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JIner akryaauszanuu padoueil mporpaMmbl

Pabouas nmporpamma nepecMoTpeHa, 0ocyxaeHa u ogodpena st peanmsanuu B 2025 - 2026
y4eOHOM roy Ha 3aceqanuu kageapsl Ileqarornueckoro o0pa3oBaHus U JOKYMEHTOBEICHHUS

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

Pabouast mporpamMmma repecMoTpeHa, 00CcyKaeHa u 0100peHa s peanuzamnuu B 2026 - 2027
yueOHOM rofy Ha 3aceqanuu kageapsl Ilenarormueckoro o0pa3oBaHus U JOKYMEHTOBEICHHS

IIporokom ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas nporpamma nepecmotpena, o0cyxaeHa u ogoopena s peanuzauuu B 2027 - 2028
y4eOHOM roy Ha 3aceqannu kadeapsr Ilemarormueckoro o0pa3oBaHUs U JOKYMEHTOBEICHUS

[Iporokom ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena st peamzanuu B 2028 - 2029
y4eOHOM roy Ha 3acenanuu kageapel Ilemaroruueckoro oopa3oBaHus U JOKYMEHTOBEICHHS

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

Pabouas nmporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmsanmu B 2029 - 2030
yueOHOM rojty Ha 3acenaHuu kadeapsl [lemarormueckoro o0pa3oBaHUs U JOKYMEHTOBEICHHS

IIporokomor 20 1. Ne

3aB. kadenpoit C.C. BenukanoBa




1 Iles1u ocBOCHUS TN CUMILTHHBI (MOYJ151)

[enstMu 0CBOEHUS TUCHUIUTMHBI (MOJIYJIs1) « APXUBBI IO JIMYHOMY COCTaBY» SIBIISIFOTCS:

paccMOTpeHue BOIIPOCOB odopmITeHUS OpraHU3aIMOHHO - KaJIpOBOIA,
pacrnopsiAUTEeNbHONW, WH-QOPMAIIMOHHO-CIIPABOYHON JTOKYMEHTAllMd U JOKYMEHTAllUH [0
JUYHOMY COCTaBY B TECHOM CBSI3U C U3JI0KEHUEM PEKOMEHIAIUH I10 Mepexo1y paboThl KaAPOBBIX
CIIy’k0 OT TPaJUIIMOHHBIX (POPM K COBPEMEHHOI CCTeME YIPAaBIICHUS IIEPCOHATIOM U OCHOBAMHU
TPYJOBBIX OTHOIIEHWH paboTomaTenis U paOOTHUKA B COOTBETCTBHH C TPYIOBBIM KOICKCOM
Poccutickoii dhenepammm.

2 MecTo TMCUHMIIMHBI (MOYJIsI) B CTPYKTYpe 00pa3oBaTe/bHOil IPOrpaMMbl

JuctuniauHa ApXuBBI TIO JIUYHOMY COCTaBY BXOJUT B YacTh Y4YeOHOro IUIaHa
dbopMHUpyeMyIO yYaCTHUKaMHU 00pa30BaTEIbHBIX OTHOIICHHH 00pa30BaTeIbHON MPOrPaMMBI.

Jisa  u3ydeHus  AMCUUIUIMHBL  HEOOXOAMMBI  3HAHUS  (YMEHHMs,  BJIaJCHUA),
c(OpMHUPOBAHHEIC B PE3YJIbTATE U3yUCHUS TUCITUTUINH/ TIPAKTHK:

VYnpasieHue nepcoHaiom

[IpaBoBeneHue

KanpoBas nonutuka

Kanposoe nenornpounsBocTBo

ApXUBOBEJICHUE

DIEKTPOHHBIE APXUBHBIE JOKYMEHTbI

VYrpaBneHue 3JeKTPOHHBIMH apXHUBaMU

3HaHus (YMEHHUs, BIAJEHUS), MOTYYCHHbIE IPU U3yYEHUHN JAHHON AMCLUHUILIIMHBI OyayT
HEOOXOIUMBI JJISI U3YUCHUS TUCIUTUTAH/TIPAKTHK:

KonduaenmmanpHoe Ae10TPOU3BOACTBO

3 Komnerenuun odyuarouierocs, (popMupyembie B pe3yJibTaTe 0CBOEHUS

AUCHHUILUIMHBI (MOAYJI5) ¥ IJIAHUPYEMBbIe Pe3yJ1bTAThI 00y4YeHHs

B pesynbrare OCBOEGHMS IUCHUIUIMHBI (MOAYJS) «ApPXHUBBI IO JIMYHOMY COCTaBY»
oOyyaroImuiics JoKeH 001a1aTh CIEAYOMIUMU KOMIETEHIIUSIMHU:

KO,[[ HHJAUKATOpa I/IHI[I/IKaTOp JOCTHIXKCHHUA KOMIICTCHIIMH

[1K-3 CriocobGen opraHu3oBaTh W aJMHHUACTPUPOBATH JACATEIHHOCTH 10 OpPTaHU3AIMH Tpyda H
OILIATHI IEpCOHAIA

IK-3.1 ObecrieunBaeT MOKYMEHTAIMOHHOE M OPTraHU3aIMOHHOE COMPOBOXKIECHUE
CHCTEMBI OPraHU3alMy U OINIAThI TPYAA HEepcoHaIa

[1K-4 CnnocobeH pyKOBOAUTH MPOLIECCOM CKaHUPOBAHUS, BBOJIa U 0OPaOOTKHU JaHHBIX B CUCTEME
JIEKTPOHHOI'O apXHBa

[1K-4.1 VrpansieT AESITENIbHOCTBIO MO KOHTPOJII (YHKIIMOHUPOBAHUWS, BBOJA H
00pabOTKH JIaHHBIX B CUCTEME DJIEKTPOHHOTO apXHBa

[1K-4.2 Pa3pabatpiBaeT TOKanbHBIE HOPMATUBHBIE aKThI 110 BOTIPOCAM OPTraHU3alUN
rpoliecca CKaHUPOBAHMSI B CUCTEME IIEKTPOHHOTO apXuBa

[1K-4.3 OcCylecTBIISIET CTPATETMYECKOE TUIAHUPOBAHUE W MOCTPOEHUE MPOILIECCOB

CKaHUPOBaHHUSA, BBOJAA U OOPAaOOTKH [AaHHBIX B CHUCTEME DJIEKTPOHHOTO
apxmBa




4. CTpyKTypa, 00b€éM U colepkaHie TUCHUIINHBI (MOLYJI5)
OO0mas TpyI0€MKOCTh JUCIUIUIMHBI COCTABISIET 4 3a4eTHBIX enuHull 144 akaa. 4acoB, B TOM
qyuce:
— KoHTakTHas padora — 30,6 akaj. 4acos:
— aynuTopHas — 6 akaJi. 4acos;
— BHeayiuTopHas — 24,6 akaj1. 4acos;
— caMmocrosTenbHas padbora — 104,7 akaj. 4acos;
— B (hopMe MpakTU4IeCcKoi moaroToBku — 0 akaj. 4yac;,
— IMOATOTOBKA K 3K3aMeHy — 8,7 akaj. yac

dDopMa aTTecTaiuu - 3K3aMCH

AynuropHas ) =
KOHTaKTHas paboTa E 3 dopma TEKyIIEero
=
Pasnen/ Tema 3 (B axan. uacax) & Brg y KOHTPOIIA Kon
> 3 © | camocTosTenbHOI | ycreBaeMOCTH U
JUCLIATUINHBI N [ . | xoMnereHMH
o & padoThI IIPOMEKYTOYHOM
na6. |mpakr. [ € 8
Tlex. z'g aTTecTaluu
3aH. 3aH. | O &
1. Paspmen 1 TIOHATHUE
APXMBOB IIO0 JIMYHOMY
COCTABY u nx
HOPMATUBHASA
PETJIAMEHTALISA
W3yuenune
TEOPETUYECKOTO TK-3.1
1.1 CocraB gOKyMEHTANNH, MaTe-puana, Tect mo paznmeny "
. TK-4.1,
XpaHUMOW B apXuBax IO 0,25 0,5 |13,09( wusnoxenHoro B Nelu urorosoro [K-4.2
JHYHOMY COCTaBy JEKLUSX U TecTa K-4.3
JUTEPATYPHI 110
5 TeMe
Nzyuenue
1.2 HopmaruBHas 0aza TEOPCTHHECKOro TK-3.1,
F O —— MaTe-puana, Tect no pazneny MK-4.1
y 0,25 0,5 113,09| wusmoxeHHOrO B Nel u urorosoro ol
apXuBOB MO  JIMYHOMY I1K-4.2,
JEKIHAX U TecTa
COCTaBy T1K-4.3
JUTEPATypPhI IO
TemMe
HWroro no pazneny 0,5 1 26,17
2. Pasgen 2. OTBOP U
ODOPMIJIEHUE JEJI,
COIAEPXAIINX
JOKYMEHTBI o
JIMUHOMY COCTABY IJIA
JOJITOBPEMEHHOTI'O
XPAHEHUA
Nzyuenue
TEOPETITIECKOTO Brimonnenne TIK-3.1,
2.1 DkcnepTr3a IEHHOCTH Marepuaa,
mp.3.Nel u Tect K TIK-4.1,
nokymentoB mo swmuHomy| 5 | 0,25 0,5 113,09| wusmoxeHHOro B
cocTaB TEKIUAX U pasneny Ne [IK-4.2,
y 1 UTOTOBOT'O TecTa 2 T1K-4.3
JUTEPATYPHI 110
Teme




Nzyuenue

2 e, e | unoene | 131
U OTBIT apXHUBOB MO paboTe 0,25 0,5 113,09| wusmoxeHHOro B np.3.Nel m rect K IIK-4.1,
c OKVMEHTA o o paznemy Ne2 [1K-4.2,
JIOKYMEHTaMH f JICKIIAX 1 HUTOIOBOIO TECTa I1K-4.3
JMYHOMY COCTaBy JUTEPATypPhI O
TeMe
Nzydenne
Teig;i?;ii?m Brinonnenue TK-3.1,
2.3 dopmupoBanue 0,25 05 |13.09| wsnoxentoro s np.3.Nel u Tect k [K-4.1,
JINYHBIX JEJI COTPYIHUKOB paszeny No2 TIK-4.2,
JEKLUSX U
UTOTOBOTO TECTa [K-4.3
JIUTEPaTyphl O
TeMe
Hroro no paszueiny 0,75 15 (39,26
3. Pazmen 3. OIIMCAHUE,
TIIOUCK u
NCIIOJIb3OBAHHME
APXMBOB IIO0 JIMYHOMY
Nzydenne
3.1 HayuHo-cripaBOYHBIH TEOPETITICCKOTO Brinonnenune TIK-3.1,
Marepuana,
anmapar K apxXuBaM IO mp.3.Ne2 u tect k TK-4.1,
0,25 0,5 |13,09( wusnoxenHoro B
JIUYHOMY cocTaBy. Omuch pasnery Ne3 [1K-4.2,
JEKLUSX U
JIeIT TIO JINYHOMY COCTaBY HUTOTOBOTO TECTa T1K-4.3
JUTEPATYPHI 110
TeMe
Nzyuenue
TEOPCTITICCKOTO Brinonnenune TIK-3.1,
3.2 Wcnonb3oBanue Mmarepuaia,
mp.3.Ne2 u tect k T1IK-4.1,
apxuBoB mo  JjuyHomy| 5 | 0,25 0,5 113,09| wusmoxkeHHOroO B
cocTaB JNEKIUAX U paseny Ne3 [IK-4.2,
y H UTOTOBOIO TECTa T1K-4.3
JUTEPATyphl IO
Teme
W3yuenune
Te;gizl;;:ﬁ;)m BeinosHenue TIK-3.1,
3.3 DJeKTpOHHBIE apXUBBI 0,25 05 [13,09] msnoxennoro s mp.3.Ne2 u tecT K TK-4.1,
0 INYHOMY COCTaBY paznemy Ne3 TIK-4.2,
JEKLUSX U
HUTOTOBOTO TECTa T1K-4.3
JUTEPATYPHI 110
TeMe
HWroro no pazneny 0,75 15 139,26
4. KonTpoib
Brinonnenune
W3yuenune KOHTPOJIbHOU
TEOPETUYECKOr0 | paboThbl, UTOTOBOIO MK-3.1
MaTe-puaa, TecTa U BCeX "
. T1K-4.1,
4.1 KoHTpoab 3HaHUI 5 U3JI0)KEHHOTO B | TIPOMEXYTOUHBIX MK-4.2
JICKITUAX U pabot )
T1K-4.3
naureparypbl o | IIpomexyrouHas
Teme aTTecTalus -
DK3ameH
Wroro no pazneny
Hroro 3a cemectp 2 4 104,7 SK3aMeH
Hroro nmo gucuuiunge 2 4 104.6 9K3aMCH




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

1. TpapuuuonHsle 00pa30BaTeNbHbIE TEXHOJOIMM OPUEHTHPYIOTCS Ha OpraHHU3aluio
00pa30BaTeNbHOTO  IIpOLlEcCa, MPEANOJAralllyl0 MPsAMYH TPAaHCISALUUIO 3HAHUM  OT
IIpenoaaBaTeis K CTyIeHTY

@®opmbl y4eOHBIX 3aHATHI C UCTIOIB30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHIL:

WNudopmannoHHas JeKIust

CemuHap

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

2. TexHonoruu npo6JIeMHOTO 00YICHHUS.

®opmbl y4eOHBIX 3aHATHI C UCTIOIb30BAHUEM TEXHOJIOTHIA MPOOIEMHOT0 00ydeHUS:

[TpobnemMHuas nexus

Jlexuus «BaBoeM» (OMHapHAast JTEKIINsA)

IIpakTryeckoe 3anaTue B popMe MpakTUKyma .

[IpakTryeckoe 3aHsATHE HAa OCHOBE Keiic-meroma. Kelcel 0Ga3upyroTcs Ha peaabHOM
(dakTHUECKOM MaTepuase Win e NPUOIMKEHbI K peaJbHON CUTYaI|H.

3. UrpoBble TEXHOJIOIMM — OpraHu3alys 00pa3oBaTEIBHOTO MpOoIlecca, OCHOBaHHAs Ha
PEKOHCTPYKIIMM MOJIEJIEH TOBENCHUS B paMKax IIPEUI0KEHHBIX CLIEHAPHBIX YCIOBUH.

®opmbl y4eOHBIX 3aHATHI C UCTIOIB30BAHUEM UTPOBBIX TEXHOJIOTHI:

YyeOHnas urpa.

[enosas urpa.

Ponesas urpa .

4. TexHOJIOTUH IPOEKTHOI'O O0YUYEHHUSI.

OCHOBHBIE TUIIBI IPOEKTOB!

HccenenoBaTenbCkuid IpOEKT

TBOpUYECKUI1 TPOEKT.

NHupopmaninoHHBIN POEKT.

5. HTepakTUBHBIE TEXHOJOTUU — OpPraHu3alys 00pa30BaTENbHOIO IMpoliecca, KOTopas
[IPEANOIIAracT akTUBHOE U HEJIMHEWHOE B3aMMOIEHCTBUE BCEX YYaCTHUKOB, JJOCTHKEHHUE HA DTON
OCHOBE JIMYHOCTHO- 3HAUYMMOIO /s HHUX oOpa3oBarenbHOro pesyiapTata. Hapsay co
CHEIUAIN3UPOBAaHHBIMU  TEXHOJOTMSAMM  TakOro  poJa  INPUHUUIN  HUHTEPAKTUBHOCTH
IpOCJIEeKUBAETC B OOJIBIIMHCTBE  COBPEMEHHBIX  00pa30OBaTENbHBIX  TEXHOJIOTHH.
WHTEpakTUBHOCTH MOAPA3yMEBAET CYOBEKT-CYyOBEKTHBIE OTHOLLIECHHS B X0O€ 00pa30oBaTeIbHOIO
npolecca 1, Kak cieicTsue, GopMHpoBaHHE caMOpa3BUBaroLIeiicss HHPOPMAIMOHHO-PECYPCHOM
Cpenbl.

@®opMbl yueOHBIX 3aHATHI C MCIOJB30BAaHUEM CHELMATU3UPOBAHHBIX MHTEPAKTHUBHBIX
TEXHOJIOTH:

Jlexumst «<0OpaTHOM CBSI3U» — JICKIIUS—TIPOBOKAIIUS

CeMuHap-nuckyccus

6. MadopMaimoHHO-KOMMYHHKAIIMOHHBIE 00pa30BaTeIbHbIE TEXHOJIOTHH !

Jlexuus-Bu3yanusanus — W3JI0KEHHUE COIEPKAHMS COIPOBOXKAACTCS IIPE3EHTALUEn
(eMoHcTpaleil yueOHbIX MaTepHalioB, MIPEJICTABICHHBIX B Pa3IMYHBIX 3HAKOBBIX CUCTEMAX, B
T.4. WUTIOCTPATUBHBIX, IPaUUEeCcKUX, ayH0- U BUIEOMATEPHAIIOB).

[IpakTudeckoe 3aHsATHE B POpME IPE3CHTALIUH.

Yar-3ansaTHA.

Be6-3ansTusi.

Tenexondepenuuu.

6 YueOHO-MeTOAUYECKOE 00eciedeHUe CAMOCTOSITeJIbHOI padoThl 00y4aroImMXxcst
IIpencrasneno B npuioxenuu 1.



7 OneHOYHBIE CPeACTBA AJIsl IPOBeICHHS POMEKYTOYHOM aTTeCTALMI
IIpencraBneHbl B IPHIIOKEHUH 2.

8 YueOHo-MeTOAUYecKOe M MHPOPMAIMOHHOE 00ecneyeHue JUCITUITIMHBI (MOYJIs1)

a) OcHoBHas1 IMTEpPaTypa:

1. ITonoB, A. B. ApxuBoBenenue. 3apyOexHasi pOCCHKa : YIeOHHK Ui OaKaiaBpuara u
maructpatypsl / A. B. ITormoB. — MockBsa : U3parensctBo FOpaiit, 2019. — 168 ¢. — (bakanasp
u maructp. Moayns). — ISBN 978-5-534-06009-6. — Tekcr : anekrponnsiii // DBC FOpaiit
[caiir]. — URL.: https://www.biblio-online.ru/bcode/441487 (nara obpamenus: 29.03.2024). -
3ari. ¢ 3KpaHa.

2. Packun, J[. 1. ApxuBoBeacHHE | yUeOHUK I akaaeMudeckoro Oakanaspuara / JI. 1.
Packun, A. P. CokonoB. — Mocksa : U3natensctBo Opaiit, 2019. — 383 c¢. — (bakanasp.
Axanemuueckuii Kypc). — ISBN 978-5-534-00870-8. — Tekcr : anekrponnsiii // D6C HOpaiit
[caiiT]. — URL: https://www.biblio-online.ru/bcode/432131 (nara oGpamienus: 29.03.2024). —
3ari. ¢ 3KpaHa

3. Packun, JI. . Meronuka W TpakTHUKa apXUBOBEACHUS . YUEOHHWK IS CPEIHETO
npodec-cuonanbHoro oopasosanus / J[. Y. Packun, A. P. CokonoB. — MockBa : M3nateiabcTBo
FOpaiit, 2019. — 339 c¢. — (IIpodeccuonansHoe odbpazosanue). — ISBN 978-5-534-02419-7. —
Tekcr : DIIEKTPOHHBIN 1 3bC IOpaiir [caiiT]. — URL:
https://www.biblio-online.ru/bcode/438495 (nara oopammenus: 29.03.2024).— 3aru. ¢ skpaHa

4. BenukanoBa, C. C. ApXUBBI 110 TUYHOMY COCTaBY : y4eOHO-METOANYECKOE ocooue /
C. C. Benukanosa ; MI'TY. - Marautoropck : MI'TVY, 2018. - 1 anektpoH. ont. quck (CD-ROM).
- 3arn. ¢ turya. skpana. - URL: https://host.megaprolib.net/MP0109/Download/MObject/2069
(mara oopamenus: 04.04.2024). - MakpooObeKT. - TekcT : 37eKTpoHHBIN. - CBEICHUS AOCTYITHBI
takke Ha CD-ROM.

5. Bennkanosa, C. C. KanpoBoe 1e101pou3BoACTBO U apXUBbI JOKYMEHTOB 110 IUYHOMY
COCTaBy: MpakTUKyM : mpaktukyMm [mis By3oB] / C. C. BemmkanoBa, M. B. Kamy6a ;
Marnurtoropckuii roc. rexuudecknid yH-T uM. ['. 1. Hocosa. - Marauroropek : MI'TY um. I'. 1.
Hocoa, 2020. - 1 CD-ROM. - 3arm. ¢ tutyn. o9kpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2716 (nata oopamenus: 04.04.2024). -
Maxkpoo0beKT. - TeKkcT : 3eKTpoHHbIH. - CBeaeHus gocTynHsl Takxke Ha CD-ROM..

0) lonmotHuTeEIBHAS TUTEPaTypa:

1.ITonos, A. B. ApxuBoBeneHue. 3apyOekHasi poccuKka : ydeOHUK JUIsl OakajgaBpuara u
maructparypsl / A. B. TlonoB. — M. : UznarensctBo IOpaiitr, 2018. — 168 c¢. — (Cepus :
baka-nmaBp u wmarumctp. Moxayne.). — ISBN 978-5-534-06009-6. — Pexum gocryma :
www.biblio-online.ru/book/1BDF5ED0-18D1-4339-A8C0-DC101B08FAF3.

2. Jloponnna, JI. A. OpraHu3anus W TEXHOJOTHS TOKYMEHTAIIMOHHOTO OOecIreueHus
yIpaBJeHUs © y4eOHHUK M MPaKTHKYM JUIS akageMudeckoro OakanaBpuara / JI. A. JloponuHa, B.
C. UputukoBa. — M. : MsmarensctBo IOpaiit, 2018. — 233 c. — (Cepus : bakamasp.
Axanemu-ueckuir  kypc). — ISBN  978-5-534-04568-0. — Pexum jgoctymna
www.biblio-online.ru/book/19DADB52-959C-40DA-B18F-C955EFACOCLD.

3.0praHM3alMOHHOE W TpaBoBOe o0ecreyeHne HH(pOpMarMoHHOW Oe30macHOCTH
yue0-uuk u npaktukym s CITO / T. A. Tonsikosa, A. A. Crpensios, C. I'. UyOykoBa, B. A.
Huecos ; otB. pen. T. A. IlonsikoBa, A. A. CtpensiioB. — M. : U3aarensctBo FOpaiit, 2018. —
325 c. — (Cepus : [Ipodeccnonansrnoe oopazopanne). — ISBN 978-5-534-00843-2. — Pexum
nocryma : Www.biblio-online.ru/book/054509D0-1E35-4080-9E86-19742B336897.




4. JHoxymentsl u3 apxuBa MUJ] T'epmanum 1937—1938 romo — Mocksa
M3narensct-Bo FOpaiit, 2019. — 192 ¢. — (AnTtonorus meician). — ISBN 978-5-534-09314-8. —
Tekcrt : anexkrponnsiit // DBC HOpaiit [caiit]. — URL: https://www.biblio-online.ru/bcode/427616
(mara oOpamenns:29.03.2024).

5. CamokBacos, [[.5. LlenTpanu3anus rocy1apCcTBEHHbIX apXUBOB 3anagHoi EBpombl B
CBs3U C apxWBHOH pedopmoit B Poccuu : snexkrponnas pemnpoaykuus / CamokBacos J[.51. :
N3na-tenbckue apxubl, 1899. — 211 ¢. — URL: https://book.ru/book/913461 (nara odpamieHus:
29.03.2024). — TekcT : 3ICKTPOHHBIH.

B) MeToauyeckue ykasaHus:
[Tpunoxenne 3

r) [Iporpammuoe obecneuenue u UaTepHer-pecypcebi:

www.biblio-online.ru/book/1BDF5EDO0-18D1-4339-A8C0-DC101B08FAFS3.
1.IlonoB, A. B. ApxuBoBenenue. 3apyOexkHas poccuka . y4yeOHMK Juisl OakanaBpuaTa U
maructpatypbl / A. B. TTommoB. — M. : UznatensctBo FOpaiit, 2018. — 168 ¢. — (Cepus :
baka-naBp u wmaructp. Moaynbe.). — ISBN 978-5-534-06009-6. — Pexum nmocryna :
www.biblio-online.ru/book/1BDF5ED0-18D1-4339-A8C0-DC101B08FAF3.

IIporpamMmmHoe oGecnieueHue

Haumenosanwue [10 Ne norosopa Cpoxk neicTBuUS TUIICH3UU
MS Office 2007 Ne 135 or 17.09.2007 Geccpouro
Professional
7Zip CBOOOIHO  pacmpocTpaHsieMoe OeccpouHO
FAR Manager CBOOOIHO  pacmpocTpaHsieMoe OeccpoyuHO
MS Office 2003 Ne 135 o 17.09.2007 Seccpoumo
Professional
Bpaysep Yandex CBOOOIHO  pacmpocTpaHsieMoe OeccpoyuHO

IIpodeccnonanbubie 0a3bl JaHHBIX H MH(POPMAIMOHHBIEC CIPABOYHbIE CHCTEMbI
Ha3panwme Kypca Cchlnka
DnekTpoHHas 0a3a mepuoarMyeckux u3nanuii East View - .
Information Services, OO0 «MIBUC» https://dlibeastview.com/




Harmmonanbuasa
MH()OPMAIIMOHHO-aHATUTUYIECKAS
cHUCTEMA Pocculickuii  mHIEKC

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

ITouckoBas cuctema Axamemust Google
(Google Scholar)

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

Wudopmannonnas cucrema - Eamnoe
OKHO _JIOCTyHa K _MH(pOPMAIMOHHBIM

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

ApxuB HAaYYHBIX KypHaJIOB
«HammmonansHbIi
DJIEKTPOHHO-UH(OPMAIIHOHHBIN

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

MexnaynaponHass — pedepaTUBHAas U
MOJHOTEKCTOBAs ~ CHpaBoYHas  0Oasa
JIaHHBIX HAy4YHBIX M3JIaHHU _«Springer

https://www.nature.com/siteindex

MexnyHapoaHas 6a3a MOJTHOTEKCTOBBIX
»KypHanoB Springer Journals

http://link.springer.com/

YHuBepcuterckas  HHQOpPMAIMOHHAs e .

crcTenta POCCIASI https://uisrussia.msu.ru

denepanbHbIA o0pa3oBaTenbHbIN http://ecsocman. hse.ru/

nmopran — OkoHOMHKA. COIMOJIOTHSL. ' T

DNEeKTPOHHBIE PECYpPChl  OMOIMOTEKU ) . " _
MITY 1. T . Hocosa https://magtu.informsystema.ru/Marc.html?locale=ru
Poccuiickas locynaperentas https://www.rsl.ru/ru/4readers/catalogues/
oubamoreka. Karamoru

®denepanpHOE rOCy/IapCTBEHHOE

O0KETHOE yupexnenune|URL: http://www1.fips.ru/

«DenepanbHbII HHCTUTYT

9 MaTepuaJibHO-TeXHHYECKOe 00ecredeHue TUCIIUNIHHBI (MOTYJIs1)




YueOHbIC ayTUTOPHH TS TIPOBEACHUS
IUCTAHIIMOHHBIX 3aHITHHA
JIEKIIUOHHOT'O THUIIA

Cron KOMITBIOTEPHBIN, CTOJ MUCHbMEHHBIH, CTYM O(HUCHBIH,
TIOKyMeHT-Kamepa Epson, nctounuk GecriepeOONHOTO TUTaHS
POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelieHus,
KOMITHIOTED TTEPCOHANBHEIN (THTIO), TIPOSKTOP
ViewSonicPJD7526W, criukepdon HactonsHbI Calisto-620
Plantronics, Be6-kamepa LogiteachC920, cucrema akyctuueckas
HACTOJIbHAs, CTEpEeOorapHUTypa (MUKPOQOH C
HIyMOIIOIaBJICHHUEM ), SKkpaHHacTeHHbIDIigis Optimal-C MW
DSOC-11032*2

Y4eOHbIe ayTUTOPHUH TS TPOBEICHHS
MPAaKTUYECKUX 3aHATHUM, TPYIIIOBBIX U
WHJIUBHUIYAJIbHBIX KOHCYJIbTALUM,
TEKYLIEr0 KOHTPOJIS U
MPOMEKYTOUYHOW aTTeCTAlIUU

Cron KOMITBIOTEPHBIH, CTOJI TUCHbMEHHBIH, CTYJ O(UCHBIH,
JOKyMeHT-Kamepa Epson, ncrounuk 6ecriepe0oifHOro muTaHust
POWERCOMIMD-1500AP , xaMmepa BBICOKOI'O pa3pelleHus,
KOMITBIOTED TIEPCOHANBHBIH (TUII6), IPOEKTOP
ViewSonicPJD7526W, cniukepdon HacTonpHbIi Calisto-620
Plantronics, Be6-kamepa LogiteachC920, cucrema akyctuueckas
HACTOJIbHAS, CTEPEOrapHUTypa (MUKPO(OH C
[IyMOIIOIaBJICHUEM ), IKpaHHacTeHHbIHDIigis Optimal-C MW
DSOC-11032*2

TlomMemenus ni1s caMOCTOATEIILHON
paboThI 00yUarOIITUXCS

[MTepconasnbhbie KoMmbIOTEpbl ¢ Taketom MS Office, Berxogom
B VIHTEpHET U C AOCTYIIOM B SJICKTPOHHYIO
“H(OPMAITMOHHO-00Pa30BaTEIbHYIO CPEly YHUBEPCUTETA

ITomewienue aJist XxpaHeHus U
PO UITAKTHIECKOTO 00CITyKUBAHUS
y4eOHOTr0 000pyTOBaHHMS

Crenaxu Ui XpaHeHHs y4eOHO-HarJISITHBIX TOCOOUH U
Y4eOHO-METOAMYECKON TOKYMEHTAIIHH.

IIpuiaoxenne 1

Y4eOHO-MeTOIHYECKOE 00ecTeueHHe CAMOCTOSATEILHOI PadoThI 00yYArOIMXCSI

[TpuMepHas CTpyKTypa U COepKaHKUE PA3/IEIOB!

[To aucuumniinHe «ApXUBBI [0 TMYHOMY COCTaBY» MPeyCMOTPEHA ayJJUTOPHAs U BHEAYAUTOpHAs

camocTosiTelbHas padoTa 00yJarommxcs.

KonTpoJsbHabie Meponpusitus no pasaeay Nel

Bonpoc 1
Bbamn: 1,00

Tect no pazaeny Nel

ApPXHUB I10 JINYHOMY COCTaBYy — 3TO

Bribepure ouH OTBET:

a. CaMOCTOSITEIILHOE YUPEIKICHNUE NN CTPYKTYPHOE MOAPA3ACIICHUE YUPEKIACHUS,

OCYHICCTBJIAIOIICC KOMIIJICKTOBAHUC, XPAHCHHUC, y‘IQT 1 UCIIOJIB30BAHUC JOKYMCHTOB 110 IMYHOMY

COCTaBy




b. MecTo XpaHeHHSs TOCYJAPCTBECHHBIX JOKYMECHTOB
C. yUpexXIEHUE, XpaHsilee KaJpoBbie JOKyMeHTbl AD PO

d. moapasaeneHue KagpoBon CIIy:KObI IPEANPHUSITHS, OTBEYAIOIICE 32 XpaHCHUE, YUET U
MCIOJIb30BaHUE TOKYMEHTOB IO INYHOMY COCTaBY, B TOM YHCJIE B 3JIEKTPOHHOM BUJIE

Bonpoc 2
bam: 1,00

K nokymeHTam IO JMYHOMY COCTaBY, MMEIOIIMM JOJIOBPEMEHHBIM CPOK XPAaHEHMS HE

OTHOCATCA

Bri6epute ouH OTBET:

d. aKThl O HCCYACTHBIX CIIy4asX, CBI3aHHBIX C IIPOU3BOJACTBOM

~
b. muuHBIC f€7Ia COTPYTHHUKOB
C. pacropsiAUTEIbHBIC TOKYMEHTHI (3aITUCKH, PACTIOPSIKCHHUS )
r-
d. andaBuUTHI MPUKA30B TI0 JTUYHOMY COCTABY
Bomnpoc 3
bam: 1,00

CpOK XPAaHCHUS BBILIC IICPCUYNUCIICHHBIX JOKYMCHTOB B apXUBaX I10 INYHOMY COCTAaBY

BeiGepute oauH OTBET:

a. 45 ner

P
b. 75 ner, B penkux ciydasix IOCTOSIHHO

C. 75 net

d. mocTossHHO

Bomnpoc 4
bam: 1,00

BepHo nu yTBepxkaeHne «B komuTeTax, OTAenax agMUHUCTpALUil rOpoAOB, PaliOHOB MO
00pa30BaHUIO K JIOKYMEHTaM II0 JIMYHOMY COCTaBy TakK)X€ OTHOCAT: JIOKYMEHTHI II0

MaTPOHUPOBAHUIO U OIIEKE»



Bri6epute oquH OTBET:
a. BEpHO
b. BepHO /151 TOCYIapCTBEHHBIX YUPCSIKICHUN
C. BEpHO YaCTHUYHO

d. He BepHO

Bomnpoc 5
bamr: 1,00

Cratbs 17 Kkakoro 3akoHa YCTaHaBIMBAE€T OOMIYI0 OOS3aHHOCTh MO O00ECHEUYECHUIO
COXPaHHOCTH JOKYMEHTOB, B TOM YHCJI€ JOKYMEHTOB IO JINYHOMY COCTaBY, IUIs Jit0OOT0 CyOBEeKTa
XO03UCTBEHHOM JEATEIHBHOCTH: TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CAMOYTIPABIICHHUS],
OpraHu3alMii W TpaxkJIaH, 3aHUMAIONIUECS MPEANPUHUMATEIBCKON JEATEeIbHOCThIO 0€3
00pa3oBaHuUsl IOPUAMYECKOTO JIMIA, B TEUYCHHE CPOKOB HX XPAHECHHS, YCTaHOBJICHHBIX
dbenepalbHPIMA ~ 3aKOHAMH, HWHBIMH HOPMATHUBHBIMH IIPAaBOBBIMH aKTaMH Poccuiickoit
®denepann, a TAkKKe MEPEYHSIMHU JOKYMEHTOB?

Bri6epute oquH OTBET:

a. @enepanbHOro 3akoHa ot 26 aexkadpst 1995 r. N 208-D3 «O06 akiimoHEepHBIX 00IECTBAX» C
u3MeHeHussMH ot 29 utons 2015 r.

b. ®enepanbHoro 3akona ot 22 oktsi0pst 2004 roga Ne125-D3 «O06 apxuBHOM Jene B
Poccuiickoit ®eneparum»

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

d. TpymoBoro koaekca PD

Bomnpoc 6
Bbamn: 1,00

Bricokyto corpanbHy0 3HaYMMOCTb apXUBOB 0 JMYHOMY COCTaBYy 00yCIaBIUBaET
Bribepure ouH OTBET:

a. obecrieyeHne MOBBIIICHUS OOIIECTBEHHOTO CO3HAHUS U CAMOMICHTH(UKAITIHI
COBPEMEHHOTO COLIMyMa

b. Ouorpaduyeckas, apxeorpaduueckasi ICHHOCTh, OHU SIBJISIOTCS HCTOYHHKOM JIJIS
CTATUCTUYECKUX 000OIICHHI 1 HCTOPUKO-COITMATBHBIX UCCIICIOBAHUM



C. TOT (aKT, YTO OHU CIy)KAT JOKYMEHTAIbHBIM ITOATBEPKACHUEM MpaB paOOTHHUKA Ha
conuanpHOE obecriedeHue (10 CTApOCTH M MHBATUIHOCTH, a TAK)KE TIOJTBEPKICHHUEM TPYI0BOTO
cTaka pabOTHHKA)

d. mrrpadHbIe CAaHKIUKM TPYIOBBIX HHCIEKIINI

Bomnpoc 7
bamr: 1,00

[Tpouenypy dopmupoBaHUS g€l B COOTBETCTBHM C YTBEPKICHHOW HOMEHKIJIATYpPOM

IIPEAyCMaTpUBACT

Br16epute ouH OTBET:
a. XpaHEHHE UCIIOJTHEHHBIX TOKYMEHTOB
b. XxpaHeHHE JOKYMEHTOB B ITPOIIECCE UX UCTIOTHEHUS
C. ocJeyIolee XpaHeHHe

d. oneparuBHOE (TeKyIllee) XpaHEHHE

Bomnpoc 8
bam: 1,00

N3psatue AOKYMCHTOB IIO JIMYHOMY COCTaBYy U3 JicjIa C IMOCTOSIHHBIM CPOKOM XPAaHCHHA

JOIMYCKACTCA B UCKIIIOYUTCIIBHBIX CIIy4YasiX U IMPOU3BOANUTCA

BeiGepute oauH OTBET:
a. ¢ 00sA3aTeNbHBIM COCTABJIEHUEM B JI€Jie 3aBEPEHHON KOIUH JIOKYMEHTa
b. Ha OCHOBaHMU PaACTIOPSIUTEIBHOTO JOKYMEHTA PYKOBOIUTEISI OPraHU3aIlUH
C. ¢ 00sA3aTeNbHBIM COCTABJIEHUEM aKTa 00 U3BATHH MOAJIMHHUKA

d. B mpuCyTCTBHM apXHBapHyca M 3aBEIYIOMIETO apPXHBOM

Bonpoc 9
bam: 1,00

OTBETCTBEHHOCTh 32 OopraHu3anuro pa6OTBI M0 XpaHCHUTIO KaJAPOBbIX TOKYMCHTOB HCCCT

Bri6epute oquH OTBET:



a. 3aBeayOLUI apXUBOM

C b. HauansHuk otaena Kaapos
P
C. ApxuBapuyc
P
d. PaGoronmarens
Bonpoc 10
bam: 1,00

VYKaxXUTe JI0)KHOE YTBEPKICHUE

Br16epute oquH OTBET:

a. UIsl OpraHu3alui - ICTOYHUKOB KOMIUIEKTOBAHHUS - TIO UCTEYEHUU CPOKOB XPaHEHUS
00s3aTeNbHO MPOBEIEHNE COBMECTHO € YIIOJTHOMOYEHHBIM OPraHOM IrOCYAapCTBEHHON BIACTH
cyonekTa Poccuiickoit denepanuu B 00J1aCTH apXUBHOTO Jieiia, | 0CapXUBOM IKCIIEPTH3BI
OCHHOCTH psdaaa AOKYMCHTOB 110 JIMYHOMY COCTaBy Ha NPCAMET BKIIIOUYCHUSA B COCTAB ApXI/IBHOFO
¢donna Poccuiickoii @enepannu

b. JJIA opraHmauHﬁ, KOTOPBIC HE ABJIAOTCA HCTOUHHMKAMH KOMILUICKTOBAHUA, 110 UCTCYCHHUN
BPEMCHHLIX CPOKOB XpPAaHCHUA ApXHUBHBIC NOKYMCHTEI 110 INYHOMY COCTAaBYy MOAJICIKAT SKCIICPTHU3C
U MOT'YT OBITh YHUYTOKCHBI 6o XPAHUTCA B apXUBC OpraHru3aliun

C. XpaHEHHUE JOKYMEHTOB I10 JINYHOMY COCTaBY, HC MOAJIC)KAINX YHUYTOXKCHUIO JOJLKHO
OCYHICCTBJIATHCA TOJIBKO B 6YM8.)KHOM, a HC B 3JICKTPOHHOM BHUJIC

d. apxuMBHBIE JOKYMEHTHI 10 JINYHOMY COCTaBY, KOTOPbIC HE ObLIM BKJIFOUEHBI B COCTAB
nokyMeHTOB ApxuBHoro gonaa Poccuiickoit denepannu, 1o UCTEUEHUN CPOKOB XPaHEHUS
MOJJIEXKAT YHUUYTOXKEHHIO JINOO XpaHEHUIO B apXUBE OpraHU3aI[Ml B COOTBETCTBUU C
TpeOOBaHUSAMHU KOPIIOPATUBHOTO 3aKOHO/1aTENbCTBA

KoHTpoJubHbIe MeponipusiTus 1o pasaesy Ne2
IIpakTnyeckoe 3aganue 1

N3yuute MaTepuan MeTon4eckux peKoMeHJalmi « DKcrepTu3a EeHHOCTH U 0TOOP B COCTaB
ApxusHoro ¢onna Poccuiickoit deaepanyy JOKyMEHTOB 0 JMYHOMY cOCTaBY» IpoekT 2014 r.,
ocobeHHo paznena 4.5.2.4., a Takke MOBTOPUTE MaTepHuai JeKIuu 3 «DopMHUpPOBaHUE TMUHBIX
nen corpyaaukoBy» Pazaena Il «OT0op u opopmiienue e, conepkamux JOKyMEHTHI 10 JINYHOMY
COCTaBy JAJIs 1OJITOBPEMEHHOTr0 XpaHeHus». [1oab3ysick 00pa31oM, cOCTaBbTE BHYTPEHHIOKO
OIMCH JJMYHOTO JI€JIa COTPYAHMKA, KOTOPast JOJKHA COEPKATh HE MEHee 12 MyHKTOB.



4.5.2.4. BHYTpEHHSIS1 ONIUCh COCTABISAETCA JIJIs1 TMYHBIX JI€JT U COAEPKUT CBEICHUS O MOPSAKOBBIX
HOMEpaxX JOKYMEHTOB B HEH, MX MHJIEKCaX, JaTaX, 3aroJIoBKax U HOMepax JIMCTOB Jlelia, Ha
KOTOPBIX PACIIOIO0KEHBI 3TH IOKYMEHTHI.

K BHyTpeHHel onucu cOCTaBIsSeTCsl UTOTOBast 3alKCh, B KOTOPOH yKa3bIBaeTcs nudpaMu u
MPOIHUCKHIO0 KOJIMYECTBO BKIIFOYEHHBIX B HEE JIOKYMEHTOB U KOJIMYECTBO JIMCTOB BHYTPEHHEH
onucu. BHyTpeHHSIs1 onKCh MOANUCHIBACTCS €€ COCTABUTENIEM C YKa3aHHWEM JOKHOCTH U JIaThl
COCTaBJICHUSI.

[Tpu u3mMeHeHnH cocTaBa JOKYMEHTOB Jieja (M3bATHUH, BKIIOYCHUH TOKYMEHTOB, 3aMEHE UX
KONUSIMHU) OHU oTpakatorcs B rpade «[Ipumedanney» co CHOCKON Ha HOMEpa BHYTPEHHEH OIHCH.
MoskeT OBITh COCTaBJICHA U 0CO0ast OMUCH ITUX U3MEHEHHIA.

JlekHOHHBIN MaTepHas
B cocrtaB nu4HOrO AEna BXOAAT CAEAYIOUINE TOKYMEHTHI:

e BHYTPEHHSA OMHCH JOKYMEHTOB, IIOJIIUTHIX B THYHOM JIETIC;

e pesioMe;

e aBroOHorpadus;

e aHKETa WIH JIMYHBIN JIMCTOK I10 YYETY KaJpOB;

e KOIIMU JOKYMEHTOB 00 00pa30oBaHuU;

e  XapaKTEpUCTHKH Ha pabOTHHKA;

e TPYIOBOH JOTOBOP (MOKET BXOJUTH B COCTAB JIMYHOTO JIEJIa WIIA XPAHUTHCS OT/ACITHHO);

e KONMM IIPUKA30B O HA3HAUEHUH, IEPEMEILIEHIH, YBOJIbHEHNUH;

e KONUS CBHIETEIHCTBA O IOCTAHOBKE HA YYET B HAJIOTOBOM OpPTaHE;

e  KOIMS CTPAXOBOTO CBUJETEIHCTBA TOCYAAPCTBEHHOIO IEHCHOHHOIO CTPaXOBAaHUS;

e JIOTIOJHEHMS K aHKETE WM JTMYHOMY JIUCTKY I10 YUETy KaJpOB;

e  pa3IMYHBIE CIIPABKH, OTHOCAIINECS K JAHHOMY paOOTHHKY (KpOME CIPAaBOK C MECTa
KHUTEIBCTBA, O COCTOSIHUU 3/10POBbS U APYTUX JOKYMEHTOB BTOPOCTEIIEHHOT'O 3HAUEHMUS,
KOTOPBIE TPYNITUAPYIOTCS OTACTBHO).

CocraB IOKYMEHTOB JIMYHOTO Jiejla paOOTHUKA:

3asBIIEHHE O ITpHEeMe Ha padoTy;

TPYZOBOE coraiieHne (KOHTPAKT), JOMOJIHUTEIbHbBIE COTJIAIICHHUS;

JIMYHBIH JIMCTOK 10 YYETY KaJpOB U IONIOJHEHUE K HEMY;

aHkera (aBTobuorpadus);

JIOKYMEHTbI 00 00pa30BaHUM (KOIHH);

JIOKYMEHTBI 00 YTBEP>KACHHUH B IOJKHOCTHU (KOITUH WJIM BBIMKMCKH ), B TOM YKCJIE€ 3TO MOTYT

OBITH BBITUCKHU M3 TPOTOKOJIOB yUpeIuTeNneil, akiiMOHEPOB, YUEHBIX COBETOB, JIOKYMEHTHI

KOHKYPCHBIX KOMUCCHH, pe3yJIbTaThl TECTUPOBAHUS;

7. peKoMeHJaTellbHbIe MIChbMa MIIM XapaKTePUCTUKU;

8. IOKHOCTHBIC MHCTPYKITUH (PETIIAMEHTHI);

9. aTTecTallMOHHBIE JIUCTHI, OT3BIBBI, IPEICTABICHUS;

10. macniopTHBIE TaHHBIE, CBUIETEIHCTBO O OpaKe u T.1I. (KOTHH);

11. 3asBneHus M mpuKasbl (KONUM WM BBIIMCKM) O IEPEBOAE HA JPYrylH0 JOJLKHOCTD,
NPECTaBICHNUs, CIPABKU-O0bEKTUBKH;

12. TOKyMEHTHI O HarpaKJICHUH, HAJIO’)KEHUH B3bICKAHUH (KOIUN);

ook owdE



13. cBeneHNs O TOXOAAX, MMYIIECTBE M CIPABKHU IMPOBEPKH IMOITHOTHI U JOCTOBEPHOCTH
JIAHHBIX CBEICHHM (/IS TOCYTapCTBEHHON WJIM MYHHUIIUTIAIBHOU CITY)KOBI);
14. neBocTpeOOBaHHBIC TOKYMEHTHI (CBUIECTEIHCTBA, TUIUIOMBI, TPYAOBbIC KHUKKH H T.IL.);

15. 3asBrIeHUs ¥ TpUKa3bl (KOTIMH WK BBITUCKK) 00 YBOJLHEHHUH, TIEPEBOC U T.1.;

16. vHBIC TOKYMEHTHI B CTy4ae HEOOXOIUMOCTH, B YACTHOCTH ISl TOCYIaPCTBEHHOM CITYKObI
— noapobHee mocMmoTpute Ykas [Ipesunenra PO.

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

@

Maenc Hara Homep
e - i Roxy ~ JaroToBOK IOKYMeNTS T R Tprocevaume
1 2 3 4 5 3
! Hononviesiue K nUYHOMY RUCMKY NO ydemy !
xadpoe
2 19.03.2012 | Jlussen AUCMOK No ywemy Kadpoe 2-3
3 19.03.2012 | Aemobuozpadus 4
4 | KON 827527 | 26.06.2001 | Konus dunnoma 5
5 10/12-md 19.03.2012 | Tpydosou doeosop 6~11
6 45-x 19.03.2012 | Konus npuxasa o npueste wa pabomy 12
Htoro ROKYMEHTOB.
(umdpan 3 spoance
KOuuecTeo MHCTOB BHYTpeHHEA OnHCH
(amfpases w njpazecm )
MHcnexTop Wupoxoea T.IO. llInpokopa
(zcoam.a) | pac e ppaeia amT N
19.032012
Tect k paznemy Ne2
Bonpoc 1
bann: 1,00
ITo KakoOMy TIIPpUHOHUIIY CHUCTEMATUSUPYIOTCA JOKYMEHTBI B [A€jJIax, COACpXKaIIUX,

COACPpKaAUX ITPUKA3BI, PACIIOPAKCHHUSA 110 INYHOMY COCTaBy?

Bribepure ouH OTBET:

a. XpOHOJIOTUYECKHUI IPUHITHIT: B HaYasIe Jejia JOJDKHBI PAcIioiaraThCsl MPUKa3bI
(pacniopsikeHus) 3a 1eKadpb, TOTOM 3a HOSIOpb | T.1.

b. XpoHONMOrHMYECKHI IPUHINIL: B HaYaje Aeja JOJDKHBI pacioaratbes PUKa3bl
(pacmiopskeHus) 3a SIHBaph, TOTOM 3a (heBpasb  T.J.



C. HOMEpPHOMY IIPUHIIMITY: OT IIEPBOTO JO MOCIIETHETO

i .
d. anpaBUTHBIN IPUHLIKI 110 (AMHUIHKM COTPYAHHUKA, O KOTOPOM COAEPKUTCS HH(OPMALIHSI
Bonpoc 2
bamr: 1,00

Vxaxure BapHUaHT, conepmamnﬁ JIMITHEC B INECPCUUCICHUU «AHaJ'IOl"I/I‘{HO, II0 TaAKOMY K€

IMPUHIUITY OPOBOJUTCA CUCTEMATU3aAlUA JOKYMCHTOB B JCJIaX, COACPIKAIIUX ...»

BriGepure oauH OTBeT:
a. Tapu(UKAIMOHHBIC BEJIOMOCTH, TabeIn 1 HapsIbl paOOTHUKOB BPEIHBIX Ipodeccuit
b. TOKyMEHTBI O IPECTABICHUH K HArPaXICHUIO
C. aKThI O HECYACTHBIX CITydasiX, TPYIOBBIC KHIKKH

d. mpOTOKOJIBI 3aCeJaHNI KOMHUCCHIA, TPYHAOBBIC IOTOBOPHI (COTJIAIICHHS)

Bomnpoc 3
bam: 1,00

[ToamuBka c)oOpMUPOBAHHBIX /1€ TPOU3BOAUTCS
Bri6epute oguH OTBET:
a. 10 Iepeiay uX U3 OTJIeNa KaJpoB B apXUB Ha JOJITOBPEMEHHOE XPaHEHHE
b. 10 mpoBeneHus IKCIIEPTU3BI IIEHHOCTH JOKYMEHTOB I10 JIMYHOMY COCTaBY
C. I1OCJIE YBOJBHEHUS COTPYAHMKA

d. mocie 3aBCPUICHUA SKCIICPTU3BI HCHHOCTU JOKYMCHTOB

Bomnpoc 4
Bbamn: 1,00

Bri6epute BepHOE yTBEpKIeHUE

Bribepure ouH OTBET:

d. I[OKyMCHTBI AcJia MOAIINMBAIOTCA, NCPCIICTAOTCA B TPU HUJIU YCTBIPC MPOKOJIa CYPpOBbBIMU
HUTKamH. [Ipu 3TOM ciieyeT HCroiib30BaTh KAPTOH BHICOKOTO KA4eCTBa, UMEIOIINN CPETHION0
MJIOTHOCTH. JIOKYMEHTBI TTOAIIMBAIOTCS, TIEPETUICTAIOTCS TaK, YTOOBI OBLIO 00ecTIeueHO
cBOOOIHOE UTEHHE TEKCTA



b. HOKYMGHTBI AcJ1a MMOAIINBAIOTCA, IEPCIIICTAIOTCA B TPU IMMPOKOJIa CMECOBBIMU HUTKAMHU.
HpI/I 9TOM CJICAYCT UCII0Jb30BATh KAPTOH BBICOKOI'O Ka4€CTBA, HMEIOIIHMN XOpOolmyro IMJI0OTHOCTb.
I[OKYMGHTBI IMOAIIMBAIOTCA, IIEPCIIICTAOTCA TaK, YTOOBI OBITI0 00ECIIEUEHO CBO6OI[HO€ YTCHUC
TCKCTa

C. JIOKyMEHTHI Jie1a IOAIINBAOTCS, IEPEIUIETAIOTCS B TP WIIM YETBIPE IPOKOJIA CYPOBBIMU
HuTKaMH. [Ipu 3TOM ciieyeT MCIob30BaTh KAPTOH JOCTATOYHOIO KaueCTBa, HMCIOIIUI
CPEHIO0 IJIOTHOCTh. JIOKyMEHTBI MOAIINBAOTCS, TIEPEILICTAOTCS TaK, YTOOBI ObLTO 00ECTICYCHO
CBOOOIHOE YTEHHE TEKCTA

d. JIokyMeHTBI JieJia TOALINBAOTCS, TIEPEILICTAIOTCS B YETHIPE MPOKOJIA CYPOBBIMUA HUTKAMHU.
[Tpu 3TOM cenyeT Ucrosib30BaTh KAPTOH BHICOKOTO KaueCTBA, UMEIOIINN OBBIIIEHHYIO

MJIOTHOCTh. JIOKYMEHTBI TTOAIIMBAIOTCS, TIEPETIETAIOTCS TaK, YTOOBI ObLIO 00ECIIeUeHO
CBOOOTHOE YTEHHE TEKCTA

Bomnpoc 5
bam: 1,00

HpI/I HaJIMYUKU B JIMYHOM [ACJIC COTPYAHHKA HGBOCTpe6OBaHHBIX JIMYHBIX JOKYMCHTOB

(YnocToBepeHuUid, CBUIETEILCTB, TPYAOBBIX KHIKEK, BOCHHBIX OMJIETOB U T.II.) OHU

BeiGepute ouH OTBET:
a. BKJIQJIBIBAIOTCS B KOHBEPT, KOTOPBIH BMECTE C IPYTUMH JOKYMEHTaMU ITOAIINBASTCS B JIEJIO0
b. XpaHsaTcs y HaYaIbHUKA OT/Iea KaapoB B celihoBoM mmikady
C. XpaHsTcs B (DaliJIOBOM BapHaHTE

d. bopmupyIOTCS B OTIETBHOE JICNIO apXHUBa HEBOCTPEOOBAHHBIX JOKYMEHTOB

Bomnpoc 6
Bbamn: 1,00

I/IH(I)OpMaLII/ISI JIMYHOIro Jacia, rac I_II/I(bpaMI/I U [OPOHNHUCBKO YKA3BIBACTCA KOJIHUYCCTBO
IMPOHYMEPOBAHHBIX JIMCTOB B ACJIC, HAJIMYNUC NPONYIICHHBIX W JUTCPHBIX HOMCPOB, KOJIMYECTBO

JIMCTOB BHYTPEHHEH OIKCH JieNia ToMellaeTcs
Bribepute oauH OTBET:

a. BO BHYTPEHHIOIO OIIUCH JieIa

b. Ha 000POTHOM CTOPOHE MOCIIETHETO TOKYMEHTA

C. Ha MOCJICAHUHN JIUCT OOJIOKKH Jiea ¢ BHYTPEHHEH CTOPOHBI



~
d. B mucT-3aBeputenp aena

Bomnpoc 7
Bamn: 1,00

Kaxoe IIpaBUJIO HE 00513aTEIbHO K HCIIOJHEHUIO IIpyu U3MCHCHHUH COCTaBa JOKYMCHTOB

JUYHOTO JieNa (U3bATHE, BKIIFOUEHHE IOKYMEHTOB, 3aMEHA UX KOMUSIMH U T.I1.) ?

Bri6epute oquH OTBET:

a. U3MEHEeHHs 00s13aTeNbHO 3aHocsTCs B Tpady «IIpuMedanue) onucu co cchlIkaMu Ha
COOTBETCTBYIOLIME JOKYMEHTHI, HA OCHOBAaHUHU KOTOPBIX IIPOU3O0IILIO0 U3BSTHE, TOTIOJIHEHHE,
3aMEHa KOIUSAMU U T.II.

b. uzparue JOKYMCHTOB U3 JIMYHOI'O JI€jia HEAOIIYCTUMO
C. MepEeCOCTABIIAACTCS JIMCT-3aBCPUTECIIb Jica

d. IEPCCOCTABIIACTCA HTOIrOBas 3allMCh K BHYTpeHHCﬁ OIIMCH ACJIa

Bomnpoc 8
bam: 1,00

B MMPUBCACHHOM ITPUMCPE MOJIOKCHUA O MYHUTTUITIAJIBHOM apXUBC JOKYMCHTOB 110 IMYHOMY

COCTaBy yYKa3aHO

BeiGepute oauH OTBET:

a. YTO yUPEKJECHUE IPUHUMAET Ha OCHOBE 3aKJIFOUEHHBIX JOIOBOPOB U B COOTBETCTBHH C
rpaduKkaMu OT YUpPEKICHUN, OpraHu3alui U NpeInpusTUii-ICTOYHUKOB KOMIJIEKTOBAHHUS
ApxuBa JOKYMEHTBHI [10 TMYHOMY COCTaBy, 00paOOTaHHBIE U YUTEHHbIE COTJIACHO YCTAHOBJICHHBIM
IpaBUJIaM, a TaK e JTOKYMEHTHI OT JIMKBUIUPOBAHHBIX OPraHU3alUN, HE UMEIOINX
MIPABONPEEMHHUKOB

b. 4TO apXUB BBHINONHSET BCE OINEpaIMy Ha OE3BO3ME3THON OCHOBE

C. apXMB BBIJIA€T M0 3asBJICHUSIM IPa’kJaH TOJIbKO apXUBHbBIE CIPABKH, MTOJATBEPKIAIOLINE
TPYAOBOM CTaX, pazmep 3apabOTHOM IUIaThl U IPYT'He BOMPOCHI, HEOOX0AUMBIE /17151 0(OPMIICHUS
NIEHCUI IpakJaHaM U PEIICHUs APYTUX COLUAIBbHO-TIPAaBOBBIX BOIIPOCOB

d. YUYpCKACHUEC HC UMECT IIpaBa OKa3bIBATh YUPCKIACHUAM, OPraHU3aluiaM, MPCAIPUATUAM
MCTOANYCCKYIO, M IPAKTHUYCCKYIO ITOMOIb B ITPOBEACHNH SKCIICPTU3BI U YIIOPAAOYCHUU
JOKYMCHTOB



Bonpoc 9
bamr: 1,00

B cmmckax apXuBOB JOKYMEHTOB IO JIMYHOMY COCTaBy IPU TPUCBOCHUH (OHIOB

YUPEKACHUAM U NPCAIPUATUAM UCIIOJIB3YETCA

Bribepure ouH OTBET:

d. YMCJIOBas HyMepalusa

C b. 6ykBenHO-1IMppOBas

C. CJIOBECHO-YHCJIIOBas

d. mudposas

Bonpoc 10
bam: 1,00

Benenue nuuHbIX Aen 00s13aTeNbHO KaJpOBOW Cly:k0OM M XpaHEHHWE B OpraHU3aluu

00s13aTeIbHO

Bri6epute ouH OTBET:

a. g OO0 u OAO

-
b. s Bcex rpaxaan Ha Tepputopun PO

C. U1 00pa30BaTeNbHBIX yupexaeHuit PO

d. Ha rocyIapCTBEHHOMW TPaXKIaHCKOIl Ciryx0e

KonTtpoabnbie meponpusitust k Pasneny Ne3
IIpakTnyeckoe 3aganue 2

Nzyunte matepuain [IpaBuin opranuszannu XpaHeHus, KOMIUIEKTOBaHUS, y4€Ta U
UCIIOJIb30BaHUS IOKYMEHTOB apXMUBHOTO (POHa POCCUICKON (eliepaliul U APYrux apX UBHBIX
JIOKYMEHTOB B FOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIPaBJIeHUS U
opraau3zanusax» ot 07.09.2015 r., ocobenHo pazaena 5, a TaKke MOBTOPUTE MaTepUall JEKIUHU 2
«Vcnonp30BaHue apXUBOB IO JTMYHOMY cocTaBy» Pasnena |l «Onucanue, mouck u
UCIIOJIb30BaHUE apXUBOB I10 JIMYHOMY cocTaBy». [1ob3ysick 00pa31ioM, COCTaBbTE apXUBHYIO
BBIMKCKY, KOTOpasi I0JKHA COJEPKaTh HE MEeHee 3 MyHKTOB.



5.10. ApxuB OpraHu3amu pacCMaTpUBAET U UCIIOIHAET 3alPOCHI, MOCTYIHUBIINE B
MUChMEHHOU (hopMe.

3anpoc noib30BaTeNs JOJKEH COJEpKaTh CIEAYIOIIYI0 HHPOPMAIUIO:

1. HaMMEHOBAHUE IOPUIMUECKOTO JIMIIAa — aBTOpa 3arpoca (Ui Tpakaad — paMuinm,
UMEHH, OTYECTBA, TPH HATUYHUHU TIOCIICTHETO);

2. MOYTOBBIN W/WIIN 3JIEKTPOHHBIH ajjpec, 0 KOTOPOMY JO0JDKEH OBITh JaH OTBET;

3. CBEJICHUSI, UHTEPECYIONIHE MOJIB30BATEISI U XPOHOJIOTHIECKUE PAMKHU
3arpammBaeMoil nHpopMaInu;

4, dbopmy moTydeHus MoJIb30BaTeneM HHbopMaui (MHPOPMAIIMOHHOE TTUCHMO,

apXWBHas CIIPaBKa, ApXHUBHAsI BHIITMCKA; apXUBHAS KOIHsI, TEMAaTUICCKUH TIEPEUCHb,
TEMaTUYECKHI 0030p JOKYMEHTOB)7;

5. JUYHYIO TIOJITUCH aBTOpa 3amnpoca (Tpa)xIaHuHA WIH JOJKHOCTHOTO JIUIA);

6. naTty.

[Tpu mocTyIIeHUU B apXUB OpPraHU3allii HHTEPHET-00paieHus (3ampoca) mojib30BaTelis
C YKa3aHUEM ajpeca JICKTPOHHOM MOYTHI H/HITH IOYTOBOT'O a[peca, eMy HalpaBJIseTcs
YBEIIOMJICHHE O ITpHEeMe OOpaIleHus (3ampoca) K pacCCMOTPEHHIO WM MOTUBUPOBAHHBIN OTKa3 B
paccmotpenuu. [IpunsToe kK paccMOoTpeHHI0 oOpaleHue (3arpoc) pacnedaTbiBaeTCs U B
JTaJIbHEUIEM padoTa C HUM BEJETCS B YCTAaHOBJICHHOM ITOPSIJIKE.

Ha 3ampockl TeMaTu4eckoro xapakrepa, MoCTYIMUBIIUE B ApXUB OPTaHU3AIMH 110
MH()OPMAIIMOHHO-TEIEKOMMYHUKAIITMOHHOW CETH, B TOM 4YHKcie 1o ceTu HTepHEeT, OTBET MOXKET
OBITH HAIPaBJIEH B BUJE AIEKTPOHHOIO JJOKYMEHTA 110 yKa3aHHOMY aBTOPOM 3ampoca
AIIEKTPOHHOMY aJpecy.

3anpoc J0JKEH OBITh 3apETUCTPUPOBAH B TEUEHUE TPEX pabOUYUX JTHEH C MOMEHTA €ro
MOCTYTIJICHUSI.

3anpoc, He OTHOCAILIMKCA K COCTAaBY XPAHSIIUXCS B OpraHu3aluu JOKYMEHTOB
(HenpoUIIbHBIHN 3aMpoC), B TEYEHUN 7 THEHW CO JHS PETUCTPAIU 3allpoca HAMPAaBIIAETCS B
OpraHU3aIMIo, TJI€ MOTYT XPaHUTHCSI HEOOXOIMMBIE JOKYMEHTHI C YBEJIOMJIEHHEM 00 3TOM
M0JIb30BATE.

3anpoc, MOCTYNUBIINM B apXUB OpPraHU3alliH, UCTIOIHSIETCS B YCTAHOBICHHOM TOPSAKE B
COOTBETCTBUU C TPEOOBAHUSAMHU 3aKOHO/IATEIbHBIX U UHBIX HOPMATUBHBIX IIPABOBBIX AKTOB 110
paboTte ¢ oOpalleHusIMHU IPaXxaaH U IPEeIO0CTaBIEHUIO TOCYIapCTBEHHBIX (MYHHUIIUITATBHBIX )

YCIIYT.

