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Pa6ouas nporpamma cocrasiena Ha ocHoBe ®I'OC BO - 6akanaBpuar 1o HalnpasJICHHIO
noxrotoBku 46.03.02 JIoKyMeHTOBEIeHHE B apXUBOBeeHUe (pruka3 Muno6pHayku Poccun ot
29.10.2020 r. Ne 1343)

Pabouass mporpaMma paccMoTpeHa H  ofo0peHa ,Ha cefaHud  Kadeapsl
I[Temaroruyeckoro o6pa3oBaHuUsI ¥ JOKYMEHTOBEICHHS
31.01.2023, mporoxoi Ne 5
3ag. kadenpoit C.C. Benukanosa

Pa6oyas nporpamma ofo6peHa Metoaudeckoi komsccue IO
14.02.2023 r. mpoToxoa Ne 6 ol
Ipencenarens T.E. AGpam3oH
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JIner akryaauszanuu padoueil mporpaMmbl

PaGouast mporpamMmma repecMoTpeHa, 00CykaeHa u 0100peHa s peanusamnuu B 2024 - 2025
yueOHOM rofy Ha 3acefnanuu Kadeapsl llemarornueckoro oopa3oBaHus U TOKyMEHTOBEACHUS

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

PaGouast mporpamMma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzamnuu B 2025 - 2026
yueOHOM rofy Ha 3acenanuu kadeapsl llemarornyeckoro oopa3oBaHus U TOKyMEHTOBEACHUS

[IpoTokom o 20 r. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena st peanmszanuu B 2026 - 2027
y4eOHOM roy Ha 3acenanuu Kadeapsl [lemarornyeckoro o0pa3oBaHus U JIOKyMEHTOBEICHHUSI

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmsanuu B 2027 - 2028
y4eOHOM roy Ha 3acenanuu kadeapsl Ilegarorndeckoro o0pa3oBaHus U JOKYMEHTOBEICHHUS

[IpoTtokom oT 20 . Ne
3aB. kadenpoii C.C. Benukanona




1 Iles1u ocBOEHUS TN CUMILTHHBI (MOYJI51)

[enstMu OCBOCHUS TUCIUTUTHHBI (MOJTYJIs1) « APXUBBI IO JIMYHOMY COCTABY» SIBIISTFOTCS:

paccMoTpeHue BOIIPOCOB odopmieHus OpraHHU3aIOHHO - KaJIpOBOH,
paclopsAUTEeIbHONW, WH-QOPMAIIMOHHO-CIIPABOYHON JTOKYMEHTAllMM W JIOKYMEHTAIIMH I10
JMYHOMY COCTaBY B TECHOM CBSI3U C H3JI0KEHHUEM PEKOMEHIAIUH 10 Mepexo1y paboThl KaJpOBBIX
CIIy’0 OT TPaTUIIMOHHBIX (POPM K COBPEMEHHOU CHCTEME YIPaBIICHHUS IIEPCOHATIOM U OCHOBAMH
TPYIOBBIX OTHOLIEHHH paboTonaTenss U pabOTHUKA B COOTBETCTBHM C TPYJIOBBIM KOIEKCOM
Poccwuiickoii dpeneparum.

2 MecTo THCHHMIIMHBI (MOYJIAA) B CTPYKTYpPe 00pa30BaTe/IbHOI MporpaMMal

JucuunnuHa ApXHBBl 1O JIMYHOMY COCTaBy BXOJUT B 4YacTb Yy4eOHOro IIIaHa
bopMHpyeMyI0 yyaCTHUKaMHU 00pa30BaTeNIbHBIX OTHOIIEHUH 00pa30BaTeIbHON IPOrpaMMBbl.

JUia  u3ydeHus  AMCUMIUIMHBI  HEOOXOAMMBI  3HAaHUS  (YMEHMs,  BJaJEHUs),
chOpMHUPOBAHHBIE B PE3Y/IbTATE U3YUCHUSI AUCLUIUINH/ IPAKTUK:

VYipasieHue nepcoHaioM

[IpaBoBeneHue

KagpoBas nonmutuka

Kanposoe nenonponsBoiacTBo

ApxuBoBeneHue

ONEKTPOHHBIE aPXUBHBIE IOKYMEHTHI

VYipasieHue 3J1eKTPOHHBIMY apXUBaMU

3nanus (YMEHHs, BIAJICHUS), TOJyYCHHbIE MPH M3yYCHUU TAHHON NUCIMILIMHBI OyIyT
HEO0XOIUMBI JUIsl U3yUSHUS TUCHUIUTNH/TIPAKTHK:

KondunennuanbHoe 1e10npon3BoCTBO

3 Komnerenuun odyuarouierocs, popMupyembie B pe3yJibTaTe 0CBOEHUS

AUCHUILINHBI (MOYJI5) ¥ IJIAHUPYEMBbIe Pe3y1bTAThI 00y4YeHHs

B pesynabrare OCcBOeHMS IUCHMIUIMHBI (MOIYyJsl) «ApPXHUBBI MO JMYHOMY COCTaBY»
oOyyJaronuiics 10mKeH 00J1a1aTh CICYIOIIMMU KOMIIETEHITUSIMU:

KO)I HHJUKaTOopa I/IHILI/IKaTOp JOCTHIXXCHUA KOMIICTCHIIN

[1K-3 CnocobGeH opraHu3oBath U aJMHUHUCTPUPOBATH AEATEIBHOCTh 110 OpPraHU3alMM Tpyda U
OILJIAThI IEPCOHAIA

[TK-3.1 OO6ecnieunBaeT JOKYMEHTAIIMOHHOE M OPTaHH3allMOHHOE COIMPOBOXKICHUE
CUCTEMbI OpraHu3alliy 1 OILIaThI TPY/a epcoHaia

[T1K-4 CniocobeH pyKOBOAUTH MPOLIECCOM CKaHUPOBAHUS, BBOJIa U 0OPaOOTKHU JaHHBIX B CUCTEME
JIEKTPOHHOI'O apXHBa

I1K-4.1 VYrpaBiserT AeATeNbHOCTHI0O MO KOHTPONIO (DYHKIMOHHPOBAHUS, BBOJA U
00pabOTKH JIAHHBIX B CUCTEME DJICKTPOHHOT'O apXHBa

[1K-4.2 Pa3pabatbiBaeT 0KagbHBIE HOPMAaTUBHBIE aKThI [0 BOIIPOCAM OpraHU3alluu
IIpoLecca CKAHUPOBAHMS B CUCTEME DJIEKTPOHHOIO apXHUBa

[1K-4.3 OcylecTBISIET CTPATETHYECKOE TUIAHUPOBAHME M TMOCTPOEHUE IPOLIECCOB
CKaHMPOBAaHMsI, BBOJA W OOpaOOTKM JaHHBIX B CHUCTEME JJIEKTPOHHOTO
apxuBa




4. CTpyKTypa, 00bEM U coep:KkaHue TUCHUIIMHBI (MOAYJISA)
OO0miast Tpy10€MKOCTh JUCHUIUIMHBI cOCTaBisieT 4 3adyeTHbIX enuuull 144 akaza. 4acoB, B TOM

HHUCJIC:

— KOHTaKTHas pabora — 75,9 akaj. 4acoB:
— ayauTopHas — 64 akaJ. 4acos;
— BHeayauTopHas — 11,9 akan. gacos;

— camocTosTeapHas padoTta — 32,4 akaj. 4acos;
— B (hopMe npakTudeckoit moaroroBku — 0 akaj. yac;

— MOJIrOTOBKA K DK3amMeHy — 35,7 akaj. Jac

®dopma aTTecTaluu - SK3aMEH

AynutopHast g
o | xonrakTHas pabora E = DopMma TEKyILETo
Paznen/ Tema 3 (B axan. uacax) = E‘ Brn . KOHTPOJIA Kon
g 3 © | caMocrosTenbHON | YCIIEBAEMOCTH H
JACIATUTAHBL 5 S . | xoMnerenn
@) g £ paboTsl MIPOMEKYTOYHOM
Tex. mab. [ mpaxr. zZ aTTeCcTaluu
3aH. 3aH. O &
1. Pagmen 1 TIOHATHUE
APXMNBOB TIIO0 JIMYHOMY
COCTABY u nx
HOPMATUBHAS
PETJIAMEHTALIMA
Nzyuenue
TEOPETHIECKOTO
1'01K MCHTALMIL X aiii:g; MaTe-puana, Tecr no pazneny | T1K-3.1, TIK-
AOKY 1HH, Xp 3 3,25 3 HU3JI05KEHHOTO B Nelwu urorosoro 4.1, TIK-4.2,
B apxXuBax IO JIMYHOMY
JEKIUAX U TecTa T1K-4.3
COCTaBy
JUTEPATypPhI IO
7 Teme
W3yuenue
TEOPETUYECKOTO
(]1-).21-11( fll/lc())l; h:IaTOP;ZI:Z{ﬂ basa MaTe-puana, Tecr no pazmeny | T1K-3.1, TIK-
YHIKIL P 3 4,25 1 M3JI0’KEHHOTO B Nel u urorosoro | 4.1, I1K-4.2,
apXMBOB 10  JIHYHOMY
TEKIUAX U TecTa T1K-4.3
COCTaBy
JUTEPATYPHI 110
TeMe
Wroro no pazneny 6 7,5 4
2. Pazgen 2. OTBOP U
ODOPMIJIEHUE JEJ,
COJIEPXAIINX
JOKYMEHTBI o
JIMYHOMY COCTABY IJId
JOJI'OBPEMEHHOI'O
XPAHEHUA
Nzyuenue
TEOPETHIECKOTO BAIONHEHHC
2.1 DxcnepTusa IEHHOCTH Mmarepuaia, 0.3 Nel 1 TeeT K IK-3.1, IIK-
JIOKyMEHTOB M0 JIMIHOMY| 7 4 4/41 3 HM3JI0)KCHHOTO B p- '213' ey Ne 4.1, TIK-4.2,
COCTaBy JIEKIIUAX U pasieiy e T1IK-4.3

JUTEPATYPHI 110
TeMe

HTOTOBOIr0 TeCTa 2




Nzyuenue

2.2 Tlepemawa pgen Ha TEOPETUYECKOTO
Brinonnenue
JIOJITOBPEMEHHOE Marepuaia, 0.3 Nel ¥ TecT K TIK-3.1, TIK-
XpaHEHUE U OMBIT APXUBOB 3 3/31 3,31 HM3JI05KEHHOTO B p-3.7% 4.1, T1K-4.2,
paznemry No2
o paboTe ¢ TOKyMEHTaMH JEKIUAX U T1K-4.3
HUTOTOBOIO TECTa
T0 JINYHOMY COCTaBY JUTEPATypPhI O
TeMeE
Nzydenne
TEOPETUYECKOTO BhIHOMHEHIE
2.3 dopmupoBanue Marepuana, mp.3.Nel u Tect K TK-3.1, [IK-
J'Ii/l‘{HI)IX o C(I))T P HUKOB 6 5/51 3 H3JI0KEHHOTO B p- 2;3 _en N2 4.1, TIK-4.2,
a pyA JIEKIMSX U pas/eiy e TIK-4.3
HWTOTOBOIO TECTA
JUTEPATypPhI O
TeEMeE
HUroro no pazaeny 13 12/121 9,31
3. Pazgmen 3. OIIMCAHUE,
TIONCK 41
HCIIOJIb3OBAHUE
APXUBOB II0 JIMYHOMY
Nzydenne
i N TEOPETUYECKOTO
2.1 . IjaquoacnpaB;qug MaTepHAT, B:E:'-I:)ZHHeHeIze IK-3.1, TIK-
HE?{H%J IéocTI;);HB g{nnré], 7 5121 3 M3JI0’)KEHHOTO B 1Ip- 2;3 —enH }0; K 4.1, T1K-4.2,
y Y- JIEKIMAX U paszeity e TIK-4.3
JIeIT TIO JINYHOMY COCTaBY HWTOTOBOTO TECTA
JUTEPATYPHI 110
TeEMeE
Nzyuenue
TEOPETUIECKOTO BhIHOMHEHIE
3.2 Hcnons3oBanue Mmarepuaia, T TIK-3.1, TIK-
apxuBoB mo JuuHomy| 7 | 5,75 7 3 HU3JI05KEHHOTO B p-3.32 4.1, T1IK-4.2,
pasneny Ne3
COCTaBy JEKIUAX U T1K-4.3
HWTOTOBOTO TECTA
JUTEPATYPHI 110
TeMe
Nzyuenue
TEOPETUIECKOTO BhiNosHeHe
3.3 DIEKTpOHHBIE APXHUBEI Mare-puaia, np.3.Ne2 u TecT K TK-3.1, TIK-
Hlo HHJ:IHOI\E COCTAR P 0,25 0,5 13,09 | wusnoxkeHHoOro B p.3.7% No3 4.1, TIK-4.2,
y y JIEKIUAX U pasjiely N T1K-4.3
HUTOTOBOIO TECTa
JUTEPATYPHI 110
TeMe
Hroro no pazaeny 13 12,521 19,09
4. KonTpoib
BrimmonaeHne
Nzyuenue KOHTPOJIbHOU
TEOPETUYECKOr0 |paboThl, HTOTOBOTO
MaTe-puana, TEeCTa U BCEX TIK-3.1, TIK-
4.1 KoHTpoJb 3HaHUH 7 W3JI0KEHHOTO B | mpomexkyrounsix | 4.1, TIK-4.2,
JIEKIIUAX U pabot T1IK-4.3
nureparypbl o | IIpoMexyrodHas
TeMe aTrTecTanus -
DK3aMeH
Uroro no pazneny
Hroro 3a cemectp 32 32/141132,3975 SK3aMeH
HToro no gucLUIINHE 32 32/1411 | 32,4 3K3aMeH




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

1. TpaaunuonHsie 00pa30BaTEIbHBIE TEXHOJIOTHU OPUEHTHPYIOTCS Ha OpraHU3AIMIO
00pa3oBaTeNbHOTO  MpOLlecca, MPEANONAralIlyl0 HPsIMYI0  TPaHCISALUIO 3HAHUA  OT
MIPEno1aBaTelis K CTyICHTY

@opMbl y4eOHBIX 3aHATHI C UCIIOJIB30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHI:

NudopmanmronHas nexus

CemuHap

[IpakTHueckoe 3aHSATHE, MMOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHUM M HABBIKOB I10
MPEIOKEHHOMY aIrOPUTMY.

2. TexHOIIOTUH TPOOIEMHOTO O0yUCHHUS.

®opmbl y4eOHBIX 3aHATHUI C UCIIOIB30BAHUEM TEXHOJIOTUN MPOOIEMHOr0 O0yUYEHHUS:

[IpoGnemHuas JeKius

Jlexumst «BaBoem» (OMHApHAS JICKITHS)

[IpakTrueckoe 3anaTre B popMe MPAKTUKYMA .

[IpakTuueckoe 3aHsATHE HAa OCHOBe Keiic-merona. Keiichl 0a3upyroTcs Ha pealbHOM
(haKTHYECKOM MaTepHuaie Uil e MPUOIMKEHBI K peaTbHOM CUTYAIIHH.

3. UrpoBble TeXHOJIOTUH — OpraHu3alus o0pa3oBaTeNLHOTO MPOIEcca, OCHOBaHHAs Ha
PEKOHCTPYKIIMU MOJIETICH MOBEICHUSI B PAMKaX MPEAJIOKEHHBIX CIICHAPHBIX YCIIOBUM.

@opmbl y4eOHBIX 3aHSATHI C UCIIOJIb30BAHUEM UTPOBBIX TEXHOJIOTH:

VYyebnas urpa.

JlemoBas urpa.

Ponesas urpa .

4. TexHOJIOTUHU MPOEKTHOT'O O0yUYECHHUSI.

OCHOBHBIE THIIBI IPOEKTOB:

UccnenoBaTenbCkuid IPOEKT

TBOpUECKMI1 TPOEKT.

WHbopManoHHbIN TPOEKT.

5. VHTepakTUBHBIE TEXHOJOTUH — OpPTaHM3aIlsa 00pa30oBaTEIHLHOTO IMpoIlecca, KoTopas
MpEeANnoaaraeT akTHBHOE U HEJIMHEMHOE B3aMMO/IECTBHE BCEX YUACTHUKOB, JOCTHKEHHUE Ha 3TON
OCHOBE JIMYHOCTHO- 3HAYUMOTO JUIsi HUX o0O0Opa3oBaTelbHOTO pe3ynbTata. Hapsny co
CHEUMATU3UPOBAHHBIMU  TEXHOJOTHUAMHM  TakOro  pojJa  NPUHIUI  HHTEPAKTUBHOCTH
MPOCIICKUBACTCA B OOJBIIMHCTBE  COBPEMEHHBIX  OOpa3oBaTENbHBIX  TEXHOJOTHH.
HHTepakTUBHOCTH MOAPA3ZYyMEBAET CYOBEKT-CyOBEKTHBIE OTHOIICHHUS B X0Jie 00pa30oBaTeIbHOTO
mpoliecca , Kak clie/IcTBHe, OpMUPOBAHKE CaMOpa3BUBAIOIIEHCS HH(OPMAITMOHHO-PECYPCHOM
Cpenpbl.

®opMbI y4eOHBIX 3aHATHH C MCIOJIB30BAaHUEM CIEIUATU3UPOBAHHBIX MHTEPAKTUBHBIX
TEXHOJIOTHI:

Jlexumst «0OpaTHOM CBSI3M» — JICKIIUS—TIPOBOKAIIUS

Cemunap-auckyccus

6. adopMaIimoOHHO-KOMMYHHUKAITMOHHBIE 00pa30BaTEIIbHBIC TEXHOIOTHH !

Jlexuusi-Bu3yanu3anuus — H3JI0KEHUE COJEPIKAHMS COMPOBOXKAACTCS Npe3eHTaluen
(memoHcTparuel yaeOHBIX MaTEPHAIIOB, MPEICTABICHHBIX B PA3JIMYHBIX 3HAKOBBIX CHCTEMaX, B
T.4. WIUTFOCTPATUBHBIX, TpaUuecKux, ayIuo- U BUACOMATEPUAIIOB).

[IpakTrueckoe 3ansTre B opMe TPE3ESHTAIUH.

Yar-3ansaTHS.

Be6-3ansTus.

TenexondepeHUN.

6 YueOHO-MeTOUYeCKOe 00eclieueHHe CaMOCTOSITeIbHOM padoThI 00ydyaloummxcst
IIpencrasneno B npuioxenuu 1.



7 OneHOYHBIE CPeACTBA AJIsl IPOBeICHHS POMEKYTOYHOM aTTeCTALMI
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAUYecKOe M MHPOPMAIMOHHOE 00ecnedyeHue JUCITUIITIMHBI (MOYJIs1)

a) OcHoBHas TUTEpaTYypa:

1. [Tonos, A. B. ApxuBoBenenue. 3apy0OexxHas poccuka : y4eOHHK i OakajgaBpuaTa u
maructpatypsl / A. B. ITonoB. — Mocksa : UznatensctBo FOpaiit, 2019. — 168 ¢. — (bakanasp
u Maructp. Moayis). — ISBN 978-5-534-06009-6. — Tekcr : snekrponnsiii // DBC HOpaiir
[caiiT]. — URL: https://www.biblio-online.ru/bcode/441487 (nara oOpamenus: 24.04.2023). -
3ari1. ¢ ’KpaHa.

2. Packun, JI. . ApxuBoBesieHHE | yUeOHUK Ui akajeMudeckoro Oakanaspuata / . U.
Packun, A. P. CokonmoB. — Mocksa : M3garensctBo Opaiit, 2019. — 383 c. — (bakamasp.
Axanemuueckuii kKypc). — ISBN 978-5-534-00870-8. — Tekcr : anekrponnsiii // D9BC IOpaiit
[caiir]. — URL.: https://www.biblio-online.ru/bcode/432131 (nara obOparuenus: 24.04.2023). —
3ari. ¢ sKkpaHa

3. Packun, [I. 1. Meronuka M mpakTUKa apXWBOBEAEHUS : Y4EOHHMK IJi CPEIHEro
npodec-cuonanbaoro oopazosanus / 1. 1. Packun, A. P. CokonoB. — Mocksa : M3aarenbeTBo
IOpaiir, 2019. — 339 c. — (IIpodeccuonansHoe oopazoanue). — ISBN 978-5-534-02419-7. —
Tekcr : anexrponnsiit // DBC FOpaiit [caiit]. — URL: https://www.biblio-online.ru/bcode/438495
(mara obparenwust: 24.04.2023).— 3arJ1. ¢ skpaHa

4.Benukanosa, C. C. ApXuBBI 110 IHNYHOMY COCTaBY : y4eOHO-MeToanueckoe mocooue / C.
C. Benukanosa ; MI'TY. - Maruutoropck : MI'TY, 2018. - 1 snektpon. onr. auck (CD-ROM). -
3arn. c TUTYJL. JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3518. pdf&show—dcatalogues/1/1514
334/3518.pdf&view=true (mata oOpamenus: 24.04.2023). - Makpoodsekt. - Tekcr
anekTpoHHbIH. - ISBN 978-5-9967-1154-3. - CBenenus noctynHsl Takke Ha CD-ROM.

5.Benukanoga, C. C. KaapoBoe 1e101npon3BOACTBO U apXUBbI JOKYMEHTOB IO JIUUYHOMY
cocraBy: NpakTukyM : npaktukym [mis By3oB] / C. C. BenukanoBa, M. B. Kamyo0a ;
Marnuroropckuii roc. rexunueckuit yH-T uM. I'. 1. Hocosa. - Maruuroropck : MI'TY nm. I'. W.
Hocoa, 2020. - 1 CD-ROM. - 3arm. ¢ Turyn. okpaHa. - URL
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535
271/4126.pdf&view=true (mata oO0pamenus:24.04.2023). - MakpooObekT. - Tekct
AIIEKTPOHHBIN. - CBefeHus noctynHel Takke Ha CD-ROM.

0) lonmotHuTeEIBHAS TUTEPaATypa:

1.ITonos, A. B. ApxuBoBezieHue. 3apyOexHas poccuka : ydeOHUK A OakajaBpuaTa U
maructpatypsl / A. B. ITonoB. — M. : U3narensctBo FOpaiit, 2018. — 168 ¢. — (Cepust : baka-
naaBp U maructp. Monayne.). — ISBN 978-5-534-06009-6. — Pexum noctyma : www.biblio-
online.ru/book/1BDF5EDO-18D1-4339-A8C0-DC101B08FAF3.

2. loponuna, JI. A. OpraHuzanuss ¥ TEXHOJOTUS JOKYMEHTALMOHHOTO OOecredyeHus
yIPaBJICHUS | YICOHUK U MPAKTUKYM JUTs akageMudeckoro bakanaspuata / JI. A. Jloponuna, B. C.
HputukoBa. — M. : U3narensctBo Opaiit, 2018. — 233 ¢. — (Cepus : bakanaBp. Akanemu-
geckuii  kypc). — ISBN 978-5-534-04568-0. — Pexum goctyma : www.biblio-
online.ru/book/19DADB52-959C-40DA-B18F-C955EFACOCID.

3.0Opranu3ainoHHOe U TIPaBOBOE o0ecrieueHne HHPOPMAITMOHHON 0€30MMacHOCTH | yueo-
HUK 1 npaktukyMm st CIIO / T. A. Tlonsikoa, A. A. Crpensuos, C. I'. UyOykosa, B. A. Huecos ;
otB. pen. T. A. IlonmskoBa, A. A. CrpenbiioB. — M. : U3natensctBo FOpaiit, 2018. — 325 ¢c. —
(Cepus : [Ipodeccuonansnoe odpazoBanue). — ISBN 978-5-534-00843-2. — Pexxum noctyna :
www.biblio-online.ru/book/054509D0-1E35-4080-9E86-19742B336897.

4. Makaposa A. K. ApxuBoBenenue [DnekrpoHHbii pecypc] / Makaposa A. K.;



MI'TY. - Marautoropck : [M3garensctBo MI'TY], 2015. - 146 c. - bubmuorp.: c. 142-146. -
Pexum J0C-TyTa:
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209
678/3435.pdf&view=true. - Makpoo6bekr. - ISBN 978-5-9967-0676-1.

5. HoxymenTts! u3 apxuBa MU/ I'epmannn 1937—1938 ronos — Mocksa : U3naTenber-
Bo [Opaiit, 2019. — 192 c¢. — (Antonorus meican). — ISBN 978-5-534-09314-8. — Tekcr
anextponHbiit // DBC Opaiit [caiit]. — URL: https://www.biblio-online.ru/bcode/427616 (nara
obpamenus:24.04.2023).

6. CamokBacos, /[.5. LlenTpanu3anusi ToCyaapCTBEHHBIX apXUBOB 3amagHoil EBpomnsl B
CBsI3U ¢ apXuBHOM pedopmoii B Poccun : snekrponnas penpoaykius / Camoksacos J1.5. : U3na-
tenbekue apxuBbl, 1899. — 211 c¢. — URL: https://book.ru/book/913461 (nara oOpaiieHwus:
24.04.2023). — TeKcT : 3ICKTPOHHBIH.

B) MeToan4eckune yKazaHus:
[Mpunoxenne 3

r) [Iporpammuoe o6ecneuenue u UnTepHer-pecypcebi:

https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatal
0gues/1/1209678/3435.pdf&view=true. - Makpoodobekr. - ISBN 978-5-9967-0676-1.
Makaposa A. K. ApxuBosenenue [DnextponHbiii pecypc] / MakapoBa A. K.; MITY. -
Maraurtoropcek : [M3agarensctBo MI'TVY], 2015. - 146 c. - bubmuorp.: ¢. 142-146. - Pexxum noc-
Tyma:

www.biblio-online.ru/book/1BDF5EDO0-18D1-4339-A8C0-DC101B08FAFS3.
1.Ilonos, A. B. ApxuBoBeneHue. 3apyOekHas poccuka . Yy4yeOHMK Juisl OakanaBpuaTa U
maructparypsl / A. B. TTonoB. — M. : U3natensctBo IOpaiit, 2018. — 168 ¢. — (Cepus : baka-
naaBp U maructp. Monayie.). — ISBN 978-5-534-06009-6. — Pexum noctyma : www.biblio-
online.ru/book/1BDF5EDO-18D1-4339-A8C0-DC101B08FAF3.

https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatal
ogues/1/1514334/3518.pdf&view=true. - Makpoodbektr. - ISBN 978-5-9967-1154-3.
Bemukanoa C. C. ApxuBBl 1O JIMYHOMY COCTaBY [DJEKTPOHHBIM pecypc] @ ydeOHo-
meroandeckoe nmocobue / C. C. Benukanosa ; MI'TY. - Marautoropck : MI'TVY, 2018. - 1 snek-
TPOH. OIIT. TIICK (CD-ROM). - Pexum J0CTyMa:
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514
334/3518.pdf&view=true. - Makpooobekt. - ISBN 978-5-9967-1154-3.
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Professional
Bbpaysep Yandex cB000THO pactpoctpansemoe [10 0EeCCPOYHO
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®denepalibHOE TOCYAAPCTBEHHOE OIOKETHOE YUpPEkKACHUE
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COOCTBEHHOCTH)




Poccuiickas I'ocynapcrBennas
ounbimoreka. Karamoru

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

DNEKTPOHHBIE PECYPChl  OMOJIMOTEKH
MI'TY um. I''"1. HocoBa

https://magtu.informsystema.ru/Marc.html?locale=ru

®denepanbHbIN o0OpazoBaTebHbBIN
noptal — OkoHoMHKa. COIIMOJIOrHUsl.
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VYHuBepcurerckas nH(pOpMaIMOHHAS
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http://link.springer.com/

MexayHnaponHass — pedepaTUBHAas U
MOJHOTEKCTOBAs ~ CHpaBoYHas  0Oasa
JaHHBIX HAy4YHBIX M3JaHMK _«Springer
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ApxuB HAaYYHBIX KypHaJIOB
«HanmonanbHBIN 3JIEKTPOHHO-
nHGbOPMAIMOHHBIA  KOHIOpHymy (HIT

https://archive.neicon.ru/xmlui/

Nudopmanmonnas cucrema - EguHoe
OKHO JOoCTyna K HH()pOPMAIMOHHBIM
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[TouckoBas cuctema Axagemust Google
(Google Scholar)

URL.: https://scholar.google.ru/

HanmonansHas nH(pOpMaIMOHHO-
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9 MaTtepuaJbHO-TEXHHYECKOE 00ecTedeHne TUCIUTLIHHBI (MOLYJIs1)

VY4eOHble ayJUTOPUH JUIS TIPOBEICHHUS
JVCTAaHIIMOHHBIX 3aHATHN
JIEKIIMOHHOr'O THUIIA

Cron KOMITBIOTEPHBIN, CTOJ TMCbMEHHBIHN, CTYJT OQHUCHBIH,
JOKyMeHT-Kamepa Epson, ncrounuk 6ecriepe0oitHOro muTanust
POWERCOMIMD-1500AP , kamepa BHICOKOTO pa3pelieHus,
KOMITBIOTEP TIEPCOHAIBHBIN (THIIO), ITPOSKTOP
ViewSonicPJD7526W, criukepdon HactonbHbiil Calisto-620
Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHYeCKasi HaCTOJbHAs, CTepeOrapHUTypa (MUKPO(OH C
HIyMOTIOIaBlIicHHEeM), IKkpaHHacTeHHbIDigis Optimal-C MW
DSOC-11032*2

Y4eOHbIe ayTUTOPHH JUIS TPOBEACHUS
MPaKTUYECKUX 3aHSATUN, TPYIIIIOBBIX U
WHJUBUYaJbHBIX KOHCYJbTALIUM,
TEKYIIETO KOHTPOJIS U
MPOMEXYTOUHON aTTeCTALIMU

Cros KOMITBIOTEPHBIN, CTOJ MIMCHMEHHBIN, CTYJ OQHUCHBIH,
IoKyMeHT-Kamepa Epson, ncrounnk 6ecriepe0oMHOTO TUTaHUS
POWERCOMIMD-1500AP , kamepa BEICOKOTO pa3pelieHus,
KOMITBIOTEP TTEPCOHAIBHBIN (THIIO), TPOSKTOP
ViewSonicPJD7526W, criukepdon HactonbHbii Calisto-620
Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHUYECKasi HACTOJIbHAS, CTepeorapHuTypa (MHKpOGOH ¢
HIyMOIIoJaBlieHneM), skpanHacteHHbiiDigis Optimal-C MW
DSOC-11032*2

IToMereHus a1 caMOCTOSTEIILHOU
paboTsl oOyuarommxcs

[Mepconanbhbie KommbioTepbl ¢ makerom MS Office, Beixomqom
B VIHTEpHET U ¢ I0CTYIIOM B 3JICKTPOHHYIO HH()OPMALIOHHO-
00pa3oBaTebHYIO Cpe/ly YHUBEpPCUTETA

TToMermenue nyst XxpaHeHUs U
MPO(UIAKTHYECKOTO 00CTYKUBAHUS

Cremnaxxu I XpaHEHUS yueOHO-HATTIAIHBIX TTOCOOUH 1
y4e0HO-METOMYSCKON TOKYMEHTAIIVH.




y4eOHOTo 000pyIOBaHUS ‘

Ipuioxenne 1

YueOHO-MeTOANYeCKOe 00ecTieYeHre CAMOCTOSITeIbHOI padoThl 00y4yaromuxcs

[TpumepHas CTPyKTypa U COAepKaHHE Pa3/IeioB:

[To nucrumuinHe «APXHUBBI IO JUYHOMY COCTaBY» MPEAYCMOTPEHA ayAUTOPHAS U
BHEAyJIMTOPHAsl CAaMOCTOsITeNIbHAs paboTa 00yJaromuxcsl.

