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Pa6ouas nmporpamma cocrapiena Ha ocHoBe ®T'OC BO - GakanaBpuar 110 HaIpaBICHHIO
noarotosku 46.03.02 JloxyMeHTOBEICHNE i apXUBOBeieHue (Iprka3 Muro6GpHayku Poccun ot
29.10.2020 1. Ne 1343)
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JIner akryaqm3zanuu padodeil mporpamMMsl

PaGouas mporpamma nepecMoTpeHa, o0CcyxieHa 1 ooopenHa uist peanmu3armu B 2023 - 2024
yueOHOM roy Ha 3aceqanuu kageapsl Ilenarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[Iporokom or 20 . Ne

3aB. kadenpoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00CcykieHa u ogo0pena uist peanmsarmu B 2024 - 2025
yueOHOM rony Ha 3aceqannu Kadeapsl Ilemarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[Iporokom oT 20 1. Ne

3aB. kadenpoit C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, 00CykieHa u oo0pena uist peanm3armu B 2025 - 2026
y4eOHOM To/ly Ha 3acenanuu kadeapsl [lemarornyeckoro 00pa3oBaHUs M TOKYMEHTOBEACHHSI

[IpoTokomor 20 . Ne

3aB. kadenpoit C.C. Benmkanosa

Pabouas mporpamma nepecMoTpeHa, 00CykieHa 1 ojo0peHa it peanm3armu B 2026 - 2027
yueOHOM rony Ha 3aceqannu kadeapsl [legaroruueckoro 0Opa3oBaHUs M JOKYMEHTOBEICHHS

[IpoTtokonm oT 20 1. Ne

3aB. kadenpoit C.C. BenukanoBa

Paboyas nmporpamma nepecMoTpeHa, 00CyxieHa 1 o100peHa s peanusarmu B 2027 - 2028
y4eOHOM roay Ha 3acenanuu kadeapel Ilemarorunyeckoro o6pa3oBaHus U JOKYMEHTOBEICHUS

[Ipotokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 eyt 0CBOEHUSI AUCHUILITAHBI (MOTYJI51)

Lenstmu ocBOEHUS IUCHUIUIMHBI (MOYJIs1) « APXUBBI 10 TUYHOMY COCTaBY» SIBJISIOTCS:

paccMOTpeHHEe  BONPOCOB  OGOPMIICHHS  OPraHMU3alMOHHO - KaJ[pOBOH,
paclopsaUTeNbHON, WH-(QOPMAIMOHHO-CIIPABOYHON JOKYMEHTAllMd W JOKYMEHTAIMH I10
JUYHOMY COCTaBY B TECHOM CBSI3H C M3JI0)KCHUEM PEKOMEH IAIMH 10 TePeX0 1y paboThl KaJpOBIX
CIIy’)K0 OT TPaJWIIMOHHBIX (DOPM K COBPEMEHHOU CHCTEME YIPAaBIICHUS NIEPCOHATIOM U OCHOBAMH
TPYAOBBIX OTHOIIICHUI pa60TOI[aTeJI9[ n pa6OTHI/IKa B COOTBCTCTBUU C TPYAOBBIM KOJCKCOM
Poccwuiickoii heneparun.

2 MecTo TMCHMIIIMHBI (MOYJIsI) B CTPYKTYpe 00pa3oBaTe/ibHOIi MPOorpaMmsbl

JucuuninuHa ApxuBBl 1O JIMYHOMY COCTaBY BXOJUT B 4YacTb Y4eOHOro ILIaHa
(dbopMHpyeMyI0 yUacTHUKaMH 00pa30BaTebHbIX OTHOLIEHUI 00pa30BaTeIbHON IPOrpaMMBI.

JUia  u3ydeHus  JUCHUIUIMHBI  HEOOXOAMMblI  3HaHMsS  (YMEHHUs,  BIJIAJCHUS),
c(OpMUPOBaHHBIE B PE3YJIbTATE U3YUEHUSI JUCIMILINH/ IPAKTUK:

VYrnpaieHue nepcoHaioMm

[IpaBoBeneHHE

Kanposas nonuruka

KanpoBoe nenonpousBocTBoO

ApxHuBOBEJIEHUE

DNEeKTPOHHBIE apXUBHbBIE IOKYMEHTHI

YnpaBiieHHe 3IEKTPOHHBIMH apXUBaMHU

3HaHusA (YMEHUs, BIAJCHUS), OTY4YEHHbIE IPU U3YYEHUM JAHHOW JUCLUIUIMHBI OyIyT
HEOO0XOAUMBI 17151 U3yUCHU S IUCLUILINH/TIPAKTHK:

KondunennuansHoe 1e101pon3BOJCTBO

3 Komnerenuuu odyuyamwierocsi, opMupyembie B pe3yJibTaTe 0CBOCHUS

AUCUUIJIMHBI (MOXYJISA) M IIJIAHUPYeEMbIe pPe3yJbTaThl 00yUeHUus

B pesynbrare OCBOGHMSI NUCHUIUIMHBI (MOIYJs) «ApPXUBBI MO JIMYHOMY COCTaBY»
oOyuarouuiics 1okeH 001a1aTh CASAYIOIIMMI KOMIETECHITUSIMHU:

Ko nanukartopa NHaukaTop J0CTHKEHUS KOMIICTCHITUN

[1IK-3 Cnocoben opraHu3oBaTh U aJMUHUCTPUPOBATH JIEATEIBHOCTH [0 OpraHU3alU TpyAa U
OILJIaThI IEpCOHANIA

[1IK-3.1 ObecrieunBaeT JOKYMEHTAIMOHHOE U OPraHU3allMOHHOE COIMPOBOXKJICHUE
CHCTEMBI OPraHU3alMHU U OILIATHI TPYJa IEPCOHAIA

[TK-4 CniocoGeH pyKOBOIUTH MPOIIECCOM CKaHUPOBAHUS, BBO/Ia U OOPaOOTKHU IaHHBIX B CUCTEME
9JIEKTPOHHOTO apXHBa

[IK-4.1 VYropaBiser IeATeNbHOCTHIO MO KOHTPOIIO (DYHKIMOHHUPOBAHUS, BBOJA U
00pabOTKH JIaHHBIX B CUCTEME AIIEKTPOHHOIO apXUBa

[1K-4.2 PazpabaTbIBaeT I0KaJIbHbIE HOPMATHUBHBIE aKThI 110 BOIIPOCaM OpraHU3aluu
Ipolecca CKAHUPOBAHMSI B CHCTEME IEKTPOHHOTO apXMBa

I1K-4.3 OcymiecTBieT CTpaTerniyeckoe IUNIAHUPOBAaHUE U IIOCTPOCHHUE IPOLIECCOB

CKaHUPOBaHUSA, BBOJA U OOpabOTKH MaHHBIX B CHUCTEME SJIEKTPOHHOTO
apXHBa




4. CTpyKTypa, 00b€M U coep:KaHue TMCHUIIJIMHBI (MOYJIs1)
OO0mast TpyI0eMKOCTh AMCIUILTUHBI COCTaBIsAeT 4 3a4eTHBIX eauHull 144 akaj. 4acoB, B TOM
qucle:
— KoHTakTHas padora — 30,6 akaj. 4acos:
— aynuTopHas — 6 akaJl. 9acos;
— BHeayuTopHas — 24,6 akaJi. 4acos;
— camocTositenbHas padbota — 104,7 akay. 4acos;
— B (popme npaxTrueckoii moaroroBku — 0 akaz. yac;
— IMOATOTOBKA K 9K3aMeHy — 8,7 akaj. gac

dopma aTTecTaluy - SK3aMEH

AynuropHast 3w
KOHTaKTHas paborta E E dopma TeKyILEero
=
Pasnen/ tema < (B axaz. uacax) E 2 Brn . KOHTPOIA Kon
> 3 © | caMocTOsTENBHOM | ycrieBaeMoCTH U
JIACIUTUTAHBI % = . | xomnerenin
o = paboThI MPOMEKYTOTHON
na6. | mpakr. [ €8
Jlex. P RS aTTecTalyH
3aH. 3aH. | O &
1. Pasmen 1 TIOHSTHUE
APXMBOB TIIO0 JIMUHOMY
COCTABY n nx
HOPMATHBHAS
PETJIAMEHTAILIA
Nzydenue
TEOPETHYECKOr0 K-3.1
1.1 CocraB 1OKyMEHTAIMH, MaTe-puaa, Tecr no pazaeny o
N IK-4.1,
XpaHHMOW B apxuBax II0 0,25 0,5 13,09 wusnoxxeHHoro B Nelu urorosoro K-4.2
JINYHOMY COCTaBYy JIEKIHUAX U TecTa K-4.3
JIUTEPATYPHI 110
5 TEME
Nzydenue
1.2 HopmartuBHas 06a3za TEOPCTHICCKOTO T [K-3.1,
(yHKIMOHUPOBAHHUS Mare-praia, CCT IO pasieiy [K-4.1
y 0,25 0,5 113,09| wuznoxennoro B Nel u urorosoro !
apXMBOB MO  JIUYHOMY [1K-4.2,
JICKIHUAX U TecTa
COCTaBYy [1K-4.3
JIUTEPATYPHI 110
TEeME
Wroro no pazaeny 0,5 1 26,17
2. Pazgen 2. OTBOP WU
ODPOPMIJIEHUE JEJ,
COAEPXAIINX
JOKYMEHTBI 1o
JINMUHOMY COCTABY IJId
JOJITOBPEMEHHOTI'O
XPAHEHU A
Mzydyenne
TEOPCTHTICCKOTO Beimnonuenue IK-3.1,
2.1 DkcnepTrsa LEHHOCTH MaTepuana,
mp.3.Nel u Tect k I1K-4.1,
JMOKyMeHToB 1o nuuHomy| 5 | 0,25 0,5 113,09| wusnoxennoro B
cocTaB JICKIUAX U pasaeny No MIR-4.2,
y ! HUTOTOBOI'O TecTa 2 IIK-4.3
JUTEPATypPHI MO
TEeMe




Wzyuenne

ronpenamoe spancine " arcpuara, | Bumomene | K31,
Y OIIBIT apPXUBOB IO padoTe 0,25 0,5 [13,09| wuznoxkeHHOTO B np.3.Nel ureet k IK-4.1,
[¢ JTOKYMEHTAMH o JICKITUAX U paszienry N2 TIK-4.2,
M HUTOTOBOr0 TECTa IK-4.3
JINYHOMY COCTaBY JIUTEPATYPHI MO
TEME
Nzyuenne
Teif;t:ﬂl;:;om Brimonnenue IIK-3.1,
2.3 dopmupoBaHue 025 05 |13.09 I/I3J'IO>I(£HHOF(’) s mp.3.Nel u Tecr k I1IK-4.1,
JINYHBIX JEJT COTPYTHUKOB ! ! ! OKILSIX 1 paznemy No2 I1K-4.2,
" HTOTrOBOI'0 TECTa I1K-4.3
JIUTEPATYpPhI MO
TEME
HUroro no pazgeny 0,75 15 39,26
3. Pasmen 3. OIIMCAHUE,
TITONUCK u
HCIIOJIb3OBAHHME
APXMBOB IIO0 JIMUHOMY
Nzyuenue
3.1 HayuHo-crpaBOYHbI# Te(;geTTeW;::;oro Brimonnenue IK-3.1,
anmaparT K apxuBaM IO p ’ mp.3.Ne2 u Tect k [K-4.1,
0,25 0,5 |13,09| wuznokeHHOrO B
Ju4HOMY cocTaBy. Omnuck ' ' ' CKLISX 1 paznemy Ne3 I1K-4.2,
JIeJT TI0 IMYHOMY COCTaBy J'II/ITep:Typr o HUTOrOBOI'O TECTA IK-4.3
TEME
Nzyuenue
TCOPETHHCCKOro Brinonnenue I1K-3.1,
3.2 Hcnons3oBanne MaTepuarna, 103 Ne2 11 TeeT K K-4.1
apxuBoB 1mo JjuyHomy| 5 [ 0,25 0,5 113,09| wuznoxennoro B p-3.7%8 )
pazneny Ne3 [1K-4.2,
cocrasy JICKIMAX | WUTOTOBOI'O TECTa [1K-4.3
JIUTEPATYPHI 110
TeMe
Nzydenue
Teﬁgizl_d;;:;;ro Beimonnenue [K-3.1,
3.3 DJIeKTpOHHBIC APXHUBbBI 0,25 05 |13.09| wsnoxennoro s mp.3.Ne2 u Tect K I1K-4.1,
10 JINYHOMY COCTaBY CKLSX 1 pazneny Ne3 [1K-4.2,
1 HWTOTOBOI'0 TE€CTa I1K-4.3
JIUTEPATYPHI 110
TeMe
Wroro no pazaeny 0,75 15 |[39,26
4. Konrpoinb
Brinonnenue
Mzy4yenne KOHTPOJIbHOM
TEOPETHYECKOr0 | paboThI, HTOIOBOTO K-3.1
MaTe-puaa, TECTa U BCEeX o
. I1K-4.1,
4.1 KoHTpoJIb 3HAHUH 5 H3JI0KEHHOTO B MIPOMEXKYTOYHBIX TK-4.2
JICKIUAX U pabor K- 4' 3’
JUTEPATypPHI IO [Ipomexyrounas '
TEME aTTecTaIs -
DK3aMeH
HUroro no pazneny
Hroro 3a cemectp 2 4 104,7 JK3aMEH
Uroro o aucuuiuinye 2 4 1046 JK3aMEH




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

1. TpamunmonHsle 00pa3oBaTEeNbHBIE TEXHOJIOIMH OPUEHTHUPYIOTCS Ha OPTraHU3aLHUI0
00pa30oBaTeNbHOTO  MpoIecca, MPEANOJIATAONIYI0 MPSIMYK TPAHCISIUIO 3HAHUM  OT
IIpenoaBaTelis K CTyIEHTY

@®opMbl y4eOHBIX 3aHATHH C UCIIOJIB30BAHUEM TPAJUIIMOHHBIX TEXHOJIOT Uil

NudopmanronHas nexus

CemuHap

[IpakTueckoe 3aHsTHE, MOCBALICHHOE OCBOCHUIO KOHKPETHBIX YMEHHMHM M HABBIKOB IO
MPEI0KEHHOMY AT OPUTMY.

2. TexHnosioruu mpoOIEMHOTO O0yYCHHUS.

®opMbl y4eOHBIX 3aHATHH € UCIIOJIH30BAHUEM TEXHOJIOTUN MPOOIEMHOT0 O0yUEeHHUS:

[Tpob6nemHuast nexuus

Jlexus «BaBoeM» (OMHApHAs JEKLUs)

[IpakTrueckoe 3aHsaTHE B POpPME MPAKTUKYMA .

[IpakTuueckoe 3aHATHE Ha OCHOBE Keiic-metona. Keichl OazupyroTcs Ha peabHOM
(hakTHYECKOM MaTepuase WIH K€ MPUOIMKEHBI K pealIbHON CUTYaIUH.

3. UrpoBble TEXHOJOTHH — OpTaHU3aIis 00pa30BaTeIbHOTO MpoIlecca, OCHOBaHHAS Ha
PEKOHCTPYKIIMU MOJIeJel MOBEACHUS B paMKaXx MPe/UI0KEHHBIX CLICHAPHBIX YCIOBUH.

®opMbl yueOHBIX 3aHATHI C UCIOJIB30BAHUEM UTPOBBIX TEXHOJIOTH:

VYyebnas urpa.

[enosas urpa.

Ponesas urpa .

4. TeXHOJOTHH TPOCKTHOTO OOYICHHS.

OCHOBHBIE THIIBI IPOEKTOB:

HccnenoBaTenbCKuii MPOEKT

TBOpYECKUI MPOEKT.

NHpopManimoHHBII TPOEKT.

5. HTepakTUBHBIE TEXHOJOTUU — OpraHu3alus 00pa30BaTEIbHOIO IMpoliecca, KoTopas
MPEANOJIaracT akTUBHOE U HEJIMHEMHOE B3aUMO/IEUCTBUE BCEX YHACTHUKOB, JOCTUKEHHUE HA 3TON
OCHOBE JIMYHOCTHO- 3HAUYMMOTO JJisi HUX oOpaszoBarenbHOro pesynprata. Hapsgy co
CHEUMAJTU3UPOBAHHBIMU  TEXHOJOTHSAMHM  Takoro poja  OPUHUUMI  MHTEPAKTUBHOCTH
MPOCIEKUBACTCA B OOJBIIMHCTBE  COBPEMEHHBIX  00pa3oBaTelbHBIX  TEXHOJOTHUH.
HHTepakTUBHOCTD MOpa3yMeBaeT CyObeKT-CyObEKTHbIE OTHOIICHUS B X0Jie 00pa30BaTEIbHOTO
mpolecca H, Kak ciejacTsue, GopMupoBaHUE camMopa3BHUBarolIeiics HHPOPMAIIHOHHO-PECYPCHON
Cpelpbl.

@opMbl yU4EOHBIX 3aHITHIM C MCIOJIB30BAHUEM CHEIHATU3UPOBAHHBIX WHTEPAKTHBHBIX
TEXHOJIOTUH:

Jlexiust «<0OpaTHOM CBSI3W» — IEKUUSA—TTPOBOKALIUS

CemuHap-aucKyccus

6. apopManimoHHO-KOMMYHHUKAITMOHHBIE 00pa30BaTEIbHbIC TEXHOJIOTUH !

Jlexuusi-Bu3yanu3auus — H3JI0KEHUE COJCPKAHMS CONPOBOXKAAECTCS Mpe3eHTauuen
(nemMoHcTpalmei yaeOHbIX MaTepHajIoB, MPEACTaBICHHBIX B pa3IMUHbIX 3HAKOBBIX CHCTEMaX, B
T.4. WJUTIOCTPATUBHBIX, IPaUUECKUX, ayAHO- U BUAEOMATEPHAIIOB).

[IpakTryeckoe 3ansaTue B popMe npe3eHTaluu.

Yar-3auATHs.

Be6-3ansTusi.

Tenexondepenuun.

6 YueOHO-MeTOAMYeCKOe 00eciedeHre CAaMOCTOSITeIbHOI padoThl 00yUYaroIIuXCst
[IpencraBneno B npunoxxenuu 1.



7 OueHoYHbIE CPEACTBA IVISl IPOBEACHUS IPOMEKYTOYHOM aTTecTaluu
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOIMYecKOe H HH(OPMANIMOHHOE 00ecTiedeHre TUCIIUTITTHHBI (MOTYJIs1)

a) OcHoBHasi TUTEpaTypa:

1. Tlonos, A. B. ApxuBoBenenue. 3apyOexHasi poccuka : y4eOHUK Juisl OakanaBpuara u
maructparypsl / A. B. TlonoB. — Mockga : M3natensctBo FOpaiit, 2019. — 168 c¢. — (bakanasp
u Maructp. Moayas). — ISBN 978-5-534-06009-6. — Texkct : anexkrponnsiii // DBC HOpaiit
[caiit]. — URL: https://www.biblio-online.ru/bcode/441487 (nata oOpamenus: 06.06.2022). -
3ari. ¢ ’KpaHa.

2. Packun, JI. . ApxuBoBeieHUe | yueOHUK sl akagemMudeckoro Oakanaspuara / J1. U.
Packun, A. P. CokosioB. — Mocksa : MznarensctBo FOpaiit, 2019. — 383 ¢. — (bakanasp.
Axanemuyeckuii kypc). — ISBN 978-5-534-00870-8. — Tekcr : anexrponusiit // DBC HOpaiit
[caiit]. — URL: https://www.biblio-online.ru/bcode/432131 (nara oo6pamenus: 06.06.2022). —
3ari. ¢ ’KpaHa

3. Packun, 1. . Metonuka W TIpakTHKa apXWBOBEICHHUS . YYCOHHK JIJISI CPETHETO
npogec-cuonanbHoro oopasosanus / JI. Y. Packun, A. P. CoxomoB. — Mocksa : M3matenbcTBO
IOpaiir, 2019. — 339 c. — (Ilpodeccnonanproe odpazosanne). — ISBN 978-5-534-02419-7. —
Tekcr : anexrpouustii // DBC HOpaiir [caiir]. — URL: https://www.biblio-online.ru/bcode/438495
(maTa obparenus: 06.06.2022).— 3ari. ¢ sxkpaHa

4.Benukanosa, C. C. ApXHBBI 110 INYHOMY COCTaBY : yueOHO-MeToquueckoe mocooue / C.
C. Benukanosa ; MI'TY. - Maruautoropck : MI'TY, 2018. - 1 snektpoHn. ont. auck (CD-ROM). -
3arun. c TUTYIL. JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3518. pdf&show-dcatalogues/1/1514
334/3518.pdf&view=true (mara ooOpamenus: 06.06.2022). - MakpooObekr. - TekcT
anekTpoHHBIN. - ISBN 978-5-9967-1154-3. - CBenenns noctynHbl Takke Ha CD-ROM.

5.Benukanosa, C. C. KagpoBoe 1em0onpon3BOACTBO U apXUBBI JOKYMEHTOB IO JIUYHOMY
coctaBy: mpakTHKyMm . mpaktukym [mis By3oB] / C. C. Bemukanosa, M. B. Kamyba ;
Maruutoropckuii roc. Texundeckuii yu-T uM. I'. . HocoBa. - Marnuroropck : MI'TY uwm. I'. W.
Hocosa, 2020. - 1 CD-ROM. - 3arm. ¢ turym. 9kpama. - URL
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535
271/4126.pdf&view=true (mara oOpamenus:06.06.2022). - MakpooObekr. - TekcT
ANEeKTPOHHBIN. - CBeneHus aoctynHbl Takke Ha CD-ROM.

0) JlonmoJiHUTEIbHAS JINTEPATYpA:

1.ITonoB, A. B. ApxuBoBenenue. 3apy0OexHas poccuKa : yueOHUK ajsi OakanaBpuaTta H
maructparypel / A. B. ITomoB. — M. : UsnmarensctBo FOpaiit, 2018. — 168 ¢. — (Cepus :
baka-naBp u wmaructp. Mogyne.). — ISBN 978-5-534-06009-6. — Pexum poctyna :
www.biblio-online.ru/book/1BDF5EDO0-18D1-4339-A8C0-DC101B08FAFS3.

2. Jloponuna, JI. A. Opranuzanmuss U TEXHOJOTHs JIOKyMEHTALMOHHOTO oOecleyYeHus
yIpaBJICHHUs ;| y4eOHUK U IPAKTUKYM JUIsl akajemMudeckoro Oakanaspuata / JI. A. Jloponuna, B. C.
UputukoBa. — M. : MsparensctBo HOpaiit, 2018. — 233 c. — (Cepus : bakanasp.
Axagemu-ueckuit  kypc). — ISBN  978-5-534-04568-0. — Pexum pocrymna
www.biblio-online.ru/book/19DADB52-959C-40DA-B18F-C955EFACOCILD.

3.0pranu3alMoOHHOE M IpaBoBoe obOecneueHre WHGPOPMAMOHHON Oe30macHOCTH !
yueO-uuk u npaktukym s CITO / T. A. IomasikoBa, A. A. Crpensuos, C. I'. UyOykoBa, B. A.
Huecos ; otB. pen. T. A. IlonskoBa, A. A. CrpenbuoB. — M. : U3natensctBo FOpaiit, 2018. —

nocrymna : Www. biblio-online.ru/book/054509D0-1E35-4080-9E86-19742B336897.
4. Makaposa A. K. ApxuBoBenenue [ DnexktpoHHsIi pecypc| / Makaposa A. K.;



MI'TY. - Maraurtoropck : [M3garensctBo MI'TVY], 2015. - 146 c. - bubmuorp.: c. 142-146. -
Pexxum JOC-TyIa:
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209
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Vueburie AYAUTOPHU IUIA IIPOBCACHU
JUCTaHIIMOHHBIX 3aHATUN
JICKIMOHHOI'O THIIa

Cron KOMITBIOTEpHBIH, CTOJ MUCbMEHHBIH, CTYN OUCHBIH,
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Tlomenenust i caMOCTOATEILHOM
paboThl 00YUAIOIIUXCS

IMepconasnbHbie KoMITbIOTEPHl ¢ TTakeTom MS Office, Beixomgom
B VIHTEpHET U C JIOCTYIIOM B 3JICKTPOHHYIO
MH(OPMALMOHHO-00pa30BaTEIbHYIO CPE/ly YHUBEPCUTETA

IToMetienue st XpaHeHUs U
PO ITAKTHIECKOT'O 00CTY)KHBAHUS
y4e0HOr0 000py IOBaHMS

Cremnaku s XpaHeHHs y4eOHO-HATJISTHBIX TTOCOOUH 1
y4e0HO-MEeTOANYECKON JJOKYMEHTAIIIH.




IIpuioxenue 1

Y4eOHO-MeTOAUYECKOE 0O0ecTeYeHHe CAMOCTOATeIbHOMH padoThl 00yYaromuXxcs

IIpuMepHas CTpyKTypa U COAEPIKaHUE PA3LEIIOB:

[To nucuunirzae «ApXUBBI 10 JUYHOMY COCTaBY» IPEIyCMOTPEHA ayJUTOPHAs U BHEAy IMTOPHAas
camocCTosITeNIbHAs paboTa 00y4aromuXCsl.

KouTtpoJsbHble MeponipusiTus no pasaeiay Nel
Tect no pazneny Nel

Bomnpoc 1
bamn: 1,00

ApXHB 1O INYHOMY COCTaBY — 3TO
Bri6epute o/luH OTBET:

a. CaMOCTOSITEIbHOE YUPEKICHHUE WM CTPYKTYPHOE MOIPpa3IeIICHUE YUPEKICHNUS,
OCYIIECTBIISIONIEE KOMITJICKTOBAaHUE, XPAaHEHUE, YIET U MCIIOJIb30BaHKIE JOKYMEHTOB TI0 JINYHOMY
cocTaBy

b. MecTo XpaHeHHUs roCyapCTBEHHBIX TOKYMEHTOB
C. yUpeXJeHUE, XpaHsIllee KaapoBbie JOKyMeHTbl AD PO

d. moapasneneHue KaapoBoi CIYKObI IPEIIPHUATHS, OTBEUAIOIIEE 3a XPAaHEHHUE, YIET U
MCI0JIb30BaHKE JOKYMEHTOB I10 JITYHOMY COCTaBY, B TOM YHCJIE B QJIEKTPOHHOM BUJIE

Bomnpoc 2
bamr: 1,00

K AOKYMCHTaM II0 JIMYHOMY COCTaBy, MMCHOLIUM ,Z[OJ'II"OBpeMeHHHﬁ CpPOK XpaHCHHA HC

OTHOCATCA

Bribepure o 1H OTBET:

-~
a. aKThl O HECYACTHBIX CIIY4asX, CBA3AHHBIX C IPOU3BOJCTBOM
b. nu4HBIE e COTPYAHUKOB

C. pacriopsAaIuTECIbHbIC TOKYMCHTBI (SaHI/ICKI/I, paCHOpH)KeHI/IH)

d. andaBuTHI TPUKA30B N0 JIUYHOMY COCTABY



Bomnpoc 3
bamr: 1,00

CpOK XpaHCHHA BbIIIC MMEPCUUCIICHHBIX JOKYMCHTOB B apXUBaX I10 JIMYHOMY COCTaBYy

Bribepure oauH OTBET:

-~
a. 45 ner

b. 75 net, B peAKHX Cilydasx MOCTOSIHHO
c. 75 nmer

d. mocTostHHO

Bonpoc 4
Bbamn: 1,00

BepHo mn yrBepxkaeHue «B koMuTerax, oTAeNaX aIMHUHHUCTpPALUN TOPOJOB, PAalOHOB IO
0o0pa3oBaHUI0 K JOKYMEHTaM IO JHMYHOMY COCTaBy TaKKe OTHOCAT: JOKYMEHTBI IIO

MaTPOHUPOBAHUIO U OTIEKE»

BriGepute ouH OTBET:

-~
a. BEpHO

b. BepHO U1 TOCYIapCTBEHHBIX YUPSIKICHUI
C. BEPHO YAaCTHUYHO

d. He BepHO

Bomnpoc 5
Bamn: 1,00

Cratbst 17 Kakoro 3aKoHa YCTaHaBIMBAaeT OONIyI0 OOS3aHHOCTh MO OOECHEeYEeHUI0
COXPAaHHOCTH JOKYMEHTOB, B TOM YHCJI€ JOKYMEHTOB 10 JIMYHOMY COCTaBY, JJIsl JTF000T0 CyOBeKTa
XO35IIICTBEHHOM JIEATENBHOCTH: FOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIIPaBIICHUS,
OpraHu3alMii W TpaxJIaH, 3aHUMAIOLIMECS MpPeIIPUHUMATEIbCKON JIeSTeNbHOCThI0 0e3
o0pa3oBaHUs IOPUJIUYECKOTO JIMIA, B TEYEHHE CPOKOB HX XPAaHEHHs, YCTaHOBJIEHHBIX
¢denepa’dbHBIMH  3aKOHAMH, HWHBIMH HOPMAaTMBHBIMM NPaBOBBIMH akTaMu Poccuiickoit
denepanny, a TaKKe MEPEeUHIMU JOKYMEHTOB?

Bribepure o1uH OTBET:

a. @enepanbHOro 3akoHa ot 26 nexadps 1995 r. N 208-03 «O06 akiimoHepHbIX 00IIECTBaX» C
U3MEeHEeHUsMH oT 29 utonda 2015 .



b. denepanbHoro 3akoHa ot 22 okTs10pst 2004 roga Nel125-D3 «O06 apXxuBHOM Jiene B
Poccniickoit denepanumn

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

d. TpynoBoro kojekca P®D

Bomnpoc 6
bamn: 1,00

Bricokyto connanbHy0 3HaYMMOCTh apXUBOB 110 JJMYHOMY COCTaBY 00yCIaBIUBAET

Br16epute 0/1uH OTBET:

a. oOecrieyeHne MOBBIMICHHS OOIIECTBEHHOTO CO3HAHUS U CAMOUICHTU(UKAITIH
COBPEMEHHOTO COIMyMa

b. buorpaduueckas, apxeorpapuueckas IEHHOCTh, OHH SIBIISIOTCS HCTOYHHKOM JIJIS
CTATUCTUYECKUX 000OIIECHHUI i HCTOPUKO-COIMAIBHBIX UCCIICIOBAHUN

C. TOT (haKT, YTO OHU CITyXaT JOKYMECHTAIBHBIM MTOITBEPKACHUEM MTpaB pabOTHHUKA Ha
conuanbHoe obecrieueHne (0 CTapOCTH U MHBAJTUIHOCTH, a TAK)KE OATBEPKICHHEM TPYIOBOTO
CTaka pabOTHHKA)

d. mTpadHbIe CAaHKIIUU TPYAOBBIX HHCIICKIIUN

Bomnpoc 7
bamr: 1,00

[Ipouenypy ¢dopmupoBaHusi Ael B COOTBETCTBHH C YTBEPXKICHHOW HOMEHKIJIATYpO

IpeaycMaTpuBaeT
BriGepuTe o1MH OTBET:
a. XpaHEeHHE UCTIOJHEHHBIX TOKyMEHTOB
-~
b. xpaHeHue TOKYMEHTOB B MPOIIECCE UX UCTIOTHEHUS

C. IoCIeayroee XxpaHeHue

d. oneparuBHOE (TeKylee) XpaHeHHE

Bonpoc 8
bamr: 1,00



W3bsarue AOKYMCHTOB IIO JIMYHOMY COCTaBYy U3 ACJIa C INOCTOAHHBIM CPOKOM XPAaHCHUA

AOIMYCKACTCA B UCKIIMOYHUTCIIBHBIX CIIydadX U IIPOU3BOJUTCA

Bribepure oa1H OTBET:
a. ¢ 00s3aTeNIbHBIM COCTaBICHUEM B JIEJI€ 3aBEPEHHOM KOIIMH JIOKYMEHTA
b. Ha OCHOBaHMH PacTIOPSAUTEIHLHOTO JJOKYMEHTA PYKOBOIUTEISI OpPraHU3aluu
C. ¢ 00s3aTeIbHBIM COCTABIICHHEM aKTa 00 W3BATHU MO UTMHHUKA

d. B puCyTCTBHM apXMBapuyca U 3aBEIYyIOIIEr0 apXHBOM

Bomnpoc 9
Bbamn: 1,00

OTBETCTBEHHOCTH 3a OopraHusanunro pa60TBI IO XpaHCHUIO KaJPOBbIX TOKYMCHTOB HCCET

Br16epute 0/1uH OTBET:

- .
a. 3aBeyIOLIN apXUBOM

b. HauansHuk otaena KaapoB
C. ApxuBapuyc

d. PaGoTonarens

Bomnpoc 10
bamr: 1,00

VKaxute JI0)KHOE YTBCPIKACHUC

BriGepuTe o1MH OTBET:

a. U1 OpraHu3anui - ICTOYHUKOB KOMIUIEKTOBAHMS - 10 UCTEYECHUU CPOKOB XPAHEHUS
00s13aTeNIbHO MTPOBEAECHNE COBMECTHO € YIOJTHOMOUYEHHBIM OPraHOM rocy/1apCTBEHHON BIACTH
cyobekra Poccuiickoii ®@eneparuu B 00671acTH apXUBHOTO Jiena, ['0capXUBOM SKCIEPTHU3BI
LIEHHOCTH Psia JOKYMEHTOB I10 JINYHOMY COCTaBYy Ha IIPEIMET BKJIIOUEHHS B COCTaB ApXUBHOTO
¢donna Poccuiickoit @enepanuun

b. JJIA OpraHHBaHHﬁ, KOTOPBIC HE ABJIAKOTCA HCTOUYHUKAMU KOMIIJICKTOBAHUS, 110 UCTCUCH NN
BPEMCHHBIX CPOKOB XpaHCHUA apXUBHBIC JOKYMCHTEI I10 JIMYHOMY COCTAaBYy MOJJICKAT SKCIICPTU3C
H MOT'yT OBITh YHUUTOKCHEBL 1100 XPaHHUTCA B apXUBC OpraHu3aluu



C. XpaHCHHUC JOKYMCHTOB II0 JJMYHOMY COCTaBY, HC IOQJICKAIMUX YHHUTOXKCHUIO JOJLKHO
OCYIICCTBJIATLCA TOJIBKO B 6YMa)KHOM, a HC B 3JICKTPOHHOM BHUIC

d. apxuBHBIE TOKYMEHTHI 10 TMYHOMY COCTaBY, KOTOPbIC HE OBUIM BKIIFOYEHBI B COCTAB
nokyMeHToB ApxuBHoro (ponaa Poccuiickoit denepanuu, 10 HCTEUEHUN CPOKOB XPAaHEHUS
MoAJIeKaT YHUUYTOXKEHUIO JTM00 XPAHEHUIO B apXUBE OpPraHU3allui B COOTBETCTBUHU C
TpeOOBaHUAMHU KOPHIOPATUBHOTO 3aKOHOJATEIhCTBA

KonTpoabHble MeponpusiTus mo pasjaey Ne2
IIpakTnueckoe 3axanue 1

N3yunrte matepuan Mertoauueckux pekoMeHaauui « KCnepTr3a LIeHHOCTH U 0TOOp B COCTaB
ApxusHoro ¢onna Poccuiickoit @enepanuu TOKyMEHTOB IO JMYHOMY COCTaBy» MpoekT 2014 r.,
ocobeHHo pazzena 4.5.2.4., a Takke NoBTOpUTe MaTepuain Jekuuu 3 «DopmMupoBaHue TUYHBIX
nen cotpynaukoBy» Paznena |1 «Ot6op u odopmitenne aen, coaepKanux JOKyMEHTHI 110 INYHOMY
COCTaBY JUIsl IOJITOBPEMEHHOTO XpaHeHus». [1oab3ysich 00pa3iioM, cCOCTaBbTE BHYTPEHHIOKO
OTIHCh JTUYHOTO JieJla COTPYAHUKA, KOTOpas JOJHKHA COIEepPKaTh HE MeHee 12 MyHKTOB.

4.5.2.4. BHyTpeHHSs ONIUCHh COCTABJISAETCS JJIA TUYHBIX JIET U COAEPKUT CBEIICHHS O MOPSIKOBBIX
HOMEpax JOKYMEHTOB B HEH, UX MHJIEKCaX, JaTaX, 3aroJ0BKax U HOMepax JIMCTOB JIelia, Ha
KOTOPBIX PACIIOJIOKEHBI ATH IOKYMEHTHI.

K BHYTpeHHEH ONMCH COCTABIISIETCS UTOTOBAS 3aMKCh, B KOTOPOH YKa3bIBaeTCs NUppamMu 1
MIPOIKCHIO KOJIMYECTBO BKIIOUEHHBIX B HEE JIOKYMEHTOB U KOJIMYECTBO JIMCTOB BHYTPEHHEMH
onucu. BHyTpeHHSs1 onKCh MOAMUCHIBACTCS €€ COCTABUTENEM C yKa3aHUEM JIOJKHOCTH U AaThl
COCTaBJICHUSI.

[Ipu u3mMeHeHnH cocTaBa TOKyMEHTOB Jiefia (U3bSITUHU, BKIIOYCHUH JOKYMEHTOB, 3aMEHE HX
KOIHUSAMU) OHU OTpaxkaroTcs B rpade «lIpumeyanue» co cCHOCKOM Ha HOMepa BHYTPEHHEH OMHCH.
MoskeT ObITh COCTaBIeHa U 0CO0ast OMUCH ITUX U3MEHEHHIA.

JleKIMOHHBII MaTepuaJl
B cocraB nuuyHOro Aena BXOAAT CIEAYIOIINE TOKYMEHTHI:

e BHYTPEHHSS OMHUCH JOKYMEHTOB, MOJIIUTHIX B JINYHOM JETIE;
e pe3roMme;

e aBToOuMorpadus;

e aHKeTa WM JIMYHBIN JIUCTOK TIO yYEeTY KaJpoB;

e KOMHH JOKYMEHTOB 00 00pa30BaHUH;

e  XapaKTePUCTUKU HA PAOOTHHKA,

e TPYIOBOI IOTOBOP (MOXKET BXOJAUTH B COCTAB JTMYHOTO JIeJIa WM XPAHUTHCS OTACTBHO);
e  KOTHH NMPUKA30B O HA3HAUEHUH, IEPEMEILICHUH, YBOJIbHEHHH;

e  KOTHS CBHJETEIHCTBA O TIOCTAHOBKE HA YUET B HAJIOTOBOM OPTaHE;



KOIIMS CTPAaxOBOI'0 CBUJETENBCTBA TOCYIAPCTBEHHOIO IIECHCUOHHOIO CTPaXOBAHUS;
JIOTIOJIHEHHUS K aHKETE WJIM JITYHOMY JIMCTKY I10 Y4eTy KaJpOB;

pa3UYHbIE CIIPaBKH, OTHOCSIIUECS K JAHHOMY paOOTHHKY (KpoMe CIIpaBOK C MecTa
JKUTEJIBCTBA, O COCTOSIHUU 3I0POBbs U IPYIrUX JOKYMEHTOB BTOPOCTEIIEHHOI'O 3HAYCHUS,
KOTOPBIE TPYIIHUPYIOTCS OTIENBHO).

CocraB TOKyMEHTOB JIMYHOTO Jiejia paOOTHHKA!

ogakrwnE

12.
13.

14.
15.
16.

3asBJICHHE O IIpUEME Ha PadoTy;

TPYAOBOE corlalieHue (KOHTPAKT), JOMOJHUTENIbHbIE COIIAIEHUS;

JIMYHBIN JINCTOK MO YUYETY KaJpOB U JAONOJHEHUE K HEMY;

aHketa (aBToOHorpadus);

JOKYMEHTBI 00 00pa30BaHUU (KOTHN);

JOKYMEHTBI 00 YTBEPKIACHUH B JIOJKHOCTH (KOIIUU MM BBIMMCKH ), B TOM YHCJIE 3TO MOTYT
OBITH BBIIMCKHU U3 MPOTOKOJIOB YUPEIUTENEH, aKIIMOHEPOB, YUEHBIX COBETOB, JIOKYMEHTHI
KOHKYPCHBIX KOMUCCHUH, pe3yJIbTaThl TECTUPOBAHUS;

peKoMeHAaTeIbHbIE MUChMA UIIN XapaKTePUCTUKU;

JOJIKHOCTHBIE MHCTPYKIUU (periiaMeHThl);

aTTeCTallMOHHbBIE JIUCTHI, OT3BIBbI, IPECTABIICHUS;

. IaCIIOPTHBIE JJAHHbIE, CBUJIETENILCTBO O Opake U T.1. (KOIMHUK);
. 3asBJIGHUS M TpPHUKa3bl (KONMUU WIM BBIIHCKH) O MEPEeBOJE Ha JAPYI'yI IOJKHOCTH,

MMpeaACTaBJICHUA, CHpaBKI/I-O6'BeKTI/IBKI/I;

JOKYMEHTBI O HarpakJIeHUH, HaJIOKEHUH B3bICKaHUH (KOIUN);

CBEICHMSI O JOXOJlaX, MMYILECTBE W CHPABKU MPOBEPKU IOJHOTH U JOCTOBEPHOCTH
JAHHBIX CBEJICHUM (/TSI TOCYIapCTBEHHON WJTH MYHUITUTIATBHOM CITY>KOBI);
HEBOCTPEOOBaHHbIE TOKYMEHTHI (CBUIETENIbCTBA, IUIIJIOMBI, TPYAOBbIE KHUKKU U T.I1.);
3asIBJICHUS U TIPUKa3bl (KOMUH WU BBIKUCKH) 00 YBOJbHEHHUH, IEPEBOJC U T.J1.;

WHBIE IOKYMEHTHI B CIy4ae HEOOXOIMMOCTH, B YACTHOCTH IS TOCYIapCTBEHHOM CITyKObI
— noapoOHee mocMoTpuTe Yka3 [Ipesunenta PO.
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e - i - - 3aroT0B oK JOKYMeNTA ST A Tpisceyamme

1 2 3 4 5 6

! Hononriesiue K AUYHOMY RUCMKY NO ydemy !

Kxadpoe

2 19.03.2012 | Jlusnisal AUCmox no ysermy kadpoe 2-3

3 19.03.2012 | Aemobuozpadus <

4 | KON 827527 | 26.06.2001 | Konus dunnoma 5

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

6 45-x 19.03.2012 | Konus npuxasa o npueste sa pabomy 12
Hroro ROKYMEHTOB.

(omjpavn 3 opoancue |
Konuuecreo MucToB BHYTPeHHEH ONHCH
(amfpares w npazecno |
MHcnexTop Wupoxoea T.IO. llIupoxosa
(zcaom.a) | pacea pposia nuxz i)
19.032012
Tect k pazneny Ne2
Bomnpoc 1
bamr: 1,00

[lo xakoMy MNpPUHLUITY CHUCTEMATU3UPYIOTCA JOKYMEHTBI B JellaX, COJEpIKaIluX,

COJZIepKalIuX IIPUKa3bl, PaCIOPSLKEHUS 10 JIMYHOMY COCTaBy?
Bribepure ouH OTBET:

a. XpOHOJIOTMYECKUI IPUHIIMIL: B HaYae Jeja JODKHBI PacioiaraThCsl MpuKasbl
(pacniopspkeHus) 3a AeKadpb, HOTOM 32 HOSIOph U T.J.

b. XpoHOIOrHYEeCKUi TPHHIIKIT: B HAYale AeNa JOJDKHBI PAcoNaraThCs MPUKa3bl
(pacniopspkeHMs) 3a SHBaph, IOTOM 3a (peBpasib U T.J.
C. HOMEpHOMY IPUHIUITY: OT IEPBOTO JI0 OCIETHETO

- o
d. andaBuUTHBII OPUHIKI 10 GAMUITAHE COTPYAHMKA, O KOTOPOM COJICPIKUTCS HHPOPMALIHSI

Bonpoc 2
bamr: 1,00



VYKaxXuTe BapUaHT, COJACPKAIIMN JMILIHEE B NEPEUUCICHUN «AHAJIOTMYHO, 110 TAKOMY K€

MPUHLUITY TIPOBOJUTCS CUCTEMATH3alUsl JOKYMEHTOB B JIEJIaX, COACPIKAIIUX ...»
Bribepure oa1H OTBET:
a. Tapu(UKaMOHHBIE BEIOMOCTH, TabeIH 1 HapsiAbl paOOTHUKOB BPEIHBIX Ipodeccuit
b. TOKYMEHTBI O IPE/ICTABICHUH K HArPaXICHUIO
C. aKThl O HECYACTHBIX CITyJasiX, TPYIOBbIC KHMKKH

d. IpOTOKOJIBI 3aceTaHNil KOMUCCHIA, TPYIOBBIC IOTOBOPHI (COTIIAIICHHS)

Bomnpoc 3
Bbamn: 1,00

[ToammBka chopMUPOBAHHBIX AET TPOU3BOIUTCS

Br16epute 0/1uH OTBET:

o~
a. 1o TIepeIaun uX U3 OT/ieIa KaJpoB B apXUB HA JOJTOBPEMEHHOE XpPAaHCHHUE

b. 1o mpoBeeHUS IKCIIEPTU3bI IECHHOCTH TOKYMEHTOB 10 JINYHOMY COCTaBYy
C. MOCJI€ YBOJIbHEHUS COTPYAHHUKA

d. mocne 3aBCPUICHUA SKCIICPTU3BI HEHHOCTH JOKYMCHTOB

Bomnpoc 4
bamr: 1,00

Bribepute BepHOE YyTBEpKICHHE
Bri6epute 0/1uH OTBET:

a. JIOKyMEHTHI JieNia TIOAIIUBAOTCS, TIEPEIICTAIOTCS B TPU WIIM YETHIPE MPOKOJIA CYPOBBIMU
HUTKaMHu. [Ipu 3TOM ciieryeT HCroib30BaTh KAPTOH BBICOKOTO Ka4eCTBa, MMEIOIIHMNA CPEIHIOK0
TUTOTHOCTb. JIOKYMEHTBI TOIIIMBAIOTCS, IEPEIUICTAIOTCS TaK, YTOOBI OBLIO 00eCIeueHO
CcBOOOJHOE YTEHHE TEKCTA

b. I[OKYMCHTBI ACJia MOAIIHUBAKOTCA, MCPCIICTAOTCA B TPU MMPOKOJIa CMECCOBBIMU HUTKAMU.
HpI/I 9TOM CJICAYCT UCIIOJIB30BATh KAPTOH BBICOKOT'O Ka4YCCTBA, UMEIOIIUI XOpPOIIYHO MIIOTHOCTD.
I[OKYMCHTBI MMOAIMINBAIOTCA, IICPCTIIICTAOTCA TaK, 4TOOBI OBLIO 0OCCIIEYEHO CBO6OI[HOC YTCHHC
TCKCTa



C. JIOKyMEHTHI JieJ1a MOAIMUBAOTCS, IEPEIVIETAIOTCS B TPU WK YETHIPE IIPOKOJIA CYPOBBIMU
HuTKamu. [Ipu 3TOM ciieryeT KCIoIb30BaTh KAPTOH JOCTATOYHOIO Ka4eCTBa, MMEIOIIHIA
CPE/HIO0 TUIOTHOCTh. JIOKyMEHTBI MOANIUBAIOTCS, MIEPEILICTAIOTCS TaK, 4YTOOBI OBLIO 00ECIICUCHO
CBOOOIHOE YTEHHE TEKCTA

d. I[OKYMCHTI)I JcJia MoJUINBarOTCA, HCpCHHeTaIOTC?I B qupre HpOKOJIa CypOBI)IMI/I HUTKaAMHU.
[Tpu 3TOM ClieiyeT UCIOJIb30BaTh KAPTOH BHICOKOTO Ka4eCTBA, MMEIOIIHIA TIOBBIIIICHHYIO
IUIOTHOCTb. JIOKYMEHTBI MO/ IIINBAIOTCS, IEPEIICTAIOTCS TaK, YTOOBI OBLIO 00ecIeueHo
CBOOOIHOE YTEHHE TEKCTA

Bomnpoc 5
Bamn: 1,00

HpI/I HaJIMYUU B JIMYHOM [JCJIC COTPYAHHKaA HGBOCTpe6OBaHHBIX JIMYHBIX OOKYMCHTOB

(ymocTOBEpEeHHI, CBUACTEIBCTB, TPYAOBBIX KHUKEK, BOSHHBIX OMJIETOB H T.II.) OHU

Br16epute 0/1uH OTBET:
a. BKJIAJIBIBAIOTCS] B KOHBEPT, KOTOPBI BMECTE C APYTHMHU TIOKYMEHTAMH TOIIIMBACTCS B JIENIO
b. XpausaTcs y HadampbHHKa OT/AeIa KaapoB B ceiioBoM mkady
C. XpaHAaTcs B (pailloBOM BapHaHTe

d. dopMupyIOTCS B OTZICIBHOE JIETI0 apXHUBa HEBOCTPEOOBAHHBIX JOKYMEHTOB

Bomnpoc 6
Bamn: 1,00

I/IH(bOpMaI_[I/IH JJUYHOIro Aacia, riaec HI/I(l)paMI/I U TIPOINHCBIO YKa3bIBACTCA KOJIHNYECTBO
IMPOHYMCPOBAHHLIX JIMCTOB B ACJIC, HAJINYHNC IIPOMYIICHHBIX U JINTCPHBIX HOMEPOB, KOJINYCCTBO

JIUCTOB BHYTpeHHCﬁ OIIMCH A€JIa IIOMCIIACTCA

Bribepure ouH OTBET:
a. BO BHYTPEHHIOIO OIIUCH JIeNa
b. Ha 000POTHO# CTOPOHE MOCIIEAHETO JOKYMEHTa

C. Ha MMOCJIEIHUN JTUCT 00JIOKKH JAcia € BHYTpeHHeﬁ CTOPOHBI

e
d.B JIMCT-3aBCPUTCIIb ACTIa

Bonpoc 7
bamr: 1,00



Kaxkoe IIpaBHJIO HC 0053aTENIbHO K HCIOJHCHUIO npru U3MCHCHHMU COCTaBa NOKYMCHTOB

JIUYHOTO Jela (M3bATHE, BKIIIOYEHHE IOKYMEHTOB, 3aMEHa UX KOMUSIMU U T.I1.) ?

Bribepure oa1H OTBET:

a. M3MeHeHMsI 00s13aTeNbHO 3aHOCATCS B Tpady «lIpuMeyanue» onmcu co cChUIKaMu Ha
COOTBETCTBYIOIIMNE JOKYMEHTBI, HA OCHOBAaHUM KOTOPBIX IIPOU30IIO U3BIATHUE, TOIIOJHEHHUE,
3aMeHa KOIMSAMH U T.II.

r
b. uzpsaTHE AOKYMCHTOB U3 JIMYHOTO ACJIa HEJOIYCTUMO

C. IICPECOCTABJISACTCS JINCT-3aBEPUTEIb Acna

d. mepecocTaBiseTcst HTOTOBAs 3aMTUCh K BHYTPEHHEH OIKCH Jieia

Bomnpoc 8
Bbamn: 1,00

B MPUBCACHHOM ITPUMEPE MOJIOKCHHA O MYHUIIUITIAJIBHOM apXUBE€ JOKYMCHTOB 110 JINYHOMY

COCTaBy yKa3aHO

BriGepute ouH OTBET:

a. UTO yupekJeHHe MPUHUMAET Ha OCHOBE 3aKJIFOUEHHBIX JIOTOBOPOB U B COOTBETCTBHHU C
rpadukamMu OT yUpeKJAeHUH, OpraHu3aluii U IpeIIpUsITUH-UCTOUHUKOB KOMIUIEKTOBAHUS
ApXuBa IOKyMEHTBI 10 TUYHOMY COCTaBY, 00paOOTaHHBIEC U YUTEHHBIE COTJIACHO YCTAHOBIIEHHBIM
MIpaBUJIaM, a TaK K€ JOKYMEHTBI OT JTUKBUIMPOBAHHBIX OPraHU3alUi, HE UMEIOIIUX
MIPaBONPEEMHUKOB

b. uto APXHUB BBIINIOJHACT BCC OII€pal HA 6€3B03M63,Z[HOI71 OCHOBC

C. apXUB BBIJACT M0 3asBJICHUSAM I'paKJaH TOJIbKO apXUBHBIE CIIPABKH, MOATBEPIKAAIOIINE
TPYIOBOM CTax, pazMep 3apadO0THOM IJIaThl U IPYTHE BOIIPOCHI, HEOOXOUMBIE I 0(OPMIICHUS
MIEHCHUH rpakJlaHaM U PEIICHUs JPYTUX COLMATbHO-TIPABOBBIX BOIIPOCOB
-~

d. yapexeHre He HMEET MpaBa OKa3bIBaTh YUPEIKJACHHUIM, OPraHU3aIHsIM, IPEIPHITHSIM
METOIUYECKYIO, U IPAKTUYECKYIO TTOMOILb B POBEACHUH KCIEPTU3bI U YIOPSA0UYEHUN
JOKYMEHTOB

Bonpoc 9
bamr: 1,00

B cmuckax ApXUBOB JOOKYMCHTOB IIO JIMYHOMY COCTaBy IpU HPUCBOCHUU (I)OHI[OB

YUYPCKACHUAM U NPCANPUATUAM UCIIOJIb3YCTCS



Bribepure oa1H OTBET:

I
d. YuCJIoBass HyMepanus

b. 6ykBeHHO-1IM(pOBast
C. CJIOBECHO-YHCIIOBAs

d. mdpoas

Bonpoc 10
bamn: 1,00

Benenne nuuHbBIX Aen 00s3aTeNbHO KaJpOBOW CHYyKOOW M XpaHEHHWE B OpraHU3alUuU

00s13aTeIBpHO

Br16epute 0/1uH OTBET:

© a w1 000 1 OAO

b. st Bcex rpaxaad Ha Tepputopuu PD
C. 111 00pa3oBaTENbHBIX yUpekaeHui PO

d. Ha rocyapCTBEHHOM rpaskIaHCKOM CIyKOe

KonTpoabubie Meponipusitusi k Pazgemy Ne3
IIpakTnyeckoe 3axanue 2

Nzyuute matepuan [IpaBun opranuzanuu XpaHeHus, KOMIJIEKTOBaHUS, yuéTa U
MCIO0JIb30BaHUS JOKYMEHTOB apXUBHOTO (DOHIA POCCUIICKOH (enepaiiu U APYrux apXuBHBIX
JOKYMEHTOB B TOCYAapCTBEHHBIX OpraHax, OpraHax MeCTHOTO CaMOYITPaBJICHUS U
opranuzarusax» ot 07.09.2015 r., ocoOeHHO pa3zena 5, a TakyKe MOBTOPUTE MaTepHall JICKITUH 2
«HWcnonb3oBaHe apXrUBOB MO TUYHOMY cocTaBy» Pazaena |ll «Onucanue, nouck u
WCIOJIb30BaHKE apXUBOB M0 JTMUYHOMY cocTaBy». [lonb3ysick 00pa3iiom, cOCTaBbTE€ ApPXUBHYIO
BBIITUCKY, KOTOPast I0JKHA COJEPKATh HE MEHEE 3 TTYHKTOB.

5.10. ApXuB OpraHu3alii PacCCMaTPUBACT U UCIIOJIHSET 3aPOChI, TOCTYIHBIIUE B
MUCbMEHHOU popme.

3anpoc MOJIB30BATECJIA JOJDKEH COACPKATH CICAYIOIIYIO I/IH(bOpMaI_[I/IIOZ



1. HaMEHOBAHHE IOPUINYECKOTO JIMIIa — aBTOpa 3anpoca (s rpaxaaH — GaMIIng,
HUMEHH, OTYECTBA, IPU HAJIMYUU TIOCIIEIHETO);

2. MOYTOBBIIN U/WJM SIIEKTPOHHBIN apec, 0 KOTOPOMY JOJKEH OBITh JJaH OTBET;

3. CBEJICHUSI, UHTEPECYIOIINE TIOIB30BATENS U XPOHOJIOTHUECKUE PAMKH
3arpamuBaeMoil HH(OpMaIuuy;

4. (dbopMy NOIy4eHHUs OJIB30BaTEIeM HHPOPMAUH (MHPOPMAMOHHOE MTUCHMO,

apXuBHad CIIpaBKa, apXHBHAas BBIIIKMCKA, apXWUBHAS KOOI, TeMaTH4YEeCKUU MEpCUCHb,
TeMaTH4eCKHUil 0030p JOKYMEHTOB)7;

5. JMYHYIO TIOJITUCH aBTOpa 3ampoca (rpaxJ aHuHa WIN JOJHKHOCTHOTO JIUIA);

6. nary.

[Ipu mocTyrnieHUU B apXuB OpraHU3alMi UHTEPHET-00panieHus (3amnpoca) nojab30BaTess
C YKa3aHHEM ajpeca dIICKTPOHHOU MOYTHI W/WIJIH ITOYTOBOTO aJipeca, eMy HaIpaBIIIeTCs
YBEJIOMJICHHE O TIpueMe oOpareHus (3ampoca) K pacCCMOTPEHHUIO UJIM MOTUBUPOBAHHBINA OTKA3 B
paccmoTpenu. [IpuHsITOE K pacCMOTpEHHIO 0OpaIeHue (3ampoc) pacnevyarbiBaeTcs U B
)IaJ'IBHCI\/JIIHGM pa60Ta C HUM BEACTCA B YCTAHOBJICHHOM ITOPAIKE.

Ha 3ampockl TeMaTudeckoro xapakrepa, MOCTYIUBILINE B apXUB OPraHU3allUU IO
MH(OPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM CETH, B TOM YHCJIE IO ceTH VIHTEpHET, OTBET MOXKET
OBbITh HaNpaBJieH B BUJE MEKTPOHHOTO JOKYMEHTA 10 YKa3aHHOMY aBTOPOM 3arpoca
AIIEKTPOHHOMY aJIpecy.

3anpoc 1o KeH OBITh 3apETUCTPUPOBAH B TEUEHUE TPEX pabOUYMX JHEH ¢ MOMEHTA €Tro
MOCTYTUICHUSI.

3ampoc, He OTHOCSIIIHIACS K COCTaBY XPaHSIIMXCS B OpraHU3aIiy JOKYMEHTOB
(HenpouIIbHBIN 3ampoc), B TEUEHUN 7 JHEHW CO JHS pETUCTPAIliH 3allpoca HAMpaBIIsIeTCs B
OpraHu3aIuio, TJIe MOTYT XpaHUThCS HEOOXOAUMBIC JOKYMEHTHI C YBEJIOMIICHUEM 00 ATOM
M0JIL30BATEIIS.

3anpoc, MOCTYNMUBIINMA B apXUB OpraHU3allii, UCIIOJIHIETCSA B YCTAHOBICHHOM IOPSJIKE B
COOTBETCTBUU C TPEOOBAHUSIMU 3aKOHO/IATEIbHBIX U MHBIX HOPMATHUBHBIX MTPABOBBIX aKTOB I10
paboTe ¢ oOpaleHUsIMH FPaXKIaH U MPEI0CTABICHUIO TOCYIaPCTBEHHBIX (MYHULIUIIATbHBIX)

YCIIYT.

OTBeT Ha MOCTYNUBIIHNI B apXUB OpPraHU3alliy 3alpoc npeaocrasisercs B TeueHue 30
IHeH co qHs ero peructpanuu. C paspenieHus pyKoBOACTBa OPraHU3AIH ATOT CPOK MOXKET OBITh
npojuieH He 6osee yem Ha 30 qHE, ¢ yBeJOMIIEHHEM 00 3TOM 3asBUTEINSL.

5.11. OTBeTHI Ha 3aMPOCHI NOJIB30BATENEH, B TOM YKMCIIE OTBETHI Ha 3alIPOCHI IPaKIaH
COLIMAJIBHO-TIPABOBOTO XapakTepa, 0(opMIIIOTCs B OpME apXUBHOM CIIpaBKH, apXUBHOU
BBIMMCKH U apXUBHOM KOIHMH, COCTaBJIEHHBIX Ha OlaHKe OpraHu3aliy (apXruBa OpraHu3alum),
0(OPMIICHHBIX 1 3aBEPEHHBIX B YCTAHOBJICHHOM IMOPSIKE.

HpI/I OTCYTCTBHUU NOKYMCHTOB, HCO6XOI[I/IMBIX JJIsL UCITOJIHCHU A 3aITpoca
CONUAJIBHO-TIPABOBOT'O XapaKTCpa, COCTABIIACTCA OTBET 00 ux OTCYTCTBUHU C YKa3aHHUEM IIPUYIHNH
Ha OJaHKe OopraHu3anuvu. B CJIydac OTpULATCIBHOI'O OTBETA MUCbMO, COACPIKALICC I/IH(I)OpMaI_II/IIO
00 yTpare Uin rudenmn HCO6XOI(I/IMBIX JAOKYMCHTOB, JOJI’KHO OBITh 3aBCPCHO MCYATHIO
OopraHu3anuu.

*kkkk



5.13. ApXuBHBIE BBIIIUCKU M apXUBHBIE KOMIUU 0(OPMIIAIOTCS Ha OJIaHKe OpTraHU3aIiH
(apxuBa opranusanun) ¢ 0003HaUYCHNUEM Ha3BaHUS BUaa qokymMeHTa: K APXVBHAS
BBITIMCKAY», «cAPXMBHAS KOITHSI».

B apanHoﬁ BBIITMCKEC HA3BAHHUEC JOKYMCHTA, €0 HOMEP U AaTa BOCHPOU3BOIATCA
IIOJIHOCTBIO.

Brinucka npou3BoAUTCS TOIBKO U3 TOKYMEHTa, B KOTOPOM COJIEPKUTCSI HECKOJIBKO
OT/ENIbHBIX, HE CBSI3aHHBIX MEXIy COO0M BOMPOCOB. BhIMucKa q0KHA BOCIIPOU3BOAUTD TTOTHBIN
TEKCT 4acTH JJOKYMEHTa, OTHOCALIEHCS K 3aIpocy.

W3BnedyenneM 13 TeKCTa JOKYMCHTA JOJI?KHBI OBITH HUCUCPpITIaHbl BCC UMCIOUCCA TaHHBIC
I10 3a1pocy. Hauamo n KOHCI KAXXA0TO U3BJICUCHUS, a TAKKE IMTPOITYCKHU OTACIIBHBIX CJIOB B TCKCTEC
AOKYMCHTa 0003HAYar0TCI MHOTOTOYHEM.

B apxuBHO# BbINKCKE TOJKHBI OBITH C/I€TIaHbl COOTBETCTBYIOLIUE MPUMEUYaHUS U
OTOBOPEHBI YaCTH TEKCTa OPUTHHAJIA, Hepa300pUMBO HAITMCAHHbIE, UCIIPABJICHHbIE aBTOPOM, HE
MOJIAIOIIMECS] IPOUTEHUIO BCIIEICTBUE TIOBPEXKICHUS TEKCTA U IpYrUM npuiunHaM. OTaeiabHbIe
CJIOBA U BBIPA)KEHHUS JOKYMEHTA, BbI3bIBAIOIINE COMHEHUSI B UX TOUHOCTH, a TAK)KE UCIPABIICHUS,
MOYUCTKH, BBI3BIBAIOIIE COMHEHHUE B UX JOCTOBEPHOCTH, OTOBAPUBAIOTCS NToMeTaMu: «Tak B
JTOKyMeHTe», win «B Texcte Hepaz0opunBoy», mim «Tak B Tekcre opurunana». [locne Texcta
apXUBHOM BBITUCKU YKAa3bIBAIOTCS apXUBHBIN MM(P U HOMEpa JINCTOB €AUHULIBI XPaHEHUS
apXUBHOTO TIOKYMEHTA.

Ecnu Beimucka 3anuMaet 6oJiee 0JTHOTO JINCTA, ApXUBHBIN MIK(P 1 HOMEpa JHCTOB
€IMHULIBI XPAaHEHUS apXUBHOTO JJOKYMEHTAa YKa3bIBalOTCSA HAa 000POTE KayK0TO JIUCTA.

