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JIner akTyanusanuu padoyeil nporpaMmsl

Pabouas mporpamma nepecMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2026 - 2027
yueOHOM rojy Ha 3aceqanuu kageapsl Ilenarornyeckoro o0pazoBaHus U

[Iporokom ot 20 . Ne
3aB. kadenpoii C.C. Benukanona

Pabouas mporpamma nepecMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2027 - 2028
y4eOHOM rojy Ha 3aceqanuu kadeapsl [legarormyeckoro oOpazoBaHus U

[Iporokonm ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

PaGouas mporpamma nepecmMoTpeHa, odcyxieHa u ogoopena i peanusanuu B 2028 - 2029
y4eOHOM rojly Ha 3acefanuu kapeapsl Ilemarormueckoro ooOpa3oBaHus U

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2029 - 2030
yueOHOM ro1y Ha 3acenanuu Kapenpel Ilemarornueckoro oOpa3oBaHus 1

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

PaGouas mporpamma nepecmMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2030 - 2031
yueOHOM ToJy Ha 3acefannu kagenpsl [legarornueckoro o6pa3oBanus u

[Iporokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 Leau ocBOeHMS TUCHUNIIMHBI (MOIYJIA)

LlenssMu OCBOCHUS JUCITUTIIMHBI (MOAYJIS1) «APXUBHI TIO TUYHOMY COCTABY»
SIBJISIIOTCSI:

PaccMOTpPEHHE BOMPOCOB O(POPMIICHHUSI OpTraHU3AIMOHHO - KaPOBOM,
pacropsiINTEeNIbHON, MH-(OPMAIIMOHHO-CITPABOYHON JOKYMEHTAIIMHU M JIOKYMEHTAIIUU 10
JUYHOMY COCTaBY B TECHOM CBSI3H C M3JIOKEHUEM PEKOMEHIAITUH 110 MepexX0ay PabOThI
KaJIPOBBIX CIY>KO OT TPAAUITMOHHBIX ()OPM K COBPEMEHHOM CUCTEME YIPaBICHUS
MIEPCOHAJIOM U OCHOBAMH TPYAOBBIX OTHOIIECHUH paboToIaTe sl M paOOTHUKA B COOTBETCTBUHU
C TPYAOBBIM KoJiekcoM Poccuiickoit dhenepammm.

2 MecTo quCHUILINHBI (MOYJIsI) B CTPYKTYpe 00pa30BaTe/bHOH IPOrpaMMbl

JucnurnmuHa ApXHBBI 110 JIMTYHOMY COCTaBY BXOJUT B YacCTh y4eOHOTO TUTaHa
hopMHUPyEMYIO YIaCTHHKaMU 00pa30BaTEeIbHBIX OTHOIIEHUH 00pa30BaTeIbHON TPOTrPAMMBI.

st u3ydeHus TUCIUIUIMHBI HEOOXOAUMBI 3HAHUS (YMEHHUS, BIAICHHUS),
c(hOpMHUPOBAHHEIC B PE3YJIbTATE U3YUCHUS AUCIUILTAH/ TIPAKTHK:

YnpasieHue nepcoHanioM

[IpaBoBencHME

KagpoBas nmonutuka

KaapoBoe nenonpousBoacTBO

ApXUBOBEJICHUE

DIIEKTPOHHBIE APXUBHBIC JOKYMEHTHI

VYnpaBieHue 31eKTpOHHBIMU apXHUBaMu

3nanus (yMEHHUs, BIAJICHUS ), TOJIYYCHHBIC MTPU U3YYCHUU JAaHHOW UCHIUILTAHBI
OyayT HEOOXOIMMBI JJIsT U3YUICHUS TUCITUTLIAH/TIPAKTHK:

KoHduaeHnmaibHOE 1eT0IPOU3BOICTBO

3 Komnerenuun ody4aromerocsi, popmupyemsbie B pe3yibTaTe 0CBOCHHUS

AUCHUILNIMHBI (MOLYJIsS1) M IJIAHUPYEMble pe3yJIbTaThl 00y4YeHHs

B pe3ynbraTe 0CBOGHUS TUCIMITIIMHBI (MOIYJIs1) «APXMBBI 110 IMYHOMY COCTABY»
o0yyaromuiics 10JbKeH o0s1afaTh CIEAYIOIMMU KOMIIETEHIIMSIMU:

KO)I HHAUKaTOopa I/IHI[I/IKaTOp JOCTHXKCHUS KOMIICTCHIIN

I1K-3 CriocobeH opraHu3oBaTh U aIMUHHCTPUPOBATH EATENILHOCTD 10 OPraHU3aluy TPy
Y OIJIaThl IEPCOHAJIA

[1K-3.1 ObecnieunBaeT TOKYMEHTAIIUOHHOE U OPTaHU3aIllMOHHOE
COINPOBOKIEHHE CUCTEMBI OpraHU3allMH U OIUIAThl TPYyJa epcoHasa

[1K-4 CnocobeH pyKOBOJUTH MPOLIECCOM CKaHHUPOBAHUS, BBOJIa M 00paOOTKH IaHHBIX B
CHCTEME 3JIEKTPOHHOTO apXUBa

[1K-4.1 VYrpaisier AesITeNbHOCThIO 0 KOHTPOIII0 (PYHKIIMOHUPOBAHUS, BBO/IA U
00pabOTKH JAaHHBIX B CUCTEME 3JIEKTPOHHOTO apXHUBa

[1K-4.2 Pa3pabarbiBaeT ToKanbHbIE HOPMATUBHBIE aKThI 110 BOIIPOCAM
OpraHu3aliy MpoLecca CKAHUPOBAHUS B CHCTEME JIEKTPOHHOI'O apXuBa

I1K-4.3 Ocy1ecTBIISIET CTPATErM4eCcKOe INIAHUPOBAHKUE U TIOCTPOEHUE

nponeccoB CKaHNPOBAaHUA, BBOAA U 06p3.60TKI/I JaHHBIX B CUCTEMC
9JICKTPOHHOI'O apXHrBa




4. CTpykTypa, 00b€M U copepkaHue JUCUUIIIMHBI (MOTYJISA)

OO6mias TpyA0€MKOCTh JUCIUIUIMHBI COCTABIISIET 4 3a4eTHBIX eAuHUI] 144 akaja. yacoB, B TOM

HHUCJIIC:

— KOHTakTHas pabora — 30,6 akaj. 4acos:

— ayuTopHas — 6 akaJl. 4acos;

— BHeayauTopHas — 24,6 akaJl. 4acos;

— camocTosTenbHas padora — 104,7 akaj. 4acos;

— B (popme npakTuieckoil moarotoBku — 0 akai. yac;
— MOATOTOBKA K 3K3aMeHy — 8,7 akaj. Jac

<DopMa aTTeCcTaluu - 3K3aMEH

AynuropHas ] o
KOHTaKTHas paboTa E z ®dopma Tekyero
Pasien/ Tema 9 (B akan. 4acax) g E{ Bun KOHTPOJISI Ko
> & © | caMOCTOSITENIFHOM | yCIIeBaeMOCTH U
JIACIMTUTAHBI N £ = . | xommerenyu
o & paboThI TIPOMEKYTOYHOMH
na6. | mpakr. [ €&
Tlek. 1 28 aTTecTaluu
3aH. 3aH. | © &
1. Pazgen 1 IOHATUE
APXHMBOB 10 INYHOMY
COCTABY U UX
HOPMATHUBHASA
PETJIAMEHTALIA
Nzyuenue
TEOPETHYECKOTO
1.1 CocTaB moxyMeHTaIHH, MaTe-puana, Tect mo pazmery TIK-3.1, TIK-
XpaHUMOWM B apXHBax Mo 0,25 0,5 13,09 | wusnoxkeHHOrO B Nelwu urorosoro 4.1, TIK-4.2,
JMYHOMY COCTaBY JEKLUAX U TecTa IK-4.3
JUTEPATYPHI 110
Teme
5
W3yuenue
TEOPETHYECKOTO
(11)'2 II;IOE rs;uzizzlffa MaTe-puana, Tect mmo paznemy TIK-3.1, TIK-
YHKIL p 0,25 0,5 13,09 | wu3nOXEHHOIO B Nel u urorosoro 4.1, T1K-4.2,
apXUBOB 10 JTHIHOMY
JEKIUAX U TecTa TK-4.3
COCTaBy
JUTEPATYPHI 110
Teme
HWroro no pazaeny 0,5 1 26,17
2. Paznen 2. OTBOP U
ODOPMIJIEHME JEJI,
COJIEPXKAIINX
JOKYMEHTHI I10 IMYHOMY
COCTABY UIA
JOJITOBPEMEHHOI'O
XPAHEHUA
N3ydenne
TEOPETHYECKOTO BhIHoHEHIE
2.1 DkcnepTH3a LEHHOCTH MaTepuana, 1.3 Nel 1 TeCT K TIK-3.1, TIK-
JIOKyMEHTOB T10 JINYHOMY 0,25 0,5 13,09 | wu3nOXEHHOIO B p.3.7%8 4.1, T1IK-4.2,
5 pasnemry Ne
COCTaBy JEKIUAX U I1K-4.3
HTOTOBOTO TecTa 2
JUTEPATYPHI 110
Teme
2.2 Tlepenaua nen Ha 0,25 0,5 13,0 Nzyuenue Brinonnenue TIK-3.1, TIK-




TCOPECTHUICCKOTO

JIOJITOBPEMEHHOE XpaHEHHE MaTepuana,
U OIBIT apXUBOB 10 paboTe ¢ 9 H3JI05KEHHOTO B mp-3.Nel m Tecr 4.1, TIK-4.2,
paznemry Ne2
JIOKYMEHTaMH TI0 JINYHOMY JEKUUAX U HTOrOBOLO TeCTa I1K-4.3
COCTaBy JIUTEPATYpPHI 110
TemMe
Nzyuenue
TEOPETHYECKOTO BAITIOHEHNE
2.3 dopMHUpOBaHHE TUYHBIX varepnaia, mp.3.Nel u TecT k TIK-=3.1, ITK-
) 51025 0,5 [13,09| wuznoxxeHHoro B o 4.1, TIK-4.2,
JIeJl COTPYTHUKOB [N—— pazzmeny Ne2 HK-4.3
HUTOT'OBOTO TeCTa
JUTEPATypHI 110
TeMe
Hroro o paszaeny 0,75 1,5 139,26
3. Paznmen 3. OIIMCAHUE,
TTONCK U1 NUCTIOJIb3OBAHHME
APXMBOB I10 JINYHOMY
COCTABY
Nzyuenue
. TEOPETHYECKOTO
3.1 Hay4yno-cripaBOYHBII MI;TepHana, Brmonmnenue IK-3.1, TIK-
anmapat K apXHBaM 1o 0,25 05 [13.00| usnoxennoros | TP3NZHTECTI | Ty 40
JUYHOMY cocTaBy. Onuch ' ' ' EKITISX 1 pazzmeny Ne3 li[K 43 '
Jie]I [0 JINUHOMY COCTaBy UTOTOBOTO TECTA
JUTEPATYpPHI 110
Teme
Nzyuenue
TEOPETHYECKOTO BAIONHEHIE
3.2 Hcnonb30BaHue apXUBOB varepnana, np.3.Ne2 u TecT K TIK-3.1, ITK-
) 51025 0,5 [13,09| wuznoxeHHOTO B o 4.1, TIK-4.2,
IO JINYHOMY COCTaBYy EKITISX 1 pasnery Ne3 HK-4.3
UTOTOBOTO TECTA
JUTEPATYPHI 110
TeMe
W3yuenune
TEOPETUYECKOTO BAIIONHCHHE
3.3 DneKTpOHHBIE APXUBBI vare-praia, np.3.Ne2 u TecT K TIK-3.1, ITK-
) 0,25 0,5 [13,09| wuznoxeHHOTO B o 4.1, TIK-4.2,
10 INYHOMY COCTaBY [ paznemy Ne3 HK-4.3
HUTOT'OBOTO TECTa
JUTEPATYPHI 110
TeMe
HWroro no pazaeny 0,75 15 39,26
4. Konrtpoins
Brinmonnenue
N3yuenune KOHTPOJIBHOM
TEOPETHYECKOTO | paboThl, UTOTOBOTO
MaTe-puana, TEeCTa U BCEX I1K-3.1, T1IK-
4.1 KonTposb 3HaHUH 5 U3JI0’)KEHHOTO B MIPOMEKYTOUHBIX 4.1, TIK-4.2,
JIEKIIUAX U pabot I1K-4.3
JUTEPATYPHI 110 IIpomexxyrouHast
TeMe aTTecTanus -
OK3aMeH
HWroro no pazaeny
HWroro 3a cemectp 2 4 104,7 DK3aMeH
Hroro o pucuumuinae 2 4 1046 DK3aM€EH




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

1. TpagunroHHbIE 00pa30BaTEIbHBIC TEXHOJIOTUN OPUEHTHPYIOTCS Ha OPraHU3aLUI0
00pa3oBaTeNBFHOrO MPOIIECCca, MPEINOIAraonlyto IpsMY0 TPAHCISIIIUIO 3HAHUH OT
IpenojaBaTesis K CTyIeHTY

@®opMbl yUeOHBIX 3aHATHH C UCIIOJIB30BAHUEM TPAJULIMOHHBIX TEXHOJIOTHM:

HudopmanimoHHast IEKIUs

CemuHap

[TpakTHueckoe 3aHsATHE, IOCBALIEHHOE OCBOEHUIO KOHKPETHBIX YMEHHUI U HaBBIKOB
I10 IIPEIIOKEHHOMY QJITOPUTMY.

2. TexHonoruu npoOIEeMHOT0 0OyUEHHS.

@opMbI YUeOHBIX 3aHATHH C UCTIOIB30BAaHMUEM TEXHOJIOTHI MTPOOIEMHOT0 O0YUEHUS:

[IpoOnemHuas nexuus

Jlexuus «BnBoeM» (OMHApHAs JICKIU)

[TpakTyeckoe 3aHsATHE B POPME MPAKTUKYMA .

[TpakTHueckoe 3aHsATHE Ha OCHOBE Keiic-MeTona. Kelicel 6a3upyrorcs Ha peaabHOM
(hakTHUYECKOM MaTepHale WIN ke MPUOINKEHBI K PeaTbHOU CUTYaLIUH.

3. UrpoBbie TEXHOJIOTHH — OpraHu3anus 00pa3oBaTeIbHOTO MpoIlecca, OCHOBaHHAs Ha
PEKOHCTPYKLMU MOJIEIJIEN MMOBEJICHUS B paMKaX MPEIJIOAKEHHBIX CLIEHAPHBIX YCIIOBUM.

®opMbl yUeOHBIX 3aHATHI C UCMOJIB30BAHUEM UTPOBBIX TEXHOJIOTHUI:

YuebHas urpa.

JlenoBas urpa.

Ponesas urpa .

4. TexHOJOTUH MPOEKTHOTO O0Y4YEHHUS.

OCHOBHBIE TUIIBI IPOEKTOB:

HccnenoBarenbckuii MpOEKT

TBOpUYECKUI MPOEKT.

HNudopmalinoHHBINA TPOEKT.

5. laTepakTUBHBIE TEXHOJIOTUN — OpraHu3alks 00pa3oBaTeNLHOTO MpoIiecca,
KOTOpasi MpeIoiaraeT akTHBHOE U HEJIMHENHOE B3aUMOJICHCTBHE BCEX YUACTHUKOB,
JOCTHKEHHE Ha 3TOW OCHOBE JMYHOCTHO- 3HAUMMOTO JJIs1 HUX 00pa30oBaTeIbHOIo
pe3yabTaTta. Hapsny co cnenuain3upoBaHHBIMU TEXHOJIOTHSIMHU TAKOT'O POJia MPUHIUIT
WHTEPAKTUBHOCTH MPOCIICKUBAETCS B OOJIBITUHCTBE COBPEMEHHBIX 00pa30BaTEIbHBIX
TeXHOJIOTUH. IHTepaKTUBHOCTH MO/Ipa3yMeBaeT CyObEKT-CyObEKTHbIE OTHOLIEHHUS B X0/1€
o0pa3oBaTeNpHOro IMpoliecca U, Kak Cle/CTBUe, JOPMHUPOBAHUE caMOpa3BUBaIOLIeHCs
MH(POPMALIMOHHO-PECYPCHON CPEIbI.

@DopMbl yUeOHBIX 3aHATHI C UCMOIB30BaHUEM CIEIIHATU3UPOBAHHBIX HHTEPAKTHUBHBIX
TEXHOJIOTUM:

Jlexiust «oOpaTHOM CBA3M» — NEKIUSI—TTPOBOKALINS

CeMuHap-nucKyccus

6. MadopManinoHHO-KOMMYHUKAIIMOHHBIE 00pa30oBaTellbHbIE TEXHOJIOTHUH :

Jlexuus-Bu3yanu3anus — U3J0KEHUE COAECPKAHUSI CONIPOBOXKIAETCS MPE3EHTaEN
(memMoHCTparueil yaeOHbIX MaTepUaIoB, MPEICTABICHHBIX B Pa3JIMUYHBIX 3HAKOBBIX
CUCTEMaX, B T.4. WJUTFOCTPATUBHBIX, TpaQUUeCKUX, ayJAHO- H BHICOMATEPUAIIOB).

[TpakTuyeckoe 3aHsATHE B POpPME MPE3CHTAIHH.

Yar-3aHsTHA.

Beb6-3ansrusi.

TenexkonpepeHIH.

OHuaitH-ceMuHap.

6 Y4eOHO-MeTOoqMYECKOE 0O0ecTIedeHHe CAMOCTOATEIBLHOM padoThl 00y4YaroImXxcst

IIpencrapieHo B mpuioxkeHuu 1.



7 OueHO4YHbIE CPeICTBA ISl IPOBECHUsI IPOMEKYTOYHOM aTTeCTAIIUN
[IpencraBieHbl B TPUIOKEHUH 2.

8 YueOHO-MeTOAMYECKOE U MH(POPMAIIMOHHOE o0ecTeyeHHne TUCIIUITHHBI

a) OcHoBHas JUTEpaTypa:

1. [ToroB, A. B. ApxuBoBenenue. 3apyOexHasi pOcCHUKa : y4eOHUK I OakanaBpuara
u Maructparypsl / A. B. [TomoB. — Mocksa : M3gatenbctBo FOpaiit, 2019. — 168 ¢. —
(bakanaBp u maructp. Moayns). — ISBN 978-5-534-06009-6. — TekcT : 37eKTpOHHBIH //

DBC IOpaiir [caiit]. — URL.: https://www.biblio-online.ru/bcode/441487 (nata obpamicHus:
22.03.2025). - 3aru. ¢ 9kpaHa.

2. Packumn, JI. 1. ApxuBoBeneHHE : YYCOHUK IS aKaJeMUudecKoro OakanaBpuara / 1.
. Packun, A. P. CokonoB. — Mocksa : U3narensctBo FOpaiit, 2019. — 383 ¢. —
(bakanaBp. Akanemuueckuii kypc). — ISBN 978-5-534-00870-8. — TekcT : 251eKTpOHHBIH //
DBC IOpaiir [caiit]. — URL.: https://www.biblio-online.ru/bcode/432131 (marta obpamicHus:
22.03.2025). — 3ar. ¢ sKkpaHa

3. Packumn, J[. 1. Meronuka u mpakTHKa apXUBOBEACHUS | YUEOHHK ISl CPETHETO
npodec-cuonanbHoro oopazosanus / JI. M. Packun, A. P. CokonoB. — Mockga :

WznarensctBo FOpaiit, 2019. — 339 ¢. — (IIpodeccuonansuoe obpazoranue). — ISBN 978
-5-534-02419-7. — Texkcr : anextponuslii // ObC FOpaiit [caiiT]. — URL:
https://www.biblio-online.ru/bcode/438495 (nara obpamenus: 22.03.2025).— 3ari. ¢ skpaHa

4. BenukanoBa, C. C. ApXuBBI 110 JINYHOMY COCTaBY : y4eOHO-MeTOoAUYECKOe mocodue /
C. C. BenukanoBa ; MI'TY. - Maruuroropck : MI'TY, 2018. - 1 snekTpoH. ONOT. AMCK
(CD-ROM). - 3arin. c TUTYIL JKpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2069 (nata obparuenwust: 25.03.2025). -
MaxkpooObeKT. - TeKCT : aeKTpoHHBIN. - CBeaeHus goctymnHbl Takke Ha CD-ROM.

5. Benukanoga, C. C. KajgpoBoe 1e1011por3B0OJICTBO U apXUBbI JJOKYMEHTOB 110 IUYHOMY
COCTaBy: MNpPaKTUKyM : mpaktukym [ans By3oB] / C. C. BemukanoBa, M. B. Kamyb6a ;
Marnurtoropckuii roc. rexunueckuil yH-T um. I'. . HocoBa. - Marauroropek : MI'TY nm. I'. 1.
HocoBa, 2020. - 1 CD-ROM. - 3arn. ¢ tutyn. odkpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2716). - Makpooobekr. - Tekcr :
AJIEKTPOHHBIN. - CBepeHus poctymnHbl Takke Ha CD-ROM. (nata

obparnienus: 22.03.2025). - MakpooObeKT. - TeKCT : 3eKTpOHHBIH. - CBeeHUS TOCTYITHBI
takke Ha CD-ROM.

0) lonosiHUTe/ILHAS JIUTEPATypa:

1.IToroB, A. B. ApxuBoBenieHue. 3apyOekHasi pOcCUKa : y4eOHMK JUIsl OakaiaBpuara
u maructparypsl / A. B. ITonoB. — M. : U3narensctBo FOpaiit, 2018. — 168 ¢. — (Cepus :
baka-naBp u maructp. Moayis.). — ISBN 978-5-534-06009-6. — Pexxum nocryna :
www.biblio-online.ru/book/1BDF5ED0-18D1-4339-A8C0-DC101B08FAF3.

2. loponuHa, JI. A. Opranu3anus 1 TEXHOJIOTUs TOKYMEHTAIlMOHHOTO 00ecieYeHus
yIIpaBJIeHUs : yUeOHUK U MPAKTUKYM IS akajeMudeckoro Oakanaspuara / JI. A. JloponuHa,
B. C. Uputuxosa. — M. : UznatensctBo FOpaiit, 2018. — 233 ¢. — (Cepus : bakanasp.
Axanemu-ueckuii kypc). — ISBN 978-5-534-04568-0. — Pexxum nocryma : www.biblio-
online.ru/book/19DADB52-959C-40DA-B18F-C955EFACOCLD.

3.Opranu3anroHHOE U MpaBoBOE obecreueHne nHHOpMaIMOHHON 0€30IacHOCTH :
yue6-Huk 1 npaktukym 1 CI1IO / T. A. TTonskosa, A. A. Ctpensios, C. I'. UyOykosa, B.
A. Huecos ; otB. pen. T. A. [TonsikoBa, A. A. CtpenbiioB. — M. : U3natensctBo FOpaiit,
2018. — 325 ¢. — (Cepus : IIpodeccuonanpHoe odpa3oanue). — ISBN 978-5-534-00843-
2. — Pexxum noctyma : www.biblio-online.ru/book/054509D0-1E35-4080-9E86-



19742B336897.

4. Joxymentsl u3 apxusa MUJI I'epmanun 1937—1938 ronos — Mocksa :
Wznarensct-Bo FOpaiit, 2019. — 192 ¢. — (AnTonorus meiciaun). — ISBN 978-5-534-09314-
8. — Texcrt : anexkrponnsiii // DBC Opaiir [caiit]. — URL: https://www.biblio-
online.ru/bcode/427616 (nara obparuenus: 22.03.2025).

5 CamoxkBacos, J[.4. LlenTpanuzanus rocy1apcTBEHHbIX apXUBOB 3anaaHoi EBporbsl
B CBSI3U C apXuBHOM pedopmoii B Poccun : anexrponnas penpoaykius / Camoxsacos J[.41. :
W3 na-tenbckue apxussl, 1899. — 211 ¢. — URL: https://book.ru/book/913461 (nara
obpamenust: 22.03.2025). — TekcT : 27eKTPOHHBIH.

B) MeToanueckue yKazaHusi:
[Tpunoxxenue 3

r) lIporpammHuoe obecnneuenue u UHTepHeT-pecypcebl:

www.biblio-online.ru/book/1BDF5ED0-18D1-4339-A8C0-DC101B08FAF3.
1.ITonos, A. B. ApxuBoBenenue. 3apyOexkHas poccuka : yueOHHK 175 6akanaBpuara u
Mmaructpatypsl / A. B. TlonnoB. — M. : U3natensctBo FOpaiit, 2018. — 168 c. — (Cepus :
baka-naBp u maructp. Moayins.). — ISBN 978-5-534-06009-6. — Pexxum gocryna :
www.biblio-online.ru/book/1BDF5ED0-18D1-4339-A8C0-DC101B08FAF3.

IIporpamMHoe odecnevenue

HanmenoBanue .
10 Ne norosopa Cpok neiicTBus IMIECH3UH

7Zip cB00O0HO pactpocTtpansemoe [10 O6eccpouHo
FAR Manager cB00OHO pacnpocTpansemoe [10 6eccpodHo
bpaysep Yandex |[cBoGogHO pacnpoctpansemoe 1O 6eccpodHo

IIpodeccnonanbHbie 0a3bl JAHHBIX 1 HHPOPMALMOHHbIE CIIPABOYHbIC CHCTEMBbI

HaszBanue kypca Cchlika

denepanbHOE TOCYIAPCTBEHHOE OIOKETHOE
yupexaenue «DenepanbHbIil HHCTHTYT URL: http://www1.fips.ru/

MIPOMBIITUICHHOM COOCTBEHHOCTHY

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

Poccuiickas ['ocynapcrBennas 6ubnuoreka. Karamoru
/catalogues/




HocoBa

DnekTpoHHbIe pecypcbl oubamoreku MI'TY um. I'.1.

https://host.megaprolib.net/M
P0109/Web

Cornmonornda. MeHeHmKMEHT

®denepalibHBII 00pa30BaTEIbHBINA TOPTAT — DKOHOMHUKA.

http://ecsocman.hse.ru/

MexnyHaponHas pedepaTuBHas U OJTHOTEKCTOBAs
cripaBoYHas 0a3a JaHHBIX HAYYHBIX U3JAaHUN «Springer

https://www.nature.com/sitein

dex
Natiirey
HannonansHas nH)OpManmoHHO-aHATUTHYECKAS URL:
cucreMa — Poccuiickuii naaekc HaygHoro nutupoBanus | https://elibrary.ru/project_risc.
(PUHII) asp

DjekTpoHHas 0a3a mepuoIuUecKuX u3nanuii East View
Information Services, OOO «MMBUC»

https://dlib.eastview.com/

9 MaTepuaJibHO-TEXHHUYECKOe o0ecreuyeHne JUCIUILINHBI (MOIYJIA)

Y4eOHbIe ayTUTOPHUH TS TPOBEICHHS
JTUCTAHIIMOHHBIX 3aHATUH
JIEKIIMOHHOT'O THUIA

Cron KOMITBIOTEPHBIN, CTOJI TUCHMEHHBIH, CTYJ O(UCHBIH,
JIOKyMeHT-kamepa Epson, ucrounuk 6ecriepeO0HHOr0 MUTaHUs
POWERCOMIMD-1500AP , xamepa BBICOKOTO pa3pelieHus,
KOMITBIOTEP MEPCOHANBHBIN (TUIIO), TPOSKTOP
ViewSonicPJID7526W, cniukepdon HacTonbHbIH Calisto-620
Plantronics, Be6-kamepa LogiteachC920, cucrema akycrudeckas
HACTOJIbHAsSI, CTEPEOTapHUTYpa (MUKPOQOH C
ITyMOTIOAABIIEHUEM ), IKpaHHAcTeHHbIIDigis Optimal-C MW
DSOC-11032*2

YyeOHble ayTUTOPUH [Tl TPOBECHUS
MPaKTUYECKUX 3aHATUN, TPYNIOBBIX U
WHAMBUTyaJIbHBIX KOHCYJIbTAIUH,
TEKYLIEro KOHTPOJIS U
MIPOMEKYTOUHOM arTecTauuu

Cron KOMITBIOTEPHBIN, CTOJ MUCHbMEHHBIHN, CTYJT OQHUCHBIH,
JIOKyMeHT-Kamepa Epson, ncrounnk 6ecriepedboitHOT0 TUTaHUS
POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelieHHs,
KOMITBIOTEP TIEPCOHATBHBIN (THIIO), IPOSKTOP
ViewSonicPJD7526W, cniukepdon HacTonbHbIi Calisto-620
Plantronics, Be6-kamepa LogiteachC920, cucrema akyctudeckas
HACTOJIbHAS, CTEpEOrapHUTypa (MUKPO(OH ¢
HIyMONOJIaBlieHHEM ), SkpaHHacTeHHbiDigis Optimal-C MW
DSOC-11032*2

[ToMmerienus qisd caMOCTOATEIILHOU
paboThI O0YUAIOIIMXCS

Ilepconanbheie KoMmbioTepsl ¢ makeroM MS Office, Beixogom
B VIHTEpHET U C JOCTYIIOM B AJIEKTPOHHYIO
MH(POPMaLIMOHHO-00pa30BaTeNbHYIO CpEly YHUBEPCUTETA

[Tomemienue At XpaHSHHS U
IPOPUIAKTHYECKOTO 00CITY)KUBAHUS
y4aeOHOTO 000pyIOBaHUS

Cremnaxu JUist XpaHeHUs Y1eOHO-HATIISTHBIX TT0OCOOHi 1
y4eOHO-METONICCKON TOKYMEHTAITUH.




IIpuiaoxenne 1
Y4eOGHO-MeToAuYEeCKOe O00ecImeYeHe CaMOCTOATEJAbHONH PadoThI
o0yuaromuxca
[IpuMepHasi CTPYKTypa U Co/iep:KaHue Pas3esioB:

[To aucuuniinHe «ApXHBBI [0 JMYHOMY COCTaBY» MPeyCMOTPEHA ayJJUTOPHAs U BHEAYAUTOPHAs
caMocCTosTeNIbHas paboTa 00yyJaronMXxCs.

KoHnTpoubHbie Mmeponpusitus mo pasaeiay Nel

Tect o pazneny Nel

Bomnpoc 1
Bbamn: 1,00

ApXHUB 110 JINYHOMY COCTaBYy — 3TO

Bribepute oauH OTBeET:



a. CaMOCTOSITEIILHOE YUPEIKICHNUE UIIU CTPYKTYPHOE MOAPA3ACIICHUE YUPEIKACHUSA,
OCYLIECTBIIAIOIIECE KOMIIJIEKTOBAHNUE, XPAHEHHE, YUET U UCIIOJIB30BAHUE JOKYMEHTOB 110 TUYHOMY
COCTaBy

b. MecTo XpaHEeHHUs rOCyJIapCTBEHHBIX JOKYMEHTOB

C. yUpexIeHue, XpaHsiiee KaapoBbie Jo0KyMeHTbl AD PO

d. moxpasneneHue KaapoBoi CIyKObI MPEINPHUITHS, OTBEUAIOIICE 3a XpaHEHHUE, YUET
MCII0JIb30BAHUE JJOKYMEHTOB MO0 JUYHOMY COCTaBY, B TOM YHCJIE B 3JIEKTPOHHOM BHUJIE

Bonpoc 2
Bamn: 1,00

K AOKYMCHTaM I10 JIMYHOMY COCTaBy, MMCIOIUM I[OJIFOBpCMeHHBII;'I CpPOK XpPaHCHUA HC

OTHOCSITCS
Bri6epute ouH OTBET:
a. aKThl O HECYACTHBIX CIIy4asiX, CBSI3aHHBIX C IPOU3BOACTBOM
b. nruHBIe €A COTPYIHMKOB

C. pacnopsAMTENIbHBIE JOKYMEHTHI (3allMCKH, PACTIOPSKEHNUS )

C d. andaBUTHI IPUKA30B MO TUYHOMY COCTABY
Bomnpoc 3
bam: 1,00

CpOK XPaHCHUS BBILIC IICPCUYNUCIICHHBIX TOKYMCHTOB B ApXUBaAX I10 JIUWYHOMY COCTABY

Bri6epute ouH OTBET:

© a. 45 ner

r-
b. 75 ner, B penkux cirydasix IOCTOSIHHO

C. 75 net

d. mocTossHHO

Bonpoc 4
Bbamn: 1,00



Bepno nu yrBepxknenne «B komuTerax, ornenax agMUHHCTpaMid TOPOJOB, PAaHOHOB IO
0o0pa3oBaHMI0 K JOKYMEHTaM TIO0 JHYHOMY COCTaBy TaKKe OTHOCAT: JOKYMEHTHI 10

MaTPOHUPOBAHUIO U OIICKEC»

Bribepure ouH OTBET:
a. BEpHO
D. BepHO U1l TOCYIapCTBEHHBIX YUPEKICHUN
C. BEpHO YaCTHUYHO

d. He BepHO

Bomnpoc 5
Bayur: 1,00

Cratbsg 17 Kakoro 3aKOoHa YCTaHaBJIMBAaeT OOIIYI0 OOS3aHHOCTb IO O00ECHEUYEHUIO
COXPAHHOCTH IOKYMEHTOB, B TOM YHCJIE€ JOKYMEHTOB I10 INYHOMY COCTaBY, AJIS JIFOOOT0O CyOBEKTa
XO3HCTBEHHOM AEATENIBHOCTU: TOCYAaPCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CAMOYIIPABJICHUS,
OpraHu3alii W TpaXIaH, 3aHUMAIONIMECS TPEANPHUHUMATEIBCKOW JEATEIbHOCTRIO 0e3
00pa3oBaHUsl IOPUAMYECKOrO JIMIA, B TEUCHHWE CPOKOB HUX XPAHEHUS, YCTAHOBJIEHHBIX
q)eﬂepaﬂbeIMI/I 3aKOHaMH, HWHBIMH HOPMATHBHBIMU IPABOBBIMHU  dKTaMHU Poccwuiickoit
®enepanny, a TakKe NEPEUHIMU JOKYMEHTOB?

BeiGepute ouH OTBET:

a. ®exepanbHOro 3akoHa oT 26 nexadpst 1995 r. N 208-D3 «O06 akiiMOHEpHBIX 00IIeCTBAX» C
n3MeHeHusamu ot 29 uronsa 2015 r.

b. ®enepanbHoro 3akona ot 22 oktsi0pst 2004 roga Ne125-D3 «O06 apxuBHOM Jeie B
Poccniickoit denepanum

C. 3akona P® «O nepcoHabHBIX JaHHBIX» Ne 152-D3

d. TpynoBoro koaekca P®

Bonpoc 6
Bbamn: 1,00

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

a. o0ecricucHUE MOBBIILICHHS O6IJ_I€CTBCHHOI‘O CO3HaHHUA U CaMOI/I,[[CHTI/I(I)I/IKaLII/II/I
COBpPCMCHHOI'O COMUYyMa



b. buorpaduyeckas, apxeorpaduueckas ICHHOCTb, OHU SIBJISTIOTCS HCTOUHUKOM JIJIST
CTaTUCTHYECKUX 00OOIICHUI U UCTOPUKO-COITUAITBHBIX UCCIICIOBAHMM

C. TOT (haKT, YTO OHU CIY>KAT JOKYMEHTAJIbHBIM MOATBEPKACHHUEM MpaB paOOTHHUKA HA
couuanbHoe obecrieueHue (Mo CTaApOCTH U MHBAJIUIHOCTH, a TAKXKe MOJITBEPKACHUEM TPYAOBOTO

cTaka pabOTHHKA)

d. mrrpadHbie CAHKIUHU TPYIOBBIX HHCIECKIIUI

Bonpoc 7
Bamn: 1,00

[Tpouenypy dopmupoBaHus Jed B COOTBETCTBHH C YTBEPXKICHHONH HOMEHKIIATYPOId

IpeJyCMaTpUBacT
Bri6epute ouH OTBET:
a. XpaHEHHE UCIIOJTHEHHBIX TOKYMEHTOB
b. XxpaHeHHE JOKYMEHTOB B ITPOIIECCE UX UCTIOTHECHUS
C. OCIIETYIOLEE XPAHEHHUE

d. oneparuBHOE (TeKyIlee) XpaHEHHE

Bonpoc 8
bam: 1,00

N3psatue JAOKYMCHTOB IIO JIMYHOMY COCTaBYy U3 Ji€jia C IMOCTOAHHBIM CPOKOM XpPaHCHHA

JOIMYCKACTCA B UCKIIIOYUTCIIBHBIX CIIy4dasiX U IMPOU3BOINUTCA

Bri6epute ouH OTBET:
a. ¢ 00s13aTeNTbHBIM COCTABIICHHEM B JI€JI€ 3aBEPEHHOMN KOIUH TIOKYMEHTa
b. Ha OCHOBaHUU PaACTIOPSIUTEIBHOTO JOKYMEHTA PYKOBOIUTEISI OPraHU3aIUH
C. ¢ 00sA3aTeNbHBIM COCTABJIEHUEM aKTa 00 U3BATHH MOAJIMHHUKA

d. B mpuCyTCTBHM apXHBapUyca M 3aBEIYIOMIETO apPXHUBOM

Bonpoc 9
Bbamn: 1,00

OTBeTCTBEHHOCTh 3a OpraHnu3anuro pa6OTLI 10 XpaHCHUTIO KaJPOBBIX TOKYMECHTOB HCCET



Bribepure ouH OTBET:

i .

a. 3aBeAyIONMUH apXUBOM
~

b. HauansHuk otaena Kaapos
P

C. ApxuBapuyc
-~

d. Pabotomarens

Bonpoc 10

bamr: 1,00

VYkaxxuTe JI0)KHOE YTBEPK/IEHUE

Bri6epute oquH OTBET:

a. 1 opraHmauHﬁ - ICTOYHHUKOB KOMIIJICKTOBAHUS - IO HCTCYCHUHN CPOKOB XPaHCHUA
00513aTeJIbHO ITPOBEACHUE COBMECTHO € YIIOJHOMOYEHHBIM OPraHOM I'OCYAAPCTBEHHOM BlIacTU
cyobekta Poccuiickoii @eneparyu B 0071acTH apXUBHOTO Jiea, [ 0capXUBOM dKCTIEPTH3BI
LIEHHOCTH PsiJia JOKyMEHTOB 10 JMYHOMY COCTaBYy Ha MPEAMET BKIIOUEHHs B cOCTaB ApXMBHOI'O
¢donna Poccuiickoii @enepannu

b. JJIA opraHmauHﬁ, KOTOPBIC HE ABJIAOTCA HCTOUHHUKAMH KOMIUICKTOBAHUSA, 110 UCTCUYCHHUN
BPEMCHHLIX CPOKOB XpPAHCHUA apXHUBHBIC NOKYMCHTEI 110 INYHOMY COCTAaBY IMOAJICIKAT DKCIICPTHU3C
U MOT'YT OBITh YHUYTOKCHBI 6o XPAHUTCA B apXUBC OpraHrU3alun

C. XpaHEHHE JOKYMEHTOB II0 JINYHOMY COCTaBY, HC MOAJIC)KAIIUX YHUYTOXKCHUIO JOJLKHO
OCYHICCTBIIATHCA TOJIBKO B 6YM8.)KHOM, a HC B 3JICKTPOHHOM BUJIC

d. apxuBHBIC JOKYMEHTHI 10 JINYHOMY COCTABY, KOTOPbIC HE OBLIN BKJIFOUYEHBI B COCTAB
JOKYMEeHTOB ApxuBHOTO (poHna Poccuiickoii denepariu, Mo UCTEYEHUN CPOKOB XPaHEHUS
HoJyIeXaT YHUUTOXKEHUIO JINOO XPaHEHHUIO B apXHUBE OPTaHU3AI[MH B COOTBETCTBUU C
TpeOOBaHUSAMU KOPIIOPATUBHOTO 3aKOHOIaTEIbCTBA

KonTpoJsbHbie MeponpusiTus 1o pasaeiay Ne2
IIpakTHyeckoe 3aganue 1

N3yuute MaTepuasn MeToIn4eckux peKoMeHIalMi «DKCrepTu3a EeHHOCTH U 0TOOP B COCTaB
ApxusHoro ¢onaa Poccuiickoii deaepanun T0KyMEHTOB O JUYHOMY cOCTaBy» MpoekT 2014 r.,
0co0eHHO pazzena 4.5.2.4., a Takke NOBTOpUTE MaTepuai Jekuuu 3 «opMupoBaHUE TUIHBIX
nen corpyaaukoBy Pazaena Il «Ot6op u oopmiieHne e, coaepKaiux JOKyMEHTHI 110 INYHOMY
COCTaBY JJIs IOJITOBPEMEHHOT0 XpaHeHus». [loabp3ysack 00pas31ioM, cocTaBbT€ BHYTPEHHIOKO
OIMCH JIMYHOTO JIeJIa COTPYAHMKA, KOTOpasl JOJDKHA COJIEp/KaTh HE MeHee |12 MyHKTOB.



4.5.2.4. BHYTpEHHSIS1 ONIUCh COCTABISAETCA JIJIs TMYHBIX JI€]T U COJAEPKUT CBEICHUS O MOPSIAKOBBIX
HOMEpaxX JOKYMEHTOB B HEH, MX MHJIEKCaX, JaTaX, 3aroJIOBKax M HOMepax JIMCTOB Jieia, Ha
KOTOPBIX PACIIOJI0KEHBI 3TH IOKYMEHTHI.

K BHYTpeHHEl ONUCH COCTABIISETCS HTOTOBAsI 3aIMCh, B KOTOPOW yKa3bIBaeTCs HuppamMu U
IIPONKCHIO KOJIMYECTBO BKIIIOUEHHBIX B HEE JOKYMEHTOB U KOJIMYECTBO JIMCTOB BHYTPEHHEH
onucH. BHyTpeHHss OnKCh MOANNCHIBACTCA €€ COCTABUTENEM C YKa3aHUEM JOJKHOCTH U JaThl
COCTaBJICHUS.

ITpu u3mMeHeHnn cocTaBa JOKYMEHTOB Jiea (U3bSITUH, BKIIIOUEHUH IOKYMEHTOB, 3aMEHE UX
KOMMSIMU) OHHU OTpaxkatorcs B rpade «[Ipumeyanne» co CHOCKON Ha HOMepa BHYTPEHHEH OIUCH.
MoxeT OBITh COCTaBIICHA U 0C00asi ONUCH STHX U3MEHEHUI.

JleKUMOHHBIH MaTepuaJl
B cocTtaB nu4HOrO /1e71a BXOAAT CAEAYIOIINE JOKYMEHTHI:

e BHYTPEHHSS ONHKCH JOKYMEHTOB, IIOJIINTHIX B TMYHOM JIEIC;

e pesioMe;

e aBtoOHMorpadus;

e aHKETa WM JIMYHBIN JIMCTOK I10 YYETY KaJpOB;

e KOIIMU JOKYMEHTOB 00 00pa30BaHuU;

e  XapaKTEpUCTHUKU HAa paOOTHHUKA;

e TPYIOBOW JIOTOBOP (MOYKET BXOAUTH B COCTAB JINYHOTO JIejIa WK XPAHUTHCS OTJCIBHO);

e KOINMM IIPUKA30B O HA3HAUEHUH, IEPEMEIIEHUH, YBOJIbHEHNUH;

e KONUS CBHIETEIHCTBA O MOCTAHOBKE HA YYET B HAJIOTOBOM OpTaHe;

e  KOIMS CTPAXOBOTO CBUJETEIHCTBA TOCYAAPCTBEHHOTO IEHCHOHHOIO CTPaXOBaHMUS;

e JIOTIOJHEHMS K aHKETE WM JIMYHOMY JIUCTKY T10 YYETy KaJpOB;

e pa3JIMYHbIE CIIPABKH, OTHOCALIMECS K JAHHOMY paOOTHHUKY (KpOME CIPaBOK C MECTa
KHUTEIHCTBA, O COCTOSIHUH 3/I0POBBS M JPYTUX JOKYMEHTOB BTOPOCTEIIEHHOTO 3HAUCHUS,
KOTOPbIE TPYNIUPYIOTCS OTAEIBHO).

CocraB IOKYMEHTOB JIMYHOTO JIeja paOOTHUKA:

3asBJIEHHE O ITpHEeMe Ha padoTy;

TPYZOBOE COTJIalleHNe (KOHTPAKT), JOTIOJHUTEIbHbBIE COTJIALICHHUS;

JMYHBIN JIMCTOK IO YYETY KaJIpOB U JIOTIOJIHEHUE K HEMY;

aHkera (aBrobuorpadus);

JIOKYMEHTBI 00 00pa30BaHUM (KOIHH);

JIOKYMEHTBI 00 YTBEP>KICHHUH B IOJKHOCTHU (KOITUH MM BBIMUCKH ), B TOM YHCJIE 3TO MOTYT

OBITH BBITUCKU M3 POTOKOJIOB YUPEAUTENIEH, aKIIMOHEPOB, YUEHBIX COBETOB, JOKYMEHTHI

KOHKYPCHBIX KOMUCCHH, pe3yJIbTaThl TECTUPOBAHUS;

7. peKoMeHJaTelbHbIe MUChbMa MIIM XapaKTePUCTUKU;

8. IOKHOCTHBIC MHCTPYKITUH (PETIIAMEHTHI);

9. aTTecTallMOHHBIE JIUCTHI, OT3BIBbI, IPECTABICHHUS;

10. nacriopTHBIE TaHHBIE, CBUJETEIHCTBO O OpaKe H T.J. (KOTIHH);

11. 3asBneHuss M TpUKa3bl (KOMUU WIM BBIIUCKH) O IEPEBOJAE Ha JPYIYIO JOJKHOCTb,
MPEJICTaBICHUS], CIPABKU-O0BEKTUBKY;

12. 1OKyMEHTBI O HAarpaKJIeHUH, HAJIOKEHUH B3bICKAaHUN (KOIUH);

ouhkowdE



13. cBemeHuss O JOXOAAaX, MMYIIECTBE W CIPABKUA MPOBEPKH IOJHOTHI U JOCTOBEPHOCTH
JTAHHBIX CBEICHUH (711 TOCYAApCTBEHHOW UM MYHUITUTIAIBHOMN CITY>KOBI);
14. HeBocTpeOOBaHHBIE TOKYMEHTHI (CBUACTEIIBCTBA, TUILIOMBI, TPYIOBbIC KHUKKH H T.I1.);

15. 3asBneHUs U IPUKa3bl (KOIMU WK BBITUCKH) 00 YBOJIBHEHUH, IEPEBOJIE U T.J1.;

16. vHbIe TOKYMEHTHI B CIy4ae HeOOXOAUMOCTH, B YACTHOCTH ISl TOCYIaPCTBEHHOMN CITYKObI
— noapobHee nmocmorpute Ykas [Ipesunenta PO.

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

@

Maenc Hata Homep
e - s xoxy . JAroTOBOK IOKYMeNTS T Tpisceyamme
1 2 3 4 5 3
! Hononriesiue K AUYHOMY NUCMKY NO ydemy !
Kxadpoe
2 19.03.2012 | Jlusnea AUCmoK no ywemy xadpoe 2-3
3 19.03.2012 | Aemobuopadus -
4 | KON 827527 | 26.06.2001 | Konus dunnoma 5
5 10/12-mad 19.03.2012 | Tpydosou doeosop 6~11
6 45-x 19.03.2012 | Konus npuxasa o npueste Ha pabomy 12
Hrtoro ROKYMEHTOB.
(umjpann 3 opoam e |
KOnuuecTeo MucToB BH)’TP&HHQQ Oonucn
(amfpares w njasecuo )
MHcnexTop Wupoxoea T.IO. llinpokosa
(mcaama) | paces posia noamT )
19.032012
Tect k paznemy Ne2
Bonpoc 1
bam: 1,00
ITo KakoOMy TIIPpUHOUIIY CHCTEMATU3UPYIOTCA AOOKYMEHTBI B J€JIaX, COJACPKaAIInX,

COACPpKAIUX ITPUKA3bI, PACIIOPSIKCHUS 110 INYHOMY COCTaBy'?

Bribepure o1H OTBET:

. XpOHOJIOTWYECKHU MIPUHIIMIT: B HAYaJIe JIeJIa TOJDKHBI PAcTIoNaraTbes MPUKa3bl
(pacmiopsbkeHHs) 3a J1eKadpb, TOTOM 32 HOSIOPB | T.JI.

b. XpOHOJ'IOFI/I‘{eCKI/Iﬁ MMPUHIUIL: B HAYAJIC ACJIa JOJIKHBI pacCriojiaratbCs nmpuKa3bl

(pacriopskeHms1) 3a STHBapb, MOTOM 3a (heBpajb U T.1I.



C. HOMEpPHOMY IIPUHIIMITY: OT IIEPBOTO J0 MOCIEIHETO

. o
d. andaBuTHBII PUHIHKIT 11O (GaMUITUKM COTPYTHHKA, O KOTOPOM COJEPKHUTCS MHPOPMAILIHSI
Bonpoc 2
bam: 1,00

Vxaxure BapHUaHT, conepmamnﬁ JIMINHEC B IIECPCUHUCICHUN ((AHaJ'IOl"I/I‘lHO, 10 TAKOMY K€

IMPUHIUITY IPOBOJUTCA CUCTEMATU3alIMA JOKYMCHTOB B JI€JIaX, COACPIKAIIUX ...>»

Bribepute oauH OTBET:
a. Tapru(pUKaMOHHBIE BEOMOCTH, TaOETN 1 HapsAbl paOOTHUKOB BpEAHBIX Mpodeccuit
b. TOKyMEHTBI O IPEICTABICHUH K HArPaXICHUIO
C. aKThl O HECYACTHBIX CITy4asiX, TPYIOBbIE KHIKKH

d. mIpOTOKOJIBI 3aCeJaHNI KOMHCCHIA, TPYAOBBIC IOTOBOPHI (COTJIAIICHHS)

Bomnpoc 3
bam: 1,00

[ToammBka c)OpMUPOBAHHBIX /€I TPOU3BOAUTCS
Bri6epute ouH OTBET:
a. 10 Imepenavyu ux U3 OTAea KaJpOB B apXUB Ha JOJITOBPEMEHHOE XPaHEHUE
b. 1o mpoBeeHUS SKCIEPTHU3bI IEHHOCTH JOKYMEHTOB 110 JINYHOMY COCTaBy
C. mocJi€ YBOJIbHCHHSA COTpYAHUKA

d. mocie 3aBCPUICHUA SKCIICPTU3BI HCHHOCTU JOKYMCHTOB

Bomnpoc 4
bam: 1,00

Bribepure BepHOE yTBEpXKICHHE

Bribepute oauH OTBET:

a. JIokyMeHTHI Jiea MOAIIUBAIOTCS, TIEPETJIETAI0TCS B TP WITH YEThIPE MPOKOJIa CYpOBBIMU
HUTKaMu. [Ipu 3TOM ciieqyer UCIoab30BaTh KAPTOH BHICOKOTO Ka4ecTBa, UMEIOLIUI CPEAHIOI0
IUIOTHOCTh. JIOKYMEHTBI TIOIIIMBAIOTCS, MIEPETUIETAIOTCS TaK, YTOOBI OBLIO 00eCTIeueHO
¢BOOOIHOE UTEHHE TEKCTA



b. IokyMeHTHI Jienia MO/ IINBAIOTCS, IEPEILICTAIOTCS B TPU MPOKOJIa CMECOBBIMH HUTKAMMU.
HpI/I 9TOM CJICAYCT UCII0Jb30BATh KAPTOH BBICOKOI'O KA4CCTBA, I/IMCIOH_[I/II\/JI XOpOWIYIO IIJIOTHOCTD.
JIOKyMEHTBI ITOJIIIMBAIOTCS, IEPETIIIETAIOTCS TaK, YTOOBI OBIJIO 00ECIIEYeHO CBOOOHOE YTCHHE
TeKcTa

C. JIOKyMEHTBI Jiejia MOANINBAIOTCS, TIEPEIUIETAIOTCS B TPU HITH YETHIPE IPOKOJIa CYPOBBIMU
HUTKaMHU. HpI/I 3TOM CJIC,HyeT HCIIOJIB30BaTh KapTOH JOCTAaTOYHOI'O Ka4y€CTBa, I/IMeIOH_II/If/’I
CPEIHIO0 IJIOTHOCTh. JIOKyMEHTHI MOAMINBAIOTCS, TIEPEILICTAIOTCS TaK, YTOOBI OBLIO 00eCIeueHO
CBOOOIHOE YTEHHUE TEKCTA

d. I[OKYMGHTBI AcJIa MMOAIIHBAIOTCA, ICPCIIICTAOTCA B YCTHIPC ITPOKOJIa CYPOBBIMHA HUTKAMU.
HpI/I OTOM CJIEAYET HUCII0Jb30BATH KAPTOH BBICOKOI'O KA4Y€CTBA, I/IMeIOH_[Hﬁ IMOBBIIICHHYIO

MJIOTHOCTh. JIOKYMEHTBI TTOANIUBAIOTCS, IEPETUIETAIOTCS TaK, YTOOBI OBLIIO 00EeCTIeUeHO
CBOOOTHOE YTEHUE TEKCTA

Bomnpoc 5
bam: 1,00

HpI/I HaJIMYUKU B JIMYHOM [ACJIC COTPYAHHKA HGBOCTpC60BaHHI)IX JIMYHBIX JOKYMCHTOB

(ymocroBepeHui, CBUIETENbCTB, TPYJAOBBIX KHM)KEK, BOEHHBIX OUJIETOB U T.II.) OHU

Bri6epute ouH OTBET:
a. BKJIQJBIBAIOTCS B KOHBEPT, KOTOPBIN BMECTE € IPYTUMH JOKYMEHTaMH [OALINBAETCS B IEN0
b. XpaHsTCs y HaualTbHUKA OT/eJIa KaapoB B ceiioBoM mikady
C. XpaHsTcs B (haiiIoBOM BapHaHTe

d. popmupyrOTCS B OTAEIBHOE /10 apXHBa HEBOCTPEOOBAHHBIX JOKYMCHTOB

Bomnpoc 6
bam: 1,00

I/IHq)OpMaI_II/ISI JJUYHOIro acia, riac I_IH(l)paMI/I U TPONHUCBIO YKAa3bIBACTCA KOJIUYCCTBO
MMPOHYMCPOBAHHBLIX JIMCTOB B ACJIC, HAJIMYHUC NPONYIICHHBIX U JINTCPHBIX HOMCPOB, KOJIMYCCTBO

JIMCTOB BHYTPEHHEH OIUCH JieNia ToMellaeTcs
Bribepute oauH OTBET:

a. BO BHYTPEHHIOIO OIIUCH JIENa

b. Ha 000POTHO CTOPOHE MOCIIETHETO TOKYMEHTa

C. Ha MOCJICAHUHN JIUCT OOJIOKKH JIea ¢ BHYTPEHHEH CTOPOHBI



-~
d. B mucT-3aBepurenp aena

Bomnpoc 7
bamr: 1,00

Kaxoe IIpaBUJIO HE 00513aTEIbHO K HCIIOJHEHUIO IIpyu U3MCHCHHUHN COCTaBa JOKYMCHTOB

JIMYHOIO ACJia (I/I3’BHTI/IC, BKJIFOYCHUE TJOKYMEHTOB, 3aMCHA UX KOIIUAMU U T.H.) ?

Bri6epute oquH OTBET:

a. U3MEHEHMS 003aTENIHLHO 3aHOCITCS B rpaq)y ((HpI/IMCLIaHI/Ie» OIINCH CO CCBIJIKAMM Ha
COOTBETCTBYIOIINME NJOKYMCHTBI, HA OCHOBAHHHU KOTOPBIX IIPOU3O0MIIO U3BATHUEC, JOIIOJTHCHHUC,
3aMCHa KOIIUAMMU U T.II.

b. usparue AOKYMCHTOB U3 JIMYHOI'O JcJIa HEAOITYCTUMO
C. MepECOCTABIIAACTCS JIMCT-3aBCPUTECIIb Jica

d. mepecocTaBisieTCst UTOTOBas 3alUCh K BHYTPEHHEH OIMUCH JieNa

Bomnpoc 8
bam: 1,00

B MMPUBCACHHOM IIPUMCPE MOJIOKCHHUA O MYHUTTUIIAJIBHOM apXUBC JOKYMCHTOB I10 INYHOMY

COCTaBY yKa3aHO

BeiGepute ouH OTBET:

a. YTO yYPEKJECHUE IPUHUMAET Ha OCHOBE 3aKJIFOUEHHBIX JOIOBOPOB U B COOTBETCTBHH C
rpaduKaMu OT YUpPEKICHUN, OpraHu3alui 1 NpenpUsITUi-UCTOYHUKOB KOMIIEKTOBAHHUS
ApxuBa JOKYMEHTHI 110 JUYHOMY COCTaBY, 00pabOTaHHBIE U YYTEHHBIE COTJIACHO YCTAaHOBJIEHHBIM
IpaBUiIaM, a Tak ke JOKYMEHTBI OT JIMKBUIMPOBAHHBIX OpraHMU3aluil, He UMEIOLINX
IIPABONPEEMHUKOB

b. 4TO apXWB BBIMOJIHSIET BCE OMEpaIiy Ha 0€3BO3ME3HON OCHOBE

C. APXUB BBIAACT 110 3asABJICHUAM I'paXJiaH TOJIBKO apXUBHBIC CIIPABKH, ITOATBCPKAAOIINC
TPYZOBOM CTa)K, pa3Mep 3apabOTHOM IJIaThl U IPYTUe BOMPOCHI, HEOOXOAUMBIE /ISl 0OPMIICHHS
NIEHCUI IpakJaHaM U PEIIECHUs APYTUX COLUAIBbHO-TIPAaBOBBIX BOIIPOCOB

d. yupexxeHre He UMeeT MpaBa OKa3bIBaTh YUPEKJACHUSAM, OPTraHU3ALUSAM, IPESIITPUITUSIM
METOJNYECKYIO, U TPAKTUYECKYIO ITIOMOILb B IIPOBEICHUU IKCIIEPTU3BI U YIIOPSAAOYEHUN
JIOKYMEHTOB

Bonpoc 9
bam: 1,00



B crmuckax apxuBOB JOKYMEHTOB IO JIMYHOMY COCTaBy IpU HPUCBOCHUH (POHIOB

YUPCKACHUAM U NPCAIPUATUAM HUCIIOJIB3YETCA

Bri6epute oquH OTBET:

d. YMCJIOBas HyMepalusa

C b. 6ykBerHO-IMpOBas

C. CJIOBECHO-YHCJIOBasA

d. uugposas

Bonpoc 10
bam: 1,00

Benenue nu4YHBIX Ael 00s13aTeJIbHO KaHPOBOﬁ CJ'Iy>K6OI>i U XPpaHCHHUC B OpraHu3alliu

00s13aTeIbHO

BeiGepure oquH OTBET:
a. st OO0 nu OAO
b. anst Bcex rpakaad Ha Teppuropun PO
C. U1 00pa30BaTeNbHBIX yupekaeHui PO

d. Ha rocyIapCTBEHHOMW TPaXKIaHCKOM CiryxOe

KonTtpoabsHnbie meponpusitust k Pasneny Ne3
IIpakTHyeckoe 3a1aHue 2

N3yuure matepuan [IpaBun oprannzannuy XpaHeHus, KOMIUIEKTOBaHUS, y4€Ta U
UCIIOJIb30BAaHUS IOKYMEHTOB apXMBHOTO (OHIA POCCUICKON (enepauul v Ipyrux apXUBHbIX
JOKYMCHTOB B I'OCYAapCTBEHHBIX OpraHax, opraHax MECTHOIo CaMOYIIpaBJICHUA U
opraau3zanusax» ot 07.09.2015 r., ocobenHo pazaena 5, a TaKKe MOBTOPUTE MaTepUall JEKIUU 2
«/cnonp30Banue apxXrUBOB MO JIMYHOMY cocTaBy» Paznena III «Onucanue, nouck u
MCIIOJIb30BaHUE apXHUBOB I10 JINYHOMY cocTaBy». [1ob3ysich 00pa31ioM, COCTaBbTE apXUBHYIO
BBINNCKY, KOTOpasi 10JI)KHA COJEPKAaTh HE MEHEE 3 ITyHKTOB.

5.10. ApxuB opraHu3aIi pacCMaTPUBAET U UCTIOTHSET 3aMPOCHI, TOCTYIHBIIIHE B
MUChMEHHOU (hopMme.



3ampoc moxp30BaTeNs JOKEH COJEPKaTh CICAYIONIYI0 HHPOPMAITUIO:

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

2. MOYTOBBIN W/WIIN 3JIEKTPOHHBIH aJjpec, 0 KOTOPOMY J0JDKEH OBITh JaH OTBET;

3. CBEJICHUSI, UHTEPECYIOIHNE TI0JIh30BATENSI U XPOHOJIOTHYECKUE PAMKHU
3arpamuBaeMoil nHdopMarmm;

4, dbopmy noTydeHus MoJIb30BaTeneM HHbopMauu (MHGOPMAIIMOHHOE TTUCHMO,

apXWBHas CIIPaBKa, apXWBHASI BHIITMCKA; apXUBHAS KOIHUS, TEMATUYECKUI TICpPEUYCHbD,
TEMaTUYECKHI 0030p JOKYMEHTOB)7;

5. JUYHYIO TIOJITUCH aBTOpa 3amnpoca (rpa)IaHuHA WIH JOJKHOCTHOTO JIUIA);

6. JaTy.

[Tpu mocTyrIeHnH B apXyUB OpraHU3alliy HHTEPHET-00palieHus (3armpoca) moab30BaTes
C YKa3aHHEM ajpeca MIEKTPOHHOM MOYTHI U/UITU MIOYTOBOTO aJIpeca, EMYy HaIlpaBisIeTCs
YBEIIOMJICHHE O ITpHeMe OOpalieHus (3armpoca) K pacCMOTPSHHIO WM MOTUBUPOBAHHBII OTKa3 B
paccmotpenuu. [IpuHsITOE K pacCMOTPEHHIO oOpalieHue (3anpoc) pacreyaTbiBacTCs U B
JTaIbHEUIEM padoTa C HUM BEJETCS B YCTAaHOBJICHHOM ITOPSIZIKE.

Ha 3ampockl TeMaTH4ecKoro xapakrepa, OCTYIUBIINE B ApXUB OPraHU3alUHU 10
MH(OPMaLIMOHHO-TEIIEKOMMYHUKAIITMOHHOM CETH, B TOM YHCJIE 1O ceTH VIHTepHET, OTBET MOXKET
OBITH HAmPaBIIEH B BUJE AIEKTPOHHOTO JOKYMEHTA MO yKa3aHHOMY aBTOPOM 3ampoca
AIIEKTPOHHOMY aJpecy.

3anpoc JOMKEeH OBbITh 3apETUCTPUPOBAH B T€UEHHE TpeX pabounx JAHEH ¢ MOMEHTA ero
MOCTYIIJICHUS.

3anpoc, HE OTHOCSIIUICS K COCTaBy XpaHANIUXCA B OpraHu3auu JOKYMCHTOB
(HerOCI)I/IJ'IBHHﬁ 3anpoc), B T€UEHUM 7/ THEH CO THA perucTpanuru 3arpoca HarpaBJIACTCAd B
OopraHu3alnuro, ra€ MOryT XpaHUTbCA HCO6XOI[I/IMBIG JAOKYMCHTHI C YBEAOMIICHUEM 00 3TOM
IIOJIB30BaTCIIA.

3anpoc, IOCTYIUBUINKI B apXUB OPraHU3aLUHU, UCIIOIHSETCA B yCTAHOBIEHHOM ITOPSAJIKE B
COOTBETCTBUH C TPEOOBAHUSAMH 3aKOHOJIATENbHBIX U MHBIX HOPMATUBHBIX ITPABOBBIX aKTOB IO
paboTe ¢ 0OpaleHUsIMH FPpaXKAaH U MPETOCTABIEHUIO FOCYIapCTBEHHBIX (MYHUIIMITAIBHBIX )

YCIIYT.