KonTposbHbie MeponipusiTusi mo pasaenay Nel

Tect no pazaeny Nel

Bonpoc 1
bam: 1,00

ApXUB 110 JINYHOMY COCTaBY — 3TO
Bri6epute ouH OTBET:

a. CaMOCTOATENIBHOE YUPEkKACHUE UIIH CTPYKTYPHOE MOAPA3ACICHUE YUPEXKICHUS,
OCYILECTBIIAIONIEEe KOMIUIEKTOBAHNE, XpaHEHHE, YUET U UCII0JIb30BaHUE JJOKYMEHTOB 110
JUYHOMY COCTaBY

b. MecTo XpaHEeHUs rOCyIapCTBEHHBIX JOKYMEHTOB

C. YUpEKJIeHUE, XpaHsiee KaapoBbie TOKYMEeHTH AD PO

d. noapa3aAcICHUC KaHpOBOﬁ CJ'Iy>K6]':>I MMPpEapUATHUsL, OTBCHAIOMIICC 3a XPAHCHUC, YUCT U
HCIIOJIb30BAHUEC JOKYMCHTOB 110 JINYHOMY COCTaBy, B TOM YHCJIC B OJICKTPOHHOM BUAC

Bomnpoc 2
bam: 1,00

K AOKYMCHTaM I10 JIMYHOMY COCTaBy, MMCHOIIUM ,Z[OJIFOBpCMCHHBIﬁ CPOK XpPAaHCHUSA HC

OTHOCATCA

Bribepure o1H OTBET:
a. aKThl O HECYACTHBIX CIIy4asX, CB3aHHBIX C IPOM3BOACTBOM
b. nmruHBIe Jena COTPYTHMKOB
C. pacnopsAUTENbHbIE JOKYMEHTHI (3aIIUCKH, PACTIOPSKEHHUS)

~
d. andaBuUTHI MPUKA30B 10 JTUYHOMY COCTABY



Bonpoc 3
bamr: 1,00

CpOK XPaHCHUSA BBIIIC NICPCYHUCIICHHLIX JOKYMCHTOB B apXHUBaXx I10 JJUYHOMY COCTABY

Bribepure ouH OTBET:

a. 45 ner

-~
b. 75 ner, B penkux ciydasix ImOCTOSIHHO

C. 75 ner

d. mocTostHHO

Bomnpoc 4
bam: 1,00

BepHo JIX YTBECPKACHUC «B KOMUTCTAX, OTACIaxX a,I[MI/IHI/ICTpaI_[I/Iﬁ ropoaos, paﬁOHOB 10
06pa3OBaHI/IIO K JOKYMCHTaM IIO JIMYHOMY COCTaBy TaKXXC OTHOCAT: JOKYMCHTHI 11O

IMaTPOHHUPOBAHUIO U OIICKE)

Bri6epute ouH OTBET:
a. BEpHO
b. BepHO U1 TOCYIapCTBEHHBIX YUPEKICHUN
C. BEpHO YaCTHYHO

d. He BepHO

Bomnpoc 5
Bbamn: 1,00

Crathst 17 Kakoro 3aKoHa YCTaHaBIMBAaeT OOIIyI0 OOS3aHHOCTh MO OOECHeUYEeHUI0
COXPaHHOCTH JOKYMEHTOB, B TOM 4YHCJE€ JOKYMEHTOB IO JUYHOMY COCTaBy, Ul JI0OOro
CyObeKkTa XO3SHCTBEHHOW JEATENbHOCTU: TOCYIapCTBEHHBIX OpPraHoOB, OPraHOB MECTHOIO
CaMOYTIPABJICHUsI, OPraHW3aliid M TpaXJaH, 3aHUMAOIIMECs MPEIIPUHUMATEIbCKON
JeSITebHOCThIO 0e3 00pa30BaHUs IOPUAMYECKOrO JIMIA, B TEYEHHE CPOKOB HX XpaHEHHS,
YCTAaHOBJICHHBIX (peepallbHBIMU 3aKOHAMH, HHBIMH HOPMATHUBHBIMU IPaBOBBIMH aKTaMU
Poccuiickoit denepanuu, a TakKe NEPEUHIMHU TOKYMEHTOB?

Bribepure ouH OTBET:

a. ®enepanpHOro 3akoHa oT 26 nexadps 1995 r. N 208-D3 «O06 akimoHEpHBIX OOIIECTBAX)
¢ u3MeHeHusMu ot 29 urons 2015 r.



b. ®denepansuoro 3akoHa ot 22 okTsI0pst 2004 roma Nel125-D3 «O6 apXHBHOM Jieiie B
Poccuiickoit denepanun»

C. 3akoHa P® «O nepcoHanbHbIX HaHHBIX» Ne 152-D3

d. TpynoBoro koaekca P®

Bomnpoc 6
bam: 1,00

BrICOKyIO COIMANBHYIO 3HAYUMOCTh aPXHUBOB IO TMYHOMY COCTAaBY 00YCIIaBITUBAET
Bri6epute oquH OTBET:

a. obecreyeHne MOBBIIEHUS O6IJ.I€CTB€HHOI‘O CO3HaHHUA U CaMOI/II[eHTI/I(i)I/IKaL[I/II/I
COBpPECMCHHOI'O COIMyMa

b. 6Guorpaduyeckas, apxeorpaduyeckasi HECHHOCTb, OHU SIBIISIFOTCSI HCTOYHUKOM ISt
CTaTUCTUYECKUX 0000IIEHNH U UCTOPUKO-COLIMAJIbHBIX UCCIIEJOBAaHUM

C. TOT (haKT, YTO OHHU CITy>KAT JOKYMEHTAJIbHBIM ITOATBEPKACHUEM IpaB paOOTHHUKA Ha
couuaibHoe oOecrieueHne (1o CTapOCTH U MHBAJIMIHOCTH, & TAK)KE MOATBEP)KICHHEM TPYIOBOTO

cTaxka pabOTHHKA)

d. mrpadHble CAHKIMU TPYIOBBIX HHCICKIIUIT

Bonpoc 7
bam: 1,00

[Ipouenypy ¢opmupoBanus 1e1 B COOTBETCTBHU C YTBEPXKICHHOW HOMEHKJIATYPOU

IIPEeyCMaTPUBAET
Bribepute oauH oTBeT:
a. XpaHEHHE UCTIOJTHEHHBIX TOKYMEHTOB
b. XxpaHeHHE TOKYMEHTOB B ITPOIIECCE UX UCTIOTHEHUS
C. IOCJIEAYIOIIEE XPAHEHUE

d. oneparuBHOE (TeKylIee) XpaHEHHE

Bonpoc 8
Bbamn: 1,00



N3bsatue JOKYMCHTOB IO JIMYHOMY COCTaBYy U3 JcjJia C IMOCTOAHHBIM CPOKOM XPaHCHHA

AO0IMYCKACTCA B UCKIIIOYUTCIIBHBIX CIIy4YasiX U IIPOU3BOIHUTCA

BriOepuTe ouH OTBET:
a. ¢ 00s13aTeNLHBIM COCTABJICHUEM B JIeJie 3aBEPCHHON KOITUH IOKYMEHTA
b. Ha OCHOBaHHUU paCHOpﬂIII/ITGHBHOFO I[OKYMGHTa pyKOBOILI/ITCJIﬂ OpFaHI/I3aLII/II/I
C. ¢ 00s3aTENBHBIM COCTABIIEHUEM aKTa 00 M3BATHH IIOIINHHUKA

d. B mpucyTCTBHM apXHBapUyca M 3aBEIYIOIICTO apXHUBOM

Bonpoc 9
bam: 1,00

OTBETCTBEHHOCTbH 3a OpraHU3aLUI0 PA0OTHI 10 XPAHEHUIO KaIPOBBIX JOKYMEHTOB HECET
Br16epute ouH OTBET:
a. 3aBeAyOLUI apXUBOM
b. HauanpHuK oTaena Kaapos

C. ApxuBapuyc

C d. PaGoronmarens
Bonpoc 10
bam: 1,00

VYKaxxuTe JI0)KHOE YTBEPKJIEHUE

Bribepure ouH OTBET:

a. JUIsl OpraHu3aluii - ICTOYHUKOB KOMIUIEKTOBAHHUS - TI0 UCTEYEHUN CPOKOB XPaHEHUS
00s3aTeNbHO MPOBEIEHNE COBMECTHO C YIIOJIHOMOYEHHBIM OPTaHOM rOCYJapCTBEHHOM BIIacTH
cyowsekTa Poccuiickoit denepaiinu B 00J1aCTH apXUBHOTO Jeiia, ['ocapXuBOM 3KCIIEPTH3bI
LEHHOCTH pPsi/ia JOKYMEHTOB I10 JINYHOMY COCTaBy Ha IIPeIMET BKIIOYEHHS B COCTaB APXHUBHOTO
¢donna Poccuiickoit @enepanun

b. i opraHu3aIuii, KOTOpbIE HE SIBJSIFOTCS HCTOYHUKAMH KOMILJICKTOBAHUS, 110 UCTCUCHUN
BPEMEHHBIX CPOKOB XPAHEHUS apXUBHBIE JOKYMEHTBI 110 JINYHOMY COCTaBY IOJJIEKAT
HKCHEPTHU3E U MOTYT OBITh YHUUTOXKEHBI JIMOO XPAaHUTCS B apXMBE OPraHU3alIuN



C. XpaHEHHE NOKYMEHTOB I10 JHUYHOMY COCTaBYy, HC IMOMJICKAINHUX YHUYTOXKCHHUIO JOJKHO
OCYHICCTBJIATHCA TOJIBKO B 6yMa)KHOM, a HC B 3JICKTPOHHOM BUJIC

d. apxuBHBIC JOKYMEHTHI 10 TUYHOMY COCTaBY, KOTOPbIC HE ObUIH BKIIIOYCHBI B COCTaB
noKyMeHTOB ApxuBHoro ¢onma Poccuiickoit deneparuu, Mo NCTEYSHUN CPOKOB XPaHEHUS
MOJJIEKAT YHUUYTONKEHHIO JINOO XPAHEHUIO B apXMBE OPraHU3aI[Ml B COOTBETCTBUU C
TpeOOBaHUSMU KOPIIOPATUBHOTO 3aKOHOIaTEIbCTBA

KonTposbHble MeponipusiTusi Mo pasaenay Ne2
IIpakTHyeckoe 3aganue 1

N3yuurte maTepuan Meroanueckux pekoMeHaauni « IKcnepTrsa EHHOCTH U 0TOOp B COCTaB
ApxusHoro ¢onna Poccuiickoit deaepanyy JOKyMEHTOB 0 JMYHOMY COCTaBY» IpoekT 2014 T,
0co0eHHO pazzena 4.5.2.4., a TakKe NOBTOpUTE MaTepua JeKuuu 3 «@opMUpoBaHUE JINYHBIX
nen corpynaukoBy Paznena Il «OT6op 1 opopmiteHne aen, coaepKamx JOKYMEHTHI 110
JUYHOMY COCTaBY Ul JOJITOBPEMEHHOT0 XpaHeHus». [1oyb3ysacs 06pa3omM, cCoCTaBbTe
BHYTPEHHIOIO OMMCH JINYHOT'O JIeJ1a COTPYAHUKA, KOTOpas J0JDKHA coJiepKaTh He MeHee 12
ITyHKTOB.

4.5.2.4. BHyTpeHHSI ONTUCH COCTABJISICTCS IS TUYHBIX JIEJ U COACPIKUT CBEICHUS O
MOPSIIKOBBIX HOMEPAX JOKYMEHTOB B HEH, MX MHJIEKCAX, JaTaX, 3aroJIOBKaX M HOMepax JIMCTOB
Jiena, Ha KOTOPBIX PAcOIO0KEHbI 3TH TOKYMEHTHI.

K BHYTpeHHCﬁ OITMCH COCTABJIACTCA UTOroBas 3alluChb, B KOTOpOfI YKa3bIBaCTCA I_[I/I(i)paMI/I n
MMPOMUCHI0 KOJIMYCCTBO BKIIFOUCHHBIX B HEC JIOKYMCHTOB U KOJIUYECTBO JIUCTOB BHy’[‘pCHHGfI
OITHMCH. BHy’[‘peHHSISI OIMHCH MMOAIUCHIBACTCA €€ COCTAaBUTCIIEM C YKA3aHUCM JOJDKHOCTH U JaThl
COCTaBJICHMAI.

[Tpu u3MeHeHnH cocTaBa JOKYMEHTOB Jiefa (U3bSITHH, BKIFOUEHUH IOKYMEHTOB, 3aMEHE MX
KOMUSIMHU) OHU OTpakatorcs B rpade «[Ipumedanney» co CHOCKON Ha HOMEpa BHYTPEHHEH OIMHCH.
MoskeT OBITH COCTaBIIEHA M 0CO0ast OIUCH ITUX U3MEHEHUH.

JleKIIMOHHBIN MaTepHaJl
B cocraB 1M4HOrO A€51a BXOAAT CIEAYIOIINE JOKYMEHTHI:

e BHYTPEHHSS OIHCH JOKYMEHTOB, TIOJIIUTHIX B TMYHOM JIEJIC;
e pe3iome;

e aBrobOuorpadus;

e aHKETa WJIM JIMYHBIN JINCTOK TI0 yYeTy KaJpOB;

e KONHWHU JOKYMEHTOB 00 00pa30BaHUH,

e  XapaKTEPUCTUKU HA paOOTHUKA;

e TPYAOBOU AOTOBOP (MOKET BXOJUTH B COCTAB JIMYHOTO JIeJIa WIIM XPAHUTHCS OTACIHHO);
e KONMHM MIPUKA30B O HA3HAUCHUH, IEPEMEILICHIH, YBOJIbHECHHUH;



KOIIUS CBUAETEILCTBA O IOCTAHOBKE HAa YUYET B HAJIOTOBOM OpIaHE;

KOIUS CTPAXOBOT'0 CBUAETEIHCTBA TOCYJAPCTBEHHOTO IEHCUOHHOTO CTPaXOBaHMUS;
JIOTIOJIHEHUS K aHKETE WM JUYHOMY JIMCTKY IO Y4ETY KaJpOB;

pa3IMyHbIe CIIPaBKU, OTHOCSIIHECS K JaHHOMY paOOTHHUKY (KpOMe CIIPaBOK C MecTa
JKUTEJIbCTBA, O COCTOSIHUM 3710POBbsI U JPYTUX JTOKYMEHTOB BTOPOCTEINIEHHOI'O 3HAYEHMSI,
KOTOpBIE IPYIIUPYIOTCS OTAEIBHO).

Cocrasn JOKYMEHTOB JIMYHOTI'O J€ja pa6OTHI/IKaZ

S e

12.
13.

14.
15.
16.

3asBIICHHE O ITPHEMeE Ha padoTy;

TPYZOBOE coraiieHue (KOHTPAKT), JOTIOJHUTEIbHbBIE COTJIAICHHUS;

JMYHBIN JIMCTOK IO YYETY KaJIPOB U JIOTIOJIHEHUE K HEMY;

aHkeTa (aBroouorpadus);

JIOKYMEHTBI 00 00pa30BaHuU (KOIHN);

JIOKYMEHTBHI 00 YTBEP)KIEHUU B JOJKHOCTU (KOMHHM WU BBIMHCKH), B TOM YHUCJE 3TO
MOTYT OBITh BBIMUCKH M3 MPOTOKOJIOB YUYPEAHMTENEH, aKIMOHEPOB, YUCHBIX COBETOB,
JIOKYMEHTBI KOHKYPCHBIX KOMHCCUH, pe3y/IbTaThl TECTUPOBAHUS;

pEeKOMEHaTeNbHbIE MMChMA WIIH XapaKTePUCTHKH;

JOJI’KHOCTHBIE MHCTPYKIUU (periaMeHThl);

aTTECTAIlMOHHBIE JICTHI, OT3BIBBI, TIPE/ICTABICHUS;

. IACTIOPTHBIE JITaHHBIE, CBUETENBCTBO O Opake U T.1. (KOMHH);
. 3a4BJICHUSl U TpUKa3bl (KOMMM WIM BBIUCKH) O MEPEBOJAE Ha APYIYI0 JOJKHOCTD,

IpECTaBJICHUs, CIPABKU-O0bEKTUBKH;

JIOKYMEHTBI O HarpaskJ€HUH, HaJIO’)KEHUH B3bICKaHUH (KOIHUN);

CBEJICHUS O J0XOJaX, MMYIIECTBE W CIPABKU HPOBEPKHU IOJHOTHI U JOCTOBEPHOCTH
JAHHBIX CBEIEHUH (JIJ1s1 TOCYAapCTBEHHOM MM MYHULIUNIAIBHOM CITY>KOBI);
HEBOCTPEOOBaHHbBIE IOKYMEHTHI (CBUJETEIbCTBA, IUILIOMBI, TPYAOBbIE KHUXKH H T.I1.);
3asiBJICHUS U IPUKa3bl (KOITUU WK BBIMUCKH) 00 YBOJILHEHUH, IEPEBOJIE U T.11.;

UHBbIE JOKYMEHTBI B Cllydyae HEOOXOAMMOCTHM, B YacTHOCTH JUIl TOCYAapCTBEHHOM
cityk0bl — opooHee nocmotpute Yka3 Ilpesunenrta PO.



BHYTPEHHASA OITHCH
MOKYMEHTOR L. Xp. N __ 05-15/110
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e - "":. ‘“Jl"l . JaroToBOK IOKYMeNTS u:; “ Tpisceyaume

1 2 3 4 5 o

! Hononviesiue K nUYHOMY RUCMKY NO ydemy !

xadpoe

2 19.03.2012 | Jlussnisal AUCmox no ysermy xadpoe 2-3

3 19.03.2012 | Aemobuozpadus 4

4 | KON 827527 | 26.06.2001 | Konus dunnoma 5

5 10/12-md 19.03.2012 | Tpydosou doeoeop 6~11
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Hroro ROKYMEHTOB.
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Tect k pazneny Ne2
Bonpoc 1
Bbamn: 1,00

Ilo xakoMy TNpHUHIUIY CHCTEMATH3UPYIOTCS JIOKYMEHThI B Jenax, COAEp KalluX,

COJIepIKaIINX MPHUKA3bI, PACTIOPSHKEHUS M0 TUYHOMY COCTaBy?
BriGepute oquH OTBET:

a. XpOHOJIOTUYECKHUI IPUHITHIT: B HaYae Jejia JOIDKHBI PacIioiaraThCsl MPUKa3bI
(pacriopspkeHwus) 3a AeKaOph, MOTOM 33 HOSIOPH | T.]I.

b. XpoHOIOrHYEeCKUI TPHHIKIT: B HaYaje Jeia JIOKHBI PacIiollaraTbCsi MpUKa3bl
(pacmiopskeHHs) 3a sIHBaph, TOTOM 3a (heBpasb  T.JI.
C. HOMEpPHOMY IIPUHIIMITY: OT IIEPBOTO J0 MOCIEIHETO

. .
d. andaBUTHBII MPUHIIKIT IO (HaMIITHKA COTPYTHUKA, O KOTOPOM COJIEPKHUTCS UHPOPMAITHSI

Bomnpoc 2
bam: 1,00



Vkaxute BapuaHT, COAEpKAIIUN JTUIIHEE B NEPEUUCICHUN «AHAIOTMYHO, TIO TAKOMY XKe

MMPUHIUITY OPOBOJUTCA CUCTEMATU3aAlUA JOKYMCHTOB B ACJIaX, COACPIKAIIUX ...»

BriGepure oauH OTBeT:
a. Tapu(UKAIMOHHBIEC BEJIOMOCTH, TabeIu 1 Hapsibl pa0OTHUKOB BPEIHBIX Ipodeccuit
b. TOKyMEHTBI O IPECTaBICHUH K HArPaXICHUIO
C. aKThI O HECUYACTHBIX CIIydyasiX, TPYIOBBIC KHIKKU

d. mMpOTOKOJIBI 3aCeJaHNI KOMHUCCHIA, TPYAOBBIC IOTOBOPHI (COTJIAIICHHS)

Bomnpoc 3
bam: 1,00

[ToamuBka chOpMUPOBAHHBIX /€] IPOU3BOAUTCS
Br16epute ouH OTBET:
a. 710 Iepeiaym UxX U3 OTJIesIa KaJApOB B apXUB Ha JOJITOBPEMEHHOE XPaHEHHE
b. 10 mpoBeeHNs IKCIIEPTU3BI LIEHHOCTH JOKYMEHTOB I10 JJUYHOMY COCTaBY
C. I1OCJIE YBOJBHEHUS COTPYAHMKA

d. mocie 3aBCPUICHUA SKCIICPTHU3BI HCHHOCTU JOKYMCHTOB

Bomnpoc 4
bam: 1,00

Bri6epute BepHOE yTBEpKI€HUE

Bribepure ouH OTBET:

a. JIokyMeHTHI Jiea MOAIIUBAIOTCS, TIEPEIJIETA0TCS B TP WITU YEThIPE MPOKOJIa CYPOBBIMU
HUTKaMu. [Ipy 3TOM citeryeT UCIoIb30BaTh KAPTOH BBHICOKOTO Ka4eCTBa, MMEIOIIUH CPEIHIO0
MJIOTHOCTH. JIOKYMEHTBI TTOAIIMBAIOTCS, TIEPETUIETAIOTCS TaK, YTOOBI OBLIO 00ECIIeueHO
cBOOOIHOE UTEHHE TEKCTA

b. JIokyMeHTHI Jie1a MO/ IUBAOTCS, IEPEILICTAIOTCS B TPU MPOKOJIA CMECOBBIMHU HUTKAMH.
[Tpu 3TOM cieyeT UCIoIb30BaTh KAPTOH BBICOKOTO Ka4eCcTBA, UMEIOLIHIA XOPOIIYIO MJIOTHOCTb.
JIOKyMEHTBI MTOJIIIMBAIOTCS, MIEPETIIICTAIOTCS TAK, YTOOBI OBIJIO 00ECTIEYeHO CBOOOHOE YTCHHE
TEKCTa



C. JlokyMeHTHI Jiena MOAIIUBAIOTCS, TIEPEIJIETal0TCs B TPU HIIM YEThIPE IPOKOJIa CYpPOBBIMU
HuTKamu. [Ipu 3TOM clielyeT UCToab30BaTh KAPTOH JOCTATOYHOTO KauyeCcTBa, UMEIOIIUN
CPEIHIOIO IJIOTHOCTb. JIOKYMEHTHI MOALINBAIOTCS, MIEPEIUIETal0TCA TaK, YTOObI OBLIO
obecreueHo cBOOOIHOE UTEHUE TEKCTa

d. JIokyMeHTHI Jieia MOAIIMBAIOTCS, IIEPEIUICTAIOTCS B YETHIPE MPOKOJIA CYPOBBIMH
HUTKaMu. [Ipn 3TOM ciieryeT ucnosap30BaTh KapTOH BBICOKOIO Ka4e€CTBA, UMEIOIUI
MOBBIIIEHHYIO TUNIOTHOCTb. JJOKyMEHTBI TIOIINBAIOTCS, MIEPEIUIETAIOTCS TaK, YTOOBI OBLIO
obecrieueHo cBOOOIHOE YTEHUE TEKCTa

Bomnpoc 5
Bamn: 1,00

HpI/I HaJIMYUK B JIMYHOM [CJI€ COTPYAHHKaA HCBOCTpe6OBaHHHX JINYHBIX JOKYMCHTOB

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

Bri6epute oquH OTBET:

d. BKIIaJIbIBAalOTCS B KOHBEPT, KOTOpLIfI BMCCTC C JPpYITMMU JOKYMCHTAMH MMOAIINBACTCA B
p1 () (O)

b. XxpaHsaTCcs y HaYaIbHUKA OT/IeIa KaapoB B celihoBoM mmikady
C. XpaHsTcs B (DaliJIOBOM BapHaHTE

d. hopmupyrOTCS B OTACIBHOE /10 apXHBa HEBOCTPEOOBAHHBIX JOKYMEHTOB

Bonpoc 6
bam: 1,00

Wndpopmanusa nuyHoro nena, riae uudpamMd U HPONUCHIO YKa3bIBAETCS KOJIMYECTBO
IIPOHYMEPOBAHHBIX JIUCTOB B J€JI€, HAJTUYME MPOIYLICHHBIX U JINTEPHBIX HOMEPOB, KOJIMYECTBO

JIMCTOB BHYTPEHHEW OIMCH JIeJIa TIOMEIIaeTCsI
Bri6epuTe 01uH OTBET:

a. BO BHYTPEHHIOIO OTHUCH JIea

b. Ha 000POTHOM CTOPOHE MOCIIEAHEr0 TOKYMEHTA
f_.

C. Ha MOCJIEAHUHN JIUCT OOJIOKKH JIeIa ¢ BHYTPEHHEH CTOPOHBI

d. B mucT-3aBepuTens aena



Bonpoc 7
bamr: 1,00

Kakoe IMpaBUJIO HEC 00s13aTE€NIbHO K HCIIOJHEHHIO npyu HU3MCHCHUH COCTaBa JOKYMCHTOB

JIMYHOTIO AcJia (I/I3'I->HTI/IC, BKIIFOYCHUE NTOKYMCEHTOB, 3aMCHA UX KOIIUAMHU U T.H.) ?

Bribepure ouH OTBET:

a. U3MEHEeHHs 00s13aTeNbHO 3aHocsTCs B Tpady «IIpuMedanue) omnucu co cchlIkaMu Ha
COOTBETCTBYIOILIME JOKYMEHTBI, HA OCHOBAaHUH KOTOPBIX ITPOU30LLIO U3BITHE, JOIIOJIHEHUE,
3aMeHa KOIUSAMM U T.II.

b. u3parue JOKYMCHTOB U3 JINYHOTI'O [I€JIa HEAOIIYCTUMO
C. MepECOCTABIIAACTCS JIMCT-3aBCPUTECIIb Jica

d. mepecocTaBisieTCsI UTOTOBas 3alIUCh K BHYTPEHHEH OMUCH Jieia

Bomnpoc 8
bam: 1,00

B MNPUBCACHHOM IIPUMCEPEC TIIOJOXKCHHUA O MYHHUUUIIAJIBHOM apXMBE OJOKYMCHTOB IIO

JINYHOMY COCTAaBY YKa3aHO

Bri6epute ouH OTBET:

a. YTO yUpEKJI€HUE MPUHUMAET Ha OCHOBE 3aKJIFOUEHHBIX JIOTOBOPOB U B COOTBETCTBHH C
rpaduKkaMu OT YUpPEKJICHUN, OpraHu3aluii ¥ NpeanpUsITHH-UCTOYHUKOB KOMIIEKTOBAHHUS
ApxuBa IOKyMEHTHI 110 JITYHOMY COCTaBY, 00pabOTaHHbIE U YUTEHHBIE COITIACHO
YCTAHOBJICHHBIM IIPaBHJIaM, a TaK K€ JOKYMEHTHI OT JINKBUUPOBAHHbBIX OpraHU3alHii, He
MMEIOLINX [TPABONPEEMHUKOB

b. 4TO apX¥WB BBIMOJIHSIET BCE OMepaliy Ha 0€3B03ME3HON OCHOBE

C. apXUB BBIJAET MO 3asBJICHUSAM IPAXKJIAH TOJIBKO ApXUBHBIE CIIPABKU, TOATBEPKIAIOIINE
TPYZIOBOM CTaXK, pa3Mep 3apaO0THOM IJIATHI U IPYTHE BOMPOCH], HEOOXOIUMBIE I 0(hOPMIICHHS
MIEHCUW IPAXKIaHAM U PELICHUS IPYTUX COLMAIBHO-IIPAaBOBBIX BOIIPOCOB
~

d. yapexieHre He UMEeT MpaBa OKa3bIBATh YUPEIKJACHHUIM, OPTraHU3AIHIM, TPEANPHITUSIM
METOJAMYECKYI0, M MPAKTUYECKYIO TOMOILb B MPOBEAECHUU IKCIIEPTU3BI U YIOPAIOUCHUN
JIOKYMEHTOB

Bonpoc 9
Bbamn: 1,00



B crmuckax apxuBOB JOKYMEHTOB IO JIMYHOMY COCTaBy IpPU HPUCBOCHUH (POHOB

YUPEKICHUSAM U IMIPEANPUATHIM UCIIOJIB3YyETCA

Bri6epute oquH OTBET:

d. 4yicJoBas HymMepanus

“ b OyKBEHHO-II(pOBas

C. CJIOBECHO-UYHCJIOBas

d. uugposas

Bonpoc 10
bam: 1,00

Benenue nu4YHBIX Ael 00s13aTeJILHO KaﬂpOBOﬁ CJ'Iy>K6OI>i U XPpaHCHHUC B OpraHU3alliu

00s13aTeIbHO

BeiGepute oauH OTBET:
a. st OO0 n OAO
b. s Bcex rpaxaan Ha Tepputopun PO
C. Ju1st 00pa3oBaTeNbHBIX yupexaeHuil PO

d. Ha ToCyTapCTBEHHOM IPaXIAaHCKO# CITy:KOe

KonTtpoabHubie meponpusitusi k Pasneny Ne3
IIpakTHYeckoe 3agaHue 2

N3yuurte matepuan [IpaBun oprannzanuu XpaHeHus, KOMIIEKTOBaHUS, yu€Ta 1
MCIIOJIb30BaHUs JOKYMEHTOB apXUBHOTO (hOHAA POCCUICKON (eepaliii U IpyruxX apXUBHBIX
JIOKYMEHTOB B 'OCYJJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYTIPaBICHUS U
opranuzaiusax» ot 07.09.2015 r., ocoGeHHO pazaena 5, a Takke MOBTOPUTE MaTEpUal JEKIUU 2
«Hcnonp3oBaHue apXMBOB 10 JIMYHOMY cocTaBy» Paznena Il «Onucanue, nouck u
UCIIOJIb30BaHUE APXUBOB I10 JTUYHOMY cOCTaBY». [101b3ysCh 00pa3lioM, COCTaBbTE APXUBHYIO
BBINKCKY, KOTOpasi 10JIKHA COJAEPKATh HE MEHEE 3 IMTyHKTOB.

5.10. ApxuB opraHu3amy pacCMaTpUBAET U UCIIOJIHAET 3alPOCHI, MOCTYNHUBIINE B
MUChMEHHOU (hopMme.



3anpoc 1nonb30BaTeNs JOKEH COJIEPKaTh CIEAYIONYI0 HHPOPMAIUIO:

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

2. MOYTOBBIN W/WIIN 3JIEKTPOHHBIH ajjpec, M0 KOTOPOMY JO0JDKEH OBITh JaH OTBET;

3. CBEJICHUSI, UHTEPECYIOIHE MOJIB30BATEISI U XPOHOJIIOTUIECKHAE PAMKH
3arpammBaeMoil nHpopMaIuu;

4, dbopmy moTydeHus MoJIb30BaTeeM HHbopMaui (MHPOPMAIIMOHHOE TTUCHMO,

apXWBHas CIIPaBKa, ApXUBHASI BHIITMCKA; apXUBHAS KOIHsI, TEMAaTUICCKUH TIEPEUCHb,
TEMaTUYECKHI 0030p JOKYMEHTOB)7;

5. JUYHYIO TIOJITUCH aBTOpa 3amnpoca (TpaxIaHrHA WK TOJDKHOCTHOTO JIUIA);

6. JaTy.

[Tpu mocTyIIeHNU B apXUB OpraHU3allii HHTEPHET-00panieHus (3anpoca) mob30BaTelis
C YKa3aHUEM ajpeca JIEKTPOHHOM MOYTHI H/HITH ITOYTOBOT'O apeca, eMy HalpaBJIseTcs
YBEIIOMJICHHE O ITpHeMe OOpaIlieHus (3armpoca) K pacCMOTPEHHIO WJIM MOTUBUPOBAaHHBIN OTKa3 B
paccmotpenuu. [IpunsToe kK paccMOTpeHHIO oOpaleHue (3arpoc) pacnevaTbiBaeTCs U B
JTaJIbHEUIEM padoTa C HUM BEJIETCS B YCTAaHOBJICHHOM ITOPSIJIKE.

