MUHVCTEPCTBO HAYKH 1 BBICIIIEI'O OBPASOBAHU
POCCUMCKOU ®EJEPAITN

desepaibHOE TOCYIaPCTBEHHOE OFODKETHOE 06pa3oBaTeNbHOE YUPEXK/ICHHE
BEICIIETO 00pa30BaHMUs
«MarHuTOropcKuit rocy1apCTBEHHBIH TEXHUYECKHUH YHUBEPCUTET HM. 1.
Hocosa»

VTBEPXJIAIO
Tupexrop UT'O
JI.H. CanHUKOBa

8
d

02.02.2026 .

PABOYAS ITIPOTPAMMA JUCIUIIMHBI (MOAY JIA)

APXUBBI ITO IHYHOMY COCTABY

HarmpagieHue moAr0TOBKA (cTIEnHAIBHOCTD)
46.03.02 JIokyMeHTOBEICHHE U apXHBOBEACHHE

HampaBneHHOCTB (mpouib/crienUanu3anyus) IporpaMMel
JIOKyMEHTOBE/ICHHE ¥ IOKYMEHTAIHOHHOE 00eCTIe eH e yIIPaBICHHS

VpoBeHs BhICIIEro 06pasoBanus - GakanaBpuar

®opma o0yueHus
3a04Has

Wncturyt/ pakynpreT MHCTUTYT TyMaHATapHOIO obpa3oBaHus

Ilegaroruyeckoro 06pa303aﬂua U JJOKYMEHTOBEACHHMS

5

MarHuToropek
2026 ron



Pabouyas nporpamma cocrasnena Ha ocaose ®I'OC BO - OakanaBpuar 1o
HANPaB/IEHHIO MOATOTOBKH 46.03.02 JlokymeHTOBE/IeH e 1 apXUBOBeIeHHUE (IIPHKA3
Muno6puayxu Poceun ot 29.10.2020 r. Ne 1343)

Pabouas mporpamma paccMotpena u oz06peHa Ha 3aceaHuHU Kadeaps
Ilenaroruueckoro 0GpasoBaHus u JIOKYMEHTOBEIEHHUS z R
23.01.2026, npotoxoa Ne 7

3aB. xadenpoit C.C. Bemnkanosa

I'4 /
Pa6oyast nporpamma omo6pena MeTOHquCKOMHCCHCﬁ uro
02.02.2026 r. mpoTokon Ne 6 Q /j’
Ipencenarens Q’;cu.ﬁ & JL.H. Cannukosa
1

a%‘ﬁgr?ai\gma COCTaBIIeHa:
kadeapoii Kadenps! I1ou/, KaHJI. e, HayK
C.C.Benukanosa

PaGoua
7
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/ Penensenr:

/Haaw otnena obecneuenus nestensHoctd, OOO "Pocarom MetamnTex"

C.A. Benobopoznosa
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JIner akTyanusanuu padoyeil nporpaMmsl

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

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

Pabouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2028 - 2029
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 2029 - 2030
y4eOHOM rojly Ha 3acefanuu kadeapsl [lemarormueckoro ooOpasoBaHus U

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

Pabouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2030 - 2031
yueOHOM roy Ha 3acenanuu Kapenpbl [lemaroruueckoro oopa3oBaHus U

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

PaGouas mporpamma nepecmMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2031 - 2032
yueOHOM Tojy Ha 3acefannu kagenpsl [legarornueckoro o6pa3oBanus u

[Iporokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 Leau ocBOeHMS TUCHUNIIMHBI (MOIYJIA)

LlenssMu OCBOCHUS JUCITUTIIMHBI (MOAYJIs1) «APXUBHI TIO TUIYHOMY COCTABY»
SIBJISIIOTCSI:

PaccMOTpPEHHE BOMPOCOB O(POPMIICHHUST OpTraHU3AIMOHHO - KaIPOBOM,
pacropsiINTENIbHON, HH-(OPMAIIMOHHO-CITPABOYHON JOKYMEHTAIIMHU M JIOKYMEHTAIIUU 10
JUYHOMY COCTaBY B TECHOM CBSI3H C M3JIOKEHUEM PEKOMEHIAITUH 110 IepeX0ay PabOThI
KaJIPOBBIX CIY>KO 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 quCHUILINHBI (MOYJIsI) B CTPYKTYpe 00pa30BaTe/bHOH IPOrpaMMbl

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

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

YnpasieHue nepcoHanioM

[IpaBoBencHME

KaapoBas nmonutuka

KaapoBoe nenonpousBoacTBO

ApXUBOBEJICHUE

DJIEKTPOHHBIE APXUBHBIC JOKYMEHTHI

VYnpaBieHue 31eKTpOHHBIMU apXHUBaMu

3nanus (yMEHHUs, BJIAJICHUS ), TOJIYYCHHBIC MTPU U3YUCHUH JAaHHOMW JTUCIUILTAHBI
OyIyT HEOOXOIUMBI JIJIS U3yUEHUS TUCIUTITAH/TIPAKTHK:

KonduaennuansHoe qen10npon3BOACTBO

3 Komnerenuun ody4aromerocsi, popmupyemsbie B pe3yibTaTe 0CBOCHHUS

AUCHUILNIMHBI (MOLYJIS) M IJIAHMPYEMble pe3yJIbTaThl 00y4eHHs

B pe3ynbraTe ocBOGHUS TUCHMITIIMHBI (MOYJs1) «APXMBBI 110 IMYHOMY 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 OGecneynBaeT JOKYMEHTAI[MOHHOE U OPTraHU3aIl[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 TUIAHNPOBAHUE U IOCTPOEHUE

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 — 30,6 akaj. 4acos:

— ayuTopHas — 6 akaJl. 4acos;

— BHeayauTopHas — 24,6 akaJl. 4acos;

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

— B (popme npakTudeckoil moaroroBku — 0 akai. yac;
— MO/ATOTOBKA K 3K3aMeHy — 8,7 akaj. Jac

<DopMa aTTeCTaluu - 3K3aMEH

AynuropHas 5 o
KOHTaKTHas paboTa E z dopma TeKyIero
Pasien/ Tema 2 (B akan. 4acax) g E‘ Bun KOHTPOJISI Ko
> & © | caMoCTOATENbHON |  yCIIeBa@MOCTH H
JIACIMTUTAHBI R £ = . | xommerenyu
g g paboThI TIPOMEKYTOYHOM
Tex. mal. | mpakT. Z2'S 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 0,25 0,5 13,09 | wusnoXkeHHOrO B Nelwu urorosoro 4.1, TIK-4.2,
JMYHOMY COCTaBY JEKLUAX U TecTa IK-4.3
JUTEPATYPHI 110
Teme
5
W3yuenue
TEOPETHYECKOTO
(11)'2 II;IOE rs;uzizzlffa MaTe-puana, Tect mo paznemy TIK-3.1, TIK-
YHKIL p 0,25 0,5 13,09 | wu3nOXEHHOIO B Nel u urorosoro 4.1, T1K-4.2,
apXUBOB 10 JTHIHOMY
JEKIUAX U TecTa TK-4.3
COCTaBy
JUTEPATYPHI 110
Teme
Hroro o pazneny 0,5 1 26,17
2. Paznen 2. OTBOP U
ODOPMIJIEHME JEJI,
COJIEPXKAIINX
JOKYMEHTHI I10 IMYHOMY
COCTABY UIA
JOJITOBPEMEHHOI'O
XPAHEHUA
N3ydenne
TEOPETHYECKOTO BhINOHEHIE
2.1 DkcnepTH3a LEHHOCTH MaTepuana, 13Nl 1 TeeT K TIK-3.1, TIK-
JIOKyMEHTOB T10 JINYHOMY 0,25 0,5 13,09 | wu3nOXKEHHOIO B p.3.7%8 4.1, T1IK-4.2,
5 paznery Ne
COCTaBy JCKIHUAX U IK-4.3
HUTOT'OBOTO TecTa 2
JHUTEPaTyphl O
Teme
2.2 Tlepenaua nen Ha 0,25 0,5 13,0 Uzyuenue Brinonnenue TIK-3.1, TIK-




TCOPECTHUICCKOTO

JIOJITOBPEMEHHOE XpaHEHHE MaTepuana,
U OIBIT apXUBOB 10 paboTe ¢ 9 H3JI05KEHHOTO B mp-3.Nel m recr 4.1, TIK-4.2,
paznemy Ne2
JIOKYMEHTaMH TI0 JINYHOMY JEKUUAX U HTOrOBOLO TecTa IK-4.3
COCTaBy JIUTEPATYpPHI 110
TemMe
Nzyuenue
TEOPETUYECKOTO BAIIONHEHNE
2.3 dopMHUpOBaHHE JTNYHBIX varepnaia, np.3.Nel u rect k TIK-=3.1, ITK-
) 51025 0,5 [13,09| wuznoxxeHHoro B o 4.1, TIK-4.2,
JIeJl COTPYTHUKOB [N—— pasneny Ne2 HK-4.3
UTOTOBOTO TeCTa
JUTEPATypHI 110
Teme
Hroro o paszaeny 0,75 1,5 139,26
3. Paznmen 3. OIIMCAHUE,
TTONCK U1 NUCTIOJIb3OBAHHME
APXMBOB I10 JINYHOMY
COCTABY
Nzyuenue
. TEOPETUYECKOTO
3.1 Hay4yno-cripaBOYHBII MI;TepHana, Brmonmnenue IK-3.1, TIK-
anmapat K apXHBaM 1o 0,25 05 |13.09| wusnowennoros | TPINZHTECTI | Ty 40
JUYHOMY cocTaBy. Onuch ' ' ' EKITISX 1 pasneny Ne3 li[K 43 '
JIeJT TI0 INYHOMY COCTaBY UTOTOBOTO TeCTa
JUTEPATYpPHI 110
Teme
Nzyuenue
TEOPETUYECKOTO BAIIONHEHIE
3.2 Wcnonp30BaHuEe apXUBOB Marepuana, mp.3.Ne2 u Tect k TK-3.1, TIK-
) 510,25 0,5 13,09 | wusnOXEeHHOrO B T 4.1, TIK-4.2,
10 TMYHOMY COCTaBy JEKISIX 1 pazneny Ne3 HK-4.3
UTOTOBOTO TECTa
JUTEPATYPHI 110
Teme
W3yuenune
TEOPETUYECKOTO BAIIONHCHHE
3.3 DAeKTpOHHbBIE APXUBHI Mare-puaja, mp.3.Ne2 u Tect k TK-3.1, TIK-
) 0,25 0,5 13,09 | wu3snOXEHHOrO B T 4.1, TIK-4.2,
10 INYHOMY COCTaBY [ paznemy Ne3 HK-4.3
WUTOT'OBOTO TECTa
JUTEPATYPHI 110
Teme
Hroro no paszneny 0,75 15 139,26
4. Kontpoinb
Brimonnenue
N3ydenne KOHTPOJIBHON
TEOPETHYECKOTO | paboThl, UTOrOBOTO
MaTe-puana, TEeCTa U BCEX I1K-3.1, T1IK-
4.1 KonTposb 3HaHUH 5 U3JI0’)KEHHOTO B MIPOMEKYTOUHBIX 4.1, TIK-4.2,
JIEKIIUAX U pabot I1K-4.3
JUTEPATYPHI 110 IIpomexxyrouHas
Teme aTTecTanus -
DK3amMeH
HWroro no pazaeny
HWroro 3a cemectp 2 4 104,7 dK3aMeH
Hroro o pucuumuinae 2 4 1046 SK3aMeH




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

1. TpagunroHHbIe 00pa30BaTEIbHBIC TEXHOJIOTUN OPUEHTHPYIOTCS HA OPraHU3aLUI0
00pa3oBaTeNBFHOrO MPOIIECCa, MPEINOIaraolylo IpsMY0 TPAHCISIUIO 3HAHUH OT
IIPENOAABATEII K CTYAEHTY

@®opMbl yUeOHBIX 3aHATHI C NCIOJIB30BAHUEM TPAJULIMOHHBIX TEXHOJIOTUM:

HudopmanimoHHast IEKIUs

CemuHap

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

2. TexHonoruu npoOIEeMHOT0 0OyUEHHS.

@opMbI YUeOHBIX 3aHATHH C UCTIOIB30BAaHMUEM TEXHOJIOTHI MTPOOIEMHOT0 O0YUEHUS:

[IpoOnemHuas nexuus

Jlexuus «BnBoeM» (OMHApHAs JICKITUs)

[IpakTyeckoe 3aHsTrE B POpPME IPAKTUKYMA .

[TpakTHyeckoe 3aHsATHE Ha OCHOBE Keiic-MeTona. Kelicel 6a3upyroTcs Ha peaabHOM
(hakTUYECKOM MaTepHale WIN ke MPUOINKEHBI K PeaTbHOU CUTYaLIUU.

3. UrpoBbie TEXHOJIOTHH — OpraHu3anus 00pa3oBaTeIbHOTO MpoIlecca, OCHOBAaHHAs Ha
PEKOHCTPYKIMU MOJIEJIEN MTOBEJICHUS B paMKaXx MPEIJIOAKEHHBIX CLIEHAPHBIX YCIIOBUM.

®opMbl yUeOHBIX 3aHATHI C UCMOJIB30BAHUEM UTPOBBIX TEXHOJIOTHUI:

YuebHas urpa.

JlenoBas urpa.

Ponesas urpa .

4. TexHOJOTUH MPOEKTHOTO 00YUYEHHUS.

OcHOBHBIE THUIIBI IPOEKTOB:

HccnenoBarenbCkuil 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 JJIsi HUX 00pa30BaTeIbHOI0
pesynbprata. Hapsaay co criennanu3upoBaHHBIMH TEXHOJIOTHSIMH TaKOrO PoJa MPUHIUI
MHTEPAKTUBHOCTH MTPOCIICKUBAETCS B OOJIBIIMHCTBE COBPEMEHHBIX 00pa30BaTeIbHbIX
TeXHOJIOTUH. IHTepaKTUBHOCTH MO/Ipa3yMeBaeT CyOBbeKT-CyObEeKTHbIE OTHOLICHHUS B X0/1€
o0pa3oBaTeNpHOIO IMpoliecca U, Kak ClIeJCTBHe, (JOPMHUPOBAHUE caMOpa3BUBaroLIecs
MH(POPMAIMOHHO-PECYPCHOM Cpe/Ibl.

@DopMbI YUeOHBIX 3aHATHH C UCIIOJIb30BAaHUEM CIEMATU3UPOBAHHBIX MHTEPAKTUBHBIX
TEXHOJIOTUM:

Jlexuust «0OpaTHOM CBSI3U» — JEKIHUS—TIPOBOKAIINS

CeMuHap-nuckyccus

6. lnpopMarimoHHO-KOMMYHHUKAIIMOHHBIE 00pa30BaTeIbHbIC TEXHOIOTUH :

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

[TpakTuyeckoe 3aHsATHE B POpPME PE3CHTAIHH.

Yar-3aHsTHA.

Be6-3ansarus.

TenexkonpepeHIH.

OHutaitH-ceMuHap.

6 Y4eOHO-MeTOqMYECKOE 0OOecTIedeHHe CAMOCTOATEIBLHOM padoThl 00y4YaroImmXxcst

[IpencraBieHo B mpuioxeHuu 1.



7 OueHO4YHbIE CPeICTBA ISl IPOBECHUsI IPOMEKYTOYHOM aTTeCTAIIUN
[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 : M3gatenbctBo 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:
19.02.2026). - 3ar. ¢ 5KpaHa.

2. Packumn, JI. 1. ApxuBoBeneHHE ;| YYCOHUK IS aKaJeMUudecKoro OakanaBpuara / 1.
. Packun, A. P. CokonoB. — Mocksa : U3narensctBo FOpaiit, 2019. — 383 ¢. —
(bakanaBp. Akanemuueckuii kypc). — ISBN 978-5-534-00870-8. — TekcT : 251eKTpOHHBIH //
DBC IOpaiir [caiit]. — URL.: https://www.biblio-online.ru/bcode/432131 (marta obpamicHus:
19.02.2026). — 3arJ1. ¢ 5KpaHa

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 oopamenus: 19.02.2026).— 3ari. ¢ sxkpaHa

4.Benukanosa, C. C. ApXuBBI 10 TMYHOMY COCTaBY : y4eOHO-METOJMUECKOe
nocobue / C. C. Benukanosa ; MI'TVY. - Maruutoropck : MI'TY, 2018. - 1 31ekTpoH. onT.
auck (CD-ROM). - 3aru. ¢ tutyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?
name=3518.pdf&show=dcatalogues/1/1514334/3518.pdf&view=true (nata obpareHus:
19.02.2026). - MakpooObekT. - Tekcr : anekTponHsbiid. - ISBN 978-5-9967-1154-3. -
Ceenenuns noctynssl Takke Ha CD-ROM.

5.Benukanosa, C. C. KagpoBoe Aenonpon3BoACTBO U apXUBBI JOKYMEHTOB I10
JUYHOMY COCTaBY: MPAKTUKYM : npakTukyM [1s By3oB] / C. C. Benukanosa, 1. B. Kamy6a ;
Marnurtoropckuii roc. rTexuuueckuid yH-T uM. I'. M. HocoBa. - Marauroropck : MI'TY um. I
. Hocoga, 2020. - 1 CD-ROM. - 3ar. ¢ Tutyin. skpana. - URL :
https://magtu.informsystema.ru/uploader/fileUpload?
name=4126.pdf&show=dcatalogues/1/1535271/4126.pdf&view=true (nata
oOparmenusi:19.02.2026). - MakpooObeKT. - TeKCT : 27eKTpOHHBINA. - CBEICHUS TOCTYITHBI
takxke Ha CD-ROM.

0) lonoJiHUTe/ILHAS JIUTEPATypa:

1.IToroB, A. B. ApxuBoBenenue. 3apyoexkHasi poccuKa : y4eOHHK JUIsl OaKanaBprara
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
yIIpaBJIeHU | yUeOHUK U MPAKTUKYM IS akajeMudeckoro Oakanaspuara / JI. A. JlopoHuHa,
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 paBoOBOE obecreueHne nHHOpMaIMOHHON 0€30IacHOCTH :
yue6-Huk 1 npaktukym st CI1O / T. A. TlonsikoBa, 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 obparmienus: 19.02.2026).

6. CamoxkBacos, J.5. LlenTpanu3zaius rocy1apcTBEHHbIX apXUBOB 3anaiHoil EBporibl
B CBSI3U C apXuBHOM pedopmoii B Poccun : anexrponnas penpoxaykius / Camoksacos J1.51. :
W3 na-tenbckue apxussl, 1899. — 211 ¢. — URL: https://book.ru/book/913461 (nara
obpamienus: 19.02.2026). — Tekcr : 37eKTPOHHBIHA.

B) MeToanueckue yKazaHusi:
[Tpunoxxenue 3

r) lIporpammHuoe obecnneuenue u UHTepHeT-pecypcebl:

https://magtu.informsystema.ru/uploader/fileUpload?
name=3435.pdf&show=dcatalogues/1/1209678/3435.pdf&view=true. - MakpooOBEKT. -
ISBN 978-5-9967-0676-1. MakapoBa A. K. ApxuBoBenenue [DneKTpoHHbIH pecypc] /
Makaposa A. K.; MI'TY. - Maruurtoropck : [U3narensctBo MI'TVY], 2015. - 146 c. -
bubnuorp.: c. 142-146. - Pexxum goc-Tyma:

www.biblio-online.ru/book/1BDF5EDO0-18D1-4339-A8C0-DC101B0O8FAF3.
1.ITonos, A. B. ApxuBoBenenue. 3apy0exHas poccrka : yueOHUK AJis OakanaBpuaTa v
Mmaructpatypsl / A. B. IlonnoB. — M. : U3natensctBo FOpaiit, 2018. — 168 c. — (Cepus :
baka-naBp u maructp. Moayis.). — ISBN 978-5-534-06009-6. — Pexxum moctyna :
www.biblio-online.ru/book/1BDF5EDO0-18D1-4339-A8C0-DC101B08FAF3.

https://magtu.informsystema.ru/uploader/fileUpload?
name=3518.pdf&show=dcatalogues/1/1514334/3518.pdf&view=true. - MakpooObeKT. -
ISBN 978-5-9967-1154-3. Benukanosa C. C. ApXUBBI 10 IMYHOMY COCTaBY [ DJIEKTPOHHBIH
pecypc] : yuebHo-MeToaudeckoe nmocodue / C. C. Benukanosa ; MI'TY. - MarHuToropcek :
MI'TY, 2018. - 1 sanek-tpon. ont. guck (CD-ROM). - Pesxum fgocryma:
https://magtu.informsystema.ru/uploader/fileUpload?
name=3518.pdf&show=dcatalogues/1/1514334/3518.pdf&view=true. - MakpooOBbeKT. -
ISBN 978-5-9967-1154-3.

IIporpamMmmHoe obecnieuenue

Haumenosanue N
1o Ne norosopa Cpoxk elicTBUS JTHIICH3UH
7Zip cB00OOTHO pacnipocTpansemoe [10 0eccpovHO
FAR Manager cB00OOTHO pacnpocTpansemoe [10 0eccpovHO
Bbpaysep Yandex |cBoOoaHo pacmpoctpansiemoe [10 0eccpovHO

IIpodeccnonanbubie 6a3b1 JAHHBIX U HH(POPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

HasBanue Kypca Cchuika

DnekTpoHHas 0a3a nmepuoaueckux u3nanuii East View

Information Services, OO0 «MIBUC» https:/fdlib.eastview.com/

HannonansHas nHGOpMamoHHO-aHATUTHYECKAS URL:
cucrema — Poccuiickuii nuaekc Haydroro nutupoBanus | https://elibrary.ru/project_risc.
(PUHIT) asp




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

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

Conmonorusa. MeHepKMEHT

®denepanbHbIi 00pa30BaTEIbHBIN OPTAT — DKOHOMHUKA.

http://ecsocman.hse.ru/

DnekTpoHHbIe pecypcbl oubmmoreku MI'TY um. I'.1.
Hocosa

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

Poccuiickas ['ocynapctBennas oubauoreka. Karamoru

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

®denepanbHOE roCy1apCTBEHHOE OI0KETHOE
yupexaenue «dDenepanbHblii HHCTUTYT
POMBIIIJICHHON COOCTBEHHOCTH»

URL: http://www1.fips.ru/

9 MaTtepuajJbHO-TEXHHYECKOe o0ecreyeHne TUCUUIINHBI (MOLYJIs1)

VueOHble ayquTopuu Ais nposeaeHus | Cton KOMIBIOTEPHBIH, CTOJ MHCEMEHHBIH, CTY O(QUCHBIH,
AUCTAHIHOHHBIX 3aHATHH | noxymeHT-Kamepa EpPSON, ncTounuk GecrnepeGoiHOro muTaHus
JICKIIMOHHOTO THMa, LeHTp | POWERCOMIMD-1500AP , KaMepa BBICOKOTO pa3peleHus,

JTUCTAaHIIMOHHBIX 00pa30BaTEIbHBIX
TEXHOJIOTUN

DSOC-11032*2

KOMITBIOTEP MTEPCOHANBHBIN (TUIIO), TPOSKTOP
ViewSonicPJD7526W, criukepdon HactonbHbii Calisto-620
Plantronics, Be6-kamepa LogiteachC920, cucrema akycriueckas
HACTOJIbHASI, CTEPEOrapHUTYpa (MUKPO(OH ¢
IyMOIIOIaBJICHHEM), SKpanHacTeHHbIDIgis Optimal-C MW

Y4eOHbIe ayTUTOPUH TSt TPoBeAeHusT | CTonm KOMITBIOTEPHBIH, CTOJI TMCHMEHHBIH, CTYJT O(UCHBIH,

NPAaKTUYECKUX 3aHSITHUH, TPYNIIOBBIX M | JOKyMEHT-KaMepa Epson, nctounuk 6ecriepeO0MHOro NUTaHus

WHAMBUTyJIbHBIX KOHCYJIbTAIUH, POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelieHus.,
TEKYILIEro KOHTPOJIS 1 KOMIIBIOTEP MEPCOHATBHBIN (THIIO), TPOSKTOP
POMEKYTOYHOM aTTeCTaluK ViewSonicPJD7526W, criukepdon HactonbHbIi Calisto-620

DSOC-11032*2

Plantronics, Be6-kamepa LogiteachC920, cuctema akycTrueckast
HACTOJIbHASI, CTepeorapHUTypa (MUKPO(OH C
HIyMOTIOIaBlIicHHEeM), IKkpanHacTeHHbIDIigis Optimal-C MW

[Tomenienus A caMOCTOATENbHOM Iepconanbhbie KomnbioTephl ¢ makeToM MS Office, Beixozom
paboThl 00yUaroIuXCs B VIHTEpHET U ¢ JOCTYIIOM B 3JIEKTPOHHYIO

MH(POPMAITMOHHO-00pa30BaTEIbHYIO CPEely YHUBEPCUTETA
[Tomenienue st XpaHEHUs U Cremnaxu JUisi XpaHeHUs Y1eOHO-HATIISIHBIX TTOCOOn 1
IPOPUIAKTHYECKOTO 00CITY)KUBAHUS y4eOHO-METOINIECKON TOKYMEHTAITHH.

y4eOHOT0 000pyIOBaHUS

YueOHO-MeToAnUecKoe of0ecrmeueHue CaMOCTOATEJIbHONH PadoThI

o0yuaromuxca

IIpunoxenue 1

[IpuMmepHas CTPYKTypa U cojiep:KaHue pa3ziesioB:

ITo aucrumiuHe ((ApXI/IBBI 10 IMYHOMY COCTaBy» NPCAYCMOTPCHA ayJUTOpHAsA U BHCAYAUTOPHAA

CaMOCTOSITENIbHAsI paboTa 00yJarOIIHUXCS.

KonTpoJsbHbie MeponpusiTust no pasaeay Nel




Tect no pazneny Nel

Bonpoc 1
bam: 1,00

ApPXHUB 110 JINYHOMY COCTaBYy — 3TO

Bribepute oauH OTBeET:

a. cCaMOCTOATEIbHOE YUPEKICHHE UITU CTPYKTYPHOE TOIpa3iesieHUue YUPexKACHUS,
OCYIIIECTBIISOIIEE KOMILJIEKTOBaHHE, XpaHEHHE, YUET U UCII0JIb30BAHNE IOKYMEHTOB 110 JINYHOMY
COCTaBy
b. MecTo XpaHeHHUs roCcy1apCTBEHHBIX JTOKYMCHTOB

C. yUpexKJIeHHue, XpaHsiiee KaapoBbie T0KyMeHTsl AD PD

d. moapasaereHue KaapoBOH CITy:KObI IPEANPHSITHS, OTBEYAIOIICE 32 XpPaHCHUE, YUET U
MCIOJIb30BaHUE TOKYMEHTOB IO JIMYHOMY COCTaBY, B TOM YHCIIE B 3JIEKTPOHHOM BUJIE

Bomnpoc 2
bam: 1,00

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

OTHOCATCA

BriOepuTe 0AMH OTBET:

a. aKThI O HECYACTHBIX CITydasix, CBSI3aHHBIX C TIPOU3BOIACTBOM
b. muuHBIe nena coTpyIHUKOB

C. pacrops,IUTENILHbBIE JOKYMEHTHI (3aITUCKHU, PACTIOPSIKEHIS )

d. andaBuTH TPUKA30B MO TUYHOMY COCTABY

Bonpoc 3
bam: 1,00

CpOK XPAaHCHUS BBIIIC NICPCUYHUCIICHHBIX JOKYMCHTOB B apXUBaXx I10 JINYHOMY COCTABY

Bribepute oauH OTBeET:

—~

a. 45 ner

—

b. 75 ner, B peakux ciaydasx NOCTOSHHO

c. 75 nmet



d. mocTogHHO

Bomnpoc 4
Bamn: 1,00

BepHo nmu yrBepxkacHue «B xomurerax, OTAeNax aIMUHUCTpALUN rOpPOAOB, PAHOHOB IO
0o0pa30BaHUI0 K JIOKyMEHTaM II0 JIMYHOMY COCTaBy TaKK€ OTHOCAT: JIOKYMEHTHI I10

MaTpOHUPOBAHUIO U OIICKE»

Bribepute oauH OTBeET:

a. BEPHO

b. BepHO 1151 TOCYIapCTBEHHBIX YUPEHKICHUI
C. BCpHO YaCTHYHO

d. He BepHO

Bomnpoc 5
bam: 1,00

Cratbs 17 Kakoro 3akoHa YCTaHaBIMBAaeT OOMIYI0 OOS3aHHOCTh IO 00ECHEYEeHHUIO
COXPaHHOCTH JIOKYMEHTOB, B TOM YHCJI€ JIOKYMEHTOB 10 JMYHOMY COCTaBY, JJIs TF000T0 CyObeKTa
XO3STMCTBEHHOM ACATCIIBHOCTU: TOCYAapCTBCHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPAaBJICHH,
OpraHu3aliMii W TpaxJaH, 3aHUMAIOLIMEcs NPEANPUHUMATEIBCKON JeATelbHOCThI0 0e3
00pa3oBaHUs OPHIMYECKOTO JIMIA, B TEYCHHWE CPOKOB HUX XPAHEHUS, YCTAaHOBJICHHBIX
denepanbHBIMM  3aKOHAMHM, HWHBIMH HOPMAaTHBHBIMM NPaBOBBIMH aKkTaMu Poccuiickoit
Ddeneparun, a TAKKE NEPEUHAMHI JOKYMEHTOB?

Bri6epute ouH OTBET:

a. ®enepanpHOro 3aKoHa OT 26 nexadps 1995 r. N 208-D3 «O06 akImoHEpHBIX 00IIECTBAXY C
n3MeHeHus MU OT 29 utons 2015 r.

b. ®enepanbhoro 3akona ot 22 okTs0ps 2004 romga Nel125-D3 «O06 apXHBHOM Jieie B
Poccuiickoit denepanun»

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

d. TpymoBoro koaekca P®D

Bonpoc 6
bam: 1,00

Bricokyto conpalibHyI0 3HaYMMOCTh apXUBOB 110 JJMYHOMY COCTaBY 00yCIaBIMBaeT

Bri6epute oquH OTBET:



a. obecrieyeHne MOBBIMICHUSI OOIIIECTBEHHOTO CO3HAHUS U CaMOUACHTU(UKAITIT
COBPEMEHHOTO COITMyMa

b. Guorpaduyeckasi, apxeorpaduueckasi HEHHOCTb, OHH SBJISTFOTCS] HCTOYHUKOM JUTS
CTaTUCTHYECKUX 000OIIEHUI U UCTOPUKO-COITUATIBHBIX UCCIICAOBAHMUM

C. TOT (haKT, YTO OHU CIY’KAT JOKYMEHTAIbHBIM MTOJATBEPKACHUEM MpaB pabOTHHUKA HA
couuanbHoe obecrieueHue (Mo CTapOCTH U MHBAJIMIHOCTH, a TAKXKE MOJITBEPKAECHUEM TPYAOBOTO

cTaka pabOTHHKA)

d. mTpadHbie CAaHKIIUU TPYIOBBIX HHCICKIIUI

Bonpoc 7
bam: 1,00

[Tpouenypy GopmupoBaHUS JeT B COOTBETCTBHM C YTBEPKICHHONW HOMEHKIJIATYPOM

npeaycmMaTrpuBacT

Br16epute ouH OTBET:

a. XpaHEHHE UCIIOJHEHHBIX IOKYMEHTOB

b. XxpaHeHHE TOKYMEHTOB B IPOIIECCE UX UCTIOTHECHUS
C. MOCIIEYIOIEE XPAHEHUE

d. onepaTuBHOE (TEKyIlee) XpPaHCHUE

Bomnpoc 8
bam: 1,00

N3psatue AOKYMCHTOB IIO JIMYHOMY COCTaBYy U3 JicjJIa C IMOCTOIHHBIM CPOKOM XPAaHCHHUA

JOIMYCKACTCA B UCKIIIOYUTCIIBHBIX CIIy4dasiX W IMPOU3BOAUTCS

Bribepure ouH OTBET:

a. ¢ 00s3aTeNIbHBIM COCTABJIICHUEM B JieJie 3aBEePEHHON KOITUU IOKYMEHTa

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

d. B mpHuCyTCTBHHM apXuBapuyca U 3aBeIyIOIIET0 apXUBOM

Bonpoc 9
bam: 1,00

OTBETCTBEHHOCTH 3a OopraHu3anuro paGOTBI MO0 XpaHCHUTIO KaAPOBbIX TOKYMCHTOB HCCCT



Bri6epute oguH OTBET:

—~

a. 3aBeyIOIINI apXHUBOM

b. HawaneHuk otaena kaapos

—~

C. ApxuBapuyc
d. Paboronmarens

Bomnpoc 10
Bamn: 1,00

VYkaxxuTe JI0)KHOE YTBEPKJIEHUE

Br16epute ouH OTBET:
[ “

a. U1 OpraHu3alui - ICTOYHUKOB KOMIIJIEKTOBAHMSI - IO HCTEYEHUH CPOKOB XPaHEHUS
00s3aTeNbHO MPOBEIEHNE COBMECTHO € YIIOJTHOMOYEHHBIM OPraHOM IrOCYAapCTBEHHON BIACTH
cyobekta Poccuiickoii @eneparuu B 00JacTH apXUBHOTO Jiena, | 0capXuBOM SKCIIEPTH3BI
LIEHHOCTH Ps11a JOKYMEHTOB I10 JINYHOMY COCTaBYy Ha IIPEIMET BKIIOYECHHSI B COCTaB APXUBHOIO
donaa Poccuiickoit deneparun
“ b s OpraHM3alyil, KOTOPbIE HE SABJISAIOTCSA UICTOYHUKAMU KOMIUIEKTOBAHUS, 10 UCTEUEHUHN
BPEMEHHBIX CPOKOB XPaHEHUsI apXUBHBIE JOKYMEHTHI 110 INYHOMY COCTaBY MOJIEKAT IKCIIEPTU3E
Y MOTYT OBITh YHUYTOXEHBI JTMO0 XPAHUTCS B apXUBE OPraHU3AINH

C. XpaHCHHUE NJOKYMCHTOB I10 JJUYHOMY COCTaBY, HC NMOMJICKAIUX YHUYTOXKECHUIO JOJIKHO
OCYIICCTBIATHCA TOJBKO B 6yMa)KHOM, a HC B DJICKTPOHHOM BUJIC

d. APXUBHBIC TOKYMCHTEI I10 IMYHOMY COCTaBYy, KOTOPEIC HE OBUIH BKJIIOUCHEI B COCTaB
JAOKYMCHTOB ApXI/IBHOFO (I)OHI[a Poccuiickoit q)ez[epaunn, 110 UCTCUYCHUHU CPOKOB XpPAaHCHHUA
nouIC)KaT YHUYTOKCHHUTIO 6o XPAHCHUIO B apXUBEC OpraHu3alii B COOTBETCTBUU C
Tpe6OBaHI/I$IMI/I KOpPIOPAaTUBHOT'O 3aKOHOAATCIILCTBA

KonTpoJsbHbie MeponpusiTusi o pasaenay Ne2
IIpakTnyeckoe 3aganue 1

N3yuute MaTepuan MeToIn4eckux peKoMeHJalni «DKcrepTu3a EeHHOCTH U 0TOOP B COCTaB
ApxusHoro ¢onaa Poccuiickoii @eaepanun T0KyMEHTOB 0 JUUYHOMY COCTaBY» MpoekT 2014 r.,
0co0eHHO pazzena 4.5.2.4., a Takke NoBTOpUTe MaTepuain jJekuuu 3 «DopmupoBaHue TUYHBIX
nen corpyaaukoBy Pazaena Il «Ot6op u odopmiienne aen, coaepKanux JOKyMEHTHI 10 INYHOMY
COCTaBy JAJIS 1OJITOBPEMEHHOTr0 XpaHeHus». [1oab3ysick 00pa31oM, cOCTaBbTE BHYTPEHHIOKO
OIMCH JIMYHOTO JIeIa COTPYAHMKA, KOTOpast JOJDKHA CONEPKATh HE MEHee 12 ITyHKTOB.



4.5.2.4. BHYTpEHHSISl ONIUCh COCTABJISETCS JIs TMYHBIX JI€JT U COJAEPKUT CBEICHUS O MOPSIAKOBBIX
HOMEpaxX JOKYMEHTOB B HEH, X MHJIEKCaX, JaTaX, 3aroJIOBKaXx ¥ HOMepax JIMCTOB Jielia, Ha
KOTOpBIX pacnonomeﬂm 9THU I[OKyMeHTbI.

K BHYTpeHHEl ONUCH COCTaBIISETCS UTOTOBAsSI 3aIKCh, B KOTOPOU yKa3bIBaeTcsa udpamu u
IIPONKCHIO KOJIMYECTBO BKIIOUEHHBIX B HEE JIOKYMEHTOB U KOJIMYECTBO JJUCTOB BHYTPEHHEU
onucH. BHyTpeHHss OnKCh MOANNCHIBACTCA €€ COCTABUTENEM C YKa3aHUEM JOJDKHOCTH U AAThI
COCTaBJICHUS.

[Tpu u3mMeHeHnu cocTaBa JOKYMEHTOB Jiea (M3bATUH, BKIOYEHUH JOKYMEHTOB, 3aMEHE UX
KOMMSIMU) OHHU OTpakatorcs B rpade «[Iprumeyanne» co CHOCKON Ha HOMEpa BHYTPEHHEH OIUCH.
Moxet ObITh cOCTaBI€HA U 0CO0ast OIIMCh ITUX U3MEHEHUI.

JleKUMOHHBIH MaTepuaJl
B cocraB nmuyHOTO A€1a BXOAAT CIEAYIONINE TOKYMEHTHI:

e BHYTPCHHSS OMHKCH JJOKYMEHTOB, TIOJIIIUTHIX B INYHOM JICIIC;

e pe3iome;

e aBToOMOrpadus;

e aHKETa WJIM JIMYHBIN JINCTOK TI0 YYETYy KaJIPOB;

e KOIHMH JOKYMEHTOB 00 00pa3oBaHuH;

e  XapaKTEPUCTUKH HA paOOTHUKA,

e TPYIOBOW JOTOBOP (MOXKET BXOJUTH B COCTAB JIMYHOTO JIea UM XPAHUTHCS OTJIEIBHO);

e  KOIMH MIPHKA30B O HA3HAYCHHH, ITEPEMEIIICHUH, YBOJILHCHUH;

e  KOMMS CBHUJICTENILCTBA O MMOCTAHOBKE HA yUET B HAJIOTOBOM OpPTaHE;

e  KOITHS CTPAXOBOTO CBHJICTEIIHCTBA TOCYIAPCTBEHHOT'O IEHCHOHHOTO CTPAaXOBAHUS;

e  JIOTIOJTHEHMSI K aHKETE WUJIM JTUYHOMY JICTKY MO YUYeTy KaJpOB;

e  pa3IUYHBIC CIPABKH, OTHOCSIINECS K JAHHOMY paOOTHHKY (KpOMe CIIPaBOK C MeCTa
JKUTENIbCTBA, O COCTOSTHUM 37I0POBbS U IPYTUX JTOKYMEHTOB BTOPOCTETICHHOTO 3HAYCHHSI,
KOTOPBIC TPYIITHPYIOTCS OTICIBHO).

CocraB AOKYMCHTOB JIMYHOTO J€JIa pa60THI/IKaZ

3asBJICHHE O IpUEMe Ha padoTy;

TPY/ZOBOE CcorJIalieHue (KOHTPAKT), JOMOJHUTEIbHbIE COTIIAICHHUS;

JIMYHBIN JINCTOK TI0 YYETY KaJIPOB U JIOTIOJTHEHUE K HEMY;

aHkeTa (aBrobuorpadus);

JIOKYMEHTBI 00 00pa3oBaHuU (KOTHN);

JIOKYMEHTBI 00 YTBEP)KJICHUU B JOJDKHOCTH (KOITUH WM BBIITMUCKH), B TOM YHCJIE 3TO MOTYT

OBITH BBIITUCKHU M3 TIPOTOKOJIOB YUpeIuTelNeH, aKIIMOHEPOB, YICHBIX COBETOB, JJOKYMEHTHI

KOHKYPCHBIX KOMHCCHUH, pe3yIbTaThl TECTUPOBAHMUS;

7. peKOMeH/aTelbHbIC TIChMa MIIN XapaKTePUCTHUKH;

8. ITOIKHOCTHBIE MHCTPYKIHHU (PETJIAMEHTHI);

9. aTTecTalMOHHBIE JIUCTHI, OT3BIBBI, IPECTABIICHHUS;

10. nacriopTHBIE TaHHBIE, CBUJIETEILCTBO O Opake U T.1. (KOIHH);

11. 3asBrieHUsT ¥ TpHKa3bl (KOMMH WJIM BBIMTUCKH) O TIEPEBOJEC HA JPYTYI0 JTOJKHOCTH,
NpEeCTaBJICHNUS, CIPABKU-O00bEKTUBKH;

12. 1OKyMEHTBI O HarpaXJIeHUH, HAJIO’)KCHUH B3bICKaHUN (KOIIHN);

ok wnE



13. cBeneHNsT O OXOAAaX, MMYIIECTBE M CIPABKH MPOBEPKH TMOTHOTHI M JTOCTOBEPHOCTHU
JIAHHBIX CBEJICHHM (7151 TOCYIapCTBEHHON WU MYHHUIIUTIATBHOU CITY>KOBI);
14. neBocTpeOOBaHHBIC TOKYMEHTHI (CBUIECTEIbCTBA, TUIUIOMBI, TPYAOBbIC KHUKKH H T.IL.);

15. 3asBrIeHHsI ¥ TpUKa3bl (KOIMH WJIA BBIITUCKK) 00 YBOJBLHEHUH, TIEPEBOJIC U T.11.;

16. vHBIC TOKYMEHTHI B CTy4ae HEOOXOIMMOCTH, B YACTHOCTH JJIsI TOCY/IAPCTBEHHOM CITYKOBI
— noapobHee mocMmoTpute Ykas [Ipesunenra PO.

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

@

Maenc Hata Homep
Ne Aoxymesra Xoxymenta 3aroT0B oK JOKYMeNTA T Tproteyansne
1 2 3 4 5 3
1 Hononriesiue K AUYHOMY NUCMKY NO ydemy 1
Kxadpoe
2 19.03.2012 | Jlusnea AUCmoK no ywemy xadpoe 2-3
3 19.03.2012 | Aemobuopadus -
4 | KON 827527 | 26.06.2001 | Konus dunnoma 5
5 10/12-mad 19.03.2012 | Tpydosou doeosop 6~11
6 45-x 19.03.2012 | Konus npuxasa o npueste Ha pabomy 12
Hrtoro ROKYMEHTOB.
(umjpann 3 opoam e |
KOMHUECTRO THCTOB BHYTPEHHEA ONHCH
(amfpares w njasecuo )
MHcnexTop Wupoxoea T.IO. llinpokosa
(mcaama) | paces posia noamT )
19.032012
Tect k paznemny Ne2
Bomnpoc 1
Bbamn: 1,00
ITo KakoOMy TIIPUHOWITY CHCTEMATHU3HUPYIOTCA OOKYMEHTBI B JI€lIaX, COJCPKaAIIUX,

COACPpKAUX ITPUKA3BI, PACIIOPAKCHHUSA 110 INYHOMY COCTaBy?

BriGepute oquH OTBET:

i

(pacriopspkeHwus) 3a AeKaOph, MOTOM 3a HOSIOPh | T.]I.

a. XpOHOJ'IOFI/I‘-ICCKI/Iﬁ MMPUHIHUIT: B HAYAJIC ACJIa JOJIZKHBI pacCIiojiaratbCs MpruKa3bl

“ b, XPOHOJIOTUYECKUI MPUHIUIL: B HaYaJe Jiesia JOJDKHBI pacioiararbest MpuKasbl
(pacmiopskeHus) 3a sIHBaph, TOTOM 3a (heBpasb  T.J.



C. HOMEPHOMY IPUHIUILY: OT IEPBOTO JI0 IOCIETHETO

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

Bonpoc 2
Bamn: 1,00

VYKaxxuTe BapUaHT, COAEPIKAIIMN JUIIHEE B NEPEUUCICHUN «AHAJIOTUYHO, 10 TAKOMY XK€

IMPUHIUITY OIPOBOJUTCA CUCTEMATU3alsA JOKYMCHTOB B JI€JIaX, COACPKAIIUX ...»

