOBOTO CTa)Ka, pa3Mepax 3apaOdO0THOM IJIaThl, TPOXOXKICHHUH CITY>KObI B BOOPY)KECHHBIX CHJIaX,
HarpaXxJICHUM TOCYJApCTBEHHBIMU HarpajaMd | IPUCBOCHUU IMOYETHBIX 3BaHUA U T.1.
Bo-BTOpBIX, TIpH NPOBEACHUM HAYYHBIX MCCICIOBAaHMK B OO0JaCTH COLIMAIBLHON HCTOPUHU -
KYJbTYPOJIOTHYECKHUX, COIMATBHO-IEMOTpahUIECKHX, HCTOPUKO-OHoTpaduueckux,
FeHEAJIOrMYECKHUX, COLIMOJIOTUYECKUX, TOJTUTOJIOTHYECKUX U TIP.

Cornacao @3Ne 125 2004 r. «O0 apXuBHOM Jieie» CT. 3 1.3 «IOKYMEHTHI MO JHYHOMY
COCTaBY» — 3TO AapXHUBHbBIE JTOKYMEHTBHI, OTpa)karolllie TPYIOBbIE OTHOIICHHUS DPAOOTHHUKA C
paboToaTenem.

K noxkymeHTaM no JIMYHOMY COCTABY, HMEHIIUM /I0JIOBPEMEHHBbII CPOK XpaHeHHs,
OTHOCSTCSI:

1. pacnopaguTesibHble OOKYMEHTbl (MPMKasbl, PacnopsiKeHWus, 3anucku, 3ameHsolme
MPWKasbl MO AMYHOMY COCTaBy, NOCTaHOBJIEHUA O NpUeme, YBOJIbHEHWUW, NMepemMeLleHn, NOOoLLPEHUN,
npemMmnpoBaHumM paboTHMKOB 1 ap.).;

2. y4YeTHble AOKYMEHTbI: CMWCKM NIMYHOTO COCTaBa, B TOM YUCAE CMUCKM PabOTHUKOB,
3aHATbIX Ha NPOU3BOACTBE C BPEAHbIMM YCNOBUAMU TPYAa;

3. andaBuTbl MPMKA30B NO IMYHOMY COCTaBY;

4, KapTO4YKM MO y4YeTy IMYHOrO COCTaBa, B TOM YMC/e BPEMEHHbIX paboTHMKOB (dopma T-2);

5. NNYHble Aena COTPYAHWKOB (B TOM uyucae AM4YHble Aena Auu, NPeaCTaB/ieHHbIX K

NPUCBOEHMIO MOYETHOrO 3BaHWA, aTTeCcTaUMOHHble Aena, Aefa KOMaHAHO-Ha4ya/NbCTBYIOWEro W
NONNTMYECKOro COCTaBa, MepCcoHanbHble AeNna);

6. NMuesble cyeTa paboTHMKOB Mo 3apaboTHOM Naate (B TOm uncne Tabynarpammbl, Npu Ux
OTCYTCTBMM MOANENKAT ONMCAHUIO PacyeTHble Be4OMOCTM Mo 3apnaare);
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AKTbl O HECYACTHbIX CAy4YasnX, CBA3AHHbIX C MPONU3BOACTBOM;
AOKYMeHTbl 06 aTTectaunm 1 Tapudpmkaumu;
Tabenu n Hapaabl paboTHUKOB BpeaHbIX Npodeccuis;

10. TPyAOBble [0roBopbl (KOHTPAKTbI), TPYAOBble COrNalleHWs, He Boweawue B COCTaB
JIMYHBIX AeN, TPYA0Bble J0roBOpPbl (KOHTPAKTbI), TPYAOBbIE COrAEHMs, 3aMEHAIOLLME JIMYHbIE AeNa;

11. MPOTOKO/Ibl 3acefaHUii KOMUCCUMI MO YCTAHOBNEHUIO TPYAOBOrO CTaxa AAs BbINAaThl
HaabaBKM 3a BbICAYTY NET;

12. OOKYMEHTbI (NpeAacTaBaeHus, Xoa4aTalcTBa, XapakTepUCTUKKN, aBToOBUOrpadmm, BbIMUCKM
M3 peleHnin, NocTaHOBMEHU U Ap.) O NpeacTaB/feHUU PaboTHUMKOB OpraHM3auMWM K HarpaxaeHuto
rocyAapcTBeHHbIMM U BEAOMCTBEHHbBIMM HarpagamMu, MPUCBOEHUIO 3BAHWUI, MPUCYKAEHMIO NPEMUIL;

O o N

13. CMUCKU PabOTHUKOB, YXOAALMX Ha JIbFOTHYHO NMEHCUIO;

14. LWITaTHble PACCTaHOBKMW;

15. KHUTU (KapTO4YKM) yueTa nprMema, NepemMeLleHms (nepesoaa), yBoabHeHMA paboTHUKOB.
16. HEeBOCTPEeOOBaHHbIE JINYHbIE [AOKYMEHTbl PabOTHMKOB (TPYAOBble KHWMKKU, BOEHHbIEe

6uneTbl, CBUAETENLCTBA O POXKAEHUKN, 06 0BpPa3oBaHMM, ANNIOMbI, aTTECTaTbl U 4p.).

Cpok XpaHEeHHs YKa3aHHBIX IOKYMEHTOB B COOTBETCTBUU ¢ [lepeunem — 75 ner.
Kpowme Toro, K JUIC TaKkKe OTHOCHT:

1. B NpeacrtaBuUTE/IbHbIX OpraHax BJ/1aCTU U MECTHOIro CamoynpasieHunA: nepCoHa/ibHble
KapPTO4YKK y4eTa AenyTaTos,;

2. B CENbCKUX aMUNHUCTPALLUAX: A4OMOBbI€ KHUTU ONA NPONUCKU TpaxKaaH,;

3. Ha npeanpuAaTnAax CesibCKoro XO3ANCTBA: KHUIU y4yeTa Tpyaa U pacyeToB C pa6OTHI/IKaMM,'

4, B HEroCyaAapCTBEHHbLIX OpPraHn3aumnAax, Ha NpeanpuaTnAaxX, He ABIAWNUXCA UCTOYHUKaMU

KOMMN/IEKTOBAHMA: MPOTOKO/IbI O6LMX COBpaHUI yupexaeHui, akuMoHepos, paboTHMKOB, peluaBwmnx
KaZpoBble BOMpPOChI;

5. B KOMMUTETAX, oOTaenax aAMVIHVICTpaLI,Mﬁ ropoaos, pal\/‘IOHOB no 06pa308aHmo:
AOKYMEHTbI NO NaTPOHNPOBAHUIO U OMNEKE;
6. B UEHTpPpaxX 3aHATOCTU HaceneHna wnu MUrpaumoHHbIX cny>+<6ax: IM4Hble Aena

6e3paboTHbIX, KAPTOUKM yueTa U 06Ccne0BaHUA BEKEHLEB U BbIHYXKAEHHbIX NEPECeNeHLIEB.

Takum 06pa3zoM, apXHB 1O JHMYHOMY COCTABY — CaMOCTOSITEIbHOE YUPEKICHUE WIN
CTPYKTYPHOE HOJIpa3/IeJIEHUE YUPEXKAECHUS, OCYILECTBIISIONIEE KOMIUIEKTOBAaHUE, XPAaHEHHE, YUET
U UCIIOJIb30BAaHUE JOKYMEHTOB I10 IMYHOMY COCTaBY.

IIpy nMKBUAALMM HEroCYJAPCTBEHHBIX OpraHu3alUii, B TOM 4YHUCJIE B pe3yJbTaTe
0aHKpOTCTBA, OOpa30BaBIIMECS B IPOLECCE HX JAEATENIbHOCTH W BKIIOYEHHBIE B COCTaB
ApxusHoro ¢onja PO noKyMeHTHI 110 IMYHOMY COCTaBY, a TAKXKE apXUBHbIE JIOKYMEHTBI, CPOKH
BPEMEHHOI'O0 XpaHEHMsI KOTOPBIX HE MCTEKIM, NEepeAaroTCcsl JIMKBHJIALMOHHOW KOoMHCcHer
(JIMKBUJATOPOM) WJIM KOHKYPCHBIM YIPABJISIOIIMM B YIIOPSJOYCHHOM COCTOSIHUM Ha XpaHEHUE B
COOTBETCTBYIOLIUIM TIOCYJapCTBEHHbIN WM MYHUIUNAJIbHBIA apXUB Ha OCHOBaHMM JOTOBOpa
MEXJly JHMKBUIAIMOHHOW KOMHCCHEH (JIMKBMIATOPOM) WJIM KOHKYPCHBIM YIIPABISAIOLIMM U
rOCyJapCTBEHHBIM UM MyHUIIUIIAIbHBIM apXUBOM.

IIpu 3TOM JIMKBUAALMOHHAs KOMHCCUS (JIMKBUAATOP) WIIM KOHKYPCHBIM YIpaBIISIOLINIA
OPraHu3yIOT YNOPSI0UEHHE APXUBHBIX JJOKYMEHTOB JIMKBUIUPYEMOM OpraHu3aliy, B TOM 4UCIIe
OpraHu3aluy, JUKBUAUPYEMOil B pe3ynbrate OaHkpoTcTBa (4. 10 cT. 23 3akoHa 00 apxuBe).

Opranuzanusam (He3aBUCUMO OT (JOpM COOCTBEHHOCTH) PEKOMEHTyeTCsl BKJIFOYAaTh B CBOU
ycTaBbl (TOJI0KEHUS) CHelUanbHble MyHKThl. B HUX JTOJMKHBI OBITH MPONMCAaHBl BCE BOIPOCHI,
Kacaroluecss ydeTa M COXPaHHOCTH JOKYMEHTOB IO JIMYHOMY COCTaBy M CBOEBPEMEHHOM
nepelaui UX Ha XpaHEHUE B CIIydae JIMKBUIALMH IOPUANYECKOTO JIUIIA.

Ecnu pa36upaTs 0COOEHHOCTH apXUBOB IO JIMYHOMY COCTaBY MPEANPHUITUH, TO CleIyeT
yKa3aTb, YTO JI€Jla IOCTOSIHHOTO M JOJTOBPEMEHHOIO XpaHEHMsI, BKJIIOYas JOKYMEHTHI IO
JUYHOMY COCTaBy, IIEPENAIOTCS B ApXUB OPraHU3alMK HE NTO3JHEE YEM UEPE3 TPU Ioja MOCie X
3aBepILEHUs B JIeNONPOn3BoAcTBe. [lena nmepenaBaiite o rpaguky, yCTaHOBIEHHOMY apXHBOM.
OH nomkeH OBITh COTJIACOBAH C PYKOBOJAUTEISMHU CTPYKTYPHBIX MOJpa3/IeIeHUl U yTBEpXKIeH
pyKoBouTENIEM OpraHu3anuu. CraTouHble OMMCH A€M AJI UX NEepeladd B apXUB COCTABIISET
CTPYKTYpHOE MoJipa3jieneHue (KaapoBas ciyx0a) B TpeX dK3eMILIspax.
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ApXMBBI MO JHYHOMY COCTaBy, B TOM YHCIE MOTYT MPEJCTaBIATH COOOW apxXuB
ANIEKTPOHHBIX TOKyMEHTOB. [ apdexTrBHOTO Moncka nHPOpPMAIHH MTPUEMIIEMBIM PEIICHUEM
BBICTYIaeT ONU(PPOBKA, CKAHUPOBAHHE OyMa)KHBIX OPHUTHMHAIIOB JHYHBIX Ael. [Ipuka3zoB 1o
JUYHOMY cOCTaBy M T.J. B cBow ouepenp, mepemaya B apXuB AJIEKTPOHHBIX KaJpPOBBIX
JOKYMEHTOB HMeEeT psii ocoOeHHOocTed. Ecim cTpykTypHOE mojapasaeleHue TmeperaeT Ha
XpaHEHHE B apXUB OPraHU3aIUU JICKTPOHHBIE JOKYMEHTBI, TO MPOIeAypa Mepeiadl COCTOUT U3
CIEAYIOUIUX 3TANOB:

NPoBEPKM GDU3NYECKOTO COCTOAHUA HOCUTENEIN INEKTPOHHbIX LOKYMEHTOB;
3anNmnCK 3NEKTPOHHBIX LLOKYMEHTOB Ha MaLIMHHbIE HOCUTENN;

NPOBEPKM KayecTBa 3anumcy;

NPOCTaBAEHMUA aPXMBHbBIX LUNDPOB HA eaNHULLAX XpaHeHUs (Ha dyTaapax);

5. ONUCAHWA 3NEKTPOHHbIX LOKYMEHTOB M NOATOTOBKM KOMMJ/IEKTA CONPOBOAUTENbHOWM
MHbOPMaLMK (B T. Y. COCTABAEHMUA OMNUCK).

CoTpyIHUK apXuBa MPUHUMAET KaXJ0€ JEJI0 B MPUCYTCTBUU COTPYAHHMKA KaJIpOBOI
CITYOBI.

[IpuMepom crienUanTu3upPOBAHHOTO YUPEKJIEHUS — apXHUBa 0 JIMYHOMY COCTaBY MOJKET
MOCTYXUTh JeATeNbHOCTh ApxuBa kaapoBoil mokymeHtanmu CAO (MockBa). DTOT apxuB
KaJIpOBOM JOKYMEHTAIIMH OCYIIECTBIISIET XPaHEHUE OTHOCSIIMXCA K €ro MpouiIro JOKYyMEHTOB
ApxuBHOTO (PoHTA MOCKBBI B COOTBETCTBHH CO CPOKAaMHU, YCTAHOBJICHHBIMHU JCHCTBYIOIIUM
3aKOHO/IATEeLCTBOM. B cocTaB JOKYMEHTOB apxwBa KaJIpOBOM JOKYMEHTAllUH BXOJST:
JOKYMEHTBI TI0 JTMYHOMY COCTAaBY M JIOKYMEHTHI IO OCHOBHOW JAESITEIIBHOCTA BPEMEHHOTO CpOKa
XpaHEeHUsI JTUKBUIUPOBAHHBIX OPTraHM3aIlMi B Cllydyae OTCYTCTBUSA y HUX IPaBOINPEEMHUKA U
BBIIIIECTOSINIETO  TIO0  TMOAYMHEHHOCTH  OpraHa  pa3iuYHbIX  (QopM  COOCTBEHHOCTH,
3apETrUCTPUPOBAHHBIX B HAJIOTOBOM OpraHe Ha TEPPUTOPHUU AJMUHUCTPATHBHOIO OKPYra U He
SBJISBIIMXCS HMCTOYHUKAMHU KOMIUJIEKTOBaHMUS  (efepaibHbIX, LEHTPAJIbHBIX TOPOACKHX,
BEJIOMCTBEHHBIX U OObEIMHEHHBIX BEIOMCTBEHHBIX apXMBOB; KO apXUBHBIX JOKYMEHTOB Ha
npaBax MOJIMHHUKOB, CTPaxoBOW (OHJ KOMHiA JTOKYMEHTOB MO Mpoduiao apxuBa, (GoHT
MOJIb30BaHMS. ApPXHMB XPAaHUT Yy4YeTHbIE JOKYMEHThl M apXUBHBIE CIPABOYHUKU (OMUCH,
KapTOTEKH, yKa3aTeu, MyTeBOUTeNH, 0030phl GOHIOB U JIp.), IEYaTHBIE U IPYrHe MaTepualbl,
JOTIOJHSIOIINE CcoAepKaHue (OHIOB apxuBa. ApPXHB MOXET OCYIIECTBIATH JEMO3UTapPHOE
XpaHeHHe JTOKYMEHTOB ApXuWBHOro (poHaa MOCKBBI B HOPSAKE M Ha YCIOBHSX, OMpEIesieMbIX
noroBopoM ['maBapxruBa MOCKBBI ¢ COOCTBEHHUKOM JOKYMEHTOB.

Tak e ocymectBisger cBowo paboty [ocymapctBenHoe Kaszennoe VYupexaeHue
KpacHomapckoro kpas «ApXuB JOKYMEHTOB IO JIMYHOMY cocTaBy KpacHomapckoro Kpas».
ApXuB JOKYMEHTOB IO JIMYHOMY COCTaBy ObUI CO3JaH pPEIIEHUEM TIJIaBbl aJIMUHUCTpPALUU
Kpacnogapckoro kpas Ne 27 ot 03.02.1993 rona, ¢ 11e/1b10 3alIUTHI PAB U 3aKOHHBIX HHTEPECOB
TrpaKJaH, MPEeAOTBPALECHUA YTPaTbhl JOKYMEHTOB IO JMYHOMY COCTaBY JIMKBUIUPOBAHHBIX
YUpEXKACHUI, OpraHu3aluid U NpeAnpUsITHI KpaeBOTO YPOBHSL.

OcHOBHBbIE 33/1a4M apXUBa:

1. obecneyeHne COXPaHHOCTU U rOCYAAPCTBEHHbIV YYET LOKYMEHTOB MO JIMYHOMY COCTaBY;

2. KOMM/EeKTOBaHWE apXvBa JOKYMEHTaMU MO JIMYHOMY COCTaBY JIMKBUANPOBAHHbIX
opraHusaunii npeanpuaTuin pegepanbHoON, KpaeBol, CMeLaHHOW U Apyrnx Gopm COBCTBEHHOCTU He
MMeIoLLMX NPAaBONPEEMHUKOB;

PN PE

3. MCNONIHEHWE COLMANbHO-NPABOBbIX 3aMPOCOB OPraHM3aLLMA U FpaXKaaH;
4, pecTaBpaLma apXMBHbIX AOKYMEHTOB Ha 6yMaXKHOWN OCHOBE;
5. MMUKPODUAbMUPOBAHME LOKYMEHTOB C LieNblo co34aHuA GpoHAa NOb30BaHMA U

CTpaxoBoro ¢poHAa LOKYMEHTOB.

Tema 2. Hopmamuenaa 6a3a QYynKYUOHUPOCAHUA AGPXUEOE NO TUUHOMY COCHAGY
OCHOBHBIM HOpPMATHBHBIM aKTOM B 3TOH cdepe sBisercs DenepanbHblii 3aKOH OT 22
okTs10pst 2004 ronma Nel25-®d3 «O6 apxuBHOM nene B Poccuiickoit @eneparumn». JlaHHBIN
@enepanbHbIi  3aKOH  peryJupyeT OTHOIIEHHs B  cdepe OpraHuM3aluy  XpaHEHHS,
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KOMIUIEKTOBAaHHUS, y4eTa M HCIIOJIb30BaHUS JIOKyMEHTOB ApxuBHOro ¢onHga Poccuiickoi
denepanyy U APYrux apXUBHBIX TOKYMEHTOB, HE3aBHCUMO OT X ()OpM COOCTBEHHOCTH, a TAK¥Ke
OTHOILIEHHS B cepe ympamieHus apxXuBHBIM AeioM B Poccuiickoit dexepanuu B MHTEpecax
rpaxkJiad, o0iecTBa u rocyaapcTna.

Crates 17 @enepanbrHoro 3akoHa oT 22 oktsa0pst 2004 roma Nel25-@3 «O06 apxuBHOM
nene B Poccuiickoit ®enepanuuy ycTaHaBIMBACT OOI[YI0 OOS3aHHOCTh IO OOCCIICUYCHHIO
COXPAaHHOCTH JJOKYMEHTOB, B TOM YHCJIE€ JJOKYMEHTOB 110 INYHOMY COCTaBY, JUlsl JIF000T0 cyOBbeKTa
XO35MCTBEHHOM AESTEIBHOCTH: TOCYIapCTBEHHBIX OPIaHOB, OPIraHOB MECTHOI'O CaMOYIIPaBJICHUS,
OpraHM3alMii W TpaxJaH, 3aHUMAIOIIUECS MPEANPUHUMATENIBCKON JEATENbHOCThIO 0€e3
o0Opa3oBaHusl IOPUIMYECKOTO JIMIA, B TEYCHHWE CPOKOB WX XpPaHEHHs, YCTaHOBICHHBIX
(benepanbHBIMH  3aKOHAaMH, WHBIMH HOPMAaTHBHBIMH TPaBOBBIMH aKTaMu Poccuiickoit
®denepanni, a TaKKe NepeuHIMU JOKYMEHTOB.

B cootBercTBHU co cTaThelt 3 DenepanbHoro 3akoHa oT 22 okta0pst 2004 rona Nel25-03
«O06 apxuBHOM zeine B Poccuiickoit deneparumy:

«ApxuBHblil poHA Poccuiickoit denepanuu - UCTOPUUYECKU CIIOKUBIIASCA U TOCTOSITHHO
MOTIOJHSIONIAsICS. COBOKYIMHOCTh APXMBHBIX JOKYMEHTOB, OTPaXalOIUX MaTEpUATIbHYI0 U
JYXOBHYIO JKM3Hb OOIIECTBA, UMEIOUINX UCTOPUUYECKOE, HAYYHOE, COL[HAIbHOE, IKOHOMUYECKOE,
MOJUTUYECKOE W KYJIbTYpHOE  3HA4€HHE,  SBILIOIMIMXCA  HEOThEMIIEMOM  YacThIO
HWCTOPUKO-KYJIBTYPHOTO Hacieausi HaponoB Poccuiickoit ®enepanuu, OTHOCAIIUXCA K
MH(OPMALMOHHBIM pecypcaM U MOJUIekKAIINX OCTOSIHHOMY XpaHEHUIO».

[Tox apXuUBHBIM JOKYMEHTOM MOHUMAETCS:

«MaTepHalbHbI HOCUTENDb ¢ 3a(pUKCUPOBAaHHOW Ha HEM MH(OpMaIel, KOTOPbIil UMeeT
PEKBU3UTHI, IO3BOJIAIOLINE €r0 UACHTU(DUIIMPOBATD, U TOUIEKUT XPAaHEHHUIO B CHITY 3HAUMMOCTH
yYKa3aHHBIX HOCUTEJS U MHPOPMAIINH [T TPpaXKIaH, 00IEeCTBA U FOCYIapCTBay.

B cBow ouepenap, moa mokymeHToM ApxuBHoro ¢onma Poccuiickoit ®eneparu
ITOHUMAETCS:

«ApXMBHBIM JOKYMEHT, MPOLIEAIINI 3KCIEPTU3Y LIEHHOCTH JOKYMEHTOB, ITOCTABJICHHBIN
Ha rOCyJapCTBEHHBIN YUET U MO UISKAIUNA TOCTOTHHOMY XPaHEHHUIOY.

[Topsnok opraHM3anuu XpaHEHUs JTOKYMEHTOB 3aBHCHT OT CTaTyca KOMMEPYECKOM
opraHu3anui. BaXHbIM OTJIMYMUTEIBHBIM NPU3HAKOM SIBJIAETCS BKIIIOYEHHE KOHKPETHOU
OpraHu3aluy B CIHUCKUM HCTOYHUKOB KOMIUIEKTOBAHMS TOCYJAPCTBEHHBIX U MYHHUIIMNAIbHBIX
apXWBOB apXWBHBIMH JOKYMEHTaMH (4acTh 2 ctarbu 20 demepaibHOro 3aKOoHA OT 22 OKTAOPS
2004 rToma Nel25-®3 «OO6 apxuBHoM gene B Poccuiickoit denepanumn»). BxmoueHue
KOMMEPUYECKUX OpraHu3aluil B yKa3aHHbIEC CIIUCKU OCYIIECTBIISIETCS Ha OCHOBaHUM JOrOBOpA C
COOTBETCTBYIOIIIMM TOCYAAPCTBEHHBIM WJIM MYHULMINAIBHBIM apXuBOM. B opranusanusx
(MCTOYHMKAX KOMILIEKTOBAHMS) 10 HCTEUYEHUU CPOKOB XpaHEHUS IMPOBOJUTCS COBMECTHO C
YIIOJTHOMOYEHHBIM OpPraHOM TOCYAAapCTBEHHOU BiacTu cyOwnekta Poccuiickoit ®exepanuu B
obnacTu apXuMBHOrO jena, ['ocapXuBOM SKCIEpTH3a IEHHOCTH psAla JOKYMEHTOB Ha MpeaMeT
BKJIIOUEHUS B cocTaB ApxuBHOTO donna Poccuiickoii @enepamuu.

[Tocne mpu3HaHMUS ApXUBHBIX JOKYMEHTOB KOMMEPUYECKHUX OpraHu3aluuil (MCTOYHHKOB
KOMILJIEKTOBaHMsI) JOKyMeHTaMu ApxuBHOro (onna Poccuiickoit denepannu ux yHUYTOKEHUE
HE JOIyCKAaeTCs, a WX XPAaHEHHE MOXKET OCYIIECTBIATHCS KOMMEPUYECKOM OpraHu3anuen
CaMOCTOSTENIbHO JINOO OHU MOTYT OBITh IIepe/IaHbl 110 JIOTOBOPY HAa XpaHEHHUE B rOCy1apCTBEHHBIN
WIM MYHUIUNAIbHBIA apXuB, OMOMMOTEKy, My3eil, a Takxke B opranuzanuio Poccuiickoi
akagemuu Hayk (dacth 3 ctatbu 21 denepanpHoro 3akoHa oT 22 okTs6ps 2004 roma Nel125-03
«O0 apxuBHOM J1ene B Poccuiickoit denepanuny).

Te apxuBHBIE JOKYMEHTBHI, KOTOpbIE€ He OBLIM BKJIIOUEHBI B COCTAaB JIOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit denepannu, a TakKke TOKYMEHTBI, XpaHALIHECsS Y OpraHU3aIuii,
HE SBIAIOMIMXCA HWCTOYHMKAMU KOMILJIEKTOBAHUSA, IO HCTEUEHUH CpOKA HUX XpaHEHUS,
YCTaHOBJICHHOTO B HOPMATHUBHBIX NPAaBOBBIX aKTaX, MOJJIEKAT OSKCIEPTU3E M MOTYT OBIThH
YHUYTOKEHbI OpraHu3alei JIn0o MOCTOSHHO XPaHATCS B apXUBE OPraHU3aIMH B COOTBETCTBUU C
€€ BHYTPEHHUMH IIpaBUJIaMHu.
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Ilo BompocaM, CBSI3aHHBIM C MOPSAJKOM OPraHU3allMd KOMIUIEKTOBAaHHS aPXUBHBIX
JOKYMEHTOB, 00€CHeueHHs] MX COXPAaHHOCTH, MOPSAKOM HPOBEAEHHUS SKCIEPTU3bI IIEHHOCTH
JOKYMEHTOB M TIepeJaud JOKyMeHTOB ApxuBHoro ¢onma Poccuiickoii @eneparmuu Ha
MIOCTOSIHHOE XpaHEHHUE, TOPSIKOM OpraHu3alii padOThl apXrWBa, KOMMEPUYECKHE OpraHU3aluu
MOTYT PYKOBOJCTBOBaThbCsl «lIpaBuinamu opraHu3aluu XpaHEHHs, KOMIUIEKTOBaHUA, y4éra U
WCTIOJIb30BAaHUS JIOKYMEHTOB apXMBHOTO ()OHIA POCCHICKON (enepanu U APYruX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIIpaBJECHUS U
opranusanusax» ot 07.09.2015 r.

XpaHeHHe KaJpOBbIX JOKYMEHTOB HECKOJIBKO BBIICISETCS M3 OOIIUX MPAaBHJ XPAaHECHUS
VIPABJICHYECKUX JTOKyMEHTOB. IlOCKOJIbKY KaapoBble JOKYMEHTHI OOJNagar0T BBICOKOM
COLIMAJIBHONW 3HAYMMOCTBIO (OCOOEHHO JIOKYMEHTBI, COJIEprKallie NepCOHANIbHbIE AAHHBIE), TaK
KaK CIIY)KaT JIOKYMEHTaJbHBIM MOATBEPKICHUEM MpaB paOOTHUKA Ha COLMAIbHOE 00eCIIeueHue,
HampuMmep, MO CTapOCTH M HHBAJIUAHOCTH, a TaKKe IMOATBEP)KIEHHEM TPYJOBOTO CTaxa
pabotauka. [losTomMy OOJBIIMHCTBO W3 HUX HMEIOT JUIMTENBbHBIA WM TIOCTOSHHBIA CPOK
XpaHEHUs] M HCIMOJb3YIOTCS B CIPABOYHBIX IIENAX NpU OOpallleHuu TpakJaH B apXHUBHbIE
YUPEXKICHUS.

[Tomumo 3TOrO, KagpOBBIE JOKYMEHTHl 00MadaloT eme U Ouorpapuyueckoi,
apxeorpauuecKkoil IEHHOCTHIO, SBISIOTCS WCTOYHHUKOM I CTAaTUCTHYECKHX OO0O0OIIeHUN W
HCTOPUKO-COLUATBHBIX UCCIIEI0BAaHUH.

OcoOeHHOCTH XpaHEHUsI KaJpoBOM JOKyMEHTAIlMd B OPraHu3alud O0O0yCIOBJICHBI
3aJlayaMd OTpPaHHYEHHUS HECAHKUHOHUPOBAHHOTO JOCTyNMa K JOKYMEHTaM, COJepKaliuM
NepcoHaIbHbIE JaHHbIE pAOOTHUKOB, U 3((EKTUBHOIO MOKUCKA HY>)KHON MH(pOpMAIUH.

B cucreme xpaHeHHs KaJpOBBIX JTOKYMEHTOB MOKHO BBIJICNIUTH JBa BHUJAA, CTaJuU
XpaHEHHUs: TEKyIllee U mocieayomniee. XpaHeHUe U MCIOJb30BaHUE JOKYMEHTOB C MOMEHTa HX
CO3JIaHUs U JI0 IEpelayu Jelia, B KOTOPOM OHM CTPYNIIMPOBAHBI, B apXUB HA3bIBAIOT TEKYILIMM
(omepatuBHBIM). Tekyiee XpaHEHHE el OCYIIECTBISETCS MO MECTy HUX (OPMHPOBAHUS.
Tekyiiee xpaHeHUE TakKe JEIUTHCS Ha J1Ba MOJBHIA!

. XpaHeHWe JOKYMEHTOB B NMPOLLECCE UX UCTIONHEHUR;

. XPaHEHWE UCMONHEHHBIX JLOKYMEHTOB.

JIOKyMEHTBI BO BpEMSI UX HUCIIOJTHEHUS HAXOATCSA Y UCIIOJIHUTENS, KOTOPbI XpaHUT UX B
crnenuanbHbIX nankax. Ha nanHbIX mankax conepkurcs ¢ Haanuch «Ha noanucey», «Cpouno» u
apyroe, a Takke haMuiInsl, MHUIUAIBI, TeIeQOH UCTIOTHUTEIIS.

HcnonHeHHble JOKYMEHTBI JOJIKHBI ITOAIIUBATHCS U XPAHUTHCA B 1€JIaX B COOTBETCTBUHU C
HOMeHKJIaTypoi gnen. Cpa3y OTMETHM, 4YTO TEKyllee XpPaHEHHE JOKYMEHTOB IpEaAIojaraer
npoueaypy ux GopMupoBaHus B Jefia B COOTBETCTBUH C YTBEP)KJICHHON HOMEHKJIATYpPOH.

Tekyliee xpaHeHHE JOKYMEHTOB O3HAa4yaeT UX XpaHEHHE B MOJUIMHHUKax. [loaTomy B
KaJpOBBIX CIy)X0ax opraHu3anuii Bce MPUKa3bl XpaHATCA B MOJIMHHHUKaX. Komuu mpuka3oB 1o
JUYHOMY COCTaBY: MpHEMY Ha paboTy, MOOMIPEHUSM, B3bICKAHUSM, YBOJBHEHHU M TaK Jainee
JOTIOTHUTEIHHO MOMEIIAIOTCS JJIs1 XpaHEHHS B JIMYHbBIE ieTia paOOTHUKOB (€CJIM OHU BEIyTCs).

[Topsinok opranu3anuy TEKYIIEro XpaHEeHHs! JIMYHBIX JeJT CAEAYIOLIHMA:

1. NWYHble Aena B BYMaXKHOM BUAE XPAHATCA B Mankax, KOTOpble HYMEPYHOT NO CTPaHMULam
¥ NpOLUMBAIOT;

2. 06105KKMN INYHDBIX A/ TaKXKe HYMEPYIOT, UM NPUCBAMBAOT NMOPAAKOBbIA HOMEP AeNa,
COOTBETCTBYIOLMIA 06LLEMY KONUYECTBY AEN;

3. TEKYLLEMY XpaHEHMIO B OTAENE KaApOB OPraHU3aLmMm NOANENKAT IMYHbIE AeNa TONbKO
Ha paboTatoLwmx coTpyAHMKOB. MocNe YBONbHEHWA COTPYAHWUKA €ro IMYHOE A,e/10 U3BIEKAETCA U3 NanKu
1 odopmnseTca ANA Nnepesayn Ha apXMBHOE XpaHEHME.

4. NINYHbIE AeNa YBONEHHBIX COTPYAHWKOB XPaHATCA B apXxunBe B andaBUTHOM NOPALAKE.

Tekyiee XpaHEeHHE KagpOBBIX JIOKYMEHTOB, KapTOTEK, KHHUI YydeTa M Jpyrue
OCYIIECTBISIETCA, KaK IPaBHJIO, B IOMELICHUSX KaJpOBBIX CIYKO OpraHuzanuii, KOTOpble
JIOJDKHBL OBITH O0OPY/ZOBaHBI CIEHHUATIBHBIMU IIKaaMu MM ceaMu, 3anuparoluMucs |
orneyartbiBaomumMucs. Kornuu HOMEHKIATypsl Jiel, pa3MelleHHble Ha IKadax, a Ha KOpemKax
00J105K€eK JIelT - HoMepa JIell B COOTBETCTBUM ¢ HOMEHKJIATYpO# 00JieryaT nmouck JOKYMEHTOB.
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TpynoBble KHIKKHA pPAOOTHUKOB XPAaHATCS B ceiie pyKOBOAUTEIS OTAEIIA KaIpOB, TaM )K€
XpaHATCS MeYaTH, MTaMIIbl, OJIAHKK JOKYMEHTOB, KJIIOUM OT IIKadoB (cerdoB) mist XpaHEHUS
JOKYMEHTOB.

PaGoTHMKaM KagpoBOW CIyXObl HE PEKOMEHIYeTCs MpH JII0OOW MPOJIOHKUTEIHOCTH
BBIX0/1a U3 OMEIICHHUS OCTaBJIATh KaKHe-TH00 TOKYMEHTHI MM CIIy)KEOHbIE 3amicy Ha pabouem
CTOJIe, a TaKXKe paboTaroIuii KOMIBIOTEpP. B KoHIIE pabodero JHs paOOTHUKH KaJIpOBOU CITY>KOBI
JOJIKHBI TIOMECTUTh BCE MAcCHBBI JOKYMEHTOB, HaXOJASIIMUXCS B MPOLIECCE UX HCIIOIHEHUS, B
MeTaJUTMYeCKHid MmKad, 3aKpbITh €ro U onedatars. Kimroun oT mkadoB coaroTcs pyKOBOIUTEIIO
OTJieNa KaJIpoB M0 POCIMCh B COOTBETCTBYIOLLEM JKypHAJIE.

YepHOBUKH M peNakiMi JOKYMEHTOB, MCIOpYEHHBbIE ONaHKM B KOHIE pabodero aHs
YHUYTOXAIOTCS, JUII STOTO MOXKET TNPHMEHATHCS CIeNuanbHas Oymarope3anbHas MallWHa.
KommbroTeps! B KoHIIE paboyero AHs OJIOKUPYIOTCS U OTKITIOYAIOTCS OT CETH.

Kpome Toro, TexHosorus XpaHeHuss M y4eTa KaJpOoBON NOKYMEHTAllMM MpearoJiaract
0053aTeNbHYI0 POCIUCH PAOOTHHUKOB, OITBEP KIAIOIIYIO [TOTYyY€HUE Ha PYKU KOTIMHA U BBITUCOK
U3 HUX.

OcHoBaHMEM MOCIIEAYIOIEro (aApXUBHOTO) XpaHEHUsI JOKYMEHTOB SIBJISIETCS SKCIIEPTH3a
UX LIEHHOCTH, U Jajiee clieyeT: opOopMIIEHHUE Jell, COCTAaBJICHUH OIMHCEH, COCTaBIIEHUE aKTOB O
BBIJICJIEHUHU K YHUUTOKEHHUIO JOKYMEHTOB U CZaya JIeJ B apXUB OpraHu3alllu.

Jlj11 cBOEBPEMEHHOTO MpHEMa apXHUBHBIX TOKYMEHTOB OT CTPYKTYPHBIX MOJApa3JeIeHnun
WM JPYTUX UCTOYHUKOB KOMILIEKTOBAHUS, 00€CTIEUeHUS UX YUeTa, COXPAaHHOCTH, YIOPAI0UEHUS
X UCIHOJB30BAaHUS M TIOATOTOBKM K Iepelradye JOKYMEHTOB Ha IOCTOSHHOE XpaHEHHE B
OpraHM3aIUsaX CO37aeTCs apXUB.

B apxuBHbIil oHA OpraHu3aiy NOMAJaeT JHIb YaCTh JOKYMEHTOB, OH HE BKJIIOYAET B
ce0st TOKYMEHTBI ¢ KpaTKUM CpPOKOM xpaHeHHs (10 10 jeT BKIIOYHMTENbHO). ApXUBHBIN (DOHIT
OpraHu3alil COCTOMT M3 JIOKyMEHTOB JOJTOBPEMEHHOro XxpaHeHus (cBbime 10 1er) u
IIOCTOSIHHOTO XPaHEHMsl, BKJIOYas JOKYMEHTBl IO JIMYHOMY COCTaBy, KOTOpbIE HMMEIOT
HKOHOMHYECKOE, COLMAIBHOE, MOJUTHYECKOE, KYIbTYpPHOE, MCTOPUYECKOE M HMHOE 3HAueHHeE.
Ilepenaua nen B apXxWB OCYIIECTBISIETCS MO TIpaduKy, YTBEpXKIEHHOMY pPYKOBOIMTEIEM
opraHusanuM wid pabotojareneM. JIOKyMEHTBI JOJDKHbI IPUHUMATbCcsid Ha XpaHEHUe
[IPEUMYIIECTBEHHO B BH/IE ITOUTMHHUKOB, TOJIBKO IPU UX OTCYTCTBUM MPUHUMAIOTCS 3aBEPEHHBIE
KOIIUHU.

B coorBerctBun ¢ «llpaBuinamMu opraHm3anuu XpaHEHHs, KOMIUIEKTOBAaHUSA, y4€Ta U
UCIOJb30BAHUS JIOKyMEHTOB apXMBHOI0 (OHIA POCCUIMCKOHN (enepanuu U ApYruxX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBJIEHUS U
opranmzarusax» oT 07.09.2015 r., opraHuzamus J0JDKHA OOECIICUUTH apXUB CICIMAIBLHO
000pyZI0BaHHBIM NOMEILEHHEM U Kagpamu. OHaKo B HEOOJIbIINX KOMMEPUECKUX OPraHU3aIMsiX,
Kak IpaBWJIO, apXuWB B BUJAE CIELUUAIBHOIO MOJpa3jeneHuss oTcyrcTByeT. OOs3aHHOCTH
apxuBapHyca IpH 3TOM COBMELIAET CEKpeTaph WIM MHOE JIMIIO0, HA3HAYEHHOE PYKOBOUTEIIEM.

IIpu 3TOM HEOOXOAMMO MOMHHTbH, YTO JOKYMEHTBI JOJKHBI XPAHUTHCS B YCIOBHSIX,
o0ecreuynBaroIUX UX 3aIIUTy OT MOBPEKICHUN, BPEIHBIX BO3CHCTBUN OKpYXKAOLIEH cpelbl U
UCKIIIOYAIOIIKUX YTpaTy JoKyMeHToB. Kak mnpaBuio, A 53TOoro B IOMELICHHH apXuBa
yCTaHaBIIMBAIOT MeTaJuIMyeckue ImKadbl, celdpl, mkadpl-cTelIaXKu U ToMy mnojo6Hoe. He
JIOIyCKaeTCsl pa3MelleHne JOKYMEHTOB Ha IOJy, MOJIOKOHHUKAaX, B HE pa300paHHBIX KUMax.
W3paTe MNOKYMEHTOB M3 Jiela C IOCTOSHHBIM CPOKOM XpaHEHHUs JIOIyCKaeTrcs B
UCKIIIOYUTEIBHBIX CIy4asX M INPOU3BOJUTCA HAa OCHOBAHUU PACIOPSAUTEIBHOIO JOKYMEHTa
PYKOBOJAUTEINST OpraHu3aluM ¢ OO0S3aTeNIbHBIM COCTaBJICHHWEM B JieJleé 3aBEPEHHOM KOMUM
JOKYMEHTA M aKTa 00 U3bATUH MOJTMHHUKA.

B nemsax oGecrieueHusi COXpaHHOCTH JOKYMEHTOB IO JINYHOMY COCTaBY YBOJIBHSIEMBIX
paOOTHUKOB B pe3yibTaTe pPEOpPraHM3alMU WM JHUKBUAALMU IOPUAMYECKHX JUI, a TaKKe
COLIMAIBHOM 3alMIIEHHOCTH TPaKJaH, YUPEAUTENISIM BHOBb 0Opa3yIOUIMXCS KOMMEPUYECKUX U
HEKOMMEPUECKUX OpraHu3allMii MOXXKHO PEKOMEHJ0BaTh BKIIIOYAaTh B CBOM YUYPEIUTEIIBHBIE
JOKYMEHTBl TpaBHJa y4€Ta M COXPAHHOCTH JOKYMEHTOB IO JMYHOMY COCTaBy, a TaKke
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CBOEBPEMEHHOI Iiepeiade HX Ha TOCYJAapCTBEHHOE XPAaHEHHWE IIpU PpEopraHu3aluu WU
JTUKBUAALUUY IOPUIMYECKOTO JIMIIA.

[opsimoK U CPOKH XpaHEHUS TPYAOBBIX KHH)KEK PETYIUPYET ClIeIHaTbHBIA HOPMATHBHBI i
akT - [locranosnenue [IpaBurensctBa Poccuiickoit @enepamuu ot 16 anpens 2003 roga No225
«O TpymoOBBIX KHWXKKax». Tak, OJaHKW TpPyJOBOW KHWKKM M BKJIAJbIIIa B HEE XpaHITCA B
OpraHu3alui KakK JTOKYMEHTHI CTPOTOH OTYETHOCTH W BBIJAIOTCS JIMILY, OTBETCTBEHHOMY 3a
BEJICHWE TPYAOBBIX KHIKEK, MO ero 3asBke. [l0 OKOHYaHMM KaXIOro Mecsla AaHHOE JIUIO
0053aHO TPEACTAaBUTh B OyXrajTepuio OpPraHM3allM OTYET O HAIMYUM OJAHKOB TPYHOBOM
KHWKKM WM BKJaJblia B Hee. VcrmopyeHHbIE TpW 3alOHEHUM OJIAaHKWA TPYAOBOM KHUKKH U
BKJIQJBIIIM B HEE IMOJUIekKAT YHUYTOKEHUIO C COCTaBICHHMEM COOTBETCTBYIOILEIO aKTaA.
HeBoctpeOoBaHHBIE TPYJOBBIE KHWKKU U KHUTA yUeTa TPYAOBBIX KHUKEK U BKJIAJBIIICH K HUM
XpaHATCS B apXWBE OpraHm3anuy B TedueHue S50 Jyer, a 3aTeM MOAJIeKaT YHHUTOKEHHUIO B
YCTaHOBJIEHHOM MOPSJIKE.

OTBETCTBEHHOCTh 3a OPraHHM3alHI0 PA0OTHI IO XPAHEHUIO KaJIpOBBIX JTOKYMEHTOB,
MEPBUYHBIX YUYETHBIX JOKYMEHTOB HeceT paboromarens. OTBETCTBEHHOCTh 3a BEICHHE,
XpaHEeHWE, Y4eT W BBIAaYy TPYAOBBIX KHIDKEK HECET CIEIHAbHO YIIOJHOMOYEHHOE JIHIIO,
HazHayaeMoe MpUKa3oM (pacnopsbkeHueM) padotoaarens. Bce TOKyMEHTHI IO IMYHOMY COCTaBy
JOJIKHBI 00513aTE€IBbHO CAABAThCS B ApXUB OpPraHU3aluy.

