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JIner akTyanusanuu padoyeil nporpaMmsl

PaGouas mporpamma nepecmMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2026 - 2027
yueOHOM rojy Ha 3aceqanuu kageapsl Ilenarornyeckoro o0pa3oBaHus U

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

PaGouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2027 - 2028
y4eOHOM rojy Ha 3acenanuu kadeapsl [legarormyeckoro oOpazoBaHus U

[Iporokonm ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

PaGouas mporpamma nepecmMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2028 - 2029
y4eOHOM rojly Ha 3acefanuu kadeapsl [lemarormueckoro ooOpasoBaHus U

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

Pabouas mporpamma nepecMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2029 - 2030
yueOHOM roy Ha 3acenanuu Kapenpbl [lemaroruueckoro oopa3oBaHus U

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




1 Leau ocBOeHMS TUCHUNIIMHBI (MOIYJIA)

LlenssMu OCBOCHUS JUCITUTIIMHBI (MOAYJIS1) «APXHUBBI IO IMYHOMY COCTaBY»
SIBJISIIOTCSI:

PaccMOTpPEHHE BOMPOCOB O(POPMIICHHUST OpTraHU3AIMOHHO - KaIPOBOM,
pacropsiINTENIbHON, HH-(OPMAIIMOHHO-CITPABOYHON JOKYMEHTAIIMHU M JIOKYMEHTAIIUU 10
JIMYHOMY COCTaBY B TECHOM CBSI3M C M3JIOKEHUEM PEKOMEHIAIUH TI0 MepeXo1y padoThl
KaJIPOBBIX CIYKO OT TPAAUIIMOHHBIX ()OPM K COBPEMEHHOM CUCTEME YIPaBICHUS
MIEPCOHAJIOM U OCHOBAMH TPYAOBBIX OTHOIIECHUH paboToIaTe s M paOOTHUKA B COOTBETCTBUHU
C TPYAOBBIM KoJiekcoM Poccuiickoit dhenepammm.

2 MecTo qucHuIIMHBI (MOYJIsI) B CTPYKTYype 00pa3oBaTe/IbHOM NPOrpaMMbl

JucnurmuHa ApXUBBI 110 JIMTYHOMY COCTaBY BXOJUT B YaCTh y4eOHOTO TUTaHA
dbopMUpyeMyI0 yYaCTHHKAMHU 00pa30BaTeIbHbIX OTHOIIEHUI 00pa30BaTeIbHOM MPOrPaMMBI.

st u3ydeHus TUCIUIUIMHBI HEOOXOAUMBI 3HAHUS (YMEHHUS, BIAICHHUS),
c(hOpMHUPOBAHHEIEC B PE3YJIBTATE U3YUCHUS AUCIHUILTAH/ IPAKTHK:

YnpasieHue nepcoHanioM

[IpaBoBencHME

KaapoBas nmonutuka

KaapoBoe nenonpousBoacTBO

ApXUBOBEJICHUE

DJIEKTPOHHBIE APXUBHBIC JOKYMEHTHI

VYnpaBieHue 31eKTpOHHBIMU apXHUBaMu

3nanus (yMEHHUs, BIAJICHUS ), TOJTYYCHHBIC IPU U3YUCHUU JAHHOM JTUCHIUTLITUHBI
OyIyT HEOOXOIUMBI JJI U3yUEHUS TUCIUTITAH/TIPAKTHK:

KonduaennuansHoe qen10npon3BOACTBO

3 Komnerenuun ody4aromerocsi, popmupyemsbie B pe3yibTaTe 0CBOCHHUS

AUCHUILNIMHBI (MOLYJIS) M IJIAHMPYEMble pe3yJIbTaThl 00y4eHHs

B pe3ynbraTe 0CBOGHUS TUCHUIIIMHBI (MOJYJIs1) «APXMBBI 110 JINYHOMY COCTaBY»
o0yyaromuiics 10JKeH o0s1afaTh CIEAYIOIMMI KOMIIETEHIIMSMU:

KO)I HHAUKaTopa I/IHI[I/IKaTop JOCTHXKECHUS KOMIICTCHIIN

I1K-3 CriocobeH opraHu3oBaTh U aIMUHUCTPUPOBATH EATEILHOCTD 110 OpraHU3aluy Tpyia
Y OIUIAThl IEPCOHANIA

IK-3.1 OGecneunBaeT JOKyMEHTAIMOHHOE U OPTaHU3aI[MOHHOE
COINPOBOKICHHE CUCTEMBI OpraHU3alluy U OIUIAThI TPYJa MepcoHaa

[1K-4 Cnoco6eH pyKOBOJUTH MPOLIECCOM CKaHHUPOBAHUS, BBOJIa M 00pabOTKH TaHHBIX B
CHCTEME JIEKTPOHHOI'O apXuBa

[1K-4.1 VYrpaisieT AesITeNbHOCTBIO 0 KOHTPOIII0 (PYHKIIMOHUPOBAHUS, BBOIA U
00pabOTKH JAaHHBIX B CUCTEME 3JIEKTPOHHOTO apXHBa

[1K-4.2 Pa3pabartbiBaeT T0KanbHbIE HOPMATUBHBIE aKThI 110 BOTIPOCAM
OpraHu3alUy polecca CKAHUPOBAHUS B CHCTEME JIEKTPOHHOI'O apXuBa

I1K-4.3 Ocy1ecTBIIsSIET CTPATErM4e€CKOe TUIAHNPOBAHNUE 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 AUCIUIUIMHBI COCTABIISIET 4 3a4eTHBIX eauHuI] 144 akaja. yacoB, B TOM

HHUCJIIC:

— KOHTaKTHas pabora — 75,9 akaz. 4acos:

— ayauTopHas — 64 akaj. 4acos;
— BHeayauTopHas — 11,9 akan. 4acos;
— camocTosTenbHas pabota — 32,4 akaj. 4acos;
— B (popme npakTudeckoil moaroroBku — 0 akai. yac;

— MOATOTOBKA K 3K3aMeHy — 35,7 akaj. yac

<DopMa aTTeCTaluu - 3K3aMEH

AynutopHast = o
o KOHTakTHas paboTa E = dopma TeKyIero
Pasien/ Tema § (B akaj. yacax) E E‘ Bun § KOHTPOJISI Ko
[— : g © | caMOCTOATEIbHOM |  yerieBaeMOCTH 1 KOMITETEHIIHH
O S & paboThI TIPOMEKYTOYHOM
Tek. mal. | mpaxT. 2'g aTTeCTaluu
3aH. 3aH. | O &
1. Pazgen 1 IOHATUE
APXHMBOB 10 INYHOMY
COCTABY U UX
HOPMATUBHAS
PETJIAMEHTALIAA
Nzyuenue
TEOPETHYECKOTO
1.1 CocTaB moxyMeHTaIHH, MaTe-puana, Tect mo paznemy TIK-3.1, TIK-
XpaHUMOWM B apXHBax Mo 3 3,25 3 HU3JI05KEHHOTO B Nelwu urorosoro 4.1, TIK-4.2,
JMYHOMY COCTaBY JEKLUAX U TecTa IK-4.3
JUTEPATYPHI 110
Teme
7
W3yuenue
TEOPETHYECKOTO
;’;ﬁgﬁrﬁ;ﬁiﬁgifﬁa MaTe-puana, Tect mo paznemy TIK-3.1, TIK-
apXUBOB 110 JTHUHOMY 3 4,25 1 M3JI0’KEHHOTO B Nel u urorosoro 4.1, T1K-4.2,
cocTany JICKLIUAX U TecTa T1IK-4.3
JUTEPATYPHI 110
Teme
HWroro no pazaeny 6 7,5 4
2. Pasnmen 2. OTBOP U
ODOPMIJIEHUE JIEJI,
COHAEPXAIINX
JOKYMEHTBI I10 JIMYHOMY
COCTABY UIA
JOJITOBPEMEHHOTI'O
XPAHEHUA
Nzyuenue
TEOPETUYECKOTO BhIHOMHEHIE
2.1 DkcnepTr3a HEHHOCTH Marepuana, o] TIK-3.1, TIK-
JIOKYMEHTOB IO JINYHOMY 4 4/41 3 HM3JI0)KCHHOTO B np.3.-Nel u T;ST K 4.1, TIK-4.2,
COCTaBy 7 TEKIUAX U HTOESZﬁig};e(;Ta 2 T1K-4.3
JIUTEPATYpPHI 110
TeMe
2.2 Ilepenaya nen Ha 3 3u | 331 Nzydenne Brimonnenne TIK-3.1, TIK-
JIOJITOBPEMEHHOE XPAHEHHE ' TEOPETUYECKOTO np.3.Nel u Tect k 4.1,1IK-4.2,




U OIIBIT apXUBOB 110 pa60Te C

Marepualia,
HU3JI0KCHHOI'O B

JIOKYMEHTaMH TI0 JINYHOMY JICKIMIX U pasneny N2 I1K-4.3
UTOTOBOTO TECTA
COCTaBy JUTEPATYPHI 110
TeMe
Nzydenne
TEOPETUIECKOTO BAIIONHEHIE
2.3 ®opmHpoBaHUE JTUYHBIX Marepuana, np.3.Nel u Tect k TK-3.1, TIK-
'en COTDYIHHKOB 6 5/51 3 HM3JI05KEHHOTO B ) 2;3 _en No2 4.1, T1K-4.2,
g A JICKIIX 1 HTIE)FOiOF}; Te_:CTa 1K-4.3
JIUTEPATYpPHI 110
TeMe
Hroro no pazzneny 13 12/121] 9,31
3. Paznmen 3. OIIMCAHUE,
TIOMCK 1 UCITIOJIbB3OBAHUE
APXHUBOB I10 JIUYHOMY
COCTABY
Nzyuenue
) . TEOPETUIECKOTO
S o
J'[I/I‘IHI())M COI())TaB Omitcs 7 5121 3 HU3JI05KEHHOTO B p- ég _en No3 4.1, TIK-4.2,
y Y. JICKIMIX U pasaeiy e I1K-4.3
JIeIT TI0 INYHOMY COCTaBY SUTEpATYpHI 110 HTOTOBOr'O TECTA
TeMe
Nzydenne
TEOPETUIECKOTO BAIIONHEHIE
3.2 Wcnonp30BaHne apXHUBOB Marepuana, mp.3.Ne2 u TecT K TK-3.1, TIK-
Hlo IHMHOMY COCTAR 5,75 7 3 M3JI05)KEHHOTO B ) 2;3 'en No3 4.1, I1IK-4.2,
g Y JICKIWIX 1 I/IT?)FOiOlZ) TéCTa MK-4.3
JUTEPATYPHI 110
TeMe
W3yuenune
TEOPETUYECKOTO BAITIONHEHNE
3.3 DAEeKTpOHHBIE APXUBHI vare-prana, mp.3.No2 u TecT K TIK-3.1, TIK-
H.O IIHOMY COCTAR 0,25 0,5 13,09 | wm3mOKEHHOTO B ) 2;3 _en No3 4.1, T1K-4.2,
g Y JICKIWIX 1 I/IT?)FOiOlZ) TéCTa 1K-4.3
JUTEPATYPHI 110
TEME
HWroro no pazaeny 13 121’/? /2 19,09
4. Kontponn
Brinmonnenue
N3ydenne KOHTPOJIBHON
TEOPETHYECKOTO | paboOThl, UTOTOBOTO
Mare-puaia, TECTa U BCEX [IK-3.1, T1K-
4.1 KonTposb 3HaHUH U3J10’)KEHHOTO B IIPOMEKYTOUHBIX 4.1, 11K-4.2,
JIEKIUSIX 1 pabot I1K-4.3
JIUTEPATYPHI 110 TIpomesxyTouHas
TEME aTTeCTalus -
DK3aMeH
Wroro no pazneny
HWroro 3a cemectp 32 32/141 3273 9 JK3aMeH
Hroro no aucuuruivHe 32 32/141 | 32,4 JK3aMeH




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

1. TpaguumonHsie 00pa3oBaTEIbHBIC TEXHOIOTUN OPUEHTUPYIOTCS HA OPraHU3AIHIO
00pa3oBaTeNBFHOrO MPOIIECCa, MPEINOIaraolylo IpsMY0 TPAHCISIUIO 3HAHUH OT
IIPENOAABATEII K CTYAEHTY

@®opMbl yUeOHBIX 3aHATHI C NCIOJIB30BAHUEM TPAJULIMOHHBIX TEXHOJIOTUM:

HudopmanimoHHast IEKIUs

CemuHnap

[TpakTHueckoe 3aHsATHE, IOCBALIEHHOE OCBOEHNIO KOHKPETHBIX YMEHUHN U HaBBIKOB
I10 IIPEIIOKEHHOMY QJITOPUTMY.

2. TexHonoruu npoOIEeMHOT0 0OyUEHHS.

@opMbI YUeOHBIX 3aHATHH C UCTIOIB30BAaHMUEM TEXHOJIOTHI MTPOOIEMHOT0 O0YUEHUS:

[IpoOnemHuas nexuus

Jlexuust «BBoeM» (OMHApHAsT JCKITHS)

[TpakTyeckoe 3aHsTHE B POPME MIPAKTUKYMA .

[TpakTryeckoe 3aHsATHE HA OCHOBE Kelic-meToaa. Keiichl 0a3upyroTcst Ha pealbHOM
(bakTHUEeCKOM MaTepualle I K€ MPUOIIVKEHBI K pealbHOM CUTYyaluH.

3. IrpoBble TEXHOJIOTHH — OpraHu3anus o0pa3oBaTeIbHOrO Mpoliecca, OCHOBaHHAsI Ha
PEKOHCTPYKLIMU MOJEJIEH ITOBEICHUS B paMKax IPEIJIOKEHHBIX CLIECHAPHBIX YCIOBHM.

@DopMbl YUeOHBIX 3aHATHH € UCIIOJIb30BAHUEM UTPOBBIX TEXHOJIOIHMA:

YuebHas urpa.

JlenoBas urpa.

Ponesas urpa .

4. TeXHOJOTHH MTPOEKTHOI0 00YUYEHHUSI.

OcHOBHBIE THUIIBI IPOEKTOB:

HccnenoBaTenbCKuid MPOEKT

TBOpUYECKUN IIPOEKT.

WMHpopMalnOHHBIHN MTPOEKT.

5. VIHTepaKTUBHbIE TEXHOJOTHH — OpraHu3anus o0pa3oBaTeIbHOrO mpoliecca,
KOTOpas IPEeIoJaracT akTUBHOE U HEJTMHEWHOE B3aUMOJICHCTBUE BCEX YUACTHUKOB,
JOCTHKEHHE Ha 3TOW OCHOBE JTMYHOCTHO- 3HAUMMOTO JJIs1 HUX 00pa30BaTeIbHOTO
pesynbrata. Hapsaay co ciennan3upoBaHHBIMHM TEXHOJIOTHAMH TaKOTO POJa MPUHIUI
MHTEPAKTUBHOCTH MTPOCIICKUBAETCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTeIbHbIX
TeXHOJIOTUH. IHTepaKTUBHOCTH MO/Ipa3yMeBaeT CyOBbeKT-CyObEeKTHbIE OTHOLICHHUS B X0/1€
o0pa3oBaTeNbHOI0 Ipoliecca U, Kak CleACTBUE, (OpMHUpPOBaHUE caMOpa3BUBaIOLIEeHCs
MH(POPMAIMOHHO-PECYPCHOM Cpe/Ibl.

@DopMbI YUeOHBIX 3aHATHH C UCIIOJIb30BAaHUEM CIEMATU3UPOBAHHBIX MHTEPAKTUBHBIX
TEXHOJIOTUH:

Jlexuust «0OpaTHOM CBSI3U» — JEKIHUS—TIPOBOKAIINS

CeMuHap-nuckyccus

6. lHpopMarimoHHO-KOMMYHHKAIIHOHHBIE 00pa30BaTeIbHbIE TEXHOIOTUH :

Jlexuus-Bu3yanu3anus — U3JI0KEHUE COAEPKAHUSI COIIPOBOXKIAETCS IPE3EHTAUEN
(emMoHcTpanuel yueOHbIX MaTepHasoB, MPEACTABICHHBIX B Pa3IMYHBIX 3HAKOBBIX
cucTeMax, B T.4. WIIIOCTPATUBHBIX, IpaUIecKux, ayIuo- 1 BUJEOMATEPHAIIOB).

[TpakTHyeckoe 3aHsATHE B POpPME MPE3CHTALHH.

Yar-3ansaTus.

Be6-3ansarus.

TenexkonpepeHIH.

OHutaitH-ceMuHap.

6 Y4eOHO-MeTOqMYECKOE 0OOecTIedeHHe CAMOCTOATEIBLHOM padoThl 00y4YaroImmXxcst

[IpencraBieHo B mpuioxeHuu 1.



7 OueHO4YHbIE CPeICTBA ISl POBECHUs POMEKYTOYHON aTTeCTAllul
[IpencraBieHbl B TPUIOKEHUU 2.

8 YueOHO-MeTOAMUYECKOe U MH(POPMAIIMOHHOE o0ecTieYeHre TUCIUIIIUHBI

a) OcHoBHAas JMTEpPaTypa:

1. [ToroB, A. B. ApxuBoBenenue. 3apyOexHasi pOCCHUKa : y4eOHUK I OakaiaBpuara
u Maructparypsl / A. B. [TomoB. — Mocksa : M3gatensctBo FOpaiit, 2019. — 168 c. —
(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:
24.03.2025). - 3aru. ¢ 9kpaHa.

2. Packumn, JI. 1. ApxuBoBeicHUE : yUeOHUK JIJIs aKageMudeckoro 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:
24.03.2025). — 3aru1. ¢ 9kpaHa

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

WznarensctBo FOpaiit, 2019. — 339 ¢. — (IIpodeccuonanbuoe o6pazosanue). — ISBN 978
-5-534-02419-7. — Texkcrt : anextponuslii // IbC FOpaiit [caiiT]. — URL:
https://www.biblio-online.ru/bcode/438495 (nara oopamienus: 24.03.2025).— 3ari. ¢ skpaHa

4. BenukanoBa, C. C. ApXuBbI IO JTUYHOMY COCTaBY : yueOHO-MeTOAUYECKOe mocodue /
C. C. BenukanoBa ; MI'TY. - Maruutoropck : MI'TY, 2018. - 1 31nekTpoH. ONOT. AMCK
(CD-ROM). - 3arin. c TUTYIL JKpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2069 (nata obparuenwus: 25.03.2025). -
MaxkpooObeKT. - TeKCT : aeKTpoHHBIH. - CBeaeHus goctynHbl Takke Ha CD-ROM.

5. . Benukanoa, C. C. KaznpoBoe [en0npou3BOJACTBO U apXUBBI JOKYMEHTOB IIO
JUYHOMY COCTaBY: MPAKTUKYM : npakTukyM [u1st By30oB] / C. C. Benukanosa, 1. B. Kamyo6a ;
Marnurtoropckuii roc. rexHnueckuit yu-T um. I'. . HocoBa. - Marauroropek : MI'TY nm. I'. .
HocoBa, 2020. - 1 CD-ROM. - 3arn. ¢ tutyn. odkpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2716). - Makpooobekr. - Tekcer :
AJIEKTPOHHBIN. - CBeneHus poctymnusl Takke Ha CD-ROM. (nata
obparnienus: 22.03.2025). - MakpooObeKT. - TeKCT : 31eKTpOHHbBIH. - CBEACHUS TOCTYITHBI
takxe Ha CD-ROM.

0) lonoJiHUTe/ILHAS JIUTEPATypa:

1.IToroB, A. B. ApxuBoBenenue. 3apyoekHasi pOCCHKa : Y4eOHMK JUIsd 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 00ecreueHus
yIIpaBJIeHUs : yUeOHUK U MPAKTUKYM JUIs akageMudeckoro OakanaBpuara / JI. A. Jloponuna,
B. C. UputuxoBa. — M. : UznatensctBo FOpaidt, 2018. — 233 ¢. — (Cepus : bakanasp.
Axanemu-ueckuii kypc). — ISBN 978-5-534-04568-0. — Pexxum nocryma : www.biblio-
online.ru/book/19DADB52-959C-40DA-B18F-C955EFACOCID.

3.Opranu3anroHHOE U paBoBOE obecreueHne HHPpOpMaMOHHONW 6€30MaCHOCTH :
yue6-Huk 1 npaktukym 1 CITIO / T. A. TTonskosa, A. A. Ctpensios, C. I'. UyOykosa, B.
A. Huecos ; otB. pen. T. A. [TonsikoBa, A. A. CtpenbiioB. — M. : M3natensctBo FOpaiit,
2018. — 325 ¢. — (Cepus : [Ipodeccuonanproe oopazoanue). — ISBN 978-5-534-00843-
2. — Pexxum poctyma : www.biblio-online.ru/book/054509D0-1E35-4080-9E86-



19742B336897.

4. MakapoBa A. K. ApxuBoBenenue [ 1eKTpoHHBIN pecypc] / Makaposa A. K.;
MI'TY. - Maraurtoropck : [M3narensctBo MI'TY], 2015. - 146 c. - bubmumorp.: c. 142-146. -
Pexxum noc-tyma: https://magtu.informsystema.ru/uploader/fileUpload?
name=3435.pdf&show=dcatalogues/1/1209678/3435.pdf&view=true. - MakpooOBEKT. -
ISBN 978-5-9967-0676-1.

5. Hokymentsl u3 apxusa MU/ I'epmanun 1937—1938 ronos — Mockaa :
Wznarensct-Bo FOpaiit, 2019. — 192 ¢. — (AnTonorus meicinun). — ISBN 978-5-534-09314-
8. — Texcrt : anexkrponnsiii // DBC Opaiir [caiit]. — URL: https://www.biblio-
online.ru/bcode/427616 (nara obparuenus: 24.03.2025).

6. CamoxkBacos, /.5. LlenTpanu3anus rocy1apcTBEHHbIX apXUBOB 3anaHoi EBporib
B CBSI3U C apXuBHOM pedopmoii B Poccun : anexrponnas penpoaykims / Camoxsacos J[.41. :
W3 na-tenbckue apxussl, 1899. — 211 ¢. — URL: https://book.ru/book/913461 (nara
obpamienusi: 24.03.2025). — Tekcr : 37eKTPOHHBIA.

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 : yueOHUK 175 6akanaBpuara u
Mmaructpatypsl / A. B. [TonoB. — M. : U3natensctBo FOpaiit, 2018. — 168 c. — (Cepus :
baka-naBp u maructp. Moayins.). — ISBN 978-5-534-06009-6. — Pexxum gocryma :
www.biblio-online.ru/book/1BDF5ED0-18D1-4339-A8C0-DC101B08SFAF3.

IIporpamMHoe odecnevenue

HanmenoBanue .
10 Ne norosopa Cpok neiicTBus TMIEH3UH
7Zip cB00O0aHO pactpocTtpansemoe [10 O6eccpouHo
FAR Manager cB00OHO pacnpocTpansemoe [10 6eccpodHo
bpaysep Yandex |[cBoGogHO pacnpoctpansemoe 1O 6eccpodHo

IIpodeccnonanbubie 0a3bl JAHHBIX 1 HHPOPMALMOHHbIE CIIPABOYHbIC CHCTEMBbI

HasBanue kypca Cchuika

DJekTpoHHas 0a3a mepuoIuUecKux u3nanuii East View

Information Services, OOO «1BUC» hitps://dlib.eastview.com/

HanmonansHas uHGOpMaImOHHO-aHATUTHYECKAST URL:
cucrtema — Poccuiickuii nuiekc Haydnoro nutupoBanust | https://elibrary.ru/project_risc.
(PUHIT) asp




Naturey

MexayHnapoaHast pedepaTuBHas U MOJTHOTEKCTOBAsS
crpaBoYHas 0a3a JaHHBIX HAYYHBIX M3JaHUN «Springer

https://www.nature.com/sitein
dex

Conmonorusa. MeHepKMEHT

®denepanbHbIi 00pa30BaTEIbHBIN OPTAT — DKOHOMHUKA.

http://ecsocman.hse.ru/

HocoBa

OnekrponHblie pecypebl ondmmorexk MI'TY um. .. https://host.megaprolib.net/M

P0109/Web

Poccuiickas ['ocynapctBennas oubauoreka. Karamoru

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

denepanpHOE TOCYIAPCTBEHHOE OIOIKETHOE
yupexaenue «DenepanbHbIil HHCTUTYT URL: http://www1.fips.ru/
IPOMBIIICHHOW COOCTBEHHOCTHY

9 MaTtepuajJbHO-TEXHHYECKOe o0ecreyeHne TUCUUIINHBI (MOLYJIs1)

Y4eOHbIe ayTUTOPUH TS TPOBEICHHUS
JTUCTAHIIMOHHBIX 3aHATUH
JIEKIIMOHHOT'O THUIA

Cron KOMITBIOTEPHBIN, CTOJI TUCHMEHHBIH, CTY O(HCHBIH,
JIOKyMeHT-kamepa Epson, ucrounuk 6ecriepeOOHHOr0 MUTaHUs
POWERCOMIMD-1500AP , xamepa BBICOKOTO pa3pelieHus,
KOMITBIOTEP MTEPCOHANBHBIN (TUIIO), TPOSKTOP
ViewSonicPJD7526W, ciukepdon HacTonbHBIH Calisto-620
Plantronics, Be6-kamepa LogiteachC920, cuctema akycrudeckas
HACTOJIbHAsSI, CTEPEOTapHUTYpa (MUKPOQOH C
IIyMOTIOAABIIEHUEM ), IKpaHHAcTeHHbIIDigis Optimal-C MW
DSOC-11032*2

YyeOHble ayTUTOPUH [Tl TPOBECHUS
MPaKTUYECKUX 3aHATUN, TPYNIOBBIX U
VHJIUBUIYAJIbHBIX KOHCYJIbTAIIUM,
TEKYLIEro KOHTPOJIS U
MIPOMEKYTOUHOM arTecTauuu

Cron KOMITBIOTEPHBIN, CTOJ MMCbMEHHBIHN, CTYJ OQHUCHBIH,
JIOKyMeHT-Kamepa Epson, ucrounnk 6ecriepedboitHOr0 MUTaHUs
POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelieHHs,
KOMITBIOTEP TIEPCOHAIBHBIN (THIIO), TPOSKTOP
ViewSonicPJD7526W, criukepdon HactonsHbIi Calisto-620
Plantronics, Be6-kamepa LogiteachC920, cuctema 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

[TomeriieHue st XpaHEHHS 1
PO IIAKTHYECKOTO 00CTYKUBAHS
y4eOHOT0 000pyIOBaHUS

Cremnaxu JUisi XpaHeHUs Y1eOHO-HATIISIHBIX TTOCOOn 1
y4eOHO-METOINIECKON TOKYMEHTAITUH.

YueOHO-METOANYECKOE

o0yuaromuxcs

IIpunoxenue 1

o0ecrieueHHE CaMOCTOATEJABHON PaGOThI

[TpumMmepHas CTPYKTypa U CoZieprKaHue pa3/iesioB:

[To muctunirHe «ApXHUBHI 110 JINYHOMY COCTaBY» MPEAYCMOTpPEHA ayAUTOPHAS U BHEAYJUTOPHAs

caMoCTOsTeNIbHas paboTa 00ydJaronIMXCs.




KonTposbHbie MeponipusiTusi mo pasaenay Nel
Tect no pazaeny Nel

Bonpoc 1
Bamn: 1,00

ApPXHUB 110 JINYHOMY COCTaBYy — 3TO

BeiOepure oguH OTBET:

a. CaMOCTOATEIbHOE YUPEKICHUE WU CTPYKTYPHOE NOJIpa3Ae/IEHUE YUPEKACHNUS,
OCYILIECTBIIAIOIIEE KOMIIJIEKTOBAHUE, XPAaHEHHE, YUET U HCIIOJIB30BAHUE IOKYMEHTOB I10 JINYHOMY
COCTaBy
b. MecTo XpaHeHHUs roCcy1apCTBEHHBIX JOKYMCHTOB

C. yUpeKJieHue, XpaHsiiee KaapoBbie T0KyMeHTsl AD PD

d. moApa3iCJICHUC KaﬂpOBOﬁ CJ'Iy>K6BI NpeaApuATUS, OTBCHAIOLICC 3a XPAHCHUC, YUCT U
HCIIOJIb30BAHUEC JOKYMCHTOB 110 JINYHOMY COCTaBy, B TOM YHCJIC B 3JICKTPOHHOM BUAC

Bomnpoc 2
bam: 1,00

K AOKYMCHTaM I10 JIMYHOMY COCTaBy, UMCHOIIUM ,Z[OJ'II"OBpGMCHHHfI CPOK XpPaHCHHUSA HE

OTHOCATCA

BriOepuTe 0AMH OTBET:

a. aKThI 0 HECYACTHBIX CITy4asiX, CBSI3aHHBIX C IIPOU3BOACTBOM
b. muuHBIe nena COTpYyIHUKOB

C. pacrops,IUTENIbHbIE TJOKYMEHTHI (3aITUCKHU, PACTIOPSHKEHIS )

d. andaBuTh TPUKA30B 10 JTUYHOMY COCTABY

Bomnpoc 3
bam: 1,00

Cpok XpaHEHMs BBILIE IEPEUNCICHHBIX TJOKYMEHTOB B apXMBax I10 JINYHOMY COCTaBYy
Bribepute oauH OTBET:
a. 45 ner

b. 75 ner, B peakux ciaydasx NOCTOSHHO



c. 75 net

d. mocTrogHHO

Bomnpoc 4
Bamn: 1,00

BepHo nu yrBepxkacHue «B xoMurerax, OTAeNax aIMUHHUCTpPALUMN TOPOJOB, PAalOHOB IO
0o0pa30BaHUI0 K JIOKyMEHTaM IO JIMYHOMY COCTaBy TaKK€ OTHOCAT: JIOKYMEHTHI 10

MaTpOHUPOBAHUIO U OIICKE»

Bribepute oauH OTBET:

a. BEPHO

b. BepHO /1 TOCYAaPCTBEHHBIX YUPEHKICHHIA
C. BCpHO YaCTHYHO

d. He BepHO

Bomnpoc 5
bam: 1,00

Cratbst 17 Kakoro 3akoHa YyCTaHaBIWBaeT OOIIYyI0 OO0S3aHHOCTH IO OOECIEYCHUIO
COXPaHHOCTH JOKYMEHTOB, B TOM YHCJI€ JOKYMEHTOB IO JINYHOMY COCTaBY, /Ui IF00O0T0 CyOBEeKTa
XO35[I>1CTBCHHOI7[ JCATCIIBHOCTH . FOCYI[apCTBCHHBIX OpFaHOB, OpFaHOB MECTHOTI'O caMoynpaBneHlxm,
OpraHM3alii W TpaxIaH, 3aHUMAIOIIUECs MPEANPUHUMATEIbCKON esITeNbHOCThIO 0e3
0o0pa3oBaHUS FOPUIUYECKOTO JIMIA, B TEYCHWE CPOKOB WX XPAHCHUS, YCTAaHOBJICHHBIX
dbenepanbHBIMU  3aKOHAMH, WHBIMH HOPMATHBHBIMU TIPaBOBBIMH akTamu Poccuiickoii
®denepann, a TAKKe MEPEYHIMHU JOKYMEHTOB?

Bri6epute ouH OTBET:

a. ®enepanpHOTro 3aKk0HA OT 26 Aekadps 1995 r. N 208-D3 «O06 akIIMOHEPHBIX 00IIECTBAX» C
n3MeHeHusamMu ot 29 urons 2015 r.

b. ®enepanbhoro 3akona ot 22 okTs0ps 2004 roma Nel25-Dd3 «O06 apXHBHOM Jieiie B
Poccuiickoit denepanun»

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

d. TpymoBoro koaekca PD

Bonpoc 6
bam: 1,00

Bricokyto conpaibHy0 3HaYMMOCTh apXUBOB 110 JJMYHOMY COCTaBY 00yCIaBIMBaET



Bri6epute oguH OTBET:

a. oOecrieueHne MOBHIIICHUST OOIIECTBEHHOT'O CO3HAHUS U CAMOMICHTU(UKALIUN
COBPEMEHHOT'0 COITMyMa

b. Guorpaduyeckasi, apxeorpaduueckasi HEHHOCTb, OHH SBJISTFOTCS] HCTOYHUKOM JUTS
CTaTUCTHYECKUX 00O0OIIEHUI U UCTOPUKO-COITUATIBHBIX UCCIICAOBAHHUM

C. TOT (haKT, YTO OHU CIIy’KaT JOKYMEHTAJIbHBIM ITOATBEPKICHHUEM IpaB pabOTHHUKA Ha
couuanbHoe obecrieueHue (Mo CTapOCTH U MHBAJIMIHOCTH, a TAKXKE MOJITBEPKACHUEM TPYAOBOTO

cTaxka pabOTHHKA)

d. mrTpadHble CAaHKIIUU TPYIOBBIX HHCICKIIUI

Bonpoc 7
bam: 1,00

[Tpouenypy ¢dopmupoBaHusi Aed B COOTBETCTBHH C YTBEP)KICHHOW HOMEHKIJIATYpOM

IIPEAYCMaTpPUBAET

Br16epute oquH OTBET:

a. XpaHCHHE UCIIOJTHEHHBIX JIOKYMCHTOB

b. xpaHeHue TOKYMEHTOB B MPOIIECCE UX UCIIOTHEHUS
C. MOCIEeIyFOIIee XpaHEeHHE

d. onepatuBHOE (TEKyIee) XpaHEHUE

Bonpoc 8
bam: 1,00

N3psatue AOKYMCHTOB IIO JIMYHOMY COCTaBYy U3 JicjJIa C IMOCTOAIHHBIM CPOKOM XPAaHCHHA

JOIMYCKAC€TCA B UCKIIFOYUTCIIBbHBIX CIIydasiX U IMIPOU3BOAUTCS

Bribepure ouH OTBET:

a. ¢ 00s13aTeIbHBIM COCTABJICHUEM B JI€JIie 3aBEPEHHOMN KOMUU IOKYMEHTa

b. Ha ocHOBaHMU PaCTIOPSAUTEIHHOTO JOKYMEHTA PYKOBOIUTEIS OPraHU3auU
C. ¢ 00s13aTeNIbHBIM COCTaBJICHUEM aKTa 00 U3BATUU MOUIMHHUKA

d. B mpHCYTCTBUHM apXHUBapUyca 1 3aBEIYIOIIEr0 apXUBOM

Bonpoc 9
bam: 1,00



OTBETCTBEHHOCTH 3a OopraHu3anuro paGOTBI MO0 XpaHCHUTIO KaJAPOBbIX TOKYMCHTOB HCCCT

Bribepure oauH OTBET:

—~

a. 3aBeyroluil apXUBOM

—

b. HauaneHuk otaena kaapos
C. ApxuBapuyc
d. PaGoronmarens

Bonpoc 10
bam: 1,00

YKaxuTte J1I0KHOE YTBCPIKACHUC

Bribepute oauH OTBET:
“_' “

a. U1l OpraHu3aluii - HCTOYHUKOB KOMIUJICKTOBAHMSI - IO UCTEYEHUU CPOKOB XpaHEHUS
0053aTeNbHO MPOBEIEHUE COBMECTHO C YIIOJTHOMOYEHHBIM OPraHOM IrOCYAapCTBEHHOM BIACTH
cyonekTa Poccuiickoit denepamnuu B 00JIaCTH apXUBHOTO Jeiia, [ 0capXUBOM SKCIIEPTH3bI
HOCHHOCTH pAaa JOKYMCHTOB I10 JIMYHOMY COCTaBy Ha NPCAMET BKIIKOUCHUA B COCTAB ApXI/IBHOFO
¢donna Poccuiickoit @enepannu

b. JUIA opraHmauHﬁ, KOTOPBIC HE ABJIAKOTCA HCTOUYHHUKAMH KOMIUICKTOBAHUS, 110 UCTCUCHUN
BPEMCHHLIX CPOKOB XpPAHCHUA ApXUBHBIC TOKYMCHTEI 110 IMYHOMY COCTAaBY MOIJICIKAT SKCIICPTHU3C
U MOT'YT OBITh YHUYTOKCHBI 6o XPAHUTCA B apXUBC OpraHrU3allun

C. XpaHEHHE JOKYMCHTOB I10 JUYHOMY COCTaBY, HC MOAJICIKAIUX YHUYTOXKCHUIO JOJLKHO
OCYHICCTBJIATHCA TOJIBKO B 6YM8.)KHOM, a HC B 3JICKTPOHHOM BH/IC

d. apxvBHBIC JOKYMEHTHI 110 JIMYHOMY COCTaBY, KOTOPbIC HE ObLIH BKJIIOYEHBI B COCTaB
nokyMeHTOB ApxuBHoro ¢gonaa Poccuiickoit denepannu, 1o UCTEUEHUU CPOKOB XPaHEHUS
MOJJIEXKAT YHUUYTOXKEHHIO JINOO XPaHEHHUIO B apXMBE OpraHU3aI[Ml B COOTBETCTBUU C
TpeOOBaHUSMU KOPIIOPATUBHOI'O 3aKOHO/IaTEIbCTBA

KoHTpoJubHbIe MeponpusiTus 1o pasaesy Ne2
IIpakTnyeckoe 3aganue 1

Uzyunte maTepuan Meroauueckux pekoMeHaauni « IKCnepTrsa eHHOCTH U 0TOOp B COCTaB
ApxusHoro ¢onaa Poccuiickoit deaepanyy JOKyMEHTOB MO JMYHOMY cOocTaBy» mpoekT 2014 r.,
ocobeHHo paznena 4.5.2.4., a TakKe MOBTOPUTE MaTepHal JeKIuu 3 «DopMHUPOBaHUE TUUHBIX
nen corpyaaukoBy» Pazaena I «OtGop u opopmieHue e, coepKamux J0KyMEHTHI [0 JINYHOMY



COCTaBY JIJIsl IOJITOBPEMEHHOT0 XpaHeHus». [1oab3ysch 00pa3ioM, cOCTaBbTE BHYTPEHHIOKO
OIMCH JIMYHOTO JIeJIa COTPYAHMKA, KOTOpas JOJKHA COIEP)KaTh HE MEHee 12 MyHKTOB.

4.5.2.4. BHYTpeHHsIsI ONUCh COCTABIISIETCA ISl JIMYHBIX JI€]1 U COJAEPKUT CBEJIEHUS O MOPSAIKOBBIX
HOMEpPAX JOKYMEHTOB B HEH, MX MHJIEKCaX, JaTaxX, 3aroJIOBKax U HOMepax JIMCTOB JeJIa, Ha
KOTOPBIX PACIIOI0KEHBI 3TH JOKYMEHTHI.

K BHyTpeHHel onucu coCcTaBIseTCsl UTOTOBas 3alKCh, B KOTOPOH yKa3bIBaeTcs nudpaMu u
IPOIHUCHIO0 KOJIMYECTBO BKIIFOUEHHBIX B HEE JIOKYMEHTOB U KOJIMYECTBO JIMCTOB BHYTPEHHEH
onucu. BHyTpeHHsIsl ONKCh MOMUCHIBAETCS €€ COCTABUTENIEM C YKa3aHUEM JIOJKHOCTHU U JaThl
COCTaBJICHUSI.

[Tpu u3MeHeHnH cocTaBa JOKYMEHTOB Jieja (M3bATUH, BKIIOYECHUH TOKYMEHTOB, 3aMEHE UX
KOMUSIMHU) OHU oTpakatorcs B rpade «[Ipumedanney» co CHOCKON Ha HOMEpa BHYTPEHHEH OIUCH.
Moxker ObITh cOCTaBlIEHA U 0C00ast OIMUCH ATUX U3MEHEHUH.

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

e BHYTPEHHSA OMHCH JOKYMEHTOB, IIOJIINUTHIX B JTHYHOM JIETIC;

e  PpE3IoME;

e aBroOHOrpadus;

e AHKETa WIM JUYHBIN JIUCTOK IO yUETy KaJIpOB;

e KOIHMHU JOKYMEHTOB 00 00pa30BaHuU;

e  XapaKTEpUCTHKH Ha pabOTHHKA;

e TPYIOBOHW AOTOBOP (MOKET BXOJUTH B COCTAB JIMYHOTO JIEJIa WIIM XPAHUTHCS OT/AEIHHO);

e KONMM IIPUKA30B O HA3HAUEHUH, IEPEMEILIEHIH, YBOJIbHEHNUH;

e KONUS CBHIETEIHCTBA O OCTAHOBKE HAa YYET B HAJIOTOBOM OpPTaHE;

e KONMS CTPAXOBOTO CBUJETEIHCTBA TOCYAAPCTBEHHOIO IEHCHOHHOI'O CTPaXOBaHMU S,

e JIOTIOJHEHMS K aHKETE WM JIMYHOMY JINCTKY IO YUETy KaJpoB;

e pa3JIMYHbIE CIIPABKH, OTHOCALINECS K JAHHOMY paOOTHHUKY (KpOME CIPAaBOK C MeCTa
KHUTEIHCTBA, O COCTOSIHUH 3/I0POBBS M APYTUX JOKYMEHTOB BTOPOCTEIIEHHOTO 3HAUCHMUS,
KOTOpbIE IPYNIUPYIOTCS OTAEIBHO).

CocTaB TOKyMEHTOB JIMYHOTO Jiejia pabOTHHUKA:

3asBIIEHHE O ITpHEeMe Ha padoTy;

TPY/ZOBOE COTJIanieHue (KOHTPAKT), JOTOJHUTEIBHBIEC COTIIAIIICHUS;

JIMYHBIN JIMCTOK IO YYETy KaJIPpOB U JIOTIOJIHEHUE K HEMY;

aHkera (aBTobuorpadus);

JIOKYMEHTbI 00 00pa30BaHuU (KOIHH);

JOKYMEHTHI 00 YTBEPKICHHUHU B JTOJDKHOCTH (KOITUH WIIH BBITICKH ), B TOM YHCIIE TO MOTYT
OBITH BBITUCKHU U3 TPOTOKOJIOB yupeauTeNneil, akilMOHEPOB, YUEHBIX COBETOB, JIOKYMEHTHI
KOHKYPCHBIX KOMHCCHH, Pe3yIbTaThl TECTUPOBAHUS;

7. peKoMeHJaTeNIbHbIe TIChbMa MIIN XapaKTEPUCTUKU;

8. MOMKHOCTHBIE HHCTPYKIIMH (PETJIAMEHTHI);

9. aTTecTalMOHHBIE JTUCTHI, OT3BIBBI, IPECTABICHHUS;

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

ook owdE



11. 3asBneHuss M TpPUKa3bl (KOMUU WM BBIIUCKH) O IEPEBOAE Ha JPYIYIO JOJHKHOCTb,

IpE/ICTaBICHNS, CIPABKU-O00BEKTHBKH;
12. 1OKyMEHTBI O HATPAKICHUHU, HAJIOKECHUN B3bICKAHUHN (KOIIUH);
13. cBenenus 0 10X0Jax, MMYIIECTBE M CIPAaBKU HPOBEPKH IOJHOTHI U JOCTOBEPHOCTH

JAHHBIX CBEICHUH (151 TOCY1apCTBEHHON WIIM MYHUIMIIATBHOMN CITYKOBI);

14. HeBocTpeOOBaHHBIE TOKYMEHTHI (CBUACTEIIBCTBA, TUINIOMBI, TPYIOBbIC KHUKKH H T.I1.);

15. 3asBNeHUs ¥ IPUKa3bl (KOTIMU WM BBITUCKH) 00 YBOJIBHEHUH, IEPEBOJIE U T.1.;

16. uHBIC JOKYMEHTHI B Cydae HEOOXOAMMOCTH, B YACTHOCTH JIJISl TOCYIaPCTBEHHOU CITYXKOBI
— noapobHee mocmorpute Ykas [Ipesunenta PO.

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

@

" : H

Ne - m:" ‘“":'" ~ 3AroToBOK IOKYMeNTS m'::" - Tprcevaume

1 2 3 4 5 6

! Hononviesiue K AUYHOMY RUCMKY NO ydemy !

xadpoe

2 19.03.2012 | Jlussien AUCMOK No ywemy Kadpoe 2-3

3 19.03.2012 | Aemobuozpadus 4

4 | KON 827527 | 26.06.2001 | Konus dunnoma 5

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

6 45-x 19.03.2012 | Konus npuxasa o npueste xa pabomy 12
Hrtoro NROKYMEHTOB,

(omdpan 3 spoanie
KOMMUeCTBO THCTOB BHYTPEHHEA ONHCH
(amfpases w njazecu |
MacnexTop Wupoxoea T.IO. llInpokosa
(zcaam.a) | pac e ppoeia aTacu)
19.032012
Tect k pazneny No2
Bonpoc 1
bann: 1,00

IIo KakOMy HNpUHOUIY CHCTCMATH3UPYIOTCA HOKYMCHTBI B JCJIAX,

CoJIeprKaliX MPHUKa3bl, paCIOPSHKEHUS M0 TUYHOMY COCTaBy?

Bribepure ouH OTBET:

i

(pacnopsikenus) 3a 1eKadpb, TOTOM 32 HOSIOPh | T.1.

COJICPIKAIIHX,

a. XpOHOJ'IOl"I/I‘-ICCKI/Iﬁ IMPUHIMUIT: B HAYAJIC A€JIa JOJIPKHBI pacCliojiaratbCs nNpruKa3bl



—

b. XxpoHonorYecknit NPUHIMIT: B HAaYaJe JeNa JOKHBI PAcIioaraThCsi HPUKa3bl
(pacmiopshxeHus) 3a STHBAph, TOTOM 3a (heBpasb  T.J.

C. HOMEPHOMY IIPUHIIUILY: OT IIEPBOTrO JI0 IOCJIETHETO

d. andaBuTHBII PUHIHKIT 10 GaMUITUH COTPYTHHKA, O KOTOPOM COJEPKUTCS MHPOPMAIHSI

Bonpoc 2
Bamn: 1,00

Vxaxure BapHUaHT, conepmamnﬁ JIMINHEC B IEPCUHUCICHUN ((AHaJ'IOl"I/ILIHO, 10 TAKOMY K€

MMPUHIUITY OPOBOJUTCA CUCTEMATU3AlIUA JOKYMCHTOB B ACJIaX, COACPIKAIIUX ...»

Bribepute oauH OTBET:

a. TapupUKalMOHHBIE BEOMOCTH, TaOEIN 1 HapsAbl paOOTHUKOB BPEAHBIX Mpodeccuit
b. moxkyMeHTBI O IpeICTaBICHUN K HArPaXICHUIO

C. aKThI O HECYACTHBIX CIIy4asiX, TPYIOBbIE KHIKKH

d. mpOTOKOJIBI 3aceJaHN KOMUCCHIA, TPYJIOBBIC JIOTOBOPBI (COTIIAIICHHS)

Bonpoc 3
bam: 1,00

[ToammBka chopMUpPOBaHHBIX €] MPOU3ZBOIUTCS

Bri6epute ouH OTBET:

a. 10 Iepeiauy UX U3 OT/eNa KaJpoB B apXUB Ha JOJITOBPEMEHHOE XPAHEHHE
b. 10 mpoBeaeHHs IKCIIEPTU3BI IIGHHOCTH JOKYMEHTOB I10 JINYHOMY COCTaBY
C. I1OCJIE€ YBOJIBHEHUS COTPYJHHUKA

d. moce 3aBCPUICHUS SKCIICPTU3BI HECHHOCTHU JOKYMCHTOB

Bonpoc 4
Bbamn: 1,00

Bri6epute BepHOE yTBEpKIeHUE

Bribepure ouH OTBET:

a. JIOKyMEHTBI JieJ1a OALNUBAOTCS, IEPEIUIETAIOTCS B TPU WK YETBIPE IIPOKOJIA CYPOBBIMHU
HuTKamu. [Ipu 3TOM cilelyeT UCIoab30BaTh KAPTOH BBICOKOIO Ka4€CTBA, UMEIOIIUI CPEIHIOK



IUIOTHOCTB. JIOKYMEHTBI TIOJIIIMBAIOTCS, MIEPEIUICTAIOTCS TaK, YTOOBI OBLTO 00CCIIeUYeHO
cBOOOIHOE UTEHHE TEKCTA

b. I[OKYMCHTBI AcJia MOAIIHNBAIOTCA, NCPCIJICTAOTCA B TPU IPOKOJIa CMCCOBBIMU HUTKAMMU.
[TIpu 3TOM CIleyeT HCHOIb30BaTh KAPTOH BHICOKOTO KAUueCTBa, MMEIOIIHIA XOPOIIYIO IIIOTHOCTb.
JIOKyMEHTBI MTOIIIMBAIOTCS, IEPETIIICTAIOTCS TAK, YTOOBI OBIJIO 00ECTIEYeHO CBOOOIHOE YTCHHE
TEeKCTa

C. I[OKYMGHTBI AcJ1a IMMOAIMNBAIOTCA, IICPEINICTAOTCA B TPU UJIM YETBIPE IIPOKOJIa CYpOBBIMU
HUTKaMH. HpI/I OTOM CJICAYCT UCIIOJB30BATh KAPTOH AOCTATOYHOI'O Ka4Y€CTBA, 150N (S 0 00050%1
CPEOHIOIO IIJIOTHOCTD. I[OKYMCHTBI MMOAIIMBAKOTCA, ICPEIIETAOTCA TAK, YTOOBI OBIIO 00eCIEYeHO
CBO60,I[HO€ YTCHHUE TCKCTa

d. ,Z[OKYMGHTI)I JcJia IoAMINBarOTCA, HepeHJ’IGTaIOTCSI B quI)Ipe HpOKOJIa CypOBI)IMI/I HUTKaMH.
[Tpu 3TOM creyeT KCIoJIb30BaTh KAPTOH BHICOKOTO Ka4eCTBa, MMEIOIIHIA TOBBIIIICHHYIO
IUIOTHOCTb. JIOKyMEHTBI TIOIIINBAIOTCS, IEPEIUICTAIOTCS TaK, YTOOBI OBLIO 00eCIeueHO
CBOOOIHOE YTEHHE TEKCTA

Bomnpoc 5
bam: 1,00

HpI/I HaJIMYUKU B JIMYHOM [ACJIC COTPYAHHKA HGBOCTp€6OBaHHBIX JIMYHBIX JOKYMCHTOB

(y,I[OCTOBepeHI/Iﬁ, CBUACTCIILCTB, TPYAOBBIX KHHUKCK, BOCHHBIX OHIeTOB U T.H.) OHH

Bri6epute ouH OTBET:

a. BKJIAJbIBAIOTCS B KOHBEPT, KOTOPBIN BMECTE C APYTUMHU TOKYMEHTAMH NOIUIMBAETCS B IE€TI0
b. xpaHsaTCs y HauanmbHUKA OT/ENA KaapoB B ceiioBom mkady

C. XpaHsTcs B (hail;IoBOM BapHaHTe

d. hopmupyOTCS B OTAEIBHOE JIEI0 apXHBa HEBOCTPEOOBAHHBIX IOKYMEHTOB

Bonpoc 6
bam: 1,00

Wndopmanusga mnuyHoro nena, riae unudpamMud M MPOMUCHIO YKA3bIBAETCS KOJIUYECTBO
IIPOHYMEPOBAHHBIX JIMCTOB B J€JI€, HAJTUYME MPOIIYLIEHHBIX U JINTEPHBIX HOMEPOB, KOJIMYECTBO

JINCTOB BHYTpeHHCﬁ OITMCH Acjia IOMCIIaCTCA

Bribepure ouH OTBET:
a. BO BHYTPEHHIOIO OIIUCH Jieja

b. Ha 000pPOTHOI CTOPOHE MOCIEIHEr0 TOKYMEHTA



r

C. Ha TMOCJICIHUNA JTUCT OOJIOKKH Jiea ¢ BHYTPEHHEH CTOPOHBI

d. B iucT-3aBEepHUTEH JIEIa

Bonpoc 7
Bamn: 1,00

Kakoe IMpaBUJI0O HEC 00s13aTE€NIbHO K HCIIOJHEHHIO Ipyu HU3MCHCHUH COCTaBa JOKYMCHTOB

JIMYHOIO ACJia (I/I3'I->HTI/IC, BKIIFOYCHUE NTOKYMEHTOB, 3aMCHA UX KOIIUAMHU U T.H.) ?

Bribepure ouH OTBET:

—

a. M3MEHEeHHsI 00s3aTeNbHO 3aHoCATCA B Tpady «lIpruMedanne)» onmcu co CChUIKaMu Ha
COOTBETCTBYIOIIME TOKYMEHTBI, HA OCHOBAHUM KOTOPBIX IIPOU3OLIIO U3BATUE, TONOJIHEHUE,
3aMeHa KOIUAMH U T.II.

b. u3psaTne JAOKYMCHTOB U3 JIMYHOI'O JCJIa HEAOITYCTUMO
C. IMEPECOCTABJIACTCS JINCT-3aBECPUTEIb ACIa

d. mepecocTaBiseTCsI UTOTOBAS 3aITUCh K BHYTPEHHEH OMKCH Jieia

Bomnpoc 8
bam: 1,00

B MPUBCACHHOM IIPUMCEPE MOJIOKCHNA O MYHUIIMITIAJIbHOM apXUBE JOKYMCHTOB 110 TUYHOMY

COCTaBY YKa3aHO

Bri6epute ouH OTBET:

a. YTO yUpeXJIeHUE MPUHUMAET Ha OCHOBE 3aKJIFOUEHHBIX JJOTOBOPOB U B COOTBETCTBUH C
rpaduKaMu OT YUpPEKICHUN, OpraHu3alui U NpenpusTUii-UCTOYHUKOB KOMIIEKTOBAHHUS
ApxuBa JOKYMEHTHI 110 JUYHOMY COCTaBY, 00pabOTaHHBIE U YUYTEHHBIE COTJIACHO YCTAaHOBJIEHHBIM
IpaBUiIaM, a Tak K€ JOKYMEHTHI OT JMKBUAMPOBAHHBIX OpraHU3aluii, He UMEIOIIUX
MIPABONPEEMHHUKOB

b. uTO apxWB BBEITOJIHSCT BCE Onepaliy Ha 0€3BO3ME3THON OCHOBE

C. apXMB BBIJAET 110 3asBJICHUAM IPakJ1aH TOJIbKO apXUBHBIE CIIPABKH, TOATBEPKIAIOIINE
TPYZOBOM CTa), pa3Mep 3apabOTHOM IJIaThl U IPYTHe BOMPOCHI, HE0OX0AUMBbIe TSl 0(OpMIICHUS
MIEHCUW IPAXKIaHAM U PELICHHS IPYTUX COLMAIBHO-IIPAaBOBBIX BOIIPOCOB

d. yupexeHue He UMEET MpaBa OKa3bIBaTh YUPEKJACHUAM, OPTaHU3AIUSIM, IPEIAMTPHITHIM
METOJNYECKYIO, U ITPAKTUYECKYIO TTOMOIIb B IPOBEICHUH IKCIIEPTU3BI U YIOPSIAOUYECHUN
JIOKYMEHTOB



Bonpoc 9
bam: 1,00

B cmmckax APXHUBOB JOKYMCHTOB IIO0 JIMYHOMY COCTAaBy IIpU IIPHCBOCHHUU (bOHI[OB

YUPEKICHUSAM U MPEANPUATHIM UCIIOJIB3YyETCA

BeiOepure oquH OTBET:

d. 4MCJIOBas HyMeCpauus
b. 6ykBenHO-1IM(pOBast
C. CJIOBECHO-YHCJIOBAs

d. uudposast

Bonpoc 10
bam: 1,00

Benenue nu4YHBIX Ael 00s13aTEJIbHO KaﬂpOBOﬁ CJ'Iy>K6OI>i U XPaHCHHUC B OpraHu3alliu

00s13aTeIbHO

BeiGepute oauH OTBET:

—

a. 11 OO0 u OAO
b. s Bcex rpaxknan Ha TeppuTopun PO
C. u1st 00pa3oBaTeIbHBIX yupexaeHuii PO

d. Ha roCcyIapCTBEHHOW TPAXKIAHCKO CITy)Oe

KouTtpoJubHubie meponipusitus k Pasgeny Ne3
IIpakTuyeckoe 3axanue 2

N3yunte matepuan [IpaBun opraHuzanuy XpaHeHHs, KOMIUIEKTOBAHUS, yU€Ta 1
WCITOJIH30BAHUS IOKYMEHTOB apXUBHOTO (POHIa POCCUMCKOM (hefiepaliii U IPYTUX apXUBHBIX
JIOKYMEHTOB B TOCYIapCTBEHHBIX OpPraHax, OpraHax MECTHOTO CaMOYyMPaBJIEHUS 1
opranuzaiusax» ot 07.09.2015 r., ocoGeHHO pazaena 5, a Takke MOBTOPUTE MaTEpUal JEKIUU 2
«/cnonp30BaHuE apXUBOB 110 JTMYHOMY cocTaBy» Paznena Il «Onucanue, nouck u
UCTIOJIb30BAaHUE APXUBOB I10 JINYHOMY cOCTaBy». [10b3ysCh 00pa3IioM, COCTaBbTE aPXHUBHYIO
BBIMIUCKY, KOTOpast JOJKHA COEPkKATh HE MEHee 3 MMyHKTOB.



5.10. ApxuB opraHu3aiu pacCMaTpUBAET U UCIIOJIHAET 3alPOCHI, MOCTYNHUBIIUE B
MMCbMEHHOU (hopme.

3anpoc noabp30BaTeNsl JOIDKESH COACPKaTh CIEAYIONIYI0 HH()OpMALHUIO:

1. HaVMEHOBaHKE FOPUINYECKOTO JINIa — aBTOpa 3arnpoca (A7t rpakaaH — paMuiIny,
UMEHH, OTYECTBA, IPHU HATUYUHU TIOCIIECHETO);

2. HIOYTOBBIH W/WITH IEKTPOHHBIN aJIpec, N0 KOTOPOMY JI0JDKEH OBITh JTaH OTBET;

3. CBEJICHUS, UHTEPECYIOINE MOJIB30BATENSI U XPOHOJIOTHUECKUE PAMKH
3anpammBaeMoil HHGopmanuy;

4. ¢dopmy noydeHus nonb3oBartesieM HHpopMauu (MHPOPMALMOHHOE MTUCHMO,

apXWBHasl CIIPaBKa, apXMBHAs BHIIMKACKA; apXHUBHAS KOIHS, TEMATUICCKUAN TICpEUCHb,
TEMaTUIeCKHil 0030p TOKYMEHTOB)7;

5. JMYHYIO TIOJITUCH aBTOpa 3ampoca (rpaxkIaHuHa WIH JOKHOCTHOTO JIIA);

6. JaTy.

[Ipu mocTymneHny B apXuB OpraHU3alMi UHTEpHET-00palieHus (3amnpoca) noiab30BaTess
C YKa3aHUEM ajjpeca IEKTPOHHOM MOYTHI H/MITH ITOYTOBOT'O apeca, eMy HalpaBJIseTCs
YBEIOMJICHHE O prUeMe oOpaleHus (3ampoca) K paCCMOTPESHHIO MM MOTHUBHPOBAHHBIN OTKA3 B
paccmotpenuu. [IpuHsITOE K pacCMOTPEHHIO OOpaleHue (3apoc) pacreyaTbiBacTCs U B
JanpHeleM padoTa ¢ HUIM BEJIETCS B YCTaHOBICHHOM TIOPSIZIKE.

Ha 3ampockl TeMaTH4ecKOro xapakrepa, IOCTYIUBIINE B ApXUB OPraHU3alUU 10
UH(POPMALIMOHHO-TEIEKOMMYHHUKAI[MOHHON CETH, B TOM 4HcJIe 10 ceTH VIHTepHeT, 0TBET MOXKET
OBbITh HAIIPABJICH B BUJIE JIEKTPOHHOIO JIOKYMEHTA 10 YKa3aHHOMY aBTOPOM 3aIlpoca
3JIEKTPOHHOMY aJIpecy.

3anpoc JOJIKCH OBITh 3apCruCTPUPOBAH B TCHCHUC TPEX pa6oq14x JHEH ¢ MOMEHTa €ro
MOCTYIIJICHHAL.

3anpoc, HE OTHOCSIITUNCS K COCTaBy XpaHALIUXCA B OpraHu3anuu JO0KyYMCHTOB
(HerO(l)I/IJ'IBHHﬁ 3anpoc), B T€UEHUM 7/ THEH CO THA perucTpanuru 3arpoca HarpaBJIsACTCA B
OopraHu3alnuro, ra€ MOryT XpaHuTbCA HGO6XOI[I/IMBIG JAOKYMCHTHI C YBEAOMIICHUEM 00 3TOM
IIOJI30BAaTCJIA.

3anpoc, HOCTYHI/IBI_HI/Iﬁ B apXHB OpraHu3alnu, UCIIOJHACTCA B YCTAHOBJICHHOM IMOPAAKE B
COOTBCTCTBHH C Tpe60BaHI/I$IMI/I 3aKOHOAATCJIIbHBIX U MHBIX HOPMATHBHBIX ITPABOBBIX AKTOB I10
pa60Te C O6paH_[eHI/I$IMI/I rpaxxzialH 1 NpCA0CTAaBJICHUIO I'OCYAapCTBCHHBIX (MYHI/IL[I/IHaJ'ILHBIX)

YCIIYT.

OTBeT Ha MOCTYNUBIINKI B apXUB OpPraHU3aIUMU 3aMPOC MpeaocTaBisieTcss B Teuenue 30
THEl co qHs ero peructpanuu. C pa3penieHus pyKoBOACTBa OPraHU3aIH ATOT CPOK MOXKET OBITh
npojiieH He 6osee uem Ha 30 mHEH, ¢ yBeIOMIIEHHEM 00 9TOM 3asiBUTEIS.

5.11. OTBeTHI Ha 3aIIPOCHI MTOJIB30BATENIEH, B TOM YUCIIE OTBETHI HA 3aIIPOCHI TPaXK1aH
COLIMAJIBHO-TIPABOBOTO XapakTepa, 0(opMIIIOTCS B OpME apXUBHOM CIIPaBKH, apXUBHOU
BBIMHICKY M apXUBHOW KOMHMH, COCTABJIEHHBIX Ha OJIaHKE OpraHu3aluu (apXxuBa OpraHu3alnn),
O(OPMIICHHBIX U 3aBEPEHHBIX B YCTAHOBJICHHOM MOPSIKE.

[Tpu OTCYTCTBUU JOKYMEHTOB, HEOOXOIUMBIX JIJIsi HCTIOJTHEHHS 3apoca
COLIMAJILHO-TIPABOBOI0 XapaKTepa, COCTABIIAETCS OTBET 00 UX OTCYTCTBUU C YKa3aHHEM NMPUYHUH
Ha OJaHKe opraHuzaiuu. B ciydae oTpunatenbHOro oTBeTa MUChMO, coJiepikaliee HH(popMaluo



00 yTpare uiu rudenu HeoOXOAMMBIX JOKYMEHTOB, IOJDKHO OBITh 3aBEPEHO MEeYaThIO
OpraHu3aIuHg.