ApXI/IBHBIe I_HI/I(l)pI)I MU HOMCECpA JIMCTOB €IUHHI XPaHCHHA JOKYMCHTA IIPOCTABJIAKOTCA HA
060p0Te KaXXJa01ro JucTta apXHBHOﬁ KOIINH.

ApXI/IBHaﬂ BBIIIMCKA U apXWBHAA KOIIHS IIOAIKUCBIBAIOTCA PYKOBOJUTEIIEM OpraHu3allun
HJIM UHBIM YIIOJJHOMOYCHHBIM UM JOJIZKHOCTHBIM JIMIIOM U 3aBEPAIOTCA II€YAaThIO OpraHu3aiuu.

Bce nmucTer apXHBHOﬁ BBIIIMCKHU U apXHBHOﬁ KOIIMHM OOJIKHBI OBITE IMPOUIUTHI,
IMPOHYMCEPOBAHBI U 3aBEPCHBI AHAJIOTUYIHO TOMY, KaK 3aBEPACTCA MHOIOCTpAHUYHASA apXUBHAs
CIIpaBKa.

5.14. [loAroToBiIeHHbIE APXUBOM OpPraHM3allUU OTBETHI HA 3aIPOCHI (APXHBHBIE CIIPABKH,
apXMBHBIE BBIIMCKH U apXUBHbIE KOITMM) HAMIPABJIAIOTCS 3asIBUTEIISAM I10 ITOYTE WIIH BBIIAIOTCS:
3asIBUTEIIIO — IIPH IIPEIBABICHUH JOKYMEHTA, YIOCTOBEPSIOLIETO JINYHOCTD, €0 MIPEICTaBUTEISAM
— MIpU NPEIbABIECHUH IOKYMEHTA, YAOCTOBEPSIOIIEr0 JIUYHOCTD U IOBEPEHHOCTH, OPOPMIICHHOI
B YCTaHOBJIEHHOM mopsike. [loydarens apXuBHOW CHIpaBKM, apXWBHOM BBIMCKU WIIN apXUBHOMN
KOIIMHU PACIUCHIBAETCA Ha BTOPOM JK3EMIUISIPE NOIYy4aeMOro JOKyMEHTa, OCTAIOLEMCS B Aeiax
apXxyBa OpraHM3allly, ¢ YKa3aHUEM JIJaHHBIX MAcIopTa WU JIPYroro JOKYMEHTa,
YIOCTOBEPSIOLIET0 JIMYHOCTD MOJTydaTels.

5.15. ApXI/IBHBIC CIIpaBKH, apXUBHBIC BBITIMCKU U aPpXHUBHBIC KOIINH, HAIIPABJIACMBIC B
rocyaapcrea, noarnrucaBmune Faarcxylo KOHBCHIIUIO 1961 T'., B COOTBETCTBHMU C KOTOpOﬁ HC
TpeGyeTcsi KOHCYJIbCKas JICTaJINn3alnsa O(I)I/II_II/Ia.HBHBIX JAOKYMCHTOB, 3aBCPAIOTCS IMPOCTABJIICHUECM U
3aIllOJIHCHUEM CIICLHUAJIBHOTO IITaMIIa - alilOCTHIIA.



ATIOCTUIIb HA ApPXMUBHBIX CIIPAaBKaX, apXUBHBIX BBIITMCKAX U APXUBHBIX KOMUSAX,
MOJITOTOBJICHHBIX (he/iepalbHBIMI OpraHaMu rOCyIapCTBEHHOM BIacTH (KpOME Te€X, KOMY TaKoe
MPaBO MPEAOCTABICHO HOPMATUBHBIMU NIPABOBBIMU aKTaMH) IPOCTABISET (eiepaabHbIi Opran
VCTIOJITHUTEJIBHOM BJIACTH, YIIOJTHOMOUYCHHBIH B chepe apXUBHOTO JIENa.

Ha apxuBHBIX cripaBKax, apXMBHBIX BBIIIMCKAX U APXUBHBIX KOIHUAX, IIOATOTOBIECHHBIX
OpraHu3alUsIMH, PACIOJIO0KEHHBIMU Ha TeppUTOpUHN CyOBekTOB Poccuiickoit denepannu (kpome
T€X, KOMY TaKo€ IIPaBoO MPEIOCTABIEHO HOPMATUBHBIMU IIPABOBBIMU aKTaMH), allOCTHIIb
IIPOCTAaBJISETCS OpraHaMu UCIIOJHUTEIbHON BiacTu cyObekToB Poccuiickoit @enepanui,
YIOJIHOMOYEHHBIMH B Cpepe apXUBHOTO JelIa.

[IpocraBnenue anocTuiis Ha apXKUBHBIX CHPaBKaX, apXUBHBIX BBIITUCKAX U aPXUBHBIX
KOTUAX, TOATOTOBJICHHBIX apXUBAMH OpPraHU3alldl, OCYIIECTBISECTCS MOCIE UX MUCbMEHHOTO
oOpalreHus, ¢ mpeICTaBlIeHHeM B yoJiTHOMO4YeHHbIH [IpaBuTtenscTBoM Poccuiickoit @enepariun
(dbenepanbHbIN OpraH UCMOJHUTEIILHON BJIACTH WJIM OPTaH UCIIOJTHUTEIILHON BIIACTH CyOBhEKTa
Poccuiickoit deneparuu, ynoJTHOMOUYEHHBIN B chepe apXUBHOTO Jiejia, 00pa3IoB MOMUCEH, C
MOJITBEPKICHUEM MTOJTHOMOYHI HA TPABO MOAMUCH KOHKPETHBIX JOJDKHO CTHBIX JIUII, & TAKXKE
00pa3IoB MeYaTei.

ArtocTuis He MMPOCTABJILICTCA HA AOKYMCHTAaX, MPECAHA3HAYCHHBIX IJIA HAlIpaBJICHUS B
rocyziapcTaa, ¢ KotopbiMu Poccutickas @enepanus 3aKII04riIa TOrOBOPHI O MPABOBOW MOMOIIU U
MIPABOBBIX OTHOILIEHUSX MO TPAKJAHCKUM, CEMEWHBIM U YTOJIOBHBIM JIejIaM, a TAaKkKe B
rocynapcta - yaactauku CHI', moamucasmme CornamieHye o mpuHIUMax U popMax
B3aMMO/ICHCTBUS B 00JIaCTH UCIIOJIB30BAHUS apXUBHOM HH(OPMALIUH, WK C KOTOPHIMU UMEIOTCS
JIBYCTOPOHHUE COTJIAIIEHUSI O COTPYIHUYECTBE.

B cnydae oTka3za B mpoCTaBIE€HUU allOCTHIIA 3asIBUTEIIO B T€UEHHUE TPeX pabounx THEM
HaIpPaBJIAETCS MUCbMEHHOE COOOIIEHUE O TPUUMHE OTKAa3a.

JleKUMOHHBII MaTepuaJl

ApXUBHBIE CIIPABKH, BEITUCKU M KOTIMU BbIIAIOTCA Ha OCHOBAaHUU MHCbMEHHOTO 3arpoca
(bU3MYECKOTO WIH IOPUAUYECKOTO JINIA, KOTOPBIN TOJKEH COJIepKaTh HaMMeHOBaHue (U aapec
MIPH MEPECHIIKE) OpraHu3alui (apXxuBa), KOTOPO OHU aIPECOBAHBI; U3JI0KEHUE CYIIECTBA
BOMpOca; GaMIINIO, UMS U OTYECTBO 0OPAIIAIOIIErOCs; €ro aipec, KOHTAKTHBIE TeJIe(POHBI; 1aTy
U JTMYHYIO OANKCH. B 3ampoce, conepskaliem npocb0y 0 MOATBEPKACHUH TPYAOBOTO CTaXKa WU
pa3Mepa 3apabOTHOM MIIaThl, YKa3bIBAIOTCS KpallHUE JaThl, MECTO U JOJKHOCTH PaOOTHI.

BbliaHHbBIE apXUBHBIE CIIPABKH, KOTIMU M BBIIMCKH U3 JOKYMEHTOB PETUCTPUPYIOTCS B
KypHaie o ¢opme.



lMpunoxexue 3

MpumepHan popma XypHana perucTpaLi BbIAAHHLIX CNPABOK, KON, BLINKCOK

KYPHAN
perncrpauny BblaHHbIX (NPaBok, KOﬂHﬁ, BbINWCOK
Hassanue

Raran BbipanHoroe | ﬁ‘:‘: ! Pacnucka
Ne Asvop 3anpoca, perncrpa- Copep- AOKYyMeHTa :ﬂon":“ 8 nony- Npuse-
a/n nex. N°, para, UMOMMBIA wamuue (konun, HoMep qeHnn Sanie

aapec, renedon HoMep sanpoca BLINNCKA, | o hnoro | WM AATA

3anpoca cnpaexa A OTNPaBKK

W ap.) AOKyMeHTa
1 2 3 4 5 6 7 8

Obpawenus epaxcoam, 8 KOMoOPwvIX OMCYMCMEYIom Gamuiuu, aopeca u nOONUCU
00pawaowWuxcs, CHUMAarOmcs AHOHUMHBIMU U He NOONeHCAm PACCMOMPEHUIO.

B cnyuae ecnu 6 obpawenuu npedcmasiena HenoaHas ungopmayus 0 3anpamiueaemvblx C8e0eHUsIX
(Hanpumep, He YKA3aHO CMPYKMYPHOe noopazoeieHue Uil 3a KaKue 200vl mpeoyemcs
noomeepaHcoeHue 0 mpyoosom cmadice, 3apabomHou niame u 0p.), apxus 00s3aH 3anpocumy y
3as6umest OONOJHUMENbHbLE CBEOCHUS.

Cpok ucnonneHus 3anpocos8 COYUaIbHO-NPABOBO20 XAPAKMEPA CPANCOAH U OPSAHUZAYULL NO
0OKyMeHmam apxuea e 0oaxceH npesviuiams 30 Onell co Ous pecucmpayuu oopawernus. Ilpu
CLOJICHBIX 3ANPOCAX CPOK Modicem Obimb NPooieH, Ho He bonee yem Ha 30 Onell, ¢ 003ameNbHbLIM
yeeoomaeHuem 06 3Mom 3aa8uUmels.

B cayuae nocmynnenus 6 apxus nenpoguibroeo sanpoca (He no HazHaveHuro) 3anpoc
nepecwLiaemcs o NPUHAOLENCHOCMU 8 Opyeue OPeaHU3ayUL Uil apxXuesbl 8 5-OHEeGHbl CPOK C
MOMeHma 0opaujeHus, 0 vem 00800UMCsL 00 C8e0eHUsl 3ASIBUMEIIAL.



lNpunoxenue 2

Mpumep opopmaeHHA apXUBHON BHINHCKH
OTKPbITOE AKUMOHEPHOE OBLUECTBO NJO. CuumybiHON
“MbITULUMHCKUIA XNOMOK" yn. CTpoutenen, a. 8, k6. 115,
ApXMBHARA BHINWUCKA Mockosckan obnacry,

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

r. Mocksa

W3 NPUKA2a 0T 24.07.75 N2 62-x anpexTopa
MBTHULMHCKOTO XNONUATOOYMAXHOrO KOMOMHATA

B uensax NOBLULEHUA TBOPHECKON AKTMBHOCTH PAbOUMX OCHOBHBIX NPOGECCHi, BHIABNCHHA ¥ pac-
NPOCTPAHEHNA BHICOKONPOMUIBOAUTENbHBIX METOROEB PAtOTHI Ha KOMOMHATE NPOBOANNCA KOMKYPC
patouero MacTepcTea No NPAANALLIMLAM M TKAUaM (TaK 8 AOKYMeHTe), B COOTBETCTBUM C YTBEPKACH-
HBIMM YCNOBHAMMK NO NPOBRACHKUIO KOHKYPCA, NPUKAZLIBAK:

1. Npemuposats NobeanTenen KOHKYPCa pabouero MacTepCTsa, 3aHABIWKX NPU30BLIe MeCTa:

4. Cumnysiny /110, - npaaunsiumuy - 3-e Mecro.

Aupexrop KombnHata @ o H.A. @omunues
COrnacoBanlo ¢ NPOGKOMOM k/ ?‘u 0.B. Xapnamosa

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

Bepmo:

feHepanbHbii AMpeKTop oblecTsa % (l‘ KA. Kpenetos

Nyz2avesa Nlo6oes NleonudosHa
345-78-56

Tecm k pasoeny Ne3

Bonpoc 1
bana: 1,00

Omnwuce 1en o JMYHOMY COCTaBY BKIIIOYAET B ceOs
Bribepure ouH OTBET:

d. HAMMCHOBAHNE OpraHU3aln, HOMEpP (1)0H)Ia; HOp}I,Z[KOBBII\/'I HOMCEp, UHACKC JcIa (HpI/I
HaJIMYUU HOMCHKIIATYPhI I[eJ'I); 3aroJIOBOK J€jia; JaTa aAcja, 4YucCjIo JUCTOB B ACJIC

b. HanMeHOBaHKe OpraHu3aIK; HoMep (OH/A; TOPSIKOBbIH HOMEp; HHICKC Jena (Tpu
HAJIMYUY HOMEHKJIATYPHI JIeN); 3ar0JIOBOK JIeNa; 1aTa Jeja; YMCIIO JMCTOB B Jielie; TPUMEYaHHe
(ecnu ecTb)



C. HAMMEHOBAHKE OPTaHU3AINH; CTPYKTYPHOTO MO/Ipa3/ieieHus; HoMep (poHna; mopsIKoBbIN
HOMEp; UHJEKC Jena (IIPU HAIMYMKA HOMEHKIIATYpPBI J€]); 3ar0J0BOK JIeIa; AaTa JIe1a; YUCIIO0
JIUCTOB B JIEJIE; IPUMEYAHHE

- o
d. HaMMeHOBaHME OpraHu3anuu; HoMep (HOHIA; MOPSAKOBBII HOMEP; HHACKC Jiena (1pu

HAJIMYMY HOMEHKJIATYPBI JIeN); 3aroJIOBOK Jielia; aTa JIesia; YMCII0 JIMCTOB B JIeJIe; AaTy mepeaadn
donma

Bonpoc 2
bamr: 1,00

Bri6epute HEBEpHOE YTBEPKICHHUE

Br16epute 0/1uH OTBET:

r
a. Ommce gen mo JIMYHOMY COCTaBYy COCTABJIACTCA B TPECX SK3EMILIAPaAX

r
b. Onuce ACI 110 JIMYHOMY COCTaBY COCTABJIACTCA B TPEX SK3CMILIAPAX

. Onuch JOKYMEHTOB MOXET ObITh COCTABJIEHA IO XPOHOJIOTHUYECKOMY UJIM CTPYKTYPHOMY
MPHUHIIUITY, KOTOPbIE 0OBIYHO COYETAIOT B OJTHOM OMKCH: B KaXKJIOM XpPOHOJOTUYECKON TpyIIIe
JieNia paclpeessitoTCsl B COOTBETCTBUU CO CTPYKTYPHBIM IOApa3IesIeHuEM
- o .
d. Onuck fen mo JUYHOMY COCTaBY — YIETHBIN TOKYMEHT, KOTOPBIN COACPIKHUT MIEPEUCHb
JOKYMEHTOB JIeJI 110 JJUYHOMY COCTaBY C YKa3aHHWEM HMHJEKCOB, Ha3BaHUM TOKYMEHTOB U JIp.

Bomnpoc 3
bamr: 1,00

HpI/I COCTaBJICHUM OIIMCH A€ II0 JIMYHOMY COCTaBy IIO HOMHHAJIBHOMY IPHUHIOUITY

3aroJIOBKH €JI B OIIUCU UAYT B CHC,HYIOH_[Cﬁ MIOCJICA0OBATCIIbHOCTH

Bribepure ouH OTBET:

a. JIMIIEBbIC cyeTa pabouMX U CIyXKalllKX 110 3apaboTHOI miare (pacueTHbIE BEIOMOCTHU IO
3apIuiaTe); CIUCKU JIMYHOTO COCTaBa; JMYHBIE JIeNa; HeBOCTPeOOBAHHBIE JINYHBIC MO UTMHHBIE
JOKYMEHTBI YBOJICHHBIX pAOOTHUKOB (IIPU OTCYTCTBUU OT/EJIbHOM OTHCH)

b. TPYAOBBIC TOT'OBOPBI (COFJ'IaIJ_IeHI/IH); AKThI O HCCUACTHBIX ClIydasaX

C. CHUCKH JIMYHOTO COCTaBAa; KAPTOUYKHU 10 YUETY JJUYHOTO COCTAaBA; JIMYHBIE JeJa; TPYI0BbIE
JIOTOBOPBI (COTTIAIIEHUS)

d. IIpUKa3bI (pacnopmeHI/m) [0 JINYHOMY COCTaBYy, CIIUCKH JIMYHOTO COCTaBa; JIMYHBIC ACJIA,
KapTO4YKH IO YUCTY JIMYHOI'O COCTaBa



Bomnpoc 4
bamr: 1,00

Kakomy HOpMaTHBHOMY NOKYMEHTY IPHUHAUIEKUT cTaThs 24, kotopas riacut: «Coop,
XpaHEHHE, HCIOJIb30BAaHNE U PACHPOCTpaHEHHE MH(OPMAIMU O YAaCTHOW JKU3HM JinIa Oe3 ero
corjacusi He Jomyckaercsi. OpraHbl TOCYAapCTBEHHON BJIacTM W OpraHbl MECTHOTO
CaMOYIPaBIEHHsI, WX JOJDKHOCTHBIC JMIA OO0s3aHBI OOECIEeYUTh KaXJIOMy BO3MOXHOCTh
03HAaKOMJIEHHUS C IOKyMEHTaMU U MaTepuallaMi, HEMOCPEACTBEHHO 3aTParuBalolMMU €ro IpaBa

¥ CBOOO/IbI, €CJIM MHOE HE MPETyCMOTPEHO 3aKOHOMY?
Br16epute 0/1uH OTBET:

a. TpynoBoii kogekc PO

“ o Koncrutynus PD

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

d. ®enepanbubiii 3akoH oT 22 okTs0pst 2004 romga Nel125-D3 «O6 apXuBHOM JIeiie B
Poccuiickoit denepamm»

Bomnpoc 5
bamr: 1,00

Haiigure numnee: 3anpoc coluaibHO-IPABOBOTO XapaKTepa ...

Beibepure ouH OTBET:

a. 9TO 3aIpoC O MOATBEPKICHUU TPYJOBOI0O CTa)Xa WM pa3Mepax 3apabOTHOM I1aThl,
HarpaxJeHuH, IPUCBOCHUH 3BaHUH, M0JIydeHHs: 00pa30BaHUsA U T.I1.
r . .

b. aT0 3ampoc, CBsI3aHHBII ¢ BOCCTAHOBJICHHEM POJICTBEHHBIX CBSI3€H, HCIIOIHEHHE KOTOPOTO
SBJISITCS IJIATHOW YCIIYTOM apXuBa

C. 3TO 3a1pOC KOHKPETHOI'O JIMIIA UJIM OpraHru3alu, CBSI3aHHBINA ¢ 00ecreYeHUEM IpaB u
3aKOHHBIX HHTCPECOB I'pakKJiaH

d. BeigaeTcs GecruiaTHO B hopMe apXUBHOM CIPABKU, apXUBHOM KOTIUH M apXHUBHOM BBIMUCKH

Bonpoc 6
bamr: 1,00

CpOK HCIIOJIHCHUA 3aIIpOCOB COLIUAJILHO-TIPABOBOI'0 XapaKTCpPa I'paxKJaaH U OpraHI/IBaI_[I/Iﬁ 10

AOKYMCHTaM apXuBa HC NOJIZKCH HNPCBLINIATH JHEH. HpI/I CJIOKHBIX 3aIllpoCax CPOK MOKET



ObITH TIPOJAJICH, HO HEe Ooyiee yeM Ha JHEH, ¢ 00s3aTeNbHBIM YBEJAOMIIEHHEM 00 3TOM

3asABHUTCIIA

Bribepure oa1H OTBET:

i'“ . .
a. 30 xaneHJapHbIX JHEW co IHA peructpauuu oOpamenus; 30 nuei

C o .
b. 30 gHeit co aHs perucTpaiuu odpaieHus; 15 auei

T o o
C. 30 xaneHJapHbIX JHEH co IHA perucTpauuu oOpauieHus; 15 nuei
r o o
d. 30 pabouwmx aHEl co qHs peructparuu oopamienus; 30 qHei

Bomnpoc 7
Bbamn: 1,00

Nmeromuecs B JNWYHBIX JeiaxX JHUCTKH IO Yy4YeTy KaJpoB, aHKEThl, aBToOMOTpaduw,
COOCTBEHHOPYYHO COCTaBJICHHBIE 3asiBUTENIEM, HA KOTOPBIX OTCYTCTBYIOT OTMETKH O MPOBEPKE
MMEIOIUXCS B HUX CBEJICHUI Ha OCHOBAHUM IPEJCTABIIEHHBIX MOJJIUHHBIX JOKYMEHTOB WIIU

CIIPaBOK
BriGepute ouH OTBET:

a. MOT'YT CITY’KUTh OCHOBAHHEM JJIsl BbIIa4l apXUBHBIX CIIPABOK O TPYIOBOM CTa)Ke MpHU
MMCbMEHHOM pa3pellieHnu AUPEKTOopa apXuBa

b. MOT'YT CIIYKUTh OCHOBAHUEM JIJI BbIa4W apXKWBHBIX CIIPABOK O TPYJAOBOM CTaXKe

C. MOT'YT CIY?KUTh OCHOBAaHHMEM IJIs1 BbIA4YU apXMBHBIX CIIPABOK O TPYAOBOM CTaXKe IIpHU
IMHUCBbMCHHOM Pa3pCUICHUU TUPCKTOPA OpraHu3alvu, rac pa6OT8.J'I COTPYAHUK

d. me MOTYT CIIYKUTb OCHOBAHUCM JUIS BbIJa4U AapXUBHBIX CIIPABOK O TPYAOBOM CTaKe

Bomnpoc 8
bamn: 1,00

Ykaxure HeBepHHﬁ BapHaHT: «B kadectBe AOKYMCHTOB, IMOATBCPKAAOIINUX pr,HOBOfI
CTaX, JIs1 COCTABJICHUA CIIPAaBKH IIPU OTCYTCTBHUH IIPUKA30B 110 JINYHOMY COCTaBy MOTYT OBITh

HCIIOJIb30BAHEI ...»

Bribepure o1H OTBET:

d. TIpUKa3kI 110 OCHOBHOH J€ATEILHOCTH



b. ankera

C. JIUIIEBBIE CYETa 0 3apabOTHOH IIaTe
-~
d. mTaTtHOE pacrucaHue OpraHu3aluu

Bomnpoc 9
Bayur: 1,00

HpI/I BblJIA4Y€ IIOJJIMHHOI'O0 JOKYMCHTA M3 apxuvBa 110 JIMYHOMY COCTaBYy IIOJIY4aTCIIb
IMOAJIMHHOTO JIMYHOTO AOKYMCHTA JOJIPKCH PaCIIMCAThCA Ha O60pOT€ KOIMIUHK JIMYHOT'O JOKYMCHTA,

OCTaIOIIEHCsl B apXHBe OpraHu3auu. [Ipu 3ToM B paciiicke yKa3bIBaeTCs
Br16epute 0/1uH OTBET:
-~

a. KOHTPOJIbHAS JIaTa BBIIa4M JOKyMEHTa

b. crenens poacTa

C. macnopTHbBIC JAHHBIC 3aABUTEIIA

d. 1iestb ¥ CpOKHM BBIIAYM JTOKyMEHTA

Bomnpoc 10
bamr: 1,00

Z[ena, coacpKaue JOKYMCHTBHI II0 JIMYHOMY COCTAaBY BbIAAOTCA BO BpPEMCHHOC

I10JIb30BaHUEC U3 XpaHUJIUII Ha CPOK, HE npeBHmanmHﬁ:

BriGepuTe oiMH OTBET:

- o
a. 3 mMecs11a BO BpeMEHHOE MOJIb30BaHue 7S APYTrUX OpraHu3anui
b. 3 Mecsia A5t KCTOJIb30BAHUS TOKYMEHTOB B UUTAIBHOM 3aJ1e

c.1 MCCALCB UIA SKCIIOHUPOBAHUSA JOKYMEHTOB

d.2 MecAla 4Jisd UCITOJIb30BaHUA pa60THI/IKaMI/I OopraHu3anuvu

Konmponvnas paboma no oucyuniune

Apxuebl no jiuuHomy cocmaey

OtBeThTE HA BBI60p Ha 5 BOIIPOCOB U3 NIpHUJIaracMoro Criiucka.



Kaxnpiii otBeT Ha 3-4 mpeiosxkenus — 1 ab3ar 1okeH ObITh apryMEHTHPOBAH M JOKA3aTEJICH.

NoOUTR WM

10.
11.
12.
13.

14.
15.

16.
17.
18.
19.
20.

21.
22.
23.
24,

25.
26.

27.
28.

Jlaiite ompeneneHue MOHATHIO «KaApoBas NOKYMEHTALUs», «IJOKYMEHTBI IO JIMYHOMY
COCTaBY».

Kakoe MecTo B KaipoBO JOKYMEHTALIUK 3aHUMAIOT JJOKYMEHTHI 110 JINYHOMY COCTaBy?
[Iepeuncinre BUABI JOKYMEHTOB 110 JUYHOMY COCTaBY.

[Touemy Tak Ba)kHO 00ECIIEUNTh COXPAHHOCTb IOKYMEHTOB IO JJMYHOMY COCTaBy?
Ha3oBute 10KyMEHTBI 110 TUYHOMY COCTaBY, UMEIOIIME JOJTOBPEMEHHBIA CPOK XPAHEHUS.
Kakue 10KyMeHTbI 10 JMYHOMY COCTaBY UMEIOT KPATKOBPEMEHHBIN CPOK XpaHEHUs?
HazoBure n0KyMeHT, yTBEpAMBIINN NPUMEPHOE MOJIOXKEHUE O PallOHHOM (IOPOJCKOM)
ApxuBe JOKYMEHTOB II0 JIMYHOMY cOCTaBy. M3 CKOJIbKMX YacTeil OH cOCTOMT?
[Tepeuncnure ux.

enp cozmanus ApxuBa JOKYMEHTOB I10 JMYHOMY COCTaBYy.

3a yelt cuéT coaepKUTCs ApXUB TOKYMEHTOB I10 JIMYHOMY COCTaBy?

Mosxer mu ApXuB JOKYMEHTOB IO JJMYHOMY COCTaBY BBINIOJIHSTH IJIaTHbIE YCIyru?
Kakue 1oKkyMeHTbI BXOJAT B cOCTaB ApXHBa JIOKYMEHTOB 110 JINYHOMY COCTaBy?
PackpoiiTe ocHOBHBIE 331a4i M PYHKIMU ApXUBa MO JUYHOMY COCTaBY.

Nwmeer nu nmpaBo ApXUB MO JTUYHOMY COCTaBy MITpadoBaTh PYKOBOAUTENEH OpraHU3auil
3a HECBOEBPEMEHHYIO OILIATy €ro yCiayr?

Kto BO3rnasnsier ApXvB JOKYMEHTOB I10 JINYHOMY COCTaBy?

[Iepeunciure 3Tanbl NMPOBEAEHUS SKCHEPTHU3bl LIEHHOCTH JOKYMEHTOB IO JIMYHOMY
cocraBy?

Kakne noxyMeHTBI COCTaBISIOTCS IPH MPOBEAEHUH YKCIIEPTU3BI [IEHHOCTH?

IToanexar 11 yHUYTOKEHHUIO IOKYMEHTBI 10 JINYHOMY COCTaBy?

KT0 MOKeT cTaTh HCTOYHMKOM KOMILIEKTOBAaHUS JTOKYMEHTAaMH 110 JINYHOMY COCTaBY?
Ilepeuncanre 0COGEHHOCTH MOATOTOBKH K IT€pejaue Ha XpaHEHUE U apXUBHOTI'O XPAaHEHHUS:
IIPUKA30B IO JUYHOMY COCTaBY, JINYHBIX J€J, JHIEBBIX CUETOB, TPYAOBBIX KHHKEK,
JIMYHBIX KAPTOUYEK, TPYAOBBIX JOTOBOPOB, PETUCTPALNOHHBIX KHHUT.

ITopsinok opopmieHHs TUYHOTO Jena.

B uém oTnnume onucyu A€ N0 JMYHOMY COCTaBy OT APYTMX apXUBHBIX OMUCEH?

Kakue y4€THbBIE TOKYMEHTBI BEAYyTCsl B ApXMBE Ha J€J1a 110 JUYHOMY COCTaBYy?

Kakue mepsl MOXeT NpUHATh ApPXWUB Ui OOHAPY)KEHUS IMPOINABLIErO JOKYMEHTa IO
JIMYHOMY COCTaBYy?

3UMOM B IIOMEUICHUM, TJI€ XPAHATCA JOKYMEHTHI 10 JINYHOMY COCTaBy, HEOKHJAHHO Ha
HECKOJIBKO 4acOB OTKJIFOYMIIM OTOIUIeHUE. Bamm neiictBus?

Ha3zoBute (hopMbl UCTI0/Ib30BaHUS APXUBHBIX JOKYMEHTOB I10 JITYHOMY COCTAaBY.

Kakoii 3aK0H peryaupyer JOCTYI K apXUBHBIM JOKYMEHTAM I10 JIAYHOMY COCTaBy?
IIpencraBbTe, 4TO BBl OpraHU3alys co CPEAHUM JOKYMEHTOO00pOTOM, Ipopaborasiias 15
ner. CMozenupyiTe CUTyallMI0 IE€peladd B BEIOMCTBEHHBIM apXWUB JOKYMEHTOB II0
Iu4HOMY cocTaBy. COCTaBbTE ONMCH JI€], IPOTOKOJ 3aCE€AAHUS IKCIIEPTHON KOMUCCUH U
aKT Ha YHUYTOXXEHUE JIEI.

ITapameTpsbl padoThl: yKa3aTh JTUCUMILIMHY, KTO BeIoIHUI: D.M.O. cTynenTa, Kypc, rpynmna,
otaenenue. Hlpudr 14, Times New Roman, mexxctpounslit nHTepBan 1,5, Hymepalius cTpaHHI

110 BEpXHEMY MPAaBOMY Kpato, 00beM paboTsl — 2-3 cTp. OOs3aTeNbHBI CCHUIKH Ha JIUTEPATypy B

TEKCTE B [], COMCOK JUTepaTypbl 0popMisaTh B coorBeTcTBUH ¢ 'OCTOM, 10IYCTUMBI TOJIBKO

MPOBCPCHHBIC SJICKTPOHHBIC PECYPCHI: O(I)I/II_II/IaJ'ILHLIC CaMTHI U 1. Hy6J'II/IKaI_II/II/I.

Hmozoewiit mecm no Kypcy «Apxuevt no 1utHoMy cocmagy»



Bomnpoc 1
bamr: 1,00

ApXUB 110 JINYHOMY COCTaBy — 3TO

Bribepure oauH OTBET:

a. CAaMOCTOSTEIbHOE YUPEKIEHUE WU CTPYKTYPHOE MOIpa3ielieHUue YUpexKACHUs,
OCYILIECTBJISIONIEE KOMIIJIEKTOBAaHUE, XpaHEHHE, YUET U UCII0JIb30BAHUE IOKYMEHTOB 110 JINYHOMY
COCTaBYy

b. moxpazneneHue KaapoBOM CIyKObI PEANPHUSITHS, OTBEUYAOIIEE 32 XPAaHCHHUE, YIET U
HCIIOJIb30BaHNUE JOKYMEHTOB TI0 JIWYHOMY COCTaBY, B TOM YHCJIE€ B 3JIEKTPOHHOM BHJIE

C. yUpEeXKJEHHE, XpaHsIllee KaapoBbie JOKYMEHTbl AD PO

d. MecTo XpaHeHHUs TOCYIapCTBEHHBIX JOKYMEHTOB

Bonpoc 2
Bbamn: 1,00

BepHbIM Mops1koM pacnoioKeHus JOKYMEHTOB IO JTMYHOMY COCTaBY B HOMEHKJIAType /e

JUTSI OTJIeJIa KaJpOB SIBISETCS

BriGepute ouH OTBET:

a. 1. HopmaTuBHO-TIpaBOBbIE aKThl, PETYIUPYIOIINE paboTy oTaena kaapos. 2. [lltatHoe
pacnucanue. 3. [lonoxxenue o0 oTaene Kaapos

o~
b. 6. Ilpukassl 0 mprieMe, YBOJbHCHHH PAOOTHHKOB. 7. IIprKa3bl 0 KOMaHAUPOBAaHUH. 8.

HpI/IKaSH O MOOHIPCHUAX, IPUMCHCHUN AUCHUIIIIMHAPHBIX B3BICKAaHUH

c. 10. Tpynosbie goroBopsl. 11. JIoMKHOCTHBIE HHCTPYKIIMKA PAaOOTHUKOB OpraHu3anuu. 12.
I'paduk oTnyckoB

‘ d. 19. XKypHan ydyera npuema, nepeBoia, yBolibHeHus: padboTHHKOB. 20. XKypHan yuera

BOEHHOOO0s13aHHbIX. 21. KypHan ydera BbIJaYM KOMAaHAWPOBOYHBIX YA0CTOBEPEHUI

Bonpoc 3
bamn: 1,00

KaKOMy HOPMATHBHOMY HOOKYMCHTY MNPUHAJICIKAT PAa3ACJibl, OIMMUCBIBAOIIUC KATCTOPUU
AOKYMCHTOB I10 JINYHOMY COCTAaBY: JOKYMCHTHI 110 OpraHru3allui, HOpMUPOBAHUIO, TapI/I(I)I/IKaL[I/II/I,

omare u oxpane Tpyna (Pasmen Ne7), noxkymeHntsl o paborte ¢ kagpamu (Paznmen Ne8), a takke



nokyMeHThl U3 Pasgena Ne4 «Yder M OTUETHOCTBY», CBA3aHHBIE C OIUIATOM TpyJla M JAPYrUMHU

BBIILJIATAMU COTPYIHUKAM ?

Bribepure o1H OTBET:

a. [lepeyeHb TUMOBBIX YIPABICHYECKUX apXUBHBIX JJOKYyMEHTOB, 00pa3yIOIIUXCs B TIpoIecce
JeSITEIbHOCTH FOCY/IapCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CaMOYIIPABJIEHUS U OpraHu3alui,
C YKa3aHHUEM CPOKOB XpaHeHus1. 3apeructpupoBad Muntoctom Poccun 8 centsiops 2010 r. Per.Ne
18380
-~
b. Meroanveckue peKoMeHIaNU « DKCIIEPTH3a [IEHHOCTH ¥ 0TOOP B COCTaB APXHUBHOTO
¢onna Poccuiickoii @enepanyi JOKyMEHTOB MO JMYHOMY COCTaBy» MpoekT 2014 r.

C. OcHOBHbIE NpaBuiIa paboThl apxuBOB opranu3zanuii 2002 r.

d. MHCTpYKITHS 110 AETOMPOU3BOICTBY OpraHU3aIHH

Bomnpoc 4
Bbamn: 1,00

Haiinnre ommbo4YHOE BEICKA3BIBAHNE

BriGepute ouH OTBET:

a. Jlnsa mpyrux Kateropuii moJib30BaTesie HeOOXOAMMO MUChMEHHOE
HOTapuaibHO-3aBEPEHHOE pa3pellieHe IPaKJaHNHa (€ro HacleAHUKA UK JIOBEPEHHOTO JINIA),
KOTOpPO€ MOKET OBITh 3allPOLIECHO OpraHu3alieil, HalpaBUBILEH MOJIB30BATENS B ApXUB,
0JIb30BaTEJIEM, €CIIM OH - YACTHOE JIULIO, UM apXUBOM IO MIPOCKOE MoIb30BaTeNsl. ApXUBY
clielyeT BbIIaBaTh MOJIb30BATEIIO TOJIBKO T€ Jejia U TIOKYMEHThI, KOTOpbIe OyIyT yKa3aHbl B
paspelieHuu

b. ITocne cMepTH rpaXkIaHKHA PABOM Ha JOCTYI K ApXUBHBIM JI€IaM U JOKyMEHTaM,
COJICp KAIIUM CBEJICHHS O TUYHOW U CEMEMHOM TaiHe, €ro YaCTHOM KU3HU 00J1aIal0T HACIICTHUKU
(moBepeHHbIE JIIAa HACIEAHUKOB), €CJIM ATO HE MPOTHUBOPEUUT 3aKOHOAATEIbCTBY PD

C. ApXI/IB obecneunBacT JOCTYII ITOJIB30BATEJIS TOJIBKO K TEM JOKYMCHTAM HJIN I/IH(I)OpMaI_[I/II/I,
KOTOPBIC OTHOCATCA K JIMY B OTHOILICHHUU KOTOPOTO, OBLIO MOJIYYCHO pa3pCIICHUC O NJOCTYIIC,
JAaXe€ €CJIM B ACJIC HAXOOATCA JOKYMCHTBI, COACPIKAIIINUC KOH(I)I/II[CHI_[I/IEUIBHBIC CBCICHUA O
HCCKOJIBKHX JIHMIax

d. ApXI/IB nNpeaoCTaBIIACT 10 OKOHYAHUA 75 neT co AHA CO3JaHus AOKYMCHTA apXUBHBIC JCJ1a
" JOKYMCHTEI, COACPIKAIINEC CBCACHUS O JINYHOM M CEMEWHOM TaliHe rpaxxJjianuHa, €ro YacTHOH
JKU3HHU 110 MOTUBUPOBAHHOMY MUCbMCHHOMY o6pameHmo COTPpYAHHUKaAM
OpraHI/I3aI_[HI>'I-(I)OH,Z[OO6pa3OBaTCJIeI>'I " UX IPpUEMHUKOB, OPraHoOB FOCYHapCTBCHHOﬁ BJIaCTH,
OpraHoB MCCTHOI'O CaMOYIIPAaBJICHUS, CYAOB, OPraHOB IIPOKYpPATYpPbl, OPTaHOB MMPEABAPUTCIIBHOTO
CJICACTBHA U JO3HAHUS B MPCACIIAX UCITOJITHCHUS UMU CBOUX CJ'Iy)KC6HBIX 00s13aHHOCTEH



Bomnpoc 5
bamr: 1,00

PaH)KHpOBaHHbIﬁ CIIMCOK HOPMATUBHBIX AOKYMCHTOB 110 periamMmeHTauuunu

(GYHKIMOHUPOBAHUS ApPXUBOB TI0 INYHOMY COCTaBY

Bribepure oauH OTBET:

a. ®enepanbHbii 3akoH «O0 apxuBHOM Jnene B Poccuiickoit @eneparum» Nel25-D3 ot 22
okTs10pst 2004 1.; Tpynosoit kogekc Poccuiickoit @enepanuu N 197-D3 30 nexabpst 2001 r.;
[IpaBuna opranu3anuu XpaHeHUs, KOMIUIEKTOBAaHUS, y4€Ta U UCIOJIb30BAaHUS JOKYMEHTOB
apXUBHOTO (POHIA POCCUIICKOM (heaepaliuu U IPYruxX apXUBHBIX JOKYMEHTOB B FOCYIapCTBEHHBIX
opraHax, OpraHax MECTHOTO caMoyIpaBieHus U opranuzanusx» ot 07.09.2015 r.; [lepeuens
TUIOBBIX YIIPABJIEHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIOLIUXCs B Mpoliecce AeITeIbHOCTU
roCy/IlapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPABIICHUS U OpraHU3alMi, ¢ yKa3aHHEM
CpOKOB XpaHeHus. 3apeructpupoBan Munroctom Poccun 8 centsaops 2010 1. Per.Ne 18380.;
Metouyeckre peKoMeHAanN «IKCIEepTr3a LIEHHOCTH U 0TOOp B cocTaB ApXMBHOTO (oHIa
Poccuiickoit deaeparum JOKyMEHTOB 1O JINYHOMY COCTaBy» MpoekT 2014 r.

b. Tpynosoii kogekc Poccuiickoit @emepanuu N 197-D3 30 nexabps 2001 r.; denepanbHblii
3akoH «O0 apxuBHOM jene B Poccutickoit @enepammm» Nel25-D3 ot 22 oktsao6pst 2004 r.;
[IpaBuna opranu3anuu XpaHeHus, KOMIUIEKTOBaHUS, Y4€Ta U UCIIOJIb30BaHUs JOKYMEHTOB
apxXUBHOTO (POHIA poCCUIICKOM (eaepaliuy U IPYruX apXUBHBIX JOKYMEHTOB B TOCYIapCTBEHHBIX
OopraHax, opraHax MECTHOTO camoyImpaByieHus1 U opranuzanuax» ot 07.09.2015 r.; [lepeuenpb
TUIOBBIX YIPABIEHYECKUX apXHUBHBIX JOKYMEHTOB, 00pa3yIoLIUXCcs B Mpoliecce AeITeIbHOCTH
roCy/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPABIICHUS U OpraHU3alHii, C yKa3aHHEM
CPOKOB XpaHeHus. 3apeructpupoBad Muntoctom Poccun 8 centsaops 2010 r. Per.Ne 18380

c. ®enepanbHbiii 3akoH «O0 apxuBHOM zene B Poccutickoit deneparmm» Nel25-D3 ot 22
okTs0ps 2004 r.; Tpynosoii konekc Poccuiickoit @eneparuu N 197-D3 30 nexadbps 2001 r.;
[IpaBuna opranu3anuu XpaHeHus, KOMIUIEKTOBAaHUS, y4€Ta U UCIIOJIb30BAaHUA JOKYMEHTOB
apxXUBHOTO (POHIA POCCUIICKOM (heaepaliuu U APYruX apXUBHBIX JOKYMEHTOB B FOCYIaPCTBEHHBIX
opraHax, OpraHax MECTHOTO camMoylpaBieHus 1 opranuzanusax» ot 07.09.2015 r.; Meroauyeckue
pPEKOMEHIalMK « DKCTIEPTHU3a IIEHHOCTH M 0TOOp B cocTaB ApxuBHoro (oHaa Poccuiickoit
denepanuu TOKyMEHTOB O JMYHOMY cocTaBy» mpoekT 2014 r.; MHcTpykuus no
JEJIOTPOU3BOICTBY OpraHU3aLNH

d. Tpymogoii koaekc Poccuiickoit @enepanuu N 197-D3 30 nexabps 2001 r.; denepanbHblii
3akoH «O0 apxuBHOM zene B Poccuiickoit @eneparum» Nel25-D3 ot 22 oxts16pst 2004 r.;
[IpaBuna opraHu3annu XpaHeHHs!, KOMIUIEKTOBAHUS, YU€Ta U UCTIOJIb30BAHUS TIOKyMEHTOB
apXMBHOTO (poH/IA poccUiicKol (enepay U JPYyruX apXUBHBIX JOKYMEHTOB B TOCYAapPCTBEHHBIX
OpraHax, OpraHax MECTHOTO caMOyIpaBiieHus u opranuzanusx» ot 07.09.2015 r.; Ilepeuens
TUIOBBIX YIPABICHYECKHX apXUBHBIX JOKYMEHTOB, 00pa3yIOIIMXCS B MPOLECCe ACATEIbHOCTH
rOCyJapCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CaMOYIIPABJIEHUS M OPraHU3aLil, C yKa3aHUEeM
CpoKoOB XpaHeHHs. 3apeructpupoBad Muntocrom Poccuu 8 centadps 2010 r. Per.Ne 18380.;



Metoanyeckne peKOMEHAANU « DKCIIePTH3a IICHHOCTU M 0TOOp B COCTaB APXMBHOTO (OHTA
Poccuiickoit @enepanuu J0KyMEHTOB 110 JUYHOMY cocTaBy» npoekT 2014 r.

Bomnpoc 6
bamn: 1,00

B kakoM pasgene W3 OPUBEACHHOTO IPUMEpPA HMHCTPYKUMM IO  KaJpOBOMY

JIEIONIPOU3BOICTBY yKa3aHO, YTO «JIn4HbIe 1ea BeyTcs Ha BceX paOOTHUKOB YUPEKACHUSD» 7

Br16epute o/1uH OTBET:

-~
a. o01IIHE TTOIOKEHUA

b. ocobenHoCTH OOpMITEHHUS TOKYMEHTOB M0 OT/ACIBHBIM KaJIPOBBIM (PYHKIIUSIM
C. JOKYMEHTHI IO Y4ETY KaJIpOB

d. MMOPAIOK MOATOTOBKHU U MEPCAAYN JICIT HA XPaHCHHUEC B apXUB

Bomnpoc 7
bamr: 1,00

OTBETCTBEHHOCTD 33 OPraHU3ALI0 Pa0OTHI IO XPAHEHHIO KAJPOBBIX IOKYMEHTOB HECET

BriGepute onuH OTBET:
-~
a. Paborogarens
b. 3aBeayromuii apxuBOM
C. ApxuBapuyc
d. HayanpHuK OT/IeNa KaapoB

Bomnpoc 8
bamn: 1,00

VKaxuTe JI0)KHOE YTBCPIKACHUC

Bribepure o 1H OTBET:

d. apXMBHBIC JOKYMCHTHI 110 JUYHOMY COCTaBY, KOTOPhIC HE OBLIIN BKJIIOUEHBI B COCTaB
AOKYMCHTOB ApXI/IBHOI‘O (I)OHILa Poccuiickoit qbe;[epauym, IO UCTCUCHUU CPOKOB XpAaHCHUA
noajiciKaT yHU4TOXKCHUTO 1100 XPaHCHHUIO B apXUBC OpraHru3alii B COOTBECTCTBHUU C
Tpe6OBaHI/I$IMI/I KOpNOPAaTUBHOT'O 3aKOHOJAATCIILCTBA



b. JIIs OpFElHPI?;&L[Hﬁ - UICTOYHUKOB KOMIUICKTOBAHHUA - 10 UICTCYCHUU CPOKOB XPaHCHUSA
00s13aTeIIbHO MTPOBEACHNUE COBMECTHO € YIOJTHOMOYEHHBIM OPraHOM IroCyIapCTBEHHOW BIACTH
cyonekTa Poccuiickoit @enepanuu B 0061acTH apXMBHOTO Jiea, [ 0capXuBOM IKCIEPTU3HI
HCHHOCTH pAZia JOKYMCHTOB I10 JINYHOMY COCTAaBY Ha IMPEAMCT BKIIFOYCHHA B COCTAB ApXI/IBHOFO
¢donna Poccuiickoit @enepanuu

C. nJis OpFElHPI?;ElHHﬁ, KOTOPBIC HE ABJIAIOTCA HCTOUHUKAMH KOMIUICKTOBAHUS, IT0 UCTCUCHHUN
BPCMCHHBIX CPOKOB XpPaHCHUA apXHUBHBIC JOKYMCHTEI 110 IMYHOMY COCTABY IMOAJICIKAT SKCIICPTU3EC
U MOT'yT OBITE YHUYTOKCHBL 1100 XPaHUTCA B apXHUBEC Opraiu3aluu

d. XpaHCHHUEC JOKYMCHTOB I10 JTUYHOMY COCTaBYy, HC NOAJIC)KAINNUX YHUUTOKCHUIO TOJIPKHO
OCYIICCTBJIATHCA TOJIBKO B 6YMa)KHOM, a HC B DJICKTPOHHOM BHUIC

Bomnpoc 9
Bbamn: 1,00

Ilo KakKOMYy HNPHUHOUITY CUCTEMATU3UPYIOTCA JOKYMCHTEI B JI€JIaX, COACPKAIIUX ITPHUKA3bI,

pacnopsKeHHs 10 IMYHOMY COCTaBy?

BriGepute ouH OTBET:

- .
a. andaBUTHBIN MPUHIIUII [0 PaMUIINU COTPYAHUKA, O KOTOPOM COJIEPKUTCS HH(POpMaus

b. xpoHOJIOrHYECKHii PUHIIMIT: B HAYaJIe JeJia JOJDKHBI PaclojiaraThCs MPUKasbl
(pacmiopsbxeHus) 3a 1eKkadpb, IOTOM 33 HOSIOPh | T.]I.

C. HOMEPHOMY IIPUMHIIMUILY: OT IIEPBOI0 J0 IIOCJICIHETO

d. XpOHOJIOTHYECKHIA TIPUHIIUIT: B HAYaJIe Jieia JOJDKHBI PaciosiaraTbCs MPUKasbl
(pacriopspkeHus) 3a SHBaphb, MOTOM 3a (eBpajb U T.1I.

Bomnpoc 10
bamr: 1,00

[MoammBka chopMUpPOBAHHBIX JIE]T IPOU3BOJAUTCS

Bribepure o 1H OTBET:

-~
a. 10 Mmepeaayy uxX U3 OTJIeNa KaJIpoB B ApXUB Ha JOJITOBPEMEHHOE XpaHEHHE
b. mocne 3aBepIIeHNUs SKCIIEPTU3BI IEHHOCTH JOKYMEHTOB

C. TIOCJI€ YBOJIbBHCHHUS COTPYJAHUKA

d. A0 MPOBCACHHUA SKCIICPTU3bI HEHHOCTH JOKYMCHTOB 110 JIMYHOMY COCTaBY



Bomnpoc 11
bamr: 1,00

Wudopmanus nuyHoro nena, rae uudpaMu M TPOMHCHIO YKa3bIBACTCS KOJIUYECTBO
IIPOHYMEPOBAHHBIX JIMCTOB B JIEJI€, HAJTMYME MPOIYIIEHHBIX U JIUTEPHBIX HOMEPOB, KOJIMYECTBO

JIMCTOB BHYTPEHHEHN ONMCH JieJla IOMEUIAeTC s

Bribepure oauH OTBET:

- .
a. Ha O60pOTHOI/I CTOPOHC MOCJICIHECTO JOKYMCHTA

b. BO BHYTpEHHIOIO OTIKCH Jieia
C. Ha TIOCIICTHUH JIMCT OOJIOKKH JIeNIa C BHYTPEHHEH CTOPOHBI

d. B tucT-3aBepuTEH AN

Bonpoc 12
Bbamn: 1,00

B nmpuBeaeHHOM MpuMepe MOJI0KEHUS 0 MyHUIIMITATLHOM apXUBE JOKYMEHTOB O JTUYHOMY

COCTaBy yKa3aHO

BriGepute ouH OTBET:

a. UTO apXUB BBHITIOJIHSET BCE ONEpaluy Ha 6€3BO3ME3AHON OCHOBE
-~

b. apxuB BbIIACT MO 3asBICHHUAM IPaXKIaH TOJIBKO apXUBHBIC CIIPABKH, TIOATBEPKIAIOIINE
TPYIOBOM CTax, pazMep 3apabOTHOM IJIaThl U IpYTHe BOIPOCHI, HEOOXOTUMBIE I 0(OPMIICHUS
MIEHCHUH rpakJlaHaM U PEIICHUs JPYTUX COLMATbHO-TIPABOBBIX BOIIPOCOB

C. yYpCKIACHUEC HC UMCECT IIpaBa OKa3bIBATh YYPCIKACHUAM, OpraHU3alMsaAM, IPECAIPUATUIM
MCTOAUYCCKYHO, U ITPAKTHUYCCKYIO ITOMOIIb B IIPOBEACHNUU SKCIICPTU3LI U YIIOPAAOUCHUU
AOKYMCHTOB

d. 9TO yupek/ieHHe MPUHIUMAET Ha OCHOBE 3aKIIFOUCHHBIX IOTOBOPOB U B COOTBETCTBUH C
rpaduKaMu OT YUpexkACHUH, OpraHu3aluii ¥ NpeanpusTUH-UCTOYHUKOB KOMIJIEKTOBAHUS
ApxuBa JOKYMEHTHI 110 TMYHOMY COCTaBY, 00paOOTaHHbIE U YUTEHHbIE COTIACHO YCTAHOBJICHHBIM
[IpaBUJIaM, a TaK ke JOKYMEHTHI OT JUKBUAUPOBAHHBIX OPraHU3aLNi, HE UMEIOIIHNX
IIPaBONIPEEMHUKOB

Bonpoc 13
bamr: 1,00



Benenne nuuHBIX 1en 00s3aTENbHO KaIpoBOM ciyk00i M XpaHeHHE B OpTaHU3aAINH

00s3aTeIbHO

Bribepure oa1H OTBET:
a. Ha roCy1JapCTBEHHOM I'pa)</1aHCKOH CIIy»K0e
b. mis OO0 u OAO
C. 17151 00pa3oBaTEIbHBIX YUpeKIeHUl PO

d. m1st Bcex rpaxkaH Ha Tepputopun PO

Bomnpoc 14
Bbamn: 1,00

VYkaxuTe JI0)KHOE YTBEPKJIEHUE

Br16epute 0/1uH OTBET:
a. JInaHble KapTOUKH paOOTHUKOB Takke (POpMUPYIOTCS B Jeia 1o andaBuTy GamMuimii

b. TIpuka3sbl, pacnopspkKeHuUs1, yKa3aHusl [0 JJMYHOMY COCTaBY IPYIIUPYIOTCS B
CaMOCTOSTENbHBIE apXUBHBIE JI€JIa CO CBOCH HyMepaluen

C. JIuuessie cueTa 1o 3apabOTHOM MIaTE COTPYAHUKOB (POPMUPYIOTCS B CAMOCTOSITENIbHBIC
JieNia ¥ pacIoiaratoTcsl B HUX 1o angaBuTy dhaMuinii
i’“ o

d. B cootBercTBHH ¢ [IpaBuiiamu paboThl apXHBOB OpPraHU3aIMid PACTIOPSIUTEIbHBIC
JOKYMEHTBI TPYIIUPYIOTCS B JIeNa 10 BUIaM, JI0IycKaeTcss OpMUPOBATH B OJHO JIEJI0 MPUKA3HI U
pacrnopsiKeHHsI ¢ eMHON Hymepanuen

Bomnpoc 15
bamr: 1,00

O0610xKa AcJia IO JIMYHOMY COCTaBy COACPKUT CICAYIOIINEC PCKBU3UTHI:

Bribepute o1H OTBET:

d. HAMMCHOBAHUE OpTraHU3alH, TOJYUHCHHOCTh, HAMMCHOBAHUE CTPYKTYPHOT O
noapasaCICHUA; HHACKC JICJIa; apXPIBHLIfI IJ_II/I(I)p JcJa, 3aroJIoBOK J€ja, KpalePIe JaThel Acia,
KOJIMYCCTBO JIUCTOB JCJIa; CPOK XpaHCHUA ACJIa

b. HaumMeHOBaHUE OpraHU3aLUH, I0OTYMHEHHOCTh, HANMEHOBAaHHE CTPYKTYPHOTO
MOAPA3JEIICHUS; MHICKC JIeNa; 3ar0JI0BOK JI€1a; KOJIMYECTBO JIUCTOB JI€NIa; KpallHUE J1aThl
Jiena; CPOK XpaHEHUS JieNa; apXUBHBIN udp aena



C. HAUME€HOBAHHE opraHusanuu, NOAYNMHCHHOCTb, HAMMCHOBAHUC CTPYKTYPHOTI'O
MOApA3/ICIICHUST; MHICKC JieNa; apXuBHBIN mmdp aena (Homep GoHIa-MHIEKC, OTUCH JeNa);
3aroJIOBOK Jeja; KpaifHue JAaThl Jiefia; KOJMYECTBO JIMCTOB JeJia; CPOK XpaHEeHHUs Aera

i'“ .
d. HaMMEeHOBaHUE OPraHU3AIMHI; HHIICKC JIeNa; apXUBHbIH P Jesa; 3ar0JI0BOK JIea;

KOJIMYCCTBO JIMCTOB [1€JI1a; CPOK XpaHCHUA ACJIa, Kpaf/'IHI/Ie JaThel Acjia

Bonpoc 16
bamn: 1,00

Kakomy HOpMaTHBHOMY NOKYMEHTY IPHUHAUIEKUT cTaThs 24, kotopas riacut: «Coop,
XpaHEHHE, HCTOJIb30BaHNE U PACHPOCTpaHEHHEe MH(OPMAIMU O YAaCTHOM JKM3HM JinIa 0e3 ero
cormacusi He Jomyckaercs. OpraHbl TOCYJapCTBEHHOHW BJIACTH H  OpPraHbl MECTHOTO
CaMOYIPaBIICHHsI, WX JOJDKHOCTHBIC JUIIAa OO0s3aHBI O0ECTEeYUTh Ka)XXJIOMy BO3MOXXHOCTh
03HAKOMJICHUS C JOKYMEHTaMH M MaTepHalaMHy, HETIOCPEACTBEHHO 3aTParuBaroIuMH €ro IpaBa

1 CBOOO/IbI, €CJTM MHOE HE MPETyCMOTPEHO 3aKOHOMY?
Br16epute 0/1uH OTBET:
a. 3akoH P® «O nepcoHanbHbIX TaHHBIX» Ne 152-D3

b. ®enepanpubiii 3ak0H 0T 22 OKTIOpst 2004 roma Nel125-D3 «O06 apXuBHOM Jieiie B
Poccutickoit denepamm»

. TpynoBoii koaexc PO

d. Koucruryrus PD

Bomnpoc 17
bamr: 1,00

HMmeromuecss B NMUYHBIX Jienax JIMCTKH II0 Y4e€Ty KaApOB, QaHKCTHI, aBTO6I/IOI’paCbI/II/I,
CO6CTB€HHOpy‘~IHO COCTABJICHHBIC 3ajABUTCIIEM, Ha KOTOPBIX OTCYTCTBYIOT OTMETKH O IIPOBCPKE
HMEIOIIUXCSI B HUX CBEACHHM HAa OCHOBAaHHU MNPpEACTABJIICHHBIX IMOMJIHWHHBIX HTOKYMCHTOB HJIN

CIIPaBOK
Bribepure o 1H OTBET:
a. MOTYT CIY)KUTh OCHOBAaHUEM JUIs BbIJIa4l apPXUBHBIX CIIPABOK O TPYAOBOM CTaXe

b. MOT'YT CIIYKUTb OCHOBAHUCM JJId BbIIAYU apXUBHBIX CIIPABOK O TPYAOBOM CTAXE IPpHU
NMHCbMCHHOM Pa3pCHICHUHN JUPCKTOPA apXHUBa



C. HC MOT'yT CIIY>KHMTh OCHOBAaHHECM JUUISI BbIJAYHW apXHUBHBIX CIIPABOK O TPYAOBOM CTaXe

d. MOTYT CITYy’)KUTh OCHOBAHHMEM ]ISl BBIZIAYH APXUBHBIX CIIPABOK O TPYAOBOM CTaX€E IPU
MUCHMEHHOM Pa3pelIeHnH IUPEKTOpa OpraHu3alyu, riae padboTana COTPYIHUK

Bonpoc 18
bamr: 1,00

I[ena, coJcpKamure MOOKYMCHTBI II0 JIMYHOMY COCTaBy BBIJAIOTCA BO BpPCMCHHOC

IMOJIb30BAHWEC U3 XpAaHUJINII Ha CPOK, HE HpeBBIHIaIOHII/II\/III

Br16epute 0/1uH OTBET:
a. 7 Mecs1eB A SKCIOHUPOBAHMSI IOKyMEHTOB
b. 2 Mecsia a1 HCNONBb30BaHUs pAOOTHUKAMH OPTraHU3aI[UH
C. 3 MecsiIia BO BpEMEHHOE MOJIb30BaHuE IS IPYrUX OpraHu3ainui

d. 1 mecsiIr IS UCTIOIB30BaHUS TOKYMEHTOB B UNTAILHOM 3ajIe

Bomnpoc 19
bamr: 1,00

Vkaxure HeBepHbIM BapuaHT: «B KauecTBe [OKYMEHTOB, IOATBEPKAAIOIIMX TPYLOBOW CTaX, I

COCTaBJICHUA CIIPABKU MOI'YT OBITh HCIIOJIB30BAHEI ...»
Br16epute onuH OTBET:

a. IMCTOK IO y4YeTy KaJpOB, COCTABIICHHBIN 3asBUTEICM
o

b. mpuka3ssl M0 TUIHOMY COCTaBY

C. JIWIIEBBIE CYETa O 3apabOTHOI IIaTe

d. IpUKa3bl 110 OCHOBHOM ACATCIbHOCTH

Bonpoc 20
bamr: 1,00

IIpenmymiecTBa, nomydaeMble OT BHEAPEHUSI SJIEKTPOHHOIO apXUBa 0 JIMYHOMY COCTaBY:
Bri0epute oauH OTBET:

a. ApXI/IB HEC 3aIlUIICH OT MOXapOB U IIPOIUX (l)OpC-Ma)KOpOB; He 00ecreunBaeTCs uX COXPaHHOCTb OT
MOoTepH, MOop4Iu, YMbINUJICHHOI'O pCAAKTUPOBAHUA U T. 1.



-

b. Pabora ¢ apXMBHBIM JOKYMEHTOM BO3MO)KHA OJJHOBPEMEHHO JIMIIb IS OJJHOTO YETOBEKA, UYTO
CO3JIaeT Hey100CTBO MPHU padOTE ¢ AKTUBHO UCIOIB3YEMBIMU JIOKYMEHTaMHU

C. BpeMSI OTBCTOB Ha 3alIPOCHI K JaHHBIM apXUBa COCTABJISACT OT OAHOI'O 4O HECKOJIBKUX ILHGP'I.

PaboTHukaM apxuBa JIOBOJIBHO CJIOKHO 00padaThiBaTh BPYYHYIO OONBIIOE KOJIMYECTBO 3aIIPOCOB, MHOTHE

13 KOTOPBIX JOBOJIBHO CJIOKHBI U TpC6YIOT AJId TOJIYYCHH A OTBETA UCIIOJIb30BAHUEC 0OOJIBIIIOrO KOJIMYECTBA

pi (S

I

d. ITpocToit 1 OBICTPBI TOCTYII K JOKYMEHTY JF000Tr0 COTPpYIHHKA apXHBa B JIF000E BPEMsI; POCT

CKOpPOCTU 00pabOTKH 3aPOCOB K apXUBY; KOHTPOJIb CPOKA XPAaHCHUS B 3aBUCUMOCTHU OT THIIA JOKYMEHTA U

T.1.

7 OueHOYHbIE CPEACTBA /ISl IPOBEAeHHsI POMEKYTOUHOI aTTecTAllUuN
a) [lianupyempble pe3y/ibTaThl 00yUeHUsI U OLIEHOYHbIE CPeACTBA /1Jis1 NPOBeAeHUs
NMPOMEKYTOUYHOI aTTeCTAIUM:

Kon WNunukarop

JOCTHKECHUSA OneHouHbIE CpeAcTBa
UHIMKATOpa

KOMITETEHITUHI
[1K-3: CriocoGeH oprann3oBaTh U aIMUHUCTPUPOBATH JESTENLHOCTD 110 OPTaHU3alUU TPpya U

OIIJIAaThI IIEPCOHAIA

[1K-3.1

OOecneunBaet
JOKYMECHTAIMOHH
oeu
OpraHU3aIMOHHO
e
COTNPOBOKICHHE
CHCTEMBI
OpraHu3aIuy 1
OTUIATHI TPyAa
nepcoHana

IlepeyeHb TeopeTHYECKHX BONMPOCOB K IK3aMeHY:

1. KangpoBast nmokymeHTamms W €€ Pa3sHOBUAHOCTH. 3HaueHHE
JOKyMEHTOB MO JIMYHOMY COCTaBy B CHUCTEME KaJpoBOH
JIOKyMEHTallHu.

2. JIOKyMEeHTBI O  JIMYHOMY COCTaBy JOITOBPEMEHHOIO U
KpPaTKOBPEMEHHOI'O CPOKOB XPaHEHHUSL.

3. [IpaBOBBIE OCHOBBI OpraHM3alUH padOTHl ApXUBa IO JHYHOMY
COCTaBYy.

4, Hcropus ¢popMupoBaHus KaJpOBOH JOKYMEHTAlUH M OpraHU3aIHs
eé xpaHenus B Poccum.