Bribepure ouH OTBET:

a. TaprupUKAINOHHBIE BEOMOCTH, Ta0EIH U HapsAbl paOOTHUKOB BPEAHBIX MPOQeCcCHii
b. HOKYMEHTBI O IPE/ICTABICHUHU K HArPAXICHHIO

C. aKTBl O HECUYACTHBIX CIIydYasiX, TPYAOBBIC KHUKKH

d. mpOTOKOJIBI 3aCeJaHN KOMUCCHIL, TPYIOBBIC IOTOBOPBI (COTIIAIICHHS)

Bomnpoc 3
bam: 1,00

[ToammBka chopMUpPOBaHHBIX €N MPOUZBOIUTCS

BeiGepute oauH OTBET:

a. 1o mepenayn ux U3 OTeNna KaJpoB B apXUB Ha JOJITOBPEMECHHOC XPaHCHHEC
b. mo mpoBeeHUs FKCIIEPTH3BI IECHHOCTH IOKYMEHTOB TI0 JINYHOMY COCTaBY
C. IOCJIC YBOJIbHCHHS COTPYOIHHUKA

d. mocue 3aBCPUICHUS SKCIICPTU3BI HECHHOCTHU JOKYMCHTOB

Bonpoc 4
Bbamn: 1,00

Bribepure BepHOE yTBEpKICHHE

Bribepure ouH OTBET:

a. JIoKyMeHTHI Jienia TIOAITUBAIOTCS, IEPETUIETAIOTCS B TPH WIIA YETHIPE MPOKOJIA CYPOBBIMU
HUTKaMH. [Ipu 3TOM ciieyeT ucnonb30BaTh KAPTOH BHICOKOTO KaueCTBa, UMEIOIININ CPETHION0
IUIOTHOCTb. JIOKyMEHTBI OJIIMBAIOTCS, IEPEIUIETAIOTCS TaK, YTOOBI OBUIO 0OecreueHo
cBOOOIHOE UTEHHE TEKCTA



'

b. lokyMeHTBI Jiei1a TOAINBAIOTCS, IEPEIUICTAIOTCS B TPU MTPOKOJIA CMECOBBIMU HUTKAMH.
HpI/I 9TOM CJICAYCT UCII0Jb30BATh KAPTOH BBICOKOI'O Ka4€CTBaA, I/IMCIOH_[I/II\/'I XOpOolmyro IMJI0OTHOCTb.
JIOKyMEHTBI MTOIIIMBAIOTCS, IEPETIIICTAIOTCS TAK, YTOOBI OBIJIO 00ECTIEYeHO CBOOOIHOE YTCHHE
TEeKcTa

C. I[OKYMGHTLI AcJIa IMOAIMNBAKOTCA, IICPCIIIICTAOTCA B TPHU WJIM UCTHIPC MIPOKOJIa CYPOBBIMU
HUTKaMH. HpI/I OTOM CJICAYCT UCIIOJB30BATh KAPTOH AOCTATOYHOI'O Ka4Y€CTBA, I/IMCIOH.[I/Iﬁ
CPEOHIOIO IIJIOTHOCTD. I[OKYMCHTBI MMOAIIMBAKOTCA, NICPEITIETAOTCA TAK, YTOOBI OBUIO 00eCIEYeHO
CBO60,I[HO€ YTCHHUE TCKCTAa

E‘—_

d. JIokyMeHTHI JieJ1a MOANIMBAIOTCS, TIEPEIIIETAIOTCS B YSThIPE MTPOKOJIA CYPOBBIMU HUTKAMHU.
[Tpu 3TOM creyeT UCIOoIb30BaTh KAPTOH BRICOKOTO Ka4eCTBa, MMEIOUIHIA TTOBBIIICHHYIO
MJIOTHOCTH. JIOKYMEHTBI TTOAIIMBAIOTCS, TIEPETIETAIOTCS TaK, YTOOBI ObLIO 00ECIIeUeHO
CBOOOJIHOE YTCHHE TEKCTa

Bomnpoc 5
bam: 1,00

HpI/I HaJIMYMKU B JIMYHOM [CJI€ COTpYAHHUKaA HeBOCTpC6OBaHHBIX JIMYHBIX JOKYMCHTOB

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

BeiGepute oauH OTBET:

a. BKJIaJbIBAIOTCSI B KOHBEPT, KOTOPBIN BMECTE C APYTUMH TOKYMEHTAMHU MOJIINBAETCS B JIEJI0
b. xpaHsTCcs y HauanmbHUKA OT/ENA KaapoB B ceiihoBom mikady

C. XpaHsTcs B (pailloBOM BapHaHTe

d. hopmupyrOTCS B OTAEIBHOE €0 apXHBa HEBOCTPEOOBAHHBIX IOKYMEHTOB

Bonpoc 6
bam: 1,00

Undpopmanusa mnuyHoro nena, rae uudpamMd U MPOMUCHIO YKa3bIBA€TCS KOJIHMYECTBO
IIPOHYMEPOBAHHBIX JIMCTOB B JI€JI€, HAJTUYME MPOIIYLIEHHBIX U JINTEPHBIX HOMEPOB, KOJIMYECTBO

JIMCTOB BHYTPEHHEH OIKCH JieNia ToMellaeTcs

Bri6epuTe 01uH OTBET:

a. BO BHYTPEHHIOIO OMUCH Jelia

b. Ha 060POTHOI CTOPOHE MOCIIEIHEr0 TOKYMEHTA

C. Ha MOCTIEAHUH JIUCT OOJIOXKKH JIea ¢ BHYTPEHHEH CTOPOHBI

d. B tucT-3aBepHUTENH CNTA



Bomnpoc 7
bam: 1,00

Kaxoe IIpaBUJIO HE 0053aTEIbHO K HCIIOJHEHUIO IIpyu U3MCHCHHUH COCTaBa JOKYMCHTOB

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

Bri6epute oquH OTBET:

—

a. N3MEHEHH 003aTeNLHO 3aHOCITCS B rpa(by ((HpI/IMeanI/Ie>> OIMMCH CO CChIJIKAMM Ha
COOTBCTCTBYIOIIHUEC JOKYMCHTBI, HA OCHOBAHUHU KOTOPBIX NPOU30IIJIO U3BATHEC, JOIIOJITHCHUC,
3aMCHa KOIIUAMMU U T.II.

b. u3psaTne JAOKYMCHTOB U3 JIMYHOI'O JCJIa HEAOITYCTUMO
C. IEpECOCTABJIACTCS JIMCT-3aBEPUTEIIb JCi1a

d. MNEPECOCTABIIACTCA HTOIOBAs 3alIMCh K BHYTpeHHeﬁ OIINCH ACJIa

Bomnpoc 8
bam: 1,00

B MMPUBCACHHOM IIPUMCPE MOJIOKCHHUA O MYHUTTUIIAJIBHOM apXUBC JOKYMCHTOB 110 INYHOMY

COCTaBy yYKa3aHO

BeiGepute oauH OTBET:

a. 4TO YUPEXKJACHUE TPUHUMAET Ha OCHOBE 3aKJIIFOYEHHBIX JJOTOBOPOB U B COOTBETCTBUU C
rpagukamMu OT yUpeKJACHUHN, OpraHu3aliii U MPEANPUITUIH-UCTOYHUKOB KOMIJICKTOBaHUS
ApxuBa IOKYMEHTHI 110 TUYHOMY COCTaBY, 00paOOTaHHBIC M YUTEHHBIE COTJIACHO YCTAaHOBJICHHBIM
MpaBUJIaM, a TaK K€ JOKYMEHTHI OT JUKBUIUPOBAHHBIX OPraHU3aIMi, HE HMEIOIINX
MPaBONPEEMHUKOB

—

b. uTO apXuB BBIMOJHSET BCE ONEpaliy Ha 0€3B03ME3/IHON OCHOBE

C. apXMB BBIJAET 110 3asBJICHUSAM IpakJaH TOJIbKO apXUBHbBIE CIPABKH, MOATBEPIKIAIOIINE
TPYAOBOM CTaX, pazMep 3apabOTHOM ATkl U IpYTHe BOIPOCH, HEOOXOIUMBIE [T OPOPMIICHHS
NIEHCHUI IpakJaHaM U PEIIEHUs APYTUX COLUAIBbHO-TIPAaBOBBIX BOIIPOCOB

—
I1

d. yupexieHue He UMEeT MpaBa OKa3bIBaTh YUPEIKIACHUAM, OPTaHU3AIUSIM, IPESIATPUITUIM
METOJINYECKYIO, U TPAKTUYECKYIO TOMOIIb B MMPOBEICHUHU YKCIEPTU3BI U YIOPSIAOUECHUN
JIOKYMEHTOB

Bonpoc 9
bam: 1,00

B chouckax apxuBOB JOKYMEHTOB IO JIMYHOMY COCTaBY IIpH IPHCBOCHHM (HOHIOB

YUPEXKJIECHUSAM U MPEANPUATUSIM UCTIOTIb3YeTCs



Bri6epute oguH OTBET:

a. YMCII0Bast HyMepaIust
b. 6ykBenHo-1MIdppOBast
C. CIIOBECHO-YHUCIIOBAs

d. uudposast

Bomnpoc 10
Bamn: 1,00

Benenue nuuHbIX A€ 00s3aTenbHO KaApoBOM Cily:k00il M XpaHEHHME B OpraHu3aluu

00s13aTeIbHO

Br16epute ouH OTBET:

—

a. g OO0 u OAO
b. m1st Bcex rpaxkaad Ha Tepputopuu PD
C. U1sl 00pa3oBaTeIbHBIX yupexaeHui PO

d. Ha roCyIapCTBEHHOW TPAXKIAHCKOI CITy)KOe

KonTtpoabHnbie meponpusitusi k Pasneny Ne3
IIpakTHyeckoe 3a1aHue 2

N3yuute Matepuain [IpaBui opranuzannu XpaHeHus, KOMIUIEKTOBaHUs, yuéTa U
UCTIOJIB30BaHUS IOKYyMEHTOB apXMUBHOTO ()OHIA POCCHICKOH (eepaiul U IPYrux apXUBHBIX
JOKYMCHTOB B I'OCYAapCTBEHHBIX OpraHax, opraHax MECTHOIro CaMOyIpaBJICHUSA U
opraau3zanusax» ot 07.09.2015 r., ocobenHo pazaena 5, a TaKke MOBTOPUTE MaTepUall JIEKIUHU 2
«Vcnonp30BaHuE apXUBOB 10 JTHYHOMY cocTaBy» Pasnena |l «Onucanue, mouck u
UCIIOJIb30BaHUE aPXUBOB I10 JTUYHOMY cOCTaBy». [10/1b3ysCh 00pa3LioM, COCTaBbTE APXUBHYIO
BBINKCKY, KOTOPas JOJDKHA CO/IEpKaTh HE MeHee 3 MyHKTOB.

5.10. ApXxuB opraHu3aIfK pacCMaTPUBAET U UCIIOJIHSIET 3aIIPOCHI, TOCTYTUBIIHE B
MMCbMEHHOU (hopme.

3anpoc 1noib30BaTess JOJKEH COAEpKaTh CIEAYIONIYI0 HHPOPMAIHIO:

1. HaMMEHOBAaHHE FOPHUINYECKOTO JIMIIa — aBTOpa 3ampoca (s rpakaaH — paMuin,
HMCHHU, OTYCCTBA, ITPU HAITUINU HOCJIC,Z[HGI‘O);
2. MOYTOBBIN W/WJIN DJIEKTPOHHBIN aJipec, MO0 KOTOPOMY JIOJKEH OBITh JaH OTBET;



3. CBEJICHUS, UHTEPECYIOIIHNE MOJIB30BATENSI U XPOHOJIOTHUECKUE PAMKHI
3ampanmBaeMoi nH(opmaIuu;

4. ¢dopmy noydeHus nonb3oBatesieM HHpopMauu (MHPOPMALMOHHOE MTUCHMO,
apXMBHAas CIIPaBKa, apXMBHAs BBIHMCKA; apXUBHAsL KON, TEMATHUECKHI TIEpEUYCHb,
TEMaTUIECKHil 0030p TOKYMEHTOB)7;

5. JUYHYIO MTOJIIKCH aBTOpa 3arpoca (rpakJaHnHa WIK JTO0JLDKHOCTHOTO JIMIA);

6. Jary.

[Tpu mocTyIIeHNU B apXyB OpraHU3allil HHTEpHET-00palieHns (3anpoca) moIb30BaTels
C YKa3aHUEM ajjpeca JIEKTPOHHOM MOYTHI H/UITH ITOYTOBOTO apeca, eMy HalpaBJseTCs
YBEIIOMJICHHE O ITpHeMe 0OpalieHus (3arnpoca) K pacCMOTPEHUIO WIM MOTUBUPOBAHHBII OTKa3 B
paccmotpenuu. IIpuHsTOE K paccMOTpEeHHIO oOpaleHue (3anpoc) pacneyaTbiBaeTCs U B

,I[aJ'IBHeI\/'II_HeM pa60Ta C HUM BEAECTCA B YCTAHOBJICHHOM IIOPAAKE.

Ha 3ampockl TeMaTH4ecKOro xapakrepa, IOCTYIUBIINE B ApXUB OPraHU3alUU 110
MH(}OPMaLOHHO-TEIIEKOMM YHUKAI[MOHHOM CETH, B TOM YHCJIE 110 ceTH VIHTepHET, OTBET MOXKET
OBbITh HAIIPABJICH B BUJIE JIEKTPOHHOIO JIOKYMEHTA 10 YKa3aHHOMY aBTOPOM 3aIipoca
3JIEKTPOHHOMY aJIpecy.

3arpoc 10JKeH OBITh 3apETUCTPUPOBAH B TEUCHUE TPEX padOYMX JTHEH ¢ MOMEHTA €ro
HOCTYIUICHUS.

3anpoc, He OTHOCSIIUKCS K COCTaBY XPaHSAIIMXCS B OpraHU3aIMK JOKYMEHTOB
(HempoMITBbHBIN 3a1IPOC), B TEYCHUN 7 JTHEW CO JHSA PETHUCTPALNHU 3aIpOCa HAIPABIISIETCS B
OpraHu3aluIo, I71€ MOT'YT XPaHUTHCSI HEOOXOAUMBIE JOKYMEHTHI C YBEJJOMJIEHHEM 00 3TOM
I10JIb30BATEJIS.

3anpoc, HOCTYHI/IBI_HI/Iﬁ B apXHB OpraHHU3alnu, UCIIOJIHACTCA B YCTAHOBJICHHOM IMOPAAKC B
COOTBCTCTBHHU C Tpe60BaHI/I$IMI/I 3aKOHOAATCJIIbHBIX U MHBIX HOPMATHBHBIX ITPABOBBIX AKTOB I10
pa60Te C O6paH_IeHI/I$IMI/I rpaxxJiaH U IpCA0CTABJICHUIO I'OCYAapCTBCHHBIX (MYHI/IL[I/IHaJ'IBHLIX)

YCIIYT.

OrtBer Ha HOCTYHI/IBIJ_II/Iﬁ B apXHWB OpraHU3alru 3a11poC IMPEAOCTABIACTCA B TCUCHUC 30
JHEH CO THA €T0 perucTpanunu. C pa3peiCHus pYKOBOJACTBA OPraHU3alllU 3TOT CPOK MOKET OBITh
MMPpOJICH HE Ooiree uem Ha 30 ,Z[HCI>'I, C YBEIOMJICHUEM 00 3TOM 3asiBUTEIIS.

5.11. OTBeTHI Ha 3aIIPOCHI MTOJIB30BATENEH, B TOM YUCIIE OTBETHI HA 3alIPOCHI TPaXK1aH
COLIMAJIBHO-TIPABOBOTO XapakTepa, 0o(opMIIIOTCS B OpME apXUBHOM CIIPaBKH, apXUBHOU
BBINKUCKY M apXUBHOM KOMMH, COCTABJICHHBIX Ha OJIaHKe OpraHu3aliy (apXuBa OpraHu3aIum),
O(OPMIICHHBIX U 3aBEPEHHBIX B YCTAHOBJICHHOM MOPSIKE.

[Tpu oTCyTCTBUM JOKYMEHTOB, HEOOXOAMMBIX JJIS1 HCIIOTHEHUS 3aIipoca
COLIMAJIBHO-TIPABOBOT'O XapaKTepa, COCTABISIETCSl OTBET 00 UX OTCYTCTBUU C yKa3aHHEM MPUYHH
Ha OJlaHKe opraHu3anuy. B ciaydae oTpuIaTensHOro OTBETa MUCHMO, CoieprKaniee HH(popMannio
00 yTpaTe uiau rudeny HeoOXOUMBIX JOKYMEHTOB, JOHKHO OBITh 3aBEPEHO MEUaThIO
OpTaHHU3anuy.

*khkkkk
5.13. ApXuBHBIE BHIITUCKU M apXUBHBIE KOUU 0(hOPMIIIOTCS Ha OJIaHKE OpTraHU3aIiH

(apxuBa opranuzanuu) ¢ 0003HaYeHHEM Ha3BaHUs BUaa JokyMeHTa: «APXMBHAS
BBITIMCKA», «KAPXMBHAJS KOITH .



B apxuBHO# BbINMCKe Ha3BaHUE TIOKYMEHTA, €r0 HOMEP U JaTa BOCIPOU3BOISATCS
MOJIHOCTHIO.

Brimucka IMPOU3BOAUTCA TOJBKO U3 JOKYMCHTA, B KOTOPOM COACPKUTCA HCCKOJIBKO
OTACJIBHBIX, HC CBA3AHHBIX MCKIY coOoi BOITIPOCOB. Brimucka J0JKHA BOCIIPOU3BOANUTD ITOJTHBIN
TEKCT 4aCTHU JOKYMCHTA, OTHOCHmeﬁCﬂ K 3a11pocy.

H3BieuenneM u3 TekcTa AOKYMCHTA JOJI?KHBI OBITh HCYCpIIaHbl BCE NMCIOIHECA JaHHBIC
I10 3aIIpocCy. Hagano n KOHCII KaXXI0I'0 U3BJICUCHUA, 4 TAKXKE IMPOIMYCKH OTACIIBHBIX CJIIOB B TCKCTC
JOKYMEHTaA 0003HAYal0TCS MHOTOTOYHEM.

B apxuBHOI BBIIUCKE TOJKHBI OBITh C/I€TaHbl COOTBETCTBYIOIINE IPUMEUYAHUS U
OrOBOPEHBI YACTH TEKCTA OPUTMHAJIA, HEPa300pUYMBO HAIIMCAHHbIE, UCIIPABIEHHBIE aBTOPOM, HE
NOAJAOUIMECS IPOYTEHUIO BCICACTBUE MIOBPEXKIECHUS TEKCTA U IPYTUM ITpuurHaM. OTenbHbIe
CJIOBA U BBIPAKEHUS JOKYMEHTA, BBI3BIBAIOLINE COMHEHMS B UX TOYHOCTH, a TAKXKE UCIIPABIICHNUS,
IIOJYMCTKH, BBI3BIBAIOIME COMHEHHUE B UX JJOCTOBEPHOCTH, OTOBAPUBAIOTCS nIoMeTamu: «Tak B
JIOKyMeHTe», Wi «B Texcte Hepa3bopunBoy, mim «Tak B TekcTe opuruaaia». [locne Tekcra
ApPXMBHOM BBITUCKHU YKA3bIBAIOTCSA apXUBHBIN MU(P U HOMEPA JINCTOB €AUHUIIBI XPAaHSHHUS
ApXMBHOTO JOKYMEHTA.

Ecnu BeImucka 3aanMaeT 6oJiee 0JTHOTO JIMCTA, ApXUBHBIN MU(P U HOMEPA JINCTOB
€MHMIIBI XPaHEHUsI apXUBHOI'O JOKYMEHTa YKa3bIBalOTCA Ha 000pOTE KaK0r0 JIUCTA.

ApxuBHbIe IUGPHI 1 HOMEPA JIUCTOB €AMHULl XPAHEHUS JIOKyMEHTA MTPOCTABIISIOTCS Ha
000pOTE KaXKJI0T0 JINCTa APXUBHOW KOITUH.

ApXI/IBHaSI BBIIIMCKA U apXHBHAA KOIIHA ITOAIIUCBIBAIOTCS PYKOBOAUTECIICM OpPraHu3aluu
HJIM UHBIM YIIOJTHOMOYCHHBIM UM JOJIKHOCTHBIM JIMIIOM U 3aBECPAIOTCA II€YATbIO OPraHu3alnu.

Bce nmucThl apXMBHO# BBITTMCKH U apXUBHOM KOITUH JTOJDKHBI OBITH TPOIITUTHI,
POHYMEPOBAHBI M 3aBEPEHBI aHAJIOTUYHO TOMY, KaK 3aBEPSeTCSl MHOTOCTPAHUYHAS apXUBHASI
CIIpaBKa.

5.14. TloaroToBieHHbIE APXUBOM OPraHU3ALUHU OTBETHI HA 3alIPOCHI (ApXUBHBIE CIIPaBKHU,
ApXUBHBIE BBIITUCKU U apXUBHBIE KOITMH) HAIIPABIISIOTCS 3asBUTEIISIM 10 TIOYTE UM BBIJAIOTCS:
3asIBUTEIIIO — IIPU MPEIBSABICHNN JOKYMEHTA, YIOCTOBEPSIOIIErO JMYHOCTD, €70 MPEICTABUTEISM
— IpU NMPeIbABICHUH TOKYMEHTA, YOCTOBEPSIOIETO TUNYHOCTh U TJOBEPEHHOCTH, OPOPMIIEHHOM
B YCTaHOBJICHHOM mopsake. [loydarens apXvMBHOM CipaBKU, apXWBHOW BBIITACKH WIA apXUBHOMN
KOIIMHU PaCIUCBIBACTCSA HA BTOPOM JK3EMILIAPE MOIY4aeMOro JOKYMEHTa, OCTA0IIEM S B JIENIax
apXyBa OpraHU3allly, ¢ YKA3aHUEM JAHHBIX 1aCIIOPTa WIHM APYroro JOKyMEHTa,
YAOCTOBEPSIOLLErO JIUYHOCTD I10Ty4aTers.

5.15. ApXI/IBHBIe CIIpaBKH, apXUBHBIC BBIIIMCKU U apXHUBHBIC KOIINH, HAIIPABJISICMBIC B
rocyaapcCTBa, NOANINCABIINC Faarcxy}o KOHBCHIIHIO 1961 I'., BCOOTBECTCTBHHU C KOTOpOﬁ HC
Tpe6yeTC$I KOHCYJIbCKad JICTaJIn3alusa O(I)I/II_II/IaJ'ILHBIX JOKYMCHTOB, 3aBCPAIOTCS ITPOCTABJIICHUCM U
3alIOJIHCHUEM CIICIHUAJIBHOT'O IITaMIIa - alilOCTHJIA.

ATIOCTHIIb HA ApXUBHBIX CIIPABKAX, APXUBHBIX BBIMCKAX U apXUBHBIX KOMMSIX,
MOJTOTOBJICHHBIX (pe/iepalbHBIMH OpraHaMU rOCy/1apCTBEHHON BIACTH (KpOME TE€X, KOMY TaKoe
IPaBo MPEIOCTABICHO HOPMAaTHBHBIMH ITPABOBBIMU aKTaMM) IPOCTABIISIET eiepaabHbIi Oprad
UCTIOJIHUTENILHON BJIACTH, YIIOJHOMOYEHHBIN B cpepe apXUBHOTO Jela.



Ha apxuBHBIX cipaBKax, apXUBHBIX BBIMHCKAX U apXUBHBIX KOMHIX, OJTOTOBIEHHBIX
OpraHu3aIMsIMHU, PACTIOIOKEHHBIMU Ha TEPPUTOPHH CYOBeKTOB Poccutickoii denepamnuu (Kpome
TeX, KOMY TaKoe MpaBo MPea0CTaBI€HO HOPMAaTUBHBIMH MPABOBBIMU aKTaMH ), alIOCTHIIb
MIPOCTABJISICTCS] OPraHaAMU UCIIOJIHUTEIILHOM BIacTH cyObeKTOB Poccutickoit deneparnumy,
YIIOJTHOMOYECHHBIMH B cpepe apXUBHOTO JieIa.

[IpocraBnenue anocTuis Ha apXUBHBIX CIIPABKAX, APXUBHBIX BBIMMCKAX U APXUBHBIX
KOIUSIX, OJATOTOBJIEHHBIX APXUBAMU OpPraHU3aluil, OCYIIECTBIISIETCS TI0CIE UX MTUCbMEHHOIO
oOpartieHusi, ¢ mpeJicTaBiieHneM B yrosHoModeHHbIH [IpaButensctBom Poccuiickoit deneparuun
(denepanbHBIN OPTaH UCTIOTHUTEILHOMN BJIACTH WIIM OPTaH UCIIOJHUTEIILHOMN BIIACTH CYObEKTa
Poccwuiickoit deneparuu, ynolHOMOYCHHBIN B cepe apXUBHOTO Jielia, 00pasIoB MOAMUCEH, ¢
MOATBEPKIACHUEM ITOJTHOMOYHI Ha MIPABO MOAINMCH KOHKPETHBIX JOJKHOCTHBIX JIMLI, & TAKXKE
00pa31oB neyateil.

AmocTuip He IMPOCTABJIACTCA HAa JOKYMCHTAX, MPCAHA3HAUCHHBIX IJI HAIIPABJICHUS B
rocynapcTBa, ¢ KotopbiMu Poccuiickas @enepanus 3akiIr0uuia JJ0roBOpsl O MPABOBOM TOMOIIHN U
MIPABOBBIX OTHOILIEHHSX MO IPAXKIAHCKUM, CEMEHHBIM U YTOJIOBHBIM JIEJIaM, a TAKKE B
rocynapctBa - yuactouku CHI', moanucasmue Cornamienye o NpyuHIMIAX U popmax
B3aMMOJICHCTBHS B 00JIACTH MCIOIb30BAHUS apXUBHON HHGOPMAIIUU, UITU C KOTOPBIMH UMEIOTCS
JBYCTOPOHHUE COTJIALICHUS O COTPYTHUYECTBE.

B CJIydac OTKa3a B IPOCTABJICHUHN AlTOCTUJIIA 3asIBUTCIIIO B TCUCHUC TPEX pa60q1/1x ,I[Heﬁ
HalpaBJIACTCA IUCbMCHHOC COO6H_[€HI/IC O [IPUYKUHE OTKa3sa.

JIeKIIHOHHBIN MaTepHa

ApXUBHBIE CTIPAaBKH, BBIITMCKU U KOTIMU BbIIAIOTCS HA OCHOBAaHUH MMCbMEHHOTO 3a1poca
(U3UUECKOro UK IOPUANYECKOT0 JIMIA, KOTOPBIN JTOJKEH CoJiepKaTh HAaMMEHOBaHue (1 ajipec
IIPY NepeChUIKE) OpraHU3aIiK (apX1Ba), KOTOPOU OHU aJpeCcOBaHbl; U3JI0KEHHE CYLIECTBA
BOIpOCa; GaMUIINIO, UMsI M OTUECTBO OOPAIIAOLIETOCs; €ro aJipec, KOHTaKTHbIE TeJIe(OHBI; AaTy
U JIMYHYIO NoAnuck. B 3anpoce, coneprxkaiieM npocb0y 0 MOATBEPKACHUU TPYJOBOTO CTAXA WIIN
pa3mMepa 3apabOTHOM MJIaThl, yKa3bIBAIOTCS KpallHUE JaThl, MECTO U JOJIKHOCTh PaOOTHI.

BrimaHHBIC apXUBHBIE CIIPABKH, KOIIMU M BBIITUCKH U3 JIOKYMEHTOB PETHCTPUPYIOTCS B
KypHaie 1o gopme.

lMpunoxeHue 3

NpumepHas ¢popma XypHana pericTpaLii BbIAAHHBIX CNPABOK, KONHIA, BLINHCOK

KYPHAN
perncrpaliu BblaHHbIX (NPaBokK, KOnHﬁ, BbINWCOK
Haszsanue Dara
RDarawn BLIAAHNHOro DETReTIe: Pacnucka
Asvop 3anpoca, |perncrpa- Copep- AOKYMeHTa P P e nony-
Ne i UMOMMBIR Npume-
nex. N2, para, UMOMMBIA Hauue (konun, qeHnn
n/n HOMep Yanme
aapec, renedon HOMep s3anpoca EbINNCKa, SHIAAHHONO wnu para
3anpoca cnpaexa OTNPABKK
wap.) AOKyMeHTa
1 2 3 4 5 6 7 8




Obpawenus epasxcoan, 8 KOMOPwvIX OMCYMCMEYIOm Gamuiuu, aopeca u nOONUCU
06paWAIOWUXCSL, CHUMAIOMCA AHOHUMHBIMU U He NOONeHCam pAcCMOMPEHUIO.

B cnyuae ecau 6 obpawenuu npedcmasiena Henoanas UHGOPMAayUs 0 3anPauaemvblx C6e0eHUsx
(Hanpumep, He YKA3aHO CMPYKmMypHoe noopazoeiienue uiy 3a Kakue 200bl mpeoyemcs
noomeepoicoerue 0 mpyoo8omM cmagice, 3apabomuoil niame u op.), Apxus 0013aH 3anpocums y
3aseumens OONOIHUMENbHbIE C8EOCHUSL.

Cpox ucnonuenust 3anpocos COYUAIbHO-NPABOBO20 XAPAKMEPA ePANCOAH U OPSAHUZAYUL NO
0OKyMeHmam apxusa He 00.1vceH npesviuams 30 ouetl co Ons pecucmpayuu oopawjerus. [lpu
CILOJCHBIX 3ANPOCax CPoK Modcem Oblmsb NPooieH, Ho He bonee wem Ha 30 Ouetl, ¢ 06s3amenbHbLIM
y8eooMaeHueM 00 IMOM 3aa68UMEIL.

B cnyuae nocmynienus 6 apxue nenpohunibhoeo 3anpoca (he no Ha3Ha4eHur) 3anpoc
nepecuLIaemcst no NPUHAOIEHCHOCIU 6 Opyeue OP2AHU3AYUU ULU APXUBLL 8 S-OHEeBHbLIL CPOK C
MoMeHma obpawieHus, o0 4em 00800UMCs 00 C8e0eHUs 3aA6UMes.

lNpunoxenue 2
Npumep 0dopMAeHHA APXHBHON BBINHCKN
OTKPbLITOE AKUMOHEPHOE OBLUECTBO NIO. CumnybiHon
“MbITULLUHCKUIA XNONOK" yn. Crpoutenen, a. 8, k6. 115,
ApXMBHARA BHINWCKA MOCKOBCKAA 06NaCTL,

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

r. Mocksa

W3 NPUKaza or 24.07.75 N2 62-K anpexropa
MBTHUWKUHCKOTO XNONUATOOYMAXKHOrO KOMOMHATA

B uensx NOBbULEHUA TBOPUSCKON AKTHBHOCTI PA0OUMX OCHOBHBIX NPOGECCHiA, BHABNEHNA K Pac-
NPOCTPRAHEHUA BLICOKONPOMUIBOANTENDHBIX METOROE PAboTH Ha KOMOMHATE NPOBOANNCS KOMKYPC
paboyero MacTepcTsa No NPAANALLIMLAM M TKAUaM (TaK 8 AOKYMeHTe), B COOTBETCTBUM C YTBEPXKACH-
HbIMM YCNOBHAMM NO NPOBRACHUIO KOHKYPCA, NPUKA3LIBAK:

1. Npemuposats nobeanTenen KOHKYpPCa pabouero MacTepCTsa, 3aHABIIKMX NPU30BLIe MeCTa:

4, Cummnyviny /110, - npaannslumuy - 3-€ Mecro.

OupexTop KombnHata @ o H.A. @omunues
CornacoBano ¢ NPOPHKOMOM &/VW 0.B. Xapnamosa

OcHosanme: on. 2 n/c, 4. 103, 0. 57

Bepwo:

leHepanbumn AMpexTop oblecTsa ,g%&{ 1(‘ KA. Kpenertos

Nyzavesa /o6oes NleonudosrHa
345-78-56




Tecm k pazoeny No3

Bonpoc 1
Bamn: 1,00

Omnucs J1el1 o IMYHOMY COCTaBY BKIIFOYAET B ce0sl

Bribepure oauH OTBET:

—

a. HAMMEHOBaHUE OpraHu3anuu; Homep (HoHa; MOPSAIKOBBIM HOMEP; UHIACKC Jea (U
HaJIMYMU HOMEHKJIATYyphl J€J1); 3ar0JI0BOK JI€1a; JaTa JeJ1a; YUCIIO JIUCTOB B JIENe

b. HanmeHoBaHue opranu3anun; Homep (HOH/Ia; MOPSIKOBBIA HOMED; HHJIEKC Jena (Tpu
HAJIMYMKA HOMEHKJIATYPBI JeT); 3ar0JI0BOK JIejia; JaTa Jelia; YUCIIO JUCTOB B JIeNIe; IPUMEUaHue
(ecru ecTh)

-

C. HAMMEHOBAHWE OPTraHU3AIMH; CTPYKTYPHOTO MOJIpa3iejeHus; HoMep (POH/Ia; MOPSIAKOBBII
HOMeEp; UHJAEKC Jiea (IpU HaJM4YUKd HOMEHKIIATyphI JIeN); 3aroJI0OBOK Jieja; 1aTa Jieja; YUCIIO
JIMCTOB B JIEJIE€; IPUMEUYaHUE

—

d. HauMeHOBaHUe OpraHu3anuu; HoMep (HOHIA; OPSIKOBbIH HOMEpP; MHACKC Jena (pu
HAJIMYMY HOMEHKIJIATYPHI J€T); 3ar0J0BOK JIeNa; AaTa JIeja; YHCIIo JIMCTOB B JIeNIe; AaTy Nepeaadn
donga

Bomnpoc 2
bam: 1,00

BriOepute HEBepHOE yTBEpXK/IEHUE

Bri6epute ouH OTBET:
a. Onuce Jer 1o JIMYHOMY COCTaBY COCTAaBIISIETCS B TPEX 3K3EMIUISIPax

b. Onmce ACI 110 JIMYHOMY COCTaBYy COCTABJIAICTCA B TPEX SK3CMILIIApaAx

I'fi

C. Onuch JOKYMEHTOB MOXET ObITh COCTABJIEHA MO0 XPOHOJOTHYECKOMY MU CTPYKTYPHOMY
IPUHIUITY, KOTOPbIE OOBIYHO COUETAIOT B OTHOM OMMCHU: B KaX10M XPOHOJIOTUYECKOI rpyrie
JIeJIa PACIIPEAEIIOTCA B COOTBETCTBUU CO CTPYKTYPHBIM ITOAPA3IEICHHEM

d. Omuce ACII 110 JIMYHOMY COCTaBy — y‘-IeTHLIﬁ HAOKYMCHT, KOTOpBIfI COACPKUT NICPCUYCHDb
JOKYMCEHTOB JI€JI 11O JIMYHOMY COCTaBy C YKa3aHUEM MHICKCOB, Ha3BaHUI AOKYMCHTOB U Ip.

Bonpoc 3
bam: 1,00

IIpn cocraBieHHHM ONMCH €1 II0 JIMYHOMY COCTaBy II0 HOMMHAJIBHOMY IIPHUHIIUILY

3aroJIOBKH JICJI B OMMCH UAYT B CIEAYIOIICH MOCIEA0BATEIIbHOCTH



Bri6epute oguH OTBET:

r

a. JTMIIEeBbIe cYeTa pabovMX M CITY)KAIIMX 110 3apad0THOH mi1aTe (pacueTHbIE BEIOMOCTH I10
3apIuiare); CIUCKH JIMYHOTO COCTaBa; JIMYHBIE JIeJ1a; HEBOCTPEOOBAHHbIE JINYHBIE TOJITTMHHbBIE
JIOKYMEHTBI YBOJIEHHBIX PAOOTHUKOB (IIPU OTCYTCTBUH OTAEIBHOMN OMUCH)

b. TpynoBbIe 1OrOBOPHI (COTIIAICHHUS ); AKThI O HECYACTHBIX CIIYYasx

C. CIIUCKH JIMYHOT'O COCTaBa; KAPTOUYKHU IO yYETy JIMYHOIO COCTABA; JIMYHBIE JeJ1a; TPYOBbIE
JIOTOBOPBI (COTJIALIEHUS)

d. mpukassl (pacnopspKeHHs ) 1O JINYHOMY COCTaBY; CITUCKH JIMYHOTO COCTABa; JIMYHBIC JICIIa;
KapTOYKHU IO Y4eTy JUYHOI'O COCTaBa

Bonpoc 4
bam: 1,00

Kakomy HOpMaTHMBHOMY JOKYMEHTY HPUHAIJECKUT cTaThs 24, kortopas riaacutr: «Coop,
XpaHEHHE, UCIOJIBb30BaHNE U PACHPOCTpaHEHHEe MH(OpMAIMU O YAaCTHOW XHU3HU JHLa 0e3 ero
coryacusi He Jomyckaercs. OpraHbl TOCYJapCTBEHHOM BJIACTM M OpPraHbl MECTHOIO
caMOyIpaBJIeHHUs, MX JOJDKHOCTHBIE JIMIa 0053aHbl 00ECHEYUTh KaXJIOMY BO3MOKHOCTh
03HAKOMJIEHHUS C IOKYMEHTAMU U MaTepHallaMi, HEIIOCPEICTBEHHO 3aTparuBaollliMu €ro rnpasa

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

BeiGepute oauH OTBET:

a. Tpynosoii koaexkc PO

b. Koucturymus PO

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

d. denepanbHeIii 3aK0H 0T 22 okTsA0ps 2004 roga Nel125-03 «O06 apXuBHOM Jierne B
Poccuiickoit deneparum»

Bomnpoc 5
Bbamn: 1,00

Haiigure numnee: 3anpoc COMAJIbHO-TIPABOBOT'O XapaKTepa ...

Bribepure ouH OTBET:

—

a. 9TO0 3ampoC O MOJTBEPKIECHUH TPYIOBOTO CTaXka UM pa3Mepax 3apabOoTHOM IJaThl,
HarpaxJAeHuH, IPUCBOCHUH 3BaHUH, TOTydyeHHs 00pa30BaHus U T.II.



—

b. aTo 3ampoc, cBA3aHHbII C BOCCTAHOBJICHHEM POJICTBEHHBIX CBSI3CH, HCIIOIHEHHE KOTOPOTO
SABJISIETCA IUIATHOM YCIyTOM apXuBa

—

C. 3TO 3a1IpOC KOHKPETHOI'O JIMIIA UJIM OpraHu3aluH, CBsI3aHHBIN ¢ oOecreyeHneM ImpaB u
3aKOHHBIX HHTCPECOB I'pakJiaH

d. BemaeTcs OecriaTHO B (hOpMe apXUBHOM CIIPABKU, aAPXUBHOM KOMHMU M ApXMBHOW BBITHCKH

Bomnpoc 6
Bamn: 1,00

CpOK HCIIOJIHCHUA 3aIIPOCOB COLIMAJIbHO-IIPABOBOI'0 XapaKTEpa rpaxXaaH 1 opraHmauHﬁ I10

JOKYMCHTAM apxXuBa HC JOJIKCH IMPCBLIIIATH I[Hefl. HpI/I CJIOKHBIX 3aIllpocCax CPOK MOXKET
OBITH MPOJJIEH, HO HE Oojee 4yeM Ha THEH, ¢ 00s3aTeNbHBIM YBEJOMJICHHEM 00 3TOM
3asBUTEIS

Bri6epute ouH OTBET:

—~

a. 30 xaneHgapHBIX JHEH co AHS peructpainuu odpamieHus; 30 qHei

—

b. 30 aueii co aHsA perucrTpanuu obparienus; 15 quei

—

C. 30 xaneHgapHBIX THEH co JHs peructpanuu odpamienus; 15 nuei

d. 30 pabouux aHei co qHs peructparuu odpamenus; 30 qHei

Bonpoc 7
bam: 1,00

Hmeronecss B JUYHBIX JiedaxX JUCTKUA IO Yy4YeTy KaJapoB, aHKEThl, aBToOuorpaduu,
COOCTBEHHOPYUYHO COCTaBJICHHBIE 3asiBUTENIEM, HA KOTOPBIX OTCYTCTBYIOT OTMETKH O IPOBEPKE
UMEIOLINXCA B HUX CBEJCHUI Ha OCHOBAaHUM IPEICTABIECHHBIX IMOJJIUHHBIX JOKYMEHTOB HIIU

CIIpaBOK

Bribepure ouH OTBET:

a. MOT'yT CIY>KATb OCHOBAHHECM I BbIJAYM apXMBHBIX CIIPABOK O TPYAOBOM CTaXKe MPH
NMUCBbMCHHOM DPAa3pCIICHUU OUPCKTOPA apXUBa

b. MOT'YT CIIYKUTHb OCHOBAHWEM JJIA BbIJa4X apXHWBHBIX CIIPABOK O TPYAOBOM CTAXKE

C. MOT'YT CITY’)KUTh OCHOBaHHEM JJIsl BBIIAYM apXUBHBIX CIIPABOK O TPYAOBOM CTaKe MIPH
MUCHbMEHHOM pa3peleHuH TUPEKTOopa OpraHn3aluu, Te padoTan COTPYAHUK

d. He MOTYT CITY)KHTh OCHOBaHHEM JUUISl BBIJAYM apXUBHBIX CIIPABOK O TPYIOBOM CTaKe



Bomnpoc 8
bam: 1,00

VYkaxuTe HEBEepHbIH BapuaHT: «B KadecTBe JOKYMEHTOB, MOJATBEPKIAIOUINX TPYIOBOM
CTaX, JUISI COCTABJICHUS CIPABKU MPH OTCYTCTBUU MPHUKA30B IO JUYHOMY COCTaBY MOTYT OBIThH

HUCIIOJB30BAHEI ...»

Bribepure ouH OTBET:

a. MIPHUKa3bl IO OCHOBHOM JIEATEILHOCTH
b. ankera

C. JIMLEBBIC CYeTa MO 3apabOTHOI IIaTe

d. mratHoe paclIuCaHruC OpraHru3anuu

Bonpoc 9
bam: 1,00

HpI/I BbLIAYC TIOAJIMHHOI'O JOKYMCHTA M3 apXuBa IO JIMYHOMY COCTaBYy II0JIy4aTClIib
MNOAJIMHHOT'O JIMYHOI'O JOKYMCHTA JOJIKCH pacinrucaTbCda Ha 060pOT€ KOITMHU JIMYHOI'O0 JOKYMCHTA,

OCTaloIIeics B ApXUBEC OpraHu3alu. HpI/I 9TOM B PACIIMCKE YKAa3bIBACTCA

Bri6epute ouH OTBET:

a. KOHTPOJIbHAS /1aTa BbIIa4M JOKyMEHTa
b. crenens poacTaa

C. MaCIOPTHBIE JaHHBIE 3asBUTEISA

d. OCJIb U CPOKU BbLAAYN JOKYMCHTA

Bomnpoc 10
Bbamn: 1,00

I[eﬂa, COoACpIKAIMUEC MNOKYMCHTBI IIO JIMYHOMY COCTaBYy BBIAAIOTCA BO BpPCMCHHOC

IMMOJIb30BAHUE U3 XPAHUJIMII HAa CPOK, HE HpeBBIIHaIOI]_[HfIZ

Bribepure ouH OTBET:
a. 3 Mecsila BO BpeMEHHOE N0JIb30BaHueE JJIsl APYTUX OpraHu3aluit

b. 3 Mecsna s vcmonk30BaHKs JOKYMEHTOB B YUUTAIBHOM 3aJIe



c.1 MCCALCB JIA DKCIIOHUPOBAHUA JOKYMCHTOB

d. 2 mecsima s UCHONIBb30BaHUsl pAOOTHUKAMH OpPTraHU3aLUH

Konmponvnasa paboma no oucyuniune

Apxuebl no jiHiHomy cocmaey

OTBeThTE Ha BBI60p Ha 5 BOITPOCOB U3 IIpHJIara€Moro CriucCka.

Kaxxnprit orBet Ha 3-4 npeyioxkenus — 1 ab3ail 10JDKeH ObITh apTyMEHTHPOBAH U JIOKa3aTeIICH.

Noabkown

©o

10.
11.
12.
13.

14.
15.

16.
17.
18.
19.
20.

21.
22.
23.
24.

25.
26.

27.
28.

JlaiiTe ompeneneHue MOHATUIO «KagpoBas JOKYMEHTALUS», «IOKYMEHTBHI IO JIMYHOMY
COCTaBY».

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

[Touemy Tak Ba’kHO 00€CIIEUUTh COXPAHHOCTH JOKYMEHTOB 110 JIMYHOMY COCTaBYy?
HazoBuTe 1OKYMEHTBI 110 JINYHOMY COCTaBY, UMEIOLME JOJITOBPEMEHHBIN CPOK XpaHEHUS.
Kakue 10KyMeHTBI 110 JINYHOMY COCTaBY UMEIOT KPaTKOBPEMEHHBIN CPOK XpaHEHUS?
Ha3zoBute 1OKYMEHT, yTBEPIMBIIMNA MPUMEPHOE MOJI0KEHUE O PaiOHHOM (TOPOACKOM)
ApxuBe JOKYMEHTOB II0 JMYHOMY cocTaBy. I3 cCkoIbKMX dacTell OH COCTOUT?
[Tepeuncnure ux.

[enb coznanus ApxuBa JOKYMEHTOB I10 IUYHOMY COCTaBY.

3a yeil cuéT conepKUTCSI ApXUB JOKYMEHTOB 110 IUYHOMY COCTaBY?

MoskeTr 11 ApXHUB JOKYMEHTOB IO JJMYHOMY COCTaBY BBIIIOIHSATH IJIATHBIE YCIAYTH?
Kakue TOKyMeHTBI BXOAAT B COCTaB ApXHBa JOKYMEHTOB I10 JUYHOMY COCTaBY?
Packpoiite ocHOBHBIE 33auu M PYHKIIMM ApXHBa [0 JTUYHOMY COCTAaBY.

Nmeer 1 mpaBo ApXUB IO JIMYHOMY COCTaBy MITpadoBaTh pyKOBOAUTENEH OpraHU3aIui
3a HECBOEBPEMEHHYIO OILIaTy €ro yciayr?

KTo Bo3rnasiser ApXuB JTOKyMEHTOB 10 JUYHOMY COCTaBY?

[lepeuncnure Tambl MPOBEAEHUS AKCHEPTHU3bl LEHHOCTU JOKYMEHTOB IO JIUYHOMY
cocraBy?

Kakue 10KyMEeHTbI COCTaBIISIFOTCS PU MPOBEACHUN IKCIIEPTU3bI IEHHOCTU?

[Tonnexxar 1M yHUYTOKEHUIO JOKYMEHTHI 110 INYHOMY COCTaBy?

KTo MOXeT cTaTh HCTOYHUKOM KOMITJIEKTOBaHMSI IOKYMEHTaMH 110 JTUYHOMY COCTaBy?
[Tepeuncnure 0cCOOEHHOCTH MTOTOTOBKH K Iepe/iaue Ha XpaHEHUE U apXUBHOTO XPaHEHHS:
MPUKA30B MO JMYHOMY COCTaBY, JIMYHBIX JI€J, JMIIEBBIX CUETOB, TPYAOBBIX KHIKEK,
JIMYHBIX KAPTOUEK, TPYAOBBIX JOTOBOPOB, PETUCTPALIMOHHBIX KHUT.

[Topsimox odopmiieHus: TUYHOTO Jena.

B uém oTimnune onucu A€ 1o IMYHOMY COCTaBY OT APYTUX apXUBHBIX ONMUCEH?

Kakue yuéTHble TOKyMEHTHI BeyTCsl B ApXHBE Ha JIeJ1a 0 JUYHOMY COCTaBy?

Kakue mepsl MOXXeT NpHUHATh ApXMB Al OOHapy)KEHHUs IMPOINABLIETO JOKYMEHTa IO
JIMYHOMY COCTaBy?

3UMOl B IOMEUIEHHH, T'/I€ XPaHATCS TOKYMEHTHI 110 JINYHOMY COCTaBy, HEOKUIAHHO Ha
HECKOJILKO YacOB OTKIIOYHMIN OTOIUIeHNe. Bamm nevicTBusg?

Ha3zoBute (hopMbl UCTIONB30BaHUS APXUBHBIX JIOKYMEHTOB IO JINYHOMY COCTaBY.

Kaxoi 3ak0H peryaupyer JOCTyll K apXUBHBIM JIOKYMEHTaM I10 JMYHOMY COCTaBy?
[IpencraBbTe, 4TO BB OpraHU3ALIMS CO CPEAHUM JOKYMEHTOOOOPOTOM, ITpopaboTasiias 15
aer. CMOJEnupylTe CHUTYyalMI0 Tepefayd B BEJOMCTBEHHBIM apXUB JOKYMEHTOB IO
JM4HOMY cocTaBy. CocTaBbTe OIUCH JI€N, POTOKOJI 3aCE€AaHMsl DIKCIIEPTHON KOMUCCUH U
aKT Ha YHUYTOXXCHHE JEIL.



ITapameTpsbl padoThI: yKa3aTh AUCIUIUIMHY, KTO BhinoaHwi: ®.M1.0. cTtynenra, Kypc, rpynna,
otaenenue. pudr 14, Times New Roman, MexxcTpodnblii uHTEpBat 1,5, Hymeparus CTpaHHII
10 BEpXHEMY MPaBOMY Kparo, 00beM paboThl — 2-3 ctp. O0s3aTeabHbI CCHUIKU HA JINTEPATYPY B
TEKCTE B [], ciucok auTeparypsl opopMiisaTh B cooTBeTcTBUH ¢ [[OCToOM, 10MTYCTUMBI TOJIBKO
IIPOBEPEHHBIE DJIEKTPOHHBIE PECYPCHI: OPUIIUAIBHBIE CAUTHI U AJ1. MyOIHKAIIH.