OTBeT Ha MOCTYNHUBIIHMKI B apXUB OpPraHU3alMu 3alpoc npeaocTasisiercs B TeueHue 30
JHEeH co aHs ero peructpanuu. C paspernieHus: pykKoBOICTBAa OpraHU3aIMK STOT CPOK MOXKET OBITh
npojuieH He Oonee yem Ha 30 AHEH, C yBeJOMIEHUEM 00 9TOM 3asBUTEIS.

5.11. OTBeTHI Ha 3aIIPOCHI MTOJIB30BATENEH, B TOM UUCIIE OTBETHI HA 3alPOCHI I'PaXk1aH
COLIMAJILHO-TIPABOBOI0 XapakTepa, 0popMIISIIOTCS B (OpMe apXUBHOM CIIpaBKU, apXUBHOM
BBIMHICKHU M apXUBHOW KOMHMH, COCTABJIEHHBIX Ha OJIaHKE OpraHu3aluy (apXxuBa OpraHu3aliun),
0(OpPMIICHHBIX U 3aBEPEHHBIX B YCTAHOBJICHHOM MOPSIKE.

[Tpu oTCyTCTBUM TOKYMEHTOB, HEOOXOJMMBIX ISl HICTIOJTHEHHS 3a1poca
COIMATBHO-TIPABOBOTO XapaKTepa, COCTABISIETCSI OTBET 00 UX OTCYTCTBUU C YKa3aHHEM NMPUUIHH
Ha O/laHKe opraHu3anuy. B ciaydae oTpuIaTensHOro OTBeTa MUChMO, CoeprKaliee HH(pOpMannio
00 yTpaTe Uiy rubeny HeoOXOUMBIX TOKYMEHTOB, JOKHO ObITh 3aBEPEHO MEYaThIO
OpTaHHU3anuy.
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5.13. ApXuBHBI€ BHIITUCKU M apXUBHBIE KOUU O(hOPMIIIOTCS Ha OJIaHKE OpTraHU3aIiH
(apxmBa opranuzanuu) ¢ 0003HaYeHNEM Ha3BaHUS BUaa JokyMeHTa: «APXVBHAS
BBIIINCKA», cKAPXNBHA KOITH».

B apXI/IBHOf/'I BBIIIMCKEC HA3BAHUEC JOKYMCHTA, €0 HOMECP U JaTa BOCIIPOU3BOAATCA
IIOJIHOCTBIO.

Brinucka npou3BoAUTCS TOJIBKO U3 IOKYMEHTA, B KOTOPOM COJIEPKHUTCS HECKOIBKO
OT/IENIbHBIX, HE CBSI3aHHBIX MEX]1y CO00I BOMpocoB. BrInucka J10J5KHA BOCIIPOU3BOIUTE MOJIHBIN
TEKCT 4acTU JOKYMEHTa, OTHOCSIIEHNCS K 3aIlpocy.

W3BrnedyeHneM U3 TEKCTa AOKYMCHTA JOJI’KHBI OBITh HUCUCPIIaHbl BCC UMCIOIIHUECA JaHHBIC
I10 3a11pocy. Hagamno n KOHCII Ka)KA0I'0 U3BJICUCHUA, 4 TAKKE IMMPOIMYCKH OTACIIBbHBLIX CJIOB B TCKCTC
JOKYMCHTA 0003HaYaI0TCSI MHOTOTOYHEM.

B apxuBHOI BbINKCKE TOJIKHBI OBITH CAEIaHbl COOTBETCTBYIOIINE IPUMEUAHUS U
OTOBOPEHBI YaCTH TEKCTa OPUTHHAJIA, HEPa300PUMBO HANMCAHHBIE, UCTIPABICHHBIC aBTOPOM, HE
NOAJAOUIMECS IPOYTEHUIO BCIEACTBUE MOBPEXKIECHUS TEKCTA U IPYTUM NTpuurHaM. OTaenbHbIe
CJI0BA U BBIPAXKCHUS JOKYMEHTA, BBI3BIBAIOIINE COMHEHHS B UX TOUHOCTH, a TAK)KE UCIIPABIICHUS,
IIOJAYUCTKH, BBI3BIBAIOLIME COMHEHHUE B UX JOCTOBEPHOCTH, OTOBAPUBAIOTCS IIoMeTaMu: «Tak B
JOKyMeHTe», Win «B Texcte Hepa30opunBo», miu «Tak B TekcTe opuruHana». [locne Tekcra
ApPXMBHOM BBITUCKH YKA3bIBAIOTCS apXUBHBIN MU U HOMEPA JINCTOB €AUHUIIB XPAaHEHUS
apXMBHOT'O JOKYMEHTA.

Ecnu BeIMCcKa 3aHUMaET OoJliee OJHOIo JHCTa, apXI/IBHHﬁ H_II/I(1)p U HOMEpa JIMCTOB
CAWHUIBI XPAHCHUS apXUBHOI'O JOKYMCHTA YKA3bIBAOTCA Ha 06op0Te KaXXJa0ro JIucTa.

ApxuBHbIe UGPHI U HOMEPA JIUCTOB €AMHULl XPAaHEHUS IOKYMEHTAa MIPOCTABISAIOTCS Ha
000pOTE KaXKJI0T0 JIMCTa APXUBHOW KOITUH.

ApXI/IBHaSI BBIIIMCKA U apXHBHAas KOS MMOANINCBIBAIOTCA PYKOBOAUTECIIEM OPraHn3aluu
HJIM UHBIM YIIOJTHOMOYCHHBIM UM JOJIKHOCTHBIM JIMIIOM U 3aBECPAIOTCA II€YAaThIO OpraHu3aiuu.

Bce nmucThl apXMBHO# BBITTMCKH U QpXUBHOM KOITUH JTOJDKHBI OBITH TPOIITUTHI,
POHYMEPOBAHBI M 3aBEPCHBI aHAJIOTUYHO TOMY, KaK 3aBEpSeTCs MHOTOCTpaHHYHAs apXUBHAs
CIIpaBKa.

5.14. IToaAroToBNEHHbBIE APXUBOM OpraHU3al[M1 OTBETHI HA 3aIIPOCH] (APXUBHBIE CIIPaBKH,
apXUBHBIE BBITUCKH U apXUBHbBIE KOMTUH ) HAPABIIAIOTCS 3asBUTEIISIM 110 TIOUTE MJIN BBIJAIOTCS:
3asIBUTEIIIO — IIPU IPEIbSABICHUN JOKYMEHTA, YIOCTOBEPSIOLIErO TUNYHOCTD, €r0 IIPEACTABUTEISAM
— IpU NPEeIbABICHUH TOKYMEHTA, YOCTOBEPSIOIIETO TUYHOCTh U IOBEPEHHOCTH, OPOPMIIEHHOM
B YCTaHOBJICHHOM mopsake. [loydarens apXvUBHOM CipaBKH, apXWBHOW BBIITACKH WA apXUBHOMN
KOIIMYU PaCIUCBIBACTCSA HA BTOPOM JK3EMILIIPE MOIYy4aeMOro JOKYMEHTa, OCTAIOMEMCS B 1eax
apXMBa OPraHU3alliH, C YKA3aHUEM JIAHHBIX MAaCIOpTa WIM IPYroro J0KyMEHTa,
YIOCTOBEPSIOLIETO JIMYHOCTD MOJIy4aTeNs.

5.15. ApxuBHBIE CITPaBKH, apXUBHBIC BHIMMUCKU M ApXUBHBIC KO, HAIIPABIISIEMbBIC B
rocynapcTna, noanucasmme ['aarckyto KoHBeHIUIO 1961 1., B COOTBETCTBHM C KOTOPOl HE



TpeOyeTcs KOHCYJIbCKas Jieraau3anus opuiraibHbIX JOKYMEHTOB, 3aBEPSIOTCS IPOCTABICHUEM U
3aM0JIHEHUEM CIIEHMAJIBHOTO LITaMIIa - allOCTUJIS.

ArnocTriib Ha APXUBHBIX CIIPABKAaX, apXHWBHBIX BBINIUCKAX U APXUBHBIX KOIIUAX,
MOJIFOTOBJICHHBIX (hefiepaIbHbIMU OpraHaMU FOCYIapCTBEHHON BIacTH (KpOME TeX, KOMY TaKoe
MIPaBO MPEIOCTaBIEHO HOPMATUBHBIMU MPABOBBIMU aKTaMU) IPOCTABIISIET (heepaabHblid OpraH
WCTIOJTHUTEIILHOM BJIACTH, YIIOJTHOMOYCHHBIN B cepe apXUBHOTO JieTa.

Ha apxuBHBIX cripaBKax, apXUBHBIX BBIMHCKAX U apXUBHBIX KOMHIX, OJTOTOBIEHHBIX
OpraHu3alUsIMH, PACHOJIOKEHHBIMU Ha TeppUTOpUH cyOBeKTOB Poccuiickoit denepannu (kpome
TeX, KOMY TaKoe MpaBo MPe0CTaBICHO HOPMAaTUBHBIMU NIPAaBOBBIMU aKTaMH), alIOCTHIIb
MIPOCTABJISICTCS] OPraHaMH UCIIOJIHUTEIILHOM BIacTH CyObeKTOB Poccuiickoit deneparumy,
YIIOJTHOMOYEHHBIMH B cpepe apXUBHOTO Jieja.

[IpocraBnenue anocTuis Ha apXUBHBIX CIIPABKAX, APXMUBHBIX BBIMHCKAX U APXUBHBIX
KOIUSX, NOATOTOBJICHHBIX aPXUBAMH OPraHU3alH, OCYIIECTBIISIETCS MMOCIE UX TUCbMEHHOTO
oOparreHus, ¢ mpeicTaBlieHneM B yrostHoMo4eHHbIH [IpaButensctBom Poccuiickoit deneparuu
(denepanbHBIN OPTaH UCTIOTHUTEIIBHOM BJIACTH WIIM OPTaH UCIIOJHUTEIIBHOM BJIACTH CYOBEKTa
Poccwuiickoit @deneparnu, ynoTHOMOYCHHBIN B cepe apXUBHOTO Jiejia, 00pa3IoB MOAIUCEH, ¢
MOATBEPKICHUEM TTOJTHOMOYHM HA TPABO MOANUCH KOHKPETHBIX JOJKHOCTHBIX JIUII, & TAKXKE
00pa3IoB MevaTei.

ATIOCTHIIb HE MPOCTABIISIETCS HA JJOKYMEHTaX, MpeAHa3HAuYEHHBIX JJIs1 HAIIPaBJICHUS B
rocynapcTBa, ¢ KoTopsiMu Poccuiickast @enepalius 3aKI04IIIa 10TOBOPHI O PAaBOBOI MOMOIIY U
MIPABOBBIX OTHOILIEHHSX MO FPaXKAAHCKUM, CEMEHHBIM U YTOJIOBHBIM JeJIaM, a TAKKe B
rocynapcTBa - yuactHuku CHI', moanucasmue Cornamienye o NpuHIMIAX U popmax
B3aMMOJICHCTBHS B 00JIACTH UCTIOIH30BAHUS apXUBHON HH(GOPMAIIUU, UITU C KOTOPBIMH UMEIOTCS
JIBYCTOPOHHUE COTJIALIEHUS O COTPYIHUYECTBE.

B CJIydac OTKa3a B IPOCTABJICHUHN AlTOCTUJIA 3asIBUTCIIIO B TCUCHUC TPEX pa60‘{I/IX JHEeH
HAIpasBJISICTCA MMCbMCHHOC COO6HI€HI/IC O IPpUYMHE OTKa3a.

JlekIIMOHHBIN MaTepHa

ApXUBHBIE CTIPABKH, BBIITUCKU M KOTIUU BbIIAIOTCSI HA OCHOBAaHUU MHCbMEHHOT'O 3a1poca
(U3UUECKOro UK IOPUANYECKOT0 JIUIa, KOTOPbII JOJDKEH Coiep KaTh HaMMEHOBaHue (1 ajipec
IPY NepechbUIKe) OpraHu3aliK (apX1uBa), KOTOPOW OHU aJIpeCcOBaHbl; U3JI0KEHHE CYLIECTBA
BOIpOCa; GaMUIINIO, UMsl M OTUECTBO OOPAIIAOIIET0Cs; €ro aJipec, KOHTaKTHbIE TeJIe(OHBI; AaTy
U JIMYHYIO NoANuCh. B 3anpoce, conepkaiieM npocb0y o MOATBEPKAECHUN TPYAOBOTO CTaKa WIN
pa3mepa 3apabOoTHOM IJIaThl, YKa3bIBAIOTCS KpaiHUE 1aThl, MECTO U JIOJIKHOCTH PaOOThI.

BrimanHbie apXUBHBIC CIIPABKHU, KOTIMH U BBIMHUCKH U3 IOKYMEHTOB PETUCTPUPYIOTCS B
XKypHaie o popme.



lMpunoxeHue 3

NpumepHas popma XypHana pericTpaLi BbIAAHHBIX CNPABOK, KONHIA, BbINHCOK

KYPHAN
perncrpalyiu BblAaHHbIX (NPaBoK, KOﬂMﬂ, BbINWCOK
Haszsanue Rara
Aaran BLIRAKHOrO | o A Pacnucka
Aevop 3anpoca, |perncrpa-| Copep- AOKYyMeHTa P P 8 nony-
Ne < UMOMMBIR Npume-
s nex. N2, para, UMOMMBIA Wamue (konus, HoMep qeHnn P
appec, renedon HOMep s3anpoca BLINNCK, | o wnoro | WMAATA
3anpoca cnpaexa A OTNPABKK
wap.) AOKyMeHTa
1 2 3 4 5 6 7 8

Obpawenus epasxrcoam, 8 KOMopvIX OMCYymcmayom amuniuu, aopeca u HOONUCU
00pAWAIOWUXCSL, CHUMAIOMC AHOHUMHBIMU U He NOOJLENHCAM PACCMOMPEHUIO.

B cryuae ecau 6 obpawenuu npedcmasnena HenoaHas UHGOPMAYUsL O 3aNPAUUBAEMBIX CBEOEHUSX
(Hanpumep, He YKA3AHO CMPYKMYpPHOe noopasoeneHue il 3a Kakue 200bl mpeoyemcs
noomeepaicoeHue 0 mpyoo8om cmadice, 3apabomuoii niame u op.), Apxus 0033aH 3anpocums y
3aseumeinsi OONOJIHUMENbHbIE CGEOCHUsL.

Cpok ucnonneHus: 3anpocos CoyuanrbHO-NPABoBO20 XapaKmepa parcoan U opeanu3ayuli no
0OKyMeHmam apxuea He 0o0JiceH npesviuiams 30 OHeli co Ous pecucmpayuu oopawenus. Ilpu
CILOJICHBIX 3aNpPOCax CpoK Modcem Oblmb NPooieH, Ho He bonee wem Ha 30 Ouetl, ¢ 06s3amenbHbLIM
yeeoomaeHuem 00 IMom 3aa6Umens.

B cnyuae nocmynnenus 6 apxue Henpohuibhoco 3anpoca (ne no Ha3Ha4eHur) 3anpoc
nepecwiiaemcsi N0 NPUHAOIEHCHOCMU 8 Opyeue OP2aHU3AYUL UTU APXUBLL 8 J-OHEBHBLU CPOK C
MoOMeHma 0bpawjenus, 0 4em 00800UMCcs 00 C8e0eHUsl 3As8UMEIISL.



lNpunoxenue 2

Mpumep 0popmMaeHHA APXHBHON BHINHCKH
OTKPbITOE AKUMOHEPHOE OBLUECTBO NIO. Cummnyvivon
“MbITULLWWHCKUIA XNOMNOK” yn. Crpourenen, a. 8, k6. 115,
ApXHUBHAR BHINWCKA MocKkoBCKaA 06NacTy,

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

r. Mocksa

W3 NPUKaza ot 24.07.75 N2 62-x anpexropa
MBTHUWKUHCKOTO XNONUATOOYMAXHOrO KOMOMHATA

B uensx NOBLULEHHA TBOPUECKON AKTMBHOCTH PAboUMX OCHOBHBLIX NPOGECCHi, BHIABNEHNA K pac-
NPOCTPAHEHHA BLICOKONPOMUIBOANTENLHBIX METOROB PAtOTH HA KOMOMHATE NPOBOANNCA KOMKYPC
padouero MacTepcTea No NPAAUALLLIMLAM M TKAUAM (TaK 8 JOKYMeHTe), B COOTBETCTBMUM C YTBEPKAeH:
HbIMK YCNOBHAMMK NO NPOBRCHMIO KOHKYPCA, NPUKA3bIBAK:

1. Npemuposats nobeanTenen KOHKYpPCa pabouero MacTepCTsa, 3aHABIIKMX NPH30BLIe MeCTa:

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

AupexTop KomdnHata @ W H.A. @omunues
COrnacoBato ¢ NPOGKOMOM k/ ?‘W 0.B. Xapnamosa

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

Bepuo:

lenepanbubin AvpexTop oblecTea ,é\l}{ t([ KA. Kpenertos

Ny2avesa Nlo6oes NleonudoeHa
345-78-56

Tecm k pazoeny Ne3

Bonpoc 1
bann: 1,00

Onucek e Mo JTMYHOMY COCTaBY BKJIIOYAET B ceOs
BriGepute onuH OTBET:

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

b. HauMeHOBaHKe OpraHu3aIK; HoMep (OH/Ia; MOPSAKOBBIA HOMEP; HHIEKC faeina (Tpu
HAJTMYUH HOMEHKIIATYPBI JIeN); 3ar0JIOBOK JIeJIa; 1aTa Jieja; YMUCIIO JIUCTOB B [elie; MPUMeUaHHe
(ecmu ecTh)



C. HANMEHOBAHME OPTaHU3AINH; CTPYKTYPHOT'O TMOApa3IeNeH s ; HoMep (OH/a; TOPSAKOBbIH
HOMeDp; UHAEKC Jeia (IpY HAIMYMKA HOMEHKJIATYpPHI Je]l); 3aroJ0BOK JAela; JaTa Jella; YUCIIO
JIMCTOB B J€JIE; IpUMEYaHue

d. HauMeHOBaHKE OpraHu3auy; HoMep (HOH/Ia; MTOPSIKOBBIA HOMED; HHJIEKC jeia (Tpu
HATMYUY HOMEHKJIATYPBI JeJT); 3ar0JI0BOK JIeJIa; aTa Jelia; YICIIo JUCTOB B Jelie; AaTy mepeaadn
dbonga

Bonpoc 2
Bamn: 1,00

Bri6epute HeBepHOE yTBEpKICHHUE

Bri6epute ouH OTBET:

a. Omnmce ACII IO JINYHOMY COCTAaBY COCTABJIACTCA B TPEX 3K3CMILIApAX

I
b. Onuce ACJI IO JIMYHOMY COCTaBy COCTABJIACTCA B TPEX IK3CMILIIApaxX

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

IPUHLINITY, KOTOPbIE OOBIYHO COYETAIOT B OJJHOW OMMCH: B KaXKJI0M XPOHOJIOTUYECKON IpymIe
Jiena pacupeelsiloTCs B COOTBETCTBUU CO CTPYKTYPHBIM ITOAPA3ACICHUEM
- o o

d. Omuck Jen 1o JUYHOMY COCTaBY — YYETHBIN JIOKYMEHT, KOTOPBIH COACPIKUT MePEUCHb
JIOKYMEHTOB JI€JI 10 JINYHOMY COCTaBY C YKa3aHUEM MHJEKCOB, HA3BAHUM TOKYMEHTOB U Ip.

Bomnpoc 3
bam: 1,00

IIpn cocraBieHMH OMMCH i€l IO JIMYHOMY COCTaBy II0 HOMHMHAJIBHOMY HPHHIUILY

3aroJIOBKH €)1 B OITMCH UAYT B CHGILYIOHIGPJI OCJICA0OBATCIBbHOCTHU !

Bri6epute ouH OTBET:

a. IMIIeBBIC cYeTa paboumX M CITYXaIUX 10 3apa00THOM T1aTe (pacueTHBIC BEIOMOCTH 110
3apIuiaTe); CIICKH JIMYHOTO COCTaBa; JIMYHBIE JIeJIa; HEBOCTPEOOBaHHBIE JINYHBIC MTOITHHHBIC
JIOKYMEHTHI YBOJIGHHBIX PA0OTHUKOB (ITPU OTCYTCTBUH OTACIHLHOMN OMUCH)

b. Tpyn0BbIe JOTOBOPHI (COTIIAIIEHHS ); aKThI O HECYACTHBIX CITydasx

C. CIIUCKHU JJUYHOTO COCTaBa; KApTOUYKHU [0 YUETYy JINYHOTO COCTABA; JIMUHBIE JIeJa; TPYI0BbIE
JIOTOBOPBI (COTIIAIIICHUS )

d. mpuKkassl (pacopsHKeHHs ) IO JINYHOMY COCTaBY; CITUCKH JIMYHOTO COCTaBa; JIMYHBIC JIEIa;
KApTOYKH IO YYETY JUYHOTO COCTaBA



Bonpoc 4
Bbamn: 1,00

Kakomy HOpMAaTHBHOMY JOKYMEHTY NMPUHAIUICKUT cTaThsi 24, kortopas riacut: «Coop,
XpaHEHHE, UCIOJIB30BAHNE U PACIIPOCTPaHEHHE MH(POPMALUU O YaCTHOW KU3HH JHLa 0e3 ero
corylacusi He Jomyckaercs. OpraHbl TOCYJapCTBEHHOM BJIACTM M OpPraHbl  MECTHOI'O
caMOyIpaBJIeHHUs, MX JOJDKHOCTHBIE JIMIAa O0s3aHbl O00ECHEeUUTbh KaXJIOMY BO3MOXKHOCTh
03HAKOMJIEHHUS C IOKYMEHTAMU U MaTepHallaMi, HEIIOCPEACTBEHHO 3aTparnBalolMMU €ro 1pasa

1 cBOOO/IbI, €CIIM MHOE HE MTPELYCMOTPEHO 3aKOHOM»?

Bribepure ouH OTBET:

a. Tpynosoiui konexc PO

“ b Koncrurynus PO

C. 3akoH P® «O nepconanbHbIX AaHHbIX» Ne 152-D3

d. denepanbHbiii 3aKoH 0T 22 okTs10pst 2004 roga Nel125-03 «O0 apxuBHOM Jierie B
Poccuiickoit deneparum»

Bomnpoc 5
bam: 1,00

Haiigute nuiHee: 3anpoc CONHAJIBHO-TIPABOBOT'O XapaKTepa ...

Bri6epute ouH OTBET:

d. 3TO 3a1pocC O NOATBEPKIACHUU TPYAOBOTO CTAXKaA MIIH pa3Mepax 3apa60TH0171 I1J1aThI,
Harpax acHuu, NIpuCBOCHUUN 3BaHI/II\/JI, MOJIYYCHHA 06p330BaHI/I$I " T.II.

b. aT0 3anpoc, cBSI3aHHBIH ¢ BOCCTAHOBJIIEHUEM POJCTBEHHBIX CBSI3€H, HCIIOJIHEHUE KOTOPOTO
SABJISIETCS MUIATHOM YCITyTOM apXuBa

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

d. BbImaeTcs GecriatHo B (hopMe apXUBHOMW CIIPABKH, apXUBHOM KOTUU U apXUBHOM BBITUCKH

Bonpoc 6
Bbamn: 1,00

CpoK HCTIONHEHUS 3alIpOCOB COLUANIBHO-TIPABOBOT0O XapaKTepa IrpakAaH U OpraHu3alui 1o

JOKYMCHTAM apXHBa HC JOJKCH IMPEBBINIATH )IHefI. HpI/I CJIOKHBIX 3allpocCax CPOK MOXKET



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

3as1BUTCIIA

Bri6epute oquH OTBET:

i’" . o
a. 30 xaneHgapHBIX JHEH co AHS perucrpainuu obpameHus; 30 qaei
i’" . o
b. 30 aueii co aust perucrpanuu obdparieHus; 15 quei
" . o
C. 30 xaneHgapHBIX JTHEH CO JHS perucTparuu odpamenus; 15 qaei
f" o o
d. 30 paGouux maHeit co aHs peructpaiuu odpamienus; 30 aHei
Bonpoc 7
bam: 1,00

HMmeromuecs B JIMYHBIX Jienax JIMCTKH 10 Y4€Ty KaIApoOB, AHKCTHI, aBTO6I/IOI‘pa(1)I/II/I,
CO6CTB€HHOpy‘{HO COCTaBJICHHBIC 3asABUTCIIEM, Ha KOTOPBIX OTCYTCTBYIHOT OTMETKHU O ITPOBCPKE
HUMCIOIIUXCA B HHX CBG,Z[CHPIIZ Ha OCHOBAHUHW NPCACTABJICHHBIX INOAJIMHHBIX HJOKYMCHTOB HUJIU

CIIPaBOK

Bri6epute ouH OTBET:

a. MOTYT CIIY?KUTb OCHOBAaHUEM JUJIS BbIJIaYM apXUBHBIX CIIPABOK O TPYAOBOM CTa)Ke IpPHU
MACbMEHHOM Pa3pEeUIeHNH TUPEKTOpA apXrBa

b. MOTYT CIIY)KUTb OCHOBAHUEM JJIS1 BbIAAYU APpXUBHBIX CIIPABOK O TPYJOBOM CTaXXC

C. MOT'yT CIY’KUTh OCHOBAHMEM JJIs BbIJIaYN apXUBHBIX CIIPABOK O TPYAOBOM CTaXXE MpPH
NMUCBbMCHHOM DPAa3pClICHUU OUPCKTOPA OpraHu3anunu, rac pa60TaJ1 COTPYAHUK

d. me MOT'YT CIIYKUTb OCHOBAHUECM IS BbIJAUU APpXUBHBIX CIIPABOK O TPYAOBOM CTaXXC

Bonpoc 8
Bbamn: 1,00

VYKaxuTe HEBEpHBIM BapHaHT: «B KkauecTBe JOKYMEHTOB, MOATBEPKIAMOIIMX TPYAOBOU
CTaX, Ul COCTABJICHUS CIIPaBKU MPH OTCYTCTBUU MPHUKA30B MO JUYHOMY COCTaBY MOTYT OBITh

HCIIOJIB30BaHHI ...»

Bribepute oauH OTBET:

a. MpHUKa3bl IO OCHOBHOMH JACATCIIbHOCTH



b. ankera
C. JIMIIEBBIC CUeTa 10 3apabOTHOM TIaTe

d. mrraTHOE paciucaHuc opranu3anuu

Bonpoc 9
bam: 1,00

HpI/I BbLJAYC IIOAJIMHHOIO JAJOKYMCHTA M3 apxXuBa II0 JHMYHOMY COCTaBYy I10JIy4aTClib
IMOJJIMHHOTI'O JIMYHOI'O JOKYMCHTA JOJKCH pacClucaTbCsa Ha 06op0Te KOITMH JIMYHOI'O JOKYMECHTA,

OCTalOMICHCs B apXuBe opranu3anuu. [Ipu 3ToM B paciucke yKka3bIBaeTcs
Bri6epute ouH OTBET:

a. KOHTPOJIbHAS JaTa BhIJIa4M JOKYMEHTA

b. crenens poacTa

C. AaCTIOPTHBIC JAHHBIC 3asSBUTEIIS

d. LECJIb U CPOKH BblJa4M JOKYMCHTA

Bonpoc 10
bam: 1,00

I[ena, coAcpiKalmue MAOOKYMCHTBI II0 JIMYHOMY COCTaBYy BbIAAOTCA BO BPEMCHHOC

II0JI30BAHNE U3 XPAHWINILL Ha CPOK, HE IIPEBBIIAFOIINN:
Bri6epute ouH OTBET:

a3 MEcCdIlla BO BpEMCHHOC MMOJIb30BAHUEC JIA APYTUX OpFaHI/BaHI/II\/’I

I
b.3 Mecdla 11 UCTI0JIb30BAHUA NOKYMEHTOB B UUTAJIbBHOM 34aJIC

c.1 MECALCB JIs OKCIIOHUPOBAHUSA TOKYMCHTOB

-~
d. 2 Mecs1a A KCTONb30BaHUs pAOOTHUKAMH OpPTraHU3aIUuH

Koumponvnasa padoma no oucyuniune

Apxuebl no jiHiHomy cocmaey

OTBeThTE HA BBI60p Ha 5 BOIIPOCOB U3 MMpUJIaracMoro CrimcCka.



Kaxnprit orBeT Ha 3-4 npeyioxenus — 1 ab3ai 10JpKeH ObITh ApTyMEHTHPOBAH U JJOKA3aTelIeH.

Noabkown

®©

10.
11.
12.
13.

14.
15.

16.
17.
18.
19.
20.

21.
22.
23.
24,

25.
26.

217.
28.

[laiite ompenesieHUE MOHATHIO «KaIpoBas NOKYMEHTALHUs», «IOKYMEHTBHI 110 JINYHOMY
COCTaBY».

Kakoe MecTo B KaJpOBOI JOKYMEHTALIMH 3aHUMAIOT JOKYMEHTHI 110 JINYHOMY COCTaBy?
Ilepeuncnure BUABI JOKYMEHTOB I10 JIMYHOMY COCTaBY.

[Touemy Tak BaKHO OOECTIEYUTH COXPAHHOCTh IOKYMEHTOB T10 JINYHOMY COCTaBy?
HazoBuTe 1OKyMEHTBI 110 JINYHOMY COCTaBY, UMEIOIUE JOJITOBPEMEHHBIN CPOK XPAHEHUS.
Kakue 10KyMeHTBI 110 JINYHOMY COCTaBY UMEIOT KPaTKOBPEMEHHBIN CPOK XpaHEHUS?
HazoBure noxkymeHT, yTBEpAUBIIMM NPUMEPHOE IOJOKEHUE O pallOHHOM (FOpPOJICKOM)
ApxuBE JOKYMEHTOB II0 JIMYHOMY COCTaBy. I3 CKOJIBKHMX 4YacTei OH COCTOMUT?
[lepeuncnure ux.

[lenb cozpanus ApxuBa JOKyMEHTOB 10 JUYHOMY COCTAaBY.

3a yeil cuét coepKUTCSI ApXUB TOKYMEHTOB 10 JUYHOMY COCTaBY?

MoskeT 11 ApXUB JOKYMEHTOB I10 JINYHOMY COCTaBY BBIIIOJIHATH IUIATHBIE YCIYTH?
Kakue 10KyMeHTbI BXOAST B COCTaB ApXHBa JIOKYMEHTOB I10 IUYHOMY COCTaBY?
PackpoiiTe ocHOBHbIE 33/1a4M U GYHKLIUU ApXMBA IO JUYHOMY COCTaBY.

Wmeer 1 mpaBo ApXUB 1O JIMYHOMY COCTaBy MITpadoBaTh PyKOBOAUTENICH OpTaHU3AIIIA
3a HECBOEBPEMEHHYIO OIIJIaTy €ro yCiIyr?

KTo Bo3rnasisier ApXuB JOKYMEHTOB 10 JUYHOMY COCTaBY?

[lepeuncnure 3Tambl NPOBEAEHUS HKCIEPTHU3bl LIEHHOCTH [JOKYMEHTOB IIO JIMYHOMY
cocTaBy?

Kakue TOKyMEHTBI COCTAaBIISIFOTCS IPU IPOBEACHUN YKCIIEPTU3bI IEHHOCTU ?

[Tonnexar 11 YyHUUTOKEHUIO IOKYMEHTHI 110 JINYHOMY COCTaBy?

KT0 MOXET cTaTh HCTOYHMKOM KOMILIEKTOBAHUS TOKYMEHTaMHU 110 JUYHOMY COCTaBY?
[Tepeuncnrre 0cCOOEHHOCTH MOATOTOBKH K IIEpeaue Ha XpaHEHNUE U apXUBHOTO XPaHEHMUSI:
IIPUKA30B 110 JMYHOMY COCTaBY, JIMYHBIX J€J, JIMLEBBIX CUETOB, TPYAOBBIX KHMKEK,
JIUYHBIX KAPTOUYEK, TPYAOBBIX IOrOBOPOB, PETUCTPALIMOHHBIX KHUT.

[Topsinok oopmieHus TUYHOTO JIea.

B uém oTinuune onucu Aen No IMYHOMY COCTaBY OT APYTUX apXUBHBIX OMUCEH?

Kakue y4€THbple JOKyMEHTHI BELYTCsI B ApXUBE Ha J€J1a [0 JUYHOMY COCTaBYy?

Kakue Mepbl MOXeT NpUHATH ApXMB Uil OOHapyEHMs MPOIAaBIIEro JOKYMEHTa IO
JMYHOMY COCTaBy?

3UMOI B MOMEIIEHUH, TJIe XPaHATCS TOKYMEHTHI 110 JIMYHOMY COCTaBYy, HEOKUJAHHO Ha
HECKOJIBKO 4acOB OTKJIFOUMIIM OToIuIeHue. Bamm nelicteusa?

HazoBure ¢popMbl Hcionb30BaHMs apXUBHBIX TOKYMEHTOB 10 JIMYHOMY COCTaBY.

Kakoli 3aK0H perynupyer I0CTyll K apXUBHBIM JOKYMEHTaM 110 JJUYHOMY COCTaBY?
[IpencraBbTe, 4TO BBl OpraHU3aIUs CO CPETHUM JOKYMEHTOO0OpOTOM, TpopadoTasimas 15
ner. CMozIenupylTe CHUTyallMI0 IEepeladd B BEIOMCTBEHHBIH apXHB JIOKYMEHTOB II0
IM4HOMY cocTaBy. CocTaBbTe ONMUCH JIEN, MPOTOKOJ 3acedaHMs IKCIEPTHON KOMUCCHH U
aKT HA YHUYTOXXECHHE JEII.

ITapameTpsl padoThI: yKa3zaTh JUCHMILINHY, KTO BbiosHUI: ®.M.O. crynenra, Kypc, rpymmna,
otnenenue. Ulpudr 14, Times New Roman, MexxcTpounblii uaTepBai 1,5, Hymepauus cTpaHHIl

110 BEPXHEMY IPaBOMY Kparo, 00beM paboTsl — 2-3 crp. O0s3aTeabHbI CCBUIKU Ha JUTEPATYpy B

TeKCTe B [], criucok auteparypsl ohopmiiath B cooTBeTcTBHH ¢ ['OCToOM, 10IMyCTHMBI TOJTBKO

MIPOBEPEHHBIC AIEKTPOHHBIEC PECYPCHI: OPHUITHATBHBIC CAUTHI U 3J1. TTyOIUKAIIHH.

Hmozoswiit mecm no Kypcy «Apxugst no auuHomy cocmagy»



Bonpoc 1
Bbamn: 1,00

ApPXHUB 110 JINYHOMY COCTaBYy — 3TO

Bribepure ouH OTBET:

a. CaMOCTOATEIbHOE YUPEKICHHUE UIIH CTPYKTYPHOE MOApa3AeICHUE YUPEKIACHUS,
OCYIIIECTBIISOIIEE KOMILJIEKTOBaHHE, XpaHEHHE, YUET U UCII0JIb30BAHNE TOKYMEHTOB 110 JINYHOMY
COCTaBy

b. moxpaszaencHue KaapOBOM CIYKObI IPEIMPUATHS, OTBCUAIOIICE 32 XPAHECHHUE, yUET U
MCIOJIb30BaHUE TOKYMEHTOB I10 INYHOMY COCTaBY, B TOM YHCJIE B 3JIEKTPOHHOM BUJIE

C. YUpEKJIEHUE, XpaHsIlee KaApoBbie T0KYMEeHTh AD PO

d. mecto XpaHCHUA TOCy1apCTBCHHBIX JOKYMCHTOB

Bomnpoc 2
bam: 1,00

BepHbIM OpAIKOM pacioyIOKEHUs JOKYMEHTOB 110 INYHOMY COCTaBY B HOMEHKJIATYpE e

AJIg OTACIAa KaAPOB SABJISACTCA

Bri6epute ouH OTBET:

a. 1. HopmaTtuBHO-TIpaBOBbIE aKThl, pEryIUpYyIOLIe padoTy oTaena kaapos. 2. [lltatHoe
pacriucanue. 3. [Tonoxxenue 06 otaene Kaapos

~
b. 6. [Ipuka3sel 0 mpueme, YBOJIbHEHHH PaOOTHUKOB. 7. [IprKa3bl 0 KOMaHIMPOBAHUH. 8.

HpI/IKa3I>I 0 MOOHUIPCHUAX, IPUMCHCHUN TUCHUINIMHAPHBIX B3bICKaHUH

c. 10. TpyznoBsie goroBopsl. 11. JIoqKHOCTHBIE MHCTPYKIMU paOOTHUKOB OpraHu3anuu. 12.
I'padux oTmyckos

© d. 19. XKypnan yuera npuema, nepeBojia, yBoibHeHHs1 paboTHUKOB. 20. XXypHan ydera

BOEHHOO00s13aHHBIX. 21. XypHan yuera BbI1aul KOMaHIUPOBOUHBIX YIOCTOBEPEHHI

Bonpoc 3
bam: 1,00

KaKOMy HOPMAaTUBHOMY HNOKYMCHTY IIPUHAIJICKAT PA3JCJIbl, OMUCBIBAIOMIUC KATCTOPUU
JOKYMCEHTOB I10 JINYHOMY COCTaBYy: JIOKYMCHTEI 110 OpraHu3alii, HOpMHPOBAHUIO, TapI/I(bI/IKaHI/II/I,

omyare u oxpaHe Tpyaa (Paszmen Ne7), mokymeHTsl o pabote ¢ kagpamu (Paznmen Ne§), a taxke



nokyMeHThl u3 Paznena Ne4 «YdeT m OTYETHOCTH», CBA3AHHBIC C OIUIATOM TpyAa W APYTUMHU

BhIIIJIaTaMH COpr,I[HI/IKaM?

Bri6epute oquH OTBET:

a. [lepedeHb TUMIOBBIX YIPABIEHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIoluXcsl B Ipoliecce
JESTEIIbBHOCTH TOCY/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAMOYIIPABIECHUS U OpraHu3alui,

C YKa3aHHEM CPOKOB XpaHeHus. 3apeructpupoBad MuntoctoM Poccun 8 cenTsiopst 2010 r. Per.Ne
18380
~

b. Meroauueckue pekoMeHIauu «KCIEePTHU3a IEHHOCTH U OTOOP B COCTaB APXHUBHOTO
donga Poccuiickoit denepaniuu JOKYMEHTOB 10 TUYHOMY COCTaBy» poekT 2014 r.

C. OcHOBHBIE ITpaBWJ1a pabOTHI apxUBOB opranuzauuii 2002 r.

d. UHCTpyKITNS 1O IET0NPOU3BOICTBY OPraHU3aIlH

Bomnpoc 4
bam: 1,00

HaﬁHHTC OIINOO0YHOE BHICKA3LIBAHHE

Bri6epute oquH OTBET:

a. [lns 1pyrux KaTeropuil noyib3oBaTeneil He00X0AUMO MUCBMEHHOE
HOTapHalbHO-3aBEPEHHOE pa3pelleHne TpakKIaHnHa (€ro HacaeJHUKA WU TOBEPEHHOTO JIUIIA),
KOTOPOE MOXKET OBITh 3aIIPOIIEHO OpraHu3alluel, HalpaBUBIIEH T0JIb30BATEINS B apXUB,
M0JIb30BATENIEM, €CIIM OH - YACTHOE JIUIIO0, MJIM apXHUBOM I10 NPOCHOE MOJIb30BaTeNs. APXUBY
CJIeIyeT BbIAAaBaTh M0JIH30BATEIIO TOJIBKO T€ JIea U JOKYMEHThI, KOTOpbIe OYAyT yKa3aHbl B
paspelieHun

b. TTocne cMepTH rpakjaHIHA IPABOM Ha JTOCTYIT K apXHUBHBIM JIeJIaM U JIOKyMEHTaM,
COJIEpKAIINM CBEJICHHSI O TUYHOU M CEMEWHOM TailHe, €ro YaCTHOM JKU3HU 00J1a/Ial0T HACICTHUKU
(ToBEpeHHBIE TUIa HACTEAHUKOB), €CIIM ATO HE MPOTUBOPEUUT 3aKOHOIATENbCTBY PD

C. ApxuB 00€cIeurBaET JOCTYI MOJIH30BATENS TOIHKO K TEM JOKYMEHTaM WU HHPOPMAIIHH,
KOTOPBIE OTHOCSTCS K JIMILY B OTHOIIIEHUH KOTOPOTO, OBUIO TIOTYyYEHO pa3pelieHue o JOCTyIIe,
JTaKe eCJIH B JIeJIe HaXOATCs TIOKYMEHTHI, coiepkKalirue KOHPUICHIIMATbHbIC CBEICHUS O
HECKOJIBKHX JHIIaX
-~

d. ApxuB npemocTaBisieT 10 OKOHYAHUS 75 JIET CO JHS CO3/IaHus JOKyMEHTa apXUBHBIE JIeia
Y JOKYMEHTBI, COJEpKale CBEICHUS O JITMYHON U CEMEUHON TallHe rpakIaHWHA, €r0 YaCTHOM
JKU3HHU TI0O MOTUBUPOBAHHOMY MUCHbMEHHOMY OOPAIIEHUIO COTPYTHUKAM
opranuzaruii-hoHm000pazoBarenel U UX MPUEMHUKOB, OPTaHOB TOCYIapCTBEHHOM BIIACTH,
OPraHoOB MECTHOI'O CaMOYIIPABJICHUS, CYJI0B, OPIraHOB IIPOKYPATYPbl, OPTraHOB IPEABAPUTEIBHOTO
CJICICTBHS ¥ JIO3HAHUS B TIpeiesiaX UCTIOJHEHUS UMHA CBOUX CITYKEOHBIX 00S3aHHOCTEH



Bomnpoc 5
Bbamn: 1,00

PaHX(HpOBaHHLIﬁ CIIMCOK HOPMATUBHBIX JAOKYMCHTOB 10 periiaMCHTallun

(YHKIMOHUPOBAHUS apXUBOB I10 INYHOMY COCTaBY

Bribepure ouH OTBET:

a. ®enepanpublii 3akoH «O0 apxuBHOM Jene B Poccuiickoit @eneparun» Nel25-D3 ot 22
okTs10pst 2004 1.; Tpynosoii kogexc Poccuiickoit @enepannn N 197-D3 30 nexadps 2001 r.;
[IpaBuna opranu3anuu XpaHeHus, KOMIJIEKTOBAHUS, YUETA U UCTIOIB30BaHUS JOKYMEHTOB
apxuBHOTO (hoHIa poccuiickoi henepanuu u APYrux apXuBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX
opraHax, OpraHax MeCTHOTO caMoympasiieHus u opranuzanusax» ot 07.09.2015 r.; [lepeuenn
TUTIOBBIX YIPABICHYECKUX APXUBHBIX JTOKYMEHTOB, 00pa3yIOIUXCs B MpoIiecce AeSITENbHOCTU
rOCy/IapCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CaMOYIIPaBJICHUS U OpraHU3allHil, ¢ yKazaHUEM
CpOKOB XpaHeHus. 3apeructpupoBan Muntoctom Poccuu 8 centsiopst 2010 r. Per.Ne 18380.;
MeTtoauueckue peKkoMeHIaluu «DKCIEpTr3a LIEHHOCTH U 0TOOp B cocTaB ApXHBHOTO (hoHAa
Poccuiickoit ®enepanuu 10KYMEHTOB [0 JIMYHOMY cOCTaBy» NpoekT 2014 r.

b. Tpynosoii koaekc Poccuiickoit @enepanuu N 197-D3 30 nexabps 2001 r.; denepaibHblii
3akoH «O0 apxuBHOM aene B Poccuiickoit @enepaunn» Nel25-D3 ot 22 oxtsa6ps 2004 r.;
[TpaBuiia opranu3ai XpaHeHus, KOMIUIEKTOBaHUs, YUETA U UCIIOJIb30BaHUS JOKYMEHTOB
apxXuBHOTO (OHA pOCCUICKO (hemepannuy u APYrux apXUBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX
opraHax, OpraHax MeCTHOTO caMoynpasiieHus U opranuzanusax» ot 07.09.2015 r.; Ilepeuens
TUTIOBBIX YIPABIEHYECKUX apXUBHBIX IOKYMEHTOB, 00pa3yIOIIUXCsl B MPOIIECCEe AEITeIbHOCTH
rOCy/IapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO CaMOYIIPAaBJICHUS U OpTaHU3aIlHii, C yKazaHUEM
CpOKOB XpaHeHus. 3apeructpupoBad Muntoctom Poccun 8 centsaopst 2010 r. Per.Ne 18380

. ®enepanbhblii 3akoH «O0 apxuBHOM feie B Poccuiickoit deneparum» Nol125-D3 ot 22
okTs10pst 2004 1.; Tpynosoit kogexc Poccuiickoit @enepanun N 197-D3 30 nexadps 2001 r.;
[TpaBuiia opranu3aii XpaHeH!s, KOMIUIEKTOBaHUs, YUETa U UCIIOJIB30BaHUs JOKYMEHTOB
apXUBHOTO (poHa poccuiickoil henepanuu U APyrux apXuBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX
Oprasax, opraHax MECTHOTO caMOyIpaBiieHus U opranuzanusix» ot 07.09.2015 r.; Meroauueckune
peKoMeHIaluu «KCIepTU3a IIeHHOCTU U 0TOOp B cocTaB ApxuBHoro ¢onaa Poccuiickoit
®denepau TOKYMEHTOB 10 JINYHOMY cocTaBy» MpoekT 2014 r.; MHcTpyKIus no
JIEJIONPOU3BOJICTBY OpraHU3aul

d. TpynoBoit koaekc Poccuiickoit deneparn N 197-D3 30 nexadps 2001 r.; DenepanbHbIit
3akoH «O0 apxuBHOM Jnene B Poccuiickoit @eaepammm» Nel25-D3 ot 22 okTsa6ps 2004 r.;
[IpaBuna opranuzanuu XpaHeHUs, KOMIJIEKTOBAHUSI, YIETA M HCTIOIB30BaHUS JOKYMEHTOB
apxXuBHOTO (POHJIa poCCUICKON deepariy U IPYTUX apXUBHBIX JOKYMEHTOB B TOCY/IapCTBEHHBIX
OopraHax, opraHax MECTHOro camoymnpasieHus 1 opranuzanusx» ot 07.09.2015 r.; [lepeuenn
TUTIOBBIX YIIPABIEHYECKUX APXUBHBIX TOKYMEHTOB, 00pa3yIOIIUXCs B IpOIlecce AeSITeNbHOCTH
rOCY/IapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO CaMOYIIPABJICHUS U OPTaHMU3AIlHi, C yKa3aHUEM
CpOKOB XpaHeHus1. 3apeructpupoBan Muntoctom Poccun 8 centsiopst 2010 r. Per.Ne 18380.;



MeToandeckue peKOMEHIANKN «DKCIEePTH3a IEHHOCTH U 0TOOp B cocTaB ApxXxuBHOTO (oHIa
Poccuiickoit @denepanuy 10KyMEHTOB 110 IUYHOMY COCTaBy» NpoekT 2014 r.

Bomnpoc 6
Bamn: 1,00

B kakom pazgene W3 MPUBEAECHHOrO MpHUMEpa MHCTPYKIMH IO  KaJpOBOMY

JACJIOIIPOU3BOJACTBY YKA3aHO, UYTO «JIngnabIC Acia BEAYTCA Ha BCEX pa6OTHI/IKOB y‘lpC)KI[GHI/IH»?

Beibepure OfuH OTBET:
a. 00IIIME MOJIOKEHUS
b. ocobenHocTH 0hopMIICHHUS TOKYMEHTOB IO OT/ICIBHBIM KaJIPOBBIM (DYHKIIHSAM
C. IOKYMEHTHI 10 y4YETy KaJpOoB

d. IOPAAOK IMOATOTOBKHU U IICPCAavdu ICJ]I HAa XPAaHCHUC B ApXHB

Bomnpoc 7
bam: 1,00

OTBETCTBEHHOCTH 33 OPTaHHU3AIMI0 PA0OTHI IO XPAaHEHUIO KaJPOBBIX JOKYMEHTOB HECET
Bri6epute ouH OTBET:
a. PaboTonarenn
b. BaBeayromuii apxuBOM

C. ApxuBapuyc

© d. HauanbHuk oT/ena kaapoB
Bonpoc 8
Bbamn: 1,00

VYkaxxuTe JI0)KHOE YTBEPK/IEHUE

Bribepure ouH OTBET:

a. apXUBHBIE JIOKYMEHTHI 110 JINYHOMY COCTaBY, KOTOpPbIE HE OBIJIM BKJIIOUEHBI B COCTAB
nokyMeHToB ApxuBHoro ¢gouaa Poccuiickoit denepannu, 1o UCTEUEHUU CPOKOB XPaHEHHS
NOoJyIeXKaT YHUUTOXKEHHUIO JINOO XPaHEHHUIO B apXHUBE OPTaHU3AI[MH B COOTBETCTBUU C
TpeOOBaHUSMU KOPIIOPATUBHOTO 3aKOHO/1aTENbCTBA



b. st opranu3anuii - UICTOYHUKOB KOMITJICKTOBAHHUSI - TI0 HICTEYCHUU CPOKOB XPaHCHUS
00s13aTeIbHO MPOBEJICHNUE COBMECTHO C YIOJIHOMOYEHHBIM OPTaHOM T'OCYAapCTBEHHOM BJIaCTU
cyonekTa Poccuiickoit @enepanuu B 00JaCTH apXUBHOTO Jieia, [ 0capXuBOM SKCIIEPTH3BI
LIEHHOCTH Psiia JOKYMEHTOB TI0 INYHOMY COCTaBYy Ha MPEIMET BKIIOUEHHS B COCTaB APXHUBHOTO
donaa Poccuiickoit deneparun

C. na OpFaHI/ISaHI/Iﬁ, KOTOPBIC HE ABJIAIOTCA HCTOUHHUKAMH KOMILUICKTOBAHUSA, 110 HCTCUYCHHUN
BPEMCHHBIX CPOKOB XpaHCHUA apXHWBHBIC JOKYMCEHTEI 110 IMYHOMY COCTAaBY IIOJICKAT SKCIICPTU3EC

U MOTYT OBITh YHUUTOXKEHBI JINOO XPAHUTCS B ApXUBE OpraHU3aIiu

d. XPAaHCHUEC JOKYMCHTOB I10 JIMYHOMY COCTaBy, HC IMOJIC)KAIIUX YHUUTOXKCHUIO JOJIZKHO
OCYHICCTBJIATHCA TOJIBKO B 6YMa)KHOM, a HC B 3JICKTPOHHOM BUJIC

Bonpoc 9
bam: 1,00

ITo KaKOMYy HNPUHIOUITY CUCTECMATU3UPYIOTCA NOKYMCHTHI B NCJIaX, COACPIKAIIUX ITPHUKA3LI,

pacnops’KeHUs 110 JINYHOMY COCTaBY?

Bribepute oguH OTBET:
a. andaBUTHBIM IPUHIIMII 110 PAMHUIIUU COTPYIHHUKA, O KOTOPOM COAEPKUTCA MH(DOpMALIUS

b. XxpoHOMOrMYECKUI IPUHITUIT: B HaYase Jeja JOJKHBI PacrosarathCsl MPUKa3bl
(pacriopspkeHwust) 3a AeKaOpb, MOTOM 33 HOSIOPH U T.]I.

C. HOMEPHOMY IIPUHIMITY: OT IIEPBOI'0 A0 MOCICAHETO

d. XpOHOJIOTHYECKHIA TIPUHIIMIT: B HaYaJIe JieJia JODKHBI pacioaraTbCs MpUKa3bl
(pacmiopsikeHus) 3a sIHBaph, IOTOM 3a (heBpasb u T.JI.

Bonpoc 10
bam: 1,00

[TonmmBka chopMHUPOBAHHBIX JE€J TPOU3BOIUTCS
Bribepure ouH OTBET:
a. 10 Iepelayyu ux U3 OT/esa KaJpoB B ApXUB HA JOJITOBPEMEHHOE XpaHEHUE
b. mocie 3aBepIeHNs SKCIEPTU3bI IEHHOCTH IOKYMEHTOB
C. I10CJIE YBOJBHEHUS COTPYAHMKA

d. A0 MPOBCACHUA SKCIICPTU3BI HEHHOCTHU JOKYMCHTOB I10 JINYHOMY COCTABY



Bonpoc 11
Bbamn: 1,00

Wudopmanus JIU4HOrO jAena, Tae UUppaMd M TPOMUCHI0 YKa3bIBaeTCS KOJIUYECTBO
IIPOHYMEPOBAHHBIX JIMCTOB B JI€JI€, HAJIMYKE MPOIYLIEHHBIX U JINTEPHBIX HOMEPOB, KOJIMYECTBO

JINCTOB BHyTpeHHeﬁ OIIMCH AcJia IoOMEIacTCs

BriOepuTe 0aMH OTBET:
a. Ha 000POTHOM CTOPOHE MOCIETHEr0 JOKyMEHTa
b. Bo BHYTpPEHHIOIO OIHKCH Jielia
C. Ha MOCJICHUIT JTUCT OOJI0XKKH Jiesia C BHYTPEHHEH CTOPOHbI

d.Bs JIMCT-3aBCPUTCIIb ACJIa

Bomnpoc 12
bam: 1,00

B MMPUBCACHHOM IIPUMCPE IMMOJIOKCHUA O MYHUITHUIIAIBHOM apXHUBE JOKYMCHTOB I10 JIMYHOMY

COCTaBy yKa3aHO

Bri6epute ouH OTBET:
a. 4TO apXMB BBINOJIHAET BCE ONEPALNU HAa OE3BO3ME3IHOM OCHOBE

b. APXUB BBIAACT 110 3asABJICHUAM I'paXJiaH TOJIbKO apXUBHBIC CIIPABKH, IIOATBCPKAAIOIINC
TPYZOBOM CTaxK, pa3Mep 3apabOTHOM MIaThl ¥ IPYrue BOIPOCHI, HEOOXOAUMBIE /It 0GOPMIIEHHS
NIEHCUH IpakJaHaM U PEIIECHUs APYTUX COLUAIBHO-TIPAaBOBBIX BOIIPOCOB

C. yUpPEXKIACHHUE HE UMEET IIPaBa OKa3bIBaTh YUPEKACHUAM, OpraHu3alusaM, IpeanpUsITUIM
METOJNYECKYIO, U PAKTUYECKYIO ITIOMOILb B IIPOBEICHUM IKCIIEPTU3BI U YIIOPAI0UECHUN
JIOKYMEHTOB

d. 94TO yupexaeHre NPUHIMAET Ha OCHOBE 3aKJIFOYCHHBIX JIOTOBOPOB M B COOTBETCTBHH C
rpaduKaMu OT YUPEKICHUN, OpraHu3alui 1 NpeanpusITUii-ICTOYHIKOB KOMIJIEKTOBAHHUS
ApxuBa JOKYMEHTBHI [10 TUYHOMY COCTaBYy, 00paOOTaHHBIE U YYTEHHbIE COTJIACHO YCTaHOBIIEHHBIM
IpaBHJIaM, a TaK e JTOKYMEHTHI OT JIMKBUIUPOBAHHBIX OPTaHU3AlNN, HE UMEIOIINX
IIPABONIPEEMHHUKOB

Bonpoc 13
Bbamn: 1,00



Benenne nuYHBIX 1€ 0053aTE€IbHO KaapOBOW CIIY’)KOOW M XpaHEHHWE B OpraHHM3allud

00s13aTeIBHO

BeiGepuTe OfMH OTBET:
a. Ha TOCYIapCTBEHHOM IPaXKIaHCKON CIIyKOe
b. w1 OO0 u OAO

C. y1s1 00pa3oBaTeNbHBIX YUpexkaeHun PO

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

VYkaxxuTe JI0)KHOE YTBEPK/IEHUE

Br16epute ouH OTBET:

a. JInuHbIe KapTOYKU paOOTHUKOB TaKke (HOPMUPYIOTCA B e 1Mo ajudaBuTy GpaMummii
-

b. [Ipukasbl, pacriopsHKeHUs, yKa3aHUs 10 JMYHOMY COCTaBY TPYIITHPYIOTCS B
CaMOCTOATEINIbHBIEC aPXHUBHBIE JI€]1a CO CBOEH HymMepaLuein

C. JIuueBble cuera 1o 3apabOTHOM I1aTe COTPYAHUKOB (POPMUPYIOTCSA B CAMOCTOSATENbHbIE
JIeJ1a ¥ pacIoyiaratoTcsl B HUX Mo angaBuTy haMuinit
- o
d. B cootBercTBuu ¢ [IpaBunamu paboThl apXxHMBOB OpPraHU3alNil PacIOPSIUTEIbHbBIC
JIOKYMEHTBI TPYIIUPYIOTCS B Jieia [0 BU1aM, J0IMycKaeTcst GOpMUPOBATh B OJIHO /€TI0 MPUKa3bl U
pactopspKEHMs C €IMHON HyMepanuein

Bonpoc 15
bam: 1,00

O6110kKa J1ena 1o JINYHOMY COCTaBy COJEPIKUT CIIENYIOIINE PEKBU3HUTHI:

Bribepure ouH OTBET:

a. HANMEHOBAHWE OpTaHU3AINH, IO JYMHEHHOCTh, HANMEHOBAHHUE CTPYKTYPHOTO
Mo/Ipa3IeNIeHUs ; MHJICKC JIeJia; apXUBHBIA mUdp Jela; 3aroJI0BOK JIeia; KpalHUE JIaThl JIeNa;
KOJIMYECTBO JIUCTOB JI€JIa; CPOK XPAHEHUS JieJia

b. HauMeHOBaHKE OpraHU3alUH, TTOAYHHEHHOCTh, HANMEHOBAaHHE CTPYKTYPHOTO
NOJIpa3/ieNICHNUs; MHACKC JIeNa; 3ar0JIOBOK J€J1a; KOJIMYECTBO JIMCTOB J€ia; KpallHUE 1aThl
JieNa; CpOK XpaHEHUs Jiena; apXUBHbBIN mudp aena



C. HAMMEHOBAHUE OpraHU3AINH, [IOJYMHEHHOCTh, HAUMEHOBAHUE CTPYKTYPHOTO
NOJpa3IeNIeHUs; MHICKC JIeNia; apXUBHBIN mudp aena (Homep GhoHaa-UHICKC, OTIUCH JIeNa);
3aroJI0OBOK Jieja; KpaliHUe AaThl J1eja; KOJIUYEeCTBO JIUCTOB JIea; CPOK XpaHEHHS Jiea

d. HaMMEeHOBaHUE OpPraHU3alMK; UHACKC JIeNa; apXUBHBIN P Jemna; 3arojoBoK Aeia;
KOJIMUECTBO JIUCTOB JIEJIa; CPOK XPAHEHHUS Jielia; KpailHue J1aThl Jelia

Bomnpoc 16
bam: 1,00

KakoMy HOpMaTMBHOMY JOKYMEHTY IPHUHAJUIEKUT cTaThsi 24, kotopas riacut: «Coop,
XpaHEHHe, UCIOJIb30BaHUE U PACHpPOCTpaHeHUEe MH(OpMAIUMKM O YaCTHOM KU3HM Jinia 0e3 ero
cornmacusg He Jomyckaerca. OpraHbl TOCyJapCTBEHHOHM BJIacTM M OpPraHbl  MECTHOTO
caMOyIpaBJIeHUs,, MX JOJDKHOCTHBIE JIMIa O0s3aHbl O00ECHEeUUuTbh KaXJIOMY BO3MOXKHOCTh
03HAKOMJICHHUS € JOKYMEHTaMH M MaTepuaiaMu, HEOCPEACTBEHHO 3aTparuBarolliMu €ro mpasa

1 cBOOO/IbI, €CIIM UHOE HE MTPELYCMOTPEHO 3aKOHOM»?

Bri6epute ouH OTBET:
a. 3akoH P® «O nepcoHanbHbIX AaHHbIX» Ne 152-D3

b. ®enepanbhblii 3akoH oT 22 okTs0pst 2004 roga Nel125-D3 «O06 apXuBHOM Jeiie B
Poccuiickoii denepanun»

. Tpynosoii konexc PO

“ o Koncrurynus PO
Bonpoc 17
bam: 1,00

Wmeronyecss B JUYHBIX JeJaxX JUCTKUM IO Yy4YeTy KaJapoB, aHKEThl, aBToOuorpadumu,
COOCTBEHHOPYUYHO COCTaBJICHHBIE 3asiBUTENIEM, HA KOTOPBIX OTCYTCTBYIOT OTMETKH O IPOBEpKE
UMEIOUINXCA B HUX CBEJCHUI Ha OCHOBAaHMM MPEACTABIECHHBIX MOJJIMHHBIX JTOKYMEHTOB HIIU

CIIpaBOK

Bribepure ouH OTBET:
a. MOT'YT CITY’)KUTh OCHOBAaHHEM JJIsl BbIIaYM apXUBHBIX CIIPABOK O TPYJAOBOM CTaxKe

b. MOTYT CIIY)KUTb OCHOBAHUCM JUJIS BbIJAUU apXUBHBIX CIIPABOK O TPYJOBOM CTAXC IPpHU
MUCBbMCHHOM DPAa3pCIICHUU AUPCKTOPA apXUBa

C. HC MOI'yT CIIY’KATh OCHOBAHMEM JJIs BbIJIA4YW ApXMBHBIX CIIPABOK O TPYAOBOM CTaXXE



d. MOTYT CITy)KHTh OCHOBaHHEM JJISl BBIIAYH apXUBHBIX CIIPABOK O TPYJOBOM CTa)Xe IPU
MUCHbMEHHOM pa3pelleHUuH IUPEKTOpa OpraHnu3alli, T1ie paboTan COTPYAHUK

Bonpoc 18
bam: 1,00

I[ena, coacpxamme AOOKYMCEHTBI II0 JIMYHOMY COCTaBYy BbIAAOTCA BO BPEMCHHOC

IMOJIb30BAHUE U3 XPAHUJIMII] Ha CPOK, HE HpCBBIIHaIOIHPIﬁi

Bri6epute oauH OTBET:

~
a. 7 MecsIeB Ui SKCTIOHUPOBAHUS IOKYMEHTOB
~
b. 2 Mecsiua i KCMONB30BaHKs PAOOTHHUKAME OpPraHU3alUuH
- .
C. 3 MecsIa BO BpeMEHHOE ITOJIb30BAHUE JUIS IPYTUX OPTaHU3aLUHA
-~
d. 1 MeCALl AJId UCIT0JIb30OBAHHA JOKYMCHTOB B UHMTAJIbHOM 3aJ1€
Bonpoc 19
bam: 1,00

Vxaxure HeBepHHﬁ BAapHaHT: «B xadectBe JAOKYMCHTOB, HOATBCPIKAAOMINX pr,I[OBOI>'I CTaXx, i

COCTaBJICHUS CIIpaBKU MOT'YT OBITH MCIIOJIL30BAHEI ...»