5. Conepxanne npumMepHoro [lomokeHust o paifoHHOM (TOPOJICKOM)
ApxuBe TOKYMEHTOB 110 TUIHOMY COCTaBY.

6. 3anmaun 1 QpyHKIUK ApX¥Ba TOKYMEHTOB IO THYHOMY COCTaBY.

[IpumepHbIe TpaKTUYIECKUE 3aJaHUs IS 3K3aMeHa:

1. Yxaxwure HOMEp cTraThtl PenepanpHoro 3akoHa «O0 apXUBHOM JIele B
Poccutickoit ®e- nepaumm» ot 22 okTsaops 2004r. Ne 125, B koTopoit
MIEPEUHCIIEHB! YUPSKACHHS, apXUBHBIC JOKY- MEHTBI KOTOPBIX OTHECEHBI K
MYHHUIUTATBHOX COOCTBEHHOCTH.

OrtserT:

2. Kem ocymiecTBisieTcs: pellieHHe Hay9HO-METOIMUYECKHAX U MMPAKTHIECKUX
BOIIPOCOB, CBSI- 3aHHBIX C 3KCIIEPTU30H IEHHOCTH TOKYMEHTOB U
BKITIOYCHHEM WX B cocTaB ApxuBHOro ¢oHaa [lenseHckoit obmactu?

OrtserT:

3. Moryrt 111 ObITh IPUBATU3UPOBAHBI APXUBHBIE JOKYMEHTBI, HAXOJISIIITUECS B
TOCYIapCT- BEHHOH T MYHHIIUIIATBHON COOCTBEHHOCTH?

OrtserT:

4. HazoBuTe Opransl, KOTOPHIE OCYIIECTBIIIOT TOCY/IapCTBEHHOE yIpaBICHHE
ap- XUBHBIM sienioM. OTBeT:

B Poccuiickoit @enepannn - B [lensenckoit odnactu —

B MYHHIMIIAIEHBIX 00pa30BaHMAX —

5. KakoBsl nomHOMOuHs 3aKoHOAATENLHOTO coOpanus [IeH3enckoi obnactu
B cepe ap- xuBHOro nena? Oteer:




2.

3. 6. B ubu nonHoMouus
BXOAUT TipescTaBnenne [Ilensenckoii obnacTu B oTHOMEHUSX ¢ (ee-
paJIbHBIMH OpTaHaMH T'OCYJapCTBEHHON BIIACTH, OCYIIECTBICHHE MEp IO
peanm3anuy Ha TeppuToprn I1eH3eHcKoi 00acTn rocyaapcTBEHHON
TIOJINTHKY B chepe apXUBHOTO jena’?

Ortser:

7. HoxymenTsl ApxuBHoro ¢horma P®, Haxonsmuecs B TOCyIapCTBCHHON
COOCTBEHHOCTH, TIOCTOSTHHO XpaHsTcs B 23 OTBer:

1.

2.

3.

4,

8 . Kyna nepenatorcst JOKyMEHTBI, OTHECEHHBIE K COCTaBYy apXHUBHOro (hoHaa
[Ten3eHckoit o0acTy, MpyU NPUBATU3ALNH TOCYIAPCTBEHHBIX OpraHu3ali
[Ten3eHckoit oomactu?

OrtBer:

9. Ykaxwure HOMep ctaThl DenepaibHoro 3akona «O0 apXUBHOM JIeTic B
Poccutickoii de-nepanuu» ot 22 oktsaops 2004r. Ne 125, kotopas 3anpeniaet
YHUUTOXXEHHE JOKYMEHTOB ApxuBHoro ¢onna PO.

OtBer:

10. INepeurcnuTe OCHOBHBIE KiacCH(PHUKAIMOHHBIE €MHUIIBI APXUBHOIO
¢donna Poccum OtBer:

1.

2.

3.

11. Moryr 111 rocyAapcTBEHHBIE OpTraHbl, OpraHbl MECTHOTO
CaMOYIIPABJICHUs, TOCYIaPCTBEHHbIE U MYHUIUINAIbHBIC OPTaHU3aLNI
nepenaBaTh 0Opa30BaBILUECS, B IPOLIECCE UX AEATEIbHO- CTH JOKYMEHTbI
ApxuBHoro gonga PO B myseu, oubiaunoreku, opranuzanuu Poccuiickoit
aKa/JIeMH1 HayK ¥ HErOoCyJapCTBEHHbIE OpPraHU3aIuu?

OtBer:

12.Ykaxute Homep crathi Penepanbaoro 3akoHa «O0 apXUBHOM Jiene B
Poccutiickoit @ene- parmm» ot 22 oktsa6ps 2004r. Ne 125, xotopas
yCTaHaBJIMBAET CPOKU BPEMEHHOI'O XPaHEHHUS IOKYMEHTOB APXUBHOI'O
(donna PO 1o ux nepepayn Ha MOCTOSIHHOE XpaHEHHE.

OtBer:

13. Komy nepenaroTcs JOKYMEHTHI 110 TUYHOMY COCTaBY IPH peOpraHu3aIuu
opraHa rocy- JapCTBEHHOI BIaCTH, HHBIX TOCYAapPCTBEHHBIX OPTraHOB
ITenzenckoit obmactu?

OtBer:

14. Komy nepenarorcsi TOKYMEHTHI 110 TUYHOMY COCTaBY NPH JTUKBUAALINI
opraHa rocyjap- CTBEHHOH BIIaCTH, MHBIX T'OCYAapPCTBEHHBIX OPTaHOB
ITen3zenckoit obmactu?

OtBer:

15. Kakue BUABI OTBETCTBEHHOCTH ycTaHaBIuBaeT DenepanpHblil 3akoH «O0
apxuBHOM jene B Poccuiickoit @emepanum» ot 22 oktsa0ps 2004r. Ne 125 3a
HapyIIeHNe 3aKOHOIATENbCTBA 00 apXUBHOM Jienie B PD

1

2.

3.

I1K-4: CriocoGeH pyKOBOJIUTH MPOIIECCOM CKaHMPOBAHMSI, BBOJIA M 00paOOTKH JAHHBIX B CHCTEME
3JIEKTPOHHOTO apXHBa

T1IK-4.1:

VYmpasiser
NeSITeIbHOCTHIO
10 KOHTPOJTIO
(GyHKIIMOHHPOBA
HUS, BBOJIA U
006paboTku
JTAHHBIX B

Hepeqenb TCOPETUIECCKUX BOIMPOCOB K IK3aAMEHY:

1. C3J, >neKTpoHHBIH apXUB: ONpEAEIeHIE, TPUMEPHI, KITaCCH(HKAIIIL.
2. OCHOBHBIE TIOHATHS U TIPABHIIa Opranu3anuu MHPOPMAITUOHHBIX
IPOJIYKTOB U YCIYT, SKCIIEPTHON OLICHKH: ONpe/eIeHne, IPUMEPBI,
KITaccu(UKAITHS.

3. OCHOBHBIE METOIBI HCCIIEIOBAHHH, HCTIONB3YEMBIX B YACTH apXUBOB I10
JMYHOMY COCTaBYy.

4.0Onpegenenue npouecca SKCIIEPTHAS OLCHKA.




cucreme
3JIEKTPOHHOTO
apxuBa

5.COBpeMeHHO€ COCTOSIHUC B CUCTEMEC apXUBHOI'O XpaHCHUA JOKYMCHTOB 110
JIMYHOMY COCTaBY.

G.HOPSIIIOK OPOBEACHUA SKCIICPTU3BI HEHHOCTU JOKYMCHTOB I10 JIMYHOMY
COCTaBYy Ha PAa3HbIX 3Tallax ACJIONPOU3BOACTBA.

7.KOMHHCKTOB3HI/IG APXUBOB 110 JIMYHOMY COCTaBY. Hcrounuku
KOMITJICKTOBAaHUA apXHUBOB I10 JIMYHOMY COCTaBY.

8.HOI[FOTOBKa JOKYMCHTOB I10 JIUYHOMY COCTaBYy K apXUBHOMY XPaHCHUIO.
q)OpMI/IPOBaHI/Ie JCII 110 JIMYHOMY COCTaBy UIA IEpCaavu B Be}IOMCTBeHHHﬁ
apxuB.

9.0pFaHI/ISaHI/IH NOATOTOBKH K apXMBHOMY XPaHCHHIO U apXUBHOC XpaHCHUEC
Pa3HBIX BUAOB JOKYMCHTOB 110 JINYHOMY COCTaBy (HpI/IKa3LI 110 JINYHOMY
COCTaBYy, JIMYHBIC KaPTOUKH, JIMLICBLIC CUETA, PETUCTPALIMOHHBIC KHI/II‘I/I).
10.ITopsinox hopMupoOBaHUs TMYHOTO JEINA.

11.TpeOoBaHus K OpraHU3alMN XPAHEHUS TPYIOBBIX KHIKEK.
12.I/ICHOJ'II:.30B3HI/I6 ABTOMATU3UPOBAHHBIX TEXHOJIOT Ui y4ue€Ta apXHUBHbIX
JOKYMCHTOB I10 JIMYHOMY COCTAaBY.

13.YcrpoiicTBo 1 060pyI0BaHIE APXUBOB MO TUIHOMY COCTaBY B
OpraHu3anusax U apxmuBax.

14.®akrops! pa3pyiieHns 10KYMEHTOB 110 JIMYHOMY cocTaBy. KoHTpoIb
HaJIM4udg U Q)mnquKoro COCTOSIHUS JOKYMEHTOB I10 JINYHOMY COCTaBY.
15.0co6ennocTn yuera u coXpaHHOCTH TOKYMEHTOB IO JIAYHOMY COCTABY U
TMOPAAOK X NEPEAavN Ha XpaHCHUE B ClIyda€ JTUKBUAAIIUU IOPUIANICCKOI O
JIaIa.

16.0praHM3auHﬂ 3aIHUThl ApXUBHBIX TOKYMEHTOB 110 TUYHOMY COCTaBy OT
HECAaHKIMOHHUPOBAHHOI'O JOCTYyIIA.

17. Kakue HH(OpMAITMOHHBIC IPOAYKTHI U YCIyru Bl 3HaeTe,
NPUBEINUTE IPUMEPHI UCITOIB30BAHMUA UX B apXUBax M0 JIMYHOMY
COCTaBy

18. Kopo6ounass C3/] LanDocs — nonHonenHas. Cuctema
DneKTpoHHOTO JIOKyMEHTO000pOoTa /IJIsl KAKMX KOMIIAaHUN OHA
MIOAXOIUT B UCIIOJIb30BAaHUU

1. Coenamp ananuz 0annozo 0OKymenma

2. I[Ipoananusupytime npasuibHOCMb 0QopmIeHUs.




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

Ne ‘::;:::. :o;'::::uu AroToB oK JOKYMeNTS

1 2 3 +

7 Hononviesiue X AUSHOMY AUCMKY NO ysemy

xadpoe

2 19.03.2012 | Jluwnisdl AUCmoK no ywemy kadpoe

3 19.03.2012 | Aemobuozpapus

4 | ONM827527 | 26.06.2001 | Konus dunnoma

5 10/12-mad 19.03.2012 | Tpydosou doeosop

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

(umdpann 3 spoaniue |

KOMHUeCTBO THCTOB BHYTPEHHEA ONHCH

(amgpases  njazy

MacnexTop Wupoxoea

(mcooma)

19.03.2012

IlepeyeHb TeOpeTHYECKHX BOMPOCOB K IK3AMEHY:

1. KowmmekToBaHHe apXHBOB IO JHUYHOMY COCTaBy. VICTOYHUKHU
KOMIIJIEKTOBAHHUS apXHUBOB I10 JINYHOMY COCTaBY.
2. TloaroroBka JOKYMEHTOB II0 JIMYHOMY COCTaBy K apXHBHOMY
XpaHeHu0. PopMupoBaHUE JIC]I 10 IMIHOMY COCTaB s nepeaadu
PazpabareiBaer P pVHP A Y Y AL TIepen
B BE€IOMCTBCHHBIU apXUB.
JIOKaIbHBIC 3. OpraHusanus HOATOTOBKH K apXMBHOMY XPAaHEHHIO M apXHBHOE
HOpPMaTHUBHBIC XpaHEHHWE PA3HbIX BHJOB JIOKYMEHTOB II0 JINYHOMY COCTaBY
aKTBI IIO (TIpuKa3kI IO TMYHOMY COCTaBY, JIMYHBIE KAPTOUKH, JINIEBBIE CUETA,
BOHpocaM A %CI‘I/ICTpaHI/IOHHBIC KHI/IFI/I).
. OpSIAOK (DOPMHUPOBAHUSA JIMYHOT'O JCjIa.
[1IK-4.2 OpraHu3aIuu PAZIOK HOpMHP A
5. TpeboBanus K opraHU3aIMX XPAaHEHUS TPYIOBBIX KHIDKEK.
. OpsSOOK IIepeaadyu A€ IO JIMYHOMY COCTaBY B BECIOMCTBCHHBIN
rpoiiecca 6. Tlop D y y i
CKaHMPOBAHUS B apXuB.
CHCTEME 7. TpebOoBaHUs K COCTaBICHHIO OIKCH JIEIT MO IMIHOMY COCTAaBY.
3NIEKTPOHHOTO 8. Tlopsnok yHHYTOXKEHUS apXWUBHBIX KaJpPOBBIX JIOKYMEHTOB C
HUCTEKLINM CPOKOM XPaHEHHUS.
apxuBa
9. Opranuzaius ydera AOKYMEHTOB IO JHYHOMY cocrtaBy. Cucrema
Y4€THBIX OOKYMCHTOB, WX ICJIEBOC HA3HAYCHUE. Ocobennocrtu
ydera JOKYMEHTOB IO IMYHOMY COCTaBY B apXHUBax OpraHU3aluil U
roCy/1apCTBEHHBIX apXUBax.
OcymiectBiser 1. Pemruts mpobnemuyto 3anauy: [lepBas HOMEHKIATypa el
cTpateruueckoe | Obuia cocraBieHa B 3A0 «3se3na» 10 ner Hazaa. Toraa xe
K-4.3 MJJAHUPOBAHUE U | CEKPETAPEM TE€HEpPAJIbHOTO JUPEKTOpa IO THUIOBOMY
' MOCTPOCHUE MePEeUHI0 OBLIM OTpPEAeTIeHbl CPOKU XPAaHEHHS TOKYMEHTOB.
MPOIIECCOB CpokH XpaHEHHMs] HEKOTOpPhIX JOKYMEHTOB, KOTOpbIE HE
CKaHMPOBAHUSI, COJICPKANCh B IEpeyYHe, ObLITN YCTAaHOBJICHBI «HA TJIA30K» U




BBOJAa U qacCcTo HC COOTBCTCTBOBAJIN pCaJIbHOMY 3HaA4YCHHIO

00paboTku JOKYMEHTOB. B mocienyrommume roapl HOMEHKIATypa MpoCcTo
JaHHBIX B NnepenrchiBaliaChb, CPOKH XpaHCHHA HC YTOYHAINUCH.

cucreme W3meHnnace 1M K HAcTOSLIEMY BpPEMEHM HOPMATHBHO-
3IIEKTPOHHOTO METOJ4YecKast OCHOBA, II03BOJISIIOIIAS C IOCTATOYHOM CTEIIEHBIO
apxuBa 00BEKTUBHOCTHU YCTaHaBJIMBATb CPOKH XPAHCHUSA JOKYMCHTOB B

aKIMOHEpHBIX oOmecTBax? Kakwe HOpMaTHBHBIE TOKYMEHTHI
MO>KHO PEKOMEHI0BATh JaHHOMY OOILECTBY JUIsl ONIpeEICHUS

2.1lpu mpoBeAeHUM HKCHEPTU3bl LIEHHOCTU JIOKYMEHTOB B
JIeJI0- TPOU3BOJACTBE OpPraHU3allMU 3KCIEPTHl OOpamaiu
BHHUMAaHUE Ha Clie- TyIOIee:
a) 3HAUUMOCTb YIPaBJICHYECKUX (QYHKUMH, 175
peann3anuy KOTOPBIX UCIOJIb30BAIUCH TOKYMEHTHI;

0) B Kakoi Tmepuoa TOSBWINCH WIHW  ObUIN
UCIIOJIb30BaHbl JIOKYMEHTHI (CO3[JaHHE OpraHu3aluu, ee
peopranuzaiys, BEIMOJHEHNE 0COOBIX 3aJaHUH U T. 11.), UX
3HauEHUE JJIs OpraHU3allly;

B) OTPaXKaloT JIU JIOKYMEHTHI OCHOBHYIO JCSITEIBHOCTh
OPraHu3aIuy WIN PeaTnu3alyio OJHON KOHKPETHOW 3a1aun
W, CJIEeN0BAaTEeIbHO, MOTYT JIM HCIIOJIb30BaTbCid B
CIIPABOYHBIX ILEJISX;

r) 4T0 CcOOOW mMpeacTaBiseT AOKYMEHT: OPHUTHMHAI,
TyOJIETHBIIN SK3EMILISP WM KOTIHS;

) TOBTOpsieTcss Jii  WHGOpPMAIUs B JIPYTrUX
JNOKyMeHTaX. Ecii moBTOpsieTcs, TO B KakuX (Gopmax H
o0BeMax;

€) TPaBWIBHOCTH  O(OPMIICHHS
JOKYMEHTOB; )  PEKBU3HTHI,
YIIOCTOBEPSIONINE TOKYMCHTBI.

[To kakuM KpUTEpHUSM B JaHHOM CJIydae MPOBOIUIACH
OIIEHKA IOKYMEHTOB?

0) Ilopsinok npoBeeHUsI MPOMEKYTOUYHOM aTTeCTALIMM, IOKA3aTeJId U KPUTePUH
OlleHUBAHMUSL:

[IpomexyTouHas arTecTanusi MO JUCHUILUIMHE BKIIOYAET TEOPETUYECKUE BOTPOCHI,
MO3BOJISIOIINE OLEHUTh YPOBEHb YCBOCHMS OOY4arOIIMMUCS 3HAHUH, U NMPaKTHUECKUE 3aJaHMs,
BBISBJISIONINE CTENIEHb COPMUPOBAHHOCTH YMEHUI U BlIa/IEHUH, TPOBOAUTCS B OpPME IK3aMeHa.

DK3aMeH MO JaHHOW UCLHUIUIMHE NMPOBOAUTCS B YCTHOH (opMe MO TEOpeTUYECKUM
BoMpocaM (2 BoIlpoca) ¢ 3aIUTON 3cce U Kelca.

Iloka3zarenan n KPUTEPHUH OCHUBAHUSA IK3aMEHa:

— Ha OICHKY «OTJUYHO0» — CTYACHT AOJDKCH II0Ka3aTb BBICOKHIM YPOBCHB 3HAaHUM HE
TOJIbKO Ha YPOBHC BOCIIPOU3BCIACHUSA U 0OBSICHEHUS HH(bOpMaLII/II/I, HO W HHTCIUICKTYAJIbHBIC
HaBbIKHU PCUHICHUA Hp06J'ICM U 3aJia4, HaXOXKJACHUS YHUKAJIbHBIX OTBETOB K HpO6HCMaM, OIICHKH U
BBIHCCCHUA KPUTUUCCKUX CY)KILCHI/II\/'I;




— Ha OLICHKY «XOpOLIO» — CTYICHT JIOJDKEH IIOKa3aTh 3HAHMSA HE TOJIBKO Ha YpPOBHE
BOCIIPOM3BEICHUSI U OOBSCHEHUS MH(POPMALMH, HO U WHTEIUICKTyalbHbIC HABBIKM PEIICHUS
npo0JieM U 3a1a4, HaX0XKICHUS YHUKAJIbHBIX OTBETOB K IpoOIeMaM;

— Ha OLICHKY «yAOBJIETBOPUTEJBHO» — CTYACHT JOJDKEH II0KA3aTh 3HAHMS HA YPOBHE
BOCIPOU3BEICHUS U 00BACHEHU MHPOPMALIMHU, UHTEIUICKTyaIbHbIE HABBIKH PELICHHUS MPOCTHIX
3az1a4;

— Ha OLICHKY «HEY/AOBJIETBOPUTEIbHO» — CTYICHT HE MOXKET I1I0Ka3aTh 3HAHKS HA YPOBHE
BOCHIPOM3BEICHUS U 00BsICHEHNSI MHPOPMAIINY, HE MOKET MOKa3aTh WHTEIUICKTyalIbHbIC HABBIKU
peuieHus MpoCThIX 3a4a4.

IIpunoxenue 3

Meroandeckue ykazaHus MO TUCHUIIINHE «APXHBBI JOKYMEHTOB I10 JJHYHOMY COCTaBY» C MX
MTOMOTIIBI0 00yUarOIIHecs: 63 TpyJa CIPABSATCS CO BCEMHU KOHTPOJIBHBIMH MEPOTIPUSATHIMH.

PABJAE/J 1. TIOHATHUE APXHUBOB II0 JIMYHOMY COCTABY H HX
HOPMATHUBHAA PETJIAMEHTALIUA

Tema 1. Cocmae 0oKymenmayuu, Xpanumou é apxueax no 1UYHOMy COCmagy

JIOKyMeHTBI TIO JIMYHOMY COCTaBy - BaKHas COCTaBIAIONIAs HAIMOHAJIBHBIX
MH(POPMAITMOHHBIX peCYpCOB cTpaHbl. [IpakTHueckas BOCTpeOOBAaHHOCTD ATOTO BHJIa IOKYMEHTOB
peanu3yercsl 1Mo JABYM OCHOBHBIM HaIpaBjieHUAM. Bo-MEpBBbIX, B LEISIX COLIMAILHO-TIPABOBOM
3allUThl TpaXJaH MpU HUCHOJHEHUH COLMAIBHO-MPABOBBIX 3allPpOCOB O IOJTBEPKICHUHU
TPYZIOBOTO CTa)Ka, pa3Mepax 3apad0THOM IJIAThI, MPOXOXKICHUH CITY>KObI B BOOPY)KEHHBIX CHJIAX,
HarpaXxJICHUM TOCYJApCTBEHHBIMU HarpajaMd | IPUCBOCHUU IMOYETHBIX 3BaHUA U T.1.
Bo-BTOpBIX, TIpH NPOBEACHUM HAYYHBIX MCCICIOBAHMA B 00JIACTU COIMAIBHOW HCTOPHH -
KYJbTYPOJIOTHYECKHUX, COIMATBHO-IEMOTpahUIECKHX, HCTOPUKO-OHoTpaduueckux,
FeHEAJIOrMYECKHUX, COLIMOJIOTUYECKUX, TOJTUTOJIOTHYECKUX U TIP.

Cornacao @3Ne 125 2004 r. «O0 apXuBHOM Jieie» CT. 3 1.3 «IOKYMEHTHI MO JHYHOMY
COCTaBY» — 3TO AapXHUBHbIE JTOKYMEHTBI, OTPAXAIOIIWE TPYAOBBIE OTHOIICHUS PaOOTHUKA C
paboToaTenem.

K noxkymeHTaM no JIM4HOMY COCTaBY, HMEIOILIHUM /I0JITOBPEMEHHBbII CPOK XpaHeHMS,
OTHOCSTCSI:

1. pacnopaguTesibHble OOKYMEHTbl (MPMKasbl, PacnopsiKeHWus, 3anucku, 3ameHsolme
MPWKasbl MO AMYHOMY COCTaBY, MOCTAHOB/IEHWUA O NpPUeMme, YBOJbHEHWUM, NepemMeLLEHNA, NMOOLLPEHNN,
npemMmnpoBaHuUmM paboTHMKOB 1 ap.).;

2. y4YeTHble AOKYMEHTbI: CMWCKM NIMYHOTO COCTaBa, B TOM YUCAE CMUCKM PabOTHUKOB,
3aHATbIX Ha NPOU3BOACTBE C BPEAHbIMM YCNOBUAMU TPYAa;

3. andaBuTbl MPMKA30B NO IMYHOMY COCTaBY;

4, KapTO4YKM MO y4YeTy IMYHOrO COCTaBa, B TOM YMC/e BPEMEHHbIX paboTHMKOB (dopma T-2);

5. NNYHble Aena COTPYAHWKOB (B TOM uYMcae AMYHble Aena Aul, NPeacTaBieHHbIX K

NPUCBOEHMIO MOYETHOrO 3BaHWA, aTTeCcTaUMOHHble Aena, Aefa KOMaHAHO-Ha4ya/NbCTBYIOWEro W
NONNTMYECKOro COCTaBa, NepCcoHanbHble Aena);

6. Nmuesble cyeTa paboTHUKOB Mo 3apaboTHOM Naate (B TOM unciae Tabynarpammel, NpU nx
OTCYTCTBMM MOANENKAT ONMCAHUIO PacyeTHble Be4OMOCTM Mo 3apnaare);

7. aKTbl O HECHYACTHbIX Cy4anX, CBA3AHHbIX C NPOM3BOACTBOM;



8. AOKYMeHTbl 06 aTTectaunm 1 Tapudpmkaumu;

9. Tabenn n Hapaabl paboTHUKOB BpeaHbIx Npodeccuis;

10. TPyAOBble [0roBopbl (KOHTPAKTbI), TPYAOBble COrNalleHUs, He BolleAlwue B COCTaB
JIMYHBIX AeN, TPYA0Bble f0roBOpPbl (KOHTPAKTbI), TPYAOBbIE COrAlEHMNs, 3aMEHAIOLLME JIMYHbIE AeNa;

11. NPOTOKO/Ibl 3aCefaHUIA KOMWUCCUIA MO YCTAHOBJIEHMIO TPYAOBOrO CTaXa A0S BbINAaaThl
HaabaBKM 3a BbICAYTY NET;

12. OOKYMEHTbI (NpeAcTaBaeHus, Xoa4aTalicTBa, XapakTepmUcTUKKM, aBTobrorpadumn, BbINUCKU

M3 pelleHWnit, NoCTaHOBAEHWI U Ap.) O NpeacTaBfeHUU PabOTHUKOB OPraHM3aLUMM K HarparKAeHWo
rocy4apCTBEHHbIMM U BEAOMCTBEHHbIMM Harpagamu, MPUCBOEHUIO 3BaHUI, NMPUCYKAEHUIO NPEMUI;

13. CMUCKU PabOTHUKOB, YXOAALMX Ha JIbFOTHYHO NMEHCUIO;

14. WTAaTHble PAaCCTaHOBKY;

15. KHUTU (KapTO4YKM) yueTa nprMema, NepemMelleHms (nepesoaa), yBoabHEHMA paboTHUKOB.
16. HeBOCTPebOBaHHbIE JINYHbIE AOKYMEHTbl PabOTHMKOB (TPYOOBble KHUMKKWU, BOEHHblE

6uneTbl, CBUAETENLCTBA O POXKAEHUKN, 06 06pa3oBaHMM, ANNIOMbI, aTTeCTaTbl U 4p.).

Cpoxk xpaHeHHs yKa3aHHBIX JIOKYMEHTOB B COOTBETCTBUU ¢ [lepeunem — 75 ner.
Kpowme Toro, K JUIC TaKkKe OTHOCST:

1. B NpeacrtaBuUTE/IbHbIX OpraHax B/1IaCTU U MECTHOIro CamoynpasieHuA: nepCoHa/ibHblIE
KapPTO4YKK y4eTa AenyTaTos,;

2. B CENbCKUX agMUNHUCTPALUAX: 4OMOBbI€ KHUTU ONA NPONNCKU rpaxXaaH;

3. Ha npeanpuAaTnAax CesibCKoro XO3ANCTBA: KHUTU y4yeTa Tpyaa U pacyHeToB C pa6OTHI/IKaMM,'

4, B HEroCyaapCTBEHHbIX OpPraHU3aumnAax, Ha NpeanpuAaTnAxX, He ABIAWNUXCA UCTOYHUKaMU

KOMIM/IEKTOBAHMA: MPOTOKO/IbI O6LMX COBPaHUI yupeRaeHUi, akLMoHepoB, PaboTHMKOB, peLuaBLmnx
KaZpoBble BOMPOChHI;

5. B KOMMUTETAX, oOTAaenax aAMVIHVICTpaLI,Mﬁ ropoaos, pal\/‘IOHOB no 06pa308aHmo:
AOKYMEHTbI NO NaTPOHUNPOBAHUIO U ONEKE;
6. B UEHTpPpaxX 3aHATOCTU HaceneHna wnu MUrpaumoHHbIX CI'IY)'K6aX2 IM4Hble AOena

6e3paboTHbIX, KAPTOUKM yYeTa M 06CNef0BaHNA BeXKEHLEB U BbIHYXAEHHbIX NepeceNeHLEeB.

Takum o0pa3zom, apXuB N0 JUYHOMY COCTABY — CAMOCTOSITENIbHOE YUPEXKJIEHUE WU
CTPYKTYpPHOE IM0Ipa3/ielieHue YUpeKIeHHUs, OCYIIECTBISAIONIee KOMIIJIEKTOBaHHE, XpaHEHHE, YIET
Y UCHOJIb30BaHUE IOKYMEHTOB 0 TUYHOMY COCTaBY.

[Ipyn NUMKBUAALMKM HEroCyJapCTBEHHBIX OpraHu3alldii, B TOM 4HCIE B pE3yIbTare
0aHKpOTCTBA, OOpa30BaBIIMECS B TMpoOIlEcCe UX JEATEJBHOCTH U BKIIOYEHHBIE B COCTaB
ApxuBHoro ¢onaa PO 1okyMeHTHI 110 JIMYHOMY COCTaBY, a TAK)KE apXUBHBIE IOKYMEHTBI, CPOKU
BPEMEHHOTO XpaHEHHUsI KOTOPBIX HE MCTEKJIM, MepelaloTcsl JIUKBUJIAIMOHHONW KOMHCCHEH
(JINKBUAATOPOM) HJIM KOHKYPCHBIM YIPABIISIOIIUM B YIOPSAOYEHHOM COCTOSIHUU HA XPaHEHUE B
COOTBETCTBYIOIIMN TOCYJApPCTBEHHBIM WM MYHUIMIAIbHBIA apXWB Ha OCHOBAHHMM JOTOBOpA
MEXAY JMKBUAALUOHHOW KOMHUCCHEH (JMKBUIATOPOM) WJIM KOHKYPCHBIM YIPABISIOIIUM U
rOCy/IapCTBEHHBIM WJIM MYHHUIIMIIATLHBIM apXUBOM.

[Ipu sTOM NMKBUIAIIMOHHAS KOMHCCUS (JIMKBUAATOP) WIM KOHKYPCHBIM YIpaBISIOUIUI
OpPraHu3yIOT YIOPSAA0UYEHHE APXUBHBIX TOKYMEHTOB JIMKBUIUPYEMON OpraHU3allK, B TOM YUCIIE
OpraHu3aliy, JUKBUIUPYEMOi B pe3yabTate 0ankporctBa (4. 10 cT. 23 3akoHa 00 apxuBe).

OpranuzanusaM (He3aBUCUMO OT GOpM COOCTBEHHOCTH ) PEKOMEHIYETCS BKIIOUATh B CBOU
ycTaBbl (MOJIOKEHUSI) CTeMalbHble MYHKThl. B HUX JOMKHBI OBITH MPOTHCAHBI BCE BOMPOCHI,
KAacarolIMecss ydyeTa U COXPAaHHOCTU JIOKYMEHTOB IO JIMYHOMY COCTaBy M CBOEBPEMEHHOM
NepeAavr X Ha XpaHEHUE B CITy4yae JIUKBUAALMH OPUIAYECKOTO JIULIA.

Ecnu pa3bupats 0cOOEHHOCTH apXUBOB MO JIMYHOMY COCTaBY MPEANPUSTHIA, TO CIEIyeT
yKa3zaTh, 4YTO Je€Jla MOCTOSIHHOITO M JIOJITOBPEMEHHOTO XpaHEHUs, BKIIOYAsl JTOKYMEHTHI IO
JUYHOMY COCTaBY, IEPEIAIOTCS B ApXUB OPraHU3allMU HE MO3HEE YEM Yepe3 TP rojia Mmocjiae ux
3aBepIICHUS B JIEIOMPOU3BOACTBE. [lena mepenaaiite mo rpaduky, yCTaHOBICHHOMY apXHUBOM.
OH nomKeH ObITh COTJIACOBAH C PYKOBOIHUTENSMHU CTPYKTYPHBIX MOJAPA3JCICHUN U YTBEPKICH
pykoBoauTeNneM opranuzanuu. CIaTouHble ONMMCH JIe] ISl UX MepeAadyd B apXHUB COCTABIISIET
CTPYKTYpHOE Mojpas/ienieHue (KaapoBas cIyx0a) B TpeX dK3eMILIIpax.



ApXMBBI MO JHMYHOMY COCTaBy, B TOM YHCIE MOTYT MPEJACTaBIATH COOOW apXuB
ANIEKTPOHHBIX TOKyMEHTOB. [ apdexTrBHOTO Moncka nHPOpPMAIHH MTPUEMIIEMBIM PEIICHUEM
BBICTYIAaeT ONM(PPOBKA, CKAHHUPOBAHHE OyMa)KHBIX OPHUTMHAIOB JHYHBIX Aeil. [IpukazoB 1o
JUYHOMY cOCTaBy M T.J. B cBow ouepenp, mepemaya B apXuB AJIEKTPOHHBIX KaJpPOBBIX
JOKYMEHTOB HUMeEeT psii ocoOeHHocTel. Eciu cTpykTypHOEe TmojpaslieleHue NepenaeT Ha
XpaHEHHE B apXUB OPraHU3AIUU AIEKTPOHHBIEC IOKYMEHTHI, TO MPOIEAypa Nepeiadyi COCTOUT U3
CJIEIYIOLIUX JTAIOB:
npoBepKn GMU3MYECKOrO COCTOAHUA HOCUTENEM 3NIEKTPOHHbIX JOKYMEHTOB;
3aMUCU INEKTPOHHbLIX AOKYMEHTOB Ha MallMHHble HOCUTENN,

NPOBEPKM KayecTBa 3anumcy;
NPOCTaBAEHMA apPXMBHbIX LWMPOB HA eANHULAX XpaHeHUA (Ha ¢yTaspax);

5. ONUCAHWA 3NEKTPOHHbIX LOKYMEHTOB M NOATOTOBKM KOMMJ/IEKTA CONPOBOAUTENbHOWM
MHbOPMaLMK (B T. Y. COCTABAEHMUA OMNUCK).

CoTpyIHUK apXuBa MPUHUMAET KaXXJ0€ AEN0 B MPHUCYTCTBHUH COTPYIHUKA KaIPOBOM
CITYOBI.

[IpuMepom crienUanTu3upPOBAHHOTO YUPEKJIEHUS — apXHUBa 0 JIMYHOMY COCTaBY MOJKET
MOCTYXUTh JeATeNbHOCTh ApxuBa kaapoBoil mokymeHtanmu CAO (MockBa). DTOT apxuB
KaJIpOBOM JOKYMEHTAIIMH OCYIIECTBIISIET XpaHEHUE OTHOCSIIMXCS K €ro MpoQIIio JOKYMEHTOB
ApxuBHOTO (poHTA MOCKBBI B COOTBETCTBHHM CO CPOKAMH, YCTAHOBJIECHHBIMH JIEHCTBYIOIIUM
3aKOHO/IATEeLCTBOM. B cocTaB JOKYMEHTOB apxwBa KaJIpOBOM JOKYMEHTAllUH BXOJST:
JOKYMEHTBI TIO JTUYHOMY COCTAaBY M JIOKYMEHTHI 10 OCHOBHOM AESITEIIBHOCTA BPEMEHHOTO CPOKa
XpaHEeHUsI JTUKBUIUPOBAHHBIX OPTraHM3aIlMi B Cllydyae OTCYTCTBUSA y HUX IPaBOINPEEMHUKA U
BBIIIIECTOSIIIIETO  TI0  MOAYMHEHHOCTH  OpraHa  pa3jdu4HbIX  (QopM  COOCTBEHHOCTH,
3apETrUCTPUPOBAHHBIX B HAJIOTOBOM OpraHe Ha TEPPUTOPHUU AJMUHUCTPATHBHOIO OKPYra U He
SBJISBIIMXCS HMCTOYHUKAMHM KOMIUIEKTOBaHUSA (efepanbHbIX, LEHTPaJbHBIX TOPOJCKHX,
BEJIOMCTBEHHBIX U 00bEIMHEHHBIX BEIOMCTBEHHBIX apXUBOB; KOIIMU apXUBHBIX JOKYMEHTOB Ha
npaBax MOJIMHHUKOB, CTPaxoBOW (OHJ KOMHiA JTOKYMEHTOB MO Mpoduiao apxuBa, (GoHT
MOJIb30BaHMS. ApXHMB XPaHUT Yy4YeTHbIE JOKYMEHThl W apXHBHbIE CIIPABOYHUKH (OIHCH,
KapTOTEKH, yKa3aTelu, MyTeBOIUTeNH, 0030phl (DOHIOB U Jp.), I€UYaTHBIE U APYrue MaTepuabl,
JOTIOJHSIOIINE CcoAepKaHue (OHIOB apxuBa. ApPXHB MOXET OCYIIECTBIATH JEMO3UTapPHOE
XpaHEeHHe JTOKYMEHTOB ApXHWBHOTro (poHaa MOCKBBI B HOPSAKE M Ha YCIOBUSX, ONpPEIEIsIeMbIX
noroBopoM ['maBapxruBa MOCKBBI ¢ COOCTBEHHUKOM JOKYMEHTOB.

Tak xe ocymecTBiasger cBow padoty [ocymapctBennoe KaszenHoe VYupexiacHue
KpacHomapckoro kpas «ApXuB JOKYMEHTOB IO JIMYHOMY cocTaBy KpacHomapckoro Kpas».
ApXuB JOKYMEHTOB IO JIMYHOMY COCTaBy ObLI CO3JaH pEUICHHEM IJIaBbl aJIMUHUCTpaLUU
Kpacnogapckoro kpas Ne 27 ot 03.02.1993 roaa, ¢ 11e1p10 3aiuThl IpaB U 3aKOHHBIX UHTEPECOB
TrpaKJaH, MPEeAOTBPALECHUA YTPaTbhl JOKYMEHTOB IO JMYHOMY COCTaBY JIMKBUIUPOBAHHBIX
YUPEXKACHUM, OpraHu3alnii U NpeAnpUsITUA KpaeBOro ypoBHSI.

OcHOBHBbIE 33/1a4M apXUBa:

1. obecneyeHne COXPaHHOCTU U rOCYAAPCTBEHHDIN YYET JOKYMEHTOB MO IMYHOMY COCTaBY;

2. KOMM/EeKTOBaHWE apXvBa JOKYMEHTaMU MO JIMYHOMY COCTaBY JIMKBUANPOBAHHbIX
opraHusaunii npeanpuaTuin peaepanbHoOM, KpaeBoi, CMeLlaHHoW M apyrnx ¢opm cobCcTBEHHOCTU He
MMeIoLLMX NPAaBONPEEMHUKOB;

PN PE

3. MCNOSIHEHWE COLMANbHO-NPABOBbIX 3aMPOCOB OPraHN3aLNi U FpaXkaaH;
4, pecTaBpaLma apXMBHbIX AOKYMEHTOB Ha 6yMaXKHOWN OCHOBE;
5. MMUKPODUAbMUPOBAHME LOKYMEHTOB C LieNblo co34aHuA GpoHAa NOb30BaHMA U

CTpaxoBoro ¢poHAa LOKYMEHTOB.

Tema 2. Hopmamuenaa 6a3a QYynKYUOHUPOCAHUA AGPXUEOE NO TUUHOMY COCHAGY
OCHOBHBIM HOpPMATHBHBIM aKTOM B 3TOH cdepe sBisercs DenepanbHbIi 3aKOH OT 22
okTs10pst 2004 ronma Nel25-®d3 «O6 apxuBHOM nene B Poccuiickoit @eneparumn». JlaHHBIN
denepanbHbIi  3aKOH  perylupyeT OTHOIIEHHs B cdepe OpraHu3aliu  XpaHEHus,
KOMIUIEKTOBAaHHUS, y4eTa M MCIIOJIb30BaHUS JIOKyMEHTOB ApxuBHOro ¢onga Poccuiickoit



denepanu U APYrux apXUBHBIX TOKYMEHTOB, HE3aBHCUMO OT X ()OpM COOCTBEHHOCTH, a TAKKe
OTHOILIEHHS B cepe ympamieHus apxXuBHBIM jaeioM B Poccuiickoit ®@enepanuu B MHTEpecax
rpaxkJiad, o0IIecTBa U rocyapcTna.

Crates 17 @enepanbrHoro 3akoHa oT 22 okTsa0pst 2004 roma Nel25-®3 «O06 apxuBHOM
nene B Poccuiickoit ®enepanuuy ycTaHaBIMBAeT OOI[yI0 OOS3aHHOCTh MO OOECIICYCHHIO
COXPaHHOCTH JJOKYMEHTOB, B TOM YHCJIE JJOKYMEHTOB I10 JIMYHOMY COCTAaBY, JJIsl JTFOOOTO CyOBEKTa
XO35IIICTBEHHOM JIeATENbHOCTH: TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIIPaBJICHMUSI,
OpraHM3alMii © TpaxIaH, 3aHUMAIOIIUECS MPEANPUHUMATENIBCKON JIEATENbHOCThIO 0e3
o0pa3oBaHusl IOPHIUYECKOTO JIMIA, B TEYCHHE CPOKOB WX XPaHEHHS, YCTaHOBJICHHBIX
(denepabHBIMU  3aKOHAMH, WHBIMH HOPMATHBHBIMH TIPABOBBEIMH  akTamMu Poccuiickoit
®denepanui, a TaKKe MePeUHIMH JOKYMEHTOB.

B cootBercTBHU cO cTaThelt 3 DenepanbHoro 3akoHa oT 22 okta0pst 2004 rona Nel25-03
«O06 apxuBHOM zene B Poccuiickoit deneparum»:

«ApxuBHblil poHa Poccuiickoit @enepanuy - UCTOPUYECKU CIIOKUBILIASCA U TOCTOSIHHO
MOTIOJHSIONIAsICS COBOKYIHOCTh APXUBHBIX JIOKYMEHTOB, OTpa)KarolIUX MaTepHalbHYI0 U
JYXOBHYIO JKM3Hb OOIIECTBA, UMEIOUINX UCTOPUUYECKOE, HAYYHOE, COL[HAIbHOE, IKOHOMUYECKOE,
MOJIMTUYECKOE U KYJIbTYpHOE  3HAay€HHWe,  SBISAIOIIUMXCA  HEOTHEMJIEMOM  4acTbiO
HWCTOPUKO-KYJIBTYPHOTO Hacieausi HaponoB Poccuiickoit ®enepanuu, OTHOCAIIUXCA K
MH(OPMALIMOHHBIM pecypcaM U MO UIekKAIINX TOCTOSTHHOMY XpaHEHUIO».

[Tox apXuBHBIM JOKYMEHTOM MTOHUMAETCSI:

«MaTepHalbHbI HOCUTENDb ¢ 3apUKCUPOBAHHOW Ha HEM MH(OpMaIMel, KOTOpPbIi NMeeT
PEKBU3UTHI, IO3BOJIAIOLINE €r0 UACHTU(DUIIMPOBATh, U TIOUIEKUT XPAaHEHHUIO B CHITY 3HAYMMOCTH
yYKa3aHHBIX HOCUTENS U MHPOPMAIINH [Tl TPpaXKIaH, 00IEeCTBA U FOCYIapCTBay.

B cBow ouepenp, moa mokymeHToM ApxuBHoro ¢onma Poccuiickoit deneparu
ITOHUMAETCS:

«ApXMBHBIM JOKYMEHT, MPOLIEAIINI 3KCIEPTU3Y LIEHHOCTH JOKYMEHTOB, ITOCTABJIECHHBIN
Ha rOCyJapCTBEHHBIN YUET U MOJUIeKAIUN TIOCTOTHHOMY XPaHEHHUIO.

[Topsimox opraHu3anuu XpaHEHWs JTOKYMEHTOB 3aBHCHT OT CTaTyca KOMMEPYECKOM
opraHu3anui. BaXHbIM OTIMYMTEIBHBIM TPHU3HAKOM SBJIAETCS BKJIIOYEHHUE KOHKPETHOMU
OpraHu3aly B CIHUCKUM HCTOYHUKOB KOMIUIEKTOBAHMS TOCYJAPCTBEHHBIX U MYHHUIIMIAIbHBIX
apXMBOB apXWBHBIMH JOKYMEHTaMH (4acTh 2 ctarb 20 demepayibHOro 3aKOoHa OT 22 OKTAOPS
2004 rToma Nel25-®3 «OO6 apxuBHoM gene B Poccuiickoit ®enepanumn»). BxmoueHue
KOMMEPUYECKUX OpraHu3aluii B yKa3aHHbIE CIIUCKU OCYIIECTBIISIETCS Ha OCHOBaHUM JOrOBOpA C
COOTBETCTBYIOIIIMM TOCYAAPCTBEHHBIM WJIM MYHHUIMIAIbHBIM apXuBOM. B opranuzanumsax
(MCTOYHMKAX KOMILIEKTOBAHMS) 10 HCTEUYEHUU CPOKOB XpPAaHEHUS IMPOBOIUTCS COBMECTHO C
YIIOJTHOMOYEHHBIM OpPraHOM TOCYIapCTBEHHOM BiacTH cyObekta Poccuiickoit ®enepauuu B
obnacTu apXuBHOTO fena, ['ocapXWBOM SKCHEpTHU3a IEHHOCTH psijia JOKYMEHTOB Ha IMpeaMeT
BKJIIOUEHUS B cocTaB ApxuBHOTO donna Poccuiickoii @enepanuu.

[Tocne mpu3HaHMUS apXUBHBIX JOKYMEHTOB KOMMEPYECKUX OpraHU3aluil (MCTOYHUKOB
KOMILJIEKTOBaHMsI) JOKyMeHTaMu ApxuBHOro (onna Poccuiickoit denepannu Ux yHUYTOKEHUE
HE JIONYCKAeTCs, @ HX XPAaHEHHE MOXKET OCYIIECTBIISATHCA KOMMEPUECKOW OpraHu3anuen
CaMOCTOSITENILHO JTMO0 OHHM MOTYT OBITh MEepeIaHbI 10 IOTOBOPY Ha XpaHEHUE B TOCYApCTBEHHBIN
WIM MYHUIUNAIbHBIA apXuB, OMOMMOTEKy, My3eil, a Takxke B opranuzanuio Poccuiickoi
akagemun Hayk (dacth 3 ctathu 21 denepanpHoro 3akoHa ot 22 okTs6ps 2004 roma Nel25-03
«O0 apxuBHOM Jnene B Poccuiickoit denepanuny).

Te apxuBHBIE MOKYMEHTHI, KOTOpble HE OBLUIM BKIIOYEHBI B COCTaB JIOKyMEHTOB
ApxuHoro ¢onaa Poccuiickoit @eaepanum, a Takke JOKYMEHTHI, XpaHSIIHECs y OpraHu3allui,
HE SBIAIOMIMXCA HWCTOYHMKAMU KOMILJIEKTOBAHUSA, IO HCTEUEHUH CpOKA HUX XpaHEHUS,
YCTaHOBJICHHOTO B HOPMATHUBHBIX NPABOBBIX aKTaX, MOJJEXKAT OSKCIEPTU3E M MOTYT OBITh
YHUUYTOKEHBI OpraHu3aIueil 1100 MOCTOSIHHO XPaHATCS B apXUBE OpraHU3aIlii B COOTBETCTBUU C
€€ BHYTPEHHUMH IpaBUIaMHU.

[lo Bompocam, CBSI3aHHBIM C TOPSIAKOM OPraHM3allid KOMIUIEKTOBAHUS apXUBHBIX
JOKYMEHTOB, 00eCreueHUs] MX COXPAaHHOCTH, MOPSIAKOM HPOBEAEHUS SKCIEPTU3bI IIEHHOCTU



JOKYMEHTOB M TIepeJaud JOKyMeHTOB ApxuBHoro ¢onma Poccuiickoii @eneparmuu Ha
MIOCTOSIHHOE XpaHEHHUE, MOPSAKOM OpraHu3aluu padOThl apXHBa, KOMMEPUYECKHE OpraHU3aliH
MOTYT PYKOBOJCTBOBaTbCsl «lIpaBuinamu opraHusaluu XpaHEHHs, KOMIUIEKTOBaHUA, y4éra U
UCTIOJIb30BAHUS JIOKyMEHTOB apXMBHOTO (OHIA POCCHICKOHN (enepani U IAPYTUX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIpPaBJICHUS U
opranusanusax» ot 07.09.2015 r.

XpaHeHHe KaJpOBbIX JOKYMEHTOB HECKOJIBKO BBIICISETCS M3 OOIIMX MPAaBHJ XPAaHECHUS
yIOpaBIE€HYECKUX JOKYMEHTOB. IloCkonbKy KaapoBble JOKYMEHTHI OO0IaJal0T BBICOKOMU
COLIMAJIBHOW 3HAYMMOCTBIO (OCOOEHHO JIOKYMEHTBI, COJAEpKAlllUe MEPCOHANbHbIE JaHHbIE), TaK
KaK CIy)aT JTOKyMEHTAJIbHBIM MOATBEPKACHUEM MpaB pabOTHUKA Ha COMUAILHOE 0OecneueHue,
HampuMep, MO CTapOCTH M HHBAJIMAHOCTH, a TaKK€ IOJITBEP)KICHUEM TpPYAOBOIO CTa)Kka
pabotauka. [losTomMy OOJBIIMHCTBO W3 HUX HMEIOT JUIMTEIBbHBIA WA TOCTOSHHBIM CPOK
XpaHEHUs] M HCMOJb3YIOTCA B CIPABOYHBIX IIENIAX MpU OOpallleHuu TPpakIaH B apXUBHbIE
YUPEXKICHUSI.

[Tomumo 53TOrO, KagpOBBIE JOKYMEHTHI 007aJal0T eme U Ouorpaduyeckon,
apxeorpauueckoil IIEHHOCTHIO, SIBISIOTCS WMCTOYHUKOM I CTaTUCTHYECKHX OO00OIIeHUN u
HCTOPUKO-COLUATBHBIX UCCIIEI0BAaHUH.

OcoOeHHOCTH XpaHEHUsI KaJpoBOM JOKyMEHTAIMd B OPraHu3alud OOYyCIOBJICHBI
3a/layaMM  OTPaHUYEHHUS HECAHKLUHOHUPOBAHHOTO JOCTyNa K JIOKyMEHTaM, COJep KalluM
NepcoHaIbHbIE JaHHbIE pAOOTHUKOB, U 3((EKTUBHOTO MOKUCKA HY>)KHON MH(POpMAIUH.

B cucreme xpaHeHMsI KaJpOBBIX JOKYMEHTOB MOXKHO BBIIEIWTH JBa BUJA, CTaJUU
XpaHEHUs: TeKyllee U Mocieayroniee. XpaHeHHe U UCI0JIb30BaHUE JOKYMEHTOB C MOMEHTa MX
CO3JaHMS U JI0 Mepeiayu Jieia, B KOTOPOM OHM CIPYNIHMPOBAHBI, B apXUB Ha3bIBAIOT TEKYILIUM
(omepatuBHBIM). Tekyiee XpaHEHHE €N OCYIIECTBIACTCS IO MECTy HUX (OPMHPOBAHHUS.
Tekyliee xpaHeHUE TakKe JEIUTHCS Ha JIBa MOJBHIA!

. XPaHeHWe JOKYMEHTOB B NMPOLLECCE UX UCTIONHEHUR;

. XPaHEHWE UCMOHEHHbIX [LOKYMEHTOB.

JIOKyMEHTBI BO BpEMSI UX HUCIIOJTHEHUS HAXOIATCA Y UCIIOJTHUTENS, KOTOPBIA XpaHUT UX B
crnenuanpHbIX nankax. Ha manHeIX nmankax conepxkurcs ¢ Haanuch «Ha nmoanucey», «Cpouno» n
apyroe, a Takxke haMuIHsl, MHUIUAIBI, TeIeQOH UCTIOTHUTEIS.

HcnonHeHHble JOKyMEHTBI JOJIKHBI TOAIIUBATHCS U XPAHUTHCA B I€JIaX B COOTBETCTBUHU C
HOMeHKJIaTypoi gen. Cpa3y OTMETHM, 4YTO TEKyllee XpaHEHUE JOKYMEHTOB IMpEANOJaraeT
npoueaypy ux GopMupoBaHus B Jefia B COOTBETCTBUH C YTBEP)KJICHHON HOMEHKJIATYpOH.

Tekymiee xpaHeHHE JOKYMEHTOB O3HAa4yaeT MX XpaHEHHE B MOJUIMHHHUKAX. [lostomy B
KaJIpOBBIX CIy)K0ax opraHu3auuii Bce MPUKa3bl XpaHATCA B MO IMHHUKaX. Konuu mpukazoB mo
JUYHOMY COCTaBY: MpHEMY Ha paboTy, MOOMIPEHUSM, B3bICKAaHUSM, YBOJBHEHHU M TaK Jaiee
JIOTIOTHUTEIHHO MOMEIIAIOTCS U1 XpaHEHUS B JIMYHBIE Jefla paOOTHUKOB (€CIIM OHH BEILyTCH).

[Topsinok opraHu3anuy TEKYIIEro XpaHEeHHs! JIMYHBIX JeJT CAEAYFOLIHMA:

1. NW4Hble Aena B BYMaXXHOM BUAE XPAHATCA B Mankax, KOTOPblE HYMEPYIOT MO CTPaHWLAM
¥ NpOLIMBAIOT;

2. 06105KKM NINYHDBIX A/ TaKXKe HYMEPYIOT, UM NPVUCBAMBAOT MOPAAKOBbIA HOMEP AeNa,
COOTBETCTBYIOLMI 0BLLEMY KONUYECTBY AEN;

3. TEKYLLEMY XpaHEHMIO B OTAEeNE KaApOB OPraHU3aLLMm NOANENKAT INYHbIE AeNa TONbKO
Ha paboTatoLwmx coTpyAHMKOB. Mocne yBONbHEHWA COTPYAHWUKA €ro IMYHOE A,e/10 U3BIEKAETCA U3 NanKu
1 odopmnseTca ANA Nnepesayn Ha apXMBHOE XpaHEHME.

4. NIVYHbIe AeN1a YBONEHHBIX COTPYAHWUKOB XPaHATCA B apXxuBe B andaBUTHOM NOPALAKE.

Tekymee XxpaHeHHE KagpOBBIX JOKYMEHTOB, KapTOTEK, KHHMI y4e€Ta M JApyrue
OCYIIECTBISITCA, KaK IpaBHJIO, B TOMELICHHUSX KaJpOBBIX CIYKO OpraHuzanuii, KoTopble
JIOJDKHBL OBITH 00OPYIOBaHBI CIEHHMATIBHBIMHM IIKadaMu WK celdamMu, 3amUparolIMMUCT U
orneyartbiBaomumMucs. Konmuu HOMEHKIATypsl /i€, pa3MelleHHble Ha IKadax, a Ha KOpeIIkax
00J105K€eK JIelT - HoMepa JIell B COOTBETCTBUM ¢ HOMEHKJIATYpO# 00JieryaT mouck JOKYMEHTOB.

TpynoBble KHIKKHA paOOTHUKOB XpaHATCS B ceiie pyKOBOAUTENS OT/AEa KaJpOB, TaM ke
XpaHATCs MeYaTd, MTaMIIbl, OJIAaHKKM JOKYMEHTOB, KJIIOUM OT IIKadoB (ceidoB) mist XpaHEHUsS
JOKYMEHTOB.



PaGoTHMKaM KagpoBOW CIyKObl HE PEKOMEHIYeTCSl MpH JII0OOW MPOJIOHKUTEIIEHOCTH
BBIX0/1a U3 OMEIICHHUS OCTaBJIATh KaKHe-TH00 TOKYMEHTHI MU CITy)KEOHBIE 3alicu Ha pabodyeM
CTOJIe, a TaKXKe paboTaromuii KOMIbIOTEpP. B KoHIIE pabodero JHs paOOTHUKU KaJpOBOU CIIY>KOBI
JOJKHBI TIOMECTUTh BCE MAacCHBBI JOKYMEHTOB, HaXOSIIMXCS B IMPOLIECCE UX HCIIOIHEHHUS, B
MeTaJUIMYeCKUi MmKad, 3aKpbITh ero u onedarars. Kimoun ot mkadoB caaroTcs pyKOBOIUTEIIO
OTJIeNa KaJIpoB MO POCIUCH B COOTBETCTBYIOLLEM JKypHAJIE.

UepHOBUKM U peIaKIUU JIOKYMEHTOB, MCIOpPYEHHbIE OJaHKM B KOHIE paboyero IHs
YHUYTOXAIOTCSA, JUII STOTO MOXKET TNPHMEHSATHCS CIeNuaNbHas Oymarope3anbHas MallWHa.
KommbroTeps! B KOHIIE paboyero AHs OJIOKUPYIOTCS U OTKJIFOUAKOTCS OT CETH.

Kpome Toro, TexHosoruss XpaHeHuss M ydeTa KaJpOBON NOKYMEHTALMM IpearoJiaract
00513aTENIbHYI0 POCITUCH PAOOTHUKOB, TIOTBEPKIAIOIIYIO ITOTydeHHE Ha PYKH KOTIHIA U BBIITHACOK
U3 HUX.

OcHoBaHMEM MOCIIEAYIONIEro (ApXUBHOTO) XpaHEHUsI JOKYMEHTOB SIBJISIETCS SKCIIEPTH3a
UX LIEHHOCTH, U Jajiee clieyeT: opOopMIIEHHUE Jell, COCTABJICHUH OIHMCEH, COCTaBIIEHUE aKTOB O
BBIJICJICHUH K YHUUTOXEHHUIO JOKYMEHTOB U C/aya JIeJ B apXUB OpraHu3alluu.

Jlj11 cBOEBPEMEHHOI0 MpHEMa APXHUBHBIX TOKYMEHTOB OT CTPYKTYPHBIX MOApa3JeIeHUN
WM JPYTUX UCTOYHUKOB KOMILJIEKTOBAHUS, 00€CIIEUeHUS UX YU€Ta, COXPaHHOCTH, YIOPAI0UEHUS
X UCIOJB30BAaHUS M TIOATOTOBKM K Iepelradye JOKYMEHTOB Ha IOCTOSHHOE XpaHEHHE B
OpraHMu3aIUsaX CO37aeTCs apXuB.

B apxuBHbIil HoHA OpraHu3aiy NOMAJAeT JHIIb YaCTh JOKYMEHTOB, OH HE BKJIIOYAET B
ce0s TOKYMEHTBI C KpaTKUM CpOKOM XpaHeHHs (10 10 jeT BKIIOYMTENbHO). ApXUBHBIH (OHJ
OpraHM3alii COCTOMT M3 JOKYMEHTOB JOJTOBpEMEHHOro XpaHeHus (cBbimie 10 jer) u
MIOCTOSIHHOTO XpaHEeHMsI, BKJIOYas JOKYMEHTbI IO JIMYHOMY COCTaBy, KOTOpPbIE HUMEIOT
HSKOHOMHYECKOE, COLMAIBHOE, MOJUTHYECKOE, KYJIbTYpHOE, MCTOPHUYECKOE U HMHOE 3HAuCHHE.
Ilepenaua nen B apXWB OCYIIECTBISIETCS MO TpaduKy, YTBEPKAECHHOMY PYKOBOJIUTEIEM
opraHusanuM wid pabotojareneM. JIOKyMEHTBI JOJDKHbI IPUHUMATbCcsid Ha XpaHEHUe
IIPEUMYIIECTBEHHO B BHJIE IIOUIMHHUKOB, TOJIBKO IPH UX OTCYTCTBUM IPUHUMAIOTCS 3aBEPEHHbIE
KOIIUHU.

B coorBerctBun ¢ «llpaBuiaamMu opraHuM3aluy XpaHEHMs, KOMIUIEKTOBaHHUA, y4éTa H
UCIOJb30BAHUS JIOKYMEHTOB apXMBHOIO (OHIA POCCUMCKOHN (enepanuu U ApYrUX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYINpaBJIEHUS U
opranmzarusax» oT 07.09.2015 r., opraHuzaius J0JDKHA OOECIICUUTHh apXUB CICIMAIBLHO
00OpyZJ0BaHHBIM NOMEILEHUEM U KagpaMu. OJHaKO B HEOOJIBIINX KOMMEPYECKUX OpraHU3alusX,
Kak IpaBWIO, apXuWB B BUJAE CIELUUATIBHOIO MOJpa3jieneHuss oTcyrcTByeT. OOs3aHHOCTH
apxuBapHyca IIp1 3TOM COBMEIIAET CEKpeTaph WM MHOE JIMLI0, HA3HAYEHHOE PYKOBOJAUTEIIEM.

IIpu 3TOM HEOOXOAMMO MOMHMTBH, YTO JOKYMEHTBHI JNOJDKHBI XPAaHHUTHCS B YCIOBUSX,
o0ecrneynBaroIUX UX 3aIIUTy OT MOBPEKICHUN, BPEIHBIX BO3CHCTBUI OKpYXKAOLIEH cpelbl U
UCKIIIOYAIOIIMUX YTpaTy JOKyMeHTOB. Kak mnpaBuio, a1 3TOro B IOMEIICHHWU apXuBa
yCTaHaBJIMBAIOT MeTaJulMyeckue IKadbl, celdpl, mkadbl-cTeIaku U ToMy mnojgobHoe. He
JIOITyCKaeTCsl pa3MelleHne JOKYMEHTOB Ha IOJy, MOJIOKOHHUKAaX, B HE pa300paHHBIX KUIax.
W3bsiTHE JOKYMEHTOB M3 Jeja C TOCTOSHHBIM CPOKOM XpaHEHHUs JOIyCKaeTcs B
UCKIIIOYUTENBHBIX CIy4asX W INPOU3BOJUTCA HAa OCHOBAHMU PACIOPSAUTEIBHOIO JOKYMEHTa
PYKOBOJAUTEINS OpPraHu3allui ¢ OOsA3aTeIbHBIM COCTaBJICHHEM B Jielle 3aBEPEHHOH KOMUM
JOKYMEHTA M aKTa 00 U3bATUH MOJTMHHUKA.

B nemsx oGecrieyeHusi COXpaHHOCTH JIOKYMEHTOB IO JINYHOMY COCTaBY YBOJIBHSIEMBIX
paOOTHHUKOB B pe3yibTaTe€ pPEOPraHMU3aALMU WM JUKBUAALMU FOPUAMYECKHX JIUIL, a TaKkxKe
COLIMAIBHOM 3aIMIIEHHOCTH TPaKJIaH, YUpEAUTENSIM BHOBb 0Opa3ylOUIMXCS KOMMEPYECKUX U
HEKOMMEPUECKUX OpraHM3allMii MO>XKHO PEKOMEHJ0BaTh BKJIIOYAaTh B CBOM YUYPEIUTEIIBHBIC
JOKYMEHTBl TpaBUja y4€Ta M COXPAHHOCTH JOKYMEHTOB IO JMYHOMY COCTaBy, a TaKke
CBOEBPEMEHHOHN Ilepeflade HX Ha TOCYJapCTBEHHOE XpaHEHHME IIpU pPEOpraHu3aluu WIn
JMKBUJIALIUYU IOPUINYECKOTO JIUIIA.