*khkkkk

5.13. ApXuBHBI€ BHIITUCKU M apPXUBHBIE KOUU 0(hOPMIIIOTCS Ha OJIaHKE OpTaHU3aIiH
(apxuBa opranuzanuu) ¢ 0003HaYCHHEM Ha3BaHUs BUaa JokyMeHTa: «APXMBHAS
BBIITMCKA», «<APXNBHA S KOIIN S ».

B apXI/IBHOf/'I BBIIIMCKEC HA3BAHWEC JOKYMCHTA, €0 HOMCP U JaTa BOCIIPOU3BOAATCS
ITIOJIHOCTBIO.

Brinucka npou3BOAUTCS TOJIBKO U3 IOKYMEHTA, B KOTOPOM COJIEPKHUTCS HECKOJIBKO
OT/ICNIbHBIX, HE CBSI3aHHBIX MEX]1y CO00I BOMpocoB. BrInucka J10JKHA BOCIIPOU3BOIUTE MOJIHBIN
TEKCT 4aCTU JOKYMEHTA, OTHOCAIIEICS K 3aIlpocy.

W3BineucHneM U3 TEKCTa AOKYMCHTA JOJI’KHBI OBITh HCYCpPIIaHbl BCC UMCIOIINUECCA JaHHBIC
I10 3a11pocy. Hagamno n KOHCII Ka’KA0I'0 U3BJICUCHUA, 4 TAKKE MMPOIMYCKH OTACIILHBIX CJIOB B TCKCTC
JOKYMCHTA 0003Ha4Yal0TCSI MHOTOTOYHEM.

B apXPIBHOfI BBITIMCKE JOJIXKHBI OBITh CACIaHbl COOTBCTCTBYIOIINEC ITPUMCHYAHUA U
OTrOBOPCHELI 4aCTHU TCKCTa OPUTIKMHAJIA, Hep3.360p‘-II/IBO HaITMCAHHBIC, UCIIPABJICHHBIC aBTOPOM, HC
nogaaromuecsd mpoYTCHUIO BCJICACTBHUEC NOBPCKACHUA TEKCTA U APYTUM ITPpHUYNHAM. OTZIGJII:HI:IG
CJIOBA U BBIPAXKCHUA JOKYMCHTA, BbI3bIBAONUEC COMHCHUA B UX TOYHOCTH, 4 TAKKC UCIIPABJICHUS,
MMOAYHCTKH, BBI3BIBAOIUEC COMHCHHEC B UX JOCTOBCPHOCTH, OIOBApUBAIOTCA IIOMCTAMM: «Tak B
JAOKYMCHTC», UJIN «B Texcrte Hepa360quBo», nm «Tak B TeKCTe OpuruHala. ITocae Texcrta
apXHBHOﬁ BBITIMCKU YKAa3bIBAKOTCSA apXHBH]':»IfI IJ_II/I(I)p 1 HOMCPA JIMCTOB €AUHULIBI XPAHCHUA
APXUBHOI'0 JOKYMCHTA.

Ecnu BeIMCKa 3aHUMaET OoJiee OJJHOI'O JIUCTa, apXI/IBHHﬁ H_II/I(l)p U HOMEpa JIUCTOB
CAUHUIBI XPAHCHUS apXUBHOI'O JOKYMCHTA YKA3bIBAOTCA Ha 06op0Te KaXXa01ro JIucCTa.

ApXI/IBHBIe H_II/I(I)pLI " HOMCEpA JIMCTOB CAUHUI XPaHCHUA JOKYMCHTA MPOCTABJIAAOTCA HA
060p0Te KaXXJa01r0 JIMCTa apXHBHOﬁ KOIIMH.

ApXI/IBHaSI BBIITMCKA U apXHBHAA KOIIHA IMOAIINCBIBAOTCA PYKOBOAUTCIIEM OPraHu3allin
HJIM UHBIM YIIOJTHOMOYCHHBIM UM JOJIZKHOCTHBIM JIMIIOM U 3aBCPAIOTCA IICYATbIO OPraHU3aIuu.

Bce nucthl apXHBHOﬁ BBIIIMCKU U apXHBHOﬁ KOIIMHM AOJI?KHBI OBITE IMPOLINTHI,
MMPOHYMCPOBAHLI U 3aBCPCHBI AHAJIOTHUYHO TOMY, KaK 3aBCPIACTCA MHOTOCTPAaHUYHAA apXHUBHAs
CIIpaBKa.

5.14. IToaAroToBIEHHbBIE APXUBOM OpraHU3al[Mi OTBETHI HA 3aIIPOCH] (APXUBHBIE CIIPABKH,
apXUBHBIE BBITUCKH U aPXMBHbBIE KOMTUH ) HAPABIIAIOTCS 3asBUTEIISM 110 TIOUTE MJIN BBIJAIOTCA:
3asIBUTEIIIO — IIPU IPEIbSABICHUH JOKYMEHTA, YIOCTOBEPSIOLIErO IUMYHOCTD, €70 MPEICTaBUTENISM
— MPH NPEIBSABICHUH TIOKYMEHTA, YJOCTOBEPSIOIIETO JINYHOCTD U JIOBEPEHHOCTH, OPOPMIICHHOM
B YCTaHOBJICHHOM mopsake. [loydarens apXUBHOM CipaBKU, apXWBHOW BBIITACKH WIA apXUBHOMN
KOIIMYU PaCIUCBIBACTCSA HA BTOPOM IK3EMILIIPE MOIYy4aeMOro JOKYMEHTa, OCTAI0IIEMC B JIEJIax
apXuBa OpraHMU3alvy, ¢ YKa3aHUEM JaHHBIX NIACIIOPTA MU APYroro JOKYMEHTa,
YIOCTOBEPSIOLIETO JINYHOCTD MOJIy4aTeNs.



5.15. ApXuBHBbI€ CIIPABKU, APXUBHBIEC BBITUCKU U apXUBHBIC KOIMH, HAITPABIIIEMbIC B
rocynapcTna, noanucasime ['aarckyto KoHBeHIMIO 1961 1., B COOTBETCTBUH C KOTOPOM HE
TpeOyeTcs KOHCYIIbCKas Jierau3anus opUIHaIbHbIX JOKYMEHTOB, 3aBEPSAIOTCS MPOCTABICHUEM U
3aM0JIHEHHUEM CHEIHATbHOTO IITaMIIa - alOCTUJIS.

ATIOCTUITB Ha apXUBHBIX CIIPaBKaX, ApXUBHBIX BBIUCKAX U APXUBHBIX KOIHUSX,
MOJIFOTOBJICHHBIX (hefiepaIbHbIMU OpraHaMU FOCYAapCTBEHHOM BIACTH (KpOME TeX, KOMY TaKoe
[IPaBO MPEIOCTABIEHO HOPMATUBHBIMU MPABOBBIMU aKTaMU) IPOCTABIISIET (heepaibHblid OpraH
WCTIOJTHUTEIILHOM BJIACTH, YIIOTHOMOYCHHEIN B cpepe apXUBHOTO Jieia.

Ha apxuBHBIX cnipaBKaX, apXUBHBIX BBINMCKAaX U apXUBHBIX KOMMSX, IIOATOTOBIECHHBIX
OpraHu3alUsIMM, PACIOJOKEHHBIMU Ha TeppUTOpUN cyObekToB Poccuiickoii denepaunu (kpome
T€X, KOMY TaKoe IpaBo IPEI0CTaBIEHO HOPMAaTUBHBIMU IIPAaBOBBIMU aKTaMH), AlIOCTHIIb
IIPOCTABJISIETCA OpraHaMH MCIIOJHUTEIbHON BiacTu cyObekToB Poccuiickoit denepaunu,
YIIOJIHOMOYEHHBIMU B c(pepe apXuBHOTO JeTa.

[IpocraBiieHne anmocTriisg Ha APXUBHBIX CHPABKaX, ApXUBHBIX BBIMMCKAX U APXUBHBIX
KOIUSX, NOATOTOBJIECHHBIX apPXUBAMH OpraHU3allU, OCYIIECTBIIAECTCS MOCIE UX TUCBMEHHOIO
oOpartreHus, ¢ mpeIcTaBlieHneM B yrostHoMo4eHHbIH [IpaButensctBom Poccuiickoit deneparun
dbenepabHBINA OpraH UCMOJHUTEILHON BIACTH WJIM OPTraH UCIIOHUTEIILHON BIACTH CyOBhEKTa
Poccuiickoii @eneparuu, ynoJIHOMOYECHHBIN B cepe apXUBHOTO Jieia, 00pa3iioB MOIICEH, ¢
MOATBEPIKICHUEM TTOJTHOMOYMI Ha MPaBO MOANKMCH KOHKPETHBIX JOJLDKHOCTHBIX JIUII, & TAKXKe
00pa3IoB MeYaTei.

ATIOCTHIIB HE IPOCTABIIAETCS HA JOKYMEHTaX, IPEIHA3HAUEHHBIX JIJIsl HAIIPaBJICHUS B
rocyznapcTBa, ¢ KoTopsiMu Poccnlickas @enepariys 3aKIr049miIa J0r0BOPhI O IPaBOBOM IOMOIIY U
IIPABOBBIX OTHOLIEHMSX MO IPAKAAHCKUM, CEMEHHBIM U YTOJIOBHBIM JI€JIaM, a TAK)KE B
rocynapctsa - yuactHuku CHI', moanucasime Cornamienue o NpuHIUNax 1 popmax
B3aMMOJEHCTBUS B 00JIaCTH UCIOIb30BaHUS ApXUBHON MH(GOPMAIIUU, U C KOTOPHIMH UMEIOTCS
JIBYCTOPOHHUE COTJIALIEHUS O COTPYIHUYECTBE.

B ciyuae oTkasa B mpocTaBIE€HUH allOCTHIIA 3asiBUTEIIO B TEUEHHUE TPEX pabouux JHEN
HaIpaBJIIeTCsl MUCbMEHHOE COOOILEHUE O IPUYNHE OTKa3a.

JIeKIIHOHHBIN MaTepHa

ApXUBHBIE CIIPABKHU, BBITUCKHU M KOTIMH BBIIAIOTCS HA OCHOBAHUM MHUCbMEHHOTO 3aIipoca
(U3UYECKOTO WK IOPUINYECKOTO JTUIA, KOTOPBIH TOJDKEH COoJiepKaTh HAMMEHOBAHUE (U aapec
MIPH MEPECHUIKE) OpraHu3aIuu (apXxuBa), KOTOPOU OHH aJpecOBaHbI; N3II0KEHUE CYIIECTBA
BOIpOCa; pamMIIINIO, UMsI U OTYECTBO OOPAIAIOLIETOCS; €0 a/Ipec, KOHTAaKTHbIE TeIePOHBI; 1aTy
Y JIMYHYIO MTOANUCH. B 3ampoce, coaeprkaiieM mpock0y 0 TOATBEPKASHUN TPYAOBOTO CTaKa WITH
pa3Mepa 3apabOTHOM IJIAThI, YKa3bIBAIOTCS KPalHHUE IaThl, MECTO U JOJIKHOCTH paOOTHI.

BBI}IaHHI)Ie APXUBHBIC CIIPABKH, KOIIMU U BBIIIMCKU U3 JOKYMCHTOB PETUCTPUPYIOTCA 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
00paAWAIOWUXCAL, CHUMAIOMC AHOHUMHBIMU U He NOONeHCaAm PACCMOMPEHUIO.

B ciyuae ecau 6 obpawenuu npedcmasiena HenoaHaAs UHGOPMAYUsL O 3aNPAUUBAEMBIX CBEOEHUSX
(Hanpumep, He YKA3AHO CMPYKMYpHOe noopasoeiieHue il 3a Kakue 200bl mpedyemcs.
noomeepaicoeHue 0 mpyoo8om cmadice, 3apabomuoii niame u op.), Apxus 0033aH 3anpocums y
3aa6umeinsi OONOIHUMENbHbIE CBEOEHUsL.

Cpok ucnonneHus: 3anpocos CoyuanrbHO-NPABoBO20 XapaKmepa parcoan U opeanu3ayuli no
00KyMeHmam apxuea He 0oJicen npesviuiams 30 OHell co Ous pecucmpayuu oopawenus. Ilpu
CILOJCHBIX 3aNpocax CPoK Modxicem Oblmv npooieH, Ho He boaee yem Ha 30 Onell, ¢ 00a3ameNbHbLIM
Y8eooMIeHUueM 00 2MoM 3aa6Umens.

B cnyuae nocmynnenus 6 apxue Henpoghunibhoco 3anpoca (ne no Ha3Ha4eHur) 3anpoc
nepecwiiaemcsi N0 NPUHAOIEHCHOCMU 8 Opyeue OP2aHU3AYUL UTU APXUBLL 8 J-OHEBHBLU CPOK C
MoOMeHma obpawieHus, o 4em 00800UMCs 00 C8e0eHUs 3aA6Umes.



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 No3

Bomnpoc 1
Bbamn: 1,00

Onuck ACJI 1O JINYHOMY COCTaBY BKIIIOYACT B cels

Bribepure ouH OTBET:

© a. naumenosanne opraHu3anum; HoMep GpoH/a; MOPsIKOBBINA HOMEp; UHJIEKC Aena (pu

HaJIMYHUU HOMCHKJIATYPbI I[eJ'I); 3aroJOBOK Acja, AaTa Jcja, 4YucCjio JJUCTOB B ACJIC

“ b. naumenosanue opranusanuu; Homep (GpoHa; MOPSIKOBEII HOMEP; HHIEKC Aena (Mpu
HAJIMYMHA HOMEHKJIATYPHI A€ ); 3ar0JI0BOK Jiejia; aTa Jejia; YMCIIo JUCTOB B JIeie; IpUMeUaHue
(ecnm ecTh)



—

C. HAUMEHOBAHUE OPraHU3alluK; CTPYKTYPHOTO MOapa3AeieHus; HoMep (oHa; MOPSAKOBBIN
HOMeEp; UHJAEKC Jiea (IIpU HaJIM4YUK HOMEHKIIATyphlI JIeN); 3arojI0OBOK Jieja; 1aTa Jieja; YUciIo
JUCTOB B JIeJie; IPUMEUYaHue

—

d. HanMeHOBaHUe OpraHu3anuu; Homep (HOH/IA; OPSIKOBbIH HOMEP; HHICKC Jena (pu
HaJIMYUKM HOMEHKJIATYPBI JIeN); 3arojIOBOK Jielia; Jjata Jielia; YKCiIo JIMCTOB B ejIe; AaTy nepeaadn
donma

Bomnpoc 2
bamr: 1,00

Bri6epute HeBepHOE yTBEPKICHHE

Bri6epute oquH OTBET:
a. Onuch Jen 1o TMYHOMY COCTaBYy COCTaBIISIETCS B TPEX IK3EMIUISIPax
b. Onuck e Mo TUYHOMY COCTaBY COCTABIISCTCS B TPEX IK3EMILISpax

C. Onuch TOKYMEHTOB MOXET ObITh COCTABJIEHA 110 XPOHOJIOTHYECKOMY HJIIU CTPYKTYPHOMY
IPUHLINITY, KOTOPbIE OOBIYHO COYETAIOT B OJJHOW OMMCH: B KAXKJI0M XPOHOJIOTHMYECKON IpymIe
JieJ1a PACIIPENEIAIOTCA B COOTBETCTBUU CO CTPYKTYPHBIM ITOAPA3IEICHHEM

d. Omnuce ACII 110 JIMYHOMY COCTaBy — y‘IeTHLIfI HAOKYMCHT, KOTOpLIfI COACPIKUT NICPCUYCHDb
JOKYMCEHTOB JI€JI 110 JIMYHOMY COCTaBYy C YKa3aHMEM MHIACKCOB, Ha3BaHUI1 AOKYMCHTOB H JIp.

Bomnpoc 3
bam: 1,00

HpI/I COCTaBJICHUHU OIKUCU A€ IO JIMYHOMY COCTaBy II0 HOMHHAJIBHOMY IMPUHIOUITY

3aroJIOBKH €)1 B OITMCH UAYT B CJ'IGI[YIOHIGI\/’I OCICa0BAaTCIbHOCTH

BeiGepute oauH OTBET:

—

a. JIMIIEeBbIe cyeTa pabouMX M CIIY)KaIIMX 10 3apaboTHOH miiaTe (pacueTHbIE BEIOMOCTH I10
3apIuiaTe); CIMCKH JIMYHOTO COCTaBa; JIMYHBIE JIeJ1a; HEBOCTPEOOBAHHbIE INYHBIE TIOJITTUHHbBIE
JIOKYMEHTBI YBOJIEHHBIX PA0OTHUKOB (ITPU OTCYTCTBUU OTIEIbHOMN OIKCH)

—

b. TpynoBBIC TOTOBOPHI (COTITAIIIEHNS); AKThI O HECYACTHBIX CIIyYasx

C. CITUCKH JIMYHOT'O COCTaBa, KapTO4YKH 110 YUCTY JIMYHOI'O COCTaBa; JUYHBIC JCJIa; TPYAOBBIC
JIOTOBOPBI (COTIAIICHHS)

d. mpukassl (pacnopspKeHHs) 1O JIMYHOMY COCTaBY; CIIUCKH JIMYHOTO COCTAaBa; JIMYHBIC €714,
KapTOYKH I10 Y4eTy JUYHOI'O COCTaBa

Bonpoc 4
Bbamn: 1,00



Kakomy HOpMaTHMBHOMY JOKYMEHTY MPUHAIJICKUT cTaThs 24, xoropas rimacut: «Coop,
XpaHEHHE, UCIOJIb30BAHNE U paAclpOCTpaHEeHHEe MHPOPMALMU O YaCTHOM HU3HM JMLa 0e3 ero
corimacusg He Jomyckaerca. OpraHbl TOCYJapCTBEHHOM BJIacTM M OpraHbl MECTHOI'O
CaMOyTIpaBJICHHUs, WX JOJDKHOCTHBIC JHIA O0s3aHBl 00ECHEeYUTh KaXIOMY BO3MOXKHOCTh
O3HAKOMJICHHUS C JOKYMEHTaMH M MaTepHUaiaMi, HEMOCPEACTBEHHO 3aTparuBarolliMu €ro npasa

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

Bribepure ouH OTBET:

—

a. Tpynosoii kogexkc PO

b. Koncruryuus PO

—

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

d. depepanbHbiii 3aK0oH 0T 22 okTsa0pst 2004 roga Nel125-03 «O06 apXxuBHOM Jielie B
Poccuiickoit deneparum»

Bomnpoc 5
bam: 1,00

Haiinute numiHee: 3anpoc coMaabHO-TIPABOBOTO XapakTepa ...

Bri6epute ouH OTBET:

-
a. 3TO 3aMpoc O MOATBEPKIACHUH TPYIOBOIO CTaXa WK pa3Mepax 3apab0THOM IIaThI,
Harpak/IeHuM, MPUCBOCHUH 3BaHUH, MTOJIydeHus: 00pa30oBaHUs U T.I1.
C . .
b. aT0 3ampoc, cBA3aHHBII C BOCCTAHOBJICHHEM POJICTBEHHBIX CBSI3CH, HCIIOHEHHE KOTOPOTO
ABJISICTCS TUIATHOM YCIIyTOU apXHBa
- .
C. 3TO 3alpPOC KOHKPETHOTO JIMIA WJIM OPraHU3alllM, CBA3aHHbIN C 0OecrieyeHueM NpaB U
3aKOHHBIX UHTEPECOB IPaXkIaH

d. BeaeTCs OecriaTHO B (hOpMe apXUBHOMW CIIPABKU, APXUBHOM KOMU M ApXUBHOW BBITHCKU

Bonpoc 6
Bbamn: 1,00

CpoOK HCTOIHEHUS 3alIpOCOB COLUANIBHO-TIPABOBOT0O XapaKTepa IrpakAaH U OpraHu3alui 1o

JOKYMCHTAaM apXuBa HC JOJIZKCH IMPCBLIIIATH JHEH. HpI/I CJIOKHBIX 3aIlIpoCax CPOK MOKET
OBITh MMpoJICH, HO HC Ooliee yeM Ha IlHCfI, ¢ 00sI3aTeIbHBIM YBCAOMIICHUCM 00 3TOM
3asABUTCIIA

Bribepure ouH OTBET:



—~

a. 30 xaneHgapHBIX THEH co AHs peructpanuu odpamienus; 30 nHei

~

b. 30 nHeit co qHs peructparyu odpaieHus; 15 nHei

—~

C. 30 xayleHgapHbIX JHEW co IHS perucTpauuu oOpameHus; 15 quei

d. 30 pabouux qHEH co qHs peructpaiuu oopamenus; 30 qHen

Bomnpoc 7
Bamn: 1,00

Hmeromuecst B JIMYHBIX JellaX JUCTKM 10 Yy4eTy KaJpoB, aHKEThl, aBTOOMOrpaduw,
COOCTBEHHOPYUYHO COCTABJICHHBIC 3asiBUTENIEM, HA KOTOPBIX OTCYTCTBYIOT OTMETKH O IPOBEpKE
UMEIOUINXCA B HUX CBEJECHUN HAa OCHOBAHUU IPEJCTABJICHHBIX MOMJMHHBIX JOKYMEHTOB WJIU

CIIPpaBOK

Bri6epute ouH OTBET:

a. MOT'YT CIIYKUTb OCHOBAaHUEM JUIS BbIJIaYM apXUBHBIX CIIPABOK O TPYAOBOM CTa)Ke IPU
MMACbMEHHOM Pa3pEeUIEHNH TUPEKTOpA apXrBa

b. MOT'YT CIIYKUTb OCHOBAHUEM JUJIA BblJa4U APpXUBHBIX CIIPABOK O TPYAOBOM CTaKe

C. MOT'yT CIY>KATb OCHOBAHHEM JUUIS BbIIa4W apXMBHBIX CIIPABOK O TPYAOBOM CTa)XXE MpH
NMUCBbMCHHOM DPAa3pCIICHUU OUPCKTOPA OpraHu3alunu, rac pa60Tan COTPYAHUK

d. me MOTYT CIIY)KUTb OCHOBAHUCM IUJIS BbIAa4YU aPXHUBHBIX CIIPABOK O TPYAOBOM CTAXKE

Bonpoc 8
bam: 1,00

VYKaXuTe HEBEpHBIM BapHaHT: «B KkauecTBe JOKYMEHTOB, IOATBEPKIAIOIIMX TPYAOBOU
CTaX, JUIsl COCTaBJICHUs CIPABKH MPHU OTCYTCTBUHU IPUKA30B IO JIUYHOMY COCTABY MOTYT OBITh

HUCIIOJIB30BaHHI ...»

Bribepute oauH OTBeET:

a. MPUKa3bl 10 OCHOBHOM JI€ATENBHOCTH
b. ankeTa

C. JIMIIEBbIE CYeTa MO 3apabOTHOM TuIaTe

d. mraTtHOE pacrucaHue opraHu3alruu



Bonpoc 9
bam: 1,00

HpI/I BbLIAYC IIOAJIMHHOI'0O JOKYMCHTa M3 apxuBa II0 JIMYHOMY COCTaBYy I10J1y4aTClib
MNOJJIMHHOT'O JIMYHOI'O JOKYMCHTA JOJIKCH pacCliuCaTbCAa Ha 060p0Te KOIIMHU JIMYHOI'O JOKYMCHTA,

oCTarolieucs B ApXHBC OpraHu3aluu. HpI/I OTOM B PACIIMCKE YKAa3bIBACTCsA

Bribepure ouH OTBET:

a. KOHTPOJIbHAS J]aTa BbIJIA4u IOKYMEHTA
b. crenens poacTea

C. IacIIOPTHBIE TaHHbBIC 3asBUTEIIS

d. 0eJIb U CPOKU BbLAAYN JOKYMCHTA

Bonpoc 10
bam: 1,00

I[ena, coAcpiKalue MAOOKYMCHTBI IIO JIMYHOMY COCTaBYy BbIAAKOTCA BO BPEMCHHOC

IMOJIb30BAHUE U3 XPAHUJIMIL HAa CPOK, HE Hp@BBIHI&IOIIIHﬁI

BeiGepute oauH OTBET:

a. 3 Mecsila BO BpEMEHHOE N0JIb30BaHUE JJIsl APYTUX OpraHu3alui
b. 3 Mecsitia 1715t KCTIONIB30BAHMS IOKYMEHTOB B UUTAJIBHOM 3aJie

C. 1 mecs1eB A 5KCIOHUPOBAHMSI IOKYMEHTOB

d.2 MECsLa AJI UCITIOJIb30BaHUA pa60THI/IKaMI/I OopraHu3anuun

Konmponvnas paboma no oucyuniune

Apxuevt no 1uuHoMy cocmagy
OTBeThTe Ha BEIOOP HA 5 BOMIPOCOB M3 MPUTIATaeMOTO CIIHCKA.
Kaxnprit orBet Ha 3-4 npeyioxenus — 1 ab3ail 10JKeH OBITh apTyMEHTHPOBAH U JJOKA3aTelIeH.

1. Jlaiite ompeneneHue MOHATHIO «KaapoBasl JTOKYMEHTAIMS», «IOKYMEHTHI 10 JUYHOMY
COCTaBYy».

Kakoe MecTo B KaJpOBOI JOKYMEHTALIMH 3aHUMAIOT JOKYMEHTHI 110 JINYHOMY COCTaBy?
Ilepeuncirte BUIBI JOKYMEHTOB 10 JUYHOMY COCTABY.

[Toyemy Tak BaKHO OOECTIEYUTh COXPAHHOCTh JOKYMEHTOB T10 JINYHOMY COCTaBy?
Ha3oBuTe qOKyMEHTHI IO JIMYHOMY COCTaBY, UMEIOIINE JOJITOBPEMEHHBIN CPOK XPAaHEHUS.

arwN



10.
11.
12.
13.

14.
15.

16.
17.
18.
19.
20.

21.
22.
23.
24,

25.
26.

217.
28.

Kakue 10KyMeHTBI 110 JIMYHOMY COCTaBy UMEIOT KPaTKOBPEMEHHBIN CPOK XpaHEHUS?
HazoBuTe MOKyMEHT, YTBEpAWBIINNA MPUMEPHOE TMOJIOKEHUE O PAOHHOM (TOPOJCKOM)
ApxuBe JOKYMEHTOB II0 JIMYHOMY COCTaBY. M3 CKOJBKHMX YacTei OH COCTOMT?
[lepeuncnure ux.

[enb coznanus ApxuBa JOKYMEHTOB I10 IUYHOMY COCTAaBY.

3a 4eil CUET colepKUTCS APXUB IOKYMEHTOB I10 JJUYHOMY COCTaBy?

Mosxer 11 ApXHUB JOKYMEHTOB 110 JIMYHOMY COCTaBY BBIIIOJIHATD IUIATHBIE YCIYTU?
Kakue TOKyMeHTBI BXOAST B COCTaB ApXHBa JIOKYMEHTOB IO JTUYHOMY COCTaBY?
PackpoiiTe ocHOBHBIE 331a4H U GYHKIUU ApPXHBA IO TUYHOMY COCTaBY.

Hmeet nu paBo ApXuB M0 TUYHOMY COCTaBY ITpadoBaTh PyKOBOJIUTENEH OpraHU3auil
3a HECBOEBPEMEHHYIO OILIATy €ro yciayr?

KTo Bo3rnasisier ApXuB IOKYMEHTOB 10 JUYHOMY COCTaBY?

[lepeuncnure 3Tambl MPOBEAEHUS AKCHEPTU3bl LEHHOCTH JOKYMEHTOB IO JIUYHOMY
cocTtaBy?

Kakue 10KyMeHTbI COCTaBIISIFOTCS IPU IPOBEJCHUH SKCIIEPTU3bI LIEHHOCTU?

[Toxnexxat 1 YHUUTOKEHUIO TOKYMEHTHI 110 JINYHOMY COCTaBy?

KTo MOXeT cTaTh HCTOYHMKOM KOMITJIEKTOBaHMSI IOKYMEHTaMU 110 TUYHOMY COCTaBYy?
[Tepeuncnure 0COOEHHOCTH MOATOTOBKH K Mepejaue Ha XpaHEHUE U apXUBHOTO XPaHEHUS:
MPUKA30B O JMYHOMY COCTaBY, JIMYHBIX JI€J, JIUIEBBIX CUETOB, TPYIOBBIX KHIKEK,
JMYHBIX KAPTOYEK, TPYAOBBIX TIOTOBOPOB, PErUCTPAIIMOHHBIX KHHT.

[Topsimox oopmiieHus: TUYHOTO Jena.

B uém oTimnuune onucu Aen 1o JMYHOMY COCTaBY OT APYTUX apXUBHBIX OMUCEH?

Kakue yuéTHble TOKyMEHTHI BeAyTcsl B ApXUBE Ha Jiena Mo JIUYHOMY COCTaBy?

Kakue Mepsl MOXeT NpUHATH ApXUB Ul OOHapyKEHMsI MPOIABLIETO JOKYMEHTa IO
JUYHOMY COCTaBy?

3UMOI B IOMELIEHUH, TJI€ XPAHATCS JOKYMEHTHI 110 JIMYHOMY COCTaBY, HEOXKHUJAAHHO HA
HECKOJIBKO 4acOB OTKJIFOUMIIM oToIieHue. Bamm nelicteua?

HazoBure ¢hopMbl HcTI0Nb30BaHMS ApXUBHBIX IOKYMEHTOB IO JUYHOMY COCTaBY.

Kakoii 3akoH peryinupyer 10CTyI K apXUBHBIM JIOKyMEHTaM IO JUYHOMY COCTaBy?
[IpencraBbTe, 4TO BBl OpraHU3alUs CO CPETHUM JOKYMEHTOO00pOTOM, TpopadoTasias 15
ner. CMozIenupyuTe CHUTyallMI0 Iepeladd B BEJOMCTBEHHBIH apXWB JIOKYMEHTOB II0
JM4HOMY cocTaBy. CocTaBbTE OIMUCH JIEN, MPOTOKOJ 3acCeAaHMs IKCIEPTHON KOMUCCHH U
aKT Ha YHUYTOXKEHUE Jell.

ITapameTpsl padoThl: yKazaTh JUCHUILIUHY, KTO BbiosnHWI: ®.M.O. crynenra, kypc, rpymna,

ornenenue. Hpudt 14, Times New Roman, mexxcTpounslii naTepBai 1,5, Hymepanus CTpaHuIl

10 BEpXHEMY MPaBOMY Kparo, 00beM paboThl — 2-3 cTp. O0s3aTeIbHBI CCHUTKH Ha JINTEPATYPY B

TeKcTe B [], crucok nuTepaTypsl 0hopMisTh B coorBeTcTBUM ¢ ' OCToOM, 10MyCTUMBI TOJIBKO
MIPOBEPEHHBIC AIEKTPOHHBIC PECYPCHI: O(PHUITHATBHBIC CAUTHI U J1. TTyOIUKAIIHIH.

Hmozoswiit mecm no Kypcy «Apxugst no iuuHomy cocmagy»

Bomnpoc 1
bam: 1,00

ApPXHUB 110 JINYHOMY COCTaBYy — 3TO

Bri6epute oquH OTBET:



a. cCaMOCTOATEIbHOE YUPEKICHUE WU CTPYKTYPHOE MOIpa3iesieHUue YUpexKACHUs,
OCYILIECTBIIAIOIIEE KOMIIJIEKTOBAaHUE, XPAaHEHHE, YUET U UCII0JIb30BAHUE JIOKYMEHTOB I10 JINYHOMY
COCTaBy

—

b. mompasnenenue KaxpoBoi CiIyKObI IPEANPHUITHS, OTBEYAIOIIEE 3a XPAaHEHHUE, YIET U
MCII0JIb30BAaHUE JJOKYMEHTOB MO JUYHOMY COCTaBY, B TOM YHCJIE€ B 3JIEKTPOHHOM BHJIE

—

C. yUpEXKJCHHE, XpaHsIIee KaipoBble JOKYMEeHThl AD PO

d. mecto XpaHCHUSA IOCyJapCTBCHHBIX JTOKYMCHTOB

Bonpoc 2
bam: 1,00

BepHBIM MOPAIAKOM PACIIOJIOKCHUA JOKYMCHTOB I10 JIMYHOMY COCTABY B HOMCHKIIATYPE ACII

AJI OTACIAa KaAPOB SABJISACTCA

Bri6epute oquH OTBET:

a. 1. HopmaTtuBHO-TIpaBOBBIE aKThI, PErYJIUpPYIOLIME padoTy oTaena kaapos. 2. llitatHoe
pacnucanue. 3. [lonoxxenue o0 otnene kajgpos

—
I1

b. 6. IIpuka3ssl 0 mpueMe, YBOJIbHEHHH paOOTHUKOB. 7. [IpHKa3bl 0 KOMaHIMPOBAHUH. 8.
[Tpuka3bl 0 HOOMIPEHUSX, IPUMEHEHNN AUCIUIIIMHAPHBIX B3bICKAHUI

C. 10. Tpyznosbie noroBopsl. 11. JIOTKHOCTHBIE HHCTPYKIIMM paOOTHUKOB OpraHu3aiuu. 12.
I'padux oTmyckos

r{«,

d. 19. XKypnan ydera npuema, nepeBojia, yBosibHeHUs: padoTHUKOB. 20. XKypHan yuera
BOEHHO00s13aHHbIX. 21. XypHan ydera BbIJaull KOMaHAUPOBOUHBIX YAOCTOBEPEHUI

Bomnpoc 3
bam: 1,00

KakoMy HOpMaTUBHOMY JOKYMEHTY NpHHAIUIekKAT pa3felibl, ONKCHIBAIOIINE KAaTErOpHH
JIOKYMEHTOB I10 JINYHOMY COCTaBY: IOKYMEHTHI [10 OpraHU3allui, HOPMUPOBAHUIO, TapU(PUKAIIH,
omate u oxpane Tpyna (Pazmen Ne7), mokymeHnTtsl o pabote ¢ kaapamu (Pazgen Ne), a taxke
nokymMeHThl n3 Pasnena Ned «Yder m OTYETHOCTB», CBA3AHHBIE C OIIATOM Tpyaa W APYTUMHU

BBITJIATAMH COTPYIHUKAM?

Bribepure ouH OTBET:

a. [TepedeHb TUTIOBBIX YIIPABICHYECKUX aPXUBHBIX JJOKYMEHTOB, 00pa3yIOIINXCs B MPoIiecce
JeSTEIbHOCTH TOCY/IapCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO CAMOYIIPABIEHUS U OpraHU3alui,
C YKa3aHHEM CPOKOB XpaHeHHs. 3apeructpupoBad MuntoctoMm Poccuu 8 centsiopst 2010 r. Per.Ne
18380



b. Meroanueckue pekoMeHaauK «DKCIEPTH3a IEHHOCTH U 0TOOP B COCTaB APXHBHOTO
¢donna Poccuiickoit denepannu T0KyMEHTOB O JIMYHOMY COCTaBy» npoekt 2014 r.

C. OcHoBHBIE TpaBuiIa paboThl apxuBoB opranmu3zanuii 2002 r.

d. UHCTpYKIIKS TI0 ACTIOMPOU3BOICTBY OPraHU3aluU

Bomnpoc 4
Bamn: 1,00

Haiinure ommnboYHOE BBICKA3bIBAHUE

Br16epute ouH OTBET:

a. [l ipyrux KaTeropuii moyb3oBaTeneii He00X0AUMO MMCEMEHHOE
HOTapHalbHO-3aBEPEHHOE pa3pelleHne TpakKIaHnHa (€ro HaclaeJHUKA UM JOBEPEHHOTO JIUIIA),
KOTOPOE MOXKET OBbITh 3aIIPOIIEHO OpraHu3alueil, HanpaBUBIIEH M0JIb30BATEINS B apXUB,
H0JIb30BATEJIEM, €CIIM OH - YACTHOE JIUIIO, MJIM apXUBOM I10 IIPOCKOE MOJIb30BaTeNs. APXUBY
cJIeZlyeT BbI1aBaTh MOJIb30BATEIIO TOJIBKO T€ /1A U JIOKYMEHTBI, KOTOpbIe OyyT yKa3aHbl B
paspelieHun

b. I[Tocie cMepTH rpaxkIaHWHA TPABOM Ha JOCTYI K apXHBHBIM JI€JIaM U JOKyMEHTaM,
COJIEpKAIINM CBEICHHS O TUYHOM U CEMEMHOM TailHe, ero YaCTHOM JKU3HU 00J1a/1at0T HACIEAHUKU
(oBepeHHBIE JIUIIa HACTEAHUKOB), €CJIM 9TO HE MPOTUBOPEUUT 3aKOHOIATEIHCTBY PO

-

C. ApxuB 00OecrieunBaeT JAOCTYII 0Jb30BaTENs TOJIBKO K TEM JOKYMEHTaM WK HHpopMaluu,
KOTOPbIE OTHOCSTCSA K JIMILY B OTHOILIEHHMH KOTOPOr'o, OBIJIO MOJIYYEHO pa3pelieHne o J0CTyIe,
Jla’Ke €CIIM B Jielie HaXOAATCs JOKYMEHTBI, coJepKaliue KOH(UICHIMAIbHbIE CBEIEHUS O
HECKOJIbKUX JIULAX

d. ApXUB IpeIOCTABIISET 10 OKOHYAHHUS 75 JIET CO THSI CO3/IaHUsI JOKYMEHTA apXHBHBIE JIeNia U
JIOKYMEHTBI, COACPIKALUE CBEACHUS O JINYHOM U CEMEVMHON TallHE IPakIaHNHA, €ro YaCTHOU
YKU3HU IO MOTUBUPOBAHHOMY MHCbMEHHOMY OOpAIEHUIO COTPYAHUKAM
opranuszanuii-gpongoodpazoBaTenell U UX MPUEMHUKOB, OPTaHOB rOCYAapCTBEHHOM BIIACTH,
OpPraHOB MECTHOT'O CAMOYIIPABJIEHUS, CYZ0B, OPraHOB IPOKYpaTyphl, OPraHOB IIPEABAPUTEIBHOIO
CJICZICTBUS U I03HAHUS B Tpesieiax UCTIOJHEHHSI UMU CBOMX CIIY>KEOHBIX 0053aHHOCTEH

Bomnpoc 5
Bbamn: 1,00

P aH)KI/IpOBaHHIJﬁ CITMCOK HOPMATUBHBIX JAOKYMCHTOB Io periiaMCHTallun

(GYHKIIMOHUPOBAHUSI APXUBOB IO JIUYHOMY COCTABY

Bribepure ouH OTBET:

a. @enepanbHblil 3akoH «O06 apxuBHOM ene B Poccuiickoit denepannny» Nel25-03 ot 22
okTsa0ps 2004 r.; TpynoBoii konekc Poccuiickoit deneparuun N 197-03 30 nexabps 2001 r.;



[IpaBuiia opranu3aiii XpaHeH!s, KOMIUIEKTOBAaHHUS, y4€Ta U UCIIOJIb30BaHUS JOKYMEHTOB
apXuBHOTO (poHIa poccuiickoil henepannu 1 APYrux apXuBHBIX JOKYMEHTOB B FTOCYAapCTBEHHBIX
opraHax, opraHax MECTHOTro camoymnpanieHus U opranuzanusx» ot 07.09.2015 r.; [lepeuenn
TUIIOBBIX YIIPABIEHYECKUX APXUBHBIX TOKYMEHTOB, 00pa3yIOIUXCs B MpoIiecce AesITeIbHOCTH
roCy/1apCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CaMOYIIPaBJIEHUS U OpraHMU3alUil, ¢ yKa3aHUEM
CpOKOB XpaHeHus1. 3apeructpupoBad Muntoctom Poccuu 8 centsiops 2010 r. Per.Ne 18380.;
Meronudeckue peKkoMeHaanu «KCIepTH3a EHHOCTH U 0TOOp B cocTaB ApXHBHOTO (hoHAa
Poccuiickoit @denepanuu 10KyMEHTOB 110 JUYHOMY COCTaBy» NpoekT 2014 r.

-

b. Tpynosoit kogekc Poccuiickoit @enepamnnu N 197-D3 30 gexadpst 2001 r.; denepanbHblii
3akoH «O0 apxuBHOM Jnene B Poccuiickoit @eaepanmm» Nel25-D3 ot 22 okTsa6ps 2004 r.;
[TpaBuiia opranu3aiii XpaHeHus, KOMIUIEKTOBaHUs, YUETa U UCIIOJIB30BaHUs JOKYMEHTOB
apXuBHOTO (poHIa poccuiickoil henepanuu u APYrux apXuBHbBIX JOKYMEHTOB B TOCYAapCTBEHHBIX
opraHax, OpraHax MeCTHOTO caMoyrpasiieHus u opranuzanusax» ot 07.09.2015 r.; [lepeuenn
TUTIOBBIX YIIPABICHYCCKUX APXUBHBIX IOKYMEHTOB, 00Pa3yIOMUXCsI B MPOIIECCE ACITCILHOCTH
rOCYIapCTBEHHBIX OPTAHOB, OPTaHOB MECTHOT'O CaMOYITPABJICHUS U OPTaHHU3AIH, C yKa3aHUEM
CpOKOB XpaHeHusl. 3apeructpuposad Muntoctom Poccuu 8 centsiops 2010 r. Per.Ne 18380

C. ®enepanbubiii 3akoH «O06 apxuBHOM Jene B Poccuiickoit @enepanuny» Nel25-D3 ot 22
okTs10ps 2004 r.; Tpynosoit koaekc Poccutickoit @eneparuu N 197-03 30 nexadbps 2001 r.;
[TpaBuiia opranu3aiii XpaHeHus, KOMIUIEKTOBaHUs, Y4ETa U UCTIOJIB30BaHUs JOKYMEHTOB
apxuBHOTO (poHIa poccuiickoil heaepanuu U APYrux apXUBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX
opraHax, opraHax MECTHOTO camoynpasieHus u opranuzauusx» ot 07.09.2015 r.; Meroauueckue
pexoMeHAanuu «DKCIepTu3a LIEHHOCTH U 0TO0p B cocTaB ApxuBHOro ¢onna Poccuiickoit
®denepanyy TOKyMEHTOB 0 JIUYHOMY cocTaBy» mpoekT 2014 r.; UHcTpykius no
JIEJIONPOU3BOJICTBY OpraHU3alul

d. TpymoBoii koaekc Poccuiickoii deneparin N 197-d3 30 nexadps 2001 r.; denepanbHbIit
3akoH «O06 apxuBHOM jene B Poccuiickoit @enepanum» Nel25-D3 ot 22 oxTs16ps 2004 r.;
ITpaBuiia opraHu3any XpaHEeH!s, KOMIUIEKTOBAHUS, y4€Ta U UCII0JIB30BAHNS JOKYMEHTOB
apxuBHOTO (poHa poccuiickoi Genepalu ¥ Jpyrux apXUBHbIX JOKYMEHTOB B TOCYAapCTBEHHBIX
OpraHax, OpraHax MECTHOT'O caMoyTpaBjieHus 1 opranuzanusax» ot 07.09.2015 r.; [lepeuens
TUIIOBBIX YIIPABIEHYECKUX APXUBHBIX TOKYMEHTOB, 00pa3yIOLIMXCs B IPOIECCE AESITENbHOCTH
roCy/IapCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CaMOYITPaBJICHUS U OpraHMU3allHil, ¢ yKazaHUEM
CpPOKOB XpaHeHus. 3apeructpupoBad Munroctom Poccun 8 centsaops 2010 1. Per.Ne 18380.;
Metoandeckue peKOMeHIauu «DKCIEePTH3a IEHHOCTH U 0TOOp B cocTaB ApXHUBHOTO (poHIA
Poccuiickoit denepanny JOKYMEHTOB MO JIMYHOMY COCTaBy» mpoekTt 2014 r.

Bomnpoc 6
Bbamn: 1,00

B kakom pasaciic  u3 HOpUBCACHHOIO MNpHUMEpa HMHCTPYKOUHU IO  KaJApOBOMY

JIEIIONPOU3BOJICTBY YKa3aHO, YTO «JIM4HbIE 1ea BeAyTCsl Ha BCeX paOOTHHUKOB YUPEKICHUSI»?

Bribepure ouH OTBET:

a. 00IIIME OJIOKEHUS



b. ocobenHocTH 0hopMIIeHHST JOKYMEHTOB MO OTACTBHBIM KaJPOBBIM (PYHKIHSIM
C. JOKYMEHTBHI 110 Y4ETy KaJpoB
d. mops 0K OATOTOBKY | MIEPE/Iauu JIe)l Ha XpaHECHHE B apXUB

Bonpoc 7
Bamn: 1,00

OTBETCTBEHHOCTH 3a OpraHu3alnuro pa6OTBI I10 XpaHCHHUIO KaAPOBBIX TOKYMEHTOB HECET

Bribepure oauH OTBET:

—

a. PabGoronareins

b. 3aBeayromuii apxuBOM
C. ApxuBapuyc
d. HauanbHUK OT/JEIa KaapOB

Bomnpoc 8
bam: 1,00

VYKaxxuTe JI0)KHOE YTBEpKJIEHUE

BeiGepute oauH OTBET:
-

a. apXUBHBIE JIOKYMEHTBI 110 JINYHOMY COCTaBY, KOTOPbIE HE ObUTN BKJIIOUYEHBI B COCTAB
nokyMeHTOB ApxuBHoro gonaa Poccuiickoit denepannu, 1o UCTEUEHUN CPOKOB XPaHEHUS
MOJJIEXKAT YHUUYTOXKEHHIO JINOO XpaHEHUIO B apXUBE OpraHU3aI[Ml B COOTBETCTBUU C
TpeOOBaHUSMU KOPIIOPATUBHOTO 3aKOHOIaTEIbCTBA
“ b, JUISl OpraHU3alMM - NCTOYHUKOB KOMIIJIEKTOBAHHUS - [0 UCTEYEHUH CPOKOB XPAHEHUS
00513aTeJIbHO MTPOBEACHUE COBMECTHO € YITOJTHOMOYEHHBIM OPraHOM T'OCYAapCTBEHHOM BIacTh
cyobekta Poccuiickoit ®@eneparuu B 0071acTH apXUBHOTO e, [ '0capXUBOM dKCIIEPTHU3HI
LIEHHOCTH Ps11a JOKYMEHTOB I10 JINYHOMY COCTaBY Ha IIPEIMET BKIIIOUEHUS B COCTaB APXHUBHOTO
¢donna Poccuiickoit @enepanun
“_' o

C. I OpraHu3anui, KOTOpPBIE HE ABJISIOTCA UCTOYHUKAMH KOMIUIEKTOBAHUSA, 110 UCTEUYEHUN
BPEMEHHBIX CPOKOB XPAHEHMS APXUBHBIE JOKYMEHTBI 110 JIMYHOMY COCTaBY ITOJIEKAT SKCIIEPTHU3E
Y MOTYT OBITh YHUYTOXEHBI TM00 XpaHUTCA B apXUBE OpraHU3aI[UN

d. XPAaHCHUEC NOKYMCHTOB IO IMYHOMY COCTaBy, HC MOMJIC)KAUX YHUUTOXCHUIO JOJIPKHO
OCYIICCTBIATHCA TOJBKO B 6YMa>KHOM, a HC B DJICKTPOHHOM BHUJIC

Bonpoc 9
Bbamn: 1,00



Ilo xakOMy HPUHLUITY CUCTEMATU3UPYIOTCA JOKYMEHTHI B JI€JIaX, COACPIKALIUX IPUKA3bI,

pacrnopspKeHU [0 IMYHOMY COCTaBy?

Bribepure ouH OTBET:

a. andaBUTHBIN NPUHIMI 110 GaMIUIUK COTPYTHUKA, O KOTOPOM COAEPKUTCS UH(POpMaLus

—

b. XpoHonoruuecKuii MPUHIKIT: B HaYaJIe [1eia JTOJDKHBI pacrojiaraTbCs MpUKas3bl
(pacriopspkeHwus) 3a AeKaOpb, MIOTOM 32 HOSIOPh | T.]I.

C. HOMEPHOMY IIPUHIIUILY: OT [IEPBOTO JI0 IOCJIETHETO

—

d. XpOHOJIOTUYECKUI TPUHLIUIT: B HAYaJle JeJ1a JOJDKHBI PacIoyiaraTbesl pUKa3bl
(pacniopsikeHMs) 3a SHBaph, IOTOM 3a (peBpajb U T.A.

Bomnpoc 10
bam: 1,00

[TonmmBka chOpMHUPOBAHHBIX JIEJT TPOU3BOIUTCS

Bri6epute ouH OTBET:

a. 10 Iepefiauy UX U3 OT/eNa KaJpoB B apXUB Ha JOJITOBPEMEHHOE XPAHEHHE
b. mocrne 3aBepieHUs IKCIEPTH3bI LIEHHOCTH JIOKYMEHTOB

C. I1OCJIE€ YBOJIBHEHUS COTPYJHHUKA

d. A0 IpOBCACHUA SKCIICPTHU3BI HCHHOCTU JOKYMCHTOB I10 INYHOMY COCTABY

Bonpoc 11
bam: 1,00

Wndpopmanusa nuyHoro nena, riae uudpamMud U HPONUCHIO YKa3bIBAETCS KOJIMYECTBO
IIPOHYMEPOBAHHBIX JIMCTOB B JI€JI€, HAJIMYKE MPOMYLUIEHHBIX U JINTEPHBIX HOMEPOB, KOJIMYECTBO

JINCTOB BHYTpeHHCﬁ OIIMCH Acjia moMeuiacTCsAa

Bribepute oauH oTBeT:

—

d. Ha O60p0THOI>i CTOPOHC MOCJICAHCTO JOKYMCHTA
b. Bo BHYTPCHHIOIO OITHUCH ACJIa
C. Ha IMOCJISAHUN JTUCT 00JIOKKH JAcia C BHYTpCHHCﬁ CTOPOHBI

d. B tucT-3aBepuTENH NIENIa



Bonpoc 12
bam: 1,00

B IMPUBCACHHOM IIPUMEPE IMTOJIOKCHHUA O MYHUITUIIAIBHOM apXHUBE JOKYMCHTOB I10 IUYHOMY

COCTaBy yKa3aHO

Bri6epute oquH OTBET:

—

d. 4YTO apXMB BBIIIOJIHACT BCC OIICpalliy HA 663BO3MC3Z[HOI>'I OCHOBC

—

b. apxuB BbLIACT 110 3asBICHUSM IPAXKIAH TOJIBKO apXUBHBIC CIIPABKH, OATBEPIKAAIOIIIEC
TPYAOBOM CTaX, pazMep 3apabOTHOM IUIATHI U IPYTHE BOMPOCHI, HEOOXOIUMBIE [Tl O(OPMIICHHS
IIEHCUM IPAXKIaHAM U PELICHMS IPYTUX COLMAIBHO-IIPABOBBIX BOIIPOCOB

C. YUIpCKICHHEC HC MMCCT IIpaBa OKa3bIBaTh YUPCIKACHUAM, OpTaHHU3alMAM, IPCAIPUATHIM
METOANYCCKYI0, U IPAKTUYCCKYIO ITIOMOIIBL B ITPOBCACHHUU 3KCIICPTU3LI U YIIOPAJOYCHHUU
JAOKYMCHTOB

—

d. 94TO yupeKaeHNe NPUHIUMACT Ha OCHOBE 3aKJIFOYCHHBIX JJOTOBOPOB M B COOTBETCTBHH C
rpaduKkaMu OT YUpPEKICHUN, OpraHu3alui U NpenpusaTUii-UCTOYHUKOB KOMIIEKTOBAHUS
ApxuBa JOKYMEHTHI 110 JUMYHOMY COCTaBY, 00pabOTaHHbIE U YUYTEHHBIE COTIIACHO YCTAaHOBJIEHHBIM
IIpaBUJIaM, a TaK e JTOKYMEHTbI OT JIMKBUIUPOBAHHBIX OPraHU3ALNNA, HE UMEIOINUX
IIPABONPEEMHUKOB

Bomnpoc 13
bam: 1,00

Benenne nUYHBIX A 00s13aTeNbHO KaﬂpOBOﬁ CHy>K6OI>i U XpaHCHUC B OpraHU3aluu

00s13aTeNIBHO

BeiGepute oauH OTBET:

a. Ha TOCY/IapCTBEHHOM I'pakJaHCKOH CITy»)0e

—

b. s OO0 u OAO
C. U1sl 00pa3oBaTeIbHBIX yupexaeHuit PO

d. w1st Bcex rpaxaH Ha Tepputopun PO

Bonpoc 14
bam: 1,00

VYkaxxuTe JI0)KHOE YTBEP)K/IEHUE

Bri6epute oquH OTBET:



a. JImunble KapTOUKK PAOOTHUKOB Takke (POPMUPYIOTCS B Jiea 1o andaBUTy GaMuIHii

b. I[Ipukassl, pacopspKeHUs], yKa3aHuUs [0 JINYHOMY COCTaBY IPYIIIUPYIOTCS B
CaMOCTOATEIJIbHBIEC aPXUBHBIE JIeJ1a CO CBOEH HymMepauein

C. JIunieBble cueTa 1o 3apaboTHOH IUIaTe COTPYIHUKOB (POPMUPYIOTCS B CAMOCTOSITEIbHBIC
JieNia ¥ pacIioyiaraloTesl B HUX 10 andaBUTy GpaMuiIuii

d. B cootBercTBuu ¢ [IpaBuiiamu paboThl apXMBOB OPraHU3ALUA PACTIOPSIUTEIbLHBIC
JOKYMEHTBI TPYIIIUPYIOTCS B JieJia [0 BUaM, A0IycKaeTcst GOpMHUPOBATh B OJIHO JI€J10 ITPUKa3bl U
pacropsKEeHUs ¢ €IUHOM HyMepaluei

Bonpoc 15
bam: 1,00

O06105kKa z1e71a 10 JINYHOMY COCTaBy COJAEPIKUT CIENYIOIINE PEKBU3UTHL:

Br16epute oquH OTBET:

d. HAMMCHOBAHHUEC OpraHU3alyy, MOAYMHCHHOCTh, HAUMCHOBAHUE CTPYKTYPHOI'O
noapas3aciiCHuA, HHACKC ACiia, apXPIBHI)IfI HII/I(l)p J€J1a; 3aroJIOBOK J€Jj1a, KpaﬁHHe JaThbl aAcjia,
KOJIMYCCTBO JIMCTOB ACJIa, CPOK XpaHCHUA ACTIa

-~

b. HanMeHOBaHKE OpraHU3aIH, TOJYHHEHHOCTh, HANMEHOBAHUE CTPYKTYPHOTO
HOJpa3/IeNIeHus; MHIECKC JIeJ1a; 3ar0JIOBOK JI€J1a; KOJIMYECTBO JIUCTOB J€J1a; KpalHue 1aThl
Jiena; CpOK XpaHEHUs JieNa; apXUBHbBIN udp aena

C. HAMMCHOBAHHNEC OpraHU3alnd, MOAYMHCHHOCTb, HAUMCHOBAHUE CTPYKTYPHOTO
noapas3aciiCHuA; HHACKC ICJIa; apXHBHLIfI I_HI/I(I)p Jciia (HOMep (I)OH)Ia'I/IHZ[eKC, OIIMCHU z[ena);
3aroJIOBOK acja, KpaﬁHHe AAaThl JACJ1a; KOJIUYCCTBO JIMCTOB JCJIa; CPOK XpAaHCHUA NCJIa

d. HaumeHoBaHMe OopraHu3aln, UHACKC ACJIa; apXI/IBHHﬁ I_I_II/I(I)p JA€J1a; 3aroJIOBOK A€jia,
KOJIMYCCTBO JIUCTOB A€JIa; CPOK XpaHCHUA ACJIa, KpaﬁHHe JaThI Acjia

Bonpoc 16
bam: 1,00

Kakomy HOpMaTMBHOMY JOKYMEHTY MPUHAIJICKUT cTaThs 24, xoropas riaacut: «Coop,
XpaHEHHe, UCIOJIb30BAHNE U paAcIpOCTpaHeHHe MHPOpMAlUK O YacTHOW JKM3HHU JHIa 0e3 ero
corimacusg He Jomyckaerca. Opranbl TOCYJapCTBEHHOM BJacTM M OpraHbl MECTHOTO
CaMOYIpAaBJIEHUS, UX JOJDKHOCTHBIE JIMLA O00s13aHbl 00eCHedYuTh Ka)XJA0My BO3MOKHOCTb
03HAKOMJIEHHUS C IOKYMEHTAMH U MaTepHallaMH, HEMIOCPEACTBEHHO 3aTPAaruBarolMMU €To IpaBa

¥ CBOOO/IBI, €CIIM MHOE HE MIPEYCMOTPEHO 3aKOHOM»?

Bri6epute oguH OTBET:



a. 3akoH P® «O nepcoHanpHbIX AaHHBIX» Ne 152-D3

b. ®enepanbhubiii 3akoH 0T 22 okTIOpst 2004 roma Nel125-D3 «O6 apXHBHOM Jielie B
Poccniickoit denepanun»

. Tpynosoii koaekc PO

d. Koucruryius PD

Bonpoc 17
Bamn: 1,00

Hmeromuecss B JIMYHBIX JellaX JUCTKM 10 Yy4eTy KaJpoB, AHKEThl, aBTOOHOrpaduw,
COOCTBEHHOPYUYHO COCTABJICHHBIE 3asiBUTENIEM, HA KOTOPBIX OTCYTCTBYIOT OTMETKH O IPOBEpKE
UMEIOUINXCA B HUX CBEJCHUI Ha OCHOBAaHUM MPEACTABICHHBIX IMOJJIMHHBIX JOKYMEHTOB WJIU

CIIPpaBOK

Bri6epute ouH OTBET:
a. MOT'YT CIIY’)KUTh OCHOBAaHUEM JUIs BbIJIa4l apXUBHBIX CIPABOK O TPYJOBOM CTa)e

b. MOT'YT CJIYKUTb OCHOBAHWEM JIA BblJa4X apXHWBHBIX CIIPABOK O TPYAOBOM CTAXKC IIPU
MUCBbMCHHOM DPAa3pCHICHUU OUPCKTOPA apXUBa

C. HC MOI'YyT CIIY>KUTh OCHOBAHHMEM JUJIA BbIIAYU ApXMBHBIX CIIPABOK O TPYAOBOM CTaXKE

d. MOT'YT CIIYKUTb OCHOBAHWEM JIA BblJa4X apXWBHBIX CIIPABOK O TPYAOBOM CTAXKEC IMPU
NMUCBbMCHHOM DPAa3pCIICHUU AUPCKTOPA OpraHu3aiunu, rac pa60Tan COTPYAHUK

Bonpoc 18
bam: 1,00

I[ena, coACpiKalmue€ MOOKYMCHTBI II0 JIMYHOMY COCTaBYy BbIAAOTCA BO BPEMCHHOC

MMOJIb30BAHUC U3 XPAHWJINI HAa CPOK, HE HpeBLIH.IaIDH.[PIﬁI

Bribepute oauH oTBeT:

a. 7 MecsI1eB I IKCIIOHUPOBAaHMSI TOKYMEHTOB

b. 2 Mecsina Ut UCTIONB30BaHUS PaOOTHUKAMHU OPraHU3aIMN

C. 3 Mecsila BO BpEMEHHOE NI0JIb30BaHUE AJIs APYTUX OpraHu3alni

d.1 MeCAL JJI1 UCITOJIb30BAHUA JOKYMCHTOB B UUTAJIbHOM 3aJIC

Bonpoc 19
Bbamn: 1,00



VYkaxuTe HEBEpHBI BapuaHT: «B KadecTBe MOKYMEHTOB, IOATBEPKAAOIIUX TPYAOBOW CTax, A

COCTaBJICHUS CIIPABKU MOT'YT OBITH HCIIOJL30BAHEI ...»

Bribepute oquH OTBET:

a. JIMCTOK IO y4eTy KaJ[pOB, COCTABJICHHBIN 3asBUTEIIEM
b. mpukassr o muuHOMY COCTaBY

C. TWIIEBBIC cUETa MO 3apabOTHOM IiaTe

d. mpuKa3skl MO0 OCHOBHOM AEATEIEHOCTH

Bomnpoc 20
bann: 1,00

HpeI/IMyH.[eCTBa, oJryd4acMbIC OT BHCAPCHUS 3JICKTPOHHOI'O apXUBa 11O IMYHOMY COCTABY:

Bribepute ouH OTBET:

a. ApXMB He 3alHIIEeH OT MOKapoB M MPOUYNX (OpC-MaKOPOB; He 00ECIIEUNBACTCS HX COXPAHHOCTH OT
MOTEPH, MOPYH, YMBIIIJIEHHOTO PEIAKTUPOBAHUS U T.JI.

—
|1

b. PaGota ¢ apXUBHBIM JOKYMEHTOM BO3MOKHA OJJHOBPEMEHHO JIMIIIb JJIsl OJJHOTO YEIOBEKa, YTO
c03/1aeT HeYA00CTBO U PabOTE C AKTHMBHO MCIIOJIb3YEMBIMU JOKYMEHTAMU

i
\

C. Bpems oTBeTOB Ha 3ampockl K TaHHBIM apXHBa COCTABIISET OT OJJHOTO 0 HECKOJIBKUX JTHEH.
PaboTHrKaM apXuBa IOBOJILHO CIIOKHO 00pabaThIBaTh BPYYHYIO OOJIBIIOE KOJUYECTBO 3aPOCOB, MHOTHE
U3 KOTOPBIX JIOBOJILHO CIIOXHBI U TPEOYIOT JIJIS TOTYYCHHUS OTBETA HCIIOIB30BaHUE OOJBIIOT0 KOJIMYECTBA
Jie

d. IIpocToii 1 OBICTPBIIA TOCTYIT K JOKYMEHTY JIFOOOr0 COTPYAHUKA apXHBa B JIF000E BPEMS; pOCT
CKOpPOCTH 00pabOTKH 3aIIPOCOB K apXUBY; KOHTPOJIb CPOKA XPAHEHUS! B 3aBUCUMOCTH OT THIIa JOKYMEHTa U

T.I.