BribepuTe oguH OTBET:

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

~
b. mpuka3ssl M0 TMYHOMY COCTaBY
. y
C. JIJULIEBBIC cYETa 110 33pa6OTHOI/I miaTe
d. IIpUKa3bl 110 OCHOBHOMH ACATCIBbHOCTHU
Bonpoc 20
bann: 1,00

HpeI/IMyH_[eCTBa, IMOJIY4aeMbI€ OT BHEAPCHHUA DJICKTPOHHOT'O apXrBa IO JIMYHOMY COCTaBy:
Bribepure oMH OTBET:
a. ApXMB HE 3aIHUIIEH OT I0XKapoB U NMPOYHX (HOPC-MAKOPOB; HE 00ECTIEUNBACTCS MX COXPAHHOCTD OT
NOTEPH, IOPYH, YMBIIIJICHHOT'O PEAAKTUPOBAHUS H T.JI.
-

b. PaGora ¢ APXHUBHBIM JOKYMCHTOM BO3MOKHAa OJHOBPEMCHHO JIUIIb JJISI OAHOI'O YEJIOBCKA, YTO
co31acT Hey,Z[O6CTBO npu pa60Te C aKTUBHO UCTIOJIb3YCMbIMU JOKYMCHTAMU



C. BpeMﬂ OTBCTOB HaA 3alPOChI K JaHHBIM apXuBa COCTABJIACT OT OJHOTO JO HCCKOJIbKUX ,Z[Heﬁ.
Paboraukam apxXuBa JOBOJIbHO CJIOKHO O6pa6aTI>IBaTI) BPYYHYIO 0O0JIBIIIOE KOJUYECTBO 3a1mpocoB, MHOTHUC

M3 KOTOPBIX JOBOJIBHO CJIOKHBI 1 Tpe6YIOT AJId IOJIYYCHHS OTBETA UCIIOJIL30BAHUEC 0OJIBIIIOrO KOJIMYECTBA

p1(SA) ¢

I

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

CKOPOCTH 00pa0OTKH 3alIPOCOB K apXHUBY; KOHTPOJIb CPOKA XpPAaHEHHS B 3aBUCHMOCTH OT THITAa TOKyMEHTA U

T.1.

7 OueHo4YHbIE CpeCTBA JJIA IPOBeeHNsI IPOMEKYTOYHOM aTTecTAlNU
a) [lnanupyemsble pe3yabTaThbl 00y4eHHs U OLIEHOYHbIE CPeACTBA /1JIsl MPOBeIeHUs
MPOMEKYTOYHOM aTTEeCTALMU:

Kon
WHIUKATOpa

Nnupukarop
JOCTHKEHUS
KOMIIETEHIIUHU

OneHouHbIE CpesICTBA

I1K-3: CniocobeH opraHu3oBaTh U aIMUHUCTPUPOBATH JAESITEILHOCTD 110 OPraHU3aluy TPyAa U
OILTATHI IIEPCOHANIA

[1K-3.1

Ob6ecnieunBaeT
JIOKYMEHTAI[MOHH
oeu
OpTaHU3aI[IOHHO
e
COTIPOBOXKICHHE
CUCTCMBI
OpTraHHu3aIiu U
OILIaTHI TPyHa
nepcoHasna

Hepeqeﬂb TECOPETUHICCKHUX BOIIPOCOB K IK3aMEHY:

1. KanpoBast nokymeHTammss u e€ pa3sHOBUAHOCTH. 3HauCHHE
JIOKYMEHTOB 10 JINYHOMY COCTaBy B CHCTEME KaJIpOoBOH
JIOKYMEHTAIUH.

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

3. [TpaBoBbIE OCHOBBI OpraHu3alKi paboThl ApXHBa N0 JHYHOMY
COCTaBYy.

4. Hcropus popMupoBaHHs KaJpOBOH JOKYMEHTAlMH U OPTaHHU3ALMS
e€ xpanenus B Poccun.

5. Conepxxanue npuMepHoro IlososkeHnst o paifoHHOM (TOPOJICKOM)
ApxuBe TOKYMEHTOB I10 JHIHOMY COCTaBY.

6. 3amaun u QyHKIMH ApXHUBa JOKYMEHTOB IO JUYHOMY COCTaBY.

[TpumepHbIe TpaKTHYECKUE 3aAaHMs IS SK3aMeHa!

1. Yxaxute HOMep craThtl DenepanpHoro 3akoHa «O0 apXUBHOM JieNe B
Poccuiickoit ®@e- gepammm» ot 22 oktsa0ps 2004r. Ne 125, B koTopoit
MepEeUNCICHBl YUPEKACHHS, apXUBHBIE IOKY- MEHTBI KOTOPBIX OTHECEHBI K
MYHHUIUTIAJIBHOW COOCTBEHHOCTH.

OtBer:

2. Kem ocymiecTBisIeTcs peleHie HayqHO-METOINIECKUX U MPAaKTHIECKUX
BOIIPOCOB, CBSI- 3aHHBIX C KCIEPTH301 IIEHHOCTH JOKYMEHTOB H
BKIJIFOUEHUEM MX B cocTaB ApxuBHOTO dona [len3eHckoit oomactu?

OrtBer:

3. Moryrt 51 OBITh IPUBATU3NPOBAHBI APXUBHBIE JOKYMEHTBI, HAXOISIIIHECS B
roCyAapcT- BEHHOW MM MYHUIINTIAIBHOW COOCTBEHHOCTH?

Ortser:

4. Ha3oBuTe oprassl, KOTOpbIE OCYLIECTBISIIOT TOCYAaPCTBEHHOE yIIPaBJICHUE
ap- XUBHBIM JiesioM. OTBeT:

B Poccuiickoii ®denepanuu - B [leH3eHckolt oomactu —

B MYHHUIIUITATBHBIX 00pa30BaHUAX —

5. KakoBbl momHOMOYHS 3aKOHOAATENEHOTO coOpanus [leH3eHcKoi 0bmacTu
B cdepe ap- xuBHOTO fena? OTBeT:

1.

2.

3. 6. B ubu moHOMOUMS
BXOJUT NpescTaBienue [Ilen3eHcKoit 001acTi B OTHOLIECHUSX ¢ (ere-
paJIbHBIMHU OpraHaMU roCyJapCTBEHHON BJIACTH, OCYLIECTBICHHE MEp MO




peanuzanuy Ha Teppuroprn [leH3eHcKoi 001acTi rocy1apcTBEHHOM
MOJINTUKHU B cepe apXUBHOTO jemna?

OrtserT:

7. JoxymenTsl ApxuBHOTO (hoHma PD, Haxomsmuecs B TOCyJapCTBCHHOM
COOCTBEHHOCTH, ITOCTOSTHHO XpaHsTcs B 23 OTBeT:

1.

2.

3.

4,

8 . Kyna nepenatorcst JOKyMEHTBI, OTHECEHHBIE K COCTAaBY apXUBHOTO (hOHIa
[Ten3eHcKol 001acTH, TPH IPUBATH3ALUH TOCYAAPCTBEHHBIX OPraHU3aUi
[TenzeHckoit obacTu?

OrtBer:

9. Yxaxxute HOMep craThu DenepanpHoro 3akoHa «O0 apXBHOM Jiene B
Poccuiickoit ®e-mepanum» ot 22 okTsa0ps 2004r. Ne 125, koTopas 3anpemaer
YHHYTOXEHHE TOKYMEHTOB ApxuBHOTO (hoHma PO.

OrtserT:

10. ITepeuncnute 0cCHOBHBIE KIIacCH(UKAIIMOHHBIE €TUHHALEI APXUBHOTO
tdorma Poccun OtBert:

1.

2.

3.

11. MoryT 51 rocyaapcTBEHHBIE OpraHbl, OpraHbl MECTHOTO
CaMOyTIpaBJICHHs], TOCYAAPCTBEHHbIE M MyHULIUTIIAJIbHBIC OpPTraHU3aLluU
nepenaBaTh 0Opa30BaBIIHECs, B IPOLIECCE UX AEATEIBHO- CTH TOKYMEHTHI
ApxusHoro ¢porna PO B mysen, bubnmoreku, opranmzannu Poccuiickoit
aKaJIeMHU HAayK U HETOCyJapCTBEHHbIE OPTraHNU3aIin?

Orger:

12.Vxaxute HoMep ctatbu DenepanprHoro 3akoHa «O0 apXHBHOM Jiee B
Poccuiickoit @ene- pauum» ot 22 okTsa0ps 2004r. Ne 125, xoTopas
YCTaHaBJIHMBAeT CPOKU BPEMEHHOT'O XPaHEHHsI JOKYMEHTOB APXUBHOIO
¢donna PD 1o nx nepeaayu Ha NOCTOSIHHOE XpaHEHUE.

OrtBer:

13. Komy nepenaroTcst JOKYMEHTHI TI0 THIHOMY COCTaBy IIPU peopraHu3auu
Oprasa rocy- JapCTBEHHOW BJIACTH, MHBIX FOCYJapCTBEHHBIX OPTaHOB
Ilensenckoit obmactu?

Orser:

14. KoMy nepenarorcst JOKYMEHTHI 110 JIMYHOMY COCTABY MPH JIMKBUIAINN
opraHa rocyiap- CTBEHHOH BJIACTH, MHBIX TOCYAapPCTBECHHBIX OPIaHOB
[Nen3enckoit obmactu?

Orser:

15. Kaxue Buabl OTBETCTBEHHOCTH ycTaHaBIuBaeT DenepanbHelid 3akoH «O0
apxuBHOM Jene B Poccuiickoit @exepannm» ot 22 okTsa6ps 2004r. Ne 125 3a
HapylIeHHe 3aKOHOAATEeLCTBA 00 apXUBHOM Jiene B PD

1.

2.

3.

[1K-4: CriocobeH pyKOBOAMTH MPOLIECCOM CKaHUPOBAHHUS, BBOJA U 00paOOTKM JaHHBIX B CUCTEME
AJIIEKTPOHHOTO apXHBa

[1IK-4.1:

VYnpasiser
JeSITEIIbHOCTBIO
110 KOHTPOJIIO

(G yHKIIMOHHUPOBaA
HUS, BBOJA U
00paboTKu
JAaHHBIX B
CUCTEME
AIIEKTPOHHOIO
apxuBa

Hepeqenb TCOPETUYCCKHUX BOIIPOCOB K IK3aMCHY:

1. C3B/, a1eKTpOoHHBIN apXUB: ONpeeIeHNE, IIPUMEPHI, KIIacCU(PHUKALHSL.
2. OCHOBHBIE TIOHSTHS U TIPABUIIa OPraHU3aIN I/IH(I)OpMaHI/IOHHI)IX
IIPOYKTOB U YCIIYT, SKCIIEPTHON OLICHKHU: Olpe/eeH e, IPUMEPBI,
KIIacCu(UKAIHSL.

3. OCHOBHBIE METOIBI HCCIIEIOBAHUH, HCTIOJIb3YEMBIX B YaCTH aPXHBOB I10
JUYHOMY COCTaBY.

4.0Onpenenenue npouecca DKCIIEPTHAsT OLICHKA.

5.CoBpeMeHHOE COCTOSIHUE B CHCTEME APXMBHOTO XPAHEHHs JOKYMEHTOB T10
JUYHOMY COCTaBY.

6.ITops10k NPOBEIEHUS IKCTIEPTH3bI IEHHOCTH J0KYMEHTOB 110 INYHOMY
COCTaBy Ha pa3HbIX ITanax JeJoNpOU3BOICTBA.




7 .KoMmieKToBaHie apXUBOB M0 JTMYHOMY COCTaBY. MICTOUHUKH
KOMIUICKTOBaHUS APXUBOB I10 JINYHOMY COCTaBY.

8.[oAroToBKa 0KYMEHTOB M0 IMMHOMY COCTABY K ApXMBHOMY XPaHEHHIO.
dopmupoBaHue 1€ 110 IUIHOMY COCTaBY JUIA IIepeladl B BEAOMCTBEHHBIIH
apXUB.

9.OpraHu3anys HOATOTOBKU K apXUBHOMY XpaHEHHIO U apXUBHOE XPaHCHHE
Pa3HBIX BHIOB JOKYMEHTOB II0 INYHOMY COCTaBY (IIPUKA3bl O JIHYHOMY
COCTaBY, JINYHbIE KAPTOUKH, JIULEBbIC CYETA, PETUCTPALIHOHHBIC KHHTH).
10.ITopsimox popMUpOBaHUS THIHOTO IS,

11.TpeGoBanus K OpraHU3anUuK XPaHEHHS TPYIOBBIX KHIKEK.

12 .Vicnonb30Banue aBTOMATH3MPOBAHHBIX TEXHONOTHI yd4eTa apXUBHBIX
JOKYMEHTOB IO ITYHOMY COCTABY.

13.Verpoitctro u 060py0BaHIE APXUBOB MO TMYHOMY COCTABY B
OpraHU3alMAX U apXUBaX.

14.®akrops! paspylienus 10KyMEHTOB 110 IMYHOMY cocTaBy. KoHTposb
HaJIW4US U QU3HIECKOTO COCTOSIHUS JOKYMEHTOB I10 JINYHOMY COCTaBY.
15.0co6ennocTn yuera u coXpaHHOCTH JOKYMEHTOB T10 JIAYHOMY COCTaBY U
TMOpAAOK UX IE€peaavu Ha XpaHCHUEC B CJIydac JIMKBUAAIIUU IOPUIUIECKOTO
auna.

16.0pFaHH3aHI/Iﬂ 3alIUTBI ApXUBHBIX JOKYMCHTOB I10 JIMYHOMY COCTaBy OT
HECaHKI[MOHUPOBAaHHOT'O AOCTYIIA.

17. Kakue I/IH(bOpMaI_II/IOHHBIe IMPOAYKTHI U YCIIYI'U Bor 3HAcCTC,
IIPUBEIUTE IPUMEPBI UCIIOIB30BAHUS UX B apXUBaX 110 INYHOMY
COCTaBy

18. Kopobounas C3/1 LanDocs — nonnouenHas. Cucrema
BJICKTpOHHOFO HOKYMGHTOO6OPOT8. JJIA KaKHuX KOMIIaHUH OHAa
HOIXOJIUT B UCIIOJIb30BaHUU

1. Coenamp ananuz 0aHHO20 OOKyMeHma

2 IIpoananusupyiime npasunbHoCms oQpopMaeHUs

BHYTPEHHASA OITHCH
NOKYMEHTOR eI Xp. N __ 05-15/110

Ne Mupenc AT AroT0B oK JOKYMeNT
AoKysMenTa AOKyMeNTa
1 2 3 4
! Hononriesiue K AUSHOMY AUCMKY NO ysemy
xadpoe

2 19.03.2012 | Jlusnisn AUcmok no yHemy kadpoe

3 19.03.2012 | Aemobuozpadus

4 | ON827527 | 26.06.2001 | Konus dunnoma

5 10/12-md 19.03.2012 | Tpydoeou doeosop

6 45-x 19.03.2012 | Konus npuxasa o npuese wa pabomy
Htoro

(umdpann 3 opoaniue |
KOMM1eCTBO THCTOB Bll,\"l'PéHlleﬂ OnHCH
(amfpares  njazy

MHcnexTop Wupoxoea

(mcoama)

19.032012

[1K-4.2

PaspabatbiBaeT

Hepeqenb TCOPECTUYCCKHUX BOIIPOCOB K IK3aMCHY:




JIOKAJIbHBIC

HOpPMAaTHBHBIE 1. KoMmIuiekTOBaHUE apXWBOB 10 JHYHOMY COCTaBy. VICTOYHMKHU
aKTBI IO KOMIUJICKTOBAHUSA apXHUBOB 10 JINYHOMY COCTaBYy.
BOHpocaM 2. HO,HFOTOBKa JOKYMCHTOB IO JIMYHOMY COCTaBYy K apXHBHOMY
XPpaHCHUIO. (DOpMI/II)OBaHI/Ie JCJI IO JINYHOMY COCTaBY AJiA nepeaadun
opraHusanuni B BEIOMCTBEHHBIH apXUB.
mnmponecca 3. Opranuzamys MOATOTOBKH K apXMBHOMY XPaHEHHIO W apXHBHOE
CKaHUPOBAHMS B XpaHEHHE pa3HbIX BHJIOB JOKYMEHTOB IIO JIMYHOMY COCTaBy
CUCTEME (HpI/IKaSH TI0 INTYHOMY COCTaBYy, JTUIHBIC KapTOYKH, JIMIIEBBIC CUCTA,
pEeTUCTpPAlMOHHEIC KHUTH).
3JIEKTPOHHOTO 4 o
PSAIOK GOPMHUPOBAHUS JITIHOTO JeTa.
apxmuBa 5. TpeboBaHUs K OPraHU3aLUK XPAHEHUS TPYAOBbIX KHUKEK.
6. HOpﬂI[OK nepeaayu Aej mo JUIYHOMY COCTaBy B Be)IOMCTBeHHbeI
apXuB.
7. TpeGOBaHI/IH K COCTAaBJICHUIO OIMKUCHU A€ IO JUYHOMY COCTaBY.
8. HOpﬂI[OK YHUYTOXKCHHA ApPXHMBHBIX KaJAPOBBIX JOKYMCHTOB C
HCTCKIINM CPOKOM XpaHCHUA.
9. OpFaHI/I?,aHI/IH ydy€Ta AOKYMCHTOB IO JIMYHOMY COCTaBY. Cucrema
YYCTHBIX JOKYMCHTOB, HX IICJIICBOC HA3HAYCHUC. OcobeHHOCTH
yueTa JOKYMCHTOB I10 JIMYHOMY COCTAaBY B apXHBAX OpFaHI/ISaI_[I/Iﬁ )5
roCyIapCTBEHHBIX apXHBax.
1. Pemuts npobiiemMuyto 3aaauy: [lepBas HomeHKIIaTypa e
ob11a coctaBieHa B 3AO «3Be3ma» 10 et Hasan. Torma xe
CEKpeTapeM TE€HEpPaJIbHOIO0 JHUPEKTOpa IO THUIIOBOMY
MEPEYHIO OBUIM OMpPEETICHbl CPOKU XPaHEHHs TOKYMEHTOB.
Cpoku XpaHEHHS] HEKOTOPBIX JOKYMEHTOB, KOTOpbHIE HE
COJIepIKaJINCh B IIEpeYHe, ObLIIN YCTAHOBIICHBI «HA TTIA30K» U
4aCTO HE  COOTBETCTBOBAJIA  PEAIBHOMY  3HAYCHHIO
JIOKYMEHTOB. B nocneayromye roibl HOMEHKIATypa IIPOCTO
MEepPENKChIBAIACh, CPOKU XPAHECHHS HE YTOUHSIIHCD.
N3MeHunace 1M K HACTOALIEMY BpPEMEHM HOPMAaTUBHO-
METOIMYSCKAasl OCHOBA, IIO3BOJISIONIAS C JOCTATOUYHOM CTEIIEHBIO
Ocymiectsisier 00BEKTUBHOCTH YCTAHABJIMBATh CPOKU XPAHEHUS JOKYMEHTOB B
CTPaTCru4cCcKoec aKIIMOHEepHBIX obOmiecTBax? Kakue HOpMATHBHBIE TOKYMEHTHI
IUTAHUPOBAHKME U | MOXKHO peKOMEHI0BaTh JaHHOMY OOIIeCTBY AJis ONpeeNeHus
IIOCTPOECHUE
IIPOLECCOB 2.1lpu npoBeAeHUM SKCHEPTU3bI LIEHHOCTH JOKYMEHTOB B
MK-4.3 CKaHnpOBaHuA, JIe70- TIPOM3BOJICTBE OpPraHU3aIlMU AKCIEPTHI oOpaliaiu
BBOJA 1 BHUMAaHHE Ha cjIe- Ayrollee:
00paboTKH a) 3HAYUMOCTh YIpaBIEHYECKUX GYHKIMHA, IS
AAaHHBIX B peanmn3ay KOTOPBIX HCIOJb30BAINCH JOKYMEHTHI;
CHCTEME 5 .
STEKTPOHHOTO ) B Kakol TMepHUoa TMOSBWINCH WIH OBUIH
apxuBa WCIIONIb30BaHbl JIOKYMEHTHI (CO3JaHHe OpraHu3alluu, €€

peopraHu3aIys, BBIMOJTHEHNUE 0OCOOBIX 3aJJaHUH U T. 11.), UX
3Ha4Y€HHUE ISl OpraHu3alluu;

B) OTPaXKaloT JI JIOKYMEHTHI OCHOBHYIO JIEATETLHOCTh
OPraHU3alMU WIH PeaTu3alyio OJHON KOHKPETHOM 3a1a4un
W, CIEIOBaTeIbHO, MOIYT JIM HCIHOJIb30BaTbCsi B
CIIPABOYHBIX LIENSX;

r) 4To co0OW MpelCcTaBiIsieT JOKYMEHT: OpUIMHAal,
JyOJIETHBIN SK3EMIUISP WK KOTHS;

) TOBTOpsieTcss JU HHPOpMAIMs B  JAPYrUX
JnokymeHnTtax. Eciu moBropsiercs, To B Kakux (opmax u




o0BeMax;

€) MpaBUIBHOCTH OGOPMIICHUS
JTOKYMEHTOB;  JK)  PCEKBHU3UTHI,
YIOCTOBEPSIOIINE JOKYMEHTHI.

ITo xakuM KpUTEpUsAM B JAHHOM CJIy4ae IPOBOJIUIACH
OLICHKA IOKYMEHTOB?

0) Ilopsiiok mpoBeaeHUA MPOMEKYTOUYHOM ATTECTAIUN, IOKA3ATEN U KPUTEPHH
OLlCHUBAHMUSL:

[IpomexyTouHass arTecTanus MO AUCHUILIMHE BKJIIOYA€T TEOPETUUYECKHE BOIPOCHI,
MO3BOJISIONINE OLIEHUTh YPOBEHb YCBOCHUS OOYYAIOIIMMUCS 3HAHWMA, M MPAKTUICCKUE 3a/IaHUs,
BBISIBJISIFOIINE CTETIEHb COPMUPOBAHHOCTH YMEHUH U BJIaJIEHUH, TPOBOAUTCA B (popme IK3aMeHa.

OK3aMeH 1O JaHHOW JUCLMIUIMHE MPOBOJUTCSA B YCTHOM (opMe MO TEOPETHUECKUM
BOIpocam (2 BOIIpoca) ¢ 3allUTOM dcce U Keilca.

IToxa3aTenn U KPUTEPHUH OLCHUBAHUSA JK3aMEHA:

— Ha OLEHKY «OTJIMYHO» — CTYJIEHT JOJDKEH I0Ka3aTh BBICOKMM ypOBEHb 3HAHUW HE
TOJIbKO Ha YPOBHE BOCIPOU3BENEHHS M OOBSCHEHHS MHPOPMALMU, HO U HUHTEIUIEKTyallbHbIE
HAaBBIKU PELICHUS MPoOJIeM U 33/1a4, HAX0XKJICHUS! YHUKAJIbHBIX OTBETOB K Ipo0jeMaM, OLIEHKU U
BBIHECEHUSI KDUTUYECKUX CYXKICHU;

— Ha OLICHKY «XOpOLIO» — CTYJIEHT JOJDKEH IIOKa3aTb 3HAHUSA HE TOJBKO Ha YPOBHE
BOCIIPOU3BECHHUS U OOBSICHEHUS MH(OpMAIMK, HO W HMHTEUIEKTyaJbHble HABBIKH PEIICHUS
po0JieM U 3aj1ay, HaX0KJIEHUS! YHUKAJIbHBIX OTBETOB K ITpo0sieMaM;

— Ha OLICHKY «YAOBJICTBOPHUTEJBbHO» — CTYICHT JIOJDKEH II0Ka3aTh 3HAHUS Ha YPOBHE
BOCIPOM3BEICHUS U O0BSCHEHUS UHPOPMAIK, UHTEIJIEKTyaJ IbHbl€ HABBIKU PEIICHUS TPOCTHIX
3a/1ad4;

— Ha OLICHKY «HEeY/AOBJIETBOPUTEIbHO» — CTYICHT HE MOXKET I10Ka3aTh 3HAaHUS HAa YPOBHE
BOCIIPOU3BEICHUS U O0BSICHEHUSI HHPOPMAIIUU, HE MOXKET MOKa3aTh HHTEIUIEKTYaJIbHbIE HABBIKU
pemeHus MpoCThIX 3a1ad.

IIpnioxenne 3

MeTtoauyeckue yKazaHusi 10 JMCHHILIMHE KAPXHBbBI JOKYMEHTOB 10 JIMYHOMY COCTaBY» C
HX MOMOIIBI0 o0y4aromuecs 0e3 Tpyaa CIPaBsATCs €O BCeMH KOHTPOJIbHBIMHU
MeponpUsITUSIMU.

PA3JEJ] 1. TIIOHATHUE APXUMBOB II0 JIMYHOMY COCTABY U HX
HOPMATHWBHAA PETJIAMEHTALIUA

Tema 1. Cocmag 0oKymenmayuu, Xpauumoii  apxXueax no JUYHOMY COCMagy
JIOKyMEHTBl 10 JIMYHOMY COCTaBy - Ba)KHas COCTaBJAOLIAs HAMOHAJIBHBIX
MH(}OPMaLIMOHHBIX PecypcoB cTpaHbl. [IpakTHueckas BOcTpeOOBaHHOCTh 3TOTO BH/Ia IOKYMEHTOB
peanu3yeTcsl 0 JIBYM OCHOBHBIM HalpaBieHUsIM. Bo-nepBbIX, B LENSIX COLMAIBHO-IPABOBOM




3aIIATHl TPAXKIAH IPU HCIOJHEHUU COLMAIbHO-IPABOBBIX 3alpOCOB O MMOATBEPKICHUN
TPYIOBOTO CTaXa, pa3Mepax 3apabOoTHOM IJIaThl, MPOXOKACHUN CITYKObI B BOOPYKEHHBIX CHIIAX,
HarpaXJ€HUNU TOCYJapCTBEHHbIMU HarpajaMd U I[PUCBOCHUU IIOYETHBIX 3BAHUM M T.1I.
Bo-BTOpBIX, MpU MPOBEACHUM HAYYHBIX HCCIICIOBAaHUN B 00JaCTH COIMAIBLHOW HCTOPUH -
KYJIbTYpPOJIOTHYECKHUX, COLIMAJIbHO-JIEMOTpapUUECKHUX, UCTOPUKO-OnorpaduyecKux,
FE€HEATOrHYECKUX, COLIMOJIOTUYECKUX, TTOJIUTOJIOTMYECKUX U TIp.

Cormacao @3Ne 125 2004 1. «O6 apxuBHOM Jieie» CT. 3 M.3 «IOKYMEHTHI IO JINYHOMY
COCTaBY» — 3TO apXWBHBIC JIOKYMEHTHI, OTPAXKAIOIIHE TPYAOBbIC OTHOIICHHS PaOOTHHKA C
paboToaaTeiem.

K noxymeHTam mo JMYHOMY COCTABY, HMEKOIIMM [10JITOBPEMEHHbII CPOK XpaHeHMS,
OTHOCSITCSH:

1. pacnopaauTenbHble AOKYMEHTbl (MPWUKasbl, PacnopAMKEeHWs, 3amMuCKKU, 3aMeHAtoLMe
MpWKasbl NO JIMYHOMY COCTaBY, MOCTAHOB/IEHUA O MPUEME, YBOJIbHEHWUM, NEPEMELLLEHUN, MOOLLPEHUH,
npemMmmnpoBaHnUK paboTHMKOB U ap.).;

2. y4YeTHble [AOKYMEHTbI: CMUCKU JIMYHOTO COCTaBa, B TOM YMCAe CNUCKU paboTHMKOB,
3aHATLIX HA NPOM3BOACTBE C BPpeAHbIMU YCNOBUAMM TPYAA;

3. andaBWTbl NPUKA30B MO IMYHOMY COCTaBY;

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

5. NIMYHble Aena COTPYAHWKOB (B TOM UMCNe /AWYHble Aena /vy, NpeacTaBAeHHbIX K

NPUCBOEHUNIKO NOYETHOro 3BaHWA, aTTeCTauMoHHble Aena, Aesla KOMaHAHO-Ha4YanbCTByHOUWEro w
NOZINTUYECKOTO COCTaBa, NePCOHa/IbHbIE p,ena);

6. Nnuesble cyeTa paboTHMKOB No 3apaboTHOW naaTe (B ToM Ymcne Tabynarpammol, Npu UX
OTCYTCTBUM MOA/IeXKaT ONMCAHUIO pacyeTHble BEAOMOCTM Mo 3apnaTe);

7. aKTbl O HECYACTHbIX C/y4YasnX, CBA3AHHbIX C NPOM3BOACTBOM;

8. OOKYMEHTbl 06 aTTecTaumnn n Tapudmkaumnuy;

9. Tabenun n Hapsapl PaboTHMKOB BpeaHbIX Npodeccuis;

10. TPYyAOBble A0roBopbl (KOHTPaKTbl), TPYAOBble COTNAlIEHWUs, He BoleAliMe B COCTaB
JIMYHBIX A4en, TPYA0Bble A40roBOPbl (KOHTPAKTbI), TPYAOBbIE COTNALLEeHNs, 3aMEHSIoLLINE INYHbIE AeNa;

11. NPOTOKO/bI 3acefaHuii KOMUCCUA MO YCTaHOBAEHUIO TPYAOBOro CTa)ka A/1A BbINAaThbl
HazabaBKu 3a BbICAYTY JIET;

12. OOKYMEHTbI (NpeacTaBaeHnn, Xxo4aTalicTBa, XapakTepucTnkmM, asTobrorpadum, BbINUCKK

n3 DELUEHMVI, NOCTaHOBNAEHUN W p,p.) O npeacraBieHnn pa60THMKOB OpraHn3aunnm K HarpaxXaeHuio
rocygapCrBeHHbIMU U BEAOMCTBEHHbIMU Harpagamum, npuCcBOEHUIO 3BaHUN, NPUCYXKOEHUNIO HpEMMVI;

13. CMUCKM PabOTHUKOB, YXOAAWMX HA IbFOTHYHO NEHCUIO;

14. LUTATHbIE PACCTaHOBKM;

15. KHUMM (KapTO4YKK) yueTa npuema, nepemelleHns (nepesosa), yBosibHeHNA pabOTHMKOB.
16. HeBOoCTPebOoBaHHbIE JINYHbIE AOKYMEHTbl PAabOTHUKOB (TPYAOBblE KHUXKKWM, BOEHHblE

6MI'IETbI, cBMnAeTenbCTBa O poXAeHunu, 06 O6pa3OBaHMM, ANNNOMbI, aTTECTATbl U p,p.).

Cpoxk XxpaHeHHs yKa3aHHBIX JOKYMEHTOB B cOOTBeTCTBUH ¢ [lepeunem — 75 mer.
Kpome Toro, K Juic TakXe OTHOCHT:

1. B npeacrtaBuUTE/IbHbIX OpraHax B/1aCTU U MECTHOro CamoynpaBaneHunAa: nepcCoHa’/ibHblE
KapPTO4YKK y4eTa 4ENYTATOB;

2. B CE/IbCKUX aAMUHUCTPALUUAX: AOMOBblIe KHUTU ANA NPONUCKU FpaxXaaH,;

3. Ha NpeanpunATnAX CeNIbCKOro X03AMUCTBA: KHUTU y4yeTa Tpyaa U pacyeToB C pa6OTHVIKaMM;

4, B HEroOCyAapCTBEHHbIX OpPraHM3aunAxX, Ha NpeanpnATnAX, He ABNAKLWNXCA MCTOYHUKaMU

KOMMN/IEKTOBaHMA: NPOTOKO/bl 06LWMX COBPaHUI yUpeKAEeHUI, aKuMoHepoB, paboTHMKOB, peLluaBLmnX
KaZpoBble BOMPOChI;

5. B KOMUTETaAX, OTAaenax a,CI,MMHVICTpaLJ,VIﬁ ropoaos, paﬁOHOB no O6pa3OBaHVIIOI
AOKYMEHTbI NO NAaTPOHUNPOBAHUIO U ONEKe;
6. B UEHTpaxX 3aHATOCTUM HaceneHna wnu MUrpaumnoHHbIX cny>+<6ax: JIM4Hble Aena

6e3paboTHbIX, KAPTOUKM yueTa 1 06cNef0BaHUA BEXKEHLEB U BbIHYXKAEHHbIX NEPECeNeHLEeB.

Takum oOpa3oM, apXuB MO JHYHOMY COCTABY — CaMOCTOSITEJIbHOE YUPEKICHUE WU
CTPYKTYpPHOE MO/Ipa3JeJIeHHe YUPEKACHUSI, OCYIIECTBISAIONIEE KOMIIJIEKTOBAaHUE, XpaHEHUE, YUET
Y UCNOJIb30BAaHUE JOKYMEHTOB 110 JTUYHOMY COCTaBY.



IIpy nMKBUAAUMM HEroCYJApCTBEHHBIX OpraHM3allMii, B TOM 4HCIE B pe3yJbTaTe
0aHKpOTCTBA, 0Opa3oBaBIIMECS B IMpoOIEcce HUX [EATEIbHOCTH U BKIIOYEHHBIE B COCTaB
ApxusHoro ¢onsa PO 1oKkyMeHTHI 110 IUYHOMY COCTaBY, a TAKXKE apXUBHbIE JOKYMEHTBI, CPOKU
BPEMEHHOI'O XPAaHEHHUsS KOTOPbIX HE HCTEKIM, IEpPeNarTcs JMKBUAALMOHHONW KOMHUCCUEN
(JIMKBUIATOPOM) MJIM KOHKYPCHBIM YIPABJISIOIIUM B YIIOPSJOYEHHOM COCTOSSHUM Ha XpaHEHUE B
COOTBETCTBYIOIMN TOCYJAapCTBEHHbIM WJIM MYHMILMIIAJIbHBI apXUB Ha OCHOBAaHMM JOTOBOpa
MEXy JIMKBUJIALMOHHON KOMHUCCHEW (JIMKBUIATOPOM) MJIM KOHKYPCHBIM YIPABISIONIMM M
roCy/1apCTBEHHBIM MJIM MYHUIIUIIATIBHBIM apXUBOM.

ITpu 3TOM NMKBHIALMOHHAsE KOMHMCCUS (JIMKBUAATOP) WJIM KOHKYPCHBIN YIPaBIISIOIIUI
OpPraHMU3yIOT YHIOPSAAOUYEHUE APXUBHBIX TOKYMEHTOB JIMKBUIUPYEMON OpraHU3aliu, B TOM YHUCIIE
OpraHu3aIy, JUKBUIUPYEMOH B pe3ynbrare 6ankpoTcTBa (4. 10 c1. 23 3akoHa 00 apxuBe).

Opranu3zanusm (He3aBUCUMO OT POpPM COOCTBEHHOCTH ) PEKOMEH/IYETCSI BKIIFOYATh B CBOU
ycTaBbl (TOJIOXKEHUS) CIeLUalbHble MYHKThl. B HUX TOJKHBI ObITH IIPOMMCAaHBl BCE BONPOCHI,
Kacaroluecss y4eTa U COXPAaHHOCTH JOKYMEHTOB I10 JIMYHOMY COCTaBy U CBOEBPEMEHHOM
nepeaayy UX Ha XpaHeHue B ciydae JIMKBUIALUH IOPUANYECKOrO JINIA.

Ecnu pa3bupath 0COOEHHOCTH apXWBOB IO JIUYHOMY COCTaBY MPEANPHUITHN, TO CIEIyeT
yKa3aTb, 4TO JieJla IOCTOSIHHOI'O U JIOJITOBPEMEHHOIO XpaHEHHUs, BKIOYas JOKYMEHTHI IO
JMYHOMY COCTaBY, II€PEAlOTCs B apXUB OpraHU3alii He M03/IHee YeM uepe3 TpH rojia mocie ux
3aBepLICHUs B J€I0NpOU3BOACTBE. [lena nepenaBaite no rpaguky, yCTAaHOBIEHHOMY apXHBOM.
OH noykeH OBITh COINIACOBAH C PYKOBOJUTENSAMHU CTPYKTYPHBIX HOJpPA3JelIeHUN U yTBEpxKJIeH
pykoBoauTesieM opranuszanuu. CraTouHble ONUCH JeN Ul UX MepeJadyd B apXUB COCTaBISET
CTPYKTYpPHOE IoJIpa3/ieieHne (KaapoBas ciayx0a) B Tpex 3K3eMILIApax.

ApXUBBI 1O JUYHOMY COCTaBy, B TOM YHCJIE€ MOTYT TMPEACTAaBIATH COOOM apxuB
3JIEKTPOHHBIX JOKYMEHTOB. 11 3¢ppekTUBHOrO noucka MHPOPMALUU IPUEMIEMBIM PELICHUEM
BBICTYNAeT OLU(]POBKA, CKAaHUpPOBaHHE OYMa)KHbIX OPUTMHAJIOB JUYHBIX Jen. [Ipuka3oB mo
JUYHOMY COCTaBy MU T.A. B cBolo ouepenp, nepegaya B apXUB 3JIEKTPOHHBIX KaJpOBBIX
JIOKYyMEHTOB HMMeEET psii ocobeHHocTel. Eciu CcTpykTypHOE mojapasjelneHrue Nepefaer Ha
XpaHEHHUE B apXUB OPraHU3ALUH JIEKTPOHHbIE TOKYMEHTHI, TO IIPOLlelypa Mepeiadyl COCTOUT U3
CJIEIYIOIINX 3TAIOB:

NPOBEPKMN GU3NYECKOTO COCTOAHWUA HOCUTENEN SNEKTPOHHDBIX JOKYMEHTOB;
3anMCcK 3N1EKTPOHHbIX AOKYMEHTOB Ha MALUMHHbIE HOCUTENN;

NPOBEPKM KauecTsa 3anucy;

NPOCTaB/AEHNA aPXMBHbIX LUMGPOB HA EAMHULIAX XPaHEHWA (Ha dyTaapax);

5. OMUCaHUA 3NEKTPOHHbIX AOKYMEHTOB U MOATOTOBKM KOMMIEKTA CONPOBOAUTENBHOM
“HbOPMaLMK (B T. Y. COCTABNEHUA ONUCHK).

CoTpynHUK apxuBa NPUHUMAET KaXJO€ EJI0 B NPUCYTCTBUU COTPYJHHUKA KaJIpOBON
CITYXKOBI.

[Ipumepom crienUanIn3upOBaHHOIO YUPEXKACHUS — apXHUBa IO JIMYHOMY COCTAaBY MOXKET
MOCITYKUTh JedaTeabHOCTh ApxuBa KaapoBoil nokymeHntanuu CAO (MockBa). DTOT apxuB
KaJJpOBOM JIOKYMEHTAIIMH OCYILIECTBIISICT XpaHEHHE OTHOCSIIUXCSA K €ro Npoduio JOKYMEHTOB
ApxuBHoro ¢onna MoOCKBbI B COOTBETCTBUU CO CPOKaMH, YCTAHOBJIEHHBIMH J€HCTBYIOIIUM
3aKOHOJATENbCTBOM. B cocTaB JOKYMEHTOB apxuBa KaJpoBOW JOKYMEHTAMM BXOJSAT:
JOKYMEHTBI TI0 INYHOMY COCTaBY U JOKYMEHTBI II0 OCHOBHOMW JI€ATEIbHOCTH BPEMEHHOIO CPOKa
XPaHEHUsl JIMKBUIMPOBAHHBIX OpPraHM3allMid B CIy4yae OTCYTCTBHS y HUX IIPaBOIIPEEMHHMKA U
BBIIIECTOSIIETO0 MO  MOJYMHEHHOCTH  OpraHa  pasiuyHblX  (GOpM  COOCTBEHHOCTH,
3aperuCTPUPOBAaHHBIX B HAJOTOBOM OpPraHE Ha TEPPUTOPUU aJIMHUHUCTPATUBHOIO OKpyra W He
ABIISBILIUXCSI HMCTOYHMKAMU KOMIUIEKTOBaHUS (elepaibHbIX, LEHTPAIbHBIX TOPOACKUX,
BEJIOMCTBEHHBIX U 00BbETUHEHHBIX BEJOMCTBEHHBIX apXMBOB; KOMMU apXUBHBIX JOKYMEHTOB Ha
npaBax IOJJMHHUKOB, CTPaxoBOM (HOHA KOMUN JOKYMEHTOB MO MNPOPMII0 apxuBa, (OHI
NI0JIb30BAaHUSA. ApXUB XpaHUT YYETHBIE JIOKYMEHTBI M apXHUBHbBIE CIIPaBOYHUKH (OIHUCH,
KapTOTEKH, yKa3aTelu, MyTeBOAUTENH, 0030pbl POHIOB U JIp.), IEYaTHBIE U IPyTUE MaTepUaIbl,
JIOTIONIHSAIONINE cojJiepkaHue (DOHIOB apXuBa. ApPXUB MOXET OCYIIECTBIATH JIEMO3UTAPHOE
XpaHEHue JOKYMEHTOB ApXUBHOro (oHaa MOCKBBI B MOPSAJIKE U HA YCIOBUSX, ONPEAENsIieMbIX
noroBopoMm ['maBapxuBa MOCKBBI C COOCTBEHHUKOM JIOKYMEHTOB.

PWNPE



Taxk e ocymectBiasger cBolo pabdory [ocymapctBennoe Kazennoe VYwupexaeHue
KpacHogapckoro kpas «ApXuB JOKYMEHTOB IO JIMYHOMY cocTaBy KpacHomapckoro Kpasi».
ApXHMB JOKYMEHTOB IO JIMYHOMY COCTaBy ObUI CO3JaH pELICHHUEM TIJIaBbl aJIMUHUCTPALUU
Kpacuonapckoro kpast Ne 27 ot 03.02.1993 rona, ¢ 1e1bk0 3alIUThI PAaB U 3aKOHHBIX HHTEPECOB
rpaxzaaH, IPEJOTBpALLECHUS YTpaTbl AOKYMEHTOB II0 JMYHOMY COCTaBYy JIMKBUIAUPOBAHHBIX
YUPEKIACHUM, OpraHU3aluid U IPEANPUATHI KPACBOIO YPOBHSI.

OcCHOBHBIE 3371a41 APXUBA:

1. obecneyeHne COXPaHHOCTU U rOCYAPCTBEHHbIN y4eT JOKYMEHTOB N0 IMYHOMY COCTaBYy;

2. KOMMN/IEKTOBaHWE apXMBa AOKYMEHTAaMM NO IMYHOMY COCTaBY JIMKBUAMPOBAHHbIX
opraHusaumn npeanpuaTnin peaepanbHOM, KPaeBoi, CMeLaHHoM U apyrux ¢opm cobCcTBEHHOCTU He
MMeloLLLMX NPaBONPEEeMHUKOB;

3. MCMNONIHEHWE COLMANbHO-NPABOBbIX 3aNPOCOB OPraHN3aLNA U FPaXKAaH;
4, pecTaBpauma apXMBHbIX JOKYMEHTOB Ha 6yMarKHOM OCHOBE;
5. MUKPOOUIbMUPOBAHME SOKYMEHTOB C LLe/Ibl0 CO34aHNA GOHAA NONb30BaHUSA U

CTpaxoBoro poHAa LOKYMEHTOB.

Tema 2. Hopmamuenan 0a3a QYyHKUUOHUPOSGAHUA APXUEOE NO JIULHOMY COCHAGY

OCHOBHBIM HOPMAaTUBHBIM aKTOM B 3TOH cdepe sBisercs denepanbHblii 3aK0H OT 22
okTsi0pst 2004 Troma Nel25-d3 «O6 apxuBHOM xaene B Poccuiickoit ®enepanumn». [laHHbBIN
@denepanbHbll  3aKOH  peryjJupyeT OTHOIIEHUs B cdepe OpraHu3alul  XpaHEHHS,
KOMIUICKTOBAHHUS, y4eTa W HCIIOJIb30BaHHUS JOKyMEHTOB ApxuBHOro ¢onga Poccuiickoit
denepanuy U APYrux apXUBHbIX JOKYMEHTOB, HE3aBUCUMO OT UX (POpPM COOCTBEHHOCTH, a TaKXKe
oTHOWIEHHs B cepe ympaBieHus apxXuBHBIM aenoM B Poccuiickoit denepannu B MHTEpecax
rpaxJiad, oOlIiecTBa U rocy1apcraa.

Crarps 17 ®enepanbHoro 3akoHa oT 22 okTsa6ps 2004 roma Nel25-d3 «O6 apxuBHOM
nene B Poccuiickoit ®enepauun» ycTaHaBIMBAaeT OOLIYI0 OOS3aHHOCTh MO OOECIEYEHUIO
COXPaHHOCTH JIOKYMEHTOB, B TOM YHCJI€ JIOKYMEHTOB I10 JMYHOMY COCTaBY, JJIsl TFOOOTO CyObeKTa
XO35ICTBEHHOM JI€ATENBHOCTHU: TOCYIAPCTBEHHBIX OPraHOB, OPIraHOB MECTHOT'O CaMOYIIPABIICHMUS],
OpraHM3alMii W TpaxJIaH, 3aHMMAIOIIMECS MNPEAIPUHUMATENBCKON JEATEeIbHOCThIO 0e3
0o0pa30BaHUs IOPUIMYECKOTO JIMLA, B TEYEHHE CPOKOB HUX XpaHEHUs, YCTaHOBJIEHHBIX
denepanbHBIMU  3aKOHAMH, WHBIMH HOPMAaTUBHBIMU IIPaBOBbIMM akTamu Poccuiickoii
®denepany, a TaKkKe MNEPEUHIMH JOKYMEHTOB.

B cootBercTBHU cO cTaTheil 3 DenepanbHOro 3akoHa oT 22 oktsi0ps 2004 rona Nel25-03
«O06 apxuBHOM Jene B Poccuiickoit deaepanuny»:

«ApxuBHbIl (oHA Poccuiickoit deaepanuu - UCTOPUYECKU CIIOKMBILASCA U TOCTOSTHHO
MOTIOJIHSIOMIAS’CS COBOKYITHOCTh APXUBHBIX JIOKYMEHTOB, OTPaXAIOIIUX MAaTEPUAIBHYIO U
JyXOBHYIO KM3Hb 00IIECTBA, UMEIOLINX UCTOPUUECKOE, HAYYHOE, COLIUAIbHOE, SKOHOMUYECKOE,
MOJIUTUYECKOE W KyJbTYpDHOE  3HA4Y€HHE,  SABIAIONIMXCA  HEOTHEMJIEMOW  YacTbiO
HMCTOPUKO-KYJIBTYPHOTO Haclienusi HapoJoB Poccuiickoin @Penepanuu, OTHOCAIIUXCA K
MH(POPMALIMOHHBIM pecypcaM U MOUIeKAIUX HOCTOSHHOMY XPaHEHHIO.

[Ton apXHBHBIM TOKYMEHTOM OHMMAETCH:

«MaTepUaIbHBIA HOCUTENb C 3aMKCUPOBAHHONW Ha HEM MH(OpMaLuUei, KOTOPbI UMeeT
PEKBU3UTHI, TIO3BOJISIONINE €r0 UACHTU(UINPOBATh, U TOJJIEKUT XPAaHEHUIO B CHITY 3HAUMMOCTHU
yKa3aHHBIX HOCUTEJIS U MH(OPMAINH JUIs TpakJaH, O0IIEeCTBa U TOCYAapCTBay.

B cBoro ouepenp, mom mokymeHToM ApxuBHOTO (Qonma Poccuiickoit deneparuun
MOHUMAETCS:

«@pXMBHBIN JTOKYMEHT, IPOIIEIIINHI SKCIIEPTU3Y LIEHHOCTH TOKYMEHTOB, MOCTaBICHHBIN
Ha IOCYJapCTBEHHBIN YUET U NOJUIEKALIHNI TIOCTOSHHOMY XPaHEHUIO».

[lopsimox opraHu3anuu XpaHEHUS JOKYMEHTOB 3aBHCHT OT CTaTyca KOMMEpPYECKOU
OpraHu3anuy. BaXHbIM OTIMYMTENBHBIM IPU3HAKOM SIBISETCS BKJIIOYEHHE KOHKPETHOMN
OpraHM3alil B CHHCKU HCTOYHHUKOB KOMIUIEKTOBAaHUS TOCYAAPCTBEHHBIX M MYHUILIMIAIbHBIX
apXMBOB apXMBHBIMU JIOKyMeHTaMH (4acTh 2 crtathu 20 denepanbHOro 3akoHa OT 22 OKTAOps
2004 roma Nel25-®3 «O6 apxuBHoMm nene B Poccuiickoit ®enepauun»). Bxmouenue



KOMMEpPYECKHX OpraHM3alvil B yKa3aHHbIE CIIMCKHU OCYIIECTBIISIETCS HA OCHOBAaHUU J0r0OBOpa C
COOTBETCTBYIOIIMM TOCYAApPCTBEHHBIM WJIM MYHUIMNAIbHBIM apXUBOM. B opranmuzanusax
(MCTOYHHMKAX KOMIUJICKTOBAHMSI) [0 HCTEUEHUU CPOKOB XPAHEHHUS IMPOBOIUTCS COBMECTHO C
YIIOJTHOMOYECHHBIM OpPraHOM TOCYAAapCTBEHHOW BiacTu cyObekra Poccuiickoit depepanuu B
o0yacTu apXMBHOTO Jelna, ['ocapXuBOM SKCIepTH3a IEHHOCTH psiia JOKYMEHTOB Ha IMpeIMET
BKIIIOUEHUS B cocTaB ApxuBHOTO oHma Poccuiickoit denepammm.

[Tocne mpu3HaHMS apXUBHBIX JOKYMEHTOB KOMMEpPUYECKHUX OpraHu3aluil (HMCTOUYHUKOB
KOMILJICKTOBAaHUs) TOKyMeHTaMu ApxuBHOTO (oHaa Poccuiickoit @enepannu UX yHUUYTOXKEHUE
HE JOMYCKAaeTCs, a HX XPAHEHUE MOXKET OCYILIECTBIISITBCS KOMMEPUYECKOW OpraHu3anuen
CaMOCTOSITENILHO JINOO OHU MOTYT OBITh IIEPEIaHBbI 0 JOTOBOPY Ha XpaHEHUE B TOCYAaPCTBEHHBIN
WM MYHUIMIIAIBHBIA apXuB, OMOIMOTEKY, My3el, a TakkKe B opraHu3anuio Poccuiickoi
akajgemuu Hayk (4actb 3 ctatbu 21 denepanpHoro 3akoHa ot 22 okta6ps 2004 roxa Nel25-03
«O06 apxuBHOM peine B Poccuiickoit deneparumny).

Te apxuBHBIE OKYMEHTBI, KOTOpbIE€ HE OBLIM BKIIOUYEHBI B COCTaB JOKYMEHTOB
ApxuHoro ¢onna Poccuiickoit @enepanuu, a Takke TOKYMEHTBI, XPAaHSIIUECS y OpraHUu3aIlvi,
HE SBJIAIOILIMXCS HCTOYHUKAMU KOMIUIEKTOBAaHUS, I10 HCTEUYEHHWU CpOKa HX XpaHEHu,
YCTaHOBJICHHOIO B HOPMATUBHBIX IPABOBBIX aKTaX, MOJUIEKAT JKCIEPTU3E U MOTYT OBITh
YHHUTOKEHBI OpraHu3aueil 1Md0 MOCTOSTHHO XPAHATCS B ApXHBE OpraHU3al[iu B COOTBETCTBUU C
€€ BHYTPEHHUMHU IPaBUIAMH.

[lo Bompocam, CBSI3aHHBIM C TOPAJKOM OPraHU3alUMU KOMIUIEKTOBAHMS apXUBHBIX
JIOKYMEHTOB, OOECIEUYEHHUs HUX COXPAHHOCTH, IMOPSJIKOM IPOBEIEHUS HKCIEPTU3bl LIEHHOCTU
JOKYMEHTOB U Tiepeauyd JOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoii ®enepauuu Ha
IIOCTOSIHHOE XpaHEHHE, MOPSAKOM OpraHu3aluu padoThl apXHBa, KOMMEPUYECKUE OpraHu3aluu
MOTYT PYKOBOJACTBOBaTbcs «lIpaBuiamMu opraHu3anvu XpaHEHUs, KOMIUIEKTOBAaHHUS, y4€Ta U
UCTIOJIB30BaHUS IOKYMEHTOB apXHBHOTO (POHAA POCCHUCKOHN (eneparyiv U APYrux apXUBHBIX
JOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax, oOpraHax MECTHOIO CaMOYIPABICHUS H
opranuszanusax» ot 07.09.2015 r.

XpaHeHHe KaJpoBBIX JOKYMEHTOB HECKOJIBKO BBIIEISCTCS U3 OOUIMX MPaBUJI XPaHEHUS
yIpaBICHYECKUX JOKYMEHTOB. [lOCKONbKY KaapoOBble JIOKYMEHTHI OO0JIaJal0T BBICOKOM
COLMAIIbHOM 3HAYUMOCTBIO (0COOEHHO JTOKYMEHTHI, COZAEp Kallle MEepCOHANbHbIE JIaHHbIE), TaK
KaK CJIy’KaT IOKYMEHTaJbHBIM MOJATBEPKACHUEM MpaB pabOTHUKA Ha COLMaIbHOE 00eCIIeueHue,
HanpuMep, IO CTapOCTH M HWHBAIMIHOCTH, a TakXKe IOATBEPKACHUEM TPYAOBOTO CTaxa
pabotauka. IlosToMy OOJMBIIMHCTBO M3 HUX HMMEIOT JJIUTEIBHBIM WM TOCTOSIHHBIM CPOK
XpaHEHUsI U WCIOJB3YIOTCS B CIPABOUYHBIX IENAX NpU OOpalleHWu TpakJaH B apXHUBHBIC
YUPEXKICHUS.

ITomuMo oTOro, KajpoBble JOKYMEHTHl 00JajaloT eme U Ouorpaduyeckoi,
apxeorpau4eckoil IEHHOCTHIO, SIBJISIOTCS WCTOYHHKOM JUISI CTATHCTHYECKUX OO0O0OIEeHUN W
HCTOPUKO-COLMAJIBHBIX UCCIIEIOBAaHUM.

Oco0eHHOCTH XpaHEHUS KaJpOBOM JTOKYMEHTAIlMM B OpraHu3alid OO0YyCIIOBJICHBI
3a/lauaMyd  OTPaHUYEHHUS HECAHKLIMOHWPOBAHHOTO JIOCTYNMa K JOKYMEHTaMm, COAeprKaluM
NePCOHAIbHBIE TaHHbIE PA0OTHUKOB, U 3((HEKTUBHOTIO MOMCKA HY)KHON MHPOpMaIUH.

B cucreme xpaHeHus KaApOBBIX JOKYMEHTOB MOXHO BBIJIEIUTh JBa BUJA, CTaJUHU
XpaHEHUs: TeKylllee U mocieayrouiee. XpaHeHHe U UCIIOIb30BaHUE JOKYMEHTOB C MOMEHTa MX
CO3J]aHUs U JI0 TIEpe/iayu Jeja, B KOTOPOM OHM CTPYNIHUPOBAHBI, B apXUB HA3bIBAIOT TEKYIINUM
(onmepatuBHbIM). Tekyilee XpaHEHHE JAeNl OCYIIECTBISETCS MO MeCcTy HX (OPMHUPOBAHUA.
Texylee XxpaHEeHUE TaK)Ke AEIUTHCS HA 1BA NIOJBUA:

. XpaHeHWe JOKYMEHTOB B NPOLLECCE UX UCTIOTHEHMS;

. XpaHeHWe UCMNONHEHHbIX JJOKYMEHTOB.

JIOKYMEHTBI BO BpeMs UX UCHIOJTHEHHS HaXOASTCA Y UCTIOTHUTENS, KOTOPIM XpaHUT UX B
crienuanbHbIX nankax. Ha qanHbeix mankax cogep:xkurcs ¢ Haanuch «Ha nmognuce», «Cpouno» u
Ipyroe, a Takke paMuIns, UHUIUAIIbI, TeIeQOH UCTIOTHUTES.

HcnonHeHHble JOKYMEHTBI JOKHBI TOAIIMBATHCS U XPAHUTHCS B IeJIaX B COOTBETCTBUU C
HOMeHKIatypoil nen. Cpa3dy OTMETHM, UYTO TEKYyIlee XpaHEHUE JIOKYMEHTOB Mpeirojaraer
nporenypy ux GopMHUpPOBaHHUS B JieJa B COOTBETCTBUU C YTBEP)KICHHON HOMEHKIIATYPOIl.



Texyiee XxpaHeHue AOKYMEHTOB O3HAuaeT UX XpaHeHHe B No UIMHHHKaX. [loaTomy B
KaJ[POBBIX CIIyk0ax opraHU3allMii BCe MPHUKA3bl XPAaHATCS B MOUIMHHUKAX. Konuu mpuka3oB mo
JUYHOMY COCTaBY: IpueMy Ha palboTy, MOOIIPEHUSM, B3bICKAHHUSIM, YBOJBHEHUU M TaK Jaiee
JIOTIOJTHUTEIHHO TIOMEIAIOTCS IS XpaHEHUS B JIMYHBIE JIe)1a paOOTHUKOB (€CIIM OHH BEIYTCS).

[Topsok opraHu3aluy TEKYIIEro XpaHeHus JIMYHBIX A€ CIEAYIOLUI:

1. NINYHble Aena B OymaxKHOM BUAE XPAHATCA B NarnKax, KOTOPble HYMepyoT No CTPaHMLUAM
Y NPOLLMBAIOT;

2. 0610KKM IMYHBIX 48/ TaKKe HYMEPYIOT, UM NPKUCBaUBAIOT NOPAAKOBbIN HOMEP Aena,
COOTBETCTBYIOLLMI OBLLEMY KONUYECTBY AeN;

3. TEKYLLEMY XPAaHEHUIO B OTAE/IE KapOB OPraHW3aLMmn NoANexKaT IMYHbIe AeNa TONbKO
Ha paboTaloLLMX COTPYAHMKOB. Mocne yBONbHEHWUS COTPYAHMKA €ro IMYHOE 4,e/10 U3BNEKAETCA U3 Nanku
“ opopmnseTcs AN Nepesaym Ha apxMBHOE XpaHeHWe.

4. NIMYHbIE feNa YBONEHHbIX COTPYAHWUKOB XPaHATCA B apxvBe B andaBUTHOM NopAAKe.

Texyiee XpaHeHHWE KaJIpOBbIX JIOKYMEHTOB, KapTOTEK, KHUT Yy4yeTa U Jpyrue
OCYILECTBIISICTCSI, KaK TPABWJIO, B TOMEIICHUAX KaJpOBBIX CIYKO OpraHuzaiuii, KOTOpbIe
JOJKHBI OBITh 000pYHOBaHBI CHEIHAIbHBIMHU IKadaMu uiu ceidaMu, 3amUparoluMUCT U
orevaThBalOIUMICS. Kormnu HOMEHKIATyphl J1eJl, pa3MEelIeHHbIe Ha mKadax, a Ha KOpeIKax
00JI0KeK e - HOMepa JIeJl B COOTBETCTBUU C HOMEHKJIATYpol 00Jeryar nmoucK JOKYMEHTOB.

TpynoBbie KHIKKH paOOTHHKOB XPaHATCS B ceii(e pyKOBOIUTENS OT/AEa KaJpOB, TaM XKe
XpaHATCA Me4yaTH, IITaMIlbl, OJaHKU TOKYMEHTOB, KItouu OT mKadoB (ceioB) ms XpaHeHUs
JOKYMEHTOB.

PaGoTHukaMm KagpoBOil CiayxObl HE PEKOMEHIYeTCs MpH 000 MPOJOHKUTEIFHOCTH
BBIXO/Ia M3 TIOMEIICHHS OCTaBIISTh KaKUE-TM0O0 TOKYMEHTHI HIIM CTY»KEOHBIE 3alicH Ha pabodeM
CTOJIE, a Tak)Ke padoTaromuil komnbsioTep. B koHile pabodero qHs paGOTHUKH KaJPOBOU CITYKObI
JOJDKHBI TIOMECTHTh BCE MAacCCHBBI JOKYMEHTOB, HAaXOJSAIIMXCS B MPOIECCE WX WCIOIHEHUS, B
MeTaJIMYeCKHi 1mIkad, 3aKphITh €ro U onevyarars. Kimoun oT mKkadoB CAAIOTCS PYKOBOIUTEINIO
OTJIeNa KaIpOB O] POCIIUCH B COOTBETCTBYIOIIEM KypHAJIE.

UepHOBUKM M pEAaKIUH JTIOKYMEHTOB, HCIIOpPYEHHBIE OJIaHKM B KOHIIE padouero AHs
YHAYTOXKAIOTCS, JUISI OTOTO MOXKET MPHUMEHSTHCS CIeualibHas Oymarope3aibHas MallnHa.
KommnbroTepsl B KOHIE paboyero 1Hs OJOKHPYIOTCSA M OTKIIOYAIOTCS OT CETH.

Kpome Toro, TexHOIIOTHS XpaHEHHS M ydeTa KaJpOBOW TOKYMEHTAIlMH MpEAIoyaraet
00513aTeNIbHYI0 POCIUCH PAOOTHUKOB, MOJTBEPHKIAIOIIYI0 OJTYyYeHUE Ha PYKHU KOIUI M BBITMCOK
U3 HUX.

OcHoBaHMEM MOCIETYIONIEro (ApXUBHOTO) XPaHEHUS IOKYMEHTOB SIBJISIETCS HKCIEpPTH3a
UX [EHHOCTH, U Jlajiee cleayer: opopMiIeHHe JeJl, COCTABICHUU OIUCEH, COCTaBIICHHE aKTOB O
BBIJICJIEHUH K YHUUTOXKEHUIO JOKYMEHTOB M Caya JIeJl B apXUB OpraHU3alliu.

Jlnisi CBOEBPEMEHHOTO MpHeMa apXHUBHBIX JOKYMEHTOB OT CTPYKTYPHBIX IOJIpa3/IeIeHUI
WIN IPYTUX UCTOYHUKOB KOMIUIEKTOBaHMS, 00eCIIeUeH s UX y4eTa, COXPaHHOCTH, YIOPSA0UEeHUS
UX HCIIONB30BAaHUS M TOATOTOBKM K TIepelnadye TOKYMEHTOB Ha IIOCTOSHHOE XpaHEHHE B
OpraHu3aIMUAX CO3/1aeTCs apXUB.

B apxuBHBII (OH] OpraHU3aIluy MOMAAAET JHUIIb YacTh JTOKyMEHTOB, OH HE BKIIIOYAET B
ce0si TOKyMEHTHI ¢ KpaTKUM CpPOKOM XpaHeHus (10 10 jneT BKIIOUMTENBHO). ApPXUBHBINA (HOHI
OpraHu3alliil COCTOMT W3 JOKYMEHTOB JOJTOBPEMEHHOro XxpaHeHus (cBemie 10 1ner) u
MIOCTOSTHHOTO XpaHEHHsI, BKIOYas TOKYMEHTHI TI0 JIMYHOMY COCTaBy, KOTOpPBIE HMMEIOT
HKOHOMHYECKOE, COIMAIbHOE, MOJUTUYECKOE, KYJIbTYpHOE, MCTOPUYECKOE U MHOE 3HAYCHHUE.
[lepenaya nem B apXWB OCYIIECTBIsAETCS 1O TpaduKy, YTBEPKIESHHOMY PYKOBOJHTEIIEM
OpraHm3any uiu padboromareneM. JIOKYMEHTHI JOJKHBI TPUHAMATHCS Ha XpaHEHHE
IPEUMYIIECTBEHHO B BUJIE TTOUTMHHUKOB, TOJIBKO IPU WX OTCYTCTBUH MTPUHUMAIOTCS 3aBEPEHHBIC
KOTIHH.

B cootBerctBum c «llpaBuinaMu opraHu3anM XpaHEHHs, KOMIUICKTOBAHUS, y4éTa |
UCIIOJIb30BaHUS IOKYyMEHTOB apXMBHOTO (OHIA POCCUHCKOHN (enepanu U APYrux apXHUBHBIX
JOKYMEHTOB B TOCYIapCTBEHHBIX OpraHaX, OpraHax MECTHOTO CaMOYIpaBJICHHUS W
opranmzaiusax» ot 07.09.2015 r., opraHuzanms JODKHA OOECIEUUTh apXHB CIEIHMATIBHO
000pyIOBaHHBIM TTOMETIIEHHEM U KaapaMu. OHAKO B HEOOIBIINX KOMMEPYECKUX OpTaHU3alusIX,



KaK IpaBWIO, apXWB B BHJE CHENMAIBHOIO HOJpa3jesneHuss orcyrcTByeT. OOs3aHHOCTH
apXuBapHuyca Ipy TOM COBMEILAET CEKPETaph WM UHOE JIMII0, HA3HAYEHHOE PYKOBOJUTEIIEM.