ITopsiiok ¥ CpOKM XpaHEHUs TPYAOBBIX KHUKEK PETYIUPYET ClIEHUAIbHBI HOPMaTUBHBIN
akT - [loctanoBnenue [IpaButensctBa Poccuiickoit @enepanyu ot 16 anpens 2003 roma Ne225



«O TpymoBBIX KHIXKKax». Tak, ONaHKW TpyJOBOW KHWKKM M BKJIAJbIIIa B HEE XPaHATCA B
OpraHM3alui Kak JOKYMEHTbl CTPOrOoid OTUETHOCTH M BBIJAKOTCS JIMIlY, OTBETCTBEHHOMY 3a
BEJICHUE TPYAOBBIX KHUXKEK, 10 €ro 3asBKe. [lo OKOHYaHMH KaXKI0TO Mecslla JaHHOE JIMLO
0053aHO TPEACTAaBUTh B OyXrajTepuio OpraHU3alMd OTYET O HAJMYUH OJIAHKOB TPYAOBOMU
KHWKKHM M BKJIaJbllla B Hee. VcrnopueHHble IpU 3allOJIHEHUU OJaHKU TPYJIOBOM KHMXKKH U
BKJIQJBIIIM B HEE MOJUIEKAT YHUYTOXKEHUIO C COCTaBICHHEM COOTBETCTBYIOLIEIO aKTa.
HeBoctpeOoBaHHBIE TPYJIOBBIE KHMKKH U KHUTA y4eTa TPYIOBBIX KHMIKEK M BKIIQJbIIICH K HAM
XpaHATCS B apXuBe opraHuzauuu B TeueHue S50 JeT, a 3areM MOAJIEKAaT YHMUYTOKEHHUIO B
YCTaHOBJIEHHOM IOPSJIKE.

OTBETCTBEHHOCTh 3a OpraHu3alli0 pPadOThl 0 XPAHEHUIO KAJAPOBBIX JIOKYMEHTOB,
NEPBUYHBIX YYETHBIX JOKYMEHTOB HeceT paboTtonarenb. OTBETCTBEHHOCTb 3a BEICHMHE,
XpaHEHHe, y4yeT M BbIAAYy TPYAOBBIX KHUKEK HECET CHEIHMaIbHO YIOJIHOMOYEHHOE JIHIIO,
Ha3Ha4YaeMoe MpuKa3oM (pacrnopsbkeHueM) padboTtonarens. Bce TOKyMEHTHI 10 IMYHOMY COCTaBY
JOJIKHBI 0053aTEIbHO CAABAThCS B ApXUB OPraHU3aluu.

Takum oOpa3om, anroput™m JEHCTBUI KOMMEPYECKOM OpraHuzalvu, He SBIISIOIEncs
rOCylapCTBEHHBIM WJIM MYHHUIMNAJIbHBIM YHUTAPHBIM MPEINPUATHEM, IO OOECIEUEHUIO
XpaHEHUs TOKYMEHTOB, B TOM YHUCJIE KaJIPOBBIX JOKYMEHTOB SIBJISIETCS CIIEAYIOIIEM:

. npoBepKa Tpe6OBaHVIﬁ HOPMATUBHbIX NPaBOBbIX aKTOB, YCTAHOBUBLUNUX COOKN XPaHEHUA
KOHKPETHbIX BUA0B AOKYMEHTOB,

. XPaHEHNE OOKYMEHTOB,

. ana OpFaHVI3aLI,MlZ - AICTOYHMKOB KOMMIEKTOBAHUA - NO UCTEYEHUN CPOKOB XPaHEHUA

nposeseHNe COBMECTHO C YNOJHOMOYEHHbIM OPraHOM FroCyAapCTBEHHOM BacTu cybbekTa Poccuiickoin
depepauunm B 061acTn apxmMBHOTo Aena, focapxMBom 3KCNepTU3bl LLEHHOCTUN paga AOKYMEHTOB Ha
npegmeT BKAOYEHUs B cocTaB ApxmBHoro ¢poHaa Poccuiickon deaepauymm;

. XpaHeHue AoKyMeHTOoB ApxmMBHOro poHaa Poccuiickon Pepepaumnm anbo nepegada mnx
Ha XpaHeHWe B roCyAapCTBEHHbIN UM MyHULMNANbHbIMA apXxmB, BUBANOTEKY, My3ei NN B OpraHM3aumto
Poccuiickoi akagemum Hayk;

. APXMBHbIE AOKYMEHTbI, KOTOpble He Hbln BKAKOYEHbI B COCTAB AOKYMEHTOB APXMBHOIO
¢doHpa Poccuiickolt Pegepaunu, Mo UCTEYEHUN CPOKOB XPaHEHMA NOAEeXKaAT YHUUTOXKEHNIO 6O
XPaHEHUIo B apXmMBe OpraHM3auum B COOTBETCTBUM C TPeOOBAHUSAMM KOPNOPATMBHOIO 3aKOHOAATE/IbCTBA
(Hanpumep, ANA aKLMOHEPHbIX OOLLLECTB XpaHEHME AOKYMEHTOB perniameHTUpoBaHo MocTaHOBAEHNEM
depnepanbHO KOMUCCUM NO PbIHKY LeHHbIX 6ymar oT 16 niona 2003 roaa Ne03-33/nc «06 yTeepxaeHuu
MonoxKeHuns o NoOpAAKE U CPOKaxX XpaHEHUA AOKYMeEHTOB» U PegepanbHbiM 3aKOHOM OT 26 aeKabps
1995 N2208-$3 «06 aKUMOHEPHbIX 0OLLECTBAX») MW NOKANbHIMW HOPMATUBHbIMU aKTaMu;

° 015 opraHM3aumii, KOTopble He ABASIIOTCS UCTOYHNUKAMM KOMMNEKTOBAHMSA, NO
WUCTEYEHUWN BPEMEHHbIX CPOKOB XpPaHEHMA apXMBHbIe AOKYMEHTbI NOAIEXKaT 3KCNnepTUse n moryT bbiTb
YHUUYTOXKEHbI MO0 XPaHMUTCA B apXMBE OpraHuU3aLmnu.

Homenknatypa nen u QopmupoBaHue J1en JUisl TEKYIIETO XpaHEHHUsS KaJpOBBIX
JOKYMEHTOB. D¢ (GEKTUBHOCTh OPTraHU3alUU TEKYIIEro XpaHEHHs KaJpPOBBIX JTOKYMEHTOB BO
MHOTOM  OMpeAeNsieTcss HOMEHKJIATypod Jen (3TO  CHUCTEeMAaTH3UPOBAHHBIA  IepeueHb
HAMMEHOBAHUM JI€JI, 3aBOJMMBIX B OpraHM3aluH, C YKAa3aHHUEM CpPOKOB HX XpaHEHUs,
0(OPMIICHHBII B YCTAaHOBIEHHOM TOPSJIKE).

J1eno - COBOKYITHOCTh JJOKYMEHTOB UJIM JOKYMEHT, OTHOCSIIMUECS K OJHOMY BOIIPOCY WIIU
YUYaCTKY JIEATEIbHOCTH, TOMEIICHHBIE B OTJACIBHYIO O0T0KKY.

OCHOBHBIMU 33/1a4yaMU COCTaBJIEHUSI HOMEHKJIATYPHhI €T SBJISIOTCS:

o ONTUMa/ibHble FPYNNNPOBKA AOKYMEHTOB U GOpPMMpPOBaHME 4en;

o onpeaenieHne CPOKOB XPaHEHUA A OKYMEHTOB;

o OCHOBa AN COCTaBNEHMA ONMUCen AeN MOCTOAHHOIO U BpeMeHHoro (cebiwe 10 ner)
XpaHeHWA, a TaKXKe ANA yuyeTa Aen BpeMeHHoro (40 10 feT BKAUYNTENbHO) XpaHeHUs;

o obecneyeHune 6bicTporo 1 3pGEKTUBHOIO NOMCKA AOKYMEHTOB B npoLecce paboThbl ¢

HUMM.
MoxHO BBIACIIUTL CICAYIOMIKUC PA3HOBUAHOCTH HOMCHKIIATYPBI ACII:
. TUNoBble HOMEHKNATYpPbI AenN;
. npumMmepHbie HOMEHKNATYPbI Aen,



. MHAMBMAYANbHAA HOMEHKIATYpPa AeN KOHKPETHOM opraHu3aumu;

. CBOAHAA HOMEHK/AaTypa Aen opraHmsauung;

. HOMEHKNaTypa Aen CTPYKTYPHOro noapasaeneHus.

O 3HaueHuu TUNOBOM, IPUMEPHON U MHAMBUIYaJIbHON HOMEHKIJIATypax /€] F'OBOPUTCS B
«[IpaBunax opraHuzauuy XpaHEHMs, KOMIUIEKTOBaHUS, yuyéTa U HMCHOJIb30BAaHUS JOKYMEHTOB
apxuBHOTO (POH/A pOCCUIICKOH (penepay 1 APYruX apXUBHBIX JOKYMEHTOB B TOCY/IapPCTBEHHBIX
opraHax, OpraHax MeCTHOTO caMOyIpaBJieHus: U opranusanusx» ot 07.09.2015 r.:

«TumoBass HOMEHKJaTypa JeJl YCTaHAaBJIMBAeT COCTaB  Jiel, 3aBOJUMBIX B
JIeJIONIPOU3BOJICTBE OJHOTUITHBIX OPraHU3aLUi, U ABJIIETCS HOPMAaTUBHBIM JOKYMEHTOM.

[IpumepHass HOMEHKJIATypa JeJl yCTaHaBIUBAET NMPUMEPHBIN COCTAB JIeN, 3aBOJAUMBIX B
JIEJIONIPOU3BOICTBE OPraHU3alMi, Ha KOTOPbIE OHA PaCIPOCTPAHSIETCA, C YKa3aHUEM X UHIEKCOB,
1 HOCHUT PEKOMEHIaTeNIbHBII XapaKTepy.

«TunoBele W TpHUMEpPHbIE HOMEHKIATYpPhl J€JI HCHOJIb3YIOTCS JJIsi COCTaBJICHUS
WHIUBUAYAIbHONH HOMEHKIIATYPBI JEI».

CBoJ1Hast HOMEHKJIaTypa JIeJl OpraHU3allii COCTaBIISETCS HA OCHOBAaHUU HOMEHKJIATYp A€
CTPYKTYPHBIX MOJpa3AeIeHH, pa3pad0TaHHBIX 110 aHAJIOTUYHOHN (opMe.

Homenknatypa nenm CTpYKTypHOTO TOJpa3A€ieHUs] COCTaBJISETCS  COTPYAHUKOM
MO/Apa3/IeNIeHNs], OTBETCTBEHHBIM 3a JEJONPOU3BOJICTBO, COTJIACOBBIBAETCS C ApXUBOM WM C
SKCHEPTHOM KOMHCCHEW OpraHU3aluy, IOANKUCHIBACTCS PYKOBOJIUTENIEM MOJApa3feieHus u
YTBEPKIAeTCS PYKOBOIUTENIEM OpraHU3aIiH.

CornacHo  «lIpaBuymaM  oOpraHu3alMM  XpaHEHHWs, KOMIUIEKTOBAaHMs, Yy4y€ra U
WCIO0JIb30BaHUS JJOKYMEHTOB apXWBHOTO (hoHAA poccuiickoil denepaliii U APYrUX apXUBHBIX
JOKYMEHTOB B TOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIpaBJICHUS H
opranuzanusax» ot 07.09.2015 r., HoMeHKIIaTypa J1eJ1 COCTABISETCS HA OCHOBE M3YYEHUS COCTaBa
U coJiep>KaHusl JOKYMEHTOB, 00pa3yIolIuXCsl B A€ATEIbHOCTH OpraHU3aluH.

[Ipn cocraBieHHMH HOMEHKJIATYPhI A€M CIEAYET PYKOBOJACTBOBATBHCS YUPEIUTEIbHBIMHU
JOKYMEHTaMH, IOJIOKEHUSMH O €€ CTPYKTYPHBIX IOJpa3JeleHUSAX, TATHbIM PaCIUCAHUEM,
HOMEHKJIATYpOU JeJI OpraHU3alMy 3a MPOLIBIM I'0Jl, ONMUCAMH J€J MOCTOSIHHOTO U BPEMEHHOTO
(cBpimie 10 neT) XpaHeHHs, PErMCTPALlMOHHBIMU (OpMaMH, BEAOMCTBEHHBIMU M THUIIOBBIMHU
MEPEYHSIMU JOKYMEHTOB C YKAa3aHMEM CPOKOB HUX XPAHEHHUs, THUIIOBBIMH M IPUMEPHBIMU
HOMEHKJIaTypaMH JieJ.

VYuuteiBas nonoxenus [Ipukaza MunkynbTypsl Poccuiickoit denepanuu oT 8 HOSOpS
2005 roma No536 «O TUMOBOW WHCTPYKIHMH IO JEIONPOU3BOJCTBY B (perepasbHBIX OpraHax
UCIIOJIHUTENBHOM BIacTU» rpadbl HOMEHKIIATYP JIeJ 3aMOIHSIOTCS CIEAYIOIINM 00pa3oM.

B rpade 1 HoMeHKIATYphI Jes MPOCTABIIAIOTCS MHACKCHI KaKI0TO Jielia, BKIIOYEHHOTO B
HOMEHKIJIaTypy.

Kaxnoe neno, BKIIOUEHHOE B HOMEHKIATYPY, AOJDKHO MMETh MHAECKC. MHaekc nena
COCTOUT W3 HHJEKCAa CTPYKTYPHOTO MOJpa3JeleHUsi U TOPSAJKOBOIO HOMEpa Jena 1o
HOMEHKJIAType B Mpeenax nojapasaenenus. MHaekcsl gen 0003HauaroTess apabckuMu uppamu.
Hanpumep: 12-05, rae 12 - o603HaueHHEe CTPYKTYPHOTO ToApazaencHus, 05 - HopsaKoBbIA HOMEP
3aroJioBKa Jena mno HoMeHkiatype. [Ipu Hanmuuuu B Jene HECKOJIbKUX TOMOB (YacTeii), HHIIEKC
MIPOCTABJIETCS HA KAKJIOM TOME, ¢ J00aBICHUEM «T. 1», «T. 2» U Tak Janee.

B HOMeHKIaType €1 pEKOMEHYETCsl COXPaHATh OJUHAKOBBIE MHAECKCHI AJIs OTHOPOJIHBIX
Jell B IIpeAenax pPasHbIX CTPYKTYPHBIX NOJAPA3ACNeHUM; I NEPEeXONAlNX Ael HHAEKC
COXPAHSAETCH.

B rpady 2 HoOMeHKIaTyphbI J1e)1 BKIIOYAIOTCS 3ar0JI0BKU e (TOMOB, YacTeil).

3aroJI0BOK Jieia JOJKEH YeTKO, B 00001IeHHOM (hopMe OTpaxkaTb OCHOBHOE COJEP)KaHUE U
COCTaB JIOKyMEHTOB J€JIa.

B HOMeHKIaTypy A€ BKIIIOYAKOTCS 3ar0JIOBKU €], OTPaKAIOIINE BCE JOKYMEHTHPYEMbIE
y4acTKH pabOoThl CTPYKTYPHOTO HOpa3IeICHHS.

Pexomenyem A oTzaena KapoB BECTH CIEAYIOILYI0 HOMEHKIATYPY JEM:

1. HopmaTuBHO-NpPaBOBbIE aKTbl, peryavpytowme paboTty oTaena Kagpos.

2. LLTtaTHOe pacnucaHue.

3. NMonoxxeHune o6 oTaene KaLpos.



4, [ OKyMeHTbl NO NOATrOTOBKE M NepenosroToBKke paboTHUKOB, NOBbLIWEHWUIO
KBanndmKaLMK, NaaHbl, NPOrpammbl U TaK ganee.

5. Mepenuncka c 4pyrMMmn opraHM3aumamm no Bonpocam NoBbiWeHMA NpodeccMoHaNbHOM
KBanndmKaLMmM, MONCKa Kagpos 1 Tak ganee.

6. MpunKasbl 0 Npneme, yBosbHEHUN PAabOTHUKOB.

7. MpKrKasbl 0 NOOLWPEHUAX, NPUMEHEHUN AUCLUNANHAPHBIX B3bICKAHUN.

8. MpuKasbl 0 KOMAHANPOBAHUMN.

9. MpuKasbl 0 Nepesoae Ha APYryto paboTy, NOBbIWEHWUN B AONKHOCTHU.

10. lpadumK oTnycKos.

11. JONKHOCTHbIE MHCTPYKUUKM PabOTHMKOB OpraHmM3aumnm.

12. TpypoBble A0roBopbI.

13. [orosopbl 0 NO/IHOW MaTepPUaibHOM OTBETCTBEHHOCTM.

14. Tabenb yyeta paboyero BpemMeHMu.

15. KapToTeka nn4HbIx fen paboTHMKOB.

16. KapToTeKa Tpy4oBbIX KHUXKEK.

17. KapToTeKka IMYHbIX KapToyeK paboTHMKoB (popma NeT-2, NeT-2IC(MC)).

18. KapToTeKa aKTOB (K BblAE/IEHMIO HA YHUUTOKEHUE JOKYMEHTOB, O NPUeMKe-nepesade
Aen v gpyrue).

19. KypHan yyeta npuema, nepeBosa, yBoJAbHEHUA pabOTHUKOB.

20. KypHan yyeTta Bblgaun KOMaHANPOBOUHbIX YAOCTOBEPEHWUNA.

21. ypHan yyeta BOEHHOODOSA3aHHbIX.

22. ypHan yyeta NpMKasos No IMYHOMY cocTaBy (MOXKHO peKOMEHL0BATL BblAEUTb

KypHan yyeTa NpMKasos 0 NPeaoCTaB/AEHMM OTMYCKOB M KOMAaHANPOBaHUMN PabOTHMKOB, KOTOPbIE
MMeIT CPOKM XpaHeHuA 3 1 5 neT u MypHan yuyeTa Apyrnx KaLpoBbIX NPUKa30B).

23. KypHan yyeta IMYHbIX 4eN, IMYHbIX KapToyeK, TPYA0BbIX 40rOBOPOB.

24, ypHan yyeTta Bblgaumn TPYAO0BbIX KHUXKEK U BKNAAbILIEN K HUM.

25. ypHan yyeta NMYHbIX 3aABNE€HUI PabOTHMKOB.

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

nanee.

B HOMeHKIaTypy el He BKIIOYAIOTCS MEPUOINYECKUE U3/IaHus.

B rpade 3 HOomMeHKnaTypbl nen yKa3bIBaeTCsl KOJMYECTBO JAen (ToMmoB, dacteit). OHa
3aroJHseTcs [0 OKOHYaHUU KaJeHIapHOTO ro/a.

B rpade 4 ykasbiBaroTcs Cpok XpaHEHHs Jena, HoMmepa ctarei mo nepeutto (Ilepedyenn
TUIOBBIX YIPABIEHYECKUX JOKYMEHTOB), a MPU €ro OTCYTCTBUH - [0 TUIIOBOW MJIM MPUMEPHOM
HOMEHKJIaType JAe7l.

B rpade 5 «lIpumedanume» yKka3pIBalOTCS Ha3BaHWE TMEpeYHEH JTOKYMEHTOB,
WCIOJIb30BAHHBIX MPU OIpPEIEICHUH CPOKOB XpaHEHHS JIell, B TEUEHUE BCEro CpOKa JACUCTBUA
HOMEHKJIATYpPbI MPOCTABIISIOTCS OTMETKU O 3aBEACHUU Jell, O MePexXOo X Jenax (Harmpumep,
nepexonsuiee ¢ 2004 rona), o BbIACICHUH Je]l K YHHUTOXKEHHIO, O JIMIIAaX, OTBETCTBEHHBIX 3a
(dbopMupoBaHUE JEN U APYTHE.

[To okOHYaHUM AETONPOU3BOJICTBEHHOTO T'0JIa B KOHIIE HOMEHKJIATYPHI JeN 3aMEHSeTCs
WUTOrOBasi 3alKCh O KOJUYECTBE 3aBEACHHBIX JIel (TOMOB), MO pasaeliaM IOCTOSHHOTO U
BpEMEHHOT0 XpaHeHus: cBbiie 10 et u 1o 10 1eT BKIIOUNUTETBHO.

B Tom cnywae, ecnu opraHuzanus CIaeT JOKYMEHThI HAa TOCYJapCTBEHHOE XpaHEHUueE,
TpeOyeTcsi coTilacOBaHHE HOMEHKIATYpPhI Jien ¢ DKcnepTHO-TpoBepouHoi kommuccuen (DIIK)
rocynapcTBeHHOro apxuBa. Homenkiartypa nen opranusamnuu ohopmisieTcst Ha oOmiem OaHKe.

s ymobcTBa HMCHONB30BaHUsS HOMEHKIATypa [el, KakK MpaBWiIO, COCTaBIsIeTCS B
HECKOJIBKUX 3K3EMILIAPaXx, sl KaKA0T0 CTPYKTYPHOTO MOAPA3ACNICHUs U JIM1A, OTBETCTBEHHOIO
3a apXuB.

Homenknarypa nen Ha HpeACTOSIIMM Kajd€HAAPHBIA TOJl COCTaBJISETCS B MOCIEIHEM
KBapTaJie TeKYIIEro roja.

Homenknarypa aen mepecocTaBiisieTcsl U COTJIACOBBIBAETCS] 3aHOBO B CIIydae KOPEHHBIX
M3MEHEeHUI QYHKIUN U CTPYKTYPHI OpraHU3aIliK, HO HE PEKe OJTHOTO pa3a B MATH JieT. Exeroano



OHa YTOYHSAETCS, YTBEP/KIAETCSI PYKOBOIUTENIEM OpPraHU3allui U BBOJUTCS B AelicTBUE C | ssHBaps
CJIEAYIOILEro Tofa.

Texyliee XxpaHeHHEe JOKYMEHTOB ONPEIEIIAETCS HE TOIBKO NOHATUEM HOMEHKIATYPHI JIE,
HO U ()OPMHPOBAHUEM JIEI.

JIOKyMEHTBI, KOTOpblE HE HAaxOJATCS Ha pyKaxX Yy MCIIOJHUTENEH, NpU UX XPaHEHUU
IPYNIUPYIOTCS TaK, YTOOBI MOKHO OBLIIO OBICTPO HAMTU HYXHBIM JOKYMEHT U HH(pOpMaLrio. JTa
IIpoLEypa Ha3bIBAETCS «(pOPMUPOBAHUEM JIETa).

dopmupoBaHue 1€l - TPYNIUPOBKA UCIIOJHEHHBIX JOKYMEHTOB B JIeJla B COOTBETCTBUU C
HOMEHKJIATYpOIl JIe]l ¥ CUCTEMATU3alHsl JOKYMEHTOB BHYTPH JIea.

@®opMupoBaHUEM €1 B  CTPYKTYPHBIX MOJAPA3JECICHUAX 3aHUMAIOTCA  JIMLA,
OTBETCTBEHHbIE 3a JIOKyMeHTauuioo. KoHTposib 3a mNpaBWIBHBIM (OPMHUPOBAHUEM JEN B
OpraHu3ali ¥ €€  CTPYKTYpPHBIX  IOJAPA3[CICHHUAX  OCYLIECTBISIETCS  CIIyXKOOH
JOKYMEHTAI[MOHHOTO 00eCeueHus WM JIUIIOM, OTBETCTBEHHBIM 3a JOKyMEHTAIHIO.

®opMHpOBaHUE JIE]T IPOUCXOJUT CIEAYIOIIUM 00pa3oM:

1. nomelleHne AOKYMEHTOB (TO/IbKO MCMNO/IHEHHbIX lOKYMEHTOB) B A1€/10, KOTOPbIE No
CBOEMY COZep}KaHNI0 COOTBETCTBYIOT 3aro/IOBKY AeNa;
2. Pacno/ioXKeHne AOKYMEHTOB BHYTPU Aena B onpeAefieHHON Noc/ie0BaTe/IbHOCTH

(xpoHonornueckoit unm no andasuTy).

[Ipu dopmupoBanum nmen  HEOOXOOWMO CcoOOMIOATH  Cienylonme TpeOoBaHMS,
3akperieHHble B «[IpaBuiax opranusanuy XpaHeHus, KOMIUIEKTOBAaHUs, Y4€Ta U UCIOJIb30BaHUs
JOKYMEHTOB apXMBHOTO (poHAa poccuiickoil denepauuu M JPYrUX apXUBHBIX JOKYMEHTOB B
rOCyJAapCTBEHHBIX OpraHax, OpraHax MECTHOI'O caMOyIIpaBieHus 1 oprann3amusax» ot 07.09.2015
r..

. ﬂ,OKYMEHTbI NOCTOAHHOIO N BPEMEHHOIO XpaHeHnA HeO6X0,CI,MMO rpynnnpoBaTb B
oTAeNnbHblE AeNa.

. BkatoyaTtb B 4eno no OAHOMY 3K3eMNAAPY KaxXA40ro 4OKyMeHTa.

. I'pynnMpOBaTb B €210 JOKYMEHTblI O4HOIro KaneH4apHoro roga; UCKa4vYeHne

COCTaBAAIOT: Nepexoanline aena; cyaebHoie gena; B TOM YMC/E NYHbIE AeNna, KoTopble popmupyroTca B
TeyeHue BCero nepnoga paboTbl 4aHHOIO MLA B OpraHU3aLmn U gpyrue.

. [eno nonKHo cogepatb He 6onee 250 nnCTOB, Npu ToAWwMHE He Bonee 4 cm.

° B 4eno nomeLLatoT 4OKYMEHTbI, KOTOPbIE MO CBOEMY COAEPKAHUIO COOTBETCTBYHOT
3aro/IoBKy gena, Npu 3TOM 3anpeLaeTca rpynnnupoBaTth B Ae/la YepHoBble U Ay6aeTHbIe 3K3eMNAAPbI
OOKYMEHTOB (33 UCKNtoYeHMEM 0cob60 LLEHHBIX), @ TaKXKe AOKYMEHTbI, Mog/erKallmne Bo3BparTy.

° BHyTpU gena AOKYMEHTbI A0KHbI 6bITb PACNOIOXKEHbI TaK, YTO6bI OHM NO CBOEMY
COAEPKAHUIO NOC/IeA0BaTeIbHO OCBELLANIN ONpeaeneHHble BONPOCkl. [py 3TOM AOKYMEHTbI
pacnonaratoTca B XPOHOJIOrMYeCKOM nopsAgKe (BxogdALlme - No Aatam NocTynaeHus, ucxogalime - no
AaTam oTnpasaeHus) nam no andasmTy aBTOPOB M KOPPECNOHAEHTOB. XpOHO0rMYecKasn
nocnefoBaTe/IbHOCTb PACMONOKEHWUS OKYMEHTOB HaUMHAETCA OT bonee paHHUX MO AaTaM AOKYMEHTOB
M 3aKaH4YMBaeTca 6osee NO3AHMMM AaTaMMU.

° MpUNoXKEHUA K AOKYMEHTAM, HE3aBUCUMO OT AaTbl UX YTBEPKAEHUA UM COCTAB/IEHUA,
NpPUCOeaMHALOTCA K IOKYMEHTAM, K KOTOPbIM OHM OTHOCATCA. MpunoxkeHna ob6bemom cebiwe 250 ancros
COCTaBAAOT OTAENbHbIN TOM, O YEM B AOKYMEHTE AeNaeTcA OTMETKA.

. Mpukasbl No OCHOBHOW AeATENbHOCTU FrpynnNNPYyOTCA OTAE/IbHO OT MPUKA30B Nno
TMYHOMY COCTaBy.
. MpurKasbl N0 IMYHOMY COCTaBy rpynnUPYIOTCA B Ae/1a B COOTBETCTBUMN C

YCTaHOB/IEHHbIMM CPOKaMM UX XpaHeHus. LlenecoobpasHo npu 60ablnX 06bemax 4OKYMEHTOB
NPWKasbl N0 IMYHOMY COCTaBY, KacatoWMecs PasANYHbIX CTOPOH AeATeIbHOCTM OpraHu3aumn (npuem Ha
paboTy, yBOAbHEHME M NepeMelleHe, KOMaHANPOBKM U TaK Aanee), rpynnupoBaTth B OTAE/bHbIE Aena.

o L OKYMEHTbI B IMYHbIX AeNaX PacnonaraloTcsa B XPOHOOrMYECKOM NOPAAKE Mo Mmepe Mx
nocTynaeHus.
o Jlnuesble cyeta paboumx 1 CayKalmx no 3apaboTHOM NnaTe rpynnupytoTca B

oTAeNbHble Aesla U PacnoNaratdTcAa B HAX NO a}'ld)aBMTy d)aMM/'IMﬁ.



. MpeanoxKeHus, 3aABNEHUA U XKanobbl rpaxaaH No BONPocam paboTbl OpraHU3aLmm 1
BCe AOKYMEHTbI MO NX PAaCCMOTPEHUNIO N UICNOTHEHUIO TPYNNUNPYHOTCA OTAE/IbHO OT 3asAB/IEHUI rpaxXgaH
No INYHbIM BOMPOCaM.

. Mepenncka rpynnupyeTca, Kak NpaBuao, 3a KaNeHAAPHbIN ro4 U CUCTeMaTU3UPYETCA B
XPOHOIOrMYECKO NocneA0BaTebHOCTU, OKYMEHT-0TBET MOMELLAETCA 33 JOKYMEHTOM-3anpocom. Mpu
BO306HOB/IEHWM NEPENUCKM NO ONpeaeIEHHOMY BOMPOCY, Ha4aBLUEWCA B NPeablAYLLEM roAY,
AOKYMEHTbI BKNIOYAOTCA B €10 TEKYLLETO rofa C yKasaHUeM WHAEKCA Aena NpeablAyLero roaa.

PernamenTanust paboThl apxuBa MO JIMYHOMY COCTaBY MMeEET CBOIO crernuduky. JIroboi
JOKYMEHT, BHE 3aBUCUMOCTH OT LIEJIM €r0 CO3AaHUsl, MECTA, BpDEMEHH BOSHUKHOBEHHUS, aBTOPCTBA
COJIEP’KUT HH(OpPMALIKIO, KOTOPAst MOXKET ObITh BOCTPEOOBAaHA Uepe3 HEKUI BPEMEHHOW MEPUO/I.
E.B. AnekceeBa oTmeuaeT, 4To 0c000€ MECTO CpeIu AapXUBHBIX JIOKYMEHTOB 3aHUMAIOT
JOKYMEHTBI 0 JIMYHOMY COCTaBYy, KOTOPBIE OTpPa)KalOT TPYAOBbIE OTHOILIEHUS pabOTHHKA C
paboronatenem. (D3-125 «O6 apxuBHOoM Jnene B Poccuiickoit @enepamuu» 1n.3 cr.3). 3a aTOM
(GOpMyTUPOBKOM 3aKOHA CKpPBIBAETCS KOMIUIEKC JOKYMEHTOB YpE3BBIYAMHO BaXHBIM JUId
KaXXJI0ro yesioBeka. VIMeHHO Ha OCHOBaHUM MH(pOpMaUH, 3apUKCUPOBAHHON B JOKYMEHTaX IO
JUYHOMY COCTaBY, BO3MOXHO, B cllydae HEOOXOIUMOCTH, MOATBEPIUTh CBOM TPYJOBOM CTaX,
3apabOTHYIO IUIaTy, UWHBIE COLMAJbHBIE JIBIOThHI, TOJAramluecs TIpakKIaHUHY [0
3aKOHO/1ATENbCTBY PO.

Opnako ans Toro, yTtoObl MH(OpPMaNUs, 3apUKCUPOBAHHASA B JOKYMEHTAaX MO JTUYHOMY
COCTaBY, UMeJa IOPUINYECKYIO CUILY, TOJDKHBI OBbITh BBIMOJIHEHbI, KAK MUHUMYM, TPH YCJIOBHS:
CO37JaHH€ M COXPAHEHHE 3TUX JOKYMEHTOB B OpraHM3alUsaX pa3HbIX (OpM COOCTBEHHOCTHU H, B
cllydae JMKBHJALMK OpraHu3aluu 0e3 NpaBolpeeMHHUKa- Mepefada UX Ha TOCylapCTBEHHOE
XpaHeHue. Anroput™M aedcTBuid npomucad B 1.1.8,10 cr. 23 ®3-125 «O06 apxXxuBHOM Jiene B
Poccuiickoit ®eneparuny». «llpu IUKBUAAIIMN TOCYJAPCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO
CaMOYIpaBJIEHUs, TOCYJAPCTBEHHbIX W MYHULMWIAJIBHBIX OPraHu3alyid BKIIOYEHHBIE B
coctaB ApxuBHoro ¢onga Poccuiickoit deaepannu JOKYMEHTHI, JOKYMEHTHI IO JTMYHOMY
COCTaBy, a TAKXXE APXUBHBIE TOKYMEHTBI, CPOKH BPEMEHHOI'O XPAaHEHHs KOTOPBIX HE UCTEKIIU, B
YHOPSIIOYEHHOM COCTOSIHUM IOCTYIAIOT HAa XPAHEHUE B COOTBETCTBYIOIIMM TOCYAApCTBEHHBIN
WY MyHUIIUNAIbHBIA apXUB.

[Ipn nuKBMAALMM HEroCylapCTBEHHBIX OpraHU3allMii, B TOM 4YHCIE B pE3yJbTare
0aHKpOTCTBA, OOpa3oBaBIIMECS B TMpollecCe MX JEATEIbHOCTH U BKJIIOYEHHBIE B COCTaB
ApxuBHoro ¢onaa Poccuiickoii denepanun apXUBHBIE JOKYMEHTHI, JIOKYMEHTHI 110 JIMYHOMY
COCTaBy, a TAaK)X€ apXWBHbIE JOKYMEHTBI, CPOKM BPEMEHHOTO XPAHEHHS KOTOPBIX HE MCTEKIIH,
MepelaloTCsl TUKBUIAIIMOHHON KOMUCCUU (JIMKBUIATOPOM) MM KOHKYPCHBIM YIPABIISIIOIIUM B
YHOPSIIOYEHHOM COCTOSSHUM HAa XPaHEHHE B COOTBETCTBYIOIIMI TOCYAApCTBEHHBIM WU
MYHULUIAJIBHBI apXUB HAa OCHOBAaHMM JOTOBOpPa MEXAY JIMKBUIALMOHHOM KOMHUCCHUEH
(JIMKBUAATOPOM) WM KOHKYPCHBIM YIPABISIOIIMMU TOCYIAPCTBEHHBIM WM MYHHIIMIIATBHBIM
apxuBoM. [Ipu 3TOM JIMKBUAAIMOHHAS] KOMUCCHUS (JTUKBUIATOP) WIIM KOHKYPCHBIN YIIPaBIISIFOIIHIA
OpraHU3yeT YNOpsAI0YCHUE apXUBHBIX JOKYMEHTOB JIMKBUIMPYEMOW OpraHU3alliy, B TOM YHUCIIE,
JTUKBUIUPYEMOI1 B pe3ynbTaTe OaHKPOTCTBAY.

Baxxno ormeruth, uYTO B cooTBeTcTBUM ¢  DeaepanbHbIM  3aKOHOM  «O
HECOCTOATENBHOCTH (0aHKPOTCTBE)» B pelNakiuM, AeWcTByromed ¢ 5 mapra 2012r, B cr. 129
CKa3aHo, YTO « KOHKYPCHBIM YMpaBISIOMUN 00s3aH ...MepelaBaTh HAa XpaHEHHE JOKYMEHTHI
JOJKHHUKA, TOJUIekKAIINe o005S3aTeNbHOMY XpaHEHHIO B COOTBETCTBUU C (hefepantbHBIMU
3akoHaMu. [lopsimok M ycioBHS 1mepenayd  JOKYMEHTOB JIOJDKHMKAa Ha  XpaHEHUue
yCcTaHaBIUBaOTCA (eepadbHBIMU 3aKOHAMH M WHBIMH HOPMATHBHBIMU TIPABOBBIMH aKTaMH
Poccuiickoit denepanum».

Cnenyer moHMMATh MOJ OIpPEACICHUEM «UHBIE HOPMATHUBHBIE MPABOBBIE aKThl PDy,
perIaMeHTHPYIOIME Mepefayy Ha TOCyJapCTBEHHOE XpaHEHHE JOKYMEHTOB IO JIMYHOMY
cocraBy, npexe Bcero asa Pacnopsokenus [IpasurensctBa Pocculickoit @enepanuu, DTpUHATHIX
B MepBOM MIOJIOBUHE 1990-x TOJOB. HeobxoaumocTthb rOCyJ1apCTBEHHOIO
pEeryaupoBaHUsl BOMPOCOB OOECIEUEHUsI COXPAHHOCTH JOKYMEHTOB IO JINYHOMY COCTaBy B
Havase 1990-x romoB crosiia upe3BbIYaiHO OCTpO M ObUTa cBsizaHa mnocie pacnaga CCCP c
JUKBUJAIMEH OpraHOB YIPABICHHUS M WHBIX YUPEXKACHUH U MNPEANPUITHH  COIO3HOTO



U pecmyOJMKaHCKOTO TOJYMHEHHs, a TakKe C CO3JaHHMEM 3HAYUTEIBHOTO YHCIIa
HEroCyJlapCTBEHHBIX OpPraHu3alil BO BCEX OTPACISIX SKOHOMHUKHU U OOLECTBEHHON U3HU U HE
BCerjga COOJIONaBIIMX HOPMATHUBHBIE TPEOOBAaHMUS MO JOKYMEHTAIIMOHHOMY O(OPMIICHHIO
TPYAOBBIX OTHOLIEHUH C COTPYJHUKAaMH, W, KaK CIIEJCTBHE, JIMIIABIINE UX BO3MOXXHOCTH B
JaJbHENIIEM JIOKYMEHTAJIbHO MOATBEPAUTH TPYJOBOW CTaX M T.J. OTO T'PO3WIO CEPbE3HBIMU
COLIMAJIBHBIMU MOCJIEACTBUSIMH.

Wrak, mns obecriedeHHsl CONMAIbHOW M TIPABOBOM 3alIUTHI TpakaaH PacropsbkeHue
[IpaButensctBa PO ot 23.04.92 Ne781-p 00s3bIBajio B LENSIX MPEAOTBPALLEHUS YTpPaThl
JOKYMEHTOB 10 JIMYHOMY COCTaBY, a TAKXK€E YJIYUILIEHUS UX XPaHEHUS U UCTIOIb30BaHUS :

«l. VYcraHoBUTb, YTO JHUKBUJIUPYEMbBIC MPEANPUATHS, OpPraHU3ALMUM...d HHBIE
OpraHu3allMOHHBIE CTPYKTYPHI, HE3aBHCUMO OT (OpPMBI COOCTBEHHOCTH, TIE€pPENAIOTCS Ha
XpaHEHHUE MPaBONPEEMHUKOM WJIM MPU €ro OTCYTCTBUM BBIIIECTOSILIEMY MO IMOJAYMHEHHOCTHU
OpraHy JIOKyMEHTHI 110 JUYHOMY COCTaBY....».

Kpowme Toro, nannoe Pacniopsixenue Bo3narano Ha TOCYJapCTBEHHYIO apXHUBHYIO CIyXOy
P® o6s3anHOCTH 1O OO0ECMEUYEHUI0 COXPAHHOCTH JIOKYMEHTOB TIO JIMYHOMY COCTaBY
JUKBUJIMPOBAHHBIX  OpraHu3auuid  Bcex  (GopM  COOCTBEHHOCTHM, HE  HMEBIIUX
MIpaBONPEEMHUKA WJIM BBIIIECTOSIIErO MO MOJYNHEHHOCTH OpraHa. B opranuszaioHHOM IU1aHe
ObUIO PEKOMEHIOBAHO OPraHOM HCHOJHHUTENHHOW BJIACTU B HEOOXOJIMMBIX CIydasX CO31aBaThb
apXMBBI JUISl XpaHEHUS U UCIIOJIb30BaHUS JIOKYMEHTOB I0 JTUYHOMY COCTaBY.

He menee 3naummbiM Obuto U octaércs Pacmopspkenue IlpaButensctBa Poccwmiickoit
Oenepanun ot 21. 03. 1994 Ne358-p, B KOTOPOM OTHOCHUTEIBHO COXPAHHOCTU JOKYMEHTOB IO
JUYHOMY COCTaBy <« BBICBOOOXJAaeMbIX pabOTHUKOB B pe3ynbTrare 00pa3oBaHuS,
peopraHu3aiiy 1 JUKBUJAINH IOPUIUYECKUX JIUL[ ObLII0 PEKOMEHJOBAHO:

«l.  VYuypegutrensM  BHOBb OOpa3ylolIUXCS IOPUAMYECKUX  JIMI,  SBJISIOLIMXCS
IOPUIMYECKUMH U HEKOMMEPYECKMMHU OpraHU3alysMH, BKJIOYaTb B CBOM YUpPEIUTEIbHBIC
JOKYMEHTBI TOJIOKEHHSI, Kacaroluecs Yy4€ra M COXPAaHHOCTH JIOKYMEHTOB IO JINYHOMY
COCTaBy, a TaK)K€ CBOEBPEMEHHOM mepenade HMX Ha TOCYyJapCTBEHHOE XpaHEHUE B
YCTaHOBJIEHHOM MOPSJKE MPU PEOPraHU3aLNN W JIMKBUJIALMY FOPUIUYECKOTO JIALIA.

2 @enepallbHBIM OpraHaMm  HCIIOJTHHUTEIBHOW BJacTH  CyOBbeKkTOB Poccuiickoii
denepauuy OCYHIECTBIATh T'OCYIAPCTBEHHYIO PETHCTPALMIO YUYPEAUTENIbHBIX TOKYMEHTOB Ha
npuoOpereHue TMpaB  OPUAMYECKOro  JHMIa NP  HAIMYUM B HUX  IOJOXKEHUH,
MPEAYCMOTPEHHBIX B IIYHKTE | HACTOSAIIErO paclopsiKEHUs. . ..

Taxkum o0Opazom, OBLT odopmieH MPaBOBOM MEXaHHU3M,
MOPa3yMeBarOLIU I OTBETCTBEHHOCTh OpraHu3anuu 3a CO3JaHue u
COXPAaHHOCTh JOKYMEHTOB IO JIMYHOMY COCTaBy M 00s3aTeNbCTBa TOCYAApCTBa MPUHATH Ha
JNONTOBPEMEHHOE (a OTHENbHBIE KOMIJIEKCBI W HAa TOCTOSHHOE) XpaHEHUWE JTU
COLIMAIbHO-3HAYMMbIE€ MAaTE€pPUAIIBL.

BaxxHo HamOMHHUTB, YTO apXUBBI (MIPEK/E BCETO TOCYJAPCTBEHHbIE U MYHUIIUIIATIbHBIE, a
TakKe apXUBbl OPraHHU3aIUil) SBISAIOTCA aTPUOYTOM TOCYAapCTBEHHOCTH, €€ MPaBOBBIM
rapantoM. OHH HecyT o0s3aTenscTBA  Iepel TOCYAapCTBOM M TPaKIAHMHOM B
JOKYMEHTAJIbHOM MOJITBEPKACHUN HX IOPUIUYECKUX [PaB U COLMAIbHBIX T'APAHTHUH.

Bo ucnonuenue stux Pacnopsokenuit [IpaBurtenbcTtBa ObUM CO3AaHBI B OOJBIIMHCTBE
cyobekToB PO crienmanu3npoBaHHbIe apXUBBI IOKYMEHTOB 10 JITYHOMY COCTaBy. B ocTaibHbIX
CyObeKkTax JOKYMEHTHI MO JIMYHOMY COCTaBY MOT'YT XpaHUTbCS B TOCYIapCTBEHHOM apXHBe,
nub0 B oOpraHe YIOpaBiCHHUS apPXUBHBIM J€NIOM, COBMeMIaromeM (YHKIUW YIpaBlIeHUs
apXMBHBIM JIEJIOM U XpaHEHHUE JOKYMEHTOB. BaXHYyI0 poJib B COXpaHEHMHM IOKYMEHTOB IO
JTUYHOMY COCTaBY JIMKBUIMPOBAHHBIX OPraHHU3AIMii, B TOM YKCJE U B pe3yabTaTe 0aHKPOTCTBA,
UTParOT MyHUIIUTIATbHBIE APXUBBI.

Bun marepuanoB KaTeropuu JOKYMEHTOB 110 TIMYHOMY cocTaBy. OOpaTuMcs 32 TOMOIIBIO
K HBIHE JEHCTBYIOIIEMY HOPMATUBHOMY AOKYMEHTY «llepeuHio THUMNOBBIX YIPaBIEHUYECKUX
apXMBHBIX JIOKYMEHTOB, 00pa3yloLIuXcs B Mpoliecce JAeITeIbHOCTH TOCYAapCTBEHHBIX OPraHoB,
OpraHOB MECTHOT'O CAMOYIIPABJIEHUS U OpraHu3aluil, ¢ yKa3aHueM CpoKoB XxpaHeHus». (M. 2010
3apeructpupoBan Muntoctom Poccun 8 centsiops 2010r. Per.Ne 18380). Ilepedenn BkIO4YaeT



TOJIBKO THWIIOBBIC YIPABICHYECCKHE JOKYMEHTHI, OOpasyloiuecs B MpoOIecce ACSITeIbHOCTH
opranu3zaiuii Bcex Gopm codcTBeHHOCTH. B mepByto ouepenp Hac OyayT HHTEPECOBATh pa3aedbl,
CoJIeprKalIue JTOKYMEHTHI 10 OpPraHU3aliKd, HOPMUPOBAHUIO, Tapu(UKAIMK, OIIATe U OXPaHE
tpyna (Pasmen Ne7), a Takke OOKYMEHTHI O paboTe C Kaapamu: mnpuéme, MEpEeMEIICHUH,
YBOJILHEHUU PAa0OTHUKOB, TOBBIIICHHH WX KBaTH(HUKAINK, MPOBEICHUU aTTECTAIllUU, a TaKKe
Harpaxaenuu (PaznenNe8). Kpome toro, cinenyer npusieub qokyMeHTHl U3 Paznena Ne4 «Vuer u
OTYETHOCTBY», CBSI3aHHBIC C OTUIATON TPYAA U IPYTMMH BBIIUIATAMHU COTPYIHUKAM.

HopmaTtuBHbIE CpPOKH XpaHEHHUS ITOKYMEHTOB IO JIMYHOMY COCTaBY YUYHTBHIBAIOTCS MPH
COCTAaBJICHUU B KaXKJOW OpraHuU3alMid BEIOMCTBEHHBIX (JIOKAJIbHBIX) HOPMATHBHBIX AKTOB:
WHCTPYKIUH, MpaBul, MOJIOKEHU N B KOTOPBIX U3JI0KEH MOPSIIOK
COCTaBJICHUS HOMEHKJIaTyphl Jel, (dhopMupoBaHHS u odopmieHus Jell,
COCTaBJICHUSI HAy4YHO-CIIPABOYHOTO arlapaTra, MOJATOTOBKH Jel K apXHUBHOMY XPaHEHHIO.
[ToaroroBka JOKyMEHTOB IO TUYHOMY COCTABY K JUTMTEIIbHOMY XpaHEHHUIO HAYNHAETCA Ha CTa/IUU
COCTaBJICHUSI HOMEHKJIATYPHI 1e7 U (POPMHUPOBAHUS JIET B JACIOTPOU3BOICTBE.

OCHOBHBIMH HOPMATUBHBIMU JIOKYMEHTAMH, B KOTOPBIX YCTAHOBJICHBI 00IIIHE TPEOOBAHUS
Mo 3TU BompocaM sBisitorcsa «[IpaBuna opraHu3anuu XpaHEHUs, KOMIUIEKTOBaHUsA, yu€Ta W
WCIIOJIb30BAaHUS JIOKYMEHTOB apXWBHOTO (hOHAA POCCHUHCKON (enepanud U APYTUX apXUBHBIX
JOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax, oOpraHax MECTHOTO CaMOYIpaBJeHUS U
opranmzanusax» ot 07.09.2015 r. u «IIpaBuna nenonpousBojcTBa B (peepaabHBIX OpraHax
HCIIOJTHUTENBHON BIACTU», YTBEPKIACHHBIE TocTaHOBIEHUEM [IpaBuTtensctBa P® ot 15.06. 2009
r.Ned477.

KiroueBbIM sIBIISIETCS BOMPOC JIOCTYMA TMOJb30BaTeNel K JIOKYMEHTaM [0 JIMYHOMY
COCTaBy B TOCYJApPCTBEHHBIX U MYHUIIUTAIBHBIX apxuBax PD u opranuzaruu moibp30BaHUs HMHU
JIOKyMeHTBl 1O JUYHOMY COCTaBy, IO CYTH, SBISIOTCA MCTOYHHKAMH MacCOBOTO
MPOUCXOXKACHUST M UX uHpopManus (B 0OE3TMUYEHHOM BHJIE, B COOTBETCTBHM C HOPMaMU
JNEUCTBYIOIETO 3aKkoHojaarenbcTBa P®) Mornma Obl cTaTh OCHOBOW JIJIi  YHHUKAQJIBHBIX
UCCIIEIOBaHUN B 00JIACTH COLMOJIOTUH, JeMorpaduu, TeHeaJoTud U MHOTUX JIPYTMX Hay4HBIX
HampaBieHud. Takum o0Opa3oM, BBIXOJS 3a paMKHM HCIIOJIHEHHUS TOJBKO COLMAIbHO-TPABOBBIX
3alpocoB TeX TrpaxaaH, HHPopMamusi O KOTOPbIX 3adUKCHUpOBaHA B JIOKYMEHTAllUH,
MOCTYNUBIICH Ha XpaHeHUWEe B apXuBbl. [IOCKONBKY, YacTh JeJ U JOKYMEHTOB IO JUYHOMY
COCTaBy COJEp>KaT CBEJICHUS, O JIMYHOM M CEMEUHOW TailHe rpakJaHWHA, €ro JMYHOW >KHU3HU ,
CBEICHUS , CO3JAIONINE yrpo3y uis ero 0e30MacHOCTH, CIEAYeT Ype3BbIYailHO TaKTUYHO, C
coOnrofiecHHeM HbIHE JICHCTBYIOIIETO 3aKOHOJATENbHBIX HOPM  HUCHOJBb30BaTh JaHHbBIE
JOKYMEHTBI.

[Tomoip apxvBaM W MOJIB30BATENSIM apXWBHOW HMH(OpMalueld Mo coONI0JACHUI0 BCEX
TpeOOBaHUN OTHOCHUTEIBHO HCIOJIb30BAHUS JOKYMEOHTOB IO JIMYHOMY COCTaBy MOTYT
okazaTh Mertoauueckue pekoMmenaanuu, noarorosaenasie BHUMJIAL B 20091 : «OGecnieueHue
JOCTyNa TMOJdb30BaTeNiel K JOKYMEHTaM TOCYJapCTBEHHBIX W MYHUIIMIIAIBHBIX apXHBOB
Poccuiickoit ®enepanu ¥ opraHuzaius IOJIb30BAHUS HMH», Oa3upYIOIIUMEecs Ha HOPMax
POCCHIICKOTO apXUBHOTO M CMEXHOTO 3aKOHOAATEIbCTB.

Obpatumcs k mozpasfeny 1.2.3. Meroauueckux peKOMEHJAIM , B KOTOPOM
MIEPEYUCIICHBbI KaK MpaBa U 00s13aHHOCTH TOCYJapCTBEHHBIX U MYHUIIUTIAIBHBIX apXHUBOB, TaK U
MoJib30BarTeneil (FOpUandeckKux U (PU3MYECKUX JIMII) MO 0OECHEeUeHHI0 TOCTyNa U OpraHU3aluu
UCIOJb30BAHUS JOKYMEHTOB II0 JIMYHOMY cocTaBy. B coorBercTBuu € 1.3 ¢T.25 @3 -125 «O6
apxuBHoM zene B Poccuiickoit denepanun»- apXuB OTPaHUYMBAET JOCTYI TOJIb30BaTENIEH K
apXuMBHBIM JeJlaM M JOKYMEHTaM, COJIepKalllUM CBEIEHUS O JIMYHOU M CEMEHHON TaliHe
rpaXJaHWHA, €r0 YaCTHOW >KWU3HH, CBEACHMS, CO3/JAOIIME YTpo3y Uil ero 0e30MacHOCTH, B
TE€YEHUU 75 NeT co AHS co3AaHus ToKymeHTa. [lociie okoHYaHus 3TOro nepruoaa OrpaHUyuEHUs Ha
JOCTyN cHUMaroTcs. VICkioueHueM SIBIAIOTCS Jefla U JOKYMEHTHI JIMYHOTO MPOUCXO0XKICHHUS,
MepelaHHble B apXuB Ha OCOOBIX yCIOBHUSX JocTynma K HUM. COOCTBEHHHK HMeEET TpaBO
YCTAaHOBUTH CBOM CPOKH OTPAaHUYEHUS] U YCIOBUSI IOCTYIIA.

ApXuB TIpeIOCTaBISET Jiea U JOKYMEHTHl 0e3 OrpaHMuYeHuil caMoMy TpakIaHUHY -
CyOBeKTy HH(GOPMALIUU, €CIIH ATO HE TPOTHBOPEUUT 3aKOHOAAaTeNbCTBY PD (Hampumep, 3aKOHOM



«O rocynapcTBeHHOM TaiiHe», «O0 onepaTUBHO-PO3BICKHON JEATENBHOCTH» W Jp.) WIH
JIOBEPEHHOMY JIMITY TpaXKJaHWHA (MPU MPEAbSIBICHUH IOKYMEHTOB, YIOCTOBEPSIOLUIUX TUYHOCTD,
JOBEPEHHOCTH, OPOPMIICHHOU B YCTAHOBJICHHOM 3aKOHOM TIOPSIZIKE).

[Tociie cmepTu rpaxkiaHvHa IMPAaBOM Ha JOCTYN K apXMBHBIM JI€JaM MU JIOKyMEHTaM,
COJICP>KAITUM CBEJICHUS O JIMYHOU U CEMEHHOM TaifHe, €ro YaCTHOM )KU3HHU 00J1a/1al0T HACTIETHUKHI
( moBepeHHBIE JIMIIa HACICIHUKOB), €CJIU 3TO HE MPOTUBOPEUYUT 3aKOHOIATEILCTBY PD. Apxus
B3aMMOJICMCTBYET C HACICOHUKAMH MPU HAJIUYUM CBUIETEIBCTBA O CMEPTU TPAXKJIAHWHA M
JIOKYMEHTOB , TOATBEPAKJAOIINX UX ITPABO HA HACIIEJICTBO.

s IpYrux KaTeropuun II0JIb30BaTENIEH HE00X0 MO IIUCbMEHHOE
HOTapHaJIbHO-3aBEPEHHOE pa3pelieHue TpaKJaHuHa (€ro HACIeAHUKA WM JOBEPEHHOTO JIUIA),
KOTOPO€ MOXKET OBITh 3alpoIleHO OpraHW3alMeld , HaNpaBUBILIEH IOJH30BATENsl B apXUB,
MOJIb30BATENIEM , €CJIM OH - YaCTHOE JIUI0, WM apXHBOM IO MPOCHOE MOIb30BaATENSA. APXUBY
CJIelyeT BBIJIaBaTh MOJIb30BATENIO TOJBKO T€ Jiela U JOKYMEHTHI, KOTOpble OyIyT yKa3aHbl B
pa3peleHun.

ApXUB MPENOCTABISET O OKOHYAHUA 75 JIET CO JHS CO3JIaHMSl JOKYMEHTa AapXWBHBIE
Jiena U JOKYMEHTBI, COJIEpIKAIME CBEACHUSA O JIMYHOW M CEMEMHOM TallHe TpakJIaHWHA, €ro
4acTHOM KU3HU o MOTHUBUPOBAHHOMY MHUCbMEHHOMY oOparieHuto
COTpYJIHUKAM opranmuzarui-hoHI000pa3oBaTeNIeH U UX  T[PUEMHUKOB,  OpPraHOB
rOCyJIapCTBEHHOM BIIACTH, OPraHOB MECTHOT'O CaMOYIpaB-JICHUS, CyJI0B, OPTaHOB MPOKYPATYPHI,
OPraHoB TMPEABAPUTEIIBHOTO CIIECTBUS M JO3HAHHMS B TpeAenax HCIOJHEHUS HMU CBOUX
CITyK€OHBIX 00sI3aHHOCTEH.

ApxuB 0e€3 COTJIACOBAHUS C TPakJTaHWMHOM (E€r0 HaCJCIHHKaMU) 0OeCrednBaeT IOCTYI
MOJIb30BaTeNeH K JesiaM, COJEpIKalliM OCHOBHBIE OMOTpaUYecKue TaHHBIC JIMIA: CBEICHUS O
JaTe W MECTe €ro POXKIACHHs, CMEPTH, 00pa30BaHUH, CIY)KEOHBIX JOJDKHOCTSAX (€Cd ATO HE
MPOTUBOPEYNAT benepampHOMY 3aKOHOJATEIBCTRY, HaTpuMep, 3aKOHOM «O
rocyJIapCTBEHHOUM TaiiHe», «O0 omepaTUBHO-PO3BICKHONW ACATEIHHOCTH» M Jp. ), TTOYETHBIX
VYCHBIX 3BaHMIX, Harpazax, BBIOOPHBIX JIOJDKHOCTSAX, 00 OMYyOJMKOBAHHBIX pe3yJbTaTax
TBOPUYECKOW M HAYYHOU AESATEIBbHOCTU IpaXkJaHUHA.

ApxuB oOecrmeunBaeT JOCTYN IIOJB30BaTENsi TOJBKO K TEM JOKYMEHTaM WJIH
nH(pOpMaIIUH, KOTOPHIE OTHOCATCS K JIMIY B OTHOIIIEHUH KOTOPOTO, OBIJIO MOJIYYSHO pa3pelieHre
o gocryne. Eciu B nene HaxoaaTcst JOKYMEHTHI, coeprKaliue KOHPUICHIInaIbHbIC CBEICHUS O
HECKOJBKHMX JIMIIaX, TO TaKWUE JieJla Ha PyKH IOJb30BaTEIsIM HE BbLAAOTCA. MHTepecyromas
MoJIb30BaTesss HHGOPMAIUS MOXKET OBITh BBIJaHA €My B BHJIC apXWBHOW CIIPAaBKH WMJIM KOTWH
JOKYMEHTOB C W3BATHIMH W3 HUX KOH(DHICHIIMAIBLHBIMH CBEICHHUSIMHU O JPYIHX JIMIAX.
Pazpemienrie Ha mocTyn BBIJAETCA PYKOBOJIUTENEM TOCYIApPCTBEHHOIO apXvMBa WM JIMIIOM,
00J1a1a101IUM COOTBETCTBYIOIUMHU MOJTHOMOYHSMH B MUCbMEHHOM BHJIE.

Takum 06pa3zom, OCHOBHBIE JOKYMEHTBI, COCTABJISIONINE HOPMATUBHYIO 033y apXHUBOB 10
JINYHOMY COCTaBY, 3TO:

1. TpynoBsol Koaekc Poccuniickont Pegepaunn N 197-d3 30 gekabps 2001 r. Bepcus ¢
M3MEHEHUAMM N gononHeHmamm ot 29.06.2015.

2. depepanbHbIi 3aKkoH «06 apxuBHom aene B Poccuiickont ®epepaummny» Ne125-d3 ot 22
OKTA6ps 2004 .

3. MpaBuna opraHN3aLUM XPaHEHUSA, KOMMNEKTOBAHMSA, Y4ETa M UCNO/b30BAHMA
AOKymeHTOB ApxuBHoro ®oHaa Poccuiickoit degepaumm u Apyrux apxXmMBHbIX OKYMEHTOB B
rocyAapCTBEHHbIX OpraHax, opraHax MecTHOro camoynpas/ieHus n opraHunsaumax. Mockea — 2015 .

4, MepeyeHb TMMOBbIX YNPaBAEHYECKMUX apPXMUBHbIX AOKYMEHTOB, 06pasyIoLWMNXCa B
npouecce AeATeNlbHOCTU FOCYAaPCTBEHHbIX OPraHOB, OPraHOB MECTHOTO CaMOoyMNpaBAEHUA U
OopraHusaumii, c yKasaHMeM CPOKOB XpaHeHuA. 3apeructpmpoBaH MuHioctom Poccum 8 ceHTabpsa 2010 T.
Per.Ne 18380.

5. MeToaunyeckme pekomeHaaunm « JKCnepTm3a LeHHOCTU 1 oTbop B cocTaB ApXMBHOTO
¢doHaa Poccuiickoit Peaepaumm 4OKYMEHTOB NO AMYHOMY COCTaBy» NpoekT 2014 r.
6. MHCTpYKUMA No AeN0oNpoM3BOACTBY OpraHmsaummn. OanH U3 pasaenos MHCTPYKUUK

MOXET CoAepyKaTb NpaBuaa XpaHeHUa OKYMEHTOB MO IMYHOMY COCTaBy.
7. MHCTPYKUMA NO KagpoBOMY Ae/10NPOM3BOACTBY OpraHM3aLmu.



8. MprMepoM NOC/YKaT BblAEPKKU U3 UHCTPYKLMIA MO KaApOBOMY AE€10MNPON3BOACTBY
OAHOrO By3a.

4. JOKYMEHTHAI I10 VUETY KA/IPOB.

4.1. TpynoBas KHMW)KKa paOOTHHKA — OCHOBHOM JTOKyMEHT O TPYAOBOM JESATEIBHOCTH U
TPYJOBOM CTake paboTHUKA. TpyJoBble KHIKKHM BEOYTCSl B IMOPAIKE, IPETyCMOTPEHHOM
«[IpaBunamu BeieHUS U XpaHEHHSI TPYJIOBBIX KHIDKEK, H3TOTOBJICHUS OJIAHKOB TPYJOBOM KHIKKH
u obecrieueHust UMM paboTonaTeneil», yrBepKIeHHbIMU mocTanoBieHrueM [IpasurenscrBa PO ot
16 anpenst 2003 1. N 225 (¢ m3menerusiMu oT 6 deBpaiis 2004 r.)

4.2. JIuuHOE NAEN0 — COBOKYIHOCTH JIOKYMEHTOB, COJEP)KALUX IIOJIHbIE CBEACHUS O
pabOTHHKE M €ro TPYAOBOI AesATeNbHOCTH. JINYHbIE /1e1a BeIyTCs ¢ EeNbI0 KOHIIEHTPAIlUH BCEH
nHpopmanuu 00 0JTHOM pabOTHUKE B OTJIEIBHOM KOMILIEKCE (10Che).

4.2.1. JInuHele nena BeIyTCs Ha BCEX paOOTHUKOB MHCTUTYTA.

4.2.2. Jluunoe neno odopmisieTcsl MOCNe HW3JaHus IpHKaza O NpuemMe Ha padoTy,
(dbopMupyeTcss B TEUEHHE BCEro Cpoka paboThl pabOTHUKAa U JOTMOJIHAETCS JOKYMEHTaMH,
XapaKTEepPU3YIOIIUMH TPYIOBYIO I€ATEIbHOCTb.

4.2.3. Jluunble nena paOOTHUKOB XpaHATCS 75 JeT, pyKOBOAWTENEW OpraHu3aluud —
MTOCTOSIHHO.

4.2.4. Jlnunple nena XpaHATCA B YIPaBICHUM KaK JOKYMEHTBI CTPOTOHM OTYETHOCTH.
OTBETCTBEHHOCTh 3a XpaHEHHWE JIMYHBIX JIEJ BO3JIaraeTcsi Ha OTBETCTBEHHOIO 3a BeJEHUE
KaJIpOBOT'O JIEJIONPOU3BOACTBA paOOTHUKA YTIPaBICHHUS.

4.3. KypHanb!l (KHUTH) ydyeTa — JOKYMEHTUPOBAHHE OCHOBHBIX OIEpalyii o ABMKEHUIO
JUYHOTO cocTaBa. K y4yeTHBIM JOKyMEHTaM OTHOCSTCS:

nuyHbIe KapTouku ¢.T-2;

KypHaJI PETUCTPALMH ITPUKA30B 110 TUYHOMY COCTaBY;

JKypHaJI PETUCTPALIMNA TPYAOBBIX JOTOBOPOB;

JKypHaJI PETUCTPALIMH JTUCTKOB

HETPYIOCTIOCOOHOCTH;

TPYIOBbIE KHM)KKH PaOOTHUKOB,;

KHHIa y4yeTa JBUKCHUS TPYIOBBIX KHUKEK M BKJIAIbIIICH K HUM.