OTBeT Ha MOCTYNMUBIIMKA B ApXUB OPTaHU3AIMH 3aMPOC MPEIOCTaBIsIeTCS B TeueHue 30
JHEeH co aHs ero peructpanuu. C pasperieHus: pyKoBOJCTBAa OpraHU3AIMH dTOT CPOK MOXKET OBITh
npojiieH He 6osee yem Ha 30 mHEH, ¢ yBeIOMIIEHHEM 00 9TOM 3asiBUTEIS.

5.11. OTBeTHI HA 3aMPOCHI MOJIB30BATEIICH, B TOM YHCJIE OTBETHI Ha 3aIPOCHI TPaXKIaH
COIMATFHO-TIPABOBOTO XapakTepa, 0hOpMIIIOTCS B (popMe apXUBHOM CIIPABKH, apXUBHON
BBIMHCKU M apXUBHOW KOMHH, COCTaBIIEHHBIX Ha OJaHKE OpraHu3aluu (apXuBa OpraHu3alinm),
O0(OPMIICHHBIX U 3aBEPEHHBIX B YCTAHOBIECHHOM TMOPSIJIKE.

ITpu oTcyTCTBUM JOKYMEHTOB, HEOOXOAMMBIX JJIs1 UCIIOJHEHUS 3aIipoca
COLMAJIBHO-TIPABOBOT'0 XapaKTepa, COCTABISIETCS OTBET 00 UX OTCYTCTBUU C YKa3aHHEM MPUYHH
Ha OJIaHKe opraHu3ay. B ciyyae oTpuIiaTeIbHOro OTBETa MUCHMO, CoJleprKallee HH(OpMAIHIo



00 yTpare uiu rudenu HeoOXOAUMBIX JOKYMEHTOB, IOJDKHO OBITH 3aBEPEHO MEeYaThIO
OpraHu3aIug.

*kkkk

5.13. ApxuBHbI€ BHITUCKU U apXUBHbIE KON 0(QOPMIISIOTCS HA OJIaHKE OpraHU3aluu
(apxuBa opraHuzaiuu) ¢ 0003HaYeHUEM Ha3BaHUs Buja JokymeHTa: «KAPXNBHAS
BBIIINCKA», «cKAPXHNBHA KOITU».

B apXHBHOﬁ BBIIIMCKE HA3BAHUEC JOKYMCHTA, €0 HOMEP U JaTa BOCIIPOU3BOAATCSA
IIOJIHOCTBIO.

Brimucka ITPOU3BOAUTCA TOJBKO U3 JOKYMEHTA, B KOTOPOM COACPKUTCA HECKOJIBKO
OTACJIbHBIX, HC CBA3AaHHBIX MCIKAY coOoi BOIIPOCOB. Brimucka gomkHa BOCIIPOU3BOJUTDb ITOJTHBIN
TCEKCT 9aCTU JOKYMCHTA, OTHOCSIICHCS K 3aI11pocy.

H3Bneuennem U3 TeKcTa AOKYMCHTA JOJI’KHBI OBITh HCUCpIIaHbl BCC UMCIOIIUCCS JaHHBIC
I10 3a11pocCy. Hauamno u xoHel Kaxxaoro H3BJICUCHUS, 4 TAKIKEC IIPOITYCKH OTHCJIbHBIX CJIOB B TCKCTC
JAOKYMCHTa 0003HaYal0TCSI MHOTOTOYHEM.

B apxuBHOI BBIUCKE TOJKHBI OBITH C/I€TIaHbl COOTBETCTBYIOIIUE IPUMEUYaHUS U
OTOBOPEHBI YaCTH TEKCTA OPUTMHAJIA, Hepa300pUYMBO HAIIMCAHHbIE, UCIIPABIEHHBIE aBTOPOM, HE
NOAJAOUIMECS IPOYTEHUIO BCICACTBUE MIOBPEXKIECHUS TEKCTA U IPYTUM ITpuurHaM. OTenbHbIe
CJIOBA M BBIPAXKCHUA JOKYMCHTA, BBI3BIBAIOIIUC COMHCHUA B UX TOYHOCTH, a TAKKC UCIIPABJICHHA,
MOAYNCTKHU, BBI3BIBAIOIIUC COMHCHHE B UX JOCTOBCPHOCTH, OIOBAPHUBAIOTCA ITIOMCTAMMU! «Tak B
JTOKyMeHTe», win «B Texcre HepazOopunBo», uin «Tak B Tekcre opuruHanay. [locne rekcra
apXMBHOM BBIIMCKU YKa3bIBAIOTCS ApXUBHBIN NP U HOMEpA JINCTOB €AMHUIIBI XPaHEHHUS
apXUBHOTO JOKYMEHTA.

Ecnu BbImmcka 3aHuMaeT 0oJiee 0JJHOTO JIUCTA, ApXUBHBIHN MU(p U HOMEpa JINCTOB
€MHMIIBI XPaHEHMsI apXUBHOI'0 JJOKYMEHTa YKa3bIBalOTCS Ha 000pOTE KaK0T0 JIUCTA.

ApxuBHbIe IU(PBI 1 HOMEPA JTUCTOB €UHUI] XPAaHEHUsI TOKYMEHTA MPOCTABJIAIOTCS Ha
000pOTE KaXKJI0T0 JINCTa APXUBHOW KOITUH.

ApXI/IBHaSI BBIITMCKA U apXHUBHAA KOIIHA MMOAINKUCBIBAIOTCS PYKOBOJUTECIICEM OpraHu3aluu
HJIM UHBIM YIIOJTHOMOYCHHBIM UM JOJKHOCTHBIM JIMIIOM U 3aBEPAIOTCA IEYAThIO OPraHu3ainu.

Bce nuctel apXHBHOﬁ BBITIUCKH U apXHBHOﬁ KOITNU JOJIX)KHBI OBITH IMPOLINTHI,
IMPOHYMEPOBAHBI U 3aBCPECHBI AHAJIOTHUYHO TOMY, KaK 3aBCPACTCA MHOTOCTPAaHUYHAA apXUBHasA
CIpaBKa.

5.14. TloaroToBiieHHbIE apXUBOM OpPraHU3AIMK OTBETHI Ha 3alPOCHI (ApXUBHBIE CIIPABKH,
ApXUBHBIE BBIITUCKU U apXUBHBIE KOIIMH) HATIPABJISIFOTCS 3aBUTESIM 10 TIOYTE UITH BBIJAIOTCS:
3asBUTEIIO — IPU IPEIBSIBICHUH JOKYMEHTA, YIOCTOBEPSIOUIET0 JUYHOCTD, €r0 MPEACTaBUTEISAM
— IpU MPeIbABICHUH TOKYMEHTA, YJOCTOBEPSIOIIETO JTUYHOCTh U IOBEPEHHOCTH, OPOPMIIEHHOM
B YCTaHOBJIEHHOM nopsake. [lonydarens apXuBHON clipaBKH, apXUBHOM BBITMCKU WJIM APXUBHOMN
KOIIMYU PacHUCBIBAETCS HA BTOPOM IK3EMILIAPE MOIY4aeMOIo JOKYMEHTA, OCTAIOIIEMCs B IENax
apXuBa OpraHM3aliy, ¢ yKa3aHUEM JIaHHBIX IaCIIOPTa UJIU IPYroro JOKYMEHTa,
YIOCTOBEPSIOLIETO JINYHOCTD MOJIy4aTeNsl.



5.15. ApxuBHBbI€ CIIPAaBKU, APXUBHBIC BHITUCKU U apXUBHBIC KOIMH, HAITPABIIIEMbIC B
rocyaapcrna, nojanucaniue ['aarckyro kouBenuuto 1961 r., B COOTBETCTBHH C KOTOPO HE
TpeOyeTcst KOHCYIbCKas JIeran3anus OPUIIMaTbHBIX JOKYMEHTOB, 3aBEPSIOTCS MPOCTABICHUEM U
3al0JIHEHUEM CIEUAIBHOTO IITaMIIA - allOCTHJIS.

ATIOCTHIIb HA apXUBHBIX CIIPABKAX, APXUBHBIX BBIIIUCKAX U APXUBHBIX KOIHUSX,
MOJTOTOBJICHHBIX (he/iepalbHBIMU OpraHaMU rOCy/IapCTBEHHON BIACTH (KPOME TE€X, KOMY TaKoe
IPaBo MPEIOCTABICHO HOPMAaTHBHBIMU ITPABOBBIMU aKTaMH) IIPOCTABIISIET eiepaabHbIi Oprad
UCIIOJIHUTEJILHOW BJIACTH, YIIOJHOMOYEHHBIN B chepe apXUBHOTO Jea.

Ha apxuBHBIX cllpaBKax, apXMBHBIX BBIIIMCKAX U APXUBHBIX KOIUAX, IIOATOTOBIECHHBIX
OpraHu3alUsIMH, PACIOJIOKEHHBIMU Ha TeppUTOpUN cyobekToB Poccuiickoit denepannu (kpome
TeX, KOMY TaKoe IIPaBo NPEeO0CTaBI€HO HOPMATUBHBIMU IPABOBBIMHU aKTaMH), allOCTHIIb
IPOCTAaBJISIETCS OpraHaMH UCIIOJHUTENbHOM BiacTu cyobekToB Poccuiickoit denepanuu,
YIOJIHOMOYEHHBIMU B c(pepe apXUBHOTO Jea.

[IpocraBnenue anocTuis Ha apXUBHBIX CIPABKAX, APXMUBHBIX BBIMHMCKAX U APXUBHBIX
KOIHUSIX, TOJATOTOBJIEHHBIX ApXUBAMH OPTaHU3aLUN, OCYIIECTBISETCS MOCII€ UX TUCbMEHHOIO
oOpaitieHus, ¢ mpeAcTaBieHueM B yronnomoueHHbIN [IpaBurensctBoM Poccuiickoit deneparuu
benepanbHbIN OPraH UCIOTHUTENBHOM BIACTU WIIM OPTaH UCIOIHUTENIBHOM BIIACTH CYObEKTa
Poccwuiickoit @eneparuu, ynoTHOMOYCHHBIN B chepe apXHUBHOTO Jielia, 00pa3IoB MOIUCEH, ¢
MOATBCPKIACHUCM MMOJTHOMOYHMH Ha IIpaBoO MOANMCHU KOHKPCTHBIX JOJIDKHOCTHBIX JIUII, @ TAKKC
00pa3IoB MevaTei.

ATOCTUIIb HE TIPOCTABIISETCS Ha JOKYMEHTaX, IIPeIHa3HAuYEHHBIX /ISl HAIPaBJICHUS B
rocynapcTBa, ¢ KoTopbiMu Poccuiickas @enepanus 3aKIr04uia J0roBOPsl O IPaBOBOM MOMOIIU U
IIPABOBBIX OTHOLIEHUSX MO MPaKAAHCKUM, CEMEHHBIM U YTOJIOBHBIM JI€JIaM, a TAK)Ke B
rocynapctsa - yuactHuku CHI', mognucasmue Cornamienue o npuHIMNax 1 Gpopmax
B3aMMO/IEHCTBHS B 00JIACTH UCIIOJIB30BAHUS apXUBHOM MH(OpPMAIMH, HIIK C KOTOPBIMU UMEIOTCS
JIBYCTOPOHHUE COTJIALIEHUS O COTPYJHUYECTBE.

B ciyuae oTkasa B IpocTaBIE€HUH allOCTHIISA 3asIBUTEIIO B TEUEHHUE TPEX pabouux JTHEN
HaIpaBJIsIeTCcsl MMCbMEHHOE COOOIEHNE O MPUYNHE 0TKa3a.

JlekIIMOHHBIN MaTepHas

ApXI/IBHBIe CITpaBKH, BBIITMCKHW U KOIIMHU BBIAAKOTCA HA OCHOBAHWHU IMMCBMECHHOTI'O 3aIIpoca
(bu3NYECKOro UM I0PUINYECKOTO JIUIA, KOTOPBIHM TOJIKEH coAepKaTh HAMMEHOBaHHe (U ajipec
IIPU MIEPECHUIKE) OpraHu3aluy (apxuBa), KOTOPOUH OHM aJPEeCOBaHbI; N3JI0KEHUE CYIIECTBA
BOIpOCa; (aMUIINIO, UMsI M OTUYECTBO OOPAIIAIOIIET0Cs; €ro aJipec, KOHTAKTHbIE TeNE(OHBI; JaTy
U JIMYHYIO NOANUCH. B 3anpoce, coneprkaiieM npocbk0y 0 MOATBEPKIESHUH TPYAOBOTO CTa)Ka MU
pa3mepa 3apaboTHOM IJIaThl, YKa3bIBAIOTCS KpaiHUE 1aThl, MECTO U JIOJKHOCTH PaOOTHI.

BeimaHHBIC apXUBHBIE CIIPABKH, KOIIMU M BBIITUCKH U3 JIOKYMEHTOB PETHCTPUPYIOTCS B
XKypHaie o ¢opme.



lMpunoxeHue 3

MpumepHan popma XypHana perucTpaLi BbIAAHHBIX CNPABOK, KONKH, BLINKCOK

KYPHAN
Perncrpauiu BblaaHHbIX (NPaBok, KOﬂMﬁ, BbINWCOK
Haszsanue
Aaran BbiAaKHoroe | ﬁ’::‘: _| Pacnucka
Ne Asvop 3anpoca, |perncrpa- Copep- ROKYMeHTA P pa 8 nony-
. UMOHMBLIA Npume-
il nex. N2, para, UMOMMBIA Hamue (konwua, HoMep qeHnn ARG
aapec, renedon HOMep sanpoca BLINNCKA, | o knoro | WM AATA
3anpoca cnpaexa A oTNpasKn
W Aap.) AOKyMeHTa
1 2 3 4 5 6 7 8

Obpawenus epaxcoam, 8 KOMopwvIX OMCymcmaylom amuniuu, aopeca u HOONUCU
00pAWYAIOWUXCSL, CHUMAIOMC AHOHUMHBIMU U He NOONLENHCAM PACCMOMPEHUIO.

B cnyuae ecnu 6 obpawenuu npedcmasiena HenoIHas UHGOPMAyUst 0 3anpPariu8aemMvlx C6eOeHUsIX
(Hanpumep, He YKA3aHO CMPYKMYPHOe noopaszoelienue uiu 3a Kakue 200bl mpedyemcs
noomeepaicoeHue 0 mpyoo8om cmadice, 3apabomuoii niame u op.), Apxus 0033aH 3anpocums y
3aseumeinsi OONOJIHUMENbHbIE CBEOCHUsL.

Cpok ucnonnenusi 3anpocos CoyuanbHO-NPago8020 XapaKmepa parcoan U opeanu3ayuil no
O0OKYMeHmam apxusa He 001xceH npesviuams 30 Ouell co OHs pecucmpayuu oopawenus. Ilpu
CTIOJICHBIX 3ANPOCAX CPOK Modcem Oblmb npooiieH, Ho He bonee wem Ha 30 OHell, ¢ 06s3amMeNbHbIM
yeeoomaeHuem 0o 3mMom 3as16umels.

B cnyuae nocmynnenusi 6 apxug nenpoghunbno2o 3anpoca (He no Ha3Ha4eHur) 3anpoc
nepecwiiaemcs N0 NPUHAOIEHCHOCIU 8 Opyeue OP2aHU3AYUL UTU APXUBLL 8 J-OHEBHBLIL CPOK C
MoOMeHma obpawjenus, 0 4em 00800UMCcs 00 C8e0eHUsl 3As8UMEIISL.



lNpunoxenue 2

Npumep 0opMACHHA APXHBHON BHINHCKN
OTKPbITOE AKUMOHEPHOE OBLUECTBO N0, CHHnybIHON
“MbITULLUHCKUIA XNONOK” yn. Crpouteneir, 4. 8, k6. 115,
ApPXWBHARA BHINWCKA MocKoBCKan 06nac Ty,

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

r. Mocksa

W3 NPUKaza ot 24.07.75 N2 62-K AnpexTopa
MBTHLMHCKOTO XNONYATOOYMAXHOrO KOMOMHATA

B uenax NOBbILeHUA TBOPUECKON AKTHBHOCTH PABOUNX OCHOBHBIX NPOGECCHN, BHIABNEHNA 1 Pac-
NPOCTPAHEHNA BbICOKONPOMIBOANTENbHBIX METOROB PABOTH HA KOMOMHATE NPOBOANNCA KOHKYPC
Pabouero MacTepcTsa No NPAGUALUIMLAM M TKAUaM (TK B JOKYMeHTe), B COOTBETCTBMM C YTBEPXKASH-
HBIMM YCNOBHAMM NO NPOBECHNIO KOHKYPCA, NPUKA3bIBAK:

1. Npemnposats NOGEANTENEN KOHKYPCa PABoUero MacTepCTBa, 3aHRBWKMX NPU30BLIE MeCTa:

4. Cummusiny 110, - npagunbwly - 3-e mecro.

AupexTop KombuHata @ e H.A. @omunues
COrNacoBaHo ¢ NPOHKOMOM k/ yw’ 0.8. Xapnamoga

OcHosanue: on. 2n/¢, 4. 103, n.57

Bepuo:

lenepanbubii AMpexTop oblecTea % 111 KA.Kpenertos

Nyzavesa NMo6oss NleonudosHa
345-78-56

Tecm k pazoeny Ne3

Bonpoc 1
bann: 1,00

Onuch 1 Mo TUYHOMY COCTaBY BKJTIOUAET B ceOs
BriGepute oquH OTBET:

a. HaMMEHOBaHHUE OpraHu3anuu; HoMep GHOoH/Ia; TOPSIKOBBIM HOMEP; HHACKC Jena (pu
HaJMYMM HOMEHKJIATYPHI JIEN); 3aT0JI0BOK JIeJia; JaTa JieJia; YUCIIO JUCTOB B JIelie

b. HauMeHOBaHKe OpraHU3aIK; HOMep (OH/Ia; MOPSAKOBBIA HOMEP; HHIEKC aena (Tpu
HAJIMYUH HOMEHKIIATYPBI JIeN); 3arojOBOK JIelia; JaTa JIesia; YUCIIO JIMCTOB B JIeJie; MPUMEYaHue
(ecmu ecTh)



C. HAaMMEHOBaHME OPraHu3alluu; CTPYKTYPHOTO MOJpa3aeiaeHus; HoMep GoHa; MOPSAKOBBIN
HOMeEp; UHJAEKC Jiea (IIpU HaJIM4YUK HOMEHKIIATyphlI JIeN); 3arojI0OBOK Jieja; 1aTa Jieja; YUciIo
JIMCTOB B JieJie; MpUMeUYaHue

d. HauMeHOBaHKE OpraHu3anuy; HoMep (HOH/IA; MTOPSIKOBBIA HOMED; UHIEKC jeia (Tpu
HAJIMYUU HOMEHKJIATYPBI JI€JT); 3ar0JI0BOK JIeJIa; JAaTa Jelia; YKCII0 JUCTOB B JieNe; aTy Hepeaadn
dbonga

Bonpoc 2
Bamn: 1,00

Bribepure HeBepHOE yTBEpKACHNE

Bri6epute ouH OTBET:

a. Onuce ACJI IO JIMYHOMY COCTaBYy COCTABJIACTCA B TPEX SK3CMILIIApax

I
b. Onuce ACJI 11O JIMYHOMY COCTaBy COCTABJIACTCA B TPEX SK3CMILIIApax

-
C. Onuch JOKYMEHTOB MOXKET OBITh COCTABJICHA 10 XPOHOJIOTHYECKOMY HITH CTPYKTYPHOMY

IPUHLINITY, KOTOPbIE OOBIYHO COYETAIOT B OJJHOW OMMCH: B KaXKJI0M XPOHOJIOTUYECKON IpymIe
Jiena pacupeAeIsiloTCs B COOTBETCTBUU CO CTPYKTYPHBIM IOAPA3ACICHUEM
' o )

d. Omuck Jen o JUYHOMY COCTaBY — YYETHBIN IOKYMEHT, KOTOPBIN COACPIKUT NEPEUCHb
JIOKYMEHTOB JI€JI 110 JINYHOMY COCTaBY C YKa3aHUEM MHJECKCOB, HA3BAHUM JTOKYMEHTOB U Jp.

Bomnpoc 3
bam: 1,00

IIpn cocraBieHMHM OMMCH €1 IO JIMYHOMY COCTaBy II0 HOMHMHAJIBHOMY HPHUHIUILY

3aroJIOBKHU J€JI B OITMCH UAYT B cneny}omeﬁ OCICI0BAaTCIbHOCTH

Bribepute oauH OTBET:

a. IMIIeBBIC cUeTa pabouMX U CITYXKAIIHMX M0 3apab0THOM Tu1aTe (pacueTHBIE BEJOMOCTH T10
3apIuiaTe); CIIMCKH JIMYHOTO COCTaBa; JIMYHBIE JIeNIa; HEBOCTPEOOBaHHBIE JINYHBIC MTOTHHHBIC
JIOKYMEHTHI YBOJICHHBIX PAOOTHHUKOB (ITPH OTCYTCTBUU OTIEIHHOMN OIKCH)

b. TPYAOBLIC TOT'OBOPLL (COFJ’IaI_HCHI/ISI); AKThI O HCCUHACTHBIX ClIydasaX

C. CIIUCKU JJUYHOTO COCTaBa; KApPTOUYKHU IO yUETy JUIHOTO COCTaBa; JIMYHBIC JIeIa; TPYIOBBIC
JIOTOBOPBI (COTIIAIIIEHUS] )

d. mpukasbl (pacmopsKeHuUs) 10 JTUYHOMY COCTaBY; CIIUCKHU JINYHOTO COCTaBa; JIMYHBIC JICIIa;
KApTOYKH IO YYETY JUYHOTO COCTaBA



Bonpoc 4
bamr: 1,00

Kakomy HOpMaTHMBHOMY JOKYMEHTY NPUHAIJICKUT CTaThs 24, xoropas riaacut: «Coop,
XpaHEHHE, UCIOJIb30BAHNE U paAcIpOCTpaHEeHHe MHPOpMAlMK O YaCTHOW JKM3HU JHIa 0e3 ero
corylacusi He Jomyckaercs. OpraHbl TOCYJapCTBEHHOM BJIACTM M OpPraHbl MECTHOI'O
CaMOyIIpaBJICHHs, WX JOJDKHOCTHBIC JHIA O0s3aHBl 00ECHEeYUTh KaXJIOMY BO3MOXKHOCTh
03HAKOMJIEHHUS C IOKYMEHTaMU U MaTepHallaMy, HEIIOCPEICTBEHHO 3aTPAaruBarolMMHU €ro IpaBa

u CBO60,Z[BI, €CJIM MHOC HE IIPEAYCMOTPECHO 3aKOHOM»?

Bri6epute ouH OTBET:

a. TpynoBoii kogekc PO

“ b Koncrurynus PD

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

d. ®denepanbHbiii 3aKoH 0T 22 okTsa0psi 2004 roga Nel125-03 «O0 apxuBHOM Jierie B
Poccuiickoit deneparum»

Bonpoc 5
bam: 1,00

Haiinute mumiHee: 3anpoc conuanbHO-TIPaBOBOTO XapakTepa ...

BeiGepute oauH OTBET:

d. 3TO 3a1pocC O NOATBEPKACHUU TPYAOBOTO CTAXKa UIIHM pa3Mepax 3apa60TH0171 I1J1aTHhI,
Harpax icHuu, NIpuCBOCHUN 3BaHI/II\/JI, MMOJIYYCHHA 06p330BaHI/I$I H T.II.

b. aT0 3ampoc, cBsI3aHHBIM ¢ BOCCTAHOBJIICHUEM POJICTBEHHBIX CBSI3€H, UCTIOJIHEHUE KOTOPOTO
SBJISIETCS MUIATHOM YCITyTOM apXuBa

C. 9TO 3aMpPOC KOHKPETHOTO JINIIA WJIK OpTaHU3AIlNH, CBSI3aHHBIN ¢ 00ecrieueHneM paB 1
3aKOHHBIX HHTEPECOB IpaXkaIaH

d. BeImaercs GecruiatHoO B (hopMe apXHUBHOM CIIPAaBKU, apXUBHOM KOITUH U ApXUBHOM BBITUCKH

Bomnpoc 6
Bbamn: 1,00

CpOK UCTIOTHEHUS 3aIPOCOB COUATBHO-TIPABOBOTO XapaKTepa rpakKaaH U OpraHnu3alui 1Mo

JOKYMEHTaM apXHBa HE JIOJKEH MPEBbIIIATH nHell. [Ipu cloKHBIX 3arpocax CpOK MOXKET



OBITH TIPOJIJIEH, HO HE OoJjiee yeM Ha THEH, ¢ 00s3aTeNbHBIM YBEJOMIICHHEM 00 3TOM

3aABUTCIIA

Bri6epute oquH OTBET:

a. 30 xaneHgapHBIX JHEH cO AHA peructpanuu odpamienus; 30 quei

. o o
b. 30 nHeii co aHst peructpanuu obdpaiieHus; 15 nuei
C. 30 xaneHgapHBIX JHEW CO AHA perucTpanuu odpamienus; 15 nueit
. . .
d. 30 paGouux aHei co aHs peructpaiuu oodpamienus; 30 aHei
Bonpoc 7
bam: 1,00

Hmeromuecst B JIMYHBIX JellaX JUCTKM 10 Yy4eTy KaJpoB, aHKEThl, aBTOOHOrpaduw,
COOCTBEHHOPYUYHO COCTaBJICHHBIC 3asIBUTENIEM, HA KOTOPHIX OTCYTCTBYIOT OTMETKH O IPOBEPKE
UMEIOLINXCA B HUX CBEJCHUII HAa OCHOBAaHUM MPEICTABICHHBIX IMOJJIUHHBIX JOKYMEHTOB WJIU

CIIPpaBOK

Bri6epute ouH OTBET:

a. MOTYT CIIY’KUTbh OCHOBAHUEM JUJIS1 BbIJIAYM apPXUBHBIX CIIPABOK O TPYAOBOM CTAXKE IPU
MACbMEHHOM Pa3peNIeHUN TUPEKTOPA apXrBa

b. MOTYT CIIY)KUTb OCHOBAHUECM IS BbIJa9U ApXUBHBIX CIIPABOK O TPYJOBOM CTaXKC

C. MOTI'yT CIY’KNTh OCHOBAHMEM IJIs1 BbIJIA4YN ApXUBHBIX CIIPABOK O TPYAOBOM CTaXXE MPH
NMUCBbMCHHOM DPAa3pCIICHUU AUPCKTOPA OpraHu3alunu, rac pa60Tan COTPYAHUK

d. me MOT'YT CIIYKUTb OCHOBAHUECM JUJIS BbIJa9U ApXUBHBIX CIIPABOK O TPYJOBOM CTaXKC

Bomnpoc 8
Bbamn: 1,00

Vkaxxute HEBEpHBIN BapuaHT: «B KadyecTBE JOKYMEHTOB, MOJTBEPKIANOIINUX TPYIOBOH
CTaX, JUIS COCTABJICHUS CIIPABKU MPH OTCYTCTBUU MPHUKA30B MO JUYHOMY COCTaBY MOTYT OBIThH

HUCIIOJIB30BaHHI ...»

Bribepute oauH OTBeET:

d. IIPpUKa3bI 110 OCHOBHOM ACATCIIBHOCTH



b. aukera
C. JIMIIEBBIE CYETA 110 3apabOTHOM IU1aTe

d. mraTHOE paciiuCaHue opraHus3anuu

Bonpoc 9
bamr: 1,00

HpI/I BbLIAYC IIOAJIMHHOI'0O JOKYMCHTa M3 apxuBa II0 JIMYHOMY COCTaBYy II0J1y4aTClib

MOAJIMHHOT'O JIMYHOI'O JOKYMCHTA JOJIKCH pacClrucaTbCda Ha 060p0Te KOIIUHU JIMYHOI'O0 JOKYMCHTA,

OCTaIOHleﬁCH B apXHBC OpraHU3aluu. HpI/I OTOM B PACIIMCKE YKAa3bIBACTCS

Bri6epute ouH OTBET:

f_.
a. KOHTPOJIbHAs /1aTa BbIJa4M JOKYMEHTA
b. cTrenens poacTea

C. IaCIIOPTHBIC JAHHBIC 3asIBUTCIIA

d. LEJIb U CPOKH BblJaYM JOKYMCHTA

Bonpoc 10
bam: 1,00

I[ena, CoACpiKalmue MHOOKYMCHTHI IIO JIMYHOMY COCTAaBY BBIAAKOTCA BO

MMOJIb30BAHUE U3 XPAHUJIMI Ha CPOK, HE HpeBBIHIaIOHII/II\/'R

BeiGepute oauH OTBET:

a. 3 Mecsilia BO BpeMEHHOE MOJIb30BaHuE JJISl IPYTUX OpraHu3anui
~

b. 3 Mecsina It KCTIONIL30BAHUS TOKYMEHTOB B YHUTAIBHOM 3aJIe

c.1 MECALCB JIsA OKCIIOHUPOBAHUSA TOKYMCHTOB

d.2 MECila AJId UCIIOJIb30BaHUA pa6OTHI/IKaMI/I OpraHuzanun

Konmponvnas paboma no oucyuniune

Apxuebl no jiHiuHoOMy cocmaey

OTBeThTE HAa BHIOOP HA 5 BOMPOCOB M3 MPUIIATaeMOTro CITHCKa.

BPEMEHHOE



Kaxnpiii orBet Ha 3-4 npennoxenus — 1 ab3a1] 10HKeH ObITh apryMEHTHPOBAH U JIOKa3aTeleH.

Noakown

®©

10.
11.
12.
13.

14.
15.

16.
17.
18.
19.
20.

21.
22.
23.
24,

25.
26.

217.
28.

JaiiTe ompenencHue MOHATUIO «KagpoOBas NOKYMEHTALHMA», «JOKYMEHTBHI IIO JINYHOMY
COCTaBY».

Kakoe MecTO B KaIpOBO JOKYMEHTALMH 3aHUMAIOT JOKYMEHTHI 110 JIAYHOMY COCTaBy?
Ilepeuncinre BUIBI JOKYMEHTOB I10 JUYHOMY COCTaBY.

[Touemy Tak BakHO 0OECIIEUUTh COXPAHHOCTh JOKYMEHTOB I10 JINYHOMY COCTaBy?
HasoBute 1OKyMEHTBI 110 TMYHOMY COCTaBY, UMEIOIIME JOJITOBPEMEHHBIN CPOK XPAHECHHUS.
Kakue TOKyMEHTBI 110 JINYHOMY COCTaBY UMEIOT KPaTKOBPEMEHHBIN CPOK XpaHEHUS?
HazoBure noxkymeHT, yTBEpAUBIIMM NPUMEPHOE IOJOKEHUE O pPallOHHOM (FOpPOJICKOM)
ApxuBE JOKYMEHTOB II0 JIMYHOMY cOCTaBy. I3 CKOJIBKMX dYacTell OH COCTOHT?
[lepeuncnure ux.

[lens cozpanns ApxuBa JOKYMEHTOB I10 JUYHOMY COCTAaBY.

3a yeil cuét conepKUTCsI ApXUB JOKYMEHTOB 110 IUYHOMY COCTaBY?

MoskeT 11 ApXuB JOKYMEHTOB I10 JINYHOMY COCTaBY BBIIIOJIHATH IUIATHBIE YCIIYTH?
Kakue 10KyMeHTbI BXOASAT B COCTaB ApXHBa JJOKYMEHTOB I10 JIUYHOMY COCTaBY?
PackpoiiTe ocHOBHBIE 331a4M U GYHKIUU ApXHMBA IO JUYHOMY COCTaBY.

Hmeer 1 ipaBo ApXUB 1O JIMYHOMY COCTaBy MITpagoBaTh PyKOBOAUTENCH OpraHU3aIHiA
3a HECBOEBPEMEHHYIO OIIJIaTy €ro yCIyr?

KTo Bo3rnasisier ApXuB JOKYMEHTOB 10 JTUYHOMY COCTaBY?

[lepeuncnure 3Tambl NPOBEAEHUS SKCIEPTU3bl LEHHOCTH JOKYMEHTOB IO JIMYHOMY
cocTaBy?

Kakue TOKyMEHTBI COCTAaBIISIFOTCS IPU IIPOBEACHUN YKCIIEPTU3BI IEHHOCTU?

[Tonnexar 11 yHUUTOKEHUIO TOKYMEHTHI 110 JINYHOMY COCTaBy?

KTO MOXET cTaTh HCTOYHMKOM KOMILJIEKTOBAHMSI JOKYMEHTAaMU 110 TUYHOMY COCTaBy?
[Tepeuncnure 0COOEHHOCTH MOATOTOBKY K IIEpejaue Ha XpaHEHUE U apXUBHOTO XpaHEHUS:
IIPUKA30B 10 JMYHOMY COCTaBY, JIMYHBIX JI€J, JIMLEBBIX CUETOB, TPYAOBBIX KHHKEK,
JIMYHBIX KapTOUYEK, TPYIOBBIX JOTOBOPOB, PETUCTPALIMOHHBIX KHHUT.

[Topsinok oopmieHus TUYHOTO JIea.

B uém oTimuune onucu Aen N0 IMYHOMY COCTaBY OT APYTUX apXUBHBIX OMUCEH?

Kakue y4€THbple JOKyMEHTHI BENYyTCsl B ApXHMBE Ha J€J1a 110 JUYHOMY COCTaBy?

Kakue Mepsl MOXeT NpUHATH ApXWUB Ui OOHapyKEHMsI MPOIABIIETO JTOKYMEHTa IO
JUYHOMY COCTaBy?

3UMOl B MOMEIIEHUH, TJI€ XPaHATCS TOKYMEHTHI 110 JIMYHOMY COCTaBY, HEOXKHUJAAHHO HA
HECKOJIBKO 4acOB OTKJIFOUMIIM oToIieHue. Bamm aevicreus?

HazoBure ¢popMbl HcTI0Nb30BaHMS ApXUBHBIX IOKYMEHTOB IO JMYHOMY COCTaBY.

Kakoli 3aK0H perynupyeT I0CTyIl K apXUBHBIM JOKyMEHTaM 110 JUYHOMY COCTaBy?
[IpencraBbTe, 4TO BBl OpraHU3alUs CO CPETHUM JOKYMEHTOO00pOTOM, TpopadoTasias 15
ner. CMozenupylTe CHUTyalMIO IEepeladd B BEIOMCTBEHHBIH apXUB JIOKYMEHTOB II0
JUYHOMY cocTaBy. COCTaBbTE ONUCH JIE], MPOTOKOJ 3aCEIAHMS IKCIIEPTHON KOMHUCCUH U
aKT Ha YHUYTOXEHUE JIEI.

ITapamMeTpsl padoThl: yKazaTh JUCHUILIUHY, KTO BbionHuI: ®.M.O. crynenra, Kypc, rpymma,
oraenenue. lpudTt 14, Times New Roman, mexcTpounslii HHTEpBal 1,5, HymMepaius CTpaHHIL

10 BEpXHEMY MPaBOMY Kparo, 00beM paboThl — 2-3 ¢Tp. O0s3aTebHBI CCHUTKH HA JINTEPATYPY B
TEKCTe B [], ciucok auTeparypsl opopmMitsath B cooTBeTcTBUM ¢ [[OCTOM, 10MTyCTUMBI TOJIBKO
MIPOBEPEHHBIC AIEKTPOHHBIC PECYPCHI: OPHUITHATBHBIC CAUTHI U J1. TTyOIUKAIIHH.

Hmozoswtit mecm no Kypcy «Apxugst no 1utHoMy cocmagy»



Bonpoc 1
bamr: 1,00

ApXHUB 110 JINYHOMY COCTaBYy — 3TO

Bribepure ouH OTBET:

a. CaMOCTOSTEIbHOE YUPEKICHUE UIIH CTPYKTYPHOE MOpa3AeICHUE YUPEKIACHUS,
OCYIIECTBIISIIOIIEE KOMILJIEKTOBAHKE, XPAHEHHE, YUET U UCIIOIH30BAHUE JOKYMEHTOB IO TUYHOMY
COCTaBy

b. moxpaszaencHue KaapPOBOM CIYKOBI MPEAMPUATHS, OTBEUAIOIICE 32 XPaHCHUE, YUET U
MCIOJIb30BaHUE TOKYMEHTOB I10 JIMYHOMY COCTaBY, B TOM YHCIIE B 3JIEKTPOHHOM BUJIE

C. YUpEKJEHHUE, XpaHsIllee KaapoBble T0KYMEeHTbl AD PO

d. mecto XpaHCHUA TOCYAapCTBCHHBIX JOKYMCHTOB

Bomnpoc 2
bam: 1,00

BepHbIM nopsIKoM pacioioKeHus JOKYMEHTOB 110 JUYHOMY COCTaBy B HOMEHKJIAType A€l

AJI1 OTACIIa KaAPOB SABJISACTCA

Bri6epute ouH OTBET:

a. 1. HopmaTuBHO-IIpaBOBbIE aKThl, perylupyrole padoTy otaena kaapos. 2. llltatHoe
pacnucanue. 3. [Tonoxxenue o0 otnene Kajgpos

~
b. 6. [Ipuka3sel 0 mpueme, YBOJIbHEHHH paOOTHUKOB. 7. [IprKa3bl 0 KOMaHIMPOBAHHH. 8.

HpI/IKa3I>I 0 MOOHUIPCHUAX, IPUMCHCHUN TUCHUINIMHAPHBIX B3bICKAHUH

c. 10. Tpynosbie noroBopsl. 11. JIOMKHOCTHBIE HHCTPYKIIMM pAaOOTHUKOB OpraHu3anuu. 12.
I'padux oTmyckos

© d. 19. XKypnan yuera npuema, nepeBojia, yBoibHeHHs paboTHUKOB. 20. XypHan ydera

BOEHHOO00s13aHHBIX. 21. XKypHan yuera BpI1Taul KOMaHIUPOBOUHBIX yYIOCTOBEPEHHIM

Bomnpoc 3
bam: 1,00

Kakomy HOpMAaTMBHOMY JOKYMEHTY NPHHAJIEKAT pa3/eiibl, ONMUCHIBAIOIINE KaTEropun
JIOKYMEHTOB I10 JIMYHOMY COCTaBY: IOKYMEHTHI 110 OpraHNW3alu{, HOPMUPOBAHUIO, TapU(UKaLUH,

ortare u oxpane tpyna (Pazmen Ne7), nokymeHTsr o pabote ¢ kampamu (Pazmen Ne®), a Takke



nokyMeHThl u3 Paznena Ne4 «YdeT M OTUETHOCTH», CBA3AHHBIC C OIUIATOM Tpyda W APYTrUMHU

BBITIJIATAMH COTPYIHUKAM?

Bri6epute oquH OTBET:

a. [IepedeHb TUMIOBBIX YIPABIEHYECKUX aPXUBHBIX JJOKYMEHTOB, 00pa3yIOUIUXCs B IIPOLIECCe
JIeATEIbHOCTH TOCY/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIIPABIICHUS U OPraHU3aLUHI,

C YKa3aHHUEM CPOKOB XpaHeHus. 3apeructpupoBad Muntocrom Poccuu 8 centsiopst 2010 r. Per.Ne
18380
-~

b. Meroauueckue pekoMeHIauu «DKCIePTU3a IEHHOCTH U OTOOP B COCTaB APXHUBHOTO
donna Poccuiickoii @enepanuivi TOKyMEHTOB IO JTHUYHOMY COCTaBY» MpoekT 2014 r.

. OcHOBHBIE MTpaBmIIa pPabOTHI apxUBOB opranuzanuid 2002 r.

d. UHCTpYKITUS 110 AEeTIOMPOU3BOICTBY OPraHU3aluH

Bomnpoc 4
bam: 1,00

Haiinure ommbo4HOE BBICKA3BIBAHKE

BeiGepute oauH OTBET:

a. [lns 1pyrux KaTeropuii moyp3oBarenaeil HE0OX0UMMO MUCHMEHHOE
HOTapUAJIbHO-3aBEPEHHOE pa3pelleHne IpaX/1aHrHa (ero HacleIHUKA UIIH IOBEPEHHOTO JINLA),
KOTOPOE MOXKET OBITH 3aIIpOIIEHO OpraHn3aIiel, HalpaBUBIIEH T0JIH30BATEINS B APXHB,
M10JIb30BATENEM, €CJIM OH - YACTHOE JIUI0, MJIM apXHUBOM IO MIPOCHOE MoIb30BaTess. ApXuBy
CJIeTyeT BbIIaBaTh M0JI30BATENIO TOJIBKO T€ JIENIa U JOKYMEHTBI, KOTOpbIE OYAYT yKa3aHbl B
paspeleHnn

b. ITocne CMCPTH I'pa’KJaHHWHA ITPaBOM Ha JOCTYII K apXHUBHBIM ACJIaM U TOKYMCHTAaM,
COJACpKaAIIUM CBCACHUS O JINIHOM U CEMEMHOM TaﬁHe, €ro YaCTHOM JKM3HU 06J'Ia)18.IOT HaCJICIHUKHU
(I{OBCpCHHLIC JIM1a HaCHe)lHI/IKOB), €CJIK 3TO HC NPOTUBOPCHUUT 3aKOHOAATCIILCTBY P®

C. ApxuB 00€ecreuynBaeT JOCTYI MOIh30BATENs TOJIBKO K TeM JOKYMEHTaM WU HHQOpMaIiH,
KOTOPBI€ OTHOCATCS K JIMITY B OTHOIIEHUH KOTOPOTO, OBIIIO TIOJYYEHO pa3pelieHue O JOCTYIIE,
JIaXKe €CJIA B JIeJIe HaXOATCS JOKYMEHTBI, COJIepIKaIie KOH(UICHIINATbHBIE CBEACHUS O
HECKOJIBKHX JIMIax
-~

d. ApxuB mpemocTaBisieT 10 OKOHUAHHS 75 JIET CO JHS CO3JaHMs JOKYMEHTA apXUBHBIC Je1a
Y TOKYMEHTBI, COAEpKalMe CBEICHUS O JMYHOM U CEMEUHOM TallHE rpakIaHUHA, €r0 YaCTHOU
YKU3HU TI0 MOTHBUPOBAHHOMY MHUCHbMEHHOMY OOpAIICHUIO COTPYAHUKAM
opranu3zanuii-pontoodpa3zoBareneil 1 X MPUEMHUKOB, OPraHOB TOCYAAPCTBEHHOM BIIacTH,
OPraHoOB MECTHOI'O CaMOYIIPABJICHUS, CYJI0B, OPraHOB IIPOKYPATYpPbl, OPTaHOB MPEABAPUTEIBLHOTO
CJICICTBHS M JIO3HAHUS B TIpeJiesiaX UCTIOJHEHUS UMH CBOUX CITYKEOHBIX 00s3aHHOCTEH



Bonpoc 5
bamr: 1,00

PaHX(HpOBaHHLIﬁ CIIMCOK HOPMAaTHUBHBIX AOKYMCHTOB 110 periiamMmeHTalnuunu

(GYHKIIMOHUPOBAHUS APXHUBOB O JTUYHOMY COCTaBY

Bribepure ouH OTBET:

a. ®enepanpublii 3akoH «O0 apxuBHOM Jene B Poccuiickoit deneparun» Nel25-D3 ot 22
okTs10pst 2004 1.; Tpynosoii kogekc Poccuiickoit @enepannn N 197-d3 30 nexabps 2001 r.;
[TpaBuiia opranu3aiii XpaHeH!s, KOMIUIEKTOBaHUs, YUETa U UCTIOJIB30BaHUs JOKYMEHTOB
apXuBHOTO (poHIa poccuiickoil henepannuy u APYrux apXuBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX
opraHax, OpraHax MeCTHOTO caMoyrpasiieHus u opranuzanusax» ot 07.09.2015 r.; Ilepeuenn
TUTIOBBIX YIPABIEHYECKUX aPXUBHBIX JOKYMEHTOB, 00pa3yIOLINXCS B IIPOLIECCE IEATETbHOCTH
roCy/1apCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CaMOYIIpaBJIEHUs U OpraHMU3alHii, ¢ yKa3aHUEM
CpOKOB XpaHeHus. 3apeructpupoBad Muntoctom Poccun 8 centsaopst 2010 r. Per.Ne 18380.;
MeTtoanueckue peKOMeHIauu « DKCIepTU3a IIEHHOCTH M 0TOOp B cocTaB ApXUBHOTO (hOHIA
Poccuiickoit @denepanuu 10KyMEHTOB 110 JUYHOMY COCTaBy» NpoekT 2014 r.

b. Tpynosoii koaekc Poccuiickoit @enepanuu N 197-D3 30 nexabps 2001 r.; denepaibHblii
3akoH «O0 apxuBHOM Jnene B Poccuiickoit @enepamum» Nel25-D3 ot 22 okTsa6ps 2004 r.;
[TpaBuiia opranu3aiii XpaHeHus, KOMIUIEKTOBaHUs, YUETa U UCTIOJIB30BaHUs JOKYMEHTOB
apxuBHOTO (poHIa poccuiickoil henepanuy u APYrux apXUBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX
opraHax, OpraHax MeCTHOTO caMoyrpasiieHus u opranuzanusax» ot 07.09.2015 r.; [lepeuenn
TUTIOBBIX YIIPABICHYCCKUX APXUBHBIX JTOKYMEHTOB, 00Pa3yIONIUXCS B MPOIIECCE NEATEITHHOCTH
rOCY/IapCTBEHHBIX OPTAHOB, OPTaHOB MECTHOT'O CaMOYITPABJICHUS U OPTaHHU3AIHH, C yKa3aHUEM
CpOKOB XpaHeHus. 3apeructpupoad Muntoctom Poccun 8 centsiops 2010 r. Per.Ne 18380

c. ®enepanbhblii 3akoH «O06 apxuBHOM jeine B Poccuiickoit deneparun» Nol125-D3 ot 22
okTs10ps 2004 r.; Tpynosoit koaekc Poccutickoit @eneparuu N 197-D3 30 nexadbps 2001 r.;
ITpaBuiia opraHu3any XpaHEeHNs, KOMIUIEKTOBAHNUS, yUETa U UCIIOJIb30BaHUs JOKYMEHTOB
apxuBHOTO (poHa poccuiickoi enepalu U Jpyrux apXUBHbIX JOKYMEHTOB B TOCYAapCTBEHHBIX
oprasax, opraHax MECTHOT'O caMOyIIpaBJieHus ¥ opranuzauusix» ot 07.09.2015 r.; Meroauueckue
pEeKOMEeHIaIu « IKCTIIEPTH3a IIEHHOCTH B 0TOOp B cocTaB ApxuBHOro doHma Poccuiickoi
®denepanny TOKYMEHTOB IO JINYHOMY cocTaBy» NpoekT 2014 r.; MHcTpykus mo
JIEJIONPOU3BOJICTBY OpraHU3aul

d. Tpynosoit koaekc Poccuiickoit deneparn N 197-D3 30 nexadps 2001 r.; DenepanbHbIit
3akoH «O06 apxuBHOM jere B Poccuiickoit @enepanum» Nel25-D3 ot 22 oxTs16ps 2004 1.;
ITpaBuiia opraHu3a XpaHeHNs, KOMIUIEKTOBAaHUS, YUETA U UCIIOJIb30BaHUs JOKYMEHTOB
apxuBHOTO (poHa poccuiicko (enepaluy U Jpyrux apXUBHbIX TJOKYMEHTOB B TOCYAapCTBEHHBIX
OpraHax, OpraHax MECTHOTO caMOyTpaBieHus 1 opranuzanusax» ot 07.09.2015 r.; Ilepeuens
TUIIOBBIX YIPABICHUECKUX aPXUBHBIX JOKYMEHTOB, 00pa3yIOLINXCs B IPOLECCE ACATENbHOCTH
roCyJapCTBEHHBIX OPIaHOB, OPTAHOB MECTHOT'O CaMOYNPABJICHUS U OpraHu3aluii, ¢ yKa3aHueM
CpPOKOB XpaHeHus. 3apeructpupoBad Munroctom Poccun 8 centsaops 2010 1. Per.Ne 18380.;



Meroandeckue peKOMEHIaNN «DKCIePTH3a IEHHOCTH U 0TOOp B cOCcTaB ApXUBHOTO (hoHIa
Poccuiickoit @denepanuu 10KyMEHTOB 110 JUYHOMY COCTaBy» NpoekT 2014 r.

Bomnpoc 6
Bamn: 1,00

B kakom pazgene W3 MPUBEAECHHOrO MpUMEpa MHCTPYKIMH IO  KaJpOBOMY

JACJIOIIPOU3BOJACTBY YKA3aHO, UYTO «JInanabIe AcJia BEAYTCA HA BCEX pa6OTHI/IKOB y‘lpe}KI[eHI/Iﬂ»?

BeiOepure oquH OTBET:
a. o01IMe MOJIOKEHUS
b. ocobeHHOCTH OOPMIICHNUS TOKYMEHTOB 110 OT/EIbHBIM KaAPOBBIM (DYHKIHIM
C. TOKYMEHTHI 110 YYETY KaJIpOB

d. MOPAIOK IMOATOTOBKHU U MEPCAAYIHN ACJI HA XPAHCHUC B apXHUB

Bomnpoc 7
bam: 1,00

OTBETCTBEHHOCTH 332 OPraHU3aLUI0 PA0OTHI IO XPAaHEHUIO KaJPOBbIX JOKYMEHTOB HECET
Bri6epute ouH OTBET:
a. PabGoronarens
b. BaBeayromuii apxuBOM
C. ApxuBapuyc

d. HayaneHux OTACIIa KaaApOB

Bonpoc 8
Bbamn: 1,00

VKaxxute JI0)KHOE YTBCPIKIACHUC

Bribepure ouH OTBET:

a. apXUBHBIE JOKYMEHTHI 10 INYHOMY COCTaBY, KOTOPbIC HE ObUIH BKIIOUEHBI B COCTAB
nokyMeHTOB ApxuBHoro ¢onaa Poccuiickoit denepaiinu, Mo UCTEUEHUU CPOKOB XPAHEHHUS
MOJITIEKAT YHUUITONKEHHIO JINOO XPAHEHHUIO B apXHBE OPTaHU3AI[UN B COOTBETCTBUU C
TpeOOBaHUSMU KOPIIOPATUBHOTO 3aKOHO/IaTEIbCTBA



b. i opraHu3aIuii - KICTOYHUKOB KOMIUIEKTOBAHUSI - 10 UCTCYCHUU CPOKOB XPAHEHHSI
00s13aTeIbHO MPOBEJICHUE COBMECTHO C YIIOJIHOMOYEHHBIM OPraHOM T'OCYAapCTBEHHOM BJIACTH
cyowrekTa Poccuiickoit @eneparinu B 00J1aCTH apXUBHOTO Jeiia, ['ocapXuBOM 3KCIIEPTH3bI
LEHHOCTH psijia JOKYMEHTOB I10 JINYHOMY COCTaBY Ha MpeIMeT BKIIOUYEHHS B COCTaB APXUBHOTO
donaa Poccuiickoit deneparun

C. na opraHmauHﬁ, KOTOPBIC HE ABJIAIOTCA HCTOUYHHUKAMH KOMILUICKTOBAHUSA, 110 HCTCYCHHUN
BPCMCHHBLIX CPOKOB XPAaHCHUA apXHUBHBIC NOKYMCHTEI 110 IMYHOMY COCTAaBYy MOAJICIKAT SKCIICPTHU3C

U MOTYT OBITh YHHUTOXKEHBI JINOO XPAHUTCS B ApXUBE OpraHU3aIiu

d. XpaHEHHUEC JOKYMCHTOB I10 TUYHOMY COCTaBYy, HC IMOJIC)KAIIUX YHUUTOXCHUIO JOJXKHO
OCYIICCTBIATHCA TOJIBKO B GYMa)KHOM, a HC B 3JICKTPOHHOM BUJIC

Bonpoc 9
bam: 1,00

ITo KaKOMYy HNPUHIOUITY CUCTCMATH3UPYIOTCA NOKYMCHTHI B [CJIaX, COACPIKAIIUX ITPHUKA3BI,

paciopsiKEHUs 110 JINYHOMY COCTaBy?

BeiGepute oauH OTBET:
a. anaBUTHBIM MPUHIIMII 10 PaMHUIIUU COTPYAHHUKA, O KOTOPOM COAEPKUTCA MH(DOpMALINS

b. XxpoHOMOrMYECKUIl IPUHITKIT: B HaYaJIe Jeja JOJKHBI PacIionarathCst MPUKasbl
(pacriopspkeHwust) 3a AeKaOpb, MOTOM 3a HOSIOPH U T.I.

C. HOMEPHOMY IPUHIIMITY: OT IIEPBOTO JI0 MOCIIETHETO

d. XpOHOJIOTHYECKUT IPUHIIUIT: B HAYaJIe Jeja TOJDKHBI PACIoNIaraThCsl MpUKa3bl
(pacniopsikeHMs) 3a SHBaph, IOTOM 3a (peBpajb U T.A.

Bonpoc 10
Bbamn: 1,00

[ToamuBka c)OpMUPOBAHHBIX A€ IPOU3BOAUTCS
Bribepure ouH OTBET:
a. 10 Iepeiay uX U3 OTJeNa KaJpoB B apXUB Ha JOJITOBPEMEHHOE XpaHEHHE
b. mocie 3aBepIeHNs SKCIEPTU3bI IEHHOCTH IOKYMEHTOB
C. IIOCJI€ YBOJBHEHUS COTPYAHUKA

d. 1o mpoBeaCHHUS SKCIIEPTH3bI [IEHHOCTH JTOKYMEHTOB 10 JINYHOMY COCTaBY



Bonpoc 11
bamr: 1,00

Wudopmanus JIU4HOTrO Aena, Tae UUppaMd M TPOMUCHI0 YKa3bIBaeTCS KOJIUYECTBO
[IPOHYMEPOBAHHBIX JUCTOB B J€JI€, HATUYME MPOILYLICHHBIX U JINTEPHBIX HOMEPOB, KOJIMYECTBO

JINCTOB BHyTpeHHeﬁ OIIMCH AcJjia IoMemacTCsa

Bribepute oauH oTBeT:
a. Ha 000POTHOM CTOPOHE MOCIEAHETO TOKYMEHTa
b. Bo BHYTpPEHHIOIO OIHKCH Jieia
C. Ha NOCJIEAHUM JIUCT 0OJIOKKH JIe1a ¢ BHYTPEHHEN CTOPOHBI

d. B mucT-3aBeputenp aena

Bomnpoc 12
bam: 1,00

B MMPUBCACHHOM IIPUMCPE MOJOKCHUA O MYHUITHUIIAIbHOM apXHUBE JOKYMCHTOB I10 JIMYHOMY

COCTaBYy YKa3aHO

Bri6epute ouH OTBET:
a. 4TO apXMB BBINOJIHSAET BCE ONEPALUU Ha OE3BO3ME3/IHOM OCHOBE

b. apxuB BbIIACT 10 3asBICHUSAM IPaXKIaH TOJIBKO apXUBHbBIE CIIPABKH, MOITBEPIKAAIOIINE
TPYAOBOMU CTaX, pazmep 3apabOTHOM IIAaThl U IPYTHe BONPOCHI, HEOOXOIUMBIE JUTIsl O(OPMIICHHS
NIEHCUH IpakJaHaM U PEIIECHUs APYTUX COLUAIBHO-TIPAaBOBBIX BOIIPOCOB

C. yUpPEXKIECHHUE HE UMEET MPaBa OKA3bIBaTh YUPEKACHUAM, OpraHu3alusaM, OpeanpUsITUIM
METOJNYECKYIO, U TPAKTUYECKYIO TIOMOIb B IIPOBEICHUU DKCIIEPTU3BI U YIIOPAA0UEHUN
JIOKYMEHTOB

d. 94TO yupexaeHre NPUHIMAET Ha OCHOBE 3aKJIFOYCHHBIX JIOTOBOPOB M B COOTBETCTBHH C
rpadukamMu OT yUpexACHHUM, OpraHu3auil U MpeaAnpUsATHI-UCTOYHUKOB KOMIUIEKTOBAHUS
ApxuBa JOKYMEHTBHI [10 JUYHOMY COCTaBY, 00paOOTaHHBIE  YYTEHHbIE COTJIACHO YCTAaHOBJIEHHBIM
[IpaBUjIaM, a TaK K€ JTOKYMEHTHI OT JMKBUAUPOBAHHBIX OPTaHU3aLUN, HE UMEIOIIUX
IIPaBOIPEEMHUKOB

Bomnpoc 13
Bbamn: 1,00



Benenne nuYHBIX 1€ 0053aTEbHO KAapOBOW CIIY)KOOW M XpaHEHHWE B OpraHHU3aIlud

00s13aTeIbHO

BeiOepure oquH OTBET:
a. Ha rOCyIapCTBEHHOM I'pakIaHCKOH Ci1y:x0e
b. mis OO0 u OAO

C. U1t 00pa30oBaTEeNbHBIX yupexaeHui PO

O d. 1 Bcex rpaxkaaH Ha Tepputopun PO
Bonpoc 14
bam: 1,00

YKaxuTte J10KHOE YTBCPIKACHUC

Br16epute ouH OTBET:

a. JInuHbple KapTOUYKH paOOTHUKOB TaKKe (GOPMUPYIOTCS B Aema Mo andaBUTy haMuiIHii
-~

b. TIpuka3spl, pacropsuKeHuUs, yKa3aHUs 110 JUYHOMY COCTaBY IPYIITUPYIOTCS B
CaMOCTOSITEJIbHbIE apXUBHBIE JIeIa CO CBOEH Hymepaluei

C. JIuueBble cuera 1o 3apabOTHOM I1aTe COTPYAHUKOB (POPMHUPYIOTCS B CAMOCTOSITENIbHBIE
Jiefia M pacroylaratoTcesl B HUX 1o andaBuTy GpaMuini
r o
d. B cootBercTBuu ¢ [IpaBunaMu paboThl apXMBOB OpPraHU3ALUI PACTIOPSIUTEIIbHBIC
JIOKYMEHTBI TPYNIIUPYIOTCS B Jieja 0 BUAAM, 10IycKaeTcs GopMUPOBATh B OHO /10 MPUKA3hl U
pacropspKEHUs C €IMHOW HyMeparuen

Bonpoc 15
bam: 1,00

O0no0xKa AcJ1a 110 JINYHOMY COCTaBy COACPIKUT CICAYIOIUC PCKBU3UTHI:

Bribepute oauH oTBeT:

d. HAHMCHOBAHHNC OpTaHNU3aly, MOAYNHCHHOCTh, HAMMCHOBAHHUE CTPYKTYPHOTO
noapa3aciIiCHUuA; HHACKC JCJIa, apXHBHBIﬁ I_I_II/I(I)p JcJa, 3aroJJOBOK a€ja, KpaﬁHHe JaThl ACiIa,
KOJIMYCCTBO JIUCTOB ACJIa; CPOK XpaHCHUS ACJIa

b. HanMeHOBaHUE OpraHU3alnH, TOTYMHEHHOCTh, HANMCHOBAHHUE CTPYKTYPHOTO
MoApa3IesICHUs ;, MHICKC JIeJa; 3aroJIOBOK Jiejia; KOJTMYECTBO JTUCTOB JieJia; KpallHUE AaThl
Jiena; CpOK XpaHEHWs Jiefia; apXUBHBIA mudp aena



C. HAaMMEHOBaHHUe OpraHu3allu, MOJYMHEHHOCTh, HANMEHOBAHHUE CTPYKTYPHOTO
NOJpa3IeNIeHus; MHICKC JIeNa; apXUBHBIN mudp aena (Homep hoHaa-UHICKC, OTHCH JIeTa);
3aroJI0OBOK Jieja; KpaliHue AaThl Jieja; KOJIUYECTBO JINCTOB JIejia; CPOK XpaHEHHs Jiena

d. HaMMEeHOBaHUE OpPraHU3alMK; HHACKC JIeNa; apXUBHBIN mudp Jena; 3arooBoK Aeia;
KOJIMUECTBO JIUCTOB JI€JIa; CPOK XPAHEHUs Jelia; KpailHue JaThl Jerna

Bomnpoc 16
bamr: 1,00

Kakomy HOpMaTHMBHOMY JOKYMEHTY NPUHAIJICKUT CcTaThs 24, xoropas rimacut: «Coop,
XpaHeHHE, UCIOJIb30BAHNE U paAclpOCTpaHeHHe MHPOpMAlMU O YacTHOW JKU3HU JHIa 0e3 ero
cornmacusg He Jomyckaerca. OpraHbl TIOCyJapCTBEHHOM BJIacTM M OpPraHbl  MECTHOTO
CaMOYIpPAaBJIEHUS, UX JOJDKHOCTHBIE JIMLAa 00s3aHbl 00ECHeYUTh KaxJA0My BO3MOKHOCTh
03HAKOMJIEHHUS C IOKYMEHTaMU U MaTepHallaMi, HEIIOCPEICTBEHHO 3aTParuBarolMMU €ro MpaBa

u CBO6OI[BI, €CJIM UHOC HE IIPEAYCMOTPCHO 3aKOHOM»?

Br16epute ouH OTBET:
a. 3akoH P® «O nepcoHanbHbIX AaHHbIX» Ne 152-D3

b. ®enepanbubiii 3ak0H OT 22 okTI0pst 2004 roma Nel125-D3 «O6 apXUBHOM Jeiie B
Poccniickoit denepanum»

C. Tpynosoui konekc PO

“ Koncrurynus PO
Bonpoc 17
bam: 1,00

Wmeronecss B JUYHBIX JieJaxX JUCTKM IO Yy4YeTy KaJApoB, aHKEThl, aBToOHorpaduwu,
COOCTBEHHOPYUYHO COCTaBJICHHBIE 3asiBUTENIEM, HA KOTOPBIX OTCYTCTBYIOT OTMETKH O IMPOBEPKE
MMEIOUINXCA B HUX CBEJCHUI Ha OCHOBAaHMM INPEACTABICHHBIX IMOJJIMHHBIX JOKYMEHTOB WJIU

CIIPaBOK
Bribepure ouH OTBET:
a. MOT'YT CITY’)KUTh OCHOBaHHEM JIJIsl BBIJJaUl apXMBHBIX CIIPABOK O TPYJOBOM CTaXe

b. MOTYT CITY)KUTh OCHOBaHHEM JIJIsl BBIIAYM apXUBHBIX CIPABOK O TPYJOBOM CTaxe MPH
MMCbMEHHOM pa3pelIeHU JUPEKTOpa apXuBa



C. HC MOI'yT CIIY’KATh OCHOBAHMEM IJIs BbIJIa4X ApXUBHBIX CIIPABOK O TPYAOBOM CTaXXE

d. MOTYT CIIyXHTh OCHOBAaHHEM JIJISl BbIJIAYM aPXUBHBIX CIIPABOK O TPYAOBOM CTaKe MPHU
MUCHbMEHHOM pa3pelleHUuH TUPEKTOpa OpraHn3allu, T1e padoTan COTPYAHUK

Bonpoc 18
bam: 1,00

I[ena, coacpxamme AOOKYMCHTBI II0 JIMYHOMY COCTaBy BbIAJAOTCA BO BPEMCHHOC

IMMOJIb30BAHUEC U3 XPAHWJIMI Ha CPOK, HEC HpGBBII.HElIOH.[PIﬁZ

Bri6epute oquH OTBET:

a. 7 Mecs1LeB I SKCIIOHUPOBAHUS TOKYMEHTOB

~
b. 2 Mecsina uist UCTONIb30BaHUS paOOTHUKAMHU OpraHU3aIin
C. 3 Mecsilia BO BpEMEHHOE MOJIb30BAHUE IS IPYTUX OpPraHu3aIHii
f_.
d. 1 MecsiI| 1S KCTIOTb30BAHMUS JOKYMEHTOB B YHTAILHOM 3aJie
Bonpoc 19
bam: 1,00

VKkaxxure HEBEpHBbIM BapuaHT: «B KkauecTBE IOKyMEHTOB, IOATBEPKIANOIIUX TPYAOBOM cTrax, i

COCTABJICHUS CIIPABKU MOT'YT OBITH MCIOJB30BAHEI ...»