IIpu 3TOM HEOOXOAMMO MOMHMTbH, YTO JOKYMEHTBI JOJKHBI XPaHUTbCA B YCIIOBUSX,
o0ecneunBaroIIMX MX 3alIUTY OT MOBPEXIECHUMN, BPEIHBIX BO3JAECHCTBUN OKpYKaIOIIEH Cpeabl U
UCKIIIOYAIOIIMX yTpaTy JOKyMeHTOB. Kak mpaBuio, g 3TOro B IIOMEIIEHUM apxuBa
YCTAHABJIMBAIOT METAUTMUECKUe INKadbl, cel(bl, mkapl-cTeIUIaXH U TOMYy mozoOHoe. He
JIOIYCKAETCsl pa3MElLeHHE JIOKYMEHTOB Ha II0JIy, ITOJOKOHHUKAX, B HE pa300paHHbIX KHIIaX.
W3paTEe [OKyMEHTOB M3 J€jla C IIOCTOSSHHBIM CpPOKOM XpaHEHUs JIOyCKaeTcsi B
UCKJIIOYUTENIBHBIX CIIy4asX M IPOU3BOJUTCS HAa OCHOBAaHUU DPACHOPAIUTENBHOIO JOKYMEHTa
PYKOBOAMTENS OpraHu3alMi C O005A3aTeIbHBIM COCTABJIEHUEM B JEJI€ 3aBEPEHHOM KONUU
JIOKYMEHTa M akTa 00 U3bATUU MOAJUHHUKA.

B nensx obecrieueHus: COXpaHHOCTH JOKYMEHTOB IO JINYHOMY COCTaBY YBOJBHSIEMBIX
pabOTHUKOB B pe3yJbTaTe€ PEOPraHU3alud WM JUKBUAALMU FOPUAMYECKHX JIML, a TaKxXe
COLIMAJILHON 3alllMIIEHHOCTH TPakJaH, YYpEAUTEISIM BHOBb OOpPa3yIOLIMXCS KOMMEPYECKUX U
HEKOMMEPYECKUX OPraHU3alMd MOKHO DPEKOMEHJOBATh BKJIKYATh B CBOM YUYPEIUTEIIBHBIE
JOKYMEHTBHI TMpaBuUja ydyeTa M COXPAHHOCTH JOKYMEHTOB IO JMYHOMY COCTaBy, a TaKke
CBOCBPEMEHHOH Ilepefiadye HX Ha TOCYJapCTBEHHOE XpaHEHHE IIPUM PEOPraHu3aluyd  WIN
JMKBUJIALUHU FOPUIUYECKOrO JIHIIA.

[Topsa10K ¥ CPOKHM XpAHEHUS TPYAOBBIX KHUKEK PETYIUPYET ClielualbHbIi HOpMATUBHBIN
akT - [locranosnenue [IpaButensctBa Poccuiickoit @enepanun ot 16 anpens 2003 roma No225
«O TpyIOBBIX KHWXKax». Tak, OJIaHKM TpPyJOBOW KHMXKKM W BKJIAJblIIa B HEE XPAHATCS B
OpraHM3aluy Kak JOKYMEHTBbl CTPOrOM OTYETHOCTHM M BBIJAIOTCS JIMIY, OTBETCTBEHHOMY 3a
BEJICHUE TPYAOBBIX KHMXKEK, 10 ero 3asBke. [0 oxkoHUaHMM Kaxaoro Mmecsia JaHHOE JIMLO
0053aHO TPEACTaBUTh B OyXTaJTEpHIO OpPraHU3allMM OTYET O HAJIMYUU OJIAHKOB TpPYIOBOU
KHWKKHM M BKJajblla B Hee. VcnopyeHHblE NpU 3al0JHEHUM OJAHKU TPYJOBOM KHUXKKUA U
BKJIQJBIIIM B HEE IMOAJIEXKAT YHUYTOKEHHIO C COCTABJIECHHUEM COOTBETCTBYIOLIEIO aKTa.
HeBoctpeGoBaHHbBIE TPYIOBBIE KHWKKH U KHUTA y4eTa TPYIOBBIX KHIKEK W BKJIAJBIIICH K HUM
XpaHATCA B apxuBe opraHuszauuu B TeueHue 50 JjeT, a 3aTeM MOAJEKAT YHUYTOXKCHHUIO B
YCTaHOBJIEHHOM HOPSIKE.

OTBETCTBEHHOCTh 3a OpPraHM3alMI0 paboOThHl MO XPAHEHUIO KaJIpOBBIX JOKYMEHTOB,
NEPBUYHBIX YYETHBIX JOKYMEHTOB HeceT paborogarens. OTBETCTBEHHOCTh 3a BEJCHHE,
XpaHEHUE, y4eT WM BbIAuy TPYAOBBIX KHMJKEK HECET CIEIHUAIbHO YIOJHOMOYEHHOE JIHUIO,
Ha3HavYaeMoe MPUKa3oM (pacropsbkeHrem) padotoaatens. Bece TOKyMEHTHI 10 TIMYHOMY COCTaBy
JIOJDKHBI 00513aTENIbHO CIaBaThCS B ApXUB OpraHU3aIUH.

Takum oOpa3om, anroput™M JEHCTBUII KOMMEpPYECKOW OpraHu3alud, HE SBIIAIOIIEHCS
TrOCYyJapCTBEHHBIM WJIM MYHHMLUNAIBHBIM YHUTAPHBIM MNPEANPUATHEM, MO OOECIEeYEeHUIO
XpaHEHUsl JOKYMEHTOB, B TOM YHUCJIE€ KaJIPOBbIX JOKYMEHTOB SIBJISIETCS CIEAYIOLIEM:

. nposepKa Tpe6OBaHMVI HOPMATUBHbIX NPaBOBbIX aKTOB, YCTAHOBUBLUNX CPOKUN XpaHEHWUA
KOHKPETHbIX BUAOB AOKYMEHTOB,

. XpaHeHne JOKYMEHTOB,;

. anAa OpI'aHM3aLI,Ml7I - AICTOYHMUKOB KOMNNEKTOBAHUA - NO NCTEYEHUN CPOKOB XpaHEHNA

nposBefieHMe COBMECTHO C YNO/JIHOMOYEHHbIM OPraHOM rocyAapCcTBEHHOM BacTK cybbekTa Poccuinckoit
depnepaunn B 061acTn apxmBHOTo Aena, FocapxXxmMBom 3KCNEPTU3bI LLEHHOCTU PAAA AOKYMEHTOB Ha
npeameT BKAtoYeHUs B cocTaB ApxuBHoro ¢oHaa Poccuiickoin Peaepaumm;

. XpaHeHne AoKyMeHTOB ApxuBHOro ¢poHaa Poccuiickon Pegepaunmn nnbo nepegaya mx
Ha XpaHeHWe B roCyAapCTBEHHbINA AWM MyHULMMNANAbHbIN apxuB, BUBANOTEKY, My3el UM B OpraHn3aLmio
Poccuitckolt akagemum Hayk;

. apXMBHbIE AOKYMEHTbI, KOTOpble He Obl/IM BK/AOYEHbI B COCTaB AOKYMEHTOB APXMBHOTO
¢doHpa Poccniickon Pegepaumu, No UCTEYEHUN CPOKOB XPaHEHUA NOA/EKAT YHUUTOXKEHUIO MO0
XPaHEHWIO B apXmMBe OpraHM3aummn B COOTBETCTBUM C TPebHOBaHMAMM KOPNOPATUBHOIO 3aKOHOAATENbCTBA
(Hanpumep, ANs aKUMOHEPHbIX 06LWECTB XpaHEHME AOKYMEHTOB periaMeHTUPoBaHo MocTaHoBAEHEM
depepanbHOM KOMUCCMM MO PbIHKY LEeHHbIX 6ymar oT 16 utona 2003 roga Ne03-33/nc «O6 yTeepskaeHnn
MonoxeHns o NoOpAAKE U CPOKAxX XpaHeHUA OKYMeHToB» U PeaepasibHbIM 3aKOHOM OT 26 AeKabpa
1995 N2208-$3 «06 aKLMOHEPHbIX 0bLecTBax») AN NOKaNbHbIMU HOPMATUBHbBIMWU aKTaMMu;



. ANA OPraHn3aLLMii, KOTopble He ABAAKTCA UCTOYHUKAMM KOMMIEKTOBAHWSA, MO
UCTEYEHWMN BPEMEHHbIX CPOKOB XPaHEHWA apXMBHble LOKYMEHTbI MOANEKAT IKCNEPTHU3E U MOTYT BbITb
YHWUUTOXKEHbI N1MBO XPAHUTCA B apX1Be OPraHU3aLmm.

Homenkmarypa nen u QopmupoBaHue e Ui TEKYIIEro XpaHEHHsI KaJIpOBBIX
JOKYMEHTOB. D¢ (HEeKTUBHOCTh OpPraHM3allMM TEKYIIEro XpaHEHUs KaapOBbIX IOKYMEHTOB BO
MHOTOM  OIpEJENsieTCsl HOMEHKJIATypod Jiel  (3TO  CHUCTEMAaTU3UPOBAHHBIA  TEpEeUeHb
HAaMEHOBAHMM J€JI, 3aBOAMMBIX B OpraHu3alMd, C YKa3aHUEM CpPOKOB HMX XpaHEHUs,
O(OPMIICHHBIN B YCTAaHOBIICHHOM IOPSIIIKE).

J1eno - COBOKYITHOCTh JOKYMEHTOB WJIA IOKYMEHT, OTHOCSIIHUECS K OJHOMY BOIIPOCY MU
YYaCTKY IEATEIbHOCTH, TOMEIICHHBIC B OTJCIBHYIO O0TOXKKY.

OCHOBHBIMU 33Jl1a4aMU COCTABJICHUS] HOMEHKJIATYPBbI J1€J1 SIBIISFOTCS:

. OnNTUManbHble FPYNNMPOBKA AOKYMEHTOB 1 GOpMMpPOBaHUE Len;

o onpeaeneHne CPOKOB XpaHEHUS JOKYMEHTOB;

o OCHOBa A1 COCTaBAEHUA ONMCen Aen NOCTOAHHOro U BpemeHHoro (cebliwwe 10 ner)
XpaHeHUs, a TaKXKe AN yyeTa aen BpemeHHoro (40 10 neT BKAUYUTENIbHO) XpaHeHUs;

. obecneyeHune 6bICTPOro M 3pPeKTUBHOIO NOMCKA AOKYMEHTOB B npoLecce paboTbl C

HUMMN.
Mo:xHO BBIACIIMTD CIACAYIOINME PASHOBUAHOCTH HOMCHKIIATYPHBI ACII:

o TUNOBblE HOMEHKANATYpPbI Aen;

o npPUMepHbIe HOMEHKNATYPbI Aen;

. WHAMBUAYAIbHAA HOMEHKIaTypa e/l KOHKPETHOW opraHnsaumu;
o CBOZHAasA HOMEHK/IaTypa e opraHM3aunu;

o HOMEHKANaTypa AeN CTPYKTYPHOro noapasaeneHums.

O 3HaueHuu TUIOBOMW, IPUMEPHON M MHAMBUyaJIbHON HOMEHKJIATypax /€] FTOBOPUTCS B
«IIpaBunax opraHu3alMy XpaHEHMs, KOMIUIEKTOBaHUSA, y4€Ta M MCIOJIb30BAaHUS JOKYMEHTOB
apxXuBHOTO (pOH/IA pOCCUIICKON (eliepaliuil U JPYTruX apXUBHBIX IOKYMEHTOB B TOCYAapCTBEHHBIX
opraHax, OpraHax MEeCTHOI'O caMOyIpaBiieHus 1 opranuzauusax» ot 07.09.2015 r.:

«TumoBass HOMEHKJIaTypa JieJl  YCTaHaBJIMBAaeT COCTaB  J€JI, 3aBOJUMBIX B
JIEJIONPOU3BOJCTBE OJHOTUITHBIX OPTaHU3ALNMN, U SIBJISIETCS HOPMAaTUBHBIM IOKYMEHTOM.

[IpumepHass HOMEHKJIATypa Jiel YCTaHaBIUBAET NMPUMEPHBIN COCTaB J€Jl, 3aBOJUMBIX B
JIEJIONPOU3BOJCTBE OPraHU3alvii, Ha KOTOPBIE OHA PACIIPOCTPAHSIETCS, C yKa3aHUEM UX UHEKCOB,
Y HOCUT PEKOMEHJATeNbHBIN XapaKTepy.

«TunoBele W TNpPHUMEpPHBIE HOMEHKJIATYphl JEJI HUCIHOJB3YIOTCS JJIs COCTaBJICHUS
MHAUBUAYaJIbHON HOMEHKJIATYPhI JAe».

CBoaHast HOMEHKIATYpa 1€ OpraHU3aluy COCTABIIAECTCS HA OCHOBAHUU HOMEHKIIATYD A€
CTPYKTYPHBIX IOJIpa3fiesieHuH, pa3pad0TaHHBIX 0 aHAJIOTUYHOU (popme.

Homenknarypa genm  CTPYKTYpHOTO TOJPA3AEICHUS COCTAaBISIETCA  COTPYIHUKOM
NoJipa3/iesieHusl, OTBETCTBEHHBIM 3a JIEJIONPOU3BOJICTBO, COTJIACOBBIBAETCS C ApXMBOM HIIM C
DKCIEPTHOM KOMMCCHEH OpraHu3aliH, IOANNUCHIBAETCS PYKOBOIUTENIEM MOAPA3JCIICHUs U
YTBEPKAAETCS PYKOBOJAUTENIEM OpTaHU3al|H.

CornacHo  «lIpaBwiiaM  opraHu3aluu  XpaHEHUs, KOMIUIEKTOBaHHSA, yuéTra U
MCIIOJIb30BaHUsl JOKYMEHTOB apXHMBHOIO (DOHAA POCCUICKON (enepanyivi U JPYTUX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYINpAaBIEHUS U
opranuzanusax» ot 07.09.2015 r., HOMeHKJIaTypa JIeJI COCTABISIETCS Ha OCHOBE U3YYEHHS COCTaBa
U COZIEpP)KaHUs IOKyMEHTOB, 00pa3yIoIuXCcs B ACATEIbHOCTH OPTaHU3AIIH.

[Ipu cocraBieHNM HOMEHKJIATYphl /€T CJEeyeT PYKOBOJCTBOBATHCS YUpPEAUTEIbHBIMU
JOKYMEHTaMH, IOJIOKEHUSIMH O €€ CTPYKTYPHBIX IOAPA3JEJICHUSAX, IITAaTHBIM PacIUCAHHUEM,
HOMEHKJIATYpOU JieNl OpraHu3alyy 3a MPOILIbIA T/, OMUCAMU JIe] MOCTOSHHOTO U BPEMEHHOTO
(cBpime 10 ser) XpaHeHUs, PErMCTPALMOHHBIMU (hOpMamMH, BEJOMCTBEHHBIMH M THUIIOBBIMH
NEepPEeYHsIMU JIOKYMEHTOB C YyKa3aHHEM CPOKOB HUX XpaHEHUsS, TUIOBBIMU M MPUMEPHBIMU
HOMEHKJIaTypaMu J€dl.

VYuureiBas nonoxkenusi Ilpukaza MunkynsTypsl Poccuiickoit @enepanuu ot 8 HOsOps
2005 roma Ne536 «O THUMOBOM MHCTPYKLUMHU IO JENONPOU3BOACTBY B (eAepalbHBIX OpraHax
MCIIOJTHUTENIbHOM BiIacTH» rpadbl HOMEHKIIATYP J1eJ 3alOJHSAI0TCS CIeIYIOIIUM 00pa3oM.



B rpade 1 HoMeHKIATYpHI €T POCTABISIOTCS MHIEKCHI KOXKOTO JIe)1a, BKIFOYSHHOTO B
HOMEHKJIATYpy.

Kaxmoe nemo, BKIOYEHHOE B HOMEHKIATYPY, JOJDKHO MMETh WHIEKC. MHIEeKc nena
COCTOUT U3 UHJAEKCAa CTPYKTYPHOTO TMOJApa3feieHus U MOPSAKOBOTO HOMepa Jeia Io
HOMEHKJIAType B MpeJeiax noapasaeneHus. MHaekcsl aen 0003HavaroTes apabCKuMu nudpamu.
Hampumep: 12-05, rae 12 - o603HaveHrEe CTPYKTYPHOTO MoapasaencHus, 05 - mopsaKoBbIid HOMED
3aroJioBKa jienia 1o HoMeHkmarype. [Ipu Hanu4yuu B Jiesie HECKOJIBKHX TOMOB (YacTeil), HHICKC
IPOCTABISETCS Ha KAKIOM TOME, C 100aBICHUEM «T. 1», «T. 2» U Tak gajee.

B HOMeEHKI1aType J1e)1 peKOMEHIyeTCsl COXPaHSTh OJJMHAKOBBIC WHACKCHI [T OJJHOPOIHBIX
JeNl B Tpejeiax pa3HbIX CTPYKTYPHBIX MOAPA3ACICHUN; I TMEPEeXOIsIIUX el HWHACKC
COXPaHSETCH.

B rpady 2 HOMEHKIATYpHI J1e) BKIIOYAIOTCS 3ar0JI0BKU e (TOMOB, YacTel).

3aroJ0BOK JieJia TOJDKEH YeTKO, B 0000IeHHOH (hopMe OTpaskaTh OCHOBHOE COJICPKAHUE U
COCTaB JIOKyMEHTOB JIeIa.

B HOMeHKIIaTypy Jies BKIIOYAKOTCS 3ar0JI0BKH JIENT, OTPaXKAIOIUe BCe JOKYMEHTUPYEMBIC
YYaCTKH paboThI CTPYKTYPHOTO MOPA3/IEICHUSI.

PexomeHyem J1sl OT/iena KaapoB BECTH CIEAYIOIIYI0 HOMEHKIIATYPY Je:

1. HopmaTnBHO-NpaBoBbIe aKTbl, Peryimpytowme paboTy oTaena Kaapos.

2. LLTaTHOe pacnucaHue.

3. MonoxkeHne 06 oTaeNe Kagpos.

4, [ OKyMeHTbI MO NOArOTOBKE M NepenoaroToBke paboTHMKOB, NOBbILEHMIO
KBannduKaLnK, NaaHbl, NPOrpammbl U TaK ganee.

5. Mepenucka c ApyrMmun opraHM3aumamm No BONpPocam NosblleHuA npodeccuoHanbHOM
KBannMdMKaLMK, MOMCKa KagpoB 1 TaK ganee.

6. MpuKasbl 0 Npueme, yBOJIbHEHUW PABOTHUKOB.

7. MpWKasbl 0 NOOLLPEHUAX, MPUMEHEHUN ANCLMNANHAPHBIX B3bICKAHW.

8. MpunKasbl 0 KOMAHOUPOBAHUN.

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

10. lpaduk oTnyckos.

11. JONKHOCTHbIE MHCTPYKLUKN PabOTHUKOB OpraHM3aumm.

12. Tpynosble 4OroBopbI.

13. [orosopbl 0 NOJIHOW MaTepmUasbHON OTBETCTBEHHOCTU.

14. Tabenb yyeta paboyero BpemeHmu.

15. KapToTeKa MYHbIx Aen paboTHUKOB.

16. KapToTeKa TpyAoBbIX KHUXKEK.

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

18. KapToTeKa aKToB (K BblAENEHMIO HA YHUUTOXKEHME [OKYMEHTOB, O NPUeMKe-nepesade
aen v apyrue).

19. HypHan yyeTa npuema, nepeBosa, yBoabHeHUA PabOTHUKOB.

20. *ypHan yyeTta BblAaum KOMaHANPOBOYHbIX YAOCTOBEPEHUA.

21. *ypHan yyeta BOEHHOOOA3aHHbIX.

22. HypHan yyeTa NnpmMKasos No AMYHOMY cocTaBy (MOXKHO peKOMeH0BaTb BblAENTb

*ypHan yyeTa NpMKasos 0 NpegoCcTaBAeHMM OTMYCKOB M KOMaHANPOBaHUM PabOTHUKOB, KOTOPbIE
MMEIOT CPOKM XpaHeHus 3 1 5 neT u XypHan yyeTa Apyrnx KagpoBbIX MPUKa30B).

23. *ypHan yyeta MYHbIX AeN, TMYHbIX KapToYeK, TPYAO0BbIX 40r0BOPOB.

24, *ypHan yyeTta BblAaum TPYAOBbIX KHUXKEK U BKNAAbIWEN K HAM.

25. KypHan yyeTa IMYHbIX 3aABAEHUI PAabOTHUKOB.

26. KypHan yyeTa Bblaaum cnpaBok 0 3apaboTHOW NnaTe, CTaxke, mecTe paboTbl U Tak

hanee.

B HOMeHKIaTypy /€7 He BKIIOYAIOTCS IEPUOIUIYECKHIE U3/IaHus.

B rpade 3 HOMeHKIaTypbl Jen yKa3bIBaeTCs KOJUYECTBO jaed (ToMoB, yacTeif). OHa
3aI0JIHAETCSA 10 OKOHYAHUU KaJIEHAApHOT' 0 roJia.

B rpade 4 yka3piBaioTCs CpOK XpaHEHMs Jena, Homepa crtareii nmo nepeusto (Ilepeuenn
TUIIOBBIX YIPaBIEHYECKUX JOKYMEHTOB), a MPU €r0 OTCYTCTBHH - IO TUIIOBOW WJIM PUMEPHOU
HOMEHKJIaType JeIl.



B rpade S5 «IIpumedanume» yKa3pIBAIOTCS Ha3BaHWE IEPEYHEH JOKYMEHTOB,
WCIIOJIb30BAHHBIX TMIPU OMpPEACIICHUH CPOKOB XpaHEHHUs JeJ, B TEUCHHE BCETO CPOKa JCUCTBUS
HOMEHKJIATYphl MPOCTABIISAIOTCS OTMETKU O 3aBEJIEHUU JeJl, O MepexXoIalInX Jeiax (Harmpumep,
nepexojsiiee ¢ 2004 rona), 0 BBIJIECICHUU /€71 K YHUUYTOXKEHHIO, O JIMIAX, OTBETCTBEHHBIX 3a
dbopMupoBaHue Aen U Ipyrue.

Ilo okOHYaHUM ETONPOU3BOICTBEHHOIO I'0la B KOHIIE HOMEHKJIATYpPBI J€Jl 3aMEHsIETCA
UTOTOBasl 3alKCh O KOJMYECTBE 3aBEICHHBIX Jel (TOMOB), IO pa3iesiaM IOCTOSHHOTO U
BpeMeHHOro xpaHeHus: cbiie 10 net u 10 10 JeT BKIIOUYUTETBHO.

B ToM cnywae, ecnu opraHuzanus cOaeT JAOKYMEHThl HAa TOCYJAapCTBEHHOE XpaHEHUeE,
TpeOyeTcs COIIacOBaHME HOMEHKJIATYpPhI Jesl ¢ DKCHepTHO-NpoBepouHor komuccueil (OIIK)
rocynapcTBeHHoOro apxuBa. Homenkiarypa aen opranuzaiuu odpopmisieTcst Ha oOiieM OlaHke.

Jlia ynoOcTBa MCHOJIB30BaHUS HOMEHKIJIATypa J€l, KakK IpaBUiIO, COCTaBISIETCS B
HECKOJIbKUX 3K3eMIUIApax, A KaKJI0T0 CTPYKTYPHOIO MOAPA3/IEIICHUS U JINIA, OTBETCTBEHHOTO
3a apXUB.

Homenxknarypa nen Ha mpencTosIMi KajJeHAAapHBIA TOJ] COCTaBISIETCS B IOCIEIHEM
KBapTaJje TeKYyIEero roja.

Homenknarypa n1ei1 mepecocTaBlisieTCss U COTJIACOBBIBACTCS 3aHOBO B CIydae KOPEHHBIX
M3MEHEHUH (PYHKIHA U CTPYKTYPbI OPraHu3alliy, HO HE PeKe OJJHOTO pa3a B MATh JieT. Exeroano
OHA YTOUHSETCS, YTBEPKIA€TCA PYKOBOJIUTEIIEM OPraHU3alluKi U BBOAUTCS B IeHCTBUE C | stHBaps
CJIETYIOIIETO ro/a.

Texyiee XxpaHeHHe JOKYMEHTOB ONPEENISIETCS HE TOIbKO MOHATHEM HOMEHKIATYPHI JEl,
HO U (HOPMUPOBAHUEM JIEII.

JIOKyMEHTBI, KOTOpPbIE€ HE HAXOJSATCA Ha PyKax y HCIOJHUTENCH, MpU HUX XPAHCHUH
TPYIIUPYIOTCS TaK, YTOOBI MOKHO OBLITO OBICTPO HANTH HYKHBIM JOKYMEHT U UH(popmanuio. J1a
poueaypa Ha3bIBaeTCsl «(pOpMUPOBAHUEM JIETAN.

dopMHUpoBaHUE €T - TPYNIUPOBKA UCTIOTHEHHBIX JOKYMEHTOB B JieJia B COOTBETCTBUU C
HOMEHKJIATYpOM JIeN1 ¥ cucTeMaTu3alys J0KyMEHTOB BHYTpH J€Ja.

dopMupoBaHUEM €1 B CTPYKTYPHBIX  MOAPA3JIEICHHUSIX 3aHUMAIOTCSA  JIMIIA,
OTBETCTBEHHBIE 3a JoKymeHTanutoo. KoHTponb 3a mpaBuUiIbHBIM (OPMHUPOBAHHMEM JIeNT B
OpraHM3allMl W €€  CTPYKTYpHBIX  MOApA3JENCHHUSIX  OCYIIECTBISETCS  CIykO00it
JIOKYMEHTAIlMOHHOT'O 00€CIIeUeHNUs WM JIUI[OM, OTBETCTBEHHBIM 32 JIOKYMEHTALIMIO.

dopmupoBaHue e MPOUCXOAUT CIEAYIOMNUM 00pa3zoMm:

1. nomeLleHne AOKYMEHTOB (TO/IbKO UCMONHEHHbIX LOKYMEHTOB) B A€/10, KOTOpbIe No
CBOEMY COAEPMKAHMI0 COOTBETCTBYIOT 3ar0/I0BKY AeNa;
2. pacnonosKeHue OKYMEHTOB BHYTPU fena B OnpeaeseHHo Nocaes0BaTelbHOCTH

(xpoHonorMyeckow uam no andasuTy).

I[Ipu dopmupoBanuu 1e1  HEOOXOAUMO COOMIONATh  CIAEAYIOIHE TpeOOBaHUS,
3akperuieHHble B «[IpaBuiax opraHu3anuy XpaHEHUs, KOMIUIEKTOBAaHUS, y4ETa U UCIIOJIb30BAHUS
JIOKYMEHTOB apXMBHOIO (poHIa pOocCUiCKOM (eaepanuu M JIpyrux apXUBHBIX JOKYMEHTOB B
rOCyIapCTBEHHBIX OpraHax, OpraHax MECTHOI'O caMOyIpaBiieHus u opranuzanusax» ot 07.09.2015
I..

. [OKyMeHTbI MOCTOAHHOMO U BPEMEHHOT0 XpaHeHNa HeobXxoAMMO rPynNnNnpPoBaTh B
oTAenbHble gena.

. BKAtOYaTb B 4€/10 MO OAHOMY 3K3eMMAAPY KaXKA0ro AOKYyMeHTa.

o MpynnMpoBaThb B Ae/0 AOKYMEHTbl O4HOro KaaeHAapHOro roaa; UCKAoYeHne

COCTaBAAOT: Nepexoaaline aena; cyaebHole gena; B TOM YMC/Ie NMYHbIE Aena, KoTopblie popmunpyroTca B
TeyeHue Bcero nepnoga paboTbl JAHHOTO /IMLLA B OPraHU3aLmm 1 gpyrue.

. [eno nonxHo cogepatb He bonee 250 nucToB, Npu To/WMHe He 6onee 4 cm.

. B neno nomewatoT AOKYMEHTbI, KOTOPbIe NO CBOEMY COAEPHKAHUIO COOTBETCTBYIOT
3aro/IOBKY Zena, Npu 3TOM 3anpeLLaeTcs rpynnupoBaTh B Ae/1a YepHOBble U AyOAeTHble 3K3eMNAPbI
OOKYMEHTOB (3a UCKtoYeHMeM 0cob0 LEeHHbIX), a TaKxKe JAOKYMEHTbI, NoaneKalue Bo3Bpary.

. BHyTpU gena fOKYMEHTbI ZOXKHbI ObITb PAacnoIoXKeHbl TaK, YTOOblI OHW MO cBOEMY
COAEPKAHUIO NOC/IeA0BaTe/IbHO OCBELLAN ONpesesieHHble BONPOChI. Mpy 3TOM AOKYMEHTbI
pacnofiaratoTcs B XpOHOJIOrMYecKkomM nopagke (Bxoaswme - No gatam NocTynjaeHus, ucxogalime - no



AaTam oTnpasaeHus) nam no andaBuUTy aBTOPOB M KOPPECNOHAEHTOB. XPOHOI0rMYecKas
nocneaoBaTeNbHOCTb PACMO/IOKEHUA AOKYMEHTOB HauMHaeTca oT 60/1ee paHHMX NO AaTam AOKYMEHTOB
W 3aKaH4YMBaeTcA bosiee NO3AHUMM AaTaMMu.

. MpunoxKeHna K 4OKYMeHTamM, HE3aBUCMMO OT AaTbl UX YTBEPXKAEHUA NN COCTABNEHUSA,
NPUCOEAMHAIOTCA K JIOKYMEHTAM, K KOTOPbIM OHU OoTHOCATCA. MNpuaoKeHna o6bemom cBblille 250 anctos
COCTaBAAOT OTAE/IbHbIN TOM, O YeM B JOKYMEHTE Ae/1laeTca OTMETKa.

o MpuKasbl NO OCHOBHOW A4eATeNbHOCTM rPYNMNMPYIOTCA OTAE/IbHO OT NPUKAa30B Mo
JIMYHOMY COCTaBy.
o MpwKasbl NO IMYHOMY COCTaBY rPYNMNMPYIOTCA B AieN1a B COOTBETCTBUM C

YCTaHOBJIEHHbIMW CPOKaMM UX XpaHeHUs. LlenecoobpasHo npu 60abliMx 06bemax SOKYMEHTOB
NpPWKasbl MO IMYHOMY COCTABY, KacatloLMecs pas3INyYHbIX CTOPOH AeATeNbHOCTM OpraHu3aLmm (npuem Ha
paboTy, yBO/NIbHEHWE M NEpPEMELLEHME, KOMAaHAUPOBKN U TaK gasnee), rpynnmMpoBaTh B OTAE/bHbIE Aena.

o [LOKYMEHTbI B IMYHBIX A€1aX PACNONAraloTCs B XPOHO/IOTMYECKOM NOPSAAKE MO Mmepe Mx
nocTynaeHus.

o Nvuesble cyeTta paboumx 1 caykalmx no 3apaboTHOM NaTe rpynnmMpyroTCca B
oTZe/bHble AeNa U pacnonaraloTcs B HUX No andasuty pammanii.

o MpepnoxKeHnsa, 3aaBAEHMA U Kanobbl rpaxaaH no Bonpocam paboTbl opraHM3auum 1

BCE LOKYMEHTbI M0 MX PACCMOTPEHMIO U UCMIONHEHUIO TPYNMUPYIOTCA OTAENbHO OT 33aABAEHUI rpaXKaaH
Mo NIMYHBIM BOMPOCAM.

. Mepenucka rpynnupyeTcs, Kak NpaBuo, 3a KaJleHAAPHbIN rof U cucTemaTMsmpyeTca B
XPOHO/IOrMYECKO NocNeA0BaTeNIbHOCTH, JOKYMEHT-0TBET MOMELLAEeTCA 3a JOKYMEHTOM-3anpocom. Mpu
BO306HOB/IEHWM NEPENUCKM MO ONpefesleHHOMY BOMPOCY, HayaBLLeics B NpeablAyLLeM rogy,
AOKYMEHTbI BK/IIOYAIOTCA B [1€/10 TEKYLLLErO roAa € yKasaHWeMm UHAEKca Aena npeaplayLiero roaa.

PermamenTanus paboThl apxuBa 1O JUYHOMY COCTaBY UMEET CBOIO crienuduky. JIrodoi
JIOKYMEHT, BHE 3aBUCUMOCTH OT LIEJIM €r0 CO3JaHMs, MECTa, BDEMEHH BO3HUKHOBEHMSI, aBTOPCTBA
COJEPKHUT WH(POPMAIIHIO, KOTOpasi MOXKET OBITh BOCTpeOOBaHa Yepe3 HEKUi BPEMEHHOW MEePHOI.
E.B. AnekceeBa oTMedaeT, 4TO 0CO0O€ MECTO CpEAM ApPXMUBHBIX JIOKYMEHTOB 3aHMMAIOT
JOKYMEHTBI IO JIMYHOMY COCTaBYy, KOTOPBIE OTPa)KalOT TPYIOBBIC OTHOLICHHs DPaOOTHHKA C
paboronarenem. (P3-125 «O6 apxuBHoM aene B Poccuiickoit denepaunn» n.3 cr.3). 3a sToi
(GOpMyIUPOBKOM 3aKOHA CKPBHIBA€TCSI KOMILIEKC JOKYMEHTOB YPE3BBIYAWHO BaKHBIM JIs
KaX/10r0 4yejaoBeka. FIMeHHO Ha OCHOBaHMM MH(OpMaIuH, 3a(UKCUPOBAHHON B JOKYMEHTaX IO
JUYHOMY COCTaBY, BO3MOXKHO, B Cly4ae HEOOXOJUMOCTH, MOATBEPAUTH CBOM TPYJOBOW CTaX,
3apa0OTHYIO IUIaTy, WHBIE COLMAIbHbIE JIBIOTHI, MOJAralIyecs TIpaxJaHUHY IO
3aKOHOAATENbCTBY PO.

OnHako ans TOro, yToOBl MHGpOpPMaNHs, 3apUKCUPOBaHHAs B JOKYMEHTaX IO JTUYHOMY
COCTaBYy, UMeJa IOPUIUYECKYIO CUITY, IOJKHBI OBITh BBIMOJIHEHBI, KAK MUHUMYM, TPU YCJIOBHSL:
CO3/1aHHE U COXPaHEHHE 3TUX JOKYMEHTOB B OpPraHU3aLUAX Pa3HbIX (opM cOOCTBEHHOCTH U, B
clly4yae JMKBHJALUWU OpraHu3aluu 0e3 MpaBONpeeMHHUKA- Mepeaada MX Ha rocylapCTBEHHOE
XpaHeHue. Anroput™m JeiictBuil mponucad B 1.1.8,10 cr. 23 ®3-125 «O6 apXuBHOM Jeine B
Poccniickoit @enepanun». «lIpn nukBUIanuu rocy1apCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CaMOYIPABJIEHUS, TOCYJAapCTBEHHBIX W MYHHULHUIAIbHBIX OPraHU3alluid BKJIIOUYEHHBIE B
coctaB ApxuBHoro ¢onna Poccuiickoit denepanun JOKYMEHTHI, JOKYMEHTHI IO JIUYHOMY
COCTaBY, a TaK)KE€ apXUBHBIE JOKYMEHTBI, CPOKM BPEMEHHOI'O XPAaHEHHUS! KOTOPBIX HE UCTEKIIH, B
YIOPSA0YEHHOM COCTOSIHUM TIOCTYMAIOT Ha XpaHEHHWE B COOTBETCTBYIOIIMN TOCYAapCTBEHHBIM
WIM MYHULUTIAJIBHBIN apXUB.

[Ipyn nUKBUAALMK HEroCyJapCTBEHHBIX OpraHu3aluid, B TOM UYHCJIE B pe3yibTare
O6aHKpoTCcTBa, OOpa3oBaBLIMECS B IMpOIECCe HUX JAEATEIBHOCTH M BKIIOYEHHBIE B COCTaB
ApxusHoro ¢onga Poccuiickoit @enepanyii apXuBHBIE JOKYMEHTBI, JTOKYMEHTHI MO JTHYHOMY
COCTaBY, a TAaK)K€ apXMBHbBIE JOKYMEHTBI, CDOKM BPEMEHHOI'O0 XpAaHEHHUS KOTOPBIX HE MCTEKIIH,
NepeJarTcsl JTUKBUIAMOHHON KOMUCCHH (JIMKBUJIATOPOM) WM KOHKYPCHBIM YIIPaBIISIOIIUM B
YIOPSAOYEHHOM COCTOSSHUM Ha XpaHEHHE B COOTBETCTBYIOLIMI TOCYJAapCTBEHHBIN WIN
MYHHULIMNIAJBHBIA apXWB Ha OCHOBAaHMHU JIOTOBOpa MEXIY JIMKBUAAIIMOHHOW KOMHCCHEN
(JIMKBUAATOPOM) WJIM KOHKYPCHBIM YIPABJISIONIUMH TOCYIapPCTBEHHBIM WJIM MYHHUIMIIAIbHBIM
apxuBoM. [Ipu 3TOM IMKBUAALIMOHHAS KOMHCCHS (JIMKBUAATOP) WM KOHKYPCHBIN YIPaBIISIOMUN



OpraHu3yeT yHopsI0YeHUE apXUBHBIX JOKYMEHTOB JIMKBUINPYEMOW OpPraHU3allud, B TOM YHUCIIE,
JTUKBHIUPYEMOI B pe3ynbTaTe OaHKPOTCTBAY.

Baxno ormetuth, u4TOo B coorBercTBUM ¢  DenmepanbHpiM  3akOHOM  «O
HECOCTOSITENILHOCTH (OAaHKPOTCTBE)» B pelakiuu, AecTByromeil ¢ 5 mapra 2012r, B cr. 129
CKa3aHO, YTO « KOHKYPCHBIM yHpaBistomui o0s3aH ...NMepeaaBaTh Ha XpaHEHUE JTOKYMEHTHI
JOJDKHUKA, TOJUIekKAINe O00s3aTEIbHOMY XPAaHCHHIO B COOTBETCTBUH C (eaepaibHBIMU
3akoHamu. llopanok w ycioBHs mepenaud  JIOKYMEHTOB  JOJDKHHMKA Ha  XpaHEHUe
yCTaHaBIMBAIOTCA (penepaibHBIMH 3aKOHAMH M HHBIMH HOPMATHBHBIMH TPAaBOBBIMH aKTaMH
Poccuiickoit ®enepanniny.

Cnenyer moHMMaTrh MMOJ OMNpPEACICHUEM «UHBIE HOPMATHUBHBIE MPABOBBIE aKThl PDy,
perjlaMeHTUPYIOLME IIepefady Ha TOCYAapCTBEHHOE XpaHEHUE JOKYMEHTOB IO JINYHOMY
cocTaBy, npexe Bcero asa Pacnopsokenus [IpaBurensctBa Pocculickoit @enepaunu, TPUHATHIX
B MepBOi IIOJIOBUHE 1990-x TOJOB. Heo0xomumocTts roCyJ1apCTBEHHOTO
pPEryJIUpOBaHUS BOMPOCOB OOECIEUYEHHUS] COXPAHHOCTH JOKYMEHTOB IO JIMYHOMY COCTaBy B
Havyasie 1990-x romoB crosia ype3BpIYaiiHO OcTpo M Obuta cBsizaHa mocie pacnaga CCCP ¢
JUKBUJAIIMEH OPraHoB YNPAaBICHUS W WHBIX YUPSXKACHUN U TPEANPUITHH  COIO3HOTO
U pecnyOJMKAaHCKOTO TOMYMHEHMs, a Takke C CO3/JaHHeM 3HAYUTENBHOTO YHcla
HEroCyJapCTBEHHBIX OpPTaHU3alli BO BCEX OTPACISIX SKOHOMHUKHU U OOIECTBEHHON KU3HU U HE
BCerna COOJIFO/IaBIIMX HOPMATHBHBIC TPEOOBAHHS 10 JOKYMEHTAIIMOHHOMY O(OpPMIICHUIO
TPYIOBBIX OTHOLIEHWH C COTPYJHUKAMH, M, KaK CIEACTBUE, JMILIABIIME UX BO3MOYKHOCTH B
JAJIbHEHIIEM JTOKYMEHTAJIBbHO MOATBEPAUTH TPYIOBOM CTaX M T.J. DTO I'PO3UIO CEPbE3HBIMU
COLIMAJIbHBIMU MOCJIEACTBUSMU.

Urak, mis obecrieueHuss COLMAIBHOM W TMPABOBOM 3allMTHl rpaxkaan PacropspkeHue
[IpaButensctBa PD or 23.04.92 No781-p o00s3bIBaI0 B IENAX MPEIOTBPALICHUS yTpaThl
JIOKYMEHTOB TI0 INYHOMY COCTaBY, a TAK)Ke YIYUIICHUS UX XPAHEHUS U UCTIOJIb30BAHUS :

«l. VYcraHoBUTb, 4YTO JIMKBUAUPYEMBIE MPEAUPUATUS, OPraHU3alUU...M HHBIE
OpPTaHM3AIMOHHBIC CTPYKTYpPBI, HE3aBHUCHMO OT (OPMBI COOCTBCHHOCTH, IIepelaloTcs Ha
XpaHEHUE IMPAaBONPEEMHUKOM HWJIM MPU €ro OTCYTCTBUU BBIIIECTOAIIEMY IO MOJYMHEHHOCTU
OpraHy JIOKYMEHTHI 110 TUYHOMY COCTaBYy....».

Kpowme toro, nannoe PacniopsbkeHue Bo3narajio Ha TOCy/IapCTBEHHYIO apXHBHYIO CITYKOY
P® o6s3anHOCTH 1O 0O0ECIEUEHHUI0 COXPAHHOCTH JIOKYMEHTOB IO JIMYHOMY COCTaBY
JUKBUJIMPOBAHHBIX  opraHu3anmuii  Bcex  (GOpM  COOCTBEHHOCTH, HE  HMMEBIIHX
MPaBONPEEMHUKA WM BBIIIECTOSIIETO M0 OJJYMHEHHOCTH OpraHa. B opraHu3annoHHOM IJ1aHe
OBLJIO PEKOMEHJOBAHO OPTraHOM HCIOJHUTENHLHOW BIACTH B HEOOXOAMMBIX CIIydasx CO37aBaTh
ApPXUBBI JJIS1 XPAHEHUS U UCTIOB30BaHUS IOKYMEHTOB 10 JINYHOMY COCTaBY.

He menee 3HaunMbiM ObU10 U ocTtaérest Pacnopsikxenue IlpaBurensctBa Poccuiickoii
Oenepannn ot 21. 03. 1994 Ne358-p, B KOTOPOM OTHOCHUTEITFHO COXPAHHOCTU JOKYMEHTOB IO
JUYHOMY COCTaBYy « BBICBOOOXKJaeMbIX pPAOOTHHKOB B pe3ylnbTare oOpa3oBaHWs,
peopraHu3aIuy 1 JJUKBUAINN IOPUTNIECKUX JIUI] OBUIO PEKOMEHI0BAHO:

«l.  VYupengutensM BHOBb OOpa3yIOMIUXCS IOPUAMYECKUX  JIUI,  SIBJISTFOIIMXCS
IOPUIMYECKUMH U HEKOMMEPYECKMMH OpTaHM3aIlMsSIMH, BKJIIOYaTh B CBOM YUpPEIUTEIHHBIC
JIOKYMEHTBI TOJOKEHHUs, Kacaroluecs Yy4€ra M COXPAHHOCTU JOKYMEHTOB MO JIMYHOMY
COCTaBy, a TaK)X€ CBOEBPEMEHHOW Tmepenade WX Ha TOCYJapCTBEHHOE XpaHEHHWE B
YCTaHOBJICHHOM TOPSAKE MPU pEOpPraHu3alluy WK JIUKBUJALUN HOPUAUYECKOTO JIHUIIA.

2 @enepanbHbIM OpraHaM  HCIHOJHUTENIbHOM Biactu  cyObekToB Poccuiickoii
®denepalv OCYLIECTBIATh TOCYAAPCTBEHHYIO PETHCTPALMIO YUPEIUTEIbHBIX JOKYMEHTOB Ha
npuoOpeTeHne TpaB IOPUAUYECKOTO  JIMIIA TNPH  HAIMYAA B HUX  TIOJIOKCHHH,
MPEAYCMOTPEHHBIX B MMYHKTE | HACTOAIIETO PACHIOPSIKEHHUS. .. ».

Taxkum o0Opazom, OBLT odopmiieH MPaBOBOI MEXaHHU3M,
Mopa3yMeBaroni OTBETCTBEHHOCTh OpraHu3aluu 3a co3gaHue u
COXpPaHHOCTh JOKYMEHTOB TIO JIMYHOMY COCTaBYy M 00s3aTe€IbCTBAa TOCYAApCTBA MPUHITH Ha
JONTOBPEMEHHOE (a2 OTJEeNbHBIE KOMIUIEKCBI W Ha TIOCTOSIHHOE) XpaHEHHWE JTU
COIMATbHO-3HAYMMbIC MAaTEPHUAIIBI.



Ba)xHO HalIOMHUTB, YTO apXUBBHI (MIPEKIE BCETO rOCY1apCTBEHHbIC U MyHULUIIAJIBHBIE, &
TAaKXKe apXMBbl OpraHM3alMi) SBISAIOTCS aTPUOYTOM TOCYIAapCTBEHHOCTH, €€ IpPaBOBBIM
rapaitoM. OHM HecyT o00s3aTelbCTBA  HepeA TOCYJapCcTBOM M IPaXJaHMHOM B
JOKYMEHTAJIbHOM MOATBEPKACHUN HUX IOPUINYECKUX TIPaB U COIMATIBHBIX TAPAHTHH.

Bo ucnonnenue stux Pacnopsokenuit IlpaBurenbcTBa ObuIM CO3/1aHBI B OOJIBIIMHCTBE
cyOobekToB PO crienmanu3npoBaHHbIE apXUBBI JOKYMEHTOB 10 JITYHOMY COCTaBy. B ocTaibHBIX
CyObeKTax JOKYMEHThI IO JIMYHOMY COCTaBY MOI'YT XPaHUTbCS B TOCYAapCTBEHHOM apXHBeE,
00 B OpraHe YympaBJICHUS apXUBHBIM JIEJIOM, COBMENIAroImeM (YHKIMH YHIpaBICHUS
apXUBHBIM JIeJIOM M XpaHEHHE JOKYMEHTOB. BakHyl0 posib B COXpaHEHMM JOKYMEHTOB IIO
JMYHOMY COCTaBY JIMKBHIUPOBAHHBIX OpPraHU3alMii, B TOM YUCIIEC U B pe3yibTare OaHKPOTCTBA,
UTPAlOT MyHULMIIAJIbHBIE apXUBBI.

Bun matepuanoB KaTeropuu JOKYMEHTOB I10 TMYHOMY cocTaBy. OOpaTHMCs 32 TOMOIIBIO
K HbIHE JEHCTBYIOIEMY HOPMATUBHOMY JOKYMEHTY «llepedHio THMOBBIX YHPaBICHUECKUX
apXUBHBIX JOKYMEHTOB, 00Pa3yIOMIMXCS B MPOIECCE NESTEILHOCTH TOCYJapCTBEHHBIX OPTaHOB,
OpraHOB MECTHOT'O CaMOYIIPABJICHHs U OpTraHU3aIlHii, ¢ yKa3aHHUEeM CPOKOB XpaHeHus». (M. 2010
3apeructpupoBad Muntoctom Poccun 8 centsiops 2010r. Per.Ne 18380). Ilepeuens Bkiatogaer
TOJIbKO THIIOBBIE YIPABJICHUECKHE JIOKYMEHTHI, OOpa3yloliuecss B Mpolecce AeATelIbHOCTU
opranu3zaiuii Bcex Gpopm codcTBeHHOCTH. B nepByro ouepes Hac OyyT HHTEpECOBaTh pa3/eibl,
coJiepKallie JOKYMEHTHI 110 OpraHMu3alli, HOPMUPOBAHUIO, TapU(PUKAIMH, OIUIaTE U OXpaHe
tpyaa (Pasmen Ne7), a Takke IOKYyMEHTBI O paboTe ¢ Kajapamu: Hpuéme, NepeMeleHHH,
YBOJBHEHUU PAOOTHHUKOB, MOBBIIICHUN MX KBaTH(HUKALWHM, MPOBEICHUN ATTECTALUHU, a TAKXKe
Harpaxzaenuu (PaznenNe§). Kpome toro, cnenyer npusineus fokymeHTs! U3 Paznena Ne4 «Yuer u
OTYETHOCTBY, CBSI3aHHBIC C OTUIATON TPy/Ja U APYTUMH BBIIUIATAMH COTPYIHUKAM.

HopmatuBHBIE CPOKH XpaHEHHUS JTOKYMEHTOB IO JMYHOMY COCTaBY YUUTBIBAIOTCS NPHU
COCTAaBJICHUM B Ka)XOW OpraHW3alid BEIOMCTBEHHBIX (JIOKAIBbHBIX) HOPMATHUBHBIX AaKTOB:
UHCTPYKLUH, IIpaBUJI, HOJIOKEHUH B KOTOPBIX U3JI0KEH HOPSIIOK
COCTaBJICHUS HOMEHKJIaTyphbl nell, ¢dbopmupoBaHus U oopmienus Jelt,
COCTaBJIGHUS] HAy4YHO-CIIPAaBOYHOI'O armapara, MOJArOTOBKM JEJl K apXUBHOMY XpaHEHHIO.
[TonroroBka JOKYMEHTOB MO JIMYHOMY COCTaBY K JJIMTEIbHOMY XpaHEHUIO HAUMHAETCS Ha CTa MU
COCTaBJIEHUS] HOMEHKJIATYPBI J1e]1 U (OPMHUPOBAHUS A€ B IEIONPOU3BO/ICTBE.

OCHOBHBIMH HOPMATHBHBIMH IOKyMEHTAMH, B KOTOPBIX YCTaHOBIICHBI 001IIE TPEOOBAHMS
o 3TH BompocaM sBisATca «[IpaBuna opraHu3anMyM XpaHEHUs, KOMIUIEKTOBaHMS, y4yéra U
HCIIOJIb30BaHUsl JOKYMEHTOB apXMBHOIO (DOHAA POCCUMCKON (enepanuu M JIPYruX apXUBHBIX
JOKYMEHTOB B TOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIpAaBJICHUS U
opranuzaiusax» ot 07.09.2015 r. u «lIpaBuna nenonpou3BojAcTBa B (perepalbHBIX OpraHax
UCTIOJIHUTENILHOW BIIaCTH», yTBEP KICHHbIe ocTaHoBIeHueM [Ipasurensctea PO ot 15.06. 2009
r.Ned77.

KitoueBbIM sIBIIsieTCS BONpOC JAOCTyHa MOJb30BaTelaed K JOKYMEHTaM I0 JIMYHOMY
COCTaBy B rOCY/IapCTBEHHBIX M MYHHIIMIIAIBHBIX apXxuBax P® u opraHu3anuu mojis30BaHUS UMHU
JIOKyMEeHTBl 10 JUYHOMY COCTaBy, IO CYTH, SBISIOTCS HMCTOYHHKAaMH MacCOBOIO
NPOUCXOXKACHUST W uX uH(opMamus (B 00E3IMYCHHOM BHUJE, B COOTBETCTBHH C HOPMaMH
NecTByIomero 3akoHonatenscTBa P®) wmorma Obl  cTaTh OCHOBOM /IS YHUKaJIbHBIX
UCCJIEIOBaHUM B 00JaCTU COIMOJIOTHH, JAeMorpaduu, TeHEealorul U MHOTHX JPYTUX HayYHBIX
HanpaBieHuil. Takum 00pa3oM, BBIXOJIS 32 paMKH HCIIOJIHEHHS TOJBKO COIMAJIbHO-TIPABOBBIX
3alpocoB TeX TIpaxaaH, HH(opManus O KOTOPbIX 3adUKCHpOBaHa B JIOKyMEHTAllUH,
NOCTYNUBIIEH Ha XpaHeHHe B apxuBbl. [I0CKONBKY, 4acTh A€ M JOKYMEHTOB IO JINYHOMY
COCTaBy COJEpkKaT CBEICHUA, O JUYHON M CEMEUHON TallHE TpakJaHWHA, €r0 JMYHOW >KU3HU ,
CBEJICHUS , CO3/AIOIIME Yrpo3y AJs ero 0e30MacHOCTH, CIeAyeT Ype3BhIYaiiHO TaKTHUYHO, C
coONIofieHMeM HbIHE JIEHCTBYIOIIETO 3aKOHOJATEIbHBIX HOPM  HCHOJb30BaTh JaHHbBIE
JIOKYMEHTBI.

[Tomours apxuBaM UM MOJIB30BATENSIM apXWBHOM HMHQOpManuen mo coOJI0IEHHI0 BCEX
TpeOOBaHUN OTHOCHUTENBHO UCIIOJNB30BAaHUS JOKYMEOHTOB I10 JIMYHOMY COCTaBy MOTYT
okazath Mertoanueckue pekoMmeHnaanun, noaroroaenusie BHUNAL B 2009t : «OGecneuenue
JIOCTYyIa TIOJIb30BaTeNIe K JIOKyMEHTaM TOCYJapCTBEHHBIX W MYHHUIIMIIAIbHBIX apXHBOB



Poccuiickoit denepanu W OpraHu3alids IOJIb30BAHUS HMH», Oa3UPYIOIIMECS Ha HOpMax
POCCUICKOT0 apXUBHOT'O U CMEXHOI'0 3aKOHOAATEIIbCTB.

O6parumcs k mnoxpasneny 1.2.3. Meroaudeckux peKOMEHIAIMi , B KOTOPOM
NIEPEYUCIIEHBI KaK IIpaBa U 00A3aHHOCTU IOCYJApCTBEHHBIX U MYHUIMIIAIBbHBIX apXUBOB, TaK U
MoJIb30BaTesel (FOpUaNUecKux M (PU3MUECKUX JIMII) [0 00ECHEUYEHHUI0 TOCTYIa U OpraHu3aluu
UCTIOJIb30BaHUSl JOKYMEHTOB I10 JJMYHOMY cocTaBy. B coorBerctBum ¢ m.3 c1.25 @3 -125 «O06
apxuBHOM jene B Poccuiickoii denepanuu»- apxXuB OTPAaHUYMBACT JIOCTYI MOJIb30BATENIEH K
apXMBHBIM J€JIaM M JIOKYMEHTaM, COJEpKalllMM CBEICHUS O JMYHOM M CEMEHHON TaliHe
rpaKIaHWHA, €r0 YacTHOW JKHU3HH, CBEACHMsS, CO3JAIOIIME Yrpo3y JUisl ero Oe30MacHOCTH, B
TEYEHUU 75 JIeT cO AHs CO3AaHMs JOKyMeHTa. [locie OKoHYaHus ATOro nepruoja OrpaHu4eHUs Ha
JIoCTyn cHuMarotcs. VMckimtodeHneM sIBISIIOTCA Jefla U JOKYMEHTBI JJMYHOTO MPOUCXOKICHHUS,
nepefaHHble B apXWB Ha OCOOBIX YCIOBUSIX AocTyna K HUM. COOCTBEHHHK HMMeEET IPaBO
YCTaHOBUTH CBOM CPOKH OIPAaHUYCHUSI U YCIOBHUS JOCTYTIA.

ApXUB TpeaoCTaBiIsAeT Jiefla U JOKYMEHTbl 0€3 OrpaHMYeHUil caMOMy TPakJaHHUHY -
CcyOBeKTy UH(OpPMALIMH, €CIIH ATO HE MPOTUBOPEUUT 3aKOHOAATEILCTBY PD (Hampumep, 3aKOHOM
«O TrocynapcTBeHHOM TaiiHe», «O0 omnepaTUBHO-PO3BICKHONW JEATENbHOCTU» W Jp.) WIH
JIOBEPEHHOMY JIUIY FpaKIaHUHA (TIPU IPEIbSIBICHUN JOKYMEHTOB, YI0CTOBEPSIONINX JIUYHOCTD,
JIOBEPEHHOCTH, OPOPMIICHHOH B YCTAHOBJICHHOM 3aKOHOM TOPSAKE).

[locne cmeptu rpaxiaHuWHA MPaBOM Ha JOCTYN K apXUBHBIM J€JlaM U JIOKYMEHTaM,
COJIep>KalllM CBEJICHHS O JIMYHOM U CeMeIHOM TaifHe, ero 4YaCTHOM KU3HU 0071a1al0T HACIICTHUKU
( IOBEepeHHBIE JIMIIA HACJIEHUKOB), €CJIM 3TO HE MPOTUBOPEUYUT 3aKOHOAATENLCTBY PD. Apxus
B3aMMOJICHCTBYET C HACJIEIHUKAMU TIpU HAIWYUHM CBUJICTEIHCTBA O CMEPTH TpakKJaHUHA U
JIOKYMEHTOB , TOATBEPKIAI0IIUX UX MPABO HA HACIEICTBO.

s JIPYTHX KaTeropui 0JIb30BaTeNeH HEO0XO0 MO MUCBMEHHOE
HOTAapUAJIbHO-3aBEPEHHOE pa3pelIeHne rpakAaHUHa (€ro HacleAHMKA WK JOBEPEHHOIO JIMIA),
KOTOPOE€ MOKET OBITh 3alpOIICHO OpraHu3aluedl , HalmpaBUBIIEH MOJIB30BATENsl B apXWUB,
MIOJIb30BATEJIEM , €CIIM OH - YAaCTHOE JIUIIO, MM apXHBOM IO MPOChOEe MOIb30BaTENA. APXUBY
ClelyeT BbIIaBaTh IOJB30BATENI0 TOJBKO TE JIeNa U JIOKYMEHTBI, KOTOphle OyIyT yKa3aHbl B
pa3pelieHnn.

ApXHB IPENOCTABISAET 10 OKOHYAHMs 75 JIET CO AHS CO3JaHMs JOKyMEHTa apXUBHBIC
Jle7la U JIOKYMEHTBHI, COJIEpXallMe CBEICHUS O JIMYHOW W CEMEWHOW TailHe TrpaKJaHWHa, €ro
YacCTHOU KU3HU o MOTHBUPOBAaHHOMY MIICBMEHHOMY o0paleHnIo
COTpYJIHUKAM opranusanuii-ponaoodpazoBaTeneit U UX  TPUEMHHUKOB,  OPraHOB
rOCyIapCTBEHHOW BJIACTH, OPraHOB MECTHOTO CaMOYIIPaB-JIEHUS, Cy/10B, OPTraHOB IPOKYpPaTyphl,
OpraHoOB IPEABAPUTENBHOIO CJEJICTBUS W JO3HAHMS B IpeleNax HUCIHOJHEHHS] UMHU CBOMX
CIIy’K€OHBIX 00s13aHHOCTEH.

ApxuB 0€3 COTJIacOBaHUS C TPAKIAHWHOM (€ro HacJIeAHUKaMH) OOeCreYuBaeT JOCTYIl
NOJIb30BaTeNeN K JiesiaM, COIepKallluM OCHOBHBIE OHOTpaduuecKue JaHHbIE JIMIA: CBEJICHHUS O
JlaTe ¥ MECTe €ro pPOXKJICHHs, CMEPTHU, 0Opa30BaHUU, CIYXKEOHBIX JOKHOCTAX (€Cih STO HE
IIPOTUBOPEUUT benepambHOMY 3aKOHOJATEIBLCTBY, HaInpuMmep, 3aKOHOM «O
rocy/1apcTBEHHOW TaiHe», «O0 OnepaTUBHO-PO3BICKHON NEATEIbHOCTU» U Ap. ), MOYETHBIX
yUEHBIX 3BaHUAX, Harpajgax, BBIOOPHBIX JOJDKHOCTSX, 00 OMYyOJMKOBaHHBIX pe3yibTaTax
TBOPYECKON W HAy4YHOU JEATEIBHOCTH IPakIaHUHA.

ApxuB oOecrneynBaeT JOCTYN IIOJIb30BaTeNss TOJBKO K TEM JIOKyMEHTaM WU
nH(pOpMaliU, KOTOPbIE OTHOCSITCS K JIUIYy B OTHOIIEHWH KOTOPOTO, OBLJIO OJYYEHO pa3pelieHue
o nocrymne. Ecnu B ene HaXxoAaTcsi JOKYMEHTBI, coJiepKaliue KOH(QHUIeHIIMaIbHbIEe CBEICHUS O
HECKOJIbKUX JIMIIAaX, TO Takue Jieja Ha PyKU IOJb30BaTessM He BblatoTcs. MHTepecytromias
noJib30BareNs UHGOpMaIUsS MOXKET ObITh BBIIaHA €My B BUJE apXWBHOW CIPaBKHU WM KOMUM
JOKYMEHTOB C U3BATBIMH M3 HUX KOH(QHUICHUUAIbHBIMU CBEACHUSIMH O JPYrHX JIHUIax.
Pa3pemenne Ha nocTyn BbIAAETCA PYKOBOAMUTEIEM TIOCYIAapCTBEHHOI'O apXWBa WM JIUIOM,
00J1a/1a1011IUM COOTBETCTBYIOIIMMHU OJHOMOYHSIMH B MUCbMEHHOM BHJIE.

Taxum 06pa3oM, OCHOBHBIE IOKYMEHTBI, COCTABIISAIOLINE HOPMATUBHYIO 06a3y apXHBOB 110
JUYHOMY COCTaBY, 3TO:



1. TpyaosoW Kogekc Poccuiickon deaepaumm N 197-03 30 aekabpsa 2001 r. Bepcusa ¢
M3MEHEHMAMU U aonoaHeHmnamu ot 29.06.2015.

2. depepanbHbiit 3akoH «O6 apxmBHom aene B Poccuinckon @egepaumm» Ne125-93 ot 22
OKTAb6pAa 2004 .
3. MpaBuna opraHM3aunm XpaHeHNA, KOMNIEKTOBAHUA, YY4ETA U UCNONb30BAHUA

AOoKymeHToB ApxmBHoro ®oHaa Poccuiickoit Pegepaummn n opyrnx apxXmBHbIX JOKYMEHTOB B
rocyfapCTBEHHbIX OpraHax, opraHax MecTHOro camoynpasaeHna n opraHmsaumnax. Mockea —2015r.

4, MepeyeHb TUNOBLIX YNPaBAEHYECKMX aPXMBHbIX OKYMEHTOB, 06pasyoLnXca B
npouecce AeATeNbHOCTU rOCYAaPCTBEHHbIX OPraHOB, OPraHOB MECTHOrO CaMoynpaB/eHUA U
OopraHmM3aunii, c yKasaHMEM CPOKOB XpaHeHus. 3apernctpmpoBaH MuHtoctom Poccum 8 ceHTabpa 2010 .
Per.Ne 18380.

5. MeToanyeckme pekomeHaaLmMm « DKCNepTm3a LeHHOCTU U 0T6OP B COCTaB APXMBHOTO
¢doHaa Poccuiickon Pegepaumnm 4OKYMEHTOB MO IMYHOMY COCTaBy» npoekT 2014 r.

6. MHCTPYKLMA MO Aenonpon3BoACTBY opraHm3auum. OauH us pas3genos UHCTPYKLUMK
MOXKET COAEePKaTb MPaBWJIA XPAaHEHUA AOKYMEHTOB MO JIMYHOMY COCTaBY.

7. MHCTPYKLMA NO KagpoBOMY Ae/0NPON3BOACTBY OpraHu3aLmm.

8. Mpumepom NOCNyKaT BbIAEPHKKN U3 UHCTPYKLMIN NO KaZPOBOMY Ae10NPON3BOACTBY

OAHOro By3a.

4. JOKYMEHTBI I10 YUETY KAJIPOB.

4.1. TpynoBas KHI)KKa paOOTHHKA — OCHOBHOW JTOKYMEHT O TPYAOBOH AESATENbHOCTH U
TPYZAOBOM cCTake paboTHHMKA. TpymoBbIe KHIKKA BEOYTCS B MOPSAAKE, MPEAYCMOTPEHHOM
«[IpaBunamu BeJIeHUS U XPaHEHUS TPYIOBBIX KHIDKEK, H3TOTOBJICHUS OJJAHKOB TPYJOBON KHMKKHU
1 obecrieueHust IMH paboToIaTeNei», yTBep K IeHHBIMU rtocTaHoBiieHreM [IpaButenscTBa PO ot
16 anpenst 2003 1. N 225 (¢ m3menenusimu ot 6 deBpanst 2004 r.)