Takum oOpa3om, anropuTM JEHCTBHI KOMMEpPUECKOW OpraHU3aluH, HE SBISAIOLIEHCS
TOCYJapCTBEHHBIM WJIM MYHUIIUNIAIBGHBIM YHUTApHBIM TPEANPHIATHEM, MO 00eCredeHUI0
XpaHEHUs JOKYMEHTOB, B TOM YHCJIE€ KaJPOBBIX TIOKYMEHTOB SIBJISICTCS CIICAYIOIIEM:

. npoBeEpKa Tpe6OBaHVIﬁ HOPMATUBHbIX NPaBOBbIX aKTOB, YCTAHOBUBLUUX CPOKU XPaHEHUA
KOHKPETHbIX BUA0B AOKYMEHTOB,

. XpPaHeHNEe OOKYMEHTOB,

. Aana OpFaHM3aLI,M171 - AICTOYHMKOB KOMMNEKTOBAHUA - NO UCTEYEHUN CPOKOB XPaHEHUA

npoBeAeHNe COBMECTHO C YNOJIHOMOYEHHbIM OPraHOM rocy4apCTBEHHOM BAacTM cybbeKTa Poccuinckoit
depepauunm B 061acTn apxmMBHOTo Aena, FocapxMBoM 3KCNepTU3bl LEHHOCTU pAga AOKYMEHTOB Ha
npegmeT BKOYEHUs B cocTaB ApxmBHoro ¢poHaa Poccuiickon deaepauymu;

. XpaHeHue AoKymeHToB ApxmBHoro ¢poHaa Poccuiickon deaepaumm anbo nepegada mnx
Ha XpaHeHWe B roCyAapCTBEHHbIN UM MyHULMNANbHbIM apXuB, BUBANOTEKY, My3€el UK B OpPraHU3aLmio
Poccuiickoi akagemum Hayk;

° APXMBHbIE AOKYMEHTbI, KOTOpble He HblN BKAOYEHbI B COCTAB AOKYMEHTOB APXMBHOTO
¢doHaa Poccuiickolt Pegepaumm, No UCTEYEHUN CPOKOB XPaHEHMA NoANEeXKaT YHUUTOXKEHNIO 6o
XPaHEeHUo B apXmnBe opraHM3auum B COOTBETCTBUM C TPebOBaHUAMM KOPNOPATUBHOIO 3aKOHOAATEbCTBA
(Hanpumep, ANA aKLMOHEPHbIX OOLLLECTB XpaHEHME AOKYMEHTOB perniameHTUpoBaHo MocTaHOBAEHNEM
denepanbHON KOMUCCUM NO PbIHKY LeHHbIX 6ymar oT 16 utona 2003 roaa Ne03-33/nc «06 yTeepxaeHuu
MonoxKeHuns o NopAAKE U CPOKaxX XpaHeHMA AOKYMeEHTOB» U PenepasibHbIM 3aKOHOM OT 26 AeKabps
1995 N2208-d3 «06 aKUMOHEPHbIX 0OLLECTBAX») MU NOKANbHIMW HOPMATUBHbIMU aKTaMu;

° ONA OpraHn3aLUnii, KOTOpbIe He ABNAKOTCA MCTOYHUKAMM KOMMJIEKTOBAHUA, MO
WUCTEYEHUMN BPEMEHHbIX CPOKOB XpaHEHMA apXMBHbIEe AOKYMEHTbI NoANeKaT IKCNepTM3e U MOryT BbiTb
YHUUYTOXKEHbI MO0 XPaHMUTCA B apXMBE OpraHU3aLunu.

Homenknatypa nen u QopmupoBaHue Jen JUisl TEKYIIETO XpaHEHHUsS KaJpOBBIX
JTOKYMEHTOB. D¢ (HEeKTUBHOCTh OPTraHM3alMHU TEKYIIEro XpaHEHUsS KaJpPOBBIX JOKYMEHTOB BO
MHOTOM  OMpeAeNsieTcss HOMEHKJIATypoll aJen (3TO CHUCTEMAaTU3UpPOBAHHBIA  IepeueHb
HAMMEHOBAHUM JI€JI, 3aBOJMMBIX B OpraHu3aluH, C YKAa3aHHUEM CpPOKOB HX XpaHEHUs,
0(OPMIICHHBII B YCTAHOBIEHHOM TOPSJIKE).

J1eno - COBOKYITHOCTB JJOKYMEHTOB UJIM JOKYMEHT, OTHOCSIIMUECS K OJHOMY BOIIPOCY WIIH
YUYaCTKY JEATEIbHOCTH, TOMEIICHHBIE B OTJACIBHYIO O0T0KKY.

OCHOBHBIMU 33/1a4yaMU COCTaBJIECHUSI HOMEHKJIATYPHI €T SBIISIOTCS:

o ONTUMa/ibHblE FPYNNNPOBKA AOKYMEHTOB U GOpMMpOBaHMeE 4en;
o onpeaeneHne CPOKOB XpaHEeHNA 4OKYMEHTOB;
o OCHOBa AN COCTaBNEHWA ONMUCei AeN NOCTOAHHOIO U BpeMeHHoro (cebiwe 10 neT)

XpaHeHWsA, a TaKXKe ANA yuyeTa Aen BpeMeHHoro (40 10 neT BKAUYUTENbHO) XpaHeHUs;
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o obecneyeHune 6bICTPOro 1 3pPeKTMBHOro NOMCKa AOKYMEHTOB B npoLecce paboTbl ¢
HUMW.
MO3KHO BBIIEIUTD CIEAYIOIINUE PAa3HOBUIHOCTH HOMEHKIIATYPHBI IEIL:

D TMNOBblE HOMEHKNATYPbI AeN;

D NpUMepHble HOMEHKIATYpbI Aen;

o WMHAMBUAYAIbHAs HOMEHKATYpa AeN KOHKPETHOW OpraHu3aLumm;
o CBOZHAsA HOMEHKNaTypa AeN opraHusauuuy;

o HOMEHKNaTypa AeN CTPYKTYPHOro noapasaeneHus.

O 3HaueHuu TUNOBOM, MIPUMEPHON U MHAMBHUIYaJIbHON HOMEHKIJIATypax Jej FOBOPUTCS B
«[IpaBunax opraHu3zanuy XpaHEHUs, KOMIUIEKTOBAHUS, y4€Ta U MCIIOJIb30BaHMS JOKYMEHTOB
apxuBHOTO (POH/A pOCCUIICKOH (penepay 1 APYruX apXUBHBIX JOKYMEHTOB B TOCY/IapPCTBEHHBIX
opraHax, OpraHax MECTHOTO caMOyIpaBiieHus U opranuzanusx» ot 07.09.2015 r.:

«TumoBass HOMEHKJIaTypa JeJl yCTaHABJIMBAeT COCTaB JeJl, 3aBOJUMBIX B
JIeIONIPOU3BOICTBE OJHOTUITHBIX OPraHU3alni, U ABJIIETCS HOPMAaTUBHBIM JOKYMEHTOM.

[IpumepHass HOMEHKJIaTypa JeJl yCTaHaBIMBAeT NMPUMEPHBINA COCTaB JEJ, 3aBOJUMBIX B
JIeIONIPOU3BOICTBE OPraHU3aIM, Ha KOTOPbIE OHA PacpOCTPaHsIETCs, C YKa3aHHUEM UX MH/IEKCOB,
1 HOCHUT PEKOMEHIaTeNIbHBII XapaKTepy.

«TumoBele W TpHUMEpPHbIE HOMEHKIATYpPhl J€J1 HCIHOJIb3YIOTCS JJIsi COCTaBJICHUS
MHIUBUAYaJIbHOH HOMEHKIIATYPBI JeI».

CBoJ1Hast HOMEHKJIATypa Jie] OpraHU3alliy COCTAaBIIAETCS HA OCHOBAaHUU HOMEHKJIATYp A€
CTPYKTYPHBIX MOJIpa3AeieHu, pa3paboTaHHBIX 110 aHAJIOTUYHOHN (opMe.

Homenknatypa 1enm CTpYKTypHOTO TOJpa3f€ieHHUs] COCTaBJISETCS  COTPYAHUKOM
MO/Ipa3JIeNIeHNs], OTBETCTBEHHBIM 3a JEJONPOU3BOJICTBO, COTJIACOBBIBAETCS C apXUBOM WIIH C
JKCIIEPTHOM KOMHCCHEW OpraHu3alyy, MOANKMCHIBAECTCS PYKOBOJIUTEIEM NOJApA3JEICHUs u
YTBEPKAAETCS pYKOBOJUTEIEM OPraHU3aLlHN.

CornacHo  «lIpaBunmaM  opraHu3anMM  XpaHEHHs, KOMIUIEKTOBAaHMs, Yy4yé€Ta U
HCIOJIb30BAaHUS JJOKYMEHTOB apXWBHOTO (hoHAa poccuiickod (denepanuu M IpYruX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpaBJ€HUs U
opranuzanusax» ot 07.09.2015 r., HoMeHKIIaTypa J1eJ1 COCTABISETCS HA OCHOBE M3YYEHUS COCTaBa
U coJiep>KaHusl JOKYMEHTOB, 00pa3yloIIUXCs B ASSITEIbHOCTA OpraHU3aI1u.

[Ipu cocraBieHHMH HOMEHKJIATYpbl A€M CIEAYET PYKOBOJACTBOBATHCS YUPEAUTEIbHBIMHU
JOKYMEHTaMH, IOJIOKEHUSIMU O €€ CTPYKTYPHBIX MOJPA3ACICHUSX, IITATHBIM PACIHUCAHUEM,
HOMEHKJIATYpOU JeJl OpraHUu3alMy 3a MPOLUIBIA I0Jl, ONMUCAMH J€J1 MOCTOSIHHOTO U BPEMEHHOTO
(cBpimie 10 meT) XpaHeHHs, PErHCTPAlMOHHBIMU (OpMaMH, BEAOMCTBEHHBIMH M THIIOBBHIMU
MEPEYHSIMU JOKYMEHTOB C YKa3aHMEM CPOKOB HMX XpaHEHUs, TUIOBbIMM W NPHUMEPHBIMU
HOMEHKJIaTypaMHu JieJ.

YuuteiBas nonoxkenus [Ipukaza MunkynbTypsl Poccuiickoit @eaepanuu ot 8 HOsIOps
2005 romga Ne536 «O TUMOBOW MHCTPYKIMHU IO JIEIOMPOU3BOJICTBY B (hemepaiabHBIX OpraHax
WCIIOJIHUTENBHON BIacTU» rpadbl HOMEHKIIATYP JIeJ 3aMOJIHSAI0TCS CIEeIyIOIUM 00pa3oMm.

B rpade 1 HoMeHKIATYpBI JeN MPOCTABIAIOTCS MHACKCHI KaKIO0TO JeNia, BKIFOUEHHOTO B
HOMEHKIJIATypy.

Kaxnoe neno, BKIOYEHHOE B HOMEHKIATYpy, AODKHO UMETh MHJIEKc. MHnekc nena
COCTOMT M3 HHJIEKCAa CTPYKTYpHOTO TNOJpA3fcieHUuss M IOPSIIKOBOTO HOMeEpa Jela 1o
HOMEHKJIaType B Mpejenax noapasaeneHus. MHaekcsl nen 0603HavyaTest apaOCKUMU [ (ppamH.
Hanpuwmep: 12-05, rie 12 - 0603HaueHne CTPYKTYPHOTO Moipasienenus, 05 - mopsaKoBbiil HOMep
3aroJioBKa Jiena mo HoMeHknatype. [Ipu Hanmuuuu B Aene HECKOJIBKUX TOMOB (dacTeit), MHIEKC
MPOCTABIISETCS HA KAKJIOM TOME, C T00aBIIEHUEM «T. 1», «T. 2» U Tak jaajee.

B HOMeHKIaType €1 pEKOMEHYETCsl COXPaHATh OJMHAKOBbIE MHAEKCHI JJIS1 OTHOPOJIHBIX
Jen B MpeAesiax pa3HbIX CTPYKTYPHBIX MOJApa3JeiIeHUM; JUIsl NEpeXoAsIIInX Jel HHACKC
COXPaHSETCH.

B rpady 2 HOMEHKIAaTypHI 1e] BKIIOYAOTCS 3aT0JI0BKH JIeNT (TOMOB, 4acTel).

3aroJI0BOK JieJia JOJKEH YeTKO, B 00001IeHHOM (hopMe OTpaxkaTb OCHOBHOE COJEPIKaHUE U
COCTaB JIOKyMEHTOB JeJa.
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B HOMeHKaTypy A€ BKIIIOUYAOTCS 3ar0JIOBKHU JI€JT, OTPaXKAIOIKE BCE JOKYMEHTHPYEMbIE
y4acTKH paboThl CTPYKTYPHOTO NOAPA3IeIICHUSL.
Pexomenyem ais oTzena KaipoB BECTH CIIEAYIOILYI0 HOMEHKIATYPY J€:

1. HopmaTnsHO-NpaBoBbIe aKTbl, peryampytoume paboty otaena Kagpos.

2. LLItaTHOe pacnucaHue.

3. MNMonoxeHune ob oTaesne Kagpos.

4, J OKyMEeHTbI MO NOAroTOBKE M NepenoarotToBke paboTHMKOB, NOBbLILLIEHUIO
KBannudmKaLMK, NaaHbl, NPOrpammbl U Tak ganee.

5. Mepenncka c 4pyrMMmn opraHM3aumamm no Bonpocam noBbieHMA NpodeccMoHaNbHOM
KBasiMdMKaLMM, NOMCKA KaZpoB M TaKk danee.

6. MpuKasbl 0 Npneme, yBosibHEHUN PAabOTHUKOB.

7. MpKrKasbl 0 NOOLWPEHUAX, NPUMEHEHNN AMUCLUNAMHAPHDBIX B3bICKAHUNA.

8. MpuvKasbl 0 KOMAHANPOBAHUMN.

9. MpunKasbl 0 NnepeBoae Ha Apyryto paboTy, NOBbILWEHWM B SONKHOCTU.

10. lpadumK oTNyCcKOoB.

11. JONKHOCTHbIE MHCTPYKUUKM pabOTHWUKOB OpraHM3aumu.

12. Tpynosble AOroBopbI.

13. [Jorosopbl 0 NO/IHOW MaTepuaibHOW OTBETCTBEHHOCTM.

14. Tabenb yyeta pabouero BpemeHm.

15. KapToTeKa IMYHbIX aen paboTHMKOB.

16. KapToTeKa TpyaoBbIX KHUXKEK.

17. KapToTeKka NMYHbIX KapToyeK paboTHMKoB (popma NeT-2, NeT-2IC(MC)).

18. KapToTeKa aKTOB (K BblAEeNEHMIO HA YHUUTOXKEHWE LOKYMEHTOB, O NpUeMKe-nepesaye
Oen v gpyrue).

19. ypHan yyeta npuema, nepeBosa, yBoAbHEHUA pabOTHMKOB.

20. KypHan yyeTta Bblgaun KOMaHANPOBOUHbIX YAOCTOBEPEHWUN.

21. MypHan yyeta BOEHHOODOS3aHHbIX.

22. ypHan yyeta npuKasos nNo AMYHOMy coctaBy (MOXHO peKoMeHA0BaTb BblAENUTD

ypHan yyeta NpMKasoB 0 NpeaoCcTaBAeHMM OTNYCKOB M KOMaHAMPOBaHUMN PabOTHMKOB, KOTOPbIE
MMEIOT CPOKM XpaHeHuA 3 1 5 neT u HypHan yuyeTa Apyrnx KagpoBbiX NPUKa30B).

23. KypHan yyeta IMYHbIX AeN, IMYHbIX KapToyek, TPYA0BbIX 40rOBOPOB.

24, ypHan yyeTta BblAaumn TPYLOBbIX KHUMKEK U BKNAAbILWEN K HUM.

25. ypHan yyeta NMYHbIX 3aABNE€HUI PabOTHMKOB.

26. ypHan yyeTa Bblgaumn cnpaBoK o 3apaboTHOM naaTe, cTaxke, mecte paboTbl M TaK

fanee.

B HOMEHKIaTYpy J1e1 HEe BKIIIOYAIOTCS TIEPUOTUICCKUE U3IaHHUS.

B rpade 3 HOMeHKNATyphl nen yKa3bIBaeTCs KOJIMYECTBO Jen (TomoB, yacteif). OnHa
3aroJIHACTCS 110 OKOHYAHWH KaJICHIaPHOTO To/1a.

B rpade 4 ykaspiBaroTcs Cpok XpaHeHHs jAena, HoMepa crareil o nepeuHto (Ilepedens
TUIOBBIX YIPABIEHYECKUX JOKYMEHTOB), a MPU €ro OTCYTCTBUH - [0 TUIIOBOW WJIM MPUMEPHOM
HOMEHKJIaType Aedl.

B rpade 5 «lIpumeuanuey» yKasbIBalOTCA Ha3BaHUE TMEpPEYHEHl JIOKYMEHTOB,
WCIIOJIb30BAHHBIX MPU OMNPEICIICHUH CPOKOB XpaHEHUs Jell, B TEUEHHE BCETO0 CpPOKa JAECUCTBUS
HOMEHKJIATYpPhl MPOCTABISIOTCSI OTMETKH O 3aBEACHUU Jel, O MePeXOoIAlIuX Jenax (Harmpumep,
nepexosniee ¢ 2004 rona), o BbACICHUH JENl K YHHUTOKEHUIO, O JIMIAX, OTBETCTBEHHBIX 3a
(dbopMupOBaHUE JEN U APYTHE.

[To oxoHYaHUM JENONMPOU3BOACTBEHHOTO I'0Jla B KOHIIE HOMEHKIIATYPhI J€]l 3aMEHAETCS
WUTOTOBasi 3alKCh O KOJUYECTBE 3aBEACHHBIX [N (TOMOB), MO pas3aeliaM IOCTOSHHOTO U
BPEMEHHOT0 XpaHeHus: cBbiie 10 et u g0 10 neT BKIOUUTETBHO.

B Tom cnywae, ecau opraHuszanusi claeT JOKYMEHThl Ha TrOCyJapCTBEHHOE XpaHEHMHE,
TpeOyeTcs corjacoBaHHWE HOMEHKJIATYpPHI Jell ¢ DKcrmepTHo-mpoBepouHoit komuccueit (DI1K)
rocynapcTBeHHOro apxuBa. HoMeHkatypa nen opranuszaiuu ohopMisieTcs: Ha o0Oiiem OIaHke.
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Jlnst ynoOGcTBa HCIONB30BaHMS HOMEHKJIATypa JIed, Kak IIPaBUIIO, COCTaBJISIETCS B
HECKOJIBKUX 3K3EMIUIApaX, Ul KaKJI0T0 CTPYKTYPHOIO NMOAPA3EIICHUS U JIUIA, OTBETCTBEHHOTO
3a apXUB.

HoMmenknarypa nen Ha HpeACTOAIIMM KaJ€HAAPHBIA TIOJ COCTaBISETCA B IIOCIEIHEM
KBapTaJIe TEKYILIEro roja.

HomeHknaTypa Jen nepecocTaBisieTcs U COTIaCOBBIBAETCS 3aHOBO B ClIyd4ae KOPEHHBIX
M3MEHEHUN QYHKIUN U CTPYKTYpPbI OpraHu3aliy, HO HE peXe OJTHOTO pa3a B IATh JieT. Exeroano
OHa YTOYHSAETCS, YTBEP)KIAETCS PYKOBOJUTENIEM OpraHu3allui U BBOJUTCS B AelicTBUE C | ssHBaps
CJIEAYIOILErO Toa.

Texyliee XpaHeHHEe JOKYMEHTOB ONPEEIIAETCS HE TOJIbKO NOHSITHEM HOMEHKIIATYpPhI A€,
HO ¥ ()OPMHUPOBAHUEM JIEI.

JIOKyMEHTBI, KOTOpblE HE HaxOJATCS Ha pyKaxX Yy HCIOJHUTENEH, MpU UX XpaHEHUU
IPYNIUPYIOTCS TaK, YTOOBI MOKHO OBLIO OBICTPO HAMTU HYKHBIM TOKYMEHT U HH(pOopMaluio. J1a
Ipolelypa Ha3bIBaeTCs «(POPMUPOBAHUEM JIETIaN.

dopmupoBaHue el - TPyNIUPOBKa NCIOJHEHHBIX JOKYMEHTOB B JieJla B COOTBETCTBUU C
HOMEHKJIATYpOIl JIe]l ¥ CUCTEMATU3al|sl JOKYMEHTOB BHYTPH JIeNa.

@dopmMupoBaHUEM J€l B  CTPYKTYPHBIX MOJAPA3JENECHUAX 3aHUMAIOTCA  JIMIIA,
OTBETCTBEHHbIE 3a JOKyMeHTanuioo. KoHTposb 3a MNpaBWIBHBIM (QOPMHUPOBAHUEM €1 B
OpraHu3alii M €€  CTPYKTYpPHBIX  MOJAPA3[EICHHUAX  OCYLIECTBISETCS  CIyXKO0H
JOKYMEHTAI[MOHHOTO 00EeCeueHus WK JUIIOM, OTBETCTBEHHBIM 32 JOKYMEHTALHUIO.

dopMHpOBaHUE J1EJ1 IPOUCXOIUT CIEAYIOIIUM 00pa3oM:

1. nomeuleHne JOKYMEHTOB (TOI'IbKO MCNOJTHEHHDbIX ILI,OKyMEHTOB) B AeN0, KOTOpble NO
CBOeEMY CoaepPHKaHNK COOTBETCTBYIOT 3aro/10BRy Aena,
2. pacnonoxeHne AOKYMEHTOB BHYTPU A€Na B onpep,eneHHoﬁ nocnenoBaTte/sibHOCTU

(xpoHonorunueckoit unmn no andasuTy).

[Ipu dopmupoBanum nmen  HeoOXomWMO  coONOaTH  cienylone TpeOoBaHWMS,
3akperieHHbIe B «[IpaBuiax opranuszay XpaHeHus, KOMIUIEKTOBaHUS, Y4€Ta U UCIOJIb30BaHUS
JOKYMEHTOB apXWBHOTO (PoHAA poccuiickoil denepanuu M JPYrUX apXUBHBIX TOKYMEHTOB B
rOCyJIapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMOyIpaBiieHHs ¥ opranu3anusx» ot 07.09.2015
r..

. ﬂ,OI-(YMeHTbI NOCTOAHHOIO N BPEMEHHOTO XpaHeEHUA HEO6XO,£I,MMO rpynnmnpoBathb B
OoTAeNbHblE AeNa.

o BKkAtoyaTtb B 4€10 no OAHOMY 3K3eMNAAPY KaxXA40ro 4OKyMeHTa.

o I'pynnMpOBaTb B €210 4OKYMEHTbI O4HOT0 KaZIeEHA4APHOro roaa; UCKr4YeHne

COCTaB/AOT: Nepexoasawme ena; cyaebHole Aena; B TOM YUCAE IMYHbIE Aena, KoTopble GOPMUPYHOTCA B
TeyeHue BCero nepmoaa paboTbl 4aHHOTO /IMLA B OpraHM3aLumn U gpyrue.

o [eno ponKHo cogepkaTb He 6onee 250 NMMCTOB, NPU TOALWMHE He Bonee 4 cm.

o B Aeno nomeLLatoT OKYMEHTbI, KOTOPble N0 CBOEMY COAEPMKAHMUIO COOTBETCTBYIOT
3aro/IoBKy Aena, Npu 3TOM 3anpeLLaeTcsa rpynnupoBaTth B AeN1a YEPHOBbIE U AyHeTHbIe 3K3eMNNAPSI
[OKYMEHTOB (33 MCKNoYeHMEM 0CO60 LeHHbIX), @ TaKKe LOKYMEHTbI, Nog/exallme Bo3BparTy.

o BHYTpW Aena fOKYMEHTbI A0/KHbI 6bITb PAacNoNoXKeHbl TaK, YTOObI OHM NO CBOEMY
COAEpP!KaHWUI0 NOCNeA0BaTE/IbHO OCBELW AN onpeaeneHHble BOnpockl. [pn 3ToM AOKYMEHTbI
pacnonaratoTca B XPOHO0rMYEeCKoM nopagkKe (Bxoasatime - No gatam nocTynaeHus, UCXoaalme - no
AaTam oTnpaBAeHusa) UAK No andaBuUTy aBTOPOB M KOPPECNOHAEHTOB. XpOHO/I0rMYecKan
nocaeA0BaTeIbHOCTb PACNOIOKEHUA LOKYMEHTOB HauMHaeTcs oT 6o/1ee paHHMX NO AaTam AOKYMEHTOB
1 3aKaHuMBaeTca bonee No3gHMMM AaTaMu.

o MPUNONKEHUNA K SOKYMEHTAM, HE3aBUCUMO OT AaTbl UX YTBEPKAEHNA UAWN COCTAB/EHMUS,
NPUCOEAMNHAIOTCA K AOKYMEHTAM, K KOTOPbIM OHW OTHOCATCA. MpunoxeHuns ob6bemom cabilwe 250 ancTos
COCTaBAAOT OTAE/bHbIA TOM, 0 YEM B OKYMEHTE Ae/laeTca OTMeTKa.

. Mpukasbl No OCHOBHOW A0eATeNbHOCTU rpynnnUpPyroTCA OTAE/IbHO OT MPUKA30B No
NTMYHOMY COCTaBy.
. MpurKasbl N0 AIMYHOMY COCTaBY rPyNMNUPYIOTCA B 4e/1a B COOTBETCTBUMN C

YCTaHOB/IEHHbIMM CPOKaMM UX XpaHeHus. LlenecoobpasHo npu 601bwnx o6bemax 4OKYMEHTOB
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NpUWKasbl NO IMYHOMY COCTaBY, KacaloLMecs Pa3/IMUYHbIX CTOPOH AeATeIbHOCTN OpraHu3aummn (npMem Ha
paboTy, yBO/IbHEHWE M NEPEMELLLEHNE, KOMaHANPOBKU U TaK Aanee), rpynnuMpoBaTh B OTAe/bHble Aena.

o JOKyMeHTbI B IMYHBIX Aeax pacnoaaratoTca B XpOHO/IOFMYECKOM NOPALKE MO Mepe nx
NoCTYNEeHUA.

. Nnuesble cyeTa pabounx 1 cayKawmx no 3apaboTHOM naaTe rpynnupytoTcs B
oTAenbHble Aena U pacnonaratoTca B HUX No andasuty bammani.

) MpeanoxeHua, 3aaBaAeHUA U }Kanobbl rpaxkaaH no Bonpocam paboTbl opraHM3auumn

BCE AOKYMEHTbI N0 UX PACCMOTPEHMIO U UCTIONIHEHWIO TPYNMUPYIOTCA OTAE/IbHO OT 3aABNEHUI rpaxaaH
Nno INYHbIM BOMPOCaM.

. Mepenucka rpynnupyeTcs, Kak NpaBuo, 3a KaNeHAapHbI rof 1 CUcTeMaTU3npyeTca B
XPOHOIOTMYECKOo NocneA0BaTelbHOCTU, AOKYMEHT-0TBET MOMELLAETCA 33 JOKYMEHTOM-3anpocom. Mpu
BO306HOB/IEHWM NEPENUCKM NO ONpeaeIEHHOMY BOMPOCY, Ha4aBLUEWCA B NpeablAyLLEM roay,
AOKYMEHTbI BKNIOYAOTCA B €10 TEKYLLETO rofa € yKasaHUeM WHAEKCa Aena npesblayLero roaa.

PernamenTanust paboThl apxvBa MO JIUYHOMY COCTaBY MMeEET CBOIO crernuduky. JIroboi
JOKYMEHT, BHE 3aBUCUMOCTH OT LI€JIM €r0 CO3/1aHusl, MeCTa, BpEMEHH BOSHUKHOBEHUS, aBTOPCTBA
COJIEP’KUT MH(OpPMaIIKIO, KOTOPAst MOXKET ObITh BOCTpEOOBaHA Uyepe3 HEKUH BPEMEHHOM MeproI.
E.B. AnekceeBa oTmeuaeT, 4To 0co00€ MECTO Cpelu AapXUBHBIX JIOKYMEHTOB 3aHUMAIOT
JOKYMEHTBI 0 JIMYHOMY COCTaBYy, KOTOpbIE OTpa)kalOT TPYAOBbIE OTHOLIEHUS paOOTHUKA C
paboromatenem. (P3-125 «O6 apxuBHOM 1nene B Poccmiickoit @enepanum» 1n.3 cr.3). 3a 3TOM
(GOpMyTUPOBKOM 3aKOHA CKpBIBAETCS KOMIUIEKC JOKYMEHTOB YPE3BBIYAMHO BaKHBIM JUId
KaXJI0ro yeyoBeka. FMIMeHHO Ha oCHOBaHUU MH(OpMaluu, 3a(UKCUPOBAHHON B IOKYMEHTax IO
JUYHOMY COCTaBY, BO3MOXHO, B cllydae HEOOXOIUMOCTH, MOATBEPIUTh CBOM TPYJOBOM CTak,
3apaboOTHYI0 IUIaTy, WHBIE COLMAJbHBIE JIBIOTHI, TOJATAIOIIMEcs TpakJaHUHY I10
3aKOHOJIaTeNbCTBY PO.

Opnako ans Toro, yToObl MH(MOPMaLIK, 3aQUKCUPOBAHHAS B JOKYMEHTaX IO JIUYHOMY
COCTaBYy, UMeJia IOPUINYECKYIO CUILY, TOJDKHBI OBbITh BBIMOJIHEHbI, KAK MUHUMYM, TPH YCJIOBHS:
CO3JJaHHME M COXPAHEHHE ITUX JOKYMEHTOB B OpraHM3alUsaX pa3HbIX (JOpM COOCTBEHHOCTHU H, B
cllydae JMKBHJALMU OpraHu3anuu 0e3 MpaBoNpeeMHHUKaA- Mepeaaya UX Ha TOCylapCTBEHHOE
XpaHeHue. Anroput™M JeicTBuid npomnucad B 1.1.8,10 cr. 23 ®3-125 «O06 apxXxuBHOM Jiene B
Poccuiickoit @enepanuuy. «[Ipu NUKBUAALIMKM TOCYJAPCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CaMOYMpaBl€HUS, TOCYAAPCTBEHHBIX M MYHUIMNAIbHBIX OpraHU3alii BKIIOUYEHHBIE B
coctaB ApxuBHOoro ¢onga Poccuiickoit denepanuu JTOKYMEHTBI, JOKYMEHTHI IO JTMYHOMY
COCTaBY, a TaK)K€ apXUBHBIC JOKYMEHTbI, CPOKH BPEMEHHOI'O XpaHEHUsI KOTOPHIX HE UCTEKIIH, B
YIOPSAJOYEHHOM COCTOSIHUM TOCTYMAIOT Ha XPaHEHHE B COOTBETCTBYIOLIUM IOCYAapCTBEHHBIN
WM MYHUIUTAIbHBIN apXUB.

[Ipn nUKBUAALMKM HErOCYJAapCTBEHHBIX OpraHu3alliii, B TOM YHCJIE€ B pe3ylbTaTe
0aHKpOTCTBa, 0OOpa3oBaBIIMECS B Mpolecce UX JAEATEIbHOCTH W BKIIOYCHHBIE B COCTaB
ApxuBHoro ¢onga Poccuiickoit @enepanyii apXUBHBIE JOKYMEHTBI, TOKYMEHTHI [0 JTUYHOMY
COCTaBYy, a TaK)K€ apXHUBHbBIE JIOKYMEHThI, CPOKM BPEMEHHOTO XpaHEHHs] KOTOPHIX HE MCTEKIIH,
MepelaloTCsl JTMKBUIAIMOHHON KOMUCCUH (JIMKBUIATOPOM) UM KOHKYPCHBIM YIIPABJISIONINM B
YIOPSA0YECHHOM COCTOSSHUM Ha XpaHEHHE B COOTBETCTBYIOIIMM TOCYJApCTBEHHBIM WU
MYHHUIMIANBHBIA apXUB HAa OCHOBAaHMU JIOTOBOpAa MEXKIY JIMKBUAALMOHHOW KOMHCCHEH
(IMKBUATOPOM) WJIM KOHKYPCHBIM YIPABJISIOIIMMHU TOCYAaPCTBEHHBIM WM MYHUIMIAIbHBIM
apxuBoM. [Ipyu 3TOM JTHMKBHIAIIMOHHAs! KOMUCCHS (JIMKBUIATOP) MM KOHKYPCHBIN YIpaBIIsIOIIUi
OpraHMu3yeT yNOPsL0YEHUE APXUBHBIX TOKYMEHTOB JIUKBUAUPYEMON OpraHU3aliy, B TOM YHCIIE,
JUKBUAUPYEMOM B pe3ylibTaTe OaHKPOTCTBAY.

BaxxHo ormeTuTh, 4YTO B cOOTBETCTBUM ¢  DenepalbHbIM  3aKOHOM  «O
HECOCTOATENbHOCTU (0aHKPOTCTBE)» B pelNakiuu, AeWcTByromei ¢ 5 mapra 2012r, B ct. 129
CKa3aHO, YTO « KOHKYPCHBIH YHpaBISAIOMIMKA 0O0s3aH ...NMeperaBaTh Ha XpaHEHUE JTOKYMEHTHI
JOJDKHUKA, TOJIeKaIe o00s3aTelbHOMY XpaHEHUI0 B COOTBETCTBUHM C (herepanbHBIMU
3akoHaMM. llopsgok w®  ycnoBus Imepenaud  JOKYMEHTOB  JOJDKHHMKA Ha  XpaHEHHE
yCTaHaBJIMBAIOTCS (ellepalbHBIMI 3aKOHAMU M WHBIMH HOPMATUBHBIMU ITPABOBBIMH aKTaMU
Poccniickoit denepanum».
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Crnenyer moHMMATh MOJ OIPEACIICHUEM «UHBIE HOPMATHUBHBIE NPABOBBIC aKThl PDy,
periaMeHTHpYIOIUE Iepeayy Ha TOCyJapCTBEHHOE XpAaHEHUE JOKYMEHTOB II0 JIMYHOMY
cocraBy, npexe Bcero asa Pacnopsiokenus [IpaBurensctBa Poccuiickoit @enepannn, NpUHATHIX
B MepBOM MOJIOBUHE 1990-x rOJOB. HeobxomumocTthb roCyJ1IapCTBEHHOTO
pEeryaupoBaHusl BOIPOCOB OOECIIEUEHUSI COXPAHHOCTH JOKYMEHTOB IO JIMYHOMY COCTaBy B
Havyasie 1990-x rofoB crosyia 4ype3BbIUaHO OCTpO M Obuta cBsizana mnocie pacmaga CCCP ¢
JUKBUJAIIMEH OpPraHoB VIPABICHUS M HHBIX YUPSXKACHUH ¢ MNPEANPHUITHNH  COIO3HOTO
U pecmyOJMKaHCKOTO TOJYMHEHHs, a TaKKe C CO3JaHHWEM 3HAYUTEIBHOTO YHCIIa
HEroCyJapCTBEHHBIX OPTaHU3alMi BO BCEX OTPACIAX YKOHOMHUKH M OOIIECTBEHHOM KU3HU U HE
BCerga COOJIONAaBIIMX HOPMATHUBHBIE TPEOOBaHHA MO JOKYMEHTAIIMOHHOMY O(OPMIICHHIO
TPYIIOBBIX OTHOIICHUN C COTPYIHUKAMH, M, KaK CIEACTBUE, JUIIABIINE MX BO3MOXXHOCTH B
JTaNbHENIIEM JOKYMEHTaJIbHO TMOATBEPAUTH TPYIOBOM CTaX W T.JA. DTO T'PO3WIO CEPHESHBIMU
COIMATBHBIMHU TTOCTIEACTBUSMU.

Urtak, mis obecrniedeHHs] COIMANIBHOM W TMPAaBOBOM 3alIUThl rpaxaan PacmopspkeHue
[IpaButensctBa PO ot 23.04.92 Ne781-p 00s3bIBajio B LENSIX MPEAOTBPALLEHUS YTpPaThl
JIOKYMEHTOB TI0 IMYHOMY COCTaBY, a TAK)KE YIYUIICHUSI UX XPAHEHUS U UCIIOJIH30BAHUSA :

«l. VYcraHoBUTb, YTO JIUKBUJIUPYEMBIEC TMPEANPUITHS, OpraHU3allMu...u UHBIC
OpraHM3al[MOHHbIE CTPYKTYphl, HE3aBUCHUMO OT (OpMbI COOCTBEHHOCTH, MEpeNaloTcs Ha
XpaHEHHE TMPABONPEEMHUKOM WM TIPU €ro OTCYTCTBHUU BBIMIECTOSIIEMY IO TOTINHEHHOCTH
OpraHy IOKyMEHTHI 110 JUYHOMY COCTaBY....».

Kpowme Toro, nannoe Pacnopsbkenue Bo3inaraio Ha TOCYJapCTBEHHYIO apXUBHYIO CIIYXKOY
P® o6s3aaHOCTH 1O O00ECMEUEHUI0 COXPAHHOCTH JIOKYMEHTOB IO JIMYHOMY COCTaBY
JTUKBUIUPOBAHHBIX  OpraHm3anmuid  Bcex  (GopM  COOCTBEHHOCTH, HE  HWMEBIIUX
MpaBONPEEMHUKA WJIM BBIIIECTOSIIErO MO MOJYMHEHHOCTH OpraHa. B opranuszaioHHOM IU1aHe
ObUIO PEKOMEHIOBAHO OPraHOM HMCHOJHHUTEIHHOW BJACTU B HEOOXOJUMBIX CIydasiX CO3/1aBaTh
apXUBBI JUISl XpaHEHUS U UCIOJIb30BaHUS JJOKYMEHTOB IO TUYHOMY COCTaBY.

He menee 3naummbiM Obuto W ocrtaércs Pacmopspkenue IlpaBurtensctBa Poccmiickoit
Oenepanun o1 21. 03. 1994 Ne358-p, B KOTOPOM OTHOCUTEIBHO COXPAHHOCTH JOKYMEHTOB IO
JUYHOMY COCTaBY « BBICBOOOXKTAaEMBIX paOOTHHMKOB B pe3yiabTaTe  0Opa3oBaHUA,
peopraHu3aliy 1 JUKBUJAINH IOPUIMYECKHX JIUL ObLJIO0 PEKOMEHJOBAHO:

«l.  VYuypegurensMm  BHOBb OOpa3ylolIUXCS IOPUAMYECKUX  JIMI,  SBJISIOLIMXCS
IOPUAMYECKUMUA M HEKOMMEPYECKMMH OpraHM3allusIMH, BKIIIOYaTh B CBOU YdUpeauUTEIbHbIC
JOKYMEHTBI IOJIOKEHHUS, Kacaloluecss Y4éra U COXPaHHOCTH JIOKYMEHTOB IO JIHYHOMY
COCTaBy, a TaKXe CBOCBPEMEHHOI Iepelaue UX Ha TOCYJapCTBEHHOE XpaHEHHE B
YCTaHOBJIEHHOM MOPAIKE IIPU PEOPraHU3alUU WIH JUKBUIAIUN OPUIUYECKOTO JUIA.

2 @epepalbHBIM OpraHaM  HCIIOJIHUTENBbHOW BiacTh  cyObekToB Poccuiickoit
@denepallii OCYILIECTBIATh TOCYIAPCTBEHHYIO PETUCTPALMIO YUPEAUTEIbHBIX JOKYMEHTOB Ha
npuoOpeTeHue TMpaB  IOPUAMYECKOro  JMIla NP HAIMYUM B HUX  IOJOXKEHUH,
MIPEIyCMOTPEHHBIX B IYHKTE 1 HACTOSIIErO PaCIOPSIKEHUS. .. ).

Takum o0Opazom, OBLT odopmieH MPaBOBOM MEXaHHU3M,
MOAPa3yMEeBarOIIHiA OTBETCTBEHHOCTh OpraHu3anuu 3a CO3/1aHUE u
COXPaHHOCTh JOKYMEHTOB IO JIMYHOMY COCTaBy M 00s3aTeNbCTBa TOCYAApCTBa MPUHSATH Ha
JONTOBPEMEHHOE (a OTHENbHbIE KOMIUIEKCBI W Ha TOCTOSHHOE) XpaHEHHWE JTU
COIIMANIbHO-3HAUYMMBbIE MaTEPUATIBL.

Ba)xHO HaMOMHHUTH, YTO apXUBHI (MPEXK/E BCETO TOCYJAPCTBEHHbIE U MYHHUIIUIIATIbHbIE, a
TaKkKe apXUBbl OPraHH3aIUil) SBISAIOTCA aTPUOYTOM TOCYAapCTBEHHOCTH, €€ MPaBOBBIM
rapantoM. OHH HecyT o0s3aTelabCcTBAa  Meped TOCYAapCTBOM M TPaKIAHMHOM B
JOKYMEHTAIBHOM TOATBEPXKICHUN HX IOPUIUYECKUX TPaB U COLUATBHBIX TapaHTHH.

Bo ucnonuenue stux Pacnopsokenuii [IpaButenbcTBa ObUIM CO3AaHBI B OOJBIIMHCTBE
cyobekToB PO criennanu3upoBaHHbBIE apXHUBBI IOKYMEHTOB T10 JUMYHOMY COCTaBYy. B oCTalbHBIX
CyOBbeKTaxX JOKYMEHTHI MO JTUYHOMY COCTAaBY MOTYT XPAHHUTHCS B TOCYIapCTBEHHOM apXUBE,
nub0 B oOpraHe YIOpaBICHHUS apPXUBHBIM J€IOM, COBMEIIAMONIEM (QYHKIHUUA YIPaBJICHUS
apXUMBHBIM JIEJIOM W XpaHEHHE JOKYMEHTOB. BakHyl0 pojib B COXpaHEHHUU JIOKYMEHTOB IIO
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JUYHOMY COCTaBY JUKBUAMPOBAHHBIX OpPraHMU3alluii, B TOM YKCIIe U B pe3yibTaTe OaHKPOTCTBA,
UTPAIOT MYHUIIUITATBHBIC APXUBEI.

Bun marepuanoB KaTeropuu JOKYMEHTOB 110 JITYHOMY cocTaBy. OOpaTHMCS 32 TOMOIIBIO
K HBIHE JIEHCTBYIONIEMY HOPMATUBHOMY IOKYMEHTY «llepedyHro THIOBBIX YIIPaBICHYECKUX
apXMBHBIX JIOKYMEHTOB, 00pa3yIOIIUXCs B MPOIECCe AEITEeIbHOCTH TOCYAaPCTBEHHBIX OPraHoOB,
OpraHoB MECTHOTO CaMOYIIPABIICHUsSI U OPraHU3alli, C YKazaHueM CpoKoB xpaHeHus». (M. 2010
3apeructpupoBadn Muntoctom Poccun 8 centsiops 2010r. Per.Ne 18380). Ilepeuensb Bkitodaer
TOJIBKO THITOBBIC YIIPABICHUYECKUE JOKYMEHTHI, OOpa3ylommecss B IpOIEecce esITeIbHOCTH
opranusanuii Bcex popM coO0cTBeHHOCTU. B nepByro ouepenb Hac OyAyT HHTEPECOBATDH pa3/Aebl,
coJiepKallie JIOKyMEHThl 110 OpraHu3aliy, HOPMUPOBAHUIO, Tapu(dUKalUM, OIJIaTeé U OXpaHe
tpyna (Pazmen Ne7), a Taxke MOKYMEHTHI O paboTe C Kaapamu: Hpuéme, TEpEeMEIICHUH,
YBOJIBHCHUH PAOOTHHUKOB, TOBBINICHHHM HMX KBAJTU(HUKAINHU, MPOBEICHUU aTTECTAIlUH, a TaKkKe
Harpaxaenun (PaznenNe8). Kpome toro, cienyet npusieub qokyMeHTHl U3 Paznena Ne4 «Vder u
OTYETHOCTBY», CBSI3aHHBIE C OTUIATOM TPy/Aa U IPYrUMHU BBIIJIATAMHU COTPYIHUKAM.

HopmatuBHEIE CPOKM XpaHEHHsSI TOKYMEHTOB 1O JIMYHOMY COCTaBY YYHUTHIBAIOTCS IMPHU
COCTaBIICHUM B KaXXJIOW OpPraHHM3alMi BEJIOMCTBEHHBIX (JIOKAJIBHBIX) HOPMATHBHBIX AKTOB:
WHCTPYKITUH, TIPaBUII, TMIOJIO’KEHU B KOTOPBIX H3JI0KEH HOPSATIOK
COCTaBJICHUS HOMEHKJIATyphI Jet, dbopMupoBaHus u odopmieHUs Jien,
COCTaBJIEHUS HAyYHO-CIIPAaBOYHOTO armapaTa, MOATOTOBKH [eJI K apXUBHOMY XpaHEHHUIO.
[ToarotoBKa JOKYMEHTOB IO INYHOMY COCTaBY K JJIUTEIHLHOMY XPaHEHHUIO HAUMHAETCS Ha CTa/ U
COCTaBJIEHUSI HOMEHKJIATYpPbI €N U GOPMUPOBAHUS €T B AETONPOU3BOJICTBE.

OCHOBHBIMH HOPMATHBHBIMH JJOKyMEHTaMH, B KOTOPBIX YCTAHOBJICHBI 00IIHE TPEOOBAHUS
Mo »TH BompocaM sBisitoTcs «lIpaBuna opraHu3anuu XpaHEHUs, KOMIUIEKTOBaHUsA, ydu€Ta W
WCIOJIb30BAHUS JJOKYMEHTOB apXWBHOTrO (oHAA poccuiickoil denepanii U APYrUx apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpaBJiCHUS U
opranmzarusax» oT 07.09.2015 r. u «lIpaBuna aemonpousBojcTBa B (eaepalibHBIX OpraHax
HCTIOJIHUTENBHOM BIaCTU», YTBEPKIACHHbIE TocTaHoBIeHHeM [IpaBurensctBa PD ot 15.06. 2009
r.No477.