BribepuTe oguH OTBET:

a. JIMCTOK IO Y4Y€Ty KaJIpOB, COCTaBJICHHbIN 3asBUTEJIEM

C b. mpuka3ssl M0 TMYHOMY COCTaBY
C. JINTIIEBBIC CYETA 10 3apabOTHOM IIaTe
d. MpUKa3sbl 110 OCHOBHOH ACATCIBHOCTHU
Bonpoc 20
bann: 1,00

HpemvlymeCTBa, IMOJIY4aeMbI€ OT BHEAPCHHUA DJICKTPOHHOT'O apXHBa I10 JIMYHOMY COCTaBYy:

Bribepure oMH OTBET:

a. ApXHB HC 3allIUIICH OT MMOXAapOB U NPOIUX (bOpC-Ma)KOpOB; He 00eCIICUNBAETCS NX COXPAaHHOCTBb OT
MOTepH, NMOpP4IH, YMBIIIJICHHOT'O PSCAAKTUPOBAHUA U T.A.



~

b. Pabora ¢ apXxMBHBIM JOKYMEHTOM BO3MOYKHA OJHOBPEMEHHO JTHIIE IS OMHOTO YEIOBEKA, UTO

co31acT HCyILO6CTBO Ipu pa60Te C aKTHUBHO HUCIIOJIB3YEMBIMU NOKYMCHTAMU

C. BpeMﬂ OTBETOB HaA 3alPOChl K JaHHBIM apXuBa COCTABJIACT OT OJHOT'O JO HECKOJIbKUX I[HCI\/'I.

PaboTHHKaM apxuBa IOBOJIBHO CI0XKHO 00padaThIBaTh BPYYHYIO OOJBIIIOE KOJUIECTBO 3aIPOCOB, MHOTHE

M3 KOTOPBIX JOBOJIBHO CJIOXKHBI U Tpe6y10T JUTA TTOJTYYE€HHS OTBETA UCITIOJIb30BAHUC 0OJIBIIIOrO KOJTMYECTBA

pi(SA) ¢

I

d. ITIpocToii 1 OBICTPBIN TOCTYII K TIOKYMEHTY JF000T0 COTPYIHHKA apXKBa B JII000E BPEMs; pOCT

CKOpPOCTHU 06pa60TKI/I 3aIpOCOB K apXHUBY,; KOHTPOJIb CPOKA XPAaHCHU B 3aBUCUMOCTH OT THUIIA JOKYMCHTA U

T.1.

7 OueHO4YHbIE CPEICTBA ISl IPOBECHUS POMEKYTOYHON aTTeCTAlUHN
a) [lnanupyemsble pe3yabTaThbl 00y4eHHs U OLIEHOYHbIE CPeACTBA /1JIs1 MPOBeIeHUs
NMPOMEKYTOYHOM aTTeCTAlluM:

Kox Nnupukarop

JOCTHKECHUS OneHouHbIE CpECTBA
UHINKATOpa

KOMIIETEHITNH
[1K-3: CnnocobGeHn opraHu3oBaTh U aIMUHUCTPUPOBATH JACSITEIILHOCTD 110 OPraHU3aluK TPyia U

OILIAThI IICpCOHAJIa

[K-3.1

O0ecrieunBaeT
JOKYMEHTAITHOHH
oe u
OpraHu3aIMOHHO
e
COITPOBOKIICHHE
CHUCTEMBI
OpTraHH3alUU U
OILJIaThI TPy
nepcoHasia

Hepeqeﬂb TECOPETUHICCKHUX BOIIPOCOB K IK3aMCHY .

1. KanpoBast nmokymeHTammss u e€ pa3sHOBHIAHOCTH. 3HaudeHHUE
JIOKyMEHTOB IO JINYHOMY COCTaBy B CHCTEME KaJpOBOH
JIOKYMEHTALIUH.

2. JIOKyMEeHTBI 1O JIMYHOMY COCTaBy JOJTOBPEMEHHOTO H
KpPaTKOBPEMEHHOT'O CPOKOB XpaHEHHSI.

3. IIpaBoBBIE OCHOBBI OpraHM3aIlM PAaOOTBl ApXHMBa IO JINYHOMY
COCTaBYy.

4. Hctopus ¢popMupoBaHUS KagpOBON TOKYMEHTALMU U OpTraHU3alus
e€ xpanenus B Poccun.

5. Conepxxanune npuMepHoro IlosokeHnss o paifoHHOM (TOPOJICKOM)
ApxuBe T0OKYMEHTOB 10 IHYHOMY COCTaBY.

6. 3agaun ¥ QyHKIUH ApXHBa JOKYMEHTOB I10 JIHYHOMY COCTaBY.

[TpumepHbIe paKTHYECKHUE 3aAaHHs ISl 9K3aMeHa:

1. Ykaxure HoMep cratbn PenepansHoro 3akoHa «O0 apXHBHOM Jiele B
Poccuiickoii de- nepaunm» ot 22 okts16pst 2004r. Ne 125, B koTOpOi
HNEePEYHCIICHbl YUPEKACHUS, apXUBHBIE JOKY- MEHTBI KOTOPBIX OTHECEHBI K
MYHHUIUIAJIBHOW COOCTBEHHOCTH.

Ortser:

2. Kem ocymiecTBisieTcs peeHne HayqHO-METOINIECKUX U PAaKTHIEeCKUX
BOTIPOCOB, CBSI- 3aHHBIX C SKCHEPTH301 IIECHHOCTH TOKYMEHTOB 1
BKIIFOUEHHEM MX B cocTaB ApxuBHOTO doHna IleH3eHckoi odmactu?

OrtBer:

3. MoryTt 11 OBITh IPHUBATH3UPOBAHBI APXUBHBIE TOKYMEHTHI, HAXOISAIINECS B
roCyAapcT- BEHHOW WM MYHUIIMTIAIbHOW COOCTBEHHOCTH?

Ortser:

4. HazoBuTe opransl, KOTOpbIE OCYIIECTBISIOT FOCYAAPCTBEHHOE YIIPABIICHHUE
ap- XUBHBIM JiesioM. OTBeT:

B Poccuiickoit ®enepaunu - B [lenzenckoit odmaact —

B MYHHIUITAIEHBIX 00pa30BaHUAX —

5. KakoBbl momHOMOYHS 3aKOHOAATEILHOTO coOpanus [IeH3eHCKoM 00macTi
B chepe ap- xuBHOTO nena? OTBeT:

1.




2.

3. 6. B ubn mostHOMOYHS
BXOZUT IpeacTaBieHue [IeH3eHcKoi 001acTH B OTHOLIECHUSX ¢ (ere-
pabHBIMHU OpraHAMU FOCYJAPCTBEHHON BJIACTH, OCYIIECTBICHHE MEp MO
peanmu3anuu Ha Tepputopun [IeH3eHCKON 00IacTH TOCYIapCTBEHHOM
TIOJIUTHKH B chepe apXuBHOTO aemna?

OrtserT:

7. NoxymenTsl ApxuBHoro gonna P®, Haxosimuecs B ToCyJapCTBCHHOM
COOCTBEHHOCTH, IIOCTOSIHHO XpaHstcs B 23 OTBer:

1.

2.

3.

4,

8 . Kyna nepenatoTcst JOKyMEHTBI, OTHECEHHbIE K COCTaBY apXUBHOTO (hoHIA
[en3enckoit 06macTh, MPH MPUBATU3AIIH TOCYJAPCTBCHHBIX OPTaHH3aIHN
ITenzeHckoit obmacTn?

Ortser:

9. Yxaxute HOMep craThu DenepanpHoro 3akoHa «O0 apXHUBHOM JieNe B
Poccuiickoit ®e-mepanum» ot 22 okTsa0ps 2004r. Ne 125, koTopas 3anpemaet
YHHUYTOXEHHUE TOKyMeHTOB ApxuBHOro (onna PO.

OrtserT:

10. ITepeuncanure OCHOBHBIE KJIACCU(PHUKALMOHHBIE €TUHUIBI APXUBHOTO
¢onna Poccun OtBer:

1.

2.

3.

11. MoryT 111 rocyAapcTBEHHBIE OPTaHbl, OPTaHbl MECTHOTO
CaMOYIpaBIICHNUS, TOCYAapPCTBCHHBIC 1 MYHHIUITAIBEHBIC OPTaHH3aLH
nepenaBaTh 00pa30BaBIINECs, B IPOLECCE UX AEATEIBHO- CTH JOKYMEHTHI
ApxusHoro ¢porna P® B mysen, bubnnorekn, opranuzanuu Poccuiickoit
aKaJeMUHU HayK ¥ HErOCyAapCTBEHHBIC OpraHU3alnu?

OrtserT:

12.Yxaxute Homep cratbi OenepanbHoro 3akoHa «O0 apXUBHOM Jeje B
Poccuiickoit ®ene- parun» ot 22 okTsa6ps 2004r. Ne 125, koTopas
YCTaHaBJIHMBAET CPOKH BPEMEHHOTO XPaHEHHS JOKYMEHTOB APXHUBHOTO
torma PO no ux nepenaun Ha MOCTOSHHOE XPaHEHHE.

Ortser:

13. KoMy nepenarorcst JOKYMEHTHI 110 JINYHOMY COCTaBY IIPH PEOpPraHn3aluu
OpraHa rocy- JapCTBEHHOH BJIACTH, MHBIX TOCYAAPCTBEHHBIX OPTaHOB
IMenzeHckoit obmacTn?

Ortser:

14. Komy nepenaroTcsi JOKyMEHTHI 110 IMYHOMY COCTaBY IPH JIUKBHIAIIH
Oprasa rocyjaap- CTBEHHOW BJIAaCTH, HHBIX FOCYJapCTBEHHBIX OPTaHOB
IenseHckoit obmacTu?

OrtserT:

15. Kaxue Buabl OTBETCTBEHHOCTH ycTaHaBIuBaeT denepanbHbiid 3akoH «O0
apxuBHOM Jiene B Poccmiickoit @exepannm» ot 22 okTsa6pst 2004r. Ne 125 3a
HapyIlIeHHe 3aKOHO/IaTeNILCTBA 00 apXUBHOM Jsiene B PO

1.

2.

3.

[1K-4: CriocobeH pyKOBOAUTH MPOLIECCOM CKaHUPOBAHUS, BBOJIa M 00paOOTKH JIaHHBIX B CICTEME

9JICKTPOHHOI'O apXHWBa

VYnpasnser
NeSITeTbHOCTHIO
110 KOHTPOJTIO
[TK-4.1: (GyHKIMOHUPOBA
HUS, BBO/IA U
00paboTku
JTAHHBIX B

Hepeqenb TCOPETUYCCKHUX BOIIPOCOB K IK3aMCHY:

1. C3B/, a1eKTpoHHBII apXHB: ONpeAeIeHNE, IPUMEPHI, KIIacCU(PHUKALHSL.
2. OCHOBHBIE TIOHATHS ¥ NPaBUiIa opranusanui HHHOPMAIIMOHHBIX
IMPOAYKTOB U YCIIYT, 3KC1‘IepTHOI71 OLICHKHU: omnpeneneHNEe, IPUMEPHI,
KJTacCUpUKAITHSI.

3. OcCHOBHBIC METOJBI HCCIIEAOBAHMI, HCIIOJIB3YEMBIX B YACTH apXHBOB 10
JMYHOMY COCTaBY.

4.0Omnpenenenue nponecca SKCIIEPTHASA OLICHKA.




CUCTEME
AIEKTPOHHOTO
apxuBa

5.CoBpeMeHHOE COCTOSIHUE B CHCTEME aPXUBHOTO XPaHEHHUsl JOKYMEHTOB 110
JMYHOMY COCTaBY.

6.ITops10k NPOBeIEHNUS SKCTIEPTH3bI IEHHOCTH J0KYMEHTOB 110 INYHOMY
COCTaBY Ha Pa3HBIX JTAIax JIEJIONPOU3BOICTBA.

7 .KoMMieKToBaHHe apXUBOB MO IMYHOMY COCTaBY. MIcTOUHMKM
KOMIUIEKTOBAHHSI apXUBOB TI0 JINYHOMY COCTaBYy.

8.IToAroToBKa TOKYMEHTOB MO JMYHOMY COCTAaBY K apXHBHOMY XPAHCHHIO.
DopMupoBaHHE I 10 TMIHOMY COCTaBY Ul MIEPEAAYH B BEIOMCTBEHHBIN
apXWB.

9.0praHu3anys MOArOTOBKH K apXUBHOMY XPaHEHHIO U apXUBHOE XPAHCHNE
Pa3HBIX BUAOB JOKYMEHTOB 10 JUYHOMY COCTaBY (IIPHKA3bI 110 JINIHOMY
COCTaBY, JINUHBIE KAPTOUKH, JIUIEBHIC CUETA, PETUCTPAIIIOHHBIC KHUTH).
10.ITopsimox hopMHpOBaHUS TUYHOTO JEa.

11.TpeboBanus K OpraHU3alMy XpaHEHUS TPYIOBBIX KHUKEK.

12 .Vicnonb30Banue aBTOMATH3MPOBAHHBIX TEXHONOTHI ydeTa apXUBHBIX
JIOKyMEHTOB I10 JINYHOMY COCTaBY.

13.VcrpoiictBo 1 060pyI0BaHIE APXUBOB MO THYHOMY COCTaBY B
OpraHu3anusax U apxuBax.

14 .®akrops! paspylienns 10KyMEHTOB 110 IMYHOMY cocTaBy. KoHTposb
HaIM4HsL ¥ PU3NIECKOTO COCTOSHHS JOKYMEHTOB IO INYHOMY COCTaBYy.
15.0co6enn0CcTH yueTa 1 COXPaHHOCTH JOKYMEHTOB MO JIMYHOMY COCTaBY M
MOPSJIOK MX Mepeiayl Ha XPaHEHHE B CITydae JIMKBUAAINN FOPHITIECKOTO
JvIa.

16.0pFaHH33HI/IH 3allIUTBI APXUBHBIX JOKYMCHTOB I10 JIMYHOMY COCTaBYy OT
HECaHKIIMOHUPOBAHHOT'O JIOCTYIIA.

17. Kakue I/IH(i)OpMaI_II/IOHHBIC MMPOAYKTHI U YCIYI'U Bor 3HAcCTC,
IIPUBEIUTE IPUMEPDI UCIIOJIB30BaHU UX B apXHUBax I10 JIUIHOMY
COCTaBy

18. Kopobounas COJ] LanDocs — mosHoeHHast. Cuctema
OnexkTpoHHOro JIokyMeHT0000pOTa /Ui KaKUX KOMIaHUN OHa

HOJAXOAUT B UCOJIb30BAHUU
1. Coenamp ananuz 0aHH020 0OKymenma
2. IIpoananusupytime npasuibHOCmb 0hopmaeHus




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

Ne Hmpenc Aata AroToB oK JOKYMeNTS
AOKyMONTA AOKyMeNTa
1 2 3 +
1 Hononviesiue X AUSHOMY AUCMKY NO ysemy
xadpoe
2 19.03.2012 | Jluwnisdl AUCmoK no ywemy kadpoe
3 19.03.2012 | Aemobuozpapus
4 | ONM827527 | 26.06.2001 | Konus dunnoma
5 10/12-mad 19.03.2012 | Tpydosou doeosop
6 45-x 19.03.2012 | Konus npuxasa o npueste wa pabomy
Htoro
(anjpan 3 spoancie

KOMHUeCTBO THCTOB BHYTPEHHEA ONHCH

(Emdpasen » npasec)

MacnexTop Wupoxoea

(mcooma)

19.03.2012

Hepeqeﬂb TECOPETUICCKHUX BOIIPOCOB K IK3aMCHY .

1. KoMmuiekroBaHHE apXWBOB [0 JIHYHOMY COCTaBy. VICTOYHHKH
KOMIUICKTOBAHHS apXUBOB II0 JTUYHOMY COCTaBY.
2. TloaroroBka NOKYMEHTOB II0 JHMYHOMY COCTaBy K apXHBHOMY
xpaHeHn0. DopMHUPOBaHKE € 110 JTIHYHOMY COCTaBY JJIs TIEpeIayuu
Pa3pabatsiBaer P PP Y Y P
B BEJIOMCTBEHHbII apXUB.
JIOKAJIBHBIC 3. OpraHusanusi TOATOTOBKH K apXMBHOMY XDAaHEHMIO U apXMBHOE
HOPMAaTHUBHBIC XpaHCHUEC pa3HbIX BHJAOB JOKYMCHTOB IIO0 JIMYHOMY COCTaBYy
AKTBI II0 (IpuKas3kl 1O THYHOMY COCTABY, JIMYHBIC KAPTOYKH, JIUIIEBBIC CUETA,
BOIIPOCAM . l;ZIeH/ICTpaugIoHHI)Ie KHUTH).
. Topsimok popMHUPOBaHHS JIUYHOTO JENA.
[1K-4.2 OpraHu3aIu 5 T PR PP .

. TpeboBaHus K OpraHU3aLMU XPAHEHHS TPYAOBBIX KHIDKEK.
nponecca 6. Tlopsok mepenauyu JieN Mo JMYHOMY COCTaBY B BEIOMCTBEHHBIM
CKaHUPOBAaHUA B apXuB.
cUCTEME 7. TpeboBaHHs K COCTABICHHUIO OIKCH JIeJ [0 TMYHOMY COCTABY.
IEKTPOHHOTO 8. TlopsiOK YHHYTOXKEHUS APXMBHBIX KaJpOBBIX JIOKYMEHTOB C

HCTEKIITMM CPOKOM XPaHEHHSI.
apxuBa
9. Opranuszaiys ydera JOKYMEHTOB 110 JIMYHOMY cocTaBy. Cucrema
YYeTHBIX JOKYMEHTOB, HMX IesieBoe HasHaueHne. OcoOeHHOCTH
ydera JOKyMEHTOB I10 JIMYHOMY COCTaBY B apXHMBaX OpraHH3aIuil 1
rOCYJapCTBEHHBIX apXHUBaX.
OcymecTBiser 1. Pemminth npoGnemMuyto 3anauy: [lepBas HOMEeHKIaTypa e
CTpaTeTuuecKoe obu1a cocrasiieHa B 3AO «3Be3ma» 10 ser Hazaxm. Torma xe
MK-4.3 IJIaHUPOBAHUC U CCKpCTApEM TI'CHCPAJIbHOIO AUPCKTOpa IO THUIIOBOMY
' MOCTPOCHUE MIEPEYHIO OBLIM ONPEJICIICHBI CPOKU XPaHCHHSI IOKYMEHTOB.
IPOLIECCOB CpokH XpaHEHHUS HEKOTOPBIX JIOKYMEHTOB, KOTOpBIE HE

CKaHMPOBAHM,

COJICPKAINCH B IICPCYHE, ObLIN YCTAHOBJICHEI «HaA I'JIa30K» U




BBOJIA U
00paboTku
JIAHHBIX B
cucTeMe
3JIEKTPOHHOTO
apxuBa

4acTO HE  COOTBETCTBOBAIM  PEaJbHOMY  3HAYECHUIO
JIOKyMEHTOB. B nocienyromue rosl HOMEHKJIATypa MpOCTO
[IepENNChIBAIACh, CPOKHA XPAHEHUS HE YTOUHSUIUCE.
M3menunace 1M K HACTOSIIEMY BPEMEHH HOPMAaTHUBHO-
METOANYECKasi OCHOBA, ITO3BOJISIOIIAS C JOCTATOYHOU CTEIEHBIO
O00BEKTUBHOCTH YCTaHAaBJIMBAaTh CPOKU XPaHEHUS JOKYMEHTOB B
aKkMoHepHbIX obmecTBax? Kakue HOpMaTHBHBIE JOKYMEHTHI
MOKHO PEKOMEHI0BaTh AaHHOMY OOIIeCTBY AJIsi ONIpEaeIICHUS

2.1lpu mpoBeAEHHUU 3KCHEPTU3bl LIEHHOCTH JOKYMEHTOB B
JIeJIo- TPOU3BOJACTBE OpraHU3allMu AKCHEPThl OOpamaiu
BHHUMAaHUE Ha cjie- TyHollee:
a) 3HAYUMOCTb YINPABICHUECKUX (QYHKIMH, A5
pean3aly KOTOPBIX UCIOIb30BAINCH JOKYMEHTHI;

0) B Kakod TEpUOJ TOSBWIMCH WU  OBLIM
UCTIOJIB30BaHbl JOKYMEHTHI (CO3[JaHME OpraHU3aIliH, ee
peopraHu3alys, BHITOJTHEHUE OCOOBIX 3aJaHHi | T. II.), KX
3HAYCHUE ISl OPraHU3alNu;

B) OTPaXkaroT JIM JIOKYMEHTHI OCHOBHYIO J€STEIHHOCTD
OpraHu3aly WU peaanu3alnio OJHON KOHKPETHOM 3aa4u
W, CJENOBaTeIbHO, MOIYyT JM HCIOJIb30BaThCi B
CIIPABOYHBIX LIENIAX;

r) 9TO0 COOOW TpeACTaBIsACT TOKYMEHT: OpPUTHHAII,
JyOJIETHBIN SK3EMIUISP WK KOMHS;

J) TOBTOpsieTcss JHU HHpOpMAIMs B  JAPYrux
nokymeHTax. Ecnu moBTopsieTcs, TO B Kakux (opMax H
o0BeMax;

€) MpaBUIBHOCTH O(GOPMIICHUS
JOKYMEHTOB; )  PEKBU3UTHI,
YIOCTOBEPSIOIIHUE TOKYMEHTHI.

[lo kakuM KpuTepUsAM B JaHHOM Clly4ae IPOBOIUIIACH
OLICHKA IOKYMEHTOB?

0) ITopsinok npoBeneHust NPOMEKYTOYHOM aTTeCTALMH, TOKA3ATEJM U KPUTEPHH

OICHUBAHUA:

IIpomexxyTouHass arrTecTanus I0 JUCLUUIUIMHE BKIIOYAECT TEOPETUYECKUE BOIPOCHI,
MO3BOJIAIONINE OLIEHUTh YPOBEHb YCBOEHHUS OOYyYaIOIIMMUCS 3HAHUM, U MPAKTUYECKUE 3aJaHUS,
BBISBIISIOLINE CTENIEHb CPOPMHUPOBAHHOCTH YMEHUH U BIIaICHUH, TPOBOAUTCS B OpME IK3aMEHa.

OK3aMeH 1O JaHHOW IUCHMIUIMHE MPOBOJUTCS B YCTHOM (QopMe MO TEOPEeTHUECKUM
BOIpocam (2 BOIIpoca) ¢ 3aIlUTOM dcce U Keiica.

Ioka3aTeu M KpUTEPUH OLICHMBAHUSA IK3aMEHA:

— HA OLEHKY «OTJMYHO» — CTYJIEHT JOJDKEH IOKa3aTh BBICOKMI yYpOBEHb 3HAHHWU HE
TOJIKO Ha YPOBHE BOCIIPOM3BENEHHS M OOBSICHEHHS MHPOPMALUU, HO U HUHTEIUIEKTyallbHbIE
HaBBIKU PELICHUS MpoOeM U 33a4, HaX0XKJIEHUS! YHUKAJIbHBIX OTBETOB K Mpo0jemMaM, OLICHKU U
BBIHECEHUsI KPUTUYECKUX CYXKICHUM;




— Ha OLICHKY «XOpOLIO» — CTYJIEHT JOJDKEH II0Ka3aTb 3HAHWS HE TOJBKO HAa YPOBHE
BOCIIPOU3BECHHUS U OOBSICHEHUS MH(OpMAIMKM, HO U HHTEUIEKTyalbHbIC HABBIKH PEIICHUS
npoOJeM 1 3a1a4, HaX0XKICHUS YHUKAJIbHBIX OTBETOB K MpodiieMam;

— Ha OLICHKY «YyAOBJICTBOPHUTEJIBbHO» — CTYICHT IOJDKEH II0Ka3aTh 3HAHUSA Ha YPOBHE
BOCIIPOM3BECHHUS U 00BSCHEHUSI MH(POPMAIIUH, UHTEIUICKTyalbHbIE HABBIKH PEIICHHUS MPOCTHIX
3ajad4;

— Ha OLICHKY «HEY/A0BJIETBOPUTEILHO» — CTYJICHT HE MOXKET I10Ka3aTh 3HAHUS HA YPOBHE
BOCIIPOU3BECHUS U O0BSICHEHUSI MHPOPMALIUY, HE MOKET II0Ka3aTh HHTEJUIEKTyaJbHbIE HABBIKU
pELIeHUs IPOCTHIX 3a1ad.

Ipuioxkenue 3

Mertoanueckue yKkazaHus M0 JUCHUILTHHE «APXUBBI JOKYMEHTOB I10 JIMYHOMY COCTaBY» C HX
MOMOIIIbIO OOy4aromrecs: 6€3 TpyAa CIpaBsITCs CO BCEMU KOHTPOJIbHBIMU MEPOTIPUATUSIMHU.

PA3JAE/J 1. IIOHATHUE APXUBOB II0 JIMYHOMY COCTABY U HX
HOPMATHUBHAA PETJIAMEHTALIUA

Tema 1. Cocmae 0oKymenmayuu, Xpanumoi 6 apxueax no 1UYHOMy cocCmagy

JIOKyMEHTBl 10 JIMYHOMY COCTaBy - Ba)KHas COCTaBJIAIOLIAs HALMOHAJIBHBIX
MH(}OPMaLIMOHHBIX pecypcoB cTpaHbl. [IpakTnyeckas BOcTpeOOBaHHOCTD 3TOTO BH/Ia IOKYMEHTOB
peanm3yeTcsl 0 BYM OCHOBHBIM HAaIlpaBiICHHUsSM. Bo-NepBBIX, B LENSIX COLMAIBHO-IIPABOBOM
3alllMThl TpakJaH INpPU HCIOJHEHUH COLMAJIbHO-IIPABOBBIX 3allPpOCOB O MOATBEPKACHUU
TPYAOBOTO CTa)ka, pa3Mepax 3apabOTHOMN IIIAThI, MPOXOXKACHUH CIYXKObl B BOOPY)KEHHBIX CHUJIAX,
HarpakJIeHUu TOCYJapCTBEHHBIMU HarpajaMd W TMPUCBOCHUM TOYETHBIX 3BaHUM U T.J.
Bo-BTOpBIX, IpU NpPOBEIEHUM HAYYHBIX MCCIEJOBAHUN B OOJIACTH COLMAIBHOM HCTOpUU -
KYJIbTYpPOJIOTHYECKUX, COLIMAJIbHO-EMOTpaPUUECKHUX, UCTOPUKO-OnorpapuiecKkux,
TEHEAIOTUYECKUX, COLIMOTIOTMYECKUX, IIOJUTOJIOTMYECKUX U TIP.

CornacHo ®@3Ne 125 2004 r. «O6 apXuBHOM Jiee» CT. 3 1.3 «IOKYMEHTHI 1O JUYHOMY
COCTaBY» — 3TO apXHUBHBIE JOKYMEHTBI, OTpa)alollUe TPYIOBbIE OTHOIIEHUS pPaOOTHUKA C
paboTomaTenem.

K noxkymeHTam 1o JIMYHOMY COCTABY, MMEIOIIIUM J0JITOBPEMEHHbIN CPOK XpaHEHMUS,
OTHOCHATCS:

1. pacnopaauTenbHble AOKYMEHTbl (MPUKasbl, PacnopsXeHus, 3anuckW, 3ameHstoLue
NPUKasbl NO JIMYHOMY COCTaBY, NMOCTAHOBNEHUA O NMPUEME, YBOJIbHEHUM, NepeMELLEHUM, NOOLLPEHUH,
npemmnpoBaHnK paboTHUKOB K Ap.).;

2. yyeTHble [AOKYMEHTbI: CMUCKM /IMYHOTO COCTaBa, B TOM 4MCae CNUCKM paboTHMKOB,
3aHATHIX HA NPOM3BOACTBE C BpeAHbIMU YCNOBUAMM TPYAA;

3. andaBuTbl NPUKA30B MO MYHOMY COCTaBY;

4, KapTOYKM MO y4eTy IMYHOrO COCTaBa, B TOM YMCNEe BPpEMEHHbIX paboTHMKOB (dpopma T-2);

5. JIMYHbIE Aena COTPYLAHWKOB (B TOM uMCNe /AIMYHble Aena /uvu, NpeacTaBleHHbIX K

NPUCBOEHUIO MOYETHOrO 3BaHMA, aTTeCTaUMOHHble Aena, JAesa KOMaHAHO-Haya/ibCTBYIOWEro W
NOJIMTUYECKOro COCTaBa, NepPCoHabHble Aena);

6. NiMueBble cyeTa PaboOTHUKOB MO 3apaboTHOW NaaTe (B TOM YMc/ie Tabyaarpammbl, NpU UX
OTCYTCTBMM MNOANEKAT ONMUCAHMIO PacyeTHble BEAOMOCTM MO 3apnaare);

7. aKTbl O HECYACTHbIX C/yYasX, CBA3AHHbIX C NPOM3BOACTBOM;



8. AOKyMeHTbl 06 aTTecTaymm n TapndmKkaumnm;

9. Tabenun n Hapsapl PaboTHMKOB BpeaHbIX Npodeccuis;

10. TPYyAOBble A0roBOpbl (KOHTPaKTbl), TPYAOBble COrNallEHWs, He Bollealwune B COCTaB
JIMYHBIX Aen, TPYA0Bble A0roBOPbl (KOHTPaKTbI), TPYAOBbLIE COTNALLEeHUs, 3aMEHSIOLLINE INYHbIE AeNa;

11. NMPOTOKO/bl 3acefaHnUii KOMUCCUI MO YCTaHOBAEHUIO TPYAOBOrO CTarka ANA BbiNAaThl
HaabaBKM 3a BbICAYTY NET;

12. OOKYMEHTbI (NpeacTaBaeHns, Xo4aTalicTBa, XapakTepuUCcTMKK, aBTobrorpadum, BbINUCKU

M3 pelleHuin, NOCTaHOBNEHUA U Ap.) O NpeacTaBfeHUn PabOTHMKOB OpraHM3auMu K HarpaxaeHuio
rocyfapcTBEHHbIMU M BEAOMCTBEHHbBIMW Harpagamm, NPUCBOEHMIO 3BaHWUN, MPUCYKAEHUIO NPEMUIA;

13. CMUCKU PabOTHUKOB, YXOAALWMX Ha SIbFOTHYIO NEHCUIO;

14. WTATHbIE PACCTAaHOBKM;

15. KHUMM (KapTOYKK) yuyeTa npuema, nepemelleHns (nepesoaa), yBosbHEHNA PabOTHMKOB.
16. HeBOCTpPebOBaHHbIE JINYHbIE AOKYMEHTbl PabOTHUMKOB (TPYLOBble KHWUMKKW, BOEHHblE

6MJ'IETbI, cBnAaeTenbCTea O PpoXAeHUN, 0b O6pa3OBaHVIM, ANNNOMbI, aTTECTATbl U ,a,p.).

Cpoxk xpaHeHHs yKa3aHHBIX JIOKYMEHTOB B cooTBeTCTBUH ¢ [lepeunem — 75 ner.
Kpowme Toro, K AIC TaKKe OTHOCSAT:

1. B NPeACTaBUTENbHbIX OpraHax B/ACTM M MECTHOFO CaMOYNpaBAEHWUA: NepPCOHasbHble
KApTOYKM yyeTa AenyTaToB;

2. B CE/IbCKUX afMUHUCTPALLUAX: LOMOBbIE KHUIM 418 NPONUCKU FpaxKaaH;

3. Ha NpeanpUATUAX CENIbCKOrO X03AMCTBA: KHUIM yYeTa TpyAa U pacvyeToB ¢ paboTHMKamu;

4. B HErocyAapCTBEHHbIX OpraHM3aLmaAx, Ha NPeanpUATUAX, He ABAAIOLLMXCA MCTOYHMKAMMU

KOMMJIEKTOBAHUA: NMPOTOKOJIbl O6LWNX COBpaHUt yupexaeHni, aKUMOHEPOB, PabOTHMKOB, peLuaBLInX
KagpoBbie BONPOChI;

5. B KOMUTETAX, OTaenax aﬂ,MMHMCTpaLI,VIl;‘I ropoaos, paVIOHOB no o6pa303aHM|o:
AOKYMEHTbI N0 NAaTPOHNPOBAHUIO U ONEKE;
6. B UEHTpPaxX 3aHATOCTUM HaceneHna wnu MUrpauymnoHHbIX cny>K6ax: IM4Hble Aena

6eBpa60THbIX, KapTO4YKU y4eTa n O6CﬂeAOBaHMﬂ 6e>-KeHL],eB 1 BblHYXXAEHHbIX NepeceneHLeB.

Takum oOpa3oM, apXuB MO JHYHOMY COCTABY — CaMOCTOSITEJIbHOE YUPEXKICHHE WU
CTPYKTYPHOE HOApa3/eIeHIE YIPESKACHU, OCYIIECTRIIAIONIEE KOMIIJIEKTOBAHNE, XPaHEHHE, YUET
U MCII0JIb30BaHKE JOKYMEHTOB I10 IUYHOMY COCTaBY.

[Ipy nuKBMAALMM HErOCyIapCTBEHHBIX OpPraHM3aluii, B TOM 4YHUCIE B pE3yibTare
0aHKpOTCTBa, 00pa3oBaBIIMECS B IMpOLECCe HX JEATENbHOCTH M BKIIOYEHHbIE B COCTaB
ApxusHoro ¢ponaa PO 1oKyMeHTHI 110 JINYHOMY COCTaBY, a TAK)K€ apXUBHBIE IOKYMEHTHI, CPOKU
BPEMEHHOI'0 XPaHEHMsI KOTOpBIX HE MCTEKIM, MNEepeAaroTcs JMKBUAAMOHHOW KOMHCCHEH
(JIMKBUIATOPOM) UM KOHKYPCHBIM YIIPABIISIOIIUM B YHOPSIOYEHHOM COCTOSIHUM HA XpaHEHHE B
COOTBETCTBYIOLMI TIOCY/IapCTBEHHBIH MM MYHMLUNAIBHBIA apXMB Ha OCHOBAaHMM JIOIOBOpA
MEXy JUKBUAALUOHHOW KOMHCCHEH (JIMKBHIATOPOM) WJIM KOHKYPCHBIM YIPAaBISIOLIUM U
rOCyJapCTBEHHBIM WM MyHUIIUTIATIBHBIM apXHBOM.

[Ipu 3TOM NMHUKBUAALIMOHHAS KOMHCCUS (JIMKBUAATOP) UM KOHKYPCHBIN YIPaBIISIOMINN
OPraHU3yIOT YIOPSI0UYEHHE APXUBHBIX JOKYMEHTOB JIMKBUIUPYEMOM OpraHu3aluy, B TOM YHCIe
OpraHu3alyy, JMKBUIUpYyeMoi B pe3yibTaTe 0aHkporcTBa (4. 10 cT. 23 3akona 00 apxuse).

OpranuzanusM (He3aBUCUMO OT (GOpM COOCTBEHHOCTH) PEKOMEHIYETCs BKIIIOUaTh B CBOU
YCTaBbI (HO.]'IO)KeHI/IH) CIICIIUAJIBHBIC ITYHKTBI. B #ux JOJIDKHBI OLITH IMPOIMKCaHbl BCE BOITPOCHI,
Kacarollyecss ydyera M COXPAHHOCTH JIOKYMEHTOB IO JIMYHOMY COCTaBy M CBOEBPEMEHHOMH
nepeayn uX Ha XpaHEeHUe B CITyvae JIMKBUIAIMH IOPUINIECKOTO JIUIIA.

Ecnu pa3zbupath 0cOOEHHOCTH apXMBOB IO JIMYHOMY COCTaBY MPEANPHUIATUN, TO CIEIyeT
yKa3aTh, YTO Jejla IMOCTOSHHOTO W JIOJTOBPEMEHHOTO XPAaHEHWs, BKIOYas JOKYMEHTHI II0
JMYHOMY COCTaBY, N€PEJAIOTCS B apXUB OpraHU3alliy He MM03Hee YeM Yepe3 TPH rojia mocie ux
3aBepIICHHS B JIEJIONPON3BOACTBE. Jlena nepenaBaiite mo rpaduky, yCTAaHOBICHHOMY apXHBOM.
OH nomkeH OBITh COTJIACOBAH C PYKOBOJIUTENSIMU CTPYKTYPHBIX TOJpA3ACICHUI U yTBepKIeH
pykoBoauTeneM opraHu3anuu. CraToOYHbIe OMHMCH JIeN IS UX Tepeaddl B apXuB COCTABISIET
CTPYKTYpPHOE OJIpa3/ieieHne (KaapoBas ciayx0a) B TpeX dK3eMILIApax.



ApXUBBI TIO JIMYHOMY COCTaBy, B TOM 4YHCIE MOTYT IPEACTaBIATh COOOH apXuB
JIEKTPOHHBIX JOKYMEHTOB. 111 3¢ppeKTUBHOrO norcka MHPOPMALUU PUEMIIEMBIM PELICHUEM
BBICTYyNaeT OUM(POBKA, CKAaHHUPOBaHHE OYMa)KHBIX OpPUTHMHAJIOB JIMYHBIX Jen. [IpukazoB 1o
JUYHOMY COCTaBy U T.J. B cBOI0 ouepenp, meperaya B apXWB AIIEKTPOHHBIX KaJpOBBIX
JIOKyMEHTOB MMeEET psl OcoOeHHOocTe. Ecin CcTpykTypHOE Iozapa3jelieHue INepefacT Ha
XPaHEHUE B apXHUB OPTaHU3ALNHN IEKTPOHHBIE JOKYMEHTBI, TO IIPOLEAypa Iepeadyn COCTOUT U3
CIIEIYIOIINX 3TAIOB!

NpoBepKun GU3NYECKOro COCTOAHNA HOCUTENE SIEKTPOHHbIX JOKYMEHTOB;
3anMCK 3NEKTPOHHBIX AOKYMEHTOB Ha MALLIMHHbIE HOCUTENN;

NPOBEPKM KayecTsa 3anucy;

NPOCTaBNEHNA apPXMBHbIX LWUMPPOB Ha eAMHULAX XpaHeHUA (Ha pyTaapax);

5. OMNWCaHWUA INEKTPOHHBIX AOKYMEHTOB M NOArOTOBKM KOMMJ/IEKTA CONPOBOAUTENBHOM
“HdOPMaLMK (B T. 4. COCTABAEHMA ONUCH).

CoTpynHUK apxuBa NPUHUMACT KaXXJIO€ EJI0 B NPUCYTCTBUU COTPYJHHUKA KaIpOBON
CITY>OBI.

[Ipumepom crieMaTM3UPOBAHHOIO YYPEXKIECHUS — apXHBa IO JINYHOMY COCTaBY MOXKET
NOCITYKUTh JiedaTeabHOCTh ApxuBa KaapoBoil gokymeHtanuu CAO (Mocka). DTOT apxuB
KaJJpOBOM JIOKYMEHTAIlUH OCYILECTBIISET XpaHEHHE OTHOCSIIUXCSA K €ro Npoduio JOKYMEHTOB
ApxuBHOro ¢oHga MOCKBBI B COOTBETCTBHM CO CPOKAMH, YCTAHOBJIEHHBIMHU JIEHCTBYIOIINM
3aKOHOJATEIbCTBOM. B coOcTaB JOKYMEHTOB apxuBa KaJpOBOM JOKYMEHTALMH BXOJSAT:
JIOKYMEHTBI 110 INYHOMY COCTaBY U JOKYMEHTbI II0 OCHOBHOM JI€ATEIbHOCTH BPEMEHHOI'O CPOKa
XPAaHEHUs JIMKBUIWPOBAHHBIX OPraHU3AaLMK B CIy4yac OTCYTCTBMS y HUX IIPAaBOIPEEMHMKA U
BBIIIECTOSIILIETO0 MO  MOJYMHEHHOCTH  OpraHa  pas3iu4yHblX  (GOopM  COOCTBEHHOCTH,
3apETUCTPUPOBAHHBIX B HAJIOIOBOM OpPraHe Ha TEPPUTOPUHU AJIMUHUCTPATUBHOIO OKpyra U He
SBIISIBIIMXCSI MCTOYHMKAMH KOMIUIEKTOBaHHSA (elepaibHbIX, [EHTPAIbHBIX TOPOJICKUX,
BEJIOMCTBEHHBIX U O0bEIMHEHHBIX BEJOMCTBEHHBIX apXMBOB; KOIUU APXUBHBIX TOKYMEHTOB Ha
npaBax IOJJUHHUKOB, CTPaxoBOH (HOHA KOMUH JOKYMEHTOB MO MNpOQUI0 apxuBa, (QOHJ
NOJb30BaHUSA. ApPXUB XPAaHUT Y4YETHbIE JOKYMEHThl M apXUBHBIE CIIPABOYHUKM (OIMCH,
KapTOTEKH, yKa3aTelu, MyTeBOAUTENU, 0030pbl OHIOB U JIp.), IEYaTHBIE U IpYrHe MaTepualbl,
JIOTIOJIHSAIONINE coJiepkaHue (DOHIIOB apXHMBa. ApPXUB MOXKET OCYIIECTBIATH JEMO3UTapHOE
XpaHEHUe JOKYMEHTOB ApXUBHOTo (oHa MOCKBBI B MOPSAJIKE U HA YCIOBUSX, ONPEAENIeMbIX
noroopom I'maBapxuBa MoCKBBI ¢ COOCTBEHHUKOM JIOKYMEHTOB.

Tak e ocymectBiaser cBolo paboty [ocymapctBennoe Kazennoe VYupexaeHue
KpacHomapckoro kpas «ApXWB AOKYMEHTOB IO JIMYHOMY cocTaBy KpacHomapckoro kpas».
ApXMB JOKYMEHTOB I10 JIMYHOMY COCTaBy ObUI CO3JaH pELIEHHUEM IJIaBbl aJIMUHUCTPALNN
Kpacnonapckoro kpas Ne 27 ot 03.02.1993 rona, ¢ nenpro 3aliUThl IpaB U 3aKOHHBIX HHTEPECOB
rpakaaH, MPeNIoTBpAllleHUusl yTpaThl JOKYMEHTOB IO JUYHOMY COCTaBYy JIMKBMJIMPOBAHHBIX
YUPEXKJIEHUHN, OPraHNu3alni U NPEANPUATUN KPA€BOTO YPOBHSI.

OCHOBHBIE 3aJ1a4¥ apXUBa:

1. obecneyeHne COXPaHHOCTU 1 FOCYAAPCTBEHHDBIV YHET AOKYMEHTOB MO IMYHOMY COCTaBY;

2. KOMMIEKTOBAHME apx1Ba JOKYMEHTaMM MO IMYHOMY COCTaBY IMKBUAMPOBAHHbIX
OopraHusaumin npeanpuaTnin peaepanbHOM, KPaeBoi, CMeLaHHOoM U gpyrux ¢opm cobCcTBEHHOCTU He
MMEIOLLMX NPaBONpPeeMHUKOB;

PwNPE

3. MCMOSIHEHWNE COLMANBHO-NPABOBbIX 3aNPOCOB OPraHU3aLMIA U FPaXKAaH;
4, pecTaBpaumsa apXMBHbIX JOKYMEHTOB Ha 6yMarKHOM OCHOBE;
5. MUKPOOUIbMUPOBAHME SOKYMEHTOB C LLe/IbI0 CO34aHNA GOHAA NONb30BaHUSA U

CTpaxoBoro poHAa LOKYMEHTOB.

Tema 2. Hopmamuenan 6aza pyHKYUOHUPOSAHUA APXUEOE NO TUUHOMY COCIAGY
OCHOBHBIM HOPMATHBHBIM aKTOM B 3TOH cdepe sBisercss DenepanbHBIA 3aKOH OT 22
okTs10pst 2004 ronma Nel25-®3 «O6 apxuBHOM nene B Poccuiickoit @eneparumny. JlaHHbIN
@denepanbHblil  3aKOH  peryjJupyer OTHOIIEHUs B cdepe OpraHu3all  XpaHEHMs,
KOMIUJICKTOBAHUS, y4yeTa M HCIIOJIb30BaHUS JIOKyMEHTOB ApxuBHOro ¢onga Poccuiickoit



®denepaliiv 1 JPYTUX apXUBHBIX JTOKYMEHTOB, HE3aBUCUMO OT UX ()OpM COOCTBEHHOCTH, & TAK¥Ke
oTHolIeHUs B cepe ympaBieHUs: apXxuBHbIM aenoM B Poccuiickoit denepanuu B mHTEpecax
rpaxaH, o0IIecTBa U rocy1apcTaa.

Crarps 17 ®enepanpHoro 3akoHa oT 22 okTsa0ps 2004 roma Nel25-d3 «O6 apXxuBHOM
nene B Poccuiickoit ®enepanuuy yCTaHABIMBAET OOIIYI0 OOS3aHHOCTH IO OOECIEUYEHHIO
COXPaHHOCTH JOKYMEHTOB, B TOM YHCJI€ JOKYMEHTOB 10 JINYHOMY COCTaBY, /Ui Jit0O0OT0 CyOBheKTa
XO03UCTBEHHOM JEATEIHHOCTH: TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CAMOYTIPABIICHHUS],
OpraHM3alii W TpaxJIaH, 3aHUMAIOIIMECS MNPEANPUHUMATEIBCKON eATeIbHOCThIO 0e3
00pa3oBaHusl IOPUAMYECKOTO JIMIA, B TEUYEHHE CPOKOB MX XPAHEHHS, YCTaHOBJICHHBIX
denepanbHbIMU  3aKOHAMH, WHBIMH HOPMAaTHBHBIMU TIPaBOBBIMH akTamu Poccuiickoii
®denepainu, a TAKKe MEPEUYHSIMU JOKYMEHTOB.

B cootBercTBHHM co cTaThelt 3 denepanbHOro 3akoHa oT 22 okTs0pst 2004 roga Nel25-D3
«O06 apxuBHOM pene B Poccuiickoit denepanuny»:

«ApxuBHblil pona Poccuiickoit Deaepanuvl - ICTOPUIECKH CIOKUBIIAACS M MOCTOSTHHO
MOTIOJIHAIONIASICS COBOKYIMHOCTh aPXMBHBIX JIOKYMEHTOB, OTPAXaIOIUX MaTEePHAIbHYI0 U
JyXOBHYIO KM3Hb OOIIECTBA, UMEIOIINX UCTOPUUECKOE, HAyYHOE, COIIMAIbHOE, IKOHOMUYECKOE,
MOJIMTUYECKOE M KYJIbTYpHOE  3HAUEHHUE,  SIBJISIONIMXCA  HEOTHEMJIEMOM  YacThlO
HUCTOPUKO-KYJIBTYPHOIO Hacienuss HapoaoB Poccuiickoit ®enepanuu, OTHOCAIIUXCA K
MH()OPMAIIMOHHBIM pecypcam M MOJISKAIIUX TOCTOSHHOMY XPaHEHUIOY.

[Tox apXuBHBIM JOKYMEHTOM IOHUMAETCSL:

«MaTepUATbHBIA HOCUTEINb C 3a)MKCHPOBAHHOW Ha HEM MH(OpPMAaLUEH, KOTOPBII NMeeT
PEKBU3UTHI, TIO3BOJISIONINE €r0 UACHTU(UIIMPOBATh, U TOJICKUT XPAHEHHUIO B CHUITY 3HAYMMOCTH
YKa3aHHBIX HOCHUTENS U HHPOPMAIIMH [Tl TPaXKIaH, OOIIECTBA U TOCYIaPCTBAY.

B cBow ouepens, mon gokymentom ApxuBHoro ¢onna Poccuiickoit denepanuu
MMOHUMAETCS:

«AapXUBHBIM JOKYMEHT, IPOLIEAIINI SKCIEPTU3y LHEHHOCTU JOKYMEHTOB, IOCTaBICHHBIN
Ha TOCY/IapCTBEHHBIN YUET U MOICKANTUN TOCTOSHHOMY XPaHEHUIO.

[Topsimok opraHu3anuu XpaHEHUs JTOKYMEHTOB 3aBUCHUT OT CTaTyca KOMMEPYECKOM
opraHu3ani. BaXHBIM OTJIMYUTENHHBIM TIPU3HAKOM SIBJISIETCSI BKJIIOUYEHHE KOHKPETHOMU
OpraHu3aly B CIHCKM MCTOYHUKOB KOMIUIEKTOBAHHUS TOCYJAPCTBEHHBIX U MYHMIIMIAIbHBIX
apXMBOB apXUBHBIMH JOKYMEeHTaMH (dacth 2 ctatbi 20 denepanbHOro 3akoHa oT 22 OKTAOPS
2004 roma Nel25-®3 «OO6 apxuBHOoM jnene B Poccuiickoit ®enepauuny»). Bximrodenue
KOMMEPYECKUX OpraHM3allfil B yKa3aHHbBIE CIIUCKHU OCYIIECTBIISIETCS HA OCHOBAaHWH JIOTOBOpA C
COOTBETCTBYIOIIIMM TOCYAApPCTBEHHBIM WJIM MYHUIMNAIbHBIM apXUBOM. B opranuzanusx
(MCTOYHUKAX KOMIUIEKTOBAHUS) IO HMCTEUYEHUU CPOKOB XPAHEHHUS MPOBOJUTCS COBMECTHO C
YIIOJTHOMOYEHHBIM OpPraHOM TOCYAapCTBEHHOM BiacTu cyowbekra Poccuiickoit ®eneparuu B
00JacTi apXWBHOTO jena, ['ocapXuBOM 3KCIEpTH3a LIEHHOCTU psija JOKYMEHTOB Ha MPEIMET
BKIIIOUEHUS B cocTaB ApxuBHOTO oHna Poccuiickoit denepanuu.

[Tocne mpu3HaHUS apXWUBHBIX JTOKYMEHTOB KOMMEPYECKHUX OpraHu3anuil (MCTOYHHKOB
KOMIUIEKTOBaHUS) JOKyMeHTaMu ApxuBHOro ¢oHaa Poccuiickoit denepaiinu ux yHUITOKECHHE
HE JIOMYyCKAeTCs, a WX XPaHCHHE MOXKET OCYIIECTBISITHCS KOMMEPUYECKOW OpraHu3aluen
CaMOCTOSITENILHO 100 OHU MOTYT OBITh MTEpPeIaHbl TI0 IOTOBOPY Ha XPaHEHHE B TOCYIapCTBEHHBIN
WIM MYHUIUNANbHBIA apxuB, OMOMMOTEKYy, My3eil, a Takxke B opraHuzanuioo Poccuiickoit
akajeMuu Hayk (dactb 3 crateu 21 deaepanbHoro 3akoHa oT 22 okts0pst 2004 romga Nel25-03
«O06 apxuBHOM peine B Poccuiickoit deneparumny).

Te apxuBHBIE TOKYMEHTHI, KOTOpbIEe HE OBUIM BKIIOYEHBI B COCTaB JOKYMEHTOB
ApxusHoro ¢onaa Poccuiickoit @enepanuu, a Takxke JOKYMEHTBI, XpaHALIUECS y OpraHU3alNi,
HE SBISIOIIUXCA WCTOYHUKAMU KOMIUIEKTOBAHMS, [0 MHCTEUEHHWHU CpOKa HX XPaHEHUf,
YCTAaHOBJICHHOTO B HOPMATHBHBIX IPABOBBIX aKTaX, IMOJUIEKAT OSKCIEPTHU3E M MOTYT OBITh
YHHUTOKEHBI OpraHu3aIueil 1Moo MOCTOSTHHO XPAHATCS B apXHBE OPTraHU3aI[UU B COOTBETCTBUU C
€€ BHYTPEHHUMU IIPABUIIAMM.

[To Bompocam, CBSI3aHHBIM C TOPSAJIKOM OPTraHU3alMM KOMIUIEKTOBAHMS apXUBHBIX
JIOKYMEHTOB, OOECIEeUEHUs WX COXPAHHOCTH, IMOPSIKOM IPOBEIEHUS IKCIEPTU3bl LIEHHOCTU



JOKYMEHTOB M TIepeJadyd JOKyMeHTOoB ApxuBHoro ¢onna Poccuiickoii @enepanum Ha
IIOCTOSIHHOE XPaHEHUE, MOPSIKOM OpraHu3alu paboThl apXHBa, KOMMEpPYECKHE OpraHu3aluu
MOTryT pyKoBoAcTBOBaTbcsl «llpaBuiamu opraHu3aluy XpaHEHHUs, KOMIUIEKTOBAaHUS, ydéra U
UCIIOJIb30BaHUS JIOKYMEHTOB apXMBHOI'O (pOHAA POCCHHCKOM (enepanuu um ApYrux apXHUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBJIEHUS U
opranuzamusax» ot 07.09.2015 r.

XpaHeHue KaJPOBbIX JOKYMEHTOB HECKOJIBKO BBIIEISIETCS M3 OOIMIMX MPaBWII XPaHEHUS
yNpaBJIEHYECKUX JTOKYMEHTOB. [lOCKOIBKY KaJgpoBble JIOKYMEHTBl 00JIaAal0T BBICOKOH
COLIMAJIbHONW 3HAYMMOCTBIO (OCOOEHHO JIOKYMEHTHI, COJIEprKallie NEpCOHAIbHbIE JTaHHBIE), TaK
KaK CIIyXaT JOKyMEHTAJIbHBIM [IOJTBEPAKIECHUEM MpaB paOOTHUKA Ha COLMAIIbHOE OOecieueHue,
HanpuMep, IO CTapOCTH U HUHBAIMIHOCTH, a TaKXKe IOATBEPKACHUEM TPYAOBOIO CTaxa
pabotHuka. I[losToMy OOJBIIMHCTBO M3 HHMX HMEIOT JJIMTEIbHBI MM HOCTOSHHBIA CPOK
XpaHEHHS W HCIONB3YIOTCS B CIPABOYHBIX HENAX MpU OOPALICHWH TPaXJAaH B apXUBHBIC
YUPEKACHUS.

[Tomumo 9TOrO, KagpoOBBIE JJOKYMEHTHI 00JanaloT eme W Ouorpaduyeckoi,
apxeorpaMuecKkoil LEHHOCTbIO, SABISIOTCS MCTOYHMKOM JJISi CTaTUCTUYECKHUX O00O0IIEeHMH U
HCTOPUKO-COLMANIbHBIX UCCIIEIOBAaHUM.

OcoOeHHOCTH XpaHEHMs KaJpoBOM JIOKYMEHTALMM B OpPraHU3aluu OOYCIIOBJIEHBI
3a/layaMM  OTPaHUYEHHUS HECAHKLIMOHUPOBAHHOIO JOCTyNa K JOKYMEHTaM, COJAep KalluM
HepCoHaIbHbIE JaHHbIE PpA0OTHUKOB, U A3(PPEKTUBHOIO MOUCKA HYKHOW HHPOPMALIUU.

B cucreme xpaHeHMsI KaJpOBBIX JIOKYMEHTOB MOXKHO BBIJIEIMTH JBa BUIA, CTaJAUU
XpaHEHMs: TeKyllee U Hocieayrolee. XpaHeHHe U UCIOJIb30BaHUE JJOKYMEHTOB C MOMEHTAa MX
CO3JaHUS U JI0 NEepeayu Jieja, B KOTOPOM OHM CIPYNIIMPOBAHbl, B apXUB Ha3bIBAIOT TEKYIIUM
(onepatuBHBIM). Tekyllee XpaHEHHME JeJ1 OCYILECTBISETCS HO MeECTy HUX (HOPMHUPOBAHMIL.
Tekylliee XpaHeHHE TaK)Ke AETUTHCS Ha 1Ba IIOJBUA:

. XpaHeHWe JOKYMEHTOB B NPOLLECCE UX UCMONTHEHUS;

. XpaHeHWe UCMONHEHHbIX JOKYMEHTOB.

JIOKYMEHTBI BO BpeMs UX UCIIOJHEHHS HAXOAATCA Y UCTIOJHUTENSA, KOTOPBIM XPaHUT UX B
cnenuanbHbIX nankax. Ha manHbpIX nmankax cogepskutcs ¢ Haanuchk «Ha noanucky», «CpodHo» u
Jpyroe, a Takxe (paMuins, MTHULKANIbI, TeIe(OH UCTIOTHUTEIS.

HcnonHeHHbIe TOKYMEHTBI TOJIKHBI TIOJIIMBATHCS M XPAHUTHCSA B JIENaX B COOTBETCTBUU C
HOMEHKIaTtypoil nen. Cpa3dy OTMETHM, YTO TEKYIIEe XpPaHEHHE JOKYMEHTOB IPEIIOJaraer
npoueaypy ux GopmMupoBaHus B JieJa B COOTBETCTBUU C YTBEP)KJIEHHOW HOMEHKIATYpPOHl.

Tekyiee XpaHeHue NOKYMEHTOB O3HA4aeT MX XpaHEHHE B NOJUIMHHMKaX. [loaTomy B
KaJIpOBBIX CIIy>k0ax opraHu3alluii Bce MPHUKa3bl XpaHATCSA B MOUIMHHKKaX. Konuu npukas3os 1o
JUYHOMY COCTaBy: MpHEMYy Ha paboTy, MOOIIPEHUSIM, B3bICKAHHUSAM, YBOJBHEHHMH M Tak Jjajee
JIOTIOTHUTEIBHO MOMEIIAIOTCS JAJIsl XpaHEHUS B JINYHbBIE JieJ1a paOOTHUKOB (€CJIM OHU BEIYTCS).

ITopsok opraHu3alMy TEKYILErO XPaHEHUS JIMUHBIX €T CIEAYOLUNI:

1. JMYHble Aena B 6YMaxHOM BU/E XPaHATCA B NanKax, KOToOpble HYMePYHOT Mo CTPaHULam
Y NPOLUMBAIOT;

2. 06/103KKM JIMYHBIX AN TaKKe HYMePYIoT, UM MPUCBanBAtOT NOPAAKOBbIN HOMEP Aena,
COOTBETCTBYIOLLMIA 06LLEMY KONMYECTBY AeN;

3. TEKyLLeMY XPaHEHMIO B OTAe/e KaJpoB OpraH13aLymn NoA/IexKaT IMYHbIE feNna TObKO
Ha paboTatoLLMX COTPYAHUKOB. [Toc/e YBONbHEHUA COTPYAHMKA €ro IMYHOE AEe/0 U3BNEKAETCA U3 Nanku
1 odopmafeTca ANA nepeaayn Ha apxMBHOE XPaHEHWE.

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

Tekymee XpaHeHHWE KaIpOBbIX JIOKYMEHTOB, KapTOTEK, KHUI Yy4yeTa W Jpyrue
OCYIIECTBIISIETCS,, KaK IPaBUJIO, B TOMEUIEHHMSX KaJpOBBIX CIYKO oOpraHusaiuii, KoTopble
JIOJDKHBI OBITH O0OpY/ZOBaHBI CHEIHUAIbHBIMU IIKapaMu WM celiaMu, 3amuparouMucs U
oreyaThiBaomMMUcsA. Konuu HOMEHKIATyphl J1eJ1, pa3MelleHHble Ha IKadax, a Ha KOpelkax
00JIOKEK JIelT - HoMepa JIell B COOTBETCTBHH C HOMEHKJIATYpPO 00JieryaT MmoucK JOKYMEHTOB.

TpynoBble KHMKKH paOOTHUKOB XpaHATCsS B cefie pyKOBOIUTENS OT/AENA KaJpOB, TaM XKe
XpaHATCS TeYaTH, MTaMIIbl, OJIAaHKW JOKYMEHTOB, KJII0uM OT IKadoB (ceiioB) ans xpaHeHUs
JIOKYMEHTOB.



PaboTHHKaM KaapoBOH CIyXObl HE PEKOMEHIYETCS MpH JII0OOW MPOJOKUTEIEHOCTH
BBIX0/Ia U3 IIOMEIIIEHUS OCTaBJIATh KaKHe-TM00 TOKYMEHTHI WU CIIy>KEOHbIE 3alliCcH Ha pabodyeM
CTOJIE, a TaKkXKe paboTarouuii KoMneioTep. B KoHIe pabovero aHs paOOTHUKU KaIpOBOM CITYKObI
JIOJDKHBI TIOMECTUTh BCE MACCUBBI JOKYMEHTOB, HaXOASALIMXCS B IPOLIECCE UX UCIOJIHEHUS, B
METaJUIMYeCKU 1mKad, 3aKpbITh €ro u onedararb. Kimroun ot mkadoB caaroTcs pyKOBOIUTEIIO
OTJIeJ1a KaJIpoB O]l POCIIUCH B COOTBETCTBYIOIIEM JKypHAJIE.

YepHOBUKM M peNaKUUH JOKYMEHTOB, MCHOpYEHHBbIC OJaHKM B KOHIE pabodero IHA
YHUYTOXKAIOTCA, A 3TOTO MOXET HPHUMEHAThCS clielualbHas OymaropesasibHas MallliHa.
KommbroTepsl B KoHIIE pabodero 1Hs OJOKHPYIOTCSA M OTKIIOYAIOTCS OT CETH.

Kpome Toro, TexHoJIOrusi XpaHEHHs M ydeTa KaJpoBOH JOKYMEHTALMHM MpPEeAINoJiaraer
00513aTeNIbHYI0 POCITUCH PAOOTHUKOB, MOJITBEPKAAIOUIYIO OJTYyYSHNE Ha PYKH KOIUI M BBIIIHCOK
U3 HUX.

OcHOBaHMEM MOCIIEAYIOIIEro (aApXUBHOI0) XPAHEHUsI JOKYMEHTOB SIBIISIETCS SKCIIEPTH3a
UX LEHHOCTH, U Jjajiee cienyer: opopMiIeHHe A€, COCTABICHUU OIUCEH, COCTABICHHE aKTOB O
BBIJIEJICHUH K YHUUTOKEHHIO JIOKYMEHTOB U C/1aya JIeJ B apXUB OPraHU3alUH.

Jl1si CBOEBPEMEHHOTO MpUeMa apXUBHBIX JOKYMEHTOB OT CTPYKTYPHBIX IOJIpa3/ieleHuit
WJIM APYTUX UCTOYHUKOB KOMILJIEKTOBaHUS, 00€CIIEUEHUS UX YUETa, COXPAHHOCTH, YIOPSAI0UEHUS
UX MCIOJB30BaHMS M IOATOTOBKM K Iepelaye JOKYMEHTOB Ha IIOCTOSIHHOE XpaHEHHE B
OpraHM3alMsaX CO37aeTcs apXUB.

B apxuBHbIi (OHJ OpraHu3aluy NONaAaeT JUIIb YacTh JJOKYMEHTOB, OH HE BKIIIOYAET B
ce0s1 TOKyMEHTBI ¢ KpaTKUM CpPOKOM XpaHeHus (10 10 jmer BKIIOUMTENsHO). ApXUBHBIN (HOHT
OpraHu3alMi COCTOMT M3 JOKYMEHTOB JOJTOBPEMEHHOro XxpaHeHus (cBeimie 10 ner) u
IIOCTOSIHHOTO XpaHEHMsI, BKJIIOYAs JIOKYMEHTbl IO JIMYHOMY COCTaBy, KOTOpPbIE HMEIOT
9KOHOMHYECKOE, COLMAIbHOE, MOJUTHYECKOE, KYJIbTYpHOE, HCTOPHUECKOE M MHOE 3HauCHHE.
[lepenaua nen B apXWB OCYIIECTBISIETCS O TpaduKy, YTBEPKIESHHOMY PYKOBOJIUTEIIEM
opraHusaimuu wid paborojareneM. J(OKyMEHTBI JOJDKHBI IPUHUMATbCcd Ha XpaHEHHE
MPEUMYIIECTBEHHO B BUJIE MTOAJMHHUKOB, TOJIBKO MPU UX OTCYTCTBUU MPUHUMAIOTCS 3aBEPEHHbIE
KOIIUU.

B cootBerctBun ¢ «llpaBunamu opraHuszanuM XpaHEHHs, KOMIUIEKTOBAHMS, yuéra U
UCIIOJIb30BaHUS IOKYMEHTOB apXUBHOTIO (OHIA POCCHMCKON (enepanuu U APYruX apXHBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYINpaBICHUS U
opranmzaiusax» ot 07.09.2015 r., opraHuzanus JODKHA OOECIEUHUTh apXHB CIHEIHMAIbHO
000py/1I0BaHHBIM ITOMEIeHHEM U KaapaMu. OTHaKO B HEOOJIBIINX KOMMEPUYECKUX OpraHU3aIusX,
Kak MpaBWIO, apXWB B BHJE CHENMAJIBHOIO MOJpa3/iesieHuss oTcyTcTByeT. OOs3aHHOCTH
apxXuBapHuyca Ipy TOM COBMEILAET CEKPETaph WM UHOE JIMII0, HA3HAYEHHOE PYKOBOIUTENEM.