4.2. JIuyHOE [1€710 — COBOKYIIHOCTb JIOKYMEHTOB, COJEP)KALUX IOJHBIE CBEICHUS O
pabOTHUKE U €T0 TPYAOBOM AesTenbHOCTU. JINUHbIe 1ena BeayTes ¢ 1elbl0 KOHIICHTPAIuN Beei
uH(popmanuu 00 0JHOM pabOTHUKE B OTJEIBHOM KOMILIEKCE (10ChE).

4.2.1. JInunble nena BeAyTCs HAa BceX PAOOTHUKOB MHCTHUTYTA.

4.2.2. Jlmunoe neno odopmisieTcs IMOClie W3JIaHus TpHKa3a O MpueMe Ha paboTy,
dopmHpyeTcsi B TEUEHHME BCEro cpoka paboThl paOOTHUKA M JIOTOJIHAETCS JOKYMEHTaMH,
XapaKTepU3YIOIIUMH TPYIOBYIO 1€ATEIbHOCTb.

4.2.3. Jluunble nena paOOTHUKOB XpaHATCS 75 JeT, pyKOBOAWUTENEH OpraHu3aluu —
MOCTOSIHHO.

4.2.4. JluuHble Nena XpaHATCS B YNPaBICHUU KaK JIOKYMEHTBI CTPOTrOil OTUETHOCTH.
OTBETCTBEHHOCTh 3a XpPAaHEHUE JIMYHBIX JeNl BO3J1araeTcsi Ha OTBETCTBEHHOIO 3a BeJIEHUE
KaJ[pOBOI'0 JIEJIONPOU3BOICTBA paOOTHUKA Y IPaBICHHUS.

4.3. KypHanbl (KHUTH) y4eTa — JOKYMEHTUPOBAHUE OCHOBHBIX OTEPAIHM MO JBUKEHUIO
JMYHOTO cocTaBa. K ydeTHBIM JOKyMEHTaM OTHOCATCS:

naHble KapTouku ¢.T-2;

KYpHaJI perUCTpaIy IPUKA30B MO JUYHOMY COCTaBY;

KYpHaJI PETUCTPALIUU TPYAOBBIX JOTOBOPOB;

KYpHaJ pEerUCTPAIH JTHCTKOB

HETPYI0CTIOCOOHOCTH;

TPYIOBBIE KHI)KKH PaOOTHUKOB,;

KHUTA y4eTa JIBMKEHUS TPYJAOBBIX KHMKEK W BKJIQIBIIICH K HUM.

6. [IOPAZOK IIOATOTOBKU U TIEPEJAYUN JAEJI HA XPAHEHUE B APXVB
NMHCTUTYTA

6.1. lns onpeneneHus LEHHOCTH KaJpOBBIX IOKYMEHTOB C II€JIbI0 0TOOpa MX Ha XpaHEHUE
B apXMB MHCTUTYTa M YCTAaHOBJIEHUS CPOKOB XPaHEHMs IPOBOJUTCS 3KCIEPTU3A LIEHHOCTU
JIOKYMEHTOB.



OT6Op KaIpOBBIX JTOKYMEHTOB Uil MOCTOSHHOTO XPAaHEHHs MPOBOJUTCS Ha OCHOBAHUHU
IIEPEYHEN JOKYMEHTOB C YKa3aHMEM CPOKOB HMX XpaHEHUs M HOMEHKJIATyphl €l IIyTeM
HOJIMCTHOTO IPOCMOTPA JIE.

[To pesymbTaTaM SKCIEPTHU3bl IEHHOCTH JIOKYMEHTOB COCTaBISIOTCS OIKMCH eI
MOCTOSTHHOTO, BPEMEHHOTO XPAaHEHUS | 10 JMYHOMY COCTaBY, a TAK)KE aKThl O BBIJCICHUU JIE K
YHUYTOKCHUIO.

6.2. Ha 3aBepinieHHbIC Je1a MOCTOSHHOTO, BpEMEHHOTO XPaHEHHS U 10 JIMYHOMY COCTaBY,
MOPOMISAIINE JOKCIEePTH3y IEHHOCTH, O(OpPMIEHHBIE B COOTBETCTBHM C HACTOSIIUMU
TpeOOBAHUAMH, €KETOTHO COCTABJISIIOTCS OTHCH.

[Tpu cocraBiieHHH OIUCH /1€ COOJTIOAAIOTCS CIEAYIOIINE TPEOOBAHMS:

3aroJIOBKH JIeJ1 BHOCSITCS B OIUCh B COOTBETCTBUH C MPHHATON CXEMOM CHCTEMaTH3AIMN
Ha OCHOBE HOMEHKJIATYPHI JICIT;

rpadbl OMKMCH 3AMOJHSIIOTCA B TOYHOM COOTBETCTBHU C TEMH CBEICHUSMH, KOTOPBIC
BBIHECEHBI Ha OOJIOKKY JIena.

OmnucH e COCTaBIIAIOTCS M0 YCTAHOBICHHOU (hOpME B TPEX IK3EMILIAPaX.

7. OCOBEHHOCTH O®OPMJIEHUA JOKYMEHTOB IIO OTHAEJIbHBIM
KAZIPOBbIM ®YHKIMAM
7.1. Ilpuem Ha paboTy
7.1.1. lokyMeHTbI, HEOOX01UMbIE MPU 0(OPMIIEHUH NTpHEeMa Ha paboTy
7.1.1.1. TlepedeHb JOKYMEHTOB, CO3JaBAEMbIX OTIEJIOM KaJpOB:
- TPY/I0BOM JOrOBOP
- IpUKa3 O IpueMe paboTHUKA Ha paboTy
- nuyHas kapTouka (popma Ne T-2)
- IMYHOE JIETIO
- MMCBbMO-CBEICHUS O I'paXkJlaHUHE, MOJJIeKAIleM BOMHCKOMY Y4eTy U HPUHATUH
€ro Ha paboTy (A UL, OUICKAIUX BOMHCKOMY YUETY).

7.1.3.8. B Teuenne Tpex pabouux AHEN cO IHA IMpreMa Ha paboTy CrieUaIKCT IO KajapaM

oopmIIsieT TMYHOE /110 pabOTHHKA.

B cocraB mu4HOTO N1ena BXOAST CIEAYIONIHE JOKYMEHTHI:

- BHYTPEHHSS ONMUCh JOKYMEHTOB Jieia

- TMYHBIHN JINCTOK MO y4YeTy KaapoB ¢ ¢poTorpadueit

- apToOuorpagus

- BBIIUCKA W3 pEIIeHUS YYEHOrO COBETa O HA3HAYCHWH Ha JOJDKHOCTH 10
pe3yibTaTaM KOHKYPCHOTO 0TOOpa UM BEIOOPOB (11 HAYYHO-TIEarornyeckux paboTHUKOB)

- KOTIUS TIPHKa3a O MprueMe Ha paboTy

- KOIIUM JOKYMEHTOB 00 00pa3oBaHUU

- TPY10BOM JJOTOBOP

B Teuenue Bcero mepuoga paboThl B JIMYHOE A€I0 PabOTHHKA BHOCSTCS KOIHMH
NPUKa30B O TIepeBOJIaX, MEPEMENICHUSAX, KOIIMH JOKYMEHTOB O CMeHE (haMWIINH, O TOBBIICHUN
KBaJTM(UKALIAU U TIP.

PA3JEJ 2. OTBOP U O®OPMJIEHME AEJI, COAEPKAIIUX JOKYMEHTbI
110 IMYHOMY COCTABY AJ14 JOJITOBPEMEHHOT' O XPAHEHUA

Tema 1. Ixcnepmu3sa yennocmu 00OKyMeHmMo6 no JUYHOMY COCIAGY

ITo ncreuennu oTHOrO roja MOCye 3aBepIIeHUs] POPMHUPOBAHUS JIEN B JEJIONPONU3BOICTBE
OpOBOJIUTCS paboTa MO MX IMOATOTOBKE K IEpefaue Ha XpaHEHHWE B apXUB YUpexaeHus. B
cooTBeTcTBUH ¢ «[IpaBuiamu opraHu3anuu XpaHeHus, KOMIUIEKTOBAHHUS, Y4€Ta U UCTIOJIb30BaHUs
JIOKYMEHTOB apXUBHOTro (hoHIa poccHiickol (epepanvu W OPYruX apXMBHBIX JOKYMEHTOB B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIpaBJIeHHs U opranu3anusax» ot 07.09.2015



I. B apXUB INOCTYNAOT JOKYMEHTHI, B TOM YHMCJIE IO JINYHOMY COCTABY, HE MTO3/IHEE YEM Yepe3 TPU
rojia Mmocje 3aBepiieHust uX GOPMHUPOBAHUS B IEIOTPOU3BO/ICTBE.

Jlena mnepenaroTcs B apXWB B YHNOPSAOYEHHOM COCTOSHMM 10 CHATOYHOM OIMCH.
JIOKYMEHTBI 110 JINYHOMY COCTaBY BBLIEJSIOTCS B OTIEIbHYIO IPYIIy, CUCTEMATH3UPYIOTCS
000COOJIEHHO U BKJIFOYAIOTCSI B CAMOCTOSTEIbHYIO OITUCH.

[TonroToBka JOKYMEHTOB K JUTMTEIHHOMY XPAaHEHUIO BKJIIOYAET B ceO5:

1. npoBeAeHMe 3KCNepTM3bl LEHHOCTU [OKYMEHTOB;

2. odopmneHue gen;

3. COCTaB/IeHWE ONWcel W HayyHO-CMPaABOYHOrO annapata K HUM (yKasaTtenen,
OrnaBneHuni).

[Tpu mpoBezeHUN SKCHEPTH3bI LIEHHOCTH JOKYMEHTOB B KaJpPOBOM CIIy>KO€ MPOBOAMTCS
0oTOOp /€N C JONrOBPEMEHHBIM CPOKOM XpaHeHHs (cBbime 10 jer) ans mepemadd B apXuB
YUPEKACHUS, BBIICTICHUE K YHUUTOKEHUIO JIOKYMEHTOB, CPOKH XPAHEHUS KOTOPBIX UCTEKIIH.

OT60Op MOKYMEHTOB ISl JAJbHEUIIEro XpaHEHUS MPOMCXOAUT IyTeM IPOBEACHHUS
MOJIMCTHOTO MPOCMOTpa Aed. He nomyckaercs npoBeieHUe SKCIEPTU3bl IEHHOCTH JOKYMEHTOB
TOJBKO MO 3aroJioBKaM Ha 00Joxkax jen. [lpum 3ToM W3 aen M3bIMAIOTCS JIMIIHHUE KOIUH
HK3EMIUIAPOB JIOKYMEHTOB MJIM JIOKYMEHTHI, HE OTHOCAIIMECS K BOIPOCAM, MO KOTOPBIM OBLIO
c(OPMHUPOBAHO JIETI0; YUUTHIBACTCS MPABUIBHOCTH O(OPMIICHHUS TOKYMEHTOB.

OdopmiieHne aen mpeaycMaTpUBaeT CUCTEMATH3AIMIO JOKYMEHTOB B JIeJie, TOIINBKY
WIM TeperieT Jella, HYMEpaluio JIMCTOB Jejla, COCTAaBICHHE JIMCTAa-3aBEpUTENS JIena,
cocTaBiieHHE (B HEOOXOIMMBIX CIy4asx) BHYTPEHHEH OMUCH TOKYMEHTOB.

JIOKyMEeHTBI B Jenax, COJAep)KalluX IPHKa3bl, PAcIOpPsDKEHHS IO JIMYHOMY COCTaBy,
NEPECUCTEMATH3UPYIOTCS B XPOHOJOTMUYECKOW IMOCIIEeIOBATEIBHOCTH: B Hayalle Jeja JIOJKHBI
pacnoaratheCsi pUKasbl (pacropsHKEHHs) 3a SHBAph, MOTOM 3a (eBpalib U T.1.

AHAIIOTUYHO, TO XPOHOJOTHYECKOMY MPHHLIUIY TPOBOAUTCS CHCTEMATHU3ALUS
JOKYMEHTOB B JeJlaxX, COAEp)KaIlMX aKThl O HECYACTHBIX CIydYasX, MPOTOKOJIBI 3aceJaHuil
KOMHCCHUH, JOKYMEHTBI O MPEICTABICHUH K HArpaXXJICHUIO, TPYIOBBIE TOTOBOPHI (COTJIAIIEHUS),
Tapu(PHUKAIMOHHBIE BEAOMOCTH, Ta0ETH U HapsIbl pAOOTHUKOB BPEIHBIX MPOpECCHil.

[MommmBka chOpMUPOBAHHBIX €T MPOU3BOAMUTCS TOJIBKO TTOCIIE 3aBEPIICHUS IKCTIEPTH3BI
LIEHHOCTH JIOKYMEHTOB. [IOKYMEHTHI Jiela MOJIINBAIOTCS, MEPeryIeTaloTcsi B YeThIpe MPOKOoJIa
CYypOBBIMH HUTKamH. lIpu 3TOM, y4HWTHIBasi WHTEHCHBHOCTH HCIIOJB30BAHUS JIOKYMEHTOB IO
JUYHOMY COCTaBy IIO COLMAIbHO-IIPABOBBIM 3allpocaM TpaXJaH U YUYPSKICHUH, IpH
BBITTOJIHEHUH TIEPETUIETHBIX PadOT, MOJIIMBKE JET CIEAYyeT HMCIOJIb30BaTh KAapPTOH BBICOKOTO
Ka4yecTBa, UMEIOIINI MOBBIIIEHHYIO INIOTHOCTD. JIOKYyMEHTHI MOAIIUBAOTCS, TIEPEIIIETa0TCs TaK,
4yTOOBI OBIJIO 00ECIIeYeHO CBOOOIHOE UTEHUE TEKCTA.

Ilepenaua sien Mo JIMYHOMY COCTABY B apXUB OCYILECTBISETCS TOJIBKO 10 onucsM. [Tpuem
KaXJIOTO Jiela TPOU3BOAMTCS PAOOTHUKOM apxuBa (JIMIIOM, OTBETCTBEHHBIM 3a apXUBHOE
XpaHEHHE) B MPHUCYTCTBUU COTPYIHHMKA KaapoBOi ciyxObl. IIpum 3TOM Ha 00eux 3K3eMIuIspax
ONKCH JIeN TIOCTOSSHHOTO ¥ JUIMTENBHOTO XpaHEHHs, CJaBaeMBIX B apXWB, JeNaeTcs
COOTBETCTBYIOLIas oTMeTKa. Lludpamu U mponuchio B KOHIE KaKJOrO 3K3EMIUIsIpa OMHUCH
YKa3bIBAETCS KOJIMYECTBO (DAKTHYECKH MPUHATHIX B apXWB JeJ, HOMEpa OTCYTCTBYIOIIUX €T,
JaTta mpueMa-repenadd Aeil, a Takke MOANUCH NMPUHUMAIOUIMX U MepeNaroliuX JI0KHOCTHBIX
JIHIL.

[Tpu HaIMYMK B TIMYHOM JieJie HEBOCTPEOOBAHHBIX JIMYHBIX JJOKYMEHTOB (yIOCTOBEPEHHUIA,
CBUJICTENLCTB, TPYAOBBIX KHHM)KEK, BOGHHBIX OWJIETOB M T.N.) OHU BKJIAJBIBAIOTCA B KOHBEPT,
KOTOPBIA BMECTE C IPYTUMH TIOKYMEHTAMHU MTOAIIUBAETCS B JIENO.

B Hawane kaxgoro ena BKJIQAbIBA€TCS YMCTBIM JiMCT OyMmMaru, B KOHIE —
JIMCT-3aBEPUTEIIb IO YCTAaHOBJIEHHOH (hopme.

B nucre-3aBepuTtene nudpaMu U MpONUChI0 YKa3bIBAETCS KOJMYECTBO MPOHYMEPOBAHHBIX
JIMCTOB B JI€JI€, HAIMYKME MPOMYIICHHBIX U JIUTEPHBIX HOMEPOB, KOJUYECTBO JIMCTOB BHYTPEHHEN
onucu Aena. He ponmyckaercsi BHIHECEHHE 3aBEpUTENIbHON HAJIMUCH Ha OOOPOTHYIO CTOPOHY
MOCJIETHET0 JOKYMEHTA Jieia UM Ha O0JIOKKY Jiea.

[Tocne uncToro nucTa B HA4ajo Jejia MOIINBAeTCsS BHYTPEHHSS ONKCh TOKYMEHTOB Jiea.
BHyTpeHHSIsI OonHUCh COCTaBisieTcss K JIMYHBIM JieflaM 10 yCTaHOBJIEHHOH ¢opme. BHyTpeHHss




OIMCH COCTABJIACTCS JIA y4eTa NOKYMEHTOB JI€jIa, COAEP/KUT CBEICHHUS O MOPALKOBBIX HOMEPAX
JOKYMEHTOB Ji€Jla, UX HMHJEKcax, JaTax, 3arojoBKax M HOMepax JIMCTOB nena. K BHyTpeHHeH
ONKCU COCTABJISIETCS WTOrOBas 3alKCh, B KOTOPOH yKa3blBAalOTCS LU(GPaMU U IPONHUCHIO
KOJIMYECTBO BKJIIOUCHHBIX B HEE JIOKYMEHTOB M KOJIMYECTBO JIMCTOB BHYTPEHHEM OIMHCH.
BHyTpeHHs onKCh NMOANMCHIBAETCS €€ COCTABUTEIIEM, YKa3bIBA€TCS JNOJDKHOCTh COCTABUTEINS U
pacm@poBKa MOANCH.

W3MeHeHMsl cocTaBa JOKYMEHTOB JIMYHOIO Jena (M3bATHE, BKJIIOUYEHHE JIOKYMEHTOB,
3aMeHa WX KONMSAMH M T.I.) 3aHocarcs B rpady «lIpumeuyanue» co cCCbUIKaMH Ha
COOTBETCTBYIOIIME JOKYMEHTbI, HA OCHOBAHHM KOTOPBIX IIPOU30LUIO HU3BSITHE, JONOJIHEHHE,
3aMEHa KONUSMHU U T.II. B ciayyae 3HaYMTENbHBIX U3MEHEHUHN B COCTABE JINYHOTO JIeja, UTOTOBas
3alACh K BHYTPEHHEH OIKCH JeJIa U 3aBEPUTEIIbHAs HAIIIUCH JeJIa IIEPEeCOCTaBIIAIOTCS.

PaccmotpuM, Kak nmpoxoaMT nepenada Aesl B apXUB OpraHu3auuu. B mepByro ouepens
BO3HHKAET JBa BOIPOCA — KaKHE JJOKYMEHThI TpeOyeTCsl MOATOTOBUTH U 3@ KaKHE I'Ofbl.

Kakue kareropuu 10KyMeHTOB NepeAaroT B apxuB. OOBIYHO B apXHUB OPTaHU3ALUHU CIAIOT
JOKYMEHTBI IIOCTOSIHHOI'O XpaHeHUs U BpeMeHHoro > 10 yier xpaHenus. B nmociennem ciydae,
IIPEK/IE BCEr0, UMEIOT B BUJTY JI€JIa [0 IUYHOMY COCTaBY.

Hena < 10 netr XxpaHeHUs1 OOBIYHO B apXHB HE MONAJAI0T, OHU OCTAalOTCA B OTAeNax (rne
OHM 3aBE/IEHbI) JI0 MOMEHTa HCTEUEHMsS CPOKOB HX XpaHEHHUs M yTpaTbl IMPAKTUYECKOH
HajoOHOcTH. HO Bce e B OTHENBHBIX CIy4asx IO PEUICHHI0 PYKOBOJCTBA IOIMyCKAaeTCs
nepeaaBaTh U TaKue Jiejla B apXuB (HapuMep, HeT MecTa Ui XpaHEeHUs B OT/eNe). 3aTeM MOXKHO
OyJeT COCTaBUTh aKT HA YHUUYTOXKEHUE IOKYMEHTOB C BPEMEHHBIMU CPOKAMU XPaHEHMSL.

3a Kakue rojpl Aeia rnojjiexar nepegade B apxus. CoIIacHoO NpaBuiiaM JOKYMEHTBI C1aue
B apXuB IMOJUIEKAT HE MO3/HEe 3-X JIET IOCJIEe 3aBEpILEHUsl UX B JIEJIONPOU3BOACTBE. MOXKHO
oopMuUTh mepenady Jen B apXuB U yepe3 roja. Ho cuinbHO paHO HE palMOHAIBbHO, IOTOMY YTO
«CBEXKHE» NOKYMEHTbl MOT'YT MOHAa0OMTHCS B TEKyIEeM Jesonpou3BoicTse. M3-3a atoro Oyner
MHOI'O CYeThl, YTOOBI 3aIPallIMBATh UX U3 apXHBa.

I'padux mpuema-niepenaun aen. B cOOTBETCTBHM C CYIIECTBYIOIIUMH TPEOOBaHHUSAMU
nepefaya A€l B apXWB JIOJDKHA INPOUCXOAUTH MO Tpaduky. IToT rpaduk cocTaBiseTcs B
IIPOU3BOJILHON (hOpMeE, U3 KOTOPOIO MOYKHO MOHSTh, KAKOE CTPYKTYPHOE Moipa3/iesieHue (MOXXHO
Jla’ke yKa3aTh KOHKPETHOT'O MCIIOJHUTES) ¥ KOTa Oy/IeT OCYIIECTBIATh Nepeiady JOKYMEHTOB B
apXuB.

Cpoxk npuema-nepeaau jyuiie ykasbsatb He 15.10.2014, a B 60s1ee mMpokoM BapHaHTe —
OKTAOps. Bo3MoOkHO, UMEHHO 15 OKTAOps ciyduTcss KpU3HC, a TaK y Bac OyAeT BpeMEHHOE
IIPOCTPAHCTBO JJIs1 MaHEBpaA.

I'paduk cocraBisieT OTBETCTBEHHBIM 3a apXMB, COIJIACOBBIBAET €r0 C HadYallbHUKAMHU
OTJIEJIOB, KOTOPBIM MPEICTOUT Mepeiaya JOKYMEHTOB. 3aTeM rpaduk yTBepKIaeT pyKOBOIUTENb
opranuszanuu. iam 1omycTuMo ero yrBepk/ieHue pyKOBOJIUTENEM CITYKObI 1€JI0TPOU3BOJICTBA, B
COCTaB KOTOPOW OOBIYHO BXOAMT apXMB.

[lopsnox mepenauun aen B apxuB. B pesynbrare MpoBeIEeHHOM 3KCHEPTU3bl LIEHHOCTU
JIOKYMEHTOB OTOOpaHHbIE /1715 IpHeMa-niepeayn Jiesa HeoOX0IMMO BKIIIOUUTh B YCTAHOBJIEHHOM
(dhopMBI CIATOUHYIO OMUCH (€€ 0Opa3ell HepeMeHHO OyIEeT nanee).

ITo HOMeHKIaType e He0OXO0AMMO HAMETHUTH Jiella MOCTOSHHOTO U JIOJITOBPEMEHHOTO
XpaHeHus (B TOM 4HCIE MO JIMYHOMY COCTaBy) M BHECTH B rpaUK CBEACHHUS O CpOKax U
YYaCTHHKAX Iepe/laui JOKYMEHTOB B apXUB (3apaHee Ha MPeJICTOSAIIMMA TO).

VY:ke BO BpeMs MOATOTOBKH /I K Iepenaye B apXuB He 3a0y/nbTe MOMHTEPECOBATHCS Y
VCIIOJIHUTEJIEN O HAJIMUUU B OTJEJIE APYTUX /1€ JaHHBIX KaTeropuil. Tak Kak OHM MOIJIN 3aBECTU
JOTIONIHUTENIbHBIE JleJla B TEYeHHWe TrojJa M Jaxe He MNpoUH(POPMHPOBATH CIYXKOY
JIeNTOTIPOU3BOJICTBa 00 3TOM (IOATOMY MX M HET B HOMEHKJIarype). Takue jgenma Toxe Halo
BKJIIOUATh B CIATOYHYIO OIHCh.

Ecnu oOHapykuBaeTcs OTCYTCTBHE KaKOro-iubo Jiena, To ciayx0a Jemonpou3BOCTBA
MMEET MPaBO 3aMPOCUTH CIIPaBKY O IPUUMHAX.



Tema 2. Ilepeoaua den na 0onzoépemenHoe XpaHeHue U ONbIM APXUGOE NO padome ¢
OOKYMEHmMamu no Tu4HOMY COCHAGY

B apxuBax opraHuszanuii JOKYMEHTBI XPaHITCS B TCUEHHE ONPEAECICHHBIX CPOKOB, MOCIIE
4ero OHM JIOJDKHBI OBITh TEpelaHbl Ha TOCYJAapPCTBEHHOE XpPaHEHHE B TOCYIApCTBEHHBIC U
MYHULIMTIATbHBIE apXuBbl. DeiepaibHbIM 3aKOHOIATEILCTBOM OIPEICICHBI MPEACIbHBIE CPOKHU
XpaHEHHUs! TOKYMEHTOB, BKJIIOUEHHBIX B YCTAHOBJICHHOM IOPSIKE B COCTaB ApPXUBHOTO (oHIA
Poccuiickoit ®enepanuu:

. [OKYMEHTOB NO JIMYHOMY COCTaBY, 3anMcel HoTapuaabHbIX AENCTBUNA,

NOXO3ANCTBEHHbIX KHUT W KacaloLMXCa NPMUBATU3ALLUN KUAULWHOTO POoHAA AOKYMeHTOB — 75 neT;

. NPOEKTHOM AOKYMEHTALMWN MO KanutaabHoOMy cTpoutenbctsy — 20 nerT;

° TEXHOJIOTMYECKOM U KOHCTPYKTOPCKOM AoKyMeHTauun — 20 neT;

o naTeHToB Ha M30bpeTeHne, NONE3HYIO MOAENb, MPOMbILIEHHbIM 06pa3sey, — 20 neT:
o Hay4yHOM AOKymeHTauum — 15 nerT;

o KMHO- 1 pOTOA0KYMEHTOB — 5 neT;

o BNAEO- U POTOAOKYMEHTOB — 3 roaa.

B ciyyae nukBHIanuu OpraHu3aldy, JOKYMEHTBI IIOCTOSSHHOIO CpOKa XPaHEHUs U IO
JUYHOMY COCTaBy IIE€pelaloTCs B TOCYJAapCTBEHHBbIH (MyHULIMNAIbHBIN) apxuB. [nsa
HEroCyJapCTBEHHbIX OpraHu3aluil, 4aCTh JOKYMEHTOB KOTOPBIX OTHECEHA K COCTaBY APXHUBHOI'O
¢onna Poccuiickoit denepanuu, 1 Takod nepenayv HEOOXOAMMO 3aKIIOUYEHHE J0TOBOpa C
yupexaenuem cucrembl @enepanbHoil apxuBHOM ciyx0bl Poccun. Ecnm  opranuzanus
CBOCBPEMEHHO HE 3aKJIKYMWJIa JOrOBOP C apXMBOM, TO B 3TOM CIydae TOCYJapCTBEHHBIN
(MyHUIIMIIAJIBHBIN ) apXUB 00513aH MPUHATH HAa XPAHEHUE TOJIBKO JOKYMEHTHI 110 TUYHOMY COCTaBY
pabOTHUKOB  OpraHu3amuud. MecTo XpaHEHHs OCTalbHBIX JIOKYMEHTOB  ONpPEIENsTCS
IpeceaaTeaeM JMKBUAALNOHHOW KOMUCCUH UM KOHKYPCHBIM YIIPABJISIOLIUM.

OnbIT padoThl AaPXHBOB N0 JIMYHOMY COCTABY

MyHuunaipbHoe OIODKETHOE YUpexJeHHE 3aBETUHCKUW apXWB JOKYMEHTOB IO
JMYHOMY cocTaBy OblI co3ziad B 1992 rony. OcHOBHOI 3a/1adei apxrBa JOKYMEHTOB O JTUUYHOMY
COCTaBy SBJISIETCSA XPAaHEHHWE M  MHCIOJIb30BAHME JOKYMEHTOB JIMKBHJIMPOBAHHBIX U
PEOPTraHN30BAHHBIX YUYPEXKACHUM, OpraHu3alui, NpeAnpuUaATHil 3aBETUHCKOTO pailoHa, He
UMEIOLINX IPaBONpPEEeMHUKA WM HaJUIeXallluX YCJIOBMM XpaHeHud. B apXuB npuHUMAaroTcs
JIOKYMEHTBI, TI0 KOTOPHIM YCTAHABJIIMBAECTCS CTaX M pa3Mep 3apaboTKa pabOTHHWKA JTaHHOU
opranu3zaiuu (IpUKasbl, pacyeTHO-TIJIATEXKHbIE BEIOMOCTH IO 3apIuiaTe).

B Hactosiiee BpeMs B apXMBE XpaHATCS JOKYMEHTHl 58 opraHuzanuii (46 u3 HHX
-TUKBUIMPOBaHHbIE) 3a mepuod ¢ 1943 mo 2013 roasl. 3ampockl B apXWB MPUHUMAIOTCS

MUCBbMEHHO, YCTHO, 10 TenedoHy, 1o ANEeKTPOHHOU nouTe. B 3anpoce (3asBiaeHNN) yKa3bIBAIOTCS:



d)aMI/IJ'II/IH, UM, OTYECTBO 3asABUTCIIA, I'OA4 MU MECTO €TI0 POXKACHHUA, aaApeC MECTa XUTCJILCTBA,

I'paXaaHCTBO.

Ceenenus o coctase u oobeme ¢onoB Ha 01.01.2014 roga

Ob6imee
KOJIMYECTBO €IHHHIL
Ne HasBanue donna [locTynumno Bri0BI XpaHeHus B (oHJE Ha [Ipumeyanue
wn | ouna 710 01.01.2006 .
e I Jlen [[oxer [len ["omn1
2 3 4 5 6 7 8 9 10
1. 1. [Paiionnoe MIPOU3BOJICTBEHHOE 123 1943-1991
yIIpaBJIeHHE OBITOBOTO,
0OCITy’)KMBaHUS HAaCCIICHUS
1. 2. PBaserunckwuii paioHHbIH] 9 1944-1950
TUIIIEKOMOMHAT
1. 3. Aptenb «PeMOBITY 9 [1944-1956
1. 4, 3aBeTHHCKAs PaKOHTOPA] 33 |1949-1963
[10 3ar0TOBKAM U OTKOPMY CKOTa
1. 5. Komrxo3 «IlyTb K 25 [1951-1957
|[koMmmyHI3MY» u €ero
[Tpe/IICCTBCHHUKN
1. 6. CoBx03 «DPpyH3EHCKHI» 22 [1982-1986
1. 7. Komnxo3 mm. Kuposa u ero 9 [1947-1957
[Tpe/IIICCTBCHHUKN
1. 8. Konxo3z «ITobema» u ero| 56 [1947-1957
[TpeIIIECTBCHHUKI
1. 9, IIpou3BOACTBCHHOE 97 [1957-2006
ypasiieHue
PKILTUIIHO-KOMMYHAIBHOTO
XO3sIHCTBA
1. 10. 3aBeTUHCKUI ¢bumman 125 [1963-2000
3HMOBHHUKOBCKOTO
[TPOU3BOJICTBEHHOTO

0ObeIMHEHUS aBTOMOOHMIBLHOIO]




TpaHcnopTa

11. 3aBeTHHCKAS 415 [1943-2008
LIEHTpaJIbHAs paiionHas|
0ONBHULIA
12. 3aBeTHHCKAS 132 [1970-2003
[MexX03sAMCTBEHHAS
CTpOUTEIbHAS OpraHU3AIHsI
13. TOO 172 (1965-1995
«3aBETHHCKArpOPEMTEXIIPE/I»
14. Konxo3 «3aBeTsr nbudan, 182 (1943-1957
15. 2-s1 3aBeTunckas MTC 52 [1952-1957
16. Komnxo3 «Ilyte Cranunay 74 11951-1957
17. Komxo3s «Bnacts 45 [1953-1957
CoBeTOB»
18. Konxo3 um. Jlenuna 133 [1943-1957
19. Kuukunckas MTC 44 [1953-1957
20. BuesegoMcTBEHHAS 3 [1986-1991
oXpaHa
21. 3aBEeTUHCKHN OTIE 7 |1987-1995
001aCTHOTO TOJIOBHOTIO|
[TPOEKTHO-TMPOU3BOACTBEHHOTO
APXUTEKTYPHO-TUIAHUPOBOYHOTO
Oropo
22. AOOT 46 [1988-1999
«3aBETHHCKArpOIIPOMTPAHCY
23. 3aBEeTHHCKHI Macji03aBoj 35 [1943-1996
24. CaBastHCKHUI CEIbCKHH - -

COBCT




25. 1-a 3aBernnckas MTC 64 1944-1957

26. Konxo3 um.Cranuna u ero 23 [1949-1957
[peAecTBeHHUKN

27. Komxo3 «Poxnnaa)» 59 [1949-1957

28. YupexaeHus CHCTEMBI 98 [1946-2007
CEeIbCKOT0 X0351CTBa

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

30. Otnen HapoxaHoro[200  [2005-20 985 [1943-2010
0Opa3oBaHUA 10

31. Otnen CEJILCKOTrO| 25 [1946-1953
X0351CTBA

32. DUHAHCOBEIN OTIEN 119 {1943-2009

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

34. Lentp rocymapcTBEHHOTO| 39 |1991-2005
CaHUTAPHO-3THIEMUOIOTUIECKO
ro Ham3opa B 3aBETHHCKOM|
[paiioHe

35. 3aBeTUHCKUI paiOHHBIH 5 ]1982-1992
yaeOHO-KypCOBOI KOMOUHAT

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

37. Otnen CEJILCKOro U 10 [1946-1956
|konxo3Horo cTpOUTENHCTBA

38. 3aBeTHHCKasi JOPOKHO-C 33 |1995-2008
TpOHTENbHAS nepeBKHasi|
|[MexanusupoBannas KosoHHA

39. 3aBeTUHCKOE  pallOHHOE 24 11965-1998
oTnenenre «Cor3meyaTh

40. OT1e XJIONKOBOACTBA 4 [1950-1952




41.

3aBETHHCKOE OTICJICHUE]

| Arponpombanka CCCP

10

1988-1997

42.

3aBeTHUHCKAS cennckasjd

AIMHUHUCTPAUA

2010-20
11

140

1943-2011

43.

TOO

«3aBETHHCKArpoIpOM3HEPTO»

20

1982-1995

44,

MusiepoBeKuit

[IPUEMHBIH ITyHKT IIEPCTH

1995-2000

45.

Xo3siicTBEHHas
Accoranus «Kupnuunsrif

3aBOI

16

1991-2005

46.

Paiionnas HHCIIEKTYPA
["occTaTCTUKH ~ 3aBETHHCKOTIO|

[paiioHa

14

1943-1986

47.

3aBeTHHCKAs

PICCOMCIIMOPpATHBHAA CTaHIUA

116

1950-2002

48.

I/IHCHGKL[I/IH IO 3aKYIIKC|

CCIIbXO3IPOAYKTOB

1961-1962

49.

3aBeTnHCKast THIIOTpadus|

INe 41

19

1965-1998

50.

MY «Penmakiuys

[paliOHHOT'O PAU0»

1992-2006

51.

CIIK «CaBas»

532

1943-2007

52.

Nucnexuus
[MunucTepcTBa PO no Hanoram |
coopam 1o 3aBETHHCKOMY]

[paiiony PocToBckoii o0mactu

30

1990-2002

53.

3aBeTHHCKUH IOYTaMT
YpasiieHus DenepanbHON
mouroBoil  cBA3UM  PocToBckoOM
oOmacTi - ¢mmana
DenepanbHOro

rOCYyJapCTBEHHOI'0  YHUTAPHOI'O

mpennpusitus «Iloura Poccun»

100

1944-2005

55.

CoBx03 «Poauna»




5 56. CIIK «Domun» 474 [1957-2012

5 57. Kooneparus «Turan» 2 [1997-2001

Htoro 2005-20 4897 |1943-2011
04 J11

ApxuB B cBOeil paboTe pyKOBOJACTBYETCS CIEAYIOIIUM ITOJ0KEHUEM.
ITOJIOKEHHME
0 3aBETMHCKOM MYHHUIMNAIbHOM apXHUBE JOKYMEHTOB I10 JUYHOMY COCTaBY

1. O0mue noJI0XeHus

1.1. Anmunuctpanus 3aBETHMHCKOrO paiioHa B LENAX OOeCHedeHHs COLUAIbHON U
IPaBOBOM 3alIUTHl TPaKIaH pealu3yeT IMOJHOMOYHUS IO OOECHEYEHHUI0 LEHTPAIN30BaHHOIO
XPaHEHUsl U MCIOJIb30BaHMS JTOKYMEHTOB IO JIMYHOMY COCTaBY YUPEXKJACHUW, OpraHu3aluil u
IPENIPUATHA 3aBETUHCKOTO paiiloOHa, B TOM YMCJIE JIMKBUAUPOBAHHBIX CTPYKTYp, HE3aBUCUMO OT
¢dopM COOCTBEHHOCTH, HE MMEIOIIUX IPABONPEEMHHUKA M BBIIMIECTOSIIECTO MO MOAYMHEHHOCTH
oprasa.

1.2. Jlna pemeHus 3amad 1O peajH3aly IMOJHOMOYMH B 00JacTH apXUBHOTO Jeia
aJIMUHUCTpalusl oOpa3yeT 3aBETMHCKUI MYHULUMNAIbHBIA apXUB JIOKYMEHTOB IO JUYHOMY
coctaBy (nanee umenyercst Apxu). 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 mMMeeT TpaBa CaMOCTOSITEIHLHOTO HOPHUAMYECKOTO JIUIA, CAMOCTOSTEIbHBIN
OanaHc, cueT B OaHKe, e4aTh, GUPMEHHbIE OJaHKH.

1.5. Tlonoxenne 00 ApxuBe YTBEp)KIAeTCsl MPABOBBIM aKTOM AJIMUHUCTpALUU
3aBETHHCKOIO palioHa ¢ y4eToM pekoMeHjanui KoMureTra 1o ynpaBiaeHUIO apXHBHBIM JIEJIOM
AJMUHUCTpaLUU PocroBckon o0nacTu. B [Tonoxxennn 3aKPETUISIFOTCS
OpraHU3allMOHHO-NIPAaBOBON cTaTyc ApxXuBa, 337ayd ¥ (YHKIMU 1O PYKOBOJCTBY apXHUBHBIM
JIeJIOM, TIOJHOMOYHMS IO HX peanu3aly, OTBETCTBEHHOCTb 3a COCTOSIHME, pa3BUTHE U
COBEPLICHCTBOBAHNUE aPXUBHOTO J€Na.

1.6. ApxuB B CBOEH A€SITENbHOCTH pyKOBoACTBYyeTcsl KoHcTUTyIMEH
PO, ¢enepanbHbIMM 3aKOHaMU U JAPYTUMH HOPMAaTHUBHBIMH IPaBOBBIMH akTamu Poccuiickoit
®enepan 1 PoctoBckoit 06sacTH, YCcTaBOM MYHHMIMIAIBLHOTO OOpa3oBaHMs «3aBETHHCKUMN
pailoH», TIpaBOBBIMH aKTaMH AJMUHUCTpAalMd palioHa, HOPMAaTUBHO-METOANYECKUMHU
noxkymentamu denepanpHoil apxuBHOM cyk0b1 Poccun, KomuTeTa 110 ympaBieHHI0 apXUBHBIM
nenoM Aamunuctpaiuu PocroBekoit o6nact u HactosiuMm [lonosxeHueM.

1.7. duHaHcupoOBaHUE ACATEILHOCTH U MaTepUAIbHO-TEXHUYECKOE obecrieueHrne ApxuBa
OCYILECTBIISICTCS 3a CUET CPEACTB Or0/KeTa 3aBEeTHHCKOTO palioHa.

1.8. JIonoaHUTENbHBIMA HCTOYHUKAMU (DMHAHCUPOBAHUS MOTYT OBITh:

a) IeNieBble CpeAcTBa M3 00JIaCTHOTrO Oro/pkeTa (IIpU pealu3alyy MporpaMM pa3BUTHS
apXMBHOTO [eNa, BKJIIOYAIOIIMX MEpONpUATHS B 3aBETHHCKOM paiioHe; pean3aluu
rOCyJapCTBEHHBIX IOJHOMOYMN B cepe apXMBHOTO jaena AJMUHHUCTpallMM paiioHa, B T.Y.
MOJIHOMOYMII Ha XpaHEHHE AapXUBHBIX (OHIOB U AapXMBHBIX JOKYMEHTOB OpraHU3alui,
OTHECEHHBIX K TOCYIapCTBEHHOH COOCTBEHHOCTH W PpACMOJIOXKEHHBIX Ha TEPPUTOPHH
3aBETHHCKOTO paiioHa);

0) BHEOIO/KETHBIE CpE/CTBA, B T.Y. OT HPUHOCALIEH T0XOJ NesITEeIbHOCTH ApXHBa,
MPElyCMOTPEHHOM €ro YUpeaUTEeNbHBIMU JOKYMEHTAMU;




B) CIIOHCOPCKHE M UHBIE CPEACTBA, IOJIyYEHHbIE 3aKOHHBIM ITyTEM.

1.9. Homenknatypa (mpelCKypaHT) IUIaTHBIX PabOT W yCIyr ApXuBa YTBEpXKIAeTcCs
IIPaBOBBIM aKTOM AJIMUHHUCTpallMM pailoHa Ha OCHOBaHMM NEPEYHs IUIaTHBIX padOT U YCIYT,
pa3pabotanHoro KomureToMm mo ynpaBieHUIO apXMBHBIM J€10M AQMuUHHCTpauuu PocToBckoi
00J1aCTH U YTBEPKIEHHOI0 OpPraHOM rocy1apcTBeHHOMH BiacTu PocToBckoit obnactu.

1.10. AnmuHucTpanus 3aBETHHCKOTO paiioHa oOecrmeuyuBaeT ApPXUB IOMEIICHUSIMH,
OTBEYAIOIMMH HOPMAaTHBHBIM TpeOOBaHUAM OOECIIEUEHUsI COXPAaHHOCTH JOKYMEHTOB, €ro
coJiepKaHne, TEXHUYECKOE OCHAIIeHNE, 000pyI0BaHNE, OXpaHy, TPAHCIOPTHOE 00CITy>)KUBaHUE U
CO3/1aHM€e HeOOXOAUMBIX YCIOBHM Tpy/ia paOOTHUKOB.

IIpu mnepemaue 37aHus (IIOMEIIEHUs), B KOTOPOM pa3MelleH ApXuB Apyrum
oprausanusaM, [J1aBa 3aBeTHMHCKOro palioHa NPUHUMAET pPELIEHHE O IIPEIBAPUTEIIEHOM
IIPEIOCTABICHUU PABHOLIEHHOTO UM 00Jiee MOAXOIALIET0 s Pa3MEIEHUsl JOKYMEHTOB 3JaHus
(momereHus ).

2. 3agaun u QyHKIMH ApXUBa

2.1. OcHOBHBIMHM 3afayaMu ApxuBa SBIAIOTCA OO0ECHEUeHHE COXPAaHHOCTH M Y4YeT
JIOKYMEHTOB I10 JINYHOMY COCTaBY M HX HCIIOJIb30BAHUE B LIEJSAX COLMAIbHO-TIPABOBOM 3alllUThI
rpaXkKaaH.

2.2. ApXuB B COOTBETCTBHM CO CBOMMHU 33/1a4aMHU BBINOJIHAET CIAeAYIOIUe QYHKIUU:

1) npuHUMaeT Ha OCHOBE 3aKIIOYEHHBIX JIOTOBOPOB M B COOTBETCTBHH C TpadUKaMH OT
YUPEXKIEHUH, OpraHu3aluil U MpeaNpUATHI-UCTOYHUKOB KOMIUIEKTOBAHHUA ApPXHBA JOKYMEHTBI
110 JIMYHOMY COCTaBy, 0OpaOOTaHHbIE U YUTEHHBIE COTJIACHO YCTAHOBJIEHHBIM IIpaBUJIaM, a TakK JKe
JOKYMEHTBI OT JIMKBUIMPOBAHHBIX OpraHU3aluil, He UMEIOUINX IPABOIPEEMHHKOB;

2) XpaHHT ¥ 00€CIeYnBaET COXPAHHOCTh JOKYMEHTOB IIPHHATHIX B APXUB;

3) Bemer yueT XpaHsmmxcs B ApXHMBE JOKYMEHTOB, mnpejacrtaBiser Komwurery B
YCTAHOBJICHHOM TIOPSIJIKE CBEJICHHS O COCTaBe U 00beMe POHI0B ApXHBa;

4) cocTaBiseT U BEAET CIUCOK YUPEKACHUN, OpraHu3aluil ¥ npeanpusTHA-UCTOYHUKOB
KOMIUIEKTOBaHUSI ApXHBa U KAPTOTEKY O MECTOHAXOKJCHUH JOKYMEHTOB I10 JUYHOMY COCTaBY;

5) oka3bIBaeT yUpeKICHUSIM, OpraHU3aLMAM, IPEANPUATUIM METOAUYECKYIO, 3 HA OCHOBE
coryiameHui (A0roBOpoB) U MPAKTUYECKYIO MOMOIIb B TPOBEJAECHUH AKCIIEPTU3BI U YIIOPSIOUEHUN
JIOKYMEHTOB, HPOBOJUT OOpaOOTKY M ONHMCAHUWE JOKYMEHTOB, MOCTYNUBUIMX B ApXHUB B
HEYIOPSI0YEHHOM COCTOSIHUH;

6) ocyIlIecTBIsIET OPraHN3alMOHHO-METOINYECKOE PYKOBOJICTBO pabOTOMN C JOKYMEHTaMH
[0 JINYHOMY COCTaBY B YUPEXJEHHUSAX, OPTaHU3ALMIX U MPEANpUATUSAX palloHa, OKa3bIBa€T UM
IIOMOIIb U KOHTPOJIMPYET COCTOSHUE U XPAHEHHUE JOKYMEHTOB I10 JINYHOMY COCTaBY;

7) ydacTByeT COBMECTHO C OpraHu3alMsIMH B pa3pabOTKe METOAUYECKHUX IOCOOHUH,
NaMsITOK, Kacaloluxcs paboThl € JOKYMEHTaMH IO JIMYHOMY COCTaBy, B OpraHU3alld Hu
MPOBEJCHUN CEMUHAPOB U IPYIMX MEPONPHUATHI MO MOBBIMICHHUIO KBATU(PUKALUN PaOOTHUKOB
YUPEXKACHUH, OpraHu3aluil U NpeInpusTHil o BollpocaM paboThl C JOKYMEHTAMH MO JINYHOMY
COCTaBY,

8) co3maer, COBEPUICHCTBYET M TMOMOJHSET HAy4YHO-CIIPABOYHBIM ammapar (omucw,
KaTaJory, yKa3aTeiau U T.I.) K JOKYMEHTaM 110 JUYHOMY COCTaBY, XpaHsIIUMCS B APXUBE;

9) opraHu3yeT HCHOJIb30BaHHE JIOKYMEHTOB: B YCTaHOBJICHHOM IMOpSAKE BbIJAAET
YUPEXKJEHUSAM, OpraHu3alusM M OPEeINpHUITUSIM JOKYMEHTbl BO BPEMEHHOE I0JIb30BAHUE;
UCIIOJIHAET 3allpoChl YUYPEKACHWM, OpraHu3aluil W OPEeINpHUsITHH, BBIAAECT IO 3asBICHUSAM
rpakJAaH apXWUBHbIE CIPaBKH, KOMHWHU, BBIMHMCKH, MOATBEPXKIAIOIINE TPYIOBOM CTaX, pasMmep
3apaOOTHOI MiaThl U Jpyrue BONPOCHL, HEOOXOAUMBIE Il OGOPMIICHHS TEHCUI TpakaaHaM U
pellIeHus IPYruxX COlraIbHO-IIPABOBBIX BOMPOCOB, BBIJAET apXUBHBIE CITPABKU O HE COXPAHHOCTHU
JIOKYMEHTOB I10 JIMYHOMY COCTaBY;

10) KOHCYJIbTHpPYET TpakJaH M OpraHu3aldd [0 BOMPOCAM MECTOHAXOXKJIEHUS
JIOKYMEHTOB I10 JIMYHOMY COCTaBY;

11) ocymecTBisieT poO3bICK JOKYMEHTOB II0 JIMYHOMY COCTaBY, 3allpalluBaeT oOT
CTPYKTYPHBIX MOApA3IEIeHUH AJMUHUCTPALUU, BEAOMCTBEHHBIX apXHWBOB, MyHUIIMIIAJbHBIX U
roCy/1apCTBEHHBIX apXUBOB CBEJIEHUS, HEOOXOAUMBIE JIJIsl HCTIOJTHEHHSI 3alPOCOB I'PaX/1aH.



2.3. ApXuB pemaeT CTosKe nepe] HUM 3a7a4i BO B3aUMOJICUCTBUHM ¢ M yHUIIUTTAIIbHBIM
apXuBOM AJMHHHUCTpALMU 3aBETHMHCKOIO paioHa, IPYIMMH CTPYKTYPHBIMHU HOJpa3lesICHUsIMU
AJIMUHUCTpALUY, YUPEKACHUIMU, OPTraHU3AIUSIMHU, IPEANPUATHIMEI palioHa.

3. CocTaB 10KyMEHTOB ApXHBa

3.1. ApXHB XpaHUT 3aKOHYEHHBIE JETONPOU3BOACTBOM JOKYMEHTHI IO TUYHOMY COCTaBY:

1) JMKBUAMPOBAHHBIX, PEOPraHU3OBAHHBIX, H3MEHHMBIIUX (OpPMYy COOCTBEHHOCTH
YUpEXKJIEHUHN, OpraHu3aluil U MNPEeANpHUATHI, He HMEIONIMX MPABONPEEMHUKOB WJIU BBIIIE
CTOSIIIMX OPraHU3alUi; YYPEKICHWM, OpPraHM3aluid, IPEANPUATHH, IAEATEIBHOCTb KOTOPBIX
OrpaHHueHa TeppuTopreil 3aBeTHHCKOro paifoHa, HE3aBUCUMO OT (hOpM COOCTBEHHOCTH, a TaK K€
UX MPEALIECTBEHHUKOB - HCTOUHUKOB KOMIUIEKTOBaHUS APXHUBA;

2) opraHu3zauuid - HCTOYHMKOB KOMIUIEKTOBAaHUS  MYHUIUIAIBHOTO  apXHBa
AJMuHUCTpaluy 3aBETUHCKOIO paiioHa, HE UMEIOLIUX YCIOBUH /Il XpaHEHUs JOKYMEHTOB 110
JUYHOMY COCTaBY.

B coctaB 10KkyMEHTOB ApXHBa BXOJAT CJIEAYIOIINE KATETOPUH IOKYMEHTOB:

1) MOKyMEeHTBI MO JHMYHOMY COCTaBy CO CpOKaMH XpaHeHuss a0 75 mer (opra-
HU3ALMOHHO-PACIIOPAIUTENIbHBIE ~ JOKYMEHTBI, JIMYHbIE  J€Jla, YYETHbIE  JOKYMEHTHI,
Oyxraiarepckue JOKYMEHTHI);

2) TOKyMEHTHI A0AroBpeMeHHoro (cBoie 10 jet) u BpeMeHHOro cpoka xpanenus (1o 10
JIET) OpraHM3alil - MCTOYHUKOB KOMIUIEKTOBaHMS (Ha JOIOBOPHOM OCHOBE), a TaK K€
JUKBUIMPOBAHHBIX OpraHU3alluii IPU OTCYTCTBUU Y HUX MPABOIMPEEMHHMKA WM BBIIIECTOSIICH
OpraHu3anuu (0 UCTEYEHUS CPOKA XPaHEHUS ITUX JOKYMEHTOB);

3) Hay4HO-CIIPaBOYHBIN amnmapaT ApXuBa, PaCKPHIBAIOLINI COCTaB U cojep:kanne GOHI0B
ApxuBa (onMcH, KapTOTEKH, YKa3aTeIH, UCTOPUUECKHE CIIPABKU), U YUETHbIE JOKYMEHTHI (KHUTU
yueTa MOCTYIUICHUS ¥ BBIOBITUA JIeJ1, CHUCKU (OHIOB, fena (JOHAOB U Jp.).

4. ITpaBa ApxuBa

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

1) 3ampamuBaTh ¥ NOJIYy4aTh B YCTAHOBJICHHOM IOPSJIKE OT YUPEXKAECHUN He 00XO0qUMble
JUTSI BBITTOJTHEHUS BO3JIOKEHHBIX Ha APXUB 33/]1a4 CBEJICHUS O JJOKYMEHTaX I10 JIMYHOMY COCTaBY;

2) mocemaTh yupex/AeHus, OpraHu3alluy U MPeIIpUsTUS PaclioloKeHHbIE HA TEPPUTOPUN
palioHa U IPOBEPSTH YCIOBUS XPaHEHUSI U COXPAHHOCTh JJOKYMEHTOB 110 JJMYHOMY COCTaBY;

3) uHbOpMHUpPOBATh PYKOBOAMTEICH YUPEKICHHM, OpraHu3auuid M OpeANpUATHA O
COCTOSTHUM XPaHEHUS U COXPAHHOCTH, JOKYMEHTOB I10 JINYHOMY COCTaBYy, BHOCUTbH NPEAIOKEHUS
Y 1aBaTh PEKOMEH/IALMH 110 €r0 COBEPIIEHCTBOBAHUIO;

4) KOHTPOJIMPOBATH BBHINOJIHEHUE YUYPEKACHUSIMH - HCTOUYHHKAMHM KOMIUIEKTOBAHUS
ApxuBa M YUYPEXIEHUSMH M OpraHU3alUsAIMH TOCYJapCTBEHHONH (QOpPMBI COOCTBEHHOCTH
YCTaHOBJICHHBIX NPABUJI OpraHU3alluu U XPAHEHUS JOKYMEHTOB I10 JINYHOMY COCTaBY;

5) B YCTaHOBIIEHHOM TOpSJIKE 3aKJII0YaTh C 3aWHTEPECOBAHHBIMHU YUPEKICHUSIMH,
OpraHM3alMsIMU U OPEANPUITUAMH, HE3aBUCUMO OT ((opM COOCTBEHHOCTH, COIJIALIEHUs
(IoTOBOPBI) O IEHTPATU30BAaHHOM XPAaHEHUH, MCIOJIb30BAaHUU U YNOPSAJOYCHUH TOKYMEHTOB,
OKa3bIBaTh IOPUIUYECKUM U (PU3NYECKUM JIMLAM IUIaTHBIE YCIYrd B paboTe ¢ JOKYMEHTaMH 110
JMYHOMY COCTaBY U M0 UCIIOJIHEHUIO COLMAIBHO-TIPABOBBIX 3aIIPOCOB;

6) HCII0JIb30BATh MOJYYEHHbIE BHEOIOJKETHBIE CPEJCTBA JJI YIYy4IlIEHUs OpraHu3aluu
paboThl ApXHBa M pelIeHHsI COLIMATbHBIX BOIIPOCOB;

7) y4acTBOBaTh B paboTe JMKBUIAIMOHHBIX KOMHUCCUN YUPEXKACHWH, OpraHu3aluil u
OpeNpUsATHHA, JOKYMEHTBl KOTOPBIX HE BXOJAT B cOoCTaB ApXuBHOro (gouna PO mns permenus
BOIPOCOB COXPAHHOCTHU JOKYMEHTOB I10 JINYHOMY COCTaBYy.

5. PykoBoacTBo ApxuBa

5.1. PykoBoacTBO ApPXHMBOM OCYILECTBISET 3aBEAYIOIIMNH apXWBOM. 3aBEAYIOLIUN
apXMBOM Ha3HAYAETCS M OCBOOOXKIaeTCs OT NOKHOCTH [ 1aBoit 3aBEeTUHCKOTO paiioHa.

5.2. 3aBenyromuii ApXuBoMm:

1) ocymiecTBIsIeT HEMOCPEACTBEHHOE PYKOBOICTBO JIEATENBHOCThIO ApXHBa, OPraHU3yeT
ero paboTy; o0ecrieurnBaeT pelieHNe BO3JIOKEHHBIX Ha HETO 3a/1a4;



2) U37aeT B Ipeiesax CBOeH KOMIETEHITNU TPUKA3hI;

3) mpuHHMMaeT Ha pabory, ompenenser OOS3aHHOCTH W YTBEPXKIAeT JOJIKHOCTHBIC
MHCTPYKIMHU paOOTHUKOB APXUBa;

4) oTanThIBaETCS O paboTe ApXuBa nepes AIMUHUACTPAIMEH U B YCTAHOBIEHHOM ITOPSIKE
- neper KoMuTeTOM 10 ynpaBieHUIO apXUBHBIM JieioM AaMuHuCTpanuu PocToBckoii 06macTu;

5) opraHu3yeTr M BeleT NMPHEM IpaxkJaH, pacCMaTPUBACT MX 3aSBJICHUS M KAJIOOBI IO
BOIPOCaM, BXOJAIIUM B KOMIIETCHILINIO APXUBa;

6) BBIJACT B YCTAHOBJIIEHHOM IOPAJKE TpakJaHaM U YUYPEXKACHUSIM CIPAaBKU
COLIMAJILHO-TIPABOBOIO XapaKTepa, KOMUHU, BBIMUCKHU U3 IOKYMEHTOB;

7) 3aKJII04aeT B yCTAaHOBJIEHHOM IOPSKE JOTOBOPBI C YUPEKICHUSIMH, OPraHU3aLUIMU U
MNPEINPUATUSIMU Ha BBIMOJIHEHHE APXHUBOM IUIATHBIX PadOT U yCIyT;

8) obecrieunBaeT cOOIIOACHNE OXPAHHOTO, IPOTUBOIIOKAPHOTO U CAHUTAPHOTO PEKMMA B
XPaHWJINILAX;

9) onpenenser mOoTpeOHOCTh ApXHBa B 000PYJIOBAaHUH U MaTepHasax.

5.3. 3aBenyromuii ApXMBOM HECET MEPCOHAIBHYIO OTBETCTBEHHOCT:

1) 3a BBHINOJIHEHHE BO3JIOKCHHBIX Ha HEro OOsS3aHHOCTEH C y4eToM TMpas,
MPEIOCTaBIEHHBIX eMy HacTosaumM [lojoxeHuem;

2) 3a COXpaHEHUE CIYKEOHON, KOMMEPUYECKON MJIM MHOM, OXPaHSIEMON 3aKOHOM TalHBI
IIPU OCYIIECTBIIEHUU CBOMX JOKHOCTHBIX IIOJTHOMOUYUH B paboTe C TOKYMEHTAMH.

I'ocynapcTBeHHBI apXUB 110 THYHOMY COCTAaBY B Ir.MexaypedeHcke

ApxuBHble (OHIBl OTPAKAIOT PA3JIUYHBIE ACHEKThl COLUAIBHO-3KOHOMHUYECKOI],
HMCTOPUYECKON W KYJIbTYPHOM KU3HU T. MexaypeueHcka. IMETCS KOJUIEKUHUHA JOKYMEHTOB
JMYHOTO MPOUCXOXKACHUS, POTOAOKYMEHTHL. DTO MPEACTABISET HAUOOJIBIIYIO [IECHHOCTb.

Jlpyrum HampaBieHHEM B paboTe ApXuBa, TOMUMO XpaHEHHS, KOMIUIEKTOBAHUS, y4eTa 1
WCIIOJIb30BAaHUsl APXMBHBIX JOKYMEHTOB, SIBISIETCS OKa3aHME METOAMYECKONM M IMPaKTUYECKOU
MOMOIUIH IO JAEJONPOU3BOJCTBY U XPAaHEHUIO JTIOKYMEHTOB B OpraHM3alUsaX, NPEINPUITUIX U
JOPYTHX YUPEKICHHUM, BEICTYNAIOUIMX HCTOYHUKAMU KOMIUIEKTOBAaHUs APXUBa.

OpHo M3 BaXHEMIIMX HampaBiIeHUI paboThl apXuBa SBISETCS 00eCIIeYeHNE COLMATbHBIX
npaB U norpebHoctedt rpaxigad. Co 1HS oOpa3oBaHMs ApXHMBa W IO HACTOslIee Bpems B
HECKOJIBKO pa3 BO3pOC MOTOK 3aIIPOCOB COLMAIBHO-IIPABOBOI0 U TEMAaTHYECKOr0 XapakTepa.

ApXHB SBISETCS TOCYAAPCTBEHHBIM YUPEXKIEHUEM, IOABEIOMCTBEHHBIM ApPXUBHOMY
ynpasieHuto KemepoBckoil 00iacTu, OCYIIECTBISIOUIEMY KOOPIMHALMIO U PEryJIupOBaHUE
JeSATENIbHOCTH ApxuBa. YupenurteneMm ApxuBa BeIcTynaeT ApXxuBHOe ynpasieHue KemepoBckoi
obnacTH.

ApXUB ABISETCA IOPUAMUECKUM JIULIOM, UMEET CAMOCTOSTENbHBIN OaJlaHC, IMIIEBON CUET B
Ka3HauelcTBe, 000COOJEHHOE UWMYIIECTBO, IITaMIl W TepOOBYIO I€4aTb CO CBOUM
HalMEHOBaHMEM, OJaHKH. APXUB BBICTYNAET UCTIIOM M OTBETUYUKOM B CYyJi€ B COOTBETCTBUU C
3aKOHOAATENbCTBOM PD.

Hcropuueckas cnpaska I'KYKO «'ocynapcTBEeHHBIN apXWB JOKYMEHTOB IO JHUYHOMY
coctaBy KemepoBckoit obmactu B r. Mexaypeuenckey. 30 ampens 2004 roma B CBSI3M C
HEOOXO/JMMOCTBIO  O0ECIEYeHUsI COXPAHHOCTH  JIOKYMEHTOB IO  JIMYHOMY  COCTaBY
JIMKBUJIMPOBAHHBIX YTOJIbHBIX NpeanpusaTil rora Ky30acca u B COOTBETCTBUH € PACTIOPSKEHUEM
Anvmunuctpaimn  KemepoBckoit  ob6mactu ot 30.04.2004r. Ne 545-p wHa  0aze
PEKOHCTPYUPOBAHHOIO MOMEIIEHUS B aIMUHUCTPATUBHO-OBITOBOM KOMOWHATE ObIBIIEH IIaXThl
umenu JIJI. lleBsaxoBa, a B Hactosmee BpeMs 3AO Illaxtel Pacnaackas-KokcoBas B ropone
MexnypedeHcke OblT  OTKpPHIT MexaypeueHckuid  ¢unmman [ocynapcTBeHHOro apxuBa
KemepoBckoii o0macT.