KitoueBpiM  siBiIsIeTcss BOIPOC JOCTyHa IMOJb30BaTelled K JOKYMEHTaM IO JHYHOMY
COCTaBY B FOCY/IapCTBEHHBIX M MYHULIUMNANbHBIX apxuBax PD u opranuzanuu nojib30BaHUS UMU
JIOKyMeHTBl 1O JHUYHOMY COCTaBy, II0 CYTH, SBISIOTCA MCTOYHUKAMH MacCOBOTO
MPOUCXOXKACHUS M uX uHpopManus (B 0OE3TMYEHHOM BHJIE, B COOTBETCTBHUM C HOPMaMU
NecTByIOlero 3akoHojaatenbcTBa P®) wmorma Obl cTaTh OCHOBOWM Ui YHUKAJIbHBIX
UCCIIEIOBAaHUN B 00JIACTH COLMOJIOTUH, JeMorpaduu, reHeaJorTud U MHOTUX JIPYTMX Hay4HBIX
HampaBiieHud. Takum 00pa3oM, BBIXOJS 32 paMKU HCIHOJHEHUS TOJBKO COIMAIIBHO-IIPABOBBIX
3ampocoB TeX TrpaxaaH, HHPopMamuss O KOTOPbIX 3adUKCHUpOBaHA B JIOKYMEHTAIlUH,
MOCTYNUBIIEH Ha XpaHeHUEe B apXuBbl. [IOCKONBKY, 4acTh Nl U JOKYMEHTOB IO JUYHOMY
COCTaBY coJiepaT CBEJICHUS, O JTMYHON U CeMEeHHOM TailHe rpaKJaHHHA, €ro JIMYHOW KHU3HU ,
CBEICHUS , CO3JAIONINE yrpo3y Uis ero 0e30MacHOCTH, CIeAYyeT Ype3BhIYaiiHO TaKTUYHO, C
coOnrofieHueM HbIHE JICHUCTBYIOIIETO 3aKOHOJATEIbHBIX HOPM  HUCHOJb30BaTh JaHHbBIC
JOKYMEHTBI.

[Tomoms apxuBaM W TMOJB30BATENsIM apXUBHOW HMH(OpMalMeld Mo COONIOIEHUI0 BCEX
TpeOOBaHUN OTHOCHUTEIBHO HCIOIB30BAHMUS JOKYMEOHTOB TIO JIMYHOMY COCTaBy MOTYT
oka3zaTh Mertoanyeckue pekomeHaanuu, noarorosieaasie BHUNJIAJ B 2009r : «OGecnieuenue
JOCTyNa TOJdb30BaTeNell K JOKYMEHTaM TOCYJapCTBEHHBIX W MYHUIIMNAIBHBIX apXHBOB
Poccuiickoit ®denepanuu ¥ opraHuzaiys MOJB30BAHUS HMH», Oa3UPYIOUIUECS Ha HOpPMax
POCCHIICKOTO apXUBHOTO M CMEXHOTO 3aKOHOAATEIbCTB.

Obpatumcs k mogpasfeny 1.2.3. MeToauveckux peKOMEHIAuid , B KOTOPOM
MIEPEYUCIICHBI KaK MpaBa M 00s13aHHOCTU TOCYJAPCTBEHHBIX U MYHUITUTIATBHBIX apXHUBOB, TaK U
MoJIb30BaTeneil (FOpUINYecKuX U (PU3MYECKUX JIMII) MO 0OECHEUYeHUI0 NOCTyNa U OpraHU3aluu
WCIOJIb30BaHUsl JIOKYMEHTOB IO JTUYHOMY cocTaBy. B cootBeTcTBHU C 1.3 c1.25 @3 -125 «O06
apxuBHOM zene B Poccuiickoit denepannn»- apXuB OTpaHUYMBAET JOCTYI MOJIb30BaTeNe K
apXMBHBIM JieJlaM M JOKYMEHTaM, COJAEp)KalluM CBEIEHUS O JIMYHOW W CeMeiHOW TaiiHe
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rpakJIaHWHA, €r0 YacTHOW XKU3HH, CBEJICHHUS, CO3/AIOIIME Yrpo3y Juisi ero Oe30MacHOCTH, B
TEUEHHUH 75 JIET CO IHS CO3aHus TOKyMeHTa. [locie OkoHYaHus 3TOro neproia OrpaHuYEHUs Ha
JOCTYIl CHUMAKOTCA. VICKIIOUeHUEM SBISIOTCSA JIeJa U JOKYMEHTBI JJUYHOTO MPOUCXOXKIACHUS,
MepelaHHble B apXuB Ha OCOOBIX YyCHOBUSX nocTynma K HUM. COOCTBEHHHK HMEET TIPaBO
YCTAHOBUTbH CBOM CPOKHM OTPAaHUYCHUS U YCIOBHS JOCTYIIA.

ApXMB TPEIOCTaBISET Jieja U JOKYMEHTHI 0€3 OrpaHUYeHUN caMoOMy TPaxIaHUHY -
CyOBeKTY HH(OPMAIIHH, €CIIH 3TO HE IPOTHBOPEYUT 3aKOHOIATENbCTBY PD (Hampumep, 3aKOHOM
«O rocynapcTBeHHOM TaiHe», «O0 onepaTMBHO-PO3BICKHON JEATENIBHOCTH» U JIp.) WU
JOBEPEHHOMY JIMITY TpaXKJaHUHA (MPU MPEAbSIBICHUH JIOKYMEHTOB, YIOCTOBEPSIIOUINX TUYHOCTD,
JOBEPEHHOCTH, 0()OPMIICHHON B YCTAHOBJIICHHOM 3aKOHOM TIOPSIIKE).

[Tociie cmepTu rpakJaHuHa MPaBOM Ha AOCTYN K apXMBHBIM JI€JaM MU JIOKYMEHTaM,
COJIEpKAIUM CBEACHHS O TMYHOM U CEMEWHOM TailHe, ero YaCTHOM KU3HU 00J1a1at0T HACIIETHUKU
( moBepeHHBIE JIMIIa HACIEIHUKOB), €CJIU 3TO HE MPOTUBOPEUUT 3aKOHOIATEILCTBY PD. Apxus
B3aMMOJICMCTBYET C HACIECIHUKAMH TNPU HAJIUYMM CBHUJECTEIIBCTBA O CMEPTU TPaKIaHUHA U
JOKYMEHTOB , TOATBEPKIAIOIINX X MPAaBO HA HACIIEICTBO.

s IpYrux KaTeropumn II0JIb30BaTENIEH HE00X0MMO IMUCbMEHHOE
HOTapHaJIbHO-3aBEPEHHOE pa3pelieHne TpaKJaHuHa (€ro HACIEeIHUKA WM JOBEPEHHOTO JIUIA),
KOTOPO€ MOXKET OBITh 3alpoIleHO OpraHW3alMeld , HAMpaBUBIIEH IOJIH30BATENsl B apXUB,
MOJIH30BaTENIEM , €CIIM OH - YaCTHOE JIUI0, WJIM apXHBOM IO TPOCHOEe MOIh30BaTENsA. APXUBY
CJIeyeT BBIJIaBaTh TOJB30BATENIO TOJIBKO T€ Jea U JOKYMEHTHI, KOTOpble OyIyT yKa3aHbl B
pa3pelieHun.

ApXUB MPENOCTABISET O OKOHYAHUA 75 JIET CO JHS CO3JIaHMSl JOKYMEHTa AapXWBHBIE
Jiena M JOKYMEHTHI, COJIEpKalllie CBEACHUS O JIMYHOW M CEMENHOM TaillHe TpakJIaHWHA, €ro
JacTHOM JKU3HU o MOTHUBUPOBAHHOMY MUCbMEHHOMY oOpareHuto
COTPpYAHUKAM opranmuzaiui-GhoHI000pa3oBaTeNICH u WX  TPUEMHHKOB, OpraHoB
rOCyJIapCTBEHHOM BJIACTH, OPraHOB MECTHOT'O CaMOYIpaB-JICHUS, CyJI0B, OPTaHOB MPOKYPATYPHI,
OpPraHOB TIPEIBAPUTEIBHOTO CIEACTBUS W JIO3HAHWS B TNPEJEIax HCIOJIHEHUS HWMHU CBOMX
CITyKeOHBIX 00s13aHHOCTEH.

ApxuB 0€3 COTJIaCOBAaHUS C TPakJIaHWUHOM (€r0 HACJICIHHKAMU) 0O0eCreYrBaeT JIOCTYIl
MoJIb30BaTeNIeH K JesiaM, COJEpIKalliM OCHOBHBIE OMOrpadUyYecKUe JaHHBIC JUIA: CBEICHUS O
JaTe U MECTe €ro POXKJCHHs, CMEPTH, 00pa30BaHUH, CIY)KEOHBIX JOJDKHOCTSX (€CIM HSTO HE
MPOTUBOPEYUT dbenepambHOMY 3aKOHOJATEIbCTRY, HampuMep, 3aKOHOM «O
roCyJIapCTBEHHOM TaiiHe», «O0 omnepaTUBHO-PO3BICKHOW ACSITEIBHOCTU» M Jp. ), TOYETHBIX
VYCHBIX 3BaHMIX, Harpazax, BBIOOPHBIX JIOJDKHOCTSAX, 00 OMYyOJMKOBAHHBIX pe3yJbTaTax
TBOPUYECKOM M HAYYHOU JAEATEILHOCTU FpaXkJaHUHA.

ApxuB o0ecreyuBaeT JOCTYNl I[OJIb30BAaTeNs TOJBKO K TEeM JOKyMEHTaM WM
nH(pOpMaLIUU, KOTOPbIE OTHOCSTCS K JIUIYy B OTHOIIEHHH KOTOPOTO, OBLIIO MOJIy4E€HO pa3pelieHne
o poctyne. Ecnu B gene HaxoasaTcsl JOKYMEHTHI, coJiepikalue KoHGUACHIIUaIbHbIe CBEICHUSI O
HECKOJIBKMX JIMIIAX, TO TAKHUE JieJla HAa PYKU II0Jb30BaTENsM HeE BblaaroTcA. MHTepecyromas
noJsib30Barenss uHpopMalus MOXKET ObITh BbIJaHA €My B BHJIE apXUBHOW CIPABKU WM KOTIHIA
JOKYMEHTOB C U3BATHIMH M3 HUX KOH(PHICHIMAIbHBIMU CBEACHUAMH O JPYTUX JIHIAX.
Pazpemienne Ha nmoctyn BBIIAETCS PYKOBOJIMTENIEM TOCYAAPCTBEHHOIO apXvMBa WJIM JIMIIOM,
00J1a1a101IUM COOTBETCTBYIOIUMHU OTHOMOYHSMHA B MMUCHMEHHOM BHJIE.

Takum 06pa3zom, OCHOBHBIE TOKYMEHTHI, COCTABIISIIOIINE HOPMATUBHYIO 0a3y apXUBOB 110
JINYHOMY COCTaBY, 3TO:

1. TpynoBsoli Koaekc Poccuiickoit Pegepaunn N 197-03 30 gekabps 2001 r. Bepcus ¢
M3MEHEHUAMM N gononHeHmnamm ot 29.06.2015.

2. depepanbHbiit 3aKkoH «06 apxuBHom aene B Poccuiickont ®eaepaummn» No125-$3 ot 22
OKTA6pn 2004 .

3. MpaBuaa opraHM3aLMmM XpaHEeHUA, KOMNIEKTOBaHMA, YY4ETA N MCNOIb30BaHMUSA
AoKymeHToB ApxmnsHoro ®oHaa Poccuiickoit Gesepaumm U ApYyrux apXmsHbIX 4OKYMEHTOB B
rocyAapCTBEHHbIX OpraHax, opraHax MecTHOro camoynpasiaeHua u opraHmsaumax. Mocksa — 2015 r.
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4, MepeyeHb TMNOBbIX YNPABAEHYECKMUX apXMBHbIX OKYMEHTOB, 06pasyoLLnXCS B
npouecce AeATebHOCTU roCy4apCTBEHHbIX OPraHOB, OPraHOB  MECTHOr0 CaMoynpaB/ieHUA K
OopraHmM3aumii, C yKasaHMeM CPOKOB XpaHeHUs. 3apernctpmposaH MuHioctom Poccum 8 ceHTabpsa 2010 T.
Per.Ne 18380.

5. MeToaunyeckme pekomeHaaumnm « JKkcnepTmsa LeHHOCTM M 0T6op B cOCTaB APXMBHOMO
doHaa Poccuiickort Pepgepaunm JOKYMEHTOB MO IMYHOMY COCTaBY» nNpoekT 2014 r.

6. MHCTPYKUMA NO 4enonpoun3BoacTBy opraHmsaumnm. OamH 13 pasgenoB MHCTPYKLUK
MOMeT coeprKaTb Npasuaa XxpaHeHNA OKYMEHTOB NO IMYHOMY COCTaBYy.

7. MHCTPYKLMA NO KagpoBOMY A4eN0NPOU3BOACTBY OpraHmM3auum.

8. Mpumepom nocay»KaT BblAEPHKKN N3 MHCTPYKLMIN MO Ka[poOBOMY AEe/1I0NPOM3BOACTBY

04HOro By3a.

4. JOKYMEHTHAI [10 VUETY KA/IPOB.

4.1. TpynoBas KHW)KKa paOOTHHKA — OCHOBHOW JOKYMEHT O TPYAOBOH JESTENBbHOCTH U
TPYIOBOM CTake paboTHUKA. TpyHoBble KHIKKA BEOyTCSl B MOpPSAIKE, MPEIyCMOTPEHHOM
«[IpaBunamu BeleHUsI U XpaHEHUS TPYAOBBIX KHIKEK, U3TOTOBJIEHUS OJJAHKOB TPYAOBON KHMKKHU
u o0ecnieueHus MU paboToAaTesei», yrBepkKIeHHbIMU IocTaHoBieHueM [IpaBurensctBa PO ot
16 anpens 2003 r. N 225 (c usmenenusimu ot 6 ¢espans 2004 r.)

4.2. JInyHOE NI€0 — COBOKYMHOCTH JOKYMEHTOB, COJEPKAIIMX IOJHBIE CBEIACHUS O
paboTHUKE U €ro TPYNOBOH AesTenbHOCTU. JIMUHbIe fAena BeayTcs ¢ 1eNbl0 KOHIIEHTpalul Beel
nHpopmanuu 00 0THOM pabOTHUKE B OT/IETHHOM KOMILIEKCE (A0ChE).

4.2.1. JIuunsie nena BEIyTCS HAa BCeX paOOTHUKOB HMHCTHUTYTA.

4.2.2. Jluunoe neno odopmisieTcsl MOCie HW3JaHus MpHKaza o MpuemMe Ha padoTy,
dbopMupyeTcss B TEYCHHE BCErOo Cpoka pPabOThl pabOTHUKA W JIOTIOJHSIETCS JOKYMEHTAaMH,
XapaKTEPU3YIOIIUMH TPYAOBYIO IE€ATEIBHOCTb.

4.2.3. Jlnuapie nena paOOTHUKOB XpaHATCS 75 JET, PYKOBOIUTENCH OpraHu3aluu —
ITOCTOSIHHO.

4.2.4. Jlnunple nena XpaHATCS B YTNPABJICHUU KaK JOKYMEHTBI CTPOrOd OTYETHOCTH.
OTBETCTBEHHOCTh 3a XPAaHEHHWE JIMYHBIX JEJI BO3JIAracTcsi Ha OTBETCTBEHHOTO 3a BEJICHHE
KaJI[pOBOT'0O JIEJIONPOU3BOACTBA paOOTHUKA YTIPABICHHUS.

4.3. XKypHanbl (KHUTH) y4yeTa — JOKYMEHTHPOBAHHE OCHOBHBIX OIEpalyii 0 ABMKEHUIO
JMYHOTro cocTaBa. K yd4eTHbIM TOKyMEHTaM OTHOCSTCS:

nu4yHbIe KapTouku ¢.T-2;

YKYpHaJ perucTpauyy IPUKa30B M0 JUYHOMY COCTaBY;

YKYpHaJ perucTpaluuu TPyJOBbIX JOTOBOPOB;

YKYpHaJl perucTpaluuu JUCTKOB

HETPYAOCIOCOOHOCTH;

TPYAOBBIE KHUKKU PAOOTHUKOB;

KHHUT'a ydeTa JBUKECHHUS TPYAOBBIX KHUKEK U BKJIAQJIBIIIECH K HUM.

6. TIOPANOK IIOAI'OTOBKU U TIEPEJAYUN JEJI HA XPAHEHUE B APXIB
NHCTUTYTA

6.1. /lns onpeneneHus IEHHOCTH KaJPOBBIX JOKYMEHTOB C LIETBI0 0TOOpa UX HA XpaHEHUE
B apXUB MHCTUTYTa M YCTAHOBJICHHS CPOKOB XpaHEHUs MPOBOJAMUTCS JKCHEPTH3a LIEHHOCTHU
JOKYMEHTOB.

O160p KaapOBBIX TOKYMEHTOB JJISl OCTOSIHHOTO XpaHEHHsI MPOBOJAUTCS Ha OCHOBAaHUU
MepevYHel JOKYMEHTOB C YKa3aHMEM CPOKOB HX XpaHEHUsS M HOMEHKJIATyphl JAeNl IyTeM
MOJMCTHOTO MPOCMOTPA JEI.

[Io pe3ynpTaTaM »HKCIEPTU3bl LEHHOCTH JIOKYMEHTOB COCTABIISIIOTCS OINMCH  JIEN
MOCTOSTHHOTO, BPEMEHHOTO XPAHEHUS U 110 JUYHOMY COCTaBY, a TAKXE aKThl O BBIJCICHUU eIl K
YHUUYTOKEHHUIO.
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6.2. Ha 3aBepiiieHHBIE JeTIa TIOCTOSIHHOTO, BPEMEHHOTO XPAHEHUS U TI0 IMYHOMY COCTaBY,
MPOIIEAIINE OIKCIEePTH3y IEHHOCTH, O(OPMIICHHBIE B COOTBETCTBUM C HACTOSIIUMU
TpeOOBAHUSMU, €KETOTHO COCTABIISIOTCS OTIHICH.

[Ipu cocraBieHnu onucH A€ COOIIOAIOTCS CIeIyIoIue TpeOOBaHHS:

3aroJIOBKH €I BHOCATCS B OIIMCh B COOTBETCTBUU C HpHHﬂTOﬁ cxemou cucreMatru3sanmn
Ha OCHOBE HOMEHKJIATYPHI JIET,

Fpa(bI)I OIMHMCH 3aIllOJIHAIOTCA B TOYHOM COOTBETCTBHMHM C TEMHU CBCIACHUAMH, KOTOPBLIC
BBIHECEHBI Ha 00JIOXKKY Jena.

Omnwcu Aen coOCTaBISAIOTCS 10 YCTAaHOBICHHOH (OpMe B TPEX IK3EMIUISIpax.

7. OCOBEHHOCTU O®OPMIJIEHMA JOKYMEHTOB IIO0 OTAEJIbHBIM
KAZIPOBbIM ®YHKIWAM
7.1. Ilpuem Ha paboty
7.1.1. JlokyMeHTbI, HEOOX0AUMBbIE MPU OPOPMIIEHUH TIpUeMa Ha paboTy
7.1.1.1. TlepeueHb JOKYMEHTOB, CO3/1aBAEMBIX OTJEIIOM KaJpPOB:
- TPyIOBOH JJOTOBOP
- IpUKa3 o0 IpuemMe paboTHUKA Ha paboTy
- nu4Has kapTouka (popma Ne T-2)
- IUYHOE JIeJI0
- TIMCBMO-CBEJICHUSI O TPaKJIaHWHE, MOJUIekKAIIEM BOMHCKOMY YYeTy W TPUHSTHH
€ro Ha paboTy (ISt JIUII, TTOJISKANTUX BOMHCKOMY YUETY).

7.1.3.8. B Teuenue Tpex pabouyux JAHEN co HS MpuemMa Ha paboTy CHEIHAIUCT 10 KajJpam

ohopMIISET JTUIHOE JIENI0 pabOTHHUKA.

B coctaB nu4HOTrO A€na BXOJAT CIEAYIOIINE TOKYMEHTHI:

- BHYTPEHHSIS OMKCh IOKyMEHTOB Jejia

- JIMYHBIA JIMCTOK TI0 YYETy KaapoB ¢ pororpadueit

- aBToOmorpadus

- BBINMCKAa W3 pEIIEHUS YUYEHOTO COBETa O Ha3HAUEHUM Ha JIOJDKHOCTH IO
pe3yibTaTaM KOHKYPCHOTO 0TOOpa UK BIOOPOB (U1 HAYYHO-TIEIarOTHYeCKUX PaOOTHUKOB)

- KOIKA IpHKa3a o mprueme Ha padoty

- KOTIMU JIOKYMEHTOB 00 00pa3oBaHUU

- TPYAOBOM JOTOBOD

B teuenue Bcero mepuoaa paboThl B JIMYHOE €710 PabOTHHKA BHOCSTCS KOMHH
MIPUKA30B O MEpeBOaX, MepeMEICHUSIX, KOMMU JOKYMEHTOB O CMeHE (DaMUJINH, O MOBBIILICHUU
KBaJIM(DUKALIMY U TIP.

PA3JEJ 2. OTBOP U O®OPMJIEHHUE AEJI, COAEPKAIIUX JOKYMEHTbI
110 IMYHOMY COCTABY AJid JOJITOBPEMEHHOTI'O XPAHEHUA

Tema 1. Ikcnepmu3sa yeHHoOCmU OOKYMEHMOE NO TUYHOMY COCHABY

ITo ncTeueHnn oAHOTO rojia Mocje 3aBeplieHust POPMHUPOBAHUS JIeNl B JIETIONPOU3BOICTBE
IpOBOJUTCS padoTa MO MX MOATOTOBKE K Iepejaue Ha XpaHEHUWE B apXUB YyupexJeHus. B
cooTBeTcTBUH C «IIpaBumamMu opraHu3aliy XpaHeHHs!, KOMIIJIEKTOBAHUS, YU€Ta U UCTOIb30BAHUS
JOKYMEHTOB apXMBHOTro (hoHIa poccHuiickoil ¢enepanuu U APYrux apXUBHBIX JTOKYMEHTOB B
roCylapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIPaBJIeHUs ¥ opranuzanuax» ot 07.09.2015
I. B apXuB IOCTYNAOT JOKYMEHTHI, B TOM YHUCJIE 110 IUYHOMY COCTaBY, HE IIO3HEE UEM YEpE3 TPU
rojia rnocje 3aBepiieHus uX GopMHUPOBaHUS B JICIIOTIPOU3BOICTBE.

Jlena mnepenaroTcss B apXuB B YINOPSJAOYEHHOM COCTOSIHMM II0 CJAQTOYHOM OIMCH.
JIOKyMEHTBI MO JIMYHOMY COCTaBY BBIACISIOTCS B OTAEIbHYIO TPYIHILY, CHCTEMAaTU3UPYIOTCS
000C00JICHHO U BKIIIOYAIOTCS B CAMOCTOSITEIIbHYIO OIUCH.

[ToaroToBka JOKYMEHTOB K JUIMTEIHHOMY XpaHEHHUIO BKIIIOUAET B ceO:
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1. npoBeAeHMe 3KCNepTM3bl LEHHOCTU JOKYMEHTOB;

2. obopmneHune pen;
3. COCTaB/ieHWE Onucelr W HaAy4yHO-CMPaABOYHOro annapata K HUM (yKasaTenew,
ornaBneHuni).

[Ipu npoBeneHUM 3KCHEPTU3BI IEHHOCTU JTOKYMEHTOB B KaJpOBOW CIyX0€ MPOBOAUTCS
0oTOOp JIeNl C JOJTOBPEMEHHBIM CPOKOM XpaHeHus (cBbime 10 Jer) [uis mepeaaydl B apXuB
YUPEXKJICHUS, BBIIETICHUE K YHUUTOKEHHIO IOKYMEHTOB, CPOKU XPaHEHUsI KOTOPHIX UCTEKIH.

OT0Op MOKYMEHTOB Uil JNAJbHEHIIET0 XpaHEHUS TPOUCXOAUT IIyTeM MPOBEICHUS
IIOJINCTHOTO MpocMoTpa aei. He nomyckaercss mpoBeaeHUE dKCIEPTU3bl LIEHHOCTH JOKYMEHTOB
TOJIBKO IO 3aroJIoBKaM Ha oOsokkax nen. Ilpu 3ToM M3 nen M3bIMArOTCs JIMIIHUE KOIUHU
9K3EMIUIIPOB JOKYMEHTOB I JOKYMEHTBI, HE OTHOCSIIUECS K BOIPOCAM, MO KOTOPHIM OBLIO
c(OpMHUPOBAHO JEJI0; YUUTHIBAETCS MPABUIBLHOCTH O(DOPMIIEHUS JOKYMEHTOB.

Odopmienue nen mperycMaTpuBaeT CUCTEMATH3aLUIO JOKYMEHTOB B JeJie, MOAIINBKY
WIK TeperieT Jiena, HyMEpaluio JHCTOB JeJla, COCTABJIEHHWE JIMCTa-3aBEpUTENs Jeda,
cocTaBiieHUE (B HEOOXOJUMBIX Cllydasix) BHYTPEHHEH ONHUCH JOKYMEHTOB.

JIOKyMEeHTBI B Jieax, COJAEp)KAlMX MpHKa3bl, PacCHOpSIKEHHUs] IO JIMYHOMY COCTaBY,
MEePECUCTEMATU3UPYIOTCS B XPOHOJOTMYECKON IOCIIEI0BATENIBHOCTH: B Hayalle JieNa JIOJIKHBI
pacnojiaratbcs MpHUKasbl (pacnopsbKeHUs) 3a SHBapb, MOTOM 3a (heBpasib U T.1I.

AHAJIOTMYHO, 1O XPOHOJIOTMYECKOMY MPHUHLHUITY MPOBOJUTCS  CHCTEMAaTU3alUs
JOKYMEHTOB B JejaX, COJAEpKallMX akKThl O HECYACTHBIX CIIydasX, IMPOTOKOJIbI 3acelaHuil
KOMHUCCHUHM, TOKYMEHTBI O IPEICTABICHUN K HarpaXXJACHUIO, TPYIOBbIE JJOTOBOPHI (COTJIAIICHHUS),
Tapu(UKAITMOHHBIE BEJIOMOCTH, Tabeu U HapsIIbl pa0OTHUKOB BPEIHBIX MPOECCUit.

[HoamuBka chopMHpOBaHHBIX JIEN TPOU3BOIUTCS TOJIBKO MOCIE 3aBEPIICHUS SKCIIEPTU3BI
LIEHHOCTH JOKYMEHTOB. JIOKYMEHTHI JAeia MOALIMBAIOTCS, MEPEIUICTAOTCA B YEThIpe MPOKOIIa
CYypOBbIMM HHUTKaMH. IIpum 3TOM, y4yuThIBasi MHTEHCUBHOCTb HCIIOJIb30BAaHUS JTOKYMEHTOB IO
JUYHOMY COCTaBy IIO COLMAJbHO-NIPABOBBIM 3alpocaM TIpaxJaH U YUPEKACHUH, IpH
BBITMIOJIHEHUH MEPEIUIETHBIX paboT, MOJIIMBKE €N CIEAYeT HUCHO0Jb30BaTb KapTOH BBICOKOTO
Ka4yecTBa, UMEIOUINHA MOBBIIICHHYIO INIOTHOCTh. JIOKYyMEHTBI MOAIIUBAIOTCS, IEPEIIETAIOTCA TaK,
4T0OBI OBLIO 00ecIeueHO CBOOOHOE YTEHHUE TEKCTA.

Ilepenaya niesn Mo JMYHOMY COCTABY B apXUB OCYILLECTBIIAETCS TOJIBKO 1O onucsM. [Tpuem
KaX/I0ro JieJla HpPOM3BOJUTCS PAOOTHUKOM apxuBa (JIUIIOM, OTBETCTBEHHBIM 3a apXUBHOE
XpaHEHue) B MPHUCYTCTBUU COTPYAHUKA KaapoBoil ciyxObl. Ilpu sToM Ha 00eux sK3emMIusipax
ONMMUCH Jie1 IOCTOSTHHOTO M JUIMTENBHOTO XpaHEHMs, C/JAaBaeMbIX B apXuB, JeJIaercs
COOTBETCTBYIOLIass oTMeTKa. Lluppamu M mponMchio B KOHIE KaXKJIOr0 SK3EMIUISIpa ONUCH
YKa3bIBAETCS KOJMUYECTBO (PAKTMUYECKH NMPUHATBHIX B apXWB J€J, HOMEpa OTCYTCTBYIOUIMX Jel,
JlaTta npueMa-repesadd Aei, a TakkKe MOANUCH NPUHUMAOUINX M MepealolliuX JODKHOCTHBIX
JIMIL.

[Ipu HanM4YMK B JIMYHOM JieJie HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (y1OCTOBEPEHUIA,
CBU/IETEINILCTB, TPYAOBBIX KHUXKEK, BOCHHbIX OWUJIETOB M T.I.) OHU BKJIAJBIBAIOTCA B KOHBEPT,
KOTOPBII BMECTE C JPYrMMH JOKYMEHTaMH MOALINBAETCS B JIENO.

B Hauvane kaxaoro jgena BKIQAbIBAa€TCS YHUCTBIA JHMCT OyMaru, B KOHIE —
JMCT-3aBEPUTENb [0 YCTAHOBIEHHOH QopMme.

B nucre-3aBeputene uuppaMu 1 IpONUCHIO YKa3bIBACTCS KOJINYECTBO TPOHYMEPOBAHHBIX
JIUCTOB B Ji€JIe, HAINYUE IPOMYNIEHHBIX U JUTEPHBIX HOMEPOB, KOJMYECTBO JUCTOB BHYTPEHHEN
onucu Jena. He jomyckaercs BbIHECEHHME 3aBEPUTENBHONW HAAMHCH Ha OOOPOTHYIO CTOPOHY
MIOCJIETHETO IOKYMEHTA Jieja WK Ha 00JIOKKY Jena.

ITocne uncroro mcTa B Ha4aJIo J1eJ1a NOAIMBACTCS BHYTPEHHSAA ONUCh IOKYMEHTOB J€a.
BHyTpeHHsIE onHUCh COCTaBIseTCA K JIMUHBIM JieflaM 10 YCTaHOBJIEHHOHM Qopme. BHyTpeHHssA
ONMCH COCTABJISAETCS AJIs y4eTa JOKYMEHTOB JIeja, CONEPKUT CBEIEHUS O MOPSAIKOBBIX HOMEpax
JOKYMEHTOB Ji€Ja, UX MHJEKCaX, AaTax, 3aroJloBKax M HoMepax JIMCTOB nena. K BHyTpeHHel
OMHCH COCTABJISIETCS WTOrOBas 3alMCh, B KOTOPOM yKa3bIBAIOTCS LU(PpPaMU U TPOMHUCHIO
KOJIMYECTBO BKJIIOUEHHBIX B HEE JIOKYMEHTOB U KOJIMYECTBO JIMCTOB BHYTPEHHEW OIMCH.
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BHyTpeHHsIsT ONTUCH MOIMUCHIBACTCS €€ COCTABUTENEM, YKa3bIBACTCS JOHKHOCTh COCTABUTEINS U
pacmugpoBKa MOANKCH.

W3meHeHust coctaBa JOKYMEHTOB JIMYHOTO Jefia (M3bATHE, BKIIOYCHHE TOKYMEHTOB,
3aMEeHa WX KONMUSAMHU M T.I.) 3aHocsaTcs B rpady «lIpumeuanwe» co CChUIKaMU Ha
COOTBETCTBYIOIINE JIOKYMEHTBHI, HA OCHOBAHHWU KOTOPBIX MPOU3OILIO H3BATHE, JOMOJHEHUE,
3aMEHa KOMUSMH U T.I1. B cilydae 3HAUUTEIhbHBIX M3MEHEHUHN B COCTABE JIMYHOTO JIEJIa, UTOTOBAs
3aIlUCh K BHYTPEHHEW OTIHCH JIeNia U 3aBepUTENIbHAs HAIMNCH Jeja MePecOCTaBISIFOTCS .

PaccmoTpuM, kKak TpOXOUT Iepenada Jell B apXWB OpraHM3aluH. B mepByro ouepens
BO3HHKACT J[BA BOTIPOCA — KaKUe JOKYMEHTBI TPeOyeTCsl MOATOTOBHUTH U 33 KAKHE TOJIBI.

Kakwue xaTeropuu TOKyMEHTOB TiepeatoT B apxuB. OOBIYHO B apXUB OPraHU3aIUN CIAIOT
JOKYMEHTBI TIOCTOSIHHOTO XpaHEHHWs W BpeMeHHoro > 10 ner xpaHeHus. B mocnemnem ciydae,
MIPEX/Ie BCETO, UMEIOT B BUY JIeJIa IO TMYHOMY COCTaBYy.

JHena < 10 nmet xpaHeHus 0OBIYHO B apXHB HE MOMAJAIOT, OHM OCTAIOTCA B OTAeNax (rae
OHHM 3aBEJICHBI) 10 MOMEHTa WCTCUCHHUS CpPOKOB WX XPAHCHHS W YyTPAThl MPAKTHYCCKOU
HajoO0HOCTH. HO BCe XK€ B OTAENBHBIX CIydasiX MO PEIICHHIO PYKOBOJCTBA JIOIYCKAETCS
MepeIaBaTh U TAKKE JIeNia B apxXuB (HampuMep, HET MecTa I XpaHSHHSI B OT/IeNIe). 3aTeM MOKHO
OyZeT COCTaBUTh aKT Ha YHHUYTOKECHUE JIOKYMEHTOB C BPEMEHHBIMH CPOKAMH XPAHCHUSI.

3a Kakue roJIbl JIeia Mo yIeKar rnepenade B apxuB. CorsiacHO MpaBuiaM TOKYMEHTHI caade
B apXMB TOJUIeXKAT HE TMO3JHee 3-X JIeT TOCie 3aBEpIICHHS UX B JIENONPOU3BOJACTBE. MOKHO
oopMHTh TIepenady Jen B apXuB M 4epe3 roja. Ho cuiibHO paHO HE palioHAIBHO, TIOTOMY YTO
«CBEXHE» TOKYMEHTHI MOTYT MOHAOHWTHCS B TEKYIIEM JENOmpou3BoicTBe. M3-3a aToro Oymer
MHOTO CYETBI, YTOOBI 3aITpalIuBaTh UX U3 apXUBa.

I'paduk mpuema-niepemaum jen. B COOTBETCTBHM C CYIISCTBYIOIIMMH TpPeOOBAHHSIMH
neperavya el B apXuB JOJDKHA TMPOMCXOIUTH MO rpaduky. DTOT rpaguk cocTaBisieTcsl B
MIPOU3BOJILHOM (hopMe, U3 KOTOPOrO MOXKHO MOHSTh, KAKOE CTPYKTYPHOE Moipa3aeneHue (MOKHO
Jla’ke yKa3aTh KOHKPETHOTO UCTIOJHUTENS) U KorJa OyAeT OCYIIECTBIIATH Iepeiady TIOKYMEHTOB B
apXxuB.

Cpoxk mpuema-nepenadu aydine ykaspiBath He 15.10.2014, a B 601e€ MUPOKOM BapruaHTE —
OKTA0ph. Bo3MOXHO, UMEHHO 15 OKTAOpS CIyduTcsl KpU3HC, a TaK y Bac OyAeT BPEMEHHOE
MPOCTPAHCTBO JIs MaHEBPA.

I'paduk cocraBisieT OTBETCTBEHHBINM 3a apXWB, COTJIACOBBIBAET €r0 C HadallbHUKAMU
OTJIEJI0B, KOTOPBIM MPEICTOUT Niepeada JOKYMEHTOB. 3aTeM rpaduk yrBepKaaeT pyKOBOIUTENb
opranuzanuu. Vi 1omycTuMo ero yTBepkJIeHIue pyKOBOIUTENIEM CITY>KObI JIEIOMPOU3BO/ICTBA, B
COCTaB KOTOPOI 0OBIYHO BXOJIUT APXUB.

[lopsinox mepenauyu Aen B apxuB. B pesynbraTe NMpoBEAEHHOM AKCHEPTU3bI LIEHHOCTU
JOKYMEHTOB OTOOpaHHbIE AJIsl TpHeMa-Tiepeiadyn Jiea He0OX0IMMO BKJIIOYHTh B YCTAHOBJICHHOU
(hopMBI CIaTOUHYIO OMKUCH (ee 0Opa3ell HempeMeHHO OyeT naiee).

[To HomeHkmaType nen HeoOXOOUMO HAaMETUTh Jiela MOCTOSHHOTO M JOJITOBPEMEHHOTO
XpaHeHUs (B TOM YHCJE IO JIMYHOMY COCTaBy) M BHECTH B IpauK CBeIEHUS O CPOKax U
y4acTHUKaX Mepeiayu JOKYMEHTOB B apXuB (3apaHee Ha MPEICTOSIINN ToI).

VYike BO BpeMsl MOJArOTOBKH JeJ K Mepeiadye B apXuB HE 3a0yAbTe MOUHTEPECOBATHCS Y
WCIIOJIHUTENEH O HAJTMYMU B OTJIENE JPYTUX JeNl JaHHBIX KaTeropuid. Tak kak OHM MOTJIU 3aBECTH
JOTIOTHUTEIbHBIE Jela B TEYeHHe TojJa M Jake He MNpOuHPOPMHUPOBATH CIYKOy
JeOTPOU3BOACTBA 00 3TOM (IMOATOMY MX M HET B HOMEHKIarype). Takue jaena TOXKE HaAO
BKJIIOUYATh B CAATOYHYIO OTIHCh.

Ecnu oOHapykuBaeTcs OTCYTCTBHME Kakoro-iu0o jAena, TO CIyk0a JeTompOu3BOACTBA
MMeeT MPaBOo 3aMPOCUTh CIPABKY O MPHUYMUHAX.

Tema 2. Ilepedaua den na 0onzoépemennoe XpaneHue W Onvim ApPXueoe no padome c
OOKYMEeHmamu no 1u4HOMYy COCHagy
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B apxuBax opranuzanuii JOKYMEHTbI XpaHSITCS B TEUCHHUE OMPEICICHHBIX CPOKOB, MOCIIE
4€ro OHH JOJIKHBI OBITh nepcaanbl Ha TOCYHAPCTBCHHOC XPAHCHUC B TOCYHAPCTBCHHBLIC H
MYHUIMIIATbHBIE apXuBbl. DeiepaabHbIM 3aKOHOAATEIbCTBOM ONPEIEICHBI MPEACIbHBIE CPOKU
XpaHCHHUA OOKYMCHTOB, BKIIIOUCHHLIX B YCTAHOBJICHHOM IIOPAAKE B COCTaB ApXI/IBHOFO (1)OHI[a
Poccuiickoit ®enepanuu:

° AOKYMEHTOB MO JIMYHOMY COCTaBY, 3aNMCel HOTapuaabHbIX AENCTBUN,

NOXO3AMNCTBEHHbIX KHUT M KacaloLMXCsA NPUBATU3aLNM XKUANLLHOTO $oHAa AOKYMEHTOB — 75 neT;

. NPOEKTHOM AOKYMEHTALMM NO KanuTasbHOMY cTponTenbctsy — 20 feT;

o TEXHONOTMYECKOM U KOHCTPYKTOPCKOMN AOKYMeHTaummn — 20 ner;

o naTeHTOB Ha n3obpeTeHMe, NOE3HYIO MOAENb, MPOMbILIEHHbI 06pasel, — 20 neT:
. Hay4yHOM gOKyMeHTauuun — 15 ner;

. KMHO- N GOTOAOKYMEHTOB — 5 nieT;

o BMAEO- U POTOAOKYMEHTOB — 3 rofa.

B cnyyae nukBHIanuu opraHuzanuM, JOKYMEHTBI MOCTOSHHOTO CpPOKa XpaHEHUs U 110
JUYHOMY COCTaBy II€pelaloTcs B TOCYNAapCTBEHHBIM (MyHUIMNAIbHBIN) apxuB. [l
HErocy/IlapCTBEHHbIX OpraHu3alui, 4acTh TIOKYMEHTOB KOTOPBIX OTHECEHA K COCTaBy APXUBHOTO
donna Poccuiickoit deneparuu, s TakoW mepeaadyd HEOOXOIMMO 3aKIIOYEHHE OTOBOpa C
yupexaeHueM cuctembl denepanpHoil apxuBHOU cimyxObl Poccun. Ecnum  opranumzamms
CBOCBPEMEHHO HE 3aKIIYMIa JOrOBOP C apXMBOM, TO B 3TOM CIy4ae TOCYIAPCTBEHHBIN
(MyHMLIMIIAJIBHBIN) apXUB 00s13aH IPUHATH HA XPaHEHHE TOJIBKO IOKYMEHTBHI [0 JINYHOMY COCTaBY
paOOTHUKOB oOpraHu3aluu. MecTo XpaHEHHMs OCTalbHBIX JIOKyMEHTOB  OIpeAessTcs
IpeaceaaTeaeM JUKBUIALMOHHOW KOMUCCUH WM KOHKYPCHBIM YIIPaBJISIOLINM.

OnpIT padoThl AaPXMBOB 0 JUYHOMY COCTABY

MyHununaiabHoe OOKETHOE YYpEe)KIEHHE 3aBETHMHCKUH apXuB JOKYMEHTOB IIO
JMYHOMY cocTaBy ObuI co3siad B 1992 rogy. OcHOBHOI 3ajaueil apxuBa JOKYMEHTOB I10 TUYHOMY
COCTaBy SBJISIETCSA XpaHEHUWE M  HCIOJIB30BAaHHWE JOKYMEHTOB JIMKBUJIMPOBAaHHBIX U
pEOpPraHU30BaHHbBIX YYPEXKICHUM, OpraHMU3alMW, NPEANpUATUN 3aBETUHCKOIO paiioHa, He
MMEIOIUX IPaBONPEEMHUKA WIM HAJUIEKALIMX YCIOBMM XpaHEeHHA. B apXuB mnpuHUMArOTCH
JOKYMEHTBI, 10 KOTOPBIM YCTaHABIMBACTCS CTaXX U pa3Mmep 3apaboTka paOOTHUKA JaHHOM
opranu3anuy (IpuKasbl, pacyeTHO-IIATEXKHbIE BEJOMOCTH TI0 3apIuiare).

B Hacrosiiee BpeMs B apxHMBe XpaHATCS JOKYMEHThl 58 opranuzanuil (46 u3 HHX
-IMKBUMpOBaHHbIe) 3a mepuoa ¢ 1943 mo 2013 roapl. 3ampockl B apXuB HPUHUMAIOTCS
MUCBMEHHO, YCTHO, 110 Tee(oHy, 1o IeKTpOHHOH noure. B 3ampoce (3asBiIeHNN) yKa3bIBAIOTCS:
dbamunus, UMs, OTYECTBO 3asBUTENS, FOJ M MECTO €ro POKICHHUS, apec MECTa KHUTEIbCTBA,
IPaKJaHCTBO.