7 OneHOYHBIE CPEACTBA LISl POBEICHUS NIPOMEKYTOYHOM ATTECTALUN
a) Ilnannpyembie pe3yabTaThl 00y4eHHUsI H OLICHOYHBIE CPEACTBA 1JIsl IPOBEACHHUSA
MPOMEKYTOYHOM aTTECTALMHU:

Kox WNupukarop

JOCTHKECHUS OneHouHble CpeacTBa
WHIUKATOpa

KOMIICTCHIIN

[1K-3: CriocobeH opraHu3oBaTh U aIMUHUCTPUPOBATH EATEILHOCTD M0 OPraHU3alMU TPy U
OIJIaThI IEPCOHATIA

O6ecneqHBaeT Hepe‘-le]'lb TeOpeTI/IquKI/IX BOHPOCOB K 3K3aMeHy:
JIOKYMEHTAIlMOHH
MIK-3.1 oe u 1. KampoBass nmokymeHTanmuss W € pPa3HOBHIHOCTH. 3Ha4YcHHE
OKYMEHTOB II0 JIMYHOMY COCTaBy B CHCTEME KaJpOBOM
OpTraHHu3allMOHHO FLOKYM y y o
JTIOKYMCHTAITHH.
€ 2. JIOKYMEHTBI 1O JIMYHOMY COCTaBY JOJITOBPEMEHHOTO




COIIPOBOKJICHHE
CUCTEMBbI
OpraHu3aluy u
OILIATHI TPYyAQ
nepcoHala

KPaTKOBPEMEHHOTO CPOKOB XPaHEHHUSL.

3. [IpaBoBBIE OCHOBHI OpraHM3AIN PaOOTEI ApXHWBa MO JHIHOMY
COCTaBYy.

4. Hctopus GpopMupoBaHUS KaJpOBOW TOKYMEHTAIMU U OpPTaHHU3aIUs
e€ xpanenus B Poccun.

5. Conepxanue npumepHoro [lonoxenus o pailoHHOM (TOPOJCKOM)
ApxuBe TOKyMEHTOB IO JUYHOMY COCTaBY.

6. 3amaun 1 QyHKIMKA ApXHBa JOKYMECHTOB IO JTHYHOMY COCTaBY.

IIpuMepHBIe TpaKTUUECKUE 3aJaHUs Ul DK3aMEHa:

1. Ykaxure HoMep cratbu DenepansHoro 3akoHa «O0 apXHBHOM Jiele B
Poccwuiickoii De- neparm» ot 22 okta0ps 2004r. Ne 125, B koTopoi
MEePEYMCIICHBl YUPEXKACHUS, apXUBHBIC TOKY- MEHTBI KOTOPBIX OTHECEHBI K
MYHHUIUIAIBHOH COOCTBEHHOCTH.

OrtserT:

2. KeMm ocymmecTBisieTcs pelieHie Hay9HO-METOAMIECKUX U IMTPAKTHUECKHX
BOIIPOCOB, CBSI- 3aHHBIX C 3KCIICPTH30H IEHHOCTH JOKYMEHTOB 1
BKITIOUEHHEM HX B cocTaB ApxuBHoro ¢orga [lenseHckoit odmactu?
Orger:

3. Moryrt i1 OBITh IPUBATU3UPOBAHBI APXUBHBIE JJOKYMEHTBI, HAXOISIIIHECS B
rOCy/AapCT- BEHHOM WU MYHUIIMTIAIBHON COOCTBEHHOCTH?

OrtBer:

4. Ha3oBuTe oprassl, KOTOpbIE OCYIIIECTBIISIIOT TOCYIapCTBEHHOE YIIpaBJIeHUE
ap- XUBHBIM AesioM. OTBET:

B Poccuiickoit @enepannn - B [leH3eHckoit odmactu —

B MYHHIUIIAIEHBIX 00pa30BaHUAX —

5. KakoBsl momHOMOYHs 3aKOHOAATENEHOTO coOpanus [leH3eHCKOH 00nacTu
B cdepe ap- xuBHOTO nena? OTBeT:

1.

2.

3. 6. B ubu noaHOMOUMS
BXOJWT IpezacTaBieHne [IeH3eHCKoi 001acTH B OTHOIICHUAX ¢ (dexe-
paJIbHBIMHU OpPTraHaMU FOCYAapCTBEHHOMN BIACTH, OCYIIECTBICHHE Mep IO
peanuzanuu Ha TeppuTopun [IeH3eHcKoi 06aacTH rocyAapCTBEHHOM
MOJIMTHKH B chepe apXUBHOTO Jiena?

OrtBer:

7. JoxymenTsl ApxuBHOTo (hoHma P®, Haxomsmuecs B TOCyJapCTBCHHOM
COOCTBEHHOCTH, ITOCTOSTHHO XpaHsTcs B 23 OTBeT:

1.

2.

3.

4.

8 . Kyna nepenaroTcst JOKyMEHTbI, OTHECEHHBIE K COCTAaBY apXHUBHOTO (hoH/Ia
Ilen3enckoit 061acTy, NP MPUBATU3AIMH TOCYIAPCTBEHHBIX OpraHU3aIui
Ilensenckoit obmactu?

OrtBer:

9. Ykaxute HOMep craTthu DenepansHoro 3akoHa «O0 apXUBHOM Jelie B
Poccuiickoit ®e-mepanun» ot 22 oktsa0ps 2004r. Ne 125, koTopas 3anpemaet
YHHYTOXEHHUE TOKyMeHTOB ApxuBHoro ¢onma P.

Ortser:

10. INepeuncanure OCHOBHBIE KJIACCU(HUKALMOHHBIE €TMHUIBI APXHUBHOTO
tdorma Poccun OtBer:

1.

2.

3.

11. MoryT 5iu rocyaapcTBEHHBIE OpPTraHbl, OPTraHbl MECTHOTO
CaMOYTIPaBIICHHSI, TOCYAAPCTBEHHBIE M MYHHIIUTIAIGHBIE OPTraHU3aIn{
nepeaaBaTs 00pa30BaBIINECS, B TIPOILIECCE UX JESITEITbHO- CTH JOKYMEHTHI
ApxusHoro ¢onma PO B my3en, OnbauoTekH, oprannzannu Poccuiickoit
aKaJeMUU HayK U HErOCYyAapCTBEHHbIE OPraHU3aluu?

Ortser:

12.Yxaxure Homep cratbn Penepanbaoro 3akoHa «O0 apXUBHOM Jeie B
Poccuiickoii dene- pauumn» ot 22 oktsi6pst 2004r. Ne 125, xotopas
YCTaHaBJIMBAET CPOKHU BPEMEHHOI'0 XpaHEHHsI JOKYMEHTOB APXUBHOIO




dhonma PO 10 ux nepemaun Ha MOCTOSTHHOE XpaHEHHE.

OrtBer:

13. KoMy nepenarorcst JOKYMEHTHI 110 JINYHOMY COCTaBY IIPH PEOPraHnu3auu
opraHa rocy- JapCTBEHHOH BJIACTH, MHBIX TOCYAapCTBEHHBIX OPTaHOB
[TenzeHckoit obmactn?

Ortser:

14. KoMy nepenarotcsi JOKYMEHTHI 110 JIMYHOMY COCTaBY MY JIMKBUIAINT
opraHa rocyap- CTBEHHOH BJIACTH, MHBIX TOCYAapPCTBEHHBIX OPIaHOB
INenszenckoit obmactu?

OtBer:

15. Kaxuie BuabI OTBETCTBEHHOCTH ycTaHaBIMBaeT enepanbHeiid 3akoH «O0
apxuBHOM [ene B Poccmiickoit @epepannm» ot 22 okTs0ps 2004r. Ne 125 3a
HapyIIeHne 3aKOHOAAaTENbCTBA 00 apXuBHOM zeje B PO

1.

2.

3.

ITK-4: CniocobeH pyKOBOAUTH MPOLIECCOM CKaHUPOBAHUS, BBOJIA M 00OpaOOTKH JIaHHBIX B CUCTEME
JJIEKTPOHHOTO apXHBa

[IK-4.1:

VYnpasiser
JeSITEIIbHOCTBIO
10 KOHTPOJIIO
(GyHKIIMOHHUPOBaA
HUS, BBOJA U
00paboTKu
JAaHHBIX B
CUCTEME
IIEKTPOHHOIO
apxuBa

Hepeqeﬂb TECOPETUICCKHUX BOIIPOCOB K IK3aMCHY .

1. CD]l, 3neKTpOoHHbIH apXuB: ONPEACIICHHE, IPUMEPHI, KIACCUPHUKAIIUS.
2. OcCHOBHbIE NIOHATHS ¥ NPaBKIa opranusauu HHHOPMAITMOHHBIX
MMPOAYKTOB U YCIYT, 3KCHepTHOI7I OLICHKU: onpeeieHne, MPpUMEPHI,
KiaccuduKarys.

3. OCHOBHBIE METOIBI HCCIIEIOBAHUH, HCTIOJIb3YEMBIX B YaCTH APXHBOB I10
JUYHOMY COCTaBYy.

4.0Onpenenenue npouecca DKCIIEPTHAsI OLICHKA.

5.CoBpeMeHHOE COCTOSIHUE B CHCTEME aPXUBHOTO XPaHEHHs! TOKYMEHTOB 110
JMYHOMY COCTaBYy.

6.ITops10k MPOBEIEHNUS IKCTIEPTH3bI IEHHOCTH TOKYMEHTOB 110 INYHOMY
COCTaBY Ha Pa3HBIX ATaIax JeJIONPOU3BOICTRA.

7.KoMIieKkToBaHue apXUBOB M0 JMYHOMY COCTaBY. MICTOUHUKH
KOMIUIEKTOBAHHS apXHBOB 110 JINYHOMY COCTaBY.

8.IToaroToBKa JOKYMEHTOB MO JTHYHOMY COCTAaBY K apXHBHOMY XPaHEHHIO.
dopmMupoBaHue JIell 110 JMYHOMY COCTaBY JUIsl IEpPeadu B BEIOMCTBEHHBIN
apXMB.

9.0pranu3anust MOroTOBKH K apXUBHOMY XpaHEHHIO U apXHUBHOE XPaHEHNE
Pa3HBIX BUAOB JOKYMEHTOB I10 JJUYHOMY COCTaBY (IIPHKA3bI 110 JINYHOMY
COCTaBY, JINYHBIE KAPTOUKH, JINIEBHIC CUETA, PETUCTPAIIIOHHBIC KHUTH).
10.ITopstmox popMUpOBaHHS JTHIHOTO IS,

11.TpeOGoBaHus K OpraHU3alMU XPAHEHUSI TPYIOBbIX KHHUKEK.

12 .Vicnonb30Banne aBTOMATH3MPOBAHHBIX TEXHONOTMH ydeTa apXMBHBIX
JIOKYMEHTOB I10 JINYHOMY COCTaBY.

13.VcrpoiictBo 1 060pyI0BaHIE APXUBOB MO THYHOMY COCTaBY B
OpraHM3alHsiX U apXUBaAX.

14.®akrops! paspylienus 10KyMEHTOB 110 IMYHOMY cocTaBy. KoHTposs
HaJM4Mst ¥ PU3NIECKOTO COCTOSHHS JOKYMEHTOB TI0 JINYHOMY COCTaBY.
15.0co6ennocTr yueTa 1 COXpaHHOCTH JOKYMEHTOB MO JTUYHOMY COCTaBY U
MOPSIJIOK MX Mepe/iavyr Ha XpaHeHHe B Cllydyae JIMKBUIAIMU FOPHITYECKOTO
nvna.

16.0prasmsamus 3auUTh ApXMBHBIX JOKYMEHTOB MO JTHYHOMY COCTABY OT
HECaHKIIMOHUPOBAHHOT'O JIOCTYIIA.

17. Kaxne MH(OpPMAIIMOHHBIE IPOAYKTHI U yCiIyru Bel 3Haere,
MPUBCAUTEC IMPHUMEPEI UCITOJIB30BAHWA UX B apXWBaX 110 JTUYHOMY
COCTaBYy

18. Kopo6ounas COJ] LanDocs — nonronennas. Cucrema
OneKTpoHHOT0 JIoKyMEHTO000pOTa I KAKMX KOMIIAHHWH OHA
OoAXOAHUT B UCIIOJIb30BaHHUHU

1. Coenamv ananuz 0aHH020 0OKymeHma




2. Ilpoananusupyiime npaguibHoCms 0QopMIeHUs

BHYTPEHHAA OITHCDH
NOKYMEHTOR /1. Xp. No __ 05-15/110

Ne ‘::’":::‘ ‘“"::::m. JAroToBOK IOKYMeNTS

1 2 3 4

! Honontesiue & AUYHOMY AUCMKY NO y4emy

xadpoe

2 19.03.2012 | Jlussienl AUCMOK No ywemy Kadpoe

3 19.03.2012 | Aemobuoepad us

4 | ONE27527 | 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

(omdpann » opoaniue |

KOMMUeCTBO THCTOB BHYTPEHHEA ONHCH

(amfpares » njazec

MHcnekTop Wupoxoea

(mcooma)

19.03.2012

Hepeqem, TCOPETUYCCKHUX BOIIPOCOB K IK3aMCHY:

1. KomiulekToBaHne apXMBOB IO JHYHOMY COCTaBy. VICTOYHHKH
KOMIUICKTOBAaHUA apXHUBOB I10 JINYHOMY COCTaBY.
2. TloaroroBka JOKYMEHTOB IO JIMYHOMY COCTaBy K apXUBHOMY
PaspaGatsisact XPAHEHHUIO. CDOpN{I/IpOBaHI/Ie JIEJT [0 JINYHOMY COCTaBY JIJIsl [IEpeIaun
B BEJJOMCTBEHHBIN apXHB.
JIOKAJIHBIC 3. OpraHusanus IOATOTOBKUM K apXMBHOMY XPAaHEHHIO U apXUBHOE
HOpPMAaTHUBHBIE XPAaHEHHE Pa3HbIX BHIOB JIOKYMEHTOB IO JIMYHOMY COCTaBY
aKTBI IO (mpHKa3kl O JIMYHOMY COCTaBY, JIMYHBIE KAPTOUKH, JIUIIEBBIE CUETA,
BOIIPOCaM PETHCTPALMOHHBIE KHUTH).
[IK-4.2 OpraHHzAIAR 151 ?opsmox (opMHUpPOBaHHS JTHIHOTO JIENa.

. pe6OBaHI/Iﬂ K OpraHn3alu XpaHCHUA TPYAOBBIX KHHKCK.
1ponecca 6. Ilopsnok mepenad Jei 1O JIMYHOMY COCTaBY B BEJIOMCTBEHHbII
CKaHUPOBAHHA B apXuB.

CHUCTEME 7. TpeOoBaHHUS K COCTABICHHIO OTHCH JIE] M0 IMIHOMY COCTaBY.

3JIEKTPOHHOTO 8. TlopsitoK YHHMYTOXKEHHS apXWMBHBIX KaJpPOBBIX JIOKYMEHTOB C
HCTEKIIMM CPOKOM XPaHEHHUSL.

apxuea 9. Opranuszanus y4era JOKYMEHTOB IO JIMYHOMY cocraBy. Cucrema
YUYETHBIX JIOKyMEHTOB, HMX MeieBoe HazHauenue. OCoOeHHOCTH
y4eTa JIOKyMEHTOB I10 JUYHOMY COCTAaBY B apXUBaxX OpraHHU3amuil 1
roCyIapCTBEHHBIX apXHBaX.

OcyiecTBisier 1. Pemuts npobnemuyto 3anady: [lepBas HoMeHKIaTypa e

cTpateruueckoe | Obwia cocraBieHa B 3A0 «3Be3na» 10 et Hazan. Torma xe

IK-4.3 MJIAHUPOBAHUE U | CEKPETapeM TEHEPAIhHOTO JUPEKTOpa IO THUIIOBOMY
IIOCTPOEHUE MEPEYHIO OBUIM OMpPEEICHBI CPOKU XPaHEHHsI TOKYMEHTOB.
MIPOLIECCOB Cpokn XpaHEHHS HEKOTOPBIX JOKYMEHTOB, KOTOpHIE HE




CKaHUPOBAHHS,
BBOJIA U
00paboTku
JIAHHBIX B
cucTeMe
3JIEKTPOHHOTO
apxuBa

COJICPXKAIUCH B MepeyHe, ObLIM YCTaHOBIICHBI «HA TTIA30K» U
4acTO HE  COOTBETCTBOBAIM  PCAIBHOMY  3HAYEHUIO
JIOKYMEHTOB. B nocienyroiue rojbl HOMEHKIJIATypa IpoCTO
IIEPENNCHIBANIACH, CPOKU XPAaHEHUS HE YTOYHSUINCH.
W3meHunach M K HAcTOSALIEMY BpPEMEHUM HOPMAaTUBHO-
METOMYECKasi OCHOBA, ITO3BOJIAIOIASA C JOCTATOYHOM CTEIIECHBIO
O00BEKTUBHOCTH yCTAHABJIMBATh CPOKU XPAHEHUS JOKYMEHTOB B
aKUMOHEpHbIX obmecTBax? Kakue HOpMaTHUBHBIE TOKYMEHTHI
MOKHO PEKOMEHI0BaTh AaHHOMY OOIIeCTBY AJIsl ONIpEeIICHUS

2.1lpy mpoBeAEHHUH 3KCHEPTU3bl LIEHHOCTH JOKYMEHTOB B
JIeJI0- TPOU3BOJACTBE OpraHU3allMu JKCHEPThl OOpamaiu
BHHUMAaHUE Ha cjie- TyHollee:
a) 3HAYUMOCTb YINPABICHUECKUX (QYHKIMHA, A5
pean3aluy KOTOPBIX UCIOIb30BAINCH JOKYMEHTHI;

0) B Kakod TEepUOJ TOSBWIMCH WU  OBLIM
UCTIOJIB30BaHbl JOKYMEHTHI (CO3[JaHME OpraHU3aIliH, ee
peopraHu3aiys, BBITOJTHEHUE OCOOBIX 3aJIJaHH U T. II.), UX
3HAYCHUE ISl OPraHU3alNu;

B) OTPAXKAIOT JIU JOKYMEHThI OCHOBHYIO JIEATEIbHOCTh
OPraHU3ALMU WIH PEATU3alUI0 OJHON KOHKPETHOM 3a1a4u
U, CJeI0BaTeIbHO, MOIYT JM HCIHOJIb30BaThCs B
CIIPABOYHBIX LIEJISX;

r) 4TO co0OW MpelCcTaBisieT JOKYMEHT: OpHUTMHAal,
JTyONEeTHBIN 3K3EMIUISIP WK KOTINS;

1) TOBTOpsieTcss i  uHpOpMAIMsS B JIPYTHX
nokyMmeHTax. Ecnu moBTopsieTcsi, To B Kakux (opMax H
o0beMax;

€) TMpPaBUIBHOCTH  O(GOPMIICHUS
JOKYMEHTOB;  K)  PEKBU3UTHI,
YIOCTOBEPSIOINE JOKYMEHTHI.

ITo xakuM KpUTEpHSIM B JAHHOM CIIy4ae IPOBOJUIIACH
OIICHKA IOKYMEHTOB?

0) ITopsinok npoBeeHust NPOMEKYTOYHOM ATTECTALMH, TOKA3aTeJIH M KPUTEPHH

OICHUBAHUA:

IIpomexxyTouHass arrecTanus I0 JUCLUUIUIMHE BKIIOYACT TEOPETUYECKUE BOIPOCHI,
MO3BOJIAIOIINE OLIEHUTh YPOBEHb YCBOEHHS OOYy4YalOIIMMUCS 3HAHUHM, U MPAKTHUYECKUE 3aJaHus,
BBISBIISIOLINE CTENIEHb CPOPMHUPOBAHHOCTH YMEHUH U BIIAICHU, TIPOBOJAUTCSA B hOpMeE IK3aMEHa.

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

Iloka3aTe i U KpUTEPUH OLIEHMBAHUSA DK3aMeHA:

— HA OLIEHKY «OTJIMYHO» — CTYJEHT JIOJDKEH MOKa3aTh BBICOKMI YpOBEHb 3HAHMM HE
TOJIKO Ha YPOBHE BOCIPOU3BENEHHS M OOBSICHEHHS MHPOPMALMU, HO U HMHTEIUICKTyallbHbIE
HaBBIKM PELICHUs TPOOJIEM U 3a]a4, HAXOXKIEHUS YHUKAIBHBIX OTBETOB K IIpo0JieMaM, OLIEHKH U
BBIHECEHUSI KPUTUYECKUX CYXKICHUM;




— Ha OLICHKY «XOpOILIO0» — CTYIEHT JIOJDKEH IIOKa3aTb 3HAaHUS HE TOJIBKO HAa YPOBHE
BOCIIPOU3BEACHHUS U OOBSICHEHUS MH(OpMAIMKM, HO U HHTEUIEKTyalbHbIC HABBIKH PEIICHUS
npoOJeM 1 3aa4, HaX0XKJICHUS YHUKAJIbHBIX OTBETOB K MpodiieMam;

— Ha OLICHKY «YyAOBJICTBOPHUTEJIBbHO» — CTYICHT JOJDKEH I1I0Ka3aTh 3HAHUSA Ha YPOBHE
BOCIIPOM3BECHHUS U 00BSCHEHUSI MH(POPMAIIUH, UHTEIUICKTyalbHbIE HABBIKH PEIICHHUS MPOCTHIX
3ajad4;

— Ha OLICHKY «HEYA0BJIETBOPUTEILHO» — CTYJICHT HE MOXKET I10Ka3aTh 3HAHUS HA YPOBHE
BOCIIPOU3BECHUS U OOBSICHEHUS HHPOPMALIUHU, HE MOKET I10Ka3aTh UHTEIEKTyalbHbIC HABBIKU
pELIeHUs IPOCTHIX 3a1a4.

Ipuioxkenue 3

MeTtoauyeckue yKkazaHus 10 JMCHUILIMHE KAPXHUBbI JOKYMEHTOB 10 JIMYHOMY COCTaBY» C
HX OMOLIbI0 o0yuaromuecs 0e3 Tpyaa CIPaBATCS €O BCeMH KOHTPOJbHBIMHU
MeponpUsITUSIMU.

PA3JAE/J 1. IIOHATHE APXUBOB II0 JIMYHOMY COCTABY U HX
HOPMATHWBHAA PETJIAMEHTALIUA

Tema 1. Cocmas 0oKymenmayuu, XpaHumoil é apxueax no Ju4HoOmMy cocmagy

JIOKyMEHTBI TI0 JIMYHOMY COCTaBy - Ba)XKHas COCTABJSIOMIAS HAIMOHAJIbHBIX
nH(GOPMaIIMOHHBIX pecypcoB cTpaHbl. [IpakTudeckas BOCTpeOOBAaHHOCTh 3TOTO BUJIA TOKYMEHTOB
peanu3yeTcss Mo JABYM OCHOBHBIM HAaNpaBi€HUAM. Bo-NepBhIX, B LEIAX COLMAIBHO-TIPABOBOU
3al(UThl TpaXJaH [PHU UCIOJHEHUH COLUAIBHO-IIPABOBBIX 3alpPOCOB O IOATBEPKICHUU
TPYZIOBOTO CTa)xa, pazMepax 3apaboTHOM TUIaThl, TPOXOXKICHUU CITY>KObI B BOOPYKEHHBIX CHUJIaX,
HarpaXJ€HUU TOCYJapCTBEHHBIMU HarpajaMd W TMPUCBOCHUM IIOYETHBIX 3BaHUM U T.A.
Bo-BTOpBIX, MpU TPOBEACHUM HAYYHBIX HCCIIEAOBAHMN B 00JIACTH COIMAIBLHOM MCTOPUH -
KYJbTYPOJIOTUYECKUX, COLIMATIbHO-JIEMOTPpaPHUECKHUX, UCTOPUKO-OnorpaduyecKux,
TE€HEATIOTMYECKHUX, COLIMOJIOTMYECKHX, TOJTUTOJIOTUYECKUX U TIP.

CornacHo @3Ne 125 2004 r. «O6 apXuBHOM J€je» CT. 3 1.3 «IOKyMEHTHI MO JIUYHOMY
COCTaBY» — JTO apXHBHBIC JIOKYMEHTHI, OTpPa)aroIlHe TPYAOBbIE OTHOIICHHUS PAOOTHHKA C
paboTtoaarenem.

K noxymeHTam nmo JMYHOMY COCTABY, HMEKIIHMM [10JIIOBPEMEHHbII CPOK XpaHEeHMS,
OTHOCSTCSH:

1. pacnopaguTenbHble AOKYMEHTbl (NPWUKasbl, PacnopsKEeHWs, 3amMuCKW, 3aMeHsAoLMe
MpWKasbl NO JIMYHOMY COCTaBY, MOCTAHOB/IEHUA O MPUEME, YBOJbHEHWUM, NEPEMELLEHUN, MOOLLPEHUH,
npemmnpoBaHnK paboTHMKOB K Ap.).;

2. yyeTHble [AOKYMEHTbI: CMUCKU /IMYHOTO COCTaBa, B TOM 4MCae CNUCKU pPaboTHMKOB,
3aHATHIX HA NPOM3BOACTBE C BpeAHbIMU YCNOBUAMM TPYAA;

3. andaBuTbl NPUKA30B MO MYHOMY COCTaBY;

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

5. NIMYHble Aena COTPYAHWKOB (B TOM uMcae AWMYHble Aena /uL, NPeACTaBAeHHbIX K

NPUCBOEHUNIKO NOYETHOro 3BaHWA, aTTeCTaunoHHble Aena, AeNla KOMaAaHAHO-Ha4YanbCTBylOWEero w
NOZINTUYECKOIO COCTaBa, NepCoOHa/IbHbIE p,ena),'

6. JiMueBble cyeTa PaboTHUKOB MO 3apaboTHOW NaaTe (B TOM Ync/ie Tabynarpammel, NpU Ux
OTCYTCTBMM MOANEKAT ONMUCAHMIO PacyeTHble BeAOMOCTM Mo 3apnaTe);

7. aKTbl O HECYACTHbIX CyYasX, CBA3AHHbIX C NMPOM3BOACTBOM;

8. AOKYMEHTbI 06 aTTectauumn 1 TapuduKaLmu;

9. Tabenu n Hapagbl paboTHUKOB BpeaHbIX Npodeccuii;



10. TPYyAOBble A0roBOPblI (KOHTPaKTbl), TPYAOBble COrfalleHWs, He BolleAlne B COCTaB
JINYHBIX AN, TPYA0Bble A0roBOpPbl (KOHTPAKTbI), TPY/A0BbIE COrNalleHns, 3aMeHsaLWmne ndHble Aena;

11. NPOTOKO/bI 3acegaHuii KOMUCCUIA MO YCTaHOB/IEHWUIO TPYAOBOro CTaXka A/1a BbiNaaThbl
HanbaBKM 3a BbIC/YTY NET;
12. OOKYMEHTbI (MpeacTaBNeHUs, X04aTalncTBa, XapaKTepUCcTUKK, aBTobuorpadmm, BbINUCKM

n3 pELUEHMVI, NMOCTAHOBNIEHUN U ,u,p.) O npeacraBaeHunn pa6OTHMKOB OpraHn3aunn K HarpaxXageHuro
rocygapCrBeHHbIMU U BEAOMCTBEHHbIMU Harpagamum, npuCcBOEHUIO 3BaHMﬁ, NPUCYXKOEHUIO HDEMMD’I;

13. CMUCKN PAaBOTHUKOB, YXOAALLMX HA IbFOTHYHO MEHCUIO;

14. LUTaTHblEe PacCTaHOBKY;

15. KHUMM (KapTOYKM) yuyeTa npuema, nepemelleHnsn (nepesosa), yBosibHEHUA PabOTHUKOB.
16. HeBOCTPebOBaHHbIE NINYHbIE AOKYMEHTbl PabOTHUMKOB (TPYLOBble KHWUMKKW, BOEHHblE

6MJ'IETbI, cBnAaeTenbCTea O poXAeHUU, 0b O6pa3OBaHVIM, ANNAOMbl, aTTeECTATbl U ,a,p.).

Cpok XpaHeHUs YKa3aHHBIX JOKYMEHTOB B COOTBETCTBUU ¢ [lepeunem — 75 ner.
Kpome Toro, K juic TakKe OTHOCST:

1. B npeacrtaBuUTE/IbHbIX OpraHax B/1aCTU U MECTHOIo CamoynpaBaeHuA: NepCoHa/bHblE
KapTO4YKU y4eTa AEeNYTATOB;

2. B CE/IbCKUX aAMUHUCTPAUUAX: AOMOBbIe KHUTU ANA NPONUCKU FpaxXaaH;

3. Ha npeanpunATnAxX CENbCKOro XO3AMCTBA: KHUTU y4yeTa Tpyaa U pacyeToB C pa6OTHVIKaMM;

4, B HETroOCyAapCTBEHHbIX OpPraHM3aunAx, Ha NpeanpnAaTnAxX, He ABNAKWNXCA UCTOYHUKaMKN

KOMIM/IEKTOBAHMA: NPOTOKO/bl 06LWMX COBPaHUI yUpEeKAEHUI, aKUMOHepOB, PabOTHMKOB, peLLaBLnX
KaZpoBble BOMPOChI;

5. B KOMWUTETaX, OTAefaX agMWHUCTPauMiA TropoaoB, paloHOB Mo 06pas3oBaHMIO:
[OOKYMEHTbI MO NaTPOHUPOBAHUIO U OMEKE;
6. B LEHTPaxX 3aHATOCTM HaACeNEeHUs W MUTPALMOHHbIX Cay)Kbax: J/iMyHble aena

6e3paboTHbIX, KAPTOYKM yyeTa n 0bcnenoBaHmA BeXKeHLLEB M BbIHYKAEHHbIX NepeceseHLes.

Takum oOpa3om, apXuB IO JHMYHOMY COCTaABY — CaMOCTOSTEIbHOE YUPEXKJEHUE WIU
CTPYKTYPHO€ MTOIPA3JEICHAE YUPEKICHHUSI, OCYIIECTBIAIONIEE KOMILIEKTOBAHUE, XPAaHEHUE, YUET
U UCTOJIb30BaHUE IOKYMEHTOB 10 JUYHOMY COCTaBY.

[Ipn nuKBMAALIMM HErOCYAapCTBEHHBIX OpraHu3aluii, B TOM 4YHUCJIE B pe3yibTaTe
0aHKpOTCTBa, OOpa30OBaBIIMECS B IMPOLIECCE HUX JAEATEIbHOCTH W BKIIOYEHHBIE B COCTaB
ApxusHoro ¢onaa PO 1oKkyMeHTHI 110 JIMYHOMY COCTaBY, a TAK)K€ apXUBHBIE IOKYMEHTHI, CPOKU
BPEMEHHOI'O XpaHEHUsSI KOTOPbIX HE HCTEKIH, MepelalTcs JUKBUAALMOHHON KOMHCCUEN
(IMKBUIATOPOM) UM KOHKYPCHBIM YIIPABISIONIMM B YIOPSJOYEHHOM COCTOSIHUM Ha XpaHEHHUE B
COOTBETCTBYIOIIMI TOCYJAAPCTBEHHBIA WU MYHHUIIUNIAIBHBIM apXUB HAa OCHOBAHHWH JIOTOBOpA
MEXIy IJUKBUAALUOHHOW KOMHUCCHEW (JIMKBHUIATOPOM) WM KOHKYPCHBIM YIPABISIONIUM U
rOCYJapCTBEHHBIM HJIM MYHUIIUIIATEHBIM apXHUBOM.

[Ipu >TOM NMUKBUAAIMOHHAS KOMHCCUS (JIMKBUAATOP) WU KOHKYPCHBIM YIPaBIISIOIIHIA
OpPraHU3YIOT YHOPSAAOUYEHHE ApXUBHBIX IOKYMEHTOB JIMKBUIUPYEMON OpraHU3aliK, B TOM YHCIe
OpraHu3aly, JMKBUAUPYEMOI B pe3yabTare 6ankporcTBa (4. 10 cr. 23 3akoHa 00 apxuBe).

Opranm3anusm (He3aBUCUMO OT (POopM COOCTBEHHOCTH) PEKOMEHIYETCsI BKJIIOUATh B CBOU
ycTaBbl (MOJIOKEHHSI) CIeMATbHBIE MYHKTHl. B HUX JOMKHBI OBITH TMPOMUCAHBI BCE BOMPOCHI,
Kacaroluecss y4eTa M COXPAaHHOCTH JOKYMEHTOB IO JIMYHOMY COCTaBy U CBOEBPEMEHHOM
Nepeaur X Ha XpaHEHUE B CIy4ae JIMKBUAALMH IOPUIUYECKOTO JIUIA.

Ecnm pazbupats 0COOEHHOCTH apXWBOB IO JIMYHOMY COCTaBY MPEANPHUATHH, TO CIETyET
yKa3aTh, YTO JeJla MOCTOSHHOTO W JOJITOBPEMEHHOTO XpaHEHHUs, BKIIOYAsl JTOKYMEHTHI IO
JUYHOMY COCTaBYy, NEPEIalOTCs B apXUB OPraHU3alMK HE MTO3JHEE YeM dYepe3 TPH Trofia Mocie ux
3aBeplIeHHs B IEIONPOou3BOACTBe. [lena nepenasaiite mo rpaduKy, YCTAHOBICHHOMY apXHBOM.
OH nomkeH OBbITh COIIACOBaH C PYKOBOAMTEISIMU CTPYKTYPHBIX MOAPA3JIEICHUNA U YTBEPKIEH
pykoBoauTeneM opraHu3anuu. CoaTouHble ONMMCH JIed JJIA UX Tepelladyd B apXWUB COCTaBIISET
CTPYKTYPHOE TOpa3ieicHue (KaapoBas ciyk0a) B TpeX IK3eMILUIApax.

ApXWBBI TIO JHYHOMY COCTaBy, B TOM YHCIE MOTYT TPEACTABIATH COOOW apXuB
AJIEKTPOHHBIX TOKYMEHTOB. {151 ahpexTuBHOrO noucka HHPOpMAIHU MPUEMIIEMBbIM pPEIIEHUEM
BBICTYNaeT OouU(]pOBKa, CKAHUPOBAHHE OYMa)KHBIX OPUTHMHAIIOB JHYHBIX nein. [Ipuka3oB mo



JUYHOMY COCTaBy M T.J. B cBOw ouepenp, neperada B apXHMB AJIEKTPOHHBIX KaJpOBBIX
JOKYMEHTOB HMeeT psii ocoOeHHOCTeW. Ecnm cTpykTypHOe moJpasjesieHue mepefaeT Ha
XpaHEHUE B apXUB OPraHU3ALMU JIEKTPOHHBIE TOKYMEHTBI, TO IPOLEAYPA NEPEAaun COCTOUT U3
CJIEIYIOIINX 3TAIOB!

NpoBepKn GU3NYECKOT0 COCTOAHUS HOCUTENEN INEKTPOHHbIX AOKYMEHTOB;

3aMNCU INNEKTPOHHbIX AOKYMEHTOB Ha MalllMHHble HOCUTENN,

NPOBEPKM KauecTsa 3anucy;

NPOCTaBNEHNA apPXMBHbIX LUMPPOB Ha eAMHULAX XpaHeHUA (Ha pyTaapax);

5. OMNWCaHWUA INEKTPOHHbIX AOKYMEHTOB M MOArOTOBKM KOMM/IEKTA CONPOBOAUTE/IbHO
MHdOPMaLMK (B T. 4. COCTABNEHMA ONUCH).

CoTpynHUK apxuBa NPUHUMACT KaXXIO€ EJI0 B NPUCYTCTBHHU COTPYJHHUKA KaIpOBOU
CILYKOBI.

[Ipumepom crieMaTIM3UPOBAHHOIO YYPEXKACHUS — apXHMBa IO JINYHOMY COCTAaBY MOXKET
HOCIYKUTh JIeATeIbHOCTh ApxuBa KajpoBoil nokymeHtauuu CAO (MockBa). DTOT apxuB
KaJJpOBOM JIOKYMEHTAIlUH OCYILLECTBIISICT XpaHEHHE OTHOCSIIUXCSA K €ro Npouio JOKYMEHTOB
ApxuBHOro ¢oHga MOCKBBI B COOTBETCTBHH CO CPOKAMH, YCTAHOBJIIEHHBIMH JICHCTBYIOIINM
3aKOHOJATEIBCTBOM. B cocTaB JOKyYMEHTOB apXuWBa KaJIpOBOM JOKYMEHTAllUU BXOJIMAT:
JIOKYMEHTBI 110 INYHOMY COCTaBY U JJOKYMEHTbI II0 OCHOBHOM JI€ATEIbHOCTH BPEMEHHOI'O CPOKa
XPAaHEHUs JIMKBUIWPOBAHHBIX OPraHMU3alMKd B CIy4dac OTCYTCTBMS y HUX IIPAaBOIPEEMHMKA U
BBIIIECTOSIIIETO MO  TMOAYMHEHHOCTH  OpraHa  pasiu4HbiX  (GopM  cOOCTBEHHOCTH,
3apETUCTPUPOBAHHBIX B HAJOIOBOM OpPraHe Ha TEPPUTOPUHU AJIMUHUCTPATUBHOIO OKpyra W He
SBIISIBIIMXCSI MCTOYHMKAMH KOMIUIEKTOBaHHSA (elepajbHbIX, [EHTPATBHBIX TOPOJICKHUX,
BEJIOMCTBEHHBIX U O0bEIMHEHHBIX BEJOMCTBEHHbBIX apXMBOB; KOIIUU apXUBHBIX JOKYMEHTOB Ha
npaBax IOMJIMHHUKOB, CTPaxoBOW (OHJ KOMUH JOKYMEHTOB IO HpOQHI0 apxuBa, (GoHx
HOJb30BaHUSA. ApPXUB XPAaHUT Y4YETHbIE JOKYMEHTbl M apXUBHbIE CIIPABOYHUKM (OIKCH,
KapTOTEKH, YKa3aTellu, MyTeBOIUTENHN, 0030pbl GOHIOB H JIp.), IEUaTHBIE U APYTrHe MaTepHalbl,
JIOTIONIHSAIONINE cofepkaHue (POHJIOB apXHMBa. APXHMB MOXKET OCYILECTBIATH JIENO3UTapHOE
XpaHEHUe JOKYMEHTOB ApXUBHOTO (oHJa MOCKBBI B MOPSAJKE U HA YCIOBUSX, ONPEAENIeMbIX
noroopom I'maBapxuBa MoCKBBI ¢ COOCTBEHHUKOM JIOKYMEHTOB.

Tax e ocymectBiasger cBoio pabdoty [ocymapcrBenHoe Kazennoe VYwupexnenue
KpacHomapckoro kpas «ApXWB AOKYMEHTOB IO JINYHOMY cocTaBy KpacHomapckoro kpas».
ApXMB JOKYMEHTOB IO JIMYHOMY COCTaBy ObUI CO3JaH pELIEHUEM IJIaBbl aJIMUHUCTPALUN
Kpacnonapckoro kpas Ne 27 ot 03.02.1993 rona, ¢ 1enpro 3aIUThI IPaB U 3aKOHHBIX HHTEPECOB
rpaXkaaH, MPeNOoTBPALLEHUsI yTpaTbl JOKYMEHTOB MO JHMYHOMY COCTaBy JIMKBHJIMPOBAHHBIX
YUPEXKJIEHUM, OPraHNu3alni U NPEANpUATUN KPA€BOTO YPOBHSI.

OcHOBHBIE 3371a4H ApXUBA:

1. obecrneyeHune cOXPaHHOCTU 1 FOCYAAPCTBEHHBIV YHET AOKYMEHTOB MO IMYHOMY COCTaBY;

2. KOMMIEKTOBAHME apx1Ba JAOKYMEHTaMM MO IMYHOMY COCTaBY IMKBUAMPOBAHHbIX
opraHusaumin npeanpuaTnin peaepanbHOM, KPaeBoi, CMellaHHOM U Apyrux ¢opm cob6CTBEHHOCTU He
MMEIOLLMX NPaBONpPeeMHUKOB;

PwnNE

3. MCMOSIHEHWE COLMANBHO-NPABOBbIX 3aNPOCOB OPraHU3aLLMUIA U FPaXKAaH;
4, pecTaBpaumsa apXMBHbIX JOKYMEHTOB Ha 6yMarKHOM OCHOBE;
5. MUKPODUIbMUPOBAHME JOKYMEHTOB C Lie/blo CO34aHUA GpoHAA NOb30BAHMA U

CTpaxoBoro poHAa LOKYMEHTOB.

Tema 2. Hopmamuenas 6a3a gyHKUUOHUPOSAHUA APXUEOE NO JIUUHOMY COCHAGY

OCHOBHBIM HOPMAaTHUBHBIM aKTOM B 3TOH cdepe sBugercs DenepanbHblii 3aKOH OT 22
okTs10pst 2004 ronma Nel25-®d3 «O6 apxuBHOM nene B Poccuiickoit ®enepauum». JlaHHBINA
@enepalibHbIl  3aKOH  pPEryJaupyeT OTHOLIEHUS B  cdepe OpraHu3aluyd  XpaHEeHus,
KOMIUJICKTOBAHUS, y4yeTa M HCIIOJIb30BaHUS JIOKYMEHTOB ApxuBHOro ¢onga Poccuiickoit
denepanuy U APYrux apXUBHBIX JOKYMEHTOB, HE3aBUCUMO OT UX (POPM COOCTBEHHOCTH, a TAKXKe
OTHOIIEHHs B cepe ympaBieHHs apXuUBHBIM jenoM B Poccuiickoii denepanmu B MHTEpecax
rpaxkJiad, oOlIecTBa 1 rocy1apcTBa.



Cratpst 17 ®enepanbroro 3akoHa ot 22 oktsa0pst 2004 roma Nel25-®3 «OO6 apxuBHOM
nene B Poccuiickoit ®enepanuu» yCTaHABIMBAET OOIIYI0 OO0S3aHHOCTh IO 00ECIEeUEHUIO
COXPaHHOCTH JIOKYMEHTOB, B TOM YHCJI€ JIOKyMEHTOB I10 IMYHOMY COCTaBY, JJIs TFOOOTO CyObeKTa
XO35IMCTBEHHOM IEATEIBHOCTH: T'OCYAAPCTBEHHBIX OPraHOB, OPIraHOB MECTHOT'O CaAMOYIIPABIICHHUS,
OpraHM3alMii W TpaxJaH, 3aHUMAIOIIMECS MNPEANPUHUMATENIBCKON JIE€ATEIbHOCThIO 0€3
0o0pa30BaHUs IOPUIMYECKOTO JIMLA, B TEYEHHE CPOKOB HX XPaHEHUs, YCTaHOBJIEHHBIX
denepanbHBIMH  3aKOHAMH, WHBIMH HOPMAaTHBHBIMH NPaBOBBIMH aKTamMu Poccuiickoit
®denepanyi, a TaKKe NEPEUHIMHA JOKYMEHTOB.

B cootBercTBUM co cTaThei 3 DenepanbHOro 3akoHa ot 22 oktaops 2004 roxa Nel25-03
«O06 apxuBHOM jene B Poccuiickoit deneparuny:

«ApxuBHbid ¢pona Poccuiickoit dexepanyuu - HCTOPUUECKU CIIOKUBIIASACSA M ITOCTOSHHO
MOTIOJIHSIOIAACA COBOKYIIHOCTh APXUBHBIX JIOKYMEHTOB, OTPAKAIOIUX MAaTCPUAIBHYI0 U
JlyXOBHYIO KM3Hb OOILIECTBA, UMEIOLIUX UCTOPUUECKOE, HAYYHOE, COLUAIbHOE, SKOHOMHYECKOE,
IIOJIMTUYECKOE M KyJbTypHOE  3HA4CHHE,  SABIAIONIMXCA  HEOTBEMJIEMOW  YacTbIO
HMCTOPUKO-KYJIbTYPHOTO Haciienuss HapoJaoB Poccuiickoin @Penepanuu, OTHOCAIIUXCA K
MH(POPMALIMOHHBIM pecypcaM U NOUIeKALMX HOCTOSHHOMY XPaHEHHIOY.

[lon apXUBHBIM TIOKYMEHTOM ITOHUMAETCS:

«MaTepUaAIbHBIA HOCUTENb C 3aMKCUPOBAHHONW Ha HEM MH(OpMaLUel, KOTOpbI UMeeT
PEKBU3UTHI, O3BOJIAIOLINE €0 UACHTU(PHUIUPOBATH, U MOICKUT XPAaHEHHUIO B CUIIY 3HAUUMOCTH
yKa3aHHBIX HOCUTEIIS M MH(OPMAINH IS TPaKIaH, OOIIECTBA U TOCYAapCTBAY.

B cBoro ouepenp, mox aokymMeHToM ApxuBHoro (onna Poccuiickoit ®enepanuun
MOHUMAETCS:

«@pXHMBHBIN JTOKYMEHT, IPOIIECIIINNA SKCIEPTU3Y LIEHHOCTU JTOKYMEHTOB, IOCTaBJICHHBIN
Ha rOCYJapCTBEHHBIN y4eT U MOJIeKAINI TOCTOSHHOMY XPaHEHHUIO.

Ilopsanok opraHu3anuy XpaHEHUs JOKYMEHTOB 3aBHCHT OT CTaTyca KOMMEPYECKOU
opraHu3anui. BaKHbIM OTIMYMUTEIBHBIM INPU3HAKOM SIBJSETCS BKJIIOYEHHE KOHKPETHOMN
OpraHM3alMi B CIMCKM HCTOYHHUKOB KOMIUIEKTOBAaHUS TOCYAAPCTBEHHBIX M MYHHULMIAIbHBIX
apXMBOB apXMBHBIMHU JOKyMeHTamH (4acTb 2 cratbu 20 denepanbHOro 3akoHa oT 22 OKTIOps
2004 roma Nel25-®3 «OO6 apxuBHOM pnene B Poccuiickoit ®enepauun»). Brirodenue
KOMMEPUYECKHUX OpPraHM3allii B yKa3aHHBIE CIIMCKU OCYIIECTBIISETCS HAa OCHOBaHHM JIOTOBOpA C
COOTBETCTBYIOIIUM T'OCYJapCTBEHHBIM WJIM MYHHUIUNAJIBHBIM apXUBOM. B opranuzanmsx
(MCTOYHMKAaX KOMIUIEKTOBAHMSI) 10 UCTEYEHHWU CPOKOB XPAHEHHS IPOBOJUTCS COBMECTHO C
YIIOJIHOMOYEHHBIM OpPraHOM TOCYAApCTBEHHOM BiacTH cyOwbekTa Poccuiickoit ®enepauuu B
o0yacTu apXMBHOTO Jena, ['ocapXMBOM 3KcIepTH3a IIEHHOCTH psAla JOKYMEHTOB Ha IpeaMeT
BKIIIOUEHUS B cocTaB ApxuBHOro donna Poccuiickoit @eneparum.

[locne mpu3HaHMS apXUBHBIX JOKYMEHTOB KOMMEpPUYECKHUX OpraHu3alui (MCTOUYHUKOB
KOMILJIEKTOBAaHUs) TOKyMeHTaMu ApxuBHOro (¢oHaa Poccuiickoit denepanuu UX yHUUYTOXKEHUE
HE JOIyCKAaeTcs, a HX XPaHEHHE MOXKET OCYLIECTBISITbCS KOMMEpPYECKOW oOpraHu3anuei
CaMOCTOSITENILHO JINOO OHU MOT'YT OBITh IEPEAaHbI M0 TOTOBOPY Ha XpaHEHHE B TOCYAapCTBEHHBIN
WIM MYHUIUNANbHBIA apxuB, OMOMMOTEKYy, My3eil, a Takxke B opraHuzanuioo Poccuiickoit
akajeMuu Hayk (dactb 3 crateu 21 deaepanbHoro 3akoHa oT 22 okTsa0ps 2004 rona Nel25-03
«O06 apxuBHOM peine B Poccuiickoit deneparuny).

Te apxuBHBIE HOKYMEHTBHI, KOTOpbIE HE OBLIM BKJIIOYEHBI B COCTaB JIOKYMEHTOB
ApxusHoro ¢onaa Poccuiickoit @enepanuu, a Takxke JOKYMEHTBI, XpaHSAILIUECS y OpraHU3alNi,
HE SBJIAIOIIMXCS HCTOYHUKAMU KOMIUIEKTOBAHHUS, II0 HCTEUYEHUU CpOKa HUX XpaHEHus,
YCTAaHOBJIEHHOI'O B HOPMAaTUBHBIX IPAaBOBBIX AaKTaX, MOJUIEKAT JKCIEPTU3E U MOTYT OBITh
YHUYTOKEHbI OpraHu3aIuei 100 MOCTOSHHO XPAHATCS B apXUBE OPraHU3aIMK B COOTBETCTBUU C
€€ BHYTPEHHUMH NPaBUIAMH.

Ilo BompocaM, CBSI3aHHBIM C MOPSAJKOM OpraHMU3allMd KOMIUIEKTOBAHMS apPXHUBHBIX
JIOKYMEHTOB, OOECIHEeYeHHUs WX COXPAHHOCTH, IMOPSJIKOM IPOBEIEHUS HKCIEPTU3bl LIEHHOCTU
JOKYMEHTOB M TIepeadyd JOKyMeHTOB ApxuBHoro ¢onna Poccuiickoii @eneparun Ha
IIOCTOSIHHOE XPAaHEHUE, MOPAJIKOM OpraHU3aly padoThl apXHBa, KOMMEPYECKHUE OpraHU3aLUu
MOTr'yT pyKoBoAcTBOBaTbcsl «llpaBuinamu opraHuzaluy XpaHEHHs, KOMIUIEKTOBaHUS, y4éTa U
UCIIOJIb30BaHUsS IOKYMEHTOB apXMBHOIO (POHAA POCCHHCKOM (enepanyy u ApYrux apXHUBHBIX



JOKYMEHTOB B TOCYIAapCTBEHHBIX OpraHax, oOpraHax MECTHOTO CaMOYIMpaBICHUS U
opranuzamusix» ot 07.09.2015 r.

XpaHeHue KaJpOBbIX JOKYMEHTOB HECKOJIBKO BBIIEISAETCS M3 OOIIMX MPaBHII XpaHEHHUS
yIpaBiIeHYECKUX JOKYMeHTOB. [loCKoibKy KaJIpoBble JIOKYMEHTBl 00Ja/lal0T BBICOKOU
COLMAIBHOW 3HAYUMOCTBIO (0COOEHHO TOKYMEHTHI, COAEpIKaINe MepCOHATbHbIE JaHHbIE), TaK
KaK CJIy’KaT IOKYMEHTaJbHBIM MOJATBEPKIACHUEM MpaB pabOTHHUKA Ha COLMANIbHOE 0OeclieyeHue,
HampuMep, MO CTAPOCTH W HHBAIMIHOCTH, a TaKKe IOATBEPKICHUEM TPYIOBOTO CTaXKa
pabotHuka. [loaToMy OOJNBIIMHCTBO M3 HUX HUMEIOT JUIMTEIbHBIA MU IOCTOSHHBIA CpPOK
XpaHEHHS W HCIONB3YIOTCA B CIPABOYHBIX IENSAX MpU OOpPAlICeHWH TpaxJaH B apXHUBHBIC
YUPEXKICHUSI.

[TomuMo 3TOrO, KajgpoBBIE JAOKYMEHTHl 00JanaloT eme U Ouorpaduyeckoi,
apxeorpauueckoi IEHHOCTBIO, SBISIOTCA HMCTOYHUKOM ISl CTATUCTUYECKHUX OO00O0IIEHUN U
UCTOPUKO-COILIHATILHBIX UCCIICTOBAHUM.

OcoOeHHOCTH XpaHEHUA KaJpOBOM JOKYMEHTAllMM B OpraHu3aluu O0O0YCIIOBIECHBI
3aJa4aMil  OTPAaHUYEHUS HECAHKIMOHMPOBAHHOTO JIOCTyNa K JIOKYMEHTaM, COJEpKaIIuM
MEePCOHANbHBIE TaHHbIE PAOOTHUKOB, U 3((HEKTUBHOTO MOKMCKA HY)KHONH MH(POpMAIUH.

B cucreme xpaHeHHs KaJIpOBBIX ITOKYMEHTOB MOXHO BBIACTUTH JBa BHJIA, CTaIUU
XpaHEHUs: TeKylllee U mocieayromiee. XpaHeHHEe U UCIOJIb30BaHUE JOKYMEHTOB C MOMEHTa MX
CO3JaHUS U JI0 Mepelayu Jiena, B KOTOPOM OHHM CTPYNIHUPOBAHBI, B apXUB HA3bIBAIOT TEKYIIUM
(onepatuBHBIM). Tekymiee XpaHEHHE [€J1 OCYIIECTBISICTCS IO MECTy HX (OPMHPOBAHUS.
Tekyiee XxpaHeHHE TaKKe ASTUTHCS Ha 1BA TIOJIBUIA!

. XpaHeHue JOKYMEHTOB B MPOLLECCe UX UCMOTHEHUS;

° XpaHeHune UCMNOJIHEHHbIX AOKYMEHTOB.

JIOKYMEHTBI BO BpeMs UX UCTIOJHEHHS HAXOSITCS Y UCTIOTHUTEIIS, KOTOPBIA XPAHHUT HX B
CHelnualbHbIX mankax. Ha manHbeIX mankax cogeputcs ¢ Haanuch «Ha monmucey, «Cpouno» u
Jpyroe, a Takxke (paMuins, THALHAIbI, TeIe()OH UCTIOTHUTEIIS.

HcnonueHHbie JOKYMEHTBI IOJKHBI TIOIIMBATHCS U XPAHUTHCSA B JIEaX B COOTBETCTBUU C
HOMeHKJIaTtypoir nmen. Cpa3y OTMETHM, YTO TEeKyIllee XpaHeHHE IOKYMEHTOB IIPEAIoJiaraeT
npoueaypy ux GopmMupoBaHus B ieJa B COOTBETCTBUU C YTBEPKACHHON HOMEHKIATYPOH.

Texymiee XxpaHeHHe JOKYMEHTOB O3HAaYaeT WX XpaHEHHE B MOUIMHHHKaX. [losTOMy B
KaJpOBBIX CIIyk0ax opraHu3allMii Bce MPHUKA3bl XpaHATCSA B MOUIMHHUKaX. Konuu mpukas3oB 1o
JMYHOMY COCTaBy: MpHeMy Ha paboTy, MOOMIPEHHSIM, B3bICKAHUSM, YBOJHHEHHH M TaK Jajiee
JOTIOTHUTETIFHO MOMEIAIOTCS AJIsl XpaHEHUs B JINYHBIE JieTia paOOTHUKOB (€CITM OHU BEIYTCS).

[Topsimox opraHu3aiy TEKYIETro XpaHSHHsI TMYHBIX JIENT CIIETYIOIIHNA:

1. NNYHbIE Aena B ByMaXKHOM BUAE XPAHATCA B Nankax, KOTOpble HYMepyIoT N0 CTPaHULAM
¥ NPOLLMBAIOT;

2. 060K IMYHBIX 4e/1 TAKKE HYMEPYIOT, UM NPUCBaMBAIOT NOPAAKOBbIA HOMEP Aena,
COOTBETCTBYIOLLMI OBLLEMY KONMYECTBY AeN;

3. TEKYLLEMY XPAHEHUIO B OTAE/IE KapOB OpPraHM3aLMmn NOANEXaT IMYHbIE AeNa TObKO
Ha paboTaloLLMX COTPYAHMKOB. MoCcne yBONbHEHWUS COTPYAHMKA €ro IMYHOE Ae/10 U3BNEKAETCA U3 Nanku
1 opopmAseTcs 418 Nepesaym Ha apxXMBHOE XpaHEeHWe.

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

Tekymiee XpaHeHHE KaJpOBBIX JIOKYMEHTOB, KapTOTeK, KHHT Yyd4eTa W Jpyrue
OCYIIECTBIISIETCS, KaK TPaBHUIIO, B TOMEIICHHSIX KaJPOBBIX CIY:KO OpraHuzanuid, KOTOpBIC
JIOJDKHBI  OBITH OOOPY/IOBaHBI CHEIUANBHBIME ITKagamMu win ceidaMu, 3anuparolmuMucCs U
oreyaThIBalOIUMUCA. Komuu HOMEHKIATyphl JIel, pa3MelIeHHbIe Ha mKadax, a Ha KOpelrkax
00JIOKEK JIeIT - HoMepa JIell B COOTBETCTBHH C HOMEHKJIATYPOH 00JIeryaT MmoucK JOKYMEHTOB.

TpynoBbie KHIKKH paOOTHUKOB XpaHSTCS B ceiide pyKOBOIUTENS OT/IeNa KaIpoB, TaM Ke
XpaHATCA Me4yaTH, IITaMIlbl, OJJAHKW JTOKYMEHTOB, KJIoUuM OT mKagoB (ceiidoB) A XpaHEHHUs
JTIOKYMEHTOB.

PaGoTHukam kaapoBoil ciy:kObl HE PEKOMEHIYETCsl MPHU JIFOOOW MPOIOJDKUTEILHOCTH
BBIXO/Ia M3 TIOMEIIEHUS OCTABIISTh KAKUE-TMOO0 TOKYMEHTHI HIIM CIYKEOHBIE 3aMicu Ha paboueM
CTOJIe, a TaK)Ke paboTarIMi KOMIBIOTEp. B KOHIIE pabodero MHS paOOTHUKU KaJAPOBOM CITYKOBI
JOJI’KHBI TIOMECTUTh BCE MACCHBBI JOKYMEHTOB, HAXOJSIIUXCS B MPOILIECCE MX HCIIOTHEHUS, B



METaJUIn4eCKUi 1mKad, 3aKpbITh ero u onedararb. Kimroun ot mkadoB caaroTcs pyKOBOJUTEIIO
OTJeJ1a KaIpoB MOJ] POCIIUCH B COOTBETCTBYIOIIEM KypHAJIE.

YepHOBUKM M peNaKUUU JOKYMEHTOB, MCHOpYEHHBbIC OJaHKM B KOHIE pabodero aHs
YHUYTOXKAIOTCA, AT 3TOT0 MOXET HPUMEHATHCS CclieluaibHas OymaropesajibHas MalllKHa.
KommbroTepsl B KoHIIE pabouero 1Hs OJOKHPYIOTCS M OTKIIOYAIOTCS OT CETH.

Kpome Toro, TexHoJIOrusi XpaHeHHs M ydeTa KaJpoBOH JOKYMEHTALMH MPEAINoJiaraert
00513aTeNIbHYI0 POCIUCH PAOOTHUKOB, TOATBEPIKIAIOIIYIO TIOTYYECHNE Ha PYKHA KOIHUI U BBIITHCOK
U3 HUX.

OcHOBaHMEM MOCIJIEYIOIIErO (APXUBHOI0) XPAHEHUS JOKYMEHTOB SIBJISIETCSI SKCIIEPTH3a
UX LEHHOCTH, U Jjajiee clenyer: opopMIIeHHEe A€, COCTABICHUU OIUCEH, COCTABICHUE aKTOB O
BBIJIEJICHUM K YHUUTOXKEHHIO JIOKYMEHTOB U C/laya /1€ B apXUB OPraHU3alUH.

Jl1s CBOEBPEMEHHOTO MIpUEMa apXUBHBIX JOKYMEHTOB OT CTPYKTYPHBIX IMOJApa3AeIeHun
WIN IPYTUX UCTOYHUKOB KOMIUIEKTOBaHUS, 00€CIICUeHHSI X Y4eTa, COXPaHHOCTH, YIOPSI0YEeHUS
UX MCIOJB30BaHMA M IOATOTOBKM K Iepellaue JOKYMEHTOB Ha IIOCTOSIHHOE XpaHEHHE B
OpraHu3alUsaX CO3/1aeTCs apXUB.

B apxuBHbIi ()OHJ OpraHu3aluy MONAJaeT JUIIb YacTh JOKYMEHTOB, OH HE BKJIIOYAeT B
ce0si TOKyMEHTHI ¢ KpaTKUM CpPOKOM XpaHeHus (10 10 jmer BKIIOUMTENsHO). ApXUBHBIN (HOHT
OpraHu3alMi COCTOMT M3 JIOKyMEHTOB [OJTrOBpPEMEHHOro xpaHeHus (cBbime 10 jer) u
IOCTOSIHHOTO XpaHEHMsI, BKJOYas JOKYMEHTBl IO JMYHOMY COCTaBy, KOTOpbIE HMEIOT
HKOHOMMUECKOE, COLIMATIBbHOE, MOJIMTUYECKOE, KYJIbTYpHOE, UCTOPUYECKOE M MHOE 3HAYCHHUE.
[lepenaua nen B apXMB OCYIIECTBISIETCS IO TIpaduKy, YTBEpXKIEHHOMY PYKOBOAUTENIEM
opraHuzanuu uiau paboroxareneM. JIOKYMEHTHl JOJDKHBI IPUHUMATbCS Ha XpaHEHUeE
IPEUMYLIECTBEHHO B BUJI€ OUIMHHUKOB, TOJIBKO IPU UX OTCYTCTBUM IPUHUMAIOTCS 3aBEPEHHbIC
KOIIUU.

B cootBerctBun c «llpaBunamMu opraHuzanuu XpaHeHHs, KOMIUIEKTOBAaHUS, ydé€ra U
UCTIOJIB30BaHUS IOKYyMEHTOB apXHBHOTO (POHAA POCCHUCKOH (enmepanyiv U APYruX apXHUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYINpAaBIEHUS U
opranmzaiusax» ot 07.09.2015 r., opraHusamus I0JDKHA OOECHEUYHUTh apXUB CIELHUAIBHO
000pyIOBaHHBIM MOMEIEHHEM U KagpaMu. OHaKo B HEOOJIBIINX KOMMEPUYECKUX OpraHn3alusX,
KaK I[paBWJIO, apXuB B BHUJE CHEIHUAIBHOIO TMOApa3/eieHust orcyrcTByeT. OOsi3aHHOCTH
apXuBapHuyca IpH TOM COBMEILAET CEKPETaph WM NHOE JIMIIO0, HA3HAYEHHOE PYKOBOIUTEIIEM.

[Ipu 3TOM HEOOXOAMMO MOMHHUTBH, YTO JOKYMEHTBHI JIOJKHBI XPaHUTHCS B YCIOBHSIX,
o0ecreunBaroIuX WX 3alIUTy OT HOBPEKICHUN, BPEAHBIX BO3/IEHCTBUI OKpYy’Karolel cpeabl U
UCKJIIOYAIOIIMX yTpaTy JOKyMeHToB. Kak mpaBuio, ajis 3TOro B TOMELIEHUH apXxuBa
YCTAQHABJIMBAIOT MeTaJUIMYeckue IKadbl, cel(bl, mKagppl-cTeUIaXKH U TOMy noiobHoe. He
JIOTTYCKaeTCsl pa3MelleHHe JOKYMEHTOB Ha IOJy, MOJAOKOHHUKAX, B HE pa300paHHBIX KHUIax.
W3pATHE [OKYyMEHTOB M3 J€lla C IIOCTOSSHHBIM CPOKOM XpaHEHUs JIOIYyCKaeTcsi B
UCKJIIOYMTENBHBIX CIIy4asX M IMPOU3BOJUTCS HAa OCHOBAaHUU DPACIOPSIUTENHHOIO JOKYMEHTa
PYKOBOJUTENS OpraHU3alMd ¢ OO0S3aTeNbHBIM COCTAaBIIEHMEM B Jiefieé 3aBEpPEHHOW KOMHHU
JIOKYMEHTA M aKTa 00 U3bSITHH MOAJTUHHUKA.

