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PaGouas nporpamma coctasiena Ha ocHoBe ®I'OC BO 1o HampasieHuIo NOArOTOBKH
46.03.02 JOKYMEHTOBEJIEHVE 1 APXUBOBEJIEHUE (yposens Gakanaspuara) (mpHkas
Muno6puayku Poccuu ot 06.03.2015 r. Ne 176)

PaGouas mporpavma paccMoTpeHa H  0ZoOpeHa Ha  3aceflaHMM  Kadeapsl
Ilenarornyeckoro 06pa3oBaHus H A0KYMEHTOBE/ICHHS

27.02.2020, mporokon Ne 6
3aB. kadeapoit C.C. BennkaHosa

Pa6ouas mporpamma o06pena meTouyeckoii komuccueit UI'O

03.03.2020 r. mpotokon Ne 6 -
IIpencenarens é ;Z :;? ~T.E. Abpam3on
Pabouas mporpamma cocrasiieHa:
3aB. Kapepoit [10u/, kauy. nex. Hayx C.C.BenunkaHosa
Pene
ﬁ apXHBHCT apxuBa [TAO "MMK" x
C.A.Benobopozosa
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Jluer akTyaauzanuu padoveii nporpaMmabl

Pa6ouyas nmporpamMma repecMoTpena, obcyxkiena u onobpena Juts peaymsanun B 2020 - 2021
yueGHOM rojty Ha 3acezanuu kapeapsr Ilenarorngeckoro 06pa3oBanus ¥ JOKYMEHTOBEICHH

Ne 1
C.C. BenukaHoBa

ITporoxon ot 03 ¢
3as. kadenpoi (

¥
(LK

vV
PaGouast mporpamMma mepecMoTpena, obcyskiena u onobpena juis peamusanuy B 2021 - 2022
yueGHOM Toj1y Ha 3acenanuy kadenps! Ilenarornyeckoro o6pa3oBaHus U JOKYMEHTOBEICHHSA

[Tporokom oT ___ 20 r. Ne
3as. kapenpoit C.C. Bemmkanona

2 =

Pa6ouasi mporpaMMa repecMoTpeHa, 06cyxk/iena i oxo0pena juist peanusanuu B 2022 - 2023
yueGHOM rojy Ha 3acenanuy kadenpsr ITenarornyeckoro 06pasoBaHus U JOKYMEHTOBEICHHSA

IIpotokom o ___ 20 r. N
3as. kapenpoi C.C. Bennkanosa

PaGouyas nporpamMma nepecmMoTpeHa, o6cyxkiena u oxobpena i peanusamuu B 2023 - 2024
yueGHOM rojty Ha 3acenannn Kadenps: Ilenarornyeckoro o6pazoBaHus U JJOKyMEHTOBEACHHUS

ITporokonm ot 200 . Ne:
3as. xadeapoit C.C. Benmkanosa

Pa6ouast mporpamMma repecMoTpena, o6eysk/iena i ofobpena Juist peanusanuu B 2024 - 2025
yueGHOM rojy Ha 3acenanuu Kapenps! Ilerarornyeckoro o6pasoBanus U JOKYMEHTOBEICHHUS

ITpotokom ot ___ 20 r. Ne
3as. kadenpoit C.C. Benukanosa




1 Iles1u ocBOEHUSI I CHUTLTHHBI (MOLYJI51)

HensiMu OCBOCHUSI TUCHUTIITUHBI (MOYIIST) «APXHUBBI 110 JINYHOMY COCTABY» SIBJISIOTCS:

paccMOTpeHHE BOITPOCOB odopmIteHUs OpraHU3aIMOHHO - KaJIPOBOM,
pacriopsAuTeIbHONW, WH-(OPMAIIMOHHO-CIIPABOYHOM JOKYMEHTAIlMM ¥ JOKYMEHTAIlUu 110
JUYHOMY COCTaBY B TECHOW CBS3M C M3JIOKEHHEM PEKOMEHJAIMK T0 Tepexoay padoThl
KaJ[POBBIX CITYXKO OT TPAIUIIMOHHBIX OPM K COBPEMEHHOU CHCTEME YIPaBICHUS IEPCOHATIOM U
OCHOBaMH TPY/OBBIX OTHOIICHHWH paboToiaTesiss U pabOTHUKA B COOTBETCTBHH C TPYIOBBIM
KozekcoM Poccuiickoli eneparum.

2 MecTo THCHHUIIMHBI (MOYJIAA) B CTPYKTYpPe 00pa30BaTe/IbHOI MporpaMMsl

JucuuruinHa ApXUBBI IO JIMYHOMY COCTaBY BXOJUT B BapUATHBHYIO YacTh y4eOHOTO
11aHa 00pa30BaTeNIbHON POTrPaMMBI.

JUia  u3ydeHuss  JUCUUIUIMHBI ~ HEOOXOAMMbI  3HAaHUA  (YMEHUS,  BIAJCHMUS),
chOpMHUPOBAHHBIE B PE3Y/IbTATE U3YUCHHSI AUCHUIUIUH/ IPAKTUK:

OCHOBBI JOKyMEHTOBEACHUS

JlokyMeHTaIMoHHOe 00ecledeHre rocyJapCTBEHHOTO yCTpoiicTBa B PO

OcCHOBBI apXHBOBEACHUS

Beenenue B npodeccuto

CoBpeMeHHas OpraHu3alysi rocy1apCTBEHHbIX yupexxaeHui Poccun

JIoKyMEHTaIIHOHHOE 00ecrieueHre apXUBHOTO Jeia U nH(OpMAIIMOHHOH cepbl B PD

IIpaBoBEICHME

JlokyMeHTOBEICHHE

MopenupoBaHue CUCTEM JOKYMEHTAUU OpraHU3aluu

Kanposas nonutuka

JIoKyMeHTallMoOHHOE 00€ecIIedeHHEe TPYIOBbIX OTHOIIEHUI B PO

JIOKyMEHTallMOHHOE 0OecrieueHne IpakJaHCKUX OTHOIEHU B PO

JlokyMeHTalMoHHOe 00ecredeHne aIMUHUCTPATUBHBIX OTHOIIEHUH B PO

KanpoBoe nenonpousBoacTBo

WHdopmanoHHbIe TEXHOJIOTUH B JOKYMEHTOBEICHUN U apXUBHOM JIeJie

Nudopmannmonnoe obecrieueHre ypaBieHHUs

OO0paloTKH U 3a1MTa JOKYMEHTUPOBAHHOM HH(pOpMalun

WHudopmanroHHbIe pecypchl KaJIpoOBOH CITyKObI

ApxuBoBeneHue

3HaHus (YMeHHUs, BIaJIeHHs ), TOJyYeHHbIE IPU W3YUYEHUH JAHHON AUCHUIUIUHBI OyayT
HEOOXOIUMBI 17151 U3YUEeHUSI AUCIUILIINH/TIPAKTUK:

[Ipon3BOACTBEHHAS — IPEAIUIIIIOMHAS PAKTUKA

IToaroroska k caade U ca4a rocy1apCTBEHHOIO HK3aMeHa

[ToaroroBka K 3aIyTe U 3alIUTa BBITYCKHOM KBaJIM(DUKAIIMOHHOW pabOThI

['ocynapcTBeHHBIE, MyHUIIMIIATBHBIE U BEJOMCTBEHHBIE apXUBBI

JIOKyMEHTAllMOHHOE ~ OoOecreueHre YIpaBlICHUS Ha MPEANPHUATUSAX  Pa3IHMUHBIX
OpraHU3aIMOHHO-TIPABOBBIX (POPM

Opranu3anys padoThl ¢ 00palleHusIMU TPakIaH

3 Komnerenuun odyyarouierocs, popMmupyemMbie B pe3y/ibTaTe 0CBOEHUS

AUCHUILIMHBI (MOAYJIS1) ¥ IIJIAHUPYeMble Pe3yJIbTAThl 00yUeHust

B pesynbrare OCBOEHMS IUCLUIUIMHBI (MOIYNsl) «ApPXHBBI IO JIMYHOMY COCTaBY»
o0yyaromuiics JoKeH 001aaTh CIEAYIOMIUMU KOMIETCHITUSIMHU:



CrpyKTypHBII
JIEMEHT
KOMIIETEHIIMH

[Tnanupyemble pe3ynbTaThl 00ydeHUs

[TK-6 criocoOHOCThIO aHATTM3UPOBATH CUTYAIUIO HA PbIHKE NH(GOPMAIIMOHHBIX ITPOYKTOB U
YCIIyT, JaBaTh SKCHEPTHYIO OLIEHKY COBPEMEHHBIM CHUCTEMaM 3JIEKTPOHHOTO JJOKYMEHTO000pOTa
U BEICHUS 3JIEKTPOHHOTO apXHBa

3HaTh

[] OCHOBHBIE ONPEAEICHUS U TIOHATHS HH(POPMALIMOHHBIX POYKTOB U
yCIIyT, 3KcnepTHOM oueHku, CO/I, 3neKTpoHHOro apxuBa ;

[] OCHOBHBIE METO/Ibl UCCIIEIOBAaHUM, HCII0JIb3YEMbIX B YaCTH apXUBOB 110
JTUYHOMY COCTaBY;

[] onpeneneHuss OCHOBHBIX MOHATHUN B YaCTHU JOKYMEHTOB JIMUHOTO,
Ha3bIBAET UX CTPYKTYpPHBIE XapaKTEPUCTUKU U CBOMCTBA;

(] OCHOBHBIE MOHATHSA U NIPaBHJIa OpraHU3aluy HHPOPMALIMOHHBIX
IIPOJYKTOB U YCIYT, 3KCIEpTHOU o1ieHKu, CO /I, 371eKTpOHHOTO apXHUBa ;
[] onpeneneHus NpoLeccoB IKCIEPTHAs OL[EHKa, HH(POPMALIMOHHBIX
IIPOAYKTOB U YCIIYT;

YmeTh

[] BBLAETSATH CTPYKTYPHBIE 3I€MEHTHI HHPOPMAIIMOHHBIX TPOAYKTOB U
yCIIyT, 3KCepTHOU o1ieHku, CO ], 31IeKTpOHHOTO apXH1Ba;

[J 06cyxnath criocoObl 3P PEeKTUBHOTO perieHns HHHOPMALTMOHHBIX
MPOYKTOB U YCIIYT, SKcepTHast ouenka, COJI, 37IeKTpOHHBIN apXUB;

[] pacrio3HaBaTh 3G (HEKTUBHOE pelieHrne OT HedPPHEKTUBHOTO;

[} 0OBSACHATH (BBISIBJIATH U CTPOUTH) TUITUYHBIC MOACITH NHPOPMAITMOHHBIX
MPOJIYKTOB U YCIYT, SKCepTHOM o1leHKH, CO /I, 371eKTpOHHOTO apXuBa;

(] MPUMEHSTH IMOTYICHHBIE 3HAHUS B MPOPECCHOHATBHON ACSITEITLHOCTH;
MCIOJIb30BaTh UX Ha MEXIUCIUIUTMHAPHOM YPOBHE;

[} mpuoOpeTaTh 3HaHUS B 00JIACTH TPYAOBOTO M aIMUHUCTPATUBHOTO
MpaBa;

[] KOPPEKTHO BBIPAXKATh U apTyMEHTUPOBAHHO OOOCHOBBIBATH ITOJIOKCHHS
MpeIMETHOM 00IaCTH 3HAHMUS.




Bnanets

[J MpakKTUYECKUMHU HABBIKAMH MCIOJIb30BaHUS AJIEMEHTOB Ha IPYTUX
JTUCIUIUIMHAX, HA 3aHATUSAX B ayIUTOPUHU U HA MIPAKTUKE;

[J cmocobamul IEMOHCTpAIMK YMEHUS aHATTU3UPOBATh CUTYAIIHUIO ;

[] MeTogaMu MpOBEICHUS SKCEPTHOM o1leHKH, CO ]I, 371IeKTpOHHOTO
apXuBa;

(] HaBBIKaMU ¥ METOAMKAMH 0000IIEHUS PE3yJIbTaTOB PELICHHUS,
SKCIEPUMEHTAILHON JCSATEIIbHOCTH;

[J crtoco6amu OLEHUBAHUS 3HAYMMOCTH U MPAKTUYECKONU MPUTOAHOCTH
MOJIyYEHHBIX PE3YJIbTATOB;

(] BOBMOHOCTBIO MEXAUCHUTIIIMHAPHOTO MPUMEHEHHUS TTOTYYEHHBIX
3HaHUH B 4acTH 3KCHEpTHOU onleHKH, COJ] ¥ 3JIeKTPOHHOTO apXuBa;

] OCHOBHBIMH MeTOAaMH HccienoBaHus B oonactu COJI, 31eKTpoHHOTO
apXMBa U MPAKTUYECKUMU YMEHUSIMU U HaBbIKAMH MX UCIIOJIb30BAHMUS;

[] OCHOBHBIMHU METOJaMH PEIICHUS 3a/1a4 B 00JIACTH MPOBEACHUS
sKcnepTHOM onleHKH, COJl U 3JIEKTPOHHOTO apXHBa ;

[J mpodeccroHABHBIM SI3BIKOM MPEAMETHOM 0051acTu 3HaHus OakaiaBpa
JuA;

[J crmocobamu COBEpPILIEHCTBOBaHUS MPOPECCHOHANBHBIX 3HAHUIA U YMEHUN
ITyTEeM MCIOJIb30BAHUS BO3MOXHOCTEH HHPOPMAIIMOHHOM CPEJIbI,
MH(OPMALIMOHHBIX MPOIYKTOB U YCIYT, 3KCHepTHOU onieHku, CO/],
AJIEKTPOHHOT'O apXHUBa.

ITK-8 crmocoOHOCTBIO AHAIIU3UPOBATh HEHHOCTb JOKYMCHTOB C LICJIBIO UX XPAHCHUS

3HaTh - KPUTEPHUH LIECHHOCTHU JOKYMEHTA,

YMers - KJ1accu(UUIMPOBATH JOKYMEHTHI B 3aBUCUMOCTH OT CTETIEHU LIEHHOCTH J0-
KyMEHTa

Buaners -HaBBIKAMH ITPOBEJCHUS IKCIIEPTU3bI IEHHOCTH JOKYMEHTA; HABbIKAMU

OopraHu3anv XpaHCHUA NOKYMEHTOB C YUCTOM CTCIICHU UX HEHHOCTH

[1K-10 BragenremM NpuUHIMIIAME U METOJIaMHU CO3/IaHUs CIIPABOYHO-UH(POPMAIIMOHHBIX CPEACTB

K JOKYMCHTaM

3HaTh - IPUHIUIIBI ¥ METObI CO3/1aHUS CIIPAaBOYHO-UH(OPMALIMOHHBIX CPEICTB

YMers - IPUMEHUTH 3HAHUA O MPUHIMIAX U METOAAX Ul CO3/1aHUs CIIPABOYHO-
MH(POPMAIIMOHHBIX CPEACTB K JOKYMEHTaM

Bmanets - HaBBIKOM CO3/1aHUs CIIPABOYHO- HH(POPMAITMOHHBIX CPEJICTB K

AOKYMCHTaM

[1K-21 BnasgeHreM HaBbIKAMU COCTaBJIEHUS OMUCEH /1€, TOATOTOBKH JEJI K Mepejaye B apXuB
OpraHU3aIH, TOCYAAPCTBEHHBIN WM MYHUIIUNIAIBHBIN apXUB

3HaTh - IpaBMJIa KJIACCU(PUKALIUN apXUBHBIX JTOKYMEHTOB C 11€JIbI0 COCTABICHUS
OIMCH JIeJ1 JOKYMEHTOB; MpaBuja MOATOTOBKH JIeN JUIsl Iepeiayu B apXuB

YMers - IPOU3BECTH Ki1accu(UKAIMIO apXUBHBIX TIOKYMEHTOB, O(pOPMHUTH OITUCHh
JIeJ1 JOKYMEHTOB; MIOATOTOBUTH JOKYMEHTHI JUIsl IEPENAYU B apXUB

Bnaners - HaBbIKAMM OpTraHU3aluK JOKYMEHTHOM HH(pOpMalUu Ipy 1eperade

AOKYMCHTOB M3 OpraHU3allu B apXUB

[TK-22 ciocoOHOCTHIO TPUHUMATD YYacTHE B pabOTE 1O MPOBEICHHUIO AKCIIEPTU3BI IIEHHOCTH




3HaTh

- OCHOBHBLIC 3Tallbl, HOPAAOK MMPOBCACHU S SKCIICPTU3BI HCHHOCTU
JOKYMCEHTOB B COOTBECTCTBHHU C HOPMATHUBHBIMHA JOKYMCHTAMHA

YMeTh - pa3rpaHu4ruTh JOKYMCHTEI TIOCTOAHHOI'O, BDEMCHHOI'O CPOKa XpaHCHU,
oI Kaue YHHYTOXKCHHUIO
BJ'Ia,I[eTB - HaBbIKaMHU JOKYMCHTHUPOBaHUA IIPOBCACHUA SKCIICPTU3BI HEHHOCTHU

JIOKYMEHTOB

I1K-23 BJIaICHUEM HABBIKAMU YUY€TA U obecreyeHus COXPAaHHOCTH JOKYMCHTOB B apXHBE

3HaTh - HOPMaTUBHBIE JOKYMEHTBI, OTPAKAIOIINE IPUHIIUIIBI, METObI U HOPMBI
o0ecreyeHns: COXpaHHOCTH, y4eTa JOKYMEHTOB B apXUBe

YMerb - IPUMEHUTH Ha MPAKTUKE 3HAHUSA O MIPABUIIAX 00ECIICUEHUSI COXPAHHOCTH,
ydeTa JOKyYMEHTOB B apXHUBE

Buaners - HaBBIKAMHU y4eTa U 00eCIIeYeHUs] COXPAaHHOCTH JOKYMEHTOB B apXUBE

[1K-24 BnanenremM HaBbIKAMU OpPTraHU3AIMU CIIPABOYHO-TIOMCKOBBIX CPEACTB U UCIIOJIb30BaHUS
apXUBHBIX JOKYMEHTOB

3HaTh - [IpaBrJia COCTABJICHHA CIIPABOYHO-IIOMCKOBBIX CPCACTB

YMeTh - IIPOHU3BCCTH OT60p JINTCPATYPhI, apXUBHBIX JOKYMCHTOB Ha 3aJaHHYIO
TEMY, CaMOCTOATCIBHO pa60TaT1> C pas3JIMYHbIMH UCTOYHUKAMHU
I/IH(bOpMaI_[I/II/I; INIOHHUMAaTb, aHAJIM3UPOBATb U U3JIaraTb I/IH(i)OpMaI_II/IIO

Bnanets - HAaBBIKOM HCITIOJIb30BAHUA U OPraHrU3allun PIH(l)OpMaI_[I/IOHHBIX TEXHOJIOT UM

B MTOMICKE MH(OPMAINH, UCITOJIE30BAHUS ITPABOBBIX 0a3 TaHHBIX IPU
COCTaBJICHHH OMOIHOTpadUuecKoro U apXuBHOTO 0030pOB

[TK-27 criocoOHOCTBIO IPUHUMATH YJacTHE B pabOTe IO TPOBEICHUIO IKCIIEPTHU3BI IICHHOCTH

JAOKYMCHTOB

3HaThL - OCHOBHBIC OTallbl, TOPAAOK IMMPOBEACHM A SKCIICPTU3BI HEHHOCTHU
JAOKYMCHTOB B COOTBCTCTBHU C HOPMATUBHBIMH JOKYMCHTAMU

YMeTh - pa3rpaHNiYnuTh JOKYMCHTEI IOCTOAHHOT'O, BDEMCEHHOI'O CPOKa XpaHCHMU,
nmoaIC)Kalue YHHIYTOKCHHUIO

Bnagerts - HaBbIKaMU JOKYMCHTUPOBAHU ITPOBCACHUA SKCIICPTU3BI HEHHOCTH

JIOKYMEHTOB

I1K-28 BJIAAICHUCM HABBIKAMU YUYC€Ta U obecreueHus COXPAHHOCTU NOKYMCHTOB B apXUBE

3HaTh - HOPMaTUBHBIE JOKYMEHTBI, OTPAKAIOIINE MPUHIUIIBI, METObI 1 HOPMBI
o0ecreyeHns: COXpaHHOCTH, yueTa JOKYMEHTOB B apXHBe

YMers - IPUMEHUTH HA IIPAKTHKE 3HAHUS O MIpaBHIJIaxX 00ECTIEYeHUs] COXPAaHHOCTH,
ydeTa JOKYMEHTOB B apXHUBE

Buianers - HaBBIKAMHU y4eTa U 00ecrie4eHusl COXPaHHOCTH JOKYMEHTOB B apXUBE

JIIK-5 criocoGHOCTBIO K COOII0IEHUIO TpeOOBaHHI K OpraHu3aluu KaJpoBOro
JIEJIONIPOM3BOICTBA U JIOKYMEHTUPOBAHUIO TPYIOBBIX OTHOLIEHUH, XPaHEHHIO JJOKYMEHTOB 110

JUYHOMY COCTaBYy

3HaTh - OCHOBBI pa0OTHI € KaJpOBO TOKYMEHTAIHE, B TOM YHcie TpeOOBaHUS K
OpraHU3alUH KaJpOBOT0 AETONPOU3BOACTBA H JOKYMEHTHPOBAHHUIO
TPYAOBBIX OTHOIHGHI/II\/'I, a TaK X€ XpaHCHUIO JOKYMCHTOB I10 JIUYHOMY
COCTaBYy

YmeTb - OpPraHM30BaTh KaJPOBOE JIEIONPON3BOJICTBO, XPAHEHHE KaIPOBOI

JOKYMEHTAIMHM U OPTaHU30BaTh COOJIIO/ICHHE TPeOOBAaHHM K OpraHn3aluu
KaJpOBOTO AEJIONPOU3BOACTBA U TOKYMEHTHUPOBAHUIO TPYIOBBIX
OTHOIIECHUH, XPaHEHUIO IOKYMEHTOB 110 TUYHOMY COCTaBY




Bnanets

- CI0COOHOCTHIO K COOIO/ICHHIO TPEOOBAHUH K OpraHU3aluy KaapoBOro
JEJONPOM3BOICTBA M JOKYMEHTHPOBAHHIO TPYIOBBIX OTHOLICHHI,
XPaHEHUIO JOKYMEHTOB 110 JINYHOMY COCTaBYy




4. CTpyKTYypa, 00bEM U coiepKaHue TUCUMTLTHHBI (MOIYJIs1)
OO0mmast TpyI0eMKOCTh AUCIHILTAHBI COCTaBiseT 4 3aueTHBIX eauHui 144 akan. 4acoB, B TOM
YHClIe:
— KOHTaKTHas pabora — 8,6 akaj. 4acos:
— aynuTopHas — 6 akaJi. 4acos;
— BHeayIUTOpHas — 2,6 akaj. 4acoB
B (hopMe MPAKTHUIECKOH TOJTOTOBKH -2 Yaca
— camocTosTeabHas padbota — 126,7 aka. 4acos;
— IMOATOTOBKA K 3K3aMeHy — 8,7 akaj. yaca

dDopMa aTTeCcTaiuu - 3K3aMCH

AynutopHas s s
KOHTaKTHast paboTa E z dopma TeKyLero
Pa3nen/ Tema 2 (B axaj. uacax) & g‘ Bun KOHTPOIA Kox
> & © | caMOCTOATENBHOM | yCIIEBAEMOCTH U
JUCIUATUTAHBI 2 £ . | kommereHnnM
o & paboThl TPOMEKYTOTHOM
na6. | mpakr. | € 8
Tlex. : 128 aTTeCTaluu
3aH. 3aH. | O &
1. Pasgen 1 TIOHSTHUE
APXMBOB 110 JIMYHOMY
COCTABY " ux
HOPMATUBHAS
PETJIAMEHTAIINS
NsyueHnune
T1K-6, I1K-8,
11 Cocras TEOPETHHECKOrO TK-10, TTK-
) Mare-puana, Tect mo paznmeny .
JIOKYMCHTAILHH, 0,2/0,21 0,5/0,5M1|16,15| wuzmoxxennoro B | Nelu urorosoro 21, TK-22,
XpaHUMOW B apXWBax IO TIK-23, TIK-
JICKIHSAX U TecTa
JUYHOMY COCTaBYy 28, [IIK-5,
JIUTEPATypPHI MO K24 TIK-27
TeMe '
5
Nzyuenwue TIK-8, I1K-10,
TEOPETUYECKOTO TIK-22, T1IK-
1.2 HopmaruBHas 06a3za
(byHKIHOHMpPOBAHNS Mare-pHaia, Tect mo pazgeny | 23, [1K-24,
Y 0,2/0,21 0,5/0,511(16,15| wusnoxennoro B | Nel u mrorosoro | IIK-27, IIK-
apXMBOB MO0  JIMYHOMY
COCTAB JICKIMSAX U TecTa 28, TIK-6,
Y JUTEepaTypsl MO JTIK-5, TIK-
Teme 21
Wroro no pazneny 0,4/0,41 /11 | 32,3
2. Pazmen 2. OTBOP U
OD®OPMIJIEHUE JEJ,
COIEPXAIINX
JJOKYMEHTBI 1o
JIMYHOMY COCTABY IJIA
JOJITOBPEMEHHOT'O
XPAHEHU S
Nzyuenwue TIK-6, I1K-8,
TEOPETUYECKOTO BAIIONHCHIE TK-10, IIK-
2.1 DkcnepTH3a IIEHHOCTH MaTepuaia, 0.3 Nol 1 TeeT K 21, TIK-22,
IOKyMeHTOB 1o juuHomy| 5 (0,2/0,21 0,5/0,511(16,15| wu3noxeHHOTO B P38 TIK-23, TIK-
paznenry Ne
COCTaBYy JIEKIUSIX U HTOrOBOLO TecTa 2 24, TIK-27,
JIUTEPATYPHI 110 I1K-28, ATIK-
TeMe 5




2.2 [Ilepemaua pgen Ha Hsyaenue TK-6, K-8,
Z[.OJIFOB gMeHHOG TCOPCTHHCCKOro Brimonnenne IK-10, ITK-
X] aHeHIIjIe H OIIBIT Marepuana, np.3.Nel u Tect K 21, IIK-22,
apXI/IBOB o paGote c 0,2/0,21 0,5/0,511(18,15| wu310XKEHHOTO B p- 2;3 'eH No2 TIK-23, TIK-
I())K MEHTaMH P 110 JCKITHAX H HTIE)FOiOF}é T(;CTa 24, IIK-27,
AOKY JIUTEPATyphI IO ITK-28, JIIK-
JTMYHOMY COCTaBy Tene 5
Uzyuenwue TIK-6, I1K-8,
TEOPETUYECKOTO TIK-10, TIK-
Brinonnenue
2.3 dopmupoBanue Matepuana, mp.3.Nel u rect 21, IIK-22,
IAHBIX 16 COTDYIHAKOR 0,2/0,21 0,5/0,511(16,15| wu3n0X)EHHOTO B a3 'eH No2 TIK-23, TIK-
! P JCKITHAX H HTIE)FOiOF}é T(;CTa 24, IIK-27,
JUTEPATyphI IO ITK-28, JIIK-
TEME 5
HWroro no pazaeny 0,6/0,611 1,5/1,511|50,45
3. Pasmen 3. OIIMCAHMUE,
TIONCK u
HCIIOJIb3OBAHUE
APXHMBOB TIIO JIMYHOMY
Teonzi]:telgzllforo TIK-6, I1K-8,
3.1 HayuHo-cripaBouHBIi p BeinonHenne TIK-10, ITK-
anmapar K apxXuBaMm IO marepuana, p.3.Ne2 u TecT K 22, I1K-23
P P 0,2/0,21 0,5/0,51|17,65| wusnoxennoros | P> ' '
JHYHOMY coctaBy. Omnuch pasneny Ne3 TIK-24, TIK-
JIEKIUAX U
JIeJ1 110 JINYHOMY COCTaBy HTEDATYDEL 0 HUTOTOBOI'O TECTa 28, TIK-5,
patyp TIK-21, TIK-27
TEME
TeOI/I3yquue ITK-6, TIK-8,
PETHIHCECKOTO BeinonHenue TIK-10, ITK-
3.2 Hcnonb3oBanue MaTepuania, 13 Ne2 uecr k| 22 TTK-23
apxuBoB mo Jsuyaomy| 5 |0,4/0,4U1 0,5/0,511{10,15| wu3n0XeHHOTO B P ;')z;:u;eny No3 HK,-Z 4 HK,-
coctasy HHEZ;::;;JHO urorosoro tecta | 28, AIIK-5,
Tene TIK-21, TIK-27
Nzyuenue I1K-6, I1K-8,
TEOPETUIECKOTO MK-10, ITK-
Brimonaenne
3.3 DIEKTPOHHBIC APXUBBI Mare-pHard, np.3.Ne2 u Tect k 21, 1K-22,
nlo ISHOMY COCTAR 0,4/0,41 0,5/0,511(16,15| wu3n0XEHHOTO B '2;3 _en N3 TIK-23, TIK-
Y Y JCKITHIAX H HTrc))roIlle.or}(]) TéCTa 24, TTK-27,
JIUTEPATYPHI 110 I1K-28, OTIK-
TEME 5
HWroro no pazneny 1/11 1,5/1,511|43,95
4. KonTpoib
Brinonnenue
Nzyuenne KOHTPOJIHHON TIK-6, TIK-8,
TeopeTndeckoro |padotsl, utorosoro| ITK-10, ITK-
MaTe-puana, TecTa U BCeX 21, TIK-22,
4.1 KoHTpoab 3HaHUI 5 U3JI0KEHHOTo B | mpoMexxyrounslx | IIK-23, ITK-
JIEKIHASAX U pabot 24, TIK-27,
muteparypsl o | Ipomexyrounas |I1K-28, ATIK-
TEME arTecTanys - 5
DK3aMeH
Uroro mo pazneny
Uroro 3a cemectp 221 4/41 |126,7 DK3aMeH
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Hroro no JUCHUIIINHE

2/21

4/41

126,7

OK3aMCH

IK-6,I1K-

8 IIK-10,ITK-
21,1IK-22 IIK-
23,IIK-

28, AIIK-5,IIK
-24,11K-27
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5 O0pa3oBartejibHbIE TEXHOJIOTHH

1. Tpanunuonusle 0o0pa3oBaTEeNbHBIE TEXHOJOTHMH OPUEHTHPYIOTCS Ha OpraHHU3alluio
00pa30BaTEeNILHOIO  Ipolecca, MPEANOJAraloly0 MpsMYK  TPAaHCIALMIO  3HAHUH  OT
IPEeNoIaBaTes K CTYICHTY

®opmbl y4eOHBIX 3aHATHUH C UCIOIb30BAHUEM TPAAULIMOHHBIX TEXHOJIOTUIL:

NudopmanmronHas nexus

CemuHap

[IpakTryeckoe 3aHATHE, MOCBAIICHHOE OCBOCHUIO KOHKPETHBIX YMEHHHA M HABBIKOB IO
IPEUI0KEHHOMY aJITOPUTMY.

2. TexHOIIOTUH TPOOIEMHOTO O0yUYCHHUS.

®opmbl y4eOHBIX 3aHATHUH C UCIIOIb30BAHUEM TEXHOJIOIMHA IPOOIEMHOr0 00y4EHUS:

[TpoGnemHuas JeKius

Jlexumst «BaBoemM» (OMHApHAS JICKITNS)

[IpakTryeckoe 3aHATHE B (pOpMeE MPaKTHKyMa .

IIpakTuyeckoe 3aHsATHE Ha OCHOBe Keilc-meroma. Kelicel Ga3upyroTcs Ha peaabHOM
(aKTHUECKOM MaTepHase WIn e IPUOIMKEHBI K peabHON CUTYaIHH.

3. UrpoBble TEXHOJIOIMM — OpraHu3alys 00pa3oBaTeIbHOIO Mpolecca, OCHOBAHHAS Ha
PEKOHCTPYKIIMH MOJIEIICH MOBEICHHS B paMKaX MPEJI0KEHHBIX CIICHAPHBIX YCIOBUIA.

®opmbl y4eOHBIX 3aHATHUI C UCIOIb30BAHUEM UTPOBBIX TEXHOJIOTUI:

VYyebnas urpa.

[enosas urpa.

Ponesas urpa .

4. TexHOJIOTUH TPOEKTHOI'O O0YUYEHHUSI.

OCHOBHBIE TUIIBI IPOEKTOB:

HccnenoBaTenbCkuid IpOEKT

TBOpUYECKUI1 TPOEKT.

NupopmaninoHHbIN POEKT.

5. lHTEepakTHBHBIE TEXHOJIOIMH — OpraHu3anus oO0pa3oBaTeNbHOrO Mpolecca, KOTopas
NpEeIoiaraeT akTHBHOE U HEJIMHEHHOE B3aMMO/ICHCTBHE BCEX YUaCTHHKOB, IOCTHKEHUE HA dTON
OCHOBE JIMYHOCTHO- 3HAUYUMMOIro s HHMX oOpa3oBareiabHOro pesyiapTara. Hapsay co
CHECNMATM3UPOBAHHBIMA ~ TEXHOJOTHSIMH ~ TaKOTO  poJa  NPUHIHUI  HHTEPAKTUBHOCTH
IOpOCIEXHUBAaETCsI B OONBIIMHCTBE  COBPEMEHHBIX  OOpa30BaTENbHBIX  TEXHOJOTMH.
WHTEpakTHBHOCTH TIOAPAa3yMEBAET CyOBEKT-CYyOBEKTHBIE OTHOIICHHS B X0O€ 00pa30BaTeIbHOTO
npoliecca 1, Kak clieicTBue, pOpMHUpPOBAaHUE caMOpa3BUBaroLIeiicss MH()OPMaIIMOHHO-PECYPCHOM
Cpenpl.

@opMbl yu4eOHBIX 3aHATHH C MCIOJIb30BaHUEM CIIELUAIN3UPOBAHHBIX WHTEPAKTUBHBIX
TEXHOJIOTHIL:

Jlexuust «oOpaTHOM CBSI3M» — JIEKIMSI—IPOBOKALINS

Cemunap-auckyccus

6. MnpopmaiimioHHO-KOMMYHHUKAIIMOHHbIE 00pa30BaTeIbHbIE TEXHOJIOTHH !

Jlekums-BU3yanu3ansi — W3JI0KECHHE COACP)KaHUS COMPOBOXKIACTCS TPE3CHTAIUEH
(TemMoHCTpaluel yueOHbIX MaTepHaioB, MPEACTABICHHBIX B PAa3IMUHBIX 3HAKOBBIX CUCTEMax, B
T.4. WUTIOCTPATHUBHBIX, TPaUIECKHX, ayIHO- U BUICOMATEPHAIIOB).

[IpakTHyeckoe 3aHATHE B (pOpME NTPE3CHTALIUH.

Yar-3ansTHA.

Be6-3ansarus.

TenexondepeHUy.

«[IpakTrueckue/ nabopaTopHbIe 3aHATUS MPOBOIATCS B (OpME MPAKTUYECKOH MOATOTOBKH B
YCIOBHUAX  BBIOJHEHHS  OOydYalOIIMMHUCS  BUAOB  paldOT, CBS3aHHBIX ¢ Oymymien
npoQeCCHOHATIBHON AEATENbHOCTBIO M HANpPaBICHHBIX Ha (OPMHUPOBAHUE, 3aKpEIICHHUE,
pasBUTHE NPAKTUYECKUX HABBIKOB M KOMIETCHIMH 10 HpoQuito o0pa3oBaTeIbHON

TThOTHAMMERINY
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6 YueOHO-MeTOAMYeCKOe 00ecniedeHrue CAMOCTOATEIbHOM PadoThl 00yUYarOIUXCS

IIpencraBneno B npunoxenuu 1.
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7 OueHOYHBIE CPeACTBA AJisl IPOBeeHHs POMEKYTOUHOI aTTecTAlMI
[IpencraBieHbl B IPUIOKEHUH 2.

8 YueOHo-MeTOAMYecKOEe H HH(POPMALIMOHHOE O0ecneyeHue TUCIUIIHHBI (MOTYJIs1)

a) OcHoBHas TUTEpaTYypa:

1. [Tonog, A. B. ApxuBoBenenue. 3apyOexHasi pocCHKa . Y4eOHHUK I OakanaBpuara u
maructpatypsl / A. B. ITonoB. — Mockaa : U3natensctBo HOpaiit, 2019. — 168 ¢. — (bakanasp
1 Maructp. Moayis). — ISBN 978-5-534-06009-6. — Tekcr : anexrponnsiii // ObC IOpaiit
[caiiT]. — URL: https://www.biblio-online.ru/bcode/441487 (nara oopamenus: 25.08.2020). -
3ari1. ¢ ’KpaHa.

2. Packun, /1. . ApxuBoBezieHue : y4eOHHK JUIs akageMudeckoro 6akanaBpuara / J1. U.
Packun, A. P. CokomnoB. — Mocksa : M3natenscTBo FOpaiit, 2019. — 383 c. — (bakanasp.
Axanemuueckuii Kypc). — ISBN 978-5-534-00870-8. — Texkcrt : anekrponnsiii // 3bC HOpaiit
[caitt]. — URL.: https://www.biblio-online.ru/bcode/432131 (mara ob6pamenus: 25.08.2020). —
3ari. ¢ 3KpaHa

3. Packun, JI. . Metoauka u npakTuka apXMBOBEACHHUS | YUEOHUK IS CPETHETO
npodec-cuonanbaoro oopasosanus / J{. Y. Packun, A. P. CokonoB. — MockBsa : 31aTenbcTBO
FOpaiit, 2019. — 339 c. — (Ilpodeccuonansaoe odpazoBanue). — ISBN 978-5-534-02419-7.
— Texkcr : anextponnsiit // DBC Opaiit [caiit]. — URL: https://www.biblio-
online.ru/bcode/438495 (mara oopamienus: 25.08.2020).— 3ari. ¢ skpaHa

4.Benukanosa, C. C. ApXuBbI 110 JIMYHOMY COCTaBY : y4eOHO-METOAMUYECKOE TTocobue /
C. C. Benukanosa ; MI'TY. - Maruutoropck : MI'TY, 2018. - 1 snexrpoH. ont. auck (CD-
ROM). - 3arn. ¢ Tutyin. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514
334/3518.pdf&view=true (mara odpamienus: 25.08.2020). - MakpooObekT. - TekcT :
anekTpoHHBIN. - ISBN 978-5-9967-1154-3. - Cenenust noctynssl Takxke Ha CD-ROM.

5.Benukanoga, C. C. KagpoBoe 1enonpon3BOACTBO U apXUBbI JOKYMEHTOB T10 JTUYHOMY
COCTaBy: MPAaKTHKYM : mpakTukyM [ais By3oB] / C. C. Benukanosa, 1. B. Kamry6a ;
Marnurtoropckuii roc. rexuudeckuid yH-T uM. I'. M. HocoBa. - Marauroropck : MI'TY um. I'. .
Hocoga, 2020. - 1 CD-ROM. - 3arx. ¢ Tuty. skpana. - URL :
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535
271/4126.pdf&view=true (mara obpamienus: 25.08.2020). - MakpooObeKT. - TekcT :
AIIEKTPOHHBIN. - CBeeHus goctymnHbl Takke Ha CD-ROM.

0) JlonostHuTEIbHAS JIUTEPATYpA:
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https://www.biblio-online.ru/bcode/441487
https://www.biblio-online.ru/bcode/432131
https://www.biblio-online.ru/bcode/438495
https://www.biblio-online.ru/bcode/438495
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514334/3518.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514334/3518.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535271/4126.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535271/4126.pdf&view=true

1.ITomoB, A. B. ApxuBoBeneHue. 3apyOexHas poccuka : ydeOHHK /11 OakanaBpuara u
maructpaTypsl / A. B. ITonoB. — M. : U3natensctBo FOpaiit, 2018. — 168 ¢. — (Cepus : baka-
naBp u Maructp. Monyib.). — ISBN 978-5-534-06009-6. — Pexwum mocrymna : www.biblio-
online.ru/book/1BDF5ED0-18D1-4339-A8C0-DC101B0SFAF3 .

2. Jloponuna, JI. A. Opranu3zaius ¥ TEXHOJIOTHS JOKYMEHTAIIHOHHOTO 00eCTICUeHUs
yIpaBJICHHUS | yUeOHUK M MPAKTUKYM [UIs akageMuueckoro 6akanaspuara / JI. A. Jloponuna, B.
C. UputuxoBa. — M. : UznatensctBo FOpaiit, 2018. — 233 ¢. — (Cepus : bakanaBp. Akanemu-
yeckwuii Kypc). — ISBN 978-5-534-04568-0. — Pesxxum mgoctyma : Www.biblio-
online.ru/book/19DADB52-959C-40DA-B18F-C955EFACOCID .

3.0Opranu3anoHHOEe U IPABOBOE 0OecneueHre HHPOPMAIIMOHHON O€30ITacCHOCTH | y4eo-
nuk 1 npaktukym st CI1O / T. A. Tonsikosa, A. A. Ctpensiios, C. I'. UyOykosa, B. A. Huecos
; oTB. pen. T. A. IlonsikoBa, A. A. CtpensiioB. — M. : U3narenscTBo FOpaiit, 2018. — 325 ¢. —
(Cepus : IIpodeccnonansnoe oopazoBanue). — ISBN 978-5-534-00843-2. — Pexum fmoctyna :
www.biblio-online.ru/book/054509D0-1E35-4080-9E86-19742B336897 .

4. Makaposa A. K. ApxuBosenenue [ Dnekrponnslii pecypc] / Makaposa A. K.; MI'TYV. -
Marnuroropck : [M3natenscteo MI'TY], 2015. - 146 c. - bubnuorp.: c. 142-146. - Pexum noc-
Tyma:
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209
678/3435.pdf&view=true . - MakpoooOsekT. - ISBN 978-5-9967-0676-1.

5. HokymenTtsl u3 apxusa MUJI I'epmanun 1937—1938 ronoB — Mocksa : 3natenber-
B0 Opaiir, 2019. — 192 ¢. — (AnTonorus meiciu). — ISBN 978-5-534-09314-8. — Tekcr :
anextpounsiii // DBC HOpaiit [caiit]. — URL: https://www.biblio-online.ru/bcode/427616 (nata
obpaienus:25.08.2020).

6. CamokBacos, [1.51. llenTpanu3anus rocyapcTBEHHBIX apXHBOB 3amnaaHoil EBporisl B
CBSI3U C apXUBHOU pedopmoii B Poccuu : anekrponnas penpoaykiws / Camoksacos J.51. : M3na-
tenbekue apxuBbl, 1899. — 211 ¢. — URL: https://book.ru/book/913461 (marta oOpaiicHus:
25.08.2020). — TeKcT : 3JeKTPOHHBIIA.

B) MeToauyeckue ykasaHus:
[Tpunoxenue 3

r) IIlporpammHuoe ob6ecnieyenune u MHTEpHET-pecypehl:
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http://www.biblio-online.ru/book/1BDF5ED0-18D1-4339-A8C0-DC101B08FAF3
http://www.biblio-online.ru/book/1BDF5ED0-18D1-4339-A8C0-DC101B08FAF3
http://www.biblio-online.ru/book/19DADB52-959C-40DA-B18F-C955EFAC0C1D
http://www.biblio-online.ru/book/19DADB52-959C-40DA-B18F-C955EFAC0C1D
http://www.biblio-online.ru/book/054509D0-1E35-4080-9E86-19742B336897
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209678/3435.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209678/3435.pdf&view=true
https://www.biblio-online.ru/bcode/427616
https://book.ru/book/913461

https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatal
0Ques/1/1209678/3435.pdf&view=true . - Maxkpoodbekt. - ISBN 978-5-9967-0676-1.
MakapoBa A. K. ApxuBoBencuue [Dnekrponusiii pecypc] / Makapoa A. K.; MI'TY. -
Maruurtoropck : [M3garensctBo MI'TVY], 2015. - 146 c. - bubmumorp.: ¢. 142-146. - Pexxum noc-
Tyma:
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209
678/3435.pdf&view=true. - MakpooObekr. - ISBN 978-5-9967-0676-1.

https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatal
ogues/1/1514334/3518.pdf&view=true . BemmkanoBa C. C. ApXHUBBI 10 JUYHOMY COCTaBY
[DnekTpoHHbIi pecype] : yueOHO-meroandeckoe mocobue / C. C. Benukanosa ; MI'TVY. -
Marunutoropck : MI'TY, 2018. - 1 snek-tpon. ont. muck (CD-ROM). - Pexum mgocryma:
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514
334/3518.pdf&view=true. - Makpooobekrt. - ISBN 978-5-9967-1154-3.

IIporpammHoe o0ecnieueHue

Haumenoanue [10 Ne norosopa Cpox aeiicTBus

JIMIICH3UN

MS Windows 7 Professional(ans| 1957 16 08102018 11.10.2021

KJIaCCOB)

MS Windows 7 Professional 1y 757 17 41 27.06.2017 27.07.2018

(7151 K71aCCOB)

MS Office 2007 Professional Ne 135 ot 17.09.2007 0eccpodHo

FAR Manager cB00O0aHO pacnpocTpansemoe 10 6eccpouHo

7Zip cB000THO pacnpocTpansemoe [10 0ECCPOYHO

IIpodeccnonanbHbie 0a3bl JaHHBIX M HMH(POPMAIIHOHHBIE CIIPABOYHbIE CHCTEMbI

1) HaumonanpHas MHGOPMAIIMOHHO-aHAIUTHYECKAsT CHCTeMa — POCCHHCKHI MHICKC HAay4HOTO
nutuposanust (PVHII) URL.: https://elibrary.ru/project_risc.asp
2) DnektpoHHas 0a3a nepuoguyeckux n3nanuii East View Information Services, OO0 «MBUC»
https://dlib.eastview.com/
3) TMouckosas cucrema Axagemust Google (Google Scholar) URL: https://scholar.google.ru/
4) UndopmanmonHas cucrema - EquHoe okHO nocTyma K mHpopManumoHHbIM pecypcam URL:
http://window.edu.ru/

5) Poccuiickas I'ocymapcTBeHHas oubnoTexa. Karamorn
https://www.rsl.ru/ru/4readers/catalogues/
6) DneKTpoHHBIE pecypchl OoubmoTeKn MI'TY UM. I'n. Hocosa

http://magtu.ru:8085/marcweb?2/Default.asp

7) YuuBepcurerckas uHpopmarmonHas cucrema POCCHS https://uisrussia.msu.ru

8) MexayHapoaHas HayKoMeTpuueckas pedepaTHBHas M IOJHOTEKCTOBas 0a3a JIaHHBIX
HayuHbIX m3nanuit «Web of science» http://webofscience.com

9) MexayHapoaHas pedepaTuBHas M IOJHOTEKCTOBAas CIpaBouHas 0a3a JaHHBIX HAYYHBIX
usnganuii «Scopus»  http://scopus.com

10) MexnyHapoaHas 0aza MOJTHOTEKCTOBBIX KypHaJIOB Springer Journals
http://link.springer.com/

11) MexayHapoaHas 6a3a CpaBOYHBIX M3aHUI IO BCeM OTpacisiM 3HaHui SpringerReference
http://www.springer.com/references
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https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209678/3435.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209678/3435.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514334/3518.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514334/3518.pdf&view=true
https://elibrary.ru/project_risc.asp
https://dlib.eastview.com/
https://scholar.google.ru/
http://window.edu.ru/
https://www.rsl.ru/ru/4readers/catalogues/
http://magtu.ru:8085/marcweb2/Default.asp
https://uisrussia.msu.ru/
http://webofscience.com/
http://scopus.com/
http://link.springer.com/
http://www.springer.com/references

9 MaTepuajibHO-TeXHHYeCKOe o0ecneyeHue TUCIUIIUHBI (MOTYJIs1)

MaTepHaano-TeXHqucxoe o0OecrieueHue JUCHHUIIIIMHBI BKJIIIOYACT:

CTOJI KOMITBIOTEPHBIH, CTOJI MUCbMEHHBIN, CTYyNl O(UCHBIN, JOKyMEHT-Kamepa Epson,
ucrounuk Oecrniepedoiitnoro nmrtanus POWERCOMIMD-1500AP , kamepa BBICOKOTO
pa3pelieHus, KOMIBbIOTEp MepcoHANbHBIH (THI 6), mpoekTop ViewSonicPJID7526W, ciiukepdon
nacronbHbiii  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycTuueckas
HACTOJIbHAS, CTepeorapHuTypa (MUKpO(OH C IIyMOIOJABICHUEM), dKpaH HacTeHHbId Digis
Optimal-C MW DSOC-11032*2

Y4eOHble ayAuTOpHH JUIS TIPOBEACHHS TMPAKTUYECKUX 3aHSATUH, TPYNIOBBIX U
WH/IMBUYAJIbHBIX KOHCYJIBTAIU, TEKYIIET0 KOHTPOJIS M IIPOMEXYTOYHOMN aTTECTAIIIH:

CTOJI KOMITBIOTEPHBIH, CTOJI MUCbMEHHBIH, CTYyl O(UCHBIN, JOKyMEHT-Kamepa Epson,
ucrounuk Oecriepedoiitnoro nmrtanus POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspeleHus, KOMITbIOTEp MepcoHanbHbii (Tun 6), npoekrop ViewSonicPJID7526W, cninkepdon
HactospHblid  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycTuueckas
HACTOJIbHAS, CTepeorapHuTypa (MHKpO(GOH C IIYMOIOJABICHHUEM), SKpaH HacTeHHbIHDIQIS
Optimal-C MW DSOC-11032*2

[lomemenuss I CaMOCTOSITENIFHOW — pabOTBl  OOydYaIOMIMXCS:  MEPCOHATIBHBIE
kommbioTepbl ¢ makerom MS Office, Beixogom B MHTEpHET M ¢ JOCTYIIOM B 3JICKTPOHHYIO
MH(pOPMaAIIMOHHO-00PA30BATENBHYIO CPEAY YHUBEPCHUTETA.

VY4eOHble ayAUTOPUM ISl BBIIOJIHEHUS KypCOBOIO IPOEKTHPOBAHUS HMOMEILEHUS s
CaMOCTOSATENILHON pabOoThl 00Y4YAIOIINXCs: IEPCOHANTBbHBIE KOMIbIOTEPHI ¢ naketomM MS Office,
BBIX0JIOM B IHTEpHET U ¢ JJOCTYNOM B 3JIEKTPOHHYIO HH(POPMALIMOHHO-00pa30BaTeIbHYIO Cpeay
YHHUBEPCHTETA.

Ilomemenue mis XpaHCHUA U HpO(bHHaKTquCKOFO O6CJIy>KI/IBaHI/I}I yqe6H0r0

000pyIOBaHUS: CTEIIAXKH JJISI XpaHEHUsI Y4eOHO-HATJIAIHBIX ITOCOOHI 1 yueOHO-METOIUIECKOM
JIOKYMEHTAIUU.
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ITpunoxxenue 1
Y4eOHO-MeTONMYeCKOe o0ecTieYeHHe CAMOCTOAITeIbHOI PadoThI 00y4arOIIUXCs

[IpumepHas cTpyKTypa U cofepKaHue pa3ieioB:
[To nucuumInHe «APXUBHI 1O JIMYHOMY COCTaBY» IPEAYCMOTPEHA ayIUTOPHASI U BHEAYAUTOPHAS
caMocCTosITeTIbHAsE paboTa 00yJaroImuxcs.
KoHnTposabHbie MeponpusTus 1o pasaeny Nel
Tect no pazaeny Nel
Bompoc 1
Bbann: 1,00
ApPXUB 10 TUIHOMY COCTaBY — 3TO
BribepuTe ouH OTBET:

d. CaMOCTOATCIIBbHOC YUPCIKIACHNUEC NN CTPYKTYPHOC ITOAPA3ACICHUE YUPCKIACHUS, OCYIICCTBIIAIOMICE
KOMIIJICKTOBAHUE, XPaHCHHE, y‘IéT 1 UCIIOJIb30BAHUE JOKYMEHTOB I10 JIMYHOMY COCTaBYy

b. MecTo XpaHeHUs TOCYAaPCTBEHHBIX TOKYMEHTOB
C. YUpEKJEHUE, XpaHsillee KaApoBble TOKyMeHTbl AD PO

d. moxpaszeneHue KaapoBoii CiIyKObl IPSANPHUATHS, OTBEYAIOIICE 32 XPAHCHHUE, YUET U
UCIIOJIb30BaHHE IOKYMEHTOB 10 TMYHOMY COCTaBY, B TOM YHCIIE B SJIEKTPOHHOM BUJIC
Bomnpoc 2
bamr: 1,00
K nokymeHTaM 10 JINYHOMY COCTaBY, HMEIOIIMM JIOJITOBPEMEHHBIH CPOK XpaHEHHUSI HE OTHOCSTCS
BribepuTe oiuH OTBET:

d. aKThl O HCCYACTHBIX ClIy4dasX, CBA3aHHBIX C IPOMU3BOJCTBOM

-
b. nuuHbIe fena COTPYIHUKOB
-
C. pacropsiiNTEIbHbIE JOKYMEHTHI (3aITUCKH, PACTIOPSIKEHHS)
-
d. angaBuThl IPUKA30B 110 JIHYHOMY COCTaBY
Bonpoc 3
bann: 1,00

CpoK XpaHEHUs BHIIIE MIEPEUNCIICHHBIX JOKYMEHTOB B apXHUBAaX I10 JIMYHOMY COCTaBY
BribepuTe oguH OTBET:

a. 45 et
-~

b. 75 ner, B peakux ciydasix IOCTOSHHO
-~

C. 75 ner
-~

d. mocrosHHO

Bonpoc 4

Bbamn: 1,00

Bepno nu yrtBepxaeHue «B komMurerax, oTraenax aJMHUHUCTpalUid TOpPOJOB, PalOHOB IO
00pa3oBaHMIO K JOKYMEHTaM I10 JIMYHOMY COCTaBY TakK)Ke OTHOCAT: IOKYMEHTHI 10 MATPOHUPOBAHUIO U
OIICKE»

Bribepute oguH OTBET:

s
a. BEpHO
C .
b. BepHO /715l TOCYIapCTBEHHBIX YUPEKICHUIT
I
C. BEpHO YaCTUYHO
d. e BepHO
Bompoc 5
Bamn: 1,00

Cratpst 17 kakoro 3akoHa yCTaHABIMBACT OOIIYI0 OOS3aHHOCTH IO OOECIICUCHHIO COXPAaHHOCTH
JIOKyMEHTOB, B TOM YHCJIE JOKYMEHTOB ITI0 JIMYHOMY COCTaBY, JJs JIFOOOTO CyOBEKTa XO3SWCTBEHHOU
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JIESTENIbHOCTU: TOCYAapCTBEHHBIX OpPraHOB, OpPraHOB MECTHOTO CaMOYIpaBIIEHHUS, OpTraHM3aluid u
TpaXXJaH, 3aHUMAIOIINECS NPEANPUHUMATEIBCKON NesATeNbHOCThI0O 0e3 00pa3oBaHus IOPHINIECKOTO
JUIla, B TCUEHUE CPOKOB MX XPAHCHUS, YCTAHOBICHHBIX (elepalbHBIMA 3aKOHAMH, WHBIMHU
HOPMAaTHBHBIMH ITPAaBOBBIMH akTaMu Poccuiickoit denepanum, a TakkKe IEPEIHIMHA JOKYMEHTOB?
Bribepute oquH OTBET:

a. @eaepanbHOTO 3aK0HA OT 26 ekadps 1995 r. N 208-03 «O6 akIMoHEpHBIX 00IIECTBAXY C
u3MeHeHusiMu ot 29 utons 2015 r.

b. ®enepansroro 3akoHa ot 22 okTs0pst 2004 roga Ne125-d3 «O6 apxuBHOM aene B Poccuiickoit
Denepanun»

C. 3akona P® «O mepcoHAIBHBIX MTaHHBIX» No 152-D3

d. TpymoBoro koaekca PO
Bonpoc 6
bann: 1,00
BeIcokyto conmanbHy0 3HAaYMMOCTh APXHBOB T10 JITYHOMY COCTaBy 00yCIIaBINBaeT
BribepuTe oquH OTBET:

a. obecrieyeHre MOBBIICHUsI OOIIECTBEHHOTO CO3HAHUS U CAMOUJICHTU(PHUKAIINN COBPEMEHHOTO
counyma

b. 6uorpaduueckasi, apxeorpaduueckasi IEHHOCTb, OHH SIBJISIOTCS HCTOYHUKOM IS CTATUCTHYCCKUX
00001IIeHHI 1 UCTOPHUKO-COITUATBHBIX UCCIIEAOBAaHUT

C. TOT (aKT, 4YTO OHU CIYXKAaT JOKyMEHTAJIbHBIM MOATBEP)KICHUEM IIPaB PaOOTHHUKA Ha COLUAIBHOE
obecrieyeHue (IO CTAPOCTH ¥ MHBAIMAHOCTH, a TAKXKE MOJITBEPKICHUEM TPYAOBOIO CTa)ka paOOTHHKA)

d. mrpadHble CAHKIUK TPYAOBBIX HHCIICKIIUI
Bomnpoc 7
bamr: 1,00
[Mpouenypy ¢opMupoBaHus el B COOTBETCTBHM C YTBEPXKJICHHOW HOMEHKIIATYpOM
IIpeyCMaTpUBAET
BriGepure ouH OTBET:

-
a. XpaHEeHHUE UCTIOJHEHHBIX JIOKYMEHTOB
-
b. XxpaHeHre TOKyMEHTOB B MPOIIECCE MX MCIIOTHEHHS
I
C. MOCJICYIONIEEe XPAHCHUE
-
d. omepaTtuBHOE (TEKyIlEe) XpaHeHHE
Bonpoc 8
bamr: 1,00

M3bATHE IOKYMEHTOB IO JIMYHOMY COCTaBy M3 Jiefla C IOCTOSIHHBIM CPOKOM XpPaHEHUS
JIOITyCKAETCSI B UCKITIOUMTENBHBIX CITy4ask U MPOU3BOUTCS
Bribepure oMH OTBET:

a. ¢ 00s13aTeILHBIM COCTABICHHUEM B bl (S (7 3aB€pCHHOfI KOIIMH JOKYMCHTA

-
b. Ha OCHOBaHUM PACTIOPSTUTEIHHOTO JOKYMEHTA PYKOBOIUTENS OPTaHH3aINN
-
C. ¢ 00sI3aTeNbHBIM COCTABICHUEM aKTa 00 U3bATHH TOJTHHHUKA
-
d. B mprCyTCTBHM apXHBapHyca U 3aBEIYIONIETO APXHUBOM
Bonpoc 9
bann: 1,00

OTBETCTBEHHOCTH 32 OPraHU3ALHMIO PA0OTHI IO XPAHEHHIO KaJPOBBIX JOKYMEHTOB HECET
Bribepure oguH OTBET:

a. 3aBeMyIONTHi apXUBOM

-~
b. Havaneauk oTaena Kaapos
-~
C. ApxuBapuyc
-

d. PaGoronmarens
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Bomnpoc 10
Bbann: 1,00

VYKaxuTe J0KHOE YTBEPIKICHHE
Bribepute oquH OTBET:

a. Ui OpraHu3aLuil - ICTOYHUKOB KOMIUIEKTOBAHUS - 10 HCTEUYEHUH CPOKOB XPaHEHHsI 00513aTeIbHO
MPOBEJICHIE COBMECTHO C YIIOJIHOMOYEHHBIM OpPraHOM TOCYIapCTBEHHOU BiIacTh cyobekTa Poccuiickoit
Oenepanyu B 00J1aCTH apXUBHOTO Jieia, [ ocapXiBOM SKCIEPTU3BI ICHHOCTH Psiia TOKYMEHTOB T10
JMYHOMY COCTaBY Ha IpeAMET BKIIOUYEHHUS B cocTaB ApxuBHOro ¢gonna Poccuiickoii @eneparmn

b. JJIsL opraHmauHﬁ, KOTOPBIE HE ABJIAIOTCA UCTOYHUKAMHU KOMIUICKTOBAHHS, 110 UCTCUCHUN
BPEMCHHBIX CPOKOB XpaHCHUA apXUBHBIC JOKYMEHTHI 110 IMYHOMY COCTaBY MMOAJICKAT SKCIIEPTHU3E U
MOTyT OBITE YHUUYTOXCHBI 6o XPaHUTCA B apXUBE OpraHu3alin

C. XpaHCHHE JOKYMECHTOB IO JJUYHOMY COCTaBYy, HE MOJICKAIUX YHUUYTOKCHHUIO JOJKHO
OCYHICCTBJIATHCA TOJIBKO B 6YMa)KHOM, a HEC B DJICKTPOHHOM BHJIE

d. apXuBHBIEC JOKYMEHTHI [I0 JMYHOMY COCTaBY, KOTOPbIE HE OBLUTH BKIIFOUCHBI B COCTaB JOKYMEHTOB
ApxuBHOTO QoHAa Poccuiickoit denepannu, Mo KCTEYSHNN CPOKOB XPAHEHUS TOAICKAT YHHUTOKEHHUIO
0o XpaHCHHUIO B apXHUBC OpraHu3alvi B COOTBETCTBHUU C TpC6OBaHI/I$IMI/I KOPIIOPATUBHOI'O
3aKOHOJATEeNbCTBA

KonTposbnbie MeponpusiTusi no pasaeiry No2
IIpakTHyeckoe 3axanue 1

Nzyante matepuan MeToaudecKux peKoOMeHIawii « DKCIepTH3a IEHHOCTH H 0TOOP B COCTaB APXHBHOTO
¢donna Poccutickoit @enepanuu JO0KYMEHTOB 0 JJUYHOMY COCTaBy» mpoekt 2014 1., ocodOeHHO pa3jiena
4.5.2.4., a TakKe MOBTOpUTE MaTepua Jekuuu 3 «DopMupoBaHre TUUHBIX Je] COTPYAHUKOBY Paznena Il
«OT60p U 0dopMIICHHE [IeT, COAEPKAILMX JOKYMEHTHI 110 IMYHOMY COCTaBY JJIsl JOJATOBPEMEHHOIO
xpaHeHus. [lonp3ysice 00pa3nom, cocTaBbTE BHYTPEHHIOIO OIMMCH JIMYHOTO €A COTPYIHUKA, KOTOpas
JIOJKHA coJiepKaTh He MeHee 12 MyHKTOB.
4.5.2.4. BHyTpeHHsIS ONUCH COCTABIISIETCS JJISl JIMYHBIX J€]T U COIEPIKUT CBEICHUS O TIOPSIKOBBIX
HOMepax JOKYMEHTOB B HEH, MX MHAEKCaX, 1aTax, 3aroJOBKax U HOMepax JIMCTOB JeJla, HA KOTOPBIX
PacCIiojIoKECHbI 3T JOKYMCHTHI.
K BHyTpeHHE# OIMCH COCTABIISIETCS UTOTOBAS 3alKMCh, B KOTOPOH yKa3bIBaeTCs UppaMu U POIHCHIO
KOJINYECTBO BKJIFOUEHHBIX B HEE JOKYMEHTOB U KOJIMUECTBO JIUCTOB BHYTPEeHHEH onvcu. BHyTpeHHss
OIIKCH TOJIHUCHIBAETCS €€ COCTABUTEIIEM C YKa3aHUEM JOJKHOCTH U 1aThl COCTABIICHUSL.
[Ipu n3mMeHeHun cocTaBa JOKYMEHTOB Jieia (M3bSITUH, BKITIOUEHUH TOKYMEHTOB, 3aMEHE UX KOIHUSIMH)
OHU oTpaxarorcs B rpade «lIpumeyanne» co CHOCKOH Ha HOMepa BHYTPEHHEH onucu. MoxeT ObITh
COCTaBJIEHA U 0CO0ast OMUCH STHUX U3MEHEHHH.

JleKUMOHHBIN MaTepuaJl
B cocTaB mTu4HOTO N1ena BXOJAT CIeyIOIne JOKYMEHTHI:
BHYTPEHHSISI OTIMCh JIOKYMEHTOB, MOJIIIUTHIX B JIMYHOM JICIIE;
pestome;
aBToOHoTpadus;
aHKeTa WU JIMYHBIN JIMCTOK IO YYETy KaJ[POB;
KOTIMH JIOKYMEHTOB 00 00pa3oBaHuy;
XapaKTePUCTUKH Ha paOOTHHKA;
TPYZOBOH 10T0BOP (MOXKET BXOJHUTH B COCTAB JIMYHOTO JeJia WK XPAaHUTHCS OTACIHHO);
KOTIMHY TIPUKA30B O HA3HAYEHHH, IIEPEMEICHUH, YBOJILHEHNY;
KOTHS CBUJICTENILCTBA O IOCTAHOBKE Ha YYET B HAJIOTOBOM OPTaHe;
KOTIHS CTPaXOBOI'O CBUJETENILCTBA FOCYAPCTBEHHOTO IIEHCHOHHOT'O CTPAaXOBAHMUS;
JTOTIOJTHEHUS K aHKETE WM JJMYHOMY JIUCTKY IO YYeTy KaJIpOB;
pa3InvHbIE CIIPaBKH, OTHOCSIINECS K JAHHOMY paOOTHHUKY (KpoMe CIPaBOK C MECTa KHUTEIbCTRA,
0 COCTOSIHUM 3JI0POBbS U JPYTUX JOKYMEHTOB BTOPOCTEIIEHHOTO 3HAUEHHsI, KOTOPBIE TPYIIUPYIOTCS
OTJICIILHO).
CocraB JOKyMEHTOB JIMIHOTO JIena pabOTHHKA:
3asBIIEHUE O TIpreMe Ha padoTy;
TPYZOBOE corjameHne (KOHTPAKT), JOMOJHUTEIbHBIE COTIalICHNUS;
JIUYHBIA JTUCTOK IO yYETY KaJpOB U OTIOJIHEHUE K HEMY,
aHkeTta (aBroomorpadus);
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12.
13.

14.
15.
16.

0.

JIOKyMEHTBI 00 00pa30BaHuH (KOIHK);
JIOKYMEHTBI 00 YTBEP)KACHUH B JIOJDKHOCTH (KOITUH HJIH BBITIMCKH), B TOM YHUCIIE 3TO MOTYT OBIThH
BBIMIUCKH W3 TPOTOKOJIOB YYPEAUTENCH, aKIMOHEPOB, YYCHBIX COBETOB, JIOKYMEHTHI KOHKYPCHBIX
KOMUCCHH, pe3ylibTaThl TECTUPOBAHHUS;
peKOMeHIaTeTbHBIC MUChMA WITH XapaKTePUCTHKY;
JTOJKHOCTHBIEC HHCTPYKIIUHU (PETJIaMEHTHI);
aTTECTAIMOHHBIC JIMCThI, OT3BIBBI, IPEIICTABICHUS;

MaCIOPTHEIC TaHHBIE, CBUACTEILCTBO O OpaKe u T.1. (KOIHH);

3a4BJICHUSA MW IIPHUKa3bl
mpeaACTaBJICHUS, CHpaBKI/I-O6’BGKTI/IBKI/I;

JIOKYMEHTHI O Harpa)kIeHUH, HAIO)KEHUN B3BICKAaHUH (KOTIHH);

(koMM WM BBIIUCKH) O TIepeBOJe Ha JAPYIyI0 IOJKHOCTS,

CBEJICHHUSI O JI0XOAaX, UMYIIECTBE M CIPABKH IMPOBEPKH ITOJHOTHI U JOCTOBEPHOCTH JTaHHBIX
CBEJICHMI (JIJ1s1 TOCYAapCTBECHHOMN WIIM MYHUITUITAILHOU CITYKOBbI);

HeBOCTpe6OBaHHI:Ie AOKYMCHTEI (CBI/II[CTGJ'II)CTBEI, JUIITIOMBI, TPYAOBBIC KHUXXKHU U T.l'[.);

3asIBIICHUS ¥ PUKA3bI (KOMMH WM BBITMCKH) 00 YBOJIBHEHUH, TIEPEBOJIE U T.1.;
WHBIC JIOKYMEHTHI B Cllydyae HEOOXOIMMOCTH, B YAaCTHOCTH I TOCYIApCTBEHHON CIyXObI —
noapoOHee mocMoTpute Yka3 [Ipesunenrta PO.

BHYTPEHHAA OITHCDH
AOKYMEHTOB ef1. Xp. N _ 05-15/110

Ne “::;‘;?:" x“"::::"“ JaroToBOK IOKYMeNTS mo::;tu Tpisceyamsme
1 2 3 4 5 6
I Honontesiue X AUYHOMY RUCMKY NO y4emy !
xadpoe
2 19.03.2012 | Jluswisal nUCmoK no ywemy xadpoe 2-3
3 19.03.2012 | Aemobuopadus 4
4 | ON827527 | 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 wa pabomy 12
Htoro JROKYMEHTOB,
[T Pev—pp—r———
KOMMUeCTBO THCTOB BHYTPEHHEA ONHCH
(Gmfpases w njazecuo )
MacnexTop Wupoxoea T.1O. llInpokosa
Tacamma) (picn ppeesa avenn)
19.032012
Tect k pazgemy Ne2
Bonpoc 1

Bbamn: 1,00

Ilo KakOMYy MNpUHIUITY CUCTEMATU3UPYIOTCA HOOKYMCHTHI B J[ICJIaX,

MIPHUKAa3bl, PACIIOPSHKEHUS 110 TMIHOMY COCTaBy?

Bribepure o1H OTBET:

CoZIepKalluX, COJAEP KAIIUX

a. XpOHOJIOTHYECKHUY PUHITUIT: B HaYalle Jieia JOJHKHBI pacojiaraThCs MPUKa3bl (PacOpsHKEHUs) 3a
JIeKaOpb, TOTOM 32 HOSIOPH H T.II.

b. XpoHoJIOTHYECKHil TPUHIIUTT: B HaYaJIe JieNa TO/DKHBI PACIoaraTbCsi MPHUKa3bl (PacOpsKEHUsT) 3a
STHBapb, IIOTOM 3a (eBpasb U T.1.