Hmozoewtit mecm no Kypcy «Apxugst no 1uuHomy cocmagy»

Bonpoc 1
Bamn: 1,00

ApXI/IB 110 INYHOMY COCTaBy — 3TO

Br16epute ouH OTBET:

a. CaMOCTOATENIBHOE YUPEKACHUE WU CTPYKTYPHOE MOAPA3ACICHUE YUPEKICHUS,
OCYILECTBIISAIOLIEEe KOMIIJIEKTOBAHUE, XpaHEHUE, YUET U UCIIOIb30BaHUE JOKYMEHTOB 10 JINYHOMY
COCTaBy

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

-

C. yUpEeXKJECHHE, XpaHsIIee KaIpoBble JOKYMEHTbl AD PO

d. MecTo XpaHeHHsI TOCYIapPCTBEHHBIX JJOKYMEHTOB

Bomnpoc 2
bam: 1,00

BepHBIM MMOPAAKOM PACIIOJIOKCHUA JOKYMCHTOB 110 JINMYHOMY COCTaBY B HOMCHKJIATYPEC CJI

AJI OTACIAa KaAPOB SABJIACTCA

Bribepure ouH OTBET:

a. 1. HopmatuBHO-TIpaBOBbIE aKThl, pEryIUpYyIOIe padboTy oTaena kaapos. 2. [lltatHoe
pacnucanue. 3. [onoxenue o0 oTaene kaapos

-
I1

b. 6. [Ipuka3sl 0 npueMe, yBOIbHEHHN paOOTHUKOB. 7. [IprKa3bl 0 KOMaHIMPOBAHHU. §.
[Tpuka3bl 0 HOOMIPEHUSIX, IPUMEHEHNN AUCIUIUTMHAPHBIX B3bICKAHUIN

c. 10. Tpynossie noroBopsl. 11. JIomkHOCTHBIE HHCTPYKLIMU paOOTHUKOB Opranu3anuu. 12.
I'paduk oTnyckoB

d. 19. XXypnan y4era npuema, epeBoa, yBoiabHeHus paboTHrkoB. 20. XKypHan yuerta
BOCHHO00s13aHHBIX. 21. XypHan ydera BbIIa4yl KOMaHAUPOBOYHBIX YAOCTOBEPEHUI



Bomnpoc 3
bam: 1,00

KakomMy HOpMaTHBHOMY JOKYMEHTY NPHUHAIUICKAT pPas/elibl, OMUCHIBAIONINE KAaTETOPHU
JIOKYMEHTOB I10 TUYHOMY COCTaBY: JIOKYMEHTHI [10 OpraHU3allii, HOPMUPOBAHHIO, TapU(PHUKAIIH,
ortate u oxpane tpyna (Pazmen Ne7), nokymeHTsl o pabote ¢ kampamu (Pazmen Ne®), a Taxke
nokyMeHThl 3 Pasznmena Nod4 «Yder m OTYETHOCTB», CBSI3aHHBIC C OIUIATOM TpyAa M IPYTUMHU

BBITIJIATAMH COTPYIHUKAM?

Bri6epute oquH OTBET:

a. [lepeueHpb TUMOBBIX YIIPABICHYECKUX aPXUBHBIX JIOKYMEHTOB, 00pa3yIOIMIUXCS B MPOIIECCE
JESTENIbHOCTH TOCY/IapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO CAMOYIPABICHUS U OpraHU3alui,
C YKa3aHHEM CPOKOB XpaHeHus. 3apeructpupoBad Muntoctom Poccuu 8 centsadpst 2010 r. Per.Ne
18380

b. Meroanueckue pekoMeHaauu «DKCIEPTH3a LIEHHOCTH U 0TOOP B COCTaB APXHBHOIO
¢donna Poccuiickoii @enepanyiv JOKyMEHTOB 110 JIMYHOMY cOCTaBy» MpoekT 2014 r.

€. OcHoBHBIE MTpaBuIa paboThl apxuBOB opranuzanuii 2002 r.

d. UHCTpYKIIUS 110 JeTOMPOU3BOACTBY OPraHU3aIluH

Bonpoc 4
bam: 1,00

Haiinute OIIMOOYHOE BHICKA3bIBAHUE

BeiGepute oauH OTBET:

a. Jlims qpyrux kaTeropuit mojib3oBaTesie HEOOXOUMO MUChMEHHOE
HOTapUAIbHO-3aBEPEHHOE pa3pellieHne IpaxaaHrnHa (ero HacJaeIHUKA WU IOBEPEHHOTO JIUIIA),
KOTOPOE MOKET OBITh 3allPOIICHO OpraHMU3aIliel, HalpaBUBIIEH MOJL30BATENSI B ApXUB,
M0JIb30BATENEM, €CJIM OH - YACTHOE JIUI0, MJIM apXHUBOM IO MIPOCHOE MOIb30BaTess. ApXuBY
CJIeTyeT BbI1aBaTh MOJIb30BATENIO TOJIBKO T€ JIeNIa U JOKYMEHTBI, KOTOpbIe OYAYT yKa3aHbl B
paspenieHuu

b. ITocne CMCPTHU I'paXJaHWHA ITPABOM Ha JOCTYII K apXUBHBIM J€JIaM U JOKYMCHTAaMm,
COACpKaAIIUM CBCACHUS O JINIHOM U CEMEMHOM TaﬁHe, €ro YaCTHOM >KM3HU 06J'Ia)18.IOT HaCJICIHUKHU
(JIOBCpCHHLIC JIM1a HaCHe)lHI/IKOB), €CJIM 3TO HC NPOTUBOPCHUT 3aKOHOAATCIILCTBY P®

-

C. ApxuB o0ecriednBaeT JOCTYI MOJb30BATENSI TOIBKO K TEM JOKYMEHTaM WIH HH(POPMAIIHH,
KOTOPBIE OTHOCSITCS K JIMIlY B OTHOIIEHUU KOTOPOTO, OBLIO MOTYYEHO pa3pelieHue O JOCTYIIE,
JIaXKe €CJIM B JIeJIe HAXOATCS JOKYMEHTBI, COoIepIKaIiue KOH(UICHIIMATbHBIE CBEACHUS O
HECKOJIBKHX JIMIIaX



d. ApXuB IpeIOCTaBIISET 10 OKOHYAHHUS 75 JIET CO THSI CO3/IaHUs JOKYMEHTA apXHBHBIC Jielia 1
JIOKYMEHTBI, COACPIKALUE CBEICHUS O JINYHOM U CEMEVMHON TallHe IPaKJaHNHA, €ro YaCTHOU
YKU3HH 110 MOTUBUPOBAHHOMY ITMCbMEHHOMY OOPAIIEHUIO COTPYAHUKAM
opranu3zanuii-ponnoodpaszoBarenel 1 X MPUEMHUKOB, OPraHOB TOCYJIapCTBEHHOM BIIACTH,
OpraHOB MECTHOI'O CAMOYIIPABJICHUS, CYA0B, OPraHOB IIPOKYpaTyphl, OPraHOB IIPEABAPUTEIBHOIO
CJICZICTBUSA U JI03HAHUSA B Ipeesax UCIOJIHEHH] UMU CBOMX CIIYy’KEOHBIX 0053aHHOCTEH

Bomnpoc 5
bamr: 1,00

PaH)KI/II)OBaHHHﬁ CITMCOK HOPMAaTHUBHBIX JOKYMEHTOB 1o periamMeHTalun

(YHKIIMOHUPOBAHUS ApPXUBOB I10 INYHOMY COCTaBY

Bri6epute oquH OTBET:

a. ®enepanbhbiii 3akoH «O0 apxuBHOM zeie B Poccuiickoit deneparum» Nel125-D3 ot 22
okTs10pst 2004 1.; Tpynosoii kogexc Poccuiickoit @enepannu N 197-D3 30 nexadps 2001 r.;
[TpaBuiia opranu3aiy XpaHeH!s, KOMIUIEKTOBAaHUS, YUETA U UCIIOJIb30BaHUs JOKYMEHTOB
apxuBHOTO (pOH/IA poccHiiCKON (enepaluil ¥ JPYyruX apXUBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX
opraHax, OpraHax MeCTHOTO caMoympasiieHus u opranuzanusax» ot 07.09.2015 r.; [lepeuenn
TUIOBBIX YIIPABICHUECKUX apXUBHBIX JJOKYMEHTOB, 00pa3yOLIMXCs B IPOLIECCE AESITENbHOCTH
roCyJapCTBEHHBIX OPraHOB, OPIaHOB MECTHOT'O CaMOYIPABJICHUS U OpraHu3aluii, ¢ yka3aHueM
CpOKOB XpaHeHus. 3apeructpupoBad Muntocrom Poccun 8 centabps 2010 r. Per.Ne 18380.;
Metoandeckue peKoMeHIaKN « DKCIepTH3a LIEHHOCTH U 0TOOp B cocTaB ApXUBHOTO (oHIa
Poccuiickoit @denepanuy 10KyMEHTOB 110 JUYHOMY COCTaBy» NpoekT 2014 r.

'

b. TpymoBoii koxekc Poccuiickoii ®eneparuu N 197-D3 30 nexabps 2001 r.; denepaibHblii
3akoH «O0 apxuBHOM jene B Poccutickoit @eneparun» Nel25-03 ot 22 okTsa0ps 2004 r.;
[TpaBuiia opranu3aiii XpaHeH!s, KOMIUIEKTOBaHUs, YUETA U UCIIOJIb30BaHUs JOKYMEHTOB
apxuBHOTO (poHa poccuiickoi Genepaliu ¥ Jpyrux apXUBHbIX JOKYMEHTOB B TOCYAapCTBEHHBIX
OpraHax, OpraHax MECTHOT'O caMOyIpaBieHus U opranuzauusax» ot 07.09.2015 r.; Ilepeuens
TUIOBBIX YIPABICHUECKUX aPXUBHBIX JOKYMEHTOB, 00pa3yIOLINXCs B MPOLECcCe ACITEIbHOCTH
rOCyIapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOT'O CaMOYITPAaBJICHUS U OpraHMU3alHii, ¢ yKa3aHUEM
CpOKOB XpaHeHus. 3apeructpupoan Muntoctom Poccun 8 centsiops 2010 r. Per.Ne 18380

. ®enepanbHblil 3aKoH «O06 apxuBHOM Jaene B Poccuiickoit deaepannn» Nel25-03 ot 22
okTs10pst 2004 1.; Tpynosoit kogexc Poccuiickoit @enepannu N 197-D3 30 nexadps 2001 r.;
[TpaBuiia opranu3aiii XpaHeH!s, KOMIUIEKTOBAaHHUS, yUETa U UCIIOJIb30BaHUs JOKYMEHTOB
apXuBHOTO (poHa poccuiickoil henepanuy U APYrux apXuBHbBIX JOKYMEHTOB B TOCYAapCTBEHHBIX
oprasHax, opraHax MECTHOT'O caMOyIpaBiieHus ¥ opranu3zauusix» ot 07.09.2015 r.; Meroauueckue
peKoMeHIaluu «KCIepTH3a IIeHHOCTU B 0TOOp B cocTaB ApxuBHoro ¢onaa Poccuiickoit
®denepanyu TOKyMEHTOB 10 JUMYHOMY cocTaBy» MpoekT 2014 r.; MHcTpykius no
JIEJIONPOU3BOJCTBY OpraHU3aluu

d. TpymoBoii koaekc Poccuiickoii ®eneparin N 197-D3 30 nexadps 2001 r.; denepanbHbIit
3akoH «O0 apxuBHOM Jneie B Poccuiickoit @eaepanmm» Nel25-D3 ot 22 okTsa6ps 2004 r.;
[IpaBuna opranu3anuu XpaHeHUs, KOMIJIEKTOBaHUSI, YIE€Ta U UCIIOIb30BaHUSI IOKYMEHTOB



apXuBHOTO (poHIa poccuiickoil henepannu U APYrux apXuBHBIX JOKYMEHTOB B FTOCYAapCTBEHHBIX
opraHax, opraHax MECTHOTro camoymnpasieHus U opranuzanusx» ot 07.09.2015 r.; [lepeuenn
TUTIOBBIX YIPABIEHYECKUX APXUBHBIX JTOKYMEHTOB, 00pa3yIOLIUXCs B IPOLIECCE IEATEIbHOCTH
roCy/IapCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CaMOYIIPaBJICHUS U OpraHMU3allHil, ¢ yKazaHUEM
CpOKOB XpaHeHus. 3apeructpupoBad Muntoctom Poccuu 8 centsiops 2010 r. Per.Ne 18380.;
MeTtoanueckie peKoOMeHAanu « IKCIEepTH3a IICHHOCTH U 0TOOp B cOCTaB ApXUBHOTO (OHJIA
Poccuiickoit @denepanuu 10KyMEHTOB 110 IUYHOMY COCTaBy» NpoekT 2014 r.

Bomnpoc 6
Bamn: 1,00

B kakom pazgene u3 MPUBEIECHHOrO MpUMEpa MHCTPYKIMH IO  KaJpOBOMY

JIeTTOTIPOU3BOICTBY YKa3aHO, UTO «JIM4HbIe fienia BeayTcs Ha BCeX paOOTHUKOB yUPEKICHUS»?

BeiOepute oauH OTBET:

a. 001IHE MOJIOKEHUS

b. ocobenHocTH 0hopMIICHHS JOKYMEHTOB O OTACIBHBIM KaJPOBBIM (PYHKIHSIM
C. JOKYMEHTBHI 10 Y4ETYy KaJpoB

d. MOPAAOK NOATOTOBKHU U IIEPCAAYHN ACII HA XPAHCHUEC B apXUB

Bonpoc 7
bam: 1,00

OTBEeTCTBEHHOCTH 32 OopraHu3anuro pa6OTBI M0 XpaHCHUTIO KaAPOBbIX NOKYMCHTOB HECCT

Bri6epute ouH OTBET:

—

a. PaGoroparens

b. 3aBexyrommuii apxuBOoM
C. ApxuBapuyc
d. HayanpHuK oT/ENa KaJAPOB

Bonpoc 8
Bbamn: 1,00

VYkaxxuTe JI0)KHOE YTBEP)K/IEHUE

Bribepure ouH OTBET:

—

a. APXUBHLIC JOKYMCHTEI 110 JIMYHOMY COCTaBYy, KOTOPLIC HC 6I:IJII/I BKJIFOUYCHEI B COCTaB
nokymMeHTOB ApxuBHoro ¢onma Poccuiickoit deneparuu, Mo HCTEYEHUN CPOKOB XPaHEHUS



MOJJIeKAT YHUUYTONKEHHIO JINOO XPaHEHHUIO B apXMBE OpraHU3aI[Ml B COOTBETCTBUU C
TpeOOBaHUSMU KOPIIOPATUBHOI'O 3aKOHO/1aTEIbCTBA

-

b. JJIsA OpI‘aHI/I?;aL[I/Iﬁ - KICTOYHHUKOB KOMIIJICKTOBAHUA - 10 UCTCYCHUHU CPOKOB XPaHCHHUA
00513aTeJIbHO MTPOBEAECHUE COBMECTHO € YIIOJHOMOUYEHHBIM OPraHOM I'OCYAapCTBEHHON BIacTH
cyobekta Poccuiickoii @eneparuu B 00JacTH apXUBHOTO Jena, I 0capXuBOM SKCIIEPTU3BI
HOCHHOCTH psAaa JOKYMCHTOB 110 JIMYHOMY COCTaBy Ha NPCAMET BKIIKOUCHUA B COCTAB ApXI/IBHOFO
¢donna Poccuiickoit @enepanuun

-

C. oJid OpI‘aHI/I?;aI_[I/If/'I, KOTOPBIC HE ABJIAKOTCA HCTOUYHHUKAMH KOMIUICKTOBAHUS, 110 UCTCUCHUU
BPEMCHHBIX CPOKOB XpaHCHUA apXHWBHBIC JOKYMCEHTEI 110 IMYHOMY COCTaBYy IIOJJICKAT SKCIICPTU3E
U MOTI'yT OBITE YHUYTOXCHBI 100 XPaHUTCA B apXUBC OpraHu3alunu

d. XPAHCHUC NOKYMCHTOB 110 JIMYHOMY COCTaBy, HC MOMJIC)KAUX YHUUTOXKCHUIO JOJIZKHO
OCYHICCTBJIATBHCA TOJIBKO B 6YM3.)KHOM, a HC B 3JICKTPOHHOM BHIC

Bomnpoc 9
bam: 1,00

ITo KakKoOMy HNPUHLOUITY CUCTCMATHU3UPYIOTCA HOKYMCHTHI B ACJIAX, COACPIKAIINX IMPUKA3BI,

pacnops’KeHU 110 JINYHOMY COCTaBy'?

Bri6epute ouH OTBET:
a. ain(aBUTHBIA IPUHIMI 10 (PaMUIIUU COTPYIHUKA, O KOTOPOM COJIEPKHUTCA HHPOpMALUs

'

b. XxpoHONMOrHUECKMIi TPUHIIUIT: B HAYaJIe Jiea JODKHBI pacioaraTbCs PUKa3bl
(pacniopsikeHus) 3a J1eKkadpb, MOTOM 32 HOSIOPb U T.JI.

C. HOMCPHOMY NIPUHIMITY: OT IIEPBOI'0 A0 MOCICAHETO

-

d. XpOHOJIOTUYECKHIA TPUHIIMII: B HAYaJIe Jieia JOJDKHBI PaciioyiaraTbCsi PHUKa3bl
(pacmiopsikeHus) 3a SIHBaph, TOTOM 3a (heBpasb U T.J.

Bonpoc 10
Bamr: 1,00

[TonmmBka chopMUPOBAHHBIX J€JT TPOU3BOIUTCS

Bribepute oauH oTBeT:

a. 10 Iepeauy UX U3 OT/eNa KaJpoB B apXUB Ha JJOJITOBPEMEHHOE XPAHEHHE
b. mocne 3aBeprieHus SKCIEPTU3bI IECHHOCTH TOKYMEHTOB

C. I1OCJIE€ YBOJIBHEHUS COTPYJHUKA

d. A0 IpPOBCACHUA SKCIICPTHU3BI HCHHOCTU JOKYMCHTOB I10 INYHOMY COCTABY



Bonpoc 11
bam: 1,00

I/IH(i)OpMaHI/IH JJUYHOro naecia, riaec HI/I(bpaMI/I U IPONHUCBIO YKa3bIBA€TCA KOJIUYCCTBO
MMPOHYMCPOBAHHBIX JIMCTOB B ACJIC, HAJIMYHUC NPONYIICHHBIX U JIATCPHBIX HOMCPOB, KOJIMYCCTBO

JINCTOB BHyTpeHHeﬁ OIIMCH AcJjia IoMemacTCsa

Bribepure ouH OTBET:

—~

a. Ha 000POTHOM CTOPOHE MOCIETHEr0 JOKyMEHTa
b. Bo BHYTpEeHHIOIO ONKCH Jiena
C. Ha TOCJICIHU JIUCT OOJI0XKKH Jielia C BHYTPEHHEH CTOPOHBI

d.B JIMCT-3aBCPUTCIIb [CJ1a

Bonpoc 12
bam: 1,00

B MMPUBCACHHOM IIPUMCPE ITOJIOKCHUA O MYHUITHUIIAIBHOM apXHUBE JOKYMCHTOB I10 JIMYHOMY

COCTaBy yKa3aHO

BeiGepute oauH OTBET:

—

a. YTO apXMB BBIMNOJIHAET BCE ONEpALUU Ha OE3BO3ME3IHOIM OCHOBE

b. apxuB BbIIACT 10 3asBICHUSM I'PAXK/IAH TOJIBKO apPXUBHBIC CIIPABKH, TTOITBEPKIAFOIIHE
TPYAOBOM CTaX, pa3Mep 3apab0THOM IJIaThl M IPYrHe BOIPOCHI, HEOOXOIUMBIE 1J11 OPOPMIICHHUS
IIEHCUH IPAXKIaHAM U PELICHMS IPYTUX COLMAIBHO-TIPAaBOBBIX BOIIPOCOB

C. YUIpEKICHHNE HEC MUMECT IIpaBa OKa3bIBaTh YUPCKACHUAM, OpTaHHU3alMAM, IPCAIPUATHIM
METOANYCCKYIO, U IPAKTUYCCKYIO ITOMOIIb B IIPOBECACHUU DKCIICPTU3LI U YIIOPATOUYCHHUN
JAOKYMCHTOB

d. 94TO yupekaeHre NPUHIUMACT Ha OCHOBE 3aKJIFOUYCHHBIX JJOTOBOPOB M B COOTBETCTBHH C
rpaduKaMu OT YUPEKICHUN, OpraHu3alui U NpeInpUsaTHii-ICTOYHUKOB KOMIIEKTOBAHUS
ApxuBa JOKYMEHTHI [10 JUYHOMY COCTaBY, 00paOOTaHHBIE H YYTEHHbIE COTJIACHO YCTAHOBIIEHHBIM
IIpaBHJIaM, a TaK e JTOKYMEHTHI OT JIMKBUIUPOBAHHBIX OPTaHU3AlNN, HE UMEIOIINX
MIPABONPEEMHHUKOB

Bomnpoc 13
bam: 1,00

Benenne nuuHBIX 1en 00s3aTEIbHO KaJIpoBOM CHyxk00il M XpaHEHHE B OpraHU3aIUH

00s13aTeNBHO



Bri6epute oguH OTBET:

a. Ha TOCY/IapCTBEHHOM I'pa)IaHCKOH Ciryx0e

b. mst OO0 u OAO

—~

C. Ju1sl 00pa3oBaTeIbHBIX yupexaeHui PO

d. mist Bcex rpaxaH Ha Teppuropun PO

Bonpoc 14
Bamn: 1,00

VYkaxxuTe JI0)KHOE YTBEPKJIEHUE

Br16epute ouH OTBET:

a. JImuHbIe KapTOUYKK PAaOOTHUKOB Takxke (POPMUPYIOTCS B Jema 1Mo andaBuTy GaMuIHii

f,

b. IIpukasbl, pacropsKeHus, yKa3aHus 110 JINYHOMY COCTaBY TPYIITUPYIOTCS B
CaMOCTOSTEJIbHBIEC aPXHUBHBIE JIeJ1a CO CBOEH HymMepauein

C. JIuneBble cyeTa 1o 3apabOTHOM ILIATEe COTPYTHUKOB (POPMUPYIOTCSI B CAMOCTOSITEIbHBIE
Jiefia M pacrioylaratoTesl B HUX 1o andaBuTy GpaMuinii

d. B cootBercTBuu ¢ [IpaBuiiamu paboThl apXUBOB OPTaHU3AINIA PACTIOPSIUTEIbLHBIC
JIOKYMEHTBI TPYIIIUPYIOTCS B Jieia [0 BUaM, A0IycKaeTcst GOpMHUPOBATh B OJTHO JIEJ0 MTPUKa3bl U
pacropspKeHMs C €IMHON HyMepanuein

Bonpoc 15
bam: 1,00

O06110kKa J1en1a 1o JINYHOMY COCTaBy COJIEPIKUT CIIENYIOIINE PEKBU3HUTHI:

Bribepute oauH OTBET:

a. HAMMEHOBAHUE OpraHU3aIK, TOJYMHEHHOCTh, HAUMEHOBAHUE CTPYKTYPHOTO
Mo/Ipa3IeNIeHUs ; MHJICKC JIeJia; apXUBHBIA mUdp Jela; 3aroJI0BOK JIelia; KpalHUE JIaThl JIeNa;
KOJIMYECTBO JIUCTOB JI€JIa; CPOK XPAHEHHUS JIeTia
—

b. HanMeHOBaHMe OpraHU3aNyH, MOAYHHEHHOCTh, HANMECHOBAHHE CTPYKTYPHOTO
Mo/ipa3/iesIeHUsl; MHEKC JIeJa; 3aroJIOBOK JIeJa; KOJIMYECTBO JIMCTOB Jelia; KpailHue AaThl
JieNa; CpPOK XpaHEHUS Jiera; apXuBHBIN mudp gena

C. HAUMEHOBAHUE OPraHU3alluY, TOJYHHEHHOCTh, HAMMEHOBAHHUE CTPYKTYPHOTO
MoApa3ieNICHUs ; MHJICKC JIeJia; apXUBHBIA mudp aena (Homep GoHaa-uHIAEKC, OTTUCH Jela);
3aroJIOBOK Jiejia; KpaiiHWe JaThl JIeja; KOJUYECTBO JINCTOB Jiejia; CPOK XPaHCHHS Jieia



—

d. HauMeHOBaHKE OpPraHU3alMK; HHIEKC Jeja; apXUBHBIN mHQp Ae1a; 3ar0JIOBOK JCIa;
KOJIMYECTBO JIMCTOB JI€JIa; CPOK XPAHCHHUS JIeJia; KpalHUEe JaThl Jiea

Bomnpoc 16
Bamn: 1,00

Kakomy HOpMaTHBHOMY JOKYMEHTY NPUHAIJICKUT CcTaThs 24, xoropas riaacut: «Coop,
XpaHEHHE, UCIOJIb30BAHUE U PACIPOCTPAHEHHE MH(POPMALUU O YACTHOW KU3HU JMLa 0e3 ero
cornmacusg He Jjomyckaerca. OpraHbl TIOCyJapCTBEHHOM BJIacTM M OpraHbl  MECTHOTO
CaMOyIIpaBJICHHUs, WX JOJDKHOCTHBIC JHIAa O0s3aHBl 00ECHEeYUTh KaXKIOMY BO3MOXKHOCTh
03HAKOMJIEHHUS C JOKYMEHTAaMH M MaTepHuaiaMy, HEMOCPEACTBEHHO 3aTParuBaroLIMMHU €ro MpaBa

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

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

b. ®enepanbhbiii 3akoH 0T 22 okTs0ps 2004 roga Nel125-03 «O06 apxuBHOM Jielie B
Poccuiickoit deneparum»

C. Tpynosoii koaekc PO

d. Koucrurymus PO

Bonpoc 17
bam: 1,00

Hmeronyecss B JUYHBIX JeJaxX JUCTKM IO Y4YeTy KaJApoB, aHKEThl, aBToOuorpaduu,
COOCTBEHHOPYYHO COCTaBJICHHBIE 3asBHUTEIEM, HA KOTOPBIX OTCYTCTBYIOT OTMETKU O NPOBEPKE
UMEIOIINUXCA B HUX CBEJICHUN HA OCHOBAHWM IIPEICTABIICHHBIX IMOMJIUHHBIX JTOKYMEHTOB WIIU

CIPaBOK

Bribepure ouH OTBET:

a. MOT'YT CIIY)KUTb OCHOBAHUEM JJIS BbIAAa4XW APpXUBHBIX CIIPABOK O TPYJOBOM CTaXXE

—

b. MOTYT CITy’>kKUTh OCHOBAHHEM JUTSI BBIIAYHM aPXUBHBIX CITPABOK O TPYIOBOM CTAXE MPH
MAUCHbMEHHOM Pa3pelIeHNN TUPEKTOpa apXrBa

C. HE MOTYT CIIYKUTh OCHOBAHUEM JJIS BbIAAa4MW APpXUBHBIX CIIPABOK O TPYJOBOM CTaXXE

r

d. MOTYT CITy)KHTh OCHOBAaHHEM JIJISl BBIZIAYM apXUBHBIX CIIPABOK O TPYAOBOM CTa)Ke MPH
MUCHbMEHHOM pa3peleHuH TUPEKTOopa OpraHn3aluu, Te padoTan COTPYAHUK



Bonpoc 18
bam: 1,00

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

IMOJIb30BAHUEC U3 XPAHWJIMI Ha CPOK, HEC HpGBBII.HElIOH.[PIﬁZ

BriGepure oauH OTBeT:

a. 7 Mecs1eB JUIsl SKCIIOHUPOBAHUS IOKYMEHTOB

b. 2 mecsiua st ucnonb30BaHUs paOOTHUKAMH OPTraHU3ALUH

C. 3 MecsiIa BO BpEMEHHOE TOJIb30BAHUE JUIS JPYTUX OpraHU3aIdi

d. 1 MeCAL )1 UCITOJIB30BAHUA JOKYMCHTOB B UUTAJIbHOM 3aJI€

Bonpoc 19
bam: 1,00

Vkaxxure HEBEpHBbIM BapuaHT: «B KauecTBe IOKyMEHTOB, IOATBEPKIAIOIIMX TPYAOBOM cTax, Ui

COCTABJICHU: CIIPABKU MOTYT OBITH MCIIOJIL30BAHEI ...»

BribepuTe oquH OTBET:

. JJUCTOK IO y4Y€Ty KaJIpOB, COCTABIICHHBIN 3asBUTEIIEM
b. mpuKkasel 110 IUYHOMY COCTaBY

C. IMIEBbIE CUeTa 110 3apaboTHOMH IIaTe

d. mpuKas3bl 0 OCHOBHOI ICSITEILHOCTH

Bonpoc 20
bann: 1,00

HpemvlymeCTBa, IMOJIY4aeMbI€ OT BHEAPCHHUA DJICKTPOHHOT'O apXrBa I10 JIMYHOMY COCTaBy:

Bribepure o1H OTBET:

' a. ApXI/IB HC 3alIUIICH OT IMOXXAapoOB U MPOYUX (bOpC-Ma)KOpOB; HE 00eCIICUHBAETCS MX COXPAaHHOCTB OT
MOTepH, MOp4IH, YMbIIIJICHHOT'O PECAAKTUPOBAHUA U T.A.

—~

" b. Pabora ¢ apxMBHBIM JOKYMEHTOM BO3MOXHA OTHOBPEMEHHO JIUIIb JIJISI OTHOTO YEIOBEKa, YTO
CO3J1aeT HeYA00CTBO MpU pabOTe C AKTUBHO UCIOJIb3YEMbIMU JIOKYMEHTAMHU

~

' C. Bpems 0TBETOB Ha 3ampoChl K JaHHBIM apXMBa COCTABISCT OT OJJHOTO IO HECKONBKHUX THCH.
PaboTHHKaM apXHBa JOBOJBHO CIOXKHO 00padaThiBaTh BPYUHYIO OOJBIIOES KOJIUIESCTBO 3aPOCOB, MHOTHE
13 KOTOPBIX TOBOJIBHO CJIOKHBI K TPEOYIOT JIJIS ITOJIYYEHHUS OTBETA UCII0JIb30BaHUE OOJIBIIION0 KOJHUYECTBA
Jen



d. TTpocToii u GEICTPBIi TOCTYIT K JOKYMEHTY JF000TO COTPYAHUKA apXHBa B IF00O0E BPEMST; POCT

CKOpPOCTHU 06pa60TKI/I 3aIpOCOB K apXHUBY,; KOHTPOJIb CPOKA XPAHCHUA B 3aBUCHUMOCTH OT TUIIA JOKYMCHTA U

T.O.

7 OueHoYHbIEe CpeCTBA JIJIA POBeeHNsI IPOMEKYTOYHOM aTTecTAlNU
a) [lnanupyemsble pe3yabTaThbl 00y4eHHs U OLIEHOYHbIE CPeACTBA /1JIsl MPOBeIeHUs

MPOMEKYTOYHOM aTTeCTALMU:

HNunukaro
Kox a P

OCTHKECHUS
WHJUKaTOpa

KOMIIETEHIINHU

OneHouHble CpeCTBa

ITK-3: CniocobeH opraHu3oBaTh U aIMUHUCTPUPOBATH JAESITEIBHOCTD 110 OPraHU3alNU TPyAA U

OILIAThI IICpCOHAJIa

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

I1K-3.1

[lepeueHb TeOpeTHYECKUX BONMPOCOB K IK3aMEHY:

1. KanpoBast nokymeHTammst u e pa3sHOBUAHOCTH. 3HauCHHE
JOKyMEHTOB IO JINYHOMY COCTaBy B CHCTEME KaJpOBOH
JIOKyMEHTAIHH.

2. JIOKyMEHTBI 1[I0 JIMYHOMY COCTaBy JIOJTOBPEMEHHOTO U
KpPaTKOBPEMEHHOT'O CPOKOB XpaHEHHUSI.

3. IIpaBoBBIe OCHOBBI OpraHm3ali pabOTel ApxXHBa MO JHUYHOMY
COCTaBYy.

4. Hcropus popMupoBaHus KaJpoBOH JOKYMEHTALMU U OpTaHHU3aLHs
e€ xpanenus B Poccun.

5. Conepxanune npumepHoro I[lonoxenus o pailoHHOM (TOPOJCKOM)
ApxuBe TOKYMEHTOB 10 IHIHOMY COCTaBY.

6. 3agaun 1 QyHKIUH ApXnBa JOKYMEHTOB I10 JINYHOMY COCTAaBY.

ITpumepHBIe IpaKTHUECKUE 3a1aHUS I DK3aMEHa:

1. Vxaxxute HoMep craThu PenepanpHoro 3akoHa «O0 apXHUBHOM Jiene B
Poccuiickoit ®e- gepamum» ot 22 oktsa0ps 2004r. Ne 125, B koTopoit
TIEPEYHCIICHBI YIPEKACHUS, apXUBHBIC TOKY- MEHTBI KOTOPBIX OTHECEHBI K
MYHUIUITAIHHOH COOCTBEHHOCTH.

Orser:

2. KeM ocymiecTBisieTcs: pelieHiue HayIHO-METOINIECKUX U IPAKTUICCKUX
BOIIPOCOB, CBSI- 3aHHBIX C SKCIIEPTH301 IICHHOCTH TOKYMEHTOB 1
BKJTIOYEHHEM HX B cocTaB ApxuBHoro ¢osaa [lenseHckoit obmactu?
OrtBer:

3. Moryrt ji1 ObITh IPUBATU3UPOBAHBI APXUBHBIE JIOKYMEHTBI, HAXOISIIIUECS B
rOCy/AapCT- BEHHOU WY MYHUIIUTIAILHON COOCTBEHHOCTH?

OrtBer:

4. Ha3oBuTe oprassl, KOTOpbIE OCYIIECTBIISIIOT FOCY1apCTBEHHOE yIIpaBJICHUE
ap- XUBHBIM AesioM. OTBET:

B Poccuiickoii ®denepanmu - B [leH3eHckolt oomactu —

B MYHUIIUITATBHBIX 00pa30BaHUAX —

5. KakoBbl motHOMOYHsT 3aKOHOAATENEHOTO coOpanus [leH3eHCKol 00nacTu
B cepe ap- xuBHoro nena? OTBer:

1.

2.

3. 6. B ubu moHOMOUMS
BXOJIUT TpescTaBiieHne [IeH3eHcKkoi 001acTi B OTHOIICHUSX ¢ eme-
paJIbHBIMH OpTaHaMU T'OCYAapPCTBEHHOHN BIIACTH, OCYIIECTBICHHE Mep TI0
peanuzanuu Ha TeppuTOopun [IeH3eHCKOo 00JacTH TOCYAapCTBEHHOM
MOJINTHKH B c(hepe apXUBHOTO jiena?

Ortser:

7. JoxymeHTbl ApxuBHOro GoHna PO, Haxoasumecs B rocy1apCTBEHHOM
COOCTBEHHOCTH, IIOCTOSIHHO XpaHstcst B 23 OTBer:

1.

2.




3.

4.

8 . Kyna nepenatorcst JOKyMEHTBI, OTHECEHHBIE K COCTAaBY apXUBHOTO (hOHIa
[Ten3eHcKoit 001aCTH, MPY NPUBATH3ALUK TOCYIAPCTBEHHBIX OpraHU3alii
[TenzeHckoit obmactn?

Ortser:

9. Ykaxure HoMep cratbu DenepansHoro 3akoHa «O0 apXHBHOM Jielie B
Poccwuiickoii @e-nepamum» ot 22 okTs10pst 2004r. Ne 125, xoTopas 3amperaer
YHHYTOXEHHE TOKYMEHTOB ApxuBHOTro (hoHma PO.

OrtBer:

10. TTepeuncnute 0ocHOBHBIE KIIacCH(UKAITMOHHBIE €TUHHALEI APXUBHOTO
tdorma Poccun OtBert:

1.

2.

3.

11. MoryT 51 rocyaapcTBEHHBIE OpPraHbl, OpraHbl MECTHOTO
caMOyTIpaBJICHUs], TOCYAaPCTBEHHbIE U MyHULIUTIAJIbHBIC OpPTraHU3alluU
nepeaaBaTs 00pa3oBaBIINeECs, B IPOLIECCE UX JESTEIbHO- CTH JOKYMEHTHI
ApxusHoro ¢onna PO B myseu, bubnroreku, opranuzanuu Poccuiickoii
aKaJeMUHU HayK ¥ HErOCYyAapCTBEHHBIC OpraHU3alnu?

Orger:

12.Vxaxute HoMep ctatbu DenepanprHoro 3akoHa «O0 apXHBHOM Jiee B
Poccuiickoit @ene- pamum» ot 22 okTsa0ps 2004r. Ne 125, kotopas
YCTaHaBJINBAECT CPOKH BPEMEHHOTO XpaHEHHS JOKYMEHTOB APXHUBHOTO
¢orma PD no nx nmepenadn Ha NOCTOSIHHOE XpaHEHHE.

OrtBer:

13. Komy nepenaroTcst AOKYMEHTHI IO THYHOMY COCTaBY IIPU peopraHu3auu
Oprasa rocy- JapCTBEHHOW BJIAaCTH, HHBIX FOCYJapCTBEHHBIX OPIaHOB
Ilensenckoit obnactu?

OrtBer:

14. Komy nepenaroTcst JOKyMEHTHI 110 IMYHOMY COCTaBY IPH JIUKBHUIAINH
opraHa rocyap- CTBEHHOH BJIACTH, MHBIX TOCYAapPCTBEHHBIX OPIaHOB
[Nen3enckoit obmactu?

Orser:

15. Kakuie BUABI OTBETCTBEHHOCTH ycTaHaBIHBaeT denepanbHeiid 3akoH «O0
apxuBHOM Jene B Poccuiickoit @epepanumn» ot 22 okTs0ps 2004r. Ne 125 3a
HapyIIeHHe 3aKOHO/IaTeNILCTBA 00 apXUBHOM siene B PO

1.

2.

3.

[1K-4: Crioco

OcH PYKOBOAUTH MPOICCCOM CKaHUPOBAHUS, BBOAA U O6pa6OTKI/I JaHHBIX B CUCTEMC
SJICKTPOHHOI'O apXuBa

[IK-4.1:

VYnpasnser
NeSITeTbHOCTHIO
110 KOHTPOJTIO
(byHKIMOHUPOBA
HUS, BBO/IA U
00paboTKu
JIAHHBIX B
cucreme
AJIEKTPOHHOTO
apXxuBa

Hepeqeﬂb TECOPETUICCKHUX BOIIPOCOB K IK3aMCHY .

1. CDO]I, >neKTpOHHBIN apXHB: ONpeeIeHIe, PUMEPHI, KIaCCU(BUKAITH.
2. OCHOBHBIE TIOHSTHS U TIPABUIIa OPraHU3aIuN I/IH(I)OpMaHI/IOHHI)IX
MPOAYKTOB U YCIYT, SKCIIEPTHOMN OLIEHKH: ONpeieiieHUe, IPUMEDBI,
KIIacCu(UKAIHSL.

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

4.0Onpenenenue nponecca DKCIIEPTHAs OLICHKA.

5.CoBpeMeHHOE COCTOSIHUE B CHCTEME apPXUBHOTO XPaHEHHsl JOKYMEHTOB 110
JUYHOMY COCTaBY.

6.ITops10k MPOBEIEHNS IKCTIEPTH3HI IEHHOCTH JOKYMEHTOB 110 INYHOMY
COCTaBy Ha pa3HBIX dTanax JeIONPOU3BOICTRA.

7.KoMIieKkToBaHue apXMUBOB M0 JHYHOMY COCTaBY. MICTOUHMKH
KOMILIEKTOBAHUS] APXUBOB I10 IHNUHOMY COCTaBY.

8.IToAroToBKa JOKYMEHTOB MO JIMYHOMY COCTaBY K apXHBHOMY XPaHEHHIO.
®opMHUpOBaHUE JEI 0 INYHOMY COCTaBY ISl IepeJjaud B BEJOMCTBEHHBIH
apXxuB.

9.0pranu3anust MoAroTOBKH K apXMBHOMY XPaHEHHIO U apXUBHOE XPaHCHHE




Pa3HBIX BUAOB JOKYMEHTOB 10 TUYHOMY COCTaBY (IIPHKA3bI [0 JINIHOMY
COCTaBY, JINYHBIC KAPTOUKH, JIUIEBBIC CUETA, PETUCTPAIIIOHHBIC KHUTH).
10.ITopsimox hopMHpOBaHUS TMYHOTO JEa.

11.TpeboBanus K OpraHU3alMy XpaHEHUS TPYIOBBIX KHUKEK.

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

13.VcrpoiictBo 1 060py0BaHIE APXUBOB MO JTHYHOMY COCTABY B
OpraHu3alysIX U apXuBax.

14.®aktops! paspylienus 10KyMEHTOB 110 IMYHOMY cocTaBy. KoHTposb
HaIM4Hst ¥ (PU3NIECKOTO COCTOSHHS JOKYMEHTOB IO IMYHOMY COCTaBY.

15.0co6ennocTy yyera 1 COXpaHHOCTH JOKYMEHTOB O IMYHOMY COCTaBY U
MOPAJIOK UX TIepejaun Ha XpaHeHHE B clydyae JUKBUIALUU I0PUIAIECKOTO
JIALIA.

16.0pFaHI/I3aHI/I$[ 3alIAUTBI ApXUBHBIX JOKYMCHTOB I10 JIMYHOMY COCTaBy OT
HCCAHKIIMOHUPOBAHHOT'O AOCTYTIIA.

17. Kakue HH(OOPMAIIMOHHBIC TPOJYKTHI U YCIyrd Bol 3Haere,
IMPUBCAUTEC IMIPUMCEPHI UCITOJIB30BAHHWA UX B ApXHBaX MO JUIYHOMY
COCTaBy

18. Kopobounas C3/1 LanDocs — nonnouenHas. Cucrema
OnexTpoHHOro JJokyMeHT0000pOoTa [Tl KAKUX KOMIIAaHWH OHA
IoAXO0JUT B HUCIIOJIB30BaHU

1. Coenamp ananuz 0aHHO20 OOKYyMeHma
2 IIpoananusupyiime npasunsHoCms oQpopmaeHUs

BHYTPEHHAN OITHCDH
MOKYMEHTOR L. Xp. N _ 05-15/110

Ne S— Alara JAroT0BOK JOKYMENTS
AOKyMONTA AOKyMeNTa m
1 2 3 +
1 Hononviesiue X AUSHOMY AUCMKY NO ysemy
xadpoe
2 19.03.2012 | Jluwnisdl AUCmoK no ywemy kadpoe
3 19.03.2012 | Aemobuozpapus
4 | ONM827527 | 26.06.2001 | Konus dunnoma
5 10/12-mad 19.03.2012 | Tpydosou doeosop
6 45-x 19.03.2012 | Konus npuxasa o npueste xa pabomy
Hrtoro
(anjpan 3 spoancie
KOMM1eCTBO THCTOB BH)’T[WHHQR OlHCH
(amdposes » npasuc
MacnexTop Wupoxoea

(mcooma)

19.03.2012

I1K-4.2

PazpabatsiBaer
JIOKAJTbHBIC
HOPMAaTUBHBIC
aKTBI TIO
BOIIPOCaM
OpraHu3aIH

Ilepeyenb TeopeTHYECKMX BONPOCOB K IK3aMEHY:

1. KoMIiuiekToBaHHE apXMBOB IO JHUYHOMY COCTaBy. VICTOYHHKH
KOMIUIEKTOBAHHUSI apXHUBOB IO JIMYHOMY COCTaBYy.

2. TloaroroBka ITOKYMEHTOB IO JIMYHOMY COCTaBY K apXUBHOMY
xpanernto. DopMupoBaHHE 1€ IO JIMIHOMY COCTaBY UL TIepeIadn
B BEZIOMCTBEHHBIH apXHB.




npoiiecca
CKaHUPOBAHHUS B
cucreme
AJIEKTPOHHOTO
apxuBa

3. OpraHuzanys IOJrOTOBKM K apXMBHOMY XPaHEHHIO M apXHBHOE

XpaHEHUE pa3HBIX BHIOB JOKYMEHTOB IO JIMYHOMY COCTaBY

(IpHKa3bl 10 JIMYHOMY COCTaBY, JINUHbIE KAPTOUYKH, JINIEBIC CUETA,

perucTpalMOHHbIC KHUTH).

[Mopsiiok OpMUPOBAHUS JIUYHOTO JIEIa.

TpeboBanus K OpraHU3alMy XPaHEHUS TPYIOBBIX KHUKEK.

[Mopsinok mepenayu Jen 1O JIMYHOMY COCTaBY B BEJIOMCTBEHHBIH

apXxuB

TpebGoBaHUS K COCTABICHUIO OIUCH JIEJ 110 INYHOMY COCTaBY.

8. Ilopsmok yHHYTOXKEHHS AapXUBHBIX KaJpOBBIX JOKYMEHTOB C
HCTEKIIUM CPOKOM XpaHEHHSI.

9. Opraauzamys ydera JOKYMEHTOB IO JIMYHOMY cocTaBy. Cucrema
YYEeTHBIX JOKYMEHTOB, HX IlelieBoe HazHaueHHe. OCOOEHHOCTH
ydera JOKyMEHTOB I10 JHYHOMY COCTaBY B apXHBaX OpraHH3alHMil 1
TOCY/IapCTBEHHBIX apXUBax.

o oM

~

I1K-4.3

OcymiecTBisieT
CTpaTeTH4ecKoe
MUTAHUPOBAHUE U
MIOCTPOCHHE
IPOIIECCOB
CKaHUpPOBaHU,
BBOJA U
00paboTku
JTAHHBIX B
cucreMe
AIIEKTPOHHOTO
apxuBa

1. Pemuts npobiieMuyto 3aaauy: [lepBas HomMeHKIIaTypa e
obuta cocraBieHa B 3A0 «3Be3na» 10 ner Hazan. Toraa xe
CEeKpeTapeM TIeHepajlbHOr0 JAUPEKTOpa IO TUIOBOMY
NEPEYHI0 OBUIH OTIpPENeIeHbl CPOKU XPAHEHUS TOKYMEHTOB.
Cpoku XpaHEHHUS HEKOTOPBIX JOKYMEHTOB, KOTOpBIE HE
COJICPKAITUCH B MEepeYHe, ObLIM YCTAaHOBIICHBI «HA TTIA30K» U
4acTo HE COOTBETCTBOBAJIM  pPEaJbHOMY  3HAYCHHIO
JTOKYMEHTOB. B mocnemyromiye roabpl HOMEHKIAaTypa MpocTo
MePEeNnUChIBAIaCh, CPOKU XPaHEHUS HE YTOUHSIIUCH.
W3mennnach 71 K HACTOSILIEMY BPEMEHH HOPMATHUBHO-
METOIMYecKasi OCHOBA, MO3BOJISIONIAS C IOCTATOYHON CTETIEHBIO
O00BEKTHBHOCTH YCTaHABJIMBATH CPOKU XPAHEHHUS JOKYMEHTOB B
aKkIMoHepHbIX obmecTBax? Kakue HOpMaTHBHBIE JOKYMEHTHI
MO’KHO pEKOMEHA0BaTh JaHHOMY OOIeCTBY AJis ONpeeieHus

2.Ilpu mpoBeAEeHUU SKCHEPTU3bl IIEHHOCTH JOKYMEHTOB B
JIeNIo- TPOM3BOJICTBE OpPraHM3allMM 3KCIEPThl oOparanu
BHUMAaHHE Ha Clle- IyIollee:
a) 3HAYMMOCTh YNPABJICHYECKMX (QYHKIUH, A7
pean3alnuy KOTOPBIX UCIOIb30BAINCH JOKYMEHTHI;

6) B Kakoil mepuoJx TMOSABWINCH WIM  OBbUIH
HCTIONIb30BAHBl JIOKYMEHTHI (CO3/aHHE OPTaHHU3aLlUH, ee
peopraHu3anius, BHIIOJHEHHE 0COOBIX 3aJJaHUM U T. I1.), UX
3HA4YEHHUE JUIsl OpTaHU3allnH;

B) OTPaXKAIOT JIM JOKYMEHTHI OCHOBHYIO JIEITEILHOCTD
OpTraHU3AIMU I PEATU3alMI0 OJJHON KOHKPETHOM 3a1a4u
M, CIIEI0BATEIbHO, MOTYT JIM HCIOJIb30BAThCS B
CIIPpaBOYHBIX LEJIAX,

I) 4To cOOOW mMpeAcTaBiIseT ITOKYMEHT: OpPUTHHA,
JyOEeTHBIN 3K3EMIUISP WK KOTIHS;

1) TOBTOpsieTcss i  uHGpoOpMAIMsS B JIPYTHX
nokymeHTtax. Ecnu moBTopsieTcs, To B Kakux (opmax H
o0BbeMax;

€) TPaBUIBLHOCTH  OGOPMIICHHS
JOKYMEHTOB; )  PEKBU3HTHI,
yIIOCTOBEPSIOLINE TOKYMEHTBHI.