Ha 3ampockl TeMaTH4ecKOoro xapakrepa, OoCTYIUBIINE B ApXUB OPraHU3aLUHU 110
MH(}OPMaLMOHHO-TEIEKOMM YHUKAIIMOHHOM CETH, B TOM 4Hce 10 ceTH VIHTEepHET, OTBET MOKET
OBITh HAIPaBJIEH B BUJE AIEKTPOHHOIO JJOKYMEHTA 110 yKa3aHHOMY aBTOPOM 3ampoca
AIIEKTPOHHOMY aJpecy.

3ampoc I0KeH ObITh 3apPETHCTPUPOBAH B TCUCHUE TPEX pabOYMX JHCH C MOMEHTA €Tro
MOCTYIIJICHUS.

3anpoc, He OTHOCAIIMNACS K COCTABY XPAHSIIUXCS B OPraHU3aIMU JOKYMEHTOB
(HenpoUIIbHBIN 3aMpOoC), B TEYEHUN 7 THEHW CO JHS PETUCTPAINU 3allpoca HAMPAaBIISAETCS B
OpraHU3aIHIO, TJI€ MOTYT XPaHUTHCSI HEOOXOIMMBIE JOKYMEHTBI C YBEJIOMJIEHHEM 00 3TOM
M0JIb30BATEI.

3anpoc, MOCTYNUBLINI B apXUB OPTaHU3allUY, UCTIONHSIETCS B YCTAHOBJICHHOM MOPSIKE B
COOTBETCTBUU C TPEOOBAHUSAMHU 3aKOHO/IATEIbHBIX U UHBIX HOPMATUBHBIX ITPABOBBIX aAKTOB 110
paboTe ¢ 0OpaleHUsIMH FPaXKAaH U MPEIOCTABIEHUIO FOCYIapCTBEHHBIX (MYHUIIMIIAIBHBIX )

YCIIYT.

OTBeT Ha MOCTYNUBLINI B apXUB OpraHU3allMU 3alpoc MpenocTasisercs B Teuenue 30
IHel co aHs ero peructpauuu. C pa3peieHus: pyKoBOJICTBA OPTaHU3AIMH 3TOT CPOK MOXKET
ObITH MpoJUIeH He Oonee ueM Ha 30 1Hell, ¢ yBeZJOMIEHHEM 00 3TOM 3asBUTEIS.

5.11. OTBeTsI Ha 3aMPOCHI MOJIB30BATEEH, B TOM YMCJIE OTBETHI HA 3aIPOCHI TPaXK1aH
COLIMAJILHO-TIPABOBOI0 XapakTepa, 0popMIISIIOTCS B (OpMe apXUBHOM CIIpaBKU, apXUBHOM
BBIMKUCKY M apXUBHOW KOMMHU, COCTABJICHHBIX Ha OJIaHKe OpraHu3aliy (apXuBa OpraHU3aIum ),
0(pOpPMIICHHBIX U 3aBEPEHHBIX B YCTAHOBJICHHOM MOPSIKE.

[Ipu OTCYTCTBUU JOKYMEHTOB, HEOOXOIMMBIX JJIsi UCTIOTHEHHSI 3aIIpoca COITUAIbHO-
MIPABOBOTO XapaKTepa, COCTABISETCS OTBET 00 UX OTCYTCTBUU C YKa3aHHEM MPUYMH Ha OIaHKe
opranm3aiuy. B cnyyae oTpUIaTeTbHOro OTBETA MUCHMO, coiepkaniee HHpopMaruio o yrpare
WM THOETT HEOOXOAMMBIX JOKYMEHTOB, TIOJDKHO OBITH 3aBEPEHO MEeYaThl0 OPTaHU3AIIHH.

*khkkkk



5.13. ApXUBHBIE BBIMMUCKU U apXUBHBIC KOMMUHA OOPMIIIOTCS Ha OJIAaHKE OpraHU3aIuN
(apxuBa opranuzanuu) ¢ 0003HaYeHHEM Ha3BaHUs BUaa JokyMeHTa: «APXMBHAS
BBIINCKA», «<APXNBHAS KOIIUA».

B apXI/IBHOf/'I BBIIIMCKEC HA3BAHWEC JOKYMCHTA, €O HOMCP U AaTa BOCIIPOU3BOAATCA
IIOJIHOCTBIO.

Brinucka npou3BOJUTCS TOJIBKO U3 TJOKYMEHTA, B KOTOPOM COJIEP>KUTCSI HECKOJIBKO
OT/ICNIbHBIX, HE CBSI3aHHBIX MEX]1y CO00I1 BOMpocoB. BrInucka J10J5KHA BOCIIPOU3BOIUTE MOJIHBIN
TEKCT 4aCTU JOKYMEHTA, OTHOCAILIEICS K 3aIlpocy.

W3BieuenneM u3 TekcTa JAOKYMCHTA JOJIPKHBI OBITH HCUYCPIIaHbl BCE NMCHOINUECA JaHHBIC
I10 3a1pocCy. Hauao u koHel[ KaXxa0ro H3BJICUCHUS, a TAKIKC MMPOIMYCKH OTACIBbHLIX CJIOB B
TCKCTC NOKYMCHTA 0003HAYaOTCS MHOTOTOYHEM.

B apXHBHOﬁ BBIINMNCKE JOJI?KHBI OBITh CACJIaHbl COOTBETCTBYIOIINEC IIPUMCUYAHUA U
OTrOBOPCHLI 4aCTHU TCKCTa OpUTIKMHAJIA, Hepa36opq1/IBo HAaIlMMCAHHBIC, UCIIPABJICHHBIC aBTOPOM, HC
nogaaromuecsd MpoOYTCHUIO BCJICACTBHUEC NOBPCKACHUSA TEKCTA U APYTUM ITPpUYNHAM. OTIIGJIBHI:IG
CJIOBA M BBIPAKCHHUA JOKYMCHTA, BbBI3bIBAIOIIIMC COMHCHHA B UX TOYHOCTH, a TAKKC
HCIIPABJICHHUA, TIOAYUCTKH, BbISBIBAIOIIUEC COMHCHUC B UX JOCTOBECPHOCTHU, OTOBAPUBAIOTCS
noMeramMu: «Tak B AOKYMCHTC», UJIN «B Tekcrte Hepa36oqu/IBo», nnu «Tak B TekcTe
OopuUuruHalia». ITocne Tekcra apXHBHOﬁ BBIIIMCKH YKA3bIBAKOTCA apXPIBHLIfI I_HI/I(I)p H HOMCpa
JINCTOB CAMHHUIBI XPAHCHUA APXHUBHOTO JOKYMCHTA.

Ecnu BeIMCcKa 3aHUMaET OoJiee OJJHOI'O JIUCTa, apXPIBHBIfI I_HI/I(I)p H HOMCEpa JINCTOB
CAWHUIBI XPAHCHUS apXUBHOI'O JOKYMCHTA YKA3bIBAOTCA Ha 06op0Te KaXXa01ro JIucCTa.

ApXI/IBHBIe I_I_II/I(I)pLI 1 HOMCEpA JIMCTOB CAMHHUI XPAHCHUA NTOKYMCHTA IPOCTABJIAKOTCA Ha
060p0Te KaXXJa01r0 JIMCTa apXHBHOﬁ KOIINH.

ApXI/IBHaSI BBIITMCKA U apXHWBHAA KOIIHA IMOAINMMUCBIBAIOTCSA PYKOBOJUTECIICEM OpraHu3aluu
HJIM UHBIM YIIOJTHOMOYCHHBIM UM JOJIZKHOCTHBIM JIMIIOM U 3aBECPAIOTCA II€YATBIO OPraHU3aInH.

Bce nucThl apXMBHOW BBITUCKU M ApXUBHOW KOMHUH JTOJIKHBI OBITH TIPOIINTHI,
IIPOHYMEPOBaHbI U 3aBEPEHBI AHAIIOTMYHO TOMY, KaK 3aBEpsAETCs MHOTOCTPAaHUYHAs apXHUBHAs
CIpaBKa.

5.14. TloaroToBiieHHbIE apXUBOM OpPraHU3AIMK OTBETHI Ha 3aIPOCHI (ApXUBHBIE CIIPABKH,
apXUBHBIE BBIITUCKU U apXUBHBIE KOMTUH) HAMIPABIISIOTCS 3asBUTEIISIM 10 TIOYTE WJIH BBIJAIOTCS:
3asIBUTEIIIO — IIPU NIPEABABICHUN JOKYMEHTA, YAOCTOBEPSAIOIIETO JUUYHOCTb, ET0
IIPEJICTaBUTENSAM — IIPU NPEABIBICHUN JOKYMEHTA, YAOCTOBEPSIOIIEr0 JIMYHOCTD U
JIOBEPEHHOCTH, 0()OPMIIEHHO! B YCTaHOBJIEHHOM Topsizike. [lomydarens apXuBHON CrpaBKH,
ApXMBHOM BBIIMCKU WM apXUBHOM KOIMH PACIMCHIBAETCS HA BTOPOM 3K3EMIUIAPE MOIYy4aeMOro
JOKYMEHTAa, OCTAIOLIEMCsI B JieJlaX apXUBa OpraHU3alliy, ¢ yKa3aHUEM JIaHHBIX [1acIopTa WK
JPYyroro JOKyMEHTa, YAOCTOBEPSIOIIET0 JUYHOCTb OTYy4aTes.

5.15. ApxuBHbIE CIIPaBKU, apXUBHBIEC BHIMUCKU U ApXUBHbBIE KOIIUHU, HAIIPABIISIEMbIC B
rocynapctna, noanucaniiue ['aarckyro KoHBeHIMIO 1961 1., B COOTBETCTBUH C KOTOPOU HE
TpeOyeTcs KOHCYNIbCKasl Jieraau3anns opUIHaIbHBIX JOKYMEHTOB, 3aBEpSAIOTCS MIPOCTaBICHUEM
Y 3aII0JIHEHUEM CIIEIUaJIbHOTO HITaMIIa - allOCTHUIISL.



ATIOCTHIIb Ha apXMBHBIX CIIPAaBKAaX, APXUBHBIX BBINCKAX M APXUBHBIX KOIHUSAX,
MOJTOTOBJICHHBIX (peiepalbHBIMH OpraHaMH rOCy/1apCTBEHHON BIACTH (KPOME TE€X, KOMY TaKoe
IPaBo MPEIOCTABICHO HOPMAaTHBHBIMU ITPABOBBIMU aKTaMH) IIPOCTABIISIET eiepaabHbIi Oprad
UCTIOJTHUTENILHOW BJIACTH, YIIOJIHOMOYEHHBIN B Chepe apXUBHOTO JeNa.

Ha apxuBHBIX cnipaBKax, apXUBHBIX BBIIMCKAaX U aQpXUBHBIX KOMMIX, IOJTOTOBJIEHHBIX
OpraHu3alUsIMH, PACIOJIOKEHHBIMU Ha TeppUTOpUN cyobekToB Poccuiickoit denepannu (kpome
T€X, KOMY TaKoe IPaBo IPEJ0CTaBIEHO HOPMAaTUBHBIMU IIPAaBOBBIMU aKTaMH), AlIOCTHIIb
MIPOCTABJISICTCS] OPraHAMH MCIIOJHUTEILHOM BiIacTH cyObekToB Poccuiickoit deneparumy,
YIIOJTHOMOYEHHBIMH B cpepe apXUBHOTO Jieja.

[IpocraBiieHne anocTuiIg Ha APXUBHBIX CHPABKAaX, ADXUBHBIX BBIMMCKAX U APXUBHBIX
KOMUSX, MOATOTOBJICHHBIX apXUBAMH OpraHU3alldid, OCYIIECTBIISICTCS MOCIE UX TUCbMEHHOTO
oOpailieHus, ¢ mpeacTapieHueM B ynonHomoueHHbIN [IpaBurenscTBoM Poccuiickoit deneparnu
benepanbHbIN OPraH UCIOTHUTENBHOM BIACTU WIIM OPTaH UCIOIHUTENIBHOM BIIACTH CYObEKTa
Poccuiickoii @eneparuu, ynoJIHOMOYEHHBIN B cepe apXUBHOTO Jiea, 00pa3iioB MOIIICEH, ¢
MOATBEPKICHUEM TTOJITHOMOYHI HA TPaBO MOANMCHA KOHKPETHBIX JOJKHOCTHBIX JIULI, @ TAKXKE
00pa3IoB MevaTei.

ATIOCTUITB HE IPOCTABISAETCS HA JOKYMEHTaX, MIPeIHa3HAYEHHBIX JIJIsl HAPaBJICHUS B
rocyapcTBa, ¢ KoropeiMu Poccniickas @enepanus 3aKJIr0uuia J0roBOPkI O MPaBOBOM OMOIIN
M MMPAaBOBbLIX OTHOMICHUAX 110 I'PAKAAHCKUM, CeMENHBIM U YIrOJIOBHBIM A€JIaM, a TAKXKC B
rocynapctsa - yyactouku CHI', moanucasmme Cornanienue o npuHIUNax u popmax
B3aMMOJIEHCTBUS B 00JIaCTH UCIOIb30BaHUS apXUBHON MH(GOPMAIIUU, U C KOTOPHIMH UMEIOTCS
JIBYCTOPOHHHUE COTJIAIIEHUSI O COTPYIHUYECTBE.

B ciyuae oTkasa B mpocTaBIE€HUH allOCTUIIS 3asIBUTEIIIO B TEUEHHE TpeX padounx JHen
HaIpaBJIsIeTCsl MUCbMEHHOE COOOIEHUE O IPUYNHE OTKa3a.

JlekIIMOHHBIN MaTepHas

ApXHBHBIE CIIPAaBKH, BBIIMCKU U KOIIMU BBIIAIOTCS HA OCHOBAaHUH MMMCbMEHHOTO 3a1poca
(U3NYECKOT0 WM I0PUINYECKOTO JIUIA, KOTOPBIN TOJKEH COepKaTh HAMMEHOBaHue (U ajpec
IIPU [IEPECHUIKE) OpraHu3aluu (apxuBa), KOTOPOH OHM aJPECOBAHbI; U3JI0KEHUE CYIIECTBA
BOIPOCa; (aMUIINIO, UMl M OTUECTBO OOPAIAIOLIETOC; €r0 aJ{pec, KOHTAaKTHbIE TeIe()OHBI; ATy
U JINYHYIO NTOANHKCH. B 3ampoce, coaeprkariem npocb0y 0 HOATBEPKACHUH TPYIOBOTO CTa)a HIN
pa3mepa 3apaboTHOM IJIaThl, YKa3bIBAIOTCS KpaiHUE 1aThl, MECTO U JIOJIKHOCTH PaOOTHI.

BBI}IaHHI)Ie APXUBHBIC CIIPABKH, KOIIMU U BBIIIUCKU U3 JOKYMCHTOB PETUCTPUPYIOTCA B
XKypHaie o popme.



lMpunoxeHue 3

NpumepHas Gopma XypHana percTpawiit BbIAAHHBIX CNPABOK, KONKI, BLINMCOK

KYPHAN
perncrpauny BblaHHbIX (NpaBok, KOﬂH“, BbINUCOK
Haszsanue
Raran BbIRaHKOro | ﬁ:: | Pacnucka
™ Asvop 3anpoca, |perncrpa-| Copep- AOKYMeHTA P pa 8 nony-

< UMOMMBIR Npume-
i nex. N9, para, UMOMMBLIA Hamue (konun, HoMep qeHnn SAE

appec, renedon HOMep sanpoca ebINNCKA, | o Hore | WTMAATA

3anpoca cnpaexa A OTNPaBKK

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

Obpawenus epaxcoam, 8 KOMopwvIX OMCymcmaylom amuniuu, aopeca u HOONUCU
00pAWYAIOWUXCSL, CHUMAIOMC AHOHUMHBIMU U He NOONENHCAM PACCMOMPEHUIO.

B cnyuae eciu 6 odpawenuu npedcmasiena HenoaHask UHGoOpmMayus 0 3anpauniuéaemvix
c8e0eHUsx (Hanpumep, He YKA3aHo CMmpyKmypHoe noopazoeieHue il 3a KaKue 2006l mpeoyemcs
noomeepaicoeHue 0 mpyoo8omMm cmadice, 3apabomuoil niame u op.), Apxus 00:3aH 3anpocums y
3aseumeinsi OONOJIHUMENbHbIE CBEOCHUsL.

Cpok ucnonnenusi 3anpocos CoyuanbHO-NPago8020 XapaKmepa parcoan U opeanu3ayuil no
O0OKYMeHmam apxusa He 001xceH npesviuams 30 Ouell co OHs pecucmpayuu oopawenus. Ilpu
CTLOJICHBIX 3ANPOCAX CPOK Modcem Oblmb npooiieH, Ho He bonee uem Ha 30 Ouell, ¢
0053amenbHbIM Y8e0OMAEHUEM 00 2MOM 3aA6UMENAL.

B cnyuae nocmynnenusi 6 apxus nenpouibHo2o 3anpoca (He no Ha3HA4eHuro) 3anpoc
nepecwiiaemcs N0 NPUHAOIEHCHOCMU 8 OpyeUe OP2AHU3AYUL UL APXUBbL 8 I-OHEBHbI CPOK C
MoOMeHma obpawjenus, 0 4em 00800UMCcs 00 C8e0eHUsl 3As8UMEIISL.



lNpunoxenue 2

Mpumep odopmeHHA APXHBHON BLINHCKN
OTKPbLITOE AKUMOHEPHOE OBLUECTBO N0, CuHnybIHON
“MbITULLWHCKUIA XNTONOK" yn. Crpoutenen, . 8, k6. 115,
ApXHBHAA BHINKCKA Mockosckan obnacry,

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

r. Mocksa

W3 NPUKaa ot 24.07.75 N2 62-K AnpexTopa
MBTHUMHCKOrO XNONUATO0YMAXKHOrO KOMOMHATA

B uensax NOBLULEHUA TBOPUECKON AKTMBHOCTH PAbOUHX OCHOBHBIX NPOGECCui, BHIABNEHHA ¥ pac-
NPOCTPAHEHNA BHICOKONPOMUIBOANTENLHBIX METOROB PAtOTHI Ha KOMOMHATE NPOBOANNCA KOMKYPC
Patouero MacTepcTsa No NPAAUALUIMLAM U TKAUaM (TaK 8 JOKYMeHTe), B COOTBLTCTBUM C YTBEPXKACH-
HBIMU YCNOBHAMMK NO NPOBEJIEHMI0 KOHKYPCA, NPUKA3LIBAK:

1. Npemuposats NOOHEANTENEN KOHKYPCA PADOUEro MacTepCTBa, 3aHABIWKX NPU30BLIe MECTa:

4. Cumnusiny 110, - npagmnbwuy - 3-e Mecro.

AupexTop KombuHata @ o H.A. @omunues
COFNAcoBAHO € NPOGKOMOM k/ ?»“ 0.B. Xapnamoga

OcHosanue: on. 2n/¢, 4. 103, n.57

Bepuo:

lenepanbumn gupexTop oduecTea % i(»‘ KA. Kpenertos

Nyzaveea Nlo6oss NleonudosHa
345-78-56

Tecm k pazoeny Ne3

Bonpoc 1
bann: 1,00

Onuch 1 Mo TUYHOMY COCTaBY BKJTIOUAET B ceOs
BriGepute oquH OTBET:

a. HaMMEHOBaHMe OpraHu3aluu; HoMep (HOH/Ia; TOPSAIKOBBIM HOMEP; HHACKC Jena (pu
HaJMYMM HOMEHKJIATYPHI JIEN); 3aT0JI0BOK JIeJia; JaTa JieJia; YUCIIO JUCTOB B JIelie

b. HauMeHOBaHKe OpraHU3aIK; HOMep (OH/Ia; MOPSAKOBBIA HOMEP; HHIEKC aena (Tpu
HAJIMYUH HOMEHKIIATYPBI J1eJ1); 3ar0JIOBOK JIeJIa; 1aTa JIeNa; YUCIIO JIUCTOB B JIeJIe; IPUMEUaHHe
(ecmu ecTh)



C. HAaMMEHOBaHME OPraHu3alluu; CTPYKTYPHOTO MOJpa3aeiaeHus; HoMep GoHa; MOPSAKOBBIN
HOMeEp; UHJAEKC Jiena (IIpY HaJM4YUU HOMEHKIIATyphl JIENT); 3aroJI0OBOK JI€Ja; 1aTa JIejia; Yucio
JIMCTOB B JieJie; MpUMeUYaHue

d. HauMeHOBaHKE OpraHu3anuy; HoMep (HOH/IA; MTOPSIKOBBIA HOMED; UHIEKC jeia (Tpu
HAJIMYMHA HOMEHKJIATYpPHI JIeN); 3ar0JI0BOK JIeNa; JarTa Jiejia; YUCIIo JIUCTOB B JIeTie; ATy
nepenaun pouaa

Bonpoc 2
Bamn: 1,00

Bribepure HeBepHOE yTBEpKACHNE

Bri6epute ouH OTBET:

a. Onuce ACJI IO JIMYHOMY COCTaBYy COCTABJIACTCA B TPEX SK3CMILIIApax

I
b. Onuce ACJI 11O JIMYHOMY COCTaBy COCTABJIACTCA B TPEX OK3CMILIAPAX

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

IPUHLINITY, KOTOPbIE OOBIYHO COYETAIOT B OJJHOW OMMCH: B KaXKJI0M XPOHOJIOTUYECKON IpymIe
Jiena pacupeAesiloTCs B COOTBETCTBUU CO CTPYKTYPHBIM IOAPA3ACICHUEM

' o )
d. Omuck Jen o JUYHOMY COCTaBY — YYETHBIN IOKYMEHT, KOTOPBIN COACPIKUT NEPEUCHb
JIOKYMEHTOB JI€JI 110 JINYHOMY COCTaBY C YKa3aHUEM MHJECKCOB, HA3BAHUM JTOKYMEHTOB U Jp.

Bomnpoc 3
bam: 1,00

IIpn cocraBieHHH OMNMCH €l IO JIMYHOMY COCTaBy II0 HOMHMHAJIBHOMY IPHHIUILY

3aroJIOBKHU J€JI B OITMCH UAYT B CJ'IC,I[YIOH_ICI\;I MMOoCICAOBATCIbHOCTHU!

Bribepute oauH OTBET:

a. IMIIeBBIC CUeTa paboUMX U CITYXAIIUX 10 3apa00THOM TIaTe (pacueTHBIC BEIOMOCTH T10
3apIuiaTe); CIIMCKH JIMYHOTO COCTaBa; JIMYHBIE JIeNIa; HEBOCTPEOOBaHHBIE JINYHBIC MTOTHHHBIC
JIOKYMEHTHI YBOJIEHHBIX Pa0OTHUKOB (ITPU OTCYTCTBUH OTACIHLHON OMHUCH)

b. TPYAOBLIC TOT'OBOPLL (COFJ’IaI_HCHI/ISI); AKThI O HCCUHACTHBIX ClIydasaX

C. CIIUCKU JJUYHOTO COCTaBa; KApPTOUYKHU IO yUETy JUIHOTO COCTaBa; JIMYHBIC JIeIa; TPYIOBBIC
JIOTOBOPBI (COTIIAIIIEHUS] )

d. mpukasbl (pacmopsKeHuUs) 10 JTUYHOMY COCTaBY; CIIUCKHU JINYHOTO COCTaBa; JIMYHBIC JICIIa;
KApTOYKH IO YYETY JUYHOTO COCTaBA



Bonpoc 4
bamr: 1,00

Kakomy HOpMaTHMBHOMY JOKYMEHTY NPUHAIJICKUT CTaThs 24, xoropas riaacut: «Coop,
XpaHEHHE, UCIOJIb30BAHNE U paAclpoCTpaHEeHHEe MHPOPMALMU O YaCTHOM HU3HM JMLa 0e3 ero
corylacusi He Jomyckaercs. OpraHbl TOCYyJapCTBEHHOM BJIACTM M OpPraHbl MECTHOI'O
CaMOyIIpaBJICHHs, WX JOJDKHOCTHBIC JHIA O0s3aHBl 00ECHEeYUTh KaXJIOMY BO3MOXKHOCTh
03HAKOMJIEHHUS C IOKYMEHTAMU U MaTepHallaMi, HENIOCPEACTBEHHO 3aTparuBaolliMuU €ro 1pasa

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

Bri6epute ouH OTBET:

a. TpynoBoii kogekc PO

“ b Koncrurynus PD

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

d. denepanbHbiii 3aKoH 0T 22 okTsa0pst 2004 roma Nel125-03 «O0 apxuBHOM Jierie B
Poccuiickoit deneparum»

Bonpoc 5
bam: 1,00

Haiinute mumiHee: 3anpoc conuanbHO-TIPaBOBOTO XapakTepa ...

BeiGepute oauH OTBET:

d. 3TO 3a1pocC O NOATBEPKACHUU TPYAOBOTO CTAXKa MK pa3sMepax 32[pa60THOfI I1J1aTHhI,
Harpax icHuu, NIpuCBOCHUN 3BaHI/II\/JI, MMOJIYYCHHA 06p330BaHI/I$I H T.II.

b. aT0 3ampoc, cBsI3aHHBIM ¢ BOCCTAHOBJIICHUEM POJICTBEHHBIX CBSI3€H, UCTIOJIHEHUE KOTOPOTO
SBJISIETCS MUIATHOM YCITyTOM apXuBa

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

d. BeIaeTcs OecriaTHoO B pOpMe apXUBHOM CIIPABKU, APXUBHOM KOIIMU M apXHBHON
BBIITUCKHU

Bonpoc 6
Bbamn: 1,00

CpoOK HUCTIONHEHUS 3alpoCOB COLMAITBHO-TIPABOBOTO XapaKTepa TPaKAaH M OpraHU3aIUi

[0 JTOKYMEHTaM apXWBa HE JOJDKEH IIPEBBIIIATH nHed. IIpu cinokHBIX 3ampocax Cpok



MOKET OBITh TIPOJIJICH, HO HE OoJiee YeM Ha JTHEH, ¢ 00s13aTeIbHBIM YBEIOMJIICHHEM 00 3TOM

3aABUTCIIA

Bri6epute oquH OTBET:

a. 30 xaneHgapHBIX JHEH cO AHA peructpanuu odpamienus; 30 quei

. o o
b. 30 nHeii co aHst peructpanuu obdpaiieHus; 15 nuei
C. 30 xaneHgapHBIX JHEW CO AHA perucTpanuu odpamienus; 15 nueit
. . .
d. 30 paGouux aHei co aHs peructpaiuu oodpamienus; 30 aHei
Bonpoc 7
bam: 1,00

Hmeromuecst B JIMYHBIX JellaX JUCTKM 10 Yy4eTy KaJpoB, aHKEThl, aBTOOHOrpaduw,
COOCTBEHHOPYUYHO COCTaBJICHHBIC 3asIBUTENIEM, HA KOTOPBIX OTCYTCTBYIOT OTMETKH O IPOBEPKE
UMEIOLINXCA B HUX CBEJCHUII HAa OCHOBAaHUM MPEICTABICHHBIX IMOJJIUHHBIX JOKYMEHTOB WJIU

CIIPpaBOK

Bri6epute ouH OTBET:

a. MOTYT CIIY?KUTh OCHOBAHUEM JUJIS1 BbIJIaUM apXUBHBIX CIIPABOK O TPYAOBOM CTaXe€ IPHU
MACbMEHHOM Pa3pelIeHNN TUPEKTOpA apXrBa

b. MOTYT CIIY)KUTb OCHOBAHUECM IS BbIJa9U ApXUBHBIX CIIPABOK O TPYJOBOM CTaXKC

C. MOT'yT CIY’KNTh OCHOBAHHEM JUIS BbIIa4W apXMBHBIX CIIPABOK O TPYAOBOM CTa)XXE MpH
NMUCBbMCHHOM DPAa3pCIICHUU AUPCKTOPA OpraHu3alunu, rac pa60Tan COTPYAHUK

d. me MOT'YT CIIYKUTb OCHOBAHUECM JUJIS BbIJa9U ApXUBHBIX CIIPABOK O TPYJOBOM CTaXKC

Bomnpoc 8
Bbamn: 1,00

Vkaxxute HEBEpHBIN BapuaHT: «B KadyecTBE JOKYMEHTOB, MOJTBEPKIANOIINUX TPYIOBOH
CTaX, JUIS COCTABJICHUS CIIPABKU MPH OTCYTCTBUU MPHUKA30B MO JUYHOMY COCTaBY MOTYT OBIThH

HUCIIOJIB30BaHHI ...»

Bribepute oauH OTBeET:

d. IIPpUKa3bI 110 OCHOBHOM ACATCIIbHOCTHU



b. aukera
C. JIMIIEBBIE CYETA 110 3apabOTHOM IU1aTe

d. mraTHOE paciiuCaHue opraHus3anuu

Bonpoc 9
bamr: 1,00

HpI/I BbIJIAYC IIOAJIMHHOI'0O JOKYMCHTa M3 apxXuBa II0 JHUYHOMY COCTaBYy II0JIy4aTCilb

MOAJIMHHOT'O JIMYHOI'O JOKYMCHTA JOJIKCH pacClrucaTbCda Ha 060p0Te KOIIUHU JIMYHOI'O0 JOKYMCHTA,

OCTaIOHleﬁCH B apXHBC OpraHU3aluu. HpI/I OTOM B PACIIMCKE YKAa3bIBACTCS

Bri6epute ouH OTBET:

f_.
a. KOHTPOJIbHAs J1aTa BbIJa4l JOKYMEHTA
b. cTrenens poacTea

C. IaCIIOPTHBIC JAHHBIC 3asIBUTCIIA

d. LEJIb U CPOKH BblJaYM JOKYMCHTA

Bonpoc 10
bam: 1,00

I[ena, CoACpiKalmue MOOKYMCHTHI II0 JIMYHOMY COCTAaBY BBIAAKOTCA BO

MMOJIb30BAHUE U3 XPAHUJIMI Ha CPOK, HE HpeBBIHIaIOHII/II\/'R

BeiGepute oauH OTBET:

a. 3 Mecsilia BO BpeMEHHOE MOJIb30BaHuE JJISl IPYTUX OpraHu3anui
~

b. 3 Mecsina It KCTIONIL30BAHUS TOKYMEHTOB B YHUTAIBHOM 3aJIe

c.1 MECALCB JIsA OKCIIOHUPOBAHUSA TOKYMCHTOB

d.2 MECila AJId UCIIOJIb30BaHUA pa6OTHI/IKaMI/I OpraHuzanun

Konmponvnasa paboma no oucyuniune

Apxuebl no jiHiuHoOMy cocmaey

OTBeThTE HAa BHIOOP HA 5 BOMPOCOB M3 MPUIIATaeMOTro CITHCKa.