6. IIOPANOK ITIOAI'OTOBKU U IIEPEJAYN JIEJI HA XPAHEHHUE B APXIUB
NMHCTUTYTA

6.1. Z[.]'Iﬂ OonpeCACICHNA HEHHOCTHU KaAPOBbIX JOKYMCHTOB C LICJIBIO 0T6opa HX Ha XpaHCHUEC
B apXWB HHCTUTYTA WM YCTAHOBJICHHA CPOKOB XpaHCHHA IIPOBOAMTCA OSKCIECPTH3a LHEHHOCTHU
AOKYMCHTOB.

OT60p KaZApOBBIX NJOKYMCHTOB Il IOCTOSIHHOI'O XpAaHCHUA MPOBOAUTCA HA OCHOBAHHUU
nepequﬁ JOKYMCHTOB C YKa3aHUEM CPOKOB HX XpaHCHUA U HOMCHKIIATYPbI [OCJII IIYTCM
IMOJIMCTHOI'O ITPOCMOTpPa ACII.

IIo pe3yiibTaTaM JSKCICPTHU3bI HEHHOCTU HNOKYMCHTOB COCTAaBJIAIOTCA OIIMCH LI
MOCTOSIHHOI'O, BPEMCHHOTO XpAaHCHUA U 110 JINYHOMY COCTABY, d TAKKC AKThI O BBIACICHUU ACI K
YHUYTOKCHHULO.

6.2. Ha 3aBCPUICHHLIC [1€JIa MOCTOAHHOT'O, BPpEMCHHOI'O XpaHCHU U 110 JIMYHOMY COCTAaBY,
npomeamue SKCICPTU3y UEHHOCTH, 0(1)0pMJ'IeHHBIe B COOTBCTCTBHMHM C HACTOAIIMMH
Tpe6OBaHI/I$IMI/I, CXKECTOJHO COCTABJIAIOTCA OIMMCH.

HpI/I COCTAaBJICHUHU OITHMCHU ACJ CO6J'IIOI[8.I-OTC$I cireayronue Tpe6OBaHI/ISIZ

3aroJJOBKH ACJII BHOCATCA B OIIMCh B COOTBCTCTBUHU C HpHHHTOﬁ CXeMOH CHUCTeMaTHU3allui
Ha OCHOBC HOMCHKIJIATYPhI JCJI;

l“pa(bLI OMHCHU 3aIllOJIHAKOTCA B TOYHOM COOTBCTCTBUHM C TEMU CBCIACHUAMH, KOTOPBIC
BBIHCCCHBI Ha 06J10)I(I(y Acia.

Omnucu A€ COCTABJIAIOTCA 110 yCTaHOBHCHHOﬁ (I)OpMC B TPEX 3K3CMILIApax.

7. OCOBEHHOCTHU O®OPMJIEHMA JOKYMEHTOB IIO OTJAEJIbHBIM
KAJIPOBbIM ®YHKIIUAM



7.1. IIpuem Ha paboty
7.1.1. JlokyMeHTbI, HEOOXOIUMBIE TIPH 0(OPMIICHUH ITpHeMa Ha paboTy
7.1.1.1. IlepeyeHb TOKyMEHTOB, CO3/1aBaEMbIX OTIEIOM KaJpPOB:
- TPYAOBOM JOTOBOP
- IpHUKa3 o mpueMe paboTHUKA Ha paboTy
- nu4Has kapTouka (popma Ne T-2)
- IMYHOE JIEJ10
- IUChbMO-CBEJICHHS O T'Pa)<JaHUHE, MOJIEKAIEM BOMHCKOMY YYETYy U IPUHATUU
€ro Ha paboTy (VIS JIHII, TIOUIeKALTNX BOMHCKOMY YYETY).

7.1.3.8. B Teuenne Tpex pabounx AHEH co AHSA MpHeMa Ha paboTy CIICIUAIUCT MO Kaapam

ohopMIIIET TUYHOE JIeTI0 PAaOOTHHKA.

B cocraB nmu4HOTO f1ena BXOAAT CIEAYIOIINE TOKYMEHTHI:

- BHYTPEHHSIS ONHCH JOKYMEHTOB JIefia

- IMYHBII JIMCTOK 110 Y4eTy KaapoB ¢ ¢poTorpadueit

- aBToOHOrpadus

- BBIMMCKAa W3 pEIICHUS YYEHOTO COBETa O HA3HAYeHWHW Ha JOJDKHOCTBH IO
pe3yibTaTaM KOHKYPCHOTO 0TOOpa Ui BBIOOPOB (U1 HAy4YHO-TIEIaroTHYeCKX PaOOTHUKOB)

- KOTIUS TIPHKa3a 0 mpruemMe Ha padoTy

- KOIIUHU JOKYMEHTOB 00 00pa3oBaHUU

- TPyIOBOW JJOTOBOP

B Teuenme Bcero mepmona paboOThl B JIMYHOE JENIO PaOOTHHWKA BHOCATCS KOTHUHU
MIPHUKA30B O MEPEBOJIaX, MEPEMENICHHUSX, KOMTMH JOKYMEHTOB O CMeHe (paMuiInu, O MOBBIIICHUN
KBaTM(UKAIIMH U TIP.

PA3JEJ] 2. OTBOP U O®OPMJIEHHE AEJI, COAEPKAIIUX JOKYMEHTbI
10 IMYHOMY COCTABY AJid AOJITOBPEMEHHOTI'O XPAHEHUA

Tema 1. Ixcnepmu3za yeHHOCMU OOKYMEHM 08 RO TUYHOMY COCMABY

[To ucteyeHnu 0HOTO rojia Mocie 3apepuieHus] POPMUPOBAHUS A€ B ACIONPOU3BOICTBE
MpOBOAUTCS paboTa MO MX MOJATOTOBKE K Iepefadye Ha XpaHEHHE B apXuB yupexaeHus. B
cooTBeTcTBUU ¢ «[IpaBunamu opraHu3anu XxpaHeHUs, KOMIUIEKTOBaHHUsI, y4€Ta U UCIOJIb30BaHUS
JOKYMEHTOB apXWMBHOTO (PoHAA poccuiickoil denepauuu M JPYrUX apXUBHBIX TOKYMEHTOB B
rOCyJIapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMOyIpaBiieHus ¥ opranuzanusx» ot 07.09.2015
I. B apXuB MOCTYIMAIOT JOKYMEHTBI, B TOM YHUCJIE 0 TUYHOMY COCTaBY, HE [TO3THEE UeM Uepe3 TpH
roJia mocJjie 3aBepuieHus X GOpMUPOBAHUS B JEIIOTIPOU3BOICTBE.

Jlena mepenmaroTcsi B apXUB B YIOPSJAOYCHHOM COCTOSHHM 110 CIAQTOYHOM OIHCH.
JIOKyMEHTBI 10 JIMYHOMY COCTaBY BBIJCNSAIOTCS B OTICIbHYIO TPYIIY, CUCTEMaTU3UPYIOTCS
000COOJIEHHO U BKJIIOYAIOTCSA B CAMOCTOSATEIBHYIO OTIHCh.

[ToaroToBKa TOKyMEHTOB K AJUTEIHHOMY XPAaHEHHUIO BKIIIOUAET B CeOs:

1. npoBefeHMe 3KCNepTU3bl LEHHOCTU LOKYMEHTOB;

2. odpopmneHue gen;

3. COCTaB/ieHWE Onucelt W HAy4YHO-CMPaABOYHOrO annapata K HUM (yKasaTenew,
ornaBneHui).

HpI/I MMPOBCACHUHN JKCHICPTU3BI IEHHOCTH NOKYMCHTOB B KaﬂpOBOﬁ cny>1<6e IMPOBOANUTCAH
OT60p ACI C OOJITOBPEMCEHHBIM CPOKOM XpaHCHUSA (CBLH_HC 10 J'ICT) AJi nepeaavn B apXuB
YUYpCKIACHUS, BRIACICHUC K YHUYTOXKCHUIO TOKYMCHTOB, CPOKH XPAHCHUSA KOTOPBIX UCTCKIIN.

OT60p AOKYMCHTOB JIA JalbHEUIIIEro XpaHCHUA MPOUCXOAUT NMYTEM HPOBCIACHUS
MOJIMCTHOTO IMpOCMOTpPa ACII. He JAOITYCKACTCs MPOBCACHUC IKCIICPTU3BI ICHHOCTU JOKYMCHTOB
TOJBKO II0 3arojIoBKaM Ha OO0JI0XKKax ACI. HpI/I O9TOM H3 ACJI HM3BIMAIOTCA JIMIIHHUC KOIIMKU
OK3EMIIISIPOB JOKYMCHTOB WJIM JOKYMCHTBI, HC OTHOCAINUECA K BOIIPOCAM, IO KOTOPbBIM OBLITIO
C(bOpMI/IpOBaHO ACJI0; YUUTBIBACTCA NPABUJIIBHOCTDb O(bOpMJ'IeHI/IH HAOKYMCHTOB.



Odopmiienue nen mnpemxycMaTpuBaeT CUCTEMATH3AIMIO JOKYMEHTOB B JeJie, MOJIINUBKY
WIN MeperieT Jiefla, HyMEepaluio JIUCTOB JeNla, COCTAaBJICHUE JINCTA-3aBEPUTEN Jelna,
cocTaBJieHUE (B HEOOXOIMMBIX Cllydasix) BHYTPEHHEN ONMCH JOKYMEHTOB.

JIOKyMEHTBI B JeflaX, COJIEpXKaIluX TMPHUKA3bl, PACIOPSIKEHHUS IO JUYHOMY COCTaBY,
MEPECUCTEMATH3UPYIOTCS B XPOHOJIOTHYECKOW IOCIIEAOBATEIFHOCTH: B Hadaie JieNia JIOJKHBI
pacnoJjiaratbcs IpHUKasbl (pacnopsbKeHus) 3a SHBaph, OTOM 3a (eBpaib U T.J.

AHANOTUYHO, TIO XPOHOJOTHYECKOMY MPHHIUIY TPOBOIAMUTCS CHCTEMATHU3AILUS
JOKYMEHTOB B JeJjlaX, COACP)KAlIMX AaKThl O HECYACTHBIX CIIydasX, MPOTOKOJIBI 3acedaHuit
KOMUCCHIA, TOKYMEHTBI O TIPEACTABICHUHU K HarpaJAeHUIO, TPYIOBBIC TIOTOBOPHI (COTJIAIICHUS),
Tapu(UKaMOHHBIE BEJOMOCTH, TA0CTH U HapsAAbl pAOOTHUKOB BPEIHBIX MPO(HECCHIA.

[MommmBka chopMUPOBAHHBIX €T MPOU3BOAUTCS TOJIBKO TOCIIE 3aBEPIICHUS YKCTIEPTH3BI
[EHHOCTH JOKYMEHTOB. JIOKYMEHTHI Jiea TMOJIIMBAIOTCS, MEPEIIeTaloTCsl B YEThIpEe MPOKOJIa
CYypOBbIMH HHUTKamH. [Ipu 3TOM, y4WTBIBasi WHTEHCHBHOCTH HWCIIOJB30BAaHUS JIOKYMEHTOB TIO
JUYHOMY COCTaBY TIO COLMAIBHO-TIPABOBBIM 3allpocaM TpaXIaH W YUPESKACHUH, IpH
BBITIOJTHEHUH TIEPEIUICTHBIX padoT, MOJIIMBKE JEN CIEAYeT HCHOJB30BaTh KapTOH BBICOKOTO
Ka4yecTBa, MMEIOUINHA MOBBIIIEHHYIO IUIOTHOCTE. JIOKYyMEHTHI TIOAIINBAIOTCS, TIEPEIUIETAIOTCS TaK,
4TOOBI OBLIO 00ecIIeueH0 CBOOOHOE YTEHNE TEKCTA.

[epenaya nen Mo TUYHOMY COCTaBY B apXUB OCYIIECTBIISIETCS TOJIBKO 0 omucsiM. [Tpuem
KaX/I0TO Je7la TPOM3BOIUTCS PaOOTHUKOM apxwBa (JMIIOM, OTBETCTBEHHBIM 3a apXHUBHOE
XpaHEeHHE) B MPHUCYTCTBUU COTPYIAHHWKA KaaApoBOW ciaykObl. [Ipm 3TOM Ha 00eMX SK3eMIUIsIpax
ONHCH JIeN TIOCTOSIHHOTO W JUIMTENBHOTO XpaHEHWs, ClIAaBaeMbIX B apXuB, JIENAeTCs
COOTBETCTBYIOIass oTMeTKa. LludppamMu W TpOmHCHI0O B KOHIIE KaXIOTO ASK3EMIUISIpA OIHCH
YKa3bIBACTCSl KOJMUYECTBO (PAKTHUECKH MPHUHATHIX B apXHB JeJl, HOMEpa OTCYTCTBYIOIIUX eI,
7laTa IpueMa-repesadu Aei, a TaKkKe MOANUCH NMPUHUMAIOUINX M MePeNarolliuX JOJLKHOCTHBIX
JIMIL.

[Ipu HanU4MK B IMYHOM JIeJie HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (YIOCTOBEPEHHUIA,
CBUJIETENHCTB, TPYAOBbIX KHHM)KEK, BOGHHBIX OWUJIETOB M T.N.) OHM BKJIQJBIBAIOTCS B KOHBEPT,
KOTOPBI BMECTe C APYrUMH TOKYMEHTaMU MOIUIUBAETCS B JIENO.

B Hawane kaxagoro jgena BKJIQAbIBA€TCS UYMCTHIM JiMCT Oymaru, B KOHIE —
JIUCT-3aBEPUTENH 10 YCTAHOBJICHHOM (opMme.

B nucre-3aBepurene nuppamMu U NpONKUChIO YKA3bIBAETCS KOJIMYECTBO IPOHYMEPOBAHHBIX
JUCTOB B JieJie, HAIMYUE MPOMYIICHHBIX U JUTEPHBIX HOMEPOB, KOJMYECTBO JUCTOB BHYTPEHHEH
onucu fAena. He nomyckaercs BbIHECEHHE 3aBEPUTENIBHON HAJIMUCH HAa OOOPOTHYIO CTOPOHY
MIOCJIETHETO JIOKYMEHTA JeJia WJIK Ha O0JI0XKKY Jena.

[Tocne uncroro ucTa B HaYaJIo Jiesia MOAIINBACTCS BHYTPEHHSS ONUCh IOKYMEHTOB Jefa.
BHyTpeHHsII OMUCh COCTaBIAETCS K JIMYHBIM JellaM IO YCTaHOBIEHHOW (opme. BHyTpeHHss
OTIHCh COCTaBJISETCS AJIsl y4eTa JOKYMEHTOB JieJia, COJIEP>KUT CBEJICHUS O MOPSIKOBBIX HOMEpax
JOKYMEHTOB Jejla, UX HMHJEKCaX, JAarax, 3arojJioBKax M HOMepax JMcToB Aena. K BHyTpeHHel
OTHCH COCTaBJISICTCS WTOTOBasi 3alKCh, B KOTOPOM YKa3bIBalOTCA IU(PpaMU U TMPOIMHUCHIO
KOJIMYECTBO BKIIIOUEHHBIX B HEE JOKYMEHTOB MU KOJIMYECTBO JIMCTOB BHYTPEHHEW OIKCH.
BHyTpeHHs ONMUCH MOMUCHIBAETCS €€ COCTaBUTENEM, YKa3bIBae€TCsl JOHKHOCTh COCTAaBUTENS U
pacmudpoBKa MOIMUCH.

N3menenust coctaBa JOKYMEHTOB JHYHOTO Jena (M3bATHE, BKIIOYCHHE JIOKYMEHTOB,
3aMEeHa WX KOMUSAMHU M T.1.) 3aHocsitcs B rpady «lIpumeuanme» co ccbulkamMu Ha
COOTBETCTBYIOIIME JOKYMEHTHI, HA OCHOBAaHMU KOTOPBIX MPOU3OLIIO HU3BATHE, JIOMOJIHEHUE,
3aMeHa KOMUSMU U T.II. B cilydae 3HaUMTENbHBIX U3MEHEHUHN B COCTABE JIMYHOTO Jiea, UTOroBast
3aluCh K BHYTPEHHEH OMMCH JieNa U 3aBepUTEIbHAs HAIUCh JIeNa MepeCcOCTaBISIOTCS.

PaccmotpuM, kak mpoxoauT mepenaya el B apXUB OopraHusaiuu. B mepByro ouepenb
BO3HHKAET J[Ba BOMPOCA — KaKue JOKYMEHTHI TpeOyeTcsi MOATOTOBUTH U 32 KaKHe TOIbI.

Kakue xaTeropuu 10KyMeHTOB TiepeatoT B apxuB. OOBIYHO B apXUB OPraHU3aIlMU CAAIOT
JOKYMEHTBI TIOCTOSIHHOTO XpaHeHUsi U BpeMeHHoro > 10 et xpaHenus. B nocnennem ciyuae,
MpeXIe BCEro, UMEIOT B BUAY Ji€Ja [0 JUYHOMY COCTaBY.




Hena < 10 neT xpaHeHUss OOBIYHO B apXUB HE IMOMAJIAIOT, OHU OCTAIOTCS B oTAenax (Tue
OHM 3aBE/EHbI) 1O MOMEHTAa HCTEUEHHUS CpPOKOB MX XPAaHEHHUS WU YTpaThl NPAKTUYECKOU
HajoOHOCcTH. HO BCe ke B OTAENBHBIX CIydasX MO PEIICHHIO PYKOBOJCTBA JIOIYCKAETCs
IIepe/laBaTh U TAKHUE JIeJIa B apXuB (HalpuMep, HET MecTa JJIsl XpaHEHUsI B OTAEIE). 3aTEM MOKHO
Oy/IeT COCTaBUTh aKT HA YHUUTOKCHUE TIOKYMEHTOB C BDEMEHHBIMH CPOKAMH XPAaHCHHUS.

3a Kakue roJipl Jiesa noJyiexar rnepeaaye B apxuB. CoryiacHO IpaBuiiaM IOKYMEHTHI cljaue
B apXuB IOJUIEKAT HE MO37HEE 3-X JIeT MOCJE 3aBEpIICHUs UX B JEJIONPOU3BOACTBE. MOXKHO
odopMHuTh TIepenady Aea B apXuB U 4epe3 roja. Ho cuiibHO paHO HE paliOHAIBHO, TIOTOMY YTO
«CBEXHUE» NOKYMEHThl MOT'YT MOHAaOMTHCS B TEKYyIEM Jesonpou3BoacTBe. M3-3a 3Toro Oynmer
MHOTO CYETbI, YTOOBI 3aIlpallluBaTh UX U3 ApXUBA.

I'padux mpuema-miepenaun 1en. B COOTBETCTBHM € CYIIECTBYIOUIUMH TpPEOOBAHHSIMU
neperavya el B apXuB JIOJDKHA TNMPOMCXOJIUTH MO rpaduky. OTOT rpa@uk cocTaBiseTrcs B
MIPOU3BOJILHOM (hopMe, N3 KOTOPOrO MOYKHO MOHSTh, KAKOE CTPYKTYPHOE NoJipa3aeseHue (MOKHO
Jla’ke yKa3aTh KOHKPETHOTO UCIIOJHUTENS) U KoTJja OyAET OCYLECTBIATH Iepeiady JOKYMEHTOB B
apXuB.

Cpoxk mpuema-nepenadn aydiine ykaspiBath He 15.10.2014, a B 6071ee mupoKoM BapruaHTE —
OoKTA0ph. Bo3MOXHO, UMEHHO 15 OKTAOpS CclyduTcsl KpU3HUC, a TaKk y Bac OyJeT BPEMEHHOE
MIPOCTPAHCTBO AJI1 MaHEBpA.

I'paduk cocraBnsieT OTBETCTBEHHBIM 3a apXHB, COIJIACOBBIBAET €r0 C HayaJlbHUKAMHU
OTJIEJI0B, KOTOPBIM IMIPEICTOUT Nepeadya JOKyMEHTOB. 3aTeM rpaduk yTBEpKAaeT pyKOBOAUTEIh
opranu3zanuu. VoM 1omycTUMO ero yTBep:kJIeHUE pyKOBOJAUTENEM CIYKObI 1€10TIPOU3BOJCTBA, B
COCTaB KOTOPOI 0OBIYHO BXOJIUT APXUB.

[lopsinox mepenaun Aen B apxuB. B pe3ynbraTe NMpoBENEHHOM AKCHEPTU3bI LIEHHOCTU
JOKYMEHTOB OTOOpaHHbIE AJIs TpHeMa-Tiepeiadyn Jiela He0OX0IMMO BKJIIOYUTH B YCTAHOBJICHHOM
(hopMBI cTaTOYHYIO OTIMCH (€€ oOpa3el] HempeMeHHOo OyIeT aanee).

[To HomeHKaType nen HeoOXOOUMO HaMETUTh Jieja MOCTOSHHOTO M JOJITOBPEMEHHOIO
XpaHeHUs (B TOM YHCJE IO JIMYHOMY COCTaBy) M BHECTH B IpaduK CBEIEHUS O CpOKax M
y4acTHUKaX Mepeaadu JOKYMEHTOB B apXUB (3apaHee Ha MPEICTOSIINN ToI).

VYike BO BpeMs OJATOTOBKH JeJ K Iepenade B apXuB He 3a0yabTe MOMHTEPECOBATHCS Y
WCIIOJIHUTENICH O HAJTMYMU B OTJIENE JPYTUX [ JaHHBIX KaTeropuid. Tak kak OHM MOTJIU 3aBECTH
JOTIOJIHUTENIbHBIE JieJla B TEYeHHe TroJa M Jake He MNpouH(POPMHUPOBATH CIyXOy
JIeIONPOU3BOACTBA 00 3TOM (IIOATOMY MX M HET B HOMEHKJIaType). Takue nena Toxe HaIo
BKJIIOYATh B CAATOYHYIO OMHCh.

Ecnu oOHapyxuBaercs OTCYTCTBHE Kakoro-iu0o jaena, TO Cly0a Jelonpou3BOACTBA
MMeEeT MPaBo 3alPOCUTH CIIPABKY O MIPUUYMHAX.

Tema 2. Ilepeoaua Oen na 001208pemMeHHOe XpAHEHUe U ONbIM APXUE08 NO padome ¢
OOKYyMEHmamu no Ju4HOMY COCMagy

B apxuBax opraHuzanuii JOKYMEHTbI XpaHATCS B TEUEHHUE ONPEEICHHBIX CPOKOB, MOCIIE
4ero OHM JOJDKHBI OBITh TepelaHbl Ha TOCYJapCTBEHHOE XpaHEHUE B TOCYIHAPCTBEHHBIE U
MYHHULIUIIAJIbHbIE apXuBbl. DeiepanbHbIM 3aKOHOATEIBCTBOM ONPENEIICHbI MPEIEIbHbBIE CPOKU
XpaHEHUs] TOKYMEHTOB, BKJIIOUEHHBIX B YCTAHOBIIEHHOM TOpPSIKE B cocTaB ApXuBHOTrO (oHIA
Poccuiickoit denepanun:

. [OKYMEHTOB MO JIMYHOMY COCTaBY, 3anmnceil HOTapUanbHbIX AEUCTBUN,
MOXO03ANCTBEHHBIX KHUT U KaCaloLLMXCA MPUBATU3ALMM XKUAULLHOTO GOHAA OKYMEHTOB — 75 NeT;

. NPOEKTHON AOKYMEHTALMK MO KanuTanbHOMY cTpouTenbcTsy — 20 neT;

o TEXHO/IOrMYECKOM N KOHCTPYKTOPCKOMN AoKyMmeHTauumn — 20 ner;



D naTeHTOB Ha M30bpeTeHmne, NOMEe3HYI0 MoAe b, MPOMbILLNEHHbIN obpasel, — 20 neT:

. Hay4yHOM AoKymeHTauum — 15 ner;
° KMHO- 1 $OTOA0KYMEHTOB — 5 nieT;
o BMAEO- U POTOAOKYMEHTOB — 3 roaa.

B cnyyae nukBHIanuu opraHuszalnuM, JOKYMEHTBI IOCTOSSHHOTO CPOKAa XpaHEHUs U 110
JUYHOMY COCTaBy I[IE€pPEeJaloTCd B TOCYJapCTBEHHbI (MyHHLMINAIbHBIA) apxuB. s
HEroCy/1lapCTBEHHbIX OpraHu3aluii, 4acTh JIOKYMEHTOB KOTOPBIX OTHECEHA K COCTaBY ApXMBHOTO
¢onna Poccuiickoit denepaunu, i TakoW neperayd HEOOXOAMMO 3aKJIIOUEHHE J0roBopa C
yupexxJieHueM cucrteMbl @PenepanbHON apxuBHOW cinyxObl Poccun. Ecnm  opranmzanus
CBOEBPEMEHHO HE 3aKJIIOYWiIa JOrOBOp € apXWBOM, TO B 3TOM Cilydae TOCYJapCTBEHHBIN
(MyHUIIMTIAJIbHBIN ) apXUB 00513aH NPUHATH HAa XpaHEHHUE TOJIBKO JJOKYMEHTHI 110 INYHOMY COCTaBy
pabOTHUKOB OpraHu3aluu. MecTo XpaHEHHMsS OCTalbHBIX JTOKYMEHTOB  OMPENeNATcs
npeJceaaTesaeM JIUKBUAAIMOHHOW KOMUCCUH WITH KOHKYPCHBIM YIIPaBJISIOIINM.

OnbIT padoThI APXMBOB 110 TMYHOMY COCTABY

MyHununaibHoe OIOJDKETHOE YUpeKJieHHEe 3aBETUHCKUN apXuB JOKYMEHTOB IIO
JUYHOMY cocTaBy OblI co3/1aH B 1992 rony. OcHOBHO 3aaueil apxyuBa JOKYMEHTOB 10 TUYHOMY
COCTaBy SBJISIETCA XPAaHEHHWE M  HCIOJIB30BaHWE JOKYMEHTOB JIMKBUJIMPOBAaHHBIX U
pEOPraHu30BaHHBIX YUYPESXKACHUN, OpraHu3alui, OpeAnpusTUd 3aBETHHCKOrO pailoHa, He
MMEIOIUX IPaBONPEEMHUKA WIM HAUIEKAIMX YCIOBHM XpaHEHHA. B apXuWB NpUHUMAIOTCS
JOKYMEHTBI, 10 KOTOPBIM YCTaHABIMBAeTCAd CTaX M pa3Mep 3apaboTka pabOOTHHMKA JaHHOU
opraHu3anuu (IpUKasbl, pacyeTHO-IIATEXHbIE BEJOMOCTH IO 3apIuiaTe).

B Hacrosiee Bpems B apXuBe XpaHATCS TOKYMEHTHI 58 opraHmzaruii (46 w3 HUX
-JIMKBUJIMPOBaHHbIC) 3a mepuos ¢ 1943 mo 2013 romel. 3ampochl B apXuB MPUHUMAKOTCS
IIUCbMEHHO, YCTHO, 110 Tele(oHy, 10 MIEKTPOHHOH noyure. B 3ampoce (3asBl1eHNN) yKa3bIBAIOTCA:

q)aMI/IJ'II/IH, HUMs, OTYCCTBO 3adABUTCIIA, 'O U MCCTO €ro poOXKIACHUA, aApCC MCCTa KUTCIbCTBA,

rpaXkJaHCTBO.
Ceenenus o cocrtaBe u o0beme GonoB Ha 01.01.2014 rona
OOb6ree
KOJINYECTBO €IUHUIL
N Ne HazBanue donrma [TTocTymmmo Bri651 XpaHeHus B GoHe Ha [Tpumeuanne
wn | domnna 1o 01.01.2006 T

Jlen II"OHLI len ll"om,l Jlen ["o1bI




PalioHHOE  IPOM3BOJACTBEHHOE
[yIIpaBJeHUE OBITOBOTO)

06CJ'Iy)KI/IBaHI/IH HaCCIICHUA

123

1943-1991

3aBETUHCKUI PpalioHHBIH|

MUIEKOMOUHAT

1944-1950

Aprenb «PeMOBIT»

1944-1956

3aBeTUHCKasi pailkoHTOpaf

10 3arOTOBKaM UM OTKOpMY CKOTa

33

1949-1963

Konxos «IlIytp K|
KOMM YHH3MY» u ero

MPpCAIICCTBEHHUKHN

25

1951-1957

CoBx03 «PpyH3EHCKUI»

22

1982-1986

Konxo3 um. Kuposa u ero

MpCAICCTBEHHUKN

1947-1957

Konxo3 «Ilobena» u ero

MPEAIIECTBEHHUKU

56

1947-1957

IIpousBoncrBeHHOE
yIIpaBJICHHE
PKITAIIIHO-KOMMYHAJIEHOTO

X 035K CTBA

97

1957-2006

10.

3aBEeTHHCKHIA ¢bunman
3UMOBHHKOBCKOI'O
[IPON3BOJICTBEHHOT O
00BEIUHEHNI aBTOMOOMIHHOIO

TpaHCIopTa

125

1963-2000

11.

3aBeTHHCKas
[IEHTpaJbHas paiioHHas|

0OJILHHUIIA

415

1943-2008

12.

3aBeTHHCKAs
MEKXO03IMCTBEHHAS

CTPOUTEIIbHAA OpTaHU3aAlUA

132

1970-2003

13.

TOO

«3aBeTHHCKArpopeMTexXpe )

172

1965-1995

14.

Konxo3 «3asersl Unpuuay;

182

1943-1957




15. 2-s1 3aBetunckasgs MTC 52 |1952-1957
16. Komnxo3 «IIyts Cranuna» 74 11951-1957
17. Konxos «Biacty) 45 11953-1957
CoBeTOBY
18. Konxo3 um. Jlenuna 133 |1943-1957
19. Kuukunckas MTC 44 11953-1957
20. BueBemomcTBeHHAS 3 J1986-1991
oXpaHa
21. 3aBETUHCKHUIL oraen| 7 11987-1995
001aCTHOTO TOJIOBHOT'Q
[POEKTHO-IIPOU3BOICTBEHHOIO
APXHUTEKTYPHO-TUIAHUPOBOYHOT O
Oropo
22. AOOT 46 ]1988-1999
«(3aBETHHCKArpOIIPOMTPAHC)
23. 3aBETUHCKUI MACII03aBOI 35 |1943-1996
24. CaBasHCKUI CEJIbCKUH]| - -
COBET
25. 1-a 3aBernnckas MTC 64 |1944-1957
26. Konxo3 um.CrannHa u ero| 23 1949-1957
[Ipe/IIIeCTBeHHUKH
27. Konxo3 «PonunHa» 59 |1949-1957
28. YupexaeHus CHUCTEME]| 98 [1946-2007
CETTbCKOT'0 X035 CTBA
29. Konxo3 «KpacHoe 3HaMs1» 15 J1953-1956




30. Otnen Hapomuorof200  [2005-20 985 |1943-2010
00pa3oBaHUS 10

31. Otnen CEJILCKOro) 25 [1946-1953
X 03511ICTBa

32. DUHAHCOBBIN OTIEN 119 |1943-2009

33. AOOT 38 ]1980-1998
«3aBETHHCKArPOXUMCEPBUCH

34, LenTp rocynapcTBeHHOrO 39 |1991-2005
CAHUTAPHO-MMUAEMHOIOTHUECKO
ro Ham3opa B 3aBETHHCKOM|
[palioHe

35, 3aBETUHCKUI palOHHBIH| 5 11982-1992
y4eOHO-KYpCOBOIH KOMOHHAT

36. PemoHTHHCKass paiioHHAsI| 17 11944-1963
KOHTOpAa [0 3aroToBKaM M
OTKOpPMY CKOTa

37. Otmen  ceanckoro 10 |1946-1956
KOJIXO3HOI'0 CTPOHMTENILCTBA

38. 3aBeTHHCKAsE JTOPOXKHO-C 33 |1995-2008
TpoHTENbHAS riepeIBIDKHAs|
MeXaHH3UPOBAHHAS KOJIOHHA

39. 3aBEeTHHCKOE  paiiOHHOE 24 11965-1998
otaenenne «Cor3meyars»

40. OtIen XJIONKOBOACTBA 4 1950-1952

41. 3aBETUHCKOE OTHEJIEHUE] 10 |1988-1997
IArporipom6barka CCCP

42. 3aBeTHHCKAs cenbekastid 2010-20 140 |1943-2011
A IMIUHUCTPAIIHS 11

43. TOO 20 |1982-1995
«(3aBETUHCKATPOIIPOMIHEPT O»

44. MuiepoBekmii 7 11995-2000

[IPUEMHBIN ITyHKT IEPCTH




45,

Xo3siicTBEHHAS
IAcconmanys «KuprnunyHbIH|

3aBOI»

16

1991-2005

46.

Paiionnas HHCIIEKTYypaf
["occTaTHCTUKH  3aBETHHCKOIO|

[palioHa

14

1943-1986

47.

3aBeTHHCKAs

PICCOMCIIMOPATUBHASA CTAHIIUA

116

1950-2002

48.

I/IHCHCKHI/UI IO 3aKYIKE

CeJIbX03MPOIYKTOB

1961-1962

49,

3aBeTHHCKas THIOrpadusi|

Ne 41

19

1965-1998

50.

MY «Penaxums|

[PalilOHHOT'O PAIUO»

1992-2006

51.

CIIK «CaBas»

532

1943-2007

52.

NHucnexnuys
MuHuctepcTBa PO 1o Hasoram |
coopaM 10  3aBETHHCKOMY

paiiony PocToBckoii o0nacTu

30

1990-2002

53.

3aBEeTHHCKHI MOYTaMT]|

YipaBieHus ®denepasbHON
mouyToBOM CBsI3M  POCTOBCKOM
obnactu - ¢dunmana
DenepabHOTO

TOCYIApCTBEHHOTO  YHHUTApHOTO

npennpustis «Ilouta Poccun»

100

1944-2005

55,

CoBxo03 «Pomguna»

56.

CIIK «®omun»

474

1957-2012

57,

Koonepatus «Turan»

1997-2001

Hroro
04

2005-20
11

4897

1943-2011




Apx#uB B cBO€i paboTe PyKOBOJACTBYETCS CIEAYIOLINM IOJIOKEHHEM.
[TOJIOXKEHUE
0 3aBEeTMHCKOM MYHHIIMIIAJILHOM apXUBE JOKYMEHTOB IO JIMYHOMY COCTaBY

1. O0mue moJIoKEeHUS

1.1. AagvmunuCcTpanusi 3aBETHHCKOTO paiioHAa B IENAX OOECIEeUeHUs COIUATBHOU U
MIPABOBOM 3aIUTHl TPAXKIAH pPEANTH3YyeT IOJHOMOYHS IO OOECIIEYCHUIO IIEHTPAIM30BAHHOTO
XpaHEeHUsI M HUCIOJIb30BaHUSl JOKYMEHTOB IO JIMYHOMY COCTaBY YUPEXKICHUM, OpraHU3alUi U
NpeAnpUsITHil 3aBETUHCKOTO pailoHa, B TOM YHCIIC JTUKBUAUPOBAHHBIX CTPYKTYP, HE3aBUCUMO OT
(dhopM COOCTBCHHOCTH, HE MMCIOIIUX IMPABOMPEEMHUKA M BBIIICCTOSIIECTO MO0 MOTIYNHECHHOCTH
oprasa.

1.2. lna pemieHus 3a7ad IO peaju3alldy IOJHOMOYMN B 0OO0JIaCTM apXUBHOTO [elia
aAMUHUCTpaIusi oOpa3zyeT 3aBETHHCKUNW MYHHIUIIAIBHBIA apXuB JOKYMEHTOB IO JUYHOMY
cocTaBy (nanee umenyercs ApxuB). KpaTkoe HaiMeHOBaHUE - 3aBETHHCKUN apXUB MO JIMYHOMY
COCTaBy.

1.3. Mecro naxoxzaeHuss ApxuBa: 347430 PoctoBckas o6sacTh, 3aBETMHCKUN paiioH,
c.3aBeTHOe, yin.JlomoHOCOBa, 24.

1.4. ApxuB mMMeeT TpaBa CaMOCTOSTEIHLHOTO HOPUAMYECKOTO JIMIA, CaMOCTOATEIbHBIN
OanaHc, cueT B OaHKe, Ne4arhb, GUPMEHHbIE OJIaHKH.

1.5. Tlonoxenune 00 ApxuBe YTBEpXKIAeTCsl TMPABOBBIM aKTOM AJIMUHHUCTpALUU
3aBeTHHCKOro paifoHa ¢ yueroM pexkomeHaauuii Komurera mo ynpaBieHHIO apXUBHBIM J€JIOM
AJMUHHCTpanuu PocroBckoit obnacTu. B [Tonoxenun 3aKPETUISIFOTCS
OpraHU3aI[MOHHO-TIPABOBOM CTaTyc ApXWBa, 3a7adyd W (YHKIIUU TIO PYKOBOJICTBY apXUBHBIM
JIeNIoM, TOJHOMOYHMS IO HUX peald3allM, OTBETCTBEHHOCTh 3a COCTOSIHHE, pPa3BUTHE U
COBEPILEHCTBOBAHUE aPXUBHOIO JIENA.

1.6. ApxuB B CBOEH IEATEIBLHOCTH PYKOBOJACTBYETCSI KOHCTUTYIIHEH
P®, denepanbHbIMU 3aKOHAMH M JIPYTMMH HOPMATHUBHBIMHU IPABOBBIMH akTaMu Poccuiickoi
Oenepannn 1 PocTtoBckoi 006macTr, YCTaBOM MYyHHITMIIAIBLHOTO 0Opa3oBaHUs «3aBETUHCKUUN
paiioH», TNPaBOBBIMU AaKTaMd AJIMUHUCTPAIIMM  paillOHa, HOPMATUBHO-METOINYECKUMHU
nokymeHtamu denepanpHO# apxuBHOU ci1yk0b1 Poccun, Komutera 1o ynpapiieHHIO apXHUBHBIM
nenom AnMunuctpanuu PoctoBckoii o0nactu u Hactosuwmm [lonoxeHuem.

1.7. ®uHaHCUpOBaHUE IEATEIHHOCTH U MaTepHAIbHO-TEXHIUUECKOe o0ecrieueHne Apxuna
OCYILIECTBIISICTCS 32 CUET CPEJCTB OroIKeTa 3aBEeTHHCKOTO paiioHa.

1.8. JlonoMHUTETbHBIMUA UCTOYHUKAMU (PMHAHCUPOBAHUS MOTYT OBITh:

a) LIeJIeBble CpeliCTBAa U3 00JacTHOro OrokeTa (IpH peanu3ally MPOrpaMM pPa3BUTHS
apXMBHOIO JieJa, BKJIIOYAIOUMX MEpPONPHUATUS B 3aBETMHCKOM palioHe; pealn3auuu
rOCy/IapCTBEHHBIX TOJHOMOYHUII B cdepe apXWBHOTO Jena AJMUHUCTpAllMM paioHa, B T.U.
MOJIHOMOYUN Ha XpaHEHHE AapXUBHBIX (OHIOB U AapXMBHBIX JOKYMEHTOB OpraHU3alluy,
OTHECEHHBIX K TOCYJapCTBEHHOW COOCTBEHHOCTM U PACIOJIOKEHHBIX Ha TEPPUTOPUU
3aBETUHCKOTO paiioHa);

0) BHEOIOKETHBIC CPEACTBA, B T.Y4. OT NPUHOCAIIEH MOXOJ JEATEIbHOCTH ApPXUBA,
MPEAYCMOTPEHHOM €ro yUpeIuTeIbHbBIMU JOKYMEHTAMM;

B) CIIOHCOPCKHE U UHBIE CPE/ICTBA, TIOTYYCHHBIE 3aKOHHBIM ITyTEM.

1.9. Homenknarypa (mpelcKypaHT) MIaTHBIX PabOT W yciayr ApxXuBa YTBEp)KIaeTcs
MPaBOBBIM aKTOM AJIMUHUCTpPALMU paiioHA Ha OCHOBAaHMM TEPEYHsS IUIATHBIX pabOT U YCHyT,
pa3pabotanHoro Komurerom mo ympaBieHHIO apXWBHBIM JIEIOM AIMHHHCTpaluu PocToBckoit
00JacTu U yTBEPKJIEHHOTO OPraHOM rOCYAapCTBEHHOM BacTH PocToBCcKoO 00macTu.

1.10. AnmunHucTpanuus 3aBETHHCKOrO paifoHa obecreunBaeT ApXUB MOMELICHUSMHU,
OTBEUAIONIUMU HOPMATHUBHBIM TpPEOOBAaHHUSAM OOECIEYEHHUSI COXPAaHHOCTH JIOKYMEHTOB, €ro
coJiep’KaHue, TEXHHUECKOE OCHAIlIeHHe, 000pyI0BaHKe, OXPaHy, TPAHCTIOPTHOE OOCITY:KUBaHHE U
CO37aHHe HEOOXOTUMBIX YCIIOBUN TpyAa paOOTHHKOB.

[Ipu mnepemaue 3paHus (TOMENIEHHs]), B KOTOPOM pa3MeUleH ApXUB JApYyTrUM
opranuzanusM, ['7maBa 3aBeTHMHCKOro pailoHa NPUHUMAET pEIICHHE O MPEeABaAPUTEIILHOM



MPEJOCTaBICHNU PAaBHOLIEHHOTO WK 00JIee MOIXOMAIIETO U pa3MeIeHHsI IOKYMEHTOB 3/JaHHUs
(momereHus).

2. 3amaun ¥ QyHKIMH ApXUBa

2.1. OcHOBHBIMH 3amauyaMu ApXuBa SIBISIOTCS OOECIIEUeHUE COXPAHHOCTH W Y4YeT
JOKYMEHTOB I10 JITYHOMY COCTaBY M MX MCIIOJIb30BAHUE B LIEJSAX COLMAIBHO-IIPABOBOM 3alllUThI
rpaXkKaaH.

2.2. ApXuB B COOTBETCTBUH CO CBOUMH 33Ja4aMHU BBITIOIHSET CICIYIOMINE (QYHKIIUU:

1) npuHMMaeT Ha OCHOBE 3aKJIIOUEHHBIX JOIOBOPOB U B COOTBETCTBUU C IpaduKamMu OT
YUPEXKJIEHUH, OpraHu3aluii U NpeArnpuUsTUIA-UCTOYHUKOB KOMILJIEKTOBAaHUSI ApXHBa JOKYMEHTBI
I10 IMYHOMY COCTaBy, 00pabOTaHHbIE U YUYTEHHbIE COTJIACHO YCTAaHOBJICHHBIM IIpaBUIaM, a TakK JKe
JOKYMEHTBI OT JIMKBUIMPOBAHHBIX OpraHU3allfii, He UMEIOIINX IIPaBOIIPEEMHUKOB;

2) XpaHUT U 00eCTIeYNBaET COXPAHHOCTh JIOKYMEHTOB IPUHATHIX B ApXUB;

3) BemeT yuer XpaHdAluxcd B ApXuBe JOKYMEHTOB, mpejcrasisier Komutery B
YCTaHOBJIEHHOM IOPSJIKE CBEJICHUS O COcTaBe U 00beMe (POHI0B ApXHUBa;

4) cocTaBieT U BeET CIHMCOK YUPEKICHHUM, OpraHu3aluil U MpeanpusaTHi-ICTOYHUKOB
KOMILJIEKTOBaHMsI ApXHBa U KAPTOTEKY O MECTOHAXOKJICHUH JIOKYMEHTOB IO JJUYHOMY COCTaBY;

5) oka3bIBaeT yUpexkACHUSIM, OpraHU3alusaM, IPEATNPUATUIM METOAUUECKYIO, & HA OCHOBE
corjameHui (Z0roBopoB) U MPAKTUYECKYIO MOMOIIIb B IPOBEAECHUHN SKCIIEPTU3bI U YIOPSAI0YECHUH
JOKYMEHTOB, IPOBOIUT O0OpabOTKYy W ONUCAaHUE JIOKYMEHTOB, IMOCTYNUBIIMX B ApXHUB B
HEYIOPSI0YEHHOM COCTOSIHHH;

6) ocyIIecTBIISIET OPraHU3aIlIMOHHO-METONIECKOE PYKOBOJICTBO PabOTOil ¢ TOKyMEHTaMH
10 JIMYHOMY COCTaBY B YUPEXKJEHUSAX, OPraHU3alMIX U MPEANPHUSATUAX paiioHa, OKa3bIBaeT UM
MTOMOIIb U KOHTPOJIUPYET COCTOSIHUE U XPAHEHHE JOKYMEHTOB 110 JINYHOMY COCTaBY;

7) ydacTByeT COBMECTHO C OpraHU3alHUsIMU B pa3pabOTKe METOIUYECKUX IOCOOHH,
NaMATOK, Kacaroluxcs paboThl € JOKYMEHTAMHM MO JHMYHOMY COCTaBy, B OpraHu3allu Hu
IIPOBEACHUU CEMMHAPOB U JPYrUX MEPOIPHUATUI O MOBBIMIEHUIO KBATU(PHUKALMU paOOTHUKOB
YUpEXAECHUHN, OpraHn3aluil U NpeInpUsTUil o BoIpocaM paboThl ¢ JOKYMEHTAMHU 10 JTUYHOMY
COCTaBYy;

8) cozmaer, COBEpLICHCTBYET M IOMNOJHSIET HAay4HO-CIIPAaBOYHBIM anmapar (OIKCH,
KaTaJIOTH, YKa3aTelu U T.I1.) K JOKyMEHTaM I10 IMYHOMY COCTaBY, XpaHsIUMCS B ApXUBE;

9) opraHusyer HCHOJB30BAaHUE JOKYMEHTOB: B YCTAHOBJIEHHOM IOPSAJIKE BBIJAET
YUPEXKACHUSAM, OpPraHM3alUsAM U NPEANPHUATHAM JIOKYMEHTbI BO BPEMEHHOE I10JIb30BaHMUE;
UCIIOJHSET 3allpoChl YUYPEXKJEHHH, OpraHM3aluil M NpelnpUATHil, BbIAAET MO 3asiBICHUAM
IpaXkJlaH apXUBHBIE CIPABKU, KOINHH, BBIIUCKH, HNOJATBEPXKAAIOLINE TPYLOBOW CTax, pazMep
3apa0OTHOI MIaThl M JIpyrue BOMPOCHl, HEOOXOAUMBIE Ul O0(GOPMIIEHHS MEHCUI rpaXKaaHaM U
peleHus Apyrux CoLMaaIbHO-TIPABOBBIX BOIIPOCOB, BHIJIAET ApXUBHBIE CIIPABKU O HE COXPAHHOCTH
JOKYMEHTOB I10 JINYHOMY COCTaBY;

10) KOHCynbTHUpPYET TIpaxJaH U OpraHM3allud IO BONPOCAM MECTOHAXOXKJIEHHS
JOKYMEHTOB I10 JINYHOMY COCTaBY;

11) ocymecTBaseT pPO3bICK JOKYMEHTOB IO JIMYHOMY COCTaBy, 3alpalluBaeT OT
CTPYKTYPHBIX MOJpa3JesieHuii AIMUHUCTPALUU, BEIOMCTBEHHBIX apXWBOB, MYHHUIIUIIAIbHBIX U
rOCyJapCTBEHHBIX apXUBOB CBEACHUS, HEOOXOAUMBIE JUIsl UCTIOTHEHNUS 3aIIPOCOB TPaXK/IaH.

2.3. ApxuB pemaeT CTOSLINE NIepel HUM 33Ja4i BO B3aUMOAECHCTBUY ¢ MyHUIIMIIAIbHBIM
apXuBOM AJMMHHCTpAlMM 3aBETHMHCKOIO palOHa, IPYTMMH CTPYKTYPHBIMH IOJApa3feiCHUsIMU
AQMUHHUCTpaALUY, YUPEXKIEHUSAMH, OPTraHU3aLMSIMHU, IPEAITPUATHIMHI palioHa.

3. CocTaB JOKyMEHTOB ApXuBa

3.1. ApxuB XpaHUT 3aKOHYEHHBIE JEIONPOU3BOICTBOM JOKYMEHTHI 110 JIMYHOMY COCTaBY:

1) JUKBUIMPOBAHHBIX, PEOPTaHU30BAHHBIX, HW3MEHMBIIUX (OpPMYy COOCTBEHHOCTH
YUPEKIACHUM, OpraHM3aluii U MpEeANpHUSATHH, HE HMMEIOIIHUX IPABONPEEMHUKOB WM BBIIIE
CTOSIIIMX OpraHu3aluil; Y4YpEeKIECHUN, OpraHu3alMi, MPEANPUATHH, AEATEIbHOCTh KOTOPBIX
OrpaHuYeHa TeppuTopueil 3aBETUHCKOTO paiioHa, HE3aBUCUMO OT (POPM COOCTBEHHOCTH, a TaK K€
UX NPEAIIECTBEHHUKOB - HICTOYHUKOB KOMIUIEKTOBAHUS APXUBA;



2) opraHumzauMid - HUCTOYHMKOB KOMIUIEKTOBAaHMS MYHULUIAIBHOIO  apXuBa
AnmuHMCTpanuy 3aBETUHCKOTO palioHa, HE UMEIOIIUX YCIOBHMM JUIsl XpaHEHUs! JOKYMEHTOB 110
JUYHOMY COCTaBY.

B cocTaB nokyMeHTOB ApXuBa BXOJAT CIEAYIOLINE KATETOPUH TIOKYMEHTOB!

1) DOKyMEHTBI MO JIMYHOMY COCTaBy CO CpoKamMu XpaHeHuss A0 75 ner (opra-
HU3ALMOHHO-PACTIOPSIAUTEIbHBIE  JIOKYMEHTBI,  JIMYHbIE  JIela, YYETHbIE  JOKYMEHTHI,
OyXranTepckue JOKyMEHTHI);

2) NOKyMEHTHI A0AroBpeMeHHOro (cBbiie 10 jeT) u BpeMeHHOoro cpoka xpaHeHus (1o 10
JIET) OpraHu3aluil - HCTOYHUKOB KOMIUIEKTOBAaHUS (HAa JOTOBOPHOW OCHOBE), a TaK e
JIMKBUJIMPOBAHHBIX OPraHU3alluii PU OTCYTCTBUU Y HUX NPABOIPEEMHMKA WM BBILIECTOSIIECH
OpraHu3aiuu (0 UCTEUEHUsI CPOKA XPAHEHUS 3TUX JOKYMEHTOB);

3) Hay4HO-CIIpaBOYHBIN anmnapat ApXuBa, pacKpbIBaIOLIUI COCTaB U cojepkaHue (GOHI0B
ApxuBa (onucH, KapTOTEKH, yKa3aTellu, ICTOPUUECKHUE CIIPABKHU), U YUETHBIE TIOKYMEHTHI (KHUTH
y4eTa MOCTYIUICHHS U BBIOBITUSA 1€, CIMCKH (DOHJIOB, /iena (POHIOB U Jp.).

4. TIpaBa ApxuBa

4.1. ApxuB aJisl OCYIIECTBIECHUS CBOUX OCHOBHBIX (DYHKITUH MUMEET MPaBo:

1) 3ampamuBaTh ¥ MOJy4aTh B YCTAHOBJICHHOM TMOPSAKE OT YUPEKICHUN HE 00XOIUMBIC
JUTSl BHITIOJTHEHHS BO3JIOKEHHBIX HA APXHB 3a7a4 CBEJICHUS O IOKYMEHTaX M0 JIMYHOMY COCTaBY;

2) mocemarh YIpexAeHUs, OpraHU3alluy U TMPEINPHUITHS PACTIONIOKEHHBIE Ha TEPPUTOPHH
palioHa ¥ MPOBEPSATH YCIOBUS XPAHEHUSI 1 COXPAHHOCTh JOKYMEHTOB 10 JITYHOMY COCTaBYy;

3) uHpOpPMUPOBATH PYKOBOIUTENCH YUPEKICHUN, OpPraHU3aANMA W TPEANPUATHA O
COCTOSIHMH XPAaHEHUS U COXPAHHOCTH, JOKYMEHTOB MO JINYHOMY COCTaBY, BHOCUTb MPEIJIOKEHUS
Y JJaBaTh PEKOMEHJIAIMH 10 €r0 COBEPIIEHCTBOBAHHUIO;

4) KOHTPOJMPOBATh BBHINOJHEHUE YUYPEKACHUSIMH - HCTOYHMKAMH KOMIUIEKTOBAHHS
ApxuBa W YUYPESKICHUSIMU M OPTraHU3alUSIMU TOCYIAapCTBEHHOW (OPMBI COOCTBEHHOCTH
YCTaHOBJIEHHBIX ITPaBUJI OPraHU3alUN U XPAHEHUS TOKYMEHTOB IO JINYHOMY COCTaBY;

5) B YCTaHOBJICHHOM TMOpSJAKE 3aKI04aTh C 3aWHTEPECOBAHHBIMHU YUPEKICHUSIMHU,
OpraHM3alUsIMH ¥ TPEINpUATUIMH, HE3aBUCUMO OT (¢dopM COOCTBEHHOCTH, COTJIAIICHUS
(1OrOBOPHI) O LIEHTPAIU30BAHHOM XpPAaHEHHH, HCIOJb30BAaHUM U YHNOPSIOYEHUU JOKYMEHTOB,
OKa3bIBaTh IOPUINYECKUM U (GU3NYECKUM JIMIAM IJIaTHbIE YCIYTH B paboTe ¢ JOKYMEHTaMHU IO
JIMYHOMY COCTaBY M MO HUCIOJHEHUIO COLMAIBHO-TIPABOBBIX 3aIIPOCOB;

6) HMCIONIb30BaTh MOJYYEHHbIE BHEOIOKETHBIE CPEACTBA JJS YIIYYIIEHUS OpraHU3aluu
paboThl ApXuBa U pPelIeHUs COLUATbHBIX BOIIPOCOB;

7) y4dactBOBaTh B pabOTe JIMKBUIAIIMOHHBIX KOMHCCHUN YUpPEXKJCHUU, OpraHu3aluil u
MPENNPUATHH, TOKYMEHThI KOTOPBIX HE BXOIAT B cocTtaB ApxuBHoro ¢ounna PO misa pemenus
BOIIPOCOB COXPAHHOCTU JOKYMEHTOB M0 JUYHOMY COCTABY.

5. PykoBosicTBO ApXxuBa

5.1. PykoBOACTBO ApXMBOM OCYILECTBIIET 3aBEIYIOUIUMH apXWBOM. 3aBEeAyHOLIUN
apXMBOM Ha3HAYaeTCs U OCBOOOXKIAETCs OT AODKHOCTH [ J1aBoit 3aBETMHCKOTO paioHa.

5.2. 3aBenyromnii ApXUBOM:

1) ocymiecTBisIeT HEMOCPEACTBEHHOE PYKOBOJICTBO JESATENLHOCThIO ApXHBa, OPraHU3yeT
ero paboTy; o0ecrieurnBaeT pelieHre BO3I0KEHHbBIX Ha HETO 3a/1a4;

2) u3/aeT B mpeJesiax CBOe KOMIETEHINH MPUKA3hI;

3) mpunumaeT Ha paboTy, ompeenseT OO0sI3aHHOCTH M YTBEP)KIAeT JOHKHOCTHBIS
WHCTPYKIIMU PAOOTHUKOB APXUBA;

4) oTunThIBaETCA 0 pabore ApxuBa nepen AIMUHUCTpAllMed U B YCTAHOBIIEHHOM TMOPSIKE
- nepea KoMureToM 1o ympaBieHUIO apXUBHBIM JIeJIOM AJMUHHCTpAIuu PocToBCcKOi 00nacTy;

5) opraHm3yeT W BeIET MpPHUEM TpaxkJIaH, pacCMaTPHUBAET UX 3asBICHUS U KaJoObI 1O
BOIIpOCaM, BXOJISIIUM B KOMIIETEHIIMIO APXUBA;

6) BBIJACT B YCTAHOBJIEHHOM TMOPSAKE TpaXJaHaM U YUYPEXKACHUSIM CIPABKU
COIIMAIBHO-TIPABOBOTO XapaKTepa, KOMHH, BHIMUCKH U3 JOKYMEHTOB;
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7) 3aKIII0YaeT B YCTAHOBJICHHOM MOPSAKE IOTOBOPBI C YUPEKACHUSMHU, OPraHU3ALUAMHI U
NPEINPUATHSIME Ha BHITIOJHEHNE APXUBOM IIJIATHBIX pabOT U YCIIyT;

8) obecrieunBaeT cOOIIOACHUE OXPAHHOTO, TPOTUBOIIOKAPHOTO U CAHUTAPHOTO PEKUMA B
XpaHUJIUILAX;

9) onpenenser NOTpeOHOCTh ApxHBa B 000pyIOBaHUU M MaTepualiax.

5.3. 3aBenytonuit ApXUBOM HECET MEPCOHATBHYIO OTBETCTBEHHOCTh:

1) 3a BBIOJHEHHWE BO3JNOKEHHBIX HAa HEro oOOsA3aHHOCTEH C YYeTOM TIpas,
MPeJOCTaBICHHBIX eMy HacTosmuM [lonoxennem;

2) 3a COXpaHEHHE CIYXeOHOH, KOMMEPUYECKON MM UHOM, OXpaHsIEMOW 3aKOHOM TaWHBI
MIPH OCYIIECTBIICHUH CBOMX JIOJDKHOCTHBIX TOJTHOMOYHIA B paboTe C TOKYMEHTaMH.

I'ocynapcTBeHHBIH apXUB MO JIUYHOMY COCTABY B r.MesKaypedeHcKe

ApxuBHBIE (DOHIBI OTPaXAIOT PA3JTUYHBIE ACMEKThl  COIMAIBHO-KOHOMUYECKOM,
HCTOPUYECKON MU KYJIbTYPHOM KM3HH T. MexaypedeHcka. MerTcsl KOJUIEKIUH JOKYMEHTOB
JIMYHOTO IIPOUCXOXKAEHUS, POTOAOKYMEHTHI. DTO MPEJICTABISIET HAUOOJIBIIYIO [IEHHOCTb.

Jpyrum HarpaiieHueM B paboTe ApXuBa, IOMUMO XpaHEHHsI, KOMIUJICKTOBAHUS, y4eTa U
WCIIOJIb30BAHUSI apXUBHBIX JOKYMEHTOB, SIBJISIETCS OKa3aHUE METOJIUYECKOW M TMPAKTUUECKOU
TTOMOIIIM TIO JEJIONPOU3BOJCTBY M XPAaHEHHUIO OKYMEHTOB B OPraHHU3aIlUsAX, MPEANPUATHSIX U
IPYTUX YIPEKIECHUH, BEICTYMAIOMINX HCTOYHUKAMUA KOMIUIEKTOBaHUS ApXUBa.

OnHO W3 BaXHEHIITMX HANIPABJICHUI pabOTHI apXrBa SBISAETCS 00ECTICUCHHUE COTHATBHBIX
npaB u moTpeOHocTel rpakaaH. Co gHS 00pa3oBaHUsT ApXWBa W IO HACTOSIIEE BpeMs B
HECKOJIBKO pa3 BO3pOC MOTOK 3allPOCOB COLIMATBHO-IIPABOBOIO U TEMATUYECKOTO XapaKTepa.

ApXHB SIBIISIETCS TOCYIAAPCTBEHHBIM YYPEKICHUEM, TOJABEIOMCTBEHHBIM ApPXHUBHOMY
ynpasieHuio KemepoBckoil 00nacTd, OCYIIECTBISIOUIEMY KOOPIMHAIMIO U PETyIUpOBAaHUE
NeATEeIbHOCTH ApxXuBa. YupenurtesieM ApxuBa BbICTynaeT ApXuMBHOE yrnpaBieHue KemepoBckoit
obnacTu.

ApXuB ABISETCS IOPUANYECKUM JIMLIOM, UMEET CaMOCTOSITENIbHBIN OallaHC, JILIEBOM CUET B
Ka3HayeicTBe, O0O0O0COOJICHHOEC HWMYIIECTBO, INTaMIl H TepOOBYyIO0 Ie4aTh CO CBOUM
HauMEHOBaHHeM, OJaHKU. APXHUB BBICTYNAET UCTIIOM M OTBETYMKOM B CyJl€é B COOTBETCTBUH C
3aKOHOIaTeILCTBOM PO.

Uctopuueckas cnpaBka 'KYKO «I'ocynapcTBeHHBIN apXuB JOKYMEHTOB IO JUYHOMY
coctaBy KemepoBckoii obmactu B r. MexaypeueHnckey». 30 ampens 2004 roma B CBsI3H C
HEOOXOIUMOCTBbIO ~ OOecleyeHUs]  COXPAaHHOCTH  JOKYMEHTOB IO  JIMYHOMY  COCTaBy
JUKBUJIMPOBAHHBIX YTOJbHBIX MpeAnpusaTuil rora Kyzdacca u B COOTBETCTBUHU C PacTIOPsHKEHUEM
Anvunnctpanuu  KemepoBckoir  obmactm ot 30.04.2004r. Ne  545-p ma 0Oase
PEKOHCTPYUPOBAHHOTO MOMEIIECHUS B aJJMUHUCTPATUBHO-OBITOBOM KOMOWHATE OBIBIICH IIAXTHI
umenu JI.JI. IlleBsikoBa, a B Hactosimiee BpeMs 3A0 Illaxtel Pacnmaackas-KokcoBas B ropoje
MexnypedeHcke OblT  OTKpPHIT MexaypeueHckuid  ¢unmnan [ocymapcTBEHHOro — apxuBa
KemepoBckoii obnactu.

01 urons 2008 r. Ha ocHoBanuu Pacnopsbkenus ['ybepnatopa KemepoBckoit o6nactu oT
18.05.2008r. Ne 67-pr co3mano ['ocymapctBeHHoe yupexiaeHue KemepoBckoit obnactu
«[ocymapcTBeHHBIN apXUB JOKYMEHTOB IO JHYHOMY cocTaBy KeMepoBckoil 00macTH B T.
MexypedeHcke», KOTOpoMy ObUTH MepefaHbl (GYHKIMH YIpa3AHEHHOTO MexIypedeHCKOpro
¢wmana "['ocynapctBeHHoro apxuBa KemepoBckoii o0macTH.

01.06.2011r. nHa ocHoBanuu Pacnopsbxenust Komernn Anmunuctpannu KemepoBckoit
obmactu ot 18.05.2011 1. Ne 380-p «O0 M3MEHEHUHM THUIIA CYIIECTBYIOIIUX OIOIKETHBIX
YUPESKJICHUH — TOCYIapCTBEHHBIX yupexaeHuid KemepoBckod 001acTH, MOIBEIOMCTBEHHBIX
apXUBHOMY yrpaBiieHHI0 KeMepoBCcKoil 00611acTH, B IIENAX CO3/IaHUS TOCYIapCTBEHHBIX Ka3€HHBIX
yupexnaennii KemepoBckoit obGmactu» co3gaHo [ocymapcTBeHHOE Ka3eHHOE YupeKIeHUe
KemepoBckoit obmactu «l'ocymapcTBeHHBI apXuB JOKYMEHTOB TIO JIMYHOMY COCTaBY
KemepoBckoii 061actu B r. Mex1ypeueHcKe».



locynapcTBeHHBIM Ka3eHHBIM ydpexaeHueM KemepoBckoi oOmactu ['ocynmapcTBeHHBIN
apXvB JJOKYMEHTOB IO JINYHOMY cocTaBy KemepoBckoii 065acTu B I. MeX1ypeueHCKe PYKOBOHUT
JUPEKTOP.

OcHoBHBIMU 331auaMu ['0CyJapCTBEHHOTO apXUBa SIBJISIFOTCSL:

1. ObecneyeHne COXPaHHOCTU N FOCYAapPCTBEHHbIN YYET AOKYMEHTOB MO INYHOMY
coctaBy ApxusHoro ¢oHaa Poccuiickoin egepaumn.

2. ObecneyeHne coumanbHOM M NPaBOBOM 3aLMTbI FPaXKaaH.

3. NcnonHeHWe 3anpocoB rocy4apCTBEHHbIX, MHbIX YYPEXKAEHUI, TPAXKAAH NO AOKYMEHTam

YypexaeHusa, BblAauya UM apXMBHbIX CMPABOK COLMA/IbHO-MPABOBOrO XapaKkTepa O NOATBEPKAEHUN
CTarka paboTbl, IbIFOTHOrO CTaxka paboTbl, 0 3apaboTHOM NnaTe NpeaoCTaBAEHME AOKYMEHTOB UIN UX
KOMuu.