IIpu 3TOM HEOOXOAMMO MOMHMTbH, YTO JOKYMEHTHI JOJKHBI XPAaHUTbCS B YCIOBUSX,
o0ecneunBarOIUX MX 3alIUTYy OT MOBPEXKIECHUHN, BPEIHBIX BO3JAEHCTBUN OKpY’KaloIeh cpeabl U
UCKIIIOYAIOIIMX yTpaTy JOKyMeHToB. Kak mpaBuio, mjig 3TOro B IIOMELIEHUMM apxuBa
YCTaHABIMBAIOT MeTaJuIMueckue MmKadbl, ceidpl, mKapbl-cTeNIaXu U ToMy noaobHoe. He
JIOMTyCKAeTCsl pa3MelleHHe JTOKyMEHTOB Ha I0JIy, MOJOKOHHUKAX, B HE pa300paHHbBIX KHIIaX.
U3baTe [OKyMEHTOB M3 Jiejla C IIOCTOSSHHBIM CpPOKOM XpaHEHUs JIOMYCKaeTcs B
UCKJIIOYMTENBHBIX CIIy4asX M IMPOU3BOJAUTCS HAa OCHOBAaHUHU DPACIOPAIUTENHHOIO JOKYMEHTA
PYKOBOJMTENSI OpraHU3alMid C 005S3aTelbHBIM COCTABJIEHMEM B JleJie 3aBEpEHHOM KOMUU
JIOKYMEHTA M aKTa 00 U3bATUH MOATMHHUKA.

B nensx obecrieyeHUs] COXPAaHHOCTH JTOKYMEHTOB IO JIMYHOMY COCTaBY YBOJIBHSEMBIX
paOOTHUKOB B pe3yiabTaTe€ pPEOpPraHU3alUd WM JHUKBUAALMU IOPUAMYECKHX JIMI, a TaKxke
COLIMAJILHON 3alllMIIEHHOCTH TPakJaH, YYPEAUTENISIM BHOBb OOPa3yIOIIMXCS KOMMEpPYECKUX U
HEKOMMEPUYECKUX OpraHu3allui MOKHO DPEKOMEHJ0BAaTh BKIKOYATh B CBOM YUPEIUTEIIbHBIE
JOKYMEHTBHI TpaBuUja ydyeTa M COXPAHHOCTH JOKYMEHTOB IO JHMYHOMY COCTaBy, a TakKke
CBOEBPEMEHHOI Ilepefaye HX Ha TOCYJapCTBEHHOE XpaHEHHE IIPpM PEOPraHu3aluyd  WIN
JMKBUAALUY IOPUANYECKOTO JIUIIA.

ITopsA10K ¥ CPOKM XpAHEHUS TPYAOBBIX KHUKEK PETYIUPYET ClIEHUATbHBI HOPMaTUBHBIN
akT - [locranoBnenue [IpaButenscrBa Poccuiickont @enepanun ot 16 anpens 2003 roma No225



«O TpynOBBIX KHIXKKax». Tak, OJaHKM TpyJOBOW KHW)KKM M BKJIAJbIIIa B HEEe XpaHATCA B
OpraHM3aly Kak JOKYMEHTBI CTPOrOM OTYETHOCTH M BBIJAIOTCS JIMIY, OTBETCTBEHHOMY 3a
BEJICHUE TPYAOBBIX KHIKEK, II0 €ro 3asBke. I[I0 OKOHUaHMM Ka)KIOro Mecsla JaHHOE JIMLO
0053aHO NPEACTAaBUTh B OyXTaJTEpHIO OpPraHU3alMM OTYET O HAJIMYUU OJIAHKOB TPYAOBOH
KHIOKKH W BKJIaJbllIa B Hee. VcnopueHHBbIE NMPH 3aloIHEHUHM OJaHKH TPYIOBOW KHMKKH
BKJIQJBIIIM B HEE IMOMJIEXKAT YHUYTOXKECHUIO C COCTAaBIECHUEM COOTBETCTBYIOIEIO aKTa.
HeBoctpebGoBaHHbIE TPYIOBbIE KHWKKH U KHUTA yueTa TPYAOBBIX KHIKEK W BKJIAJBIIICH K HUM
XpaHATCAd B apxuBe opraHusauuu B TeueHue S50 JeT, a 3aTeM NOMJIEKAT YHUYTOXKCHHUIO B
YCTaHOBJICHHOM ITOPSIKE.

OTBETCTBEHHOCTh 3a OpPraHMU3aLUI0 pabOThl IO XPAHEHUIO KaJpOBBIX JOKYMEHTOB,
NEPBUYHBIX YYETHBIX JOKYMEHTOB HeceT paboroaarenb. OTBETCTBEHHOCTh 3a BEJEHHUE,
XPaHEHUE, y4eT M BblAAa4y TPYAOBBIX KHIJKEK HECET CIELHUAJIBHO YIOJHOMOYEHHOE JIUILO,
Ha3Ha4YaeMoe MPHKa30M (pacnopspkeHneM) paboTtonarens. Bee 10KyMEHTBI 10 TUYHOMY COCTaBY
JIOJDKHBI 0053aTENIbHO CIABATHCS B APXUB OPraHU3alUH.

Takum 00pa3oM, anropuT™M AEHCTBHIA KOMMEpPYECKOH OpraHW3aliH, HE SBISIOMICHCS
rOCYJapCTBEHHBIM WJIM MYHHULUNAIBHBIM YHUTAPHBIM HPEANPUATHEM, IO O00ECIeYEeHUIO
XpaHEHUs JOKYMEHTOB, B TOM YHCJIE KaJPOBBIX JJOKYMEHTOB SIBIISICTCS CICAYIOLIEM:

. npoBepKa Tpe6OBaHMVI HOPMATUBHbIX NPaBOBbIX aKTOB, YCTAHOBUBLUNX CPOKN XPaHEHUA
KOHKPETHbIX BUAOB AOKYMEHTOB,

. XpaHeHne JOKYMEHTOB,;

. ana opraHmsau,m‘/’l - AICTOYHMKOB KOMNNEKTOBAHUA - NO NCTEYEHUN CPOKOB XpaHEHNA

nposeaeHMe COBMECTHO C YNOJIHOMOYEHHbIM OPraHOM rocyAapCTBEHHOM BNacTM cybbeKTa Poccuiickoit
depepaunn B 061acTm apxmBHOro gena, Focapxmeom sKcnepTU3bl LEHHOCTU pAAa AOKYMEHTOB Ha
npeameT BKAtoYeHUs B coctaB ApxuBHoro ¢oHaa Poccuitckon ®epepaymm;

o XpaHeHMe A0KyMeHTOB ApxmMBHOro ¢oHaa Poccuiickolt ®eaepaumm anbo nepesada mx
Ha XpaHeHWe B roCyAapCTBEHHbIA AN MYHUUMNANbHBIA AapXmB, 6UBANOTEKY, My3el AN B OPraHMU3aLMIO
Poccuiickoli akagemmm Hayk;

o apXMBHbIE AOKYMEHTbI, KOTOpble He BblIM BK/AOYEHbI B COCTaB AOKYMEHTOB APXMBHOTO
doHpa Poccuiickon Pegepaumm, No UCTEYEHUN CPOKOB XPaHEHMA NOAEKAT YHUUTOXKEHUIO MO0
XPaHEHUIO B apXuBe OpraHM3aLmMmn B COOTBETCTBUM C TpebOBaHMAMM KOPNOPaATUBHOIO 3aKOHOAATE1bCTBA
(Hanpumep, ANs aKUMOHEPHbIX 0BLECTB XpaHEHME AOKYMEHTOB perfiaMeHTMpPoBaHo MocTaHoBAEHWEM
depepanbHOM KOMUCCUM MO PbIHKY LEeHHbIX 6ymar oT 16 utona 2003 roga Ne03-33/nc «O6 yTeepskaeHnn
MonoxeHns o NOpPALKE U CPOKAX XPaHEHMA JOKYMeEHTOB» U PeaepasibHbIM 3aKOHOM OT 26 AeKkabpa
1995 N2208-$3 «06 aKLMOHEPHbIX 0bLWecTBax») AN NOKaNbHbIMU HOPMATUBHbBIMW aKTamMu;

. A1 OpraHnsaLmi, KOTopble He ABASIOTCS UCTOYHMKAMM KOMMNJIEKTOBAHUSA, NO
NCTEYEHUN BPEMEHHbIX CPOKOB XPaHEHWA apXMBHbIE AOKYMEHTbI MOA/IeXKaT IKCNepTU3e U MOryT 6bITb
YHUYTOKEHbI MO0 XPaHUTCA B apXMBE OpraHn3aumu.

Homenknarypa nen u QopmupoBaHue Jen s TEKYIIETo XpaHEeHHsl KaJIpOBbIX
JTOKYMEHTOB. D()PEKTUBHOCTh OPraHW3allUUd TEKYIIETO XPAaHEHHUS KaJIpOBBIX JOKYMEHTOB BO
MHOTOM  OIpEJENSIeTCs HOMEHKIATypod Jen  (3TO CHUCTEMAaTU3UpPOBAHHBIM  MEpeueHb
HAaUMEHOBAHWHN [I€JI, 3aBOJIUMBIX B OpraHU3alyHd, C YKa3aHUEM CPOKOB HX XpaHEHUs,
0(OPMIICHHBI B YCTAaHOBIEHHOM TOPSIKE).

J1eno - COBOKYITHOCTh JOKYMEHTOB WJIM JOKYMEHT, OTHOCSIIMECS K OJJHOMY BOMIPOCY WJIU
YUaCTKYy IeATeIbHOCTH, TOMEIICHHBIE B OTACIBHYIO O0JIOXKKY.

OCHOBHBIMU 33/1a4aMH COCTABJICHUSI HOMEHKJIATYPbI €1 SIBIIAIOTCA:

o ONTUMa/ibHble FPYNNMPOBKa AOKYMEHTOB M GOpMMpPOBaHUE Aen;

o onpeaeneHne CPOKOB XPaHEHUA AOKYMEHTOB;

o OCHOBa A1 COCTaB/IeHNA ONMUCei Aen NOCTOAHHOIO U BpeMeHHoro (cebiwe 10 nert)
XpaHeHWs, a TaKXKe A1 yyeTa gen BpemeHHoro (4o 10 neT BKAHOUYMTENbHO) XPaHEeHUS;

o obecneuyeHue 6bicTporo 1 3pHeKTMBHOIO NOMCKa AOKYMEHTOB B npouecce paboTbl €

HUMM.
MOHO BBIIETUTD CIECIYIOIME PA3HOBUAHOCTH HOMEHKIIATYPHI JEI:
o TUNOBbIE HOMEHKNATYPbI Aen;
. NPMMepPHbIe HOMEHKAATypbl Aen;



. WHAMBUAYANbHAA HOMEHKNATYPa AeN KOHKPETHOW OpraHu3aLmuu;

. CBOAHAA HOMEHKNATypa Aen opraHn3aLum;

. HOMEHKNaTypa AeNn CTPYKTYPHOro noapasaeneHus.

O 3HaueHuu TUIOBOM, IPUMEPHON M MHAMBUYyaJIbHON HOMEHKJIATypax /€] FTOBOPUTCS B
«IpaBunax opraHu3alMd XPaHEHHs, KOMIUIEKTOBAHMS, Y4E€Ta W MCIOJIb30BaHUS JTOKYMEHTOB
apxXUBHOTO (poH/Ia poccUiicKO (enepaluy U JPYyruxX apXUBHbIX JOKYMEHTOB B TOCYAapCTBEHHBIX
OopraHax, opraHax MECTHOI'O camMOympaBjieHus 1 opranuzanuax» ot 07.09.2015 r.:

«TunoBass HOMEHKJIaTypa J€J1  YCTaHABJIMBAE€T COCTaB JI€J, 3aBOAMMBIX B
JIEIIONPOU3BOJICTBE OAHOTUIIHBIX OPTAHU3ALNN, U SIBISAETCS HOPMATUBHBIM JIOKYMEHTOM.

[IpumepHass HOMEHKJIATypa JIeJl YyCTaHaBIUBAET IPUMEPHBIN COCTaB J€Jl, 3aBOJAUMBIX B
JIEII0NPOU3BOJICTBE OPraHU3aLNNA, HA KOTOPBIE OHA PACIIPOCTPAHSAETCS, C YKA3aHUEM UX WHJIEKCOB,
Y HOCUT PEKOMEHATENbHBIN XapaKTep».

«TumoBble W MpPUMEpPHBIE HOMEHKIATYPBl €1 MCHOJB3YIOTCS I COCTaBJICHUS
MHAUBUAYaJIbHON HOMEHKJIATYPBhI €.

CBoJ1Hast HOMEHKJIaTypa JeJl OpraHU3alUK COCTABIISIETCS HA OCHOBAaHUU HOMEHKIIATYP Jel
CTPYKTYPHBIX TOApa3eNICHHIH, pa3paO0TaHHBIX 110 AaHATOTUYHOHN (opme.

Homenkiatypa pgen  CTPYKTYpHOTO MOAPA3ACICHUS] COCTaBIAECTCS COTPYIHHUKOM
NOJIpa3/iesieHusl, OTBETCTBEHHBIM 32 JIE€JIONPOU3BOJICTBO, COIJIACOBBIBACTCS C APXMBOM WM C
SKCHEPTHOM KOMHCCHEW OpraHu3aluy, MOANUCHIBACTCS PYKOBOJAUTEIEM NOApA3/EICHUs U
YTBEPKAAECTCA PYKOBOJAUTENIEM OpraHU3alUH.

Cormacio  «llpaBunaM opraHu3auud XpaHEHUsA, KOMIUIEKTOBaHUA, Y4yé€Ta U
UCTIOJIB30BaHUS IOKYyMEHTOB apXHBHOTO (POHAA POCCHUCKOH (enmeparyiv U APYruX apXUBHBIX
JOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIIpaBJI€HUA U
opranumzarusx» ot 07.09.2015 r., HOMEHKIaTypa JieJl COCTABJISIETCS] HA OCHOBE M3y4YeHHUs COCTaBa
U COJIEpKaHUS TOKYMEHTOB, 00pa3ymIIUXCs B A€ATEIbHOCTH OPraHU3aIUH.

[Ipu cocraBieHHM HOMEHKJIATYpBl JI€T CIEAYET PYKOBOJCTBOBAThCS YUPEAUTEIbHBIMU
JOKYMEHTaMH, IOJIOKEHUSMH O €€ CTPYKTYPHBIX IOJApa3[eleHUsAX, IUTAaTHBIM pPacHUCaHHUEM,
HOMEHKJIATYpOU JieJl OpraHu3alyy 3a MPOILIbIA TO/, ONMUCAMU JI€] MOCTOSHHOTO U BPEMEHHOTO
(cBbime 10 ser) XpaHeHUs, PErMCTPALMOHHBIMU (popMamH, BEIOMCTBEHHBIMH U THIIOBBIMHU
NEpPEeYHsIMU JIOKYMEHTOB C YKa3aHHEM CPOKOB HMX XpaHEHMs, TUIOBBIMH U HPUMEPHBIMU
HOMEHKJIATypaMu J€dl.

VYuursiBas nonoxenus Ilpukaza MunkynsTypsl Poccuiickoit @enepanuu ot 8 HOsOps
2005 roma Ne536 «O THUMOBOM MHCTPYKLUMHU MO JENONPOU3BOACTBY B (efepalbHBIX OpraHax
MCIIOJTHUTENIbHOM Bi1acTH» rpadbl HOMEHKJIATYP J1eJ 3alOJHSAIOTCS CIEIYIOIUM 00pa3oMm.

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

Kaxxnoe nemo, BKIIOYEHHOE B HOMEHKIATYpy, AODKHO MMETh MHAEKC. MHzmekc nena
COCTOMT M3 HHJEKCAa CTPYKTYpHOTO TOJpa3fefieHus U MOpPAJKOBOTO HOMepa Jena 1o
HOMEHKJIaType B Ipejienax noapaseneHus. MHaexkcsl nen 0003HavatoTes apabckuMu nudpamu.
Hampumep: 12-05, rae 12 - o603HaueHnEe CTPYKTYPHOTO MoApasaesieHus, 05 - mopsIKOBBI HOMED
3arojioBKa Jiesia mo HoMeHkiarype. [Ipu Hanuuuu B Jiefie HECKOJIBKUX TOMOB (4acTeil), HHIEKC
IIPOCTABIISIETCA HA KaXXI0M TOME, C I0OaBIEHUEM «T. 1», «T. 2» U Tak Jajiee.

B HOMeHKIaType Aen peKOMEHIYeTCsl COXPAaHATh OJIMHAKOBBIE NHIEKCHI U1 OJTHOPOAHBIX
Jel B TMpeaenax pa3HbIX CTPYKTYPHBIX MOApAa3JeNeHUuN; JUIs TMEepexXOoAsiiuX el HHJEKC
COXpaHseTCs.

B rpady 2 HoMeHKIaTyphl 1€ BKIOYAOTCs 3ar0JI0BKH /i€ (TOMOB, YacTei).

3aroJ0BOK Jies1a TOJDKEH YeTKO, B 00001eHHOH (hopMe OTpaskaTh OCHOBHOE COJICpKAHUE U
COCTaB JJOKYMEHTOB JIefa.

B HOMEHKIaTypy A€ BKIIIOUYAIOTCS 3ar0JIOBKU €M1, OTPaKaOIIUE BCE TOKYMEHTHUPYEMbIE
y4acTKU pabOThl CTPYKTYPHOTO MOAPAa3/IeICHHUS.

PexoMenayeM aiis oTaena KaipoB BECTU CIEAYIOIIYI0 HOMEHKIATYPY J€:

1. HopmaTnBHO-NpPaBOBbIE aKTbl, peryavpytoLme paboTy oTaena Kagpos.

2. LLTaTHOe pacnucaHue.

3. MonoxeHune 06 oTaene Kaapos.



4, [lOKyMeHTbI N0 NOAroTOBKE M NepenoaroToBke paboTHMKOB, NOBbILEHMWIO
KBanMbUKaLMK, NAaHbl, NPOrpamMmMbl U TaK ganee.

5. Mepenuncka c ApyrMMmn opraHM3aumamm No BONPOCam NosblleHMA NnpodeccuoHanbHOM
KBanmMdMKaLMK, MONCKa KagpoB M TaK ganee.

6. MpwWKasbl 0 Npueme, yBO/IbHEHUN PAaOOTHUKOB.

7. MpWKasbl 0 NOOLLPEHMUAX, MPUMEHEHUM AUCLUNANHAPHbIX B3bICKAHWNA.

8. MprKasbl 0 KOMAHAUPOBAHUM.

9. MpuKasbl 0 NnepeBoge Ha Apyryto paboTy, NOBbIWEHWUN B AOJI}KHOCTU.

10. Ipadumk oTnycKos.

11. JONKHOCTHbIE MHCTPYKLUKN PabOTHUKOB OpraHM3aumm.

12. Tpyaosble JOrosopb.l.

13. [oroBopbl 0 NO/IHOW MaTepuanbHOM OTBETCTBEHHOCTMU.

14. Tabenb yyeta pabouero BpemeHu.

15. KapToTeKa nyHbIX aen paboTHMKOB.

16. KapToTeKa TpyaoBbIX KHUXKEK.

17. KapToTeKa In4HbIX KapTouek paboTHUKOB (popma NeT-2, NoT-2IC(MC)).

18. KapToTeKa akToB (K BblAENEHMIO HA YHUUTOXKEHUE LOKYMEHTOB, O NPUEeMKe-nepesade
aen v gpyrve).

19. HypHan yyeta npuema, nepeBosa, yBoAbHEHUs PabOTHUKOB.

20. *KypHan yyeTta BblAaun KOMaHANPOBOYHbIX YAOCTOBEPEHUN.

21. ypHan yyeta BOEHHOO6A3aHHbIX.

22. *ypHan yyeTa NpmKasoBs No AMYHOMY cocTaBy (MOXKHO peKomeHA0BaTb BblAeNNTb

*ypHan yyeTa npuKa3os 0 NpeaoCTaBAeHUM OTNYCKOB M KOMaHANPOBaHMM pabOTHMKOB, KOTOpble
MMEIOT CPOKM XpaHeHusa 3 1 5 neT un XypHan yyeTta gpyrux KagposbiX NPUKas0B).

23. KypHan yyeta INYHbIX AeN, TNYHbIX KapTo4vek, TPYAOBbIX A4OrOBOPOB.

24, KypHan yyeTa Bblgaumn TPYAOBbIX KHUMKEK M BKNAAbIWEN K HAM.

25. KypHan yyeta AnYHbIX 3aABAEHUIA PabOTHUKOB.

26. KypHan yyeTa Bblgaum cnpaBoK 0 3apaboTHOM naaTe, cTaxke, mecte paboTbl U TaK

hanee.

B HOMeHKIaTypy /€7 He BKIIOYAIOTCS IEPUOIUUYECKHUE U3/IaHuUs.

B rpade 3 HOMeHKIaTypbl Jen yKa3bIBaeTcs KOJUYECTBO jAed (ToMoB, yacTeil). OHa
3aroJIHAEeTCs 10 OKOHYaHUH KaJIeHAApHOTO rojia.

B rpade 4 yka3piBaroTcs CpoOK XpaHEHMs Jena, Homepa ctareil o nepeusio (Ilepeuens
TUIIOBBIX YIPABIEHYECKUX JOKYMEHTOB), a IIPH €r0 OTCYTCTBHM - IO TUIIOBOW WJIM IIPUMEPHOU
HOMEHKJIaType JIedl.

B rpagpe 5 «lIpumeuanue» yKasbIBalOTCS Ha3BaHUE [EepeYHEH JTOKYMEHTOB,
MCIIOJIb30BAaHHBIX MPHU ONpPEJEICHUH CPOKOB XpaHEHHUs JeJl, B TEYEHHE BCEro Cpoka JIEeHCTBUS
HOMEHKJIaTyphl MPOCTABIIAIOTCS OTMETKH O 3aBEICHUM JIeJ, O MepeXOoAsIuX Aenax (Harmpumep,
nepexoysmiee ¢ 2004 rona), 0 BBIJCICHUU /€T K YHUUTOXKEHHIO, O JIUIAX, OTBETCTBEHHBIX 3a
(dbopmHpOBaHUE J1eN U APYTHE.

[To okoHYaHMM N1E€TONPOU3BOJICTBEHHOTO I0/1a B KOHIIE HOMEHKJIATYphI JI€Jl 3aMeHsIeTCs
UTOrOBasl 3allUCh O KOJHMYECTBE 3aBEIEHHBIX 1€l (TOMOB), IO pa3AeiiaM IOCTOSHHOTO U
BPEMEHHOT0 XpaHeHus: cBbiie 10 mer u 10 10 neT BKIFOYNUTETBHO.

B TOM cnyuae, ecnm opraHu3anus CHAET JOKYMEHTBI Ha TOCYAAPCTBEHHOE XpaHEHME,
TpeOyeTcs CorlacoBaHME HOMEHKJIATYyphl Jes ¢ DKcnepTHO-npoBepouHor komuccueit (DI1K)
rocyIapcTBEHHOTo apxuBa. HomeHknatypa en opranuzanuu opopmisieTcs Ha oo1eM OaHke.

Jlnsa ynoOcTBa MCHOIB30BaHUST HOMEHKIIATypa Jied, KakK IpaBWiIO, COCTaBISIETCS B
HECKOJIBKUX 3K3EMIUIApax, A KaKJI0r0 CTPYKTYPHOTO MOAPA3/IEIEHUS U JIUIA, OTBETCTBEHHOTO
3a apXUB.

Homenknarypa nen Ha HpencTOSIUN KaJeHAApHBIA TOJ| COCTAaBISIETCA B IOCIEIHEM
KBapTaJie TEKYILEro roja.

Homenknarypa nen nepecocTaBiiieTcss U COTVIACOBBIBAETCSI 3aHOBO B CIIydae KOPEHHBIX
U3MEHEHUI (YHKLUHI U CTPYKTYphl OpraHU3ally, HO HE peXe OHOI0 pa3a B IATh JieT. ExxeroqHo



OHA YTOUHSETCS, YTBEPKIA€TCA PYKOBOJIUTEIIEM OPraHU3allii U BBOAUTCS B JielcTBUE C | stHBaps
CJIEIYIOILErO ro/ia.

Texyiee XxpaHeHHE JOKYMEHTOB ONPEIENISIETCS HE TOJIBKO OHITHEM HOMEHKIIATYpBI A€,
HO U (HOpPMUPOBAHUEM JIEII.

JIOKyMEHTBI, KOTOpbIE HE HAXOJATCS Ha pyKax y HCIOJIHUTENEH, NpPU UX XPAaHEHUU
TPYIIUPYIOTCS TaK, YTOOBI MOKHO OBLIO OBICTPO HAMTH HYXKHBIM JOKYMEHT M HH(opManuio. J1a
npolielypa Ha3bIBaeTcsl «(hOpMUPOBAHUEM JETIay.

dopMupoBaHUE Je1 - TPYNIUPOBKA UCIIOTHEHHBIX TOKYMEHTOB B JI€Jla B COOTBETCTBUH C
HOMEHKJIATypOM JIeN U cucTeMaTU3alus JT0OKyMEHTOB BHYTPH J€ja.

@opMUpOBaHMEM JIed1 B  CTPYKTYPHBIX MOAPA3LACICHUSAX 3aHUMAKOTCS  JIMIIA,
OTBETCTBEHHBbIE 3a JOKyMeHTauutoo. KOHTpomb 3a mnpaBWIbHBIM (OPMHPOBAHHUEM Jel B
OpraHM3alii W ee  CTPYKTYpHBIX  MOJpa3JeieHHUsIX  OCYIIECTBISETCS  CIIykOoi
JOKYMEHTAIMOHHOTO 00ECTIEYeHUS WIIH JIULIOM, OTBETCTBEHHBIM 32 JIOKYMEHTAIIHIO.

dopmupoBaHue e MPOUCXOAUT CIEIYIOIUM 00pa3oMm:

1. NMoMeLLEeHNE AOKYMEHTOB (TO/IbKO UCMOJTHEHHBIX JOKYMEHTOB) B [1€/10, KOTOPbIE NO
CBOEMY COZEP’KaHMIO COOTBETCTBYIOT 3aro/10BKY AeNa;
2. pacnonosKeHme JOKYMEHTOB BHYTPU [iefia B ONnpeaesieHHON Nocaea0BaTe/IbHOCTH

(xpoHonNornyeckol unm no andasuty).

I[Ipu  dopmupoBaHuM 1em  HEOOXOAUMO  COONIOAATH  CIEAYIOIIHWE TPEeOOBAHMS,
3aKperuieHHbIe B «lIpaBuiax opranu3anuu XpaHeHUsl, KOMILIEKTOBAHUsA, Y4€Ta U UCIIOJIb30BaHUs
JIOKYMEHTOB apXWBHOTO (DOHIA POCCUICKON (eaepanuu W IPYrHX ApXHBHBIX JOKYMEHTOB B
roCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIpaBiieHus U opranu3anusax» ot 07.09.2015
r..

. JOKYMeHTbl NOCTOAHHOIO U BpeMeHHOro XpaHeHuA HEO6XOAMMO rpynnmnpoBaThb B
oTAeNbHbIE Aena.

. BkntoyaTb B 4eN10 N0 O4HOMY 3K3EeMMNIAPY KaXKA0ro AOKYMEHTa.

. [pynnuposaTb B A4eN0 JOKYMEeHTbl O4HOro KaJleH4ApPHOro roga; UCKAKYeHue

COCTaB/IAIOT: NepexoasalLme aena; cyaebHole Aena; B TOM YMcae NYHbIE Aena, KOTopble popMUpyOTCA B
TeyeHue Bcero nepnoaa paboTbl 4AHHOIO LA B OpraHM3aumn 1 gpyrue.

. Jeno pnonHo copepatb He 6onee 250 nucToBs, Npu To/WwmMHe He 6onee 4 cm.

o B geno nomeLaloT JOKYMEHTbI, KOTOPble N0 CBOEMY COAEPKAHNIO COOTBETCTBYIOT
3arono0BKy Aena, NPy 3TOM 3anpeLlaeTca rpynnMpoBaTth B Aes1a YepHOBble U AybaeTHble 3K3emMnaApbI
[OKYMEHTOB (33 UCK/ItOUYEeHMEM 0CO60 LLIeHHbIX), @ TaKKe AOKYMEHTbI, NOAJIeKallMe BO3BPaATY.

. BHYTpM Aena AOKYMEHTbI AO/IXKHbI ObITb PAaCNONOXeHbI TaK, YTOObl OHU MO CBOEMY
coZeprKaHuio Nocsie40BaTe/IbHO OCBELLAAN onpeaesieHHble BONpochl. Mpn 3TomM AOKYMEHTbI
pacnonaratoTcs B XPOHOOTMYECKOM NopaaKe (Bxoasawme - No gaTam NocTynaeHus, Ucxoaswwme - no
JaTam OTnpaB/eHna) Uam no andasuTy aBTOPOB U KOPPECMOHAEHTOB. XPOHO/I0TMYECKas
Nnoc/ea0BaTe/IbHOCTb PACMO/IOKEHUA OKYMEHTOB HaYMHaeTCcA OT bosiee paHHUX NO AaTaM AOKYMEHTOB
M 3aKaH4YMBaeTCcs Hosiee NO3AHUMM AaTaMM.

o MpUnoXeHUs K AOKYMEHTaM, HE3aBMCUMO OT AATbl UX YTBEPKAEHUA UM COCTABNEHUA,
NPUCOeaMHAIOTCA K LOKYMEHTAM, K KOTOPbIM OHWM OTHOCATCA. MpunoxeHna obvemom cebiwe 250 nmuctos
COCTaBAAOT OTAE/IbHbIM TOM, O YEM B JOKYMEHTE Ae/1aeTcA OTMETKA.

. MpwvKasbl no OCHOBHOW AeATeNbHOCTU TPyNNUPYKOTCA OTAE/IbHO OT NMPUKA30B No
NYHOMY COCTaBy.
. MpwrKasbl N0 AMYHOMY COCTaBY FPYNNMPYIOTCA B Ae/1a B COOTBETCTBMU C

YCTaHOB/IEHHbIMM CPOKaMM MX XpaHeHuA. LlenecoobpasHo npu 60ablINX 06bemax 4OKYMEHTOB
NPMKasbl N0 IMYHOMY COCTaBY, KacaloLWMecs pPasINYHbIX CTOPOH AeATENbHOCTM OpraHu3aummn (npuem Ha
paboTy, yBO/IbHEHME U NepemMeLLeHMe, KOMAaHANPOBKM U Tak Aasee), TpynnuMpoBaTh B OTAE/bHbIE AeNa.

o [LOKYMEHTbI B IMYHBIX Ae1ax PAacnoaraloTcs B XPOHONOMMYECKOM MOPSAAKE N0 Mepe UxX
nocTynaeHus.
o Nvuesble cyeTta paboumx u cayKalmx nNo 3apaboTHOM NaTe rpynnmMpyroTCcs B

oTAeNIbHbIE A€eNa U PacnonaratoTcAa B HAX NO afld)aBl/ITy d)aMMl'IMVI.



. MpeanoxeHus, 3aaBAeHUA U Kanobbl rpaxkaaH No Bonpocam paboTbl opraHU3aLmum u
BCE [AOKYMEHTbI N0 MX PACCMOTPEHUIO U UCMIONIHEHWIO TPYNMUPYIOTCA OTAE/NbHO OT 3aABAEHUI rPaXKaaH
Nno INYHbIM BOMPOCaM.

. Mepenuncka rpynnupyeTca, Kak NPaBuo, 38 KaneHA4apHbIA ro4 U CUCTEMATU3NPYETCA B
XPOHONOrNYeCKOl NocNeA0BaTeNbHOCTU, JOKYMEHT-0TBET NOMELLAeTCA 33 LOKYMEHTOM-3anpocom. Mpu
BO306HOBNEHWUMN NEPENUCKM NO ONpPeseNIEHHOMY BOMPOCY, HayaBLLeicA B MpeablayLLem roay,
[OKYMEHTbI BK/IIOYAIOTCA B A,/10 TEKYLLEro rofa € yKasaHueM MHAEKca Aena npeablayLero roga.

Pernamenranust paboTbl apXuBa MO JMYHOMY COCTaBY MMeEET CBOIO crienu¢uky. JIro0oii
JIOKYMEHT, BHE 3aBUCUMOCTH OT L€ €r0 CO3JaHusl, MECTa, BPEMEHU BO3HUKHOBEHUS, aBTOPCTBA
COJCPKHUT WH(OPMAIIHIO, KOTOpasi MOXKET OBITh BOCTpeOOBaHa Yepe3 HEKUii BPEMEHHOW MEePUOI.
E.B. AnekceeBa oTMe4aeT, 4To 0OCO0O€ MECTO CpPEIu AapXHUBHBIX JIOKYMEHTOB 3aHUMAIOT
JOKYMEHTBI 0 JMYHOMY COCTaBYy, KOTOPBIE OTPaXalOT TPYAOBBIE OTHOLICHHS PaOOTHUKA C
paboromarenem. (P3-125 «O6 apxuBHOM paene B Poccuiickoit @eaepanun» m.3 cr.3). 3a 3Toi
(GopMyTHpPOBKON 3aKOHA CKPBIBACTCA KOMIUIEKC JOKYMEHTOB YpE3BBIYAHHO BAKHBIM IS
Ka)XI0ro yenoBeka. IMEHHO Ha OCHOBaHWU MH(OpMalnH, 3aQUKCHPOBAHHON B JOKYMEHTaX IO
JMYHOMY COCTaBYy, BO3MOXKHO, B ClIy4ae HEOOXOJUMOCTH, MOATBEPAUTH CBOM TPYJOBOM CTaX,
3apaboOTHYI0 IUIaTy, WHBIE COLMAJIbHBIC JIBIOTHI, TOJAralluecs TCPAKIAHUHY [0
3aKOHOAATENbCTBY PO.

Opnako anst Toro, 4yToObl MH(MOPMaLKA, 3apUKCHPOBAHHAS B JOKYMEHTaX MO JTHYHOMY
COCTaBYy, UMe€JIa IOPUIUYECKYIO CUITY, IOJKHBI OBITh BBINOJIHEHbI, KAK MUHUMYM, TPU YCJIOBHUSL:
CO3/IaHHME€ M COXPAHEHHE PTUX JOKYMEHTOB B OpPraHHU3alUsaX pa3HbIX (JOpM COOCTBEHHOCTH H, B
cllydyae JIMKBHJALMU OpraHu3anuu 0e3 NpaBolpeeMHHUKa- IMeperada UX Ha TroCyJapCTBEHHOE
XpaHeHue. Anroput™m aeiictBuil nponucan B 1.1.8,10 cr. 23 ®3-125 «O6 apxuBHOM [ene B
Poccniickoit @enepanun». «lIpu nukBuaanuu rocy1apCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CaMOYIIPaBJICHUsI, TOCYJApCTBEHHbIX M MYHHUIMNAIbHBIX OpPraHU3allMi BKIIOUEHHBIE B
coctaB ApxuBHoro ¢onna Poccuiickoit ®denepanun JOKYMEHTHI, JOKYMEHTBI IO JINYHOMY
COCTaBY, a TAK)KE€ apXUBHBIE JOKYMEHTBI, CDOKM BPEMEHHOI'O XPAaHEHHUS! KOTOPBIX HE UCTEKIIH, B
YIOPSA0YEHHOM COCTOSIHUM TIOCTYIMAIOT Ha XpaHEHHWE B COOTBETCTBYIOLIUM IOCYIapCTBEHHBIN
WJIM MYHUIIMTIAIbHBIA apXUB.

[Ipy nUKBUAALMM HEroCyJapCTBEHHBIX OpraHu3alldil, B TOM UYHCJIE B pe3ynbTare
O0aHKpoTcTBa, OOpa3oBaBLIMECS B IMPOLECCE HMX JEATEIBHOCTH M BKJIIOYEHHBIE B COCTaB
ApxuBHoro ¢onaa Poccuiickoil @enepaniii apXuBHbIE JOKYMEHTHI, JOKYMEHTHI 110 JTUYHOMY
COCTaBY, a TAK)K€ apXMBHbBIE JOKYMEHTBI, CDOKH BPEMEHHOI'O XPaHEHUS KOTOPBIX HE MCTEKIIH,
nepeJarTcsl JTUKBUIAMOHHON KOMUCCHM (JIMKBUJIATOPOM) MM KOHKYPCHBIM YIIPaBJISIOIIUM B
YIOPSAOYEHHOM COCTOSSHUM Ha XpaHEHHE B COOTBETCTBYIOLIMI TOCYJAapCTBEHHBINM WM
MYHUILIMNIAJbHBIA apXMB Ha OCHOBAaHUM JOrOBOpPA MEXIY JUKBUAALIMOHHOW KOMHCCHEN
(JIMKBUAATOPOM) WJIM KOHKYPCHBIM YHPABJISIIOIIMMHU TOCYAapCTBEHHBIM WJIM MYHUIIUNAIbHBIM
apxuBoM. [Ipu 3ToM TMKBHIAIIMOHHAS] KOMUCCHS (JIMKBUIATOP) UM KOHKYPCHBIN YIPaBIISIOIINI
OpraHMU3yeT YIOPsI0YeHHE apXUBHBIX IOKYMEHTOB JIUKBUIUPYEMOW OpraHu3alliy, B TOM YucIe,
JUKBUAUPYEMOH B pe3ysbTaTe OaHKPOTCTBAY.

Baxno ormerurs, u4To B coorBeTrcTBUM ¢  DexepanbHbiM  3aKOHOM  «O
HECOCTOSTENIbHOCTH (0aHKPOTCTBE)» B peAakiMu, AeicTBytomei ¢ 5 mapra 2012r, B cr. 129
CKa3aHO, YTO « KOHKYPCHBIM ympaBistomuil o0s3aH ...NMepeaaBaTb Ha XpaHEHUE JOKYMEHTHI
JOJDKHUKA, TOJIeXale o0sA3aTeIbHOMY XPaHEHUI0 B COOTBETCTBUHM C (peaepanbHbIMU
3akoHaMu. [lopsgok W ycnoBud mepegaud  JOKYMEHTOB  JOJDKHMKAa Ha  XpaHEHUe
yCTaHaBJIMBAIOTCS (pelepaIbHBIMU 3aKOHAMH M MHBIMM HOPMATHBHBIMU IPAaBOBBIMH aKTaMU
Poccniickoit @enepanmmy.

Cnenyer moHuMaTh IMOJ ONPEICIEHUEM «MHBIE HOPMAaTUBHBIE IPaBOBBIE AKThI PD»,
pEerilaMeHTHPYIOLME IIepefady Ha TOCYAapCTBEHHOE XpaHEHUWE JOKYMEHTOB IO JIMYHOMY
cocTaBy, npexe Bcero asa Pacnopsokenus [IpasurensctBa Poccutickont @enepanuu, NpUHATHIX
B epBoit [IOJIOBHHE 1990-x TOOB. Heo0xomumocTts TOCYJIapCTBEHHOTO
pEryJIHpOBaHUs BOMPOCOB OOECIEUEHUS] COXPAHHOCTH IOKYMEHTOB IO JIMYHOMY COCTaBy B
Havyasie 1990-x romoB crosia ype3BpIYaliHO OCTpo M Obuta cBsizaHa mocie pacnaga CCCP ¢
JUKBUJALMEN OPraHoOB YIPABICHHUS W HUHBIX YUYPEXKACHUM U MPEANPUATHM  COIO3HOIO



U pecryOJMKaHCKOTO TOMYMHEHHs, a TakKe C CO3/JaHHeM 3HAYUTEIBHOTO 4YHcla
HEroCyJapCTBEHHBIX OpPTaHU3aluid BO BCEX OTPACISIX SKOHOMHUKHU U OOILIECTBEHHON KU3HU U HE
BCerJa COONIIONABIIMX HOPMAaTHUBHBIE TPeOOBaHMA MO JOKYMEHTAI[HOHHOMY O(OPMIICHHIO
TPYIOBBIX OTHOLICHWI C COTPYJHUKAMH, M, KaK CIEACTBUE, JIMILABIIME MUX BO3MOYKHOCTH B
JAIbHENUIIEM JTOKYMEHTAJIBHO MOATBEPAUTH TPYIOBOM CTaX M T.J. DTO I'PO3UIO CEPbE3HBIMU
COLIMAJIbHBIMU ITOCJIEACTBUSMH.

Urtak, mis obecrieueHusi COLMAIBHOW M IMPABOBOM 3alllMThl rpaxkaaH Pacmnopshkenue
[IpaButensctBa P® or 23.04.92 No781-p 00s3bIBaJi0 B IENSIX IPEAOTBPAIICHHUS YTPaThl
JIOKYMEHTOB I10 JIMYHOMY COCTaBY, a TAaKXKe YJIy4IIEHUs UX XPAaHEHUS U UCIOJIb30BaHUS :

«l. VYcraHoBUTb, 4YTO JIMKBUAUPYEMBIE MPEAUPUATUS, OPraHU3alUU...M UHBIC
OpraHu3allMOHHBIE CTPYKTYpBI, HE3aBHCUMO OT (OpPMBI COOCTBEHHOCTH, IIEpElalOTCs Ha
XpaHEHUE IMPAaBONPEEMHUKOM WJIM MPU €ro OTCYTCTBUU BBIIIECTOALIEMY IO MOJYMHEHHOCTHU
OpraHy JOKYMEHTBI 10 JUYHOMY COCTaBY....».

Kpowme toro, nannoe PacnopshkeHue Bo3iarajio Ha rOCyJapCTBEHHYIO apXUBHYIO CITYXOy
P® o6s3anHOCTH 1O OOECIEUEHUI0 COXPAaHHOCTH JIOKYMEHTOB IO JIMYHOMY COCTaBY
JUKBUJIMPOBAHHBIX  opraHu3anuii  Bcex  (GOpM  COOCTBEHHOCTH,  HE  HMMEBIIHX
[IPABONPEEMHMKA WJIM BBIILIECTOSIIETO 110 MOJAYMHEHHOCTH OpraHa. B opranus3anoHHOM IUIaHe
OBLJIO PEKOMEHJOBAHO OPraHOM HCIOJHUTENHHOM BIACTH B HEOOXOAMMBIX CIIy4asX CO3/aBaTh
apXUBBI JIJIS1 XpaHEHUSI U UCIIOJIb30BaHUs JOKYMEHTOB I10 JINYHOMY COCTaBYy.

He menee 3nHaummbiM Obl10 M octaércss Pacnopspkenue IlpaButennscTBa Poccmiickoit
Oenepannn ot 21. 03. 1994 Ne358-p, B KOTOPOM OTHOCUTEIBHO COXPAHHOCTH JOKYMEHTOB I10
JUYHOMY COCTaBYy « BBICBOOOXKJaeMbIX pPAaOOTHHKOB B pe3ylnbTare oOpa3oBaHWs,
peopraHu3aiiy U JUKBUJAINHN IOPUITUYECKUX JIULl ObUIO PEKOMEHI0BAHO:

«l.  VYupegutensM BHOBb OOpa3yIOUMIUXCS IOPUAMYECKUX  JIUI,  SIBJISTFOIIMXCS
IOPUIMYECKUMH U HEKOMMEPYECKUMH OPTraHMU3allMsMM, BKJIIOYaTh B CBOM YUPEAUTEIIHHBIC
JOKYMEHTBI TOJOKEHHUs, Kacaroluecs yd€ra M COXPAHHOCTH JOKYMEHTOB IO JINYHOMY
COCTaBy, a TaKKe CBOEBPEMEHHOH Iieperaye UX Ha TOCYJapCTBEHHOE XpaHEHHE B
YCTaHOBJICHHOM TOPSAKE MPU pEOPraHu3aluy WK JUKBUIAIUN OPUAMYECKOTO JIHUIA.

2 OenepanbHBIM OpraHaM  HWCIOJHHMTENBHOW BIAacTH  CyOBeKTOB Poccuiickoit
®denepaliy OCYLIECTBISATh TOCYAAPCTBEHHYIO PETMCTPALMIO YUYPEIUTEIbHBIX JOKYMEHTOB Ha
npuoOpeTeHue TMpaB  IOPUIMYECKOro  JIMIIA MOpU  HAIMYUM B HHUX  [OJOXKEHHH,
MPEAYCMOTPEHHBIX B MYHKTE | HACTOAIIETO PaCHOPSHKEHUS. .. ).

Taxkum o0Opazom, OBLT odopmiieH MpaBOBOI MEXaHU3M,
MoApa3yMeBaroIni OTBETCTBEHHOCTh OpraHu3alku 3a co3aHue u
COXPaHHOCTh JOKYMEHTOB I10 JIMYHOMY COCTaBy U 00s3aT€lbCTBA IrOCYJapcTBa MPHUHATH Ha
TONTOBPEMEHHOE (a OTHEeNbHBbIE KOMIJIEKCBI W Ha TIOCTOSHHOE) XpaHEeHHe JTH
COLIMAJIbHO-3HAYMMBbIE MaTEPUAJIBI.

Ba)xHo HamOMHUTE, YTO apXHBHI (MIPEKE BCETO TOCYAAPCTBEHHBIE 1 MyHHUIIUIIATIbHbBIC, a
TaK)K€ apXHMBbl OpraHM3alMil) SBISIOTCA aTpUOYTOM TOCYAAPCTBEHHOCTH, €€ MPaBOBBIM
rapantoM. OHH HecyT o0O0s3aTenbCTBA  Tepe] TOCYyJapCcTBOM M TpPaXIAaHUHOM B
JTIOKYMEHTAITHFHOM TOJTBEPKJACHUN WX IOPUINYECKUX TIPaB U COIMATBHBIX TapaHTHUH.

Bo ucnonnenue stux Pacnopsokenuit [IpaButenbcTBa ObLTHM CO3MaHBI B OONBIITHMHCTBE
cyObekToB PO criennanu3upoBaHHbIE apXUBBI JOKYMEHTOB I10 JIMYHOMY COCTaBY. B ocTanmbHbIX
CyOBeKTaX JOKYMEHTHI MO JTUYHOMY COCTAaBY MOTYT XPAaHUTHCS B TrOCYIapCTBEHHOM apXHBE,
aubo B OpraHe YIpaBJI€HHUS AapXUBHBIM JIEJIOM, COBMeWIaronieM (YHKIUU YIpaBlIeHUs
apXMBHBIM JIEJIOM U XpaHEHHE JIOKYMEHTOB. BakHyl0 poib B COXpaHEHHMHM JIOKYMEHTOB IO
JMYHOMY COCTaBY JIMKBHJIMPOBAHHBIX OpraHMU3allMii, B TOM YKCJe U B pe3ysibTaTe OaHKPOTCTBA,
UTPAIOT MYHULIUTIAIbHBIE APXUBBI.

Bun matepuanoB kateropu JTOKyMEHTOB IO JMUYHOMY cocTaBy. OOpaTumMcs 3a MOMOIIBIO
K HbIHE JCHCTBYIOUIEMY HOPMAaTUBHOMY JOKYMEHTY «llepeuHio THMOBBIX YIPaBIEHYECKUX
apXUBHBIX JOKYMEHTOB, 00pa3ylomMXCcsl B MpoIiecce AeATeIbHOCTU TOCYJapCTBEHHBIX OPraHOB,
OpraHOB MECTHOT'O CaMOYIIpaBJIEHUs U OpTaHU3alni, C yKa3aHUEM CPOKOB xpaHeHus». (M. 2010
3apeructpupoBan MuntoctoM Poccun 8 centsiopst 2010r. Per.Ne 18380). Ilepeuens Bkitouaer



TOJIbKO THIIOBBIC YIPABICHUECKUE JOKYMEHTBI, OOpa3ylolHecs B Ipolecce AesITeIbHOCTH
opraHu3zaruii Bcex GopM coOCTBEHHOCTH. B mepByro ouepear Hac OyayT HHTEpECOBATh pa3/eibl,
coJiepKalie JOKYMEHTHI 110 OpraHHu3allii, HOPMHUPOBAHUIO, TapUPHUKAIMH, OIUIaTe U OXpaHe
tpyna (Pasmen Ne7), a Takke OOKYMEHTHI O paboTe ¢ KajpaMu: HpuéMe, NepeMelieHHH,
YBOJBHEHUU PAOOTHHMKOB, MOBBIIICHUN MX KBaTM(UKALWHU, MPOBEICHUN ATTECTALUHU, a TAKXKe
Harpaxaenuu (PaznenNe8). Kpome toro, cienyer npusieub JoKyMeHTHI U3 Pa3aena Ned «Vyer u
OTUYETHOCTbY», CBSA3aHHbIE C OIUIATOM TPyJa ¥ IPYTUMU BBIIIATAMU COTPYAHUKAM.

HopmaTtuBHBIE CpOKM XpaHEHUs JTOKYMEHTOB IO JIMYHOMY COCTaBY YYHUTBIBAIOTCS IPHU
COCTaBJICHMM B KaKJOM OpraHu3ali¥ BEJIOMCTBEHHBIX (JIOKAJbHBIX) HOPMATHUBHBIX AKTOB:
WHCTPYKLUH, MpaBui, MOJIOKEHUH B KOTOPBIX U3JI0KEH MOPSJIOK
COCTaBJICHUS HOMEHKJIATypbl nell, ¢dbopmupoBaHus U oopmienus Jell,
COCTABJICHUSl HAy4YHO-CIPABOYHOI'O amnmapara, I[OArOTOBKM J€Jl K apXUBHOMY XPAHEHMIO.
[TonroroBka JOKYMEHTOB 110 IMYHOMY COCTaBY K JJIMTEIIbHOMY XpaHEHHUIO HAUMHAETCS Ha CTaIuu
COCTaBJICHUSI HOMEHKJIATYpPHI Jie]1 U (OPMUPOBAHUS 1l B AJIOIPOU3BOICTBE.

OCHOBHBIMU HOPMATHUBHBIMH JOKYMEHTaMH, B KOTOPBIX YCTAHOBJIEHBI 001111e TPeOOBaHUS
o 3TU BompocaM sBisAOTCs «lIpaBuina opraHuzanuu XpaHEHUs, KOMIUIEKTOBAHMS, y4éTa U
UCTIOJIB30BaHUS IOKYyMEHTOB apXHBHOTO (POHAA POCCHUCKOH (enmeparyiv U APYrux apXUBHBIX
JOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBJIEHUA U
opranmzamusax» ot 07.09.2015 r. u «[IpaBuna nenonpous3BojCTBa B (helepalibHBIX OpraHax
WCIIOJIHUTENIbHOM BIAcCTH», YTBEpkKAEHHbIe ocTaHoBieHueM [IpaBurensctea P® ot 15.06. 2009
r.Ned77.

KiroueBpIM sIBISIETCS. BOIPOC JIOCTYIA IOJb30BATENEH K JIOKYMEHTaM I10 JIMYHOMY
COCTaBY B rOCYAApCTBEHHBIX U MyHULIMNIAJIbHBIX apxuBax P® u opranuszanuu noiab30BaHUs UMU
JIokymMeHTBl 1O JIMYHOMY COCTaBy, II0 CYyTH, SBJIIOTCS MCTOYHUKAMH MacCOBOIO
OPOUCXOXKACHUST W uX uHpopmamus (B 00€3TMYCHHOM BHJE, B COOTBETCTBHH C HOPMaMu
JeicTByrOmIero 3akoHonaarenbctBa P®) worma Obl cTaTh OCHOBOW JJII  YHUKAJIBHBIX
UCCJIEIOBaHUM B 00JacTH COL[MOJIOTUH, JAeMorpaduu, T€HEalOrui U MHOTHX JPYTUX Hay4YHBIX
HanpaBneHui. Takum 00pazoM, BBIXOMS 32 PaAMKH HCTIOJHEHHs TOJBKO COIMAbHO-TIPABOBBIX
3alpocoB TeX TrpaxaaH, HHPopMalus O KOTOPBIX 3aUKCUpOBaHA B JIOKYMEHTAlIUH,
MOCTYNHUBIIEH Ha XpaHEHUE B apxuBbl. [IOCKONBKY, YacThb /1€ W JOKYMEHTOB IO JINYHOMY
COCTaBy COJEpKaT CBEICHUS, O JUYHON M CEMEWHOW TallHE TpakKJIaHWHA, €ro JINYHOW JKHU3HU ,
CBEJIEHHUS , CO3/AIOLIMe Yrpo3y s ero 0e30MacHOCTH, CIeAyeT Ype3BbIYaifHO TaKTHUYHO, C
cOoONIOZICHUEM HBbIHE JIEHCTBYIOIIETO 3aKOHOJATEIbHBIX HOPM  HCHOJIb30BaTh JaHHbBIE
JIOKYMEHTHI.

[Tomours apxuBaM UM IOJIB30BATENSIM apXWBHOM HMH(OpManueld mo coOJIIOJIEHUI0 BCEX
TpeOOBaHUN OTHOCHUTENBHO UCHOIb30BaHUS JOKYMEOHTOB 10 JIMYHOMY COCTaBy MOTYT
okazath Mertoanueckue pekoMmenaanuu, noarorosaenusie BHUNAL B 2009t : «OGecneuenue
JIOCTyIa TOJb30BAaTENEd K JOKYMEHTaM TOCYJApCTBEHHBIX W MYHUIMIAJIBHBIX ApXUBOB
Poccuiickoit ®denepanuyu W opraHu3anusl MOJb30BaHUS HMMH», 0a3upyrolluecs Ha HOpPMax
POCCUICKOT0 apXUBHOT'O M CMEXHOI'0 3aKOHOAATEIIbCTB.

O6parumcs &k moxpasneny 1.2.3. Meroaudeckux pEeKOMEHIAIMH , B KOTOPOM
MIEPEYUCIICHBI KaK TpaBa U 00SI3aHHOCTU TOCYJAPCTBEHHBIX U MYHUIIUTIATBHBIX apXUBOB, TaK U
MoJIb30BaTeNe (FOpUINYECKUX U (PU3NUECKHX JIUI]) MO 00ECNEeYeHHIO JAO0CTYyIa U OpraHu3aluu
UCTIOJIb30BaHUSl JOKYMEHTOB I10 JIMYHOMY cocTaBy. B coorercTBum ¢ 1.3 c1.25 @3 -125 «O0
apxuBHOM pene B Poccuiickoii denepanun»- apXvWB OTPAHUYMBAET JOCTYI MOJIb30BAaTENEeH K
apXUBHBIM JI€JlaM M JIOKYMEHTaM, COAEpXKallUM CBEIEHUS O JINYHOM M CEMEHHOH TaiiHe
rpaXIaHWHA, €r0 YacTHOM JKW3HM, CBEACHHMS, CO3/AI0IMEe Yrpo3y Uisl ero 0e30MacHOCTH, B
TE€YEHHUH 75 JIET CO AHS cO3/1aHus JoKyMeHTa. [Tocie okoHYaHMsI 3TOro nepuoia OrpaHuYeHHsl Ha
JIocTyn cHuMaroTcs. VckimroueHneM sIBISIOTCA Je€fa U JOKYMEHThI JTMYHOTO MPOUCXOKICHHUS,
nepefaHHble B apXMB Ha OCOOBIX YCIOBUSX AocTyna K HUM. COOCTBEHHHK MMeEET IpaBo
YCTaHOBUTH CBOM CPOKHM OTPAHUYEHHSI U YCIIOBHUS IOCTYTIA.

ApXHWB TIPEIOCTaBISET Jeja M JOKYMEHThI 0€3 OrpaHHYeHUN caMOMy TpaKIaHUHY -
cyOBeKTy HH(OpPMALIMH, €CIIH 3TO HE IPOTUBOPEUUT 3aKoHOAATENbCTBY PD (Hanmpumep, 3aKk0HOM



«O rocynapctBeHHOH TaitHe», «OO0 oOmepaTUBHO-PO3BICKHON MAEATENbHOCTH» W JIp.) WIH
JIOBEPEHHOMY JIMITY TpaKJaHWHA (TIPH MPEAbSIBICHUU TOKYMEHTOB, yIOCTOBEPSIONTNX JINYHOCTD,
JIOBEPEHHOCTH, OPOPMIICHHOH B YCTAHOBICHHOM 3aKOHOM TIOPSIIKE).

[Tocne cMmepTu rpakJaHWHA MPABOM Ha JOCTYI K apXMBHBIM Ji€JlaM M JIOKYMEHTaM,
COJIEpKAIINM CBEJICHHSI O TUYHOU M CEMEUHOM TailHe, ero 4aCTHOM >KU3HU 00J1aJ1al0T HACIeTHUKU
( ToBEpeHHBIC JUIA HACJICIHUKOB), €CJIM 3TO HE MPOTUBOPEUUT 3aKOHONIATEILCTBY PD. Apxus
B3aWMOJICHCTBYET C HACJIEOHUKAMHU IPU HAIUYAHM CBUAETEIBCTBA O CMEPTH TPaXKJaHUHA U
JIOKYMEHTOB , TIOJITBEPK/IAIOIIAX UX MTPABO HA HACIIEJICTBO.

Jns Jpyrux KaTeropui II0JIb30BaTEIEN HE00XO0AUMO MIUCbMEHHOE
HOTapHAJIbHO-3aBEPEHHOE pa3pelieHUe Tpak1aHuHa (€r0 HACJIeIHUKA WM JIOBEPEHHOTO JIUIA),
KOTOPOE€ MOXKET OBITh 3alpOIICHO OpraHu3alnuell , HAMpaBUBIICH MOJB30BATEIsl B apXWUB,
MOJIb30BATEJIEM , €CJIM OH - YaCTHOE JIMII0, UJIM apXUBOM I10 IIPOChOE MOIb30BaTeNsl. APXHUBY
CJIETyeT BbIIaBaTh IOJH30BATEIO TOJBKO TE JieJia M JIOKYMEHTHI, KOTOphIe OyIyT yKa3aHbl B
pa3pelIeHUN.

ApXUB MpeNoCTABISET A0 OKOHYAHUA 75 JIET CO AHSA CO3JaHUS JOKYMEHTA apXHUBHBIC
Jiena U JOKYMEHTBI, COJAEpKAlllue CBEACHUSA O JIMYHOM M CEeMEWHOM TaliHe Ipa)<aaHuHa, €ro
YaCTHOH JKU3HHA I10 MOTHBUPOBAaHHOMY MAUCbMEHHOMY oOparieHuro
COTPYIHUKAM opranu3zanuii-poHm000pa3oBaTee A UX  TIPUEMHUKOB, OpraHoB
rOCYIapCTBEHHOM BJIACTH, OPTaHOB MECTHOT'O CaMOYIIPaB-JICHUs, CyJI0B, OPraHOB MIPOKYpPaTyphl,
OpPraHoOB TMPEIBAPUTEIBHOIO CIIEACTBUS M JIO3HAHUSA B TIpEJellaX HCIOJHEHUS MMHU CBOMX
CITy’)KeOHBIX 00SI3aHHOCTEH.

ApxuB 6€3 corjacoBaHus C TPaXIaHUHOM (ero HacleTHUKaMH) 00eCledrBaeT JOCTYI
MOJIL30BATENICH K JIeJiaM, COJCpIKAIINM OCHOBHBIC Ouorpaduyeckue JaHHbBIC JIMIA: CBEICHUS O
JaTe U MECTe €ro poKJIEHHUs, CMEpPTH, O0pPa30BaHHUM, CIYKEOHBIX JOJHKHOCTSAX (€CIM 3TO He
MIPOTUBOPEUYUT benepanbHOMY 3aKOHOJATEbCTBY, HaIpumep, 3aKOHOM «O
rocy/IapcTBEHHOU TaiiHe», «O0 OmepaTUBHO-PO3BICKHON NEATEIbHOCTU» U Ap. ), MOYETHBIX
VYEHBIX 3BaHUSX, Harpajax, BBIOOPHBIX JIOJDKHOCTSAX, 00 OMYyOJMKOBAHHBIX pE3yJIbTaTax
TBOPYECKOM W HAYyYHOU JEATEIBHOCTH IPaXkIaHUHA.

ApxuB o0OecmeurBaeT JOCTYI TIOJB30BaTENsl TOJNBKO K TEM JOKyMEHTaM WJIHU
nH(pOpPMAIINU, KOTOPBIE OTHOCATCA K JIUITY B OTHOIIEHUH KOTOPOTO, OBLJIO TIOMYYEHO pa3pelieHue
o goctyne. Ecnu B ene HaxoasTCsl JOKYMEHTHI, CofieprKalue KOHPUICHIIMATbHBIE CBEACHUS O
HECKOJIBKMX JIMIAX, TO TAKHWE JeJla Ha PYKU IOJb30BaTelNsIM HE BblaaroTca. MHTepecyromas
nmoJib30BaTessl HHGOpPMAIIMS MOXKET ObITh BbIJIaHA €My B BUJIE apXWBHOW CIPABKH WU KOMUHN
JOKYMEHTOB C U3BATHIMH M3 HUX KOH(PHACHIUMATbHBIMU CBEACHHSMH O JPYIHX JHUIax.
Pa3pemenrie Ha 1OCTyn BBIJAETCS PYKOBOAMTENEM TOCYJAPCTBEHHOTO apXWBa WIW JIMLOM,
00J1a/1a101IUM COOTBETCTBYIOIIMMHU MOTHOMOYHSIMH B MMUCHMEHHOM BHJIE.

Takum oOpa3oM, OCHOBHBIE JOKYMEHTHI, COCTABIISIOIINE HOPMATUBHYIO 0a3y apXHUBOB 110
JIMYHOMY COCTaBY, 3TO:

1. Tpynosoi Kogekc Poccuiickon Peaepauum N 197-03 30 aekabpsa 2001 r. Bepcusa ¢
M3MEHEeHMAMU 1 gonoaHeHmamu ot 29.06.2015.

2. depepanbHbI 3aKkoH «06 apxmBHOM aene B Poccuinckont ®egepaumm» Ne125-$3 ot 22
OKTA6pAa 2004 .

3. MpaBuaa opraHN3aLMm XpPaHEHUS, KOMMIEKTOBAHUSA, YYETA U UCNOJIb30BAHMUSA
AOKymeHTOB ApxuBHoro ®oHaa Poccuiickont Pesepaumm v gpyrux apxmMBHbIX JOKYMEHTOB B
rocyZ,apCTBEHHbIX OpraHax, opraHax MecTHOro CamoyrnpaB/ieHns U opraHmsauusax. Mockesa — 2015 .

4, MepeyeHb TMMOBLIX YNPaBAEHYECKUX apPXMBHbIX OKYMEHTOB, 0bpasyoumxca B
npouecce AeATEeNbHOCTU rOCYAapCTBEHHbIX OPraHOB, OPraHOB MECTHOrO CamoynpaBieHun u
OpraHM3aumii, C yKasaHMEM CPOKOB XpaHeHUsA. 3apernctpuposaH MuHioctom Poccun 8 ceHTabpa 2010 T.
Per.Ne 18380.

5. MeToanyeckme pekomeHaaumMm « IKCNepTm3a LEeHHOCTU U 0TOOP B COCTaB APXMBHOTO
doHaa Poccuitckoit Pegepaumm 4OKYMEHTOB MO IMYHOMY cocTaBy» npoeKkT 2014 r.
6. MHCTPpYKLMA NO AeN0NPON3BOACTBY OpraHM3aummn. OAnH U3 pa3genioB MHCTPYKLUK

MOXET CoAepKaTb NpaBuia XpaHeHWs JOKYMEHTOB Mo IMYHOMY COCTaBy.
7. MHCTPYKUMA NO KaapoBOMY Ae/I0NPOn3BOACTBY OpraHmu3aLmm.



8. MprUMepPOM NOCAYKaT BblAEPKKN U3 MHCTPYKLMI NO KagpoBomy AeN0npon3BoacTsy
04HOrO BYy3a.

4. JOKYMEHTEI I10 YUETY KAJIPOB.

4.1. TpynoBasi KHWXKa paOOTHHKA — OCHOBHOW TOKYMEHT O TPYIOBOH AESATEIBHOCTH U
TPYAOBOM cTaxke paboTHMKa. TpynoBble KHMXKKHM BEIYTCS B IOpAIKE, NPEAYCMOTPEHHOM
«[IpaBunamu BeieHUs U XpaHEHHsI TPYAOBBIX KHIKEK, U3TOTOBJICHUS OJIAHKOB TPYIOBOM KHUKKHU
u obecrieueHuss MU paboTojaTeneil», yrBepkIeHHbIMU 1noctaHoBieHreM [IpaBurtensctBa PO ot
16 ampenst 2003 1. N 225 (¢ uamenenusmu ot 6 pespans 2004 r.)