Caenenus o cocrtaBe U 06veme ponnos Ha 01.01.2014 rona
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OO6r1ee

KOJIMYCCTBO CAMHUIL

Ne HasBanne ¢onna [TTocTymmmo 3)3(03 XpaHeHus B OHIE Ha [Ipumeuanue
wn | douna 1o 01.01.2006 T.
Jlen [Comst Jlen [[omer |[len ["o/161
2 3 4 5 6 7 8 9 10
1. 1. PaiionHoe TIPOU3BOJICTBEHHOE 123 1943-1991
yIIpaBJICHHE OBITOBOTO|
00CITy)KUBaHHS HACETICHUS
1. 2. [3aBerunHCkmii paloHHBIH| 9 1944-1950
MUAIIEKOMOUHAT
1. 3. Aptenb «PeMOBIT 9 [1944-1956
1. 4. 3aBeTHHCKAs paiKOHTOpA| 33 |1949-1963
[0 3arOTOBKAM M OTKOPMY CKOTa
1. 5. Konxos «IlyTb K| 25 |1951-1957
KOMM YHH3MY» u ero|
[peIIeCTBeHHUKH
1. 6. CoBx03 «PpyH3EeHCKHID» 22 11982-1986
1. 7. Konxo3 uM. Kuposa u ero 9 [1947-1957
[Ipe/IeCTBeHHUKH
1. 8. Konxo3 «IIobena» u ero 56 |1947-1957
[Ipe/IIIeCTBeHHUKH
1. 9. [IpousBoncTBeHHOE 97 |1957-2006
yTIpaBiieHne
DKIJTHILIHO-KOMM yHAITbHOTO
X035HCTBa
1. 10. 3aBETUHCKUI ¢bunnan 125 |1963-2000
3MOBHHUKOBCKOI'O
IPOU3BOICTBEHHOT O
00BEUHEHNS AaBTOMOOHIBHOIO)
TpaHcmopTa
1. 11. 3aBeTHHCKAs 415 |1943-2008
[IeHTpaTbHAsI paiionHast
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0OoJIbHULIA

12. 3aBeTHHCKas 132 J1970-2003
MEXXO03IMCTBEHHAS
CTPOUTENIbHASI OPTaHU3aITHSI
13. TOO 172 |1965-1995
«3aBETHHCKArpOPEMTEX IIPEI»
14. Konxo3 «3aBets1 Mnbuuay 182 |1943-1957
15. 2-s 3aBeturckas MTC 52 1952-1957
16. Konxo3 «Ilyts Ctanuna» 74 11951-1957
17. Konxo3 «Bnacth 45 |1953-1957
CoBeToBY
18. Konxo3 um. JIenuna 133 |1943-1957
19. Kuukunckas MTC 44 11953-1957
20. BreBenoMcTBEHHAS 3 [1986-1991
oXpaHa
21. 3aBETHHCKUI orne| 7 11987-1995
00J1aCTHOT'O TOJIOBHOT'O)
[IPOEKTHO-TPOU3BOACTBEHHOIO
APXHUTEKTYPHO-TUTAHUPOBOYHOT O
0ropo
22. AOOT 46 11988-1999
«(3aBETHHCKATPOIIPOMTPAHC)
23. 3aBETUHCKHUI MaciI03aBOI 35 |1943-1996
24. CaBasHCKHUI CEJIbCKUH]| - -
COBET
25. 1-s 3aBerriHCcKas MTC 64 1944-1957
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26. Konxo3 um.Cranuna u ero| 23 1949-1957
[IpeIeCTBEHHUKH

27. Konxo3 «Pogunay» 59 ]1949-1957

28. YupexneHus CHUCTEMBI| 98 [1946-2007
CETbCKOT'0 X03sMCTBA

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

30. Ortnen HapomHorof200  [2005-20 985 |1943-2010
00pa3oBaHUS 10

31. Ortnen CENbCKOro) 25 1946-1953
X 035K CTBA

32. DUHAHCOBLIHN OTHEN 119 |1943-2009

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

34. LenTtp rocynapcTBeHHOrO 39 [1991-2005
CAaHUTAPHO-DMUAEMHOIOTHUECKO
ro Haa3opa B 3aBETHHCKOM|
[palioHe

35. 3aBETHHCKHI  padOHHBIH] 5 11982-1992
yueOHO-KypCOBOI KOMOMHAT

36. PemoHTHHCKas paiioHHasi| 17 11944-1963
KOHTOpa TI0 3arOoTOBKaM M
OTKOpPMY CKOTa

37. Otrmen  CEIbCKOro 10 |1946-1956
KOJIXO3HOT'O CTPOUTENIBCTBA

38. 3aBeTHHCKAs JOPOKHO-C] 33 |1995-2008
[TporTEeNbHAS nepeBIKHAs|
MeXaHU3UPOBAHHAS KOJIOHHA

39, 3aBeTHHCKOE  PaliOHHOE] 24 11965-1998
otenenne «Cor3meaTs»

40. Oten XJIONKOBOACTBA 4 1950-1952




41. 3aBETUHCKOE OTIEICHHUE] 10 |1988-1997
IArponnpombanka CCCP

42. 3aBeTHHCKAS cenbckasjd 2010-20 140 |1943-2011
A IMUHUCTPAIHS 11

43, TOO 20 |1982-1995
«(3aBETHHCKATPOIIP OMIHEPT 0

44. MuiepoBcKHi 7 11995-2000
PUEMHBIN MyHKT MIEPCTH

45, Xo3siicTBeHHAsN 16 [1991-2005
Accorpanus «KupnmuHsti|
3aBOI»

46. PationHas UHCIIEKTYpa| 14 ]1943-1986
['occraTcTUKH ~ 3aBETHHCKOTO|
[palioHa

47. 3aBeTHHCKAs 116 |1950-2002
lTecoMeTMopaTUBHAS CTAHIIMS

48. WHcnekuyss 1o 3aKynke 2 11961-1962
CEIIbX03MPOYKTOB

49, 3aBeTHHCKas THIOrpadusi| 19 ]1965-1998
Ne 41

50. MY «Penaxuys]| 9 [1992-2006
[PallOHHOT'O PAIUO»

51. CIIK «CaBusa» 532 |1943-2007

52. MHcnexnus 30 (1990-2002
MuHKCTEpCcTBa PO 1o Hanoram u
cobopaM 1O  3aBETHHCKOMY
[pationy PocToBckoit obmactu

53. 3aBETUHCKUI IIOYTaMT] 100 |1944-2005

YripaBienus ®denepalibHON
IOYTOBOM CBSI3M  POCTOBCKOW]
obnacTu - (unmmana
DenepaibHOro

FOCYIapCTBEHHOI'O  YHUTAPHOTO|

rmpeanpustusa «Ilouta Poccum»




5 55. Cosxo3 «Pogunay»
5 56, CIIK «®omun» 474 11957-2012
5 57, Koonepatus «Turan» 2 |1997-2001
Hroro 2005-20 4897 [1943-2011
04 |11

ApxuB B cBO€l paboTe PyKOBOJICTBYETCS CIAEAYIOIIUM HOJOKEHUEM.
[TOJIOXKEHUE
0 3aBETHHCKOM MYHHIIUTIAIHPHOM apXHBE JOKYMEHTOB IO JIMYHOMY COCTaBY

1. OGmiue moJyioKeHus

1.1. AnvmuHuUCTpanmsi 3aBETHHCKOTO palloHa B MENAX OOECHeYeHHsS COIHAIBHOW W
MPaBOBOM 3aIUTHl TPaXJaH peATU3yeT MOJHOMOYHUS MO OOECHEUEHHUI0 IEHTPATM30BAHHOIO
XpaHEeHHsI M HMCIOJIb30BaHUSI JOKYMEHTOB IO JIMYHOMY COCTaBY YUPESKICHHM, OpraHu3aluil u
MpEeANPUATHIT 3aBETUHCKOIO paliloHa, B TOM YHCJI€ JTUKBUANPOBAHHBIX CTPYKTYP, HE3aBUCUMO OT
(dbopM COOCTBEHHOCTH, HE HMMEIOLIUX IMPABOMPEEMHUKA U BBIMIECTOSIIETO MO MOJAYMHEHHOCTU
oprasa.

1.2. Jlns pemeHust 3amad Mo peajv3ali MOJHOMOYHMK B 0O0JacTH apXWBHOTO Jeia
aIMUHHCTpalus o0pazyeT 3aBEeTMHCKUN MYHHUIIMNAIbHBIA apXWB JOKYMEHTOB MO JIMYHOMY
cocTaBy (nmanee umenyercs ApxuB). KpaTkoe HaMeHOBaHUE - 3aBETHHCKUN apXUB 10 JITYHOMY
COCTaBy.

1.3. Mecto naxoxnenus ApxuBa: 347430 PocroBckasi 00yactb, 3aBETHHCKHMA DPaiioH,
c.3aBeTHOE, yi.JJoMoHOCOBa, 24.

1.4. ApxuB uMmeeT mpaBa CaMOCTOSITEIBHOTO HOPHUIAWYECKOrO JIUIA, CAMOCTOSTEIbHBIN
OasaHc, cyeT B OaHKe, evyarh, PUpMEHHBIC OJaHKH.

1.5. Tlomoxenue 00 ApxuBe YTBEpXKIAeTCs IPABOBBIM aKTOM AJIMHUHHCTPALUH
3aBETUHCKOro pailoHa ¢ y4eToM pexkomeHaauui KomuteTra 1o ymnpaBiIeHHIO apXUBHBIM JIEJIOM
AJIMUHHCTpaUu PocroBckoit obnactu. B [Tonoxenuun 3aKPETUISIIOTCS
OpraHU3aIl[MOHHO-TIPABOBOM CcTaTyc ApXuBa, 33Ja4ydl U (YHKIHUU O PYKOBOJICTBY apXHUBHBIM
JEJIOM, TOJHOMOYHMS IO MX peaJn3alud, OTBETCTBEHHOCTb 3a COCTOSHUE, pa3BUTUE U
COBEPILEHCTBOBAHUE apXUBHOIO JIENA.

1.6. ApxuB B CBO€i1 1eATENIbHOCTU PYKOBOJICTBYeTCsl KOoHCTUTYLIMEH
PO, denepanbHbIMM 3aKOHAMU W JPYTUMH HOPMAaTHUBHBIMU NPaBOBBIMU akTamu Poccuiickoit
Oenepanni U PocToBckoit o6macT, YcTaBOM MYHHUIIMIATBHOTO 00pa3oBaHUS «3aBETUHCKHIA
palioH», TMpPaBOBBIMU AaKTaMU AJIMUHHUCTPAlMU pailOHA, HOPMATHUBHO-METOJUYECKUMHU
nokymentamu denepanbHO apXxuBHOU ciy)0bl Poccun, Komurtera mo ynpaBieHHIO apXUBHBIM
nenomM AnMunuctpanuu PoctoBckoii obnactu u Hactosuwmm [lonoxeHuem.

1.7. ®uHaHCHpOBaHUE IEATEIHHOCTH U MaTepHAlIbHO-TEXHIUYECKOEe o0ecrieueHne ApxuBa
OCYIIECTBIISIETCA 3a CUET CPEACTB 010 keTa 3aBETHHCKOT0 paifoHa.

1.8. JlonomHUTENbHBIMA UCTOYHUKAMU (DUHAHCUPOBAHUS MOTYT OBITh:

a) IIeTIeBbIe CpelICTBa M3 00JacTHOTrO Oro/pKeTa (MpU peaau3alii MporpamMM Pa3BUTHS
apXMBHOTO JieJa, BKJIIOYAIOUIMX MEpPONpHUSATUS B 3aBETMHCKOM pailoHe; pealn3anuu
rOCy/IapCTBEHHBIX TIOJIHOMOYHUI B cdepe apXWBHOTO Jena AJIMUHUCTpAlMM paioHa, B T.U.
MOJIHOMOYUN Ha XpaHEHHE AapXUBHBIX (OHJIOB U AapXHMBHBIX JTOKYMEHTOB OpTraHH3AIlHi,
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OTHECEHHBIX K TOCYJapCTBEHHOH COOCTBEHHOCTH U pPAacCIOJIOKEHHBIX Ha TEPPUTOPUU
3aBETUHCKOTO paiioHa);

0) BHEOIO/KETHBIE CPEACTBA, B T.4. OT MPHHOCALICH JIOXOJ JEATEIbHOCTH ApXHBa,
IIPEYCMOTPEHHOM €r0 YUpeAUTEIbHBIMU TOKYMEHTAMU;

B) CHIOHCOPCKHE U UHBIE CPE/ICTBA, IIOJYUECHHbIE 3aKOHHBIM ITyTEM.

1.9. Homenknarypa (mpeiicKypaHT) IUIaTHBIX pabOT M yciayr ApXuBa YTBEP)KIAETCs
[IPaBOBBIM aKTOM AJIMUHUCTPAllUM pailoHAa Ha OCHOBAaHMM IEPEYHsS IUIATHBIX padOT U YCHyT,
pazpaboranHoro KomMuTeToM 1Mo ympaBiICHHIO apXUBHBIM JIEJIOM AJIMUHHCTpau PocTOBCKOM
00J1aCcTH U YTBEPKICHHOTO OPTaHOM TOCYAapCTBEHHOM BIIACTH PocTOBCKOM 00sacTH.

1.10. Anmunuctpanus 3aBETHHCKOro paiioHa oOecrneuuBaeT ApPXUB IOMEIICHUSMH,
OTBEYAIOLUIMMU HOPMATHUBHBIM TpeOOBaHUSAM OOECIIEUEHHUs] COXPAaHHOCTH JIOKYMEHTOB, €ro
coJiep’kaHue, TEXHUUECKOE OCHaIlleHne, 000pyJ0BaHKe, OXpaHy, TPAHCIIOPTHOE 0OCIyKUBAHNUE U
CO37aHHE HEOOXOUMBIX YCIIOBUN Tpyaa paOOTHUKOB.

[Ipn mnepemaue 37aHus (NIOMEIIEHHUS), B KOTOPOM pa3MelleH ApXHUB JApPyruM
opranuzanusaM, [1aBa 3aBeTHMHCKOro pailoHa NPUHUMAET pElIeHHe O MPeIBAPUTEIHLHOM
MIPEIOCTABJICHUH PAaBHOLIEHHOTO WK 00Jiee MOAXOIALIETo i pa3MeIleHNs TOKyMEHTOB 31aHus
(momernieHus).

2. 3agauu ¥ QyHKUMK ApXuBa

2.1. OcHOBHBIMH 3aJauaMHu ApXuBa SBISIOTCA O0OECIIEUEHHWE COXPAHHOCTH W YYET
JOKYMEHTOB IO JITYHOMY COCTaBY M UX MCIIOJIb30BAHHE B LENSIX COLUAIBHO-TIPABOBOI 3aIllUTHI
rpaXKaaH.

2.2. ApXuB B COOTBETCTBUH CO CBOMMH 3aJa4aMHU BBITIOTHSET CICIYIOMINE (QYyHKITAN:

1) mpuHMMaeT Ha OCHOBE 3aKJIIOUEHHBIX JOTOBOPOB M B COOTBETCTBHUU C IpaduKamMu OT
YUPEKACHUH, OPraHU3alil U NPEeANPUATHN-UCTOYHUKOB KOMIUJIEKTOBaHUS ApXuBa JTOKYMEHTHI
10 TUYHOMY COCTaBy, 00paboTaHHbIE U YITEHHBIE COTJIACHO YCTAHOBJIEHHBIM ITPaBUIIaM, a TaK XKe
JOKYMEHTBI OT JIMKBUIMPOBAHHBIX OPTraHU3AlMi, HE UMEIOIINX TPAaBOIPEEMHUKOB;

2) XpaHUT ¥ 00ecTIeYnBaeT COXPAHHOCTh IOKYMEHTOB MPUHATHIX B ApXUB;

3) BemeT ydeTr XpaHAMMXCA B ApxuBe JAOKYMEHTOB, mpenacraBiser Komwurery B
YCTaHOBJIEHHOM MOPSJIKE CBEJICHUS O COCTaBe U 00beMe (POHI0B ApXHUBa;

4) cocTaBleT U BEJIET CIHCOK YUPEKICHHM, OpraHu3auil U MpearnpusITHi-ICTOYHUKOB
KOMIUIEKTOBaHUSI ApXMBa U KapTOTEKY O MECTOHAXO0KICHUH JOKYMEHTOB I10 JINYHOMY COCTaBY;

5) oka3pIBaeT yUpeKACHUSIM, OpraHU3alUsIM, IPEATNPUATUIM METOJUUECKYIO, @ HA OCHOBE
corjameHui (Z0roBopoB) U MPAKTUYECKYIO MOMOIIIb B IPOBEACHUHU SKCIIEPTU3bI U YIOPSAI0UYCHUH
JOKYMEHTOB, IMPOBOIUT 0OpabOTKYy W ONUCaHUE [OKYMEHTOB, IMOCTYNHUBIIUX B ApXUB B
HEYNOPAI0YEHHOM COCTOSIHUU;

6) OCYIIECTBISIET OPraHU3alMOHHO-METOIUIECKOE PYKOBOJICTBO pabOTOM C TOKyMEHTaMU
[0 JUYHOMY COCTaBY B YUPEKICHUSAX, OPraHU3alUAX U NPEANPUITUIX palloHa, OKa3bIBAET UM
MIOMOIIlb U KOHTPOJIMPYET COCTOSIHUE U XPAHEHUE TOKYMEHTOB I10 JIMYHOMY COCTaBY;

7) y4acTByeT COBMECTHO C OpraHH3alusMU B pa3paboTKe METOIUYECKHX IMOCOOUIA,
MaMATOK, Kacaromuxcsi paldoThl C JOKYMEHTaMH [0 JIMYHOMY COCTaBY, B OpraHu3alud H
MIPOBEJICHUU CEMUHAPOB U JPYTMX MEPOMPHUATHH MO MOBBIIMICHUIO KBaNU(UKAUKA PAaOOTHUKOB
YUPEKJICHHUH, OpraHu3auil U NpeAnpusTUil Mo BOIPOcaM pabOThI ¢ JOKYMEHTAMU 10 JIMYHOMY
COCTaBy;

8) cozmaer, COBEpLICHCTBYET M TMOMNOJHIET Hay4YHO-CIIPaBOYHBIN ammapar (OmIHCH,
KaTajory, yKa3aTeiH U T.I1.) K TOKyMEHTaM 0 TUYHOMY COCTaBY, XpaHSAIIUMCS B APXUBE;

9) opraHu3yer HCIOJIb30BaHHE JOKYMEHTOB: B YCTAaHOBJEHHOM IOpSAKE BbIJAET
YUpPEXKACHUSIM, OpraHu3alusM U MPEaNpUsATUSIM JOKYMEHTbl BO BpPEMEHHOE I0JIb30BAHUE;
WCIIOJHAET 3alpoChl YUYPEKJEHUW, OpraHu3aluid WU MOPEINpHUsATUN, BBIIACT MO 3asBICHUSIM
TpaKJlaH apXWUBHBIE CIPABKU, KOIHWHU, BBIIKUCKH, IOJATBEPKIAIOUIME TPYIAOBOM CTax, pa3mep
3apa0OTHOH MIaThl U Jpyrue BOMPOCHI, HEOOXOAUMBIE Ul O(OPMIIEHHS MEHCUI Ipa)xaaHaMm |
pELIEHNs APYTUX COLUAIBHO-IIPAaBOBBIX BOIIPOCOB, BBIIAET apXUBHBIE CIIPABKU O HE COXPAHHOCTH
JOKYMEHTOB I10 JINYHOMY COCTaBYy;
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10) KoOHCYIbTHPYET TpaXJaH U OpPraHu3alud [0 BOIMPOCAM MECTOHAXOXKICHUS
JOKYMEHTOB I10 JINYHOMY COCTaBY;

11) ocymecTBasieT PO3BICK JAOKYMEHTOB IO JMYHOMY COCTaBY, 3alpalliuBaceT OT
CTPYKTYPHBIX NOJpa3JesieHuii AIMUHUCTPALMU, BEAOMCTBEHHBIX apXUBOB, MyHULIUIIATIbHBIX U
rOCyJapCTBEHHBIX apXUBOB CBEACHUS, HEOOXOAMMBIE [T UCIIOJTHEHUS 3aIPOCOB TPaKIaH.

2.3. ApxuB peuIaer CTosIINe [Iepel HUM 33aJaul BO B3aUMOAENCTBUY ¢ MyHUIIMNIAIbHBIM
apxXuBOM AJMHMHHCTpaMM 3aBETUHCKOIO paloHa, IPYTMMH CTPYKTYPHBIMH IOJpa3fesieHUsIMU
AMUHHUCTpALUY, YUPEKICHUSIMU, OPTaHU3ALUSIMU, IPEANPUATHIMYU palioHa.

3. CocTaB JOKyMEHTOB ApXuBa

3.1. ApxuB XpaHUT 3aKOHUYEHHbIE JAEJIONPOU3BOJICTBOM JIOKYMEHTHI I10 IUYHOMY COCTaBY:

1) JMKBUAMPOBAHHBIX, PEOPraHU30BAHHBIX, HW3MEHUBLUIMX (QOpPMY COOCTBEHHOCTU
YUPEXKJIEHUH, OpraHu3aluil W MNpEeANnpusTHil, HE HMEIOIIMX IPaBONPEEMHUKOB WJIH BBILIE
CTOSIIIMX OPraHM3alui; YYPEKJICHHUM, OpPraHu3alui, NPEANpUATHN, AEATEIBHOCTh KOTOPBIX
OorpaHHMu€Ha TeppuToprell 3aBETUHCKOTO palioHa, HE3aBUCUMO OT ()OpM COOCTBEHHOCTH, a TaK e
UX MPEAIIECTBEHHUKOB - HCTOYHUKOB KOMIUIEKTOBaHUS APXUBA;

2) opraHuzauMid - UCTOYHMKOB KOMIUIEKTOBAaHUS MYHULMIIAIBHOTO  apXuBa
AnmuHUCTpanuu 3aBETUHCKOTO paiioHa, HE UMEIOIINUX YCIOBHUM JUIsl XpaHEHUs! JOKYMEHTOB I10
JUYHOMY COCTaBY.

B cocTaB nokymMeHTOB ApXuBa BXOJAT CJIEAYIOLINE KATETOPUH IOKYMEHTOB:

1) MOKyMEHTHI MO JHMYHOMY COCTaBy CO CpOKaMH XpaHeHHss 1o 75 ner (opra-
HU3ALMOHHO-PACTIOPSIAUTENbHBIE ~ JIOKYMEHTBI, JIMYHbIE  JIeNa, YYeTHble  JOKYMEHTHI,
Oyxranrepckue JOKYMEHTHI);

2) NOKyMEHTHI A0JAroBpeMeHHOro (cBbie 10 jeT) u BpeMeHHoro cpoka xpaHeHus (10 10
JIET) OpraHu3alii - HCTOYHMKOB KOMIUIEKTOBaHMs (HA JIOTOBOPHOM OCHOBE), a TaK XKe
JUKBUJIMPOBAHHBIX OPraHU3alliii MPH OTCYTCTBUU Yy HHUX MPABOIMPEEMHHMKA WM BBIIIECTOSIICH
OpraHu3aiuu (0 UCTEUEHUs CPOKa XPaHEHUS ITUX JOKYMEHTOB);

3) Hay4HO-CIIPAaBOYHBIN armapaT ApxXuBa, paCKpbIBAIOIINI COCTaB U cojepkaHne (GOHIO0B
ApxuBa (onucH, KapTOTEKH, yKa3aTelld, HCTOPUUYECKHE CIIPaBKU), U YUE€THbIE TOKYMEHTHI (KHUTU
y4eTa MOCTYIUICHHS U BBIOBITHS JeJT, CIMCKHU (OHJIOB, /iena (GOHIOB U Ip.).

4. [IpaBa ApxuBa

4.1. ApXuB JJis OCYIIECTBICHUS CBOUX OCHOBHBIX ()YHKITUH MUMEET MPaBo:

1) 3ampamuBaTh U MOJIY4YaTh B YCTAHOBIEHHOM IOPSIIKE OT YUpEexkKACHUNH HE 00X0auMbIe
JUTS BBITIOJIHEHUS BO3JIOKEHHBIX Ha APXHB 3314 CBEJCHHS O JOKYMEHTaX 0 JTUYHOMY COCTaBY;

2) moceuiaTh yUpeKICHUS, OpraHu3aluu U IPeIIpUITUs PACIION0KEHHbIE Ha TEPPUTOPUU
paiioHa U IpOBEPSTH YCIOBUS XPAaHEHHS U COXPAaHHOCTh JOKYMEHTOB IO JIMYHOMY COCTaBY;

3) uHbOpMUPOBATH PYKOBOJAUTENCH YUPEKICHHUH, OpraHu3alUil W NPEaNpUiATHd O
COCTOSTHUM XPAHEHHUS U COXPAHHOCTH, JOKYMEHTOB IO JIMYHOMY COCTaBYy, BHOCUTbH MPEATIOKEHUS
U JaBaTh PEKOMEH/IAIIMHU 10 €r0 COBEPIICHCTBOBAHUIO;

4) KOHTPOJMPOBATh BBHIMOJIHEHHE YUYPEKICHUSIMH - HCTOYHUKAMH KOMIUIEKTOBAHUS
ApxuBa W YUYPESKICHUSIMU U OPTraHU3alUSIMU TOCYIApCTBEHHOW (OPMBI COOCTBEHHOCTH
YCTAaHOBJICHHBIX IIPABUJI OPTAaHU3ALMN U XPAHEHUS TOKYMEHTOB 1O JINYHOMY COCTaBY;

5) B YCTaHOBJIEHHOM TOpSAKE 3aKI0YaTh C 3aWHTEPECOBAHHBIMH YUPEKIACHUSMH,
OpraHM3alUsIMH ¥ TPEANpUATHIMH, He3aBHUCHUMO OT (PopM COOCTBEHHOCTH, COTJIAIICHUS
(IOTOBOPHI) O IEHTPAIU30BAHHOM XpPaHEHHH, HCIOJb30BAaHUM M YHMOPSIOYEHUU TOKYMEHTOB,
OKa3bIBaTh IOPUINYECKUM U GU3NYECKUM JIUIAM IJIaTHBbIE YCIYTH B paboTe ¢ JOKYMEHTaMHU IO
JMYHOMY COCTaBY M MO UCIOJIHEHUIO COLMAIBHO-TIPABOBBIX 3aIIPOCOB;

6) HMCIONB30BaTh MOJTYYCHHBIE BHEOIOKETHBIE CPEACTBA M YIYYIIEHUS OpraHU3alluu
paboTel ApXHBa U PElIeHHUs COLUATBHBIX BOIIPOCOB;

7) y4acTBOBaTh B pabOTe JIMKBUIAIMOHHBIX KOMHCCUN YUpPEXKIACHUU, OpraHu3aluid U
MPEeANpPUATHI, TOKYMEHThI KOTOPBIX HE BXOIAT B cocTaB ApxuBHoro gonga PO ans pemreHus
BOIIPOCOB COXPAHHOCTU JOKYMEHTOB MO JUYHOMY COCTABY.
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5. PykoBojicTBO ApXuBa

5.1. PykoBoACTBO ApXMBOM OCYILIECTBIISIET 3aBEAYIOUIUIl apXWBOM. 3aBEAYHOIIMM
apXMBOM Ha3HA4aeTCsl U 0CBOOOKIAETCs OT JOJDKHOCTH | 1aBoii 3aBETMHCKOIO paiioHa.

5.2. 3aBenytouuiit ApXuBOM:

1) ocylecTBIsIET HENOCPEACTBEHHOE PYKOBOJCTBO JIEATENBHOCThI0O ApX1Ba, OPraHU3yeT
ero paboTy; o0OecriednBaeT pelIeHne BO3JIOKEHHBIX Ha HETO 3a/1a4;

2) U3aeT B Ipeesiax CBOeH KOMIIETEHIIMY ITPUKa3bI;

3) npuHumaeT Ha paloTy, ompeenseT OO0sI3aHHOCTU M YTBEP)KIACT JOHKHOCTHbBIE
MHCTPYKIMHU paOOTHUKOB ApXUBA;

4) otunThIBaeTCs 0 pabore ApXxuBa rnepes AIAMUHUCTPAIMEH U B YCTAHOBICHHOM IO PSIZIKE
- nepen KoMuteTom 1o ynpapieHUIO apXuBHBIM JieJIoM AnMUHHUCTpannu PocToBckoit o0mactu;

5) opraHu3yeT U BEIET MpHUEM TpaxJaH, paccCMaTpUBAaeT UX 3asBJIEHUS U KaJoObl 1O
BOTIPOCaM, BXO/ISIIMM B KOMIIETEHIIIO APXHBA;

6) BBIIAET B YCTAaHOBJIEHHOM IMOPSIKE TpaxJaHaM U YUPEXKACHHUSIM CIpaBKU
COLIMAJIBHO-TIPABOBOIO XapaKTepa, KOMUHU, BBIMUCKU U3 TOKYMEHTOB;

7) 3aKiIr04aeT B yCTAHOBJICHHOM HOPSIKE JOTOBOPHI C YUPEKACHUSIMH, OPTaHU3aLUAMU U
MPEINPUSATHSIME Ha BHITIOJHEHNE APXUBOM IJIATHBIX pabOT U yCIIyT;

8) obOecrnieunBaeT coOMI0IEHNE OXPAHHOTO, TIPOTUBOTIOKAPHOTO M CAHUTAPHOTO peKuMa B
XpaHWINIIAX;

9) ompenenser moTpeOHOCTH, ApXrBa B 000PYJIOBaHUHU U MaTepHaIax.

5.3. 3aBenyromuii ApXUBOM HECET NEPCOHATBHYIO OTBETCTBEHHOCT:

1) 3a BbBINOJHEHUE BO3JOKEHHBIX HA HEro o0s3aHHOCTEH C Y4YeToM IIpaB,
MIPeIOCTABJICHHBIX eMy HacTosmuM [onoxxenuem;

2) 3a COXpaHEHHE CITYXEOHOW, KOMMEPUYECKON MM WHOH, OXpaHsSEMON 3aKOHOM TaWHBI
IIPU OCYILECTBJICHUH CBOMX JIOJDKHOCTHBIX IIOJJHOMOYHH B paboTe C JOKYMEHTaMH.

I'ocynapcTBeHHBI apXHUB 110 JIUYHOMY COCTaBy B r.MeKaypedyeHcke

ApxuBHble (OHIBl OTPAKAIOT pPA3NIMYHBIE ACHEKTHl COLIMATBHO-3KOHOMUYECKOMH,
HUCTOPUYECKON U KYJIbTYPHOH XKM3HHU T. MexaypedeHcka. MIMEoTcsl KOJUIEKIMH JOKYMEHTOB
JIMYHOTO MIPOUCXOKACHUS, POTOJOKYMEHTBI. DTO IPEACTaBiIsieT HauOOJIBIIYIO LIEHHOCTb.

Jlpyrum HarpaiieHHEeM B paboTe ApxHBa, IOMUMO XpaHEHUsI, KOMIIJIEKTOBAaHUS, y4eTa U
WCIIOJIb30BAHUS] apPXMBHBIX JOKYMEHTOB, SBJIACTCS OKAa3aHME METOIUMYECKOM M IMPAKTHYECKOU
IIOMOIIY 10 JEJIONPOU3BOACTBY M XPAHEHUIO JOKYMEHTOB B OpPraHM3alUsaX, IPEIIPHUATHIAX U
IPYTUX YYPEXKIACHUN, BBICTYIIAIOIIUX UICTOYHUKAMU KOMIUIEKTOBAaHUSA ApXMBa.

OnHO M3 BaKHEMIMX HampaBiIeHUH pabOThl apXuBa ABISAETCS 00eCIeYeHUe COLUAIBHBIX
npaB 1 notpebHoctell rpaxnaaH. Co J1HS oOpa3oBaHMs ApXuBa W [0 HACTOsIIEe BpeMs B
HECKOJIBKO pa3 BO3pOC NOTOK 3alIPOCOB COLMAIBHO-IIPABOBOIO U TEMAaTHYECKOTO XapaKTepa.

ApXuB SBIAETCS TOCYAAPCTBEHHBIM YUPEKIECHUEM, IMOJBEIOMCTBEHHBIM ApPXUBHOMY
ynpasiieHuo KemepoBckoil 001acTH, OCYILECTBIISIIOIIEMY KOOPAMHAILMIO M pEryIupOBaHHE
JeSTeIbHOCTH ApxuBa. YupenuTeieM ApXuBa BeICTyNaeT ApXUBHOE ynpaBieHue KemepoBckoit
obnacTu.

ApXWUB sBISETCS IOPUIMUYECKUM JIMLIOM, HIMEET CaMOCTOSTENbHbIN OanaHc, TMLIEBOM cUeT B
Ka3HayelcTBe, 000COONEHHOE MMYILIeCTBO, IITaMn M TepOOBYyl0 TMe4yaTb CO CBOUM
HaMEHOBaHHEM, ONaHKU. APXUB BBICTYNAeT UCTIIOM M OTBETYMKOM B CyJi€ B COOTBETCTBUU C
3aKOHOAATeNbCTBOM PD.

Hcropnueckas cnpaska ['KYKO «Il'ocynapcTBeHHBIN apXUB JOKYMEHTOB IO JIMYHOMY
cocraBy KemepoBckoii obmactu B 1. MexaypeueHncke». 30 ampenst 2004 roma B CBs3H C
HEOOXOJUMOCTBIO  OOECIEYEeHUsI COXPAaHHOCTH  JIOKYMEHTOB IO  JIMYHOMY  COCTaBY
JMKBUAMPOBAHHBIX YTOJBHBIX IpeanpusaTuii ora Kyzbacca u B COOTBETCTBUU C pacriopsKEHHEM
Anvunuctpanmun  KemepoBckoit  obmactu ot 30.04.2004r. Ne 545-p wHa Oaze
PEKOHCTPYHPOBAHHOTO MOMELICHNS B aJIMUHUCTPATUBHO-OBITOBOM KOMOWHATE OBIBIIEH IIAXThI
nmenu JILJI. [lleBakoBa, a B Hacrosiee BpeMs 3AO Ilaxtel Pacnanckas-KokcoBas B ropone
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MexaypedeHcke Obul  OTKpBIT MexaypedueHckuid  ¢unman [ocymapcTBeHHOro — apxuBa
KemepoBckoii obnactu.

01 urons 2008 r. Ha ocHoBanuu Pacnopsokenus ['ydoepuaropa KemepoBckoit obiactu oT
18.05.2008r. Ne 67-pr co3mano [locymapctBeHHOe yupexjaeHue KemepoBckoit oOmactu
«["ocymapcTBeHHBIN apXMB JOKYMEHTOB IO JHMYHOMY cocTaBy KemepoBckoil oOmacté B T.
MexaypedeHcke», KOTOpoMy OBLIH MepeqaHbl GYHKIUU YIPa3THEHHOTO MeXIypeueHCKOPTro
¢unmmana "l'ocynapcTBerHoro apxuBa KemMepoBckoit 001acTH.

01.06.2011r. Ha ocHoBanuu Pacnopstxenus Kosuermum Anmunucrpauuun KemepoBckoit
obmactu ot 18.05.2011 1. Ne 380-p «O0 WM3MEHEHUM THUIIA CYIIECTBYIOUIMX OFOKETHBIX
YUpEXKICHUN — TOCYNapCTBEHHBIX yupexaeHuil KemepoBckoit 0051acTu, MOJBEIOMCTBEHHBIX
apXUBHOMY ynpaBiieHHI0 KeMepoBcKkoil 00671aCTH, B LIENIAX CO3/IaHUS TOCYIapCTBEHHBIX Ka3€HHBIX
yupexaeHuit KemepoBckoit obmactu» co3maHo [ocymapcTBeHHOE Ka3eHHOE YYPEKIIEHUE
KemepoBckoit obnactu «l'ocynapcTBEHHBI apXuB JIOKYMEHTOB II0 JIMYHOMY COCTaBy
Kemeposckoii obmactu B r. MexaypeueHcKe».

lNocynapcTBeHHBIM Ka3eHHBIM yupexaeHueM KemepoBckoii obmactu ['ocymapcTBeHHBIM
apXuB IOKYMEHTOB I10 JINYHOMY cocTaBy KemepoBckoit 065acTul B . MexaypeueHCcKe pyKOBOIUT

TIIAPEKTOP.

OcHOBHBIMU 3a7a4amMu ['0Cy1apCTBEHHOTO apXUBa SIBJISFOTCS:

1. ObecneyeHre COXPaHHOCTU U FOCYAaPCTBEHHbIN YUYET LOKYMEHTOB MO IMYHOMY
coctaBy ApxusHoro ¢oHga Poccuiickoin Pepepaunu.

2. ObecneyeHure coumanbHOM M NPABOBOM 3aLLMTLI FPAXKAAH.

3. McnonHeHWe 3anpocoB rocyapCTBEHHbIX, MHbIX YYPEKAEHUN, TPaKAAH NO AOKYMEHTaM

y‘-IDE)KLI,eHVIH, Bbl4a4a UM apPXnUBHbIX CNPaBOK COLMa/IbHO-NMPaBOBOIro XapakTtepa O NoATBEPKAEHUN
CTaXXa p360TbI, NIbFOTHOTO CTaXKa pa6OTbI, (0} 3apa60THoi/'| nnaarte npegocrasaieHne JOKyMeEHTOB NN UX
Konwuu.

B nactosimee Bpemsi B ['ocyiapcTBEHHOM YUpEeXICHUH XpaHUTCA 51 GOHI 10 JTMIHOMY
coctaBy, 29033 enuHHMIIBI XpaHEHUS. 3a 3TUMH JOKYMEHTAMH CTOSIT CyIbObI Jitosiel. B ocHOBHOM
ATO TSKEJIbIN, HO TOYETHBIN TpyJ maxrtepa. ['ocy1apcTBEHHBIN apXUB MOMOTaeT BOCCTAHOBHUTh
¢bakT TpynoBoit buorpaduu, A MONTy4YEHUS TPYAOBOM NEHCUU, HAYMCIIEHUU PETPECCHBIX HCKOB
WHBAJIUaM Tpy/a.

CIINCOK
¢ornoB ['ocymapcTBeHHOT0 Ka3eHHOT0 yupekaeHns KemepoBckoit obmacti
«I"ocynapcTBEHHBIN apXHUB JOKYMEHTOB II0 IMYHOMY COCTaBY
Kemeporckoii o0macti B T. MexXaypedeHcKe

ro coctossamio Ha 01.01.2012r.

¢onoa

HammenoBanwne gponma Ne Kon-Bo Kpaiinue
OIMHCH E nunanig HATBI
XpaHEHHS
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P-1 JlouepHee  OTKpPBITOE  aKIHMOHEPHOE 1 n/c 420 1978-2004
00111eCTBO
"YnpasneHue
MaTepHAIbHO-TEXHIYECKOT0 CHAOKEHHs
OTKpBITOr0  aKIMOHEPHOTrO  OOIIecTBa
"VronpHas komnanus Kyzbaccyroms"
r.Jleannck-Ky3neuxui
P-2 ToBapuiiecTBo ¢ OrpaHHYEHHOM 1 1/c 96 1991-2001
OTBETCTBEHHOCTBIO
[IponsBoncTBEHHO-KOMMEpUeCKast
¢upma "Tpuana"
r.MexaypeueHck
P-3 Kommepueckwuii AKI[MOHEPHBIN 1 1/c 54 1993-2000
bank "Kyzbacccordank”
r.MexaypeueHck
P-4 OtkpbiTOE AKI[MOHEPHOE] 1 1/c 465 1958-2000
obmectBo "CrpourtenbHas HHAYCTpUs'
r.MexxaypeueHck
P-5 OtkpbiTOE AKI[MOHEPHOE] 1 1/c 824 1934-2003
00IIIECTBO "OnTOBO-3aKyIOYHAs]
cObITOBas Oaza"
r.Jleannck-Ky3nenukuit
P-7 AXIOHEepHOE 00111eCTBO) 1 n/c 3009 1954-2000
otkpsiToro Tuma "lllaxra "Haropras"
r.HoBoky3Helk
P-8 TocynmapcTBeHHOE — MpENpUSTHE 1 1/c 2410 1962-2003
"[MaxTa umenn JI.J[.I1leBsxoBa"
r.MexaypeueHck
P-9 OtkpbITOC AKI[MOHEPHOE] 1 1/c 118 1965-2004
o6mecTBo "J{opokHUK"
r.MexnypedeHck
P-10 OtkpbITOE AKIMOHEPHOE 1 n/c 1184 1969-2003
0011eCcTBO "VronpHas KOMIIaHUS]

"Ky3nenkyromns" r.HoBokysHemk
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P-11 3aKppITOE aKIIMOHEPHOE OOIIECTBO) 1 n/c 99 1971-2002
PeMOHTHO-CTpOUTENbHAS bupmal
"ITpopad" r.MexypeueHck
P-12 OtkpbITOE aKIIMOHEPHOE 1 n/c 113 1962-2005
00111eCTBO "MexXIypeueHCKIe
LIEHTpAIbHBIE JIIEKTPOMEXaHUIECKHUE
MacTepckue"
r.MexnypeueHck
P-13 OtkpbITOE AKIIMOHEPHOE 1 1/c 149 1970-2003
obmectBo "benoBckuit MacokoMOMHAT"
r.benoso
P-14 OtkpbITOE AKIIMOHEPHOE 1 1/c 1915 1960-2005
obmectBo "lllaxra "3pipsiHOBCKAs"
r.HoBoky3Henk
P-15 OtkpbITOE AKIIMOHEPHOE 1 1/c 1404 1956-2005
obmectBo "lllaxra "HoBoky3Henkas"
r. HoBoKy3Henk
P-16 OOmiecTBO € OrpaHUYEHHON 1 1/c 17 1999-2004
OTBETCTBEHHOCTBIO "OxpaHHOE
npeanpustue "I"apant-Ceppuc”
r.MexaypeueHck
P-17 locynapcTBeHHOe — MpeanpusTHE 1 n/c 2043 1949-2005
"[IaxTa "baiinaeBckas"
r.HoBoky3Helk
P-18 OtkpbITOC AKI[MOHEPHOE] 1 1/c 12 2003-2005
obmecto "[IpomcTpoit”
r. MexxnypeueHcK
P-19 OOmiecTBO € OrpaHUYCHHOM 1 n/c 9 1997-2003
OTBETCTBEHHOCTHIO "Trombnan"
r.MexaypeueHck
P-20 MyHHIUNATEHOE YHUTApHOE 1 1/c 529 1969-2002

mpeanpusTre "Bogokanan”

r.MexaypeueHck
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P-21 OtkpsITOE aKIIMOHEPHOE 1 n/c 4296 1932-2003
obmectBo "lllaxTta "Kompuyruackas"
r.Jleannck-Ky3neukuii
P-22 Ounuan  "Jlenunckyroms" OAQ 1 n/c 1965 1978-2003
"VronpHas xommanus "Kysbaccyromnn"
r.JlenunckKy3Henkuii
P-23 MyHuIMnansHoe YHUTapHOE 1 1/c 164 2002-2004
[IpeATpUsTHE
"BononpoBoagHO-KaHATNU3AI[IOHHOE
X03sHCTBO"
r.MexnypeueHck
P-24 AKIIOHEpHOE 00111eCTBO 1 1/c 155 1981-1995
oTkpbIToro Tuma "laxTomnpoxomyeckoe
yrpasieHue Ne 2"
r.HoBoky3Henk
P-25 OtkpbITOE AKIIMOHEPHOE 1 1/c 1225 1964-2000
obmectBo "[laxra "Tomckast"
r.MexnypedeHck
P-26 OtkpbITOE AKI[MOHEPHOE] 1 1/c 1681 1960-2003
00111eCTBO "I'paMOTENHCKOE
raxroynpasienue” r.bemoso
p-27 OtkpbITOE AKIIMOHEPHOE 1 n/c 1050 1975-2005
obmecTBo "YIpaBieHHE IO MOHTaXY,
IEMOHTa)Ky M PEMOHTY T'OPHOIIAXTHOTO|
obopynoBanus" r.HoBoky3HeIK
P-28 HouepHsist XonmuHrosasy 1 1/c 622 1955-2002
komnanuss ~ OTKpBITOE — aKIMOHEPHOE
obmecto "Pa3pes JlucTBsHCKMHA"
rHoBoky3HeLK
P-29 OtkpbITOC AKI[MOHEPHOE] 1 1/c 420 1970-1993
obOmrectBo "JIncTBsiHCKasg aBToOa3a"
r.HoBoky3Helk
P-30 OtkpbITOE AKIIMOHEPHOE 1 n/c 91 1994-2000

obmiectBo "HoBoKy3HenKkpemcTpoit"

r.HoBoky3Helk
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P-31 OtkpsITOE AKIIMOHEPHOE 1 n/c 13 1992-1997
obmectBo "3aBox "Crpoiinerans"
r.HoBoky3Helk
P-32 OAO "DKcrepeMeHTaIbHbIH 1 n/c 117 1976-2001
3aBox’"
r.HoBoky3Hernx
P-33 OO0mecTBO ¢ OrpaHUYEHHOH 1 n/c 8 2005-2006
OTBETCTBEHHOCTHIO "ITpomctpoit"
r.MexaypeueHck
P-34 3aKpbITOE aKIMOHEPHOE O0IECTBO) 1 1/c 138 1995-2005
[[laxTa "Yrnexon"
r.MexaypeueHck
P-35 OAO "OObenuHeHHasl yrojbHas 1 a/c 373 1973-1982
KOMITaHUS "IOxky306accyromnn"
YrpaBieHre  JAETCKUX  JOUIKOJbHBIX]
VUPEKIACHUH,  COLKYIbTOOBEKTOB  H
CIIOPTCOOPYKEHUI TPOU3BOACTBEHHOI
oobennHenus "HOxky3baccyrons"
r.HoBoky3HeLk
P-36 OAO "Kucenesckuraxroctpoid"” 1 1/c 508 1950-1998
r.Kucenesck
P-37 OOmiecTBO € OrpaHUYEHHOU 1 n/c 8 2002-2006
OTBETCTBEHHOCTHIO
PCY
r.MexaypeueHck
P-38 OOO XonguHrosass KOMIIaHUS 1 n/c 225 1976-2006
"[TpommaxTo-
CTporiMexaHu3aIus"
r.MexaypeueHck
P-39 OtkpbITOC AKI[MOHEPHOE] 1 1/c 946 1947-2003
00111eCTBO CrpouTenbHas ¢bupma
"TomycamaxrocTpoi"”

r.MexaypeueHck
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P-40 OOmecTBO € OrpaHUYCHHON 1 n/c 12 1992-2007
OTBETCTBEHHOCTbIO '"Marazun Ne 25
r.MexnypeueHck
P-41 OOmecTBO € OrpaHUYCHHON 1 n/c 10 2006-2008
OTBETCTBEHHOCTBIO "CrpoiikoHTpaxT"
r.MexnypeueHck
P-42 3aKphITOE aKIIMOHEPHOE O0IECTBO) 1 n/c 24 1997-2004
"TOMyCHHCKOE JIOKOMOTHBHOE Jemo"
r.MexypeueHck
P-43 3aKpbITOE aKIIMOHEPHOE O0IECTBO) 1 a/c 38 1994-2008
"Cubupur-1"
r.MexnypeueHck
P-44 OOmiecTBO € OrpaHUYEHHON 1 1/c 10 2004-2008
OTBETCTBEHHOCTBIO
"MexIypedeHCKIIaX TOCTPOMMOH
Tax"
r.MexaypeueHck
P-45 OOmiecTBO € OrpaHUYEHHON 1 1/c 5 2003-2008
OTBETCTBEHHOCTBIO
"MexnypedeHckas Tirnorpadpus”
r.MexaypeueHck
P-46 OOmiecTBO € OrpaHUYEHHOU 1 n/c 9 2006-2009
OTBETCTBEHHOCTBIO
"Crpoit-Ac"
r.MexaypeueHck
P-47 OOmiecTBO € OrpaHUYCHHOU 1 n/c 3 2003-2009
OTBETCTBEHHOCTHIO
"NopoxxHUK"
r.HoBoky3Helk
P-48 Mexnypeuenckuii ¢unman OAO| 1 n/c 42 1961-2000

AKB "Ky3baccnpombank"

r. MexypeueHck
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P-49 OOmecTBO € OrpaHUYCHHON 1 n/c 2 2006-2009
OTBETCTBEHHOCTHIO "ToMb-HHBecT"
r. KemepoBo
P-50 OO0mecTBO ¢ OrpaHUYEHHOH 1 n/c 13 1999-2009
0TBeTCTBEHHOCTHIO "lomroc”
. MexaypeueHck
P-51 OOmecTBO € OrpaHUYEHHON 1 1/c 15 2006-2010
OTBETCTBEHHOCTHIO "['pant”
" r.MexaypeueHcK
P-52 OOmiecTBO € OrpaHUYEHHON 1 a/c 6 2001-2009
OTBETCTBEHHOCTBIO
"Boctok-Tpauzur-M"
r.MexaypeueHck
P-53 OOmiecTBO € OrpaHUYEHHON 1 1/c 9 2006-2009
OTBETCTBEHHOCTHIO "Tenexkom ycryra”
r.Kemeposo
P-54 OOmiecTBO € OrpaHUYEHHON 1 1/c 8 2005-2010
OTBETCTBEHHOCTbHIO
"[IpommaxtocTpoiiMoHTax"
r. MexxnypeueHcK
P-55 OOmiecTBO € OrpaHUYEHHOU 1 n/c 346 1976-2000
OTBETCTBEHHOCTBHIO
"[Ipuromckast aBToOa3a"
r.MexaypeueHck
P-56 OOmiecTBO € OrpaHUYCHHOU 1 n/c 15 2001-2011
OTBETCTBEHHOCTHIO
HMTCH
r.MexaypeueHck
P-57 OO1mecTBO [¢ OrpaHUYEHHON 1n/c 77 2003-2010

OTBECTCTBCHHOCTBIO

"Azusa"
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r.MexnypeueHck

I'KYKO «I'ocymapcTBeHHBIH apXuUB JOKYMEHTOB IO JMYHOMY cocTaBy KemepoBckoit
obnactu B T. MeXIypedeHCKe» MPEIOCTABISICT YCIYTH IOPUINYSCKUM JTHIIAM

o MCMOJIHEHME 3aMpPOCOB, MOCTYNaloLWMX oT deaepabHbIX OPraHOB rocy4apCTBEHHOM
B/1ACTW, OPraHoOB BNACTU cyb6beKkToB PO, opraHOB MEeCTHOro camoyrnpaBfeHus, cyaa, NPoKypaTypsl, ;

o NCNOJIHEHWE 3aMNpOCOoB yYperKaeHnn-poHa00b6pasoBaTeien No AOKYMEHTAM UX
aApPXMBHbIX GOHAO0B AN CNYXKEOHOIo NONb30BaAHMS;

o OKa3aHWe KOHCY/bTaTUBHO-METOANYECKOW NOMOLLLM
yuypexkaeHuam-poHaoobpasoBaTensim No Bonpocam paboTbl BeAOMCTBEHHbIX apXMBOB M OpraHu3aLmm
[OKYMEHTOB B Z1€/10NPOU3BOACTBE;

. KOHCYNbTUPOBaHME OPUANYECKMX UL, MO BONPOCAM LOKYMEHTALMOHHOro obecneyeHun
ynpaBAeHNA N apXUBHOTO AeNa;

o npuem Ha XpaHeHWe 4OKYMEHTOB MO IMMHOMY COCTaBY IMKBUAMUPOBAHHbIX U
peopraHM30BaHHbIX NPEANPUATUIA U yUYPEXAEHUIA PA3IMYHbIX GOPM COBCTBEHHOCTY;

o ynopazoyeHne AOKYMeHTOB, GopmupoBaHne n 0opopMIEHME apXMBHbIX Ae/ MO 3aABKaM
opraHusauui;

o KOHCY/IbTUPOBAHUE HOPUANYECKUX U GU3NYECKUX INL, MO BONPOCAM

AOKYMEHTaLMOHHOro obecneyeHns ynpaBaeHna U apxMBHOro Aena.