C. HOMEPHOMY IPUHIUITY: OT NEPBOTO A0 MOCIETHETO
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d. andaBUTHBIN IPUHIKT 110 HAMUIUH COTPYIHUKA, O KOTOPOM COJCPIKUTCS HH(POPMAIIUS
Bonpoc 2
Bamn: 1,00
YKaxXuTe BapuaHT, COJICPXKAIIMN JIMINHES B TMEPSUUCICHUU «AHAJIOTMYHO, MO TaKOMy IKe
MIPUHIIAITY TTPOBOJIUTCS CHCTEMATHU3AIIHS JOKYMEHTOB B JIENIaX, COACPKAIIUX ...»
Bribepute oquH OTBET:

a. Tapu(UKAIIMOHHBIE BEIOMOCTH, Ta0EIH U HapsIbl paOOTHUKOB BPEAHBIX Mpodeccuii

-
b. MOKYMEHTBI 0 IPEACTABICHUH K HATPAXKICHHUIO

-
C. aKTBI O HECUACTHBIX CIIyYasX, TPYAOBbIC KHIKKH

f" . N
d. mpoToKOIBI 3aceaHnit KOMUCCHH, TPYIOBBIC JOTOBOPHI (COTITAIICHN)

Bonpoc 3
bann: 1,00

[MommBka copMUPOBAHHBIX J€] TPOU3BOAUTCS
Bribepute oiuH OTBET:

d. 10 mepelavyr ux U3 OTJCIa KaApOB B apXHUB Ha JOJITOBPECMCHHOC XpaHCHUC

-
b. 1o mpoBeneHMs FIKCIIEPTU3BI IIEHHOCTH JOKYMEHTOB IO INYHOMY COCTaBY
-
C. OCJIe YBOJILHEHHS COTPYTHUKA
-
d. mocJie 3aBepIICHHUS SKCIIEPTH3bI IEHHOCTH JTJOKYMEHTOB
Bomnpoc 4
bann: 1,00

BriGepure BepHOE yTBEpIKACHHE
BribepuTe oguH OTBET:

a. JIokyMeHTHI Jena MOAIINBAIOTCS, IEPETJIETAIOTCS B TPU I YEThIPE MPOKOJIa CYPOBBIMU
HuTKamu. [Ipu 3TOM ciieryeT uCnoiabp30BaTh KApTOH BBICOKOTO KauecTBa, UMEIOIINNA CPETHIOI0
IUIOTHOCTH. JIOKYyMEHTBI OAIIMBAIOTCS, IEPEIUIETAIOTCS TaK, YTOOBI ObLIO 00ecTIiedeHo CBOOOHOE
YTEHUE TEKCTa

b. lokyMeHTBI Jieia MO/ IIUBAIOTCS, TIEPEIICTAIOTCS B TPU MTPOKOJIa CMECOBbIMH HUTKaMu. [Ipu atom
CJeyeT UCI0JIb30BaTh KApTOH BBICOKOI'O KA4€CTBA, UMEIOIINN XOPOILIYHO INIOTHOCTb. /JJOKyMEHTHI
MOJIINBAIOTCA, IEPEIUIETAIOTCS TaK, YTOObI ObLIO 00eceueHO CBOOOIHOE UTEHHE TEKCTa

C. lokyMEeHTBHI JieN1a OALINBAIOTCS, IEPEIUIETAIOTCS B TPU MITM YEThIPE MPOKOJIA CYyPOBBIMH
HUTKaMu. [Ipu 5TOM ciienyeT nenonbp30BaTh KAPTOH JOCTATOYHOTO KauecTBa, MMEIOIINI CPETHIOI0
IUIOTHOCTB. JIOKyMEHTBI TTOIIINBAIOTCS, IEPEIUICTAI0TCS TaK, YTOObI ObLIO 0OecredeHo CBOOOJHOE
YTEHHUE TEKCTa

d. J/IokyMeHTBI Jiena Mo IIIUBaIOTCs, TIEPEIUICTAITCS B YEThIPE IPOKOJIa CYpPOBBIMU HUTKaMu. [1pu
3TOM CJIeyeT UCIOIb30BaTh KAPTOH BHICOKOTO Ka4eCTBA, MMEIOIIUH MOBBIILICHHYIO JIOTHOCTb.
JIOKyMEHTBI TIOANIMBAIOTCS, IEPETUICTAIOTCS TaK, YTOOBI OBLIO 00ecieueHo CBOOOHOE YTEHUE TEKCTa

Bompoc 5
Bbamn: 1,00
[lpy HamMuMu B JIMYHOM JieJie COTPYJHHKA HEBOCTPEOOBAHHBIX JMYHBIX JIOKYMEHTOB
(YnocToBepeHHid, CBHIETEIBCTB, TPYAOBBIX KHUKEK, BOGHHBIX OMJIETOB H T.II.) OHU
Bribepure oguH OTBET:
C .

a. BKJIQJIBIBAIOTCS] B KOHBEPT, KOTOPBI BMECTE C JPYTUMH JOKYMEHTaMH TOAIINBAETCS B JEII0
¢ b. xpaHsTcs y HaYaJIbHUKA OT/ENa KaIpoB B ceiipoBOM mikady

C. XpaHsTcs B paidIoBOM BapuaHTe

d. popmHpyIOTCS B OT/IEIBHOE JIE]I0 apXHUBa HEBOCTPEOOBAHHBIX TJOKYMEHTOB
Bonpoc 6
Bamn: 1,00
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Wudpopmanmss nmwuHOro jgenma, rae 1MdpaMd M MPOMKMCBIO  YKA3bIBAETCSl  KOJIWYECTBO
MPOHYMEPOBaHHBIX JINCTOB B JieJie, HATMYUE MPOMYIIECHHBIX U JUTEPHBIX HOMEPOB, KOJIMUYECTBO JUCTOB
BHYTPEHHEH OMHCH JIeIa TIOMEIIAeTCs
Bribepute oquH OTBET:

d. BO BHYTPCHHIOIO OIUCH ACa

C b. Ha 060POTHOI CTOPOHE TOCICTHETO TOKYMEHTA
C C. Ha TIOCTIETHUH JINCT OOJIOKKH JieNla C BHYTPEHHEH CTOPOHBI
-
d. B mucT-3aBepuTENH ACTIA
Bomnpoc 7
bann: 1,00

Kakoe mpaBuino He 0053aTeNbHO K HCIOJHEHHUIO IPU M3MEHEHHWH COCTaBa JOKYMEHTOB JIMYHOTO
Jena (M3bsTHE, BKIIIOYCHHE JOKYMEHTOB, 3aMEHa MX KOMUSIMHU U T.11.) ?
Bribepute oauH OTBET:

a. U3MEHeHus 00s13aTenbHO 3aHocATCs B rpady «llpumedanue» onucu co cChlIKaMH Ha
COOTBETCTBYIOIINE TOKYMEHTHI, HA OCHOBAHUHU KOTOPBIX IPOU30IIIIO U3bATHE, IOMOJIHCHHE, 3aMEHa
KOTHSAMH H T.II.

b. u3bsATHE TOKYMEHTOB M3 JTUYHOTO JeTa HEIOMyCTHMO
C. IepeCcOCTaBIISIETCS JINCT-3aBEPUTENh IeTia

d. mepecocTaBIseTCss HTOrOBas 3aIMCh K BHYTPCHHEH OIKCH Jeia
Bonpoc 8
bamr: 1,00
B MPUBCACHHOM IIPUMECPE IMOJOXKCHUA O MYHUIUIIAIBHOM apXWB€ JOKYMCHTOB IIO JIMYHOMY
COCTaBy yKa3aHO
BribepuTe oguH OTBET:

a. 4TO y4pexIeHUe MPUHUMAET Ha OCHOBE 3aKIFOYCHHBIX JOTOBOPOB U B COOTBETCTBHHU C rpaduKaMu
OT YUpeXKIEHH, OpraHu3aluil ¥ MpeanpusITUH-NCTOYHNKOB KOMIUIEKTOBaHHUS ApXHBa JOKYMEHTHI 110
JMYHOMY COCTaBy, 00pabOTaHHBIE U YYTEHHBIE COTJIACHO YCTAHOBJICHHBIM MIPAaBUIIaM, a TaK ke
JIOKYMEHTBI OT JTUKBUAMPOBAHHBIX OPraHNU3ali, HE UMEIOIINX PaBONPEEMHUKOB

b. 4TO apXuB BHINIOJIHIET BCE OIEpalliy Ha O€3BO3ME3/IHOM OCHOBE

C. apXUB BBIJACT 110 3asBJICHUSM IPAKJAH TOJIHKO apXUBHEIE CIIPABKHU, TIOJITBEP)KIAIOIINE TPYIOBOM
CTaX, pa3Mep 3apabOTHOM IJIaThl M JPYTHUE BOMPOCHI, HEOOXOAMMBIE JIJIsl 0hOPMIICHHUS TICHCHIA
rpaKJaHaM U PEIIeHUs APYTUX COMUATLHO-TIPABOBBIX BOIIPOCOB

d. yupexieHne He IMEeT MpaBa OKa3bIBaTh YUPEKICHHUAM, OpPraHU3aIUsIM, TPEAIPHATHIM
METOMYECKYI0, M MPAKTHIECKYIO TIOMOIIb B IPOBEACHUHU SKCIIEPTU3BI M YIIOPSIOYEHHH JTOKYMEHTOB
Bonpoc 9
bann: 1,00
B cnnckax apXvBOB JOKYMEHTOB I10 JINWHOMY COCTaBY IPH MPUCBOCHUU (HOHIOB YUPESKICHUAM H
TPENPHUSITUASM HCTIOTH3YETCSI
Bribepure o1H OTBET:

d. 4MCJIOBas1 HyMepauus

C b. OykBeHHO-1IM(ppOBast
C C. CIIOBECHO-YHCIIOBAs
C d. uudposas

Bomnpoc 10
Bbann: 1,00

Benenune nuuHbIX 1en 00s13aTENBHO KagpoBOH Cyk00H 1 XpaHEHUE B OpraHU3aliy 00s3aTEIbHO
Bribepure oauH OTBET:

a. iz OO0 u OAO

b. st Bcex rpaxknan Ha TeppuTopun PD
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C. mist 0Opa3oBaTeIbHBIX yupekaeHud PO

d. Ha TOCYHapCTBEHHOM IPaXIaHCKOM Cayxkbe

KonTtpoanubie Meponpusitus k Pazgeny Ne3
IIpakTH4eckoe 3axanue 2

Wzyunre matepuan [IpaBun opranuzanuy XpaHeHusl, KOMIUIEKTOBaHUS, y4€Ta U UCIIOIb30BAHUS
JOKYMEHTOB apXMBHOTO (DOHIA POCCUICKOIl (heaepaiuy U APYTUX apXUBHBIX JOKYMEHTOB B
rOCy/IapCTBEHHBIX OPraHax, OpraHax MECTHOTO caMOyIpaBiaeHus U opranuzanusax» ot 07.09.2015 r.,
0co0eHHO pa3zziena 5, a TakXxKe [IOBTOPUTE MaTepuai Jekunu 2 «/crnonp30BaHne apxXuBOB MO JTUIHOMY
coctaBy» Paznena |1l «Onucanne, monck 1 UCTIONB30BaHNE ApPXUBOB 10 IUIHOMY cOCTaBy». [lomb3yschk
00pa31oMm, COCTaBbTE apXUBHYIO BBIIIMCKY, KOTOpas AOJDKHA COACPIKaTh HE MeHee 3 IMyHKTOB.

5.10. ApxuB opraHu3aiii pacCMaTPUBAET U MCIIONHSET 3aPOCHI, IIOCTYMUBIINE B TUCHMEHHOM

dopme.

3ampoc MoJb30BaTeNs JOJKEH COAEPIKaTh CIEIYIOIIYI0 HH(OpMALHIO:

1. HAaUMEHOBaHHUE FOPUIMYECKOTO JIUIa — aBTOPA 3ampoca (Il TpaxaaH — (paMuinm,
MUMEHH, OTYECTBA, IPH HAJIMYHUU TTOCIIECHET0);

2. TIOYTOBBIN W/WJIH 3IIEKTPOHHBIN aJipec, 0 KOTOPOMY JIOJDKEH OBITh JIaH OTBET;

3. CBEJICHUS, THTEPECYIOIIHE TTOJIb30BATENSI M XPOHOJIOTUUECKHE PAMKH 3alpalinBacMon
nH(pOpMAaIH;

4. ¢dopmy mosryueHus obp3oBaTeneM nHpopMaun (MHGOPMAMOHHOE THCEMO, apXUBHAS

CIIpaBKa, apXMBHAs BBINKCKA; apXUBHAS KOIWsS, TECMAaTUUYCCKHIA TIEPEUCHb, TEMAaTUYCCKUI 0030p
JIOKYMEHTOB)7;

5. JIMYHYIO MOAMNKCH aBTOpa 3amnpoca (rpakJaHHHA WIH JOKHOCTHOTO JIUIA);

6. JaTy.

[pu moCTyIIIeHUH B apXUB OpPraHU3alii HHTEPHET-00paIieHus (3anpoca) moJib30BaTels C
yKa3aHHEM aJipeca IEKTPOHHOM MOYTHI H/WMJIH IOYTOBOTO aJipeca, EMy HAIIPABISETCs YBEIOMIICHHE O
npueMe oOpaieHus (3armpoca) K paCCMOTPEHHUIO WM MOTHBUPOBAHHBIN 0TKa3 B PACCMOTPECHHUU.
[IpunsiTOE K pacCMOTPEHHIO OOpalIeHne (3arpoc) pacrieuaTsBAcTCs U B TadbHEHIIIEM padoTa ¢ HUM
BEJIETCS B YCTAHOBJICHHOM TOPSI/IKE.

Ha 3ampocel TeMaTH4eCcKOro Xapakrepa, OCTYNUBIINE B apXUB OpraHU3aIUU 10
UH(POPMAIMOHHO-TSJICKOMMYHHUKAIIMOHHOMN CETH, B TOM YHKCIIC 10 CeTH MIHTEpHET, OTBET MOXKET OBITh
HAIpaBJICH B BUJIC DIIEKTPOHHOTO JOKYMEHTA M0 YKa3aHHOMY aBTOPOM 3aIpoca 3JIEKTPOHHOMY aJipecy.

3anpoc nomKeH OBITh 3apEeTHCTPUPOBAH B TEUCHHE TpeX pabounx THEH ¢ MOMEHTA eTo
MOCTYIUICHUS.

3anpoc, He OTHOCAIIHMICS K COCTAaBY XPAHAIINXCS B OPraHU3aIlliU JIOKYMEHTOB (HENPOQUITbHBIHI
3arpoc), B TeYeHUH7 JTHEH CO JHS PErHCTPAIlUY 3alpoca HAMPABIASTCS B OPraHU3aIUIo, [JI¢ MOTYT
XPaHUTHCS HEOOXOIMMBIC JOKYMEHTHI C YBEIOMIICHUEM 00 3TOM IMOJIb30BATEIIS.

3anpoc, NoCTYNUBIINI B apXUB OpraHU3AIINU, UCTIOJIHAETCS B YCTAHOBJICHHOM IOPSIKE B
COOTBETCTBHH C TPEOOBAHUSIMHU 3aKOHOIATESIBHBIX U MHBIX HOPMATHBHBIX MPABOBBIX aKTOB M0 paboTe ¢
o0palleHUsIMHU TPAXKAAH U MPEAOCTABICHUIO TOCYIapPCTBEHHBIX (MYHHUIIUIIANBHBIX) YCIIYT.

OTBeT Ha NOCTYNUBIINI B apXUB OpraHU3aIMK 3aIIpoC MpeAocTaBiseTcs B TeucHue 30 aHel co
IHs ero peructpanuu. C pa3penieHus pyKOoBOJCTBAa OPraHU3AIMU 3TOT CPOK MOXKET OBITh MPOJIJICH HE
Oonee yem Ha 30 mHEH, C YBEIOMIIGHUEM 00 3TOM 3asiBUTEISI.

5.11. OTBeTHI Ha 3aMIPOCHI MOIL30BATENICH, B TOM YHCIIE OTBETHI Ha 3alIPOCHI TPaXKIaH COITUATBHO-
MPaBOBOTO XapakTepa, 0hopMISIOTCS B (hOpMe apXUBHOMW CIPaBKH, APXUBHOW BBIMUCKH U apXUBHON
KOITUH, COCTABIICHHBIX Ha OJaHKE OpraHu3aIuy (apXuBa OpraHu3aium), oQOpMIICHHBIX U 3aBEPCHHBIX B
YCTaHOBJICHHOM IOPSI/IKE.

[Ipu OTCYTCTBHM JOKYMEHTOB, HEOOXOAMMBIX JJIsl UCIIOJIHEHHS 3apoca COIMaIbHO-TIPaBOBOTO
XapakTepa, COCTaBISETCS OTBET 00 X OTCYTCTBHHU C YKa3aHHEM IIPUYUH Ha OJlaHKEe opraHu3anuu. B
cllydae OTPHUIIATEILHOI0 0TBETA IMMChMO, cojeprkaliee nH(OpMaIUio 00 yTpare Win Tuoenn
HEOOXOUMBIX JOKYMEHTOB, JIOJDKHO OBITh 3aBEPEHO MEYaThI0 OPraHU3aI[|H.

*hkkkk

5.13. ApxuUBHBIE BBIIUCKH U apXHUBHBIE KOITMU 0(QOPMIISIOTCS Ha OJIaHKE OpraHu3alluy (apXuBa
opraHu3anun) ¢ o0o3HadeHreM Ha3zBaHus Bunaa qokymenTa: «KAPXMBHAS BbIIIMCKAY, «APXVNBHA S
KOITH A ».

B apxuBHOI1 BEITUCKE Ha3BaHHUE JOKYMEHTA, €r0 HOMEp U JaTa BOCIIPOU3BOSATCS MOHOCTEIO.
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Beinucka npou3sBoIUTCS TONBKO U3 JOKYMEHTa, B KOTOPOM COAEPIKUTCS HECKOIBKO OTAEIbHBIX,
HE CBA3aHHBIX MEXIY c000il BonpocoB. Beinucka 10KxHA BOCTIPOU3BOANTS ITOJIHBIN TEKCT YacTH
JIOKYMEHTa, OTHOCSILENCS K 3aIpocy.

W3BneueHnem U3 TEKCTa JOKyMEHTA JOJDKHBI OBITh HCUEPIIAHbl BCE UMEIOIIUECS JaHHBIE 10
3anpocy. Haganno u KoHel KayKAoro U3BJIEYEHUs, a TAKXKeE IPOITYCKH OTACIBHBIX CIIOB B TEKCTE
JOKYMEHTa 0003HaYaroTC MHOTOTOYHEM.

B apxuBHOI1 BBINKMCKE TOHKHBI OBITH CAETaHbI COOTBETCTBYIOIINE MPUMEUYAHUS U OTOBOPEHBI
YacTH TEKCTa OpUTMHAaJa, Hepa300pUMBO HANMCAHHBIE, HCIPABJICHHBIC aBTOPOM, HE TOAJAIOIIHECS
MPOUYTEHUIO BCJICACTBUE MTOBPEKICHUS TEKCTa U APYIUM npuuuHaM. OTIenbHbIE CI0Ba U BBIPAXKCHUS
JIOKYMEHTA, BBI3bIBAIOIINE COMHEHUS B X TOYHOCTH, a TAK)KE UCIPABIICHMS], TOJYMCTKH, BBI3BIBAIOIIINE
COMHEHHE B UX JOCTOBEPHOCTH, OTOBapUBAIOTCs oMeTaMu: «Tak B TOKyMeHTe», min «B Texcre
HepazoopuuBoy, wiH «Tak B Tekcte opuruHanay. Ilocie Tekcra apXuBHON BBIIMCKH YKa3bIBAIOTCS
apXUBHBIA (P U HOMepa JUCTOB EAMHUIIBI XPaHEHUSI apXUBHOTO JOKYMEHTA.

Ecnu Beimucka 3aHMMaeT 0osiee 0JJHOTO JIMCTa, ApXUBHBIA IH(P U HOMepa JIMCTOB €AMHULIBI
XpaHEHHUs apXUBHOTO JOKYMEHTA YKa3bIBAIOTCS Ha 000pOTEe KayKAOT'O JIHCTA.

ApxuBHbIe U(PBI 1 HOMEPa JIMCTOB €AMHUL XpaHEHHUS JOKYMEHTa MPOCTABJISIIOTCSI Ha 000pOTe
Ka)XJIOT0 JINCTA apPXUBHOW KOIIUU.

ApXMBHas BBIITUCKA U apXHUBHAsI KOIHSI TOIHCHIBAIOTCS] PYKOBOIUTEIEM OPraHU3aLUH HIIH
WHBIM YTIOJIHOMOYEHHBIM MM JOJKHOCTHBIM JIUIIOM U 3aBEPAIOTCS MEYAThI0 OPraHNU3aLlH.

Bce nucTel apXUBHOH BBITMCKY M apXUBHOM KOMIMH JOJDKHBI OBITH MIPOIINTHI, TPOHYMEPOBAHBI U
3aBEPEHBl AaHAIOTHYHO TOMY, KaK 3aBEpAETCS MHOIOCTpaHWYHAsI apXUBHAs CIIpaBKa.

5.14. TlogroToBneHHBIE ApXUBOM OPTaHU3AIlNU OTBETHI Ha 3aIPOCHl (ApXUBHBIE CITPABKH,
ApXUBHBIE BBIMUCKHU U apXUBHBIE KOIMH) HAIPABIISIOTCS 3asIBUTEIISIM 10 TIOYTE WM BBIIAIOTCS:
3agBUTENIO — IIPU MIPEABIBICHUHU TOKYMEHTA, YAOCTOBEPSIOIETO JTMYHOCTD, €r0 NMPEeICTaBUTENIM — IIPH
NPEIbABICHUN JOKYMEHTA, yIOCTOBEPSIIOIIETO JTUYHOCTD U IOBEPEHHOCTH, OOPMIIEHHON B
YCTaHOBJICHHOM nopsjke. [losydarens apXUBHON CIIPABKH, APXUBHOMN BBIITUCKU WM ApXUBHOU KOIUH
pacnuchIBaeTCs Ha BTOPOM IK3EMIUIIPE MOTy4aeMoro J0KyMeHTa, OCTAloIIeMCs B IeJlaX apXuBa
OpTraHM3alllH, C YKa3aHHEM JaHHBIX TacIOpTa WU IPYroro JOKyMEHTa, yJOCTOBEPSIOIETO INYHOCTD
MOJTy4aTesl.

5.15. ApxuBHBIE CIpaBKH, apXUBHBIE BBIITMCKY U apXUBHBIE KOTIHMH, HAIIPaBIIIEMbIE B
rocyaapcTBa, moanucasiye I'aarckyto kKoHBeHIMIO 1961 T., B COOTBETCTBHH C KOTOPOil HE TpeOyeTcs
KOHCYJIbCKAs JIeTaIn3alis OQUIUAIBHBIX JOKYMEHTOB, 3aBEPSIOTCS IPOCTABICHUEM U 3aII0JIHEHHEM
CIEIMATFHOTO IITaMIIa - AallOCTHUIIA.

ATOCTHJIb Ha apXUBHBIX CTIPaBKaX, ApXUBHBIX BBIITUCKAX U APXUBHBIX KOIHAX, TOJATOTOBIEHHBIX
(benepanabHBIMU OpraHaMu rocy1apCTBEHHOM BIacTH (KpOMeE TeX, KOMY TaKO€ IPaBoO MPEAOCTaBICHO
HOPMAaTUBHBIMH [IPABOBBIMH aKTaMH) IPOCTABIISET (heaepabHbIil OpraH UCIIOJHUTEILHON BIIACTH,
YIIOJIHOMOYEHHBIH B chepe apXUBHOTO JIeIa.

Ha apxuBHBIX clTpaBKax, apXUBHBIX BBIITUCKAX W apXUBHBIX KOMUAX, TOJTOTOBIECHHBIX
OpraHu3alMsAMH, PAclOIOKEHHBIMU Ha TEPPUTOPUH cyOBeKTOB Poccuiickoit @enepanmu (KpoMe Tex,
KOMY TaKoe MpaBo MPeI0CTaBIeHO HOPMATHBHBIMH ITPABOBBIMH aKTaMH), allOCTUIIb IIPOCTABIISIETCS
OpraHaMH UCTIOJIHHUTEIBHOM BIIACTH cyOBeKkTOB Poccuiickoii denepanuu, yroJIHOMOUYEHHBIMU B cdepe
ApPXUBHOTO JIEJNA.

[IpocTraBnenne anocTHis Ha apXUBHBIX CIpPaBKax, APXUBHBIX BHIMHUCKAX M apXUBHBIX KOIHIX,
MOJITOTOBJICHHBIX apXUBaMH OPTaHU3AIHA, OCYIIECTBIISIETCS MOCIe X TUCbMEHHOTO 00paIeHus, ¢
npeAcTaBiIeHUeM B yoJdHOMo4YeHHbIH [IpaBurensctBoM Poccuiickoit @enepanuu denepanbHblid oprad
WCIIOJIHUTEILHOM BJIAaCTH WM OPTaH UCIOJIHUTENLHON BllacTu cyonsekTa Poccuiickoit denepannmy,
YIOJIHOMOUYEHHBIN B cepe apXUBHOTO Jelia, 00pa3IoB MOANNCEH, C MOATBEPKACHUEM OTHOMOYNH Ha
NPaBo MOJIMCH KOHKPETHBIX JOJDKHOCTHBIX JIMII, 8 TaKKe 00pas31oB nevyarei.

ATIOCTHIIB HE MTPOCTABIIAETCSA HA JOKYMEHTAX, IPpEAHa3HauYeHHbIX I HallpaBJIeHHS B
rocyaapcrtna, ¢ KoropbiMu Poccuiickas ®denepalius 3aKI0uniia JOroBOPhI O MTPABOBOM MOMOIIU U
MIPABOBBIX OTHOIIEHUSX IO IPaXTaHCKUM, CEMEHHBIM M YTOJIOBHBIM JIEJIaM, a TAakXKe B TOCYAapCcTBa -
yuacthuku CHI', monnucasimme CornamnieHue o mpuHOMIAX ¥ GopMax B3auMOJCHCTBHSI B 00JIACTH
WCIIOJIb30BaHMsI apXUBHOM WH(OPMAIINH, UM C KOTOPBIMU UMEIOTCS ABYCTOPOHHNE COTJIAIIICHHS O
COTPYIHUYECTBE.

B ciyuae oTka3za B MpOCTaBICHUH AIIOCTHIIS 3asIBUTEIIO B TEUCHUE TPeX pabounx AHEH
HaInpasJsieTcs MICbMEHHOE COOOILICHNE O IPUYUHE OTKa3a.

JleKUMOHHBIA MaTepuaJl

ApXHBHBIE CIIPaBKH, BBIITUCKU M KON BBIJAIOTCS] HA OCHOBaHWH MTUCBMEHHOTO 3ampoca
(U3NUECKOr0 MK IOPUANIECKOTO JIMLA, KOTOPBIH JOIKEH COACpKaTh HAMMEHOBAaHHUE (M apec MpH
HepEeChUIKE) OpraHu3aluy (apXuBa), KOTOPOH OHU apecOBaHbl; U3JI0KECHHUE CYIIECTBA BONIPOCa;
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(haMUIIHIO, UMS M OTYECTBO OOPAIIaOIIEIocs; €ro ajpec, KOHTAaKTHbIC TeIe()OHBI; 1aTy U JIHYHYIO
noanuck. B 3ampoce, coaeprkaiieM Ipoch0y 0 MOATBEPKACHUN TPYIOBOIO CTa)Ka HIIM pa3Mepa
3apa0OTHOM TUTATHI, YKA3bIBAKOTCS KpalHUE IAThl, MECTO U JIOJDKHOCTH Pa0OTHI.
BrinanHbie apXyUBHBIE CIPABKU, KOMTUU U BBITIUCKU U3 JIOKYMEHTOB PETUCTPUPYIOTCS B AKypHAJIE
mo opme.
lMpunoxexue 3

MpumepHan dopma XypHana perucTpaLi BbIAAHHBIX CNPABOK, KONKH, BLINMCOK

KYPHAN
perncrpauiu BblgaHHbIX (NpaBok, KOﬂMﬁ, BbINWCOK
Haszsanue Rara
Aaran BLIRAKHOrO | o . Pacnucka
Ne Asvop 3anpoca, |perncrpa- Copep- AOKYyMeHTa P pa 8 nony-
< UMOMMBIR Npume-
nif nex. N2, para, UMONHBIA Hauue (konua, HOMep qyennn MaRNG
appec, renedon HOMep 3anpoca BHINNCKA, | o wnoro | WTMAATA
3anpoca cnpaexa A OTNPABKK
W ap.) AOKyMeHTa
1 2 3 4 5 6 7 8

Obpawenus epasxcoar, 8 KOMOPsIX OMCYMCMEYIOmM hamunuu, adpeca u nOONUCU 0OPAUAIOUUXCS,
CYUMAIOMCSL AHOHUMHBIMU U He NOONeHCAm PACCMOMPEHUIO.

B cryuae ecnu 6 obpawenuu npeocmasnena HenoIHas UHGoOpMayus 0 3anpauiuéaemblx C6e0eHUsaX
(Hanpumep, He YKA3aHO CMPYKMYpHOe HoOpasdeneHue Uil 3a Kakue 200bi mpebdyemcs noomeepicoetue o
mpyooeom cmasice, 3apabommnoul niame u 0p.), apxug 00:3aH 3anpocums y 3aa6umeist OONOIHUMENbHbLE
ceedenus.

Cpok ucnonnenus 3anpocos CoyuaIbHO-NPABOBO20 XAPAKMEPA cPANCOAH U OPLAHUZAYULL O OOKYMEHMAam
apxuea He dodcen npesviuiams 30 Ouetl co Ons pecucmpayuu oopawjenus. IIpu crodcHbIX 3anpocax cpok
Modicem Obimb NPooieH, HO He bonee yem Ha 30 OHell, ¢ 0053ameNbHbIM YEeOOMACHUEM 00 IMOM
3aa8umeins.

B cryuae nocmynaenus 6 apxue Henpo@uibHo2o 3anpoca (He no Ha3HavyeHur) 3anpoc nepecoIIaencs no
NPUHAONIEHCHOCIU 8 OpYeUe OPSAHU3AYUU UTU APXUBLL 8 5-OHEBHbLI CPOK C MOMEHMA 0OpaujeHus, o vem
00800UMCsL 00 C8OeHUs 3AA6UNEISL.
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lNpunoxenue 2

Mpumep 0popmAeHHA APXHBHON BHINHCKH
OTKPBITOE AKUMOHEPHOE OBLUECTBO NIO. Cumnybvivon
“MbITULLMHCKUIA XNONOK™ yn. Crpontenen, a. 8, k6. 115,
ApPXMBHAR BHINWCKA MOCKOBCKAA 06NACTy,

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

r. Mocksa

W3 NPUKaa or 24.07.75 N2 62-K AnpexTopa
MBTHUWKHCKOTO XNONUATOOYMAXHOrO KOMOMHATA

B uenax NOBbILEHHA TBOPHECKON AKTHBHOCTH PABOUMX OCHOBHBIX NPOGECCH, BHIABNEHHA U Pac-
NPOCTPAHEHNA BHICOKONPOMIBOANTENDHBIX METOROE PAbOTH HA KOMOMHATE NPOBOAWNCA KOMKYPC
Patouero MacTepcTsa No NPAAXALLIMLAM M TKAUaM (TAK 8 JOKYMeHTe), B COOTBETCTBUM C YTBEPKACH-
HBIMK YCNOBHAMMK NO NPOBEACHMIO KOHKYPCA, NPUKA3BIBAK:

1. Npemuposats NobeAnTENEeH KOHKYPCa Pabouero MacTepCTaa, 3aHRBIWKX NPU30BbIS MeCTa:

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

AuperTop KOMONHAT @ o H.A. @omuues
COrnacoBalo ¢ NPOHKOMOM k/y-u 0.B. Xapnamoga

Ocnosanue:on. 2n/¢, 4. 103, 0. 57

Bepmo:

lenepanbunin gupexTop oblecTea f’/é»{t{‘ KA. Kpenertos

Nyzavesa Mo6o6s NleonudosHa
345-78-56

Tecm x pazodeny Ne3
Bomnpoc 1
bamn: 1,00
Onwck e 1o TUYHOMY COCTaBY BKIIIOYAET B ce0s
Bribepure oauH OTBET:

a. HANMEHOBaHUE OpraHU3aIMY; HoMep (OHIA; TOPSIKOBBIN HOMEp; WHIIEKC Jiena (IPH HATUIUU
HOMEHKJIATypHI Je]); 3aroJIOBOK JIeNIa; AaTa JAelia; YMCIIO JIUCTOB B AeJie

b. naumenoBanue OpraHusanun; HOMEp (bOHﬂa; HOpHI[KOBBIﬁ HOMCp; UHACKC JCIa (HpI/I HaJIM4YKHU
HOMCHKJIATYPbI ):[en); 3aroJioBOK Ae€jia; aata Acja; Y1ucCjio JJUCTOB B ACJIC; IPUMECYAHUC (CCJ'II/I CCTL)

C. HAMMEHOBAaHUE OPTaHU3AIMH; CTPYKTYPHOTO TOpa3/eNieHus; HoMep (poHaa; MOopsSAKOBBIH HOMED;
WHJIeKC Jiena (TIpy HaTMYUY HOMEHKJIATYPHI JIel); 3aroj0BOK JIeJia; 1aTa Jieja; YMCIIo JUCTOB B JIeie;
MpUMeYaHue

d. HauMeHOBaHUE OpraHu3aluK; HoMep (OH/Ia; MOPSAKOBbINA HOMEpP; HHIACKC Jeia (PU HATHIUH
HOMEHKJIATYpBbI JIeJT); 3aroJI0BOK Jielia; aTa Jelia; YHUCIIOo JIMCTOB B JIelie; 1aTy nepeaadn poHua
Bomnpoc 2
Bbamm: 1,00
BriOepuTe HEeBepHOE yTBEPIKICHUE
Bribepute ouH OTBET:

a. Onuch Aen 1o JMYHOMY COCTaBY COCTaBJIIETCS B TPEX IK3EMILIAPAX

r
b. Onuck nen o TMYHOMY COCTaBY COCTABIISETCS B TPEX DK3EMILIIPAX
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C. Onuch JOKYMEHTOB MOXKET OBITh COCTABJIEHA 110 XPOHOJIIOTHYECKOMY WIIA CTPYKTYPHOMY
MIPUHIIMITY, KOTOPbIe OOBIYHO COUYETAIOT B OJTHOM OMMCH: B K&XKJIOW XPOHOJIOTMIECKOH IpyIiIe Jiena
pacIpeeNsIIoTCs B COOTBETCTBUU CO CTPYKTYPHBIM MOpa3IeICHUEM
C d. Onucek e 1o JINYHOMY COCTABY — YUETHBIH JOKYMEHT, KOTOPBIH COACPIKUT MEePEeUCHb
JIOKYMEHTOB JISJI 110 JTUYHOMY COCTaBY C YKa3aHHEM WHJICKCOB, Ha3BaHUI JOKYMEHTOB U JIp.

Bonpoc 3
bann: 1,00

[Ipu cocTaBieHUH OMUCH IS 110 INYHOMY COCTaBY 110 HOMHHAJIHLHOMY MPUHIIMITY 3aTOJIOBKH JISN B
OIHCH UYT B CIEIYIONICH ITOCIIEIOBATEIIBHOCTH:
Bribepute oquH OTBET:

a. IUIEBBIC cUeTa pabOYMX U CIyXallUX M0 3apa00THOM TuIaTe (pacueTHRIC BEIOMOCTH 10
3apIuiaTe); CIUCKU JIMYHOTO COCTaBa; JIMYHBIC JIENa; HEBOCTPEOOBAHHBIC JIMYHBIC ITOIJTHHHBIC IOKYMEHTBI
YBOJIEHHBIX PAOOTHHUKOB (TIPX OTCYTCTBUHU OTIEIbHON OTFICH)

b. TpymoBbIe TOTOBOPHI (COTTAIICHH S ); AKThI O HECYACTHBIX CITydasix

C. CTIMCKH JIMYHOTO COCTaBa; KAPTOUKH I10 YUETY JTMIHOTO COCTABA; IMYHEIE JIENa; TPYIOBBIC
JIOTOBOPBHI (COTJIAIIICHNS)

d. mpuKa3sel (pacnopsHKeHUs) 10 JMYHOMY COCTaBY; CIIUCKH JIMYHOTO COCTABa; JINUHbIC JeNa;

KapTOYKH MO y4YeTy JIMYHOT'O COCTaBa

Bomnpoc 4
bamr: 1,00

Kakomy HOpMaTHBHOMY JTOKYMEHTY MPUHAIJICKUT CTaThs 24, KoTopas riacut: «COop, XxpaHeHHE,
UCIIOJI30BaHUE M paclpocTpaHeHWe HMHGPOpPMALMU O YaCTHOM >XM3HM Juua Oe3 ero corjacus He
nomyckaercsi. Opranbl TOCYAapCTBEHHOM BIACTU M OPraHbl MECTHOT'O CAMOYIPAaBJICHUS, UX JOJKHOCTHBIC
nuna o0s3aHbl 00ECIeUnTh KaKIOMY BO3MOXKHOCTH O3HAKOMIICHHSI C JOKYMEHTaMH W MaTepHalamH,
HETOCPEACTBEHHO 3aTParkiBalONIMMU €T0 MPaBa 1 CBOOOIbI, €CIIM HHOE HE MPEIYCMOTPEHO 3aKOHOM»?
Bribepure oauH OTBET:

-
a. Tpynosoii kojiekc PO
=
b. Koncruryius PO
=
C. 3akon P® «O mepcoHanbHBIX HaHHBIX» No 152-D3
=

d. ®enepansublii 3akoH OT 22 oKkTA0ps 2004 roma Nel125-d3 «O6 apxuBHOM jeje B Poccuiickoit
denepaununy»
Bonpoc 5
bamr: 1,00
Haiimure nmumraee: 3ampoc coruaibHO-TIPaBOBOTO XapakTepa ...
BribepuTe oguH OTBET:

d. 9TO 3aIpocC O NMOATBEPKACHUN TPYJOBOT'O CTaKa MJIM pa3Mepax 33pa6OTHOﬁ IJ1aThbl, Harpa>xJACHUHU,
IIPpHUCBOCHUU 3BaHl/If/’I, MOJIy4YCHUA O6pa3OBaHI/I$I n T.II.

b. aT0 3ampoc, CBsA3aHHBINM ¢ BOCCTAHOBIEHHEM POACTBEHHBIX CBA3EH, HCIIOMHEHHE KOTOPOTO
SIBJISIETCS TUIATHOM YCIIyroM apxuBa

C. 5TO 3a1pOC KOHKPETHOTO JINLIa MJIM OpraHu3aluH, CBSI3aHHBIN ¢ 00ECIIEYeHHEM IIpaB U 3aKOHHBIX
HWHTCPECOB I'paXJaaH

d. Bbrmaercst OecruiaTHoO B (popMe apXUBHO# CIPaBKH, apXHUBHOW KOITMH M APXUBHOM BBITUCKH

Bonpoc 6
bann: 1,00

CpoK HCHOJNHEHHs 3alpocOB COLMAIBHO-TIPABOBOTO XapakTepa TpakAaH W OpraHu3aluil 1o
JOKyMEHTaM apXWBa HE NOJDKEH NPEBBIIATh  AHEH. IIpu CIIOXKHBIX 3ampocax CPOK MOXKET OBITh
MIPOJIEH, HO He 0oJiee YeM Ha __ JTHEH, ¢ 00s3aTeIbHBIM YBEIOMIICHHEM 00 3TOM 3asBUTENS
Bribepure oauH OTBET:
C . .

a. 30 xaneHIapHBIX JHEH co IHS peructpanuu odpamenus; 30 nHei

-

b. 30 mHeli co qHA peructpanyu odopauieHus; 15 qHei
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C. 30 xajeHmapHbIX JHEH CO AHS perucTpanuu oopamieHus; 15 qaei

d. 30 pabounx mHeit co aHs peructpaiu obpamienus; 30 gHei
Bomnpoc 7
bann: 1,00
Nmeronecss B JIMYHBIX  JIedaX JIMCTKH 10 YYETy KaJpOB, aHKETHI, aBTroOWorpaduw,
COOCTBEHHOPYYHO COCTABIICHHBIC 3asBUTENIEM, Ha KOTOPBIX OTCYTCTBYIOT OTMETKH O TMPOBEPKE
UMEIOIIUXCS B HUX CBEJICHHI Ha OCHOBAHWU MPEJICTABICHHBIX MOUTMHHBIX JJOKYMEHTOB HITH CITPABOK
BribepuTe oauH OTBET:

a. MOTYT CITy)KUTh OCHOBaHHEM JIJISl BBIJAYN apXUBHBIX CIIPABOK O TPYJOBOM CTaXKe TPH
MMUCHMEHHOM pa3pelIeHnH THPEKTopa apXruBa

b. MOT'YT CITYKUTb OCHOBAHHWEM IJIS BbIAAYX apXHUBHBIX CIIPABOK O TPYAOBOM CTaXXe

C. MOT'YT CIIY>KMTh OCHOBAaHMEM AJIs BbIJAYX apXMBHBIX CIIPABOK O TPYJOBOM CTaXX€ MpH
MUCbMEHHOM PAa3pClICHUN OUPEKTOpPA OpraHru3aluu, rie pa60TaJ1 COTPYAHHUK

d. He MOTYT CITy’)KUTh OCHOBaHHEM JUIS BbIJIa4l apXUBHBIX CIIPABOK O TPYZIOBOM CTa)e
Bonpoc 8
bamr: 1,00
YKaxxuTe HEBEpHBIM BapHaHT: «B kauecTBe JOKYMEHTOB, IIOATBEPKAAOIINX TPYAOBOU CTaX, I
COCTaBJICHUSI CIIPABKHU MPH OTCYTCTBHH MPUKA30B 10 JTUYHOMY COCTaBY MOTYT OBITh HCHOIB30BAHBI ...»
BribepuTe oquH OTBET:

d. IpUKa3bl 110 OCHOBHOH JEATCILHOCTH

-
b. ankera
f" .
C. JIUIICBBIC CUETA 110 3apabOTHOM I1aTe
-
d. mTatHOE pactrcaHKe OpraHU3aINN
Bonpoc 9
bamr: 1,00

[Ipu BBIJaY€ MOMIMHHOTO ITOKYMEHTA M3 apXHBa MO JIMYHOMY COCTaBY IOJy4aTedb MOJTMHHOTO
JIMYHOTO JIOKYMEHTa JIOJDKEH pacmucatrbcs Ha O0OpOTE KOIMM JIMYHOTO JIOKYMEHTA, OCTAlOIICWCs B
apxuBe opranuzanuu. [Ipu 3ToM B pacrvcke yKa3pIBaeTcs
BribepuTe oguH OTBET:

d. KOHTPOJIbHAsA JlaTa BbIJA4YU JOKYMCHTA

b. crenens posacTa

-
C. MMaCIOPTHBIE JIAHHBIC 3asIBUTEIISI
-
d. 11e7s ¥ CPOKM BBIAUM JTOKYMEHTA
Bompoc 10
Bbamn: 1,00

Heuna, comepkaimpe JOKYMEHTBI IO JINYHOMY COCTABY BBINAIOTCA BO BPEMEHHOE IIOJIB30BaHHUE W3
XPaHWIHII Ha CPOK, HE MPEBBITIAIOIINI:
Bribepure oguH OTBET:

a3 MECAIlla BO BpECMEHHOC IMOJIb30BAHUC AJId APYTUX opraHnsauHﬁ

-
b. 3 Mecsa I UCITOMB30BAHMS TOKYMEHTOB B YHTAIEHOM 3aJ1€
-
C. 1 MecsIIeB M1 SKCITOHUPOBAHUS JOKYMEHTOB
-

d. 2 Mecsma I UCTIONB30BaHMS PAOOTHUKAMHU OPraHNU3aIMN

Konmponvuaa paboma no oucyuniune
Apxuewt no ruuHoOMy cocmagy
OTBeThTE Ha BEIOOP HA 5 BOIPOCOB M3 IPHJIAracMoro CITHCKa.
Kaxxnprit orBet Ha 3-4 nipemioxkenus — 1 a63a1r Jo/DKeH ObITh apTYMEHTHPOBAH | IOKA3aTeIIeH.
JaiiTe onpenencHue MOHITHIO «KaPOBast JOKYMEHTAIUS», «TOKYMEHTHI 110 JINYHOMY COCTaBY».
Kakoe MecTo B KaJIpoBOI JIOKyMEHTAITUH 3aHUMAOT JOKYMEHTHI 110 INYHOMY COCTaBy?
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Noogkw
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10.
11.
12.
13.

14.
15.
16.
17.
18.
19.
20.

21.
22.
23.
24,

25.
26.

217.
28.

Ilepeuncnure BUbI JOKYMEHTOB I10 JIMYHOMY COCTaBY.

ITouemy Tak BayKHO 00ECIIEUNTH COXPAHHOCTh JOKYMEHTOB I10 JITYHOMY COCTaBY?

HazoBute 10KyMEHTHI 10 IMYHOMY COCTaBy, UMEIOIINE JOITOBPEMEHHBIN CPOK XpaHEHHUS.

Kaxue moKyMeHTHI 10 TUYHOMY COCTaBY UMEIOT KPAaTKOBPEMEHHBI CPOK XpaHEHUs?

HazoBuTe mokymMeHT, yTBepAMBIINAN MPUMEPHOE IMOJIOKEHNE O pallOHHOM (TOPOJCKOM) ApXHBe
JIOKYMEHTOB I10 INYHOMY cocTaBy. V3 ckonbkux yactelt oH coctout? Ilepeuncnure ux.

Lens co3ganusa ApxuBa JOKyMEHTOB I10 JINYHOMY COCTaBy.

3a ueit cu€T comepkuTcsi ApXHB JOKYMEHTOB IO TMIHOMY COCTaBy?

MoskeT 1 ApXUB TOKYMEHTOB TI0 JINYHOMY COCTaBY BBITIOIHATH ITUIATHBIE YCITyTH?

Kakue 1oKkyMeHTBI BXOIAT B cOCTaB ApXHBa JOKYMEHTOB I10 JINYHOMY COCTaBY?

Packpoiite ocHOBHBIE 33729 M PyHKINN ApPXHBA 10 TUIHOMY COCTaBY.

Nmeer mu mpaBo ApXWB TO JTUYHOMY COCTaBy INTpadoBaTh PYyKOBOAWMTEIEH OpraHM3aIMi 3a
HECBOEBPEMEHHYIO OIIaTy €ro yciyr?

KTo Bo3rnasnser ApxuB TOKyMEHTOB I10 TUYHOMY COCTaBy?

[lepeuncnure 3TaITBl TPOBEACHUS SKCIIEPTHU3HI IIEHHOCTH JOKYMEHTOB TI0 JTJHMYHOMY COCTaBYy?

Kakue 1oKyMeHTBI COCTaBIAIOTCS MIPU IPOBEACHUH SKCIEPTU3bI LIEHHOCTH?

Ionnexxat I YHUYTOXKEHUIO JOKYMEHTBI 10 IMYHOMY COCTaBy?

KT0 MOXeET cTaTh HCTOUHUKOM KOMILJIEKTOBAHUS JOKYMEHTAMH I10 JIMYHOMY COCTaBY?

[lepeuncnute 0COOEHHOCTH MOATOTOBKHY K TIepeiade Ha XpaHEeHUE U apXUBHOTO XPaHEHMS:

MIPUKa30B MO JIMYHOMY COCTaBY, JIMYHBIX /€T, JIMLIEBBIX CUYETOB, TPYIOBBIX KHUKEK, JTUUHBIX
KapTO4€eK, TPYIOBBIX JOTOBOPOB, PETUCTPALIMOHHBIX KHUT.

[Nopsinok odopMiIeHUS TMYHOTO Aena.

B uéMm oTnuume onucu e 1Mo IUYHOMY COCTaBY OT IPYTHUX apXUBHBIX OMHUCEH?

Kakue yuéTHble JOKyMEHTHI BelyTcs B ApXUBe Ha JieJia 110 JUYHOMY COCTaBy?

Kakue mepbl MokeT MpUHITh ApXUB JUIsi 0OHAPY)KEHHS TPOTABIIETO JTOKYMEHTA IO JHIYHOMY
cocTaBy?

3UMONl B TIOMEIEHUH, TJAE XpaHATCS AOKYMEHTHl IO JHUYHOMY COCTaBy, HEOXXHIAHHO Ha
HECKOJIBKO YaCOB OTKJIFOYWIN OTOIIeHue. Bamu nelictBusa?

HazoBute GopmBI UCTIONB30BaHUS APXUBHBIX IOKYMEHTOB I10 IMYHOMY COCTaBY.

Kakoli 3ak0H perynupyer A0CTyH K apXUBHBIM JOKYMEHTaM IO JTUYHOMY COCTaBy?

[IpencraBpTe, YTO BBl OpraHU3aIsd CO CPEIHUM JOKYMEHTOOOOpOTOM, mpopaboraBmas 15 ner.
CMmonenupyiTe CUTyalUIO MEpeladyd B BEJOMCTBEHHBIA apXWB JOKYMEHTOB IO JIMYHOMY COCTaBY.
CocTaBbTe ONKCH Jel1, MPOTOKOJI 3aCEAaHNS SKCIIEPTHOW KOMUCCHH U aKT Ha YHUYTOXXEHHE JIeTl.
IlapameTpsl padoThI: yKa3aTh AUCHUIUINHY, KTO BeIMOIHIWI: @.M1.0. cTynenTa, Kype, TpyIna,
ornenenue. [pudt 14, Times New Roman, MexcTpounsiii uHTEpBa 1,5, HyMepalus CTPaHHMIL 110
BEpPXHEMY IMIPaBOMY Kpato, 00beM paboTel — 2-3 cTp. O0sI3aTeNIbHBI CCHIIKY Ha TUTEPATYpPy B TEKCTE B [],
CIHCOK JuTeparypsl ohopmisitTh B cooTBeTcTBHH ¢ [ OCTOM, JOIYCTHMBI TOIBKO IIPOBEPEHHBIE
AIIEKTPOHHBIE PECYPCHI: O(UITHAIEHBIE CAUTBI U 3J1. ITyOIHKAIHH.

Hmozoewvtit mecm no Kypcy «Apxuevl no 1UUHOMY COCHIABY»
Bonpoc 1
Bbamn: 1,00
ApPXUB 1O TUYHOMY COCTaBY — 3TO
Bribepure oMH OTBET:

d. CaMOCTOATEIbHOEC YUPECIKIACHNUEC UIIN CTPYKTYPHOEC IIOJAPA3ACICHUE YUPCKICHUS, OCYIICCTBIIAIOMICE
KOMILJICKTOBAHUEC, XPAHCHHC, y‘léT " UCIIOJIB30BAHUEC JOKYMCHTOB II0 JINYHOMY COCTaBY

b. monpasnenenue kaapoBoit Ci1yKOBI TIPEAMTPHUATHS, OTBEUAIOIIEE 3a XPaHEHHE, YUET U
WCITOJIB30BaHUE JIOKYMEHTOB TI0 JJUYHOMY COCTaBY, B TOM YHCJIC B DJICKTPOHHOM BHUJIC

C. YUpEXKJEeHHUE, XpaHsIIee KaapoBeie TOKyMeHTHI AD PO

d. MecTo XpaHeHUs rOCyJapCTBEHHBIX TOKYMEHTOB
Bomnpoc 2
Bamn: 1,00
BepHbIM HOPSIAKOM PacIoiOXKeHHs JOKYMEHTOB IO JIMYHOMY COCTaBy B HOMEHKIIATYpE JEN IS
oTJIeNa KapoB SABJISCTCS
BribepuTe oauH OTBET:

a. 1. HopMaTtuBHO-TIpaBOBBIC aKTHI, peryaupytomue paboTy oTaena kaapos. 2. [llTataoe
pacriucanue. 3. [Tonoxxenue 06 oTaesne Kaapos
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-
b. 6. IIpukassr 0 mpremMe, yBOJIbHEHHH pabOTHHUKOB. 7. [Iprkasel 0 koMaHaupoBanuu. 8. IIpukassr o
MOOIIPEHUSX, MPUMECHEHHUHN JTUCIIUTUTMHAPHBIX B3BICKAHUH

C. 10. TpynoBsie noroBopsl. 11. JlomKHOCTHBIE HHCTPYKIMK paOOTHUKOB opranu3anun. 12. ['paduk
OTITyCKOB
-
d. 19. XXypnan ydera npuema, nepeBoa, yBoiabHeHus padoTHHKOB. 20. XKypHan yuera
BOCHHO00s13aHHBIX. 21. XXypHan y4yera BbIJauu KOMaHIUPOBOYHBIX YIOCTOBEPEHUI
Bonpoc 3
bann: 1,00
KakoMy HOpMaTMBHOMY JOKYMEHTY MpPHHAAJEXKAT pa3Jelbl, OINUCHIBAIOIINE KaTETOPUU
JOKYMEHTOB I10 JINUHOMY COCTaBY: JOKYMEHTHI 10 OpraHU3ally, HOPMUPOBAHUIO, Tapu(UKaIUY, OrjiaTe
u oxpane Tpyna (Pasmen Ne7), moxymeHTs 0 pabdore ¢ kampamu (Pazmem Ne§), a Taxke TOKyMEHTHI W3
Paznena Ne4 «YueT v OTYETHOCTHY, CBSI3aHHBIE C OIUIATON TPY/Aa U APYTUMH BBIIUIATAMHU COTPYAHUKAM?
Bribepute oquH OTBET:

a. IlepeyeHp TUTIOBBIX YIPaBICHYECKNX apXUBHBIX JOKYMEHTOB, 00pa3yIOIINXCS B IIpOIecce
JeATeLHOCTH TOCY/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAaMOYIPABIICHNS H OpTraHU3aIni, ¢
yKa3aHHEM CPOKOB XpaHeHHs. 3apeructpupoBan MuntoctoM Poccun 8 centsiopst 2010 1. Per.Ne 18380

f‘_
b. Meroauueckue pekoMeHIauu « DKCIEPTH3a IIEHHOCTH W 0TOOP B COCTaB APXUBHOTO (OH/IA

Poccuiickoit @eaepannn JOKyMEHTOB [0 JINYHOMY COCTaBy» IpoekT 2014 r.
. OcHOBHBIE TIpaBWiIa paboThl apxuBOB opranm3anuii 2002 r.

d. MHCTpYKIHS 110 JeI0NpPOU3BOICTBY OpPTraHU3aIMN
Bomnpoc 4
bann: 1,00
Haiinute ommbo4yHO€e BBICKA3bIBAHUE
BribepuTe oguH OTBET:

a. [lnst Ipyrux KaTteropuii mojp3oBaTenieil HEOOX0IUMO MICEMEHHOE HOTaApHATbHO-3aBEPEHHOE
paspelieHue rpaxaanruHa (€ro HacJae HUKA WK JOBEPEHHOTO JIUIA), KOTOPOE MOXKET OBITh 3aIlpOIIEHO
OpraHu3alyeil, HalpaBUBILEH MOJIB30BATEIS B APXUB, [10JIb30BATEIIEM, €CJIN OH - YACTHOE JIULIO, WIIN
apXHUBOM I10 TPOCKOE MOJIb30BaTENA. APXUBY CIEIYET BbIIaBaTh M10JIb30BATEIIO TOJIBKO TE J1eJI1a U
JIOKYMEHTBI, KOTOpbIE OyIyT yKa3aHbl B pa3pelIeHun
C b. ITocie cMepTH rpaXkIaHUHA [TPABOM Ha JIOCTYII K apXUBHBIM JIe71aM U JOKYMEHTaM, COJIePIKaIuM
CBE/ICHUS O IMYHOU M CeMEWHOH TaliHe, ero YacTHOM >KU3HHU 00J1aJat0T HACIeIHUKH (JOBEpEHHBIE JINLA
HACJICIHUKOB), €CJIM 3TO HE MPOTHBOPEUHT 3aKOHOAATENLCTBY PO

C. ApxuB obecrieurBaeT JOCTYII MOJIb30BATENS TOJBKO K TEM JIOKyMEHTaM WU HH()OpMaIuHy,
KOTOPBIC OTHOCSITCS K JIMILY B OTHOIICHHHA KOTOPOI'0, OBLIO MOJIYYeHO pa3peiieHre O TOCTYIIE, JaxKe eClid
B JIeJie HaXOIATCS JIOKyMEHTHI, COJIeprKaline KOHPUISHIIHATLHBIE CBEACHHUS O HECKOJIBKHX JIUIAX
C d. ApxuB npesoCTaBIISIeT 10 OKOHYAHHUS 75 JIET CO THS CO3/IaHusl JOKYMEHTA apXUBHBIC JIea 1
JIOKYMEHTBI, COJIepKalllie CBEICHUS O IMYHOU U CeMEHHOM TallHe Ipa)KJaHuHA, €r0 YACTHOM KU3HHU 10
MOTHBHPOBAaHHOMY ITUCBMEHHOMY OOpPAIlEHUIO COTPYAHUKAM OpraHu3aiui-hoH1000pa3oBaTeied U ux
MIPUEMHUKOB, OPraHOB rOCYJapCTBEHHOU BJIACTH, OPTaHOB MECTHOTO CAMOYIIPABJICHHUS, CYyI0B, OPraHOB
MIPOKYpaTyphl, OPraHOB MPEIBAPUTEIHHOTO CACACTBUS U I03HAHUS B Mpeesiax UCIOTHEHUS UMU CBOUX
CITy»€OHBIX 00513aHHOCTEH

Bomnpoc 5
Bbamn: 1,00

PamxupoBaHHBIA CIIUCOK HOPMATHUBHBIX JOKYMEHTOB II0 perIaMEHTANH (HYHKIIMOHUPOBAHWSI
apPXHUBOB T10 JIMYHOMY COCTaBY
Bribepute oguH OTBET:

a. @enepanbHblii 3aK0H «O0 apxuBHOM Jnene B Poccuiickoit denepannu» Nel25-D3 ot 22 okTa0ps
2004 r.; Tpynosoii kogekc Poccuiickoit @enepanun N 197-d3 30 nexadbps 2001 r.; [TpaBuia
OpraHM3aIMN XpaHEeHHs, KOMIUIEKTOBAHUS, YI€Ta ¥ NCTIOIB30BAaHMS TOKYMEHTOB apXUBHOTO (hoHIa
poccuiickoii penepannu u APYrux apXuBHBIX JOKYMEHTOB B FOCYJApPCTBEHHBIX OpraHax, opraHax
MECTHOT'O caMOyTipaBieHus U opranuzanusx» oT 07.09.2015 r.; [lepeueHb THIOBBIX YNIPaBIEHYECKUX
ApXMBHBIX TIOKYMEHTOB, 00pa3yIoIIUXCs B IPOLIECCE AEATENIbHOCTH I'OCYAaPCTBEHHBIX OPTaHOB, OPraHOB
MECTHOT'O CaMOYTIpaBJIEHUS U OpraHU3aluil, ¢ yKa3aHHUEM CPOKOB XpaHEHHA. 3aperucTprUpOBaH
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Munroctom Poccnu 8 cenTsiopst 2010 1. Per.Ne 18380.; MeTonnyaeckne peKOMEHIANHA « IKCTIEPTH3A
LICHHOCTHU 1 0TOOp B cocTaB ApxuBHOro ¢onaa Poccuiickoit denepanny 10KYMEHTOB 110 JTHYHOMY
coctaBy» npoekT 2014 r.

b. Tpynosoii koxekc Poccuiickoit @epeparin N 197-D3 30 gexadpst 2001 r.; OenepanbHblii 3aK0H
«0O06 apxuBHOM 1ene B Poccniickoit @enepammmy Nel25-D3 ot 22 oxTsa0ps 2004 r.; [Ipasmna
OpTraHM3alfy XPAaHEHHsI, KOMIUIEKTOBAaHUS, YIETA ¥ NCIIOIB30BaHMs JOKYMEHTOB apXHUBHOTO (poHIa
poccuiickoi heaepannu u APYrux apXuBHBIX JOKYMEHTOB B FOCYJapCTBEHHBIX OpraHax, OpraHax
MECTHOT'O caMOyTipaBieHus U opranuzanusx» oT 07.09.2015 r.; [lepeueHb TUIOBBIX yNIPaBIEHYECKUX
ApPXUBHBIX JIOKYMEHTOB, 00pa3yIOIIUXCs B IIPOIIEcCe AesITeNFHOCTH TOCYIapCTBEHHBIX OPTraHOB, OPTaHOB
MECTHOTO CaMOYIPAaBJICHHUS U OPTaHU3AlNH, C YKa3aHUEM CPOKOB XpaHEHHs!. 3aperucTpHUpOBaH
Mumntoctom Poccru 8 centsiopst 2010 r. Per.Ne 18380

¢. ®enepanbublil 3akoH «O0 apxuBHOM neie B Poccniickoit @enepammm» Nel25-D3 ot 22 oKTA0pS
2004 r.; Tpynosoit konekc Poccuiickoit @eneparym N 197-03 30 nexadps 2001 r.; [TpaBuna
OpraHu3aluy XpaHeHHs], KOMIUIEKTOBAaHMUS, YIETa U HCIOJIb30BaHUS JOKYMEHTOB apXHUBHOTO (DOHIA
poccHiickoi (eaepann U APYrUX apXUBHBIX JOKYMEHTOB B FOCYJapCTBEHHBIX OpraHax, OpraHax
MECTHOT'O caMOyIIpaBieHus 1 opranuzanusix» ot 07.09.2015 r.; Metonuueckrue peKkOMEHAALNN
«OKcnepTr3a eHHOCTH B 0TOop B cocTaB ApxuBHOTO oHa Poccuiickoii denepannn JTOKYMEHTOB 1O
JUYHOMY cocTaBy» npoekT 2014 r.; UHCTpyKIus MO AeT0NpPOU3BOACTBY OpraHu3allul

d. TpymoBoii koaekc Poccuiickoit @enepartiu N 197-D03 30 nexadpst 2001 r.; denepanbHblii 3aK0H
«O06 apxuBHOM zene B Poccuiickoit @enepammm» Nel25-D3 ot 22 oxts6ps 2004 r.; [IpaBuna
OpraHu3alMy XpaHEeHHs], KOMIUIEKTOBAaHMUS, YU€Ta U HCIIOJIb30BaHUs TIOKYMEHTOB apXUBHOTO (hoHza
poccHiicko (hepepann U APYrUX apXUBHBIX JOKYMEHTOB B FOCYJAPCTBEHHBIX OpraHax, OpraHax
MECTHOTO camoyIpaBieHus u opranuzanusix» ot 07.09.2015 r.; IlepedyeHp TUNIOBBIX YIIPABICHYECKUX
ApXMUBHBIX TOKYMEHTOB, 00Pa3yIOIIMXCs B IPOLIECCE ACATENIbHOCTH TOCYAapCTBEHHBIX OPTaHOB, OPraHOB
MECTHOT'O CaMOYTIpaBJICHUS U OpraHu3aluil, ¢ ykazaHHeM CPOKOB XpaHeHHsI. 3aperucTpUupOBaH
MuntoctoM Poccuu 8 centsiops 2010 r. Per.Ne 18380.; MeToaudeckue peKOMEHIAIUN « DKCIIEPTU3A
[IEHHOCTHU 1 0TOOp B cocTaB ApxuBHOro ¢oHa Poccutickoit @exeparnyiv JOKYMEHTOB IO JTHIHOMY
cocTtaBy» npoekT 2014 r.

Bonpoc 6
bamr: 1,00

B kakom paszene U3 NPHUBEACHHOIO NpPUMEpPa MHCTPYKLUUHM IO KaJPOBOMY JEJIONPOU3BOJCTBY
yKa3aHo, 4To «JIn4HbIe 1ea BeAyTcs Ha BceX PAOOTHUKOB YUPEKICHUS»?
Bribepute oiMH OTBET:

a. 061111/16 MOJIOKCHUA

-
b. ocobeHHOCTH OQOpPMIICHH S TOKYMEHTOB MO OT/EIBbHBIM KaPOBBIM (DYHKIIUSIM
-
C. JOKYMEHTHI 110 y4eTy KaJpoB
-
d. MOPAAOK IMMOATOTOBKHU U NIEpEAAUN ACIT HA XPAHCHUEC B apXHB
Bonpoc 7
bann: 1,00

OTBETCTBEHHOCTH 32 OPraHU3ALHMIO PA0OTHI IO XPAHEHHIO KaJPOBBIX JOKYMEHTOB HECET
Bribepure oguH OTBET:

a. PabGoromarens

C .
b. 3aBeayromuuii apXuBOM
-
C. ApxuBapuyc
-
d. HaganeHuK oTHENa KaIpOB
Bomnpoc 8
Bbamn: 1,00

YKaXure JI0XKHOE YTBEP)KICHUE
Bribepure oauH OTBET:

a. apXHUBHBIC JOKYMEHTBI 10 TUYHOMY COCTaBY, KOTOPHIE HEe OBUIH BKITFOUEHBI B COCTaB JIOKYMEHTOB
ApxuBHoro Qonaa Poccuiickoii denepanuu, Mo HCTEYCHUU CPOKOB XPAaHEHUS TOJICKAT YHUITOKCHHIO
00 XpaHEHUIO B apXUBE OPraHU3AIH B COOTBETCTBUH C TPEOOBAHUSIMHU KOPITOPATHBHOTO
3aKOHO/IaTEIbCTBA
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b. nis opranu3anuii - UICTOYHUKOB KOMIUICKTOBAHUS - TI0 HCTEYECHUH CPOKOB XPAHCHHUS 0053aTEIIbHO
MIPOBEICHUE COBMECTHO C YITOJIHOMOYEHHBIM OpPraHOM I'OCYIapCTBEHHOU BacTu cyObekTa Poccuiickoit
®Denepanyu B 001aCTH apXUBHOTO Jiea, ['ocapXMBOM SKCIIEPTU3EI IIEHHOCTH PsJia TOKYMEHTOB 110
JIUYHOMY COCTaBy Ha MPEJMET BKIIIOUEHUS B cocTaB ApxuBHOro (pouma Poccuiickoit deneparuu

C. JUTsl OpraHu3alliii, KOTOPBIE HE ABISIOTCS HCTOYHUKAMU KOMIUIEKTOBAHMS, IO HCTEICHUN
BPEMEHHBIX CPOKOB XPAHEHHUS apXUBHBIE JOKYMEHTHI IT0 IMIHOMY COCTaBY IMOJIEKAT IKCIIEPTH3E U
MOTYT OBITH YHUYTO)KEHBI THOO XPAHHUTCS B apXHUBE OpraHU3aIiH

d. xpaHeHHe JOKYMEHTOB 110 JIHYHOMY COCTaBY, HE TOJISIKAIINX YHUITOKEHHIO JOIDKHO
OCYIIECTBISATHCS TOJIKO B OYMaXKHOM, a HE B SJICKTPOHHOM BHJIC
Bonpoc 9
Bbann: 1,00
[lo xakOoMy NpPUHIUIY CHUCTEMATH3UPYIOTCS JAOKYMEHTHI B JielaX, COJICPKAaIIMX IPHUKA3bI,
pacropspKEeHUs 1o JTMYHOMY COCTaBy?
Bribepute oquH OTBET:

a. andaBUTHBIN MPUHIMIT IO PaMUIMK COTPYTHHUKA, O KOTOPOM COACPIKUTCS HHPOPMAITHSI

b. XpoHoMOrHYeCKUii MPUHITKIT: B HAYAJIEe [IeNIa TOJHKHBI PAcoaraTbes IPUKa3sl (pacmopsuKeHus) 3a
JIeKaOpb, TIOTOM 32 HOSIOPH H T.JI.

C. HOMEPHOMY NPHHLMITY: OT IEPBOTO 10 NOCICIHETO

d. XpOHOJIOrHYECKUiT IPUHIIUIT: B HAYaJIe Jieia JOJDKHBI PacIoNaraTbest IPHKa3bl (PacopsHKEHHMS) 3a
STHBaph, MIOTOM 32 ()eBpalb U T.1.
Bomnpoc 10
bann: 1,00
[NToxmmBka chopMHUPOBAHHBIX /1€ TIPOU3BOAUTCS
BribepuTe oquH OTBET:
P
a. JIo TiepeJlavy X U3 OT/IeNa KaJIpOB B apXUB Ha JIOJITOBPEMEHHOE XpaHEHHE
‘ b. mocre 3aBepiIeHUs IKCTIEPTH3bI IECHHOCTH JIOKYMEHTOB
C. ToCJIe YBOJILHEHHS COTPYTHUKA

d. 10 MpoBeIeHNUST IKCIIEPTU3BI LICHHOCTH JOKYMEHTOB T10 JINYHOMY COCTaBy
Bompoc 11
bamr: 1,00
Wudopmaruss nuuHoro jgena, rhae mudpaMd M MPONKMCBIO  YKAa3bIBAETCS  KOJWYECTBO
MPOHYMEPOBaHHBIX JIUCTOB B JieNie, HAJTMYUE MPOMYIIEHHBIX U JUTEPHBIX HOMEPOB, KOJMUYECTBO JUCTOB
BHYTPEHHEH ONHUCH Jieia TOMELIaeTCsl
Bribepute oiMH OTBET:

a. Ha 000OPOTHOM CTOPOHE MOCIIEAHET0 JOKYMEHTA

C b. Bo BHYTpEHHIOIO OMHKCH Jieia
C C. Ha MOCJICTHUH JIUCT OOJIOKKH Jieia C BHYTPEHHEH CTOPOHBI
-
d. B IMCT-3aBEepHTENH Jea
Bomnpoc 12
bann: 1,00

B mpuBeneHHOM mpuUMeEpe MOJOXKEHHS O MYHHIMIAIBHOM apXuBe JIOKYMEHTOB MO JIUYHOMY
COCTaBy YKa3aHO
Bribepure oguH OTBET:

a. YTO apXHUB BBIIIOJIHSAET BCE ONepaliy Ha O€3BO3ME3IHON OCHOBE

b. apxuB BBIIACT MO 3asBICHUSIM TPAXIaH TOJIHKO apXUBHBIC CIPABKH, TTOITBEPIKIAIOINIIE TPYIOBOI
CTax, pa3Mep 3apabOTHOH IIIaTHl M APYTHE BONPOCH, HEOOXOIUMBIE [Tl 0(OPMIICHHS TIEHCHI
rpaXKJaHaM U PEIICHUs APYTUX COIMATHHO-TIPABOBBIX BOIIPOCOB

C. YUpESKICHUE HEC UMEET MIPaBa OKa3bIBaTh YUPESKICHUSIM, OPraHU3AIHUSIM, TIPEIIPUSTHUIM
METOUYECKYIO, F IPAKTHYECKYIO TIOMOIIb B IIPOBEIEHUH SKCIIEPTH3HI M YIOPSAOUECHNN TOKYMEHTOB
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d. 9TO yupexJeHHE IPUHUMAET Ha OCHOBE 3aKIIFOUYCHHBIX JIOTOBOPOB U B COOTBETCTBUH C TpaduKamMu

OT YUPEXKJEHUN, OpraHu3aluid U MPeNPUATUIN-UCTOYHUKOB KOMIUIEKTOBAHUS ApXUBa JOKYMEHTHI 110
JUYHOMY COCTaBy, 00pabOTaHHBIC U YYTCHHBIC COTJIACHO YCTAHOBJICHHBIM MPaBUIIaM, a TaK ke
JIOKYMEHTBI OT JIMKBUAUPOBAHHBIX OpraHU3allui, HE UMEIOIIUX MPaBONPEEMHHUKOB

Bonpoc 13
Bbann: 1,00

Benenue mu4HBIX A€ 0053aTEIBHO KaIPOBOH CITY)KOOH M XpaHESHUE B OpraHU3aIu 00s3aTeIbHO
BribepuTe ouH OTBET:

a. Ha TOCYJapCTBEHHOW T'PakIaHCKOH ciTyx0e

C b. w1 OO0 u OAO
C C. U1t 00pa30BaTENbHBIX yUpexKaeHu PD
-
d. 15t Beex rpakaaH Ha Tepputopuu PO
Bomnpoc 14
bann: 1,00

VYKakuTe JI0)KHOE YTBEPIKICHHE
Bribepute ouH OTBET:

a. JInyHble KapTOYKHU PaOOTHHUKOB TakxKe (GOPMUPYIOTCS B [ieia 10 ad(aBuTy haMIITHA
-

b. [Tpuka3ssl, pacnopsHKeHHs, YKa3aHuUs M0 JIMYHOMY COCTaBY TPYNITHPYIOTCS B CAMOCTOSITEIILHbIC
apXUBHBIE JIEJa CO CBOEH HyMepaluen

C. JIuuessle cuera 1o 3apabOTHOM IUIaTe COTPYAHUKOB (POPMUPYIOTCS B CAMOCTOATENIFHBIE JI€)1A U

pacroararoTcs B HAX 10 angaBuTy haMuimi
C d. B coorBetcTBHH ¢ [IpaBuiaMu paboThl apXMBOB OPraHU3aIMi PACTIOPSIUTEIILHBIC JOKYMEHTHI
TpYIIUPYIOTCS B JeJia 10 BUJaM, JOIycKaeTcsi JOpMUPOBATH B OAHO JIENIO MPUKA3Hl U PACTIOPSIKCHUS C
€IMHOU HyMepaLuei

Bompoc 15
bann: 1,00

O60xKa Jiesa o JMYHOMY COCTaBY COJEPKUT CIEeNYIOIINE PEKBU3UTHI:
Bribepure oauH OTBET:

a. HAMMEHOBAaHUE OPTaHU3AINH, IOJYMHEHHOCTh, HANMEHOBAHKE CTPYKTYPHOTO TIOIPa3/ICIICHHUS,
WHJICKC JIeNa; apXUBHBIN P Jesa; 3arojioBOK JieNa; KpaiiH1e AaThl JieNa; KOJIMYECTBO JINCTOB JIeIa;
CPOK XpaHEHUS Jelia

b. HanMeHOBaHKe OpraHu3alny, OIYMHEHHOCTh, HANMEHOBAHHE CTPYKTYPHOTO MOPa3eICHHS;
MHJIEKC JIeJIa; 3aroJI0BOK JIeJ1a; KOJIMYECTBO JINCTOB JIeja; KpaifHue JaThl Jiefla; CPOK XpaHeHHs e,
apXxUBHBIA mmQp Jena

C. HAUMEHOBAHUE opraHnu3ainuu, NOJYMHCHHOCTb, HAMMCHOBAHUEC CTPYKTYPHOTI'O MMOJAPA3ACIICHUA,
WHJIEKC JieNa; apXuBHBIA mudp aena (HoMep GpoHma-uHACKC, OMHMCH JIENa); 3ar0JIOBOK JeNa; KpaiHme
JIaThI Jieja; KOJIMYECTBO JIMCTOB JIeJa; CPOK XPAHEHHUS Jieja

d. HanMeHOBaHMe OpPraHM3alliH; HHAEKC Jeja; apXUBHBIH P aei1a; 3aroJ0BOK JIeia; KOJIHIECTBO

JIUCTOB JieJia; CPOK XPaHEHU Jiejia; KpaHue aThl Jejia

Bomnpoc 16
Bbamn: 1,00

KakoMy HOpMaTUBHOMY JOKYMEHTY HPUHAJICKHUT CTaThs 24, KoTopas riacut: «COop, XpaHEeHUE,
MCIOJb30BaHUE M PacHpOCTpaHeHHWE HHGOpPMAIMM O YaCTHOM JKM3HM JMIla 0e3 ero corjacus He
norryckaeTcs. Opranbl TOCY/TapCTBEHHOM BIACTH U OPTaHbl MECTHOTO CAMOYTIPABJICHUS, UX JOKHOCTHBIC
yuia 00s3aHbl 00ECNEUNTh KaXOMY BO3MOXKHOCTH O3HAKOMIICHHS C JIOKYMEHTaAaMH W MaTepuajaMu,
HEITOCPEICTBCHHO 3aTParuBaroOIIMMHE €T0 IpaBa U CBOOOIBI, €CITH HHOE HE TPETyCMOTPEHO 3aKOHOMY?
Bribepute oauH OTBET:

a. 3akoH P® «O nepconanpHbIX JaHHBIX» Ne 152-D3
b. ®enepanbheiii 3akoH 0T 22 okTsa0pst 2004 rona Nel125-D3 «O06 apxuBHOM Jene B Poccuiickoit

denepanum»
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. TpynoBoii kojiekc PO

d. Koucturynus PO
Bomnpoc 17
bann: 1,00
Nmeromuecss B JMYHBIX JejaxX JIMCTKH [0 y4eTy KaJpoB, aHKEThl, aBTOOMOrpaduu,
COOCTBCHHOPYYHO COCTABJCHHBIC 3asBUTEIEM, Ha KOTOPBIX OTCYTCTBYIOT OTMETKH O TIPOBEpPKE
HUMEIOIINXCS B HUX CBEICHUI HA OCHOBAHHH TPE/ICTABICHHBIX MOIIMHHBIX TOKYMEHTOB MU CITPABOK
BoiGepuTe OMH OTBET:

d. MOTYT CIIY’KMTb OCHOBAHHEM IJIsI BBIJA4YX APXUBHBIX CIIPABOK O TPYJOBOM CTaXe

b. MOTYT CITy’KHTh OCHOBaHHEM ISl BbIIA4YM aPXHUBHBIX CIIPABOK O TPYIOBOM CTaXe TPH
MMUCHMEHHOM pa3pelIeHnH THPEKTopa apXruBa

C. HE MOT'yT CIIY>KMTb OCHOBAaHMEM J1JIs BblJIa4M apXMBHBIX CIIPABOK O TPYJOBOM CTaXKe

d. MOTYT CIIYKUTb OCHOBAHUEM [JI BbIJIAYM aPXUBHBIX CIIPABOK O TPYAOBOM CTaXXC IIPpU
MUCHMEHHOM pa3pelIeHuH JUPEKTOpa OPraHu3alny, rie padboTana COTpyAHUK
Bomnpoc 18
bamr: 1,00
Hena, comepxatye TOKYMEHTHI [0 JTUYHOMY COCTaBY BBINAIOTCS BO BPEMEHHOE IOJIb30BaHHUE U3
XPaHWIULI Ha CPOK, HE MPEBBIIIAFOIIMINA:
BribepuTe oquH OTBET:

a. 7 MecsIeB U1 SKCIIOHUPOBaHUS IOKYMEHTOB

-
b. 2 Mecstia T UCTTONB30BaHKS PAOOTHUKAMH OPTaHU3aAIMN

. o
C. 3 Mecsilia BO BpeMEHHOE T10JIb30BaHKE JJIs APYTUX OpraHU3aIui

-
d. 1 MecsIr A71st NCTIOB30BAHMS JOKYMEHTOB B UHTATBHOM 3ajie

Bompoc 19
bamr: 1,00

YkaxxuTe HeBEepHBIN BapuaHT: «B KadyecTBe JOKYMEHTOB, MOATBEPKIAIONINX TPYIOBOW CTaX, JJIS
COCTaBJICHHS CTIIPABKU MOTYT OBITH UCIIOJIH30BAHHI ...)»
BribepuTe oguH OTBET:

d. JIMCTOK IIO Y4Y€Ty KaapoB, COCTaBJICHHBIN 3asBUTEIIEM

-
b. npuKasbl 110 JIHYHOMY COCTaBY
C .
C. JIMIIEBBIE CYeTa 10 3apabOTHOM IuIaTe
C .
d. IIPpUKa3kbl 110 OCHOBHOU JACATCIIbHOCTH
Bompoc 20
bann: 1,00

[IpenmyiiecTBa, moay4aeMble OT BHEAPEHUS SJIEKTPOHHOTO apXHBa MO JINYHOMY COCTaBY:
Bribepure oMH OTBET:

a. ApXUB He 3allUIIEH OT MOXapOB U MPOoYHX (Gopc-MakopoB; He 00ECIeUnBACTCS X COXPAHHOCTh
OT MOTEPH, TOPYH, YMBIIIIEHHOTO PEJAKTUPOBAHUS U T.1I.
-

b. PaGota ¢ apXuBHBIM JJOKYMEHTOM BO3MO>KHA OJJHOBPEMEHHO JIMIIb JIJIsl OJJHOTO YEJIOBEKa, YTO
CO03J1aeT HeyA0OCTBO NpY paboTe C AKTUBHO UCIIONIB3YEMbIMU TOKYMEHTaMHU

C. Bpems oTBETOB Ha 3ampoCHl K JAHHBIM apXHBa COCTABIISET OT OJHOTO /IO HECKONBKIX JTHEH.
PaboTHrKaM apXxuBa JIOBOJBHO CIIOKHO 00pabaThiBaTh BPYUHYIO OOJBIIOE KOIMYECTBO 3aPOCOB,
MHOTHE M3 KOTOPBIX JOBOJIHO CJIOXHBI M TPEOYIOT JIJIsI ITOJIyUEHHUS OTBETA MCIIOJIb30BaHUE OOJIBIIOrO
KOJIMYECTBA JIEeT
C y .

d. TIpocToii 1 OBICTPBIN TOCTYII K JOKYMEHTY JIFOOOTO COTPYAHUKA apXHBa B JI000E BPeMsi; pOCT
CKOpOoCTH 00pabOTKH 3aIpOCOB K apXUBY; KOHTPOJIb CPOKA XpaHEHHS B 3aBHCHMOCTHU OT THIA JJOKYMEHTa
U T.0.
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[Ipunoxenue 2

OueHoYHBIE CPeACTBA /ISl IPOBeeHHs MPOMEKYTOUHOI aTTecTAllUN

a) [lnanupyemsble pe3yabTaThl 00YUYeHHS M OLIEHOYHbIE CPeICTBA /IJIsl POBEIeHUs MPOMEKYTOUHOI
aTrecTalMu:

Ilpumepnoe cooepocanue:

Crpyxryp
HBIN
DJIEMCHT
KOMIIECTCH
on

[Inanupyemelie
pe3yNbTaThl
o0OyueHus

O1ieHOYHBIS cpe€acTaa

IIK-6 - cnoco0HOCTHI0O aHAJTM3UPOBATH CUTYALHIO HA PhIHKEe HH(POPMAIMOHHBIX MPOAYKTOB U
YCJIYT, JaBaTh IKCIEPTHYIO OLleHKY COBPEMEHHBIM CHCTEMaM JIEKTPOHHOI0 J0KYMEHT0000poTa 1
BeJIeHUS 3JIEKTPOHHOI0 APXMBa

3HaThL

— OCHOBHBIE
oTnpeeneHus U
HOHSATHS
WH(GOPMAITMOHHBI
X MPOAYKTOB U
ycIyr,
AKCIIEPTHOMI
onenku, CO/I,
3JIEKTPOHHOTO
apxuBa ;

— OCHOBHBIE
METO/IBI
HCCIIEIOBaHUMH,
UCIIOJIb3YEMBIX B
4acTu apXUBOB
0 TMYHOMY
COCTaBYy;

—  ompeneneHus
OCHOBHBIX
MOHATHUM B 4aCTH
JIOKYMEHTOB
JIMYHOTO,
Ha3bIBAET UX
CTPYKTYpHBIE
XapaKTePUCTUKU
1 CBOICTBA,

— OCHOBHBIE
TIOHSITHS U
npaBuiIa
OpraHu3alyu
UHQOPMAIHOHHBI
X MPOAYKTOB U
YCIIyT,
9KCIEPTHOU
onenku, CO/I,
3IEKTPOHHOTO
apxuBa ,

- OIIpEICIICHUS
IPOLIECCOB
JKCIIEpPTHAS

IlepeyeHb TeopeTHYECKHX BONPOCOB K IK3aMeHY:

1. CO/, 3neKTpOHHBIN apXuB: ONpeAeIeHUE, IPUMEPHI, Knaccuduranus.
2. OcHOBHBIC MOHSTHS U TIPaBHJIa OpPraHU3aUH HHPOPMAITHOHHBIX
MIPOJYKTOB M YCIIYT, SKCIIEPTHON OLIEHKH: OMpeesieHIe, TPUMEPHI,
KJIACCU(DUKAITHSL.