ITo kakuM KpUTEpPHUAM B JaHHOM CIIy4ae IPOBOJAUIIACH




OLICHKA IOKYMEHTOB?

0) [lopsinok nMpoBeeHUs] MPOMEKYTOYHOM ATTECTAIMM, IOKA3aTeJ I U KPUTEPHH
OlleHUBAHMS:

[IpomexxyTouHast aTrTecTalusi MO JUCHUIUIMHE BKIIOYAET TEOPETHYECKHUE BOIPOCHI,
MO3BOJIAIOIINE OLIEHUTh YPOBEHb YCBOCHHUS OOYYaIOIIMMUCS 3HAHUHM, U MPAKTHUYECKUE 3aJaHus,
BBISBJISIFOIINE CTETICHb CHOPMUPOBAHHOCTH YMEHUM U BIQJICHUH, TPOBOAUTCS B (POpMe IK3aMeHa.

DK3aMeH 1O JaHHOW IUCLMILIUHE MPOBOJIUTCS B YCTHOM (QopMe MO TEOPETHUECKUM
BOIpocaMm (2 BOMpoca) C 3alIuTOM 3¢cce U Keiica.

IToxa3aTen U KPUTEPHUH OLCHHBAHUSA JK3aMeHA:

— Ha OLEHKY «OTJIMYHO» — CTYJIEHT JIOJDKEH I0Ka3aTh BBICOKMM ypOBEHb 3HAHUW HE
TOJIKO Ha YPOBHE BOCIPOU3BENEHHS M OOBSCHEHUS MHPOPMALUU, HO U HMHTEIUIEKTyaJlbHbIE
HAaBBIKU PELICHUS MPoOJIeM U 33a4, HAX0XKJIEHUS! YHUKAJIbHBIX OTBETOB K Mpo0jeMaM, OLICHKU U
BBIHECEHUSI KDUTUYECKUX CYXKICHU;

— Ha OLICHKY «XOpOILIO0» — CTYIEHT JOJDKEH II0Ka3aTb 3HAHMS HE TOJBKO Ha YPOBHE
BOCIIPOU3BECHHUS U OOBSICHEHUS MH(OpMAIMKM, HO W HHTEUIEKTyaJlbHbIE HABBIKM PEIICHUS
po0JieM U 3ajiay, HaX0KJIEHUS! YHUKAJIbHBIX OTBETOB K ITpo0sIeMaM;

— Ha OLICHKY «YAOBJICTBOPHUTEJBbHO» — CTYICHT JIOJDKEH I1I0Ka3aTh 3HAHWS HA YPOBHE
BOCIIPOM3BECHHUS U OOBSCHEHUST MH(POPMAIINH, UHTEIUICKTyaIbHbIC HABBIKH PEIICHHUS MPOCTHIX
3ajad4;

— Ha OLICHKY «HEYAOBJIETBOPUTEILHO» — CTYJICHT HE MOXKET I10Ka3aTh 3HAHUSA HA YPOBHE
BOCIIPOU3BEICHUS U 00BSICHEHUSI HHPOPMALIMY, HE MOKET M0Ka3aTh MHTEIUIEKTYaJIbHbIe HAaBBIKH
pemeHus MpoCThIX 3aad.

IIpnioxenne 3

MeTtoauyeckue yKazaHus 10 JMCHUIIJIMHE KAPXUBBI JOKYMEHTOB 0 JIMYHOMY COCTaBY» C
HX NOMOLIbI0 o0yualomuecs 0e3 Tpyaa CIPaBATCS €CO BCeMH KOHTPOJIbHBIMU
MeponpUsITUSIMU.

PA3ZAE/J 1. NIOHATHUE APXUBOB II0 JIMYHOMY COCTABY U HX
HOPMATHUBHAA PETJIAMEHTALIUA

Tema 1. Cocmae 0oKymenmayuu, Xpanumoi 6 apxueax no 1UYHOMYy cOCmagy

JIOKyMEHTBI 110 JIMYHOMY COCTaBy - Ba)KHas COCTaBJLAIOIIAS  HAlMOHAJIBHBIX
MH(pOPMaLIMOHHBIX pecypcoB cTpaHbl. [IpakTudeckas BOCTpeOOBaHHOCTh 3TOTO BUJIA TOKYMEHTOB
peanusyercs M0 ABYM OCHOBHBIM HAIpaBJICHUSAM. BO-IEpBBIX, B LENSIX COLMAIBHO-IIPABOBOMI
3aI0ATHl TPAXKIAH IPU HCIOJIHEHUU COLMAIbHO-IIPABOBBIX 3alpOCOB O IMOATBEPKICHUN
TPYAOBOTO CTa)ka, pa3Mepax 3apabOTHOM IIATHI, IPOXOXKACHUH CIYKObI B BOOPYKEHHBIX CHJIAX,
HarpakJI€HUU TOCYJApCTBEHHBIMM HarpajaMd M TIPUCBOCHUM IIOYETHBIX 3BaHMM W T.I.
Bo-BTOpBIX, MpH NpPOBEIEHUM HAYYHBIX HCCIEIOBAaHUNA B 00JACTH COLMAIBHON HCTOPHU -




KYJIBTYPOJIOTMYECKHUX, COLIMAJIbHO-JIEMOT paHUECKHUX, UCTOPUKO-Onorpaduyeckux,
TeHEAIOTHYECKHX, COIIMOIIOTHYECKHX, TOJTUTOJOTHYECKUX U TIP.

Cornacno ®@3Ne 125 2004 r. «O06 apxuBHOM jene» CT. 3 1.3 «IOKYMEHTHI 110 JTUYHOMY
COCTaBY» — 3TO apXUBHBIC JOKYMEHTHI, OTPAXKAIOUIME TPYAOBBIC OTHOIICHUS pPAaOOTHHKA C
paboTonarenem.

K 1okymeHTaM 1o JUYHOMY COCTABY, HMEIOIIHM /10JITOBPEMEHHbIH CPOK XpaHEHMS,
OTHOCSITCS:

1. pacnopaauTenbHble AOKYMEHTbl (MPUKasbl, PAacroOPsKEHUs, 3aNWUCKKM, 3ameHsoLme
NpWKasbl MO JIMMHOMY COCTaBy, MNOCTAHOB/IEHUA O MPUEME, YBOJbHEHUMU, NEPEMELLEHUMN, MOOLLPEHUN,
npemmnpoBaHnn paboTHUKOB U Ap.).;

2. yYeTHble [AOKYMEHTbI: CMWUCKM AIMYHOFO COCTaBa, B TOM 4uCae CNUCKM pPaboTHUKOB,
3aHATbIX Ha NPOM3BOACTBE C BpeAHbIMWN YCNOBUAMK TPYAQ;

3. andaBuUTbl NPMKA30B NO IMYHOMY COCTABY;

4. KapTOYKM MO yYeTy IMYHOTO COCTaBa, B TOM YMC/ie BpeMeHHbIX paboTHUKOB (dopma T-2);

5. JIMYHble Aena COTPYLAHWKOB (B TOM uMcae /MYHble Aena /ivu, NPeACTaBleHHbIX K

MPMUCBOEHUIO MOYETHOrO 3BaHMA, aTtTecTauMoHHble Aena, [Aena KOMaHAHO-Havya/bCTBYIOWEro W
MO/IMTUYECKOro COCTaBa, MepcoHanbHble Aena);

6. Nnuesble cyeTa paboTHMKOB No 3apaboTHOW NaaTe (B TOM Ymcne Tabynarpammol, Npu UxX
OTCYTCTBUU MOA/IeXKaT ONMCaHUIO pacyeTHble BeOMOCTM Mo 3apnaaTe);

7. aKTbl O HECHYACTHbIX CAy4Yanx, CBA3aHHbIX C NPOMU3BOACTBOM;

8. OOKYMeHTbl 06 aTTecTaumm u TapudburKaumu;

9. Tabenn n Hapsaabl paboTHMKOB BpeaHbIX Npodeccui;

10. TPyAoBble A0roBOPbl (KOHTPaKTbl), TPYAOBble COrNalleHWa, He BolleAllne B COCTaB
JNINYHBIX AN, TPYyA0Bble A0roBOpPbl (KOHTPaKTbI), TPYA0BbIE COrNalleHus, 3aMeHsaLWmne AndHble aena;

11. NPOTOKO/bI 3aceAaHMii KOMUCCUIA MO YCTaHOBAEHUIO TPYAOBOro CTa)ka ANA BbINAaThbl
HaabaBKu 3a BbICAYTY NEeT;

12. OOKYMeHTb! (NpeAacTaBaeHuA, Xo4aTalncTBa, XapakTepUCTUKKM, aBTobrorpadmm, BbINUCKK

M3 pelleHuid, NOCTaHOBAEHUN M Ap.) O NpeacTaBieHUU PabOTHUKOB OPraHM3aUMM K HarparkaeHuto
rocyAapCTBeHHbIMU W BEAOMCTBEHHbIMW Harpaaamm, NPUCBOEHMIO 3BaHUM, NPUCYXKAEHMIO NMPEMUA;

13. CNUCKN PabOTHUKOB, YXOAALLMX HA NIbFIOTHYHO MEHCUIO;

14. LWUTaTHble PACCTaHOBKMY;

15. KHUTU (KapTOYKM) yuyeTa npuema, nepemMelleHus (nepesosa), yBosibHEHMA PabOTHUKOB.
16. HeBOCTPebOBaHHbIE JIMYHbIE AOKYMEHTbl PabOTHUKOB (TPYAOBblE KHUMKKW, BOEHHbIE

6uneTbl, CBUAETENLCTBA O POXKAEHUU, 06 06pa3oBaHUN, ANNAOMBI, aTTecTaTbl U Ap.).

CpOK XpaHCHUA YKa3aHHBIX TOKYMCHTOB B COOTBCTCTBHUU C HepequM — 75 ner.
Kpome Toro, K JJIC TAKXKE OTHOCSIT:

1. B NpeacrtaBuUTE/IbHbIX OpraHax B/J1aCTU U MECTHOro CamoynpaBineHuA: NepcCoHa/bHblE
KapTO4YKUK y4eTa AeNYTaTOB,;

2. B CE/IbCKUX aAMUHUCTPALUAX: AOMOBblIe KHUTKU ANA NPONUCKU FpaxXaaH,;

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

4, B HEroCyaapCTBEHHbIX OpPraHU3aunAx, Ha NpeanpnaTnAax, He ABAAKLWNUXCA UCTOYHUKaMN

KOMIM/IEKTOBAHWA: MPOTOKOJIbl 06LWMX COBPaHUI yYpeKAEHUI, aKUMOHepoB, PabOTHMKOB, peLuaBLInX
KaZpoBble BOMPOChI;

5. B KOMUTETAX, OTAenax a,EI,MMHMCTpaLLMVI roponos, paﬁOHOB no O6p33083HMIO!
AOKYMEHTbI NO NAaTPOHNPOBAHUIO U ONEKE;
6. B UEHTPax 3aHATOCTM HaceneHna wu MUrpaymnoHHbIX cny>+<6ax: JIM4HbIE Aena

6e3paboTHbIX, KAPTOUKM y4eTa 1 0b6cnefoBaHNA BEXEHLIEB U BbIHYXAEHHbIX NepeceneHLes.

Taxkum oOpa3oM, apXuB IO JHYHOMY COCTABY — CaMOCTOSATENIBHOE YUPEKICHHUE WU
CTPYKTYPHOE IOAPA3IACIICHUE YUPEKICHUS, OCYIIECTBIISIONIEE KOMIUIEKTOBAaHUE, XPAaHEHUE, YUET
1 UCIOJIb30BaHUE TOKYMEHTOB 110 JTUYHOMY COCTaBY.

IIpn nuKBUAALMM HEroCyJApCTBEHHBIX OpPraHMU3alui, B TOM 4YHUCJIE B pe3ylbTaTe
0aHKpOTCTBA, 00pa3oBaBIIMECS B IPOLECCE HX JEATEIBHOCTH M BKIIIOYEHHBIE B COCTaB
ApxusHoro ¢onja PO 1oKkyMeHTHI 110 TUYHOMY COCTaBY, a TAKXKe apXUBHBIE JOKYMEHTBI, CPOKU
BPEMEHHOIO XPAaHEHHs KOTOPBIX HE HCTEKIH, MEPENaloTCi JIMKBUAALUOHHON KOMHUCCHUEN



(JIMKBMIaTOPOM) MM KOHKYPCHBIM YIPABJISIOIIMM B YIOPSAJOYEHHOM COCTOSIHUM HAa XpPaHEHUE B
COOTBETCTBYIOIIUN T'OCYNapCTBCHHBIA WJIA MYHMIMIIAJIbHBIA apXWB Ha OCHOBAaHMM [OTOBOpa
MEXy JUKBUIALUUOHHOW KOMHUCCHEH (JIMKBHIATOPOM) WM KOHKYPCHBIM YIPAaBISIOLIUM U
rOCyapCTBEHHBIM WJIM MyHUIIMIIAJILHBIM apXUBOM.

[Ipu 3TOM NMKBUAALMOHHAS KOMMCCHS (JIMKBUAATOP) WJIM KOHKYPCHBIA YIPaBIISIFOIIMMA
OpPraHMU3YIOT YIOPALOYCHUE APXUBHBIX JTOKYMEHTOB JIMKBUIUPYEMON OPraHU3aliu, B TOM YHCIIE
OpraHu3aluy, TMKBUANPYEMOi B pe3yabTare 6ankporcTBa (4. 10 cr. 23 3akoHa 00 apxuBse).

Opranu3anusaM (He3aBUCUMO OT (OpM COOCTBEHHOCTH) PEKOMEHyeTCsl BKIK0YaTh B CBOU
ycTaBbl (TIOJIOKEHUS) CIEUUANbHBIE MYHKTHl. B HUX TOMKHBI OBITH MPOMHMCAaHBI BCE BOIPOCHI,
Kacaloluecss ydeTa M COXPaHHOCTH JOKYMEHTOB IO JIMYHOMY COCTaBy U CBOEBPEMEHHOH
nepeJauy X Ha XpaHEHUE B Cllydae JIMKBUAALMH IOPUINYECKOrO JIMLIA.

Ecnu pa36upatb 0COOEHHOCTH apXUBOB I10 JUYHOMY COCTaBYy HPEANPHUATHH, TO CIELyeT
yKa3zarh, YTO J€la IMOCTOSHHOIO W JOJTOBPEMEHHOIO XpaHEHMs, BKJIOYas JIOKYMEHTHI I10
JMYHOMY COCTaBYy, IEPENAIOTCA B ApXUB OPTaHU3ALMK HE MTO3JHEE YEM Yepe3 TPU rofia Mocie Ux
3aBepIIEHHs B AETONpPOU3BOACTBe. [lena mepenaBaiite mo rpaguky, YCTAHOBICHHOMY apXHUBOM.
OH noykeH OBITh COINIACOBAH C PYKOBOJAUTENSIMU CTPYKTYPHBIX HOJpPAa3/IeIeHUl U yTBEpXKIeH
pykoBoauTesieM opranuzanuu. CraTouHble OMMCH 1€l JUId UX MEpPEelavyd B apXHUB COCTaBIISIET
CTPYKTYpPHOE IoJIpa3jienieHne (KaapoBas ciayx0a) B TpeX 3K3eMILIsIpax.

ApXuUBBl 1O JUYHOMY COCTaBy, B TOM YHCJIE€ MOTYT MpPEICTaBIATh COOOH apxuB
AIIEKTPOHHBIX JOKYMEHTOB. {7 a¢exkTnBHOrO norncka nHGOpPMAIK TPUEMIIEMBIM PEIICHUEM
BBICTYyNaeT OUU(POBKA, CKAaHUPOBAHHWE OYMa)KHBIX OPUTMHAJIOB JUYHBIX aAed. [Ipuka3oB mo
JUYHOMY COCTaBy M T.J4. B cBolo ouepenp, nepegaya B apXWUB JIIEKTPOHHBIX KaJpOBBIX
JIOKYMEHTOB HMeeT psii ocoOeHHOcTed. Ecnm cTpykTypHOe mojpasjesieHue mepefaer Ha
XpaHEHUE B apXUB OPraHU3ALUU JIEKTPOHHBIE TOKYMEHTBI, TO IPOLEAYpa Mepeaadyn COCTOUT U3
CJIEIYIOIINX 3TAIOB!

NpoBepKn GU3NYECKOTO COCTOAHMA HOCUTENEN SNEKTPOHHbIX SOKYMEHTOB;
3aNNCU SINEKTPOHHbIX AOKYMEHTOB Ha MallUHHblE HOCUTENNU,

NPOBepPKM KayecTBa 3anucy;

NPOCTaB/IeHNA aPXMBHbIX WNMPPOB Ha eaMHULAX XpaHeHuA (Ha dyTaapax);

5. OMNWCaHWA INEKTPOHHbIX AOKYMEHTOB U MOAFOTOBKM KOMMN/IEKTA CONPOBOAUTENbHO
MHOPMaLMK (B T. 4. COCTABNEHWA ONUCH).

CoTpyIHUK apxuBa NPUHUMAET KaKJI0€ JEJI0 B MPUCYTCTBUU COTPYIHHUKA KaJIpOBOM
CITYKOBI.

[Ipumepom crienuanTu3upOBAaHHOIO YUPEXKACHUS — apXHBa MO JIMYHOMY COCTaBY MOXKET
HOCTYXXUTh JIeATeNIbHOCTh ApxuBa KajapoBod nokymeHTauun CAO (MockBa). DTOT apXuB
KaJIpOBOM JIOKYMEHTALIUU OCYIIECTBISIET XpaHEHHE OTHOCALIMXCSA K €ro Mpo(uito JOKYMEHTOB
ApxuBHOro ¢oHga MOCKBBI B COOTBETCTBHU CO CPOKAMH, YCTAHOBJIEHHBIMHU JIEHCTBYIOIIUM
3aKOHOJATENLCTBOM. B cocTaB JOKYMEHTOB apxuBa KaJpoBOW JOKYMEHTAlMU BXOMST:
JIOKYMEHTBI 110 INYHOMY COCTaBY M JOKYMEHTBI II0 OCHOBHOM JI€ATEIBHOCTH BPEMEHHOIO CPOKa
XpaHEHUsl JIMKBUIWPOBAHHBIX OpPTraHM3allMi B CiIy4yae OTCYTCTBHUSI y HUX IpPaBONPEEMHHKA U
BBILIECTOSIIIET0 MO  MOAYMHEHHOCTH  OpraHa  pasiuyHbiX  (GopM  cOOCTBEHHOCTH,
3apErUCTPUPOBAHHBIX B HAJIOIOBOM OpraHe Ha TEPPUTOPUU AIMUHUCTPATUBHOTO OKpyra U He
SBJISIBIIMXCS MCTOYHMKAMHU KOMIUIEKTOBaHMSA (elepajbHbIX, LEHTPAIbHBIX TOPOJICKUX,
BEJJOMCTBEHHBIX U 00bETUHEHHBIX BEIOMCTBEHHBIX apXMBOB; KOMHH apXUBHBIX JOKYMEHTOB Ha
npaBax IOJJMHHUKOB, CTPaxoBOW (HOHJ KOMUH JOKYMEHTOB IO NpoQuiIo apxuBa, (HoHI
MOJIb30BAHUA. ApPXUB XpaHUT Yy4yeTHbIE JOKYMEHTbl M apXHUBHbIE CIIPAaBOYHUKH (OIHUCH,
KapTOTEKH, YKa3aTelld, MyTeBOIUTENH, 0030pbl GOHIOB U JIp.), IEUaTHBIE U APYTHUe MaTepHalbl,
JOTIONHSIONINE CcofepkKaHhe (OHIOB apxuBa. ApPXUB MOXKET OCYIIECTBISATH JEMO3UTAPHOE
XpaHeHHe JOKYMEHTOB ApXMBHOr0 (poHaa MOCKBBI B MOpPAIKE M HA YCIOBUAX, ONPEAETIAEeMbIX
noroBopoM ['maBapxuBa MOCKBBI ¢ COOCTBEHHUKOM JIOKYMEHTOB.

Tak >xe ocymecTBiser cBoio pabory [ocymapcrBenHoe Kaszennoe VYwupexneHue
KpacHomapckoro kpas «ApxXuB JOKYMEHTOB IO JIMYHOMY cocTaBy KpacHomapckoro kpas.
ApXUB JIOKyMEHTOB II0 JMYHOMY COCTaBy ObUI CO3[aH DPEUICHWEM IJIaBbl aJMUHUCTpAIUU
Kpacnomapckoro kpast Ne 27 ot 03.02.1993 rona, ¢ 11e/1b10 3a1IUATHI IPAB U 3aKOHHBIX HHTEPECOB
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TpakJaH, MPENOTBPALLECHUS YTPaTbl NOKYMEHTOB II0 JIMYHOMY COCTaBY JMKBUIAWPOBAHHBIX
YUPEXKACHUN, OPTraHU3ALMI U TPEANPUATHI KPA€BOrO YPOBHSI.

OcHOBHBIE 337]a4H APXUBA:

1. obecneyeHne COXPAHHOCTU U TOCYAAPCTBEHHbIN YYET OKYMEHTOB MO IMYHOMY COCTaBY;

2. KOMIM/IEKTOBAHME apXMBa LOKYMEHTAMM MO IMYHOMY COCTaBY MKBUAMPOBAHHbIX
opraHmMsauni npeanpuatTuin pegepanbHOM, KPaeBoi, CMeLlaHHON N ApYrnx Gopm COOCTBEHHOCTU He
MMELOLLMX NPABOMNPEEMHUKOB;

3. NCNOJIHEHWNE COLMaNbHO-NPABOBbIX 3aNPOCOB OPraHU3aLMii U rpaXkaaH;
4. pecTaBpaLma apXMBHbIX LOKYMEHTOB Ha ByMaXKHOM OCHOBE;
5. MUKPOPUABMUPOBAHME JOKYMEHTOB C Le/blo CO34aHUA GOHAA NOb30BaHMA U

cTpaxoBoro ¢GoHAa AOKYMEHTOB.

Tema 2. Hopmamuenan 6aza hyHKyuoHuposanus apxueoe no 1u4HoOMy cocmagy

OCHOBHBIM HOPMAaTHUBHBIM aKTOM B 3TOH cdepe sBisiercss DepepanbHblii 3aKOH OT 22
okTsa0pss 2004 roma Nel25-d3 «O6 apxuBHOM jene B Poccuiickoit ®eneparum». J{aHHBIN
QenepanbHBIl  3aKOH  pPEryJdpyeT OTHOIIEHHS B cdepe OpraHu3almiil  XpaHCHHS,
KOMIUIEKTOBaHHS, Yy4YeTa M HCIOJb30BaHUsA JOKyMEHTOB ApxuBHoro ¢onaa Poccuiickoit
®enepalii U ApYrux apXUBHBIX JJOKYMEHTOB, HE3aBUCUMO OT UX (JOPM COOCTBEHHOCTH, a TAKKE
OTHOLIEHUs B cdepe ympaBlieHUs apXUBHbIM AenoMm B Poccuiickoit denepanuu B MHTEpecax
rpaxkzad, o0IIecTBa M rocy1apcTaa.

Crates 17 ®enepanpHoro 3akoHa oT 22 okta0ps 2004 roma Nel25-d3 «O6 apxuBHOM
nene B Poccuiickoit ®eneparnumy ycTaHaBIMBAeT OOIIYI0 OOS3aHHOCTH TIO OOECIICUCHUIO
COXPaHHOCTH JOKYMEHTOB, B TOM YHCJI€ JOKYMEHTOB 0 JINYHOMY COCTaBY, IUIs Jit0O0OT0 CyOBEeKTa
XO03SCTBEHHOM J1€ATENbHOCTH: TOCYAAPCTBEHHBIX OPraHOB, OPIaHOB MECTHOT'O CaMOYIIPaBIICHNUS,
OpraHM3alii W TpaxIaH, 3aHUMAIOIIMECs MPEAIPUHUMATENBCKON JesSTeNbHOCThIO 0e3
o0pa3oBaHHUsl IOPUIUYECKOrO JIMLA, B TEYEHHWE CPOKOB MX XPAHEHHUs, YCTAaHOBJIEHHBIX
denepanbHBIMM  3aKOHAMHM, HWHBIMH HOPMAaTHBHBIMM NPaBOBBIMH aKkTamMu Poccuiickoit
®enepalyy, a TaKkKe MepeyHsIMU JOKYMEHTOB.

B cootBercTBUM co cTaTheil 3 PenepanbHOro 3akoHa ot 22 oktsa0pst 2004 rona Nel25-03
«O6 apxuBHOM Jene B Poccuiickoii @enepanum»:

«ApxuBHblii poH Poccuiickoit deaepannn - MCTOPUUECKU CIIOKUBIIASACA U ITOCTOSTHHO
MOTOJHSIOMIASCS COBOKYIHOCTh APXMBHBIX JIOKYMEHTOB, OTPAXKAIOLUIMX MAaTepUaibHYI0 |
JYXOBHYIO KM3Hb OOIECTBA, UMEIOLINX HUCTOPUYECKOE, HAyYHOE, COLMAIbHOE, SKOHOMUYECKOE,
MOJUTUYECKOE M KYJbTYpHOE  3HAuU€HHE,  SBJSAIOUIMXCS  HEOTHEMJIEMOW  YacTbiO
UCTOPUKO-KYJIBTYpHOro Hacineauss HaponoB Poccuiickoil @Penepanuu, OTHOCAIMXCS K
MH(OPMaLIMOHHBIM pecypcaM U MOUIEKAIINUX TOCTOSIHHOMY XPaHEHHUIOY.

Ilon apXMBHBIM TOKYMEHTOM IIOHUMAETCSI:

«MaTepHalibHbIM HOCUTENb ¢ 3a(UKCHPOBAHHOW Ha HEM MHQOpMaIiei, KOTOpPbIi UMeeT
PEKBU3UTHI, TO3BOJIAIONINE €T0 UACHTU(DHUIIMPOBATH, U MOIJIECKUT XPAHEHHUIO B CUITYy 3HAUUMOCTHU
YKa3aHHBIX HOCHUTENS ¥ MH(OpMaLMK [T FpaXkaaH, oOLIecTBa U TOCy1apCcTBay.

B cBow ouepens, mon gokymeHToM ApxuBHoro ¢onma Poccuiickoit denepanuu
MOHUMAETCS:

«apXMUBHBIN JTOKYMEHT, IPOIIECAIINN SKCIIEPTU3Y LIEHHOCTH TOKYMEHTOB, IOCTaBIECHHBIN
Ha TOCYJapCTBEHHBIN y4eT U MOJIeKAIINM TOCTOSHHOMY XPaHEHHIO.

[lopsanok opraHu3anuy XpaHEHUs JOKYMEHTOB 3aBHUCUT OT CTaryca KOMMEPYECKOU
opraHu3anui. BaXHbIM OTIMYMUTEIBHBIM TNPU3HAKOM SIBIISIETCS BKJIIOYEHHE KOHKPETHOMN
OpraHM3alMy B CIMCKM HMCTOYHHUKOB KOMIUIEKTOBAaHUS TOCYAAPCTBEHHBIX M MYHUILMIAIbHBIX
apXMBOB apXMBHBIMHU JOKyMeHTamH (4acThb 2 ctatbu 20 denepanbHOro 3akoHa OT 22 OKTAOps
2004 roma Nel25-®d3 «OO6 apxuBHOM jnene B Poccuiickoit ®enepanun»). BrimodeHue
KOMMEPYECKHX OpraHM3aliil B yKa3aHHbIEC CIIMCKHU OCYIIECTBIISIETCS HA OCHOBAaHUH JIOrOBOpa C
COOTBETCTBYIOIIUM T'OCYJapCTBEHHBIM WJIM MYHHUIUIAJIbHBIM apXUBOM. B opraHuzanumsax
(MCTOYHMKAaX KOMIUIEKTOBAHMSI) 1O HCTEUYEHUU CPOKOB XPAHEHHUS IMPOBOIUTCS COBMECTHO C
YIIOJIHOMOYEHHBIM OpPraHOM TOCYAApCTBEHHOUM BiacTH cyOwbekTa Poccuiickoir ®enepauuu B



o0iacTi apXuMBHOTrO Jena, ['ocapXMBOM 3KCIEepTH3a LEHHOCTH psijia JOKYMEHTOB Ha MpeIMeT
BKJIFOUEHHS B cocTaB ApxuBHoro ¢onma Poccuiickoit deneparumu.

[locne mpu3HaHMS apXUBHBIX JOKYMEHTOB KOMMEPUYECKHUX OpraHu3alui (MCTOUYHUKOB
KOMILIEKTOBaHMS) TOKyMeHTaMu ApxuBHOTO doHma Poccuiickoit denepanuy uX yHHUTOXKCHUE
HE JOIyCKAaeTCs, a UX XPAHEHUE MOXKET OCYLIECTBIISITbCS KOMMEPYECKOW OpraHu3anuei
CaMOCTOSITENILHO 100 OHU MOTYT OBITh ITepelaHbl IO I0rOBOPY Ha XPaHEHUE B TOCYIapCTBEHHBIN
WIA MYyHUUUNAIbHBIA apXuB, OMOIMOTEKy, My3ei, a Takke B opraHuzanuio Poccuiickoit
akajeMuu Hayk (dactb 3 cratbu 21 denepanbHoro 3akoHa ot 22 okTsa0ps 2004 roma Nel25-D3
«O06 apxuBHOM Jnene B Poccuiickoit eneparuny).

Te apxuBHBIE [TOKYMEHTBHI, KOTOpble HE OBUIM BKIIOYEHBI B COCTaB JOKYMEHTOB
ApxusHoro (onna Poccuiickoit denepannu, a Takke TOKYMEHTHI, XpaHALIHECS Y OpraHU3aIHi,
HE SBISIOIIMXCA HWCTOYHUKAMU KOMIUIEKTOBAHMS, II0 MCTEUEHHUHM CpOKa HX XPaHEHUs,
YCTQHOBJICHHOTO B HOPMAaTHBHBIX NPAaBOBBIX aKTaX, MOJUIEKAT HKCIEPTH3E U MOTYT OBITh
YHUUYTOKEHBI OpraHu3anueil 1M00 MOCTOSIHHO XPAaHATCA B apXHBE OpPraHU3aIllui B COOTBETCTBUU C
€€ BHYTPEHHUMHU NPaBUIAMH.

[lo BompocaMm, CBSI3aHHBIM C TOPSAJKOM OPraHM3alMyd KOMIUIEKTOBAHMS apXHMBHBIX
JIOKYMEHTOB, OOECIEUEHHUsI WX COXPAHHOCTH, IMOPSJIKOM IPOBEIEHUS IKCIEPTU3bl LIEHHOCTU
JOKYMEHTOB U Tiepeauyd JTOKyMeHTOB ApxuBHoro ¢onma Poccuiickoii ®enepauuu Ha
MOCTOSIHHOE XpaHEHHE, MOPSAKOM OpraHMu3aliy padoThl apXHUBa, KOMMEpPUYECKHUE OpraHU3aluu
MOT'yT PYKOBOACTBOBaTbcs «lIpaBuiamu opraHu3aluu XpaHEHHs, KOMIUIEKTOBaHUS, y4éTa U
UCIIOJIb30BaHUsl JOKYMEHTOB apXHMBHOTIO (DOHAA POCCUICKOHN (enepanyivi U JPYTUX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYINpaBICHUS U
opranuzanusax» ot 07.09.2015 r.

XpaHeHHe KaJpOBbIX JOKYMEHTOB HECKOJIbKO BBIJICISCTCS M3 OOIIMX MPAaBHJ XPaHEHHUS
yIpaBIeHYECKUX JOKYMEHTOB. [lOCKONIBKY KaJIpoBble JIOKYMEHTBl 00JalaloT BBICOKOU
COLIMAJILHOW 3HAYMMOCTBIO (OCOOEHHO JIOKYMEHTBI, COJEpIKallie NEePCOHANbHbIE JaHHbIE), TaK
KaK CIIYy»KaT IOKYMEHTaJbHBIM MOJATBEPKICHHEM TPaB paOOTHHKA HA COLMANBbHOE 0OecreyeHue,
HampuMep, IO CTapOCTH WU HUHBAIMIHOCTH, a TakKXKe IOATBEPKACHUEM TPYAOBOTO CTaxa
pabotHuka. [loaToMy OONBIIMHCTBO M3 HUX HUMEIOT JUIMTEIbHBIA MIU TOCTOSHHBIA CpPOK
XPaHEHUsT U MCIOJNb3YIOTCS B CIPABOYHBIX ILENAX NpU OOpallleHuH TpaxJaH B apXUBHBIC
YUPEXKICHUS.

[Tomumo 3TOrO, KaApoOBBIE [OKYMEHTHI 00JaAaloT eme U Ouorpaduyeckou,
apxeorpauueckoil LEHHOCTbIO, SABISIOTCS MCTOYHMKOM JJISi CTaTUCTUYECKUX O00OIIEeHMH U
HCTOPUKO-COLIMANIBHBIX UCCIIEIOBAaHUI.

OcCOoOeHHOCTH XpaHEHMs KaJpoBOM JIOKYMEHTAllMM B OpraHu3alud 0OyCIOBJIEHbI
3a/layaMM  OTPaHMYEHUS HECAHKIIMOHHUPOBAHHOTO JOCTyNa K JOKYMEHTaM, COJAep KallluM
MEePCOHANbHBIE TaHHBIE PAOOTHUKOB, U 3((HEKTUBHOTO MOMCKA HY)KHON HHPOpMAIUH.

B cucreme xpaHeHMsI KaJpOBBIX JTOKYMEHTOB MOKHO BBIJCJIUTH JBa BHJAA, CTaJIUU
XpaHEHUs: TEKylllee U nocieayrouee. XpaHEeHUE U UCIIOIb30BaHUE JOKYMEHTOB C MOMEHTa MX
CO3/aHMS U JI0 Tepe/ayu jieja, B KOTOPOM OHM CTPYNIHUPOBaHBI, B apXUB Ha3bIBAIOT TEKYIIUM
(onepatuBHBIM). Tekyliee XpaHEHHE JI€J1 OCYIIECTBISETCS MO MECTy HUX (OPMHPOBAHUS.
Tekyliiee XxpaHeHHe TaK)Ke JAETUTHCS Ha JIBa OJIBUJA!

. XpaHeHWe JOKYMEHTOB B NPOLLECCE UX UCTIOTHEHMS;

. XpaHeHWe UCNONHEHHbIX JOKYMEHTOB.

JIOKyMEHTBI BO BpEMS UX MCIIOTHEHUS! HaXOASTCS y UCTIOTHUTENS, KOTOPBIN XpaHUT UX B
crenuanbHbIX nankax. Ha manHbIX mankax conepxkutcs ¢ Haanuch «Ha noanuce», «CpouHo» u
Ipyroe, a Takke haMuIns, MHUITUABI, TeIeQOH UCTIOTHUTEIS.

HcnonHneHHble TOKYMEHTBI IOJKHBI TIOJIIIMBATHCS U XPAHUTHCSA B JIENaX B COOTBETCTBUU C
HOMEHKIaTtypoil nen. Cpa3y OTMETHM, YTO TEKYIIEe XpAaHEHHE JOKYMEHTOB IPEAINOIaracT
npoueaypy ux GopmMupoBaHHs B Jieja B COOTBETCTBUU C YTBEPKIEHHON HOMEHKIATypOH.

Tekymiee xpaHeHHE JOKYMEHTOB O3HA4yaeT MX XpaHEHUWE B MOMJIMHHHUKAX. [loaTtomy B
KaJIpOBBIX CIIy)k0ax opraHu3alluii Bce MPHUKa3bl XpaHATCA B MOUIMHHKKaX. Konuu npukasoB 1o
JUYHOMY COCTaBY: IpUeMy Ha paboTy, MOOIIPEHUSM, B3bICKAHUSM, YBOJIBHCHUU U TaK Jajnee
JOTIOTHUTEIHLHO MOMEIIAIOTCS AJIsl XpaHEHUs B JINYHbBIE Jiesia paOOTHUKOB (€C/Ii OHU BETYTCS).



ITopsok opraHu3any TEKYILETO XPaHEHUs JIMYHBIX €T CIEAYIOLUII:

1. NN4HblE Aena B BymarKHOM BUAE XPaHATCA B Nankax, KOTOpble HYMepyioT MO CTPaHMLAM
Y NPOLLMBAIOT;

2. 0610KKM NNYHBIX AeN TaKKe HYMepPYIOT, UM MPUCBAMBALOT NOPAAKOBbIA HOMep Aena,
COOTBETCTBYIOLLMI 0OLLEMY KO/IMYECTBY AEN;

3. Tekylwemy XpaHeHUto B oTAaene KaapoB OpraHn3aunMn nognexat JindHble gena To/1bKo
Ha paboTaloWwmx cCoTpyAHUKOB. [ocsie yBOAbHEHUS COTPYAHUKA €ro IMYHOE Ae/10 U3BJIEKAeTCA U3 Namnku
“ opopmaseTcs 419 Nepesaymn Ha apxXMBHOE XpaHEHWE.

4. JINYHblEe Aena YBOJEHHbIX COTPYAHUKOB XPaHATCA B apxmBe B aAdpaBUTHOM Nopsaake.

Texyiee XpaHeHHME KaIpOBbIX JIOKYMEHTOB, KapTOTE€K, KHUI YydeTa M JApyrue
OCYILECTBIIICTCS, KAaK IMPaBWJIO, B IOMELIEHUSAX KaIpOBBIX CIYXO OpraHu3anui, KOTOpbIe
JOJDKHBI OBITH O0OPYZOBaHBI CHEIHMAIBHBIMU IIKapaMu WM ceiipaMu, 3armuparouMHucsi U
ornevartbeiBaomumMucs. Konuu HOMEHKIATypsl /1€, pa3MelleHHble Ha mKagdax, a Ha KOpeIKax
00JI07KeK JIeJ1 - HOMEPA €)1 B COOTBETCTBUYU C HOMEHKJIATYpOM o0sieryar oucK J0KyMEHTOB.

TpynoBble KHMKKU paOOTHUKOB XpaHATCs B cefie pyKOBOIUTENS OT/ENa KaJpOB, TaM XKe
XpaHATCS TeYaTH, MITaMIIbl, OJIAHKA JOKYMEHTOB, KI04M OT ImKadoB (ceiioB) ans xpaHeHHS
JIOKYMEHTOB.

PaboTHrKaM KaapoBOH CIy)XObl HE PEKOMEHIYETCS MpH JII00OW MPOJOIKUTEIBHOCTH
BBIX0JIa U3 IIOMEIIEHHUS OCTaBJIATh KaKHe-TM00 TOKYMEHTBI HJIU CIIy>K€OHbIE 3alucu Ha paboueM
CTOJIE, a TaKXKe paboTaromuii KOMIbIOTEpP. B KOHIIE pabodero qHs paOOTHUKH KaJpOBOU CITY>KOBI
JIOJKHBI TIOMECTUTh BCE MAaCCHBBI JOKYMEHTOB, HaXOZSIIMXCS B IIPOLIECCE UX WCIIONHEHHUS, B
METaJUIMYeCKUi mKad, 3aKpbITh €ro U onedararb. Kimroun ot mkadoB coaroTcss pyKOBOIUTEIIO
OTJIeNa KaJIpoB M0/ POCIIUCH B COOTBETCTBYIOILEM KypHAJIE.

YepHOBUKM U peAaKUUU JIOKYMEHTOB, HCIIOPYEHHbIE OJIaHKM B KOHLE paboyero JHs
YHUYTOXKAIOTCA, AJS 3TOTO MOXKET HPUMEHSTbCS ClelualibHas OymaropesaibHas MallliHa.
KommbroTeps! B KoHIIE pabodero 1Hs OJOKHPYIOTCS M OTKIIOYAIOTCS OT CETH.

Kpome TOro, TexHosorusi XpaHeHHs M ydeTa KaJpOBOH IJOKYMEHTAIMM IPEIoJaraet
0053aTeNbHYI0 POCIUCH PA0OOTHHUKOB, MOATBEPKIAIOLIYIO MOTYYEHHE Ha PYKH KOMHUM U BBITUCOK
U3 HUX.

OcHOBaHMEM MOCIEAYIONIEro (aApXUBHOT0) XpaHEHUs JOKYMEHTOB SIBIISIETCS SKCIIEPTH3a
UX LEHHOCTH, U Jlajiee clenyer: opopMiIeHue Aesl, COCTAaBICHUH OMHUCEH, COCTaBICHHE aKTOB O
BBIJIEJICHUH K YHUUTOXKEHHIO JIOKYMEHTOB U C/laya /i€ B apXUB OpraHu3alllu.

JU11 CBOEBPEMEHHOIO IIPUEMA apXHUBHBIX JTOKYMEHTOB OT CTPYKTYPHBIX NOApa3JEIeHUN
WJIM APYTUX UCTOYHUKOB KOMITJIEKTOBaHUS, 00€CIIEUEeHUs UX YUETa, COXPAHHOCTH, YIOPAIOUEHUS
UX HCIOJBb30BAaHUS U IOATOTOBKM K II€peJadye JIOKYMEHTOB Ha IIOCTOSIHHOE XpaHEHHE B
OpraHM3alMsaX CO3JaeTCs apXUB.

B apxuBHbIi (OHJ OpraHn3aluy MONaaeT JUIIb YacTh JJOKYMEHTOB, OH HE BKIIIOYAET B
ce0st JOKYMEHThI C KpaTKUM CPOKOM XpaHeHHs (10 10 jer BKIIOYUTENbHO). ApXUBHBIA (OHJ
OpraHu3alliil COCTOMT M3 JIOKyMEHTOB [OJTOBpPEMEHHOro XxpaHeHus (cBbime 10 jer) u
MOCTOSIHHOTO XpaHEHMsI, BKIIOYasl JIOKYMEHTBl IO JIMYHOMY COCTaBy, KOTOpPbIE HUMEIOT
HPKOHOMHYECKOE, COLUAIBHOE, MOJIUTHUYECKOE, KYJIBTYPHOE, NUCTOPUYECKOE M HMHOE 3HAUYCHUE.
[lepenaya nem B apXWB OCYIIECTBIACTCS MO TpaduKy, YTBEPKIESHHOMY PYKOBOJIUTEIIEM
OopraHu3anu wid paborojgareneM. J{OKyMEHTBl JOJDKHBI TNPUHUMATBCS Ha XpaHEHHUe
MPEUMYIIECTBEHHO B BUJIE MTOAJIMHHUKOB, TOJIBKO MPU UX OTCYTCTBUU MPUHUMAIOTCS 3aBEPEHHbIE
KOIIUHU.

B cootBerctBuM ¢ «lIpaBunamu opraHuzanM XpaHEHHs, KOMIUIEKTOBAHMS, yd€Ta U
HCIIOJIb30BaHUsl JOKYMEHTOB apXHMBHOIO (hOHAA POCCUICKON (enepauuu U APYrux apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYINpaBICHUS U
opranmzarusax» oT 07.09.2015 1., opraHuzamusi J0JDKHAa OOECTIEUYUTHh ApPXUB CHEIHATBHO
000pyIOBaHHBIM MOMEIIEHHEM U KagpaMu. OHaKo B HEOOJIBIINX KOMMEPUYECKHUX OpraHn3aLusX,
KaK IpaBWIO, apXWB B BHUJE CHENMAIBHOIO MOApa3jeneHus orcyrcTByeT. OOs3aHHOCTH
apXuBapHuyca Ipy TOM COBMEILAET CEKPETaph WM MHOE JIMII0, HA3HAYEHHOE PYKOBOJIUTEIIEM.

IIpu 3TOM HEOOXOAMMO MOMHMTBH, YTO JOKYMEHTBI JOJKHBl XPAaHUTHCS B YCIOBMSIX,
o0ecreynBaroIUX WX 3alIUTy OT MOBPEKICHUN, BPEIHBIX BO3JACHCTBUI OKpY’Kalomel cpeibl U



UCKJIIOYAIOIIMX yTpaTy JOKyMeHToB. Kak mpaBuio, ajig 3TOro B IIOMELIEHUM apXxuBa
YCTaHABIWBAIOT MeTauTM4eckue mkadbl, ceidbl, mkadwl-cTeuiakun U ToMy mnomoOHoe. He
JIOITYCKAETCsl pa3MEelIeHHE JTOKYMEHTOB Ha IOJy, MOJOKOHHUKAX, B HE Pa300paHHBIX KHIIAX.
W3bsiTHE [TOKYMEHTOB M3 Jella C T[OCTOSHHBIM CPOKOM XpPaHEHHs JIOIYyCKAaeTcs B
UCKJIIOUMTENBHBIX CIIy4asX WU IMPOU3BOJAUTCS HAa OCHOBAHUU DPACIOPSIUTENBHOIO JOKYMEHTA
PYKOBOIMTENSI OpraHu3alid C o00s3aTelIbHBIM COCTABICHHEM B JeJie 3aBepEeHHOM KOMUU
JIOKYMEHTA M aKTa 00 U3bSITUU [TOAJTMHHUKA.

B nensx obecrieyeHUs] COXPAaHHOCTH JTOKYMEHTOB IO JIMYHOMY COCTaBY YBOJBHSEMBIX
pabOTHUKOB B pE3yjibTaTe PEOPraHU3alMM WM JIMKBUAALWU IOPUAMYECKUX JIML, a TaKkKe
COLIMAJILHON 3allMIIEHHOCTH TPaKIaH, YUYPEAUTEIsIM BHOBb OOpa3yIOUIUXCS KOMMEPUECKHX U
HEKOMMEPUYECKUX OpraHu3aliid MOKHO DPEKOMEHJ0BAaTh BKJIKOYATh B CBOM YUYPEIUTEIIbHbBIE
JOKYMEHTBhl NpaBWJIa yde€Ta U COXPAaHHOCTH JOKYMEHTOB IO JINYHOMY COCTaBYy, a TaKke
CBOEBPEMEHHOI Ileperaye HX Ha TOCYJapCTBEHHOE XpaHEHHWE IIPU PpEOopraHUu3aluu WU
JUKBUJALUYU IOPUIUYECKOTO JIMIIA.