4.2. JInduHoe [eil0 — COBOKYNHOCTb JOKYMEHTOB, COZIEpIALUX IOJHbIE CBEIEHUS O
pabOTHUKE U €T0 TPYLOBOM AedaTenbHOCTU. JIMUHbIE 1e7a BEAYTCA C 1IeJIbI0 KOHIIEHTPALUU BCel
uHpopmaluu 06 0JHOM pabOTHHKE B OTACIBHOM KOMILIEKCE (JIOChE).

4.2.1. Jlnunsle 1ena BEAYTCS HAa BCEX PAOOTHUKOB MHCTHUTYTA.

4.2.2. Jluunoe npemno odopmiseTcs TOCHe HW3JaHHMs TpHKa3a O IMpUeMe Ha padoTy,
dopMupyeTcss B TEUYEHHE BCEro Cpoka paboThl pabOTHMKAa W JOIOJIHAETCS JOKYMEHTaMH,
XapaKTepU3YIOIUMHU TPYIOBYIO JESIT€IbHOCTb.

4.2.3. Jlnunble nena paOOTHUKOB XpaHATCS 75 JeT, pyKOBOAMTENEH OpraHu3aluu —
HOCTOSIHHO.

4.2.4. JluuHple nena XpaHATCS B YNPABICHUU KaK JTOKYMEHTBI CTPOTOH OTYETHOCTH.
OTBETCTBEHHOCTh 3a XpaHEHHE JIMYHBIX JIeJ1 BO3JIaraeTcsi Ha OTBETCTBEHHOI'O 3a BEACHUE
KaJIpOBOT'0 JIEJIONIPOU3BOICTBA PAOOTHUKA Y IPABJICHHUS.

4.3. XKypHaibl (KHUTH) yuyeTa — JOKYMEHTUPOBAaHHE OCHOBHBIX OINEpalyil 10 JIBUKEHUIO
JUYHOTO cocTaBa. K ydeTHbIM JOKyMEHTaM OTHOCSATCS:

nu4yHbIe KapTouku §.T-2;

KypHaJI PETUCTPALMU IPUKA30B 110 JUYHOMY COCTaBY;

KYpHaJI pErUCTPallMU TPYIOBBIX JOTOBOPOB;

KypHaJl PETUCTPALIUU JIUCTKOB

HETPYAOCIOCOOHOCTH;

TPYJOBBIE KHUKKH PaOOTHHUKOB;

KHUTA y4yeTa JBM)KEHUS TPYJOBbIX KHMKEK U BKJIQ/IbIIIECH K HUM.

6. ITIOPAOK ITOATOTOBKM M IIEPEJAYN JEJI HA XPAHEHUE B APXIB
NHCTUTYTA

6.1. Jlnst onipenienieHus IEHHOCTH KaJPOBBIX JOKYMEHTOB C IEJIbI0 0TOOPA MX Ha XpaHEHHUE
B AapXuB HUHCTUTYTA W YCTAHOBJICHUA CPOKOB XPAaHCHUSA MNPOBOJHUTCA SKCICPTH3a HCHHOCTHU
JOKYMEHTOB.

OT60p KaJpPOBbIX HOKYMCHTOB AJId IMOCTOAHHOTO XpPaHCHHA IMPOBOJUTCA HAa OCHOBAHUU
IIEPEYHEN JOKYMEHTOB C YKa3aHMEM CpPOKOB MX XPAaHEHUS W HOMEHKJIATYpbl J€1 IyTeM
HOJIMCTHOTO ITPOCMOTpA €.

Ilo pesynpraTam »SKCIEPTH3bl LEHHOCTH JIOKYMEHTOB COCTAaBJISIOTCA OIUCH [N
IMOCTOAHHOI'0, BPEMCHHOI'O XpaHCHHUA U 110 JINYHOMY COCTaBYy, a TAKKE€ aKTbl O BBIACICHUHN ACIT K
YHUUYTOKEHUIO.

6.2. Ha 3aBepuieHHBbIE /1€71a TOCTOSIHHOTO, BPEMEHHOT'O XPaHEHUs U 110 JINYHOMY COCTaBYy,
OpPOIIEAIINEe HKCHEPTH3y ILEHHOCTH, O(GOPMJIEHHbIE B COOTBETCTBUM C HACTOSIIUMHU
TpeOOBaHUSMHU, €KETOJHO COCTABIISAIOTCS OMHCH.

ITpu cocTaBiieHUM ONKCH e COOTI0AAI0TCS CIEAYIOIINEe TPEOOBaHUS:

3aroJIOBKH I€JI BHOCATCS B OIIMCH B COOTBETCTBHU C HpHHS[TOﬁ cXeMoH CcucreMaTu3annuu
Ha OCHOBE HOMEHKJIATYpPBI JET;

l"pa(i)I)I OIMHMCHU 3aIlOJIHAIOTCA B TOYHOM COOTBETCTBUM C TEMH CBCIACHHAMH, KOTOPBIC
BBIHECEHBI Ha 00JI0XKKY Jena.

Omnucu aen cocTaBIsAIOTCS [0 YCTAaHOBIEHHON (JOpME B TpeX IK3EMILISIpax.

7. OCOBEHHOCTH O®OPMJIEHUA JOKYMEHTOB II0 OTAEJIbHBIM
KAJIPOBbIM ®YHKIUAM



7.1. IIpuem Ha paboty
7.1.1. JokymMeHThI, HEOOXO0IUMBIE TP 0(HOPMIICHHH TTpHUeMa Ha paboTy
7.1.1.1. TlepedyeHb JOKYMEHTOB, CO3JaBAEMbIX OTAEJIOM KaJpOB:
- TPYJOBOM JOTOBOP
- IpHKa3 o mpueme paboTHUKA Ha paboTy
- nuyHas kaprouka (popma Ne T-2)
- IMYHOE /IO
- MUCHMO-CBEJICHUS O Tpa)<JIaHHUHE, MOJJICKAIEM BOWHCKOMY y4YeTy W IPHUHSTUU
€ro Ha paboTy (A7 UL, TOUICKAIUX BOMHCKOMY YUETY).

7.1.3.8. B reuenne Tpex pabouux JHEH co AHS MpueMa Ha paboTy CIEHUAIUCT MO KaJpam

odopMIIAET TUIHOE JIeI0 paOOTHHUKA.

B cocraB mu4HOTO N1en1a BXOAAT CIEAYIOUINE JOKYMEHTHI:

- BHYTPEHHSIS OIHMCh JOKYMEHTOB JIeJia

- IMYHBIN JINCTOK 1O YYETY KaJApoB ¢ poTorpadueit

- apToOuorpadus

- BBIIUCKA W3 pEIICHUS YYCHOrO COBETa O HA3HAYCHWH Ha JOJDKHOCTBH 10
pe3ysbTataM KOHKYPCHOTO 0TOOpa MM BRIOOPOB (11 HAYYHO-TIEArOTHYECKUX PAOOTHUKOB)

- KOTIUS TIPHKa3a O IprueMe Ha padoTy

- KOIUU JOKYMEHTOB 00 00pa3oBaHuU

- TPYZAOBOM JJOTOBOD

B rteuenue Bcero mepuoga paboOThl B JIMYHOE €TI0 PaOOTHUKA BHOCSATCS KOIHMH
NPUKa30B O NepeBOJIaX, MEPEMEUICHUSAX, KOIIMHA JOKYMEHTOB O CMeHE (haMWIINH, O MOBBIIICHUN
KBaJTM(HUKAIIAU U TIP.

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

Tema 1. Ixcnepmu3za yeHHocmu OOKyMeHmMO8 no TUYHOMY COCMABY

[To ucreyennn 0THOTO TOAA MOCTIE 3aBEePIICHUS] OPMHUPOBAHUS JIEN B JEIONPOU3BOICTBE
OpOBOIUTCS paboTa MO MX IMOATOTOBKE K Iepefaue Ha XpaHEHUWE B apXUB YUpexJeHus. B
COOTBETCTBUHU C «HpaBI/IJ'IaMI/I OopraHu3alv XpaHCHHA, KOMIIJICKTOBaHMA, yqéTa U UCIIOJIb30BaHUA
JIOKYMEHTOB apXUBHOro (hoHma poccuiickoit deaepanuu U Ipyrux apXUBHBIX JOKYMEHTOB B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOIO caMOyImpaBiieHus u opranuzanusax» ot 07.09.2015
I. BapXHB IOCTYNAIOT JOKYMEHTHI, B TOM YHCIIE 110 JMYHOMY COCTaBY, HE TIO3/THEE UEM Yepe3 TpU
rojia Mmocye 3aBepiieHust uX GOPMHUPOBAHUS B IEIOTIPOU3BOICTBE.

Jlena mepenaroTcs B apXHB B YINOPSAIOYEHHOM COCTOSHUM IO CIATOYHOH OIKCH.
JIOKyMEHTBI O JIMYHOMY COCTaBY BBIIEIAIOTCS B OTIEIBHYIO TPYIIILY, CHUCTEMATHU3UPYIOTCS
000CO0JIEHHO U BKITIOYAIOTCS B CAMOCTOSITETILHYIO OIHCH.

[ToaroroBka TOKyMEHTOB K JJIMTEIHHOMY XPAHEHHUIO BKIIIOYAET B ceOs:

1. npoBeaeHMe 3KCNepTM3bl LEHHOCTU JOKYMEHTOB;

2. odopmneHue gen;

3. COCTaB/IEHWE OMNWCEM W HAy4YHO-CMPABOYHOrO annapata K HUM (yKasaTenew,
ornasneHuni).

[Ipu mpoBeneHNH >KCHEPTU3bI HEHHOCTU JOKYMEHTOB B KaJpOBOW CIyX O€ MPOBOIAUTCS
0oTOOp €Nl C JOJTOBPEMEHHBIM CPOKOM XpaHeHus (cBbimie 10 Jer) i mepegayd B apXuB
YUpEXKJIEHUS, BBIJICIICHNE K YHUUTOKEHHUIO JOKYMEHTOB, CPOKH XPaHEHUSI KOTOPBIX UCTEKIIH.

OTOOp NOKYMEHTOB JJsl JAJbHEHIIEro XpaHEHUs IPOUCXOAUT IyTeM IPOBEACHUS
IIOJIMCTHOTO ITpocMOTpa Aeil. He nomyckaercs nmpoBeneHUE dKCIEPTU3bI LIECHHOCTH JOKYMEHTOB
TOJIBKO TIO 3arojOoBKaM Ha oOnoxkkax fen. IIpm 3ToM M3 Aen M3BIMAIOTCS JIMIIHWE KOIMHU
9K3EMIUISIPOB JOKYMEHTOB WJIM JAOKYMEHTBI, HE OTHOCSIIUECS K BOIpPOCaM, IO KOTOPBIM ObLIO
c(OpPMHPOBAHO JIEJI0; YUUTHIBACTCS MPABHILHOCTH O()OPMIICHUS TOKYMEHTOB.



Odopmiienne aen mpeaycMaTpUBaeT CUCTEMATH3AIMIO JOKYMEHTOB B Jiejie, MOAIIUBKY
WIN TeperyieT Jena, HYMEpaldio JHCTOB Jela, COCTAaBJICHHE JIMCTAa-3aBEpUTENsS Jena,
cocTaBlieHHE (B HEOOXOIMMBIX CIy4asix) BHYTPEHHEN OMUCH JOKYMEHTOB.

JIOKyMEHTBI B Jienax, COJAep)KalluX IPHKa3bl, PaclOpsDKEHHS I10 JIMYHOMY COCTaBy,
NEePeCUCTEMATU3UPYIOTCS B XPOHOJOIMYECKOW MOCIEIOBATEIBHOCTH: B Hayale Jeja JIOJIKHBI
pacnoarathCsi pUKasbl (pacropspKeHHs) 3a SHBAph, MOTOM 3a eBpajib U T.1.

AHAJIOTUYHO, 10 XPOHOJOTHYECKOMY MPHUHIMITY HPOBOJUTCA CHCTEMaTH3aLus
JOKYMEHTOB B J€JlaxX, COAEp)KaIMX aKThl O HECYACTHBIX CIydasX, NMPOTOKOJIBI 3aceIaHuil
KOMHCCHUH, JOKYMEHTBI O MPEICTaBICHUH K HArpa)XXJI€HUIO, TPYIOBBIE JOTOBOPHI (COTTIAIICHUS),
Tapu(pHUKAIMOHHBIE BEOMOCTH, TA0EIH M HApsAAbl pAOOTHUKOB BPEAHBIX MPOPECCHil.

[MommmBka chOpMUPOBAHHBIX A€ MPOU3BOAUTCS TOJIBKO IOCIIE 3aBEPUICHUS IKCIIEPTH3HI
[IEHHOCTH JOKYMEHTOB. [IOKyMEHTHI Jefia MOMIIMBAIOTCA, MEPEIUIETAI0TCs B YEThIpe MPOKOJIa
CYypOBBIMH HHUTKamH. IIpu 3TOM, y4YHTHIBasi MHTEHCHBHOCTb HCIIOJIb30BAaHUS JOKYMEHTOB IIO
JUYHOMY COCTaBy II0 COIMAJbHO-TIPABOBBIM 3alpocaM TpakKAaH W YUPEXKICHHH, MpU
BBITTOJIHEHUH TIEPEIUIETHBIX PadOT, MOJIIMBKE €T CIEAYyeT MCIOJIb30BaTh KAapPTOH BBICOKOTO
Ka4eCTBa, UMEIOIINI OBBIIIEHHYIO IVIOTHOCTh. JIOKyMEHTHI HOAIIMBAIOTCS, TIEPETIIETAIOTCS TaK,
9TOOBI OBIII0 00ECTIEYeHO CBOOOHOE YTCHHE TEKCTA.

[Tepenaya e mo IMYHOMY COCTaBY B apXHUB OCYILECTBIISIETCS TOIBKO MO onucaM. [Ipuem
KQXJIOTO Jiela TMPOU3BOAMTCS PAOOTHUKOM apxuBa (JIMIIOM, OTBETCTBEHHBIM 32 apXHBHOE
XpaHEHHEe) B MPUCYTCTBUU COTPYIHHMKA KaapoBOi cirykObl. [Ipu 3TOM Ha 00enx sK3eMIusIpax
ONKCH JIeN TIOCTOSSHHOTO ¥ JUIMTENBHOTO XPaHEHHs, CJaBaeMbIX B apXWB, JIeNaeTcs
COOTBETCTBYIOIIass OTMeTKa. LluppamMu M mpomuchi0 B KOHIE KaXKAOTO SK3EMIUIIpPA OIHUCH
YKa3bIBAETCS KOJIMYECTBO (DAKTHYECKH MPUHATBHIX B apXWB A€, HOMEPa OTCYTCTBYIOUIMX JIE,
Jata mpreMa-Tepeiayn Aej, a TAKXKe MOJIHCH NMPHHUMAIONINX U MepelalonX JODKHOCTHBIX
JIHIL.

[Ipu HaM4MK B IMYHOM JieJie HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (yOCTOBEPEHUH,
CBUJIETENILCTB, TPYAOBBIX KHM)KEK, BOGHHBIX OWJIETOB M T.N.) OHU BKJIQJBIBAIOTCS B KOHBEPT,
KOTOPBIM BMECTE C IPYTUMH JTOKYMEHTAMHU MTOAILIUBAETCS B JIETIO.

B Hawane kaxaoro nena BKJIQAbIBA€TCS YMCTBIM JIMCT OymMaru, B KOHIE —
JMCT-3aBEPUTEIIb IO YCTAaHOBJIEHHOM hopme.

B nucre-3aBeputene nuppaMu 1 NpONUChi0 YKa3bIBAETCS KOJMYECTBO MPOHYMEPOBAHHBIX
JIMCTOB B JI€JI€, HAIMYKME MPOIYIICHHBIX U JINTEPHBIX HOMEPOB, KOJINYECTBO JTUCTOB BHYTPEHHEN
onucu jAena. He ponyckaeTcsi BHIHECEHHE 3aBEpUTENbHOM HAIMUCH Ha OOOPOTHYIO CTOPOHY
MOCJIETHETr0 JOKYMEHTA Jieia UM Ha 00JIOKKY Jiena.

[Tocne uncroro nucTa B Ha4ajo Jejia MOAIIMBAETCS BHYTPEHHSS ONKUCh JOKYMEHTOB Jiena.
BHyTpeHHss onmMch COCTaBisieTCs K JMYHBIM JeJlaM 10 yCTaHOBJIEHHOW (opme. BHyTpeHHss
OIMCh COCTABJISIETCS AJI YUeTa JJIOKYMEHTOB JI€Jia, COJAEPKUT CBECHHUS O MOPSAIKOBBIX HOMEPAX
JIOKYMEHTOB JieJla, UX HMHJIEKCax, JaTax, 3arojoBKax M HOMepax JMCTOB aena. K BHyTpeHHel
OMKMCHU COCTaBJISIETCSl WTOTOBAasi 3alUCh, B KOTOPOW YKa3bIBalOTCS LU(paMu U TIPONUCHIO
KOJIMYECTBO BKJIIOUEHHBIX B HEE JIOKYMEHTOB M KOJIMYECTBO JIMCTOB BHYTPEHHEW OIHCH.
BHyTpeHHsIs onKCh MOANMUCHIBAETCS €€ COCTaBUTEJIEM, YKa3bIBA€TCS JOJKHOCTh COCTaBUTENS U
pacm(poBKa MOAMNKCH.

W3menenus coctaBa JOKYMEHTOB JIMYHOTO Jenia (U3bATHE, BKIIOYEHHE JIOKYMEHTOB,
3aMeHa WX KONMsAMH M T.I1.) 3aHocarcs B rpady «lIpumedanue» co cCbUIKaMU Ha
COOTBETCTBYIOIIME JOKYMEHThI, Ha OCHOBAHHWU KOTOPBIX MPOU3OIUIO HU3BIATHE, JOMOJIHEHUE,
3aMEHa KONUSAMHU U T.II. B ciy4yae 3HaYMTENbHBIX U3MEHEHUH B COCTaBE JIMYHOTO J€Ja, UTOroBas
3aMych K BHYTPEHHEH OIKCH JieNia ¥ 3aBepUTeIbHas HaIIUCh JieJia epecOCTaBISIOTCS.

PaccmotpuM, Kak IpoxoAMT nepenada Aell B apXUB OpraHu3aluu. B mepByro ouepens
BO3HHUKAET JBa BOIIPOCA — KaKKe JOKYMEHTHI TpeOyeTcsl HOJATOTOBUTH U 3a KaKHe TOIbL.

Kakue kareropuu 10KyMeHTOB NepeAatoT B apxuB. OOBIYHO B apXUB OpraHU3aLUHU CIAIOT
JOKYMEHTBI IIOCTOSIHHOT'O XpaHEHUs U BpeMeHHoro > 10 yier xpaHeHus. B mociennem ciydae,
IIPEKIE BCETO, UMEIOT B BUY JI€J1a IO JMYHOMY COCTaBY.




Hena < 10 net xpaHeHus: OOBIYHO B apXUB HE MOMAJAIOT, OHU OCTAIOTCS B OT/ENax (Tae
OHM 3aBElIEHbI) JO MOMEHTa HCTEUEHHUS CpPOKOB HMX XpaHEHUS M yTpaThl IPAKTHUECKOM
HanoOHocTu. Ho Bce e B OTHENBHBIX COy4asX [0 PEHICHUI0 PYKOBOJCTBA JOIYCKAETCS
nepesaBaTh U TaKKe JieNia B apXuB (HampuMep, HeT MecTa Ui XpaHEHUs B OTele). 3aTeM MOXKHO
OyJIeT COCTaBUTh aKT Ha YHUUTOXKEHUE JOKYMEHTOB C BPEMEHHBIMU CPOKAMU XPAHECHHUS.

3a Kakue roJipl Jena nojyiexar rnepejnaye B apxus. CorjgacHo npaBuiaM JOKYMEHTHI cjaue
B apXMB IOJUIEKAT HE MO3JHEE 3-X JIET MOCIe 3aBEepUICHUsI UX B JEIONPOU3BOACTBE. MOXHO
oGopMuUTH nepenavy el B apXuB U yepe3 roj. Ho cuiibHO paHO HE panMoOHaIbHO, IOTOMY YTO
«CBEXKHE» TOKYMEHTHI MOTYT MOHAOWTHCS B TEKYIIEM ACIOMpPOU3BOACTBe. M3-3a 3Toro Oymer
MHOTO CYeTbl, 4YTOOBI 3aIpalIuBaTh UX U3 apXUBa.

I'padbuk mpuema-mepenaun nen. B COOTBETCTBHHM C CYIICCTBYIOIIMME TPEOOBAHUSIMH
nepegavya el B apXuB JIOJDKHA IMPOUCXOIUTH MO rpaduky. DTOT rpaduk cocTaBisercs B
MIPOU3BOJIBLHON (hOpMe, U3 KOTOPOTO MOXKHO MOHSTH, KAKOE CTPYKTYPHOE o Ipa3iesieHrue (MOKHO
Jake yKa3aTh KOHKPETHOTO UCTIOJHUTES) U KorJa OyIeT OCYIIeCTBIIATh epeaady JOKYMEHTOB B
apXuB.

Cpoxk mpuema-niepenay Jry4iine ykasoisats He 15.10.2014, a B 6onee mmpokom BapuaHTe —
OKTSI0pb. BO3MOXHO, UMEHHO 15 OKTSAOpS CIydUTCS KPU3HC, a TaK y Bac OyaeT BpEeMEHHOE
MPOCTPAHCTBO JJIsi MaHEBPA.

I'padmuk cocrtaBisieT OTBETCTBEHHBIM 32 apXWB, COTJIACOBBIBAECT €r0 C HAYAIbHUKAMH
OTJIEJIOB, KOTOPBIM MPEJICTOUT Tepeiada JOKYMEHTOB. 3aTeM rpauk yTBepkaaeT PyKOBOAUTEIh
opranuzaiuu. Mim n1omycTuMo ero yrBepkJIeHrue PyKOBOIUTEIIEM CITYXKOBbI JIEJIONPOU3BO/ICTBA, B
COCTaB KOTOPOM OOBIYHO BXOJUT apXUB.

[Topsimok mepemauu nen B apxuB. B pesynbrare mpoBENEHHOW SKCHEPTH3bI IEHHOCTH
JIOKYMEHTOB OTOOpaHHbIE AJIs TpUeMa-Tiepeiadyn Jieja He0OX0AUMO BKIIOYUTh B YCTAaHOBICHHOU
(GOopMBI cTATOYHYIO ONTUCH (ee 0Opa3elr HempeMeHHO OyIeT najee).

[To HoMeHKIaType nen HeoOXOIUMO HAMETHTh Jielia MOCTOSHHOTO U JTOJITOBPEMEHHOIO
XpaHeHHus: (B TOM YHCJIE TO JIMYHOMY COCTaBy) M BHECTH B TpaduK CBEIEHHUS O CPOKaxX W
y4acTHUKAX Mepeaadu JOKYMEHTOB B apXuB (3apaHee Ha MPEICTOSAIIUN TO/I).

Ve BO BpeMs MOJITOTOBKH JIeN K IMepeadye B apXuB He 3a0yAbTe MOMHTEPECOBATHCS Y
WCIIOJIHUTEJIEH O HAJIMYUU B OT/EJIE APYIUX JIe] JaHHbIX KaTeropuid. Tak kKak OHM MOTJIM 3aBECTU
JOTIOJIHATENIbHBIE JleJla B TEUEHHE ToJa W Jake He MNPOUHPOPMUPOBATH CIYKOY
JIEIIONPOU3BOJCTBA 00 ATOM (IIO3TOMY UX M HET B HOMEHKJIaType). Takue aena Toxe HaIo
BKJIFOYATh B CAATOYHYIO OTHCH.

Ecnu obHapyxuBaeTcs OTCYTCTBHE KaKOro-mubo jaena, TO choyxkba Jenonpon3BOACTBA
HMMeEET MPaBo 3aMPOCHUTH CIIPABKY O MIPUYHHAX.

Tema 2. Ilepeoaua den na 001208pemeHHOe XpAHEHUE U ONbINL APXUGOE MO padome ¢
OOKYMEHmMamu no TUYHOMY COCAgy

B apxuBax opraHuzanuii JOKyMEHTBI XpaHSATCS B TEUEHHUE OMPEIETICHHBIX CPOKOB, IMOCTE
Yero OHU IOJIXKHBI OLITH nepc€aanbl Ha TOCyAapCTBCHHOC XPAHCHUC B TOCYJAPCTBCHHLIC U
MYHUIMIIAJIBHBIC apXWBBI. q)e)]epaHBHBIM 3aKOHOAATCIBCTBOM OIPCACICHBI IMPEACIBHBIC CPOKHU
XpaHEHUsl TOKYMEHTOB, BKJIFOUEHHBIX B YCTAaHOBJICHHOM MOPSAJIKE B COCTaB ApXUBHOTO (oHIA
Poccuiickoit denepanuu:

L] AOKYMEHTOB NO JINYHOMY COCTasy, 3anucem HOTapwuaabHbIX AeﬁCTBMVI,
NOXO3ANCTBEHHbIX KHUT U KaCaloWwunxca npneathdaunm XUManuHoro d)OH,CI,a AOKYMEHTOB — 75 ner,

. NPOEKTHOM AOKYMEHTaUMM No KanutasbHoOMy cTpoutensctey — 20 nerT;

o TEXHO/IOTMYECKOM U KOHCTPYKTOPCKOMN AOKymeHTauun — 20 neT;



. NaTeHTOB Ha U3obpeTeHne, NOAE3HYI0 MOAE/b, NPOMbILAEHHbI obpasel, — 20 neT:

. Hay4yHOM AOKymeHTauun — 15 nert;
. KMHO- U POTOAOKYMEHTOB — 5 feT;
. BMAEO- N POTOAOKYMEHTOB — 3 roaa.

B ciyuae nukBHanuu opraHu3alyy, JOKYMEHTHI MOCTOSHHOI'O CPOKa XPaHEHMs U 110
JUYHOMY COCTaBy IE€pelalTCsi B TOCYJAapCTBEHHBbIH (MyHULIMNAiIbHbIN) apxuB. [nsa
HEroCyJapCTBEHHBIX OpraHu3aluil, 4aCTh JOKYMEHTOB KOTOPBIX OTHECEHA K COCTaBY APXHUBHOTO
¢donna Poccuiickoit @enepanuu, Ui TakOH mepenayd HEOOXOAMMO 3aKIIOUEHHE JIOTOBOpa C
yapexaeHueM cuctembl DenepasibHONW apXxuBHOM caykObl Poccun. Ecnmm  opranmzanus
CBOEBPEMEHHO HE€ 3aKJIOYMiIa JOrOBOP C apXHMBOM, TO B 3TOM Cllyyae IOCYIapCTBEHHBIN
(MyHUIIMIIAJIbHBIN ) apXUB 00s13aH MIPUHSATH HA XPAHEHUE TOJIBKO JOKYMEHTHI 110 TUYHOMY COCTaBY
pabOTHUKOB  OpraHu3auud. MecTo XpaHEHHs] OCTaJbHBIX JIOKYMEHTOB  ONPENENATCs
npezcenaTenaeM JMKBUAALMOHHON KOMUCCUU MM KOHKYPCHBIM YIIPABIISIOIIMM.

OnbIT padoThbl aPXHUBOB 10 JIMYHOMY COCTABY

MyHunnagpHoe OFO/DKETHOE YYPEXKICHHE 3aBETHHCKHIA apXuB JIOKYMEHTOB IIO
JMYHOMY cocTaBy OblI co3ziad B 1992 rony. OcHOBHOI 3a1a4eil apXyuBa JOKYMEHTOB 10 JTUYHOMY
COCTaBy SBJISETCS XpaHEHHME M  HUCIOJb30BaHUE JOKYMEHTOB JIMKBUAWPOBAHHBIX U
PEOPraHNU30BAHHBIX YUYPEKACHUM, OpraHu3alli, NpeAnpusTHi 3aBETUHCKOIO paloHa, HE
MMEIOUINX MPaBONPEEeMHUKA WM HaJUIeXallluX YCJIOBMM XpaHeHusd. B apXxuB npuHUMaroTcs
JIOKYMEHTBI, TI0 KOTOPHIM YCTAHABJIIMBAETCS CTaAXX M pa3Mep 3apaboTka paOOTHHKA JTaHHOU
opraHu3aiuu (IpUKasbl, pacCyYeTHO-TIJIATEXKHbIE BEIOMOCTH IO 3apIliaTe).

B Hactosmiee BpeMsi B apxXMBe XpaHATCS JOKYMEHTHl 58 opranuzamuii (46 M3 HHUX
-TUKBUIMPOBaHHbIE) 3a mepuod ¢ 1943 mo 2013 roasl. 3ampockl B apXWB HMPUHUMAIOTCS
MUCBbMEHHO, YCTHO, 10 Tese(oHy, 10 ANEKTPOHHOHU nouTe. B 3anpoce (3asBi1eHNH) yKa3bIBaIOTCS:

q)aMI/IJ'II/I}I, UM, OTYECTBO 3adABUTCIIA, I'OA U MECTO €ro poOXACHUA, aApeC MECTA KHUTCJILCTBA,

TpaXXJ1aHCTBO.
Ceenenus o coctaBe 1 0obeme ponyo Ha 01.01.2014 rona
Oo6ee
KOJIMYECTBO €INHHMI]
N Ne HasBanue donna [Toctynuno Bri0BI XpaHeHus B (OHJE Ha [[Ipumeuanue
n/m | ¢onna 1o 01.01.2006 r.

Jlen  |Comsr Jlen [[oxsr Ylen ["onb1




PalioHHOE  MPOU3BOJCTBEHHOE
yIpaBJIeHHE OBITOBOTO,

O6CJ’Iy)KI/IBaHI/I$[ HaCCJIICHUA

123

1943-1991

3aBeTHHCKUIA paliOHHBIH

TUIIIEKOMOMHAT

1944-1950

Aptenb «PeMOBITY

1944-1956

3aBeTHHCKas PaKOHTOPA]

10 3arOTOBKaM U OTKOPMY CKOTa

33

1949-1963

Konxo3 «IIyts K
|[koMmyHU3MY» u ero

TP ANICCTBCHHUKU

25

1951-1957

CoBx03 «DpyH3eHCKUII»

22

1982-1986

Konxo3 um. Kuposa u ero

TP AMICCTBCHHUKU

1947-1957

Komxo3 «Ilobema» u ero|

ITPCAINICCTBCHHUKN

56

1947-1957

IIpousBoncTBeHHOE
yIIpaBJICHUE
PKIITUILHO-KOMMYHAIIbHOTO

X035 CTBA

97

1957-2006

10.

3aBeTUHCKUI (rman
3UMOBHHUKOBCKOI'O
[TPOU3BOJICTBEHHOTO
0OBEIMHEHUSI aBTOMOOUIBLHOTO

TparcopTa

125

1963-2000

11.

3aBeTHHCKAS
[IEHTpajbHAas palioHHas

0OJIBLHHUIIA

415

1943-2008

12.

3aBeTHHCKAs
IMexxxo3siicTBEHHAS

CTPOUTEIIbHAA OpraHu3annsd

132

1970-2003

13.

TOO

«3aBEeTHHCKAarpOPEeMTEXIIPE I

172

1965-1995

14.

Komaxo3 «3aBetsr Unpuua|

182

1943-1957




15. 2-s1 3aBeTunckas MTC 52 1952-1957
16. Komnxo3 «Ilyts Cranmna 74 11951-1957
17. Komxo3s «Bnactp 45 [1953-1957
CoBeToB»
18. Konxo3 um. Jlenuna 133 [1943-1957
19. Kuukunckas MTC 44 [1953-1957
20. BaeBegoMcTBEHHAS 3 [1986-1991
oXpaHa
21. 3aBEeTHHCKUIT oTIen 7 ]1987-1995
00J1aCTHOTO TOJIOBHOTO
[TPOEKTHO-TPOU3BOICTBEHHOTO
APXUTEKTYPHO-TUIAHKPOBOYHOTO
Oropo
22. AOOT 46 [1988-1999
«(3aBETHHCKArpOIPOMTPAHCH
23. 3aBETHHCKUIT MacI03aBOJ 35 [1943-1996
24. CaBastHCKHI CEJILCKUM] - -
coBeT
25. 1-s 3aBetnnckas MTC 64 [1944-1957
26. Komaxo3 um.Cranuna u ero| 23 [1949-1957
[TpE/IIIICCTBCHHUKU
27. Komaxo3 «Poaunay 59 [1949-1957
28. Yupexaenus CUCTEMBI 98 [1946-2007
CEIILCKOT0 XO35MCTBA
29. Konxo3 «KpacHoe 3HaMsD» 15 [1953-1956




30. Otapen Hapoanoro|200  [2005-20 985 [1943-2010
0Opa3oBaHus 10

31. Otnen CEJILCKOTrO| 25 [1946-1953
XO3SIHCTBA

32. DuHAHCOBBIN OTIAET 119 [1943-2009

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

34. IenTp rocymapcTBEHHOTO| 39 [1991-2005
CaHUTAPHO-3THICMUOIOTHIECKO
ro Haa3opa B 3aBETHHCKOM|
[palioHe

35. 3aBeTHHCKUIA paOHHEIH] 5 1982-1992
y1eOHO-KypCcOBOM KOMOMHAT

36. PemonTuHCKast paiioHHasA| 17 [1944-1963
|konTopa Mo 3aroroBkam
OTKOpMY CKOTa

37. Ortnen CEJILCKOro 51 10 [1946-1956
|kosixo3HOTO CTpOHTENBCTRA

38. 3aBeTHHCKAsT JIOPOIKHO-C| 33 [1995-2008
TpOHTENbHAS nepeBKHasi|
|MexanuzupoBanuas xoixoHHA

39. 3aBeTHHCKOE  paifoHHOE] 24 11965-1998
oTnenenne «Coro3mneyars

40. OTaesn XJI0IKOBOACTBA 4 [1950-1952

41. 3aBETHMHCKOE  OTJIEIEHUE 10 [1988-1997
Arporrpombanka CCCP

42. 3aBeTHHCKAs cenbckasid 2010-20 140 (1943-2011
AQMUHHUCTPALHS 11

43. TOO 20 [1982-1995
«(3aBETHHCKArpOMPOMIHEPTO»

44, MusnepoBekuit 7 ]1995-2000

[IPUEMHBIH ITyHKT IIEPCTH




45.

Xo3siicTBeHHast
A cconnarys «Kuprnnansiii

3aBOI

16

1991-2005

46.

Paiionnas HHCIIEKTYPA
[loccratucTuk  3aBETHHCKOTO

[palioHa

14

1943-1986

47.

3aBeTHHCKAs

PICCOMEINOpAaTUBHASA CTaHIIUA

116

1950-2002

48.

WHcnekuus 1mo 3akynke

CeNbXO03MPOAYKTOB

1961-1962

49.

3aBeTHHCKas THIOrpadus

INe 41

19

1965-1998

50.

MY «Penmaknuys

[paifOHHOTO a0y

1992-2006

51.

CIIK «CaBpasa»

532

1943-2007

52.

MNucnexuus
[Munucrepcra PO no namoram u
coopaMm 1o 3aBETHHCKOMY]

[paiiony PocToBckoit oOmactu

30

1990-2002

53.

3aBEeTUHCKHI MOYTaMT]
YpasiieHus DenepasbHON
[TOYTOBOM CBSI3M POCTOBCKOW]
oOacTu - ¢mmana
DenepabHOTO

rOCYyJapCTBEHHOI'0  YHUTAPHOI'O

npennpustus «lloura Poccun»

100

1944-2005

55.

CoBx03 «Poauna»

56.

CIIK «Domun»

474

1957-2012

57.

Kooneparus «Tutan»

1997-2001

Hroro

04

2005-20

4897

1943-2011




ApxuB B cBoeil paboTe pyKOBOJACTBYETCS CIECAYIOIIUM IOJ0KEHUEM.
I[TOJIOJKEHHME
0 3aBETMHCKOM MYHHUIMIAJIBHOM apXHUBE JOKYMEHTOB I10 JJUYHOMY COCTaBY

1. OOuIue MoJI0XKEHUA

1.1. AnmunHucTpauusi 3aBETHHCKOTO paiioHa B LeENAX OOECIeYeHHs COIHMAJIbHOH |
IPaBOBOM 3alIUTHl T'PaKIaH pealu3yeT IOJHOMOYHUS IO OOECHEYEHHUIO LEHTPAIN30BaHHOIO
XPaHEHUsl U MCIOJIb30BaHMS JTOKYMEHTOB IO JIMYHOMY COCTaBY YUYPEXACHWUH, OpraHu3aluil u
IPEIIPUATHI 3aBETUHCKOTO paiiloOHa, B TOM YMCJIE TMKBUIUPOBAHHBIX CTPYKTYp, HE3aBUCUMO OT
¢dopM COOCTBEHHOCTH, HE MMEIOIIUX IPABONPEEMHHKA M BBIIIECTOSIIETO MO MOAYMHEHHOCTH
oprasa.

1.2. Jlnga pemeHus 3ahad MO peaju3alMM IOJHOMOYMN B 00JacTH apXUBHOTO Jeja
aJIMUHUCTpalys o0pa3yeT 3aBeTMHCKUI MYHUIMNAIbHBIA apXUB JOKYMEHTOB IO JINYHOMY
coctaBy (nanee umenyercst Apxun). KpaTkoe HaiMeHOBaHUE - 3aBETUHCKUN apXUB MO JINYHOMY
COCTaBy.

1.3. Mecro nHaxoxnaenust ApxuBa: 347430 PoctoBckas o6nacTh, 3aBETUHCKUN palioH,
c.3aBeTHoe, yi.JlomoHOCOBa, 24.

1.4. ApxuB mMeeT TIpaBa CaMOCTOSITEILHOTO HOPUAMYECKOTO JIMIA, CaAMOCTOSTEIbHBIN
OayraHc, cyeT B OaHKe, Ievarh, PUpPMEHHBIC OJIAHKH.

1.5. Tlonoxenne 00 ApxuBe YTBEp)KIAeTCs MPABOBBIM aKTOM AJIMUHUCTPALUU
3aBETHHCKOIO paiioHa ¢ y4eToM pekoMmeHanui KoMurera 1o ynpaBlIeHHMIO apXHUBHBIM J€JIOM
AJIMUHHCTpaALIUU PocToBckoii oOJractu. B Tlonoxennu 3aKpEeIUIAIOTCA
OpraHU3alMOHHO-NIPAaBOBON cTaTyc ApXuUBa, 337ayd U (YHKIHUU 110 PYKOBOJCTBY apXUBHBIM
JIeJIOM, TOJHOMOYHMS IO HX peanu3alyy, OTBETCTBEHHOCTb 3a COCTOSIHHME, pa3BUTHE U
COBEPLICHCTBOBAHUE aPXUBHOTO J€Ja.

1.6. ApxuB B CBOEH A€SITEIbHOCTH pyKOBOACTBYeTCss KoHCcTUTYIMEH
PO, denepanbHbIMM 3aKOHaMU U APYTMMHM HOPMAaTHUBHBIMH IPaBOBBIMU akTamu Poccuiickoit
Oenepannu 1 PocToBckoi 007acTH, YCTaBOM MYHHUIIUIIAIILHOTO O0pa3oBaHUs «3aBETUHCKUU
pailoH», TIpaBOBBIMH aKTaMH AJMUHUCTpalMM palioHa, HOPMAaTUBHO-METOAUYECKHUMHU
nokymeHntamu ®denepanbHoi apxuBHOU cityk0bl Poccun, Komurera no ynpapieHUI0 apXUBHBIM
nenoM Aamunuctpanuu PocroBeckoit o6nact u HactosiuMm [lonosxeHueM.

1.7. ®duHaHCcupOBaHUE ACATEILHOCTU U MaTepHAIbHO-TEXHUYECKOE oOecriedeHre ApxuBa
OCYILIECTBIISICTCS 3a CUET CPEACTB Oro/IKeTa 3aBETUHCKOTO paioHa.

1.8. JIonoaHUTENbHBIMA HCTOYHUKAMU (DMHAHCUPOBAHUS MOTYT OBITh:

a) IeJieBble CpeAcTBa M3 00JIaCTHOTO Oro/pKeTa (IpU pealu3aluu MporpaMM pa3BUTHS
apXMBHOTO JeNla, BKJIIOYAIOIIMX MEPONpPHUSATHS B 3aBETHUHCKOM paloHe; peaau3aluu
rOCyJapCTBEHHBIX IOJHOMOYMH B cdepe apXMBHOTO jena AJMUHHUCTpallMM paioHa, B T.Y.
MOJIHOMOYMII Ha XpaHEHHWE AapXUBHBIX (OHIOB U AapXMBHBIX JOKYMEHTOB OpraHu3alui,
OTHECEHHBIX K TOCYJapCTBEHHONH COOCTBEHHOCTHM U pAaclOJIOKEHHBIX Ha TEpPUTOPUHU
3aBETHHCKOTO paiioHa);

0) BHEOIO/KETHBIE CPE/CTBA, B T.Y4. OT HPUHOCAILIEH I0XOJX NEATEeIbHOCTH ApXHBa,
MPElyCMOTPEHHOM €ro YUpeaUTeNbHBIMU JOKYMEHTAMU;

B) CIIOHCOPCKHE U UHBIE CPEJCTBA, TOJIy4EHHBIE 3aKOHHBIM ITyTEM.

1.9. HomeHnkiarypa (mpeicKkypaHT) IJIaTHBIX pabOT M ychnyr ApXuBa YTBEp)KIaeTcs
IPaBOBBIM aKTOM AJIMUHHUCTpAIlMM pailOHa Ha OCHOBAHHM IMEPEYHs IUIATHBIX paboT W YCIyT,
pa3zpaboranHoro KoMuTeTom 1o ympaBJICHHIO apXUBHBIM JIelIoM AJAMUHUCTpanuu PocToBckoi
00J1aCTH U YTBEPKICHHOTO OPraHOM rocy/1apcTBEHHOM BiacTu PocToBckoil obnactu.

1.10. Anmunuctpauus 3aBEeTHHCKOro pailoHa oOecreurnBaeT ApPXHUB MOMEUICHHSIMH,
OTBEYAIOIIUMH HOPMATHBHBIM TpeOOBaHUSAM OOECIEUEHUsI COXPAHHOCTH JOKYMEHTOB, €ro
coJiep’kaHue, TEXHUYECKOe OCHAIlleHHe, 000py10BaHIe, OXpaHy, TPAaHCIIOPTHOE 00CITyKUBaHHUE U
CO3/1aHNe HEOOXOAUMBIX YCIOBHM Tpy/ia paOOTHHKOB.

IIpu nepemade 31aHUsA (IOMEIIEHUs), B KOTOPOM pa3MelleH ApXUB JpyruMm
opranuzanusaM, [1aBa 3aBeTMHCKOro pailoHa NPUHUMAET pELIEHHE O IIPEIBAPUTEILHOM



IPEOCTaBICHUH PAaBHOLICHHOTO MU 00Jiee MOAXOISIIET0 s pa3MeIIeHUs JOKYMEHTOB 3/1aHUS
(momereHus ).

2. 3agaumn u QyHKIMM ApXUBa

2.1. OcHOBHBIMHM 3afayaMu ApxHBa SBIAIOTCA O0ECHEUeHHE COXPAaHHOCTH M Y4YeT
JIOKYMEHTOB I10 JINYHOMY COCTaBY M UX HCIIOJIb30BAHUE B LIEAX COLMAIBHO-TIPABOBOM 3alllUThI
IpaXkJaH.

2.2. ApX¥B B COOTBETCTBHH CO CBOMMHU 33J]Ja4aMU BBHITIOJTHSET CISAYIONTNE PYHKIIUH:

1) npuHUMaeT Ha OCHOBE 3aKJIIOYEHHBIX JOIOBOPOB U B COOTBETCTBUM C rpaMKaMu OT
YUPEXKJIEHUM, OpraHu3aluil U MpeaAnpUsITHI-UCTOUHUKOB KOMIUIEKTOBAaHNUS ApPXHBa JOKYMEHTBI
110 JINYHOMY COCTaBYy, 00pa0OTaHHbIE U YUTCHHbIE COIVIACHO YCTAHOBJIEHHBIM IIpaBUJIaM, a TakK ke
JIOKYMEHTBI OT JIMKBUIMPOBAHHBIX OpraHU3aluii, HE UMEIOLIUX [TPaBOIPEEMHUKOB;

2) XpaHUT U 00ecreurnBaeT COXPAHHOCTh JOKYMEHTOB IIPUHATHIX B APXUB;

3) BemerT yderT XpaHsluxcsi B ApXHMBE JOKYMEHTOB, mpezacrasiseT Komurery B
YCTAHOBJICHHOM IIOPSJIKE CBEJIEHHsI O cOCTaBe U 0ObeMe (PoHI0B ApXHBa;

4) cocTaBIIsSIeT U BEJET CIUCOK YUPESIKACHUM, OPraHU3alfid U MPEANPUITHI-UCTOYHHUKOB
KOMILJIEKTOBAaHUSI APXMBa U KapTOTEKY O MECTOHAXOXKIEHUH JJOKYMEHTOB I10 INYHOMY COCTaBY;

5) oka3bIBaeT yupeKACHUSAM, OpraHU3alusiIM, IPEAIPUITUIM METOJUUYECKYIO, a HA OCHOBE
corJialeHui (10roBopoB) U MPaKTHUYECKYIO IIOMOIb B IPOBEJICHUN SKCIIEPTU3bI U YIIOPAJOYEHUN
JIOKYMEHTOB, IPOBOAUT OOpabOTKY M ONMCAaHWE JIOKYMEHTOB, MOCTYNMBIIUX B ApXUB B
HEYIOPsI0YEHHOM COCTOSIHUY;

6) OCyIIECTBISIET OPraHU3AIMOHHO-METOANYECKOE PYKOBOJICTBO pabOTON C JOKYMEHTAMH
[0 JJUYHOMY COCTaBY B YUPEKICHUSAX, OPraHU3alMAX U NPEANPHUIATHIX palloHa, OKa3blBaeT UM
MIOMOIIb U KOHTPOJIUPYET COCTOSIHUE U XPAaHEHNE JOKYMEHTOB I10 JINYHOMY COCTaBY;

7) ydacTBYyeT COBMECTHO C OpraHM3allMsIMU B pa3pabOTKe METOIMYECKHUX IO0COOUH,
NaMATOK, KacarolMxcsi padoThl C JIOKyMEHTaMH [0 JIMYHOMY COCTaBy, B OpraHu3alMd u
IPOBE/ICHUN CEMUHAPOB U APYTUX MEPONPUATHI MO MOBBIMIEHUIO KBaJH(pHUKALUU paOOTHUKOB
YUpEXKJIEHUH, OpraHu3aluil ¥ NpeJIpUusaTuil Mo BOIpocaM paboThl ¢ TOKYMEHTAMHU 1O JINYHOMY
COCTaBY;

8) co3maer, COBEpIICHCTBYET M IOMOJHSAET HAy4YHO-CIPABOYHBIA ammapar (omucw,
KaTaJIOTH, YKa3aTellu U T.11.) K IOKyMEHTaM 10 JMYHOMY COCTaBY, XpaHs;IIUMCS B ApXUBE;

9) opraHu3yeT HCHOJb30BaHUE JIOKYMEHTOB: B YCTAHOBJIEHHOM IOpSAKE BBIAAET
YUPEXKIEHUSAM, OpraHu3alusM M NPEIIPUATHAM JIOKYMEHTHI BO BPEMEHHOE II0JIb30BAHMUE;
UCIIOJIHSET 3allpoChl YUYPEXKACHWM, OpraHu3aluil U OPEeINpHUsITUHA, BbLAAECT IO 3asBJICHUSAM
IpaKJaH apXWBHBIE CIPAaBKH, KOIHHU, BBIMHMCKH, MOATBEP)KIAIOIIME TPYIAOBOM CTaX, pa3sMep
3apa0OTHOM TUIATHI U APYTUE BOMPOCHI, HEOOXOAUMBIEC IJisi O(DOPMIICHHS TIEHCUU TpakJlaHaM U
pEILIEHNUs IPYrUX COLUAIbHO-IIPABOBBIX BOIPOCOB, BBIJAET APXUBHBIE CIIPABKU O HE COXPAHHOCTH
JIOKYMEHTOB 110 JIMYHOMY COCTaBY;

10) KOHCYJIbTHpYET TpaXK[aH U OpraHu3allMd MO BOMNPOCaM MECTOHAXOXKAECHUS
JIOKYMEHTOB 110 JIMYHOMY COCTaBY;

11) ocymecTBiseT pPO3BICK JOKYMEHTOB IO JHUYHOMY COCTaBy, 3allpalidBaeT oOT
CTPYKTYPHBIX MOJApa3JeNIeHUd AJIMUHUCTPALUU, BEAOMCTBEHHBIX apXHWBOB, MYHHUIIUIIAIbHBIX U
rOCyJapCTBEHHBIX apXUBOB CBE/ICHUS, HEOOXOAMMBIE Il UCTIOJHEHUS 3alPOCOB IPaXK/IaH.

2.3. ApXuB pemaeT CTosKre Mepel HUM 3a1a4i BO B3aUMOJICUCTBUUA ¢ MyHUIIUTTAIbHBIM
apXuBOM AJMHHHUCTpPALUU 3aBETHUHCKOIO paiOHa, IPYIMMH CTPYKTYPHBIMHU MOJpa3JesICHUsIMU
AJIMUHUCTpALUY, YUPEXKACHUIMU, OpraHU3aIUsIMHU, IPEANPUATHIMEI palioHa.

3. CocTaB 10KyMEHTOB ApXHBa

3.1. ApXHB XpaHUT 3aKOHYEHHbIE JIETIONPOU3BOICTBOM JIOKYMEHTHI 10 TUYHOMY COCTaBY:

1) JMKBUAMPOBAHHBIX, PEOPraHU30BAHHBIX, H3MEHMBIIUX (OpPMY COOCTBEHHOCTH
YUpEXKJIEHUHN, OpraHu3aluil W MpeANnpHUsATHI, HE HMEIONIMX NPAaBONPEEMHUKOB WJIU BBIIIE
CTOAILIMX OpraHU3alui; YUYpeXACHUM, OpraHU3alUi, NPEeINpHITHH, AEITEIbHOCTh KOTOPBIX
orpaHWYeHa TeppPUTOpHEH 3aBETHHCKOTO paiioHa, He3aBUCUMO OT (OpM COOCTBEHHOCTH, a TaK JKE
UX NIPEALIECTBEHHUKOB - HCTOYHUKOB KOMIUIEKTOBaHUsI APXUBA;



2) opraHuzalMii - UCTOYHUKOB KOMIUIEKTOBAHMS  MYHHUIUIIAIBLHOTO  apXHBa
AnmuHucTpany 3aBETUHCKOTO pailoHa, HE UMEIONIMX YCIOBHUM JIsI XpPaHEHUSI JOKYMEHTOB 10
JMYHOMY COCTaBY.

B coctaB 10oKkyMeHTOB ApXHBa BXOJAT CIEAYIONINE KaTerOPHH TIOKYMEHTOB:

1) NMOKyMEHTBI IO JIMYHOMY COCTaBy CO CpOKaMHM XpaHeHuss a0 75 mer (opra-
HU3ALMOHHO-PACIIOPAIUTENIbHBIE  JOKYMEHTBI, JIMYHbIE  JleJla, Y4YeTHble JIOKYMEHTHI,
Oyxrajarepckue JOKYMEHTHI);

2) TOKYMEHTBI TOJITOBpeMeHHOTO (cBbImIe 10 jeT) U BpeMeHHOro cpoka xpaHeHus (mo 10
JIET) OpraHu3aluii - WCTOYHUKOB KOMIUJIEKTOBaHUS (HAa JOTOBOPHOW OCHOBE), a TaK Xe
JMKBUJIMPOBAHHBIX OpraHU3aluil IPpU OTCYTCTBUU Yy HUX MPABOMPEEMHUKA WM BBIIIECTOSIICH
OpraHu3anuu (0 UCTEYEHUS CPOKa XPAHEHUS ITUX JOKYMEHTOB);

3) Hay4HO-CIIPaBOYHBIN anmapaT ApXHuBa, paCKPHIBAIOLINI COCTaB U cojep:kanre GOHI0B
ApxuBa (onMcH, KApTOTEKH, YKa3aTEeIH, HCTOPUUECKHUE CIIPABKU), U YUETHBIE JOKYMEHTHI (KHUTU
ydeTa IMOCTYIUICHHsI ¥ BBIOBITHS A€, CIUCKH (OHJIOB, Aesia (GOHIOB U Ap.).

4. ITpaBa ApxuBa

4.1. ApxuB [Jig OCYIIIECTBIICHUS CBOUX OCHOBHBIX ()YHKIIUI UMEET MPaBO:

1) 3ampammBaTh ¥ NOJIYy4aTh B YCTAHOBJICHHOM IOPSIJIKE OT YUpEXAEeHUN He 00X0qUMble
JUISI BBITIOJIHEHUS BO3JIOKEHHBIX Ha APXUB 33/]1a4 CBEJIEHUS O JJOKYMEHTaX I10 JIUYHOMY COCTaBY;

2) mocewarh yupex/1eHus, OpraHu3aluK U MPeIIpUsTUS PAcIION0KEHHbIE HA TEPPUTOPUN
palioHa U IPOBEPSTH YCIOBUS XPaHEHUS U COXPAHHOCTh JJOKYMEHTOB 110 JJUYHOMY COCTaBY;

3) uHboOpMUpPOBaTh PYKOBOAMTENEH YUPESKICHUH, OpraHM3alUd W MpeInpuUaTuil o
COCTOSIHUM XPaHEHUSI U COXPAHHOCTH, JOKYMEHTOB 110 JINYHOMY COCTaBY, BHOCUTH MPEJI0KEHUS
Y 1aBaTh PEKOMEHIALMU 110 €r0 COBEPIIEHCTBOBAHUIO;

4) KOHTPOJIUPOBATH BBINOJIHEHUE YUYPEKACHUSIMH - HCTOYHHKAMHM KOMIUIEKTOBAHUS
ApxuBa M YUYPEXIEHUSMH U OpraHU3alUsIMM TOCYIapCTBEHHOH (OopMbl COOCTBEHHOCTH
YCTaHOBJICHHBIX NPABUJI OPraHU3alluU U XPAHEHUS JOKYMEHTOB I10 JINYHOMY COCTaBYy;

5) B YCTaHOBIIEHHOM TOpSJIKE 3aKJII0YaTh C 3aWHTEPECOBAHHBIMHU YUPEKICHUSIMHU,
OpraHM3alMsIMU U OPEIIPUSITUSIMH, HE3aBUCHUMO OT ((popM COOCTBEHHOCTH, COIJIAlLIEHUS
(IoTOBOPBI) O IEHTPATU30BAaHHOM XPaHEHUH, HCIIOJIb30BAaHUM MU YIOPSJIOUYEHHH JTIOKYMEHTOB,
OKa3bIBaTh IOPUIUYECKUM U (PU3NYECKUM JIMIAM IJIaTHbIE YCIYrH B paboTe ¢ TOKyMEHTaMH IO
JMYHOMY COCTaBY M 110 UCIIOJIHEHHIO COLMAIBHO-TIPABOBBIX 3aIIPOCOB;

6) HCII0JIb30BaTh MOJYYEHHbIE BHEOIO/KETHBIE CPEICTBA JJIs YIYUIIEHUS OpraHUu3alHuu
paboThl ApXHBa 1 pelIeHHsl COLMAIbHbBIX BOIIPOCOB;

7) y4yacTBOBaTh B paboTe JMKBUIAIIMOHHBIX KOMHUCCUN YUYPEXACHWUH, OpraHu3aluil U
OpENpUATHHA, JOKYMEHTBl KOTOPBIX HE BXOJAT B cocTaB ApXxuBHOro (onna PO nns pemenus
BOIPOCOB COXPAHHOCTHU JOKYMEHTOB I10 JINYHOMY COCTaBYy.

5. PykoBoacTBo ApxuBa

5.1. PykoBoacTBO ApPXHMBOM OCYILECTBISET 3aBEAYIOIUN apXUBOM. 3aBEAYIOLIUN
apXMBOM Ha3HAYAETCS M OCBOOOXKIaeTCst OT NOKHOCTH [ 1aBoit 3aBeTUHCKOTO palioHa.

5.2. 3aBenyromuii ApXuBoMm:

1) ocymiecTBiIsieT HEMOCPEACTBEHHOE PYKOBOJICTBO JIEATEIBHOCThI0O ApXUBa, OPraHU3yeT
ero paboty; obecreunBaeT pelieHrue BO3JI0KEHHbBIX Ha HETo 3a/1ay;

2) u3naeT B Mpejeniax cBoed KOMIETeHIIMH TPUKa3bI;

3) npuHuMaeT Ha paboTy, OmpeAenseT OO0SI3aHHOCTH M YTBEPXKAAeT JOKHOCTHBIE
MHCTPYKIMU paOOTHUKOB ApXHUBa;

4) oTunThIBaETCS 0 paboTe ApXuBa nepes AIMUHUCTPAIMEN U B YCTAHOBICHHOM TOPSIKE
- nepen KoMuTeToM 1Mo yrpaBiIeHUIO apXUBHBIM JIeJIoM AMUHUCTpannu PocToBckoii o0acTu;

5) opraHu3yeTr M BeJEeT NMpHEM Tpak[JaH, pacCMaTPUBAET MX 3asABJICHUS M KAJIOOBI IO
BOITPOCAM, BXOJAIINM B KOMIIETCHIINIO APXHBa;

6) BBIJACT B YCTAHOBJIIEHHOM IIOPAJKE TpakJaHaM U YUYPEXKACHUSIM CIPAaBKU
COLIMAJIbHO-ITPABOBOI'0 XapaKTePa, KOIHH, BBIITUCKU U3 JOKYMEHTOB;
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7) 3aKJI0YaeT B yCTAHOBJICHHOM TOPSIKE JOTOBOPHI C YUPEIKISHUSIMHU, OPTAaHU3AIHSIMH U
NPENNPUATHSIMU Ha BBIMOJIHEHHE APXHUBOM IUIATHBIX padoOT U yCIyT;

8) obecrieunBaeT cOOIIOACHNE OXPAHHOTO, IPOTUBOIIOKAPHOTO U CAHUTAPHOTO PEKUMA B
XPaHUJINILAX;

9) onpenensier mOTpeOHOCTh ApXHBa B 000PYJIOBAHUH U MaTepUaiax.

5.3. 3aBenyromuii ApXMBOM HECET MEPCOHAIBHYIO OTBETCTBEHHOCTD:

1) 3a BBIIONHEHWE BO3JOXKEHHBIX HA HEro O0O0s3aHHOCTEH C YYeTOM IIpasB,
MPEIOCTaBIEHHBIX eMy HacTosauuM [lonoxeHuem;

2) 3a COXpaHECHHE CIYKEOHOW, KOMMEPUYECKON WJIM MHOW, OXPaHSIEMON 3aKOHOM TailHBI
IIPU OCYIIECTBIEHUU CBOMX JOKHOCTHBIX MIOJTHOMOUYHUH B paboTe C JOKYMEHTAMH.

TI'ocynapcTBeHHbBI ApXHUB 10 JJUYHOMY COCTaBY B I.MesKaypedeHcKe

ApxuBHbIe (OHIBI OTPAKAIOT PA3JIUYHBIE ACHEKTHl COLUAIBHO-3KOHOMUYECKOH,
VCTOPUYECKON M KyJIbTYpHOM KM3HM T. MexnypeueHcka. MMeroTcs KOJUIEKUUH JOKYMEHTOB
JMYHOTO MPOUCXOXKACHUS, (POTOJOKYMEHTHIL. JTO MPEACTABISAET HAMOOIBIIYIO IIEHHOCTb.

Jlpyrum HampasjieHHEM B paboTe ApxuBa, IOMUMO XpaHEHHs, KOMIUIEKTOBAaHUS, yUyeTa U
UCIIOJIb30BAaHUSl ApXMBHBIX JOKYMEHTOB, SIBJISIETCS OKa3aHME METOAMYECKOW M IPAKTHYECKOMN
IIOMOLIY IO JAEJIONPOU3BOACTBY M XPAHEHHUIO JOKYMEHTOB B OpraHU3alUsAX, NPEANPUATHAX U
JOPYTUX YUPEXKACHUM, BEICTYNAIOIINX HCTOYHUKAMU KOMIUIEKTOBaHUSI ApXUBa.

OnHO U3 BaXXKHEHIIMX HaNpaBIeHUH pabOThl apXuBa SBJSETCA 00ecreueHNe COLalbHbIX
npaB u motpedHocTeil rpaxkaaH. Co aHs oOpa3oBaHMsi ApXuBa M IO HACTOSIIEE BpeMs B
HECKOJIBKO pa3 BO3pOC IOTOK 3alPOCOB COLUAIBHO-IIPABOBOIO M TEMAaTUYECKOTO XapaKTepa.

ApXUB SBISETCS TOCYAAPCTBEHHBIM YUPEXKICHUEM, IO/BEIOMCTBEHHBIM ApPXUBHOMY
ynpasieHuto KemepoBckoil 007acTH, OCYIIECTBISAIOIIEMY KOOPAMHALMIO M pEryIupoBaHUE
JesTeNIbHOCTH ApxuBa. YupenureneMm ApxuBa BeicTynaeT ApxuBHoe yrnpasieHue KemepoBckoit
obnacTtu.

ApXUB ABISETCS IOPUANUECKUM JIUIIOM, UMEET CAMOCTOSITENIbHBIN OaaHc, JINLIEBOM CUET B
Ka3HayelcTBe, 000COOJEHHOE HWMYIIECTBO, IUTaMO M TepOOBYyK TMe4yaTb CO CBOUM
HAaUMEHOBAaHUEM, OJaHKH. APXUB BBICTYIIA€T UCTIOM M OTBETYMKOM B CyJl€ B COOTBETCTBHH C
3aKOHOAATENbCTBOM PD.

Uctopuueckas cnpaBka 'KYKO «'ocyaapcTBeHHBIH apXHB JOKYMEHTOB IO JHYHOMY
cocraBy KemepoBckoit obmactu B 1. Mexaypeuencke». 30 ampens 2004 roga B cBA3M C
HEOOXOJUMOCTBIO  O0ECTEeUeHUs] COXPAHHOCTH  JOKYMEHTOB 1O  JIMYHOMY  COCTaBy
JMKBUAMPOBAHHBIX YTOJIBHBIX NpeAnpusaTuii rora Kyz0acca u B COOTBETCTBUH C paclopsyKeHUEM
Anmunuctpanuun  Kemeposckoir  obmact ot 30.04.2004r. Ne 545-p mnHa Oaze
PEKOHCTPYUPOBAHHOTO MOMEIIEHUS B aIMUHUCTPATUBHO-OBITOBOM KOMOMHATE OBIBIIEH IIAXThI
umenu JI.J[. [lleBsikoBa, a B Hactosmee Bpems 3A0 Ilaxter Pacmanckasi-KokcoBast B ropone
MexaypeueHcke OblT  OTKpBIT MexaypedueHckuit  ¢unman  ['ocyaapcTBEHHOro — apXHBa
KemepoBckoii 06macTH.

01 urons 2008 r. Ha ocHoBanuu Pacnopspkenust I'ydepuaropa KemepoBckoii o0nactu ot
18.05.2008r. Ne 67-pr coszmano I'ocymapcTBeHHOe yupexaeHue KemepoBckoit obmactu
«["ocymapcTBeHHBIN apXUB JIOKYMEHTOB IO JUYHOMY cocTaBy KemepoBckoil oOmactu B T.
MexypedeHcke», KOTOpoMy ObUIM TepenaHbl (YHKIMH YIpPa3JIHEHHOTo MeXIypeueHCKopro
¢mmana "['ocynapctBenHoro apxusa Kemeposckoii o0macTH.