3. OcHOBHBIE METOJIBI HCCIIEIOBAHUMN, UCTIOIB3YEMbBIX B YACTH apXHBOB
10 TUIHOMY COCTaBY.

4. Ompenenenue mporecca 3KCIepTHast OLEHKA.
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Crpyktyp

HBII
2JIEMEHT
KOMIIETEH
197071

ILnanupyemble
pe3yIbTaThI
o0OyueHus

O11eHOYHBIE CPEICTBA

OIICHKA,
HH()OPMAITHOHHBI
X MPOJIYKTOB U

YCIIYT;

YMmetn

—  BBLACTATH
CTPYKTypHBIE
JJIEMEHTHI
MHQOPMAaITTOHHBI
X TPOAYKTOB U
yCIyr,
9KCIIEPTHOMN
OLICHKH, CO/,
ANEKTPOHHOTO
apXuBa,

— o0cyxaaTh
CIoCcoOBI

3¢ PEKTUBHOTO
peleHus
WH(GOPMAITMOHHBI
X TPOAYKTOB H
ycIyr,
JKCTepTHAS
OlLICHKA, CO/,
3JIEKTPOHHBIN
apXWB;

—  pacmo3HaBaTh
s deKTHBHOE
peuieHue oT
HeAPPEKTUBHOTO;
—  OOBACHATH
(BBISBIIATH u
CTPOUTD)
TUTHYHBIC
MOJICITH
UHQOPMAITOHHBI
X TPOJYKTOB U
YCIyT,
JKCHEPTHOMN
OLICHKH, CO/,
3JIEKTPOHHOTO
apXWBa,

—  TPUMEHSTH
MOJTy4YeHHBIE
3HaHUS B
npohecCHOHANTBH
OH JIeSATEIILHOCTH,
UCIIOJIb30BaTh X
Ha
MEKIUCHUTITIHA
PHOM YpOBHE;

— mnpuoOpetartb
3HaHUs B 00JacTh
TPYAOBOIO u
aJIMAHUCTPATUBH

Ilpumepnvie npakmuueckue 3a0aHUA ONA IKIAMEHA:
1. Coenamsb ananu3 0aHHol cxemol
2.Ilpoananuzupyiime npasuibHOCMsb 0QOpMACHUS

BHYTPEHHAA OITHCH
NOKYMEHTOR /. Xp. Nv __ 05-15/110

Huaexc
AOKyMONTA

HNara

3a o a2
Xoxymenta FOTOBOK JOKYMENY

TecToY

fep

1,
' Ac1a

3 4

Hononriesiue K AUYHOMY RUCMKY NO ydemy

mc‘po«!

19.03.2012 | Jluswisd nUCmoK no ywemy xadpoe

-

s

19.03.2012 | Aemobuospadus

KON 827527

26.06.2001 | Konus dunnoma

10/12-mad

19.03.2012 | Tpydosou doeoeop

L= R BN

45-x

19.03.2012 | Konus npuxasa o npueste wa pabomy

Hrtoro

¢

KOMMUeCTBO THCTOB BHYTPEHHEA ONHCH

MacnexTop

19.03.2012

fomjpama 3 sposmie |

(ampases » npoasemo )

Wupoxoea

T.1O. 1l

(mcooma)

| pa< &2 ppes
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Crpyktyp

HBII
2JIEMEHT
KOMIIETEH
197071

ILnanupyemble
pe3yIbTaThI
o0OyueHus

O11eHOYHBIE CPEICTBA

OTO TIPaBa;
KOPPEKTHO
BEIpaxarthb U
apryMEHTHUPOBaH
0 000CHOBBIBATH
MTOJIOKEHUS
IPEAMETHOU
001acTH 3HaHHUS.

Bnanets

—  TPaKTHYEeCKH
MH HaBBIKAMU
HCII0JIb30BaHMS
3JIEMEHTOB Ha
JPYTHUX
IHUCLUIUIMHAX, Ha
3aHATHAX B
ayJIMTOPUH U Ha
...TIPaKTHKE;

— crnocobdamu
JIEMOHCTpPALIAN
YMCHHS
aHAM3UPOBATH
CUTYAITHIO ;

—  METOJaMH
MIPOBEICHUS
JKCIEPTHOMN
OLICHKH, CO/,
3JIEKTPOHHOTO
apXuBa,

— HaBBIKAaMH U
METOIUKAMH
000011IeHASA
pe3ynbTaTOB
pelieHus,
SKCIIEPUMEHTAITb
HOH
JIeSITeJIbHOCTH;

— cmocobamu
OIlCHUBAHUS
3HAYUMOCTH U
MPaKTUYECKOU
MIPUTOTHOCTH
MOJTyYEHHBIX
pe3ybTaToB;

—  BO3MOXXHOCTb
0
MEKIUCIUITINHA
pHOTO
MIPUMEHEHUS
MOJTyYCHHBIX
3HAHWH B YaCTH
9KCIIEPTHOMN
onenku, COJI u
3JIEKTPOHHOTO
apXWBa,

1. Kakue nnpopmMannoHHble TPOAYKTHL M yciyru Bel 3HaeTe, npuBenute

HPUMEPBI UCTIOI30BAHMS HX B apXUBAX M0 JIHYHOMY COCTABY
2. Kopo6ounast C3/] LanDocs - momHoneHHas

Cuctema DnekTpoHHOro JIoKyMeHTO000pOTa ISl KAKUX KOMIIAHUH OHA

OAXOJHUT B MCITIOJIb30BaAHHUHU
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Crpyktyp

HBII
2JIEMEHT
KOMIIETEH
197071

ILnanupyemble
pe3yIbTaThI
o0OyueHus

O11eHOYHBIE CPEICTBA

—  OCHOBHBIMH
METOAaMH
HCCIIE0BaHuUs B
obmactu COJI,
3JIEKTPOHHOTO
apXuBa u
MPAKTHYECKUMU
YMCHHSMHU U
HaBBIKAMH MX
HCII0JIb30BaHMS;
—  OCHOBHEIMH
METOJaMM
pelieHus 3a1a4 B
obnact
MIPOBECHHUS
JKCIEPTHON
ouenku, COJI u
AIIEKTPOHHOTO
apxuBa ;

— mpodeccrona
JIBHBIM SI3BIKOM
MpeAMETHOU
001acTH 3HAHUS
Oakamnaspa [{uA;
- crnocobaMu
COBEPIIICHCTBOBA
HHS
npohecCHoHANBH
BIX 3HAHWUH U
YMEHUI IyTeM
HCII0JIb30BaHMS
BO3MO>KHOCTEH
UHPOPMAITUOHHO
i cpenpl,
WH(POPMAITUOHHBI
X MPOJIYKTOB U
yeayr,
9KCIEPTHOU
onenku, CO/I,
3JIEKTPOHHOI'0
apXxuBa.

K-8 -cnnoco0HOCTHI0 aHATU3MPOBATH IEHHOCTh JOKYMEHTOB € LeJIbI0 MX XpaHeHUsl

3HaTH

—  KpUTEpUHU
LEHHOCTH
JIOKYMEHTa;

IlepeyeHb TeOpeTHYECKUX BOMPOCOB K IK3aMEHY:

CoBpeMEHHOE COCTOSHHE B CHCTEME apXWBHOTO XPAHCHHS
JOKYMEHTOB I10 JINYHOMY COCTaBy.

[Topsimok mpoBeAeHUs] 3KCOEPTU3Bl LEHHOCTH JTOKYMEHTOB IO
JINYHOMY COCTaBY Ha Pa3HBIX ATamax JeJIOMPOU3BOICTBRA.

KommiekToBanne apxwBOB 1O JWYHOMY cOCTaBy. VCTOYHHMKH
KOMILIEKTOBAHUS apXHUBOB I10 JIMYHOMY COCTaBY.

[ToaroroBka MOKYMEHTOB IO JIUYHOMY COCTaBY K apXHUBHOMY
xpanenuto. @opMupoBaHre AeN MO JTUYHOMY COCTaBy ISl Tepefadd B
BEJOMCTBEHHBIN apXUB.

Opranuzanus NOArOTOBKU K apXUBHOMY XPAaHEHHMIO U apXUBHOE
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Crpyktyp

HBII
2JIEMEHT
KOMIIETEH
197071

ILnanupyemble
pe3yIbTaThI
o0OyueHus

O11eHOYHBIE CPEICTBA

XpaHEHUE Pa3HbIX BUAOB JOKYMEHTOB II0 JINYHOMY COCTaBY (TIPHKa3bl 10
JIMYHOMY COCTaBY, JIUYHbIE KAPTOUKH, JIULEBBIE CUETa, PETUCTPALUOHHbIE
KHUTH).

[Nopsimox popMUpOBaHHS JTUIHOTO JeTia.

TpeboBanus K OpraHu3aLuKl XPaHEHUS TPYIAOBBIX KHUKEK.

Hcnonp3oBanne  aBTOMATU3UPOBAaHHBIX  TEXHOJOTHMH
ApPXUBHBIX IOKyMEHTOB I10 INYHOMY COCTaBY.

YcrpoiictBo 1 000pyIOBaHHE apXHWBOB IO JTUYHOMY COCTaBy B
OpraHu3alMsAX U apXHBax.

@axTopsl pa3pylIeHUs JOKYMEHTOB IIO JIMYHOMY COCTaBy.
KonTtponp Hammuus U GU3NIECKOr0 COCTOSHHUS TOKYMEHTOB IO JIUYHOMY
COCTaBy.

OCOoOEHHOCTH y4eTa W COXPAaHHOCTH JOKYMEHTOB IO JIHYHOMY
COCTaBy M MOPAAOK HUX HIEp€Aavyd Ha XpaHCHHC B ClIydac JIMKBUAAIUU
FOPUIMYECKOTO JINIA.

OpraHuzanyst 3alIUThl APXUBHBIX JOKYMEHTOB II0 JIMYHOMY
COCTaBY OT HECAHKIIMOHUPOBAHHOI'O JOCTYIIA.

Hayuno-cnpaBouHBIil ammapaT K apXUBHBIM JOKyMEHTaM IO
JIMYHOMY COCTaBY.

CocTtaBneHue apXxUBHOM OMHUCH 10 TUYHOMY COCTaBY.

ABTOMAaTH3UPOBAHHBIN Hay4YHO-CIIPABOYHBIA ammapar apXUBOB
10 TUYHOMY COCTaBY.

OpraHmaum{ HUCIIOJIB30BaHUs APXWBHBIX TOKYMCHTOB
JIMYHOMY COCTaBYy. q)OpMI)I HCIIOJIb30BaHUA JOKYMCHTOB.

Iopsimok 1 CPOKU UCHOTHEHHSI COLMAIBHO-TIPABOBBIX 3aIPOCOB.

Opranuzanus COTPYyIHHUYECTBA ApXMBOB C IOPHIUYECKHMH MU
(1)I/ISI/IT-ICCKI/IMI/I JIMIaMu 110 HMCIIOJIb30BAHHUIO apXHMBHBIX JOKYMCHTOB IIO
JIMYHOMY COCTaBY.

VYder HCNoNb30BaHUS ApPXUBHBIX JOKYMEHTOB 10 JHMYHOMY
COCTaBy.

yueta

1o

YMmeTn

—  xiaccuduiup
OBaTh JOKYMCHTBI
B 3aBUCHMOCTH OT
CTCIICHU
LIEHHOCTH
JIOKyMEHTa

Ilpumepnvie npakmuueckue 3a0aHUA ONA IKIAMEHA:

1.YKkaxkuTe TOKYMEHT, CPOK XpaHEHUs KOTOporo 15 ner:

a) HEBOCTPeOOBaHHBIE TPYIOBBIE KHIKKH;

0) JIMIIeBBIC CUETa;

B) IPOTOKOJIBI 3aCEIAHNI KOMUCCUH 10 YCTAaHOBJICHUIO TPYIOBOTO CTaXa
JUIs BBITUIAThI HAA0ABKU 32 BBICIIYTY JIET (IIPUKA3bl UMEIOTCS).

2.Kakune noKyMeHThI He BXOAT B COCTaB JJOKYMEHTOB ApXHBa I10 JIC;

a) TOKYMEHTHI TI0 JIMYHOMY COCTaBY JIMKBHAMPOBAHHBIX (B OTCYTCTBUHU
MPaBONPEEMHUKA M BBIIIECTOALIEIO 10 TMOMYMHEHHOCTH OpraHa),
MPUBATH3UPYEMBIX,  pPEOpPraHU3yeMbIX (C  W3MEHEHHeM  (QOpMEI
COOCTBEHHOCTH) YUPEKICHUN.

0) HayYHO-CIIPaBOYHBIN ammapaT, paCKpPBHIBAIOIINN COCTaB U COACPIKaHUE
JOKYMEHTOB ApXHBa;

B) UCKOBBIE M apOUTpaKHBIE JOKYMEHTEHI.

Bnanets

—  HaBBIKaMH
MIPOBEICHUS
JKCTIEPTU3HI
LICHHOCTH
JIOKYMEHTA,;
HaBBIKAMH

1. Pemmtp mpobnemuyro 3agauy: IlepBas HOMeHKaTypa nen Oblna
cocraieHa B 3AO «3Be3ma» 10 ner Hazan. Torma ke cekperapem
IeHEpaJbHOTO0 AMPEKTOpa II0 TUIIOBOMY IE€PEYHIO OBUIM OIpEAEIICHBI
CPOKH XpaHEHMs JOKyMEHTOB. CPOKM XpaHEHHUS HEKOTOPBIX IOKYMEHTOB,
KOTOpBIC HE COACPKAUCH B NIEPEUHE, ObUTH yCTAaHOBJICHBI «HA TIIa30K» H
4acTO HE COOTBETCTBOBAJIM pEaJIbHOMY 3HAUCHHIO JOKYMEHTOB. B
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Crpyktyp

HBIN ILnanupyemble
JJIEMEHT pe3yIbTaThI OrneHOYHBIE CpeaCcTBa
KOMIIETECH o0OyueHus
015058
OpraHHU3aInuu MTOCIIEAYIONTNE TOABl HOMEHKIATypa MPOCTO IEePENHCHIBANIACh, CPOKH
XpaHEHUs XpaHEHUs HE YTOYHSIIHCH.

JOKYMCHTOB C
YUCeTOM CTCICHHU
X OCHHOCTHU

N3MmeHnnace nM K HACTOSIIEMY BPEMEHM HOPMATHUBHO- METOAMYECKas
OCHOBa, MO3BOJSIONIAs C JOCTATOYHOM CTEHNEHbIO OOBEKTUBHOCTU
YCTaHaBJIMBaThb CPOKM XPAHEHUS JOKYMEHTOB B  AKLHMOHEPHBIX
obmectBax? Kakue HOpMaTHBHBIC JOKYMEHTHI MOKHO PEKOMEHIOBATH
nanHomy OOILECTBY IS ONpeeNIeHUs

2.Ilpu mTpoBeAEHUM BKCIEPTU3bl LEHHOCTH [JOKYMEHTOB B J€JO-
MPOM3BOJCTBE OpraHU3alMM SKCHEpPTHl OOpamiasd BHUMaHHWE Ha Clie-
JyIouiee:

a) 3HAYMMOCTh YIIPaBJICHYECKUX (DYHKIMH, U peann3aiui KOTOPhIX
HCTIONB30BAINCH TOKYMEHTBI;

0) B KakoH MepHO/I MOSBUIUCH UM OBLITH MCIIOIb30BaHbI JOKYMEHTBI
(cozmanue opraHuzalMM, €€ PEOpraHu3alys, BBIIOJIHEHHE OCOOBIX
3aJaHui U T. I1.), UX 3HAYCHUE [T OpTaHU3allly;

B) OTPaXKalOT JIM JOKYMEHTBI OCHOBHYIO JEATENLHOCTh OpraHU3alin
WIN PeaNn3aliio OAHON KOHKPETHOH 3aJauu U, CJIeI0BATEIBbHO, MOTYT JIH
HCIOJB30BaThCA B CIIPABOYHBIX LEIISX;

r) 4To CcOOOH TpeACTaBNIsSET JOKYMEHT: OPWUTHHAIN, AyOJCTHBIN
9K3EMILISIP WK KOTIUS;

) TOBTOpsieTcs M HHQOpPMAaLUs B IpYyrux AOKyMeHTax. Eciu
MOBTOPSIETCA, TO B KaKUX (popMax U oObemax;
€) MpaBWIBHOCTh  O(OpPMIIEHHS  JOKYMEHTOB;
yIIOCTOBEPSIIOIINE JOKYMEHTHI.

Ilo xakuMm KpUTEpHAM B JaHHOM CJIy4ae NPOBOAMWIACH OLIEHKA
JIOKYMEHTOB?

XK)  PEKBHU3UTEHI,

IK-10- BJIAACHUEM NIPUHIUIIAMHA U METOIaMHU CO3TaHUA Cl'lpaBO‘lHO-HH(l)OpMaIII/IOHHbIX Cpe€ICTB K
AOKYMCHTaM

3HATH

- IPUHLIMIIBL 1
METOJIbI CO3/IaHHUS
CIIPaBOYHO-
MH(QOPMAITTOHHBI
X CpEeZCTB

IlepeyeHb TeopeTHYECKHX BONPOCOB K IK3aMeHY:

KomMmiekroBanue ApXXWBOB IO JIMYHOMY COCTaBYy. HUctounukn
KOMIUJICKTOBAHUA apXUBOB I10 JIMYHOMY COCTaBY.

Opranuzanus yyera JOKYMEHTOB 10 JUYHOMY cocTaBy. Cucrema
YUYETHBIX JOKYMEHTOB, MX IelieBoe HazHaueHHe. OcoOeHHOCTH yueTa
JOKYMEHTOB IO JIMYHOMY COCTaBy B AapXMBax OpraHu3allMid U
rOCyJapCTBEHHBIX apXHUBaX.

Hcnonp3oBanne  aBTOMaTH3HMPOBAHHBIX
APXWBHBIX TOKYMCHTOB I10 IMYHOMY COCTaBy.

YcTpoiicTBO M 000py/IOBaHWE apXHWBOB MO JMYHOMY COCTaBy B
OpraHM3alMAX U apXUBax.

@daxkTopsl pa3pylIeHUs] JOKYMEHTOB IO JIMYHOMY COCTaBy.
KOHTpOHB HaJINM4uia U (I)I/ISI/I‘ICCKOFO COCTOSAHUA NOKYMCHTOB I10 IMYHOMY
COCTaBYy.

OCOOEHHOCTH y4eTa M COXPAaHHOCTH JOKYMEHTOB 110 JIMYHOMY
COCTaBy U IOPAJOK MX Iepelaud Ha XpaHEHHE B Ciydae JMKBHIALMU
FOPUIMYECKOTO JINIIA.

Opranuzanys 3alUTHl apXUBHBIX JOKYMEHTOB IO JINYHOMY
COCTaBY OT HECAaHKIIMOHUPOBAHHOI'O JOCTYIIA.

Hay4Ho-cnpaBouHBIi ammapaT K apXUBHBIM [JOKYMEHTaM IIO
JIMYHOMY COCTaBYy.

TEXHOJIOTHH yucTa
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Crpyktyp

HBIN ILnanupyemble
JJIEMEHT pe3yibTaThl OreHouHbBIE CPeNICTBA
KOMIIETEH o0yueHus
97051
ABTOMaTH3UPOBAHHBIIl HAayYHO-CIIPABOYHBIM ammnapaTr apXuUBOB
10 TUYHOMY COCTaBY.
YMeTs - IPUMEHHUTH Ilpumepnvie npakmuueckue 3a0aHUA 014 IK3AMEHA:
3HAHHSA O 1. Ymo u3 nepeuucienno20 OMHOCUMCA K UHPOPMAYUOHHO-
NPUHIMIIAX U CHPABOUHBIM OOKYMEHMAM U YO euje MONCHO OMHECHU:
METOAAX IS K nndopmanmoHHO-cIIpaBOYHBIM JOKYMEHTaM OTHOCSTCS:
CO3JIaHUS 1) npoToKoIBL;
CIPaBOYHO - 2) JIOKJIaJHBIC 3aITHCKH;
MH()OPMAIIOHHBI 3) mpeIoKeHH S,
X CPEICTB K 4) 00BSICHUTEIBHBIC 3aITUCKY;
JOKyMEHTaM 5) 3asBieHus;
6) mpeacTaBaCHUS,
7) nucbMa;
8) akThl;
9) cnipaBkw;
2. 3amonHuTe MpoImynieHHbIe MecTa: [lepenrcka — 3To 0000IIeHHOE
Ha3BaHHE PA3IUYHBIX [0 COACPKAHUIO MHCEM, UCTIONB3YIOLIUXC . ... HTa
OTIEPAaTUBHOI0 MH(POPMALIMOHHOT'O OOMEHA MEXKy OPTaHU3aLUIMU.
Buabl 1em10BOi nEpENUCKY U €€ Ha3BaHUsI ONPEACIIIIOTCS
croco0amu .... ”HPOpMaIH, KOTOPBIE B HACTOSIIEE BPeMS
MOJIPa3IENSIOTCS HA TIOYTOBYIO CBSA3b M ANEKTPOHHYIO.
[IpoTOKOI — 3TO HOKYMEHT, ....XOA 3aCeAaHMs U IOPAIOK
MPHUHSATHS PEUICHUS KOJUIETHAILHBIM OpPraHoM yrpasiieHus. [1o crenenn
(ukcupoBaHust HHOOPMAIIMU U CTETICHH MOTHOTHI 3aIMCH TEKCTA
MIPOTOKOJIBI OAPA3ACISIIOTCA Ha ... U .... KpaTkuii npoToKoT ...
(hamMuINK JOKJIaJYMKOB, TEMbI JOKJIAI0B U BBICTYIUICHUH U IPUHSATHIE
peuieHus. I1oaHBIM IPOTOKOI ... 3aIIMCh BCEX BBICTYIUIEHUH 110 XOIY
3acenanus. Pemenne o ToMm, kakyio GopMy IPOTOKOJIA BECTH HA ...
MIPUHUMAET PYKOBOJIUTENb KOJJIETHAIBHOTO OpraHa YIPaBICHUS WIH
PYKOBOJUTEIb OpraHU3aIHH.
Bnaners | - HaBBIKOM 1. Ilpoananusupyiite CTPYKTYpHbIE YaCTH CITyKObI AETONPOU3BOICTBA B
CO3JIaHUS OpTaHU3alMAX Pa3INYHBIX YPOBHEH YIIpaBICHUS .
CIIPaBOYHO - 2. Ompenenurte TpeOOBaHUS K CTPYKType U cocTaBy [lonoxxenus o
MH(QOPMAILIMOHHBI | CITy>K0€e AeT0NpPOU3BOACTBA, K JOKHOCTHON HHCTPYKLIMH.
X CPEJICTB K 3. Caenaiite Tabnuuy «[I[puHINAIBI 1 METOABI CO3AAHUS
JIOKyMEHTaM WH(POPMAIMOHHO-CIIPABOYHBIX CPEJICTB K JOKYMEHTaM).

4. OnpenenuTe OCHOBHBIC dTAIBI MPOXOXKICHUS U UCTIOTHEHUS
BXOJISIINX, HCXOJSIINX U BHYTPEHHUX JOKYMEHTOB.

5. CoctaBbTe TaONMIy «Perucrparus JOKYMEHTOB, €€ 3HAUCHHE,
00s13aTeIbHBINA COCTaB PEKBU3UTORB MPU PETHCTPALII.

6. CocTaBbTE CXEMY TEXHOJOTHH KOHTPOJIIS 32 CPOKAMU HCIIOJTHEHUS
JIOKYMEHTOB Ha IpUMepe KOHKPETHOTO MPEANPHSITHUSL.

[K-21- B1ageHneM HABBIKAMH COCTABJICHUSI ONMUCET /1), MOATOTOBKH JIeJI K Mepeiaye B apXuB
OpraHM3aluu, roCyIapcTBEHHbIH MU MYHUIIUNIAJTbHBIA apXUB

3HaTL

- IpaBmUJIa
KJIaccupUKaIuu
ApXUBHBIX
JOKyMEHTOB C
LEIBI0
COCTaBJICHUS

IlepeyeHb TeOpeTHYECKUX BOMPOCOB K IK3aMEHY:

KommnekroBanue apXwBOB IO JHYHOMY COCTaBy. McTOUHHMKHU
KOMIUIEKTOBaHUS apXHBOB I10 JJHMYHOMY COCTAaBY.

[loaroroBka MTOKYMEHTOB MO JHUYHOMY COCTaBy K apXHBHOMY
xpaneHuro. GopMUpOBaHUE AET MO JIMYHOMY COCTaBy AJIs Mepefadyud B
BEJOMCTBEHHBIN apXUB.
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Crpyktyp

HBIN ILnanupyemble
JJIEMEHT pe3yibTaThl OreHouHbBIE CPeNICTBA
KOMIIETEH o0yueHus
97051
OIKCH JelT Oprasun3zanys MOATOTOBKH K apXWBHOMY XPaHEHHMIO M apXHUBHOE
JOKYMEHTOB; XpaHEeHUE Pa3HbIX BUAOB JOKYMEHTOB II0 JINYHOMY COCTaBY (TIPHKa3bl 10
MpaBuia JIUYHOMY COCTaBY, JINUHbIE KAPTOUKH, JIULIEBBIE CUETA, PETUCTPALIUOHHBIE
MOJTOTOBKY JIeNT | KHUTH).
Ul Tiepesiaun B [opsimox GpopMupoBaHMS INYHOTO JETa.
apXuB TpeboBanus K OpraHu3aluK XpaHEHUS TPYAOBBIX KHIKEK.
[opsanox nepenauu aen Mo JUYHOMY COCTaBy B BEJOMCTBEHHBIN
apXuB.
TpeboBaHNs K COCTABICHUIO OIUCH A€ 10 JMYHOMY COCTAaBY.
[lopsanok yHMUYTOXEHHUS apXHUBHBIX KaJpPOBBIX JOKYMEHTOB C
HCTEKIINM CPOKOM XpaHEHUSI.
Opranunzanys ydera JOKyMEHTOB I10 JIHYHOMY cocTaBy. Cucrema
YUETHBIX JOKYMEHTOB, HX IelieBoe HazHaueHue. OcoOeHHOCTH ydeTa
JOKYMEHTOB 10 JIMYHOMY COCTaBy B apXHMBax OpraHM3aluid u
rOCYJapCTBEHHBIX apXHUBAX.
YMmeTs - IPOU3BECTU Ilpumepnivie npaxmuueckue 3a0anus 011 IKIAMeHA:
knaccuukanuio | I.3anonnume éce nponyuwiennvie mecma 6 onucu
apxHBHLI | BHYTPEHHAA OITMUCH
JOKYMEHTOB, ’

0(OPMUTH OITUCH
JIeTT TOKYMEHTOB;
MOATOTOBHUTH
JIOKYMEHTBI JIJIS
nepeaayn B
apXxuB

NOKYMEeNTOR ej1. Xp. Ne

N2 WHpeke goky- | [lara goxy- | 3aronosok go-  Howxepa nuc- | Mpumesanune
n/n MEHTA MEHTa KYMEHTA TOB eq, xp.
1 2 3 4 5 6

HUroro

(1pparu 1 NPOMHCHLIO)
KoaniecTso AHCTOB BHY TPEHHEN ONHCH
(tudppamu i NPONKCHIO)

HaumenoBan e NOKHOCTH JIALLA,
COCTAaBHUBIUCTO BHYTPCHHIOK OITHCH

NOKYMEHTOB Jles1a IMoanuce Pacimdpposka noanuc

Hara

JOKYMCHTOH.

2. 3anonnume ece nponyuieHHble mecma
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Crpyktyp

HBIN ILnanupyemble
OJICMCHT PE3YyIbTaThI OreHOYHBIE cpeacTaa
KOMIICTCH O6y‘leHI/I$I
AN
(Hanmenonamie oprannsanun)
{HaMMEHOBAHME CTPYKTYPHOTO TTOAPA3ICICHH )
YTBEPK/IAIO
Hanmenopanne 10mxH0CTH
PYKOBOIHTENIA CTPYKTYPHOTO
noapasfie/ieHus
[Monmmce Pacumigponka
HOAIHCH
Hara
OITUCDb Ne
e HHaexc pena 3aronoBoK Hpaitsue ‘ Hon-so nuc- | Cpok xpaue- | MpuMevanue
n/n nena AaTd ToB HUA
1 2 | 3 4 5 6 7
Hazsanwe paspena
B annyio onmch BHECCHO e Xp. ¢ Ne 1o Ne , B TOM HCIE:
JIHTEPHbBIC HOMEPa:
nponyienikie HoMepa:
HanMenosanue 10/KHOCTH
COCTABHTENS OTTHCH TMoanncs Paciincpposka nojmicu
Mara
COTTTACOBAHO COTINTACOBAHO
Hanvenopanue o/UKHOCTH PYKOBOIHTENA [Mporokon DK cTpyKTYpHOTO
cnyxOb1 10Y HOAPASACIICHIS
TMoanucs Pacimudpposka noamnucu oT Ne
Hara
3
3HpI/I COCTaBJICHUH OIIMCHU ACJI 110 JIMYHOMY COCTaBy IO HOMHHAJIBHOMY
IPUHIMIIY  3aroJIOBKHU pi(SA) B OITMCH HUayT B CJ]C)IYIOHIeﬁ
IIOCJIEIOBATCIIbHOCTH
BLI6epI/IT€ OIWH OTBCT:
A.nviieBble cyeTa pa6oqp1x 1 ClIyKallluX I10 3apa60TH0171 iare
(pacquHLIe BE€AOMOCTH I10 3apm1aTe); CIIMCKH JIMYHOI'O COCTaBa, JTUYHBIC
Jcia, HeBOCTpe60BaHHLIe JIMYHBIC MMOJJIMHHBIC JOKYMCEHTBI YBOJICHHBIX
pabOTHMKOB (IIPH OTCYTCTBUH OTIEIILHON OIHICH)
b.TpynoBbie TOrOBOPHI (COTTANICHNS); aKTHI O HECYACTHBIX CITydasix
C.CIIMCKH JINYHOT'O COCTAaBa; KapTOYKH I10 YUCTY JIMYHOTO COCTaBa,
JIMYHBIC A€J1a; TPYAOBBIC JOI'OBOPLI (COFJ’IaH_ICHI/ISI)
. IIpHUKa3bl (paCI'IOpSDKeHI/Iﬂ) 110 JINYHOMY COCTaBYy,; CIIMCKH JIUYHOI'O
COoCTaBa, JIMYHBIC ICJIa, KAPTOUYKH 110 YUYETY JJUIHOI'O COCTaBa
Bmagere | - HaBBEIKaMu Pemmts keiic:
opraHusanuu 3agaua 1. B cBs3u ¢ IPOBEJICHUEM UCCIICAIOBAHUA U CO3ITaHUEM
HOKYMCHTHOﬁ KOJIJICKIIHH JOKYMCHTOB I10 TEME «MaTepI/IaJII)HO-TeXHI/I‘-IeCKaH
uHGOPMAIUH MIPH | OCHAIIIEHHOCTh 00I1Ie00pa30BaTebHbIX KO ropoza [lenssl B 90-¢ roab
nepeaaye 20B.» B apXuB praBJ'IGHI/ISI O6pa3OBaHI/I$I ropoaa [Tenssr IMOCTYIIUIIN

JIOKYMEHTOB U3
OpraHu3aluu B
apXuB

TOKyMEHTHI OT poHmooopazoBareneit: MOY COLI Ne 69 w MOY COII
Ne 71. U B ToM 1 B apyrom ¢ouae 6110 B Hanmuuu [IMCbMO (u ero
komusi, oTnyck) aupek- ropa MOY COIII Ne 69 ¢ nmpocw60it mepenats B
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Crpyktyp

HBII
2JIEMEHT
KOMIIETEH
197071

ILnanupyemble
pe3yIbTaThI
o0OyueHus

O11eHOYHBIE CPEICTBA

[IOCTOSIHHOE TI0JIb30BaHKE IIBEIHbIE MAIIMH- KU U3 KaOMHETa TEXHOJIOTHH
MOY COULI Ne 71 B xabunet texHonoruu MOY COLL Ne 69 u AKT
nepeaayn BhlleyKa3aHHbIX IBEHHBIX MAIMHOK. [Ipyu nmpoBeneHnn
9KCHEpPTH3bI B apXuBe YpaBieHus obpasoBanus ropoaa Ilenssl peme-
HO OBUIO MPUHATH B KOJJIEKLUIO TOJIBKO 110 OAHOMY 9K3EMILIIPY
nokyMeHToB. Kak BBl ymaeTe, JOKyMEHTHI Kakoro oHI000pa3zoBates
BOIIUTH B KOJUICKLIUIO aPXUB- HBIX JOKYMEHTOB YTIpaBJICHUSI
obpazoBanms? [[okaxuTe CBOE PEIICHHE.

3amaga 2. B 1998 roxy, Haxoasuchk Ha cTakUpoBKe B ['ocymapcTBeHHOM
My3ee-3anoBeanuke «Tap-xane (geiictyet ¢ 1939 roaa), oaun u3
aCIMPaHTOB CyMell ToAo0paTh WU(p U OTKPHITH celid) (paHee HUKTO ero
HE OTKPBIBAJ), HAXOAMBINHWICS B KOMHaTe E.A.ApcenreBoii. B Hem ObL10
oOHapyxeHo mucbMOo K M.FO.JIepMOHTOBY OT OJIHO# U3 €ro MATUTOPCKUX
3HAaKOMBIX, KOTOPOH MOCBSIIIeHa HeOObIas SKCIIO3HIUS B My3ee
M.IO.JIepmonToBa B [Isturopcke. Kak BbI mymaere, Kk poHIaM Kakoro
my3est («Tapxanbn wim B [IsTHropcke) HyKHO OTHECTH HAWICHHBIH
JOKYMEHT U rouemy?

IIK-22- cnocodoHOCTELIO NPpUHUMATDH y4YaCTHEC B paﬁoTe MO MPOBECACHUIO IKCIIEPTU3bI HEHHOCTH

AOKYMEHTOB

3HaTh - OCHOBHBIE IlepevyeHb TeOpeTHYECKHX BOMPOCOB K IK3aMeHY:
JTaIbl, MOPSI0K Opranuzanusi MOArOTOBKY K apXUBHOMY XPaHEHHMIO U apXUBHOE
MIPOBEICHUS XpaHEHHUE Pa3HBIX BUIOB JJOKYMEHTOB 110 JUYHOMY COCTaBY (TIPUKa3bI 110
SKCIIEPTU3HI JINYHOMY COCTaBY, JINYHBIE KAPTOUKH, JINIEBBIC CUETA, PETUCTPALIMOHHEIE
LIEHHOCTHU KHUTH).

JIOKYMEHTOB B
COOTBETCTBHUH C

[opsimox popMUpOBaHHS JIUIHOTO JIeTa.
[opsimok mepenauu zienn 1o JIMYHOMY COCTaBY B BEIOMCTBEHHBIN

HOPMAaTUBHBIMH | apXuB.
JOKYMEHTaMH TpeboBaHMs K COCTABICHHUIO OMTUCH JEJ [0 JMYHOMY COCTAaBY.
[lopsimox yHMYTOXKEHUSI apXMBHBIX KaIpOBBIX JOKYMEHTOB C
HCTEKIIUM CPOKOM XPaHEHHS.
Opranuzamnus ydeta JOKYMEHTOB I10 JHYHOMY cocTaBy. Cucrema
YUETHBIX JOKYMEHTOB, HMX IlelieBoe HazHaueHue. OcoOeHHOCTH ydeTa
JOKYMEHTOB M0 JIMYHOMY COCTaBy B apxuBax OpraHu3auuid H
TOCYJapCTBEHHBIX apXHUBaX.
Ymertb - pasrpannunTh | [I[prMepHbIe MpakTUYECKUE 3aJaHHs IS K3aMeHa:

JOKYMEHTBI 1. Ha3oBuTeE 3aKOHOAATENBLHBIN aKT, KOTOPBIM PETYIUPYIOTCS OTHOIICHHS

MOCTOSIHHOT O, B cepe ynpasie- HUSl apXUBHBIM J1e10M Poccru B HacTosiee BpeMs.

BPEMEHHOTO Ortger:

cpoka xpaHeHwus1, |2. Ha3zoBuTe 3aKOHOMATENBHBIN aKT, KOTOPBIM PETYIUPYIOTCS OTHOIICHHS

NOoJyIeKAaLIHe B cepe opranuza- HUM XpaHEHUs, KOMIUIEKTOBAHHS, YIETa U

YHUYTOXKEHHIO MCTONIBb30BaHus apxuBHOTO (oA [eH3eHckoit 00aacT B HacTosiee
Bpems. OTBeT:

Bmagere | - HaBBEIKaMU Pemmts keiic

JOKyMeHTupoBaH |3angada 1. 3manue 00IacTHOTO OMEPHOTO Tearpa HaunHaio cTpouTh (1996

1S TIPOBEICHNUS r.) Teppuropuansaoe crpoutensHoe ooveannenue (TCO)

3KCIIEPTU3HI «Crpoitnoapsay». 3akanunBaio cTpouteisetso (2007 r.) OAO

HEHHOCTU «['maBcTpoii», He SBIAIOLIEECS €0 IPABONPEEMHUKOM. B apXuBHBIX

JIOKYMEHTOB (doHIax Kakol opraHu3aluy OyAyT HaXOIUThCS JOKYMEHTHI I10

CTPOUTENILCTBY OIIEPHOT0 TeaTpa?
3anmaua 2. CornacHo UCTOpu4eckoil cnpaBku [lenseHckuil 001acTHON
IpamaTudeckuii reatp uMm. A.B. JlyHagapckoro Hawan cBOi0 paboTy Kak
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[Tenzenckuii Teatp (1793), motom ObLT Opranmu3o- BaH [leH3eHCKUI
Hapoausii Teatp (1896). B 1916 roxy na bazapnoii miomany [1ersst
OBLIO OTKPBITO CHEUANLHO OCTPOEHHOE 31anue «HapoaHoro goma nm.
Wmmneparopa Anexcanzpa ll». Ha ero cuene no 2008 roga u urpan ceou
criekraxim [len3enckuii Teatp. C 1917 roxa criekTakiu B 3TaHUH TeaTpa
TOTOBWJI ApaMaTHUeCcKuil KpyXok M. bennuckoro. B 1918 roay
JpaMaTHYecKUi KPy>KOK UM. BeTMHCKOro cTan Ha3pIBaThCS
l"apam3onnslit TeaTp. B okTsa6pe 1920 roga pemennem Iler3enckoro
ryOepHCKOI0 HCIIOJHUTENBHOIO KOMUTETa J[pamarudeckomy TeaTpy
MPHUCBOCHO UM OBIBLIETO B Ty MOPY HAPKOMOM TpocBemeHus A. B.
Jlynauapckoro. C momeHTa nukBunanyu [lensenckoii ryoepunu B 1928
oy TeaTp HaUMHAET EPEKUBATh 3HAYUTENIbHbIEC U3MeHeHus. B 1939
roqy obpa3oBana [len3enckas obnacte, [IeH3a cTaHOBUTCS 00JIACTHBIM
ropojiom, a Teatp uM. A. B. JIlyHauapckoro o01acTHBIM T€aTPOM.
OdunpranbHoe Ha- 3BaHKE C TOW HOPHI 10 HACTOSIIETO BPEMEHH He
MeHsU10Ch: [len3eHckuit 06macTHOM npamMatu- yeckuit Teatp uM. A.B.
Jlynauapckoro. 2 suBaps 2008 rona B TeaTpe MPOU30IIEN CHIIBLHBIN
M0>Kap, KOTOPBII MPAKTUYECKU OJHOCTHI0 YHUUYTOXKUI BHYTPEHHHUE
KOHCTPYKLIMH €r0 31aHHsI, OCTABUB OJIHU BHEIIHUE CTeHBL. B deBpase-
utone 2008 r. cropesliee 3aHne TeaTpa ObUIO MOIHOCTHIO CHECEHO.
[IepBoe BeICTyMIIEHHE B HOBOM 3[JaHUH cOocTOsIochk 5 Maprta 2010 rona.
YTouHNTE HOHIOBYIO MPUHAMICKHOCTS APXUBHBIX JOKYMEHTOB TeaTpa.
Ckonbko (oH- 0B HYKHO CO3/IaBaTh B JaHHOM CIIydae: OJJMH OCHOBHOW,
JIBa, HECKOJIbKO, 00beIMHEHHBIE POHBI? BO3MOXKHO, Y Bac ecTh
BapuaHThl. JlOKa)XHTE CBOIO TOUKY 3pEHHMS, ONTUPAsICh HAa 3HA- HUS IPaBHJI
(hOHIMPOBAaHUS APXUBHBIX JTOKYMEHTOB.

IK-23- BJIAACHUEM HABbIKAMHU yU€Ta U o0ecnevyeHus COXPAHHOCTH NJOKYMECHTOB B apXHUB€

3HaTh - HOpMaTUBHbBIC
JIOKYMEHTBI, [lepeueHnb TEOPETUUECKUX BOIIPOCOB K 3K3aMEHY:
OTpaKaroIne 3amaun v GyHKIMH ApXHBa JOKYMEHTOB TI0 JHMYHOMY COCTaBY.
TIPUHIIHITBI, [IpaBa ApxuBa JOKYMEHTOB TI0 JUYHOMY COCTAaBY.
METO/IbI U HOPMBI COBpPEMEHHOE COCTOSHHE€ B CHCTEME apXHMBHOTO XpaHEHUS
obecrieyeHust JIOKYMEHTOB TI0 INIHOMY COCTAaBY.
COXPaHHOCTH, [Mopsimok mpoBeneHUS SKCIEPTHU3bl IIEHHOCTH JOKYMEHTOB I10
ydera JIUYHOMY COCTaBY Ha Pa3HBIX JTarax JIeNONPOU3BOJICTBA.
JIOKyMEHTOB B KoMrutekToBaHne apXWBOB 10 JIMYHOMY COCTaBy. MCTOYHHKH
apxuBe KOMIUIEKTOBaHUS apXHBOB T10 JJMYHOMY COCTaBY.
[loaroroBka ITOKYMEHTOB MO JUYHOMY COCTaBYy K apXHBHOMY
xpaHenuto. dopMupoBaHue e MO JUYHOMY COCTaBy IS Iepefadd B
BEJIOMCTBEHHBIH apXUB.
OpraHu3anus NOJroTOBKH K apXWBHOMY XPaHEHUIO U apXHWBHOE
XpaHEHHUE Pa3HBIX BUIOB JJOKYMEHTOB 110 JUYHOMY COCTaBY (IPUKa3bl I10
JINYHOMY COCTaBY, JINYHbIC KAPTOUYKH, JIUIEBBIC CUCTA, PETUCTPAIMOHHBIC
KHHTH).
YmeTh - mpuMeHuTh Ha | [IpuMepHBIe MpaKTHYECKUE 3a1aHus IS SK3aMeHa:

IIPAKTHUKE 3HAHUA

0 TIpaBWIaX 1. Kakne oTHOIIEHUS SBISIOTCS IPEAMETOM PETYIHPOBAHUS
obecreyeHust ®denepansHoro 3akona «O0 ap- xuBHOM feine B Poccuiickoit Deneparmm»
COXPaHHOCTH, oT 22 okTs6ps 2004r. Ne 1257

ydera OtBeT:
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JIOKyMEHTOB B 2. Kakue oTHOIIEHHS SBISIOTCS MPEAMETOM PETyITUPOBaHUS 3aKoHA
apXuBe ITenszenckoii o6nactu «O06 apxuBHOM nene B [IeH3eHckoi obmactm» ?
OtgeT:
Bnanets - HaBbIKaMM PemuTth kelic
ydera u 3amaua 1. [leficTBytomee B HacCTOsAIIEE BPEMS aKITHOHEPHOE OOIIECTBO
obecrieueHus «ITenzactpoii» (OAO «IlenzacTpoii») yupexaeHo B 1992 rony Ha 6aze
COXPaHHOCTH TEPPUTOPHAIILHOTO cTpouTeabHOro 00be-quHenus (TCO) «Ilenzactpoii»

JIOKYMCHTOB B
apxviBe

— TIpaBONPEEMHHUKA TIABHOTO YIIPABIICHUS 110 CTPOUTEIHCTBY B
ITensenckoii o6macTu - «I maBnen3actpoit» Muntoctcrpost CCCP.
YTounure HOHIOBYIO MPUHAICKHOCTh APXUBHBIX IOKYMEHTOB
aKuoHepHoro oobmiecT-Ba. CKOJIbKO (POHOB HY)KHO CO3/1aBaTh B JAHHOM
ciy4ae: OIMH OCHOBHOM, JIBa, HECKOJIBKO, 00heTMHEHHBIE (POHIBI?
Bo3moxHO, y Bac ecTh BapHaHThL. JJoOKa)KUTE CBOIO TOUKY 3PEHHUS,
ONMHPAsICh HAa 3HAHUS MPaBUI (POHAMPOBAHUS APXUBHBIX IOKYMEHTOB.
3amaua 2. AknroHepHOe 00miecTBo «lleH3acTpoii» B3sTo Ha ceds
00513aHHOCTH IO OKOHYaHHUIO CTPOUTEIHCTBA MHOTOKBAPTHUPHBIX JIOMOB
JUTSL TOJIBIIIUKOB 00aHKPOTHUBIIICHCS TPYIITbl KoM-TTaHui «I[10BOIKbBE» B T.
[lenze. YTounuTe GOHIOBYIO IPUHAIIEIKHOCTh APXUBHBIX JOKYMEHTOB —
HayYHO-TEXHUYECKON, POEKTHOMN TOKYMEHTAI[H HA CTPOUTEIHCTBO
YIOMSHYTBIX 10MOB. OHU BOWIYT B (DOH]IbI APXUBHBIX JIOKYMEHTOB
rpynmnsl komnanuit «[loBomkbe» nunn OAO «Ilenzactpoit»?

IIK-24- p1ageHneM HABBIKAMH OPraHU3ANMU CIPABOYHO-NMOUCKOBBIX CPEICTB U HCMOJb30BAHUS
APXHUBHBIX TOKYMEHTOB

3HaTh - IpaBUIIA [lepeyenn TeopeTHYECKHX BOMPOCOB K IK3aMeHY:
COCTaBJICHUS HayuHo-cnipaBouHBIi ammapaT K apXUBHBIM JOKyMEHTaM IO
CIPaBOYHO- JIMYHOMY COCTaBY.
MIOVCKOBBIX CocraBiieHue apxXMBHOH OTHCH 110 JTMYHOMY COCTaBY.
CpeicTB ABTOMaTH3UPOBAHHBII HayYHO-CIIPABOYHBIA anmapaTr apXWBOB
10 JTUYHOMY COCTaBY.
OpFaHI/I3aHI/I$[ HUCIIOJIB30BaHUs APXWBHBIX JOKYMCHTOB 10
JIMYHOMY COCTaBYy. q)OpMI)I HCIIOJIb30BaHUA JOKYMCHTOB.
Iopsimok 1 CPOKU UCHOTHEHHSI COLUAIBHO-TIPABOBBIX 3aIPOCOB.
Opraam3arusi COTPYIHUYECTBA APXHUBOB C IOPUAMYCCKUMH H
(1)I/ISI/IT-IGCKI/IMI/I JIMIaMU 110 MCIIOJIb30BAHHUIO apXMBHBIX JOKYMCHTOB II0
JIMYHOMY COCTaBY.
VYd4er UCMNONB30BaHMS APXHUBHBIX JOKYMEHTOB IO JIMYHOMY
COCTaBy.
YMmerb - IPOU3BECTH
otbop [IpumepHBIe IpaKTHUECKHE 3aAaHUS U SK3aMeHa:
JTUTEPATYPHI,
ApPXUBHBIX 1. Yxaxute Homep cratbu Denepanproro 3akoHa «O0 apxXUBHOM Jiene B

JOKyMEHTOB Ha
3aJaHHYIO TEMY;
CaMOCTOSITETTLHO
pabotats ¢
pa3IUYHBIMU
HCTOYHUKAMHU
nHbOpMaIH;
OHHMATbh,
AQHAIM3UPOBATH U

Poccuiickoit ®exne- pauun» ot 22 okTs0pst 2004r. Ne 125, koTopas
pacKkpbIBaeT MOHATHE «apXUBHOE €0 B Poccuii- ckoit @enepanum». 22
Ortser:

2. YKaxxuTe HOMepa TaBbl, cTaThu 3akoHa [lenzenckoit obmactu «O6
apxuBHOM Jene B [len- 3eHckoi 006macTi», KOTOpas pacKpbIBaeT MOHSITHE
«apxuBHBIA GoH [leH3eHCKOM 00IacTm».

Ortser:
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M3Jararhb
HH()OPMAITHIO
Bnanere | - HaBBIKOM Pewnts keiic
ucnonb3oBanus U | 3agaya 1. OOmEecTBO ¢ OrpaHUYEHHON OTBETCTBEHHOCTHIO
OpraHu3aluU MPOM3BOJACTBEHHO-KOMMepUeckas ¢pupma «Tepmomom» (OO0 [1OK
nHopmarmonnsl | «TepMomomy), IMeroIIas Iopuandeckuii aapec: [leH3enckas 00acTs,

X TEXHOJIOTHH B
TTOKCKE
nH(DOpMaITHH,
WCTIOTB30BAHUS
NpaBOBLIX 0a3
JaHHBIX IIPpU
COCTaBJICHUH
oubarorpaguyec
KOTO U
aApPXUBHOTO
0030poB

[lenzenckuii paiios, c. 3aceunoe, yi. Paxyxnas, 1-32, kopmyc 2, 5-b1it
Mukpopaiion TepHOBKH, nMeeT ¢unuan B r. 3apeuHoM. 20 YTouHuTe
(hOHIOBYIO IPUHAIEKHOCTH APXUBHBIX JOKYMEHTOB (hrjTHasa o0IecTna.
CkonbKo (OHIOB HYKHO CO37]aBaTh B JAaHHOM CIIy4ae: OAWH OCHOBHOH,
nBa, o0bequHeHHbIE (poHIBI? BO3MOKHO, Y BaC €CTh BapHaHTHI.
JlokaxxuTe CBOXO TOUKY 3PEHMS, ONIUPAsICh HA 3HAHUS [TPaBUII
(hOHIMPOBaHUS APXUBHBIX JOKYMEHTOB.

3anava 2. Ha npeanpusTiu CKOPOMOCTHUKHO CKOHYAJICS TIepeOBOM
pabotuuk 1.C.iBaHOB (paHHsst cMEPTh B pe3yabTaTe
HENPOJODKUTENBHOM 00J1€3H1). Y HEro HeT HUKOTO U3 POACTBEH- HUKOB.
Ha o6mem coOpannu TpyIoBOTO KOJIEKTHBA OBLIO BRIHECEHO PEIICHHE
COXPaHHTh TOKYMEHTHI, MyOIuKauu, GoTo, BUACO, U Ap. (IOKYMEHTEHI
JIMYHOT'O IPOUCXOXKACHUS ), T.K. OHU MPEICTABISIIOT HAYUYHYIO U
KYJIBTYPHYIO LIEHHOCTb [UIsl peanpusts. Bee aTo O6p1u10 6epesxHO
coOpaHo APY3bsSIMHU MOKOWHOTO U MIEpeIaHo B apXUB NpeArpusits. B
KOHIIE JIeTI0NPO-U3BOJACTBEHHOIO TO/1a Ty 1A K€ MOCTYIHIHN JTNYHAs
KapTo4Ka pabOTHHKA, €ro TPYA0Bas KHI)KKAa BMECTE C APYTHUMU
ClaBa€MbIMH B apXUB JOKYMCHTAMHU I10 JINYHOMY COCTaBY. YTounure
(hOHIOBYIO IPUHAIICIKHOCTH apXUBHBIX JTIoKyMeHTOB 1.C.VBaHOBa.
Ckousbko (OHIOB HY>KHO CO3aBaTh B JaHHOM CIIydae: OJIvH, JBa,
o0benuHeHHbIe PoHIEI? Bo3MOXXHO, Y Bac ecTh BapuaHThl. JlokaxxuTe
CBOIO TOUKY 3pPEHUSI, OIIUPAsCh HAa 3HAHWS MPaBUIT (HOHAUPOBAHUS
ApXMBHBIX IOKYMEHTOB.

IK-27- ¢cnoco0HOCTHI0 MPUHUMATH Y4aCTHE B PadoTe M0 NMPOBeIeHUI0 IKCIEPTU3HI HEHHOCTH

TOKYMEHTOB
3Hath - OCHOBHbBIC IlepeyeHb TEOPETHYECKUX BOMPOCOB K 3K3aMeHY:
3TAIIbl, TOPSIOK Opranu3anus NOArOTOBKH K apXWBHOMY XPaHEHHUIO U apXHWBHOE
MIPOBECHHMS XpaHEHHUE Pa3HBIX BUIOB JJOKYMEHTOB 110 JUYHOMY COCTaBY (IPHKa3bl 110
IKCIIEPTHU3HI JINYHOMY COCTaBY, JINYHbIC KAPTOUYKH, JIUIEBBIC CUCTA, PETUCTPAIHOHHBIC
LEHHOCTH KHHTH).

JOKYMCHTOB B
COOTBETCTBUU C

[opsimox popMupoBaHHS JIUYHOTO JeTa.
[opsnox mepenayn e MO JAYHOMY COCTaBy B BEJOMCTBEHHBIN

HOPMAaTHBHBIMU ApXUB.
JIOKyMEHTaMU TpeboBaHUs K COCTABICHUIO OMKCH JIEJT TI0 JIMYHOMY COCTAaBY.
HOpS[]IOK YHUYTOXCHUA ApPXUBHBIX KaJApOBbIX JOKYMEHTOB C
HUCTCKIINM CPOKOM XpaHCHUS.
Opranuzanus ydera JOKYMEHTOB 110 JTUYHOMY coctaBy. Cucrema
YYETHBIX JOKYMEHTOB, WX IleJieBoe HazHadeHue. OcoOCHHOCTH ydera
JOKYMEHTOB IO JIMYHOMY COCTaBy B AapXMBax OpraHu3allMid U
rOCy/IapCTBEHHBIX apXUBaX.
YmeTh - pasrpannuuTh | [IpuMepHBIe MPaKTHYECKHE 3aJaHU JUIA IK3aMeHAa:
JIOKYMEHTBI 1. Ykaxkurte Ha3Bauue crarbti OenepanbHoro 3akoHa «O0 apXuBHOM nemie
MTOCTOSTHHOTO, B Poccutiickoii @e- neparum» ot 22 okTs6ps 2004r. Ne 125, B koTopoit
BPEMEHHOTO OTIPEICTISIOTCS MTOTHOMOYHS CyOBeKTOB Poc- cutickoit deneparuu u

CpOKa XpaHeHUs,

MYHHIIATIATBHBIX 00pa30BaHNi B 00JIACTH apXMBHOTO JIeJia
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HOJUIEKALIHE Ortser:
YHHUYTOKEHUIO 2. YkaxuTe HOMEp B Ha3BaHue ctaThil demepanbpaoro 3akoHa «O0
apxuBHOM Jene B Poc- cuiickoit @eaepaunun» ot 22 okTsi0ps 2004r. Ne
125, xotopast onpenenser coctaB ApxuBHOro QoH- aa Poccuiickoit
Oenepannu OTBET:
Bnanets - HaBBbIKaMH PemuTth keiic
nmokymeHTHpoBaH |3amada 1. B 2010 romy crpoutenbHble rpymmbl kommanuii «[loBomkbe»
Usl IPOBEACHUS obankportunucsk. Ha Bpems npoBeneHus npoueaypbl 0aHKpOTCTBa Oblia
3KCIIEPTU3HI co3/laHa BpeMEHHasl aIMUHHUCTpAIHsl, BEIpaOoTaBIIas ONpe/eiieHHbIC
LEHHOCTH JOKYMEHTBL. Y TOUHHTE (POHIOBYIO MPHHAAICKHOCTH apPXUBHBIX
JOKYMEHTOB JOKYMEHTOB, 00pa30BaBILINXCs B IIpoliecce padoThl BpeMEHHOM
aaMuHECcTpanun. CKOJIbKO (DOHIIOB HYXKHO CO3/aBaTh B JJaH- HOM CITy4ae:
OJIVH, /1Ba, 00beAnHEHHBIEe (PoHBI? BO3MOXKHO, ¥ Bac ecTh BApHAHTHI.
Jlokaxu- Te CBOIO TOUKY 3PEHHsI, ONUPAsCh HAa 3HAHWUS IPaBUII
(hOHIMPOBaHUS APXUBHBIX JOKYMEHTOB.
3anaua 2. K mpasanoBanuto 300-netus r. [IeH3sl 0JHO U3 BEAYIIMX
MPEANPHUATHI TOATOTOBUIIO KOJIIEKIHMIO JOKYMEHTOB,
CBHUIETENBCTBYIOIINX O JOCTHXCHUAX KOoJUleKTuBa. [lo3nHee Komnekuus
ObLIa IpUHATA HA XpaHeHHe B rocapxuB. K npazgHoBanuto 350-netus T.
[Ien3bl rocapXxuB MOATOTOBHII HOBYIO KOJIJIEKIUIO TOKYMEHTOB,
CBHUJIETENBCTBYIOIIUX O JOCTHKECHUSIX KOJUIEKTUBOB IleH3eHckoit
00J1acTH, Ky/Jja BOIILIA HEKOTOPBIE IOKYMEHTBI U3 KOJUIEKITUH
YIIOMSIHYTOTO MIpeanpusThs. Bo3MoxxHO 1 iepeoHanpoBanme
JOKYMEHTOB, BOLIEIINX B HOBYIO KOJUIEKIMIO? JJOKaKUTE CBOIO TOUKY
3pEHHMs, ONUPAsICh HA 3HAHU MTPaBUI HOHIUPOBAHUS APXUBHBIX
JTIOKYMEHTOB.
IIK-28- B1ageHneM HABBIKAMH Y4YeTa U o0ecnedeHus: COXPAHHOCTH JOKYMEHTOB B apXHBe
3HaTh - HopMmatuBHble | [lepedyeHb TeopeTHYeCKHX BONPOCOB K IK3aMEHY:
JIOKYMEHTHI, [lopsanok yHHUTOXXEHHUS apXWBHBIX KaJpPOBBIX JOKYMEHTOB C
OTpakaroIue HCTEKIINM CPOKOM XpaHEHHUSI.
NPUHIIMIIBL, Opranunzanys ydera JOKyYMEHTOB I10 JIMYHOMY cocTaBy. Cructema
METOJIBI U HOPMBI | YIETHBIX TOKYMEHTOB, WX IeieBoe HazHaueHne. OCOOCHHOCTH yd4eTa
obecrnevyeHuns JOKYMEHTOB 10 JIMYHOMY COCTaBy B apXWBax OpraHM3allud U
COXPAaHHOCTH, rOCYJapCTBEHHBIX apXHBaX.
ydera Hcnonp3oBanne  aBTOMATU3UPOBAaHHBIX  TEXHOJOIMHM  ydera
JIOKYMEHTOB B ApPXUBHBIX IOKyMEHTOB I10 INYHOMY COCTaBY.
apXuBe YcTpoiicTBO U 000py/IOBaHHE apXHWBOB MO JMYHOMY COCTaBy B
OpraHu3alMsAX U apXUBax.
@axkTopsl pa3pymIeHHs] JOKYMEHTOB IO JIMYHOMY COCTaBy.
KonTponp Hanmuums u GU3MYECKOT0 COCTOSIHHS JOKYMEHTOB 110 TUYHOMY
COCTaBy.
6. OCOOEHHOCTH y4eTa W COXPAaHHOCTH JOKYMEHTOB 110 JIMYHOMY
COCTaBy M TOPS/IOK WX TEpeJadyd Ha XpaHEeHHE B CiIydae JTUKBHUIAINH
FOPUANYECKOTO JUIIA.
7. OpraHuzanysi 3alIUTBl APXUBHBIX JOKYMEHTOB IO JIHYHOMY
COCTaBY OT HECAHKIIMOHUPOBAHHOI'O JOCTYIIA.
Ymers - IpUMeHUTh Ha | [IpuMepHble IpakTHYecKue 3aJaHus AJIs dK3aMeHa:

IIPAKTHUKE 3HAHUA
O IpaBuiIax

oOecrieyeHust

1. Kakue nokyMeHTBI BXOST B cocTaB apxuBHOro (hoHna [len3eHckoi

obmactu? OtBer:
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Crpyktyp

HBIN ILnanupyemble
JJIEMEHT pe3yIbTaThI OrneHOYHBIE CpeaCcTBa
KOMIICTCH o0OyueHus
015058
COXPaHHOCTH, 2. l'ocynmapcTBeHHas COOCTBEHHOCTh Ha apXUBHBIE JJOKyMEHTHI
ydera noapaszaensercs Ha OTBeT:
JIOKYMEHTOB B 1.
apxuBe 2. 3. K cobcTBeHHOCTH
[len3eHckoit 06IaCTH OTHOCSTCS apXHUBHBIE JOKYMEHTH OTBeT:
1.
2.
Bnanets - HaBBbIKaMH PemuTth keiic
ydera u 3agada 1. B 90-e ronpl B Hamrel cTpaHe pe3Ko COKpaTHIIach POKIAEMOCTh
obecrieyeHus 1 KaK CJIe/ICTBUE CTAIH ITyCTOBATh IETCKUE Caabl. A BOT IIKOJIBI OBLIH
COXPaHHOCTH MIEPETIOTHEeHBI (HEKOTOPHIM MPUXOIUIOCH pad0TaTh B 2-€ CMEHBI).

JIOKYMEHTOB B
apxuBe

BBIXOI[OM W3 CIOKHUBIIEHCS CUTyalluu CTaJIn y‘le6HO'BOCHI/ITaTeHI>HBIC
koMmrutekchl (YBK) — moOpoBonbHEIE (Ha OCHOBE JOTOBOpPa MEXITY CaIoM
Y IIKOJIOW; MEXTy POIUTEIIMH U aIMUHUCTpALIMEH cajna) 0O beIMHESHUS
cajJa U LIKOJIBl, PacloI0XKEeHHBIE B OJHOM KUJIOM paiione. [letu ¢ yTpa
npeObIBaIN B TPYIIIBI JETCKOTO €a/1a, TIe MIKOJIBHBIH YIUTEb TPOBOIII
OecriaTHO (Kak B IIKOJIE) YIeOHBIEC 3aHATHS. A BTOPYIO TIOJIOBUHY JTHS
peGeHOK MPOBOAMII KaK B AETCKOM cajly (3a AONOJHUTEIbHYIO IIaTy) —
cIiai, KyIaJ, TYJIsiI O PyKOBOJCTBOM BOCIIMTATENS JI0 IIPHXO/a
poauteneid. ECTh M OCHOBaHMS ISl CO3aHMS HOBOTO apXHBHOTO (hoHIa
(YBK)? [Joxaxxute CBOIO TOUKY 3pEHHs, ONUPASICh HA 3HAHUS NTPaBUII
q)OHHHpOBaHI/Iﬂ APXHWBHBIX JOKYMCHTOB

JITK-5- ¢cnoco0HOCTHIO K CO0JII0IeHUI0 TPeOOBAHMIT K OPraHH3alMN KAJPOBOr0 JAeJI0NPON3BOJACTBA
M JIOKYMEHTHPOBAHUIO TPY/IOBBIX OTHOIIEHU i, XPAHEHHIO TOKYMEHTOB 110 JJUYHOMY COCTABY

3HaTh - OCHOBBI pabOTHI
C KaJIpOBOU
. | IlepeuyeHsb TeopeTHYECKUX BOMPOCOB K IK3AMEHY:
JIOKyMEHTAINeH, ..
B TOM “HCIe KanpoBass moxymeHTamusi u €€ pa3HOBUIHOCTH. 3HAYCHUE
OKYMEHTOB I10 JINYHOMY COCTaBY B CUCTEME KaJAPOBOM JOKYMEHTALMH.
TpeOOBaHUS K HOKY Y Y AP AOKY H
JIOKyMeHTBI TI0O JIMYHOMY COCTaBy JOJTOBPEMEHHOTO U
OpraHHU3aIin
KAJPOBOTO KPaTKOBPEMEHHOTO CPOKOB XPAHECHHSI.
P IIpaBoBBIE OCHOBBI OpraHu3anuu paboOThl ApXUBa MO JTUIHOMY
JIEJIOTIPOU3BOICTB
an COCTaBy.
Uctopus OpPMHPOBaHUS KaJpOBOM OKYMEHTAalIUH1 u
JIOKyMEHTUPOBaH P . (opaip P oKy H
opranuzanus e€ Xxpanenus B Poccun.
U0 TPYTOBBIX o
oTHOLCHMI. a Copnepxanue mpumepHoro [lonoxxeHus o palioHHOM (TOPOJICKOM)
i ApXxuBe TOKYMEHTOB I10 TUYHOMY COCTaBY.
TaK K€ XpaHCHUIO
3amaun v GyHKIMH ApXHBa JOKYMEHTOB TI0 JHYHOMY COCTaBY.
JIOKYMEHTOB 10
JIUIHOMY COCTaBY
YMeThb - opranuzoBath | [IpumepHBIC TpaKTHUECKUE 3aaHus AT DK3aMeHa!
KaJpoBOE
Jieonpou3BoCcTB | 1. Yikaxure Homep craTthu DegepanpHoro 3akoHa «O0 apXUBHOM Jielie B
0, XpaHEHHE Poccwuiickoit ®e- neparmm» ot 22 okTsa0psa 2004r. Ne 125, B koTopoii
KaJIpOBOM TIePEYHCIICHBI YIPEKICHUS, apXUBHEIC IOKY- MEHTHI KOTOPBIX OTHECECHBI
JIOKYMEHTAIIH U | K MyHUITUIAILHOW COOCTBEHHOCTH.
OpraHU30BaThH OTBeT:
coOIIroIeHAE 2. KeM ocyrmecTBisieTcs pereHne HayIHO-METOTMIECKIX U
TpeOOBaHMIA K MPAKTUYECKUX BOIPOCOB, CBSI- 3aHHBIX C SKCIEPTU30M LICHHOCTH
OpraHu3aluu JIOKYMEHTOB Y BKIIIOYCHHEM MX B cocTaB ApxuBHoro ¢onna [lensenckoit
KaJpOBOTO obmactu? OTBeT:
JIETIOTIPON3BOACTR | 3. MoryT 1T OBITH IPUBATU3UPOBAHBI APXUBHBIC JOKYMEHTHI,
au HaxOoJAIIKECs B TOCYAApCT- BEHHOW UM MYHUIIMITATLHOMN
JMIOKYMEHTUpOBaH | coocTBeHHOCTH? OTBET:
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Crpyktyp

HBII
2JIEMEHT
KOMIIETEH
197071

ILnanupyemble
pe3yIbTaThI
o0OyueHus

O11eHOYHBIE CPEICTBA

WO TPYAOBBIX
OTHOIICHUH,
XpaHEHUIO
JTOKYMEHTOB T10
JUYIHOMY COCTaBy

4. Ha3oBuTe oprassl, KOTOpbIE OCYLIECTBIIAIOT TOCYIapCTBEHHOE
yIpaBjieHHE ap- XUBHBIM fesoM. OTBeT:

B Poccuiickoit denepanuu - B [leH3eHckoit obmacT —

B MYHHUIIUMIAILHBIX 00pa30BaHUAX —

5. KakoBbl morHOMOYHS 3aKOHOAATEILHOTO coOpanus Ilen3eHcKoi
obmnactu B cepe ap- xuBHoro aena? OTBer:

1.

2.

3. 6. B ybn momHOMOYHS
BXOAMT NpeacTtaBieHne [len3eHckoit 00macTi B OTHOMICHUSX ¢ deze-
paJIbHBIMHU OpraHaMH TOCYJAapCTBEHHOH BIIACTH, OCYLISCTBICHHE MEp 110
peanu3anuu Ha TeppuTopun [leH3eHcKoit 006IacTy rocy1apCTBEHHOM
MOJIUTUKY B chepe apXxuBHOTO Aemna?

Ortger:

7. HoxkymenTtsl ApxuBHoro ¢oHga PO, Haxomsmmecs B TOCy1apCTBEHHOM
COOCTBEHHOCTH, ITOCTOSTHHO XpaHsTCs B 23 OTBeT:

1.

2.

3.

4,

8 . Kyna mepenatorcs JOKyMEHTHI, OTHECEHHBIE K COCTABY apXHUBHOTO
¢dongna [lensenckoil o0nmacTy, Ipu NPUBATU3ALMU TOCYAAPCTBEHHBIX
opranuzanuii [lenzeHckoi obnactu?

Ortger:

9. Ykaxute Homep craThl PenepanbHoro 3akoHa «O0 apxXUBHOM [elie B
Poccuiickoii ®e-nepamum» ot 22 okta6ps 2004r. Ne 125, koropast
3arpeniaeT YHUUTOXKeH!e JOKYMeHTOB ApxuBHoro ¢honga PO.

Otget:

10. Ilepeuncnure OCHOBHBIE KIaCCU(UKALIMOHHbBIE €ANHHULIBI APXHUBHOTO
¢donna Poccun Otsert:

1.

2.

3.

11. MoryT 11 rocyJapCTBEHHBIE OPTaHbl, OpPTaHbl MECTHOTO
caMOyYIIPaBJICHHUs, TOCYJapPCTBEHHBIE 1 MyHULUIIATbHbBIE OPraHU3aluu
nepeaaBaTh 0Opa3oBaBILIMECS, B IPOLIECCE UX AEATENIFHO- CTH JOKYMEHTHI
ApxusHoro Gonaa PO B myzen, OnbnnoTexu, opraamzannn Poccuiickoit
aKaJIeMUH HAYK U HETOCYapCTBEHHbBIE OpraHU3aIn?