[Topsa10K ¥ CPOKHM XpAHEHUS TPYAOBbIX KHUKEK PETYIUPYET ClielualbHbIi HOpMATUBHBIN
akT - [locranoBnenue [IpaButenscrBa Poccuiickoit @enepanuu ot 16 anpens 2003 roma No225
«O TpyIOBBIX KHWXKax». Tak, OJlaHKM TPYJOBOW KHMKKHM W BKJIQJbIIIa B HEE XPaHITCS B
OpraHu3aly KakK JOKYMEHTbl CTPOrOM OTYETHOCTH M BBIJAIOTCS JIMIY, OTBETCTBEHHOMY 3a
BEJICHWE TPYIOBBIX KHUXKEK, IO ero 3asBKe. [l0 OKOHUaHMM KaKJOoro Mecsia JaHHOE JIMLO
0053aHO TPEACTAaBUTh B OyXTaJTEPHIO OPraHU3alMU OTYET O HAJIMYUN OJAHKOB TPYIOBOMH
KHIDKKM U BKJaJblIa B Hee. VcrmopyeHHbIE MpU 3aloIHEHUU OJaHKU TPYIOBOW KHIDKKH U
BKJIQJBIIM B HEE TMOAJEKAT YHUUYTOXKEHHUIO C COCTaBJIEHUEM COOTBETCTBYIOILEIO aKTa.
HeBoctpeboBaHHbIE TPYJIOBbIE KHUKKH U KHUTA y4eTa TPYJOBBIX KHIDKEK U BKIIQABIIICH K HUM
XpaHATCA B apxuBe opraHuzauuu B TeueHue S50 jer, a 3aTeM MOAJeXKaT YHUUYTOKEHHUIO B
YCTaHOBJICHHOM IOPSIKE.

OTBETCTBEHHOCTh 3a OpPraHU3alUI0 padOThl IO XPaHEHUIO KaJPOBBIX JTOKYMEHTOB,
NEPBUYHBIX YUYETHBIX JOKYMEHTOB HeceT paboronaTenb. OTBETCTBEHHOCTh 3a BEJCHHE,
XpaHEHUe, y4eT M BbLIauy TPYAOBBIX KHM)KEK HECET CHEIHalbHO YIOJIHOMOYEHHOE JIUIIO,
Ha3zHavyaeMoe NpuKa3oM (pacropsbkeHneM) padotoaarens. Bece 10KyMEHTHI IO IMUHOMY COCTaBY
JIOJIKHBI 0053aTEIIBHO CIAaBaThCsl B ApXUB OPraHU3alINH.

Takum oOpa3oM, anropuT™m JAEHCTBHM KOMMEpPYECKOH OpraHM3aluu, He SBISIoNeics
rOCy/IapCTBEHHBIM WJIM MYHUIUNAJIbHBIM YHUTApHBIM MPEANPUSATHEM, IO OOECIEeUEHUIO
XPaHEHUs JOKYMEHTOB, B TOM YHUCJIE KaJPOBBIX JOKYMEHTOB SIBJISIETCS CIEIYIOLIEM:

. nposepka TpeboBaHMI HOPMATUBHbIX NPABOBbIX aKTOB, YCTAHOBMBLUMX CPOKM XpaHeHUn
KOHKPETHbIX BUAOB AOKYMEHTOB;

. XpaHeHne LOKYMEHTOB;

. AN OpraHmn3aLmii - ICTOYHMKOB KOMMIEKTOBAHMUSA - MO UCTEYEHWUM CPOKOB XPaHEHUS

nposeseHMe COBMECTHO C YNOJIHOMOYEHHbIM OPraHOM FOCyAapCTBEHHOM BlacTh cybbekTa Poccuinckoit
depepaunn B 061acTm apxmBHOro aena, flocapxmeom sKCNepTU3bl LEHHOCTU PALA AOKYMEHTOB Ha
npeameT BKAOYEHUA B cocTaB ApxMBHOro poHaa Poccuiickoin ®epepaumm;

) XpaHeHMe AOKYyMeHTOB ApxmBHOro ¢oHaa Poccuiickoit ®eaepaumm anbo nepesaya mx
Ha XpaHeHWe B roCyapCTBEHHbINA UAN MYHULMNANbHBIA apxus, BUBNMOTEKY, My3ei UNK B OPraHN3aLMIO
Poccuiickoli akagemmm Hayk;

o apPXMBHbIe AOKYMEHTbI, KOTOpble He Bbl/IM BK/KOYEHbI B COCTAB AOKYMEHTOB APXMBHOTO
¢doHaa Poccuitickon degepaumn, No UCTEYEHMUM CPOKOB XPAHEHMSA NOAEKAT YHUUTOXKEHUIO MO0
XPaHEHUIO B apXMBe OpraHM3aumMmn B COOTBETCTBUM C TpebOBAHMAMM KOPNOPaATUBHOIO 3aKOHOAATEIbCTBA
(Hanpumep, ANs aKLMOHEPHbIX 0BLLECTB XpaHEHME AOKYMEHTOB PeriaMeHTUpPoBaHo MocTaHoBAEHWEM
denepanbHON KOMUCCUM NO PbIHKY LieHHbIX Bymar oT 16 uionsa 2003 ropa Ne03-33/nc «O6 yTBep»KaeHUK
MonoXKeHUn o NOpALKE N CPOKAX XPaHEHUA AOKYMEHTOBY U deaepasibHbIM 3aKOHOM OT 26 AeKabps
1995 Ne208-d3 «06 aKUMOHEPHbIX 06LLECTBAXY) UAWN TOKaNbHbIMU HOPMATUBHLIMW aKTaMu;

o AN OpraHn3aLmi, KOTopble He ABAAIOTCA UCTOYHUKAMM KOMMJIEKTOBAHUA, NO
NCTEYEHMM BPEMEHHbIX CPOKOB XPaHEHMA apXMBHbIE AOKYMEHTbI MOAeXKaT SKCNepTn3e n moryT bbiTb
YHUUTOXKEHbI MO0 XPaHUTCA B apXMBE OpraHn3auuu.



Homenknarypa nen u ¢opMupoBaHHe el Ui TEKYIIEro XpaHeHHsS KaJpOBBIX
JOKYMEHTOB. D¢ (EeKTUBHOCTh OpPraHMU3allMd TEKYIIEro XpaHEHUs KaJpOBBIX JIOKYMEHTOB BO
MHOIOM  OIpPEAENseTCS] HOMEHKJIATypol Jea (3TO  CUCTEMAaTHU3MpPOBAHHBIM  IEpPEUEHb
HAaMEHOBAHMM JI€JI, 3aBOAMMBIX B OpraHU3aluy, C YKAa3aHUEM CpPOKOB HUX XPaHEHHs,
0(pOpMIICHHBIH B yCTAaHOBJICHHOM IOPSJIKE).

J1eno - COBOKYITHOCTh JOKYMEHTOB WJIA IOKYMEHT, OTHOCSAILUECS K OJHOMY BOIIPOCY WU
YUYaCTKy JAEATEIbHOCTH, IIOMEIIEHHBIE B OT/ICIBbHYIO OOJIOKKY».

OCHOBHBIMU 33Jl1a4aMU COCTABJICHUS] HOMEHKJIATYPbI J€JT SBJISFOTCS:

o ONTUMa/ibHble FPYNNMPOBKa AOKYMEHTOB 1 GopMMpOBaHUue aen;

. onpeaeneHne CPOKOB XpaHeHUs AOKYMEHTOB;

. OCHOBAa ANA COCTaBNEHUA onucen Aen NOCTOSHHOro 1 BpemeHHoro (cebiwe 10 ner)
XpaHeHUs, a TakKe AN yyeTa aen sBpemeHHoro (Ao 10 neT BKAUYUTENbHO) XpaHeHuUs;

. obecneyeHne 6bICTPOro 1 3pdeKTUBHOTo NOMCKa AOKYMEHTOB B NpoLecce paboTbl C
HUMMUN.

MOHO BBIAETUTD CIECAYIOIIMUE PA3HOBUAHOCTH HOMEHKIIATYPHI JEI:

o TUNOBbIE HOMEHKNATYPbI Aen;

o npumepHble HOMEHKIATypbl Aen;

o WMHAMBUAYAIbHAs HOMEHKATYpa AeN KOHKPETHOW OpraHM3aumu;

o CBOZHasA HOMEHK/aTypa e opraHvM3aunu;

o HOMEHKANaTypa AeN CTPYKTYPHOro noapasaeneHums.

O 3HaueHuu TUNIOBOM, IPUMEPHON M MHAMBHUIYAJIbHON HOMEHKJIATypax /€] FTOBOPUTCS B
«[IpaBunax opraHu3zaluy XpaHEHUs, KOMIUIEKTOBAHUS, y4y€Ta W MCIIOJIIb30BaHMS JOKYMEHTOB
apxXUBHOTO (poH/a poccuiicko (enepalu U Jpyrux apXUBHbIX JJOKYMEHTOB B TOCYapCTBEHHBIX
opraHax, OpraHax MECTHOTO caMoyTpaBieHus 1 opranuzanusx» ot 07.09.2015 r.:

«TunoBass HOMEHKJIaTypa J€JI  YCTaHABJIMBAET COCTaB  JI€l, 3aBOAMMBIX B
JIEJIONPOU3BOJICTBE OJHOTUITHBIX OPTaHU3ALNMN, U SIBJISIETCS HOPMAaTUBHBIM JIOKYMEHTOM.

IIpumepHas HOMEHKJIATypa JIeJl yCTaHABIUBAET IPUMEPHBIN COCTAaB JEJI, 3aBOJAMMBIX B
JIEJIONPOU3BOJICTBE OPraHU3AIINM, Ha KOTOPBIE OHA PACIIPOCTPAHSIETCA, C YKa3aHUEM UX MH/IEKCOB,
Y HOCUT PEKOMEHATEIbHBIN XapaKTep».

«TunoBele W NpUMEpPHbIE HOMEHKJIATyphl €1 HCHOJB3YIOTCA JJI COCTaBJICHUS
VHIVBUAYAIbHON HOMEHKJIATYPBI €.

CBo/iHast HOMEHKIJIATypa JIe] OpraHN3alluy COCTABIIIETCS HA OCHOBAaHUU HOMEHKIIATYD /€T
CTPYKTYPHBIX MOJpa3esieH!H, pa3pab0TaHHbIX 10 aHAJOTMYHOU opMme.

Homenknatypa gen CTPYKTYpHOTO MOJpAa3/EiCHHUs] COCTaBISIETCS  COTPYAHUKOM
NOZIpa3/ieJICHUs], OTBETCTBEHHBIM 3a JIEJIONPOU3BOJCTBO, COIVIACOBBIBAETCS C APXMBOM MWIIHM C
HKCIEPTHOM KOMMCCHEW OpraHu3aliH, IOANUCHIBACTCS PYKOBOJIUTENIEM MOJpa3JelieHus U
YTBEPKAAECTCA PYKOBOAUTEIEM OPTaHU3ALH.

CornacHo  «lIIpaBuymaMm  opraHu3aluu  XpaHEHUs, KOMIUIEKTOBaHHUs, yuéTa U
UCIIOJIb30BaHUS JIOKYMEHTOB apXMBHOTO (OHAA POCCUHCKOM (eneparyiy U APYrux apXHUBHBIX
JOKYMEHTOB B TOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYINpaBiICHUS U
opraauszanusax» ot 07.09.2015 r., HoMeHKIaTypa eI COCTABISAETCS HA OCHOBE M3yUEHUS COCTaBa
U COJIEpKaHUs IOKYMEHTOB, 00pa3yloIIUXCs B AI€ATEIbHOCTH OPraHU3aluH.

IIpn cocraBneHNMM HOMEHKJIATYpBl €] CIENYET PYKOBOJCTBOBATHCS YUPEAUTEIbHBIMU
JOKYMEHTaMH, TOJIOKEHUSIMH O €€ CTPYKTYPHBIX MOJpa3feNieHUsX, MITaTHBIM paclHCaHUEM,
HOMEHKJIATYpOU JieJ1 OpraHu3aliy 3a IPOLUIbIA IO/, ONUCAMHU €] OCTOSHHOTO U BPEMEHHOTO
(cBbime 10 ner) XpaHeHHUS, PETUCTPALlMOHHBIMU (OpMamH, BEIOMCTBEHHBIMU M THUIIOBBIMH
NEPEYHSAMU JTIOKYMEHTOB C YKa3aHHEM CPOKOB HMX XpaHEHMs, TUIOBBIMM U TIPUMEPHBIMU
HOMEHKJIaTypaMu JIedl.

VYuuteiBas nonoxenus Ilpukaza Munkynstypel Poccuiickoii @enepannu ot 8 HOsAOps
2005 roma Ne536 «O THUMOBOM MHCTPYKIMH MO JEIOMPOU3BOJCTBY B (helepaiabHBbIX OpraHax
UCTIOJTHUTENIbHOW BIaCTH» Tpadbl HOMEHKIATYP JI€] 3ar0JIHAIOTCS CISIYIOIUM 00pa3oM.

B rpade 1 HOMeHKIaTyphl A€ NIPOCTABISAIOTCS MHIEKChI KaXI0r0 J1e1a, BKIIIOUCHHOTO B
HOMEHKJIATYpY.



Kaxnoe neno, BKIIOUEHHOE B HOMEHKIATYpPY, AOJKHO MMETh MHAEKC. MHaekc nena
COCTOMT M3 HWHJEKCAa CTPYKTYpHOTO TOJpa3AelieHUus W TMOPAIKOBOTO HOMepa Jena IIo
HOMEHKJIaType B Ipejenax nojpasaeneHus. Haekcsl aen 0003HavaroTest apadCKUMH Iu(pamu.
Hampumep: 12-05, rae 12 - o603HaueHHUE CTPYKTYPHOTO MopasaesieHus, 05 - mopsIKOBBI HOMED
3aroJIoBKa Jiena no HoMeHkiarype. [lpu Hamuuuu B Jieje HECKOIBKUX TOMOB (YacTei), MHICKC
MIPOCTABIISIETCA Ha KaXXI0M TOME, C I0OaBIEHUEM «T. 1», «T. 2» U Tak jaanee.

B HOMeHKIaType J1e1 peKOMEHIYEeTCsl COXPaHATh OJIMHAKOBBIE MHJIEKCHI ISl OHOPOAHBIX
Jel B TIpeAenax pas3HbIX CTPYKTYPHBIX MOApA3JeNIeHUN; Ui TMEepPeXOAsIIuX el HHIEKC
COXpaHsETCs.

B rpady 2 HoMeHKIaTyphl 11 BKIIOYAIOTCS 3ar0JIOBKH JIe) (TOMOB, YacTeil).

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

B HOMEHKNAaTYypy J1e7 BKIFOYAIOTCS 3ar0JIOBKH €I, OTPAKAIOIINE BCE JOKYMEHTUPYEMBIC
y4acTKU paboThl CTPYKTYPHOTO MOAPA3/ICICHHUS.

PexoMenayem aiis otziena KajipoB BECTH CIEIYIOIIYI0 HOMEHKIATYypy A€l

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

2. LLItaTHOe pacnncaHue.

3. MonokeHne 06 oTaene Kaapos.

4. [JOKYMEeHTbI MO NOArOTOBKE M NepenoaroToBke paboTHUKOB, NOBbLILLEHMUIO
KBannMdUKaLMK, NaaHbl, NPOrPamMMbl U Tak ganee.

5. Mepenucka c ApyrMmmn opraHM3aumMamMmm No BONPOCcam NoBbliweHMA NpodeccMoHanbHOM
KBasiMdMKaLuMmM, NOMCKA KaZpoB 1 Tak ganee.

6. MpunKasbl 0 Npueme, yBo/IbHEHUN PABOTHUKOB.

7. MpWKasbl 0 NOOLLPEHMUAX, MPUMEHEHUM AUCLUNANHAPHbIX B3bICKAaHWUN.

8. MpunKasbl 0 KOMAHOUPOBAHUN.

9. MpuKasbl 0 NepeBoge Ha ApYryto paboTy, NOBbILWEHWUM B SOKHOCTU.

10. paduK OTNyCcKoB.

11. [ONKHOCTHbIE MHCTPYKLMM PabOTHUKOB OpraHn3aumu.

12. Tpyaosble fOroBop.LI.

13. [oroBopbl 0 NOSIHOW MaTepmnasbHON OTBETCTBEHHOCTW.

14. Tabenb yueta paboyero BpemeHu.

15. KapToTeKa IMYHbIX Aen paboTHUKOB.

16. KapToTeKa TpyaoBbIX KHUXKEK.

17. KapToTeKa In4HbIX KapTouyek paboTHUKOB (bopma NoT-2, NoT-2IC(MC)).

18. KapToTeKa aKkToB (K BblAENEHMIO HA YHUUTOXKEHME [OKYMEHTOB, O NPpUeMKe-nepesade
Aen v apyrue).

19. ypHan yyeTa npuema, nepeBosa, yBoabHEHUA PpabOTHUKOB.

20. ypHan yyeTa Bblgaunm KOMaHANPOBOUHbIX YAOCTOBEPEHUN.

21. KypHan yyeTa BOEHHOODOA3aHHbIX.

22. KypHan yyeta npuKasos no AM4YHomy coctaBy (MOKHO peKOMEHAO0BATL BbIAEAUTb

HypHan yyeTta NpMKasoB 0 NpesoCcTaBAeHMM OTMYCKOB U KOMAaHANPOBAHWM PabOTHUKOB, KOTOPbIE
MMEIOT CPOKK XpaHeHus 3 1 5 neT n ypHan yyeta Apyrnx KaLpoBbIX MPUKA30B).

23. KypHan yyeTa IMYHbIX e, TNYHbIX KapToyeK, TPYAOBbIX A4OTOBOPOB.

24, KypHan yyeTta BblAaumn TPYA0BbIX KHUMKEK U BKAAAbIWEN K HUM.

25. KypHan yyeta IMYHbIX 3aABAEHUI PAabOTHUKOB.

26. HypHan yyeTa Bblgaum CNpaBoK O 3apaboTHOM NaTe, CTaxKe, mecTe paboTbl M TaK

nanee.

B HOMEHKIaTypy /€1 HE BKIIOYAOTCS IEPUOINYECKUE U3AAHUS.

B rpade 3 HOMeHKIATyphbl N1ed1 yKa3bIBaeTCsl KOJMWYECTBO JAen (TomoB, dacteil). OHa
3aMoIHAETCS 10 OKOHYaHUH KaJIEHAAPHOT0 roJa.

B rpade 4 yxaspiBaroTcs Cpok XpaHEeHHs Jeja, Homepa crateil nmo nepeunto (Ilepeuens
TUIIOBBIX YIPABJIEHYECKUX JOKYMEHTOB), @ IIPU €r0 OTCYTCTBUH - IO TUIIOBOW WJIM IPUMEPHOU
HOMEHKJIAType eIl

B rpagpe 5 «lIpumeuanue» yKaszbIBalOTCA Ha3BaHUE IEpEYHEH JOKYMEHTOB,
MCIIOJIb30BAHHBIX IIPU ONPEIEICHUH CPOKOB XPAaHECHHs JECJ, B TEYEHHE BCETO CpOKa NEHCTBUS



HOMEHKJIATyphbl ITPOCTABIISIIOTCS OTMETKH O 3aBEACHUU eI, O MEPEeXOAAIIMX aenax (Harmpumep,
nepexojsmiee ¢ 2004 rona), 0 BBIICICHUN JIeNT K YHUUYTOXKECHHIO, O JIUIAX, OTBETCTBECHHBIX 3a
dbopMupoOBaHUE ACT U IPYTHE.

[To okOHYaHHMH N1€JONPOU3BOJICTBEHHOTO I'0/Ia B KOHIIE HOMEHKJIATYPHI €Nl 3aMEHSAETCs
UTOTOBAsl 3alKCh O KOJUYECTBE 3aBEJCHHBIX el (TOMOB), MO pa3jeiaM IOCTOSHHOTO U
BpEeMEHHOTr0 xpaHeHus: cBbiie 10 net u 10 10 JeT BKIIOUUTETBHO.

B Tom cnyuae, ecam opraHuzanusi cliaeT JIOKYMEHTBI Ha TOCYIapCTBEHHOE XpaHEHUE,
TpeOyeTcs CorjacoBaHWE HOMEHKJIATYPBI e ¢ DKcrepTHO-TpoBepodHoi komuccuen (DI1K)
rocyapcTBEHHOro apxuBa. HoMeHKIaTypa jen opranuzanuu ohopMiIsieTcst Ha oOIeM OIaHKe.

s ynoOcTBa HMCHONIB30BaHUST HOMEHKIIATypa Jied, KakK IpaBWiIO, COCTaBISIETCS B
HECKOJIbKUX 3K3EMILISpaXx, IS KaKI0TO CTPYKTYPHOTO MOPa3IeNICHUs U JIUIA, OTBETCTBEHHOIO
3a apXUB.

Homenkiatypa nen Ha NpeACTOSIIMNA KaleHAAPHBIA TOJ COCTABIISIETCS B IOCJIEIHEM
KBapTaje TeKyIIero roja.

Homenkiiatypa aen mepecocTaBiisieTcss U COTVIACOBBIBACTCS 3aHOBO B CIy4ae KOPEHHBIX
M3MEHEHUH (PYHKIHIA U CTPYKTYpPbI OPraHu3alliy, HO HE PEeKe OJJHOTO pas3a B MATH JieT. ExxerogHo
OHA YTOUHSETCS, YTBEPK/Ia€TCA PYKOBOJIUTEIIEM OPraHU3allii U BBOAUTCS B JielcTBUE C | stHBaps
CJIETYIOIIETO ro/a.

Texyliee xpaHeHne JOKYMEHTOB ONPEIENIIEeTCS HE TONIBKO MOHITHEM HOMEHKIIATYpPHI A€,
HO U (hOpMUPOBAHUEM JIEII.

JIOKyMEeHTBI, KOTOphIE HE HAXOJATCS HA pPyKax y HUCHOJIHUTENEH, NMpU UX XpPaHEHHUH
TPYNIIUAPYIOTCS TaK, YTOOBI MOKHO OBIIIO OBICTPO HAWTH HY>KHBIN JTOKYMEHT U HHPOpMaIUio. JTa
poleaypa Ha3bIBaeTCs «(popMHUpPOBAHUEM JIETay.

dopMupoBaHue Jed - TPYNIUPOBKA UCIIOTHEHHBIX JOKYMEHTOB B JIeJia B COOTBETCTBUH C
HOMEHKJIATYpOIl JIeT ¥ CUCTeMaTHU3allis TOKYMEHTOB BHYTpH JIefa.

dopMupoBaHWEM 1€ B  CTPYKTYPHBIX TOJPA3IACICHHUSIX 3aHUMAIOTCS  JIMIIA,
OTBETCTBEHHBIE 3a JIOKyMeHTaluto. KOHTponb 3a MpaBWIBHBIM (OPMUPOBAHUEM Jel B
OpraHu3ali M €€  CTPYKTYPHBIX  MOJPA3JENCHHUSIX  OCYIIECTBISETCS  CIYXOoH
JTOKYMEHTAIMOHHOTO 00ECTIeUeHH s WIIH JTUIIOM, OTBETCTBEHHBIM 32 IOKYMEHTAIIUIO.

dopMupoBaHUE I MPOUCXOTUT CIEIYIOITUM 00pa3oM:

1. nomeuieHne JOKYMEHTOB (TOI'IbKO MCNOJIHEHHDbIX AOKyMeHTOB) B AeNno, KoTopbie no
cBOeMy coaepaHUO COOTBETCTBYHOT 3aro/1I0oBKy Aena,
2. pacnonoXxXeHne AOKYMEHTOB BHYTpPU A€eNa B onpep,eneHHoﬁ nocnenoBaTesIbHOCTH

(xpoHonornyeckot unm no andasuty).

IIpu  QpopmupoBaHum gen1 HeoOXOAMMO coOONOJaTh —cleayrolue TpeOoBaHu,
3aKpPCIIJICHHBIC B «HpaBI/IJ'IaX oprann3alvii XpaHCHW A, KOMIIJICKTOBAHH, yqéTa M UCIIOJIBb30BaHUA
JIOKYMEHTOB apxXuBHOro (oHma poccuiickoit denepanuu U JIpyrux apXMBHBIX JOKYMEHTOB B
roCy/IapCTBEHHBIX OpraHax, opraHax MECTHOTO caMoyImpaBiieHus u opranuzanusax» ot 07.09.2015
I.:

. l£|,OKyN\EHTbI NOCTOAHHOIO N BPEMEHHOIO XpaHeEHUA HGO6XOLI,MMO rpynnmnpoBaTb B
oTAeNbHbIE Aena.

. BkntoyaTb B Aeno no OAHOMY 3K3EMNNAPY KaxXA0ro JOKYMEHTA.

. rpyI'II'IVIDOBaTb B 4E€/10 AOKYMEHTbI O4HOro KasieH4apHOro roga; UCKar4yeHne

COCTaB/AOT: Nepexoasawme aena; cyaebHole 4ena; B TOM YMCEe INYHbIE AeNa, KoTopble GopMUpYHOTCS B
TeyeHue Bcero nepmoaa paboTbl AaHHOTO ML B OPraHM3auumn U gpyrue.

o [eno ponHo cogepkaTb He 6onee 250 NUCTOB, NPU TOALLMHE He Bonee 4 cm.

o B fie/10 NOMELLAIOT AOKYMEHTbI, KOTOPbIE N0 CBOEMY COAEPKAHUIO COOTBETCTBYIOT
3aro/IoBKy Aefa, Npy 3TOM 3anpeLaeTca rpynnmMpoBaThb B Ae/1a YepHOBble U Ay6eTHbIe IK3eMNAAPbI
AOKYMEHTOB (33 UCK/toUYeHNeM 0co60 LIeHHbIX), a TaKKe AOKYMEHTbI, NoANeKallme Bo3BpaTy.

o BHYTpK Aena AOKYMEHTbI AO/KHbI 6bITb PACNON0MKEHbI TaK, YUTOBbl OHKM NO CBOEMY
COAEpP!KaHMo NoCAeA0BaTeNIbHO OCBELWANN onpeaeieHHble BONpock!. [py 3TOM AOKYMEHTbI
pacnonaratoTca B XpOHONOTMYECKOM nopaakKe (Bxoasalime - No gaTam NocTynaeHus, McXxoaaiume - no
AaTam oTnpasfieHna) unum no andasuTy aBTOPOB M KOPPECNOHAEHTOB. XpOHO/0rMYecKan



nocnenoBaTe/Z1IbHOCTb PacnosloXKeHnA AOKYMeHTOB Ha4YMHaAeTCA OT 6onee PaHHUX NO AaTaM AOKYMEHTOB
M 3aKaH4YMBaeTca bonee no3sgHMMU AaTaMW.

. anJ’IO)KEHMﬂ K AOKYMEHTaM, HE3aBUCUMO OT OaTbl UX YTBEPKOEHUNA NN COCTaB/IEHNA,
npnucoeanHAKTCA K JOKYMEHTAM, K KOTOPbIM OHUN OTHOCATCA. anI!'IO)KeHMFI obbemom cBbiwe 250 nncros
COCTaBNAT OT,EI,eﬂbeIﬁ TOM, O HEM B AOKYMEHTE AeNnaeTcA OTMETKaA.

. anKa3bI Mo OCHOBHO AeATENbHOCTU TPyNMNUPYOTCA OTAE/IbHO OT NPUKA30B Mo
MYHOMY COCTaBy.
. anKa3bI Nno IMHHOMY COCTaBY rpynnnpyroTcAa B Aesia B COOTBETCTBUU C

YCTAaHOB/IEHHbIMU CPOKaMU UX XPaHEHUA. Ll,enec006pa3Ho npu 6onbwnx obbemax AOKYMEHTOB
NPWKa3sbl N0 TIMYHOMY COCTaBY, KaCcalowmneca pa3/IM4HbIX CTOPOH AEeATENbHOCTN OpraHn3aunn (I'IpMEM Ha
pa60Ty, yBOJZIbHEHUE N NepemMeLlleHNnE, KOMaHONPOBKAU U TaK AaHEE), rpynnmpoBaTb B OTAE/IbHbIE AeNa.

o JOKYMEHTbI B /IMYHbIX Ae/laxX PacnoiaratloTcs B XpOHO/IOTMYECKOM NopsAaKe Mo Mepe uUx
NOCTYNNEHUA.

. Nnuesble cyeTa paboumnx U cayKalimx No 3apaboTHOM niaTe rpynnmnpyoTca B
oTAeNbHble Aena MU pacnonaratoTca B HUX Mo andasuty Gamuami.

o MpepnoxeHns, 3aaBNEHNA U Kanobbl FpaxaaH No BONpocam paboTbl opraHM3auum u

BCE OKYMEHTbI MO UX PACCMOTPEHMIO U UCTIONIHEHWIO TPYNMUPYIOTCA OTAENbHO OT 33aABAEHWI rpaxKaaH
NO JINYHbIM BOMPOCaM.

. Mepenucka rpynnupyeTcs, Kak NpaBuo, 3a KaleHAAPHbIN rof 1 cucTemaTMsmpyeTca B
XPOHO/IOrMYeCKO NocNea0BaTeNIbHOCTH, OKYMEHT-0TBET MOMELLAETCA 33 JOKYMEHTOM-3anpocom. Mpu
BO306HOBNEHWUM NEPENUCKM NO ONPeAeEHHOMY BONPOCY, HauYaBLUeWcA B NpeablAyLLem roay,
[OKYMEHTbI BK/IOYAIOTCA B €10 TEKYLLErO rofa C YKasaHUeM MHAEKCa Aena NpeaplayLero roaa.

Pernamenranust paboThl apXuBa IO JMYHOMY COCTaBY MMeET CBOKO creuuduky. JIroooit
JIOKYMEHT, BHE 3aBUCUMOCTH OT LIEJIM €r0 CO3JaHUs, MECTa, BpEMEHH BO3HUKHOBEHMSI, aBTOPCTBA
COJEPKUT HH(OPMAIIHIO, KOTOpasi MOXKET ObITh BOCTpeOOBaHa Yepe3 HeKUit BpeMEHHOW MEepUOI.
E.B. AnekceeBa oTMe€4aeT, 4To 0OCO0O€ MECTO CpPEIU ApPXHUBHBIX JIOKYMEHTOB 3aHUMAIOT
JOKYMEHTBI 0 JMYHOMY COCTaBy, KOTOPbIE OTpPaXalOT TPYIOBBIE OTHOIIEHUS pPAaOOTHHKA C
paboronatenem. (D3-125 «O6 apxuBHOM 1nene B Poccuiickoit deneparuu» n.3 cr.3). 3a 3TOM
(GopMyIHpPOBKON 3aKOHA CKpBIBACTCA KOMIUIEKC JOKYMEHTOB YpEe3BbIYAaHHO BAKHBIM UIs
KaXK70ro yenaoBeka. IMEHHO Ha OCHOBaHUM MH(OpManuu, 3a(UKCUPOBAHHON B IOKYMEHTax I10
JUYHOMY COCTaBY, BO3MOXKHO, B Cily4dae HEOOXOIUMOCTH, MOATBEPAUTH CBOM TPYIOBOM CTaxX,
3apaboOTHYI0 IJIaTy, WHbIE COLMAJIbHBIE JIBFOTHI, IMOJIAraloIIMecs TpakJaHUHY 10
3aKOHOAATeNbCTBY PO.

Opnako ans Toro, yToObl MH(pOpPMaLKs, 3aQUKCUPOBAaHHAS B JOKYMEHTAaX M0 JUYHOMY
COCTaBy, UMeJa IOPUINYECKYIO CUIY, TOJKHBI OBITh BBIIOJHEHbI, KAK MUHUMYM, TPU YCIOBUS:
CO3/1aHHME€ M COXPAHEHME 3TUX JOKYMEHTOB B OpraHM3alUsaX pa3HbIX (JOpM COOCTBEHHOCTH H, B
cilyyae JIMKBMJAIMM OpraHu3aluu 0e3 MpaBONpeeMHHUKa- Mepegada UX Ha TocylapCTBEHHOE
XpaHeHue. Anroputm aeiictBuil nponucad B 1.1.8,10 cr. 23 ®3-125 «OO0 apxuBHOM Jene B
Poccuiickoit @enepanun». «lIpu nTukBUAannuu rocyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O
CaMOYIpaBJIeHUS, TOCYJAapCTBEHHbIX W MYHULUIAIbHBIX OpraHU3aluil BKJIIOYEHHbIE B
coctaB ApxuBHoro ¢onna Poccuiickoit denepanuu JTOKYMEHTBI, JOKYMEHTHI 1O JIUYHOMY
COCTaBY, a TaK)K€ apXUBHBIE TOKYMEHTBI, CDOKH BPEMEHHOI'O XpAaHEHHS] KOTOPBIX HE UCTEKIIH, B
YIOPSAA0OYEHHOM COCTOSIHUM IIOCTYINAIOT Ha XPaHEHHWE B COOTBETCTBYIOLIMM IOCYIapCTBEHHBIN
WJIA MYHUITUTTATIBHBIN apXUB.

[Ipy nMKBUAAIMM HETOCYJApCTBEHHBIX OpraHM3allMii, B TOM 4YHCIE B pe3yJbTare
0aHKpPOTCTBA, OOpa30BaBIIMECS B TPOIECCE WX JCITEIBPHOCTH W BKJIIOYCHHBIE B COCTaB
ApxuHoro ¢onaa Poccuiickoit @enepanuu apxXuBHbIE JOKYMEHTHI, JOKYMEHTHI MO JIMYHOMY
COCTaBY, a TaK)K€ apXMBHbIE JTOKYMEHTbI, CPOKM BPEMEHHOTO0 XpaHEHHUS KOTOPhIX HE HCTEKJIH,
nepeaaTcs JIMKBUAAMOHHON KOMUCCUM (JIMKBUJATOPOM) MM KOHKYPCHBIM YIPABJISIIOIIUM B
VIOPSA0YEHHOM COCTOSSHUM Ha XpaHeHHE B COOTBETCTBYIOUIMI TOCYJAapCTBEHHBIM MK
MYHUIIUNAIbHBIA apXWB Ha OCHOBAaHMM JOTOBOpAa MEXIYy JHMKBUAALMOHHOW KOMHCCHEH
(JIMKBUAATOPOM) WJIM KOHKYPCHBIM YIPABJISIFOIIMMHU TOCYJAapCTBEHHBIM WJIM MYHUIUNAIbHBIM
apxuBoM. [Ipu 3TOM JTUKBHIAIIMOHHAS] KOMUCCHS (JIMKBUJATOP) MM KOHKYPCHBIN YIPaBIISIOMINN



OpraHMU3yeT YINOPsI0YEHUE apXUBHBIX TOKYMEHTOB JIMKBUIUPYEMON OpraHU3aliy, B TOM YHCIIE,
JUKBUIIUPYEMOM B pe3ysbTaTe OaHKPOTCTBAY.

Baxxno ormeruth, uYTOo B coorBercTBUM ¢ DenepanbHbiM  3akoHOM  «O
HECOCTOSATENbHOCTH (OaHKPOTCTBE)» B pelakiuM, JnercTByromeld ¢ 5 mapta 2012r, B ct. 129
CKa3aHO, YTO « KOHKYPCHBIH YHpPaBISIOMMKA 00s3aH ...TepelaBaTh Ha XPaHEHUE JTOKYMEHTHI
JMOJDKHHMKA, TOJUIeKaIe 00s3aTeIbHOMY XPaHEHHI0 B COOTBETCTBUU C (eaepaibHbIMU
3akoHaMu. Ilopsnok w®  ycnoBusl meperauyd  JJOKYMEHTOB JIOJDKHMKA Ha  XpaHEHHE
yCTaHaBIMBaIOTCA (peepalibHbIMU 3aKOHAMH M HHBIMH HOPMATHUBHBIMU IPAaBOBBIMU aKTaMU
Poccuiickoit denepanum».

Crnenyer moHuMMarh IOJ OINPEACIEHUEM «UHbIE HOPMATHMBHbIE IPaBOBbIE akThl PDy,
perIaMeHTUpYIOIME Iepeady Ha TIOCYJapCTBEHHOE XpAaHEHHWE JOKYMEHTOB I10 JIMYHOMY
cocTaBy, npexie Bcero aBa Pacnopsiokenus [IpaBurensctBa Poccuiickoit @enepanyu, NpUHATHIX
B MepBOM MTOJIOBUHE 1990-x TO/I0B. HeobxonuMocTth rOCYIapCTBEHHOIO
pEryJlMpoBaHUsT BOIPOCOB OOECHEUEHHUs COXPAHHOCTH JOKYMEHTOB IO JIMYHOMY COCTaBy B
Havase 1990-x TofoB cTosUia Ype3BBIYAHO OCTpo M Obuta cBsizana mocie pacnaga CCCP ¢
JUKBUJAIMEN OPraHoB YIPAaBICHUS U HWHBIX YUPEXKACHUN U NPEANPUITHI  COIO3HOrO
U pecnyOJIMKAaHCKOrO IMOJYMHEHMs, a TaKkKe C CO3JaHMEM 3HAUUTENbHOIO 4YHCIa
HEroCyJapCTBEHHBIX OpPTaHU3alllii BO BCEX OTPACISIX SKOHOMHKHU U OOIIECTBEHHON KU3HU U HE
Bcerjga CoONIO/IaBIIMX HOPMATHBHBIE TpeOOBaHMSI MO JAOKYMEHTAIIMOHHOMY O(OpMIIEHUIO
TPYAOBBIX OTHOLIEHUH C COTPYIHUKAMM, U, KaK CJIEJICTBUE, JIMIIABIINE UX BO3MOXXHOCTH B
JalbHEHIIEM JOKYMEHTAJIBHO MOATBEPAUTHh TPYIOBOM CTaX U T.A. DTO IPO3WIO CEPbE3HBIMU
COLIMAJILHBIMU MTOCJIEACTBUSAMM.

Wrak, nns oOecnedeHus COLUANbHOM M MPABOBOM 3alIMTHI TpaxaaH PacmopspkeHue
[TpaButensctBa P® or 23.04.92 Ne781-p 00s3bIBaio B LENAX MPENOTBPALICHUS yTpaThl
JIOKYMEHTOB 110 INYHOMY COCTaBY, a TAK)KE YIyULICHUSI UX XPAHEHUS U UCIIOJIb30BAHUS :

«l. VYcraHoBUTb, 4YTO JHUKBUIUPYEMbIE MPEANPUATUS, OpPraHU3ALMU...M HHbIE
OpraHU3allMOHHBbIE CTPYKTYpBl, HE3aBUCUMO OT (OpMBI COOCTBEHHOCTH, IEpeNaloTcs Ha
XpaHEHUE MPABONPEEMHUKOM WJIM MPU €r0 OTCYTCTBHM BBIIIECTOSILIEMY IO MOAYMHEHHOCTU
OpraHy JOKYMEHTBI 10 JUYHOMY COCTAaBY....».

Kpowme toro, nannoe PacnopsikeHue Bo3iarajio Ha TOCyJJapCTBEHHYIO apXUBHYIO CIIYXOY
P® oO0s3aHHOCTM 1O O0OECHEYEeHHIO COXPAHHOCTH JIOKYMEHTOB 10 JIMYHOMY COCTaBY
JUKBUJMPOBAHHBIX  opraHu3auuid  Bcex  (GOopM  COOCTBEHHOCTH, HE  HMEBUIMX
IIPABONPEEMHMKA WJIM BBIIIECTOSAIIETO 110 MOAYMHEHHOCTH OpraHa. B opraHns3anoHHOM IuIaHe
OBLJIO PEKOMEHJO0BAHO OPraHOM HMCIOJIHHUTEIBHOW BJIAcTH B HEOOXOAMMBIX CIydasx CO3aBaThb
apXUBBI ISl XpaHEHMSI U UCIIOJIb30BaHUs JOKYMEHTOB I10 JINYHOMY COCTaBYy.

He menee 3naummbiM Obit0 U octaércsi Pacnopspkenue IlpaButenscTBa Poccuiickoit
®eneparuu ot 21. 03. 1994 Ne358-p, B KOTOPOM OTHOCHUTENBHO COXPAHHOCTH JOKYMEHTOB I10
JUYHOMY COCTaBY « BBICBOOOXKJaeMbIX pPaOOTHMKOB B pe3yinbTare  oOpa3oBaHWUs,
peopraHu3anuy 1 JUKBUAALNN IOPUIMYECKUX UL OBIJIO PEKOMEHIOBAHO:

«l.  VYupegutenssMm  BHOBb OOpa3yrOIIUXCS  OPUANYECKUX  JIUI,  SBJISTFOITHUXCS
IOPUAMYECKUMHA M HEKOMMEPUYECKMMHU OpraHM3allMsIMM, BKIIOYaTh B CBOM YUPEAUTEIbHBIE
JOKYMEHTBHI TOJIOXKEHHUs, Kacarouuecss Y4€ra U COXPAaHHOCTH JIOKYMEHTOB IO JUYHOMY
COCTaBy, a TaKKe€ CBOEBPEMEHHOH Ilepeaye HUX Ha TOCYJIapCTBEHHOE XpaHEHHE B
YCTaHOBJIEHHOM MOPSAKE PU PEOPraHn3aluy WK JIUKBUJAIMN FOPUAUYECKOTO JIHIIA.

2 @epepanbHBIM OpraHaM  HCHOJHHMTENBHOM BiacTh  cyObekToB Poccuiickoit
®enepalliil OCYIIECTBISATh TOCYAAPCTBEHHYIO PETUCTPALMIO YUPEIUTENbHBIX JOKYMEHTOB Ha
npuoOpeTeHre TNpaB  OPUAMYECKOrO  JHMIAa [pH  HAIMYUM B HUX  TIOJIOKEHHH,
MPElyCMOTPEHHBIX B MYHKTE | HACTOSALIETO paCHOPSKEHHUS. .. ».

Taxum obpazom, ObLI odopmieH IIPaBOBOM MEXaHH3M,
M0JIpa3yMeBaroIni OTBETCTBEHHOCTb OpraHu3aIiu 3a CO3/1aHne u
COXPaHHOCTh JIOKyMEHTOB IO JIMYHOMY COCTaBy M 00s3aTeNbCTBA TOCYJapCTBa NMPHUHATH Ha
JONTOBPEMEHHOE (@ OTHENbHbIE KOMIUJIEKCBI M Ha TIOCTOSIHHOE) XpaHEHUWEe 3TU
COLIMAJIbHO-3HAYMMBIE MaTEPUAJIBI.



BaykHO HallOMHHUTB, YTO apXMBHI (IIPEXKE BCEIO IOCYAAPCTBEHHbIE 1 MyHUIIUIIAJIbHBIE, a
TaK)K€ apXHMBBl OpraHM3alMil) SBISIOTCA aTpUOYTOM TOCYAApCTBEHHOCTH, €€ MPaBOBBIM
rapaiToM. OHHM HecyT o00s3aTeNbCcTBA  IEpe]] TOCYJapCcTBOM M TpPaKkJaHUHOM B
JOKYMEHTAJIbHOM MOJATBEPKACHUN HX IOPUIUYECKUX IPaB U COLMAIBHBIX TAPAaHTUH.

Bo ucnonnenne stux Pacnopspkenuit [IpaButenscTBa ObUTM CO3aHBI B OOJBIIMHCTBE
cyObekToB PO criennanu3upoBaHHbIE apXUBBI JOKYMEHTOB 110 JIMYHOMY COCTaBY. B ocTanbHbIX
CyObeKTax JOKYMEHTHI MO JIMYHOMY COCTaBY MOTYT XPaHUTBhCS B TOCYAAPCTBEHHOM apXHBE,
aub0 B OpraHe yYIpaBJlCHHUS AapXUBHBIM JIEJIOM, COBMeMaronieM (YyHKIUU YIpaBlIeHUsS
apXUBHBIM JI€JIOM U XpaHEHHUE JIOKYMEHTOB. BakHyi0 poyib B COXpaHEHUH JOKYMEHTOB IIO
JMYHOMY COCTaBY JIMKBHJIMPOBAHHBIX OpraHM3AIlMii, B TOM YMCJE U B pe3ysibTaTe 0aHKPOTCTBA,
UTPAIOT MYHULIUIIAJIbHBIE APXUBBI.

Bun matepuanoB kateropu T0KyMEHTOB IO JMUYHOMY cocTaBy. OOpaTumMcs 3a MOMOIIBI0
K HbIHE JEHCTBYIOIIEMY HOPMAaTUBHOMY JOKYMEHTY «llepedHio THUIOBBIX YIpaBIEHUECKUX
ApXUBHBIX JOKYMEHTOB, 00pa3yloIIUXCs B MPOIECcCe AEATeIbHOCTH TOCYJapCTBEHHBIX OPraHoB,
OpraHOB MECTHOT'O CaMOYIIpaBJIEHUs U OpraHU3allni, C yKa3aHUEM CPOKOB xpaHeHus». (M. 2010
3apeructpupoBan Muntoctom Poccuu 8 centsiops 2010r. Per.Ne 18380). [lepeuens Bkimrodaer
TOJILKO THIIOBBIE YIPABICHUECKUE JOKYMEHTHI, OOpa3yroliuecss B MPOIECCe AEATEIbHOCTH
opranuzaiuii Bcex ¢popMm coOcTBeHHOCTU. B mepByto ouepenp Hac OyayT HHTEPECOBATh pas/ieibl,
coJiepiKallfe JOKYMEHTHI 10 OpraHu3allii, HOPMUPOBAHUIO, TapU(PHUKAIMH, OIUIaTe M OXpaHe
tpyna (Pasmen Ne7), a Takke HOKyMEHTHI O paboTe C Kaapamu: TpUEME, TEPEMEIICHUH,
YBOJILHEHUU PAaOOTHUKOB, MOBBIIICHUH UX KBaIU(UKAIMU, MPOBEACHUU aTTECTAllMU, a TaKKe
Harpaxaenuu (PaznenNe8). Kpome toro, cienyer npusieub JokyMeHTHI U3 Paznena Ned «Vder u
OTYETHOCTBY», CBSI3aHHBIE C OIIATON TpyAa U IPYTUMH BBIILIATAMU COTPYAHUKAM.

HopMmaTuBHbIE CPOKM XpaHEHMsI TOKYMEHTOB IO JIMYHOMY COCTAaBY YUWUTBHIBAIOTCS MpHU
COCTaBIICHMM B KaXKJIOM OpraHu3alli BEJIOMCTBEHHBIX (JIOKAJbHBIX) HOPMATHUBHBIX AKTOB:
MHCTPYKLUH, IpaBuil, M0JIOXKEHUI B KOTOPBIX U3JI0KEH HOPSAJIOK
COCTaBJICHUS HOMEHKJIATypBI Iell, ¢dbopmupoBaHus U oopmienus Jell,
COCTaBJIEHUS] HAay4HO-CIIPAaBOYHOI'O ammapaTa, IOATOTOBKH [el1 K apXHWBHOMY XpaHEHHUIO.
[TonroroBka JOKYMEHTOB MO JJUYHOMY COCTaBY K JJIMTEIILHOMY XPaHEHHUIO HAUMHAETCS HAa CTaJuU
COCTaBJICHUS] HOMEHKJIATYphl JeJ1 1 (OPMUPOBAHUS 1€l B ACTONPOU3BOICTBE.

OCHOBHBIMU HOPMATUBHBIMU IOKyMEHTaMH, B KOTOPBIX YCTAHOBJIEHBI 0011IME TPEOOBAHUS
o 3Tu BompocaMm sBisArOTCS «[IpaBmiia opraHu3anuu XpaHEHMs, KOMIUIEKTOBaHMs, ydéra M
UCIIOJIb30BaHUS JIOKYMEHTOB apXMBHOIO (OHAA pOCCHHCKOM (enepanyv U ApYrux apXHUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYNpaBJeHUs U
opranmzaiusax» ot 07.09.2015 r. u «lIpaBuna nenonpous3BoJCcTBa B (helepalbHBIX OpraHax
MCIIOJTHUTENIHOM BIIACTH», YTBEpKACHHbIE nocTaHoBiIeHueM [IpaButensctBa PO ot 15.06. 2009
r.Ne477.