01.06.2011r. Ha ocHoBanmu Pacnopsbxenus Kommermm AnmuHucrpanuu KemepoBckoit
obmactu ot 18.05.2011 r. Ne 380-p «O0 M3MEHEHHHM THIA CYIIECTBYIOUIMX OIOKETHBIX
VUpEKICHUNH — TOCYIapCTBEHHBIX yupexaeHuii KemepoBckoit 007acTv, MOIBETOMCTBEHHBIX
apxXUBHOMY yrpaBieHHI0 KeMepoBckoii 001acTH, B LIESX CO3JaHUS TOCYAaPCTBEHHBIX Ka3eHHbIX
yapexaenuii KemepoBckoit oOmactu» co3mano [ocymapcTBeHHOE Ka3eHHOE YUpPEKIECHUE
KemepoBckoii obmactu  «locynapcTBEHHBIH apXUB JOKYMEHTOB IO JIMYHOMY COCTaBY
KemepoBckoii o6mactu B T. MexaypedeHCKe».



I'ocynapcTBeHHBIM Ka3eHHBIM yupexaenueM KemepoBckoii obmactu ['ocynapcTBeHHBIIH
apXxuB JOKYMEHTOB 10 INYHOMY cocTaBy KemepoBckoii 06s1acTu B I'. MexaypedeHCKe pyKOBOJUT
JUPEKTOP.

OcHoBHbIMU 3a7a4aMu [ '0CyJapCTBEHHOTO apXUBa SIBJISIFOTCSL:

1. ObecneyeHme COXPAaHHOCTM M rOCYyAaPCTBEHHbIN YYeT 4OKYMEHTOB MO JIMYHOMY
cocTaBy ApxusHoro ¢oHaa Poccuiickoin Peaepaumu.

2. ObecneyeHne coOLNANbHOM 1 MPABOBOM 3aLUMTbI FPaXKaaH.

3. McnosHeHMe 3anpocoB rocy4apCTBEHHbIX, MHbIX YYPEXKAEHUMN, FPaXKAaH Mo AOKYMEHTaAM

YypeskaeHus, BblAavya UM apXMBHbIX CMPaBOK COLMAsIbHO-MPaBOBOro XapaKrepa O NOATBEPKAEHMM
CTaxka paboTbl, ILFOTHOIO CTaXa pPaboTbl, 0 3apaboTHOM NnaTe NpeaoCcTaBAEHME JOKYMEHTOB MU UX
KOMnu.

B nacrosimee Bpemst B ['ocynapcTBeHHOM yupexaeHUH xpaHutcs 51 GoHz nmo auaHomy
coctary, 29033 enuHHMIIBI XpaHEHUs. 3a STUMH JOKYMEHTAMH CTOST CyAbOBI JIt01ei. B ocHOBHOM
9TO TSDKEJIbIM, HO MOYETHBIA TPy Laxrepa. ' ocy1apCcTBEHHBINM apXUB IIOMOraeT BOCCTAaHOBUTH
dakt TpynoBoi Ouorpaduu, A MOIy4YEeHUs TPYJOBOU MEHCUU, HAYUCICHUH PETPECCHBIX UCKOB
WHBAJIUIAM TPYJa.

CIINCOK
¢donmos ['ocynapcTBEeHHOT0 Ka3eHHOTO yupexaeHus KemepoBckoii obmactu
«I"ocynapcTBeHHBIN apXUB JOKYMEHTOB I10 JIMYHOMY COCTaBy
KemepoBckoii 061acTu B T. MeXaypeueHCKe»

o cocrosauro Ha 01.01.2012r.

No HaumenoBanne ¢poHna Ne Kon-Bo Kpaiinue
@onoa OTHCH Enunuig JTaTh
XpaHeHHs
P-1 /louepHee  OTKpHITOE  aKIHMOHEpPHOE 1 1/c 420 1978-2004
0011IECTBO
""YripaBieHnue
MaTepuanbHO-TEXHUYECKOTO0 CHA0XKeHHs
(OTKPBITOTO  aKIIMOHEPHOTO  OOIIEeCTBa
"YroneHas xommnanus Kys6accyroms"
r.JIenunck-Ky3Henkuii
P-2 ToBapuILECTBO C OrpaHUYECHHON 1 1/c 96 1991-2001
OTBETCTBEHHOCTBIO

[Tpoun3BOACTBEHHO-KOMMEpUECKast




bupma "Tpuana”

r.MexnaypedeHck

P-3 Kommepuecknit AKIIMOHEPHBIN 1 n/c 54 1993-2000
0ank "Ky30accconbank"
r.MexnaypedeHck
P-4 OTKpEITOE aKIMOHEPHOE 1 n/c 465 1958-2000
oOmectBo "CrTpouTenbHas HHIYCTPHUS"
r.MexxaypedeHck
P-5 OTKpBITOE aKIMOHEPHOE 1 n/c 824 1934-2003
00111eCTBO "OnTOBO-3aKyNOYHAs
cObITOBas Ga3za"
r.Jlenunck-Ky3Heukuii
P-7 AKunoHepHOE 00111eCTBO| 1 1/c 3009 1954-2000
oTkpbITOoro Tuna "llaxra "Haropaas"
r.HoBoky3Heuk
P-8 TocymapcTBeHHOE — TIpeATIpHUSTHE 1 n/c 2410 1962-2003
"[IlaxTa umenu JI.[{.IlleBsikoBa"
r.MexaypedeHck
P-9 OTkpbITOE aKI[HOHEPHOE 1 1/c 118 1965-2004
oOmecTBo "JlopoKHUK"
r.MexnypeueHck
P-10 OTkpbITOE aKI[HOHEPHOE 1 1/c 1184 1969-2003
00111ECTBO "YronbHas KOMITaHUS
"Ky3neukyroiss" r.HoBoky3Heuk
P-11 3akpbITOE aKIIMOHEPHOE OOIIECTBO 1 1/c 99 1971-2002
PeMOHTHO-CTpOUTENbHAS ¢dupmal
"[Ipopab" r.MexypedeHck
P-12 OTkpsbITOE AKLMOHEPHOE 1 1/c 113 1962-2005
00111eCTBO "MexaypedeHcKue
[ICHTpAJIbHBIC 9JIEKTPOMEXaHUYECKHUE
[macTepckue"
r.MexypeueHck
P-13 OTkpsbITOE AKLMOHEPHOE 1 1/c 149 1970-2003

o61ecTBO "benoBckuii MicokoMOuHat"

r.benoso




P-14 OTkpbITOE AKLUOHEPHOE 1 1/c 1915 1960-2005
o6mectBo "IllaxTa "3bipsiHOBCKas"
r.HoBoky3neux
P-15 OTkpBbITOC aKI[MOHEPHOE 1 1/c 1404 1956-2005
o6mectBo "lllaxra "HoBoky3Henxkas"
r. HoBoky3Hek
P-16 O0611eCcTBO C OTpPaHUYICHHON 1 1/c 17 1999-2004
OTBETCTBEHHOCTBIO "OxpaHHOE
npeanpusitue ""apant-Cepsuc”
r.MexaypedeHck
P-17 TocymapcTBeHHOE — TIpeATIPHUSTHE 1 n/c 2043 1949-2005
"[ITaxTa "balinaeBckas"
r.HoBoky3Heuk
P-18 OTKpBITOC aKIIMOHEPHOE 1 n/c 12 2003-2005
o6mmectBo "IIpomerpoii”
r. MexxaypeueHck
P-19 OOmmecTBO € OrpaHUYEHHON 1 1/c 9 1997-2003
OTBETCTBEHHOCTBIO "Tronbman"
r.MexnypeueHck
P-20 MyHununaibpHoe YHUTapHOE 1 1/c 529 1969-2002
npeanpusitue "Bogokanan"
r.MexnypeueHck
pP-21 OTkpbITOE aKI[HOHEPHOE 1 1/c 4296 1932-2003
obmmectso "IllaxTa "Konpuyruackas"
r.Jlennnck-Ky3Henxuit
P-22 Oumuan  "Jlenunckyroms" OAO 1 1/c 1965 1978-2003
"YronpHast kommanus "Kysdaccyromns"
r.JIennnckKy3Heuxuit
P-23 MyHHIMIaTbHOE YHUTapHOE 1 1/c 164 2002-2004
peanpusiTHe

"'Bo1onpoBoIHO-KaHATN3aIIMOHHOE

X03411CcTBO"

r.MexaypedeHck




P-24 AKIOHEpHOE 00111eCTBO, 1 n/c 155 1981-1995
oTkpeiToro Tuna "IllaxTompoxomueckoe
ynpasieHue Ne 2"
r.HoBoky3neux
P-25 OTkpbITOC AKI[HOHEPHOE 1 1/c 1225 1964-2000
o6mectBo "Ilaxra "Tomckas"
r.MexaypedeHck
P-26 OTkpbITOC aKIIMOHEPHOE 1 1/c 1681 1960-2003
00I1IeCTBO "I'pamoTenHCKOE
nraxtoynpasieHue" r.benoso
P-27 OTKpBITOC AKI[HOHEPHOE 1 71/c 1050 1975-2005
oOmmecTBO "YIpaBieHHE IO MOHTaxy,
TEeMOHTa)XY U PEMOHTY TOPHOIIaXTHOTO
o0opynoBanus" r.HoBoky3Henk
P-28 HouepHsis XommuHrosasy 1 1/c 622 1955-2002
[kommanus ~ OTKpBITOE  aKIMOHEPHOE
obmrectBo "Paspes JlucTstHCKHI"
rHoBoky3Henk
P-29 OTkpbITOE aKI[HOHEPHOE 1 1/c 420 1970-1993
oOmectBo "JIucTBsIHCKas aBTOOa3a"
r.HoBoky3Henxk
P-30 OTkpbITOE AXIHOHEpHOE 1 1/c 91 1994-2000
o6mecTBo "HoBoky3HenkpeMcTpoi"
r.HoBoky3Henxk
P-31 OTKpEITOC AK1oHepHOE 1 n/c 13 1992-1997
oOmrectBo "3aBox "Crpoiinerans"
r.HoBoky3Heuk
P-32 OAO "DKcrnepeMeHTalbHbIH 1 1/c 117 1976-2001
3aBox"
r.HoBoky3Heuk
P-33 OO01ecTBO C OTrpaHUYEHHOM 1 n/c 8 2005-2006
OTBETCTBEHHOCTBIO "IIpomcTpoit"
r.MexypeueHCcK
P-34 3aKphITOC aKIIMOHEPHOE OOIIECTBO 1 n/c 138 1995-2005

[ITaxTa "Yraekom"




r.MexypeueHck

P-35

OAO "OObenmHeHHast yrojbHAas
[kommanms "IOxxky36accyromns"
YrpaBneHne — A€TCKHX  JOIIKOJbHBIX|
VUPEKICHUI,  COLKYJIBTOOBEKTOB U
CIIOPTCOOPY)KEHUI  MPOM3BOICTBEHHOTO

00beanHeHns "HOxky3baccyroms”

r.HoBoky3Heuk

1 n/c

373

1973-1982

P-36

OAO "KwucenesckmaxrocTpon"

r.KuceneBck

1 n/c

508

1950-1998

P-37

O011eCcTBO C OTrpaHUYEHHOM

(OTBCTCTBECHHOCTBIO

PCY

r.MexnypeueHck

1 n/c

2002-2006

P-38

OOO Xonguurosasgs KOMIIaHHUS]

"TIpomiiaxTo-

cTpoimMexanu3anus"

r.MexaypedyeHck

1 /¢

225

1976-2006

P-39

OTkpeITOC aKIIMOHEPHOE
0011IeCTBO CrpoutenpHas ¢bupma

"TomycamaxTocTpoi”

r.MexaypedeHck

1 n/c

946

1947-2003

P-40

O011EeCcTBO C OTrpaHUYEHHOM
OTBETCTBEHHOCTBIO "Marasua Ne 25"

r.MexrypeueHcK

1 n/c

12

1992-2007

P-41

OOmecTBO ¢ OrpaHUYEHHON
OTBETCTBEHHOCTBIO "CrpoiikoHTpaKT"

r.MexaypedeHcK

1 /¢

10

2006-2008

P-42

3aKpbITOE aKIMOHEPHOE OOIIECTBO
"ToMycHHCKOE JIOKOMOTHBHOE  Jero"

r.MexaypedeHcK

1 /¢

24

1997-2004

P-43

3aKpbpITOE aKIIMOHEPHOE OOIIECTBO

"Cubupur-1"

1 n/c

38

1994-2008




r.MexypeueHck

P-44 O0611eCcTBO C OTpaHUYCHHON 1 1/c 10 2004-2008
OTBETCTBECHHOCTHIO
"Mex1ypeueHCKIIaXTOCTPOHMOH
rax"
r.MexaypedeHck
P-45 OOmecTBO € OrpaHUYEHHON 1 71/c 5 2003-2008
OTBETCTBEHHOCTBIO
"MesxnypedeHckas tunorpadus”
r.MexnaypeueHck
P-46 O011eCcTBO C OTpaHUYICHHOU 1 1/c 9 2006-2009
OTBETCTBEHHOCTBIO
"Ctpoit-Ac"
r.MexaypedeHck
P-47 OOmiecTBO € OrpaHUYEHHON 1 1/c 3 2003-2009
OTBETCTBCHHOCTBIO
" TopoxHHUK"
r.HoBoky3Henxk
P-48 Mexnypeuenckuit pumuan OAO 1 1/c 42 1961-2000
IAKB "Kysbaccpombank"
r. MexnypeyeHck
P-49 OO01ecTBO C OTrpaHUYEHHOM 1 n/c 2 2006-2009
OTBETCTBEHHOCTHIO "Tomb-MHBeCT"
r. Kemeposo
P-50 OOmecTBoO ¢ OrpaHHYCHHOM 1 n/c 13 1999-2009
0TBeTCTBEHHOCTHIO "[lomroc"
r. MexxaypedeHck
P-51 OOmecTBo ¢ OTpaHUYCHHOH 1 n/c 15 2006-2010

0TBETCTBEHHOCTHIO "['pant”

" r.MexaypedeHcK




P-52 OO0mecTB0O ¢ OrpaHHYCHHOM 1 n/c 6 2001-2009
OTBETCTBEHHOCTBIO
"Boctok-Tpansur-M"
r.MexnypedeHck
P-53 O0611eCcTBO C OTpPaHUYICHHON 1 1/c 9 2006-2009
0TBETCTBEHHOCTHIO "Temekom ycmyra”
r.Kemeposo
P-54 O0611eCTBO C OTpaHUYICHHON 1 1/c 8 2005-2010
OTBETCTBEHHOCTHIO
"[IpomIaxTocTpORMOHTaX"
r. MexaypeueHck
P-55 O011EeCTBO C OTpaHUYCHHOU 1 1/c 346 1976-2000
OTBETCTBEHHOCTHIO
"TIpuromckas aBToOa3za"
r.MexnypeueHck
P-56 OO0mmEecTBO ¢ OrpaHUYCHHOM 1 n/c 15 2001-2011
OTBETCTBEHHOCTBIO
HMTCH
r.MexaypedyeHck
P-57 O011EeCcTBO C OTpaHUYCHHOU 1 a/c 77 2003-2010
OTBETCTBEHHOCTHIO
"A?)I/Iﬂ"

r.MexypeueHck

I'KYKO «l'ocynapcTBEeHHBI apXuB AOKYMEHTOB IO JUYHOMY cocTaBy KemepoBckoit
o0mnacty B . MexypeueHCKe» IPeA0CTABISAET YCIYTH FOPUINUECKUM JIULAM:

. MCNOIHEHME 3aNPOCOB, MOCTYNAOLWMX OT dpeAepanbHbIX OPraHOB rocyAapCTBeHHOM
B/1aCTW, OPraHOB BNACTU CY6EKTOB PP, 0OpraHOB MECTHOrO CaMoynpaBsaeHus, Cyaa, NPOKypaTypbl, ;

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

. OKa3aHWe KOHCY/1bTaTUBHO-METOAUYECKOW NOMOLLM
yupexaeHnam-poHao06pasoBaTenam no Bonpocam paboTbl BEJOMCTBEHHbIX apPXMBOB M OPraHU3aLmUm
[OKYMEHTOB B /1€/10MPOU3BOACTBE;

. KOHCy/1bTUPOBaHMe ropngnvyeCKknx my, no Bonpocam AOKYMEHTALMOHHOIO obecneyeHus
ynpas/eHUA U apXUBHOTO AeNna,;
. npuem Ha XpaHeHne AOKYMEHTOB MO JIMYHOMY COCTaBy JIMKBUANPOBAHHbIX U

peopraHn3oBaHHbIX NPeANPUATUI U yUpPERLEHUI PA3NNYHbIX POPM COBCTBEHHOCTH;




o ynopso4yeHue AOKYMeHTOB, GopMUpOBaHME U 0GOpMAEHNE apPXUBHBIX AeN MO 3asBKamM
opraHusaunii;

. KOHCY/IbTUPOBaHME OPUANYECKMX U PU3NYECKMX ANL, MO BONPOCAM
AOKYMEHTALlMOHHOIo obecneyeHuns ynpasaeHna n apxmBHOro gena.

I'KYKO «l'ocynapcTBEeHHBI apXuB JOKYMEHTOB IO JUYHOMY cocTaBy KemepoBckoit
obsacTu B T. MeXIypeueHCKe» MPEA0CTaBIIACT YCIYrH (U3HICCKUM JTUIAM:

. MCMNOJIHEHWE 3aNpPOCOB, CBA3AHHbIX C COLMA/IbHOM 3aLLMUTOM FpakaaH,
npeaycmMmaTpuBatoLen Nx neHcMoHHoe obecrnedyeHune, a Tak»Ke 414 NOAYyYEeHUs bFOT U KOMMEHcaLuin B
COOTBETCTBMM C 3aKoHOAAaTeNbCTBOM Poccuitckon ®egepauun.

. Bblaaya ay6sMkata, nepeodopmieHme apxXmMBHOM CNpPaBKN B3aMeH YTPaUYeHHOM,
N3roTOB/AIEHNE HECKO/IbKMX 3K3EMMIAPOB apXMBHOM CNPaBKY;

o NoAroToBKa CNpaBKN 06 OTCYTCTBMU B apXMBE 3aMnpallMBaEMbIX JOKYMEHTOB;

o KOMMpPOBaHWE AOKYMEHTOB Ha ByMaXKHOM OCHOBE TEXHUYECKMMM CPeacTBaMmu apxmBa no

3anpocam rpaxaaH.

B I'KVY KO «I'ocynapcTBeHHBIN apXUB JOKYMEHTOB II0 JUYHOMY cocTaBy KeMepoBckoi
o0nactu B . MeXIypeueHCKe» BeAEeTCs JUUHbIN pUueM I'paXk/laH U MUCbMEHHBIX 00palieHui 1o
BOIIPOCAM:

1. MoarsepKaeHWe TPyA0BOro CTaXa.

2 NoaTBepKaeHWe cTaxa paboTbl B 0COObIX YCNOBUAX TPyAA (NbrOTHOrO CTaxKa).

3. MpepocrassiieHne cBegeHMUA O pa3mepe 3apaboTHOM NaaThbl:

. ana LleHtpa 3aHATOCTH
ana MeHcnoHHoro poHAa
ans opopmaeHns 601bHUYHOTO NCTA
Ana PoHAa CoLMabHOTO CTPAXoBaHUA
MNoateepXaeHne pakTa HarpaxKaAeHUsa AN NPUCBOEHUA NMOYETHOTO 3BaHMUA.
NMoaTsepxaeHVe daKTa HECHACTHOTO CNY4an Ha MPOU3BOACTBE.
MpefocTaBneHne CBEAEHWI O NepPeUMeHOBAHUN NPeANPUATUA.
. MpepocTaBneHne apXmMBHbIX KOMUI JOKYMEHTOB.

Odopmiienne 3ampoca. 3ampockl  OT TpaXJaH NPUHAMAIOTCS Ha  OJaHKax
AQHKETBI-3asIBJIICHUS.

JInuHO 0OpaTUTHCS MOKHO 1O ajapecy: TI. MexaypeueHck, . [lnpokwuii nor

[Ipu nuyHOM OOpalieHuu HE0OXOAUMO IIPU ceOe UMETH:!

. nacnopt

. KOMUIO TPYA0BOM KHUMKKM (C TUTYNIbHBIM IUCTOM).

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

Bwn e

B cilydae yTpaTsbl TPYAOBOM KHUKKHI npu 3aIM0JTHEHUN
AQHKETBI-3asIBJICHUS  HEOOXOJMMO MaKCUMaJIbHO TOYHO yKa3aTb TIOJ HpHeMa U  ToJ
YBOJIBHEHUS.

3anpocsl OT IOPUAMYECKUX JIUIL AOKHBI ObITh 0opMIIeHbI Ha OiaHkax opranuzauuu. 1o
tenedony, dakcy 3anpochl He nmpuHUMaroTcs. MH(bOpMannuio 0 TOTOBHOCTH CIPaBKU MOXKHO
MOJIYYHUTh TI0 Tele(OHy apXuBa.

[Tpu HanMuuKu B aHKeTe-3asBIIEHUU KOHTAKTHOTO TeJeOoHa 3asIBUTENIO OyIeT COOOIIEHO O
TOTOBHOCTHU CIIPaBKH.

Brigaua cmnpaBok. Bwigaua TOTOBBIX CIPaBOK OCYIIECTBISIETCS NpPU TPEIbSIBICHUH
NacropTa Wi HHOTO JOKYMEHTA, YAOCTOBEPSIOMIETO JINIHOCTb.

B cnyuae monmyueHus: CipaBKU MOCTOPOHHUM JIUIIOM HEOOXOAMMO HAJIWYHME MacriopTa u
IOPUIMYECKH 3aBEPCHHOMN JOBEPECHHOCTH. ECITN 3ampoc OTHOCHIICS K KaTErOpPHH IUIATHBIX YCIYT,
3asIBUTENI0 HEOOXOIUMO TMPEABSBUTH OIUIAYCHHYIO KBHUTAHINIO. VHOTOPOAHHM 3asiBUTEISIM
CIIPaBKH OTIIPABJIAIOTCA IO IMMOYTE MPOCTHIM ITMCbMOM.



Tema 3. @opmuposanue TUYHBIX 0€sl COMPYOHUKOE
B mepByro ouepenr OTMETHM, YTO BEACHHE JTUYHBIX el paOOTHHKOB HE 00SI3aTEILHO B

OTHOIICHHUHU BCEX KaTeropuili paboTHUKoOB. O0s3aTeNbHOE BEICHUE JIMYHBIX eIl MPEAYCMOTPEHO,
HaIpuMep, Ha TOCYIapCTBEHHOMN TPaKIaHCKOW CITY»KOE B COOTBETCTBUU CO CT. 42 denepaabHOTO
3akoHa oT 27.07.2004 Ne 79-®3 «O rocymapCTBEHHOW TpakIaHCKOH ciyx0Oe Poccuiickoit
Oeneparuny (gamee - 3aKOH O TOCYIapCTBEHHOHN ciyx0e). Jlnsi ocTambHBIX pPaOOTHUKOB
0053aTeNbHOCTh M TOPSAOK BEIACHHS JIMYHBIX JI€1 MOXET OMNPEAeNAThCA JIOKATbHBIMU
HOPMAaTUBHBIMH aKTaMU pabOTOaTENsl.

Tax, TUYHBIC Jella MOTYT BECTUCh KaK Ha BCeX paOOTHUKOB, TaK M Ha OMPEACICHHYIO UX
Kateropuio. Ha mpeanpusaTusx JuyHbIE Jena 1enecoo0pa3Ho BECTH Ha CIIEAYIOLIHNE OCHOBHBIC

KaTCroOpruun pa6OTHI/IKOBZ

1. pykoBoauTeNM (rnaBa npegnpusaTms, ero 3amecTuTev, MOMOLLHUKN);

2. PYKOBOAMTENN CTPYKTYPHbIX NOAPA3AENEHUNN N UX 3aMECTUTENM;

3. rnasHble (Beaylune) cneumanmncTsbl;

4, pabOoTHMKM, Ha KOTOPbIX BO3/10XKEHA NOHAsA MaTepuasibHaa OTBETCTBEHHOCTb;

5. pPaboTHUKM, BK/IIOYEHHbIE B KaApPOBbIA Pe3epB A/ BblABUXKEHUA Ha Hanbonee BarkHble
OOJIKHOCTY;

6. paboTHMKK, obecneunBatone GpyHKLMOHUPOBaHME opraHa (annapaTa) ynpasaeHus

AesATe/IbHOCTbIO NPeAnpPUATUS.
OnHako BO MHOTHX OpraHM3alUsaX JHWYHBIE Jiela BEAyTCs Ha BceX pPaOOTHHUKOB

HE3aBUCHMO OT CTaTyca U BBINOJIHSAEMOI paboThl (BKJIIOYash TEXHUYECKUN MEPCOHAN), TaK Kak
JMYHOE JIeNI0 - Ype3BhIYaifiHO y10OHBIH MCTOUHMK MH(OPMAIMH O KaXJIOM PaOOTHUKE: B OJTHOU
nanke coOpaHbl BCE KOMUHU JMUYHBIX JOKYMEHTOB paOOTHHKA, MPUKA30B MO STOMY paOOTHUKY U
JIpyrue JOKYMEHTHI.

Tak kak B Tex cilyyasix, KOrja peub He HJeT 00 opOpMIECHUH KaJpPOBbIX TOKYMEHTOB Ha
rOCyJapCTBEHHON TIpakJaHCKOM CiIy:k0e, BOIPOCHl C BEICHHEM JMYHBIX J€1 pPaOOTHHKOB
pelIaloTCsl Ha YCMOTpPEHHE paboTojarens, TO pPa3pabOTKa M YTBEPKICHHE JIOKAIBHOIO
HOPMAaTUBHOTO aKTa JIMIIHUMH COBEPLICHHO TOYHO HE OYAYT.

[Tpy Hanuuuum B Bamed opraHu3anuyd MHCTpyKIuuM Mo KaapoBOMY JEIONPOU3BOJCTBY,
JIOTMYHO, €CIM OTHENbHBIH ee pazfen OyAeT MOCBSIIEH HWMEHHO BEIEHUIO JUYHBIX JIell
COTPYIHUKOB.

Takoil pa3mgen MokeT OBITh BKIOYEH M B COCTaB JAPYTUX JIOKAJbHBIX AaKTOB,
perIaMeHTHPYIOLINX TOPSIIOK OOPMIICHUS U XPaHEHHS KaJPOBBIX JTOKYMEHTOB.

Hekotopele paboTomarenn MOpPeANOYUTAIOT pa3paboTaTh OTAEIbHBIA  JTIOKYMEHT,
YUUTHIBAIOIINH BCE HIOAHCHI BEJICHUS JIMYHBIX JIEI.

HezaBucumo ot BbiOpaHHOW Bamu (OpMBI MpH perjaMeHTaluu paboThl C JHYHBIMH
JieiaMi He0OXOMMO YTOYHUTE!

1. KaTeropmm paboTHMKOB, Ha KOTOPbIX BEAYTCA IMYHbIE Aena (byayT 3To Bce COTPYAHUKM
OpPraHM3aLMM Uau, Hanpumep, TOJIbKO MEHEAKEPbl BCEX 3BEHLEB YNPaB/eHNs);
2. cnocob $popMMPOBAHUA IMYHbLIX AEN;



3. COCTaB AOKYMEHTOB ZINYHbIX Aen (B TOM 4YUcne C YyKasaHNemM Ha TO, KakKne JOKYMEHTbI
noAalWwnBakoTCA B OPUTUHANIAX, @ KaKne B KOI'IMFIX),'

4. nepeyeHb /1ML, OTBETCTBEHHDIX 33 BEAEHWNE U XPAaHEHUE INYHbIX AeN;

5. NnopsaaoK BeAEHUA NUYHbIX AEN;

6. NopsaAoK O3HAKOMIEHUA PAabBOTHUKOB C AOKYMEHTAaMM, XPAHALLMMUCA B IMYHBIX AeNax;

7. NopsaAoK XpaHEHMA IMYHOTO AeNa NOoc/e YBOIbHEHNA PAabOTHUKA; ApYryto
nHbopmaumio.

Knura (kypHan) yueTa JTUYHBIX JI€] MOXKET COJIEPKaTh CIEAYIOIINE CBEACHHUS:

1 nopAAKOBbIN HOMepP Aena;

2 dammans, nmsa, 0T4ECTBO COTPYAHUKA;

3. [aTa nepBoHayaibHOro GopMmnpPOBaHUA Aena;

4 [aTa nepegayv Aena B apxus;

5 Apyrue ceeaeHus no yCMoTpeHuto pabotoaaTens.

DopMUPOBAHUE U BEACHUE JIMYHBIX JEJ, KaK Mbl YK€ OTMETWUJIH, OCYILECTBISAETCS B

COOTBETCTBUHM C TpaBWIAMHU BEJICHUS JCIONPOU3BOJICTBA, JCHCTBYIOUIMMH Y KOHKPETHOTO
pabotonaTens.

[TepBoHAYaIBHO B JIMYHOE JIEJI0 TPYHIHUPYIOTCS JOKYMEHTHI, O(hOpPMIISIONINE MPOIecC
npueMa Ha paboTy, a BIOCICJACTBHHM - BCE OCHOBHBIC JOKYMEHTBI, KaCAIOIIMECS TPYIOBOU

JACATCIIbHOCTH pa6OTHI/IKa.

KHHTA
yUueTa IMUHBIX [Ie/l COTPYIHHKOB OAO «Carypu»

Howme CrpykrypHoe o HAata
P @.11.0. paboTHmKa JOnKHOCTE paGoTHHKA PYKTYP dopmuponanna nepegaun
Aeaa noapasielenne
ena aena B JPXHB
1 2 3 4 5 6
05-15/110 | Cemeroaa Ynea+a 3amecmumens Opuduyeckut |12.03.2012
Bukmoposra HavyansHuka omoena | omaden

Oco0biM noxkymenToM B cocraBe [IJIC siBasiercsa Jluunoe neno. OHO OOBIYHO
3aBOAUTCA Ha pa6OTHI/IKa, IMOCTYIIMBUICTO B OpraHU3aluIo. JIOKYMeHTI)I B JIMYHBIX JOcjJax
pacmoyiararoTcss MO Mepe MX IMOCTYIUIEHHS W CHUCTEMaTU3UPYIOTCA B  Cleayrolen
MOCJIEI0BATEIbHOCTH:

1. BHYTPEHHSASA ONUCb AOKYMEHTOB, UMEIOLLMUXCA B IMYHOM AeNe;
3anBneHue o npueme Ha paboTy, HanpaB/ieHWe UaK NpeacTaBiAeHME;
AHKeTa (IMYHBIN IMCTOK MO YYeTy Kagpos);

AsTobuorpadus;

JoKymeHTbl 06 06pa3oBaHMMK U T.4.;

vk wnN



JIOKYMEHTBI B JIMYHBIX JieJlaX pacrojaraiorcs o Mepe uX MOCTYIICHUS.

@®opMHpOBaHHE PACHOPSAUTENBHON [JOKYMEHTAUMH MO0 JHUYHOMY COCTABY —
npuka3sel. [Ipuka3el Mo TMYHOMY cOCTaBy (POPMHUPYIOTCS B Jelia B 3aBUCUMOCTH OT CPOKOB X
xpanenus. Ilpu 3TOM creayeT MOMHHUTb, YTO 3alpeliaeTcss TPYHIUPOBaTH B OJHO JIEJIO
JIOKYMEHTBHI C Pa3HBIMU CPOKAMH XPAHEHUSI.

B cootBercTBUM ¢ TUIIOBBIM MEpEYHEM MPHUKA3BI MO JIMYHOMY COCTAaBY UMEIOT JIBa CPOKa
XpaHeHus: 75 neT u 5 jer.

K npuka3zam, umeromum 75-j1eTHUA CPOK XpPaHEHHUNA, OTHOCATCS: MIPUKA3bI O IPUEME,
YBOJIbHEHUH, MEpPEeMEUICHUH, IPEMUPOBAHUHU, MOOLIPEHUH, JUIUTEIBHBIX OTIYCKax IO YXOAY,
JUTUTENIBHBIX KOMaHAupoBKaxX. K mpuka3zam, uMeromuM 5-1eTHUI CPOK XpaHeHHsl, OTHOCATCS .
MPUKa3bl O TMPEIOCTABICHUU OYEPEAHBIX M YYEOHBIX OTIYCKOB, IEXKYPCTBaX, B3BICKAHUSIX,
KPaTKOCPOYHBIX KOMaHAUPOBKaX.

[TpakThKa HCIONB30BaHUSA JAOKYMEHTOB IO JIMYHOMY COCTaBY IOKAa3bIBAET, YTO IMPH
3HAYMUTENIbHBIX 00beMaxX MPUKA30B MO JUYHOMY COCTaBY, UMEIOIINX 75-JIETHUN CPOK XpaHEHHUS,
nenecoobpasHee ux (HopMHUpPOBATh B Jeja MO BONPOCAM JAeATeNbHOCTH. Hampumep, oTAenbHO
rpyNNupoBaTh B Jefia MpUKa3bl O IMpHUeMe, YBOJIbHEHHUH, MEepPEeMElICHUU PabOTHUKOB, TO €CTh
MPUKa3bl, CBA3AHHBIE C HUX TPYAOBBIM CTa)XeM, U OTAEIbHO MPHKa3bl O MPEMHUPOBAHUH,
MOOUIPEHUH U T.JI., TO €CTh IPUKA3bl, B KOTOPBIX CO/AEPKATCSI CBEAEHUS 0 3apaboTHOI miare. [Ipu
3TOM B KaXKIOM JieJie IPUKa3bl UMEIOT CBOIO CAMOCTOSITENIbHYIO BAJIOBYIO HyMEpALHIO.

[Ipukasel, pacops’KeHUs U APYTHe pacOPsSIUTENbHbBIE TOKYMEHTHI 110 JUYHOMY COCTaBY
dbopMupyIOTCS B JIeTa B MpeeNiaX OJHOTO KAJIEHJAPHOTO ToJia B XpOHOJIOTHYECKOM TOPSIKE U C
OTHOCSIIIIUMHUCS K HUM TIPUIIOKEHUSIMH.

B cootBerctBumM ¢ «lIpaBmimamu opraHu3alMM XpaHEHUs, KOMIUIEKTOBaHHS, y4u€Ta W
MCIIONIb30BaHUsl JOKYMEHTOB apXHMBHOTO (DOHAA POCCUICKOHN (enepanvii U JPYTUX apXUBHBIX
JOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax, oOpraHax MECTHOIO CaMOYIpPaBJICHUS H
opranuzamusax» ot 07.09.2015 r. pacnopsiAuTenbHbIE AOKYMEHTHI TPYNIHPYIOTCS B Jena IO
BUJAM, He JomyckaeTcss (GopMHUpOBaThb B OAHO €O MPHKa3bl U PACHOPSHKEHUS] C €AMHOMN
Hymepanueil. To ecTb nmpukasbl, pacHOPsKEHUs, YKa3aHUsl TPYIIIUPYIOTCS B CAMOCTOATENbHBIE
JIeJIa CO CBOEH HyMeEpaluen.

JluneBsle cuera 1Mo 3apabOTHOM IJIaTE COTPYAHUKOB (DOPMHUPYIOTCS B CAMOCTOSITENIbHbBIE

JIeJIa ¥ pacroiaratoTcsi B HUX 1o angaBuTy haMuimii.

JIMuHbIE KAPTOYKH PAOOTHUKOB TaKke (POPMHUPYIOTCS B Jiea 1o aadpaBUTy GpaMUIHA.

[To ucreyeHnn OTHOTO TO/1a MTOCIIE 3aBepIICHUs (POPMHUPOBAHUS /1€ B IETOMPOU3BOJICTBE
npoBoAuTca paboTa MO MX MOATOTOBKE K Iepefauye Ha XpaHEHHE B apXuB yupexaeHus. B
cooTBeTcTBUH C [IpaBunamu opranusanuu XpaHeH!s, KOMIUIEKTOBaHUA, yuéTa U UCTIOIb30BaHUS

JOKYMEHTOB apXMBHOTO (POHIA pOCCUICKOM (erepalnd U APYrUX apXUBHBIX JOKYMEHTOB B



rOCYIapCTBEHHBIX OpraHax, opraHax MECTHOro caMoynpasieHus u opranuzanusx ot 07.09.2015
T. B ApXUB NOCTYNAIOT JOKYMEHTHI, B TOM YHCJIE 10 JMYHOMY COCTaBy, HE MO3/IHEE YEM Uepe3 TpU
rojia mocie 3aBepiieHuss uX GOPMHUPOBAHUS B ICTOIPOU3BOJICTBE.

Odopmnenue nena Mo JUYHOMY COCTaBY IMPEACTaBISET COOOK KOMIUIEKC padoT Mo ux
TEXHUUYECKON 00paboTKe BKIIOYAIOUIMI: MOJIIKUBKY (IEPEIieT) Aell, HyMepaluio JUCTOB Jena,
COCTaBJICHUE 3aBEPHUTEIBHON HAANWCH, COCTaBJIEHHE, B HEOOXOAMMBIX CIy4asx, BHYTpPEHHEH
OTIMCH JJOKYMEHTOB Jiea, 0OopMIICHHE OOJIOKKH JIela.

Jena moammBaioTcs B 4 TpOKOda B TBEPAYIO OOJNOXKKY, W3 Jeia YJaISIOTCS BCE
MOCTOPOHHHUE MpeIMEeThl (CKPENKH, 3aKiIagku U ap.). HeBocTpeOoBaHHBIEC JIMYHBIE TOKYMEHTHI
(arrecTarbl, AMIJIOMBI) BKJIAQJbIBAIOTCA B KOHBEPT M MOJIIMBAIOTCS B Jei0. B koHue aena
MOJIIMBACTCS YUCTBIM JUCT WM OnaHK (HOpMBI 3aBepUTENHHON HaamucH. B HeE0OXOAMMBIX
ClIy4asXx B Haudajge Jena MOJAUIMBaeTCs ONaHK BHYTPEHHEW OMUCH JOKYMEHTOB, TJe
MEPEYUCIIAIOTCS BUIbI IOKYMEHTOB U CTPAHUIIbI, HA KOTOPBIX HAXOSATCS TIOKYMEHTHI.

Bce mmcter nena, kpome OnaHKa JIMCTOB BHYTPEHHEH OMMCH W JIMCTA 3aBEPHUTENBHOM
HA/IMMCH, HYMEPYIOTCS B Pa3BEPHYTOM BHJE B IPABOM BEPXHEM YTy IMPOCTHIM (YEPHBIM)
KapaHjaamoMm win TadymnstopoM. [loamuTeie B 1e70 KOHBEPTHI TaK € HyMEpYIOTCS (CHadana
KOHBEPT, TOTOM 1O MOPSIKY BCE BKIFOUCHHUS).

3aBepuTeNbHAsT HAAMNKNCh COCTaBISETCS TOJBKO Ha OTAEIIBHOM JIMCTE-3aBEpPUTENIE I10
yCTaHOBJICHHOM (popme. 3amperiaercs BHIHOCHUTh €€ Ha 000pOT MOCJEIHEro JOKyMEHTa WU
00noxkky nema. OHa BKJIIOYAaeT CBEACHHUA O KOJIMYECTBEHHBIX MapamMeTpax Jela M Ux
0COOEHHOCTSAX (JINTEPBI, IPOMYIIEHHbIE JIUCTHI, TUCTHI ¢ 000POTOM, KOHBEPTHI).

BHyTpeHHSIsI ONIMCh COCTABISIETCS ISl JIMYHBIX JIENT U COJEPKHUT CBEACHUS O TMOPSTKOBBIX
HOMEpax JOKYMEHTOB B HEH, MX WHJIEKcaX, JaTax, 3arojloBKaX W HOMepax JIMCTOB Jeja, Ha
KOTOPBIX PACIIOIOKEHBI 3TH JIOKYMEHTBHI.

K BHYTpeHHE onucH cOCTaBISIE€TCS UTOTOBAs 3aMKCh, B KOTOPOU yKa3bIBaeTcs UppaMu U
IPOTHCHI0 KOJMYECTBO BKJIFOUEHHBIX B HEE JOKYMEHTOB M KOJHMYECTBO JIMCTOB BHYTPEHHEH
onucu. BHyTpeHHsIsI ONMCh TOJIICHIBACTCSI €€ COCTaBUTENIEM C YKa3aHUEeM JOJDKHOCTH M JIAThI
COCTaBJICHUS.

[Tpu M3MEeHEeHnU cocTaBa JIOKYMEHTOB Jefa (M3bATHH, BKIIOUEHHH JOKYMEHTOB, 3aMEHE
UX KOIMHUSMHU) OHU oTpakatorcsa B rpade «lIpumedanue» co CHOCKOM Ha HOMEpa BHYTpEHHEH
onucu. MoeT OBITh COCTaBJIeHA M 0CO0ast OMHUCh ITUX U3MECHEHHI.

O06no0xKa AcJ1a 110 IMYHOMY COCTaBYy COACPIKUT CICAYIOIMNC PECKBU3HUTHI:

. HauMeHOBaHWe OpraHM3aLmMm, NOAYUHEHHOCTb, HAMMEHOBAHME CTPYKTYPHOTO
noapaszenenus;

. WHAEKC aena;

o apxuBHbIM Wudp aena;

. 3aro/I0BOK Aena;

. KpaliHue aaTbl Aena;



. KOJIMYECTBO ICTOB AeNa;
. CPOK XpaHeHus aena.
[Ipu 5TOM HamMEHOBaHWE OPraHU3AlMHM YKA3bIBACTCS IOJHOCTHIO, B MMCHHUTCIHHOM

naacxke, ¢ yKkazaHuceM I10JIHOI'0O HAMMCHOBAHUA OpPraHu3aluu, KOTOpOfI OHa HEMIOCPCACTBCHHO
NOAYMHCHA, TaK X€ B HMCHHUTCIBHOM IaaCxKC. Eciu cama opraHusanysa WKW BbIIICCTOAIIASA
opraHusanusa UMCHOT O(l)I/IHI/IaJ'II)HO IIPUHATOC COKPAICHNE HANMEHOBAHU 1, TO OHH YKAa3bIBAIOTCA B

CKOOKax 1mocJje MOJHOro HauMEHOBaHHA.

Kog roc, apxwea
Kop opraHvaaumm

& oh T

2Ug N U0

L3N "D

{HAMMBHORAHHE APKHEHOND YupexaaHHA)

QSecTro ¢ OrpaHMHeHHOR OTBETCTBEHHOCTLID
TEXHOTKAHE TEKCTHUNE"

By xranTepus
{HaumeHoBaHHe OPrann3aur B CTPYRTYPHOD MOg0aznenaHma)

OEJTO Ne_ 9 TOM Ne_1_

Haxsato 01.01.2000
OkoHqene  _31,12.2000
{Kpainme fatel)

. Mo 1 Ha _ 248 nicTax
XpaHuTe 75 net

On. Ne 2nfe
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JlmaHoe nerno mpencTaBisieT co00i COBOKYITHOCTh TOKYMEHTOB, COJIEPKAIINX CBEICHHS O
paboTHuke. Bce IOKyMeHTBI, OTHOCSIIMECS K JHYHOMY Jelly, MO Mepe IOCTYIUICHUs
MOJIIUBAIOTCSA B MANKY-CKOPOCIINBATENb.

JlnuHble fenma MOTYT 3aBOJUTHCSA Ha BCeX PaOOTHUKOB OpPTraHM3allMU, OJHAKO, TJIABHBIM
00pa3oM, — Ha PYKOBOJSIIMI COCTaB M BEIYIIMX CIEUUATUCTOB. /{151 ocTanbHBIX paOOTHUKOB,
KaK MpaBUjIo, OTPAHUYUBAIOTCS 0POpPMIIEHHEM JIMYHOM KapTouku 1o Gopme Ne T-2.

B cocra nuyHOTrO A€a BXOAAT CIEAYIONIUE JOKYMEHTHI:

. BHYTPEHHSAA ONUCb AOKYMEHTOB, NOALWMUTbIX B IMYHOM AeNe;
. pestome;

o aBTobuorpadus;

. aHKeTa UM IMYHBIN INCTOK MO y4YeTy Kaapos;

. Konuu JOKYMeHTOB 06 06pasoBaHuy;

. XapaKTEPUCTUKM Ha PaBOTHUKA;

. TPYAO0BOW A0roBOp (MOKET BXOAMTb B COCTAB JIMMHOTO AENa UM XPAaHWUTLCA OTAE/NbHO);
. KOMWUW NPMKA30B O Ha3HAYeHUN, NePEMELLLEHNN, YBOSIbHEHUMU;

. KOnuA CBMAETENLCTBA O NOCTAHOBKE Ha YYET B HAa/IOTOBOM OPraHe;

. KonuA CTPaxoBOro CBUAETENbCTBA rOCyAapPCTBEHHOMO NEHCMOHHOIO CTPaxoBaHus;

. OOMNOJIHEHUSA K aHKETE UK IMYHOMY JIUCTKY MO YyYeTy Kagpos;

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

YKUTENbCTBA, O COCTOAHWUM 34,0POBbA U APYrUX AOKYMEHTOB BTOPOCTENEHHOTO 3HAYeHUA, KOTopble
rPYNNUpPYIOTCA OTAE/NbHO).

[Ipy HanMuuM XapakTEPUCTHKH C MPOLLIOr0 MecTa padOThl M PEKOMEHAATEIbHOTO
IUCbMa, MPEJICTaBICHHBIX NPU MOCTYIUIEHMM Ha paboTy, OHU TaKXe MOJIIMBAIOTCS B JIMYHOE
Jieno pabOTHHUKA.

JInuHble fena pabOTHUKOB PETUCTPUPYIOTCS B CHIELIMAIBHOM JKypHaJle, XpaHATCs B ceilde
Y BBIIAIOTCSI BO BPEMEHHOE 110JIb30BaHUE TOJIBKO ONPENEICHHBIM JOHKHOCTHBIM JIMIAM. 3arucu
Y U3MEHEHUS B JINYHBIE JIe]Ia BHOCATCS JIMIIAMH, OTBETCTBEHHBIMU 34 X BEJCHHUE.

JlnuHble fena yBOJIEHHBIX WM yMEPUIMX PaOOTHUKOB JOJIKHBI MEpeaaBaThCsl B apXUB U
XpaHUTbCA 75 JET.

JlnuHOEe n€no BKJIIOYAET JOKYMEHTBI, OTpa)kalollue CBEAECHHUS O pPAOOTHHKE M €ro
TPYAOBOH JeSATEIbHOCTH, JIU00 0 cTyneHTe U ero ooydennu B BY3e. Kak npasuio, auuHoe aeno
dbopMupyeTcsl B TeUEHHE JTUTENLHOTO Nepuoja BpeMeHH (Bce BpeMs paboThl win y4eObl). OHU
BXOJAIT B COCTaB JOKYMEHTOB I10 JINYHOMY COCTaBY.

B Hacrosimee Bpemsi JMuUHBIE Jiela Ha paOOTHUKOB B 00sA3aTeIbHOM TMOpSAKE B
cootBeTcTBUU ¢ YkazoM [lpesunmenta P® ot 30.05.2005 Ne 609 nomkHbl OBITH 3aBEEHBI B
rOCy/IapCTBEHHBIX (MYHHUIMMAIbHBIX) OpraHax BiacTH. g Apyrux cdep AESITEIbHOCTH B
HOPMAaTHBHBIX JJOKYMEHTaX HET YIIOMUHAHUS 00 00513aHHOCTH BeI€HUS JIMUHBIX J1e1. DakTH4ecku
JUIst OOJIBIIMHCTBA OpraHU3aluii 3TO CTAHOBUTCS J1€JI0M JOOPOBOJIBHBIM.

Tem He MeHee, NpaKkTUKa IIOKa3bIBaeT, YTO (OPMHPOBAHWE U CBOEBPEMEHHOE
KOMIUIEKTOBAHHUE JIMYHOTO Jiejla Ha pabOTHUKA MPUHOCUT MHOTO Mojib3bl. Ilockonbky Bce
CBE/IEHUS O PaOOTHUKE CKOHIEHTPHUPOBAHBI U YIOPSIOUEHBI B €IMHOM MecTe (CrocoOCTBYET
Jy4llled COXpaHHOCTU JTIOKYMEHTOB) U K HUM OO€CIeueH ONEepaTUBHBIN JAOCTYI (COCOOCTBYyET
OBICTpOMY MTOMCKY MH(OPMAIIUH 110 3a1pocCy).

CocTaB TOKyMEHTOB JIMYHOTO JieJia pabOTHHUKA:

. 3aABaeHue o0 npueme Ha paborty;

. TPpyAoBOe cornallueHne (KOHTPaKT), AONONHUTENbHbIE COrNaLleHuUs;

. JINYHBIA INCTOK MO YYETY KaApOoB U AOMNOIHEHUE K HEMY;

o aHKeTa (aBTobUOrpadus);

. OOKYMeHTbl 06 ob6pasoBaHMK (Konuu);

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

MOTYT 6bITb BbINUCKKN U3 NPOTOKO/I0B yUpeanTeei, akuMoHepOoB, yYeHbIX COBETOB, AOKYMEHTbI
KOHKYPCHbIX KOMWUCCUI, pe3ynbTaTbl TECTUPOBAHUS;

. pekomeHaaTeNbHble MMCbMa UAU XapaKTePUCTUKK;

. OOMKHOCTHbIE MHCTPYKLMM (pernamenThbl);



(] aTTeCTaluMOHHbIe NNCTbI, OT3blBbl, NPeACTaBNEHUA;

. nacnopTHble AaHHble, CBUAETENLCTBO O HpaKe U T.4. (Konuu);

o 3aABAEHUA U NPUKaA3bl (KONMUK UK BbIMUCKM) O NePeBoLe Ha APYIyHo AOMKHOCTb,
npeAcTaBieHNs, CNPaBKN-00BbEKTUBKMY;

o OOKYMEHTbI O HAarparkaAeHMM, HaJIoKEHUUN B3bICKaHWIA (Konun);

o cBeAEeHUn 0 A0X04axX, UMYLLECTBE M CMPaBKM NPOBEPKM NONHOTLI U AOCTOBEPHOCTHU
OaHHbIX CBe4EeHUN (15 rocyLapCTBEHHON UM MYHULIMMANbHOM Cy»KObl);

) HeBoCTpeboBaHHble AOKYMEHTbI (CBUMAETENbCTBA, AUMNOMbI, TPYA0BbIE KHUMXKKU U T.M.);

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

o WHble AOKYMEHTbI B C/ly4ae HeE0bX0AMMOCTH, B YaCTHOCTU A/1A FOCyAapCTBEHHO

Cnyx6bl — nogpobHee nocmoTpuTe YKas lMNpesngeHTta PO.

dopMHUpOBaHUE JUYHBIX JIeT PaOOTHUKOB. PYKOBOJCTBYIOTCS XPOHOJIOTHYECKUM
MPHUHIIAIIOM, T.€. IOKYMEHTHI B JINYHOE JEJI0 paOOTHUKA MOMEMIAIOTCS TI0 MEPE MX TOSIBJICHUS.
[Tocne yBonbHEHUST paOOTHUKA JIMYHOE JIEIO CUMTACTCS 3aKOHUYEHHBIM JICJIONPOU3BOJICTBOM U
TOTOBHTCS K mepenade B apxuB. [Ipu 3Tom fiena rocciyxaimx nepeaaroTcst B apxus mocie 10 et
XpaHEeHUsT B KaJpoBOH ciyxk0Oe (HOpMaTuBHOE TpeOOBaHUE, IOCKOJIbKY TMpU TEPEBOJIE
TpakAAHCKOTr'O CIY>KAIIero B APYroil roCy1apCTBEHHbBIA OPraH €ro JUYHOE MECTO MEepeaaeTcs o
HOBOMY MeCTy pPa0OTbhl), OCTaJbHBIX PAOOTHUKOB — JKEJIAaTeNbHO HE MO3qHee 3-X JIeT MOoclie
3aBEPILIECHUSA UX JEIOIPOU3BOICTBOM.

BBuay BaXHOCTH JOKYMEHTOB, COCTABIJISIOIIUX JIMYHOE JEJ0, TPEOYeTCs COCTaBISATh
BHYTPEHHIOIO OIHCH IO OMPENIEICHHON GopMe, ITPH STOM OHA BCEr/ia HyMepYyeTcsl OTICIBHO OT
OCTaJIbHBIX JJOKYMEHTOB J€JIa.

BHYTPEHHAA OITHCDH
AIOKYMEHTOR ej1. Xp. Ne __ 05-15/110

Ne Miupunc Aara JaroT0BOK JOKYMENTS Py, Tprcevaume
AOKYyMONTA AOKYMeuTA TRCTOM Avia
1 2 3 4 5 6
! Hononriesiue K AUSHOMY AUCMKY NO ysomy !
xadpoe
2 19.03.2012 | Jlussiea nucmox no ywemy kadpoe 2-3
3 19.03.2012 | Aemobuozpadus -
4 | OM827527 | 26062001 | Konus dunnoma 5
5 10/12-mad 19.03.2012 | Tpydosou doeosop 6~11
6 45-x 19.03.2012 | Konus npuxasa o npueste wa pabomy 12
Hroro NMOKYMEHTOB,
(omjpamn 3 spoamiue |
KOnmuuecreo MHCTOB BHYTpPeHHEH onucH
(amgpases w njazecwuo )
MHcnekTop Wupoxoea T.IO. llInpokona

(zcoaRa) | pacea pposia nuxz i)

19.03.2012



[IpuBeneM npruMep BHYTpEHHEH ONUCH Jielia, COIEPKAILEro MPUKa3bl 110 JUYHOMY COCTaBY.

@

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

12.02.2011

Bo3Bpamasice k nmpaBuiam o(opMIIeHHs JIMYHOTO Jie7la, OTMETHM, YTO 3aT€M B IpoIecce
HOATOTOBKH K AapXMBHOMY XPaHEHHIO 3aBEPHICHHOTO JIMYHOTO Jela KOJIMYECTBO JIHMCTOB
BHYTPEHHEH ONUCH OTMEYaeTCsl B JHCTE-3aBepuTeie (IocMOTpuTe obpaselr).



JJUCT-SABEPHTENLE JENA W 05-04
B meme momIneTo ¥ OpoHYMepoeaHo 127 (oTo IRAOUATE CEME) JHCTOE,

E TOM HHCIE!

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

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

Ha kaxmaoro corpyaHuka (OpMHPYETCsl caMOCTOSTEIbHOE JUYHOE Jerno. [lomyckaercs
3aTeM B IpoLecce MOATOTOBKM K apXMBHOMY XPAaHEHHUIO I'PYNIIMPOBaTh JIMYHbIE Jeja B TaK
Ha3bIBa€MbIC HAPS/IbI, T.C. MPOIIUTH UX B 00IeM aene (0cOOeHHO pU HEOOJBIIOM KOJIUYECTBE
00pa3yIoLIMXCsl JIMYHBIX JIe B rof). B aToM ciydyae BO BHyTpeHHEW ONMCH JIOKYMEHTOB Jielia
JOJKHA COJIepKaThCsl MH(OpPMAalMIO € MEpeuyHeM BKIIOYEHHBIX B HUX JHUYHBIX nen (PUO
paOOTHUKOB M HOMEpa JIMCTOB KaXIOro Jiena, 4YTOObl OOJEerduTh €ro HCIOJIb30BaHUE B
JAJIbHENIIEM).

Ho Bce-Taku 3aTeM He 04eHb OyaeT y100HO HCII0JIb30BaTh Takoe «obiee» aeino. [Toatomy
1iesiecooOpa3Hee MPOIINBATH JieNa KaKk CaMOCTOATENbHbIE eIUHNIBI XpaHeHus. Ho Ha kaxxmoro
IPaXXJIAHCKOTO CITY’KAIllEero JO0JKHO OBITh 3aBEJE€HO TOJBKO OTJIENBbHOE AENO0 (3TO HOPMATHBHOE
TpeOoBaHueE).

Odopmiienne nuyHoro nena. B mponecce ohopminenus cneayromast MHGopMarus JomKHaA
B 00s3aTE€IbHOM MOPSAJKE ObITh OTpa’keHa Ha O0JIOXKKE JIMYHOTOo Jeia (oOpa3er NpuBOAUTCA 1O

CCBIJIKE):

. 3aro/NI0BKOM IMYHOTO Aena ByaeT ykazaHue Gamuinm, UMEeHU U OTYECTBA KOHKPETHOTO
pabOTHMKA B UMEHUTENIbHOM MaZEexe;

. B [OKYMEHTax Aena MoryT 6biTb BapMaHTbl HaNUCcaHWA GaMuinm, MMEHU UK OTYECTBa

paboTHMKA. B 3TOM cayyae OHU AO/IKHbI BbiTb 3adMKCMPOBaHbI B 3aro/I0BKE NMYHOMO Aena (06biuHO B
cKobkax). Hanpumep:

Axmeposa Aticny Hacumosna (Anna Hukonaesna)

Cyxopyuko (Kanununa) Bepa Onezcosna

. B cnyyae dopmupoBaHus B obliem fene B HaMMEHOBaHWe 3arofnoBka AobasnsatoTcs
BYKBbI, C KOTOPbIX HAUYMHAKOTCA GaMUAUM PABOTHUKOB, YbM JIMYHbIE AEN1a BKAKOYEHbI B AAHHbIA TOM:

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

To oce, «Iln-«A»

. COTJIACHO HOPMATMBHbLIM aKTam KpalHue AaTtbl CieayeT NPOCTaBAATb TakMe e KaK B
npMKasax O MOCTYMAEHWU W YBOJbHEHUM C PaboTbl, B HEKOTOPbLIX OPraHU3auMaX KpaiHue aaTbl
onpeaensioT CornacHo Aatam NOCTYM/eHUs U yBOJIbHEHUsA C PaboTbl (MOCAeAHMI BapUaHT BCe-Taku He
COBCEM MpPaBW/ibHbIN);

. B IMYHOM fenie MOryT BbiTb AOKYMEHTbI, AaTUpyeMble 6onee paHHei AaTOM, Yem faTa
npuKasa o npueme Ha paboTy (Tem He MeHee, 3TO He MPUHMMAETCA BO BHUMAHUE NPU ONpeaeseHnm
KpanHMX 4aT IMYHOro gena paboTHUKa);



. CPOK XpaHeHUs AW4YHbIX Aen paboTtHukos — 75 net IMK, pykoBoauTenei — Boobuie
NOCTOSAAHHO COrflacHo cT. 656 Tunosoro nepeyHa — 2010 roaa (Nnpu obopmneHnn aena Ana apxMBHOIo
XpaHeHnA HOMep CTaTbM HEe NepeHOCUTCA Ha O6I'IO)KKy, YKa3blBalOT TOJIbKO CPOK XpaHeHWUA NNYHOro
[lena), OH He 3aBUCUT OT BO3pacTa paboTHMKA U HAYMHAET OTCUUTBLIBATLCA C MOMEHTA Er0 YBO/IbHEHUS;

. BaXKHO 3adUKCUPOBATL KOIMYECTBO JIUCTOB AENa.

Wrtak, mepeuncieHbl OCHOBHBIC BKJIIOYA€Mble JIOKYMEHTHI B COCTaB JMYHOIO JIeia,
paccMOTpeHbl HamOojee BaxkHble TpeOoBaHUS K (HOPMHUPOBAHMIO, XPAHEHHUIO JMYHOTO Jelia
paboTHUKA ¥ 0OOPMIICHUIO OOIOKKH.

IIpuka3pl M0 JMYHOMY COCTABY I'PYNIHUPYIOTCH B OTAeIbHOE /1€J10, [IPU 3TOM UMEIOT
CBOIO COOCTBEHHYIO HyMepaIuio (OTIUYHYIO OT MPUKA30B IO OCHOBHOU ACSITENLHOCTH). BHYTpH
Jiena IOKYMEHTBI CUCTEMATU3UPYIOTCA 110 XPOHOJIOTUH UX CO3JaHUs.

Hekotopsie Buabl NpHKA30B 1O JIMYHOMY COCTaBy HPHUHATO H3JaBaTh IO
yHUPUIIMPOBaHHOU hopme. B 3TOM citydae HEOOXOIUMO MPOCTO 3aMOTHUTH COOTBETCTBYIOIINE
rpadpl. OcCTallbHBIE COCTaBISIOTCS B CBOOOAHOW (opme, B TO Ke BpeMs HEOOXOIUMO
NPUIEPKUBATBCA  OMpENeNeHHbIX TpeboBaHuid. B chmyuae cocraBineHuss TmpHKaza M0
HEeYHU(DUIIMPOBAHHOHN (POpME MPUMEHSIIOT TE K€ PEKOMEHIAIMH, YTO U JIJISl COCTABIICHUS MPUKa3a
110 OCHOBHOM J€SATEIbHOCTH.

dopMUpoOBaHKE NMPUKA30B M0 JTUIYHOMY cOCTaBy. [IpuKas3sl M0 JIMYHOMY COCTaBY CIEIyeT
CPYIIIHAPOBATH B JieJla HA OCHOBAaHUU CPOKOB UX XPAHEHUs, IIPU ITOM HE JIOIYCKAETCsl IOMENATh
BMecCTE (B OAHO J1€10) JOKYMEHTHI JOJTOBPEMEHHOIO XpaHeHus (T.e. > 10 jieT) u BpeMeHHBIX
cpokoB < 10 ner. Hanpumep, npukassl 0 npueMe, yBOJIbHEHUH U JIp. CO CPOKOM XpaHEHHUs 75 JieT
JIOJDKHBI OBITh TOMEIIEHBI OTJEIBHO OT MPUKA30B 00 €XKETOAHBIX OTIYCKaX, KOMaHIMPOBKAX,
KOTOpbIE XPaHATCS 5 JIeT.

[Ipu 3TOM NpuUKa3bl C OJUHAKOBBIM CPOKOM XPaHEHUs JOMYCKACTCs i OOJIETYCHUS UX
noucka B JanbHeWmeM (0cOOEHHO TpH OONBIIOM JOKYMEHTOOOOPOTE) AOMOIHUTEIBHO
NMOApa3AeNATh Ha OTAeNbHbIe Aena. Hampumep, mpukassl 00 €XKEroJHBIX OTIYCKax MOTYT
COCTaBJISITh CAMOCTOSITENILHOE JIeJI0, O KOMAaHJAMPOBKAX — JIPYyroe, XOTs BCE OHU HMMEIOT
MATUJIETHUN CPOK XpaHEHUS.

Xouy elie pa3 HAMOMHUTB, YTO KaXKI0€ CAMOCTOSTENBHOE JIENI0 JOHKHO OBITH BHECEHO B
HOMEHKJIATYpYy JIeJl OpraHu3aIliH.

[Ipy HamMuuu TPUITOKEHUS K MpHUKa3zy OHM (OPMHUPYIOTCS BMECTE — CHayala MpHUKas,
3aTeM MPUIIOKECHHE.

B T0 e Bpemsi 0OCHOBaHUS K IIPUKa3aM I10 JINYHOMY COCTaBY IMOMEUIAIOTCS OTAEIBbHO OT
HUX. B KauecTBe OCHOBaHUS K MPUKa3aM MOTYT BBICTYIIATh:

1. NWYHble 3aABNeHUA PabOTHUKOB,

[OKNaAHbIE U CyKeBHbIE 3aMUCKK,
npeAcTaBieHNS,

aKThl,

cnyebHble NMCbMa APYrMX OpraHn3aLmi,
KOMWU JINYHBIX AOKYMEHTOB U Ap.

KaK MIPaBUJIO, €CIIM B TEKYIIEM JIEITOTIPONU3BOICTBE COBMECTHO (DOPMUPOBAIA TIPUKA3HI U
OCHOBaHHUSI K HHUM, TO B IMpOIECCE NOATOTOBKU [JIsi AapXMBHOTO XpAHEHHsS Takue jena
nepeopMHUPOBBIBAIOT AJIs UX paszjaeneHus. OCHOBaHUS K IMpHUKa3aM CO CPOKOM XpaHeHHs 75 JeT
(Hampumep, 3asBlieHHE pPAOOTHHKA O TpHeMe, TEepeMEeNIeHWH MU T.O0.) OOBIYHO BXOIAT B
COOTBETCTBYIOIIEE JIMYHOE JIeTI0 pAOOTHHKA.

OcHoBaHMS XK€ K TPUKA30M C HEOONBIIUMH CpPOKaMHU XpaHEHUs (Hampumep, 5 jer)
JormyckaeTcsi GOpMHUPOBATH OTJAEIHHO OT HUX, JIJISl YETO B HOMEHKIIATYPE MOXHO MPETyCMOTPETh
JIENI0 C TPUMEPHBIM 3arojioBKOM: «JlOKyMEHTBHI, HE BOLIEAIINE B COCTaB JIMYHBIX naen (U
00s13aTeIFHO MEPEYUCIISIIOT B CKOOKaX OCHOBHBIE UX PA3HOBUTHOCTH ).