I'KYKO «I'ocynapcTBeHHBII apXuB JOKYMEHTOB MO JUYHOMY cocTaBy KemepoBckoit
oOnactu B I. MexxypedeHCcKe» PEeI0CTABISAET YCIYrH (PU3MUECKUM JIULAM:

. MCMOJIHEeHMe 3anNPOCoB, CBA3AHHbIX C COLMANbHOM 3aLLUTON rpaxaaH,
npesycmaTpuBatoLLeii X NeHCMOHHOe obecneyeHue, a TaKKe 419 NOyYeHUA IbTOT U KOMMEHcaLMii B
COOTBETCTBUM C 3aKOHOAaTeNbCTBOM Poccuiickoi desepaumu.

o BblAaya Ay6MKaTa, nepeodpopmieHre apxMBHOM CNpaBKM B3aMeH YyTPaYeHHOM,
W3roTOB/IEHWE HECKOJIbKMX IK3EMMNSIPOB apXMBHOM CNPaBKY;

o MOArOTOBKa CNPaBKM 06 OTCYTCTBUM B apXMBE 3aMpallMBaemMblX JOKYMEHTOB;

o KOMMpoBaHMeE LOKYMEHTOB Ha BYMaKHOW OCHOBE TEXHUYECKMMU CPEeLCTBaMM apXmBa No

3anpocam rpaxaaH.

B I'KY KO «I'ocygapcTBEHHBIN apXWB JOKYMEHTOB I0 JUYHOMY cocTaBy KemepoBckoi
oOnacty B . MexypeueHcKe» BeJeTCs JINYHbIN NPHeM IpakaaH U MUCbMEHHbBIX OOpalieHui 1o
BOIIPOCAM:

1. NMoaTBepXKAeHME TPYA0BOrO CTaxKa.

2 NoaTsepaeHMe cTaxa paboTbl B 0CObbIX yCNOBUAX TPYAA  (NbFOTHOrO CTaxa).

3. MpenocTaBneHne cBeAEHMI 0 pasmepe 3apaboTHOW NnaTbl:

. Ana LieHTpa 3aHATOCTH
Ana MeHcnoHHoro poHAaa
Ana odopmaeHna 60bHUYHOTO NNCTA
Ana oHAa CoLMaNbHOro CTpaxoBaHUA
NMoaTsepaeHVe daKTa HarpaXAeHUa AN NPUCBOEHUA NOYETHOTO 3BaHMA.
NMoaTsepkaeHMe dpaKTa HecHacTHOro C/y4as Ha NPOU3BOACTBE.
MpefocTaBneHne CBEAEHWI O NepeMMeHOBaHUN NPeANPUATHUA.
. MpenocTaBneHne apXMBHbIX KOMUIA JOKYMEHTOB.

Odopmiienne 3ampoca. 3ampockl OT TpakIaH [NPUHUMAIOTCI Ha  OJlaHKax
AHKETBI-3asIBIICHHU.

JInuHO 0OPaTUTHCSI MOKHO MO ajpecy: TI'. MexxaypeueHck, 1. [lnupoxwuii jgor

ITpu nuuHOM OOpareHnu HeoOXOAUMO MPH ceOe UMETh:

. nacnopt

. KOMWIO TPYA0BOM KHUMKKM (C TUTYNIbHBIM IUCTOM).

IIpu oOpameHuy HO MOYTE K aHKETE-3asBJICHHIO HEOOXOIUMO MPHIIOXKHUTH KOIHIO
TPYIOBOM KHI)KKH (C TUTYJIBHBIM JIUCTOM).

N
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B ciaydae yTpaThl TPYLOBOM KHIDKKHA pu 3aI10JIHCHUU
AHKCThI-3as1BJICHUSA HGOGXOI[I/IMO MaKCUMAJIbHO TOYHO YKa3aTb rogq 1mnpucemMa U rong
YBOJIbHEHHUSI.

3anpockl OT FOPUANYECKUX JIUI JOJDKHBI OBITh 0(hopMIIeHBI Ha OiiaHkax opranu3anuu. [1o
tenedony, dakcy 3ampockl He npuHUMaroTcs. MH(MOpMaIMio 0 TOTOBHOCTH CIIPAaBKU MOYKHO
MOJIYYHUTH TIO TeNe(hOHy apXHBa.

[Tpu HanMYMK B aHKETE-3asIBJICHUN KOHTAKTHOTO TeJIeOHA 3asBUTEIIO OyIeT COOOIIEHO O
TOTOBHOCTHU CIIPABKH.

Bbmaqa CITpaBOK. Bbmaqa FOTOBBIX CIPAaBOK OCYHMECTBJIIACTCA IIpU NPCAbABICHUU
MacropTa WK HHOTO JIOKYMEHTA, YAOCTOBEPSIOIIETO JINYHOCTb.

B cnydae mosydeHus: CripaBKu MOCTOPOHHUM JIMIIOM HEOOXOJAMMO HAIMYUE TACTIOPTa H
IOPUIMYECKU 3aBEPEHHON NOBepeHHOCTH. Ecim 3ampoc OTHOCWIICS K KaTerOpUH TUTATHBIX YCIYT,
3asABUTCIIIO HGO6XO)II/IMO NpEALABUTL OINIAYCHHYIO KBHTAHIIUIO. I/IHOFOpOI[HI/IM 3adABUTCIIAIM
CIIPaBKH OTIPABJIAIOTCA IO IMMOYTE MPOCTHIM NMCbMOM.

Tema 3. @opmuposanue 1udHbIX 0€/l COMPYOHUKOB
B nepByro odepeap OTMETHM, UTO BEJCHUE JTUYHBIX /€] PaOOTHUKOB HE 00s3aTEIIEHO B

OTHOIIEHUH BCeX KaTeropuili paboTHUKoB. O0s3aTeNbHOE BEICHUE JINYHBIX /1€ IPETyCMOTPEHO,
HampuMep, Ha roCyIapCTBEHHOM IrpaKIaHCKOM ciTyk0e B COOTBETCTBHUHU €O CT. 42 DenepalibHOTO
3akoHa OT 27.07.2004 Ne 79-®3 «O rocymapcTBEHHOW TpakaaHCKou ciyxbe Poccuiickoit
Oenepanun» (manee - 3aKOH O TOCYIApCTBEHHOW ciyx0e). [l ocTambHBIX paOOTHUKOB
00s3aTeNbHOCTh M TOPSAJOK BEICHMSI JIMYHBIX JEJI MOXET OINpeAesaThCs JOKaJTbHBIMU
HOPMAaTUBHBIMH aKTaMH pabOTOaTeNs.

Taxk, nuuHbIE Jefa MOTYT BECTHCh KaK Ha BCeX paOOTHUKOB, TaK U Ha OMPEICIIEHHYIO UX
kareroputo. Ha npeanpusTusx auyHble JAeia 1enecoo0pa3HO BECTH Ha CIEIYIOIIUe OCHOBHbBIE

KaTeropuu pa6OTHI/IKOBZ

1. pyKoBoAWTeNW (rnaBa NpPeanpuATUA, ero 3aMecTUTeIv, NOMOLLHUKK);

2. PYKOBOAUTENN CTPYKTYPHbIX MOAPA3AENEHUIA U UX 3aMECTUTENN;

3. rnaBHble (Beaylume) cneumanmcTbl;

4, PabOTHMKK, Ha KOTOPbIX BO3/I0XKEHA MOJIHAsA MaTepuasbHas OTBETCTBEHHOCT;

5. PabOTHWMKK, BKAOYEHHbIE B KaAPOBbIN pe3eps ANS BblABUKEHUA Ha Hanbonee BakHble
AO/MKHOCTY;

6. paboTHWMKK, obecneunBatowme GyHKLMOHNPOBaHWE opraHa (annapaTa) ynpasaeHus

0eATeNbHOCTbIO NpeanpuATUA.
O,Z[HaKO BO MHOI'MX OpraHu3anuiax JHUYHBbIC [JcjIa BCAYTCA HaA BCEX pa6OTHI/IKOB

HE3aBUCUMO OT CTaTyca W BBINOJHAEMOH paboThl (BKJItOYAs TEXHUUYECKHM MEepCOHaN), TaKk Kak
JMYHOE JEJI0 - Ype3BbIUaiiHO y10OHBIH MCTOYHMK MHPOPMALUHU O KaXKIOM pabOTHHKE: B OJJHOM
namnke coOpaHbl Bce KOMHMU JIMYHBIX JTOKYMEHTOB PaOOTHHUKA, MPHUKA30B M0 3TOMY paOOTHUKY U
Ipyrue JOKYMEHTHI.

Tak kak B Tex ciy4asX, KOrjia pedb He HJIeT 00 opopMIIEHUH KaJpPOBbIX JOKYMEHTOB Ha
rOCyJapCTBEHHON TpakJaHCKON CiIy:k0e, BOIPOCHl C BEJCHHEM JHMYHBIX JIe PaOOTHUKOB
pemaloTcsi Ha YCMOTpEeHHEe paboTojareis, TO pa3paboTKa M YTBEPXKACHUE JIOKAJIBLHOTO

HOPMATUBHOI'O aKTa JIMIIHUMHA COBCPIICHHO TOYHO HE 6y,Z[YT.
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IIpyn Hanuuuu B Bamied opraHu3anuv MHCTpyKUHMH IO KaIpOBOMY JEJIOIPOU3BOJACTBY,
JIOTUYHO, €CIH OTHENBHBIA ee pas3zien OyAeT NOCBALICH HMEHHO BEICHUIO JIMYHBIX JIeI
COTPYJHHUKOB.

Takoil pa3men MokeT OBITh BKJIIOYEH M B COCTAaB JPYIMX JIOKAJIbHBIX AaKTOB,
perjaMeHTHPYIOIUX HOPAJOK 0(hOPMIICHHUS U XpPaHEHUS KaJpOBbIX JOKYMEHTOB.

Hekortopeie paboromarenu TPEANOYUTAIOT pa3paboTaTh OTACIBHBIA  JOKYMEHT,
YUUTBHIBAIOUIUI BCE HIOAHCHI BEJACHUS JIUYHBIX AEII.

HezaBucumo oT BBIOpaHHOW BamMHu (OpPMBI MPU pErilaMEHTaluu pabdOThl C JIMYHBIMU

JieiaMu He00X0IMMO YTOYHUTD:

1. KaTeropum paboTHWKOB, Ha KOTOPbIX BEAYTCA JINYHbIE Aena (byayT 3To Bce COTPYAHUKM
OpraHu3aLMn MW, Hanpumep, TOJIbKO MEHEAKEePbl BCEX 3BEHLEB YNPaBAeHUs);

2. cnocob popmMMpPOBaAHUA INYHBIX OeN;

3. COCTaB AOKYMEHTOB JIMYHBIX e/ (B TOM YUC/IE C YKa3aHUEM Ha TO, KaK1e AOKYMEHTbI
MoALLIMBAIOTCA B OPUTMHANAX, @ KaKue B KONuAXx);

4. nepeyeHb UL, OTBETCTBEHHbIX 33 BEAEHWE U XPAaHEHWE SIMYHbIX AeN;

5. MopAAOK BEAEHUA INYHbIX Le;

6. NnopAA0K O3HAKOM/IEHWA PAaBOTHMKOB C IOKYMEHTaMM, XPAHALLMMUCA B IMYHbBIX Jenax;

7. MopAAOK XPaHEHWA IMYHOTO fefla Noc/e yBO/bHEHUA PabOTHUKA; APYTYIO
nHdopmauymtio.

Kuura (xypHair) yueTta JUYHBIX JIE] MOXKET COAEP)KATh CIEIYIOIINE CBEICHMUS:

1 NopsZKOBbI HOMEP Aena;

2 bamuana, UMs, 0TYECTBO COTPYAHMUKA;

3. [aTa nepBoHayYabHOro GoOpPMMPOBaHUSA AeNa;

4 JaTa nepeaayun aena B apxus;

5 Apyrve cBeeHUs No yCMOTpeHuio pabotogaTens.

®opMUpPOBAHWE U BEACHUE JIMYHBIX JEJ, KaK Mbl Y€ OTMETHJIH, OCYLIECTBIISETCS B

COOTBETCTBUU C IPaBWJIAMH BEJICHHUS JICJIONPOU3BOJICTBA, JCHCTBYIOIIMMH y KOHKPETHOTO
paboTonaTes.

[TepBoHaYaNbHO B JIMYHOE JICJIO T'PYIIHPYIOTCS JOKYMEHTBI, O0(DOPMIISIONINE ITPOIECC
npueMa Ha paboTy, a BIOCJICICTBHH - BCE OCHOBHBIC JOKYMEHTBI, KaCAIOIIMECS TPYIAOBOM

ACATCIbHOCTH pa6OTHI/IKa.
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KHHTA
yueTa IHYHBIX [Ie1 COTPYAHHKOB OAO «CarypH»

Home, CrpykrypHoe i Ra
P @.11.0. pabotunka JonxuocTs paboTHHKa PYKTYP dopmuponanna | mepegaun
Aeaa nojpazienenne
nena AT B ApXHEB
1 2 3 4 5 6
05-15/110 | Cemerioaa Ynea+a 3amecmumens Opuduyeckud | 19.03.2012
Bukmoposra HavansHuka omoena | omden

OcoobiM nokymenToM B coctaBe [IJIC sBasiercsi Jlmunoe neno. OHO OOBIYHO
3aBOJUTCA Ha pa6OTHI/IKa, MOCTYIIUBIICTO B OpPraHU3aluIo. JIOKYMCHTI)I B JIMYHBIX [Ae€JIaX

pacmojiararorca 1mo MEpPE HUX IOCTYIUICHUA W CUCTEMATU3HPYIOTCA B CJ'IGJIYIOHIef/'I

MOCJIEI0BATEIBHOCTH:
1. BHYTPEHHSASA ONUCb AOKYMEHTOB, MMEIOLLMXCS B IMYHOM LeNe;
2. 3anABneHue o npueme Ha paboTy, HanpaB/ieHWe AN NpeacTaBieHME;
3. AHKeTa (IMYHbIN NUCTOK MO yYeTy Kaapos);
4, ABTobMOrpadus;
5. [ oKymeHTbl 06 06pasoBaHUN U T.4,.;

JIOKyMEHTBI B JINUHBIX J€JIaX PacoJaratoTcs 1o MEpe UX NOCTYIICHUS.

®opMHpPOBaHHME PACHOPAAUTEIBHON JOKYMEHTALMM MO JHYHOMY COCTaBy —
npuka3sbl. [Ipukaspl no 1M4HOMY cocTaBy (GOPMUPYIOTCS B Jiefla B 3aBUCUMOCTH OT CPOKOB HX
xpanenus. llpu 3TOM cienyer NMOMHUTH, 4YTO 3alpeniaeTcsl TPYNIHUPOBATH B OJHO JEJIO
JOKYMEHTBI C Pa3HBIMU CPOKaAMU XPAHEHHUS.

B cootBercTBUM ¢ TUIIOBBIM NepeyHEM MPHUKA3BI 10 JINYHOMY COCTaBY UMEIOT JIBa CPOKa
XpaHeHud: 75 JIeT u S JerT.

K npuxka3zam, nMeomum 75-j1eTHHH CPOK XpPaHEHHs, OTHOCATCS: IPUKA3bl O IPUEME,
YBOJIBHEHUH, MEPEMELIECHUH, NMPEMUPOBAHUM, MOOLIPEHUH, JUIUTEIBHBIX OTIIYCKAaX IO YXOAY,
JUIMTENIbHBIX KOMaHIupoBKax. K nmpuka3zam, uMeromum 5-j1eTHuil CPOK XpaHeHHUsl, OTHOCATCH
MPUKa3bl O TPEJOCTAaBICHUH OYEPEeNHBIX M YUEOHBIX OTIYCKOB, NEKYPCTBaX, B3BICKAHHSIX,
KPAaTKOCPOYHBIX KOMaHIUPOBKaX.

[IpakTka HCNONB30BaHUS JOKYMEHTOB II0 JIMYHOMY COCTaBY IOKA3bIBA€T, YTO IIPU
3HAYUTENBHBIX 00heMaxX MPUKA30B MO JIUYHOMY COCTaBY, UMEIOIIUX 75-TETHUI CPOK XPAHEHUS,
nenecoodpasnee ux (GOpMUPOBATH B Jella MO BOMpOcaM JesATelnbHOCTH. Hampumep, oTnenbHO

rpynmnvpoBaTb B AC€Ja NPHUKA3bl O MPUEME, YBOJIbHCHWUU, NCPEMCILCHUN pa6OTHI/IKOB, TO €CTb
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IIpHUKa3bl, CBA3AHHBIC C HUX TPYAOBBIM CTaXCM, M OTACJIBHO IIPHUKa3bl O IMMPEMHPOBAHUMU,
MOOIIPEHHH | T.JI., TO €CTh IPHKa3bl, B KOTOPHIX COEPKATCS CBEACHUS O 3apaboTHOH uiare. [Ipu
ATOM B KaXXJIOM JIeJI€ IPUKa3bl UMEIOT CBOIO CAMOCTOSITEIILHYIO BAJIOBYIO HyMEPAIHIO.

[Ipukassel, pacriopsKEHHS U IPYTHE PACIIOPSAUTENIBHBIEC JOKYMEHTHI 110 IMYHOMY COCTaBY
(bopMUpYIOTCS B JIeNa B Mpeenax OJHOTO KaJeHJApHOTO roJla B XPOHOJIOTHIECKOM TIOPSIKE U C
OTHOCAIIUMHUCA K HUM ITPHUIIOKCHUAMMU.

B cootBerctBun ¢ «lIpaBunamu opraHumzanuy XpaHEHUs, KOMIUIEKTOBAaHMS, y4éTa W
WCTIOJIb30BAaHUS JIOKyMEHTOB apXMBHOTO (OHIA POCCHICKOHN (enepanyii U IPYruX apXUBHBIX
JAOKYMCHTOB B rocyaapCTBCHHEBIX opraHax, opraHax MECTHOTO CaMOYIIpaBJICHU A n
opranuzarusax» ot 07.09.2015 r. pacnopsauTeNbHbIE TOKYMEHTHI TPYIIUPYIOTCS B Jiela IO
BHJIaM, HE JIOTyCKaeTcs (OpMHUpOBATH B OJHO JIENO TPHUKA3bl M PACIOPSDKEHUS] C €IUHOU
Hymepanueil. To ecTb IpHKa3bl, paCHOPSHKEHUs, YKa3aHUS TPYNIIUPYIOTCS B CAMOCTOSITENIbHBIE
JIeJIa CO CBOEH HyMEpalnue.

JIuneBple cuera Mo 3apabOTHOM MJIaTE COTPYAHUKOB (POPMUPYIOTCS B CAaMOCTOSATEIbHbBIE

JieNia ¥ pacIoyiararoTcsl B HUX 1o aingaBuTy haMuimii.

JInyHbIC KAPTOYKK PAOOTHUKOB Takke (GOPMHUPYIOTCS B jeiia 1o andaBuTy haMHUIni.

[To ucteyeHnu 0AHOTO TOA MOCIE 3aBepIIeHNs (POPMUPOBAHUS JIEN B ICIIONPOU3BOCTBE
MPOBOAMUTCS paboTa MO MX MOATOTOBKE K Mepegadye Ha XpaHEHHE B apXuB yupexaeHus. B
cooTBeTcTBUU ¢ [IpaBunamu opranusanuu XpaHeHus, KOMIUIEKTOBAHUS, y4ETa U UCTIOIb30BaHUS
JOKYMEHTOB apXWBHOTO (poHAA poccuiickoil denepauuu M JPYrUX apXUBHBIX TOKYMEHTOB B
rOCyJIapCTBEHHBIX OpraHax, OpraHax MeCTHOr0 caMoymnpaBieHus 1 opranuzamnusax ot 07.09.2015
T. B @pXUB MOCTYIAIOT JOKYMEHTHI, B TOM YHKCJIE [0 JTUYHOMY COCTaBY, HE MO3/IHEE YeM uepe3 Tpu
roJia mocJjie 3aBepuieHus uX GOpMUPOBAHUS B JICJIOTIPOU3BOICTBE.

Odopmienue nei1 Mo JUYHOMY COCTaBYy MpPEICTaBIseT co00il KOMIUIEKC paboT MO UX
TEXHUYECKON 00paboTKe BKIIIOYAIONINI: MOMIMINBKY (MEPEeIieT) Aell, HyMepaluio JUCTOB Jiena,
COCTaBIICHUE 3aBEPUTEIHHON HAJIIUCH, COCTABIIEHUE, B HEOOXOTUMBIX CIy4asX, BHYTPEHHEH
OTHCU JOKYMEHTOB Jiena, oopMieHne 00JI0KKH Jena.

Jlena mommmBaroTcs B 4 TMpoOKoda B TBEPAyH OONOXKKY, M3 Jela yJalsioTcs BCe
MMOCTOPOHHUE TPEAMETHI (CKPENKH, 3aKiIaaku u Jap.). HeBocTpeOoBaHHBIE JIUYHBIE JOKYMEHTHI
(arTecTaThl, OUIUIOMBI) BKIAABIBAIOTCA B KOHBEPT W TOJIIMBAIOTCS B Jen0. B koHIE aena
MOJAIINBACTCS YHCTBIM JHUCT Wi OnaHK (OpMBI 3aBepUTETBHON HaAmucu. B HEOOXOAMMBIX
clydasxXx B Hayaie jeja TOJAIIMBaeTcs ONaHK BHYTPEHHEH OMUCH JOKYMEHTOB, TJIe
MEPEUMCIIAIOTCS BUJIbI JIOKYMEHTOB U CTPAHUIIbl, HA KOTOPBIX HAXOASTCS TOKYMEHTHI.

Bce nmuctel mena, kpome OJaHKa JUCTOB BHYTPEHHEHW OMHMCHU M JIUCTA 3aBEPUTEIHHOMN

HAQ/IMUCH, HYMEPYIOTCS B Pa3BEpPHYTOM BHJAE B IPaBOM BEPXHEM YTy HPOCTHIM (YEpHBIM)
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KapaHjgamom win TtadynaropoMm. IloammuTeie B A€10 KOHBEPTHI Tak e HyMEpyrTcs (CHayana
KOHBEPT, [IOTOM IO MOPSAJIKY BCE BKIIOUECHHUS).

3aBepUTenbHAas HAAIUCh COCTABJISETCS TOJBKO HAa OTICIIBHOM JIMCTE-3aBEPUTEIIE 10
YCTaHOBJIEHHOH (hopme. 3amperiaercs BBIHOCHTh €€ Ha 00OPOT IOCIEIHETO JOKYMEHTa WIIH
oOsokky nenma. OHa BKIIIOYAeT CBEJCHHS O KOJMYECTBEHHBIX [IapaMerpax Jella U Hux
0CcOOEHHOCTSIX (JINTEPHI, IPOIYIICHHBIE JIUCTHI, JTUCTHI C 000POTOM, KOHBEPTHI).

BryTpeHHs ONMCh COCTABIISIETCS IS JIMUHBIX €1 U CONEPKUT CBEACHUS O MOPSIAKOBBIX
HOMEpax JOKYMEHTOB B HEH, MX MHACKCAxX, AAaTax, 3arojlOBKax M HOMEpax JMUCTOB Jena, Ha
KOTOPBIX PACIIOJIOKEHBI 3TH TOKYMEHTHI.

K BHyTpeHHel onucu cocTaBiIsieTcsl UTOrOBas 3alUCh, B KOTOPOH yKka3bIBaeTcs Huppamu u
MIPONMCHI0 KOJIMYECTBO BKIIOYEHHBIX B HEE JOKYMEHTOB M KOJWYECTBO JIMCTOB BHYTPEHHEH
OonucH. BHYTpeHHsI ONMCh NOJANKCHIBAETCS €€ COCTABUTENIEM C YKAa3aHUEM JOJDKHOCTH M JAThI
COCTaBJICHUS.

[Ipn u3mMeHeHnn coctaBa JOKYMEHTOB Jiena (M3bSATHH, BKIIIOUEHUU IOKYMEHTOB, 3aMEHE
UX KOMUSIMH) OHU OTpaxkaroTcs B rpade «lIpumedanue» co CHOCKOM Ha HOMEpa BHYTpPEHHEH
onucu. MoxeT ObITh COCTaBIICHA U 0cO0ast OUCh ITUX U3MEHEHHH.

O06mnosKa ziena 1o JIMYHOMY COCTaBy COJIEPKUT CIIEAYIOIINE PEKBUZHUTHI:

o HauMeHOBaHWe opraHM3aLmmu, NOAYUHEHHOCTb, HAMMEHOBAHWE CTPYKTYPHOTO
noApasaeneHus;

o WHAOEKC aena;

o APXUBHbIN WNdp aena;

o 3aro/IoBOK Aena;

o KpailHWe aaTbl Aena;

o KOJIMYeCTBO INCTOB AeNa;

o CPOK XpaHeHus gena.

HpI/I O9TOM HAMMCHOBAHHUC OpraHu3allii YKa3bIBA€CTCA IIOJIHOCTBIO, B HMMCHUTCIBHOM
Mmaacixke, ¢ YKa3aHueM IMOJIHOI'O HAMMCHOBAHUSA OpTraHW3alluu, KOTOpOfI OHa HCIIOCPCACTBCHHO
INOAYHNHCHA, TaK K€ B HMCHHUTCIBHOM IIaACKC. Ecmu cama oprainn3anysa WA BbIIICCTOAIIASA
OpraHu3anusa UMCIOT 0(1)I/ILII/IaJ'IBHO IMPUHATOC COKPAIICHNEC HAMMCEHOBAHU A, TO OHU YKA3bIBAKOTCA B

CKOOKax IMociie MOJHOr0 HauMEHOBAHMSL.
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Kog roc. apxuea
Koo opradK3acpan

6 oN'T

QUg TN LD

L3N "D

{HasMenoRaHHE apXHUBHOND Yupewem)

QCLUECTEO € OrPaHIHeHHON OTBETCTREHHOCTEID
TEXHOTKAHD TEKCTWIE

By xrantTepua
{HAHMMEMOBAHHE OPTaHH3ALHN B CTRYRTYPHOND MOTDA3NeNeHHA)

OENMONe 9 TOM Ne 1_

Hasato 01.01,2000
Oxonygeno  _31.12.2000

{Kpaitrme gated)
. Mo 1 Ha _ 248 nicTax
e Xpawite 75 ner
On. Ne 2nfe
A.Nc9

JInuHoe A€o npeAcTaBiIsieT cO00i COBOKYIMHOCTh IOKYMEHTOB, COAEPIKAIIMX CBEJICHUS O
paGoTHuke. Bce HOKyMeHTBI, OTHOcCALIMECS K JUYHOMY Jielly, 1O Mepe MOCTYIUIEHUS
MOAIIMBAOTCS B ANKY-CKOPOCILINBATEND.

JInuHble Je7a MOTYT 3aBOJUTHCS Ha BceX paOOTHHKOB OpraHM3alluH, OJHAKO, TIaBHBIM
0o0pa3oM, — Ha PyKOBOJSALINI COCTaB U BEAYIIMX CIELHATUCTOB. [IJI1 OCTaIbHBIX paOOTHHUKOB,
KaK [PaBUJI0, OTPAaHUYMBAIOTCS 0(OPMIIEHUEM JTMYHON KapTouku no ¢opme Ne T-2.

B cocraB 1nyHOrO f€51a BXOIAT CIEAYIOUIUE TOKYMEHTBHI:

o BHYTPEHHAA ONUCb AOKYMEHTOB, NOALIMNTLIX B IMYHOM AENE;
o pestome;

o aBTobUOrpadus;

o aHKeTa UM INYHBIN NINCTOK MO y4eTy Kagpos;
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o KOnMn AoKymeHToB 06 06pasoBaHuu;

o XapaKTePUCTUKU Ha pabOoTHMKa;

o TPYA0BOW A0roBOP (MOXKET BXOAUTb B COCTaB IMYHOIO AeNa UAU XPaHUTbCA OTAENbHO);
o KOMUM NPUKa30B O Ha3HAaYeHUM, NepemMeLleHM, YBO/IbHEHUU;

o KONuA CBUAETEeNbCTBA O MOCTAHOBKE Ha yYeT B Ha/lIOrOBOM OpraHe;

o KOMWA CTPaxoBOro CBMAETE/IbCTBA roCy4apCTBEHHOIO NEHCMOHHOIO CTPaxoBaHUs;

D OOMNONIHEHUSA K aHKEeTEe UM IMYHOMY JIMCTKY MO YYeTy Kafpos;

D pa3/inyHbIe CNPaBKKU, OTHOCALWMECA K AaHHOMY pabOoTHMKY (Kpome cnpaBoK C MecTa

KUTENbCTBA, O COCTOAHWUM 34,0POBbA U APYTMUX AOKYMEHTOB BTOPOCTENEHHOTO 3HAaYEeHUsA, KOTOpble
rPynnMpytoTca OTAENbHO).

[Ipn HanMuyuM XapakTEpUCTHKH C MPOILIOro Mecrta paboThl U PEKOMEHIATENIBLHOTO
MMCbMa, MPEACTABICHHBIX MPHU MOCTYIUIEHUH Ha padOTy, OHU TAKKE MOALIMBAIOTCA B JIMYHOE
Jeso paboTHHUKA.

JInunble nena pabOTHUKOB PErUCTPUPYIOTCS B CHELMATILHOM JKypHaJle, XpaHsITcs B ceilde
U BBIJJAIOTCSI BO BPEMEHHOE T0JIb30BaHUE TOJIBKO ONPEEIEHHBIM JIOJDKHOCTHBIM JIMIAM. 3alicu
Y U3MEHEHUS B JIMYHBIE JeJla BHOCSTCS JTUIIAMH, OTBETCTBEHHBIMH 32 UX BEJICHHE.

JInuHble Jiena yBOJEHHBIX WM YMEPIIMX paOOTHHUKOB JOJKHBI II€PEIaBaThCsA B apXUB U
XpaHUTbCS 75 JerT.

JInuHoe neno BKJIIOYAET JOKYMEHTBI, OTpa)kalollhe CBEeACHHUS O paOOTHHKE M €ro
TPYIOBOM JIEATENBHOCTH, TMOO O cTyneHTe u ero o0yuenuu B BY3e. Kak npaBusio, auyHoe aeno
(dbopmMupyeTcsi B T€UEHHE JJIUTEIBHOTO MepHoia BpeMeHH (Bce BpeMs paboThl Wi y4ueobl). OHu
BXOJIAIT B COCTaB JOKYMEHTOB 10 JIMYHOMY COCTaBYy.

B Hacrosimiee Bpemsi JM4YHBIE Jiela Ha pabOTHUKOB B 00s3aTeIbHOM MOpSAKE B
cootBeTcTBUU ¢ YkazoM I[Ipesumenta PD ot 30.05.2005 Ne 609 nomkHBI OBITH 3aBEIEHBI B
roCcy/lapCTBEHHbIX (MYHHMIIMIIAJbHBIX) opraHax BiacTu. s apyrux cdep HeATENbHOCTH B
HOPMAaTUBHBIX IOKyMEHTaX HET YIIOMUHAHUs 00 0053aHHOCTH BEACHUS JTUYHBIX Jiesl. DakTHYeCKu
U1 OOJILIIMHCTBA OpPTraHU3aIUil 3TO CTAHOBUTCS JIEJIOM JOOPOBOJIbHBIM.

Tem He MeHee, MNpakTUKa TMOKa3bIBaeT, 4YTO (OPMHUPOBAHHE U CBOEBPEMEHHOE
KOMIIJIEKTOBaHHE JIMYHOTO Jiela Ha pabOTHHKA MPUHOCUT MHOTO MOJb3bl. [lockonbKy Bce
CBeZeHHUsI O PabOTHHKE CKOHLIEHTPUPOBAHBI M YIMOPSJAOYEHBI B €IMHOM MecTe (CIocoOCTBYET
JTy4lled COXpaHHOCTHU JOKYMEHTOB) U K HUM OO€CHedeH OINepaTHBHBINA JOCTYI (CIIOCOOCTBYET
OBICTPOMY MOMCKY MH(OPMAIIUHU TI0 3aIIPOCY).

CocTaB JOKyMEHTOB JIMYHOTO Jieja pabOTHUKA!

o 3asB/IeHMe O Npueme Ha paborTy;

o TPYAOBOE cornaweHune (KOHTPaKT), A0MNONHUTE/IbHbIE COTNALIEHWS;

o JMYHbIA IUCTOK MO YYeTy KaZpoB U LONOJSIHEHUNE K HEMY;

o aHkKeta (aBTobMOrpadus);

o OOKYMeHTbl 06 o6pasoBaHuK (Konuu);

o [OKYMEHTbI 06 yTBEPKAEHMM B LO/IKHOCTM (KOMUU UAU BbINUCKK), B TOM YMCNE 3TO

MOoryT 6bITb BbIMUCKKU U3 NPOTOKO/10B yqpep,MTeneﬁ, dKUMOHEpPOB, Y4EHbIX COBETOB, AOKYMEHTbI
KOHKYPCHbIX KOMUCCU n, pe3ynbTaTbl TECTUPOBAHUA;

o peKkomMeHgaTe IbHble MMCbMa MU XapaKTEPUCTUKMY;

o AO/MKHOCTHbIE MHCTPYKUMK (pernameHTbl);

o aTTecTauMoHHbIe INCTbI, OT3bIBbI, NPeACTaBAeHUs;

o nacnopTHble AaHHble, CBMAETENLCTBO O BpaKe U T.4. (Konuw);

o 3afB/IEHMA M NPMKa3bl (KONWUKW MK BbINUCKK) O NEPEBOAE Ha APYryo AOMKHOCTb,
npeAacTaBieHnn, CNPaBKN-06bEKTUBKY;

o AOKYMEHTbI O HarparKAeHUK, HaN0XKEHMM B3bICKaHWUI (Konuu);

o CBEAEHMA 0 A0X043aX, UMYLLECTBE M CNPaBKM NPOBEPKMN NOSHOTbI U AOCTOBEPHOCTH
[AaHHbIX CBEAEHMUI (4NA rocyAapCTBEHHON MAN MYHULMNAAbHOMN CYXKObl);

o HeBoCTpeboBaHHbIE AOKYMEHTbI (CBUAETENbCTBA, ANMAOMbI, TPYAOBbIE KHUMKKN U T.MN.);

o 3aBNIEHMA M NPMKa3bl (KONWUKU MAK BbINUCKK) 06 YBOAbHEHMM, NEpeBoae U T.4.;

o MHble OKYMEHTbI B C/ly4ae HeobX0AMMOCTH, B YaCTHOCTU ANA FOCYAaPCTBEHHOM

cnyx6bl — nogpobHee nocmoTpuTe YKas MpesnaeHTta PO.
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@opMHpOBaHUE JHUYHBIX JIel PaOOTHHUKOB.

PykoBOICTBYIOTCS  XPOHOJIOTMYECKUM

MPUHLUIIOM, T.€. JOKYMEHTHI B JJMYHOE JIeI0 Pa0OTHHKA MOMEIIAIOTCS MO0 MEpe MX MOSBICHHSL.
ITocne yBojbHEHHsI PabOTHUKA JIMYHOE JIETIO0 CUMTAETCS 3aKOHUCHHBIM JICJIONPOU3BOICTBOM U
TOTOBMTCS K Ilepefaue B apxus. [Ipu aTom fena rocciryxaluux nepeaarores B apxus nocie 10 ner
XpaHEeHUsT B KaJpoBOH ciyxOe (HOpMaTHBHOE TpeOOBaHUE, TIOCKOJIBKY TIPH MEPEeBOjie
IPakIaHCKOTO CIIY’KAlllero B IPyroil rocy1apCTBEHHBIN OPraH €ro JUYHOE MECTO NEePeaaeTcs 1o
HOBOMY MECTy paloOThl), OCTaJbHBIX PAOOTHHKOB — JKEIAaTENbHO HE IO3JHEE 3-X JIET IHOCIe
3aBEpUICHUS UX JIEJIOTPOU3BOJICTBOM.

BBuy Ba)XHOCTH JOKYMEHTOB, COCTABISIONIMX JIMYHOE JeN0, TPeOyeTcs COCTaBIAThH
BHYTPEHHIOIO OIMCH IO ONpENesIeHHOH (hopMe, IpHU 3TOM OHA BCETAa HyMEPYETCsl OTIEIBHO OT

OCTAJIbHBIX JOKYMCHTOB ACJa.

BHYTPEHHAA OITHCDH
AOKYMEHTOB eI Xp. N _ 05-15/110

Maaenc Hata Homep

Ne AoKymesra Xoxy . 3AroT0BOK JOKYMENTA TS AT Tpisceyamse

1 2 3 4 5 3

1 Hononriesiue K AUSHOMY AUCMKY NO ysemy !

xadpoe

2 19.03.2012 | lussisd AUCMoK no ywemy kadpoe 2-3

3 19.03.2012 | Aemobuozpadus 4

4 | ON827527 | 26.06.2001 | Konus dunnoma 5

5 10/12-md 19.03.2012 | Tpydosou doeosop 6=11

6 45-5 19.03.2012 | Konus npuxasa o npueste wa pabomy 12
Hrtoro ROKYMEHTOB.

(omjpamn 3 spoamie |
KOMMUeCTBO THCTOB BHYTPEHHEA ONHCH
(amfpases w njazecuo )
MacnexTop Wupoxoea T.IO. llInpokosa
(mcaana) | pacea pposa aumz i)

19.03.2012

@

HpI/IBe,[[eM IIpuMep BHYTpeHHeﬁ OIIMCH AeJia, COACPKALICTO ITPUKA3BI 110 JINYHOMY COCTABY.
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BHYTPEHHAA OIUCH
JAOKYMEHTOB €1, Xp. N¢ 04-03
Mupexc Hara Homep
N - 34ronoBoX OKyMenTa ~ L xp. Ipumevanne
1 2 3 4 5 6
i Ix 10,01.2007 | O npueme xa pabomy Xsopocmenxo K. . 1
2 2 12.01.2007 | O npuese wa patomy Havunoa I'E 2
97 97K 02.08 2007 | O6 ysosswenuu Kopotxo M. A. 97 Konuz. [Todruinux
ympavex (axm
06 ympame
om 0209.2007)
184 184x 26.122007 | O6 yrorvnenuu Edpesosoit A. A. 184
185 185k 27.12.2007 | O npuese xa patomy Kopocmwaeson E Q. 185
Hroro 185 (cmo BocembOecam nams) NOKYMEHTOB.
TRApPasH & RpoaRc0]
KonuuecTBO MMCTOB BHYTPEHHER ONMMUCH 3 (mpu)
(W%om
MHCNEXTOP 10 KajpaM dedoposa I.I. ®epoposa

12.02.2011

BosBpamasce k nmpaBuiaM 0GOpMIICHHS JIMYHOTO JiejIa, OTMETHM, YTO 3aTE€M B IPOIIECCEe
MOJTOTOBKM K apXMBHOMY XPAaHCHHIO 3aBEPIICHHOTO JIMYHOTO Jeja KOJMYECTBO JIMCTOB
BHYTpPEHHE OMKCH OTMEYAeTCsl B IUCTe-3aBepuTene (IocMoTpute odpasen).
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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 xaxmoro corpymauka (GopMHpyeTCs CaMOCTOSTEIbHOE JIMYHOe neino. JlomyckaeTcs
3aTeM B MPOIECCEe TMOIATOTOBKM K apXMBHOMY XPaHEHHIO TPYNIHPOBATH JIMYHBIC JielNa B TaK
Ha3bIBa€MbIC HAPSAJIBI, T.€. MPOIIUTH UX B 00IIeM jaeiie (0COOEHHO MPU HEOOJBIIIOM KOJIUYECTBE
00pa3yromuxcs JIMYHBIX Je]T B T0J1). B 3TOM ciydae BO BHYTpPEHHEH ONMHCH JOKYMEHTOB Jeiia
JOJDKHA CONepkKaTrbess MHAOpPMAIMIO C TIEpeYHEM BKIIOYEHHBIX B HUX JWMYHBIX Aen (OO
pabOTHMKOB W HOMEpa JHUCTOB KaXJOTO Jeja, 4YTOOBbl OOJErduTh €ro HCIOJIb30BAHHE B
JabHEHIIIEM).

Ho Bce-Taku 3aTeM He 04eHBb OyaeT yJ00HO MCII0JIb30BaTh Takoe «oo1ee» neno. [Toartomy
esecoodpa3Hee MPONIMBATh Jefla KaK CaMOCTOSITEbHbBIC eMUHHIIBI XpaHeHus. Ho Ha kakioro
TPaXJIAHCKOTO CITYXAIEro JOJDKHO OBITh 3aBEJICHO TOJILKO OTHAEIBHOE JeJ0 (3TO HOPMATUBHOE
TpeboBaHue).