Ortser:

12.Vxaxure HOMep cTaThl PepepanbHoro 3akona «O0 apXHBHOM JIeTie B
Poccutickoit @epe- parumy oT 22 okTs0pst 2004r. Ne 125, koTopas
yCTaHAaBIMBAET CPOKH BPEMEHHOTO XPaHEHHUs IOKYMEHTOB APXHUBHOTO
¢onga PO o ux nepenaur Ha HOCTOSHHOE XpaHEHHUE.

Ortger:

13. Komy nepenarorcs JOKyMEHTHI 110 IMYHOMY COCTaBY MPH
peopraHu3aluy oprala rocy- 1apcTBEHHOH BIaCTH, MHBIX
roCyIapCTBEHHBIX opraHoB llensenckoit odmactu?

Ortger:

14. Komy nepenatoTcs JOKyMEHTHI 110 IMYHOMY COCTaBY MPH
JIMKBUJALMY OpTraHa rocyjap- CTBEHHON BJIACTH, MHBIX TOCYAapCTBEHHBIX
opranoB Ilenzenckoit obmacTu?

Ortser:

15. Kakue BHIBI OTBETCTBEHHOCTH yCTaHaBiIuBaeT DenepanbHblii 3aKOH
«O06 apxuBHOM Jene B Poccniickoit @enepammm» ot 22 okTaops 2004r.
Ne 125 3a HapymieHHe 3aKOHOIATENBCTBA 00 apXUBHOM jieiie B PD
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Crpyktyp

HBIN ILnanupyemble
DJIEMEHT pe3yJIbTaThl O1ieHOYHBIE CPEACTBa
KOMIIETEH o0yueHus
105078
1.
2.
3.
Brnagets |- cmocoOGHOCTEIO

K COOJTFOICHHIO
TpeOOBaHUIA K
OpraHHU3aIuu
KaJpOBOTO
JIEJIOTIPON3BOACTB
au
JOKYMCHTHUPOBAH
U0 TPYAOBBIX
OTHOIIICHUH,
XPpaHEHUIO
JTOKYMEHTOB 10
JIUIHOMY COCTaBy

OTBeTHTH HA BOIIPOCHI

1. Kakne J0KyMEHTBI HEOOXOJAMMBI TpPH  KOMaHIMPOBAHUU
pabOTHHKA OpTaHU3aITIHN?

2. Kakue mokyMeHThI HEOOXOAUMEI TPU aTTECTAIIMU PA0OTHUKA?

3. Kakue MOKyMEHTBI HEOOXOJIUMBI Uil OpPraHU3aIlud IMPOLCIYP:

HarpaXxa€Hus u HaKa3aHus?
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[Ipunoxenue 3
MeTtoaudeckue yka3zaHus 10 IUCHUIUINHE «APXUBBI JOKYMEHTOB O JUYHOMY COCTaBY» C UX ITOMOUIBIO
oOyyaromuecs 6e3 Tpya CIIPaBsTCs CO BCEMU KOHTPOJIbHBIMHA MEPOTIPHATHSIMH.
PA3JEJI 1. IOHATHUE APXHUBOB 110 JIHYHOMY COCTABY U UX HOPMATHUBHAS
PEI'IAMEHTALIMA
Tema 1. Cocmag 0oKymenmayuu, XpaHumoil 6 apxueax no JUYHOMY COCIAgy
JIOKyMEHTBI 10 JIMYHOMY COCTaBY - Ba)KHasl COCTABJISIOINAS HAILIMOHAJIBHBIX MH(POPMAIMOHHBIX
pecypcoB cTpanbl. [IpakTndeckas BOCTpeOOBAaHHOCTH 3TOTO BHIA AOKYMEHTOB peaju3yeTcsd IO ABYM
OCHOBHBIM HampaBleHUsM. Bo-mepBpIX, B LENSIX COLMANBHO-NIPABOBOM 3aIMTHl TpaXKAaH NpU
WCIIOJTHEHUHM COLMAJIBHO-TIPABOBBIX 3allpOCOB O TOATBEP)KJIECHUM TPYAOBOIO CTaXa, pa3Mepax
3apa0OTHON IIAThI, IPOXOXKICHUHU CIIy>KObI B BOOPYKECHHBIX CHJIaX, HarpaXIE€HUU TOCyIapCTBEHHBIMHU
HarpagamMM W TPUCBOCHUU TOYETHBIX 3BaHUN U T.A. BO-BTOpBIX, NpH NPOBEAEHMH HAYYHBIX
UCCIIeIOBaHUH B 00JaCTH COLMAIBHONW UCTOPHH - KYJIBTYpOJIOTHYECKHX, COLUATBHO-IeMOrpaduuecKuX,
HCTOPUKO-OHOTpaUIECKUX, TeHEATOTHUECKIX, COLMOIOTMYECKHX, TOTUTOIOTHYECKUX H TIP.
Cornacao ®3Ne 125 2004 1. «O6 apXuBHOM zemne» CT. 3 1.3 «JOKYMEHTHI 110 JINYHOMY COCTaBY»
— 9TO apXHUBHBIC JOKYMEHTBI, OTPaKaIOIIKe TPYAOBbIC OTHOIICHUs pabOTHUKA ¢ pabOTOAATEIIEM.
K noxkymeHTaM 10 JIMYHOMY COCTABY, MMEIOLIMM [0JIIOBPeMeHHbIii CPOK XpaHeHMs,
OTHOCSITCSI:
1. pacrhopsiiuTeNbHble JAOKYMEHTHI (IIPHUKa3bl, pACHOPSDKEHUS, 3alMCKH, 3aMEHSIOIINe
IMPpUKa3bl IO JIMYHOMY COCTaBy, IMOCTAHOBJICHUA O NPHUEME, YBOJIbHCHUHU, INCPEMCIICHUU, IMMOOUIPCHUHU,
MPEMHUPOBAHUN PaOOTHUKOB H Jp.).;

2. YUYCTHBIE AOKYMEHTBI: CIHCKHU JIMYHOI'O COCTaBa, B TOM 4YHCJIC CIIMCKHU pa6OTHI/IKOB,
3aHATBIX HAa IPOU3BOACTBC C BPECAHBIMHA YCIIOBHUAMM Tpyaa,

3. anQaBUTHI MPUKA30B 10 THYHOMY COCTaBY;

4. KapTOYKH 10 YYETy JTUIHOTO COCTaBa, B TOM YHCIIE€ BPEMEHHBIX paOOTHUKOB ((hopma T-
2);

5. JIMYHBIC JI€Jla COTPYIHHUKOB (B TOM YHUCJIC JIMYHBIC [CJIa JHWIL, MNPCACTABICHHBIX K

MNPUCBOCHUID TIIOYECTHOI'O0 3BAHHA, AaTTCCTALlMOHHBLIC [¢€JIa, J[JCJIa KOMaHJAHO-HA4YaJIbCTBYIOLIICTO U
IMMOJIMTUYECKOI'O COCTaBa, NMNCPCOHAIbHBIC z[ena);

6. JIMIIEBbIe cyeTa PadOTHUKOB MO 3apaboTHOM Iu1ate (B TOM Yuciie Ta0ysrpaMMBl, IPU UX
OTCYTCTBHH TIOJUIEKAT OTIMCAHUIO PACUYETHBIE BEJOMOCTH I10 3apIuiaTe);

7. aKTHI O HECYACTHBIX CITydasixX, CBS3aHHBIX C IPOM3BOJICTBOM;

8. JIOKYMEHTBI 00 aTTecTally U Tapu(OUKaIH;

9. Tabenu 1 Hapsabl paOOTHUKOB BPEIHBIX TPOdECCHIT;

10. TPYJIOBBIE JOTOBOPHI (KOHTPAKTHI), TPYJIOBBIC COTJIAIICHHs, HE BOLICININE B COCTaB
JUYHBIX JeTI, TPYIOBBIE TOTOBOPHI (KOHTPAKTHI), TPY/IOBBIE COTJIANICHUS, 3aMEHSIIOIIIE JTHYHEIE JIeNa;

11. MPOTOKOJIBI 3aCeaHUil KOMUCCHU MO YCTaHOBICHHIO TPYAOBOTO CTa)Ka JJISI BBIILIATHI
HaJJ0aBKH 32 BBICIYTY JIET;

12. JIOKYMEHTBI (TIPEJICTaBICHUS, X01aTaliCTBa, XapaKTEPUCTUKH, aBTOOMOTpad UK, BHITHCKH

W3 pelIeHWH, MOCTAHOBJIEHUH M JAp.) O MPEICTaBICHWH PaOOTHWKOB OpraHU3alM K HarpakJIeHUIO
TrOCY/IapCTBEHHBIMH M BEJJOMCTBEHHBIMHU HArpajgaMu, IPUCBOECHUIO 3BaHUH, IPUCYKICHUIO TIPEMUH;

13. CIHMCKH Pa0OTHHUKOB, YXOISIIMX HA JIITOTHYIO MIEHCHIO;

14. LITaTHBIE PACCTAHOBKH;

15. KHUTHY (KapTOYKH) yueTa mpuema, nepeMerenns (epeBoia), yBoJIbHEHUs PaOOTHHUKOB.
16. HEBOCTpeOOBaHHbBIE JIMYHBIE JOKYMEHTBHl DPAOOTHHUKOB (TPYHOBBIE KHIKKH, BOCHHBIC

OMJIETBI, CBUIETENIHCTBA O POXKICHUHN, 00 00pa30BaHMHM, JUILJIOMbI, aTTECTATHI U JIp.).

CpOK XpaHCHHA YKa3aHHBIX JOKYMCHTOB B COOTBECTCTBUU C HepequM — 75 ner.
Kpome Toro, K JjIc TaKK€ OTHOCST:

1. B MPEICTaBUTEIBHBIX OpraHaxX BJIACTH M MECTHOTO CaMOYIPABIICHHS: TEPCOHATHHBIC
KapTOYKH y4yeTa JCIyTaToB;

2. B CEJIbCKHX aIMUHUCTPAIUIX: JOMOBBIC KHUTH JUIS TTPOITUCKY TPaKIaH;

3. Ha TPEANPHUATHIX CEIbCKOT0 X03HUCTBA: KHUTH y4eTa TPyAa U PacueToB ¢ pabOTHUKAMU;

4. B HETOCY/IapCTBEHHBIX OPraHM3AIMsIX, Ha MIPEANPUATHIX, HE SBIIOMINXCS UCTOYHUKAMU

KOMITJICKTOBAHHS: TPOTOKONBI OOIIMX COOpaHHH YUPSHKICHUHN, aKIMOHEPOB, PAOOTHHUKOB, DEIIABIIMX
KaJIpOBBIE BOIPOCHI;
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5. B KOMHTETAaX, OT/ICIaX afMUHUCTPAINI TOPOJOB, pafOHOB 10 00pa30BaAHMIO: JOKYMEHTHI
10 TTATPOHUPOBAHUIO M OTICKE;

6. B ICHTpAax 3aHATOCTU HACCJICHHA U MHUIPAUOHHBIX cny>i<6axz JJUYHBIC Acjia
6e3pa60Tme, KapTO4YKHU y4eTa U 06CJ'ICI[OB3HI/I$I 6G)KGHI_I6B 1 BBIHYXXJICHHBIX IIEPCCCIICHIICB.
Takum 06pa30M, apxXuB 110 JHMYHOMY COCTaBy — CaMOCTOSATCIBHOC YYPCKIACHUEC WU

CTPYKTYpHOE TIOJpa3eieHHe YUPEKICHHs, OCYLISCTBISIONIEe KOMIUICKTOBAHHE, XpaHEHWe, Y4ET U
UCIIOJIb30BaHKE IOKYMEHTOB 110 JTUYHOMY COCTABY.

[Tpn nuKBUIAIMK HETOCYAAPCTBEHHBIX OpraHMW3allMid, B TOM YHCJIE B pe3ynbTare OaHKPOTCTBA,
0o0pazoBaBIIHECS B TIPOIECCE WX MEATCILHOCTH M BKJIIOYCHHBIE B cocTaB ApxwBHOro ¢onma PD
JOKYMEHTBI TIO JINYHOMY COCTaBy, a TaKKe apXWBHBIE JOKYMEHTBHI, CPOKH BPEMEHHOIO XpaHCHHS
KOTOPBIX HE MCTEKIIM, MEepPEeAaroTCsl JIMKBUIAIMOHHOW KOMHCCHEH (JIMKBHAATOPOM) WM KOHKYPCHBIM
YIIPABJIAIONIAM B YIIOPSZOYCHHOM COCTOSHUM Ha XpaHEHHE B COOTBETCTBYIOIIMH TOCYIapCTBEHHBIN MIN
MYHUIMIIAIBHBIA apXUB Ha OCHOBAHHMHU JIOTOBOPA MEXKIy JIMKBUIAAIIMOHHOW KOMHUCCHEH (JINKBUAATOPOM)
WA KOHKYPCHBIM YHPABJIAIOLUINM U TOCYJapCTBECHHBIM MM MyHULUNAIbHBIM aPXHBOM.

[lpm »>TOM JHMKBHAAMOHHAS KOMHUCCHS (JIMKBHIATOP) WJIM KOHKYPCHBIM YIPaBIISIOMINI
OPraHM3yIOT YIOPSIOYCHUE AapXUBHBIX JOKYMEHTOB IMKBHIMPYEMOH OpraHW3aldd, B TOM YHCIE
OpraHu3aluy, JUKBUIANPYEMOii B pe3ynbTare 6ankpoTcTBa (4. 10 cT. 23 3akoHa 00 apxuBe).

OpranmuzamnusaM (He3aBUCUMO OT POpPM COOCTBEHHOCTH) PEKOMEHIyEeTCS BKIIOYATh B CBOM YCTaBBI
(TToNOXKeH!s) CrielHaIbHbIe MYHKTHI. B HUX TOJDKHBI OBITH MPOTIMCAHBI BCE BOIIPOCHI, KAacaloIInecs ydera
1 COXPAHHOCTU JOKYMEHTOB I10 IMYHOMY COCTAaBy U CBOCBpCMeHHOﬁ nepeaavyu ux Ha XpaHCHUC B ClIy4ac
JINKBUJALIUHU IOPUIUYECKOTO JIULIA.

Ecnm pa3bupats 0COOEHHOCTH apXUBOB TI0 JITYHOMY COCTaBY HNPEANPHUATHIL, TO CIIEIyeT yKa3ars,
4TO Jc€j1a MOCTOSAHHOTO W AOJIOBPEMCHHOI'O XpaHCHUA, BKJIIOYad AOKYMCHTHI IO JIMYHOMY COCTaBy,
MepefaloTcsl B apXUB OpraHW3allMyd HEe TO3JHee 4YeM 4epe3 TpU ToAa Iocie WX 3aBepIICHHs B
nenonpoun3BoacTBe. Jlema mepenaBaiite mo rpaduKy, ycTaHOBICHHOMY apxuBoM. OH JOIKEH OBITh
COTJIacoBaH C PYKOBOAUTEISIMH CTPYKTYPHBIX —TIOIPA3JENCHUI ¥ YTBEPXKICH PYKOBOAUTEIEM
opraum3anmy. ChaTo4yHble OMUCH JIel JUIsi HMX T[epefadyd B apXHWB COCTaBISET CTPYKTYpPHOE
nojpaszeicHue (Kaaposas ciyx0a) B TpeX IK3eMILIAPaXx.

ApXUBBI 110 JINYHOMY COCTaBY, B TOM YHCJIE MOTYT HPEICTAaBIATH COOOH apXHB AJIEKTPOHHBIX
nokymeHnToB. Jlist 9 dhexTuBHOTO MoMcKa HHPOPMAIIUK IPHEMIIEMBIM PEIIEHUEM BBICTYNAET Olu(POBKa,
CKaHMpOBaHUE OYMa)KHBIX OPHUTHHAJIOB JIMYHBIX Jiesl. [IpMKa3oB 1Mo JTMYHOMY cOCTaBy W T.J. B cBoro
oyepenb, Iepeaada B apXUB AIICKTPOHHBIX KaJPOBHIX JTOKYMEHTOB HMMeEeT psii ocoOeHHocTel. Ecim
CTPYKTYpPHOE TT0JIpa3/ieieHIe epejaeT Ha XpaHeHHe B apXUB OPraHH3aLIH dJICKTPOHHBIE IOKYMEHTHI, TO
npoleypa nepeiadd COCTOUT U3 CIEAYIOIIUX ITATOB:

1. NPOBEPKU (PU3MUECKOTO COCTOSIHUSL HOCUTEJIEH 3JIEKTPOHHBIX JOKYMEHTOB;

2. 3aIMCH IEKTPOHHBIX TOKYMEHTOB Ha MALIMHHBIE HOCUTEIIN;

3. MIPOBEPKH KavyecTBa 3aIluCH;

4. MPOCTaBJICHUS apXUBHBIX MK(POB HA eNWHHUIAX XpaHeHus (Ha QyTisapax);

5. OIMCAaHHUS JIEKTPOHHBIX JOKYMEHTOB U ITOJrOTOBKHA KOMIUIEKTA COIPOBOANUTENBHOM

uHQOpMAaIH (B T. 4. COCTABIICHUSI OIIHCH).

CoTpynHUK apXuBa MPUHUMAET KaXKI0€ /10 B IPUCYTCTBUU COTPYAHNKA KaJIpOBOU CITyKOBI.

[IpumepoM cHENUATU3UPOBAHHOIO YUPEKACHHS — apXWBa IO JIMYHOMY COCTaBy MOXKET
MOCITY)XUTh AEATENIbHOCTh ApxuBa KaJapoBod nokymeHTaunn CAO (MockBa). DTOT apXuB KaIpoOBOii
JIOKYMEHTAIMH OCYIIECTBISIET XpPaHEHNE OTHOCSAIINXCS K ero MpoQHiIo JOKYMEHTOB ApXHUBHOTO (oH/IA
MOCKBBI B COOTBETCTBUH CO CPOKaMH, YCTaHOBIEHHBIMH JIEHCTBYIOIIMM 3aKOHOAATENBCTBOM. B coctas
JTOKyMEHTOB apXHBa KaJpOBOW JOKYMEHTAIlMH BXOJAT: JOKYMEHTHI 110 JIUYHOMY COCTaBY M JOKYMEHTBI
M0 OCHOBHOH [EATEIHHOCTH BPEMEHHOTO CPOKa XpaHEHWs JTUKBHIMPOBAHHBIX OpPraHU3aIMil B Ciydae
OTCYTCTBHSA Y HUX TPABONPEEMHHUKA M BBIIIECTOSIIETO MO MOJYMHEHHOCTH OpraHa pa3inyHBIX (opMm
COOCTBEHHOCTH, 3apETUCTPUPOBAHHBIX B HAJIOTOBOM OpPraHe Ha TEPPUTOPHH aJMUHUCTPATUBHOTO OKpYyTa
W HE SBJISBIIMXCS WCTOYHMKAMH KOMIUIGKTOBaHHS —(ellepaibHbIX, IIEHTPAIGHBIX TOPOJICKUX,
BEJIOMCTBEHHBIX M OOBEUHEHHBIX BEJOMCTBEHHBIX apXHWBOB; KOMUHM apXMBHBIX JOKYMEHTOB Ha IMpaBax
MOJUIMHHHUKOB, CTPaxoBOi ()OHA KOMUI ITOKYMEHTOB IO NPOQMI0 apxuBa, (OHJ MOIb30BaHUA. APXUB
XPaHHUT y4YeTHBIC TOKYMEHTHI U apXUBHBIE CIIPABOYHHKH (OMUCH, KAPTOTEKH, YKa3aTelu, MyTeBOJUTEIH,
0030pbI (OHIIOB U /Ip.), TIEUaTHBIC M JPyTHe MaTepuaibl, JOMOJTHSAIOINE CoAepykaHne (OHIOB apXHBa.
ApXUB MOXET OCYIIECTBJISATh ICTO3UTAPHOE XpaHEHHE IOKYMEHTOB ApxuBHOro (onna MoCKBBI B
MOpsiIKE W Ha YCIOBHAX, OMNpelNeNisieMbIXx JoroBopoM [ naBapxuBa MOCKBBL € COOCTBEHHHKOM
JIOKYMEHTOB.
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Tak ke ocymecTBisieT cBorO paboty I'ocymapcTeennoe Kazennoe Yupexnenne KpacHomapckoro
Kpasi «ApXUB JIOKYMEHTOB IO JMYHOMY cocTtaBy KpacHomapckoro kpas». ApXWB IOKyMEHTOB IIO
JUYHOMY COCTaBy OBUI CO3[JaH pelleHHeM IIaBbl agMmuHucTpauun KpacHomapckoro kpas Ne 27 or
03.02.1993 rona, ¢ LenblO 3alMTHl PAB U 3aKOHHBIX MHTEPECOB TpakJaaH, MPEJOTBPAIIECHUS yTpaThl
JIOKyMEHTOB II0 JMYHOMY COCTaBy JHMKBUIAMNPOBAHHBIX YUPEKICHHNA, OpPTaHWU3AlUN W TPEIIpUATHN
KpPaeBOrO yPOBHS.

OcHOBHBIC 337a41 apXUBa:

1. obecrieueHre COXpPaHHOCTH M TOCYTaPCTBEHHBIN yUeT TOKYMEHTOB II0 JITYHOMY COCTaBY;

2. KOMIUIEKTOBaHUE apXrBa JOKYMEHTAMH IO JHYHOMY COCTaBY JIMKBUIUPOBAHHBIX
opraHuzaluii NpeanpusiTHid (eaepanbHO, KpaeBoi, CMEIIaHHON U APYTuX (GOpM COOCTBEHHOCTH HE
MMEIOIIUX TPaBOIPEEMHHUKOB;

3. UCIIOJIHEHHE COLMATIbHO-TIPABOBBIX 3aIIPOCOB OPraHU3aLUi U IpaskAaH;
4. pecTaBpalys apXUBHBIX JOKYMEHTOB Ha OyMa)KHOH OCHOBE;
5. MHUKPOGUIBMHPOBaHUE JOKYMEHTOB C LEJbI0 CO3JaHus (OHAA OTB30BAHUS U

CTPaxoBOro GoHIA TOKYMEHTOB.

Tema 2. Hopmamuenan 6a3a pyHKYUOHUPOGAHUA APXUEOE NO IUYHOMY COCINAGY

OCHOBHBIM HOPMAaTHBHBIM aKTOM B 3TOH cdepe sBissercs DemepanbHbI 3aKOH OT 22 OKTAOpS
2004 roma Nel125-@3 «O6 apxuBHOM nene B Poccuiickoit @enepanuny. Jlanusiii DenepanbHbIA 3aK0H
perynupyeT OTHOLICHUS B cepe OopraHM3allK XpaHEHUs,, KOMIUIEKTOBAaHU, y4eTa W HCIOJIb30BAHUS
JIokyMeHToB ApxuBHOro (oHaa Poccuiickoit Ddepepaiuut u Ipyrux apXMBHBIX TOKYMEHTOB, HE3aBUCHMO
0T ux (opM COOCTBEHHOCTH, a TAK)KE OTHOLICHHUS B chepe ynpaBieHUs] apXUBHBIM JiesioM B Poccuiickoit
Oenepanyy B MHTEpEcax rpax/iaH, o0IIecTBa U roCcy1apCcTBa.

Crates 17 denepanpHoro 3akona ot 22 oktsaops 2004 roma Nel25-D3 «OO6 apXuUBHOM jelie B
Poccmiickort ®@epepanum» ycTaHABIMBAEeT OOIIYyI0 OOS3aHHOCTh TIO OOECIIEYCHHIO COXPaHHOCTH
JOKYMEHTOB, B TOM 4YHCJE€ JOKYMEHTOB IO JINYHOMY COCTaBY, IJISl JIFOOOTO CyOBEKTa XO31HCTBEHHOU
JIEATEIbHOCTU: TOCYAAapCTBEHHBIX OpPraHOB, OPraHOB MECTHOI'O CaMOYIIpaBJIEHUS, OpPTraHM3alui U
TpaxkJaH, 3aHMMAIOIIMECs] TPEANPUHAMATEIBCKON JesTeNbHOCTRI0 0e3 00pa3oBaHUS FOPUANIECKOTO
JUna, B TEYEHHE CPOKOB HUX XPAaHEHHMs, YCTAHOBJIECHHBIX (eAepalbHbIMH 3aKOHAMH, HHBIMU
HOPMATHBHBIMH [IPaBOBbIMU akTamu Poccuiickoil denepanum, a Takke NEPEUHIMHA JOKYMEHTOB.

B cootBercTBHM co cTatheit 3 DenepanbpHoro 3akoHa ot 22 okTsaops 2004 roma Nel25-@3 «O6
apxuBHOM Jene B Poccuiickoit @enepanuny:

«ApxuBHblii ¢GoHn Poccuiickort depepanuyi - HCTOPUYECKH CIIOXKHBINASACA W ITOCTOSHHO
TIOTIOJTHAIOMIASICS COBOKYMHOCTh ApXUBHBIX JOKYMEHTOB, OTPAXKAIOMIMX MaTepHAIbHYI0 M JYXOBHYIO
JKU3Hb OOIIECTBA, UMEIOLIMX HCTOPHYECKOE, HAyYHOE, COLUAIBHOE, SJKOHOMUYECKOE, MOJIUTHYECKOE U
KyJIbTYpPHOE 3HA4EHHE, ABIISIOIUXCA HEOTHEMIIEMON YaCThI0 HCTOPUKO-KYJIBTYPHOTO HacJIEoUsl HAapOAOB
Poccuiickoit @enepanun, OTHOCSIUXCS K UHQOPMAIIMOHHBIM pecypcaM M IOJUIeKANUX MTOCTOSIHHOMY
XPaHEHUIO».

ITon apXuBHBIM JJOKYMEHTOM OHUMAETCS:

«MaTepualibHBIIl HOCHTENb ¢ 3aQUKCHpPOBaHHOW Ha HeM WH(pOpMaImeld, KOTOpBIH HMeeT
PEKBU3UTHI, IO3BOJISIONINE €0 HICHTU(DHUIMPOBATh, W TMOJJISKUT XPAHEHUIO B CHIYy 3HAYMMOCTH
YKa3aHHBIX HOCUTENA U MH(GOPMAaLUK JUI TpaskAaH, 0OLIeCTBA U TOCYAapCTBA.

B cBoro ouepens, mox nokymeHToM ApxuBHoro ¢onna Poccutickoit deneparyiv moHUMaETCS:

«apXWBHBIM JOKYMEHT, MPOMIENIINA SKCHEPTHU3y LEHHOCTH JOKYMEHTOB, ITOCTABJICHHBIN Ha
TOCY/IapCTBEHHBIHN yUET U MOANIEKALTNI TOCTOSHHOMY XPaHEHHUIO).

[Topsnok opranuzanuy XpaHeHHs JOKYMEHTOB 3aBUCHUT OT CTaTyca KOMMEPUYECKOH OpraHu3aliy.
BaxXHBIM OTIMYMTENBHBIM TPHU3HAKOM SIBISIETCA BKIIOYEHHE KOHKPETHOW OpTraHM3aldd B CITUCKH
WMCTOYHUKOB KOMITJIEKTOBAHHUS TOCYIaPCTBEHHBIX U MYHUITUIAIBHBIX aPXHUBOB apXUBHBIMHU JTOKYMEHTAMHU
(gactp 2 cratbu 20 depepanbHOro 3akoHa oT 22 okTa0ps 2004 roga Nel25-d3 «O0 apxuBHOM Jene B
Poccmiickoit  @enepannmny). BxiaroueHne KOMMEpPYECKHMX OpTaHM3alMid B YKa3aHHbIE CITMCKH
OCYIIECTBIISIETCSI HA OCHOBAaHUH JIOTOBOPA C COOTBETCTBYIOIINM TOCYIaPCTBEHHBIM WM MyHHUIIUITAIHHBIM
apxuBoM. B opranmzanusax (MCTOYHHKAaX KOMIUIEKTOBAHUS) [0 UCTEUCHUU CPOKOB XpaHEHUS! TPOBOANUTCS
COBMECTHO C YIOJHOMOYEHHBIM OPTaHOM T'OCYAapCTBEHHOH BiacTH cyonsekTa Poccuiickoit ®enepanun B
001acTH apXUBHOIO JAena, ['ocapXuBoM 3KCIEpTU3a LIEHHOCTH Psizia JOKYMEHTOB Ha NMPeIMET BKIIIOUECHUS
B coctaB ApxusHoro (honaa Poccutickoit ®@eaeparum.

[locne mnpusHaHWs apXUBHBIX JOKYMEHTOB KOMMEPYECKHX OpraHu3aluii (MCTOYHHKOB
KOMITJICKTOBAaHUs) JOKyMeHTamMu ApxuBHOTO ¢oHma Poccuiickoit Demepannn MX YHHUUTOXKCHHE HE
JIOIYCKAEeTCsl, & UX XPaHEHHE MOXKET OCYIIECTBIATBCA KOMMEPUYECKOM OpraHW3alled CaMOCTOSTEIbHO
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1100 OHM MOT'YT OBITh IIEpEeaHbl 10 JOTOBOPY Ha XpaHEHUE B IOCYIAPCTBEHHBIN MM MYHUIMIIAIbHBINA
apxuB, OMOIMOTEKY, My3€eH, a Takke B opraHm3amuio Poccuiickoii akagemun HayK (4acTh 3 crathu 21
OenepanpHoro 3akoHa oT 22 okTsa0ps 2004 roma Nel25-®3 «O6 apxuBHOM nene B Poccuiickoit
Denepanuny).

Te apxuBHbIE JOKYMEHTHI, KOTOpbIE HE ObUIM BKIIOYEHbI B COCTaB JOKYMEHTOB APXHMBHOIO
¢onrna Poccuiickoit degeparun, a TakkKe MTOKYMEHTBI, XPAHSIINECS y OpTaHU3AIWid, HE SBISIOIINXCS
WCTOYHUKAMH KOMIUIEKTOBAaHUS, TI0 HUCTCUCHUH CPOKA UX XPaHEHUs], YCTAaHOBJICHHOTO B HOPMAaTHUBHBIX
IPaBOBBIX AKTaX, MOJJIEXKAT HKCIEPTHU3E M MOTYT ObITh YHHYTOXKEHBI OpraHM3aliel JTUO0 IOCTOSHHO
XpaHSTCA B apXUBE OPraHU3allK B COOTBETCTBUU C €€ BHYTPEHHUMHU IPaBUIIAMH.

[To Bompocam, CBA3aHHBIM C MOPSAKOM OpPraHU3allMd KOMIUIEKTOBAHUS apXWUBHBIX JOKYMEHTOB,
o0ecreyeHns1 UX COXPaHHOCTH, MOPSIIKOM MPOBEIEHHUS SKCIEPTH3bl EHHOCTH JOKYMEHTOB U Mepeaadn
MoKyMeHTOB ApxuBHOrO (ouma Poccmiickoit @exeparuii Ha TOCTOSHHOE XpaHEHHE, MOPSAKOM
opraHuzalud paboThl apXuBa, KOMMEPUECKHE OpraHH3alHdd MOTYT PYKOBOACTBOBaThCS «llpaBumamu
OpraHu3aliy XpaHEHUs, KOMIUIEKTOBaHUS, y4€Ta M HCIOJIb30BaHUs JOKYMEHTOB apXWBHOro (oHnaa
poccuiickoil (demepauuu M APYIHX apXUBHBIX JOKYMEHTOB B TOCYNApCTBEHHBIX OpraHax, OpraHax
MECTHOT'O caMOyIIpaBieHus 1 opranuzanusx» ot 07.09.2015 r.

XpaHeHHE KaJpoOBBIX JOKYMEHTOB HECKOJBKO BBIACISIETCS W3 OOLIMX NpPaBWII XpaHCHHS
YIPaBIEHYECKUX AOKYMEHTOB. [lOCKONBKY KaZpoBbIE AOKYMEHTHI 00JaJal0T BBICOKOM COLMAIBLHON
3HaYMMOCTBIO (OCOOCHHO [OKYMEHTBI, COJAEpKalllde I[epCOHalbHBIE JAaHHbIE), TaKk Kak CIyXar
JOKYMECHTAJILHBIM TIOATBEPKIECHHEM MpaB pa0OTHHKA Ha COLMAIbHOE oOecriedeHue, Hampumep, o
CTapoCTH ¥ WHBAIMAHOCTH, a TakXKe IOATBEPXKICHHEM TpPYIOBOro craxa pabotHuka. I[loaTomy
OONBIIMHCTBO M3 HHUX HMEIOT [UIMTENbHBI WIM IOCTOSHHBI CPOK XpaHEHHS W HCIOJIb3YIOTCS B
CIPaBOYHBIX HEJSX PU 0OpaIleHHU TPaXIaH B apXUBHBIC YUPEKICHHS.

[TomuMoO 3TOrO, KaJpOBBIE JOKYMEHTHI 00JIaIaloT elle U Ouorpaduueckoi, apxeorpapuieckoi
LEHHOCTBIO, SIBISIIOTCSI HMCTOYHUKOM [UISl CTATUCTUYECKUX OOOOIIEHHH M HMCTOPHKO-COLMAIbHBIX
UCCIEI0BaHUM.

Oco0EHHOCTH XpaHEHUsS KaJApPOBOH JOKYMEHTAIlMd B OpraHu3aui OO0YyCIOBJIEHBI 3aJadaMu
OTpaHUYEHHs] HECAaHKIIMOHWPOBAHHOTO JIOCTYyNa K JIOKYMEHTaM, COCPIKAIIUM IepCOHAIbHBIE JaHHBIE
paboTHHUKOB, 1 3P PEKTUBHOTO TOUCKA HYKHOW HH(POPMAIIHH.

B cucreme xpaHeHHs KaJpOBBIX JOKYMEHTOB MOKHO BBIJEIUTH JBa BHJA, CTaJUN XPaHEHHUS:
TeKyllee M Tocjenyoliee. XpaHeHHEe U HCIIOJIb30BaHUE JOKYMEHTOB C MOMEHTa WX CO3/aHUS M JI0
nepeaayu Aeia, B KOTOPOM OHHU CTPYIIIMPOBAHbI, B @pXHUB HA3bIBAIOT TEKYILUM (OnepaTuBHbIM). Tekymiee
XpaHEeHHUE JIeJ1 OCYILIECTBIISIETCS 10 MecTy uX (popMupoBanus. Tekyliee XpaHEHHE TaKKE AEIUTHCS Ha J1Ba
MOJBUJIA!

. XpaHEeHHE JOKYMEHTOB B POLIECCE UX UCIIOJIHEHHUS;

. XpaHEeHHE UCIIOJTHEHHBIX JOKYMEHTOB.

JIOKyMEHTBl BO BpeMsi WX HCIOJIHEHUS HaxOJATCS y MCIONHHUTENS, KOTOPBIA XpaHUT HX B
CHeNMANBHBIX Mankax. Ha maHHbIX mankax copep:KuTcs ¢ Haanuch «Ha moanucky, «CpoyHo» U Ipyroe, a
TaKxe (paMUIIUsL, THULUAIBI, TeIe()OH UCTIOHUTEIIS.

HcnonHeHHble MOKYMEHTHI JIOJDKHBI TIOAIIUBATHECS M XPAaHUTHCSA B JieJax B COOTBETCTBUH C
HOMEHKJIaTypoi fen. Cpa3y 0TMETHM, 4TO TeKyIee XpaHeHNe JOKYMEHTOB IIPEAIoIaracT Npoueaypy ux
(bopMHupOBaHUsI B Jea B COOTBETCTBUM C YTBEPKACHHONH HOMEHKIIATYPOH.

Texymiee xpaHeHHe JOKYMEHTOB O3HA4aeT UX XpaHEHHE B MOAJMHHUKAX. [[03TOMy B KaapoBbIX
ciry)k0ax opraHu3aIyii Bce MPUKa3bl XPAHATCS B TOJTMHHKMKAX. KON MPUKa30B MO JINYHOMY COCTaBY:
npreMy Ha padoTy, MOOIIPEHUSIM, B3bICKAHUSAM, YBOJIBHEHUHU U TaK Jlajiee JONOJIHUTEIBHO TOMEIIAIOTCS
JUTS XpaHEHUsl B JIMYHbIC JieJla pa0OTHUKOB (€CTI OHU BELYTCH).

[Mopsiiok opranu3anuy TEKYIero XpaHeHUs THYHBIX JeJT CIIe Ty OIHIA:

1. JUYHbIE JieNia B OyMa)KHOM BUJIE XPAHSTCS B MAIKax, KOTOPble HYMEPYIOT MO CTPaHUIAM
Y TIPOLINBAIOT;

2. 00JIOKKH JIMYHBIX JIEN TAK)KE HYMEPYIOT, UM TPUCBAWBAIOT MTOPSIKOBBIA HOMED JIeNa,
COOTBETCTBYIOIINH O0IIEMY KOJIHYECTBY JEIT;

3. TEKyIIeMy XpaHEHHIO B OTAEJE KapOB OpraHU3alMy HOAJIeKAT JTMYHbBIE Jiefla TOJIBKO Ha
paboTarommx coTpyaHukoB. [locie yBoibHEHHS COTPYIHUKA €r0 JIMYHOE AEI0 U3BJICKACTCS U3 MANKU U
oopmisieTcst 171 Iepeiauu Ha apXUBHOE XpaHEHHE.

4. JIMYHBIE JIeJ1a YBOJICHHBIX COTPYAHUKOB XPaHATCS B apXUBE B aJ(aBUTHOM IOPAIKE.

Tekymiee xpaHeHHE KaJpOBBIX TOKYMEHTOB, KapTOTEK, KHUI ydeTa M APYTHe OCYIIECTBISETCS,
KakK TpaBWIO, B MOMELICHUAX KaJpPOBBIX CIIy>KO OpraHM3alMii, KOTOpPBIC IOJDKHBI OBITH 00OPYIOBAaHBI
CIEIUANbHBIME  IIKadaMHd WIM  ceddaMy, 3amMpaloliUMHUCS W omedaTbiBaonmMuca. Kommum
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HOMEHKJIATYpBI JIeN, pa3MelIeHHble Ha mKadax, a Ha KOopemkax OOJIOKEK Jel - HoMepa Jel B
COOTBETCTBHH C HOMEHKJIATYpOil 00JIeryaT MouCK JOKYMEHTOB.

TpynoBble KHIKKM PaOOTHUKOB XpaHSTCS B ceiie pyKOBOAWTENS OTHENa KagpoB, TaM JKe
XPaHATCS TEYaTH, MITaMIIbl, OJIAHKH JIOKYMEHTOB, KIHOYM OT InkadoB (ceiioB) st XpaHCHUS
JIOKYMEHTOB.

PaGotHrKaM KampoBOi CiTyKObI HE PEKOMEHAYETCS TIPU JIF000H MPOIOIKUTEIHFHOCTH BBIX0/1a W3
MIOMEIIEHHsI OCTABJIATh KaKUe-THOO0 JOKYMEHTHl WM CIIy>KeOHbIE 3alMcH Ha pabodyeM CTolle, a TaKkKe
paboraromuii KommbeloTep. B KoHIE pabodero AHS paOOTHHUKH KaIApOBOW CITY>KOBI TOIDKHBI TIOMECTHTH
BCE MacCCHBBI JOKYMEHTOB, HaXOSAIIUXCS B TIPOIEcCe WX MCTIOHEHUS, B METAIUTMYECKUH TIKad, 3aKPhITh
ero u omeyaratb. Kimounm oT mkadoB cAAaOTCS PYKOBOAMTENIO OTAENa KaApoB MOJI POCHHCH B
COOTBETCTBYIOIIEM JKypHAJIE.

UepHOBHKHM © pEJAaKIWK [TOKyMEHTOB, HWCIOpYEHHBIE ONAaHKW B KOHIE pabodero ITHS
YHUYTOXKAIOTCSI, UL 3TOTO MOXKET MPUMEHATHCS CrienuanbHas OymaropesaibHas MamrHa. KoMbroTepsl
B KOHIIE pabouero JHs OJIOKHPYIOTCS U OTKIFOYAIOTCS OT CETH.

Kpome Toro, TexHOmoruMs XpaHEHHS U Yy4eTa KagpoBOW JOKYMEHTAlMHd TperojaraeT
0053aTeTBbHYI0 POCITUCH PAOOTHHUKOB, MTOITBEPKIAIOIIYIO ITOYIeHNE Ha PYKH KOMUI U BBIMIMCOK U3 HUX.

OcHOBaHMEM TMOCIHEAYIOMETr0 (apXUBHOTO) XPaHEHHs JOKYMEHTOB SIBIISICTCS JKCIIEPTH3a HX
[IEHHOCTH, | Jlayee cieayeT: oOopMIICHHE JIeT, COCTABICHUH OIMCEH, COCTaBIIEHHIE aKTOB O BBIJIEIICHUH K
YHUUYTOXKEHHUIO JOKYMEHTOB H CJlaua Jie]l B apXUB OpTaHHU3aIlNH.

s CBOEBPEMEHHOTO TpUEMa apXHWBHBIX JOKYMEHTOB OT CTPYKTYPHBIX TOApa3AeiCHUN WIH
JPYTUX HWCTOYHUKOB KOMIUICKTOBAaHHs, OOECIIEYEHUS] HMX Y4eTa, COXPAaHHOCTH, YHOPSIOYCHHS HX
WCTIONB30BaHMs ¥ TOATOTOBKM K Iepelade JOKYMEHTOB Ha IMOCTOSHHOE XpaHEHHWE B OpTaHM3allHsIX
CO3/aeTCs apXUB.

B apxuBHBIN (poHI OpraHM3alMM MOMAgacT JUIIb YacTh JOKYMEHTOB, OH HE BKJIIOYAeT B ceOs
JIOKYMEHTBI C KPaTKUM CPOKOM xXpaHeHHs (1o 10 meT BKIFOYUTENHHO). APXWUBHBIA (DOH] OpraHHU3AINN
COCTOMT W3 JOKYMEHTOB JOJTOBPEMEHHOTO XpaHeHHus (cBbime 10 JeT) u MOCTOSHHOTO XpaHEHUS,
BKJIOYas JIOKyMEHTBI MO0 JIMYHOMY COCTaBy, KOTOPbIE HMEIOT JKOHOMHYECKOE, COIHMaJIbHOE,
MOJIUTHYECKOE, KYJIbTYpPHOE, UCTOPUUYECKOE U MHOe 3HadeHue. Ilepemgaua genm B apXuB OCYIIECTBIISAETCS
1o rpaduKy, YTBEPKISHHOMY PYKOBOJIMTEIEM OpPraHW3aluy Win padoromareneM. JJOKyMEHTHI TOJKHBI
NPUHUMATBCS Ha XpaHEHHE MPEUMYIICCTBEHHO B BHJE TOJIUHHUKOB, TOJBKO TPU UX OTCYTCTBUH
MPUHUMAIOTCS 3aBEPEHHBIC KOTIHH.

B coorBerctBum ¢ «llpaBmiamMm oOpraHu3anuM  XpaHEHUS, KOMIUICKTOBaHHSA, Y4€Ta W
WCTIONB30BaHMsI JOKYMEHTOB apxXMBHOTO (DOHIA PpOCCHICKON (Qenepanud ©u APYrAX apXUBHBIX
JIOKYMEHTOB B T'OCYJapCTBEHHBIX OpraHax, OpraHaXx MECTHOTO CaMOYIIPABICHUS W OPraHU3alHsiX» OT
07.09.2015 r., opranuzanus J0DKHA O0ECIIEYUTh apXHUB CIEIUATLHO 000pY/IOBaHHBIM ITOMEIIEHHEM U
kagpamd. OmHaKO B HEOONBIIMX KOMMEPUYECKHMX OpraHM3alHsX, Kak I[paBWJIO, apXuB B BHUJC
CIEIMAFHOTO TOApa3/ieieHnus oTcyTcTByeT. OOsf3aHHOCTH apxXuBapuyca IpH 3TOM COBMEIIAET
CEKpeTaph WM MHOE JINI0, HA3HAYEHHOE PYKOBOJUTENIEM.

[Ipy »>TOM HEOOXOAMMO TOMHHUTH, YTO JIOKYMEHTHl JOJDKHBI XPAaHHUTHCA B YCJIOBHUSX,
00ecnevnBaOMUX WX 3aIlIATy OT TOBPEXKICHH, BPEIHBIX BO3ACHCTBUN OKpPY)KAIOMIEH Cpensl U
WCKJTIOYAIONINX YTpaTy JOKyMeHTOB. Kak mpaBumio, JUisi 3TOTO B MOMEIIEHWH apXWBa YCTAHABIUBAIOT
MeTaJuInueckue mkagsl, cel(pl, mradbp-cTeIulaxu U ToMy nojgoOHoe. He momyckaercs pasmerieHue
JOKYMEHTOB Ha TOJIy, NMOJAOKOHHUKAX, B HE Pa300paHHBIX Kumax. M3psaTue NOKYMEHTOB W3 jaela ¢
MOCTOSIHHBIM CPOKOM XpaHEHHs JOMYCKaeTcs B HWCKIIOUUTENBHBIX CIy4asxX ¥ IPOU3BOJUTCS Ha
OCHOBaHHUH PaCTOPSAUTEIILHOTO JOKYMEHTa PYKOBOAMTEIISL OPTaHU3ALNHU C 0053aTEIbHBIM COCTaBICHUEM
B JIeJie 3aBEPEHHOM KOIMU JIOKYMEHTa U aKTa 00 U3bSATHH IO IJTMHHNKA.

B memsix obecriedeHUsT COXPAaHHOCTH JOKYMEHTOB IO JIMYHOMY COCTaBY YBOJIbHSEMBIX
pabOTHUKOB B pe3yiibTaTe pPeopraHU3ally WM JIMKBUJAIWHU FOPHIHYECKUX JIUI, a TAKKE COLUAIBLHON
3aLIUIIEHHOCTH TPaXJaH, YYPEOUTEIsIM BHOBb OOpa3yIOMIMXCS KOMMEPUYECKHMX M HEKOMMEPUECKHX
OopraHuzalyii MO>KHO PEKOMEHJIOBATh BKIIOYATh B CBOM YUpEJMTENLHBIE JOKYMEHTHI MpaBHia y4yera U
COXPAaHHOCTH JOKYMEHTOB 10 JHMYHOMY COCTaBy, a TaKXe CBOEBPEMEHHOW Iepeiade WX Ha
TOCY/IapCTBEHHOE XPAHECHUE MPU PEOPTaHU3ANNN WU JINKBUIAIIUN FOPUIMYECKOTO JIUIIA.

[Mopsimok u cpoKH XpaHEHUS TPYJOBBIX KHIDKEK PETYIUPYET CIICIUAIBHBIN HOPMATUBHBIA aKT -
ITocranosnenne [IpaBurenscTBa Poccniickoit @eneparun ot 16 ampens 2003 roga Ne225 «O TpymoBBIX
KHWKKax». Tak, OJlaHKHM TPYIOBOW KHW)KKH M BKJIQJIBIIIA B HEE XPAHSATCS B OPraHU3aI[iK KaK JIOKYMEHTBI
CTPOTO/ OTYETHOCTH M BBIAAIOTCS JIMILY, OTBETCTBEHHOMY 3a BeJICHHE TPYAOBBIX KHIKEK, MO €ro 3asBKe.
ITo oxOHYaHUM KaXXAOTO MecsIa TaHHOE JINIIO 005S3aHO MPEICTABUTh B OYXTalTepHUI0 OpraHU3aIiH OTIET
0 HanM4Mu OJIAHKOB TPYIOBOW KHIDKKHM W BKIAJBIIIa B Hee. VcmopueHHBIE TpW 3allOIHEHUH OJaHKU
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TPYAOBOW KHMXKKH W BKJIQJIBIIINA B HEE MOJJIEKAT YHUUTOXKEHHUIO C COCTaBIIEHUEM COOTBETCTBYIOIIETO
akta. HeBocTpeOoBaHHBIE TPYIOBBIE KHI)KKH W KHUTA Y4eTa TPYMOBBIX KHIDKEK M BKJIAIBIIIEH K HUM
XpaHsITCS B apXUBE Opranu3aiuu B TeueHue 50 Jer, a 3aTeM MOAJIekKAT YHUUTOXKEHHUIO B YCTAHOBICHHOM
MOPSIIIKE.

OTBETCTBEHHOCTh 3a OpPTaHU3AIMI0 PabOTHI MO XPAHEHHUIO KaJPOBBIX TOKYMEHTOB, TIEPBUYHBIX
YYeTHBIX JIOKyMEHTOB HeceT pabortomaTtens. OTBETCTBEHHOCTh 3a BEJEHHE, XpaHEHHE, y4eT W BBIJATY
TPYIOBBIX KHIDKEK HECET CHEHUAIbHO  YIOJHOMOYEHHOE  JIMII0, HA3HAYaeMOE€ IPUKA30M
(pacmopsbxerreM) padoTonaTens. Bce JOKyMEHTHI 110 TMYHOMY COCTaBY JIOJDKHBI 0053aTEIHHO CIaBaThCSA
B apXWB OpraHu3alluu.

Takum oOpa3oM, anropuT™M JEHCTBHUH KOMMEPUYECKOH OpraHu3allid, HE SBISIOLICHCS
TOCY/IapCTBCHHBIM WJIM MYHHIIMIIAIbHBIM YHUTAPHBIM TMPEANPHUATHEM, MO0 OOSCICUYCHUIO XPAaHCHUS
JIOKYMEHTOB, B TOM YHCJIE€ KaJIPOBBIX TOKYMEHTOB SIBJISIETCS CIECIYOLIEM:

) npoBepka TpeOOBaHNI HOPMATUBHBIX MTPABOBBIX AKTOB, YCTAHOBHBIIMX CPOKH XPaHEHHUS
KOHKPETHBIX BUAOB JJOKYMEHTOB;

. XpaHEHHE TOKYMEHTOB;

. JUIS OpTaHU3aLUH - HCTOYHUKOB KOMIUIEKTOBAHUS - IO HICTEUEHUH CPOKOB XPaHEHHS

MPOBEJIEHHE COBMECTHO € YIIOJTHOMOYEHHBIM OpPraHOM TOCYAapCTBEHHOH BiacTh cyobekTa Poccuiickoit
®Denepanyu B 00J1aCTH apXUBHOTO JeNa, [ 'ocapXMBOM SKCIEPTH3BI LIEHHOCTH Psiia JOKYMEHTOB Ha
MpeIMET BKIIFOUEHUS B cocTaB ApxuBHOTO QoHAa Poccmiickoit denepanny;

. XpaHeHue JoKkyMeHToB ApxuBHoro (onaa Poccutickoit denepanuu mubo nepeaaya nx
Ha XpaHEHHE B FOCYJApCTBEHHBIN MM MyHUIUIATBHBIA apXHUB, ONOIMNOTEKY, My3€il MIIM B OpTraHU3aLIUI0
Poccuiickoii akaneMHuH HayK;

. apXUBHBIC JJOKYMEHTBI, KOTOPBIE He OBbIIIM BKIIFOUYEHBI B COCTAB JIOKYMEHTOB APXUBHOTO
¢donaa Poccuiickoit enepanun, o KCTEUEHUH CPOKOB XPAHEHUS MMOJIEKAT YHUUTOKECHHUIO JINOO
XPaHEHHUIO B apXUBE OPraHU3allK B COOTBETCTBUU C TPEOOBaHHUSIMH KOPIIOPATUBHOTO 3aKOHOAATENLCTBA
(HampuMep, U1 aKIMOHEPHBIX 00IIECTB XpaHEHHE TOKYMEHTOB periaMeHTupoBano [locraHoBiIeHHEM
®detepalibHOM KOMUCCHH IO PHIHKY IIEHHBIX Oymar ot 16 utonst 2003 roga Ne03-33/mc «O0 yTBep)IeHUM
[MonoxeHus 0 MOPSIIIKE U CPOKAX XPaHEHHS JOKYMEHTOB» U DeiepanbHBIM 3aKOHOM OT 26 exadpst 1995
Ne208-D3 «O06 akIMOHEpHBIX 00IIECTBAX») WITH JIOKATBHEIMI HOPMaTUBHBIMU aKTaMH;

o JUTSL OpTaHU3aIMi, KOTOPHIE HE SBJISIOTCS HCTOYHUKAMU KOMITJIEKTOBAHUSA, TIO UCTEUEHUH
BPEMEHHBIX CPOKOB XPaHEHHUS apXUBHBIE JOKYMEHTHI MOJIEKAT IKCTIEPTH3E U MOTYT OBITH YHUUTOKEHBI
100 XPaHWUTCS B ApXUBE OPTaHU3ALNH.

Howmenknarypa nen u dopmupoBaHHE A€l U TEKYLIETO XPAaHEHUS KaIpOBBIX JOKYMEHTOB.
D¢ hekTHBHOCTh OpraHU3alMy TEKYIIEro XpaHEeHHs KaJpOBBIX JOKYMEHTOB BO MHOTOM ONPEACISIETCs
HOMEHKJIAaTypol eyl (3TO CHCTEMAaTU3MPOBAHHBIA IlepeueHb HAUMEHOBAHWI [eJl, 3aBOAMMBIX B
OpraHu3alyy, C yKa3aHUEM CPOKOB UX XpaHEHUs], 0pOPMIIEHHBIN B yCTAHOBJICHHOM HOPSIKE).

Jleno - COBOKYITHOCTH JOKYMEHTOB MM JOKYMEHT, OTHOCSIIMECS K OJHOMY BOIIPOCY WIIH
YYacCTKy JIEATEIbHOCTH, TIOMEIICHHBIE B OT/IENBHYIO O0JIOKKY».

OCHOBHBIMHY 3a/1a4aMH COCTaBJIEHHsI HOMEHKJIATYPBI A€ SIBISIFOTCS:

o ONTHMAaJbHBIE TPYIIIUPOBKA JOKYMEHTOB 1 (POPMHUPOBaHNE JIET;

. oIpeieieHHe CPOKOB XPaHEHHUS IOKYMEHTOB;

. OCHOBA JIsl COCTaBJICHUS OIUCEH JIeJT TIOCTOSIHHOTO ¥ BpeMeHHoro (cBbiie 10 er)
XpaHeHHs, a TaKXKe I ydeTa Jiel BpeMeHHOTo (10 10 JeT BKIIIOYHUTEIbHO) XpaHESHHS;

. obecriedeHre OBICTPOro U PGEKTUBHOTO MOUCKA JIOKYMEHTOB B TIpoIiecce padoThI C
HHUMH.

MO>KHO BBIICIUTH CIIETYIOIINE PAa3HOBUIHOCTH HOMEHKIIATYPbI Je:

o TUIIOBBIC HOMCHKIJIATYPBI ACII;

) IIPUMEPHBIE HOMEHKIIATYyPHhI AET;

. WHMBHIyaJIbHAsl HOMEHKIIATypa e KOHKPETHOI OpraHu3alluy;

. CBOJIHAs HOMEHKJIATypa JIeJl OpraHHu3aInHm;

. HOMEHKJIATYpa JIeJ CTPYKTYPHOT'O MOAPa3ICICHHSI.

O 3HaYCHWM TUIIOBOW, MPHUMEPHOW W WHIUBUAYAILHOW HOMEHKJIATypax Jel TOBOPUTCS B
«[IpaBmiiax opraHU3aIMK XpaHCHHS, KOMIUICKTOBAHUS, YI€Ta U UCIIOIh30BAHUS JJOKYMEHTOB apXHBHOTO
(doHIa poccuiickoll denepanyiu U Jpyrux apXuBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX OpraHax, opraHax
MECTHOTO caMOyIIpaBicHH u opranm3arusx» ot 07.09.2015 r.:

«TunoBasi HOMEHKJIATypa Jel YCTaHaBIMBAET COCTaB JEJ, 3aBOAMMEIX B JICJIOMPOU3BOJICTBE
OJTHOTHUITHBIX OPTaHU3aIUH, U SIBJSICTCS HOPMATHBHBIM JIOKYMEHTOM.
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IIpumepHass HOMEHKJIaTypa JeJl yCTaHAaBIMBAaeT IPUMEPHBIM cocTaB e, 3aBOJUMBIX B
JeJIONIPOM3BOJICTBE OPraHMU3allii, Ha KOTOPbIE OHAa PacIpOoCTPaHs’ETCs, C YKa3aHHEM WX HHIEKCOB, U
HOCHUT PEKOMEHAATEIbHBIN XapaKkTepy.

«TunoBble U MPUMEPHBbIE HOMEHKJIATYPBI JIEN UCTIONB3YIOTCS JUIS COCTaBJICHUS WHANBHTyaJIbHON
HOMEHKIIATYyPBl EJ».

CBozHasi HOMEHKJATypa [eJ1 OpPTraHU3allii COCTaBIISIETCSl HA OCHOBAaHMM HOMEHKJIATYp Jell
CTPYKTYPHBIX MOApa3aeeHui, pa3pabOTaHHBIX 110 aHAJIOTHYHOH (opMe.

HomeHnknarypa nen cTpyKTypHOTO HOApa3[eNeHus COCTABISIETCSI COTPYIHUKOM MOIPA3IeIIeHHs,
OTBETCTBEHHBIM 3a JEJIONPOM3BOICTBO, COIJIACOBBIBAETCS C APXHMBOM MM C 3KCIIEPTHOW KOMHCCHEH
OpraHM3alliy, MOJIUCHIBAETCS PYKOBOJUTENEM TOAPA3JENCHNUs U YTBEPXKAAETCS PYKOBOJUTEIEM
OpraHu3alyy.

CornacHo «IIpaBunaM opraHu3any XpaHEHHs, KOMIUIEKTOBaHMSA, y4€Ta U HCIIOJIb30BaHUS
JOKYMEHTOB apXHBHOTO (OHAAa pOCCHHMCKON ¢enepauuy W APYTHX apXUBHBIX JOKYMEHTOB B
TOCY/IapCTBEHHBIX OpraHaX, OpraHax MECTHOTO caMoOylpaBieHus K opraHuzanusx» ot 07.09.2015 r.,
HOMEHKJIaTypa JeJ COCTaBJSIeTCS HAa OCHOBE M3YYEHHS COCTaBa M COJCp)KaHUS JOKYMEHTOB,
o0pasyromuxcs B IS TeIbHOCTH OPraHU3aLly.

I[Ipu cocTtaBlneHMHM HOMEHKIATYphl JIel CJAeAyeT pPYKOBOJCTBOBATHCA YUPEAUTENbHBIMU
JOKYMEHTaMH, HOJOXECHUSIMH O €€ CTPYKTYpHBIX IOIPA3IEeNeHHUsIX, IITATHBIM pAacHHCAHHUEM,
HOMEHKJIaTypOH Jiesl OpraHU3alMy 3a MPOLUIbIA IO/, OMUCAMH A€ MOCTOSHHOTO U BPEMEHHOTO (CBBILIE
10 5et) XpaHEHUs, PETUCTPALIMOHHBIMHU (OpPMaMH, BEJIOMCTBEHHBIMH W THIIOBBIMH MEPEYHIMHU
JIOKYMEHTOB C yKa3aHHEM CPOKOB X XpaHEHHs, TUIIOBBIMHU U IPUMEPHBIMU HOMEHKJIATypaMu JIeJl.

YunteiBas nonoxxenus Ilpukasza MunkyasTypsl Poccuiickoit @enepannu ot 8 HosiOps 2005 rona
Ne536 «O THMOBOH WHCTPYKIUH IO JAEJIONPOHM3BOACTBY B (PelepalbHBIX OpraHax HCIOJHHUTEIbHON
BJIaCTH» rpadbl HOMEHKIIATYP JeJT 3aIOIHSIOTCS CIEAYIOMINM 00pa3oM.

B rpade 1 HOMEHKIAaTypsl A€l MPOCTABISIIOTCA HHICKCHl KaKIOTO J€la, BKIIOYCHHOTO B
HOMEHKIIATypy.

Kaxnoe neno, BKIIOYEHHOE B HOMEHKJIATYPY, JOJDKHO UMETh MHJAEKC. MIHIEKC nena cOCTOUT U3
WHJIEKCA CTPYKTYPHOTO IMOApA3JeNeHUs] W MOPSIKOBOrO HOMEpa Jejla M0 HOMEHKJIAType B Ipenaeiax
nonpasaeneHus. WHAekcsl nen obOo3HadaroTcs apadckumu Imdpamu. Hampumep: 12-05, rme 12 -
o003HaUYeHNE CTPYKTypHOTO TmojapasfeneHus, 05 - TOpsSAKOBBI HOMep 3arojoBkKa Jefa 110
HOMeHKJaType. [lpyn Hanuuuu B Aene HEeCKOJBKUX TOMOB (YacTeil), MHIEKC MPOCTABISAETCS Ha KaXJI0M
TOME, ¢ JOOABJICHUEM «T. 1», «T. 2» U TaK J1anee.

B HOMeHKIIaType e peKOMEHAYETCsl COXPaHATh OJMHAKOBBIE MHIEKCHI Il OAHOPOJHBIX JIeN B
TIpeJieNax pa3HbIX CTPYKTYPHBIX MOIPa3AeTICHHI; T IePEXOAIINX JIEN WHACKC COXpaHsIeTCs.

B rpady 2 HOMEHKIATYpbI €71 BKIIOYAI0TCS 3aT0JIOBKH el (TOMOB, 4acTei).

3aroyoBOK Jesia JOJDKEH YeTKO, B 0000LIeHHOH (opMe OTpakaTb OCHOBHOE COJEpKAaHUE H
COCTaB JJOKYMEHTOB JIefia.

B HOMeHKknaTypy JIen BKJIIOYAIOTCA 3aroJIOBKM JIeN, OTpaKalollhe BCE JOKyMEHTHpYEMBbIe
YYaCTKH pabOThl CTPYKTYPHOT'O ITOAPA3AEICHUS.

Pexomenayem 111 OT/I€TIa KaIPOB BECTH CIIEAYIONIYI0O HOMEHKIIATYPY Ae:

1. HopmatnBHO-TIpaBOBBIE aKThI, PETYIUPYIOINIUE PA0OTy OTAeNa KaJpoB.

2. TatHOE pacnrcaHue.

3. [Tonoxxenue 06 oTaeNe KaapoB.

4. JIOKyMEHTBI TI0 TIOATOTOBKE U MEPENOIrOTOBKE pAOOTHUKOB, TIOBBIIICHHIO
KBaJTM(DMKALINY, TJIAHBI, IIPOTPAMMEI U TaK Jajee.

5. [lepenucka ¢ ApyruMHU OpraHU3alsIMU TI0 BOIIPOCAM MOBBILICHUS TPO(HECCHOHATBHOM
KBaJM(UKAIIUK, TIOUCKA KaJJPOB U TaK Jialee.

6. [Ipukasbl 0 mprueme, yBOJbHEHUH PAOOTHHUKOB.

7. [Ipukassl 0 TOOMWPEHNSAX, NPUMEHEHNH AUCLHUILIMHAPHBIX B3bICKAHHH.

8. IIpuka3el 0 KOMaHAUPOBAaHUU.

9. IIpukasbl 0 mepeBoie Ha APYTYIO paboTy, MOBBIIIIEHUH B JTOJDKHOCTH.

10. I'padux oTmyckoB.

11. JomKHOCTHBIE MHCTPYKUMH PaOOTHUKOB OpraHU3alHH.

12. TpymnoBbie JOrOBOPEI.

13. JloroBophbl 0 MOJHON MaTepuaaIbHOW OTBETCTBEHHOCTH.

14. TaGenb ydyera pabodero BpeMeHH.

15. KaproTeka mTuaHBIX €71 paOOTHHUKOB.

16. KapTtoTeka TpymoBbIX KHHKEK.
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17. KaproTeka muaHbIX KapTodeK paboTHUKOB (popma NeT-2, NoeT-2I"C(MC)).

18. KaproTeka akToB (K BBIICICHHIO HA YHHUITOKEHNE JOKYMEHTOB, O TPUEMKe-Tiepeade
JIeN U IpYTHeE).

19. Kypnan yueta npuema, nepeBoja, yBOJIbHEHHUS PAOOTHUKOB.

20. XKypnan ygera Bb1aun KOMaHAWPOBOYHBIX yIOCTOBEPEHHH.

21. KypHnan ygera BOEHHOOOSI3aHHBIX.

22. Kypnan yueTa nprka3zoB 1mo Tu4HOMY cocTaBy (MOXKHO peKOMEHI0BAaTh BHIICIUTD

JKypHan ygera mpuKkazoB O MperoCTaBIeHHH OTITYCKOB M KOMaHAUPOBaHUN PaOOTHUKOB, KOTOPBIE UMEIOT
cpoku xpaHeHws 3 u 5 neT u JXKypHan ydera Apyrux KaJpoBEIX IPUKA30B).

23. Kypnan yueTta TMYHBIX A€, TUYHBIX KapTOUYEK, TPYIOBBIX JOTOBOPOB.

24, ’Kypnan yueTa BbIJauu TPYJOBBIX KHIDKEK U BKJIABIIICH K HUM.

25. KypHan ydera TUYHBIX 3asBIEHUI paOOTHHKOB.

26. Kypnan yueTa BbIJauu CIpaBoOK O 3apa0OTHOM I1aTe, CTaxKe, MecTe paboThl U TaK Jajiee.

B HOMeHKIaTypy nies1 He BKIIIOYAt0TCs EPUOINIECKIE U3aHMsL.

B rpade 3 HOMEHKIATYpHI IeT yKa3bIBA€TCS KOJIMYECTBO J1ed (TOMOB, yacTet). OHa 3amomHsIeTCs
10 OKOHYAHUH KaJIEHAAPHOr0 rofa.

B rpade 4 yka3pIBaroTcs cpok XpaHeHHs Jelia, Homepa cratei mo nepeunio (IlepeueHb THIOBBIX
YIPaBJIEHYECKUX JOKYMEHTOB), @ P €r0 OTCYTCTBHUH - 110 TUIIOBOH WJIM IPUMEPHON HOMEHKIAaType Jedl.

B rpade 5 «lIpumedanne» yka3pIBaloTCsl Ha3BaHUE MEPEUHEH TOKyMEHTOB, UCIOIB30BAHHBIX ITPH
OIpesieIeHNH CPOKOB XpaHEHUs JIeJl, B TeUEHHE BCETO CpoKa JEHCTBUS HOMEHKJIATypbl MPOCTaBISIOTCS
OTMETKH O 3aBEJCHUH JIeJI, O MEPEXOAAIINX Aeiax (Hanpumep, nepexopsiee ¢ 2004 rona), o BEICICHUH
JIeJl K YHUYTOXKEHUIO, O JIMLAX, OTBETCTBEHHBIX 32 (OPMUPOBAHKE JIEN U IPyTHUE.

ITo oxoHuanuu ACIOMPOU3BOACTBECHHOI'O I'0Jia B KOHIIE HOMCHKJIATYPhI €I 3aMCHACTCA UTOroBasd
3allUCh O KOJMYECTBE 3aBEICHHBIX JieJI (TOMOB), MO pa3liesiaM MMOCTOSHHOTO M BPEMEHHOTO XpaHEHHUS:
cBpie 10 get u 1o 10 et BKIIOYHATENBHO.

B ToM ciyuae, eciu opraHu3anus caaeT JOKYMEHTHI Ha TOCYAApCTBEHHOE XpaHEHHE, TpedyeTcs
CorJacoBaHME HOMEHKJATYpHl Jied ¢ OkcnepTHo-TipoBepouHoi kommccueil (OIIK) rocymapcTBeHHOrO
apxuBa. Homenknarypa nen opranuzanuu odopmisieTcs: Ha obuiem OiaHke.

Hnst ynobcTBa MCHOJIB30BaHUS HOMEHKIATypa AeJl, KaK MPaBHIIO, COCTABISETCS B HECKOJBKUX
OK3EMILIApax, JId KaXJI0ro CTPYKTYPHOTO MOAPA3ACIICHUA U JIMIla, OTBETCTBCHHOI'O 3a apXUB.

Homenknarypa nen Ha mpeAcTOSIIMN KaleHIapHBIA TOJ COCTaBISETCS B MOCTEIHEM KBapTaje
TEKYIEero roja.

Homenknarypa nen mepecocTaBisieTcss M COIVIACOBBIBAETCS 3aHOBO B Cllyyae KOPEHHBIX
W3MEHEHUH (QYHKIMHA U CTPYKTYPBl OPraHU3alyu, HO HE peXe OJHOr0 pa3a B MATh JeT. ExerogqHo oHa
YTOUHSIETCS, YTBEPXKAAETCd PYKOBOOUTEIEM OpraHU3alMd M BBOOUTCA B JeiictBue ¢ 1 sHBaps
CJIEIYIOIIETo roja.

TCKYHIee XpaHCHHUE JOKYMCHTOB ONPCACIIACTCA HE TOJBKO IMOHATHEM HOMCHKIIATYPHBI [€JI, HO U
(hopMHUPOBaHUEM JIEIT.

JIOKyMEHTBI, KOTOpblE HE HAXOAATCS Ha pyKax y HCIOJHHUTENEH, NpU HUX XpaHEHHU
TPYNITUPYIOTCS TaK, YTOOBI MOXHO OBUIO OBICTPO HAWTH HYXHBIH JOKYMEHT W WHpoOpManui. JTta
Ipolesypa Ha3blBaeTcs «(hOPMUPOBAHUEM JEIIaY.

®opmupoBaHHE A€ - TPYNIUPOBKA HCIOIHEHHBIX JOKYMEHTOB B J€Jla B COOTBETCTBUHM C
HOMEHKJIaTypOH JIeJl M CUCTeMaTH3alusl TOKYMEHTOB BHYTPH JeIa.

@OpMHUPOBAHUEM JECNI B CTPYKTYPHBIX IOAPA3ACICHUSAX 3aHUMAIOTCS JIMIA, OTBETCTBEHHBIE 3a
JokyMmeHTanuoo. KoHTponb 3a mpaBHIbHBIM (OPMHPOBAHUEM JIeJI B OPraHU3allMd U €€ CTPYKTYPHBIX
NOJpPA3JeNCHUAX  OCYLIECTBIISIETCS CIY:KOOH  JOKyMEHTAllMOHHOTO OO0ECHeYeHHs WM  JIMLOM,
OTBETCTBCHHBIM 3a NOKYMCHTAIHIO.

dopMupoBaHUE J1e]1 IPOUCXOAUT CIIELYIOLUM 00pa3oM:

1. NMOMCHIICHUC NOKYMCHTOB (TOJ'H:KO HCIIOJIHCHHBIX ,Z[OKYMCHTOB) B ACJI0, KOTOPLIC 11O
CBOEMY COACPKAHUIO COOTBETCTBYIOT 3ar0JIOBKY JI€J1a,
2. PpacCiojioK€HNE JOKYMEHTOB BHYTPH ACJia B OHpeHeHeHHOﬁ IIOCJICAOBATCIIbBHOCTHU

(XpoHOJIOTMYECKON WK TI0 a(aBuTy).

[Ipu dbopmupoBanum nen HEOOXOOUMO COOMIOAATH CIENyIOUIe TpeOOBaHUs, 3aKpEIJICHHBIC B
«[TpaBunax opraHu3anuy XpaHeHHs, KOMIUICKTOBaHUS, YI€Ta U HCIOJIB30BaHMS TOKYMEHTOB apXHBHOTO
donna poccuiickoli enepanny U JPYyrux apXUBHBIX JOKYMEHTOB B TOCYIapCTBEHHBIX OpraHax, OpraHax
MECTHOT'O caMOyTIpaBieHus U opranuzanusx» ot 07.09.2015 r.:

. JIOKyMEHTBI IIOCTOSIHHOTO ¥ BpEMEHHOT'O XpaHEH!sI HE0OXOIMMO I'PYIIHPOBATH B
OTZAEJbHBIC JeTa.
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. Bruttoyats B [1€710 110 0THOMY 3K3EMIULIPY KaKA0T0 JOKYMEHTA.

. I'pynnupoBats B €510 JOKYMEHTBI OJJHOTO KaJI€HOAPHOIO I'0Ja; UCKII0UEHHE
COCTABIISIIOT: MEPEXOsIIKe Aema; CyAeOHbIe 1ea; B TOM YHCIe JIUYHbIE Jefia, KOTOpble JOPMHUPYIOTCS B
TE4eHHE BCEro nepruoa paboThl JAHHOTO JIMIA B OpraHU3alUU U JpyTHE.

o Jeno nomxHo comepxaTh He Oostee 250 IMCTOB, IpH TOJIITHUHE He Ooiee 4 cM.

. B neno nomMemaroT JOKyMEHTHI, KOTOPBIE 110 CBOEMY COJCPKAHUIO COOTBETCTBYIOT
3aroJIOBKY JieJia, IPY 3TOM 3alpelacTcs IPYNIHpOBaTh B Jejia YepHOBBIE U TyOJIETHBIC SK3EMILIPHI
JOKYMEHTOB (32 UCKJIFOUE€HHEM 0C000 IICHHBIX), a TAK)KE JOKYMEHTBI, OJIC)KAINE BO3BPaTy.

. BayTpu nena 1oOKyMEHTHI JOJIKHBI OBITh PACIIOIOXKEHbI TaK, YTOObI OHH IO CBOEMY
COJIEp’KaHUI0 TI0CIEI0BATEIbHO OCBELIANIN ONIPeIEIeHHbIE BONPOCHI. [Ipy 3TOM TOKYMEHTHI
pacnosararoTcsi B XpOHOJOTHUECKOM MOPsIIKE (BXOASAMIUE - IO JaTaM MOCTYIUIEHUs, HCXOSIINE - [0
JaTaM OTIPaBJICHUS) WM 110 an(aBUTy aBTOPOB U KOPPECIOHAECHTOB. XPOHOJIOIHIECKas
M0CJIe0BATEIFHOCTD PACHIONI0KEHHUS JOKYMEHTOB HauMHAETCs OT Oojiee paHHUX MO AaTaM JOKYMEHTOB U
3aKaH4YMBaeTCs OoJiee MO3AHUMHE JaTaMu.