[Ipu bopmupoBanuu 1€ HEOOXOAUMO MPOBEPATH MPABUIBLHOCTH ODOPMIICHUS: HATUYHE
MONAMUCH, BU3, JaThl M HOMepa mpukaza. HemoodbopmieHHble NpuUKa3bl HE JOMYyCKaeTcs
MOJIINUBATH B JeJa.

B Tekymem nenonmpou3BOACTBE OO0JIOKKA Jeia C MpUKa3aMU MO JUYHOMY COCTaBY
oopmIIsIeTCS aHAJIOTUYHO TPUBEIEHHOMY 00pasiy (CM. MO CCBUIKE, YTOOBI B ITOW CTaThe HE

ou e wN



MOBTOPATHCS). 37ieCb yYMECTHO OyJeT MpOCTO YKa3aTh HEKOTOpbIE INPHUMEPHI 3aroJIOBKOB:
«[Ipukaser aupektopa OO0 «KombacHUK» MO JHUYHOMY COCTaBy (IIpHEM, IepeMelieHue,
yBoJibHeHuE)» WK «lIpukasel Ne 1-42 pykoBoauTENS O IPEMUPOBAHUN COTPYIHUKOBY.

XpaHeHHe IPUKA30B 110 JMYHOMY cocTaBy. i onpeneacHusi CpOKOB XpaHEHUS IPUKA30B
MOJIB3YIOTCS  ACUCTBYHOIIMM TUIOBBIM IepeyHEM JOKyMeHTOB. Ha ceromHsmHuii 1eHb
MOCJIEHUN TUITIOBOM niepedeHb cocTariieH B 2010 roay.

OOpamaem BHUMaHKE Ha cTaThio 19 0 1 mpuMeyanue 2 K Hell yKa3aHHOTO BBIIIE THIIOBOTO
IIEPEYHs — VIS ONIPEAEICHUS XPaHEHUs Pa3IMYHbIX KaTErOpUil IPUKA30B 110 JUYHOMY COCTaBY; Ha
CTaThlo 665 — OCHOBaHMSI K MPUKa3aM, HE BOILEIINE B JIMUHOE JEJI0, XPAHSIT 5 JIeT.

Kak BuauM, HEKOTOpbIE IPUKa3bl 110 JMYHOMY COCTaBY MOTYT XpaHMTbCS 5 jer: o0
OUYEpPEeHBIX ¥ YUEOHBIX OTIYCKAaX, O JCKYPCTBAX, B3BICKAHUX, KPATKOCPOUHBIX KOMAaHIUPOBKAX.

3HauyMTeIbHASA YACTh IPUKA30B UMEIOT JJIUTENbHBIHN (75 JI€T) CpOK XpaHEHHUs], B TOM YUCIIe
0 JIONTOCPOYHBIX KOMAaHAMPOBKaX, 00 M3MEHEHUHU (aMIIuHU, 00 UCIOTHEHUN 00s3aHHOCTEH, O
HOOILPEHNH, HArpakJeHUH, IOBBILIEHUH KBaJM(UKAUKM, aTTecTaluu, 00 ormyckax 0e3
COJIEp’KaHus U T.[.

Taxxe 18 omnpeneneHuss CpPOKOB MOKHO HCIOJIb30BaThb BEAOMCTBEHHBIE IIEPEUYHU
JOKYMEHTOB, €CIIM OHU COCTaBJCHBI Il OpraHu3anuu Bameid chepsl aestenbHocTH. OHU
Haun0oJiee MOJIHO OTPAXKAIT MHOT000paznue 00pa3yroIUXCs JOKYMEHTOB OpraHU3aliy, 03TOMY
IIPY HAJIMYUU TaKOBBIX MMEHHO MX CJIEIyET UCIOJb30BaTh B MEPBYIO OUEpEab JUIsl IPOBEACHUS
9KCIIEPTU3bI LEHHOCTU JOKYMEHTOB.

JlonroBpeMEHHOI 0 XpaHEeHUsI TPUKa3bl 10 JIMUHOMY cocTaBy (75 jer) TpedyeTcs nepenarb
B apXMB OpraHU3alMHy (110 CChUIKE MpUBEJeHa MH(OpMaIus, Kak 3TO cAenaTh NpaBuibHO). OHU
BKJIIOUYAIOTCS B OINMUCH JI€J IO JIMYHOMY cocTaBy. Ha ocTanbHble mpuKasbl MOCIE HCTEUCHUS
CPOKOB HMX XpaHEHHUs MOXHO COCTaBUTh IO YCTAaHOBJIIEHHOW (opme akT 00 YHHUYTOXKEHUU
JOKYMEHTOB (00pasel; Mo ccbUIKe NpuBeleH). JJOKyMEeHTbl B OpraHu3alnMy, Kak MpaBUIIoO,
YHUUYTOXKAIOTCA ILCHTPAIN30BAHHO, IIO9TOMY HX BKJIKYAIOT B CBOJHBIA AaKT C APYTUMHU
JIOKYMEHTaMU BCeX MOApa3IeIeHUN OpraHu3aliy.

PA3JAE/J 3. OIIMCAHHME, IIOUCK U HUCIIOJIb30BAHUE APXHUBOB IIO
JINYHOMY COCTABY

Tema 1. Hayuno-cnpagounslii annapam K apxueam no auvnomy cocmagy. Onuce oen no
JAUYHOMY COCMABY

CocTaB/ieHue ONKMCH J1eJ1 JOKYMEHTOB 110 TIHYHOMY COCTABY

OCHOBHBIM apXUBHBIM CIIPAaBOYHHUKOM JOKYMEHTOB IO JMYHOMY COCTaBY BBICTYIAET
apxuBHas onuck. JlokymeHTsl o JIC popMupyroTcs B OTACIBHYIO TPYIIY, CHCTEMAaTU3UPYIOTCS
000CO0JIEHHO U BKIIIOYAIOTCS B CAMOCTOSITETIBHYIO OIHCH.

Onuceb el M0 JUYHOMY COCTABY — YUETHBIN TOKYMEHT, KOTOPBII COIEPKUT MEPEUEHb
JIOKYMEHTOB JI€J 110 JIMYHOMY COCTaBY C YKa3aHHUEM MHJIEKCOB, Ha3BaHUM JOKYMEHTOB U 1p. OHa
COCTaBJIIETCS B TPEX 3K3EMILIIPAX COrIacHo (opMme, ycTaHOBIeHHON [IpaBunamu opranusannu
XpaHeHMs, KOMIUICKTOBAaHUS, Y4éTa M HCIOJB30BAaHHUS JOKYMEHTOB AapXHBHOTO (oHIa
poccuiickol eiepalyiv U Ipyriux apXuBHBIX JOKYMEHTOB B TOCYJJapCTBEHHBIX OpraHax, opraHax
MECTHOT'O caMoyIpaBieHus 1 opranuzanusax» oT 07.09.2015 r. Ona BKiIroyaeT B ceds:

. HauMeHOBaHWe opraHM3aLun
o Homep ¢oHAa

. NopsAKOBbIN HOMep

. WHAEKC Aena (Npy HaMYMM HOMEHKAATYpbI Aen)
. 3aro/I0BOK Aena

. JaTta gena

. 4ynco INCTOB B Aene

. npumevaHue (ecam ecTb)

Onuch TOKYMEHTOB MOKET ObITh COCTABJICHA [0 XPOHOJIOTHUYECKOMY HIIU CTPYKTYPHOMY
IPUHIUITY, KOTOPbIE OOBIYHO COYETAIOT B OJHOM ONUCH: B KaKIOH XPOHOJIOTMYECKOW TpyIIe
Jiena paclpenerstoTcs B COOTBETCTBUU CO CTPYKTYPHBIM MHonpasiencHueM. Ilomumo 3toro,



CYyILIECTBYET HOMHUHAJIBHBI IPHUHIIUI, COIJIACHO KOTOPOMY 3aroJIOBKM J€ll B ONHUCH HUIYT B
CJICMYIOIIEH TTOCIIeI0BATEIbLHOCTH:

1. NpWKasbl (pacnops»KeHus) No IMYHOMY COCTaBy;

2. CMUCKM INYHOTO COCTaBa;

3. NNYHble aena;

4. KapTOYKM MO y4eTy IMYHOTO COCTaBa;

5. TPYAOBble AOroBOpbI (cornaweHus);

6. JivueBble cyeTa paboumx 1 cyxKalmx no 3apaboTHoM naaTe (pacyeTHble BEAOMOCTU MO
3apnnaTe);

7. HeBOCTpeboBaHHbIE /IMYHbIE NOAMHHbIE AOKYMEHTbI YBONEHHbIX PabOTHUKOB (Mpu
OTCYTCTBUM OTAE/NbHON ONuUcH);

8. aKTbl O HECYACTHbIX CIy4anX.

VYkazaHHbIE BHIIBI JOKYMEHTOB, OOpa3yrOIIUXCS B OpPraHHAIMsaX B OOJNBIINX OObeMax,
MOTYT BBIJICSITHCSI B CAMOCTOSATEIBHBIC Pa3 eIkl OTMCH, TUOO B OT/JENIbHBIE ONHCH. JInYHbIE fena,
JMYHBIE KPATOUKH, TPYAOBBIE TOTOBOPHI IOMEIIAIOTCS B OMKUCH MO FOy YBOJbHEHUSI paOOTHHUKA.

[IpaBuna 3amosHEHUsT OMKMCH JIe] MO JUYHOMY cocTaBy. HanMeHOBaHME OpraHu3allvu.
HeoOxonumo yka3aTh TO HAaMMEHOBAaHHE KOMITAHWU, KOTOPOE OHAa HOCHJIA BO BpPEMs CO3IaHHS
JOKYMEHTOB. B TOM cnydae ecnm opraHu3alisi HECKOJIBKO pa3 CMEHWJIa HAaMMEHOBaHUE B
YKa3aHHBIN NEepUOJ], TO HYy>KHO OCTaBUTh IIOCIIEITHEE HA3BaHUE.

®onpg  Ne. Jlng opraHu3anmii, SBIAIOIIMXCA HUCTOYHUKAMH  KOMIUIEKTOBAHUS
roCcyIapCTBEHHOTO MJIM MyHUIIUTIIAIILHOTO apXKBa, HOMep (OH/1a MPUCBAUBAIOT 3TU apXuBbl. Eciu
OpraHu3aly HE SBIAIOTCS HCTOYHMKAMHU KONMJIEKTOBAHUS TOCYJAapCTBEHHOTO  WJIU
MYHUIIMIIAJTLHOTO apXyBa, TO HoMep (oHIa TPUCBAaUBAET caMa opranuzanus. B Tom cioyyae ecnu
B OpPraHu3alliy XPaHUTCS TOJIBKO OAMH apXUBHBIA (QOHI, TO 3Ta rpada He 3amnonHseTcs. Ecau
HECKOJIbKO  apXUBHBIX  (POHIOB, Hampumep, AOKYMEHTbl MPEIIIECTBEHHUKOB  HIIU
MIOJIBEIOMCTBEHHBIX OpTraHU3aIui, TO KKkl (POH HMEeT CBOM HOMEP COTJIACHO MOCTYIIIICHHUIO
€ro B apXuB.

[TopsiaxoBeiiit HOMep. Kaxkmoe €10 BHOCUTCS B OMTUCH MO/ ONPEACIICHHBIM MTOPSIKOBBIM
HOMEPOM, KOTOPBIA SIBJISIETCS YHUKAJIbHBIM. ECIU €710 COCTOMT M3 HECKOIBKUX TOMOB, TO
KaXK]IbI T0JDKEH OBITh BHECEH B OMHUCH IO CAMOCTOSITEIbHBIM HOMEPOM.

Wupexkc nena. HykHO ykazaTh HMHAEKC Jella COTJIACHO HOMEHKiatype naen. [lpu
OTCYTCTBHHM HOMEHKJIATYPHI, Tpady HEOOXOIMMO OCTAaBUThH ITYCTOM.

3aroioBoK Jella. 3aroJIOBOK BHOCHUTCS B OIMCh B TOYHOM COOTBETCTBHH C 3arOJIOBKOM,
KOTOPBIA HaxOoJIUTCA Ha 00yokKe nena. Hukakwe pacxoxaeHus He momyckatorcs. s men c
OJIMHAKOBBIMHU 3aroJIOBKaMHU CYILECTBYET CIEAYIOIIMM MOPSAAOK: MOJHOCTHIO MPOMUCHIBAETCS
HAaMMEHOBAaHHE TOJBKO TIEPBOTO JIeJIa, @ BCE OCTalIbHBIE 0003HAUaI0TCs clioBaMu «T0 ke».

Kpaiinue natel. B nanHoit rpade ykasbpiBatoTcsi KpaiiHUE J1aThl €.

Yucno nucroB B nene. Heobxomumo mpornucath KOJIUYECTBO JUCTOB, OTHOCAIIUXCS K
neny. OHU IEPEHOCSTCS ¢ 0OJIOKKH JIena.

[Ipumeuyanne. B mnpumedanun B ciaydyae HEOOXOAMMOCTH JENAIOTCS TIOMETKHA 00
0COOCHHOCTSX (PU3UUECKOTO COCTOSTHUS IOKYMEHTOB, BBIOBITHH JIEN U JP.

Wrorosast 3anuck. B koHIIE omucy mocie MociaeHe CTaThu CIAeAyeT UTOrOBasl 3aMuch, B
KOTOPO# Iu()pamMu U MPOMUCHIO YKA3bIBAETCS KOJTUYECTBO e, MIEPBLIi U MOCIeIHUN HOMepa el
cornacHo onucu. Kpome Toro, 10mKHBI OBITH OTOBOPEHBI 0COOEHHOCTH HyMEpaIliu JIe B OIHCH,
HaIrpuMep, HATMYUE JIMTEPHBIX U MPOMYIIEHHBIX HOMEPOB.

OOparuTe BHUMaHWE, YTO HyMepamus HAET OT IEepPBOro JOKYMEHTa, Ha TMpUMEpe
HAYMHAETCS C MHOTOTOYMS; UHACKC Jiena OepeTcss 3 HOMEHKIIATYphI JAell OpraHu3aIii Ha STOT
T0JI, €CJIM KpaHUMH JTaTaMU SIBIISTFOTCSI HA4aJIO TOJIa U €ro KOHEII, TO JOIMYCTUMO yKa3aTh OJHUM
grcioMm — 2009; KOIM4ecTBO JTUCTOB B i€ HE JOHKHO MpeBbIarh 250, mpu HEOOXOIMMOCTH
Jieria TOMUPYIOTCS; €CITM JTUTEPHBIC U MPOMYIIEHHBIE HOMEpPa OTCYTCTBYIOT, TO THUIIETCS CIOBO
«HeT». BepHasi XpoHONOTMsS TPOCTaBIIEHUS] AT B JOKYMEHTE: |.MHCHEKTOp MO Kajapam, 2.
HavaJbHUK OTAeNa, 3. mpoTokoa DK, 4. nporokon DIIK, 5. yrBepkaeHue TUPEKTOPOM.



YTBEPHAAKD

Poxswaturar (340 «Poxaiusan) Aupexrop 34O «Povenura
Doua Ne Coxonob P.R. Cokoxos
OIMTUCh Na 050K/2009 30.01.2010
ae N0 JAMYHOMY COCTaBY
3a 2009  roa

Oraea xaapos

Ne | Unnexc ? Kpaitime | Kommvectno

y 3ar01080K 2ena [puseuanne
n/n aena JIaTHE AHCTOR

1 | 2 3 4 5 6

y
,,,,,

B nammwii pasaen omic srneceno

c Ne 05-1

ANTEPHBIC HOMEPA:

armingdanaing )

(e pasns i HPOINKCLIO)

5. _"‘\

ea. Xp.,

no Ne B TOM HHCIC:

MPOMYUICHHBIC HOMEPA!

Hucnexrop no kaapam

Hawanenux oraena kaapos

COIVIACOBAHO
[Tpotokon DK oprannzaumn
oT 25.01.2010 Ne

TO.H. Kpveaosa

Kpyr0ba
2801.2010

" ?
Coonale

<0120

COI'JIACOBAHO
[Mporoxoa DMK (rassanue

or

APXHBHOTO YMPCAKICHHS )

'\"_‘ /5

Baxxno: cornacHo mpaBuiaMm paObOThl apXHBOB Pa3peIIeHO BHOCUTh U3MEHEHHUS B OMUCH
3aroJIOBKOB JieJl, 00HapyKEHHBIX JOMOIHUTEIbHO. VX HY)KHO BKJIIOYATh B OMKUCH IOKYMEHTOB IO
JUYHOMY COCTaBy IIOJ] JIMTEPHBIMH HOMEpPaMH B COOTBETCTBHUM C MPHUHATONM CXEMOH
CUCTEMAaTH3alllK WU B KOHEIl FOJI0OBOTO pa3zena.

Oco0eHHOCTh OMHUCaHUs JUIC — HAWYHe B OMUCATEIHHOW CTaThe EIUHUIBI XpaHEHUS
anemeHnTa «CpoK XpaHEHHUs», B KOTOPOM 0003Ha4YaeTcs CPOK XPaHEHUsI, OTHOCSIIUNCS TOJIBKO K
JAHHBIM JIOKYMEHTAaM.

JlonyctTMo 4TOOBI B OMUCH IO JUYHOMY COCTaBy Ji€Jia pacrojararTcs B CIeIyIOLIeM

MOPSIKE:
. KHUTa yyeTa COTPYAHUKOB (ecnu oHa BeaeTcs);
. npuKasbl no n/c;
. JIMYHblE AeNa UAW INYHbIE KapTOUKKY;
. NinueBble cyeTa No 3apaboTHOM nnarTe;

. HeBOCTp66OBaHHbIe TPYAOBblIE€ KHUXKHN.



B koHIIe Ka)KI0¥ OMUCH yKa3bIBaeTCs U(PpaMH U IPOMHUCHIO KOJIUYECTBO BKIIOUECHHBIX B
Hee nen. Kaxmoe meino B omucH mosrydaeT CBOM MOPSIKOBBINA (apXUBHBIN HOMEP, KOTOPBINA 3aTeM
MPOCTABISETCS Ha 00JI0KKE COOTBETCTBYIOIIETO JIeTa.

IIpy omMcaHMM €IMHULBI XPAaHEHUS MJIC OHM MOTYT aHHOTHPOBATHCSA, €CIM HMMEIOT
3HAYECHUE JUJIS UCIIOJIHEHMS COLIMAIIBHO-TIPABOBBIX, TEHEATOTMYECKUX U IPYTUX 3alIPOCOB.

['omoBoii pazzen CBOAHOM omMcu el 1o Jic (KagpaMm), MOUIeXKaluX Iepefade Ha
IIOCTOSIHHOE XpaHEHHWe, IedyaTaeTcss B 3-X dk3eMIunsipax. JIOKYMEHT MOANKCHIBAET €ro
COCTaBUTENb U 3aBEPACT PYKOBOAUTENb KaJpPOBOIO OpraHa IPEANpUATHS. 3aTEM OH 3aBEpsETCs
OK npennpusrus, coriacoBbiBaeTcst ¢ OIIK cooTBETCTBYIOLIEr0 apXMBHOTO YUPEKIEHUS U
YTBEPKAACTCA PYKOBOAUTEIEM NPEATIPUATHUS.

Tema 2. Hcnonv3oeanue apxueoe no JudHOMy COCIagy

[TopsAoK MCHOIB30BaHUS APXUBHBIX JTOKYMEHTOB, B TOM YMCJIE U II0 JINYHOMY COCTaBY,
ycraHaBnuBaeTcss DenepanibHON apXuBHOU cityk00ii Poccun B coorBercTBum ¢ KoHctuTynuein
Poccuiickoit denepauuu u 1pyrumu ¢eaepaibHbIMU 3aKOHAMH M HOPMAaTUBHBIMU IIPaBOBBIMHU
aktamu Poccuiickoii @enepanuu, OTHOCAIIMMHCS K HHPOpPMAIIHH.

OCHOBHBIMYU IPUHIMIIAMHU HCIIOJIb30BaHMUS JTOKYMEHTOB II0 JUYHOMY COCTaBY SIBJISIFOTCS
3aKOHHOCTb €€ IIOMCKA, IIOJIy4eHUs M HCHojb3oBaHusA. Psanom crareit Koncturynun PO
rapaHTHPOBAHO MPABO IPaKIaH Kak Ha HH(OPMAIIHIO, TAK U HA JIMYHYIO, CeMeiHyto TaiiHy. Tak, B
cooTBeTcTBUH cO cT. 24 Konctutyuu PO «cOop, XpaHeHue, UCI0Ib30BaHUE U PACIIPOCTPAHEHUE
uHpOpMallUM O YACTHOM KU3HM Juua 0Oe3 ero corjacus He jomyckaerca. Oprassl
roCy/1apCTBEHHOM BJIACTU U OPTaHbl MECTHOT'O CaMOYIPaBJIEHUS, UX JOHKHOCTHBIE JIUIA 00s3aHbI
o0ecrneynTh KaXJOMy BO3MOXKHOCTb O3HAaKOMJICHMS C JOKYMEHTaMH U MaTepHuajaMu,
HEIOCPE/ICTBEHHO 3aTParMBalOLMMU €ro IpaBa U CBOOOJBI, €CIM MHOE HE MPETyCMOTPEHO
3akoHOM». Ctatba 29 Konctutyuuu P® mpenocraBiser KakaoMy IpaBO CBOOOJHO HMCKaTh,
1oJlyyaTh, IE€peaBaTh, MPOU3BOAUTH M PACIHPOCTPAHITH HHPOPMALMIO JHOOBIM 3aKOHHBIM
CIocoooM.

PaccmoTpuM nopsiiok MCHOJIB30BaHUS JOKYMEHTOB 110 JUYHOMY COCTaBY, HAXOIAIIUXCS
Ha XpaHEHHWH B apXHUBE OpraHU3al1u.

[To 3ampocam rpakJ1aH ¥ OpraHU3alni apXUB 10 JOKYMEHTaM BBISBIIET 3aMPAIINBAEMYIO
UMM MH(POPMALIMIO, MOATOTABIMBAET U IPEIOCTaBISIET COOTBETCTBYIOIIME HH(OPMAIMOHHBIE
JIOKYMEHTBI. ApXHMB OpPraHHU3yeT IMPUEM U PACCMOTPEHHE 3alpPOCOB IPa’kJlaH B YCTAHOBIECHHOM
3aKOHOJATEIIbCTBE MOPSIKE.

3anpoc COIMaIbHO-NIPABOBOTO XapaKTepa — 3TO 3alpoCc KOHKPETHOro JIMIA WIH
OpraHu3aliy, CBsI3aHHBII ¢ oOecredeHneM MpaB U 3aKOHHBIX MHTepecoB rpaxkaaH. K 3ampocam
COLIMAIBHO-TIPABOBOTO XapaKTepa OTHOCATCS 3alpOChl O MOATBEPKIACHUHM TPYIOBOIO CTAXKA H
pa3mepax 3apabOTHOM IUIaThl, HATPaKJEHUHU, IPUCBOCHNUHU 3BaHUM, MOJIY4YEeHUs1 0Opa3oBaHUs U
T.IL

WNudopmanus conuanbHO-IPaBOBOIO XapakTepa MO 3ampocaM IpaxJaH U OpraHu3anui
BbI1aeTcsl B GopMe apXUBHOM CIIpaBKU, apXUBHOM KOIHUU U apXUBHOW BBITHCKHU.

ApxuBHas crHpaBKka — JOKYMEHT, COJEpXKalllil apXMBHYI0 HMH(POpPMALHIO O MpeaMere
3anpoca, ¢ yKazaHueM MOUCKOBBIX IAHHBIX JJOKYMEHTOB, HA OCHOBAaHNHN KOTOPBIX OHA COCTABJICHA.



NMpunoxenue |

Mpumep opopmneHns apXHBHON CNPaBK
OTKPbLITOE AKUMOHEPHOE W, Cepreesy
OBLUECTBO yn. NokpoBckas, A. 17, K. 6
“PYCCKUW NEC” r. Hosocwbupck, 630082
ApXWUBHAR CNPaBKa
30.07.05 N2 05-16/10
r. Mocksa

B ROKyMeHTaX APXMBHOTO GOHAA OTKPHITONO AKUWOHEPHOro o0WeCTaa “PyCcckun nec” 8 pacueThbix
NWCTKAX NO HAYNCNSHMIO 3aPadOTHON NNaThl pabounm 1 CRYXalWKM 33 neproA ¢ ABapa 1995 r. no
despans 2000 r. MeOTCA CBeieHnA O pabore Cepreesa Eropa (Tak 8 foxymeHTax) MBaHOBHUYA B LONXK-
HOCTH MHAXEHEPA OTAENA TEXHUUECKOTO KOHTPONA,

OcHosanme: on. 2 /¢, A. 123, 0. 17; 4. 131, 0. 15; 2. 139, 0. 18; 0. 142, 0. 17; 0. 149, 0. 15.

fenepansHbin aupexTop obuecTea M l% OH. Wyxos

bedosa Huwa lNempoena
229-07-15
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WeRPATMNOS AFCHICTRO 180 ODPAIOKIHING
DEIEPAILIOS TOCYARPCT Gp NOS YIPERRCHIG BMCIICIO

«¥pansesnii perepannuntii ynusepenrer
umenn nepsoro Mpeswaenta Pocenn B.H.Eanunnan
(PIAOY BIIO «Yp®Y uscnw nepnoro Hpeswrenra Poccun BILEanunnas)

620002, Exarepumbype, va. Mupa, 19
Tea: 3(343) 374.03-62, anc: (343) 374-38-84 |, E-mail: rectormt@mail.ustu.ru, hitpe//www.ustu.ru
OKI10 02069208; OFPH 1026604939855, HHH/KIN 6660003 190/667001001

6324 A4, 0t » A,

APXHBHASA CHPABKA

B aoxkymenrax apxisa suaunres, wro Msanosa Anexcanapa Meanosna ¢ 1976 roma
no 1982 roa ofyuanacs Ha 3a0uMOf GOPME OGYUCHHR MO CHCIMMARMOCTH «INOHOMHKA W
yuparcnue ua  npeanpustiomn w o Ypaascsxom  opaena  Tpyaosoro  Kpacnoro  3uasenn
nosmrexuuaecsos uncruryre M, C.M. Kuposa®.

flo  oxomuanmn  ofywenns  Meanonoit  Aackcapmape  Msanonne  maytan  asrsom
Tocypaperscunoro ofpasige JIO Ne 123456, per Ne 1234w npucsocna  xeamudsxanss
HHXEHEP-DKOHOMMCT.
Mpusasu: O sasecaennm wa saouumii gaxyasrer No 123 or 02.08.76 1.

OG5 orvmesienmn Ne 180 o1 24,06.82 12 B cunsi € YCOCHILIM ORONMANMEN,

Ocnonamie: Gorwn 1234, maz. No 4, apx, Ne 24

Cropasia Buzana U NPE/I0CTARICHIA 110 MeCTY 1pebosumns.

Fpseicwsmens. Pacnoprmcsacy Dpanoreoseras Foconionsi O sopaimes or 11 commdpn 1992 ¢ N 1691-p o pooscomavn sosr s Koemers mo

wucmel maoos or 10 soxalpe 1992 € N LR woor 20 soaatipe 1092 1 Ne 1S Ypancwd sossreumesconm wereryy e CM Keposa
) Y A POy AN T 7 (rpwrmany Musiied SOPCTIE M Kt BACICH SROI H ICHINGC R DT

Pocouioned Scacponnm ot M acalpn 1992 ¢ Nr 1133),

Nipanriose Messcrepetns ofpaonains N o 12052000 ¢ Mo1397 Ypancend TOOMPCTIONNR TOURPRCONll Y MECPCHICT DCCHWON NN §

Ypamonnd rocy.p ¥ - YTHL

pnanos Seacpammo srensina 60 olpaxmannd ot 4 anpeas 2008 « N 298 wy ECPORCINNN 3 YRR SO (OCHMPTTRCHIN Touew ol

Yorncpmet « YTEH weaesn mepaoro Fipenascnts Pocom b Laasen

Pacoopracincs Npamiremcrma Pocowdowt Sxacpaue or 02 08 2010 N £01.p corum Ypaucund CHMPARIM YHARCTOITY BN BIPROrD

Uipewoacira Poccom B I B

.~

GdeDiplom
'“.V_l,v 08
8 Mocrad U Apyaur JopodT

ApxuBHasI KOTIUSI — JOKYMEHT, BOCIIPOU3BOSAIINI TEKCT UM M300paKEHUE apXUBHOTO
JIOKYMEHTA, C YKa3aHUEM €0 MOMCKOBBIX JIaHHBIX.

ApxuBHas BBIIUCKA — JOKYMEHT, JOCJIOBHO BOCITPOU3BOSAIINI YaCTh TEKCTa apXUBHOTO
JIOKYMEHTa, OTHOCSILYIOCS K ONpPEIEICeHHOMY BOIpOCy, (akTy WM ULy, C YyKa3aHHEM
MOMCKOBBIX JIAHHBIX JIOKYMEHTA.



Npunoxenue 2

Mpumep opopmaeHHa apXUBHON BbINHCKH
OTKPbLITOE AKUMOHEPHOE OBLUECTBO NIO. Cummnybinon
“MbITULLUHCKUIA XNONOK" yn. Crpoutenen, 4. 8, k6. 115,
ApXHBHAA BHINKUCKA Mockosckan obnacry,

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

r. Mocksa

W3 NPUKaza o1 24.07.75 N2 62-K anpexropa
MBTUULIMHCKOTO XNONUATOOYMAXKHOrO KOMOKHATA

B uenax NOBLILEHUA TBOPUECKON AKTHBHOCTH PABOUMX OCHOBHBIX NPOGECCHi, BHIABNEHNA K Pac-
NPOCTPAHEHUA BLICOKONPOMIBOANTENLHBIX METOROB PAboThl Ha KOMOMHATE NPOBOANNCA KOMKYPC
patouero MacTepcTsa No NPAAUALUIMLAM M TKAUaM (Tak B JOKYMeHTe), B COOTBRTCTBMM C YTBEPXAeH-
HBIMM YCNOBHAMKM NO NPOBEIEHMIO KOHKYPCA, NPUKA3BIBAK:

1. Npemuposats NnobeanTenen KOHKYPCa patouero MacTepcTsa, 3aHRBWKX NPU30BLIS MEeCTa:

4, Cummybiny N1.10. - npaaunbmuy - 3-e MecTo.

HuperTop KombnHata @ o H.A. @omnues
COrnacoBalo ¢ NPOGKOMOM k/ ?5,:/ 0.B. Xapnamoga
OcHosanue: on. 2 n/c, 4. 103, 0. 57

Bepmo:

lenepanbunin AupexTop oblyecTea %4 1!»‘ KA. Kpenertos

Nyzavesa MobGoes NleonudosHa
345-78-56

ApXuBHBIE CIIPaBKHU, BBIITMCKHA M KOMUU BBIIAIOTCS HA OCHOBAaHMM MUCHMEHHOTO 3ampoca
(U3NIECKOTO MM FOPUANYECKOTO JINIA, KOTOPBIH JIOJDKEH CONepKaTh HaMMEHOBaHHE (M ajpec
IpH TIEPEChUIKE) OpraHu3aluu (apXuBa), KOTOPOH OHHU aJpecOoBaHbI; M3JOKEHHE CYIIECTBa
BOIpoca; GaMUIINIO, UMS B OTYECTBO OOPAIIAIOIIETOCS; €T0 aJpec, KOHTAKTHBIE Tele(OHbI; 1aTy
U JIMYHYIO MOAMNKCH. B 3ampoce, copepxkaiieM mpock0y 0 MOATBEPKACHUH TPYJOBOTO CTaXKa UITN
pa3mepa 3apabOTHOM TUIATHI, YKa3bIBAIOTCS KPAifHUE AaThl, MECTO U JIOJDKHOCTH PaOOTHI.

Brigannbie apXUBHBIE CIIPaBKH, KOMHHM U BBITUCKUA U3 JOKYMEHTOB PETHCTPUPYIOTCS B
JKypHaie 1o Gopme.



lMpunoxeHue 3

MpumepHan popma XypHana pericTpai BbIAAHHLIX CNPABOK, KON, BLINKCOK

KYPHAN
perncrpauiu BblaHHbIX CNPaBok, KOﬂHﬁ, BbINUCOK
Haszsanue Rara
Raran BLIAANHOrO | o . Pacnucka
™ AsTop 3anpoca, perncrpa- Copep- AOKYMeHTA :uonm:ﬁ 8 nony- Npume-
nex. N9, para, UMOMMBIA Mamue (konwua, yennn
n/n HOMep qanue
aapec, renedon HOoMep sanpoca BLINMCKA, | o Horo | MM AATA
3anpoca cnpaexa A OTNPABKH
" np" AOKyMeHTa
1 2 3 4 5 6 7 8

OOpamenust TpaxkgaH, B KOTOPBIX OTCYTCTBYIOT (amMmimu, aapeca M THOIIHCH
oOpalarImuxcs, CYNTAIOTCd aHOHUMHBIMH U HE M0JUIeKaT PACCMOTPEHHUIO.

B ciydae ecnu B oOpaieHnn npeAcTaBiIeHa HEeroHas HHQOpMAIHs O 3arpaniBacMbIX
CBEJICHUSX (HampUMep, He yKa3aHO CTPYKTYpPHOE MOJpa3/ieieHne WM 3a Kakue rojsl Tpedyercs
MOJTBEPKJICHHE O TPYIOBOM CTaxe, 3apa0OTHOW IiaTe W 1p.), apXuB OOs3aH 3alpPOCHUTH Y
3asBUTEJIS JOIOJIHUTENIbHBIE CBEICHUS.

CpoOK UCTIOHEHUS 3alpOCOB COLMAIBHO-TIPABOBOTO XapaKTepa IPayKaaH M OpraHU3aIUi
[0 IOKyMEHTaM apXuBa He JOJDKEH mpeBblmaTh 30 qHel co AHA peructpanuu odpamenus. [pu
CJIOXHBIX 3aIPOCaX CPOK MOKET OBITh MPOJJICH, HO He Oomee yem Ha 30 mHeH, ¢ 00sS3aTeIbHBIM
yBEJIOMJICHHEM 00 3TOM 3asiBUTEJNS.

B cnyuae nmocryruieHus B apxuB Henpo(UIBHOIO 3ampoca (He 10 Ha3HAaYeHHI0) 3aIpoc
NEePechUTIaeTCs O MPUHAUIEKHOCTH B JAPYrHe OpraHU3alMd UM apXHBHI B S5-IHEBHBIA CPOK C
MOMEHTa 00paIeH s, 0 YeM JOBOJIUTCS IO CBEICHUS 3asBUTEIIS.

ApXUBHBIE CIIPAaBKU COCTABIIAIOTCS HA OCHOBAHUU JIOKYMEHTOB, XPaHSIIIUXCS B apXUBE.
Ecnmu mpu wcnomHeHnu 3ampoca OBLTM HCIIONB30BAHBI HE3aBEPEHHBIE JOKYMEHTBHI, TO 3TO
OroBapHBaeTCsi B TEKCTE€ CHpPaBKMU (Hampumep, «He3aBepeHHas komus»). Ecim B gokymeHTe
(HampuMep, MpHKa3e) OTCYTCTBYET MOAMKCH PYKOBOJIMTEINS OpPraHM3allMU WM JaTa U HOMEp
IpHKa3a, TO BCE 3TO TAK)Ke OTOBAPHBAETCS B TEKCTE CIIPABKU.

[Ipu orcyTcTBUM B apXuBe AOKYMEHTOB, COJCpPKAIIUX CBEACHUS IO 3alpamiBacMOMy
BOIIpOCY (HarpuMep, o 1aTe 00pa30BaHMs OpraHU3alluK ), apXUBHAs CIIPaBKa MOXKET ObITh BbIJJaHA
M0 XPaHSIIUMCS B apXHWBE NEUaTHBIM MaTepualiaM, OTHOCSIIUMCS K MPEeIMeTy oOpalieHus, ¢
TOYHBIM M MTOJTHBIM YKa3aHUEM HUCTOYHHKA.

B apxuBHYyI0 cripaBKy O MOJITBEPKACHUH TPYJOBOTO CTa)Ka BKITFOUAIOTCS JaHHBIE TOIBKO
3a TO BpeMs, 3a KOTOpOE MMEIOTCS CBEJeHHs B JOKyMeHTax apxuBa. [Ipu 3Tom ykasbpiBaeTcs
TOYHOE Ha3BaHWE JIOJDKHOCTH, KOTOPYIO 3aHHMMal 3asBUTENb, W TEPUOJ €ro paboThl B 3TOH
JOJKHOCTH.

Wmeromuecst B JWYHBIX Jeax JHCTKH IO y4YETy KaJapoB, aHKETHI, aBTOOHOTpaduH,
COOCTBEHHOPYYHO COCTABJICHHBIE 3asBUTEIEM, Ha KOTOPBIX OTCYTCTBYIOT OTMETKU O NPOBEPKE
UMEIOINXCS B HUX CBEJCHHWI HAa OCHOBAHWHW TPEACTABICHHBIX TOUIMHHBIX JOKYMEHTOB WIIH
CIPABOK, HE MOT'YT CIy>KUTh OCHOBAaHHEM JUIs BbIJIaUM apXUBHBIX CIIPABOK O TPYAOBOM CTaxKe.
[Tpr HEOOXOIMMOCTH COMIEpIKAIINECS B HUX CBEACHUS MMCBMEHHO COOOMIAIOTCS 3asBUTEITIO.

B kauecTBe JOKYMEHTOB, OATBEPXKIAIOIIMX TPYAOBOW CTaX, JJIsl COCTABICHUS CIIPABKH
IpU OTCYTCTBUU MPHKA30B IO JHYHOMY COCTaBY MOTYT OBITh HCIIOJNB30BaHBI TPHUKA3bI TI0
OCHOBHOMH JIeSITEIbHOCTH, JIMIIEBbIE CUETA 110 3apabOTHOM TIaTe.

B cnpaBky a5 Ha3HauUSHMsI MIIM ITepepacyeTa NEHCUH BKIIIOYAIOTCS CBEACHUS B MOPSIIKE,
OTIpeNieNIsIEMOM OPTaHOM, OCYILECTBIISIOLINM IIEHCHOHHOE 00EeCTIeYeHNE TPaKIaH.



Pazmep 3apaboTHON miaThl yKas3bIBaeTcsl B CIpPaBKE B COOTBETCTBHH C MaciITaOOM IIEH,
JIEMCTBOBABIINX B TOT MEPUOJ, 32 KOTOPBII 3aIIpaIllMBalOTCs CBEICHHUS.

Ceenenus o 3apabOTHOH MjaTre BKIIOYAIOTCS B CIPABKy TaK, KaK OHU HM3JI0KEHBI B
JTOKyMEHTax apxuBa. /[aHHbIe NMPUBOASTCA pa3lielbHO 3a KaXIblii roja 0e3 CyMMHpOBaHHS B
nperenax roxaa. Pacder cpemHEMECAYHOrO M CPEAHErOZ0BOrO 3apaloTKa apXWBOM HE
IIPOU3BOJUTCSL.

[Ipr OTCYTCTBMHM JOKYMEHTOB O 3apa0OTHOW IuIaTe MOJDKHOCTHOM OKJIAJ MOXKET OBITh
YCTaHOBJIEH HA OCHOBAaHMHU LITATHOT'O PACIMCAHMs OPraHU3aLMU 32 COOTBETCTBYIOIIMI MEPUOT,
Jpyrue BBIIUIATHl — Ha OCHOBAaHMM IPUKA30B [0 JIMYHOMY COCTaBy WM 110 OCHOBHOMU
JIeATEIbHOCTH.

B cmpaBky o moxarBepkaeHHWU (DAKTOB IMOJYYEHHS TPABMbI, HECUACTHOTO Clly4yas Ha
MIPOU3BOJICTBE BKJIIOYAKOTCS CBEIEHHUSA, COJEpXKallMecs B aKTax O HECYACTHBIX CllydasX,
CBSI3aHHBIX C IIPOU3BOJICTBOM, KHUI'aX Y4€Ta HECUACTHBIX CIIYy4aeB M JPYIMX JOKYMEHTAX I10 UX
paccie10BaHHI0

[Ipy ucnonHEHUH MOBTOPHBIX 3allPOCOB WJIM COCTAaBJIEHUU IO MPOChOE IpakaaHUHA
CIIpaBKM, aHAJOTMYHOM paHee BBbIIAHHOW, apXWB MPOBEPSAET COOTBETCTBHE CBEJICHHIA,
BKIIIOYCHHBIX B CIIPAaBKY, TE€M, KOTOphIE MMEIOTCS B JOKYMEHTaX, M B Cilydae OOHApyKEHHS
JIOTIOJIHUTEIBHBIX CBEJICHUM BKJIOYAET UX B IIOBTOPHO BBIJABAEMYIO APXUBHYIO CIIPABKY.

B coorBerctBun c IlpaBunamu opraHu3aluy XpaHEHUs, KOMIUIEKTOBaHUS, ydé€Tra U
WCIIOJIb30BaHUsl JOKYMEHTOB apXHMBHOTIO (DOHAA POCCUICKOHN (enepanuivi U JPYrUx apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBICHUS U
opraamuzanusax» ot 07.09.2015 r. apxuBHbIe cripaBKu 0(OPMIISIOTCS 110 YCTAHOBJICHHON opme Ha
OyaHKe apXWUBHOW CIPaBKH WM 0oOIIeM OJaHKe OpraHW3ally, W3TOTOBICHHBIX THUMOTPAa(CKUM
CIocoooM.

W3bsatue nommmuHuka. B coorBerctBum ¢ [lpaBwiiaMm opraHuM3anuu  XpaHEHUs,
KOMIUIEKTOBaHHS, Yy4€Ta M HCIOJb30BaHUS JOKYMEHTOB apXWBHOTO (HOHAA POCCUHCKOM
denepanuu U Ipyrux apXMBHBIX JOKYMEHTOB B IOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoymnpasiieHus U opranuzaumusax oT 07.09.2015 r. gomyckaercst U3bSTHE apXMBHBIX JI€T U
Bbllaya BJAJEIblaM WIM MX POJCTBEHHUKAM TIOMJIMHHBIX JIMYHBIX JTOKYMEHTOB: TPYIOBBIX
KHUXKEK, CBUJETENbCTB 00 OKOHYAHMHM Y4eOHBIX 3aBe/JeHHUl, aTTectaToB 00 0Opa30BaHUH,
ynoctoBepeHudl U T. 1. IlomnuHHBIE JTUYHBIE JOKYMEHTHI BBLAAIOTCS 3asBUTENSAM IO HX
IIMCBbMEHHBIM 3aIIpOCaM € pa3pelleHUs PYKOBOIUTENSI OpraHM3aluu NoJa pacnucky. Ilpu stom
3asiBUTEIIb 00513aH MPEABABUTD MMACTIOPT UM MHOW TOKYMEHT, MOATBEPKAAOLINI €ro JMYHOCTD.
B cnydae oOpaieHus 3a JTOKyMEHTaMU POJCTBEHHOIO JIMIA OHO TaKXe 00A3aHO MpPEJCTaBUTh
JIOKYMEHTBI, TOJATBEP)KIAIOIINE CTENEeHb pPOJACTBa. J[OBEpEeHHOMY JMIly BBIJAIOTCS Ha PYKHU
MOJIJIMHHBIE IOKYMEHTBI HA OCHOBAaHMH HOTAPUAJIBHO 3aBEPEHHON JOBEPEHHOCTH.

Ha mecto m3bpATOrO NOKyMEHTa B JI€10 TOMEIIAeTCs CIpaBKa O €ro BblJade, KOMHUS
BBIJJAHHOTO JIOKYMEHTa, a B YYETHBIX JOKyMEHTax (ONHCH) JeNaroTcsi OTMETKH 00 H3BATHH,
YKa3bIBAIOTCS HOMEp, JlaTa W Ha3BaHHE JOKyMEHTa - OCHOBaHUS ISl U3bATHS (3asBIEHUE,
3arpoc), a TAK)Ke paclucKa Moxyqaresns J0KyMeHTa.

[TosryuaTenb MOATMHHOTO JUYHOTO TOKYMEHTa JOJDKEH paclucaThesi Ha 000poTe KOMHUU
JMYHOTO JOKYMEHTA, OCTAIOIIENCs B apXuBe opranu3auuu. [Ipy 3ToM B pacnucke yKa3bIBarOTCs
€ro NacrnopTHbHIE IaHHBIE.

B cootBercTBUM ¢ 3akoHOAAaTENbCTBOM P® opraHamu mpaBonopsiaKa U3 apXuBa TaKKe
MOTYT OBITh U3BATHI MOAJIMHHBIE APXUBHBIE IOKYMEHTHI.

B »TOM ciyuae Ha MeCTO M3BATOrO JOKYMEHTA B JI€JI0 MOMELIAETCs CIpaBKa O BbIIA4Ye U
CHSITasl C HEro Komus. B y4eTHBIX apXMBHBIX JOKYMEHTaX OTMETKa 00 M3BSATHH, YKa3bIBAIOTCS
HOMEp, /1aTa ¥ Ha3BaHUE JJOKYMEHTA - OCHOBAHMs JUIS U3BATH, a TAKXKE paclucKa Moaydaresns
JIOKyMeHTa (IIpH JINYHOU nepeaaye). B nanbHelinem pabOTHUKY apXyUBa 00ECIIeUnBaIOT KOHTPOJIb
BO3BpaTa U3bSTHIX JOKYMEHTOB.

B cootBeTrcTBUU cO cT. 12 3akoHa 00 apXUBHOM JIeJI€ U3BATHE APXUBHBIX JOKYMEHTOB, HE
IPEIYCMOTPEHHBIX (ellepalbHbIMUA 3aKOHAMH, 3aIPEIIaeTCsl.

[ena BpIIarOTCS U3 XpAHWINLL!



a) JUIs UCTIOJIb30BaHUs paOOTHUKAMU OpPTaHU3alHH;

0) And WCIONB30BaHMS TPAXIAHAMH B YHTAIBHOM 3ajJ€ JUIl HAyYHBIX M HHBIX
HCCIICIOBAHUIA;

B) BO BPEMEHHOE IT0JIb30BAaHKE ISl JPYTHX OpraHn3aIiii;

T') AJIs1 IPOBEICHHS apXUBHBIX paboT ¢ TOKyMEHTaMU;

1) UIsl IPOBEJCHUS CTPAXOBOTO KOMMMPOBAHUS M CIICIHATIBHON 00paOOTKH TOKYMEHTOB C
LEJBI0 yAy4IIeHUs] (PU3HUECKOTO COCTOSHUS TOKYMEHTOB.

Jlena BBIIAIOTCS BO BPEMEHHOE TTOJIb30BAHUE U3 XPAHWIIUII HAa CPOK, HE MPEBBIIIAOIINI:

1 Mecsitr U1 UCTIONB30BaHUS pAaOOTHUKAMU OpPTaHU3ALMH

1 Mecs1 JUIs UCTIONB30BAaHMSI JOKYMEHTOB B YUTAJILHOM 3aJie

3 Mecs1a BO BpEMEHHOE MOJIb30BaHKE IS IPYTUX OpraHu3aui

6 Mecs1eB ISl SKCIIOHUPOBAHUS JOKYMEHTOB

Opranam cyja U IpOKypaTyphl Jieia BBIIAIOTCS 10 MPEKPALICHUS JIeJla WA BHIHECCHHS
cynebHoro pemenus. [IpoyieHne yCTaHOBICHHBIX CPOKOB BBIIAYM JJOKYMEHTOB BO BPEMEHHOE
MOJIb30BaHME, B TOM YHCIIE OpraHaM CyJaa M TPOKYpaTyphl, a TakKe IJsl SKCIIOHMPOBAHUS
JIOIYCKAeTCsl B OCOOBIX CIIydasX ¢ pa3peuieHus] pyKOBOJHUTENS OpraHU3alyy IO MHChMEHHOMY
MOJTBEPIKICHUIO TTOJIB30BATENS O COXPAHHOCTH TOKYMEHTOB.

Beinaua nen u3 xpaHuiuiia oopmisieTcs CIeTyoIIMI TOKYMEHTaMU:

1. 3aKasamu (TpeboBaHMAMM) Ha BblAAYY A€M B YUATA/IbHbIN 331 U COTPYAHUKAM
opraHmsaumm

2. aKTamMu O Bblgaye [e/l BO BpeMeHHOe MoJ/ib30BaHune APYrMM OpraHn3aumam, B TOM
yuc/e opraHam cyaa v NPoKypaTypbl, UAN AN SKCNOHNPOBAHUA AOKYMEHTOB

3. 3aKasamu Ha nposeaeHne paboT Mo CTPaxoBOMY KONUPOBAHWUIO M pecTaBpaLmm
JOKYMEHTOB.

Bbmaqa AOKYMCHTOB H3 XpaHWJIWIIA PETUCTPUPYCTCA B KHHUIaX BblAa4YU AOKYMCHTOB.
Hcnonuennsle 3aka3bl (TpeOOBaHUA) UCCIeNOBAaTeNel XpaHATCS B JUYHBIX  Jiejax
ucclleIoBaTesneii, a Bce MpoYHe - O UCTEYEHMs] CPOKOB MX XpaHEHHs. 3akasbl (TpeOoBaHUsA)
1es1eco00pa3HO XPaHUTh /10 MPOBECHUS TPOBEPKH HAIWYMSI U COCTOSHUS JIEI.

Briaga ymen Bo BpeMEHHOE MOJB30BaHUE B JIPYTHE OpraHU3alMu OpOPMIISETCS aKTOM,
KOTOPBI COCTABISAETCS B IBYX IK3EMIUISIPax, OJUH UX KOTOPBIX OCTAeTCs B apXUBE OpPraHU3allny,
Ipyrol BblAAeTCA MOJy4aTento. AKT MOJNUCHIBAETCS PYKOBOJUTENEM OpTraHU3alllH,
nepefamlel aena, M PyKOBOJAUTEIEM OpraHU3alMU-NIONy4yaTess: MOIMUCH CKPEIISIOTCS
repOOBBIMU TIeuaTsiMu opraHuzanuii. [locie Bo3BpamieHHWst 7em B JBYX OJK3EMIUIIPAaX aKTa
JieNlaeTcs COOTBETCTBYIOLIAsi OTMETKA: OJMH SK3EMIUISp OCTAeTCsl B OpraHU3allMM-TIoNIydaTese,
JpYyToii XpaHUTCS B eje (GOHIa B apXUBE OPTaHU3AIMH, BBIJABABIIEM JIEIa.

HanpaBnenue Ha CcTpaxoBoe KOIUPOBaHME, PpECTaBpalMio, Mepervier odopmisercs
3aKa3oM. 3aka3 ohopMIIIeTCs B apXHBE OpraHU3aIuu Mo GopMe aKTa O BbIJaue BO BPEMEHHOE
MOJIb30BaHKE IPYrOi OpraHu3alyH.

Jlena BbIatoTCA U3 XpaHWIMILA JJIS1 UCTIOIB30BAHUS U TPOBEAEHUS padOT MO CTPaXOBOMY
KOIMPOBAHUIO, PECTaBpaIlUy, NEPEIJIETy TOIbKO B 00paboTanHoM Buje. Ilepen Boiaaueit nen us
XpaHWININA TPOBEPSETCS COOTBETCTBHE IMHMdpa MW 3arojioBKa Jeja Ha o0Joxke mudpy u
3aroJIOBKY JieJia B ONMCH; NEpe BblJaueil U MpH BO3BPALICHUU JIEJI B XpAaHUJIHUILE TPOBEPSIOTCS
HyMepaIus JJUCTOB U COCTOSTHHE JJOKYMEHTOB Ka)KI0TO BBIAHHOTO Aemna. Kaxxmoe BegaBaeMoe n3
XPaHUJIHUINA AEIO TOJKHO UMETh JIUCT UCTIOIh30BaHUS.

[lpr BBImaue pgen W3 XpaHWIHMIIA HAa MECTO BBUIAHHOTO Jefla IIO/KJIAIBIBACTCS
KapTa-3aMeCTUTElb, B KOTOPOW YKa3bIBaeTCs HOMEp Jejia, HOMep OmucH, Homep (HoHIa, Korja U
KOMY BBIJIaHO JIEJIO, JaTa ero BO3BpaTa U MOJAINUCH COTPYAHMKA, BBIAABIIETO JEJ0, C YKa3aHUEM
nokHocTH. [Ipy BO3BpallleHNH Jlenia B XpaHWIIUIIE KapTa-3aMecTUTeNs n3biMaercsi. CocTosHue
Jiell, BO3BPAIla€MbIX B apXMB IOCJIE MCIOIb30BaHUSA, JOJDKHO OBITH MPOBEPEHO B MPUCYTCTBUH
JIMIIa, BO3BPAMIAIONIETO TOKYMEHTHI.

[Tpu oOHapYy>KEHUU HETOCTAYH IS HIIM OTJICIbHBIX TUCTOB B HUX, & TAKXKE MOBPEKICHUIN
Jel U JOKYMEHTOB COTPYAHHKAMHU apXHMBa COCTABISETCS aKT B JBYX SK3EMIULSIpax, OJUH U3
KOTOPBIX NPCACTABIIACTCA UCCICAOBATCIIIO YUTAJIIBHOTO 3daJ1a WK PYKOBOAUTCIIIO OpraHu3aluu,



MCIIOJIb30BABIIECH JTOKYMEHTHI, JUIsl NPHUBJICUEHUS] BUHOBHBIX K OTBETCTBEHHOCTH, BTOpPOH -
OCTaeTcs B apXUBeE.

[Ipu mepemenieHUn TOKYMEHTOB 3a MIpeesiaMH apXuBa JOJDKHBI COONIIOIATHCS MEpHI
IPEJOCTOPOKHOCTH, HAJEKHO OOECIeUrBalOIlUe HX COXPAaHHOCTb. [Ipu TpaHCHOPTHPOBKE
JOKYMEHTOB COOJIIOAI0TCS MEPHI TI0 OXpaHE U 3aIIUTE UX OT BO3JCHUCTBUS BPEAHBIX (aKTOPOB
OKpY’Karollel cpenbl IMyTeM HNPUMEHEHMs CIELUAIbHBIX BHUJOB YIAKOBOK, 00ECHEUMBAIOLIMX
3alUTy JOKYMEHTOB OT OCaJKOB, CBETA, MEXAHUUYECKUX ITOBPEXKICHUI.

Tema 3. dnexmponnsvie apxuevl NO TUYHOMY COCABY

B Hacrosimee Bpemsi HamOoJiee aKTyadbHBIM BBICTYIIA€T BOINPOC 00 3JIEKTPOHHOM
XpaHEHUH apXUBOB I10 JINYHOMY COCTaBY.

OcHosHbie npobiembl, 803HUKAIOWUE NPU pabome ¢ OYMANCHbIM aAPXUBOM

1. OnepaTMBHbIN A0CTyn K BymMaxHOMY apXxmMBYy A0BOJIbHO 3aTpyAHUTENEH. BpemAa oTBeToB
Ha 3anpocbl K AaHHbIM apxvMBa COCTaBAAET OT OLAHOIO A0 HECKONbKUX AHel. PaboTHMKam apxuBa
[0BOJIbHO C/IOXHO 06pabaTbiBaTb BPY4YHYIO 60/bLIOE KOJIMYECTBO 3ampoCOB, MHOTME W3 KOTOPbIX
[0BOJIbHO CNIOXKHbI M TPeBYOT ANA NoAyYeHMA OTBETA UCNO/Ib30BaHME HO/bLIOFO KOMYecTsa Aerl.

2. Pabota c BymaKHbIM [OKYMEHTOM BO3MOXHA OLHOBPEMEHHO /MWb AAA OAHOrO
YyesioBeEKa, YTO CO34aeT HeyA06CTBO NpU pPaboTe C aKTUBHO UCMO/Ib3yeMbIMU SOKYMEHTaMM.

3. JOKYMEHT MOXHO /Ierko MoTepATb NpU MNOMELLEHWM He B To geno 6narogaps
«yesioBeyeckomy dakTopy».

4, ApXuB He 3alMLLEH OT MOXKapPOoB U NPoYNX GOPC-MarKOPOB.

5. CTapble AOKYMEHTbl He 061a4at0T AO/IKHbIM KayecTBOM M MMM CNOXKHO NONb30BaThbCA

BBUAY BETXOCTU, HOBblE AOKYMEHTbI HE A0/21ITOBEYHbI, MO NPUYNHE TOIo 4YTO 6bICTp0 M3HallKnBakTCA.

Pemenniem naHHBIX MPOOJIEM SIBISETCS CO3/IaHUE DJIEKTPOHHOTO apXHBa IOKYMEHTOB IO
JUYHOMY COCTaBy oOpraHuzauuu. MHpopmamus, XpaHsiiascs B JaHHOM apXHBE IO3BOJIUT
MOJIy4aTh CHOPABKY IO TPYAOBOH AEATEIHLHOCTH KaXKIOTO COTPYAHUKA, B TOM 4YHciie 00 ypOBHE
3apa0OTHOM TIUIaThl, CTaxke paboThl, pasnuuHble Oubmuorpaduueckue manHbie. Bes ata
uH(popMallisi MOATBEpKIaeTCs OyMaXHBIMU JOKYMEHTamH apxuBa. l[Ipu HeoOXoaumocTw,
BJIGKTI)OHHI)II\/'I ApXUB MOXKCT XpPaHUTH OHI/I(l)pOBaHHI)IC KOIMMK OCHOBHBIX HOOKYMCHTOB II0
JEeSTENIbHOCTH pabOTHHKA.

[IpeumymiecTBa, moaydaeMble OT BHEIPEHHUS SJIEKTPOHHOTO apXHBa IO JIMYHOMY COCTaBY:

1. MpocToit 1 BbICTPLIM AOCTYN K AOKYMEHTY 1t060ro CoTpyAHMKa apxuBa B toboe Bpems.

2. ByMarKHbI apXMB OCTaeTCA HETPOHYTbIM, YTO MO3BO/IAET COXPaAHATb €ro 3HauyMuTesbHO
fonble (0cobo xopowo 3ToT adpdeKT byaeT 3ameTeH ANA SOKYMEHTOB, TPebylowmx [0roCPOYHOro
XpaHeHus).

3. [OKYMEHT 3alLMLLEH OT USMEHEHWIA, YTO rapaHTUPYET NOAHOTY MHPOPMALMUK.

4, PocT ckopocTn 06paboTKM 3aMpPOCOB K apxXmMBy M YMEHbLUEHWE BPEMEHM Ha MOyYeHUe
apXMBHOW CNPaBKMU.

5. KOHTpONb CPOKa XpaHeHWs B 3aBUCMMOCTM OT TUMa AOKYMEHTA U MHOOPMUPOBaHMWE
apXMBApPUYCOB O HEOHX0AMMOCTM 06PABOTKMN LOKYMEHTOB, TPEOYIOWMX YHUUTOKEHUS.

6. PesepBHOE KOMWpOBaHWE JaHHbIX 3aWWUTUT  Ball 3/EKTPOHHbIM  apxMB  OT

dopc-maxkopos.

Hanpumep, ¢upma «OneKTpoHHBIN apXuB YKpauHb» HMeeT cienyromuil onbit. [lo
AQHAIN3Y CIEHUAINCTOB aKTyaJIbHOCTh BHEIPEHUS 21€KMPOHHO20 APXUa NO JUYHOMY COCMABY
oOycraBnuBaeTcsl KaK 4YacTOTOM 3alpocoB KaJpOBOW JIOKyMEHTAllMd, TaK W JOCTATOYHO
IPOIOJDKUTEIBHBIM CPOKOM XPAaHEHUS 3TOr0 BUAA JOKYMEHTOB (10 75 Jer).

Komnanuss DJIAY pazpabGoTana 3IE€KTpPOHHBIM apXWB IO JHMYHOMY COCTaBY JUIS
IIPOMBIIIIIEHHOTO IPEAIPUSTHS, B COCTaBE KOTOPOI'O0 HAXOAUTHCS 3 IIAXTHI, a IITaT COTPYJHUKOB
konebnercs ot 3500 mo 5000 pabotuukos. [Ipennpustue hbyakuuonupyer ¢ 1973 roxa.

3aka3uuk o0OpaTWiICs € 3almpoCOM O CO30aHUU DNIEKMPOHHO20 apXuéa KaJapoBOH
JOKYMEHTAIlUH, ejas COKpaTUTh BpeMs Ha MOJrOTOBKY CIpPaBOK MO 3apa0OTHOM Iuiate,
TPYZAOBOMY CTaXy, OATBEPKACHHUIO JIBIOT YBOJIEHHBIX COTPYIHUKOB. BBHY Gonbioro mraTa u
cneuu(UKu  JESITENbHOCTH  HpEeanpusaTHs  (HaJIu4yue  JOKyMEHTaluH, (UKCHUpYrolen
IPOM3BOJICTBEHHO-TPYAOBOM TpaBMaTH3M, MOJATBEpXkAaiolieil padoTy 4YeIoBeKa B YCIOBHUSX



BPEIHOTO MPOU3BOACTBA, JAFOIIETO MPABO Ha JILIOTHI) 00paboTKa 3alpoCcoB, KOTOPHIX MOCTYIIAIO
nopsiaka 200 B mecsIl, mpu padote ¢ OyMakHBIM apXHUBOM ObLiIa TPYIOEMKOM U BpeMsI3aTPaTHOM.
Oranbel CO3JaHUS DJIEKTPOHHOTO apxuBa. BpIpaboTaB KOHKPETHOE U JCTAIBHOE
TEXHUUYECKOE 3a/1aHue C 3aKa3YMKOM I10 BHEJIPEHUIO 21eKMPOHHO20 apXued 1o JUNYHOMY COCTaBY,
koManna «2JIAY» npuctynwia Kk peanuszanuu mnpoekrta. s JOoCTHKEHHS ONTUMAIbHOTO U
Haubosee KaYeCTBEHHOIO pe3yJibTaTa Ha dTare CKaHUPOBAHUS JTOKYMEHTALIUH, IPEBAPUTEIHHO
OblTa TpoM3BE/IeHA pacmuBKa (¢ mocnenyromei cmmkoit) 2 190 men; omudposano 605 000
cTpanul. J{ns yao06cTBa U MPOCTOTHI pabOTHI YKE € AJIEKTPOHHBIM 0a3UCOM JOKYMEHTAIMH, Ha
npennpusaTHr Obllla YCTaHOBJICHA CHCTeMa 3j1eKTpPoHHOro apxuBa Folium (paspaboranubiii
CHEIMAICTAaMH KOMIAHUU «OJIEKTPOHHBIE apXUBBI YKpauHbl» MPOrPaMMHBIA MPOAYKT,
MO3BOJIIOIINN OPTaHU30BATh U CTPYKTYPUPOBATH ONIM(PPOBAHHBIC APXUBHBIC JOKYMEHTHI).

PaGorta o ckaHupOBaHUIO KaJpOBOW JOKYMEHTaluel mpeanpustus Oblia o0ycloBiIeHa
PsIOM OCOOEHHOCTEH:

- omudpoBke noamananu naena mnepuonao 1973 — 2013 rr., 30 % u3 KOTOpPHIX OBLIN B
OUYCHBb BETXOM COCTOSIHWIH,

- CyIIeCTBEHHAas YacTh JOKYMEHTAIlMM HMeJa PYKOMHMCHBI H  HCYe3aloluil
MAIIMHOMUCHBINA TEKCT

- paboTa Mo IMPOEKTY OCYIIECTBISAIACH B 2 CMEHBI, HA TEPPUTOPUH 3aKa3unKa padoraa
MoOuIBHAs Opuraja.

Pe3ynbTarel BHEIPEHUS 3JIEKTPOHHOTO apXHBa:

DNEKTPOHHBIA apXWB TMO3BOJIMI: CHU3UTH TPYHO3aTpaThl HA TOUCK W odopmiieHue
uH(pOpMaIIMK IO 3ampocaM B apXuB B 24 pa3a; BHIBECTH U3 MOCTOSHHOTO O0MXOJa OPUTHHAIBI
OyMaXHBIX JIOKYMEHTOB (00ECIIEYMB HMX COXPAHHOCTh OT IOTEPH, IOPYH, YMBIIUICHHOTO
pEeIaKTUPOBAHUS U T.1.).