BPEMEHHOE



Kaxnpiii orBet Ha 3-4 npennoxenus — 1 ab3a1] 10HKeH ObITh apryMEHTHPOBAH U JIOKa3aTeleH.

ar~wN

S

10.
11.
12.
13.

14.
15.

16.
17.
18.
19.

20.

21.
22.
23.
24,

25.
26.

27.
28.

Jaiite ompeneneHue NOHATHIO «KaapoBas AOKYMEHTALMS», «IOKYMEHTBHI IO JUYHOMY
COCTaBY».

Kakoe MecTo B KaipoBOIi TOKyMEHTALUU 3aHUMAOT JOKYMEHTBI 10 JIMYHOMY COCTaBy?
[lepeuncnure BUIbl JOKYMEHTOB 110 JIMYHOMY COCTaBY.

[Touemy Tak BakHO 0OECIIEUUTh COXPAHHOCTh JOKYMEHTOB I10 JINYHOMY COCTaBy?
HazoBure 1OKyMEHTHI 1O JIMYHOMY COCTaBY, HMEIOLIUE JIOJIOBPEMEHHBIH CpPOK
XpaHEeHHUS.

Kakue 10KyMeHTBHI 110 JINYHOMY COCTaBY UMEIOT KPaTKOBPEMEHHBIN CPOK XpaHEHUS?
Ha3zoBure 1OKYMEHT, YTBEpPIUBIIUN NMPUMEPHOE MOJIOKEHUE O PAHOHHOM (TOPOJICKOM)
ApxuBe JOKYMEHTOB II0 JIMYHOMY cocTaBy. I3 CKOJIBKMX YacTell OH COCTOUT?
[lepeuncnure ux.

[enb coznanus ApxuBa JOKYMEHTOB I10 IUYHOMY COCTAaBY.

3a yeil cuéT coaepKUTCS ApXUB JOKYMEHTOB 110 IUYHOMY COCTaBY?

Mosker 11 ApXUB JOKYMEHTOB 110 JIMYHOMY COCTaBY BBIIIOJIHATD IUIATHBIE YCIYTU?
Kakue 10KyMeHTBI BXOAST B COCTaB ApXHBa IOKYMEHTOB I10 JUYHOMY COCTaBy?
PackpoiiTe ocHOBHBIE 331a4H ¥ QYHKIUK ApPXHBA IO TUYHOMY COCTaBY.

Hmeer 1 npaBo ApXUB 0 JIMYHOMY COCTaBy HITpadoBaTh pyKOBOAUTENIEH OpraHU3aIui
32 HECBOEBPEMEHHYIO OILIATy €ro yCIyr?

Kto Bo3rnaBisier ApxuB JOKYMEHTOB 110 JINYHOMY COCTaBy?

[lepeuncnure sTambl NPOBEAEHUS AKCHEPTU3bl LIEHHOCTU JOKYMEHTOB IO JUYHOMY
cocTaBy?

Kakue 1o0KyMeHTbI COCTaBIISIFOTCS IPU MPOBEACHUN IKCIIEPTU3bI IEHHOCTU?

[Toanexar 1M yHUYTOXKEHUIO JOKYMEHTBI 110 JINYHOMY COCTaBy?

KTo MOXeT cTaTh HCTOYHMKOM KOMITJIEKTOBaHMSI IOKYMEHTaMH I10 JTUYHOMY COCTaBy?
[Tepeuncnure OCOOEHHOCTHM MOATOTOBKM K Iepefauye Ha XpaHEeHHE U apXUBHOTO
XpaHEHUS:

IIPUKA30B 110 JMYHOMY COCTaBY, JIMYHBIX J€J, JIMIEBBIX CUETOB, TPYAOBBIX KHMKEK,
JMYHBIX KAPTOUYEK, TPYIOBBIX JOTOBOPOB, PETUCTPALIMOHHBIX KHHUT.

[Topsinok oopmieHus TUYHOTO JIea.

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

Kakue y4€THbple JOKyMEHTHI BENYyTCsl B ApXHMBE Ha J€J1a 10 JUYHOMY COCTaBy?

Kakue Mepsl MOXeT NpUHATH ApXWUB Ui OOHapyKEHMsI MPOIABIIETO JTOKYMEHTa IO
JMYHOMY COCTaBYy?

3UMOl B MOMEIIEHUH, TJIe XPaHATCS TOKYMEHTHI 110 JINYHOMY COCTaBYy, HEOKUJAHHO Ha
HECKOJIBKO 4acOB OTKJIFOUMIIM oToIieHue. Bamm nevicteus?

HazoBuTe popMBbl HCIIOIB30BAHUS aPXUBHBIX JOKYMEHTOB I10 JINYHOMY COCTaBY.

Kakoli 3aK0H perynupyeT 10CTyIl K apXUBHBIM JOKYMEHTaM 110 JUYHOMY COCTaBYy?
[IpencraBbTe, 4TO BBl OpraHU3aIMs CO CPEAHUM JOKYMEHTOOOOPOTOM, MpopaboTaBIIas
15 ner. Cmonenupyiite CUTyalMio Neperadl B BEAOMCTBEHHBIH apXHUB JOKYMEHTOB IIO
JM4HOMY cocTaBy. CocTaBbTE OIMUCH JIEN, MPOTOKOJ 3aCeAaHMs IKCIEPTHON KOMUCCHH U
aKT Ha YHUYTOXXECHHE JEII.

ITapamerpsbl padoThI: yKa3aTh JUCUMIUIMHY, KTO BbioaHua: @.1.0. cryaenTa, kype, rpynna,
oraenenue. lpudTt 14, Times New Roman, mexxcTpounblii HHTEpBal 1,5, HyMepaius CTpaHHIL

0 BEpXHEMY IPaBOMY Kparo, 00beM paboThl — 2-3 cTp. O0s3aTeIbHBI CCHUTKH HA JINTEPATYPY B
TEKCTe B [], ciucok auteparypsl opopmMitsith B cooTBeTcTBHH ¢ ['OCTOM, 10IMyCTUMBI TOJTBKO

MIPOBEPEHHBIC AIEKTPOHHBIC PECYPCHI: OPHUITHATBHBIC CAUTHI U J1. TTyOIUKAIIHH.

Hmozoeswtit mecm no Kypcy «Apxugst no 1utHoMy cocmagy»



Bonpoc 1
bamr: 1,00

ApXHUB 110 JINYHOMY COCTaBYy — 3TO

Bribepure ouH OTBET:

a. CaMOCTOSTEIbHOE YUPEKICHUE UIIH CTPYKTYPHOE MOpa3AeICHUE YUPEKIACHUS,
OCYILIECTBIIAIOIIEE KOMIUIEKTOBAHUE, XPAaHEHHE, YUET U UCIIOJb30BaHUE JTOKYMEHTOB I10
JMYHOMY COCTaBY

b. moxpaszaeneHue KaapOBO CIYKOBI IPEANIPHUITHS, OTBEUAIOIICE 32 XPAaHCHHUE, YUCT U
MCIOJIb30BaHUE TOKYMEHTOB I10 JIMYHOMY COCTaBY, B TOM YHCIIE B 3JIEKTPOHHOM BUJIE

C. YUpEKJEHHUE, XpaHsIllee KaapoBble T0KYMEeHTbl AD PO

d. mecto XpaHCHUA TOCYAapCTBCHHBIX JOKYMCHTOB

Bomnpoc 2
bam: 1,00

BepHI)IM MOPAAKOM PACIIOJIOKCHUA JOKYMCHTOB IO JIMYHOMY COCTaBy B HOMCHKJIATYPC

ACI JI1 OTAC)IAa KaIPpOB ABJIACTCA

Bri6epute ouH OTBET:

a. 1. HopmaTtuBHO-IIpaBOBbIE aKThl, perylupyrole padoTy otena kaapos. 2. llltatHoe
pacnucanue. 3. [Tonoxxenue o0 otnene Kajgpos

~
b. 6. [Ipuka3sel 0 mpueme, YBOJIbHEHHH paOOTHUKOB. 7. [IprKa3bl 0 KOMaHIMPOBAHHH. 8.

HpI/IKa3I>I 0 MOOMIPCHUAX, IPUMCHCHUHN JUCHUIIIMHAPHBIX B3bICKaHUHN

c. 10. Tpynosbie noroBopsl. 11. JIOMKHOCTHBIE HHCTPYKIIMM pAaOOTHUKOB OpraHu3anuu. 12.
I'padux oTmyckos

© d. 19. XKypHan yuera npuema, nepeBoja, yBosibHeHus: padotHukoB. 20. XKypHan ydera

BOEHHOO00s13aHHBIX. 21. XKypHan yuera BpI1Taul KOMaHIUPOBOUHBIX yYIOCTOBEPEHHIM

Bomnpoc 3
bam: 1,00

KaKOMy HOPMAaTUBHOMY AOOKYMCHTY IPUHAIJICIKAT pPas3aciibl, OMHWCBIBAIOIIUEC KAaTCTOPUHU
JOKYMCHTOB 110 JIMYHOMY COCTaBy: HOOKYMCHTBI 1O OpraHu3annv, HOPMHUPOBAHUIO,

tapudukanuu, omwiate U oxpane tpyna (Pazmen Ne7), mokymeHTsl o padote ¢ kaapamu (Pazmen



Ne8), a Taxxe nokymeHTsl U3 Paznena Ne4 «Y4eT u 0OTYETHOCTHY, CBSI3aHHBIE C OTUIATON Tpy/Ja U

JPYTMMH BBIIUIATaMU COTPYIHUKAM?

Bri6epute oquH OTBET:

a. [IepedeHb TUMIOBBIX YIPABIEHYECKUX apPXUBHBIX JJOKYMEHTOB, 00pa3yIOUIUXCs B IIPoLIecce
JIeATEIbHOCTH TOCY/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIIPABIICHUS U OPraHU3aLUHI,

C YKa3aHHEM CPOKOB XpaHeHHUs. 3apeructpupoBad MunroctoM Poccun 8 centsopst 2010 r.
Per.Ne 18380
-~

b. Meroauueckue pekoMeHIauu «DKCIePTU3a IEHHOCTH U OTOOP B COCTaB APXHUBHOTO
donna Poccuiickoii @enepanuivi TOKyMEHTOB IO JTHUYHOMY COCTaBY» MpoekT 2014 r.

. OcHoBHBIE MTpaBmIIa PabOTHI apXUBOB opranuzanuii 2002 r.

d. UHCTpYKITUS 110 AEeTIOMPOU3BOICTBY OPraHU3aluH

Bomnpoc 4
bam: 1,00

Haiinure ommbo4HOE BBICKA3BIBAHKE

BeiGepute oauH OTBET:

a. Jlns ipyrux KaTeropuil noyib3oBaTeneil He00X0AUMO MUCbMEHHOE HOTapHaIbHO-
3aBEPEHHOE pa3pelIeHNe IPaKAaHNHA (€ro HacleJHUKA WU JOBEPEHHOTO JINIA), KOTOpOe
MOYKET OBITh 3aIPOIICHO OpraHU3aliel, HalPaBUBIIEH MMOJIb30BATENS B APXUB, TIOJIH30BATEIIEM,
€CIIM OH - YaCTHOE JINII0, JIX apXUBOM I10 IPOChOE MOJIb30BaTeNsl. APXUBY CIIEyeT BbIJaBaTh
HOJTb30BATENIO TOJBKO T€ JIeNa U JOKYMEHTHI, KOTOpbIe OyIyT yKa3aHbl B Pa3pelIeHUN

b. TTocne cMepTH rpakaHIHA IPABOM Ha JIOCTYIT K apXHUBHBIM JIejlaM U IOKyMEHTaM,
COJIep>KallNM CBEJICHHUs O TUYHON M CeMEHHOM TalfHe, ero YaCTHOM KH3HU 00JIaJatoT
HAaCJIEAHUKHU (JOBEPEHHBIE JINIIA HACIEHUKOB), €CIIH 3TO HE MPOTUBOPEUUT 3aKOHOIATENHCTRY
PO

C. ApxuB 00ecTeuynBaeT HOCTYIl MOIB30BATENS TOJIBKO K TEM TOKYMEHTaM UJIN
nH(OpMaIU, KOTOPBIE OTHOCSATCS K JIUITY B OTHOIIEHUH KOTOPOTO, OBLIIO MOTy4EeHO
paspelieHue o I0CTyIe, aXKe €CIIU B JIeJIe HaXOIATCS JOKYMEHTHI, COIepKallne
KOH(HICHIIMAIbHBIC CBEJICHUS O HECKOIBKUX JIMIIAX
-~

d. ApxuB npemocTaBisieT 10 OKOHYAHUS 75 JIET CO JHS CO3JIaHHs JOKYMEHTA apXUBHBIE JIeia
Y TOKYMEHTBI, COAEpKalMe CBEICHUS O JMYHOM U CEMEUHOM TallHE rpakIaHUHA, €r0 YaCTHOU
YKU3HU TI0 MOTHBUPOBAHHOMY MTUCHbMEHHOMY OOpAIICHUIO COTPYAHUKAM OpPTaHU3aIIHiA-
dborm000pa3oBaTeneii U UX MPUEMHUKOB, OPTaHOB TOCYJIAPCTBEHHOM BJIACTH, OPraHOB MECTHOTO
CaMOYITPaBJICHUS, CYI0B, OPTraHOB IPOKYPaTypbl, OPraHOB IIPEABAPUTEIILHOTO CIEACTBUS U
JIO3HAHUS B Mpe/ieaxX UCIIOTHEHUS MU CBOMX CITY>KEOHBIX 00sS3aHHOCTEH



Bonpoc 5
bamr: 1,00

PaHX(HpOBaHHLIﬁ CIIMCOK HOPMATUBHBIX JAOKYMCHTOB o periiamMCcHTallun

(GYHKIIMOHUPOBAHUSI APXHUBOB O JINYHOMY COCTABY

Bribepure ouH OTBET:

a. ®enepanpublii 3akoH «O0 apxuBHOM Jene B Poccuiickoit deneparun» Nel25-D3 ot 22
okTs10pst 2004 1.; Tpynosoii kogekc Poccuiickoit @enepannn N 197-d3 30 nexabps 2001 r.;
[TpaBuia opranu3anuyu XpaHeHs, KOMIUIEKTOBAHUS, y4€Ta U UCIIOJIb30BAHUS IOKYMEHTOB
apXUBHOI'O (JOHJA POCCUICKOM (enepalui U APyruxX apXUBHBIX JOKYMEHTOB B
roCyJapCTBEHHBIX OpraHax, OpraHaXx MECTHOTO CaMOYIPaBJICHUS U OpPraHU3aLUAX» OT
07.09.2015 r.; [IlepeueHb THMOBBIX YIIPABICHUYECKUX aPXUBHBIX JOKYMEHTOB, 00pa3yIOIINXCs B
IIPOLIECCE JIEATENBHOCTH IOCYAapCTBEHHBIX OPraHOB, OPIraHOB MECTHOI'O CaMOYIPABIICHUS U
OpraHM3aluii, ¢ ykazaHueM CpOKOB XpaHeHHUs. 3apeructpupoBad Munioctom Poccun 8
cenTs10ps 2010 r. Per.Ne 18380.; MeTonnueckue pekoMeHAaNN «DKCIIEPTH3a HEHHOCTU U
ot6op B coctaB ApxuBHoro ¢onaa Poccuiickoit @enepanuu T0KyMEHTOB IO TMYHOMY COCTaBY»
npoekt 2014 r.

b. Tpynosoii koaekc Poccuiickoit @enepanuu N 197-D3 30 nexabps 2001 r.; denepaibHblii
3akoH «O0 apxuBHOM Jene B Poccutickort @enepamum» Nel25-D3 ot 22 okTsa6ps 2004 r.;
[TpaBuna opranu3aiii XpaHeHus, KOMIUIEKTOBaHUS, Y4ETa U UCTIONIB30BaHUs JOKYMEHTOB
aApXUBHOTO (POHJIA POCCHICKON (hesiepauy U IPYyruX apXUBHBIX JOKYMEHTOB B
rOCYJapCTBEHHBIX OpraHax, OpraHaXx MECTHOT'O CaMOYIPABIICHUSI U OPTaHU3AIUSIX) OT
07.09.2015 r.; [lepeueHb TUMOBBIX YNPABICHUYECKUX aPXUBHBIX JOKYMEHTOB, 00pa3yroIIuXcs B
Mpol1iecce eATeTbHOCTH TOCYIapCTBEHHBIX OPTaHOB, OPTAHOB MECTHOT'O CAMOYIIPABJICHUS U
OpraHu3aIyii, ¢ yka3aHUEM CPOKOB XpaHeHHus. 3apeructpupoan MunroctoMm Poccruu 8
ceHTs0ps 2010 1. Per.Ne 18380

. ®enepanbhbii 3akoH «O06 apxuBHOM jeine B Poccuiickoit deneparumn» Nol125-D3 ot 22
okTs0ps 2004 r.; Tpynosoit koaekc Poccutickoit @eneparuu N 197-D3 30 nexadbps 2001 r.;
[TpaBuiia opraHu3an XpaHEeH!sl, KOMIUIEKTOBAHHUS, YUETA U UCIIOJIB30BaHUs JOKYMEHTOB
apXMBHOTO (pOHJIa poccHiickoi (enepanuy U Apyrux apXuBHBIX JOKYMEHTOB B
roCy/IapCTBEHHBIX OpPraHax, opraHaXx MECTHOTO CAaMOYIIPABIICHUS U OPTaHU3ALMIX» OT
07.09.2015 r.; MeTtoauueckue peKOMeHIaluu «DKCIepTH3a IIEHHOCTH U 0TOOp B COCTaB
ApxusHoro ¢onaa Poccuiickoit deaepanun 10KyMEHTOB 10 JUYHOMY cOCTaBy» MpoekT 2014 r.;
WHCcTpyKIMs 10 J€I0NPOU3BOJACTBY OpraHU3aluu

d. Tpynosoit koaekc Poccuiickoit deneparn N 197-D3 30 nexadps 2001 r.; denepanbHbIit
3akoH «O06 apxuBHOM jese B Poccuiickoit @enepanum» Nel25-D3 ot 22 oxTs16ps 2004 r.;
[TpaBuia opraHuzanuy XpaHeHHs!, KOMIUIEKTOBAHUS, Y4€Ta U UCTIOIb30BaHUS IOKYyMEHTOB
apXMBHOTO (OHJIa pocCHiicKO (enepaluy U APYyrux apXUBHBIX JOKYMEHTOB B
roCy/IapCTBEHHBIX OpPTraHax, OpraHaXx MECTHOTO CaMOYITPABJICHUS U OPTaHU3aIUIX) OT
07.09.2015 r.; [TepeyeHb TUTIOBBIX YIPABICHUYECKUX apXUBHBIX JOKYMEHTOB, 00Pa3yIOIIUXCS B
IpoLecce IesTEeNbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPIraHOB MECTHOT'O CaMOYIIPABIICHUS U



OpraHu3ali, C yKa3aHUEM CPOKOB XpaHeHus. 3apeructpupoBad Muntoctom Poccun 8
cenTs10ps 2010 r. Per.Ne 18380.; MeToaudeckue pekoMeHAANN «DKCIEPTU3a LIEHHOCTH U
ot6op B coctaB ApxuBHoro Gponaa Poccuiickoit @enepaiui TOKyMEHTOB 110 JINYHOMY COCTaBY»
npoekt 2014 r.

Bomnpoc 6
Bamn: 1,00

B kakom pazgene U3 NOPUBEIECHHOrO IMpHUMepa MHCTPYKIHH IO  KaJpOBOMY

JIeNIOTIPOU3BOICTBY YKa3aHO, UTO «JIn4HbIe fiena BexyTcs Ha BceX paOOTHUKOB YUPEKICHHSI»?

Beibeprte OfuH OTBET:
a. 00IIIME OJIOKEHUS
b. ocobenHoCTH OhOpMIICHHUS TOKYMEHTOB 0 OT/ACIBHBIM KaJIPOBBIM (DYHKIIHSAM
C. JOKYMEHTBHI 110 y4€Ty KaapoB

d. MOPAIOK IMOATOTOBKHU U MEPCAAYIHN ACJI HA XPAHCHUC B apXHUB

Bomnpoc 7
bam: 1,00

OTBETCTBEHHOCTh 32 OPraHU3aLNI0 PA0OTHI [0 XPAaHEHUIO KaJJPOBBIX JOKYMEHTOB HECET
Bri6epute ouH OTBET:
a. Pabotonarens
b. 3aBenyromuit apxuBoM
C. ApxuBapuyc

d. HayaneHux OTACIIa KaaApOB

Bomnpoc 8
Bbamn: 1,00

VYkaxxuTe JI0)KHOE YTBEp)KJIEHUE
Bribepure ouH OTBET:

d. APXUBHBIC JOKYMCHTEI 110 IMYHOMY COCTAaBY, KOTOPLIC HE GBIHI/I BKJIXOYCHBI B COCTaB
nokymMeHTOB ApxuBHoro ¢oHma Poccuiickoit deneparuu, Mo UCTEUEHUN CPOKOB XPAHEHUS



NOJUIekKAT YHUUTOXKEHUIO JINOO XPAaHEHUIO B ApXHUBE OPTaHU3AIMH B COOTBETCTBUM C
TpeOOBaHUSAMU KOPIIOPATUBHOI'O 3aKOHOIaTEIbCTBA

b. st opranu3anmii - ICTOYHUKOB KOMIUIEKTOBAHUS - I10 UCTCYCHUH CPOKOB XPaHCHUS
0053aTeNbHO NIPOBEIEHNE COBMECTHO € YIIOJTHOMOYEHHBIM OPraHOM IrOCYAapCTBEHHOM BJIACTH
cyobekta Poccuiickoii @eneparuu B 0071acTH apXUBHOTO Jie1a, [ '0capXUBOM dKCTIEPTHU3HI
LIEHHOCTH PsiJia JOKyMEHTOB 10 JIMYHOMY COCTaBy Ha MPeIMET BKJIFOUEHUS B COCTaB APXMBHOI'O
donaa Poccuiickoit deneparun

C. 1isa opraHH3aum”1, KOTOPBIC HE ABJIAOTCA HCTOUHHMKAMH KOMIUICKTOBAHUSA, 110 UCTCYCHHUN
BPEMCHHBIX CPOKOB XpaHCHUA apXUBHBIC JOKYMCHTEI 110 IMYHOMY COCTAaBY ITOJJICKAT

HKCHEPTH3E U MOTYT OBITh YHUUTOXKEHBI JTMOO XPAaHUTCS B apXHBE OPraHU3aLUU

d. XpaHCHUEC NOKYMCHTOB I10 JIMYHOMY COCTaBy, HC IMOJICIKANIUX YHUUTOXKCHUIO JOJIZKHO
OCYIICCTBIATHCA TOJIBKO B 6YM3.)KHOM, a HC B 3JICKTPOHHOM BHUJIC

Bonpoc 9
bam: 1,00

ITo KaKOMYy HNPUHIOUITY CUCTCMATH3UPYIOTCS NOKYMCHTBI B ACJaX, COACPIKAIINUX ITPUKA3BI,

paciopsiKEHUs 110 JINYHOMY COCTaBy?

BeiGepute oauH OTBET:
a. andaBUTHBIA TPUHIMI IO (HaMUINU COTPYIHUKA, O KOTOPOM COACPKHUTCA HHPOpMALIUs

b. XpoHOIOrHYEeCKUit IPHHIKIT: B HAYaJIe JIesia JOJDKHBI PAcIonaraTthCs MPHKa3bl
(pacniopsikeHus) 3a J1eKa0dpb, MOTOM 32 HOSIOPb U T.JI.

C. HOMEPHOMY IPHUHIMITY: OT [IEPBOTO JI0 MTOCIIETHETO

d. XpOHOJIOTHYECKUT IPUHIIUIT: B HAYaJIe Jeja TOJDKHBI PACIoNIaraThCsl MpUKa3bl
(pacnopsikeHHs) 3a SHBaph, IOTOM 3a (peBpajb U T.A.

Bomnpoc 10
bam: 1,00

[ToamuBka chOpMUPOBAHHBIX /1€ TPOU3BOAUTCS
Bribepute oauH OTBeET:
a. 10 Iepeiay uX U3 OTJIeNa KaJpoB B apXUB Ha JOJITOBPEMEHHOE XpaHEHHE
b. mocie 3aBepIeHNs SKCIEPTU3bI IEHHOCTH IOKYMEHTOB

C. IOCJI€ YBOJIBHEHMS COTPYIHUKA



d. A0 MPOBCACHUA SKCIICPTU3BI HEHHOCTHU JOKYMCHTOB I10 JINYHOMY COCTAaBYy

Bonpoc 11
Bamn: 1,00

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

JIMCTOB BHYTPEHHEH OIKCH Jella IOMeNaeTcs

BriOepuTe 0aMH OTBET:
a. Ha 000POTHO CTOPOHE MOCIIETHEr0 JOKyMEHTa
b. Bo BHYTpPEHHIOIO OIHKCH Jielia
C. Ha ITOCJIEHUH JUCT OOJIOXKKH Jiella C BHYTPEHHEH CTOPOHBI

d.Bs JIMCT-3aBCPUTCIIb ACJIa

Bonpoc 12
bam: 1,00

B MNPUBCACHHOM IIPUMEPEC TIIOJIOKCHUA O MYHUIUIIAJIBHOM apXHBE HJOKYMCHTOB IIO

JMYHOMY COCTaBY yKa3aHO

BeiGepute oauH OTBET:
a. 4TO apXUB BBINOJIHAET BCE ONEPALNU HA OE3BO3ME3IHOM OCHOBE

b. apXxuB BbLIACT 10 3asBICHUSAM IPAXKIAH TOJIBKO apXUBHBIC CIIPABKH, TIOATBEPIKAAIOIIIEC
TPYZOBOM CTa), pa3Mep 3apabOTHOM IJIaThl U IPYrHe BOIPOCHI, HE0OX0AUMBIE ISl 0(OPMIICHUS
MIEHCUW IPAXKIaHAM U PELICHHS IPYTUX COLMAIBHO-IIPAaBOBBIX BOIIPOCOB

C. yUYpCKIACHHUEC HC UMECT IIpaBa OKa3bIBATh YUPCKIACHHUAM, OpraHu3alusIM, IPECAIPUATUIM
MCTOANYECCKYIO, U IPAKTUYCCKYIO ITIOMOIIb B ITPOBEACHHUU SKCIIEPTHU3BI U YIIOPAJOYCHHUN
JAOKYMCHTOB

d. 94TO yupexaeHHe IPUHIUMAET Ha OCHOBE 3aKJIFOYCHHBIX JIOTOBOPOB M B COOTBETCTBHH C
rpaduKaMu OT YUPEeKICHUN, OpraHu3alui U NpenpUsaTHi-ICTOYHIKOB KOMIIEKTOBAHUS
ApxuBa IOKyMEHTHI 110 JITYHOMY COCTaBy, 00pabOTaHHbIE U YUTEHHBIE COTTIACHO
YCTaHOBJIEHHBIM IIPAaBUJIAM, a TaK ke JTOKYMEHTbI OT JIUKBUIUPOBAHHBIX OPTaHU3alUM, HE
MMEIOUINX MTPaBOIPEEMHUKOB

Bonpoc 13
bam: 1,00



Benenne nuYHBIX 1€ 0053aTEbHO KAapOBOW CIIY)KOOW M XpaHEHHWE B OpraHHU3aIlud

00s13aTeIbHO

BeiOepure oauH OTBET:
a. Ha rOCyIapCTBEHHOM I'pakIaHCKOH Ci1y:x0e
b. mis OO0 u OAO

C. U1t 00pa30oBaTEeNbHBIX yupexaeHui PO

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

YKaxuTte J10KHOE YTBCPIKACHUC

Br16epute ouH OTBET:

a. JInuHbple KapTOUYKH paOOTHUKOB TaKKe (GOPMUPYIOTCS B Aema Mo andaBUTy haMuiIHii
-~

b. TIpuka3spl, pacropsuKeHuUs, yKa3aHUs 110 JUYHOMY COCTaBY IPYIITUPYIOTCS B
CaMOCTOSITEJIbHbIE apXUBHBIE JIeIa CO CBOEH Hymepaluei

C. JIuueBble cuera 1o 3apabOTHOM I1aTe COTPYAHUKOB (POPMHUPYIOTCS B CAMOCTOSITENIbHBIE
Jiefla ¥ pacIioylaratoTesl B HUX 1o andaBuTy GpaMuiInii
r o
d. B cootBercTBuu ¢ [IpaBunaMu paboThl apXMBOB OpPraHU3ALUI PACTIOPSIUTEIIbHBIC
JOKYMEHTBI TPYIIIUPYIOTCS B JeJia 10 BUJAM, I0IycKaeTcss GOpMUPOBATH B OJHO JIETIO MPUKA3bI
U PACTIOPSKEHU ¢ €AUHON HyMepalnuen

Bonpoc 15
bam: 1,00

O0no0xKa AcJ1a 110 JINYHOMY COCTaBy COACPIKUT CICAYIOIUC PCKBU3UTHI:

Bribepute oauH oTBeT:

d. HAHMCHOBAHHNC OpTaHNU3aly, MOAYNHCHHOCTh, HAMMCHOBAHHUE CTPYKTYPHOTO
noapa3aciICHUA; HHACKC ICJIa; apXHBHLIﬁ IJ_II/I(I)p JcJa, 3aroJJOBOK J€ja, KpaﬁHHC JaThbl Acja,
KOJIMYCCTBO JIUCTOB ACJIa; CPOK XpaHCHUS ACJIa

b. HanMeHOBaHUE OpraHU3alnH, TOTYMHEHHOCTh, HANMCHOBAHHUE CTPYKTYPHOTO
Mo/Ipa3IeNICHUs; MHJICKC JIeJIa; 3ar0JIOBOK JIejia; KOJTMYECTBO JTUCTOB Jelia; KpaitHUe IaThl Jela;
CPOK XpaHEHHUs Jiejia; apXUBHBIN MUGp aena



C. HAaMMEHOBaHHUe OpraHu3allu, MOJYMHEHHOCTh, HANMEHOBAHHUE CTPYKTYPHOTO
NOJpa3IeNIeHus; MHICKC JIeNa; apXUBHBIN mudp aena (Homep HoHIa-UHICKC, OHICH AeTa);
3aroJI0OBOK Jieja; KpaliHue AaThl Jieja; KOJIUYECTBO JINCTOB JIejia; CPOK XpaHEHHs Jiena

d. HaMMeHOBaHUE OpPTraHM3ALMK; UHICKC JIe)Ia; apXUBHBIN MU(p Jesa; 3aroJIOBOK JIela;
KOJIMUECTBO JIUCTOB JI€JIa; CPOK XPAHEHHUS Jielia; KpailHue J1aThl Jela

Bomnpoc 16
bamr: 1,00

Kakomy HOpMaTHMBHOMY JOKYMEHTY NPUHAIJICKUT CcTaThs 24, xoropas rimacut: «Coop,
XpaHEHHE, UCIOJIb30BAHNE U paclpoCTpaHeHHe MHPOPMALMU O YaCTHOM XU3HM JMLa 0e3 ero
cornmacusg He Jomyckaerca. OpraHbl TIOCyJapCTBEHHOM BJIacTM M OpPraHbl  MECTHOTO
CaMOYIpPAaBJIEHUS, UX JOJDKHOCTHBIE JIMLAa 00s3aHbl 00ECHeYUTh KaxJA0My BO3MOKHOCTh
03HAKOMJIEHHUS C IOKYMEHTAMU U MaTepHallaMi, HEIIOCPEICTBEHHO 3aTparuBaolliMuU €ro rnpasa

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

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

b. ®enepanbubiii 3ak0H OT 22 okTI0pst 2004 roma Nel125-D3 «O6 apXUBHOM Jeiie B
Poccniickoit denepanum»

C. Tpynosoui konekc PO

“ Koncrurynus PO
Bonpoc 17
bam: 1,00

Wmeronecss B JUYHBIX JieJaxX JUCTKM IO Yy4YeTy KaJApoB, aHKEThl, aBToOHorpaduwu,
COOCTBEHHOPYUYHO COCTaBJICHHBIE 3asiBUTENIEM, HA KOTOPBIX OTCYTCTBYIOT OTMETKH O IMPOBEPKE
UMEIOUINXCA B HUX CBEJEHUI Ha OCHOBAaHUM IPEJCTABJICHHBIX MOMJUHHBIX JOKYMEHTOB WJIN

CIIPaBOK
Bribepure ouH OTBET:

d. MOT'yT CIYKHUTh OCHOBAHMEM JIs BbIJIaYW ApXUBHBIX CIIPABOK O TPYAOBOM CTaXXE

b. MOTYT CITY)KUTh OCHOBaHHEM JIJIS BBIIAYM apXUBHBIX CIIPABOK O TPYIOBOM CTaXe MPH
MMCbMEHHOM pa3pelIeHU JUPEKTOpa apXuBa



C. HC MOI'yT CIIY’KATh OCHOBAHMEM IJIs BbIJIa4X ApXUBHBIX CIIPABOK O TPYAOBOM CTaXXE

d. MOTYT CIIyXHTh OCHOBAaHHEM JIJIsl BBIZIAYM aPXUBHBIX CIIPABOK O TPYJAOBOM CTaXKe MPHU
MUCHbMEHHOM pa3pelleHUuH TUPEKTOpa OpraHn3allu, T1e padoTan COTPYAHUK

Bonpoc 18
bam: 1,00

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

IMMOJIb30BAHUEC U3 XPAHWJIMI Ha CPOK, HEC HpeBBII_HaIOH_[I/II\/JIZ

Bri6epute oquH OTBET:

a. 7 Mecs1LeB I SKCIIOHUPOBAHUS TOKYMEHTOB

~
b. 2 Mecsina uist UCTONIb30BaHUS paOOTHUKAMHU OpraHU3aIin
C. 3 Mecsilia BO BpEMEHHOE MOJIb30BAHUE ISl IPYTUX OPTaHU3aIUi
f_.
d. 1 MecsiI| 1S KCTIOTb30BAHMUS JOKYMEHTOB B YHTAILHOM 3aJie
Bonpoc 19
bam: 1,00

VKkaxxure HEBEpHBbIM BapuaHT: «B KkauecTBE IOKyMEHTOB, IOATBEPKIANOIIUX TPYAOBOM cTrax, i

COCTABJICHUS CIIPABKU MOT'YT OBITH MCIOJIL30BAHEI ...»