B nensax obecrieyeHus: COXpaHHOCTH JOKYMEHTOB IO JINYHOMY COCTaBYy YBOJbHSIEMBIX
pabOTHUKOB B pe3yjibTaTe PEOpPraHU3allMM WM JIMKBUAALUWU IOPUAWYECKUX JIUI, a TaKxke
COLMAIIBHON 3allMIEHHOCTH TPaKJaH, YUPEAUTEIIM BHOBb 0Opa3ylOUIUXCsi KOMMEPUECKUX U
HEKOMMEPYECKHUX OpraHM3alMii MOXHO PEKOMEHJO0BaTh BKJIIOYAaTh B CBOM YUYPEIUTENIbHbIE
JOKYMEHTBHl TpaBHja yde€Ta M COXPAHHOCTH AOKYMEHTOB IO JHMYHOMY COCTaBy, a TaKke
CBOEBPEMEHHOI Ieperaye KX Ha TOCYJapCTBEHHOE XpaHEHWE INpU peopraHu3aluu WIU
JMKBUJIALIUHU FOPUIUYECKOTO JIHIIA.

[Topsaiox ¥ cpOKHM XpaHEHHUS TPYAOBBIX KHIKEK PETYIUPYET clielnaibHbIi HOpMaTUBHBIN
akT - [locranoBnenue [IpaButensctBa Poccuiickoin @enepanuu ot 16 anpens 2003 roma Ne225
«O TpyHnOBBIX KHMXKax». Tak, OJlaHKM TPYJOBOW KHIKKM W BKJIQJbIIIA B HEE XPaHITCS B
OpraHM3aly Kak JOKYMEHTBbl CTPOrOol OTUETHOCTHM M BBIJAIOTCS JIMIY, OTBETCTBEHHOMY 3a
BEJICHUE TPYAOBBIX KHMXKEK, IO ero 3asBke. [I0 OKOHYaHMU KaXJ0ro Mecsla JaHHOE JIHIO
0053aHO TPEACTAaBUTh B OyXTaJITEpPHIO OpPraHU3alMM OTYET O HAIMYUHM OJAHKOB TPYJOBOM
KHIOKKM U BKJIaJbllla B Hee. VcropueHHbIE NpH 3aloIHEHUM OJIAaHKU TPYIAOBOM KHUXKKH U



BKJIQJIBIIIM B HEE IMOJJIeKAT YHUYTOXKEHUIO C COCTaBIIEHMEM COOTBETCTBYIOIIETO aKTa.
HeBoctpeboBaHHbIe TPYJOBbIE KHUKKH U KHUTA y4eTa TPYJOBBIX KHIDKEK U BKJIAABIIICH K HUM
XpaHsATCsA B apXWBe opraHu3anuu B TedeHue S50 Jer, a 3areM NoAJiexaT YHUUYTOXKEHHUIO B
YCTaHOBJICHHOM HOPSIKE.

OTBETCTBEHHOCTh 3a OpPraHU3aIlMI0 Pa0OTHl MO XPaHEHUIO KAJAPOBBIX JTOKYMEHTOB,
NEPBUYHBIX YYETHBIX JOKYMEHTOB HeceT paboroaarenb. OTBETCTBEHHOCTh 3a BelIECHUE,
XpaHEHUE, Y4eT W BbAa4y TPYAOBBIX KHIKEK HECET CIEHUaJbHO YIOJHOMOYEHHOE JIUIIO,
Ha3HayaeMmoe MpHUKa3oM (pacnopsbkeHueM) padotonarens. Bece JOKYMEHTBI 110 TMYHOMY COCTaBY
JIOJKHBI 00513aTENIbHO CIaBAThCSA B APXUB OpraHU3aIliu.

Takum o0pa3om, aJrOpUTM AEUCTBHH KOMMEPYECKON OpraHU3aIliH, HE SBJISIOMICHCS
TOCYIapCTBEHHBIM WJIM MYHUIIUTIAIBHBIM YHUTAPHBIM TPEANPUSTHEM, IO OOECICUCHUIO
XpaHEHUsl JOKYMEHTOB, B TOM YHUCJIE€ KaJPOBbIX JOKYMEHTOB SIBJISIETCS CIEIYIOIIEM:

o npoBepKa TpeboBaHMI HOPMATUBHbIX MPABOBbIX aKTOB, YCTAHOBMBLUMX CPOKMN XpaHeHUA
KOHKPETHbIX BUA0B AOKYMEHTOB;

o XpaHeHWe LLOKYMEHTOB;

o ONA OpraHn3aLmii - UICTOYHMKOB KOMMIEKTOBAHMA - NO UCTEYEHUU CPOKOB XPaHEHMSA

nposeaeHMe COBMECTHO C YNOJIHOMOYEHHbIM OPraHOM rocyAapCTBEHHOM BNacTM cybbeKTa Poccuiickoit
depepaunn B 061acTm apxmBHOro aena, focapxmeom sKCNepTU3bl LEHHOCTM PALA AOKYMEHTOB Ha
npeameT BKAOYeHMA B cocTaB ApxusHoro ¢oHaa Poccniickon ®epepauymm;

o XpaHeHMe A0KyMeHTOB ApxmBHOro ¢poHaa Poccuiickolt ®eaepaumm anbo nepesada mx
Ha XpaHeHWe B roCy4apCTBEHHbIA UAN MYHULMNANbHBIN apxus, BUBNMOTEKY, My3eN AU B OPraHU3aLMNIO
Poccuiickolt akagemmm Hayk;

o apPXMBHbIe AOKYMEHTbI, KOTOPble He Obl/IM BKOYEHbI B COCTAB AOKYMEHTOB APXMBHOTO
doHpa Poccuiickon Pegepaunm, No UCTEYEHUN CPOKOB XPaHEHMA NOAJEKAT YHUUTOXKEHUIO MO0
XPaHEHUIO B apXMBe OpPraHM3aLmMmn B COOTBETCTBUM C TpeHOOBaHMAMM KOPNOPATUBHOFO 3aKOHOA4aTeIbCTBA
(Hanpumep, oNs aKUMOHEPHbIX 0BLW,ECTB XpaHeHMe AOKYMEHTOB periaMeHTMPoBaHo MocTaHoBAEHEM
depepanbHOM KOMUCCUM MO PbIHKY LEeHHbIX 6ymar oT 16 utona 2003 roga Ne03-33/nc «O6 yTeepskaeHnn
MonoxeHns o NoOpAAKE U CPOKAX XPaHEHMA JOKYMEHTOB» N PeaepasibHbIM 3aKOHOM OT 26 aekabps
1995 N2208-$3 «06 aKLMOHEPHbIX 0bLWEeCcTBax») AN NOKaIbHbIMU HOPMATUBHbIMW aKTamMu;

o O OpraHnsaLmi, KOTopble He ABASIOTCS UCTOYHMKAMM KOMMNJIEKTOBAHUSA, NO
NCTEYEHMM BPEMEHHbIX CPOKOB XPaHEHMA apXMBHbIE AOKYMEHTbI Nog/erKaT aKCnepTnse n moryT bbiTb
YHUYTOXKEHbI IMBO XPaHUTCA B apXMBE OpraHM3aumnim.

Homenknarypa gen u dopmupoBaHue A€l s TEKYIIETO XpaHEHUsS KaJIpOBBIX
JTOKYMEHTOB. D()PEKTUBHOCTh OPraHU3alUUA TEKYIIETO XPAaHEHHUS KaJpOBBIX JOKYMEHTOB BO
MHOTOM  OIpENENsIeTCs HOMEHKIATypoh Jenl (3TO CHUCTEMaTU3UpPOBAHHBIA  IEpEUEHb
HAaUMEHOBAHWM [I€JI, 3aBOJIUMBIX B OpraHU3alldHM, C YKa3aHUEM CPOKOB HUX XpaHEHHS,
O0(OPMIICHHBIHN B YCTAaHOBIEHHOM TOPSJIKE).

J1eno - COBOKYITHOCTh JOKYMEHTOB WJIM JOKYMEHT, OTHOCAIIHMECS K OJJHOMY BOMIPOCY WJIH
YUaCTKYy AeATeIbHOCTH, IOMEIICHHBIE B OTACIBHYIO O0JI0XKKY.

OCHOBHBIMU 33/1a4aMH COCTABJICHUSI HOMEHKJIATYPbI €1 SIBJIIOTCA:

o ONTUMasbHble FPYNNMPOBKa AOKYMEHTOB M GOpMMpPOBaHUE Aen;

o onpeaeneHne CPOKOB XPaHEHMUA AOKYMEHTOB;

o OCHOBa A1 COCTaB/IeHNA ONMUCen Aen NOCTOAHHOTO U BpeMeHHoro (cebiwe 10 nert)
XpaHeHWs, a TaKXKe A1 yuyeTa aen spemeHHoro (4o 10 NeT BKAKUYUTENbHO) XpaHeHUs;

o obecneuyeHue 6bicTporo 1 3pHeKTMBHOro NOMCKa AOKYMEHTOB B npouecce paboTbl C
HUMM.

MOHO BBIIETUTD CIECIYIOIIMNE PA3HOBUAHOCTH HOMEHKIIATYPHI JEI:

o TUNOBbIE HOMEHKNATYPbI AeN;

o NPYMepPHbIe HOMEHKIATYpbl Ae;

o WMHANBUAYANbHAA HOMEHKIATYPa e/l KOHKPETHOM opraHnsaunm;

o CBOAHAsA HOMEHKNaTypa AeN opraHM3auuu;

. HOMEHKNaTypa AeN CTPYKTYPHOro noapasaeneHus.

O 3HaueHuu TUNOBOH, IPUMEPHON M MHAMBHUIYaJIbHON HOMEHKJIATypax /€] FOBOPUTCS B
«IIpaBunax oOpraHum3alMy XpaHECHHs, KOMIUIEKTOBAHUS, y4€Ta M HCIIOJIB30BAHMS JOKYMEHTOB



apxXUBHOTO (poH/Ia poccuiicKol (enepaliu U Ipyrux apXUBHBIX JTOKYMEHTOB B FOCYJapCTBECHHBIX
OopraHax, opraHax MECTHOT'O camMOympaBieHus 1 opranuzanusax» ot 07.09.2015 r.:

«TunoBass HOMEHKJIaTypa J€J1  YCTaHABJIMBAET COCTaB  JI€J, 3aBOAMMBIX B
JIeJIONPOU3BOJICTBE OJJHOTUIIHBIX OPraHU3ALUM, U SIBJIETCSI HOPMAaTUBHBIM JOKYMEHTOM.

[IpumepHass HOMEHKJIATypa JIeJl YyCTaHaBIUBAET IPUMEPHBIN COCTaB J€Jl, 3aBOJAUMBIX B
JIeJIONIPOU3BOICTBE OpraHU3aLUi, Ha KOTOPbIE OHA PACIPOCTPAHAETCS, C YKa3aHUEM UX UHIEKCOB,
Y HOCUT PEKOMEHATEbHBIN XapaKTepy.

«TumnoBple W MNpPUMEPHbIE HOMEHKIATYpbl [ell MCIOJB3YKOTCS JUIl COCTaBJICHUS
MHAMBUAYaJIbHON HOMEHKJIATYPBhI €.

CBo/iHas HOMEHKJIATYpa J1eJl OpraHU3allK COCTABIIAETCSI HA OCHOBAHUN HOMEHKJIATYD J1e
CTPYKTYPHBIX MOJpa3aesieHIH, pa3paO0TaHHbIX 110 aHAJOTMYHOU opMme.

HomeHnknarypa 1en CTPYyKTYpPHOTO IOJpPA3/ENE€HUS COCTABISETCA  COTPYAHHUKOM
NOJIpa3/ieJIeHUsl, OTBETCTBEHHBIM 32 JIE€JIONPOU3BOJICTBO, COIJIACOBBIBAETCS C APXUBOM MWIIHM C
9KCHEPTHOW KOMUCCHEH OpraHu3aluy, HOJIMCHIBAETCA PYKOBOAMTENIEM IOJPA3JEICHUs U
YTBEPKAAETCA PYKOBOJAUTEIEM OpPTaHU3alUH.

Cornacio  «IIpaBuiaM  opraHu3anuM  XpaHEHMs, KOMIUIEKTOBaHMA, Yy4éra U
UCTIOJIB30BaHUS IOKYyMEHTOB apXHBHOTO (POHAA POCCHUCKOH (enmeparyi U APYrux apXUBHBIX
JOKYMEHTOB B TOCYIapCTBEHHBIX OpraHax, OpraHaXx MECTHOI'O CaMOYIpAaBJIECHUS U
opranuzanusax» ot 07.09.2015 r., HOMEHKIaTypa JIeJ COCTABIIAETCS HA OCHOBE U3YUYEHUs COCTaBa
U COZIEpPKaHUs IOKyMEHTOB, 00pa3yIOIIUXCS B ACATEIBHOCTA OPTaHU3AIIH.

IIpu cocTaBieHUH HOMEHKJIATYphl /1€ CIEAyeT PYKOBOJACTBOBATHCSA YUpeIUTEIbHBIMU
JOKYMEHTaMH, IOJIOKEHUSIMU O €€ CTPYKTYPHBIX IOJpa3fefieHUsX, IITAaTHBIM paclMCaHUEM,
HOMEHKJIaTypOM /1€l OpraHu3aliy 3a MPOLUIbII Iojl, ONUCSIMHU /11 OCTOSHHOTO U BPEMEHHOIO
(cBpime 10 ser) XpaHEHUs, PETHCTPALIMOHHBIMU (pOopMamH, BEIOMCTBEHHBIMH U THIIOBBIMHU
HEepeYHsAMU JOKYMEHTOB C YKa3aHHEM CpPOKOB MX XpPAHEHHs, TUIOBBIMU M NPUMEPHBIMU
HOMEHKJIaTypaMu Jedl.

VYuuteiBas nonoxenus Ilpukaza Munkynstypsl Poccuiickoit deaepanun ot 8 HoA0ps
2005 roma Ne536 «O THUIOBOM MHCTPYKLIMH MO JEIONPOU3BOJACTBY B (helepaibHbIX OpraHax
UCTIOJIHUTENILHON BIacTH» Tpadbl HOMEHKIATYP JI€] 3aM0JIHAIOTCS CISAYIOIUM 00pa3oM.

B rpade 1 HoMeHKIAaTyphI Jie)1 MPOCTABIISAIOTCS MHAEKCHI KaKI0T0 JeJla, BKIIFOUEHHOTO B
HOMEHKJIATYpY.

Kaxnoe neno, BKIIOUEHHOE B HOMEHKJIATYpy, AODKHO MMETh MHJAEKC. VMHnaekc nena
COCTOMT M3 HHJIEKCAa CTPYKTYpHOIO TIOJAPA3ACIEHUS W MOPAJKOBOIO HOMEpa Jeja IIo
HOMEHKJIaType B Mpefenax nojapasaenenus. Muaekcel nen o003HadaroTes: apaOCKUMU LUPpaMu.
Hanpumep: 12-05, rae 12 - 0603HaueHue CTPYKTYPHOTO noapasienenus, 05 - mopsaKoBbiil HoMep
3aroJIoBKa Jiena mo HoMeHkiarype. [Ipu Hamuuuu B Jieje HECKOIBKUX TOMOB (4YacTei), HHICKC
IPOCTABISETCS Ha KaKIOM TOME, C 100ABIEHUEM «T. 1», «T. 2» U Tak aajee.

B HOMeHKIaType Aen peKOMEHyeTCsl COXPAHATh OJIMHAKOBbIE HHIEKCHI JUIsl OTHOPOIHBIX
JIel B TIpeAenax pa3HbIX CTPYKTYPHBIX MOAPA3JEICHUN; Ul MEPEXOASIIUX Jel1 HHJIEKC
COXpaHseTCs.

B rpady 2 HOMEHKIATYpBhI JIeJ1 BKII0YAI0TCS 3aT0JIOBKHU e (TOMOB, YacTel).

3aroyioBOK JeNa I0JKEH YETKO, B 0000111eHHO0I (hopMe O0TpakaTh OCHOBHOE CO/IEP)KAHUE U
COCTaB JOKYMEHTOB JI€fa.

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

PexomMenayem aiist otziena KaJipoB BECTH CIEAYIONIYI0 HOMEHKIATYPY JIe:

1. HopmaTMBHO-NPaBOBbIE aKTbl, peryanpytowme paboTy otaena Kaapos.

2. LLtaTHOe pacnucaHue.

3. MonokeHune 06 oTaene Kaapos.

4, [LOKyMeHTbI N0 NOArOTOBKE M NepenoAroToBke paboTHMKOB, NOBbILEHMWIO
KBaNMbUKaALMK, NAaHbl, NPOrpamMbl U TaK ganee.

5. Mepenucka ¢ 4pyrMmmn opraHn3aumamMmK No Bonpocam nosblleHUA NpodeccuoHanbHoM

KBanMbUKaLMM, NOUCKA KaapoB 1 TaK ganee.
6. MprKasbl 0 Npueme, yBobHEHNN PabOTHUKOB.



7 MpWKasbl 0 NOOLLPEHMUAX, MPUMEHEHUM AUCLUNANHAPHbIX B3bICKAHWNA.

8. MpuKasbl 0 KOMAHANPOBAHUM.

9. MpuKa3bl 0 NepeBoge Ha Apyryto paboTy, NOBbLIWEHMM B AOKHOCTU.

10. paduK OTNyCcKoB.

11. [ONKHOCTHbIE MHCTPYKLMM PabOTHUKOB OpraHn3aumu.

12. Tpyaosble JOrosopb.l.

13. [oroBopbl 0 NO/IHOW MaTepuanbHO OTBETCTBEHHOCTMU.

14. Tabenb yyeta pabouero BpemeHmu.

15. KapToTeKa nyHbIX aen paboTHMKOB.

16. KapToTeKa TpyaoBbIX KHUXKEK.

17. KapToTeKa In4HbIX KapTouek paboTHUKoB (bopma NeT-2, NeT-2IC(MC)).

18. KapToTeKa akTOB (K BblAENEHMIO HA YHUUTOXKEHWE [OKYMEHTOB, O MPpUEeMKe-nepesade
Oen v apyrue).

19. *KypHan yyeta npuema, nepesosa, yBoJbHEHUA PAabOTHUKOB.

20. ypHan yyeTa BblAa4M KOMaHAUPOBOYHbIX YA0CTOBEPEHUNA.

21. ypHan yyeta BOEHHOO6A3aHHbIX.

22. *ypHan yyeTa Npm1KasoB No AMYHOMY cocTaBy (MOXKHO peKomeHA0BaTb BblAeNTb

*KypHan yyeTa npmMKasoB 0 NpPeaoCcTaBAeHUM OTNYCKOB U KOMaHANPOBaHMM PabOTHMKOB, KOTOPbIE
UMEIOT CPOKM XpaHeHuA 3 1 5 neT n MypHan yyeta Apyrux KagpoBbix MPUKa30B).

23. KypHan yyeta INYHbIX AeN, TINYHbIX KapToveK, TPYAO0BbIX 40r0BOPOB.

24, KypHan yyeTa Bblgaun TPYLOBbIX KHUMKEK M BKNAAbIWEN K HAM.

25. ypHan yyeta INYHbIX 3aABAEHUI PAaOOTHUKOB.

26. HypHan yyeTa Bblgaum CnpaBoK 0 3apaboTHOM NiaTe, cTaxke, MecTe paboTbl U TaK

Aanee.

B HOMeHKIaTypy Jies1 He BKJIIOYAOTCS IEPUOINYECKUE U3JaHHUS.

B rpade 3 HOMEHKIATYpBHI JeN yKa3bIBaeTCs KOJIUYECTBO jaed (ToMoB, yacteif). OHa
3aM0IHAETCS 10 OKOHYaHUH KaJIEHAAPHOTO roa.

B rpade 4 yxaspiBaroTcs Cpok XpaHEeHMs Jeia, Homepa crateil no nepeunto (Ilepeuenn
TUIOBBIX YIPABJIEHYECKUX JOKYMEHTOB), a IIPU €0 OTCYTCTBUU - IO TUIIOBOM MJIM MPUMEPHOIL
HOMEHKJIaType JIedl.

B rpadpe 5 «lIpumeuanue» yKaszbIBalOTCS Ha3BaHUE [E€peYHEH JTOKYMEHTOB,
MCIIOJIb30BAaHHBIX MPHU OMNpPENEICHUH CPOKOB XpaHEHMs JeJl, B TE€YEHHE BCEro cpoka JAeHCTBUS
HOMEHKJIATyphl MPOCTABIISAIOTCS OTMETKH O 3aBEIEHUH JIeJ, O MePeXOoAIuX Jenax (Harmpumep,
nepexojsiiee ¢ 2004 rona), 0 BBIJICTCHUU /€T K YHUUTOXXKECHHIO, O JIIaX, OTBETCTBEHHBIX 3a
(dbopmMHpOBaHUE J1e1 U ApYTHE.

[lo okOHYaHUM [1€TOMPOU3BOJICTBEHHOTO I'0/1a B KOHIIE HOMEHKJIATYPhI €]l 3aMEHSAETCS
UTOTOBasi 3allUCh O KOJMYECTBE 3aBEJCHHBIX Jiel (TOMOB), IO pa3jesiaM MOCTOSHHOTO W
BpEeMEHHOT0 XpaHeHus: colie 10 net u 1o 10 JgeT BKIIOUUTEIBHO.

B TOM cnyuae, ecnm opraHu3anus CHAET JOKYMEHTBI Ha TOCYAAPCTBEHHOE XpaHEHME,
TpeOyeTcs COorlacoBaHME HOMEHKJIATYphl Jesl ¢ DKcnepTHo-npoBepouHor komuccueit (DI1K)
rocyIapcTBEHHOTo apxuBa. HomeHkmatypa nen opranuzanuu opopmiisieTcs Ha o01eM OnaHke.

Jlnsa ynoOcTBa MCHOIB30BaHUST HOMEHKIIATypa Jied, KakK IpaBWiIO, COCTaBISIETCS B
HECKOJIBKUX 3K3EMIUIApax, A1 KaKJ0r0 CTPYKTYPHOIO MTOAPA3AEIIEHUs U JINLA, OTBETCTBEHHOTO
3a apXuB.

Homenknarypa nen Ha NpencTOSIUN KaJ€HAApHBIA TOJ| COCTaBISIETCS B IOCIEIHEM
KBapTaje TeKYyIIEero roja.

Homenknarypa nen nepecocTaBiieTcs M COIVIACOBBIBAETCSI 3aHOBO B CIIydae KOPEHHBIX
M3MEHEHUHN (PYHKIMHA U CTPYKTYpPbI OpraHu3alliy, HO HE PEeKe OJJTHOTO pa3a B IATH JieT. Exeroano
OHA YTOYHSAETCS, YTBEPKIAETCSI PYKOBOAUTEIEM OPraHU3allui U BBOAUTCS B IeCTBUE C | THBaps
CJIEAYIOIIEro ToAa.

Texyiee XxpaHeHHE JOKYMEHTOB ONPEENSIETCS HE TOJIBKO OHITHEM HOMEHKJIATYpBI A€,
HO ¥ (JOPMHUPOBAHUEM JIEIT.



JIOKyMEHTBI, KOTOPbIE HE HAXOAATCSA Ha PyKax y HCIOIHUTENEH, IPU UX XPaHCHUHU
TPYIITAPYIOTCS TaK, YTOOBI MOXHO OBLIO OBICTPO HAWTH HYXKHBIN JOKYMEHT U HH(OpMaIuio. Jta
poreaypa Ha3bpIBaeTCs «(pOopMUpPOBAHUEM JIETay.

dopmMupoBaHUE JIeI - TPYIITUPOBKA UCTIOITHEHHBIX JIOKYMEHTOB B JIelIa B COOTBETCTBUU C
HOMEHKJIATYPO JIeNT U CUCTEeMATH3aIUsl JOKYMEHTOB BHYTPH JeTa.

dopMupoBaHUEeM A€l B CTPYKTYPHBIX IOJAPA3ACICHHUAX  3aHUMAIOTCS  JIMIIA,
OTBETCTBEHHBIE 3a JOKyMeHTauutoo. KOHTponb 3a mpaBWIbHBIM (OPMHPOBAHHUEM Jel B
OpraHu3alii ¥ €€  CTPYKTYpPHBIX  TOAPA3JACICHHUSIX  OCYIIECTBIISICTCS  CIY)KOOH
JOKYMCHTAIITUOHHOT' O 066CHC‘ICHI/IH HJIN JIMIIOM, OTBCTCTBCHHBIM 34 JOKYMCHTAIIHUIO.

dopmMupoBaHUE N TPOUCXOTUT CICTYIONIHMM 00pa3oM:

1. nomeLleHne OKYMEHTOB (TO/IbKO UCMO/IHEHHbIX JOKYMEHTOB) B /1710, KOTOpble No
CBOEMY COAEPKaHMIO COOTBETCTBYIOT 3aro/I0BKY AeNa;
2. pacnonoXxeHne AOKYMEHTOB BHYTPU Aena B onpeaesieHHOoM NocnefoBaTeNbHOCTH

(xpoHonornueckot nnm no andasuty).

IIpu  QpopmupoBanuu gen HeoOXOAMMO coONOJaTh —cleayrolue TpeOoBaHu,
3aKkperieHHble B «[IpaBuiax opraHu3anuy XpaHeHUs, KOMIUIEKTOBAHHUS, y4€Ta U UCIIOJIb30BAHUS
JIOKYMEHTOB apXUBHOIro (hoHzma poccuiickoi ¢enepanuu U Ipyrux apXUBHBIX JIOKYMEHTOB B
roCy/1apCTBEHHBIX OpraHax, opraHax MECTHOTO caMOyInpaBiieHus u opranuzanusix» ot 07.09.2015
I..

. [ OKYMEHTbI MOCTOAHHOTO M BPEMEHHOI0 XpaHeHUs HeobxoaMMOo rpynnnpoBaTh B
oTaenbHble gena.

o BKAtoYaTb B 410 MO O4HOMY 3K3EeMNAAPY KaXKA0ro 4OKYMEHTa.

. lpynnMpoBaThb B Ae/10 LOKYMEHTbI O4HOI0 KaleHAapHOro roaa; UCKAoYeHne

COCTaBAAIOT: Nepexoaawme aena; cyaebHole gena; B TOM YMCe ANYHbIE Aena, KoTopble popmupytoTca B
TeyeHue Bcero nepmoa paboTbl AAHHOTO IMLA B OpraHM3aLun 1 gpyrue.

) [Oeno ponxHo cogep:aTb He 6onee 250 nuctos, Npu TonwmHe He 6onee 4 cm.

) B Aeno nomewwatoT AOKYMEHTbI, KOTOpble N0 CBOeMy COAEPKAHMI0 COOTBETCTBYIOT
3aro/IoBKy Aiena, Npy 3TOM 3anpeLlaeTca rpynnmMpoBaThb B AeN1a YepHOBbIE U Ay6eTHbIe 3K3eMNAAPbI
[OKYMEHTOB (33 UCK/ItOUeHWeM 0C060 LLIeHHbIX), @ TaKKe [OKYMEHTbI, NoA/eralline Bo3BpaTy.

) BHYTpW Aena LOKYMEHTbI A0 KHbI ObITb PACNON0KEHbI TaK, YTOBbl OHU NO CBOEMY
cogeprkaHuio Nocnefo0BaTeIbHO OCBELL AW onpeaeneHHble BOnpockl. [Mpy 3STOM AOKYMEHTbI
pacnonaratoTca B XpOHONOTMYECKOM NopaaKe (Bxoasalime - No gaTam NocTynaeHus, ucxoaawme - no
JaTam oTnpaBneHua) unu no andasuTy aBTOPOB U KOPPECNOHAEHTOB. XpOHO/I0rMYecKas
nocne0BaTeNbHOCTb PACTNONOKEHUA AOKYMEHTOB HAYMHAETCA OT 6o/iee paHHWUX NO AaTam AOKYMEHTOB
W 3aKaHuYMBaeTcA bosee NO3gHUMM AaTaMMu.

o MpunoXxKeHUsa K AOKYMeHTaMm, He3aBMCMMO OT AaTbl UX YTBEPKAEHUA NN COCTAB/IEHMA,
NPUCOeaMHAIOTCA K LOKYMEHTAM, K KOTOPbIM OHU OTHOCATCA. MpunoxkeHna obbemom cBbiwe 250 ancros
COCTaBAAIOT OTAE/IbHbIN TOM, O YeM B SIOKYMEHTE AieNlaeTca OTMeTKa.

. anKa3bI Mo OCHOBHOM AeATENbHOCTU TPyNNUPYHOTCA OTAE/IbHO OT NPUKA30B No
TIMYHOMY COCTaBy.
. anKa3bI no IMHHOMY COCTaBy rpynnmnpyroTcAa B Aesia B COOTBETCTBUU C

YCTAaHOB/IEHHbIMU CPOKaMU UX XPaHEHUA. Ll,enecoo6pa3Ho npu 6onbwnx obbemax AOKYMEHTOB
NMPWKa3sbl N0 TIMYHOMY COCTaBY, KaCalowmneca pa3/iIM4HbIX CTOPOH AeATE/IbHOCTU OPraHn3aunmun (ﬂpMEM Ha
pa60Ty, yBOJZIbHEHUE N NepemeLlleHne, KOMaHONPOBKU U TaK ABHEE), rpynnmpoBaTb B OTAE/IbHbIE AENa.

o [LOKYMEHTbI B IMYHBIX Ae1aX PAacrnoaraloTcs B XPOHONOMMYECKOM MOPSAKE N0 Mepe Ux
nocTynaeHus.

o JNlvuesble cyeTta paboumx v cayXkalumx no 3apaboTHOM NaaTe rpynnNupyoTcs B
oTAeNbHble AeNa U pacnonaraloTcsa B HUX No andasuty pammanii.

o MpeanoxKeHua, 3aaBAEHMA U XKanobbl rpaxaaH no Bonpocam paboTbl opraHM3aLum 1

BCE AOKYMEHTbI MO MX PACCMOTPEHMNIO M UCNOMTHEHMIO FPYMNNUPYIOTCA OTAE/bHO OT 3asB/IEHNI rpaykaaH
Mo IMYHbIM BOMPOCAM.

. Mepenucka rpynnupyeTca, Kak Npasuno, 3a KaneHAapHbIN rog U cuctematmsmpyeTca B
XPOHONOIMUYECKON NOCNeA0BaTENbHOCTHU, AOKYMEHT-OTBET NOMELLAETCA 33 AOKYMEHTOM-3anpocom. Mpu
BO306HOBNEHMM NEPENUCKM NO onpeaeseHHOMY BONPOCY, HayaBLULenca B NpeablayLiem roay,
AOKYMEHTbI BK/IIOUAKOTCA B 4€/10 TEKYLLLEro roga C yKasaHMem MHAeKca Aena npeablayuero roaa.



Pernamenrarust paboThl apXuBa MO JMYHOMY COCTaBY MMeEET CBOIO crenuduky. JIro0oii
JIOKYMEHT, BHE 3aBUCUMOCTH OT LIEJIM €T0 CO3AaHMsl, MECTA, BPEMEHH BO3HUKHOBEHMS, ABTOPCTBA
COJEPKHUT WH(POPMAIIHMIO, KOTOpasi MOXKET ObITh BOCTpeOOBaHA yepe3 HEKU BPEMEHHOW MEePHOI.
E.B. AnekceeBa oTMe4aeT, 4To 0OCO0O€ MECTO CpPEIu AapXHUBHBIX JIOKYMEHTOB 3aHUMAIOT
JOKYMEHTBI 110 JINYHOMY COCTaBy, KOTOpBIE OTpPa)karOT TPYIOBbIE OTHOLIEHUS pPaOOTHUKA C
paboromarenem. (P3-125 «O6 apxuBHOM nene B Poccuiickoit @enepamuu» m.3 cr.3). 3a 3ToM
(GopMyTHpPOBKON 3aKOHAa CKPBIBACTCA KOMIUIEKC JOKYMEHTOB YpE3BBIYAHHO BAKHBIM IS
KaX70ro 4yenoBeka. IMEHHO Ha ocHOBaHUM MH(opManuu, 3a(UKCUPOBAHHON B IOKYMEHTaX I10
JMYHOMY COCTaBY, BO3MOXKHO, B Cly4ae HEOOXOIMMOCTH, TOJATBEPAUTH CBOM TPYIOBOW CTaX,
3apabOTHYI0 IUIaTy, UWHBIE COLMAJbHBIC JIBIOTHI, TOJaralpluecs TPaKIAHUHY [0
3aKOHOAATENbCTBY PO.

Opnako amst Toro, yToObl MH(MOpPMaLKA, 3aQUKCUPOBAHHAS B JOKYMEHTAaX IO JUYHOMY
COCTaBy, UMeJa IOPUINYECKYIO CUITY, TOJDKHBI OBITh BBIIIOJIHEHbI, KAK MUHUMYM, TPHU yCIOBUS:
CO3/IaHHME€ M COXPAHEHHE ITUX JOKYMEHTOB B OpraHHU3alUsaX pa3HbIX (hOpM COOCTBEHHOCTH H, B
cllydyae JMKBHJALMU OpraHu3auuu 0e3 MpaBONpeeMHUKa- Mepeaada UX Ha rocylapCTBEHHOE
XpaHeHue. AnropuTtMm aeictBuil npornucan B 1.1.8,10 cr. 23 ®3-125 «O6 apxuBHOM Jiee B
Poccniickoit @enepanun». «lIpu nukBuaanuu rocy1apCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O
CaMOYIIPaBJIEHUsI, TOCYJIApCTBEHHbIX M MYHHUIMNAIbHBIX OpPraHU3alMM BKIIOUEHHBIE B
coctaB ApxuBHoro ¢onma Poccuiickoit denepanuu JOKYMEHTBI, JOKYMEHTHI IO JIMYHOMY
COCTaBY, a TAK)KE€ apXUBHBIE JOKYMEHTBI, CDOKM BPEMEHHOI'O XPAaHEHUS! KOTOPBIX HE UCTEKIIH, B
YIOPAIOYEHHOM COCTOSIHMM IOCTYIAIOT HA XPaHEHUE B COOTBETCTBYIOIIMM TOCYAapCTBEHHBIN
WJIM MYHUIIUTIAIBHBIA apXUB.

[Ipy nuKBMAALMM HEroCyJIapCTBEHHBIX OpraHu3aluii, B TOM 4YHUCJIE B pe3yibTaTe
0aHKpPOTCTBA, OOpa30BaBIIMECS B MPOIECCE HUX JCITCIBHOCTH W BKJIIOYEHHBIE B COCTaB
ApxusHoro ¢onga Poccuiickoit @enepanyii apxXuBHbIE JOKYMEHTBI, TOKYMEHTHI MO JHYHOMY
COCTaBY, a TaK)K€ apXMUBHbIE JOKYMEHTbI, CDOKM BPEMEHHOI0 XpaHEHHsS] KOTOPBIX HE MCTEKIIH,
NepealoTcsl TUKBUIAIMOHHON KOMUCCHH (JIMKBHIATOPOM) MIU KOHKYPCHBIM YIPaBISIIOIINM B
VIOPSA0YEHHOM COCTOSSHUM Ha XpaHeHHE B COOTBETCTBYIOUIMI TOCYJAapCTBEHHBIM MK
MYHUIUIAJIBHBI apXWB Ha OCHOBAHMHM JOTOBOpa MEXIY JUKBUAAIMOHHOW KOMHUCCHUEH
(JIMKBUIATOPOM) WJIM KOHKYPCHBIM YIPABJISIOIIMMHA TOCYAAPCTBEHHBIM WM MYHHUIIUMTATBHBIM
apxuBoM. [Ipu 3TOM IMKBUAAIMOHHAS KOMHUCCHS (JIMKBUAATOP) WM KOHKYPCHBIN YIPaBIIsIOIINI
OpraHMU3yeT YINOPsI0YeHUE apXUBHBIX IOKYMEHTOB JIMKBUIUPYEMON OpraHU3alii, B TOM YHCIIE,
JTUKBUIUPYEMOIi B pe3ynbTaTe 0aHKPOTCTBAY.

Baxno ormerutrb, uro B cooTBercTBUM ¢  DenepanbHbiM  3aKOHOM  «O
HECOCTOATENILHOCTH (0aHKPOTCTBE)» B peAakiMu, AedcTByromei ¢ 5 mapra 2012r, B cr. 129
CKa3aHO, YTO « KOHKYpPCHBIM ympaBisitoluii oOs3aH ...NepelaBaTh HAa XpaHEHUE JTIOKYMEHTbI
TOJKHHUKA, TOJUIeKaIe o00s3aTeIbHOMY XPaHEHHI0 B COOTBETCTBUU C (eaepaabHbIMU
3akoHaMu. [Ilopsmok u©  ycinoBuMsl meperayd  JOKYMEHTOB JIOJDKHHMKA Ha  XpaHEHHe
yCTaHaBIUBaIOTCA (perepalbHBIMH 3aKOHAMH M HHBIMH HOPMATHUBHBIMU IPABOBBIMU aKTaMU
Poccniickoit @enepannmny.

Cnenyer moHMMarh MOJ OMNpPEACIIEHUEM «UHbIE HOPMATUBHBIE NpPaBOBble akThl PDy,
perjJaMeHTHpyIoIllie Mepenayy Ha TOCYJapCTBEHHOE XpaHEHHE JOKYMEHTOB IO JIMYHOMY
cocTaBy, npexe Bcero aa Pacnopsokenus [IpasurensctBa Poccutickont @enepanuu, NpUHATHIX
B MepBOI TIOJIOBUHE 1990-x TOJIOB. Heo6xomumocTs TOCYZapCTBEHHOTO
pEryJIMpOBaHUs BOIMPOCOB OOECIEUEHUS] COXPAHHOCTH JOKYMEHTOB IO JIMYHOMY COCTaBy B
Havgasie 1990-x romoB crosia 4pe3BpIYaiiHO OCTpo M Obuta cBsizaHa mocie pacraga CCCP ¢
JUKBUJAIMEH OPraHoB YNPAaBICHUS W HWHBIX YUPEXKACHUN U MNPEANPUSITHH  COIO3HOTO
U pecnyOJMKAaHCKOrO TMOJYMHEHMs, a Takke C CO3JaHMeM 3HAuUuTEelIbHOIO 4YHCIia
HETOCY/IapCTBEHHBIX OPTaHU3aIMi BO BCEX OTPACIIAX HIKOHOMMKH M OOIIECTBEHHON KU3HH U HE
BCerjga CoOJNIO/IaBIIMX HOPMAaTHBHBbIE TPeOOBaHMSI 1O JAOKYMEHTAIMOHHOMY O(OpMIIEHUIO
TPYIOBBIX OTHOIICHUH C COTPYJHUKAMH, M, KaK CIEACTBUE, JMIIABIIMNE MX BO3MOXKHOCTH B
JalbHEHIIEM JOKYMEHTAJIBHO MOATBEPAUTH TPYIOBOM CTaX U T.J. DTO I'PO3WIO CEPbE3HBIMU
COIIMAIbHBIMH TOCIIEACTBUSMU.



Wtak, nns obecrieyeHus COLMAIbHOM M NPaBOBOM 3allUTHI TpakaaH PacropsikeHue
[IpaButensctBa P® or 23.04.92 Ne781-p 00s3bIBaI0 B IENSAX MPEAOTBpAIICHUS YTpaThl
JIOKYMEHTOB I10 JIMYHOMY COCTaBY, a TAKXKe YJIyUIIEHUs UX XPAaHEHUS U UCIOJIb30BaHU :

«l. VYcraHoBUTb, 4YTO JMKBUIUPYEMBIE MPEANPUATUSA, OPraHU3ALMH...M HHbIC
OpraHu3allMOHHBIE CTPYKTYpBl, HE3aBUCUMO OT (OpPMBI COOCTBEHHOCTH, IE€PENAIOTCS Ha
XPaHEHUE IPABONPEEMHUKOM WM IPU €r0 OTCYTCTBHM BBIIIECTOSILEMY IO IOAYUHEHHOCTH
OpraHy JOKYMEHTBI 10 JUYHOMY COCTAaBY....».

Kpowme Toro, nanHoe PacniopspkeHue Bo3iarano Ha rocylapcTBEHHYIO apXUBHYIO CIyXOy
P® o00s3aHHOCTH 1O OOECIEUEHUI0 COXPAHHOCTH JIOKYMEHTOB TIO JIMYHOMY COCTaBy
JUKBUAMPOBAHHBIX  OpraHu3auuii  Bcex  (GopM  COOCTBEHHOCTH,  HE  MMEBIIUX
IIPABONPEEMHMKA HJIM BBIIIECTOSIIETO 110 TOAYMHEHHOCTH OpraHa. B opranusanyoHHOM IUIaHe
ObUIO PEKOMEH/I0BAaHO OPraHOM HCIIOJIHMTEIBHOM BJIACTH B HEOOXOJUMBIX CIydasX CO31aBaTh
apXUBBI ISl XpaHEHUS U UCIIOJIb30BaHUs JOKYMEHTOB I10 JINYHOMY COCTaBY.

He menee 3nHaummbiM Obl10 M octaércst Pacnopspkenue IlpaButenscTBa Poccmiickoit
Oenepannn ot 21. 03. 1994 Ne358-p, B KOTOPOM OTHOCHUTEIHEHO COXPAHHOCTU JOKYMEHTOB IO
JUYHOMY COCTaBy « BBICBOOOXJaeMbIX paOOTHUKOB B pe3yibTare  00Opa3oBaHus,
peopraHu3aiy U JMKBUJAINHN IOPUINUYECKHUX JIULl ObUIO PEKOMEHIOBAHO:

«l.  VYypegurenssM  BHOBb OOpa3yIOLIMXCS  IOPUAUYECKUX  JIUL,  SIBJISIOLIMXCS
IOPUAMYECKIMHA M HEKOMMEPUYECKHMH OpraHM3alMsIMM, BKIIOYaThb B CBOM YYPEIUTEIbHBIE
JOKYMEHTBI IOJIOXKEHHUs, Kacaroluecss Y4€ra U COXPAaHHOCTH JIOKYMEHTOB IO JIMYHOMY
COCTaBy, a TaKKe CBOCBPEMEHHOH Ilepelaye HUX Ha TOCYyJapCTBEHHOE XpaHEHHE B
YCTaHOBJIEHHOM NOPSJIKE IIPU PEOPraHU3aLNY WIN JIUKBUJALUN IOPUAMUYECKOTO JIHIIA.

2 @epepanbHbIM OpraHaM  HCHOJHHUTENIbHOM BiacTM  cyObekToB Poccuiickoii
®enepalliil OCYIIECTBIATh FOCYAAPCTBEHHYIO PETUCTPALMIO YUPEIUTENbHBIX JOKYMEHTOB Ha
npuoOpeTeHre NpaB  IOPUAMYECKOrO  JHMIA [pU  HAIMYUM B HUX  IOJIOXKEHU,
IPElyCMOTPEHHBIX B MYHKTE | HACTOSALIETO paCHOPSKEHHUS. .. ».

Taxkum obpazom, ObLI odopmieH IIPaBOBOM MEXAHU3M,
[0JIpa3yMeBaroIInii OTBETCTBEHHOCTb OpraHH3aIiu 3a CO3/1aHuE u
COXPaHHOCTh JIOKyMEHTOB IO JIMYHOMY COCTaBy M 00s3aTesbCTBA TOCYJapcTBa NMPHUHATH Ha
JOJTOBPEMEHHOE (@  OTHENbHbIE KOMIUJIEKCBI M Ha IIOCTOSIHHOE) XpaHEHUEe 3TU
COLIMAJIbHO-3HAYMMBIE MaTEPUAJIB.

BayxHO HanmOMHUTB, YTO apXUBBI (MIPEXK]IE BCETO TOCYJAPCTBEHHbIE 1 MYHHUIIMITAJILHBIE, A
TaKXKe apXMBbl OpraHM3alUi) SBISAIOTCS aTPUOYTOM TOCYIAapCTBEHHOCTH, €€ IPaBOBBIM
rapaiToM. OHH HecyT o00s3aTenbCcTBa  NEpe]] TOCYyJapCcTBOM M TpakJaHUHOM B
JOKYMEHTAJIbHOM IOJATBEPKACHUN HX IOPUIUYECKUX IpaB U COLUAIBbHBIX FapaHTUH.

Bo ucnonnenue stux Pacnopsbxenuit [lpaButenbcTtBa ObUTH CO34aHBI B OOJBIIMHCTBE
cyobekToB PO crienmanu3upoBaHHbIE apXUBbI IOKYMEHTOB 10 JITYHOMY COCTaBy. B ocTanbHbIX
CyOBbeKTaX JOKYMEHTHI IO JUYHOMY COCTAaBY MOTYT XPAaHUTBHCS B rOCYJapCTBEHHOM apXHBeE,
au00 B OpraHe YyIpaBi€HUS apXUBHBIM JIEJIOM, COBMeLIaroIeM (YHKIMH YIpaBIeHUS
apXUBHBIM JI€JIOM U XpaHEHHUE JIOKyMEHTOB. BakHyi0 poyib B COXpaHEHUH JOKYMEHTOB IIO
JMYHOMY COCTaBY JIMKBHJIMPOBAHHBIX OpraHU3alMii, B TOM YUCIIE U B pe3yjbTare OaHKPOTCTBA,
UTPAIOT MYHULIUTIAJIbHbIE APXUBBI.

Bun matepuanoB kaTeropuu JOKYMEHTOB 110 TMYHOMY cocTaBy. OOpaTHMCs 32 TOMOIIBIO
K HBbIHE JEHCTBYIOLIEMY HOPMAaTUBHOMY JOKYMEHTY «llepedHio THUIMOBBIX YIpaBIEHUYECKUX
apXUBHBIX JOKYMEHTOB, 00Pa3yIOIIMXCS B MPOIECCE AESATEIbHOCTH TOCYJapCTBEHHBIX OPTaHOB,
OpraHOB MECTHOTO CaMOYIIPaBJICHUS U OPTaHU3alNi, C yKa3aHUEM CPOKOB xpaHeHus». (M. 2010
3apeructpupoBadn Muntoctom Poccuu 8 centsiops 2010r. Per.Ne 18380). [lepeuens Bkimrodaer
TOJIbKO THUIIOBBIE YIpPaBJIEHYECKHE JOKYMEHTHI, oOpasyromuecs B MpOLEcCe AeITeIbHOCTU
opranu3zaiuii Bcex popm coOCTBEeHHOCTHU. B nepByto ouepes Hac Oy1yT HHTEpECOBaTh pa3/eibl,
coJiepKallie JOKYMEHTHI 10 OpraHM3allii, HOPMUPOBAHUIO, TapU(PHUKAIMH, OIUIaTe M OXpaHe
tpyna (Pasmen Ne7), a Takke MOKYMEHTHI O paboTe ¢ Kaapamu: Npuéme, NepeMeleHHH,
YBOJIBHEHUU PAOOTHMKOB, MOBBIICHUHM UX KBAJTU(UKALMU, MPOBEJCHUM aTTECTALUU, a TaKXKe
HarpaxzaeHuu (PaszgenNe8). Kpome toro, cienyer npusieusb 1oKyMeHTHl U3 Paznena Ne4 «Yuer u
OTUYETHOCTBY, CBA3aHHBIE C OIUIATON TPyJa U IPYTUMH BBIIIIATAMHU COTPYIHHUKAM.



HopMaTuBHbIE CPOKM XpaHEHMsI TOKYMEHTOB IO JUYHOMY COCTaBY YYMTBHIBAIOTCS IPU
COCTaBJICHMM B KaXKJIOM OpraHu3alii BEJIOMCTBEHHBIX (JIOKAJbHBIX) HOPMATHUBHBIX aKTOB:
WHCTPYKIIUH, MIPABUIL, MIOJI0KEHU I B KOTOPBIX H3JI0KEH MOPAIOK
COCTaBJICHUS HOMEHKJIATypbl nen, (dhopMupoBaHus u odopmiieHus zen,
COCTaBJIEHUS] HAay4HO-CIIPAaBOYHOI'O amrnapaTa, I[OATOTOBKM [€1 K apXHWBHOMY XPaHEHHUIO.
IToaroTroBka JOKYMEHTOB IO IMYHOMY COCTaBY K JUIMTEIbBHOMY XPAHEHUIO HAUNHAETCS HA CTaIuU
COCTaBJICHUS] HOMEHKJIATYPHI J1e)1 U (POPMHUPOBAHUS /I B JIIIONPOU3BOICTBE.

OCHOBHBIMU HOPMATHUBHBIMH JOKYMEHTaMH, B KOTOPBIX YCTaHOBJICHBI 0011I1e TpeOOBaHUS
1o 3Tu BompocaMm sBisAIOTCS «lIpaBwiia opraHu3anuu XpaHEHMs, KOMIUIEKTOBaHMs, ydéTa M
MCIIOJIb30BaHUsl JOKYMEHTOB apXHMBHOIO (DOHAA POCCUICKOHN (enepanyivi U JPYTUX apXUBHBIX
JOKYyMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBICHUS U
opranmzarusax» oT 07.09.2015 r. u «[IpaBuna aemonpou3BoACTBa B (eAepalbHbIX OpraHax
VCIIOJIHUTENIHOM BIIACTW», YTBEPKACHHbIE TocTaHoBiIeHUeM [IpaButensctBa P® ot 15.06. 2009
r.Ned77.

KitoueBbiM sBIIIETCS BONPOC JIOCTyHA MOJb30BaTelied K JOKYMEHTaM IO JIMYHOMY
COCTaBy B rOCYJJapCTBEHHBIX U MyHUIIMNIAIbHBIX apxuBax P® u opranu3anuu nojab30BaHUs UMHU
JIOKyMEHTBl 1O JMYHOMY COCTaBy, II0 CYTH, SBJSAIOTCA MCTOYHUKAMH MacCOBOTO
MPOUCXOXKACHUA H UX HHpopMmanus (B 00E3IMUYEHHOM BHUJE, B COOTBETCTBUUM C HOpMaMu
JeicTByrOlIero 3akoHonaarenbctBa P®) wmorma Obl cTaTh OCHOBOM Ui YHHKAJIBHBIX
UCCJIEIOBaHUM B 00JacTH COLMOJIOTUH, AeMorpaduu, T€Healorul U MHOTMX JIPYTHX Hay4YHBIX
HanpaBieHui. Takum 00pazoM, BBIXOIS 33 PAMKU HCIOJHEHHs TOJBKO COIHATbHO-TIPABOBBIX
3alpocoB TEX TIpaxaaH, HHQoOpMalus O KOTOPbIX 3a(UKCUpOBaHA B JOKyMEHTAllWH,
MOCTYNHUBIIEH Ha XpaHEHUE B apxuBbl. [IOCKONIBKY, YacTh /1€l W JOKYMEHTOB IO JINYHOMY
COCTaBy COAEpKaT CBEICHUS, O JUYHOM U CEMEUHOW TallHE IPpaKJIaHWHA, €ro JINYHOW JKU3HU ,
CBEIICHMS , CO3JAIOIINe yrpo3y Uisl ero 0e30MacHOCTH, CIeAyeT Ype3BhIYailHO TAaKTUYHO, C
cOoONIOCHUEM HbIHE JICHCTBYIOIIETO 3aKOHOJATEIbHBIX HOPM  MCHOJIb30BaTh JaHHbIE
JIOKYMEHTHI.

[Tomours apxuBaM UM IOJIB30BATENSIM apXWBHOM HMH(OpManueld mo coOJII0JIEHUI0 BCEX
TpeOOBaHUN OTHOCHUTENIBHO MCIIOJIB30BAaHUS JOKYMEOHTOB IO JIMYHOMY COCTaBy MOTYT
okazath Mertoanueckue pekomenaanuu, noarorosaenusie BHUNAL B 2009t : «OGecnieuenue
JocTyna TONb30BaTeNed K JOKYMEHTaM TOCYJapCTBEHHBIX M MYHUIUNAIBHBIX apXHUBOB
Poccuiickoit @enepanyii M opraHu3alys IOJI30BAHUS HMH», Oa3upyrolluecss Ha HOpPMax
POCCUICKOT0 apXUBHOT'O M CMEXHOI'0 3aKOHOJATEIbCTB.

O6parumcs k monpasneny 1.2.3. Meroaudeckux peKOMEHIAIMH , B KOTOPOM
NEePeYHCIIeHbl KaK MpaBa U 0053aHHOCTH IOCYJapCTBEHHBIX U MYHMILMIIAIBHBIX apXHUBOB, TaK U
noJib30BatTeseil (IOpUANYecKuX U (PU3NYECKUX JIUI]) TI0 00ECIEUEHHUI0 JOCTyNa U OpraHu3aIuu
UCIMOJIb30BaHUSl JOKYMEHTOB I10 JJMYHOMY cocTaBy. B coorBercTBum ¢ 1.3 c1.25 @3 -125 «O0
apxuBHOM zene B Poccuiickoil denepannn»- apXvB OIPAaHUYMBACT JIOCTYII IOJIB30BATENEH K
apXUBHBIM JI€JlaM M JIOKYMEHTaM, COJAEpXKalllUM CBEIEHUS O JMYHOW U CeMEHHOW TaiiHe
rpaXJIaHWHA, €r0 YacTHOM JKWU3HH, CBEICHMs, CO3JAlOIIME yrpo3y Uil ero 0e30MacHOCTH, B
TE€YEHHUH 75 JIET CO AHS cO3/1aHus NoKyMeHTa. [Tocie okoHYaHMsI 3TOro nepruoia OrpaHuYeHHsl Ha
JIoCcTyn cHuUMaroTcs. VckimtoueHneM sIBISIOTCA Je€fa U JOKYMEHTHI JIMYHOTO MPOUCXOKICHHUS,
nepefaHHble B apXHMB Ha OCOOBIX YCIOBUSAX JocTyna K HUM. COOCTBEHHHK MMEET IpaBo
YCTaHOBUTH CBOM CPOKH OIPAaHUYEHUSI U YCIOBHUS JOCTYTIA.

ApXUB TpenocTaBiseT Jiefa U JOKYMEHTbl 0e3 OrpaHHYeHUil caMOMy TpaKAaHUHY -
cyOBeKTy HH(OpMALIMK, €CIIH ATO HE MPOTUBOPEUUT 3aKOHOAATENLCTBY P®D (Hanmpumep, 3aKOHOM
«O rocynapcTBeHHON TaiiHe», «OO0 oOnepaTUBHO-PO3BICKHON MAEATENbHOCTH» M JIp.) WIH
JIOBEPEHHOMY JIMIY FpaKIaHUHA (IPY IPEIbIBICHUN JOKYMEHTOB, yIOCTOBEPSIOUINX JTUUYHOCTD,
JIOBEPEHHOCTH, 0()OPMIIEHHON B YCTAHOBJIIEHHOM 3aKOHOM TOPSIZIKE).

[locne cmepTu rpakaHMHA MPAaBOM Ha JIOCTYN K apXUBHBIM Je€llaM U JIOKYMEHTaM,
COJIepIKaIINM CBEJICHHS O JIMYHOUN U CEMEIHO TaifHe, €ro YaCTHOW )KU3HU 0071a1at0T HACIICTHUKH
( moBepeHHbIE JIMIIa HACIEHUKOB), €CIIM 3TO HE MPOTUBOPEUHUT 3aKOHOAATEILCTBY PD. Apxus
B3aMMOJICMCTBYET C HAcCJI€OHUKAMU IpU HAJIWYMM CBUIETEIbCTBA O CMEPTU TpakJaHUHA U
JOKYMEHTOB , IOATBEPKAAIOIINX UX IIPABO HA HACIEACTBO.



Js Ipyrux KaTeropui 10JIb30BaTEIEH HE00X0AUMO MIUCbMEHHOE
HOTapHAJIbHO-3aBEPEHHOE pa3pelieHre TpaKIaHruHa (ero HacJIeIHUKA WM JIOBEPEHHOTO JIHIA),
KOTOPOE€ MOXKET OBITh 3alpOIICHO OpTraHM3aluell , HAlpPaBUBIICH IMOJB30BATEIsl B apXWUB,
MOJIb30BATEJIEM , €CJIM OH - YaCTHOE JIMII0, UJIM apXUBOM I10 IPOChOE MOIb30BaTeNsl. APXHUBY
CJIETyeT BbIIaBaTh IOJB30BATEIO TOJBKO TE JIejia M JOKYMEHTHI, KOTOphIe OYAyT yKa3aHbl B
pa3peeHun.

ApXHB mpeaocTaBiIsieT 0 OKOHYAHHUS 75 JIET CO OHA CO3JaHUs JOKYMEHTa apXHUBHBIC
Jle7ia U JIOKYMEHTBI, COJIepXallde CBEICHUS O JIMYHOW W CEMEWHOW TailHe rpaKJaHWHA, €ro
YacCTHOM JKA3HU o MOTHUBHUPOBAHHOMY IIUCbMEHHOMY oOparlieHuto
COTPpYAHUKAM opranu3zanuii-poHm000pa3oBaTee u 150:¢ IIPUEMHUKOB, OpraHoB
rOCYIapCTBEHHOW BJIACTH, OPTaHOB MECTHOI'O CaMOYIIPaB-JIEHUs, CyJI0B, OPraHOB IIPOKYpPaTypBbl,
OpPraHoB IIPEABAPUTENBLHOTO CIEACTBUS W JO3HAHUSA B MNOpEIeiiaX UCIOJHEHUS HWMHU CBOHUX
CITy’K€OHBIX 0053aHHOCTEH.

ApxuB 0€3 COrylacoOBaHUs C TPKIAHWHOM (€ro HacJAeAHUKaMH) OOECIeYUBaeT JOCTYIl
MOJIL30BATENICH K JIeJiaM, COJCpIKAIIMM OCHOBHBIC OnorpaduyecKkre JaHHbBIC JIMIA: CBEICHUS O
JaTe U MECTe €ro poKJIeHHUs, CMEpPTH, OOpa30BaHHUM, CIYKEOHBIX JOJDKHOCTSAX (€CIM 3TO He
[IPOTUBOPEYUT beneparibHOMY 3aKOHOJATEINBCTBY, HaIpuMmep, 3aKOHOM «O
rocy/apcTBEHHOU TaiiHe», «O0 OmepaTUBHO-PO3BICKHON NEATEIbHOCTU» U Ap. ), MOYETHBIX
VUEHBIX 3BaHUSAX, Harpaaax, BBIOOPHBIX [OJDKHOCTAX, 00 OMyOJMKOBAaHHBIX pe3yiabTaTax
TBOPYECKOM M HAy4YHOU JEATEIbHOCTH I'PakIaHUHA.

ApxuB o0ecrieuyuBaeT JOCTYIl IIOJIb30BAaTeNsl TOJBKO K TEM JOKYMEHTaM WU
nH(pOpMaIK, KOTOPBIE OTHOCSATCS K JIMIY B OTHOIIIEHUU KOTOPOTO, OBLIIO MOJTYYEHO pa3pelieHue
o poctyne. Ecnu B gene HaXxoAsaTCs JOKYMEHTHI, coJiepikaliie KoHQUICHIIMATbHbIE CBEICHUSI O
HECKOJIBKMX JIMIAX, TO TAKWE JieJa Ha PYKU NOJIb30BaTEeNsM HE BblIaroTca. MHTepecyromas
noJib30Baress UH(opManus MOKET ObITh BbIIaHA €My B BUJE apXHWBHOMW CIPaBKU WJIM KOMUI
JOKYMEHTOB C U3BATHIMH W3 HUX KOH(PHUICHIMAIBHBIMU CBEACHHSIMH O JPYIHX JIUIaX.
Pazpemenne Ha nocTyn BBLAAETCA PYKOBOIAUTEIEM TOCYIAPCTBEHHOIO apXvMBa WM JIMIIOM,
00J1aJaI0IUM COOTBETCTBYIOIIIMMH MOJITHOMOYHSIMU B MIUCHbMEHHOM BUJIE.

Taxum 00pa3oM, OCHOBHBIE JOKYMEHTBI, COCTABIISAIONINE HOPMATUBHYIO 0a3y apXUBOB 110
JINYHOMY COCTAaBY, 3TO:

1. Tpynosow Kogekc Poccuiickon deagepauum N 197-903 30 aekabps 2001 r. Bepcua ¢
M3MEHEHMAMU U aonoaHeHmnamu ot 29.06.2015.

2. depnepanbHbIn 3akoH «06 apxmBHOM aene B Poccuinickoit ®egepaummn» Ne125-$3 ot 22
OKTA6pAa 2004 .

3. MpaBnaa opraHM3aLMm XpaHEeHWUS, KOMNAEKTOBAHMA, YYETA M MCNONb30BaHMUSA
OOKyMmeHToB ApxmnsHoro ®oHaa Poccuiickoi Peaepaunn n gpyrux apxXmeBHbIX OKYMEHTOB B
rocyapCTBEHHbIX OpPraHax, OpraHax MecTHOro camoynpasaeHua u opraHmsaumax. Mockea — 2015 .

4, MepeyeHb TUNOBbIX YNPaBAEHYECKNX aPXMBHbIX 4OKYMEHTOB, 06Pa3yHoLLMXCA B
npouecce 4eATe/IbHOCTU FOCYAaPCTBEHHbIX OPraHOB, OPraHOB MECTHOIrO CaMOYMpPaBAeHUA U
OpraHu3aLMit, ¢ yKasaHMeM CPOKOB XpaHeHusA. 3apeructpmpoBaH MuHioctom Poccum 8 ceHTabpa 2010 .
Per.Ne 18380.

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

6. MHCTpYKLMA MO A4enonpor3BoACcTBy opraHmM3aumm. OguMH 13 pa3genoB MHCTPYKLUK
MOKET CoAepKaTb MPaBW/Ia XPaHEHUA JOKYMEHTOB MO JIMYHOMY COCTaBY.

7. MHCTPYKLMA MO KagpoBOMY Ae/10MPOU3BOACTBY OPraHn3aLmm.

8. MprmepoMm NOCNYKAT BbIAEPHKKN U3 MHCTPYKLUMIA MO KaAPOBOMY Ae/10MPOU3BOACTBY

OA4HOro BYy3a.

4. JOKYMEHTHI 110 YUYETY KAZIPOB.

4.1. TpynoBas KHWKKa pabOOTHUKA — OCHOBHOW JIOKYMEHT O TPYJIOBOH JEATEIHLHOCTH U
TPYZAOBOM cTake paboTHHMKa. TpymoBble KHIKKHA BEOYTCS B MOPSAIKE, MPEAyCMOTPEHHOM
«[IpaBunamu BeieHUs U XpaHEHHsI TPYJOBBIX KHIDKEK, H3TOTOBJICHUS OJIAHKOB TPYIOBOIM KHUKKH



U obecrieueHust IMH paboToaTenei», yTBepKIeHHbIMU roctaHoBieHreM [IpaButensctBa PO ot
16 ampenst 2003 1. N 225 (¢ m3menenusimu ot 6 despans 2004 t.)