. [TpunoxxeHust K JOKyMEHTaM, HE3aBUCUMO OT JaThl UX YTBEPKIACHUS MM COCTaBJICHUS,
MIPUCOEUHSIOTCS K JOKYMEHTaM, K KOTOPBIM OHHU OTHOcATCS. [IpmnoskeHus o0bemMom cBbite 250 TUCToB
COCTaBJIAIOT OTILCHBHLIﬁ TOM, O YEM B JOKYMCHTC ACJIaCTCA OTMCTKA.

o IIpuka3el M0 OCHOBHOM AEATENBHOCTH TPYIITUPYIOTCS OTAEIBHO OT MIPHKA30B 110
JUYHOMY COCTaBY.
. IIpuxa3el o TUYHOMY COCTaBY I'PYNIUPYIOTCA B Jiefla B COOTBETCTBUU C

YCTaHOBJICHHBIMHU CPOKaMU UX XpaHeHus. LlenecooOpa3Ho mpu 60nbIHX 00beMax JOKYMEHTOB PHUKa3kI
TI0 JINYHOMY COCTaBY, Kacaroliecs Pa3INuHbIX CTOPOH AESTEIbHOCTH OpraHr3aluy (IpueM Ha padoTy,
YBOJIbHEHHE U TIepeMellleHne, KOMaHAUPOBKY U Tak Aajiee), TPYNIUpOBaTh B OTAEIbHBIC eTa.

° I[OKYMCHTI)I B JIMYHBIX ACJIaX pacCIIoIararoTcs B XpOHOJIOTHYCCKOM MNOPAJAKE 110 MEPE UX
HOCTYTUICHHUSL.

. JIuneBble cueTa pabOYMX U CITy’KaIUX 110 3apabOTHOH IUIaTe TPYNIUPYIOTCS B
OTJIeNBHBIE JIeNla M PACIOJararoTcs B HAX Mo alihaBUTy paMuini.

. [Mpennoxenus, 3asiBICHAUS U KaI00BI TPaXKAAH IO BOIPOCaM pabOThl OpraHU3alluK U BCe

JOKYMEHTBI IO MX PACCMOTPEHHUIO ¥ UCIIOIHEHHIO IPYNITUPYIOTCS OTAEIBHO OT 3asBJICHUI rpaxkJiaH 110
JMYHBIM BOIPOCAM.

) [Mepenvicka rpynmnupyeTcs, Kak IpaBuiio, 3a KaJICHIAPHBIN TOJl 1 CUCTEMAaTU3UPYeTCs B
XPOHOJIOTMYECKON TIOCJIEAOBATEIbHOCTH, JOKYMEHT-OTBET IOMEIAETCS 3a JOKyMeHTOM-3anpocoMm. [1pu
BO300HOBJIEHUH MIEPENICKH IO OIPECIICHHOMY BOIPOCY, HAauaBIICHCs B PEABIAYILEM IOy, TOKYMEHTHI
BKJIFOYAIOTCS B JIENO TEKYIIEro rojia ¢ yKa3aHueM HHJIEKCa Jieja Mpe bl Iylero roja.

Pernamenrtauuss paboTbl apxuBa MO JUYHOMY COCTaBy HMeeT cBoro crenuduky. JlroOoi
JOKYMEHT, BHE 3aBHCHUMOCTH OT LEJM €ro CO3AaHus, MecTa, BPEMEHH BO3HHMKHOBEHHUS, aBTOPCTBA
CoJiepKUT MH(MOPMAIINIO, KOTOpass MOXeT ObITh BOoCTpeOoBaHa depe3 HeKWi BpemeHHOW mepuon. E.B.
AJnekceeBa OTMEYAET, YTO 0CO0OE MECTO CpelHM apXUBHBIX JOKYMEHTOB 3aHUMAIOT JOKYMEHTHI II0
JMYHOMY COCTaBY, KOTOPbIE OTPaKalOT TPYAOBBIE OTHOIIEHUs paboTHUKA ¢ paboromareneM. (P3-125
«O06 apxuBHOM zene B Poccuiickoit deneparumy» 1.3 cr.3). 3a 3Toii GOopMyITHPOBKOI 3aKOHA CKPHIBACTCSI
KOMILJIEKC JIOKYMEHTOB YPE3BBIYAWHO BaXKHBIH IS KAKAOTO uelloBeka. IMEHHO Ha OCHOBaHUU
uHpOpManuy, 3aQUKCUPOBAaHHOM B JOKYMEHTaX IO JIMYHOMY COCTaBy, BO3MOXXHO, B CiIydae
HEOOXOAUMOCTH, NOATBEPAUTh CBOU TPYHOBOH CTax, 3apabOTHYIO IJIaTy, MHBIE COLUAIbHBIE JIBIOTHI,
roJjiararoyecs rpaxJaaHuHy Mo 3aKOHOJ1aTeNbCcTBy PD.

OpHako 1y TOro, yToObI HH(pOpPMaIHs, 3a)UKCUPOBaHHAS B JOKYMEHTaX I10 JITYHOMY COCTAaBY,
uMena OPUANYECKYI0 CHIY, JOJDKHBI OBITh BBIIIOJHEHBI, KAK MHHUMYM, TPH YCJOBHUS: CO3JaHHE U
COXpaHEHHUE ITUX JIOKYMEHTOB B OpPraHHM3alUsAX pa3HbIX (GOpM COOCTBEHHOCTH W, B CIy4ae JIMKBHJAIIHU
opranuzanuy 0e3 MmpaBolpeeMHUKa- Tiepeiada WX Ha roCyJIapCTBEHHOE XpaHeHUe. AJITOPUTM JeHCcTBUI
npormcad B M.aL.8,10 cr. 23 @3-125 «O6 apxuBHoM pnene B Poccuiickoit ®enepaunmn». «llpu
JTUKBUJIAIMHA TOCYJIAPCTBEHHBIX OPIraHOB, OPraHOB MECTHOTO CaMOYIPaBJICHHS, TOCYIapCTBEHHBIX WU
MYHUIIMIIATGHBIX OpTaHW3alli BKJIIOYEHHbIE B coctaB ApxuBHoro (onnma Poccuiickoit denepanuu
JOKYMEHTBI, TOKYMEHTHI IO JIMYHOMY COCTaBy, & TaKKe apXUBHBIE JOKYMEHTBI, CPOKH BPEMEHHOTO
XpaHEHHS KOTOPBIX HE HCTEKIH, B YIOPSAOYEHHOM COCTOSHHUHM TIOCTYMalOT Ha XpaHEHUE B
COOTBETCTBYIOIIUN TOCYIapCTBEHHBIN WIJIM MYHUITUTIAJILHBINA apXUB.

[Ipu nuKBUZAIMM HETOCYINAPCTBEHHBIX OpraHM3allUil, B TOM YHCIIE B pe3yjbTaTe OaHKpPOTCTBA,
oOpa3oBaBIIMecs B MPOLECCE UX AESATEIBHOCTH M BKIIIOYEHHBIE B COCTaB ApXUBHOTO (poHna Poccuiickoit
Denepanuu apXUBHBIE TOKYMEHTHI, JOKYMEHTHI I10 JITUHOMY COCTaBy, a TaKXKe apXUBHbBIE JOKYMEHTHI,
CPOKM BpPEMEHHOIO XpaHEHUS KOTOPbIX HE MWCTEKJIM, IIepellaloTcs JIHMKBUIALMOHHOM KOMHCCHHU
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(IMKBUAATOPOM) MJIM KOHKYPCHBIM YIIPaBILIIOILMM B YIOPAJOYCHHOM COCTOSHHM Ha XpaHCHHE B
COOTBETCTBYIOIIMH T'OCYAAapPCTBEHHBIM WM MYHULMIANbHBIA apXWB Ha OCHOBAaHMM JOIOBOpa MEXIY
JTUKBUIAMOHHON KOMECCHEH (JIMKBUAATOPOM) WIIM KOHKYPCHBIM YIPaBISIOUIMMHU TOCYIAPCTBEHHBIM
WIM MyHHLUIAJIBHBIM apXuBOM. [Ipu 3TOM THKBUIAMOHHAS KOMUCCHS (JTMKBHIATOP) WIM KOHKYPCHBIH
YIPaBISIONIMNA OPraHu3yeT yIOpsAA0UYEHUE apXUBHBIX TOKYMEHTOB JINKBUIUPYEMON OpraHU3aluy, B TOM
YHcie, TUKBUIUPYEMOH B pe3ysibTaTe OaHKPOTCTBAY.

Baxxno otMeTuth, uTOo B CcOOTBETCTBUH ¢ PepepanbHbIM 3aKOHOM «O HECOCTOSTETBHOCTH
(6aHKpOTCTBE)» B pemakuuu, AeicTByromei ¢ 5 mapra 2012r, B cr. 129 cka3aHO, 9TO « KOHKYpPCHBIA
yIpaBIsIOMIMN 00513aH ...NepeJaBaTh Ha XpaHEeHHE JOKYMEHTHI JOJDKHUKA, OJIeKaIINe 00513aTeIbHOMY
XpaHEHHIO B COOTBETCTBHU C (elepanbHbIMU 3akOHaMH. [lopsmok W yCIOBHs mepenadd JOKYMEHTOB
JODKHUKA Ha XpaHCHHWE YCTAHABIMBAIOTCS (eaepalibHBIMU 3aKOHAMH M WHBIMH HOPMAaTHBHBIMH
MpaBoBBIMU akTamu Poccuiickoit denepaimy.

Cnenyer mnoHUMATh TMOJA  ONPENCIEHUEM <«WHBIE HOPMATUBHBIE TIPaBOBbIE akThl Pdy,
perIamMeHTHpYIOLIUe Tepeady Ha TOCYyJapCTBEHHOE XpaHEHHE JOKYMEHTOB IO JIMYHOMY COCTaBy,
npexae Bcero aBa Pacnopsokenust IlpaButenbctBa Poccuiickoit denepanumu, OpUHATBIX B NEPBOM
nonoBrHe 1990-x romoB. HeoOX0aMMOCTh TOCYIapCTBEHHOTO PETYIMPOBAaHUS BOIMPOCOB OOeCTIeUeHUs
COXPaHHOCTH JOKYMEHTOB IO JIMYHOMY COCTaBy B Hadane 1990-X romoB crosjia 4pe3BBIUYAHHO OCTPO U
Opita cBszana mocie pacnana CCCP ¢ nukBupanuell OpraHOB YIpPaBIEHUS W WHBIX YUYPEXKICHUH U
OPEANPHUIATUH COIO3HOTO U PECIyOJIMKAHCKOrO IMOJYMHEHHS, a TaKKe C CO3JAaHHEM 3HAYUTEIHHOIO
YHCIIa HErOCy/IapCTBEHHBIX OpPTaHM3aldid BO BCEX OTPACISAX SKOHOMHUKH M OOILIECTBEHHOW XH3HH U HE
BCETJa COOJIIOJABIINX HOPMATHBHBIE TPeOOBaHUS MO AOKYMEHTAIIMOHHOMY OQOPMIICHUIO TPYIOBBIX
OTHOLIEHWH C COTPYIHUKaMM, W, KaK CJICACTBHE, JIMIIABIIME HX BO3MOXXHOCTH B JAajJbHEHIIEM
JMOKYMEHTAJIBHO TOJATBEPAUTh TPYAOBOM CTaX M T.J. OTO TPO3WIO CEPHE3HBIMU COLUATBHBIMU
IIOCJICACTBHUAMMU.

Wrak, nmns obOecriedeHwss conMaibHOW ¥ TPAaBOBOM 3allUMTBl TpaxknaH PacmopsokeHue
[IpasurensctBa PO ot 23.04.92 No781-p 00s3b1Basio B IENSAX MPEIOTBPAIICHUS YTPATHI JOKYMEHTOB 10
JIMYHOMY COCTaBYy, a4 TAK)KEC YIYUHICHUA UX XPAaHCHHA U UCTIOJIb30OBAHUA :

«1. YcTaHOBUTH, YTO JINKBUAWPYEMBIE IPEANPUATHS, OpTaHU3AIMH. ..U UHBIE OpraHU3aIl[IOHHBIE
CTPYKTYpBI, HE3aBUCUMO OT (POpPMBI COOCTBEHHOCTH, MEPEAAIOTCS HAa XPaHEHHE HMPABOIIPEEMHHKOM HIIU
MIPH €r0 OTCYTCTBUU BBILIECTOSIIEMY 110 TIOJYHHEHHOCTH OpPraHy JOKYMEHTHI 10 JINYHOMY COCTaBY....».

Kpome toro, manHoe PacnopspkeHue Bo3Naraio Ha roCyJapCTBEHHYIO apXHBHYIO ClIyxO0y P®
00513aHHOCTH 0 O0ECHEYEHHIO COXPAaHHOCTH IOKYMEHTOB IO JIMYHOMY COCTaBYy JIMKBHIMPOBAHHBIX
opranuzanuid Bcex (opM COOCTBEHHOCTH, HE HMEBLIMX IPABONPEEMHHMKA WM BBILIECTOALIETO II0
MOJJUMHEHHOCTH OpraHa. B opraHuM3aiiioHHOM IUlaHe OBLIIO PEKOMEHJIOBAHO OPraHOM HCTIOIHUTEIBHOM
BJIACTH B HEOOXOAMMBIX CIy4asX CO3/1aBaTh apXWBbI JJIl XPAaHEHHS M HMCIOJIb30BAaHUS JOKYMEHTOB IO
JIMYHOMY COCTaBY.

He menee 3naunMbiM 0610 M ocTtaérest Pacniopsbkenue [IpaBurenscrBa Poccuiickoii @eneparyn
ot 21. 03. 1994 Ne358-p, B KOTOPOM OTHOCHUTEIHHO COXPAHHOCTH JOKYMEHTOB IO JTUYHOMY COCTaBY «
BBICBOOOXKIAaeMbIX ~ paOOTHHUKOB B pe3yibrare oOpa3oBaHMs, pPEOPraHM3allMd U JIMKBUIALWUU
FOPUINYECKUX JIUI] OBUIO pEKOMEHJOBAHO:

«1. YapemuTtensiMm BHOBH OOpa3yIONIUXCS IOPUAMYECKHUX JIHII, SIBJLFOIIUXCS FOPUINYECCKUMH U
HEKOMMEPYECKUMH OpTraHU3allMsIMH, BKIIOYaTh B CBOM YUPEOUTEIBHBIE JIOKYMEHTBHI IOJOXKEHHS,
Kacaroliecs: ydéra M COXPAHHOCTH JOKYMEHTOB IO JMYHOMY COCTaBy, a TaK)X€ CBOEBPEMEHHOMN
nepesaye WX Ha TOCYIApCTBEHHOE XpaHEHHE B YCTAaHOBJICHHOM TMOPSAAKE MPH PEOpPTaHU3allié WIN
JUKBUJAIVH FOPUINYECKOTO JINIA.

2 denepanbHBIM OpraHaM HCIIOJIHUTENBHON BiacTH cyObekToB Poccuiickoit deneparuu
OCYIIECTBIISITh TOCYJAPCTBEHHYIO PETUCTPAIMIO YUPEIUTENBHBIX JOKYMEHTOB Ha NMPHOOpPETEHUE IpaB
IOPUIUYCCKOIo JIMOa IIpU HAJIWYUU B HHUX HOHO)KCHI/Iﬁ, MMPpEAYCMOTPCHHBIX B ITYHKTC 1 HaACTOALIETO
PacOpsKEHUS. .. ».

Takum 00pazom, ObUI OQOPMIICH MPAaBOBONH MEXaHW3M, IMMOJPAa3yMEBAIOIINI OTBETCTBEHHOCTD
OpraHM3alMd 3a CO3JaHWE M COXPAaHHOCTh JOKYMEHTOB II0 JIMYHOMY COCTaBy W 00s3aTelIbCTBa
rocyJapcTBa MPUHATH Ha JOJITOBPEMEHHOE (2 OTAEIbHbIE KOMIUIEKCH W Ha MOCTOSHHOE) XpaHEHUE ATH
COLIMAJIbHO-3HAYHMBbIE MaTEpHaJIbI.

BaxxHo HanlOMHUTH, YTO apxuBbI (IIPEXIE BCETO TOCYIAPCTBEHHbIE M MyHULIUIIAIIBHBIE, & TAKXKe
apXMBbl OpPTraHU3alMi) SBIAIOTCS aTpUOYTOM IOCYIApCTBEHHOCTH, €€ IPaBOBbIM rapaHtoM. OHU HecyT
00si3aTeNbCTBA  TEpeA TOCYJapCTBOM M TPAKAAHUHOM B JOKYMEHTAJIBFHOM MOATBEPXKICHUH HX
IOPUIMYECKUX IIPaB U COLMATIbHBIX FapaHTHH.
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Bo wucmomaenne »tmx Pacnopspkenmii  [IpaBuTenbcTBa OBUTM CO3MaHBI B OOJBIIMHCTBE
cyOpexkToB P® crenmumann3vpoBaHHBIE apXWBBI JTOKYMEHTOB IO JIMYHOMY COCTaBy. B ocCTambHBIX
CyObeKTax JOKYMEHTHI 0 JJMYHOMY COCTaBY MOTYT XPaHUTBCA B TOCYAapCTBEHHOM apxuBe, 100 B
OpraHe YOpaBJICHUS AapXUBHBIM JIEJIOM, COBMeIIaloumleM (YHKIWU YIpPaBICHUS apXWBHBIM JEJIOM M
XpaHEHHE JOKYMEHTOB. BakHyl0 pOJb B COXpaHEHHH JJOKYMEHTOB II0 JIMYHOMY COCTaBy
JTUKBAIUPOBAHHBIX OPTraHU3AINi, B TOM YHCIE M B pe3yjbTare 0aHKPOTCTBA, UTPAIOT MYHHUIIUITAIbHBIC
ApXUBBI.

Bun matepuaioB KaTeropuu TOKyMEHTOB I10 JITYHOMY cocTaBy. OOpaTuMcs 32 TOMOIIBIO K HBIHE
JIEHCTBYIONEMY HOPMAaTUBHOMY TOKyMeHTy «llepedHio THIOBBIX yIpaBIEHUYECKHX apPXHUBHBIX
JOKYMEHTOB, 00pa3yIoLIMXcs B MPOIIecce AATEIHOCTH TOCYyIapCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO
CaMOyIIpaBJiCHHWs] M OpraHW3aluii, C yKa3aHHeM CpokoB xpaHeHus». (M. 2010 3aperucrpupoBaH
Munroctom Poccum 8 centsaops 2010r. Per.Ne 18380). IlepedeHs BKIIOYAET TONBKO THITOBBIC
yIpaBlieHYECKHUEe JOKYMEHTHI, OoOpasyloluecss B Mpolecce AeSTeNbHOCTH OpraHu3anuii Bcex (opm
coOcTtBeHHOCTH. B mepByro odepens Hac OynyT MHTEpPECcOBAaTh Paslielibl, COAEPKAIINE JOKYMEHTHI IO
OpraHm3aIyy, HOPMUPOBAHHIO, Tapu(DHUKAINH, OIUIaTe U oXxpaHe Tpyaa (Pazmen Ne7), a Takxke TOKYMEHTHI
0 paboTe ¢ KaapaMmu: MpuéMe, ImepeMenieHIH, YBOJIFHEHUN Pa00OTHUKOB, TTOBBIIICHUN WX KBATH(UKAIIIH,
MPOBEJICHUM aTTecTaluy, a Takke HarpaxiaeHun (PasmenNe8). Kpome Ttoro, ciemyer mnpuBieysb
IokyMeHThI u3 Paznena Ned «YyeT u 0TUETHOCTBY, CBSI3AHHBIE C OIUIATON TpyJa U APYTMMH BBIILIATAMU
COTPYTHHUKAM.

HopmaTuBHBIE CpOKM XpaHEHHMS JOKYMEHTOB II0 JIMYHOMY COCTaBy YYHUTBIBAIOTCA IIPH
COCTaBJICHMH B Ka)KJI01 OpraHU3alliy BEeIOMCTBEHHBIX (JIOKAJbHBIX) HOPMATHBHBIX aKTOB: HHCTPYKIIHIA,
TIPaBWJI, TOJIO)KEHUH B KOTOPBIX H3IJIOKEH MOPSIIOK COCTABICHUS HOMEHKIATYPHI Ael, (popMHpOBaHUs
U oQOpPMIICHUSI [IeJI, COCTaBJICHHUS HAayYHO-CIIPABOYHOTO ammapara, MOATOTOBKH AEN K apXHBHOMY
xpaHeHuto. [1oaroToBka JOKYMEHTOB MO JIMYHOMY COCTaBY K JJIMTEIBHOMY XpAaHEHHIO HAUMHAETCs Ha
CTa/INY COCTABJICHUS HOMEHKIIATYPHI Ie] ¥ (GOPMUPOBAHUS 1€ B JIEIIOTPON3BOJICTBE.

OCHOBHBIMH HOPMAaTHBHBIMU JOKYMEHTAMH, B KOTOPBIX YCTaHOBIICHBI 001IHe TPeOOBaHUS 110 3TH
BompocaMm sBisArOTCS «lIpaBuna opraHuzalvu XpaHEHMs, KOMIUIEKTOBAaHUS, y4€Ta M HCIIOJIb30BaHUS
JOKYMEHTOB apXHMBHOTO (OH/Ja POCCHIMCKON denepau ¥ JAPYTHX apXHBHBIX JOKYMEHTOB B
rOCYJapCTBEHHBIX OpraHax, opraHax MECTHOrO caMoyIlpaBieHus U opranuzauusax» ot 07.09.2015 r. u
«[IpaBuia nenonpon3BoJCTBa B (elepalibHBIX OpraHax HCIONHUTEIbHON BIACTH», YTBEPXKICHHBIC
noctanoByieHueM [IpasutensctBa P® ot 15.06. 2009 1.Ne477.

KitoueBbIM sIBIISIETCSI BOIIPOC JOCTYIA TOJIh30BaTENe K JOKyMEHTaM IO JIMYHOMY COCTaBy B
TOCY/IapCTBEHHBIX M MYHHIIMTANBHBIX apxuBax P® w opraHu3anuu moib30BaHusI UMU J{OKyMEHTBI 10
JUYHOMY COCTaBY, TIO CYTH, SIBJISIFOTCSI ICTOUHUKAMH MaCcCOBOTO MPOMCXOXKJCHHS W MX mH(popManus (B
00€3TMYeHHOM BHUJE, B COOTBETCTBHHM C HOpPMaMH JEHCTBYIOIIETO 3aKoHojaaTenbcTBa PD) morma Obl
CTaTh OCHOBOH JUISI YHHKAJIBLHBIX HCCIENOBAaHUA B OOJACTH COIMOJOTHH, AeMorpaduu, reHeaJorud u
MHOTHX JpPYTUX Hay4dHBIX HampaBiieHHd. TakuMm o0pa3oM, BBIXOJS 32 PaMKH HCIIONHEHHUS TOJBKO
COLIMANILHO-TIPABOBBIX ~ 3allPOCOB  TeX TpaxaaH, HHQopManmus O KOTOPBIX 3aHKCHpOBaHa B
JIOKyMEHTAIlNH, TIOCTYNHBIIEH Ha XpaHeHWe B apxuBbl. [lOCKONBKY, YacTh N1e1 W JOKYMEHTOB IIO
JINYHOMY COCTaBY COJIEPKAT CBEJICHUS, O JINYHOM M CEMENHON TaliHe rpakJIaHnHa, €r0 JUYHOU JKU3HU ,
CBEJICHHUS , CO3JAIOIINe YIrpo3y /sl €ero O€30MacHOCTH, CIEAyeT YpE3BbIYalHO TAaKTHYHO, C
COOJIIOJICHHEM HBIHE JICHCTBYIOLIETO 3aKOHOAATEIbHBIX HOPM HMCIIOJIb30BaTh JaHHBIE TOKYMEHTHI.

[lomoms apxuBaM W TOJIB30BATEISIM apXWBHOW HH(poOpManueld 1o CcoOMIOIEHUI0 BCEX
TpeOOBaHUI OTHOCHTENHHO WCIOJIB30BAaHUS JOKYMEOHTOB IO JIMYHOMY COCTaBy MOTYT OKa3arTh
Meronuueckne pekoMeHaanuu, noxroroieHHsle BHUUJIAL B 2009t : «OOecreueHune mocTyma
MOJIb30BaTENIeH K IOKYMEHTaM T'OCyIapCTBEHHBIX 1 MyHUIIMIABHBIX apXuBoB Poccuiickoit denepanuu u
OpraHM3anys MOJIb30BAHUS MMH», 0azupylompecs Ha HOPMax POCCHHACKOTO apXWBHOTO M CMEXHOTO
3aKOHOAATEIBCTB.

Oo6patumcst k moapazaeny 1.2.3. MeToaudeckux peKOMEHAINK , B KOTOPOM IEepEUYHCICHBI KakK
npaBa W O00S3aHHOCTH TOCYIApPCTBEHHBIX W MYHUIHMIAIBHBIX apXHBOB, TaK U IMOJb30BaTelNei
(fopuaryeckux W (UINUECKUX JIMI) MO OOECIECUYCHUIO JIOCTYNa W OPTaHW3aIMH UCIIOJIb30BAHUS
JIOKyMEHTOB TI0 JHYHOMY cocTaBy. B coorBerctBuu ¢ m.3 cr.25 @3 -125 «O0 apxuBHOM jeiie B
Poccuiickoii ®enepanuu»- apxXuB OrpaHUYMBACT JOCTYN IMOJB30BaTENEH K apXWBHBIM JelaM U
JIOKYMEHTaM, COJiepKallliM CBEJEHUS O JIMYHOM M CEMEHWHOW TailHe rpaKJaHhHA, €ro YacTHOU KW3HH,
CBEJICHHSI, CO3JAOIINE YyIpo3y ISl €ro 0e30MacHOCTH, B T€UEHHH 75 JIET cO JHS CO3JaHMs JTOKyMEHTa.
[Tocne okoHYaHMS 3TOrO NEPHOIa OTPAHUYEHHA Ha TOCTYI CHUMAIOTCS. VIcKiIIoueHneM ABIAIOTCA Jera U
JIOKYMEHTBI JIMYHOTO TPOWCXOXKACHHSA, TEepPEeIaHHbIe B apXHB Ha OCOOBIX YCIOBHSAX IOCTyNa K HEM.
CoOCTBEHHHK UMEET MPABO YCTAHOBHUTH CBOY CPOKH OTPAHUYEHHSI W YCIOBHUS AOCTYIIA.
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ApXUB TMpenoCTaBIsET JAela M AOKYMEHTHl 0e3 OrpaHWYeHHH CaMOMYy TPaXJaHUHY - CYOBEKTY
nHPOpPMAIMH, €CITd JTO HE TMPOTUBOPEUYUT 3aKOHOAarenscTBy PO (mampumep, 3akoHOM «O
rocyJapcTBeHHON TaiiHe», «O0 OnepaTHBHO-PO3BICKHOMN ESITEIBHOCTHY U Jp.) WIH JOBEPEHHOMY JIUILY
rpaxgaHuHa (P TMPEeabsBICHHM JOKYMEHTOB, YJOCTOBEPSIOIIMX JIMYHOCTb, JOBEPEHHOCTH,
0 OpPMIIEHHOI B yCTAHOBIEHHOM 3aKOHOM TTOPSIIKE).

[Tocme cmepTy TpakIaHUHA MPABOM Ha JOCTYII K ApXUBHEIM JIeJIaM M IOKyMEHTaM, COAep KaIliuM
CBE/ICHUS O TUYHOU U ceMelHO! TaiiHe, ero 4YacTHOH >KM3HU 00J1aJaf0T HACIEeAHUKY ( JJOBEPEHHbIE JIUIA
HACJIETHUKOB), €CIIM 3TO HE IPOTUBOPEYHT 3aKOHOAATENbCTBY PD. ApXwWB B3aUMOJIEHCTBYET C
HACJIETHUKAMH TIPH HAIWMYAH CBHIETENHCTBA O CMEPTH IPAKIAHMHA U TJOKYMEHTOB , IOATBEP K TAIOIITIX
UX MpaBO Ha HACJENCTBO.

Jnst apyrux KaTeropuid MoJjib30BaTeNeldl He0OXOIUMO MUCHbMEHHOE HOTapHalIbHO-3aBEPEHHOE
paspemnieHne rpaKAaHrHa (er0 HacJIeIHWKA WIH JOBEPEHHOTO JIHIA), KOTOPOE MOXET OBITH 3arpoIieHo
opraHM3anyen , HalmpaBUBLIEN MOIB30BAaTENS B apXUB, MMOJH30BATENEM , €CJIH OH - YaCTHOE JIMLO, WIH
apXuBOM TI0 TpOckOe MoNb30BaTeNsd. ApXHMBY cilelyeT BBbIAaBaTh MOJB30BATENIO TOJBKO Te Jefa U
JIOKYMEHTBI, KOTOpBIe OyIyT yKa3aHbl B pa3pelieHuu.

ApXUWB TIpeOCTaBIsIeT A0 OKOHYAHHUSA 75 JEeT co AHsS CO3/IaHus JNOKYMEHTa apXWBHBIE Jena U
JIOKYMEHTBI, COJIEpKAlIUE CBEACHUSA O JUYHOM M CEMEWHOW TallHE rpakJAaHuHa, €ro YaCTHOM KU3HU 110
MOTHBHPOBAHHOMY IIHCEMEHHOMY OOpAIICHHUI0 COTPYIHHUKAM OpraHm3anuii-hoHI000pazoBaTeNied u ux
MIPUEMHHUKOB, OPTaHOB TOCYJapPCTBEHHOW BJIACTH, OPraHOB MECTHOTO CAMOYIIPaB-JIEHUS, Cy/IOB, OPTraHOB
MIPOKYpPaTyphl, OPraHOB MPEABAPUTENILHOTO CIEICTBUSA M JO3HAHMS B MpPEJeNax MCIIOJIHEHUS MU CBOUX
CITy’K€OHBIX 0053aHHOCTEH.

ApxuB 0€3 COriacoBaHHWs C TPaXKJAHMHOM (€ro HaclleMHHKaMH) o0ecrednBaeT JIOCTYI
MOJIb30BaTeNel K JiesaM, COAepKallliM OCHOBHBIC OuMorpadUyuecKue JaHHbIC JIMIA: CBEACHUS O JIaTe U
MECTE €ro pOoXKICHHs, CMEPTH, 00pa30BaHHH, CIYKEOHBIX IODKHOCTSX (€caM 3TO HE MPOTHBOPEYHT
(denepanbHOMY 3aKOHOMATENbCTBY, Hampumep, 3akoHoM «O rocymapcTBeHHOH — TaiiHey, «O0
OTIepaTHUBHO-PO3BICKHON AESATEIHLHOCTH» W JAp. ), MOYETHBHIX YYCHBIX 3BaHHSX, HArpagaxX, BBHIOOPHBIX
JOJDKHOCTSIX, 00 OMyOIMKOBaHHBIX pe3ylbTaTaX TBOPUECKOW M HAYYHOU JEATENLHOCTH IpaKIaHnHA.

ApxuB obOecrieuyuBaeT JIOCTYIl TOJNB30BATENsl TOJNBLKO K TEM JIOKYMEHTaM WM WH(POpPMAaIUH,
KOTOpBIE OTHOCSITCS K JIMIYy B OTHOIIEHHH KOTOPOTO, OBLIO TIONy4YeHO paspemieHue o noctyne. Ecim B
Jielie HaXOJATCS JOKYMEHTBI, cojiepKaline KOH(QUIACHIMAIbHbIE CBEJICHHS O HECKOJNbKUX JHUIAX, TO
TakKue Jiella Ha PYKH IOJIb30BaTeNsIM He BhIIatoTcs. MHTepecyromas noiab3oBatenss HHGOpMAaIrs MOXKET
OBITh BBJIaHA €My B BHUJAEC AapXWBHOW CHOPaBKM WM KOMUH JOKYMEHTOB C HW3BATBIMH W3 HHX
KOH(UACHIIMATBHBIMYI CBEJCHUSAMH O APYTUX JuIax. PaspenieHne Ha HOCTYI BBIAAETCS PYKOBOIUTEIEM
TOCYJapCTBEHHOTO apXWBa WM JIMIOM, OOJaJafolliM COOTBETCTBYIOIIUMH MMOJHOMOYHSMH B
MMMCbMEHHOM BHJIE.

Takum 00pa3oM, OCHOBHBIE JIOKYMEHTHI, COCTAaBJISIFOIIME HOPMATHBHYIO 0a3y apXWBOB IIO
JIMYHOMY COCTaBy, 3TO:

1. Tpynosoii koaekc Poccutickoit ®eneparu N 197-03 30 nexadps 2001 r. Bepcus ¢
W3MEHEHUAMHA 1 noroiienusmu ot 29.06.2015.

2. ®denepanbHblii 3akoH «O0 apxuBHOM nejie B Poccuiickoit deneparinuy Nel25-d3 ot 22
okTsi0ps 2004 r.

3. [IpaBuna opraHu3anry XpaHeHHs], KOMIUIEKTOBaHUs, y4E€Ta 1 UCTIOIb30BaHUS
nokyMmeHToB ApxuBHoro ®onna Poccuiickoit denepanyiy U Apyrux apXUBHBIX TOKYMEHTOB B
TOCY/IapCTBEHHBIX OpTaHax, OpraHax MECTHOTO CaMOYIPaBIeHHs U opraHn3anugax. Mocksa — 2015 r.

4. [lepedeHp THITOBBIX YIIPAaBICHYECKUX APXUBHBIX JOKYMEHTOB, 00pa3yIoMuXcs B
MIpoLECCE AEATENLHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYTIPaBIEHUS U
OpraHM3aINii, C yKa3aHHeM CPOKOB XpaHeHus. 3apeructpupoBad Munioctom Poccnu 8 centsiops 2010 r.
Per.Ne 18380.

5. MeTtoandeckne peKoOMeHAANN «DKCIIEPTU3a LIEHHOCTH U 0TOOp B cOCTaB APXHUBHOIO
¢donna Poccuiickoit deneparun JOKYMEHTOB O JINYHOMY cOCTaBy» MpoekT 2014 1.

6. WHCTpyKIINS TI0 AETONPOU3BOACTBY oprann3anni. OIUH U3 pa3aesioB HHCTPYKIIUN
MOJKET CofiepKaTh MIPaBUIIa XPAHEHUS JOKYMEHTOB 110 JINYHOMY COCTaBY.

7. MHcTpyKIus 1o KagpoBOMy A€I0NPONU3BOACTBY OpraHU3alUH.

8. [Ipumepom nociayxar BBLAEPKKUA U3 MHCTPYKLUH 110 KaJPOBOMY AEJIONPOU3BOJCTBY

OJTHOTO BY3a.

4. JOKYMEHTBI IIO YUETY KAZIPOB.
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4.1. TpynoBast KHHXKKa paOOTHUKA — OCHOBHOM JJOKYMEHT O TPY/JOBOil IESTEIbHOCTU U TPYAOBOM
cTaxke paboTHuKa. TpynoBble KHIDKKM BEeAyTCs B MOpsiKe, NpeaycMOTpeHHOM «lIpaBunamu BeaeHus u
XpaHeHHs1 TPYAOBBIX KHW)KEK, H3TOTOBJICHHA OJaHKOB TPYIOBOH KHIKKM W oOecreueHus HMHU
paboTtonaTeneii», yTBep>kaeHHbIMU NocTaHoBieHueM [IpaBurensctBa PD ot 16 ampens 2003 r. N 225 (c
M3MEeHEHUSIMH oT 6 pespaist 2004 1.)

4.2. JInuHoe 1eno — COBOKYNHOCTh JOKYMEHTOB, COJEPIKALINX HOJIHbIE CBEIEHUS O pAaOOTHUKE U
€ro TPyIOBOH nesATenbHOCTH. JIMYHBIE Nena BeAyTcs C LENbI0 KOHUIEHTpAaLUWH Bceld MHPOpMauuu 00
OJTHOM PabOTHUKE B OTAEITHEHOM KOMIUIEKCE (IOChE).

4.2.1. JInynple nena BeayTCsS Ha BCeX paOOTHUKOB HHCTUTYTA.

4.2.2. JInanoe aeno opopmIisieTcs Iocie U3anus IpuKasa o mpreMe Ha padoty, popMupyercs B
TEUYEHHE BCEro CpoKa paboThl pabOTHUKA U IOTOJHAETCS JOKYMEHTaMHU, XapaKTEPU3YIOIUMHA TPYAOBYIO
JESITEeIbHOCTb.

4.2.3. JInunsle gena pabOTHUKOB XpaHsTCs 75 €T, pyKOBOAUTEICH OpraHU3alu — IOCTOSHHO.

4.2.4. JluuHple pena XpaHATCA B YNpaBIGHMH KaK JOKYMEHTBI CTPOTOM OTYETHOCTH.
OTBETCTBEHHOCTh 332 XPAaHEHUE JIMYHBIX €Nl BO3JIAracTcs Ha OTBETCTBEHHOIO 3a BEICHUE KaJpOBOTO
JIeJIOTIPOM3BOJICTBA PAOOTHHUKA YTIpaBICHHUS.

4.3. XKypHans! (KHUTH) yueTa — TOKYMEHTUPOBAHUE OCHOBHBIX OIEPAIUil TI0 TBIXKEHUIO TUIHOTO
cocraBa. K y4eTHBIM TOKyMEHTaM OTHOCSITCS:

nuvHbIe KapToukd ¢.T-2;

KypHaJl peTUCTpaIiK MTPUKA30B 10 JTUYHOMY COCTaBY;

YKypHaJl peTUCTPAIH TPYAOBBIX JOTOBOPOB;

KYpPHaJ PerucTpaLuy JUCTKOB

HETPYAOCIOCOOHOCTH;

TPY/AOBBIE KHIDKKH paOOTHUKOB;

KHUT'a y4yeTa ABWKCHUS TPYAOBBIX KHIKEK U BKJIABIIICH K HAM.

6. MOPAJOK IMOAIOTOBKKU W IIEPEJAYU JEJI HA XPAHEHUE B APXUKB
NHCTUTYTA

6.1. Jlns ompenenieHus IEHHOCTH KaJPOBBIX JOKYMEHTOB C IO 0TOOpAa MX Ha XpaHCHHE B
APXUB MHCTUTYTA 1 YCTAHOBJICHHA CPOKOB XpaHCHHA NPOBOANTCA SKCIIEPTHU3a ICHHOCTU JJOKYMCHTOB.

OT60p KaZApPOBBIX JOKYMEHTOB I MOCTOAHHOTO XpaHCHUA IIPOBOAUTCA HA OCHOBaAHUUN Hepe‘{Heﬁ
JOKYMEHTOB C yKa3aHHEM CPOKOB MX XPAaHCHHS W HOMEHKIATYpPBI €] IyTeM IOJHCTHOrO MPOCMOTpa
e

ITo pe3yiabTaTaM SKCIEPTU3BI IEHHOCTU JOKYMCHTOB COCTaBJIAIOTCA OIMMCHU ACT IMOCTOAHHOIO,
BPEMEHHOT'O XPaHEHUs ¥ [0 JIMYHOMY COCTaBY, & TAKXKE aKThI O BBIJICTICHHUH I K YHUUTOKCHHIO.

6.2. Ha 3aBepiueHHbIe Jena IOCTOSHHOTO, BPEMEHHOTO XpPaHEHHS M MO JIMYHOMY COCTaBy,
MPOIICIIINE JKCIEPTU3Y LEHHOCTH, OPOPMIICHHBIE B COOTBETCTBUM C HACTOSIIUMH TPEOOBAHMSMU,
€KETO/IHO COCTABIISIIOTCS OITHCH.

I[Tpu cocTaBICHUN OMUCH JIeT COOTIOAAIOTCS CIIEAYIOIIHE TPeOOBaHMS:

3aroJIOBKM A€ BHOCATCA B OIIMCh B COOTBETCTBUU C HpHHHTOﬁ cXeMoH CUCTEMATU3alluu Ha
OCHOBE HOMEHKJIATYPHI JIel;

rpadbl ONUCH 3aTOJHSIOTCS B TOYHOM COOTBETCTBUH C TEMU CBE/ICHHUSMH, KOTOPbIC BBIHECEHBI HA
00JIOXKKY Jena.

OrycH e COCTaBIISIFOTCS 110 YCTAHOBJICHHOM (hopMe B TPEX IK3EMILIIpaXx.

7. OCOBEHHOCTU O®OPMIJIEHMA AOKYMEHTOB IO OTAEJIBHBIM KAZIPOBBIM
OYHKIHWAM

7.1. [Ipuem Ha paboTy

7.1.1. JoxyMeHTbI, He0OX0uMbIe TpK 0(OpMIICHHH TIpHeMa Ha padoTy

7.1.1.1. IlepedeHb JOKYMEHTOB, CO3J]aBAEMBIX OT/IEIOM KaJpOB:

- TPyZIOBOH 10rOBOP

- IpUKa3 0 mpueMe paboTHUKA Ha paboTy

- mnaHas kaprodka (popma Ne T-2)

- JINYHOE JIeII0

- INCHMO-CBEJICHUS O TPAKIAHHUHE, ITOUISKAIEM BOMHCKOMY y4eTy M IPHHSATHU €ro Ha paboTy
(m7st UL, TTOATIEKAIIUX BOUHCKOMY YUETY).
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7.1.3.8. B TeueHue Tpex pabouux AHEH CO OHSA MpHeMa Ha paboTy CICHHAIMCT IO Kaapam
ohopMITIET JIMYHOE 1710 paOOTHUKA.
B cocraB nuuHOTO /1ea BXOAAT CIEeIyOIe JOKYMEHTHI:
- BHYTPEHHSIS OITUCH JIOKYMEHTOB JIeJia
- IMYHBINA JTUCTOK TIO y4YeTy KaapoB ¢ (poTtorpadueit
- aBTOOHMoOTpadus
- BBIMMCKA W3 PELICHUS YYEHOIO COBETa O HAa3HAYCHWU HA JOJDKHOCTH IO pe3yjibTaTaM
KOHKYpPCHOTO 0TOOpa WIIM BRIOOPOB (I HAYYHO-TIearOTMYeCKUX PaOOTHHKOB)
- KOTIHS TIPUKa3a o mpueMe Ha paboTy
- KOTIMU IOKyMEHTOB 00 00pa3oBaHUH
- TPyIOBOH 10rOBOP
B Teuyenue Bcero mepuojia paboOThl B JIUYHOE JIENIO paOOTHHKA BHOCSITCS KONHMH TMPHKA30B O
MepeBoax, MepeMeIeHUSIX, KOIMU JOKYMEHTOB O CMeHe (paMUITHK, O MOBBIIICHUN KBATU(UKAIIUHN U TIP.
PA3JIEJ 2. OTBOP U O®OPMJIEHUE AEJI, COAEP KAIIUX JOKYMEHTHI ITIO
JIMUHOMY COCTABY JJisd JOJT'OBPEMEHHOTI'O XPAHEHUS

Tema 1. dxcnepmu3sa yeHnocmu 0OKyMeHmMOG NO TUUHOMY COCHIALY

Ilo mcrteyeHnu oxmHOrO roja moOcie 3aBepllieHHs (OPMHUPOBAHUS 1el B JEJIONPOU3BOICTBE
IPOBOAMTCS paboTa MO UX NOATOTOBKE K IepeJaue Ha XpaHEHUE B apXUB yupexkaeHus. B cooTBercTBHM C
«HpaBI/IJ'IaMI/I opraHu3anui XpaHCHUsA, KOMIIJICKTOBAHUS, yqéTa U HCIOJIb30BaHHUA JOKYMCHTOB
apxuBHOTO (OHOA POCCHHCKOW (enepalii U JPYTUX apXWBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX
opraHax, OpraHax MECTHOTO caMOyIpaBjieHus u opranumzauusx» oT 07.09.2015 r. B apxuB MOCTYNarOT
JIOKYMEHTBI, B TOM YHCJIE 10 JTUYHOMY COCTaBy, HE MO3/IHEE YeM yepe3 TPU Toja IMOcie 3aBEepIICHUs X
(dbopMHpOBaHUs B AETOMPOU3BOACTBE.

Jena nepenaroTcsi B apXUB B YHOPSIOYCHHOM COCTOSHUM IO CIATOYHOW OMHUCH. JJOKyMEHTHI IO
JIMYHOMY COCTaBY BBIICJISIOTCS B OTAEIBHYIO IPYIILY, CUCTEMAaTH3UPYIOTCSI 000COOIEHHO U BKIIFOYAIOTCS
B CAMOCTOSITEJIbHYIO OIUCh.

[MoaroroBka TOKYMEHTOB K JUIUTEILHOMY XPaHEHHUIO BKIIFOYAET B ce04:

1. MPOBEICHUE YKCIIEPTU3BI IEHHOCTH JIOKYMEHTOB;

2. odopmIiieHue ae;

3. COCTaBJIEHHE OMNHCEed W HAy4YHO-CIIPABOYHOIO ammapata K HuM (ykasaTeneid,
OTJIaBJICHUN).

[Ipu npoBeneHrMM SKCHEPTH3BI LEHHOCTH AOKYMEHTOB B KaIpOBOH ciyxOe MpoBOIUTCS OTOOD
JIell C JIONTOBPEMEHHBIM CPOKOM XpaHeHHs (cBbimie 10 yier) ans mepefaud B apXuB yUPEKICHHS,
BBIJICJIEHHE K YHUUTOXEHHUIO TOKYMEHTOB, CPOKU XPaHEHHUS KOTOPHIX UCTEKIIH.

OT100op NOKYMEHTOB JJIsl AajbHEHIIEro XpaHEHUs] MPOMCXOAMUT IyTEM NPOBEACHUs MOJIMCTHOTO
npocMoTpa gen. He nomyckaercss npoBeieHUE OKCIEPTU3bI LIEHHOCTH JOKYMEHTOB TOJIBKO 10
3arojIoBKaM Ha 00J10kKax Jein. [Ipu 3ToM u3 e U3pIMaroTCs JIMIIHUE KOHMH 3K3EMIUIIPOB JOKYMEHTOB
WIN JOKYMEHTBI, HE OTHOCSILIHMECS K BOIPOCaM, 110 KOTOPBIM ObUIO C(OPMHUPOBAHO AEJI0; YUUTHIBACTCS
NPaBUIBHOCTH OOPMIICHHS JIOKYMEHTOB.

Odopmienne nen mpeaycMaTpUBaeT CUCTEMAaTH3aIlMIO0 JTOKYMEHTOB B JeNe, MOAUINBKY WIH
NeperieT Jeia, HyMepaluio JIMCTOB Jejla, COCTaBJICHHE JMCTa-3aBEpPUTENs JieNa, COCTaBieHHE (B
HEOOXOIUMBIX CITy4asix) BHyTPEHHEH ONMUCH JOKYMEHTOB.

JlokyMeHTBI B Jenax, COAepXalluxX TMPHUKa3bl, pPACIOPHKEHHUS 110 JHUYHOMY COCTaBy,
MEPECUCTEMATU3UPYIOTCS B XPOHOJIOTMUECKOM MOCIEAOBAaTENIBHOCTUA: B Haudajle [eja JOJDKHBI
pacrionaraTbcs IpUKasbl (pacOpsHKEHNs) 3a SHBaph, IOTOM 3a (eBpaib U T.J.

AHAJIOTMYHO, TI0 XPOHOJOTHYECKOMY IPHHIIUIY TMPOBOIUTCS CHUCTEMATH3alus TOKYMEHTOB B
JIenax, COMAEPKAIIUX aKThl O HECUACTHBIX CIIydasx, IMPOTOKOJIBI 3acelaHUi KOMHCCHH, JTOKYMEHTHI O
NPEACTABICHUH K HarpakKACHUIO, TPYIOBBIE JOTOBOPHI (COrJamieHus), TapupUKalMOHHbIE BEIOMOCTH,
Tabesu U Hapsbl PAOOTHUKOB BPEIHBIX MPOdecchit.

[MommmBka CcHOPMUPOBAHHBIX [T TPOHM3BOJMTCS TONBKO IOCTE 3aBEPUICHUS JKCIEPTU3BI
LIEHHOCTH JOKYMEHTOB. JIOKyMEHTHI iesia MOALINBAOTCS, EPEIIETAOTCA B YETHIPE MPOKOJIA CYypPOBBIMU
HuTKamu. [Ipu 3TOM, y4UTHIBas MHTEHCUBHOCTH HCIOJIB30BaHMS JOKYMEHTOB 10 JUYHOMY COCTaBy IO
COLIMAJIHO-TIPABOBBIM 3allpocaM TPaKIaH U YUPEKACHUI, IpPHU BBIIOJHEHUU IEPEIIETHBIX padorT,
HOJIINBKE JeJI CJeAYeT UCIOIb30BaTh KAPTOH BBICOKOIO Ka4eCTBa, UMEIOIINH MOBBIIICHHYIO IIIOTHOCTb.
JloKyMEHTBI TOAMIMBAIOTCS, IEPETUIETAIOTCS TaK, YTOOBI OBIIO 00ecTIedeHO CBOOOJHOE YTEHUE TEKCTA.

Ilepenaua nen mo JIMYHOMY COCTaBy B apXWB OCYIIECTBIISIETCS TOJBKO IO omucsaM. [Ipuem
Ka)JI0ro Jiea MPOU3BOIUTCA paOOTHUKOM apXuBa (JIMIIOM, OTBETCTBEHHBIM 332 apXUBHOE XpaHEHUE) B
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IPUCYTCTBUU COTPYHHUKA KaIpoBoH ciryxObl. IIpu 3TOM Ha 00eux 3K3eMIIIsIpax ONUCH JeJl IOCTOSHHOTO
U JUIMTEJIBHOI'O XPaHEHUs, CHAaBAaEMbIX B apXMB, JAENAETCS COOTBETCTBYIOIIas orMmerka. lludpamu u
MPOMKCHI0 B KOHIIE K&KAOTO JK3EMIUISIpA OMUCH YKAa3bIBACTCS KOJIMUYECTBO (PaKTHUYECKHU NPHHATHIX B
apXuB JIeNl, HOMepa OTCYTCTBYIOIIMX JIeJI, JaTa pUeMa-epesadn e, a TAK)Ke MOANUCH TPUHUMAIOIINX
U MEepeJaroIuX IODKHOCTHBIX JIMLI.

[Ipy HanuuMu B JUYHOM €€ HEBOCTPEOOBAaHHBIX JIMYHBIX JOKYMEHTOB (YIOCTOBEPEHHH,
CBUJICTENICTB, TPYAOBBIX KHIKEK, BOCHHBIX OMJIETOB M T.N.) OHM BKJIAJBIBAIOTCA B KOHBEPT, KOTOPBIHA
BMECTE C JPYTUMH JOKYMEHTAaMU IIOALINBAETCS B AEIO.

B Hauane kaxzmoro nena BKJIAIBIBAETCS YUCTHIN JUCT Oymard, B KOHLIE — JINCT-3aBEPUTEIIb IO
YCTaHOBJICHHOU (hopme.

B nucre-3aBeputene uudpaMu 1 NPOMUCHIO YKa3bIBAETCS KOMMYECTBO MPOHYMEPOBAHHBIX JINCTOB
B JieJie, HATWYKE MIPOILYIIEHHBIX U JIUTEPHBIX HOMEPOB, KOJUYECTBO JIUCTOB BHYTpEeHHEH onucu aena. He
NIOITyCKAETCsl BBIHECEHUE 3aBEPUTENHFHON HAIMUCH Ha 00OPOTHYIO CTOPOHY MOCIIEAHEr0 JOKYMEHTa Jiena
WM Ha OOJIOKKY Jena.

[lociae umcroro nucra B Hayalo Jeia IMOMIIMBACTCS BHYTPEHHSS ONUCHh JOKYMEHTOB €.
BHyTpeHHss onuch COCTaBISETCS K JMYHBIM JeflaM IO YCTaHOBIEHHOH (opme. BHyTpeHHsS omuch
COCTaBJISeTCS A ydeTa JOKYMEHTOB Jieia, COJEPKUT CBEACHUS O MOPAIKOBBIX HOMEpax JOKYMEHTOB
Jena, UX MHIEKcax, JaTax, 3aroJIoBKax M HOMepax JHUCTOB Aena. K BHyTpeHHEH ONHMCH COCTaBISIETCS
UTOTOBasl 3alliCh, B KOTOPOH YKa3bIBalOTCA LU(PaMU U MPONHCHIO KOJMYECTBO BKJIIOUEHHBIX B HeEe
JIOKYMEHTOB M KOJIMYECTBO JINCTOB BHYTpPEHHEH omnucu. BHyTpeHHss omMch MOANMHUCHIBaeTCA €€
COCTaBHTENIEM, YKa3bIBAETCS JOJDKHOCTh COCTABHUTENS U paciiiudpoBKa MOIHCH.

W3meHeHns coctaBa JOKYMEHTOB JIMYHOTO Jena (M3bATHE, BKIIOUEHHE JOKYMEHTOB, 3aMEHA HX
KOMHSAMH U T.I1.) 3aHOCsTCA B rpady «[Ipumedanne» co cChUTKaMU Ha COOTBETCTBYIOLIUE JTOKYMEHTHI, HA
OCHOBaHUM KOTOPBIX MPOU30ILIO U3BATHE, AOMOJHEHNE, 3aMeHa KONUAMU U T.11. B ciyyae 3HaUMTENbHBIX
W3MEHEHUI B COCTaBE JMYHOIO JE€Na, UTOTOBasl 3alUCh K BHYTPEHHEHW OMNMCH J€ia U 3aBEPUTENIbHAS
HaJIKUCh JeJIa IEPEeCOCTaBIIIOTCS.

PaccMotpum, Kak MpoxXoauT mepeaaya Jiesl B apXUB OpraHu3alui. B nepByro ouepear BOZHUKAET
JIBa BOTIPOCa — KaKue JOKYMEHTHI TpeOyeTcsl MOATOTOBUTH U 332 KaKHe T'OJbl.

Kakne kareropumm HOKyMEHTOB IiepenaioT B apxuB. OOBIYHO B apXUB OPraHU3aLUU CHAIOT
JIOKYMEHTBI TTOCTOSIHHOTO XpaHeHHUs U BpeMeHHoro > 10 ner xpaHeHus. B mociennem ciyudae, mpexne
BCET0, IMEIOT B BUJY J€Jia 110 JINYHOMY COCTaBY.

Hena < 10 ner xpaHeHus 0ObIYHO B apXHB HE MONAAAIOT, OHM OCTAIOTCS B OTAeNax (rae OHU
3aBeJeHbl) 0 MOMEHTA MCTEUEHHsI CPOKOB MX XPaHEHHS M yTpaThl MpakTHdeckoil HagoObHoctu. Ho Bce
K€ B OTHENBHBIX CIyYasX M0 PElIeHHI0 PYKOBOJCTBA JIOIYCKAeTCs MepeaaBaTh M Takue Jiea B apXuB
(HammpuMep, HET MecTa IJIsl XPaHEHHs B OTHENE). 3aTeM MOXXHO OyIeT COCTaBUTh aKT Ha YHHUYTOXKECHHUE
JOKYMEHTOB C BpEMEHHBIMU CPOKAMHU XPaHCHHS.

3a Kakue TOAbI Jeia MoAJexar mnepergade B apxuB. CoracHO MpaBWiiaM JOKYMEHTHI cllade B
apx¥B TOAJISKAT HE MO37Hee 3-X JIET MOCie 3aBepIieHHs UX B JICIONPOU3BOJICTBE. MOXKHO OpOPMHUTH
nepeaady neil B apxuB M 4depe3 roa. Ho CUIbHO paHO HE PAaLMOHAIBHO, MOTOMY HYTO «CBEXKHE»
JIOKYMEHTBI MOT'YT ITOHAOWTHCS B TEKYIIIEM JEOMPOU3BOACTBE. M3-3a 3TOTr0 OyZeT MHOTO CYETHI, YTOOBI
3ampanmBaTh UX U3 apXuBa.

I'padux nmpuema-nepenaun nen. B cooTBEeTCTBHUM ¢ CyHIeCTBYIOIIMMH TPeOOBaHUSIMH Iepenada
JIel B apXUB JO0JDKHA MPOUCXOIUTH 10 Tpaduky. ITOT rpaduk coctaBisercs: B MPOU3BOIBHON Qopme, u3
KOTOpPOTO MOXXHO TIOHATH, KAaKO€ CTPYKTYpPHOE TMojapasneieHne (MOXHO Jake yKa3aTh KOHKPETHOTO
WCIIOJIHUTENIS) ¥ KorJa OyZeT OCyLIECTBISTh Iepesiady JOKYMEHTOB B apXHUB.

Cpok mpuema-miepeaun jiyumie ykaspiBarh He 15.10.2014, a B Oomee mMpokoM BapuaHTe —
OKTSIOpb. B03MOXKHO, UMEHHO 15 OKTSAOpS CIYYHUTCS] KPU3HUC, a TaK Y Bac OyJeT BpeMEHHOE MPOCTPAHCTBO
JUTSI MaHEBpa.

I'paduk cocraBiseT OTBETCTBEHHBIH 3a apXWB, COIJIACOBBIBAET €r0 C HadaJIbHUKAMH OTIIEIIOB,
KOTOPBIM TPEICTOUT Tepenada JTOKyMEHTOB. 3aTeM TpaduK yTBEpXkAaeT PYKOBOIUTENb OpraHH3AIlHU.
WUnu nonmycTMO ero yTBEp)KAEGHUE PYKOBOJHUTEIEM CITY)KOBI JIEIONPOU3BOJICTBA, B COCTaB KOTOPOH
OOBIYHO BXOJIUT apPXHB.

[lopsimox mepemaun 1en B apxuB. B pesynbrare MNpOBEAEHHOH HSKCIEPTH3Bl LEHHOCTU
JOKYMEHTOB OTOOpaHHbIE JUIs NIpHeMa-Tiepeady ejaa Heo0X0AUMO BKJIFOYUTh B YCTAaHOBJIEHHON (hopMbl
CAATOYHYIO OIMHUCH (€€ 00pasell HempeMeHHO OyIeT aaiee).

[To HOoMeHKIaType e He0OXO0AUMO HAMETHTD JeJia IIOCTOSIHHOTO U AOJITOBPEMEHHOTO XPaHeHHS
(B TOM umCIe MO JIMYHOMY COCTaBY) M BHECTH B TpaMK CBEJCHHUS O CPOKAaxX M YYaCTHHKAX Iepenadn
JIOKYMEHTOB B apXuB (3apaHee Ha MPEACTOSIINN TO).
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Vike BO BpeMs IOArOTOBKH A€l K Ieperade B apXuB He 3a0yIbTe MOWHTEPECOBATHCSA Y
UCTIOJHATENECH O HAJMYUHM B OTAENE APYTHX el ITaHHBIX Kareropuid. Tak Kak OHM MOTJIM 3aBECTH
JOTIOJTHUTENbHBIC Jiefla B TEUCHUE TOJa U JaXe He MPOMH()OPMHUPOBATEH CIIY>KOY AEIONpOU3BOACTBA 00
9TOM (ITO3TOMY MX M HET B HOMEHKIaType). Takue fena ToKe HaJo BKIIOYATh B CIATOUHYIO OIUCH.

Ecmn oOHapyxnBaeTcsi OTCYTCTBHE KaKOTO-MHOO Jena, TO CIyx0a JeIomnpon3BOACTBA WMEET
IPaBO 3aMPOCHUTH CIPABKY O MPUINHAX.

Tema 2. Ilepedaua oOen Ha 0071208peMeHHOe XPAHeHUe U ONbIM APXUG08 NO pabome ¢
O00OKyMeHnmamu no 1u4HoMy COCIagy

B apxuBax opraHmzanuil JOKYMEHTBHI XPaHSITCS B TEUCHHE OMPEICICHHBIX CPOKOB, MOCIE YETOo
OHH JIOJDKHBI OBITH TIepelaHbl Ha TOCYAapCTBEHHOE XPaHEHHE B TOCYNAPCTBEHHBIE W MYHHUIUIIAIBHBIC
apxuBbl. DenepanbHBIM 3aKOHOJATEIBCTBOM OIPEACNICHBI MpeAeIbHbIE CPOKH XPAaHEHUS TOKYMEHTOB,
BKIIFOUCHHBIX B YCTAHOBJICHHOM TOPsKE B cocTaB ApxuBHOTO (hoHaa Poccuiickort denepanuu:

) JOKYMEHTOB I10 JIMYHOMY COCTaBY, 3alMCEl HOTapUAJIbHBIX TEUCTBUM,
MOXO3AUCTBEHHBIX KHUT U KaCAIOLIUXCSI IPUBATH3ALNH KWINIIHOTO (OHIA JOKYMEHTOB — 75 JIET;

. MIPOEKTHOM JJOKYMEHTALUU 0 KallTaJIbHOMY CTpouTenbcTBy — 20 JeT;

) TEXHOJIOTHYECKON U KOHCTPYKTOPCKOM ToKymeHTanuu — 20 Jiet;

) MATEeHTOB Ha U300peTeHwe, TOJIE3HYI0 MOJIENh, POMBIIIUICHHBIH o0pa3zer; — 20 Jer:

° Hay4HOH JOKyYMEHTanuu — 15 mer;

o KHUHO- U ()OTOJTOKYMEHTOB — 5 JIET;

o BUEO- U oTOROKyMEHTOB — 3 roja.

B ciaywae nukBuaanuy opraHu3anyu, JTOKyMEHTHI TOCTOSHHOTO CPOKa XpaHEHHS U 10 JTUYHOMY
COCTaBy TepelaloTCsi B TOCYAApCTBEHHBIH (MyHMLIMIANbHBIN) apxuB. [ HerocynapcTBEeHHBIX
OpraHM3alMidi, 4YacTh JOKYMEHTOB KOTOPBIX OTHeceHa K cocTtaBy ApxuBHOTO (oHma Poccwuiickoit
ODenepanuy, AA8 Takod Ieperayd HEOOXOOUMO 3aKIIOUEHHE JOroBOpa C YYPEKICHUEM CHCTEMBI
OenepanbHON apXUBHOM ciryk0bl Poccuu. Ecnu opraHu3zanys cBOEBpEMEHHO HE 3aKJIIOUYHIIa JIOTOBOP C
apXuBOM, TO B 3TOM CJIydae IOCYJapCTBEHHBIH (MYHHUIIMIIANBHBIN) apXUB 00s3aH NPUHITH Ha XpaHEHHUE
TOJIBKO JOKYMEHTHI IO JIMYHOMY COCTaBy Pa0OTHHMKOB OpraHu3anuyd. MecTo XpaHEHHs OCTaJbHbIX
JIOKYMEHTOB  OTIpeAeNsATCa  TpejcenaTelieM  JUKBUIAAIIMOHHOW  KOMHCCHHM WM  KOHKYpPCHBIM
YHPaBIISIONINM.

OneIT padoTHI APXUBOB 10 JIMYHOMY COCTABY

MyHununaieHoe OIO/KETHOE YupeXIeHHE 3aBeTUHCKHH apXuB JIOKYMEHTOB IO JINYHOMY
coctapy Obul cozmaH B 1992 romy. OcHOBHOM 3amadel apXyvBa JOKYMEHTOB IO JHMYHOMY COCTaBY
ABJSIETCS. XpaHEHHE M HCIOJIb30BaHWE JIOKYMEHTOB JIMKBHIMPOBAHHBIX W PEOPraHU30BAaHHBIX
YUPEXKACHUH, OpraHu3alid, NpeInpusiTHid 3aBETUHCKOTO pailoHa, He MMEIOIIMX MPaBONPEEMHHUKA WIIN
HaJUIeKAIUX YCJIOBUHA XpaHeHHA. B apxuB NMpUHUMAIOTCA AOKYMEHTHI, [0 KOTOPBIM YCTaHAaBIUBAETCS
CTaX U pa3Mep 3apaboTka pabOTHHKA JaHHOW OpraHu3anuy (TPUKa3bl, PaCYeTHO-TIATEKHBIC BEIOMOCTH
T0 3apIuiaTe).

B mHactosmmee Bpemst B apxXWBe XpaHATCS JOKYMEHTHl 58 opranmsanuii (46 w3 HuX -
JTUKBAIUPOBaHHBIE) 3a mieproa ¢ 1943 mo 2013 roasl. 3ampocsl B apXWB MPUHUMAIOTCS MHCHMEHHO,
YCTHO, O TenedoHy, Mo 3IEeKTPOHHOH mouTe. B 3ampoce (3asBieHMM) yKa3blBalOTCS: (QaMuiIvs, UM,
OTYECTBO 3asBUTEINSL, TOJ U MECTO ET0 POXKIECHMS, aIPEC MECTA JKUTENBCTBA, TPAKAAHCTBO.

Ceenenus o cocrase 1 00beme Gorzo Ha 01.01.2014 roxa

OGmee
N Ne HazBanue ¢ponna  |[[loctynmio Bri6| xonmuectBo eaunun |[Ipumeuanue
n/n | ¢onna BUIO XpaHeHus B hoHIe Ha
01.01.2006 r.
e IFOJIBI Jlen [[Comwr|/len ["o1bI
1 2 3 4 5 6 7 8 9 10
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PalioHHOE MPOU3BOJACTBEHHOE
yIpaBIeHre OBITOBOTO
00CITy>KUBaHUS HACEIECHUS

123

1943-1991

3aBEeTHHCKUH
MAIIIEKOMOUHAT

pailoHHBIN

1944-1950

Aptens «PeMOBITY

1944-1956

3aBeTHHCKAs
[palikOHTOpA IO 3aroTOBKaM Ul
OTKOPMY CKOTa

33

1949-1963

Komxoz  «Ilytp K
KOMMYHHU3MY» " ero
[pe/IeCTBeHHUKH

25

1951-1957

CoBxo03
«DpyH3EHCKHID)

22

1982-1986

Konxo3 um. Kuposa
CT0 NPCAIICCTBECHHUKHU

1947-1957

Konxo3 «Ilobema» u
ero Mpe/IIeCTBeHHUKN

56

1947-1957

[IponsBoacTBeHHOE
yIipaBIcHYE JKUJIHIITHO-
KOMMYHAaJIbBHOTO X03g1CTBa

97

1957-2006

3aBeTuHCKHH  (prman
3UMOBHUKOBCKOTO
[IPOW3BOICTBEHHOTO
00BbEINHEHUSA
ABTOMOOMJILHOI'O TPAHCIIOPTA

125

1963-2000

3aBeTHHCKAs
[ICHTpAJIbHAs paiioHHasy
0OILHUIIA

415

1943-2008

3aBeTHHCKAas
IMexxo3giicTBeHHAs
CTpOUTENIbHAs OpraHU3aIlus

132

1970-2003

TOO
<<3aBeTI/IHCKanOpCMTeXHpC,Z[»

172

1965-1995

Konxos «3aBeThl
1201887 M

182

1943-1957

2-1 3aBetuHckas MTC

52

1952-1957

Konxo3 «lyTb
CranuHa»

74

1951-1957
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Konxo3s «Bmacth
CoBETOB»

45 [1953-1957

Konxo3 nm. JIennna

133 |1943-1957

Knukuuckas MTC

44 11953-1957

BHeBeoMcTBEHHAS
OXpaHa

3 [1986-1991

3aBEeTHHCKUH oTAen
00J1aCTHOTO TOJIOBHOI'O
[MPOEKTHO-
HpOI/I3BOI[CTBCHHOFO
APXUTEKTYPHO-
[IAHUPOBOYHOTO OFOPO

7 [1987-1995

AOOT
«3aBETHHCKAr poOIPOMTPAHC)

46 [1988-1999

3aBeTHHCKUNI
MacCI03aBOL

35 [1943-1996

CaBOsHCKHI CeIbCKUM
COBET

1-1 3aBernnckas MTC

64 |1944-1957

Konxo3 um.CranuHa u
CTO HpeI[IHeCTBeHHI/IKI/I

23 [1949-1957

Konxo3 «Poguaay

59 [1949-1957

YupexxeHus: CHUCTEMB]]
CEIBbCKOr0 X03SIMCTBa

98 [1946-2007

Konxo3 «KpacHoe 15 |1953-1956
3HAMSD»

Otnen HapoxHoro[200 [2005- 985 [1943-2010
00pa3oBaHUS 2010

Otnen CEJIBCKOTO| 25 1946-1953
X035 CTBA
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DuHAHCOBEIN OTHEN

119

1943-2009

AOOT
«3aBETHHCKAr pOXUMCEPBHUCH

38

1980-1998

Lentp
rOCYJapCTBEHHOT'O
CaHUTapHO-
PIINIEMUOIOTHIECKOTO
Hag30pa B 3aBETHHCKOM|
[paiioHe

39

1991-2005

3aBEeTHUHCKUH
[palioHHBI  y9e0HO-KypCOBOH
KOMOMHAT

1982-1992

PemonTuHCKas
[palioHHas KOHTOpA 0|
3ar0TOBKAaM M OTKOPMY CKOTa

17

1944-1963

OTmen ceabCcKOro W
KOJTXO3HOTO CTPOUTEIHCTBA

10

1946-1956

3aBeTHHCKAA
TOPOXKHO-CTPOUTEITHHAS
epeBIKHAS
MeXxaHH3UPOBaHHAS KOJIOHHA

33

1995-2008

3aBeTHHCKOE pallOHHOE
oTaeneHue «Cor3neyaThy

24

1965-1998

OTen XJIONKOBOACTBA

1950-1952

3aBETUHCKOE
otaenenne  ArpornpomMOaHKa)
CCCP

10

1988-1997

3aBeTuHCKas cenbckasaid
aJIMI/IHI/ICTpaIH/ISI

2010-
2011

140

1943-2011

TOO
<<3aBeTI/IHCKanOHp0M3H€pFO »

20

1982-1995

MunnepoBckuii
[IPUEMHBIN MyHKT MIEPCTH

1995-2000

XO03sgHiCTBEHHAA
A ccorpanus «KupnuuHbiif
3aBOI

16

1991-2005

Paiionnas wuHCHEKTYpa)
["occraTicTuKU 3aBETUHCKOTO
paifoHa

14

1943-1986




4 3aBeTHHCKAS 116 {1950-2002
1cCOMEIMOPAaTUBHAS CTAHLIUS

4 Wucneknus mo 3aKymke 2 [1961-1962
CEIbXO03IPOTYKTOB

4 3aBeTHHCKAS 19 ]1965-1998
Tunorpagus Ne 41

4 MY «Penmakmus 9 1992-2006

[paliOHHOTO paguo»

5 CIIK «CaBusa» 532 [1943-2007
5 Nucnexmus 30 [1990-2002
MUHUCTEPCTBA PO IO
HajoraM M cOopaM 10
3aBETUHCKOMY paiiony
PocToBCKOI 001aCTH
5 3aBEeTHHCKUH IOYTaMT] 100 {1944-2005

Yrpasnenus ~ @enepanbHoOH
MOYTOBOM CBsI3M PocTOBCKOH

o0acTn - (unmanal

DenepanbHOro

rOCYJapCTBEHHOTO

yHUTapHOTO NPEaNpUsTHS]

«IIourta Poccum»
5 95 CoBxo3 «Pogunaa»
5 56 CIIK «®omun» 474 11957-2012
5 57 Koomnepatus «Turan» 2 [1997-2001

Uroro 2005- 4897 [1943-2011

04 [2011

ApxUB B cBoel paboTe PyKOBOACTBYETCS CIECIYIOLUINM HOI0KEHUEM.
[TOJIOKEHUE
0 3aBETHHCKOM MYHHUITUIIAIFHOM apXUBE JTOKYMEHTOB I10 JINYHOMY COCTaBY

1. O6mue nonoKeHus

1.1. AnmuHHCTpanus 3aBETHMHCKOTO paiioHa B LEsX oOecneueHHs COLMaIbHOM M IpaBOBOU
3alIUTHl TPaXKAaH peaju3yeT IIOJHOMOYUS 10 OOECIEYEeHUIO LEHTPAJM30BAHHOIO XpaHEHUS |
UCIIOJIb30BaHUS JIOKYMEHTOB I10 JIMYHOMY COCTaBy YUpPEXICHHH, OpraHu3aluil U OpeanpusITuit
3aBETHHCKOTO paiioHa, B TOM YHCIIE JUKBHIUPOBAHHBIX CTPYKTYP, HE3aBHCUMO OT (JOpM COOCTBEHHOCTH,
HE UMEIOIIUX MTPaBOIIPEEMHNKA U BBIIIECTOSAIIETO MO MOAYMHEHHOCTH OpTaHa.

1.2. Jlnma pemenuss 3agad 10 peau3allMH IMOJHOMOYHMA B OO0NacTH apXWUBHOTO Jela
aAMUHHUCTpaLusl oOpa3yeT 3aBeTMHCKUNH MYHHLMNAJIbHBIH apXWB JOKYMEHTOB IO JIMYHOMY COCTaBy
(manee nmenyetcst Apxus). KpaTtkoe HanMeHOBaHME - 3aBETUHCKHI apXUB 0 JINYHOMY COCTaBY.
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1.3. Mecto Haxoxaenust Apxusa: 347430 PocroBckast 00;1acTh, 3aBETHHCKHN paiioH, ¢.3aBETHOE,
yi.JlomoHOCOBa, 24.

1.4. ApxuB HMMeeT mpaBa CaMOCTOSITENIBHOTO IOPUIMYECKOTO JIMIA, CaMOCTOSTENbHBIA OajaHc,
cdeT B 0aHKe, IleyaTh, QUPMEHHBIC OJIaHKH.

1.5. Tlonoxenne 06 ApxwBe yTBEp)KIAETCS MPABOBBIM aKTOM AJMUHHUCTpAINH 3aBETHHCKOTO
paiioHa ¢ yueToM pexkoMmeHaauuii Komurera mo ymnpaBieHHMIO apXUBHBIM J€IOM AIMHHHACTpPALUN
PocroBckotii o6nactu. B TonoskeHnn 3aKperuisiioTcsl OpraHU3aloOHHO-TIPAaBOBOM CTaTyc ApXuBa, 3a/1a4n
U (pyHKIMH 1O PYKOBOACTBY ApXUBHBIM [IEJIOM, IOJIHOMOYHS IO MX PEaIu3alldH, OTBETCTBEHHOCTDH 3a
COCTOSIHUE, PA3BUTHE U COBEPIIEHCTBOBAHUE apXUBHOTO J€Ja.

1.6. ApxuB B CBOEH JeATENBHOCTH pyKOBOACTBYeTCsl KoHcTuTyIMEH
P®, denepanbHpiMu 3aKOHAMU M IPYTUMH HOPMAaTHBHBIMH MTPaBOBBIMHU akTaMu Poccuiickoit denepaunn
u PocroBckoil obmacT, YCTaBOM MyHHUIMIIAIFHOTO 00pa3oBaHUs «3aBETHHCKUN PaliOH», MPAaBOBBIMHU
aKTaMu AJIMUHUCTpaIlUM pailoHa, HOPMaTUBHO-METOJUYECKUMHU AOKyMeHTaMu DenepanbHON apXUBHON
ciyx061 Poccuun, KoMuTera o ynpaBieHHIO apXUBHBIM J1eIoM AIMUHUCTpauu PocToBckoi o0mactu 1
HacTtosAmuM [lonoxxeHnem.