Odopmitenue muuHoro nena. B nponecce oopmienus cnemyromas nHGopMaIus JoDKHA
B 00513aTEILHOM TIOPS/IKE OBITh OTpayKeHa Ha 00JI0XKKE JTMYHOTO jeia (0O0paser MpUBOIUTCS 110
CCBLIIKE):

o 3aroJ1I0BKOM JIMHHOIO Aena 6yAET YKa3aHue cbammnmm, MMEHUN N OTYECTBA KOHKPETHOTIO
pa6OTHVIKa B UMEHUTE/IbHOM NadeXxXe;
o B AOKYMEHTax gesnia MOoryT 6bITb BapnaHTbl HanNnCaHUA d)aMMI'IVIVI, MMEHU NN OoT4eCTBa

paboTHWKaA. B 3TOM cnyyae OHW [OMKHbI 6bITb 3aPUKCUPOBaAHbI B 3aro/I0BKe IMYHOTO Aena (06bi4HO B
CKobKax). Hanpumep:

Axmeposa Avicny Hacumosna (Anna Hukonaesna)

Cyxopyuko (Kanununa) Bepa Onezosna

. B ciydae GopmupoBaHuA B O6LIEM Aefe B HaMMEHOBaHWE 3aronoBKa A06aBnAOTCA
BYKBbI, C KOTOPbIX HAYMHAIOTCA GaMUAUKU PAaBOTHUKOB, UbM JIMUHbIE AENA BKAOYEHbI B AaHHbINA TOM:

Jluunwie dena compyonuxos, yeonennvix ¢ 2013 200y, «A»-«Hy

To owce, «Iln-« »

. COrNacHO HOPMATWMBHbLIM aKTaM KpaiHWe AaTbl CieAyeT NPOCTaBAATb TaKMe e Kak B
NPUKasax O MOCTYM/IEHWUM W YBOJbHEHUM C PaboTbl, B HEKOTOPbIX OpraHW3auuax KpanHue AaTbl
onpeaenstoT COrNAacHO AaTam MOCTYNAEHUA U YBOAbHEHUA € PaboTbl (MOCNeAHWUI BapuaHT BCe-Taku He
COBCEM NPaBUbHbIA);
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. B IMYHOM Aene MOryT ObiTb AOKYMEHTbI, AaTMpyeMble bonee paHHeN AaTon, Yyem aaTa
npuKasa o npueme Ha paboTy (Tem He MeHee, 3TO He NPUHUMAETCA BO BHWMAaHWE NpU onpeaeneHuu
KpanHUX aaT AMYHoro aena paboTHMKA);

o CPOK XpaHeHuA Nu4HbIX gen pabotHukoB — 75 net 3MK, pykosoguteneir — Boobuie
NOCTOAHHO COrflacHo cT. 656 Tunosoro nepeyHa — 2010 roaa (Npu odopmneHnn aena Ana apxMBHOIo
XPaHeHWs HOMep CTaTbW He MEepPeHOCUTCA HA OBJ/IOXKKY, YKa3blBalOT TO/ILKO CPOK XPaHEHWUSA JIMYHOTO
[,eNa), OH He 3aBUCUT OT BO3pacTa PaboTHMKA U HAYMHAET OTCYUTLIBATLCA C MOMEHTA ero YBO/IbHEHUS;

. BaXKHO 3aUKCMPOBATL KONIMYECTBO IMCTOB AeNa.

Wrtak, mepednciieHbl OCHOBHBIE BKIJIIOYa€Mbl€ JIOKYMEHTHI B COCTaB JIMYHOTO JIeTa,
paccMOTpeHbl HamboJiee Ba)KHBIC TPeOOBaHUS K (DOPMHPOBAHHIO, XPAHCHHWIO JUMYHOTO JIeNia
paboTHUKA U 0(POPMIICHUIO OOJIOKKH.

IIpuka3pl M0 JUYHOMY COCTABY IPYNNHUPYIOTCH B OTAeIbHOE /1€J10, IPH 3TOM UMEIOT
CBOIO COOCTBEHHYIO HyMepaIuio (OTIUYHYIO OT MPUKA30B 110 OCHOBHOM AesTeNbHOCTH). BHyTpH
JieNa TOKYMEHTBI CUCTEMATU3UPYIOTCS TT0 XPOHOJIOTUH UX CO3JaHUsI.

Hekotopeie BuaBl TpPHKA30B 1O JMYHOMY COCTaBy NPHHATO H3JaBaTh  IIO
yHupunmrpoBanHon popme. B 3ToM ciydae HE0OX0AMMO TIPOCTO 3aMOJHUTH COOTBETCTBYIOIINE
rpadgpl. OcTanbHBIE COCTABISIIOTCA B CBOOOJHOM ¢dopme, B TO K€ BpeMs HEOOXOAUMO
MPUICPKUBATBCSA  OMpEACNEHHBIX TpeOoBaHmil. B ciydae cocraBieHWs MpuKasza 1o
HEeYHU(UIIUPOBAHHON (hOpMe MTPUMEHSIOT TE K€ PEKOMEHIAIINH, YTO U TSI COCTABJICHUS TPUKaA3a
10 OCHOBHOH J€STSIILHOCTH.

dopmMHpoBaHUE MPUKA30B MO JUIHOMY cOoCTaBy. [IprKka3pl Mo JUYHOMY COCTaBY CJIEIYET
TPYNIUPOBATH B Jiejla HA OCHOBAaHUHU CPOKOB UX XpaHEHUs, IIPU ATOM HE JOIMYCKAETCs MIOMEIIATh
BMeCTe (B OJIHO JIEJI0) TOKYMEHTHI JOJTOBPEMEHHOTO XpaHeHus (T.e. > 10 JeT) u BpeMEHHBIX
cpokoB < 10 ner. Hanpumep, npukassl 0 IpueMe, YBOJbHEHUHU U JIP. CO CPOKOM XpaHEHUs 75 jeT
JOJIKHBI OBITH MOMEILEHBI OTIEIbHO OT MPUKA30B 00 €XKEroJHBIX OTMYCKaX, KOMaHIUPOBKAX,
KOTOPbIE XpAHATCA 5 JIeT.

[Ipu 3TOM mpuKa3bl ¢ OJUHAKOBBIM CPOKOM XpaHEHHs JOMYCKaeTcs i 00JerdyeHust ux
MOMCKa B JalibHEWImIeM (0COOCHHO TIpH OOJIBIIIOM JOKYMEHTOOOOPOTE) JIOMOJHUTEIHHO
MoJApa3JeNaTh Ha OTAeNbHble nena. Hampumep, mpukassl 00 €XKEroJHbIX OTIYCKaX MOTYT
COCTaBJISITh CAMOCTOSITEIIBHOE JI€JI0, O KOMAHJMPOBKAaX — JPYroe, XOTsS BCE OHU HMMEIOT
MATWIETHUNA CPOK XPAHEHUS.

Xouy elie pa3 HallOMHUTB, YTO KaXKJJ0€ CAMOCTOATENBHOE JIEJI0 JOJHKHO ObITh BHECEHO B
HOMEHKJIaTypy AeJl OpraHu3aluu.

[Ipn Hanmuuuu NMPUIIOKEHHUS K MpHUKa3zy OHU (OPMHUPYIOTCS BMECTe — CHayaja MpHUKas,
3aTeM IPUIIOKEHHE.

B 10 ke Bpemsi OCHOBaHHUsI K MIPUKa3aM [0 JIMYHOMY COCTaBY IMOMEIIAKOTCSA OTAEIBHO OT
HUX. B KauecTBe OCHOBaHHUs K IPpUKa3aM MOT'YT BbICTYNaTh:

1. NWYHble 33aABNeHMA PabOTHUKOB,

[OKNafHbIE U CNy:KeBHbIE 3aMUCKK,
npeacTaBiEHNS,

aKThl,

cnyxebHble NUCbMa APYrMX OpraHusaumi,
. KOMUW IMYHBIX OKYMEHTOB U Ap.

Kak mpaBuiio, ecinu B TEKYIIEM JEIOMPOU3BOJCTBE COBMECTHO (POPMHUPOBAIIU MPUKA3HI U
OCHOBaHUSl K HHUM, TO B IMpOIECCE MOATOTOBKM [Jsi apXWBHOTO XpAaHEHUsI TakHhe Jena
nepeOopMUPOBBIBAIOT Ui UX paszjaeneHus. OCHOBaHUS K MpPUKa3aM CO CPOKOM XpaHEHUs 75 NeT
(Hampumep, 3asBieHHE paOOTHHKA O TpHEME, MEPEeMENEHUH U T.J.) OOBIYHO BXOIST B
COOTBETCTBYIOIIIEE JIMYHOE JIENIO0 paOOTHHUKA.

OcHoBaHHsI XK€ K TPUKA30M C HEOOJBIIUMH CPOKaMU XpaHEHUs (Hampumep, 5 jer)
JorycKaeTcst OpMUPOBATH OTACTHHO OT HUX, JUISl Y4€TO B HOMEHKIIATYpPEe MOKHO MPEAYCMOTPETh
JIeI0 C TMPUMEPHBIM 3aroJiOBKOM: «J/OKyMEHTBI, HE BOIIEAIINE B COCTaB JMYHBIX Jen (U
00s3aTeNFHO MEePEUUCIISIOT B CKOOKaX OCHOBHBIE UX PA3HOBUTHOCTH)Y.

Ov R wN
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[Tpu dpopmupoBanuu aem HEOOXOAUMO MPOBEPATH MPABHILHOCTH O(POPMIICHHS: HATTMYNE
MOJANUCH, BU3, JaThl M HOMepa mpukasza. HemoodopmieHHbIE MNpHKa3bl HE JOMYCKAaeTCs
MOAIIMBATH B JIeja.

B TekymeMm nenonpous3BOACTBE OOJIOKKA Jeia C IpUKa3aMH [0 JINYHOMY COCTaBy
odopmMIIsieTcs aHaJTOrMYHO MPHBEIECHHOMY 00pasiy (CM. MO CChUIKE, YTOOBI B 3TOH CTaThe HE
MOBTOPATHCA). 3A€Ch YMECTHO OyneT MNpOCTO yKa3aTh HEKOTOpbIE IPHUMEPHI 3aroJIOBKOB:
«IIpuka3pr pupexkropa OOO «KombacHuk» 1O JUYHOMY cCOCTaBy (TpHUEM, TMEpeEMeEIlCHHE,
yBoJibHeHUE)» WK «lIpukasel Ne 1-42 pykoBoauTenst 0 IpeMUPOBAHUN COTPYIHUKOBY.

XpaHeHHe IPUKA30B 10 JUYHOMY cocTaBy. [l onpeieneHust CpoKOB XpaHEHUS IPUKA30B
MOJB3YIOTCA JCUCTBYIOIIMM THIOBBIM IepeyHeM JIOKymMeHTOB. Ha ceromHsmHuii J1eHb
MIOCJIETHUI TUIIOBOM nepeueHb cocrasiieH B 2010 roxy.

OO6parnaeM BHUMaHueE Ha cTaThio 19 0 1 mpuMeyanue 2 K Hell yKa3aHHOTO BbIIIE TUIIOBOTO
MIepeyHs — JIJIs ONpeAeNIeHUs] XpaHEHUs pa3IMYHbIX KaTerOpUil MPUKA30B M0 JINYHOMY COCTaBY; Ha
CTaThi0 665 — OCHOBAHMS K IIPUKa3aM, HE BOLIEIIINE B IMYHOE JI€JI0, XPAHAT S5 JIET.

Kak BuauM, HEKOTOpbIE MPHUKA3bl MO JUYHOMY COCTaBY MOTYT XpaHUTbCA S5 jer: o0
OuYepe/IHbIX U YUeOHBIX OTIYCKAX, O AEKYPCTBAX, B3bICKAHUSIX, KPATKOCPOUHBIX KOMAHUPOBKAX.

3HauuTeNbHAS YaCTh MPUKA30B UMEIOT JUINTEIbHBIHN (75 JI€T) CPOK XpaHEHUs, B TOM UUCIIE
0 JIOJITOCPOYHBIX KOMaHIUPOBKAX, 00 M3MEHEHUU (haMuINH, 00 UCHIOJHEHUH OOS3aHHOCTEH, O
MOOUIPEHNUH, HarpakJeHUH, MOBBIIEHUH KBaIM(UKALUM, aTTecTaluu, o0 oTmyckax 0e3
coJlep>KaHus U T.1.

Taxxe nns omnpeneneHUs] CPOKOB MOKHO HCIOJIb30BaTh BEJIOMCTBEHHBIE MEPEYHU
JOKYMEHTOB, €CIIM OHHU COCTaBJEHbI JUIsl OpraHu3auuu Bamied cdepbl aesTenbHocTH. OHuU
Han0oJIee TIOJTHO OTPAXKAIOT MHOT000pa3re 00pa3yomuXcs TOKYMEHTOB OPTaHU3aIlid, TOITOMY
IIPY HAJIMYUU TAKOBBIX MMEHHO UX CIIEAYET UCIOJb30BaTh B MEPBYIO OUepeab Il MPOBEACHUS
9KCIEPTU3bI IEHHOCTH JOKYMEHTOB.

JloJITOBpeMEeHHOTO XpaHEeHH S MPUKA3kI 10 JIMYHOMY cocTaBy (75 neT) Tpedyercs nepenarhb
B apXUB OpraHu3aluy (1Mo CChUIKE MpHUBEJeHa MH(OPMAIUs, KaK 3TO CAenaTh NpaBuwibHO). OHU
BKJIIOYAIOTCS B OMUCh €] IO JMYHOMY cocTaBy. Ha ocraibHble NpuKasbl MOCIE UCTEUEHHUS
CPOKOB HMX XpaHEHHMs MOXKHO COCTaBUTh IO YCTAaHOBJIEHHOW (opMe akT 00 YHUYTOXKEHUU
JOKYMEHTOB (0Opasel; 1o cchlUIke NpuBeAeH). JIOKyMEHThl B OpraHM3allid, Kak IpaBHIIO,
YHUYTOXKAIOTCA LIEHTPAIN30BAaHHO, II09TOMY HX BKJIIOYAIOT B CBOAHBIM akT € JApyrumu
JOKYMEHTaMH BCEX MOApa3AeIeHUI OpraHu3aluy.

PA3JEJ 3. OIIMCAHHME, IIOUCK U HUCIOJIb30BAHUE APXHUBOB IIO
JINYHOMY COCTABY

Tema 1. Hayuno-cnpagounwlii annapam K apxueam no auunomy cocmasy. Onuce oen no
JAUYHOMY COCMAgy

CocrasiieHHe OITUCH JeJI JOKYMEHTOB 110 THYHOMY COCTaBY

OCHOBHBIM apXUBHBIM CIIPABOYHMKOM JOKYMEHTOB IO JIMYHOMY COCTaBY BBICTYIAET
apxuBHas onuch. JlokymeHTs! 110 JIC GpopMupyroTcst B OTAEIBHYIO IPYIITY, CUCTEMATH3UPYIOTCS
000CO0JICHHO U BKIIIOYAIOTCS B CAMOCTOSITEIIbHYIO OIUCH.

Onuce Aes 1m0 JMYHOMY COCTABY — YYETHBIN JTOKYMEHT, KOTOPBIN COAEPKUT NEPEUEHD
JOKYMEHTOB J€Jl TI0 JMYHOMY COCTaBY C YKa3aHMEM MHJIEKCOB, HA3BaHUM JOKYMEHTOB U Ap. OHa
COCTaBIISIETCS B TPEX K3EMIUIpax corjiacHo ¢opme, ycraHoBieHHON [IpaBunamu opranuzanuu
XpaHEHUs, KOMIUICKTOBAaHUS, Yyu€Ta M MHCIOJb30BaHMA JOKYMEHTOB apXWBHOTO (oHza
poccuiickoii denepaliu U Ipyrux apXuBHBIX JOKYMEHTOB B TOCYAapPCTBEHHBIX OpraHax, OpraHax
MECTHOTO caMoyTpaBieHus U oprauuzanusax» ot 07.09.2015 r. Ona BkiIrouaeT B cebst:

o HaMMeHOBaHMe opraHM3aumm
° Homep PpoHAa

o nopAAKOBbI HOMepP

o WHAEKC Aena (NPu HaiMuMm HOMEHKNaTypbl Aen)
o 3aro/s0BOK gena

o AaTa aena

93



. 4MC/I0 INCTOB B Aene

o npumevaHue (ecam ectb)

Ornuch JOKYMEHTOB MOKET ObITh COCTaBJIEHA MO XPOHOJIOTHUYECKOMY UJIU CTPYKTYPHOMY
MPUHIINITY, KOTOPbIE OOBIYHO COYETAIOT B OJHOM OMHCH: B KAXKIOH XPOHOJOTHYECKOW Tpymme
JieNia pacrpeeisloTcss B COOTBETCTBUU CO CTPYKTYPHBIM mojpasneieHueM. [lomumo storo,
CYIIIECTBYET HOMHUHAJBHBIA TPUHIIUI, COTJIACHO KOTOPOMY 3aroJIOBKH JeJl B OIKCH UIYT B
CIEAYIOUIEHN MOCIEI0BATEIIbHOCTH:

1. npuKasbl (pacnopaxeHuns) No IMYHOMY COCTaBY;

2. CMUCKM JINYHOTO COCTaBa;

3. JINYHbIE pena;

4, KapTO4YKM NO y4YeTy IMYHOro COCTaBa;

5. TPyZOBble A0rOBOpPbLI (CornaweHus);

6. mueBble cyeTa paboumx U CayKallmx no 3apaboTHOM naaTte (pacyeTHble Be4OMOCTH Mo
3apnnare);

7. HeBOCTpebOBaHHbIE IMYHbIE NOA/NHHbIE AOKYMEHTbI YBOJIEHHbIX PabOTHMKOB (Npu
OTCYTCTBMM OTAE/IbHOMN onucK);

8. AKTbl O HECYaACTHbIX Cy4YasnX.

VYka3aHHble BUJBI IOKYMEHTOB, 0Opa3yloIIUXCsl B OpraHuanusx B OOJNbIINX 00beMax,
MOTYT BBIIETISTHCS B CAMOCTOSITENIbHBIE pa3JIeNbl OMHUCH, JINOO B OT/IEeIbHBIEC OTUCH. JInUHbIE fena,
JIUYHbIE KPAaTOUKH, TPYJOBBIE JJOTOBOPHI IOMELIAIOTCS B OMUCH 10 TOY YBOJIbHEHHS paOOTHHUKA.

[IpaBuna 3amoiHeHUs OMHCH €Nl N0 JUYHOMY cocTaBy. HanMeHoBaHHe opraHu3aluu.
Heobxomumo yka3aThb TO HaMMEHOBaHHE KOMIIAHMM, KOTOPOE OHAa HOCHJIA BO BpeMs CO3JIaHUs
JNOKyMeHTOB. B ToM cnywyae eciu opraHusanys HECKOJIBKO pa3 CMEHWJIAa HAauMEHOBAaHUE B
YKa3aHHBIN NIEPUOJI, TO HY)KHO OCTaBUTh MOCJIECIHEE HA3BAHUE.

®onxg  Ne. Jlns opraHuzaumii, SBISIONIMXCS  HWCTOYHUKAMHM  KOMIUIEKTOBAHMS
roCyJapCTBEHHOTO WJIM MyHULIMIIAIILHOTO apX1Ba, HoMep (POH]1a PUCBAUBAIOT 3TU apXuBkl. Ecin
OpraHM3alM¥ HE ABJIOTCA HCTOYHUKAMH  KOIMIICKTOBAHHS TOCYJAapCTBEHHOIO  HIIU
MYHUIMTNAIBHOTO apXMUBa, TO HOMEp (POHJa MPHCBaNBaeT caMa opraHusanus. B Tom ciydae ecinu
B OpraHM3allid XpaHWUTCS TOJBKO OJUH apXUBHBIM (oHA, TO 3Ta rpada He 3amonHsercs. Ecin
HECKOJIbKO  apXMBHbIX  (DOHIOB, HampuMep, JOKYMEHTbl  HPEALIECCTBEHHUKOB WU
[10/IBEZIOMCTBEHHBIX OpraHU3alli, TO KaX/Ibli (POHI UMEET CBOW HOMEP COIIACHO HOCTYIUICHUIO
€ro B apXuB.

ITopsinkoBeiit HoMep. Kaxxoe 1e10 BHOCUTCA B OIMCH IO ONIPENEICHHBIM MTOPSIKOBBIM
HOMEPOM, KOTOPBIM SBIISIETCA YHMKAJIBHBIM. ECIM €10 COCTOMT M3 HECKOJBKHX TOMOB, TO
KaX/Iblil TOJDKEH OBbITh BHECEH B OIMKCH M0 CAMOCTOSATEIbHBIM HOMEPOM.

Wunexc nena. HyxHO ykasaTb HMHIEKC Jejla COIVIACHO HOMeEHKiarype nen. [lpu
OTCYTCTBUHM HOMEHKJIATYphI, I'pady He00X0AUMO OCTaBUTh ITyCTOH.

3aroJIoBOK Jeia. 3aroJIOBOK BHOCHUTCS B OIIUCh B TOYHOM COOTBETCTBUU C 3aroJIOBKOM,
KOTOPBIN HaxoJquTcs Ha oOnoxke nena. Hukakue pacxoxiaeHus He pomyckarorcs. s nmen ¢
OJINHAKOBBIMM 3aroJIOBKAMM CYLIECTBYET CICAYIOIIMHM IMOPSANOK: IOJHOCTBIO IPOINHCHIBAECTCS
HaMEHOBaHKE TOJIBKO EPBOTO JIEJIa, a BCE OCTalIbHbIE 0003Ha4at0TCs ciioBaMu «To xkey.

Kpaiinue natel. B nanHol rpade yka3piBaroTcst KpaiiHue 1aThl Ae.

Yucno nucroB B jene. Heo6xonumo mpomnucars KOJWYECTBO JIMCTOB, OTHOCSIIUXCSA K
neny. OHU IEPEHOCATCS C OOJI0KKH JIena.

[Ipumeuyanne. B mnpumeuanun B ciaydyae HEOOXOJAMMOCTH JIENIAIOTCS TMOMETKH 00
0COOEHHOCTAX (PU3NYECKOTO COCTOSTHUS JOKYMEHTOB, BBIOBITHH JIET U JIP.

Hrorosas 3anuck. B KoHIIE onucyu nociie NocaeaHen CTaThby CIIEyeT UTOTOBAs 3alKCh, B
KOTOpO# MdpaMu U MPOMUCHIO YKA3bIBA€TCsl KOJMUYECTBO JIeJ, MIEPBBIN U MOCIEIHUNA HOMEpa JelT
coryacHo onucu. KpoMe Toro, 10/KHBI OBITH OTOBOPEHBI 0COOEHHOCTH HyMEpAaLlMK JIe B OIUCH,
HanpuMep, HATMYKME JTUTEPHBIX U NMPOITYILIEHHBIX HOMEPOB.

OOpatuTe BHHMaHME, YTO HyMepalus HIET OT MEepPBOr0 JOKyMEHTa, Ha Npumepe
HAUYMHAETCsS C MHOTOTOYMS; MHJIEKC Jiesia OepeTcss U3 HOMEHKJIATYphl JIeJl OpraHu3alul Ha 3TOT
roJi, €ClIM KpallHMMHU J1aTaMU SIBJISIFOTCS] HA4aJIo rojja U €ro KOHell, TO JOIYCTUMO yKa3aTh OJHUM
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grciaoM — 2009; KoJIMYeCcTBO JHCTOB B Jiesie HE JOJDKHO IpeBblmath 250, mpu He0OX0AUMMOCTH
ACJIa TOMUPYROTCA; CCJIN JIMTCPHBIC U NPONMYIICHHBIC HOMCPA OTCYTCTBYIOT, TO INUIICTCA CJIIOBO
«HeT». BepHas XpoOHOJOTHS TPOCTaBJICHUS JaT B JOKYMEHTE: |.MHCHOEKTOp MO Kajapam, 2.
HavyaJlbHUK 0TAeNa, 3. npotokos DK, 4. nporokon DIIK, 5. yrBepxkaeHne TupeKTopom.

Ja IKIHONEPUOIE OOUFECINE YTBEPA AL
Poxswnunar (340 «Posiausa Aupexrop 34O «Povenura
Dona Ne Corxonol P.R. Cokoaoe
OIMTUCH Ne )5or/2009 30.01.2010
ae 10 AHYHOMY COCTaBy
3a 2009  roa
Oraea xaapos
Ne | Unnexc 2 Kpaitinte | Kommwectno
. 3aron080K aena [pumevuanne
n/n | aena JIATH! AHCTOR
1 2 3 4 5 6
- - ) 2009 E
(15-1)3 & [5A
co 'Y L
1] ) 1) .
4. 2000
H { ) ] ING ISR o -
2 IS 20019
[ (} "inva
| | o ¢ !
) i, 04
{ i | )
B namiuiii pasaen onucu sieceno ; {5 (rstminadyame) e, Xp.,

(Luedpasas i HPOINKCLIO)

c Ne 03-1
ANTEPHBIC HOMEPA:

no Ne B TOM WHCIC:

MPONMYUICHHBIC HOMEPA!

- o4
Hucnexrop no xaapam ?I/MOIJ(I

28.01.2010

Hauwanenux oraena xaapos

Coenaie

OO0

COIVIACOBAHO COIJIACOBAHO
[MpoToxkon DK opranuzaunn [Mporoxoa DMK (rassanne
oT 25.01.2010 Ne

APXHBHOTO YUPCAKICHHSA)
or 270120100  XNe

Baxno: coriacHo paBUJIaM paGOTBI APXHUBOB pa3pClICHO BHOCUTb U3MCHCHHA B OIIHMChb
3aroJOBKOB €I, 06Hapy>KeHHBIX JOIIOJTHHUTCIIbHO. Hx HYXHO BKJIFOYATh B OIIMCh TOKYMCHTOB I10
JIMYHOMY COCTaBy 10J JIMTCPHbBIMU HOMEpaMHh B COOTBCTCTBHU C HpPIHSITOﬁ cxeMoi
CUCTCMATU3allUH NUJIK B KOHCI rOA0BOTO pa3acia.

OCOOEHHOCTh OIHCAHUS JJIC — HaJW4ue B ONIHCATEIbHOM CTaThbe €IUHMIIBI XpaHCHUA
QJICMCHTA «CpOK XpaHCHHA», B KOTOPpOM 0003HauaeTcs CPOK XpaHCHHA, OTHOCSIITUICS TOJIBKO K
AaHHBbIM JOKYMCHTAaM.
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JlomycTUMO 4TOOBI B OMUCH MO JTMYHOMY COCTaBY JieJla PACIOJIaraloTCsl B CIICAYIOIIEM

MOPSIAKE:
o KHUTa y4yeTa COTPYAHMKOB (ecaun oHa BegeTcs);
o npwKasbl no n/c;
° IMYHble aena Nan IN4Hble KapTOYKH,
o JvueBsble cyeTa no 3apaboTHon naaTe;
o HeBOCTPebOBaHHbIE TPYAOBbIE KHUMKKM.

B KoHIIe Ka)KI01 OMUCH YKa3bIBAETCs IH(PpaMH U IPOMHICHIO KOJTHMYECTBO BKIFOUCHHBIX B
Hee aen. Kaxaoe nemno B onucH noydaer cBOH MOPSAAKOBBIN (apXUBHBIN HOMEp, KOTOPBIN 3aTeM
IIPOCTaBIISETCS Ha 00JI0’KKE COOTBETCTBYIOILIETO JIEIaA.

[Ipn onmcaHuM enWHUIBI XpaHEHUs JIC OHHM MOTYT aHHOTHUPOBATHCS, €CIU HMEIOT
3HAYEHUE /7Sl UCTIOJHEHUS COLIMAIbHO-TIPABOBBIX, FT€HEATIOTMUECKUX U JPYTUX 3aIPOCOB.

lomoBo#t pazpen cBOgHOW omuch Aen To Jic (Kaapam), TOAJEKAIINX Tepenade Ha
MIOCTOSIHHOE XpaHEHHWe, Iedaraercs B 3-X 3k3eMIUipax. JIOKyMEHT MOANMCHIBAET €ro
COCTaBUTENb U 3aBEPSET PYKOBOAUTEIh KAJPOBOTO OpraHa MpeANnpusTUs. 3aTeM OH 3aBepseTcs
OK npennpusarus, cormacoBbiBaercsi ¢ OIIK cooTBeTCTBYIOIEro apXMBHOTO YUPEXKACHHUS U
YTBEPKIAETCA PYKOBOIUTENIEM MIPEITPUSITHSL.

Tema 2. Hcnonv3oseanue apxueoé no JTUYHOMY COCINAGY

[Topsinox MCnoab30BaHUS ApXUBHBIX TOKYMEHTOB, B TOM YHCJIE U MO JUYHOMY COCTaBY,
yctaHaBnuBaercs deaepanbHON apxuBHOU ciryk00ii Poccun B cootBercTBuU ¢ KoHCcTHTYIMEH
Poccuiickoit denepannn u apyrumu deaepaabHBIMA 3aKOHAMU U HOPMATHBHBIMH TTPABOBBIMH
aktamu Poccuiickoit deneparinu, OTHOCAIIUMHUCS K HHMOpMAITUH.

OCHOBHBIMU TPHUHIUIIAMHU HCIIOIb30BAHUS TOKYMEHTOB IO JUYHOMY COCTaBY SIBJISIOTCS
3aKOHHOCTh €€ IIOMCKa, MOJIyYeHHsI U HCnojb3oBaHusA. Psaom crateit Konctutyuuum PO
rapaHTHPOBAHO MPABO TPaXkAaH KaK Ha MH(POpMaIuIo, TaK ¥ Ha INYHYIO0, CEMEHWHYIO TaliHy. Tak, B
COOTBETCTBUU CO CT. 24 Koncturyruu P® «cbop, XxpaHeHne, MCIOJIb30BaHUE U PACITPOCTPAHEHUE
uHdopMalMid O 4YACTHOM JKM3HM JiMna ©Oe3 ero corjacusi He Jjomyckaercs. Oprasbsl
rocy/lapcTBEHHOM BJIACTH U OPraHbl MECTHOTO CaMOYIIPABJICHHUS, X JOHKHOCTHBIE JIUIA 003aHbI
oOecreynTh KakJI0OMy BO3MOXKHOCTh O3HAKOMJICHHS € JOKYMEHTAaMH U MarepHhajlamu,
HEMOCPEJCTBEHHO 3aTparvBalIlMMU €ro mpaBa M CBOOOJIBI, €CIM MHOE HE MPEeayCMOTPEHO
3akoHOMY». Crtaths 29 Koncturymuu P® mpemocraBiseT KaxaoMy HpaBoO CBOOOJHO HMCKAaTh,
MoJIyyaTh, Iepe/laBaTh, MPOU3BOJUTH U PACIPOCTPAHITh HHGOPMAIUIO JIIOOBIM 3aKOHHBIM
CHOCcoO0M.

PaccmoTpuM nops1ok UCHOJIB30BaHUs JOKYMEHTOB 110 JJUYHOMY COCTaBY, HAXOISIIMXCS
Ha XpaHEHHUH B apXUBE OPraHu3aluu.

[o 3ampocam rpaxxaH U opraHu3alMil apXyuB MO JOKYMEHTAM BBISIBIISET 3allpallliBacMyto
uMU MHGOpPMAIINIO, MOATOTABIMBAET U MPEIOCTABISET COOTBETCTBYIOIIME WH(MOPMAIMOHHBIC
JOKYMEHTBI. ApXUB OpPraHU3yeT MPUEM M PACCMOTPEHHUE 3alPOCOB IPak/aH B YCTAHOBIEHHOM
3aKOHO/IATENIbCTBE MOPSIKE.

3anpoc COIMaNbHO-NIPABOBOTO XapaKTepa — 3TO 3alpoC KOHKPETHOrO JIMLA WJIU
OpraHu3aliy, CBA3aHHBIN ¢ oOecrieueHrneM IpaB U 3aKOHHBIX MHTEpecoB TrpaxaaH. K 3ampocam
COIIMAIBHO-TIPABOBOTO XapaKTEpa OTHOCATCA 3alpOChl O MOATBEPKACHUHM TPYIOBOIO CTAXKA U
pa3Mepax 3apabOTHOH IJIaThl, HATPAXKJACHUU, IPUCBOCHUU 3BAaHUH, MOTy4eHHUs] 00pa3oBaHUs U
T.II.

Nudopmanus conmranbHO-MPAaBOBOTO XapakTepa MO 3ampocaM TpakJIaH M OpraHHU3aIlfii
BbIZIaeTCs B (popMe apXUBHOI CIIpaBKH, apXUBHOM KOMIUU U ApXUBHOMW BBIMHCKHU.

ApxuBHas crnpaBKka — JOKYMEHT, COJEpKalluil apXuBHYIO WH(POPMALHIO O TpeaMeTe
3amnpoca, ¢ yka3aHueM NMOMCKOBBIX IaHHBIX JOKYMEHTOB, HA OCHOBAHUHU KOTOPBIX OHA COCTABJICHA.
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Mpunoxenue |

Mpumep opopmneHns apXHBHON CNPaBK
OTKPBLITOE AKUMOHEPHOE IW. Cepreesy
OBLUECTBO yn. Nokposckan, a. 17, k8. 6
“PYCCKUA NEC” r. Hosocubupck, 630082
ApXWUBHAR CNpasKa
30.07.05 N2 05-16/10
r. Mocksa

B ROKyMeHTaX ApPXMBHOTO GOHAA OTKPHITOrO AKUNOHEPHOro o0WecTsa “Pycckun nec” 8 pacueTHbix
NUCTKAX NO HAYUCACHMIO 3aPadOTHON NNaThl pabouMM M CRYXAWKM 33 NepHoA ¢ AHBapA 1995 . no
despans 2000 r. meOTCA CBeienna O pabore Cepreesa Eropa (Tak 8 foxymenTax) MBaHoBHYa B AONK-
HOCTH MHAXEHEPA OTAENA TEXHUUECKOTO KOHTPONA,

OcHosanue: on. 2 /¢, A. 123, 0. 17; 4. 131, 0. 15; 2. 139, 0. 18; 0. 142,10, 17; 0. 149, 0. 15.

fexnepansHbin aupexTop obwecTea Ml% OH. Wyxos

bedosa Huwa Mempoewna
229-07-15
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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, ya. Mupa, 19
Tea: 3(343) 374.03-62, anc: (343) 374-38-84 |, E-mail: rectormt@mail.ustu.ru, hitpo//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  Meawonoit  Aackcapmape  Msanosne  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, N 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),

Nipanesose Messcrepetns ofpaonains N o1 12052000 1. Ms1397 Ypancend TOOMPCTIONNR TOURPR COmll YRS HICT OCCHWON NN §

Ypamcnnd 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 KONUS — JOKYMEHT, BOCIIPOU3BOISALINM TEKCT MU M300pakeHUE apXUBHOTO
JIOKYMEHTA, C YKa3aHUEM €r0 MOMCKOBBIX IaHHBIX.

ApXuBHasl BBIIINCKA — JOKYMEHT, JI0CJIOBHO BOCIIPOU3BOJAIINM YacTh TEKCTA apXUBHOTO
JIOKYMEHTa, OTHOCALIYIOCS K OIpeIesIeHHOMY BOMpocy, (akTy WIM JMIY, C YyKa3aHUeM
ITOMCKOBBIX JJAHHBIX JIOKYMEHTA.
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lNpunoxenue 2

Mpumep ohopmaeHna apXUBHON BHINHCKH
OTKPbITOE AKUMOHEPHOE OBLLECTBO N0 CrnnybiHon
“MbITULLUHCKUIA XNONOK" yn. Crpourtenen, a. 8, k6. 115,
ApXMBHARA BHINWCKA Mockosckan obnacr,

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

r. Mocksa

W3 NPUKa3za o1 24.07.75 N2 62-K AnpexTopa
MBTHUMHCKONO XNONUATOOYMAXKHOrO KOMOKHATA

B uenax NOBbULEHUA TBOPHECKON AKTUBHOCTH PAbOUMX OCHOBHBIX NPOGECHi, BHIABNEHHA ¥ pac-
NPOCTPAHEHNA BLICOKONPOMIBOANTENBHBIX METOROE PaboThl Ha KOMOMHATE NPOBOANNCA KOMKYPC
Paboyero MacTepcTea No NPAAUALIIMLAM U TKAUaM (TAK 8 JOKyMeHTe), B COOTBETCTBMM C YTBEPKALH-
HbIMM YCNOBHAMMK NO NPOBRIEHMIO KOHKYPCA, NPUKA3LIBAK:

1. Npemuposats NodeanTENEN KOHKYPCA PAbOUEro MacTepCTBa, 3aHABIWKMX NPU3OBLIe MeCTa:

4, Cumnybiny N1.10. - npaamnslumuy - 3-e Mecro.

AupexTop KombdnHata @ o H.A. @omnues
COrnacoBano ¢ NPOPKOMOM ,{/ ?u/ 0.B. Xapnamosa

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

Bepmo:

lenepanbumin AnpexTop oblyecTea ,g/&{ 1!‘ KA. Kpenertos

Nyz2avesa /lo6oes fleonudosHa
345-78-56

ApXUBHBIE CITPABKH, BHITUCKH ¥ KOIIMH BBIJAOTCS Ha OCHOBAaHMH MHCBMEHHOTO 3arpoca
(U3NYECKOTO WM FOPUIMYECKOTO JIMIIA, KOTOPBIN JOJDKEH COJIep)KaTh HAUMEHOBaHHE (M ajpec
IpHU TIEPEChUIKE) OpraHM3aluu (apXxuBa), KOTOPOW OHHU aJpPECOBAHBI; M3JIOKECHUE CYIIECTBA
BOTpoca; (haMHIIUIO, UMSI © OTYECTBO OOPAIIAIOIIETOCS; €ro apec, KOHTAKTHBIC TeJIe()OHBI; 1aTy
W JIMYHYIO TIOJMHKCh. B 3ampoce, coliepxkariieM npocs0y O MOATBEPKACHUHN TPYAOBOTO CTaXa WUIH
pa3mepa 3apabOTHOM TUIATHI, YKA3bIBAKOTCS KPAHUE JAaThl, MECTO U JOJDKHOCTH paOOTHI.

BbiiaHHbIe apXUBHBIC CIPABKU, KOTIMHM W BBIUCKU W3 JOKYMEHTOB PETHCTPHPYIOTCS B
KypHaie 1o popme.
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lMpunoxeHue 3

MpumepHan popma XypHana perucTpaLy BbIAHHLIX CNPABOK, KON, BLINKCOK

KYPHAN
perncrpayiu ebiaHHbIX C(NPaBok, KOMWH, BbINKUCOK
Hassanue Rara
Darawn BLIAAKKOrO | o . Pacnucka
No Asvop 3anpoca, perncrpa- Copep- AOKYyMeHTa :uo""bfﬁ 8 nony- Npuse-
nex. N2, para, UMOMHBIA Hauue (konus, qeHnn
n/n HOMep qanue
appec, renedon HOMep sanpoca BLINNCKA, | o wnoro | WMAATA
3anpoca cnpaexa A OTNPABKK
W ap.) AOKYyMeHTa
1 2 3 4 5 6 7 8

OOpamenust TpaxaH,

B KOTOPBIX OTCYTCTBYIOT (pamMuium,

ajpeca W TOAMUCH

o6pau1a}01up1xcs{, CUUTAKOTCA aHOHMUMHBIMU M HE ITOJICKAT PACCMOTPCHHUIO.

B ciydae ecnim B oOpamieHnH npejicTaBieHa HeroHas HHQOpMAIHs O 3arpamiBacMbIX
CBE/IEHUX (HAIpUMep, HE YKa3aHO CTPYKTYPHOE IMOpa3/ieieHue WK 3a KaKue TOJIbl TpedyeTcs
MOATBEPK/IEHUE O TPYIOBOM CTa)ke, 3apabOTHOW IuiaTe M Jp.), apXuUB 00s3aH 3alpOCHUTH Y
3asdBUTECIIA JOITOJIHUTCIIBHBIC CBCIACHUS.

CpoK HCHONHEHHUS 3allPOCOB COLUAIBHO-TIPABOBOTO XapakTepa TpaxkJaH U OpraHu3anui
10 IOKyMEHTaM apXuBa HE JOJOKEeH npeBbimaTh 30 AHEH co mHs peructpanuu odpamieHus. [Ipu
CJIOJKHBIX 3aIpocax CPOK MOXKET OBITh MPOJIJIeH, HO He Oojee yeM Ha 30 mHEH, ¢ 00s13aTeTbHBIM
yBEJAOMJICHEM 00 3TOM 3asIBUTEIIA.

B cnydae mocTymiieHuss B apXuB HENMpOQMIBHOTO 3arpoca (He MO0 Ha3HAYEHUIO) 3aIpoc
MepecbuIaeTcsl Mo MPUHAATIEKHOCTH B JPYrHe OpraHU3alliy WA apXUBBI B 5-IHEBHBIN CPOK C
MOMEHTa 00paIIeHHsl, 0 YEM JIOBOJUTCS /10 CBEACHUS 3asiBUTEIIS.

ApXUBHBIE CIIPAaBKU COCTAaBIISIIOTCS HA OCHOBAHUM JOKYMEHTOB, XPaHAILIUXCSA B apXHBE.
Ecnu npu ucnonHenuu 3ampoca ObUIM HCHOJB30BAaHBl HE3aBEPEHHBIE JIOKYMEHTHI, TO 3TO
OroBapHUBaeTCs B TEKCTE CIIpaBKU (HampuMep, «He3aBepeHHas Komwus»). Ecnu B JOKymMeHTe
(HampumMmep, MpUKa3e) OTCYTCTBYET MOJIMUCh PYKOBOIUTENS OpPraHU3aluy WM JaTta U HOMEp
MIPHKa3a, TO BCE ATO TAK)KE OTOBAPUBAETCS B TEKCTE CIIPABKHU.

[Ipn oTCyTCTBHU B apxuBe JOKYMEHTOB, COJIEPKAIIMX CBEACHUS IO 3aIpPalIMBAEMOMY
BOIPOCY (Hampumep, o gate 00pa3oBaHus OpraHu3allii), apXUBHAs CIIPaBKa MOKET OBbITh BbIIaHA
M0 XPaHAIIMMCS B apXHBE MEUaTHBIM MaTepuajaM, OTHOCSIIMMCS K MpeAMETy OoOpalieHus, ¢
TOYHBIM U MOJIHBIM YKa3aHUEM MCTOYHHUKA.

B apxuBHYI0 cripaBKy 0 MOATBEPKIECHUHU TPYIOBOTO CTakKa BKIIOYAIOTCS IaHHBIE TOJIBKO
3a TO BpeMs, 32 KOTOPO€ MMEIOTCSl CBEACHMS B JOKyMeHTax apxuBa. [Ipu sToM ykasbIBaeTcs
TOYHOE Ha3BaHUE JOJHKHOCTH, KOTOPYIO 3aHHMMaj 3asBUTENb, M TMEPUOJ €ro pabdoThl B ATOMH
JOJKHOCTH.

Nmeroiuecss B JIMYHBIX JeNax JHUCTKH IO y4eTy KaJpoB, aHKETHI, aBToOHOTpaduwu,
COOCTBEHHOPYYHO COCTAaBJICHHBIEC 3asBUTEJIEM, HA KOTOPBIX OTCYTCTBYIOT OTMETKU O NPOBEPKE
MMEIOIUXCA B HUX CBEJICHUI Ha OCHOBAaHUM MPEJCTABICHHBIX MOJTUHHBIX JTOKYMEHTOB WIU
CIPaBOK, HE MOTYT CIYXUTh OCHOBAHHEM JUIS BBIIAYM apXHBHBIX CIPABOK O TPYIOBOM CTaxKe.
ITpu HEOOXOIMMOCTH COEpIKAIIMECS B HUX CBEJICHUS MUCbMEHHO COOOIIAI0TCS 3aBUTEITIO.

B kauecTBe TOKYMEHTOB, MOATBEPKAAIONIUX TPYAOBOH CTax, Al COCTABICHHS CIIPABKU
MPU OTCYTCTBHHM MPHUKA30B IO JHYHOMY COCTaBYy MOTYT OBITh HCIHOJIb30BAaHBI MPHKAa3bl MO
OCHOBHOM JIeATENIbHOCTH, JIMIIEBBIE CUETa 10 3apabOTHOM TIaTe.

B cnipaBky a1 Ha3HauUEHUS WK Tepepacyera MeHCUH BKIIOYAIOTCS CBEIACHUS B TIOPSIKE,
OTIpeNIeNIIEMOM OPTaHOM, OCYILECTBIISIOLINM IEHCHOHHOE 00ecIieueHue rpax/iaH.
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Pazmep 3apaboTHOM MIaThl YKa3bIBae€TCS B CHPABKE B COOTBETCTBUH C MaciTaboM IieH,
JEMCTBOBABIUX B TOT IIEPUO/I, 32 KOTOPBIN 3aIlpallluBalOTCs CBEICHMUS.

Ceenenuss o0 3apabOTHOH MJIaTe BKIIOYAIOTCS B CIPaBKy TaK, KaK OHU M3JI0KEHBI B
JOKyMEHTax apxuBa. JlaHHbIE MPUBOJATCS pa3lesIbHO 3a KaXAblil roja 0e3 CyMMHUpOBaHMS B
npenenax roxa. Pacdyer cpeaHeMEcCSYHOTO M CPEJHET0JI0BOrO 3apaboTKa apXHUBOM HE
IIPOU3BOIUTCS.

[Ipn oTcyrcTBHM JOKYMEHTOB O 3apabOTHOM Iuiare JOJHKHOCTHOW OKJIaJl MOXET ObITh
YCTaHOBJIEH Ha OCHOBAHUU LLITATHOI'O PaclMCaHUsl OpraHU3alMM 32 COOTBETCTBYIOIIMM MEPHUOJ,
Jpyrue BBIIUIATBI — Ha OCHOBAaHMM IPUKA30B [0 JIMYHOMY COCTaBy WM II0 OCHOBHOM
JEeSITEIbHOCTH.