B nacrosimee Bpems B 'ocyapcTBEHHOM yupekIeHUN XpaHuTcs 51 GoHI MO JMYHOMY
coctaBy, 29033 equHuIIBI XpaHEHUs. 3a STUMH JOKYMEHTAMHU CTOST Cy1bOBbI J1toiel. B ocHOBHOM
9TO TSDKEJIBIM, HO MOYETHBIA TPy Liaxrepa. I ocynapCTBEHHBINM apXWB IIOMOTaeT BOCCTAHOBUTH
¢bakT TpynoBoil buorpaduu, A MOITy4YE€HUS TPYIOBOM NEHCUN, HAYUCIIEHUN PETPECCHBIX UCKOB
MHBAJIWJIaM TpyJa.

CIINCOK
¢donnoB 'ocynapcTBeHHOro Ka3eHHOro yupexkaeHus Kemeposckoii obnactu
«["ocymapcTBEeHHBIN apXHB JOKYMEHTOB I10 IMYHOMY COCTaBY
Kemepogckoii obnactu B I. MexXaypedeHcKe

no coctosauio Ha 01.01.2012r.

No HaumenoBanue ¢onna Ne Kon-Bo Kpaitaue
@onoa ONHCH Emuann JIaThl
XpaHSHUS
P-1 JlouepHee  OTKPBITOE  AKIMOHEPHOE 1 1/c 420 1978-2004
00IIIECTBO
"Vnpasnenne
MaTepHaIbHO-TEXHUUECKOro CHaOKeHu |
OTKpBITOr0  aKIMOHEPHOTO  OOIIECTBA
"YronpHas xommanus Kysoaccyromns"
r.JIennHck-Ky3Henknii
P-2 ToBapuilecTBo ¢ OrpaHHYEHHON] 1 n/c 96 1991-2001
OTBETCTBEHHOCTHIO

HpOI/IBBO,I[CTB CHHO-KOMMEpYCCKas




¢bupma "Tpuama”

r.MexnypeueHck

P-3 Kommepueckmii AKI[MOHEPHBIN 1 n/c 54 1993-2000
0ank "Ky3baccconoank"
r.MexnypeueHck
P-4 OtkpoITOE aKIIMOHEPHOE 1 1/c 465 1958-2000
obmectBo "CrpourtenbHas HHAYCTpuUs'
r.MexnypeueHck
P-5 OtkpbITOE AKIIMOHEPHOE 1 a/c 824 1934-2003
00111ECTBO "OnToBo-3aKyNoYHas]
cObITOBasA Oa3a"
r.Jlenunck-Ky3nerkuit
p-7 AXIOHEpHOE 00111eCTBO 1 1/c 3009 1954-2000
otkpsIToro tumna "lllaxra "Haropras"
r.HoBoky3Henk
P-8 locynapcTBenHoe — mpeanpusThe 1 1/c 2410 1962-2003
"[laxTa umenu JI.J[.IlleBsikoBa"
r.MexaypeueHck
P-9 OtkpbiTOE AKI[MOHEPHOE] 1 1/c 118 1965-2004
o61mecTBo "J{opoxHUK"
r.MexaypeueHck
P-10 OtkpbiTOE AKIIMOHEPHOE 1 n/c 1184 1969-2003
00111eCTBO "VronbHas KOMITaHHMS]
"Kysueukyromns" r.HoBoky3HeIk
P-11 3akphITOE AKIUOHEPHOE OOIIECTBO 1 1/c 99 1971-2002
PeMOHTHO-CTpOUTENbHAS ¢bupmal
"IIpopad" r.MexaypedeHck
P-12 OtkpbITOC AKI[MOHEPHOE] 1 1/c 113 1962-2005
00IIIECTBO "MexaypedeHCKre
LICHTPAaJIbHBIC ANIEKTPOMEXaHUYECKUE
MacTepckue"
r.MexaypeueHck
P-13 OtkpbITOE AKIMOHEPHOE 1 n/c 149 1970-2003

o00mecTBo "benoBckuii MsicokoMOuHaT"

r.bemoso




P-14 OtkpsITOE aKIIMOHEPHOE 1 n/c 1915 1960-2005
obmecto "[llaxTa "3pipsiHOBCKAS"
r.HoBoky3Helk
P-15 OtkpbITOE AKIIMOHEPHOE 1 n/c 1404 1956-2005
obmectBo "lllaxTta "HoBoky3Henkas"
r. HoBoKy3HeIK
P-16 OOmecTBO € OrpaHUYEHHON 1 1/c 17 1999-2004
OTBETCTBEHHOCTbHIO "OxpaHHOe
npennpusatue "Tapant-Cepuc"
r.MexnypeueHck
P-17 locynapcTBenHoe — mpennpusrTie 1 a/c 2043 1949-2005
"[IlaxTta "baiinaesckas"
r.HoBoky3Henk
P-18 OtkpbITOE AKIIMOHEPHOE 1 1/c 12 2003-2005
o61ecto "TIpomcTpoit”
r. MexxaypeueHcK
P-19 OOmiecTBO € OrpaHUYEHHON 1 1/c 9 1997-2003
OTBETCTBEHHOCTBIO "Tronbnan"
r.MexaypeueHck
P-20 MyHHIMNATEHOE YHUTapHOE 1 n/c 529 1969-2002
npennpusitre "Bogokanan"
r.MexaypeueHck
P-21 OtkpbITOC AKI[MOHEPHOE] 1 1/c 4296 1932-2003
obmectso "lllaxTa "Konpuyrunckas"
r.JIenunck-KysHeukuii
P-22 Ounuan "Jleaunckyrons" OAQ 1 1/c 1965 1978-2003
"YrompHas xommanus "Kyszbaccyromns"
r.JIenuHckKy3Henkuii
P-23 MyHHIUNATEHOE YHUTApHOE 1 1/c 164 2002-2004
pennpusiTHe

"BomonpoBogHO-KaHATH3AIIHOHHOE

XO03511CcTBO"

r.MexaypeueHck




P-24 AXIOHEpHOE 0011eCTBO 1 n/c 155 1981-1995
oTkpbIToro THna '"Iaxromnpoxomueckoe
ynpasieHue Ne 2"
r.HoBoky3Herx
P-25 OtkpbITOE AKIIMOHEPHOE 1 1/c 1225 1964-2000
obmectBo "llaxra "Tomckas"
r.MexnypeueHck
P-26 OtkpbITOE AKIIMOHEPHOE 1 1/c 1681 1960-2003
00IIIECTBO "I'pamoTerHCKOE]
nraxToymnpasieHue" r.benoso
P-27 OrtkpsbiTOE aKIMOHEPHOE 1 n/c 1050 1975-2005
o0miecTBo "YmpaBlieHHE MO MOHTaXY,
JACMOHTAXKY U PEMOHTY TOpPHOIIAXTHOTO
obopynoBanus" r.HoBoky3Henk
p-28 HouepHsist XonnuHrosasy 1 1/c 622 1955-2002
koMmmaHust ~ OTKpBITOE — aKIMOHEPHOE
o61mecTo "Pa3pes JlucTBsHCKHA"
rHoBoky3HeLk
P-29 OtkpbiTOE AKI[MOHEPHOE] 1 1/c 420 1970-1993
obmecTBo "JIucTBsiHCKas aBToOa3a"
r.HoBoky3Henk
P-30 OtkpbITOE AKIMOHEPHOE 1 n/c 91 1994-2000
obmectBo "HoBoky3HenkpemcTpon"”
r.HoBoky3Henk
P-31 OtkpbITOC AKIMOHEPHOE 1 1/c 13 1992-1997
obmectso "3aBox "Crpoiinerans"
r.HoBoky3Helk
P-32 OAO "DKcrepeMeHTaNbHbIH] 1 1/c 117 1976-2001
3aBox"
r.HoBoky3Helk
P-33 OOmiecTBO € OrpaHUYEHHOU 1 n/c 8 2005-2006
OTBETCTBEHHOCTHIO "ITpomcTpoit”
r.MexaypeueHck
P-34 3aKphITOE aKIMOHEPHOE OOIIECTBO) 1 n/c 138 1995-2005

[IlaxTa "Yriaexon"




r.MexnypeueHck

P-35

OAO "OObeauHeHHas YrojbHas
KOMITAaHHSI "IOxky36accyromnn"
YnpaBieHne — JAETCKHX  JIOLIKOJIBHBIX
VUPEKICHUH,  COLUKYJIHTOOBEKTOB  H
CIIOPTCOOPYXKEHHH IPOU3BOJCTBEHHOIO

o0benuHenus "HOxky3baccyrons"

r.HoBoky3Helk

1 n/c

373

1973-1982

P-36

OAO "KuceneBckiaxtocTpoit"

r.Kucenesck

1 n/c

508

1950-1998

p-37

OOmiecTBO € OrpaHUYEHHON

OTBCTCTBCHHOCTBIO

PCY

r.MexaypeueHck

1 n/c

2002-2006

P-38

OOO XonaguHrosast KOMIIaHMS

"[IpommaxTo-

CTporiMexaHu3aIus"

r.MexaypeueHck

1 n/c

225

1976-2006

P-39

OTkpbITOE AKIIMOHEPHOE
00111eCTBO CrpouTtesnbHas ¢bupmal

"TomycamraxTocTpoi"

r.MexaypeueHck

1 n/c

946

1947-2003

P-40

OO0111eCcTBO [¢ OTrpaHUYEHHON
OTBETCTBEHHOCTHIO "Marasun Ne 25

r.MexaypeueHck

1 n/c

12

1992-2007

P-41

OO011eCcTBO [¢ OTrpaHUIECHHON
OTBETCTBEHHOCTHIO "CrpoitkoHTpaKT"

r.MexaypeueHck

1 n/c

10

2006-2008

P-42

3aKpeITOe aKIIMOHEPHOE OOIIECTRO)|
"TOMyCHHCKOE JIOKOMOTHBHOE JIero"

r.MexaypeueHck

1 n/c

24

1997-2004

P-43

3aKphITOE aKIMOHEPHOE OOIIECTBO)

"Cunbuput-1"

1 n/c

38

1994-2008




r.MexnypeueHck

P-44 OOmecTBO € OrpaHHUYCHHON 1 n/c 10 2004-2008
OTBETCTBEHHOCTHIO
"MexaypedeHCKIIaXTOCTPOMOH
Tax"
r.MexnypeueHck
P-45 OOmiecTBO € OrpaHUYEHHON 1 1/c 5 2003-2008
OTBETCTBEHHOCTBIO
"MexnypedeHckas Tirnorpadpus”
r.MexaypeueHck
P-46 OOmiecTBO € OrpaHUYEHHON 1 1/c 9 2006-2009
OTBETCTBECHHOCTBHIO
"Ctpoii-Ac"
r.MexaypeueHck
P-47 OOmiecTBO € OrpaHUYEHHON 1 1/c 3 2003-2009
OTBETCTBEHHOCTBHIO
" JlopoxHUK"
r.HoBoky3Henk
P-48 Mexnaypeuenckuit ¢punuan OAO| 1 n/c 42 1961-2000
AKB "Ky30accnpombank"
r. MexxnypeueHcK
P-49 OOmiecTBO € OrpaHUYCHHOU 1 n/c 2 2006-2009
OTBETCTBEHHOCTHIO "Tomb-MHBeCT"
r. KemepoBo
P-50 OOmiecTBO € OrpaHUYCHHOU 1 n/c 13 1999-2009
oTBeTcTBeHHOCTHIO "[Tomoc"
r. MexxaypeueHcK
P-51 OO1mecTBO [¢ OrpaHUYEHHOM 1 n/c 15 2006-2010

oTBeTCTBeHHOCTHIO "['pant”

" r.MexypedeHck




P-52 OOmecTBO € OrpaHUYCHHON 1 n/c 6 2001-2009
OTBETCTBEHHOCTHIO
"Boctok-Tpan3ur-M"
r.MexnypeueHck
P-53 OOmecTBO € OrpaHUYEHHON 1 1/c 9 2006-2009
0TBETCTBEHHOCTHIO "Tenexom ycmyra"
r.Kemeposo
P-54 OOmiecTBO € OrpaHUYEHHON 1 a/c 8 2005-2010
OTBETCTBEHHOCTHIO
"[IpommaxrocTpoiiMoHTax"
r. MexnypedeHck
P-55 OOmmecTBO ¢ OrpaHUYCHHOM 1 a/c 346 1976-2000
OTBETCTBECHHOCTBHIO
"ITputomMckas aBrobasa”
r.MexaypeueHck
P-56 OOmiecTBO € OrpaHUYEHHON 1 1/c 15 2001-2011
OTBETCTBEHHOCTbHIO
HMTCH
r.MexaypeueHck
P-57 OOmiecTBO € OrpaHUYEHHOU 1 n/c 77 2003-2010
OTBETCTBEHHOCTBHIO
"ASI/Iﬂ"

r.MexaypeueHck

I'KVKO «I'ocynapcTBeHHBI apXuB JOKYMEHTOB IO JIMYHOMY cocTaBy KemepoBckoii
oOmnacti B I. MexxypedeHcKe» NPe0CTaBIsAeT YCIYry FOPUANYECKUM JTHIIAM:

. MCNONHEHWE 3aNPOCOB, NOCTYNatoLWMX OT GeAepanbHbIX OPraHOB rOCYAAPCTBEHHOW
BN1IACTW, OPraHOB BNACTU CYGBEKTOB PP, OPraHOB MECTHOrO CaMOyNpaBAeHUA, CYAQ, NPOKYPaTypbl, ;

. MCNONHEHWE 3aNPOCOB yupeKAeHNn-GoHA006pa3oBaTeNel NO AOKYMEHTAM UX
apXMBHbIX GOHA0B ANA CNYXKEBHOTO NONb30BaAHUS;

. OKa3aHWe KOHCYNbTaTUBHO-METOANYECKOW NOMOLLM
yupexaeHam-GoH[006pa3oBaTeIIM NO BONPOCamM paboTbl BEAOMCTBEHHbIX aQPXMBOB U OPraHW3aLLmu
AOKYMEHTOB B 1€/10NPOU3BOACTBE;

. KOHCY/IbTUpPOBaHMeE topnan4ecKknx muy no sonpocam AOKyMeHTaUNOHHOTo obecneueHus
ynpas/seHnA U apXnMBHOro gena;
. npmuem Ha XpaHeHune AOKYMEHTOB No IMYHOMY COCTaBy IMKBUANUPOBAHHbIX N

peopraHNM30BaHHbIX NPeANPUATUIA U yUPEXAEHUI Pa3NNYHbIX GOPM COBCTBEHHOCTH;




o yrnopsagoyeHune goKymeHToB, GopMmupoBaHmne n obopmMaeHne apxmBHbIX Ae Mo 3aaBKaM
opraHusauui;

. KOHCYNbTUPOBaHME OPUANYECKUX U PU3NYECKMX UL, MO BOMPOCaAM
OOKYMEHTaLMOHHOro obecneyeHns ynpasaeHUA U apXMBHOIO aena.

I'KYKO «I'ocynapcTBeHHBIH apXuB JOKYMEHTOB IO JIMYHOMY cocTaBy KemepoBckoii
obnactu B T. MexXIypedeHCKe» MPEIOCTABISICT YCIYTH (PU3HUSCKUAM JTHIIAM:

o MCNosIHEHWE 3aMPOCOB, CBA3AHHbIX C COLMANBbHOM 3aLLMTON FrpaxaaH,
npeaycmMmaTpuBatoLLEe X NEHCUOHHOE 0becneveHne, a TakkKe AJ/1A NOJYYeHUs IbFoT U KOMMEHCaLUi B
COOTBETCTBMM C 3aKOHOAATeNbCTBOM Poccuitickon degepaumu.

o Bblaaya Ay6/,MKkata, nepeodopmieHne apxXMBHOM CrPaBKM B3aMeH yTPaYeHHOM,
W3roTOBJEHWNE HECKO/IbKMX 3K3EMMJIAPOB apPXMBHOM CNPaBKy;

D NoAroTOBKa CNpaBKuM 06 OTCYTCTBUM B apXMBE 3anpallMBaeMblX JOKYMEHTOB;

D KONMpoBaHME AOKYMEHTOB Ha BYMaXKHOM OCHOBE TEXHUYECKMMU CpeacTBaMM apxmBa Nno

3anpocam rpaxaaH.

B I'KV KO «I'ocynapcTBeHHBIN apXUB JOKYMEHTOB IO JIMYHOMY cocTaBy KemepoBckoii
obyactu B . MexypeueHcKe» BeAETCs JIMYHBIN PUEeM TpaxaaH U MHUChbMEHHBIX 00pallieHui 1o
BOIIpOCaM:

1. NoATBepKAEHWE TPYAOBOrO CTaXa.

2 NoaTBepKAeHWe CcTaxa paboTbl B 0COObIX YCI0BUAX TPYAA  (NbrOTHOrO cTaxa).

3. NpeaocTaBneHve cBeAeHMIM 0 pasmepe 3apaboTHOW NiaTbi:

. Ana LleHTpa 3aHATOCTY
AnA NeHcmoHHoro doHAaa
ANA opopmneHns 60NbHUYHOTO INCTaA
AnA PoHAA COLMANbHOTO CTPaxoBaHMUA
NoaTeepaeHWe GaKTa HarpaxKAeHWA UM MPUCBOEHUA MOYETHOTO 3BaHUA.
NoaTeepaeHWe GaKTa HECHACTHOrO CNY4as Ha NPOWU3BOACTBE.
MpeaocTaBneHVe CBEAEHWI O MEPEUMEHOBAHWMN NPEANPUATUA.
. MpeAocTaBNeHWE apXMBHbIX KONWUIA LOKYMEHTOB.

Odopmnenue 3ampoca. 3ampochkl OT TpaxJaH MPUHUMAIOTCS Ha  ONaHKax
AHKETHI-3asIBJICHUSI.

JInyHO 0OPATUTHCSI MOYKHO TIO aapecy: T. MexaypedeHck, 1. [llupokuii jgor

[Ipu nuarOM 0OpaIeHn He0OX0AUMO MPH ceOE UMETh:

. nacnopt

o KOMUIO TPYA0BON KHUMKKM (C TUTY/IbHBIM INCTOM).

[Ipn oOpamieHun Mo MoOYTe K AaHKETE-3asBICHUI0 HEOOXOAWMO MPHUIIOKUTH KOIHIO
TPYIOBOM KHIKKU (C TUTYIBHBIM JTUCTOM).

PWN e

B cJIydac YTparThl pr,[[OBOfI KHHKKHU IIpu 3aI10JIHCHHUHU
AHKCTBI-3asBJICHUA H606XOI[I/IMO MaKCHUMAJIbHO TOYHO YKa3aTb rog npueMa H rong
YBOJIbHCHUA.

3anpochl OT IOPUAMYECKUX JHUI] TOJDKHBI ObITh 0(opMIIeHBI Ha OiaHkax opranuzanuu. [1o
tenedoHny, ¢dakcy 3anpocsl He HmpuHUMaroTcs. MHQopMmalmio 0 TOTOBHOCTH CIPaBKA MOXKHO
MOJIyYUTh IO TeJIeOHYy apXuBa.

[Ipu HanM4MUK B aHKeTe-3asBICHUN KOHTAKTHOTO TeleoHa 3asgBUTENIO OyIeT COOOIIEHO O
TOTOBHOCTHU CIIPABKH.

Brigaua cmnpaBok. Beiaga TOTOBBIX CHPaBOK OCYHIECTBISETCS NPU TPEIbSIBICHUH
MacrnopTa WJId UHOTO JOKYMEHTA, YAOCTOBEPSIOIIETO JINYHOCTb.

B cnyyae momyueHus: CipaBKu MOCTOPOHHUM JIUIIOM HEOOXOJAMMO HAIM4YUE MacrhopTa H
IOpUIMYECKU 3aBEPEHHOM TIOBEPEHHOCTH. ECiiM 3ampoCc OTHOCUIICS K KaT€rOpUH IUIATHBIX YCIIYT,
3asIBUTENII0 HEOOXOIUMO TMPEABSBUTH OIUIAYCHHYIO KBHUTaHIMIO. VHOTOPOJHUM 3asiBUTENSM
CIPaBKH OTIIPABJISIOTCS 10 TIOYTE MPOCTHIM MUCHMOM.



Tema 3. @opmuposanue 1uuHbIX 0€1 COMPYOHUKOB
B mepByto ouepeap OTMETUM, YTO BEACHUE JTUYHBIX JIeNl PaOOTHUKOB HE 005S3aTeNbHO B

OTHOIICHUH BCEX KaTeropuii paboTHUKOB. O0s3aTebHOE BEICHHUE JIMYHBIX JIe] IPEyCMOTPEHO,
HampuMep, Ha TOCYAapCTBEHHOM IPayKIaHCKOM CTy)k0e B COOTBETCTBHH €O CT. 42 DenepalibHOTO
3akoHa OT 27.07.2004 Ne 79-®3 «O rocymapcTBEeHHOM TpakaaHCKOW ciyxkOe Poccuiickoii
Oenepauun» (manee - 3aKOH O TOCYIApCTBEHHOMW ciyx0e). Jlimsi ocTambHbIX paOOTHUKOB
O6$I3aTeJH)HOCTI) U NOpPAAOK BCACHUA JIMYHBIX JC€JI MOXET OIPCACIATHCA JIOKAJIbHBIMU
HOPMAaTUBHBIMH aKTaMH pabOTOIaTes.

TaK, JIMYHBIC IIC€JIa MOTYT BECTHUCH KaK Ha BCEX pa6OTHI/IKOB, TaK U Ha OMPCACIICHHYIO UX
Kareroputo. Ha mpeanpusTisIX JHYHBIE Jelia [erecooOpa3Ho BECTH Ha CIIEAYIOIINE OCHOBHBIC

KaTeropuu pabOTHUKOB:

1. pyKkosoauTtenu (rnasa npeanpuAaTUAA, ero 3aMectTuTe v, NOMOLLHUKK);

2. PYKOBOAUTENN CTPYKTYPHbIX MOAPA3LENEHNIA U UX 3aMECTUTENN;

3. rnaBHble (Beaylume) cnewmanmcTbl;

4. PabOTHUKK, Ha KOTOPbIX BO3/IOXKEHA MOJIHAas MaTepuasibHas OTBETCTBEHHOCTb;

5. PabOTHUKMK, BKIOYEHHbIE B KAAPOBbIN pe3eps ANs BblABUKEHUA Ha Hanbonee BaKkHble
[O/IKHOCTY;

6. paboTHUKK, obecneunBatowme GyHKLMOHMPOBaHWE opraHa (annapaTa) ynpasneHus

[NeATeNbHOCTLIO NPeanpUATHA.
OnmHako BO MHOTHX OpraHM3alUsAX JUYHBIC Jejla BEAyTCS Ha BCeX paOOTHUKOB

HE3aBHCHMO OT CTaTyca U BBIMOJIHSAEMON pabOThl (BKJIIOYAsh TEXHUYECKHI MEepcoHat), TaK Kak
JUYHOE JIeJI0 - YPE3BhIYAHO yIOOHBIM HCTOUYHUK MH(GOPMALUU O KaXJI0M paOOTHUKE: B OJHOU
nanke coOpaHbl Bce KOMHUH JTUYHBIX JOKYMEHTOB paOOTHHUKA, MPUKA30B MO 3TOMY paOOTHHUKY U
Ipyrue JOKYMEHTHI.

Tak kak B Tex cilydasx, KOrJa peub He UAeT 00 opOpMICHUN KaJApPOBBIX TOKYMEHTOB Ha
roCy/lapCTBEHHOW TIpakJaHCKOM Ciy>k0e, BOMPOCHI C BEACHHEM JIUYHBIX el pPabOTHUKOB
pelalTes Ha yCMOTpeHue paboronatens, To pa3paboTka U YTBEp)KICHHE JIOKaIbHOIO
HOPMAaTUBHOTO aKTa JUIIHUMH COBEPIIEHHO TOYHO HE OYAYT.

[Ipn Hanuuuu B Bamied opranuzanuu VHCTPYKIIMU MO KagpOBOMY JIEIONPOU3BOJICTBY,
JIOTUYHO, €CIU OTHCNbHBIM ee paszaen OyIeT TNOCBSIIEH HMEHHO BEACHUIO JUYHBIX JAel
COTPYJTHHUKOB.

Takoit pa3men MoxkeT OBITh BKJIIOYEH M B COCTaB JPYIMX JIOKAJIbHBIX AaKTOB,
perIaMeHTHPYIOIUX TOPAI0K 0(GOPMIICHUS U XpaHEHHUS KapOBbIX JOKYMEHTOB.

HekoTtopeie paboromarenu MpeANOYUTAIOT pa3paboTaTh OTAEIBHBIA  JOKYMEHT,
YUUTBHIBAIOIINI BCE HIOAHCHI BEJICHUS JTUYHBIX JIEI.

HezaBucumo oT BBIOpaHHOW BamMu (OPMBI MPHU PEriIaMEHTAIUN Pa0OThl C JIUYHBIMU
JenaMu HeoOX0TUMO YTOUHHTD:

1. KaTeropmm paboTHMKOB, Ha KOTOPbIX BEAYTCA ANYHbIE Aena (byayT 3To Bce COTPYAHUKM
OopraHnsaunmn UK, HanpuUmMep, TOAbKO MEHEAMKePbl BCEX 3BEHLEB YNpaBaeHNn);
2. cnoco6 GpopmMMPOBaAHUA IMYHBIX AEN;



3. COCTaB AOKYMEHTOB JINYHbIX AeN (B TOM YMC/E C YKa3aHMEM Ha TO, KaKUe AOKYMEHTbI
NnoALLINBAlOTCA B OPUrMHANAX, a KaKue B Konuax);

4, nepeyeHb /L, OTBETCTBEHHbLIX 33 BEAEHME U XPaHEHMWE INYHbIX AeN;

5. NopALOK BEAEHUA NNYHDIX AeN;

6. NopALOK O3HaKOMAEHUA PAaBOTHUKOB C AOKYMEHTAaMM, XPAHALLMMMUCA B INYHbIX Aenax;

7. NopAJOK XPaHEHWA IMYHOIO AeNla Nocsie YBoibHeHWA paboTHUKA; Apyryto
nHdopmaumtio.

Kuura (kypHai1) yueTa JIMYHBIX JI€]I MOXKET COAEP)KATh CIIEIYIOIINE CBEACHMUS:

1 NopALAKOBbIA HOMEpP Aena;

2 dbamunns, M, 0T4ECTBO COTPYAHMKA;

3. [aTa nepBoHaYanbHOro popMmnpoBaHUA Aena;

4 JaTa nepenayun nena B apxus;

5 Apyrve ceefeHusa no ycMoTpeHuto pabotoaartens.

@opMUpPOBAHHE M BEACHUE JIMYHBIX JEJ, KaK Mbl Y€ OTMETHIIH, OCYLIECTBISETCS B

COOTBCTCTBUM C IIpaBUJIaMU BCACHUA JCJIOIIPOM3BOJCTBA, HeﬁCTBYIOMHMH Y KOHKPETHOTO
paboronaTens.

[TepBoHAYANBHO B JIMYHOE JICJIO TPYIIHPYIOTCS JOKYMEHTBI, 0(DOPMIISIONINE TPOIECC
npueMa Ha paboTy, a BIOCJIEICTBHH - BCE OCHOBHBIC JOKYMEHTHI, KACAIOIIMECS TPYHAOBOM

NEeSTETFHOCTH paOOTHHKA.

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

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

Oco0biM poxkymentom B coctaBe JIJIC siBasiercss Jluunoe neno. OHO OOBIYHO
3aBOJUTCS Ha pPaOOTHHMKA, TOCTYMUBIIErO B OpraHu3anuio. JOKyMEHThl B JUYHBIX JIelax

pacnojiararorca  1mo  MeEpe HUX IHNOCTYIUICHUA U CUCTEMATU3ZHUPYIOTCA B CJ'ICIIYIOIJ_ICI\/’I

MOCJICIOBATEIILHOCTH
1. BHYTPEHHSASA ONUCb AOKYMEHTOB, MMEIOLMXCA B IMYHOM AeNE;
2. 3anaBneHue o npueme Ha paboTy, HanpasieHne UNK NpeacTaBaeHUe;
3. AHKeTa (IMYHbIA INCTOK MO y4YeTy Kaapos);
4, ABTOobMOrpadus;
5. JoKymeHTbl 06 06pasoBaHUN N T.4,.;



JIOKyMEHTBI B JINUHBIX JI€JIaX PACIOIAratoTCs 10 MEPE UX MOCTYIUJICHUSI.

®opMHpOBaHHEe PACHOPSAUTENBHON JOKYMEHTAUMH M0 JHUYHOMY COCTABY —
npuka3sel. [Ipuka3bl Mo JIHYHOMY COCTaBy (JOPMHUPYIOTCS B Jelia B 3aBUCUMOCTH OT CPOKOB HX
xpanenusi. [lpu sTOM creayer MOMHUTB, YTO 3ampeniaeTcsl TPYNIUPOBATH B OJHO JIEJIO
JOKYMEHTBI C PA3HBIMU CPOKAMU XpaHEHUS.

B cootBetrcTBUUM ¢ TUIIOBBIM NEpeYHEM MPUKA3BI 110 JIUYHOMY COCTABY UMEIOT JIBa CPOKA
XpaHeHus: 75 net u 5 ner.

K npukazam, umeromum 75-J1eTHHH CPOK XpPaHEHUSsI, OTHOCATCS: IIPUKA3bI O IPUEME,
YBOJIbHEHUH, MEPEMEIICHUN, MPEMUPOBAHUU, TIOOMIPEHUH, UIUTEIBHBIX OTIIYCKaX MO YXOY,
JUTUTEIIbHBIX KOMaHIupoBKax. K npuka3zam, uMer0IuM 5-1eTHHI CPOK XpaHeHHsl, OTHOCATCH:
MPUKa3bl O TPENOCTABICHUU OYEPEIHBIX U YUEOHBIX OTIYCKOB, ICKYPCTBaX, B3bICKAHUSX,
KpaTKOCPOYHBIX KOMaHIUPOBKaX.

[IpakTka HMCMOJB30BaHMUS TOKYMEHTOB IO JIMYHOMY COCTaBy TOKa3bIBA€T, YTO MPH
3HAYUTENIbHBIX 00beMax MPUKA30B M0 JTUYHOMY COCTaBY, UMEIOIINUX 75-JICTHUN CPOK XpaHEHHSI,
nenecoodOpaszHee ux GOpPMHPOBATH B Jieja IO BOIpOcaM JesTeNbHOCTH. Hampumep, oTaenpHO
IpyNnupoBaTh B Jejia MpUKa3bl O IMpHUEME, YBOJIbHEHHH, MEPEMENIEHUN PaOOTHUKOB, TO €CTh
MIPUKA3bl, CBS3aHHBIE C HX TPYAOBBIM CTaX€M, M OTAEIBHO IPUKa3bl O IPEMUPOBAHUH,
MOOUIPEHUH U T.J., TO €CTh MPUKA3bl, B KOTOPBIX COAEpKATCA CBEICHHUS 0 3apaboTHOM ruiare. [Ipu
3TOM B KaXKJIOM JI€JI€ IPUKA3bl UMEIOT CBOKO CAMOCTOATENIbHYIO BAJIOBYIO HYMEPALIHIO.

[Ipukasel, paciopspKeHHs U IPYTHeE pacoOPsAUTENIbHbIE JOKYMEHTHI 110 IMYHOMY COCTaBy
dbopMupyroTCcs B Jiesia B mpezesiax OJHOTO KaJeHIapHOIo rojia B XpOHOJIOTHYECKOM MOPSAKE U C
OTHOCSIILIUMHUCS K HUM ITPUIIOKEHUSMHU.

B cootBerctBun ¢ «lIpaBunamu opraHuzanuy XpaHEHUs, KOMIUIEKTOBaHUS, y4é€Ta U
UCIOJIb30BAaHUS JJOKYMEHTOB apXWBHOTO (hoHAA poccuiickoil denepalii U APYruX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, oOpraHax MECTHOTO CaMOYIpaBJ€HUs U
opranmzanusax» ot 07.09.2015 r. pacnopsauTenbHble JOKYMEHTHI TPYNIHUPYIOTCA B Jela IO
BHUJIaM, HE JomyckaeTcss (opMHpOBaTh B OJHO €O MPHUKA3bl U PACHOPSHKEHHS C EIUHOU
Hymepanueil. To ecTb IpHKasbl, pacCIOPsHKEHUS], YKa3aHUsl TPYNIUPYIOTCS B CAMOCTOSITENIbHbBIE
JieJIa CO CBOEU HyMEpaLUeH.

JIniieBpie cyera mo 33.]33.60THOI\/’I [JaTe¢ COTpYAHHUKOB (I)OpMI/Ip}IIOTCH B CaMOCTOATCIIbHBIC

Jiesia U pacIolaratoTcsl B HUX 1o andaBuTy GpaMuimi.

JIMyHbIEe KAPTOUKU PAOOTHUKOB TaKXke (GOPMUPYIOTCS B Jiesa o aaBUTy (paMUIHA.

Ilo ucrevyenun 0JHOrO rojia mocie 3aBCPUICHUA (I)OpMI/IpOBaHI/IH ACI B JCJIOIIPOU3BOJACTBEC
IIPOBOAUTCAH pa60Ta Mo HMX IMOATOTOBKC K MEpCAavuC Ha XPAHCHUC B aAPXUB YUPCKIACHUA. B
COOTBETCTBHH C HpaBI/IJ'IaMI/I OpraHu3alnvu XpaHCHUs, KOMIIJICKTOBaHU, yqéTa " UCIIOJIBb30BaHUA

JOKYMEHTOB apXMBHOTro (hoHIa poccHiickoil (enepanuu U APYrux apXUBHBIX JTOKYMEHTOB B



roCy/lapCTBEHHBIX OpPIraHax, OpraHax MECTHOIO caMoylpaBiieHus 1 opranuzanusax ot 07.09.2015
I'. B @pXUB IOCTYIAIOT JOKYMEHTHI, B TOM YHCJIE 10 JUYHOMY COCTaBY, HE IIO3JHEE YEM YEPE3 TPU
rojia rnocje 3aBepiieHus ux GopMHUPOBaHUS B JICIIOTIPOU3BOICTBE.

Odopmiienue nien 1Mo JUYHOMY COCTaBY IMPENCTABISAET COOON KOMIUIEKC padoT Mo HX
TEXHUYECKON 00pabOTKe BKIIOYAIOUIUMN: MOJIIUBKY (TEpeIieT) Aell, HyMepaluio JUCTOB Jiena,
COCTaBJICHUE 3aBEPUTEIbHONW HAJIMCH, COCTABJIIEHUE, B HEOOXOIUMBIX CIllydasiX, BHYTPEHHEU
OTIMCH JIOKYMEHTOB JieJ1a, 0(OpMIICHHE OOJIOXKKH JeTa.

Jlena moammBaroTcs B 4 IpoOKoia B TBEPAYIO OONOXKKY, M3 JeNa YyIalsioTcs BCE
IIOCTOPOHHUE NPEAMETHI (CKpENKH, 3aKiagku U jp.). HeBocTpeboBaHHBIE JIMYHBIE JOKYMEHTBI
(arTecTaThl, JUIUIOMBI) BKJIAJbIBAlOTCA B KOHBEPT M MOJIIMBAIOTCS B Jei0. B koHie naena
MOAIIMBAETCS YHUCTHIM JIMCT WM OnaHkK (OpMbI 3aBepUTENIbHOM Haamucu. B HeoOxoaumbIx
clydasX B Hayaie jeja TNOAUIMBaeTcss OJlaHK BHYTPEHHEH ONUCH JOKYMEHTOB, TJie
MIEPEUUCIISIIOTCS BUABI JOKYMEHTOB U CTPAHUIIBI, HA KOTOPBIX HAXOSATCS TOKYMEHTHI.

Bce nuctel nena, kpome OjaHKa JUCTOB BHYTPEHHEM ONMHMCH U JIUCTA 3aBEPUTEIHHOMN
HAJMKUCHU, HYMEpPYIOTCSI B pPa3BEpPHYTOM BHJI€ B MPABOM BEPXHEM YIJIy MPOCTHIM (YEpPHBIM)
KapaHjamom win tadynaropoMm. IlogmuTeie B €10 KOHBEPTHI TaK K€ HyMEpYIOTCs (CHadana
KOHBEPT, IOTOM I10 MOPSAJKY BCE BKIFOUEHHS).

3aBepuTebHAS HAINUCh COCTAaBIIAETCS TOJBKO HAa OTICIBHOM JIMCTE-3aBEpUTEINE 10
yYCTaHOBJIEHHON (opme. 3ampeniaercs BbIHOCUTh €€ Ha 000pOT MOCIEIHEro JOKyMEHTa WU
0o0noxky nena. OHa BKJIIOYAET CBEAEHUS O KOJIMYECTBEHHBIX IIapamMerpax Jejla U HX
0COOEHHOCTSX (JINTEPBI, IPOMYILIECHHbIE JIUCTHI, TUCTBI C 000POTOM, KOHBEPTHI).

BHyTpeHHsA onuCh COCTABIAETCA Ul JTMUHBIX JI€]1 U COAEPKUT CBEACHUS O MOPSAIKOBBIX
HOMEpax JOKYMEHTOB B HeH, MX HMHJEKcaX, Jarax, 3arojloBKax M HOMepax JIMCTOB Jeia, Ha
KOTOPBIX PACIIOJIOKEHBI 3TU TOKYMEHTBHI.

K BHyTpeHHel onucH cocTaBIIsieTCsl UTOTOBast 3alIUCh, B KOTOPOH yKa3biBaeTcs uudpamu u
IIPONMCHIO KOJIMYECTBO BKJIIOUEHHBIX B HEE JOKYMEHTOB U KOJHMYECTBO JIMCTOB BHYTpEHHEH
onucu. BHyTpeHHSAS ONKMCH MOJIMCHIBAETCS €€ COCTABUTENIEM C YKa3aHUEM JIOJDKHOCTU U JIaThl
COCTaBJICHUS.

IIpu u3MeHeHHnn cocTaBa JOKYMEHTOB Jiefia (M3bSATUH, BKIIOUEHUH JOKYMEHTOB, 3aMEHe
UX KONMSAMM) OHU oTpaxarorcs B rpade «IIpumedanue» co CHOCKOM Ha HOMepa BHYTpEHHEH
onucu. MoxeT ObITh COCTaBIIEHa U 0c00asi OMUCh ITUX U3MEHEHUH.

O0610xKa AcJia IO JIMYHOMY COCTaBy COACPKUT CICAYIOIINC PCKBU3UTHI:

o HaMMeHOBaHMe OpraHM3aunn, NOAYMHEHHOCTb, HAUMEHOBAHWE CTPYKTYPHOIO
nogpasgeneHus;

o WHAEKC Aena;

° apXxMBHbIM WKndp aena;

o 3arosIoBOK Aena;

° KpaliHue Oatel Aena;



. KO/IMYECTBO /INCTOB AeNa;
. CPOK XpaHeHus aena.
[Ipu >TOM HauMEHOBaHHWE OpraHU3ALMM YKA3bIBACTCS MOJHOCTHIO, B HMEHHUTEIILHOM

nmaacxke, ¢ yKa3aHucM IMOJIHOI'0O HAMMCHOBAHUA OPraHu3alvu, KOTOpOfI OHa HCNIOCPCACTBCHHO
INOAYMHCHA, TaK XK€ B HMMCHUTCIIBHOM IIaACXKCE. Ecmu cama opraHusanyst WJIW BbIICCTOAIIAA
opranusanusa UMCIOT 0(1)I/II_[I/IaJIBHO MMPUHATOC COKPAIICHNC HAMMCHOBAHUA, TO OHU YKAa3bIBAIOTCA B

CKOOKAaXx IOCJIE MMOJHOrO0 HAMMEHOBAHUS.

Kog roc, apxwea
Kop opraHvaaumm

& oh T
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L3N "D

{HAMMBHORAHHE APKHEHOND YupexaaHHA)

OQBLWECTRO ¢ OfPAHWHENHOR OTBETCTBEHHOCTEIO
TEXHOTKAHL TEKCTMINE"

By xranTepus
{HaumeHoBaHHe OPrann3aur B CTPYRTYPHOD MOg0aznenaHma)
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Haxsato 01.01.2000
OkoHqene  _31,12.2000
{Kpainme fatel)
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JInyHoe 1em0 npencTaBisieT co00i COBOKYITHOCTh JOKYMEHTOB, COIEPXKAIIUX CBEICHHS O
pabotHuke. Bce HOKyMEHTBI, OTHOCSIIMECS K JIMYHOMY JIelNy, IO Mepe TOCTYIUICHHS
MOJIIMBAIOTCA B MAIKY-CKOPOCIIUBATEIIb.

JInuHbIe 7e71a MOTYT 3aBOJUTHCS Ha BCEX pPAOOTHHKOB OPraHM3aLMH, OJHAKO, TJIaBHBIM
o0pa3oM, — Ha PyKOBOJAIINI COCTaB MW BEAYIIMX CIEIHATUCTOB. i1 OCTaIbHBIX paOOTHHKOB,
KaK MPaBHJIO, OTPAHUYMBAIOTCS 0(OPMIIEHUEM JIMYHOM KapToukH 1o opme Ne T-2.

B cocras JIM4HOrO A€1a BXOIAT CIEAYIOIUE JOKYMEHTBHI:

. BHYTPEHHAA ONMUCb AOKYMEHTOB, NOALWMUTbIX B IMYHOM Aene;

o pestome;

o aBTobuorpadus;

. aHKeTa WW JINYHbIN JIMCTOK NO YYETY KaZpos;

o KONUM AOKYMeHTOB 06 06pasoBaHuy;

. XapPaKTePUCTUKKU Ha PabOTHUKa;

o TPYAOBOW AOrOBOpP (MOMKET BXOAWUTb B COCTAB IMYHOIO Ae/1a UNN XPAaHUTLCA OTAE/NbHO);
o KONMUU NPUKa3oB O Ha3Ha4YeHUNn, nepemelleHnn, yBoJibHEHUHU;

D KOMNuA CBUAETENbCTBA O MOCTAHOBKE Ha YYET B HA/IOTOBOM OpraHe;

o KOMuA CTPaxoBOro CBMAETENbCTBA FOCYAapCTBEHHOIO NEHCMOHHOIO CTPaxXoBaHMS;

o OOMNOIHEHUA K aHKeTe UAN INYHOMY JIMCTKY NO YYeTy Kagpos;

o pa3/inyHbIe CNpPaBKK, OTHOCALWMECA K AaHHOMY PaboTHUKY (Kpome cnpaBoK C MecTa

KUTENbCTBA, O COCTOAHWUM 34,0POBbA U APYTMUX AOKYMEHTOB BTOPOCTENEHHOTO 3HaYeHUs, KOTopble
rpynnupytoTcs oTAENbHO).

[Ipn Hamuuum XapakTEPUCTHUKH C MPOIIJIOTr0 MecTa paboThl M PEKOMEHAATEIBHOTO
MHUCHhMa, MPEACTABICHHBIX MPH MOCTYIJICHUH Ha paboTy, OHHM TaKXKe MOIIMIMBAIOTCA B JIMYHOE
JeNio pabOTHHUKA.

JInunble nena pabOTHUKOB PErUCTPUPYIOTCS B CHELMATILHOM JKypHalle, XpaHsITcs B ceilde
Y BBIJAIOTCS] BO BPEMEHHOE MOJIb30BaHUE TOJIBKO OMPEIeIEHHBIM JIOJDKHOCTHBIM JIMLAM. 3alucu
Y U3MEHEHUS B JIMYHBIE JeJIa BHOCSTCS JTUIIaMH, OTBETCTBEHHBIMU 32 HX BEICHHUE.

JInuHble Nena yBOJEHHBIX MM YMEPIIMX paOOTHHUKOB JOJKHBI II€PEIaBaThCs B apXUB U
XpaHUThbCS 75 neT.

JlndHoe neno BKJIIOYAET JOKYMEHTHI, OTpaXKaloUIMe CBEACHHUS O pabOTHHKE U €ro
TPYIOBOM JIEATEIBLHOCTH, JIMOO O cTyeHTe U ero ooydeHuu B BY3e. Kak npaBuiio, 1u4Hoe naemno
dhopmMupyeTcsi B TEUCHHE JUIMTEIBHOTO TIEPHOJa BpeMEeHH (Bce BpeMs paboThl Witk yueOnl). OHu
BXOJIAT B COCTaB JOKYMEHTOB I10 JINUHOMY COCTaBYy.

B Hacrosimiee Bpemsi JM4YHBIE Jeia Ha pPaOOTHUKOB B 00s3aTeIbHOM MOpPSAKE B
cootrBeTcTBUU ¢ YkazoMm I[Ipesumenta PD ot 30.05.2005 Ne 609 nomkHBI OBITH 3aBEJCHBI B
rOCy/IapCTBEHHbIX (MYHMIIMIIAIbHBIX) opraHax Biactu. s apyrux cdep HeATENbHOCTH B
HOPMAaTUBHBIX IOKYMEHTaX HET YIIOMUHAHUs 00 005S3aHHOCTH BEJCHUSI TUYHBIX Jesl. DakTUYeCKu
JUIs OOJILIIMHCTBA OPraHU3aluii 3TO CTAHOBUTCS JI€JIOM JJOOPOBOJIBHBIM.

Tem He MeHee, MNpakTUKa TMOKa3bIBaeT, 4YTO (OPMHUPOBAHHE U CBOEBPEMEHHOE
KOMILJIEKTOBaHHE JIMYHOTO Jiela Ha pPaOOTHHKA MPUHOCUT MHOTO IMoJib3bl. [lockonbKy Bce
CBeZeHUsI O PabOTHHKE CKOHILIEHTPUPOBAHBI U YIOPSJAOYEHBI B €IMHOM MecTe (CIocOoOCTBYET
Ty4lied COXpaHHOCTH JOKYMEHTOB) U K HUM OOECIeYeH OIMEepaTUBHBIN JOCTYI (COCOOCTBYET
OBICTPOMY MOUCKY HH(OPMAIIMH TIO 3aPOCY).

CocTaB JOKYMEHTOB JTUYHOTO JieJia pabOTHHKA:

o 3anB/IeHME O NpMeme Ha paborTy;

o TPYAOBOE cornaweHune (KOHTPaKT), 40MNONHUTE/IbHbIE COTNALIEHNS;

o NNYHbIA IUCTOK MO YYeTy KaZpoB 1 A0NOSHEHWNE K HEMY;

o aHkKeta (aBTobMOrpadus);

o OOKYMeHTbl 06 o6pa3oBaHuK (Konuu);

o AOKYMEHTbI 06 yTBEPKAEHMUM B AO/IKHOCTM (KONMUU UAK BbIMMUCKK), B TOM YUC/IE 3TO

MOTYT 6bITb BbINUCKM M3 MPOTOKO/IOB yupeanuTenei, akLLMoHepoB, y4eHbIX COBETOB, AOKYMEHTbI
KOHKYPCHbIX KOMUCCUI, pe3yabTaTbl TECTUPOBAHUA;

o peKkomeHaaTeNbHble MMCbMa MU XapaKTEPUCTUKMY;

o AO/MKHOCTHbIE MHCTPYKUMK (pernameHTbl);



o aTTecTaumMoHHbIE JINCTbI, OT3bIBbI, NPeAcTaBAeHUs;

o nacnopTHble AaHHble, CBUAETENbCTBO 0 Bpake 1 T.4. (Konuu);

o 3aAB/IEHMA U NPUKa3bl (KOMMUK UK BbIMMUCKM) O MepeBoae Ha APYryIo AO0NKHOCTb,
npeacTaBAeHUA, CNPAaBKU-00EKTUBKY;

o OOKYMEHTbI O Harpa*kAeHMM, Ha/loKEeHUU B3bICKaHWUM (Konuu);

) cBeAEeHUA 0 0X04aX, UMYLLECTBE M CMPABKM NPOBEPKM NONHOTLI U AOCTOBEPHOCTH
AaHHbIX CBeAEHUN (N8 rocyaapCTBEHHON AW MYHULMNANbHOW CY»KObI);

) HeBOCTpebOoBaHHbIe AOKYMEHTbI (CBUAETENbCTBA, AUMNIOMbI, TPYAOBbIE KHUMKKA U T.1.);

) 3aAB/IEHMA U NPUKa3bl (KOMKUK UK BbIMUCKK) 06 YBOJIbHEHUU, NEPEBOAE U T.4,.;

o WHble OKYMEHTbI B C/ly4ae HeobXxo4MMOCTH, B YHaCTHOCTU AN1A rOCy4apCTBEHHOM

cnyx6bl — nogpobHee nocmoTpuTe YKas lNpesngeHTa PO.

@dopmMupoBaHuEe JIMYHBIX Jel pabOTHUKOB. PyKOBOJCTBYIOTCS XPOHOJOTHYECKUM
MIPUHIIUIIOM, T.€. JOKYMEHTHI B JINYHOE JIeJI0 pa0OTHHUKA MOMEIIAIOTCS 110 MEPEe UX MOSBICHMUSL.
[Tocne yBonbHEHMSI paOOTHUKA JIMYHOE JAEJIO CUMTAETCS 3aKOHYEHHBIM JIEIONPOU3BOJCTBOM U
rOTOBUTCS K nepeaaye B apxuB. [Ipu aToM fiena roccimyxaiux nepegatorcs B apxus nocie 10 et
XpaHEHUs B KaJpoBOM ciyx0e (HOpMaTHMBHOE TpeOOBaHUE, TIIOCKOJIbKY TIpU TEPEBOJIE
IPAKIAHCKOTO CIIY’KAILIETO B IPYroil TOCYyIapCTBEHHBIM OPIraH €ro JIMYHOE MECTO IepenaeTcs 1Mo
HOBOMY MeCTy palOOThl), OCTaJIbHBIX PAOOTHUKOB — JKENATENIbHO HE IMO3JHee 3-X JIeT Mocie
3aBEPIICHUS UX JEJIONPOU3BOJICTBOM.

BBuay BaXHOCTH JOKYMEHTOB, COCTABIISIIOIIMX JIMYHOE JEJI0, TpeOyeTcsl COCTaBISATh
BHYTPEHHIOIO OIHCH [0 ONPENEICHHON (opMe, ITPU 3TOM OHA BCEr/la HyMEpyeTcsl OTIACIbHO OT
OCTAJIBHBIX JIOKYMEHTOB JIEJIA.

BHYTPEHHAA OITHCDH
JIOKYMEHTOB eI Xp. Ne _ 05-15/110

Ne Himpenc Aata JAroNOBOK JOKYMENTS Hcuep Tpieyanne
AOKYyMONTA AOKYMeuTA Y TRCTOM Avia 'm
1 2 3 4 5 (3
! Hononriesiue K AUSHOMY AUCMKY NO ysomy !
xadpoe
2 19.03.2012 | Jlussied nUCmoK no ywemy kadpoe 2-3
3 19.03.2012 | Aemobuospadus -
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 npuese wa pabomy 12
Hroro NMOKYMEHTOB,
fumjpamn 3 opoaN e |
KOnmuuecreo MHCTOB BHYTpPeHHEH onucH
(amgpases w njazecwuo )
MHcnekTop Wupoxoea T.1O. llinpokosa

(mcooma) | pacen pposia auzain)

19.03.2012



[IpuBeneM npruMep BHYTPEHHEN OIMCH JI€J1a, COAEPIKALIETO TPUKA3HI 10 TMYHOMY COCTABY.

@

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

12.02.2011

Bo3Bpamasce k npaBuiaaM oQopMIICHUS JIMYHOTO JeJa, OTMETHM, YTO 3aT€M B IpoLecce
NOJArOTOBKM K apXWBHOMY XPAaHEHHMIO 3aBEPIICHHOTO JIMYHOTO Jiejla KOJWYECTBO JIMCTOB
BHYTPEHHEH OMUCH OTMEYAETCs B JIUCTE-3aBepUTENe (IIOCMOTpUTE 0Opaser).



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

E TOM HHCIE!

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

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

Ha xaxmoro corpymauka (GopMHpyeTcs CaMOCTOSATEIbHOE JHYHOe Jeno. Jlomyckaercs
3aTeM B MPOIECCEe TMOIATOTOBKM K apXMBHOMY XPaHEHHIO TPYNIHPOBATH JIMYHBIC JielNa B TaK
Ha3bIBa€MbIC HAPSIBI, T.€. MPOIIUTHh UX B 0OIIeM aene (0COOEHHO MPH HEOOBIIIOM KOJUYECTBE
00pa3ylomuxcs JIMYHBIX JIeNl B TOa). B 3TOM ciy4ae BO BHYTPEHHEH ONUCH JOKYMEHTOB Jieia
JOJDKHA CONepkKaTrbess MHAOpPMAIMIO C TIEpeYHEM BKIIOYEHHBIX B HUX JWMYHBIX Aen (OO
pabOTHMUKOB W HOMEpa JHCTOB KaXJOTO Jeia, 4YTOObl OOJErduTh €ro HCIOJIh30BAaHHUE B
JabHEHIIIEM).

Ho Bce-Taku 3aTeM He 04YeHBb OyeT yI00HO MCIIOJIb30BaTh TaKkoe «ooIee» ieno. [loatomy
esecoodpa3Hee MPONIMBATh Jefla KaK CaMOCTOSITEbHbBIC eMUHHIIBI XpaHeHus. Ho Ha kakioro
IPaXKJIAHCKOTO CITYXAIETro JOJDKHO OBITh 3aBEJCHO TOJBKO OTICIBHOE Je0 (3TO HOPMAaTUBHOE
TpeboBaHue).

Odopmitenue muuHoro nena. B nponecce oopmienus cinemyromas nHbopManus 10JDKHA
B 00513aTEILHOM TIOPS/IKE OBITh OTpayKeHa Ha 00JI0XKKE JTMYHOTO jeia (0O0paser MpUBOIUTCS 110
CCBLIIKE):

o 3aroJ1I0BKOM JIMHHOIO Aena 6yp,eT YKa3aHue d)aMVI}'IMM, MMEHU N OTYECTBA KOHKPETHOro
pa6OTHVIKa B UMEHUTE/IbHOM NadeXxXe;
o B AOKYMEHTax gesnia MOoryT 6bITb BapnaHTbl HanNnCaHUA d)aMM/'IMM, MMEHN NN OTHECTBA

paboTHWKaA. B 3TOM cnyyae OHW [OMKHbI 6bITb 3aPUKCUPOBaAHbI B 3aro/I0BKe IMYHOTO Aena (06bi4HO B
CKobKax). Hanpumep:

Axmeposa Avicny Hacumosna (Anna Hukonaesna)

Cyxopyuko (Kanununa) Bepa Onezosna

. B clydae dopmupoBaHuA B OBLIEM Aene B HAaMMEHOBaHMe 3aro/ioBka AobasnstoTca
BYKBbI, C KOTOPbIX HAYMHAIOTCA GaMUAUKU PAaBOTHUKOB, UbM JIMUHbIE AENA BKAOYEHbI B AaHHbINA TOM:

Jluunwie dena compyonuxos, yeonennvix ¢ 2013 200y, «A»-«Hy

To owce, «Iln-« »

. COrNacHO HOPMATWMBHbLIM aKTaM KpalHWe AaTbl CieAyeT MPOCTaBAATb TAaKUE Ke KaK B
NPUKasax O MOCTYM/IEHWUM W YBOJbHEHUM C PaboTbl, B HEKOTOPbIX OpraHW3auuax KpanHue AaTbl
onpeaenstoT COrAacHO AaTamM MOCTYM/IEHNUA U YBOSbHEHWA € paboTbl (NOCNEAHWI BapMaHT BCe-Taku He
COBCEM NPaBUbHbIA);

. B /IMYHOM Aene MOryT 6biTb JOKYMEHTbI, AaTUpyemble 6onee paHHel 4aToi, Yem faTta
npu1Kasa o npuveme Ha paboTy (Tem HE MeHee, 3TO He NPUHWMAETCA BO BHWMaHWE NpW onpeAeneHum
KpalHUX AaT IMYHOTO Aena paboTHUKA);



o CPOK XpaHeHuA Nu4HbIX gen pabotHukoB — 75 net 3IMK, pykosBoguTeneir — Boobue
NOCTOAHHO COr/lacHo cT. 656 Tunosoro nepeyHs — 2010 roaa (Npu odopmneHnn aena Ana apxMBHOIo
XpaHeHnA HomMmep CTaTbM He MNepeHOCUTCA Ha O6J'IO)-KKy, YKa3blBalOT TOJ/IbKO CPOK XpaHeHWUA JINYHOrOo
[,eNa), OH He 3aBUCUT OT BO3pacTa PaboTHMKA U HAYMHAET OTCYUTLIBATLCA C MOMEHTA ero YBO/IbHEHUS;

. BaXKHO 3aUKCMPOBATL KOIMYECTBO ICTOB AENa.

Wrtak, mepednciieHbl OCHOBHBIE BKIJIIOYA€MbI€ JIOKYMEHTHI B COCTaB JIMYHOTO JIETa,
paccMOTpeHbl HamboJiee BaKHbIC TPeOOBaHUS K (DOPMHPOBAHHIO, XPAHCHHIO JMYHOTO Jelia
paboTHUKA U 0(POPMIIEHUIO OOJIOKKH.

IIpuka3pl M0 JUYHOMY COCTABY IPYNIHUPYIOTCH B OTJAeJbHOE 1€eJ10, P 3TOM HUMEIOT
CBOIO COOCTBEHHYIO HyMEpaIuio (OTIMYHYIO OT MPUKA30B 110 OCHOBHOM JESITEILHOCTH). BHYTpH
JeNa TIOKYMEHTBI CUCTEMATU3UPYIOTCS TIO XPOHOJIOTUU UX CO3IaHUSI.

Hekotopeie Buabl TpHKA30B 1O JHYHOMY COCTaBy NPHHATO H3JaBaTh  IIO
yHupunmrpoBanHou Gopme. B 3ToM cinyyae HE0OX0AMMO MPOCTO 3aMOJTHUTH COOTBETCTBYIOIINE
rpadgel. OcTanbHBIE COCTABISIIOTCA B CBOOOMHOW (dopme, B TO XK€ BpeMs HEOOXOAUMO
MPUICPKUBATBCS  OMpEAENeHHbIX TpeOoBaHmil. B ciydae cocraBieHHss Mpukasza 10
HEeYHU(UIIUPOBAHHOHN (hopMe MIPUMEHSIOT TE K€ PEKOMEHIAIIUU, UTO U JIsl COCTaBJICHUS TIPUKa3a
10 OCHOBHOM JI€SITEIBHOCTH.

dopMHpoOBaHUE MPUKA30B M0 JUIHOMY COCTaBy. [IpHKa3bl M0 TUIHOMY COCTaBY CIEIyeT
TPYNIUPOBATH B Jiejla HA OCHOBAaHUHU CPOKOB X XpaHEHUs, IIPU ATOM HE JOIMYCKAETCs MOMEIIATh
BMecCTe (B OJIHO JIEJI0) JTOKYMEHTHI JIOJITOBpEeMEHHOro XpaHeHus (T.e. > 10 yeT) m BpeMeHHBIX
cpokoB < 10 netr. Hanpumep, npukassl 0 mpreMe, yBOJIBHEHUH U JIp. CO CPOKOM XpaHEeHus 75 neT
JIOJDKHBI OBITh TIOMEIIEHBI OTJEIHHO OT MPHUKA30B 00 €XKEroJHBIX OTIYCKaX, KOMaHAMPOBKAX,
KOTOPBIE XpaHATCS 5 JeT.

[Ipu 3TOM mpuKa3bl ¢ OJMHAKOBBIM CPOKOM XpaHEHHS JOMYCKAeTcs Ui 0OJeryeHus: ux
MoMCKa B JalibHEWImeM (0COOCHHO TIpH OOJIBIIIOM JOKYMEHTOOOOPOTE) JOMOJHUTEIHHO
MOJApa3JeNaTh Ha OTAeNbHble nena. Hampumep, mpukassl 00 €XKEroJHbIX OTIYCKaX MOTYT
COCTaBJISITh CAMOCTOSITENIBHOE JI€JI0, O KOMaHAMPOBKAX — JPYroe, XOTsS BCE OHU HMMEIOT
MATWIETHANA CPOK XPAaHEHUS.

Xouy elie pa3 HallOMHUTh, YTO Ka)KJ0€ CAMOCTOSATEIHHOE JIEN0 JOJKHO OBITh BHECEHO B
HOMEHKJIaTypy AeJl OpraHu3aluu.

[Ipy Hanmuuuu NPUIIOKEHUS K MpHUKa3zy OHU (OPMHUPYIOTCS BMECTe — CHayaja MpHUKas,
3aTeM IPUIIOKEHHE.

B 10 ke Bpems OCHOBaHHUs K IIPUKA3aM [0 JINYHOMY COCTaBY IOMEIIAKOTCSA OTAEIBHO OT
HUX. B KkauecTBe OCHOBaHHUs K MPUKa3aM MOT'YT BBICTYIATh:

1. NIVYHble 33aABNeHMA PabOTHUKOB,

[OKNafHbIE U CNy>KeBHbIE 3aMUCKK,
npeAcTaBieHNS,

aKThl,

cnyxebHble NUCbMa APYrMX OpraHu3aLuii,
. KOMUW IMYHBIX OKYMEHTOB U Ap.

Kak mpaBuiio, ecinu B TEKyIEM JEI0MPOU3BOJCTBE COBMECTHO (POPMHUPOBAIIU MPUKA3HI U
OCHOBaHUSl K HHUM, TO B IMpOIECCe MOATOTOBKM [UIsi apXMBHOTO XpAHEHUs Takue Jesa
nepeOopMUPOBBIBAIOT I UX pazaencHus. OCHOBaHUS K PUKa3aM CO CPOKOM XpaHEHUs 75 JeT
(Hampumep, 3asBieHHE paOOTHHKA O TpHEME, MEPEeMENEHUH U T.J.) OOBIYHO BXOIST B
COOTBETCTBYIOIIIEE JIMYHOE JIENI0 paOOTHHUKA.

OcHoBaHMsI XK€ K TPHUKA30M C HEOOJBIIUMH CPOKaMU XpaHEHHUs (Hampumep, 5 jer)
JoTycKaeTcsi JOPMUPOBATH OTAEIHHO OT HUX, JUTSl Y4ETO B HOMEHKJIATYpe MOKHO IPETyCMOTPETh
JIeNI0 C TMPUMEPHBIM 3aroJioBKOM: «J/lOKyMeHTBI, HE BOILIEAIINE B COCTaB JHMYHBIX Jen (U
00s3aTeNFHO MEePEUUCIISIIOT B CKOOKaX OCHOBHBIC UX PA3HOBUIHOCTH)Y.

[Ipu hopmupoBanuu 1em1 HEOOXOAUMO MPOBEPATH MPABUIBHOCTH O(OpMIICHHUS: HATHYNe
MOANKCH, BU3, JaThl M HoOMepa mpukaza. HemoodopmieHHbIe TpHKa3bl HE JOMYCKAETCS
MOJIIUBATh B Aea.

B Tekymem nenompou3BOACTBE OOJNOXKKA JAela ¢ MPUKa3aMH IO JTUYHOMY COCTaBY
odopmIIsieTcss aHAIOTUYHO TPUBEIEHHOMY 00pasily (CM. MO CChUIKE, YTOOBI B TOW CTaThe HE
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MOBTOPATHCS). 371€Ch YMECTHO OyHeT MpOCTO yKa3aTb HEKOTOPHIE MPUMEPHI 3arojiOBKOB:
«IIpukazer nupexkropa OOO «KonbacHuk» 1o JUYHOMY cOCTaBy (HpHUEM, MepeMelieHue,
yBoJibHeHuE)» win «lIpukassl Ne 1-42 pykoBoanTeNs 0 IPEMUPOBAHUN COTPYIHUKOBY.