1.7. ®unaHcWpoBaHHWE MAEATENHPHOCTH W MAaTepUAIBHO-TEXHHYECKOE obecredeHne ApxuBa
OCYILIECTBIISIETCS 32 CYET CPE/ICTB Or0KeTa 3aBEeTHHCKOTO paiioHa.

1.8. JlomoMHUTENEHBIMA HCTOYHUKAMH (DMHAHCHPOBAHHUS MOTYT OBITH!

a) IeNeBbIe CpesICTBa U3 001acTHOTO OrokeTa (TIpU peau3aiil IpOorpaMM Pa3BUTHS apXHUBHOTO
JieNa, BKIIOYAIOUINX MEPONPUATHS B 3aBETHUHCKOM paiioHE; pean3aliy ToCyJapCTBEHHBIX MOJHOMOYHN
B chepe apXxuBHOTO Jiena AAMUHUCTPALMU PaiioHa, B T.4. MOJHOMOYHI Ha XpaHEHNE apXUBHBIX (OHIOB
U apXUBHBIX JIOKYMEHTOB OpraHM3alli, OTHECEHHBIX K TOCYJapCTBEHHOH COOCTBEHHOCTH U
PacroI0KeHHbIX Ha TEPPUTOPUH 3aBETHHCKOTO paiioHa);

0) BHEOIO/DKETHBIE CPEICTBa, B T.4. OT TPHHOCAIIECH JOXOA JeATEIbHOCTH ApXWBa,
IPEoYCMOTPEHHOH €ro yupeIuTeIbHbIMA JOKYMEHTAMU;

B) CIIOHCOPCKHE U UHBIE CPEACTBA, MOTYICHHBIC 3aKOHHBIM ITyTEM.

1.9. Homenknatypa (mpeiicKypaHT) MiaTHBIX paboT M ycIyr ApXHWBa YTBEp)KIaeTcs MPaBOBBIM
aKToM AJIMUHHCTpallii paiioHa Ha OCHOBAaHHWM MepedHs IUIATHBIX paboT W yciyr, pa3paboTaHHOTO
KomuteToMm 1o ynpaieHUIO apXUBHBIM JeJIOM AJIMUHHCTpauu PocTOBCKO#M 0051acTH U yTBEPKIIEHHOTO
OpraHoM TOocy/apcTBEHHOI BiacTu PocToBckoli obnacTu.

1.10. ApamunucTpanus 3aBETHMHCKOTO paiioHa oOecreyrBacT ApPXHUB  ITOMEIICHUSIMH,
OTBEYAIOLIMMH HOPMAaTHBHBIM TPeOOBaHUSIM OOECIIEUEHHUSI COXPAHHOCTH JOKYMEHTOB, €I0 COAEp)KaHMHE,
TEXHUYECKOE OCHAIIeHHe, 000pylOBaHUE, OXpaHy, TPAHCIOPTHOE OOCIYXKHMBAaHHE U CO3JaHHE
HEOOXOIUMBIX YCIOBHH Tpya pabOTHUKOB.

[Ipn nepemade 3manus (MOMELIEHHUS), B KOTOPOM pa3MeELIeH ApPXHMB APYTUM OpPTraHU3ALMSIM,
I'maBa 3aBETHMHCKOro pailoHa NPUHUMAET PELICHHE O MIPEeABAPUTEIHLHOM IPEAOCTABICHUN PABHOLIEHHOTO
WM 0oJiee MOAXOAIIETO I Pa3MEICHUS IOKYMEHTOB 3/1aHus (TIOMEIIECHUS ).

2. 3agauu v GyHKIUN ApXHBa

2.1. OCHOBHBIMH 3aa4aMH APXHBa SBJSIFOTCS 00ecIiedeHNe COXPAaHHOCTH U YUeT JOKYMEHTOB I10
JUYHOMY COCTaBY M MX MCTIOJIB30BAHME B IENAX COIHATLHO-TTPABOBOM 3aIINTHI TPaXk/IaH.

2.2. ApXuB B COOTBETCTBUHU CO CBOMMH 33JIa¥aMH BBITIOTHSIET CIICAYIOIIHE (DYHKITHN:

1) mpuHMMaeT Ha OCHOBE 3aKJIIOYEHHBIX JOTOBOPOB M B COOTBETCTBUM C TpadukamMu oOT
YUPEXKJICHUM, OpraHu3alui M NPeaNpHUITHH-UCTOYHUKOB KOMIUIEKTOBAaHUS ApXHBa JOKYMEHTBHI IO
JUYHOMY COCTaBy, OOpa0OTaHHbIE ¥ YYTEHHBIE COTJACHO YCTAaHOBJICHHBIM NpaBWiIaM, a Tak >Xe
JIOKYMEHTBI OT JIMKBUAMPOBAHHBIX OPTaHU3allui, HE UMEIOIINX NPaBOIIPEEMHUKOB;

2) XpaHUT U 00ECTICYNBACT COXPAHHOCTD JOKYMEHTOB NMPUHATHIX B APXUB;

3) BedeT ydeT XpaHsmuxca B ApXuBe JOKYMEHTOB, MpeAcTapisieT KoMuTeTy B ycTaHOBIIEHHOM
MOPSJIKE CBEICHUS O COCTaBe M 00beMe (POHI0B APXHUBa;

4) cocraBiseT W BENET CHHCOK YUYPEXKICHWH, OpraHu3audid M NpeanpusTHA-UCTOUHHKOB
KOMIUIEKTOBaHUS ApXHBa U KAPTOTEKY O MECTOHAXOXICHNN JOKYMEHTOB 10 JITYHOMY COCTaBY;

5) OKa3pIBaeT YYPEKACHUSM, OpPTaHW3alUAM, NPEINPUATHSIM METOAMYECKYI0, a Ha OCHOBE
COIJIAIIEHUH (OTOBOPOB) M MPAKTHYECKYIO IMOMOIIb B IMPOBEACHUH JKCIEPTU3Bl U YIOPSIOYCHUH
JOKYMEHTOB, TIPOBOAUT 00pabOTKy W ONUCcaHHEe JOKYMEHTOB, IIOCTYNIMBIIUX B ApXWB B
HEYIOPSIOUCHHOM COCTOSIHUM;

6) OCyLIECTBISCT OPraHU3ALHOHHO-METOJHYECKOE PYKOBOACTBO pabOTOH € MOKyMEHTaMH IIO
JIMYHOMY COCTaBY B YUPEKICHMSX, OPraHM3ALUAX U MPENNpUIATHAX pailoHa, OKa3blBa€T UM IOMOIIbL U
KOHTPOJIUPYET COCTOSIHUE U XPaHEHHUE TOKYMEHTOB I10 JINUHOMY COCTaBY;
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7) y4acTByeT COBMECTHO C OpraHM3aIMsIMHU B Pa3paboTKe METOMWYECKUX ITOCOOWH, MaMsITOK,
KacaroIuxcsi padoThl ¢ JOKYMEHTaMU 10 JUYHOMY COCTaBy, B OPraHU3alM{ U IPOBEICHUN CEMHHAPOB U
JPYTUX MEPONPUSITHH MO TMOBBIIECHUIO KBAIM(HUKAIMK PAOOTHUKOB YUPEXKACHHH, OpraHu3aluid u
NPEANPHUITUH 10 BOIpocaM paboThl ¢ JOKYMEHTaMH 10 JMYHOMY COCTAaBY;

8) co3maeT, COBEpIICHCTBYET W TOIMOJNHACT HAYYHO-CIIPABOYHBIA ammapar (OMUCH, KaTalorH,
YKa3aTeJu U T.I.) K JOKYMEHTaM I10 JINYHOMY COCTaBY, XpaHSIIUMCS B ApXUBE;

9) opranusyeT MCHONb30BaHUE JOKYMEHTOB: B YCTaHOBJICHHOM IOPSIKE BBIIACT YUPEKICHUSIM,
OpraHu3alMsiAM M TNPEANPUATHSIM JOKYMEHTHI BO BPEMEHHOE II0Jb30BAHUE; HCIIOJIHSAECT 3aIpPOCHI
YUPEXACHUH, OpraHu3aluidl W NpEeJUpUsTUH, BbIOACT IO 3asBICHUSM TIPaXIaH apXWBHBIC CIPABKH,
KOTIMH, BBINHMCKH, TMOATBEPKAAIOIINE TPYAOBOW CTax, pa3Mep 3apabOTHOW MIAaThl U APYTHE BOIPOCH,
HeoOXoauMble Aisi OQOPMIICHHS TEHCHH TpaKAaHaM U pelIeHHs IPYTUX COLUUaTbHO-TIPAaBOBBIX
BOIIPOCOB, BBIJAET APXUBHBIE CIIPABKH O HE COXPAHHOCTH JOKYMEHTOB II0 JINUHOMY COCTaBY;

10) KOHCYABTUPYET TpaXKIaH ¥ OpraHU3alUU MO BONPOCAM MECTOHAXOXKICHHUS JOKYMEHTOB IO
JMYHOMY COCTaBY;

11) ocymiecTBasieT po3bICK JOKYMEHTOB IO JMYHOMY COCTaBY, 3allpalllMBAaeT OT CTPYKTYPHBIX
noapasaeneHuii AJAMUHHCTPALMK, BEAOMCTBEHHBIX AapXHBOB, MYHHLIMIAIBHBIX M TOCYJApCTBEHHBIX
apX1BOB CBEJICHHS, HEOOXOANMBIE /IJIsl UCTIONHEHHUSI 3aITPOCOB TPayKIaH.

2.3. ApxuB pemIaer CTOsIIHe Tepea HUM 3aJadd BO B3aUMOJEHCTBHH ¢ MYHHIIUTAIBEHBIM
apxuBOM AJMHHHUCTpauud 3aBETHHCKOIO paioHa, JPYTUMH CTPYKTYPHBIMH MOJpa3AeNeHUSIMU
AJMHHUCTpALWH, YUPEKACHUSIMH, OPTaHU3aMSIMHY, IPENPUSTHIMHI paiioHa.

3. CocTaB IOKyMEHTOB ApXHBa

3.1. ApXvB XpaHHT 3aKOHYEHHBIE 1EJIONPOU3BOICTBOM JIOKYMEHTHI I10 JTUYHOMY COCTABY:

1) TUKBUAMPOBAHHBIX, PEOPraHU30BAHHBIX, N3MECHUBIINX (HOPMY COOCTBEHHOCTH YUpEXKIICHHI,
OpraHuzaliii ¥ TPEeNNnpUATHH, HE WMEIOIIUX MPaBONPECMHUKOB WM BHIIIE CTOSIIMX OpraHU3alui;
YUpEXKIACHUM, OpraHu3aluil, NOPEeANpUATUN, [OEITEIbHOCTh KOTOPBIX OFpaHW4Y€Ha TeppUTOpUEH
3aBETHHCKOTO paiioHa, HE3aBHCHUMO OT (OpM COOCTBEHHOCTH, a TaK K€ WX MPENIIECTBEHHUKOB -
WCTOYHUKOB KOMILUIEKTOBAHHUS APXHBa;

2) opraHu3anyii - MUCTOYHHKOB KOMIUIEKTOBAaHHMS MYHUIIMIIANBHOTO apXuBa AJMHHUCTpAIAN
3aBETHHCKOTO paiioHa, He UMEIOLIUX YCIIOBHUI AJIsl XpaHEHUS JTOKYMEHTOB 10 TUYHOMY COCTaBY.

B cocraB okyMeHTOB ApX#Ba BXOAST CIIEAYIOIIUE KATETOPUH JJOKYMEHTOB:

1) MOKyMEHTHI TO JIMYHOMY COCTaBy CO CpPOKaMHM XpaHeHHd 10 75 neT (OpraHu3aluoHHO-
pacropsAUTeNbHbIE TOKYMEHTBI, IMUHBIC /1€71a, YUeTHBIE IOKYMEHTHI, OyXTraJITepcKue JOKYMEHTHI);

2) IOKyMeHTHI JoiaroBpemMeHHoro (cBeime 10 jer) u BpeMeHHOro cpoka xpaHenus (mo 10 ner)
OpraHu3alyii - UCTOYHUKOB KOMIUIEKTOBAaHUS (HAa JOTOBOPHOH OCHOBE), a TaK e JIMKBUIUPOBAHHBIX
OpraHu3alMi MPU OTCYTCTBUU Y HUX MPABONPEEMHMKA MJIM BBILIECTOSIIEH OpraHu3aluy (10 UCTEUECHUS
CPOKa XpaHEHHS 3TUX JOKYMEHTOB);

3) Hay4HO-CIIpaBOYHBIM ammapaT ApXWBa, PacKpBIBAIOUIMI COCTaB M CoOJiepKaHue (OHIOB
ApxuBa (Onucu, KapTOTEKH, yKa3aTelld, HICTOPUYECKHE CIIPABKHM), U yYETHBIE TOKYMEHTHI (KHUTH ydeTa
MOCTYTUIEHUS W BBIOBITHS JIEJT, CIIUCKY (POHIOB, nena (GOoHIOB U Ip.).

4. IlpaBa ApxuBa

4.1. ApxuB JUIsl OCYIIIECTBIICHHSI CBOMX OCHOBHBIX ()YHKIIUH UMEET MPAaBO:

1) 3ampamuBaTh M MOJy4aTh B YCTAHOBIEHHOM MOPSJAKE OT YUPEKICHUH HE 0OXOIuUMBIC s
BBITIOJTHCHUS BO3JIOXKCHHBIX HA APXUB 3a71a4 CBEICHHS O JIOKYMEHTaX 110 JJUIHOMY COCTaBY;

2) mocemiaTh YYpPEXICHUS, OpPraHW3allid ¥ TMPEANPHUATHS PACIOJIOKCHHBIE Ha TEPPUTOPUHU
paiioHa 1 MPOBEPSITH YCIOBUSI XPAaHEHUSI M COXPAHHOCTh JOKYMEHTOB IO INYHOMY COCTaBY;

3) uHbOPMHUPOBATL PYKOBOJIUTENICH YUPEKIACHUU, OPraHU3aluid W NPEANPUATHH O COCTOSHHH
XpaHEHUS W COXPAaHHOCTH, JOKYMEHTOB TIO JHMYHOMY COCTaBy, BHOCHUTh NPEIJIOKCHUS W 1aBaTh
PEKOMEHJAIUU TI0 €r0 COBEPIICHCTBOBAHUIO;

4) KOHTPOIHMPOBATH BHITIOJHEHUE YUPEKACHISIMHU - UCTOUYHUKAMH KOMIUICKTOBAHMS ApXWBa U
YUPSKICHUSIMU M OPraHU3alMAMU TOCYIaPCTBEHHOM (hOpMBbI COOCTBEHHOCTH YCTAHOBJICHHBIX ITPABHII
OpraHU3alMK U XPaHCHUS JOKYMEHTOB I10 JIMYHOMY COCTaBYy;

5) B YCTaHOBIICHHOM TOpSAIKE 3aKI04YaTh C 3aWHTEPECOBAHHBIMHU  YUPESKICHUSIMHU,
OpraHM3alMsIMHA U MPESANPUITHIMU, HE3aBUCUMO OT ((hopM COOCTBEHHOCTH, COIJIAIICHHUS (IOrOBOPHI) O
[EHTPATN30BaHHOM XPaHEHUH, HCIIOJIb30BaHUH U YIIOPSAOYCHUN JOKYMEHTOB, OKa3bIBATh IOPUIMYECKAM
U (QU3MYECKMM JMIaM IUIATHBIE YCIYTH B paboTe ¢ JOKYMEHTaMH IO JIMYHOMY COCTaBy U IIO
WCTIOJTHEHHIO COIMAIIFHO-TIPABOBBIX 3aIIPOCOB;
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6) UCIIONBH30BaTh MONYUCHHBIC BHEOIOKETHBIC CPEACTBA IS YIIYUIICHUS OPTaHU3aIlui padoThI
ApXUBa U pelIeHUs CONUAITLHBIX BOTIPOCOB;

7) ydacTBOBaTh B pa0OTe JIMKBUAAIMOHHBIX KOMHUCCHH YYPCKJCHWA, OpraHH3alMid U
MPEIIPUITHAH, JOKYMEHTBI KOTOPBIX HE BXOJAT B COCTaB ApXuBHOTO (oHnma PD st pemeHus BOIpocos
COXPaHHOCTH JIOKyMEHTOB I10 IHNYHOMY COCTaBY.

5. PyxoBoacTtBo ApxuBa

5.1. PykoBomcTBO ApXHMBOM OCYIIECTBISIET 3aBEAYIONINA apXWBOM. 3aBEAYIONIUI apXHBOM
Ha3HAYAeTCsS U OCBOOOXKIAETCS OT MOJDKHOCTH [ J1aBoi 3aBETHHCKOTO paioHa.

5.2. 3aBenyromuii ApXuBOM:

1) ocymiecTBisIeT HENOCPEACTBEHHOE PYKOBOJCTBO NEATEIBHOCTHIO ApXHBa, OpraHu3yeT ero
paboTy; obecniedrnBaeT perieHrne BO3IOKEHHBIX Ha HEro 3ajad;

2) u3AaeT B Mpefeniax CBOeH KOMIIETCHIINY MTPUKA3bI;

3) npuHUMaeT Ha paboTy, onpezaenseT 00S3aHHOCTH U YTBEPXKAAeT AOJDKHOCTHBIE MHCTPYKLIUU
paboTHHKOB ApXHUBa;

4) orunThiBaeTcs 0 pabore ApxuBa mepel AIMUHHCTpANWEHd W B YCTAHOBICHHOM TOpPSJIKE -
nepen KomuteToM 1o yrnpaBieHHUIO apXUBHBIM JIJIOM A TMUHHCTpaiu PocToBckoit obmacTu;

5) opraHu3yeTr W BeAET IIPUEM Ipaxk[JaH, pacCMaTpUBAET UX 3asBJICHUS M JKanoObl IO BOIIPOCaM,
BXOZSIINM B KOMIIETCHIINIO ApPXUBa;

6) BbIJAaeT B YCTAHOBJIEHHOM IMOpPSJIKE TpakJaHaMm M YUYPEKICHHSIM CIPABKH COIHAJIbHO-
MPaBOBOTO XapaKTepa, KOIHHU, BHIITUCKH U3 JIOKYMEHTOB;

7) 3aKiroyaeT B YCTAHOBJICHHOM IOPSAKE JOTOBOPBI C YUPEXKACHUSIMHU, OPraHM3alusIMH U
NPEANPHUITUSMH Ha BBITIONHEHHE APXUBOM IUTATHBIX Pa0OT U YCIIYT;

8) obecreunBaeT coOJrONEHHE OXPAHHOTO, MPOTHUBOIIOKAPHOIO W CAaHUTAPHOTO pEXHMa B
XPaHWIUILAX;

9) ompenenseT MOTPeOHOCTh ApXHBa B 000PYIOBAaHHH U MaTepHaliax.

5.3. 3aBeayromiuii ApXUBOM HECET MEPCOHANBHYIO OTBETCTBEHHOCTh!

1) 3a BBINIOJHEHUE BO3JIOKEHHBIX HA HETO O0S3aHHOCTEH C y4eTOM NpaB, MPEJIOCTABICHHBIX EMY
HacrosiuM [lonoxenuewm;

2) 3a COXpaHEHHE CIYKEOHOW, KOMMEPUYECKOW WM WHOM, OXpaHIeMOW 3aKOHOM TaWHBI MpU
OCYHIECCTBJICHUHN CBOUX NOJIKHOCTHBIX MOJHOMOYHUM B pa60Te C JOKYMCHTaMHU.

I'ocynapcTBeHHBI apXuB 110 JINYHOMY COCTaBY B r.MexaypedyeHcke

ApxuBHBIE (POHJIBI OTPAKAIOT Pa3IUIHbIC ACTICKTHI COIIMATBHO-OKOHOMUYECKOH, HCTOPUIECKON 1
KyJBTypHOU XU3HHU I. MexaypedeHcka. MIMeroTcd KOIEKIUN JOKYMEHTOB JINYHOTO MPOMCXOXKACHUS,
($OTOIOKYMEHTBI. DTO MPEICTABISAET HAHOOBIIYIO IEHHOCTb.

JpyruM HampaBiieHHEM B paboTe ApXHBa, NOMHUMO XpaHEHHs, KOMIUIEKTOBAaHHUS, ydeTa U
WCIIOJIb30BaHMsI ApXUBHBIX JOKYMEHTOB, ABJISIETCS OKa3aHHE METOJNYECKON U MPAKTUYECKOM MOMOIIIH 110
JISIIONPON3BOICTBY M XPaHEHUIO JOKYMEHTOB B OpraHM3alVsX, MPEANPHUITHAX U IPYTHX YUPEKICHHM,
BBICTYNAIOIINX HCTOYHUKAMHU KOMIJIEKTOBAHHUS ApPXHUBa.

OnHO U3 BayKHEHIIMX HAIIPaBJICHUH PabOTHI apXWBa SBJISIETCS] 0OeCTieYeHre COMANTLHBIX TIpaB |
notpedHocteit rpaxaan. Co aHsA oOpa3oBaHUs ApXHBa M MO HACTOALIEE BPEMs B HECKOJIBKO pa3 BO3POC
MOTOK 3aIIPpOCOB COIMAJIHO-TIPABOBOI0 U TEMaTHYECKOTO XapaKTepa.

ApXUB  SIBISIETCS TOCYJApCTBEHHBIM  YUPEXKJEHHEM, MOJBEJOMCTBEHHBIM  ApPXUBHOMY
ynpasneHnio  KemepoBckoil  00nacTd, OCYLIECTBISAIONIEMY  KOOPAMHALMIO M PEryJMpoBaHHe
JesTenbHOCTH ApxuBa. YupenuteneM ApxuBa BbIcTynaeT ApxuBHOe ympasieHue KemepoBckoi
o0nactH.

ApXUB SBIFETCS IOPUAMYECKAM JIUIIOM, WMEET CaMOCTOATENbHBIN OajaHC, JIWIEBOW CUET B
Ka3HauelcTBe, 000c00JIEHHOE HMYILECTBO, IUTaMIl W TepOOBYIO MEYaTh CO CBOMM HAaWMEHOBaHHEM,
OylaHKH. APXUB BBICTYIIA€T MCTIIOM U OTBETYHKOM B CyJI€ B COOTBETCTBHH C 3aKOHO/IATEIHCTBOM PD.

Ucropuueckas cnpaBka ' KYKO «l'ocynapcTBeHHBIH apXUB JOKYMEHTOB IO JINYHOMY COCTaBY
Kemeposckoii obmactu B 1. Mexaypeuencke». 30 ampenst 2004 roga B cBA3M C HEOOXOAMMOCTBIO
o0ecrieyeHns COXPaHHOCTH JOKYMEHTOB II0 JIMYHOMY COCTaBy JIMKBUAWPOBAHHBIX YTOJBHBIX
npennpustuii ora Kysbacca M B COOTBETCTBHM C paclopsbkeHHeM AnMuUHUCTparuu KemepoBckoit
obmactu ot 30.04.2004r. Ne 545—p ma 6a3e PEKOHCTPYHPOBAHHOTO MOMEIICHUS B aJIMHHHUCTPATHUBHO-
obrToBoM KoMOuHaTe ObiBumieil maxtel umenu JIJI. IlleBsikoBa, a B Hactosmee Bpems 3AO LlaxTer
Pacnanckas-KokcoBas B ropome MexaypedeHcke ObUT  OTKPHIT  MexXAypeueHCKud  (uiinan
T'ocynapcrBerHoro apxuBa KemepoBckoit o0macTu.
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01 wmroms 2008 r. Ha ocHoBanuu Pacnopsbkenus ['yoepnatopa KemepoBckoit oGmactu ot
18.05.2008r. Ne  67-pr cozmano l'ocymapctBeHHoe yupexaeHme KemepoBckod — oOmactu
«locynapcTBeHHBIH apXuWB JOKYMEHTOB MO JHYHOMY cocTaBy KemepoBckoit obmactu B T.
MesxaypedeHckey, KOTopoMy ObUTH mepefaHbl GYHKIMH yNpa3gHEHHOTO MexaypeueHcKopro ¢uinana
"T'ocymapctBennoro apxuBa KemepoBckoii ob6macTm.

01.06.2011r. Ha ocHoBanuu Pacropspkenns Komermm Anvmuauctpanun KemepoBckoi obmactu
or 18.05.2011 r. Ne 380-p «O0 u3MEHEHHWH THUMA CYIIECTBYIOMIUX OIOJDKETHBIX YUYPESKICHUH —
TOCY/IapCTBEHHBIX yUpexaeHni KemepoBCcKkoil 00MacTH, MMOABEIOMCTBEHHBIX apXHBHOMY YIIPABICHHUIO
KemepoBckoii obmactr, B IENsIX CO3MaHUS TOCYNAPCTBEHHBIX Ka3eHHBIX yupexknaeHuid KemepoBckoit
obmactu» coznano ['ocyaapcTBeHHOe KazeHHOe yupexneHne Kemeposckoii obmactu «['ocymapcTBeHHBIN
apxuB JOKYMEHTOB T0 JINYHOMY cocTaBy KemepoBckoii ob6nactu B I. MexxaypedeHCKe».

locynmapcTBeHHBIM Ka3eHHBIM yupekaeHneM KemepoBckoil obmacTu ['ocymapcTBEHHBIN apXwB
JOKYMEHTOB T10 JIMYHOMY cocTaBy KeMepoBckoii obnactu B r. MexXaypedeHCKe pYKOBOIUT AUPEKTOP.

OcHoBHBIMHE 3a7auamMu [ 0cy1apCTBEHHOTO apXHBa SBISIFOTCS:

1. ObecrieueHre COXPaHHOCTH U TOCYIapPCTBEHHBIH yIeT JOKYMEHTOB II0 JIHYHOMY COCTaBYy
ApxuBHOTO QoHAa Poccuiickoit deneparnm.

2. OO6ecreueHue COMAIbHON M MTPABOBOH 3aIlUThI TPaXKIaH.

3. HcrosHeHue 3apoCcoB roCyAapCTBEHHBIX, HHBIX YUPEKICHHUHM, TPAXKIaH 10 TOKyMEHTaM

VupexnaeHus, BblAaYa UM apXUBHBIX CIIPAaBOK COLMAILHO-IIPABOBOrO XapakTepa O MOATBEPKICHUU
cTaxka paboThl, JILTOTHOTO CTa)ka paboThl, 0 3apadOTHOM IUIaTe MpeaoCTaBlIeHHE JOKYMEHTOB HITH UX
KOITHH.

B nacrosimee Bpems B ['ocynapcTBeHHOM yupexaeHnu XxpaHutes 51 GoHa 1mo InYHOMY cOCTaBy,
29033 enuHUIBI XpaHSHUS. 33 STUMH JOKYMEHTaMH CTOSAT CyILOBI JIFo/ici. B OCHOBHOM 3TO TsDKEJBIN, HO
MOYETHBIH TPyA WIaxTtepa. [ OCyJapCTBEHHBIH apXUB IIOMOTAeT BOCCTAaHOBHTH (AaKT TPYyIOBOI
ouorpaduu, Ui NOTy4YeHHs TPYIOBOM IEHCUH, HAYMCICHUH PETPECCHBIX MCKOB MHBAIHIAM TPY/.Ia.

CIINCOK
¢doun0B ['ocynapcTBEHHOTO Ka3eHHOTO YupexeHus: KemepoBckoit o0macTu
«["ocynapcTBeHHBIN apXUB TOKYMEHTOB I10 INYHOMY COCTaBY
Kemepogckoii ob6mactu B . MexaypedeHcKe»
1o coctosHuio Ha 01.01.2012r.

HaunmenoBanue dhonga Ne Kon-Bo Kpaitaue

¢onoa OIMCH Enununig ATBI

XpaHEHHUS

P-1

/louepHee OTKpBITOE aKIMOHEPHOE 1 n/c 420 1978-2004
00111eCTBO

"Yupasnenue MaTepHaIbHOA]
TEXHUYECKOro CHaOKeHUs1 OTKPBITOTO
aKIIMOHEepHOro o0ImecTBa "YroibHasd
[kommannsa Kys6accyromns"
r.JIennHck-Ky3Henkuii

ToBapuiecTBO C 1 n/c 96 1991-2001
OrpaHUYEHHON OTBETCTBEHHOCTBIO

IIpouzBoacTBEeHHO-
[kommepueckas pupma "Tpuama”
r.MexaypeueHck

P-3

KommMmepuecknii  akIIMOHEPHBIN 1 1/c 54 1993-2000
bank "Kysbacccoroank"
r.MexzypedeHck

OTkpbITOE AKIUOHEPHOE 1 n/c 465 1958-2000
001IIeCTBO "CtpouTtenbHas]
MHAycTpus" r.MexaypeueHck

P-5

OTKpBITOE AKIIMOHEPHOE 1 a/c 824 1934-2003
00111eCTBO "OnroBo-3akynoyHasy
cObITOBast Oa3a"

r.JIlennnck-Ky3nenkuit
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P-7

AKIMOHEpHOE 0011ecTBO
oTKpeITOro Thna "lllaxra "Haropuas"
r.HoBoky3Henk

1 n/c

3009

1954-2000

T'ocynapctBeHHOE
MIpEAPUATHE "[llaxTa AMCHY
UL 1.1 IeBsikoBa"

r.Mex1ypedeHcK

1 n/c

2410

1962-2003

P-9

OTkpBITOE AKIMOHEPHOE
obmmecTBo " J{opokHUK"
r.MexaypeueHck

1 1/c

118

1965-2004

P-10

OTKpEITOC aKIIMOHEPHOE
oOmiecTBO  "YronmbHas ~— KOMIaHHS
"Ky3nenkyrons" r.HoBoky3Herk

1 n/c

1184

1969-2003

P-11

3akpsiToe aKIMOHEPHOE]
o0miecTBO  PeMOHTHO-CTpouTENbHAS
¢dupma "I[Ipopabd” r.MexaypedeHck

1 1/c

99

1971-2002

P-12

OTkpbITOC AKIIMOHEPHOE
00111eCTBO "MexIypedeHCKIe
[ICHTPAJIbHBIE 3JIEKTPOMEXAHUUCCKHUE
Imactepckue"
r.MexnypedeHck

1 n/c

113

1962-2005

P-13

OTtkpsITOE aKIOHEPHOE
00I11ECTBO "BeoBckuid
IMsicokomOuHat"
r.benoso

1 n/c

149

1970-2003

P-14

OTtkpbITOE aKIIMOHEPHOE
obmectBo "lllaxTa "3bIpsiHOBCKAs"
r.HoBoky3Henk

1 n/c

1915

1960-2005

P-15

OTkpBITOE aKIMOHEPHOE
o6mectso "lllaxta "HoBoky3nenkas"
r. HoBoky3Henx

1 n/c

1404

1956-2005

P-16

OO0mecTBO € OrpaHUYECHHOU
OTBETCTBEHHOCTHIO "OxpaHHOE
npennpuarue ""apant-Cepsuc"

r.MexaypeyeHcK

1 1/c

17

1999-2004

P-17

T'ocynapctBeHHOE
npennpuarue "[llaxTa "baiinaesckas”
r.HoBoky3He1k

1 n/c

2043

1949-2005

P-18

OTkpBITOC AKIIMOHEPHOE
oOmectBo "[IpomcTpoit”
r. MexnypedeHck

1 n/c

12

2003-2005

P-19

OOmectBO ¢ OrpaHUYEHHOM
OTBETCTBEHHOCTHIO "Troneman"
r.MexzypedeHck

1 n/c

1997-2003

P-20

MyHuIMIIanbHOE  YHUTapHOE
npennpustre "Bogokanan"
r.MexypedeHcK

1 n/c

529

1969-2002

P-21

OTKpEITOC aKIIMOHEPHOE
oo6mectso "lllaxta "Kompuyrnackas"
r.Jlennnck-Ky3neuxwuit

1 n/c

4296

1932-2003
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P-22 O®wunnan "Jleannckyronas" OAO 1 a/c 1965 1978-2003
"YronpHas KOMIIaHHS
"Kyzbaccyromns"
r.JlennnckKy3nenkuit
P-23 MyHUIMIIaNbHOE ~ YHUTapHOE 1 n/c 164 2002-2004
[IpEANpUATHE "BogomnpoBoano-
[kaHamM3anMOHHOE X035 CTBO"
r.MexypedeHcK
P-24 AKIMOHEpHOE 0011ecTBO 1 n/c 155 1981-1995
OTKPBITOTO TUTIA
"[[laxTompoxoadecKkoe  yHpaBIeHHE
Ne 2"
r.HoBoky3Henk
P-25 OTkpbITOE AKIUOHEPHOE 1 n/c 1225 1964-2000
oOmectBo "laxTa "Tomckas"
r.MexnypedeHck
P-26 OTkpBITOE aKIMOHEPHOE 1 n/c 1681 1960-2003
00111eCTBO "I'pamoTtenHCKOE
[axToynpasienue" r.benoso
P-27 OTkpBITOE aKIMOHEPHOE 1 n/c 1050 1975-2005
0011ecTBO "YIpaBieHne M0 MOHTAXY,
TEMOHTaXyY u PEMOHTY)|
COPHOIIAXTHOTO obopymoBanwus"
r.HoBoky3HENK
P-28 Houepnsist XonauHroBast 1 n/c 622 1955-2002
[kommanus OTKpBITOE aKIMOHEPHOE
obmectBo "Pa3pes JIuctBsHcKHi"
rHoBoKky3HelK
P-29 OTKpBbITOE AKIUOHEPHOE 1 n/c 420 1970-1993
obmrecTBo "JIucTBsIHCKAs aBTOOa3a"
r.HoBoky3Helk
P-30 OTkpBbITOE AKIIMOHEPHOE 1 n/c 91 1994-2000
obmecTBo "HoBoky3HEIKpeMCTpOit"
r.HoBoky3Helk
P-31 OTtkpsITOE AKIMOHEPHOE 1 n/c 13 1992-1997
obmectBo "3aBop "Crpoiinerans"
r.HoBoky3Henk
P-32 OAO  "DkcnepeMeHTaJIbHBIN 1 1/c 117 1976-2001
3aBos"
r.HoBoky3He1k
P-33 OOmecTB0 ¢ OrpaHUYEHHOM 1 n/c 8 2005-2006
OTBETCTBEHHOCTBIO "TIpomcTpoit"
r.MexaypeueHck
P-34 3akpbITOE AKIIMOHEPHOE 1 1/c 138 1995-2005
obmectBo laxTa "Yrnexon"
r.MexzypedeHck
P-35 OAO "O0beauHEHHAS] 1 n/c 373 1973-1982
yroJibHast KOMITaHUs]
"IO>xky36accyroip" YmpasieHue]
METCKUX JTOLIKOJBHBIX YUYPEKICHUH,
COITKYJIBTOOBEKTOB u
CIIOPTCOOPYKEHUI

ITPOU3BOJJCTBCHHOTI'O 06’BC,Z[I/IH€HI/I$I

78




"HOxky30accyrons"
r.HoBoky3Henk

P-36 OAO "KucenesckiaxToctpoit” 1 a/c 508 1950-1998
r.Kucenesck
P-37 OO0IecTBO ¢ OrpaHUYCHHOM 1 a/c 8 2002-2006
OTBETCTBEHHOCTBHIO
PCY
r.MexaypedeHck
P-38 OOO XonnuHroBasi KOMIIAHHS] 1 n/c 225 1976-2006
"[IpommiaxTo-
cTporiMexaHu3anus"
r.MexnypedeHck
P-39 OTkpBITOE aKIMOHEPHOE 1 n/c 946 1947-2003
oOmectBo  CrpoutenbHas  (pupma)
"TomycamaxTtocTpoit”
r.MexnypedeHcK
P-40 OO0mecTBO € OrpaHUYCHHOU 1 n/c 12 1992-2007
OTBETCTBEHHOCTBIO "Maraszun Ne 25"
r.MexrypeueHck
P-41 OO0mecTBO €  OrpaHUYCHHOU 1 n/c 10 2006-2008
OTBETCTBEHHOCTHIO "CTpOWKOHTpPaKT"
r.MexnypeueHck
P-42 3akpsiToe AKIUOHEPHOE 1 n/c 24 1997-2004
0011ECTBO "ToMyCHHCKOE
ITOKOMOTHUBHOE neno"
r.MexTypeueHck
P-43 3akpsiToe AKIUOHEPHOE 1 n/c 38 1994-2008
00111eCTBO
"Cubupur-1"
r.Mex1ypeueHck
P-44 OOmiecTBO ¢ OrpaHUYEHHOM 1 n/c 10 2004-2008
OTBETCTBEHHOCTBHIO
"MexaypedeHCKIIaXTOCTPOM
OHTaX"
r.MexypedeHck
P-45 OOmiecTBO ¢ OrpaHUYEHHOM 1 n/c 5 2003-2008
OTBETCTBEHHOCTBIO
"MextypedeHcKas
runorpadus”
r.MexaypeueHck
P-46 OO01mecTB0 € OrpaHUYCHHOU 1 a/c 9 2006-2009
OTBETCTBEHHOCTBIO
"Crpoii-Ac"
r.Mex1ypedeHcK
P-47 OOmecTBO ¢ OrpaHUYEHHOM 1 n/c 3 2003-2009
OTBETCTBEHHOCTBIO
" Topo>kHUK"
r.HoBoKy3Henk
P-48 MexmypedeHCKHi dunnan 1 a/c 42 1961-2000

OAO AKB "Ky3z6accrpombank"
r. MexaypedeHck
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P-49

OO01mecTB0 ¢ OrpaHUYCHHOU 1 n/c 2 2006-2009
oTBETCTBEHHOCTHIO "ToMb-UHBECT"
r. Kemepogo

P-50 OO01ecTBO ¢ OrpaHUYECHHOM 1 a/c 13 1999-2009
oTBeTcTBeHHOCTHIO "Ilomoc"
r. MextypedeHck
P-51 OO0IecTBO ¢ OrpaHUYCHHOM 1 a/c 15 2006-2010
OTBETCTBEHHOCTHIO "["pant”
" r.MexnaypedeHck
P-52 OOmiecTBO ¢ OrpaHUYEHHOM 1 n/c 6 2001-2009
OTBETCTBEHHOCTBHIO
"Bocrok-Tpan3ur-M"
r.Mex1ypeueHck
P-53 OOmiecTBO ¢ OrpaHUYEHHOM 1 n/c 9 2006-2009
OTBETCTBEHHOCTHIO ""Tenekom ycmyra"
r.KemepoBo
P-54 OOmecTBO ¢ OrpaHUYCHHOMH] 1 n/c 8 2005-2010
OTBETCTBEHHOCTBHIO
"[IpommaxTocTpoiiMoHTaX"
r. MexxypedyeHck
P-55 OOmiecTBO ¢ OTrpaHUYEHHOM 1 n/c 346 1976-2000
OTBETCTBEHHOCTBHIO
"[Ipuromckas aBToOa3a"
r.Mex1ypeueHck
P-56 OO01IeCTBO ¢ OrpaHUYCHHOM 1 n/c 15 2001-2011
OTBETCTBEHHOCTBHIO
"MTC"
r.MextypeueHck
P-57 OOmiecTBO ¢ OrpaHUYEHHOM 1 n/c 77 2003-2010
OTBETCTBECHHOCTBHIO
"Azus"

r.Mex1ypeueHck

I'KYKO «I"ocymapcTBeHHEIN apXUB JOKYMEHTOB IO JUYHOMY cocTaBy KeMepoBckoii obmactu B
r. MexaypedeHcKe» NMPeoCTaBIIAeT YCIYTH IOPUINICCKAM JIUIAM:

. WCTIOJTHEHHE 3aIPOCOB, MOCTYMAOIINX OT ()eIepalTbHBIX OPTaHOB I'OCYIapCTBEHHOM
BJIACTH, OPTAHOB BIIACTH CYOBEKTOB PD, opraHoB MecTHOTO caMOylpaBIeHHs], Cy/1a, IIPOKYPaTypHI, ;

o HCIIOJHEHHE 3alIPOCOB YUPESKICHUI-()OHI000pa30BaTENICH 10 JOKYMEHTAM UX
apXUBHBIX (POHJIOB YIS CITYKEOHOTO MOJIb30BaHUS;

° OKa3aHUe KOHCYJIbTATUBHO-METOANYECKON MOMOILIHU YUPEKICHUAM-
(G oH1000pa30BaTEIIAM 10 BOIIPOCaM padOThl BEIOMCTBEHHBIX apXHUBOB M OPraHU3allMU JIOKYMEHTOB B
JIeJIONTPOU3BO/ICTBE;

° KOHCYJIbTHPOBAHHE IOPUINIECKUX JIUI] TIO BOTIPOCAM JOKYMEHTAIIMOHHOTO 00ECIICUeHHS
YIIPaBIECHUS U apXUBHOTO JIEJa;

L] HpI/IeM Ha XpaHeHI/Ie JIOKyMeHTOB 110 JII/IT-IHOMy COCTaBy .]'II/IKBI/IJII/II.‘JOBaHHBIX n
PEOPTraHN30BaHHBIX MPEANIPUITAN U YIPEKISHUN pa3IHIHBIX (OPM COOCTBEHHOCTH;

° YHOpPSIOYEeHUE TOKYMEHTOB, (popMupoBaHue U 0(hOpMIICHHE apXUBHBIX JIEJ 0 3asiBKaM
OpraHu3allnii;

° KOHCYJIbTHPOBAHHE IOPUANICCKUX U PU3UICCKHUX JIUI] 10 BOIIPOCAM

JIOKYMEHTAI[MOHHOTO 00eCreueHus YIIPaBIeHUs U apXUBHOTO JIea.

I'KYKO «I'ocymapcTBeHHBIN apXUB JOKYMEHTOB IO JUYHOMY cocTaBy KeMepoBckoit oOmactu B
r. MexaypedeHcKe» NpeqoCTaBisIeT yCayrH GU3NIeCKUM JIHIaM:

. HCIIOJIHEHHE 3alPOCOB, CBSI3aHHBIX C COILMAILHOMN 3aIUTON TpaxaaH,
MpeycMaTpUBaroIIel X IEHCHOHHOE 00ecTIieueHne, a TAKKe IS MOJTYUIeHHS JIbIOT U KOMIICHCAIIUH B
COOTBETCTBHUU C 3aKOHOIAaTeNIbCTBOM Poccuiickoit deaeparuu.
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. BbIZIa4a AyOnukarta, nepeopopMiIeHNe apXUBHOM CIPaBKH B3aMEH yTpadeHHOH,
M3rOTOBJIEHUE HECKOJBKUX 3K3EMIUIIPOB apXUBHOM CIPaBKU;

. MOJTrOTOBKA CIIPaBKH 00 OTCYTCTBUH B apXHBE 3aIllPALINBAEMbIX JJOKYMEHTOB;

) KOTIMPOBaHHE JOKYMEHTOB Ha OyMa)KHOH OCHOBE TEXHUYECKUMH CPEICTBAMH apXHBa IO
3arpocam rpakJaH.

B I'KY KO «I'ocymapcTBeHHBIN apXyB TOKyMEHTOB MO TUIHOMY cocTaBy KemepoBckoii o0mactu
B . MexXIypeueHCcKe» BeJeTCs IMUHBINA PUeM IpakaaH M MMCbMEHHBIX 00paIlleHH 10 BOIPOCaM:

1. [MonTBepkIeHHE TPYJOBOTO CTaXKA.

2 IToaTBepskeHme cTaxka pabOTHI B OCOOBIX YCIOBUAX TpyAa (JIBTOTHOTO CTaXa).
3. [IpenocTaBnenne cBeeHNH 0 pazMepe 3apabOTHOM TUIATHI:

o quist LlenTpa 3aHsTOoCTH

o 11t Ilencnonnoro ouma

Ut ohopmIteHUsI GOTBHUYHOTO JIUCTA

it @oHIa COLMANTBHOTO CTPaxXOBaHUS

[MonTBepxxnenne hakTa HArpaKACHHUS WIH TPUCBOSHUS MOYETHOTO 3BAHMS.
[lonTBepxaenne (hakTa HECUACTHOTO CITydasi Ha IIPOU3BOICTBE.
[IpenocTaBnenne cBeCHUH O MEPEUMEHOBAHUN TIPENTPUSTHS.
[IpemocTaBnenre apXUBHBIX KOMHH JOKYMEHTOB.

Oq)opMneHI/Ie 3arpoca. 3ampockl OT TpakIaH MPUHIMAIOTCS Ha OJaHKaX aHKETHI-3asSBIICHHSL.

JInyHO O0OpaTHUTHCS MOXKHO TI0 azipecy: T. MexaypeueHck, 1. Lupoxkwuii or

[Tpu nmuunOM OOpareHnl HeOOXOUMO TIPH cebe UMETh:

. MacropT

o KOITUIO TPYIOBOW KHIKKH (C TUTYJIBHBIM JIUCTOM).

[Ipu oOpameHny MO MOYTE K AaHKETE-3asBJICHUI0 HEOOXOAMMO TPHIIOKUTH KOMHUIO TPYAOBOH
KHIKKA (C TUTYJIBHBIM JIUCTOM).

B  caywae  ytparel  TpyZOBOW  KHWKKHM  TIpH  3allOJIHEHUW  aHKETHI-3asIBIICHUS
HEOO0XOIMMO MaKCUMAIIbHO TOYHO YKa3aTh TOJ MpUeMa U TOJ| YBOJIbHEHHUS.

3anpockl OT IOPUIMYECKUX JIMI[ JOJDKHBI OBITh O(QOpPMIICHBI Ha OjlaHKax opraHusaiuu. Ilo
tenedony, hakcy 3anpocsl He MpuHUMAarOTCs. H(MOpMAaIiio 0 TOTOBHOCTH CIIPABKH MOYKHO ITOTyYUThH 110
TeraedoHy apXuBa.

[lpy HanmMuMM B aHKETE-3asBJICHUM KOHTAKTHOI'O Tele(oHa 3asBUTEN0 OyIeT COOOIICHO O
TOTOBHOCTH CIIPaBKHU.

Brigaua cnipaBok. Breiada ToTOBBIX CIIPaBOK OCYIIECTBIISIETCS TP MPEAbSIBISHUH TACTIOPTa UK
WHOTO JIOKYMEHTA, YIOCTOBEPSIOIIETO TNIHOCTD.

B cnyuae momydeHus cnpaBKHM TIOCTOPOHHHM JIMIIOM HEOOXOJUMO HaJW4YWe Iacropra |
IOPUIMYECKH 3aBepeHHOW JoBepeHHOCTH. Ecnm 3ampoc OTHOCWICS K KAaTErOPHH IUIATHBIX YCIYT,
3asBUTEN0 HEOOXOAMMO MPEIbSBUTh OIUIAYEHHYIO KBUTAHIUIO. VIHOTOPOJHUM 3asBHUTEISIM CIIPAaBKH
OTITIPABIISFOTCS IO TIOUTE MPOCTHIM MUCHMOM.

PwN e

Tema 3. @opmuposanue TUYHBIX Oel COMPYOHUKOE

B mnepByio ouepeabr OTMETHUM, YTO BEICHUEC JIMYHBIX J€J PaOOTHUKOB HE 00sA3aTebHO B
OTHOIIIGHWU BCEeX Kareropuii paboTHHKOB. OO0s3aTeNbHOE BEJACHHE IHYHBIX JIel IPEAyCMOTPEHO,
HanpuMep, Ha TOCYJapCTBEHHON I'pa)TaHCKOH Ciry»)k0e B COOTBETCTBHHU CO CT. 42 DenepaibHOTO 3aKOHA
ot 27.07.2004 Ne 79-®3 «O rocymapCTBEHHOH TpaxaaHCKO# ciyx)0e Poccutickoit @enepanumy» (gaiee -
3aKoH 0 TOCyJIapCTBEHHOW ciayx0e). [l ocTanbHBIX pabOTHHKOB 00S3aTEILHOCTh U MOPSAIOK BEICHUS
JIUYHBIX JEeTT MOXET ONPEACIATHCS JIOKATbHBIMA HOPMATHBHBIMHU aKTaMH PabOTOAATENsL.

Tak, nuuHBIe J€jla MOTYT BECTHUCh KaK Ha BCeX PA0OTHUKOB, TaK M Ha OMNPEACIICHHYIO WX
KaTeropuro. Ha npeanpusaTHsx JIMYHbIE Jielia 1ejecoo0pa3Ho BECTH Ha CIIeyIONIHe OCHOBHBIC KaTErOpUH

pabOTHHUKOB:

1. pyKoBoAMTENH (TTIaBa MPEATPHUATHSI, €r0 3aMECTHTEH, TOMOIIHNKH);

2. PYKOBOJMTENH CTPYKTYPHBIX TOJPA3JICICHUN H UX 3aMECTUTEIIH;

3. TJIaBHBIE (BEAYIIUE) CTICLIUATUCTEI,

4, paboTHUKH, HA KOTOPBIX BO3JIOJKEHA MOJIHAS MaTepHUaIbHasl OTBETCTBEHHOCTS;

5. paOOTHUKY, BKIIIOUEHHbIE B KaJPOBbIM pe3epB Ul BbIABI)KEHHSI HAa HAaHOO0JIEe BaXKHbIE
JOJKHOCTH;

6. paboTHuKH, obecnieunBaromye (yHKIMOHUPOBAHNUE OpraHa (anmnapara) yupaBieHHsI

ACATCIIBHOCTBIO IPEAIIPUATHUA.
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OnHako BO MHOTHX OpTaHM3aIMAX JIMYHbBIEC JieJla BEAyTCsS Ha BCEX PAaOOTHUKOB HE3aBHCHMO OT
cTaTyca ¥ BBINONHAEMOH pabOTHl (BKIIOYas TEXHWYECKHH NEpCOHAN), TaK KaK JHYHOE MAEI0 -
YpEe3BBIYAHHO YAOOHBIH UCTOYHMK MH(OPMALUU O KKIOM PaOOTHHKE: B OIHOW Mamke coOpaHBI BCE
KOTIMH JINYHBIX TOKYMEHTOB PaOOTHHUKA, MPUKA30B 10 STOMY pa0OTHHUKY U APYTHE JOKYMEHTHI.

Tak kak B Tex ciydasx, KOrJa pedb He HAeT 00 OoGOopMIICHHM KaJpOBBIX JOKYMEHTOB Ha
TOCY/IapCTBEHHOH I'pa’kAaHCKOM Ciryk0e, BOIIPOCHI ¢ BEJCHUEM JINYHBIX A€ PAaOOTHUKOB PEIIArOTCs HA
YCMOTpeHHEe padoToaaTens, To pa3paboTka W yTBEpKIEHHE JOKAIbHOTO HOPMATUBHOTO aKTa JUIITHUMU
COBEPIIIEHHO TOYHO HE OY/IyT.

[Tpn namuuy B Bamel opraHu3aniy MHCTPYKIMU MO KaJpOBOMY AEIONPOU3BOACTBY, JIOTHIHO,
€CII OTHAENbHBIN ee pa3jiesl OyIeT MOCBALICH UMEHHO BEICHUIO JIMYHBIX A€ COTPYAHUKOB.

Taxo# pazaen MoxeT OBbITh BKJIIOYEH U B COCTaB APYTHX JIOKATBHBIX aKTOB, PETIAMEHTUPYIOIINX
HOPAIOK OOPMIICHHS M XPaHEHHUS KaJPOBBIX JTOKYMEHTOB.

Hexkotopeie paboTomaTenu MpeanovYuTaroT pa3paboTaTh OTHACIBHBIA TOKYMEHT, YUUTHIBAIOIINI
BCE HIOAHCHI BEJICHHS JIUYHBIX JIE.

HesaBucumo ot BeIOpaHHON Bamu (DOPMBI IPH periaMeHTanuu paboThl ¢ JHYHBIMH JIEIaMH
HEOOXOMMO YTOUYHUTH:

1. KaTeropuu pabOTHUKOB, HA KOTOPBIX BEAYTCsI JMYHBIE Jenia (OyAyT 3TO Bce COTPYIHUKU
OpraHM3aIMy WIH, HAIIPIMED, TOJIBKO MEHEKePBl BCEX 3BCHbEB YIIPABIICHUS);

2. croco6 (hopMHUPOBaHUS JIMIHBIX JEIT;

3. COCTaB JOKYMCHTOB JIMYHBIX JICJI (B TOM 4YHCJIC C YKa3aHUCM Ha TO, KAKUC JOKYMCHTLI
IMOJUIMBAIOTCA B OpUTI'MHAIaX, 4 KaKU€ B KOHI/IHX);

4. HIepeyYeHb JIUII, OTBETCTBEHHBIX 32 BEJJCHUE U XPaHEHHE JIMYHBIX JIET;

5. IMOPAOOK BEACHUA JINYHBIX OCJI;

6. IMOPAAOK O3HAKOMJICHUSA pa6OTHI/IKOB C JOKYMCEHTaMH, XpAHAIIUMUCS B JIMYHBIX JICJIaX;

7. HOPSIOK XPAaHESHUSI JIMIHOTO JIeJIa MOCIIe YBOIbHEHUS paOOTHHKA; IPYTYI0 HH(POPMAIIHIO.

Kanra (xypHai) ydera JIMYHBIX JelT MOXKET CO/IEPIKATh CIICAYIOININE CBEISHIS:

1. MOPSIIKOBBIA HOMED 1A,

2. (dhamuus, UMsi, OTUYECTBO COTPYIHHKA,;

3. JlaTa MepBOHAYAILHOTO (DOPMUPOBAHUS JIeTa;

4, JlaTa rnepejiayu Jesa B apXuB;

5. JIPYTHE CBEACHHUS M0 YCMOTPEHHUIO PaboTOMaTEs.

®dopmupoBaHNEe H BeJeHHE JWYHBIX JIeJI, KaKk MBI YXe OTMETIIN, OCYIIECTBIIETCS B
COOTBETCTBHH C TIPaBUJIAMH BEJICHHUSI IEIOTPON3BOJICTBA, IEHCTBYIONUME Y KOHKPETHOTO PabOTOMATEINS.

[lepBoHAYAIBLHO B JIMYHOE JICJIO FPYIIMPYIOTCS JOKYMEHTBI, O(OPMIISIONINE TPOIIECC MpreMa Ha
paboTy, a BIIOCIIEJCTBHH - BCE OCHOBHBIE JOKYMEHTBI, KaCArOIIHECs TPYIOBON AEATEIHHOCTH pabOTHHKA.

OcoobiM 1okymMeHToM B coctaBe JIJIC saBasierca Jluunoe nesio. OHO OOBIYHO 3aBOJUTCS Ha
pa6OTHI/IKa, IMMOCTYIIMBUICTO B OPraHU3alMIO. I[OKYMGHTBI B JIMYHBIX AC€JIaX pacnoJararoTcd 1mo Mepe ux
MOCTYTUICHUS ¥ CUCTEMATU3UPYIOTCS B CICTYIONICH MOCIe0BATEIbHOCTH:

1. BHyTpeHHsIs1 ONTUCh JJOKYMEHTOB, IMEIOIIMXCSI B JINYHOM JICIIE;

2. 3asBieHuE 0 IpueMe Ha paboTy, HallpaBJICHUE WIIN TIPEICTaBIICHUE;

3. AmHKeTa (JINUHBIN JINCTOK 10 YYETYy KaapOB);

4, ABToOHOTrpadus;

5. JoxymeHnTsI 06 00pa3oBaHuH U T.1.;

JIOKyMEHTBI B JIMUHBIX JeJlaX PAacloiaraloTcs 0 Mepe UX HOCTYIUICHHS.

@opMuUpOBaHHE PACIOPAIUTENHHON JOKYMEHTAUMHM MO JHYHOMY COCTAaBY — IMPHKAa3bl.

[Ipukasel 0 IMYHOMY COCTaBY (POPMHUPYIOTCS B Jiefia B 3aBUCUMOCTH OT CPOKOB MX XpaHeHus. [Ipu aTom
CICOYyE€T IMOMHHTB, YTO 3allp€lia€TCd TI'pyHIIMpPOBATh B OJHO ACJIO0 AOKYMCHTBI C pa3sHbIMH CpOKaMHU
XpaHEHHUS.

B coorBerctBUM ¢ THUIOBBEIM MEPEUYHEM IIPUKa3bl II0 JMUYHOMY COCTaBy HMCEIOT ABa CpOKa
XpaHeHus: 75 et u 5 ner.

K npuxazam, umerommuM 75-1eTHMH CPOK XpaHeHHWsl, OTHOCATCS: IpHKa3bl O IpHEME,
YBOJBHEHUH, MEPEMEUIEHHH, NPEMUPOBAHUH, TMOOLIPEHUH, UIMTEIBHBIX OTIYCKaX MO YXOAdy,
JUINTENbHBIX KoMaHaupoBkax. K mnpukaszam, uMewIMM S-jeTHMil CPOK XpaHEHMsl, OTHOCSTCS:
IpUKa3bl O TMIPEJOCTaBICHUM OUYEPEINHbIX U YUYEOHBIX OTIYCKOB, JE€XYpPCTBAaX, B3BICKAaHUIX,
KpPaTKOCPOUYHBIX KOMaHINPOBKAX.

[IpakTka HCIIONB30BaHUS JOKYMEHTOB II0 JIMYHOMY COCTaBy IIOKa3bIBaeT, YTO IpH
3HAQUUTENBHBIX 00BEMax MPHKA30B IO JIMYHOMY COCTaBYy, HMEIOMNX 75-JICTHUH CPOK XpaHEHUS,
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nenecoobpasHee ux (QopMmMupoBaTh B Jela MO BOHpocaM JeaTenbHOCTH. Hampumep, oOTaenbHO
TpyNIIMPOBATh B Jejla IPUKa3bl O IpUEME, YBOJIBHEHNH, IIEPEMEIIEHUN PaOOTHUKOB, TO €CTh IPHUKA3H,
CBSI3aHHBIE C UX TPYAOBBIM CTXEM, U OTACIHHO MPHUKa3bl O IPEMUPOBAHHUH, MTOOIIPEHUH U T.I., TO €CTh
MPUKa3bl, B KOTOPBIX COAEpKaTcs CBEICHUS O 3apaboTHOi miarte. Ilpu 3ToM B KakIOM Jesie MpUKa3bl
HMEIOT CBOIO CaMOCTOSITEIbHYIO BaJOBYIO HyMEPaLHIO.

[Ipukaspl, pacrlopsKeHUs] M IPYTUe paclopAOUTENbHbIE IOKYMEHTHl IO JIMYHOMY COCTaBYy
¢dopMmupyIOTCSI B Jena B MIpeAesiax OJHOTO KaJeHAApHOTO To/Aa B XPOHOJOTHYECKOM TOPSAKE U C
OTHOCSIIIMMUCS K HUM IIPHUI0KECHUSIMH.

B coorBerctBum ¢ «lIpaBunamMu opraHuzalMy  XpaHEHUS, KOMIUIEKTOBaHUS, Yy4éra U
WCTIONIb30BaHMsl JTOKYMEHTOB apXHBHOTO (OHIa pOcCHUHCKOW (eraepaumn W Opyrux apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHaX MECTHOTO CaMOYMpaBJICHHUS W OPraHU3alusix» OT
07.09.2015 r. pacnopsaWTeNbHBIE MTOKYMEHTH TPYNIHPYIOTCA B Jelia MO BHJAaM, HE JOMyCKaeTcs
¢opMHupOBaTh B OJHO JAENO TPUKA3bl U PACHOpsDKEHHS C €AMHOW HyMepanueid. To ecTb MpHKasbl,
pacropspKeHUs, yKa3aHus TPYIINUPYIOTCS B CAMOCTOSITENBHBIC /IejIa CO CBOSH HyMepalue.

JluneBple cueTa Mo 3apabOTHOH MIaTe COTPYIHUKOB (OPMUPYIOTCS B CAMOCTOSITEIbHBIE A€Ta U
pacroiaratoTcs B HUX 10 andaBUTy (HaMUIIHIA.

JIMYHBIC KAPTOYKU PAOOTHUKOB TaKKe (hOPMUPYIOTCS B Jieia Mo aa(aBuTy GhaMUIUH.

Ilo ucreyeHMH ONHOTrO roja Mocje 3aBepUIeHUs] (HOPMUPOBAHUS el B JEIONPOU3BOICTBE
IPOBOAMTCS paboTa MO UX MOATOTOBKE K IepeJaue Ha XpaHeHHE B apXHB yupexaeHus. B cooTBercTBuy C
[TpaBunaMu opraHu3anyy XpaHEeHUs!, KOMIUIEKTOBAaHUsI, YU4€Ta U HCIIOJIb30BaHUS JOKYMEHTOB apXHUBHOTO
(doHIa poccuiickoll denepanyu 1 Jpyrux apXUBHBIX TOKYMEHTOB B TOCYAAPCTBEHHBIX OpraHax, opraHax
MECTHOTO camoymnpasiieHus U opraHuzauusx ot 07.09.2015 r. B apXuB MOCTYNAalOT JOKYMEHTHI, B TOM
YHCiIe 10 JTUYHOMY COCTaBy, HE IMO3/HEE YeM uepe3 TPU Toja MOCie 3aBepUICHUS] MX (OPMHUPOBAHUS B
JIeIIONPOU3BO/ICTBE.

Odopmienne npen 1Mo JIWYHOMY COCTaBY IMIPEACTaBIseT COOOW KOMIUIEKC padoT 1Mo WX
TEXHHYECKOW 00paboTKe BKIIOYAMONINI: TMOAMUBKY (IIEperuieT) ell, HyMepaluio JHCTOB Jena,
COCTaBJICHHE 3aBEPHUTEIILHON HAJIMUCH, COCTAaBICHHE, B HEOOXOJMMBIX CIIydyasx, BHYTPEHHEH OIHUCH
JIOKYMEHTOB Jiefia, opopMiieHue 00JI0XKKH JeTa.

Hena noammBaroTcs B 4 Mpokojia B TBEPAYIO OOJOXKKY, U3 Jela YIOAlsSIOTCs BCE MOCTOPOHHHUE
npeaMeThl (CKPeIkH, 3aKkiIaaku u 1p.). HeBocTpeOOBaHHBIC JTMUHBIC JOKYMEHTHI (aTT€CTaThl, TUILIIOMbI)
BKJIQJILIBAIOTCS] B KOHBEPT U TMOAIIMBAIOTCS B JIe0. B KOHIIE ena Mo JuiMBaeTcsi YUCTHIN JTUCT WK OJIaHK
¢dopmbl 3aBepuTeNbHON Hagnmucd. B HeoOXoAMMBIX cilydasx B Hadaje Jiesla HOAIIMBAETCS OJaHK
BHYTPEHHEH ONUCH JOKYMEHTOB, TJ€ MEPEUUCIIOTCS BHUIBI JOKYMEHTOB M CTPaHMLBI, Ha KOTOPBIX
HaXOJISATCS JOKYMEHTHI.

Bce nuctel nena, kpome GiiaHKa JIMCTOB BHYTPEHHEW ONMCH M JIMCTa 3aBEPUTEIBHOM HAIINCH,
HYMEPYIOTCS B Pa3BEPHYTOM BHJE B IPAaBOM BEPXHEM YIJy HPOCTHIM (YE€PHBIM) KapaHAAIoOM HIIH
tabynsatopoM. [loAmuTeie B €70 KOHBEPTHI TaK K& HyMepylooTcs (CHayalla KOHBEPT, IOTOM 10 MOPSIKY
BCE€ BKITIOUCHHUS).

3aBepuTeNbHAs HAAMUCh COCTABISIETCS TOJBKO HAa OTAEIBHOM JIMCTE-3aBEPUTENIE IO
YCTaHOBJICHHOW (opMe. 3ampelnaercs BBIHOCUTh €€ Ha 00O0pOT TMOCNIEIHEr0 JOKYMEHTa I OOJI0XKKY
nena. OHa BKJIIOYAET CBEACHUS O KOJNMYECTBEHHBIX Iapamerpax Jeia M MX OCOOEHHOCTSIX (JIMTEpHl,
NPOMYILEHHbIE JTUCTHI, TUCTHI C 000POTOM, KOHBEPTBHI).

BHyTpeHHsI onMCh COCTaBISIETCSl Ul JIMUHBIX A€ W COJIEPXKHUT CBEICHHS O IOPSAKOBBIX
HOMepax JOKYMEHTOB B HEH, WX WHIEKCaX, JaTaxX, 3aroJIoBKax M HOMeEpax JINCTOB Jiela, Ha KOTOPBIX
PAacIoNoKeHbI 3TH JOKYMEHTHI.

K BHyTpeHHe#l ommcH cocTaBiseTCsl WTOrOBasi 3alMCh, B KOTOPOH yKasblBaeTcss HudpamMu H
MPOMHCHI0 KOJHYECTBO BKIIOUYEHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JIMCTOB BHYTPEHHEH OIHCH.
BHyTpeHHs1s1 OnHCh TIOJIIUCHIBACTCS €€ COCTABUTENIEM C YKa3aHHEM JIOJDKHOCTH | IaThI COCTABIICHHSI.

[Ipu m3MeHeHMH cocTaBa TOKYMEHTOB Jiesia (M3BATHH, BKIIOUYEHHH JOKYMEHTOB, 3aMEHE HX
KOTHMSMH) OHHM OTpaxkatorcs B rpade «[Ipumeyanne» co CHOCKOW Ha HOMepa BHYTpeHHel omucu. MoxkeT
OBITH COCTaBJIeHa U 0C00ast OTMCH ITHUX U3MEHEHHH.

O06mn0XKa Jiena 1mo JMYHOMY COCTaBY COACPKHUT CIEAYIOIINE PEKBU3ZUTHL:

. HaMMEHOBaHUE OpraHU3allid, TOJYMHEHHOCTh, HAMMEHOBAHUE CTPYKTYPHOTO
MOIpa3AeTICHIS,;

o WHJIEKC JeNa;

. apXUBHBINA mHdp Aena;

o 3aroJI0BOK JIENa;

o KpailHue JaThl Jiena;
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. KOJIYECTBO JINCTOB JIEJIa;

. CPOK XpaHCHHS JieTa.

[Ipu >TOM HaMMEHOBaHUE OPTaHU3ALMK YKa3bIBACTCS MOJHOCTHIO, B UMECHHUTEIBHOM MAJICKe, C
yKa3aHUeM MOJIHOTO HAMMEHOBaHHS OpraHH3allK, KOTOPOi OHAa HEMOCPEICTBEHHO MOTYMHEHA, TaK KE B
MMEHHUTEIIFHOM THajexe. Ecmu cama opraHu3aiiys Wi BBIIECTOSIIAs OPraHU3aIH HMEIOT O()UIINAIBEHO
NPUHATOE COKpAIICHNEe HANMEHOBAHHS, TO OHU YKa3bIBAIOTCS B CKOOKAX MOCIIE MTOJTHOTO HANMEHOBAHMSI.

Kop roc. apxvea
Kon opraHvaacvm

|

AUE TN "UD

L3N "D

{HammenoBanng apxuBHROND yupex o)

QGUECTEO € OrPAHHSHHON OTBETCTHEHHOCTEIO
TEXHOTKAHbL TEKCTWIIB”

ByxranTepua
{HAMMEHOBAHHE OpTaHH3ALMH B CTOYKTYEHOMD NOGDAI0aNeHHA)

OENONe 9 TOM Ne 1

Hasarto 01.01.2000
OkoHdeso  _31,12.2000

{Kpainme gate)
. MNe 1 Ha __248 nacTax
e XpawwTe 75 net
On, Me 2nfc
oNg

JIluaHOE neno mpeAcTaBisieT CO00 COBOKYHNHOCTh JIOKYMEHTOB, COJCpIKAIMX CBEICHUS O
paboTHHKe. Bce NOKYMEHTBI, OTHOCSIIUECS K JMYHOMY ANy, [0 Mepe MOCTYIUICHHS IMOJIIMBAIOTCS B
HaIKy-CKOPOCIIHBATEb.

JIn4HBIE I€)Ta MOTYT 3aBOJJUTHCS Ha BCeX paOOTHHKOB OpraHU3alliK, OJJHAKO, TJIABHBIM 00pa3oMm,
— Ha PYKOBOUIIIMH COCTAB M BEAYLIMX CHEHHATUCTOB. [ OCTalbHBIX PabOTHUKOB, KaK IPaBUIIO,
OrpaHUYMBaIOTCS oopMIIEHHEM JIMIHOM KapTouku 1o popme Ne T-2.

B coctaB TMUHOTO 1e1a BXOIAT CIEIYIONINE JOKYMEHTBI:
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L] BHYTPCHHAA OIIMCh JOKYMCHTOB, IIOAIINTEIX B IMYHOM ACJIC,

. pesome;

. aBToOHOTpadus;

. AHKETa WM JTUYHBIN JIMCTOK 110 YYETY KaJpOB;

. KOITUH TOKYMEHTOB 00 00pa3oBaHuN;

. XapaKTEePUCTUKH Ha PabOTHHKA;

. TPYAOBOH 1OTOBOP (MOXKET BXOJHUTH B COCTAB JIMYHOTO JAeJia WK XPaHUThCS OTACIHHO);
. KOTIMH MPUKA30B O HA3HAYCHUH, TIEPEMEIIICHUH, YBOILHCHNUH;

. KOIIUS CBUJICTEIHCTBA O TIOCTAHOBKE Ha yYET B HAJIOTOBOM OpTaHe;

. KOTIHS CTPaXOBOT'O CBUETENILCTBA FOCYJaPCTBEHHOTO IIEHCHOHHOTO CTPaXOBaHMUS;

. JIOTIOJTHEHUS! K aHKETE WM JINYHOMY JIUCTKY T10 YYETY KaJpOB;

. pa3IMYHbIE CTIPaBKU, OTHOCSIIMECS K JAaHHOMY PaOOTHHKY (KpOME CIPaBOK C MecTa

JKUTEIBCTBA, O COCTOSIHUM 3/I0POBbS M APYTUX JOKYMEHTOB BTOPOCTEIICHHOTO 3HAUEHHS, KOTOPBIE
TPYNIIUPYIOTCS OTAEIBHO).

Ilpy HamMuuM XapakTEpPUCTHKHM C MPOLUIOr0 MecTa PadOThl U PEKOMEHAATENFHOIO IHChMAa,
NPEACTaBICHHBIX IPU IOCTYIJICHUH Ha paboTy, OHM TaKKe MOALIMBAIOTCS B TMYHOE J1€JI0 PaOOTHHKA.

Jluunble nena paOOTHHKOB PETHCTPUPYIOTCS B CIEIMANBHOM JKypHalle, XpaHsATca B ceiide u
BBIJAIOTCA BO BPEMEHHOE IOJb30BAHHE TOJIBKO OIPEICICHHBIM IOJDKHOCTHBIM JIMLAM. 3alucd |
W3MEHEHUS B JTMYHBIC [1eJ1a BHOCSITCS JIMLIAMHU, OTBETCTBEHHBIMH 34 UX BEACHUE.

JluuHple fena YBOJEHHBIX WM YMEpIIMX paOOTHUKOB JOJDKHBI TepelaBaTbcs B apXuB U
XpaHUTbCS 75 JeT.

JluyHOe neno BKIIOYAET IOKYMEHTHI, OTPAKaloIIME CBEACHUS O PaOOTHHKE M €ro TPyIOBOM
JesTeIbHOCTH, MO0 0 cTyleHTe u ero odyuennu B BY3e. Kak npasuio, muaHoe aeno Gpopmupyercs B
TEUYeHHE JUIMTEILHOTO Iepuoja BpeMeHH (Bce BpeMsi paOoThl Wil y4ueObl). OHM BXOISAT B COCTaB
JOKYMEHTOB [0 JINYHOMY COCTaBY.

B HacTosiee Bpems TuYHBIE €A HA paOOTHUKOB B 00A3aTEIILHOM MOPSIKE B COOTBETCTBUU C
VYkazom [lpesunenra PD or 30.05.2005 Ne 609 momkHBI OBITH 3aBeJCHBl B TOCYAapPCTBEHHBIX
(MyHMIMTIATBHBIX) OopraHax Brnactu. s apyrux cdep nesTeTbHOCTH B HOPMATHBHBIX JOKYMEHTaX HET
YIIOMHHAHUSL 00 00S3aHHOCTH BeleHHs JUYHBIX fesl. DakTuuecku assi OONBIIMHCTBA OPraHU3allid 3TO
CTaHOBHTCS JIETIOM JJOOPOBOJILHBIM.

Tem He MeHee, MPaKTHKA MOKA3bIBAET, YTO (POPMUPOBAHNE M CBOCBPEMEHHOE KOMILIEKTOBAHHE
JMYHOTO Jeja Ha PabOTHHKA NPHHOCHT MHOTO TNouyb3bl. [loCKONbKYy Bce cBeleHHsT O pabOTHHKE
CKOHLIEHTPUPOBAHBI U YIIOPAJOYCHBI B €IMHOM MecTe (CIIOCOOCTBYET JyHUIe COXPaHHOCTH JOKYMEHTOB)
1 K HUM 00€CIICUYCH OTNePaTHBHBIN TOCTYI (CIIOCOOCTBYET OBICTPOMY OUCKY MH(OPMAIIHH 110 3aIpocy).