B cnpaBky o moarBepkaeHHU (DAKTOB IOJyYCHHS TPAaBMBI, HECYACTHOTO CiIydyas Ha
MIPOM3BOJICTBE BKIIIOYAIOTCS CBEJCHUS, COJEp)Kallhecss B aKTax O HECUACTHBIX ClydasX,
CBSI3aHHBIX C ITPOM3BOJCTBOM, KHUTaX y4yeTa HECUACTHBIX CIIy4aeB M JPYTHX JOKYMEHTaxX IO UX
paccie10BaHuI0

[Ipy ucnonHEeHMM MOBTOPHBIX 3alpOCOB WM COCTaBIEHHM IO MPOChOE TpakJaHUHA
CIPaBKM, aHAJOTMYHOM paHee BBIJIAHHOW, apxWB IIPOBEPSET COOTBETCTBUE CBEIACHUM,
BKJIIOUEHHBIX B CIPaBKYy, T€M, KOTOPbleé MMEIOTCA B JIOKYMEHTaX, U B cllydae OOHapyX eHHS
JIOTIOTHUTEIbHBIX CBEIEHUHN BKIIIOYAET WX B TIOBTOPHO BBIJABAEMYIO aPXUBHYIO CIIPABKY.

B cootBerctBun c IlpaBuiamMu opraHu3zalii XpaHEHUsS, KOMIUIEKTOBaHMS, y4é€Ta U
WCIOJIb30BAHUS JJOKYMEHTOB apXWBHOTO (OHIA pocCcHiicKOM (erepanuu M JIPYrUX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpaBJl€HUS U
opraau3zanusax» ot 07.09.2015 r. apxuBHbIe cripaBKH 0(OPMIISIFOTCS 110 YCTaHOBJIEHHOHM popme Ha
OJlaHKe apXMBHOW CHpPaBKH WM OOIIeM OJlaHKe OpraHu3alliM, U3rOTOBJIEHHBIX TUIOTPAadCKUM
CIIOCOOOM.

N3barne mnomnmuaHuka. B cootrBerctBum ¢ IlpaBwiiamu opraHu3an  XpaHEHUS,
KOMIUIEKTOBAaHUs, Y4€Ta M HCHOJb30BAHUSA JOKYMEHTOB apXMBHOro (OHIA POCCHMCKOMN
Gbenepauyu M Ipyrux apXUBHBIX JOKYMEHTOB B FOCYJapCTBEHHBIX OpraHax, OpraHaX MECTHOTO
camoynpasiieHuss 1 opranuzamusax ot 07.09.2015 r. pgomyckaeTcs W3BSATUE APXMBHBIX NIET U
BbIJIa4a BIAACIbLAM WM UX POACTBEHHHUKAM IIOUIMHHBIX JMYHBIX JOKYMEHTOB: TPYIOBBIX
KHUXKEK, CBHUJETEIbCTB 00 OKOHYaHMM Y4eOHBIX 3aBelleHHH, arTectaToB 00 0O0pa3oBaHUH,
ynocToBepeHud U T. M. [loanuHHBIE JIMYHBIE JOKYMEHTBI BBIIAIOTCA 3aABUTEISIM 10 MX
IIMCBMEHHBIM 3aIIpOCaM C Pa3peuicHHs] PYKOBOAMTENS OpraHu3aluu Noj pacnucky. llpu stom
3asBUTENb 00s3aH MPEABIBUTH NACIOPT WIM UHOM TOKYMEHT, TOATBEPKAAIOLIUI €ro JINYHOCTb.
B cnydyae oOpaiieHust 3a JOKyMEHTaMU POJICTBEHHOTO JIMLA OHO TakXke 00s3aHO NpPeJICTABUTH
JOKYMEHTBI, TMOIATBEPKIAIOIINE CTENEHb POACTBA. JOBEPEHHOMY JIMIY BBIAAIOTCA Ha PYKH
IIOJJIMHHBIE JOKYMEHTHI HA OCHOBAaHUM HOTAPUAJIBLHO 3aBEPEHHOMN JOBEPEHHOCTH.

Ha mecTo u3BpATOrO0 JOKyMEHTa B IO IIOMELIAETCs CIIpaBKa O €ro BblJade, KONUs
BBIJIAaHHOTO JIOKYMEHTa, a B YYETHBIX JOKyMEHTaxX (ONHMCH) JeNaroTcs OTMETKH 00 H3BATHUH,
yKa3bIBAIOTCS HOMEp, JaTa M Ha3BaHHWE JOKyMEHTa - OCHOBAHMs JUId MU3bATUA (3asBJICHUE,
3aIpoc), a TaKkKe paclycKa Moaydaress JOKYMEHTa.

[Tomy4arenb MOJIMHHOTO JMYHOTO JOKYMEHTA JIOJDKEH PacHHucaThesl Ha 000pOTe KOMHMU
JUYHOTO JIOKYMEHTA, OCTAloIIeHCsa B apXuBe opraHu3anud. [Ipu 5ToM B pacnmcKe yKa3bplBarOTCs
€ro NacrOPTHHIE JaHHBIE.

B cootBercTBUM ¢ 3ak0HOJAaTENbCTBOM P® opranamu npaBonopsiika U3 apxuBa TaKkKe
MOTYT OBbITh U3bATHI MOJUIMHHBIE APXUBHBIE JOKYMEHTBI.

B 3TOM cirydae Ha MeCTO M3BATOrO JOKYMEHTA B JIEJIO NIOMEIIAETCS CIIPAaBKa O BbIJAYE U
CHSTasl C HEro Komus. B ydyeTHBIX apXMBHBIX JOKYMEHTaX OTMETKa 00 M3BSATHUH, YKa3bIBAKOTCS
HOMEp, JaTa U Ha3BaHUE JIOKYMEHTA - OCHOBAHUSA JUIS U3BATHS, a TAKKE PAaCIUCKa IOJTydyaTels
JOKyMeHTa (IIpU TMYHOM nepeaue). B nanpHeiiem paboTHUKY apXUBa 00eCeunBalOT KOHTPOJIb
BO3BpAaTa U3bATHIX JOKYMEHTOB.

B cootBercTBHM cO cT. 12 3akoHa 006 apXMBHOM J1e/Ie U3bSITHE APXUBHBIX JOKYMEHTOB, HE
MIPEYCMOTPEHHBIX (pe/iepalbHbIMH 3aKOHAMU, 3aIpeliaeTcs.

Jlena BbIIAIOTCA U3 XPaHUIIMILL
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a) JUIsl UCTI0JIb30BaHMs paOOTHUKAMU OpPraHU3aLINN;

0) [UIA WCIOJB30BAaHMS TpaXJaHAMH B YHTAJIbHOM 3aJie Ui HAyYHBIX M HHBIX
HCCIICIOBAHNUH;

B) BO BPEMEHHOE I10JIb30BAHME ISl IPYTUX OpPraHU3aLNM;

I') JUIsl IPOBEJICHUS APXUBHBIX Pa0OT € JOKYMEHTAMU;

1) 715l IPOBE/ICHUSI CTPAXOBOTO KONMPOBAHUS U CIIELUAIbHOU 00pabOTKH JOKYMEHTOB C
LENbI0 YIy4IlIeHNUs (PU3NUYECKOTO COCTOSHUS JOKYMEHTOB.

Jlena BbI1al0TCSA BO BPEMEHHOE M0JIb30BaHUE U3 XPAHUIIUIL HA CPOK, HE MPEBBIIIAIOLINI:

1 Mecs1 Uit UCII0JIb30BaHUS paOOTHUKAMU OpraHU3aluU

1 Mecs1l Uit UCIIOJIB30BAaHUS JOKYMEHTOB B UNTAIbHOM 3aJ1e

3 Mecslia BO BpeMEHHOE M10JIb30BaHUE Ul JPYTUX OpraHu3anui

6 Mecs1eB JUIsl SKCIIOHUPOBAHUS IOKYMEHTOB

Opranam cyja ¥ NpoKypaTypsl Jiejia BBIIAIOTCS 10 MPEKpaleHHs Jea WM BbIHECEHUS
cynebHoro pemienus. [Ipo/yieHre yCTaHOBIEHHBIX CPOKOB BbIJaud JOKYMEHTOB BO BPEMEHHOE
M0JIb30BaHKME, B TOM YHCJIE OpraHaM cyJa M NpPOKypaTypbl, a Takke A SKCHOHUPOBAHUS
JIOTIYCKAaeTCsl B 0COOBIX CIy4asiX ¢ pa3pelieHus pyKOBOJUTENSI OpraHu3alyy 10 MUCbMEHHOMY
MOATBEPKICHUIO M0JIB30BATENS O COXPAHHOCTH IOKYMEHTOB.

Brimava nen u3 xpanmiumia ohopMIIIeTCs CISTYIONIMMU JOKYMEHTAMH:

1. 3aKaszamu (TpeboBaHMAMM) Ha Bblgady AeN B YNTaIbHbIN 331 U COTPYAHUKAM
opraHusaumm

2. aKTamM o Bblgaye en BO BpeMeHHOoe No/ib30BaHMe ApYyrMm OpraHusauusam, B TOM
ynucne opraHam cyaa v NPoKypaTypbl, UK AN SKCMOHUPOBAHMA AOKYMEHTOB

3. 3aKasaMu Ha nposeaeHune paboT No CTPaxoBOMY KONMMPOBAHUIO U pecTaBpaLmn
[ OKYMEHTOB.

Bbiiaya TOKYMEHTOB W3 XpaHWIWIIA PETUCTPUPYETCS] B KHUTAX BBIJAYM JOKYMEHTOB.
Ucnonnennsie 3aka3pl  (TpeOOBaHMS) UCClemOBaTeNield  XpaHATCA B JIMYHBIX  Jiedax
HcceoBaTeNed, a BCe MPOUYMe - JI0 MCTEYCHHUS CPOKOB MX XpaHEHHUs. 3aka3bl (TpeOOBaHUS)
1eJIeCO00pa3HO XPAHUTH A0 MPOBEICHUS MTPOBEPKHU HATWYHS U COCTOSHHUS JIET.

Bbiaua e Bo BpeMEHHOE TMOJb30BAaHUE B JIPYTHE OPraHHU3alUU OQOPMIISIETCS aKTOM,
KOTOPBIN COCTABIISETCS B IBYX IK3EMIUISIpaX, OJJMH UX KOTOPHIX OCTAETCS B apXUBE OPTaHU3AIIH,
IpYyroi  BBIAACTCS TOJydYaTeNto. AKT MOJMUCHIBACTCS PYKOBOJUTEIIEM OpTaHU3aIlHH,
nepefame aena, W PYKOBOJIUTENEM OPraHU3alUH-TIOIydaTess: IOANUCH CKPEIUISIOTCS
repOOBbIMH TieuaTsiMH opranu3anuii. [locie Bo3BpamieHHsl e B JBYX SK3eMIUISIpax akra
JIeTIaeTCsl COOTBETCTBYIOIIAs OTMETKA: OJIMH SK3EMIUISIP OCTAeTCs B OpPTraHU3aIMH-TI0JIydaTee,
JPYroi XpaHuTcs B iene (OHIa B apXUBE OPraHU3aINH, BbIJJABABIIIEM JIEIIa.

HanpasieHne Ha cTpaxoBO€ KONMUPOBAHHE, PECTABPAIUIO, IMEperuieT O(OpMIISETCS
3aKa3oM. 3aka3 oQopmIIIeTCsS B apXuMBE OpraHu3aiuu mo Gopme akTa O BblJaue BO BPEMEHHOE
M0JIb30BAHKE APYrOl OPraHU3aAIHH.

Jlena BBIAAKOTCS M3 XPpAaHWIKIIA JJIs1 KCTIOJIb30BaHUS U MPOBEJCHUS PA0OT 10 CTPaXOBOMY
KOIMPOBAHUIO, PECTABPALINH, TIEPEILIETY TOJILKO B 00paboTanHOM Buje. [lepen Bbinavei nen us3
XpaHWJIMINA TPOBEPSETCS COOTBETCTBHE MM(ppa M 3aroJioBKa Jelia Ha OOJIOKKe mudppy u
3aroJIOBKY Jiefia B OIUCH; Mepel BblJauel ¥ MpH BO3BPAICHUH JIe] B XPAHUIUIIE TPOBEPSIIOTCS
HyMepaIus JTUCTOB U COCTOSIHHE TOKYMEHTOB Ka)I0TO BeIIaHHOTO Aena. Kaxkaoe BeiiaBaeMoe u3
XPaHWINIIA JETIO JIOJKHO UMETH JIUCT MCIIOIb30BAHMUS.

[Ipn BeImavue 1en W3 XpaHWIMIA HAa MECTO BBIIAHHOTO Jefia TOIKJIaJbIBAETCS
KapTa-3aMEeCTHTENh, B KOTOPOH yKa3bIBAaeTCsl HOMEp Jiejia, HOMEep OMKCH, HoMep (OoHIa, KOTa U
KOMY BBIJIaHO JIeJI0, JlaTa €ro BO3BpaTa U MOANUCH COTPYAHHKA, BBIAABIIETO JET0, C yKa3aHUEM
nomxHoctu. [Ipu Bo3BpalieHnu fena B XpaHWIHIIE KapTa-3aMecTUTeNb n3biMaeTcs. CocTosHue
Jiell, BO3BpAIlaeMbIX B apXUB TOCJE MCIOIb30BAHUSA, JOJKHO OBITH MPOBEPEHO B MPUCYTCTBUU
JUIIa, BO3BPAIIAIOIIETO TOKYMEHTHI.

[Tpu oO6HapyKeHUU HEAOCTAuH eI WIH OTIEIHHBIX JTUCTOB B HUX, a TAKXKE MOBPEXKICHUN
Je U JOKYMEHTOB COTPYJAHHUKAMH apXHBa COCTABIIAETCSA aKT B JBYX JK3eMIUIApaxX, OAWH W3
KOTOPBIX MPEJICTaBISIETCS MUCCIEAOBATENI0 YUTATHHOTO 3aJIa UM PYKOBOJUTENIO OPTaHU3AIINH,
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HCII0JIb30BABIIEH JIOKYMEHTBI, JUIsl NPUBJIEYEHUS] BUHOBHBIX K OTBETCTBEHHOCTH, BTOpPOM -
OCTaeTcs B apXUBE.

[Ipu mepemenieHNH JAOKYMEHTOB 3a IpeleliaMU apXuBa JIOJKHBI COONIONATHCS MEPHI
MPEJOCTOPOKHOCTH, HAJESKHO OOECHeuuBalolue HMX COXpaHHOCTh. [Ipu TpaHCHOPTHPOBKE
JOKYMEHTOB COOJIOZAIOTCSL MEPBI MO OXpaHe W 3aIIUTE MX OT BO3JCHUCTBUS BPEAHBIX (PaKTOPOB
OKpY’)Karolllel cpebl MyTeM MPUMEHEHHS CIELUAIbHBIX BUJOB YIAKOBOK, 00ECHEUMBAIOIINX
3alUTy JOKYMEHTOB OT OCaJKOB, CBETa, MEXaHUYECKUX ITOBPEXKICHUH.

Tema 3. Dnexkmponnsie apxuesl No TUYHOMY COCHABY

B Hacrosmee Bpemsi HamOojee aKTyallbHBIM BBICTYIIA€T BOMPOC 00 3ICKTPOHHOM
XpaHEHUH APXHUBOB I10 JINYHOMY COCTARY.

OcHosHbie npobaembl, 8o3HUKAIOWUE NPU pabome ¢ OYMANCHLIM APXUBOM

1. OnepaTuBHbIN AOCTYN K ByMaXKHOMY apxuBy AOBO/IbHO 3aTpyAHUTENEH. Bpems oTBeToB
Ha 3ampocbl K JAHHbIM apxvBa COCTaBAAET OT OAHOTO A0 HECKOJIbKUX AHeil. PaboTHWKam apxvsa
[0BO/IbHO CNOXKHO 06pabaTbiBaTb BPYy4YHYlO 60/IbLIOE KONMYECTBO 3anpocoB, MHOTME M3 KOTOPbIX
L,0BOJIbHO C/IOXKHbI M TPEBYIOT /19 NONYYEeHUs OTBETA UCMO/Ib30BaHME 6ONbLIOTO KOMYECTBA AeN.

2. Pabota c 6ymaxHbIM [OKYMEHTOM BO3MOXHa OAHOBPEMEHHO AUllb ANA OAHOro
YesIoBEKa, YTO CO34aeT HeyA06CTBO Npu paboTe C aKTUBHO MCNOJIb3yEMbIMUN LOKYMEHTAMM.

3. [JOKYMEHT MOMKHO JIerKo MoTepsATb MPM MOMELLEHUMM He B To JAeno bnarogaps
«yenoeyeckomy pakTopy».

4. ApXMB He 3alMLLEH OT NOXKapoB U NPoYMX GOPC-MarKopoB..

5. CTapble JOKYMEHTbl He 061afatoT AO/MIKHBIM KaYeCcTBOM M UMUK C/I0XKHO MO/1b30BaThCA

BBMAY BETXOCTU, HOBblE AOKYMEHTbI HE A0/ITOBEYHDbI, MO NPUYNHE TOTO 4TO 6bICTp0 N3HALWLMNBAIOTCA.

Perrennem naHHBIX MpoOIEM SBISIETCS CO3JaHUE IEKTPOHHOTO apXHBa JOKYMEHTOB IO
JUYHOMY COCTaBy opranm3anuu. WMHpopmaius, XpaHsmiascs B JaHHOM apXUBE MO3BOJHT
MOJTy4aTh CHPAaBKY IO TPYIOBOW NESTEIHHOCTH KaXIOTO COTPYIHHKA, B TOM 4YuCie 00 ypOBHE
3apa0OTHOM TIUIAaThI, CTake padOThl, pa3nuuHbie OubIMorpaduueckue naHHble. Bes orta
uHbOpMaIHS TOATBEPKAACTCS OYMaXHBIMH JOKYMEHTaMH apxuBa. [IpM HEOOXOIMMOCTH,
AIIEKTPOHHBIA apXWB MOXET XPaHUTh OIM(PPOBAHHBIC KONMHH OCHOBHBIX JOKYMEHTOB TIIO
NeSTeTbHOCTH PA0OTHUKA.

[IpeumymiecTBa, ogydaeMble OT BHEIPEHUS SJICKTPOHHOTO apXUBa 110 JINYHOMY COCTaBY:

1. MpocToli 1 6bICTPLIN AOCTYN K 4OKYMEHTY t060ro CoTpyaHMKa apxmBa B toboe Bpems.

2. ByMarKHbI/i apXMB OCTaeTCA HETPOHYTbIM, YTO MO3BOJIAET COXPAHATb €ro 3HaYMTesIbHO
fonblue (0cobo xopowo 3ToT 3pPeKT byaeT 3ameTeH Ana AOKYMEHTOB, TPebyoWmX 40NArOCPOYHOro
XpaHeHus).

3. [ OKYMEHT 3aLUMLLEH OT U3MEHEHWI, YTO rapaHTUPYET NOAHOTY MHPOPMALMK,

4, PocT ckopocT 06paboTKKM 3aNpOCOB K apXMBY M YMEHbLUEHUE BPEMEHU Ha MNoJyYyeHne
apPXWBHOM CNpaBKM.

5. KOHTpONb CpOKa XpaHeHWA B 3aBUCMMOCTM OT TUMa OOKYMEHTa M UHPOPMUpPOBaHUE
apXMBapMyCoB 0 HE0HX0AMMOCTN 06PabOTKN LOKYMEHTOB, TPEOYIOWMX YHUUTOKEHMA.

6. PesepBHOE KOMWPOBaHWE AaHHbIX 3aWMTAT  Ball 3/EKTPOHHbIM  apxuMB  OT

dopc-maxKopos.

Hanpumep, ¢upma «neKTpoHHBIH apXvB YKpauHbl» HMEET cieAyromuid onbIT. [lo
aHAJIN3Y CHEUUAINCTOB aKTyaJIbHOCTb BHEAPEHUS 2/1€KMPOHHO20 apXued no JUYHOMY COCMA8Y
oOyciaBnuBaeTcs KakK YacTOTOM 3ampocoB KaJpOBOM JOKYMEHTALMH, TaK M JIOCTaTOYHO
MIPOJIOJKUTEIBHBIM CPOKOM XpaHEHHsI 3TOr0 BUAA JOKYMEHTOB (10 75 1er).

Komnanus DJIAY paspaborana 3JIeKTPOHHBIH apXuB IO JIMYHOMY COCTaBY JUis
IIPOMBIIIJIEHHOTO IPEIIPUSTHS, B COCTABE KOTOPOI0 HAXOIUTHCS 3 IIAXTHI, a IITAT COTPYIHUKOB
konebmnercst ot 3500 no 5000 pabotHukoB. [Ipennpusrue pynkunonupyet ¢ 1973 rona.

3aka3uuk oOpaTWics € 3almpocoOM O CO30aHUU DNEeKMPOHHO20 apXuea KaapOoBOU
JOKYMEHTAI[H, JKeJlash COKpaTHTh BpeMs Ha IMOJrOTOBKY CIIPaBOK IO 3apa0OTHOM Tuiare,
TPYIOBOMY CTaXYy, TOATBEPKICHUIO JbIOT YBOJIEHHBIX COTPYJHUKOB. BBH Y OoJbIIOTO 1ITAaTa U
cneun(uKd  JEATeNbHOCTH  NpeanpusTHs  (HaauuuMe  JOKYMEHTalMd,  (UKCHPYIOLIEH
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IIPOU3BOJICTBEHHO-TPYAOBOM TpaBMAaTH3M, IOJATBEPXKIAIOIIEN pabOTy 4YelOoBEKa B YCIOBMSIX
BPEIHOTO MPOU3BOJICTBA, JAIOIIETO MPaBO Ha JIBIOTHI) 00pabOTKa 3aIIPOCOB, KOTOPBIX MOCTYIIAIO
nopsiaka 200 B Mecs1l, mpu paboTe ¢ OyMaKHBIM apXHBOM ObLIa TPYIOEMKOI 1 BpeMs3aTpaTHOM.

Otanbl  CO3JaHMA DIEKTPOHHOTO apxuBa. BpIpaboTaB KOHKPETHOE H  JETajIbHOE
TEXHUYECKOE 3a/laHue C 3aKa3YMKOM I10 BHEJIPEHUIO 21eKMPOHHO20 apXued 10 JNYHOMY COCTaBY,
komanaa «IJIAY» mpuctynuia K peaiuzanuu npoekra. Jljis AOCTHXKEHUS ONTUMAIBHOTO M
HanboJiee Ka4YeCTBEHHOTO pe3y/bTaTa Ha 3Tane CKaHMPOBAHMS JTOKYMEHTAIUH, TPEABAPUTEIHHO
ObUTa TIpOM3BENIeHA pacmiuBKa (¢ mocnemyromei cmmBkoi) 2 190 genm; omudposano 605 000
cTpanull. J{ns ynoOcTBa U MPOCTOTH pabOThI YK€ € 3JIEKTPOHHBIM 0a3MCOM JOKYMEHTAlluu, Ha
NpeaNpUsITHH ObUla YCTaHOBJIEHA CHCTeMa 3JieKTPpoHHOro apxusa Folium (pa3pabGoTanHblii
CIECHUAINCTAMH KOMIIAHUHM «DJIEKTPOHHBIC apXUBBI YKPAWHBD) MPOrPAMMHBIN TPOJYKT,
MO3BOJISIFOIIMIA OPraHU30BaTh U CTPYKTYPUPOBATH OIIU(PPOBAHHBIE APXUBHBIE TOKYMEHTHI).

Pabora no ckaHupoBaHHIO KaJpOBOW JOKYMEHTalueil npeanpuatus Oblia oOyciaoBiIEeHA
pAIOM 0COOEHHOCTEH:

- ommdpoBke noanaaamy aena mepuogoB 1973 — 2013 rr., 30 % u3 KOTOPHIX OBUTH B
OUYEHb BETXOM COCTOSIHHH;

- CYyIIECTBEHHAas 4YacTb JOKYMEHTAallMM HMeJa pPYKONHCHBIH U  HCU€3arolIni
MAIIMHOTTMCHBIA TEKCT

- paboTa 1Mo MPOEKTY OCYIIECTBIIAJIACh B 2 CMEHbI, Ha TEPPUTOPUHU 3aKa3uMKa padboTaia
MOOwWIIBHAs Opuraja.

Pe3ynbTaThl BHEAPEHNUS AIEKTPOHHOTO apXUBa!

DONEeKTPOHHBIM apXWB MO3BOJIMJI: CHU3UTh TPYyAO3aTpaThl Ha TMOUCK MU odopmiieHue
nH(pOopMallUK IO 3aIpocaM B apXuB B 24 pasa; BHIBECTH U3 MOCTOSHHOTO 00MX0/a OPUTHHAJIbBI
OyMaXHBIX JOKYMEHTOB (00€CleYMB HMX COXPaHHOCTb OT TMOTEPH, IMOPYHU, YMBIIUIEHHOTO
peIaKTUPOBAHUA U T.1.).

Perynspuble wuccrnenoBaHus, NpoBOIAUIMECS B YKpawHE, CBHUJAETENbCTBYIOT, 4YTO
OOJIBIIMHCTBO MOJIb30BATENEH BBIIENSIOT TAKUE MPEeUMYyIlecTBa 0e30yMa)KHBIX TEXHOJIOTHH Kak:
9KOHOMUSL BPEeMEeHU COMPYOHUKOS, CPeOCms Npeonpusmuil, nosvlierue 3¢ggdexmusHocmu
pabomuwl, U 803MONHCHOCMb COBMECMHOL pabOmbl ¢ OOKYMEHMAMU.

DNEeKTPOHHBIM apXWB — TrapaHT oOOeCle4YeHHs IMOJIHOIICHHOTO Yy4eTa U XpaHEHUS
nokyMeHToB mpennpustus. Co3laHue CTpaxoBoro (GoHaa y4eTHONH NOKyMEHTAaluH (3alura oT
nokapa, yrpaThl, XuiieHusi, nopuu). CokpalleHue KOJIMYECTBAa YYETHBIX JOKYMEHTOB Ha
OyMa)XKHBIX HOCHUTENIAX (HallpuMep, MHBEHTapHble KHUTH, omucu). ObecrieueHre COXpaHHOCTH
CTapbIX, PEIKUX M 0CO00 IEHHBIX JTOKYMEHTOB (HCIOJb30BAaHHE KOTOPHIX B OyMa)KHOM BHUJIE
MIPUBOJIUT K BETXOCTH M MOCIEAYIONIEMY YHUUTOXKCHHUIO JOKYMEHTa — PeIKUe KHUTH, apXUBHbIC
nena). OpraHuzanus XpaHEHHs SJIEKTPOHHBIX JOKYMEHTOB B KoMmMmakTHoOM Buje. Ilomydenwue
HEOTPaHUYEHHOTO YHCJIa KOMUNM JOKYMEHTOB B OyMa)KHOM M 3JIEKTPOHHOM BHjIe 6e3 oOpaiieHus
K OyMa)xHOMYy OpUTHHANy (Hampumep, JUIsl BbLJAYM MO 3ampocaM TpaxaaH, JUisl OTIPaBKU B
MOAOTYETHbIE ToapazaeneHus). OobecriedeHUss BO3MOKHOCTH JOJTOCPOYHOTO  XpaHEHUs
JOKYMEHTOB U JIOCTYIIa K HUM.

DNEKTPOHHBIN apXUB — CPEJCTBO ONTUMU3ALMU PaOOTHI C JOKYMEHTAMHU Ha MPEATPUSTHH.
OpraHu3anus OJHOBPEMEHHOM pabOThl C 3NEKTPOHHBIMHU JOKYMEHTaMH HECKOJBKHX
noJip3oBaTeneil. Pasrpannuenue npap Joctyna nojb3oBareneil Kk mHpopmauuu. OGecriedeHne
uHpopmanMoHHO Oe3omacHocTH. CoKpalleHHe BpeMeHH OOpabOTKH 3ampocoB, IOUCK
uHbopMalnMu. YBeIWYEHHE ONIepaTHMBHOCTH JocTyna K uHpopmanuu. OOGecriedeHue
OTIEpPaTUBHOTO MOUCKA U IOCTYIA K JOKYMEHTaM CTPaxoBOro (poHa TOKyMEHTALMU B KPU3UCHBIX
curyauusx. Co3laHue NIMPOKUX BO3MOXKHOCTEN MyOJIMYHOTO I0CTYIA K apXUBHBIM JOKYMEHTaM
HCTOPHUYECKOTO, KyJIbTYPHOTO U HAYYHOTO HACIIEHSL.

Pezynomam ucnonvzosanus 31eKmpoHHO20 apxXuea eblpadcaemcsi 6:

1. MoBbILEHWNM YPOBHA MHPOPMALIMOHHOTO obecrneyeHms HaceNeHus.
2 MoBbILWEHWNM YPOBHA KayecTBa NPUHATUA peLleHuni.

3. MCKNtoYeHNN pUCKa, CBA3aHHOIO C «4esioBevecknm GakTopomy.

4 MpeemcTBEHHOCTU MNOKOIEHNI CNEeLnanmncTos.
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5. IKOHOMMM ODUCHDBIX NAOLAAEN ANA XPAHEHUA AOKYMEHTOB.

6. CoKpalleHnn pacxofoB Ha CoAep:KaHue LWTaTa COTPYAHWKOB, paboTatowmx ¢
6YMaXKHbIMW N 3NEKTPOHHbBIMW LOKYMEHTAMM.

7. Mpo3payHOCTM cocToAHUA aen B duananax u yaaneHHboix opumcax.

8. Ncnonb3oBaHMM 3NEKTPOHHOIO apxuBa Kak HEMATePUasibHOroO akTMBa MpPW Npojaxke

npeanpUATUA, CANAHUAX U NMOFNOLWEHMAX (0COBEHHO aKTyaibHO A1A NPOMbILWAEHHOCTU, HedTe/ra30B0oro
KOMM/IEKca, KOrAa B [AOKYMEHTaX COAEpKaTcA CBeAEHWA ANA  CTPATernyeckoro mniaHWpoBaHUs,
Hanpumep, pesynbTaTbl Fe0JIOrMYECKO PasBefKN MECTOPOKAEHUN, YEPTEKM KOHCTPYKLMIA CAMONETOB,
nT.A.).

9. BbicTpom noabope M NOUCKe AOKYMEHTOB B SKCTPEHHbIX CUTYaLUUSAX.

Bo3smoxnoctu mnpoBenenuss HHUOKP (Tonpko u3yuuB mNpeablAyIIMA OIBIT HAay4YHBIX
HCCIIEIOBAaHUM, MOKHO YCIEIIHO JBUTaThCS BIIEpEN).

Baenpenue cuctembl 3JIEKTPOHHOTO apXHUBa JOKYMEHTOB 10 JIMYHOMY COCTaBY IO3BOJISIET
B 3HAUUTEJIBHOM CTENEHW ONTHUMU3UPOBATH U YHPOCTUTh pabOTy KaJpOBHKA. DJIEKTPOHHBIN
apXuB BBICBOOOKJaeT 0()MCHOE MPOCTPAHCTBO OT HAKOMHMBIIUXCSA JOKYMEHTOB M 00€CIIeUNBAECT
3amuTy  uHGpopMmauuu  Omarojaps  co3gaHMIO  pe3epBHbIX  komumil.  Kpome  Toro,
CUCTEMAaTHU3UpPOBaHHAs 3JIEKTpPOHHas 0a3a JaHHBIX [OMOTaeT COTPYAHHUKY KaJpOBOH CITyKObI
OTIEpaTUBHO HAXOJUTh HYXHYIO MH(POpPMAIMIO, MTHOBEHHO MOAOUpaTh JOKYMEHTHI, OTIIPABIISSL
UX I10 3JIEKTPOHHOM 1moyTe, U T. 1.

Pabora ¢ jokymMeHTamMu O JINYHOMY COCTaBy TpeOyeT, 4TOObI KapOBUK 3HAT HE TOJBKO
TPYIOBOE 3aKOHOJATEIHCTBO U MOPSIIOK ASTOMPOU3BOACTBA, HO M OCHOBHBIE ITPABUJIA XPAHEHMUS,
00paboTkn W mepemaun OymMar Ha apxXuBHOE XpaHeHWe. Hammexarnee BBIMOJHEHUE 3THX
00s13aHHOCTEN CBSI3aHO ¢ OOJIBIIMMHU BPEMEHHBIMH 3aTpaTaMH, YTO MPENATCTBYET BBIIOJHEHHUIO
MEPBOCTENIEHHBIX KaJpOBbIX 3agad. boiyiee TOro, cam creuuagnucT KaapoBOM CIy:KObl JHILIEH
BO3MOXHOCTH PEaIn30BaTh CBOU MpodeccuoHanbHble aMOUIINN, KOTOPbIE MOTYT OKa3aThCs IINpe
BBITIOJTHEHUS CYyr'y00 OyMa)KHOU pabOTHI.

JIns1 cOBpeMEHHOM KOMIIaHUHM ONTUMAJIbHBIM PEIIEHHEM BOIPOCA XPAHEHHUs JOKYMEHTOB
[0 JINYHOMY COCTaBy JOJDKHBI CTaTh TIPaMOTHOE XpAaHEHHE, CUCTEMaTu3alus H
aJIMUHHUCTPUPOBAHUE C COOMIOJIGHHEM 3aKOHOAATENIbHBIX HOpM. B momHON Mepe 3To
OCYIIECTBUMO 3a CUY€T IPUBJICYEHUS CTOPOHHUX APXUBHBIX KOMIIaHUW. B 3Toli curyauumn
PYKOBOJIUTEINISIM OpPraHu3aluii OCTAETCs JIUIIb ONMPEACIIUTh KPEIUT JOBEPUS K TAKHM CIyK0aM U
pEeUIUTh, TOTOBBI JIX OHU UJITH B HOT'Y CO BPEMEHEM.

OnTUMaNbHBIM PEIICHHEM YKa3aHHBIX MPOOJIEeM MOXKET CTaTh CHUCTeMa, pa3paboTaHHas
crienranuctaMu koprnopauuu IJIAP, - «31eKTpOHHBIN apXUB KaJpOBOTO JAEIOMPOU3BOACTBA» - U
IpecTaBJIstonas co60il KOMIUIEKC /Ui JOKYMEHTAIIHOHHOTO 00ecredeHHs KaJpOBbIX MPOIIECCOB
1 32U THl IepcoHaNbHbIX AaHHbIX (IT/T).

Cucrema aBTOMaTU3UPYyeT OOJIBIIUHCTBO MPOIECCOB, C KOTOPHIMH KaJIPOBUK €XKEIHEBHO
cTalkuBaeTcs B cBoedl pabote. Tak, pelleHHe TMO3BOJSET BECTH CTATHCTUKY W YYeT
yIpaBJICHUYECKUX KaJAPOB, HAXOSIINUXCS B PE3EPBE, MOIy4yaTh UCTOPHUIO padOTHI C 3TUM PE3EPBOM
3a I000M mepuoa BPEMEHH, a TakKe aHaJu3UpoBaTh dTalbl MPOo(eccCHOHATBHOTO pocTa
coTpynHuka. Bo3MoOXHOCTH OBICTPOrOo TMOMCKA M JOCTylMa K HeoOXoaumoil uHopManuu o
COTPYIHHMKAxX B DJIIEKTPOHHOM apXuBE€ CHWXAIOT TPYyJ03aTpaTbl U BpPEMsl Ha COCTaBIICHUE
MOJ0OPOK JIOKYMEHTOB JUIsI OTYETHOCTH W TMPEJCTABICHMS NPOBEPSIOLUIMM OpraHaM, Ha
00paboTKy 3alpocoB, a TAK)Ke Ha BOCCTAHOBIICHHE U 3aBEPEHUE KOMUM yTpauyeHHbIX JOKYMEHTOB
Ha OCHOBAaHMU MX ODJEKTPOHHBIX 0Opa3oB. BHenpeHue cHCTEMBI MO3BOJISIET OCYLIECTBIATH
KOHTpOJIb HAaJl COCTABJICHHEM WJIM 3alOJHEHUEM KaJIpOBOM TOKYMEHTAIMd U OTCIEKHUBATh
KauyeCTBO U CPOKHU BBIMOJHEHUSI pabOT COTPYAHHMKAMH KaJpPOBBIX MOJApa3JeNieHui B peKUMeE
pEaJIbHOTO BPEMEHU. A XpaHEHHE JOKYMEHTOB B PEKUME BEPCHOHHOCTH IO3BOJISIET OTCIEANTD,
KOTJa, KEM U KaKHe M3MEHEHHS] BHOCHIIMCH B KaXbli KOHKPETHBINA KaIPOBBIN IOKYMEHT.

Kpome Toro, cocraB pemeHus «JIEKTPOHHBIM apXWB KaJpOBOTO JEJIONPOM3BOJCTBA»
MO>KHO THOKO KOH(UTYpPUPOBATh B COOTBETCTBUU C TPEOOBAHMUSIMHU U 33/ladaMH OpraHHU3aIUH, a
TaKke MPOCTO M OBICTPO MOJAEPHU3UPOBATH U PACUIUPATH CUCTEMY C Pa3BUTHEM KOMITaHUH.
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CocraB pemenus. Pemenune «OJEKTpOHHBIM apXUB KaJIpOBOIO JAEJIONPOU3BOACTBA»
COCTOUT M3 HECKOJIbKHX MOJYJEH, KOTOpble B KOMIUIEKCE OPTaHM3YIOT OTJIAKEHHYI paboTy
CHUCTEMBI.

Pa6orta yepes uHtepdenc
yyeTHoH, ERP, HRM - cucrems!

CkaHep E TPOHHbIM apX1BOH CeTeBON NpuHTEpP

Tekylwuh Beoa

Moaynb
3aWWILEHHON nevaTu

AOKYMEHTOB

[lepBrlif U3 HUX - MOJYJb YNPABICHUS SIEKTPOHHBIM apXUBOM, KOTOPBIA CTPOUTCS HA
6aze cucrembl DJIAP CAIIEPUOH. Cucrtema mo3BojsieT XpaHUTh JHOObIE THUIbI JOKYMEHTOB
(3meKTpoHHBIE 00pa3bl OYMa)KHBIX JOKYMEHTOB, TOKYMEHTBHI YYETHBIX CHUCTeM, (QoTodailibl 1
ap.). C ee NOMOIIBIO MOXHO IOJIy4aTh OTEPATUBHBIM MHOTOMOJIB30BATENBCKUMA JIOCTYII,
OCYILIECTBIIATh OBICTPBIA TOUCK JIOKYMEHTAallMd B OJJIGKTPOHHOM apXHMBE€ IO 3aJaHHBIM
napaMmeTrpam U KiIaccu(UUUpPOBATh JTOKYMEHTHI [0 PA3IMYHBIM aHATUTHYECKUM MpU3HAKaM. A
OTpaHHYEHUE JOCTYyNa K KOH(PHUACHIUATbHBIM JOKYMEHTaM WM 4YacTsIM JAOKYMEHTa MO3BOJISIET
coOI0AaTh 3aKOHOJATENBCTBO IO 3aIIUTE EPCOHATBHBIX JAHHBIX.

Crnenytomuii - MOIy/b JOCTYIA K 3JeKTpoHHOMY apxuBy. Ero pabora ocymiecTBusieTcs
kak Hanpsamyro u3 cucreMsl DJIAP CAIIEPMOH, Tak u yepe3 npuUBBIYHBIE ULl [I0JIb30BATENEH
MPOrpaMMHBIE TPHIOKEHUS 32 CUET BO3MOXXKHOCTH HMHTETPAllMd C CUCTEMOW YIpaBlIEeHUS
AIIEKTPOHHBIM apXUBOM. A JIJIsl IPEIIPUITHIA C XOIAUHTOBOM CTPYKTYPON OpraHU3yeTcst JOCTYII
K JaHHBIM W3 TEPPUTOPHAIBLHO YAAJEHHBIX TOJpa3feNieHuil depe3 KOpHopaTHBHBIC
UH(OPMAIIMOHHBIE CETH.

[TomHOCTBIO aBTOMATH3UPOBATH MPOIECC MEepeBoAa OyMakKHBIX KaJPOBBIX JOKYMEHTOB
MPEeNnpHUsITHs B DIEKTPOHHBIM BUJ TO3BOJISET MOIYlTh TeKymero BBoaa. CocTaB 3TOro
MIPOrPaMMHO-ANMapaTHOTO KOMILIEKCAa 3aBHUCUT OT KOJIMYECTBA MEpCOHaNa, paboTaroliero B
KOMITaHUH, €KEJHEBHOTO IOTOKAa KaJpOBOW JOKYMEHTAllMM W OOBEMOB apXHBOB, 4YTO U
OTpeJeNsseT TUIBI CKaHHUpYOWEro oOopynoBanus. JlaHHBIHE MOAynh  obOecrednBacT
JOKYMEHTAI[MOHHYIO TOJJIEPKKY KaJIpOBBIX OHM3HEC-TPOIIECCOB, IMOCKOJIBKY CBOEBPEMEHHOE
HAIMOJIHEHUE DJIEKTPOHHOTO apXHBa TEKYIIMMH U apXUBHBIMU KAJPOBBIMH JOKYMEHTAMH U
MPUBS3KA DJEKTPOHHBIX OOPa30B pealbHBIX KAJIPOBBIX JOKYMEHTOB K YUYETHBIM JaHHBIM
rapaHTUPYIOT OTIEPATUBHBIN JOCTYI K JAHHBIM YIIOJTHOMOYEHHBIM COTPYIHUKAM.
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Moynb XpaHeHHs CO3[aeT HEHTPAIN30BAaHHOE XPaHWIUIIE OOJBIINX 0OBEMOB JaHHBIX
HA OCHOBE CICIHATU3UPOBAHHBIX oONTHYeckuX Hakonutened Ha DVD/BD-auckax.
OpranuzoBaHHOE TaKUM 00pa30M XpaHEHUE KaIpOBOM JOKYMEHTALIMU TAPAHTUPYET COXPAHHOCTh
U HEU3MEHHOCTh HMH(OpManuu B TeueHue Oosee 50 JeT COTNacHO 3aKOHOIATENbCTBY IPHU
MUHUMAaJIBHBIX 3aTpaTax Ha MOACPHHU3ALNIO U 00CTY)KMBaHNE XPAHWIIHIIA.

Kpome Toro, 3to cnocoOCTBYeT CyIIECTBEHHOMY CHUKEHUIO BHYTPEHHHUX 3aTpaT Ha
JOPOTOCTOSIIYIO apeHAy IUIOIIAAeH IOJ apXUBbI KaIpOBBIX JOKYMEHTOB, TaK KaK IO3BOJISET
nepeMecTuTh OyMa)KHBIM apXWB Ha TEPPUTOPHIO OoJiee MEIIeBHIX apeHIHBIX IUIONIA[eH, a B
TEKylmel padoTe COTPYJHHKOB KaJpOBBIX TOJPA3/EICHUN HCIOIB30BATh JTOKYMEHTHI
JJIEKTPOHHOT'O APXUBA.

Mopayne 3alMINEHHOIO BBIBOJA JOKYMEHTOB Ha I€4aTh CTPOUTCS Ha OCHOBE
MOAKIIIOUEHHUsI cepBepa Imedard, cnenuannsupoBaHHoro [1O u  pa3BepTbIBaHUS CUCTEMBI
aBTOPU3ALIMM IYTEM YCTAaHOBKM MJIEHTU(UKALMOHHBIX YCTPOMCTB Ha MNpuHTEepax u MOV
npennpustus. s uaeHTuguKanumn nonb3osareneil npumensitorcs: PIN-koapl, OeckoOHTaKTHbIE
IJIACTUKOBBIE KAapThl, MarHUTHbIE KapTbl, IITPUX KOAbl MM CKaHEpbl OTIEYATKOB IMaJIbLEB.
Cucrema aBTOpH3aIlMM MOXET OBITh OOBEAMHEHA C YK€ CYHUIECTBYIOIIEH B OpraHU3aluu
3aKa34yrKa CUCTeMOM 0€30M1acHOCTH, HAIPUMEp, Yepe3 KapThl, UCIOJIb3YeMbl€ COTPYTHUKAMU IS
MIPOX0Ja Yepe3 CUCTEMY KOHTPOJIA JOCTYyINa Ha NpeaAnpuaTre. MoayIb 03BOJIAET aHAJTU3UPOBAThH
Bce paboOThl MeyaTH IO pa3M4YHBIM [apaMmeTrpaMm, B TOM YHCIE KOJHUYECTBO M COCTaB
OTIPABJIIEMBIX HA Me€YaTh JOKYMEHTOB JUISl MCKIIFOYEHUS MCIOJIb30BAHNS TEXHUKHU JUIS JIMYHBIX
HeJen.

JamuTa NEpPCOHANBHBIX JAHHBIX. PemieHne «OJIEKTPOHHBIM apXUB  KaJpOBOIO
JIeIONIPOU3BOJICTBAY MOJIHOCTHIO COOTBETCTBYET TPEOOBAHMSIM 3aKOHOJATENbCTBA IO 3alllUTe
[EPCOHANBHBIX JIaHHBIX, COTJACHO KOTOPOMY KOMIIaHUM, pabOTaroIue C MHNepCOHAIbHBIMU
JAHHBIMU, 00513aHbl TAPAHTUPOBATh UX HAJEKHYIO COXPAaHHOCTb.