BribepuTe oguH OTBET:

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

C b. mpuka3ssl M0 TMYHOMY COCTaBY
C. JINTIIEBBIC CUETA 10 3apabOTHOM IIaTe
d. MpUKa3sbl 110 OCHOBHOH ACATCIBHOCTHU
Bonpoc 20
bann: 1,00

HpemvlymeCTBa, IMOJIY4aeMBbI€ OT BHEAPCHHUA DJICKTPOHHOT'O apXnBa IO JINYHOMY COCTaBY:

Bribepure oMH OTBET:

a. ApXHB HC 3alIUIICH OT IMOKapOB U MPOYUX (bOpC-Ma)KOpOB; HE 00eCIeuynBaeTCs UX COXpPaHHOCTb
OT IIOTCPH, NOPYH, YMBINUICHHOI'O PCAAKTUPOBAHUA U T.O.



~

b. Pabora ¢ apXMBHBIM JOKYMEHTOM BO3MOYKHA OJHOBPEMEHHO JIUIIE TSI OHOTO YEIIOBEKA, YTO

co31acT HCyILO6CTBO Ipu pa60Te C aKTHUBHO HUCIIOJIB3YEMBIMU NOKYMCHTAMU

C. BpeMﬂ OTBETOB HaA 3alPOChl K JaHHBIM apXuBa COCTABJIACT OT OJHOT'O JO HECKOJIbKUX I[HCI\/'I.

PaboTtHrKaM apxuBa TOBOJIBHO CIOXHO 00padaThIBaTh BPyYHYIO OOJBIIOE KOJIMIECTBO 3aIPOCOB,

MHOTI'M€ U3 KOTOPBIX JOBOJIBHO CJIOXKHBI U Tpe6YIOT AJISL IOJTYUCHUA OTBETA UCIIOJIB30BAHUE OOJIBIIIOTO
KOJIM4YECTBA ACJI

I

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

CKOpPOCTHU O6pa6OTKI/I 3aIllpOCOB K apXHBY, KOHTPOJIb CPOKa XpaHCHUS B 3aBUCUMOCTU OT TUIlA JOKYMCHTA

" T.1.

7 OueHO4YHbIE CPEICTBA ISl IPOBECHUS POMEKYTOYHON aTTeCTAlUHN
a) [lnanupyemsble pe3yabTaThbl 00y4eHHs U OLIEHOYHbIE CPeACTBA /1JIs1 MPOBeIeHUs
NMPOMEKYTOYHOM ATTEeCTAIUM:

Kox Nnupukarop

JOCTHKECHUS OneHouHbIE CpECTBA
UHINKATOpa

KOMIIETEHITNH
[1K-3: CnnocobGeHn opraHu3oBaTh U aIMUHUCTPUPOBATH JACSITEIILHOCTD 110 OPraHU3aluK TPyia U

OILIAThI IICpCOHAJIa

[K-3.1

O0ecrieunBaeT
JOKYMEHTAITHOHH
oe u
OpraHu3aIMOHHO
e
COITPOBOKIICHHE
CHUCTEMBI
OpTraHH3alUU U
OILJIaThI TPy
nepcoHasia

Hepeqeﬂb TECOPETUHICCKHUX BOIIPOCOB K IK3aMCHY .

1. KanpoBast nmokymeHTammss u e€ pPasHOBHIHOCTH. 3HaudeHHUE
JIOKyMEHTOB IO JINYHOMY COCTaBy B CHCTEME KaJpOBOH
JIOKYMEHTALIUH.

2. JIOKyMEeHTBI 1O JIMYHOMY COCTaBy JOJTOBPEMEHHOTO H
KpPaTKOBPEMEHHOTO CPOKOB XPaHEHHSI.

3. IIpaBoBBIE OCHOBBI OpraHM3aIlMM PAaOOTBl ApXHMBa IO JINYHOMY
COCTaBYy.

4. Hctopus ¢popMupoBaHUS KagpOBON TOKYMEHTALMU U OpTraHU3alus
e€ xpanenus B Poccun.

5. Conepxxanune npuMepHoro IlosokeHnss o paifoHHOM (TOPOJICKOM)
ApxuBe T0OKYMEHTOB 10 JHYHOMY COCTaBY.

6. 3agaun 1 QyHKIUM ApXHBa JOKYMEHTOB I10 JJUYHOMY COCTAaBY.

[TpumepHbIe paKTHYECKHUE 3aAaHHs ISl 9K3aMeHa:

1. Ykaxure HoMep cratbn PenepansHoro 3akoHa «O0 apXHBHOM Jiele B
Poccuiickoii de- nepaunm» ot 22 okts16pst 2004r. Ne 125, B koTOpOi
NepeyrCIeHbl YUPEKICHHS, apXUBHbIE JJOKY- MEHTHI KOTOPBIX OTHECEHBI K
MYHHUIUIAJIBHOW COOCTBEHHOCTH.

Ortser:

2. Kem ocymiecTBisieTcs peeHne HayqHO-METOINIECKUX U PAaKTHIEeCKUX
BOTIPOCOB, CBSI- 3aHHBIX C SKCHEPTH301 IIECHHOCTH TOKYMEHTOB 1
BKITIOYEHHEM HX B cocTaB ApxuBHOro (horaa [lenszenckoit obmactu?

OrtBer:

3. MoryT 51 OBITh IPUBATH3UPOBAHBI APXUBHBIE JOKYMEHTHI, HAXOIAIINECS
B TOCYIapCT- BEHHOH MJIM MYHHIMITAIILHON COOCTBEHHOCTH?

Ortser:

4. HazoBuTe opraHsl, KOTOpbIE OCYIIECTBISIOT IOCyJapCTBEHHOE
yIpaBJIeHUE ap- XUBHBIM sienioM. OTBeT:

B Poccuiickoit ®enepaunu - B [lenzenckoit odmaact —

B MYHHIUITAIEHBIX 00pa30BaHUAX —

5. KakoBbl momHOMOYHS 3aKOHOAATEILHOTO coOpanus [IeH3eHCKoM 00macTi
B c(hepe ap- xuBHOTO nena? OTBeT:

1.




2.

3. 6. B ubn mostHOMOYHS
BXOZUT IpeacTaBieHue [IeH3eHcKoi 001acTH B OTHOLIECHUSX ¢ (ere-
paJIbHBIMHU OpPraHaMH roCyAapCTBEHHOM BJIACTH, OCYILECTBIEHHE MEP MO
peanmu3anuu Ha Tepputopun [leH3eHCKON 00IacTH TOCYIapCTBEHHOM
TIOJIUTHKH B chepe apXuBHOTO aemna?

OrtserT:

7. NoxymenTsl ApxuBHoro gonna P®, Haxosimuecs B ToCyJapCTBCHHOM
COOCTBEHHOCTH, IIOCTOSIHHO XpaHstcs B 23 OTBer:

1.

2.

3.

4,

8 . Kyna nepenatoTcst JOKyMEHTBI, OTHECEHHbIE K COCTaBY apXUBHOTO (hoHIA
Ien3enckoit obmacTu, mpH MPUBATH3AINH TOCYJAPCTBECHHBIX OPTraHM3aIHN
ITenzeHckoit obmacTn?

Ortser:

9. Yxaxute HOMep craThu DenepanpHoro 3akoHa «O0 apXHUBHOM JieNe B
Poccuiickoit @e-neparim» ot 22 okta0ps 2004r. Ne 125, kotopast
3arpeliaeT yHUuTOXKEHHE TOKYMeHTOB ApxuBHoro ¢ponna PO.

OrtserT:

10. ITepeuncanure OCHOBHBIE KJIACCU(PHUKALMOHHBIE €TUHUIBI APXUBHOTO
¢onna Poccun OtBer:

1.

2.

3.

11. Moryrt 111 rocyAapCTBEHHBIE OpPraHbl, OpraHbl MECTHOTO
CaMOyTIpaBIIEHNs], TOCYAAPCTBEHHbIE U MyHHIIUNIAIbHBIE OPraHU3aLluU
nepenaBaTh 00pa30BaBIINECS, B IPOLIECCE UX AEATEIBHO- CTH JOKYMEHTHI
ApxusHoro ¢poHna PO B mysen, bubimoreku, oprannzannu Poccuiickoit
aKaJeMUHU HayK ¥ HErOCyAapCTBEHHBIC OpraHU3alnu?

OrtserT:

12.Yxaxute Homep cratbi OenepanbHoro 3akoHa «O0 apXUBHOM Jeje B
Poccuiickoit ®ene- paun» ot 22 okTa6ps 2004r. Ne 125, kotopas
YCTaHaBJIHMBAET CPOKH BPEMEHHOTO XPaHEHHS JOKYMEHTOB APXHUBHOTO
torma PO no ux nepenaun Ha MOCTOSHHOE XPaHEHHE.

Ortser:

13. KoMy nepeparoTcst JOKyMEHTHI 110 JITUHOMY COCTaBY IPHU
peopraHu3anny opraHa rocy- 1apcTBEHHOH BIIACTH, HHBIX TOCYAapPCTBEHHBIX
opraHoB [len3eHckoit oomacTu?

Ortser:

14. Komy nepenaroTcsi JOKyMEHTHI 110 IMYHOMY COCTaBY IPH JIUKBHIAIIH
Oprasa rocyjap- CTBEHHOW BJIAaCTH, HHBIX TOCYJapCTBEHHBIX OPTaHOB
IenseHckoit obmacTu?

OrtserT:

15. Kaxue BuabI OTBETCTBEHHOCTH ycTaHaBIUBaeT DenepanbHbIi 3aK0H
«O6 apxuBHOM fene B Poccuiickoit @eneparum» ot 22 okTs10pst 2004r. Ne
125 3a HapylIeHNe 3aKOHOATENILCTBA 00 apXUBHOM Jielie B PO

1.

2.

3.

[1K-4: CriocobeH pyKOBOAUTH MPOLIECCOM CKaHUPOBAHUS, BBOJIa M 00paOOTKH JIaHHBIX B CICTEME

9JICKTPOHHOI'O apXHBa

VYnpasnser
NeSITeTbHOCTHIO
110 KOHTPOJTIO
[TK-4.1: (GyHKIMOHUPOBA
HUS, BBO/IA U
00paboTku
JTAHHBIX B

Hepeqenb TCOPETUYCCKHUX BOIIPOCOB K IK3aMCHY:

1. C3B/, a1eKTpoHHBII apXHB: ONpeAeIeHNE, IPUMEPHI, KIIacCU(PHUKALHSL.
2. OCHOBHBIE TIOHATHS ¥ NpaBUiIa opranusauu HHHOPMAIIMOHHBIX
IMPOAYKTOB U YCIIYT, 3KC1‘IepTHOI71 OLICHKHU: omnpeneneHNEe, IPUMEPHI,
KJTacCUpUKAITHSI.

3. OcCHOBHBIC METOJBI HCCIIEAOBAHMI, HCIIOJIB3YEMBIX B YACTH apXHBOB 10
JMYHOMY COCTaBY.

4.0Onpenenenue nponecca YKCIICPTHAS OLICHKA.




CUCTEME
AIEKTPOHHOTO
apxuBa

5.CoBpeMeHHOE COCTOSIHUE B CHCTEME APXMBHOTO XPAHEHHUs! IOKYMEHTOB T10
JMYHOMY COCTaBY.

6.ITops10k NPOBeIEHNUS SKCTIEPTH3bI IEHHOCTH J0KYMEHTOB 110 INYHOMY
COCTaBY Ha Pa3HBIX JTaIlax IeI0NPOU3BOICTRA.

7 .KoMMieKToBaHHe apXUBOB MO IMYHOMY COCTaBY. MIcTOUHMKM
KOMIUIEKTOBAHHSI apXUBOB TI0 JINYHOMY COCTaBYy.

8.IToAroToBKa TOKYMEHTOB 110 JIAYHOMY COCTaBY K apXHBHOMY XPAaHCHHIO.
dopmupoBaHKe I 10 JUIHOMY COCTaBY JUIA IIepelady B BEAOMCTBEHHBIIH
apXUB.

9.0OpraHu3anys IOArOTOBKU K apXUBHOMY XpaHEHHIO U apXUBHOE XpaHCHHE
Pa3HBIX BUAOB JOKYMEHTOB II0 JHYHOMY COCTaBY (IPUKA3bI IO IMYHOMY
COCTaBY, JINUHBIE KAPTOUKH, JIUIEBHIC CUETA, PETUCTPAIIMOHHBIC KHUTH).
10.ITopsimox hopMHpOBaHUS TUYHOTO JEa.

11.TpeboBanus K OpraHU3aIlK XpaHEHUS TPYAOBBIX KHHKEK.

12 .Vicnonb30Banue aBTOMATH3MPOBAHHBIX TEXHONOTHI ydeTa apXUBHBIX
JOKYMEHTOB IO INYHOMY COCTaBY.

13.VcrpoiictBo 1 060pyI0BaHIE APXUBOB MO THYHOMY COCTaBY B
OpraHu3anusax U apxuBax.

14 .®akrops! paspylienns 10KyMEHTOB 110 IMYHOMY cocTaBy. KoHTposb
HaJIMYUS U QU3HIECKOTO COCTOSHUS JOKYMEHTOB I10 JINYHOMY COCTaBY.
15.0co6enH0CcTH yueTa 1 COXPaHHOCTH JOKYMEHTOB M0 JIHYHOMY COCTaBY U
HOPSIOK UX Mepeayrl HA XpaHCHHUE B CIydae JIMKBUAALMU IOPUIUYECKOTO
JHLA.

16.0pFaHH33HI/IH 3allIUTBI APXUBHBIX JOKYMCHTOB I10 JIMYHOMY COCTaBYy OT
HECaHKIIMOHUPOBAHHOT'O JIOCTYIIA.

17. Kakue I/IH(bOpMaI_II/IOHHBIC MMPOAYKTHI U YCIYI'U Bor 3HAcCTC,
IIPUBEIUTE IIPUMEPHI UCIIOJIB30BaHUS UX B apXUBaX I10
JIMYHOMY COCTaBYy

18. Kopobounas C3J] LanDocs — monnonenHas. Cucrema
OnexkTpoHHOro JIokyMeHT0000pOTa /Ui KaKUX KOMIaHUN OHa
HOAXOIUT B UCIIOJIb30BAHUH

1. Coenamp ananuz 0anH020 0OKyMeHmMa

2 IIpoananusupyiime npasunbHoCmy 0QpopmaeHUs




BHYTPEHHANA OITHCDH
AOKYMEHTOR ef1. Xp. N¢_ 05-15/110

Ne "::;':':::" :o::::uu JaroToBoK JOKYMeNT MH;:?‘_
1 2 3 + 5
! Hononriesiue K AUSTHOMY AUCMKY NO y9emy !
Kadpoe
2 19.03.2012 | Jlusnedl AUCMOK No ywermy Kadpoe 2-3
3 19.03.2012 | Aemobuospadus <
4 | ON827527 | 26.06.2001 | Konus dunnoma 5
5 10/12-md 19.03.2012 | Tpydosou doeoeop 6~11
6 45-x 19.03.2012 | Konus npuxasa o npuese wa pabomy 12

Hrtoro
(andpamn 3 spoancie
KOMMYECTBO THCTOR BHYTPEHHEA OIICH
(amgpases w npasa)
MHcnexTop Wupoxoea
[EE-L =Y
19.03.2012
Hepeqeﬂb TECOPETUICCKHUX BOIIPOCOB K IK3aMCHY .
1. KoMmuiekroBaHHE apXWBOB [0 JIHYHOMY COCTaBy. VICTOYHHKH
KOMIUICKTOBAHHS apXUBOB II0 JTUYHOMY COCTaBY.
2. TloaroroBka NOKYMEHTOB II0 JHMYHOMY COCTaBy K apXHBHOMY
xpaHeHnto. DopMHpOBaHHE el MO JIMJHOMY COCTaBy ISt
Pa3pabatsiBaer P PMHP . Y Y
nepeayu B BEJOMCTBEHHBIN apXuB.
JIOKAJIBHBIC 3. OpraHusanys TOATOTOBKH K apXMBHOMY XDAHEHHIO M apXUBHOE
HOPMAaTHUBHBIC XpaHCHUEC pa3HbIX BHJAOB JOKYMCHTOB IIO0 JIMYHOMY COCTaBYy
AKTBI II0 (IpuKas3bl MO IMYHOMY COCTABY, JINUHbIE KAPTOUYKH, JIUIEBBIC CUETA,
BOIIPOCaM PEruCTPalMOHHbIE KHUTH).
4. Tlopsmok pOpMHUPOBAHHMS JIUYHOTO JIENA.
[1K-4.2 OpraHu3aIu 5 T PALOK QOPMIP .

. TpeboBaHus K OpraHU3aLMU XPAHEHHS TPYAOBBIX KHIDKEK.
nponecca 6. Tlopsok mepenauyu JieN Mo JMYHOMY COCTaBY B BEIOMCTBEHHBIM
CKaHUPOBAaHUA B apXuB.
cUCTEME 7. TpeboBaHUsI K COCTABICHUIO OIKCH JEI I10 INYHOMY COCTaBY.
IEKTPOHHOTO 8. TlopsiOK YHHYTOXKEHUS APXMBHBIX KaJpOBBIX JIOKYMEHTOB C

UCTEKIIUM CPOKOM XPaHEHHUSL.
apxuBa
9. Opranuszaiys ydera JOKYMEHTOB 110 JIMYHOMY cocTaBy. Cucrema
YYeTHBIX JOKYMEHTOB, HMX IesieBoe HasHaueHne. OcoOeHHOCTH
ydera JOKyMEHTOB I10 JIMYHOMY COCTaBY B apXHMBaX OpraHH3aIuil u
rOCYJapCTBEHHBIX apXHUBaX.
OcymecTBiser 1. Pemminth npoGnemMuyto 3anauy: [lepBas HOMEeHKIaTypa e
CTpaTeTuuecKoe obu1a cocrasiieHa B 3A0O «3Be3ma» 10 mer Hazaxm. Torma xe
MK-4.3 IJIaHUPOBAHUC U CCKpCTApEM TI'CHCPAJIbHOIO AUPCKTOpa IO THUIIOBOMY
' MOCTPOCHUE MIEPEYHIO OBLIM ONPEJICIICHBI CPOKU XPaHCHHSI IOKYMEHTOB.
IPOLIECCOB CpokH XpaHEHHUS HEKOTOPBIX JIOKYMEHTOB, KOTOpBIE HE
CKaHUPOBAHM, COJICPKAINCH B IICPCYHE, ObLIH YCTAHOBJICHEI «HaA I'JIa30K» U




BBOJIA U
00paboTku
JIAHHBIX B
cucTeMe
3JIEKTPOHHOTO
apxuBa

9acTO HE COOTBETCTBOBAIM  pEAJbHOMY  3HAYEHHIO
JOKYMEHTOB. B mocnemyromye roapl HOMEHKIAaTypa MpocTo
[epeNHCHIBAIACH, CPOKH XPAHEHHS HE YTOYHSIIHCH.
M3Menunach 71 K HACTOSILIEMY BpPEMEHH HOPMATHUBHO-
METOJIMYECKasl OCHOBA, MO3BOJIAIONIAS C  JOCTATOYHOU
CTETEHBI0 OOBEKTHBHOCTH YCTaHABIUBATh CPOKH XPaHCHHS
JOKYMEHTOB B aKIIMOHEPHBIX obmiecTBax? Kakne HOpMaTHBHbIE
JIOKYMEHTBl MOKHO PEKOMEHJI0BaTh JaHHOMY OOIiecTBy Uis
OIIpeIeTICHUS

2.Ilpu mpoBeneHHH SKCHEPTHU3bl IIEHHOCTH JOKYMEHTOB B
JIeJI0- IMPOM3BOJCTBE OPraHU3AIlMU 3KCHEPTHl 0Opalaiu
BHUMaHHE Ha Clie- JyIoIee:
a) 3HAYMMOCTh YHPABICHYECKUX (DYHKIUH, A7
peanu3aniy KOTOPBIX UCIIOJIb30BAIIMCH JTIOKYMEHTBI;

0) B Kakod TMepuoJ MOABWIUCH WIM  ObUIK
UCIIOJIb30BaHbl JIOKYMEHTHI (CO3[aHHe OpraHu3allid, ee
peopraHu3aius, BBIIOJHEHHWE OCOOBIX 3aJaHui U T. 1I.),
UX 3HauY€HUE JJIsl OpraHu3allly;

B) OTpaxxaroT JIn AOKYMCHTHIL OCHOBHYHO
ACATCIIBHOCTE OpraHu3aliui Wik pealn3aluro OJHOM
KOHerTHOﬁ 3agauu M, CJICAOBATCIIBHO, MOI'YT JIHA
HCII0JIB30BATHCS B CIIPABOYHBIX LECJIAX;

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

1) TOBTOpsieTcss Ju  uHGOpMAIMst B JIPYTHX
nokyMmeHTax. Ecnu moBropsieTcsi, To B Kakux (opMax H
o0beMax;

€) TMpPaBUIBHOCTb  OGOPMIICHUS
JOKYMEHTOB;  K)  PEKBU3UTHI,
YIOCTOBEPSIOINE JOKYMEHTHI.

ITo xakuM KpUTEpHSIM B JAHHOM CIIy4ae IPOBOJMIACH
OIICHKA IOKYMEHTOB?

0) Ilopsinok npoBeaeHUA IPOMEKYTOUYHOM aTTECTAIMU, IOKA3ATEJIM U KPUTEPUH

OIICHUBAHUA:

IIpomexxyTouHast arTecTanuss IO JUCUHUIUIMHE BKIIOYAET TEOPETUYECKHE BOIPOCHI,
MO3BOJISIOIINE OLEHUTh YPOBEHb YCBOEHUS 00YYAIOUIMMHMCS 3HAHUM, M MPAKTUYECKHE 3aaHus,
BBISIBJISIFOIIME CTENEeHb CPOPMUPOBAHHOCTH YMEHUN W BIaJeHuil, mpoBoauTcs B (dopme

OK3aMcCHa.

OK3aMeH 1O JaHHOW IUCHMIUIMHE MPOBOJUTCS B YCTHOM (opMe MO TEOPETHUECKUM
BOMpocam (2 BOIIpoca) ¢ 3aIIUTOM cce U Keiica.

Iloka3aTed M KpUTEPUH OLIEHMBAHUA DK3aMeHA:

— HA OLEHKY «OTJMYHO» — CTYJEHT JIOJDKEH MOKa3aTh BBICOKMI ypOBEHb 3HAHWM HE
TOJIbKO Ha YPOBHE BOCIPOU3BENCHHS M OOBSICHEHHS MH(POPMALUHU, HO U HUHTEIUICKTyallbHbIC
HaBBIKU PELICHUs IPOOJIEM U 3a]a4, HAXOXKIEHUS YHUKAIBHBIX OTBETOB K ITpo0JieMaM, OLIEHKH U
BBIHECEHUsI KPUTUUECKUX CYXKICHUM;




— Ha OLIEHKY «XOPOINO» — CTYAEHT JOJDKEH IOKa3aTh 3HAHWS HE TOJBKO HAa YPOBHE
BOCIIPOM3BEACHNS M OOBsICHEHHS HMH(OpMAannu, HO M HMHTEIUICKTYAJIIbHBIC HABBIKH DPEIICHUS
HpO6HeM " 3aJia4, HaXOXJACHUS YHHUKAJIBbHBIX OTBETOB K Hp06H€MaM;

— Ha OLICHKY «yHOBJIETBOPHUTEJILHO» — CTYACHT JOJDKEH IOKa3aTh 3HAHUS HA YPOBHE
BOCITPOU3BCACHUA U 00BSICHEHHS I/IH(i)OpMaL[I/II/I, HWHTCJUICKTYAJIbHBIC HABBIKW PCHICHUA MPOCTBIX
3aj1ay;

— Ha OLEHKY «HEYI0BJIETBOPHUTEJIbHO» — CTYJCHT HE MOXKET IOKa3aTb 3HAHUSA Ha
YPOBHE BOCHPOM3BEICHUS U O0BSICHEHNSI HHPOPMAIINY, HE MOKET ITOKa3aTh WHTEUICKTYaIbHbIC
HAaBBIKW PCIICHHA ITPOCTBIX 3a/1a4d.

IIpunoxenne 3

MeTtonnyeckue yka3zaHus 110 JUCHUIIMHE «APXUBBI JOKYMEHTOB 110 JIMYHOMY COCTaBY» C UX
IOMOIIbI0 o0yyaromecs 0e3 Tpy/a ClpaBsATCs CO BCEMU KOHTPOJIbHBIMU MEPOPUATHUSMHU.

PA3JEJ] 1. IIOHATHUE APXMBOB II0O JIMYHOMY COCTABY U HX
HOPMATHUBHAA PETJIAMEHTALIUA

Tema 1. Cocmas 0oKymenmayuu, XpaHumoi é apxueax no Ju4HOMy cocmagy

JIOKyMEHThl 1O JIMYHOMY COCTaBy - Ba)KHAs COCTaBJISIONIAs HAIIMOHAIBHBIX
WH()OpPMAIMOHHBIX pecypcoB cTpaHbl. [lpakThueckass BOCTPeOOBAHHOCTH HTOTO  BHJA
JIOKYMEHTOB peau3yeTcs 0 IByM OCHOBHBIM HampaBlieHUsIM. Bo-TiepBbIX, B IENSIX COIHATBHO-
MpaBOBOM  3alIUThl TpPaxJAaH TMPU HMCHOJHEHHWU COIMAIBHO-TIPABOBBIX  3alpoOCOB O
MOJATBEPXKJICHUU TPYIOBOTO CTa)ka, pa3Mepax 3apabOTHOM IJaThl, MPOXOXKICHUU CIYKObI B
BOOPYKEHHBIX CHJIAX, HArPKJIECHUU TOCYJIaPCTBEHHBIMHM HArpajgaMyd M MPUCBOCHUU MOYETHBIX
3BaHUH U T.A. BO-BTOPBIX, MpU MPOBEACHUM HAYYHBIX HCCIEAOBAHWUN B 00JACTU COLIMATBHOU
HUCTOPUH - KYJIBTYPOJOTHYECKUX, COIMAIBHO-AeMOTpadUuuecKnX, MCTOPUKO-Onorpaduieckux,
TE€HEaJIOrHYECKUX, COLIMOJIOTUYECKUX, TTOJIUTOJIOTMYECKUX U TIp.

CornacHo @3Ne 125 2004 r. «O6 apXuBHOM Jieie» CT. 3 1.3 «IOKYMEHTHI 10 JIUYHOMY
COCTaBY» — JTO apXHBHBIC JOKYMEHTBHI, OTpPa)aroIHe TPYAOBbIE OTHOIICHHUS PAOOTHHKA C
paboTtonarenem.