CocTaB 10KyMEHTOB JINYHOTO Jej1a padOTHHKA:

. 3asBJICHHE O IIpUeMe Ha padoTy;

. TPYIOBOE corfamenne (KOHTPAKT), JOMOTHUTEIbHBIE COTIIAIICHNUS;

. JMYHBIN JTUCTOK T10 YYETY KaJIPOB U JIOMOJHEHUE K HEMY;

o aHkera (aBroouorpadus);

. JIOKYMEHTBI 00 00pa30BaHNH (KOIHN);

. JIOKYMEHTBI 00 YTBEP)KJICHUHU B TOJDKHOCTH (KOTIMU HMJIH BBIITUCKH), B TOM YHCIIE 3TO

MOT'yT OBITh BEITTUCKU U3 IIPOTOKOJIOB yqpe;[HTeneﬁ, AKIIMOHCPOB, YYCHBIX COBCTOB, JOKYMCHTLIL
KOHKYPCHBIX KOMHCCHﬁ, PE3YIbTAThl TCCTUPOBAHUAA,

. peKOMeHaaTebHbIe TUChMa WITH XapaKTEePUCTUKH;

. JOJDKHOCTHBIE HHCTPYKLMH (PEryiaMeHThl);

. aTTECTALlMOHHBIE JTUCTHI, OT3BIBBI, IPEICTABICHHUS;

. MACTIOPTHBIE TAHHBIE, CBHJIETENIECTBO O OpaKe ! T.J. (KOMHUH);

o 3asIBJIEHUS M IPUKA3bI (KOMTUH UITH BBITTUCKH) O TIEPEBOJIE HA JPYTYIO JOIDKHOCTb,
NpEeACTaBICHUS, CIPAaBKU-O0BEKTHBKH;

o JIOKYMEHTHI O Harpa)kIeHUH, HATO)KEHUN B3BICKAHUH (KOTIHH);

. CBEJICHHS O JI0X0/1aX, UMYIIECTBE U CIIPABKH ITPOBEPKH ITOTHOTHI M IOCTOBEPHOCTH
JaHHBIX CBEJCHUH (IJ1s1 TOCYIapCTBEHHOM WIIM MyHHLIUTIATBHON CITYKOBI);

. HEBOCTpeOOBaHHbIE JOKYMEHTHI (CBUACTENBCTBA, TUIUIOMBI, TPYAOBbIC KHW)KKH U T.11.);

. 3asBJICHHS M MPUKa3bl (KOTIMH WU BBIITUCKH) 00 YBOJIBHEHUH, TIEPEBOJIE U T.1.;

. UHBIE IOKYMEHTBI B Cllyyae HEOOXOJUMOCTH, B YACTHOCTH ISl TOCYIapCTBEHHOM

ciyx0bI — oapoOHee mocMoTpute Yka3 [Ipesunenta PO.
DopMUpOBaHUE JHYHBIX 1€l paOOTHUKOB. PyKOBOACTBYIOTCSI XPOHOJOIMUECKHM INPHHLUIIOM,
T.€. JOKYMEHTbI B JIMYHOE JeJI0 pabOTHUKA ITOMEIIAITCS O Mepe ux mnosiBieHus. Ilocie yBoabHEHUs
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pabOTHHKA JIMYHOE AEJI0 CUYUTACTCS 3aKOHYEHHBIM JETONPOM3BOACTBOM M TOTOBUTCA K Tepenade B
apxuB. [Ipu 3ToM nena rocciykamux nepenarorcs B apxus mnocie 10 et XxpaHeHus B KapoBO# Ciryk0e

(HopMaTuBHOE TpeboBaHueE,

MOCKOJIBKY IIpU ICPEBOJAC TPAXAAHCKOrO CIyKalero B Jpyr on

I‘OCYI[apCTBCHHBIﬁ Oopradn €ro JUYHOC MECTO IICPeAacTCs IO HOBOMY MECTY pa6OTLI), OCTaJIbHBIX
pa6OTHI/IKOB — KCJIAaTCJIIbHO HC MTO3JHCC 3-x JeT mocne 3aBEPHICHUA UX ACJIOIPOU3BOACTBOM.

BBumy BaXHOCTH TOKYMEHTOB,

COCTaBJIAIOIIUX JIMYHOC  AOCJIO,

TpeOyeTcs COCTaBIATh

BHYTPCHHIOIO OIKCh [0 OMNpECiCHHO (opme, mMpu 3TOM OHAa BCeraa HYMEpYeTcs OTHIENBHO OT

OCTAJIBHBIX TOKYMCHTOB J€Jia.

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

" H
e - "‘"‘:" l“n'" 7 . 3aro10B 0K JOKYMENTS w::'u Tpioseyansme
1 2 3 4 5 3
! Hononnesiue K AUYHOMY NUCMKY NO ydemy 1
xadpoe
2 19.03.2012 | lussisd AUcmox no ywemy kadpoe 2-3
3 19.03.2012 | Aemobuozpadus 4
4 | KON 827527 | 26.06.2001 | Konus dunnoma 5
5 10/12-md 19.03.2012 | Tpydosou doeosop 6~11
6 45-x 19.03.2012 | Konus npuxasa o npueste na pabomy 12
Htoro JMOKYMEHTOB.
(onjpamn 3 spoancue
KOnnuecTeo mucrop BHYTpeH HeR onHcH
(amfpases m njazeco )
Mucnexrop Wupoxoea T.1O. llinpokopa
(mcaoma) | pacen ppesia azacn)
19.032012

HpI/IBC,Z[CM npumMep BHYTpCHHCﬁ OIMKCH Acjia, COACPKALICTO NPHUKA3bI 110 JTUYHOMY COCTaBY.

@
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BHYTPEHHAA OITUCDH
AOKYMEHTOB efl. Xp. No _ 04-03

¥ ara o
e 1,"“'“ far 3aronoBOK JOKyMeNnTa Sy Ipumedanne
JOKYMCHTA | AOKYMCHTA ANCTOR ¢ XP.
1 2 3 “ 5 6
1 Ix 10.01.2007 | O npueme xa pabomy Xeopocmenxo K. !
2 2 12.01.2007 | O npuesme na pabomy Havunod I F 2
97 97K 02082007 | O6 ysoswwenuu Kopobxo M. A 97 Konus. Nodrunnux
v'a H.'[.’.‘Z’.’('»w‘ faxm
06 ympame
om 0209.2007)
184 184K 26122007 | 06 ynospnenuu Edpesosoit A. A 184
185 185k 27122007 | O npuese wa pabomy iw}'nfnw.'.z'nm EQ 185
Hroro 185 (cmo BoceMbOecam nsms) JOKYMEHTOB.
(PR ® BpoaRa.I0)
KOonuuecTBo MUCTOB BH)’TP(‘H"QH OlucH 3 (mpu)
CUNGPANN o BPOEHCD)
MHCnexTop no Kaapam Pedoposa I.I. ®enoposa

12.02.2011

BosBpamiasce k mpaBwiaMm oGOpPMIICHHS JMYHOTO JieJia, OTMETHM, 4TO 3aTeM B Mpolecce
MOJITOTOBKK K apXWBHOMY XPAHCHHIO 3aBEPIICHHOrO JIMYHOIO JieJia KOJIUYECTBO JINCTOB BHYTPEHHEH
OIKMCU OTMEYACTCS B JINCTE-3aBepuTelIe (IOCMOTpUTE 00pasell).

NHCT-ZABEPHUTENE OENTA M 05-04
B meme mogInHTo H OpoHYMepoEaHo 127 (GT0 OEAmNAaTE CEMB) MHCTOE,

E TOM HHCIE!
NHTEpPHEIE HOMEpA THCTOE 26 a;
P OIFIEHHEIE HOMEpa MHCTOE 42, 101
+ IHCTOR BEHVTREHHEH ONHCH 3

OcobeHHOCTH QHSHEECKOr 0 COCTOANMA Homepa
H QOpMHp OBAHHA OETa JHCTOE
| 2

HepasbopuHERIE TeKCT 4
Cranefia 03 § THCTOE 34
Pasprk 0 crefKa THCTA 97
CexpeTape E A KypournHa
25 11.2010
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Ha xaxmoro corpyannka GopMupyercsi camOoCTOsTENbHOE JIMYHOE Jeno. JlomyckaeTes 3aTeM B
nporiecce MOATOTOBKH K apXMBHOMY XPAaHEHHIO TPYIIAPOBATh JIMYHBIC Jie7ia B TaK Ha3bIBACMbIC HAPSIIHI,
T.€. MIPOIIUTh UX B 00IIEeM Jiene (0COOEHHO MPU HEOOBIIIOM KOJUYECTBE 00Opa3yHOIIUXCS JTUYHBIX JIET B
rog). B sTom ciaydae BO BHyTpeHHEH OmMcH JOKYMEHTOB jAejia AOJDKHA COAEP)KaThbcs MH(OpMaIHIo C
MepEYHEM BKIIIOYCHHBIX B HUX JUYHBIX Ael (PO paboTHHKOB M HOMEpa JIMCTOB KaKIOTO JIeja, YTOOBI
OOJIETIHTH €r0 UCITOIH30BAaHUE B JATLHEHUIIIEM).

Ho Bce-takm 3areM He odeHb OyJeT yAOOHO HCIONB30BaTh Takoe «oOmiee» neno. Ilostomy
nenecoobpa3Hee TNPOIIMBATL Jella KaK CaMOCTOSATENbHBIC CIWHWIBI XpaHeHHs. Ho Ha Kaxmoro
TPaXJIAHCKOTO CIYXAaIlero JJOJDKHO OBbITh 3aBEJICHO TOJBKO OTACNbHOE N0 (3TO HOPMATHBHOE
TpeOoBaHHE).

Odopmnenne nuuHoro nena. B mpomecce odopmieHus cienyromias MHGOpMaus A0KHA B
00s13aTeIHFHOM TIOPSIIKE OBITH OTpaKeHA Ha 00JIOXKKE JIMIHOTO Jelia (00pa3er] MPUBOIUTCS IO CCHIIKE):

. 3aroJOBKOM JIMYHOI'O Acjia 6YI[CT YKa3aHue (baMI/IJ'II/II/I, HUMCHU U OTYCCTBA KOHKPETHOI'O
pa6OTHI/IKa B HMCHUTCJIbBHOM IIaJCHKE,
. B JOKYMEHTax Ae€jia MOryrt OBITh BapHUaHTbI HAITMCaAaHUA (1)aMI/IJ'H/II/I, HUMCHHU HJIN OTYCCTBA

paboTtHuKa. B 3TOM ciydae OHU JOKHBEI OBITH 3a()MKCHPOBAHBI B 3arOJIOBKE JIMYHOTO fena (OOBIYHO B
ckoOkax). Hammpumep:

Axmeposa Aiicny Hacumoena (Anna Huxonaeena)

Cyxopyuko (Kanununa) Bepa Onezosna

o B ciay4yae (opMHUpOBaHHS B OOIIEM Jieje B HAUMCHOBAaHHE 3arojoBKa JIOOaBISIOTCS
OYKBBI, C KOTOPBIX HAUMHAIOTCS (paMUIIni pabOTHUKOB, YbH JIMUHBIC JIeNa BKIFOUCHBI B JAHHBIA TOM:

Jluunsie 0ena compyonuxos, ygonentwix 8 2013 200y, «A»-«Hy»

To oice, «Ily-«A»

. COIJIACHO HOPMATHBHBIM aKTaM KpaiiHHEe JaThl CIEAyeT MPOCTaBIATh TaKHE Ke Kak B
NpUKa3ax O IOCTYIUICHWHM M YBOJBHEHHHM C PabOThl, B HEKOTOPHIX OpraHM3alUsX KpalHHE IaThl
OIIPENEJIAIOT COITIACHO JaTaM IOCTYIUICHHSA W YBOJIBHEHMS ¢ PabOTHI (MOCIEIHUM BapHaHT BCE-TaKH HE
COBCEM IPaBWJIbHBIN);

o B JINYHOM JIeJIeé MOTYT OBITh JOKYMEHTHI, AaTHpyeMble Ooliee paHHEW NaTol, 4yeMm jaara
nprKaza o npueme Ha padoTy (TeM He MeHee, 3TO He NMPHUHUMAETCS BO BHUMaHHE IPH ONPEACICHUH
KpalHUX JaT JIMYHOTO Jiejia paOOTHHUKA);

) CPOK XpaHEHHs JTUYHBIX Jen paboTHukoB — 75 ner OIIK, pykoBomuteneir — BooOIe
MOCTOSTHHO coriacHo cT. 656 TumoBoro nepeuns — 2010 roga (nmpu odopmiieHHH fena JUisi apXUBHOTO
XpaHEHHsI HOMEpP CTaTbU HE IEPEHOCHTCS Ha OOJIOXKKY, YKa3bIBAIOT TOJIBKO CPOK XPaHEHHS JIMYHOTO
JIeNia), OH He 3aBUCHT OT Bo3pacTa pabOTHHUKA M HAYMHAET OTCUMTHIBATHCS C MOMEHTA €TO YBOJILHEHHS;

. Ba)XKHO 3a()UKCUPOBATH KOJMUYECTBO JIMCTOB Jefa.

Urak, nepednciieHs! OCHOBHbBIE BKIIIOUYAEMble JOKYMEHTBI B COCTAB JINUHOTO JIENa, PACCMOTPEHBI
HanOoJiee BaKHbIE TPeOOBaHHS K (POPMUPOBAHHUIO, XPAaHEHHUIO JIMYHOTO Jefia pa0OTHHKA M 0(hOPMIIEHUIO
OO0JIOXKKH.

IIpuka3pl N0 JUYHOMY COCTABY IPyNNHUPYIOTCH B OTAeJbHOE €0, IPH 3TOM HMEIOT CBOIO
COOCTBEHHYI0 HyMepanuio (OTIUYHYIO OT IPHKa30B IO OCHOBHOH JesTeNnbHOCTH). BHyTpm jnena
JIOKYMEHTBI CHCTEMATU3UPYIOTCS TIO XPOHOJIOTHH MX CO3/IaHUSL.

Hexoropeie BHABI NMPHUKA30B MO JMYHOMY COCTaBY NPHUHATO HM3AaBaTh MO YHU(PHUIMPOBAHHOW
¢opme. B sToM ciryyae HE0OXOIMMO TPOCTO 3aMOJIHUTH COOTBETCTBYyMOUME TIpadsl. OcTanbHble
COCTaBIISIIOTCSI B CBOOOJHOW (opMe, B TO K€ BpeMsi HEOOXOJUMO TPHUIEPKHUBATHCS OIPEeICHHBIX
TpeOoBaHmil. B ciiyuae cocTaBneHMs NpHKa3a MO HEYHH(PHUUIUPOBAHHOW (OpMe TNPHUMEHSIOT TE JKe
PEKOMEH/IAIMH, YTO U JUI COCTABJICHHUS IIPUKa3a 110 OCHOBHOM JESTEIbHOCTH.

dopMupoBaHHE TPUKA30B IO IJMYHOMY cocTaBy. [IpuWKkasbl MO JIMYHOMY COCTaBy CleIyeT
TpyMITUPOBATH B JieJia HA OCHOBAHWHM CPOKOB UX XPAaHEHHS, IIPU ITOM HE JIOIyCKAeTCsl MOMEIIAaTh BMECTe
(B 0HO 1€710) JOKYMEHTHI TOJITOBPEMEHHOro XpaneHus (T.e. > 10 yier) u BpeMeHHBIX cpokoB < 10 ser.
Hanpumep, mpukaspl o mnpueme, YBOJIBHEHHH H JIp. CO CPOKOM XpaHEHHUsi 75 JIET JOJDKHBI OBITH
MOMEIIEHBI OT/ICITBHO OT MPUKA30B 00 €XKEroIHbIX OTITyCKaX, KOMaHJUPOBKAX, KOTOPBIC XPAHATCS 5 JIeT.

[Ipu 5TOM MpHKa3bl ¢ OJUHAKOBBIM CPOKOM XpaHEHHS JOIMYCKaeTcsl Ui 00JIeryeHus uX MONcKa B
JanpHeimeM (0coOeHHO TMpu OONBIIOM JOKYMEHTOOOOPOTE) MOMOJHHUTENBHO MOAPAa3leiiATh Ha
oTaenbHBIE nena. Hanmpumep, mpukaszel 00 €XErogHBIX OTIYCKAaX MOTYT COCTAaBISATH CAMOCTOSITEIBHOE
JIeJ10, 0 KOMaHAUPOBKAX — JPYToe, XOTs BCE OHU UMEIOT MATHIICTHUH CPOK XPaHEHUSL.

Xouy emie pa3 HAallOMHUTb, YTO KaKI0€ CaMOCTOATENFHOE IeN0 JOJDKHO OBITh BHECEHO B
HOMEHKJIaTypy JIeJl OpraHu3aluy.
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[Tpy Hanmuuuu NPWIOKEHHS K NpUKa3y OHH (GOpMHPYIOTCS BMECTe — CHadana IpHKas, 3aTeM
HPUIIOKECHHE.

B T0 e BpeMsi OCHOBaHHSA K MPHUKa3aM 10 JUYHOMY COCTaBY MOMEINAIOTCS OTAEIBHO OT HHUX. B
Ka4yecTBE OCHOBAHMS K IPUKa3aM MOTYT BBICTYATh:

JUYHBIC 3asBICHUS PaOOTHUKOB,
JIOKJIaHBIC U CITyKEOHBIE 3aITUCKH,
npeACTaBICHUs,

aKTEHI,

CIryKeOHbIe TTHChMA IPYTUX OpraHU3aUiH,
KOTIMH JINYHBIX TOKYMEHTOB U JIp.

KaK NpaBUIIO, €CIM B TEKYyLIEeM JelONPOU3BOJCTBE COBMECTHO (DOPMHPOBANIM MPUKA3bl U
OCHOBaHMS K HHM, TO B TIpOIecCe IIOATOTOBKM JJISi AapXUBHOTO XpaHEHHS TaKWe Jiena
nepeOpMHUPOBBIBAIOT [UIA MX paszaeneHus. OCHOBaHMS K MpPUKa3aM CO CPOKOM XpaHeHus 75 JeT
(nampumep, 3asiBJIeHHE paOOTHUKA O MPUEME, TIEPEMEIICHUH | T.J.) OOBIYHO BXOJST B COOTBETCTBYIOIIEE
JUYHOE JIEN0 paOOTHHUKA.

OcHOBaHHS e K MPUKA30M ¢ HEOOJIBIINMHU CPOKAMHU XpaHEHUS (HapUMep, S5 JIeT) JOMyCKaeTCs
(opMHPOBaTH OTAEIBHO OT HUX, /IS YeTO B HOMEHKIIATYPE MOKHO HPEAYCMOTPETH JEI0 C MPUMEPHBIM
3aroJIoBKOM: «JlOKyMEHTBI, HE BOIIE/IINE B COCTaB JHMIHBIX 1€ (M 0053aTEIFHO MEPEUUCIISIIOT B CKOOKaxX
OCHOBHBIE UX Pa3HOBHIHOCTH)».

[lpu QopMupoBanun Jenm HEOOXOAWMO TMPOBEPATH MPABUIBHOCTh OGOPMIICHUS: HaTHYHe
TIOJTIMCH, BU3, JaThl M HOMepa npukasza. HemoodopmileHHBIE MPHKa3bl HE JOMYCKAETCs MOJALIMBATEH B
Jena.

ok wnE

B TekymieM nenonpon3BoICTBE OOJIOKKA JieNia ¢ TIPUKa3aMH 110 JIMYHOMY COCTaBy O(pOpMIIseTCs
aHAJIOTUYHO TPUBEIEHHOMY 00pasily (CM. MO CCBUIKE, YTOOBI B TOW CTAaThe HE TOBTOPSTHCS). 31€Ch
yMecTHO OyJeT TpOCTO yKa3aTh HEKOTOpble mNpuMepsl 3aronoBkoB: «lIpumkaser mupextopa OOO
«KonbacHnk» mo nmuyHOMY cocTaBy (TipueM, mepemelneHue, yBoinbHeHHe)» nunu «llpukazer No 1-42
PYKOBOIUTEIS O IIPEMUPOBAHUU COTPYIHUKOBY.

XpaHeHre TMPHUKa30B IO JHUYHOMY cocTaBy. [yig ompeneneHus CpPOKOB XpaHEHHsS IPHUKAa30B
MOJIB3YIOTCSl NEHCTBYIOIMM THIIOBBIM IE€pEeYHEM JOKYMEHTOB. Ha ceromHsIIHMA AeHb NOCIEAHUM
THTIOBO mepeueHs coctapiieH B 2010 roxmy.

OO6pamjaeM BHUMaHWE Ha cTaThio 19 0 W mpumeyanue 2 K Hel yKa3aHHOTO BBINIE THIIOBOTO
NepevHsi — AJs ONpeleNeHUs] XPaHEHUS Pa3lMYHbIX KaTeropuil NPHUKa30B MO JIMYHOMY COCTaBy; Ha
CTaThI0 665 — OCHOBaHMsI K IPHKa3aM, HE BOLIEIINE B JIUYHOE JETI0, XPAHSAT 5 JIeT.

Kax BuanmM, HEeKOTOpBIE IPUKA3BI [0 INYHOMY COCTaBY MOTYT XPaHUTHCS 5 JIET: 00 OYepeHbIX U
y4eOHBIX OTIyCKaX, O Ie)KYPCTBAX, B3bICKAHUSX, KPATKOCPOUHBIX KOMaHIUPOBKAX.

3HauyuTeNbHAs YacTh NPUKA30B UMEIOT UIMTENbHBIN (75 7eT) cpok XpaHEHHUs, B TOM YHUCIE O
JIOJITOCPOYHBIX KOMaHIUPOBKAX, 00 M3MEHEHNUHU (haMHUIINH, 00 UCIIOJHEHUH 00SI3aHHOCTEH, O MOOIIPEHUH,
HarpakJICHUM, MOBBIIIICHUN KBATU(PUKAIIUH, aTTECTAIlUK, 00 OTITyCKaxX 0e3 COACpKaHUs U T.1I.

Taxoke Ui onpenesieHHs: CPOKOB MOXKHO HCIIOJIb30BAaTh BEJIOMCTBEHHbIE NMEPEYHH JOKYMEHTOB,
€CJIM OHM COCTAaBJICHBI JIJISl OpraHu3aluy Bamiei cdepsl nesrenpHocTd. OHM HanboIee MOTHO OTPAKAIOT
MHOr000pasue 00pa3yrIInXcs JOKYMEHTOB OpPraHu3alliH, M03TOMY IIPH HAJUYHWH TAKOBBIX MMEHHO HMX
CIIEZyeT UCTIONB30BaTh B IIEPBYIO OUYEPEIb AJISl MPOBEACHUS SKCIEPTH3bI IIEHHOCTH JOKYMEHTOB.

JlonroBpeMeHHOTO XpaHeHHUs] MPHUKa3bl M0 JIMYHOMY cocTaBy (75 ner) TpeOyercsi mepeaath B
apxuB OpraHm3anuu (10 CChUIKE TIpUBeleHa HHQPOpMaIMs, KaKk 3TO CJHeNaTh NpaBmwibHO). OHH
BKJIIOYAIOTCSl B OMKCH €)1 10 JIMYHOMY cocTaBy. Ha ocranbHble mpuKa3bl MOCIe UCTEUSHHUS CPOKOB HX
XpaHEHHSI MOXKHO COCTAaBHUTh 10 YCTAHOBJIEHHOH (hopMme akT 00 YHHUTOXEHUH JOKyMEHTOB (0Opaser 1o
CCBIJIKE HpI/IBe,ZIeH). HOKYMGHTI)I B OpraHuvsanyuv, KakK IIpaBUJIO, YHHUYTOXAKOTCA IECHTPAJIMN30BAHHO,
IMO3TOMY HX BKIIFOYAIOT B CBOZIHBIf/i aKT C IPYIr'UMU JOKYMCHTaMU BCEX HO)IpaS)IeJ'[eHI/Iﬁ OopraHu3aiuu.

PA3JEJ 3. OIIMCAHHUE, IOUCK U UCITOJIB3OBAHUE APXHUBOB 110 JIUYHOMY
COCTABY
Tema 1. Hayuno-cnpageounulii annapam K apxueam no Ju4Homy cocmagy. Onuce oen no auuHomy
cocmagy

CocTaBiieHHe ONUCH /11 TOKYMEHTOB 10 JUYHOMY COCTABY

OCHOBHBIM apXMBHBIM CIIPABOYHMKOM JIOKYMEHTOB IIO JITUHOMY COCTaBY BBICTYIIA€T apXUBHas
omuck. Jlokymentsl no JIC GopmMupyroTCS B OTAENBHYIO TPYHITY, CHCTEMATH3HPYIOTCS 000COOJICHHO U
BKJIIOYAIOTCS B CAMOCTOSITEIBHYIO OIHCH.

Onuce e Mo JUYHOMY COCTABY — YYETHBIA JIOKYMEHT, KOTOPBIM COACPKUT TEpeUYCHb
JOKYMEHTOB [IeJI IO JMYHOMY COCTaBy C YKa3aHHEM MHIEKCOB, Ha3BaHUM NOKyMeHTOB M 1p. OHa
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COCTaBIAeTCA B TpEX OK3eMIUIIpax coryiacHo (opme, ycTaHOBIeHHOH [IpaBumamm opraHm3anun
XpaHeHHs, KOMIUIEKTOBAaHMS, y4éTa W HCIOJIB30BAaHHSA JOKYMEHTOB apXHBHOTO (OHOA POCCHICKON
denepauy M APYrUX AapXWBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX OpraHaX, OpraHax MeCTHOTO
camoyImpasienus 1 opranuzanuax» ot 07.09.2015 r. Ona Brirouaet B ceOst:

. HaMMEHOBaHUE OpraHU3aAINN
. Homep oHma

. TOPSIKOBBIA HOMEP

. WHIEKC Jiena (TIpy HaTMIud HOMEHKIIATYPHI 1e7)
. 3aroJI0BOK Jieia

. Jarta jena

. YHCIIO JIMCTOB B JICNE

. TIpUMeYaHne (€CITH €CTh)

Onuch JOKYMEHTOB MOXET OBITh COCTaBJICHA IO XPOHOJIOTMYECKOMY WM CTPYKTYpPHOMY
MIPHUHIIMITY, KOTOPbIE OOBIYHO COYETAIOT B OJHON OMHMCH: B KaXJOH XPOHOJOTMYECKOH rpymrme jela
pacTlpenensoTcss B COOTBETCTBHH CO CTPYKTYpHBIM TOjpa3neneHneM. [lomMumo 3TOro, CymecTByer
HOMHHAJBHBIA TPUHIMIL, COTJIACHO KOTOPOMY 3arojIOBKM JIe1 B OINHCH HAYT B CIEXyromei
MOCJIEJ0BATEIIbHOCTH

1. MPHUKa3bl (PacMOPsHKEHHS) 110 JINYHOMY COCTaBY;

2. CIIMCKU JUYHOI'O COCTAaBa;

3. JIMYHBIC Aea;

4, KapTOYKH 10 y4YeTy JIMYHOT'O COCTaBa;

5. TPYIOBBIE IOTOBOPHI (COTIIAIIICHNS);

6. JIMIICBBIC cUeTa paboYMX U CIyXallluX IO 3apa00THOM Tu1aTe (pacueTHBIC BEIOMOCTH 10
3apruarte);

7. HEBOCTPeOOBAaHHbIE JINYHBIE TTOJTUHHBIE IOKYMEHTHI YBOJICHHBIX PA0OTHHUKOB (TIpH
OTCYTCTBHH OT/ICJIHOH OIUCH);

8. AKThI O HCCYHACTHBIX ClIy4dasaX.

YkazaHHble BUJBI JOKYMEHTOB, OOpa3yIOIIMXCS B OpraHHalusX B OONbIIMX 00BEMax, MOTYT
BBIJICTISITHCSI B CAMOCTOSITEIBHBIE Pa3/ieibl OIKCH, JIUOO B OTAENbHBIC OmNHcH. JIMUHBIC Nena, JTHYHbIE
KpaTO4KH, TPYAOBBIC JOT'OBOPEI MIOMEIIAIOTCA B OITMCH 110 'Oy YBOJIbHCHUSA pa6OTHI/IKa.

[lpaBuma 3amojHEHWs OMUCH Jie 1O JIMYHOMY COCTaBy. HanmMeHOBaHHME OpraHU3allHu.
Heobxomumo yka3arb TO HanMMEHOBaHHE KOMITAHWH, KOTOPOE OHAa HOCWJIA BO BpeMsS CO3/IaHUs
JIOKyMEHTOB. B TOM cirydae ecim opraHuzaiiusi HECKOJIBKO pa3 CMEHWJIa HaMMEHOBAaHHE B yKa3aHHBIN
MIEPUO/], TO HY)KHO OCTaBUTh IOCJIeJHEE Ha3BaHNUE.

®onp Ne. [lns opraHm3zanuii, sIBIAIOMAXCS WCTOYHHUKAMH KOMIUIEKTOBAHUSI TOCYAapCTBEHHOTO
WIH MYHUIMITAIFHOTO apXwWBa, HOMep (OHJa NPHUCBAaWBAIOT 3TH apXuBbl. Ecim opraHuzanuu He
SABIAIOTCA MCTOYHUKAMH KOIIMIJICKTOBAaHHUA T'OCYAAPCTBECHHOI'O WJIM MYHHUIUIIAJIIBHOI'O apxXuBa, TO HOMEP
(doHIa mpHCBaMBaeT caMma OpraHu3anus. B TOM ciydae eciii B OpraHH3alydd XPaHUTCS TOJBKO OJIUH
apXuBHBIA (QOHI, TO 3Ta rpada He 3amonmHseTcs. Ecu HECKOIBKO apXWBHBIX (OHIOB, HAIpPHUMED,
JIOKYMEHTBI TPEANICCTBEHHUKOB WJIU I0JIBEOMCTBEHHBIX OpPraHMU3alMi, TO KaXKIbli (OHJ UMEET CBOU
HOMEP COTJIACHO MOCTYIIJICHUIO €TO B apXUB.

[opsiakoBeiii HOMep. Kaxmoe neno BHOCHUTCS B ONKCH IOJ ONPENCIICHHBIM ITOPSIKOBBIM
HOMEPOM, KOTOPBIH SIBJISIETCSl YHUKANbHBIM. ECIM 7€7I0 COCTOMT M3 HECKOJIBKMX TOMOB, TO KayKIBIH
JOJIDKEH OBLITh BHECEH B OIIHCH 1oL CaMOCTOATCIIbHBIM HOMEPOM.

Wnpekc nena. HyxHO yka3zaThb MHAEKC JAelia COTJIACHO HOMEHKiaType aeid. llpum orcyrctBum
HOMEHKJIATYpbl, rpady HEOOXOIMMO OCTaBUTH ITyCTOH.

3aroJoBOK jiena. 3arojJoBOK BHOCUTCS B OMUCH B TOYHOM COOTBETCTBUH C 3arOJIOBKOM, KOTOPBIN
HaxomuTcs Ha o0moXke jaena. Hukakue pacxoxkleHus He JomnyckaroTcs. Jlns nen ¢ OoJuHAaKOBBIMHU
3aroJOBKaMH CYLIECTBYET CIECAYIOUIMHA MOPAJOK: IOJHOCTHIO NMPOMHUCHIBAETCS HAUMEHOBAHUE TOJIBKO
MIEPBOTO JIeTIa, a BCE OCTaJIbHBIE 0003HAYaI0TCA coBaMu « 10 xe».

Kpaitnue natel. B mannoii rpade yka3piBaroTCa KpaitHue JaThl J1e.

Yucno nmuctoB B aene. HeoOxonumo mponucaTh KOJMYECTBO JIUCTOB, OTHOCAIIMXCA K Aeny. OHu
MIEPEHOCATCSI ¢ OOJIOXKKH JIena.

IIpumeuanue. B mpumedannu B cirydae HEOOXOIUMOCTH JENAIOTCS IMTOMETKH 00 0COOCHHOCTSX
(U3NYECKOTO COCTOSHUS JOKYMEHTOB, BRIOBITHH JICN U JIP.

Urorosas 3amuchk. B KkoHIle omucH moclie MOCIEAHEH CTaThU CIIEAYeT HWTOTOBas 3aIlkCh, B
KOTOpOoW mupaMH MU MPOMUCHI0 YKAa3bIBAETCSA KOJIMYECTBO e, NEepPBbI WM TOCIEIHWA HOMepa Jaem
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coryiacHo omucH. Kpome Toro, JOKHBI OBITh OrOBOPEHBI OCOOCHHOCTH HYMEpAIMH JIel B OIHCH,
HanpUMep, HATMYUE JTUTEPHBIX U MPOMYIIEHHBIX HOMEPOB.

OO0paTtuTe BHUMAaHUE, YTO HyMEpalus UACT OT IEePBOT0 JOKYMEHTa, HA IPUMEPEe HAYMHACTCS C
MHOTOTOYHS;, UHJEKC Jieyia OepeTcss U3 HOMEHKJIATYpPhI JeJl OpraHu3allid Ha 3TOT ToJl, €CIH KPalHUMU
JTATaMH SIBIIAIOTCS HA4Yallo TO/Ia M €T0 KOHEI, TO JOIMyCTUMO yKa3aTh ogHUM dncioM — 2009; KoiamaecTBo
JIKCTOB B Jielie HE JOJDKHO MpeBbIMaTh 250, Mpu HEOOXOMUMOCTH Jelia TOMUPYIOTCS; €CITU JTUTEPHBIC U
MPOMYIICHHBIE HOMEPa OTCYTCTBYIOT, TO MHIIETCS CIOBO «HET». BepHas XpOHOJIOTHS MIPOCTABICHUS AT
B IOKyMEHTE: |.MHCIIEKTOp MO Kajpam, 2. Ha4adbHUK oTnena, 3. mpotokon OK, 4. mpotokon JOIIK, 5.
YTBEPXKICHUE TUPEKTOPOM.

SAKPRMOC ARIHONEDIOE OOIECHIGD YTBEPAIAAIO

Poxarnan (340 «Porxanuran) Aupexrop 340 «Poveanura
Dona Ne Coxonob P.R. Cokoaos
OIMTUCh Ne
aeN No JANYHOMY COCTaBy
3a 2009  roa

Oraen xaapos

Ne | Wnnexc ; Kpaitiie | Komvectso

. 3aronosoK aena [puseuanne
n/n aena JaTH | amcron

1 2 3 4 ? 5 6

[
(A (' B, SO0
)
B manmmiii pasaen onmiuc sieceno L5 (rstminadyame ) e Xp.,
(Luedpasas i HPOIHKCLIO)
cNe / no Ne 05-1 5 B TOM HHCIC:
AWTEPHBIC HOMEPA:
APOMYUICHHBIC HOMEpa:
Hucnexrop no xaapam /\;(’I/I.IO(J’(I fO.H. Kp
2801.2010
Hawanenux ovaena xaapos Crianirke
20012000
COI'TACOBAHO COI'JIACOBAHO
[MpoToxon DK opranuzauun IMporoxoa DK (nassanue
ot 25.01.2010 Ne ) APXHBHOTO YMPCAKICHHA)
or 27012010 Xe

BaxHo: cormacHo mnpaBuwiaM pabOTBl apXUMBOB Pa3pelIeHO BHOCHTH HM3MEHEHHS B OIUChH
3aroJIOBKOB JIeJI, OOHApY’KEHHBIX IOMOJHUTENBHO. VX Hy)XHO BKJIIOYaThb B OIUCH JIOKYMEHTOB IIO
JUYHOMY COCTaBY IOJ] INTEPHBIMH HOMEpPaMHU B COOTBETCTBUH C IIPHHATOI CXEMOH CHCTeMaTH3alnuy Win
B KOHELl TOJ0BOTO pa3ziena.

Oco0eHHOCTh OMMCAHUS JUIC — HAJIMYKME B ONHMCATEIbHON CTAaThe SIUHUIIBI XPAaHEHHS JJICMEHTa
«CpoK XpaHEHHUs», B KOTOpPOM 00O03HA4aeTcsi CPOK XPAHEHHs, OTHOCSIIMHCS TONBKO K JaHHBIM
JOKYMEHTaM.

JomycTumo 4ToOBI B OIUCH 110 IMYHOMY COCTaBY JieJla PAacIoIaraloTcsl B CJIEAYIOLIEM MOPSIIKE:

o KHHTA y4eTa COTPYIHHUKOB (€CIIM OHA BEAETCS);
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. IpHKa3sl 110 J1/C;

. JUYHBIE JIeN1a WX JIMYHBIE KapTOUK;
. JMIIEBbIE CUeTa Mo 3apabdo0THOH IIaTe;
. HEBOCTPEOOBAHHBIE TPY/IOBBIC KHWKKH.

B xoHIle Kaxmoil omucH ykasplBaeTcsl U(pamMu U MPOIMHUCHIO KOJMYECTBO BKIIFOUEHHBIX B HEe
nmen. Kaxmoe nemo B omucw TOJy9aeT CBOW IMOPSOKOBBIA (ApXWUBHBIA HOMEp, KOTOPBIA 3aTeM
MPOCTABJISIETCS] HA 00JI0KKE COOTBETCTBYIOIIETO AeIa.

IIpu onrcaHnM €IUHUIBI XPAHEHUS UIC OHU MOTYT aHHOTHPOBATHCS, €CIIH UMEIOT 3HAYCHUE AJIS
WCIIOJTHEHMS COLMAIbHO-TIPABOBBIX, T€HEAIOTHYECKHUX H JPYTUX 3alPOCOB.

I'omoBo#i pas3zmen cBOAHOW omMcH Aen Mo Jic (Kaapam), MOUIekaliX Mepeaade Ha MOCTOSIHHOE
XpaHeHue, mevaraeTcss B 3-X JSK3eMIUIipax. [IOKyMEHT MOANUCHIBAET €ro COCTaBUTENb U 3aBEpseT
PYKOBOIMTENb KaApOBOIO OpraHa mOpeanpuatus. 3areM oOH 3aBepserca OK  mpenmpusitus,
cornacoBeiBaeTcs ¢ DIIK cooTBETCTBYIOIIErO apXUBHOIO YUPEKICHNUA U YTBEP)KIAeTCAd PYKOBOJIUTENEM
MPEIPUATHS.

Tema 2. Hcnonv3oganue apxueos no 1UYHOMY COCHIAGY

IlopsAnok WCHONB30BaHMSA AapXMBHBIX JOKYMEHTOB, B TOM 4YHCIE W IO JIMYHOMY COCTaBy,
ycranaBnuBaeTcss DenepanbHoil apxuBHOW ciyx0oii Poccum B coorBerctBum ¢ KoHcturynmein
Poccwuiickoit denepanuu u npyruMu GeaepalbHBIMA 3aKOHAMH U HOPMAaTHBHBIMHU TPAaBOBBIMU aKTaMHU
Poccwuiickoit @enepannu, OTHOCAIIMMHCS K HHPOPMAITHHL.

OCHOBHBIMHM TPUHIMIIAMH HCIONB30BAHUA JOKYMEHTOB IO JIMYHOMY COCTaBy SBISIOTCS
3aKOHHOCTb €€ MOMCKa, MOJy4eHusl U ucnosb3oBanus. Psanom crareit Konctutynun PO rapantuposano
NPaBo TPakJaH Kak Ha MH(POPMALUIO, TaK U Ha JIMYHYIO0, CEMEHHYIO TaiiHy. Tak, B COOTBETCTBUH CO CT.
24 Koncturyuuu P® «cOop, XpaHEHUE, HCIIOJIB30BAaHUE M PACIPOCTPaHEHUE MH(OPMAIMU O YacTHOU
JKU3HM JHLa 0e3 ero cornacus He jgomyckaercs. Opranbsl TOCYAapcTBEHHON BIACTH M OPraHbl MECTHOTO
CaMOYIIPaBJICHHUS, UX JOJLKHOCTHBIC JIMIA 00sI3aHbl 00ECIIEYUTh KaXIOMYy BO3MOKHOCTh O3HAKOMJICHUS C
JOKYMEHTaMH U MaTepranaMH, HEIIOCPEACTBEHHO 3aTParuBaOLIMMHU €T0 MpaBa U CBOOOABI, €CIIM HHOE HE
npeaycMoTpeHo 3akoHom». Ctatbs 29 Konctutynuu PO mpenocrapnsier kKaXaoMy HpaBo CBOOOIHO
UCKaTh, TOJIydYaTh, NepelaBaTh, MPOHM3BOAUTH M PACHPOCTPAHATh WH(POPMALHUIO JOOBIM 3aKOHHBIM
criocobom.

PaccMoTpuM TOpSIOK MCMONB30BaHUS JOKYMEHTOB IO JIMYHOMY COCTaBYy, HaxXOJSIIMXCS Ha
XpaHEHUH B apXMBE OPraHU3aLINH.

ITo 3anmpocam rpakgaH W OpraHu3alUil apXHUB MO JOKYMEHTaM BBIABISIET 3alpalllMBAEMyI0 UMHU
MH(QOPMAIUIO, MOArOTABIMBAET M IPEJOCTABISET COOTBETCTBYIOIINE HH(POPMAIMOHHBIE JOKYMEHTHI.
ApXHB OpraHusyeT NpUEM U PACCMOTPEHHE 3alpOCOB TPaXkJaH B YCTAaHOBJIEHHOM 3aKOHO/ATENbCTBE
MOpsIIIKE.

3anpoc COIMaIBHO-IIPABOBOTO XapakTepa — 3TO 3alpoCc KOHKPETHOrO JIMLA WM OpraHU3aludy,
CBSI3aHHBIN ¢ oOecrieueHneM IMpaB M 3aKOHHBIX MHTEPECcOB rpaxaaH. K 3ampocam colmaibsHO-TIPaBOBOTO
XapakTepa OTHOCSTCS 3allpOChl O TMOJTBEPIKICHUU TPYJOBOTO CTaka W pa3Mepax 3apabOTHOW IUIATHI,
HarpaxaeHuH, IPUCBOCHUHN 3BaHHUH, TOJTyYeHNs1 00pa30BaHuUs U T.1I.

HNudopmarius conuaabHO-IIPaBOBOIO XapaKTepa 0 3anpocaM rpaxiaH U OpraHu3aliid BbIIaeTCs
B (hopMe apXMBHOW CIPABKH, apXUBHON KOITUK W apXUBHOHN BBITIHCKH.

ApxuBHas cripaBKa — JOKYMEHT, CO/Iep>Kallliii apXUBHYIO HH(POPMALIMIO O TIPEIMETE 3arpoca, ¢
YKa3aHHEM TMOUCKOBBIX JIaHHBIX JOKyMEHTOB, HA OCHOBAaHHH KOTOPBIX OHa COCTABJICHA.
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Mpunoxenue |

Mpumep odOpMNEHHA APXMBHON CNPABKN
OTKPbITOE AKLUMOHEPHOE W, Cepreey
OBLUECTBO yn. Nokposckan, a. 17, k8. 6
“PYCCKUW NEC” r. Hosocnbupck, 630082
ApXHBHaAR CNpPaBKa
30.07.05 N2 05-16/10
r. Mockea

B NOKyMeHTax ApXMBHOTO GOHAA OTKPHITONO AKUWOHEPHOro 00WeCT a “PyCCKMi NeC” B pacue THBIX
NWCTKAX MO HAUNCNEHMIO 3aPAdOTHON NNaTht PalouMM M CRYKAWMM 33 NEPHOA ¢ ANBapA 1995 r. no
despans 2000 r. umeTCa CBeienna o patorte Cepreesa Eropa (Tak 8 foKymeHTax) MBaHOBHUA B JONK-
HOCTH MHAXEHEPA OTAENA TEXHUUECKOTO KOHTPONA,

OcHosanue: on. 2 /¢, A 123, 0 17; 4. 131, 0. 15: 0. 139, 0. 18; . 142, 0. 17; . 149,10, 15.

fenepansHbin aupexTop obuecTea M,% OH. Wyxos

bedosa Huwa MNempoena
229-07-15
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BeaCPAIMNOS AICHICTRO moapmum
Deacpansmoe wcy:mcvunm NOS YIPERICHIE BMCIICIO

«anmcxnn ¢¢.'lepnnnm.;n yHuBCpCHTET
umenn nepsoro Mpesenta Pocenn B.H.Eanunnan

(PFAOY BITO «Yp®Y wmcnn nepnoro Hpesaenra Poccnn BILE Lunnan)

620002, Exavepunbypr, va. Mupa, 19
Tea: 8(343) 374.03-62, danc: (343) 374-38-84 | E-mail: rectormt@mail.ustu.ru, hiapo//www.ustu.ru
OKI10 02069208; OFPH 1026604939855, HHH/KIIN 6660003 190:667001001

324 A4, 02 £,

APXHBHASN CHPABKA

B aoxkymentax apxuea suavwres, wro Msanosa Anekcapa Meanosna ¢ 1976 roaa
no 1982 roa ofywanacs Ha 3a0umoll PoOpMe OGYUCHHR MO CHCIGELIMMOCTH «DROHOMHKA M
yupamcnue Ma  opeanpustinm w Ypaascsom  opaena  Tpyaosoro  Kpacnoro  3uasenn
norrexuiuecsom mncruryre M, C.M. Kuposa®.

llo  oxomuanmn  ofyuenns  Meanosoit  Anexcapmape  Hpanosne  maytan  astrsom
Focynapersennoro ofpasis JIO Ne 123456, per. Ne 1234w npucsoena  xoamsdsxanss
HHXXEHEP-DKOHOMMCT.
Mpusasue: O savmcnennn wa saouunit gaxyasrer No 123 or 02.08.76 1.

OG5 orvmesenmn No 180 o1 24.06.82 12 B cBESH € YCHCHILIM OROIMANHEN,

Ocnonasme: Goms 1234, maz. Ne 4, apx. Ne 24

Crpank BLIINa I8 NPEIOCTARACHIA MO MCCTY TpeboBumus.

AM. Marepn

Npsrvcwsmons Papopracssscy l.n-muru e o it 1992 £ Ne 1690w porcomavn soser i Kosemrers mo

uCwel waes u- 10 soxalpe 1992 ¢ N IL’! wor 4 M‘ 1002 v Ne 10% )h-:n‘ BOARTEURER COM Ty vems C M Kuposa
A PoCyANp i} 7 (rpenmas M sep L R R e T )

h\t‘u*rv-—v: Nnnufqnlw" Ne 1133)

Npanziose M-nwnuw N o 12052000 1. Nl 397 Ypamcod ronomperacnmd Coomit T T ) "

Ypanonnd rocy.sap T - YTL

Ip ey w0 ol O 4 anpean 2008 1 Nx 298 vy scposaciosnl 8 YPanaon oo upcraennil revses oot

PRCDONTET Vlll A P lbt-uﬂul Pocom LM Lavsea
Pacoopracmncs Npamiremcrma Pocondowt Sxacpaupe or 02 08 2010 N 019 corum Ypaucund SHMPARIM YHASCTOITY BN BIPROrD
Uipewoscra Poccum B s

.~ -

GdeDiplom
Moy Snaaos
8 Mocrad U Apyun JopodT

ApxuBHas KOINUS — JIOKyMEHT, BOCIIPOM3BOJSINUN TEKCT WM H300paKEHUE apXHBHOTO
JIOKYMEHTA, C YKa3aHUEM €r0 MOUCKOBBIX TaHHBIX.
ApXxWBHasg BBIMHCKAa — JIOKYMEHT, JIOCJIOBHO BOCIIPOM3BOJSIINNA YacTh TEKCTa AapXHWBHOTO

JOKYMEHTa, OTHOCALIYIOCS K ONpENeIeHHOMY BONpPOCY, (aKkTy WM JIHMIy, C yKa3aHHEM IOMCKOBBIX
JTaHHBIX TOKYMEHTA.
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lNpunoxenue 2

Mpumep o$opMAHHA APXUBHON BHINHCKN
OTKPBITOE AKUMOHEPHOE OBLLUECTBO N110. CHMubIHON
“MbITULLUHCKUIA XNTONOK" yn. Crpountenen, a. 8, k6. 115,
ApPXHBHAR BHINWCKA MockoBcKkan 0bnacT,

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

r. Mocksa

W3 NpUKaza or 24.07.75 N2 62-k Anpexropa
MBTHULMHCKOTO XNONUATOOYMAXKHOrO KOMOKHATA

B uensx NOBLULEHUA TBOPUECKON AKTHBHOCTH PA0OUHX OCHOBHBLIX NPOGECCUN, BHIABNEHHA K Pac-
NPOCTPAHEHHA BHICOKONPOMIBOANTENBHBIX METOROE PaboThi HA KOMOMHATE NPOBOANNCA KOMKYPC
padouero MacTepcTsa No NPAAUALLLIMLAM M TKaUaM (Tak B JOKYMeHTe), B COOTBTCTBMM € YTBEPXAeH-
HBIMM YCNOBHAMK NO NPOBEIeHMIO KOHKYPCA, NPUKA3bIBAK:

1. Npemuposats NOOGeAKTENEN KOHKYPCA Paboyero MacTepCTaa, 3aHRBIWKX NPU30BLIe MECTa:

4, Cumnubiny 1110, - npaaunbmuy - 3-e Mecro.

AupexTop KoMbnHaTa @ e H.A. @omnues
COrnacoBalo ¢ NPOGKOMOM ,t/ ?‘»‘/ 0.B. Xapnamoga
OcHosanue: on. 2 n/¢, 4. 103, 0. 57

Bepuo:

lenepanbubin AvpexTop oblyecTea A 11‘ KA. Kpenertos

Nyzavesa NMo6oss NleonudosHa
345-78-56

ApXUBHBIC CIpPaBKH, BBIMHUCKM M KOMUM BBIAAIOTCS HAa OCHOBAaHMM IMHCHMEHHOTO 3aImpoca
(GU3MYECKOTO WM FOPHIMYECKOTO JIMIA, KOTOPBIH TOJDKSH COJEpXKaTh HAWMMEHOBaHHE (M aapec IMpu
MepechUIKe) opraHusanuu (apxuBa), KOTOPOH OHH aJpPECOBAHBI, H3JIOKEHHE CYIIECTBA BOMPOCA;
(haMuITUIO, UM M OTYECTBO OOPAIAIOIIETOCS; €ro aapec, KOHTAKTHbIC TeNe(OHBI; ATy U JINIHYIO
noamuchk. B 3ampoce, cozepxkaiieM Opock0y O MOATBEPXKICHUH TPYIOBOIO CTaXa WIM pa3Mepa
3apabOTHOM IIATHI, YKa3bIBAIOTCS KPallHKUE JIAThl, MECTO U JIOJDKHOCTH pabOThI.

BbIianHbIC apXUBHBIC CIPABKH, KOTIMU M BBIMUCKU U3 JOKYMEHTOB PETUCTPUPYIOTCS B KYpHAIe
o opme.
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lMpunoxexue 3

MpumepHan popma XypHana pericTpali BbIAAHHbIX CNPABOK, KON, BLINWCOK

KYPHAN
perncrpauiu BbiaHHbIX CNpPaBok, KOMWH, BbINKUCOK
Hazsanue Dara

Raran BLIAAHHOrO | o . Pacnucka
No Asvop 3anpoca, perncrpa- Copep- ROKYMeHTa :"“"JI’“ 8 nony- Npume-
aln nex. N2, para, UMOMMBIA Hamue (konua, HOMep qeHnn MARE

aapec, renedou HOMep sanpoca BHINNCKA, | o oro | WM AATA

3anpoca cnpaexa A OTNPaABKK

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

OOparteHns TpaxxaaH, B KOTOPBIX OTCYTCTBYIOT (haMHJIMH, aJipeca M MOANUCH OOpallaromuxcs,
CUUTAIOTCS aHOHUMHBIMH U HE TTOJUIEKAT PACCMOTPEHHIO.

B ciyuae ecau B oOpallieHMM IpeCTaBlIeHa HeEMoNHas HHGOpMaLus O 3alpalinBacMbIX
CBeICHUSX (HampuMmep, HE YKa3aHO CTPYKTypHOE MOJpasfeliecHHe WM 3a Kakue TOAbl TpeOyeTcs
HOATBEPKICHUE O TPYIOBOM CTake, 3apabOTHOI muiare W 1p.), apXHWB 00s3aH 3aPOCHTH y 3asBUTEIS
JIOTIOJTHUTEIIEHBIE CBEICHUSL.

Cpok HCIONHEHHs 3alpOCOB COLMAIBHO-TIPABOBOTO XapakTepa IpakJaH U OpraHU3aLuil o
JOKYMEHTaM apXuBa He JOJDKEH mpeBbimath 30 mHeH co AHsS perucTpauun odpamieHus. [Ipu cioxHbBIX
3armpocax CpoK MOXKeT ObITh MpoJIeH, HO He Oornee yeM Ha 30 mHeH, ¢ 00s3aTeIhHBIM yBEIOMIICHHEM 00
3TOM 3aaBHUTCIIA.

B cnyyae moctymieHws B apxuB HenpoduibHOrO 3ampoca (He MO Ha3HAYEHHUIO) 3ampoc
HepechUIaeTCs 110 MPUHAUISKHOCTH B APYTHE OPraHM3allK MM apXWBBI B 5-THEBHBII CPOK ¢ MOMEHTA
oOpalleHus, 0 YeM JTOBOJHUTCS 10 CBEACHHS 3asIBUTEIIS.

ApXUBHBIE CITPaBKH COCTABIIAIOTCA HA OCHOBAHWH JOKYMEHTOB, XpaHAIIMXcs B apxuse. Ecnu npu
UCIIOJIHEHHUH 3arpoca OBUTH HCIIOIb30BaHbl HE3aBEPEHHBIE JJOKYMEHTHI, TO 9TO OrOBAPHBACTCS B TEKCTE
CrpaBKH (HanmpuMep, «He3aBepeHHas Komus»). Eciu B nokymeHTe (HampuMmep, NMpHKasze) OTCYTCTBYET
TIOJINACh PYKOBOJMTEINS OpraHW3allMy WM J]aTa U HOMEp IPHKa3a, TO BCE ITO TAKKE OTOBApPHBAETCS B
TEKCTE CIPaBKH.

[Ipu oTCYyTCTBHMHM B apXHBe IOKYMEHTOB, COAEPIKALIMX CBEICHHMS I10 3alpalinBaeéMOMy BOIPOCY
(Hampumep, 0 nate oOpa3oBaHMs OpraHU3allMK), ApXUBHAS CITPABKa MOXKET OBITh BbIJIaHA 110 XPAHSIIAMCS
B apXHMBC€ II€YAaTHBIM MaT€puaiaM, OTHOCAOIUMCA K MNPCIAMETY o6pameH1/15{, C TOYHBIM U IIOJIHBIM
yKa3aHUEeM HCTOYHUKA.

B apxuBHYyI0 cripaBKy O MOATBEPKACHUH TPYAOBOI'O CTa)Ka BKJIIOYAIOTCS aHHBIE TOJBKO 3a TO
BpEMs, 32 KOTOPOEC UMEIOTCA CBCIACHUA B JJOKYMECHTAX apXuBa. HpI/I OTOM YKa3bIBA€TCA TOYHOC Ha3BAHUC
JOJDKHOCTH, KOTOPYIO 3aHUMAJI 3asiBUTEIb, U IEPHOJ] €ro pabOThI B 3TOH JOIKHOCTH.

Wmerompnecs B JMYHBIX J€dax JIMCTKM 1O YYeTy KaJIpoB, AaHKETbl, aBToOHOrpaduu,
COOCTBEHHOPYYHO COCTaBJICHHBIE 3asBUTENIEM, Ha KOTOPBIX OTCYTCTBYIOT OTMETKH O TIPOBEpKe
UMCIOIINXCA B HUX CBeJIeHI/Iﬁ Ha OCHOBaHHWH NMPEACTABICHHBIX ITOAJIMHHBIX JOKYMCHTOB MJIM CIIPABOK, HE
MOTYT CIY’>KUTh OCHOBAaHHMEM JUIS BBIJAUM apXMBHBIX CIIPaBOK O TPyIoBOM cTaxe. [Ipu HeoOxoaumocTu
COZIepIKalIUecs B HUX CBEJCHUS MICEMEHHO COOOIIAIOTCS 3asBUTEITIO.

B kadecTBe JOKYMCHTOB, IMOATBECPXKIAOMIUX pr,l];OBOﬁ CTaXx, IJIsI COCTaBJICHUA CIIPpAaBKU IIpH
OTCYTCTBHM TIPHKAa30B IO JIMYHOMY COCTaBy MOTYT OBITh HMCIOJIB30BaHbl NPUKA3bl 10 OCHOBHOM
JeSITeIbHOCTH, JIMLEBbIE CUeTa Mo 3apadO0THOH 1Jiare.

B CIIpaBKy JI1 Ha3HAYCHHA WM II€pEepacye€Ta ICHCHUH BKIIIOYAKOTCA CBCIACHHUA B IIOPAJKE,
OIIPEAEIIIEMOM OPTraHOM, OCYIIECTBIISIONIMM IIEHCHOHHOE 00eCIIeUeHNE ITPaXkIaH.

Pasmep 3apaboTHOI miaThl yKas3bIBaeTCs B CIPaBKE B COOTBETCTBHM C MacIITaboM IIEH,
JICCTBOBABIINX B TOT IIEPHO/I, 32 KOTOPBIN 3aMpaIInBaOTCS CBEICHHUS.

Caenenns 0 3apabOTHOM IUIaTe BKIIIOYAIOTCS B CIPABKY TaK, KaK OHHM M3JIOKEHBI B JOKyMEHTaX
apxuBa. JlaHHBIE TPUBOIATCS pa3/eibHO 3a KaKABIM roj 06e3 cyMMUpoOBaHHA B mpenenax roga. Pacuer
CPEIHEMECSIYHOTO M CPEAHEr0A0BOI0 3apabd0TKa apXUBOM HE IPOU3BOAMTCSI.
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Ilpu oOTCyTCTBMM IOKYMEHTOB O 3apa0OTHON IuTaTe OJDKHOCTHOW OKJIaa MOXKET OBITh
YCTAQHOBJICH Ha OCHOBaHWHM IITATHOTO PACIKCaHMS OPTaHU3alMU 33 COOTBETCTBYIOIIUI MEPHON, Apyrue
BBITJIATHl — HAa OCHOBAHUU MPHUKA30B IO JMYHOMY COCTaBY WJIM 10 OCHOBHOM JESITEIbHOCTH.

B copaBky o moarBepxkaeHUHM (AKTOB TMOJMYYEHHUs TPaBMbl, HECYACTHOTO ciydas Ha
IPOM3BOJACTBE BKJIIOYAIOTCS CBEACHUS, COICPIKALIMECS B aKTaxX O HECYACTHBIX CIIydyasiX, CBSI3aHHBIX C
IIPOM3BOJCTBOM, KHUTaX y4yeTa HECYaCTHBIX CIIy4aeB U APYTHX JOKYMEHTaX IO UX pacciel0BaHUI0

[Tpy MCIIOTHEHNU TOBTOPHBIX 3alpPOCOB WIIM COCTABJICHUU IO MPOChOE TpaKIaHMHA CIIPABKH,
AHAJIOTMYHOHN paHee BBIJAHHON, apXUB MPOBEPSIET COOTBETCTBUE CBEJCHUH, BKIIIOUEHHBIX B CIIPaBKY, TEM,
KOTOpbIE UMEIOTCS B IOKYMEHTaX, U B CiIydae OOHApYyKECHUS JONOJIHUTEIbHBIX CBEACHUI BKIIOYACT UX B
MOBTOPHO BBIJABAEMYIO apXUBHYIO CIIPABKY.

B coorBerctBum ¢ llpaBuimamu OpraHu3aliM XpaHEHUsS, KOMIUICKTOBaHMA, Y4éTa H
UCIIOJIb30BaHMS JTOKYMEHTOB apxXuBHOro (OHIOa poccuiickod (ermepauuu u Opyrux apXHUBHBIX
JIOKyMEHTOB B TOCYJapCTBEHHBIX OpraHaxX, OpraHax MECTHOI'O CaMOYNpaBICHHUS U OpraHU3alMsIX» OT
07.09.2015 r. apxuBHBIE cOpaBKH OQGOPMISIIOTCS 1O YCTAaHOBJICHHOW QopMe Ha OlaHKe apXUBHOM
CIIPaBKH WU 001IeM OJaHKe OpraHU3aIiK, H3TOTOBIEHHBIX TUITOTPAQCKUM CIIOCOOOM.

U3zbsitre noanuHauka. B cootBercTBun ¢ [IpaBunaMu opranu3anuy XpaHeHUs, KOMIUIEKTOBAaHUS,
yué€Ta M UCIOJIb30BaHMs JTOKYMEHTOB apXHUBHOTO (DOHOA POCCHHCKOW (enepanuy W APYTHX apXUBHBIX
JOKYMEHTOB B TOCYIApCTBCHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIPaBJICHUS M OpraHM3alusiX OT
07.09.2015 r. momyckaeTcs M3BATHE APXWUBHBIX e W BBIJIa4a BIIAJENblaM WM WX POJCTBEHHUKAM
TIOJUTMHHBIX JIMYHBIX IOKYMEHTOB: TPYIOBBIX KHUKEK, CBUJETEIBCTB 00 OKOHYaHUH y4eOHBIX 3aBECHUH,
aTtecTaroB 00 00pa3oBaHMM, YAOCTOBEpeHMH WM T. 1. [loAJMHHBIE JTUYHBIE JOKYMEHTBHI BBIAAIOTCS
3asgBUTEIISIM [0 MX MUCBMEHHBIM 3aIpOcaM C pa3pelIeHUs] PyKOBOAUTENS OPraHU3alMU IOJ PAaCIUCKY.
[lpu sToM 3asBuTENb 00s3aH NPEABSIBUTH MACIOPT WJIM HWHOW JOKYMEHT, MOATBEPXKIAIOMIUN €ro
JUYHOCTH. B ciyyae oOpaiieHus 3a TOKyMEHTaMHi POJICTBEHHOTO JIUIA OHO TaKkKe 00S3aHO MpPEACTaBUTh
JOKYMEHTBI, IOATBEP)KAAIOLINE CTENeHb POACTBA. [JJoBepeHHOMY JIMIYy BBIAAIOTCS HAa PYKH MOAJIMHHBIC
JOKYMEHTBI HA OCHOBAaHUH HOTAPHAIbHO 3aBEPEHHON TOBEPEHHOCTH.

Ha mecTo u3bsATOr0 JOKYMEHTa B JI€0 MOMEIIAeTCs CIpaBKa O €ro BblJade, KOMHs BBIIAHHOTO
JIOKYMEHTa, a B YYETHBIX JOKYMEHTaX (OMHUCH) JeTaloTCsl OTMETKH 00 H3BSITHH, YKa3bIBAIOTCS HOMED,
JaTa ¥ Ha3BaHME JOKYMEHTAa - OCHOBAaHMSA M M3BATHA (3asBIIEHHE, 3alpoc), a TaKKe paclucKa
noJTyyaTesnisi JOKYMEHTa.

[TosmryyaTenb MOAIMHHOTO JIMYHOTO JJOKYMEHTA JIOJIKEH PaciucaThesi Ha 000pOTe KOMUH JINIHOTO
JOKYMEHTa, OCTaloIleiics B apXuBe OpraHu3anuu. [Ipu 3ToM B pacnucke yKa3blBalOTCSl €r0 MacHOpTHBIE
JaHHBIE.

B cooTtBercTBHM ¢ 3akoHOAaTeNbCTBOM P® opranamu npaBoNoOpsaka U3 apXuBa TaKKe MOTYT
OBITb U3BATHI IOIMHHBIC APXUBHBIE JOKYMEHTHI.

B sTOM ciiydyae Ha MeCTO U3BATOrO JOKYMEHTA B JIEJI0 IOMEIAETCsl CIIPaBKa O BbIAAYE U CHSTAs C
HETro KOIUS. B y4eTHBIX apXWBHBIX JIOKYMEHTaX OTMETKa 00 W3BSTHH, YKA3bIBAIOTCS HOMEp, JaTa M
Ha3BaHWE JOKYMEHTA - OCHOBAHUS /IS U3BATHS, a TAK)KE PACTIMCKa MOJTydaTess JOKyMeHTa (TP JIMIHOMN
nepexnade). B nanpHelieM pabOTHUKK apXrBa 00€CIICUNBAIOT KOHTPOJIb BO3BPATa U3BATHIX JOKYMEHTOB.

B cootBercTBUM co cT. 12 3akoHa 00 apXWBHOM €€ HM3BSATHUE APXUBHBIX JOKYMEHTOB, HE
NPEyCMOTPEHHBIX (ellepaibHbIMU 3aKOHAMH, 3aIPEIIacTCs.

Jena BbIIAIOTCS U3 XPaHMIMLL:

a) JUIs UCIIOJIb30BaHUS paOOTHUKAMH OpraHU3alMH;

0) U NCTIONB30BaHMS TPAXKTaHAMHU B YUNTAIIEHOM 3aJie 111 HAYYHBIX U HHBIX UCCIIEOBaHUM;

B) BO BpEMEHHOE MOJIb30BAHKE AJIS IPYTUX OpraHU3alni;

T') ZJ1s1 IPOBEACHUS apXUBHBIX PadOT C JOKYMEHTaMU;

) 7Sl IPOBEJICHUS CTPAaXxOBOT'O KOIMMPOBAHUS W CIICIIHATBLHON 00pabOTKH TOKYMEHTOB C IEIBIO
yIy4lIeHus GU3NIECKOro COCTOSIHUS IOKYMEHTOB.

Jena BbIIAIOTCS] BO BpEMEHHOE TOJIb30BaHUE U3 XPAHWIHUIL Ha CPOK, HE MPEBBIILAIOIINI:

1 Mecs11 1715 KCTIONIb30BaHMS paOOTHUKAMHU OpPTraHU3aIluN

1 Mecs11 17151 KCTIONIb30BaHMUS IOKYMEHTOB B YUTAIEHOM 3aJIe

3 Mecsia BO BpeMEHHOE MOJIb30BaHUE [T APYTHX OpraHu3alui

6 MecsLEB A SKCIIOHUPOBaHMS TOKYMEHTOB

Opranam cyga ¥ IpOKypaTyphl Ji€Jla BBINAIOTCS 10 IPEKpalleHus Jejla WIM BbIHECCHMS
cyneOHoro pemenus. IlpoineHue yCTaHOBIEHHBIX CPOKOB BbAAYM JOKYMEHTOB BO BPEMEHHOE
MOJIb30BaHUE, B TOM YHUCIIE OpraHaM CyJa M NPOKYpaTyphl, a TaKkxkKe JJIsl SKCIIOHUPOBAHUS JOMTYyCKAaeTCs B
0COOBIX CIy4asX C pa3pelieHHUs pPYKOBOAUTENS OpraHM3allMd IO HHCbMEHHOMY IIOATBEPXKAECHHIO
II0JIb30BAaTEJISl O COXPAaHHOCTH JOKYMEHTOB.
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Brigaua gen u3 XpaHwiniia 0QopMIIIETCS CISIYIOIUMU JOKyMEHTaMU:

1. 3aKa3zaMu (TpeOOBaHISIMI) HA BBIIAYy €]l B YATANBHBIA 331 M COTPYIHUKAM
OpraHHU3aIuu

2. aKTaMU O BbIJIa4€ JIeJI BO BpEMEHHOE T0JIb30BaHKEC APYTHUM OpraHU3aIMsIM, B TOM YHCIIE
opraHam cyjia ¥ IpOKypaTypbl, WIH JJIsl SKCIOHUPOBAHHUS IOKYMEHTOB

3. 3aKa3aMHy Ha MpOBeJIeHHE paboT MO CTPAXOBOMY KOMMPOBAHUIO U PECTaBPAITUH
JIOKYMEHTOB.

Bbiaya JTIOKYMEHTOB W3 XpaHHWIUINA PETUCTPUPYETCS B KHUTaX BBIAAYM JIOKYMEHTOB.
HcnonHaenHple 3aka3bl (TpeOOBaHUS) HCCIIEAOBATEICH XPAHATCS B JIMYHBIX JieNlaX UCCIIeoBaTelei, a Bce
npoyre - J0 WCTEYCHHs CPOKOB HMX XpaHCeHHWs. 3aka3bl (TpeOOBaHUs) Leleco0Opa3HO XPaHHUTh [0
MPOBEACHUS TPOBEPKH HATMYMS U COCTOSTHUS JICI.

Bbriava ien Bo BpeMEHHOE MMOJIb30BaHUE B JIPYTHE OpraHU3aIvy opopMIISIETCS aKTOM, KOTOPBIH
COCTaBJIICTCS B JBYX OK3EMIULSIpax, OJMH HMX KOTOPBIX OCTaeTCs B apXHBE OpPraHU3alUH, IPyrou
BBIZIACTCS TIOJy4aTellto. AKT MOJNUCHIBACTCS PYKOBOJMTENICM OpraHM3allid, Nepelarouieid nena, u
PYKOBOJUTEIEM OPraHU3aI[MK-TIONyYaTeNsl: MOAMUCH CKPEIUIIOTCS TepOOBBIME TIEUATSIMU OpTaHU3aI[HH.
ITocne Bo3BpamieHWs Jen B JBYX SK3EMIUIApaxX akTa JeNacTcs COOTBETCTBYIOINAS OTMETKA: OJWH
9K3EMIUIIP OCTAeTCsl B OpraHU3alUH-TIoNydaTene, JAPYrod XpaHutcss B Jneine (OHAa B apxuBe
OpraHu3allvH, BbIIaBaBIIeM JIeNa.

Hanpasnenue Ha cTpaxoBoe KOMUPOBAHWE, PECTABPALIMIO, TeperuieT o(OpMISICTCS 3aKa3oM.
3aka3 odopmisieTcs B apXHBE OpraHu3anuu 1o (opMe akTa O BblJaue BO BPEMEHHOE I0JIb30BaHHE
JIpyroi opraHu3anyi.

Jlena BBITAIOTCSA W3 XpaHWIMINA JJIS HCIONL30BAHUS U TIPOBEICHHS PabOT MO CTPAXOBOMY
KOMMPOBAaHHIO, pPECTaBpalliy, MEperUieTy TOJbKO B oOpabotaHHOM Buie. llepea Bbimaueil aen u3
XpaHWIHIIA TIPOBEPSETCS COOTBETCTBUE IIM(pa U 3arojoBKa Jieja Ha 00JI0KKE MU(PY U 3ar0JIOBKY Jejia
B ONWCH; Mepe]] BblJaueii U NMpU BO3BPANICHUU JeNl B XPAHWIUIIE MPOBEPSIOTCS HYMEPAIUs JIHCTOB W
COCTOSIHUE JTOKYMEHTOB KaXXJIOTO BBIJAHHOTO Jena. Kakjoe BblIaBaeMoe W3 XpaHHJIMINA JIENO JOKHO
HUMCETDH JHUCT UCIIOJIb30BaHMUA.

[lpy BBAAaYe [el W3 XpaHWIMIIA HAa MECTO BBIJAHHOTO Jiejia IOJKJIA/bIBACTCs Kapra-
3aMECTHTEIb, B KOTOPOW YKa3bIBAETCSI HOMED JieNia, HOMEp OIMUCH, HoMep (OH/A, KOT/Ia U KOMY BBIJIAHO
JIeTI0, JlaTa €ro BO3Bpara M IMOJIKCh COTPYAHHUKA, BBIJABIIETO €0, C YKa3aHWeM IOJDKHOCTH. [lpu
BO3BpAIICHUH [IeJla B XpaHWINIIE KapTa-3aMeCcTHTeNb u3biMaeTcs. COCTOSHUE Jiesl, BO3BPAIaeMbIX B
apxuB IOCJE HCIMOJIb30BAHUSA, JOJDKHO OBITh TPOBEPEHO B TPUCYTCTBUHU JIHIIA, BO3BPAIIAFOIIETO
JIOKYMCHTHI.

HpI/I O6Hapy)KeHI/II/I HEAOCTAa4YHM €I UJIN OTACIIBHBIX JIMCTOB B HHUX, a TaK¥XKC HOBpe)K):[eHI/II\/'I JCI U
JIOKYMEHTOB COTPY/JHUKAMH apXWBa COCTABISACTCS aKT B JBYX OJK3eMIUISIpaxX, OAWH K3 KOTOPBIX
NPEJICTABIISICTCS] UCCIIE0BATENI0 YHTALHOTO 3a1a WM PYKOBOJMTENIO OPraHW3allH, UCIOJIb30BABIIEH
JOKYMCHTBI, IJIA MMIPUBJICUCHNUA BUHOBHBIX K OTBETCTBEHHOCTH, BTOpOﬁ - OCTacTCA B apXHBC.

[lpy nepeMerieHHHd [TOKYMEHTOB 3a MpeleiaMd apXuBa JOJDKHBI COOJIONATBCS MeEpbl
MPEJ0CTOPOXKHOCTH, HAMCKHO 00CCIEUNBAIOIINE UX COXPAHHOCTh. [IpH TpaHCTIOPTHPOBKE JOKYMEHTOB
COOJIFOJTAFOTCS. MEPBI 110 OXPaHEe M 3alUTe UX OT BO3ACHCTBHS BPEIHBIX (HAKTOPOB OKPYIKAIOIICH CPeIIbl
IMyTEM IMPUMECHCHUA CIICHHUAJIBHBIX BUAOB YIIaKOBOK, O6CCH6‘H/IB3IOHII/IX 3alIUTy JOKYMCHTOB OT OCaaKOB,
CBETA, MEXaHUICCKUX MOBPEIKICHHUH.

Tema 3. Inexmponnvle apxuevl NO TUYHOMY COCHIAGY

B Hacrosimee BpeMsi HamOoliee akTyaldbHBIM BBICTYNAeT BOMPOC 00 AJIEKTPOHHOM XPAaHEHUU
APXUBOB I10 JITYHOMY COCTaBY.

OcHosHovle npobemvl, Bo3HUKAIOWUE NPU pabome ¢ OYMANCHLIM APXUBOM

1. OnepaTuBHBIN TOCTYI K OyMaKHOMY apXHBY JOBOJIBHO 3aTpyaHHUTENCH. Bpems oTBeTOB
Ha 3alpoChl K JaHHBIM apXHBa COCTaBJSIET OT OJIHOTO JI0 HECKOJIbKWX JaHed. PaOGoTHuKam apxuBa
JIOBOJILHO CJIO)KHO 00padaThiBaTh BPYYHYIO OOJBIIOE KOJIMYECTBO 3allPOCOB, MHOTHE U3 KOTOPBIX
JIOBOJILHO CIIOKHBI ¥ TPEOYIOT JUIS IOJTYYEHHs OTBETA HCIOIh30BaHUE OOBIIOTO KOJIHYECTBA JIE.

2. Pabora ¢ OyMaXHBIM JOKYMEHTOM BO3MOXKHa OJHOBPEMCHHO IUIIb [UIsl OJHOTO
YEIIOBEKa, YTO CO37aeT HEYJA0OCTBO MPH PadOTE C aKTHBHO MCIIOIB3YEMbIMH JOKYMEHTAMHU.

3. JIOKyMEHT MOXHO JIETKO TOTEpsATh MpH TOMENCHHH HE B TO Jeno Onarojaaps
«deTIOBEYECKOMY (DaKTOpy».

4. ApXUB He 3aIIUIICH OT MTOKaPOB U MPOUNX (POPC-MaKOpOB.

5. Crapble TOKYMEHTHI HE O0NaIa0T JOJDKHBIM KadyeCTBOM M MMH CIIOKHO TIOJIb30BaThCS

BBUAY BETXOCTH, HOBBIC TOKYMCHTBI HE JOJII'OBEYHBI, I10 IIPUYKXHE TOT'O YTO 6HCTpO HU3HaIIUuBarOTCs.
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PemennemM maHHBIX TPOOIEM SBISETCS CO3JAHHME SJIEKTPOHHOTO AapXHBa JOKYMEHTOB IIO
JUYHOMY COCTaBY opraHm3anuu. MH(opmanus, Xpassmascs B JaHHOM apXHBE ITO3BOJIUT MOIydYaTh
CIIPaBKYy O TPYJOBOU JEATEIBHOCTH KXKIOTO COTPYAHHMKA, B TOM 4HCIe 00 ypOBHE 3apabOTHOI IJIaThl,
cTake paboThl, pa3nuyHble OuOMHOrpaduueckue naHHbIC. Bcs 3Ta mHQOpMaIus MOATBEPIKIACTCSI
OyMa)XHBIMH JOKyMEHTaMH apxuBa. lIpm HEOOXOIMMOCTH, SIEKTPOHHBIH apXHB MOXET XPaHHUTh
onuQpoBaHHBIE KONMH OCHOBHBIX JJOKYMEHTOB TI0 JIEITEIILHOCTH paOOTHHKA.