OTOoro ynaercs JOCTUYb HECKOJIBKMMHU criocobamu. B wacTHOCTH, 3a cueT (QyHKIUH
KOJUPOBaHUA JOKYMEHTA, IPOCMOTP KOTOPBIX CTAHOBUTCSI BO3MOKHBIM TOJIBKO IIOCIIE BBEICHUS
napouist. Takxe cucrema pomyckaeT ucnoias3oBanne DI u mpu HEOOXOAMMOCTH OTpaHUINBACT
JIOCTYI K 4YacTsM apXuBa, OTACJIbHBIM JOKYMEHTaM WIM HMX (parMeHTaM Julsl pPa3IndHbIX
noJjib3oBaresied wim rpymnn  nois3oBatened. Kpome Ttoro, OJIAP CAIIEPUMOH xpanut
JJIEKTPOHHBIE JIOKYMEHTHl B BHJE CIELUAIBHOTO 3aKOJUPOBAHHOrO (hailla COOCTBEHHOTO
¢dopmara (Meradaiina) a8 MCKIOYEHUS BO3MOXKHOCTU HEIPABOMOYHOIO KONUPOBAHUS U
UCIOJb30BaHUs Bcel MHGpOpMalMu WIM ee YacTh. Bce 3T Mepbl M cO31al0T HEoO0XoauMble
YCIOBUS U1 HAJEXKHOIO, 3AlIUIIEHHOTO XPaHEHUs IEPCOHAIbHBIX JaHHBIX COTPYIHUKOB
KOMIIaHUH.

Buenpenue pemenus «JIEKTPOHHBIN apXUB KaJApOBOTO JIEIOIPOU3BOICTBAY MO3BOJIAET B
CUMTAHHbIC CEKYH[bl HAXOJUTh HEOOXOIUMBIH JIOKYMEHT, KOHTPOJIMPOBATH IPaBUIILHOCTh
odopmiIeHHs JeT B peXKUME PEeaIbHOTO BPEMEHHU U IPOBOAUTH ayUT KaJpOBOM JOKYMEHTAIUU B
yoaleHHbIX ¢uinanax u nojpasneneHusx. Kpome Toro, cucrema obecnednBaer palboTy ¢
TEKYLIUMH KaJpOBBIMM JOKYMEHTaMH, 4YTO OOJIEryaeT IpOLECcC PEerucTpauuu KaJIpoBOi
JOKYMEHTAlMH, a 3a CYET MHTEIPALUU JJIEKTPOHHOIO apXHuBa C CYIIECTBYIOLIMMH KaJIpOBBIMHU
crucTeMaMH aBTOMaTU3UpyeTcst paboTa 1o y4eTy U coopy cratuctuueckoit nupopmarmu. Bee ato
B KOMILJIEKCE MO3BOJIET MOJHOCTHIO ABTOMAaTH3UPOBaTh pab0OTy KaJpOBUKOB, ONITUMHU3HUPYS TEM
CaMbIM JIESATEIBHOCTD KaJPOBbIX MOAPA3IEICHUNA KOMIIAaHUH.

Vcnonbp3oBaHue 3JIEKTPOHHOIO apXuBa B paboTe CIIYKObI YIpaBJIEHUS IEPCOHATIOM.
Kpome kagpoBOoro JOKyMEHTAIlMOHHOTO y4e€Ta B MPOLIECCE YIPABJIEHUS MEPCOHAIOM KPYIHBIX
NPEINpUATHH CO3JaeTCs MHOXKECTBO HE(OPMAIM30BAaHHBIX JOKYMEHTOB: ICHUXOJIOTHYECKUE
XapaKTepUCTUKU COTPYIHHUKOB, ydeOHBbIE MaTepHajbl, COLMOJIOTMYECKHE OMPOCHI, PE3yIbTaThl
OLIGHKH MpOo(EeCCHOHATIBHBIX KayecTB IMepcoHasa U JAp. Takue TOKyMEHTBI TaKXKe MOXHO
3arpy3uThb B DJIEKTPOHHOE XPAHWIIHLLE.

CDA no3BoiisieT GOpMHUPOBATH €AWHBIE MAKEThl JOKYMEHTOB, CBSI3aHHBIX C O0y4eHUEM,
OLIEHKOH, aTTecTanuell nepcoHana s JOKYMEHTAI[MOHHOTO 00OCHOBAHUS MPUHATHS KaJpPOBBIX
peLIeHui.
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PykoBoauTessiM 1enapTaMeHTOB, HaYaJIbHUKAM OT/ENIOB, CIEIMAINCTaM 10 O0YyYSHHIO U
JPYTMM YIOJHOMOYEHHBIM COTPYAHMKaM HAacCTPauMBalOTCS IIpaBa JOCTyIa K I0J00HBIM
nokymeHnTaMm B COA 11t COBMECTHOM C KapoBO# CiTy:k00#1 pabOTHI 10 yIIPaBICHHUIO IEPCOHATIOM.

MaccoBasi onppoBKa JOKYMEHTOB MPONUIBIX JeT. {11 3 PEeKTUBHOTO MCIOJIB30BaAHUS
CHCTEMBI 3JICKTPOHHOTO apXWBa HEOOXOIMMO HAMOJHUTh €ro CKaH-KOMHMSIMU OyMajKHBIX
KaJpOBBIX JOKYMEHTOB. MUHIMAaJIbHO HEOOXOAMMBIH 00heM JOKYMEHTAIUHU (THIIBI, KOJTUYECTBO,
CpPOK MJaBHOCTH) Ui OIM(POBKH ONpeAessieTcss Ha dtamne dKcnepTu3bl. OH 3aBHCHUT OT
BHYTPEHHHUX MOTpeOHOCTEN KaApOBOIl CIyXObl, YaCTOTHI 3aIIPOCOB CIIPABOK, BBIIIUCOK M KOMHI
JOKYMEHTOB U JIpyrux (hakropoB. OZHOBPEMEHHO ONPEIEINISAETCS KOJUYECTBO MHIEKCUPYEMBIX
noJiel, HeoOXOAUMBIX ISt S((GEKTUBHOTO TMMOWCKA JaHHBIX. TakuM 00pa3oM, MOXKHO
ONITUMHU3UPOBATh OOBEMBI, CPOKM W CTOMMOCTH BBINIOJHEHHsI pa0dOT MO OIHM(POBKE, a TaKKe
OTPEENUTh OYEPETHOCTh CKAHUPYEMBIX JTOKYMEHTOB U JIEJI.

PaGotel 1m0 MaccoBOMy CKaHHMpPOBAaHHIO apXuWBa OyMaXXHBIX JIOKYMEHTOB MOTYT
BBITNIOJIHATHCS HA IPOU3BOACTBEHHBIX TUIoIIaikax Kopnopanuu nin Ha Tepputopun 3aka3urka. B
MIOCJIETHEM CITy4dae UCIONb3YIOTCS MOOMIIbHBIE OpUrabl CIIEIMATUCTOB [0 CKAHUPOBAHUIO.

Bcee paboThI BBITIOJTHSET BBICOKOKBaJIM(DULIPOBAHHBII epcoHan 1o
CHEMATM3UPOBAHHBIM TEXHOJOTUAM. B 4YacTHOCTH, NMPUMEHSIOTCS TEXHOJOTHMHU M0 3alluTe
MepCOHaNIbHBIX JaHHBIX. Hampumep, Ha 3Tane MHIEKCHPOBaHMS HM300pakeHHE pa3jesseTcs Ha
yacTy U (parMeHThl C JAHHBIMHU OJIHOTO TUNa ((hamMIIuy, UMeHa, NacCOPTHbIE TaHHbIE UITH Jp.)
MPUXOAAT Al 00pabOTKH OJHOMY OIepaTopy, JaHHbIE JPYroro Tuma — K Jpyromy. Takum
o0pa3oM, HHUKTO HE BHUIUT LEJOCTHYIO HH(OPMAIMOHHYIO KapTUHY 00pabaTbiBaeMoro
JOKYMEHTA.

0 |
@_ Visanos :
! |
g Netpos |
—_— Kysweuos '
Nt Cavurns [T .o / 0 " Nt Savmrnn [T r.e.
' 1964 | 1
! Yeanos Heax 1964 " [ ege Veanos Hean 1964
; ' 1972 J934% | 2 | Nerpos Netp 1972
? Jlempos  Jlemp 1972 i
' 1988 | 3 | Kyaneuos Cepreit | 1988
I Kysmeyos  (epzeis 1988 :
Msan '
, Nemp :
: Cepredt :

Bricokoe kauecTBO pe3yabTaToB pabOT JOCTUraeTCs 3a CUET MHOTOCTYIEHYATOW CHCTEMBI
KOHTpOJISi KadecTBa W CHEeNMaJIbHbIX TexHoJoruid. Hampumep, mpu pyyHOM pacrno3HaBaHUH
JOKYMEHTOB OJIHO M300paXkeHHe MPUXOIUT Ha 00pabOTKy IBYM OnepaTopam, a KOHTPOJIUPYIOIas
IporpamMma CpaBHUBAET BBE/IEHHbIE UMU JJaHHbIE. B ciydae pacXokJeHus PaBUIIbHOCTh JJAHHBIX
MOJITBEPXK/IAET BHICOKOKBATHU(PUIIMPOBAHHBIN COTPYIHHUK.

B pe3ynbrate MaccoBoil OLM(POBKM MOJIY4aeTCss SIEKTPOHHBIA HH(DOPMAIIMOHHBIN
pecypc (CKaH-KONMUM JOKYMEHTOB M HHJEKCHas 0a3a), TOTOBBIM K 3arpy3ke B 3JEKTPOHHOE
XpaHUJIHILE.

[lepcnekTHBBl pa3BUTHS pelIeHUs. MojaepHHM3alus M MacIiTaOMpOBaHUE pEIICHUs
OCYIIECTBISIETCS C POCTOM MpPEaNpusTHs, ¢ BBeAeHHeM OOmiero neHTpa o0paboTKu KaJapoBOH
JOKYMEHTAIMK (HampuMep, Ui TEPPUTOPHATIBHO PACPEAETICHHBIX U XOJIUHIOBBIX CTPYKTYD),
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JUI XpaHEHUs JOKYMEHTOB JPYTHX CIYyKO opraHm3anuu (Oyxraiarepus, JOTOBOPHOU OTHEl,
MoIpa3/ieNieHus, 00ECTIICUNBAIOIINE OCHOBHBIC OU3HEC-TIPOIIECCHI U T.JI.).

ITo 3ampocy 3aka3unmka BO3MOXHA pPa3pabOTKa aBTOMATHU3MPOBAHHBIX CHUCTEM IS
HR-nmporieccoB mopbopa, arrecranuu, oOydeHUs MEpcoHana Ha IaThopMe SIEKTPOHHOTO
apxuBa.

[Ipeumymecrsa:

o MosblweHne 3pPeKTUBHOCTU PaboTbl KagpPOoBOM CNYKObl 33 CYET COKPALLEHUS BPEMEHM
06paboTKM KagpoBon MHGOPMALIMK U CHUXKEHNA 06 bema BymarkHOro 4oKymeHToobopoTa.

. CHWXKeHMe Harpysku Ha NpoduabHbIX cneumannctos HR-nogpasaeneHmi.

o BbICTPbIN NOUCK IOKYMEHTOB MO Nt06bIM aTpnbyTam (TabenbHbli Homep, PUNO
COTPYAHVKA, NoApasaeneHune, TUM JOKYMEHTa, BDEMEHHOM Nepuos v Apyrue) U B pexume
MOJIHOTEKCTOBOrO NMOUCKa, GOPMUPOBAHUE M NevaTb NoAOO0PKM KafpOBbIX JOKYMEHTOB.

. [JlonrospemeHHOE XpaHeHWEe 3/1eKTPOHHbIX JLOKYMEHTOB B TEYEHME CPOKOB,
npeaycMOTPEeHHbIX 3aKOHOAATEe/IbCTBOM, C aBTOMATUYECKUM YBEA,0M/IEHMEM OTBETCTBEHHbIX
COTPYAHMKOB 06 UCTEYEHWUM CPOKOB XPaHEHMA.

. ObecneyeHue 3aLWmMTbl NEPCOHANbHBIX AAHHbIX 3@ CYET MPOrPaMMHOrO OrpaHUYeHun
[0CTyNa K HUM, HaCcTPOIKM NPaB NONb30BaTENEN, UCMO/Ib30BAHMSA CNELMaNN3MPOBaHHOTO MOAY A
3aLLMLLEHHON NeyaTy.

. CHUKEHWE PUCKOB MOPYU U yTEPU OPUTMHANOB KafPOBbIX AOKYMEHTOB.

. CoKpallieHWe 3aTpaT Ha cofepiKaHne apxnsa ByMakHON KaApOBOMN AOKYMEHTALUN.

Peanuzoeannvie npoexmut.

CucremMa aBTOMATH3ALNH JIeSITeJILHOCTH apXuBOB YenssOnHcKoi 061acTH

I'Y «O06benuneHHbI rocyaapcTBeHHBIM apxuB YensOunckoit obmactu» (OI'AUO) —
camoe KpyIHO€E YUpek/IeHUEe apXUBHOM CITy>KObI pernoHa, B KOTOPOM XpaHUTCs OoJiee 2 MIIH e,
B TOM uucie ocobo neHHbX. B crpykrypy OI'AYO Bxomst 10 oTaenmoB u 6 CEKTOpOB,
COXPaHHOCTh M MCIOJIb30BaHUE JOKYMEHTOB oOecrnieunBatoT 120 COTpYIHUKOB.

[IpaBurensctBoM YensOmHCKON oOmacTu Obljla TMOCTaBieHa 3a7ada — OOeCleyuTh
MPEAOCTABJICHHE B KpaTdallliie CpOKU HEOOXOTUMOM apXWBHOW WH(MOpPMAIUU IS Mepexoja
OI'B nHa okazaHue rocyJapCTBEHHBIX YCIYT B AJIGKTPOHHOM BHJIE. JTO MO3BOJUIIO BO30OHOBUTH
paboTtel 1o co3ganuto EnuHol MH(DOpPMaIMOHHO-TIOUCKOBOW CHCTEMBI apXHUBOB YesiOMHCKOM
obnacTtu.

TpeboBasoch 0OECICYUTh:

a) BO3MOXXHOCTh ynajeHHO#H mojaun oOpamenus B OI'AYO u KOHTpOJs Haa XOJI0M U
pe3yibTaTaMd €ro MCHOJHEHHs JUid OOpaOOTKH COIMAIbHO-TPaBOBbIX 3ampocoB YIIDP,
OpraHu3alMi U rpakJiaH;

0) BO3MOXKHOCTh YAalIeHHOUM padOThHI ¢ IOKyMEHTAaMHU U3 cOcTaBa (OHJA MOJIH30BaHUS HA
3EKTPOHHBIX HOCUTEJISAX JJIsl 3apPETUCTPUPOBAHHBIX M10JIb30BATENEH YUTAIBHOIO 3aJ1a apXUBa;

B) MOTIOJHEHHE CYILIECTBYIOIIECH HH(POPMAIIMOHHO-TIOUCKOBOM 0a3bl apxuBa U (QoHIa
M10JIb30BAHUSI HA AIIEKTPOHHBIX HOCUTEIISX 3JIEKTPOHHBIMU KONUSAMH JOKYMEHTOB apXHBa.

Jlns pemiennst 3TUX 3amad Obuto pemieHo npoBectn oOHoBiIeHMe AMC APXHUB ¢
no0aBieHHEeM U JOpabOTKOM TUIIOBBIX MOIYJIEH U pean3anuein web-cepBHUCOB.

Pemenue. Ha nepBom stane B pamkax 'K NeO1.K ot 11.07.2011 6bl1a ycnemHo peiieHa
3a/laya OMepaTUBHON OTPaOOTKH COIMALHO-TIPABOBBIX 3ampocoB. Kpome Toro, ObIT pacuimpex
CIHUCOK TEMAaTUYECKUX pa3JelioB JJIEKTPOHHOTO XpaHWJIMINA U J00aBIeHbl HOBBIC TMOJS B
CTPYKTYpY 0a3bl IaHHBIX JJIS1 HHACKCAIIMHA JTOKYMEHTOB JOPEBOJIOMOHHOTO IEPHUOA.

B HacTosmmii MOMEHT MPOJOJIKAIOTCS PabOThl MO PACIIMPEHHIO (PYHKIHMOHAIBHBIX
Bo3MoskHOcTel cuctembl AUC APXHB muist o6cmykuBaHus yAaJeHHbIX Moyb3oBarteneil. Bropsim
ATarnoM 3ariaHupoBaHo co3aanue B 2012 roqy MHTepHeT-mopTanza apXuBHOHN CITY»KObI 0071aCTH U
3aBeplIeHHE TeKYIIHX PaboT Mo OOHOBIEHUIO CYIIECTBYIOMIUX M BKIIOYCHHIO B COCTAB CHCTEMBI
JOTIOTHUTENBHBIX MoOAyneld. CoriacHO TPEIbABICHHBIM TpPeOOBAHUSM, TEXHOJOTUYECKAsS
aApPXUTEKTypa CUCTEMBI TIO3BOJIUT OOECTIEYUTh COBMECTUMOCTh C MH(POPMAIIMOHHBIMU CUCTEMAMHU
FOCYJapCTBEHHOTO CEKTOpa M pa3MYHBIX BEJAOMCTB 3a CUET HCIOJIb30BAHUSL OTKPBITHIX
CTaHJApTOB B3aUMOJCHCTBUA.
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Pesynbpratel. KoMIieke peanu3yeMbIXx MEPOIIPUATUN IT03BOJINT:

1. ObecneunTb rpaxgaHam M OpraHU3aLMam BO3MOXKHOCTb B MOHOM Mepe peannsoBaTb
CBOW NpaBa Ha Nosiy4yeHne nHPopmMaLMu, coaepKallenca B apxmBHbix AoKymeHTax OTAYO.

2. MoBbicnTb 3PpPEKTUBHOCTb AEATENBHOCTU APXMBA MO YNPaBAEHUIO U NPeaoCcTaBAeHUIo
AocTyna K doHaam B 6yMarKHOM M 3/1IeKTPOHHOM BUAE.

3. MoBbICUTb ONEPATUBHOCTb 06PAabOTKM NOCTYNAOLLMX COLMANBHO-NPABOBbIX 3aNPOCOB.

4. CHM3UTb HarpysKy Ha COTPYAHWMKOB 3a CYET aBTOMATM3auUMW TUMOBbLIX APXMBHbLIX
npouenyp.

Taxxe peanusoBanbl poekThl B opranax 3AI'C.

Juextponnblii apxuB 3AI'C Kaaununrpaackoii o6aactu

3AI'C (ArenrctBo) KanmunuHrpaackoit oOjacTH SIBJSETCS HWCIIOJIHHUTEIIBHBIM OpPraHOM
rOCYJapCTBEHHON BJACTH, OCYHIECTBISIOMMUM (YHKIIMH OpraHU3alMH JIEATeTbHOCTH TI0
TOCYJapCTBEHHON  PETHCTpalldd  aKTOB  TPAXIJAHCKOTO  COCTOSIHUA HA  TEPPUTOPHUU
Kanununarpaackoit obmactu, crienuaibHble GYHKIIMA B YCTAHOBJICHHOU cepe NeAaTeTbHOCTH U
KOOPJIUHUPYIOIUM JiesiTenbHOCTh 25 otnenoB 3AI'C ropoaa KanuHuHrpag 1 MyHHMIMIATbHBIX
00pa3zoBaHuii 001aCTH.

C momenTa o6pazoBanus Kanununrpazackoii oonactu (KO) B 1946 rony apxuBbl OpraHoB

3AT'C nakommmmm 6osiee 9000 aKTOBBIX KHUT, PY 3TOM B YUETHYIO CHCTEMY BHECEHBI CBEJIEHHUS 00
aKTax rPaXJaHCKOTO COCTOSIHUSA HauMHas ¢ MOMeHTa e€ BHenpeHnus — B 2004 rony. 3anucu ¢ 1946
1o 2003 rozpl (0K0JIO 2 MJIH. 3aMuceil) MpeACTaBIeHbl TOJIBKO B OyMaKHOM BHJIE.
C menpro aBTOMaTH3allid OCHOBHOM JesiTeTbHOCTH AreHTcTBa M otaenoB 3AI'C, mepexoaa Ha
OKa3aHHWE TOCY/IaPCTBEHHBIX YCIYT B JIEKTPOHHOM BHUJIE, @ TAKXKE ISl TIOBBIIIIEHUS COXPAHHOCTH
JOKYMEHTOB Ha OyMaXHBIX HOCUTENsIX, [IpaButenbctBoMm KanmHUHTpaacko oOmacTu OBLIO
NPUHATO perieHne 00 ouu@poBKe MTOKYMEHTAIBHOTO (OHAA TIO PETHCTPAllUd aKTOB
rpakJaHCKOTO COCTOSIHHS U CO3AaHUIO0 €MHOMN MOMCKOBO-CIPABOYHOU CUCTEMBI «DJIIEKTPOHHBIN
apxuB 3AI'C» KanuauHrpaackoit o6mactu.

Pemenne. Ha mepBom stane B 3AI'C (ArentctBe) KammnuHrpanckoir oOmactu ObLI
pa3BepHYT MPOTrpaMMHBIA KOMIUIEKC B BHJE MakeTa CHCTEMbl U C(HOPMHUPOBAH TECTOBBIN
ANEKTPOHHBIA HHGOPMAIIMOHHBIN pecypc B 00beme 20 Thic. 3anuceit. B kaxxmom otaene 3AI'C KO
HACTPOEHO KJIMEHTCKOE MPUIIOKEHUE VI YIAIEHHOIO JOCTYIA K 3JI€KTPOHHOMY apXHBY.

Jlyia opraHu3anuu 3JIEKTPOHHOTO apXuBa ObUIO pelieHo ucnois3oBaTh ECM-cucremy
CAIIEPHUOH. CAIIEPUOH otHocutcs k cucremam kiacca ECM, mnpenHa3sHaye€HHBIM st
OpraHu3aliy U YIIPaBICHUS IEKTPOHHBIMU peCypcamMu JH000M CII0KHOCTH, ¥ 00J1a1aeT HA00pOM
BCTPOEHHBIX (DYHKIIMOHAJIBHBIX BO3MOXKHOCTEH, HEOOX0MUMBIX Jij1s opranu3zanuu DA 3AIC:

1. XpaHeHWe LOKYMEHTOB B BUAE 3aKOAMPOBaHHOTo MeTadaiina, He A0NyCKatoLWero
dparmeHTapHOro KOMUPOBAHWA U HepernameHTUPOBAHHOIO NPOCMOTPa MHbOPMaLMK;

2. pasrpaHuyeHune AOCTYNa K XPaHWMbIM AOKYMEHTaM Ha YPOBHE rpynn, posiei
no/b3oBaTesiei U OTAeNbHbIX NOb30BaTeNei;

3. OnepaTUBHbIM MNOUCK XPAHALLMXCA B CUCTEME JOKYMEHTOB, C BO3MOXKHOCTbIO
bopMMPOBaHMA NPOU3BO/IbHBIX NOABOPOK CBEAEHMI 06 aKTOBbIX 3aNWUCAX UM INEKTPOHHBIX KOMU
L,OKYMEHTOB MO K/L0O4YeBbIM NapameTpam;

4, BO3MOKHOCTb MHTErpaumMun AN A0CTYNa K 3NEKTPOHHbIM KOMMAM aKTOBbIX 3anuncei
HenocpeacTBEHHO U3 MHTEpPdEliCa YYETHOM CUCTEMBI;
5. NpAMOe ynpaB/ieHNe CKaHUPYOLWMM 060pyA0BaHNEM A1 aBTOMATUYECKOro

HAMNONHEHMA XPAHWANLLA S1EKTPOHHBIMM KOMUAMM AOKYMEHTOB, MOCTYNAOLLMMM C Y4acTKOB
oundpoBKY;

MOJJEP)KKA BEPCHOHHOCTH, KOrJa IpPU U3MEHEHHHM IOKYMEHTAa WA JaHHBIX OHU HE
IIEPE3aUChIBAIOTCS, a COXPAHAECTCS UX OUYepeaHas BEpCHs.
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InexTponnsii apxne JAIC

Corpyarmxcn INAP: o Mudopuaysonmsl
WecTwui - 2 pecypc omenaAIC  § /
CTwd . o Bxogwoit koHTpOM fypaeacroro paiowa
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-
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8 07360 3A .5‘ ’ OBPAION KA HOCHTNRX
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Orpenw JAIC:

o Orbop » ynaxosxa
AT OBX s
o COCTanNewme peecTpa 25 Orgencs 3ATCr. KanuuuKrpaga u myHuumnanskbix obpazosannit KO

o DNepegavano acry
OTRATCTREMNOMY
cotpyomy INAP

Ha BTOpOIi 3Tare B COOTBETCTBUH C 11€TIeBOM TporpamMmmoit «Pa3Butue nHpopmMannoHHOTO
obmiectBa B Kamununrpazackoit obmactu Ha 2011-2014 roms», 6bi0 pemeHo B 2012 romy
MPOBECTH CKAaHUPOBAHHWE BCEro o0ObeMa akToBBIX 3ammced 3a 1946-2003 roapl u
MIPOMHJEKCUPOBATh (CO3AaTh JJEKTPOHHBbIE KapTOUKH) TeCTOBbIM MaccuB otnena 3AIC
['ypbeBCKOTO MYHUIIMTIATILHOTO paiioHAa.

Jis momoOHBIX 3amuceil ObLIO PEHIeHO BOCIOJB30BATHCA BCTPOCHHBIM B CHUCTEMY
CAIIEPMOH wmexaHu3MOM BEpPCHOHHOCTH, KOT/Ia OJIHOM aKTOBOW 3aliCU CTaBUTCS B
COOTBETCTBUE HECKOJIBKO BEPCUM YUETHOM KapTOUKH, C BO3MOKHOCTh ITOMCKA IO KAXKJIOM M3 HUX
oaHOBpeMeHHO. [lomydeHHbIN HHPOPMAITMOHHBIA peCypC, COCTOSIIHMN U3 JIEKTPOHHBIX 00pa30B
JOKYMEHTOB W CTPOTO COOTBETCTBYIOIIMX MM YYETHBIX KApTOYEK, 3arpy’keH B MakeT
MTOMCKOBO-CITPAaBOYHOM CUCTEeMBI «ieKTpoHHbIN apxuB 3AI'Cy» KanumHuHTpaackoi 00macTu.

Ha tperbem stame, B 2013 romy, Havdaiace pabotra 1o (GOPMHUPOBAHUIO EAWMHOTO
nHopmanmonnoro pecypca 3AI'C (ArenrcrBa) Kasmuaunrpanackoi o6mactu. Ilocie Toro kak
equnblid pecypc 3AI'C KO Oyner chopMHupoBaH U 3arpy’kKeH B CUCTEMY, «DICKTPOHHBIA apXUB
3AT'C» KO Oyner mepeBeieH B CTaJMIO MPOMBIIUICHHON KCIUTyaTallid, ¥ CMOXET B IOJIHOM
Mepe pean30BaTh CBOE MpeaHa3HaueHne. KpoMe Toro, B paMKax TPeThero 3rara IJIaHupyeTcs
npoBecTu uHTerpauuto JiekTpoHHoro apxuBa ¢ MANC 3AI'C BO Bcex TeppUTOpUAIbHBIX
otnenax 3AI'C KO ansa 6ompiiero yngo0cTBa UCIONb30BAaHUS U COKPAIICHUS BPEMEHH Ha MOMCK
Tpebyemoii nHdopManuu.

Pesynbrarel. KanuHuHrpajackas o01acTh cTajla MEPBBIM PETHOHOM, pPeaTn30BaBIINM
MIPOEKT IO TEepPEeBOAY B DJIEKTPOHHBINA BHUJ BCEro BOCTpeOOBaHHOTO (oHIa 3amuceil 00 akrax
PAXKJIAHCKOTO COCTOSTHUS.

OO6nacTp yxe Mmoiy4yusia B 3JIEKTPOHHOM BHUJE OJWH U3 Hanbosiee ColraIbHO 3HAYMMBIX
JOKYMEHTHBIX pecypcoB, a K koHIly 2013 rona, 61arogapsi H3BJICUECHUIO 3HAYNMBIX CBEICHUN U
HAMOJIHEHUIO CUCTEMBI JIEKTPOHHOTO apXHBa, CMOXET OOECIeUnTh MOJHOIICHHBIN Nepexo/ Ha
npenocrasienne ycuyr 3AI'C B 3nekTpoHHOM BHJE M uHTerpupoBarh opransl 3AI'C B
MHOPACTPYKTYPY MEKBEIOMCTBEHHOTO 3JIEKTPOHHOTO B3aUMOJCHCTBHSL.

Taxkum oOpaszom, coznanue InexkrpoHHoro apxuBa 3AI'C KamunuHrpajackoit oGmactu
MIO3BOJIMJIO:

1. co3patb eauHoe MHPOPMALMOHHOE NPOCTPAHCTBA AR BBOAA, XPaHEHUA W
MCMONb30BAHUA 3NEKTPOHHbIX JAOKYMEHTOB W CBEAEHWMA 06 aKTax rPaXKAaHCKOTrO COCTOSHUA
KanuHuHrpaackoit obnactu;

2. COKPaTUTb CPOKM MpeaocTaBneHus ycayr B cdhepe rocyaapcTeeHHoln pernctpauum AIC m
OTPaboOTKM MEKBELOMCTBEHHbIX 3aNpoCOB 3a CYEeT MepeBoda B I/IEKTPOHHbLIA BWUA BCEro
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BocTpeboBaHHOro ¢oHAA aKTOBbIX 3anMcerm U obecnevyeHUs oOMNepaTUBHOIO pPernameHTUPOBAHHOrO
AoCTyna  COTPYAHMKOB  TeppuTopuanbHbiX oTaenos UM AreHtctea 3AIC K noaydyeHHomy
nHPopmMaLMOHHOMY pecypcy;

3. obecneynTb CUCTEMATU3ALMIO U A0NTOBPEMEHHOE XPaHEHME 3NEKTPOHHbIX JOKYMEHTOB
W AaHHbIX;
4, MWUHUMMU3NPOBATL YMC/IO 3aMPOCOB K BYyMaxKHOMY apxvMBy M CHM3UTb Takum obpasom

PUCKM Mopun M yTpaTbl OyMaKHbIX [OKYMEHTOB, 33 CYeT WCNo/ib30BaHMA W obpaleHus
NPENMYLLLECTBEHHO K 31EKTPOHHbIM 06pa3am aKTOBbIX 3anucei;

5. MOBbICUTb YPOBEHb KOHTPOAS W ayAuTa Kak BHYTPEHHeN [fOeATeNbHOCTH, TakK
NnpeaocTaBNeHUA  TOCYAAPCTBEHHbIX — YCAYT WM MEKBELOMCTBEHHOrO  B3aMMOAENCTBUA,
MWHUMM3NPOBATb, TaKMM 06Pa3OM, PUCKM HEWUCMOJSIHEHWMA 3aMpPOoCOB rPaXKgaH W opraHusauumii
YCTQHOB/IEHHbIE CPOKM.

® X X

Enunas HH(OPMALMOHHO-TIOUCKOBAs cucremMa rocy/1apcTBeHHbIX u
MYHUIUNAJTbHBIX apxuBoB fImajio-Henenxoro asronomHoro okpyra (AHAO)

Pa3Butne  uHpoOpMmanMoHHOro  o0miecTBa W MEpexXoJ  Ha  IPEelOCTaBJICHUE
rOCy/IapCTBEHHBIX YCIIYT B 3JIEKTPOHHOM BUJIE MOTPEOOBANIN BKIIIOUEHUS APXUBHBIX YUPEKICHUIN
B MHQPACTPYKTYpPY PETHOHAIBHBIX JIEKTPOHHBIX MPpaBUTENbCTB. HapaBHe ¢ rocyapcTBeHHBIMU
apxuBaMH, OOJagaromMMH OOJILIIMMU MAacCHUBaMHU HCTOPUYECKHX, COLMAIbHO 3HAYUMBIX
JOKYMEHTOB U IOKYMEHTOB 10 IMYHOMY COCTaBy, 0c000€ BHUMAaHHE YAEIAETCS MYHUIUIATbHBIM
apxuBaM, XpaHSANIMM B CBOMX (OHIAX JOKYMEHThI MO OCHOBHOM JEATEIbHOCTH OPraHOB
MYHMIMIIAILHOM BJIACTH, CYJEOHBIX OpraHOB, OOIIECTBEHHBIX OpraHMU3allfil, TPOMBIIUICHHBIX,
CEJIbCKOXO3SUCTBEHHBIX M HHBIX HOPEINpUsTU, B TOM  4YHCIE€ BOCTpeOOBAHHBIE
IIPaBOYCTAHABIINBAIOIINE JOKYMEHTBI MyHULIUIIATUTETOB.

Ceroanst HaunOosee >(PQPEKTUBHBIM MOIXOJOM K aBTOMATH3allUU SBIIAETCS CO3/IaHUE
€IMHOM, I[IEHTPAJIM30BAaHHON CHCTEMBI YIPABJICHUS apPXUBHOM NESITEIBHOCTHIO Ha YPOBHE
cyorekta P®. VkazanHas cucrema A0bKHA 00JamaTh BCEM HEOOXOIUMBIM (DYHKIIMOHAIOM IO
aBTOMATH3allMd apXUBHOHN NEATEIBHOCTH M BO3MOYKHOCTbIO T'MOKON HACTPOMKHU AJISl peIIeHUs
WHIVBUAYAJIBHBIX 33/1a4 KaKJOTO apXUBHOTO YUPEXKICHUS.

Jlns noBbimieHUst 3()(HEKTUBHOCTU MPOLIECCOB OCHOBHBIX HAIPABICHUH JEATEIILHOCTH
roCyapCTBEHHBIX U MyHHUIIMIIAJIbHBIX aPXUBOB, a TAKXKE I1EPEX0/1a Ha IIPEJOCTABICHUE apXUBHBIX
yCIyr B JIEKTpOHHOM Buje, [IpaBurensctBom SIMano-HeHenKoro aBTOHOMHOIro OKpyra ObLIO
MPUHATO pelIeHWe O CO3JaHuu eauHOW uHpopMarmoHHo-mouckoBoi cucrembl (EUIIC),
o0benuHsONIeH B cBoeM KoHType Ciyx0y 1o aenam apxuBoB, ['ocynapcTBeHHbIi apxuB (I'A) u
apXyBBl MyHHUITUTIATBHBIX 00pazoBanuii SHAO.

Pemenue

1.Ha mnepBoM »3Tame mnOCTpOEHUsI €OUHON cucTeMbl ¢ mnoMoubio Mmoayinedn AUC
DJIAP-ApxuB OblIIM aBTOMaTU3UPOBaHbI llepBoouepeanble GyHKkunu Ciryx0bl 10 J1ej1aM apXuBOB
u l'ocynapcrBennoro apxuBa SIHAO 1no ynpaBieHUIO apXUBHOU J€SITEIbHOCTBIO, yueTy (hoHI0B
1 00CITy)KMBaHMIO 110JIb30BaTeNCH B YUTAJIbHBIX 3aIaX.

JU1s BBIBEJICHUSI CUCTEMBI B CTAJIMIO ONBITHOM 3KCIUTyaTalluy B HE€ ObLIIM MMIIOPTUPOBAHBI
y4eTHO-apXuBHbIe AaHHbIe U3 Beaymeiics B ['A SIHAO o6meorpacneBoit B/l «ApxuBHblit poHI»,
a TaKKe 3arpykeH nepBoodeperHo MHpopMaIMOHHBIN pecypc B cocTaBe 340 apXMBHBIX JIEl,
npenocraBieHHbId Ciry:x00¥ Mo JesaM apXuBOB.

2. B 2012 roxy moacucrema I'ocynapcrBenHoro apxuBa SHAO Oblna jnomosiHeHa
MOJYJIEM aBTOMAaTH3alMU y4eTa IIpUeMa U UCIOJHEHUS 3alpOCOB M MOAYJIEM B3aUMOJEHCTBUS
EUIIC c IIK «ApxuBHBIA (POHA», pean3ylolUM IBYXCTOPOHHMH 0OMeH MH(popmanueil mo
pyOpukam, GoHAaM, OIUCSIM U JETaM.

boina BeimonneHna kouBepranus u 3arpyska B EUIIC Bcex tematnueckux b/l, Benymuxcs B
I'A SAHAO. IlapamnensHo ObUIM TpOBeNEHBI PAaOOTHI MO CO3/JAHUIO DJIEKTPOHHOTO (oHAA
M0JIb30BaHMSI ITyTeM OLU(POBKU JOMOTHUTENbHO 20 apXuBHBIX onucei u 6oee 1000 apXuBHBIX
nen 3a nepuoj ¢ 1887 mo 2000 roasl, Bkirodas 166 0co60 IEHHBIX JE.
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OTnenbHBIM  3IIEMEHTOM, OOECHEeUMBAIOIIMM IPEIOCTABICHUE AapXUBHBIX YCIYT B
JJIEKTPOHHOM BHJIE, cTajna nojcucreMa «MHTepHeT-nopram». BKIIOYEHHBIN B €€ COCTaB MOJYJIb
«BupTyanpHbI YWTAIBHBIA 3ai» MPEJOCTABIISET IIOJIB30BATENISIM BO3MOXKHOCTH IIOHMCKA II0
aBToMaTu3upoBannoMmy HCA apxuBOB M cocTaBieHHs TpeOOBAHUI Ha JOCTYNl K apXWBHBIM
JNOKYMEHTaM IIOCPEICTBOM ceTu MHTepHeT.

. ——— AUC
Crpykrypa EMIIC AHAO 3NAP-ApXHB
Cnym6a nogenamapxmsos ﬂo::'::‘“:nc::fo':::ﬁ”” C Seteg
FIHAO : MOARYAS 'ONe'w:»(.'.v'-'L'.-uc(-a! AOKYMEHTALMRS
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[OCYAAPCTBEHHBIN APXHB Noacncrema NocyA3pETEENNOrO 3pXMea
O+ MOZYAWM XPANEWMA, BEOAS MNSOPDMAUMK W A0CTYNS
YNICTOR OUEDOIKM K MHSOPMILNOMMNOMY PRCYPCY
[ Ty e—— O« MORYND ARMMMMCTRMPOBIHMA W I LUMTH
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3. OmHoBpeMenHO ¢ 5tuM B 2012 roay JlemapTrameHT MH()OPMAIIMOHHBIX TEXHOJIOTUN U
cBsa3u SAHAO npuctynui K peann3alnuy MpoeKTa Mo aBTOMaThu3aluyd MyHUIIMNAIbHBIX apXUBOB U
noarotoBku ux k BikiaodeHutro B EUIIC CnyxObl mo aenam apXuBOB B COOTBETCTBUU C
MEpONPUATUSMH  LIeJeBo  mporpammbl  «Pa3Butue wuHpOpManMoOHHOTO  OOLIECTBA U
dbopmupoBanue smekTpoHHoro npasurenscTBa SHAO na 2011-2013 roasny.

C uenpbl0 HCKIIOUEHHUS 3aTpaT, CBS3aHHBIX C JIOpPa0OTKOM  pa3NUYaroluXcs
aBTOMATH3UPOBAHHBIX CHCTEM, a TaKkKe oOecrneueHuss B MOCIEIYIOUEM OJHO3HAYHON
copmectumoct ¢ EMIIC, Obu10 mpuHATO pemieHHe pa3paboTaTh THIOBYIO IOACUCTEMY
«MyHunMnaneHelii apxuB» Ha ocHoBe Moaynein AWC 3JIAP-ApxuB. B coorBercTBuM C
rOCYJapCTBEHHBIM KOHTPAKTOM, pa3pabdOTaHHas MOJACUCTeMa Obljla yCTaHOBJIEHA B 7-MH
MYHULMIIAJIBHBIX apXUBaxX U apXUBHBIX oTAeNax MyHununanurero SIHAO.

Kaxnpli MyHULMNATBHBIA apXWB TMOJYYUST CBOIO, aBTOHOMHYIO HH(OPMAIMOHHYIO
CHUCTEMY, MO3BOJIMBIIYIO CO3JaBaTh M yNpaBisATh aBToMaru3upoBaHHbIM HCA mo pokymeHTam
apxuBa, BECTHU Y4€T IOCTYIUICHUS 3alIPOCOB I0JI30BATENEH U HMCIONHATh UX B DJIEKTPOHHOM
BHUJIE, TIOTIOJIHATH 3JEKTPOHHBIN (DOH/T OJIB30BAHUS M UCIIOIB30BATh JOKYMEHTHI U3 €r0 COCTaBa,
B TOM YHCJI€ PEaJTM30BaTh OOCIYyKUBAHHE MOJIb30BaTENIEeH B YUTAIILHOM 3aJIe.

[Ipenmymecta. [IpuMeHeHNEe KOHLIENIIINY LIEHTPAIN30BAHHOM aBTOMAaTH3al[M1 apXUBHBIX
yupexaeHuii cyobekra P® ¢ uCmonb30BaHUMEM THUIIOBBIX MOJYNEH CIEHaTU3UPOBAHHOTO
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nporpammuoro mnpoaykta AWNC 3OJIAP-ApxuB TO3BOJSET TNONYyYUTh PNl 3HAUYUMBIX
IIPEUMYILECTB:

a) TOBBICUTH A(PQPEeKTUBHOCTh aAeaTenbHOCTH CiyxObl 1O  JelaM  apXuBOB,
I'ocynapCTBEeHHBIX W MYHUIUNAIbHBIX apXMBOB PErHOHA IO YIOBIETBOPEHHIO MOTPEOHOCTEH
MOJIb30BaTENe B PETPOCIIEKTUBHOW AapXWBHOW HWHGPOPMALMH, B TOM YHCIE MOCPEICTBOM
aBTOMAaTHU3alM1 PYTUHHBIX IPOLECCOB U MIPOLEAYP apXUBHOM AEATEIbHOCTH;

0) MOBBICUTH KAYECTBO MPEAOCTABISEMBIX YUPEKICHUSIMU apXUBHOU CIYKOBI YCIIYT 3a
CUET CO3JaHMsl M HAlOJHEHHUS AaBTOMATHU3MPOBAHHOIO HAy4YHO-CIIPAaBOYHOIO ammapaTta Io
JOKYMEHTaM apXHBOB, COKpAILIEHUsI CPOKOB UCIIOJHEHMSI 0OpallleHuil rpaskJiaH U OpraHu3alui, a
TaK)K€ IPEJOCTaBICHUSA TpakJaHaM BO3MOXKHOCTH JIOCTyNIa K TOCYJapCTBEHHBIM U
MYHHUIMIIAJIBHBIM yCIyraM uepes3 ceTh MHTepHerT;

B) 00ecreynTh BO3MOKHOCTh IIEHTPAIM30BAHHOTO Pa3BUTHSA U MOJECPHU3ALNUU CHUCTEMBI
IIpY U3MEHEHUH HOPMATUBHOT'O PErYJIMPOBAHUS AEATEIbHOCTH;

I) TOBBICUTH A(P(EKTUBHOCTH pabOThl IKCIEPTHO-NMPOBEPOUYHOM KOMHCCHUHU U
MIPEIOCTaBUTh BO3ZMOKHOCTh aBTOMAaTH3UPOBAHO, B PEXKHMME PEAJTbHOIO BPEMEHU OTCIIEKUBATH
MOKAa3aTesH JIeATEIIbHOCTH apXUBOB U (POPMHUPOBATH OTYETHO-CTATUCTUYECKYIO JJOKYMEHTAIUIO B
pa3IMYHbIX pa3pesax;

1) 00ecreynTh COXPAaHHOCTh 0c000 LIEHHBIX, YHUKAIbHBIX U Hanbosee BOCTPEOOBAHHBIX
JOKYMEHTOB 3a CUET U3BATHS UX U3 000pOTa U CO3/AaHUS MEKTPOHHOIO (POHAA MMOJIb30BAHMUSL.

Pesynbrarel. Ycmemnas peanuzanus mpoekToB ChoykObl MO JenaM  apxXuBOB U
JlemaprameHTa MHPOPMAIIMOHHBIX TexHoJorui U cBsizu AHAO no3Bonuna:

B monHo#t Mepe aBTOMATH3UpPOBATH MPOIECCHl apXWUBHOW neaTenbHOCTH CIiy>kObl 1O
nemaMm apxuBoB U ['ocymapctBenHoro apxuBa SIHAO, obecrneunTs mMpenocTaBiICHUE apXUBHBIX
YCIYT B 3JIEKTPOHHOM BHJE KaK B YAaCTHU HUCIIOJIHEHUS 3alpOCOB IOJIb30BATENEH, TAK U B YaCTH
MpeloCTaBIeHNUs JocTyrna K ¢oHIaM U OOCIyKHBaHMS TIOJb30BaTelied MOCPEACTBOM
BUPTYAJIbHOTO YATAJIBHOTO 3aJ1a.

B nosHoM Mepe aBTOMaTU3MpoBaTh 7/ MyHULIMNANBHbIX apxuBoB IHAO ¢ nmpuMeHeHueM
TUNOBBIX MoOAyjied mporpamMmHoro npoaykrta AVUC DJIAP-ApxuB, B TOM 4HClE€ peaqn3oBaTh
(YHKIIMOHAJ UCTIOIHEHUS 3apOCOB U OOCITYKUBaHUsI T0JIb30BaTENEH B UNTAIBHOM 3aJle.

Hamonuute aBTomaTtusupoBanHbii HCA u co3maTh 37eKTpOHHBIN (DOHJ MOJIB30BAHUS
lNocynapcTBeHHOTO M MyHUIIMTIATBHBIX apxuBOB SIHAQO, a Taxke 00ecneunTh ero COTPYAHUKOB
MIPOrPaMMHBIMHU M TEXHUYECKUMU CPEICTBAMU JJISl CAMOCTOSITEIbHOM OIIM(pPOBKH (POHIOB.
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