XpaHeHHe IPUKA30B 10 JUYHOMY cocTaBy. [l onpeneneHuss CpOKOB XpaHEHUs IPUKA30B
MOJB3YIOTCA JCUCTBYIOIIMM THIOBBIM IepeyHeM JIOKymMeHTOB. Ha ceromssmHuii J1eHb
MOCJIETHUI THUIIOBOM nepeueHs coctanieH B 2010 rony.

OO6pariaeM BHUMaHueE Ha cTaThio 19 0 1 npuMeyanue 2 K Hell yKa3aHHOTO BbIIIE TUIIOBOTO
IIepEeYHs — JIIs ONpEeeNICHUS] XPaHEHUs Pa3IM4YHbIX KAaTErOpU MPUKA30B M0 JITYHOMY COCTaBY; Ha
cTaTbio 665 — OCHOBaHMS K MpUKa3aM, HE BOILEIINE B JIMYHOE JIEJI0, XPAHAT 5 JIeT.

Kak BuauM, HEKOTOpbIE MPHUKA3bl M0 JUYHOMY COCTaBY MOIYT XpaHUTbCA S5 jer: o0
OuYepe/IHbIX U YUeOHBIX OTIIyCKaX, O JEKYpPCTBAX, B3bICKAHUAX, KPATKOCPOUHBIX KOMaH/IUPOBKaX.

3HauuTeNbHAS YaCTh MPUKA30B UMEIOT JUINTEIbHBIHN (75 JI€T) CPOK XpaHEHUs, B TOM UHUCIIE
O JIOJITOCPOYHBIX KOMaHJIUPOBKax, 00 M3MEHEHUHU (haMUiINK, 00 UCIOJHEHUU O00s3aHHOCTEH, O
MOOUIPEHNH, HarpakJeHUH, MOBBIIIEHUH KBalIM(UKALMM, arTecTaluu, o0 oTmyckax O0e3
CoJIep’KaHus U T.[.

Taxxe nns omnpeneneHUs CPOKOB MOKHO HCIOJIb30BaTh BEJIOMCTBEHHBIE MEPEYHU
JOKYMEHTOB, €CJIM OHHU COCTaBJIEHbI JUIsl OpraHu3aluu Bamield cdepbl nesTenbHocTH. OHu
Han0oJIee TIOJTHO OTPAXKAIOT MHOT000pa3re 00pa3yIoIUXCsl TOKYMEHTOB OpraHU3alliH, IOATOMY
IIpY HAJTMYUU TAaKOBBIX MMEHHO UX CIIEIYeT UCIOJIb30BaTh B MEPBYIO OUYEPEb AJISI MPOBEACHUS
9KCHEPTU3BI IEHHOCTH JOKYMEHTOB.

JlonroBpeMeHHOT0 XpaHeHUs IPUKa3bl 10 TMYHOMY cocTaBy (75 ser) TpedyeTcs nepenaTh
B apXUB OpraHu3anuu (1Mo cchUIKe MpHUBeAeHa HHPOpMalus, KaK 3TO cleNaTh NpaBuibHO). OHU
BKJIIOUAIOTCS B OMHCH JEN IO JMYHOMY cocTaBy. Ha ocranbHble mpHKa3bl MOCIE HUCTEUEHUs
CPOKOB HMX XPaHEHHMsS MOXKHO COCTaBUTh IO YCTAaHOBJIEHHOW (opMe akT 00 YHUYTOXKEHUU
JTOKyMEHTOB (oOpasell Mo CcChbUIKE TpHuBEAcH). J[oKyMeHThI B OpraHu3alud, Kak IPaBUIIoO,
YHUUTOXAIOTCA LIEHTPAIM30BaHHO, MO3TOMY HMX BKIIOYAlOT B CBOJHBIM akKT C JAPYrMMHU
JIOKYMEHTaMH BCEX MOApa3AeICHNUN OpraHu3aliH.

PA3JE/J 3. OIIMCAHHME, IOUCK MU HCIOJIb30OBAHUE APXHBOB IIO
JINYHOMY COCTABY

Tema 1. Hayuno-cnpaeounslii annapam K apxueéam no auunomy cocmagy. Onucw oen no
JUYHOMY cOCMAgy

CocraBiieHUe ONHUCH [1eJI JOKYMEHTOB 110 JTUYHOMY COCTaBY

OCHOBHBIM apXUBHBIM CIIPABOYHUKOM JOKYMEHTOB II0 JIMYHOMY COCTaBY BBICTYIAeT
apxuBHas onuck. JJokymeHnTtsl o JIC popMupyroTcs B OTAEIBHYIO TPYIITY, CUCTEMaTU3UPYIOTCS
000CO0JIEHHO ¥ BKJIFOYAIOTCS B CAMOCTOSTEIbHYIO OTIHCh.

Onuce ges 1Mo JMYHOMY COCTABY — YYETHBIN JOKYMEHT, KOTOPBIA COICPKUT NIEPEUECHD
JOKYMEHTOB JI€JI TI0 JMYHOMY COCTaBY C YKa3aHMEM MHJIEKCOB, HA3BaHUM JOKYMEHTOB U Ap. OHa
COCTaBIISIETCS B TPEX SK3EMIUIIpax corjacHo ¢opme, ycraHoBiaeHHOU [IpaBunamu opranuzanuu
XpaHEHMs, KOMIUIEKTOBAaHMS, y4€Ta U UCIOJb30BaHUSA JOKYMEHTOB apXuBHOTO (oHIa
poccuiickoit deaepalu U APYyrux apXUBHBIX TOKYMEHTOB B TOCYJapCTBEHHBIX OPraHax, OpraHax
MECTHOTO caMOyTpaBieHus U oprauuzanusax» ot 07.09.2015 r. Ona BkitovaeT B ceOsl:

o HaMMeHOBaHMe opraHM3aumm
° Homep PpoHAa

o NopAAKOBbI HOMeEpP

o WHAEKC Aena (NPu HaiMuMnM HOMEHKNaTypbl Aen)
o 3aro/s0BOK gena

o AaTa aena

o 4YMUCNO NINCTOB B Aene

o npumevaHue (ecnm ectb)

Onuck JAOKYMCHTOB MOIKET OBITh COCTaBJICHA II0 XPOHOJIOTUYCCKOMY HJIU CTPYKTYPHOMY
MIPpUHOHITY, KOTOPBIC OOBIYHO COYETAIOT B OJIHOM OIIMCH: B KaXKIOM XpOHOJIOFH‘-ICCKOﬁ rpymme
ACJia pacupCACIAOTCA B COOTBCTCTBUU CO CTPYKTYPHBIM NOAPA3ACICHUCM. IToMmumo 9TOIO0,



CYHICCTBYCT HOMMHAIIbHBIN MMPpUHIUII, COTJIACHO KOTOPOMY 3aroJIOBKU A€ B OIIHMCH HAYT B
CHGI[YIOHICFI OCJIICA0OBATCIIbHOCTH

1. npuKasbl (pacnopaxeHuns) No IMYHOMY COCTaBY;

2. CMUCKM INYHOTO COCTaBa;

3. NINYHbIE pena;

4, KapTO4YKM NO y4YeTy IMYHOrO COCTaBa;

5. TPyZAOBble A0rOBOpPbI (CornaweHus);

6. iMLeBble cyeTa paboumx 1 caysKalimx no 3apaboTHoM naaTe (pacyeTHble BeAOMOCTHU No
3apnnare);

7. HeBOCTpebOoBaHHbIE IMYHbIE NOAJNHHbIE AOKYMEHTbI YBOJIEHHbIX PabOTHMKOB (Npu
OTCYTCTBUM OTAE/bHOMN onuncu);

8. AKTbl O HECYACTHbIX C/IyYanX.

VYka3aHHble BHUJBl JOKYMEHTOB, 0Opa3yloIIUXCsl B OpraHuanusx B OOJbIIMX 00beMax,
MOT'YT BBIICTISITECS B CAMOCTOSITEIILHBIEC Pa3IeIibl OMUCH, TINO0 B OT/IEIbHBIC OMTUCH. JIMUHbIE Nena,
JUYHBIE KPATOYKU, TPYJOBBIE IOTOBOPHI MOMEIIAIOTCS B OMUCH TI0 TOAY YBOJbHEHHS paOOTHHUKA.

[IpaBuna 3amojgHEHUs OMHUCH JeN MO JUYHOMY cocTaBy. HanmeHoBaHHME OpraHu3aluu.
Heo6xomumo ykaszaTh TO HaMEHOBaHWE KOMIIAHMHM, KOTOPOE OHA HOCHJIA BO BPEMSI CO3AHHS
JTOKyMEHTOB. B Tom ciydae eciu opraHu3aiyisi HECKOJIBKO pa3 CMEHIJIA HaUMEHOBAaHWE B
yYKa3aHHBIN TIEPHUO/I, TO HY>)KHO OCTaBUTH TMOCJIEIHEE Ha3BaHUE.

®onxg  Ne. Jlns opraHuzanmii, SBISIONIMXCS HUCTOYHUKAMH  KOMIUIEKTOBAHHS
roCyJIapCTBEHHOTO WJIM MYHUIIUITAILHOTO apXuBa, HOMEP (HOH/Ia MPUCBAUBAIOT STH apXUBHIL. Eciu
OpraHu3aIlMi HE SBJISIIOTCS WCTOYHHKAMHU  KOTIMJICKTOBAaHUS TOCYJapCTBEHHOTO  WJIU
MYHUITMIIAILHOTO apXrBa, TO HOMep (PoHa MprCBaUBaeT caMa Opranu3ais. B Tom ciydae ecnu
B OpraHU3alMKM XPAHUTCS TOJBKO OJWH apXWBHBIN (HOHI, TO 3Ta rpada He 3amonHseTcs. Eciam
HECKOJIbKO  apXWBHBIX  ()OHIOB, HampuMep, JOKYMEHTHI  MPEIIICCTBEHHUKOB  WJIU
MTOJIBEJIOMCTBEHHBIX OpTraHU3aIii, TO KK/l (GOHI UMEET CBOM HOMEP COTJIACHO MOCTYIUICHUIO
€ro B apXHuB.

[TopsnkoBeiit HoMep. Kaxkgoe neino BHOCUTCS B ONKCH MO OMPEACTICHHBIM MOPSIAKOBBIM
HOMEpPOM, KOTOPBIM SIBJISICTCS YHHKaJbHBIM. ECIM 110 COCTOUT M3 HECKOJIBKMX TOMOB, TO
KaKJIbIH JOJDKEH OBITh BHECEH B OIUCH IO CAMOCTOSITEILHBIM HOMEPOM.

Nunexc nena. HyxHO yka3aThb HWHJIEKC Jeia COIVIacHO HOMeHkiatype nen. Ilpu
OTCYTCTBUHM HOMEHKJIATYPHI, I'pady HEOOXOIUMMO OCTaBUTh IyCTOM.

3aroJIoBoK jiena. 3aroJIOBOK BHOCHUTCS B OIIMCh B TOUHOM COOTBETCTBHH C 3aroJIOBKOM,
KOTOPBIA HAaXOJMUTCS Ha OOJIOkKKe nena. Hukakue pacxokaeHusi He gomyckarorcs. s gen ¢
OJMHAKOBBIMHU 3arojOBKaMU CYIIECTBYET CICAYIOIIMH MOPSAIOK: MOJHOCTbIO MPOIHCHIBAECTCS
HaMMEHOBaHHUE TOJIBKO IIEPBOTO JIeJIa, @ BCE OCTAIbHBIE 0003HaUYaroTCs ciioBaMu «To xKey.

Kpaitnue natel. B nanHo#i rpade ykaspIBaroTCsl KpailHUE JaThl AeTl.

Yucno nmucroB B aene. HeoOxoaumo mporucath KOJMYECTBO JUCTOB, OTHOCSIIUXCS K
neny. OHU IEPEHOCATCS C 0OJI0KKH JieTIa.

[Ipumeuanue. B mnpumedanun B ciaydae HEOOXOJUMOCTH JETAIOTCS TOMETKU 00
0COOCHHOCTSX (PU3MUECKOTO COCTOSHUS IOKYMEHTOB, BEIOBITHH JIEN U Jp.

Hrorosas 3anucek. B koHIIEe onucHu mocie NocaeaHe cTaTbu CIeAyeT NTOrOBas 3aluCh, B
KOTOpOil udpamMu U MPOMHCHIO YKA3bIBAETCS KOTUYECTBO JIeN, IEPBHIN U IOCTIEAHUN HOMepa Jel
corjacHo onucu. KpoMe Toro, J0mKHBI OBITH OTOBOPEHBI 0COOEHHOCTH HyMEpaIliH JIe B OIHCH,
HalpuMep, HAJIMYKe JTUTEPHBIX U MPOMYIIEHHBIX HOMEPOB.

OOpatuTe BHHMMaHUE, YTO HyMepalus HAET OT IMEepBOr0 JOKYMEHTa, Ha MpuMepe
HAYMHAETCS C MHOTOTOYMS; MHACKC Jiena OepeTcss U3 HOMEHKIIATYPhl el OpraHu3aIlii Ha TOT
roJi, €CM KpalHUMHU JTaTaMU SBJISIFOTCSI HAYaJIo TOJia M €ro KOHEll, TO AOMYCTUMO YKa3aTh OJHUM
gucioM — 2009; KOTUYeCTBO JIMCTOB B JeNie HE MOJDKHO MpeBbiaTh 250, mpu HE0OX0IUMOCTH
JieJia TOMUPYIOTCS; €CIIU JIUTEPHBIE U MPOIMYIIEHHbIE HOMEpa OTCYTCTBYIOT, TO MHUIIETCS CIOBO
«HeT». BepHas XpOHOJOTMsA TPOCTaBIEHUsSI AAaT B JOKYMEHTE: |.MHCHEKTOp Mo Kajapam, 2.
HavyanbHUK oTAena, 3. mpotokoi JK, 4. mpotokon DIIK, 5. yrBepkaeHne TUPEKTOPOM.



Poxecaunay (340 «Pozenuran)

YTBEPHAAKD

Poxan Aupexrop 340 «lPovecauxan
Dona Ne Coxonob P.B. Cokoron
OIMUCHh Na 050k/2009 30.01.2010
ae N0 JAMYHOMY COCTaBY
3a 2009  roa

Oraea xaapos

Ne | Mnnexc ? : Kpaiiime | Kommectno
| s 3aron0oBoK aena P SR [puseuanne

1 2 3 4 5 6

B nammwii pasaen omic srneceno

(S (rstminaaam)

(e pasns i HPOINKCLIO)

ea. Xp.,

cNe 05./ no Ne 05-15 B TOM WHCIC:
TNTEPHBIC HOMEpa:

MPONYUICHHBIC HOMEpa:

MucnexTop no kaapam /(/u 1toba 10.H. Kpyerosa

Hawanenux ovaena xaapos

28.01.2010

(“, (.--m\l.
25012000
COIVIACOBAHO COI'JIACOBAHO
[Tpotokon DK oprannzaumn [Mporoxoa DMK (rassanue
ot 25.01.2010 Ne ; APXHBHOTO YUPCAKICHHA)
or 27.01.2010  XNa /5

Baxno: cornacHo IIpaBUJIaM pa6OTI>I ApXMUBOB Pa3pC€lI€HO BHOCUTHL U3MCHECHHUA B OIIMCH
3aroJOBKOB €I, O6H3.py>KCHHLIX JOIIOJTHHUTCIIbHO. Hx HY>XHO BKJIFOYAaTh B OIMUCH JOKYMCHTOB I10
JAYHOMY COCTaBy IIOA JMTEPHbBIMU HOMEpPaMHU B COOTBETCTBUU C HpPIHHTOfI cxeMoi
CUCTEMATHU3alluX UJIN B KOHEI I'OJ0OBOT'O pascia.

OCOoOEHHOCTh OIHCAHUS JJIC — HaJIM4YHUC B OIMMCaTeIIbHON CTaThe CAUHUIBI XPAHCHUSA
QJICMCHTA «CpOK XpaHCHHA», B KOTOPOM 0003HauaeTcs CPOK XpaHCHHA, OTHOCHMHﬁCH TOJIBKO K
AaHHbIM JOKYMCHTAaM.

Z[OHYCTI/IMO YTOOBI B OMNHCHU 10 JINYHOMY COCTaBYy ACJIa pacCIojiararorcss B CJICAYIOIICM

MOpsAKE:
. KHWra yyeTa coTpyAHWNKOB (ecin OHa BeaeTca);
o npwuKasbl No n/c;
o NNYHbIE fieNa AW INYHbIE KapTOUKMK;
. NuLeBble cyeTa no 3apaboTHol naate;

. HeBOCTpe6OBaHHbIe TPpyAoBble KHUXKHWN.



B KoHIIe Ka)KI0H OMUCH YKa3bIBAeTCs IU(PpaMH U IPOMHUCHIO KOJTMYECTBO BKITIOUCHHBIX B
Hee aen. Kaxoe 1eno B onucH noaydaer cBOH MOPSAAKOBBIN (apXUBHBIN HOMEpP, KOTOPBIN 3aTeM
MPOCTABJISIETCS HA 00JIO’KKE COOTBETCTBYIOIIETO JeTa.

[Ipn onmcaHuM eAMHULBI XPAaHEHUS JJIC OHM MOTYT aHHOTHPOBATHCS, €CIM HMEIOT
3HAUEHUE /7Sl UCTIOJIHEHUS COLIMATIbHO-TIPABOBBIX, FEHEAIOTUYECKUX U JPYTUX 3alPOCOB.

l'omoBo#t pazpen cBOAHOW omucu Aenl Mo Jic (Kaapam), MOAJEKAIIMX Iepenade Ha
IIOCTOSIHHOE XpaHEHHWe, Iedyaraercss B 3-X JK3eMIUIipax. JIOKyMEHT MOANMCHIBAET €ro
COCTaBUTENb U 3aBEPSET PYKOBOAUTEIb KAJPOBOTO OpraHa MpEeANpUsTUs. 3aTeM OH 3aBepsieTcs
OK npennpusarus, cornacoBbiBaercsi ¢ OIIK cooTBETCTBYIOIEro apXMBHOTO YUPEXKIACHUS U
YTBEPKIAETCSA PYKOBOJUTENIEM IIPEIIPUSITUS.

Tema 2. Hcnonv3oeanue apxueog no TUYHOMY COCIAgy

[Topsinox Mcnoab30BaHUS apXUBHBIX TOKYMEHTOB, B TOM YMCJIE U [0 JJUYHOMY COCTaBY,
yctaHaBnuBaercss deepanbHON apXuBHOM ciryk00it Poccun B cootBercTBUu ¢ KoHCcTHTYIIMEH
Poccuiickoit ®enepaunu 1 ApyruMu QenepanbHbBIMU 3aKOHAaMU U HOPMAaTUBHBIMU MPaBOBBIMU
aktamu Poccuiickoit denepariuu, OTHOCAIIUMHUCS K HH(MOPMAITUH.

OCHOBHBIMU IPUHIUIIAMHU HCIIOJIb30BAHUS TIOKYMEHTOB IO JUYHOMY COCTaBY SIBJISIFOTCS
3aKOHHOCTh €€ IIOMCKa, IOJY4eHMs W ucnosib3oBaHus. Psamom crarer Koncrurynum PO
rapaHTUPOBAHO MPABO Ipak/iaH Kak Ha HHPOPMAIHIO, TaK U Ha JTUYHYI0, ceMeiiHy1o TaiiHy. Tak, B
cooTBeTcTBUU €O cT. 24 Konctutymnuu P® «cbop, XpaneHue, UCIOIb30BaHUE U PACIIPOCTPAHEHUE
nHpOpManuu O YaCTHOW >KM3HM JHIa Oe3 ero corjacus He jomyckaercs. Oprassl
rocy/lapCTBEHHOM BJIACTU M OPTaHbl MECTHOTO CaMOYIIPaBJICHHUS, X JOHKHOCTHBIE JIUIA 00s3aHbI
o0ecreunTh KakJI0OMy BO3MOXKHOCTh O3HAKOMJIEHHS € JOKYMEHTaMH M MarepHajlamu,
HEMOCPEJCTBEHHO 3aTparvBaloOIlMMU €ro IMpaBa M CBOOOJbI, €CIM MHOE HE MPEeTyCMOTPEHO
3akoHOM». Crtatbs 29 Koncturymuu P® mpemocTaBiseT KaxAoOMy MpaBO CBOOOJHO HCKATh,
[0JIy4aTh, MEpeaaBaTh, MPOU3BOIUTH M PACIPOCTPAHATh HH(DOPMALUIO JHOOBIM 3aKOHHBIM
CHOCOO0OM.

PaccmoTpyM NOpsAAOK MCIOIB30BaHUSA JTOKYMEHTOB 110 JITYHOMY COCTaBY, HAXOSAIIMXCS
Ha XpaHCHWH B apXUBE OpPraHU3aluu.

o 3anmpocam rpakaaH U OpraHU3alui apXUB 110 JOKYMEHTaM BBISBIISICT 3alIPAIlINBACMYIO
UMHU HH(pOpPMALKIO, MOATOTABIMBAET U IPEIOCTABISIET COOTBETCTBYIOIIME HH(OPMALMOHHBIE
JOKYMEHTBl. ApXUB OpPraHHU3YyeT IIPUEM U PACCMOTPEHME 3aIIPOCOB IPaKJaH B YCTAHOBJICHHOM
3aKOHOJATEIbCTBE MOPSIJIKE.

3anpoc COLMAIBHO-TIPABOBOTO XapakTepa — 3TO 3alpoC KOHKPETHOIO JIMLA WIH
OpraHu3aliM, CBsI3aHHbIN ¢ 0OeclieueHueM IIpaB U 3aKOHHBIX MHTepecoB rpaxkaaH. K 3ampocam
COLIMAJIBHO-IIPABOBOI0 XapaKTepa OTHOCATCS 3alpOChl O NMOATBEPKACHUU TPYAOBOIO CTaXka U
pa3mepax 3apabOTHOMN IUIaThl, HArPAXKJICHUM, IPUCBOEHUM 3BAaHHM, MOJy4eHUsT 00pa3oBaHUs U
T.IL

WNudopmanus coluaibHO-IIPABOBOTO XapakTepa MO 3alpocaM IpaxaaH U OpraHu3aiui
BbI/1aeTCs B (popMe apXUBHOM CIIPABKH, ApXUBHOM KOIIMU U apXUBHOM BBIITUCKHU.

ApxHBHas clpaBKa — JOKYMEHT, COJepXKallluil apXuBHYIO MH(YOpPMALHUIO O IpeaMeTe
3a1poca, C yKka3aHUeM IOMCKOBBIX JaHHBIX IOKYMEHTOB, HA OCHOBaHUH KOTOPBIX OHA COCTaBJICHA.



Mpunoxenue |

Mpumep opopmneHns apXHBHON CNPaBK
OTKPBLITOE AKUMOHEPHOE IW. Cepreesy
OBLUECTBO yn. Nokposckan, a. 17, k8. 6
“PYCCKUA NEC” r. Hosocubupck, 630082
ApXWUBHAR CNpasKa
30.07.05 N2 05-16/10
r. Mocksa

B ROKyMeHTaX ApPXMBHOTO GOHAA OTKPHITOrO AKUNOHEPHOro o0WecTsa “Pycckun nec” 8 pacueTHbix
NUCTKAX NO HAYUCACHMIO 3aPadOTHON NNaThl pabouMM M CRYXAWKM 33 NepHoA ¢ AHBapA 1995 . no
despans 2000 r. meOTCA CBeienna O pabore Cepreesa Eropa (Tak 8 foxymenTax) MBaHoBHYa B AONK-
HOCTH MHAXEHEPA OTAENA TEXHUUECKOTO KOHTPONA,

OcHosanue: on. 2 /¢, A. 123, 0. 17; 4. 131, 0. 15; 2. 139, 0. 18; 0. 142,10, 17; 0. 149, 0. 15.

fexnepansHbin aupexTop obwecTea Ml% OH. Wyxos

bedosa Huwa Mempoewna
229-07-15
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WeRPATMNOS AFCHICTRO 180 ODPAIOKIHING
DEIEPAILIOS TOCYARPCT Gp NOS YIPERRCHIG BMCIICIO

«¥pansesnii perepannuntii ynusepenrer
umenn nepsoro Mpeswaenta Pocenn B.H.Eanunnan
(PIAOY BIIO «Yp®Y uscnw nepnoro Hpeswrenra Poccun BILEanunnas)

620002, Exarepumbype, ya. Mupa, 19
Tea: 3(343) 374.03-62, anc: (343) 374-38-84 |, E-mail: rectormt@mail.ustu.ru, hitpo//Www.ustu.ru
OKI10 02069208; OFPH 1026604939855, HHH/KIN 6660003 190/667001001

6324 A4, 0t » A,

APXHBHASA CHPABKA

B aoxkymenrax apxisa suaunres, wro Msanosa Anexcanapa Meanosna ¢ 1976 roma
no 1982 roa ofyuanacs Ha 3a0uMOf GOPME OGYUCHHR MO CHCIMMARMOCTH «INOHOMHKA W
yuparcnue ua  npeanpustiomn w o Ypaascsxom  opaena  Tpyaosoro  Kpacnoro  3uasenn
nosmrexuuaecsos uncruryre M, C.M. Kuposa®.

flo  oxomuanmn  ofywenns  Meawonoit  Aackcapmape  Msanosne  maytan  asrsom
Tocypaperscunoro ofpasige JIO Ne 123456, per Ne 1234w npucsocna  xeamudsxanss
HHXEHEP-DKOHOMMCT.
Mpusasu: O sasecaennm wa saouumii gaxyasrer No 123 or 02.08.76 1.

OG5 orvmesienmn Ne 180 o1 24,06.82 12 B cunsi € YCOCHILIM ORONMANMEN,

Ocnonamie: Gorwn 1234, maz. No 4, apx, N 24

Cropasia Buzana U NPE/I0CTARICHIA 110 MeCTY 1pebosumns.

Fpseicwsmens. Pacnoprmcsacy Dpanoreoseras Foconionsi O sopaimes or 11 commdpn 1992 ¢ N 1691-p o pooscomavn sosr s Koemers mo

wucmel maoos or 10 soxalpe 1992 € N LR woor 20 soaatipe 1092 1 Ne 1S Ypancwd sossreumesconm wereryy e CM Keposa
) Y A POy AN T 7 (rpwrmany Musiied SOPCTIE M Kt BACICH SROI H ICHINGC R DT

Pocouioned Scacponnm ot M acalpn 1992 ¢ Nr 1133),

Nipanesose Messcrepetns ofpaonains N o1 12052000 1. Ms1397 Ypancend TOOMPCTIONNR TOURPR COmll YRS HICT OCCHWON NN §

Ypamcnnd rocy.p ¥ - YTHL

pnanos Seacpammo srensina 60 olpaxmannd ot 4 anpeas 2008 « N 298 wy ECPORCINNN 3 YRR SO (OCHMPTTRCHIN Touew ol

Yorncpmet « YTEH weaesn mepaoro Fipenascnts Pocom b Laasen

Pacoopracincs Npamiremcrma Pocowdowt Sxacpaue or 02 08 2010 N £01.p corum Ypaucund CHMPARIM YHARCTOITY BN BIPROrD

Uipewoacira Poccom B I B

.~

GdeDiplom
'“.V_l,v 08
8 Mocrad U Apyaur JopodT

ApXUBHasi KONUS — JOKYMEHT, BOCIIPOU3BOISALINM TEKCT MU M300pakeHUE apXUBHOTO
JIOKYMEHTA, C YKa3aHUEM €r0 MOMCKOBBIX IaHHBIX.

ApXuBHasl BBIIINCKA — JOKYMEHT, JI0CJIOBHO BOCIIPOU3BOJAIINM YacTh TEKCTA apXUBHOTO
JIOKYMEHTa, OTHOCALIYIOCS K OIpeIesIeHHOMY BOMpocy, (akTy WIM JMIY, C YyKa3aHUeM
ITOMCKOBBIX JJAHHBIX JIOKYMEHTA.



lNpunoxenue 2

Mpumep ohopmaeHna apXUBHON BHINHCKH
OTKPbITOE AKUMOHEPHOE OBLLECTBO N0 CrnnybiHon
“MbITULLUHCKUIA XNONOK" yn. Crpourtenen, a. 8, k6. 115,
ApXMBHARA BHINWCKA Mockosckan obnacr,

r. obepust, 140006
30.06.05 N2 05-16/8

r. Mocksa

W3 NPUKa3za o1 24.07.75 N2 62-K AnpexTopa
MBTHUMHCKONO XNONUATOOYMAXKHOrO KOMOKHATA

B uenax NOBbULEHUA TBOPHECKON AKTUBHOCTH PAbOUMX OCHOBHBIX NPOGECHi, BHIABNEHHA ¥ pac-
NPOCTPAHEHNA BLICOKONPOMIBOANTENBHBIX METOROE PaboThl Ha KOMOMHATE NPOBOANNCA KOMKYPC
Paboyero MacTepcTea No NPAAUALIIMLAM U TKAUaM (TAK 8 JOKyMeHTe), B COOTBETCTBMM C YTBEPKALH-
HbIMM YCNOBHAMMK NO NPOBRIEHMIO KOHKYPCA, NPUKA3LIBAK:

1. Npemuposats NodeanTENEN KOHKYPCA PAbOUEro MacTepCTBa, 3aHABIWKMX NPU3OBLIe MeCTa:

4, Cumnybiny N1.10. - npaamnslumuy - 3-e Mecro.

AupexTop KombdnHata @ o H.A. @omnues
COrnacoBano ¢ NPOPKOMOM ,{/ ?u/ 0.B. Xapnamosa

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

Bepmo:

lenepanbumin AnpexTop oblyecTea ,g/&{ 1!‘ KA. Kpenertos

Nyz2avesa /lo6oes fleonudosHa
345-78-56

ApXUBHBIE CITPABKH, BHITUCKH ¥ KOIIMH BBIJAOTCS Ha OCHOBAaHMH MHCBMEHHOTO 3arpoca
(U3NYECKOTO WU FOPUIAMYECKOTO JIMIA, KOTOPBINA JOJDKCH COJIepKaTh HAUMEHOBaHHE (M ajpec
IPHU TIEPEChUIKE) OpraHM3aluu (apXxuBa), KOTOPOW OHHU aJpPECOBAHBI; M3JIOKCHHE CYIIECTBA
BOTpoca; (haMHIIUIO, UMSI © OTYECTBO OOPAIIAIOIIETOCS; €ro apec, KOHTAKTHBIC TeJIe()OHBI; 1aTy
W JIMYHYIO TIOJMKCh. B 3ampoce, coaepikaiieM npoch0y 0 OATBEPKICHUH TPYIOBOTO CTaXKa WU
pa3mepa 3apabOTHOM TUIATHI, YKA3bIBAKOTCS KPAHUE JaThl, MECTO U JIOJDKHOCTH PaOOTHI.

BbiiaHHbIe apXUBHBIC CIPABKU, KOTIMHM W BBIUCKU W3 JOKYMEHTOB PETHCTPHPYIOTCS B
KypHaie 1o popme.



lMpunoxeHue 3

MpumepHan popma XypHana perucTpaLy BbIAHHLIX CNPABOK, KON, BLINKCOK

KYPHAN
perncrpayiu ebiaHHbIX C(NPaBok, KOMWH, BbINKUCOK
Hassanue Rara
Darawn BLIAAKKOrO | o . Pacnucka
No Asvop 3anpoca, perncrpa- Copep- AOKYyMeHTa :uo""bfﬁ 8 nony- Npuse-
nex. N2, para, UMOMHBIA Hauue (konus, qeHnn
n/n HOMep qanue
appec, renedon HOMep sanpoca BLINNCKA, | o wnoro | WMAATA
3anpoca cnpaexa A OTNPABKK
W ap.) AOKYyMeHTa
1 2 3 4 5 6 7 8

OOpaienust TpaxaaH,

B KOTOpBIX OTCYTCTBYIOT (amMuiumy,

ampeca W TOJAMUCH

o6pau1a}01up1xcs{, CUUTAKOTCA aHOHMUMHBIMU M HE ITOJICKAT PACCMOTPCHHUIO.

B ciydae ecnim B oOpameHun MpecTaBiIeHa HeroHas HHpopMaIus o 3amparniBaeMbIX
CBe/IEHUX (HAIpUMep, He YKa3aHO CTPYKTYPHOE IMOJpa3/IeieHHue WK 3a KaKue ToJbl TpeOyeTcs
MOATBEPK/IEHUE O TPYIOBOM CTa)ke, 3apabOTHOW IuiaTe M Jp.), apXuUB 00s3aH 3alpOCHUTH Y
3asdBUTECIIA JOITOJIHUTCIIBHBIC CBCIACHUS.

CpoK HCHONHEHHUS 3allPOCOB COLUAIBHO-TIPABOBOTO XapakTepa TpaxkJaH U OpraHu3anui
10 IOKyMEHTaM apXWBa HE JOJIKEeH mpeBbimaTh 30 aHEH co qHs peructpamnuu odpameHus. [Ipu
CJIOJKHBIX 3aIpocax CPOK MOXKET OBITh MPOJIJIeH, HO He Oojee yeM Ha 30 mHEH, ¢ 00s13aTeTbHBIM
yBEAOMJICHHEM 00 3TOM 3asBUTEIIS.

B cnydae mocTymiieHuss B apXuB HENMpOQMIBHOTO 3arpoca (He MO0 Ha3HAYEHUIO) 3aIpoc
MepecbuIaeTcsl Mo MPUHAATICKHOCTH B JIpYTHe OpraHU3allMM WM apXUBBI B 5-IHEBHBIN CPOK C
MOMEHTa 00paIIeHHsl, 0 YEM JIOBOJUTCS /10 CBEACHUS 3asiBUTEIIS.

ApXUBHBIE CIIPABKU COCTaBIISIOTCA Ha OCHOBAHWU JOKYMEHTOB, XPAaHAILIUXCS B apXHUBE.
Ecnu npu ucnonHenuu 3ampoca ObUIM HCIHOJB30BaHbl HE3aBEPEHHBbIE JOKYMEHTBI, TO 3TO
OroBapHUBaeTCs B TEKCTE CIIpaBKU (HampuMep, «He3aBepeHHas Komwus»). Ecnu B JOKymMeHTe
(HampuMmep, MpUKa3e) OTCYTCTBYET MOJMUCH PYKOBOJAWUTENS] OpraHM3allMd WK JlaTa U HOMEp
MIPHKa3a, TO BCE ATO TAK)KE OTOBAPUBAETCS B TEKCTE CIIPABKHU.

[Ipn oTCyTCTBUU B apXHBE JOKYMEHTOB, COJEpKAIMX CBEACHHUS IO 3alpaliuBacMoOMy
BOMPOCY (Harmpumep, o aate 00pa3oBaHus OpraHu3alliu ), apXUBHAs CIIPaBKa MOKET ObITh BbIJaHA
M0 XPaHAIIMMCS B apXHBE MEUaTHBIM MaTepuajaM, OTHOCSIIMMCS K MpeAMETy OoOpalieHus, ¢
TOYHBIM U MOJIHBIM YKa3aHUEM HCTOYHHKA.

B apxuBHYI0 cripaBKy 0 MOATBEPKIECHUHU TPYIOBOTO CTakKa BKIIOYAIOTCS IaHHBIE TOJIBKO
3a TO BpeMs, 32 KOTOPO€ MMEIOTCS CBEACHUS B JOKyMeHTax apxuBa. [Ipu 3ToM yKa3biBaeTcs
TOYHOE Ha3BaHUE JOJHKHOCTH, KOTOPYIO 3aHHMMaj 3asBUTENb, M TMEPUOJ €ro pabdoThl B ATOMH
JOJKHOCTH.

Nmetomuecss B JIMYHBIX JeNax JHUCTKH IO y4eTy KaJpoB, aHKETHI, aBToOHOTpaduwu,
COOCTBEHHOPYYHO COCTAaBJICHHBIEC 3asBUTENIEM, HA KOTOPBIX OTCYTCTBYIOT OTMETKH O IPOBEpKE
MMEIOIUXCA B HUX CBEJICHUI Ha OCHOBAaHUM MPEJCTABICHHBIX MOJTUHHBIX JTOKYMEHTOB WIU
CIPaBOK, HE MOTYT CIYXUTh OCHOBAHUEM JJIsl BbIIAYM APXUBHBIX CIIPABOK O TPYJOBOM CTaxe.
ITpu HEOOXOIMMOCTH COEpIKAIIMECS B HUX CBEJICHUS MUCbMEHHO COOOIIAI0TCS 3aBUTEITIO.

B kauecTBe TOKYMEHTOB, MOATBEPKAAIONIUX TPYAOBOH CTax, Al COCTABICHHS CIIPABKU
MPU OTCYTCTBHHM MPHUKA30B IO JMYHOMY COCTaBYy MOTYT OBITh HCHOJH30BaHBI MPHUKA3BI TI0
OCHOBHOM JIeATENIbHOCTH, JIMIIEBBIE CUETa 10 3apabOTHOM TIaTe.

B cnipaBky a1 Ha3HauUEHUS WK MepepacyeTa MeHCHU BKIIIOYAIOTCS CBEJICHUS B TIOPSIKE,
OTIpeNIeNIIEMOM OPTaHOM, OCYILECTBIISIOLINM IEHCHOHHOE 00ecIieueHue rpax/iaH.



Pazmep 3apaboTHON MaThl yKa3bIBae€TCS B CIPABKE B COOTBETCTBHH C MaciITaOOM IIEH,
JEMCTBOBABIUX B TOT IIEPUO/I, 32 KOTOPBIN 3aIlpallluBalOTCs CBEICHMUS.

CBenenuss 0 3apabOTHOM IJiaTte BKIIOYAIOTCS B CIPABKy TaK, KaK OHU M3JI0KEHBI B
JOKyMEHTax apxuBa. JlaHHbIE NPUBOJATCSA pa3lesIbHO 3a KaXAbld roJl 0€3 CyMMUpPOBaHHUS B
npenenax roxa. Pacdyer cpeaHeMEcCSYHOTO M CPEJHET0JI0BOrO 3apaboTKa apXHUBOM HE
IIPOU3BOIUTCS.

[Ipu orcyrcTBUM ITOKYMEHTOB O 3apabOTHOH IjIaTe JOJDKHOCTHON OKJIal MOXKET OBITH
YCTaHOBJIEH Ha OCHOBAHUM ILITaTHOI'O PaclMCaHUsl OpraHU3alMK 3a COOTBETCTBYIOLIUN NEPUOJ,
Jpyrue BBIIUIATBI — Ha OCHOBAaHMM IPUKA30B [0 JIMYHOMY COCTaBy WM II0 OCHOBHOM
JEeSITEIbHOCTH.

B cnpaBky o nmoarBepkaeHuM (PaKTOB IOJYYEHHUS] TpaBMbl, HECUACTHOIO Cilydas Ha
MIPOU3BOJICTBE BKIIIOYAIOTCS CBEJICHUS, COJEp)KallUecsl B aKTaxX O HECYACTHBIX Ciydasx,
CBSI3aHHBIX C ITPOM3BOJCTBOM, KHUTaX y4yeTa HECUACTHBIX CIIy4aeB M JPYTHX JOKYMEHTaxX IO UX
paccie10BaHuI0

[Ipyn ucnonHeHMM MOBTOPHBIX 3alpOCOB MJIM COCTABJIEHMU IO Mpoch0e Ipa)aaHHHA
CIPaBKM, aHAJOTMYHOM paHee BBIJIAHHOW, apxWB IIPOBEPSET COOTBETCTBUE CBEIACHUM,
BKJIIOUEHHBIX B CIPaBKYy, T€M, KOTOPble MMEIOTCA B JOKYMEHTaX, U B cllydyae OOHapyX eHHs
JIOTIOTHUTEIBHBIX CBEIEHUH BKJIIOYAET WX B IIOBTOPHO BBIJABAEMYIO apPXHUBHYIO CIIPaBKY.

B cootBerctBun c IlpaBuiamMu opraHu3zalii XpaHEHUsS, KOMIUIEKTOBaHMS, y4é€Ta U
WCIO0JIb30BaHUS JJOKYMEHTOB apXWBHOTO (oHAA poccuiickoil denepalivi U APYrux apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpaBJl€HUS U
oprau3zanusax» ot 07.09.2015 r. apxuBHbIe cripaBKU 0(OPMIISIOTCS 110 YCTaHOBJICHHON opme Ha
O5aHKe apXMBHOW CHpPaBKH WM OO0IIeM OJlaHKe OpraHu3allid, W3TOTOBJIEHHBIX THUIOrPa(pCKUM
CIIOCOOOM.

N3barne mnomnmuaHuka. B cootrBerctBum ¢ IlpaBwiiamu opraHu3an  XpaHEHUS,
KOMIUIEKTOBaHUsA, Y4€Ta M HCIOJb30BaHMUS JOKYMEHTOB apXUBHOIO (DOHIA PpOCCUICKON
(benepanuyu M Ipyrux apXUBHBIX JOKYMEHTOB B FOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoynpasiieHuss 1 opranuzamusax ot 07.09.2015 r. pgomyckaeTcs W3BSATUE APXMBHBIX NIET U
BbIJJaYa BIAACIbLAM WIM UX POJCTBEHHUKAM IIOUIMHHBIX JUYHBIX JITOKYMEHTOB: TPYIOBBIX
KHUXKEK, CBHUJETEIbCTB 00 OKOHYaHMM Y4eOHBIX 3aBelleHHH, arTectaToB 00 0O0pa3oBaHUH,
ynoctoBepeHuid M T. 1. [loanuHHBIE JIMYHBIE JOKYMEHTBI BBIAAIOTCA 3aABUTEISIM 10 HX
IIMCBMEHHBIM 3aIIpOcaM C Pa3pelIcHHs PYKOBOJMTENS OpraHu3aluuu mox pacnucky. IIpu stom
3asBUTENb 00s3aH MPEABIBUTH NACIOPT WIM UHOM TOKYMEHT, TOATBEPKAAIOLIUI €ro JINYHOCTb.
B cnydae oOpaieHus 3a JOKyMEHTaMU POJICTBEHHOIO JIMLA OHO TaKXe 00sA3aHO IpPEICTaBUTh
JOKYMEHTBI, IOITBEPKIAIOUINE CTEIEHb POACTBA. J[OBEPEHHOMY JIMIY BBIIAIOTCS Ha PYKH
IIOJJIMHHBIE JOKYMEHTHI HA OCHOBAaHUM HOTAPUAJIBLHO 3aBEPEHHOMN JOBEPEHHOCTH.

Ha mecTo u3bpATOrO0 NOKyMEHTa B €10 IOMEUIAETCs CIpPaBKa O €ro BblIayde, KOIMS
BBIJIAaHHOTO JIOKYMEHTa, a B YYETHBIX JOKyMEHTaxX (ONHMCH) JeNaroTcs OTMETKH 00 H3BATHUH,
yKa3bIBAIOTCS HOMEp, JaTa M Ha3BaHME JOKYMEHTa - OCHOBAHMs JUIl MU3bATUS (3asBJICHUE,
3aIpoc), a TaKkKe paclycKa Moaydaress JOKYMEHTa.

[Tomy4arenb MOJIMHHOTO JUYHOIO JOKYMEHTA JIOJDKEH pacHHucaThesl Ha 000pOTEe KOMUH
JIMYHOTO JIOKYMEHTA, OCTAloIIecsa B apXuBe opraHu3anud. [Ipu 5ToM B pacnmcKe yKas3bIBaroTCA
€ro NacrOPTHHIE JaHHBIE.

B cootBercTBUM ¢ 3ak0HOJAaTENbCTBOM P® opranamu npaBonopsiika U3 apxuBa TaKkKe
MOTYT OBbITh U3bATHI NOUIMHHBIE APXUBHBIE JOKYMEHTHI.

B 3TOM cirydae Ha MeCTO M3BATOrO JOKYMEHTA B JIEJIO NIOMEIIAETCS CIIPAaBKa O BbIJAYE U
CHATasl C HEro Komus. B y4eTHBIX apXMBHBIX JOKYMEHTaX OTMETKa 00 U3BSATHH, YKa3bIBAIOTCS
HOMEp, JaTa U Ha3BaHUE JIOKYMEHTA - OCHOBAHUS JUISl U3BATHS, a TAKXKE PACIHUCKa MOIydaTems
JOKyMeHTa (IIpU TMYHOM nepeaue). B nanpHeiiem paboTHUKY apXUBa 00eCeunBalOT KOHTPOJIb
BO3BpAaTa U3bATHIX JOKYMEHTOB.

B cootBercTBHM cO cT. 12 3akoHa 006 apXMBHOM J1e/Ie U3bSITHE APXUBHBIX JOKYMEHTOB, HE
MPEYCMOTPEHHBIX (eiepalbHBIMU 3aKOHAMH, 3aIPeIIaeTCsl.

Jlena BbIIAIOTCA U3 XPaHUIIMILL



a) JUIsl UCTI0JIb30BaHMs paOOTHUKAMU OpPraHU3aLINN;

0) UIs WCIOJB30BAaHMA TpaXJaHAMH B YHTAIGHOM 3aJi€ JUISI HAyYHBIX M HHBIX
HCCIICIOBAHNUH;

B) BO BPEMEHHOE I10JIb30BAHME ISl IPYTUX OpPraHU3aLNM;

I') JUIsl IPOBEJIEHUS apXUBHBIX padOT € JOKYyMEHTaMU;

1) 715l IPOBE/ICHUSI CTPAXOBOTO KONMPOBAHUS U CIIELUAIbHOU 00pabOTKH JOKYMEHTOB C
LENbI0 YIYYIlIeHNs (PU3NYECKOTO COCTOSTHUS IOKYMEHTOB.

Jlena BbI1al0TCSA BO BPEMEHHOE M0JIb30BaHUE U3 XPAHUIIUIL HA CPOK, HE MPEBBIIIAIOLINI:

1 Mecs1l Uit UCIIOJIb30BaHUs paOOTHUKAMHU OpraHu3aluu

1 Mecs1l Uit UCIIOJIB30BAaHUS JOKYMEHTOB B UNTAIbHOM 3aJ1e

3 Mecslia BO BpeMEHHOE M10JIb30BaHUE Ul JPYTUX OpraHu3anui

6 Mecs1eB JUIsl SKCIIOHUPOBAHUS JOKYMEHTOB

Opranam cyja ¥ NpoKypaTypsl Jiejia BBIIAIOTCS 10 MPEKpaleHHs Jea WM BbIHECEHUS
cynebHoro pemieHud. [IpojyieHne ycTaHOBIEHHBIX CPOKOB BbLAAYU JOKYMEHTOB BO BPEMEHHOE
M0JIb30BaHKME, B TOM YHCJIE OpraHaM cyJa M NpPOKypaTyphl, a Takxke I SKCHOHHPOBAHMS
JIOTIYCKAaeTCsl B 0COOBIX CIy4asiX ¢ pa3pelieHus pyKOBOJUTENSI OpraHu3alyy 10 MUCbMEHHOMY
MOATBEPKICHUIO MOJIB30BATENS O COXPAHHOCTH JIOKYMEHTOB.

Brimava nen u3 xpanmiumia ohopMIIIeTCs CISTYIONIMMU JOKYMEHTAMH:

1. 3aKasamu (TpeboBaHMAMM) Ha Bblgady AeN B YNTabHbIN 331 U COTPYAHUKAM
opraHusaumm

2. aKTamM o Bblgaye en BO BpeMeHHOoe No/ib30BaHMe ApYyrMm OpraHusauusam, B TOM
yucne opraHam cyfa v NPOKypaTypbl, UM AN SKCMOHUPOBAHUA AOKYMEHTOB

3. 3aKasaMu Ha nposeaeHune paboT No CTPaxoBOMY KONMMPOBAHUIO U pecTaBpaLmn
[ OKYMEHTOB.

Bbiiaya TOKYMEHTOB W3 XpaHHWIWINA PETUCTPUPYETCS] B KHUTAX BBIAAYM JTOKYMEHTOB.
Ucnonnennsie  3aka3pl  (TpeOOBaHMs) HCClemoOBaTeNeld  XpaHATCS B JMYHBIX  Jejlax
HcceoBaTeNed, a BCe MPOUYMe - JI0 MCTEYCHHUS CPOKOB MX XpaHEHHUs. 3aka3bl (TpeOOBaHUS)
1eJIecO00pa3HO XPAHHUTH 0 MPOBECHHSI POBEPKH HATTHYUS U COCTOSTHUS JICI.

Bbiaua e Bo BpeMEHHOE TMOJb30BAaHUE B JIPYTHE OPraHHU3alUU OQOPMIISIETCS aKTOM,
KOTOPBIN COCTaBIISIETCS B IBYX IK3EMIUISIPaX, OJJMH UX KOTOPHIX OCTAETCS B apXUBE OPTaHU3AIHIH,
JIpYyroi  BBIAACTCS TOJydYaTeNto. AKT MOJMUCHIBACTCS PYKOBOJUTEIEM OpraHU3allvH,
nepefame aena, W PYKOBOJIUTENEM OPraHU3alUH-TIOIydaTess: IOANUCH CKPEIUISIOTCS
repOOBBIMH TIeUaTsiMH opranusanuii. I[locie Bo3BpamieHHs Aed B JIBYX SK3EMIUISIpaX akTa
JIeTIaeTCsl COOTBETCTBYIOIIAs OTMETKA: OJIMH SK3EMIUISIP OCTAeTCs B OpPTraHU3aIMH-TI0JIydaTee,
JPYroi XpaHuTcs B iene (OHIa B apXUBE OPraHU3aINH, BbIJJABABIIIEM JIEIIa.

HanpasieHue Ha cTpaxoBO€ KONUPOBAHHE, PECTaBpPAIUIO, IEperieT OQopMIIsSETCS
3aKa3oM. 3aka3 oQopmIIIeTCsS B apXuMBE OpraHu3aiuu mo Gopme akTa O BblJaue BO BPEMEHHOE
M0JIb30BAHKE APYrOl OPraHU3aAIHH.

Jlena BBIAAKOTCS M3 XPpAaHWIKIIA JJIs1 KCTIOJIb30BaHUS U MPOBEJCHUS PA0OT 10 CTPaXOBOMY
KOITMPOBAHHUIO, PECTAaBPALINH, IEPEILIETY TOJIBKO B 00paboTaHHOM Buje. [lepen Beimaueii aen u3
XpaHWJIMINA TPOBEPSETCS COOTBETCTBHE MM(ppa M 3aroJioBKa Jelia Ha OOJIOKKe mudppy u
3aroJIOBKY Jiefia B OMKCH; Mepe/ BblIauel U MPH BO3BPAIICHHUHU €T B XpaHWIUIIE MTPOBEPSIOTCS
HyMepaIus JTUCTOB U COCTOSIHUE IOKYMEHTOB Ka)/10T0 BeIJaHHOTO Aena. Kaxknoe BeiiaBaeMoe u3
XPaHWINIIA JETIO JIOJKHO UMETH JIUCT MCIIOIb30BAHMUS.

[Ipn BBImaue [en W3 XpaHWIMIA HAa MECTO BBIJIAHHOTO Jiela TOJKIAIbIBaeTCs
KapTa-3aMEeCTHTENh, B KOTOPOH yKa3bIBAaeTCsl HOMEp Jiejia, HOMEep OMKCH, HoMep (OoHIa, KOTa U
KOMY BBIJIaHO JIeJI0, JlaTa €ro Bo3Bpara M MOJANUCH COTPYAHMKA, BBIAABIIETO JIEJ0, C yKazaHUEM
nomxHoctu. [Ipu Bo3BpalieHnu fena B XpaHWIHIIE KapTa-3aMecTUTEeNb n3biMaeTcs. CocTosiHIe
Jiell, BO3BpAIlaeMbIX B apXUB TOCJE MCIOIb30BAHUSA, JOJKHO OBITH MPOBEPEHO B MPUCYTCTBUU
TUIIa, BO3BPAIIAIOIIETO TOKYMEHTHI.

[Tpu oO6HapyKeHUU HEAOCTAuH eI WIH OTIEIHHBIX JTUCTOB B HUX, a TAKXKE MOBPEXKICHUN
Jel U JOKYMEHTOB COTPYAHHUKAMH apXHBa COCTABIISETCS aKT B JIBYX JK3EMIUISIpax, OJUH U3
KOTOPBIX MPEJICTaBISIETCS MUCCIEAOBATENI0 YUTATHHOTO 3aJIa UM PYKOBOJUTENIO OPTaHU3AIINH,



HCII0JIb30BABIIEH JIOKYMEHTBI, JUIsl NPHUBJIEYEHUS] BUHOBHBIX K OTBETCTBEHHOCTH, BTOpPOM -
OCTaeTcs B apXUBE.

[Ipy nepemelieHnn JOKYMEHTOB 3a INpeAeiaMU apXuBa JOJDKHBI COOIIOAATHCS MeEpbl
MPEJOCTOPOKHOCTH, HAJESKHO OOECHeuuBalolue HMX COXpaHHOCTh. [Ipu TpaHCHOPTHPOBKE
JOKYMEHTOB COOJIIOAAIOTCS MEPHI TI0 OXpaHE U 3aIIUTE UX OT BO3ACUCTBUS BPEAHBIX (PAKTOPOB
OKpY)Karolllel cpebl MyTeM MPUMEHEHHS CIELUAIbHBIX BUJOB YIAKOBOK, 00ECHEeuYrBarOUINX
3alUTy JOKYMEHTOB OT OCaJKOB, CBETa, MEXaHUYECKUX ITOBPEXKICHUH.

Tema 3. Dnexkmponnsie apxusvl no TUYHOMY COCMABY

B Hacrosmee Bpemsi HamOojee aKTyallbHBIM BBICTYIIA€T BOMPOC 00 3ICKTPOHHOM
XpaHEHUH APXHUBOB I10 JINYHOMY COCTARY.

OcHosHbie npobaembl, 8O3HUKAIOWUE NPU pabome ¢ OYMANCHbIM APXUBOM

1. OnepaTuBHbIN AOCTYN K ByMaXKHOMY apxuBy AOBO/IbHO 3aTpyAHUTENEH. Bpems oTBeToB
Ha 3amMpocbl K AAHHbIM apxvBa COCTaBAAET OT OAHOTO A0 HECKObKMX AHei. PaboTHWKam apxwvsa
[0BO/IbHO CNOXKHO 06pabatbiBaTh BPYy4YHYlO 60/IbLIOE KONMYECTBO 3anpocoB, MHOTME W3 KOTOPbIX
L,0BOJIbHO C/IOXKHbI M TPEBYIOT /19 NONYYEeHUs OTBETA UCMO/Ib30BaHME 6ONbLIOTO KOMYECTBA AeN.

2. Pabota c 6ymaxkHbIM [OKYMEHTOM BO3MOXHa OAHOBPEMEHHO AUllb ANA OAHOro
YesIoBEKa, YTO CO34aeT HeyA06CTBO Npu paboTe C aKTUBHO MCNOJIb3yEMbIMUN LOKYMEHTAMM.

3. [JOKYMEHT MOXKHO JIerkKo MnoTepsATb MpPM MOMELLEHUMM He B TOo JAeno bnarogaps
«yenoeyeckomy pakTopy».

4. ApXMB He 3alMLLEH OT MOXKapPoB U NPoYMX GOPC-MaXKOPOB.

5. CTapble JOKYMEHTbl He 061afatoT AO/MIKHBIM KaYeCcTBOM M UMUK C/I0XKHO MO/1b30BaThCA

BBMAY BETXOCTU, HOBblE AOKYMEHTbI HE A0/ITOBEYHbI, NO NPUYUHE TOTO 4YTO 6bICTp0 N3HALWUNBAIOTCA.

Pernrennem naHHBIX TPOOJIEM SBISIETCS CO3[AaHHUE JICKTPOHHOTO apXHBa JOKYMEHTOB TIO
JUYHOMY COCTaBy opranm3anuu. WMHpopmaius, XpaHsmiascs B JaHHOM apXUBE MO3BOJHT
MOJTy4aTh CHPaBKY IO TPYIOBOW NESITEIHHOCTH KaXIOTO COTPYIHHKA, B TOM YHCJIE 00 YpOBHE
3apa0OTHOM TIUIAaThI, CTake padOThl, pa3nuuHbie OubIMorpaduueckue naHHble. Bes orta
uHbOpMaIHs TONTBEPKAACTCS OYyMaXHBIMH JOKYMEHTAMH apxuBa. [Ipm HEOOXOIUMOCTH,
AIIEKTPOHHBIA apXWB MOXET XPaHUTh OIM(PPOBAHHBIC KONMHH OCHOBHBIX JOKYMEHTOB TIIO
NeSTeTbHOCTH PA0OTHHUKA.

[IpeumymiecTBa, ogydaeMble OT BHEIPEHUS SJICKTPOHHOTO apXUBa 110 JINYHOMY COCTaBY:

1. MpocToli 1 HbICTPLIN AOCTYN K AOKYMEHTY /1to60ro coTpyaHMKa apxmBa B ntoboe Bpems.

2. ByMarKHbI/i apXMB OCTaeTCA HETPOHYTbIM, YTO MO3BOJIAET COXPAHATb €ro 3HaYMTesIbHO
fonblue (0cobo xopowo 3ToT 3pPeKT byaeT 3ameTeH ga AOKYMEHTOB, Tpebylowmx 40AroCpoYHOro
XpaHeHus).

3. [ OKYMEHT 3aLLMLLEH OT USMEHEHWIA, YTO rapaHTUPYET NONHOTY MHPOPMALUM.

4, PocT ckopocT 06paboTKKM 3aNpOCOB K apXMBY M YMEHbLUEHUE BPEMEHU Ha MNoJyYyeHne
apPXWBHOM CNpaBKM.

5. KOHTpONb CpOKa XpaHeHWA B 3aBUCMMOCTM OT TUMa LOKYMEHTa M UHPOPMUpPOBaHUE
apX1BapUyCcoB 0 HeobXoAMMOCTN 06PabOTKMN AOKYMEHTOB, TPEBYIOWMX YHUUTOKEHUS.

6. PesepBHOE KOMWPOBaHWE AaHHbIX 3aWMTAT  Ball 3/EKTPOHHbIM  apxuMB  OT

dopc-maxKopos.

Hanpumep, ¢upma «OnekTpoHHBIH apxXuB YKpauHb» uUMeeT cienyroumii onsit. Ilo
aHAJIN3Y CHEUUAINCTOB aKTyaJIbHOCTb BHEAPEHUS 91€KMPOHHO20 apXua no JUYHOMY COCMABY
oOyciaBnuBaeTcs KakK YacTOTOM 3ampocoB KaJpOBOM JOKYMEHTALMH, TaK M JIOCTaTOYHO
MPOJOJKUTEIBHBIM CPOKOM XpaHEHHsI 3TOr0 BUAA JOKYMEHTOB (10 75 jeT).

Komnanus DJIAY paspaborana 3JIeKTPOHHBIH apXuB IO JIMYHOMY COCTaBY JUis
IIPOMBIIIJIEHHOTO IPEAIPUSTHS, B COCTaBE KOTOPOTO HAXOAUTHCS 3 IIAXTHI, a IITAT COTPYJHUKOB
konebmnercst ot 3500 no 5000 pabotHukoB. [Ipennpusrue pynkunonupyet ¢ 1973 rona.

3aka3uuk o0OpaTWics C 3alpoCcOM O CO30aHUU DNEKMPOHHO20 apXuea KaJapOoBOU
JOKYMEHTAIH, KeJas COKpaTHTh BpeMs Ha IMOJrOTOBKY CIPAaBOK MO 3apa0OTHOW maTe,
TPYIOBOMY CTaXYy, TOATBEPKICHUIO JbIOT YBOJIEHHBIX COTPYJHUKOB. BBH Y OoJbIIOTO 1ITAaTa U
cneun(uKd  JEATeNbHOCTH  NpeanpusasTHs  (Haauuue  JOKyMEHTaluH, (UKCUpyromei
MIPOU3BO/ICTBEHHO-TPYJIOBOM TpaBMAaTU3M, IOATBEpXkAarolieil padoTy dYeloBeKa B YCIOBHUSX



BPEIHOTO MPOU3BOJICTBA, JAIOIIETO MPaBO Ha JIBIOTHI) 00pabOTKa 3aIIPOCOB, KOTOPBIX MOCTYIIAIO
nopsiaka 200 B Mecs1l, mpu padoTe ¢ OyMakKHbIM apXHBOM ObLIA TPYJOEMKOW U BpeMsA3aTPaTHOM.
Otanbl  CO3MaHMA DIEKTPOHHOTO apxuBa. BpIpaboTaB KOHKPETHOE H  JeTajlbHOE
TEXHUYECKOE 3a/laHue ¢ 3aKa3YMKOM I10 BHEJIPEHUIO 21eKMPOHHO20 apXuea 10 JNYHOMY COCTaBY,
komanaa «JIAY» mpuctynuia K peaiuzanuu npoekra. Jljis AOCTHKEHUS ONTUMAIBHOTO M
HanboJiee Ka4YeCTBEHHOTO pe3ylbTaTa Ha 3Tane CKaHUPOBAHMS JTOKYMEHTAIUH, TIPEABAPUTEIHHO
ObUTa TIpOM3BENIeHA pacmuBKa (¢ mocienyromel cmmuBkoi) 2 190 genm; omudposano 605 000
cTpanull. J{ns ynoOcTBa U MPOCTOTH pabOThI YK€ € 3JIEKTPOHHBIM 0a3MCOM JOKYMEHTAlluu, Ha
NpeanpusTHH Obljla YCTaHOBJICHA CHUCTeMa 3JeKTpoHHoro apxupa Folium (pa3paboTaHHbIi
CHEIMAIMCTAMH  KOMIAHUHM «DJIEKTPOHHBIC aPXUBHI YKPAWHBD) MPOTPAMMHBIA IPOJIYKT,
MTO3BOJISIFOIIHMI OPTaHW30BATh U CTPYKTYPUPOBATH OIU(PPOBAHHBIC APXUBHBIC TOKYMEHTHI).

PaboTa mo ckaHMpOBaHUIO KAaIPOBOU NOKYMEHTAIMEH Mpeanpustus Obuia o0ycioBieHa
pSAIOM 0COOEHHOCTEH:

- omudpoBke moamananu nena nepuogo 1973 — 2013 rr., 30 % u3 KOTOpPBIX OBLIU B
OYEHb BETXOM COCTOSIHUH;

- CYyIIECTBEHHAas 4YacTb JOKYMEHTAallUM WMeJa pPYKONHCHBIH U  HCU€3aIolINi
MAIIMHOTIMCHBINA TEKCT

- paboTa Mo MPOEKTY OCYIIECTBIISIIaCh B 2 CMEHbI, Ha TEPPUTOPUU 3aKa3uMKa padboTaia
MOOuMIBHAs Opuraja.

Pe3ynbTarhl BHEApPEHUS AIIEKTPOHHOTO apXHBa:

DONEeKTPOHHBIM apXWB MO3BOJIMJI: CHU3UTh TPYyAO3aTpaThl Ha TMOUCK U odopmiileHue
nH(pOpMaIUK Mo 3ampocaM B apXuB B 24 pasa; BBIBECTH U3 MOCTOSHHOTO OOMXOJ1a OPHUTHHAIIBI
OyMaXHBIX JTOKYMEHTOB (00eCreYynB WX COXPAHHOCTh OT TMOTEPH, MOPYH, YMBIIIJIEHHOTO
peIaKTUPOBAHUA U T.1.).