01 wmrons 2008 r. Ha ocHOBanuu Pacnopspkenus ['yoepHaTopa KemepoBckoit obactu ot
18.05.2008r. Ne 67-pr cosnmano I'ocynmapctBeHHOe yupexnaeHue KemepoBckoil obmactu
«["ocynapcTBeHHBI apXuB JOKYMEHTOB IO JMYHOMY cocTaBy KemepoBckoil oOmactu B T.
MexaypeueHcke», KOTopoMy ObLIH TmepelaHbl (YyHKIHUU YIpa3gHEHHOro MexIypeueHCKopro
¢unuana "I'ocynapcrBenHoro apxuBa KemepoBckoii 001acTH.


http://newlms.magtu.ru/mod/page/view.php?id=301213

01.06.2011r. Ha ocHoBanuu Pacnopspkenus Komnernn AnmuHucTpanmu KemepoBckoi
obmactu or 18.05.2011 r. Ne 380-p «O0 H3MEHEHHHM THIA CYIIECTBYIOUIMX OIOMKETHBIX
YUPEXKJIEHUN — TOCYIapCTBEHHBIX yupexzaeHuii KemepoBckoil 0051acTH, MOJBEIOMCTBEHHBIX
apxXUBHOMY yrpaBieHHi0 KeMepoBckoii 00:1acTH, B IETSX CO3JaHHUS TOCYAaPCTBEHHBIX Ka3eHHbBIX
yupexxnenuit  KemepoBckoii ob6macTu» co3aaHo l'ocynapcTBeHHOE Ka3eHHOE YUpeKJIeHHe
KemepoBckoii obnmactu  «locynapcTBEHHBIH apXUB JOKYMEHTOB IO JIMYHOMY COCTaBY
KemepoBckoii o0mactu B T. MexaypedeHCKe».

locynmapcTBeHHBIM Ka3eHHBIM yupexacHuneMm KemepoBckoi oOmactu ['ocymapcTBEeHHBIN
apXuB JIOKYMEHTOB 110 JINYHOMY cocTaBy KemepoBckoii o6actul B . MexaypeueHcKe pyKOBOJIUT

JIAPEKTOP.

OcHOBHBIMU 3a1auamMu ['0Cy1apCTBEHHOT'O apXuBa SIBIISAIOTCA:

1. ObecneyeHne COXPaHHOCTU M FOCYAapCTBEHHDBIN yYeT LOKYMEHTOB MO MYHOMY
cocTaBy ApxmBHoro ¢oHaa Poccuiickoit depepaumm.

2. ObecneyeHune coLManbHOM U NPABOBOM 3aLLMTbI FpaXKaaH.

3. McnonHeHWe 3anpocoB rocyAapCTBEHHbIX, MHbIX YUPEKAEHUM, TPaXKAaH N0 AOKYMEHTaM

YupexaeHus, BblAava MM apXMBHbIX CMPaBOK COLWAbHO-NPABOBOIO XapaKTepa O NOATBEPKAEHUM
cTaxka paboTbl, ILFOTHOTO CTaXa paboTbl, 0 3apaboTHOI NiaTe NpPefoCTaBNEHNE AOKYMEHTOB MU UX
Konuu.

B Hacrosee Bpems B ['ocynapcTBeHHOM yupexaeHUH XxpaHuTcs 51 GoH Mo Tu4HOMY
coctaBy, 29033 eauHMIIBI XpaHEHUs. 3a STUMH JOKYMEHTaMHU CTOAT CyAbObI Jt0/ieil. B ocHOBHOM
9TO TSDKEJbIN, HO MOYETHBIN TpyA maxTepa. ['ocyapcTBEHHBIN apXUB TOMOTaeT BOCCTAHOBHUTH
daxT TpynoBoi OuorpaduH, IS MOIydeHHs TPYJOBON NEHCHUHN, HAUYUCICHUU PETPECCHBIX UCKOB
UHBAJIUIAM TPy/a.

CIINCOK
¢donmos ['ocymapcTBEeHHOT0 Ka3eHHOTO yupexaeHus KemepoBckoil obmactu
«I"ocynapcTBEHHBIN apXUB JJOKYMEHTOB I10 JIMYHOMY COCTaBy
KemepoBckoii 061acTu B T. MexXaypeueHCKe»

o cocrosauro Ha 01.01.2012r.

Ne Haunmenosanue gonna Ne Komn-Bo Kpaitnue
@onoa OITNCH Enuumnig JIaThl
XpaHeHHs
P-1 /louepHee  OTKpPBITOE  aKLMOHEPHOE 1 1/c 420 1978-2004
001IIECTBO
"YripaBieHnue
[MaTepuanbHO-TEXHUYECKOTO CHa0XEHHs
OTKPBITOr0  aKIMOHEPHOTO  OOILIECTBA
"YroneHas xomnanus Kys6accyroms"




r.Jlennnck-Ky3Heuxuit

P-2 ToBapuilecTBO C OrpaHUYEeHHON 1 1/c 96 1991-2001
OTBETCTBEHHOCTHIO
[Ipoun3BoACTBEHHO-KOMMEpUECKast
bupma "Tpuanma"
r.MexaypedeHck
P-3 Kommepueckuii aKIIMOHEPHBIH 1 1/c 54 1993-2000
6ank "Ky30acccorbank"
r.MexnaypeueHck
P-4 OTkpbITOC AKI[HOHEPHOE 1 71/c 465 1958-2000
oOmmectBo "CrpoutenbHas HHAYCTpHUS"
r.MexaypedeHck
P-5 OTkpbITOC AKIIHOHEPHOE 1 1/c 824 1934-2003
00I11eCTBO "OnTOBO-3aKyNOYHAs
cOpITOBas Oasza"
r.Jlennnck-Ky3nenkuit
P-7 AKIMOHEepHOE 0011ecTBO 1 1/c 3009 1954-2000
oTkpbITOro Tuna "llaxra "Haropuas"
r.HoBoky3Henxk
P-8 TocymapcTBeHHOE — TIpEATIPHUSTHE 1 n/c 2410 1962-2003
"[laxTa umenu JI.[{.IlleBsikoBa"
r.MexaypedeHck
P-9 OTKpEITOC aKIMOHEPHOE 1 n/c 118 1965-2004
oO1recTBO "J{opoKHUK"
r.MexaypedyeHck
P-10 OTkpsbITOE AKLMOHEPHOE 1 1/c 1184 1969-2003
00LIECTBO "YronbHas KOMIIaHUs
"Kysnenxyrons" r.HoBoky3nenk
P-11 3aKpbITOE aKIMOHEPHOE OOIIECTBO 1 1/c 99 1971-2002
PeMOHTHO-CTpOUTENbHAS ¢dupmal
"[Ipopab" r.MexypedeHck
P-12 OTkpsbITOE AKLMOHEPHOE 1n/c 113 1962-2005
00111ECTBO "MexaypeueHcKue

[ICHTPAJIBbHBIC OJICKTPOMEXAaHUYCCKUE




ImacTepckue"

r.MexnypedeHck

P-13 OTKpBITOE aKIMOHEPHOE 1 n/c 149 1970-2003
o61ecTBo "benoBckuii MacokomMOuHaT"
r.benoso
P-14 OTKpBITOE aKIMOHEPHOE 1 n/c 1915 1960-2005
o6mectBo "IllaxTa "3pipsiHOBCKas"
r.HoBoky3Henk
P-15 OTkpbITOC aKI[HOHEPHOE 1 1/c 1404 1956-2005
oOmmectBo "Illaxta "HoBoxy3Herxkas"
r. HoBokysHnenk
P-16 OOmmecTBO € OrpaHUYEHHON 1 1/c 17 1999-2004
OTBETCTBEHHOCTHIO "OxpaHHOe
mpennpusitue "I'apant-Cepuc"
r.MexnaypeueHck
pP-17 locynapcTBeHHOE  MPEANPHSATHE 1 1/c 2043 1949-2005
"[ITaxTa "balinaeBckas"
r.HoBoky3Henx
P-18 OTkpbITOE aKI[HOHEPHOE 1 1/c 12 2003-2005
oOmectro "IIpomcTpoit”
r. MexaypeueHck
P-19 O011EeCcTBO C OTpaHUYCHHOU 1 a/c 9 1997-2003
OTBETCTBEHHOCTHIO "Trombman"
r.MexaypedeHck
P-20 MyHummanpHoe YHHTapHOE 1 n/c 529 1969-2002
npeanpusitue "Bogokanan"
r.MexypeueHck
P-21 OTKpBITOE AKI[HOHEPHOE 1 71/c 4296 1932-2003
obmmectso "IlaxTa "Konpuyruackas"
r.JIenunck-Ky3Henkuii
P-22 Ounuan  "Jlenunckyrons" OAO 1 1/c 1965 1978-2003

"YronpHas xommanus "Kysbaccyromns"

r.JlennnckKy3neuxuit




P-23 MyHununansHoe YHHUTapHOE 1 1/c 164 2002-2004
peAnpusTHe
""BogonpoBoHO-KaHAIU3aLMOHHOE
X03s11CcTBO"
r.MexaypedeHck
P-24 AKIMOHEpHOE 001ecTBo 1 1/c 155 1981-1995
oTkpeiToro Tuna "IllaxTompoxomueckoe
ynpasneHue Ne 2"
r.HoBoky3neux
P-25 OTkpBITOC aKI[MOHEPHOE 1 1/c 1225 1964-2000
o6mectBo "IlaxTa "Tomckas"
r.MexnaypeueHck
P-26 OTKpBITOC aKIIMOHEPHOE 1 n/c 1681 1960-2003
00111ECTBO "I'pamoTenHCcKOE
[raxtoynpasieHue" r.benoso
p-27 OTKpBITOC AKI[HOHEPHOE 1n/c 1050 1975-2005
oOmmecTBO "YIpaBieHHE IO MOHTaxy,
TEeMOHTa)XY U PEMOHTY TOPHOIIAXTHOTO
o0opynoBanus" r.HoBoky3Henk
P-28 JouepHsis XoJuHroBast 1 71/c 622 1955-2002
[komnanns ~ OTKpbITOE  AKIMOHEPHOE
o6mecTBo "Paspes JIucTBsaHCKmiA"
rHoBoky3Helk
P-29 OTkpbITOE aKI[HOHEPHOE 1 1/c 420 1970-1993
oOmectso "JIncTBsaHCcKasg aBToOaza"
r.HoBoky3Henxk
P-30 OTkpbITOE AXIOHEpHOE 1 71/c 91 1994-2000
oOmecTBo "HoBoKy3HEIIKpeMcTpoit”
r.HoBoky3Herk
P-31 OTkpsbITOE AKIIMOHEpHOE 1 1/c 13 1992-1997
o61mectBo "3aBox "Crpoiigerans"
r.HoBoky3Heuk
P-32 OAO "DKcrnepeMeHTalbHbIH 1 1/c 117 1976-2001

BaBon"

r.HoBoky3nenxk




P-33 OOmecrBo ¢ OrpaHUYCHHOM 1 n/c 8 2005-2006
OTBETCTBEHHOCTBIO "ITpomcTpoit”
r.MexxaypedeHck
P-34 3aKpbITOE aKIIMOHEPHOE OOILECTBO 1 1/c 138 1995-2005
[ITaxTa "Yrnexom"
r.MexaypedeHck
P-35 OAO "OObemuHEHHas yrojbHas 1 n/c 373 1973-1982
[xommanus "IOxky36accyroius"
YrpaBiaeHHe — NETCKUX  JTOLIKOJIBHBIX
YIPEXKIOCHUH,  COLKYJIbTOOBEKTOB |
CIIOPTCOOPY>KCHHH TPOU3BOJICTBEHHOTO
00beanHeHus "HOxky30baccyromun"
r.HoBoky3Heuk
P-36 OAO "KucenesckmaxrtocTpon" 1 n/c 508 1950-1998
r.Kucenesck
P-37 OOmmecTBO € OrpaHUYEHHON 1 71/c 8 2002-2006
OTBETCTBEHHOCTHIO
PCY
r.MexaypedeHck
P-38 OOO XomnmguHrosasg KOMIIaHUS] 1 a/c 225 1976-2006
"TIpommiaxTo-
cTpoimMexanu3anus"
r.MexnypeueHck
P-39 OTkpbITOE aKI[HOHEPHOE 1 1/c 946 1947-2003
0011IeCTBO CrpoutenpHas ¢bupmal
"TomycamaxTocTpoi”
r.MexzaypedeHck
P-40 OOliecTBO € OrpaHUYEHHOMN 1 1/c 12 1992-2007
OTBETCTBEHHOCThIO "Marazun Ne 25"
r.MexypeueHCcK
P-41 OOiiecTBO € OrpaHUYEHHON 1 1/c 10 2006-2008
OTBETCTBEHHOCTBIO "CrpolikoHTpaKT"
r.MexypeueHCcK
P-42 3aKpbITOE aKIMOHEPHOE OOIIECTBO 1 1/c 24 1997-2004

"ToMyCHHCKOE JIOKOMOTHBHOE  J€mo"




r.MexypeueHck

P-43

3aKpeITOE aKIIMOHEPHOE 00IIECTBO

"Cubupur-1"

r.MexaypedeHck

1 /¢

38

1994-2008

P-44

O0611eCcTBO C OTpPaHUYICHHON

(OTBCTCTBCHHOCTBIO

"MeXIypedeHCKIIaXTOCTPOHMOH

"

Taxx

r.MexaypedeHck

1 n/c

10

2004-2008

P-45

O011eCcTBO C OTrpaHUYEHHOM

(OTBCTCTBCHHOCTBIO

"MesxnypedeHckas tunorpadus”

r.MexnaypeueHck

1 n/c

2003-2008

P-46

OO0mectBO ¢ OrpaHMYCHHOU

(OTBCTCTBECHHOCTBIO

"Crpoit-Ac"

r.MexnypeueHck

1 n/c

2006-2009

P-47

O011EeCcTBO C OTrpaHUYEHHOM

(OTBECTCTBECHHOCTBIO

" TopoxHHK"

r.HoBoky3Heuk

1 n/c

2003-2009

P-48

MexnaypeueHckuit pumunan OAO

IAKB "Ky3baccmpombank"

r. MexaypedeHck

1 n/c

42

1961-2000

P-49

OO0mectBO ¢ OrpaHMYCHHOU

oTBeTCTBEHHOCTEIO "Tomb-MHBecT"

r. KemepoBo

1 n/c

2006-2009

P-50

OO0mectBO ¢ OrpaHMYCHHOU

oTBeTcTBEHHOCTEIO "Ilomroc"

r. MexnypeueHck

1 n/c

13

1999-2009




P-51 OO0mecTB0O ¢ OrpaHHYCHHOM 1 n/c 15 2006-2010
OTBETCTBEHHOCTHIO "['panT"
" r.MexaypedeHck
P-52 O0611eCcTBO C OTpaHUYICHHON 1 a/c 6 2001-2009
OTBETCTBEHHOCTHIO
"Boctok-Tpansur-M"
r.MexnypedeHck
P-53 O0611eCcTBO C OTpaHUYCHHON 1 a/c 9 2006-2009
OTBeTCTBEeHHOCTHIO "Tenexom ycmyra"
r.Kemeposo
P-54 OOmmecTBO € OrpaHUYEHHON 1 1/c 8 2005-2010
OTBETCTBEHHOCTBIO
"TIpomIIaxTocTpOHMOHTaX"
r. MexnypeyeHck
P-55 OOmmecTBO € OrpaHUYEHHON 1 1/c 346 1976-2000
OTBETCTBEHHOCTHIO
"TIpuromckas aBToOaza"
r.MexnypeueHck
P-56 O011EeCcTBO C OTpaHUYCHHOU 1 a/c 15 2001-2011
OTBETCTBEHHOCTHIO
HMTCH
r.MexaypedeHck
P-57 O011EeCcTBO C OTpaHUYCHHOU 1 a/c 77 2003-2010

(OTBCTCTBCHHOCTBIO

"Azusg"

r.MexzaypedeHck

I'KYKO «l'ocynapcTBEHHBI apXuB AOKYMEHTOB IO JMYHOMY cocTaBy KemepoBckoii

o0mnacty B I. MexypeueHCKe» MPeA0CTaBISAET YCIyTH FPUANYECKIM JIHLaM:

o MCMO/IHEHWME 3aMPOCOB, NOCTYNAlOLWMX OT heaepanbHbiX OPraHoB roCyAapCcTBEHHOM
BJ1aCTW, OPraHoB BNacTM cybbekTos PP, opraHOB MECTHOrO CamoynpaB/ieHns, cyaa, NPoKypaTypsl, ;
o MCMNOIHEHWME 3aMPOCOB yupeKaeHWin-GoHaA006pa3oBaTeieit N0 AOKYMEHTAM UX

dPXUBHbIX (I)OHLI,OB ana C/'Iy)Ke6HOI'O NoN1b30BaHUA;

. OKa3aHune KOHCVI'IbTaTMBHO-MeTOAMHECKOl\;I nomouwm

yLIpe)K,CI,eHMﬂM-d)OH,CI,OO6pa3OBaTel'IﬂM no Bonpocam pa6OTbI BeAOMCTBEHHbIX apXMBOB N OpraHn3aunmn

AOKYMEHTOB B A4E€/10NPON3BOACTBE,




. KOHCy/1bTUPOBaHMe ropngnvyeCKkux iy, no sonpocam AOKYMEHTAUNOHHOIO obecneyeHus
ynpasaeHnA 1 apXnUBHOTO Aena,

o npuem Ha XpaHeHWe 4OKYMEHTOB NO JIMYHOMY COCTaBY IMKBUAMPOBAHHbIX U
peopraHM30BaHHbIX NPEeANPUATUI U yUpeXaeHUI Pa3ndHbIX GOpM cOBCTBEHHOCTY;

o ynopsazaoyeHume OKYMeHTOB, GopmnpoBaHue 1 obopmaeHne apXMBHbIX AEN NO 3aABKaAM
opraHusaunii;

o KOHCY/IbTUPOBaHME OPUANYECKMX U PUINYECKMX UL, MO BONPOCAM

AOKYMEHTALMOHHOIo obecneveHuns ynpasaeHna n apxmBHOro gena.

I'KYKO «l'ocynapcTBEeHHBI apXuB AOKYMEHTOB IO JIMYHOMY cocTaBy KemepoBckoii
obsacTu B T. MexXIypeueHCKe» MPEA0CTABIIACT YCIYrH (PU3UICCKUM JTUIAM:

. MCNOJIHEHWE 3aNpPOCOB, CBA3AHHbIX C COLMA/IbHOM 3aLLMUTON FPpakaaH,
npeaycmaTpuBatoLen Nx neHcMoHHoe obecrnedyeHune, a TakKe 414 NoAyYeHUs bFOT U KOMMEHcaLnin B
COOTBETCTBMM C 3aKOHOA4ATeNbCTBOM Poccuitckon ®egepaymn.

o BblAaua ayb/vKata, nepeodopmieHne apxMBHOM CNpaBKM B3aMeH yTPaYeHHOW,
M3roTOB/IEHME HECKO/IbKMX IK3EMMISPOB apPXMBHOM CMPaBKU;

o NOAroTOBKa CMNpaBKM 06 OTCYTCTBUM B apXmMBeE 3anpallMBaemblX AOKYMEHTOB;

o KONMpOBaHWeE AOKYMEHTOB Ha ByMarKHO OCHOBE TEXHUYECKMMM CpeacTBaMmM apxmea no

3anpocam rpaxaaH.

B I'KVY KO «I'ocynapcTBeHHBIN apXUB JOKYMEHTOB II0 JUYHOMY cocTaBy KeMepoBckoi
oOnactu B . MexXIypeueHCKe» BeAEeTCs JUUHbIN IpUeM I'paXk/laH U MUCbMEHHBIX 00palieHHi 110
BOIIPOCAM:

1. MoarsepKaeHWe TPyA0BOro CTaXa.

2 NoaTBepKaeHWe cTaxa paboTbl B 0COObIX YCNOBUAX TPyAa  (NbrOTHOrO CTaxa).

3. MpepocTassieHne cBegeHMUA O pa3mepe 3apaboTHOM NaaThbl:

. ana LleHtpa 3aHATOCTH
Ana NeHcnoHHoro gpoHAaa
Ana obopmaeHna 601bHUYHOTO NNCTA
Ana oHAa CoLMaNbHOrO CTPaxoBaHUA
MoaTsepxaeHVe daKTa HarpaXAeHUA NN NPUCBOEHUA MOYETHOTO 3BaHUA.
MoaTsepxkaeHVe daKTa HECHACTHOTO CNY4an Ha MPOU3BOACTBE.
MpenocTaBneHne CBEAEHWI O NepPeMMeHOBAHUN NPeANPUATUA.
. MpepocTaBneHne apXmMBHbIX KOMUI JOKYMEHTOB.

Odopmiienne 3ampoca. 3ampockl  OT TpaXJaH INPUHUMAIOTCS Ha  OjaHkax
AQHKETBI-3asIBJIICHUS.

JInuHO 0OpaTUTHCS MOKHO MO aapecy: 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 MPHJIOKHUTH KOIHUIO
TPYJAOBON KHUKKU (C TUTYJIBHBIM JINLCTOM).

Bwn e

B cilyyae yTpaTsbl TPYZAOBOM KHHUKKH npu 3aIll0JTHEHUN
AQHKETHI-3asIBJICHUS  HEOOXOJMMO MaKCUMaJlbHO TOYHO yKa3aTb TOJ TpHeMa U  TOoJ
YBOJIBHEHUS.

3anpocsl OT IOPUAMYECKUX JIUIL AOJKHBI ObITh 0opMIIeHbI Ha OjaHKkax opranuzauuu. 1o
tenedoHny, dakcy 3amnpochl He mpuHUMaroTcsA. MH}opmanuio 0 TOTOBHOCTH CIPaBKA MOXKHO
MOJIYYHUTh TI0 Tele(OHy apXuBa.

[Tpu HanMuuyu B aHKETe-3asBIIEHUU KOHTAKTHOTO TeJeoHa 3asBUTENIO OyIeT COOOIIEHO O
TOTOBHOCTHU CIIPpaBKH.

Brigaua cmnpaBok. Bpimada TOTOBBIX CIPAaBOK OCYIIECTBISACTCS TPHU MPEIbSBICHUH
MacropTa Ui HHOTO JOKYMEHTA, YIOCTOBEPSIOIETO JIUYHOCTb.

B cimydae mosydeHus: CipaBKU MTOCTOPOHHHUM JIMIIOM HEOOXOJMMO HAIMYHE MAcIopTa u
IOPUAMYECKU 3aBEPEHHOM JOBEpEeHHOCTH. ECiu 3ampoc OTHOCHIICS K KaTerOpHH IUIATHBIX YCIYT,
3asABUTCITIO HeO6XO)II/IMO NpEeABABUTE OIUIAYCHHYIO KBUTAHIHIO. I/IHOFOpOHHI/IM 3asABUTCIISAM
CIIPABKU OTIIPABJISIFOTCS 110 TIOYTE MPOCTHIM MUCEMOM.



Tema 3. @opmuposanue TUUHBIX 0e/l COMPYOHUKOB
B mepByro ouepens OTMETHUM, YTO BEACHHE JTUYHBIX el paOOTHUKOB HE 00sI3aTEILHO B

OTHOILIEHUU BCEX KaTeropuit paboTHUKOB. O0s3aTeNIbHOE BEICHUE JIMYHBIX JIeT IPETYCMOTPEHO,
HaIpuMep, Ha TOCYIapCTBEHHOMN TPaKIaHCKON CITY»KOE B COOTBETCTBUU CO CT. 42 denepaabHOTO
3akoHa OT 27.07.2004 Ne 79-®3 «O rocynmapCTBEHHOW TpaxkJIaHCKOH ciyx0e Poccuiickoi
Oeneparuny (gamee - 3aKOH O TOCYIApCTBEHHOU ciyx0e). s OCTalbHBIX paOOTHUKOB
00s13aTE€IbHOCT, U TIOPSAOK BEIACHUS JIMYHBIX JEJI MOMKET OINPENENSIThCS JIOKATIbHBIMU
HOPMAaTUBHBIMH aKTaMU pabOTOaTENs.

Taxk, TU4HBIE Jefia MOTYT BECTUCH KaK Ha BceX paOOTHUKOB, TaK M Ha ONPEACICHHYIO UX
Kateropuio. Ha mpeanpusaTusx Jdu4yHbIe Jea 1enecoo0pa3sHo BECTH Ha CIEAYIOIINE OCHOBHBIC

KaTeropuu pabOTHUKOB:

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

2. PYKOBOAMTENN CTPYKTYPHbIX NOAPA3LENEHNIN N UX 3aMECTUTENN;

3. rnasHble (Beaylune) cneumanmncTsbl;

4, pabOoTHMKM, HA KOTOPbIX BO3/10XKEHA NOHAA MaTepuaibHaa OTBETCTBEHHOCTb;

5. pPabOTHUKMK, BKIIOYEHHbIE B KaApOBbIA PE3epPB A/ BblABUXKEHUA HA Hanbonee BarkHble
OOJIKHOCTY;

6. paboTHMKMK, obecneunBatowme GpyHKLMOHMPOBAHME opraHa (annapara) ynpasaeHus

AesATe/IbHOCTbIO NPeAnpPUATUS.
OmHako BO MHOTHX OpraHu3alUsaX JUYHBIC Jejia BEAyTCs Ha BCeX paOOTHUKOB

HE3aBUCHMO OT CTaTyca W BBINOJIHSIEMOIN pabOTHI (BKJIIOYAs TEXHUYECKUH MEPCOHAN), TaK Kak
JMYHOE J1eJ10 - Ype3BbIYaiiHO y/100HBIH UCTOUHUK MH(DOPMALIUK O KaXJ10M pabOTHUKE: B OJHOM
nanke coOpaHbl Bce KOMUHU JIMYHBIX JOKYMEHTOB PaOOTHHUKA, IPUKA30B MO0 3TOMY pPaOOTHUKY U
JIpYyrue JOKYMEHTHI.

Tak kak B Tex ciydasix, Korja peub He UAeT 00 0pOpMIEHUH KaJpOBbIX JTOKYMEHTOB Ha
rOCyJapCTBEHHON TIpakJaHCKOH ciyx0e, BOMPOCHl C BEACHMEM JIMYHBIX A€l PaOOTHUKOB
pemaroTcsi Ha YCMOTpeHue paboToiarens, TO pa3paboTka U YTBEP)KACHUE JIOKAJIBHOTO
HOPMAaTUBHOTO aKTa JIMIIHUMHU COBEPLUIEHHO TOYHO HE OYyAYT.

IIpn Haymumy B Bameid opranu3anuu MHCTpyKIMH IO KaJApOBOMY JEIONPOU3BOJICTBY,
JOTUYHO, €CIM OTHENbHBIH ee pasfen OyleT MOCBSIIEH HWMEHHO BEIEHUIO JMYHBIX JIell
COTPYIHUKOB.

Takoil pa3men MokeT OBITh BKIOYEH M B COCTaB JPYruX JIOKAJIbHBIX aKTOB,
perJaMeHTUPYIOIIUX HOPSA0K 0GOPMIICHHS U XpaHEHUs KaJpOBbIX JOKYMEHTOB.

HekoTtoprle paboTonaTenu MNpeANoOYUTAIOT pa3padboTaTh OTIAENbHBIA  JOKYMEHT,
YUHTHIBAIOIIMH BCE HIOAHCHI BEICHUS JIMUHBIX €.

HezaBucumo or BeIOpaHHOW BaMU (OpPMBI NPHU perjaMeHTaluu padoThl € JUYHBIMH
JenaMy HeoOX0IMMO YTOYHUTh:

1. KaTeropmm paboTHWKOB, Ha KOTOPbIX BEAYTCA JIMYHbIE Aena (byayT 3To Bce COTPYAHUKM
OPraHun3aLMn Uan, Hanpumep, TOJIbKO MEHEAKEPbI BCEX 3BEHbEB YNPAB/EeHNs);
2. cnocob GpopMUPOBAHUA IMYHbLIX AEN;



3.

COCTaB AOKYMEHTOB /ZINYHbIX Aen (B TOM 4UCne C yKkadaHMem Ha T0, Kakne AOKYMEHTbI

noAalwnBatoTCA B OPUTUHANIAX, @ KaKne B KOI'IMHX),'

4.
5.
6.

7.
nHbopmaumio.

nepeYeHb NL, OTBETCTBEHHbIX 33 BeAEeHWNE U XPaHEHME INYHbIX Aen;
nopAaoK BeAEHUA NNYHbIX Aen;

NnopAAOoK 0O3HAKOMNEHMA PabOTHUKOB C AOKYMEHTAMM, XPAHALLMMMUCA B JIMYHbBIX AeNax;
NopAAOK XPaHEeHUA IMYHOIO Aena nocne yBoabHeHUs paboTHUKa; Apyryto

Kuura (>xypHai) ydeTa JIMUHBIX JI€] MOXKET COIEPKATh CICAYIOIINE CBEICHHUS:

1
2
3.
4
5

nopAAKOBbIN HOMepP Aena;

dammans, umsa, 0T4ECTBO COTPYAHUKA;

[aTa nepBoHayaibHOro GopMmnpPOBaHUA Aena;
[aTa nepegayv Aena B apxus;

Apyrue ceeaeHus no yCMoTpeHuto pabotoaaTens.

(DOpMI/IpOBaHI/Ie U BCACHUC JIMYHBIX ACJI, KaK MbI YK€ OTMCTHUJIM, OCYLICCTBIIACTCSA B

COOTBCTCTBUH C IpaBWjIaMU BCIACHUA OCJIOIPOMU3BOJACTBA, II€I>'ICTBYIOHII/IMH Y KOHKPCTHOI'O

paboronarerns.

HepBOHa‘IaJ'ILHO B JIMYHOC ACJIO I'PyHIHUPYHOTCA NOKYMCHTHI, O(i)OpMJ'IHI-OH_II/Ie mpouecc

npueMa Ha paboTy, a BIOCIEACTBUM - BCE OCHOBHBIE JOKYMEHTBHI, Kacarolluecs TPYIOBOMH

JIeSATeTLHOCTH paOOTHHUKA.

KHHTA
yUeTa JIHBIX [IeN COTPYAHNKOB OAO «Carypu»

Howme, CrpykrypHoe flara Aata
P @.11.0. paboTunKa JOonKHOCTS paboTHHKA PYKTYP dopuuponanna | mnepegaun
Aena nolpi 3qenenne
ena JAeiIa B ApXHE
1 2 3 4 5 6
05-15/110 | Cemeroaa YnesHa 3amecmumens Opuduyeckut | 12.03.2012
BuxkmoposHa HayaneHuxka omdena | omden

OcobbiM nokymentom B coctaBe JIJIC siBiasiercss Jluunoe neno. OHO 0OBIYHO

3aBOJUTCSA Ha pa60THI/IKa, NOCTYIIMBHICTO B OpraHU3alulo. I[OKYMCHTBI B JIMYHBIX JO€J1aXx

pacmnojararorca 1mo MeEpEe HUX IOCTYIUICHUA HW  CUCTEMATU3UPYIOTCA B CII eny}omeﬁ

OCJICAOBATCIBbHOCTHU !

1.

vk wnN

BHYTPEHHASA ONUCb AOKYMEHTOB, UMEIOLLMXCA B IMYHOM AeNE;
3anBneHue o npueme Ha paboTy, HanpaB/ieHUe UK NpeacTaBAeHME;
AHKeTa (IMYHbIV INCTOK MO y4YeTy Kaapos.);

AsTobuorpadus;

JoKymeHTbl 06 06pa3oBaHMMK U T.4.;



JIOKYMEHTBI B JIMYHBIX J€JIaX PACIOIaraloTcs 1o Mepe UX MOCTYIUICHHS.

®opMHpOBaHUE PACHOPAJAMTEIBLHON JOKYMEHTALMM 110 JIMYHOMY COCTaBy —
npuka3spl. [Iprukassl mo nuaHoMy coctaBy (OpMHUPYIOTCS B Jefia B 3aBUCUMOCTH OT CPOKOB HX
xpaHeHus. Ilpu 3ToM creayeT NOMHHUTb, YTO 3aIpPELIAETCsl TIPYNIUPOBAaTH B OAHO JIEJIO
JIOKYMEHTBI C Pa3HBIMU CPOKAMH XPAHEHUS.

B cootBercTBHM ¢ THIIOBBIM NEpeYHEM NPUKA3BI 10 JIMYHOMY COCTaBY MMEIOT [1BA CPOKaA
XpaHeHus: 75 neT u 5 jer.

K npuxa3zam, uMeromumM 75-1eTHUI CPOK XPAaHEHUH, OTHOCATCH: IIPUKA3bI O IIPUEME,
YBOJIbHEHUH, NEPEMELICHUH, IIPEMUPOBAHMH, MOOLIPEHUH, IIUTEIBHBIX OTIYCKax IO yXOZNy,
JUIMTEIbHBIX KOMaHAupoBKax. K npuka3am, MMeOIuM S-JIeTHHH CPOK XPAHEHH S, OTHOCATCSH
IPUKa3bl O MPEAOCTaBICHUU OUYEPEIHBIX M YUEOHBIX OTIYCKOB, JE€XKYpPCTBaX, B3BICKAHMUSX,
KpPaTKOCPOYHBIX KOMaHAUPOBKaX.

[TpakThKa HCIIOJIB30BAHUS JOKYMEHTOB IO JIMYHOMY COCTaBY II0OKa3bIBaeT, 4TO IPHU
3HAYUTENbHBIX 00bEMax MPHUKA30B M0 JUYHOMY COCTaBYy, UMEIOIIMX 75-J€THUI CPOK XpaHEHHUs,
nenecooOpasHee ux (opMHUpOBaTh B J€jia MO BOIpocaM JesTelbHocTH. Hanpumep, otaensHO
rpyNOUpoBaTh B Jejia IpUKa3bl O IpUEME, YBOJIbHEHHH, NEPEMELICHUN PAaOOTHUKOB, TO €CThb
IIPUKa3bl, CBA3AHHBIE C HUX TPYAOBBIM CTa)XeM, U OTAEIbHO IPHUKa3bl O IMPEMUPOBAHUM,
HOOILPEHUH U T.J., TO €CTh [IPUKa3bl, B KOTOPBIX COAEPKATCs CBEIeHUs 0 3apaboTHOil ruiare. [1pu
9TOM B K&KJOM J€JI€ IPUKa3bl UMEIOT CBOIO CAMOCTOSITENIEHYIO BAJIOBYIO HyMEpaLUIO.

[Tpuka3sbl, pacopspKEHUS U IpYTHe paclopsiANTEIbHbIE JOKYMEHTHI 10 JIMYHOMY COCTaBy
dbopMupyrOTCS B JIeTa B Mpejeaax OJHOro KaJIEHJApPHOTO rojia B XpOHOJOTHYECKOM MOPSIJIKE U C
OTHOCSILIMMUCS K HUM ITPHIIOKEHUSMH.

B cootBerctBun ¢ «lIpaBunamu opraHuM3aniMM XpaHEHUs, KOMIUIEKTOBAaHHUSA, ydé€Ta U
MCIIOJIb30BaHUsl JOKYMEHTOB apXMBHOIO (DOHAA POCCUICKON (enepanivi U JPYTUX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYINpaBICHUS U
opraamzaiusax» ot 07.09.2015 r. pacnopsauTeNbHbIE JOKYMEHTBI TPYNIHPYIOTCS B JAeia IO
BUJAaM, He Jomyckaercss (OpMHpOBaTh B OJHO €0 NPHUKA3bl M PACHOPSDKEHHUS C eIUHOU
Hymepanueil. To ecTb npukaspl, paclopsuKeHUs, yKazaHusl TPYNIHPYIOTCS B CAMOCTOSITENIbHbBIE
Jierna co CBOeH Hymepanuei.

JIniieBple cyeTa mo 38.08.60THOI>1 JjaTrc COTpyAHHUKOB (I)OpMI/IpyIOTCSI B CaMOCTOATCIIbHBIC

Jiefia ¥ pacIoyiaraloTcesl B HUX 10 andaBuTy GpaMuini.

JIngHbIe KAPTOYKU PAOOTHUKOB TakKe (POPMUPYIOTCS B Jefia 1o andaBuTy (GamMuimii.

[To ucreyennn oAHOTO T0/1a MOCIE 3aBepIIeHUs (POPMUPOBAHUS JIE€] B JIEIONPOU3BOJICTBE
npoBoAuTCS paboTa MO WX TMOATOTOBKE K Mepejadye Ha XpaHEHHE B apXuB YdpexaeHus. B
cooTBeTcTBUU ¢ [IpaBunamu opranusanuu XpaHeHUs, KOMIUIEKTOBAHUS, YU4&Ta U UCTIOTIb30BaHUS

JOKYMEHTOB apXHWBHOTO (poHIa pOCCUICKON (eaepanuu U JIPYruxX apXUBHBIX JOKYMEHTOB B



rOCYJapCTBEHHBIX OpPraHax, OpraHax MECTHOTO camoyrpaBieHus u opranmzanusax ot 07.09.2015
I. B ApXUB IOCTYNAIOT JOKYMEHTHI, B TOM YHCJIE [10 TMYHOMY COCTaBy, HE MIO3/IHEE YEM Uepe3 TpU
rojia Mmocje 3aBepiieHus uX GOPMHUPOBAHUS B ICIOTPOU3BO/ICTBE.

Odopmiienne nenn Mo JUYHOMY COCTaBY MPEACTABIIET COOOH KOMIUIEKC padoOT MO MX
TEXHUYECKOH 00paboTKe BKIHOYAIOLIMM: MOAIIMBKY (MEeperieT) Aeil, HyMepaluo JUCTOB Jena,
COCTaBJICHUE 3aBEPUTEIbHON HAANNCH, COCTaBJIEHUE, B HEOOXOAMMBIX CIy4asX, BHYTpEHHEH
OTHCH JIOKYMEHTOB JieJia, 0popMIIeHHE O0I0XKKH Jena.

Jena mopmmBaroTcs B 4 TpoKoja B TBEPIAYIO OOJIOXKKY, W3 Jella YIalsioTCs BCe
IIOCTOPOHHUE NPEAMETHl (CKpeNnKH, 3aKkiaaiku U ap.). HeBocTpeOoBaHHBIE JTUYHBIE TOKYMEHTHI
(arTecTaThl, AWIUIOMBI) BKJIAJbIBAIOTCS B KOHBEPT M IMOJIIMBAIOTCA B JAei0. B KoHue nena
MOJIIMBACTCS YUCTBIM JUCT WM ONaHK (POpMBI 3aBepUTENbHONM HaamucH. B HeE0OXOAMMBIX
ClydasX B Haudaje Jejla IIOAIUMBAeTCs OJIaHK BHYTPEHHEW ONUCH JOKYMEHTOB, TJe
NEPEYUCIIAIOTCS BUJIbI JOKYMEHTOB U CTPAHUIIbl, HA KOTOPHIX HAXOJATCS JIOKYMEHTBHI.

Bce nucthl nena, kpoMe OsiaHKa JMCTOB BHYTPEHHEH OINUCH M JIMCTa 3aBEPUTENILHON
HA/IUCH, HYMEPYIOTCS B Pa3BEpPHYTOM BHJIE B IPAaBOM BEPXHEM YIJy IMPOCTHIM (YEPHBIM)
KapaHjamoM win TadynstopoM. [loamuTeie B 1€70 KOHBEPTHI TaK € HyMEpPYIOTCS (CHavala
KOHBEPT, IOTOM 10 MOPSAJKY BCE BKIIOUECHMUS).

3aBepuTeNbHAs HAANKMCh COCTABISAETCS TOJIBKO HA OTHCIBHOM JIMCTE-3aBEPUTEIE I10
yCTaHOBJIEHHOM (opme. 3ampelaercss BBIHOCUTh €€ Ha OOOPOT MOCJIEIHEro AOKYMEHTa WM
00n0kKy Jnena. OHa BKJIIOYAET CBEACHHUS O KOJIMYECTBEHHBIX [apameTrpax Jejla M HUX
0COOEHHOCTSX (JIUTEPHI, IPOMYLIEHHBIE JIUCTHI, TUCTHI C 000POTOM, KOHBEPTHI).

BHyTpeHHsI OUCh COCTaBIAETCS IS JIMUHBIX JE]1 U CONEPIKUT CBEEHUS O TIOPSAAKOBBIX
HOMEpax JOKYMEHTOB B HEHM, MX HMHJIEKCax, JaTax, 3arojOoBKax M HOMeEpax JIUCTOB Jeja, Ha
KOTOPBIX PACIIOJIOKEHBI 3T JOKYMEHTHI.

K BHyTpeHHel onrcu coCTaBIIE€TCS UTOTOBAs 3alKCh, B KOTOPOU yKa3bIBaeTcs HUPpaMu U
IIPOIUCBHI0 KOJIMYECTBO BKIIIOUEHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JINCTOB BHYTPEHHEU
onvcyu. BHyTpeHHss onuCh NMOANMCHIBAETCS €€ COCTABUTENIEM C YKa3aHUEM JIOJDKHOCTH U JaThl
COCTaBJICHUSI.

[Tpu n3MeHeHnu cocTaBa JOKYMEHTOB Jiefia (U3bsITHH, BKIIOUEHUH IOKYMEHTOB, 3aMEHE
UX KOMHUSIMHU) OHM OTpakaioTcsi B rpade «lIpumedanue» co CHOCKOM Ha HOMepa BHYTpEHHEU
onucu. MoxeT ObITh COCTaBIIEHA U 0cO0asi OMUCh ITUX U3MEHEHUH.

O06110kKa J1ena 1o JINYHOMY COCTaBy COJIEPIKUT CIIENYIOIINE PEKBU3HUTHI:

. HauMeHOBaHWe OpraHM3aLmMm, NOAYUHEHHOCTb, HAMMEHOBAHME CTPYKTYPHOTO
noApaszeneHus;

. WHAEKC aena;

o apXuBHbIM WKdp aena;

. 3aro/I0BOK Aena;

. KpaliHue aaTbl Aena;



. KO/IMYECTBO /INCTOB AeNa;
. CPOK XpaHeHUs aena.
[Ipu >TOM HamMeHOBaHHWE OpraHU3AIMH YKa3bIBACTCS IOJHOCTHIO, B HMEHHUTEIHHOM

najgaexe, ¢ YKasaHhueM IIOJIHOI0O HaMMCEHOBAHUWA OpraHu3aluu, KOTOpOfI OHAa HEMIOCPEACTBCHHO
INOAYHMHCHA, TaK K€ B HMCHUTCIIBHOM IIaJACxKE. Ecimu cama opraHu3anysa MW BBIMICCTOAINAsA
opraHusanusa UMCHOT 0(1)I/II_[I/IaJIBHO MMPUHATOC COKPAIICHUEC HAMMCHOBAHU A, TO OHHU YKA3bIBAKOTCA B

CKOOKaX mOCJIe MOJIHOr0 HAMMEHOBAHMS.

Kop roc. apxwea
Koo opraduaacjin

6 N0

UG N LD

L3N "D

{HanMBeHORaHHE aPXHEBHOND YHDENROBHHA)

Q8ecTes ¢ OrpAHMYEHHON OTBETCTREHHOCTLID
TEXHOTKAHL TEKCTUNL"

By xranTepua
{HameHOBaHHE DPraNH3aUHN ¥ CTPYRTYPHOMD MOOPa3nensyma)

OENTO Ne_ 9 TOM Ne_1_

Haxarto 01.01.2000
Okondeno  _31,12.2000
(Kpaime fared)

. M 1 Ha _ 248 macTax
XpaHuTe 75 net

n. M= 2nfe

0. N: 9




JInyHOE 1emo mpencTaBiIseT co00l COBOKYITHOCTh IOKYMEHTOB, CO/IEPIKAIIIX CBEACHUS O
paboTHuke. Bce MOKyMEHTBI, OTHOCALIMECS K JUYHOMY Jely, MO Mepe NOCTYIUICHUs
HOJIINBAIOTCS B MANKY-CKOPOCIINBATEIb.

JlnuHble Aena MOTYT 3aBOJUTHCS HAa BCEX pPAOOTHHKOB OpPraHU3alluM, OJHAKO, TIIaBHBIM
00pa3oM, — Ha PYKOBOJSIIMK COCTaB M BEAYIIUX CIICHHAIUCTOB. {11 OCTaNBHBIX paOOTHUKOB,
KaK [PaBUJIO, OTPAaHUYUBAIOTCS 0(OpMIICHIEM JIMYHON KapTouku 1o ¢popme Ne T-2.

B coctaB sim4HOTO /1e71a BXOAAT CIEAYIOMNE JOKYMEHTHI:

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

o aBTobuorpadus;

. aHKeTa UM IMYHBIN IMCTOK MO y4YeTy Kagpos;

. Konuu JOKYMeHTOB 06 06pasoBaHuy;

. XapaKTEPUCTUKM Ha PaBOTHUKA;

. TPYA0BOW A0roBOp (MOKET BXOAMUTb B COCTAB JIMMHOTO AeNa UM XPaHUTbCA OTAENbHO);
. KOMWW NPMKA30B O Ha3HAYeHUN, NePEMELLLEHNN, YBOSIbHEHWUMK;

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

. KONnuA CTPaxoBOro CBUAETENbCTBA rOCyAapPCTBEHHOMO NEHCMOHHOIO CTPaxoBaHus;

. OOMNOJIHEHUSA K aHKEeTEe UAU IMYHOMY JIUCTKY MO Y4YeTy KaapoB;

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

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

[Ipy HanMuMM XapakTEPUCTHKU C MPOLLIOro MecTa paboThl M PEKOMEHAATEIbHOTO
NUCbMa, MPEJCTaBICHHBIX NPU MOCTYIUIEHMM Ha paboTy, OHU TaKXe MOJIIMBAIOTCS B JIMYHOE
Jieno paboOTHHUKA.

JInunble fena pabOTHUKOB PETUCTPUPYIOTCS B CHELIMATIBLHOM JKypHalle, XpaHATCs B ceilde
Y BBIIAIOTCSI BO BPEMEHHOE M0JIb30BaHUE TOJIBKO ONPEAEICHHBIM JOKHOCTHBIM JIMLAM. 3aIllucu
Y U3MEHEHUS B JINYHBIE JI€]Ia BHOCATCS JIMLAMH, OTBETCTBEHHBIMU 32 UX BEJCHHUE.

JInuHble fena yBOJEHHBIX WM YMEPLIMX PAaOOTHUKOB JOJIKHBI MEpeaaBaThCsl B apXUB U
XpaHUTbCSA 75 JET.

JInuHOoEe neno BKIIOYAET JOKYMEHTBI, OTPaXKalolue CBEACHHUS O pPaOOTHHKE U €ro
TPYAOBOH JesATEeIbHOCTH, JIM00 0 cTyneHTe U ero ooydenuu B BY3e. Kak npasuio, auuHoe aeno
(dbopMupyeTcsl B TEUEHUE ITUTEIBHOTO MEpHoa BpeMeHH (Bce BpeMsi padoThl WK yuedsl). OHU
BXOJSIT B COCTaB JOKYMEHTOB I10 JINYHOMY COCTaBY.

B Hacrosimee Bpemsi JMuYHBIE Jela Ha pAaOOTHUKOB B 00s3aTENbHOM MOpPSAKE B
cootBeTcTBUU ¢ YkazoMm [Ipesunmenta P® ot 30.05.2005 Ne 609 nomkHBI OBITH 3aBElEHBI B
rOCy/IapCTBEHHBIX (MYHUIMMNAIbHBIX) OpraHax BiacTH. [l Ipyrux cdep AEsITEIbHOCTH B
HOPMAaTUBHBIX JJOKYMEHTaX HET YIIOMUHAHUS 00 00513aHHOCTH BeIeHUS JIMYHBIX J1eNl. DaKkTHUecKu
JUIst OOJIBIIMHCTBA OpraHU3aluii 3TO CTAHOBUTCS J1€JI0M JOOPOBOJIBHBIM.

Tem He MeHee, NpakTUKa IOKa3bIBaeT, 4TO (OPMHPOBAHME M CBOEBPEMEHHOE
KOMIUIEKTOBAHHUE JIMYHOTO Jiejla Ha pabOTHUKA NPUHOCUT MHOTO Mojib3bl. ITockonbky Bce
CBE/IEHUSI O PaOOTHUKE CKOHIEHTPHUPOBAHBI U YNOPSAJOYEHBI B €JMHOM MecTe (CocoOCTBYeT
Jy4lied COXpaHHOCTH JIOKYMEHTOB) M K HUM OO€CIeueH OMNEepaTUBHBIM JOCTYI (COCOOCTBYET
OBICTPOMY MMOMCKY MH(POPMALIUH 110 3a1pOCy).

CocTaB TOKyMEHTOB JIMYHOTO Jiejia pabOTHHUKA:

. 3aABaeHue o0 npueme Ha paborty;

. TPyAoBOe cornallueHne (KOHTPaKT), AONONHUTE IbHbIE COrNaLleHUs;

. JINYHBIA INCTOK MO YYETY KaApOoB U AOMNOIHEHUE K HEMY;

. aHkeTa (aBTobMOrpadus);

. OOKYMeHTbl 06 ob6pasoBaHMK (Konuu);

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

MOTYT 6bITb BbINMUCKKN M3 NPOTOKO/IOB yupeanTenen, akLiMoHepoB, y4eHbIX COBETOB, AOKYMEHTbI
KOHKYPCHbIX KOMWUCCUI, pe3ynbTaTbl TECTUPOBAHUSA;

. pekomeHaaTeNbHble MMCbMa MU XapaKTEPUCTUKN;

. OO/IKHOCTHbIE MHCTPYKLMU (pernameHThbl);



. aTTeECTAUNOHHbIE NNCTbI, OT3biBbl, NPeACTaBNEHUA;

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

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

o OOKYMEHTbI O HarparkAeHMM, Ha/IoKEHUU B3bICKaHWIA (Konun);

. cBeAEeHUn 0 A0X04axX, UMYLLECTBE M CNPaBKM NPOBEPKM NOSHOTLI U AOCTOBEPHOCTHU
OaHHbIX CBeAeHUN (o5 rocy4apCTBEHHON UM MYHULIMMANbHOM Cy»KObl);

o HeBOCTpeboBaHHbIe AOKYMEHTbI (CBMAETENbCTBA, AUMNOMbI, TPYAOBbIE KHUMXKKM U T.M.);

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

. WHble AOKYMEHTbI B C/ly4ae HeE0BX0AMMOCTH, B YaCTHOCTU AJ11 rOCyAapCTBEHHOM

cnyx6bl — nogpobHee nocmoTpuTe YKas lMNpesngeHTta PO.

dopMupoBaHuEe JMYHBIX JelI PaOOTHUKOB. PyKOBOICTBYIOTCS ~XPOHOJOTHYECKHM
MPUHITAIIOM, T.€. JOKYMEHTBI B JIMYHOE JIeJI0 PAOOTHHKA MTOMEIIAOTCS MO MEPe UX TMOSBIICHUS.
[Tocne yBonbHEHHSI paOOTHUKA JIMYHOE JENO CYMTACTCS 3aKOHYCHHBIM JIEIOMPOU3BOJCTBOM U
TOTOBUTCS K miepeAayde B apxuB. [Ipu 3ToM fena roccnyxamux nepeaarorcsi B apxus nociie 10 et
XpaHEeHUsT B KaJpoBOH ciyxk0Oe (HOpMaTuBHOE TpeOOBaHUE, TIOCKOJIBKY TMpU TEpPEeBOJe
rpaXkAAHCKOTr'O CIYKAIEro B APYroil TOCYIapCTBEHHBINA OpPraH €ro JIMYHOE MECTO NEPEAAETCA 10
HOBOMY MeCTy pPa0OTbhl), OCTaJbHBIX PAOOTHUKOB — JKEJIAaTeNbHO HE Mo3qHee 3-X JIeT IMOociie
3aBEPLICHUS UX IEIIONMPOU3BOACTBOM.

BBuay BaXHOCTH JOKYMEHTOB, COCTABJISIIOIIMX JIMYHOE JEJ0, TPEOYeTCs COCTaBISATh

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

BHYTPEHHANA OITHCDH
AOKYMEHTOR /1. Xp. N __ 05-15/110

Ne - Rara 3aroT0BOK JOKYMENTS Sy, Tpreevaume
AoxymenTa AOKyMeNnTa TCTON 10%a
1 2 3 4 5 (3
I Hononriesiue K AUTHOMY AUCMKY NO y9omy !
xadpoe
2 19.03.2012 | Jluuneal AUCMOK NO ywemy Kadpoe 2-3
3 19.03.2012 | Aemobuospadus 4
4 | ON827527 | 26.06.2001 | Konus dunnoma 5
5 10/12-md 19.03.2012 | Tpydosou doeoeop 6~11
6 45-x 19.03.2012 | Konus npuxasa o npuese wa pabomy 12
Hroro ROKYMEHTOR,
(omjpamn 3 spoamie |
KOnmuuecreo MHCTOB BHYTpeHHEH onucH
(amfpases » njazecwun )
MHcnekTop Wupoxoea T.1O. llinpokopa
(mcaoma) (pacen pposia nopracn)

19.03.2012

[IpuBeneM npuMep BHYTPEHHEN ONUCH Jielia, COIePKAIlero MPUKa3bl 110 JUYHOMY COCTaBY.



BHYTPEHHAA OIMUCH
JIOKYMEHTOB /1. Xp. \o 04-03
Mupexc Jara Homep
Ne 3aronoBox JoKyMenTa Ipumevanne
AOKYMEHTA | TOKYMEHTA ANCTOR €. XP. P
1 2 3 4 5 6
1 ix 10.01.2007 | O npueme xa pabomy Xnopocmenxo K. H. 1
2 2 12.01.2007 | O npuenme wa padomy Havunoa I'E 2
97 978 02.08 2007 | O6 ysoswwenuu Kopotxo M. A. 97 Konus. IModrurinux
ympavex (axm
o6 ympame
om 0209.2007)
184 184x 26.122007 | O6 ynorvseruu Edpesonoit A. A. 184
185 185k 27.12.2007 | O npueme wa patomy Kopocmwaeson E Q. 185
Hroro 185 (cmo Bocemuoecam nams) JOKYMEHTOB.
TP & R pOaic.0)
KOnMuecTBO IMCTOB BHYTPEHHER ONMCH 3 (mpu)
(WL W BPOHCL0)
MHCIeKTOP 110 KaapaM dedoposa I.I. ®epoposa
12.02.2011

BosBpamasice k mpaBuiaMm oQOpMIICHHSI JIMYHOTO Jiefla, OTMETHM, YTO 3aTeM B TpoIIecce
MOJATOTOBKA K apXMBHOMY XpaHEHHIO 3aBEPIICHHOTO JIMYHOTO Jiela KOJHUYECTBO JIUCTOB
BHYTpPEHHEH OIMMCH OTMEYAeTCs B JIMCTE-3aBepuTeie (IoCMOTpUTe oOpaser).



JTHCT-ZABEPHUTENE NENA M 05-04
B mene mogiuuTo H OpoHYMepoEaHo 127 (CT0 gEANUATE CEME) JECTOE,

E TOM HHCIE!
NHTEpPHEIE HOMEpA THCTOE 26 a;
OpOIVIIEHHEIE HoMepa MHCTOE 42, 101
+ MHCTOE BHYTPEHHEH OIHCH 3

OcobeHHOCTH $ISHEECKOT 0 COCTOANRA Homepa
H popMEp OEaHHA Jena TTHCTOE
1 2

Hepas:bopdHERIH TERCT 54
Craefka H2 6 IHCTOE i
Paspre 1 crmefdxa THCTA a7
CeKpeTapE E A Fypournaa
28.11.2010

Ha kaxnoro corpyauuka (GOpMHPYETCs caMOCTOSTEIbHOE JUYHOE Jerno. [lomyckaercs
3aTeM B IIpolecce MOATOTOBKM K apXWBHOMY XPAaHEHHUIO I'PYNIHMPOBATH JIMYHBIC Jeia B TaK
Ha3bIBa€MbIC HAPS/IbI, T.C. IPOIIUTHh UX B 00IIEM Jene (0COOCHHO MpH HEOONBIIOM KOJHYECTBE
00pa3yoLMXCsl JIMYHBIX JIeNl B rof). B 3TOM ciiydae BO BHYTpEHHEH OIMCH TOKYMEHTOB Jejia
JOJDKHA COJIEP)KaThCsl MH(DOpPMAIMIO C IMEepeYyHeM BKIIOYCHHBIX B HUX JIMYHBIX nen (PUO
pabOTHUKOB W HOMEpa JIMCTOB KaXAOTO Jeia, 4TOObl OOJEeryuTh €ro HCIOJIb30BaHHE B
JAJIbHENIIEM).

Ho Bce-Taku 3aTeM He o4ueHb OyaeT y100HO HCII0JIb30BaTh Takoe «ob1ee» aerno. [Toatomy
1iesiecooOpa3Hee MPOIIMBATH JIeNa Kak CaMOCTOSITENbHbIE eIMHUIBI XpaHeHus. Ho Ha kakaoro
IPaXXJIAHCKOTO CITY’KaIllero JOJIKHO OBITh 3aBEIEHO TOJBKO OTIEIBHOE /€0 (3TO HOPMATUBHOE
TpeOoBaHueE).

Odopmiienne nuyHoro nena. B mponecce ohopminenus cineayromast MHGopMarus JomKHa
B 00s3aTE€ILHOM MOPSAJKE ObITh OTpa’keHa Ha O0JIOXKKE JIMYHOTrOo Jena (00pasel] MPUBOIUTCS 110

CCBLJIKE):

. 3aro/I0BKOM IMYHOTO Aena byaeT ykasaHue Gamuinm, UMEeHU U OTYECTBA KOHKPETHOro
pabOoTHMKA B UMEHUTENIbHOM MaZEexe;

. B [LOKYMEHTax Aena MoryT 6biTb BapMaHTbl HAaNUCaHWA GaMuinuM, MMEHU UMW OTYECTBA

paboTHMKA. B 3TOM cayyae OHU A0/MKHbI BbiTb 3adUKCMPOBaHbI B 3aro/I0BKE NIMYHOMO 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 HAUMHAKOTCA GamuUaMK PaBOTHUKOB, YbM JIMYHbIE AeNa BKAOUEHbI B AaHHbIN TOM:

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

To orce, «Iln-«A»

. COrJIaCHO HOPMATMBHbLIM aKTam KpalHue AaTbl CieayeT NPOCTaBAATb TaKMe XKe KaK B
NpMKasax O MOCTYMAEHWU W YBOJbHEHUWM C PaboTbl, B HEKOTOPbIX OPraHW3auusax KpaiHue aaTbl
onpeaensioT CornacHo Aatam NOCTYM/IeHUs U YBOIbHEHUsA C PaboTbl (MOCAeAHMI BapuaHT BCe-Taku He
COBCEM MPaBuJIbHbIN);

. B IMYHOM Aenie MOryT BbiTb AOKYMEHTbI, faTUpyeMble 6onee paHHei AaTOM, Yem faTa
npuKasa o npueme Ha paboTy (Tem He MeHee, 3TO He MPUHMMAETCA BO BHUMaHWE NPU OnNpeseneHnm
KpaWHWX AaT IMYHOTO Aena paboTHMKa);



. CPOK XpaHeHMA Nu4YHbIX gaen paboTHuMKoB — 75 net IMK, pykosoguTeneit — Boobuie
NOCTOSAHHO COrflacHo cT. 656 Tunosoro nepeyHa — 2010 roaa (Npu obopmneHnn aena Ana apxMBHOIo
XpaHeHnA HOMep CTaTbM HE MNepeHOCUTCA Ha O6I'IO)KKy, YKa3blBalOT TOJIbKO CPOK XpaHeHWUA NN4YHOro
[lena), OH He 3aBMCUT OT BO3pacTa PaboTHMKA U HAYMHAET OTCUUTBLIBATLCA C MOMEHTA Er0 YBONIbHEHUS;

. BaXKHO 3adUKCUPOBATL KOIMYECTBO JIUCTOB AENa.

Wrtak, mepeuncieHbl OCHOBHBIE BKJIIOUYAa€MbIE€ JIOKYMEHTHI B COCTaB JIMYHOIO JIefa,
paccMOTpeHbl HamOojee BaxkHble TpeOoBaHUS K (DOPMHUPOBAHHIO, XPAHEHHUIO JIMYHOIO Jeja
paboTHUKA ¥ 0OHOPMIICHUIO OOIOKKH.

IIpuka3pl M0 JMYHOMY COCTABY I'PYNIUPYIOTCH B OTAeIbHOE /1€J10, [P 3TOM UMEIOT
CBOIO COOCTBEHHYIO HyMepaIuio (OTIMYHYIO OT MPUKA30B 10 OCHOBHOM JIeATeIbHOCTH ). BHYTpH
Jiena TOKYMEHTBI CUCTEMATU3HPYIOTCA 110 XPOHOJIOTUH UX CO3JaHUs.

Hekotopeie Buabl NpHKAa30B IO JIMYHOMY COCTaBy NPHUHATO H3JaBaTh IO
yHUPUIIIPOBaHHOU hopme. B 3TOM citydae HEOOXOIUMO MPOCTO 3aMOIHUTH COOTBETCTBYIOIINE
rpadpl. OcCTalbHBIE COCTaBISIOTCS B CBOOOAHOW (opme, B TO Ke BpeMs HEOOXOIUMO
NpUIEPKUBATBbCA  OMNpeNeleHHbIX TpeboBanuil. B ciiydae cocTtaBieHus mpukaza MO
HEeYHU(DUITMPOBAHHOHN (POpME MIPUMEHSIFOT T€ K€ PEKOMEHIAIMH, YTO U JIJISl COCTABIICHUS TIPUKa3a
110 OCHOBHOM J€SATEIbHOCTH.

dopMUpoOBaHKE NMPUKA30B 110 JTUIYHOMY cOCTaBy. [IpuKas3sl Mo JIMYHOMY COCTaBY CIEyeT
CPYIIIHAPOBATH B JieJla HA OCHOBAaHUU CPOKOB UX XPAHEHUs, IIPU 3TOM HE JOIYCKAETCs MOMEIATh
BMecTe (B OIHO J1€J0) JOKYMEHThI JOJITOBPEMEHHOIO XpaHeHus (T.e. > 10 jer) u BpeMeHHBIX
cpokoB < 10 ner. Hanpumep, nprkassl 0 npueMe, yBOJIbHEHUH U JIp. CO CPOKOM XpaHEHHUs 75 JieT
JOJKHBI OBITH MTOMEIIEHBI OTIEIHHO OT MPHUKA30B 00 €XKETOJHBIX OTITYCKaX, KOMaHJIUPOBKaX,
KOTOpBIE XPAHATCS 5 JIeT.

[Ipu »>TOM MpuUKa3bl C OJUHAKOBBIM CPOKOM XPaHEHHUs JOMYCKAETCs JJIA OOJIETYCHUST UX
novcka B JanbHeWmeM (0coOeHHO TpH OONBIIOM JOKYMEHTOOOOPOTE) AOMOIHUTEIBHO
MOApa3AeNATh Ha OTAeNbHbIe Aena. Hampumep, mpukassl 00 €XKETrOAHBIX OTIYCKaX MOTYT
COCTaBJISITh CAMOCTOSITEJIBHOE [I€JI0, O KOMAaHJAMPOBKAX — JIPyroe, XOTs BCE OHU HMEIOT
MATUJICTHUN CPOK XPaHEHUS.

Xouy elie pa3 HAMOMHUTB, YTO KaXKI0€ CAMOCTOSATEIBHOE JIEN0 JOHKHO OBITh BHECEHO B
HOMEHKJIATypYy JIeJl OpraHu3aIuu.

[Ipn Hanmuuuu TPUIOKEHUS K MpHUKa3zy OHM (OPMHUPYIOTCS BMECTE — CHayala MpHUKas,
3aTeM MPUIIOKCHHE.

B T0 e Bpemsi 0OCHOBaHUs K IIPUKa3aM M0 JIMYHOMY COCTaBY MOMEIIAIOTCS OTAEIBHO OT
HUX. B KauecTBe OCHOBaHUS K MPUKa3aM MOTYT BBICTYIIATh:

1. NWYHble 3aABNeHUA PabOTHUKOB,

[OKNaAHbIE U CyKeBHbIe 3aNUCKK,
npeAcTaBAEHNS,

aKThl,

cnyxebHble NUCbMa APYrMX OpraHu3aumi,
KOMUU TNYHbIX OOKYMEHTOB U 4p.

KaK MPaBUJIO, €CJIM B TEKYIIEM JIEJIOMPOU3BOJICTBE COBMECTHO (hOPMHUPOBAIIM MPUKA3HI U
OCHOBaHUSI K HHUM, TO B IMpOIECCE MNOATOTOBKU [IJisi apXUBHOTO XpAaHEHUs TakKue Jena
nepeopMHUPOBBIBAIOT AJIs UX pazaeneHus. OCHOBaHUS K IMpUKa3aM CO CPOKOM XpaHeHHsl 75 JeT
(Hampumep, 3asBlieHHE pPaOOTHHKA O TpUeMe, NEepeMEelIeHHWH W T.J.) OOBIYHO BXOMAST B
COOTBETCTBYIOIIEE JIMYHOE JIETI0 pAaOOTHHKA.