PerynsapHeie wucclieoBaHMs, TMPOBOIAIIMECS B YKpawHE, CBHJICTEIBCTBYIOT, YTO
OOJIBIIMHCTBO MOJIL30BATENEH BBIICIAIOT TaKMe MpeuMylnecTBa 0e30yMasKHbIX TEXHOJOTUH KaK:
9KOHOMUSL 8PEMEHU COMPYOHUKO8, CPeOCm8 NpeOnpusmull, nogvluleHue d¢pgpexmueHocmu
pabomul, U 603MONCHOCHL COBMECMHOU pabomul ¢ OOKYMeHMAaAMU.

DNEeKTPOHHBIA apXWB — TapaHT OOECHeYeHHs IMOJHOICHHOTO y4YeTa W XpaHCHUs
JTOKyMeHTOB mpennpusatus. Co3nanue cTpaxoBoro (GpoHaa y4yeTHONW MOKyMEHTAaluu (3aluTa OT
mo’kapa, yTpaThl, XWIeHHs, mopud). CokpalleHHe KOJMYeCTBA YYETHBIX JOKYMEHTOB Ha
OyMaXHBIX HOCUTENSX (HampuMmep, WHBEHTapHble KHUTH, omucu). ObecreyeHne COXpaHHOCTU
CTapbIX, PEIKUX U 0CO00 IEHHBIX JOKYMEHTOB (MCIOJH30BaHUE KOTOPBIX B OYMaKHOM BHIE
MPUBOJIUT K BETXOCTH M TOCIEAYIONIEMY YHUUYTOXKEHHIO JOKYMEHTA — PEJIKHe KHUTH, apXUBHBIC
nema). OpraHu3anusi XpaHeHUs JJICKTPOHHBIX JOKYMEHTOB B KOMIAKTHOM Buje. [lomydenue
HEOTPAaHMYEHHOTO YMCIIa KOMUK JOKYMEHTOB B OYMa)XHOM U AJIEKTPOHHOM BUJE 6€3 oOpaleHus
K OyMa)kHOMY OpPUTHHATY (HalpuMmep, JUIS BBIJAYM IO 3ampocaM TpaKIaH, s OTIPaBKH B
MOJNOTUETHBIE moapaszaeneHus). (OOecnedyeHus BO3MOXKHOCTH JIOJTOCPOYHOTO  XpaHEHUs
JIOKYMEHTOB | JIOCTYIIA K HUM.

DNEeKTPOHHBIN apXUB — CPEACTBO ONTUMHU3ALNN PAOOTHI C TOKYMEHTAMHU Ha IPEITPHUSITHH.
Opranusanus OJHOBPEMEHHOW pabOThl C  3JEKTPOHHBIMH  JOKYMEHTAMH  HECKOJIBKHX
nonb3oBareneil. Pasrpannuenue mpaB noctyna moib3oBatened k mHpopmanuu. ObecrieueHue
nHpopmanmonHoit OGe3omacHocTu. CokparieHue BpeMeHH OoO0paboTKH 3ampocoB, TIOHWCK
uH(popMali. YBENWYCHHE OINEpPaTHBHOCTU JocTyna K wuHpopmaruu. ObecrneueHue
OTIepaTUBHOTO MTOKMCKA U JIOCTYIIA K JOKYMEHTaM CTPaxoBOTo (poHIa JOKYMEHTAITMH B KPU3UCHBIX
cutyarusax. Co3gaHue MMPOKUX BO3MOKHOCTEH MyOIMYHOTO AOCTYIA K apXUBHBIM JOKYMEHTaM
HUCTOPUYECKOT0, KYJIbTYPHOTO ¥ HAYYHOTO HACIICHSI.

Pezynomam ucnonvzosanus 21eKmpoHHO20 apxuea Gblpaicaemcsi 6:

MoBbIWEeHUM YPOBHA MHPOPMALMOHHOTO 06ecneyeHns HaceneHus.
MoBbILIEHUM YPOBHA KayecTsa NPUHATUA PELLeHUN.

MCKNKOYEHUM PUCKA, CBA3AHHOIO C «4e/10BEHECKUM HaKTOPOMY.
MpeemcTBEHHOCTM NMOKONEHMI CNEeLuanvcTos.

DKOHOMMUU OGUCHBIX NAOLWAAEN ANA XPAHEHWA [OKYMEHTOB.
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6. COKpallleHMN pacxofloB Ha COAEP)KaHWe LWTaTa COTPYAHWKOB, paboTalowwmx c
BYMaKHbIMU U 3N1EKTPOHHBIMMU AOKYMEHTaMM.

7. Mpo3payHOCTM COCTOAHUA Aen B puananax n yaaneHHolx opmcax.

8. Mcnonb3oBaHMM 371IEKTPOHHOTO apXxMBa KaK HemaTepuasibHOro aKTuMBa Mpu npojaxe
NpeanpuATUA, CAMAHUAX U NoTAoWeHUAX (0CObeHHO aKkTyaibHO 418 NPOMbILLNEHHOCTU, HedTe/razoBoro
KOoMMnekca, Korga B [AOKYMEHTax COAep)KaTCA CBeAeHWA [ANA CTPaTerMyeckoro MJaHUPOBAHMUA,
Hanpumep, pesybTaTbl FE0I0MMYECKON Pa3BeAKN MECTOPOXKAEHWUM, YEPTEKN KOHCTPYKLUNIA CaMOJIeTOB,
nT.a.).

9. BbicTpom nogbope M NoUcKe AOKYMEHTOB B SKCTPEHHbIX CUTyaLMAX.

Bosmoxnoctu nposenenuss HHUOKP (Tonpko u3ydnB mpeablAyUIMil ONBIT Hay4HBIX
UCCIICIOBaHUM, MOXHO YCIEIIHO JBUTAThCs BIIEPEN).

BuenpeHune cucteMsl 2JIEKTPOHHOTO apXUBa JOKYMEHTOB 10 TMYHOMY COCTaBY IIO3BOJISET
B 3HAUUTEJIBHOM CTENEHU ONTHUMU3MPOBATH M YNPOCTUTH pabOTy KaJIpOoBUKA. DJIEKTPOHHBIN
apXx¥B BBICBOOOX/1aeT O(UCHOE MPOCTPAHCTBO OT HAKOIMMBIIMXCS JOKYMEHTOB U 00€CIeunBaeT
3ammTy  uHGopmauuu  Onaromaps — co3laHMIO  pe3epBHbIX  komuil.  Kpome  Toro,
CUCTEMATHU3UPOBAaHHAs 3JIEKTPOHHAs 0a3a JAHHBIX IOMOIAET COTPYAHMKY KaJpOBOMl CITyxObl
OINEPATUBHO HAXOAMTh HYXKHYIO MH(POpPMAIHIO, MTHOBEHHO MOAOUPATh JOKYMEHTHI, OTIPABIIASL
UX 110 3JIEKTPOHHOM I10YTE, U T. 1.

Pabora ¢ JoKkyMeHTamMH 10 JTUYHOMY COCTaBY TpeOyeT, 4TOObI KaAPOBHK 3HAI HE TOJIBKO
TPYAOBOE 3aKOHOJATENBCTBO U MOPAJOK AEIONPOU3BOICTBA, HO U OCHOBHBIC IIPaBUIIA XPAHECHHUS,
o0paboTkn u mepenaun Oymar Ha apxuBHOE XpaHeHHe. Hajamnekamiee BBIIOJHEHHE STHX
o0s13aHHOCTEH CBA3aHO ¢ OOJIBIIMMU BPEMEHHBIMH 3aTPAaTaMH, YTO MPENATCTBYET BHIMOIHEHUIO
NEPBOCTENIEHHBIX KaJpOBbIX 3ajad. boyiee TOro, cam crenuanucT KaJapoBOW CiIy»KObl JHILIEH
BO3MOYKHOCTH PEaIM30BaTh CBOM MPOPECCHOHATIBHBIC aMOULIMU, KOTOPBIE MOTYT OKa3aThCs LIMpe
BBITNIOJIHEHUS CYT'y00 OyMa)KHOU paboTBhl.

JU1g COBpEMEHHON KOMITAHUH ONTUMAJIBHBIM PEIIEHUEM BOIIPOCA XPAHEHUs TOKYMEHTOB
[0 JUYHOMY COCTaBy JOJDKHBI CTaTb TPaMOTHOE XpaHEHHE, CHCTeMaTH3alus U
aJIMUHUCTPUPOBAHUE C COOJIIOJICHHEM 3aKOHOAATENbHBIX HOpM. B monHol Mepe 53To
OCYLIECTBUMO 3a CYET IIPUBJICYEHUS CTOPOHHMUX apXMBHBIX KOMIIaHMW. B 3TON cuTyanuun
PYKOBOJUTENSIM OpPTaHU3aIMil OCTaeTCs JIUIIb ONPENEIUTh KPEIUT J0BEpUs K TAKUM CIIy>K0aM U
pElUTh, TOTOBBI JIX OHU UJITH B HOT'Y CO BPEMEHEM.

OnTUManbHBIM pElIEHHEM YKa3aHHBIX MPOOJIEM MOXKET CTaTh CUCTeMa, pa3paboTaHHas
cnenuanuctamu kopnopauu JIAP, - « nekTpoHHBIN apXUB KaAPOBOTO JAEIONPOU3BOACTBAY - U
npecTaBistomas co00i KOMIUIEKC /Il JOKYMEHTALMOHHOT0 00eCTIeYeHNU s KaIpOBBIX MTPOLIECCOB
Y 3aIIUTHI epcoHaIbHbIX qaHHBIX (IT0).

Cuctema aBTOMaTU3UpyeT OOJBIIMHCTBO MPOLECCOB, C KOTOPBIMU KaJIPOBUK €KEIHEBHO
CTaJIKUBaeTcss B cBoell pabote. Tak, pelieHHe NO3BOJSET BECTU CTAaTUCTHKY M Y4eT
yIpaBJIEHYECKUX KaJIPOB, HAXOAIIUXCS B pe3epBe, MOIy4aTh HCTOPUIO pabOThI C ITUM PE3EpPBOM
3a M000M MepuoJ BpEMEHH, a TaKXKe aHAIW3HPOBaTh 3Tambl MPOo(GECCHOHAIBLHOTO pPOCTa
COTpyAHHKA. BO3MOXXHOCTH OBICTPOro MOMCKa M JOCTyNa K HeoO0XoauMoW HH(pOpMalMHU O
COTPYAHMKAX B JJEKTPOHHOM apXHWBE CHUKAIOT TPYAO3aTparsl M BpeMs Ha COCTaBIECHUE
noa00pOK JIOKYMEHTOB [UI OTYETHOCTH U MPEJACTAaBICHHUS TPOBEPSIOIIMM OpraHaM, Ha
00paboTKy 3alpoCoB, a TaKkKe Ha BOCCTAHOBJICHHUE U 3aBEpEHUE KOMHUM yTpaueHHbIX JOKYMEHTOB
Ha OCHOBAaHUM HX DJIEKTPOHHBIX 00pa3oB. BHenpeHHe cHCTEMBI MO3BOJSET OCYIIECTBIATH
KOHTPOJIb HAJl COCTaBJICHHEM WJIM 3allOJHEHUEM KaJpOBOW JOKYMEHTAIUM M OTCJIEKHUBATh
Ka4eCTBO M CPOKHM BBIMOJIHEHUs pabOT COTPYIHUKAMHU KaIpOBBIX MOJpPA3JCIIEHUI B pexuMe
peaNbHOr0 BPEMEHH. A XpaHEHHE JOKYMEHTOB B PEKMME BEPCUOHHOCTH MO3BOJISET OTCIEANTD,
KOI'Zla, KEM M KaKUe€ U3MEHEHMsI BHOCWINCH B KX/l KOHKPETHBIN KaIpPOBBIA JOKYMEHT.

Kpome Toro, cocraB pemeHuss «IIEKTPOHHBIM apXWB KaJIpOBOrO JEIONPOU3BOJCTBA»
MOYKHO TMOKO KOH(UTYpHUPOBATh B COOTBETCTBHH C TPEOOBAHUSAMH U 33JauaMy OpraHU3alluy, a
TaKXe MPOCTO U OBICTPO MOJAEPHU3UPOBATH U PACIUIUPATH CUCTEMY C Pa3BUTHEM KOMIIAHUU.

CocraB pemenus. PemieHune «OJIEKTpPOHHBIM apXHWB KaJpOBOIO JEIONPOU3BOACTBA»
COCTOUT U3 HECKOJIBKMX MOJIYJeH, KOTOpble B KOMIUIEKCE OPraHM3yIOT OTJIaKEHHYI0 paboTy
CUCTEMBI.



PaGorta yepes uHTepdenc
yyeTHoH, ERP, HRM - cucremo!

CeTeBOW NnpuHTEp

Texywwh sson - — ( Monyqb
AOKYMEHTOB ’ 3aWWLLEHHON nevaTu

[lepBbIil U3 HUX - MOAYJb YIpPaBJIEHUS 3JIEKTPOHHBIM APXUBOM, KOTOPBIA CTPOUTCS Ha
6aze cucrembl DJIAP CAIIEPHUOH. Cucrema mo3BojisieT XpaHUTh JIIOObI€ TUIBI JOKYMEHTOB
(amexTpoHHBIE 00pa3bl OyMaKHBIX JIOKYMEHTOB, JOKYMEHTBI yYETHBIX cHcTeM, GoTodailiasl u
ap.). C ee NOMOIIBIO MOXHO IOJy4aTh ONEPAaTUBHBIM MHOIOIMOJIB30BATEILCKUN JOCTYII,
OCYIIECTBIISATh OBICTPBIA TMOUCK JOKYMEHTALlUM B OJJIIEKTPOHHOM apXWBe IO 3aJaHHBIM
napameTrpaMm M KiIacCH(UIMPOBATh TOKYMEHTHI MO Pa3IMYHBIM aHAIMTHYECKUM MpPU3HAKaM. A
OTpaHHYEHUE JOCTYIMa K KOHPUACHIUATHHBIM JOKYMEHTAM WJIM YacTsAM JOKYMEHTa MO3BOJISET
coOroaaTh 3aKOHOAATEIBCTBO 10 3AIIUTE NEPCOHANIBHBIX JAHHbBIX.

Crenyronmii - MOy 10CTyNa K 3JEKTPOHHOMY apxuBy. Ero pabora ocymectBisercs
kak Harpsmyro u3 cucreMsl DJIAP CAIIEPMOH, Tak u uepe3 npuBbIYHbIE ISl [T0JIb30BaTENEH
MpOrpaMMHBIE TPHUJIOKEHUSI 3a CUET BO3MOXKHOCTH HHTETPALlMM C CUCTEMOM yIpaBieHUs
3JIEKTPOHHBIM apXUBOM. A /ISl IPEANPHUATHI C XOJITUHTOBOI CTPYKTYpPOW OpraHU3yeTCsl 1OCTYI
K JIaHHBIM W3 TEPPUTOPHAIBHO YAAJIEHHBIX INOJpAa3fe/ieHuN 4epe3 KOpHOopaTHBHbBIE
WH(pOpPMAIMOHHBIE CETH.

[TomHOCTBIO aBTOMATH3MPOBATh MpOIECC MEpeBoia OYMaKHBIX KaJpPOBBIX JOKYMEHTOB
NpEeNNpUsITHs. B D3JEKTPOHHBIM BUA TO3BOJIAET MOAYNIb TeKymero BBoaa. CocraB 3TOro
IPOTrpaMMHO-aNapaTHOTO KOMILIEKCAa 3aBUCHUT OT KOJMYECTBA MEpCOoHaja, paboTaromero B
KOMIIAaHUM, €KEAHEBHOIO IOTOKAa KaJpOBOM JOKYMEHTallMM U OObEMOB apXHBOB, 4YTO U
omnpenenseT TUIBl CKaHUpYylollero obopynoBanus. JlaHHbli Momyns  obecriednBaeT
JOKYMEHTAIlMOHHYIO TOJAJIEPKKY KaJpOBBIX OH3HEC-TIPOIECCOB, IMOCKOJIbKY CBOEBPEMEHHOE
HaIlOJIHEHUE BJIEKTPOHHOTO apXMBa TEKYIIMMH WU apXHUBHBIMH KaJpPOBBIMH JIOKYMEHTAMH U
NpUBSI3KA DJIEKTPOHHBIX O0pPa30B peabHbIX KAaJIpOBBIX JOKYMEHTOB K YY€THBIM JaHHBIM
FapaHTUPYIOT ONEPATUBHBIN TOCTYII K IaHHBIM YIIOJIHOMOYEHHBIM COTPYIHUKAM.

Monynb XpaHeHHs CO3[aeT LIEHTPAIM30BaHHOE XPAHUIIUIIE OOJIBIINX 00BEMOB JAHHBIX
HA OCHOBE CIICIMATM3UPOBAHHBIX ONTHYECKUMX Hakomutened Ha DVD/BD-amckax.
OpranuzoBaHHOE TaKUM 00pa3oM XpaHEHHE KaJpOoBOM JOKYMEHTAI[MN FrapaHTUPYET COXPAHHOCTh



U HEM3MEHHOCTh HMH(popMmanu B TeueHHe Oosiee 50 JeT corjgacHoO 3aKOHOJATENbCTBY IMpPHU
MUHUMAaNbHBIX 3aTpaTax Ha MOJEPHU3ALNIO U 00CTYKUBAaHUE XPaHWINIIA.

Kpome TOro, 3T0 CmOCOOCTBYET CYIECTBEHHOMY CHIDKEHUIO BHYTPEHHHUX 3aTpar Ha
JIOPOTrOCTOSIIIYI0 apeHay IUIOMAAeH MOJ apXUBbI KaJIpPOBBIX JOKYMEHTOB, TaK KakK MO3BOJISIET
epeMecCTUTh OYMaKHBIM apXWB Ha TEPPUTOPHIO Oosiee JEIIEeBBIX apeHIHBIX IUIOMma/nei, a B
TeKylled paboTe COTPYIHUKOB KaJpOBbIX MOJpa3AeNeHUil HCIOJIIb30BaTh JAOKYMEHTHI
AJIEKTPOHHOI'O apXUBa.

Mopaynp 3amMIIEHHOTO BBIBOJAA JOKYMEHTOB Ha Ie€daTh CTPOMTCS Ha OCHOBE
NOJKJIIOUEHUSI CcepBepa Iedaru, crnenuanusupoBaHHoro IIO u pas3BepThIBaHUS CHCTEMBI
aBTOpU3ALIMM IYTEM YCTaHOBKM HJACHTU(UKALMOHHBIX YCTPOWCTB Ha MpuHTepax u MOV
npennpustus. s uaeatudukanuy mnoib3opareneii mpumeHstorcs: PIN-kombl, 6eCKOHTaKTHBIC
IJJACTUKOBBIE KApThl, MarHUTHBIE KapThl, IUTPUX KOABI WU CKAHEPbl OTIEYATKOB IMAJIbLEB.
Cucrema aBTOpH3aIMM MOXET OBITH OOBEOUMHEHA C YK€ CYHIECTBYIOIIEH B OpraHU3aluu
3aKa34rKa CUCTEMOM 0€30MacHOCTH, HAIPUMEp, Yepe3 KapThl, UCIIOIb3yeMble COTPYAHUKAMU JIJIS
IIPOXO0J1a Yepe3 CUCTEMY KOHTPOJISL AOCTYIIa Ha Ipeanpustue. Moayib N03BOJISET aHAIU3UPOBATh
Bce paboThl MeyaTH MO pa3TUYHBIM [apaMeTpaM, B TOM UHCJIE KOJIWYECTBO U COCTaB
OTIIPABJISIEMBIX Ha M€YaTh JOKYMEHTOB JJIsl MCKIIOUYEHUS MCIOJIb30BaHUS TEXHUKU Ui JIMYHBIX
LeJen.

3amuTa NEpPCOHANbHBIX JaHHBIX. PemeHue «ONEKTPOHHBI apxXuB  KaJpOBOIrO
JIEJIONPOU3BOJICTBAY MOJHOCTHIO COOTBETCTBYET TPeOOBAHMSIM 3aKOHOJATENLCTBA MO 3allUTe
NEPCOHANBHBIX JAHHBIX, COTJIACHO KOTOPOMY KOMIIAHWHM, pPAa0OTaIOMHME C IEePCOHATBLHBIMU
JAHHBIMU, 00S3aHBI TAPAHTUPOBATH UX HAJIEKHYIO COXPAHHOCTb.

DTOro ynmaercs JOCTHYb HECKOJIBKMMH criocoOamu. B wacTHocTH, 32 cuer (QyHKIUH
KOJMPOBaHUs JOKYMEHTA, IPOCMOTP KOTOPBIX CTAHOBUTCS BO3MOKHBIM TOJIBKO IIOCJI€ BBEACHUS
napoJisi. Taxke cuctema nonyckaet ucnonbzoBanue DI u mpu HeoOXOAMMOCTH OTpaHUYNBACT
JOCTYN K 4YacTsM apXuBa, OTACIbHBIM JOKyMEHTaM WIH WX (parMeHtam Ijs pa3IudHbIX
nosib3oBarenel uiau rpynn nonb3oBatened. Kpome toro, OJIAP CAIIEPMOH xpanut
AJIEKTPOHHBIE JIOKYMEHTHI B BHJE CIELHUAIBLHOIO 3aKOJAMPOBAHHOIO (aiia coOCTBEHHOTO
dopmara (Meradaitna) UIsI MCKIIOYEHUS BO3MOXKHOCTH HEMPABOMOYHOTO KOMUPOBAHUS U
UCTOJIb30BaHUS Bcell MHpOpMaLuu WM ee yacTh. Bce 3TH Mephl M cO3Jal0T HEOOXOIUMbIe
YCIOBUSL JJISl HAJIEAKHOTO, 3alIUIIEHHOTO XPAaHEHUs NEepCOHAIbHBIX JAaHHBIX COTPYJHUKOB
KOMITaHUH.

Buenpenue peuenus «JIEKTPOHHBIN apXUB KaJApOBOTO JEIONPOU3BOJCTBAY MO3BOJISET B
CUMTAaHHBIE CEKYHIbl HaXOAWTh HEOOXOMUMBIA JOKYMEHT, KOHTPOJHPOBATh MPaBUIHHOCTH
o opMIIEHHUS JIe]1 B PEKMME PEATbHOTO BPEMEHHU U MPOBOJIUTH ayIUT KaJAPOBOM JOKYMEHTAlUU B
ylaneHHbslx (unnanax v moapasneneHusx. Kpome Ttoro, cucrema obecnednBaeT paboTy ¢
TEeKYIIMMHU KaJpOBBIMU JOKYMEHTaMH, 4TO OOJeryaer Ipolecc pPerucTpaluuu KaJapoBou
JOKYMEHTAIlMU, a 32 CYET MHTErPALMH AJIEKTPOHHOI'O apXMBa C CYILIECTBYIOUIUMHU KaJgpOBBIMU
CHUCTEMaMM aBTOMaTH3UpyeTcs paboTa 1o y4ety u cOopy craTucTuueckoil undopmanuu. Bee ato
B KOMIUIEKCE MO3BOJISIET MOJTHOCTHIO aBTOMATH3HPOBATh paboOTy KaJpOBUKOB, ONITUMHU3UPYS TEM
CaMbIM JIeSITeNIbHOCTh KaJIPOBBIX MOJPa3/IeIeHUI KOMIIaHUH.

Vcnonb3oBaHue 3JIEKTPOHHOIO apXHMBa B paboOTe CIIy)KObl YNPABJICHHUS IE€PCOHATIOM.
Kpome xaapoBOoro JOKyMEHTAIIMOHHOTO y4yeTa B MPOIECCe YIPABJIECHUS MMEPCOHATIOM KPYHMHBIX
OPEINpUATHA CO37aeTCsl MHOXKECTBO He(OpPMAIM30BAaHHBIX JIOKYMEHTOB: IICHXOJIOTHYECKHE
XapaKTepUCTUKU COTPYAHUKOB, y4eOHblE MaTepHallbl, COI[MOJOTUYECKHE OMPOCHI, PE3yIbTaThl
OLIEHKH NPO(ECCHOHATIBHBIX KauecTB IMepcoHasia M JAp. Takue MOKYMEHTHI TakKe MOXHO
3arpy3uTh B JIEKTPOHHOE XPaHWIUILIE.

CDA mno3BossieT pOopMHUPOBATH €IMHBIE MAKEThl JOKYMEHTOB, CBS3aHHBIX C O0y4YEHUEM,
OIICHKOM, aTTeCTalMel TepcoHaa sl JOKYMEHTAI[MOHHOTO 00OCHOBAaHUS TIPUHATHS KaJIPOBBIX
peLICHU.

PykoBonuTensiM aenapTaMeHTOB, HaYallbHUKAM OTAEJIOB, CIEHATUCTaM 10 O0YYEHHIO U
JIPYTHM YIIOJIHOMOYEHHBIM COTPYAHHKAM HACTPAWBAIOTCS TpaBa JOCTyNa K MOJAOOHBIM
nokymeHTaM B CDOA 1711 COBMECTHOM € KaJpoBOH CITy>k00# paObOTHI IO YIIpaBICHUIO IEPCOHATIOM.



MaccoBasi oun(poBKa JTOKyMEHTOB MPOUUIBIX JeT. s 3p(PEeKTUBHOIO HMCIOIB30BAHUS
CHCTEMBl 3JIEKTPOHHOIO apxuBa HEOOXOIUMO HAINOJHHUTb €ro CKAH-KOMMSAMU OyMakKHBIX
KaJpOBBIX JOKYMEHTOB. MUHHMaIbHO HEOOXOUMBIH 00BeM JOKYMEHTAIMH (THIIbI, KOJIMYECTBO,
CPOK JaBHOCTH) JuIl OLM(POBKM omnperensercs Ha drtane sKkcnepTusbl. OH 3aBUCHUT OT
BHYTPEHHUX MOTPEOHOCTEH KaapOBOM CIIY>KOBI, YaCTOTHI 3aIPOCOB CIPABOK, BBIMHCOK M KOIHMA
JIOKYMEHTOB U Apyrux (paxkropoB. OHOBPEMEHHO OINpPENENeTCs] KOJINYECTBO MHICKCUPYEMBbIX
nosiel, HeoOXoAMMBIX Il A3(PQPEKTUBHOTO TIOMCKA JaHHBIX. TakuMmM o0pa3oM, MOXKHO
ONTUMHU3UPOBATh OOBEMBI, CPOKM U CTOUMOCThH BBINOJIHEHUS Pa0bOT MO OLU(PPOBKE, a TaKxKe
OTIPENIEIUTh OYEPETHOCTh CKAHUPYEMBIX JIOKYMEHTOB U JIEJ.

PaGoThl 1O MaccoBOMy CKAaHHPOBAaHHIO apXHWBa OyMaKHBIX JIOKYMEHTOB MOIYT
BBITOJIHATHCS HA TPOU3BOICTBEHHBIX IUTomankax Koprnoparuu wim Ha Tepputopun 3akazumnka. B
HOCJIEIHEM CIIy4ae MCIOJIb3YITCSI MOOUIIbHBIE OpUTajibl CHELMATINCTOB 10 CKAHUPOBAHUIO.

Bce paboThI BBITTOJIHSAET BBICOKOKBAIU(DUITUPOBAHHBIH nepcoHal o
CHELMATU3UPOBAHHBIM TEXHOJOIUAM. B YacTHOCTH, NPUMEHSIOTCS TEXHOJOTHMM IO 3alluTe
NEePCOHANBHBIX JaHHBIX. HampuMmep, Ha dTarne MHASKCUPOBAHUS M300pa)KEHUE pas3fessieTcss Ha
4acTH U (PparMeHThl C JAHHBIMU OJHOTO THMA ((haMHUIMH, UMEHA, TACIIOPTHBIE JaHHbIE WM JIp.)
OPUXOIAT Jsi 00pabOTKM OJHOMY ONEpaTopy, JaHHBIE APYroro TUma — K ApyroMmy. Takum
o0pa3oM, HHUKTO HE BUAMT IEJOCTHYIO HMH()OPMALMOHHYIO KapTHUHY 00pabaThIBaeMOro
JOKYMEHTA.
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Bricokoe kauecTBO pe3ybTaTOB pabOT JOCTHTACTCS 32 CYET MHOTOCTYIICHYATON CHCTEMBI
KOHTPOJISI KadecTBa M CHEHATbHBIX TeXHoJoruil. Hampumep, mpu pydyHOM pacro3HaBaHUU
JIOKYMEHTOB OJJHO M300paKeHNEe MPUXOIUT Ha 00pabOTKy ABYM OmepaTopam, a KOHTPOJIHPYIOIIas
porpaMMa cpaBHHBAET BBEJICHHBIE MU JIaHHBIE. B ciydae pacxoxkIeHus MpaBUIbHOCTD TaHHBIX
MOJITBEPIKJIAET BRICOKOKBATU(UITUPOBAHHBIN COTPYTHHUK.

B pesynbraTe MaccoBO OIMGPOBKH MOJy4aeTCss SIEKTPOHHBIN HMH(OPMAIMOHHBIN
pecypc (CKaH-KOTMHU JOKYMEHTOB M HHJACKCHas 0asa), TOTOBBIM K 3arpy3Ke B DJIEKTPOHHOE
XpaHUJIHIIIE.

[TepcriekTHBBI pa3BUTHS pemieHUs. MoJepHHu3aus W MaclTaOupOBaHUE PEIICHUS
OCYIIECTBIISIETCS. C POCTOM MpEeAnpusiTUsi, ¢ BBeaeHueM OOIIero mneHTpa o0paboTKH KaapoBOi
JIOKYMEHTAITUHU (HaIpuMep, JUIS TEPPUTOPHUATHLHO PACIIPEICICHHBIX H XOJJIUHTOBBIX CTPYKTYD),
JUTSE XpaHEeHUs JOKYMEHTOB JPYTHX CIyxk0 opraHuzanuu (OyxranTepus, AOTOBOPHOW OTIEIN,
opa3esieHust, 00eCTIieUnBaIONTNE OCHOBHBIC OM3HEC-TIPOIECCHI U T.1.).

[To 3ampocy 3aka3umka BO3MOXHA pa3padOTKa aBTOMATHU3WPOBAHHBIX CHUCTEM IS
HR-tiporieccoB moadopa, arrecranuu, OOydeHHs TMepcoHajda Ha riarGopme 3JIEKTPOHHOTO
apxuBa.



IIpeumyiuecrsa:

o MoBsbiweHMe 3dpPeKTUBHOCTN paboTbl KALPOBOM CAYKObI 38 CYET COKPALLLEHUA BPpEMEHU
06paboTKM KaapoBoi MHGOPMALMM U CHUXKEHUS 06bemMa ByMmaXKHOro 4OKyMeHToobopoTa.

o CHUW}KeHMe Harpy3Kku Ha NpodunbHbIX cneumanmcros HR-noapasaeneHui.

o BbICTPbIN NOUCK AOKYMEHTOB MO Nt06biM aTpubyTam (TabenbHbii Homep, PUO

COTPYAHWKa, NoApasaeneHune, TMN JOKYMeHTa, BDEMEHHOM Nepuoa 1 Apyrve) 1 B pexumme
NOIHOTEKCTOBOTO NOUCKA, POPMMPOBAHME M NevaTb NOABOPKM KaAPOBbIX JOKYMEHTOB.

. [onroBpemeHHOe XpaHeHUe 3/1eKTPOHHbIX JOKYMEHTOB B Te4eHNe CPOKOB,
npesycMOTPEHHbIX 3aKOHOAATENbCTBOM, C aBTOMATUHECKUM YBEAOMAEHNEM OTBETCTBEHHbIX
COTPYAHWKOB 06 NCTEUYEHWNMN CPOKOB XPaHEHUA.

. ObecneyeHue 3aLMTbI NEPCOHANBHBIX AAHHBIX 33 CHET NPOrPAMMHOTO OrpaHUYEHMA
A0CTYNa K HUM, HAaCTPOWKK NPaB No/Ib30BaTeNel, MCNONb30BAHUA CNeLMann3npoBaHHOTro MOAy A
3alMLLLEHHON neYyaTu.

. CHUKEeHMe PUCKOB NOPYM U yTEPU OPUTMHANOB KAZPOBbIX JOKYMEHTOB.

° CokpalleHue 3aTpaT Ha coaeprkaHne apxmBa bymarKHOM KagpoBOM AOKYMEHTALMN.

Peanuzosannvie npoexmut.

CucreMa aBTOMATH3AIUM JAeSITEJILHOCTH apXuBOB YeassOuHCKOM 00J1acTH

I'Y «OO0benuHeHHbIH rocynapcTBeHHbIH apxuB YensOunckoit obmactim» (OI'AYO) —
camoe KpYyIHOE€ yUpex/IeHUue apXUBHOU CITy»KObl pETHOHA, B KOTOPOM XpaHUTCs Ooiee 2 MITH Jel,
B TOM umciie ocobo neHHblx. B crpykrypy OI'AYUO Bxomsar 10 ornenoB u 6 CEKTOPOB,
COXPaHHOCTh U UCIOJIb30BaHUE JOKYMEHTOB obecneunBaroT 120 coTpyJHUKOB.

[IpaBurenscTBoM YensOuHckoil obimactu ObLIa IMOCTaBJICHAa 3agada — OOECIICYHTH
IpeJOoCTaBlIeHNe B KpaTdailliie CpoKM HEoOXOJUMMOHN apXMBHOM MH(pOpManuu A8 nepexoja
OI'B Ha oka3aHMe TOCYJapCTBEHHBIX YCIYT B 3JIEKTPOHHOM BHJIE. DTO MMO3BOJIMIIO BO30OHOBUTH
paboThl o cozganuio EnuHoil mH(OpManMOHHO-IOUCKOBOW CUCTEMBI apXUMBOB YensOMHCKOI
obnacTH.

TpeboBanoch 0b6ecreynTh:

a) BO3MOXKHOCTh yaajieHHoH nojauu oOpamienus B OI'AYO u KOHTpOJs Haj XOA0M H
pe3yibTaTaMH €ro HCIOJHEHUs i 00paOOTKM COLMaIbHO-NIPABOBBIX 3ampocoB YIIDP,
OpraHu3alui U rpaxaH;

0) BO3MOKHOCTh yJaJIeHHON paboThI C JOKYMEHTaMM M3 cOocTaBa (OHJa MOJIb30BaHUS Ha
AJIEKTPOHHBIX HOCUTEISAX JIIsl 3apETUCTPUPOBAHHBIX MOJIb30BATEIEH YUTAILHOTO 3ajla apXUBa;

B) MOMNOJHEHHE CYIIECTBYMOIEH HH(OPMAIMOHHO-IOUCKOBOW 0a3bl apxuBa U (oHIa
M0JIb30BAHNUS HA 3JIEKTPOHHBIX HOCUTENSX AIEKTPOHHBIMU KOMUSIMH TOKYMEHTOB apXHUBa.

Jns pemieHus 3TUX 3a1ad Oblio pemeHo npoBectu oOHoBineHne ANC APXUB c
J00aBJICHHEM H I0paOOTKON TUTIOBBIX MOJYJIEH U pean3alueil web-cepBHCOB.

Pemenue. Ha nepBoM stane B pamkax 'K NeO1.K ot 11.07.2011 Obina ycnemHo perieHa
3a/la4a ONEpaTUBHOM OTPAaOOTKU COIMAIbHO-TIPABOBBIX 3arpocoB. Kpome Toro, OblT paciupeH
CIHMCOK TEMaTHYECKHUX pa3JesoB 3JIEKTPOHHOTO XPaHWIMINA W J00aBJIEHbl HOBBIE IOJII B
CTPYKTYpY 0a3bl JaHHBIX I HHIEKCAIIUN IOKYMEHTOB JOPEBOIOLNOHHOIO IEPUOAA.

B Hacrosmuii MOMEHT NpPOAOIDKAIOTCS PAadOThl MO PACHIMPEHHIO (PYHKIIMOHAIBHBIX
Bo3MoxkHOCTeH cuctembl AVIC APXVB mu1st 06cimy>kuBanus yJalleHHbIX Mob30BaTenell. Bropsim
ATAIOM 3arIaHupoBaHo co3nanue B 2012 rony MHTepHeT-1IopTana apXuBHOM CIIy:KObI 00JIACTH U
3aBepIIeHNE TEKYIIUX paboT M0 OOHOBIEHUIO CYLIECTBYIOIUX U BKIIOYEHHIO B COCTaB CUCTEMBI
JIOTIOJTHUTENBHBIX MOJyjeld. CoryiacHO MpeabsSBICHHBIM TpeOOBaHUAM, TEXHOJIOIHYeCKas
apXUTEKTypa CUCTEMbI TIO3BOJIUT 00ECTIEYUTh COBMECTUMOCTh C HHPOPMAIIMOHHBIMH CUCTEMaMU
rOCYy/IapCTBEHHOTO CEKTOpa W pPa3jMYHBIX BEIOMCTB 3a CUET HCIOJb30BAHUSA OTKPBITHIX
CTaH/IApTOB B3aMMOJICHCTBHUS.

Pesynbrarel. KoMmeke peann3yeMblx MEPONPUATUI MO3BOJIUT:

1. ObecneynTb rpaxkaaHam M OpraHM3auMaAM BO3MOXKHOCTb B NOJIHOW Mepe peann3oBaTb
CBOW NpaBa Ha noJiy4yeHne nHpopmaLmm, coaepRallenca B apxmBHbIX A4okymeHTax OFAYO.
2. MoBbicUTb 3GPEKTUBHOCTL AEATENLHOCTM APXMBA MO YNPABAEHUIO U NPELOCTaBAEHUIO

AocTyna K doHaam B 6yMarKHOM M 3/1eKTPOHHOM BUAE.
3. MoBbICUTL ONEPaTUBHOCTL 06PabOTKM NOCTYMNAOLLMX COLMANbHO-NPABOBbIX 3aMPOCOB.



4. CHU3UTb Harpysky Ha COTPYAHWKOB 3a CYeT aBTOMATM3auUMKM TWUMOBbIX APXMBHbIX
npoueayp.

Taxxe peann3oBanbl IpoekThl B opranax 3AI'C.

duekTponHblid apxuB 3AI'C KajquHuHrpaackou odJjactu

3AI'C (ArenrctBo) KammHUHTpaACKOW 0OO0JIACTH SIBJISETCS WCHOIHUTEIBLHBIM OPTraHOM
rOCy/IapCTBEHHOW BJACTHU, OCYIIECTBISIOMMM (DYHKUIMU OpraHu3allud JAESTeIbHOCTH IO
rOCy1JapCTBEHHOW  PETUCTPALlUM  AKTOB  IPAXKJAHCKOIO  COCTOSIHUSL HA  TEPPUTOPUHU
Kanununrpazackoii obnactu, crenuanbHble (GYHKIIUU B YCTaHOBJICHHOMN cdepe NesTeTbHOCTU U
KOOPJAMHUPYIOIIUM JesiTesnbHOCTh 25 otaenoB 3AI'C ropona KanuHuHrpaa 1 MyHUIMIAIbHBIX
oOpa3zoBaHuii 00JaCTH.

C momenTa obpazoBanusi Kanuaunarpaackoit o6inactu (KO) B 1946 rogy apXuBEI OpraHoB

3AI'C nakonmmm 6osee 9000 aKTOBBIX KHUT, IIPH TOM B YUETHYIO CUCTEMY BHECEHBI CBEJICHUS 00
aKTax TPa)xJIaHCKOTO COCTOSIHUS HaurHasi ¢ MoMeHTa €€ BHeapeHus: — B 2004 roy. 3anucu ¢ 1946
1o 2003 robl (0KOJI0 2 MITH. 3aITUCEl ) IPEICTaBIICHbI TOJBKO B OyMa>KHOM BHJIC.
C nenplo aBTOMaTU3alMUd OCHOBHOM JesTenbHOCTH AreHTcTBa U oTnenoB 3AI'C, nepexona Ha
OKa3aHHUe TOCYIAPCTBEHHBIX YCIYT B 3JIEKTPOHHOM BHUJIE, @ TAK¥KE ISl OBBILLIEHUS COXPAHHOCTU
JOKYMEHTOB Ha OyMakKHbIX HocuTensix, [IpaBurenbctBom KammHuHrpaackod oOmacté ObLIO
OPUHATO pelieHne 00 ouu@poBKE MOKYMEHTANbHOrO (HOHAA TO PErucTpanuu akTOB
IPa)XAaHCKOT'O COCTOSIHUSA U CO3JJaHUI0 €IMHON OMCKOBO-CIIPABOYHON CUCTEMBI «DJIEKTPOHHBIN
apxuB 3AI'C» Kanununrpaackoi o0nactu.

Pemenue. Ha mepBom stane B 3AI'C (ArentcrBe) Kammnunrpanckoi oGmactu ObLI
pa3BepHYT MPOrPAMMHBIN KOMIUIEKC B BHJE MakeTa CHCTeMbl U C(HOPMHUPOBAH TECTOBBIN
AJIEKTPOHHBIA MHPOPMALIMOHHEIHN pecypc B o0beMe 20 Thic. 3amuceit. B kaxaom otnene 3AI'C KO
HaCTPOEHO KIIMEHTCKOE MPUIIOKEHUE ISl YAAIEHHOTO JIOCTYIIA K 3JIEKTPOHHOMY apXUBY.

JUia opraHu3anMy 3J€KTPOHHOTO apXuBa ObUIO pelieHo ucnoib3oBaTh ECM-cucremy
CAIIEPUOH. CAIIEPMOH otHocutcs k cucremaM kiacca ECM, mnpeaHa3zHaueHHBIM ISt
OpraHM3allH U YIPaBIEHUS 3JIEKTPOHHBIMU PeCypcaMu JIF000i CI0XKHOCTH, U 00J1ajaeT HabOpoM
BCTPOEHHBIX ()YHKIMOHATIBHBIX BO3MOXHOCTEH, HEOOXOAUMBIX 11 opranuzanuu A 3AIC:

1. XpaHeHWe JOKYMEHTOB B BUAE 3aKOAMPOBaHHOTO MeTadaiina, He [ONyCKatoLLEero
dparmeHTapHOro KONMPOBaHUA U HepPer1aMeHTUPOBaHHOIO NPOCMOTPA MHPOPMaLMK;

2. pasrpaHuMyeHue A0CTYNa K XPaHMMbIM AOKYMEHTaM Ha YPOBHE rpynmn, posei
Nno/sib30BaTe/iel U OTAENbHbIX MNOJib30BaTeNeN;

3. OnepaTUBHbIN NOUCK XPAHALLUXCA B CUCTEME JOKYMEHTOB, C BO3MOXHOCTbIO
dopmMpoBaHUA NPOU3BOJIbHLIX NOABOPOK CBEAEHWNI 06 aKTOBbIX 3ANUCAX MU NEKTPOHHbIX KOMWUIA
[LOKYMEHTOB MO K/I04YEBbIM NapameTpam;

4, BO3MOKHOCTb MHTErPaLMKN ANA [OCTYNA K 3/1EKTPOHHbIM KOMMAM aKTOBbIX 3anmMcel
HenocpeacTBEHHO U3 UHTepdelica y4eTHON CUCTEMBI;
5. NpAMOE ynpaB/ieHNe CKaHUpPYyoLWMM 060pyA0BaHNEM A1 aBTOMATUYECKOTO

HaNO/IHEHMA XPAHU/MLLLA 3/TEKTPOHHbBIMM KOMUAMM AOKYMEHTOB, NOCTYMNAOLLMMM C YYaCTKOB
oundpoBKY;

MOAAEP)KKA BEPCUOHHOCTH, KOrJa IPU U3MEHEHHM [IOKYMEHTAa WM JAaHHBIX OHU HE
[EPE3aUChIBAIOTCS, 4 COXPAHAETCS UX OUEPEIHas BEpCUs.
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Ha BTOpOIi 3Tane B COOTBETCTBUM ¢ 1ieJIeBOM mporpaMmoil «Pa3zButue nHhpopManmoHHOTO
obmectBa B Kammaunrpazackoit obmactu wa 2011-2014 roxmpi», 6o pemeno B 2012 romy
MPOBECTH CKAaHUPOBaHHUE BCero oObeMa akToBbIX 3amucedd 3a 1946-2003 romel u
IIPOMHAEKCUPOBATh (CO3/1aTh JJIEKTPOHHBbIE KApTOUKHU) TeCTOBbIM MaccuB otnaena 3AIC
['ypbeBCKOro MyHUIIMIIAJIIBHOTO palioHa.

Jnsi momoOHBIX 3amuceld ObLIO PEIIeHO BOCIHOJIB30BATHCS BCTPOSHHBIM B CHUCTEMY
CAIIEPMOH wMmexaHu3MOM BEPCHOHHOCTH, KOIZJa OJHOM aKTOBOM 3allMCH CTAaBUTCA B
COOTBETCTBUE HECKOJIBKO BEPCUM YUETHOM KaPTOUKH, C BOSMOXHOCTb ITOMCKA MO KAXKA0M M3 HUX
0JITHOBpeMeHHO. [lomyueHHbIi HHPOPMALIMOHHBIN pecypc, COCTOSIIMUMN U3 IEKTPOHHBIX 00pa3oB
JOKYMEHTOB U CTPOTO COOTBETCTBYIOIIMX UM YYETHBIX KapTOYeK, 3arpy)keH B MakeT
MIOUCKOBO-CIIPAaBOYHON cucTeMbl «DnekTpoHHbIN apxuB 3AI'Cy» Kanununrpaackoit obinactu.

Ha tpersem nstame, B 2013 roay, Hauvamach pabora 1mo (OPMHUPOBAHUIO E€AUHOTO
uHpopmanmonnoro pecypca 3AI'C (ArentcrBa) Kanununrpaackoi o6mactu. [locne Toro kak
equnblil pecypc 3AI'C KO 6yner chopMHpOBaH U 3arpyKE€H B CUCTEMY, «DJIEKTPOHHBIN apXuB
3AI'C» KO Oyzer nepeBelieH B CTa/iMI0 NMPOMBIIUIEHHONW 3KCIUTyaTallid, ¥ CMOXET B MOJHOMN
Mepe pean3oBaTh CBOE IpenHa3HaueHue. Kpome Toro, B pamMkax TpeThero sramna IIaHupyeTCs
npoBecT uHTerpanuio JnekrtpoHHoro apxuBa ¢ MAMC 3AI'C Bo Bcex TeppUTOpPHAIBHBIX
ornenax 3AI'C KO st 6ombiiero yno0cTBa UCIONb30BAaHUS U COKPAIIEHUsI BpDEMEHH Ha MOMCK
TpedyeMoii nHpopMalnu.

Pesynbrarel. Kanununrpanckas oOnacTh craja MEpBbIM PErMOHOM, PEAN30BABILINM
IPOEKT IO MEPEeBOAY B DJIEKTPOHHBIM BHJ BCEro BOCTpeOOBaHHOTO (oHIa 3ammced 00 akTax
IPaXKAaHCKOTO COCTOSIHUS.

OO6nacTp yxe Mmojay4yusia B 3JEKTPOHHOM BHJE OJMH M3 Haubolsiee COIMaIbHO 3HAUUMBIX
JTIOKYMEHTHBIX PECypcoB, a K KoHiry 2013 rona, 6marogapsi U3BJI€YCHUIO 3HAYUMBIX CBEICHUMA 1
HAIOJIHEHUIO CHUCTEMBI JIEKTPOHHOTO apXUBa, CMOXKET 00ECIEeUYUTh MOJIHOLEHHBIH Mepexoa Ha
npenocrasienne ycayr 3AI'C B 37eKTpoHHOM BuAe W uHTerpupoBarh opranel 3AI'C B
UHPPACTPYKTYPY MEKBEAOMCTBEHHOTO JIEKTPOHHOT'O B3aUMOICHCTBHUSI.

Takum o0Opaszom, cozmanue DnektpoHHoro apxuBa 3AI'C KammauHrpagckoi oOiacTu
MIO3BOJIMJIO:

1. €03/1aTh eMHOE NHPOPMAIIMOHHOE IPOCTPAHCTBA JIJISl BBOJIA, XPAHEHUS U HCIIOJIb30BaHUS
AJIEKTPOHHBIX JIOKYMEHTOB H CBEJICHUI 00 aKTaxX rpakJJaHCKOTO COCTOSIHUSI KamnHUHTpaicKoii o0nacTu;
2. COKpaTUTh CPOKHU IIPEIOCTABIICHIS YCIYT B chepe rocyaapcTBennoi peructpanuu AI'C u

0TpabOTKM MEKBEJOMCTBEHHBIX 3aIPOCOB 3a CUET MePEBOJIa B JICKTPOHHBIN BUJI BCETO BOCTPEOOBAHHOTO
(dOHIa aKTOBBIX 3amucell U oOecreueHHs ONEPATUBHOTO PErIaMEHTHPOBAHHOTO JOCTYIA COTPYIHUKOB
TEPPUTOPHANIbHBIX 0TAEI0B U ArenrcTBa 3AI'C K mony4eHHOMY HHPOPMALIMOHHOMY PECYpCY;



3. 00ecnevYnTh CHCTEMATH3AIHIO U JOJITOBPEMEHHOE XpPaHEHHE AIIEKTPOHHBIX IOKYMEHTOB U
JTAHHBIX;

4. MUHUMH3UPOBATh YHCIO 3alPOCOB K OYMa)XHOMY apXWBY U CHU3HUTh TaKMM 00pa3oM
PHUCKH ITOPYH M yTPAThl 0YMa)kKHBIX IOKYMEHTOB, 3a CUET UCITOJIb30BaHUS U 00paIlleHUs TPEUMYIIECTBEHHO
K AJIEKTPOHHBIM 00pa3aM aKTOBBIX 3aITHCEH;

5. MOBBICUTh YPOBEHb KOHTPOJISI W ayAWTa KaKk BHYTPEHHEH [eATeNbHOCTH, TaK |
MPEIOCTABICHUS TOCYAAPCTBEHHBIX YCIYT U MEKBETOMCTBEHHOTO B3aMMOJICUCTBUS, U MUHUMH3UPOBATD,
TakuM 00pa3oM, PUCKH HEMCIIOHEHHS 3aIIPOCOB TpaXkIaH M OpPraHU3aIfil B YCTAHOBIEHHBIE CPOKH.

Enunasn HH(POPMALOHHO-TIOUCKOBasA cucTemMa roCyiapCTBEHHbIX "
MYHHUIMIATbHBIX apxuBoB SIMasio-HeHenkoro aBronoMHoro oxkpyra (SIHAO)

Pazputue  uHpopMmanuoHHOro  obmecTBa M IepexoA  Ha  IPeloCTaBJICHUE
rOCYJapCTBEHHBIX YCIYT B 3JIEKTPOHHOM BH/I€ TOTPEOOBAIH BKIIOUCHHUS ApXUBHBIX YUPEKICHHUHI
B HH(PACTPYKTYPY PETMOHAIBHBIX JIEKTPOHHBIX MpaBUTENbCTB. HapaBHe ¢ rocynapcTBeHHbIMU
apxuBaMH, OOJIAJAIOMUMH OOJBIIUMH MAaCCHBAMH HMCTOPHUYECKUX, COIHUAIBHO 3HAYMMBIX
JIOKYMEHTOB U JOKYMEHTOB I10 JINYHOMY COCTaBY, 0c000€ BHUMAHUE YAEISAETCS MyHUIIUIIATbHBIM
apxXuBaM, XpaHSAIIUM B CBOMX (OHIaX JOKYMEHTHI II0 OCHOBHOM JESTEIbHOCTH OPraHOB
MYHUIIUNAIBHON BJIACTH, CYIE€OHBIX OPraHOB, OOIIECTBEHHBIX OpraHW3alui, MPOMBILIUICHHbIX,
CEJIbCKOXO3SMCTBEHHBIX M  HHBIX  HIPENNpHUsITH, B TOM 4YHUCIE€ BOCTpEeOOBAHHbIE
IIPABOYCTAHABIIMBAOLIME TOKYMEHTHI MYHULIUIIAIUTETOB.

Ceronnsa nHambonee >(PQEKTHBHBIM MOIXOJAOM K aBTOMATH3AlMU SIBIISIETCS CO3/IaHUE
€MHOM, LEHTPAIM30BAHHON CHCTEMBI YIPABJICHUS apXWBHOM JAEATEIbHOCTBIO HAa YpPOBHE
cyobekra PO. YkazaHHas cucrtema JOJDKHA 00J71a1aTh BCEM HEOOXOIUMBIM (PYHKIMOHAIOM IO
aBTOMAaTH3allMM apXUBHOM NEATENbHOCTH U BO3MOXKHOCTbIO TMOKOW HACTPOMKHU JJISl pelleHUs
MHAMBUAYAJIbHBIX 3aJ1a4 KaXKJI0r0 apXUBHOT'O YUPEKICHUS.

Js moBblieHUsT 3((HEKTUBHOCTH IPOLIECCOB OCHOBHBIX HAIPABICHUH JEATEIbHOCTH
roCy/IapCTBEHHBIX U MYHUIIUIIAJIBHBIX apXHUBOB, a TAKXKE Iepexoia Ha IPEI0CTaBIEHUE apXUBHBIX
yCIyr B 3JE€KTpOHHOM BHJe, [IpaButenscTBoM SIMano-Henerkoro aBTOHOMHOTO OKpyra ObLIO
INPUHITO pEIIEHHEe O CO3JIaHuU €auHOW HH(popMalmoHHO-TiouckoBol cuctemsl (EUIIC),
o0benuHsAIomeN B cBoeM KoHType Ciyk0y 1o aenam apxuBoB, I'ocynapcTBeHHsblit apxuB (I'A) u
apXuBbl MyHUIIMNAIBHBIX 00pa3oBanuii AHAO.

Pemenue

1.Ha mepBoM »Tame MOCTPOCHMSI €IWHOM CHCTeMBbI ¢ momolsio Moayieidn AWC
OJIAP-ApxuB OblIIM aBTOMAaTHU3UPOBaHbI NepBoouepeanbie GyHKIu Ciryx0bl IO J1e1aM apXUBOB
u 'ocynapcreennoro apxusa SIHAO 1o yrpaBieHHIO apXUBHOM 1€ATEIbHOCTBIO, YUETY (POHIOB
1 00CITY’)KMBaHHIO TIOJIb30BaTeNIel B YUTAJIbHBIX 3aJ1aX.

JU1s BBIBE/IEHUS CUCTEMBI B CTAIMIO OTIBITHOM AKCIUTyaTalliy B He€ ObLIM UMIIOPTUPOBAHBI
y4eTHO-apXHuBHBIC JaHHBIE U3 Benyteiics B ['A AHAO obmeotpacneBoit b/ «ApxuBHsbrit poHT»,
a TaKKe 3arpykeH IepBoodepenHoi nHpopMamoHHbINH pecypc B cocTaBe 340 apXUBHBIX e,
npenocraBieHHbIN Ciry:k00ii 10 J1eJ1aM apXHUBOB.

2. B 2012 romy moacuctema I'ocynmapctBenHoro apxusa SHAO Obuia jpomosnHeHa
MOJYJIEM aBTOMAaTH3AlMKM y4YeTa IMpHeMa U UCIOJHEHHUs 3alpOCOB U MOJAYJIEM B3aUMOJACUCTBUS
EUIIC c TIK «ApxuBHBIH (hOHI», peaTu3yloluM ABYXCTOPOHHUN OoOMeH HH(OpMarueil mo
pyOpukam, GpoHIaM, OIUCIM U JEJIaM.

bouna Beinonnena kousepTanus u 3arpy3ka B EUIIC Bcex tematnueckux b/l, Begymmuxcs B
I'A SHAO. TlapannenpHo OBUTH TIPOBENEHBI PAOOTHI MO CO3JAHHUIO AJIEKTPOHHOTO (HOHIA
MOJIb30BAHUS TyTEM OLU(PPOBKU AONOTHUTENbHO 20 apXxuBHBIX onuceld u 6onee 1000 apXuBHBIX
nen 3a nepuos ¢ 1887 mo 2000 roapl, BkItouas 166 0co00 IEHHBIX JEIT.

OTnenbHBIM DJIEMEHTOM, OOECHEeYMBAIOIIUM IPEIOCTABICHNUE apXUBHBIX YCIYT B
AJNIEKTPOHHOM BHJE, cTajna noacucrema «lHTepHeT-nopran». BKIIFOUEHHBIN B €€ COCTaB MOAYJIb
«BupTyanbHbI YWTAIBHBIA 3a]1» IMPEJOCTABIISET IIOJb30BATENIAM BO3MOXKHOCTH IIOMCKA I10
aBroMatuzupoBanHoMy HCA apxuBOB M cocTaBieHHs TpeOOBaHM Ha JOCTYN K apXUBHBIM
JIOKyMEHTaM IOCPENCTBOM ceTH VIHTepHET.
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3. OnHoBpemenHo ¢ 3tuM B 2012 roay JlemapTramMeHT MHPOPMALMOHHBIX TEXHOIOTUH U
cBs3u SIHAO npuctynuin Kk peannsanuy IpoekTa Mo aBTOMaTU3allMi MyHULIUIIAIbHBIX apXUBOB U
noarotoBku ux K BikmoueHuto B EMIIC CuyxOpl mo aenaM apXuMBOB B COOTBETCTBHM C
MEPONpUATHSIMH  LieneBoid  mporpammel  «Pa3Butue uHpoOpmanvoHHOro ooOmecTsa U
dopmupoBanue 3nekTpoHHOro npasurenberBa SHAO Ha 2011-2013 roabi».

C uenblo HCKIIOUEHHUS 3aTpaTr, CBSI3aHHBIX C JOpPAaOOTKOM  pazIUYaroIIUXCs
ABTOMATU3MPOBAHHBIX CHUCTEM, a Takxke oOecledeHusi B TIOCIEIYIOINIEM OJHO3HAYHOU
copmectumoct ¢ EMIIC, Obut0 mpuHATO pemieHue pa3paboTaTh THUIOBYIO TOACHCTEMY
«MynununaneHbeiii apxuB» Ha ocHoBe Monyined AUNC 3JIAP-ApxuB. B coorBercTBUM C
rOCYJapCTBEHHBIM KOHTPAKTOM, pa3paboTaHHas MOAcHUCTeMa Obljla yCTAHOBJIEHA B 7-MH
MYHUIIMIIAJIBHBIX apXUBaX U apXUBHBIX oT]enax MyHununaimreroB SHAO.

Kaxnplif MyHUIMNATBHBIA apXUB MOJYYHJ CBOIO, ABTOHOMHYIO HH(OPMALUOHHYIO
CUCTEMY, MO3BOJIMBILYIO CO3JaBaTh U yNpaBisaTh aBToMaTtu3upoBaHHbEIM HCA mo pokymeHTam
apXuBa, BECTU Y4eT IOCTYIUIEHUS 3alIPOCOB I0OJIb30BATENEH M MCIOJHITH UX B 3JIEKTPOHHOM
BU/IE, TIONOJIHATH 3JIEKTPOHHBIN (OH] MOJIB30BaHUS U MCIIOIb30BaTh IOKYMEHTHI U3 €r0 COCTaBa,
B TOM YHCJIE€ PEeaTn30BaTh 0OCIYKHBaHUE TOJIb30BATENICH B YUTAILHOM 3aJIe.

[Ipeumymecta. [IpruMeHeHne KOHLIETINY LIEHTPAIM30BAHHOM aBTOMAaTU3aIH apXUBHBIX
yupexaeHuil cyobekta P® ¢ uCmonb30BaHHMEM THIIOBBIX MOJYJEH CHENUATU3UPOBAHHOTO
nporpammuoro npoaykta AWC DJIAP-ApxuB TO3BOMSET TMOMYYUTh P  3HAYMMBIX
IPEUMYILECTB:

a) TOBBICUTH d(ddexkTuBHOCTh AesaTenbHOCTH CoayxObl TO JelaM  apXHBOB,
l'ocynapcTBeHHBIX M MYHHLMIAIBHBIX apXMBOB PETHOHA IO YAOBJIETBOPEHHUIO MOTPEOHOCTEH
MOJI30BaTEICi B PETPOCICKTUBHOW apXMBHOW HMH(POpPMAIMM, B TOM YHCIE IOCPEICTBOM
aBTOMATHU3alMK PYTUHHBIX IPOLECCOB U IPOLEAYP apXUBHOM AESATEIbHOCTH;



0) MOBBICUTH Ka4eCTBO MPEIAOCTABISAEMBIX YUPEKICHUSIMU apXUBHON CIYKOBI yCIyT 3a
CYET CO3JaHUsl W HANOJHEHUs AaBTOMATHU3MPOBAHHOIO HAYYHO-CIPAaBOYHOIO ammapara Io
JIOKYMEHTaM apXUBOB, COKPAIICHUS CPOKOB UCIIOTHEHUS OOPAIIEHUH TpaKIaH U OpraHu3aIuii, a
TaKK€ IMPENOCTaBICHUS TIpakKJaHaM BO3MOXKHOCTM JOCTYIIa K TOCYJAapCTBEHHbIM U
MYHUIUIIAJIBHBIM yCIyraMm uepe3 ceTb UHTepHeT;

B) o0ecreynTh BO3MOKHOCTh LIEHTPAIIM30BAHHOTO PA3BUTHUS U MOJEPHHU3AIUU CHUCTEMBbI
MIPU U3MEHEHUH HOPMATUBHOI'O PETYIIUPOBAHUS I€ATEIbHOCTH;

r) mNOBBICUTH 3(G(EKTUBHOCTH pabOThl DKCIEPTHO-IPOBEPOYHOW KOMHCCHUU H
MPEI0CTaBUTh BO3MOKHOCTh aBTOMATU3MPOBAHO, B PEKMME PEAIbHOIO BPEMEHU OTCIEKHUBATH
MOKa3aTeNH JeSTeIbHOCTH apXUBOB U (POPMHUPOBATH OTYETHO-CTATUCTUYECKYIO TOKYMEHTAIUIO B
pa3IMYHBIX pa3pe3ax;

1) o0ecrneyuTb COXPAHHOCTh 0CO0O0 LEHHBIX, YHUKAIbHBIX U Hanbosiee BOCTPEOOBAHHBIX
JOKYMEHTOB 32 CUET U3BATHS UX U3 000pOTa U CO3JJaHUS JIEKTPOHHOTO (POHIA MOTH30BAHHUS.

Pesynbratel. VYcnemHas peanuzanus npoektoB CiyxOpl 1O  JefaM  apXUBOB U
JenapramenTa nHGOPMAMOHHBIX TexHOJOoTHiA U cBs3u SIHAO no3Bommia:

B monHo#t mMepe aBTOMAaTU3MpPOBATh MPOIECCHl apXUBHOM JesTenbHOCTH CiyXObl 1O
nenam apxuBoB U ['ocynmapctBenHoro apxuBa SIHAOQO, obOecrieunTh mpenocTaBiICHUE apXUBHBIX
YCIIYT B 3JIEKTPOHHOM BHJI€ KaK B YaCTH MCIIOJIHEHHMS 3allpOCOB IOJb30BATENEH, TaK U B YaCTU
NOpeOCTaBlIeHUs] JoCTyna K (GOHJaM U OOCIYXHBAaHHS MOJB30BATENECH IOCPEICTBOM
BUPTYaJIbHOT'O YUTAIBHOIO 3aJa.

B nonHoii Mmepe aBTomaTu3npoBath 7 MyHUIMNaIbHbIX apxuBoB AHAO c npuMmeHeHneM
TUINOBBIX Moayned nporpammHoro npoaykra AUC DJIAP-ApxuB, B TOM 4uclie peain30BaTh
(yHKIIMOHAJ UCIIONIHEHHUS 3alIPOCOB U 00CITY>)KMBAaHMSI T10JIb30BATENEH B UNTAIIBLHOM 3aJI€.

Hanonuute aBromatusupoBanublii HCA u co3nath 3meKTpOHHBIA (OHJ IMOJIB30BAHUS
INocynapcrBenHOro u MyHUIIMNaNbHBIX apxuBoB SIHAQO, a Takxke 00ecieunTh €ro COTPYAHHKOB
MPOrPaMMHBIMH U TEXHUYECKUMU CPECTBAMH JIJISl CAMOCTOSITETbHOM OIU(PPOBKH (POHIIOB.