4.2. JIuyHOE [1€J10 — COBOKYIIHOCTb JIOKYMEHTOB, COJEP)KALIUX IOJHBIE CBEICHUS O
pabOTHHUKE U €T0 TPYIOBOM AesaTenbHOCTU. JIMUHbIe ea BeIyTcs C LeNbl0 KOHIEHTPAuU Beei
uHpopManuu 06 0AHOM pabOTHUKE B OTACITHLHOM KOMILIEKCE (10Che).

4.2.1. JInunble nena BeAyTCsS Ha BCEX pAOOTHUKOB MHCTUTYTA.

4.2.2. Jlnunoe neno odopmisieTcs Mocie W3JaHHs IpHKa3a O MpuemMe Ha padorty,
dbopMupyercss B TEUEHHE BCETrO Cpoka paboThl pabOTHMKAa W JOIMOJHAETCS JOKYMEHTaMH,
XapaKTEpU3YIOIIUMH TPYIOBYIO I€ATEIbHOCTb.

4.2.3. JIuunbie nena paOOTHUKOB XpaHATCS 75 JET, PYKOBOJIUTENICH OpraHU3aluu —
IIOCTOSIHHO.

4.2.4. Jluynble naena XpaHATCS B YINPaBJICHUU KaK JTIOKYMEHTBI CTPOrOil OTYETHOCTH.
OTBETCTBEHHOCTh 3a XPAaHEHUE JIMYHBIX JEJ BO3JIAracTcsi Ha OTBETCTBEHHOI'O 3a BEJIECHUE
KaJI[pOBOT'O JIEJIONIPOU3BO/ICTBA PAOOTHHUKA Y TIPaBICHHUS.

4.3. XKypHansl (KHUIM) ydyeTa — JOKYMEHTUPOBAHHE OCHOBHBIX OIEpalMi MO JABHKEHUIO
JUYHOTO cocTaBa. K ydeTHbIM JOKyMEHTaM OTHOCSATCS:

nuaHble KapTouku ¢.T-2;

KypHAJI PETUCTPALIMU TPUKA30B 110 JUYHOMY COCTaBY;

KypHAaJl PETUCTPALIUU TPYAOBBIX JOTOBOPOB;

KypHaJl PETUCTPALIUU JIUCTKOB

HETPYAOCIOCOOHOCTH;

TPYJOBbIE KHUXKKH PaOOTHHUKOB;

KHHTa y4eTa JBUKEHHS TPYIOBBIX KHUKEK U BKJIQABIIICH K HUM.

6. [TIOPAOK TIOATOTOBKMU U TIEPEJAYN JEJI HA XPAHEHUE B APXWMB
NHCTUTYTA

6.1. Jlnst onipenienieHus IEHHOCTH KaJpOBBIX JOKYMEHTOB C II€JIbI0 0TOOPA UX Ha XpaHEHHUe
B apXWMB WHCTHTYTa M YCTAHOBIJICHHS CPOKOB XpaHEHHS MPOBOJIUTCS HKCHEPTH3a IIEHHOCTH
JIOKYMEHTOB.

OTOOp KaapOBBIX JOKYMEHTOB JJISi TOCTOSIHHOTO XpPAaHEHHWs MPOBOAUTCS Ha OCHOBAHUHU
nepevyHel JOKYMEHTOB C yKa3aHMEM CPOKOB MX XpaHEHUS M HOMEHKIATYpbl Nl IyTeM
MOJIMCTHOTO MTPOCMOTpA JEeTI.

Ilo pesynpTaTaM SKCIEpTU3bl LEHHOCTH JIOKYMEHTOB COCTaBISIOTCS OINUCH e
MIOCTOSTHHOTO, BPDEMEHHOTO XPAaHEHHsI | 110 JINYHOMY COCTaBY, a TAaKXKe aKThl O BBIICTICHUHU eIl K
YHUYTOKEHUIO.

6.2. Ha 3aBepiieHHbI€ /1€71a TOCTOSIHHOTO, BpEMEHHOTO XPaHEHUsI U 10 IMYHOMY COCTaBY,
OpOILEAIINEe HKCHEePTH3y LIEHHOCTH, O(OpPMICHHbIE B COOTBETCTBUHM C HACTOSIIMMHU
TpeOOBaHUSAMH, €KETOJJHO COCTABIISAIOTCS OMHCH.

ITpu cocTaBiieHUM ONKCH A€ COOTIOAAI0TCS CIEAYIOIINEe TPEOOBAHMS:

3aroJIOBKH JIeJl BHOCSITCS B ONHCh B COOTBETCTBUH C NMPHUHSITON CXEMOW CHCTEMAaTH3aluU
Ha OCHOBE HOMEHKJIATyphl JIET;

rpadbl ONMHCH 3aNOJHSIOTCS B TOYHOM COOTBETCTBHHM C TEMH CBEICHHUSMH, KOTOPBIE
BBIHECEHBI Ha 00JIOXKKY Jena.

OmnucH 1e1 coCTaBIIAIOTCS 110 YCTAaHOBIEHHOM (pOpMe B TpeX IK3eMILIspax.

7. OCOBEHHOCTH O®OPMJIEHUA JOKYMEHTOB IIO OTAEJIbHBIM
KAZIPOBbIM ®YHKIMAM
7.1. Ilpuem Ha paboty
7.1.1. IokyMeHTbI, HEOOX0IMMbIE PU 0(OPMIIEHUH ITpHEMa Ha padoTy
7.1.1.1. TlepeyeHb NOKYMEHTOB, CO3/IaBAEMBIX OTJICJIOM KaJpPOB:
- TPYZAOBOH JOTOBOP
- MPUKa3 O MpueMe pabOTHHUKA Ha PaboTy
- nuyHas kapTouka (popma Ne T-2)
- IUYHOE JIEJI0



- MUCbMO-CBCACHUA O I'PAXKIAHHUHC, IMOJICI)KAIICM BOUMHCKOMY YUYCTY U NPUHATUU
ero Ha paboTy (151 JIMII, TOICKAITUX BOMHCKOMY YYETY).

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

oopmIisieT TMYHOE /1e710 pabOTHHKA.

B coctaB nu4HOro Aena BXOJAT CAEAYIOIUE TOKYMEHTHI:

- BHYTPEHHSS OIIUCh IOKYMEHTOB JeJia

- TMYHBIN JINCTOK MO y4eTy KaapoB ¢ ¢oTorpadueit

- apToOuorpagus

- BBIMCKA W3 PELICHUS YYEHOTO COBETa O HAa3HAYEHUU Ha JIOJDKHOCTH IIO
pe3ysibTaTaM KOHKYPCHOTO 0TOOpa WU BBIOOPOB (ISl HAYYHO-TIEIarOTMYECKIX PAOOTHHKOB)

- KOIUA MPHUKa3a o mpuemMe Ha paboTy

- KOITUHM JOKYMEHTOB 00 00pa3oBaHuU

- TPYJOBOM JOTOBOP

B teuenuwe Bcero mepmoja pabOTHl B JUYHOE JENO paOOTHHUKA BHOCSATCS KOITUHU
MPUKA30B O MEPEeBOaX, MePEMEIICHUIX, KOIMU JOKYMEHTOB O cMeHEe (haMUJINH, O MOBBIIICHUU
KBaJIM(DUKALMK U TIP.

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

Tema 1. Dxcnepmu3sa yeHHocmu 0OKyMeHmMOo8 no JTUYHOMY COCHAGY

ITo ucTedueHny OHOTO rofa MOCIIE 3aBepIIeHNsT OPMUPOBAHUS JIEI B ICJIONPOU3BOJICTBE
HPOBOAUTCS PabOTa MO MX MOATOTOBKE K Iepelade Ha XpaHEHHE B apXUB yupexaeHus. B
COOTBCTCTBUHU C <<HpaBI/IJIaMI/I OopraHu3alv XpaHCHHA, KOMIIJICKTOBaHMA, yqéTa U UCIIOJIB30BaHUA
JIOKYMEHTOB apXUBHOTro (hoHIa poccHiickol (epepanvu W JPYruX apXMBHBIX JOKYMEHTOB B
roCy/IapCTBEHHBIX OpraHax, opraHax MECTHOTO caMoynpaBiieHus u opranuzanusax» ot 07.09.2015
I. BapXHB IOCTYNAIOT JOKYMEHTHI, B TOM YHCIIE 110 JMYHOMY COCTaBY, HE TIO3/THEE UEM Yepe3 TpU
ro/ia TocJie 3aBepuIeHns uX (GOpMUPOBAHUS B AETONPONU3BO/ICTBE.

Jlena mepenaroTcs B apXMB B YINOPAJOYEHHOM COCTOSIHUM IO CIATOYHOM OIHCH.
JIOKyMEHTBI MO JIMYHOMY COCTaBY BBIIEIAIOTCS B OTIAEIBHYIO TPYIIILY, CHCTEMATHU3UPYIOTCS
000CO0JIEHHO U BKIIIOYAIOTCS B CAMOCTOSITETILHYIO OIHUCH.

[ToaroroBka JOKYMEHTOB K JJIMTEIBHOMY XPaHEHHUIO BKIIIOUAET B CEOsI:

1. nposeaeHMe 3KCNepTM3bl LEHHOCTU AOKYMEHTOB;

2. odopmneHue gen;

3. COCTaB/IeHWE ONWCel W HaAy4yHO-CMPaABOYHOrO annapata K HUM (yKasaTenewn,
OrnaBneHui).

[Ipu mpoBeeHUN SKCHEPTH3bl LIEHHOCTH JOKYMEHTOB B KaJIpOBOIl CITy»KO€ MPOBOAUTCS
oTOOp €N C JIOJTOBpPEMEHHBIM CPOKOM XpaHeHus (cBbimie 10 yier) [uisl mepegadyd B apXuB
YUPEXKJIEHUS, BBIJIEIICHNE K YHUUTOKEHHUIO JOKYMEHTOB, CPOKH XPaHEHUsI KOTOPBIX UCTEKIIH.

OT1O0Op NOOKYMEHTOB /Jisi JAjJbHEHIIEro XpaHEHUs MPOUCXOAMUT IyTeM MPOBEICHUS
MIOJIMCTHOTO IpocMoTpa Aenl. He nomyckaercss mpoBeeHNE SKCIEPTU3bl LIEHHOCTH JOKYMEHTOB
TOJIbKO TI0 3arojloBKaM Ha o0yiokkax nen. [lpum sToM M3 Jen W3bIMaloOTCs JIUIIHKE KOIWU
HK3EMIUIIPOB JIOKYMEHTOB MJIM JOKYMEHTHI, HE OTHOCSIIMECS K BOMpPOCaM, IO KOTOPBIM OBLIO
c(OpPMHUPOBAHO JIEJI0; YUUTHIBAETCS MPABUIBHOCTH O(OPMIICHUS TOKYMEHTOB.

Odopmiienne aen mpegycMaTpUBaeT CUCTEMATH3alMI0 JOKYMEHTOB B Ji€J€, MOALUBKY
WIM TEperyieT Jejla, HYMEpPALHIO JHUCTOB Jiela, COCTaBICHUE JIMCTAa-3aBEPUTENS [IENa,
cocTaBjieHHEe (B HEOOXOIUMBIX CIIy4asx) BHYTPEHHEHW OMHCH JOKYMEHTOB.

JIOKyMEHTBI B J€Nax, COJAEP)KALUX IpPUKa3bl, PAaCHOPSIKEHHS IO JMYHOMY COCTaBy,
NEPEeCUCTEMAaTU3UPYIOTCS B XPOHOJIOIMUYECKON MOCIEI0BATENbHOCTH: B Hayaljle JAeja JIOJIKHbI
pacriosaratbCs IpUKa3bl (PacopsLKEHUs ) 3a SHBApb, IIOTOM 3a (eBpaib U T.1.

AHaJOTMYHO, 10 XPOHOJOTMYECKOMY MpPHHLUIY TPOBOAUTCA CHCTEMATU3ALUSA
JOKYMEHTOB B JieJaX, COJAEp)KaIllMX aKThl O HECYACTHBIX CIlIydasX, MPOTOKOJIBI 3aceIaHUi



KOMUCCHI, JOKYMEHTBI O MPEICTABIEHUN K HarpaXJACHUIO, TPYIOBbIE JOIOBOPHI (COTJIAIIECHNs),
Tapu(UKAITMOHHBIC BEIOMOCTH, TaOEH M HapsIIbl pa0OTHUKOB BPEIHBIX MPOQECCUi.

[ToxmmBka chOpMHUPOBAHHBIX JIEJT TPOU3BOTUTCS TOIBKO MOCIIC 3aBEPIICHUS SKCIIEPTH3BI
IIEHHOCTH JOKYMEHTOB. [IOKYMEHTHI JieJia TOJIIMBAIOTCS, MEPEIICTaloTCs B YEThIPEe MPOKOJIa
CYPOBBIMHM HHUTKaAMH. HpI/I 9TOM, YYUTBIBass MHTCHCHUBHOCTL HCIIOJIb30BAHHA JOKYMCHTOB IIO
JUYHOMY COCTaBy IO COLMAIBHO-TIPABOBBIM 3allpocaM TPaXKIaH W YUYPSKICHHUU, TPH
BBITTIOJIHCHUH TICPCIIICTHBIX pa60T, IMOAIMBKE ACT CJICAYCT HMCIIOJIb30BATb KAPTOH BBLICOKOI'O
Ka4ecTBa, UMEIONINHI IMOBBINICHHYIO INIOTHOCTb. JIOKyMEHTHI ITOAIINBAOTCS, TIEPEILICTAOTCS TaK,
9TOOBI OBLIIO 00ECTIeYeHO CBOOOIHOE YTCHHE TEKCTA.

[lepenaua nen 1Mo TMYHOMY COCTaBY B apXUB OCYILECTBIISICTCS TOJIBKO 10 onucsaM. [Ipuem
KOKIOr0 JieJa TPOU3BOIAUTCS pPAOOTHUKOM apXwBa (JIMIOM, OTBETCTBEHHBIM 32 apXHWBHOE
XpaHEHHEe) B MPHUCYTCTBUU COTPYIHHMKA KaApOBOH CiyxObl. [Ipm 3TOM Ha 00eHx IK3eMIuIsipax
Oonmucu ACJI TIMOCTOAHHOIO MW IJIUATCIIBHOIO XpaHCHHUA, CAAaBACMbIX B apXWB, JACJIACTCA
COOTBETCTBYIOMAs OTMEeTKa. LludpamMu M TPONHCHI0O B KOHIIE KaXIOTO AIK3EMIUISIpA OIHCH
YKa3bIBACTCA KOJIUYCCTBO (baKTI/I‘-IeCKI/I MPUHATBIX B apXuB ACJI, HOMCpa OTCYTCTBYIOIIUX €I,
Jata mpueMa-rnepesadd Aell, a TakkKe MOANUCH MPUHUMAIONIMX M MEePEIAroIIuX JIOKHOCTHBIX
JIUII.

[Ipy HanMU4KUK B TUYHOM JIeJIe HEBOCTPEOOBAHHBIX JTMYHBIX JOKYMEHTOB (yIOCTOBEPEHHI,
CBUJICTENLCTB, TPYAOBBIX KHIKEK, BOGHHBIX OWUJIETOB M T.N.) OHU BKJIQJBIBAIOTCS B KOHBEPT,
KOTOpPBI BMECTE C IPYTUMH IOKYMEHTAMHU MOJIIIUBAETCS B JIENO.

B Hawane kaxjgoro gena BKJIQABIBATCS YMCTBIM JMCT OyMmaru, B KOHIE —
JMCT-3aBEPUTEITb IO YCTAaHOBJICHHOH (hopme.

B nucre-3aBepuTtene nudpaMu U NPONUChI0 YKa3bIBAETCS KOJUYECTBO MPOHYMEPOBAHHBIX
JIUCTOB B JI€JIe, HAIMYKME IPONYLUIEHHBIX U JIUTEPHBIX HOMEPOB, KOJMYECTBO JMCTOB BHYTPEHHEN
omucu Aena. He jomyckaeTcsi BHIHECEHHE 3aBEPUTEIbHON HAJMUCH HAa OOOPOTHYIO CTOPOHY
MOCJIEIHETO TOKYMEHTA JeJla WIIK Ha OOJIOKKY Jea.

[Tocne yucroro nMcTa B Hayano Aelia NOAIIUBAETCS BHYTPEHHSIS ONUCh IOKYMEHTOB JIeNa.
BHyTpeHHSsT onmuch COCTaBIsAETCS K JIMYHBIM JIeJlaM [0 yCTaHOBJIEHHOHM ¢opme. BHyTpeHHss
ONUCH COCTABIISIETCA JJIA yyeTa IOKYMEHTOB JIeJia, COACPKUT CBEACHUS O MOPSIKOBBIX HOMEPAX
JIOKYMEHTOB JieJla, UX HMHJIeKcax, JaTaX, 3arojoBKax M HoMepax JUcTOB aena. K BHyTpeHHel
OMKCH COCTaBISIETCS WUTOTOBasi 3aliCh, B KOTOPOW YKa3bIBAIOTCS IU(paMu U TMPOMHCHIO
KOJIMYECTBO BKJIIOUYEHHBIX B HEE JIOKYMEHTOB M KOJIMYECTBO JIMCTOB BHYTPEHHEH OMMUCH.
BHyTpeHHs OnUCh MOAMUCHIBAETCS] €€ COCTABUTENIEM, YKa3bIBAETCS JOKHOCTh COCTABUTENS U
pacimudpoBKa MOMUCH.

N3menenus coctaBa JOKYMEHTOB JIMYHOTO JeNia (U3BATHE, BKIIOYEHHE JIOKYMEHTOB,
3aMEHa UX KONUsAMU M T.I.) 3aHocsATcss B rpady «lIpumedanue» co ccbulkamMH Ha
COOTBETCTBYIOIIME JOKYMEHTBI, HA OCHOBAHHUHU KOTOPBIX IMPOMU3OLUIO U3BATHE, JONOJHEHHUE,
3aMeHa KONMUSIMHU U T.I. B ciyyae 3HaYMTENbHBIX U3MEHEHUH B COCTaBe JINYHOTO Jieja, UTOroBast
3alUCh K BHYTPEHHEH OIMKCH JIeNia U 3aBEpUTEIIbHASL HAJIIUCH JIeJIa IEPECOCTABIISIOTCS.

Paccmotpum, kak mpoxoAMT mepenada Aell B apXUB OpraHu3alnuu. B mepByro ouepens
BO3HHUKAET JIBa BOMPOCA — KaKUe JOKYMEHTBI TpeOyeTCsl MOATOTOBUTH U 3a KaKHe TOIbI.

Kakue xaTteropun 10KyMeHTOB nepeaaroT B apxuB. OObIUHO B apXUB OpraHU3alUH CIAI0T
JIOKYMEHTBI TIOCTOSIHHOT'O XpaHeHus U BpeMeHHoro > 10 et xpaHenus. B nocinennem ciyuae,
IIPEKJe BCETro, UMEIOT B BUY JeJia IO TMYHOMY COCTaBY.

Hena < 10 net xpaHeHus: OOBIYHO B apXWB HE IMOMA/Al0T, OHU OCTAIOTCA B OTAeNax (Tne
OHM 3aBEJICHBI) 10 MOMEHTa HCTEUYCHHMsS CPOKOB WX XPAaHCHHs W YTpaThl MPAKTUYECKON
HasioOHOocTH. Ho Bce e B OTAENBHBIX CIOydasX IO PELICHHI0 PYKOBOJCTBA JIOIMYyCKAaeTCs
nepeaaBaTh M TaKWe JieNia B apXuB (HapuMep, HET MeCTa JIUI XPaHEHHs B OT/ieTie). 3aTeM MOXKHO
OyJeT COCTaBUTh aKT HA YHUUTOXKEHHUE TOKYMEHTOB C BPEMEHHBIMU CPOKAMHU XpaHEHUSI.

3a Kakue roJipl Jiena nojyiexar rnepenade B apxus. CorjacHO npaBuiaM JOKYMEHTHI claue
B apXUB IMOJUIEKAT HE MO3JHEE 3-X JIET IOCJIE 3aBEPIIECHUs UX B JIEJIONPOU3BOACTBE. MOXKHO
opopMuUTH nepeaavy el B apXuB U yepe3 roja. Ho cuiibHO paHO HE pallMOHAIBHO, TIOTOMY YTO
«CBEXHE» TOKYMEHTHI MOTYT MOHAaOMTbCA B TEKYILEM JeIONpou3BojcTBe. M3-3a 3Toro Oyner
MHOTO CYeTbl, 4YTOOBI 3aIpalIuBaTh UX U3 apXUBa.




I'padbuk mpuema-mepenaun nen. B cOOTBETCTBHM C CYIIECTBYIOIIMMH TPEOOBAHUSIMHU
nepegavya Jejd B apXuB JOJDKHA MPOMCXOAUTH MO rpaduky. ITOT rpaduk CcOCTaBiseTcs B
MIPOU3BOJIBHON (hOpMeE, U3 KOTOPOTO MOXKHO MOHSTH, KAKOE CTPYKTYPHOE o Ipa3iesieHrue (MOKHO
Jake yKa3aTh KOHKPETHOT'O UCTIOJIHUTENS) U KorAa OyAeT OCyIIeCTBIATh Iepeiady T0KYMEHTOB B
apXUB.

Cpoxk npuema-niepeaun gy4diie ykaspiBath He 15.10.2014, a B 6osiee MMpOKOM BapHaHTE —
OKTSI0pb. BO3MOXHO, UMEHHO 15 OKTSOpS CIyduTCS KPU3HC, a TaK y Bac OyAeT BpPEMEHHOE
MPOCTPAHCTBO JJIsl MaHEBPA.

I'padmk cocTtaBisieT OTBETCTBEHHBIH 3a apXHB, COTJIACOBBIBAET €r0 C HAYaTbHUKAMU
OTJIEJIOB, KOTOPBIM IIPEICTOUT Iepeiada JOKYMEHTOB. 3aTeM rpaduk yTBepkKAaeT PyKOBOAUTEIh
opraamu3anuu. am TomycTUMO ero yrBepikKIeHue pyKOBOIUTEIEM CITYKObI JIeTONPOU3BOJICTBA, B
COCTaB KOTOPOI OOBIYHO BXOJIUT apXHUB.

[Mopsimok mepenayn aen B apXuwB. B pe3yibrare MPOBENEHHOW KCHEPTU3BI I[EHHOCTH
JIOKYMEHTOB OTOOpaHHbIE AJIs IpUeMa-Tiepeiadyn Jieja He0OX0IUMO BKJIIOYUTh B YCTAHOBICHHOU
(GOopMBI cTATOYHYIO ONTUCH (ee 0Opa3elr HempeMeHHO OyIeT najee).

[To HoMeHKIIaType el HeoOXOIUMO HAMETUTH Jieda MOCTOSHHOTO M JOJITOBPEMEHHOTO
XpaHeHus (B TOM YHCJIC [0 JIMYHOMY COCTaBy) W BHECTH B rpadUK CBEIACHHS O CpPOKax W
y4acTHUKaX Mepeaadu JOKYMEHTOB B apXuB (3apaHee Ha MPEICTOSAIIUMN TO/).

VYike BO BpeMs MOATOTOBKH JIe K Iepenadye B apXuB HE 3a0yIbTe MOMHTEPECOBATHC Y
UCTIOJTHUTEIICH O HAJIMYUU B OTICIIC APYTUX JIe] JaHHBIX KaTeropuid. Tak Kak OHU MOTJIA 3aBECTH
NOTIONIHUTEIbHBIE JleJla B TEUYeHHWe TrojJa M Jaxke He MNpouH(POpMHpPOBATH CIYKOY
JIeTIONPOU3BOJICTBA 00 ATOM (IIO3TOMY MX M HET B HOMEHKJIAaType). Takue nmena Toxke Haa0
BKJIIOYATh B CIATOUYHYIO OIHCh.

Ecnmu oOHapyKuBaeTcs OTCYTCTBHE KaKOTro-InOO Jiena, TO ciayx0a Jemomnpou3BOCTBA
MUMEET MPaBO 3aMPOCUTH CIIPABKY O IPUYUHAX.

Tema 2. Ilepedaua den na 0o0n208pemennoe XpaHeHue U ONbIM APXUGOE NO padome ¢
OOKYMEeHmamu no TU4HOMY COCHAgy

B apxuBax opranuzanuii JTOKyMEHTbI XpaHATCS B TEUECHHE ONPEAEIEHHBIX CPOKOB, MOCIIE
4ero OHM JIOJDKHBI ObITh IepelaHbl Ha TOCYJapCTBEHHOE XpaHEHHWE B TOCYJapCTBEHHBIE U
MYHULIMIIAJIbHBIE apXuBbl. DefepanbHbIM 3aKOHOAATEIBCTBOM OIPEIEIICHBI MPEAEIIBHBIE CPOKU
XpaHCHUA ONOKYMCHTOB, BKIIFOUCHHBLIX B YCTAHOBJICHHOM IOPAAKE B COCTAaB ApXI/IBHOI‘O q)OHZ[a
Poccniickoit denepanuu:

. OOKYMEHTOB MO JIMYHOMY COCTaBY, 3anMcell HOTapuaibHbIX 4EUCTBUN,

MOX03AMUCTBEHHbIX KHUT U KaCaloWwunxca npmneathdaumm XUanuwHoro d)OH,CI,a AOKYMEHTOB — 75 ner;

. NPOEKTHOW AOKYMEHTALMMN NO KanuTasbHOMY cTpoutenbctay — 20 neT;

. TEXHO/IOTMYECKOM U KOHCTPYKTOPCKOM AOoKYyMeHTaumm — 20 ner;

. NaTEHTOB Ha M30bpeTeHMe, NONE3HYIO MOAE/b, MPOMbILLNEHHbIM 0bpasel, — 20 neT:
. Hay4HoOM AoKymeHTauun — 15 ner;

. KMHO- N POTOAOKYMEHTOB — 5 NeT;

. BMAEO0- U POTOAOKYMEHTOB — 3 roga.

B cnydae nukBupanuu opraHu3aiu#, JOKYMEHTHI IMOCTOSHHOTO CPOKa XpPaHEHUS W TI0
JUYHOMY COCTaBy II€pEelaloTcs B TOCYJAapCTBEHHbIM (MyHMLMINAJIbHBIA) apxuB. s

HCTroCyAapCTBCHHBIX opraHmauHﬁ, YaCTb JOKYMCHTOB KOTOPBIX OTHCCCHA K COCTABY ApXI/IBHOFO



donga Poccuiickoit deneparuu, sl TakoW Tepeaadd HEOOXOAUMO 3aKJIIOUEHHE JI0TOBOpa C
yapexaeHueM cuctembl dDenepasibHOW apxXxuBHOM ciaykObl Poccun. Ecnmm  opranmzanus
CBOEBPEMEHHO HE 3aKJIHYMWJa JOrOBOP C apXWBOM, TO B 3TOM CJIydae TIOCYJapCTBEHHBIN
(MyHUIIMIIAJIbHBIIN ) apXUB 00s13aH IPUHATH HA XPaHEHUE TOJIBKO JIOKYMEHTBHI 110 TMYHOMY COCTaBy
pabOTHUKOB oOpraHu3anuu. MecTo XpaHEHHMs] OCTAJIbHBIX JIOKYMEHTOB  OMpEIeNaTcs
npejceaaresaeM JMKBUAALUNOHHOW KOMUCCHH UITH KOHKYPCHBIM YIIPABJISIOLIUM.

OnbIT paboThbl AaPXHUBOB 110 JIMYHOMY COCTABY

MyHununagpHoe OIO/DKETHOE YYPEXKICHHE 3aBETHMHCKUH apXuB JIOKYMEHTOB IIO
JUYHOMY COCTaBy ObLI co3/1aH B 1992 romy. OCHOBHOIM 3a/1aueii apxXuBa JOKYMEHTOB I10 JINYHOMY
COCTaBy SBISIETCA XpaHEHHWE M  HCIOJb30BAHHE JOKYMEHTOB JUKBHJIMPOBAHHBIX U
pPEOpPraHU30BaHHbIX YUYPEKICHUM, OpraHus3aluii, npeanpuaTuil 3aBETUHCKOTO pailoHa, He
UMEIOUIUX [PaBONPEEMHUKA WM HaJJIeXallluX YCJIOBUM XpaHeHus. B apxuB mnpuHuMarorcs
JIOKYMEHTBI, TI0 KOTOPHIM YCTAHABJIMBACTCS CTaAXX M pa3Mep 3apaboTka paOOTHHKA TaHHOU
opranu3anuy (IPUKa3bl, pacUeTHO-IIJIATEKHbIE BEIOMOCTH TI0 3apIuiare).

B mnacrosimee Bpemsi B apxuBe XpaHATCA JOKYMEHTHI 58 opraHuzanuii (46 u3 HHX
-IMKBUIMPOBaHHbIE) 3a mepuod ¢ 1943 mo 2013 rogpl. 3ampockl B apXMB NPUHUMAIOTCS
NUCHMEHHO, YCTHO, IO Tesie()OHY, 1O AIIEKTPOHHOH moute. B 3ampoce (3asBiIeHNH) yKa3bIBAIOTCS:

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

TpaXXJ1aHCTBO.
Ceenenus o coctaBe u 0obeme Gonyio Ha 01.01.2014 rona
OO01ee
KOJIMYECTBO €INHHI]
N Ne HazBanue donnma [TocTynuio Bri651 XpaHenus B oHe Ha [[Ipumeuanue
n/n | donna 1o 01.01.2006 r.
e I Ulen [[onsr flen ["omn1
1 2 3 4 5 6 7 8 9 10
1. 1. [PaiionHoe TIPOU3BOJICTBEHHOE 123 1943-1991
yIpaBieHue OBITOBOTO,
0OCITyKMBaHMS HACEIICHHS
1. 2. 3aBeTHHCKHIT paloHHBIH 9 1944-1950
MUIeKOMOMHAT
1. 3. Aprenp «PeMOBITY 9 |1944-1956




4. 3aBeTHHCKAs PaKOHTOPA] 33 [1949-1963
[10 3arOTOBKAM U OTKOPMY CKOTa
5. Komxo3s «[Iytp K 25 [1951-1957
|[koMmyHI3ZMY» u €ero
[TpE/IIIICCTBCHHUKA
6. CoBx03 «DpyH3eHCKUI» 22 [1982-1986
7. Konxo3 um. Kuposa u ero 9 |1947-1957
[peAecTBeHHUKN
8. Komxo3 «Ilobema» u ero| 56 [1947-1957
[IpeAIIeCTBEHHUKY
9. [IpousBoacTBeHHOE 97 [1957-2006
yIIpaBJICHHE
DKIUTUIIHO-KOMMYHAJILHOTO
X0351CTBA
10. 3aBEeTUHCKUNI ¢bunuan 125 [1963-2000
3HMOBHHUKOBCKOTO
[IPOM3BOICTBEHHOTO
0OBEeIMHEHNST aBTOMOOHIBLHOIO]
TpaHCIopTa
11. 3aBeTHHCKAS 415 [1943-2008
[eHTpaTbHAs paiionHasi]
0OJIBLHHUIIA
12. 3aBeTHHCKas 132 [1970-2003
IMexxo3siicTBeHHAs
CTpOUTENIbHAS OpraHU3aIIHs
13. TOO 172 (1965-1995
«3aBETHHCKATPOPEMTEXIIPE I
14. Komxo3 «3asersr Unpnuay| 182 [1943-1957
15. 2-s1 3aBeTunckass MTC 52 [1952-1957
16. Konxo3 «Ilyte Ctanuna» 74 [1951-1957
17. Konxo3s «Buacrthp 45 1953-1957

CoBeToB»




18. Konxos uM. Jlenuna 133 [1943-1957
19. Knuknuckas MTC 44 [1953-1957
20. BueBemomMcTBeHHAS 3 [1986-1991
oXpaHa
21. 3aBEeTHHCKUIT oTen 7 ]1987-1995
001acTHOTO TOJIOBHOTO|
[IPOEKTHO-TPOU3BOICTBEHHOTO
APXUTEKTYPHO-IUTAHUPOBOYHOTO
0r0po
22. AOOT 46 [1988-1999
«3aBETUHCKATrPOIIPOMTPAHC)
23. 3aBETUHCKHUN MacCI03aBO/ 35 [1943-1996
24. CaBastHCKHI CeJIbCKUH - -
CoBET
25. 1-s 3aBernnckas MTC 64 [1944-1957
26. Konxo3 um.CranuHa u ero 23 [1949-1957
[Tpe/IIIICCTBCHHUKN
27. Konxo3 «Pogunay» 59 [1949-1957
28. YupexaeHus CUCTEMBI 98 [1946-2007
CEeILCKOro X03siCTBa
29. Konxo3 «Kpacnoe 3Hams» 15 [1953-1956
30. Ortnen napoanorol200  [2005-20 985 [1943-2010
0OpazoBaHus 10
31. OTtnen CEJILCKOTO| 25 [1946-1953
X035 CTBa
32. DUHAHCOBBIN OTIEI 119 [1943-2009
33. AOOT 38 [1980-1998

«3aBeTHHCKArpOXHMCEPBHC)




34. IleHTp rocymapCTBEHHOTO| 39 [1991-2005
CAaHMTAPHO-3ITHIEMHOIOT HICCKO
ro Ham3opa B  3aBETHHCKOM|
[palioHe

35. 3aBeTHHCKUHA paOHHEIH] 5 1982-1992
yueOHO-KYPCOBOW KOMOUHAT

36. PemonTHHCKas paiioHHas| 17 [1944-1963
|konTopa MO 3arotoBkamM  H
OTKOpMY CKOTa

37. Ornen CEJILCKOro U 10 [1946-1956
|conxo3noro crpourenscTa

38. 3aBeTHHCKAsT JTOPOIKHO-C] 33 [1995-2008
TpOHUTENbHAS nepeBrKHas|
|MexanuzupoBanuas kojxoHHA

39. 3aBeTHHCKOE  paifoHHOE 24 11965-1998
ornenenre «Cor3IeUaTby

40. Ortzel XJI0IKOBOACTBA 4 1950-1952

41. 3aBETUHCKOE OTIEJICHHUE, 10 |1988-1997
[ Arporipom6banka CCCP

42. 3aBeTHHCKAS cenbckasd 2010-20 140 [1943-2011
QIMUHUCTPALIAS 11

43. TOO 20 [1982-1995
«3aBETUHCKATrPOIIPOMIHEPTOY»

44. MuepoBeKHit 7 ]1995-2000
[MPUEMHBIN MyHKT MIEPCTH

45. Xo3siicTBeHHAs 16 [1991-2005
Acconmanus «Kupnuunsiii
3aB01»

46. Paiionnas HHCIIEKTYPa 14 [1943-1986
[occraTMCTHKA — 3aBETHHCKOIO
paiioHa

47. 3aBeTHHCKas 116 |1950-2002
iecoMennopaTuBHAs CTAHIIUS

48. WHcnekuus 1o 3aKkymnke 2 [1961-1962

CebX03MPOAYKTOB




4 49. 3aBeTUHCKAs Tnnorpa(bmd 19 [1965-1998
INe 41

4 50. MY «Pemaxnus| 9 [1992-2006

paifoHHOTO paauo»

5 51. CIIK «CaBmsn» 532 [1943-2007

5 52. Wnucneknms 30 [1990-2002
[MunuCcTepcTBa PO 1o Hanmoram |
cOoopam 1o  3aBETHHCKOMY]

paiiony PocToBckoii obmactu

5 53. 3aBETUHCKHI IIOYTaMT] 100 [1944-2005
YpasiieHus DenepanbHOU
moyToBOM  cBsI3M  POcCTOBCKOM
00acTH — ¢bumana
DenepallbHOro

FOCYIapCTBEHHOTO  YHUTAPHOTO|

peanpustus «Iloura Poccun»

5 55. CoBxo3 «Ponuna»

5 56. CIIK «®omun» 474 11957-2012

5 57. Koonepatus «Tutan» 2 |1997-2001
HUroro 2005-20 4897 |1943-2011

04 J11

ApxuB B cBoeil paboTe pyKOBOJACTBYETCS CIEIYIOIIUM IOJ0KEHUEM.
[TOJIOXKEHUME
0 3aBETMHCKOM MYHHUIUNIAIILHOM apXHUBE JJOKYMEHTOB I10 JINYHOMY COCTABY

1. OOuIue MOJIOKEHNA

1.1. AnmunucTpanusi 3aBETHHCKOro pailoHa B LeniaxX OOecreyeHHs COIMaIbHOH U
IIPaBOBOM 3alllUThl TPaKJaH pPEaTU3yeT MOJHOMOYMS MO OOECIEeUEHUIO LEHTPAIN30BAHHOTO
XPaHEHUsl U MCIOJIb30BaHMs JTOKYMEHTOB IO JMYHOMY COCTaBY YUYPEXACHWUH, OpraHM3aluil u
NpeanpusITHii 3aBETHHCKOTO paiiloHa, B TOM YHCJIE JTUKBUIUPOBAHHBIX CTPYKTYpP, HE3aBUCUMO OT
¢dopM COOCTBEHHOCTH, HE MMEIOLIUX IPABONPEEMHHMKA M BBIIIECTOSIIETO MO MOAYMHEHHOCTH
oprasa.

1.2. Jlna pemeHus 3ahay MO peaju3alMM IOJHOMOYMH B 00JacTH apXUBHOTO Jeja
aZMUHUCTpanys oOpa3yeT 3aBETMHCKUI MYHMLMNAIbHBIA apXWB JOKYMEHTOB IO JINYHOMY
coctaBy (nanee uMenyercss ApxuB). Kpatkoe HauMeHOBaHUE - 3aBETHHCKHI apXUB I10 JINYHOMY
COCTaBY.




1.3. Mecto naxoxaenuss Apxupa: 347430 PoctoBckasi o0nacTh, 3aBEeTHHCKHUI paiioH,
c.3aBeTHOE, yi.JlJomoHOCOBa, 24.

1.4. ApxuB uMMeeT mpaBa CaMOCTOSITEIBHOTO HOPUAMYECKOTO JIUIA, CAMOCTOSTEIbHBIN
Oayranc, cyeT B OaHKe, Ie4arh, PUpPMEHHBIC OJTAHKH.

1.5. Tlonoxenue 00 ApxuBe YTBEPKAAETCS IMPABOBBIM AaKTOM AIMHHHCTPALUU
3aBETHHCKOIO palioHa ¢ y4eToM pekoMmeHIauui KoMurera 1o ynpaBlIeHHMIO apXHUBHBIM J€JIOM
AJIMUHHCTpALIUU PocToBckont 00JacTH. B ITonoxennu 3aKPEILISIIOTCS
OpraHU3allMOHHO-IIPAaBOBOM cTaTyCc ApXuBa, 3a7ayd U (YHKIHMU 110 PYKOBOJCTBY apXUBHBIM
JIeJIOM, [IOJIHOMOYHMS IO HX pealu3alM, OTBETCTBEHHOCTb 3a COCTOSIHHE, pa3BUTHE U
COBEPUICHCTBOBAHUE aPXUBHOTO JI€Ja.

1.6. ApxuB B cBOEH AEATENBHOCTH PYKOBOACTBYeTCs KoHCTUTYIHEH
P®, denepanbHbIMU 3aKOHAMU M JPYTMMH HOPMATHUBHBIMU TNPAaBOBBIMU aKkTaMu Poccuiickoi
®enepan 1 PocToBckoil 005acTH, YCcTaBOM MYHMIMIIAIBHOTO OOpa3oBaHUs «3aBETHMHCKUI
pailoH», TIpaBOBBIMU aKTaMH AJMUHUCTpalMM paiioHa, HOPMATHBHO-METOAUYECKUMH
nokymeHTamu denepanbHON apXUBHOM CiTy:)k0bl Poccnn, Komurera 1mo ynpaBieHUIO0 apXHUBHBIM
nenoM Aamunuctpanuu PocroBeckoit o6nactu u HactosiuMm [lonoxxeHueM.

1.7. ®uHaHCcupOBaHUE ACATEILHOCTU U MaTepUAIbHO-TEXHUYECKOE oOecriedueHre ApxuBa
OCYILECTBIISICTCS 32 CUET CPEACTB Or0/1eTa 3aBEeTHHCKOTO paioHa.

1.8. JlonoaHUTEIbHBIMUA UICTOYHUKAMU (PMHAHCUPOBAHUS MOT'YT OBITh!

a) IeJIeBbIe CpeACTBa M3 00JIACTHOTO Oro/pKeTa (IpU pealn3aluu MPOrpaMM Pa3BUTHS
apXMBHOTO JI€JIa, BKJIKOYAIOIIMX MEPONPHUATHS B 3aBETHUHCKOM paliOHE; peaau3aluu
rOCYJapCTBEHHBIX TOJIHOMOYMK B cepe apXwBHOTO jAena AJMUHHUCTpPAMM paioHa, B T..
IIOJJHOMOYMIl Ha XpaHEHHWE apXUBHBIX (OHJOB M APXUBHBIX JOKYMEHTOB OpraHU3alHi,
OTHECEHHBIX K TOCYJapCTBEHHOM COOCTBEHHOCTM M pACIHOJOKEHHBIX HAa TEPPUTOPUU
3aBeTHHCKOIO paiioHa);

0) BHEOIO/KETHBIE CPENICTBA, B T.4. OT NPUHOCALICH IOXOI IESITEeIbHOCTH ApXHUBa,
IIPElyCMOTPEHHOM €70 YUpeAUTEIbHBIMA JOKYMEHTAMU;

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

1.9. HomenknaTtypa (mpeWCKypaHT) IJIaTHBIX PabOT M ycayr ApxuBa YTBEpXKIaeTcs
IIPABOBBIM aKTOM AJMHUHUCTpPALMM palioHA HAa OCHOBAHMWU MEPEYHS IUIATHBIX padOT U yCHyT,
paspaboranHoro KomureToM mo ympaBieHHIO apXHMBHBIM J1eIoM AJIMUHHCTpanuu PocTtoBckoi
00J1aCTH U YTBEPKJIEHHOTO OPraHOM T'OCYIapCTBEHHOMN BiiacT PocToBCcKO# 006acTy.

1.10. AnMunucTpanus 3aBETUHCKOro paiioHa obecrieunBaeT ApXHMB IOMEIIECHUSIMH,
OTBEYAIOLMMU HOPMATHBHBIM TpeOOBaHUSAM OOECIEUEHUsI COXPAHHOCTH JIOKYMEHTOB, €ro
coJiepKaHue, TEXHUYECKOe OCHaIlleHne, 000py10BaHKE, OXpaHy, TPAaHCIIOPTHOE 00CITy>)KUBAaHUE U
CO3/1aHHE HEOOXOUMBIX YCIOBUN TpyAa paOOTHUKOB.

IIpu mnepemade 31aHus (TOMEIIEHUs), B KOTOPOM pa3MelleH ApXHUB JIpyrum
opranuzanusaM, [1aBa 3aBeTMHCKOro paifoHa NPUHUMAET pelIeHHEe O IPeIBAPUTEILHOM
IPEOCTaBICHNH PAaBHOLICHHOTO MU 00Jiee MOAXOIAIIEro s pa3MeIIeHUs JOKYMEHTOB 3/1aHUS
(momerieHus).

2. 3agauu 1 QpyHKIMH ApXuBa

2.1. OcHOBHBIMH 3amadyaMu ApXHBa SBISIFOTCS OOECIEUEHUE COXPAHHOCTH U YYeT
JOKYMEHTOB I10 JINYHOMY COCTaBY M UX HUCIIOJIB30BAHUE B LIEIAX COLMAIBHO-TIPABOBOM 3alllUTHI
rpaXkKaaH.

2.2. ApXuB B COOTBETCTBHHM CO CBOMMHU 331a4aMHU BBIMOJIHSAET CIeyromue GyHKIUu:

1) mpyHMMaeT Ha OCHOBE 3aKJIIOUEHHBIX JOTOBOPOB U B COOTBETCTBHUHU C Ipadukamu OT
YUPEXKJEHUM, OpraHu3aluil U MpeANpUATHI-UCTOUHUKOB KOMIUIEKTOBAHNUSA ApPXHBa JOKYMEHTBI
10 JIMYHOMY COCTaBy, 0OpaOOTaHHbIE U YUTEHHbIE COTJIACHO YCTAaHOBJIEHHBIM IIPAaBUJIaM, a TaK ke
JIOKYMEHTBHI OT JIMKBUIMPOBAHHBIX OpraHU3aluil, HE UMEIOLINX IPABOIIPEEMHHKOB;

2) XpaHUT ¥ 00eCTIeYuBaeT COXPaHHOCTh JOKYMEHTOB MPUHATHIX B APXUB;

3) Bemer ydeT XpaHsmuxcsi B ApXHMBE AOKYMEHTOB, mpezacrasiseT Komurery B
YCTQHOBJICHHOM IOPSAJIKE CBEICHHSI O cOCTaBe U 00beMe (POoHI0B ApXHBa;

4) cocTaBiseT U BEJET CIMCOK YUPEKICHUH, OpraHu3aluil U MpeanpUsATHI-UCTOYHUKOB
KOMIUIEKTOBAHHS APXHBA U KAPTOTEKY O MECTOHAXOKICHUH JOKYMEHTOB I10 TMYHOMY COCTaBY;



5) oka3pIBaeT yupeKACHUAM, OpraHU3aLUsAM, IPEAIPUIATUIM METOJUYECKYIO, @ HA OCHOBE
COIVIalIeHUH (I0rOBOPOB) U MPAKTHUYECKYIO IOMOIIb B IPOBEJAECHNUN SKCIIEPTU3bI U YIOPSAI0UEHUN
JOKYMEHTOB, TPOBOJUT OOpPaOOTKY W ONHMCAHWE JOKYMEHTOB, NOCTYNUBIIMX B ApXHB B
HEYIOPSAI0YEHHOM COCTOSIHUY;

6) OCyIIECTBISIET OPraHU3ALOHHO-METOANYECKOE PYKOBOJICTBO pabOTOM C JOKYMEHTaMHU
10 JINYHOMY COCTaBY B YUPEXKIEHUAX, OPTaHU3ALMAX U MPEANPUATUAX PaliOHA, OKa3bIBAECT UM
IIOMOIIb U KOHTPOJIMPYET COCTOSIHUE U XPAHEHNE JOKYMEHTOB I10 JINYHOMY COCTaBY;

7) ydacTBYyeT COBMECTHO C OpraHM3alMsIMU B pa3pabOTKe METOIMYECKHUX IOCOOUH,
NaMATOK, KacarolMxcs padoThl C JOKYMEHTaMM 110 JIMYHOMY COCTaBy, B OpraHU3allUd U
IPOBEICHUN CEMUHAPOB U APYTrUX MEPONPUATHI MO MOBBIMIEHUIO KBaIH(PUKALUU paOOTHUKOB
YUPEKACHUH, OpPraHu3aliil U MPEeIIpUATHI IO BOIIpocaM pabOThl C JOKYMEHTAMH IO JINYHOMY
COCTaBY;

8) co3maer, COBEpIICHCTBYET M IONOJHSAET HAy4YHO-CIPABOYHBINA amnmapar (omucw,
KaTaJIOTH, YKa3aTelly U T.I1.) K JOKyMEHTaM I10 JUYHOMY COCTaBY, XpaHs;IIUMCS B ApXUBE;

9) opraHu3yer UCHOJIb30BaHUE JIOKYMEHTOB: B YCTAHOBJICHHOM IIOpPSJKE BbIJAET
YUPEXKIEHUSAM, OpraHu3alusM M NPEIIPUATHAM JIOKYMEHTHI BO BPEMEHHOE II0JIb30BAHMUE;
UCIIOJIHSET 3allpoChl YUYPEXKACHWM, OpraHu3aluil UM OpeInpUsTUH, BbIIAET IO 3asBICHUSIM
IpaXJaH apXWBHbBIE CIPAaBKH, KOIHH, BBINMCKH, MOATBEP)KIAIOIIME TPYINOBOM CTaX, pa3Mep
3apa0OTHOM IJIAaThl U JPyrUe BOIPOCHI, HEOOXOANUMBIE i O(POPMIICHUS MEHCHM rpa)<1aHaM U
pelIeHUs APYTUX COLMATIBHO-TIPABOBBIX BOIIPOCOB, BbIIAET apXUBHbIE CIIPABKU O HE COXPAHHOCTH
JIOKYMEHTOB I10 JIMYHOMY COCTaBY;

10) KOHCYJIBTHPYET TpaXIaH M OpraHU3alMH TI0 BOMPOCAM MECTOHAXOXKJICHUS
JIOKYMEHTOB I10 JIMYHOMY COCTaBY;

11) ocymecTBisieT pO3bICK JOKYMEHTOB II0 JIMYHOMY COCTaBy, 3allpallliBaeT OT
CTPYKTYPHBIX NOApAa3JIeIeHUA AMUHUCTPALMU, BEAOMCTBEHHBIX apXHWBOB, MyHULIMIIAJbHBIX U
roCy/1apCTBEHHBIX apXUBOB CBEJICHUS, HEOOXOAUMBIE JIJIsl HCTIOJIHEHMSI 3alIPOCOB I'PaX/1aH.

2.3. ApxuB pelaeT CTosIKe Nepel HUM 33aJa4i BO B3aUMOACUCTBUY ¢ MyHUIIMIIAIEHBIM
apXMBOM AJMHHHCTpAlMU 3aBETHUHCKOIO paioHa, IPYITMMH CTPYKTYPHBIMHU IMOJpa3esIeHUsIMU
AJMUHUCTpALUY, YUPEXKIACHUAMH, OPraHU3aLUAMU, PEANPUATHAMHI palioHa.

3. CocTaB 10KyMEHTOB ApXHBa

3.1. ApXHB XpaHHUT 3aKOHUYEHHBIE JEJIONPOU3BOACTBOM JTOKYMEHTHI 110 TUMYHOMY COCTABY:

1) JUMKBUAMPOBAHHBIX, PEOPraHU30BaHHBIX, H3MEHUBIIMX (OpPMY COOCTBEHHOCTHU
YUPEXKJEHUM, OpraHu3aluil W MPEANpHUATHI, HE HMEIOLIMX IPAaBONPEEMHUKOB HJIU BBIIIE
CTOSIIIMX OPTraHMU3alUi; YUYPEKICHWM, OpPraHM3aluid, NPEANpPUATHH, AEATEIbHOCTh KOTOPBIX
OrpaHuyYeHa TeppUTOpUEl 3aBETUHCKOTO paiioHa, HeE3aBUCUMO OT (JOPM COOCTBEHHOCTH, a TaK )K€
UX MPEAIIECTBEHHUKOB - HCTOYHUKOB KOMIUIEKTOBaHUSI APXUBa;

2) opraHuzanMii - HMCTOYHUKOB KOMIUIEKTOBAHUS  MYHHUIMIIAIBHOTO  apXuBa
AIMUHHUCTpaluu 3aBETUHCKOTO palioHa, HE UMEIOIIMX YCIOBHUM JUIsl XpaHEHHs IOKYMEHTOB 1O
JUYHOMY COCTaBY.

B coctaB 1okymMeHTOB ApXHBa BXOJAT CIEAYIOIINE KATErOPUH TOKYMEHTOB:

1) IOKyMEeHTBI MO JHMYHOMY COCTaBy CO CpOKaMH XpaHeHus 1o 75 ner (opra-
HU3ALMOHHO-PACIIOPAIUTENIbHBIE  JOKYMEHTBI, JIMYHbIE  JleJla, Y4YeTHble JIOKYMEHTHI,
OyXrajaTepckue JT0KyMEHTHI);

2) TOKyMEHTHI A0AroBpeMeHHoro (cBeime 10 j1eT) u BpeMeHHOro cpoka xpaHneHus (10 10
JIET) OpraHM3alMil - WCTOYHMKOB KOMIUIEKTOBaHMS (Ha JOTOBOPHOM OCHOBE), a TaK K€
JMKBUJIMPOBAHHBIX OpraHU3aluii IPpU OTCYTCTBUU Yy HUX MPABONPEEMHUKA WM BBIIIECTOSIICH
OpraHM3anuy (10 NCTEYEHUS CPOKA XPAHEHUS ITUX JOKYMEHTOB);

3) Hay4HO-CITPaBOYHBIN anmapaTr ApXuBa, PaCKPBIBAIOIINI COCTaB U cojepx anue GOHI0B
ApxuBa (onMcH, KapTOTEKH, YKa3aTeln, HCTOPUUYECKUE CIIPaBKHU), U yUETHbIE JOKYMEHTHI (KHUTH
ydeTa MOCTYIUICHHsI ¥ BBIOBITHS €I, CIUCKH (POHJIOB, Jeia GOHI0B U Ap.).

4. ITpaBa ApxuBa
4.1. ApXuB aJ1s1 OCYIIECTBIICHUS CBOUX OCHOBHBIX (DYHKITUI MMEET MpaBo:



1) 3ampamuBaTh ¥ MOMy4YaTh B YCTAHOBJICHHOM MOPSAKE OT YUPESKICHUN HE 00XOIUMbIE
JUISL BBITIOJTHEHUS BO3JIOKCHHBIX Ha APXUB 334 CBEJICHUS O JOKYMEHTaxX 0 JUYHOMY COCTaBY;

2) mocewiath yUpeKI€HUs, OpraHU3aluy U IPEIIPUITHS PACIIONOKEHHbBIE HA TEPPUTOPUU
paiioHa ¥ POBEPATH YCIOBUSA XPAHEHHUS U COXPAaHHOCTD JOKYMEHTOB I10 JINYHOMY COCTaBY;

3) unbOpMUpPOBATh PYKOBOAMTENEH YUPESKICHHN, OpraHU3alUNd W TMPEINpUATHH O
COCTOSIHUU XPaHEHUsI U COXPAHHOCTH, JOKYMEHTOB I10 JINYHOMY COCTaBY, BHOCUTH NIPEIJIOKECHHUS
U J1aBaTh PEKOMEHJALUU 110 €r0 COBEPIIEHCTBOBAHMUIO;

4) KOHTPOJIUPOBaTh BBINOJIHEHHE YUYPEKICHUSIMHU - HCTOUYHUKAMH KOMILIEKTOBAHUS
ApxXuBa M YUYPEXKICHUSMH U OPTraHU3AIMSAMH TOCYIApCTBEHHOW (HOpMBI COOCTBEHHOCTH
YCTaHOBJICHHBIX IIPaBUJI OPraHU3aluy U XPAHEHUS JOKYMEHTOB I10 JINYHOMY COCTaBY;

5) B YCTaHOBJIICHHOM IOpSAKE 3aKII04YaThb C 3aUHTEPECOBAHHBIMM YUPEXKICHUSMU,
OpraHu3alUsIMM U NPEINpUATHIMH, HEe3aBUCUMO OT ((popM COOCTBEHHOCTH, COIVIAIIEHUS
(oroBOpBI) O LIEHTPAIM30BAHHOM XPAHEHUM, HCIIOIb30BAaHUM M YIOPSJIOYEHUU JTOKYMEHTOB,
OKa3bIBaTh IOPUAMYECKUM U (PU3MUECKUM JIMIIaM IJIaTHBIE YCIYTH B paboTe ¢ JOKYMEHTaMHU I10
JMYHOMY COCTABY M I10 UCIIOJIHEHUIO COLIMAIBHO-IIPABOBBIX 3aIIPOCOB;

6) UCHOIb30BaTh MOJyYEHHbIE BHEOIOPKETHBIE CPEACTBA I YIYYlLIeHHUs OpraHu3aluu
paboThl ApXHBa U PELIEHUS COLUATbHBIX BOIIPOCOB;

7) ydacTBOBaTh B paldOTe JMKBHUIALIMOHHBIX KOMUCCHM YYpEXIEHHH, OopraHuzalui u
OPEANpPUATHHA, JOKYMEHTBl KOTOPBIX HE BXOJIAT B cocTaB ApxuBHOro (onna PO nns pemenus
BOIIPOCOB COXPAaHHOCTHU JOKYMEHTOB I10 JINYHOMY COCTaBY.

5. PykoBoacTBo ApxuBa

5.1. PykoBOACTBO ApXMBOM OCYIIECTBIIECT 3aBEAYIOLIUMN apXMBOM. 3aBeNyOLIUI
apXMBOM Ha3HA4aeTCsl U OCBOOOXKIaeTCs OT AOJKHOCTH [ 1aBoii 3aBEeTUHCKOIO paiioHa.

5.2. 3aBenyromuii ApXuBOM:

1) ocymiecTBIsIET HENOCPEACTBEHHOE PYKOBOJACTBO JIEATENbHOCTRI0O ApX1Ba, OPraHU3yeT
ero paboty; obecreunBaeT pelieHrue BO3JI0KEHHbBIX Ha HETo 3a/1ay;

2) u3zaeT B Mpejeniax CBoel KOMIETeHIIMH TPUKa3bI;

3) npuHuMaeT Ha paboTy, OmpezensieT OO0SM3aHHOCTH M YTBEPXKAaeT JOJKHOCTHBIE
MHCTPYKIMHU paOOTHUKOB ApXHUBa;

4) oTunThIBaETCs 0 paboTe ApxuBa nepes AAMUHUCTPAIMEN U B YCTaHOBIIEHHOM MOPSIIKE
- nepen KoMuTeToM 1Mo ympaBieHUIO0 apXUBHBIM JieJloM AMUHUCTpannu PocToBckoii obactu;

5) opraHusyeTr M BeJeT NpHUEM IpaxJaH, pacCMaTpUBaeT UX 3asBJICHUS M KaJloObI IO
BOIPOCaM, BXOJSAIIUM B KOMIIETEHIINIO ApPXUBa;

6) BbIIACT B YCTAHOBJIECHHOM TMOpSAKE TpakKAaHaM U  YUPEKACHUAM CIIPABKH
COLIMAJILHO-TIPABOBOI0 XapaKTepa, KOMUHU, BBIMUCKHU U3 IOKYMEHTOB;

7) 3aKir04aeT B YCTAHOBJIEHHOM IOPSIKE IOTOBOPHI C YUPEKICHUAMHU, OpraHU3ALUSIMU U
NPEINPUATUSIMU Ha BBINOJIHEHHE APXHUBOM IUIATHBIX padoOT U yCIyT;

8) obecnieunBaeT coOII0ACHNE OXPAHHOT O, IPOTUBOIIOKAPHOTO U CAHUTAPHOTO PEKUMa B
XPaHWJINILAX;

9) onpenenser noTpedHOCTh ApxuBa B 000py/I0BaHUU U MaTepUaiax.

5.3. 3aBenyromuii ApXMBOM HECET MEPCOHAIBHYIO OTBETCTBEHHOCTD:

1) 3a BBINOJHEHHWE BO3JIOXKEHHBIX Ha HEro OOsf3aHHOCTEH C Y4YeToM Tpas,
MIPEIOCTAaBIEHHBIX eMy HacTosaumM [lonoxeHunem;

2) 3a coxpaHEHHUE CIIy>K€OHOM, KOMMEPUYECKON MIIM WHOU, OXPaHsAeMON 3aKOHOM TailHbI
IIPU OCYIIECTBIEHUU CBOUX JOKHOCTHBIX MOJTHOMOUYHUHN B pabOTe € JOKYMEHTaMH.

I'ocynapcTBeHHBbINH apXUB 10 JJUYHOMY COCTABY B I.MesKaypeueHcke

ApxuBHbIe (OHIBI OTPAKAIOT PA3JIUYHBIE ACHEKTHl COLUAIBHO-3KOHOMHUYECKOH,
HWCTOPUYECKON M KYJIBTYPHOM XKHU3HU T. MexnaypedeHcka. MIMeoTcs KOJUIEKIHH JOKYMEHTOB
JMYHOTO MPOUCXOXKACHUS, POTOAOKYMEHTHL. DTO MPECTABIsIET HAaHOOBIIYIO [IEHHOCTb.

JlpyruM HampaBiieHueM B paboTe ApxuBa, IOMUMO XpaHEHHsI, KOMIUJIEKTOBAHUS, y4eTa U
UCIIOJIb30BAaHUsl apXMUBHBIX JOKYMEHTOB, SBISICTCS OKa3aHUE METOAUYECKOM M IIPAKTUYECKOU


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

MOMOIIU TIO JEJONPOU3BOACTBY M XPAHEHHUIO JOKYMEHTOB B OpPTraHM3alUAX, MPEANPUATUSIX U
JIPYTUX YUPEXKIACHHM, BEICTYNAIONINX HCTOYHUKAMU KOMIUIEKTOBaHUS ApXUBa.

OnHO M3 BXHEUIINX HANpaBJIeHUH pabOThI apXuBa SBJSETCSA 0OecreueHre COIMaTbHBIX
npaB u notrpebHocTeil rpaxknaaH. Co gHsS oOpa3oBaHus ApxuBa U IO HacTosiee BpeMs B
HECKOJIBKO pa3 BO3pOC IOTOK 3alPOCOB COLUAIbHO-IIPABOBOIO M TEMAaTUYECKOTO XapaKTepa.

ApXUB SBISIETCS TOCYAAPCTBEHHBIM YUPEKICHUEM, IOABEIOMCTBEHHBIM APXUBHOMY
ynpasieHuto KemepoBckoil 00iacTu, OCYIIECTBISIOLIEMY KOOPAMHALMIO U PETYJINPOBAHUE
JIeATeIbHOCTH ApxuBa. YupeauTeneM ApxuBa BbicTynaeT ApXxuBHoOe ypasiienne KemepoBckoit
o0nacTH.

ApXUB SBISETCS FOPUAMUECKUM JTUIIOM, HMEET CAMOCTOSITENIbHBIN OaaHc, JINLIEBOM CYET B
Ka3HayelcTBe, 000COOJEHHOE HWMYIIECTBO, INTaMI W TepOOBYyI0 TIe4aTb CO CBOUM
HAaUMEHOBAaHMUEM, OJIaHKH. APXUB BBICTYHNAET UCTIIOM U OTBETYMKOM B CyJi€ B COOTBETCTBHHU C
3aKOHOAATENbCTBOM PD.