KitoueBbIM sBIIIeTCS BONPOC JIOCTYIA TOJb30BaTeled K JOKYMEHTaM IO JUYHOMY
COCTaBY B FOCYAApCTBEHHBIX U MyHMIIMIIAJIBHBIX apxuBax P® u opraHuzanuu nojab30BaHUS UMHU
JIOKyMEHTBl 1O JHMYHOMY COCTaBy, II0 CYTH, SBISIOTCA MCTOYHUKAMH MacCOBOTO
OPOUCXOXKAEHUS W uX HH(popmanus (B 00€3IMYEHHOM BHUJAE, B COOTBETCTBHM C HOPMaMHU
JIEHCTBYIONIETO 3aKoHoAaTenbcTBa P®) wmorma Okl cTarh OCHOBOW Ui YHUKAJIbHBIX
UCCIIEIOBaHUH B 00JIACTH COLIMOJIOTUH, JeMorpaduu, reHealornd U MHOTHUX JAPYTHX Hay4HBIX
HanpasieHud. Takum 00pazoM, BBIXOJS 32 PaMKU HCIOJHEHHS TOJBKO COIMAIbHO-TIPABOBBIX
3alpocoB TeX TpaxkaaH, HHPopManus O KOTOPbIX 3aUKCHpOBaHA B JOKYMEHTAIlUH,
MOCTYNUBIIEH Ha XpaHeHUEe B apxuBbl. [IOoCKONBKY, 4acTh 1€l U JOKYMEHTOB MO JUYHOMY
COCTaBy COAEpKaT CBEICHUS, O JUYHOU U CEMEUHOW TalHE I'PaKJIAHWHA, €ro JINYHOW JKU3HU ,
CBEICHMS , CO3JAlOIINe yrpo3y JUisl ero Oe30MacHOCTH, CIEAYeT 4Ype3BblYalHO TaKTUYHO, C
COOJIIOJICHEM HBIHE JIEHCTBYIOIIETO 3aKOHOJAATENIbHBIX HOPM  HCHOJb30BAaTh JIaHHbIE
JTIOKYMEHTHI.

[Tomomp apxXuBaM M TOJIB30BATENsIM apXUBHOW HMH(pOpMaIMel M0 COOJIIOJCHUIO BCEX
TpeOOBaHUII OTHOCUTENIBHO HCIIOJIIb30BAHUSA JOKYMEOHTOB 1O JUYHOMY COCTaBy MOTYT
okazath Meroanueckue pekomenaanuu, noarorosiaeaasie BHUMJIA L B 2009r : «O6ecnieuenue
JIOCTyIIa I0Jb30BAaTENEd K JOKYMEHTAM TOCYJApCTBEHHBIX W MYHULUIIAJIBHBIX ApPXUBOB



Poccuiickoit ®enepanyn ¥ oOpraHu3anus IOJIB30BAaHUS HMH», OazupylomMecs Ha HoOpMax
POCCHIICKOTO apXMBHOT'O U CMEXHOTO 3aKOHOJATENIbCTB.

Obpatumcs k moxapasaeny 1.2.3. MeToaudeckux pEKOMEHIAIMH , B KOTOPOM
MEPEYUCIICHbI KaK MpaBa U 0043aHHOCTU TOCYJAPCTBEHHBIX U MYHUIUIAIbHBIX apXUBOB, TaK U
NoJIb30BaTeIel (IOpUINYECKUX U (PU3MUYECKUX JIMI) IO 00ECHEeUeHHIO J0CTyIa U OpraHu3aIiuu
WCITOJI30BaHUs JOKYMEHTOB I10 JUYHOMY cocTaBy. B coorBercTBuu ¢ 1.3 c1.25 @3 -125 «O06
apxuBHOM zene B Poccuiickoii denepauun»- apXuB OIPaHUYMBACT JOCTYII IOJIB30BATEIEH K
apXMBHBIM JeJlaM M JIOKYyMEHTaM, COJEp>KalllUM CBEIEHUS O JMYHOM M CEeMEHHOH TaliHe
rpaXJaHMHA, €0 YaCTHOM JXU3HH, CBEIEHHs, CO3JAIONIMe Yrpo3y ISl ero Oe30MacHOCTH, B
TE€YEHUU 75 JeT co AHs co3AaHus JoKyMeHTa. [locne okoHYaHus 3TOro nepruoja OrpaHMYeHUs Ha
JIOCTYII CHUMAIOTCS. VICKIItOUEeHHEM SIBIIAIOTCSA Jejla U JOKYMEHTHI JIMYHOI'O ITPOUCXOXKICHHUS,
nepeJaHHble B apXWMB Ha OCOOBIX ycHoBHSX AocTyna K HUM. COOCTBEHHHUK HMeEET MpaBo
YCTaHOBUTb CBOU CPOKM OIPAHUYEHUSI U YCIIOBHUS IOCTYIIA.

ApXUB MpeocTaBiseT Aefla U JOKYMEHTbl 0e3 OrpaHMyYeHUil caMoMy TpaKIaHHUHY -
cyObeKTy HH(OpMAINH, €CITU 3TO HE MPOTUBOPEUHT 3aKOHOAATENbCTBY PD (Hampumep, 3aKOHOM
«O TrocynmapcTBeHHON TaiiHe», «OO0 omnepaTUBHO-PO3BICKHONW NEATENbHOCTU» M JAp.) WIU
JIOBEPEHHOMY JIMLY FpaKIaHUHA (U IPEAbABICHUN JOKYMEHTOB, yIOCTOBEPSIOLUINX JTUUYHOCTD,
JIOBEPEHHOCTH, OPOPMIICHHOH B YCTAaHOBJICHHOM 3aKOHOM MOPSKE).

[locne cmeptu rpakJiaHWHAa NMPAaBOM Ha JOCTYN K apXUBHBIM JejlaM U JOKyMEHTam,
COJIEpKAIINM CBEICHHS O TUYHOM U CEMEMHOM TailHe, ero YaCTHOM JKU3HU 00J1a1at0T HACIEAHUKU
( IOoBepeHHBIE JINIIA HACIEHUKOB), €CIM 3TO HE MPOTUBOPEUYHUT 3aKOHOAATEILCTBY PD. ApxuB
B3aUMOJICUCTBYET C HACJIECIHMKAMH IIPM HAJIMYUMU CBUJACTEIBCTBA O CMEPTH TI'PAXKIAHWHA U
JIOKYMEHTOB , IOATBEPKAAIOIINX WX IIPABO HA HACJIEACTBO.

Jns JIpyrux KaTeropui I10JIb30BaTENEN HE00X0JUMO MIHUCbMEHHOE
HOTApUAIbHO-3aBEPEHHOE pa3pellieHne rpaKAaHuHa (€ro HacleIHUKA WM JOBEPEHHOIO JIHUIA),
KOTOPOE MOJXKET OBITh 3alpoIIeHO OpraHW3aluedl , HAlpaBHBIIECH IOJIH30BATEIsl B apXWHB,
MOJIb30BATENEM , €CIIM OH - YAaCTHOE JIUIIO, MM apXHBOM IO MpochOe Mojib3oBaTens. ApXUBY
ClIelyeT BbI1aBaTh IOJIB30BATENI0 TOJIBKO TE J€jla U JOKYMEHTbI, KOTOphle OYAyT yKa3aHbl B
paspelieHun.

ApXUB OpeNoCTABISAET A0 OKOHYAHUA 75 JIET CO AHSA CO3JaHUS JOKYMEHTAa apXHUBHBIC
JieJla ¥ JOKYMEHTBI, COAEpIKAIlMe CBEACHUS O JUYHOM M CEeMEHHOW TaliHe IpaXKIaHWHA, €ro
YaCTHOM KU3HU 1o MOTHUBHPOBAaHHOMY MMACBMEHHOMY oOpallieHuo
COTpYJIHUKAM opranu3anuii-ponoodpazoparenet U HUX  [PUEMHHUKOB,  OPraHoOB
rOCyJapCTBEHHOM BIIACTH, OPraHOB MECTHOT'O CaMOYIIPAB-JIEHUs, CyJI0B, OPraHOB MPOKYpPaTypHl,
OpraHOB MPEABAPUTEIBHOTO CIEJICTBUS W JO3HAHUA B IMpeAeNiax HCIOJIHEHUS HMMHU CBOMX
CITY»KEOHBIX 00sI3aHHOCTEH.

ApxuB 0e3 cOriacoBaHus C rPaXJTaHUHOM (€ro HaclleAHWKaMu) oOecreynBaeT JOCTYII
M0JIb30BATENEN K JenaM, CoAepalluM OCHOBHbIE OHorpaduuyeckue JaHHbIE JIMIA: CBEJIEHUS O
JlaTe ¥ MECTE €ro POXKJEHHs, CMEpTH, 00pa30BaHUU, CIYKEOHBIX TOJDKHOCTAX (€CIHM 3TO He
IIPOTUBOPEYUT benepanbHOMY 3aKOHOJIaTEIbCTRY, Harpumep, 3aKOHOM «O
roCyJapCTBEHHON TaifHe», «O0 omnepaTUBHO-PO3BICKHOM AEATEIBHOCTU» M Jp. ), TMOYETHBIX
YUEHBIX 3BaHUSX, Harpaaax, BbIOOPHBIX JOJDKHOCTAX, 00 OIMyOJIMKOBAaHHBIX pe3yJbTaTax
TBOPYECKON U HAay4YHOU JEATEIbHOCTH IpakJIaHHUHA.

ApxuB o0ecrieyuBaeT JOCTYIl IOJIb30BATENIsl TOJBKO K TE€M JOKYMEHTaM WIH
UH(OPMaIIUHU, KOTOPBIE OTHOCSATCS K JIMILY B OTHOILIEHHUH KOTOPOT'0, OBIJIO MOIYYEHO pa3perieHne
o noctyne. Ecnu B 1ene HaxoAsaTcsl JOKYMEHTHI, co/iepiKaliie KOHQUICHIINATbHbIE CBEIEHUSI O
HECKOJIbKMX JHI[aX, TO TaKHe JieJa Ha PYKU MOJb30BaTelsiM HE BblatoTcs. MHTepecyromas
1oJib30BaTeNsl WHGOpPMAaLHUS MOKET ObITh BbIIAHA €My B BUJE apXWBHOM CIIPaBKU WJIM KONUI
JOKYMEHTOB C U3BATHIMH M3 HUX KOH(PHICHIMATHHBIMU CBEACHHSMH O JPYIHX JHIax.
Pa3pemienne Ha 1OCTYyn BBIJAETCS PYKOBOJIUTEIEM TOCYJApCTBEHHOI'O apXWBa WIU JIAIIOM,
00J1aJaf0IUM COOTBETCTBYIOIIMMHU OJTHOMOYHUSIMA B IIUCbMEHHOM BHJIE.

Takum 00pa3om, OCHOBHbBIE JOKYMEHTBI, COCTABIISAIONINE HOPMATUBHYIO 0a3y apXUBOB 10
JUYHOMY COCTaBY, 3TO:



1. Tpyaosoii KoaeKkc Poccuinckont Pegepaumnm N 197-93 30 gekabpa 2001 r. Bepcusa ¢
M3MEHEHMAMU M AoNOoAHeHUAMM OT 29.06.2015.

2. depnepanbHbI 3akoH «06 apxMBHOM aene B Poccuinckont ®egepaumm» Ne125-$3 ot 22
OKTA6pAa 2004 .
3. MpaBuna opraHM3aLUMm XpaHeHUs, KOMNAEKTOBaHMUA, YYETa U UCNONb30BaHMUSA

OOKyMmeHToB ApxmnsHoro PoHaa Poccuiickon Peaepaunu n gpyrux apxmeBHbIX LOKYMEHTOB B
rocyapcTBeHHbIX OpraHax, opraHax MecTHOro camoynpas/ieHuA n opraHusaumax. Mocksa — 2015 r.

4, MepeyeHb TMNOBbIX YyNPaBAEHYECKNX aPXMBHbIX LOKYMEHTOB, 06pa3yroLLMXCA B
npouecce AeATe/IbHOCTU rocyAapCTBEHHbIX OPraHOB, OPraHOB  MECTHOIO CaMoynpaBAeHUA U
OpraHu3aLmif, ¢ ykasaHMEM CPOKOB XpaHeHuA. 3apeructpmpoBaH MuHioctom Poccum 8 ceHTabpsa 2010 .
Per.Ne 18380.

5. MeToguyeckne pekomeHgaumnm « JKcnepTmsa LLEHHOCTU M 0TOOP B cOCTaB ApXMBHOIO
¢doHpa Poccuniickon Pegepaunmn 4OKYMEHTOB MO IMMHOMY COCTaBy» npoekT 2014 r.

6. MHCTPYKUMA No AenonponsBoacTey opraHmnsaunm. OanH us pasaenos MHCTPYKLU MK
MOXeT coaeprKaTb NpasBuaa XpaHeHA AOKYMEHTOB Mo IMYHOMY COCTaBYy.

7. MHCTPYKLMA NO KagpoBOMY 4e/10NPOM3BOACTBY OpPraHn3auuu.

8. Mpumepom NOCAYKAT BblAEPHKKN U3 MHCTPYKLMIN NO KagpoBOMY AeN0NPON3BOACTBY

0AHOro By3a.

4. JOKYMEHTEI I10 YUETY KAJIPOB.

4.1. TpynoBasi KHWXKa paOOTHHKA — OCHOBHOW OKYMEHT O TPYIOBOHW AESATEIBHOCTH U
TPYZAOBOM cTaxke paboTHMKa. TpynoBble KHMXKKH BEIYTCS B IOPAAKE, NPEAYCMOTPEHHOM
«[IpaBunamu BeIeHUS U XpaHEHHSI TPYIOBBIX KHIDKEK, H3TOTOBIICHUS OJIAHKOB TPYIOBOM KHIKKH
u obecrieueHuss MU paboTojaTeneil», yreepkieHHbIMU 1octaHoBieHreM [IpaButensctBa PO ot
16 anpens 2003 r. N 225 (c usmenenusimu ot 6 pespains 2004 r.)

4.2. JIuduHO€ [1el0 — COBOKYNHOCTb JOKYMEHTOB, COAEP)KAIMX IOJHbIE CBEJIEHHS O
paboTHHKE M €T0 TPYAOBOIl JeATeIbHOCTH. JIMUHBIE /1ea BEAYTCS C MeIbI0 KOHIICHTPALMU BCEH
uHpopManuu 06 0 HOM pabOTHUKE B OTAEIHLHOM KOMILIEKCE (J10Che).

4.2.1. JIuunsle nena BeAyTCs Ha BCeX paOOTHUKOB MHCTUTYTA.

4.2.2. Jlnunoe aeno odopmisiercs Mocie W3JaHus IpHKa3a O NpueMe Ha padorTy,
dopMmupyeTcsi B TEUCHHE BCEro Cpoka paboThl PaOOTHUKA M JIOTIOJNHSETCS TOKYMEHTaMH,
XapaKTepU3YIOIUMHU TPYIOBYIO JESTEIbHOCTD.

4.2.3. Jlnunble nena paOOTHMKOB XpaHATCS 75 JeT, pyKOBOAMUTENEH OpraHu3aluu —
MOCTOSIHHO.

4.2.4. JluyHble aena XpaHiTcs B YIPaBJIE€HUU KaK JOKYMEHTBI CTPOTOH OTYETHOCTH.
OTBETCTBEHHOCTh 3a XpaHEHHE JIMYHBIX JIeJl BO3JIaraeTcsi Ha OTBETCTBEHHOIO 3a BEACHUE
KaJIpOBOTO JETONPON3BOICTBA PAOOTHNKA Y IIPABICHUS.

4.3. XKypHaibl (KHUTH) yuyeTa — JOKYMEHTUPOBaHHE OCHOBHBIX OMepalyii Mo JBHKEHUIO
JUYHOTO cocTaBa. K ydeTHBIM TOKyMEHTaM OTHOCSITCS:

nuuHble KapTouku ¢.T-2;

KYpHaJ PETUCTPAIMH MTPUKA30B M0 TUYHOMY COCTaBY;

KYpHaJI PETUCTPALMU TPYIOBBIX JOTOBOPOB;

KYpHAJ PETUCTPAINH JIHCTKOB

HETPYAOCIIOCOOHOCTH;

TPYAOBBIE KHUKKH PaOOTHHUKOB;

KHUTA y4eTa JIBMKEHUS TPYJOBbIX KHM)KEK U BKJIAJIBIIIECH K HUM.

6. [IOPALOK ITOATOTOBKMU U TIEPEJAYUN JAEJI HA XPAHEHUE B APXIB
NMHCTUTYTA

6.1. Jlns onpeneneHus IEHHOCTH KaJPOBBIX IOKYMEHTOB C IIEJIbI0 0TOOpa MX Ha XpaHEHUE
B apXUB WHCTUTYTAa M YCTAaHOBJIEHUS CPOKOB XPAaHEHHUS MPOBOAMTCS SKCIEPTH3a I[EHHOCTH
JIOKYMEHTOB.



OT00p KaapOBBIX JOKYMEHTOB IJIsi MOCTOSIHHOTO XPaHEHUS MPOBOAUTCS Ha OCHOBAHUH
nepeyHeil JOKYMEHTOB C YKa3aHMEM CpPOKOB HMX XPAaHEHUS W HOMEHKIATyphl N1 IyTeM
HOJIMCTHOTO ITPOCMOTpA JEII.

[lo pe3ynpTaTam »SKCIEPTU3bl IIEHHOCTH JOKYMEHTOB COCTABIISIFOTCS OMHCH el
IIOCTOSIHHOT'O0, BPEMEHHOI'0 XPaHEHUS U 110 JINYHOMY COCTaBY, a TAK)KE aKThl O BBIJIETICHUU JIE] K
YHUUYTOXKEHUIO.

6.2. Ha 3aBepiieHHbIE /1€71a IOCTOSIHHOTO, BpEMEHHOT'O XPaHEHUsI U 110 IMYHOMY COCTaBY,
IOpoUIe/IINe JKCIEePTH3y LEHHOCTH, O(GOpMJICHHbIE B COOTBETCTBUHM C  HACTOSIIUMU
TpeOOBaHUSAMHU, €KETOJHO COCTABIISAIOTCS OMMCH.

[Ipu cocTaBienuu onucu Aes coOMIOAAI0TCS CIeAYIOIUe TPeOOBAHUS:

3aroJIOBKU /€l BHOCATCS B OIIMCh B COOTBETCTBUU C IPUHATON CXEMON CHCTEMaTU3allun
HAa OCHOBE HOMEHKJIATYpPHI Jell;

rpadpl ONMHUCH 3ANOJHSIOTCS B TOYHOM COOTBETCTBHHM C TEMH CBEACHUSIMH, KOTOPBIE
BBIHECEHBI Ha 00JIOXKKY Jena.

OnucH z1e1 cocTaBIIAIOTCS 110 YCTAaHOBJIEHHOM (pOpMe B TpeX IK3eMILIsApax.

7. OCOBEHHOCTU O®OPMJIEHUA HJOKYMEHTOB II0 OTAEJIbHbBIM
KAJIPOBbIM ®YHKIUAM
7.1. Ilpuem Ha paboty
7.1.1. lokyMeHTbI, He0OX0IMMbIe TIPU 0(OPMIICHUH ITpHEeMa Ha padoTy
7.1.1.1. TlepedeHb TOKYMEHTOB, CO3[JaBAEMBIX OTJEJIOM KaJpPOB:
- TPYZAOBOM JJOTOBOP
- IPUKa3 O MpueMe paboTHUKA Ha PaboTy
- nu4Has kapTouka (popma Ne T-2)
- TUYHOE JIeTIO
- TMUCBMO-CBEJICHUS O TPaXKITaHHWHE, MMOJJICKAIIEM BOMHCKOMY yUYETy W MPHHITHU
ero Ha paboTy (AJIs JIHII, TOATIEKAITNX BOMHCKOMY YUETY).

7.1.3.8. B Teuenne Tpex pabouux AHEN cO IHA MpreMa Ha paboTy CIeUaTHCT MO0 KajapaM

odopMIIIET TUYHOE JIET0 paOOTHHUKA.

B coctaB nu4HOrO Aena BXOJAT CIeAYIOIUE JOKYMEHTHI:

- BHYTPCHHSISI OITUCH JIOKYMEHTOB JIeJia

- TUYHBIN JINCTOK MO y4eTy KaapoB ¢ ¢oTorpadueit

- aBToOHOrpadus

- BBIMHCKAa W3 PEIICHUS YYEHOTO COBETAa O HAa3HAYEHUU Ha JIOJDKHOCTH TIO
pe3yabTaTaM KOHKYPCHOTO 0TOOpa MITH BEIOOPOB (IS HAYYHO-TIEJarOTHIECKHX paOOTHHKOB)

- KoMK MPHKa3a o MpuemMe Ha paboTy

- KOTIMH JIOKYMEHTOB 00 00pa3oBaHuu

- TPyZAOBOM JOTOBOP

B Teuenme Bcero mepmona pabOTHI B JIMYHOE JEJIO PAOOTHHKA BHOCATCS KOIUHU
MIPHUKA30B O TIEPEBOaX, MEPEMEIICHUIX, KOIUA JOKYMEHTOB O CMEHEe (DaMHITUU, O MOBHIIICHUN
KBaJIM(DUKALIMY U TIP.

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

Tema 1. Ixcnepmusza yeHHOCMU OOKYMEHMO8 NO TUYHOMY COCIAGY

ITo ucreuennn oJTHOTO TOAA MOCTE 3aBeplIeHUs] GOPMHUPOBAHUS /1€ B JICIIONPOU3BOJICTBE
npoBoAuTCS paboTa MO MX MOArOTOBKE K Iepefjaue Ha XpaHEHHE B apXuB yupexaeHus. B
cooTBeTCTBUH ¢ «[IpaBuiamMu opraHu3anuy XpaHeHUs1, KOMIUIEKTOBAHHUS, Y4€Ta U UCIIOIb30BaHUS
JIOKYMEHTOB apXHMBHOTO (poHIa poccuiickoil demepanuu U IpYruxX apXUBHBIX JOKYMEHTOB B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOI'O caMoyInpaBiieHus u opranuzanusax» ot 07.09.2015



I. B apXuB IOCTYNAIOT JOKYMEHTBI, B TOM YHCJIE 10 JINYHOMY COCTaBY, HE TTO3/THEE YEM Uepe3 TpU
rojia mocJjie 3aBepieHus uxX GOpMUPOBAHUS B IETIOIPOU3BOJICTBE.

Jlena mnepenaroTcss B apXWMB B YHNOPSAOYEHHOM COCTOSIHUM 10 CHATOYHOM OIKCH.
JIOKyMEHTBI 10 JINYHOMY COCTaBY BBIJICISIOTCS B OTIECNbHYIO TPYIIY, CUCTEMATU3UPYIOTCS
000CO0JICHHO U BKITIOYAIOTCS B CAMOCTOSITEIILHYIO OIHCH.

[ToaroroBka JOKYMEHTOB K JJIUTEIBHOMY XPaHEHUIO BKIIIOUAET B ceOs:

1. npoBeaeHMe 3KCnepTm3bl LEHHOCTU AOKYMEHTOB;

2. odopmneHue gen;

3. COCTaB/IeHMEe Onucell U HayyHO-CMPaABOYHOro annapata K HUM (ykasaTtenew,
ornassieHni).

[Ipu mpoBeneHNH 3KCHEPTU3bI IEHHOCTU JOKYMEHTOB B KaJpPOBOW CIy»KOe MPOBOAUTCS
oTOOp JeN C JOJTOBPEMEHHBIM CPOKOM XpaHeHus (cBbimie 10 ner) ans mepenadyd B apXuB
YUPEXKJICHUS, BBIJICIICHUE K YHUUTOKEHHUIO JOKYMEHTOB, CPOKH XPAaHEHUSI KOTOPBIX UCTEKIIH.

OTbop MOKYMEHTOB /Jisi JalbHEHIIEr0 XpaHEHUS NPOUCXOAHMT IyTeM MPOBEICHUS
MOJIMCTHOTO MpocMOTpa Aenl. He momyckaercss mpoBeeHHE SKCIEPTU3bl IIEHHOCTH JTOKYMEHTOB
TOJILKO TI0 3arojioBkaM Ha oOnokkax zen. [lpu 3TOM M3 1en U3BIMAIOTCS JIMIIHHE KOIMUHU
9K3EMILIAPOB JOKYMEHTOB WJIM JOKYMEHTBHI, HE OTHOCSIINECS K BOMPOCaM, IO KOTOPHIM OBLIO
c(hOpPMHUPOBAHO JIETIO; YIUTHIBACTCS MPABUIBHOCTH O(DOPMIICHUS JOKYMEHTOB.

Odopmrnenue nen npeaycMaTpuBaeT CUCTEMATH3AIUIO JOKYMEHTOB B Jielie, MOAIIUBKY
WIM TeperyieT Jejla, HYMEpalHio JHUCTOB Jiela, COCTaBJICHUE JIMCTAa-3aBEpUTENS JIena,
cocTaBiieHHE (B HEOOXOUMBIX CIIy4asx) BHYTPEHHEH OMUCH JOKYMEHTOB.

JIOKyMEeHTBI B J€NlaX, COACPIKAIIUX MPHUKA3bl, PACIOPSKEHUS O JUYHOMY COCTaBY,
MEPECUCTEMATH3UPYIOTCS B XPOHOJOTHYECKON MOCIEA0BATEIHLHOCTU: B Hauaie Jaeia JOJKHBI
pacmojarathCs IpUKa3bl (PacIopspKeHNUs) 3a THBAPh, MTOTOM 3a (heBpaJib U T.1I.

AHaJOTMYHO, IO XPOHOJIOTMYECKOMY NPHUHIMIY TPOBOJUTCS  CHCTEMaTH3alus
JIOKYMEHTOB B JeJiaX, COJEpAIIMX aKThl O HECYACTHBIX CIIy4asX, MPOTOKOJIBI 3acelaHui
KOMUCCHH, JOKYMEHTBI O MPECTABICHUU K HArpaXXJACHUIO, TPYAOBbIE JOTOBOPHI (COTIAIICHNUS),
TapU(PUKAUOHHbIE BEIOMOCTH, Ta0EIH U Hapsi/ibl pAOOTHUKOB BpPEIHBIX Ipodeccuil.

[ToammBka chopMUPOBAHHBIX JIE]T TPOU3BOIUTCS TOIBKO MOCIE 3aBEPIICHUS SKCIIEPTU3BI
IIEHHOCTH JOKYMEHTOB. JIOKYMEHTHI Jejia MOIIIMBAIOTCS, MEPEeIyIeTAloTCd B YEThIPE MPOKOJIa
CypOBBIMH HUTKaMu. [Ipu 3TOM, y4UTHIBasE WHTEHCHUBHOCTH HCIOJIH30BAaHUS JOKYMEHTOB IIO
JUYHOMY COCTaBy MO COIMAJbHO-TIPABOBBIM 3alpocaM TpaXJaH © YUPESKIECHUU, TIPH
BBITIOJTHEHUH TIEPETIETHBIX PaboT, MOAIIMBKE AEN CIeAyeT HCIOIb30BaTh KAPTOH BBICOKOTO
KauecTBa, UMEIOIIHUH MOBBIIICHHYIO JIOTHOCTh. JIOKyMEHTBI TOAIIMBAIOTCS, IEPETIETAIOTCS TaK,
4TOOBI OBLIO 00ECTIeYeHO CBOOOIHOE YTEHHE TEKCTA.

[Tepenaua nen Mo TMYHOMY COCTaBY B apXUB OCYIIECTBIISIETCS] TOJBKO IO onmucsM. [Ipuem
KKIOro JieJa MPOU3BOAUTCS pPaOOTHUKOM apxXwBa (JIMIOM, OTBETCTBEHHBIM 32 apXHWBHOE
XpaHEeHHe) B MPUCYTCTBUM COTPYAHHKA KaapoBOW CiyxkObl. [Ipu 3TOM Ha 00enx HK3eMIUIsIpax
OMHMCH JIe1 TOCTOSIHHOTO W JUIMUTENhHOTO XPAaHEHWs, COaBAaeMbIX B apXuB, JeNaercs
COOTBETCTByIOIIas oTMeTKa. l{udppamm ¥ MpPOMUCHI0 B KOHIE KaXKIOTO SK3EMILISApa OIMUCH
YKa3bIBAETCS KOMUYECTBO (PAaKTUUECKH MPHUHATHIX B apXUB JIeN, HOMEpa OTCYTCTBYIOUIUX e,
JaTa TpueMa-Tiepeiadu Jei, a TaKXKe MOAMUCH MPUHUMAIONUX U TEPEIaoNX JOIKHOCTHBIX
T,

[Ipu HanMUuUK B TMYHOM JieJIe HEBOCTPEOOBAHHBIX JIMUHBIX JOKYMEHTOB (yIOCTOBEPEHHUIA,
CBUJIETEJILCTB, TPYJOBBIX KHUKEK, BOCHHBIX OMJIETOB U T.Nl.) OHM BKJIQJBIBAIOTCS B KOHBEPT,
KOTOPBI BMECTE C IPYTUMH IOKYMEHTAMHU MOIIIUBAETCS B JIENO.

B Havane kaxaoro ena BKIQABIBACTCAd YHMCTBIA JHMCT Oymard, B KOHIE —
JIUCT-3aBEPUTENb 110 YCTAHOBIIEHHOM (popme.

B nucte-3aBepurene nudpamMu U MpONUCHIO YKa3bIBACTCS KOJMUECTBO IPOHYMEPOBAHHBIX
JIUCTOB B JIeJie, HAJIMYKe MPONYUIEHHBIX U JIUTEPHBIX HOMEPOB, KOJNYECTBO JMCTOB BHYTPEHHEN
ornucu nena. He nomyckaercs BBIHECEHHE 3aBEpUTENFHOW HAAMHMCH HAa OOOPOTHYIO CTOPOHY
MOCJIEIHETO TOKYMEHTA Jiefla WIIK Ha OOJIOKKY Jea.

ITocne yncToro aucTa B Ha4ajIoO Jelia NOJIIMBAETCS BHYTPEHHSAS ONKMCh JOKYMEHTOB JIENa.
BHyTpeHHsI1 onmuCh cOCTaBiseTCsl K JUYHBIM JejaM IO YCTaHOBJIEHHOW ¢opme. BHyTrpeHHss




OTKCH COCTABJISIETCS VIS y4eTa JOKYMEHTOB JeJla, COACPKUT CBEACHUS O MOPSAKOBBIX HOMEpax
JOKYMEHTOB JieJla, UX HMHJIEKcax, JaTaX, 3arojoBkax M HoMepax JHcTOB aena. K BHyTpeHHel
ONKCH COCTABJISIETCS WTOTOBas 3alKCh, B KOTOPOH yKa3bIBalOTCS LU(ppaMU M TPONHCHIO
KOJIMYECTBO BKIIIOYCHHBIX B HEE JIOKYMEHTOB M KOJIMYECTBO JIUCTOB BHYTPEHHEH OIHUCH.
BHyTpeHHSsI OnMCh NOMHUCHIBACTCS €€ COCTAaBUTENIEM, YKa3bIBaeTCs JOHKHOCTb COCTaBUTENS U
pacundpoBKa MOMUCH.

V3MeHeHHs cocTaBa JOKYMEHTOB JIMYHOTO Jelia (M3bATHE, BKIIOUEHHE TOKYMEHTOB,
3aMeHa HMX KONusSMH M T.I.) 3aHociTtcs B rpady «lIpumeuanue» co ccChUIKaMH Ha
COOTBETCTBYIOIIIME JTOKYMEHTHl, HA OCHOBAaHMM KOTOPBIX IMPOU3OLUIO H3BITHE, JIOTOJHEHHE,
3aMeHa KOIUSAMU U T.I. B ciydyae 3HauuTEIbHBIX M3MEHEHUI B COCTAaBE JIMYHOTO JIEJIa, UTOTOBast
3aMrch K BHYTPEHHEH OMKCH JIea U 3aBEepUTENIbHAs HAIHCh Jejia ePeCcOCTaBISIFOTCS.

Paccmotpum, kak mpoxoAMT mepenada Aesl B apXUB OpraHu3aunuu. B mepByro ouepens
BO3HHKAET JBa BOIPOCA — KAKHE JJOKYMEHTHI TPEOYeTCsI MOATOTOBUTH U 38 KAKHE TOBI.

Kakue xaTteropuu 1o0KkyMeHTOB mnepeAatoT B apxuB. OOBIYHO B apXUB OpraHU3alUH CHAIOT
JOKYMEHTHI ITOCTOSTHHOTO XpaHEeHHs W BpeMeHHoro > 10 et xpaHenus. B mociennem ciydae,
MPEKIe BCETro, UMEIOT B BUY JeJia IO TUYHOMY COCTaBY.

Hena < 10 net xpaHeHuss 0OBIYHO B apXHB HE MOMNAJAIOT, OHU OCTAIOTCA B OT/AeNax (rae
OHHM 3aBEJICHbI) JO MOMEHTa HCTEUEHHUS CPOKOB HMX XpAaHEHUS M yTpaThl MPAKTHUECKOM
HagoOHocTu. Ho Bce e B OTHENBHBIX CIy4asX IO PEUICHHI0 PYKOBOJCTBA IOIYCKAeTCs
nepeaBaTh M TaKue JieNia B apXuB (HapuMep, HeT MeCTa JJIsl XpaHEeHUs B OT/IeNe). 3aTeM MOXKHO
OyJeT COCTaBUTh aKT HA YHUUYTOXKEHUE TOKYMEHTOB C BPEMEHHBIMHU CPOKAMU XPaHEHHS.

3a Kakue roJipl eja noyiexar nepenade B apxus. CoryiacHO paBuIaM IOKYMEHTHI cjaue
B apXUB MOJUIekKAT HE MO3/Hee 3-X JIeT MOCIe 3aBEpIICHUs] X B JIEIOMPOU3BOJACTBE. MOXKHO
oopMuTh mepenady Jen B apXuB U yepe3 roja. Ho cuiibHO paHO HE palMoHAIBHO, TOTOMY YTO
«CBEXHE» TOKYMEHThl MOTYT MOHAOUTHCS B TEKyIleM Aelomnpou3BoicTse. M3-3a storo Oynmer
MHOT'O CYEeTBI, YTOOBI 3aIPaIlIMBATh UX U3 apXHBA.

I'padbuk mpuema-nepenaun nen. B cooTBeTCTBUM € CYIIECTBYIOIIMMH TPEOOBAHUSIMHU
nepegavya Jeja B apXuB JIOJDKHA IMPOUCXOJIUTH MO rpaduky. DTOT rpaduk cocTaBisercs B
IPOM3BOJILHON (pOpMeE, U3 KOTOPOT'O MOXKHO MOHSTh, KAKOE CTPYKTYPHOE MOoApa3iesieHue (MOXKHO
JIaKe yKa3aTh KOHKPETHOTO MCITOTHUTEIS ) M KOTAa OyIeT OCYIECTBIIATH Mepeady JOKYMEHTOB B
apXUB.

Cpox npuema-niepeaun gydiie ykaspieath He 15.10.2014, a B Gosiee MMPOKOM BapHaHTE —
OKTSI0pb. Bo3MOXXHO, UMEHHO 15 OKTAOps CiyduTCsl KpHU3MC, a TaKk y Bac OyJIeT BpeMeHHOe
IIPOCTPAHCTBO TSI MaHEBPA.

I'paduk coctaBisieT OTBETCTBEHHBIH 3a apXWB, COTJIACOBBIBAET €r0 C HadalbHUKAMH
OTJIEJIOB, KOTOPBIM MPEICTOUT Tepeiava JOKYMEHTOB. 3aTeM rpaduk yTBepKIaeT pyKOBOIUTETh
opranuzaiuu. Mnm 10mycTuMo ero yTBepKAeHrne pyKOBOAUTENEM CITY>KObI 1e0NpPOU3BO/ICTBA, B
COCTaB KOTOPOI OOBIYHO BXOJUT apXUB.

ITopsimox mepenaum 1en B apxuB. B pesynbTrare MpoBEICHHOM 3KCIEPTHU3bI IIEHHOCTU
JIOKYMEHTOB OTOOpaHHBIE /TS TpHeMa-Tiepeayn Jiejia He0OX0IMMO BKITIOYHTh B YCTAHOBJICHHOM
(dbopMBI cTaTOYHYIO ONUCH (€€ oOpa3elr HempeMeHHO OyIeT nasee).

[To HOMEHKIIAaType e HEOOXOAMMO HAMETHTH JIeNia MMOCTOSHHOTO W JIOJITOBPEMEHHOTO
XpaHeHus (B TOM YHCIE MO JIMYHOMY COCTaBY) M BHECTH B TpaduK CBEICHHUS O CpPOKaxX W
YYaCTHHKAX Tepelaur JOKYMEHTOB B apXUB (3apaHee Ha MPECTOSIIHA TO/).

V>ke BO BpeMsi OJATOTOBKHM JIeNl K Iepeaue B apxXuB He 3a0y/bTe MOMHTEPECOBATHCA Y
UCTIOJTHUTEIIEH O HAJTMYWH B OTJIENe APYTUX Jel TaHHBIX KaTeropuii. Tak Kak OHM MOTJIM 3aBECTH
NOTIONTHUTEIPHBIE JleJla B TEeUYeHHWe TrojJa M Jaxe He MNpouH(POpMHpOBATH CIYKOY
JIETIOTPOU3BOJICTBA 00 ATOM (TOITOMY MX M HET B HOMEHKJIAType). Takue mena Toke HAI0
BKJIIOYATh B CIATOYHYIO OIHCh.

Ecan obHapyxuBaeTcs OTCYTCTBHE KaKOro-TMOO Jena, TO CiIy)0a Jeonpon3BOJCTBA
UMEET MPaBO 3aMPOCUTH CIIPABKY O IPUYNHAX.



Tema 2. Ilepeoaua oen na 001208pemeHHOe XpaHeHue u ONovlM aApXueoeé no padome c
OOKYMEHmMamu no JUYHOMY COCMAagy

B apxuBax opranu3zanuii JOKYMEHTBI XPaHITCS B TEUEHHUE OIPEICTICHHBIX CPOKOB, MOCTIE
4€ro OHHU JOJDKHBI 6BITB nepcaanbl Ha TroCyAapCTBCHHOC XPAHCHUC B TOCYAAPCTBCHHBLIC U
MYyHULIUTIAJbHbIE apXuBbl. DefepanbHbIM 3aKOHOAATEILCTBOM ONPE/CIICHBI MpeelIbHbIE CPOKU
XpaHEHUsl TOKYMEHTOB, BKJIIOUEHHBIX B YCTAaHOBJIICHHOM MOPSAJIKE B cOcTaB ApXUBHOro (poHIa
Poccuiickoit ®enepanuu:

L] AOKYMEHTOB NO JINYHOMY COCTasy, 3anucen HOTapuaabHbIX AeﬁCTBMVI,

NOXO3ANCTBEHHbIX KHUT U KaCaloWwunxca npneatmndaumm XUManuwHoro ¢0Hﬂ,a OOKymeHTOB — 75 neT;

o NPOEKTHOM AOKYMEHTALUUM NO KanuTasibHOMY cTpoutenbctey — 20 nert;

o TEXHO/IOTMYECKOM U KOHCTPYKTOPCKOM AoKyMeHTauumn — 20 ner;

. NnaTeHToB Ha U30bpeTeHne, NoIe3HY0 MOAe b, MPOMbILWNEHHbIM obpasel, — 20 ner:
. Hay4yHOM AOKymeHTauun — 15 nert;

. KMHO- U pOTOAOKYMEHTOB — 5 fieT;

. BUAEO- N POTOAOKYMEHTOB — 3 roaa.

B ciyyae nukBHzanmu OpraHu3aniy, JOKYMEHTBI IIOCTOSHHOI'O CPOKa XpaHEHMsI U IO
JUYHOMY COCTaBy TME€pelaloTCsl B TOCYJAapCTBEHHBbIH (MyHUIMNAiIbHBIN) apxuB. [nsa
HEroCyJapCTBEHHbIX OpraHU3aluil, 4aCTh JOKYMEHTOB KOTOPBIX OTHECEHA K COCTaBY APXHUBHOTO
¢onna Poccuiickoit denepanuu, g Takod nepenadyr HEOOXOAMMO 3aKIIOYEHHE JOTOBOpPA C
yupexaeHuem cucrembl @enepanbHoil apxuBHOM ciyxObl Poccun. Ecnm  opranuzanus
CBOCBPEMEHHO HE 3aKJIKYMWJIa JOrOBOP C apXMBOM, TO B 3TOM CIydae TOCYJapCTBEHHBIN
(MyHUIIMTIAJIbHBIN ) apXUB 00s13aH MPUHATH HA XPAHEHUE TOJIBKO JIOKYMEHTHI 110 TMYHOMY COCTaBy
pabOTHUKOB  oOpraHu3anuu. MecTo XpaHEHHs OCTalbHBIX JIOKYMEHTOB  OIpPEIENsTCS
IpeceAaTeNeM JIMKBUIALMOHHON KOMUCCUH UM KOHKYPCHBIM YIIPABJISIOLIUM.

OnbIT padoThl APXHBOB N0 JIMYHOMY COCTABY

MyHununaiabHoe OIOJDKETHOE Yyupek/IeHHue 3aBEeTUHCKUN apXWB JOKYMEHTOB IIO
JMYHOMY cocTaBy OblI co3/1aH B 1992 rony. OcHOBHOM 3a/1a4ueil apXuBa JOKYMEHTOB 0 JTUYHOMY
COCTaBy SBIISIETCA XPaHEHHWE M  MHCIOJIB30BAHME JOKYMEHTOB JIMKBUJIMPOBAHHBIX U
PEOPTraHN30BAHHBIX YUYPEKACHUM, OpraHu3aliid, NpeAnpuaTHil 3aBETUHCKOIO pailoHa, He
UMEIOUINX MpaBONpPEeEeMHUKA WM HaJUIekKallUX YCJIOBUHM XpaHeHus. B apxuB mpuHuUMaroTcs
JIOKYMEHTBI, TI0 KOTOPBIM YCTAHABJIIMBAECTCS CTaAXX M pa3Mep 3apaboTka paOOTHHWKA TaHHOW
OpraHM3anuy (IIPUKa3bl, pacCUeTHO-IIJIATEKHBIE BEIOMOCTH II0 3apIuiaTe).

B nacrosmee Bpems B apxuBe XpaHATCA NOKYMEHTHl 58 opranmzanuil (46 u3 HHUX
-IMKBUUpOBaHHbIE) 3a mepuoa ¢ 1943 mo 2013 roapl. 3ampockl B apXuB NPUHUMAIOTCS

MMCbMEHHO, YCTHO, TI0 TenedoHy, 10 AJIEKTPOHHOM rouTe. B 3anpoce (3asBlIeHNH) yKa3bIBAIOTCS:



d)aMI/IJ'II/IH, UM, OTYECTBO 3asABUTCIIA, I'oad U MECTO €TI0 POXKACHUA, aApeC MECTa XKXUTCIILCTBA,

T'paXaaHCTBO.

Csenenus o coctaBe u oobeme GonnoB Ha 01.01.2014 roga

OOmee

KOJIMYCCTBO CAUHUIL

Ne Hazpanme donma [TocTymmno Bri651 XpaHeHus B GoHE HA [[Ipumeqanue
n/m | ¢ouna 7o 01.01.2006 .
Jlen I Jlen [[oner plen ["omnt
2 3 4 5 6 7 8 9 10
1. 1. PaiionHoe TIPOM3BOJICTBEHHOE 123 1943-1991
yIpaBiIeHHE OBITOBOTO,
0OCTy)KMBaHUS HACCIICHUS
1. 2. 3aBeTHHCKMIT paloHHBIH] 9 1944-1950
MUIIeKOMOMHAT
1. 3. Aptenb «PeMOBITY 9 [1944-1956
1. 4. 3aBeTHHCKAs PANKOHTOPA] 33 [1949-1963
10 3arOTOBKAM U OTKOPMY CKOTa
1. 5. Konxo3s «[Iyts K 25 [1951-1957
[koMmyHIZMY» u €ero
[Tpe/IIIICCTBCHHUKN
1. 6. CoBx03 «®pyH3eHCKUI» 22 [1982-1986
1. 7. Konxo3 um. KupoBa u ero 9 |1947-1957
[TpeIIECTBCHHUKI
1. 8. Konxo3 «Ilobema» u ero 56 [1947-1957
[TpE/IIIICCTBCHHUKU
1. 9, IIpousBoacTBeHHOE 97 1957-2006
yIpaBieHue
PKIUTHIIHO-KOMMYHAJILHOTO
X035 CTBA
1. 10. 3aBEeTUHCKUN bunman 125 [1963-2000
3UMOBHUKOBCKOTO
[TPOU3BOJICTBEHHOTO

00BEINHEHNSI aBTOMOOHIBLHOIO]




TpaHcropTa

11. 3aBeTHHCKAS 415 [1943-2008
[ICHTpaJIbHAS paiionHas|
0OJIbHULIA
12. 3aBeTHHCKAs 132 {1970-2003
IMexxo3siicTBEHHAS
CTpOUTENbHAS OpraHU3aIHs
13. TOO 172 (1965-1995
«3aBETHHCKATPOPEMTEXIIPE I
14. Komxo3 «3asetsr Unpnuay| 182 [1943-1957
15. 2-1 3aBetnackas MTC 52 [1952-1957
16. Konxo3 «Ilyts Ctanuna» 74 11951-1957
17. Konxo3s «Biacrthp 45 1953-1957
CoBETOB»
18. Konxo3 uM. Jlenuna 133 [1943-1957
19. Kuukunckas MTC 44 11953-1957
20. BueBeoMcTBEHHAS 3 [1986-1991
oxpaHa
21. 3aBEeTHHCKUI oTen 7 ]1987-1995
00J1aCTHOTO TOJIOBHOTO
[TPOEKTHO-TIPOU3BOICTBEHHOT'O
APXHUTEKTYPHO-TUIAHHPOBOYHOTO
0rOpo
22. AOOT 46 [1988-1999
«3aBETHHCKArpOIIPOMTPAHC)»
23. 3aBETUHCKHAN MacCI03aBO/ 35 [1943-1996
24. CaBasgHCKUH CENbCKUI - -

COBCT




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

26. Komxo3 um.Cranuaa u ero| 23 [1949-1957
[TpE/IIIICCTBCHHUKA

27. Konxo3 «Poauna 59 [1949-1957

28. YupexaeHuns CUCTEMBI 98 [1946-2007
CeIILCKOT0 X035MCTBA

29. Komnxo3 «KpacHoe 3HaMSD 15 J1953-1956

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

31. Ortnen CEJILCKOrO| 25 [1946-1953
XO3sHMCTBA

32. DUHAHCOBBIN OTIEI 119 [1943-2009

33, AOOT 38 [1980-1998
«3aBeTHHCKarpOXHUMCEPBHC

34. IleHTp rocymapCTBEHHOTO| 39 [1991-2005
CAaHUTAPHO-3THIEMHUOIOT HYECKO
ro Haa3opa B 3aBETHHCKOM|
[paiioHe

35. 3aBeTHHCKUIA  paOHHEIH] 5 11982-1992
y1eOHO-KypCcOBOi KOMOMHAT

36. PemonTHHCKAs paiioHHas 17 [1944-1963
|konTOpa WO 3aroToBKamM  H
OTKOpMY CKOTa

37. Ortnen CEIIbCKOr0 41 10 [1946-1956
|[kosix03HOTO CTpOHTENBECTRA

38. 3aBeTHHCKAsT JOPOIKHO-C| 33 [1995-2008
TPOUTEIbHAS nepeaBIKHAS
|MexanuzupoBanHas xoxoHHA

39. 3aBeTHHCKOE  paloOHHOE 24 11965-1998
ornenenre «Cor3Ieuarhby

40. Ortxel XJ0IKOBOACTBA 4 [1950-1952




41.