K noxymeHTam nmo JMYHOMY COCTABY, HMEKIIHMM J10JITOBPEMEHHbII CPOK XpaHEHMS,
OTHOCSITCS:

1. pacnopsauTenbHble AOKYMEHTbl (MPUKasbl, PacrnopsKeHus, 3amnucku, 3ameHsioLue
NpPMKasbl N0 IMYHOMY COCTaBy, NMOCTAHOBNEHUA O NPUEMe, YBOJIbHEHUM, NepemeLLeHnn, NOOoLLPeHUH,
npemMmmnpoBaHnK paboTHUKOB U Ap.).;

2. yyeTHble [AOKYMEHTbI: CMUCKU JIMYHOTO COCTaBa, B TOM 4MCAe CNUCKU PaboTHMKOB,
3aHATHIX HA NPOM3BOACTBE C BPEeAHbIMW YCIOBUAMM TPYA3;

3. andaBuTbI MPUKA3OB MO IMYHOMY COCTaBY;

4, KapTOYKM MO y4YeTy IMYHOIO COCTaBa, B TOM YMC/IEe BPEMEHHbIX paboTHMKOB (dopma T-2);

5. JIMYHbIE Aena COTPYLAHWKOB (B TOM uuMcae /AMYHble Aena /vy, NPeacTaBleHHbIX K

NMPUCBOEHUNIKO NOYETHOro 3BaHWUA, aTTeCTauMoHHble Aenla, neNa KOMaHAHO-HAa4YanbCTByHOUWEro wu
NONINTUYECKOTO COCTaBa, NepCoHa/ibHbIE ,u,ena);

6. NiMueBble cyeTa PaboTHUKOB MO 3apaboTHOW NaaTe (B TOM Ync/ie Tabyaarpammel, NpU Ux
OTCYTCTBMM NOANEKAT ONMUCAHMUIO PacyeTHble BeAOMOCTM Mo 3apnaTe);

7. aKTbl O HECYACTHbIX C/y4YasiX, CBA3AHHbIX C NPOMU3BOACTBOM;

8. AOKYMEHTbI 06 aTTectauumn 1 TapudukaLlmu;

9. Tabenun 1 Hapaabl PaboTHUKOB BpeAHbIX Npodeccui;

10. TPyAoOBble A0OroBOPblI (KOHTPaKTbl), TPyAOBble COrnalleHusa, He BolweAline B COCTaB
NIMYHbIX Aen, TPYAOBble A0r0BOpPbI (KOHTPAKThI), TPYAOBbLIE COMNALLEHUA, 3aMeHAoLWMe NYHbIe AeNa;

11. NPOTOKOAbI 3acegaHuii KOMUCCUIA MO YCTaHOB/AEHWUIO TPYAOBOro CTaxa A/1a BbinaaThbl

HaabaBKM 3a BbICAYrY NET;



12. AOKYMeHTbI (MpeAcTaBAeHUs, X04aTalCTBa, XapaKTepUCTUKK, aBTobuorpadmm, BbIMUCKM
M3 pelleHuid, NOCTaHOBAEHUN M Ap.) O NPeACTaBAeHUN PAaBOTHUKOB OPraHM3aUMM K HarparkaeHuto
rocyAapCTBeHHbIMU W BEAOMCTBEHHbIMW Harpaaamm, NPUCBOEHMIO 3BaHUIM, NPUCYXKAEHMIO MPEMUA;

13. CMUCKU PabOTHUKOB, YXOAALWMX Ha SIbFOTHYIO NMEHCUIO;

14. LWTaTHble PACcCTaHOBKMW;

15. KHUIU (KapTOYKM) yueTa npuema, nepemMelleHuns (nepesoa), yBobHEHUSA pabOTHMKOB.
16. HeBOCTpPebOBaHHble JNMYHbIE AOKYMEHTbl PAabOTHWUKOB (TPYAOBblE KHWUMKKW, BOEHHbIE

6uMneTbl, CBUAETENbCTBA O POXKAEHUMU, 06 06pa3oBaHMM, AUMNIOMbI, aTTecTaTbl U A4p.).

Cpok XpaHeHUs YKa3aHHBIX JJOKYMEHTOB B COOTBETCTBUU ¢ [lepeunem — 75 ner.
Kpome Toro, K JUIC TaKKe OTHOCHT:

1. B MPeACTaBMTENbHbIX OpPraHax BAACTM WM MECTHOFO CaMOynpaBieHUA: NepPCOHAsbHble
KapTOYKM y4YeTa AenyTaTos;

2. B CE/IbCKUX aAMUHUCTPALLUAX: LLOMOBbIE KHUIM A8 NPONUCKU FpaxKaaH;

3. Ha NpeanpUATUAX CE/IbCKOrO XO3SMCTBA: KHUIM yYeTa TpyAa U pacyeToB ¢ paboTHMKamu;

4. B HErocy4apCTBEHHbIX OpPraHn3aLmaAx, Ha NPeanpPUATUAX, He ABAAIOLLMXCA MCTOYHMKAMM

KOMMJIEKTOBAHUA: MPOTOKOJIbl ObOLWNX COBpaHUI yupexaeHni, akUMOHEepPoB, PabOTHMKOB, peLuaBLInX
KagpoBble BONPOCHI;

5. B KOMUTETax, oTAenax agMUHUCTPaALUUM TropoaoB, PavoHOB Mo 06pa3oBaHMIO:
[OKYMEHTbI MO NaTPOHUPOBAHUIO U OMNEKe;
6. B LEHTPaxX 3aHATOCTM HaACeNeHUs W MUTPALMOHHbIX Cay)Kbax: J/iMyHble aena

6e3paboTHbIX, KaPTOYKM yyeTa n 0bcnenoBaHmA BeXKeHLLEB M BbIHYKAEHHbIX NepeceseHLeB.

Takum oOpa3zoM, apXHUB MO JHUYHOMY COCTABY — CaMOCTOATEIBHOE YUPEKICHUE WITU
CTPYKTYPHOE IOJPA3JACIICHUE YUYPEXKICHHUsI, OCYILIECTBISAIONIEE KOMIUIEKTOBAHUE, XPaHEHHUE,
YYET ¥ UCIIOJIB30BAHUE IOKYMEHTOB IO JIMYHOMY COCTAaBY.

[Ipy nukBMAAUMKM HEroCyJAapCTBEHHBIX OpPraHHW3alMii, B TOM YHUCJIE B PE3YJIbTATE
0aHKPOTCTBA, OOpa30BaBIIMECS B IMPOLIECCE WX JEATEIHHOCTH U BKIIOYEHHBIE B COCTaB
ApxuHoro ponga PO 1oKyMeHTHI 110 TUYHOMY COCTaBY, a TAKKE apXUBHBIE JJOKYMEHTBI, CPOKH
BPEMEHHOI'O XPAHEHUsI KOTOPBIX HE MCTEKIM, IEePEeNaroTCi JMUKBUIALUOHHOW KOMMCCUEH
(JIMKBUIATOPOM) MJIM KOHKYPCHBIM YITPABJISIONIMM B YIIOPSOUEHHOM COCTOSIHUU Ha XpPaHEHHE B
COOTBETCTBYIOLIMK TOCYAApPCTBEHHBIM WJIM MYHULMIAIbHBIA apXUB HA OCHOBAaHUU JIOIOBOpPA
MEXIy JTUKBUIAIMOHHOW KOMHCCHEH (JIMKBUIATOPOM) WJIM KOHKYPCHBIM YIPABISIIONIUM U
rOCYIapCTBEHHBIM WJIM MYHUIUITAJIIbHBIM apXHUBOM.

[Ipu >TOM NUKBHIAIMOHHAS KOMUCCHS (JTUKBUAATOP) WU KOHKYPCHBINA YIPABIISIOMIHI
OPraHU3yYIOT YIOPSAJIOYEHUE APXUBHBIX JTOKYMEHTOB JUKBUIUPYEMOM OpPraHU3alii, B TOM YHCIIE
OpraHu3aluy, JUKBUIUpyeMoi B pe3yabTaTe 0aHkpoTcTBa (4. 10 cT. 23 3akoHa 00 apxuse).

Opranu3zanusaMm (He3aBUCUMO OT POpM COOCTBEHHOCTH ) PEKOMEH/IYEeTCS BKIIOYAaTh B CBOU
yCcTaBbl (MOJIOKEHHUS) CHEIUaIbHbIe MYHKTH. B HUX JOMKHBI OBITH MPOIMMCAHBI BCE BOMPOCHI,
KacarolllMecss y4eTa W COXPAaHHOCTH JOKYMEHTOB IO JIMYHOMY COCTaBy M CBOEBPEMEHHOU
repeaym X Ha XpaHEHUE B CIIy4dae JUKBUIAINU IOPUIMYECKOTO JIUIIA.

Ecnu pa3bupats 0cCOOEHHOCTH apXUBOB MO JIMYHOMY COCTaBY MPEANPUSATHI, TO CIEIyeT
yKa3aTh, 4TO Jejda MOCTOSSHHOTO M JOJTOBPEMEHHOIO XPAaHEHUs, BKJIOYas JIOKYMEHTHI IO
JIMYHOMY COCTaBY, IIEPENAIOTCS B ApXMUB OPraHU3allK HE MO3JHEE YEM Uepe3 TPHU IoJ1a MOCIEe UX
3aBEpIICHUS B JIEJIONMPOU3BoACTBE. Jlema nepegasaiite mo rpaduky, yCTAHOBICHHOMY apXHBOM.
OH nomkeH ObITh COTVIACOBAH C PYKOBOAMTENSIMU CTPYKTYPHBIX MOAPA3JEICHUNA U YTBEPKICH
pykoBoauTesieM opraHuzanu. CIaToyHble OMUCH AEd IS MX MEepeladyd B apXHB COCTABIISAET
CTPYKTypHOE Mojpasienenue (KaapoBas Ciyx0a) B Tpex dK3eMIUIsIpax.

ApXHWBBI 1O JUYHOMY COCTaBy, B TOM UHCJE€ MOTYT TMPEJCTaBIsATh COOOW apXxwB
AIIEKTPOHHBIX JOKyMeHTOB. [l addexkTruBHOrO morcka nHGpOpMaNKU TPUEMIIEMBIM PELIEHUEM
BBICTyMaeT Omu(pOBKa, CKAaHUPOBAHHE OYMa)KHBIX OPUTHMHAJIOB JHYHBIX fAeil. [IpukazoB mo
JUYHOMY COCTaBy M T.n. B CBOW ouepenp, mepegada B apXHUB DJIEKTPOHHBIX KaJpPOBBIX
JIOKYMEHTOB HMMeEET psia ocoOeHHocTed. Ecnmm cTpykTypHOE monapasneneHue mepenaeTr Ha
XpaHEHHE B ApXUB OPraHU3ALMU 3JIEKTPOHHBIE TOKYMEHTBI, TO IPOLEAYpPaA HEPEAAUYH COCTOUT U3
CIIETYIOIMX JTAMOB:



NPOBepPKM GU3NYECKOTO COCTOAHUA HOCUTENEN INEKTPOHHbIX JOKYMEHTOB;
3aMunCK 3NEKTPOHHbIX LOKYMEHTOB Ha MALUMHHbIE HOCUTENN;

MPOBEPKM Ka4yecTBa 3anucu;

NpOCTaBaeHMA apXMBHbIX LWNMGPOB Ha eAMHULAX XpPaHEHUA (Ha dyTaspax);

5. OMMUCaHUA 3NEKTPOHHbIX OKYMEHTOB M NOArOTOBKM KOMM/IEKTA COMPOBOAUTE/IbHOM
MHbOpPMaUuK (B T. Y. COCTABIEHUS ONUCH).

CoTpyaHUK apXuBa MPUHUMAET KaXKJ0€ JEJI0 B MPUCYTCTBUU COTPYIHHMKA KaJIPOBOM
CITY’KOBI.

[Ipumepom crieManu3upOBAHHOTO YUPEKIAEHUS — APXUBA IO JIMYHOMY COCTaBY MOKET
MOCITYXHUTh ACATEIBHOCTh ApxuBa KaapoBoil mokymeHtauuu CAO (MockBa). DTOT apxuB
KaJ[pOBOM JIOKYMEHTAIIMH OCYIICCTBISECT XPAaHEHHE OTHOCAIIUXCS K €ro MO0 JOKYMEHTOB
ApxuBHoro ¢onna MoOCKBbI B COOTBETCTBUU CO CPOKAaMH, YCTAHOBJIEHHBIMH JI€HCTBYIOIIUM
3aKOHOJIaTEJIbCTBOM. B cocTaB JOKYMEHTOB apxuBa KaJpOBOW JOKYMEHTAlUUH BXOJST:
JIOKYMEHTBI 110 JINYHOMY COCTaBY U JIOKYMEHTHI [10 OCHOBHOM J€ATEIbHOCTH BPEMEHHOI'O CPOKa
XpaHEHHS JIMKBUJMPOBAHHBIX OPraHU3AllMi B CIIy4ae OTCYTCTBUSA Y HHUX IPABONPEEMHUKA U
BBIIIECTOSIIIIETO0 MO  MOJYMHEHHOCTH  OpraHa  pasNu4HblX  (OpM  COOCTBEHHOCTH,
3apErMCTPUPOBAHHBIX B HAJOTOBOM OPraHe Ha TEPPUTOPHUM AJIMUHUCTPATHBHOIO OKpyra M HeE
ABIISBIIUXCS HMCTOYHMKAMU KOMIUIEKTOBaHUSA (elepaibHbIX, LEHTPATbHBIX TOPOACKHUX,
BEJIOMCTBEHHBIX U OOBEIMHEHHBIX BEJIOMCTBEHHBIX APXUBOB; KOIMU apXUBHBIX JIOKYMEHTOB Ha
npaBax MOMJUHHUKOB, CTPaxoBOM (DOHA KOMUH JOKYMEHTOB MO mpoduito apxuBa, (HOHI
MOJIb30BaHUA. ApPXHB XPaHUT Y4YETHBIE JOKYMEHTHI M AapXUBHBIE CIPABOYHUKH (OIHUCH,
KapTOTEKH, YKa3aTelu, MyTeBOAUTENH, 0030pbl OHIOB U JIp.), IEYATHBIE U JIPYTHE MaTepUabl,
JOTIOTHSIFOIINE COZAepX)aHue (OHIOB apxXuBa. ApPXHB MOXKET OCYIIECTBISTH JCTO3UTAPHOE
XpaHeHue JOKYMEHTOB ApxXxuBHOro (pouga MOCKBBI B MOPSAIKE U Ha YCIOBHSIX, OMPEAETSIEMBIX
noroBopom ['maBapxuBa MOCKBEI ¢ COOCTBEHHUKOM JIOKYMEHTOB.

Tak e ocymiectBiger cBowo pabory [ocymapctBeHHoe Kazennoe VYupexiaeHue
KpacHogapckoro kpasi «ApXuB JOKYMEHTOB IO JIMYHOMY cocTaBy KpacHomapckoro kpas».
ApXHMB JOKYMEHTOB IO JHYHOMY COCTaBy OBbUI CO3MaH pEIICHHUEM TIJIaBbl aJIMUHUCTPALIUN
Kpacnonapckoro kpas Ne 27 ot 03.02.1993 rona, ¢ 11710 3aIUThI IPaB U 3aKOHHBIX HHTEPECOB
rpaxzaaH, INPEJOTBpALLECHHUS YTpaTbl JOKYMEHTOB IO JUYHOMY COCTaBY JIMKBUIAMPOBAHHBIX
YUPEKIACHUM, OpraHu3alni U MPEANPUATHI KPAeBOr0 YPOBHSI.

OcCHOBHBIE 33J]a4H APXUBA:

1. obecneyeHve COXPaHHOCTU U rOCYaPCTBEHHbIN yYET LOKYMEHTOB MO IMYHOMY COCTaBY;

2. KOMM/IEKTOBaHWE apXMBa AOKYMEHTAMM NO IMYHOMY COCTaBY JIMKBUAMPOBAHHbIX
opraHusaumn npeanpuaTnin peaepanbHON, KpaeBol, CMeLlaHHOM U Apyrux ¢opm cobCTBEHHOCTU He
MMeloLLLMX NPaBONPEEMHUKOB;
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3. MCMNONIHEHWE COLMANbHO-NPABOBbIX 3aNPOCOB OPraHN3aLMiA U FpaXkaaH;
4, pecTaBpauma apXMBHbIX JOKYMEHTOB Ha 6yMarKHOM OCHOBE;
5. MUKPOOUAbMUPOBAHME AOKYMEHTOB C LIeblo CO34aHNA GpoHAA NONb30BaHUA U

CTPaxoBoro poHAa LOKYMEHTOB.

Tema 2. Hopmamuenas 6a3a gyHKUUOHUPOGAHUA APXUEOE NO JIUUHOMY COCHAGY

OCHOBHBIM HOPMAaTHUBHBIM aKTOM B 3TOH cdepe sBugercs denepanbHblii 3aKOH OT 22
okTsa0pst 2004 roma Nel25-®3 «O6 apxuBHOM gene B Poccuiickoit ®@enepamum». J{aHHBIN
@denepanbHbIl  3aKOH  peryJupyeT OTHOIIEHHS B chepe OpraHu3alul  XpaHEHHS,
KOMIUIEKTOBAHUS, Y4Ye€Ta M HCIOJb30BaHUSA JOKyMEHTOB ApxuBHoro ¢onaa Poccuiickoit
@denepau U APYrUMX apXMBHBIX JIOKYMEHTOB, HE3aBHCHMO OT UX ()OpM COOCTBEHHOCTH, a
Tak)kKe OTHOIIEHHUsS B cdepe ympaBlieHUs apXuBHbIM jenoM B Poccuiickoii ®enepanuu B
MHTEpecax rpax/aH, o0iecTBa U rocy1apcTaa.

Crarps 17 ®enepanpHoro 3akoHa oT 22 okTsa0ps 2004 roma Nel25-d3 «O6 apxuBHOM
nene B Poccuiickoit ®enepauuu» ycTaHaBIMBAaeT OOILIyI0 OOS3aHHOCTh MO OO0ECIEYEHUIO
COXPaHHOCTH JOKYMEHTOB, B TOM 4YHCIE€ JOKYMEHTOB IO JUYHOMY COCTaBy, AJS JIHOOOTro
CyObeKTa XO3SHCTBEHHOW JAEATENbHOCTU: TOCYIapCTBEHHBIX OpPraHoOB, OPraHOB MECTHOIO



CaMOYTIPaBJICHUsI, OpTraHW3alMid M TpaxJaH, 3aHUMAIOIIMECs MPEINPUHUMATETHCKON
JEeSTENIbHOCThI0 0e3 00pa3oBaHMs IOPUIMYECKOrO JIMIAa, B TEUYEHHE CPOKOB HX XpaHEHHUS,
YCTAaHOBJICHHBIX (PeICPATbHBIMU 3aKOHAMHU, HWHBIMH HOPMATHUBHBIMH IPABOBBIMU aKTaMU
Poccuiickoit denepaiynu, a Takke NepPeUHSIMU TOKYMEHTOB.

B cootBercTBUM co craTheil 3 DenepanbHOro 3akoHa ot 22 oktaops 2004 roga Nel125-03
«O06 apxuBHOM peine B Poccuiickoit deneparumy:

«ApxuBHbid Gpon Poccuiickoit dexepanny - HCTOPUUECKU CIIOKUBIIASACSA M ITOCTOSHHO
MONOJIHAIOIIASCS COBOKYITHOCTh ApPXMBHBIX JOKYMEHTOB, OTPAXAKOIIUX MAaTEpPUAIBHYI0 U
JyXOBHYIO KM3Hb OOILECTBA, UMEIOLIUX UCTOPUUECKOE, HAYYHOE, COLIUAIbHOE, IKOHOMUYECKOE,
MOJINTUYECKOE U KYJIbTYpPHOE 3HAUEHHUE, SIBIIAIOIIMXCS HEOTHEMJIEMOM YacTbl0 HCTOPUKO-
KYJIBTYPHOTO Hacieausi HapoJoB Poccuiickoit denepanuiul, OTHOCAIUXCS K WHHOPMAIMOHHBIM
pecypcaM U MOAJIEKAUTUX [IOCTOSHHOMY XPaHEHUIO.

Ilon apXVBHBIM TOKYMEHTOM IOHMMAETCA:

«MaTepHalIbHbII HOCUTENb ¢ 3a(UKCUPOBAHHONM Ha HEM HMH(pOpMAaIeil, KOTOPbI UMeeT
PEKBU3UTHI, IO3BOJISIFOIIUE €T0 UACHTU(DUIINPOBATH, M MOAJICKNAT XPAHEHUIO B CHITY 3HAYMMOCTH
YKa3aHHBIX HOCHUTENS ¥ MH(DOpMALMK JUIS TpaXKaaH, OOLIeCTBa U TOCYIapCTBay.

B cBow ouepens, mom gokymeHToM ApxuBHoro ¢onma Poccuiickoit ®Denepamnym
MTOHUMAETCS:

«@pXMUBHBIN JIOKYMEHT, IPOIIECIIINHA SKCIIEPTU3Y LIEHHOCTU IOKYMEHTOB, IOCTaBICHHBII
Ha TOCY/IapCTBEHHBIN YUET U MOUICKALIUN TOCTOSHHOMY XPaHEHHUIO.

[lopsok opraHu3anuu XpaHEHUS JOKYMEHTOB 3aBHCUT OT CTaTyca KOMMEpYECKOH
opraHu3aiuu. BaXHbIM OTJIMYUTENBHBIM HPU3HAKOM SIBJIETCS BKJIIOYEHHE KOHKPETHOM
OpraHu3aIMi B CIHUCKHM HCTOYHUKOB KOMIUIEKTOBAHHUS TOCYJAPCTBEHHBIX U MYHHIIUTATBHBIX
apXMBOB apXMBHBIMHU JOKyMeHTamu (4acTh 2 cratbu 20 denepanbHOro 3akoHa oT 22 OKTIOps
2004 rtoma Nel25-®3 «OO6 apxuBHoM gene B Poccuiickoit ®enepanumny»). Bximouenue
KOMMEpPYECKHX OpraHu3aliil B yKa3aHHbIE CIIMCKHU OCYIIECTBIISIETCS HA OCHOBAaHUH J0rOBOpa C
COOTBETCTBYIOIIMM TOCYAApPCTBEHHBIM WJIM MYHUIMIAIBHBIM apXUBOM. B opranmszanusx
(MCTOYHHMKAX KOMIUJICKTOBAHMSI) MO HCTEUYEHWU CPOKOB XPAHEHHUsS IMPOBOJUTCS COBMECTHO C
YIOJIHOMOYEHHBIM OpPraHOM TOCYAapCTBEHHOW BiacTH cyobekta Poccuiickoit denepanuu B
o0iacTi apXuBHOro Jena, ['ocapXxvBOM 3KcClepTH3a LEHHOCTH psijia JOKYMEHTOB Ha NpeiMeT
BKJIIOUEHUS B cocTaB ApxuBHOro ¢onna Poccuiickoit @enepanuu.

[Tocne mpu3HaHHUS ApPXUBHBIX JOKYMEHTOB KOMMEPUECKHX OpraHu3aluid (MCTOYHHUKOB
KOMIUIEKTOBAaHUS) JOKyMeHTaMu ApxuBHOro ¢onaa Poccuiickoit denepanum ux yHUYTOKEHHUE
HE JOIyCKAaeTCs, a UX XPAaHEHHE MOXKET OCYLIECTBIISATHCS KOMMEPYECKOM OpraHu3anuen
CaMOCTOSITENIbHO JIMOO OHM MOTYT OBITH Ie€pelaHbl 10 JOrOBOPY Ha XpaHEHHE B
rOCYy/IapCTBEHHBIA UM MYHHUIIMMIATBHBIA apXuB, OMONHOTEKY, MYy3€l, a TakKe B OpraHHU3aIUI0
Poccuiickoil akanemun Hayk (dacte 3 crtarbu 21 denepanbHoro 3akoHa oT 22 okTsa0psa 2004
roga Nel25-®d3 «O6 apxuBHoM nene B Poccuiickoit denepariuny).

Te apxuBHBIE TOKYMEHTBHI, KOTOpbl€ HE OBLIM BKIIOYEHBI B COCTaB JOKYMEHTOB
Apxusnoro ¢onaa Poccuiickoii @eaeparuu, a Takke JOKYMEHTBI, XPAHAIIUECS y OpTaHU3aIIHIH,
HE SBIAIOIIMXCS HCTOYHUKAMU KOMIUIEKTOBAHHUS, IO HCTEUYEHHWU CpOKa HUX XpaHEHus,
YCTaHOBJICHHOTO B HOPMATHUBHBIX MPABOBBIX aKTaX, MOJUIEKAT JKCIEPTU3E U MOTYT OBITh
YHUUTOKEHbI OpraHu3alifeil 1100 NOCTOSHHO XPaHITCS B apXMBE OPraHU3allKi B COOTBETCTBUU
C €€ BHYTPEHHUMHU MPABUIIAMH.

[lo BompocaMm, CBSI3aHHBIM C MOPSAIKOM OpraHM3allMd KOMIUIEKTOBAHHS ApXUBHBIX
JTIOKYMEHTOB, 00€CIeYeHUs UX COXPAHHOCTH, MOPSIKOM IPOBEJICHUS SKCHEPTU3bI LIEHHOCTH
JIOKYMEHTOB W Tepenayn JoKyMmMeHToB ApxuBHoro ¢oumga Poccuiickoit denepanuu Ha
MOCTOSTHHOE XpaHEHHE, MOPSAKOM OpPraHHM3aliK padOThl apXHUBa, KOMMEPUYECKHE OpraHU3aIlluu
MOTYT pYyKoBoAcTBOBaTbcs «lIpaBuiamu opraHu3aluu XpaHEHUs, KOMIUIEKTOBAHUS, y4y€Ta U
WCIIONIb30BaHUsl JOKYMEHTOB apXWBHOTO (DOHAA POCCUICKOHN (enepanyivi U JPYTUX apXUBHBIX
JOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIIpaBJIEHUA U
opraauszanusax» ot 07.09.2015 r.



XpaHeHHue KaJpOBbIX JOKYMEHTOB HECKOJIBKO BBIIENISAETCS M3 OOLIMX MpPaBUII XpaHEHHS
YIIPaBICHYECKUX JOKYMEHTOB. [lOCKONBKY KaJpoBbIE JOKYMEHTHI O0JaJaloT BBICOKOM
COLMAIBHOW 3HAYUMOCTBIO (0COOEHHO TOKYMEHTHI, COAEpIKaINe MepCOHATbHbIE JaHHbIE), TaK
KaK CIIy’KaT JOKYMEHTAJIbHBIM ITOATBEP)KICHUEM ITpaB pabOTHUKA HA COLMATIbHOE 0OecreyeHue,
HampuMep, MO CTAPOCTH W HHBAIMIHOCTH, a TaKKe IOATBEPKICHUEM TPYIOBOTO CTaXKa
pabdotHuka. [losTomMy OONBIIMHCTBO M3 HUX HMEIOT UIUTEIBHBIH WIIM TIOCTOSHHBIH CpPOK
XpaHEHHS W HCIONB3YIOTCS B CIPABOYHBIX LENAX MpU OOPALICHWH TPaXKJIaH B apXUBHBIC
YUpEXKICHHUS.

[Tomumo oTOro, KagpoBBIE MJOKYMEHTHI 00NajaloT eme U Ouorpaduyueckow,
apxeorpa)uuecKoll IIEHHOCTBIO, SBIISIOTCS MCTOYHMKOM JUIS CTaTHCTHYECKHX O0O0OIIeHWH |
UCTOPUKO-COILIHATIbHBIX UCCIICTOBAHUIA.

OcobOeHHOCTH XpaHEHHs KaJpOBOH JOKYMEHTAMHM B OpPraHU3alMUd OOYCIIOBJICHBI
3aJa4aMil  OTPAaHUYEHUS HECAHKIIMOHMPOBAHHOTO JIOCTYNa K JOKYMEHTaM, COACpKaIIM
HepCOHAJIbHbIEC JaHHBIC PAOOTHUKOB, U 3P (PEKTUBHOTO MMOKCKA HYKHON HH(POPMAITHH.

B cucreme xpaHeHHs KaJIpOBBIX ITOKYMEHTOB MOXHO BBIACTUTH JBa BHJIA, CTaIUU
XpaHEHUs: TEKyIlIee W MOoCIeayromee. XpaHeHHe U MCIIOIb30BaHHE JOKYMEHTOB C MOMEHTA MX
CO3JIaHUs M JI0 TIepeaayu Jieina, B KOTOPOM OHH CTPYNIHAPOBAHBI, B apXHB HA3bIBAIOT TEKYIIUM
(omeparuBHbIM). Tekymiee XpaHeHHE el OCYIIECTBISIETCS MO MECTy HX (OPMHUPOBAHUS.
Texyree XxpaHeHNE TaK)Ke IEIUTHCS HA JBA MOJIBUAA:

. XpaHeHWe AOKYMEHTOB B MPOLLECCE UX UCMONHEHUS;

. XpPaHeHWe UCMONHEHHbIX JOKYMEHTOB.

JIOKyMEHTBI BO BpeMsI MX MCIIOJTHEHUS HaXOAATCS Y UCIIOJHUTENS, KOTOPBI XpaHUT UX B
CHenHaNbHbIX Mankax. Ha maHHpIX mankax conepxurcs ¢ Haanuch «Ha monmuce», «CpouHo» u
Jpyroe, a Takxke (GaMuiIHs, HHUIHAIbI, Teae(OH NCTIOIHUTEIS.

VcnonHeHHbIe TOKYMEHTHI JIOJDKHBI TTOJIIINBATHCS U XPAHUTHCS B JIENIaX B COOTBETCTBUU
¢ HOMeHKJarypod aen. Cpa3dy OTMETHM, YTO TEKyllee XpaHEHHE OKYMEHTOB IPEIIoJiaract
nporenypy ux GOpMUPOBAHHUS B JieJla B COOTBETCTBUH C YTBEPKICHHON HOMEHKIIATYPOA.

Tekymiee xpaHeHHe JOKYMEHTOB O3HAayaeT UX XpaHEHUE B MOUIMHHHKaX. IlosToMy B
KaJpOBBIX CIIy’)KOax OpraHU3alid BCe MPUKA3bl XPaHATCS B MONIMHHUKAX. Konmuu mprkas3oB 1mo
JUYHOMY COCTaBy: MpHeMy Ha palboTy, MOOIIPEHUSIM, B3bICKAHHUSAM, YBOJBHEHHMH M Tak Jajee
JIOTIOJTHUTEIHFHO TIOMEIAIOTCS JUTSl XpaHEHHS B JIMYHBIE JIeNia paOOTHUKOB (€CITH OHU BETYTCS).

[Topsimok opraHu3ay TEKYIEro XpaHeHHs! TMUHBIX JIeJT CIIEAYIOIHA:

1. NIMYHble Aena B 6yMaKHOM BMAE XPAHATCA B ManKax, KOTopble HYMepytoT No CTPaHULaM
W NPOLLMBALOT;

2. 0B6/103KKM JIMYHBIX A€/ TaKKe HYMEPYIOT, UM NPUCBaNBAIOT MOPSALKOBbIN HOMEp AeNa,
COOTBETCTBYIOLUMI OOLLLEMY KONMYECTBY AEN;

3. TEKYLLEeMY XPaHEHMIO B OTAE/E KaAPOB OPraHM3aLMm NOA/IEKAT IMYHbIE A1 TObKO
Ha paboTatoLMX COTPYAHMKOB. MOC/Ee YBONbHEHWA COTPYAHUKA €r0 IMYHOE Ae/N0 U3BIEKAETCA U3 NanKu
1 odbopmAseTCa ANA Nepesaymn Ha apxMBHOE XpaHeHue.

4. JIMYHbIE AENa YBONEHHbIX COTPYAHWKOB XPAHATCA B apxuBee B andaBUTHOM NOpPsAKe.

Texymee XpaHeHHE KaJpOBBIX JIOKYMEHTOB, KapTOT€K, KHHUI Yyd4eTa U Jpyrue
OCYIIECTBIISICTCSI, KaK TPABWIO, B TOMENICHUSX KaJpOBBIX CIYXO OpraHu3aiiii, KOTOpbIE
JIOJDKHBI OBITH O0OpY/ZOBaHBI CHEIUATbHBIMU IIKapaMu MM ceiiaMu, 3amuparouuMucs U
orevyaThIBalOIUMICS. KO HOMEHKIATyphl Jiesl, pa3MelIeHHbIe Ha mKkadax, a Ha KOpelKax
00JI0KEeK JIeJT - HoMepa JIell B COOTBETCTBHM ¢ HOMEHKJIATYpOi 00JieryaT MmoucK JOKYMEHTOB.