Uctopuueckas cnpaBka 'KYKO «l'ocynapCTBeHHBIN apXuB JOKYMEHTOB IO JUYHOMY
cocraBy KemepoBckoit obnactu B r. Mexaypeuencke». 30 ampens 2004 roma B cCBsi3U C
HEOOXOJUMOCTBIO  O0ECIeYeHHs]  COXPAaHHOCTH  JOKYMEHTOB IO  JIMYHOMY  COCTaBYy
JIMKBUJIMPOBAHHBIX YroJIbHBIX NpeanpusaTuil rora Ky30acca u B COOTBETCTBUU € PACTIOPSKEHUEM
Anvunuctpanuu  Kemeposckoir  obmactu ot 30.04.2004r. Ne 545-p wnHa Oaze
PEKOHCTPYUPOBAHHOTO MOMEIEHUS B aIMUHUCTPATUBHO-OBITOBOM KOMOWHATE OBIBIIEH ITaXThI
umenu JI.J[. [lleBsikoBa, a B Hactosmee Bpemsi 3A0 Ilaxtel Pacnanckasi-KokcoBasi B ropone
MexnypedeHcke OblT  OTKpPHIT MexaypeueHckuid  ¢unmuan [ocynapcTBeHHOro  apxuBa
KemepoBckoii o0macT.

01 urons 2008 r. Ha ocHoBanuu Pacnopsixenus ['yoepuaropa KemepoBckoii o6iactu ot
18.05.2008r. Ne 67-pr co3mano I'ocynapctBeHHOe YyupexaeHue KemepoBckoit o6sactu
«["ocymapcTBeHHBIN apXuB JOKYMEHTOB IO JUYHOMY cocTaBy KemepoBckoil oOmactu B T.
MexaypedeHcke», KOTOpoMy ObLTH TepenaHbl (yHKIHUU YIpa3IHEHHOTo MeXaypeueHCKOPTo
¢unmana "I'ocynapctBenHoro apxuBa KemepoBckoii 06macTH.

01.06.2011r. Ha ocHoBanuu Pacnopsixenus Komnernn Anmunucrpanun KemepoBckoit
obmactu ot 18.05.2011 r. Ne 380-p «O0 M3MEHEHHM THIA CYIIECTBYIOUIMX OIOIKETHBIX
YUpPEKIECHUN — TOCYIapCTBEHHBIX yupexaeHuii KemepoBckoil 005acTv, MOIBEIOMCTBEHHBIX
apXUBHOMY yIpaBieHn0 KemepoBcKkoil 00611acTH, B IIENAX CO3aHUs TOCYAaPCTBEHHBIX Ka3€HHBIX
yupexaeHuii KemepoBckoit obmactu» co3mano [ocygapcTBEHHOE Ka3eHHOE YUpEKIEHUE
KemepoBckoii obnmactu  «locynapcTBeHHBI apXUB JOKYMEHTOB 10 JIMYHOMY COCTaBY
KemepoBckoii 061acTH B I. MeXypeueHCKe».

I'ocynapcTBeHHBIM Ka3eHHBIM yupexaeHueM KemepoBckoil obmactu ['ocynapcTBeHHBbIIH
apXuB IOKYMEHTOB 110 JINYHOMY cocTaBy KemepoBckoii 061acTul B . MexaypeueHCKe pyKOBOJIUT

JUPEKTOP.

OcHoBHBIMU 33/1a4amMu [ '0Cy1apCTBEHHOTO apXWBa SBJISIFOTCS:

1. ObecneyeHune COXPaHHOCTU U TOCYAAPCTBEHHDIN YYET LOKYMEHTOB MO JIMYHOMY
cocTaBy ApxusHoro ¢oHaa Poccuiickoit Pegepaumu.

2. ObecneyeHune COLMANbHOM U NPAaBOBOM 3aLLMTbI FPaXKAaH.

3. McnosHeHWe 3anpoCcoB rocyAapCTBEHHBIX, MHbIX YYPEKAEHWUN, TPaXKAaH NO AOKYMEHTaM

YupexaeHusa, Bblgava UM apXMBHbIX CNPABOK COLMaAbHO-MPaBOBOroO XxapakTepa O NoATBEPKAEHNM
cTa)ka paboTbl, ILFOTHOrO CTaa paboTbl, 0 3apaboTHOM NaaTe NpeaocTaBAeHNe AOKYMEHTOB UK UX
Konuu.

B Hactosimee Bpemst B ['ocymapcTBeHHOM yupexaeHuu XpaHutcs 51 Goua mo nuaHomy
coctaBry, 29033 enuHMIIBI XpaHEHUs. 3a STUMH JOKYMEHTAMH CTOST CyAbOBI JIt0/1ei. B ocHOBHOM
3TO TSLKENbIM, HO MOYETHBIA TPy maxtepa. ['ocy1apcTBEHHbI apXUB MOMOTAET BOCCTAaHOBUTH
dakT TpyaoBoii 6rorpaduu, 1 MOTYISHHUS TPYIOBOM MEHCUH, HAYUCIEHUH PETrPECCHBIX NCKOB
WHBAJIUJAM TPYJa.

CIINCOK



(honmoB ['ocymapcTBEHHOTO Ka3eHHOTO yupexaeHus KemepoBckoit oomactu

«["ocynapcTBEeHHBII apXUB JOKYMEHTOB IO INYHOMY COCTaBY

Kemeporckoii o6macTu B T. MeXaypedeHcKe»

no coctosguuro Ha 01.01.2012r.

No HaumenoBanne ¢ponna Ne Kon-Bo Kpaiinue
@onoa OIINCH Ennanig ATkl
XpaHeHHs
P-1 /lTouepHee  OTKpBHITOE  aKLIHMOHEpPHOE 1 1/c 420 1978-2004
00I11eCTBO
"YrpaBieHnue

MaTCPUAIIBHO-TCXHUYCCKOTO CHaOXKeHUs]|
OTKpBITOl"O AKIIUOHCPHOT'O 06HI€CTB8.

"YronpHas xommanus Ky3baccyroms"

r.Jlennnck-Ky3nenkuit

P-2 ToBapuIlecTBO C OrpaHUYEeHHON 1 1/c 96 1991-2001

(OTBCTCTBCHHOCTBIO

HpOI/I?;BOI[CTBeHHO-KOMMep‘IeCKaH

bupma "Tpuama"

r.MexnypeueHck

P-3 Kommepueckwuii AKIIMOHEPHBIH 1 1/c 54 1993-2000

0ank "Kysbacccomnbank"

r.MexzaypedeHck

P-4 OTkpsbITOE AKLMOHEPHOE 1 1/c 465 1958-2000
oOmectBo "CTpouTensHas HHIYCTPUS"

r.MexaypedeHcK

P-5 OTKpBITOE AKI[HOHEPHOE 1 1/c 824 1934-2003
0011IeCTBO "OnTOBO-3aKyNOYHAS

cObITOBast 0a3a"

r.JIenunck-Ky3Henkuii

P-7 AKIMOHEpHOE 00111eCTBO, 1 n/c 3009 1954-2000

oTkpbeITOoro Tuma "lllaxTa "Haropaas"

r.HoBoky3Heuk




P-8 T'ocymapCTBEHHOE — TPEATIPHUSITHE 1 n/c 2410 1962-2003
"[laxTa umenu JI.J[.I1leBsikoBa"
r.MexnaypedeHck
P-9 OTkpbITOC aKI[MOHEPHOE 1 71/c 118 1965-2004
oOmecTBo "J{opoKHHUK"
r.MexnaypedeHck
P-10 OTkpbITOC aKI[MOHEPHOE 1 1/c 1184 1969-2003
00111ECTBO "YronbHas KOMITaHHS]
"Ky3uenxyrons" r.HoBoky3HenK
P-11 3aKpbITOE aKIIMOHEPHOE OOILECTBO 1 71/c 99 1971-2002
PeMOHTHO-CTpOUTENbHAS ¢dupmal
"TIpopad" r.MexmaypedeHck
P-12 OTKpBITOC aKIIMOHEPHOE 1 n/c 113 1962-2005
00I1IECTBO "MexnypeueHCKUe
[ICHTPAJIbHbIC 3JIEKTPOMEXaHHIECKUE
[MmacTepckue"
r.MexaypedeHck
P-13 OTKpBITOC aKIIMOHEPHOE 1 n/c 149 1970-2003
oO1mecTBo "benoscknit MacokoMOuHaT"
r.benoso
P-14 OTkpbITOE aKI[HOHEPHOE 1 1/c 1915 1960-2005
oommectro "lllaxTa "3pIpsiHOBCKAS"
r.HoBoky3Henxk
P-15 OTkpbITOE AKI[HOHEPHOE 1 1/c 1404 1956-2005
obmecTBo "lllaxta "HoBoky3Herkas"
r. HoBoKy3He1K
P-16 OOmiecTBO € OrpaHUYEHHON 1 1/c 17 1999-2004
OTBETCTBEHHOCTBIO "OxpaHHOE
npeanpusitue ""apant-Cepsuc"”
r.MexzaypedeHck
P-17 TocynapcTBeHHOE — MpEIpHSITHE 1 1/c 2043 1949-2005
"[1laxTa "BaiinaeBckas"
r.HoBoky3Heuk
P-18 OTkpbITOE AKLMOHEPHOE 1 1/c 12 2003-2005

o61ectBo "IIpomcrpoit”




r. MexaypedeHck

P-19 O0611eCcTBO C OTpPaHUYCHHOU 1 1/c 9 1997-2003
OTBETCTBEHHOCTHIO "TroMbman"
r.MexnypedeHck
P-20 MyHummmnaipHoe YHHUTapHOE 1 n/c 529 1969-2002
npeanpustue "Bogokanan"
r.MexnaypedeHck
P-21 OTKpEITOE aKIMOHEPHOE 1 n/c 4296 1932-2003
oommecto "lllaxTa "Konpuyruackas"
r.Jlenunck-Ky3neukuii
P-22 Ounuan  "Jlennnckyrons" OAO 1 1/c 1965 1978-2003
"YronpHas xommanus "Kyszbaccyromns"
r.JlennnckKy3Heuxuit
P-23 MyHuImmanpHoe YHHUTapHOE 1 n/c 164 2002-2004
MpeAnpusITHE
""Bo1onpoBOIHO-KaHAIN3aLlMOHHOE
X03s11CTBO"
r.MexaypedeHck
P-24 AKunoHepHoe 00111eCTBO| 1 a/c 155 1981-1995
oTKpbITOro Tuna "llaxTonmpoxoaueckoe
lynpasyieHue Ne 2"
r.HoBoky3Heuk
P-25 OTKpEITOC aKIMOHEPHOE 1 n/c 1225 1964-2000
oomectso "Illaxra "Tomckas"
r.MexaypedeHck
P-26 OTKpbITOE AKI[HOHEPHOE 1 1/c 1681 1960-2003
001I1ECTBO "I'pamoTenHCKOE
raxtoymnpasieHue" r.benoso
p-27 OrtkpbITOE aKIIMOHEPHOE 1 n/c 1050 1975-2005
o0mmecTBo "YnpaBiieHHE IO MOHTAXY,
TEMOHTAaXXy M PEMOHTY TOPHOIIAXTHOTO
o0opynoBanus" r.HoBoky3Henk
P-28 JouepHss XonauHrosas 1 1/c 622 1955-2002

IKOMITaHHUA OTKpI)ITOe AKIIMOHEPHOC

obmecTBo "Pa3pes JIucTBsaHCKmiA"




rHoBoky3Herk

P-29 OTKpBITOE aKIMOHEPHOE 1 n/c 420 1970-1993
o61ecTBo "JIucTBsaHCKas aBToOasza"
r.HoBoky3Henk
P-30 OTKpEITOE AKIMOHEpHOE 1 n/c 91 1994-2000
o6mmecTBo "HoBoKy3HenKpemMcTpoit”
r.HoBoky3Heuk
P-31 OTKpEITOE AKIHOHEpHOE 1 n/c 13 1992-1997
obmecto "3aBon "Crpotizerans"
r.HoBoky3Heuk
P-32 OAO "DKcnepeMeHTaIbHBIH 1 1/c 117 1976-2001
3aBon"
r.HoBoky3Henk
P-33 OOmmecTBO € OrpaHUYEHHON 1 71/c 8 2005-2006
OTBETCTBEHHOCTBIO "IIpomcTpoit"
r.MexaypedeHck
P-34 3akpbITOE aKIIMOHEPHOE OOIIECTBO 1 1/c 138 1995-2005
[[TaxTa "Yraexomn"
r.MexnypeueHck
P-35 OAO "OObeauHEHHas] yrojbnHas 1 n/c 373 1973-1982
[xommanus "IOxky36accyromns"
praBHeHHe JCTCKHUX JOIIKOJIBHBIX
YUPEXKICHUH,  COLKYJIBTOOBEKTOB M|
CIIOPTCOOPY>KEHUH TPON3BOJICTBEHHOTO
00beanHeHns "HOxky3baccyromn”
r.HoBoky3Heuk
P-36 OAO "KuceneBckuraxroctpoii"” 1 1/c 508 1950-1998
r.Kucenesck
P-37 OOmiecTBO € OrpaHUYEHHON 1 1/c 8 2002-2006

(OTBCTCTBCHHOCTBHIO

PCY

r.MexypeueHck




P-38 OOO XomguHroBast KOMIAHUS 1 n/c 225 1976-2006
"TIpommaxro-
cTpoiiMexaHu3anus"
r.MexnaypedeHck
P-39 OTkpbITOC aKI[MOHEPHOE 1 1/c 946 1947-2003
0OIIECTBO CrpourenbHas ¢dupmal
"TomycarmaxTocTpoit"
r.MexaypedeHck
P-40 OOmecTBO € OrpaHUYEHHON 1 71/c 12 1992-2007
OTBETCTBEHHOCThI0 "Marazun Ne 25"
r.MexaypedeHck
P-41 OOmmecTBO € OrpaHUYEHHON 1 1/c 10 2006-2008
OTBETCTBEHHOCTBIO "CrpoitkoHTpaKT"
r.MexxaypedeHck
P-42 3aKphITOC aKIIMOHEPHOE 0OIIECTBO 1 n/c 24 1997-2004
"TOMYCHHCKOE JIOKOMOTHUBHOE  JIemo"
r.MexxaypedeHck
P-43 3aKphITOC aKIIMOHEPHOE 0OIIECTBO 1 n/c 38 1994-2008
"Cubuput-1"
r.MexnypeueHck
P-44 OOmmecTBO € OrpaHUYEHHON 1 1/c 10 2004-2008
OTBETCTBEHHOCTBIO
"MexXIypeueHCKIIaXTOCTPOHMOH
rax"
r.MexypeueHck
P-45 OO01ecTBO C OTrpaHUYEHHOM 1 n/c 5 2003-2008
OTBETCTBEHHOCTHIO
"MesxypedeHckas turnorpadpus’”
r.MexypeueHck
P-46 OOmiecTBO € OrpaHUYEHHON 1 1/c 9 2006-2009
OTBETCTBEHHOCTHIO

"Ctpoit-Ac"

r.MexaypedeHck




P-47 OOmecTBO ¢ OrpaHMYCHHOM 1 n/c 3 2003-2009
OTBETCTBEHHOCTBIO
" TopoxHUK"
r.HoBoky3neux
P-48 Mexnypeuenckuii pumuan OAO 1 1/c 42 1961-2000
IAKB "Kysbaccrpombank"
r. MexaypeueHck
P-49 OOmecTBO € OrpaHUYEHHON 1 1/c 2 2006-2009
oTBeTCTBEeHHOCTHIO "ToMb-MHBeCT"
r. Kemeposo
P-50 O011eCcTBO c OTpaHUYCHHOU 1 1/c 13 1999-2009
0TBeTCTBEeHHOCTHIO "[lomroc"
r. MexxaypeueHck
P-51 O011eCcTBO C OTpaHUICHHOU 1 1/c 15 2006-2010
OTBETCTBEHHOCTHIO "['pant"
" r.MexaypedeHck
P-52 O011EeCcTBO C OTpaHUYCHHOU 1 a/c 6 2001-2009
OTBETCTBEHHOCTBIO
"Boctok-Tpausut-M"
r.MexnypeueHck
P-53 OOmiecTBO € OrpaHUYEHHON 1 1/c 9 2006-2009
OTBETCTBEHHOCTHIO "Tenexom yciyra"
r.Kemeposo
P-54 OOmecTBoO ¢ OrpaHHYCHHOM 1 n/c 8 2005-2010
OTBETCTBCHHOCTHIO
"TIpomMmIaxTocTpOHMOHTaX"
r. MexaypedeHck
P-55 OOmecTtBo ¢ OrpaHHYCHHOM 1 n/c 346 1976-2000

(OTBCTCTBCHHOCTBIO

"[TpuTomckas aBrobaza"

r.MexypeueHck




P-56

OOmecTBO ¢ OrpaHMYCHHOM 1 n/c 15 2001-2011

(OTBCTCTBCHHOCTBIO

llMTCH

r.MexnaypedeHck

P-57

OO0mecTBO ¢ OrpaHUYCHHOM 1 n/c 77 2003-2010

(OTBCTCTBCHHOCTBIO

"Azug"

r.MexaypedeHck

I'KYKO «l'ocynapcTBeHHBI apXuB JOKYMEHTOB IO JUYHOMY cocTaBy KemepoBckoit
o0nacty B I. MexypeueHCKe» NPeA0CTaBIsSeT YCIyrd FOPUANYECKUM JHLAM:

. MCMONHEHWEe 3anPOCOoB, MOCTYNAOLWMX OT pefepanbHbIX OPraHOB rocyAapCTBEHHOM
B/1IaCTW, OPraHoOB BAACTM Cy6bekToB PP, opraHOB MECTHOro CaMoynpaBneHus, cyaa, NPOoKypaTypbl, ;

. WCMOJIHEHME 3aMpPOCOB yuperkaeHn-poHa00bpa3oBaTenen No AOKYMEHTaM UX
apXxuBHbIX POHA0B ANA CNYKeBHOro NoNb30BaHMA;

. OKa3aHWe KOHCY/IbTaTUBHO-METOANYECKO MOMOLLM
yupexaeHnam-poHA006pazoBaTeNam No Bonpocam paboTbl BeJOMCTBEHHbIX apXMBOB M OpraHM3aLum
[LOKYMEHTOB B J1e/10MPOU3BO/CTBE;

. KOHCY/IbTUPOBaHWE OPUANYECKMX NNL, MO BONPOCaM AOKYMEHTaLMOHHOro obecneyeHuns
ynpaBAeHUs U apXUBHOIO Aena;

. npuem Ha XpaHeHWe JOKYMEHTOB MO JIMYHOMY COCTaBY IMKBUAMPOBAHHbIX U
peopraHM30BaHHbIX NPEANPUATUI U yUpeXKaeHUI pasndHbIX Gopm cobCTBEHHOCTY;

. ynopsfodyeHue AOKYMeHToB, GopmunpoBaHue U obopmMmaeHUEe apXMBHbIX AeN NO 3afBKaM
opraHusauui;

L] KOHCY/1bTUPOBaHWE LOpPpUONYECKUX U ¢M3MH€CKMX My, No Bonpocam

[AOKYMEHTALMOHHOTOo obecrneyeHnn ynpaBieHUsa v apXMBHOTo Aena.

I'KYKO «l'ocynapcTBeHHBI apXuB JOKYMEHTOB IO JUYHOMY cocTaBy KemepoBckoii
o0nacty B . Mex1ypeueHCKe» NPeA0CTaBIsAeT YCIyTrd PU3NUIECKUM JIUIaM:

. MCMONIHEHME 3aMpPOCOB, CBA3AHHBIX C COLMA/IbHOM 3aLLMTON rpaxaaH,
npeAyCcMaTpuBaloLLei UX NEHCMOHHOe obecneyeHne, a TakKe A1 NONYYEHUA IbTOT M KOMMEHcaLuii B
COOTBETCTBUM C 3aKOHOZaTENbCTBOM Poccuiickoint Peaepaumu.

o Bblgaya Ayb6aunKkaTta, nepeopopmieHme apxMBHOM CpaBKM B3aMeEH YyTPayeHHOoM,
M3roTOBJIEHME HECKOJIbKMX IK3EMM/IIPOB apPXMBHOM CMPaBKU;

. NOArOTOBKa CMpaBKM 06 OTCYTCTBUM B apXmMBe 3anpallvBaembiX LOKYMEHTOB;

o KONMMpPOBaHWeE [OKYMEHTOB Ha ByMarKHOW OCHOBE TEXHUYECKMMU CPeaCcTBAMM apXMBA MO

3anpocam rpaxaaH.
B I'KVY KO «I'ocynapcTBeHHBII apXUB JOKYMEHTOB IO JUYHOMY cocTaBy KemepoBckoii
oOrnactu B r. MexaypedeHcKe» BeAeTcs JUUHbIN NpueM I'paxk/iaH U MTUCbMEHHBIX 00palieHui 1o

BOIIPOCAM:
1. MoaTteeprKaeHWe TPYAOBOIO CTaxa.
2 MoaTteeprKAeHME CTaxKa PaboTbl B 0COObIX YCIOBUAX TPYAA (NIbFOTHOTO CTaKa).
3. MpepocTaBneHve cBEAEHUI O pasmepe 3apaboTHOW NaaTbl:
o ans LeHTpa 3aHAaToCcTU
o ansa NeHcnoHHoro ¢poHAa
o ana opopmieHns 60bHUYHOTO INCTA
o ana ®oHAa coumanbHOro CTPaxoBaHMsA
1. MNoaTteeprkaeHve GaKTa HarparkaeHWa AU NPUCBOEHUS MOYETHOTO 3BaHUS.
2. MoaTteeprkaeHMe GaKTa HECYACTHOrO CNy4as Ha NPOU3BOACTBeE.
3. MpegoctaBneHne CBEAEHUI O NepeMMeHOBaHMM NPeanpPUATHA.




4. MpesocTaBneHME apXMBHbIX KONWUIA LOKYMEHTOB.

Odopmnenne 3ampoca. 3ampockl OT TpaXkIaH NPUHUMAIOTCS Ha  OJIaHKax
AQHKEThI-3asIBIICHUS.

JInuHO 0OpaTUTHCS MOXKHO 10 azpecy: I. MexaypeudeHck, 1. llupokuii nor

[Ipu nmuaHOM 0OpanieHuu He0OXO0MMO TIPU ceOE UMETh:

. nacnopt

o KOMMIO TPYA0BON KHUXKKM (C TUTYNIbHBIM INCTOM).

[Ipu oOpamieHun Mo mMouyTe K AaHKETEe-3asBICHUI0 HEOOXOAMMO MPHUIIOXKUTH KOIHUIO
TPYZAOBON KHUKKU (C TUTYJIbHBIM JIUCTOM).

B ciyvae yTpaTbl TPYZIOBOM KHUXKH npu 3aM0JHEHUN
AQHKETHI-3asBJICHUSI  HEOOXOJMMO MaKCHUMaJIbHO TOYHO YyKa3aTh TOJ TpueMa U TOJA
YBOJIbHEHUSI.

3anpocel OT IOPUINIECKUX JIUI JOIDKHBI OBITh 0()OpMIIEHBI Ha OaHkax opranu3anuu. [1o
tenedony, dakcy 3amnpocsbl He nmpuHuUMaroTcsa. MH}opmanuio 0 TOTOBHOCTH CIPaBKU MOYHO
MOJIYYUTh 110 TeTe(OHYy apXuBa.

[Ipyu HanMuuu B aHKeTe-3asBIEHUU KOHTAKTHOT'O TeJeOoHa 3asBUTENIO Oy1eT COOOIICHO O
TOTOBHOCTH CIIPaBKH.

Beigjaua cnpaBok. Bbigaga roToBbIX CHpPAaBOK OCYIIECTBIISIETCS MPU MPEAbSIBICHUU
IIaCIIOPTa WM UHOTO JOKYMEHTA, YA0CTOBEPSIOIIETO JINYHOCTD.

B cnyuae nmonmyyeHusi cpaBKU IMOCTOPOHHHUM JIMIIOM HEOOXOAMMO HAJIMYHME Macrnopra u
IOPUINYECKH 3aBEPEHHOM JOBEPEHHOCTH. Eciu 3anmpoc OTHOCWICS K KaTErOpUU IIATHBIX YCIYT,
3agBUTENI0 HEOOXOJUMO MPENbSBUTh OIUIAYCHHYIO KBHUTAHINIO. VHOTOPOAHHMM 3asiBUTENSM
CIIPaBKH OTIIPABJIAIOTCS 110 IIOYTE MPOCTHIM ITHCHMOM.

Tema 3. @opmuposanue TUYHBIX 0€sl COMPYOHUKOE
B mepByro odepear OTMETHM, UYTO BEICHHE JIMYHBIX €T paOOTHUKOB HE 00s3aTEeNbHO B

OTHOIIEHUHU BCeX KaTreropuili paboTHUkOB. O0s3aTeIbHOE BeIEHUE JTMUHBIX JIEN MPEAYCMOTPEHO,
HaIpUMep, Ha TOCYIapCTBEHHON IPaKTAHCKOU CITy’)k0e B COOTBETCTBUH CO CT. 42 DenepanbHOro
3akoHa OoT 27.07.2004 Ne 79-®3 «O rocymapCcTBEHHOW TpakaaHCKOW ciyxk0e Poccuiickoii
Oenepanun» (gamee - 3aKOH O TOCYJApCTBEHHOHN ciyxko6e). s oCTalbHBIX pPabOTHUKOB
00s3aTeNbHOCTh M TOPSAOK BEIACHHS JIMYHBIX JI€1 MOXET OMNPEeAeNAThCA JIOKATbHBIMU
HOPMAaTUBHBIMH aKTaMU pabOTOaTENs.

TaK, JIMYHBIC NCJIa MOT'YT BECTUCh KaK Ha BCCX pa6OTHI/IKOB, TaK U Ha ONPCACIICHHYIO UX
Kareroputo. Ha mpeanpusiTusix JUYHBIC /€7 eIeco00pa3HO BECTH Ha CIEIYIOIIHe OCHOBHBIC

KaTCropmuu paGOTHI/IKOBZ

1. pykoBoauTenu (rnasa npeanpuAaTUA, ero 3amecTuTenn, MOMOLLHUKNK);

2. PYKOBOANUTENWN CTPYKTYPHbIX NOAPA3LENEeHUIA U UX 3aMECTUTENN;

3. rnaBHble (Begylume) cnewmanmcTo;

4. PabOoTHWMKK, Ha KOTOPbIX BO3/IOXKEHA NOJIHAas MaTepuasibHasa OTBETCTBEHHOCTb;

5. PaboTHWMKK, BKNOYEHHbIE B KaAPOBbIN pe3eps AN5 BblABUKEHWA HA Hanboiee BaxKHble
AOJIKHOCTY;

6. paboTHWKK, obecneunBatome GyHKLMOHMPOBaHWE opraHa (annapaTa) ynpasieHus

AeATeNbHOCTbIO NpeaAnpnATUA.
OIIHaKO BO MHOI'MX OpraHu3aiuviax JAYHBIC J[JCJIa BCAYTCAd Ha BCEX pa6OTHI/IKOB

HE3aBUCHMO OT CTaTyca M BBINOJHSAEMON pabOTHl (BKJIIOYAsl TEXHUYECKUH MEPCOHAN), TaK Kak

JMYHOE JIEJI0 - Ype3BbIYaiiHO yJOOHBIM UCTOYHUK MH(POPMAIIUN O KaXKIOM pabOTHUKE: B OJHOU



nanke coOpaHbl Bce KONUHU JIMYHBIX JOKYMEHTOB PaOOTHHUKA, IPUKA30B MO 3TOMY PabOTHUKY U
IpYyrue JOKYMEHTHI.

Tak Kak B Tex cilydasx, KOTr/ia pedb He HIeT 00 0pOpMICHHH KaJPOBBIX JTOKYMEHTOB Ha
rOCYJapCTBEHHON TpaKJaHCKOM Ciry:kOe, BOIPOCHl C BEICHHWEM JHMYHBIX /€1 pPaOOTHHKOB
pelarTCcsl Ha YCMOTpeHue paboTojarens, TO pa3paboTka M YTBEP)KICHHE JIOKaIbHOIO
HOPMATHUBHOT'O aKTa JIMIIHUMHU COBEPILIEHHO TOYHO HE OYyIyT.

IIpyn Haymumy B Bameid opranu3anuu MHCTpyKUMH IO KaJApOBOMY JEIONPOU3BOJICTBY,
JOTMYHO, €CIM OTHCNbHBIA €€ pasfen OyAeT MOCBSIIEH HWMEHHO BEIEHUIO JUYHBIX JIel
COTPYIHUKOB.

Takolf pa3men MoxeT ObITh BKIWYEH M B COCTaB JAPYrMX JIOKAJbHBIX aKTOB,
periaMeHTHPYIOIIMX HOPAI0K 0(hOPMIIEHUS U XPAHEHUS KaJIPOBBIX JTOKYMEHTOB.

Hekotopeie paboTomarenn TOpeANOYHUTAIOT pa3paboTaTh OTACIBHBIA  JTIOKYMEHT,
YUUTBIBAIOIIMI BCE HIOAHCHI BEICHUS JIMYHBIX /€.

HeszaBucumo oT BbIOpaHHOW BamMHu (OpPMBbI NPU perjaMeHTaluu paboThl € JIMYHBIMU

JcJ1aMu HGO6XOI[I/IMO YTOYHUTH:

1. KaTeropuu paboTHMKOB, Ha KOTOPbIX BeAyTCsA NYHble Aena (byayT 3To BCce COTPYAHUKU
OpraHusaumnmn Uan, Hanpumep, ToIbKO MeHeaKepbl BCEX 3BEHbEB YNpaBieHUs);

2. cnoco6 popMmnpPOBaHUA NNYHBIX AEN;

3. COCTaB AOKYMEHTOB /INYHbIX AeN (B TOM YMCe C YKazaHMEeM Ha TO, KaKUe AOKYMEHTbI
NnoALNBaKOTCA B OPUTMHAAX, @ KaKUe B KOMUAX);

4, nepeyeHb /N, OTBETCTBEHHbIX 33 BEAEHWNE N XPAaHEHWE INYHbIX AEN;

5. NOpAJOK BeAeHWA NNYHbIX en;

6. NopsAoK O3HAaKOMNEHUSA PabOTHMKOB C AOKYMEHTAaMM, XPAHALLMMUCA B IMYHBIX Aenax;

7. NopsAoK XpaHEeHMA IMYHOTO Aefla Noc/e YBOIbHEHUA PAabOTHUKA; ApYryto
MHbOpPMaLMIo.

Kuwura (>I<ypHan) Y4€Ta JIMYHBIX ACJI MOKET COACPKATH CICAYIOIMIUEC CBCACHU:

1 NnopsaKOBbIA HOMEpP Aena;

2 bammnma, uma, 0TYECTBO COTPYAHUKA;

3. [aTa nepBoHaYasibHOro GopMmUPOBaAHMA Aena;

4 JaTa nepenayuv aesia B apxus;

5 Apyrve ceegeHus no ycmoTtpeHuto pabotogartens.

DopMUPOBAHHE U BEACHUE JIMYHBIX JEJ, KaK Mbl YK€ OTMETHIIH, OCYIIECTBISAETCS B

COOTBETCTBUU C IMpPaBWJIAMU BEJIEHUsS JIEIOMPOU3BOJICTBA, ACUCTBYIONIUMH y KOHKPETHOTO
paboTonaTents.

[TepBoHAYAIbHO B JIMYHOE JEJIO TPYIIHPYIOTCS JOKYMEHTHI, O0(hOPMIISIONIUE POIECC
npremMa Ha paboTy, a BIOCIEACTBHHM - BCE OCHOBHBIE JOKYMEHTBHI, Kacaromluecs TPYIOBOMH

ACATCIIBHOCTH pa6OTHI/IKa.



KHHTA
yueTa IMMHBIX [Ie]l COTPYIHHKOB OAO «Carypu»

Home CrpykrypHOe Jlaza HAata
P @.11.0. paboTHmKa JonKHOCTE paboTHHKA PYKTYP dopmuponanna nepegaun
Aexa noapasierenne -
ena aena B JPXHB
1 2 3 4 5 6
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OcobbiM gokymentom B coctaBe JIJIC siBasiercss Jluunoe neno. OHO 0OBIYHO
3aBOAUTCSI Ha pa6OTHI/IKa, HOCTYHI/IBHIGFO B opraHmaumo. I[OKYMeHTLI B JIMYHBIX JOCJIax

pacmojararorésa 1o MEpEe HUX IHNOCTYIUICHUA W CUCTCMATU3HUPYIOTCA B  Cl GHYIOHIGﬁ

OCJIEI0OBATEIHbHOCTH:
1. BHyTpeHHAA ONnCb AOKYMEHTOB, UMEIOLMXCA B IMYHOM aene;
2. 3anBneHne o npueme Ha paboTy, Hanpas/ieHWe UaN NPeAcTaBAEHUE;
3. AHKeTa (IMYHbII IMCTOK NO y4YeTy Kagpos);
4. ABTobUOrpadus;
5. JoKymeHTbl 06 06pa3oBaHMMK U T.4.;

JIOKyMEHTBI B JIMYHBIX JEJIaX PACIOIararTCs 10 MEPE UX MOCTYIICHUS.

®opMHpPOBaHHE PACHOPHAUTEIBLHON JOKYMEHTAUMH M0 JHYHOMY COCTaBy —
npukasbl. [Iprukasel Mo TMYHOMY cOCTaBy (OPMUPYIOTCS B JieJia B 3aBUCUMOCTH OT CPOKOB HX
xpaHeHus. IIpm sTOM cienyer NMOMHUTH, 4YTO 3ampeniacTcss TPyNIUpOBAaTh B OAHO JENO
JIOKYMEHTBI C Pa3HBIMU CPOKAMU XPAHECHHUS.

B coorBercTBHM ¢ TUIIOBBIM NIEPEUHEM MPUKA3bI [10 TUYHOMY COCTaBY UMEIOT JBa CPOKa
XpaHeHus: 75 neT u S ner.

K npuxa3zam, umeromum 75-1eTHUI CPOK XPAHEHUS, OTHOCATCS: IIPUKA3bl O IIPUEME,
YBOJIbHEHUH, IEPEMELICHUN, IPEMUPOBAHUH, MOOLIPEHUH, MIATEIBHBIX OTIIYCKAaX IO YXOAY,
JUINTENBHBIX KOMaHAMpoBKax. K nmpuka3am, uMeomyM S-JIeTHHH CPOK XPaHEHHs, OTHOCATCS
NPUKa3bl O MPEAOCTAaBICHUM OUYEPEIHBIX M Y4E€OHBIX OTIYCKOB, JEKYpPCTBaX, B3BICKAHMSIX,
KpPaTKOCPOYHBIX KOMaHIUPOBKaX.

IIpakTika HMCHONB30BaHMUA JOKYMEHTOB II0 JIMYHOMY COCTaBYy IIOKa3bIBA€T, 4YTO IIpU
3HAYUTEIbHBIX 00beMax MPUKA30B MO JIMYHOMY COCTaBY, UMEIOLINX 75-T€THUI CPOK XpaHEHUs,
nenecooOpasHee ux (opMHUpPOBaTh B J€jda MO BOIpocaM JesTenpbHocTd. Hampumep, oTaensHO
IpyNIupoBaTh B JieJla MPUKa3bl O IMpPUEME, YBOJIbHEHUH, NEPEMEIICHUN PAaOOTHUKOB, TO €CTh

MMpUKas3bl, CBA3AHHBIC C HUX TPYAOBBIM CTaXC€M, U OTACIBHO MPHKA3bl O MIPECMUPOBAHUMH,



MOOUIPEHUH U T.JI., TO €CTh MPUKA3bl, B KOTOPBIX COAEpKATCS CBEACHHS 0 3apaboTHOI ruiare. [Ipu
9TOM B KQXKJIOM JIeJIe TPUKA3bl UMEIOT CBOIO CAMOCTOSITENIbLHYIO BaJIOBYIO HyMEPAIHIO.

[Ipukassl, pacopsbKEHUS U APYTHE PACIOPSAUTENbHBIE TOKYMEHTHI 110 TUYHOMY COCTaBY
(dopmupyIOTCS B [IeNia B MpeJieNiax OJHOrO KaJeHJapHOTO roja B XPOHOJIIOTHYECKOM TOPSIKE U C
OTHOCSIIIUMHUCS K HUM MPHIIOKEHUSMH.

B coorBerctBun ¢ «lIpaBunmamu opraHu3zalMM XpaHEHUs, KOMIUIEKTOBaHUSA, y4€Ta U
WCIIOJIb30BaHUsl JOKYMEHTOB apXWBHOTO (DOHIA POCCUHCKOHN (enepanvivi U JPYTUX apXUBHBIX
JOKYyMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBICHUS U
opranuzamusix» ot 07.09.2015 r. pacnopsauTenbHble JOKYMEHTBI TPYNIUPYIOTCA B Jieja IO
BUJAM, HE JomyckaeTcss (GopMHUpPOBaTh B OJHO €O IMPHKA3bl U PACHOPSHKEHUS C EAMHOMN
Hymepanueil. To ecTb npukassl, paclopsuKEHUs, yKa3aHUsl TPYNIMPYIOTCS B CAMOCTOSITEJIbHbIE
Jierna co CBOeH Hymepanuei.

JlueBble cueTa 1o 3apabOTHOW IUIaTe COTPYAHUKOB (POPMHUPYIOTCS B CAMOCTOSTEIBHbIC

JIeJia ¥ pacroyiararoTcsl B HUX 1o angaBuTy haMuimii.

JIn4HbIe KAPTOYKN PAOOTHUKOB TaKKe (POPMUPYIOTCS B Aema o andaBuTy haMUIHii.

[To ucreyennu 0THOTO TO/1a TIOCIIE 3aBEPIICHUS (POPMUPOBAHHUS JIEIT B ICIOIPOU3BOJICTBE
MPOBOJUTCA paboTa MO WX MOJATOTOBKE K Iepelaye Ha XpaHEHHE B apxXuB yupexjacHus. B
cooTBeTcTBUH C [IpaBunamu opraHusainuu XpaHeHUs, KOMIUIEKTOBaHUSA, yu&Ta U UCTIOJIb30BaHUS
JIOKYMEHTOB apXWBHOTO (POHIa POCCUICKON (eaepanuu U IPYrHuX apXUBHBIX JOKYMEHTOB B
roCy/IapCTBEHHBIX OpPraHax, OpraHax MECTHOTO caMOyInpaBieHus U opranuzanusx ot 07.09.2015
T. B apXUB MOCTYNAIOT JOKYMEHTBI, B TOM YHUCJIE 110 JINYHOMY COCTaBY, HE TIO3/THEE YeM 4epe3 TpU
rojia mocJje 3aBepiieHus uX (GOpPMUPOBAHUS B IEIOIPOU3BOJICTBE.

Odopmnenue nena Mo JUYHOMY COCTaBY MpPENCTaBISET cO00M KOMIUIEKC paboT Mo UX
TEXHUYECKON 00paboTKe BKIIOYAIOUIUHN: MOAIIMBKY (TIEpEIUIeT) Ael, HyMepaluio JIMCTOB Jena,
COCTaBJICHUE 3aBEpUTENbHON HAJIMCH, COCTABJIEHHWE, B HEOOXOIUMBIX CIy4yasX, BHYTpEHHEN
OTHCH JJOKYMEHTOB Jiea, 0opMiIeHHE 0OJI0KKH Jena.

Jlena mommmBaioTcs B 4 TPOKOJa B TBEPAYID OONOXKKY, W3 Jela YIAISIOTCS BCE
MMOCTOPOHHHUE MPEAMETHI (CKpEnKH, 3aKiaaku u aAp.). HeBocTpeboBaHHBIC JTUYHBIC JOKYMEHTHI
(arTecTarhl, AWIUIOMBI) BKJIQIBIBAIOTCS B KOHBEPT WM TIOJIIMBAIOTCS B Jiejo. B KoHie nena
MOJIINBACTCSl YUCTHIM JUCT WM ONaHK (OPMBI 3aBEPUTENBbHON HaAmucu. B HEOOXOAMMBIX
CIy4asXx B Haudaje Jella TMOJAIIMBAeTCs ONaHK BHYTPEHHEW OMUCH JOKYMEHTOB, T
MIePEUHCIIAIOTCS BUIBI IOKYMEHTOB U CTPAHHIIBI, HA KOTOPBIX HAXOASATCS JOKYMEHTHI.

Bce nucthl nena, kpome OnaHka JMCTOB BHYTPEHHEW ONMUCU M JIUCTa 3aBEPUTEIHLHOM
HAJIMCH, HYMEPYIOTCS B Pa3BEPHYTOM BHUJE B IPABOM BEPXHEM YTy MPOCTHIM (YEPHBIM)
KapaHaamoMm win TadymstopoM. [logmmTeie B 1e70 KOHBEPTHI TaK K€ HyMEpPYIOTCS (CHavala

KOHBEPT, TOTOM 10 MOPSAJIKY BCE BKIIOUCHHUS).



3aBepuUTENbHAs HAANKMCh COCTABIISECTCS TOJBKO HA OTHCIBHOM JIMCTE-3aBEPUTEIE I10
yCTaHOBJICHHON (opMme. 3ampeliaercss BHIHOCUTh €€ Ha 00OpOT IOCIETHEro JOKyMEHTa WU
0010kKy Jnena. OHa BKJIIOYAET CBEACHHUA O KOJIMYECTBEHHBIX [apamMeTpax Jejla M HUX
O0COOCHHOCTSIX (JIUTEPBI, IPOMYIICHHBIE JIUCTHI, TUCTH C 000POTOM, KOHBEPTHI).

BHyTpeHHs ONIUCh COCTABIAETCS IS JIMYHBIX JEJI U COAEPIKUT CBEIIEHUS O MOPSAAKOBBIX
HOMEpax JOKYMEHTOB B HEHM, MX MHJAEKCAxX, JaTax, 3arojOBKax W HOMEpax JIUCTOB Jela, Ha
KOTOPBIX PACIIOJIOKEHBI 3T JOKYMEHTHI.

K BHyTpeHHel onHcH COCTaBISAETCS UTOTOBAS 3aIMCh, B KOTOPOU YKa3bIBaeTCs HUPpaMU U
IIPOIIUCBHI0 KOJIMYECTBO BKIIOYEHHBIX B HEE JAOKYMEHTOB M KOJMYECTBO JIMCTOB BHYTPEHHEH
onvcu. BHyTpeHHss onKch NMOANMCHIBAETCS €€ COCTABUTENIEM C YKa3aHUEM JIOJDKHOCTH U JaThl
COCTABJICHMS.

[Tpu n3MeHeHnu cocraBa JOKYMEHTOB Jefla (U3bSITUM, BKIIOUYEHUH JOKYMEHTOB, 3aMEHE
UX KOMHSIMH) OHH OTpakaroTcsi B rpade «lIpmmedanue» co CHOCKOW Ha HOMEpa BHYTpPEHHEH
onucu. MoeT ObITh COCTaBIICHA U 0c00asi OMUCh ITUX U3MEHEHUH.

O010KKa AcJ1a 110 JINYHOMY COCTaBy COACPIKUT CICAYIOIMIUC PCKBU3UTHI:

. HaMMeHOBaHMe opraHM3aunmn, NOAYUMHEHHOCTb, HAMMEHOBAHME CTPYKTYPHOTO
nogpasaeneHus;

. WHAEKC Aena;

. APXUBHbIN WNdp Aena;

. 3aron0BOK Aena;

. KpanHue aatol Aena;

o KOJIMYEeCTBO /INCTOB AEeNa;

o CPOK XpaHeHuA gena.

HpI/I O9TOM HAMMCHOBAHUC OpraHu3allii YKa3bIBACTCA IIOJIHOCTBIO, B HMCHUTCIBHOM
nagacxe, ¢ yKas3aHuEM IIOJIHOI'O HAMMCHOBAHUA OpraHH3allvu, KOTOpOI\/'I OHa HEMIOCPCACTBCHHO
INOAYMHCHA, TaK € B HMCHUTCIBHOM IIaACXKC. Ecmu cama opraHusanysa WKW BbIHICCTOAIIASA
opraHu3anusa UMCrOT O(I)I/II_[I/IaJ'IBHO MMPUHATOC COKPAIICHNUEC HAUMCHOBAHU A, TO OHHU YKA3bIBAOTCA B

CKOOKax I0CJIe OJIHOTO HAaUMEHOBAHHS.
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Jlnanoe neno nmpencranisieT co00i COBOKYITHOCTh IOKYMEHTOB, COJEPKAIIUX CBEACHUS O
paboTHuke. Bce TOKyMEHTBHI, OTHOCSIIMECS K JHMYHOMY Jely, MO Mepe TMOCTYIUICHUS
MOJUINBAIOTCS B MANKy-CKOPOCHINBATEb.

JlndHbIe Jema MOTYT 3aBOJIUTHCSA Ha BCeX PaOOTHHMKOB OpPTaHM3AllMU, OJHAKO, TJIABHBIM
00pa3oM, — Ha pyKOBOJSIIUN COCTaB U BEAYIIMX CIEIHMATUCTOB. [[1s1 ocTanbHBIX paOOTHUKOB,
KaK MpaBUJIO, OTPAHUYUBAIOTCS 0POpPMIIEHHEM JIMYHOU KapTouku 1o gopme Ne T-2.

B coctaB nu4HOrO fena BXOJIAT ClIeAYyONue JOKYMEHTHI:

o BHYTPEHHSAA ONUCb SOKYMEHTOB, MOALWNTBIX B IMYHOM AeNE;
. pestome;

o aBTobuorpadus;

. aHKeTa UM IMYHBIN ICTOK MO y4YeTy Kaapos;

. KOMnn AOKYMEHTOB 06 06pa3OBaHVIVI,'



. XapaKTEPUCTUKM Ha PaBOTHUKA;

. TPYAOBOW A0roBop (MOXKET BXOAMTb B COCTaB JIMYHOTO AeNa UM XPaHUTbCA OTAENbHO);
. KOMWM NPUKA30B O HazHaYeHWUW, NepemMeLLeHNN, YBONIbHEHUMY;

. KonuA CBMAETENLCTBA O MNOCTAHOBKE Ha YYET B HAa/IOFOBOM OPraHe;

. KOMuA CTPaxoBOro CBUAETENbCTBA rOCyAaPCTBEHHOMO NEHCMOHHOIO CTPaxoBaHus;

. AOMONIHEHUA K aHKeTE UM IMYHOMY IMCTKY MO YYeTy Kagpos;

. pas/IMyHbIe CNpPaBKKM, OTHOCALLMECA K AaHHOMY paboTHMKY (KpomMe cnpaBoK ¢ MecTa

KUTE/NIbCTBA, O COCTOAHUM 34,0POBbA U APYTMX JOKYMEHTOB BTOPOCTENEHHOIO 3HAYEHUSA, KOTOpble
rPYNNMpyoTCA OTAENBHO).

[lpy Hamuuuu XapakTEPUCTUKU C IPOLUIOr0 MecTa paboThl U PEKOMEHJATEIbHOIO
[IMCbMa, IPEICTABICHHBIX MPU MOCTYIUIEHHH Ha pabOTy, OHU TAKXKE IMOALIMBAIOTCA B JIMYHOE
Jieno pabOTHHKA.

Jlnunble ena pabOTHUKOB PETUCTPUPYIOTCS B CHEIIMAIBLHOM JKypHaJle, XpaHsITCs B ceilde
U BBIJAIOTCSI BO BPEMEHHOE I10JIb30BaHUE TOJBKO OIPEEICHHBIM J0JKHOCTHBIM JIMLAM. 3alucu
Y U3MEHEHUS B JINYHBIE JIeJIa BHOCATCS JIMIIAMU, OTBETCTBEHHBIMU 32 UX BEJCHHE.

JInuHble N1es1a YBOJIEHHBIX MM YMEPIIMX paOOTHHUKOB JIOJKHBI I1€peaBaThcs B apXUB U
XPaHUTBCS 75 JeT.

JIuuHOE A€o BKIIOYAET JOKYMEHTBI, OTpa)KalollMe CBEAEHUS O pPaOOTHUKE U €ro
TPYAOBOU JESITEIBHOCTH, JIUOO O cTyneHTe U ero o0ydenun B BY3e. Kak npasuiio, muanoe 1emno
(dopmupyeTcsi B TeUeHHE JUIMTENBHOI0 IIepruoia BpeMeHu (Bce BpeMs paboThl Ui yueObl). OHu
BXOJIAIT B COCTaB JOKYMEHTOB I10 JINYHOMY COCTaBY.

B Hacrosimee Bpems JnM4HblE Jena Ha paOOTHHUKOB B O0S3aTEIbHOM IOPSIKE B
cootBercTBUU ¢ YkazoMm IIpesumenta PD ot 30.05.2005 Ne 609 nomxubl OBITH 3aBEIEHBI B
rOCyJapCTBEHHbIX (MYyHHMLMIIANBHBIX) opraHax BiacTd. Jns apyrux cdep IesTenbHOCTH B
HOPMAaTUBHBIX JOKYMEHTaX HET yIIOMUHAHUS 00 0053aHHOCTU BEACHUSI JINYHBIX Jie)l. DakTHYeCKU
JUIs OOJIBIIMHCTBA OPraHU3aLMi 3TO CTAHOBUTCS JI€IOM JI0OPOBOJIBHBIM.

Tem He MeHee, MpakTUKa I[IOKa3bIBaeT, 4YTO (OPMHUPOBAHHE U CBOEBPEMEHHOE
KOMILJIEKTOBAaHUE JIMYHOTO Jeja Ha paOOTHHMKA MPUHOCUT MHOTO NOJb3bl. [lockoibKy Bce
CBeZICHHsI O PaOOTHHMKE CKOHILIEHTPUPOBAHBI U YMOPSIOYEHBI B €IMHOM MecTe (CIOCOOCTBYET
JTy4qieil COXpaHHOCTH JIOKYMEHTOB) U K HUM OOecleyeH OnepaTHUBHBIN JAOCTYH (CIIOCOOCTBYET
ObICTPOMY MTOMCKY HH(OPMALIUHU IO 3aIpocy).

CocTtaB JOKYMEHTOB JIMUHOTO Jiefia pabOTHHKA:

o 3anBJ/ieHMe 0 Npueme Ha paborTy;

. TPYAOBOE cornaleHune (KOHTPAKT), AONOHUTE/IbHbIE COrNalleHus;

. JINYHbIV INCTOK NO yYeTy KaApoB U AONOJHEHUNE K HEMY;

. aHkeTa (aBTobuMorpadus);

. OOKYMeHTbl 06 ob6pasoBaHMK (Konuu);

. AOKYMEHTbI 06 yTBEPKAEHWUM B A0KHOCTM (KONUK UAK BbIMUCKK), B TOM YMCAE 3TO

mMmoryT 6bITb BbIMUCKU U3 NPOTOKO/10B yqpep,MTeneﬁ, dKLLIMOHEPOB, Y4eHbIX COBETOB, AOKYMEHTbI
KOHKYPCHbIX KomuMccuia, pe3ynbTaTbl TECTUPOBAHUA;

. peKkomeHAaaTe IbHble MUCbMa MU XapaKTePUCTUKU;

. OO/IKHOCTHbIE UHCTPYKL MU (pernameHThbl);

. aTTecTalMOHHbIE INCTbI, OT3bIBbI, NPEACTaBAEHUS;

. nacrnopTHble AaHHble, CBUAETENbCTBO O Bpake U T.4. (Konuu);

. 3aABAEHUA U NPUKa3bl (KONUK UK BbIMWUCKM) O NepeBoe Ha APYryo AONKHOCTb,
npeacTaBNeHns, CNPaBKN-06BbEKTUBKMY;

. OOKYMEHTbI O Harpa*kAeHMM, HaloKeHUU B3bICKaHUIA (Konun);

. cBeAeHMnn 0 4oxXo4ax, UMYLLECTBE U CNPaBKM NPOBEPKU NONHOTbI U AOCTOBEPHOCTHU
OaHHbIX CBeAeHUI (oN0 rocy4apCTBEHHON UM MYHULMMNANbHOM CNyK6bl);

. HeBoCTpeboBaHHble AOKYMEHTbI (CBMAETENbCTBA, AUMNOMbI, TPYA0BbIE KHUXKKU U T.M.);

. 3aABAEHUA U NPUKa3bl (KONMUK UK BbIMUCKK) 06 YBOSIbHEHWUK, NEpeBoae U T.4,;

. MHble AOKYMEHTbI B Cy4yae HeobXxoAMMOCTH, B YaCTHOCTU A/1A roCyAapCTBEHHOM

cny*Kbbl — noapobHee nocmoTpuTte YKas lNpesunaeHta PO.
dopmMupoBaHue IJUYHBIX eI pPAOOTHUKOB. PyKOBOICTBYIOTCS XPOHOJOTHYECKUM
MPUHITAIIOM, T.€. JOKYMEHTBI B JIMYHOE JIeJI0 PAOOTHHKA MTOMEIIAOTCS M0 MEPe UX TOSBICHUSI.



[Tocne yBonbHEHHS paOOTHUKA JIMYHOE AENO CYUTACTCS 3aKOHYCHHBIM JIEJIOMPOU3BOJICTBOM U
TOTOBUTCS K miepeAayde B apxuB. [Ipu 3TOM fena roceinyxammx nepenarrces B apxus nocie 10 ger
XpaHEeHUsT B KaJpoBOW chyxOe (HOpMaTuBHOE TpeOOBaHME, IIOCKOJBKY TMpH TEPEBOJIC
IPaXKAAHCKOTO CIY>KaIIero B APYroi rocyJapCTBEHHBIN OpraH ero JUYHOE MECTO MepeaaeTcs 1no
HOBOMY MECTy pabOThl), OCTAIbHBIX PAaOOTHHUKOB — KeNaTeNbHO HE MO3JHEee 3-X JIeT Mmocie
3aBEpIICHUS UX JIEJIOMPOU3BOJICTBOM.

BBuay BaXHOCTH JOKYMEHTOB, COCTABJISIFOIIMX JIMYHOE JEJI0, TPEOYETCS COCTaBISTh
BHYTPEHHIOIO OMKCH [0 ONpPEEICHHON (Gopme, ITpU ITOM OHA BCErjaa HyMepyeTcsl OTJEIbHO OT

OCTAJIbHBIX JOKYMCHTOB ACJIa.

BHYTPEHHAA OITHCDH
JOKYMEHTOR /1. Xp. N __ 05-15/110

Maenc AT Home,

Ne - i ‘“11 7 ~ 3aro10BOK JOKYMeNTA ~rmi ; — Tpisceyausme

1 2 3 4 5 [3

1 Hononniesiue K nUYHOMY RUCMKY NO ydemy !

xadpoe

2 19.03.2012 | lussisa AUCmoK no ywemy kadpoe 2-3

3 19.03.2012 | Aemobuozpadus 4

4 | OM827527 | 26062001 | Konus dunnoma 5

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

6 45-x 19.03.2012 | Konus npuxasa o npueste wa pabomy 12
Htoro ROKYMEHTOB.

fomjpama 3 spoamie |
KOnuvuecTeo mucToB BHYTpeHHEA OnmHCH
(amfpases w njazecno |
MucnexTop Wupoxoea T.IO. llInpokopa
(zcoaRa) (paces ppossa aoracn)

19.03.2012

@

HpI/IBCI[eM IIpuUMEp BHYTpeHHeﬁ OIIKCH J¢CJ1a, COACPKALICTO IMPUKA3LI 110 INYHOMY COCTABY.



BHYTPEHHAA OITUCH
AOKYMEHTOB eA. Xp. No _ 04-03
Mupexc Hara Homep
N A 3aronoBoX JOKyMeNnTa - e xp. Ipumesanne
1 2 3 K 5 6
1 Ix 10.01.2007 | O npueme xa pabomy Xnopocmenxo K0. 1. 1
2 2 12.01.2007 | O npuene wa pabomy Havuoa IE 2
97 978 02082007 | O6 ysosvwesuu Kopobxo M. A. 97 Konus. IModrurnux
ympavex (axm
o6 ympame
om 02.09.2007)
184 184x 26122007 | O6 yrorwnenuu Edpesosoit A. A. 184
185 185k 27.12.2007 | O npueme xa patomy Kopocmmwaeson E Q. 185
Hroro 185 (cmo Bocemboecsm nams) JIOKYMEHTOB.
PPAME & 8O0}
KOonuuecTBO MMCTOB BHYTPEHHER OnucH 3 (mpu)
[i W BPOENCL0)
MHCNeXTOp 10 Kajpam dedoposa I.I. ®epoposa

12.02.2011

BosBpamasice k mpaBuiaMm oQOpMIICHHSI JIMYHOTO Jiefia, OTMETHM, YTO 3aTeM B TPOIIecce
MOJATOTOBKA K apXMBHOMY XpaHEHHIO 3aBEPIICHHOTO JIMYHOTO Jiela KOJMUYECTBO JIHCTOB
BHYTpPEHHEH OIMMCH OTMEYAeTCs B JINCTE-3aBepuTee (IOCMOTpUTE o0paserr).



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 kaxjoro corpyaHuka (HOpMHUpPYETCs caMOCTOSTENbHOE JIMYHOE neno. Jlomyckaercs
3aTeM B MPOIlecCe MOATOTOBKM K apXWBHOMY XPAaHCHUIO TPYIIHPOBATH JIMYHBIC Jiella B TaK
Ha3bIBa€MbIC HAPSJIbI, T.C. MPOMIUTHh UX B 00IIEM Jelie (0COOCHHO NPU HEOOJBIIIOM KOJIMYECTBE
00pa3yroIMXCcsl TUYHBIX JIeT B T0ja). B 3TOM ciydae BO BHYTpEHHEH OMHUCH JOKYMEHTOB Jejia
JOJKHA COJIep>KaThCsl MH(OpPMAIMIO ¢ TMepeyHeM BKIIYEHHBIX B HUX JU4yHbBIX nen (OUO
pabOTHUKOB M HOMEpa JIMCTOB KaXJOTO Jeja, 4ToOBbl OOJErYWTh €ro WCIOJIh30BAaHUE B
JabHEHIIEM).

Ho Bce-Taku 3aTeM He 04eHb OyIeT yI00HO UCTIOJIB30BATh TaKoe «o01iee» nemno. [loatomy
1enecoo0pasHee MpOIIMBATh Jieja KaKk caMOCTOATEIbHbIe eUHUIIBI XpaHeHus. Ho Ha kaxmoro
TPaXXIAHCKOTO CITYKAIIero JOJDKHO OBITh 3aBEACHO TOJIBKO OTAEIBHOE Je0 (3TO HOPMATHBHOE
TpeGoBaHueE).

Odopmnenne nuaHoro nena. B nmporecce opopmnenus ciemyromas nHGOpMaIIus 10HKHA
B 00s13aT€TFHOM MOPsAJKE OBITh OTpa’keHa Ha O0JOXKKE JTMYHOTrO 1ena (oO0pasel MPUBOIUTCS 10

CCBIJIKE):

L] 3aroJ10BKOmM 1M4HOIo aena 6yAET YKa3aHue d)aMM}'IMM, MMEHN N O0THECTBa KOHKPETHOro
pa6OTHMKa B UMEHUTE/ZIbHOM Najaexe;

. B OOKYMEHTax Aesna Moryt 6bITb BapWaHTbl HAaNMUCaHUA d)aMVI}'IMVI, MMeHn nnn oT4yecTtBa

paboTHMKA. B 3TOM c/lyyae OHM JO/KHbI ObITb 3adUKCMPOBaHbI B 3aro/oBKe NIMYHOTO Aena (06bl4HO B
ckobkax). Hanpumep:

Axmeposa Aiicny Hacumoena (Anna Huxonaesna)

Cyxopyuxo (Kanununa) Bepa Onezosna

. B ciyyae dopmupoBaHuA B obliem Jene B HaMMeHOBaHMe 3arosioBka fobasnsatoTcs
BYKBbI, C KOTOPbIX HAYMHAKOTCA GamMUAUN PABOTHUKOB, UbM INYHbIE eNa BKAOUEHbI B AaHHbIV TOM:

Jluunwle oena compyonuxos, ysonennvix 6 2013 200y, «A»-«Hy

To orce, «lIy-«A»

. COrIAaCHO HOPMATMBHbIM aKTaM KpaliHWe [aTbl CeAyeT MpOoCTaBAATb TakMUe Ke KaK B
MpWKasax O MOCTYMIEHWU WU YBOJSIbHEHUM C paboTbl, B HEKOTOPbIX OPraHU3auMAX KpailHue [aTbl
onpefensAloT COrMacHo AaTam MOCTYMNAEHUA U YBOJIbHEHWA C PaboTbl (NOCNeAHUIA BapUaHT BCe-Taku He
COBCEM MpPaBW/IbHbIN);

. B JIMYHOM Aefie MOTYT BbITb JOKYMEHTbI, AaTUpyeMble bonee paHHel AaTol, Yem Aata
npuKasa o npueme Ha paboTy (Tem He MeHee, 3TO He NPUHMMAETCA BO BHUMAHWE NPU OnpeaeneHum
KpanHUX AaT INYHOro aena paboTHUKa);



. CPOK XpaHeHUs AW4YHbIX aAen paboTHukos — 75 net IMK, pykoBoauTenei — Boobuie
NOCTOSAHHO COrflacHo cT. 656 Tunosoro nepeyHa — 2010 roaa (Nnpu obopmneHnn gena Ana apxMBHOIo
XpaHeHWA HOMep CTaTbW He NEepeHOCUTCA Ha OBNOXKKY, YKa3blBalOT TO/IbKO CPOK XPaHEHWS NINYHOTO
[lena), OH He 3aBMCUT OT BO3pacTa paboTHMKA U HAYMHAET OTCUUTBLIBATLCA C MOMEHTA Er0 YBO/IbHEHUS;

. Ba*KHO 3adMKCUPOBATb KOIMYECTBO JIMCTOB AENa.

Wrak, nepedncieHbl OCHOBHBIE BKJIIOYAa€MbIE JTOKYMEHTbI B COCTaB JIMYHOIO JIEfa,
paccMOTpEHBI HamOojee BaxkHbIe TpeOOBaHUS K (DOPMHPOBAHHIO, XPAHEHUIO JUYHOTO JeIia
paboTHHKA U OPOPMIICHUIO OOJIOKKH.

IIpuka3pl M0 JUYHOMY COCTABY I'PYNNUPYIOTCH B OT/AeJIbHOE /1€J10, DU 3TOM UMEIOT
CBOIO COOCTBEHHYIO HyMepaluio (OTJIMYHYIO OT MPUKA30B I10 OCHOBHOI edaTeabHOCTH). BHyTpH
Jiena JIOKYMEHTBI CUCTEMATU3UPYIOTCS 110 XPOHOJIOTUH UX CO3aHUSI.

Hekotopele BHABI NpHKAa30B IO JIMYHOMY COCTaBy HPHUHATO H3JaBaTh 10
yHHPUITMPOBaHHOU (hopme. B 3TOM citydae HEOOXOUMO MPOCTO 3aMOTHUTH COOTBETCTBYIOIINE
rpadpl. OcTalibHbIE COCTaBISIOTCA B CBOOOAHOW (opme, B TO ke BpeMs He0o0X0IuMO
NPHUICPKUBATECS  ONPENEICHHBIX TpeOoBaHMi. B cimydae cocraBieHuss TIpHKasa 110
HEeYHU(DUIIMPOBAHHOHN PopMeE MPUMEHSIIOT T€ K€ pEeKOMEHAAIMH, YTO U JIJIsl COCTABIICHUS MPUKa3a
110 OCHOBHOU J€ATEIbHOCTH.