Perynspuble wuccrnenoBaHus, NpoBOIAUIMECS B YKpawHE, CBHUJAETENbCTBYIOT, 4YTO
OOJIBIIMHCTBO MOJIB30BATENIECH BBIIEISIIOT TaKUE MPEeUMYIlecTBa 0€30yMakKHbIX TEXHOJIOTUN Kak:
9KOHOMUSL BPEeMEeHU COMPYOHUKOS, CPedCms Npeonpusmuil, nosvliierue 3¢ggdexmusHocmu
pabomuwl, U 603MOHCHOCMb COBMECMHOL pabombl ¢ OOKYMEHMAMU.

DONEeKTPOHHBIM apXWB — TrapaHT o0OeCle4YeHHs IMOJIHOIICHHOTO Yy4eTa U XpaHEHUS
nokyMeHToB mpennpustus. Co3laHue CTpaxoBoro GoHIa y4eTHONH NOKyMEHTAluH (3alura oT
nokapa, yrpaTbl, XuuieHus, nopuu). CokpallleHue KOJMYecTBa Y4YETHBIX JTOKYMEHTOB Ha
OyMa)XKHBIX HOCHUTENIAX (HallpuMep, MHBEHTapHble KHUTH, omucu). ObecrieueHre COXpaHHOCTH
CTapbIX, PEIKUX M 0CO00 IEHHBIX JTOKYMEHTOB (HCIOJb30BaHHWE KOTOPHIX B OyMaKHOM BHJIE
MIPUBOJIUT K BETXOCTH U MOCIEAYIONIEMY YHUUTOKEHHUIO JOKYMEHTa — PeIKUe KHUTH, apXUBHbIC
nena). OpraHuzanus XpaHEHHs SJIEKTPOHHBIX JOKYMEHTOB B KoMmMmnakTHoM Buje. Ilomyuyenue
HEOTPaHMYEHHOTO YKCiIa KOMUNA TOKYMEHTOB B OYMa)XHOM U 3JIEKTPOHHOM Bue 0e3 oOpalieHus
K OyMa)XHOMYy OpUTHHANy (Hampumep, JUIsl BbLJAYM MO 3ampocaMm TpaxaaH, JUisl OTIPaBKU B
MOJ0TYETHBIE moapazaeneHus). (OOecrieueHUs BO3MOXKHOCTH JOJTOCPOYHOTO  XpaHEHUS
JOKYMEHTOB U JIOCTYIIa K HUM.

DNEKTPOHHBIN apXUB — CPEJCTBO ONTUMHU3ALINU PAOOTHI C TOKYMEHTaMU Ha MPEANPUSITHH.
Opranuzanus OJHOBPEMEHHOW paboThl C  OSJEKTPOHHBIMH JOKYMEHTaMHU HECKOJIBKHX
nosb3oBareneil. PasrpanuueHue mpaB JocTyma molib3oBaTenel k uHpopmarmu. ObecrieueHue
uHpopmanMoHHO Oe3omacHocTH. CoKpalleHHe BpeMeHH OOpabOTKH 3ampocoB, IOUCK
uHdopmanuu. YBENWYEHHE ONEepaTUBHOCTU JocTyna K wuHpopMmanuu. OOecrnieueHue
OTIEpaTUBHOTO MOMCKA U IOCTYTA K JOKYMEHTaM CTPaxoBoro (hoHaa JOKYMEHTAIIMH B KPU3UCHBIX
cutyarusax. Co3aaHre NIMPOKUX BO3MOXKHOCTEH MyOIMYHOTO JAOCTYMA K apXUBHBIM JTOKYMEHTaM
HCTOPUYECKOTO, KYIbTYPHOTO U HAYYHOTO HACIIEIHSI.

Pezynomam ucnonvzosanus 31eKmpoHHO20 apxXuea eblpadcaemcsi 6:

MoBbILEHUM YPOBHA MHPOPMALLMOHHOO 0BecrneyeHms HaceneHus.
MOBbILLEHUM YPOBHA KaYecTsa NPUHATUA PELLEeHWIA.

MCKIOYEHUM PUCKA, CBA3AHHOTO C «4e/10BEYECKUM HaKTOPOMY.
MpeemcTBEHHOCTM MOKONEHMI CNeLuanvcTos.

DKOHOMMUU OGUCHBIX NNOLIAAEN A/1A XPAHEHWUSA LOKYMEHTOB.
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6. CoKpalleHUM pacxofoB Ha COAEPKaHWe wWTaTa COTPYAHWKOB, paboTalolwmx ¢
6yMa)-KHbIMVI N 3NNIEKTPOHHbIMU AOKYMEHTaMMU.

7. Mpo3payHOCTM cocToAHUA aen B duananax u yaaneHHbix opucax.

8. Mcnonb3oBaHUM 3N1EKTPOHHOTO apxMBa Kak HEMaTepuasbHOrO akTWBa MpW MpoAae
NPeAnpuUATUA, CIMAHUAX W NornoLeHnax (0cobeHHOo aKTyasibHO A1 NMPOMbILLIIEHHOCTH, HedTe/ra3oBoro
KOMM/IEKca, KOraa B [AOKYMEHTaX COAEp’KaTca CBeAEHWA ANA  CTPaTernyeckoro mniaHWpoBaHUs,
Hanpumep, pesybTaTbl Fe0NI0rMYECcKoi pasBesKn MECTOPOKAEHUI, YEPTENKMN KOHCTPYKLMI CaMONeTOoB,
nT.A.).

9. BbicTpom noabope M NOUCKe AOKYMEHTOB B SKCTPEHHbIX CUTYaLMAX.

Bo3smoxnoctu mnpoBenenuss HHUOKP (Tonpko u3yuyuB mNpeablAyIIMA OIBIT HAay4YHBIX
HCCIIEIOBAaHUI, MO’KHO YCIEIIHO ABUIaThCS BIEPEN).

Baenpenue cucteMbl 3JIEKTPOHHOTO apXHUBa JOKYMEHTOB 10 JIMYHOMY COCTaBY IO3BOJISIET
B 3HAYUTEJIHHOM CTENEHH ONTUMU3UPOBATH M YIPOCTHTHh PalbOTy KaJIpOBUKA. IJIEKTPOHHBIN
apXuB BBICBOOOKJaeT 0()MCHOE MPOCTPAHCTBO OT HAKOMHUBIIUXCSA JOKYMEHTOB M 00€CIIeUNBaAET
3amuTy  uHGbopmammu  Onmarojapsi  co3maHMIO  pe3epBHbIX  komumil.  Kpome  Toro,
CHUCTEMAaTHU3UpPOBaHHAs 3JEKTpPOHHas 0a3a JaHHBIX IOMOTaeT COTPYAHUKY KaJpOBOM CIIy:KOBbI
OTIEPAaTHUBHO HAXOJUTh HYKHYIO MH(GOpPMAIUIO, MTHOBEHHO TOJ0UPAaTh JOKYMEHTHI, OTIPaBIIss
UX I10 3JIEKTPOHHOM 1moyTe, U T. 1.

Pabora ¢ gokymMeHTamMu 1O JINYHOMY COCTaBy TpeOyeT, 4TOObI KaJJpOBUK 3HAJT HE TOJIbKO
TPYZAOBOE 3aKOHOAATEIHCTBO U MOPSIOK JAETONPOU3BOJICTBA, HO U OCHOBHBIE MpaBUila XpaHEHUS,
00paboTkM W mepemaun OyMar Ha apxwBHOE XpaHeHWe. Hajexarnee BBIMOJHEHUE 3THX
00s13aHHOCTEHN CBSI3aHO C OOJBITUMU BPEMEHHBIMU 3aTpaTaMU, YTO MPETSITCTBYET BHITTOJTHEHHUIO
MEPBOCTENIEHHBIX KaJpOBbIX 3ajad. boiyiee TOro, cam crenuanucT KaApoBOM CIIy>KObI JIMIIEH
BO3MOYHOCTH pEaIn30BaTh CBOU MpodeccuoHanbHble aMOUIINY, KOTOPbIE MOTYT OKa3aThCs IINpe
BBITIOJTHEHHS CYyry00 OyMa)KHOU pabOoTHI.

JIns1 COBpeMEHHOM KOMIIaHUU ONTUMAJIbHBIM PEIICHHEM BOIIPOCA XPAHEHHUs JOKYMEHTOB
[0 JINYHOMY COCTaBy JOJDKHBI CTaTh TIpPaMOTHOE XpaHEHWEe, CHUCTEeMaTu3alus U
aIMUHHUCTPUPOBAHUE C COOMIOZIGHHEM 3aKOHOAATEIbHBIX HOpM. B momHON Mepe 3To
OCYIIECTBUMO 3a CYET IPHUBJICYEHUS CTOPOHHMX AapXMBHBIX KOMIAHWK. B 3TOM cutyanuu
PYKOBOJIUTENISIM OpPraHU3alui OCTAETCs JIUIIb OMPEICIUTh KPEIUT JOBEpHUs K TAKUM CIIy:k0am 1
pEeUIUTh, TOTOBBI JIU OHU UJITH B HOT'Y CO BPEMEHEM.

OnTUMaNbHBIM PEIICHHEM YKa3aHHBIX MPOOJIEM MOXKET CTaTh CHUCTeMa, pa3paboTaHHas
crienranuctaMu koprnopauuu IJIAP, - «31eKTpoHHBIN apXUB KaJpOBOT0 JAEIOMPOU3BOACTBA» - U
MpecTaBJIstonas co60i KOMIUIEKC /Ui JOKYMEHTAIIHOHHOTO 00ecreueHHs KaJpOBbIX MPOIIECCOB
U 3al0UTHl IepcoHaNbHbIX AaHHbIX (IT/T).

Cucrema aBTOMaTU3UPYyET OOJILITMHCTBO MPOIECCOB, C KOTOPHIMHU KaIPOBUK €KETHEBHO
cTalkuBaeTcs B cBoedl pabote. Tak, pelieHHe TMO3BOJSET BECTH CTATHCTUKY U Y4eT
yIpaBJICHUYECKUX KAAPOB, HAXOAALIUXCA B PE3EPBE, NOTydaTh HCTOPUIO PaOOTHI C 3TUM PE3ePBOM
3a J1I000M mepuoa BPEMEHH, a TakKe aHaJu3UpoBaTh JTalbl Mpo(deccHoHATBbHOTO pocTa
coTpynHuka. Bo3MoXHOCTH OBICTpOro TMOMCKAa M JOCTyNMa K HE0OXoauMoil uHpopManuu o
COTPYJIHHKax B DJIIGKTPOHHOM apXMBE€ CHWXAKOT TPyAO3aTpaTbl M BpeMs Ha COCTaBIICHUE
MoAOOPOK JOKYMEHTOB JJsi OTYETHOCTH U TIPEJCTaBJICHHs TMPOBEPSAIONIUM OpraHam, Ha
00paboTKy 3ampocoB, a TaKKe Ha BOCCTAHOBIICHUE U 3aBEPEHUE KOMHIA yTpaueHHBIX JOKYMEHTOB
HAa OCHOBAaHHUM WX DJIEKTPOHHBIX 00pa3oB. BHeapeHHe cHCTeMBbl TO3BOJIAET OCYIIECTBISATH
KOHTpOJIb HAaJl COCTABJICHHEM WJIM 3alOJHEHUEM KaJIpOBOM JOKYMEHTAIUd U OTCIEKHUBAThH
KauyeCTBO U CPOKHU BBIMIOJHEHHUS pabOT COTPYAHHUKAMH KaJPOBBIX MOAPA3JEICHUN B PEXKUME
peanbHOro BpeMEHU. A XpaHEHHE JOKYMEHTOB B PEKMME BEPCUOHHOCTH MO3BOJISIET OTCIIEIUTD,
KOTJa, KEM U KaKHe€ M3MEHEHHS] BHOCHIIMCH B KaXbli KOHKPETHBINA KaIPOBBIN IOKYMEHT.

Kpome Toro, cocraB pemieHust «IEKTPOHHBIM apXWB KaJpOBOTO JEJIONPOU3BOJICTBA»
MO>KHO THOKO KOH(UTYpPUPOBATh B COOTBETCTBUU C TPEOOBAHUSIMHU U 33/ladaMH OpraHHU3aIiy, a
TaKXKe MPOCTO U OBICTPO MOJCPHUZUPOBATH U PACHIUPSITH CUCTEMY C Pa3BUTHEM KOMITAHUU.

CocraB pemenusi. Pemenue «OJEKTpPOHHBIM apXWB KaJpOBOTO JAEJIONPOU3BOACTBAY
COCTOUT U3 HECKOJIBKHUX MOJMYJIEH, KOTOpblE B KOMILUIEKCE OPTraHU3YIOT OTIAXKEHHYIO padoTy
CUCTEMBI.



PaGorta yepes uHTepdenc
yyeTHoH, ERP, HRM - cucremo!

CeTeBOW NnpuHTEp

Texywwh sson - — ( Monyqb
AOKYMEHTOB ’ 3aWWLLEHHON nevaTu

[lepBrIif U3 HUX - MOIYNb YIPABICHUS AJIEKTPOHHBIM apXMBOM, KOTOPBI CTPOUTCS Ha
6aze cucrembl DJIAP CAITEPMOH. Cucrema mo3BoisieT XpaHUTh JHOOBIE THUIBI JOKYMEHTOB
(ammekTpoHHBIE 00pa3bl OYMa)KHBIX JTIOKYMEHTOB, JOKYMEHTHl YUETHBIX cucTeM, (GoTodailyibl u
ap.). C ee NOMOIIBIO MOXHO IOJIy4aTh OTNEPATUBHBIM MHOTOIOJIB30BATEIBCKUN JOCTYII,
OCYILIECTBIIAITh OBICTPBIA TMOUCK JIOKYMEHTAallMd B OJJIGKTPOHHOM apXHWBE€ IO 3aJaHHBIM
napaMerpam U KiIaccu(UUUpOBaTh JOKYMEHTHI [0 PA3IMYHBIM aHAIUTUYECKUM IMpH3HAKaM. A
OTpaHHuYEHUE JOCTYyNa K KOH(PHUAECHIUATbHBIM JOKYMEHTaM WM YacTsIM JAOKYMEHTa MO3BOJISET
coOII0AaTh 3aKOHOJATENBCTBO T10 3aIIUTE EPCOHATBHBIX JAHHBIX.

Crnenyromuii - MOlyb 10CTYNA K 3J€KTpOHHOMY apxuBy. Ero pabora ocymectsisercs
kak Hanpsamyro u3 cucreMsl DJIAP CAIIEPMOH, Tak u yepe3 npuUBBIYHBIE UL [10JIb30BATEIEH
MpOrpaMMHBIE TPUJIOKEHHUS 32 CUET BO3MOXHOCTH HHTErPAllMM C CUCTEMOM YIpaBJEHUS
AJIEKTPOHHBIM apXUBOM. A Ui IPEANPUATUNA C XOJIIUHIOBOM CTPYKTYPOUM OpraHu3yeTcst JOCTYI
K JaHHBIM M3 TEPPUTOPUATBLHO VYIAJEHHBIX MOJpa3JeleHUil dYepe3 KOpIOpATUBHBIC
UH(OPMALIUOHHBIE CETH.

[TonHOCTBIO aBTOMATH3UPOBATH MPOIECC MEepeBoa OYMa)KHBIX KaIpOBBIX JTIOKYMEHTOB
NpEeAnpUsITHs B DJIEKTPOHHBIM BUJI TO3BOJISIET MOAYIbL Tekymero BBojaa. CocTtaB 3TOro
MPOrPaMMHO-ANMAapaTHOTO KOMILIEKCAa 3aBUCUT OT KOJMYECTBA MEpCOHaANa, paboTaroIiero B
KOMITaHUH, €KEJHEBHOIO IOTOKAa KaJpOBOW JOKYMEHTAllMM W OOBEMOB apXHBOB, 4YTO U
OTpeeNnseT TUIMBI CKaHUpYOLEro oOopymoBaHus. [laHHblii MoOAynh  obOecriedrBacT
JOKYMEHTAI[HOHHYIO TOJJEPKKY KaJIpOBBIX OHM3HEC-TIPOIIECCOB, IMOCKOJIBKY CBOEBPEMEHHOE
HaloOJHEHUE 3JEKTPOHHOTO apXHWBa TEKYIIMUMH W ApXMBHBIMH KaJIPOBBIMHU JIOKYMEHTaMU U
MPUBS3KA DJEKTPOHHBIX OOPa30B pEATbHBIX KaAPOBBIX JTOKYMEHTOB K YYETHBIM JaHHBIM
TFapaHTUPYIOT ONEPATUBHBIN TOCTYI K JAHHBIM YIIOJHOMOYEHHBIM COTPYIHUKAM.

Monyns XpaHeHUs: CO3[aeT EHTPAIN30BAHHOE XPAHUIUIIE OONBIINX 00HEMOB JAHHBIX
Ha OCHOBE CHEIHATU3MPOBAHHBIX ONTHYECKUX Hakomutened Ha DVD/BD-muckax.
OpranuzoBaHHOE TAaKUM 00pa30M XpaHEHHE KaJIPOBOM JOKYMEHTAIIMH TapAaHTUPYET COXPAHHOCTh



U HEU3MEHHOCTh HMH(pOpManmuu B TedeHue Oosnee 50 JeT COracCHO 3aKOHOJATENbCTBY INPHU
MUHUMAaJIBHBIX 3aTpaTax Ha MOJACPHHU3ALNIO U 00CTY)KMBaHNE XPAHMIIHIIA.

Kpome Toro, 3To cHnocoOCTByeT CYIIECTBEHHOMY CHIDKEHHIO BHYTPEHHHX 3aTpar Ha
JIOPOTOCTOSIIYI0 apeHy IUIOIIAJed MOJ apXUBbl KaJpPOBBIX JOKYMEHTOB, TaK KakK I103BOJISET
nepeMecTuTh OyMa)KHBIM apXWB Ha TEPPUTOPHIO OoJiee MEIIeBBIX apeHIHBIX IUIOMIANeH, a B
TEKylmel padoTe COTPYOHHKOB KaJpOBBIX TOJpPA3JCNCHH HCIOJb30BaTh JIOKYMEHTHI
JJIEKTPOHHOT'O APXUBA.

Monynp 3allMIIEHHOrO BbIBOJA JOKYMEHTOB Ha II€4aTh CTPOUTCS Ha OCHOBE
MOJAKIIIOUEHHUSI cepBepa Iedard, cnenuanusupoBaHHoro [IO u pa3BepTbIBaHUS CUCTEMBI
aBTOpH3AIMM ITyTEM YCTAaHOBKH HJICHTU()UKAIMOHHBIX YCTPOWCTB Ha mpuHTEpax u MOV
npennpustus. Jnst uaentTugukanumn nonb3onareneil npumenstorcs: PIN-koapl, OeckoHTaKTHbIE
IJIACTUKOBBIE KApThl, MarHUTHBIE KapTbl, IITPUX KOJbl WM CKAaHEPHl OTIEYATKOB MaJIbLIEB.
Cucrema aBTOpH3allMM MOXET OBITh OOBEAMHEHA C YK€ CYHUIECTBYIOIIEH B OpraHU3aluu
3aKa34yrKa cCUCTeMOM 0€30I1acHOCTH, HAlIpUMeEp, Yepe3 KapThl, UCIOJIb3YEMbIE COTPYTHUKAMU /TS
IIPOX0/1a Yepe3 CUCTEMY KOHTPOJISI AOCTYIa Ha Npeanpustue. Moiysab Mo3BoJIsSeT aHaIU3UPOBATh
Bce paboOThl MeyaTH IO pa3JIMYHBIM [apaMeTpaM, B TOM YHCIE KOJHMYECTBO M COCTaB
OTIPABJISIEMBIX HA €YaTh JOKYMEHTOB JJIsl MCKJIIOUYEHHUS MCIOJIb30BaHUS TEXHUKU JJIs JTUYHBIX
eJen.

3amMTa NEpPCOHANBHBIX JaHHBIX. PemeHne «OJEKTPOHHBIM apXUB  KaJpOBOTO
JIeIONIPOU3BOJICTBAY MOJIHOCTHIO COOTBETCTBYET TPEOOBAHMSIM 3aKOHOJATENhCTBA IO 3alllUTe
MEPCOHAIBHBIX JAHHBIX, COIJIACHO KOTOPOMY KOMIAHWH, paboTaroliye ¢ MepCOHaIbHBIMU
JTAaHHBIMU, 00513aHbI TAPAHTUPOBATH UX HAJIEKHYIO COXPAHHOCTb.

Ororo ypaercs JAOCTUYb HECKOJbKMMHM crioco0amu. B wacTHOCTH, 3a cueT (QyHKIUU
KOJUPOBaHUA JOKYMEHTA, IPOCMOTP KOTOPBIX CTAHOBUTCSI BO3MOKHBIM TOJIBKO IIOCIIE BBEICHUS
napouist. Takke cucrema nomyckaeT ucroias3oBanue DI u mpu HEOOXOAMMOCTH OTPaHUINBAET
JOCTYI K 4YacTsAM apXuBa, OTAENbHBIM JOKYMEHTaM WIM UX (parMeHTam IJis pa3iMyHbIX
noJjib3oBarenied wim rpynn  nois3oBatened. Kpome Ttoro, OJIAP CAIIEPUOH xpanut
JJIEKTPOHHBIE JIOKYMEHTHI B BHJE CIELUAIBHOIO 3aKOAMPOBAHHOIO (ailza coOCTBEHHOTO
dbopmarta (Mmetadaitna) I WCKIIOYEHHS BO3MOXKHOCTH HEMPABOMOYHOTO KOIMMPOBAHUSA U
UCIOJb30BaHUs Bcel MHGpOpMalMu WiIM ee YacTh. Bce 3T Mepbl M CO3/1al0T HEoO0XOAuMBbIE
YCIOBUSA U1 HAJEXKHOIO, 3AlIUIIEHHOTO XPAaHEHUs IEPCOHAIBHBIX JAAHHBIX COTPYIJHHKOB
KOMITIaHUH.

Buenpenune pemenus «JIEKTPOHHBIN apXUB KaApOBOTO IENOIPOU3BOICTBAY MO3BOJIAET B
CUMTAHHbBIE CEKYHIbl HAXOJUTh HEOOXOIUMBIH JIOKYMEHT, KOHTPOJIMPOBATH IPaBHILHOCTh
odopmiIeHHs JeT B peXKUME PealbHOTO BPEMEHHU U IPOBOAUTH ayAUT KaJpOBOM TOKyMEHTALUU B
yoaJleHHbIX ¢uinanax u nojpasneneHusx. Kpome Toro, cucrema obecnednBaer palboTy ¢
TEKYLIUMH KaJpOBBIMM JOKYMEHTaMH, YTO oOOJerdaer MpoLecC PEerucTpauuu KaJIpoBoii
JOKYMEHTAlMH, a 3a CYET MHTEIPALUU JJIEKTPOHHOIO apXHuBa C CYIIECTBYIOLIMMH KaJIpOBBIMHU
crucTeMaMM aBTOMaTU3UpyeTcs: paboTa o y4eTy U coopy craTucTuueckoil nupopmaruu. Bee sto
B KOMIUIEKCE 1103BOJIAET MOJHOCTHIO aBTOMAaTH3UPOBATh pabOTy KaJIPOBUKOB, ONITUMH3HPYS TEM
CaMbIM JEATEIIBHOCTb KaJpPOBbIX MOAPA3IEICHUNA KOMIIAaHUH.

Hcnonbs3oBaHue 3JIEKTPOHHOIO apXuBa B PabOTe CIYXObl YIpaBJIEHUS MEPCOHATIOM.
Kpome kagpoBOro JOKyMEHTAIlMOHHOTO y4e€Ta B MPOLIECCE YIPABJIEHUS MEPCOHAIOM KPYIHBIX
NPENpUATHI CO3/aeTCsl MHOKECTBO He()OpMalIn30BaHHBIX JIOKYMEHTOB: IICHXOJIOTHYECKHE
XapaKTepUCTUKHU COTPYJHHUKOB, ydeOHBbIE MaTepHajbl, COLMOJIOIMYECKHE OMPOCHI, PE3yIbTaThl
OLIEHKH Mpo(eCCHOHANBHBIX KayecTB IMepcoHasa U JAp. Takue NOKyMEHTBhI TaKke MOXKHO
3arpy3uThb B IEKTPOHHOE XPaHWINILE.

CDA no3BoiisieT GOpMHUPOBATH €IWHBIE MAKEThl JOKYMEHTOB, CBSI3aHHBIX C O0y4EHUEM,
OLIEHKOH, aTTecTanueil nepcoHana Jasi JOKYMEHTAIHOHHOTO 0OOCHOBAaHUS MPUHATHUS KaJPOBBIX
peLIeHui.

PykoBoauTessiM 1enapTaMeHTOB, HaYaJIbHUKAM OT/IENIOB, CIeIMaINCTaM 1o 00yYeHHIO U
JIPYrUM  YIOJHOMOYEHHBIM COTPYAHHMKAM HAacTpauBalOTCs IpaBa JOCTyMa K TMOJOOHBIM
nokymeHTaM B COA 11 COBMECTHOM C KaApOBOH ClTy>kK00# pabOThI IO YIIPaBJIEHUIO TEPCOHATIOM.



MaccoBasi onppoBKa JOKYMEHTOB MPONUIBIX JeT. s 3 PEeKTUBHOTO HCIOIB30BAHUS
CHCTEMBI 3JICKTPOHHOTO apXWBa HEOOXOJMMO HAIOJHHUTH €ro CKaH-KOMHMSIMU OyMajKHBIX
KaJpOBBIX JOKYMEHTOB. MUHIMAaJIbHO HEOOXOAMMBIH 00BbeM JOKYMEHTAIUHU (TUIIBI, KOJTUYECTBO,
CpPOK JaBHOCTH) JUIs OLM(POBKH ONpeAessieTcss Ha dtamne dKcnepTu3bl. OH 3aBHCHUT OT
BHYTPEHHUX MOTPEOHOCTEH KaJIpoBO#l CIIy>KOBI, 4aCTOTHI 3aIIPOCOB CIPABOK, BBIITHCOK M KO
JOKYMEHTOB U JIpyrux (akropoB. OAHOBPEMEHHO ONPEIEINISAETCS KOJUYECTBO MHIEKCUPYEMBIX
noJiell, HeoOXOJUMBIX JUIs AS(PQPEKTHBHOTO TOWUCKA JaHHBIX. TakuMm 00pa3oM, MOXKHO
ONITUMHU3UPOBATh OOBEMBI, CPOKM W CTOMMOCTH BBINOJHEHHsSI pa0OT MO OIHM(POBKE, a TaKKe
ONPEJEIUTh OYEPETHOCTh CKAHUPYEMBIX JTIOKYMEHTOB U JIEJI.

PaboTel 1O MaccoBOMy CKaHUPOBAaHUIO apxXuBa OyMaXXHBIX JOKYMEHTOB MOTYT
BBIIIOJIHATHCS HAa IPOM3BOACTBEHHBIX IUI0Iakax Kopnoparuu ninu Ha tepputopun 3akazuuka. B
MIOCJIETHEM CITy4dae UCIOIb3YI0TCS MOOMIIbHBIE OpHUrajibl CIIEHHUAINCTOB MO0 CKAHUPOBAHHUIO.

Bcee paboThI BBITIOJTHSET BBICOKOKBaJIM(DHULIPOBAHHBII epcoHan 1o
CHEIMATM3UPOBAHHBIM TEXHOJIOTHUAM. B 4YacTHOCTH, MPUMEHSIOTCS TEXHOJIOTMHM IO 3alUTe
NepCcoHaNbHBIX JaHHbIX. Hampumep, Ha 3Tane MHAEKCUPOBAHUS M300pakeHUE paslensieTcs Ha
yacTy U ()parMeHThl C JAHHBIMHU OJIHOTO TuNa ((haMWINK, UMEHA, MaCOPTHBIE TAHHBIE WU Jp.)
MPUXOAAT Al 00pabOTKH OJHOMY OIepaTopy, JaHHbIE JPYroro TUma — K Japyromy. Takum
o0pa3oM, HHUKTO HE BHUIUT LEJOCTHYIO HH(OPMAIMOHHYIO KapTHHY 00pabaTbiBaeMoro
JOKYMEHTA.
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Bricokoe kauecTBO pe3yabTaToB pabOT JOCTUTAETCS 32 CYET MHOTOCTYIIEHYATON CUCTEMBI
KOHTPOJII Ka4decTBa M CHELUAIBHBIX TEXHOJIOTWH. Hampumep, mpu pydHOM pacrno3HaBaHUH
JTOKYMEHTOB OJTHO N300pakeHUe IIPUXOANUT Ha 00pabOTKY IBYM OIlepaTopam, a KOHTPOJIUPYOLIast
IporpamMma CpaBHUBAeT BBEJCHHbIE UMU JTaHHbIE. B cilydae pacxoskJeHus IPaBUIIbHOCTh JAaHHBIX
MOJITBEPXK/IAET BHICOKOKBATM(PUIIMPOBAHHBIN COTPYHHUK.

B pe3ynbrate MaccoBoil ouM(poBKHM NOIydaeTcsl UEKTPOHHBIH HMHOOPMAIIMOHHBIN
pecypc (CKaH-KONUM JOKYMEHTOB M HHJEKCHas 0a3a), TOTOBBIH K 3arpy3ke B 3JEKTPOHHOE
XpaHUJIHILE.

IlepcnekTuBBl pa3BUTHS pelIeHus. MojaepHHM3alus M MacIiTaOMpOBaHUE peEIICHUs
OCYIIECTBISIETCS C POCTOM MpeanpusTHs, ¢ BBeaeHueM OO1iero neHTpa oOpaboTKu KaapoBOM
JOKYMEHTAIK (HampuMep, Ui TEPPUTOPHATIBHO PACPEAETICHHBIX U XOJIIUHIOBBIX CTPYKTYD),
JUIL XpaHEHUs JOKYMEHTOB JPYruX CIyx0 opraHuszauuu (Oyxrajatepus, JOTOBOPHOH OTHeN,
noJpaszeneHus], 00eceunBaroOIe OCHOBHbIE OU3HEC-IIPOLIECCHI U T.1L.).

Ilo 3ampocy 3aka3uMka BO3MOXKHA pa3pabOTKa AaBTOMATU3WPOBAHHBIX CHCTEM IS
HR-mporieccoB moadopa, arrectanuu, oOydyeHUs IepcoHaia Ha IardopMe >IEKTPOHHOTO
apXxuBa.



IIpeumyiecrsa:

. MosblweHne apPeKTUBHOCTU PaboTbl KaapPOBOM CNyKObl 33 CHET COKPALLEHUS BPEMEHM
06paboTKM KaapoBoN MHGOPMALIMK U CHUXKEHNS 06 Bbema BymarkHOro 4okymeHToobopoTa.

. CHWXKeHMe HarpysKku Ha NPoduabHbIX cneumannctos HR-nogpasaeneHmi.

. BbICTPbIN MOMCK 4OKYMEHTOB MO Nt06bIM aTpubyTam (TabenbHblii Homep, PUO

COTPYAHVKA, NoApasaeneHune, TUN 4OKYMEHTa, BDEMEHHOM NEPUOA, U APYTUE) U B PEXKUME
NONHOTEKCTOBOrO NOMCKA, GOPMUPOBaAHME U NeYaTb NOAO0PKU KaApOBbIX LLOKYMEHTOB.

. [onrospemeHHOE XpaHeHNe 3NEKTPOHHbIX [LOKYMEHTOB B TeYEHME CPOKOB,
npesycMOTPEHHbIX 3aKOHOAATENIbCTBOM, C aBTOMATUYECKUM YBEAOMIEHUEM OTBETCTBEHHbIX
COTPYAHWKOB 06 UCTEUEHWUM CPOKOB XPaHEHMUS.

. ObecneyeHue 3aWmMTbl NEPCOHANbHBIX AAHHbIX 3@ CYET MPOrPaMMHOrO OrpPaHUYeHUn
A0CTYNa K HUM, HAaCTPOWKM NPaB Nosib30BaTe e, UCNO/b30BaHMA CNeLnann3vpoBaHHOro Moay A
3alUMLLEHHOM neYaTu.

. CHUKEHME PUCKOB MOPYMN U yTePU OPUTMHANOB KA POBbIX 4OKYMEHTOB.

. CokpalleHMe 3aTpaT Ha cofepKaHne apxnBa BYMaKHOW KaapOoBOi LOKYMEHTALMN.

Peanuzosannvie npoexmui.

CucremMa aBTOMATH3AIUM JIeSITeJILHOCTH apxuBoB YensiOuHcKkoi 061acTn

I'Y «O06benuneHHbl rocyaapcTBeHHBI apxuB YensOunckoit obmactu» (OI'AUO) —
camMoe KpYITHOE YUPEKJICHUE apXUBHOM CITYy)KOBI peruoHa, B KOTOPOM XpaHUTCs OoJiee 2 MITH eI,
B TOM uucie ocobo ueHHelx. B crpykrypy OI'AYO Bxoasar 10 otaenoB u 6 CEKTOPOB,
COXPAaHHOCTh U HCIIOJIb30BAHUE JOKYMEHTOB oOecreunBaioT 120 coTpyIHUKOB.

[IpaBurensctBoM YensOmHCKON oOmacTu OblTa TOCTaBJieHa 3aJada — OOECIeYuTh
MPEAOCTABJICHHE B KpaTyallliie CpOKH HEOOXOIMMOW apXWBHOW WMHMOpMAIMu I mepexoja
OI'B Ha okazaHue roCcyJapCTBEHHBIX YCIYT B AJIGKTPOHHOM BHJE. JTO MO3BOJIUIO BO3OOHOBUTH
paboTel 1o co3manuio EnnHoN MH(POPMAIMOHHO-TIOMCKOBOM CHUCTEMBI apXUBOB UesiOMHCKOM
obnacTu.

TpeboBasock 00eCeYnTh:

a) BO3MOXXHOCTbH ynajeHHo# momadyn oOpamenuss B OI'AYO u KOHTpOJs Haja XOJI0M U
pe3ynbTaTaMH €ro MCHOJHEHHsI JUIsi 0O0paOOTKH COIMAJIBHO-TIPABOBBIX 3ampocoB YIIDP,
OpraHu3ali U rpakJiaH;

0) BO3MOXKHOCTb YAaJIEHHOM pabOThI C JOKYMEHTaMH U3 cocTaBa (poHAa MOJIb30BaHUS Ha
AJEKTPOHHBIX HOCUTEIISAX IS 3aPETUCTPUPOBAHHBIX M10JIB30BATENEH YUTAIBHOIO 3aJ1a ApXHBA;

B) MOTOJHEHHE CYILIECTBYIOIIEH HH(POPMAIIMOHHO-TIONCKOBON 0a3bl apxuBa U (QoHIa
M10JIb30BAHUS HA AJIEKTPOHHBIX HOCUTEIISAX 3JIEKTPOHHBIMU KOIUAMHU IOKYMEHTOB apXUBa.

Jnst pemiennst 3TUX 3agad Obuto pemeHo mpoBectn oOHoBiIeHMe AMC APXHUB ¢
no0aBieHHEeM U JOpabOTKOM TUIIOBBIX MOTyJIEH U peanu3aleii web-cepBHUCOB.

Pemenne. Ha nepBom stane B pamkax 'K NeO1.K ot 11.07.2011 6bl1a ycnemHo peiieHa
3a/laya OMepaTUBHON OTPabOTKU COLMAIBLHO-TIPABOBBIX 3ampocoB. Kpome Toro, Obl1 pacuimpex
CIHMCOK TEMAaTUYECKUX pa3/esioB 3JCKTPOHHOTO XpaHUIUINA U J100aBIEHb HOBBIE TOJS B
CTPYKTYpY 0a3bl IaHHBIX JJISl HHACKCAIIMHU TOKYMEHTOB JOPEBOJIIOLMOHHOTO IEPUOA.

B Hacrosimmii MOMEHT MPOJOJIKAIOTCS Pa0OTHI MO PACHIUPEHUI0 (PYHKIHOHAIBHBIX
Bo3moxHOcTel cuctembl AUIC APXVB st 06cimyskuBanust yjaleHHBIX MOJIb30BaTeNeld. Bropsim
ATarnoM 3ariaHupoBaHo cosnanue B 2012 roxy UHTepHeT-opTanza apXuBHOHN CIIY»KObI 00JIaCTH U
3aBeplIeHHE TeKYIINX PaboT Mo OOHOBIEHUIO CYIIECTBYIOIIUX M BKIIOYEHHUIO B COCTaB CUCTEMBI
JOTIOTHUTENBHBIX MoAyneld. CormacHO TPEIbSIBICHHBIM TpPeOOBAHUSM, TEXHOJOTUYECKAs
apPXUTEKTypa CHCTEMBI TIO3BOJIUT OOECTIEUUTh COBMECTUMOCTE C HH(OPMAITHOHHBIMH CHCTEMaMHU
FOCYJapCTBEHHOTO CEKTOpa M pPa3MYHBbIX BEAOMCTB 33 CYET MCIOJIb30BAHUSI OTKPBITHIX
CTaHJApTOB B3aUMOJCHCTBUA.

Pesynbrarel. KoMmiieke peanu3yeMbix MEPOTIPUATUN TTO3BOJIUT:

1. ObecneunTtb rpaxkaaHam M opraHuM3aLMAM BO3MOMKHOCTb B MOJIHOM Mepe peannsoBaTtb
CBOW NpaBa Ha noayyeHne MHGOPMaLMKM, CoaepKalLenca B apXMBHbIX ZoKymeHTax OTAYO.
2. MoBbICUTb 3PPEKTUBHOCTb AEATENbHOCTU ApXMBa MO yNpaBAeHUIO U NpeaoCcTaBAEHMIO

AocTyna K GoHAam B 6yMarKHOM U 3/1eKTPOHHOM BUAE.
3. MoBbICUTL ONEPaTUBHOCTL 06PABOTKM NOCTYNAOLMX COLMANBbHO-NPABOBbIX 3aMPOCOB.



4, CHM3UTb HaArpysKky Ha COTPYAHMKOB 32 CYET aABTOMATM3ALMM TUMOBbLIX APXMBHbIX
npoueayp.

Taxxe peanusoBanbl poekThl B opranax 3AIC.

JuekTpoHHblii apxus 3AI'C Kanununnrpajackoii odJactu

3AI'C (ArenrctBo) Kanmununrpaackoit oOjacTu SIBISETCA HCIIOIHUTEIBHBIM OPraHoM
rOCYyJapCTBEHHON BJIACTH, OCYIIECTBIIIIOUIMM (YHKIUM OPraHHU3alUU JESTEIBHOCTH TI0
rOCylapCTBEHHOW  PETruCTpalldd  aKTOB  TPaXKJAHCKOIO  COCTOSIHUS Ha  TEPPUTOPUHU
Kanuaunrpaackoit obnacTu, crnenuaibHble (YHKIUN B YCTAaHOBJIGHHOW c(epe NeITeIbHOCTH U
KOOPJIUHUPYIOIUM JiesiTesnibHOCTh 25 otaenoB 3AI'C roposna KanuHuHrpaa u MyHULIMIIAIbHBIX
oOpa3oBaHUil 00JIaCTH.

C momenTa o6pazoBanus Kanuaunrpaackoii oonactu (KO) B 1946 romy apxuBbl OpraHos

3ATI'C nakomwu 6oJiee 9000 aKTOBBIX KHUT, IPY 3TOM B YUETHYIO CUCTEMY BHECEHBI CBEICHHS 00
aKTax rpakJIaHCKOTO COCTOSIHUS HaurHasi ¢ MoMeHTa €€ BHenpeHus: — B 2004 rony. 3amucu ¢ 1946
110 2003 rozpl (0K0JIO 2 MIIH. 3anuceil) MpeACTaBIeHbI TOJIBKO B OyMa>KHOM BH/IE.
C menpro aBTOMaTH3allMd OCHOBHOM JNesiTeTbHOCTH AreHTcTBa U otaenoB 3AI'C, mepexona Ha
OKa3aHHE TOCYJapCTBEHHBIX YCIYT B 3JIEKTPOHHOM BH/JIE, @ TAKXKE JUISl MOBBIILIEHUSI COXPAHHOCTH
JOKYMEHTOB Ha OyMakHbIX HocuTensx, lIpaBurenbctBoM Kamununrpaackoir obmactu ObLIO
MPUHATO pelieHne 00 onudpoBKe AOKYMEHTANbHOTO (OoHAA TO perucTpanuu akToB
I'PAKTAHCKOTO COCTOSIHUS U CO3JaHUIO €IMHOM MMOMCKOBO-CIIPABOYHONU CHCTEMBI « DJIEKTPOHHBIN
apxuB 3AI'C» KanunuHrpaackoit o6mactu.

Pemenune. Ha nepom stanme B 3AI'C (ArentctBe) Kammnunrpaackoir obmactu Obul
pa3BepHYT MPOTrpaMMHBIA KOMIUIEKC B BHJE MakeTa CHCTeMbl U C(HOPMHPOBAH TECTOBBIN
ANEKTPOHHBIN HHGOPMAITMOHHBIN pecypc B 00beme 20 Thic. 3anuceit. B kaxxmom otaene 3AI'C KO
HACTPOEHO KIIMEHTCKOE MPUIIOKEHHE VIS YIATIEHHOTO JOCTYIA K AJIEKTPOHHOMY apXUBY.

Jlnst opraHM3anuu SJIEKTPOHHOTO apXuBa ObUIO perieHo ucmnoJib3oBaTh ECM-cucremy
CAIIEPHUOH. CAIIEPUOH otHocutcs k cucremaM kinacca ECM, mpenHa3HauyeHHBIM JIst
OpraHU3aIuH U YIIPaBJICHUS JICKTPOHHBIMHU peCypcaMH JF000# CII0KHOCTH, U 00J1aaeT HabopoM
BCTPOEHHBIX (DYHKIIMOHAIBHBIX BO3MOXKHOCTEH, HEOOX0MUMBIX ist opranu3zanuu DA 3AIC:

1. XpaHeHWe JOKYMEHTOB B BUAE 3aKOAMPOBaHHOTO MeTadaiina, He AoNyCKaroLWero
dparmeHTapHOro KONMUPOBAHWA U HepernameHTUPOBAHHOIO NPOCMOTPa MHbOPMaLMK;

2. pasrpaHuyeHune AOCTYNa K XPaHWMbIM AOKYMEHTaM Ha yPOBHe rpynn, ponei
no/sb3oBaTesiei u OTAENbHbIX NOb30BaTeNei;

3. OnepaTUBHbIM MNOUCK XPAHALLMUXCA B CUCTEME AOKYMEHTOB, C BO3MOXHOCTbIO
bopMMpOBaHMA NPOU3BO/IbHBIX NOABOPOK CBEAEHMI 06 aKTOBbIX 3aNUCAX UM INEKTPOHHBIX KOMU
L,OKYMEHTOB MO K/ILO4YEBbIM NapameTpam;

4, BO3MOKHOCTb MHTErpaumun AN A0CTYNa K 3NEKTPOHHbIM KOMMAM aKTOBbIX 3anuncei
HenocpeacTBEHHO U3 MHTEpdEliCa YYETHOM CUCTEMBI;
5. NpAMOe ynpaB/iieHNe CKaHUpPYOLWMM 060pyA0BaHNEM A1 aBTOMATUYECKOro

HAMNONHEHMA XPAHUANLLA S1EKTPOHHbBIMM KOMUAMM AOKYMEHTOB, NOCTYMNAOLWMMM C y4aCTKOB
oundpoBKY;

MOAJNEPKKA BEPCUOHHOCTH, KOra IPU HU3MEHEHUM IOKYMEHTA WIM NAaHHBIX OHU HE
IEPE3aNUChIBAIOTCA, & COXPAHAECTCA UX OUEpEIHAS BEPCUS.
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Ha BTOpOIi 3Tare B COOTBETCTBUH C 11€TIeBOM TporpamMmmoit «Pa3Butue nHpopmMannoHHOTO
obmiectBa B Kamununrpazackoit obimactu Ha 2011-2014 roasi», O6bio pemeHo B 2012 roxy
MPOBECTH CKAaHUPOBAHHWE BCEro o0ObeMa akToBBIX 3ammced 3a 1946-2003 roapl u
MIPOMHJEKCUPOBATh (CO3AaTh JJEKTPOHHBbIE KapTOUKH) TeCTOBbIM MaccuB otnena 3AIC
['ypbeBCKOTO MYHUIIMTIATILHOTO paiioHAa.

Jlis monoOHBIX 3amuceil ObLIO PEHIeHO BOCIOJB30BATHCS BCTPOCHHBIM B CHUCTEMY
CAIIEPMOH wmexaHu3MOM BEpPCHOHHOCTH, KOT/Ia OJIHOM aKTOBOW 3aliCU CTaBUTCS B
COOTBETCTBUE HECKOJIBKO BEPCHM YUETHOM KapTOUKH, C BO3MOKHOCTD ITOMCKA O KAXKJIO0M M3 HUX
oaHOBpeMeHHO. [lomydeHHbIN HHPOPMAITMOHHBIN peCypC, COCTOSIIIAN U3 JIEKTPOHHBIX 00pa30B
JOKYMEHTOB W CTPOTO COOTBETCTBYIOIIMX MM YYETHBIX KApTOYEK, 3arpy’keH B MakeT
MTOMCKOBO-CITPAaBOYHOM CHCTEMBI «ieKTpoHHbIN apxuB 3AI'Cy» KanuHuHTpaackoit o0macTu.

Ha tperbem stame, B 2013 romy, Havdaiace pabotra 1o (GOPMHUPOBAHUIO EAWMHOTO
nHopmanmonnoro pecypca 3AI'C (ArenrcrBa) Kasmuaunrpanackoi o6mactu. Ilocie Toro kak
equnblid pecypc 3AI'C KO Oyner chopMHUpoOBaH U 3arpyKeH B CUCTEMY, «DJIEKTPOHHBIN apXUB
3AT'C» KO Oyner mepeBeieH B CTaJMIO MPOMBIIUICHHON KCIUTyaTallid, ¥ CMOXET B IOJIHOM
Mepe pean30BaTh CBOE MpeaHazHaueHue. Kpome Toro, B paMkax TPEThEro 3Tamna IIaHUupyeTCs
poBecTu HUHTerpauuio OiekrpoHHoro apxuBa ¢ MANC 3AI'C BO Bcex TeppUTOpPUATBHBIX
otnenax 3AI'C KO ansa 6ompiiero yngo0cTBa UCIONb30BAaHUS U COKPAIICHUS BPEMEHH Ha MOMCK
Tpebyemoii nHdopManuu.

Pesynbrarel. Kanununrpanackas o61acTh cTaja HEPBBIM PETHOHOM, PEaTM30BABIIMM
MIPOEKT IO MEepPEeBOAY B DJEKTPOHHBIN BUJA BCEero BocTpeOoBaHHOTO (oHIa 3amuceil 00 akTax
PAXKJIAHCKOTO COCTOSTHUS.

OO6nacTp yxe Mmoiy4yusia B 3JIEKTPOHHOM BHUJE OJWH U3 Hanbosiee ColraIbHO 3HAYMMBIX
JOKYMEHTHBIX pecypcoB, a K koHIy 2013 rona, Giarogapsi U3BJICUECHUIO 3HAYNMBIX CBEJCHHUN U
HAMOJIHEHUIO CUCTEMBI JIEKTPOHHOTO apXHBa, CMOXET 00ECHEeUUTh MOJHOIEHHBIN Mepexo]l Ha
npenocrasienne ycuyr 3AI'C B 3nekTpoHHOM BHJE M uHTerpupoBarh opransl 3AI'C B
UHDPACTPYKTYPY MEKBEIOMCTBEHHOTO JIEKTPOHHOTO B3aUMOICHCTBHUS.

Taxkum oOpaszom, coznanue InexkrpoHHoro apxuBa 3AI'C KamunuHrpajackoit oGmactu
MIO3BOJIMJIO:

1. co3patb eauHoe MHPOPMALMOHHOE NPOCTPAHCTBA AR BBOAA, XPaHEHUA W
MCMONb30BAHUA 3INEKTPOHHbLIX JAOKYMEHTOB W CBEAEHWMA 06 aKTax rpaKAaHCKOro COCTOAHMSA
KanuHuHrpaackoit obnactu;

2. COKPaTUTb CPOKM MpeaocTaBneHus ycayr B cdhepe rocyaapcTeeHHoln pernctpauum AIC m
OTPaboOTKM MEKBELOMCTBEHHbIX 3aNpoOCOB 3a CYET MepeBoAa B INEKTPOHHbIA BUA BCErO



BocTpeboBaHHOro ¢oHAA aKTOBbIX 3anucelm U obecnevyeHUss ONEpPaTUBHOrO pPerJiaMeHTUPOBAHHOIO
AoCTyna  COTPYAHMKOB  TeppuTopuanbHbiX oTaenos UM AreHtctea 3AIC K noaydyeHHomy
nHPopmMaLMOHHOMY pecypcy;

3. obecneynTb cUCTEMATU3ALMIO U J0NTOBPEMEHHOE XPaHEHMWE 3NEKTPOHHbIX AOKYMEHTOB
W AaHHbIX;
4, MWUHUMMU3NPOBATL YMC/IO 3aMPOCOB K BYMaXKHOMY apxvBy W CHM3UTb Takum obpasom

PUCKM Mopun M yTpaTbl OyMaKHbIX [OKYMEHTOB, 33 CYeT WCNo/ib30BaHMA W obpaleHus
NPENMYLLLECTBEHHO K 31EKTPOHHbIM 06pa3am aKTOBbIX 3aMUCEN;

5. MOBbICUTb YPOBEHb KOHTPOAS W ayAuTa Kak BHYTPEHHeN [fOeATeNbHOCTH, TakK
npeaocTaB/NeHUA  TOCYAAPCTBEHHbIX  YCAYT U MEKBELOMCTBEHHOTO  B3aMMOLEWCTBUA,
MWHUMMU3NPOBATb, TaKMM 0OPA3OM, PUCKU HEWUCMONHEHWUA 3anpoCoB rpaxgaH W oOpraHM3auuii
YCTQHOB/IEHHbIE CPOKM.

®m X X

Enunas HH(OPMALMOHHO-TIOUCKOBAs cucremMa rocy/1apcTBeHHbIX u
MYHUIUNATbHBIX apxXuBOB fImajio-Henenxoro asronomuoro okpyra (AHAO)

Pa3Butne  uHpoOpMmanMoHHOro  o0miecTBa W MEpexXoJ  Ha  IPEelOCTaBJICHUE
rOCy/IapCTBEHHBIX YCIIYT B 3JIEKTPOHHOM BU/JIE MOTPEeOOBAIM BKIIOUEHUS APXUBHBIX YUPEKACHUN
B MHQPACTPYKTYpPY PETHOHAIBHBIX JIEKTPOHHBIX MPpaBUTENbCTB. HapaBHe ¢ rocyapcTBeHHBIMU
apxuBaMH, OOJagaromMMH OOJIBIIMMU MAacCHBaMU HCTOPUYECKHX, COLMAIbHO 3HAYUMBIX
JOKYMEHTOB U IOKYMEHTOB 110 INYHOMY COCTaBYy, 0c000€ BHUMAHUE YAENISIETCS MyHUIIUTTIATbHBIM
apxuBaM, XpaHSANIMM B CBOMX (OHIAX JOKYMEHThI MO OCHOBHOM JEATEIbHOCTH OPraHOB
MYHMIIMIIAIBHOW BJIACTH, CYJEOHBIX OpraHOB, OOIIECTBEHHBIX OpraHU3allHi, MPOMBIIUICHHBIX,
CEJIbCKOXO3SUCTBEHHBIX M HHBIX HOPEINpUsTU, B TOM  4YHCIE€ BOCTpeOOBAHHBIE
IIPaBOYCTAHABIIMBAIOIINE JOKYMEHTBI MyHULIUIIAIUTETOB.

Ceroanst HaunOosee >(PQPEKTUBHBIM MOIXOJOM K aBTOMATH3allUU SBIIAETCS CO3/IaHUE
€IMHOM, I[EHTPAIM30BAHHON CHUCTEMBbI YIPABJICHUS AapXWBHOM [IE€ATEIIBHOCTHIO HA YpPOBHE
cyorekta P®. VkazanHas cucrema A0bKHA 00JaaTh BCEM HEOOXOAMMBIM (DYHKITMOHAIOM TIO
aBTOMATH3allMd apXUBHOHN NEATEIBHOCTH M BO3MOYKHOCTbIO T'MOKON HACTPOMKHU AJISl peIIeHUs
MHIVBUAYAJIBHBIX 33/1a4 KaKI0TO apXUBHOTO YUPEKICHUS.

Jlns noBbimieHUst 3()(HEKTUBHOCTU MPOLIECCOB OCHOBHBIX HAIPABICHUH JEATEIILHOCTH
roCyIapCTBEHHBIX U MyHHUIIMITAJIbHBIX aDXUBOB, a TAKKE IIEPEX0/ia Ha IIPEIOCTABIICHUE apPXUBHBIX
yCIyr B JIEKTpOHHOM Buje, [IpaBurensctBom fIMano-HeHenkoro aBTOHOMHOro Ookpyra ObLIO
MPUHATO pelIeHWe O CO3JaHuu eauHOW uHpopMarmoHHo-mouckoBoi cucrembl (EUIIC),
o0benuHsONIeH B cBoeM KoHType CirykOy 1o aenam apxuBoB, ['ocynapctBennbiii apxus (I'A) u
apXyBBl MyHHUITUTIATBHBIX 00pazoBanuii SHAO.

Pemenue

1.Ha mnepBoM »3Tame MNOCTPOECHUS €OUHOM cucteMbl ¢ mnomouibio moxayined ANC
DJIAP-ApxuB OblIIM aBTOMaTU3UPOBaHbI llepBoouepeanble GyHKkunu Ciryx0bl 10 J1ej1aM apXuBOB
u l'ocynapcrBennoro apxuBa SIHAO no ynpaBieHHIO apXUBHOM J1€STENBbHOCTBIO, YUeTy (OHIOB
1 00CITy)KMBaHMIO 110JIb30BaTeNCH B YUTAJIbHBIX 3aIaX.

JU1s BBIBEJICHUSI CUCTEMBI B CTAJIMIO OTBITHOM KCIUTyaTalluy B He€ ObLIIM UMIIOPTUPOBAHBI
y4eTHO-apXuBHbIe AaHHbIe U3 Beaymeiics B ['A SIHAO o6meorpacneBoit B/l «ApxuBHblit poHI»,
a TaKKe 3arpykeH nepBoodepenHoi MH(opMaMoHHbIN pecypc B cocTaBe 340 apXUBHBIX JIEl,
npenocraBieHHbId Ciry:x00¥ Mo JesaM apXuBOB.

2. B 2012 rogy moacucrema I['ocynapcrBenHoro apxuBa SIHAO Oblna jnomosnHeHa
MOJYJIEM aBTOMAaTH3alMU y4eTa IIpHUeMa U UCIOJHEHHS 3alpOCOB U MOAYJIEM B3aWMOACHCTBHUS
EUIIC c IIK «ApxuBHBIA (POHA», pean3ylolUM IBYXCTOPOHHMH 0OMeH MH(popmanueil mo
pyOpukam, GoHAaM, OIUCSIM U JETaM.

boina BeimonneHna kouBepranus u 3arpyska B EUIIC Bcex tematnueckux b/l, Benymuxcs B
I'A SAHAO. IlapamnenbHo ObUIM MpOBeNEHBI PAaObOTHI MO CO3JAHUIO AIIEKTPOHHOTO (OHIA
M0JIb30BaHMSI ITyTeM OLU(POBKU JOMOTHUTENbHO 20 apXuBHBIX onucei u 6oee 1000 apXuBHBIX
nen 3a nepuoj ¢ 1887 mo 2000 roapl, Bkirouast 166 0co60 EHHBIX Jell.

OTnenbHBIM  IIEMEHTOM, OOECHEeUMBAIOIIMM IPEJOCTABICHUE AapXUBHBIX YCIYT B
UIEKTPOHHOM BHJE, cTaja nojacucrema «MHTepHeT-nopram». BKIIOYEHHBIN B €€ COCTaB MOJYJIb



«BupTyanpHbI YUTAJIBHBIA 3a» MPEJOCTABIISAET II0JIB30BATENISIM BO3MOXKHOCTH IIOMCKA II0
aBToMaTtu3upoBanHoMy HCA apxuBOB M cocTaBieHHs TpeOOBAHUI Ha JOCTYNl K apXWBHBIM
JOKYMEHTaM IIOCpecTBOM cetu MHTepHeT.
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O« MOAYAS BIaMMOoseRcTavA ¢ NK sApxuamel Somar

3. OnnoBpemenHo ¢ 3tuM B 2012 roay JlemaprameHT MH(DOPMAITMOHHBIX TEXHOJOTHHA H
cs3u SIHAO mpuctynu kK peaau3alnuy IpoeKTa Mo aBTOMAaTHU3allui MyHUIIUTIATbHBIX apXUBOB U
noarotoBku ux k BriaodeHutro B EUIIC CnyxObl mo genam apXuBOB B COOTBETCTBUU C
MEpONPUATUSIMH  LIeTIeBOM  mporpammbl  «Pa3Butue HWHQOpPMAIIMOHHOTO  OOIIECTBA U
¢dbopmupoBanue smekTpoHHoro npasurenscTBa AHAO na 2011-2013 roasny».

C uenpbl0 HCKIIOUEHHUS 3aTpaT, CBS3aHHBIX C JIOpPa0OTKOM  pa3NUYarolIuXcs
aBTOMATU3UPOBAHHBIX CHUCTEM, a Takke oOecredeHuss B TMOCIEIYIOIIeM OJHO3HAYHOMN
copmectumoctd ¢ EUIIC, Obuto mpuHATO pelieHue pa3paboTaTh THIOBYIO IOJCHCTEMY
«MyHunMnaneHelii apxuB» Ha ocHoBe Moaynein AMC OJIAP-ApxuB. B coorBercTBuM C
rOCy/IlapCTBEHHBIM KOHTPAKTOM, pa3paboTaHHas TOJCUCTeMa Obla yCTaHOBJEHa B 7-MH
MYHULUIIAJIBHBIX apXUBaX U apXUBHBIX oTAenax MyHuunanutetos AHAO.

Kaxaplik MyHUIMNATBHBIA apXWB TMOJYYUST CBOIO, aBTOHOMHYIO HH(OPMAIMOHHYIO
CUCTEMY, MO3BOJMBLIYIO CO3/1aBaTh W YNPaBisATh aBTOMaTtu3upoBaHHbIM HCA mo gokyMeHTam
apXuBa, BECTH y4e€T MOCTYIUIEHHUS 3alpOCOB IMOJIb30BATEIEH M HCIOIHATH UX B AJIEKTPOHHOM
BHJIE, TIOTIOJIHATE AJIEKTPOHHBIN (DOH]I IOJIB30BaHUS U HCIOIH30BaTh TOKYMEHTHI 3 €r0 COCTaBa,
B TOM YHCJI€ PEaTM30BaTh 0OCTY)KMBaHNE MOJIb30BaTENICH B UNTAILHOM 3aJle.

[IpeumymectBa. [IpuMeHeHe KOHLIETIIMK LEHTPAITM30BAHHON aBTOMATH3aIlUU apXUBHBIX
yupexaeHuii cyobekra P® ¢ ucnosip3oBaHHEM THIOBBIX MOJIYJIEH CIEHUATN3UPOBAHHOIO
nporpaMmmHoro mnpoaykta ANC 3OJIAP-ApxuB TO3BOJSET TNOAYyYUTh Pl 3HAYUMBIX
MIPEUMYILECTB:



a) TOBBICUTh O(PQeKTUBHOCTh aAeaTesnbHOCTH CiyxObl 1O  JemaM  apXuBOB,
['ocynapCTBEeHHBIX W MYHUIMIAJIBHBIX APXMBOB PErHOHA MO YAOBJIETBOPEHUIO MOTpPeOHOCTEH
MOJIb30BaTENe B PETPOCIIEKTUBHOW AapXWBHOW HWHGPOpPMALMH, B TOM YHCIE MOCPEICTBOM
aBTOMAaTHU3alM1 PYTUHHBIX MPOLECCOB U MPOLEAYP APXUBHOM JEATEIbHOCTH;

0) MOBBICUTH KAYECTBO MPEAOCTABISIEMBIX YUPEKICHUSIMU apXUBHOU CIYKOBI YCIIYT 3a
CUET CO3JaHMsl M HAMOJHEHHUsS AaBTOMATHU3MPOBAHHOIO HAy4YHO-CIIPAaBOYHOIO ammapaTta Io
JTOKYMEHTaM apXHWBOB, COKPAILIEHHUS CPOKOB UCIIOJIHEHHUS OOpAIeHNH rpaXk1aH U OpraHu3alui, a
TaKXK€ IPEJOCTaBICHUSA TpakJaHaM BO3MOXKHOCTH JIOCTyNIa K TOCYJapCTBEHHBIM U
MYHHULMIIAJIBHBIM ycIyraM depe3 cetb HTepHeT;

B) 00eCTeYnTh BO3MOKHOCTh LEHTPAIM30BAaHHOTO PAa3BUTHA U MOJICPHU3ALUU CHCTEMBI
IIPU U3MEHEHUH HOPMATUBHOT'O PErYJIMPOBAHUS EATEIbHOCTH;

I) TOBBICUTH A((EKTUBHOCTH pabOThl IKCIEPTHO-NMPOBEPOUYHOM KOMHCCHUU U
MIPEIOCTaBUTh BO3MO’KHOCTh aBTOMAaTH3MPOBAHO, B PEXKUME PEAIbHOTO BPEMEHM OTCJIEKHUBAThH
MOKa3aTesH JIeATEIIbHOCTH apXUBOB U (POPMHUPOBATH OTYETHO-CTATUCTUYECKYIO JJOKYMEHTAIUIO B
pa3IMYHbIX pa3pesax;

1) 00ecreynTh COXPAaHHOCTh 0CO00 LIEHHBIX, YHUKAIbHBIX U Hanbosee BOCTPEOOBAHHBIX
JOKYMEHTOB 32 CUET U3BATHS UX U3 000pOTa U CO3aHUsI SJEKTPOHHOTO (POH/A MOIb30BaHMSL.

Pesynbratel. Ycmemnas peanuzanusi mpoekToB ChoykObl MO JenaM  apxXuBOB U
JlenapramenTa nHGOpPMaIMOHHBIX TexHOoJorul U cBsizu AHAO no3Bosnna:

B monHo#t Mepe aBTOMATH3UpPOBATH MPOIECCHl apXWUBHOW neaTenbHOCTH CIiy:kObl 1O
nemam apxuBoB u ['ocymapctBeHHoro apxuBa SIHAOQO, obecrneunThs mpenocTaBiIeHHUE apXUBHBIX
YCIIYT B JIEKTPOHHOM BHJI€ KaK B YaCTH HMCIIOJHEHHUS 3allpoOCOB MOJIb30BaTeNIeH, TaK U B 4acTU
MpPeOCTaBIeHNUs JocTyrna K ¢oHAaM U OOCIyKHMBaHMS TOJb30BaTeled TMOCPEACTBOM
BUPTYAJIbHOTO YATAJIBHOTO 3aJ1a.

B nosHoM Mepe aBTOMaTU3MpoBaTh 7/ MyHULIMNANBHbIX apxuBoB IHAO ¢ nmpuMeHeHueM
TUNOBBIX MoOAyjied mporpamMmHoro npoaykrta AVUC DJIAP-ApxuB, B TOM 4HCle peaqn30BaTh
(YHKIIMOHAJ UCTIOIHEHUS 3alpOCOB U 0OCITYKUBaHUs 0JIb30BaTENEH B UNTAIBHOM 3aJle.

Hamonuute aBTomaTtmsupoBanHblii HCA u co3nmaTh AJIEKTpOHHBIN (OH]I TOJIb30BaHUS
lNocynapctBeHHOTO M MyHHIIMTIATBHBIX apxuBOB SIHAO, a Takxke 00eceuuTh ero COTPYIHUKOB
MPOrPaMMHBIMHU M TEXHUYECKUMU CPEICTBAMU JJISl CAMOCTOSITETbHOM OIIM(POBKH (POHIOB.
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