TpynoBble KHWKKH PaOOTHUKOB XpaHSITCSA B celipe pyKOBOMMTENS OTIENa KaJpoB, TaM
e XpaHsiTCs Ie4aTd, IITaMIbl, OJAHKM JOKYMEHTOB, KiIouM OT IukadoB (ceiidoB) mms
XpaHEeHHS JOKYMEHTOB.

PaboTHHKaM KaapoBOH CIIy>KObl HE PEKOMEHIYETCsl MpPU JII0OOH MPOJOIKUTEILHOCTH
BBIX0JIa U3 TIOMEIICHHUS OCTABJIATh KaKHe-THOO0 TOKYMEHTHI HITH CITy)KEOHBIE 3aIicH Ha pabodyeM
CTOJIe, a TaKkXKe paboTarouuii kKoMneioTep. B KoHIe pabouero aHs paOOTHUKU KaIpOBOH CITYKObI
JIOJDKHBI TTIOMECTUTHh BCE MACCHBBI JOKYMEHTOB, HaXOJSIIUXCS B NPOIECCe MX HCIOTHEHUS, B
METaJUIM4eCKUi 1mKad, 3aKpbITh €ro U onedatars. Kimoun ot mkadoB coaroTcst pyKOBOIUTEIIO
OTZeNa KaJApOB MO POCIIHCH B COOTBETCTBYIOIIEM KypHAJIE.



YepHOBUKM M peNaKUUU JOKYMEHTOB, MCIOpYEHHBbIE OJaHKM B KOHIE pabodero aHs
YHUYTOXKAIOTCA, A 3TOTO MOXET HPHUMEHAThCS CclielualbHas OymaropesalbHas MallliHa.
KommbroTepsl B KoHIE pabodero JHs OJOKHPYIOTCS U OTKIFOYAIOTCS OT CETH.

Kpome TOro, TexHosoruss XpaHeHHs M ydeTa KaJpOBOM IJOKYMEHTAlMM IIPEII0Jaraet
00513aTeNIbHYI0 POCIUCH PAOOTHUKOB, TOATBEPIKIAIOIIYIO TIOTYYECHNE Ha PYKHA KOIHUI U BBIITHCOK
U3 HUX.

OcHOBaHMEM IOCIIEAYIOLIEro (apXUBHOI0) XpPaHEHUsI JOKYMEHTOB SIBJISIETCS SKCIIEPTH3a
UX LEHHOCTH, U Jjajiee clenyer: opopMIIeHHe A€, COCTABICHUU OIUCEH, COCTABICHHE aKTOB O
BBIJIEJICHUM K YHUUTOXKEHHIO JIOKYMEHTOB U C/laya /i€ B apXUB OPraHU3allH.

JU11 CBOEBPEMEHHOI'O IIPUEMA apXUBHBIX JOKYMEHTOB OT CTPYKTYPHBIX IOJApa3JeIcCHUN
WIM JIpyTUX HMCTOYHMKOB KOMIUIEKTOBAaHHS, OOECIEYeHMs]T MX Y4eTa, COXpPaHHOCTH,
YIOPSAOYEHHSI UX MCIONb30BaHMS U IOATOTOBKHM K IEeperadye JOKYMEHTOB Ha IIOCTOSIHHOE
XpaHEHHUE B OPraHU3alMsIX CO3/1aETCS apXUB.

B apxuBHbIil (OHJ OpraHu3aluy NONAAAET JUILIb YacTh JOKYMEHTOB, OH HE BKJIIOYAET B
ce0si TOKyMEHTHI ¢ KpaTKUM CpPOKOM XpaHeHus (10 10 jmer BKIIOUMTENbHO). ApXUBHBIN (HOHT
OpraHu3alMi COCTOMT M3 JIOKyMEHTOB [OJTrOBPEMEHHOro XxpaHeHus (cBbime 10 jer) u
IIOCTOSIHHOTO XpaHEHMsI, BKJIIOYas JIOKYMEHTbl IO JIMYHOMY COCTaBYy, KOTOpPbBIE HUMEIOT
SKOHOMMYECKOE, COLMAIBHOE, IOJUTHYECKOE, KYIbTYPHOE, MCTOPUYECKOE U MHOE 3HAYCHHUE.
[lepenaua nen B apXWB OCYIIECTBISIETCS 1O TpaduKy, YTBEPKIECHHOMY PYKOBOIUTEIIEM
opraHusaiuu WM paborojareneM. J(OKyMEHTBI JOJDKHBI IPUHUMATbCd Ha XpaHEHHE
IPEUMYIIECTBEHHO B BMJI€ MOJUIMHHUKOB, TOJbKO IPU HX OTCYTCTBUU NPUHUMAIOTCS
3aBEpEHHBIC KOIIUU.

B cootBerctBun ¢ «llpaBunamu opraHuzanu XpaHEHHs, KOMIUIEKTOBAHUS, yuéTa U
UCIIOJIb30BaHUS JIOKYMEHTOB apXMBHOI'0 (OHAA poccCHHCKOM (enepanuu u ApYrux apXHUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHbIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBICHUS U
opranmzarusax» oT 07.09.2015 r., opraHuzaimus JT0JDKHA OOCCIICUYHTHh apXUB CICIHAIBHO
000py/ZOBaHHBIM TOMelleHueM U KaapamMud. OJgHako B HEOOJBIIMX KOMMEPUECKHX
OpraHM3alusaX, Kak IPaBWIO, apXWB B BHUJAE CIECHHAIBHOTO IOAPA3JEIECHUS OTCYTCTBYET.
OO0s13aHHOCTH apXUBapHyca MpU 3TOM COBMELIAET CEKpeTapb WIM WHOE JHI0, Ha3HAYEHHOE
PYKOBOIUTEIEM.

[Ipu 3TOM HEOOXOAMMO MOMHHUTBH, YTO JOKYMEHTBHI JIOJKHBI XPAaHUTHCS B YCIOBHSIX,
o0ecreynBaroIuX UX 3alIUTy OT MOBPEKICHUMN, BPEIHBIX BO3JEHCTBUI OKpYXarolei cpelbl U
UCKJIIOYAIOIIMX yTpaTy JOKyMeHTOoB. Kak mpaBuio, mjis 3TOro B TOMELIEHUH apXxuBa
YCTAQHABJIMBAIOT MeTaJuIMYeckue IKadbl, cel(bl, mKagppl-cTEIUIaXKH U TOMy noioOHoe. He
JIOTTYCKaeTCsl pa3MelleHHe JOKYMEHTOB Ha IOJy, MOJAOKOHHUKAX, B HE pa300paHHBIX KHUIaXx.
W3pATHEe [OKyMEHTOB M3 Jejla C IIOCTOSHHBIM CPOKOM XPAaHEHHUs JIOIyCKaeTcs B
UCKJIIOYMTENBHBIX CIIy4asX M IMPOU3BOJUTCS HAa OCHOBAaHUHU DPACIOPSIUTENHHOIO JOKYMEHTa
PYKOBOJUTENS OpraHu3alMd ¢ OO0S3aTeNIbHBIM COCTAaBJIEHMEM B JieJieé 3aBEpPEHHOW KOMHUU
JOKYMEHTA U aKTa 00 U3bSITUU MOATUHHHKA.

B nensax obecrieyeHusi COXpaHHOCTH JOKYMEHTOB IO JIMYHOMY COCTaBY YBOJBbHSIEMBIX
pabOTHUKOB B pe3yjibTaTe PEOpPraHU3allMM WM JIMKBUAALUWU IOPUAWYECKUX JIUI, a TaKxke
COLMAIBHON 3alMIEHHOCTH TPaKJaH, YUPEAUTEIIM BHOBb 00pa3ylOUIUXCs KOMMEPUECKUX U
HEKOMMEPUYECKHUX OpraHM3aluii MOKHO DPEKOMEHJO0BaTh BKJIOYaTh B CBOU YUpeAUTEIbHBIE
JOKYMEHTBHl TpaBHja yde€Ta M COXPAHHOCTH AOKYMEHTOB IO JHMYHOMY COCTaBy, a TaKke
CBOEBPEMEHHOI Ieperaye WX Ha TOCYJapCTBEHHOE XpaHEHWE IMpU pEeopraHu3aluu WIU
JMKBUJIALIUHU FOPUIUYECKOTO JIHIIA.

[lopssmoxk © CpOKM XpaHEHUS TPYAOBBIX KHUKEK pEryjIupyeT CrHelHaJIbHbIN
HopMaTuBHBIM akT - IlocranoBinenue IlpaButensctBa Poccuiickoit ®enepaunn ot 16 ampens
2003 roma Ne225 «O TpynoBbIX KHHXKKax». Tak, OJJaHKU TPYAOBOI KHIMKKHM U BKJIQJbIIIA B HEe
XpaHATCA B OpraHu3alud KakK JIOKYMEHTBl CTPOTOM OTYETHOCTM M BBIJAIOTCA JIMIY,
OTBETCTBEHHOMY 3a BEJICHUE TPYIOBBIX KHIKEK, IO €ro 3asBKe. [1o okoH4aHnm Kaxaoro mMecsua
JAHHOE JIMILIO 00A3aHO MPEACTABUTh B OyXTaITEPHIO OPraHM3ALUU OTYET O HAJIMYMU OJaHKOB
TPYAOBOW KHMXKKM M BKJIaJbllla B Hee. VcrnopyeHHble NMpH 3aloHEHUM OJIaHKU TPYIOBOH



KHID)KKY U BKJIQJIBIIIM B HEE TOJIEKAT YHUUTOXKEHHUIO C COCTaBICHUEM COOTBETCTBYIOIIETO aKTa.
HeBoctpeboBaHHbIE TPYJOBbIE KHUKKH U KHUTA y4eTa TPYJOBBIX KHIDKEK U BKJIAABIIICH K HUM
XpaHsATCS B apXWBe opraHu3anuu B TedyeHue S50 JieT, a 3areM MOJJIeKaT YHUYTOXKEHUIO B
YCTaHOBJICHHOM HOPSIKE.

OTBETCTBEHHOCTh 3a OpPraHU3aIlMI0 Pa0OTHl MO XPaHEHHUIO KAJAPOBBIX JTOKYMEHTOB,
NEPBUYHBIX YYETHBIX JOKYMEHTOB HeceT paboroaarenb. OTBETCTBEHHOCTh 3a BelEHUE,
XpaHeHHe, Y4eT W BbAa4y TPYAOBBIX KHIKEK HECET CIEHUAIbHO YIMOJHOMOYEHHOE JIUIIO,
Ha3HayaeMoe MpHUKa3oM (pacnopsbkeHuem) pabotonarens. Bece JOKYMEHTBI 110 IMYHOMY COCTaBY
JTOJKHBI 00513aTENIbHO CIaBAaThCS B APXUB OpraHU3aIliu.

Takum o0pa3om, aJrOpUTM AEUCTBHH KOMMEPYECKON OpraHU3aIli, HE SBIISIOMICHCS
FOCYJapCTBEHHBIM WJIM MYHHUIUNAIBHBIM YHUTApPHBIM MPEANPUITHEM, IO OOCCIECUCHUIO
XpaHEHUsl JOKYMEHTOB, B TOM YHUCJIE€ KaJJPOBBIX TOKYMEHTOB SIBJISIETCS CIEAYIOLIEM:

o nposepKa TpeboBaHUI HOPMATUBHbIX NPABOBbIX aKTOB, YCTAHOBUBLLUNX CPOKKN XpaHEeHMA
KOHKPETHbIX BUAOB JOKYMEHTOB;

o XpaHeHMe [AOKYMEHTOB;

o A8 OpraHn3aLmii - UICTOYHMKOB KOMM/IEKTOBAHMA - N0 UCTEYEHUU CPOKOB XPaHeHMUsA

nposeaeHne COBMECTHO C YNOJIHOMOYEHHbIM OPraHOM rocyAapCTBEHHOM BAacTh cybbekTa Poccuiickom
Pepepaunn B 061acTM apxMBHOTO Aena, FocapxMBom 3KCNepTU3bl LLEHHOCTU PALA AOKYMEHTOB Ha
npeameT BKIoYeHus B coctaB ApxusHoro ¢oHaa Poccuiickon ®eaepaumm;

. XpaHeHne AoKyMeHToB ApxmnsHoro ¢oHaa Poccuitickon ®egepaumm ninbo nepegaya nx
Ha XpaHeHWe B roCyAapCTBEHHbIA AWM MyHULMMANAbHBIN apxuB, BMbaAnoTeKy, My3ei Uan B OpraHnsaLmio
Poccuiickolt akagemmm Hayk;

o apPXMBHbIE AOKYMEHTbI, KOTOPble He Obl/IM BKKOYEHbI B COCTaB LOKYMEHTOB APXMBHOIO
¢$oHaa Poccuitickon Pepepaumn, No UCTEYEHMUM CPOKOB XPAHEHMA NOANEKAT YHUUTOXKEHUIO MO0
XPaHEHUIO B apX1Be OpraHM3aummn B COOTBETCTBUM € TpeOOBAHMAMM KOPNOPATUBHONO 3aKOHOAATENIbCTBA
(Hanpumep, ANs aKUMOHEPHbIX 0BLWECTB XpaHEHME AOKYMEHTOB perfiaMeHTMPoBaHo NocTaHoBAEHEM
denepanbHON KOMUCCUM NO PbIHKY LieHHbIX Bymar oT 16 utonsa 2003 roga Ne03-33/nc «O6 yTBep»KaeHUu
MonoeHns o NopPAAKE U CPOKAxX XPaHEHUA AOKYMEHTOB» U deaepasibHbIM 3aKOHOM OT 26 AeKkabps
1995 Ne208-d3 «06 aKUMOHEPHbIX OBLLLECTBAX») AN NOKaNbHbIMW HOPMATUBHbIMU aKTamMu;

o AR OpraHM3aunin, KoTopble He ABAAOTCA UCTOYHMKAMM KOMMJIEKTOBaHMSA, No
NCTEYEHUN BPEMEHHbIX CPOKOB XPaHEHMA apXMBHbIE AOKYMEHTbI MOANIEKaT IKCNepTU3e U MOryT BbITb
YHUYTOXKEHbI IMBO XPaHUTCS B apXMBE OpraHM3aumnim.

Homenknatypa gen u ¢opMmupoBaHue A€l s TEKYIIEro XpaHEHUs KaJpOBBIX
JTOKYMEHTOB. D¢ (GEeKTUBHOCTh OpPraHMU3AlMKM TEKYIIETO XpaHEHHUs KaJpOBBIX IOKYMEHTOB BO
MHOTOM  OTpENENsIeTCS] HOMEHKJIATypoW Jel  (3TO CHUCTEMaTU3UPOBAHHBIA  TEpEeUeHb
HAaUMEHOBAHUM [, 3aBOJMMBIX B OpraHM3alWH, C YKa3aHUEM CPOKOB MX XpaHEHUs,
O0(OPMIICHHBII B YCTAaHOBJIEHHOM IOPSIJIKE).

J1eno - COBOKYITHOCTh JOKYMEHTOB WIHM JOKYMEHT, OTHOCAIIMECS K OJHOMY BOIIPOCY WIIU
YYaCTKY JIeATeIbHOCTH, TTOMEIIEHHBIE B OT/ICTLHYIO 0OJIOKKYY.

OCHOBHBIMU 33Jla4aMU COCTABJICHUS] HOMEHKJIATYPHbI 1€J SBISIOTCS:

o ONTUMAaJIbHbIE FPYNNMPOBKA AOKYMEHTOB U GOPMUPOBaHUE Aern;

o onpeaeneHe CPOKOB XPaHEHUA SOKYMEHTOB;

. OCHOBa /151 COCTaB/IEHWA OMNUCEN Aen NOCTOSHHOTO U BpeMeHHoro (cabiwe 10 neT)
XpaHeHWs, a TaKkKe A/ yyeTa gen BpeMeHHoro (8o 10 1eT BKAKUYUTENbHO) XPaHeHUS;

o obecneyeHue 6bICTporo 1 apPeKTUBHOro NONCKA AOKYMEHTOB B Npouecce paboTbl C
HUMM.

MO>KHO BBIIETUTH CIEIYIOIINE PA3HOBUAHOCTH HOMEHKIIATYPHI JIEIT:

o TUNOBblE HOMEHKNATYPbI AeN;

o NPMMEpPHbIe HOMEHKAaTypbl AeN;

o WMHANBUAYANbHAA HOMEHKIATYPa e/l KOHKPETHOM opraHn3aunm;

o CBOAHasA HOMEHKNATYPa AeN opraH1saumu;

o HOMEHKNATYpa AeN CTPYKTYPHOro nogpasaeneHus.

O 3HaYeHWU TUMOBOM, IPUMEPHON U MHAUBUYyaTbHOM HOMEHKIIATYpax J€J TOBOPUTCS B
«[IpaBunax opraHu3allMd XpPaHEHHs, KOMILIEKTOBAHMs, y4€Ta M HCIIOIb30BAHMS JOKYMEHTOB



apxuBHOTO (oOHAA pOCCHHCKON (enepanuu W JIpYrMX apXHUBHBIX JIOKYMEHTOB B
rOCyJapCTBEHHbIX OpraHax, OpraHax MECTHOIO CaMOYNpAaBJIECHUS M OpraHu3alusax» oT
07.09.2015 r.:

«TumnoBass HOMEHKJIAaTypa Jlel yCTaHaBIMBAae€T COCTaB  [JeJI, 3aBOJUMBIX B
JIEJIONPOU3BOJICTBE OJHOTUITHBIX OPTaHU3ALNN, U SIBJISIETCS HOPMAaTUBHBIM JIOKYMEHTOM.

IIpumepHass HOMEHKJIaTypa JeJl YCTaHABIMBAET NMPUMEPHBIA COCTaB Jiell, 3aBOJUMBIX B
JIEJIONPOU3BOJCTBE OpraHU3alUii, Ha KOTOpPbIE OHA paCHpPOCTPAHSAETCS, C YKa3aHHEM MX
UHJIEKCOB, U HOCUT PEKOMEH/IaTeIIbHBINA XapaKTepy.

«TunoBple W NpUMEpPHBbIE HOMEHKJIATYphl JEJI HUCHOJB3YIOTCS JJIs COCTaBJICHMS
VH/IMBUYaJIbHOM HOMEHKJIATYphI €.

CBojHas HOMEHKJIaTypa JeJl OpraHu3alluy COCTaBJISETCSl HA OCHOBAaHUU HOMEHKJIATYp
JIe1 CTPYKTYPHBIX MOApa3AeIeHU, pa3pa00TaHHBIX 110 aHAJIOTUYHOI (opme.

Homenknarypa gen  CTPYKTYpHOTO MOJpPA3AEICHUS COCTAaBISIETC  COTPYIHUKOM
HOJpa3/ieIeHusl, OTBETCTBEHHBIM 3a JIEJONPOU3BOJCTBO, COIVIACOBBIBAETCS C ApXUBOM HIIHU C
HKCIEPTHOM KOMMCCHEW OpraHu3aliH, IOANKUCHIBACTCS PYKOBOJIUTENIEM MOJpa3Je/IeHUus U
YTBEP)KIAETCsl PYKOBOAUTEIEM OPTaHU3AIUH.

CornacHo  «IIpaBuiiaM  opraHu3aluu  XpaHEHUs, KOMIUIEKTOBaHHUsA, yuéTa U
UCIOJIb30BAaHUS JIOKYMEHTOB apXMBHOIO (OHIA POCCUMCKON (enepanuu U APYrux apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBICHUS U
opranmzaiusax» oT 07.09.2015 r., HOMeHKIaTypa JEl COCTaBIIAETCS HAa OCHOBE H3Y4YEHUS
COCTaBa U COJEPKaHUs JOKYMEHTOB, 00pa3yroluxcs B JeSTEIbHOCTH OpraHU3aluy.

IIpu cocTaBieHUH HOMEHKJIATYphl /1€ CIEAYyeT PYKOBOJACTBOBATHCSA YUpeIUTEIbHBIMU
JOKYMEHTaMH, IOJIOKEHUSIMU O €€ CTPYKTYpPHBIX IOJpa3fefieHUsX, IITATHbIM paclMCaHUEM,
HOMEHKJIATYpOH /1€l OpraHu3aliy 3a MPOLUIbIM T/, OMUCIMU JIeJl IOCTOSHHOTO U BPEMEHHOTO
(cBpime 10 ser) XpaHEHUs, PETHCTPALMOHHBIMU (pOopMamH, BEIOMCTBEHHBIMH U THIIOBBIMHU
HEpeYHsSAMU [JOKYMEHTOB C YKa3aHHEM CpPOKOB MX XpPAHEHHs, TUIOBBIMU M NPUMEPHBIMU
HOMEHKJIaTypaMu JIedl.

VYuuteiBas nonoxenus Ilpukaza Munkynstypsl Poccuiickoit ®@enepanun ot 8§ HOs0ps
2005 roma Ne536 «O THUIIOBOM MHCTPYKIMH MO JEIONPOU3BOJACTBY B (helepaibHbIX OpraHax
UCTIOJIHUTENIHON BIacTH» Tpadbl HOMEHKIATYP /1€ 3aM0JIHAIOTCS CISAYIOIUM 00pa3oM.

B rpade 1 HOMeHKIATyphI Jie]1 MPOCTABIAIOTCS MHAEKCHI KaKJ0T0 JeJa, BKIIFOUEHHOTO B
HOMEHKJIATYpY.

Kaxnoe neno, BKIIOUEHHOE B HOMEHKJIATYpy, JODKHO MMETh HHAEKC. MHIekc nena
COCTOMT M3 HHJIEKCAa CTPYKTYpHOIO TIOAPA3ACIEHUs W MOPAJKOBOIO HOMEpa Jeja IIo
HOMEHKJIaType B Mpefenax nojapasaenenus. Muaekcel nen o003HadaroTest apaOCKUMU UPpaMu.
Hanpumep: 12-05, rne 12 - oGo3HaueHHe CTpyKTypHOro mozapasieneHus, 05 - MopsaKOBbIHA
HOMED 3aroJioBKa Jesia mo HoMeHkiarype. [Ipu Hanmuuuu B J1eje HeCKOJbKHX TOMOB (4YacTei),
MHJIEKC IPOCTABIISIETCS Ha KaXK/10M TOME, C TOOABJIEHUEM «T. 1», «T. 2» U Tak jaajee.

B HoMeHKkiaType J1en pEeKOMEHIYeTCs COXpaHSATh OJUHAKOBBIE MHJIEKCH IS
OJIHOPOJAHBIX JIe] B NIPEJENax Pa3sHbIX CTPYKTYPHBIX MOAPA3ICIICHUM; I NMEPEXOMSIINX AET
MHJEKC COXpaHseTCs.

B rpady 2 HOMEHKIATypBhI JIeJ1 BKIIOYAI0TCs 3ar0JIOBKU €] (TOMOB, YacTel).

3aroyioBOK Jiesia JIOJKEH 4eTKO, B 00001IeHHON (popMe OoTpakaTh OCHOBHOE COZEpKaHHE
Y COCTaB JOKYMEHTOB JIeNa.

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

PexomMenayem aiist otziena KajipoB BECTH CIEAYIONIYI0 HOMEHKIATYPY JIe:

1. HopmaTMBHO-MPaBOBbIE aKTbl, peryanpytowme paboTy oTaena Kaapos.

2. LLtaTHOe pacnucaHue.

3. MonoskeHune 06 oTaene Kaapos.

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

5. Mepenucka ¢ 4pyrMmmn opraHM3aumMaAMmM No BONPOCam NoBblileHUA NPodeccuoHanbHoM

KBa}'IMd)MKaLI,MVI, NMOWUCKa KagpoB U TaK aanee.



6 MpwWKasbl 0 Npueme, yBO/NIbHEHUN PABOTHUKOB.

7 MpWKasbl 0 NOOLLPEHMUAX, MPUMEHEHUM ANUCLUNANHAPHbIX B3bICKAHWN.

8. MprKasbl 0 KOMAHAUPOBAHUMN.

9. MpuKasbl 0 NnepeBoge Ha Apyryto paboTy, NOBbIWEHWUN B AOJ/I}KHOCTU.

10. Ipadumk oTnycKos.

11. JONKHOCTHbIE MHCTPYKUUKM pabOTHMKOB OpraHM3auum.

12. Tpynosble 4OroBOPLI.

13. [oroBopbl 0 NO/HOM MaTepMasibHOM OTBETCTBEHHOCTY.

14. Tabenb yyeta paboyero BpemeHu.

15. KapToTeKka AnyHbIX aen paboTHUKOB.

16. KapToTeKa TpyaoBbIX KHUXKEK.

17. KapToTeKa In4HbIX KapTouek paboTHUKOB (popma NeT-2, NeT-2IC(MC)).

18. KapToTeKa akToB (K BblAENEHMIO HA YHUUTOXKEHME [OKYMEHTOB, O MPUEeMKe-nepesade
aen v gpyrve).

19. HypHan yyeTta npuema, nepeBosa, yBoAbHEHUs PabOTHMKOB.

20. *KypHan yyeTa Bblgaum KOMaHANPOBOYHbIX YAOCTOBEPEHUA.

21. *ypHan yyeta BOEHHOOOA3aHHbIX.

22. HypHan yyeTa NnpmnKasos No AMYHOMY cocTaBy (MOXKHO peKOMeHA0BATb BbIAEAUTb

*ypHan yyeTta NpMKasos 0 NpesoCcTaBAEHMM OTMYCKOB U KOMaHAMPOBaHUM PaBOTHUKOB, KOTOPbIE
MMEIOT CPOKM XpaHeHua 3 1 5 neT 1 XypHan yyeTa Apyrnx KaZpoBbiX NPUKa30B).

23. KypHan yyeTa INYHbIX AeN, TNYHbIX KapTo4veK, TPYAO0BbIX 4OrTOBOPOB.

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

25. ypHan yyeta INYHbIX 3aABAEHUI PAabOOTHUKOB.

26. ypHan yyeTa BblgaumM CNpaBoK 0 3apaboTHOM niaTe, cTaxKe, MecTte paboTbl U TaK

nanee.

B HOMeHKIaTypy /€7 He BKIIOYAIOTCS IEPUOIUYECKUE U3/IaHuUs.

B rpade 3 HOMEHKIATyphl el yKa3blBaeTCs KOJMYECTBO JAen (TomoB, yacteid). OHa
3aroJIHAEeTCs 10 OKOHYaHUH KaJIeHAapHOTO roja.

B rpade 4 ykaspiBaroTcs cpok XpaHeHHs Jaena, Homepa crateil mo nepeunto (Ilepeuens
TUTIOBBIX YIPABJICHUYECKUX JIOKYMEHTOB), a MPU €r0 OTCYTCTBUHU - TIO TUIIOBOW WJIM NMPUMEPHOM
HOMEHKJIAType JEl.

B rpape 5 «lIpumeuanue» yKa3blBalOTCd Ha3BaHUE IIEpPEYHEH JIOKYMEHTOB,
WCIIOJIb30BAaHHBIX MPU OINPEACIICHUH CPOKOB XpaHEHUs Jell, B TEUEHHE BCETrO CpPOKa JAEUCTBUS
HOMEHKJIATyphl NMPOCTABIISAIOTCS OTMETKHU O 3aBEJIEHUU JEJ, O MePEeXoIdlInX Jesax (Harpumep,
nepexogsuiee ¢ 2004 rona), 0 BBIAEICHUU €N K YHUUYTOXKEHHIO, O JIUIAX, OTBETCTBEHHBIX 3a
dbopMupoBaHue A€ U IpyTrHe.

[To oxoHYaHUM AENONPOU3BOACTBEHHOIO I0/la B KOHIIE HOMEHKIIATYpPbl 1€ 3aMEHSIEeTCs
UTOTOBasl 3allUCh O KOJHMYECTBE 3aBEJIEHHBIX Jel (TOMOB), IO pa3jieiiaM IOCTOSHHOIO U
BpEeMEHHOTro XxpaHeHus: cBbiiie 10 net u 10 10 JeT BKIIOUUTENTBHO.

B ToM cnywae, ecnu opraHuzanus COAeT JOKYMEHThl Ha TOCYAapCTBEHHOE XpaHEHHE,
TpeOyeTcsl COrslacOBaHWE HOMEHKJIATYphlI el ¢ DKcrepTHO-npoBepoyHoi komuccueit (OI1K)
rocyaapcTBeHHOTO apxuBa. HoMeHkmarypa nen opranuzamnuu opopmisieTcs: Ha oO1ieM OJIaHKe.

s ymobcTBa WMCHONB30BaHUST HOMEHKIATypa e, KaK TMpaBWIIO, COCTAaBISIETCS B
HECKOJIbKUX 3K3eMIUIApax, A KaKJ0T0 CTPYKTYPHOIO MOAPA3/AeIICHUs U JINIA, OTBETCTBEHHOTO
3a apXUB.

Homenxnarypa nen Ha mpencTosIMi KaJeHAAapHBIM TOJl COCTaBISeTCSl B IOCIEIHEM
KBapTaJie TeKYyIIEro roja.

Homenknarypa niei mepecocTaBiieTCs U COTJIACOBBIBAETCS 3aHOBO B Cydae KOPEHHBIX
W3MEHEHUH (QYHKIIMA U CTPYKTYphl OpPraHHM3aIlMd, HO HE pPEXe OIHOr0 pa3a B MATH JIET.
E>xxeronHo oHa yTOYHSIETCS, YTBEPKIAeTCS PYKOBOAUTENIEM OpraHU3allid W BBOJIUTCS B
neiicTBue ¢ | siHBaps CleIyroIIero roaa.

Texyiee xpaHeHHE AOKYMEHTOB OMNPEIENAETCS HE TOJBKO IMOHSITHEM HOMEHKIATYPbI
Jielt, HO ¥ (G OpMUPOBAHHUEM JIEI.



JIOKyMEHTBI, KOTOPBIE HE HAXOIATCA HAa PyKax y HCIOJIHUTENCH, NPU HUX XPAHCHUH
TPYIIUPYIOTCS TaK, YTOOBI MOXHO OBUIO OBICTPO HAWTH HYKHBIH JOKYMEHT W WH(OPMAIIUIO.
Orta npoueaypa Ha3bIBaeTCs «(POPMHUPOBAHUEM JIEIIA».

dopmupoBaHUe JIeI - TPYINITUPOBKA UCTIOITHEHHBIX JIOKYMEHTOB B JIelIa B COOTBETCTBUU C
HOMCHKHaTypOI;'I ACJI U CUCTEMaTU3alud JOKYMCHTOB BHYTpPHU JCJa.

dopMupoBaHUEeM A€ B CTPYKTYPHBIX [OJPA3ACICHHUAX  3aHUMAIOTCS  JIMIIA,
OTBETCTBEHHBIE 3a JOKyMeHTauutoo. KOHTponb 3a mpaBWIbHBIM (OPMHPOBAHHUEM Jel B
OpraHu3alii ¥ €€  CTPYKTYpPHBIX  TOAPA3JACICHHUSX  OCYIIECTBIISICTCS  CIY)KOOH
JOKYMCHTAIITUOHHOT'O 06GCHC‘-ICHI/ISI HJIK JIMIIOM, OTBECTCTBCHHBIM 3a JOKYMCHTAIUIO.

dopmMupoBaHUE N TPOUCXOTUT CIETYIONIMM 00pa3oM:

1. nomeLlLeHne AOKYMEHTOB (TO/IbKO UCMOJIHEHHbIX OKYMEHTOB) B A4,€/10, KOTOpbIE MO
CBOEMY COAEPKAHMIO COOTBETCTBYHOT 3aro/I0BKY 4e/1a;
2. pacnosioxeHne OKYMEHTOB BHYTPM Aena B onpeaeneHHoN Noc/iefoBaTeIbHOCTH

(xpoHoNornyeckol unm no andasuty).