3aBETHHCKOE OTIEIICHUE]

Arponpombanka CCCP

10

1988-1997

42.

3aBeTHHCKAs cenbckasid

AIMUHUCTpalus

2010-20
11

140

1943-2011

43.

TOO

«3aBEeTHHC KarpornpomsHeEpro»

20

1982-1995

44.

MunnepoBckuii

[IPUEMHBIN ITyHKT IIEPCTH

1995-2000

45.

Xo3giicTBEeHHAs
IAccoruanus «Kupnnynsiii

3aBO I

16

1991-2005

46.

Paiionnast HMHCIEKTYpa
["occTaTHCTHKH  3aBETHHCKOTO

[palioHa

14

1943-1986

47.

3aBeTHHCKAS

PICCOMCIINOPATHBHAA CTAHIIUA

116

1950-2002

48.

Mucnekuuss 1mo 3aKynke

CeNIbXO03MPOAYKTOB

1961-1962

49.

3aBeTHHCKas TUHOTrpadus

INo 41

19

1965-1998

50.

MY «Pemakiusi

[paifOHHOTO pao»

1992-2006

51.

CIIK «CaBpasa»

532

1943-2007

52.

MNucnexuus
[MunucTepcTa PO no Haoram |
cOopam 10 3aBETHHCKOMY

paiiony PocToBckoii obnacTu

30

1990-2002

53.

3aBeTUHCKUH o4YTaMT
Ynpasnenus DenepanbHOH
MOYTOBOM  CBsI3M  POCTOBCKOH
oOmacTn - ¢mmana
DenepalibHOrO

TOCYJapCTBEHHOTO YHHTapHOTO

npennpustus «lloura Poccuny»

100

1944-2005

55.

CoBxo03 «Pommua»




5 56. CIIK «Domun» 474 11957-2012

5 57. Koomepatus «Turan» 2 |1997-2001

Hroro 2005-20 4897 [1943-2011
04 11

ApxuB B cBoell paboTe pyKOBOJACTBYETCS CIEIYIOIIUM ITOJI0KEHUEM.
[TOJIOKEHUE
0 3aBETMHCKOM MYHHUIUIAJIBHOM apXHUBE JOKYMEHTOB 110 JIUYHOMY COCTaBY

1. O6mmue noyoKeHus

1.1. AnMuHHCTpanus 3aBETHHCKOTO pPaliOHA B MENIIX OOECHeYeHHUs COLMAIBLHONH |
NPaBOBOW 3alIUTHl TPAXKIAH pEATU3yeT IMOJHOMOYHUS MO OO0ECIEYECHHUIO HEHTPAIN30BAHHOTO
XPAaHEHUs U MCIOJIb30BaHMs JTOKYMEHTOB IO JMYHOMY COCTaBY YUYPEXACHWH, OpraHM3alvil U
IpeanpusITHil 3aBETHHCKOTO pailoHa, B TOM YMCJI€ JIMKBUAUPOBAHHBIX CTPYKTYp, HE3aBUCUMO OT
¢dopM COOCTBEHHOCTH, HE MMEIOLIUX IPABONPEEMHHMKA M BBIIIECTOAIIEIO MO MOJAYMHEHHOCTU
oprasa.

1.2. Jna pewmieHus 3ajad MO peaju3allMyd IOJHOMOYMH B 00JacTH apXHBHOIO Jeia
aAMHHMCTpals o0pazyeT 3aBETMHCKUN MYHUIMNAIbHBIA apXUB JOKYMEHTOB [0 JINYHOMY
cocTaBy (nanee uMenyercss ApxuB). Kpatkoe HauMeHOBaHUE - 3aBETUHCKHUI apXUB 110 JINYHOMY
COCTaBy.

1.3. Mecto Haxoxaenuss Apxusa: 347430 PoctoBckas o0nacTh, 3aBeTHHCKHUI paiioH,
c.3aBeTHoe, yi.JlomoHocOBa, 24.

1.4. ApxuB uMeeT IpaBa CaMOCTOSITEJIBHOTO FOPUIMYECKOrO JIMIA, CAMOCTOATEIbHBIN
Oayanc, cueT B OaHKe, Ie4arh, PUPMEHHBIC OJAHKH.

1.5. Tlonoxenue 00 ApxuBe yTBEp)KAAeTCs IMPABOBBIM aKTOM AJMUHHCTpaLUU
3aBeTHHCKOro pailoHa ¢ ydyeToM pekoMmeHjanuii KoMmurera mo ynpaBieHHIO apXHUBHBIM JI€JIOM
AJIMUHHCTpaluu PocToBckoit o0iacTH. B ITonoxenuu 3aKpEIUIAIOTCA
OpraHM3aI[MOHHO-TIPAaBOBOM CcTaTyc ApXWBa, 33Jaud U (QYHKIUH MO PYKOBOJICTBY apXHUBHBIM
JIJIOM, TIOJTHOMOYHMS II0 HX pealu3alyM, OTBETCTBEHHOCTb 3a COCTOSHHE, Pa3BUTHE U
COBEpLIEHCTBOBAHNUE apXUBHOTO JIENa.

1.6. ApxuB B CBOEH AESATEIBHOCTH PYKOBOACTBYyeTCsl KoHCTUTYIIMEH
P®, denepanbHbIMU 3aKOHAMHM M APYTMMH HOPMATHBHBIMHU IPaBOBBIMU akTamMu Poccuiickoit
®eneparun 1 PocToBckoil obmacti, YcTaBOM MYHUIIMNAIBHOTO 00pa3oBaHUsS «3aBETUHCKUH
pailoH», TMpaBOBBIMU aKTaMH AJMHUHHUCTpAlMM pailoHa, HOPMATUBHO-METOANYECKUMHU
nokymeHTamu PenepanbHoi apxuBHOU ciayxObl Poccnun, Komurera o ynpasieHHIO apXMBHBIM
nenoMm AnMuHHECTpannu PocToBckoii o6actu u HacTosmuM [lomoskeHuem.

1.7. ®uHaHCUpOBaHME ACATEIBHOCTH U MaTepUAIbHO-TEXHUYECKOe obecrieueHne ApxuBa
OCYIIIECTBIISIETCS 3a CUET CPEACTB Oro/KeTa 3aBETUHCKOTO paiioHa.

1.8. JlonoJHUTENbHBIMA UCTOYHUKAMHU (PMHAHCUPOBAHUS MOTYT OBITh:

a) LeJeBble CPeACcTBa M3 00JacTHOrO OrojkeTa (IpH peau3aluy MPOrpaMM Pa3BUTHUS
apXMBHOTO [I€Nla, BKJIIOYAIOIIMX MEPONpUATHS B 3aBETHMHCKOM paloOHE; pealu3aluyu
rOCy/IapCTBEHHBIX IOJIHOMOYHMI B cdepe apXMBHOro Jeia AJAMHHHCTpalMM paiioHa, B T.U.
IOJTHOMOYHMII Ha XpaHEHHWE apXUBHBIX (OHJOB M APXUBHBIX JOKYMEHTOB OpraHU3allHi,
OTHECEHHBIX K TOCYJapCTBEHHOH COOCTBEHHOCTM U pAaclOJIOKEHHBIX Ha TEppPUTOPUU
3aBETUHCKOIO paiioHa);

0) BHEOIO/DKETHBIC CPEACTBA, B T.4. OT MPHUHOCAIICH IOXOHA ACATENHHOCTH ApPXHUBa,
IIPEyCMOTPEHHOM €T0 YUPEAUTEIbHBIMA JOKYMEHTAMU;




B) CIIOHCOPCKHE U MHBIE CPEJCTBA, 1OJIyYEHHBIE 3aKOHHBIM ITyTEM.

1.9. Homenknarypa (mpeiCKypaHT) IUIATHBIX pabOT W yCcIyr ApXwBa yTBEp)KIaeTcs
IPaBOBBIM aKTOM AJIMUHUCTpAallMM pailOHa Ha OCHOBAaHMM NEpPEYHs IUIATHBIX padoT M yCIyT,
pa3pabotanHoro Komurerom mo ympaBieHUIO apXHBHBIM J€J10M AIMUHHCTpanuu PocToBckoi
00J1aCTH U YTBEP>KJIEHHOTO OPraHOM IrOCyIapCTBEHHOMU BiiacTu PocToBCcKOM 00JacTu.

1.10. Anmunucrtpanuss 3aBEeTHHCKOTO pailoHa oOecrieunBaeT ApPXWB TOMEIICHHIMH,
OTBEYAIOIIUMH HOPMATHBHBIM TpeOOBaHMUAM OOECIIEYECHUsI COXPAaHHOCTH JOKYMEHTOB, €ro
coJiep)kaHue, TEXHUYECKOe OCHAIlleHHe, 000pyI0BaHe, OXpaHy, TPAHCIIOPTHOE 0OCITy:KUBaHHUE U
co3/1aHNe HEOOXOAUMBIX YCIOBHM Tpy/a paOOTHHKOB.

[Ipu mnepemaue 3manust (IOMEILIEHUs), B KOTOPOM pa3MmelieH ApXuB APYyrum
opranuszanusaM, [1aBa 3aBeTMHCKOro pailoHa NPUHUMAET pELIEHHE O IIPEIBAPUTEILHOM
MIPEIOCTABIICHUU PABHOLIEHHOTO UK 00Jiee MOAXOIAIIETO A Pa3MEIleHUs JOKYMEHTOB 3aHus
(momerieHus).

2. 3anaun u pyHKIIMU ApXHUBa

2.1. OcHOBHBIMH 3ajayaMu ApXHUBa SBISIIOTCA OOECIEUEHHE COXPAHHOCTH U YyYeT
JIOKYMEHTOB MO JIMYHOMY COCTaBY M MX UCIOJIb30BAHUE B LIEJISIX COLMAIBHO-TIPABOBON 3aIIUTHI
rpaXkaaH.

2.2. ApXuB B COOTBETCTBHH CO CBOMMHU 33JJa4aMU BBITIOJIHSET CIAEAYIOUINE PYHKIINU:

1) mpuHMMaeT Ha OCHOBE 3aKIJIIOUEHHBIX JOTOBOPOB U B COOTBETCTBUHU C I'paduKaMu OT
YUPEKICHUM, OPraHu3alrid U IPEeANPUATHH-HCTOYHUKOB KOMILIEKTOBAHUS ApXHBa JTOKYMEHTBI
0 JIMYHOMY COCTaBy, 0OpaOOTaHHBIE U YUTCHHBIE COTJIACHO YCTAaHOBJICHHBIM IIPAaBUIIaM, a TaK ke
JIOKYMEHTBI OT JIMKBUIMPOBAHHBIX OpraHU3aluil, He UMEIOLINX IPABOIIPEEMHUKOB;

2) XpaHUT ¥ 00eCTIeYnBACT COXPAHHOCTh JOKYMEHTOB MPUHATHIX B APXUB;

3) Bemer yder XpaHsuuxcsi B ApXHBE JOKYMEHTOB, mpezacrasiser Komurery B
YCTaHOBJICHHOM MOPSIKE CBEACHUS O cOCTaBe M o0beMe (JOHI0B APXUBA;

4) cocTaBisieT U BEJET CIMCOK YUPEKICHUH, OpraHu3aluil 1 NpeanpusTUi-UCTOYHUKOB
KOMIUIEKTOBaHMsI APXHBA U KAPTOTEKY O MECTOHAXOKIEHUH JOKYMEHTOB I10 JTMYHOMY COCTaBY;

5) oka3bIBaeT yupeKIeHUSAM, OpraHu3alusiIM, IPEAIPUITUIM METOJUYECKYIO, a HA OCHOBE
COIJIalIeHUH (JI0rOBOPOB) U MPAKTHUYECKYIO IIOMOIIb B IPOBEJCHUU SKCIIEPTU3I U YIOPSIOUECHUH
JIOKYMEHTOB, IPOBOAUT O0OpabOTKY M ONHCAaHWE JIOKYMEHTOB, MOCTYNMBIIUX B ApXUB B
HEYIIOPSI0YEHHOM COCTOSIHUM;

6) OCYIIECTBISIET OPraHN3AIMOHHO-METOIMUYECKOE PYKOBOJICTBO pabOTOM C TOKYMEHTAMHU
10 JINYHOMY COCTaBY B YUPEXKIEHUSAX, OPTaHMU3ALMAX U MPEANPHUATUAX palioHA, OKa3bIBAET UM
MIOMOIIb U KOHTPOJIUPYET COCTOSIHUE U XPaHEHHE JOKYMEHTOB I10 JINYHOMY COCTaBY;

7) ydacTBYyeT COBMECTHO C OpraHM3alMsMU B pa3pabOTKe METOIMYECKHUX IOCOOUH,
NaMATOK, KacaromMxcsi padoThl C JIOKYMEHTaMH [0 JINYHOMY COCTaBy, B OpraHU3allud U
IPOBEICHUN CEMUHAPOB U JAPYTUX MEPONPUATHI MO MOBBIMIEHUIO KBaJHM(PHUKAIMKU paOOTHUKOB
YUpEXKJIEHUH, OpraHu3aluil ¥ NpeJIpUusaTuil o BOIpocaM paboThl ¢ TOKYMEHTAMHU 10 JINYHOMY
COCTaBY;

8) co3maer, COBEPIICHCTBYET M IMOMOJHSET HAY4YHO-CIPABOYHBIA ammapar (OomucH,
KaTaJIoTH, YKa3aTellu U T.11.) K JOKYMEHTaM I10 JIMYHOMY COCTaBY, XpaHSIIUMCS B ApXUBE;

9) opraHu3yerT HCHOJIb30BaHUE JIOKYMEHTOB: B YCTAHOBJICHHOM IIOpSJKE BbIJAeT
YUPEXKJIEHUAM, OpraHU3alusAM M NPEANPUATHAM JOKYMEHTHI BO BpPEMEHHOE II0Jb30BaHUE;
HCIIOJTHSIET 3allpoChl YUYPEXKACHWM, OpraHU3aluil ¥ NPEeANpHUsITHH, BBLAAET IO 3asBICHUSM
IpaKJaH apXWBHBIE CIPAaBKH, KONHHU, BBIMHMCKH, MOATBEP)KIAIOIIME TPYIAOBOM CTaX, pa3Mep
3apa0OTHOMN MUIATHI M APYTHE BOMPOCHI, HEOOXOAUMBIC 11 0OPMIICHUS TIEHCUH TpaKJaHaM U
pEeILIeHNs IPYyruX COLUAaIbHO-IIPABOBBIX BOIPOCOB, BBIJAET APXUBHBIE CIIPAaBKU O HE COXPAHHOCTH
JIOKYMEHTOB 10 JIMYHOMY COCTaBY;

10) KOHCYJABTHpPYET TpaXKJaH U OpraHu3allMd MO BOMPOCaM MECTOHAXOXKIACHUS
JIOKYMEHTOB 110 JIMYHOMY COCTaBY;

11) ocymecTBisieT pPO3bICK JOKYMEHTOB II0 JIMYHOMY COCTaBY, 3alpallUBacT OT
CTPYKTYPHBIX MOJpa3AeieHuil AIMUHUCTPALUN, BEIOMCTBEHHBIX apXMBOB, MyHHUIIMNAIbHBIX U
rOCyJapCTBEHHBIX apXUBOB CBE/ICHUS, HEOOXOAMMBIE Il UCTIOJHEHUS 3aIPOCOB IPAXK/IaH.



2.3. ApxuB pelaeT cTosIMe Nepel HUM 33Ja4i BO B3aUMOZAEHCTBUYM ¢ MyHUIIMITATIbHBIM
apXMBOM AJMUHHCTpAUU 3aBETHUHCKOTO panioHa, APYTMMH CTPYKTYPHBIMH IOJpa3IeICHUSIMA
AJMUHUCTpALUY, YUPEXKACHUIMU, OPraHU3aLUAMU, IPEANPUATUIMHI palioHa.

3. CocTaB I0KyMEHTOB ApXHBa

3.1. ApXHB XpaHUT 3aKOHYEHHBIE JI€TIONPOU3BOICTBOM JIOKYMEHTHI 10 TMUHOMY COCTaBY:

1) JUKBUAMPOBAHHBIX, PEOPraHU3OBAHHBIX, H3MEHUBLIMX (QOpMYy COOCTBEHHOCTH
YUPEKICHUN, OpPraHu3aluid W IPEANPUATHM, HE HMMEIOLUIMX IPABOIPEEMHUKOB WIIM BBIIIE
CTOSIIMX OpraHU3alUi; YYpEeKICHWH, OpraHu3aluid, NOPEeANpUATHHA, AEATEIbHOCTb KOTOPBIX
OrpaHuYeHa TeppUTOpUEi 3aBETUHCKOTO paiioHa, HE3aBUCUMO OT (JOPM COOCTBEHHOCTH, a TaK JKe
UX NPEIUIECTBEHHUKOB - HICTOYHUKOB KOMIUIEKTOBAHMS ApXUBa;

2) opraHu3zauuMid - MCTOYHMKOB KOMIUIEKTOBAaHMS ~MYHULUIIAIBHOIO  apXuBa
AJIMUHHCTpaluuy 3aBETUHCKOIO paiiOHa, HE UMEIOIIUX YCIOBUM Ul XpaHEHUsI JOKYMEHTOB IO
JMYHOMY COCTaBY.

B cocraB 1oKkyMeHTOB ApXHBa BXOJAT CIAEAYIOIINE KATErOPUU JOKYMEHTOB:

1) NOKyMEHTBI IO JIMYHOMY COCTaBy CO CpOKaMHM XpaHeHuss a0 75 mner (opra-
HU3ALMOHHO-PACHOPAIUTENbHbIE ~ JOKYMEHTBI, JIMYHbIE JI€Jla, YYETHblE  JOKYMEHTHI,
Oyxraiarepckue JOKYMEHTHI);

2) TOKyMEHTHI A0AroBpeMeHHOro (cBhiiie 10 jeT) u BpeMeHHOro cpoka xpanenus (1o 10
JIeT) OpraHu3alyii - UCTOYHHKOB KOMILUIEKTOBaHUS (Ha JOTOBOPHOM OCHOBE), a TaK Ke
JMKBUJIMPOBAHHBIX OpraHU3aluil IpU OTCYTCTBUU Yy HUX MPABONPEEMHUKA WIM BBIIIECTOSIIECH
OpraHu3aIyy (0 UCTEUYCHUS CPOKA XPaHEHUS ITUX JTOKYMEHTOB);

3) Hay4HO-CIIPaBOYHBIN anmnapaT ApXuBa, paCKpbIBAIOLIUI COCTaB U cojiepkaHne GOHI0B
ApxuBa (omnucH, KapTOTEKH, YKa3aTeIHl, UCTOPUUYECKHE CIIPABKU), U YUETHbIC IOKYMEHTHI (KHUTH
ydeTa MOCTYIUICHHs ¥ BBIOBITHS €)1, CIUCKHU (POHJIOB, Jeia (POHIOB U Ap.).

4. IIpaBa ApxuBa

4.1. ApXuB 7151 OCYIIECTBIEHUS CBOMX OCHOBHBIX (DYHKIIMI MMEET MpaBo:

1) 3ampamuBaTh U NOJIy4YaTh B YCTAHOBJIEHHOM MOPSAJKE OT YUpEeXKICHUN HE 00X0UMbIe
JUISL BBITIOJTHEHUS BO3JIOKEHHBIX Ha APXUB 33/1a4 CBEJEHUS O JOKYMEHTaxX I10 JIUYHOMY COCTaBY;

2) mocenath yupexJIeHus, OpraHU3aluu U IPeIIpUsTUs PacloyioKEHHbIE Ha TEPPUTOPUU
paiioHa ¥ IPOBEPATH YCIOBUSA XPAHEHUS U COXPAaHHOCTD JOKYMEHTOB I10 JINYHOMY COCTaBY;

3) uHOpMUpOBATH PYKOBOIAUTENICH YUPEKIACHUN, OpPraHU3aluid W TMPEANPUATANA O
COCTOSIHUM XpaHEHUs U COXPAHHOCTH, JOKYMEHTOB 110 IMYHOMY COCTaBY, BHOCUTH IIPEJI0OKEHHUS
Y J1aBaTh PEKOMEHJAMH 110 €T0 COBEPLIEHCTBOBAHMIO;

4) KOHTpPOJIUPOBaTh BBINOJIHEHHE YUYPEKICHUSIMU - HCTOUYHUKAMH KOMILIEKTOBAHUS
ApxuBa M YUPEKIEHUSMU U OpraHU3alMsIMH TOCYAApCTBEHHOW (OpMBI COOCTBEHHOCTHU
YCTaHOBJIEHHBIX IIPaBUJI OPraHU3allMy U XPAHEHUS JOKYMEHTOB I10 JIMYHOMY COCTaBY;

5) B YCTaHOBJIIEHHOM TOpPSAKE 3aKI04YaTh C 3aUHTEPECOBAHHBIMHM YUPEXKICHUSMU,
OpraHu3alUsIMH M TMPEANpPUATHIMHU, He3aBUCUMO OT ((popM COOCTBEHHOCTH, COTJIAIICHUS
(IoroBOpBI) O LIEHTPATU30BAaHHOM XPAaHEHHH, HCIIOJIb30BAaHUM M YHNOPAIOUYEHUU TOKYMEHTOB,
OKa3bIBaTh IOPUAMYECKUM U (PU3MUECKUM JIMIIaM IIJIaTHBIE YCIYTH B paboTe ¢ JOKYMEHTaMu 110
JUYHOMY COCTABY M I10 UCIIOJIHEHHIO COLIMAIBHO-ITPABOBBIX 3aIIPOCOB;

6) UCMOIb30BaTh MOJYUYEHHbIE BHEOIOKETHBIE CPEICTBA JJIS YIYUIIEHUS OpraHU3aIiH
paboThl ApXHBa U peUICHHs COIUAIBHBIX BOIIPOCOB;

7) ydacTBOBaTh B palOoTe JMKBHUIAIMOHHBIX KOMUCCHHM YYpEXKIEHHH, OpraHu3alui u
PENNPUATHH, TOKYMEHThl KOTOPBIX HE BXOJAST B cocTaB ApxuBHOro ponma PO nns pemenus
BOIIPOCOB COXPAHHOCTHU JOKYMEHTOB I10 TUYHOMY COCTAaBY.

5. PyxoBoacTBO ApxuBa

5.1. PykoBoaCTBO ApXMBOM OCYIIECTBIISIET 3aBEAYIOIINNA apXUBOM. 3aBEAYIOIIHAN
apXMBOM Ha3HayaeTcs 1 OCBOOOXKAAETCS OT JODKHOCTHU I 1aBoii 3aBeTHHCKOTO paiioHa.

5.2. 3aBenyromuii ApXuBOM:

1) ocymiecTBIsET HEMOCPEACTBEHHOE PYKOBOACTBO JIEATENBHOCTEIO ApX1Ba, OPraHU3yeT
ero paboty; obecreunBaeT pelIeHUe BO3JIOKEHHbBIX Ha HEro 3a/1ad4;



2) U37aeT B mpejieyax CBOe KOMIETEHIIMU TPUKA3bL;

3) mpuHMMaeT Ha paboTy, ompeAeiseT OOS3aHHOCTH M YTBEPKIACT TOJDKHOCTHBIC
WHCTPYKIIUU paOOTHUKOB APXHBA,

4) otunThIBaeTCs 0 paboTe ApxuBa nepe AJIMUHUACTPALUEH U B YCTAHOBIIEHHOM IOPSIKE
- nepea KoMUTeTOM 10 yIpaBiIeHUIO apXUBHBIM JIEIOM AMHUHUCTpaui PocToBckoii o0nacTy;

5) opraHuszyer U BeAET MPHUEM Tpak[IaH, pacCMaTPUBAET WX 3aSBICHHUS U >KAI0O0BI IO
BOIIPOCaM, BXOJISIIUM B KOMIICTCHIINIO APXHBA;

6) BbIJACT B YCTAHOBJIEHHOM TMOPAOKE TpakJaHaM U YUYPEXKJACHUSIM CIPABKU
COILMATILHO-TIPABOBOTO XapaKTepa, KOMUHU, BBIMMUCKHU U3 JIOKYMEHTOB;

7) 3aKI04aeT B yCTAaHOBJICHHOM HOPSIKE JOTOBOPHI C YUPEKACHUSIMH, OpTaHU3aLUIMU U
NPEIIPUATHSIME Ha BBITIOJTHEHUE APXHBOM TUIATHBIX PabOT U YCIIyT;

8) obecnieunBaeT cOONMIOACHHE OXPAHHOTO, TPOTUBOMOKAPHOTO M CAHUTAPHOTO PEKUMA B
XPaHWUJIUIIAX;

9) onpenensier noTpeOHOCTH ApXHBa B 000PYJIOBaHUH U MaTepuaiax.

5.3. 3aBeayrouuii ApXMBOM HECET EPCOHAIBHYIO OTBETCTBEHHOCTD:

1) 3a BbINOJTHEHHE BO3NOKEHHBIX HA HEro O0Os3aHHOCTEH C y4eToM IIpas,
IPEOCTaBICHHBIX eMy HacTosmuM [lonoxenuem;

2) 3a coXpaHEHHE CIyKEOHOW, KOMMEPUYECKON MM MHOMN, OXpaHsIeMON 3aKOHOM TailHbI
IIPU OCYIIECTBIEHUU CBOMX JOKHOCTHBIX MOJTHOMOUYUHN B pabOTe C JOKYMEHTaMH.

I'ocypapcTBeHHBI apXUB 110 THYHOMY COCTAaBY B I.MeKaypedyeHcke

ApxuBHble (OHIOBI OTPAKAIOT PA3IUYHBIE ACHEKTHl COLUAIBHO-OKOHOMHUYECKOM,
VCTOPUYECKON M KyJIbTYpHOM KM3HM T. MexnypeueHcka. MMeroTcs KOJUIEKUUH JOKYMEHTOB
JMYHOTO MPOUCXOKACHUS, POTOIOKYMEHTHI. ITO MPEACTABISAET HAUOOIBIIYIO IEHHOCTD.

Jlpyrum HampasiieHHEM B paboTe ApxuBa, IOMUMO XpaHEHHs, KOMIUIEKTOBAaHUS, yUyeTa 1
UCIIOJIb30BAaHUSl ApXMBHBIX JOKYMEHTOB, SIBJISIETCS OKa3aHME METOAMYECKOW M IPAKTHYECKOH
MIOMOLIY IO JAEJIONPOU3BOJACTBY M XPAHEHHIO JTOKYMEHTOB B OpPraHM3aLMAX, NPEINPUITHIX U
JIPYTUX YUPEXKIAECHHUM, BEICTYNAIOIINX HCTOYHUKAMU KOMIUIEKTOBaHUSI ApXUBa.

OnHO U3 BaXXHEHIIMX HaNpaBiIeHU pabOThl apXuBa SBJSETCS 00ecreueHNe COLMaTbHBIX
npaB U norpebHocTeil rpaxnaH. Co gHS oOpa3oBaHusi ApXHMBa M IO HACTOSIIEE BpeMs B
HECKOJIBKO pa3 BO3pOC MOTOK 3alPOCOB COLIMAIBHO-IIPABOBOTO M TEMAaTUYECKOTO XapaKTepa.

ApXUB SBIS€TCS TOCYAAPCTBEHHBIM YUPEXKIEHUEM, IO/BEIOMCTBEHHBIM ApPXUBHOMY
ynpasieHuto KemepoBckoil 007acTH, OCYIIECTBISAIOIIEMY KOOPAMHALMIO M PEryIupOBaHHE
nesTeNIbHOCTH ApxuBa. YupenureneMm ApxuBa BeIcTynaeT ApxuBHoe ynpasiieHue KemepoBckoii
obnacru.

ApXUB ABISETCS IOPUAUUECKUM JIUIIOM, UMEET CAMOCTOSITENIbHBIN OaaHc, JINLIEBOM CUET B
Ka3HayelcTBe, 000COOJEHHOE HWMYIIECTBO, IUTaMO M TepOOBYyK TMe4yaTb CO CBOUM
HAaUMEHOBAaHMEM, OJaHKH. APXUB BBICTYNAET UCTIOM M OTBETYMKOM B CyJl€ B COOTBETCTBUU C
3aKOHOAATENbCTBOM PD.

Ucropuueckas crnpaBka [ KYKO «l'ocymapcTBeHHBIN apXUB JOKYMEHTOB IO JIMYHOMY
cocraBy KemepoBckoit obmactu B r. Mexaypedencke». 30 ampenst 2004 roga B CBSI3U C
HEOOXOUMOCTBIO  O0ECIEeYeHHs] COXPAaHHOCTH  JOKYMEHTOB [0  JIMYHOMY  COCTaBy
JMKBUAMPOBAHHBIX YTOJIbHBIX NpeAnpusaTuii rora Kyzbacca u B COOTBETCTBUH C paclopsyKeHUEM
Anmunuctpanuu  Kemeposckoir  obmact ot 30.04.2004r. Ne 545-p mnHa Oaze
PEKOHCTPYHPOBAHHOTO MOMEIIEHUSI B aIMUHUCTPATUBHO-OBITOBOM KOMOMHATE OBIBILIEH IIAXThI
nmenu JI.JI. IlleBskoBa, a B Hactosimee Bpems 3A0 Illaxtel Pacnanckas-KokcoBas B ropoje
MexnaypeueHcke Obul  OTKpBIT MexaypeueHckuid  ¢unman  ['ocyaapcTBEHHOro  apXuBa
KemepoBckoii 06macTH.

01 wurons 2008 r. Ha ocHoBanuu Pacnopspkenust ['ybepuaropa KemepoBckoii o0iactu ot
18.05.2008r. Ne 67-pr co3mano I'ocymapctBeHHOe yupexzaeHue KemepoBckoil obnactu
«["ocymapcTBeHHBIN apXUB JTOKYMEHTOB IO JUYHOMY cocTaBy KemepoBckoil oOmacté B T.
MexaypeueHcke», KOTOpoMy ObLIM NepeJaHbl (YHKLIUU YIPa3THEHHOTO Mex1ypedeHCKOpro
¢mmana "['ocynapcTBennoro apxusa KemepoBckoit o0macTH.


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

01.06.2011r. Ha ocHoBanuu Pacnopsbxenus Komnernn Anmunuctpanuu KemepoBckoit
obmactu ot 18.05.2011 r. Ne 380-p «OO0 wW3MEHEHWM THWIIA CYHIECTBYIOMUX OIOKETHBIX
VUPEXKIEHUN — TOCYNapCTBEHHBIX ydpexacHuii KemepoBCKoW 007acTH, MOIBEIOMCTBEHHBIX
apXuUBHOMY yrpaBieHuio KemepoBckoil 0611acTH, B ENSIX CO3/1aHus TOCYJapCTBEHHBIX Ka3€HHBIX
yupexaenuii KemepoBckoit oOnactu» co3nano [ocygapcTBeHHOE Ka3eHHOE YUpEkKIEHUE
KemepoBckoit o6mactu  «l'ocymapcTBeHHBI apXWB JOKYMEHTOB [0 JIMYHOMY COCTaBy
KemepoBckoii o0mactu B r. MeXIypeueHCKe».

l'ocynapcTBeHHBIM Ka3eHHBIM yupexaeHneM KemepoBckoii ob6nactu ['ocymapcTBeHHBII
apXMB JJOKYMEHTOB I10 TUYHOMY cocTaBy KemepoBckoii 001acTu B I. MexaypedeHCKe pyKOBOIUT
JUPEKTOP.

OcHoBHBIMU 3a7jauaMu ['0CyJapCTBEHHOTO apXUBa SIBJISIFOTCSL:

1. ObecneyeHne COXPaHHOCTU U rOCYAAPCTBEHHbIN YYeT AOKYMEHTOB MO JIMYHOMY
cocTaBy ApxusHoro ¢oHaa Poccuiickoit Peaepaumu.

2. ObecneyeHne coOLNANbHOM 1 MPABOBOM 3aLUMTbI FPaXKaaH.

3. McrnosiHeHMe 3anpoCcoB rocy4apCTBEHHbIX, MHbIX YYPEXKAEHUMN, FPaXKAaH MO AOKYMEHTAM

YypesaeHus, BblAava UM apXMBHbIX CMPaBOK COLMAsIbHO-MPaBOBOro Xapakrepa O NOATBEPXKAEHMM
CTaxka paboTbl, IbFOTHOIO CTaxXa pPaboTbl, 0 3apaboTHOM NnaTe NpeaoCcTaBAEHUE JOKYMEHTOB MU UX
KOMnu.

B Hactosiiee Bpemst B ['ocyaapcTBEeHHOM yupexaeHUH XxpaHutcs 51 GoHa no auuHOMY
coctaBy, 29033 eauHUIIBI XpaHEHUs. 3a STUMH JOKYMEHTaMHU CTOAT CyAbObI Trofeil. B ocHoBHOM
9TO TSDKEJIbIM, HO MOYETHBIA TPy Haxrepa. I'ocy1apCcTBEHHBIN apXUB IIOMOTaeT BOCCTAHOBUTH
dakt TpynoBoi Ouorpaduu, A MOIy4eHUs TPYJOBOU MEHCHUU, HAYUCICHUH PETPECCHBIX UCKOB
WHBaJIUIAM TPyJa.

CIINCOK
¢donoB ['ocynapCcTBEHHOT0 Ka3eHHOTO yupexaeHus: KemepoBckoii obmactu
«I"ocynapcTBEHHBIN apXUB JJOKYMEHTOB I10 JIMYHOMY COCTaBy
KemepoBckoii 061acTu B T. MexXaypeueHCKe»

o cocrosauro Ha 01.01.2012r.

No HaumenoBanue ¢poHna No Koun-Bo Kpaitnue
¢onoa OTIHCH Enuamig JIaThI
XpaHEeHUS
P-1 /TouepHee  OTKPHITOE  aKIMOHEPHOE] 1 1/c 420 1978-2004
0011IeCTBO
""YpaBnenue
MaTepuarbHO-TEXHUYECKOT0 CHA0XKeHHs
(OTKPBITOTO  aKIIMOHEPHOTO  O0IIecTBa
""VromsHas kommnanus Kyz6accyros"




r.Jlenunck-Ky3neuxuit

P-2 ToBapuIecTBO ¢ OrpaHHYCHHON 1 n/c 96 1991-2001
OTBETCTBEHHOCTHIO
[Ipon3BoacTBEHHO-KOMMEpUECKas
bupma "Tpuana”
r.MexnaypedeHck
P-3 Kommepuecknit AKIIUOHEPHBIN 1 n/c 54 1993-2000
6ank "Ky30acccorbank"
r.MexaypedeHck
P-4 OTKpBITOC aKIIMOHEPHOE 1 n/c 465 1958-2000
oOmectBo "CrTpouTenbHass HHIYCTPHUS"
r.MexxaypedeHck
P-5 OTKpBITOC aKIIMOHEPHOE 1 n/c 824 1934-2003
00I1IECTBO "OnroBo-3aKynovHast
cObITOBas Oaza"
r.Jlenunck-Ky3Heukuii
P-7 AKunoHepHoe 00111eCTBO| 1 a/c 3009 1954-2000
oTkpbITOro Tuna "llaxra "Haropuas"
r.HoBoky3Heuk
P-8 locynapcTBeHHOE — MPEANPHSTHE 1n/c 2410 1962-2003
"[laxTa umenu JI.[{.IlleBsikoBa"
r.MexnypeueHck
P-9 OTkpbITOE aKI[HOHEPHOE 1 1/c 118 1965-2004
oO1recTBo "J{opoKHUK"
r.MexaypedeHck
P-10 OTKpBITOE AKI[HOHEPHOE 1 1/c 1184 1969-2003
001IIECTBO "YronbHas KOMIIaHUS
"Ky3nernkyrons" r.HoBoky3Henk
P-11 3akpbITOE aKIIMOHEPHOE 0OILECTBO 1 1/c 99 1971-2002
IPeMOHTHO-CTPOUTENbHAS ¢bupmal
"TIpopad" r.MexaypedeHcK
P-12 OTKpbITOE AKI[HOHEPHOE 1 1/c 113 1962-2005
001IIECTBO "MexmypedeHCKHe

LICHTPAJIbHBIC OJICKTPOMEXaHUYCCKHUC




ImacTepckue"

r.MexaypedeHck

P-13 OTkpBbITOC AKI[MOHEPHOE 1 1/c 149 1970-2003
o61ecTBO "benoBckuii MsicokoMOnuHaT"
r.benoso
P-14 OTkpbITOC aKI[HOHEPHOE 1 71/c 1915 1960-2005
o6mectBo "IllaxTa "3pipsiHOBCKas"
r.HoBoky3nenx
P-15 OTKpEITOE aKIMOHEPHOE 1 n/c 1404 1956-2005
oOmmectBo "IllaxTa "HoBoxy3Herkas"
r. HoBoKky3HeLk
P-16 O011eCcTBO C OTpaHUICHHOH 1 1/c 17 1999-2004
OTBETCTBEHHOCTBIO "OxpaHHOE]
npeanpusitue ""apant-Cepauc”
r.MexnaypedeHck
P-17 TocymapcTBeHHOE — TIpeATIPHUSTHE 1 n/c 2043 1949-2005
"[IlaxTa "balinaeBckas"
r.HoBoky3Heuk
P-18 OTKpBITOC AKIMOHEPHOE 1 n/c 12 2003-2005
oOmectro "IIpomcTpoit”
r. MexnypeyeHck
P-19 OOmmiecTBO € OrpaHUYEHHON 1 1/c 9 1997-2003
OTBETCTBEHHOCTHIO "Trombman"
r.MexzaypedeHck
P-20 MyHHIMIaTbHOE YHUTapHOE 1 1/c 529 1969-2002
npeanpusitue "Bogokanan"
r.MexzaypedeHck
P-21 OTkpbITOE AKLMOHEPHOE 1 1/c 4296 1932-2003
obmmectso "IlaxTa "Konpuyruackas"
r.Jlennnck-Ky3Henxuit
P-22 Oumuan  "Jlenunckyroms" OAO 1 1/c 1965 1978-2003

"YronpHast kommanus "Kysdaccyromns"

r.JlennHckKy3Henukuit




P-23 MyHUIUITAIBHOE YHHTapHOE 1 n/c 164 2002-2004
[peAnpusITHE
"BomonpoBogHO-KaHATH3AIIHOHHOE
X03s11CcTBO"
r.MexnaypedeHck
P-24 AKunoHepHoe 00111ECTBO| 1 1/c 155 1981-1995
oTkpeiToro THma "llaxTompoxomueckoe
ynpasneHue Ne 2"
r.HoBoky3Henk
P-25 OTKpBITOC aKIIMOHEPHOE 1 n/c 1225 1964-2000
oomectso "lllaxra "Tomckas"
r.MexnypedeHck
P-26 OTKpBITOC AKI[HOHEPHOE 1 71/c 1681 1960-2003
00I1IECTBO "T'pamoTenHCKOE
maxToymnpasieHue" r.benoso
P-27 OTKpBITOC aKIIMOHEPHOE 1 n/c 1050 1975-2005
oOmecTBOo "YIpaBineHHE IO MOHTaXYy,
TEeMOHTaXy W PEMOHTY T'OPHOIIAXTHOTO
o6opynoBanus" T.HoBoky3HeK
P-28 Houepnsis XonauHroBas 1 a/c 622 1955-2002
[komnanust  OTKpbITOE  aKIHOHEPHOE
o6mecTBo "Paspes JIucTBsaHCKmiA"
rHoBoky3Heuk
P-29 OTKpEITOC aKIMOHEPHOE 1 n/c 420 1970-1993
oOmectso "JIncTBsaHCcKasg aBToOaza"
r.HoBoky3Heuk
P-30 OTkpsbITOE AKIIMOHEpHOE 1 1/c 91 1994-2000
o61mecTBo "HoBoKy3HeKpemcTpoii”
r.HoBoky3Heuk
P-31 OTKpBITOE AXUHOHEpHOE 1 1/c 13 1992-1997
o61mectBo "3aBox "Crpoiigerans"
r.HoBoky3Herk
P-32 OAO "DKcrIepeMeHTATBHBIH 1 n/c 117 1976-2001

BaBon"

r.HoBoky3He1k




P-33 OOmecTBO ¢ OrpaHMYCHHOM 1 n/c 8 2005-2006
OTBETCTBEHHOCTBIO "TITpomcTtpoit"
r.MexxaypedeHck
P-34 3aKpeITOE aKIIMOHEPHOE 00IIECTBO 1 n/c 138 1995-2005
[[TaxTa "Yraexom"
r.MexnypedeHck
P-35 OAO "OObenmHEeHHas yrojbHAas 1 1/c 373 1973-1982
[kommanms "FOxky36accyromns"
YmpaBieHHe — NETCKHX  JTOIIKOJIBHBIX|
YUPEXKICHUH,  COLKYJIbTOOBEKTOB U
CIIOPTCOOPY>KEHUH TPOU3BOJICTBEHHOTO
00beanHeHus "HOxky30baccyromun"
r.HoBoky3Henxk
P-36 OAO "KucenesckmaxrtocTpon" 1 n/c 508 1950-1998
r.Kucenesck
P-37 O011EeCTBO C OTpaHUYCHHOU 1 1/c 8 2002-2006
OTBETCTBCHHOCTBIO
PCY
r.MexnypeueHck
P-38 OOO XonguHroBas KOMIIaHHS 1 1/c 225 1976-2006
"TIpommiaxTo-
cTpoimMexanu3anus"
r.MexaypedeHck
P-39 OTKpEITOC aKIMOHEPHOE 1 n/c 946 1947-2003
00111ECTBO CrpourenbHas ¢bupma
"TomycarmaxTocTpoit"
r.MexypeueHck
P-40 OOmecTtBo ¢ OrpaHHYCHHOM 1 n/c 12 1992-2007
OTBETCTBEHHOCTbIO "Marazun Ne 25"
r.MexaypedeHcK
P-41 OOmecTtBo ¢ OrpaHHYCHHOM 1 n/c 10 2006-2008
OTBETCTBEHHOCTBIO "CrpoiikoHTpaKT"
r.MexaypedeHcK
P-42 3aKpBITOE aKIIMOHEPHOE OOIIECTBO 1 n/c 24 1997-2004

"ToMyCHHCKOE JIOKOMOTHBHOE  Jiero"




r.MexaypedueHcK

P-43

3aKpeITOE aKIIMOHEPHOE 00IIECTBO

"Cubupur-1"

r.MexnaypedyeHck

1 n/c

38

1994-2008

P-44

OOmecTBO € OrpaHUYEHHON

(OTBCTCTBCHHOCTBIO

"Mex1ypeueHCKIIaXTOCTPOHMOH

"

Taxx

r.MexnypeueHck

1 n/c

10

2004-2008

P-45

OO0mecTtBO ¢ OrpaHMYECHHOU

(OTBCTCTBCHHOCTBIO

"MesxnypedeHckas tunorpadus”

r.MexaypedeHck

1 /¢

2003-2008

P-46

O011eCcTBO C OTrpaHUYEHHOM

(OTBECTCTBECHHOCTBIO

"Crpoit-Ac"

r.MexaypedeHck

1 n/c

2006-2009

P-47

OO0mectBO ¢ OrpaHMYCHHOU

(OTBECTCTBECHHOCTBIO

" TopoxHHK"

r.HoBoky3Herk

1 n/c

2003-2009

P-48

Mexnypeuenckuit pumman OAO
IAKB "Ky3baccmpombank"

r. MexaypedeHck

1 /¢

42

1961-2000

P-49

OOmecTBO € OrpaHUYEHHON

oTBeTCTBEHHOCTEIO "Tomb-MHBecT"

r. Kemeposo

1 /¢

2006-2009

P-50

OOmecTBO ¢ OrpaHUYEHHON

oTBeTcTBEHHOCTEIO "[lomroc"

r. MexxaypedeHck

1 /¢

13

1999-2009




P-51 OOmecTBO ¢ OrpaHMYCHHOM 1 n/c 15 2006-2010
OTBETCTBEHHOCTHIO "['panT"
" r.MexaypedeHck
P-52 OOmecTBO € OrpaHUYEHHON 1 71/c 6 2001-2009
OTBETCTBEHHOCTBIO
"Boctok-Tpansur-M"
r.MexaypedeHck
P-53 OOmecTBO € OrpaHUYEHHON 1 1/c 9 2006-2009
OTBeTCTBEeHHOCTHIO "Tenexom ycmyra"
r.Kemeposo
P-54 O011eCcTBO c OTpaHUYCHHOU 1 1/c 8 2005-2010
OTBETCTBEHHOCTBIO
"TIpomIIaxTocTpOHMOHTaX"
r. MexaypeueHck
P-55 O011eCcTBO C OTpaHUYICHHOU 1 1/c 346 1976-2000
OTBETCTBEHHOCTBIO
"TIpuromckas aBToOa3za"
r.MexaypedeHck
P-56 OO0mmEecTBO ¢ OrpaHUYCHHOM 1 n/c 15 2001-2011
OTBETCTBEHHOCTBIO
HMTCH
r.MexnypeueHck
P-57 OOmiecTBO € OrpaHUYEHHON 1 1/c 77 2003-2010

(OTBCTCTBCHHOCTBHIO

"Azusg"

r.MexypeueHck

I'KVYKO «I'ocynapCTBEHHBIN apXuB JOKYMEHTOB MO JUYHOMY cocTaBy KemepoBckoit

00J1acTH B T. MC)K,Z[pr‘-ICHCKC» OpeaoCTaABIACT YCIIYI'U FOPUANYICCKUM JIMLIaM:

o MCMOZIHEHWE 3aMPOCOB, NMOCTYNAOLWMX OT pefepanbHbiX OPraHOB roCy4apCTBEHHOM
B/1aCTW, OPraHOB BNACTM cybbeKToB PP, opraHOB MECTHOrO CamMoynpaB/ieHns, cyaa, MPOKypaTypsl, ;
o MCMNOIHEHWE 3aMPOCOB yupexaeHUii-GoHA006pa3oBaTeiei No AOKYMEHTAM UX

dPXUBHbIX d)OH,CI,OB AanAa Cﬂy>K€6HOI'O NO21b30BaHUA;

. OKa3aHwune KOHCVJ'IbTaTVIBHO-METO,CI,W-IECKOlz nomowiu

y‘-lpe)K,LI,eHMﬂM-¢OH,ﬂ,OO6pa3OBaTeﬂﬂM no Bonpocam pa60TbI BEeAOMCTBEHHbIX apXMBOB N OpraHn3auunun

AOKYMEHTOB B A4e€/10NPON3BOACTBE,




. KOHCyNbTUpPOBaHMe ropnan4yecKnx ny, no sonpocam AOKYMEHTAaUMOHHOIo obecneyeHus
ynpasaeHnA 1 apXnUBHOTO Aena,

o npuem Ha XpaHeHue JOKYMEHTOB Mo IMYHOMY COCTaBY JIMKBUAMPOBAHHbIX U
peopraHM30oBaHHbIX NPeANPUATUI N yupeRaeHNA pasnndHbIXx Gopm cOBCTBEHHOCTY;

o ynopago4yeHne 4oKymeHToB, dopmmupoBaHmne n obopmMmaeHne apxmMBHbIX Aen Mo 3asBKam
opraHusauui;

. KOHCY/NbTUPOBaHUE PUANYECKUX U GU3MYECKMX /1ML, NO BOMPOCaMm

[LOKYMEHTaLMOHHOro obecneyeHns ynpasaeHus v apxMBHOro aena.