OcHoBaHHS XK€ K TPUKA30M C HEOONBIIMMH CpPOKaMU XpaHeHUs (Hampumep, 5 jer)
JomyckaeTcsi GOpMHUPOBATH OTJEIHHO OT HUX, JIJIS1 YeTO B HOMEHKIIATYPE MOXHO TPETyCMOTPETh
JIeJI0 ¢ TPUMEPHBIM 3arojoBKOM: «/{OKyMEHTBI, HE BOILIEIIIME B COCTAaB JIMYHBIX Jen (U
00s13aTeILHO MEPEYUCIISIIOT B CKOOKaX OCHOBHBIE UX PA3HOBUTHOCTH )».

[Tpu bopmupoBanum 1e1 HEOOXOAUMO MPOBEPATH MPABUIBLHOCTH ODOPMIICHUS: HATUYHE
MOAMKCH, BHU3, JaThl W HOMepa mpukasza. HemoodopmieHHbIE TpHKa3bl HE TOMYCKAETCS
MOAIINBATH B JeNa.

B Ttexymem nenompou3BoiCTBE OOJIOKKA Jiela C MPUKA3aMH IO JUYHOMY COCTaBY
oopMIIsIeTCs aHAJIOTUYHO TPHUBEIEHHOMY 00pa3ily (CM. MO CCBUIKE, YTOOBI B 3TOM CTaThe HE
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MOBTOPATHCS). 3/1€Ch yMECTHO OylIeT MNpPOCTO yKa3aTh HEKOTOpble NPUMEpPHI 3arojOBKOB:
«[Ipuxazer aupekropa OOO «KonbacHuk» MO JNUYHOMY COCTaBy (IpuUeM, NepeMelIeHHeE,
yBosibHeHUE)» Wi «[Iprka3br Ne 1-42 pykoBoauTeNs O MPEMUPOBAHUU COTPYAHUKOB.

XpaHeHue IPUKa30B 10 JIUYHOMY cocTaBy. [l onpeaeneHus CpOKOB XpaHEHUs IPUKA30B
MOJIB3YIOTCSA JIEUCTBYIOIIMM THIOBBIM IEepeuYHEeM JIOKyMEeHTOB. Ha ceroassiHuii [eHb
MOCJICTHUM TUIIOBOM nepeueHb coctanieH B 2010 romy.

OO6pamaemM BHUMaHKUE Ha cTaThio 19 6 1 mpuMeyaHue 2 K Hell yKa3aHHOTO BBIIIE THIIOBOTO
HepEeYHs — JUIsl ONIPEAETICHUS XPaHEHUS Pa3IMUHbIX KaTeropuil IPUKa30B I10 JUYHOMY COCTaBy; Ha
CTaThio 665 — OCHOBaHMS K MPUKA3aM, HE BOILEIIINE B IMYHOE JIEJI0, XPAHSIT 5 JIeT.

Kak BuauM, HEKOTOpBIE MPUKA3bl MO JHUYHOMY COCTaBYy MOTYT XpaHUTbCA S5 JeT: 00
Ouepe/IHbIX U YUeOHBIX OTITyCKaX, O JeKYpPCTBAX, B3bICKAHUIX, KPATKOCPOUHBIX KOMAaHIUPOBKAX.

3HauuTeNbHAS YacTh IPUKA30B UMEIOT JUINTENbHBIN (75 JIET) CPOK XpaHEHHUs, B TOM YUCIIE
0 JIOJITOCPOYHBIX KOMaHIMPOBKaxX, 00 M3MEHEeHUU (pamuiinu, 00 UCMOIHEHUU O0S3aHHOCTEH, O
NOOIIPEHNH, HArpakJeHHUH, TOBBIIICHUN KBAIM(UKAIMKM, aTTecTalud, 00 oTmyckax 0e3
CoJlep>KaHus U T.1.

Taxxe nus omnpeneneHuss CPOKOB MOKHO HCIOJIb30BaThb BEJAOMCTBEHHBIE IE€PEUHU
JOKYMEHTOB, €CJIM OHHM COCTaBJIGHBI JUIsl OpraHu3auuu Bamieid cdepbl aesrenbHocTH. OHH
HauboJee MOJTHO OTPAXKAIOT MHOT000Opa3re 00pa3yroXxcs T0KYMEHTOB OpraHU3alui, O3TOMY
IIPY HAJIMYUU TaKOBBIX MMEHHO MX CJIEIYET UCIOJb30BaTh B MEPBYIO OuUepelb JJis IPOBEACHUS
9KCIEPTHU3bI IEHHOCTU JOKYMEHTOB.

JlonroBpeMEHHOI 0 XpaHeHMsI TPUKa3bl 10 JUYHOMY cocTaBy (75 net) Tpedyercs nepeaarb
B apXUB OpraHu3aluu (1o CChUIKE MpHBeaeHa HHPOpMAIKs, KaK 3TO cAeNaTh NpaBuWiIbHO). OHU
BKJIIOYAIOTCS B OIMUCH JIeJ IO JIMYHOMY cocTaBy. Ha ocranbpHble mpuKasbl 1OCIE MCTEUEHMS
CPOKOB HMX XpaHEHHsI MOXXHO COCTaBUTb IO YCTAaHOBIICHHOH (opme akT 00 YHHYTOXKEHUU
JOKYMEHTOB (00pasell 1o ccbUIKe NpuBeleH). JJoKyMEeHThl B OpraHu3alnMy, Kak MpaBUIIO,
YHUUTOXKAIOTCA IICHTPAIM30BAHHO, MO3TOMY WX BKJIIOYAIOT B CBOJHBIA aKT C APYrUMHU
JIOKYMEHTaMU BCeX MOApa3JeIeHUN OpraHu3aliiy.

PA3JEJ 3. OIIMCAHHME, IIOUCK MU MHCIIOJIB3OBAHUE APXHUBOB IIO
JINYHOMY COCTABY

Tema 1. Hayuno-cnpagounslii annapam K apxueam no auvnomy cocmagy. Onuce oen no
JAUYHOMY COCMABY

CocTaB/ieHHe ONMCH J1eJ1 JOKYMEHTOB 110 THYHOMY COCTABY

OCHOBHBIM apXUBHBIM CIIPAaBOYHHUKOM JOKYMEHTOB IO JMYHOMY COCTaBY BBICTYIAET
apxuBHas onuck. JlokymeHTtsl o JIC popMupyrorcs B OTAEIbHYIO TPYIIY, CUCTEMATU3UPYIOTCS
000CO0JIEHHO U BKIIIOYAIOTCS B CAMOCTOSITENIbHYIO OIHCH.

Onuceb el M0 JUYHOMY COCTABY — YUETHBIN TOKYMEHT, KOTOPBII COIEPKUT MEPEUEHb
JIOKYMEHTOB JIeJI TI0 IMYHOMY COCTaBY C yKa3aHHUEM MHAEKCOB, Ha3BaHUM JOKYMEHTOB U 1p. OHa
COCTaBJIIETCS B TPEX IK3EMILIIPAX COriaacHo (opme, ycTaHoBIeHHOU IIpaBunaMu opranusanun
XpaHEHMs, KOMIUICKTOBaHUS, YyuéTa M MHCIOJIb30BaHMUSA JOKYMEHTOB apXMBHOro (oHjaa
poccuiickol enepalu U Ipyrux apXuBHBIX TOKYMEHTOB B rOCYJapCTBEHHBIX OpraHax, opraHax
MECTHOT'O caMoyTpaBieHus 1 opranuzanusax» oT 07.09.2015 r. Ona BKiIrOYaeT B ceds:

. HauMeHOBaHWe opraHM3aLun
o Homep ¢oHAa

. NopsAKOBbIN HOMep

. WHAEKC Aena (Npy HaMYMM HOMEHKNATYpbI Aen)
. 3aro/I0BOK Aena

. JaTta gena

. 4ynco INCTOB B Aene

. npumevaHue (ecnu ectb)

Onuch TOKyMEHTOB MOKET ObITh COCTABJICHA 10 XPOHOJIOTHYECKOMY HIIU CTPYKTYPHOMY
MPUHIINITY, KOTOpPble OOBIYHO COYETAIOT B OJHOM OMUCH: B KaKJIOM XPOHOJOTHYECKON Tpymme
Jiena paclpenessitoTcss B COOTBETCTBUU CO CTPYKTYPHBIM IoapasaeneHuem. llomumo storo,



CYILIECTBYET HOMHMHAJBHBIM MPUHIIMI, COTJIACHO KOTOPOMY 3arojOBKH Ji€J1 B OINUCH HAYT B
CJIEYIOIIEN MTOCIEA0BATEIbHOCTH:

1. NpWKasbl (pacnopsaXKeHns) No IMYHOMY COCTaBy;

2. CMUCKM INYHOTO COCTaBa;

3. NNYHble aena;

4. KapTOYKM MO y4ETy IMYHOIO COCTaBA;

5. TPYAOBble AOroBOpbI (cornaweHus);

6. JivueBble cyeTa paboumx 1 cnyxkalumx no 3apaboTHoM naaTe (pacyeTHble BEAOMOCTU MO
3apnnaTe);

7. HeBoCTpebOoBaHHbIE IMYHbIE NOAUHHbIE AOKYMEHTbI YBONEHHbIX PabOTHUKOB (MpK
OTCYTCTBUM OTAE/IbHOWN ONucK);

8. aKTbl O HECYACTHbIX CIyYasnX.

VYka3aHHbIC BHIBI IOKYMEHTOB, OOpa3ylOIIMXCS B OpPTraHUAIUAX B OONBIIMX OOBEMax,
MOTYT BBIJICISITHCSI B CAMOCTOATEIbHBIE Pa3/IeIibl OMKICH, TUOO B OTJENbHbIE ONKUCH. JInuHbIe fena,
JUYHBIE KPATOYKH, TPYJAOBBIC JOTOBOPHI ITOMEMIAIOTCS B OMUCHU 10 TOy YBOJBHEHUS PAOOTHHKA.

[IpaBuna 3amonHeHUsT OMKMCH JIeJ MO JUYHOMY cocTaBy. HanMmeHoBaHuEe opraHu3alui.
Heo6xoauMo ykazaTh TO HaMMEHOBaHUE KOMIAHUH, KOTOPOE OHA HOCHJIA BO BpeMs CO3JaHUS
JOKyMEHTOB. B TOM ciydae ecnu opraHu3alusi HECKOJIBKO pa3 CMEHW/IA HAauMEHOBAaHHUE B
YKa3aHHBIN MEpUOJI, TO HY>KHO OCTaBUTh MOCIIE/THEE HA3BaHUE.

®onx  Ne. Jlns opraHuzaumii, SABISIOUIMXCS HUCTOYHUKAMHM  KOMIUIEKTOBaHUS
roCYJapCTBEHHOTO WJIM MYHULIMITAILHOTO apXKBa, HOMEp (POH/1a MPUCBAUBAIOT ATH apXuBhl. Eciin
OpraHu3alMyd HEe SBJIAIOTCA HUCTOYHUKAMHM  KONMJIEKTOBAHHSA TOCYJAapCTBEHHOIO  WIIU
MYHHIIMITAJILHOTO apXuBa, TO HOMep (OH/Ia MPUCBAUBACT caMa OopraHmu3aius. B Tom cirydae eciu
B OpPraHu3alliyd XPaHUTCS TOJILKO OAMH apXUBHBIA (QoOHI, TO 3Ta rpada He 3amonHseTcs. Ecmu
HECKOJIbKO  apXUBHBIX  (OHIOB, HampuMmep, AOKYMEHTbl  MPEAIICCTBEHHUKOB  HIIU
MOJABEAOMCTBEHHBIX OpTaHU3AIIH, TO KAl (POH]T UMEET CBOM HOMEP COTIIACHO MOCTYIJICHUIO
€ro B apXuB..

[TopsiaxoBeiii HOMep. Kaxkaoe €10 BHOCUTCS B OITUCH MO/ ONPEACIICHHBIM MOPSIKOBBIM
HOMEPOM, KOTODPBIA SIBISIETCS YHMKAJIbHBIM. ECIH €710 COCTOMT M3 HECKOJIbKHX TOMOB, TO
KaXK]IbIN T0JKEH ObITh BHECEH B OMHUCH IO CAMOCTOSITEIbHBIM HOMEPOM.

Wupexkc nena. HyxHO yka3zarh HMHAEKC Jeia COIJIACHO HOMeHKNatype nen. llpu
OTCYTCTBHHM HOMEHKJIATYPHI, Tpady HEOOXOIUMO OCTAaBUThH ITYCTOM.

3aronoBoOK Jena. 3aroJOBOK BHOCUTCS B ONKCHh B TOYHOM COOTBETCTBHUM C 3ar0JIOBKOM,
KOTOpPBIA HaxOJIUTCA Ha 00JokKe nena. Hukakuwe pacxoxaeHus He gomyckarotcs. s gen ¢
OJIMHAKOBBIMHU 3aroJIOBKaMHU CYILECTBYET CIEAYIOIIMM MOPSAIOK: MOJHOCTHIO MPOMUCHIBAETCS
HaWMEHOBAaHME TOJIBKO TIEPBOTO JIeTIa, @ BCE OCTaIbHbIE 0003HaYal0TCs ciioBaMu «T0 xkey.

Kpaiinue natel. B nanHoit rpade ykaspiBatoTcsi KpaiiHUE 1aThl €.

Yucno nuctoB B nene. Heo6xoaumo mporucath KOJIUYECTBO JUCTOB, OTHOCSAIIUXCS K
neny. OHU IEPEHOCSATCS ¢ 0OJIOKKH J1ena.

[Ipumeuyanue. B mnpumedanun B ciaydyae HEOOXOAMMOCTH JENAIOTCA TIOMETKHA 00
0COOCHHOCTSX (PU3NYECKOTO COCTOSTHUS TOKYMEHTOB, BBIOBITHH JIEN U Ap.

Wrorosas 3amuck. B KoHIIe onucu mocie mociaeaHe CTaThu CIAeAyeT UTOrOBasl 3aMuch, B
KOTOPO# Iu(pamMu U MPOMUCHIO YKA3bIBAETCS KOJTUYECTBO JEJ, MIEPBLIi U MOCIeIHUNH HOMepa Ael
cornacHo onucu. Kpome Toro, T10mKHBI OBITh OTOBOPEHBI 0OCOOCHHOCTH HYMEpAIluU JIeNT B OITHUCH,
HalpuMep, HATMYUE JIUTEPHBIX U MPOMYIIEHHBIX HOMEPOB.

OOparuTe BHHMaHWE, YTO HyMeEpamus HAET OT MEpPBOTO JOKYMEHTa, Ha TpUMepe
HAYMHAETCS C MHOTOTOYMS; UHACKC Jiefa OepeTcss 3 HOMEHKIIATYPhI Je]l OpTraHu3aIllii Ha 3TOT
roJI, €CIM KpaHUMH JTaTaMU SIBIISTFOTCSI HA4aJIO TOJIa U €ro KOHEII, TO JOIMYCTUMO yKa3aTh OJHUM
yricioMm — 2009; KOJIM4ecTBO JTUCTOB B JieJie HE JOJHKHO MpeBbimath 250, mpu HE0OXOTUMOCTH
Jieria TOMUPYIOTCS;, €CITA JTUTEPHBIC U MPOMYIIEHHBIE HOMEpPa OTCYTCTBYIOT, TO THIIETCS CIOBO
«HeT». BepHasi XpoHONOrMs TPOCTaBIIEHUsS] AT B JOKYMEHTE: |.MHCHEKTOp MO Kajapam, 2.
HavaJIbHUK 0T/eNa, 3. mpotokoin DK, 4. mporokon DIIK, 5. yrBepxkaeHue TUpEeKTOPOM.
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Baxno: coriiacHo mpaBuiiaM pabOThl apXHWBOB pa3pelieH0 BHOCUTh U3MEHEHHS B OMHUCH
3aroJIOBKOB Jiell, 0OHApYKEHHBIX JOMOJTHUTEIbHO. VX HY>KHO BKJIIOYATh B OMHUCH IOKYMEHTOB IO
JUYHOMY COCTaBy TIOJ] JIMUTEPHBIMA HOMEPAMH B COOTBETCTBHM C TPUHATOH CXEMOMU
CHUCTEMaTHU3alluy WIK B KOHEI] TOJ0BOTO pa3ena.

OcoOeHHOCTh OMuCaHusl JUIC — HaJMYMe B OMUCATENbHOM CTaTbe €IMHULbI XpaHEHUS
anemeHnTa «CpoK XpaHEHHUs», B KOTOPOM 0003HAYaeTCs CPOK XPAHEHHSI, OTHOCSIIIUNACS TOJBKO K
JAHHBIM JJOKYMEHTaM.

JlonyctuMo 4TOOBI B OMUCH IO JUYHOMY COCTaBy Jejia pacrnojararTcs B CIeayIOLIeM

MOPSIKE:
. KHUTa yyeTa COTPYAHUKOB (ecnu oHa BeaeTcs);
. npuKasbl no n/c;
. JIMYHblE AeNa UAW INYHbIE KapTOUKKY;
. NinueBble cyeTa No 3apaboTHOM nnarTe;
. HeBoCTpeboBaHHbIe TPYAOBbIE KHUMXKMU.

B koHIIe Ka)K70M ONMUCH yKa3bIBaeTCs U(PpaMH U IPOMKUCHIO KOJTUYECTBO BKIIOUEHHBIX B
Hee Jies. Kaxioe 1e510 B OMUCH MOJTyYaeT CBOM MOPSIIKOBBIN (apXUBHBIM HOMEp, KOTOPBIN 3aTeM
IPOCTAaBISETCSA Ha 00JI0’KKE COOTBETCTBYIOLIETO JENa.



[Ipy omMcaHMM €IMHUIBI XPAaHEHUS IUIC OHM MOTYT aHHOTHPOBATHCS, €CIM HMEIOT
3HAUEHUE JJIs1 UCTIIOJIHEHUS COLIMAIbHO-TIPABOBBIX, T€HEATIOTUUECKUX U IPYTHX 3alIPOCOB.

['omoBoii paszen cBOAHON omMcu nen mo Jic (Kajapam), MOAJEXalIMX Ieperade Ha
IIOCTOSSHHOE XpaHEHHWe, ImedaTaercss B 3-X 3k3eMiunsipax. JIOKYMEHT MOANMCHIBAET €ro
COCTaBHTENb U 3aBEPACT PYKOBOAUTENb KaJAPOBOIO OpraHa MPEANpUATUA. 3aTEM OH 3aBEPSETCS
OK npennpustus, cornacoBbiBaeTcss ¢ OIIK cooTBeTcTByIOLIEro apXMBHOIO YUpPEXKIEHUS U
YTBEPKAACTCA PYKOBOAUTEIIEM NPEATIPUATHUS.

Tema 2. Hcnonv3oséanue apxu606 no Ju4HOMY COCHAGY

[TopsAnok UCIOIB30BaHUS APXUBHBIX JOKYMEHTOB, B TOM YHCJIE U IO JIMYHOMY COCTaBY,
ycranaBnuBaercss OenepanbHOi apXuBHOU cityk00ii Poccun B coorBercTBum ¢ KoHcTuTynumen
Poccuiickoit denepauuu u Ipyrumu (eaepajbHbIMU 3aKOHAMH M HOPMAaTUBHBIMU IIPaBOBBIMHU
aktamu Poccuiickoii @enepariiu, OTHOCAITUMUCS K HHPOPMAIUH.

OCHOBHBIMU IPUHIMIIAMHU HCIIOIb30BaHMUS JOKYMEHTOB II0 JUYHOMY COCTaBY SIBJISIFOTCS
3aKOHHOCTb €€ IIOMCKa, IIOJy4eHus W ucnosb3oBanus. Psanom crarer Koncrurynum PO
rapaHTHPOBAHO MPABO I'PaKIaH Kak Ha MH(OPMAIIHIO, TAK U HA JIUYHYIO, ceMelHYyIo TaiiHy. Tak, B
cooTBeTcTBUH cO cT. 24 Konctutyuuu PO «cOop, XpaHeHHe, UCIIOIb30BaHUE U PACIIPOCTPAHEHNE
uHpOpMaLlMM O YacTHOM KM3HM Juuma Oe3 ero coriacus He jgomyckaercs. Oprabl
roCyJapCTBEHHOH BJIACTU U OPraHbl MECTHOTO CaMOYTIPaBJIEHUS, UX TOJKHOCTHBIE JIMIA 00s3aHBbI
o0ecneuynTh KakJ0My BO3MOXKHOCTb O3HAKOMJICHHS C JOKYMEHTaMH U Marephajlamy,
HEMOCPEACTBEHHO 3aTparuBaloIllMMU €ro InpaBa U CBOOOJBI, €CIM MHOE HE IpPelyCMOTPEHO
3akoHOM». CraTths 29 Konctutyuun P® mpenocraBiser KaxaoMmMy HpaBO CBOOOJIHO HCKATh,
HOJy4aTh, IepelaBaTh, MPOU3BOIUTH M PACIPOCTPAHATh HH(MOPMALUIO JIIOOBIM 3aKOHHBIM
CIOCOOOM.

PaccMoTpuM Nopsiiok UCOIB30BaHUS JOKYMEHTOB I10 JUYHOMY COCTaBY, HaXOIALIUXCS
Ha XpaHEHHUH B ApXUBE OpraHU3aliu.

Ilo 3anmpocam rpax<iaH ¥ OpraHu3anuii apXxuB 110 JOKYMEHTaM BbISBIISIET 3alIpaIllUBAEMYIO
UMH MH(POPMALIUIO, MOATOTABINBAET W TPENOCTABISIET COOTBETCTBYIONINE HH(OPMALMOHHBIC
JOKYMEHTBbl. ApXUB OpPraHHU3YyeT IIPUEM U PACCMOTPEHME 3aIPOCOB IPaKJaH B YCTAHOBICHHOM
3aKOHO/IATEIbCTBE MOPSIKE.

3anpoc COLMAIBbHO-NPABOBOTO XapaKTepa — 3TO 3alpoCc KOHKPETHOIO JIMLA WM
OpraHM3aliy, CBA3aHHbINA ¢ 00ecredeHreM IPpaB U 3aKOHHBIX MHTepecoB rpaxaaH. K 3anpocam
COLIMAJIbHO-TIPABOBOI'0 XapaKTepa OTHOCATCA 3alpOChl O MOATBEPKIACHUM TPYAOBOIO CTaXKa U
pa3Mepax 3apaOOTHOM IJIaThl, HarpakJI€HUH, IPUCBOECHUHU 3BaHUI, MOJy4eHUs] 00pa3oBaHUs U
T.IL

WNupopmanus counaabHO-IPAaBOBOIO XapakTepa MO 3arpocaM TpakJaH U OpraHHU3alui
BbIJIaeTCs B pOpMe apXUBHOW CHPAaBKU, apXUBHOM KOITUM U apXMBHOM BBIIMCKH.

ApxuBHas crnpaBKa — JOKYMEHT, COJEpKallMi apXUBHYIO MH(OpPMALHMIO O MpeaMeTe
3arpoca, ¢ yKazaHUeM IIOMCKOBBIX JAHHBIX JIOKYMEHTOB, HA OCHOBAaHMH KOTOPBIX OHA COCTAaBJICHA.



Mpunoxenue |

Mpumep 0odopmneHUa apxXMBHON CNPABKN
OTKPbITOE AKUMOHEPHOE W, Cepreesy
OBLUECTBO yn. Nokposckan, A. 17, kg. 6
“PYCCKWUWA NEC” r. Hosocudupck, 630082
ApXWUBHAR CNpasKa
30.07.05 N2 05-16/10
r. Mocksa

B NOKYMeHTaxX APXMBHOTO GOHAA OTKPHITONO AKUMOHEPHOro o0WecTea “Pycckui nec” 8 pacue THbIX
NUCTKAX NO HAYNCACHWIO 3aPadOoTHOM NNaTel PabourMm 1 CRYXAWKMM 33 NePHOA ¢ AWBapPA 1995 1. no
despans 2000 r. meloTCa CcBeieHna O padorte Cepreesa Eropa (Taxk 8 fokymeHTax) MiBaHOBHUA B AONXK-
HOCTH MHAXEHEPa OTAENA TEXHUUECKOTO KOHTPONA,

OcHoBanue: on. 2 n/¢, A. 123, 0. 17; 4. 131,10, 15; 2. 139, 0. 18; 0. 142,10, 17; 0. 149, n. 15.

fenepansbHbin aupexTop obuwecTea Ml% IOH. Wyxos

bedosa Huwa Mempoewna
229-07-15
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PeaePAIMNOS AICHICTRO 110 ofpaIoKAHING
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(PFAOY BITO «Yp®Y usmcnn nepsoro Hpeswaenra Poccnn BILE Lmnnas)

620002, Exarepumbypr, ya. Mupa, 19
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APXHBHAA CHPABKA

B aoxkymentax apxiesa suawnres, wro Msanosa Anexcanapa Msanosna ¢ 1976 roma
no 1982 roa ofywanacs Ha 3a0vmofl PopMe OOVICHHMR MO CHCIMMARMOCTH «INOHOMHKA W
yupamrcnme na opeanpusnine w Ypaascxom  opacna  Tpyaomoro  Kpacnoro  3uasensm
nosmrexuraecsom uucrutyre M, C.M. Kupomsa®.

o oxomuanmn  ofywenns  Msawonoit  Aackcapmape  Msanosne maytan  asrsom
Tocypaperscunoro ofpasige JIO Ne 123456, per Ne 1234w npucsoena  xoamudsxanss
HHXEHEP-DKOHOMMCT.

Mpukasue: O saswcnennn wa saouumii paxyasrer No 123 or 02.08.76 1.
O6 orvmesennn No 180 o1 24.06.82 1. 5 cBSH € YCHCHMINLIM OROIMAIHEN,

Ocnonasie: Gorwn 1234, maz. No 4, apx, No 24

Crpasia BuEaNa VI8 NPEIOCTARACHIA 110 MeCTY Tpebosumns.

AM. Marepn

Fipsecwsmony: Pacoopracsacy Dpanorcoscras Foconionsdl S sopaimes ot 11 cormdpn 1992 ¢ Ne 16919 » peEcrmavn s Kosemers mo
wucmel wanos o 10 soxalpe 1992 € N IN3 wor 24 soaalipe 1092 1 Ne 1S Ypanoudl sossrtcversecon meTenyt ivess C M Keposa
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Pocomioset Sacpomm ot M accalpe 1992 £ Nx 1133)
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Tipoaanos Seacpammuo e oo olpanmannd ot 4 anpeas 2008 © N 298 sy scponaciooan 3 Ypanco TOCIMPCTREIN Tourw ol
yorcponmet « YTEH woaerm mepooro Figenasentn Pocomm b1 Lasen

Pacoopracmnes Npamire o Pocomdot Sacpum or 02 08 2010 N £01.p corum Ypauound PRI YHASCIUICY BN BIPOrD
Tipewoscira Poccom B I Ewamms
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GdeDiplom
LoD Snaans
& NOCred U Spydux opoda

ApXuBHas KOIUS — JIOKYMEHT, BOCITPOM3BOISIINIA TEKCT MM W300pakeHUE apXUBHOTO
JIOKYMEHTA, C YKa3aHUEM €ro MOKUCKOBBIX JaHHBIX.

ApxuBHasl BBIITUCKAa — JOKYMEHT, TOCIOBHO BOCIPOU3BOSIINN YacTh TEKCTA apXUBHOTO
JIOKYMEHTa, OTHOCSIIYIOCS K OIpeeieHHOMY BOMpocy, (akTy WM JHIy, ¢ yKa3aHHeM
MTOMCKOBBIX JIaHHBIX JOKYMEHTA.



lNpunoxenue 2

Npumep odopmAeHH APXUBHON BBINHCKN
OTKPHITOE AKUMOHEPHOE OBWECTBO 1.40. CmmybiHon
“MbITULLMHCKUIA XNONOK" yn. CTpouTenen, 4. 8, k6. 115,
APXHBHARA BHINWCKA Mockosckan obnacrn,

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

r. Mocksa

W3 NPUKa3za ot 24.07.75 N2 62-K anpexTopa
MBTHUWKUHCKOTO XNONUATOOYMAXHOrO KOMOMHATA

B uensx NOBLILEHUA TBOPUECKON AKTMBHOCTH PA0OUMX OCHOBHBIX NPOGECCHiA, BHABNEHNA K Pac-
NPOCTPAHEHHA BLICOKONPOMIBOANTENLHBIX METOROE PaboThi Ha KOMOMHATE NPOBOANNCA KOMKYPC
paboyero MacTepcTea No NPAANNLILIMLAM U TKAUaM (TAK B JOKyMeHTe), B COOTBETCTBMM C YTBEPKALH-
HBIMM YCNOBHAMKM NO NPOBEICHMIO KOHKYPCA, NPUKA3LIBAK:

1. Npemuposats nobeguTenen KOHKYpPCa patouero MacTepcTsa, 3aHABIIKX NPU30BbIS MeCTa:

4. Cummysiny 110, - npagunsbumuy - 3-e mecro.

AupexTop KombduHata @ o H.A. @omnues
CornacoBano ¢ NPOPHKOMOM 't/?"" 0.B. Xapnamosa

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

Bepuo:

lenepanbunin AnpexTop odecTsa ,g%@{ 1(‘ KA. Kpenertos

Nyzavesa MobGoes NleonudoeHa
345-78-56

ApXUBHBIE CITPaBKH, BBITTUCKHA M KOMUH BBIIAIOTCA HA OCHOBAaHUU MHUCHMEHHOTO 3arpoca
(U3HYECKOTO WM FOPUIMYECKOTO JINIA, KOTOPBIH JODKEH COIepikaTh HaMMEHOBaHUE (M aapec
IpU TIEPEChUIKE) OpraHu3aluu (apXuBa), KOTOPOH OHHU aJpecOBaHBI; M3JOKEHHE CYIIECTBa
BOIpOca; GaMUIIHIO, UMS U OTYECTBO OOPAIIAIOIIETOCS; €T0 apec, KOHTAKTHBIC TeIe(hOHBI; 1aTy
U JIMYHYIO MOAMKCH. B 3ampoce, copepkaiieM npock0y 0 MOATBEPKACHUH TPYJOBOTO CTaXa WIIN
pa3mepa 3apabOTHOM TUIATHI, YKa3bIBAIOTCS KpaifHUE AaThl, MECTO U JOJDKHOCTH PaOOTHI.

Brigannbie apXuUBHBIE CIIPaBKH, KOMHHM U BBIMTUCKUA M3 JOKYMEHTOB PETHCTPUPYIOTCS B
KypHaie 1o Gopme.



lMpunoxeHue 3

MpumepHas ¢popma XypHana perucTpaLni BbIAAHHBIX CNPABOK, KONKH, BLINKCOK

KYPHAN
perncrpauiu eblaHHbIX (NPaBokK, KOﬂHﬁ, BbINWCOK
Hazsanue Dara
Darawn BLIAAHKHOTO | o - Pacnucka
No Asvop 3anpoca, |perncrpa- Copep- AOKYMeHTa P P 8 nony-
3 UMOMMBIR Npume-
nex. N2, para, UMOMMBIA Hamue (konun, qyeHnn
n/n HOMeEp Yanme
aapec, renedon HoMep sanpoca BbINKCKA, SHIAAHHONO WnKu para
3anpoca cnpaexa OTNPABKK
W ap.) AOKyMeHTa
1 2 3 4 5 6 7 8

OOparenust TrpaxaaH, B KOTOPbIX OTCYTCTBYIOT GaMWiIMM, aapeca U MOANHCHU
06pa1uaI01uchsl, CYUTAKOTCAd aHOHUMHBIMU U HE OAJICIKAT paCCMOTPCHUIO.

B ciydae ecnu B oOpaiiieHHH TpeACTaBiICHa HEMoJHAs HH(QOPMAIIHs O 3arpaiiiBacMbIX
CBEJICHUSX (HApUMeEp, He YKa3aHO CTPYKTYpPHOE IMOJpa3/IeieHNe WIH 32 KaKue roJbl TpeOyeTcs
MOJTBEPXKJICHUE O TPYIOBOM CTa)ke, 3apa0OTHOW IUIaTe W Jp.), apXHB 00s3aH 3alpOCHTH Y
3as1BUTCIIA OJOIIOJITHUTCIBHBIC CBCACHU .

CpoOK HCTIONHEHHUS 3allPOCOB COIMAIBHO-TIPABOBOTO XapakTepa TpaxkiaH u OpraHu3aluil
10 IOKyMEHTaM apXuBa HE JOJDKEH mpeBbimaTh 30 JHEW co JAHS peructpanuu odparienus. [pu
CJIOXHBIX 3aIPOCaxX CPOK MOKET OBITh MPOJJICH, HO He Oolee yem Ha 30 mHEH, ¢ 00sS3aTeTbHBIM
YBEIIOMJICHHEM 00 3TOM 3asiBUTEJIS.

B cnydae nmoctyruieHust B apXuB HENpPO(UIBLHOrO 3ampoca (He 10 Ha3HAYEHMIO) 3aIpoc
NEepPechUIaeTCs MO NMPUHAUIEKHOCTH B APYrHe OpraHU3alMM WM apXHUBbI B S5-IHEBHBIA CPOK C
MOMEHTa OOpaIIeH s, 0 YeM JOBOJIUTCS JI0 CBEACHUS 3asBUTEIIS.

ApXUBHBIE CIIPAaBKU COCTAaBJIAIOTCS HA OCHOBAHUU JIOKYMEHTOB, XPaHSIIIUXCS B apXUBE.
Ecan Ipu HCIIOJHCHUU 3aIipoca OBLIM HKCIIOJIHL30BaHbI HC3aBCPCHHBIC JOKYMCHTBI, TO 3TO
OrOoBapHBaeTCsl B TEKCTE€ CHpPaBKM (Hampumep, «He3aBepeHHas Komus»). Eciu B nokymeHTe
(Hampumep, NpHUKa3e) OTCYTCTBYET MOJANUCh PYKOBOAMTENS OpraHU3allMy WIM JaTta U HOMEp
NpHKa3a, TO BCE 3TO TAK)KE€ OTOBAPUBAETCS B TEKCTE CIIPABKHU.

[Ipn orcyrcTBHM B apXuBe HOKYMEHTOB, COACPIKAIIMX CBEACHHUS IO 3alpalInBAEMOMY
BOIIpOCY (HarpuMep, o 1aTe 00pa30BaHMs OPraHU3alluM ), apXUBHAs CIIPaBKa MOXKET ObITh BbIJJaHA
Mo XpaHAIUMCA B apXUBC IICYATHBIM MaTCpHaliaM, OTHOCAIIMUMCAI K IMPCIAMETY O6paHIeHI/I$I, C
TOYHBIM M MTOJIHBIM YKa3aHUEM MCTOYHHKA.

B apxuBHYIO CipaBKy O MOATBEPKICHUH TPYAOBOIO CTaXka BKJIFOYAKOTCS TAHHBIE TOJIBKO
3a TO BpeMs, 3a KOTOpOE MMEIOTCS CBEJIEHHs B JJOKyMeHTax apxuBa. [Ipu 3ToM ykasbiBaeTcs
TOYHOC HA3BAHUC MOJDKHOCTH, KOTOPYIO 3aHUMaJl 3aidBUTCIIb, U NICPUOI €r0 pa6OTBI B DTOH
JOJKHOCTH.

Hmeronmecss B JMYHBIX JeNaX JHMCTKH MO y4YeTy KaJpoB, aHKEThl, aBToOMorpaduu,
COOCTBEHHOPYYHO COCTABJICHHBIEC 3asBUTEIEM, Ha KOTOPHIX OTCYTCTBYIOT OTMETKU O MPOBEpKE
HUMCIOIIUXCA B HHUX CBe)IeHI/Ifl Ha OCHOBAHUM NPCACTABJICHHBIX NOAJIWHHBIX JOKYMCHTOB HJIU
CIPaBOK, HE MOT'YT CIy’)KUTh OCHOBAaHUEM [T BbIIAUM apXUBHBIX CIIPABOK O TPYAOBOM CTaxe.
[Tpr HEOOXOMMMOCTH COMIepIKAIIMECs B HUX CBEJACHUS MMCBMEHHO COOOMIAIOTCS 3asBUTEITIO.

B kauecTBe JOKYMEHTOB, OATBEPKIAIOIIUX TPYILOBOU CTaX, JUIsl COCTaBICHUS CIIPABKU
IpU OTCYTCTBUM TMPUKA30B MO JIMYHOMY COCTaBy MOTYT OBITh HCIIOJb30BaHbI NMPHUKA3bl IO
OCHOBHOMH JI€ITEJIbHOCTH, JIMIIEBbIE CUETa 110 3apabOTHOM TUIaTe.

B CIIpaBKy JIA Ha3HAUCHUA WM NIEPEpacdCTa IICHCUN BKIIIOYAIOTCA CBEACHHA B ITOPAAKE,
OTIpesIeNIIEMOM OPTaHOM, OCYILECTBIISIOLINM TEHCHOHHOE 00ecIieYeHue rpaX/iaH.



Pa3mep 3apaboTHOM MiIaThl yKa3bplBae€TCs B CIIPaBKE B COOTBETCTBUU C MACIITa0OM IIEH,
JEMCTBOBABILINX B TOT IEPUOJI, 32 KOTOPBIN 3allpalliiBaIOTCS CBEACHUS.

Cenenusi 0 3apa0OTHOI TMUIaTe BKIIOYAIOTCS B CIPaBKy TaK, KaK OHU HU3JIOKEHBI B
JOKYMEHTax apxuBa. /laHHbIE MPUBOIATCS Pa3[ENbHO 32 KaXABIM Troa 0e3 CyMMHPOBaHUS B
npenenax roaa. Pacuer cpeqHEMECSYHOrO M CpEeIHEroJoBOro 3apaboTka apXUBOM HeE
IIPOU3BOIUTCS.

[Tpu OTCYTCTBUU JOKYMEHTOB O 3apaOOTHOM IuIaTe JOKHOCTHOM OKIJIAJ MOXKET ObITh
YCTaHOBJIEH Ha OCHOBAHUM ILTAaTHOI'O PACIIHMCAHUS OPraHU3alMU 32 COOTBETCTBYIOIUN IEPUO,
Jpyrue BBILIATBl — HA OCHOBAaHMM IIPUKA30B IO JIMYHOMY COCTaBy WM [0 OCHOBHOU
JESTEIIbHOCTH.

B cmpaBky o moarBepxaeHHHM (PAKTOB IMOJIYYEHHs] TPAaBMbI, HECYACTHOIO Ciydas Ha
IIPOM3BOJICTBE BKJIIOUAIOTCSL CBEJEHUS, COJEpKallMecs B aKTax O HECUYACTHBIX Cllydasx,
CBSI3aHHBIX C IIPOM3BOJICTBOM, KHUT'aX y4€Ta HECUACTHBIX CIy4aeB U JIPYTUX JTOKYMEHTax IO UX
pacciie1oBaHuIO

[Ipy ucnoNHEHUH MOBTOPHBIX 3allPOCOB WIJIM COCTABJICHUU IO MPOChOE TIpaKIaHHHA
CIIpaBKM, QaHAJOTMYHOM paHee BBIIAHHOW, AapXWB MPOBEPSIET COOTBETCTBUE CBEICHUMN,
BKJIIOUEHHBIX B CIPaBKy, T€M, KOTOpbIe MMEIOTCA B JOKYMEHTaX, U B cllyuae OOHapy>KeHUus
JIOTIOJIHUTEIbHBIX CBEJICHUM BKJIOYAET UX B IOBTOPHO BBIJABAEMYIO APXUBHYIO CIIPABKY.

B coorBerctBun c IlpaBunamu opraHu3aluy XpaHEHHUs, KOMIUIEKTOBaHUSA, Y4€Ta U
UCIIOJIb30BaHUsl JOKYMEHTOB apXHMBHOIO (DOHAA POCCUICKOHN (enepanuivi U JPYTUX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBICHUS U
opraamuzanusax» ot 07.09.2015 r. apxuBHbIe cripaBKu 0(OPMIISIOTCS 110 YCTAHOBJICHHON opme Ha
OyaHKe apXMBHOW CIPaBKH WM 0OIIeM OJaHKe OpraHW3alld, W3TOTOBJICHHBIX TUMOTPa(CKUM
CrocoooM.

W3bsatue nognmuHHuka. B coorBerctBum ¢ IlpaBwiamu opraHusanuy  XpaHEHHs,
KOMIUIEKTOBaHUS, y4€Ta M HCIOJb30BAaHUS JOKYMEHTOB apXWBHOTO (HOHAA POCCUHCKOMN
denepanuu U Ipyrux apXuUBHBIX JOKYMEHTOB B FOCYAAapCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoymnpasiieHus U opranuzaunusx ot 07.09.2015 r. gomyckaercss U3bsATHE apXMBHBIX N1 U
Bbllaya BJAJEblaM WIM MX POJCTBEHHUKAM TIOJIMHHBIX JMYHBIX JIOKYMEHTOB: TPYJOBBIX
KHUXKEK, CBUJETEIbCTB 00 OKOHYAHWU Y4eOHBIX 3aBeleHHUH, aTTecTaToB 00 0Opa3oBaHUH,
ynoctoBepeHuil U T. 1. IlomnuHHBIE JUYHBIE TOKYMEHTHI BBIIAIOTCS 3asBUTENSAM IO HX
IIMCBbMEHHBIM 3aIIpOCaM C pa3pelleHUs PYKOBOIUTENSI OpraHM3alUu MoJa pacnucky. Ilpu stom
3asiBUTEJIb 00513aH MPEABABUTD MMACIIOPT UM MHOW JIOKYMEHT, MOATBEPKAAIOIINUNA €T0 JINYHOCTb.
B cnydae obOpaiienus 3a TOKyMEHTaMU POJCTBEHHOTO JIMIA OHO TaKXke 00s3aHO NMpeACTaBUThH
JIOKYMEHTBI, TOJATBEP)KIAIOIINE CTENeHb pPOJACTBa. J[OBEpEeHHOMY JMIly BBIJAIOTCS Ha PYKHU
MOJIJTMHHBIE TOKYMEHTHI HA OCHOBAaHMM HOTAPUAJIBHO 3aBEPEHHON JOBEPEHHOCTH.

Ha mecto u3bsATOrO0 NOKyMEHTa B 10 TOMELIAeTcs CIpaBKa O €ro BblJade, KOMHS
BBIJJAHHOTO JIOKYMEHTA, @ B YYETHBIX JOKyMEHTax (OMHCH) JeNaroTcsi OTMETKH 00 H3BATHH,
YKa3bIBAaIOTCS HOMEp, JlaTa W Ha3BaHHE JOKyMEHTa - OCHOBaHUS [UIsl U3bATHS (3asBICHUE,
3a1poc), a TaK)Ke paclucKa Mojayvaresst JOKYMEHTa.

[TosryyaTenb MOATMHHOTO JUYHOTO TOKYMEHTA JAOJDKEH PAclUCaThCs Ha 000poTe KONMUU
JMYHOTO JOKYMEHTA, OCTAIOIIENCs B apXuBe opranu3auuu. [Ipu 3ToM B pacnucke yKa3bIBarOTCs
€ro NacrnopTHbHIE IaHHBIE.

B cootBercTBUM ¢ 3akoHOAaTeNbCcTBOM P® opranamu mpaBoIopsika U3 apXuBa TaKkKe
MOTYT OBITh U3BATHI MOAJIMHHBIE APXUBHBIE IOKYMEHTHI.

B »TOM ciyuae Ha MecTO U3BATOTO JOKYMEHTA B JI€JI0 TIOMELIAETCs CIpaBKa O BblIa4ye U
CHSITasi C HEro Komus. B y4eTHBIX apXUBHBIX JOKYMEHTaX OTMETKa 00 U3BATUH, YKa3bIBAIOTCS
HOMEp, /laTa ¥ Ha3BaHUE JJOKYMEHTAa - OCHOBAHMS JUIS U3BATHS, a TAaKXKE paclucKa MoaydaTens
JOKyMeHTa (IIpH JINYHOMU nepenaye). B nanpHeliem paboTHUKY apXyBa 00€CIeunBalOT KOHTPOJIb
BO3BpaTa U3bSTHIX JOKYMEHTOB.

B cootBercTBUU cO cT. 12 3akoHa 00 apXUBHOM JIeJI€ H3BATHE APXUBHBIX JOKYMEHTOB, HE
NPEIYCMOTPEHHBIX (e/lepalbHbIMU 3aKOHAMH, 3aIPEIIaeTCsl.

Jlena BBIIAIOTCS U3 XPAHMIIMIILL:

a) JUIs UCTIOJIb30BaHUs paOOTHUKAMU OpPTaHU3alNH;



0) [UId MCIONB30BaHMS TpaXkIaHaMM B YMTAJIbHOM 3ajle JUId HaydyHbIX M HHBIX
HCCIICIOBAHUIA;

B) BO BPEMEHHOE MO0JIb30BaHUE JUIsl JPYTUX OpraHu3aluii;

T') AJIs1 IPOBEICHHS apXUBHBIX paboT ¢ TOKyMEHTaMU;

1) JUIsl IPOBEJICHHs CTPaXOBOI'O KOIUPOBAHUS M CIIELUAIbHON 00pabOTKU JOKYMEHTOB C
LEJBIO yAy4IIeHUs] (PU3HUECKOTO COCTOSHUS TOKYMEHTOB.

Jlena BbIAAIOTCS BO BPEMEHHOE 10JIb30BaHUE U3 XPAHWIMIL Ha CPOK, HE IPEBBILIAIOIIUI:

1 Mecsiir U1 UCTIONB30BaHUS paOOTHUKAMHU OpPTaHU3ALH

1 Mecsii U1 UCTIONIBb30BaHUS IOKYMEHTOB B UNTAJIbHOM 3aJie

3 Mecs1a BO BpeMEHHOE MOJIb30BaHME IS IPYTUX OpraHu3aui

6 MecsLeB 1)1 SKCIIOHUPOBAHUS JOKYMEHTOB

OpranaM cyja U MpOKypaTyphl Jieia BBIIAIOTCS 10 MPEKPALeHHs Jiefla UM BBIHECCHUS
cyneOHoro pemenus. [IpojuieHne yCTaHOBJIEHHBIX CPOKOB BbIIa4M JIOKYMEHTOB BO BPEMEHHOE
NOJIb30BaHKE, B TOM YHCIIE OpraHaM Cyaa M TNPOKYpaTyphl, a TaKKe s 3KCIIOHHMPOBAHUS
JIOIYCKAETCS] B OCOOBIX CIy4asX C pa3pelleHus] pyKOBOAMUTENS OpraHU3alMy M0 MUCbMEHHOMY
MOJTBEPIKICHUIO TTOJIB30BATENS O COXPAHHOCTH TOKYMEHTOB.

Beiaua gen u3 xpanuwiuia opopmisieTcs CIeIyoIMMHI JOKYMEHTaMU:

1. 3aKasamu (TpeboBaHMAMM) Ha BblAAYY AN B YNTA/IbHBIN 331 U COTPYAHUKAM
opraHusaumm

2. aKTaMu O Bblgaye e/ BO BpeMEHHOE M0/1b30BaHWE APYrMM OpraHn3aumam, B TOM
yucae opraHam cyga v NPoKypaTypbl, UAW AN SKCNOHNMPOBAHUA AOKYMEHTOB

3. 3aKa3amu Ha nposejeHne paboT No CTPaXOBOMY KONUPOBaHWIO U PecTaBpaLLmm
AOKYMEHTOB.

Bbitaua JOKYMEHTOB U3 XpaHWJIHMINA PETUCTPUPYETCS] B KHUIAX BbIJAUM JOKYMEHTOB.
HcnonnenHsle 3aka3bl (TpeOOBaHHUs) HCCieqoBaTeNell XpaHATCS B JMYHBIX  Jiedax
uccieioBaTesei, a Bce MpPOYUe - JJO UCTEUCHMsI CPOKOB UX XpaHeHMs. 3akas3bl (TpeOoBaHMs)
11€J1€C000Pa3HO XPAHUTh 10 IPOBEACHUS IPOBEPKU HAJTUYUS U COCTOSIHUS JIE.

Bbiaua e Bo BpeMEHHOE MOJIb30BaHUE B JPYrue OpraHu3aluu oGopMIIseTcsl akTOM,
KOTOPBIN COCTaBISETCS B IBYX 3K3EMIUISPAX, OAUH UX KOTOPBIX OCTAETCs B apXUBE OPraHU3aliH,
JpYroll BbIAAECTCA TOJy4aTenro. AKT MOJIMUCBHIBAETCA PYKOBOJIUTEIEM  OpraHU3alNH,
nepejarouiel nena, U PyKOBOAMUTEIEM OpraHU3alUU-TIONy4yaTess: MOJIMUCH CKPEeIUISIOTCS
repOoBeIMH TeuyaTssiMU opranuzanuil. ITociae Bo3BpamieHHs 7en B JIBYX SK3EMIUIIpax akTa
JIEJIaeTCsl COOTBETCTBYIOLIAs OTMETKA: OJUH JK3EMIUIIpP OCTaeTCsl B OpraHMU3allMM-TIONydaTese,
Jpyroi XpaHUTcs B Aese (OoHIa B apXHUBE OpraHU3alMY, BbIJaBaBILEM JIela.

HampaBnenne Ha cTpaxoBoe KOIMPOBAaHME, pPECTaBpallio, Mepervier odopMIseTcs
3aka3oM. 3aka3 oopMIIIETCsl B apXMBe OpraHM3aluu Mo (GopMe akTa O BblJaue BO BPEMEHHOE
MOJIB30BaHUE JIPYTOM OpPraHU3aIUu.

Jlena BbIAAIOTCS U3 XPAHWIKLIA JJIs1 KCTIOJIb30BAaHMS U POBEACHHS padoOT MO CTPaXxoOBOMY
KOIIMPOBAHUIO, pECTaBpalliu, EPEIJIETY TOJIbKO B oOpaboTanHOM BHe. [lepen Bbinaueit nen us
XpaHWINIIA TPOBEpseTCs COOTBETCTBHE IM(ppa M 3arojoBKa Jjeia Ha oOJokke mudpy u
3aroJIOBKY JieJia B OIMCH; Mepel BblJauel U MPpH BO3BPAIICHUH JI€] B XPAaHWINIIE TPOBEPSIOTCS
HyMepalus JJUCTOB U COCTOSIHUE IOKYMEHTOB Ka)kJI0T0 BBIIAHHOTO fiena. Kaxioe BeigaBaemMoe U3
XPaHWJIUILA AEJO TOJKHO UMETh JINCT UCTIOIb30BaHUS.

IIpu BBIDaue 1€ M3 XpaHWIMIIA HA MECTO BBIJAHHOTO JieNa IOAKJIAIbIBACTCS
KapTa-3aMeCTUTENb, B KOTOPOIl yKa3bIBaeTCsl HOMEp Jiesia, HOMEp OINucH, HoMmep (poHma, Koraa u
KOMY BBIJIaHO JI€JI0, JaTa €ro BO3Bpara U MOJIUCH COTPYAHMKA, BBIIABIIETO JIEI0, C YKa3aHUEM
noixHOocTH. [Ipu BO3BpallleHHH Jiefia B XpaHWIHILE KapTa-3aMecTuTedb nu3biMaeTcs. CocTosiHue
JIell, BO3BPAIIa€MbIX B apXMB IOCIE MCIOIB30BaHUS, JOJDKHO OBITH MPOBEPEHO B NMPUCYTCTBUU
JIMI1a, BO3BPALIAIOIIETO TOKYMEHTHI.

[Tpu oOHapykKeHUM HEOCTAuM JeTT MU OT/AEIbHBIX JUCTOB B HUX, @ TAKXKe IMOBPEKICHHUH
Jel U JIOKYMEHTOB COTPYAHHKAaMHU apXHMBa COCTABIISETCS aKT B JBYX O3K3EMIUISIpax, OJUH U3
KOTOPBIX IPEICTABISIETCA UCCIIEI0BATEN0 YNTAIBHOIO 3aj1a WM PYKOBOJUTENO OpraHU3alluy,
MCIIOJIb30BABIIECH JTIOKYMEHTBI, JUIsl MPHUBJICYEHUS BUHOBHBIX K OTBETCTBEHHOCTH, BTOPOHM -
OCTaeTCsl B apXUBE.



[Tpu mepememnieHMN JOKYMEHTOB 3a MpeaeiamMH apXuBa JOJDKHBI COOJIIOJIATHCS MEpHI
NPEJOCTOPOKHOCTH, HAJSKHO OOECIeYrBalOIMe HX COXpaHHOCTh. Ilpu TpaHCHOpTHpPOBKE
JIOKYMEHTOB COOJIFO/Ial0TCA MEpPHI M0 OXPaHE U 3alIUTE UX OT BO3JIEHCTBUS BPEAHBIX (DAaKTOPOB
OKpYXKarollled Ccpelpl MyTeM NPUMEHEHHUS CIELUAIbHBIX BHUJOB YIIAKOBOK, 00€CHEYMBAIOIINX
3aIUTY TOKYMEHTOB OT OCaJIKOB, CBETa, MEXaHUUYECKHUX ITOBPEXKICHUII.

Tema 3. Dnekmponnsvie apxuevl no TUYHOMY COCMABY

B Hactosmiee BpeMs HambOojee aKTyallbHBIM BBICTYNAeT BOMPOC OO0 3JICKTPOHHOM
XPpaHEHUH apXUBOB 110 JINYHOMY COCTaBY.

OcHnognble npodiemvl, 603HUKAIOUWUE NPU pabOme ¢ OYMANCHLIM APXUBOM

1. OnepaTMBHbIN A0CTyn K BymMaxHOMY apxmBy A0BOJIbHO 3aTpyaHuTENEeH. Bpems oTeeToB
Ha 3anpocbl K OaHHbIM apxvMBa COCTaBASET OT OAHOINO A0 HECKONbKUX AHel. PaboTHMKam apxmBa
[O0BO/IbHO C/NOXHO 06pabaTbiBaTb BPY4YHYO 60MbLIOE KOJIMYECTBO 3ampPoCOB, MHOTME W3 KOTOPbIX
O0BOJIbHO CNOXKHbI M TPEBYIOT ANA NOJIlyYeHMA OTBETA MCMOb30BaHME H60/bLIOro KOANYecTsa Ae.

2. Pabota c OymaKHbIM [AOKYMEHTOM BO3MOMHA OAHOBPEMEHHO /MWb A7 OAHOro
YyesioBeEKa, YTO CO34aeT HeyA06CTBO Npu paboTe C aKTUBHO UCMO/Ib3yEMbIMU SOKYMEHTaMM.

3. JOKYMEHT MOXHO /Ierko MoTepATb MNpuU MNOMELLEeHWM He B To aeno 6narogaps
«yesioBeyeckomy dakTopy».

4. ApXMB He 3aLUMLLLEH OT NOXKAPOB U NPOYNX POPC-MarKOPOB.

5. CTapble JOKYMEHTbl He 061a4atoT AOIKHBIM KaYeCTBOM M MMM CNOXHO NONb30BaTbCA

BBMAY BETXOCTH, HOBbIE JOKYMEHTbI HE ONIFOBEYHbI, O MPUYUHE TOTO YTO BbICTPO U3HALLIMBAOTCA.
Pemenniem naHHBIX MPOOJIEM SIBISIETCS CO3/IaHUE IEKTPOHHOTO apXHMBa JOKYMEHTOB I10
JUYHOMY COCTaBy oOpranm3anuu. MHpopmamus, XpaHsmascs B JaHHOM apXUBE ITO3BOJIHT
MOJIy4aTh CHPABKY IO TPYAOBOM JEATEILHOCTH KaXKIOTO COTPYAHUKA, B TOM 4Hcie 00 ypoBHE
3apa0OTHOM TMUIaThl, CTaxke paboThl, paziuuHble Oubnuorpaduueckue manHsie. Bes ata
uH(popMalsa MOATBEpKIaeTcs OyMaKHbIMU JOKyMeHTamMHu apxuBa. llpu HeoOxomumocTw,
QJICKTPOHHBIA apXWUB MOXKET XPaHUTh ONU(PPOBAHHBIE KOMUH OCHOBHBIX JOKYMEHTOB IIO
JEeSTEIbHOCTH pabOTHHKA.
[IpeumymiectBa, mosydyaeMble OT BHEAPEHUS SJICKTPOHHOTO apXUBa IO JIMYHOMY COCTaBY:
1. MpocToi 1 BbICTPbIN AOCTYN K JOKYMEHTY 1060ro COTPyAHMKa apxusa B toboe Bpems.
2. ByMaKHbIli apXxuB OCTAeTCA HETPOHYTbIM, YTO MO3BOJIAET COXPAHATb €r0 3HAYUTENbHO
fonblie (ocobo xopolwo 3ToT 3adpdeKT byaeT 3ameTeH ANA AOKYMEHTOB, TPeOYIOLWMX A0ATOCPOYHOIO
XpaHeHus).

3. JOKYMEHT 3aWMLLeH OT U3SMEHEHUI, YTO rapaHTUPYeT NONHOTY MHbOPMaLUK.

4, PocT ckopocTM 06paboTKM 3anpoCcoB K apxmMBy M YMeEHbLUEHWE BPEMEHWN Ha MOyYeHUe
apPXMBHOWM CNpPaBKK.

5. KOoHTpO/Mb CpOKa XpaHeHWA B 3aBUCMMOCTM OT TUMNa AOKYMEHTa U MHPOPMMPOBAHME
apXMBapUyCcoB 0 HEOHXOAMMOCTM 06PaABOTKN JOKYMEHTOB, TPEDOYIOLLMX YHUYTOXKEHUA.

6. PesepBHOe KOMMpPOBAHWE AaHHbIX 33WMTUT  BalW  3/IEKTPOHHbIA  apxuB  OT

dopc-maxkopos.

Hanpumep, ¢upma «OneKTpoHHBI apXuB YKpauHb» HMeeT cienyromuil ombit. Ilo
AQHAIN3Y CIEHUAINCTOB aKTYaJIbHOCTh BHEAPEHUS 21€KMPOHHO20 apXuéa no JUYHOMY COCMABY
oOycraBnuBaeTcsi KaK 4YacTOTOW 3alpocoB KaJpOBOM JTOKYMEHTAllMM, TaK M JOCTaTOYHO
IPOIOJDKUTEIBHBIM CPOKOM XPAaHEHUS 3TOr0 BUAA JOKYMEHTOB (10 75 7er).

Komnanuss DJIAY paspabGoTana 3JIE€KTPOHHBIM apXWB IO JMYHOMY COCTaBy JUIs
MPOMBIIIJICHHOTO MPEIIPUSATHS, B COCTaBe KOTOPOI'0 HAXOIUTHCA 3 IIaXThI, a IITAT COTPYAHUKOB
konebnercs ot 3500 mo 5000 pabotuukos. [Ipennpustue hbyakuuonupyer ¢ 1973 roxa.

3aka3uuk o0OpaTWiICs € 3almpoCOM O CO30aHUU DNIeKMPOHHO20 apXuea KaJapoBOH
JOKyMEHTAIlMH, JKeJasi COKpaTUTh BpeMs Ha MOATOTOBKY CIpPaBOK MO 3apabOTHOH miaTe,
TPYAOBOMY CTaXYy, IOATBEPKICHUIO JbIOT YBOJICHHBIX COTPYIHUKOB. BBH Iy 60sbI1IOrO HITATa U
cnenuUKH  JESITETBbHOCTH  TPEANpusATHsS  (HAIW4YWe JOKYMEHTAluH, (UKCHpYyromei
MPOM3BOJICTBEHHO-TPYAOBOM TpaBMaTH3M, MOJTBEpXkJIaloield paboTy uerloBeKa B YCIOBHSX
BpPEIHOTO MPOU3BOJICTBA, JAIOIIET0 MPaBO Ha JIIOTHI) 00paboTKa 3aMpocoB, KOTOPHIX MOCTYIAIO
nopsika 200 B Mecsitl, mpu padoTe ¢ OyMakHbIM apXUBOM ObLIa TPYJIOEMKOM U BpeMs3aTpaTHOM.



Oranbel CcO3JaHUS  DJIEKTPOHHOTO apxuBa. BpipaboTaB KOHKpPETHOE U JIeTalbHOE
TEXHHUYECKOE 3a/IaHne C 3aKa3YUKOM I10 BHEJIPCHHIO 2IeKMPOHHO20 apXued 10 TNIHOMY COCTaBY,
koMaHna «9QJIAY» npuctynuna k peanu3zanuu npoekrta. [ JOCTHKEHHs ONTUMAalIbHOIO U
HanboJIee KAYeCTBEHHOTO Pe3ylibTaTa Ha dTare CKaHUPOBAHUS JTOKYMEHTAIIUH, ITPEIBAPUTEIIHLHO
OblTa MPOM3BEICHA pacimuBKa (¢ mocieayromeil cimmBkoi) 2 190 men; ommdposano 605 000
cTpanull. J{ns ynoOCcTBa ¥ MPOCTOTHI PaOOTHI YXKE C AICKTPOHHBIM 0a3MCOM JOKYMEHTAIINH, Ha
peANpUITHH OblJla YCTAaHOBJICHA CHCTeMa 3JeKTpoHHOro apxusa Folium (pa3paGoTaHHbIi
CIEIUAINCTAMU KOMIAHUU «DJIGKTPOHHBIE apPXWUBBI YKpPawWHbD» TMPOTPAMMHBIA MPOAYKT,
MO3BOJIAIOIINN OPraHU30BaATh U CTPYKTYPUPOBATH OLIM(PPOBAHHBIE APXUBHBIE TOKYMEHTHI).

PaboTa mo ckaHMpPOBAaHUIO KaJPOBOW JOKYMEHTAIMeH MpeanpusaThs Oblia 00yclioBiIeHa
PSAAOM OCOOEHHOCTEI:

- ouudpoBke nmoananamu aena nepuoaoB 1973 — 2013 rr., 30 % u3 KOTOPHIX OBUIH B
OUYEHb BETXOM COCTOSIHHH;

- CyIIEeCTBEHHAs YacTh JOKYMEHTAIlMM WMeJa PYKONHMCHBIH ¥  HCUYE3aloNui
MaIIMHOMUCHBINA TEKCT

- paboTa 1o MPOEKTY OCYIISCTBIISIIACH B 2 CMEHBI, HA TEPPUTOPUH 3aKa3unka padoTarna
MOOWIIbHAs Opurajaa.

Pe3ynbTarel BHEAPEHUS SJIEKTPOHHOTO apXHBa:

DNEKTPOHHBIA apXWB TMO3BOJIMI: CHU3UTH TPYyA03aTparThl Ha TIOMCK W OQOPMIICHHE
uH(pOpMaIlMK IO 3aIpocaM B apXuB B 24 pa3a; BHIBECTH U3 MOCTOSHHOTO O0MXOAa OPUTHUHAIBI
OyMaXHBIX JIOKyMEHTOB (00ECIIEYMB HMX COXPAaHHOCTh OT IOTEPH, IOPYH, YMBIIUICHHOTO
pEeIaKTUPOBAHUS U T.1.).

PerynsapHele wucclieoBaHMs, TMPOBOIAIIMECS B YKpauHe, CBUACTEILCTBYIOT, YTO
OOJIBIIMHCTBO MOJIL30BATENEH BBIACIAIOT TaKue MpeuMylnecTBa 0e30yMaKHbIX TEXHOJIOTUH KaK:
9KOHOMUSL 8PeMeHlU COMPYOHUKO8, CPeOCme Npeonpusimuil, noevlulerue 3¢pgpexmusHocmu
pabomul, U 603MONCHOCHL COBMECMHOU pabomvl ¢ OOKYMEHMAMU.