®opMUpoOBaHUE NMPUKA30B 10 JUYHOMY cOoCTaBy. [Ipuka3pl Mo JIMYHOMY COCTABY CIIEYET
TCPYIIUPOBATH B JieJia HA OCHOBAaHUU CPOKOB UX XpPaHEHUs, IIPU ATOM HE JIOMYCKAETCs MOMENIATh
BMecTe (B OIHO J1e710) JOKYMEHTHI JOJTOBPEMEHHOTO XpaHeHus (T.e. > 10 5eT) u BpeMeHHBIX
cpokoB < 10 ner. Hanpumep, npukassl o mprueMe, yBOJIbHEHUH U JIp. CO CPOKOM XpaHEHus 75 et
JOJIKHBI OBITH MOMEILEHBI OTMENbHO OT MPUKA30B 00 €XKEroJHBIX OTIyCKaX, KOMaHIWPOBKAaX,
KOTOPBIE XPAHATCS 5 JIET.

[Ipu 5TOM MpuUKa3bl C OJUHAKOBBIM CPOKOM XPaHEHHsI TOMYCKaeTcs AJisi 0OJerdyeHus: ux
MoWicka B JanbHeWmeM (0COOCHHO TpH OOJNBIIOM JOKYMEHTOOOOPOTE) JOMOIHHUTEIHHO
MoJpa3feNiaTh Ha OTAeNbHble nena. Hampumep, mpukassl 00 €XKEroJHbIX OTIYCKaX MOTYT
COCTaBJISITh CAMOCTOSITENIHHOE JIe7I0, O KOMaHAMPOBKAX — JIPYyroe, XOTs BCE OHU HMEIOT
MATUIIETHUN CPOK XPaHEHUS.

Xouy elie pa3 HaMOMHUTh, YTO KaX0€ CaMOCTOATEILHOE JIE0 JIOJKHO OBITh BHECEHO B
HOMEHKJIATypy /1]l OpTraHu3aIiu.

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

B T0 ke Bpemsi oCHOBaHUS K IIPUKa3aM M0 JIMYHOMY COCTaBY MOMEIIAIOTCS OTJAEIBHO OT
HUX. B KauecTBe OCHOBaHUS K MPUKa3aM MOT'YT BBICTYNATh:

1. NMYHble 3aABNeHMs PabOTHUKOB,

DOKNAAHbIE U CNyXKebHble 3amnncKy,
npeaAcTaBieHUs,

aKThl,

cnyxebHble NUCbMa APYrMX OpraHn3aLmi,
. KOMWU IMYHBIX JOKYMEHTOB U Ap.

Kak mpaBuiio, eciu B TEKyIIEM JEIONPOU3BOJCTBE COBMECTHO (hOPMUPOBAIIU MPUKA3HI U
OCHOBaHHUSI K HHUM, TO B TMPOIECCE MOATOTOBKHA MJisi apXMBHOTO XpAaHEHHUS TakKWe Jela
nepeopMUPOBBIBAIOT A UX pazaencHus. OCHOBaHUS K MpUKa3aM CO CPOKOM XpaHEeHHs 75 JeT
(manmpumep, 3asBiIeHUE paOOTHHWKA O TMpUeMe, TMEepeMeNeHHd U T.J.) OOBIYHO BXOMAT B
COOTBETCTBYIOIIIEE JINYHOE JeNI0 paOOTHUKA.

OcHoBaHHUA XK€ K TMPUKA30M C HEOOJBIIMMH CPOKAMH XpaHEHWs (HAmpumep, 5 JeT)
noryckaercs: GOpMUPOBATH OTAETHHO OT HUX, JIJIS YeT0 B HOMEHKJIATYPE MOXKHO TIPEyCMOTPETh
JIeJI0 ¢ TPUMEPHBIM 3arojOoBKOM: «J/{OKyMEHTBHI, HE BOIIEIIINE B COCTAaB JWYHBIX Jen (U
00s13aTeNFHO MEePEUUCIISIOT B CKOOKaX OCHOBHBIE UX Pa3HOBUIHOCTH)».

[Ipu bopmupoBanuu aen HeOOXOAUMO MPOBEPATH MPABUIBLHOCTh OOPMIIEHUS: HATTUYHE
MONIMWCH, BU3, JAaThl M HOMepa Mpukaza. HemoodopMieHHbIE NpPUKa3bl HE JOMYCKACTCS
MOAIINBATH B J€JA.

B Tekymem nemnonpou3BOACTBE OOJIOKKA Jielna ¢ MpUKa3aMH IO JUYHOMY COCTaBY
odopMIIIEeTCS aHAJOTUYHO MPUBEICHHOMY 00pa3ily (CM. MO CChUIKE, YTOOBI B 9TOH CTAaThe HE

ou e W



MOBTOPATHCS). 371eCb yYMECTHO OyJIeT MpOCTO YKa3aTh HEKOTOpbIE TNPHUMEPHI 3aroJIOBKOB:
«IIpukaser aupektopa OO0 «KombacHUK» MO JUYHOMY COCTaBy (IIpHUEM, TEpEMEIICHHE,
yBoJibHeHuE)» win «lIpukasel Ne 1-42 pykoBoauTENSI O IPEMUPOBAHUN COTPYIHUKOBY.

XpaHeHHe IPUKA30B 110 JMYHOMY cocTaBy. JlJis onpenencHus CpOKOB XpaHEHUS IIPUKA30B
MOJIB3YIOTCS  ACUCTBYHOIIMM TUIOBBIM IIepedyHEM JOKyMEHTOB. Ha ceromHsmHuii JIeHb
MOCJIEHUI TUIOBOM niepedyeHb coctapiieH B 2010 romy.

OOpamaem BHUMaHKE Ha cTaThio 19 0 1 mpuMeyanue 2 K Hell yKa3aHHOTO BBIIIE THIIOBOTO
NIEpPEeYHs — U1 ONIPEAEICHUS XPaHEHUS Pa3IMYHbIX KaTETOPUI IIPUKA30B 110 JIUYHOMY COCTaBY; Ha
CTaThlo 665 — OCHOBaHMS K MPUKa3aM, HE BOILE/IINE B IMUYHOE JIEJ0, XPAHAT 5 JIET.

Kak BuauM, HEKOTOpbIE IPUKAa3bl 110 JMYHOMY COCTaBY MOTYT XpaHMTbCS 5 Jer: o0
OUYEpPEeHBIX ¥ YUEOHBIX OTIYCKAaX, O JCKYPCTBAX, B3BICKAHUIX, KPATKOCPOUHBIX KOMAaHIUPOBKAX.

3HauyMTeNbHASA YACTh IPUKA30B UMEIOT AIUTEIbHBIHN (75 J€T) CpOK XpaHEeHuUs, B TOM YHUCIIe
0 JIOJITOCPOYHBIX KOMAaHIAMPOBKaX, 00 M3MEHEHUHU (aMHIUHU, 00 MCIOTHEHUN 00s3aHHOCTEH, O
HOOILPEHNH, HArpakKJeHUH, IOBBILICHUN KBaJM(UKALUKM, aTTecTaluu, 00 ormyckax 0e3
COJIEp’KaHus U T.[.

Taxxke 1 omnpeneneHuss CpPOKOB MOXKHO MCIIOJNb30BaThb BEJIOMCTBEHHBIE IIEPEUHU
JOKYMEHTOB, €CIIM OHH COCTaBJCHBI Ui OpraHu3anuu Bamedl chepsl nestenbHOcTH. OHH
Haun0oJiee MOJIHO OTPAXKAIT MHOT000pazne 00pa3yroIUXCs JOKYMEHTOB OpraHU3aliu, 03TOMY
IIPY HAJIMYUU TAaKOBBIX MMEHHO MX CJIELYET UCIIOJIb30BaTh B IIEPBYIO OUYEPElb IJI IIPOBEACHUS
9KCIEPTU3BI HEHHOCTU JOKYMEHTOB.

JloIroBpeMEHHOr0 XpaHEeHUs PUKa3bl 10 IUYHOMY cocTaBy (75 jieT) TpedyeTcs nepeiaTh
B apXUB OpraHu3aluu (10 CChUIKE IMpHUBEAEeHa UHPOpMAIHs, KaK 3TO CAeNaTh NpaBUiIbHO). OHU
BKJIIOUAIOTCS B OINKCH I IO JINYHOMY cocTaBy. Ha ocranpHble NpuKasbl 10CIIE HCTEYCHUS
CPOKOB WX XpaHEHHUS MOXHO COCTAaBUTh IO YCTAaHOBJIICHHOW (OpME aKT 00 YHHYTOXKEHUH
JIOKYMEHTOB (oOpasel; Mo cChlIKe NpuBeaeH). JIOKyMEeHTbl B OpraHu3allud, Kak IpaBHIIO,
YHUUTOXKAIOTCA IIEHTPAIU30BAHHO, IO3TOMY HX BKJIIOYAIOT B CBOAHBIA aKT C JApPYTUMHU
JIOKyMEHTaMH BCEX MOAPA3IEICHUN OpraHU3aliy.

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

Tema 1. Hayuno-cnpagounulii annapam K apxueam no JuyHomy cocmasgy. Onuce oen no
JUYHOMY cocmagy

CocraBJ/ieHHe ONIMCH eI JOKYMEHTOB I10 JINYHOMY COCTaBYy

OCHOBHBIM APXUBHBIM CIIPAaBOYHHUKOM JOKYMCHTOB IIO JIMYHOMY COCTaBYy BBICTYIIACT
apxuBHas onuck. JJokymeHTsl o JIC popMupyroTcss B OTACTBHYIO TPYIIY, CHCTEMAaTU3UPYIOTCS
000C00JIEHHO U BKJIFOYAIOTCSI B CAMOCTOSITEIIBHYIO OIHCH.

Onuce e Mo JMYHOMY COCTABY — YUETHBIN TOKYMEHT, KOTOPBIA COJIEPKUT MEepeUEHb
JIOKYMEHTOB JIEJI 110 JINYHOMY COCTaBY C YKa3aHUEM WHJIEKCOB, Ha3BaHUN JOKYMEHTOB U Ap. OHa
COCTaBIISIETCS B TPEX K3EMIUIIpax coriaacHo ¢opme, ycTaHOBIeHHOU [IpaBunamu opraHuzanuu
XpaHCHUA, KOMIIJICKTOBAaHUS, yqéTa U HCIOJB30BaHUA OJOKYMCHTOB apXHBHOTO CbOH)]a
pOCCUICKOH (eiepalviv U IPYruX apXUBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax
MECTHOTO caMoympaBiieHus u opranuzausax» oT 07.09.2015 r. Ona BkIro4aeT B ceOs:

o HaMMeHOBaHMe opraHMn3aumun
. Homep doHAa

o nopaaKoBbI HOMep

o WHAEKC Aena (Npu Ha MY HOMEHKNaTypbl aen)
o 3aro/10BOK gena

o AaTa gena

o 4YnCNIo INCTOB B Aene

. npumevaHue (ecnm ectb)

Omnuch TOKYMEHTOB MOKET ObITh COCTABJIEHA [0 XPOHOJIOTMUECKOMY WU CTPYKTYPHOMY
NPUHIUITY, KOTOpble OOBIYHO COYETAIOT B OJHOW OMHUCH: B KAXKIOH XPOHOJIOTMYECKOH Tpyrime
JieNla paclpeelsioTcs B COOTBETCTBHM CO CTPYKTYPHBIM mozpaszaencHueM. Ilomumo storo,



CYyILIECTBYET HOMHUHAJIBHBI HPUHIIUI, COIJIACHO KOTOPOMY 3aroJIOBKM J€ll B ONHUCH HUIYT B
CJIEMYIOIIEH MTOCIIeI0BATEIIbHOCTH:

1. npwKasbl (pacnops»KeHns) No IMYHOMY COCTaBy;

2. CMMCKU IMYHOIO COCTaBa;

3. ZINYHblE Aena;

4, KapTOYKK MO yYeTy IMYHOIO COCTaBa;

5. TPpyAOBble 4OroBopbI (cornaweHus);

6. NINLEBbIE cYeTa paboumnx M Cay»Kalmx o 3apaboTHoM naaTte (pacyeTHble BEAOMOCTU MO
3apnnaTe);

7. HeBOCTpebOBaHHbIE INYHbIE NOAJIMHHbIE AOKYMEHTbI YBOJIEHHbIX PaOOTHUKOB (Npu
OTCYTCTBUM OTAENbHOWN ONnCK);

8. aKTbl O HECYACTHbIX CAyYasX.

VYka3aHHble BUIbl JOKYMEHTOB, OOpa3yIOIIUXCsl B OpraHHalUsX B OONBIINX OObeMax,
MOTYT BBIICIATHCS B CAMOCTOSITENIbHBIE Pa3/Ieibl OIMCH, JTUOO B OTAEIbHBIC onucH. JInYHbIe 1ena,
JIMYHBIE KPATOUKH, TPYIOBBIE JOrOBOPHI MOMEIIAIOTCS B OMKCHU IO TOy YBOJbHEHUSI paOOTHHKA.

[TpaBuiia 3amoyiHeHUs1 ONUCH €N MO JIMYHOMY cocTaBy. HammeHoBaHue opraHu3zanuu.
HeoOxonumo yka3aThb TO HAaMMEHOBAaHHWE KOMITAHWH, KOTOPOE OHA HOCHJIA BO BpPEMs CO3JaHHS
JOKyMEHTOB. B TOM ciyuyae ecnu opraHusaiusi HECKOJIBKO pa3 CMEHWJIa HauMEHOBaHHUE B
YKa3aHHBIN NEepUOJ], TO HYy’)KHO OCTaBUTh IIOCIJIE/IHEE HAa3BaHUE.

@onx  Ne. Jlna opraHuzanmii, SABJLIIONIMXCS HWCTOYHUMKAMHM  KOMIUIEKTOBaHUS
roCyIapCTBEHHOTO MJIM MyHUIIUTIIAIILHOTO apXKBa, HOMep (OH/1a MPUCBAUBAIOT 3TU apXuBbl. Eciu
OpraHM3alMi HE ABJAIOTCS HCTOYHHMKAMHU  KOIMJIEKTOBAHMSI TOCYAAPCTBEHHOTO  WJIU
MYHUIIMIIAJILHOTO apXKBa, TO HoMep (OHIa MPUCBAaUBaeT cama opranusanus. B Tom cioyyae ecnu
B OpPraHu3alliy XPaHUTCS TOJIBKO OJMH apXUBHBIA (QOHI, TO 3Ta rpada He 3amnonHseTcs. Ecau
HECKOJIbKO  apXUBHBIX  (OHIOB, HampuMmep, AOKYMEHTbl  MPEANICCTBEHHUKOB WU
MOJIBEIOMCTBEHHBIX OpraHU3alui, TO KX/l (POH UMEET CBOM HOMEP COTJIACHO MOCTYIJICHUIO
€ro B apXuB.

[TopsinxoBelii HoMep. Kaxkoe 1€710 BHOCUTCS B OIMCH O] ONIPENEICHHBIM MOPSIKOBBIM
HOMEpPOM, KOTOPBIM SIBISETCS YHMKAIbHBIM. EcCiaM €710 COCTOMT M3 HECKOJIBKUX TOMOB, TO
KaX/IbIi JJ0JKEH ObITh BHECEH B OIUCH MO/l CAMOCTOSATEIbHBIM HOMEPOM.

Nunexc nenma. HyxHO yka3zaTb HMHIEKC Jena COTJIACHO HOMEHKiIarype gaen. llpum
OTCYTCTBUHM HOMEHKJIATYpBbI, rpady HE0OXOAUMO OCTaBUTh ITYCTOM.

3aroyioBOK jeina. 3arojJoBOK BHOCUTCS B ONKCh B TOYHOM COOTBETCTBUU C 3ar0JIOBKOM,
KOTOpPBII HaxoauTcss Ha oOnoxke nena. Hukakue pacxoxaeHust He JomyckaroTcs. s nen c
OJINHAKOBBIMH 3aroJIOBKAMM CYILECTBYET CJIEAYIOUIUI MOPSIOK: MOJHOCThIO MPOMHCHIBAETCS
HalMEHOBaHUE TOJIBKO NEPBOTO JeNa, a BCE OCTaJIbHbIE 0003Ha4Yat0TCs ciioBaMu «To xey.

Kpaitnue natel. B qanHoit rpade yka3piBaroTcs KpaifHUe JaThl Aedl.

Yucno snuctoB B aene. HeoOxoaumo mponucaTh KOJMYECTBO JIMCTOB, OTHOCSIIUXCS K
neny. OHU IEPEHOCATCS C 00JI0KKH Jiena.

[lpumeuanue. B mnpumeyanun B ciydyae HEOOXOAMMOCTH JIENIAIOTCS TMOMETKUH 00
0COOEHHOCTSAX (PU3UUECKOTO COCTOSTHUS TOKYMEHTOB, BHIOBITUH /1€ U JIP.

Hrorosas 3anucek. B KOHIIE ONUCH NOCIE TOCIEAHEN CTaThH CIIELYET UTOTOBAs 3alHCh, B
KOTOpOM 1upamMu U MPOMUCHIO YKA3bIBAETCS KOJIMYECTBO €I, IEPBbII U MOCIeIHUN HOMepa Ael
coryiacHo ornucu. Kpome Toro, 101KHbBI OBITH OTOBOPEHBI 0COOEHHOCTH HyMepalliH JeJ B OMUCH,
HaIpuMep, HaJTM4Ke JTUTEPHBIX U MPOIYIIEHHBIX HOMEPOB.

OOparure BHHUMaHHE, YTO HyMeEpalus MIET OT IEPBOr0 JOKYMEHTa, Ha MpHUMeEpe
HAYMHAETCS C MHOTOTOYMS; UHACKC Jiena OepeTcss 13 HOMEHKIIATyphl Jell OpraHu3alii Ha 3TOT
roJl, €CIIM KpallHUMM JJaTaMU SIBJISIFOTCSI HA4aslo roJia U ero KOHEll, TO JOIYCTUMO yKa3aTh OJTHUM
guciaoMm — 2009; KOIMYeCTBO JTUCTOB B JIEJI€ HE JIOJDKHO TMpeBbImaTh 250, mpu HE0OXO0AMMOCTH
JieJla TOMUPYIOTCSI; €CII JIUTEPHBIE U NPONYLIEHHBIE HOMEPA OTCYTCTBYIOT, TO MHUIIETCS CIOBO
«HeT». BepHas XpOHOJOrMs NpPOCTABICHMsS AT B JOKYMEHTE: |.MHCIEKTOp MO Kaapam, 2.
HavyaJIbHUK 0TAena, 3. mpotokoi DK, 4. mporokon DIIK, 5. yrBepxkaeHNE AUPEKTOPOM.
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Baxno: cornacHo mpaBuiaMm pabOThl apXHBOB Pa3peIIeHO BHOCUTh M3MEHEHHUS B OMUCH
3aroJIoBKOB JieJl, 0OHapy>KEHHBIX JOMOJHUTENBHO. VIX HY)KHO BKJIIOYATh B OMHUCH IOKYMEHTOB IO
JUYHOMY COCTaBy IIOJ] JIMTEPHBIMH HOMEpPaMH B COOTBETCTBHUM C TMPHUHATONM CXEMOH
CHUCTEMAaTH3alllK WU B KOHEIl FOJI0BOTO pa3zena.

Oco0eHHOCTh OMUCaHUsl JUIC — HAJMYUEe B OMUCATENHHOW CTaThe €IUHUIIBI XPaHEHUS
anemeHTa «CpoK XpaHEHHUs», B KOTOPOM 0003HAYAETCsl CPOK XPAaHEHUSI, OTHOCSIIUNCS TOIBKO K
JAHHBIM JJOKYMEHTaM.

JlonyctMo 4TOOBI B OMUCH IO JUYHOMY COCTaBy Jiejia pacrojararTcs B CIeIyIOLIeM

MOPsI/IKE:
. KHMWTa yyeTa COTPYAHUKOB (ecaun oHa BegeTca);
. npukassl no n/c;
. JMYHbIE AENA UMW NINYHbBIE KAaPTOYKMK;
. uueBble cyeTa no 3apaboTHOW naarte;
. HeBOCTPeboBaHHbIE TPYAOBbIE KHUMKKM.

B koHIIe KaXx101i ONMICH YKa3bIBaeTCs ITU(PAMH U MPOIUCHI0 KOJTMYECTBO BKIIOYCHHBIX B
Hee nen. Kaxmoe eino B omucH morydaeT CBOM MOPSIKOBBIA (apXUBHBIN HOMED, KOTOPBINA 3aTEM
IPOCTAaBISETCS Ha 00JI0KKE COOTBETCTBYIOLIETO JENa.



[Ipu onucaHuM €IUHULIBI XpaHEHUs JJIC OHM MOTYT aHHOTHPOBATHCS, €CIH HMMEIOT
3HAUYEHHE ISl UICIIOJIHEHUS COLMAIbHO-TIPABOBBIX, FTE€HEAJOTUYECKHUX U JPYTUX 3aIPOCOB.

['ogoBoil pa3zmen cBOAHOW oOmUCH A€l Mo Jic (Kajgpam), MOAJexalux Iepeaadye Ha
IIOCTOSIHHOE XPAaHEHHE, IeyaTaeTcs B 3-X SK3eMIusipax. JlOKyMEHT NOANKMCHIBAET €ro
COCTaBUTENb U 3aBEPSECT PYKOBOJUTEH KAJIPOBOTO OpraHa MpearpusiThs. 3aTeM OH 3aBEpsIeTCs
OK npeanpusitus, corjacoBbiBaeTcsi ¢ IIIK cooTBeTCTByIOIIEr0O apXMBHOIO YUPEKICHHUS U
YTBEPXKIAETCS PYKOBOAUTENIEM MPEITPUSATHUSA.

Tema 2. Hcnonv3zosanue apxueoe no 1u4Homy cocmagy

[Topsimok ucHob30BaHUsI ApXUBHBIX JTOKYMEHTOB, B TOM YHCJIE€ U MO JINYHOMY COCTaBy,
yctaHaBiauBaercs denepanbHoil apxuBHOU ciyk00i Poccun B coorBercTBuu ¢ KoHcturyrmei
Poccwuiickoit @enepanyu u ApyruMu GeneparbHBIMA 3aKOHAMU ¥ HOPMATHBHBIMU MPABOBBIMU
aktamu Poccuiickoit denepaiinu, OTHOCSIIUMHUCS K HHOOpPMAIUH.

OCHOBHBIMU TPUHIIMIIAMHU UCIIOJIB30BAHUS JOKYMEHTOB MO JUYHOMY COCTaBY SIBJISIIOTCSA
3aKOHHOCTh €€ IIOMCKa, IOJIy4eHMS M Hcnojb3oBaHus. Psgom crareir Koncrturynuum PO
rapaHTHPOBAHO MPABO TPAKIAH KaK Ha MH(OPMAIIHIO, TaK U HA JIMYHYIO, CeMEiHYIo TaiiHy. Tak, B
cooTBeTCTBUH cO cT. 24 Konctutyiuu PO «cOop, XpaHeHue, UCIOIb30BaHUE U PACIIPOCTPAHEHUE
uHpopManMMu O YACTHOM OKM3HM JMla Oe3 ero corjacusi He jgomyckaercs. Oprasbl
roCy/IapCTBEHHOMU BJIACTH U OPTaHbl MECTHOTO CaMOYIPaBIIEHUS, UX JOJKHOCTHBIE JTUIA 00s13aHbI
o0ecrevynTh KaXXJI0My BO3MOXKHOCTb O3HAKOMJICHHS C JOKYMEHTaMH U MarepHalaMu,
HEIMOCPEICTBEHHO 3aTparuBaroOlIMMU €ro TpaBa U CBOOOJBI, €CIM MHOE HE MPEIyCMOTPEHO
3akoHoM». Ctatbs 29 Kouctutynmuu P® mpemocraBiseT KaxaoMy HpaBO CBOOOJIHO HCKATh,
noJiy4yaTh, IepenaBaTh, MPOU3BOIUTh U PACIPOCTPAHATh HH(MOpPMAIUIO JIFOOBIM 3aKOHHBIM
CIocoooM.

PaccmoTpuM mopsiiok MCIOJIb30BaHUS JOKYMEHTOB 110 JJUYHOMY COCTaBY, HAXOSAIIUXCS
Ha XpaHEHHUH B apXUBE OpraHU3aliu.

[To 3ampocam rpak/iaH U OpraHu3aluii apXUB 1O JOKYMEHTAM BBISBIISICT 3alPAIIUBACM YO
UMU HH(QOpMAIIHMIO, MOATOTABIUBAET U TPEJOCTaBISET COOTBETCTBYIOIIME WH(MOPMAIMOHHBIE
JIOKYMEHTHI. ApXUB OpPTaHHU3YET MPUEM M PACCMOTPEHHE 3alPOCOB IPaK/IaH B YCTAHOBIEHHOM
3aKOHO/IATENbCTBE MOPSAKE.

3anpoc COIMAIBHO-TIPABOBOTO XapaKTepa — H3TO 3alpoC KOHKPETHOTO JIMIA WU
OpraHH3aIiy, CBA3aHHBIN ¢ 0OecreyeHneM MpaB U 3aKOHHBIX MHTepecoB rpaxaaH. K 3ampocam
COITMAILHO-TIPABOBOTO XapaKTepa OTHOCATCS 3alpoOChl O MOATBEP)KICHUH TPYIOBOTO CTaXKa U
pa3Mepax 3apabOTHOH TUIaThl, HArPaKIEHUH, IPUCBOCHUHU 3BaHUi, MOTy4eHHs] 00pa3oBaHUsS U
T.IL.

Nudopmanus connaabHO-MIPABOBOTO XapaKkTepa MO 3alpocaM TpakJaH U OpraHHU3aIlHii
BbI1aeTCsl B (hopMe apXUBHOM CIIpaBKU, apXMBHOM KOIHUU U apXUBHOW BBIIHCKHU.

ApxuBHas crpaBka — JOKYMEHT, COJEpKaIllMii apXUBHYIO WH(MOPMALMIO O TpeaMeTe
3ampoca, ¢ yKa3aHueM MOMCKOBBIX JAaHHBIX JOKYMEHTOB, HA OCHOBAaHHWU KOTOPBIX OHA COCTaBJICHA.



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
DEICPATLIOS TOCYABPCTHENINOE 6 NOS YIPERRCHIG BMCIICIO
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«¥pansesnii perepasnuniii ynusepenrer
usmenn nepsoro Mpeswaenta Pocenn B.H.Eanuunan
(PFAOY BITO «Yp®Y usmcnn nepsoro Hpeswaenra Poccnn BILE Lmnnas)

620002, Exarepumbypr, ya. Mupa, 19
Tea: 8(343) 374-03-62, daxc: (343) 374-38-84 | E-mail: rectome@mailustu.ru, hitpe//www.ustu.ru
OKI10 02069208; OFPH 1026604939855, HHH/KIIN 6660003 190/667001001
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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
L L T e T e TR R AR P e p—.—
Pocomioset Sacpomm ot M accalpe 1992 £ Nx 1133)

Npaneiose Messcreporns ofpamains N o1 12052000 1. N1 397 Ypanced TOOMPCTICHND TOURPOON YRS HICT DRSO NN §
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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

ApxuBHasI KOTUSI — JOKYMEHT, BOCIIPOU3BOSAIINI TEKCT UM M300paKEHUE apXUBHOTO
JIOKYMEHTA, C YKa3aHUEM €ro IOUCKOBBIX TaHHBIX.

ApxuBHas BBIIUCKA — JOKYMEHT, IOCJIOBHO BOCITPOU3BOSAIINI YaCTh TEKCTa apXUBHOTO
JIOKYMEHTa, OTHOCSILIYIOCS K ONpPEIEICHHOMY BOIpOCy, (akTy WM ULy, C YyKa3aHHEM
MOMCKOBBIX JIAHHBIX JIOKYMEHTA.



lNpunoxenue 2

Mpumep ohopmaeHna apXUBHON BINHCKH
OTKPbITOE AKUMOHEPHOE OBLLECTBO NIO. CHHnybIHON
“MbITULLMHCKUIA XNOMNOK” yn. Crpourenen, . 8, k6. 115,
APXHBHARA BHINWCKA MoCKOBCKaA 06NacTD,

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 Uenax NOBLULEHUA TBOPUECKON AKTMBHOCTH PAOOUNX OCHOBHBIX NPOGECCHi, BHIABNEHNA 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. NMpemuposats NOGEANTENEN KOHKYPCa PAtOYEro MacTepCTBa, 3aHRBWIKMX NPU30BbIe MeCTa:

4. Cummysiny 110, - npagunsbumuy - 3-e mecro.

AupexTop KombduHata @ o H.A. @omnues
COrnacoBano ¢ NPOPKOMOM lt/y“‘" 0.B. Xapnamogsa
OcHosanme: on. 2 n/c, 4. 103, n.57

Bepuo:

lenepanbunin AnpexTop odecTsa f%@{ 1(»‘ KA. Kpenertos

Nyzavesa MobGoes NleonudoeHa
345-78-56

ApXUBHBIE CIIPaBKH, BHITICKH M KOTIMH BBIIAIOTCS HA OCHOBAaHHH IMHUCHMEHHOTO 3arpoca
(U3UYECKOTO WM IOPUAMYECKOTO JIMIA, KOTOPBIN JOKEH CONep:KaTh HAaMMEHOBaHUE (M aJipec
MPU TIEPECHUIKE) OpraHU3aIu (apXxuBa), KOTOPOW OHHM aJPECOBAHBI; H3JIOKEHHE CYIIECTBA
BOMpOCa; GaMIIIHUIO, UMS U OTUYECTBO OOPAIAIOIIETOCs; €T0 aJipec, KOHTAKTHhIE TeIeOHbl; AaTy
U JINYHYIO TIOANHCE. B 3ampoce, coaepikamieM mpock0y 0 MOATBEPKICHUH TPYAOBOTO CTaKa WIIH
paszMepa 3apabOTHOM MIIAThI, YKa3bIBAIOTCS KpallHUE JaThl, MECTO U JOJKHOCTH PaOOTHI.

BbianHble apXWUBHBIC CIIPABKH, KOTIMHA M BBIMUCKU W3 JOKYMEHTOB PETHCTPHPYIOTCS B
KypHaie o popme.



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

OOpamenust TpakgaH, B KOTOPBIX OTCYTCTBYIOT (aMmimu, ajpeca W IOIIMUCH
00paIaroIuxcs, CANTAITCS aHOHUMHBIMH M HE TTOJJICKAT PACCMOTPEHUIO.

B cnyuae ecnu B oOpaieHUM mpeacTaBieHa HEMOIHAs HH()OPMALUS O 3apalinBacMbIX
CBEJICHUSIX (HallpuMep, He YKa3aHO CTPYKTYPHOE MOApa3/ieleHHe WK 3a KaKue rojibl Tpedyercs
MOJATBEPXKIICHUE O TPYIOBOM CTaxke, 3apabOTHOW Iuiate W Jp.), apXWB 00s3aH 3ampPOCUTH Y
3asABUTEIIS JOMOIHUTENBHEBIE CBEICHUA.

CpoOK UCITOJTHEHHS 3alIPOCOB COIMAIIBHO-TIPABOBOI0 XapaKTepa IpaKaaH U OpraHu3alui
M0 JOKYMEHTaM apXuBa He JI0JDKeH npeBbimath 30 aHel co qHs peructpanuu odpamienus. [lpu
CJIOKHBIX 3aIpocax CPOK MOKET OBITh IPOJIJICH, HO He Oosee yeM Ha 30 aHEH, ¢ 00sS3aTeTbHBIM
YBEJIOMJICHHEM 00 TOM 3asBUTETISI.

B cnydae moctymieHus B apxuB Hempo(dUIBLHOTO 3ampoca (He M0 Ha3HAYEHMIO) 3ampoc
MIEPECHIIAETCS M0 MPHUHAIEKHOCTH B JIpyTrAe OpPraHU3allMM WIM apXHUBBI B S-JIHEBHBIN CPOK C
MOMEHTa o0palleHus, 0 YeM JOBOJUTCS 10 CBEICHUS 3asIBUTEIIS.

ApXI/IBHI)Ie CHpaBKI/I COCTABJIAKOTCA HAa OCHOBAHUHN JIOKYMGHTOB, xpaHsmmxcg B apXI/IBe.
Ecnu mpu wucnonHeHuu 3ampoca ObUTM HUCHOJIB30BAaHBI HE3aBEPEHHBIE TOKYMEHTBI, TO 3TO
OroBapHBaeTCs B TEKCTE CIpaBKU (HAaIpUMeEp, «HEe3aBepeHHas Komus»). Eciu B JOoKyMeHTe
(Hampumep, MpHUKaze) OTCYTCTBYET MOINUCH PYKOBOAMTENS OpraHU3allMi WIM JaTa U HOMEp
MPUKa3a, TO BCE ITO TAKKE OTOBAPUBAETCS B TEKCTE CIIPABKH.

[Ipu oTcyTCTBUM B apXuBE€ JOKYMEHTOB, COAEPKALIUX CBEACHUS MO 3alpallliBaEMOMY
BOIPOCY (HarpuMep, 0 1aTe 00pa3oBaHUs OpraHU3aIllK), ApXUBHAS CTIPABKa MOXET ObITh BbIJIaHA
M0 XPaHAIIUMCS B apXHBe MEYaTHBIM MaTepHhaliaM, OTHOCSIIMMCS K TpeaMeTy oOpallleHus, C
TOYHBIM U ITOJIHBIM y1(a3aHI/IeM NCTOYHHUKA.

B apxuBHYI0 cipaBKy O MOATBEPKICHUH TPYIOBOIO CTa)Ka BKIIOUYAIOTCS JaHHBIE TOJIBKO
3a TO BpeMs, 3a KOTOPOE MMEIOTCS CBEJCHUS B JOKyMEHTax apxuBa. [Ipm 3TOM yka3wiBaeTcCs
TOYHOE Ha3BaHHE JODKHOCTH, KOTOPYIO 3aHHMMAall 3asBUTENb, M TMEPHOJ €ro padoThl B ITOU
JIOJIDKHOCTM.

NmMetomuecss B JIMYHBIX JeNax JUCTKU IO Y4YeTy KaJpoB, aHKETHI, aBToOHorpadum,
COOCTBEHHOPYYHO COCTAaBJICHHBIE 3asBUTEIEM, HA KOTOPBIX OTCYTCTBYIOT OTMETKH O MPOBEPKE
MMEIOIIMXCA B HUX CBEJIEHUM HAa OCHOBAHHMM MPEJICTABICHHBIX MOMJMHHBIX JTOKYMEHTOB WJIU
CHpaBOK, HC MOFYT C.]'IY)KI/ITB OCHOBAHHUEM JIs1 BbIAAYN apXI/IBHI)IX CHpaBOK 0 TPYJIOBOM CTaxe.
[Ipu HEOOXOAMMOCTH CcoepKAIIUECs B HUX CBEJCHHS MMCbMEHHO COOOIIAIOTCS 3asSBUTEIIO.

B Ka4deCTBEC JIOKYMGHTOB, HO}ITBCp)K)IaI-OIIII/IX pr210BOI71 CTaxX, IJIs1 COCTaBJICHUA CHpaBKI/I
IpU OTCYTCTBHM TPUKA30B MO JIMYHOMY COCTaBYy MOTYT OBITh HCHOJB30BaHBI MPUKA3bl TIO
OCHOBHOM JIeATEIILHOCTH, JINIIEBBIC CUETA 1O 3apa00THOM IIaTe.

B cnpaBKy JJIs1 HA3HAYCHUA NN Hepepacqua IICHCHUH BKJIIFOYAKOTCA CBCACHUS B nop;mKe,
OTIpEeNIeTIIEMOM OPTaHOM, OCYIIIECTBIISIOITIM TIEHCHOHHOE 00eCTIEYeHHUE TPaXKIaH.



Pazmep 3apaboTHOM MmiaThl yKa3bIBaeTCs B CIPAaBKE B COOTBETCTBUHM C MaciITaOOM ILieH,
JIEHCTBOBABILNX B TOT MEPUOJ, 32 KOTOPBIH 3aIlIpaIlIMBalOTCs CBEICHHUS.

Ceenenus o 3apabOTHOH IjaTre BKIIOYAIOTCS B CIPABKy TaK, KaK OHU HM3JI0KEHBI B
JOKyMEHTax apxuBa. [laHHBIE MPUBOAATCS pa3[eNbHO 3a KaXKIBIA roj 06e3 CyMMHpPOBaHHS B
nperenax roxaa. Pacder cpemHEMECAYHOrO M CPEAHErOZ0BOrO 3apal0TKa apXWBOM HE
IIPOU3BOJUTCSI.

[Ipr OTCYTCTBMHM JOKYMEHTOB O 3apa0OTHOW IUIaTe MOJDKHOCTHOM OKIJIAJ MOXKET OBITh
YCTaHOBJIEH Ha OCHOBAaHUU LITATHOI'O PACHMCaHUsl OpPraHU3alMy 32 COOTBETCTBYIOIIMI MEPUOT,
Jpyrue BBIIUIATHl — Ha OCHOBAaHMM IPUKA30B [0 JIMYHOMY COCTaBy WJIHM 110 OCHOBHOMU
JIeATEIbHOCTH.

B cmpaBky o moxarBepkaeHHWU (DAKTOB IMOJYYEHHS TPABMbI, HECUACTHOTO Cllydyas Ha
MIPOU3BOJICTBE BKJIIOYAKOTCS CBEJEHHUSA, COJEpKAllMecs B AaKTax O HECYaCTHBIX Cllydasx,
CBSI3aHHBIX C IIPOU3BOJICTBOM, KHUIAX Y4€Ta HECUACTHBIX CIIYy4aeB M APYIMX JOKYMEHTAX I10 UX
paccie10BaHHI0

[Ipy ucnonHEHUH MOBTOPHBIX 3allPOCOB WJIM COCTAaBJIEHUU IO MIPOCHOE IpakAaHUHA
CIIpaBKM, aHAJOTMYHOM paHee BBbIIAHHOW, AapXWB [MPOBEPSIET COOTBETCTBUE CBEICHUM,
BKIIIOYCHHBIX B CIIPAaBKY, TE€M, KOTOphIE MMEIOTCS B JOKYMEHTaX, M B Ciydae OOHapyKEeHUs
JIOTIOJIHUTEIBHBIX CBEJICHUM BKJIOYAET UX B [IOBTOPHO BBIJABAEMYIO APXUBHYIO CIIPABKY.

B coorBerctBun ¢ IlpaBunamu opraHuzanvu XpaHEHUs, KOMIUIEKTOBaHHUs, ydé€ra u
UCTIOJIB30BaHUS IOKYyMEHTOB apXMBHOTO (POHIA POCCHICKON (elnepanui U APYrHuX apXHBHBIX
JOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIpaBJI€HUA U
opraam3anusax» ot 07.09.2015 r. apxuBHBIE ClIPaBKH 0(OPMIISIOTCS 110 YCTAHOBJICHHON opme Ha
OJlaHKe apXUBHOM CHpaBKH WM OOIIeM OJlaHKe OpraHu3alliy, U3TOTOBJIEHHBIX TUIOTPaPCKUM
CIOCOO0OM.

W3bsatue nognuHHuka. B coorBerctBum ¢ [lpaBuiiaMu opraHu3anuu  XpaHEHUs,
KOMIUICKTOBAaHHUS, Y4€Ta M UCIOIB30BaHUS JIOKYMEHTOB apXHBHOTO (OHIA POCCHICKOMN
denepanuu U Ipyrux apXWBHBIX JOKYMEHTOB B FOCYAapCTBEHHBIX OpPraHax, OpraHax MECTHOTO
camoympasiieHuss U opranuzamusax oT 07.09.2015 r. gomyckaeTcs U3BSITHE apXUBHBIX JIeT U
BblJa4ya BJAJENblIaM WIM HX POJCTBEHHUKAM IMOJJIMHHBIX JIMYHBIX JIOKYMEHTOB: TPYAOBBIX
KHIDKEK, CBHJIETEJILCTB 00 OKOHYAHMHM Yy4eOHBIX 3aBEJEeHUM, aTTecTaToB 00 0Opa3oBaHUU,
ynocroBepeHuid U T. 1. [lognuHHBIE JNHYHBIE JTOKYMEHTBHI BBIJAIOTCS 3asBUTENSAIM 10 HX
MUCBbMEHHBIM 3aIIpOcaM C pa3pelleHus PyKOBOJIUTENSI OpraHu3allu MoJ pacnucky. Ilpu stom
3asBUTENb 00s13aH MPEABABUTH NACIIOPT WIM UHOW TOKYMEHT, MOATBEPKAAIONIUI €ro JINYHOCTb.
B cnyuae oGpaienust 3a JOKyMEHTaMH POJCTBEHHOTO JIMILIAa OHO TakXe 00s3aHO NMpEeACTaBUTh
JIOKYMEHTBI, TOATBEP)KIAIONINE CTENEHb POACTBA. J[OBEPEHHOMY JMIy BBIJAIOTCS Ha PYKHU
MOJIJTMHHBIE IOKYMEHTBI HA OCHOBaHMH HOTApUAJIbHO 3aBEPEHHOMN JTOBEPEHHOCTH.

Ha mecTto u3BATOro AOKyMEHTa B JEJIO NOMEMIAETCS CIPaBKa O €ro BblJAde, KOIMS
BBIIAaHHOTO JJOKYMEHTAa, @ B YUYETHBIX JOKYMEHTax (ONHCH) JeNalTcsd OTMETKH 00 H3bATHH,
YKa3bIBalOTCS HOMEp, JlaTa M Ha3BaHUE JOKYMEHTa - OCHOBAHMS JUIsl U3BIATHUS (3asBIICHHE,
3a1poc), a TakXKe paclucKa MojiydyaTess JOKyMeHTa.

[Tony4arenb MOJUIMHHOTO JIMYHOTO JIOKYMEHTA JIOJDKEH paclucaThest Ha 000poTe KOIMHUH
JMYHOTO TOKYMEHTA, OCTAIOIENCsl B apXuBe opranuzauuu. [Ipu 3ToM B pacnucke yKa3bIBarOTCs
€ro NaclOPTHHIE IaHHBIE.

B cootBeTcTBHM ¢ 3akoHOAAaTENbCTBOM P® opraHamu mpaBoOIOpsIKa U3 apXHUBa TaKxkKe
MOTYT OBITh U3BATHI MOJIMHHBIC APXUBHBIE JIOKYMEHTHI.

B sTOM ciydyae Ha MeCTO M3BATOrO JOKYMEHTA B JIEJI0 MMOMEIIAETCs CIIpaBKa O BblJaue U
CHSITasl C HEro Komus. B y4eTHBIX apXUBHBIX JOKYMEHTaX OTMETKa 00 M3BSATHH, YKa3bIBAIOTCS
HOMeEp, JlaTa ¥ Ha3BaHHE JJOKYMEHTa - OCHOBAHMS JUIS U3BATHS, a TAaKXKEe pacHucKa MoJyJyaTens
JIOKyYMeHTa (IIpy JIMYHOM nepenaue). B qanpHeiemM pabOTHUKY apXuBa 00eCcIIedrBalOT KOHTPOJIb
BO3BpaTa U3bSITHIX JOKYMEHTOB.

B cootBercTBUM cO cT. 12 3ak0Ha 00 apXHBHOM JIeJIe U3BITHE apXUBHBIX JOKYMEHTOB, HE
MPEelyCMOTPEHHBIX (pe/iepaabHBIMU 3aKOHAMH, 3aIIpPEIaeTcs.

[Jena BpIIAIOTCS U3 XPAHWIULLL;

a) 7151 UCTIOJIh30BaHUs pAOOTHUKAMHU OpTaHU3aIliH;



6) IJId  HUCIIOJIB30BAHUS rpancnaHaMH B UYUTAJBbHOM 3aJI€ IJId HaquBIX N HHBIX
HCCIICIOBAHUII;

B) BO BPEMEHHOE I10JIb30BAHUE IS APYTUX OpraHU3alN;

T') ISl TPOBEICHHS apXUBHBIX pa0OT C IOKYMEHTAMU;

) JJIsl IPOBENICHUST CTPAXOBOTO KOMUPOBAHUS U CIICIIUATBLHONW 00pabOTKH JOKYMEHTOB C
LEJIBI0 YIIYUIICHHS (U3UUECKOTO COCTOSHUS TOKYMEHTOB.

[ena BpI1atOTCSI BO BPEMEHHOE MOJIB30BAHUE U3 XPAHUJIUI] HA CPOK, HE TIPEBBIIIAOIINN:

1 MecsiI 171 UCIOIb30BaHUs PAOOTHUKAMHU OPTraHu3aIliu

1 MECALL AJIA UCITOJIB30BAHUA I[OKyMCHTOB B YUTAJIBHOM 3aJIC

3 Mecsa BO Bp€MEHHOE IOJIb30BaHME VIS APYTUX OpraHU3aIuil

6 MecsI1IeB AJ11 SKCIOHUPOBAHUS IOKYMEHTOB

Opranam cyjza U MPOKYpaTypsl Jieia BBIIAKOTCS 10 MPEKPAIICHUs Jiejia Wi BEIHECECHUS
cynebHoro penienus. [Ipo/jieHre YCTaHOBIEHHBIX CPOKOB BBIAYM JOKYMEHTOB BO BPEMECHHOE
MOJIb30BaHHWE, B TOM YHCJIE OpraHaM Cyaa M IPOKypaTypbl, a TakKe I SKCIIOHUPOBAHUS
JIOTTYCKAETCsl B OCOOBIX CIIydasiX C pa3pelieHus] PYKOBOJIUTENS OpraHu3alliu M0 MUCbMEHHOMY
MOJITBEPKICHUIO MOJIL30BATENSI O COXPAHHOCTH JIOKYMEHTOB.

Brigaua gen u3 xpanuwimia oopMITIeTCs CIICTYOIUMA JOKYMEHTaMHU:

1. 3akaszamu (TpeboBaHMAMM) Ha Bblaavy Aen B YMTabHbIN 321 U COTPYAHUKAM
opraHusaumm

2. aKTamu O Bblgaye e/l BO BpeMeHHOe Mo/1b30BaHne APYrMm OpraHn3aumam, B TOM
yuc/e opraHam cyaa W NpoKypaTypbl, UAK AN SKCNOHMPOBAHUA AOKYMEHTOB

3. 3aKasamu Ha nposeaeHue paboT Mo CTPaxoBOMY KOMNUPOBAHWUIO M pecTaBpaLmm
[OKYMEHTOB.

Bbmaqa AOKYMCHTOB H3 XpaHWJIWIIA PETUCTPUPYCTCA B KHHUIaX BblAa4YW AJOKYMCHTOB.
Hcnonuennsle 3aka3bl (TpeOoBaHUs) UCCleOBAaTeNel  XpaHATCS B  JUYHBIX  JIeiax
UCCIIeIoBaTeNe, a BCce MpOYMe - O UCTEYEHMs] CPOKOB MX XpaHEHHs. 3akasbl (TpeOoBaHUsA)
1es1eco00pa3Ho XPaHUTh /10 MPOBECHUS TPOBEPKH HAIWYMSI U COCTOSHUS JIElI.

Briaga men Bo BpeMEHHOE TOJB30BaHUE B JIPYTHE OPraHMU3alUU OQOPMIISIETCS aKTOM,
KOTOPBII COCTABISAETCS B IBYX IK3EMIUISIPAx, OJAUH UX KOTOPBIX OCTAeTCS B apXUBE OpPraHU3allny,
Ipyrod BblAAeTCA MOJy4aTento. AKT MOJNUCHIBAETCS PYKOBOJUTENEM OpTaHU3allMH,
nepefamolel aena, M PyKOBOAUTENEM OpraHU3alMU-NIONy4aTess: MOJMHCH CKpPEIUISIOTCS
repOOBBIMU TIeuaTsiMu opraHuzanuii. [locie Bo3BpamieHHs 7enm B JIBYX OSK3EMIUIIpax aKTa
JieNlaeTcs COOTBETCTBYIOLIAsi OTMETKA: OJMH SK3EMIUISIp OCTaeTCsl B OpraHU3al[MM-TIoNIydyaTese,
JPYyToii XpaHUTCS B eje (GOHIa B apXUBE OPTaHU3AIMH, BBIJABABIIEM JIEIa.

HanpaBnenue Ha CcTpaxoBoe KONMUPOBaHME, PECTABpALUIO, MEpersier opopMiseTcs
3aKa3oM. 3aka3 ohopMIIIeTCs B apXHBE OpraHU3aIuu Mo GopMe aKTa O BbIJaue BO BPEMEHHOE
MOJIb30BaHKE IPYrOi OpraHu3alHH.

Jlena BpIat0TCA U3 XpaHWIMILA 711 UCTIOIb30BaHMS U IPOBEAEHUS padOT MO CTPaXxOBOMY
KOINHMPOBAHUIO, PECTaBpaLlUy, TIEPEIIeTy TOJIbKO B oOpaboTtaHHoM Buze. Ilepes Beigaueit aen u3
XpaHWININA TPOBEPSETCS COOTBETCTBHE IMHMdpa MW 3arojioBKa Jeja Ha o0Joxke mudpy u
3aroJIOBKY JieJia B ONMCH; MEpe BblJauell U MpH BO3BPALICHUU JIEJI B XpAHWJIHUILE TPOBEPSIOTCS
HyMEpaIus JIUCTOB U COCTOSTHHE JIOKYMEHTOB Ka)KJIOTO BRITAHHOTO Jena. Kaxoe BeijaBaeMoe u3
XPaHUJIHUIIA JAETIO TOJKHO UMETh JIUCT UCTIOIh30BaHUS.

[lpr BBImaue pgen W3 XpaHWIMIIA HAa MECTO BBJIAHHOTO Jefla IIO/KJIAJIBIBACTCS
KapTa-3aMeCcTUTElb, B KOTOPOH yKa3bIBaeTCs HOMEp Jejia, HOMep OmHcH, HoMep QoHAa, Korjaa u
KOMY BBIJIaHO JIETIO, JIaTa ero BO3BpAaTa W MOJANUCH COTPYIHHKA, BBIAABIIETO €TI0, C YKa3aHUEM
noykHocTu. [Ipy Bo3BpallleHnu Jiena B XpaHWIIUILE KapTa-3aMecTUuTeNb u3biMaercsi. CocTosiHue
JIeJT, BO3BpAIIaeMbIX B apXHB IOCIIE MCIIOIB30BAHMS, JOJDKHO OBITH MPOBEPEHO B MPHUCYTCTBHU
JIMIIa, BO3BPAIIAOLIETO JOKYMEHTHI.

[Tpu oO6Hapy>KeHUU HETOCTauy /1€ UM OTJEIbHBIX JIUCTOB B HUX, @ TAKXKe MOBPEXKICHUIN
ACI U OOKYMCHTOB COTPYAHHUKAMH apXHBa COCTABJIACTCA AKT B ABYX 3K3CMIUIApPax, OJUH U3
KOTOPBIX MPEICTaBISIETCS UCCIIEeI0BATENI0 YNTAIBHOIO 3ajla WM PYKOBOJUTENO0 OpraHU3alluy,
HUCIOJIL30BaBIIEH AOKYMCHTHBI, JI1 NPHUBJICYCHHA BHUHOBHBIX K OTBCTCTBCHHOCTH, BTOpOI71 -
OCTaeTCs B apXUBe.



[Ipu mepememnieHUH TOKYMEHTOB 3a MpeeslaMH apXuBa JOJDKHBI COONIIOIATHCS MEpHhI
IPEJOCTOPOKHOCTH, HAJEKHO oOecreunBarmolue HUX coxpaHHocTh. Ilpu TpaHcmopTupoBke
JOKYMEHTOB COOJIIOAI0TCS MEPHI IO OXpaHE M 3aIIUTE UX OT BO3JCHCTBUS BPEAHBIX (PaKTOPOB
OKpY’Karollel cpenbl IMyTeM NPUMEHEHMs CIELUAIbHBIX BHUJOB YIAKOBOK, 00ECHEUMBAIOLIMX
3alUTy JOKYMEHTOB OT OCaJKOB, CBETA, MEXAHUUYECKUX ITOBPEXKICHUI.

Tema 3. Inexmponnsvie apxuevl NO TUYHOMY COCABY

B Hacrosimee Bpemsi HamOoJiee akTyaJdbHBIM BBICTYIIA€T BOIPOC 00 3JIEKTPOHHOM
XpaHEHUH apXUBOB II0 JMYHOMY COCTaBY.

OcHosHbie npobiembl, 603HUKAIOWUE NPU pabome ¢ OYMANCHLIM aAPXUBOM

1. OnepaTMBHbIN A0CTyn K BymMaxHOMY apxmBy A0BOJIbHO 3aTpyaHuTENEeH. Bpems oTeeToB
Ha 3anpocbl K AaHHbIM apXMBa COCTaBAAET OT OAHOMO A0 HECKONbKUX AHel. PaboTHMKam apxumsa
JOBONIbHO CNOXHO 06pabatbiBaTb BPY4HYHO O0MbLIOE KO/AMYECTBO 3anpocoB, MHOTME W3 KOTOPbIX
[0BO/IbHO CNOXHbI M TPEOYIOT ANA NOyYeHMA OTBETA MCMOAb30BaHWE H60bLIOIO KOANYecTsa Ae.

2. Pabota c 6ymakHbIM [AOKYMEHTOM BO3MOMKHA OAHOBPEMEHHO /WWb ANA OAHOro
YyesI0BEKaA, YTO COo34aeT HeyAobCTBO NpyM paboTe C aKTUBHO MCMO/b3YEMbIMU AOKYMEHTAMMU.

3. [OKYMEHT MOMHO JfIerKo NoTepATb MPM MNOMELLEHMM He B To aeno bnaropaps
«4yenoBevyeckomy dGakTopy».

4, ApXMB He 3alLMLLEH OT NOXKAPOB M NPOYNX POPC-MarKoPOB.

5. CTapble AOKYMeHTbl He 061a4al0T AO/MKHBIM KayecTBOM M MMM C/IOXKHO N0J/1b30BaThCA

BBU/Y BETXOCTM, HOBblE JOKYMEHTbI HE 40/ITOBEYHbI, MO MPUYMHE TOFO YTO BbICTPO M3HALLMBAIOTCA.

Pemennem maHHBIX MPOOJIEM SIBISCTCS CO3/IaHUE JIEKTPOHHOTO apXHBa JIOKYMEHTOB IO
JUYHOMY COCTaBy opranu3zanuu. MHdopmaius, XpaHsmiascs B JaHHOM apXWBE MO3BOJHT
MOJTy4aTh CIPABKY IO TPYAOBOH JEATEIHLHOCTH KAXKIOTO COTPYAHHKA, B TOM YHCIE 00 ypOBHE
3apa0OTHOM IIIaThl, CTaXe pabOThl, paszauyHbie OuOIMorpaduyeckue naHHble. Bes aTa
uH(pOpMaIs TMOATBEPKIACTCS OYMaKHBIMH JOKYMEHTaMH apxuBa. llpm HeoOXoaumMocTH,
DIIEKTPOHHBIA apXUB MOXKET XpaHUTh OLU(]PPOBaHHBIE KOMHUH OCHOBHBIX JOKYMEHTOB IO
JeATeTLHOCTH paOOTHHUKA.

[IpenmyrecTBa, momydyaeMble OT BHEIPEHHSI SJIEKTPOHHOTO apXKBa MO TUYHOMY COCTaBY:

1. MpocToi 1 BbICTPLIN AOCTYN K AOKYMEHTY 1t060ro COTPyAHMKA apxunBa B toboe Bpems.

2. BYMarKHbI apXMB OCTAaeTCA HETPOHYTbIM, YTO MO3BOJIAET COXPaHATb €ro 3Ha4YUTesIbHO
ponblie (ocobo xopolwo 3ToT ahdeKT byaer 3ameTeH ANA AOKYMEHTOB, TPebyoWMUX A0Ar0CPOYHOro
XpaHeHus).

3. [ OKyMEHT 3aLmLLeH OT USMEHEHWIA, YTO rapaHTMpPyeT NONHOTY UHbOPMaLUU.

4, PocT ckopocTn 06paboTKM 3aMPOCOB K apxXMBY U YMEHbLUEHWE BPEMEHM Ha MOJyYeHue
apPXMBHOW CNpaBKu.

5. KOHTpONb CPOKa XpaHeHWs B 3aBUCMMOCTM OT TUMA AOKYMEHTa U MHOOPMUpPOBAHME
apXMBapUycoB 0 HEOHXO4MMOCTM 06PabOTKN JOKYMEHTOB, TPEDYHIOLMNX YHUUTOKEHMUS.

6. PesepBHOE KOMWMpOBaHME AaHHbIX 3aWWUTMT  Ball  3/IEKTPOHHbIK  apxuB  OT

dopc-maxkopos.

Hanpuwmep, ¢upma «OneKkTpoHHBIH apxuB YKpauHb» HMeeT cieayromuid ombIT. [lo
aHAJIN3Y CIENUAINCTOB aKTyaJIbHOCTh BHEAPEHUS 21eKMPOHHO20 ApXud No JUYHOMY COCMABY
oOyciaBnuBaeTcs Kak YacTOTOW 3alpocoB KaJpOBOH JOKyMEHTAallMM, TaK M JIOCTaTOYHO
MPOJOKUTEIHHBIM CPOKOM XPaHEHUS 3TOTO BUAA JOKYMEHTOB (110 75 JeT).

Komnanus 3JIAY paspaborana »IeKTPOHHBIH apXuB IO JIMYHOMY COCTaBY JUis
MIPOMBIIIIIEHHOTO IPEANPUSITHS, B COCTaBE KOTOPOTO HaXOIUTHCS 3 IIaXThl, a IITAT COTPYTHUKOB
konebaercs oT 3500 mo 5000 pabotHukos. [Ipennpustue pyakuonupyet ¢ 1973 rona.

3aka3uyuk oOpaTWiCd C 3allpoCOM O CO30aHUU INEeKMPOHHO20 apXued KaJapOBOU
JOKYMEHTAIIUH, Kelask COKpaTHUTh BpeMs Ha MOJTOTOBKY CIPaBOK MO 3apaboTHOH Iiare,
TPYJAOBOMY CTaXxy, MOJTBEPKICHUIO JIbIOT YBOJIEHHBIX COTPYIHUKOB. BBU Ty OoMblIOro mrara u
cneuuUKu  JESATENbHOCTH  HPEAnpusATHs  (HaIM4YMe JOKYMEHTAluH, (UKCHUpyromei
IIPOM3BOJICTBEHHO-TPYAOBOM TpaBMaTH3M, NOJATBEpXKJarolled paboTy 4eloBeKa B YCIOBMSX
BPEIHOTO IPOU3BOJICTBA, AAIOIIETO MIPABO HA JILIOTHI) 00pabOTKa 3apOCOB, KOTOPBIX MOCTYIAI0
nopsiaka 200 B mecsIl, mpu pabote ¢ OyMakHBIM apXHUBOM ObLiIa TPYIOEMKOM U BpeMsI3aTPaTHOM.



Oranbel CO3JaHUS DJIEKTPOHHOTO apxuBa. BpipaboTaB KOHKPETHOE U JIETAIBHOE
TEXHUUYECKOE 3a/1aHne C 3aKa3YUKOM I10 BHEIPEHUIO 2IeKMPOHHO20 apXued 1o JUNIHOMY COCTaBY,
koManna «2JIAY» npuctynwia k peanusanuu mnpoekta. s JoCTHKEHHS ONTUMAIbHOTO U
HauboJsiee KAYeCTBEHHOTO pe3yJibTaTa Ha dTare CKaHUPOBAaHHUSA JIOKYMEHTAllUH, [TPEeIBAPUTEIILHO
OblTa TpoM3Be/ieHa pacmuBKa (¢ mocienyromieit cmmkoit) 2 190 men; omudposano 605 000
cTpanul. J{ns yao06¢cTBa U MPOCTOTHI pabOTHI YK€ € AJIEKTPOHHBIM 0a3MCOM JIOKYMEHTAIMH, Ha
npennpusaTHr Obllla YCTAaHOBJICHA cHCTeMa 3j1eKTpPoHHOro apxuBa Folium (paspaboranHbiii
CHEeUAIUCTaMH  KOMIAHUHM «DIJIEKTPOHHBIE apXUBbl YKpPauHbl» MPOrPaMMHBIA MPOAYKT,
MO3BOJIIOIINN OPTaHU30BATh U CTPYKTYPUPOBATH ONIM(PPOBAHHBIC APXUBHBIC TOKYMEHTHI).

PaGorta o ckaHupoOBaHUIO KaJPpOBOW JOKYMEHTaluel nmpeanpustus Oblia o0ycloBiIeHa
PsIOM OCOOEHHOCTEH:

- omudpoBke noamananu nena mnepuono 1973 — 2013 rr., 30 % u3 KOTOpPHIX OBLIN B
OYEHb BETXOM COCTOSIHUH;

- CyILIEeCTBEHHAas YacTh JOKYMEHTAIlMM HMeJa pYKONHMCHBIH M  HCYe3al0lui
MAIIMHOMUCHBINA TEKCT

- paboTa Mo IMPOEKTy OCYIIECTBIATIACH B 2 CMEHBI, HA TEPPUTOPUH 3aKa3unKa padoTana
MoOuIBHAs Opurasa.

Pe3ynbTarel BHEAPEHUS 3JIEKTPOHHOTO apXUBa!

DNEeKTPOHHBIA apXWB MO3BOJIWJI: CHU3UTH TPYAO3aTpaThl HA TMOUCK U oOdopmiieHue
UHOPMALIMKU TI0 3allpocaM B apXuB B 24 pasa; BBIBECTH U3 MOCTOSIHHOTO OOWMXOJa OPUTHHAIBI
OyMaxXHbIX JTOKYMEHTOB (00€CleYMB HMX COXPaHHOCTb OT IMOTEpPH, MOPYH, YMBIIUICHHOTO
peAaKTUPOBAHUS U T.11.).

Perynspuble wuccienoBaHus, NPOBOIALIMECS B YKpauHe, CBHIETEIbCTBYIOT, YTO
OOJIBIIMHCTBO TOJIL30BATENICH BBIICIISIOT TaKHUE MIPEUMYIIecTBa 0€30yMaKHBIX TEXHOJOTUH KaK:
9KOHOMUSL 8peMeHU COMPYOHUKO8, CPeOCm8 npeonpusmuil, nogvlulenue 3¢pgpexmusHocmu
pabomwl, U 803MOACHOCHL COBMECMHOU pAbOmMbL ¢ OOKYMEHMAMU.