I'KYKO «l'ocynapcTBEeHHBI apXuB JIOKYMEHTOB IO JIMYHOMY cocTaBy KemepoBckoi
o0nacty B r. MeXIypeueHCKe» MPeAOCTaBISAET YCIYTH (PU3NIECKUM JIUIAM:

. MCNOIHEHME 3aNPOCOB, CBA3AHHbIX C COLMANbHOM 3aLLMTONM rpaxkaaH,
npesycmaTpuBatoLLei MX NeHCUOHHOe obecrneyeHne, a TaKKe 419 NOoyYeHUs NbroT U KOMNEeHcaL il B
COOTBETCTBUM C 3aKOHOAATENLCTBOM Poccuiickoit Pesepaumu.

o BblAaua ayb/vKata, nepeodopmieHne apxMBHOM CNpaBKM B3aMeH yTPaYeHHoM,
M3roTOB/NEHME HECKO/IbKMX IK3EMMNAPOB apPXMBHOM CNPaBKU;

. MOArOTOBKa CMpaBKM 06 OTCYTCTBUM B apXmMBe 3anpallvBaemblX AOKYMEHTOB;

. KOMMpOBaHME AOKYMEHTOB Ha BYMaXHOM OCHOBE TEXHUYECKMMM CpeacTBaMm apxmea no

3anpocam rpaxaaH.
B I'KVY KO «'ocynapcTBeHHbIN apXUB JOKYMEHTOB I10 JUYHOMY cocTaBy KemepoBckoii
o0acTy B . MexypedeHcKe» BeAeTCs JIMYHbIN NpUeM I'paXk/laH U MMCbMEHHBIX 00pallleHui no

BOIIpOCaM:
1. MopaTtsepKaeHMe TPyAOBOro CTaKa.
2. MoaTBepAaeHUe cTaxka paboTbl B 0COObIX YCAOBUAX TPYAA (NIbFOTHOrO CTarKa).
3. MpefocTaBneHne ceeaeHnii 0 pasamepe 3apaboTHOM NaaTbl:
o Ana LleHTpa 3aHATOCTH
o ana NeHcnoHHoro poHAa
o ans obopmaeHns 601bHUYHOIO INCTA
o ana ®oHAa coumnanbHOro CTPaxoBaHuA
1. MoaTteepkaeHMe dpaKTa HarpaxKaeHMA NN NPUCBOEHUS NOYETHOTO 3BaHMA.
2. MoareepaeHUe paKkTa HECHACTHOrO C/ly4asn Ha NPOM3BOACTBE.
3. MpepocTaBieHne cBeAeHNI O NepenMeHOBaHNN NPeanpUATUS.
4. MpepocTaBieHMe apXMBHbIX KOMUA AOKYMEHTOB.

Odopmnenne 3ampoca. 3ampockl OT TpaxAaH NPUHUMAIOTCS Ha  OlaHKax
AQHKETBI-3asIBJICHUS.

JInuHO 0OpaTUTHCS MOXKHO IO azipecy: I. MexaypedeHck, 1. [llupokuii nor

[Tpu muuHOM OOpareHuu HeOOXOAUMO MPH cebe UMETh:

. nacnopt

. KOMWIO TPYA,0BOM KHUMKKM (C TUTYNIbHBIM JIMCTOM).

[Ipn oOpamieHun Mo mMmouyTe K AaHKETEe-3asBJIECHUI0 HEOOXOAMMO MPUIIOKUTH KOIHIO
TPYAOBOW KHUXKKH (C TUTYJIbHBIM JIUCTOM).

B ciay4dae yTpaThbl TPYAOBOM KHUKKH npu 3aMOJIHEHU U
AHKETHI-3asIBJICHUS  HEOOXOJMMO MaKCUMallbHO TOYHO yKa3aTb TOJ TpHeMa U  TOJ
YBOJIbHEHMUSI.

3anpockl OT IOPUAMYECKUX JIUIL AOJKHBI ObITh 0)opMIIeHBI Ha OiaHkax opranuzanuu. [1o
tenedoHy, dakcy 3ampochkl He MpuHUMArOTCA. MH(DOpMAHO 0 TOTOBHOCTH CIIPAaBKHA MOXHO
MOJYYUTh TIO TeNeOHY apXHBa.

[Ipu HAIMUMYK B aHKETE-3asIBJICHUU KOHTAKTHOTO Telle(poHa 3assBUTENIO OyAeT COOOIIEHO O
TOTOBHOCTH CITPABKHU.

Beimaua cnpaBok. Belmaga TroTOBBIX CHpPaBOK OCYIIECTBIISIETCS NPU  HPENABSIBICHUN
MacropTa Ui HHOTO JOKYMEHTA, YIOCTOBEPSIOIETO JINYHOCTb.

B cnyuae nmonmyueHus: CripaBKu MOCTOPOHHUM JIUIIOM HEOOXOAMMO HAIMYUE MAcIopTa U
IOPUIMYCCKH 3aBEPEHHOM JOBEPECHHOCTH. ECITN 3ampoc OTHOCHIICS K KaTErOPHH IUIATHBIX YCIYT,
3aAABUTCIIHO HCOGXOI[I/IMO Hpe[[’b}IBI/ITB OHJIa‘-ICHHYIO KBUTAHIIUIO. HHOFOpOI[HI/IM 3ajABUTCIISIM
CIIPABKH OTITPABJISIFOTCS 10 TIOYTE MPOCTHIM ITHCHMOM.



Tema 3. @opmuposanue TUYHBIX 0€Sl COMPYOHUKOE
B mepByro ouepens OTMETHM, YTO BEACHHE JTUYHBIX el paOOTHHKOB HE 00s3aTEILHO B

OTHOILIEHUU BCEX KaTeropuit paboTHUKOB. O0s3aTeNIbHOE BEICHUE JIMYHBIX JIeT IPEIYCMOTPEHO,
HaIpUMep, Ha FOCYIapCTBEHHON IPaXKIaHCKOM cIyk0e B COOTBETCTBUU O CT. 42 DenepalibHOTO
3akoHa OT 27.07.2004 Ne 79-®3 «O rocymapCTBEHHOW TpaxkJIaHCKOH ciyx0e Poccuiickoi
Oeneparuny (gamee - 3aKOH O TOCYIApCTBEHHOH ciyx0e). Jlns ocTambHBIX paOOTHUKOB
00s13aTE€IbHOCTh U TOPSAJOK BEACHUS JIMYHBIX JEJI MOXET ONpPENeHsIThCA JIOKAIbHBIMU
HOPMAaTUBHBIMH aKTaMU pabOTOaTEeNsl.

Tax, TU4HBIE Aefla MOTYT BECTUChH KaK Ha BceX paOOTHUKOB, TaK M Ha OMPEAEICHHYIO0 X
Kateropuio. Ha mpeanpusaTusx auyHbIe Jena [enecoo0pa3Ho BECTH Ha CIEAYIOIIHME OCHOBHBIE

KaTeropuu pabOTHHUKOB:

1. pykosoauTenu (rnasa npeanpuaTUA, ero 3amecTuTenn, MOMOLHUKNK);

2. PYKOBOANTENUN CTPYKTYPHbIX NOAPA3AENeHUA N UX 3aMECTUTENN;

3. rnaBHble (Beaylume) cneumanmcTbl;

4. PaboTHMKK, HA KOTOPbIX BO3/10}KEHA NOJIHAA MaTepuasbHasn OTBETCTBEHHOCTL;

5. PaboTHWMKK, BKNOYEHHbIE B KaApOBbIN pe3epB ANS BblABUMKEHUA Ha Hanboiee BaXKHble
OONIKHOCTY;

6. paboTHMKK, obecneunsatowme GyHKLMOHMPOBaAHWE opraHa (annapaTa) ynpasieHus

AeATENbHOCTbIO NpeaAnpuaTnA.
OIIHaKO BO MHOI'MX OpraHu3aluiax JHAYHBIC [CJIa BCAYTCA Ha BCEX pa6OTHI/IKOB

HE3aBUCHMO OT CTaTyca M BBINOJHIEMON pabOThl (BKIKOYAs TEXHUYECKUN MEPCOHAN), TaK Kak
JMYHOE JIeNI0 - Ype3BhIYaiiHO y10OHBIH MCTOUHUK MH(OPMAIMH O KaXJIOM PabOTHUKE: B OJTHOU
nanke coOpaHbl Bce KONMUHU JIMYHBIX JOKYMEHTOB PaOOTHHUKA, IPUKA30B MO ITOMY pPaOOTHUKY U
JIpYyTrue JOKYMEHTHI.

Tak kak B Tex ciydasx, Korja peub He UAeT 00 oOpMIIEHUH KaJpOBbIX JOKYMEHTOB Ha
rOCYyJapCTBEHHON TIpakJaHCKOM CiIy:k0e, BONPOCHl C BEICHHEM JMYHBIX Ji€1 pPaOOTHHKOB
pemaroTcss Ha YCMOTpeHue paboToiarens, TO pa3paboTka M YTBEp)KACHUE JIOKAJILHOTO
HOPMAaTUBHOTO aKTa JUIIHUMHU COBEPUIEHHO TOYHO HE OyAyT.

IIpn Haymunu B Bamed opraHu3anuu VHCTpyKIMH IO KaJApOBOMY JEJIONPOU3BOJICTBY,
JOTMYHO, €CIM OTHENbHBIH ee pazfen OyAeT MOCBSIIEH HWMEHHO BEIEHUIO JUYHBIX JIell
COTPYIHUKOB.

Takoil pa3men MokeT OBITh BKIIOYEH M B COCTaB JPYruX JIOKAJIbHBIX aKTOB,
perJaMeHTHPYIOIIUX HOPSA0K 0GOPMIICHHS U XPAHEHHUS KaJIPOBBIX TOKYMEHTOB.

Hekotopsie paboTtomaTeny MPEANOYUTAIOT pa3paboTaTh OTACIBHBIA  JIOKYMEHT,
YUUTBIBAIOIINN BCE HIOAHCHI BEICHUS JIMUHBIX /€.

HezaBucumo or BeIOpaHHOW BaMu (OpPMBI NPHU perjaMeHTaluu padoThl € JIMYHBIMU
JienaMy HeoOX0IMMO YTOYHUTD:

1. KaTeropum paboTHMKOB, Ha KOTOPbIX BEAYTCA IMYHble Aena (byayT 3TO BCe COTPYAHUKM
OpraHM3aumn UAKn, HanpUMep, TONIbKO MEHeAKEePbl BCeX 3BEHbEB YNPaBIEHUA);
2. cnocob GopmMUpPOBaAHUA NYHBIX AEN;



3.

COCTaB AOKYMEHTOB ZINYHbIX Aen (B TOM YUcCne C yKadaHMem Ha 10, Kakne AOKYMEeHTbI

noAalwnBatoTCA B OPUTMHANAX, @ Kakne B KOI'IVIFlX);

4.,
5.
6.

7.
nHpopmauymtio.

nepedyeHb 1Ny, OTBETCTBEHHbIX 3@ BeAeHUE U XPaHEHUE NINYHbIX AeN;

nopAAOK Be4EHNA INYHbIX Aen;

nopAAOK O3HaKOM/IEHUA pa6OTHMKOB C AOKYMEHTaMMU, XPaHALWMMUNCA B IMYHbIX OENAX;
nopAAOK XpaHEeHUNA TMYHOTO Aena nocne yBoJsibHEHUA paﬁoTHMKa; Apyryto

Kuura (xkypHan) yyera JIMUHBIX JIe] MOKET COJIEPKATh CIEAYIOIINE CBEICHMUS:

1
2
3.
4
5

NopsAKOBbLINM HOMEP Aena;

bamunna, UMA, OTYECTBO COTPYAHMKA;

JaTa nepBoHayYabHOro GopPMUPOBaHUSA AeNa;
JaTa nepegayn aena B apxus;

Apyrve cBeeHUs No yCMoTpeHuto pabotoaatens.

(DOpMI/IpOBaHI/Ie U BCACHUC JIMYHBIX ICJI, KaK Mbl YK€ OTMCTUJIN, OCYLICCTBIIACTCA B

COOTBCTCTBUH C IIpaBWJIaMKU BCIACHUA OCJIONPOMU3BOJACTBA, IlefICTBYIOHIHMﬂ Y KOHKPCTHOI'O

paboTonaTens.

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

npueMa Ha padoTy, a BIIOCIEACTBHUM - BCE OCHOBHBIE JOKYMEHTBI, Kacalolluecs TPYIOBOM

JIeSATeTbHOCTH paOOTHHUKA.

KHHTA
yUeTa JIHBIX [IeN COTPYAHNKOB OAO «Carypu»

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

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

3aBOJUTCA Ha pa60THI/IKa, NMOCTYIIMBHICTO B OpTraHU3allUlo. I[OKYMCHTBI B JIMYHBIX JO€J1aXx

pacmnojararorca 1mo MEpEe HUX ITOCTYIUICHUA HW  CUCTEMATUZHPYIOTCA B Cl eny}omeﬁ

OCJICA0OBATCIBbHOCTHU !

1.

vk wnN

BHYTPEHHAA ONUCb LOKYMEHTOB, UMEIOLLUXCA B IMYHOM Aene;
3anBieHMe 0 Npueme Ha paboTy, HanpaBAeHUe UAKN NPeacTaB/EHME;
AHKeTa (IMYHbIN IMCTOK NO yYeTy Kaapos);

AsTobUMOrpadums;

JokymeHTbl 06 06pa3oBaHumM 1 T.4.;



JIOKyMEHTBI B INYHBIX JEJIAaX PACHOJIAratoTCs [0 MEPE UX MOCTYIIICHUS.

@®opMHpPOBaHHE PACHOPSAUTEIBHON [JAOKYMEHTAUMH M0 JHYHOMY COCTABY —
npuka3sel. [Ipuka3el Mo THYHOMY cOCTaBy (OPMHUPYIOTCS B Jelia B 3aBUCUMOCTH OT CPOKOB HUX
xpa"eHus. Ilpu sTOM creayer MOMHUTH, YTO 3alpeliaeTcss TPYNIUpPOBaTh B OJHO JIEJIO
JIOKYMEHTBI C Pa3HBIMU CPOKaMU XPAHECHHUS.

B cooTrBercTBHM ¢ TUIIOBBIM NIEPEUYHEM MPUKA3bI 10 JUYHOMY COCTaBY UMEIOT JIBa CPOKa
XpaHeHus: 75 neT u 5 jer.

K npuka3zam, umeromum 75-j1eTHUH CPOK XpPaHEHHUNA, OTHOCATCS: IIPUKA3bI O IPUEME,
YBOJIbHEHUH, MEPEMEUICHUN, MPEMUPOBAHNHN, MOOMIPEHUH, JJIUTEIBHBIX OTIIYCKAX IO YXOAY,
JUTUTENbHBIX KOMaHAupoBKax. K mpuka3zam, uMeromuuM S-1eTHHI CPOK XpaHeHH s, OTHOCATCS .
MPUKa3bl O MPEIOCTaBICHUU OYEPEAHBIX M YYEOHBIX OTIIYCKOB, AEKYPCTBAX, B3BICKAHUSX,
KpPaTKOCPOYHBIX KOMaHIUPOBKaX.

[IpakTuka HMCMOIL30BAHMS JOKYMEHTOB IO JIMYHOMY COCTaBY IOKa3bIBA€T, YTO IpHU
3HAYUTENbHBIX 00beMax MPUKA30B MO JIMYHOMY COCTaBY, UMEIOIIUX 75-TE€THUN CPOK XpaHEHUS,
nenecoodpasHee ux GopMupoBaTh B Jelia MO BOIpocaMm JesTenbHoCTH. Hampumep, oTaenbsHO
CPYIIUPOBATh B JieJla MPHUKa3bl O MPHEME, YBOJIbHEHUHU, MEPEMEIICHUU PAaOOTHUKOB, TO €CTh
MPUKAa3bl, CBS3aHHBIE C WX TPYAOBBIM CTaXeM, M OTACIBHO MpPHUKa3bl O IMPEMUPOBAHUHU,
MOOMIPEHUH U T.]I., TO €CTh MPUKA3bl, B KOTOPBIX COAEpKATCA CBEACHHs 0 3apaboTHOM tuiare. [Ipu
ATOM B KaXOM JIeJI€ MPUKa3bl UMEIOT CBOIO CAMOCTOSTEIbHYIO BaJIOBYIO HYMEPALIMIO.

[Ipukassl, paciopspKEHUS U APYTHE PACTIOPSIUTENbHBIE TOKYMEHTHI 110 TUYHOMY COCTaBY
dbopMHUpYIOTCA B Jiea B Mpeenax OJHOTO KAJICHIAPHOTO T0/1a B XPOHOJIOTUYECKOM MOPSIKE U C
OTHOCSIIIIUMUCS K HUM MPUITOKEHUSIMHU.

B cootBerctBuM C «lIpaBuiiaMu OpraHu3alUd XpaHEHUs, KOMIUIEKTOBAaHWS, y4yé€Ta W
WCIIOJIB30BAaHUS JIOKYMEHTOB apXMBHOTO (OHAA POCCHIICKON (demepaluu U APYrUuxX apXUBHBIX
JOKYMEHTOB B TOCYIAapCTBEHHBIX OpraHax, oOpraHax MECTHOTO CaMOYIpaBJIEHUS U
opranmzaiusax» ot 07.09.2015 r. pacnopsauTenbHble JOKYMEHTBHI TPYNIUPYIOTCS B Jiena IO
BUJaM, HE JOIycKaeTcss (OpMHUpPOBATh B OMHO JENO MPHKA3bl U PACHOPSHKEHUS C EAMHON
Hymepanueil. To ecTh mpUKasbl, pacOPsHKEHUS, YKa3aHUsI TPYIMIUPYIOTCS B CAMOCTOSTEIbHbBIS
Jierna co CBOeH Hymepanuei.

JIniieBble cuyera mo 3aDa6OTHOﬁ [Jj1aTc¢ COTpYAHHUKOB (I)OpMI/IpyIOTCSI B CaMOCTOATCIIbHBIC

Jiefia ¥ pacIoyiaraloTcsl B HUX 10 andaBuTy (GpaMuimi.

JIngHbIe KAPTOYKU PAOOTHUKOB TakKe (HOPMUPYIOTCS B Jiefia 1o andaBuTy (Gamuimii.

[To ucreyennn oAHOTO ro/1a Mocie 3aBepieHus: (GOPMUPOBAHUS JIEN B JEIONPOU3BOICTBE
OpOBOIUTCS paboTa MO MX IOATOTOBKE K IEpefaue Ha XpaHEHHWE B apXUB YUpexIaeHus. B
cooTBeTcTBUM ¢ [IpaBuinamu opraHu3alyy XpaHEeHus, KOMIUIEKTOBAHHS, YU€Ta U UCTIOIb30BAHUS

JOKYMEHTOB apXHMBHOTro (poHIa poccuiickoil ¢deaepanuu W JIpyrux apXUBHBIX JOKYMEHTOB B



rOCYIapCTBEHHBIX OpraHax, opraHax MECTHOr0O caMoynpasieHus u opranuzanusax ot 07.09.2015
T. B apXUB NOCTYNAOT JOKYMEHTBI, B TOM YHUCIIE 10 JINYHOMY COCTaBY, HE IIO3/IHEE YEM YEpEe3 TpU
rojia Mmocye 3aBepiieHust uX GOPMHUPOBAHUS B ICIOTPOU3BOICTBE.

Odopmiienne nenn Mo JUYHOMY COCTaBY HPEACTaBIsieT COOOW KOMIUIEKC padoT Mo uX
TEXHUUYECKON 00paboTKe BKIIOYAIONIHMI: MOJIIMBKY (IEPEIieT) Ael, HyMepaluio JUCTOB Jena,
COCTaBJICHUE 3aBEpUTENbHOW HAJIMCH, COCTABJIEHHWE, B HEOOXOIUMBIX CIy4yasiX, BHYTpEHHEH
OIHCH JIOKYMEHTOB Jiefa, o(popMIIeHHE OOJIOXKKH Jena.

Jena mopmmBaroTcs B 4 mpoKoja B TBEPIAYIO OOJOXKKY, W3 Jella YHalsioTCs BCe
MOCTOPOHHHUE MpeIMEThl (CKPENKH, 3aKiagku U ap.). HeBocTpeOoBaHHBIEC JIMYHBIE TOKYMEHTHI
(arTecTarhl, AWUIIOMBI) BKJIQABIBAIOTCS B KOHBEPT M MOJIIMBAIOTCS B Aeno. B koHme nena
MOJIIMBACTCS YUCTBIM JUCT WM OJaHK (QOpPMBI 3aBEpUTENLHOW HAANUCH. B HE0OX0auMbIX
cllydasix B Hayale Jeja TOAIIMBAeTCS OJIaHK BHYTPEHHEH ONUCH JIOKYMEHTOB, TJie
NEPEYUCIIAIOTCS BUJIbI JOKYMEHTOB U CTPAHUIIbl, HA KOTOPHIX HAXOJSATCS JIOKYMEHTHI.

Bce nmucthl nena, kpoMe OnaHKa JHCTOB BHYTPEHHEH OMUCH U JIMCTa 3aBEPUTENLHOM
HAJMKUCH, HYMEPYIOTCS B Pa3BEpHYTOM BHUJIE B IMPABOM BEPXHEM YIJIy MPOCTHIM (YEPHBIM)
KapaHjamoM win TadynstopoM. [loamuTeie B 1€70 KOHBEPTHI TaK € HyMEpPYHOTCs (CHadaja
KOHBEPT, IOTOM 10 MTOPSAJKY BCE BKIIOUYECHHUS).

3aBepuTeNbHAs HAANKMCh COCTABISETCS TOJBKO HAa OTIEIBHOM JINCTE-3aBEPUTENE I10
yCTaHOBJIEHHON (popme. 3ampenaercss BHIHOCUTh €€ Ha 00OpOT MOCIETHEro JOKyMEHTa WU
00n0kKy Jnena. OHa BKJIIOYAET CBEACHHA O KOJIMYECTBEHHBIX [apameTrpax Jejla M HUX
OCOOEHHOCTSX (JIUTEPHI, MPOITYIICHHBIE JTUCTHI, TUCTHI C 000POTOM, KOHBEPTHI).

BHyTpeHHss ONUCh COCTABIAETCS IS JIMYHBIX JE] U CONEPIKUT CBEJEHUS O MOPSIIKOBBIX
HOMEpax JOKYMEHTOB B HEHM, MX HMHJIEKCax, JaTax, 3arojoBKax M HOMEpax JIUCTOB Jejla, Ha
KOTOPBIX PACIIOJIOKEHBI 3T JOKYMEHTHI.

K BHYTpeHHel onucu coCTaBIII€TCs UTOTOBas 3alKCh, B KOTOPOH yKa3bIBaeTcs Huppamu U
IIPOIUCBHI0 KOJIMYECTBO BKIIOYEHHBIX B HEE JOKYMEHTOB M KOJMYECTBO JIMCTOB BHYTPEHHEN
onucHu. BHyTpeHHss onuch MOANMCHIBAETCS €€ COCTABUTENEM C YKa3aHUEM JIOJDKHOCTH U AAThl
COCTAaBJICHHS.

[Tpu n3MeHeHnu cocTaBa JOKYMEHTOB Jefia (U3bSITHH, BKIIOUYEHUHU TOKYMEHTOB, 3aMEHE
UX KOMHUSIMHU) OHM OTpakaioTcsi B rpade «lIpumedanue» co CHOCKOW Ha HOMEpa BHYTpEHHEH
onucu. MoxeT ObITh COCTaBIICHA U 0C00asi OMUCh ITUX U3MEHEHUH.

O061105kKa J1ena 1o JINYHOMY COCTaBy COJAEPIKUT CIIEIYIOIINE PEKBU3HUTHI:

o HaMMeHOBaHMe opraHM3aunmn, NOAYUMHEHHOCTb, HAMMEHOBAHMWE CTPYKTYPHOTO
nogpasgeneHus;

. WHAEKC Aena;

. apPXUBHbIN Wndp Aena;

. 3aro/0BOK Aena;

. KpaliHue Aatbl Aena;



. KOJIMYECTBO INCTOB AeNa;
. CPOK XpaHeHUs aena.
[Ipu >TOM HamMeHOBaHHWE OpraHU3AIMH YKa3bIBACTCS IOJIHOCTHIO, B HMEHHUTEIBHOM

najaexe, ¢ yKasaHhueM IIOJIHOr0O HanMMEHOBAHUA OpraHu3alnu, KOTOpOﬁ OHa HEIOCPEACTBEHHO
INIOAYHMHCHA, TaK K€ B HMCHUTCIBHOM IIaACXKC. Ecmu cama opraHusanysa HJIW BBIHICCTOAIIASA
opraHusanusa UMCHOT 0(1)I/II_[I/IaJIBHO MMPUHATOC COKPAIICHNUEC HAMMCHOBAHU A, TO OHHU YKA3bIBAOTCs B

CKOOKaX mOCJIe MOJIHOI0 HAMMEHOBAHUS.

Kop roc. apxwea
Koo opraduaacjin

6 N0

UG N LD

L3N "D

{HanMBeHORaHHE aPXHEBHOND YHDENROBHHA)

Q8ecTes ¢ OrpAHMYEHHON OTBETCTREHHOCTLID
TEXHOTKAHL TEKCTUNL"

By xranTepua
{HameHOBaHHE DPraNH3aUHN ¥ CTPYRTYPHOMD MOOPa3nensyma)

OENTO Ne_ 9 TOM Ne_1_

Haxarto 01.01.2000
Okondeno  _31,12.2000
(Kpaime fared)

. M 1 Ha _ 248 macTax
XpaHuTe 75 net

n. M= 2nfe

0. N: 9




JlmaHoe neno mpencTaBisieT co00i COBOKYITHOCTh TOKYMEHTOB, COJIEPKAIINX CBEIACHHS O
paboTHuke. Bce IOKyMEHTBI, OTHOCSIIMECS K JHUYHOMY Jely, MO Mepe IOCTYIUICHUs
MOJAIIUBAIOTCSA B MANKY-CKOPOCIINBATENb.

JlnuHble fema MOTYT 3aBOJIMTHCSA Ha BCeX PaOOTHHUKOB OpPTraHM3allUU, OHAKO, IIaBHBIM
00pa3oM, — Ha PYKOBOJSIIMI COCTaB M BEIYIIMX CIEUUATUCTOB. /{151 ocTanbHBIX paOOTHUKOB,
KaK MpaBUjI0, OTPAHUYUBAIOTCS 0POpPMIIEHHEM JIMYHOM KapTouku 1o gopme Ne T-2.

B cocra nuyHOTrO A€a BXOAAT CIEAYIONINE TOKYMEHTHI:

. BHYTPEHHSAA ONUCb AOKYMEHTOB, MOALWMNTbIX B IMYHOM AenNe;
o pestome;

) asTobuorpadus;

3 aHKEeTa WU/IM JINYHbIA NUCTOK NO yYeTy KaZpos;

. Konuu aoKymeHToB 06 0bpa3oBaHuu;

. XapaKTePUCTUKM Ha PabOTHMKa;

3 TPY/A0BOI A0roBOP (MOXKET BXOAUTb B COCTAB IMYHOIO AeNa UAU XPaHUTLCA OTAENbHO);
. KOMWK MPUKA30B O Ha3HAYeHUU, NepemMeLLeHNN, YBObHEHUN;

. KOMWS CBUAETE/IbCTBA O MOCTAaHOBKE Ha YYeT B HAa/IOTOBOM OpraHe;

. KOMWS CTPaxoBOro CBUAETE/IbCTBA rOCYAaPCTBEHHOTO NEHCUOHHOIO CTPaXoBaHMS;

. LOMNONHEHMUA K aHKeTe MAN INYHOMY JIMCTKY MO YYeTy KagpoB.;

. pa3finyHble CNpaBKK, OTHOCAWMECA K AaHHOMY paboTHUKY (Kpome CnpaBoK ¢ mecTa

KUTENbCTBA, O COCTOAHUM 34,0POBbA U APYTMX JOKYMEHTOB BTOPOCTENEHHOIO 3HAYEHUS, KOTOpble
rPYNNMPYIOTCA OTAENBHO).

[lpy Hamuuuu XapaKTEPUCTUKU C IPOLUIOr0 MecTa padoThl U PEKOMEHJATENBHOIO
NUCHhMa, MPEJICTABICHHBIX NPU MOCTYIUICHMH Ha paboTy, OHM TaKKe MOAUIMBAIOTCA B JHMYHOE
Jieno pabOTHHKA.

Jlnunble 1ena pabOTHUKOB PETUCTPUPYIOTCS B CHICIIMATIBLHOM JKypHAJIe, XpaHsITCs B ceilde
U BBIJJAIOTCSI BO BPEMEHHOE I10JIb30BaHUE TOJIBKO OIPEEeICHHBIM J0JKHOCTHBIM JIMLAM. 3alucu
¥ M3MEHEHUS B JIMYHBIC JIea BHOCSTCS JIMIIAMH, OTBETCTBEHHBIMH 33 UX BEJCHUE.

JInuHble N1ena YBOJIEHHBIX WM YMEPIIMX paOOTHHUKOB JIOJKHBI II€peaBaThCcs B apXUB U
XpaHUTBCS 75 JeT.

JIuuHOE JAEno BKIOYAET JOKYMEHTBI, OTpaKalollue CBEAEHUS O pPAOOTHUKE U €ro
TPYAOBOM JESTENbHOCTH, 100 0 cTyneHTe U ero o0yuenuu B BY3e. Kak npasuso, nudHoe aemno
(dopmupyeTcsl B TeUeHHE JUIMTEIBHOT0 IIepruo/ia BpeMeHu (Bce BpeMs paboThl Ui yueObl). OHu
BXOJISIT B COCTaB JIOKyMEHTOB IO JJMYHOMY COCTaBY.

B Hacrosimmee Bpemsi JM4HbIE Jena Ha paOOTHUKOB B O0S3aTEIbHOM TIOPSJIKE B
cootBeTcTBUU ¢ YKazoMm I[lpesumenta PO ot 30.05.2005 Ne 609 nomkHBl OBITH 3aBEIEHBI B
rOCyJapCTBEHHbIX (MYHHMLMIIANBHBIX) opraHax BiacTu. Jns napyrux cdep nesTenbHOCTH B
HOPMATHBHBIX JJOKYMEHTaX HET YIIOMHUHAHUS 00 00513aHHOCTH BeICHUS JIMYHBIX J1e). DaKkTHUeCKn
JUIsl OOJBITMHCTBA OPraHU3AIMA 3TO CTAHOBUTCS J1€JI0M 100POBOJIBHBIM.

Tem He MeHee, TpaKkTUKa IIOKa3bIBaeT, YTO (OPMHPOBAHWE M CBOEBPEMEHHOE
KOMIUJIEKTOBAaHUE JIMYHOTO Jeja Ha paOOTHHKA MPUHOCUT MHOTO MOJb3bl. [lockoibKy Bce
CBEJICHUSI O Pa0OTHUKE CKOHICHTPHPOBAHBI M YIOPSIOYCHBI B €IHHOM MecTe (CIOCOOCTBYET
JTy4qIeil COXpaHHOCTH JIOKYMEHTOB) M K HUM OOecledeH ONepaTHBHBIN J0CTyN (CrocoOCTBYyeT
ObICTPOMY MOMCKY HH(OPMALIUHU IO 3apocCy).

CocTtaB JOKYMEHTOB JIMYHOTO Jiefia pabOTHHKA:

. 3aABAeHue 0 Npueme Ha paborty;

. TPyAoBOe cornalleHne (KOHTPaKT), AONONHUTEbHbIE COrNaLleHUs;

. JIMYHBIM INCTOK MO YYETY KaAPOB U AOMNONHEHUE K HEMY;

o aHKeTa (aBTobUOrpadus);

. OOKYMeHTbl 06 ob6pasoBaHMK (Konuu);

. OOKYMEHTbI 06 yTBEPXKAEHUMN B AOMKHOCTM (KOMMM AN BbINUCKK), B TOM YMCaE 3TO

MOTYT 6bITb BbIMMCKU M3 MPOTOKO/IOB yupeanTenei, akLLMoHepoB, y4eHbIX COBETOB, AOKYMEHTbI
KOHKYPCHbIX KOMUCCUI, pe3ynbTaTbl TECTUPOBAHMS;

. pekomeHaaTesIbHble MMCbMa WM XapaKTEPUCTUKMY;

. [OMKHOCTHbIE MHCTPYKLUK (pernameHTbl);



(] aTTeCTaluMOHHbIe NINCTbI, OT3blBbl, NPeACTaBNEHUA;

. nacrnopTHble AaHHble, CBUAETENLCTBO O BpaKe 1 T.4. (Konuu);

. 3aABAEHUA U NPUKa3bl (KONUKM UK BLIMUCKK) O NepeBoe Ha APYryio AONKHOCTb,
npeacTaBAeHns, CNPaBKN-06BbEKTUBKMY;

. OOKYMEHTbI O HarpasKaeHWM, HaNoXKeHUU B3bICKaHUIA (Konun);

. cBeAeHMnn 0 4oxoAax, UMYLLECTBE U CNPaBKM NPOBEPKM NONHOTbI U AOCTOBEPHOCTHU
OaHHbIX CBeAEeHUI (AN rocyaapCcTBEHHON UM MyHULMNANAbHOW CNyKObl);

. HeBocTpeboBaHHble AOKYMEHTbI (CBMAETEeNbCTBA, AUMNAOMbI, TPYA0BbIE KHUMKU U T.M.);

. 3aABAEHUA U NPUKa3bl (KONUK UK BbIMUCKK) 06 YBONbHEHWUK, NepeBoae U T.4,;

. MHble AOKYMEHTbI B CyYyae HeobX0AMMOCTH, B YaCTHOCTU A/1A roCyAapCTBEHHOM

Cnyx6bl — nogpobHee nocmoTpuTe YKas MNpesngenHTta PO.

dopMHUpOBaHUE JUYHBIX JIeJT PaOOTHUKOB. PYKOBOJCTBYIOTCS XPOHOJIOTHYECKUM
MPHUHIIAIIOM, T.€. IOKYMEHTHI B JINYHOE JEJI0 paOOTHUKA MOMEMIAIOTCS IO MEpPe MX TOSIBJICHUS.
[Tocne yBonbHEHUST pabOTHUKA JTUYHOE JEIO CUMTACTCS 3aKOHUYEHHBIM JICJIOMPOU3BOJICTBOM H
TOTOBHTCS K Mepeade B apxuB. [Ipu 3Tom fiena rocciyxammx nepearoTcs B apxus nocie 10 et
XpaHEeHUsT B KaJpoBOH ciyxk0Oe (HOpMaTuBHOE TpeOOBaHUE, IOCKOJIBKY TMpU TEpPEeBOJIe
TPaKJIAHCKOTO CIIYXaIero B IPYroil ToCyAapCTBEHHBIM OPTraH €ro JMYHOE MECTO MepeaeTcs 1Mo
HOBOMY MECTY paboOThl), OCTAIbHBIX PAOOTHUKOB — JKEJATEJbHO HE MO3/JHEE 3-X JIET MOCIe
3aBEPILLUECHUSA UX IEITOIPOU3BOICTBOM.

BBuny BakKHOCTM TOKYMEHTOB, COCTABJISIOIIMX JIMYHOE JEJI0, TPeOYyeTCs COCTaBISThH
BHYTPEHHIOIO OMKCH [0 OMpPEEICHHON (popme, pu ITOM OHA BCerjaa HyMepyeTcsl OTAeIbHO OT
OCTaJIBHBIX JIOKYMEHTOB JI€ja.

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

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

19.03.2012

[IpuBeneM npuMep BHYTpEHHEH OMUCH Jielia, COIePKAILEro MPUKa3bl 110 JUYHOMY COCTaBY.



BHYTPEHHAA OIMUCH
JIOKYMEHTOB /1. Xp. \o 04-03
Mupexc Jara Homep
Ne 3aronoBox JoKyMenTa Ipumevanne
AOKYMEHTA | TOKYMEHTA ANCTOR €. XP. P
1 2 3 4 5 6
1 ix 10.01.2007 | O npueme xa pabomy Xnopocmenxo K. H. 1
2 2 12.01.2007 | O npuenme wa padomy Havunoa I'E 2
97 978 02.08 2007 | O6 ysoswwenuu Kopotxo M. A. 97 Konus. IModrurinux
ympavex (axm
o6 ympame
om 0209.2007)
184 184x 26.122007 | O6 ynorvseruu Edpesonoit A. A. 184
185 185k 27.12.2007 | O npueme wa patomy Kopocmwaeson E Q. 185
Hroro 185 (cmo Bocemuoecam nams) JOKYMEHTOB.
TP & R pOaic.0)
KOnMuecTBO IMCTOB BHYTPEHHER ONMCH 3 (mpu)
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BosBpamasch k nmpaBuiaMm opOpMIICHHSI JIMYHOTO JeJia, OTMETHM, YTO 3aTeM B TpoIlecce
MOJTOTOBKM K apXUBHOMY XPaHCHHIO 3aBEPIICHHOTO JIMYHOTO Jejla KOJHYECTBO JINCTOB
BHYTpPEHHEH OMUCH OTMEYaeTcs B JIMCTe-3aBepuTee (IoCMOTpUTe oOpasel).



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 Jeie (0COOCHHO TPU 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 Jieja, 4TOOBl OOJIETYHTh €ro WCIOJIh30BaHUE 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 TOJBKO OTHIENBHOE JEN0 (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 J1IM4HOIo Aena 6yAET YKa3aHue d)aMM/'IMM, MMEHUN N OTYEeCTBa 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/IKHbI ObITb 3adUKCMPOBaHbI B 3aroIOBKE IMYHOIO Aena (06blYHO 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 HAYMHAIOTCA GamMUIUN PAaBOTHUKOB, YbM INYHbIE e/1a BKNIOYEHbI B AaHHbIN TOM:

Jluunwle dena compyonuxos, yeonennvix 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
onpefensAoT COracHo AaTam MOCTYNAEHUA U YBOJIbHEHWA C PaboTbl (NOCeAHUI 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 TONbKO CPOK XPaHEHWA NIMYHOTO
[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,
paccMoTpeHbl HanOoiiee BakHbIe TpeOOBaHMS K (DOPMHPOBAHUIO, XPAHEHUIO JMYHOTO JIeNa
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 CO3JaHUS.

Hekotopele BHABI NpHKAa30B IO JIMYHOMY COCTaBy HPHUHATO H3JaBaTh 10
yHuunupoBanHoit Gpopme. B 3ToM ciyyae HE0OXOAMMO MPOCTO 3AMOIHUTH COOTBETCTBYIOIINE
rpadpl. OcTalibHbIE COCTaBISIOTCA B CBOOOAHON (opme, B TO ke Bpems HEOOXOIUMO
NPUICPKUBATHCS  ONPENENIeHHBIX TpeOoBanmii. B cmywae cocraBneHuWs TmpuKasa 110
HEeYHU(DUIIMPOBAHHOHN PopMeE MPUMEHSIIOT T€ K€ pEeKOMEHAAIMH, YTO U JIJIsl COCTABIICHUS MPUKa3a
110 OCHOBHOU J€ATEIbHOCTH.

®opMUpoOBaHUE NMPUKA30B 10 JUYHOMY cOCTaBy. [Ipuka3pl Mo JIMUHOMY 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 jer
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
NOWCKAa B JaibHEHmeM (0COOCHHO Tpu OONBIIOM JOKYMEHTOOOOPOTE) JIOTIOJHUTEIHHO
MoJpa3feNiaTh Ha OTAeNbHble nena. Hampumep, mpukassl 00 €XKEroJHbIX OTIYCKaX MOTYT
COCTaBJISITh CaMOCTOSATEIBHOE JI€JI0, O KOMAaHIUPOBKaxX — JApPyroe, XOTS BCE OHHU HUMEIOT
MATUIIETHUN CPOK XPaHEHUS.

Xouy elie pa3 HAlOMHUTh, YTO KaXKJ0€ CAaMOCTOSATENbHOE 10 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 MpHUKa3aM IO JUYHOMY COCTaBy MOMEUIAIOTCS OTAEIBHO OT
HUX. B KauecTBe OCHOBaHUS K MPUKA3aM MOTYT BBICTYNATh:

1. NMYHbIE 3anBNeHUA PabOTHMKOB,

DOKNAAHbIE U CNyXKebHble 3amnncKy,
npeacTaBaeHus,

aKThl,

cnyxebHble NUCbMa APYrMX OpraHn3aLmi,
. KOMWU IMYHBIX JOKYMEHTOB U Ap.

Kak mpaBuiio, eciu B TEKyIIEM JEIONPOU3BOJCTBE COBMECTHO (hOPMUPOBAIIU MPUKA3HI U
OCHOBaHHUSI K HHM, TO B TMPOIECCE MOATOTOBKU [JIsi apXMBHOTO XPAaHCHHS 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
COOTBETCTBYIOIIEE JTMYHOE JETI0 PAOOTHHUKA.

OcHoBaHHUA XK€ K TMPUKA30M C HEOOJBIIMMH CPOKAMH XpaHEHWs (HAmpumep, 5 JeT)
noryckaercs: GOpMUPOBATH OTAETHHO OT HUX, JIJIS YeT0 B HOMEHKJIATYPE MOXKHO TIPEyCMOTPETh
JIeJI0 C MPUMEPHBIM 3aroyioBKOM: «/loKyMeHTbI, HE BOILIEAIINE B COCTaB JIMYHBIX el (U
00513aTeNFHO MEePEUUCISIIOT 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 OOJIOKKAa Jela ¢ 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:
«[Ipukaser aupektopa OO0 «KombacHUK» MO JUYHOMY COCTaBy (IIpHeM, IEpEeMEIICHHE,
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 TUIIOBOM TiepedyeHb coctapiieH B 2010 roay.

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
CTaThio 665 — OCHOBaHMSI K MPUKa3aM, HE BOILE/IINE B IMYHOE JI€J10, XPAHAT 5 JIET.

Kak BuauM, HEKOTOpbIE IPUKAa3bl 110 JMYHOMY COCTaBY MOTYT XpaHMTbCS 5 Jer: o0
OUYEpPEeHBIX ¥ YUEOHBIX OTIYCKAaX, O JCKYPCTBAX, B3BICKAHUIX, KPATKOCPOUHBIX KOMAaHIUPOBKAX.

3HauyMTeNbHASA YAaCTh IPUKA30B UMEIOT AIUTEIbHBIHN (75 1€T) CpOK XpaHEHUs, B TOM YUCIIe
0 JIONTOCPOYHBIX KOMAaHAMPOBKaX, 00 M3MEHEHUHU (aMIIUU, 00 UCIOMHEHUN 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 OHU COCTaBJCHBI I OpraHu3anuu Bameid chepsl aestenbHocTH. OHH
Haun0oJiee MOJIHO OTPAXKAIT MHOT000pazne 00pa3yroIUXCs JOKYMEHTOB OpraHU3aliu, 03TOMY
IIPY HAJIMYUU TAaKOBBIX MMEHHO MX CJIELYET UCIIOJIb30BaTh B IIEPBYIO OUYEPElb IJI IIPOBEACHUS
AKCIEPTU3BI 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 JIMYHOMY cocTaBy. Ha ocranpHble mpuKassl 1OCIIE UCTEYEHUS
CPOKOB WX XpaHEHHUS MOXHO COCTAaBUTh IO YCTAaHOBJIICHHOW (OpME aKT 00 YHHYTOKEHUH
JIOKYMEHTOB (oOpasel; Mo cChlIKe NpuBeaeH). JIOKyMEeHTbl B OpraHu3allud, Kak IpaBHIIO,
YHUUTOXKAIOTCA IIEHTPAIU30BAHHO, IO3TOMY HX BKJIIOYAIOT B CBOAHBIA aKT C JApPYTUMHU
JIOKyMEHTaMH BCEX MOAPA3JIEICHUNA OpraHu3aluy.

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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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
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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 COTPYIHUKOB
konebaercs oT 3500 mo 5000 pabotHukos. [Ipennpustue pyakuonupyet ¢ 1973 rona.

3aka3uyuk oOpaTWiCd C 3allpoCOM O CO30aHUU INEeKMPOHHO20 apXued KaJapOBOU
JOKYMEHTAIIUH, Kejlask COKpaTHUTh BpeMs Ha MOJrOTOBKY CIPaBOK MO 3apaboTHOH Iiarte,
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
BPEIHOI0 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 apXuead 1o JUNYHOMY 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  KOMIAHUM «DIJIEKTPOHHBIE apXUBBI YKpauHbl» MPOrPaMMHBIA MPOAYKT,
MO3BOJIIOIINN OPTaHU30BATh U CTPYKTYPUPOBATH ONIM(PPOBAHHBIC APXUBHBIC TOKYMEHTHI).

PaGorta o ckaHupoOBaHUIO KaJPpOBOW JOKYMEHTaluel nmpeanpustus Oblia o0ycloBiIeHa
PsIOM OCOOEHHOCTEH:

- omudpoBke noamananu nena mnepuonao 1973 — 2013 rr., 30 % u3 KOTOpPHIX OBLIH 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 SJIEKTPOHHOTO 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 COBMECHHOU pAbOmMbl ¢ OOKYMEHMAMU.

DNEeKTPOHHBI apXWB — rapaHT oOecrnevYeHHs IMOJHOICHHOTO y4yeTa M XpaHeHUs
TOKyMeHTOB nipeanpusatus. Co3znanue crpaxoBoro (oHJa yYeTHOW NOKYMEHTAllUd (3aluTa OT
nokapa, yTpaThl, XuleHus, mopuu). CokpallleHHe KOIUYeCTBa 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 TOCIIEYIONIEMY 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). OOecnedeHHs BO3MOMKHOCTH JOJTOCPOYHOTO  XpaHEHUs
JIOKYMEHTOB M JIOCTYyTa K HUM.

DNEeKTPOHHBIN apXUB — CPEJICTBO ONTUMHU3AIUHN padOTHI C JOKYMEHTAMU Ha MIPEATPUSITHH.
Opranuzanus OJHOBPEMEHHOW pabOThl C  DIEKTPOHHBIMH JOKYMEHTaMH  HECKOIBKHX
noyib30Batesieil. Pasrpanndenue mpaB gocTyna moJib3oBaTeneil k mHdopmanuu. ObecrieueHue
uHpopmanmoHHoi Oe3omacHocTu. CokpaieHHe BpeMeHH O00pabOTKH 3allpocoB, MOUCK
uHpopmanuu. YBenWYeHHE OMEepaTUBHOCTH Joctyna kK wuHpopmammu. ObecreueHue
OTIEpaTUBHOTO MOKMCKA U TIOCTYIA K JOKYMEHTaM CTPaxoBOTo oHIa 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 0becneyeHns HaceneHus.
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 peann3anyuy IpoekTa Mo aBTOMaTU3allui 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 HCKIIOUEHUS 3aTpaT, CBSA3AHHBIX C JIOpPa0OTKOW  pa3IMyarolIMXcs
aBTOMATH3UPOBAHHBIX CHCTEM, a TaKkKe oOecrneueHuss B MOCIEIYIOIEM OJHO3HAYHOH
copmectumoct ¢ EMIIC, Obuto mpuHSTO pemieHue pa3zpaboTaTb THIOBYIO IOACHCTEMY
«MynununaneHbeiii apxuB» Ha ocHoBe Moayined AUWC 3JIAP-Apxus. B coorBercTBuM 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 aBToMaTu3npoBaHHbIM 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 M0JIb30BATENEeH 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.