DNEeKTPOHHBIA apXWB — TrapaHT oOOeCHeYeHHs IMOJHOICHHOTO y4YeTa W XpaHCHUs
TOKyMeHTOB mpennpusatus. Co3anue cTpaxoBoro (GoHaa ydyeTHOW NTOKYMEHTAlWu (3aluTa OT
nmokapa, yTpaThl, XuieHus, mopud). CokpalleHHe KOJMYSCTBA YUYETHBIX JOKYMEHTOB Ha
OyMaXHBIX HOCUTENSIX (HampuMep, WHBEHTapHbIE KHUTH, omucH). ObecreyeHne COXpaHHOCTU
CTapbIX, PEIKUX U 0CO00 IEHHBIX JOKYMEHTOB (MCIOJB30BaHHUE KOTOPBIX B OYMa)KHOM BHIE
MPUBOJIUT K BETXOCTH M MOCTEAYIONIEMY YHHYTOXEHHUIO JOKYMEHTa — PEJIKHe KHUTH, apXUBHBIE
nema). OpraHu3anusi XpaHSHUsS JJICKTPOHHBIX JOKYMEHTOB B KOMIIAKTHOM Buje. [lomydeHue
HEOTPAaHMYEHHOTO YMCIIa KOMUK JOKYMEHTOB B OYMa)XHOM U AJIEKTPOHHOM BUJE 6€3 oOpalieHus
K OyMa)kHOMY OpUTHHANY (HampwMmep, IS BBIJAYH TI0 3ampocaM TpaxkaaH, Ui OTIPABKUA B
MOJNOTUETHBIE mofapazaeieHus). OOecnedyeHrs BO3MOXKHOCTU JIOJITOCPOYHOTO  XPaHEHUs
JIOKYMEHTOB | JIOCTYIIA K HUM.

DNEeKTPOHHBIN apXUB — CPEACTBO ONTUMHU3ALNU PAOOTHI C TOKYMEHTaMHU Ha IPEINPUSITHH.
Opranuzanus OJHOBPEMEHHOW pabOThl C  JJEKTPOHHBIMH JIOKYMEHTAMH  HECKOJBKHX
nonb3oBareneil. Pasrpannuenue mpaB noctyna mojb3oBaTeneld k mHpopmanuu. ObecnieueHue
uHpopmanmonHoit O6e3omacHocTu. CokparieHue BpeMEeHH O0O0pabOTKH 3ampocoB, TOHMCK
uHpopManui. YBEIWYCHHE OMEpaTUBHOCTU JocTyna K wuHpopMmanuu. OOecniedeHue
OTIepaTUBHOTO MTOKMCKA U JIOCTYIA K JOKYMEHTaM CTPaxoBOTo (poHIa JOKYMEHTAITUH B KPU3UCHBIX
cutyarusax. Co3gaHue NIMPOKUX BO3MOKHOCTEH MyOJIMYHOTO AOCTYIA K apXUBHBIM JOKYMEHTaM
HUCTOPUYECKOTO, KYJIbTYPHOTO U HAYYHOTO HACIICIHSI.

Pezynomam ucnonvzosanus 21eKmpoHHO20 apXuea 6blpadcaemcsi 6:

MoBbIWEeHUM YPOBHA MHPOPMALLMOHHOTO 06ecneyeHns HaceneHus.
MoBbILIEHUM YPOBHA KauecTBa NPUHATUA PELLEeHWA.

MCKNKOYEeHUM PUCKA, CBA3AHHOIO C «4e/10BEHECKUM HaKTOPOMY.
MpeemcTBEHHOCTM NMOKONEHMI CNEeLUanvcToB.

DKOHOMMUM OPUCHBIX NNOLWAAEN ANA XPAHEHWA JOKYMEHTOB.

6. COKpallleHNM pacxofoB Ha COAEPKaHWe LWTaTa COTPYAHWKOB, paboTalolwmx c
BYMarKHbIMU U 3IEKTPOHHBIMU AOKYMEHTaMM.

7. MpPo3payHOCTK COCTOAHMA Aen B bunvanax v yaaneHHbix oducax.
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8. Mcnonb3oBaHMM 3NEKTPOHHOMO apxMBa Kak HeMaTepuanbHOro aKTMBa NpuU NpoJae
NPeAnpUATUA, CAIMAHWUAX U NOTNOLLEHMAX (OCOBEHHO aKTyasIbHO AJ/1A NPOMbILLNEHHOCTH, HedTe/ra3oBoro
KOMMnekca, Korga B [AOKYMEHTaX COAepMKaTcA CBeAeHWMA ANA CTPaTerMyeckoro MJaHUPOBAHMUA,
Hanpumep, pesybTaTbl r€00rMYECKON Pa3BEAKM MECTOPOKAEHNN, YEPTEKMN KOHCTPYKLUI CaMONeToB,
nT.a.).

9. BbicTpom nogbope M NoUCKe AOKYMEHTOB B SKCTPEHHbIX CUTyaLMAX.

Bosmoxnoctu nposenenuss HUOKP (Tosnbko M3yduB NpeAblAyLIUil ONBIT HAy4HBIX
UCCIICIOBaHUM, MOXHO YCIEIIHO JBUTAThCs BIIEPEN).

BuenpeHune cucteMsl 2JIEKTPOHHOTO apXUBa JOKYMEHTOB I10 JIMYHOMY COCTaBY IO3BOJISIET
B 3HAUUTEJIBHOM CTENEHU ONTHUMU3MPOBATH M YNPOCTUTH pabOTy KaJpOoBUKA. DJIEKTPOHHBIN
apX¥B BBICBOOOX/1aeT O(UCHOE MPOCTPAHCTBO OT HAKOMUBIIMXCSA JOKYMEHTOB U 00€CIIeYnBaET
3amuTy  uMHGopMmauuu  Ojaromaps — CO3laHMIO  pe3epBHbIX  komuil.  Kpome  Toro,
CHCTEMaTH3MPOBAaHHAsl JJIEKTPOHHAs 0a3a JaHHBIX MOMOIAaeT COTPYAHHMKY KaJIpOBOM CIIY>KOBI
OIEPATUBHO HAXOAMTh HYXHYIO WH(OpPMAIMIO, MTHOBEHHO IOJOMPATh JOKYMEHTBI, OTIIPABIIAs
UX I10 3JICKTPOHHOM I10YTE, U T. 1.

PaboTa ¢ JOKyMEeHTaMM 1O JUYHOMY COCTaBy TpeOyeT, 4TOObI KaAPOBHK 3HAJ HE TOJIBKO
TPYOBOE 3aKOHOJATENBCTBO U NOPSAIOK JIEJIONPOU3BOJICTBA, HO U OCHOBHBIE ITPaBUJIa XPAHEHHUS,
o0paboTku M mepenaud Oymar Ha apxuBHOe XpaHeHue. Hajanekariee BBIIOJIHEHUE 3STHX
00s13aHHOCTEH CBSA3aHO ¢ OOJBIIMMHU BPEMEHHBIMH 3aTPAaTaMH, YTO MPEISATCTBYET BBIMOJIHEHUIO
IEPBOCTENIEHHBIX KaJpOBBbIX 3aj1ad. boiee Toro, caMm crenuanuct KaapoBOH CIIy»KObl JIUILEH
BO3MOYXHOCTH PEaJTH30BaTh CBOM MPO(eCCHOHATFHBIE aMOHMIINHN, KOTOPBIE MOTYT OKa3aThCsl IIUPE
BBITMIOJTHEHUS CYTY00 OyMa)kHOU pabOoThI.

JI1st COBpEMEHHON KOMIIAHUHM ONTUMAJIbHBIM PELICHUEM BOIIPOCA XPAHEHHs JOKYMEHTOB
[0 JINYHOMY COCTaBy JOJDKHBI CTaTh I'PaMOTHOE XPAaHEHHE, CUCTEMATHU3alMs U
aIMHHHCTPUPOBAHUE C COOJIOJEHHEM 3aKOHOJATENIbHBIX HOpM. B monHOW Mepe 3TO
OCYIIECTBUMO 3a CYET IPHUBJICYEHUS CTOPOHHUX ApXMBHBIX KOMIIaHMH. B 3TON curyanuun
PYKOBOJUTEISM OpraHU3alUi OCTAE€TCS JUIIb ONPENEIUTh KPEAUT JOBEPUS K TAKUM CiIy>)k0aM 1
PELINTD, TOTOBBI JIN OHU UATH B HOTY CO BPEMEHEM.

OnTUMalbHBIM pEIIEHUEM YKa3aHHBIX MPOOJIeM MOXKET CTaTh CHUCTEMa, pa3paboTaHHas
cnenuanucramu kopnopauu JIAP, - « JneKTpoHHBIN apXUB KaApOBOr0 JEIONPOU3BOJACTBAY - U
IpeJICTaBIIsIoNIast COO0M KOMIUIEKC I JOKYMEHTAIIMOHHOTO 00eCeYeHUs KaAPOBBIX MPOLIECCOB
U 3aIUTHI TepcoHANbHBIX 1aHHBIX (IT1]]).

Cucrema aBTOMaTH3UpPYyET OOJIBIIMHCTBO MPOLECCOB, C KOTOPHIMH KaJIPOBUK €XKEIHEBHO
CTaJKuBaeTcs B cBoed pabore. Tak, pelieHHe TMO3BOJIIET BECTH CTaTUCTUKY M Y4YeT
yIpaBIeHUYECKUX KapOB, HAXOASAIIUXCS B PE3EPBE, MOJIy4aTh UICTOPHUIO pabOTHI C 3TUM PE3EPBOM
3a J1000W MepHoj BpEMEHH, a TaKXkKe aHaJIM3UpoBaTh 3Tambl NMPO(ECCHOHAIBHOIO pOCTa
coTpyaHuka. Bo3moxkHOCTH OBICTpOro moMcka M JOCTyNa K HE0O0XO0AMMOH HH(popManuu o
COTPYAHMKAX B DJJICKTPOHHOM apXHMBE CHIIKAIOT TPYAO3aTparsl M BpeMs Ha COCTaBIEHUE
NOJ0OPOK JIOKYMEHTOB JJIsi OTYETHOCTH M TMPEACTaBICHMS IPOBEPSIOLIMM OpraHaMm, Ha
00paboTKy 3alpocoB, a TAK)Ke HAa BOCCTAHOBJICHHE U 3aBEPEHUE KOMUI yTpaueHHBIX JOKYMEHTOB
Ha OCHOBAaHMM MX D3JIEKTPOHHBIX 0Opa30B. BHenpeHue cucTeMbl MO3BOJSET OCYIIECTBISATh
KOHTPOJIb HaJ[ COCTaBIICHHEM WJIM 3allOJIHEHUEM KaJApOBOW JOKYMEHTalUd U OTCIECKHUBATh
KayecTBO M CPOKH BBIMOJHEHHUS pabOT COTPYIHHUKAMHM KaJIpOBBIX MOJpPA3/IEICHUIl B pexume
pEAIBHOTO BPEMEHU. A XpaHEHHE JOKYMEHTOB B PEKMME BEPCUOHHOCTH IMO3BOJISET OTCIEAUTD,
KOI'/a, KEM M KaKM€ U3MEHEHHSI BHOCWIINCH B KaXIbIli KOHKPETHBIM KaJPOBBIM TOKYMEHT.

Kpome Toro, cocraB pemeHusi «JIEKTPOHHBIM apXUB KaJpOBOTO JEJIONPOU3BOJCTBAY
MO’KHO TMOKO KOH(GUTYpHpPOBaTh B COOTBETCTBUH C TPEOOBAHUSAMHU M 3a/ladaMH OpraHM3aliy, a
TaKXe MPOCTO M OBICTPO MOJEPHU3UPOBATH M PACIIUPATH CUCTEMY C Pa3BUTHEM KOMIIAHMU.

CocraB pemenus. Pemienue «OIJIEKTPOHHBIM apXWB KaJpOBOTO JEJIONPOU3BOACTBA»
COCTOUT W3 HECKOJIBKMX MOJYJel, KOTOpbhleé B KOMIUIEKCE OPraHM3yIOT OTJIKEHHYI0 paboTy
CHUCTEMBI.
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[lepBbIil U3 HUX - MOAYJb YIIPABIEHUS JIEKTPOHHBIM APXUBOM, KOTOPBIA CTPOUTCSA Ha
6aze cucrembl DJIAP CAIIEPMOH. Cucrema mo3BosiseT XpaHUTh JItOObI€ THUIIBI JOKYMEHTOB
(31eKTpOHHBIE 00pa3bl OyMaXKHBIX JOKYMEHTOB, TOKYMEHTHI YYETHBIX CHUCTeM, (OTO(aiibsl 1
ap.). C ee MOMOIIBIO MOXXHO IOJIydyaTh ONEpPATHBHBIM MHOIOMOJIb30BATENLCKUI JIOCTYII,
OCYIIECTBIISATh OBICTPBIA TMOUCK JOKYMEHTAllUM B JJIEKTPOHHOM apXWBE IO 3aJaHHBIM
napameTrpam M KiacCu(UIUPOBaTh JTOKYMEHTHI MO Pa3IMYHbIM aHAIUTHYECKUM MpPU3HAKaM. A
OTpaHUYEHHUE JIOCTYNA K KOH()UICHINATbHBIM JOKYMEHTAM WIIM YacTsAM JOKYMEHTa TO3BOJISET
cO0JTI0/IaTh 3aKOHOIATENBCTBO MO 3aIUTE MEPCOHAIBHBIX 1aHHBIX.

Crnenyrouuii - MOAyJb JOCTYIA K 3JEKTpOHHOMY apxuBy. Ero pabora ocymiectBisiercs
kak Hanpsamyro u3 cucreMsl DJIAP CAIIEPMOH, Tak u uepe3 npuBBIYHBIE ISl ITOJIb30BATENEH
IpPOrpaMMHBIE TPUJIOKEHHUSI 3a CYET BO3MOXKHOCTH HHTErpalud € CHCTEMOM ympaBiIeHUS
JJIEKTPOHHBIM apXHUBOM. A Il IPEANIPUATUI C XOJIIUHIOBOM CTPYKTYpPOH OPraHU3YETCs TOCTYII
K JIaHHBIM W3 TEPPUTOPUATIBHO YAAJEHHBIX MOJpa3felieHuil 4epe3 KOpHopaTHBHbBIE
UH(OPMALIMOHHbIE CETH.

[TonHOCTBIO aBTOMATHU3MPOBATh MPOIECC MEPEBOAa OYMa)KHBIX KaJIpOBBIX JTOKYMEHTOB
NPENNPUATHS. B DJIEKTPOHHBIM BUJ MO3BOJIIET MOAYJIb TeKyllero BBoaa. CocTaB 3TOro
IPOrpaMMHO-aNNapaTHOI0 KOMILIEKCAa 3aBUCUT OT KOJIMYECTBA IMEpCOHaa, paboTarolero B
KOMITAaHUH, €XEIHEBHOIO IOTOKAa KaJpOBOW JOKyMEHTallUh M OOBEMOB apXHBOB, 4YTO U
omnpesieNnseT TUIBl CKAHUPYIOIIEro o0opyaoBaHus. JlaHHBIE  MOIynb  OOecreuuBaeT
JOKYMEHTAIIMOHHYIO TIOAJIEPKKY KaJpPOBBIX OH3HEC-TIPOLECCOB, IOCKOJIBKY CBOEBPEMEHHOE
HaIOJIHEHUE JJIEKTPOHHOIO apXWBa TEKYIIMMH W apXWBHBIMU KaJpPOBBIMH JITOKYMEHTAMH H
NpUBSA3KA JJIEKTPOHHBIX 00pa30oB peajbHBIX KaJIPOBBIX JOKYMEHTOB K YYETHBIM JIaHHBIM
TapaHTUPYIOT ONEPATUBHBIN JOCTYII K JaHHBIM YIIOJTHOMOYEHHBIM COTPYAHHUKAM.

Moy XpaHeHHUs! CO3JaeT HEHTPAIM30BaHHOE XPAHMWINIIE OOJBIINX 0OBEMOB JJAHHBIX
HAa OCHOBE CIICIMAJIM3WPOBAHHBIX ONTHYECKWX Hakomutened Ha DVD/BD-amckax.
OpraHu30BaHHOE TAaKUM 00pa30M XpaHEHUE KaJpOBOW JOKYMEHTAIIMU TapaHTHPYET COXPAaHHOCTh
U HEM3MEHHOCTh WH(poOpMamuu B TedeHue Oosiee 50 JIeT COrjacHO 3aKOHOJATEILCTBY MPH
MHUHHMMAJIbHBIX 3aTpaTax Ha MOJIEPHU3ALMIO U 00CTY)KMBaHUE XPAHWIHILIA.



Kpome TOro, 3to crnocoOCTBYeT CyIIECTBEHHOMY CHIKEHUIO BHYTPEHHUX 3aTparT Ha
JIOPOrOCTOSIIYI0 apeHAy IUIOIIAJAEed MOJ apXUBbl KaJpOBBIX JOKYMEHTOB, TaK KaK IO3BOJISET
NepPEeMECTUTh OyMa)KHBIM apXUB HAa TEPPUTOPHIO OoJiee JCIIEBBIX apeHIHBIX IUIOL[aleH, a B
TEKyImel pabdoTe COTPYIHHKOB KJAPOBBIX TOAPA3JCNCHUA HCIOJIB30BaTh JOKYMEHTHI
3JIEKTPOHHOT'O ApXUBA.

Monynp 3alMIIEHHOTO BBIBOJA JOKYMEHTOB Ha II€4aTh CTPOUTCS Ha OCHOBE
MOAKJIIOYEHUs1 cepBepa IeuaTd, crneuuanuzupoBaHHoro [IO u  pa3BepThiBaHUS CHCTEMBI
aBTOpH3AllMM IyT€M YCTAaHOBKH HJICHTH(PHUKALMOHHBIX YCTPOMCTB Ha mpuHTEpax U MDY
npennpustus. g uaentuduxanuu mnonb3osareneil npuMenstores: PIN-koabl, 6ecCKOHTaKTHBIE
IUIACTUKOBBIE KapThl, MAarHUTHBIE KapThbl, IUTPUX KOAbl MM CKaHEpPbl OTIEYATKOB MaJIbLEB.
Cucrema aBTOpU3AllMM MOXET ObITh OOBEIMHEHA C YK€ CYILECTBYIOUIEH B OpraHU3aluu
3aKa34rKa CHCTeMON 0€30I1acCHOCTH, HallpUMED, Yepe3 KapThl, UCTIOIb3yeMble COTPYAHUKAMU IS
IIPOX0/1a YEPEe3 CUCTEMY KOHTPOJIA AOCTyNa Ha peAanpusTie. Moayib NO3BOJISIET aHAJTU3UPOBATh
BCE pabOThl MMEYaTH MO PAa3JIMYHBIM [apaMeTpaM, B TOM 4YHCJIE KOJHMYECTBO U COCTaB
OTIPABIISIEMBIX HA I1€YaTh JOKYMEHTOB ISl MCKJIIOUEHHUS MCIIOIb30BAHUS TEXHUKH JUISl JIMYHBIX
Lesnen.

3amuMra NEepCOHANbHBIX JaHHBIX. PemieHne «ONEKTPOHHBIM apXUB  KaJpOBOIO
JIEJIONPOU3BOJICTBAY MOJIHOCTHIO COOTBETCTBYET TPeOOBAHMSIM 3aKOHOJATENIbCTBA IO 3alIHUTE
NEPCOHANBHBIX JAHHBIX, COTJIACHO KOTOPOMY KOMIIAHWHM, pPa0OTaIOMMe C IEePCOHATBLHBIMU
JAHHBIMU, 00S3aHBI TAPAHTUPOBATH UX HAJICKHYIO COXPAHHOCTb.

DTOro ynmaercs JOCTHYb HECKOJIBKMMH criocobamu. B dwactHocTH, 3a cuer (yHKIMH
KOJMPOBaHUs JOKYMEHTA, IPOCMOTP KOTOPBIX CTAHOBHUTCS BO3MOKHBIM TOJIBKO TIOCJIE€ BBEACHUS
napoJisi. Taxke cuctema nomyckaeTr ucnoiabzoBanue DI u npu HEOOXOTUMOCTH OTPaHUYKUBACT
JOCTYN K 4YacTsM apXuBa, OTICIBbHBIM JOKYMEHTaM WIM UX (parMeHTam [Uisl pa3iHdHbIX
nosib3oBarenel uiam rpynn nonb3oBatened. Kpome toro, OJIAP CAIIEPMOH xpanut
JJIEKTPOHHBIE JOKYMEHThl B BHJIE CHEIHAIBHOTO 3aKOAMPOBAaHHOIO (haijga COOCTBEHHOTO
dopmara (Meradaitna) UIsi HCKIIOYEHUS BO3MOXKHOCTH HEMPABOMOYHOTO KOIUPOBAHUS U
UCIIONIb30BaHUsl Bcel MHOpManuu WM ee 4acTh. Bce 3TH Mepbl U CcO3/1al0T HEOOXOAMMBbIE
YCIOBUSL JJI HAJIEKHOTO, 3alIUIIEHHOTO XPAaHEHUs NEePCOHAIbHBIX JAaHHBIX COTPYJHUKOB
KOMIIaHUH.

Buenpenue peuienus «JIEKTPOHHBIN apXUB KaJpOBOTO JIEIONPOU3BOJICTBAY MO3BOJISIET B
CUMTAHHbIE CEKYHJbl HAaXOJIUThb HEOOXOJUMBIH JIOKYMEHT, KOHTPOJMPOBATH IPaBHIBHOCTh
o opMIIEHHUS JIeJ]1 B PEKHUME PEATbHOTO BPEMEHHU U MPOBOJIUTH ayIUT KaApOBOM JOKYMEHTAIlUU B
ylaleHHbIX (unuanax v noapasneneHusx. Kpome Toro, cucrema obecrneunBaer paboTy c
TEeKYIIMMH KaJpOBBIMU JOKYMEHTaMH, UTO OOJer4aeT IMpoLecCc pPEerucTpaluud KaJpoBOn
JOKYMEHTAIlMK, a 3a CYeT MHTErPALUU DJIEKTPOHHOIO apXMBa C CYHIECTBYIOIIMMH KaJpOBBIMU
CUCTEMaMM aBTOMaTH3UpPYyeTCs paboTa 1o y4eTy U cOopy craTucTuueckoi nHpopmaruu. Bee aTo
B KOMIUIEKCE M03BOJISIET MOJIHOCThIO aBTOMATU3HPOBATh paboTy KaApOBUKOB, ONTUMU3HUPYS TEM
CaMbIM JIESITEIbHOCTh KaJIPOBBIX MOJPa3/IeIeHUI KOMITaHUY.

Vcnonb3oBaHue 3JIEKTPOHHOIO apXHMBa B paboTe CIIyKObl YMpaBJIECHUS IE€PCOHATIOM.
Kpome xaapoBOro JOKyMEHTAI[MOHHOTO ydeTa B MPOILECCE YIpPaBJICHUS MEPCOHATIOM KPYIHBIX
OPEINpUATHA CO37a€TC MHOKECTBO HEe(OpPMAIM30BAaHHBIX JTOKYMEHTOB: IICHXOJIOTHYECKHE
XapaKTepUCTUKU COTPYAHUKOB, ydeOHblEe MaTepHalbl, COIMOJOTUYECKHE OMPOCHI, PE3yIbTaThl
OLIEHKH NPO(ECCHOHATBHBIX KauecTB IMepcoHasa W Ap. Takue TOKYMEHTHI TaKKe MOXHO
3arpy3uTh B JIEKTPOHHOE XpaHWINIIE.

CDA mno3BossieT pOopMHUPOBATH €IMHBIE MAKEThl JOKYMEHTOB, CBA3aHHBIX C O0y4YEHHUEM,
OIICHKOM, aTTeCTAIMel MepcoHaa Ijis JOKYMEHTAI[MOHHOTO 00OCHOBAaHUS TIPUHATHS KaJIPOBBIX
peLICHU.

PykoBonuTensiM enapTaMeHTOB, HadallbHUKAaM OTEJIOB, CIEeHalucTaM o O0yYeHHIO U
JPYTUM  yIIOJIHOMOYEHHBIM COTPYAHMKAM HACTPauWBaIOTCS TpaBa JOCTyNa K I0J00HBIM
nokymeHTaM B COA /1711 COBMECTHOM ¢ KaJpoBOH CITy>k00# paObOTHI IO YIIpaBICHUIO IEPCOHATIOM.

MaccoBast oun(ppoBKa TOKYMEHTOB MPOHUIBIX JeT. s 3¢ (EeKTUBHOIO HUCIOIB30BAHUS
CUCTEMBI D3JIEKTPOHHOTO apXHWBa HEOOXOAMMO HAIOJHUTh €ro CKaH-KOMUSAMHU OyMasKHBIX
KaJ[pOBBIX JOKYMEHTOB. MUHHMaIbHO HEOOXOUMBIH 00BeM JOKYMEHTAIMH (THUIIbI, KOJIMYECTBO,



CPOK JaBHOCTH) JUId OLM(DPOBKM ompeaensercd Ha drtane sKcnepTusbl. OH 3aBUCUT OT
BHYTPEHHUX MOTPEOHOCTEH KaapOBOW CIIy>KOBI, YACTOTHI 3alIPOCOB CIIPABOK, BBITUCOK U KOMUH
JIOKYMEHTOB U Apyrux (pakropoB. OHOBPEMEHHO OINpPENeNeTCs] KOJINYECTBO MHICKCUPYEMBbIX
nosiel, HeoOXoAMMBIX I A3(PQPEKTUBHOTO TIOMCKA JaHHBIX. TakuMmM o0pa3oM, MOXKHO
ONTUMHU3UPOBATh OOBEMBI, CPOKM U CTOMMOCThH BBINOJIHEHUS Pa0dOT MO OLMU(POBKE, a TaKkKe
OIIPEJIEIUTh OYEPEAHOCTh CKAHUPYEMBIX JIOKYMEHTOB U JEl.

PaGoThl 1O MaccoBOMy CKAaHHPOBAaHHIO apXHWBa OyMaKHBIX JIOKYMEHTOB MOIYT
BBITNOJIHATHCS Ha MPOU3BOICTBEHHBIX IUIoIaakax Kopnopanuu niu Ha tepputopun 3akazumka. B
HOCJIETHEM CIIy4ae UCIOJIb3YIOTCS MOOUIIbHBIE OpUra/ibl CHELMAINCTOB 110 CKAHUPOBAHUIO.

Bcee paboThI BBIIIOJIHSIET BBICOKOKBAJIU(DUITUPOBAHHBIH nepcoHall 1o
CIELUAIN3UPOBAHHBIM TEXHOJIOTUAM. B 4YacTHOCTH, NPHUMEHSAIOTCS TEXHOJOIMM IO 3allUTe
NEpCOHANBHBIX JaHHBIX. Hampumep, Ha 3Tane MHISKCUPOBAHMS M300paXeHUE pa3zeiseTcs Ha
YyacTu U (parMeHThl ¢ JaHHBIMU OAHOTO THMa ((haMUINU, UIMEHA, aCIOPTHBIE JaHHbIE WU Ap.)
OPUXOIAT Al 00pabOTKM OJHOMY ONEpaTopy, JaHHbBIE APYroro Tma — K Apyromy. Takum
o0pa3oM, HHUKTO HE BUAMT IEJOCTHYO HMH(POPMALMOHHYIO KapTHHY 00pabaThiBaeMOro
JIOKYMEHTA.

0

Visanos
Rerpos |
Kysweuos ;

=

=

e P P r_'/' o 0 ( N Cavmran e r.p.
v 119 ' 1
! Heanoe Heax 1964 ' [ RRE Hestios How 1564
. ' 1972 S35 | 2 | Nerpos Netp 1972
4 Jlempos Jlemp 1972 ! 8o
{ 1988 3 | Kyaneuos Cepreit | 1988

I Kysmeyos  (epzeir 1988 '

Hean 0

Ceprei

Bricokoe kauecTBO pe3ynbTaTOB paboT JOCTUTAETCS 32 CYET MHOTOCTYIIEHYATON CHCTEMBI
KOHTPOJII KauecTBa M CIEIHUAJIbHBIX TEXHOJOTrWi. Hampumep, mpu pydyHOM pacno3HABaHUU
JIOKYMEHTOB OJIHO M300paKeHHe MPUXOIUT Ha 00pabOTKY IBYM orepaTopam, a KOHTPOIHPYOIIas
MporpaMma CpaBHHUBAET BBEICHHBIE UMU TaHHBIE. B cilyyae pacx0xaeHUs MPaBUIbHOCTD JaHHBIX
MOJITBEPK/IA€T BHICOKOKBATU(UIIUPOBAHHBIN COTPYTHUK.

B pesynbraTe MaccoBOM OIM(PPOBKH IMOJIy4aeTcss 3JIEKTPOHHBIN HH(OPMALMOHHBIN
pecypc (CKaH-KOMIUU JOKYMEHTOB M HWHJIEKCHas 0a3a), TOTOBBIM K 3arpy3ke B AJIEKTPOHHOE
XPaHWIHILE.

[lepcriekTuBBl pa3BUTHS pemieHUs. MoJaepHu3aus W MaclTaOupOBaHUE PEIICHUS
OCYIIECTBIISIETCS C POCTOM TpennpusaTus, ¢ BBeAeHueM OOIero meHTpa o0padoTKu KaapOoBOH
JOKYMEHTAIuu (HarpuMep, 7Sl TEPPUTOPHUATEHO PAacTIpEACNIEHHBIX M XOJIAUHTOBBIX CTPYKTYD),
JUIsL XpaHEHUs JOKYMEHTOB JIpYrMX Ciyxk0 opraHuzaunuu (Oyxrantepus, AOTOBOPHOM OTJEIN,
HOpa3ieNieHus], 00eCeunBaloIIe OCHOBHBIE OU3HEC-TIPOLIECCHI U T.JI.).

[To 3ampocy 3akazumka BO3MOXHa pa3padOTKa aBTOMATHU3MPOBAHHBIX CHCTEM IS
HR-mporieccoB moabopa, arrectanuu, oOydeHHUs IepcoHana Ha IUIATGOpMe 3JIEKTPOHHOTO
apXxmuBa.

IIpeumyiuecrsa:

o MoBsbiweHMe 3dpPeKTUBHOCTN paboTbl KALPOBOM CAYKObI 33 CYET COKPALLLEHMA BpEMEHU
06paboTKM KaapoBoi MHPOPMALMM U CHUNKEHUS 0ObeMa BymarXKHOro 4OKyMeHToobopoTa.



. CHWXXeHWe Harpysku Ha NpoduabHbIX cneunanuctos HR-noapasaeneHuii.

. BbICTPbIN NOUCK AOKYMEHTOB MO Nt0bbiM aTpubyTam (TabenbHbii Homep, PUO
COTPYAHMKa, NoapasaeneHne, TUN AOKYMEHTa, BDEMEHHOM Nepuoa, u Apyrme) U B pexume
NOJIHOTEKCTOBOIO NOUCKa, GOpMMPOBaHME M NeYaTb NOAOOPKN KaapOBbIX JOKYMEHTOB.

. [onroBpemeHHOe XpaHeHUe 31EKTPOHHbIX JOKYMEHTOB B TeYEHUE CPOKOB,
NpefycMOTPEHHbIX 3aKOHOAATENbCTBOM, C aBTOMATUHECKUM YBEAOMNEHUEM OTBETCTBEHHbIX
COTPYZAHWUKOB 06 UCTEUYEHWUMN CPOKOB XPAHEHUS.

. ObecneyeHue 3aLMTbI NEPCOHA/IBbHBIX AAHHbIX 33 CHET MPOrPAMMHOTO OrPaHUYEHNA
[0CTYNa K HUM, HAaCTPOWKKU NPaB No/b30BaTeNe, CNONb30BAHMA CNELMaIN3UPOBAHHOTO MOAY A
3allMLLLEHHON neYyaTu.

. CHUKEeHMe PUCKOB NOPYM U yTEPU OPUTMHANOB KAZPOBbIX JOKYMEHTOB.

. CoKpallleHWe 3aTpaT Ha cofeprKaHne apxunBa bByMaKHOM KafpoBOI AOKYMEHTALMN.

Peanuzosannvie npoexmot.

Cucrema aBTOMaTH3alMu AeATEJIbLHOCTH apxuBoB YensaOnHckoi od1acTu

I'V «Ob6benuHeHHbI rocynapcTBeHHBbIN apxuB YensOunckoit obmactu» (OI'AYUO) —
camoe€ KpYyIHOE YUpexkK/IeHUE apXUBHOU CIIy>KObl perioHa, B KOTOPOM XpaHUTCs Oosiee 2 MIIH Jell,
B TOM uuciie ocobo neHHbiXx. B crpykrypy OI'AHO Bxoaar 10 oTnenoB u 6 CEKTOpOB,
COXpPaHHOCTh M UCIIOJIb30BaHUE TOKYMEHTOB oOecrieunBaroT 120 COTpyAHUKOB.

IIpaBurensctBoM YensOuHckoil obimacTu ObLIa IMOCTaBiI€Ha 3agadya — OOECIeYUTh
MPEIOCTABIICHUE B KpaTdailne CPOKW HEOoOXOTUMOW apXWBHOW HMH(OpMAIuU IS Tepexoja
OI'B Ha oka3aHue rocyJapCTBEHHBIX YCIYT B 3JIEKTPOHHOM BHJE. DTO MO3BOJIUIO BO30OHOBUTh
paboThl MO co3maHui0 EnuHoi MH(DOPMAIIMOHHO-TIOMCKOBOM CHCTEMBI apXHBOB UessOMHCKOM
obnacTu.

TpeboBasochk 00eCIIEUUTE:

a) BO3MOXKHOCTb yhajieHHoH nojaauu obpamieHuss B OAYO u KOHTpOsIsl HaJl XOJIOM M
pe3ysibTaTaMu €ro WCIOJTHEHHS JUii OOpaOOTKU COIHMAILHO-TIPABOBBIX 3ampocoB YIIDP,
OpraHu3aluil U rpaXkaaH;

0) BO3MOXHOCTh YAQJICHHOW pabOTHI C JOKYMEHTaMH U3 cocTaBa (hOHIA MOJIh30BaHUS Ha
AIIEKTPOHHBIX HOCUTEIISAX U1 3apPErMCTPUPOBAHHBIX M0JIb30BATENEH YUTAIBHOTO 3aJ1a apXUBA;

B) NOIMOJHEHHE CYILECTBYIOIIEH HMH()OPMAIlMOHHO-TIOMCKOBOM 0a3bl apxuBa U (oHMa
II0JIb30BAHNUS HA 3JIEKTPOHHBIX HOCUTENSX IEKTPOHHBIMU KOMMUSIMH JOKYMEHTOB apXHUBa.

Jnst pemieHust 3TuX 3amad Obuto perneHo mnpoBectu oOHoBieHne AWC APXUB c
no0aBlIeHUEM U 10pabOTKOM TUIOBBIX MOJYJEH U peanu3anueil web-cepBHUCOB.

Pemenue. Ha nepsom stane B pamkax 'K NeO1.K ot 11.07.2011 6bl1a ycneniso perieHa
3aja4a ONepaTUBHONW OTPabOTKH COIMAIBHO-TPABOBBIX 3anpocoB. Kpome Toro, ObuT pacuivpex
CIMCOK TEMAaTUYECKUX pa3JieloB 3JIEKTPOHHOIO XpaHWIUINA M J100aBlIE€Hbl HOBBIE MOJS B
CTPYKTYpY 0a3bl JaHHBIX AJIsl MHJIEKCAIIMH JOKYMEHTOB JOPEBOIIOIMOHHOIO IIepHOa.

B Hacrosimuii MOMEHT MpOJOJKAIOTCS PpadOThl MO PACHIMPEHUI0 (PYHKIMOHAIBHBIX
Bo3MoxHocTel cuctembl AUC APXUB 11 o6cmykuBaHus yaleHHbIX Mob30BaTeseil. Bropeim
ATanoM 3ariaHupoBaHo co3aanue B 2012 roay MHTepHeT-nopTana apXuBHO ciy»0bl 0071acT! U
3aBepIleHNEe TeKYIUX paboT M0 OOHOBICHUIO CYIIECTBYIOIINUX M BKIIOUEHHIO B COCTaB CUCTEMBbI
JOTIONTHUTENBHBIX MoAyiei. CoriacHo mpexbsSBIECHHBIM TpeOOBaHUSIM, TEXHOJIOTHYECKas
ApXUTEKTypa CUCTEMBI TIO3BOJIHUT 00ECIIEYUTh COBMECTUMOCTH ¢ MH(OPMAIIMOHHBIMH CUCTEMaMHU
rOCy/IapCTBEHHOTO0 CEKTOpa W pPa3jMYHbIX BEJIOMCTB 3a CUET HCIOJb30BAHUSA OTKPBITHIX
CTaH/IapTOB B3aUMOJECHCTBUS.

Pesynprarel. Kommuieke peain3yeMsIx MEPOIIPUATHN ITO3BOJIUT:

1. ObecneunTb rpaskaaHam M opraHM3aUMsAM BO3MOMKHOCTb B MOJIHOW Mepe peasnv3oBaTb
CBOM NpaBa Ha noay4yeHne MHPOPMaLMK, COAEPIKALLENCA B apXMBHbIX AOKyMmeHTax OTAYO.

2. MoBbICUTb 3GPEKTUBHOCTb AeATENbHOCTU ApXMBa MO YNPaBAEHUIO U NPeAOCTaBAEeHNIO
AocTyna K doHaam B 6yMarKHOM W 3/1EKTPOHHOM BUAE.

3. MoBbICUTL OMNEePaTUBHOCTL 06PAaBOTKM NOCTYNAKOLLMX COLMANBbHO-NPABOBbIX 3aMPOCOB.

4, CHU3WUTb HarpysKy Ha COTPYAHMKOB 3a CYeT aBTOMATM3aLUMM TUMOBbLIX aAPXMBHBbIX
npoueayp.

Taxxe peanu3zoBanbl mpoekThl B opranax 3AIC.



dunexTpoHHblid apxuB 3AI'C KajquHuHrpaackou odJjactu

3AI'C (ArenrctBo) KammHuHrpanackoil oOnacTH SBISETCS HCIOJHUTENBHBIM OPraHOM
rOCy/IapCTBEHHOW BJIACTHU, OCYILECTBIISIOMMM (DYHKIMM OpraHu3allud JACSITeNbHOCTH IO
rOCyIJapCTBEHHOW  PETUCTPALlUM  AKTOB  IPAXKJAHCKOIO  COCTOSIHUSL HAa  TEPPUTOPHUH
Kanununrpaackoit obnactu, crienuanbHble (YHKIIUU B YCTaHOBJICHHOHN cdepe NesTeIbHOCTH U
KOOPJAMHUPYIOIIUM JesTenbHOCTh 25 otaenoB 3AI'C ropona KanuHuHrpas 1 MyHUIMIAIbHBIX
oOpa3zoBaHuii 00IaCTH.

C momenTa obpazoBanus Kanununarpaackoi obnactu (KO) B 1946 roqy apXxuBbl OpraHoB

3AI'C nakonmmm 6osee 9000 aKTOBBIX KHHUT, ITPH 3TOM B YUETHYIO CUCTEMY BHECEHBI CBEJICHUS 00
aKTax TPa)xJAaHCKOTO COCTOSIHUS HaunHasi ¢ MoMeHTa €€ BHeapeHus: — B 2004 roy. 3anucu ¢ 1946
1o 2003 robl (0KOJI0 2 MITH. 3aITUCEl ) MPeICTaBIEHbI TOJIBKO B OyMaKHOM BHJIC.
C uenplo aBTOMaTU3alMM OCHOBHOH JAestenbHOCTH AreHTcTBa U oTnenoB 3AI'C, nepexona Ha
OKa3aHHe TOCYJIapCTBEHHBIX YCIIYT B 3JIEKTPOHHOM BHJIE, @ TAK)KE ISl MOBBIIICHUS COXPAaHHOCTU
JOKYMEHTOB Ha OyMakHbIX HocuTensix, [IpaBurenbctBom Kamununrpagckoi oOmacté ObLIO
OPUHATO pelieHne 00 ouu@poBKE HAOKYMEHTANbHOrO (HOHAA TO pEerucTpanuu akToB
IPaXKAAHCKOT'O COCTOSIHUSA U CO3JJaHUI0 €MHON MOMCKOBO-CIIPABOYHON CUCTEMBI «DIEKTPOHHBIN
apxuB 3AI'C» Kanununrpaackoi o0nactu.

Pemenne. Ha nepBom stame B 3AI'C (ArentctBe) Kammnunrpanackoit o0nactu Obul
pa3BepHYT MPOTPaMMHBIA KOMILIEKC B BHUJIE MakKeTa CHUCTEMbl M C(HOPMHUPOBAH TECTOBBIM
AIEKTPOHHBINA HH(pOpMaIMOHHBIN pecypc B o0beme 20 Thic. 3anuceit. B kaxaom otaene 3AI'C KO
HACTPOEHO KJIMEHTCKOE MPUIJIOKEHUE AJIs yJAJIEHHOIO 10CTYIa K AJIEKTPOHHOMY apXHBY.

Jlig opraHu3anuy 3JIEeKTPOHHOTO apXuBa ObUIO pelmieHo ucrnoib3oBaTh ECM-cuctemy
CAIIEPUOH. CAIIEPMOH otnocutcs k cucremam kiiacca ECM, mpeaHazHau€HHBIM s
OpTraHHU3aIMH U YIPABIEHUS dJIEKTPOHHBIMH PeCypcaMu JIt000il CI0KHOCTH, U 00J1aJaeT HabOpOM
BCTPOCHHBIX (PYHKIIMOHAIHHBIX BO3MOXKHOCTEH, HEOOXOMMMBIX [t opranuzamun DA 3AIC:

1. XpaHeHue JOKYMEHTOB B BUAE 3aKOAMPOBaHHOrO MeTadaiina, He 4OMNYyCKaloLWero
bparmMeHTapHOro KOMMPOBAHWA U HepernameHTMPOBAHHOIO NPOCMOTPa MHbOPMaLMK;

2. pasrpaHuyeHue JOCTYNa K XpaHWMbIM AOKYMEHTaM Ha YpOBHE rpynn, posiei
no/nb30BaTeNiei U OTAENbHbIX NO/b30BaTeNeil;

3. OMnepaTUBHbINA MOUCK XPAHALLMXCA B CUCTEME JOKYMEHTOB, C BO3MOXHOCTbIO
bopMMPOBaHMA NPOU3BO/IbHBLIX NOABOPOK CBEAEHMI 06 aKTOBbIX 3aMMUCAX UM INEKTPOHHbIX KOMWA
[OKYMEHTOB MO K/toYeBbIM NapameTpam;

4, BO3MOKHOCTb MHTErPaLMKN AN AOCTYNa K 3/IEKTPOHHbIM KOMMUAM aKTOBbIX 3anucei
HenocpeacTBEHHO U3 UHTepdelica y4eTHON CUCTEMBI;
5. npsMoe ynpasaeHue CKaHMpyowmm obopyaoBaHMeM AN aBTOMATUYECKOro

HaNOJNIHEHUA XPaHUAULLA S/TEKTPOHHBbIMU KONMUAMU OOKYMEHTOB, MNOCTYNalWMMM C Y4aCTKOB
oumbpoBKY;

MOJJIEPKKA BEPCUOHHOCTH, KOTJIa IMPH W3MEHEHHWHW JIOKYMEHTa WJIM [AHHBIX OHU HE
IEPE3anUChIBAIOTCA, 4 COXPAHAETCA UX OuepeaHas BEPCHUsl.
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Ha BTOpOIi 3Tane B COOTBETCTBUM ¢ 11eJIeBOM IporpamMmoil «Pa3zButue nHhopManoHHOTO
obmecrBa B Kammaunrpazackoit obmactu wa 2011-2014 roxmei», 6buio pemeno B 2012 romy
MPOBECTH CKAaHUpPOBaHHE BCero oObeMa akToBBIX 3amucedd 3a 1946-2003 romel u
IIPOMHAEKCUPOBATh (CO3/1aTh JJEKTPOHHBIE KapTOUKH) TecToBbIH MaccuB otaena 3AIC
['ypbeBCKOro MyHULIMIIAILHOTO PaioOHa.

Jnsi momoOHBIX 3amuceld ObLIO PEIIeHO BOCIOJIB30BATHCS BCTPOCHHBIM B CHUCTEMY
CAIIEPUOH wmexaHu3MOM BEpCHOHHOCTH, KOIJIa OJHOM aKTOBOM 3alMCU CTaBUTCA B
COOTBETCTBUE HECKOJIBKO BEPCUN YyYETHON KaPTOUKH, C BO3MOXKHOCTbD ITOMCKA 10 KAXKI0M M3 HUX
0JITHOBpeMeHHO. [lonyueHHbIi HHPOPMALIMOHHBIN pecypc, COCTOSIINMN U3 IEKTPOHHBIX 00pa3oB
JOKYMEHTOB U CTPOTO COOTBETCTBYIOIIMX UM YUYETHBIX KapTOYeK, 3arpy’keH B MakeT
MIOUCKOBO-CIPAaBOYHON cHcTeMbl «DneKTpoHHbIN apxuB 3AI'Cy» KanuHuHrpaackoi o6aacTu.

Ha tpersem nstame, B 2013 roay, Hauvamach pabora 1o (GOPMHUPOBAHUIO E€AUHOTO
unpopmannonnoro pecypca 3AI'C (ArentcrBa) Kanununrpaackoii obnactu. [locne Toro kax
equnblil pecypc 3AI'C KO 6yner chopMUpOBaH U 3arpyeH B CUCTEMY, « DJIEKTPOHHBINA apXUB
3AI'C» KO Oyzner nepeBelieH B CTa/iMI0 MPOMBIIUIEHHONW 3KCIUTyaTallud, U CMOXET B MOJHOMN
Mepe peau3oBaTh CBOE IpenHa3HaueHue. Kpome Toro, B paMkax TpeThero 3ramna IUIaHupyeTCst
mpoBecTH MHTErpanui InekTpoHHoro apxuBa ¢ MAMC 3AI'C Bo Bcex TeppUTOPHAIBHBIX
ornenax 3AI'C KO st 6ombiiero yno0cTBa UCIONb30BaHUS U COKPAIICHUSI BpDEMEHH Ha MOMCK
TpedyeMoii nHpopManuu.

Pesynbrarel. Kanuuubrpajckas oOnacTh craja MEpBBIM PErMOHOM, PEATN30BABILINM
IPOEKT IO NMEpPeBOAY B DJEKTPOHHBIM BHJ BCero BOCTpeOOBaHHOrO (oHaa 3amuceil 00 akTax
IPaXKAaHCKOTO COCTOSIHUS.

OO6nactp yxe Mmojsy4yusia B 3J€KTPOHHOM BHJIE OJMH M3 Haubosiee COIMaIbHO 3HAUUMBIX
JTIOKYMEHTHBIX PECYpcoB, a K KoHiry 2013 roma, 6maromapsi W3BJI€YCHUIO 3HAYUMBIX CBEICHUH 1
HAIOJIHEHUIO CHUCTEMBI JIEKTPOHHOTO apXMBa, CMOXKET 00ECIEeYUTh MOJHOLEHHBIN Mepexo Ha
npenocrasienne ycayr 3AI'C B 31eKTpoHHOM BuAe W uHTerpupoBarb opranel 3AI'C B
UHPPACTPYKTYPY MEKBEIOMCTBEHHOT'O JIEKTPOHHOI'O B3aUMOICHCTBHUSI.

Takum o0Opaszom, cozmanue DnektpoHHoro apxuBa 3AI'C KammaumHTrpasckoi oOiacTu
MIO3BOJIMJIO:

1 €031aTh enrHOe HH(POPMAIIMOHHOE IPOCTPAHCTBRA ISl BBOJA, XPAHEHHS 1 HCIIOIb30BaHUS
3JIEKTPOHHBIX TOKYMEHTOB U CBEJICHUI 00 aKTaxX IpaskAaHCKOro coctosHus KaauHuHrpaackon obnacty;
2. COKPAaTHUTh CPOKH NPEIOCTABICHUS yCIyr B cepe rocyaapcTsennoi peructpaun AI'C n

0TpabOTKM MEKBEJOMCTBEHHBIX 3aPOCOB 3a CUET MepeBOIa B JIEKTPOHHBIN BUI BCETO BOCTPEOOBAHHOTO
(dOoHIa aKTOBBIX 3amucell U oOecrieueHus ONEPATHBHOTO PErIaMEHTHPOBAHHOTO JIOCTYIA COTPYIHUKOB
TeppUTOpHATBHBIX 0TAEN0B M ArenTcTBa 3AI'C K moayueHHOMY HHPOPMAIMOHHOMY pecypcy;



3. 00€eCTeYnTh CUCTEMATH3AIINIO U JIONTOBPEMEHHOE XpaHEHUE AIEKTPOHHBIX JJOKYMEHTOB U
JIAHHBIX;

4, MUHUMH3UPOBATh YHCIO 3aIPOCOB K OYMa)XHOMY apXWBY W CHHU3HTh TaKHUM 00pa3oM
PHICKH IOPYH H YTPAThl OYMaXKHBIX IOKYMEHTOB, 32 CUET HCIIOJIB30BAHUS U O0PAIICHHS PEUMYIIIECTBEHHO
K AJICKTPOHHBIM 00pa3aM aKTOBBIX 3aIHCeH;

5. MOBBICUTh YPOBCHb KOHTPOJII W ayauTa KaK BHYTPCHHEH JesATCIIbHOCTH, TaK |
MPEJIOCTABIICHUS TOCYAAPCTBEHHBIX YCIYT W MEKBEJOMCTBECHHOTO B3aUMOJICHCTBUS, 1 MUHUMHU3HUPOBATH,
TaKuM 00pa3oM, pHUCKH HEHCIIOJTHEHUS 3alPOCOB TPAXKIAH M OpraHU3alMid B YCTAHOBICHHBIC CPOKH.

Enunasn HH(POPMALOHHO-TIOMCKOBAsA cucTremMa roCyiapCTBeHHbIX "
MYHHUIMIATbHBIX apxuBoB SIMasio-HeHenkoro aBronoMHoro oxkpyra (IHAO)

Pazputue  uHpopManuoHHOro  of0mecTBa M IEepexoA  Ha  IMPeloCTaBJICHUE
rOCYJapCTBEHHBIX YCIYT B QJIEKTPOHHOM BHJIE TOTPEOOBAIN BKIIOUECHHU ST ApXUBHBIX YUPEKICHHH
B HH(PACTPYKTYPY PETMOHAIbHBIX JIEKTPOHHBIX MpaBUTENLCTB. HapaBHe ¢ rocynapcTBeHHbIMU
apxuBaMH, OOJIAJAIOMUMH OOJBIIUMH MAaCCHUBAMH HMCTOPHUYECKUX, COLMAIBHO 3HAYMMBIX
JIOKYMEHTOB U JOKYMEHTOB I10 JINYHOMY COCTaBY, 0c000€ BHUMAHUE YIEISIEeTCs MyHULIUTTaTbHBIM
apxXuBaM, XpaHSAIIUM B CBOMX (OHIaX JOKYMEHTbI 10 OCHOBHOM JESITEIbHOCTH OPIaHOB
MYHUIUNAIBHON BJIACTH, CYIE€OHBIX OPTraHOB, OOIIECTBEHHBIX OpraHU3alui, MPOMBILIUICHHBIX,
CEJIbCKOXO3SMCTBEHHBIX M  HHBIX  HPENNpHUsITH, B TOM YHUCIE€ BOCTpeOOBaHHbIE
IIPABOYCTAHABIIMBAOIME TOKYMEHTBHI MYHULIUIIAJIUTETOB.

Ceronnasa nHambonee >(PQEKTHBHBIM MOIXOAOM K aBTOMATH3ALMU SIBIISETCS CO3/IaHUE
€IVHOM, LEHTPAJIM30BAHHOM CHCTEMBI YIPABICHUS AapXWBHOM JAEATEIbHOCTBIO HAa YpPOBHE
cyobekra PO. YkazaHHas cucrema JIOJKHA 00J71a1aTh BCEM HEOOXOIUMBIM (DYHKIIHOHAIIOM TI0
aBTOMAaTH3allMM apXUBHOHM JEATENBHOCTH U BO3MOXKHOCTHIO TMOKOW HACTPOMKHU JAJISl pelIeHUs
MHAMBUAYaJIbHBIX 3a]1a4 Ka)KJI0r0 apXUBHOT'O YUPEKICHUS.

Jlns noBblieHUsT 3((EKTUBHOCTH IPOLIECCOB OCHOBHBIX HAIPABICHUH JEATEbHOCTH
roCy/1apCTBEHHBIX U MYHUIIUIIAJIbHBIX apPXHUBOB, a TAK)KE I1EPEX0a Ha IIPEIOCTABICHUE aPXHUBHBIX
yCIyr B 3JeKTpoHHOM BHJe, IIpaButenscTBoM SIMano-HeHenkoro aBTOHOMHOTo OKpyra ObLIO
IPUHITO pEIIeHHEe O CO3JIaHuM €auHOW HH(popMalmoHHO-TIouckoBoi cuctemsl (EUIIC),
o0benuHsAIomEeN B cBoeM KoHType Ciy»k0y 1o fienam apxuBoB, ['ocynapctBenHslii apxus (I'A) u
apXuBbl MyHUIIMNAIBbHBIX 00pa3oBanuii AHAO.

Pemenue

1.Ha mnepBom »3Tanme mnocTpoeHHs €AUHOW cHuCTeMbl ¢ mnomousio Mmonyinedn AWC
OJIAP-ApxuB OblIIM aBTOMAaTHU3UPOBaHbI epBoouepeHble GyHkIu CayXObl 1O 1e1aM apXUBOB
u 'ocynapcreennoro apxusa SIHAO 1o ynpaBieHHIO apXUBHOM AESITEIBbHOCTHIO, YUeTy (POHI0B
U 00CITyXKMBAHUIO MTOJIb30BATENIEeH B UNTAJIBHBIX 3aJ1ax.

J114 BbIBEIEHUSI CUCTEMBI B CTA/INIO ONBITHON SKCIUTyaTalluy B HEE€ ObUIM UMIIOPTUPOBAHBI
y4eTHO-apXMBHbIe JaHHbIe U3 Beayiueiics B 'A SIHAO ob6meorpacnesoit B/l «ApxuBHslit GoHI»,
a TaKXe 3arpy’keH IepBoouYepeHON MHPOpPMAMOHHBIN pecypc B cocTaBe 340 apXUBHBIX Jell,
npenocTabieHHbIN City:x00i 1O AeaM apXUBOB.

2. B 2012 rogy moacucrema I'ocynmapctBenHoro apxuBa SIHAQO Obuia nomnonHeHa
MOJlyJIEM aBTOMAaTHU3allMM y4eTa IpUEMa U MCIOJHEHHS 3alpOCOB U MOJYJIEM B3aMMOEHCTBUS
EUIIC ¢ TIK «ApxuBHBI (OHI», pealnu3yloluM IBYXCTOPOHHHI oOMeH uHdopmanuen mo
pyOpukam, poHIaM, OTUCSIM U JIeTaM.

bouta Beimonnena kousepTanus u 3arpyska B EUIIC Bcex Tematnueckux b/l, Beqymuxcs B
'A SHAO. IlapamiensHo ObUTH NPOBEASHBI pabOTHl MO CO3JaHHMIO 3JIEKTPOHHOrO (hoHaa
MOJIb30BaHUS ITyTeEM OIU(GPOBKH TOMOJHUTENHbHO 20 apXxuBHBIX onrced u 6osee 1000 apXuBHBIX
nen 3a nepuoj ¢ 1887 mo 2000 roapl, Bkirovas 166 0cob0 IEHHBIX JE.

OTaenpHBIM 3JIEMEHTOM, OO0ECIEYUBAIOLIUM IPEJIOCTABICHUE AapXHUBHBIX YCIYT B
AJIEKTPOHHOM BHJIE, cTana nojacucrema «MHrepHeT-nopram». BkiItoueHHBIN B €€ cOCTaB MOAYJIb
«BupTyanpHBI YHWTAIBHBIA 3aJ1» MPEJOCTABISET IMOJb30BATENSIM BO3MOXKHOCTH IIOMCKA I10
aBromarusupoBanHomy HCA apxuBoB M cocTaBieHus TpeOOBaHMII Ha JOCTYN K apXHUBHBIM
JIOKyMEHTaM IIOCPENCTBOM ceTH MIHTepHeT.
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3. OgnoBpemenHo ¢ 3TuM B 2012 roay JlenaprameHT MH()OPMALIMOHHBIX TEXHOJIOTUN U
cBsa3u SIHAO npuctynuin k peann3anuy IpoeKkTa 1o aBTOMAaTU3allMd MyHULIUTIAIbHBIX apXUBOB U
noarotoBku ux K BriaroueHuto B EUIIC CnyxObl 1o genaM apXuMBOB B COOTBETCTBUHU C
MEpONpHUATHSIMU  LieJeBoM  mporpammbl  «Pa3ButHe  HMH(QOpMAIMOHHOrO  oOliecTBa U
dbopmupoBanue nekTporHoro npasutenberBa SHAO va 2011-2013 roasi».

C menpl0 HCKIIOYEHHUS 3aTpaT, CBA3AHHBIX C JIOpPAOOTKOW  pa3iMyaroIuXcs
ABTOMATHU3MPOBAaHHBIX CHUCTEM, a Takxke oOecreyeHuss B MOCJIEIYIOUIEM OJIHO3HAYHON
copmectumoct ¢ EMIIC, ObuI0 HpHHATO pelieHHe pa3paboTaTh THUMOBYIO MOJCHCTEMY
«MynununaneHbeiii apxuB» Ha ocHoBe Monyined AUNC 3JIAP-ApxuB. B coorBercTBUM ¢
rOCYJapCTBEHHBIM KOHTPAKTOM, pa3padoTaHHas IOJcCHCTeMa ObUla YCTaHOBIIEHA B 7-MH
MYHUIIMIIAJIBHBIX apXUBaX U apXUBHBIX oTAenax MmyHununaimirero AHAO.

Kaxnplii MyHUIMNATBHBIN apXuB MOJYYHJI CBOIO, ABTOHOMHYIO HH(OPMALUOHHYIO
CUCTEMY, MTO3BOJIMBILYIO CO3JaBaTh U yNpaBisaTh aBToMaru3upoBaHHBIM HCA mo gokymeHTam
apXuBa, BECTU YYET IOCTYIUIEHHUs 3allpOCOB IOJIb30BATENEH M UCIOIHATh UX B AJIEKTPOHHOM
BU/IE, TIONOJIHATH 3JIEKTPOHHBIN (POH]I TIOJIB30BaHUS U HCIIOIb30BaTh IOKYMEHTHI U3 €r0 COCTaBa,
B TOM YHCJIE PEaTn30BaTh 0OCIYKHBaHNE TOJIb30BATENICH B YUTAIILHOM 3aJle.

[IpeumymectBa. [IpruMeHeHne KOHLIETIINY [IEHTPAIM30BAHHOM aBTOMAaTU3aI[M1 apXUBHBIX
yupexaeHuil cyobekra P® ¢ ucmonb30BaHMEM THIOBBIX MOAYJEH CHenHaIu3UpOBAHHOTO
nporpammuoro npoaykta AWC DJIAP-ApxwB TO3BONSET TMOMYYUTh P 3HAYMMBIX
IPEUMYILECTB:

a) TOBBICUTH d(pPexkTuBHOCTh AesTenbHOCTH CiayKObl TIO JellaM  apXHBOB,
l'ocynapcTBeHHBIX M MYHHULMIAIBHBIX apXHMBOB PErHOHA MO YIOBJIETBOPEHHIO MOTpEeOHOCTEH
M0JIb30BaTENe B PETPOCIEKTUBHOM apXUBHOW WHGOpMAIMU, B TOM 4YHCIE IOCPEICTBOM
aBTOMATHU3alMK PYTUHHBIX IPOLECCOB U MPOLEAYP apXUBHOM AESITEIBbHOCTH;

0) MOBBICUTH Ka4eCTBO MPEIOCTABISEMbIX YUPEXKJIECHUSIMU apXUBHOM CIyKObI yCIIyT 3a
CYeT CO3JaHMs M HAlOJIHEHWs aBTOMAaTU3MPOBAHHOIO HAy4YHO-CIIPAaBOYHOIO ammapara IIo
JIOKYMEHTaM apXUBOB, COKpAIIEHHs CPOKOB UCIIOJHEHUS OOpallieH!H rpakKaH U opraHu3aluii, a



TaKK€ NPENOCTaBICHUs TpaxJaHaM BO3MOXKHOCTM JIOCTyNa K TOCYJAapCTBEHHBIM H
MYHUIUIIAJIBHBIM yCIyraM yepe3 ceTb HTepHeT;

B) 00ecreynTh BO3MOKHOCTh IIEHTPAIM30BAHHOTO PAa3BUTHUS U MOJAECPHU3ALUU CUCTEMBbI
IIPU U3MEHEHUN HOPMAaTUBHOT'O PETYJIUPOBAHMS I€ATEINbHOCTH;

r) TNOBBICUTh 3(G(EKTUBHOCT, pabOThl  DKCIEPTHO-NIPOBEPOYHOM KOMHCCHHM H
IIPEIOCTaBUTh BO3MOKHOCTh aBTOMATHU3UPOBAHO, B PEKUME PEAJIbHOIO BPEMEHU OTCIIEKUBATH
MOKa3aTeNH JeSTEIIbBHOCTH apXUBOB U (POPMHUPOBATH OTYETHO-CTATUCTUYECKYIO TOKYMEHTAIUIO B
pa3IMyYHBIX pa3pe3ax;

1) o0ecrneyuTb COXPAaHHOCTh 0CO0O0 LEHHBIX, YHUKAJIbHBIX U Hanbosiee BOCTPEOOBAHHBIX
JOKYMEHTOB 32 CUET U3BSATHS UX U3 000pOTa M CO3aHMUs IIEKTPOHHOTO (OHA MOTB30BAHHUA.

Pesynbratel. YcnemHas peanuzanus npoektoB CryxOpl 1o  JenaM  apXUBOB U
JenapramenTa nHGOPMAIMOHHBIX TexHOJIOoTHi U cBs3u SIHAO no3Bomuia:

B monHo#t mMepe aBTOMAaTU3MpPOBaTh MPOIECCHl apXUBHOU NesTenbHOCTH CiaykObl MO
nemnam apxuBoB M ['ocynapcrBerHoro apxua SHAQO, obecriedynTh MpeaoCTaBICHUE apXUBHBIX
YCIIYT B RJIEKTPOHHOM BHJI€ KaK B YaCTH HCIIOJIHEHHMS 3allpOCOB IOJb30BATENEH, TaK U B YacTU
OpeOCTaBlIeHUs] JocTyna K (GOHJaM W OOCIYXHBaHHMS MOJB30BATENECd IOCPEICTBOM
BUPTYaJIbHOT'O YUTAJIBHOIO 3aJa.

B nonHo#i Mmepe aBTOMaTU3UpOBaTh 7 MyHHIIMNANbHBIX apxuBoB SIHAO ¢ npuMmenennem
TUIIOBBIX MojyJied nporpammHoro npoaykra AUC DJIAP-ApxuB, B TOM 4ucCle pealn30BaTh
(byHKIIMOHAJ UCTIOHEHHUS 3alIPOCOB U 00CITY>)KMBAaHHUSI TIOJIH30BATENEH B UNTAIBHOM 3aJle.

Hanonaute aBromatusupoBanubiii HCA u co3marh IeKTpOHHBIN (DOHJ MOJIB30BAHUS
['ocynapcTBenHOro 1 MyHunumnaibHbIx apxuBoB IHAO, a Takke 00ecneyuTh ero COTpYIHUKOB
POTPAMMHBIMU ¥ TEXHHYECKHMHU CPEACTBAMH JIJIsl CAMOCTOATEIBHOM OI(PPOBKHU (POHIOB.