[MpenmyniecTBa, Mojy4aeMblie OT BHEAPECHHS JICKTPOHHOTO apXUBa MO JIMYHOMY COCTaBY:

1. IIpocToif 1 OBICTPHI AOCTYI K JOKYMEHTY JIF000TO COTPYIHUKA apXUBa B IF000E BpeMs.

2. ByMakHBIIl apXUB OCTaeTCs HETPOHYTHIM, YTO IMO3BOJSAET COXPAHATH €r0 3HAYUTEIIHHO
nonbie (0cobo xopomo 3ToT 3hdekT OyAeT 3ameTeH Al TOKYMEHTOB, TPEOYIOUIMX JOJITOCPOYHOTO
XpaHEHUs).

3. JIOKyMEHT 3alIMIeH OT U3MEHEHHH, YTO TapaHTHPYeT HOIHOTY HH(POPMAIIHH.

4. Poct ckopoctu 00paboTKu 3ampocoB K apXUBY W YMEHBIICHHE BPEMEHH Ha TOIyYeHHE
ApXHUBHOM CIIPaBKH.

5. KoHTponp cpoka XpaHeHHS B 3aBUCHMOCTH OT THIA JIOKyMEHTa W HWH(OPMHpOBaHHUE
apXUBaPHUYCOB 0 HEOOXOTUMOCTH 00paOdOTKH JOKYMEHTOB, TPEOYIOMINX YHUUTOKEHUSI.

6. Pe3epBHOE KONMPOBaHNE AAHHBIX 3aLIUTUT Balll MJIEKTPOHHBIA apXUB OT POPC-MasKOPOB.

Hampumep, dupma «IneKTpoHHBIH apXuB YKpaWHB» UMEET cieayromui onbIT. 1lo anammzy
CHELUAINCTOB aKTYaJbHOCTh BHEAPEHUS 2IEKMPOHHO20 APXUBA No JUYHOMY cOCmagy 00yCIaBINBAECTCS
KaK YacTOTOW 3ampocoB KaJpOBOH JOKYMEHTAIlMH, TaK M JOCTaTOYHO TPOAOJKUTEIBHBIM CPOKOM
XpaHEHHs 3TOTO BHJA IOKYMEHTOB (70 75 JieT).

Kommnanus DJIAY pazpaboTtana 3IeKTPOHHBIH apXHB 110 JHYHOMY COCTaBY JUIS MPOMBIIIJICHHOTO
NPEANPUSITUS, B COCTaBe KOTOPOTO HAXOAMTHCS 3 MIAXTHI, a IITAT COTPYAHUKOB KonebneTcs ot 3500 mo
5000 paboruukog. [Ipennpusitue dhyHkiponupyet ¢ 1973 roxa.

3aka3uuk o0paTWiICs C 3aIPOCOM O CO30AHUU INEKMPOHHO20 APXUBA KaTPOBOW JTOKYMEHTALUH,
JKenasi COKpaTUTh BpeMs Ha MONrOTOBKY CIpPaBOK IO 3apa0OTHOM IJiate, TPYZOBOMY CTaxy,
MOJTBEPKICHUIO JIbTOT YBOJEHHBIX COTPYAHUKOB. BBUly OombIIoro mrara u cieliuGuKd JesiTeTbHOCTH
OpeAnpusiTst (HaIM4Me JOKyMEHTalud, (QUKCHpYOImel MTpOU3BOJCTBEHHO-TPYJAOBOH TpaBMATU3M,
MOATBEPXKIAIONIEH padoTy YeIoBeKa B YCJIOBHIX BPEAHOTO MPOM3BOJCTBA, JAIOIIETO MPaBO HA JBIOTHI)
00paboTKa 3ampocoB, KOTOPBIX MocTynayio mnopsiaka 200 B Mecsll, npu paboTte ¢ OyMaXXHBIM apXHUBOM
Obl1a TPYAOEMKOM 1 BpEMS3aTPaTHOM.

Otanbl cOo3AaHUs JIEKTPOHHOIO apxHuBa. BrIpaOoTaB KOHKPETHOE M JETalbHOE TEXHHUYECKOE
3agaHue ¢ 3aKa3uMKOM IO BHEIPEHUIO 2IeKMPOHHO2O apXugéa 1O JTUYHOMY COCTaBy, kKomaHna «JIAY»
MpUCTYNHJIAa K pealn3aluuu TpoekTa. [l AOCTIKEHHS ONTHMANbHOTO W Hambosee KaueCTBEHHOIO
pes3yibTaTa Ha 3Tale CKaHWPOBaHMS JOKYMEHTAlMH, NPEIBapUTEIbHO ObLIa MPOM3BElleHa paciiiBKa (C
nocneayomiei cmmBkoi) 2 190 nei; orudposano 605 000 crpanun. Jns ynobctBa u mpoCcTOTH pabOTHI
YK€ C DIEKTPOHHBIM 0a3MCcOM JOKYMCHTAllMM, Ha MPEeINpHUATHH Oblla YCTaHOBIIEHA CHCTeMa
3jeKkTpoHHOro apxuea Folium (pa3paboraHHbIi CHEIMATUCTAMH KOMIIAHUU «DJIEKTPOHHBIC apXHBbI
YKpauHbl» TPOrPaMMHBINA MPOAYKT, HO3BOJISIOLUIMKA OPraHW30BaTh M CTPYKTYpUPOBaTh OLU(POBAHHBIC
apXUBHBIC JIOKYMEHTHI).

Pabota mo ckaHWPOBaHWIO KaJAPOBOW MOKYMEHTAIMEeW MpEeANnpHUsATHs Obuta 00yCIOBIEHA PSIIOM
0COOEHHOCTEH:

- omuppoBke noamaganu aena mepuogos 1973 — 2013 rr., 30 % u3 KOTOPHIX OBUTH B OYEHB
BETXOM COCTOSIHUH,

- CYILECTBEHHas YacTh JOKYMEHTAllMd HMMeJia PYKONHMCHBIH M HCYE3ArOIINH MaIlMHOIMCHBIN
TEKCT

- paboTa MO MPOEKTY OCYIIECTBISIaCH B 2 CMEHBI, Ha TEPPUTOPHH 3aKa3zdyuka padorana
MOOMIIbHAs OpHUTaja.

PesynbpTaThl BHEAPEHNUS 3JIEKTPOHHOTO apXUBa!

DJIeKTPOHHBIN apXUB MO3BOJIII: CHU3UTH TPYA03aTparhl HA MOKCK U odopMileHHE HHOpMAIHN
TI0 3aIpocaM B apXuB B 24 pa3a; BHIBECTH U3 ITOCTOSIHHOT'O 00MX0/1a OPUTHHAIIBI OYMasKHBIX JIOKYMEHTOB
(obecmednB UX COXPaHHOCTh OT MOTEPH, MTOPUYH, YMBIIIICHHOTO PEJAKTHPOBAHUS U T.1.).

Perynsiprabie uccnenoBanusi, MpoBOASIINECS B YKpauHe, CBHUIETEIBCTBYIOT, YTO OOJNBIIMHCTBO
H0JIb30BaTeNell BBLACISIOT TaKUE MpEeuMyLIecTBa 0e30yMakKHbIX TEXHOJIOTUH KaK: 9KOHOMUS 8pPEMEHU
COMPYOHUKOB, CPeOCms Npeonpusimull, nosvluieHue 3ppexkmusnocmu padbomvl, U GO3MONCHOCHb
coemecmuoll pabomul ¢ OOKyMeHmamu.

OJEeKTPOHHBII apXUB — rapaHT OOecCIeyYeHUs IOJHOLEHHOIO y4yeTa M XpaHEHHUs JOKYMEHTOB
npeanpusitusi. Co3naHue cTpaxoBoro (OoHAAa yYETHOM IOKyMEHTaluM (3aliuTa OT IOXKapa, YTpPaThl,
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xuieHus, nopuu). CokpalleHue KOJUYECTBA YYETHBIX JIOKYMEHTOB Ha OyMaKHBIX HOCHUTEISIX
(HampuMep, MHBEHTApHbBIC KHUTH, onrcH). O0ecTieueHne COXPAaHHOCTH CTAPBIX, PEAKUX U 0C000 IIEHHBIX
JOKYMEHTOB (HCIIOJIb30BaHHE KOTOPHIX B OyMa)KHOM BHAE NPUBOAUT K BETXOCTH M IOCIEAYIOIIEMY
YHUYTOXKEHHUIO JOKYMEHTAa — PEIKWUe KHHUTH, apXuBHble jAeina). OpraHuzalus XpaHEHHs SJIEKTPOHHBIX
JOKYMEHTOB B KOMIIAKTHOM Buze. IloimydeHnne HeorpaHMIEHHOTO YHCIa KOIUKA JOKYMEHTOB B OyMa)KHOM
Y DIIEKTPOHHOM BHE 0e3 oOpameHus K OyMa)KHOMY OpWUTHHANY (HampuMmep, U BBIIa4YH 10 3alipocam
rpaxJaH, IJis OTIPaBKU B MOJOTYETHBIE ToApa3aeneHus). OdecneueHns BO3MOKHOCTU AOJITOCPOYHOTO
XpaHEeHHUs JOKYMEHTOB U AOCTYIA K HUM.

OJEeKTPOHHBII apXWB — CPEACTBO ONTHUMM3ALMU PAOOTHl C NOKYMEHTAaMHM Ha MPEeNIpUATHH.
Opranuzainusi OAHOBPEMEHHONH pabOTHI C DIEKTPOHHBIMH JTOKYMEHTAMH HECKOJNBKHX II0JIb30BaTElICH.
Pasrpannuenne mpaB gocTyna moib3oBarenedl k uHpopmanun. OOecneuenne HHGOOPMALMOHHON
O0e3zomacHoctn. CokpaleHre BpeMeHH O00pabOTKH 3alpocoB, TOWCK HWH(OOpPMAIUH. Y BEITHUCHHE
OTEePaTUBHOCTH JOCTyMNa K nHPopmanuu. OdecrieueHrEe OnepaTUBHOIO MOMCKA M TOCTYIA K JOKYMEHTaM
cTpaxoBoro (oHIa AOKYMEHTAallMM B KPU3UCHBIX cuTyanusx. CozJaHue MIUPOKHX BO3MOXKHOCTEH
MyOJIMYHOTO AOCTYIA K QpXMBHBIM JOKYMEHTaM UCTOPHYECKOTO, KYJIbTYPHOTO M HAYYHOT'O HacIenusl.

Pesynbmam ucnonv3o06anus d1eKmMpoHHO20 apxXU8a bipadCaAemcs 8.

[MoBbImieHNK YpOBHS HHPOPMALIMOHHOTO 00ECTICYeHUs HACCTICHHSI.

[ToBblIeHNH YPOBHS KauecTBa MPUHSTHUS PEILIEHHUH.

HcKknioueHnn pucKa, CBSI3aHHOTO C «4EI0BEUYECKUM (PakToOpom».

[IpeeMCTBEHHOCTH MOKOJICHUM CHEUATIUCTOB.

OKOHOMUM O(PHCHBIX TUIOMIAIEH [T XpaHEHUS JOKYMEHTOB.

CokpallleHul pacxol0oB Ha COAEp)KaHMWE LITaTa COTPYIHHUKOB, pa0OTAIOIUX C
OyMa)KHBIMH H DJICKTPOHHBIMHU TOKYMEHTAMH.

7. [Ipo3pavnocTr cocTOsTHYS Jien B (priraiax U yAaJleHHbIX oucax.

8. Hcnonb30BaHUM 3JIEKTPOHHOIO apXHMBa KaK HEMAaTEpPHAJIbHOTO AaKTHBA NpPU MPOAAXKE
MPEIPHUATHS, CITUSHAAX U MOTJIOMIEHUAX (0COOEHHO aKTyalbHO IJISI POMBIIIICHHOCTH, He(DTe/Ta30BoTro
KOMIUIEKCa, KOT/J[a B TOKYMEHTaX COJIEPKATCs CBEAECHU ISl CTPATErMueCcKOro MiIaHUPOBaHUs, HAIpUMeED,
pE3yNBTaThl T€0JIOTHYECKON Pa3BeIKH MECTOPOKACHUMN, UePTEKU KOHCTPYKIIUN CAMOJIETOB, U T.JI.).

9. BricTpoM noabope u morcke JOKyMEHTOB B SKCTPEHHBIX CUTYaLUsIX.

Bosmoxknoct mposenenust HUMOKP  (Tonpko M3y4MB TPEABIAYIINM  ONBIT  HAYYHBIX
WCCJIEIOBAHNM, MOKHO YCIEIIHO JIBUTAThCS BIIEPEN).

BHeapenue cucTeMbl 3JIEKTPOHHOTO apxHBa IOKYMEHTOB IO JIMYHOMY COCTaBy II03BOJISIET B
3HAYUTEJILHOW CTENEHW ONTHUMM3MPOBAaTh W YNPOCTUTH paboTy KaIpoBUKAa. OJIEKTPOHHBIA apXuB
BBICBOOOXKIaeT O(HCHOE NPOCTPAHCTBO OT HAKOMUBIIUXCS JOKYMEHTOB W 0OecreyrBaeT 3alluTy
uHpOpMauK 6yiaroaaps Co3IaHUIO pe3epBHBIX Konui. Kpome Toro, cucremMaTrn3npoBaHHas 3JEKTPOHHAS
0a3a JaHHBIX MIOMOTAeT COTPYIHMKY KaJpPOBOM CIyXOBI ONEPAaTUBHO HAXOAWTH HYXHYIO MH(OpMaLUIO,
MT'HOBEHHO MOI0MPaTh TOKYMEHTHI, OTIIPABIIAA UX IO AIEKTPOHHOH 1MoyTe, H T. [I.

Paborta ¢ gokyMeHTaMu IO JIMYHOMY cocTaBy TpeOyeT, 4ToObl KaJpOBUK 3HAT HE TOJIBKO
TPYZOBOE 3aKOHOAATENILCTBO M TOPSJOK JEJIONPOU3BOJICTBA, HO M OCHOBHBIE IpaBHJia XpaHEHHS,
00paboTKK W Tepenadyn Oymar Ha apXWBHOE XpaHeHue. Hajuiexkalee BBIMOJHEHHWE 3TUX OOS3aHHOCTEH
CBSI3aHO C OOJNBIIMMU BPEMEHHBIMU 3aTpaTaMH, YTO MPEISITCTBYET BBIMOJHEHHIO TMEPBOCTEIIEHHBIX
KaJpoBbIX 3a1a4. boree Toro, caMm crenuaivcT KagpOBOH CIY>KOBI JIMILIEH BO3MOXXKHOCTH PEaM30BaTh
CBOM npo(ecCHOHaTIbHbIE aMOUIMK, KOTOPbIE MOTYT OKa3aTbCsl LIMPE BBHIMOJIHEHUS Cyry0o OyMaxHOMH
padoTHL.

s coBpeMEHHOH KOMIAaHMU ONTHMAIBHBIM pEHIEHHEM BONpOCa XpaHEHHS AOKYMEHTOB IO
JMYHOMY COCTaBY JOJDKHBI CTaTh IPaMOTHOE XpaHEHHe, CUCTeMaTH3auus W aJIMUHHCTPUPOBAHHE C
COOJIIOJICHNEM 3aKOHOJATENLHBIX HOPM. B TONHON Mepe 5TO OCYIIECTBUMO 3a CUET MPUBJICYCHUS
CTOPOHHUX apXMBHBIX KOMIIaHHHA. B 3TOH cHTyallum pPyKOBOJIWTENISM OpTraHU3alMi OCTAaeTCs JIMILIb
OTIPEICJINTh KPEIUT JOBEPUS K TAKMM CITY»KOaM U PELINTh, TOTOBBI JIM OHU HJITH B HOT'Y CO BPEMEHEM.

OnTuManbHBIM pEIIeHHEM YKa3aHHBIX MpoOJeM MOXKEeT CTaTh CHCTeMa, paspaboTaHHas
cneruanuctaMu Koprmopauuu JJIAP, - «OneKkTpoHHBI apXWB KagpOBOTO [IEIONMPOU3BOACTBA» - U
npeAcTaBisionas co00i KOMIUIEKC AJsl JTOKYMEHTAlIOHHOTO OO0ECIeueHHsI KaJIpOBBIX IMPOLECCOB H
3alIUThI IepCcOHANBHBIX JaHHbIX (I11).

CuctemMa aBTOMAaTH3MpYeT OOJBLIMHCTBO IIPOLIECCOB, C KOTOPBIMHM KaJpPOBUK €XKEIHEBHO
CTaJKuBaeTcsi B cBoell pabore. Tak, pelleHue Mo3BOJSIET BECTH CTATUCTUKY M Y4eT YIPaBICHUYECKHX
KaJpoB, HAaXOISIIMXCS B pe3epBe, MOJyyaTb MCTOPHIO PabOTBI C 3THM pe3epBOM 3a 000 mepuon
BpPEMEHH, a TaKXKe aHaJIM3UpOBaTh 3Tambl IPO(EcCHOHAIBHOIO pOCTa COTpyAHHUKA. Bo3MmoxHOCTH
OBICTPOrO IMOWCKAa M JOCTyNa K HEOOXOAMMOH MH(MOpPMAIMU O COTPYIHHKAX B 3JIEKTPOHHOM apXHBE
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CHIDKAIOT TPYHO3aTpaThl W BpeMs Ha COCTaBICHHE MOAOOPOK JOKYMEHTOB [UIi OTYETHOCTH U
MIPEICTABIICHUS TIPOBEPSIONIMM OpraHaM, Ha OOpa0OTKy 3alpocoB, a TAaKKe Ha BOCCTAHOBJIECHHE WU
3aBepeHrEe KOMHMH YTpaueHHBIX JOKYMEHTOB Ha OCHOBAaHHMM WX OJIEKTPOHHBIX 00pa3oB. BHeapenmue
CHCTEMBl TIO3BOJIIET OCYIIECTBIISATh KOHTPOJb HAaJ COCTABICHWEM WM 3allOJHEHHUEM KaJIpOBOi
JOKyMEHTAllud ¥ OTCJIEKHMBAaTh KAadeCTBO W CPOKM BBINOJHEHHS DPA0OT COTPYIHHKAMH KaJIpOBBIX
MOJpa3/eJIeHU B PEKUME pPEaIbHOIO BPEMEHH. A XpaHEHHE IOKYMEHTOB B PEXHME BEPCHOHHOCTU
MO3BOJIAECT OTCIEINTh, KOT/Ia, KEM M KaKhe M3MEHEHHs BHOCHINCH B KaXKIbIH KOHKPETHBIH KaIpOBBIHA
JIOKYMEHT.

Kpome Toro, coctas pemeHust «OJIEKTPOHHBIA apXWB KaJpPOBOTO JEJIONPOU3BOJICTBA» MOXKHO
ru0Ko KOH(UTYpHUPOBaTh B COOTBETCTBUU C TPEOOBAaHHMSAMH U 3afjadyaMH OPTaHU3aIH, a TAKXKe MPOCTO U
OBICTPO MOACPHU3UPOBATH U PACIIUPSATH CUCTEMY C Pa3BUTHEM KOMITAHHH.

CocraB pemenusi. Pemenne «OneKTpOHHBIN apXyUB KaIpOBOI'O JEIONPOU3BOICTBA» COCTOUT W3
HECKOJBKHX MOJYJICH, KOTOphIE B KOMIUIEKCE OPTaHU3YIOT OTIKEHHYIO paboTy CUCTEMBI.

PaGota yepes uHTepdenc
yyeTHoH, ERP, HRM - cucremo!

CkaHep : P! i apXuBO! CeTeBONW NpuHTEp

> —

Texkywnn sson

Monaynb
3aWWILEHHON NneyarTy

AOKyMeHTOB

[epBbIii U3 HUX - MOJYJb YIPABICHUS SJIEKTPOHHBIM apXHBOM, KOTOPBIH CTPOMTCS Ha Oase
cuctemsl DJIAP CAIIEPUOH. Cucrema nmo3BonseT XpaHHUTh JIIOOBIE THIBI TOKYMEHTOB (3JIEKTPOHHBIE
00pa3pl OyMa)KHBIX JTOKYMEHTOB, JOKYMEHTBHI YUETHBIX cucTeM, ¢orodaiiel u np.). C ee mOMOLIBIO
MOKHO TIOJy4aTh OIEPAaTHBHBI MHOTONOJB30BATENIBCKUN JOCTYI, OCYLIECTBISATH OBICTPBIM IOUCK
JOKYMEHTAIM{ B 3JICKTPOHHOM apXHBe IO 33JaHHBIM MapaMeTpaM U KIacCUPHUIUPOBATH JTOKYMEHTHI IO
Pa3IMYHBIM aHAIWTHYECKUM MpPHU3HAKaM. A OTpaHHYeHHE NOCTyNa K KOHPUICHUUAIBHBIM JOKYMEHTaM
WY 9acCTSIM JIOKYMEHTA I03BOJISIET COOMIIOAATh 3aKOHOJATEILCTBO 10 3aIIUTE IEPCOHATIBHBIX JaHHbIX.

Crnenyrommii - MOIyNb JOCTyNa K SJIEKTPOHHOMY apxuBy. Ero pabora ocymiecTBisieTcss Kak
HanpsaMyto u3 cucreMmsl DJIAP CAIIEPHMOH, tak n yepe3 mpuBBIYHBIE [ TOJIB30BATENEH MPOrpaMMHbIE
IPUIOXKEHUS 38 CUET BO3MOXKHOCTH UHTErPalluy C CUCTEMOH YIIPaBJIEHUs 3JIEKTPOHHBIM apXUBOM. A 11
OPEINpUIATUH C XOJJUHTOBOM CTPYKTYpPOH OpraHu3yercst AOCTYI K [OaHHbIM W3 TEPPUTOPHUAIBHO
yIaJIeHHBIX MOApa3eNICHUH Yepe3 KOpIopaTuBHbIE HH(POPMALIMOHHBIE CETH.

[lonHOCTBIO aBTOMATH3MPOBATH MpoOLEcC IMepeBoAa OYMaKHBIX KaJpOBBIX JOKYMEHTOB
OPEINpUITUS B JIEKTPOHHBIM BUJ MO3BOJIAET MOIYNb TeKyllero BBojga. CocTaB 3TOro IpPOrpaMMHO-
anmapaTHOrO KOMIUIEKCA 3aBUCHT OT KOJIMYECTBA MEPCOHANA, pabOTAIONMIEr0 B KOMIIAHNH, €KEIHEBHOTO
MMOTOKa KaJpPOBOM MOOKYMEHTAllud W OOBEMOB apXMBOB, YTO M OMNpEAEISICT THIMbl CKaHUPYIOLIEro
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obopynoBanus. [laHHBI MOIynh OOECHeUuMBaeT JOKYMEHTAIMOHHYIO TOJIEPXKKY KaJIpOBbIX OWM3HeEC-
MIPOIIECCOB, MMOCKOJIBKY CBOEBPEMEHHOE HATOJHEHHE JJIEKTPOHHOTO apXHBa TEKYIIUMH U apXHUBHBIMH
KaJpOBBIMH JOKYMEHTaMH W MpPUBS3KA DJCKTPOHHBIX 00pa30B pEalbHBIX KaJPOBBIX IOKYMEHTOB K
YUETHBIM JaHHBIM TapaHTHPYIOT ONEPaTHBHBIN JOCTYI K JAHHBIM YIOJIHOMOYEHHBIM COTPYAHUKAM.

Monynp XpaHEHHS CO3JaeT [EHTPAIN30BAHHOE XPAHWIHIIE OONBIINX OOBEMOB IaHHBIX Ha
OCHOBE CTICTIMATM3NPOBAHHBIX ONTHYEeCKNX Hakomurened Ha DVD/BD-muckax. OpraHn3oBaHHOE TaKUM
00pa3oM XpaHeHHE KaJpOBOW JOKYMEHTALUH rapaHTUPYeT COXPAaHHOCTh M HEU3MEHHOCTh HH(OpMaluu B
TedeHne Ooiee 50 JIET COTIACHO 3aKOHOMATENHCTBY P MUHHUMAIBHBIX 3aTpaTrax Ha MOJEPHU3ALUIO U
o0CTyXKMBaHHE XPAHWIUIIIA.

Kpome Toro, 3TO0 cmocoOCTByeT CyIIECTBEHHOMY CHI)KCHUIO BHYTPEHHHX 3arpaT Ha
JIOPOTOCTOSIIYI0 apeHAy IUIOMAAed TMOJ apXWBBl KaJpOBBIX JOKYMEHTOB, TaK Kak I103BOJISIET
MEPEeMECTUTh OyMa)KHBIA apX¥WB Ha TEPPUTOPHIO OoJiee NEMIeBBIX apeHIHBIX IDIOMIaNeH, a B TEKyIIeH
paboTe COTpYJHUKOB KaJPOBBIX MOAPAa3IeICHUI UCTIONB30BATh JOKYMEHTHI AIEKTPOHHOTO apXHBa.

Mopnynp 3alIUIIEHHOrO BBIBOJA JAOKYMEHTOB Ha I€YaTh CTPOMTCA HA OCHOBE IOAKIIOUEHUS
cepBepa mevarty, cnernuanusupoanHoro 110 u pa3BepThIBaHUS CHCTEMBI ABTOPH3AINH ITyTEM YCTAHOBKH
UACHTU(OUKANIMOHHBIX YCTPOHCTB Ha mnpuHTepax W MDY mpenmpustusa. nsg wunertudukanmm
noJp3oBateneil npumenstoTcs: PIN-kopl, O€CKOHTaKTHBIC TJIACTUKOBBIC KapThl, MarHUTHBIC KapThl,
IITPUX KOJBI WJIM CKaHEePHI OTIEYaTKOB ManblieB. CHcTeMa aBTOPHU3AINH MOXKET OBITh OOBEAMHEHA C yKe
CYIIECTBYIONIEH B OpraHM3ald{ 3aKa3yhKa CHCTeMOH Oe30MacHOCTH, HampuMmep, 4epe3 KapThl,
UCIOJb3yeMble COTPYAHMKaMM ISl TMPOXOJa Yepe3 CHUCTEMY KOHTpPOJIA JOCTyNa Ha MpearpusThe.
Mozynb MO3BONSET aHANM3UPOBATH BCe pabOTHI MEYaTH MO Pa3IMYHBIM HapamMeTpaM, B TOM 4YHCIC
KOJIMYECTBO M COCTaB OTIPABJISIEMBIX Ha MeYaTh JOKYMEHTOB JUISl HCKITFOUSHHS UCTIONh30BAHUS TEXHUKU
JIIS JIMYHBIX LeJIeit.

3ammra  TEepCOHANBHBIX  JaHHBIX.  PemieHne  «OJEKTPOHHBIA  apXuB  KaJpOBOTO
JISIIONPOU3BOJICTBA»  TIOJHOCTBIO COOTBETCTBYET TpeOOBAaHMSAM  3aKOHONATENbCTBA 110  3allUTe
MEPCOHANFHBIX NAHHBIX, COTJIACHO KOTOPOMY KOMITAaHWH, pabOTarImIue ¢ MEpCOHATBHBIMU JTaHHBIMU,
00s3aHbI TapaHTUPOBATH X HAJIEKHYIO COXPAHHOCTb.

3TOro ymaercst JOCTUYb HECKOJIBKIUMHU crioco0aMu. B yacTHOCTH, 32 cueT (yHKIIMU KOJUPOBAHUS
JIOKyMEHTa, MPOCMOTP KOTOPBIX CTAHOBHUTCS BO3MOXHBIM TOJIBKO TIOCJTE BBEICHHS maposs. Taxke
cucrtema jormyckaer ucnonb3oBanue JUII u npu HEOOXOAMMOCTH OrpaHHMYUBAET JOCTYN K YacTsM
apxuBa, OTJCIBHBIM JIOKYMEHTaM MU HMX (parMeHTaM i Pa3UuHBIX IOJIb30BaTENed WK TPYII
none3oBateneil. Kpome toro, OJIAP CAIIEPMOH XpaHWUT 3JIEKTpOHHBIE JOKYMEHTBI B BHJIE
CIEIMALHOTO 3aKoaupoBaHHOTO (haiima coOctBeHHOTOo (hopMata (Meradaiina) aus HCKIIOYEHUS
BO3MOXHOCTH HETPABOMOYHOTO KOMTHUPOBAHUS M MCIONB30BaHHUS BCell MHGOpMAIMU Wi ee dacT. Bcee
3TH MEpHI U CO3MIAI0T HEOOXOAMMEIE YCIIOBUS JIISl HAJICKHOTO, 3aIMIIEHHOTO XpaHeHHS MEePCOHAITBHBIX
JTAHHBIX COTPYIHUKOB KOMITAaHUH.

Buenpenue pemenus «OJEKTPOHHBIN apXWB KaJpOBOTO JEJIONPOU3BOJCTBA» TIO3BOJSET B
CUHTAHHBIE CEKYHJbI HaXOIUTh HEOOXOIUMBIN TOKYMEHT, KOHTPOJIUPOBAThH MPABHIBLHOCTE O(QOpMIICHUS
JIel B pEKHME pPEaTbHOIO0 BPEMEHH W IPOBOAHUTH AyIUT KAJAPOBOW JOKYMEHTAIMM B YyIAJCHHBIX
¢wmanax u moxapazneneHusx. Kpome Toro, cucrema obecrieuuBaeT pabOTy C TEKYIIUMH KaJpOBBIMH
JIOKyMEHTaMH, 94TO OOJIeTYaeT MPOLIECC PETUCTPAIlMN KaIpOBOW JOKYMEHTAIlMH, a 32 CUET WHTEeTpaluu
3JIEKTPOHHOT'O apXHBa C CYLIECTBYIOIIMMH KaJPOBBIMU CHCTEMaMH aBTOMAaTH3HpyeTcs padoTa Mo y4yery
u cOopy craructruueckor nHGopManuu. Bee 3T0 B KOMILIEKce MO3BOJISIET MOTHOCTHIO aBTOMATH3HPOBATh
paboTy KaJpOBHKOB, ONTHMHU3UPYS TEM CaAMbBIM JIESTEIBHOCTh Ka/IPOBBIX ITOJIPA3/IEIICHII KOMITAHHH.

Hcnonb3oBaHue 3JIEKTPOHHOTO apxuBa B paloTe Ciry>kObl yIpaBieHus nepcoHanoMm. Kpome
KaJpOBOT0 JOKYMEHTALMOHHOTO y4yeTa B MpOLecce YNpaBlIeHHs MEPCOHATIOM KPYMHBIX MPEANPHUITHN
CO3/IaeTCs MHOXECTBO He()OPMATM30BAHHBIX  JIOKYMEHTOB: TICHXOJIOTMYECKHE  XapaKTEPHUCTHKH
COTPY/JIHUKOB,  y4eOHBIE  MaTepuallbl,  COIIMOJIOTUYECKHUE  ONPOCHL,  pPEe3yabTAaThl  OIECHKH
npodecCHOHANBHBIX KAa4eCTB MEepCcOoHana M JAp. Takue JOOKYMEHTBl TaKKe MOXHO 3arpy3uTb B
3IEKTPOHHOE XPAHUJIHIIE.

CDA no3BossieT GOpMUPOBAThH EAMHBIC MMAKETHI IOKYMEHTOB, CBSI3aHHBIX C 00YYEHHEM, OLICHKOM,
aTTecTauueil nepcoHana aias JOKYMEHTAlMOHHOTO 00OCHOBAHUSI TPUHATHA KaAPOBBIX PEIICHHH.

PykoBonuTensm nenapTaMeHTOB, HAYaJIbHUKAM OT/EJIOB, CIIELUAIMCTaM 10 00yYEHHUIO U APYTHM
YIIOJTHOMOYEHHBIM COTPYIHHKAM HACTPAWBAIOTCS IpaBa JOCTyIa K MOJAOOHBIM JoKyMeHTaM B CDA yis
COBMECTHOM ¢ KaJIpOBOM CITy>KOO¥ paObOTHI IO yIPaBICHUIO ITIEPCOHATIOM.

MaccoBast onuQpoBKa TOKYMEHTOB MPOUUIBIX JIET. [ 3¢ (eKTHBHOTO MCIIONB30BaHUS CUCTEMBI
3JIEKTPOHHOTO apXHWBa HEOOXOJUMO HAIOIHUTH €r0 CKaH-KOMHMSIMH OyMa)KHBIX KaJIpOBBIX TOKYMEHTOB.
MuHHMaTEHO HEOOXOMUMBIA O00bEM JOKyMEHTANHMHM (THUIBI, KOJHMYECTBO, CPOK JaBHOCTH) JUIS
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onn(poBKU Ompeensercss Ha dtamne dKkcnepTu3sl. OH 3aBUCHT OT BHYTPEHHHUX MOTPEOHOCTEH KaapoBOMH
CIIYyKOBI, YaCTOTHl 3allPOCOB CIPABOK, BBIMUCOK W KONHMHA JIOKYMEHTOB M JPYrHX (HaKTOPOB.
OHOBPEMEHHO OMpEIEISeTCs KONMUYECTBO MHIACKCHPYEMBIX IMOJIeH, HEOOXOAUMBIX il 3((EKTHBHOTO
MOWCKa JaHHBIX. TakuMm 00pa3oM, MOKHO ONTHMHU3UPOBATh OOBEMBI, CPOKH M CTOMMOCTH BBIITOJTHEHUS
paboT 1o oIUQPOBKe, a TAKKE ONPEICITUTh OUEPETHOCTh CKAHUPYEMBIX JIOKYMEHTOB U JIEI.

PaGoThl M0 MaccoBOMY CKaHUPOBAHHUIO apXrBa OyMa)XHBIX JJOKYMEHTOB MOTYT BBIMTOJTHSTHCS Ha
MPOM3BOJACTBEHHBIX IUTomagkax Koprmopauun wim Ha TeppuUTOpuM 3aka3uuka. B mocinenHem ciydae
UCTIONIB3YIOTCS MOOMITBHBIE OPUTaJIbl CIICITHATICTOB MO CKAHUPOBAHHUIO.

Bce paboThl BBINONHSET BHICOKOKBATM(DUIUPOBAHHBIA MEPCOHAT MO CHEIUATU3UPOBAHHBIM
TEXHOJIOTHSIM. B 4acTHOCTH, MPUMEHSIOTCSl TEXHOJIOTHH 110 3allIUTe MEPCOHANBHBIX AaHHBIX. Hampumep,
Ha dTalle UHACKCUPOBaHHS M300pakeHUe pa3lieisieTcsa Ha 4acTH U (PparMeHThl C JaHHBIMU OJHOTO THIIA
(dbamunuu, MMeHa, MaCOPTHEIE TaHHBIE WITH JP.) PUXOAAT TSl 00pabOTKH OAHOMY ONepaTopy, JaHHBIE
JpYyroro TUMa — K Apyromy. Takum oOpa3oM, HUKTO HE BHIUT LEIOCTHYIO WHPOPMALMOHHYIO KapTUHY
00pabaTbIBa€MOro JOKyMEHTA.
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Bricokoe kauecTBO pe3ynbTaToB pabOT JOCTHTAeTCs 3a CUET MHOTOCTYNEHYAaTOH CHCTEMBI
KOHTPOJISI KaUYeCTBA U CIELUAIBHBIX TEXHOJOTHA. Hanpumep, npu pydHOM paclio3HaBaHUM JOKYMEHTOB
OTHO W300paKeHHWE TPUXOJUT Ha OOpabOTKy ABYM oOIllepaTopaM, a KOHTPOJHpYIOLIas MIporpamMmMa
CpaBHHMBAET BBEJICHHBICE MU JaHHBIE. B cilydae pacxXoKIeHHs MPaBWIBHOCTh NAaHHBIX TOJTBEPXkKIAET
BBICOKOKBAJTM(HUIIMPOBAHHBINA COTPY/THHK.

B pesynbTaTe MaccoBoii onu(POBKH MMOJIy4aeTCs 3JCKTPOHHBIN HH()OPMALIMOHHBIN pecypc (CKaH-
KOIUM JIOKYMEHTOB U MHJICKCHAs 0a3a), TOTOBBIH K 3arpy3Ke B 3JEKTPOHHOE XPaHIITHUIIIE.

[lepciekTuBbl  pa3BuTHSA  pernieHus. MojaepHH3anus ¥ MacTaOWpOBaHUE — PEIICHUS
OCYIIECTBJISICTCSI C POCTOM IMpeAnpustus, ¢ BeeaeHueMm OOIIero IeHTpa 00pabOTKH KaJpOBOM
JIOKyMEHTaIK (HAIpuUMep, Uil TePPUTOPHUAIIEHO PACHPEEIIEHHBIX M XOJIUHTOBBIX CTPYKTYD), AJIS
XpaHEHUs IOKYMEHTOB JPYTUX CIyxk0 opraHuzanuu (Oyxraiarepus, JOTOBOPHOHM OTHEN, TOApa3ICICHHUS,
obecreunBaroNIe OCHOBHBIC OM3HEC-TIPOIIECCHI U T.1.).

[To 3ampocy 3aka3unka BO3MOXKHA pa3paboTKa aBTOMATU3UPOBAHHKIX crcteM Jiisi HR-nporeccos
nonbopa, aTTecTaluu, 00y4eHUs IepCcoHalia Ha T1aT(opMe IIEKTPOHHOTO apXHBa.

[Ipeumyiecrna:

. [NoBbIenne >3 QeKTUBHOCTH PabOTHI KaAPOBOH CITY>KOBI 32 CYET COKPAIICHUSI BpEMEHH
00paboTKH KaipoBOH HHPOPMAIIUY U CHIKEHHS 00beMa OyMa)KHOTO JOKYMEHTO000pOTA.

o CHmxeHre Harpy3Ku Ha MpouiIbHBIX crieruanuctoB HR-noapasnenenuii.

. BBICTpBIi MOMCK JOKYMEHTOB IT0 JIIOOBIM aTpruOyTaM (TadenbHbii HoMep, PO
COTPYJIHHKA, MOAPa3/Ie/ICHUE, TUIl IOKYyMEHTA, BDEMCHHOH MEePHO] U JPYTHE) H B PEIKUME
MOJIHOTEKCTOBOTO MOVCKA, ((POPMUPOBAHUE U MTEYATh MOJJOOPKHU KaJPOBBIX JJOKYMEHTOB.
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. JonrospeMeHHOE XpaHEHHE 3JIEKTPOHHBIX JJOKYMEHTOB B TE€UEHUE CPOKOB,
IPEayCMOTPEHHBIX 3aKOHOIATEILCTBOM, C aBTOMAaTHUECKUM yBEJOMIIEHHEM OTBETCTBEHHBIX
COTPYAHUKOB 00 UCTEUEHUH CPOKOB XPaHECHHUSI.

. ObecneueHne 3aIIUTHI IEPCOHATBHBIX TAHHBIX 3@ CYET IPOTrPaMMHOTO OTPaHUYCHUS
JOCTyIIa K HUM, HACTPOMKH IIPaB MOJIb30BATEINEH, HCIIONB30BAHNS CIICHUATN3UPOBAHHOIO MOAYJIS
3aIUIICHHON NTEYaTH.

. CHMXeHue pUCKOB MOPYM U YTEPU OPUTMHAJIIOB KaIPOBBIX JOKYMEHTOB.

. CokpaliieHue 3aTpar Ha COAEp)KaHUEe apXuBa OyMa)KHOH KaaIpoBOH TOKYMEHTALMH.

Peanusosannvie npoexmul.

CucremMa aBTOMATH3alMH JIeSITeILHOCTH apxXuBoB YesiOnHCKOI 001acTH

I'Y «OO0benuHeHHBIH TOCyAapcTBeHHBINH apxuB YensOunckoit obmactu» (OIAYO) — camoe
KPYITHOE yUpeXIeHHE apXUBHOM CIIy>KOBI peTHOHA, B KOTOPOM XPaHUTCS Ooiiee 2 MIIH A€, B TOM 4HCIe
0c000 neHHbIx. B ctpykrypy OI'AYO Bxomsat 10 oTAenoB 1 6 CEKTOPOB, COXPAHHOCTh M MCIIOJIb30BaHUE
JOKyMeHTOB oOecreunBatoT 120 cOTpyJHUKOB.

[IpaButenscTBOM YensOwHCKONH oOnmactm OblTa TIOCTaBIeHA 3ajada — OOECHEeYUTh
MIpeIOCTaBIIeHHE B KpaTdallne CpOKH HeoOXOomuMoW apxuBHOUW mH(popMmaruu s rnepexoma OI'B Ha
OKa3aHHE TOCYAApPCTBEHHBIX YCIYr B JJEKTPOHHOM BHAC. DTO TO3BOJIWIO BO300OHOBUTH pPabOTHI IO
co3gannto ExnHo# nHGOPMAITMOHHO-TTOMCKOBOM CHCTEMBI apXUBOB UenssOMHCKo# o0macTy.

TpeboBaioch 0b6eceUnTh:

a) BO3MOXKHOCTh yjaajeHHON moxauu oOpamieans B OTAYO u KOHTpOJS HAJg XOIOM H
pe3yibTaTaMy €ro MUCIOMHEHUS Uil 00paboTKH COLUaIbHO-TIPaBoOBLIX 3ampocoB YIIDP, opranmzanuii u
rpaXkJaaH;

0) BO3MOXXHOCTH YyIAJICHHOW pabOThl C JIOKYMEHTAaMH M3 COCTaBa (pOHAA MOJh30BaHHUS Ha
3JEKTPOHHBIX HOCUTEIISIX /TS 3apEeTrUCTPUPOBAHHBIX [T0JIb30BaTENIeH YUTAIBHOTO 3aJ1a apXHUBa,

B) TIOTIOJIHEHHE CYIIECTBYIOUIEH WH(POPMANMOHHO-TIONCKOBONH 0a3pl apxuBa ©  (QoHAA
MOJIb30BAHUS HA 3JIEKTPOHHBIX HOCUTEIISIX 3JIEKTPOHHBIMHU KOIMSIMU TOKYMEHTOB apXUBa.

st pemenus 3Tux 3aaa4 Obuio pemeHo npoectd ooHoBienne AC APXUB ¢ nobasnenuem u
JIOpa0OTKOM THUIIOBBIX MOJYJICH U peayin3anuei web-cepBrCoB.

Pemenue. Ha nepsom stane B pamkax I'K NeO1.K ot 11.07.2011 Opna ycnemiHo peuieHa 3agada
OMEepaTUBHONH OTPaOOTKM CONMANBHO-TIPABOBBIX 3ampocoB. Kpome Toro, ObUT paciiupeH CHHCOK
TEMAaTUYeCKUX Pa3JeNIOB 3JIEKTPOHHOTO XpaHWJIMINA M J00aBJICHB HOBBIC IOJS B CTPYKTYpy 0a3bl
JAHHBIX JUIA MHAEKCAIMU TOKYMEHTOB JOPEBOIIOLMOHHOTO TIEPHO/a.

B Hacrosmmii MOMEHT mpomO/DKaloTCs paboThl MO  PACIIMPEHHUIO  (DYHKIHMOHAIBHBIX
Bo3MoskHOCTeH cucteMbl AVIC APXHB st o6cmykuBaHus yIoaJleHHBIX MOIb30Bareseil. Bropbm atanom
3araHupoBaHo cosfganue B 2012 romy WHTepHET-OpTana apXuBHOW CITy>KOBI OOJIACTH W 3aBEpIICHHE
TEKyIMX padoT Mo OOHOBJIEHUIO CYIIECTBYIOIIMX M BKJIIOUEHHIO B COCTAB CHUCTEMBI JOMOJHUTEIBHBIX
Mojyseid. CorfiacHO MpeabsBICHHBIM TPEOOBAHUSIM, TEXHOIOTHYECKAsT apXUTEKTypa CUCTEMBI MTO3BOJIUT
00ecreYnTh COBMECTUMOCTh ¢ MHPOPMAITMOHHBIMUA CUCTEMaMH TOCYJapCTBEHHOTO CEKTOPa M Pa3IMIHBIX
BEJOMCTB 3a CUET HUCIIOJIb30BAHUS OTKPBITHIX CTaHAAPTOB B3aUMOJICHCTBUSI.

PesynbpraTel. KoMiieke pean3yeMbix MEPOIPUSTHI TO3BOIUT:

1. ObecrieunTh rpaKAaHaM W OPTaHM3ALMSAM BO3MOXKHOCTh B IOJIHOM MEpe pean30BaTh
CBOM TIpaBa Ha MoJIydeHne HH(opMalmuy, coaepxamieiics B apxuBHbIX JokymeHTax OI'AYO.

2. [loBbIcUTE APPEKTHUBHOCT IEATEILHOCTH ApPXHBA M0 YNPABICHUIO U MPEIOCTABICHUIO
Joctyna K GonmamM B OyMaKHOM | SJIEKTPOHHOM BHJIE.

3. [ToBbICHTE ONIEPAaTUBHOCTH 0OPAOOTKH MOCTYMAOIINX COUATBLHO-TIPABOBBIX 3aIIPOCOB.

4. CHM3UTh HArpy3Ky Ha COTPYOHHMKOB 3a CUET aBTOMATH3allMM THIIOBBIX APXUBHBIX
IPOLENYD.

Taxoxe peanm3oBaHbl MPOeKTH B opranax 3AIC.

JuaexkTponnsblii apxuB 3AI'C KanuHuHrpagckoii odnactu

3AI'C (ArenrctBo) KanumHuHTpajckoil o00macTH SBISETCS HCIIOTHUTEIBHBIM  OPTaHOM
FOCY}IapCTBeHHOﬁ BJIaCTH, OCYHICCTBIIAIOIINM (1)YHKI_II/II/I opraHnnu3anuu ACATCIIBHOCTHU 10
TOCY/IapCTBCHHON PETUCTPAIIMM aKTOB TPAXKIAHCKOTO COCTOSHUS Ha TeppuTopuu KanwmHWHTpaackon
obnactH, crenuanbHble (YHKIUM B YCTAHOBIICGHHOW cQepe MACATEIBHOCTH U KOOPIUHHUPYHOIIAM
nesarenbHOCTh 25 otaenoB 3AI'C ropoga KanuauHTpan 1 MyHHUITUIAIBHBIX 00pa30BaHUil 00IaCTH.

C momenTa obpaszoBanus Kamuaunrpanckoit oomactu (KO) B 1946 roay apxussl opranoB 3AI'C
Hakonmin Oosiee 9000 akTOBBIX KHUT, MPU 3TOM B YYETHYHO CHCTEMY BHECEHBI CBEJCHHsS 00 akTax
TPaKIAHCKOTO COCTOSTHHS HauWHas ¢ MoMeHTa e€ BHeapeHnus — B 2004 romy. 3amucu ¢ 1946 mo 2003
roJbI (OKOJIO 2 MITH. 3alACeH) TIPEICTaBICHBI TOJIBKO B OyMaKHOM BHJIC.
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C 1enpio aBTOMAaTH3allMd OCHOBHOM NeATeTbHOCTH AreHTCTBa B oTaenoB 3AI'C, mepexoma Ha oka3aHHUE
TOCY/IapCTBEHHBIX yCIYT B DIIEKTPOHHOM BHJE, a TaK)Ke JISl MOBBIIICHUS COXPAaHHOCTH JOKYMEHTOB Ha
OymaxHbIXx HocUTensX, [IpaButrenbcTBoM KamuHUHrpaackoil o0JiacTH OBUIO MPUHATO pEIIeHUE 00
onu(pOBKE JOKYMEHTAILHOTO ()OHJIA MO PETUCTPAIMH aKTOB TPAKJAHCKOTO COCTOSIHUS M CO3JIaHUIO
SIIMHOM ITONCKOBO-CIIPABOTHON CHCTEMBI «ANeKTpoHHBIN apxuB 3AI Cy» KarmHuHTpaackoi obmacTy.

Pemenne. Ha nmepBom atame B 3AI'C (Arentcrse) KammauHrpaackoit o6macti ObIT pa3BepHYT
MPOrpaMMHBIA  KOMIUIEKC B BHJE MakKeTa CHUCTEeMbl M C(HOPMHUPOBAH TECTOBBIA 3JICKTPOHHBIN
nH(pOpPMAIMOHHBIH pecypc B obveme 20 Teic. 3ammceii. B kaxnom ormene 3AI'C KO mactpoeno
KITMEHTCKOE TPUJIOKEHHE ISl YJAIEHHOTO JOCTYTA K JIIEKTPOHHOMY apXHBY.

Jis  opraHu3anMu  3JIEKTPOHHOTO apxuBa OBUIO pelIeHO wucmosib3oBaTh ECM-cuctemy
CAIIEPHUOH. CAIIEPUOH otHocutcs x cucremam kiacca ECM, nmpenHa3HaueHHBIM U1 OpTaHU3aluu
W YNpaBICHUSA JJIEKTPOHHBIMH pecypcamMu 00O CIOKHOCTH, M OO0NagaeT HaOOpOM BCTPOEHHBIX
(hyHKITMOHATBHBIX BO3MOXKHOCTEH, HEOOXOIUMBIX Il opraHu3armu DA 3ATC:

1. XpaHEHUE IOKYMEHTOB B BHJIE 3aKOJIUPOBAHHOTO MeTadaiiia, He JOIyCKaroIIero
(hparMeHTapHOT0 KOMUPOBAHHS U HEPETIIAMEHTHPOBAHHOTO MPOCMOTPa HH(POPMAIIHH;

2. pasrpaHUveHre TOCTyIa K XpaHUMBIM JOKYMEHTaM Ha YPOBHE TPYIII, poJiei
MOJIB30BaTENEN U OTIEIbHBIX M0JIb30BaTENEN;

3. OTIEpaTUBHBIN TIOMUCK XPAHSIINXCS B CHCTEME JJOKYMEHTOB, C BO3MOXKHOCTHIO
(hopMUPOBaHUS POU3BOIBHBIX MOAOOPOK CBENEHUH 00 aKTOBBIX 3AIHCSIX WM AIIEKTPOHHBIX KON
JOKYMCHTOB 110 KJIFOUCBBIM IMapaMETpaM;

4, BO3MOKHOCTDb MHTCTpallvi JJIs1 AOCTYIIa K 3JICKTPOHHBIM KOIMUAM aKTOBBIX 3anucen
HETNOCPEICTBEHHO U3 MHTepdelica yIeTHOM CUCTEMBI;
5. MPsIMOE YIIPABJICHUE CKAHUPYIONUM 000PYI0BaHUEM JIJIsl aBTOMATHUECKOTO HATIOJTHEHMYSI

XpaHWJInIa 3JICKTPOHHBIMHA KOIMUAMHU JOKYMCEHTOB, IOCTYIIAIONIUMHU C YHAaCTKOB OHI/I(prBKI/I;
MOJJIep)KKa BEPCHOHHOCTH, KOTJa TIPH HW3MEHCHWH JOKyMEHTa WM JaHHBIX OHH HeE
NePE3aIUChIBAIOTCS,  COXPAHICTCS UX OYePEIHAs BEPCHSL.

eHTD E131%

InexTposnsii apxne JAIC
Corpyammcn JNAP: o WnPopuasoHus
SAIRIR ocype otaena 3AIC )
RECTION o Bxoawod xosTpons ?.psyirv- o::o paoma \.-l\ /
pernament pabor | o Pacusera ‘ = S )
= o Crasuposamte pacwmux s tom -
__‘ M CIMTMX ZOXYMONTOR ‘.’
o Obpaborea ofpazce » .
'\)’\\ BLXOANON KONTPONL
Npotoxonwposanne | © MNpoeepra Jarazwmwom m
BCeX ASACTRNA o Mepenner m sodepar &‘ . o Maccus 2necTPOMMSIX
B oTaen JAIC ’ OBPAION A HOCHTENAX
Orgenw JAIC:
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AXTOBX Kmr
o CoCTannewme peectpa 25 Otgencs 3ATCr. KanuHMKIpaga  MyHHuMnanshsix obpasosanmin KO

o Nepegavano ary
OTRETCTREMNOMY
cotpyny INAP

Ha Bropoii asTame B COOTBETCTBMM C ILeNeBOW mporpammoil «Pas3Butne uH(pOpMALMOHHOTO
obmectBa B Kanuuunrpagckoit obmactu Ha 2011-2014 rogsr», 6buto pemeno B 2012 romy mpoBecTH
CKaHMPOBaHHE BCEro o0beMa akTOBBIX 3amucei 3a 1946-2003 rompl ¥ MPOUHIACKCUPOBaThH (CO34aTh
3JIEKTPOHHBIE KAPTOUKK) TeCTOBBINA MaccuB oTaena 3AI'C I'ypbeBCKOro MyHHIMTIATBHOTO paiioHa.

st mogoOHBIX 3amuceil ObUIO pemieHo BOCHOIb30BaThesi BCTpoeHHBIM B cuctemy CAITEPMOH
MEXaHU3MOM BEPCHOHHOCTH, KOIJa OJJHOI aKTOBOM 3alllCH CTaBUTCS B COOTBETCTBHUE HECKOJIBKO BEpCUil
YYETHOM KapTOYKH, C BO3MOXHOCTh IOHMCKa IO KaXJO0W W3 HUX OJHOBpEeMEHHO. IlomydeHHBIN
WHQOPMALMOHHBI  pecypc, COCTOSIIMH W3 DJIEKTPOHHBIX 00pa3oB JOKYMEHTOB H  CTPOTO
COOTBETCTBYIOIIMX MM YYETHBIX KapTO4€K, 3arpy’keH B MAaKeT IIOMCKOBO-CIPAaBOYHOM CHCTEMBI
«Onexrponubiit apxuB 3AI'Cy KanmuHuHTpamckoi 061acTy.
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Ha rtperbem orame, B 2013 romy, Hadamace pabora 1m0 (POPMHUPOBAHUIO EHWMHOTO
nHpopmarmonHoro pecypca 3AI'C (ArentcrBa) Kammuunrpanckoit obmactu. Ilocie Toro xak eauHbIi
pecypc 3AI'C KO 6ynet chopMupoBaH U 3arpykeH B cHcTeMy, «DneKTpoHHbI apxuB 3AI'C» KO Oynet
MepeBeIcH B CTAJMI0O MPOMBINUICHHON SKCIUTyaTallid, U CMOKET B TOJIHOW Mepe pealin30BaTh CBOE
npennasHadeHue. Kpome Toro, B paMkax TpeThEro 3Tala IJIAHUPYETCS IPOBECTU HHTErPALHIO
OnekrporHoro apxuBa ¢ MANC 3AI'C Bo Bcex TepputopuanbHbix otaenax 3AI'C KO mns Gonpirero
yoOCTBa UCTIONB30BaHMS U COKpAIICHHUs BpEMEHH Ha MOKMCK TpeOyeMoi nHpopMaLny.

Pesynpratel. Kanunuarpaackas o0nacts craja HEpBbIM PETMOHOM, PEaIM30BABIINM MPOEKT IO
MEPeBOAy B DJIEKTPOHHBIN BUA BCEro BOCTPeOOBaHHOTO (OHIAA 3aluceil 00 aKTax T'pa)XITaHCKOTO
COCTOSIHUSL.

Ob6nacte ye TONyYWsia B OJIEKTPOHHOM BHAE OJWMH M3 Hambojee CONHMANIBbHO 3HAYMMBIX
JIOKYMEHTHBIX pecypcoB, a K koHmy 2013 roma, Omaromaps H3BICUEHHIO 3HAYMMBIX CBEICHHUA U
HAIOJIHEHHIO CHUCTEMBl DJIEKTPOHHOIO apXHWBa, CMOXKET OOECHeYlTb WOJIHOLCHHBIA Mepexod Ha
npenoctasnenue ycayr 3AI'C B aeKTpoHHOM BHJE M MHTErprpoBaTh opranbl 3AI'C B nHppacTpyKTypy
MEKBEZOMCTBEHHOT'O 3JICKTPOHHOI'O B3aMMOJIEHCTBUSI.

Takum o6pazom, cozmanue DnekrponHoro apxuBa 3AI'C KanmnHuHTpaackol 001acTH TO3BOHIIO:

1. co3laTh eAuHOoe HMH()OPMAIMOHHOE TPOCTPAaHCTBA JJs  BBOJAA, XpAaHCHUS H
UCIIOJIb30BaHMS 3JICKTPOHHBIX JOKYMEHTOB U CBEACHMII 00 akTax TIpaXIaHCKOTO COCTOSHUS
Kanmuauarpanckoit obmactu;

2. COKpaTHTh CPOKH TPEIOCTABICHUS YCIYyT B cdepe rocynapcTBerHoi perucrpamun AI'C
U OTpa0OTKM MEXKBEIOMCTBCHHBIX 3allpOCOB 3a CHYET TIepeBOfia B DICKTPOHHBIA BHUJ BCETO
BOCTpeOOBaHHOIO (OHIA AKTOBBIX 3amuceil M oOecredyeHus ONEPaTHBHOIO PErIaMEHTHPOBAHHOTO
JIOCTYTla COTPYOHUKOB TEPPUTOPHAIBHBIX OTAenoB u  ArentctBa 3AIC  k  momydyeHHOMY
UH(POPMAITMOHHOMY PECYpCy;

3. o0ecrneynTh CUCTEMAaTU3alHI0 U JOJITOBPEMEHHOE XPaHEHUE SJIEKTPOHHBIX JOKYMEHTOB
U JaHHBIX;
4. MUHHMHU3UPOBATh YHCIO 3allPOCOB K OyMa)KHOMY apXHBY U CHH3HTh TakUM 0Opa3zoM

PUCKM TIOpYM UM yTpaThl OyMaXHBIX JOKYMEHTOB, 3a CHET UCIOJb30BaHUS U OOpalleHus
NPEUMYIIECTBEHHO K JJIEKTPOHHBIM 00pa3aM aKTOBBIX 3aITUCEH;

5. MIOBBICUTh YPOBEHb KOHTPOJII M ayJuTa KakK BHYTPEHHEM JE€ATEIbHOCTH, TaK U
IIPENOCTABIIEHUS FOCYAAPCTBEHHBIX YCIYT U MEXKBEIOMCTBEHHOTO B3aUMOJICHCTBHS, © MUHUMHW3UPOBATH,
TaKkuM 00pa3oM, PUCKH HEHCIIOIHEHUS 3aIIPOCOB I'PaskAaH M OpraHU3alMid B yCTaHOBJICHHBIE CPOKH.

Enunas uMHQOPMAUMOHHO-TIOMCKOBAsi CHCTEMa TOCYAAPCTBEHHBIX W MYHMIMNAJBHBIX
apxuBoB fImasno-Henenkoro aBTonomHoro okpyra (IHAO)

Pa3Butne nH(DOpPMAIIMOHHOTO O0IIECTBA U TIEPEX0]] Ha MPEAOCTABICHUE TOCYIAPCTBEHHBIX YCIYT
B OJICKTPOHHOM BHJE TOTPeOOBAIM BKIIOYEHUS apXUBHBIX YUPESKACHUH B HHQPACTPYKTYPY
PETHOHAIBHBIX JIEKTPOHHBIX MPaBUTENLCTB. HapaBHe ¢ rocyaapCTBEeHHBIMH apXWUBaMH, 00JIaIaroliMU
OOJBIIMMH MacCCHUBaMH HCTOPUYECKUX, COIMAIBHO 3HAYMMBIX JIOKYMEHTOB M JOKYMEHTOB IO JIMYHOMY
cocTaBy, 0co0O€ BHHMAaHHE YJIENAETCSd MYHHIWIAIbHBIM apXWBaM, XpaHSAIIMM B CBOMX (oHIAX
JIOKYMEHTBI TI0O OCHOBHOH JESTETbHOCTH OpPraHOB MYHHIIMIIAJBHOW BIIACTH, CYIEOHBIX OpPraHOB,
OOIIECTBEHHBIX OpraHU3alMi, MPOMBIIICHHBIX, CEJIbCKOXO3SHCTBEHHBIX M MHBIX MPEINpPUSTHHA, B TOM
yuciie BOCTpeOOBaHHbBIE TPABOYCTAHABINBAIOLINE TOKYMEHTHI MyHHULUIIATUTETOB.

Ceronnst HanbOosiee d(QEKTHBHBIM TOAXOJOM K aBTOMATH3allMU SIBJSIETCS CO3/IaHUE E€JIMHOM,
LEHTPAJIM30BaHHOM CHCTEMBI YIIPAaBJICHUS AapXWBHOW JAEATEIIFHOCTHIO HA YpOBHE cyObekra PO.
VkazaHHas cucTemMa JOJDKHa o00dagaTb BCeM HEOOXOAMMBIM (PYHKIMOHAJIOM IO aBTOMAaTH3aLUU
apXUBHOM JESATETFHOCTH M BO3MOXKHOCTHIO THOKOW HACTPOWKH IS PEIICHHS WHAWBHUIYaTbHBIX 33134
Ka)KIO0T0 apXUBHOTO yUPEKACHHUS.

Hns  moBbiieHus: 3¢ QEKTUBHOCTH TPOLECCOB OCHOBHBIX HANpaBlICHUH JESTEIBHOCTU
TOCY/IapCTBEHHBIX U MYHHUIIUITAIFHBIX aPXUBOB, a TAK)Ke MEPEX0/ia Ha MPEAOCTaBICHUE aPXUBHBIX yCIyT
B DJIGKTPOHHOM BwHje, l[lpaButenbctBoMm fmano-Henenkoro aBTOHOMHOTO OKpyra OBUIO TPHHSITO
pelieHne o Co3MaHuu eAnHOM nHpopMarmonHo-monckoBoli cuctemsl (EUIIC), oObenuHstomeii B cBoeM
koHType Cmyxk0y mo naenmam apxuBoB, [ocymapcrBeHHblii apxuB ([CA) u apXWBBI MYHUITUNAIBHBIX
obpazoBanmii IHAO.

Pewenne

1.Ha nepBoM 3Tame mocTpoeHHsl eIuHOW cucTeMbl ¢ nomoulsto Monayneil AUC OJIAP-Apxus
OBUTH aBTOMATH3UPOBAHKI ITepBooUepeanbie pyuakmum CiykObI 10 JemaM apxuBoB U ['ocyaapcTBEHHOTO
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apxuBa SHAO 1o ympaBiIeHUIO apXWUBHOH ACATCIBHOCTHIO, Y4IeTY (OHIOB U OOCIYKHUBaHHUIO
MOJIF30BATENICH B UNTATBHBIX 3aJ1aX.

st BBIBEZCHUSI CHCTEMBI B CTaJMIO OMBITHOW AKCIUTyaTalMd B HEE OBUIM HMIIOPTHPOBAHBI
y4eTHO-apXuBHbIC JaHHbIe U3 Beaymielics B A AHAO obGmeorpacneBoii B/l «ApxuBHbli GoHm», a
TaKXKe 3arpykeH IepBoodepeqHod WHMOOPMAIMOHHBI pecypc B coctaBe 340 apXWBHBIX eI,
npenoctaBieHHbIi Ciry>k00ii 10 ie1aM apXHBOB.

2. B 2012 romy moncucrema ['ocymapctBenHoro apxuBa JHAO Obuia momonHeHa MOIyJeM
aBTOMATH3allMK y4eTa MpHeMa W HCIIONHEHUS 3ampocoB u Mmoxyiem B3ammopeiicteus EUIIC ¢ TIK
«ApxuBHBII (HOHA», PEATU3YIOIMINM [BYXCTOPOHHHU OOMeH wHbopMmammed mo pyOpukam, (oHmam,
OTIHCSIM U JIeTIaM.

brina BemonHeHa konBeprtanus u 3arpy3ka B EMIIC Bcex temarnueckux b/, Benymmxcsa B ['A
SIHAO. [NapamiensHo ObIIH POBEIEHBI PAOOTHI IO CO3IAHUIO AIEKTPOHHOTO (DOH/IA TTOITBF30BAHUS ITyTEM
ounpoBkU AoNoIHUTENBHO 20 apxuBHBIX omuced u Oosee 1000 apxuBHBIX aen 3a nepuof ¢ 1887 mo
2000 rozasl, Brarodast 166 0co00 LEHHBIX OE.

OTnenpHBIM 3JIEMEHTOM, OOECTIEUMBAIONINM MPEIOCTaBICHHE APXHUBHBIX YCIYT B 3IEKTPOHHOM
BHUJlE, cTana noacucrema «MHTepHer-nopran». BknrodyeHHBI B €€ COCTaB MOAYJb «BuUpTyanbHBIHA
YUTAIBLHBIN 3a51%» MpeAOCTAaBIIACT IMMOJB30BATCIIAIM BO3MOXHOCTHU IMOKWCKA MO aBTOMATU3UPOBAHHOMY HCA
apXWBOB M COCTaBIICHHs TPeOOBaHMIA HA TOCTYI K apXHBHBIM JIOKYMEHTaM MOCPEICTBOM ceTH MHTEepHeT.

. o AT g AUC
! \ Vv a - ‘ ! g ’
Crpykrypa EMIIC AHAO ANAP-ApXuB
Cnyx6ano genamapxmeos mfﬁ“"‘:“'{‘;”"‘:?ﬁ'\"‘" o
RHAO : MOARYAS "ONe:-} (.'J;"L'."-:c(-al AOKYMENTALUMRS

o« Moayns «O6veammenmsn HCA»

Noacucrema « Murepuer-noprans
O+ MOAYAS EBupTYAANMHMR UNTEARMMA 3AAR
O~ MOZYND CHIMTEDNET-NPUMEMMARS

[OCYAAPCTBEHHBIN APXHUB NoAcucrema FocyAapcToENNOro 3pXnea
O+ MOZYAN XDANEWMA, BEOAS MHSODMAUMK W JOCTYNS
YNICTOR OUMEDORRM K MHSOPAILUNOHMHOMY PECYPCY
B 3 nasenioms O+ MORYAS ARMUHMCTRMPOBIMMA W JFAHTH
c Cranece MNP O« MOQYNS IRTOMITHIILUNN SOATEALMOCTH WHTANLMOCO

ana

O« MOAYND BIAMMOALHCTEMA C BHOWMMMM CHCTEMAMM

NoacweTema « Mynuyumnassseit apxme»

O~ MOZYAM XPINENMA, BROSA MHSOPMIUMK M J0CTYNS K
HHSODMIUMOMMOMY DECYPCY

O« MOZYAL SAMMMUCTRVDOBI MR M 3L TS

7 MYHHUUMNANBHBIX APXUBOS

LYSacTHOs oundo0opnn
L ) e lase Araret hian
™ Y ’ O+« MORYAS SRTOMITHIAUNM YUETA NDUEMD 1

namein ANAP
c MENOAMENMA 3ANPOCOR

O+ MOAYAS ABTOMATHIALLIM ACATEASHOCTI WHTINDMOIO
ana

O« MOAYAS BIdnmoseRcTava ¢ NK sApxuammi $omar

3. OnnoBpemenso ¢ 3tuM B 2012 roay JlenapraMeHT WHQOPMAIMOHHBIX TEXHOJIOTHH M CBSI3U
STHAO npuctynuin K pealu3aluy IpoeKTa M0 aBTOMAaTH3allMd MYHUIIUIAIBHBIX apXUBOB U MOATOTOBKU
ux K BriaoueHnto B EMIIC Cnyx0bl Mo JeiaM apXHMBOB B COOTBETCTBUM C MEPOIPHUATHIMH LEIEBON
nporpaMmbl «Pa3Butre nH(POPMAIMOHHOTO 0o0IIecTBa U (HOPMUPOBAHUE DIIEKTPOHHOTO TPABUTEIHCTBA
SIHAO na 2011-2013 roxem».

C uesnblo UCKITIOUEHHMS 3aTPaT, CBSI3AHHBIX C J0paO0TKON Pa3IMyaroInXcs aBTOMaTH3UPOBAaHHBIX
CHCTEM, a TaKke 00ecreueHHs B MOCIeyoneM oaHo3HauHol copMecTuMocti ¢ EUTIC, Obuto npuHsTO
perieHne pa3padoTaTh THIIOBYIO MOACHCTEMY «MYHHIIMITATBHBIN apxuB» Ha ocHOBe Moxyieid ANC
OJIAP-ApxuB. B cooTBeTCTBHM C rOCYJapCTBEHHBIM KOHTPAakTOM, pa3paOoTaHHas MoJcHcTeMa Oblia
YCTAHOBJICHA B 7-MU MYHHULIUIIAIIBHBIX apXUBaX U apXUBHBIX OTHeNax MyHulunanuteros SIHAO.

Kaxaplif MyHHIMNANBHBIN apXWB TIOJYYHI CBOIO, aBTOHOMHYIO HH()OPMAIOHHYIO CHCTEMY,
MO3BOJIMBIIYIO CO3/AaBaTh U yNpaBIATh aBToMaTu3npoBaHHbIM HCA 1o nokymeHTaM apXuBa, BECTH yueT
MOCTYIJIEHUS 3allpOCOB MOJB30BATENEH U UCIIOIHATh UX B JJIEKTPOHHOM BUJE, MOMOIHATH 3JIEKTPOHHBIN
¢GoHI mMONB30BaHMS W HCIONB30BaTh JOKYMEHTHI M3 €ro COCTaBa, B TOM YHCIIC pPEaln30BaTh
o0cCITy>)KMBaHHE TOJIb30BaTEIeH B UNTATIHHOM 3ajie.
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IIpeumymectBa. IIpuMeHEHHEe KOHLENIWM LEHTPAIU30BAHHON aBTOMAaTH3allMd apXWUBHBIX
yapexieHni cyobekta PO ¢ cmonp30BaHrEM THIIOBBIX MOIYJIEH CHEHaIN3UPOBAHHOTO TPOrPaMMHOTO
npoaykra AUUC DJIAP-ApxuB no3BOJSET MONYYUTh Pl 3HAYUMBIX IPEUMYIIECTB:

a) MOBBICUTH 3(P(EKTUBHOCTD JesTenbHOCTH CIIy>KOBI MO JlesiaM apXHBOB, | 0CylapCTBEHHBIX U
MYHUIMIIUIBHBIX ~ apXUBOB PErHMOHa IO  YJOBJIETBOPEHHWIO IOTPEOHOCTEH  IoNb30BaTesiel B
PETPOCHEKTUBHONW apXWBHOM HHGOpPMAaLUK, B TOM YHCJIE IOCPEACTBOM ABTOMATH3AaLUU PYTHHHBIX
MIPOLIECCOB U MPOLEAYP ApXUBHOM 1E€ATEIBHOCTH;

0) MOBBICUTH KaueCTBO INPENOCTABIACMBIX YUPEKICHUSIMH apXWBHOW CIyXObl YCIyr 3a cHer
CO3JAaHMA W HAMOJHEHUSA aBTOMATH3MPOBAHHOTO HAy4YHO-CIPAaBOYHOTO ammapara IO JOKyMEHTaM
apXHMBOB, COKpAalleHWS CPOKOB MWCIOJHEHHUs OOpamieHuid TpakJaH W OpraHu3alui, a Takke
MIPEIOCTABICHMSI TpaKJJaHaM BO3MOYKHOCTH JIOCTYNA K TOCYAapCTBEHHBIM M MYHHMIUIAJIBHBIM yCIIyraM
yepes ceTh HTepHET;

B) 00ecleunTh BO3MOXKHOCTh LEHTPATU30BaHHOTO Pa3BUTHA U MOACPHHU3ALUHN CUCTEMBI NpPU
M3MEHEHUH HOPMAaTUBHOTO PETYIUPOBAHUS 1E€ATENbHOCTH;

T') TOBBICUTH 3((HEKTUBHOCTh PabOTHI DKCHEPTHO-IPOBEPOYHONH KOMHCCHU H TPEJOCTABUTH
BO3MOJKHOCTb ~aBTOMAaTHU3UPOBAaHO, B PEKHUME pEAIBHOTO BPEMEHH OTCICKHBATh IOKa3aTeln
JEeSTeIbHOCTH apXMBOB U (OPMHUPOBATH OTUYETHO-CTATUCTUYECKYIO JOKYMEHTAIMIO B Pa3IHYHBIX
paspesax;

) o0ecreynTh COXPaHHOCTh OCO00 IIEHHBIX, YHHKAIBHBIX W Hambollee BOCTPEOOBAaHHBIX
JOKYMEHTOB 3a CUET U3BATHS UX U3 000pOTa U CO3AaHUs ANEKTPOHHOTO (POH/IA MOTB30BAHUS.

Pesynprarel. Ycmemnas peanusanusi npoektoB CiyxObl 1Mo Jenam apxuBoB u [lemapramenra
WH(POPMAITMOHHBIX TexXHOJOorHi 1 cBsizu AHAO no3sommia:

B monmHOH Mepe aBTOMAaTH3MpPOBATH NPOILECCH apXWBHOU AedrenbHOcTH CiykObl TO jAenam
apxuBoB u [ocymapctBenHoro apxusa SIHAOQO, obecnieunTh NpPEAOCTAaBICHHE APXUBHBIX YCIYT B
JIEKTPOHHOM BHJIE KaK B 4aCTH HCIIOJIHEHUS 3aIPOCOB MOJB30BATENEH, TaK U B YAaCTH NMPENOCTABICHUS
Joctyna K oHmam 1 00CIyKMBaHU M10JIb30BATENEH TOCPEICTBOM BUPTYAJIBHOIO YNTAJIBHOTO 3aja.

B mnonHoit Mepe aBTOMaTHM3uMpoBaTh 7 MyHUIMNAIbHBIX apxuBoB SHAO c npumeHeHnem
TUNOBBIX Mopayieil mporpammuoro mnpoaykta AMC OJIAP-ApxuB, B TOM 4HCIe pealn30BaTh
(YHKLIMOHAII UCTIOJIHEHHUS 3aIPOCOB U OOCITYKMBaHUS M10JIb30BATENEH B YUUTATBHOM 3aJIe.

Hanonaute aBTomarmsupoBanHeii HCA w® co3gaTe BJIEKTPOHHBIA  (OHA  TMMOJIL30BAHUS
locymapctBeHHOro M MyHHIMNanbHBIX apxuBoB JHAO, a Taxke o0ecneuuTh €ro COTPYIHUKOB
NPOTrpaMMHBIMHU U TEXHUYECKHMH CPEIICTBAMU JUISI CAMOCTOSITENIbHOM olMpOBKU (HOHAOB.
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