DNEeKTPOHHBI apXWB — rapaHT oOecrnevYeHHs IMOJHOICHHOTO y4yeTa M XpaHeHUs
TOKyMeHTOB nipeanpusatus. Co3znanue crpaxoBoro (oHJa yYeTHOW NOKYMEHTAllUd (3aluTa OT
nokapa, yTpaThl, XuleHus, mopuu). CokpalleHHe KOIWYeCTBa YUETHBIX JOKYMEHTOB Ha
OyMa)XHBIX HOCUTENSX (HalpuMep, MHBEHTapHble KHUTH, onuch). ObecriedeHne COXpaHHOCTU
CTapbIX, PEIKUX U 0CO00 IEHHBIX JOKYMEHTOB (MCIOJb30BaHUE KOTOPBHIX B OYMa)XHOM BHUIE
MPUBOAUT K BETXOCTU M TOCIIEIYIONIEMY YHHUTOXEHUIO JOKYMEHTA — PEAKNUE KHUTH, apXUBHBIC
nena). OpraHu3anusi XpaHEHUs! SJICKTPOHHBIX JOKYMEHTOB B KOMIakTHOM Buje. [lomydenue
HEOTPAHUYEHHOTO YUCJIa KO JOKYMEHTOB B OYMa)KHOM U JIEKTPOHHOM BHJIE 06€3 0OpaleHus
K OyMa)kHOMY OpHUTHHAaNy (Hampumep, U1 BBIJAYM MO 3ampocaM TpaxaaH, Ui OTIPaBKU B
MOJIOTYETHBIE moapaszaeneHus). (OOecnedyeHHs BO3MOXKHOCTH JIOJITOCPOYHOTO  XpaHEHUs
JIOKYMEHTOB M JIOCTYyTa K HUM.

DNEeKTPOHHBIN apXUB — CPEJICTBO ONTUMHU3AIUHN padOTHI C JOKYMEHTAMU Ha MIPEATPUSITHH.
Opranuzanus OJHOBPEMEHHOW pabOThl C  DIEKTPOHHBIMH JOKYMEHTaMH  HECKOIBKHX
noyib30BatTeseil. Pasrpanndenne mpaB AocTymna moJib3oBaTeneil k nHdopmarnuu. ObecrieueHue
uHpopmanmoHHoi Oe3omacHocTu. CokpaieHHe BpeMeHH O00pabOTKH 3allpocoB, MOUCK
uHpopmanuu. YBenWYeHHE OMEepaTUBHOCTH Joctyna kK wuHpopmammu. ObecreueHue
OTIEpaTUBHOTO MOKCKA U IOCTYIA K JOKYMEHTaM CTPaXxoBOTo (JOH/a TOKYMEHTAIIUU B KPU3UCHBIX
cutyarusax. Co3anne MUPOKUX BO3MOXKHOCTEH IMyOJIMYHOTO JOCTYIA K ApXHUBHBIM JJOKYMEHTaM
HMCTOPUUYECKOT0, KyJbTYPHOTO U HAYYHOT'O HACIEIUSI.

Pe3zynomam ucnonvzosanus 2.1eKmpoHHO20 ApXU6a 8blpaNCAemcsl 8:

MoBbiWeHNM YPOBHA MHPOPMALLMOHHOTO 06ecneyeHns HaceeHus.
MoBbILLEHNM YPOBHSA KAaYecTsa MPUHATUA PELLEeHW.

MCKNIOYEeHUM PUCKA, CBA3AHHOIO C «4e10BEHECKUM GaKTOPOMY.
MpeemcTBEHHOCTU MOKONEHWIA CNELUanCToB.

DKOHOMMUU OGUCHBIX NAOLWAAEN NS XPAHEHWA LOKYMEHTOB.

6. COKpalLeHUM pACXOLOB HA COAEPKaHWe wWTaTa COTPYAHWMKOB, paboTalowmx c
BYMasKHbIMU U 3/IEKTPOHHbBIMU AOKYMEHTaMM.

7. MpPo3payHOCTK COCTOAHMA Aen B bunvanax v yaaneHHbix oducax.
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8. Mcnonb3oBaHMM 3NEKTPOHHOTO apxMBa Kak HEMATepUanbHOrO aKTMBA NpWU NpoJae
NPeAnpUATUA, CIMAHWUAX U NOTNOLLEHMAX (OCOBEHHO aKTyaNbHO A1 NPOMbILLNEHHOCTH, HedTe/ra3oBoro
KOMMIEeKca, Koraa B [AOKYMEHTaX COAEepXaTcA CBeAeHWA [ANA CTpaTerMyeckoro mnaaHMpOBaHuMA,
Hanpumep, pesynbTaTbl FE0NOrMYECKOW Pa3BeAKN MECTOPONKAECHUIA, YePTEXKMN KOHCTPYKLIMI CamMONeToB,
nT.a.).

9. BbicTpom noabope 1 NOVCKe JOKYMEHTOB B SKCTPEHHbIX CUTYaLMAX.

Bo3moxxnoctu mnpoeaenuss HUOKP (Toiapko W3Y4MB NPEABIAYIIHA OIBIT HAYyYHBIX
MCCJIEJOBAaHHUM, MO’KHO YCIIEIIIHO ABUTaThCsS BIIEPEN).

BHenpenue cucTeMsl 3JIEKTPOHHOTO apXHUBa JOKYMEHTOB 10 JIMYHOMY COCTaBY ITO3BOJISIET
B 3HAUUTEJIBHOM CTENEHU ONTHMHU3MPOBATh M YIPOCTUTh padOTy KaJpOBHKA. DJIEKTPOHHBIN
apXuB BBICBOOOX/1aeT 0(UCHOE MPOCTPAHCTBO OT HAKOIMUBIIMXCSA JOKYMEHTOB U 00ecreuuBaeT
3amty  uHbopMmammMu  Ojaromaps — CO3JaHHMIO  pe3epBHbIX  komuil.  Kpome  Toro,
CHUCTeMaTU3UpPOBaHHAsl 3JIEKTPOHHAs 0a3a JaHHBIX IOMOIAET COTPYAHMKY KaJpOBOM CIIyXOBbl
OINEPAaTUBHO HAXOAWTH HYXKHYIO WH(POPMAINIO, MTHOBEHHO MOAOUPATh JOKYMEHTHI, OTIPABIISSL
UX I10 2JIEKTPOHHOM 1104Te, U T. 1.

Pabora ¢ JoKkyMeHTamMH 1O JTUYHOMY COCTaBY TpeOyeT, 4TOObI KaAPOBHK 3HAJI HE TOJIBKO
TPYZOBOE 3aKOHOJATEIBCTBO U MOPAJOK ACIONPOU3BOICTBA, HO U OCHOBHBIE IIPAaBUJIAa XPAaHEHMUS,
o0paboTkn u mepemaun Oymar Ha apxuBHOE XpaHeHHe. Hajamnekamiee BBIIOJHEHHE STHX
o0s13aHHOCTEH CBA3aHO ¢ OOJIBIIMMU BPEMEHHBIMH 3aTPAaTaMH, YTO MPENATCTBYET BHIMOIHEHUIO
NIEPBOCTENEHHBIX KaJpOBbIX 3ajad. bosee TOro, cam crnenuanucT KaApoBOM CIyXObl JHUIIEH
BO3MOYKHOCTH PEaIM30BaTh CBOM PO ECCHOHATIBHBIC aMOULIMU, KOTOPBIE MOTYT OKa3aThCs LIMpe
BBITNIOJIHEHUS CYT'y00 OyMa)KHOU pabOoTBhl.

JU1g COBpEMEHHON KOMITAHUH ONTUMAJIBHBIM PEIIEHUEM BOIIPOCA XPAHEHUs TOKYMEHTOB
[0 JINYHOMY COCTaBy JOJDKHBI CTaTh TI'PaMOTHOE XpaHEHHE, CHUCTEeMaTH3auus U
aJIMUHUCTPUPOBAHUE C COOJIIOJICHHEM 3aKOHOAATENbHbIX HOpM. B monHoOW Mepe 53TO
OCYLIECTBUMO 3a CYET IIPUBJICYEHUS CTOPOHHUX apXMBHBIX KOMIIaHMW. B 3TOM cuTyanuun
PYKOBOJUTENSIM OpPraHU3aIMil OCTAeTCs JIMIIb ONPEAeTUTh KPEIUT TOBEPHUs K TAKUM CITy>KOaM U
pEIINTb, TOTOBBI JIM OHU UJTH B HOT'Y CO BPEMEHEM.

OnTUManbHBIM pElIEHHEM YKa3aHHBIX MPOOJIEM MOXKET CTaTh CUCTEMa, pa3paboTaHHas
cnenuanucramu kopnopauu JIAP, - « QnekTpoHHBIN apXUB KaAPOBOTO JAEIONPOU3BOACTBAY - U
IpeCTaBiIstomas co00i KOMIUIEKC /I JOKYMEHTALMOHHOT0 00eCeYeHNs KaIpOBbIX MPOLIECCOB
Y 3aIIUTHI epcoHambHbIX JaHHBIX (IT0).

Cuctema aBTOMaTU3UpyeT OOJBIIMHCTBO MPOLECCOB, C KOTOPHIMU KaJIPOBUK €KEIHEBHO
CTaJIKuBaeTcss B cBoell pabote. Tak, pelieHHMe ™O3BOJISET BECTU CTATUCTHKY M y4eT
yIpaBJIEHYECKUX KaJIPOB, HAXOJSAIIUXCS B pe3epBe, NOIydaTh UCTOPUIO PaOOTHI C 3TUM PE3EPBOM
3a J11000M TNepuos] BPEMEHH, a TaKXKe aHaJIM3UpOBaTh 3Tallbl MPO(ECcCHOHATBHOTO pocTa
COTpyAHHKA. B0O3MOXHOCTH OBICTpOro MOMCKa M JOCTyNa K HeoO0XoauMod HH(popMaluu o
COTPYIHUKAX B DJIEKTPOHHOM apXHBE CHIKAIOT TPYyJA03aTpaTbl M BpeMs Ha COCTaBJICHUE
noJ00pPOK JTOKYMEHTOB [UI OTYETHOCTH U MPEJACTABICHHUS IPOBEPSIONIMM OpraHaM, Ha
00paboTKy 3alpoCoB, a TaKkKe Ha BOCCTAHOBJICHHE U 3aBepEHUE KO yTpaueHHbBIX JOKYMEHTOB
Ha OCHOBAaHUM HX DJEKTPOHHBIX 00pa3oB. BHenpeHue cucTeMbl MO3BOJSET OCYIIECTBIATH
KOHTPOJIb HaJ COCTaBJIEHMEM WJIM 3alOJHEHHEM KaJIpOBOM JOKYMEHTAalUW M OTCIIEKHUBATh
Ka4eCTBO M CPOKHM BBINOJIHEHUs pabOT COTPYIHUKAMHU KaapOBBIX MOJpPA3JCIIEHUI B pexuMe
pealbHOTO BpeMEHHU. A XpaHEHHE JOKYMEHTOB B PEKMME BEPCUOHHOCTH MO3BOJISET OTCIEAUTD,
KOI'Zla, KEM M KaKW€ U3MEHEHUS1 BHOCWINCH B KaX/IbIil KOHKPETHBIN KaJIpOBbIN JOKYMEHT.

Kpome Toro, cocraB pemieHus: «IJIEKTPOHHBIM apXUB KaJpOBOTO JEJIONPOU3BOJICTBAY
MOYKHO TMOKO KOH(UTYpUPOBATh B COOTBETCTBHH C TPEOOBAHUSAMH U 3aJlayaMH OpraHU3aLUH, a
TaK>Ke MPOCTO U OBICTPO MOAECPHUZUPOBATH U PACIIUPATH CUCTEMY C Pa3BUTHEM KOMIIaHHH.

CocraB pemeHusa. PemieHne «OJIEKTPOHHBIM apXHWB KaJpOBOrO JEIONPOU3BOACTBA»
COCTOMT U3 HECKOJBKHUX MOJYJIeH, KOTOpble B KOMILIEKCE OPraHU3YIOT OTJIAXEHHYI0 padboTy
CUCTEMBI.
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IlepBblii U3 HUX - MOAYJb YIPABICHUS JJIEKTPOHHBIM apXUBOM, KOTOPBI CTPOUTCS HA
6aze cucrembl DJIAP CAIIEPHUOH. Cucrema mo3BojisieT XpaHUTh JIIOObI€ TUIBI JOKYMEHTOB
(3711eKTpOHHBIE 00pa3bl OyMaXKHBIX TOKYMEHTOB, TOKYMEHTBI YYETHBIX CHCTeM, (oTodailisl u
ap.). C ee NOMOIIBIO MOXHO IOJIy4aTh OIEPAaTUBHBIM MHOIOIOJIB30BATEIBCKUM JTOCTYII,
OCYILIECTBIISATh OBICTPHIA IMOMCK JIOKYMEHTALlMM B JJIEKTPOHHOM apXuBe IO 3aJlaHHBIM
napaMerpaMm M KJIacCU(UIUPOBATH JTOKYMEHTHI MO0 PA3JIMYHBIM aHATUTUYECKUM MpU3HaKaM. A
OTpaHUYEHHUE JI0CTYNA K KOH(UICHINANbHBIM JOKYMEHTAaM WJIN YacTsAM JOKYMEHTa MO3BOJISET
coOroaaTh 3aKOHOAATEIBCTBO 10 3AIIUTE NEPCOHAIBHBIX JaHHBIX.

Crenyronmii - MOy 10CTyNa K 3JEKTPOHHOMY apxuBy. Ero pabora ocymectBisercs
kak Harpsmyro u3 cucreMsl DJIAP CAIIEPMOH, Tak u uepe3 npuBbIYHbIE ISl [T0JIb30BaTENEH
IIPOrpaMMHBIE TPUJIOKEHUS 3a CYET BO3MOXKHOCTHM HHTErpaluyd C CHUCTEMOM YIpPaBIICHUS
3JIEKTPOHHBIM apXUBOM. A JJIsl IPEANPUATHI C XOJIUHIOBOI CTPYKTYpPOW OpraHU3yeTcsl 1OCTYI
K JIaHHBIM W3 TEPPUTOPHAIBHO YAAJIEHHBIX NOJpAa3fe/eHUN 4epe3 KOpHOopaTHBHbBIE
nH(pOpPMAIMOHHBIE CETH.

[TomHOCTBIO aBTOMATH3MPOBATH MpPOIECC MEPeBO/a OYMaKHBIX KaJpPOBBIX JTIOKYMEHTOB
NOpEeNnpUsITHs. B D3JEKTPOHHBIM BUJA TO3BOJIIET MOAYIb TeKymero BBoaa. CocraB 3TOro
IPOTrpaMMHO-aNapaTHOTO KOMILIEKCAa 3aBUCHUT OT KOJMYECTBA MEpCOHaja, paboTaromero B
KOMIIAaHUM, €KEJIHEBHOIO IOTOKAa KaJpOBOM JOKYMEHTallMd W OOBEMOB apXHMBOB, YTO U
omnpenenseT TUIBl CKaHUpYylomlero obopynoBanus. JlaHHbIi Monynp — obecriednBaeT
JOKYMEHTAIlMOHHYIO TOJAJIEPKKY KaJpOBBIX OH3HEC-TIPOIECCOB, IMOCKOJIBKY CBOEBPEMEHHOE
HaIlOJHEHUE AJIEKTPOHHOI'O apXWBa TEKYIIMMHM M apXMBHBIMU KaJpPOBBIMU JIOKYMEHTAMHU H
NpUBSI3KA AJIEKTPOHHBIX O0pPa30B pealbHbIX KaIpOBBIX JOKYMEHTOB K YY€THBIM JaHHBIM
rapaHTUPYIOT ONEPaTUBHBIN JOCTYI K JaHHBIM YIIOJTHOMOUYEHHBIM COTPYAHHUKAM.

Monynb XpaHeHUs CO3JaeT LIEHTPATIM30BaHHOE XPAHUJIUIIE OOJbIINX 00BEMOB JaHHBIX
HA OCHOBE CIICIHUAJIM3UPOBAHHBIX ONTHYECKUMX Hakomutened Ha DVD/BD-auckax.
OpranuzoBaHHOE TaKUM 00pa3oM XpaHEHHE KaJpOoBOM JOKYMEHTAI[MHU FrapaHTUPYET COXPAHHOCTh
U HEM3MEHHOCTh HMH(popMmanuu B TeueHue Oonee 50 JeT COMTacHO 3aKOHOAATENbCTBY IPH
MUHUMANbHBIX 3aTpaTax Ha MOJEPHU3ALNIO U 00CTYKUBAaHUE XpaHWINIIA.



Kpome TOro, 3T0 CIOCOOCTBYET CYIIECTBEHHOMY CHIDKEHUIO BHYTPEHHHX 3aTparT Ha
JIOPOTOCTOSIIIYI0 apeHay IUIOIIaAel MOoJ apXUBbl KaJPOBBIX JTOKYMEHTOB, TaK KaK MO3BOJISET
epeMecCTUTh OYMaKHBIM apXWB Ha TEPPUTOPHIO Oosiee JEIIeBBIX apeHIHBIX IUIOMma/ieH, a B
TeKylled paboTe COTPYIHUKOB KaJpOBBIX TMOJPA3ACICHUN HCIONb30BaTh JOKYMEHTHI
AJIEKTPOHHOI'O apXUBa.

Monynp 3alMIIEHHOTO BBIBOJA JOKYMEHTOB Ha II€4aTh CTPOUTCS HA OCHOBE
NOJKJIIOUEHUSI CcepBepa Iiedard, crnenuanuzupoBaHHoro IIO u pas3BepThIBaHUS CHCTEMBI
aBTOpU3ALIMM IYTEM YCTaHOBKM HJICHTU(UKALMOHHBIX YCTPOWCTB Ha MpuHTepax u MOV
npennpusts. s uaeatudukanuy moib3opareneii npumeHstorces: PIN-koab1, 6eCKOHTaKTHBIC
IUIACTUKOBBIE KapThl, MAarHUTHBIE KapThl, IITPUX KOABl WM CKaHEpbl OTIEYATKOB IMAaJbIEB.
Cucrema aBTOpH3aIlMM MOXET OBITH OOBEIMHEHA C YK€ CYHIECTBYIOIIEH B OpraHU3aluu
3aKa34yrKa CUCTEMOM 0€30IacHOCTH, HAlIPUMeEp, Yepe3 KapThl, UCIIOIb3yeMble COTPYIHUKAMU JIJIS
IIPOXO0/Ia YEPE3 CUCTEMY KOHTPOJIS AOCTYIIA Ha IpeanpusaTie. Moysb 103BOJISET aHAIU3UPOBATh
Bce paboThl MeyaTH IO pa3IUYHBIM [apaMeTpaM, B TOM YHCJIE KOJIUYECTBO U COCTaB
OTMPABIISIEMBIX Ha ME€YaTh JOKYMEHTOB JIJISl MCKIIOUEHUS WCIIOIB30BAHUS TEXHUKH ISl IMYHBIX
eJen.

3ammMTa TEpPCOHANBHBIX JaHHBIX. Pemienne «IJIEKTPOHHBIM apXUB  KaJIPOBOTO
JEJIONPOU3BOJICTBAY MOJHOCTHIO COOTBETCTBYET TPeOOBAHMSIM 3aKOHOJATENLCTBA MO 3allUTe
MEPCOHAIBHBIX JAaHHBIX, COTJIACHO KOTOPOMY KOMIIaHWH, paboTaroule ¢ I[epcoHaTbHBIMU
JAaHHBIMHU, 00SI3aHBI TAPAHTHPOBATH UX HAJICKHYIO COXPAHHOCTb.

DToro ynaercs JOCTHYb HECKOJIbKMMHU criocobamu. B wactHocTH, 3a cueT (yHKIUU
KOJIMPOBAHUS JOKYMEHTA, TPOCMOTP KOTOPHIX CTAHOBUTCS BO3MOKHBIM TOJIBKO TIOCJI€ BBEICHUS
naposst. Taxke cucrema nomyckaer ucrnoinb3oBanue DI u mpu HEOOXOAMMOCTH OTpaHUYKBAET
JOCTYI K 4YacTsM apXuBa, OTICIBHBIM JOKyMEHTaM WIH UX (parMeHTam JUIisl pa3iIMdHbIX
nosib3oBarenel wnau rpynn  nonb3oBareneil. Kpome Ttoro, DJIAP CAIIEPMOH xpanut
DIIEKTPOHHBIE JTOKYMEHTHI B BHJE CIEHUAIBHOTO 3aKOAMPOBAHHOTO (haiiia COOCTBEHHOTO
dopmara (Mertadaiina) AnSd UCKIIOYEHHUS BO3MOXKHOCTH HENPABOMOYHOTO KOMUPOBAHUS H
UCIIOJIb30BaHUsl Bcel MHGpOpMaluu WM ee 4YacTU. Bce 3TH Mepbl M CcOo3/1al0T HEOOXOAMMBbIE
YCIOBHSl JJIi HAJEKHOT0, 3alIMIIEHHOIO0 XPAaHEHWs MEePCOHAJIbHBIX JaHHBIX COTPYIHUKOB
KOMITaHHH.

Buenpenue pemenns «IeKTPOHHBIN apXUB KaJpOBOT0O AEIOMPOU3BOICTBA» MO3BOJISIET B
CUMTAHHBIE CEKYHJIbI HaXOJIUTh HEOOXOAMMBIM JTOKYMEHT, KOHTPOJIUPOBATH MPABWILHOCTH
o OpMIICHHUS JIEN B PEKUME PEaTbHOTO BPEMEHHU U MPOBOJIUTE ayTUT KaJAPOBOM JOKYMEHTAIUH B
yAQJIICHHBIX (Quianaiax W mojpasaeneHusx. Kpome Toro, cucrema obecnedmBaeT paboTy ¢
TEeKYIIMMH KaJPOBBIMH JOKYMEHTaMH, YTO OOJerdaer IMpolecCc pPEerucTpaluu KaJpoBOu
JOKYMEHTAIlMH, a 3a CUEeT MHTErpaluu 3JEKTPOHHOTO apXuBa C CYIIECTBYIOLIUMH KaJIpPOBBIMU
CHUCTeMaMM aBTOMAaTH3UpyeTCsl paboTa 1Mo y4eTy U cOopy craTucTHueckoi nHpopmarmn. Bee ato
B KOMILJIEKCE MO3BOJISET OJHOCTHIO aBTOMATU3UPOBATh PadOTy KaJIpOBUKOB, OIITUMU3ZHUPYS TEM
CaMbIM JIESITEIbBHOCTh KaJPOBBIX MOJAPA3ACIICHUN KOMIaHUH.

Hcnonb30BaHue 3JIEKTPOHHOTO apXuMBa B paboTe CiayX Obl YIpaBJIEHUS NEPCOHAIOM.
Kpome kaapoBOro 1OKyMEHTAallMOHHOTO y4eTa B IPOLIECCE YIPaBIEHUSI MEPCOHATIOM KPYIMHBIX
MOPENNPUATHI CO3/1aeTCs MHOXECTBO HE(POPMAIM30BAHHBIX JOKYMEHTOB: IICHXOJIOIMYECKHE
XapaKTePUCTUKU COTPYAHUKOB, YUeOHBIE MaTepHalbl, COIMOJIOTHYECKHE OMPOCHI, PE3yIbTaThl
OLICHKH Npo(eCCHOHATIBHBIX KayecTB NepcoHala W Jp. Takue TOKYMEHTHI TaKKe MOKHO
3arpy3uTh B AJIEKTPOHHOE XPaHWIIHILIE.

COA mno3Bosnsier popMUPOBATH €IUHBIE TTAKETHl JOKYMEHTOB, CBSA3aHHBIX C OOYYCHHEM,
OIICHKOM, aTTecTalfeil nepcoHana s JOKyMEHTAllMOHHOTO OOOCHOBAHUS TPUHATHS KaJIPOBBIX
pELIeHM.

PykoBomuTensM aenapTaMeHTOB, HAaYallbHUKAM OTAENIOB, CIEIHATUCTaM 110 O0YYSHHIO U
JIPYT'MM YIOJHOMOYEHHBIM COTPYAHHMKAM HAcCTPaWBalOTCSl MpaBa JOCTyNa K MOJ0O0HBIM
nokymeHTaM B COA 11 COBMECTHOM € KaJpOBOH CiIy:k00i pabOThI 1O YIPABICHUIO TIEPCOHATIOM.

MaccoBas onudpoBKa TOKYMEHTOB MPONUIbIX JeT. [ 3pheKTHBHOTO UCIIOIB30BAHMS
CUCTEMBI JJICKTPOHHOTO apXWBa HEOOXOJAMMO HAIMOJHUTh €ro CKaH-KOMUSMHU OyMa)KHBIX
KaJIpOBBIX JOKYMEHTOB. MUHUMAIILHO HEOOXOAUMBII 00beM JOKYMEHTAIMH (THIIbI, KOJIMYECTBO,



CPOK JaBHOCTH) i1 ONUGMPOBKH OIpeaenseTcss Ha dTame 3KcnepTusbl. OH 3aBUCUT OT
BHYTPEHHUX MOTPEOHOCTEH KaapOBOW CITy)KOBI, YACTOTHI 3aIIPOCOB CIIPABOK, BBITUCOK U KOIUH
JIOKYMEHTOB U Jpyrux (aktopoB. OTHOBPEMEHHO OMPEIENISICTCS KOIUYECTBO MHICKCHPYEMBIX
noJie, HeoOXOomUMBIX Uit A(G(EKTUBHOIO TOWCKAa JaHHBIX. TakuM 00pa3oM, MOKHO
ONTHUMH3UPOBATH OOBEMBI, CPOKH W CTOMMOCTH BBHITIOTHEHHUS PabOT 1o onupoBKe, a TaKKe
OIIPENICIIUTh OYEPETHOCTh CKAHUPYEMBIX JIOKYMEHTOB U JICJ.

PaGoTel mO MaccoBOMy CKaHUPOBAaHUIO apXWBa OyMaXKHBIX JOKYMEHTOB MOTYT
BBINOJIHSATHCS HAa MTPOU3BOJICTBEHHBIX TUToMaKkax Kopropanuu wim Ha Tepputopun 3akazdynka. B
MOCJIETHEM CITy4ae MCIIOJIb3YIOTCSl MOOUIIbHBIE OpUTaibl CIEIMATINCTOB 110 CKAHUPOBAHUIO.

Bce paboThI BBITTOJTHSICT BBICOKOKBATU(DUITUPOBAHHBIH MIepCOHAI o
CHEIUAIM3UPOBAHHBIM TEXHOJIOTUSM. B 9YacTHOCTH, TPUMEHSIOTCS TEXHOJOTHH [0 3aIlHuTe
NEPCOHANBHBIX JIAaHHBIX. Hanmpumep, Ha dTarne MHICKCHPOBAHUS M300paKCHUE pa3/eisieTcsl Ha
qacTu ¥ ()parMeHThI C JAHHBIMH OJTHOTO THMA ((pamMIIY, UMEHA, TAaCTIOPTHBIC TAHHBIC WU Jp.)
OPUXOIAT JJisi 00pabOTKH OJHOMY OMNEpaTopy, JaHHBIC JAPYroro TUma — K Apyromy. Takum
o0pa3oM, HUKTO HE BHIUT IMEJIOCTHYIO HMH()OPMAIMOHHYIO KapTUHY 00pabaThiBaeMoro
JOKYMCHTA.
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Bricokoe kauecTBO pe3yabTaToB pabOT JOCTUTAETCS 3a CYET MHOTOCTYIIEHYATOW CHCTEMBI
KOHTpPOJISI KadecTBa M CHEIHalbHBIX TeXHOJoruil. Hampumep, mpu pydyHOM pacmo3HaBaHUU
JIOKYMEHTOB OJIHO H300paKeHHE MPUXOAUT Ha 00pabOTKy ABYM OTepaTopam, a KOHTPOJIHPYIOIIas
porpaMMa CpaBHHUBAET BBEICHHbBIE MU JIaHHBIE. B ciyuae pacxok1eHus MPaBUILHOCTh TaHHBIX
MOJITBEPKJIAET BRICOKOKBATU(UITUPOBAHHBIN COTPYTHHUK.

B pesynbraTe MaccoBOl OIMGPOBKH MONYYaeTCS AICKTPOHHBIA HH(POPMAIIMOHHBIH
pecypc (CKaH-KOTMHU JOKYMEHTOB M WHJEKCHas 0a3a), TOTOBBI K 3arpy3ke B AJICKTPOHHOE
XPaHUJIHIIIE.

[TepcriekTHBBI pa3BUTHS pemieHUs. MoJepHHu3aus W MaclTaOUpPOBaHUE PEIICHUS
OCYIIECTBIISIETCS C POCTOM MpPEAnpusiTUsi, ¢ BBeaeHueM OOIIero meHTpa oOpaboOTKU KaJpoBOH
JIOKYMEHTAITMHU (HaIpuMep, JUIS TEPPUTOPHUATHLHO PACIIPEICICHHBIX H XOJIUHTOBBIX CTPYKTYD),
JUISE XpaHEeHUs JOKYMEHTOB JIPYTHX CIyxk0 opraHuzanuu (OyxranTepus, AOTOBOPHOW OTIEN,
Mo/Ipa3iesieHust, 00eCTIeUnBAIONe OCHOBHBIC OM3HEC-TIPOIECCHI U T.1.).

ITo 3ampocy 3aka3umka BO3MOXKHA pa3pabOTKa aBTOMATU3UPOBAHHBIX CHUCTEM IS
HR-tiporieccoB moabopa, arrecraniuu, oOydeHHs TepcoHajga Ha IwiaTGopme 3IEKTPOHHOTO
apxuBa.

[Ipeumyiectna:

. NosbiweHne 3bdEKTUBHOCTM PaboTbl KAZAPOBOM CAYXKObI 3@ CYET COKPALLEHUA BPEMEHM
06paboTKn KaapoBoi MHPOPMaLMU U CHUXKEHUA 06beMa BymaXKHOro JOKyMeHToobopoTa.



. CHWXeHWe Harpysku Ha NpodubHbIX cneunanuctos HR-noapasaeneHuii.

. BbICTPbIN NOUCK AOKYMEHTOB MO Nt0bbiM aTpubyTam (TabenbHbii Homep, PUO
COTPYAHWKa, NoApasaeneHune, TMN JOKYMeHTa, BDEMEHHOM Nepuoa 1 Apyrne) u B pexmme
NOIHOTEKCTOBOTrO NOUCKA, POPMMPOBAHME M NevaTb NOABOPKM KaAPOBbIX JOKYMEHTOB.

. [onroBpemeHHOe XpaHeHWe 3/1EKTPOHHbIX JOKYMEHTOB B Te4eHUE CPOKOB,
npesycMOTPEHHbIX 3aKOHOAATENbCTBOM, C aBTOMATUHECKUM YBEAOMAEHNEM OTBETCTBEHHbIX
COTPYAHWKOB 06 MCTEUEHWNMN CPOKOB XPaHEHMUS.

. ObecneyeHue 3aLMUTbI NEPCOHANBHBIX AAHHBIX 33 CHET NPOrPAMMHOTO OrpaHUYEHMA
A0CTYNa K HUM, HaCTPOWKM NpaB No/ib30BaTeNei, CNONb30BAHMA CNeLMann3npoBaHHOTO MOAyYA
3alMLLEHHON NeYaTn.

. CHWUXXEHWMEe PUCKOB NMOPYN U yTEPU OPUTMHANIOB KafpOBbIX AOKYMEHTOB.

. CoKpallleHWe 3aTpaT Ha cofeprKaHne apxuBa ByMaKHOW KaapoBO JOKYMEHTALMN.

Peanuzosannvie npoexmui.

CucreMa aBTOMaTH3AIUM AeITEJILHOCTH apXuBOB YeassOuHCKOM 00/1acTH

I'Y «O0benuHeHHbIH rocynapcTBeHHbINH apxuB YemsOuackoit obmactim» (OI'AYO) —
caMmoe KpYyIHO€ yUpexIeHNe apXUBHOM CITy>KObI pErnoHa, B KOTOPOM XpaHUTCs Oosiee 2 MIH Jiell,
B TOM umciie ocobo neHHslx. B crpykrypy OI'AYO Bxoasar 10 ornenoB u 6 CeKTOpoOB,
COXPaHHOCTh U UCIOJIb30BaHUE JOKYMEHTOB obecneunBatoT 120 coTpyJHUKOB.

[IpaBurenscTBoM YensOuHckoi obmacTu ObLIa IMOCTaBIeHA 3amada — OOECIEeYHTh
IpeJoCTaBlIeHNe B KpaTdaillie CpoKM HEOOXOJUMMOHN apXMBHOM MH(OpManuu A nepexona
OI'B Ha oka3aHMe TOCYJapCTBEHHBIX YCIYT B 3JIEKTPOHHOM BHJIE. DTO MO3BOJIMIIO BO30OHOBUTH
paboThl o cozganuio EauHoil nHpOpManOHHO-IOMCKOBON CHUCTEMBbl apXUBOB UensiOMHCKOM
obnacTH.

TpebGoBaaoch 0OECICYHTh:

a) BO3MOXKHOCTH ynajeHHON mojaun oOpaimienus B OI'AYO u KOHTpOJsS Haa XOJI0OM H
pe3yjibTaTaMH €ro HCIOJHEHUs i1 00pabOTKM COLMaIbHO-IIPABOBBIX 3ampocoB YIIDP,
OpTraHU3aIMi U TPAK/IAH;

0) BO3MOKHOCTh yJaJIeHHOW paboThI C JOKYMEHTaMH U3 cocTaBa (OHJa MOJIb30BaHUS Ha
AIIEKTPOHHBIX HOCUTENSAX [Tl 3apErUCTPUPOBAHHBIX MOJIb30BATEIEH YUTAILHOTO 3aJ1a apXUBa;

B) MOMNOJHEHHE CYIIECTBYMOIEH HH(OPMAIMOHHO-OUCKOBOW 0a3bl apxuBa U (oHIa
M10JIb30BAHNS Ha 3JIEKTPOHHBIX HOCUTENSAX JIEKTPOHHBIMU KOMHUSAMH IOKYMEHTOB apXHBa.

Jns pemieHus 3TUX 3a7ad Oblio pemeHo npoBectu oOHoBineHne ANC APXUB c
no0aBiIeHHEM U JOpabOTKOM TUIIOBBIX MOJyJIeH U peanu3alueii web-cepBUCOB.

Pemenue. Ha nepBoM stane B pamkax 'K NeO1.K ot 11.07.2011 Obina ycnemHo perieHa
3a/la4a ONEpaTUBHOM OTPAabOTKU COLMAJIbHO-TIPABOBBIX 3arpocoB. Kpome Toro, OblT paciupeH
CIHMCOK TEMAaTHYECKHUX pa3JesoB 3JEKTPOHHOIO XpPaHWIMIIA W J00aBJICHBI HOBBIE IOJSA B
CTPYKTYpy 0a3bl JaHHBIX I HHIEKCAIIUN IOKYMEHTOB JOPEBOJIOLMOHHOIO IEpUOAA.

B Hacrosmuii MOMEHT NpoaoIKaroTCs padoThl MO paclIMpeHHI0 (YHKIHMOHAIBHBIX
Bo3MoxkHOCTeH cuctemsl AVIC APXWB mu1st 06cimykuBanus yJalleHHbIX Modb30oBaTenell. Bropsim
ATAIoOM 3arIaHupoBaHo co3nanue B 2012 roxy MHTepHeT-1opTana apXuBHOM CIIy:KOBI 00JIACTH U
3aBepIICHHE TEKYIIMX paboT MO0 OOHOBIEHUIO CYIIECTBYIOMINX U BKIIOUYEHHUIO B COCTaB CHCTEMBI
JIOTIOJTHUTENBHBIX MOJyjield. CoryiacHO MpeabsSBICHHBIM TpeOOBaHUAM, TEXHOJIOIHYeCKas
apXUTEKTypa CUCTEMbI TIO3BOJIUT OOECIIEYUTh COBMECTUMOCTh C UH(POPMAILIMOHHBIMU CHCTEMaMH
rOCYy/IapCTBEHHOTO CEKTOpa W Pa3jMYHBIX BEJIOMCTB 3a CUET HCIOJb30BAHUSA OTKPBITHIX
CTaH/IApTOB B3aMMOJECHCTBHUSI.

Pesynbrarel. KoMmeke peann3yeMblx MEPONPUATUI MO3BOJIUT:

1. ObecneynTb rpaxkaaHam M OpraHM3auMaAM BO3MOXKHOCTb B NMOJIHOW Mepe peann3oBaTtb
CBOW NpaBa Ha noJiy4yeHne nHpopmaLmm, coaepKalenca B apxmBHbIX A4okymeHTax OFAYO.

2. MoBbicUTb 3GPEKTUBHOCTL AEATENbHOCTM APXMBA MO YNPaBAEHWUIO U NPEeAOCTaBAEHUIO
poctyna K doHAam B ByMaxKHOM U 3N1EKTPOHHOM BUAE.

3. MoBbicUTb ONepaTMBHOCTL 06PabOTKM NOCTYNAOLLMX COLMANbHO-NPABOBbIX 3aMPOCOB.

4, CHM3WUTb Harpy3Ky Ha COTPYAHMKOB 32 CYeT aBTOMATM3aUMW TUMOBbIX APXUBHbIX
npoueayp.

Taxxe peann3oBanbl NpoekThl B opranax 3AI'C.



JuexkTpoHHbIil apxuB 3AI'C KanunuHrpaackoii od/iactu

3AI'C (ArenrctBo) KammHuHrpaackoit o0iacTH SIBISETCS HCIOJHHUTEIBHBIM OpPraHOM
TOCY/IapCTBEHHOW BJIACTH, OCYIISCTBISIIOMMM (DYHKIIMKM OpTraHU3alUU JACSITEILHOCTH TIO
TOCYJapCTBEHHOM  PETUCTpPAlldd  aKTOB  TI'PaXKIAHCKOTO  COCTOSHUS HAa  TEPPUTOPHH
Kanununrpazackoit obnactu, crnennanbHble QyHKIMH B YCTaHOBJIGHHON cdepe AeATeNbHOCTH U
KOOPAMHUPYIOMUM AesiTebHOCTh 25 oTaenoB 3AI'C ropoaa KamuHuHIpaa ¥ MyHUIMIATbHBIX
oOpa3oBaHmii 00acTy.

C momeHnTa o6pazoBanus Kaimaunarpaackoi odmactu (KO) B 1946 roxy apxuBbl OpraHoB

3AT'C nakonmu 6osee 9000 akTOBBIX KHUT, IIPH TOM B YUETHYIO CHCTEMY BHECCHBI CBEJICHUS 00
aKTax rpaxJaHCKOr0 COCTOSIHUA HauuHasi ¢ MOMeHTa e€ BHeapenus — B 2004 roay. 3anucu ¢ 1946
1o 2003 rojbl (OKOJI0 2 MIIH. 3aITUCEei ) PEICTABIICHBI TOJBKO B OyMa)XHOM BHUJIE.
C uenpio aBTOMAaTU3allMM OCHOBHOM JesTeabHOCTH AreHTcTBa U otnesioB 3AI'C, nmepexona Ha
OKa3aHHUe TOCYIaPCTBEHHBIX YCIYT B 3JIGKTPOHHOM BHUJIE, @ TAKXKE ISl TOBBILLIEHUS COXPAHHOCTH
JIOKYMEHTOB Ha OyMakHBIX HocuTelsix, [IpaBurenbctBom KanuHuHrpaackoil obiactu ObLIO
NPHUHITO pelieHne 00 omudpoBKEe JOKYMEHTAIHLHOTO (DOHAA TIO PETHCTpAIH  aKTOB
TPaKIAaHCKOTO COCTOSIHUSI M CO3JaHUIO €IMHOMN MTOMCKOBO-CIIPABOYHON CHUCTEMBI « DJIEKTPOHHBIM
apxuB 3AI'C» Kanununrpaackoi obnacru.

Pemenne. Ha nepBom stame B 3AI'C (ArenrctBe) Kamununrpaackoir ob6mactu ObuLT
pa3BepHYT MPOrPaMMHBIN KOMIUIEKC B BHJE MakeTa CHCTeMbl U C(HOPMUPOBAH TECTOBBIN
AJIEKTPOHHBIN HH()OPMAMOHHBIN pecypc B 00beme 20 Tric. 3anuceil. B kaxxom otaene 3AI'C KO
HACTPOCHO KIMEHTCKOE MPHUIIOKEHUE AJIsl YIAIEHHOTO JOCTYIIA K AJEKTPOHHOMY apXUBY.

Jlnst opraHu3anuu 3JEKTPOHHOTO apXwBa ObUIO perieHo ucnosib3oBath ECM-cucremy
CAIIEPUOH. CAIIEPMOH otHocutcs k cucremaM kiacca ECM, npenHa3HaueHHBIM IS
OpraHM3al1y U YIPABIEHUS 3JIEKTPOHHBIMU PECypcaMu JIF000i CI0XKHOCTH, U 00J1ajaeT HabOpOM
BCTPOCHHBIX ()YHKIIMOHATBHBIX BO3MOKHOCTEH, HEOOXOAUMBIX JIsl opranuzanuu A 3AIC:

1. XpaHeHWe AOKYMEHTOB B BUAE 3aKOAMPOBAHHOTO MeTadaiaa, He 40NyCKarLWero
dparmeHTapHOro KONMPOBaHUA U HepPer1aMeHTUPOBaHHOIO NPOCMOTPA MHPOPMaLMK;

2. pasrpaHMyeHne A0CTyNa K XPaHMMbIM AOKYMEHTaM Ha ypPOBHeE rpynn, ponei
Nno/sib30BaTe/iel U OTAENbHbIX MNOJib30BaTeNeN;

3. onepaTMBHbINA MOUCK XPaHALLMXCA B CUCTEME LOKYMEHTOB, C BO3MOMHOCTbHO
dopmMMpoBaHUA NPOU3BOJIbHBIX NOABOPOK CBEAEHWNI 06 aKTOBbIX 3AMUCAX UAN NEKTPOHHbIX KoMK
ZLOKYMEHTOB MO K/0YEBbIM NapameTpam;

4, BO3MOXHOCTb MHTErpauun onAa Aoctyna K a21IeKTPOHHbIM KOMMAM aKTOBbIX 3anucen
HenocpeaACcTBEHHO U3 MHTepdenca y4eTHON CUCTEMDI;
5. NPAMOe ynpaB/iieHNe CKaHWPYHOLWLMM 060pyA0BaHUEM A1 aBTOMATUYECKOTO

HaNO/IHEHMA XPAHU/MLLLA 3/TEKTPOHHbBIMM KOMUAMW AOKYMEHTOB, NOCTYMNAOLLMMM C Y4acTKOB
oundpoBKY;

MOAAEPKKAa BEPCUOHHOCTH, KOrJa IPU U3MEHEHHHM IOKYMEHTAa WM JaHHBIX OHU HE
[EPE3aUChIBAIOTCS, 4 COXPAHAETCS UX OUepeaHas BEpCUsl.
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Ha BTOpOIi 5Tare B COOTBETCTBUH C IIENIEBOM TporpamMmoil «Pa3Butie nHhOpMamOHHOTO
obmectBa B Kanmununrpazackoit obmactu Ha 2011-2014 roae», 6buto pemeHo B 2012 romy
MPOBECTH CKAaHUPOBaHHME BCEro oObeMa akToBBIX 3amuced 3a 1946-2003 roael u
IPOMHJEKCUPOBaTh (CO3/1aTh D3JEKTPOHHBIE KapTOYKH) TeCTOBbIH MaccuB otnena 3AIC
['ypbeBCKOro MyHUIIMIIAIILHOTO paiioHa.

Jis 1monoOHBIX 3amucei ObLIO PEIIEHO BOCIOJIB30BaTbCs BCTPOEHHBIM B CHCTEMY
CAIIEPUOH wMexaHu3MOM BEPCHOHHOCTH, KOTJa OJHOM AaKTOBOM 3alUCH CTaBUTCA B
COOTBETCTBUE HECKOJIBKO BEPCUM yUETHOW KapTOUYKHU, C BO3MOKHOCTH ITOMCKA M0 KAKJOW U3 HUX
oZIHOBpeMeHHO. [lomyueHHbIi HHPOPMAIIMOHHBIN pecypc, COCTOSIINN U3 ANEKTPOHHBIX 00pa3oB
JOKYMEHTOB M CTPOrO COOTBETCTBYIOIIMX WM YUYETHBIX KapTOUE€K, 3arpykeH B MAaker
MOMCKOBO-CIIPAaBOYHOMN cUCTEMBI «DneKTpoHHbIN apxuB 3AI'C» Kanununrpaackoii ob6aacT.

Ha tpersem »nrtame, B 2013 roay, Hawamach paboTa 1o (OPMHUPOBAHUIO EIUHOTO
uHpopmannonHoro pecypca 3AI'C (ArentctBa) Kanununrpazackoir obnactu. Ilocne Toro kax
enunsblii pecypc 3AI'C KO Gyner chopMHpOBaH U 3arpyKeH B CUCTEMY, «DJIEKTPOHHBII apXuB
3AT'C» KO Oyner nepeBefieH B CTaAUIO0 MPOMBIIUIEHHON JKCIUTyaTallid, U CMOXET B TOJIHON
MEpE pean30BaTh CBOE MpenHa3HaueHue. Kpome Toro, B paMKax TPEThETO 3Tala IUIaHUPYETCs
npoBecTu uHTerpaunuio InextpoHHoro apxuBa ¢ MAMC 3AI'C Bo Bcex TeppUTOPHUATIBHBIX
oraenax 3AI'C KO st 6onbiero y1o0cTBa UCIONIBb30BaHUS U COKPAILCHUsT BPEMEHH Ha TIOUCK
TpeOyemoii uHpopMaIuu.

Pesynprarel. KanuauHrpazackass o6iacTb cTaja NEPBBIM PErHMOHOM, pEaIn30BaBIIUM
MIPOEKT MO MEPEeBOAY B DJIEKTPOHHBIN BUJA BCEro BocTpeOOBaHHOrO (hoHAa 3amuceil 00 akTax
IPaKAaHCKOTO COCTOSIHUS.

O6nacTh yXe Moxy4yusia B 3JIEKTPOHHOM BHJIE€ OJMH U3 Haubosiee COLMAIbHO 3HAYUMBIX
JIOKYMEHTHBIX pecypcoB, a K koHiy 2013 roxa, Giarogapsi U3BJI€YEHHUIO 3HAUUMBIX CBEJCHUN U
HAIIOJTHEHUIO CHUCTEMBI JIEKTPOHHOTO apXHMBa, CMOXKET 00eCTeYUTh MOJHOLIEHHBIN mepexo] Ha
npenocrasienue yciayr 3AI'C B 2neKTpoHHOM BuAE M HHTerpupoBarh opransl 3AI'C B
UH(QPACTPYKTYPY MEKBEAOMCTBEHHOTO 3JIEKTPOHHOTO B3aUMO/IEHCTBUS.

Takum o6paszom, coznanue DnexkrponHoro apxuba 3AI'C Kanmuuurpanackoit obmactu
MO3BOJIHIIO:

1 €031aTh enrHOe WH(POPMAIIMOHHOE IPOCTPAHCTBRA /ISl BBOJA, XPAHEHHS U HCIIOJIb30BaHUS
3JIEKTPOHHBIX TOKYMEHTOB U CBEJICHUI 00 aKTaX IpaskAaHCKOro coCcTossHU KanmmHuHrpaackoi oonacTu;
2. COKpaTHTh CPOKHU MPEIOCTABICHUS yCIyT B cepe rocyaapcTsennoi peructpauu AI'C n

0TpabOTKN MEKBEJOMCTBEHHBIX 3aIPOCOB 3a CUET MepeBOia B JIEKTPOHHBIN BUI BCETO BOCTPEOOBAHHOTO
(doHIa aKTOBBIX 3amucedl W oOecrieueHHs ONEPAaTHBHOTO PErJIaMEHTHPOBAHHOTO JOCTYIA COTPYIHUKOB
TEePPUTOPHANBEHBIX 0TAeN0B U AreHTcTBa 3AI'C K mony4eHHOMY HHQOPMAIIMOHHOMY PECYPCY;



3. 00eCTeYnTh CUCTEMATH3AIINIO U JIONTOBPEMEHHOE XpaHEHUE AIEKTPOHHBIX JIOKYMEHTOB U
JIAHHBIX;

4, MUHUMH3UPOBATh YHCIO 3aIPOCOB K OYMa)XHOMY apXWBY W CHHU3HTh TaKUM 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 MEKBEJOMCTBEHHOTO B3aUMOJICHCTBUS, I MUHUMU3UPOBATH,
TaKuM 00pa3oM, PHUCKH HEHCIIOJTHEHUS 3alPOCOB TPXKIAH ¥ OpraHU3aIMi B YCTAHOBICHHBIC CPOKH.

Enunasn HH(OPMALIOHHO-TIONCKOBas cucremMa roCy/1apCTBeHHbIX U
MYHHIHMNAJIbHBIX apxuBoB SImajio-Heneukoro aBronomuoro okpyra (AHAQO)

PazButue  uHpoOpMamuoHHOrO  OOIIECTBA M NEpexoJ  Ha  IPeIOCTaBICHUE
rOCyJapCTBEHHBIX YCIYT B 3JIEKTPOHHOM BH/IE€ TIOTPEOOBAIN BKIOUYEHUS ApXUBHBIX YUPEKICHUN
B HH(QPACTPYKTYPY PETHOHAIBHBIX JIEKTPOHHBIX MPaBUTENLCTB. HapaBHe ¢ rocynapcTBeHHBIMU
apxuBaMM, OO0JIAZAOIUMH OOJNBIIMMH MAacCHUBAMU HMCTOPUYECKHUX, COLUAIBHO 3HAYMMBbIX
JIOKYMEHTOB U JIOKYMEHTOB I10 INYHOMY COCTaBY, 0c000€ BHUMAaHUE YENSI€TCd MyHULIUIIATbHBIM
apxuBaM, XpaHAIIMM B CBOMX (OHAAX JOKYMEHTBHl 10 OCHOBHOH JAEATENbHOCTH OpPraHoB
MYHULIMNIAJIbHONW BJAcTH, CyAEOHBIX OpPraHOB, OOILECTBEHHBIX OpPraHMU3AlMM, IPOMBIIUICHHBIX,
CEJIbCKOXO3SMCTBEHHBIX W  MHBIX INPEANpHUSATHH, B TOM UHCIE BOCTpeOOBaHHbBIE
IIPaBOYCTAHABJIMBAIOIINE JOKYMEHTBI MYHUIIUITAJIUTETOB.

Ceronna Haubonee >(PQPEKTHBHBIM MOJIXOAOM K aBTOMAaTHU3allUU SIBISETCS CO3JlaHUE
€[MHOM, LEHTPAIU30BAHHOW CHCTEMBl YIPABJICHUS apXMBHOM JEATEIBHOCTBIO Ha YpPOBHE
cyobekra PO. YkazaHHas cuctema J0JKHA 00J1a/1aTh BCEM HEOOXOIUMMBIM (DYHKIIMOHAJIOM I10
aBTOMATHU3allMM APXUBHOM AESITEIBHOCTH UM BO3MOYKHOCTbIO TMOKON HACTPOMKH JJIsi pELICHUS
VHAVBUAYAJIBHBIX 33/1a4 Ka)KI0r0 apXUBHOTO YUPEKICHUS.

st moBbimeHust 3(()EKTUBHOCTH TPOLIECCOB OCHOBHBIX HAIPABICHUN NEATEITLHOCTH
rOCyIapCTBEHHBIX U MyHUIUIIAJIBHBIX apXUBOB, a TAKXKE IIEPEX0a Ha IPEJOCTABICHUE apXUBHBIX
yCIyr B 9JeKTpoHHOM Buie, [IpaBurensctBoM fmano-HeHenkoro aBTOHOMHOTO OKpyra ObLIO
OPUHATO pelleHHe O CO3JaHMM €IUHOM uHpopMannoHHO-ouckoBoil cucremsl (EUIIC),
oOwveauHsIONIeH B cBoeM KoHType Ciyk0y 1o aenam apxuBoB, I'ocynapctBenHsblil apxus (I'A) u
apX¥UBbl MyHUIMNATIBHBIX 00pa3oBanuii IHAO.

Pemenne

1.Ha mnepBomM »JrTane mNOCTpPOEHMsI €AWMHOW CHCTEMBI C momoupo wmonyinen AMC
OJIAP-ApxuB ObuUIM aBTOMATU3UPOBaHbI IepBoouepeiHble GyHKIMU CityKOBbI 10 1e1aM apXUBOB
u I'ocynapcrBennoro apxusa IHAO no ynpaBieHHIO0 apXUBHOU JeSTEIbHOCTHIO, YUeTy (poHI0B
1 00CITY’)KMBaHHIO TIOJIb30BaTeNIel B YUTAIbHBIX 3aJ1aX.

JUi1s BBIBE/IEHUS CUCTEMBI B CTAIMIO OTIBITHOM SKCIUTyaTalluy B He€ ObLIIM UMIIOPTUPOBAHBI
y4eTHO-apXHuBHBIE JaHHBIE U3 Benyteiics B ['A AHAO obmeotpacneBoit b/ «ApxuBHsbIit poHT»,
a TaKKe 3arpykeH IepBoodepenHoi MHpopMaMoHHbIH pecypc B cocTaBe 340 apXUBHBIX eI,
npenocraBieHHbIN Ciry:x00ii 10 J1eJ1aM apXHUBOB.

2. B 2012 romy moacucrema I'ocymapctBeHHoro apxua SIHAO Obula pomnosiHeHa
MOJYJIEM aBTOMAaTH3allMM y4yeTa IpHeMa M MCIOJHEHHs 3alIPpOCOB U MOAYJIEM B3aUMOJECUCTBUS
EUIIC c TIK «ApxuBHBIH (hOHI», peaTu3ylomuM ABYXCTOPOHHUN OoOMeH HH(oOpMaiueil mo
pyOpukam, GpoHaaM, OIUCIM U JIEJIaM.

bouna BeinonHena kousBepranus u 3arpyska B EUIIC Bcex tematnueckux b1, Benymuxcs B
I'A SAHAO. IlapannenpHo OBUTH TPOBENEHBI PAOOTHI MO CO3/IAHUIO JJIEKTPOHHOTO (OHIA
MOJIb30BAHUS TyTEM OLU(PPOBKU AONOTHUTENbHO 20 apXuBHBIX onucel u 6osee 1000 apXuBHBIX
nen 3a nepuos ¢ 1887 mo 2000 roapl, BkItouas 166 0co00 IEHHBIX JeT.

OTnenbHBIM DJIEMEHTOM, OOECHEeUMBAIOIIMM IPEIOCTABICHNUE apPXUBHBIX YCIYT B
AJNIEKTPOHHOM BHJE, cTana noacucrema «MHTepHeT-nopran». BKIIFOUeHHBIN B €€ COCTaB MOAYJIb
«BupTyanbHbI YWTAIBHBIA 3a]1» IMPEJOCTABIISET IIOJb30BATENIAM BO3MOXKHOCTH IIOMCKA I10
aBToMatuzupoBanHoMy HCA apxuBOB M cocTaBieHHs TpeOOBaHM Ha JOCTYN K apXUBHBIM
JIOKyMEHTaM I0CpenCcTBOM ceTH VIHTepHeT.
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3. OnHoBpemenHo ¢ 3TUM B 2012 roay JlemapTtamMeHT MHPOPMALMOHHBIX TEXHOJIOTUN U
cBs3u SIHAO npuctynuin K peannszanyuy IpoekTa Mo aBTOMaTU3alui MyHUIIMITAJIBHBIX apXUBOB U
noarotoBku ux K BkmoueHuto B EMIIC CuyxOpl mo agenaM apXuMBOB B COOTBETCTBHM C
MEpPONpUATHSIMH  LeneBod  mporpammbl  «Pa3Butue uHpopmanMoHHOro ooOmecrBa U
dbopmupoBanue rekTpoHHoro npasurenbcTBa IHAO Ha 2011-2013 roasm».

C uenblo HCKIIOUEHHUS 3aTpaT, CBSA3AHHBIX C JIOpPaOOTKOW  pa3IMyaroIIMXcs
aBTOMATH3UPOBAHHBIX CHCTEM, a TaKkKe oOecrneueHuss B MOCIEIYIOIEM OJHO3HAYHOH
copmectumoct ¢ EMIIC, Obuto mpuHSTO pemieHue pa3zpaboTaTb THIOBYIO IOACHCTEMY
«MynununaneHbeiii apxuB» Ha ocHoBe Moayined AUNC 3JIAP-Apxus. B coorBercTBuHM C
rOCy/IapCTBEHHBIM KOHTPAKTOM, pa3pa0oTaHHas NOJCUCTeMa Obljja yCTaHOBJEHa B 7-MHU
MYHULMIIAJIBHBIX apXUBaxX U apXUBHBIX OoTAeNax MyHununanureros SIHAO.

Kaxxnprit MyHHIIUNATBHBIA apXWB TIOJYYHUJI CBOIO, ABTOHOMHYIO HH(OPMAITHOHHYIO
CUCTEMY, ITO3BOJIMBILYIO CO3JaBaTh U yNpaBisATh aBroMaTu3npoBaHHbIM HCA mo nokymeHTam
apXuBa, BECTH Yy4eT MOCTYIUIEHHUS 3allpOCOB IOJIb30BAaTENEH U UCHOJHATh UX B AJIEKTPOHHOM
BUJIE, TIOTIOJIHATH JIEKTPOHHBINA (DOH]I MOJIB30BaHUS M UCIOIB30BATh JOKYMEHTHI U3 €r0 COCTaBa,
B TOM YHCJIE€ PeaTu30BaTh OOCITY)KMBaHHE M0JIb30BaTENeH B UNTATHHOM 3aJI€.

IIpenmymecta. IIpuMeHeHnEe KOHIIENIINY LIEHTPAIN30BAHHOM aBTOMAaTU3allM APXUBHBIX
yapexaeHuii cyopekta P® c HCmoap30BaHWEM THIOBBIX MOJIYJEH CHENUaTU3UPOBAHHOTO
nporpammuoro npoaykta AWC DJIAP-ApxuB NO3BONSET MOAYYUTh PAJ  3HAYMMBIX
MPEUMYILIECTB:

a) TOBBICUTH 3P (deKTUBHOCTh jeATesbHOCTH Ciy)kObl 1O JieaM  apXHBOB,
['ocynapcTBEeHHBIX M MYHUIMIAIBHBIX apXMBOB PETHOHA IO YAOBJIETBOPEHHUIO MOTpeOHOCTEH
MOJIb30BaTeNe B PETPOCHEKTUBHOM apXWBHOW HH(OpManuu, B TOM YHCIE IOCPEICTBOM
ABTOMAaTHU3alluy PYTUHHBIX MIPOLIECCOB U NMPOLEAYP apXUBHOU IEATEIBbHOCTH;

0) MOBBICUTH KAaUYECTBO MPEIOCTABISIEMbIX YUPEKICHUSAMU apXUBHOU CIY>KOBI YCIIyT 3a
CYET CO3JaHUsl W HANOJHEHUs AaBTOMATHU3MPOBAHHOIO HAYYHO-CIPAaBOYHOIO ammapara Mo
JIOKYMEHTaM apXHMBOB, COKPAILLICHHUS CPOKOB MCIIOTHEHHS 00pallieHnid TpaskIaH U OpraHu3aIuii, a



TaKkK€ TMPEeNOCTaBIEHUs TpaxkJaHaM BO3MOXKHOCTH JOCTYNa K TOCYJapCTBEHHbIM U
MYHUIUIIAJIBHBIM YCIyraM yepe3 ceTb IHTepHeT;

B) 00ecIeYnTh BO3MOKHOCTD LIEHTPAIIM30BAHHOTO PA3BUTHUS U MOJEPHU3ALUU CHUCTEMBbI
[P U3MEHEHUH HOPMATUBHOI'O PETYIMPOBAHUS 1€ATEIbHOCTH;

r) TOBBICUTh 3(PeKTHBHOCTE pabOThl DKCHEPTHO-MPOBEPOYHOM KOMHUCCHHU U
MIPEAOCTaBUTh BO3MOKHOCTh ABTOMATHU3WPOBAHO, B PEKUME PEAJBHOIO BPEMEHHU OTCIEKHBATh
MOKa3aTesH JAesITeIbHOCTHA apXUBOB M (DOPMUPOBATH OTUYETHO-CTATUCTUYECKYIO IOKYMEHTAIIHUIO B
pa3IMYHBIX pa3pe3ax;

1) 00ecreYnTh COXPAaHHOCTh 0c000 IEHHBIX, YHUKAIBHBIX U Hanbojee BOCTPeOOBAHHBIX
JOKYMEHTOB 3a CUET U3BATHUS UX U3 000pOTa U CO3JaHUs SJEKTPOHHOTO (POHIA MOIb30BAHHUSL.

Pesynpratel. YcnemHas peanuzaius npoekTtoB CiykObl TO JellaM apXWBOB U
HenapramenTa nHGOPMAITMOHHBIX TeXHOI0THH U cBs3u SIHAO mno3Bonmia:

B momHOI Mepe aBTOMAaTH3MpPOBATH MPOIECCHl apXUBHOW JesATeNbHOCTH CIyXObI 1O
nenam apxuBoB U ['ocymapctBenHoro apxuBa SIHAO, obOecrieunTh mpenoCcTaBiICHUE apXHBHBIX
YCIIYT B AJIEKTPOHHOM BHJI€ KaK B YaCTH MCIIOJIHEHUS 3alpOCOB I0JIb30BaTENIEH, TaK U B YacTH
MpeIoCTaBleHUsl JOCTynma K QoHIaM U OOCIYXKHBaHMS TOJb30BATENEll MOCPEICTBOM
BHUPTYaJIbHOI'O YUTAJILHOTO 3aJIa.

B nonno#i mepe aBTromMaTu3upoBaTh 7 MyHUIIMNANbHBIX apxuBoB SIHAO ¢ npumenennem
TUINOBBIX Moayied nporpammHoro npoaykra AUC DJIAP-ApxuB, B TOM 4HClie peaau30BaTh
(yHKIIMOHAJ UCIIOIIHEHHUS 3aIIPOCOB U 00CITY>)KMBAaHMSI T10JIb30BATENIEH B UNTAIILHOM 3aJI€.

Hanonuute aBromatusupoBanubii HCA u co3nath ayeKTpoHHBIH (DOHI MOJIB30BaHUS
INocynapcrBenHoro u MyHUIMNanbHBIX apxuBoB SIHAOQ, a Takxke o6ecieunTh €ro COTPYAHHKOB
MPOrPaMMHBIMH U TEXHUUYECKUMU CPECTBAMU JIJISi CAMOCTOSITENIbHOM O POBKHU (POHIOB.