I[Ipu dopmupoBanuM 1€ HEOOXOAUMO  COONIOAATH  CICAYIOIIHWE TPEeOOBAHMS,
3aKperuieHHble B «[IpaBunax opranu3anuy XpaHeHUs, KOMIUIEKTOBaHUs, Y4E€Ta U UCIIOIb30BaHUs
JIOKyMEHTOB apXWBHOTO (DOHIA POCCUICKON (eaepanuu U IPYIHX APXHUBHBIX JOKYMEHTOB B
FOCYyIapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIIPaBJICHUS U OpraHu3auusx» OT
07.09.2015 r.:

. JOKYMeHTbl NOCTOAHHOIO U BpeMeHHOrro XpaHeHuA HEO6XOAMMO rpynnmnpoBaTb B
oTAeNbHbIE Aena.

. BkntoyaTb B 4eN10 N0 O4HOMY 3K3EeMMNJIAPY KaXKA0ro AOKYMEHTa.

. pynnuposaTb B A4eN0 JOKYMEHTbl O4HOr0 KaJleH4ApPHOro roga; UCKAKYeHue

COCTaB/IAOT: Nepexoaallme aena; cyaebHole Aena; B TOM YMcae ANYHbIe Aena, KoTopble GopmupytoTca B
TeyeHue Bcero nepuoaa paboTbl 4aHHOIO /MLLA B OPraHM3aumm 1 gpyrue.

. [deno ponKHo cogeprkatb He bonee 250 NCTOB, NpU ToALWMHE He 6osiee 4 cm.

o B Aeno nomewatoT AOKYMEHTbI, KOTOpble Mo CBOEMY COAEPKaHMNI0 COOTBETCTBYHOT
3aron0BKy Aena, NPy 3TOM 3anpeLaeTcs rpynnmMpoBaTth B Ae/1a YepHOBbIe U Ayb6NeTHbIe SK3eMNAApPbI
OOKYMEHTOB (3a UCKtoYeHueM 0cobo LEeHHbIX), a TaKXKe JOKYMEHTbI, Nog/exaline Bo3Bpary.

. BHYTpM Aena AOKYMEHTbI A0/IXKHbl 6bITb PAaCNOIOXKEHbI TaK, YTOObI OHU MO CBOEMY
cogeprKaHuio nocnefoBaTeIbHO OCBeLLL AW onpeaeneHHble BOonpochl. Mpu 3TOM AOKYMEHTbI
pacnofiaratoTcsl B XPOHOJ/IOrMYecKoM nopagke (Bxogsawme - no gatam nocTynjaeHus, Ucxoaalime - no
AaTaM OTnpaBaeHus) Uam no andasuTy aBTOPOB U KOPPECMNOHAEHTOB. XpoHo10rMyecKas
noc/en0BaTe/IbHOCTb PACMO/IOKEHUA OKYMEHTOB HauMHaeTca OT 6bosiee paHHUX NO AaTamM AOKYMEHTOB
M 3aKaHYMBaeTca 6osiee NO3AHUMM AaTamMu.

o MPUNOXKEHNA K AOKYMEHTaM, HE3aBUCUMO OT AaTbl UX YTBEPXKAEHUA UKW COCTaBAEHUA,
NPUCOeAMHAIOTCA K AOKYMEHTaM, K KOTOPbIM OHU OTHOCATCA. MpunnoxeHna o6bemom csbitle 250 AnMcToB
COCTaB/IAIOT OTAE/bHbIM TOM, O YEM B IOKYMEHTE [e/1aeTca OTMeTKa.

. MpwvKasbl no OCHOBHOW AeATEeNbHOCTU TPyNNUPYKOTCA OTAE/IbHO OT MPUKA30B No
NYHOMY COCTaBy.
. MpwrKasbl MO AMYHOMY COCTaBY FPYNNMPYIOTCA B Ae/1a B COOTBETCTBMU C

YCTaHOB/IEHHbIMM CPOKaMM MX XpaHeHuA. LlenecoobpasHo npu 60ablINX 06bemax 4OKYMEHTOB
NPMKasbl N0 IMYHOMY COCTaBY, KacaloLWmMecs pPasINYHbIX CTOPOH AEATENbHOCTM OpraHusaumm (npuem Ha
paboTy, yBO/IbHEHME U NepeMeLleHe, KOMaHANPOBKM M TaK Aasiee), rpynnmMpoBaTh B OTAE/bHbIE Aena.

o [LOKYMEHTbI B IMYHBIX Ae1ax PAacrnonaraloTcs B XpOHONOMMYECKOM MOPSAAKE N0 Mepe UxX
nocTynaeHus.

o Nvuesble cyeTta paboumx 1 caykallmx nNo 3apaboTHOM NaaTe rpynnmMpyroTCcs B
oTZe/IbHble Aena 1 pacnonaratoTcs B HUX no andasuty damuani.

o MpepnoxKeHWs, 3aaBAEHUSA U XKanobbl rpaxaaH No BONpocam paboTbl opraHM3auum u

BCE JOKYMEHTbI MO MX PACCMOTPEHUIO U UCNOJTHEHMIO TPYMNUPYIOTCA OTAE/IbHO OT 3asB/IEHUI TpaykAaH
Mo JIMYHBIM BOMPOCaM.

o Mepenucka rpynnupyeTca, Kak NpaBu/o, 3a KaleHAapHbIN rog, u cucTeMaTusnpyeTcs B
XPOHONOIMYECKOMN NOCNEA0BATENbHOCTU, LOKYMEHT-OTBET MOMELLAETCA 33 AOKYMEHTOM-3anpocom. Mpwu
BO306HOBNEHMM NEePENUCKM NO onpeaeseHHOMY BONPOCY, HauyaBLIenca B NpeablayLiem roay,
AOKYMEHTbI BK/IIOYAKOTCA B €10 TEKYLLLEro ro4a C yKkasaHMem MHAeKca Aena npeablayuwero rogaa.



Pernamenrarust paboThl apXuBa MO JUYHOMY COCTaBY MMeEET CBOIO crenuduky. JIxo0oii
JOKYMEHT, BHE 3aBUCUMOCTH OT LEIM €ro CO3JaHus, MECTa, BPEMEHH BO3HUKHOBEHHS,
ABTOPCTBA COJCPKUT HHPOPMAIUIO, KOTOpas MOXKET ObITh BOCTpeOOBaHA uepe3 HEKUU
BpeMeHHOW mepuoja. E.B. AmnekceeBa oTMeuyaeT, 4YTO 0CO00O€ MECTO Cpeau apXHBHBIX
JIOKYMEHTOB 3aHHMMAlOT JOKYMEHTHI IO JHMYHOMY COCTaBy, KOTOpBIE OTpa)KarOT TPYJOBbIE
OTHOIIEHUsS paboTHHKa C padoromatenem. (P3-125 «OO6 apxuBHOM 1nene B Poccuiickoi
Oeneparun» 1.3 ¢T.3). 3a 3TON (HOPMYIUPOBKOI 3aKOHA CKPHIBAETCS KOMILUIEKC TOKYMEHTOB
Ype3BbIYAITHO BaXHBIA Ui KaXKIOro dYeiloBeka. lMeHHO Ha OCHOBaHUM HH(OpPMAINH,
3a(pUKCUPOBAHHON B JOKYMEHTaX IO JMYHOMY COCTaBY, BO3MOXHO, B Cllydyae HEOOXOIMMOCTH,
MOATBEPAUTh CBOM TPYIAOBOM CTax, 3apalOTHYIO IUIaTy, WHBIE COLIMAJIbHBIE JIBIOTHI,
MOJIararoluecs TpakIaHuHy M0 3aKOHOAATENIbCTBY PD.

Opnako st TOoro, 4roosl uHGopManus, 3apuKcupoBaHHas B JOKYMEHTaX MO JUYHOMY
COCTaBy, MMeJa IOPUINYECKYIO CHUITY, TOJDKHBI OBITh BBIIOJHEHBI, KAK MUHHUMYM, TPU YCIIOBUS:
CO3/IaHHME€ M COXpPAHEHHUE ITUX JOKYMEHTOB B OpPTraHU3AlMSIX pa3HbIX (OpM COOCTBEHHOCTH U, B
clly4ae JIMKBHJALMU OpraHu3auuu 0e3 MpaBONpeeMHHUKa- Mepeaada UX Ha rocylapCTBEHHOE
XpaHeHue. Anroput™m aeiictBuil nponucan B 1.1.8,10 cr. 23 ®3-125 «OO6 apxuBHOM [ene B
Poccniickoit denepanun». «lIpu IuKBHIAIMU roCyIapCTBEHHBIX OPraHOB, OPTaHOB MECTHOI'O
CaMOYIIPaBJIEHUs, TOCYAAPCTBEHHBIX M MYHULMIAJIbHBIX OpraHU3allil BKIOYEHHBIE B COCTAB
ApxuBHoro ¢onaa Poccuiickoit @enepanyivi 10KyMEHTHI, JOKYMEHTBI 110 JIMYHOMY COCTaBY, a
TaK)K€ AapXHUBHBIE JIOKYMEHTBI, CPOKM BpPEMEHHOIO XpAaHEHUsS KOTOpPbIX HE UCTEKIHU, B
YIOPSA0YEHHOM COCTOSIHUM IIOCTYNAIOT HAa XPAaHEHHWE B COOTBETCTBYIOIIUIN IOCYAapCTBEHHBIN
WJIM MYHULIMTIAIbHBIA apXUB.

[Ipy nuKBUAALMK HEroCyJapCTBEHHbIX OpraHu3aluii, B TOM YHCIE B pe3yibTare
0aHKPOTCTBA, 0Opa3oBaBIIMECS B MpoIlecCe UX [EATEIBHOCTH U BKIIOUYEHHBIE B COCTaB
ApxuHoro ¢onaa Poccuiickoii @enepannu apxXuBHBIE JOKYMEHTHI, TOKYMEHTHI 10 JTHYHOMY
COCTaBy, a TAK)K€ apXMUBHBIE JOKYMEHTBI, CPOKM BPEMEHHOIO XpaHEHUs! KOTOPBIX HE MCTEKIIH,
NepeJatoTcsl TUKBUIAIMOHHON KOMUCCHH (JIMKBHJIATOPOM) MM KOHKYPCHBIM YIPABISIOLIUM B
YIOPSAOYEHHOM COCTOSSHUM Ha XpaHEHHE B COOTBETCTBYIOLIMI TOCYJAapCTBEHHBIN WM
MYHULIMNIAJbHBIA apXMB Ha OCHOBAaHUM JOrOBOpa MEXIYy JMKBUAALWOHHOW KOMHCCUEH
(TUKBUIATOPOM) HUIU KOHKYPCHBIM YIPABISIOIIMMHU TOCYJAPCTBEHHBIM WM MYHHUIIUIAIbHBIM
apxuBoM. [lpm »53TOM JHMKBUJALMOHHAs KOMHUCCHS  (JMKBHIATOpP) WJIM  KOHKYPCHBIN
YOPAaBIAIOIUN  OpPraHU3yeT  YHNOpPAJOYEHHUE apXMBHBIX  JOKYMEHTOB  JIMKBUIUPYEMOU
OpraHM3aIiy, B TOM YUCIIE, JUKBUAUPYEMOH B pe3yibTaTe OaHKPOTCTBAY.

Baxno ormerutrh, 4Yro B coorBercTBUM ¢  DenmepanbHbiM  3aKOHOM  «O
HECOCTOSTENILHOCTH (OaHKPOTCTBE)» B pelakinu, JnercTByromend ¢ 5 mapra 2012r, B cT. 129
CKa3aHO, YTO « KOHKYPCHBIH YIpPaBISIOMMNA 00s3aH ...NepelaBaTh Ha XpaHEHUE JIOKYMEHTHI
JOJDKHHMKA, TOJUIeKaIle o00s3aTeIbHOMY XpaHEHHI0 B COOTBETCTBUU C (enepaabHbIMU
3akoHaMu. Ilopsgok m  ycnoBus Iepenadd  JTOKYMEHTOB JIOJDKHHMKA Ha  XpaHEHHE
yCTaHaBIMBaOTCA (perepaibHbIMM 3aKOHAMH M HHBIMH HOPMATHUBHBIMU IPaBOBBIMU aKTaMU
Poccuiickoit denepanum».

Crnenyer moHUMaTh MOJ ONPEICIIEHUEM «MHBIE HOPMAaTUBHBIE IMPaBOBbIE aKThl PDy,
pEerIaMeHTHPYIOIME NEpefady Ha TOCYJapCTBEHHOE XpaHEHHE [JOKYMEHTOB IO JIMYHOMY
cocTaBy, npexe Bcero nsa Pacnopsokenus [IpasurenscTBa Poccniickoit denepanuu, MPUHATHIX
B nepBoii moioBuHe 1990-x romoB. HeoOXoaMMOCTh TOCYAapCTBEHHOTO pEryIUpOBaHMS
BOITPOCOB 00ECTIEYCHUST COXPAHHOCTH JTOKYMEHTOB IO JUYHOMY cOCTaBy B Haudajue 1990-x romos
CTOsJIa Ype3BbIYalfHO OCTpo M Oblia cBsi3aHa mnocie pacnana CCCP ¢ nukBuaanmeil opraHoB
VOpaBiICHUS W HWHBIX YYPEXKIEHUH U TPEANPUATHNR COIO3HOTO U  PECIyOJIMKAHCKOIO
MOYMHEHMS], & TAKXKE C CO3JaHUEM 3HAUNUTENBHOIO YHCIIa HETOCYAAPCTBEHHBIX OpraHU3auil BO
BCEX OTPACIISIX IKOHOMUKH U OOIECTBEHHOM U3HU U HE BCEerJa COOJI0OJaBIINX HOpMATHUBHbBIE
TpeOOBaHUS TO JOKYMEHTALMOHHOMY O(OPMIICHHIO TPYIOBBIX OTHOIIEHUH C COTPYIHUKAMH,
Y, KaK CJIEACTBUE, JMIIABUIME UX BO3MOXHOCTH B JAJbHEWIIEM JOKYMEHTAJIBHO MOATBEPINUTH
TPYZAOBOM CTaX U T.J. ITO I'PO3UIIO CEPbE3HBIMU COLIMATIBHBIMU MOCIEACTBUSIMH.



Wrak, nns obecriedeHus COLMAIbHOM M TNPAaBOBOW 3alUTHI TpakiaH PacropsikeHue
[IpaButensctBa P® or 23.04.92 No781-p 00s3bIBaJio B IENSIX MPEAOTBPAIICHHUS YTPaThl
JIOKYMEHTOB I10 JIMYHOMY COCTaBY, a TAK)K€ YJIyUIIEHHUs UX XPaHEHUs U UCIIOJIb30BaHUA :

«l. VYcraHoBUTb, 4YTO JIMKBUAUPYEMBIE MPEAIPUATUS, OPraHU3alUU...d UHBIC
OpraHu3allMOHHBIE CTPYKTYpBl, HE3aBUCUMO OT (OpMBI COOCTBEHHOCTH, IIEPENAIOTCS Ha
XpaHEHUE IMPAaBONPEEMHUKOM HWJIM MPU €ro OTCYTCTBUM BBIIIECTOSIIEMY IO MOJYMHEHHOCTH
OpraHy JOKYMEHTBI 10 JUYHOMY COCTaBY....».

Kpowme toro, nannoe PacnopshkeHue Bo3iarajio Ha rOCyJapCTBEHHYIO apXUBHYIO CITYXOy
P® o00s3aHHOCTH 1O OOECIEUEHUI0 COXPAHHOCTH JIOKYMEHTOB TIO JIMYHOMY COCTaBy
JMKBUJIMPOBAHHBIX OpraHu3aluii Bcex (GpopM cOOCTBEHHOCTH, HE MMEBILUX MPaBOINPEEMHHUKA
WIA BBIIIECTOALICTO 1O TOAYMHEHHOCTH OpraHa. B opraHu3anvoHHOM IUTaHe OBLIO
PEKOMEHI0BAaHO OPraHOM MCIOJIHUTENIFHOM BIACTH B HEOOXOAUMBIX CITy4asiX CO3/1aBaTh apXHBBI
JUISL XpaHEHUs U UCIOJIb30BaHUS TOKYMEHTOB 110 JUYHOMY COCTAaBY.

He menee 3nHaummbiM Obl10 M octaércst Pacnopspkenue IlpaButenscTBa Poccmiickoit
Oenepannn ot 21. 03. 1994 No358-p, B KOTOPOM OTHOCHUTEIBHO COXPAHHOCTH JOKYMEHTOB I10
JUYHOMY COCTaBY « BBICBOOOXKJAaeMbIX pPAOOTHHKOB B pe3ylnbTare oOpa3oBaHWs,
peopraiu3aiiy 1 JMKBUIAIMY OPUIMYECKHUX JIULL ObLIIO PEKOMEHIOBAHO:

«l.  VYupegutensM BHOBb OOpa3yIOMIUXCS  IOPUAMYECKUX  JIUI,  SIBJISTFOIIMXCS
IOPUAMYECKUMU M HEKOMMEpPYECKMMHU OpraHM3alMsIMM, BKIIOYaTh B CBOM Y4UpEAUTEIbHBIC
JIOKYMEHTBI TOJOKEHHUs, Kacaroluecs yd€ra M COXPAHHOCTH JOKYMEHTOB IO JINYHOMY
COCTaBy, a TaKKe CBOEBPEMEHHOH Ileperaye UX Ha TOCYJapCTBEHHOE XpaHEHHE B
YCTaHOBJICHHOM IOPSAKE IIPU PEOPraHU3aluy WM JUKBUIAUUN IOPUIUYECKOTO JIMIIA.

2 ®enepanbHBIM OpraHaM HCIOJHUTEIBHOMN BiacTH cyObekToB Poccuiickoit deneparumn
OCYIIECTBIISITh TOCYAAPCTBEHHYIO PETUCTPALIMIO YUPEIUTENIbHBIX TIOKYMEHTOB Ha IPUOOpETeHHE
[paB IOPUAWYECKOrO JIMLA HPU HAJUYUM B HUX IOJIOXKEHUH, IPETyCMOTPEHHBIX B MYHKTE 1
HACTOSIIETO PACTIOPSAKEHUSA. . . ).

Takum oOpazom, Obul 0GOpPMIIEH TPABOBOM MEXaHU3M, I0JIPa3yMEBAIOIIHI
OTBETCTBEHHOCTb OPraHU3allMU 33 CO3[JaHUE U COXPAHHOCTh JOKYMEHTOB I10 JUYHOMY COCTaBY
U 0053aTeabCTBA rOCYAAPCTBA MPUHATH HA JIOJITOBPEMEHHOE (a OTJENIbHbIE KOMIUIEKCH M Ha
IIOCTOSIHHOE) XpaHEHHE 3TH COLMAIbHO-3HAaYMMbI€ MaTepUaJIbl.

Ba)xHO HaOMHUTB, YTO apXMBHI (IIPEXK]E BCETO rOCYAAPCTBEHHbIE 1 MyHUIIMTIAIbHBIE, a
TaKXKe apXMBbl OpraHM3alui) SBISAIOTCS aTpPUOYTOM TOCYIAapCTBEHHOCTH, €€ IPaBOBBIM
rapaiToM. OHH HecyT o00s3aTenbCTBa  IEpe] TOCYyJapCTBOM M TpakJaHUHOM B
JOKYMEHTAJIbHOM MOJATBEPKACHUN HX IOPUANYECKUX IPaB M COLMAIBHBIX TapaHTH.

Bo ucnonnenue stux Pacnopsbxkenuit IlpaBurensctBa ObuiM co3qaHbl B OOJIBIIMHCTBE
cyobekToB PO crienmann3upoBaHHbIe apXUBBI JOKYMEHTOB I10 JMYHOMY COCTaBy. B ocTanbHbIX
CyOBbeKTaX JOKYMEHTHI IO JUYHOMY COCTAaBY MOTYT XPAaHUTBHCS B rOCYJapCTBEHHOM apXHBeE,
au00 B oOpraHe YyNpaBJE€HUS apXUBHBIM JIEJIOM, COBMeLIAloIIeM (QYHKIUH YIpaBICHUS
apXMBHBIM JIeJIOM U XpaHEHHUE JIOKyMEHTOB. BakHyi0 poyib B COXpaHEHUH JIOKYMEHTOB IIO
JMYHOMY COCTaBY JIMKBHJIMPOBAHHBIX OpraHU3alMii, B TOM YUCIIE U B pe3yjbTare OaHKPOTCTBA,
UTPAIOT MYHULIUIIATIbHBIE APXUBBI.

Bun marepuanioB kateropuM JOKYMEHTOB 10 JMYHOMY coctaBy. OOpatumcs 3a
MOMOUIbI0 K HBIHE JIEHCTBYIOIIEMY HOPMAaTUBHOMY JOKYMeHTy «llepeuHio THUIOBBIX
YIpaBJIEHYECKUX ApPXUBHBIX JIOKYMEHTOB, 0O0pa3ylolmuxcs B Ipolecce AeATelIbHOCTH
rOCy/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CAMOYIIPABJICHMS U OpPraHU3alUN, C yKa3aHUEM
cpokoB xpaHeHus». (M. 2010 3apeructpupoan Muntoctom Poccun 8 centsiops 2010r. Per.Ne
18380). [lepeuenp BKIItOUAET TOJIBKO THIOBHIE YIIpPaBIEHUYECKHE JOKYMEHTHI, 00pa3yromiyecs B
npoliecce JeATeNIbHOCTH OpraHu3anuii Bcex (opM coOcTBeHHOcTH. B mepByro ouepennr Hac
OyIyT WHTEpecoBaTh pa3feiibl, cojaepiKallue IOKYMEHThI 10 OpraHHu3alii, HOPMHPOBAHUIO,
tapuukanum, orare u oxpane tpyaa (Pazmen Ne7), a Takxke TOKyMEHTHI 0 paboTe ¢ KaJpaMu:
npuéme, epeMeleHuH, YBOJIbHEHUH paOOTHUKOB, OBBIIEHUH UX KBaJU(UKALMU, TPOBEICHUN
aTTecTanuu, a Takxke HarpaxaeHuu (Pa3nenNe8). Kpome Toro, cienyer npusiedb TOKYMEHTHI U3



Pasnena Ne4d «Yder M OTYETHOCTH», CBA3aHHBIE C OIUIATOM TpyZJa M JAPYTMMHU BbIILUIATaMU
COTPYAHUKAM.

HopMaTuBHbIE CPOKM XpaHEHMsI TOKYMEHTOB IO JUYHOMY COCTaBY YUMTBIBAIOTCS IpPHU
COCTaBJICHMM B KaXXJIOM OpraHu3ali BEJIOMCTBEHHBIX (JIOKAJbHBIX) HOPMATHUBHBIX AKTOB:
MHCTPYKLUH, IPaBUJl, OJIOKEHUI B KOTOPBIX M3JI0KEH MOPSIIOK COCTABIEHUSI HOMEHKJIATYpPhI
nen, QopmMupoBaHus U OQOpPMIICHHS JeJNl, COCTAaBJIICHWS HAyYHO-CIPAaBOYHOIO arrmapara,
MOATOTOBKU JIel K apXMBHOMY XpaHeHMI0. IIoaroTroBka JOKYMEHTOB IO JIMYHOMY COCTaBy K
JUIMTEIIBHOMY XPAaHEHHI0 HAYMHAETCS Ha CTAJWM COCTaBJIEHUS HOMEHKIATypbhl Jel |
(dbopMHpOBaHUs A€ B JEIONPOU3BOICTBE.

OCHOBHBIMU HOPMATHBHBIMH JOKYMEHTaMHM, B KOTOPBIX YCTaHOBJIEHBI 0OIIHE
TpeOOBaHUs IO 3TH BolpocaM siBIsitoTCA «lIpaBuiia opraHu3anu XpaHeHUs, KOMIUIEKTOBAHHUS,
yuéTa ¥ HCHOJb30BAaHUS JOKYMEHTOB apXWBHOTO (hOHAAa POCCUHCKON Qeaepanuu U IPYrux
aApXUBHBIX JIOKYMEHTOB B IOCYJApCTBEHHBIX OpraHax, OpraHaXx MECTHOI'O CaMOYIpaBJIEHUS U
opranmzarusax» oT 07.09.2015 r. u «[IpaBuna aemonpou3BoJCTBa B (eAepalbHbIX OpraHax
UCIIOJIHUTENIbHOM BJacTW», yTBEp)KIeHHble mnoctaHoBieHueM [lpaButensctBa P® ot 15.06.
2009 r.Ned477.

KitoueBbIM sBIIIETCS BONPOC JIOCTyHA IOJb30BaTeled K JOKYMEHTaM IO JHYHOMY
COCTaBy B FOCYJJaPCTBEHHBIX 1 MyHHIIMNAIbHBIX apxuBax P® u opraHuzanuu rnoiab30BaHUs UMU
JIOKyMEHTBl 1O JMYHOMY COCTaBy, II0 CYTH, SBJISIOTCA MCTOYHUKAMH MacCOBOTO
MPOUCXOXKACHUS H uX HHPopMmanus (B OO0E3TMUEHHOM BHUJE, B COOTBETCTBHHM C HOPMaMU
JIEUCTBYIOIIETO 3aKkoHojaarenbcTBa P®) mMorsma Obl cTarh OCHOBOM MJisi  YHUKaJIbHBIX
UCCJIEIOBAaHUM B 00JIACTH COIIMOJIOTHH, JeMOrpapuu, reéHeallornd U MHOTHX JPYTUX HAyYHBIX
HanpasyieHud. Takum 00pa3oM, BBIXOJS 32 PaMKU HCIOJHEHMS TOJBKO COLIMAIbHO-TIPABOBBIX
3alpocoB TeX TpaxaaH, uHpopMmanus O KOTOPbIX 3adUKCHpOBaHa B JOKyMEHTAllUH,
NOCTYNUBIIEH HAa XpaHeHUEe B apxuBbl. [loCKONIBKY, YacTh 1€ U JOKYMEHTOB MO JUYHOMY
COCTaBy COJEPKAT CBEACHMS, O JUYHOW U CEMEHHON TallHE Ipa)KJaHWHA, €r0 JIMYHOM JKU3HH ,
CBEIICHMS , CO3JAlOIIMe yrpo3y ISl ero Oe30MacHOCTH, CIeAYyeT Ype3BbIYAaHHO TaKTUYHO, C
COOJIIOJICHEM HBIHE JIEHCTBYIOIIETO 3aKOHOJAATENIbHBIX HOPM  HCHOJb30BAaTh JJaHHbIE
JIOKYMEHTHI.

[Tomomp apxuBaM M TOJIb30BATENsIM apXUBHOW HMH(pOpMalnMel Mo COONIIOJCHHIO BCEX
TpeOOBaHUI OTHOCUTENBHO HCIOIb30BaHUS JOKYMEOHTOB M0 JUYHOMY COCTAaBY MOT'YT OKa3aTb
Metonuueckne pekomeHnmanuu, mnoaroroBiennsie BHUMJAIL B 2009r : «Obecneuenue
JocTyna TMojib3oBaTeNedl K JOKYMEHTaM TOCYJIapCTBEHHBIX M MYHUIUNAIbHBIX apXHUBOB
Poccuiickoit denepaunu M opraHu3anus IOJIb30BAaHUS HMMH», Oa3upyroliuecs Ha HOpMax
POCCHUICKOTIO apXHUBHOTO M CMEXKHOT'O 3aKOHOJATENbCTB.

Obparumcs k mnofgpaszzeny 1.2.3. Meroaudeckux peKkoMeHAAaUud , B KOTOPOM
MEPEYUCIIEHbI KaK IpaBa U 003aHHOCTU TOCYJAapCTBEHHBIX U MYHUIIMIAIbHBIX apXHUBOB, TaK U
nojb3oBarenel (IOpUINUecKuX U (PU3NYECKHX JIMI) MO0 00ECHeueHUI0 AOCTyNa U OpraHu3aluu
HCIIOJIb30BaHUsl JIOKYMEHTOB IO JINYHOMY cocTaBy. B coorBercTBuu c 1.3 c1.25 @3 -125 «O0
apxuBHoM zene B Poccuiickoil @enepanyn»- apxXuB OrpaHUYMBAET JOCTYI IOJIb30BaTEled K
apXMBHBIM Ji€JlaM M JIOKYMEHTaM, COJEp>KalllMM CBEIACHUS O JIMYHOM W CEMEWHOW TalHe
rpaXJaHMHA, €0 YaCTHOM XHM3HH, CBEJIECHHs, CO3JAIOIIMe Yrpo3y JUIsl ero 0e30MacHOCTH, B
TEUEHHUH 75 JIET CO JHS CO3/IaHusl TOKyMeHTa. [locie OKOHYaHMs 3TOro Mepro/ia OrpaHUYCHUS
Ha JIOCTYI cHUMaroTcs. VckiroueHneM ABIsAI0TCA [1e1a U JOKYMEHTBI IMYHOIO TPOUCXOXKACHMUS,
nepeJaHHble B apXUB Ha OCOOBIX YCIOBHMSIX AOCTyna K HUM. COOCTBEHHUK HMEET IpaBo
YCTaHOBUTBH CBOM CPOKHM OIPaHUYEHMSI U YCIOBHS JOCTYIA.

ApXUB TpeoCTaBiseT Aejla U JOKYMEHTbl 0e3 OrpaHMyYeHUil caMOoMy TpakKIaHHUHY -
CcyO0BbeKTy MH(OpPMAIMH, €CITU 3TO HE MPOTUBOPEUUT 3aKOHOAATeNbCTBY PD (Hampumep, 3aKOHOM
«O TocynmapcTBeHHOH TaiiHe», «0O0 OmepaTUBHO-PO3BICKHOW MEATENHHOCTHY W JAp.) WIU
JIOBEPEHHOMY JIMLYy Tpa)kJaHWHa (IIpY MPENBABICHUU JIOKYMEHTOB, YJOCTOBEPSIOIINX
JMYHOCTbH, JOBEPEHHOCTH, O(POPMIIEHHOM B YCTAHOBJICHHOM 3aKOHOM HOPSAKE).

Ilocne cmepTu rpaxkJaHuWHA IPaBOM Ha JOCTYI K apXUBHBIM J€JIaM U JIOKYMEHTaM,
COJICpXAIIM CBEJICHUSI O JIMYHOM W CEMEHHOW TaifHe, €ro 4YacTHOW KW3HH O0JaJaroT



HAaCJIEeAHUKHU ( JOBEPEHHBIE JIMIA HACIIETHUKOB), €CJIM 3TO HE MPOTHUBOPEUUT 3aKOHOAATEIbCTBY
P®. ApxuB B3aUMOJECWUCTBYET C HACICAHUKAMU TIPU HAJIMYMU CBUICTEILCTBA O CMEPTH
rpaXJaHUHA U JIOKYMEHTOB , HOATBEPKAAIOIINX UX [IPaBO HA HACIIEACTBO.

Jlnst  apyrux KaTeropwil IOJIb30BaTeleii HEOOXOAUMO IMHUCHbMEHHOE HOTApUaIbHO-
3aBEPEHHOE pa3pelieHue TpaxAaHWHA (ero HaclieqHHWKA WJIA JIOBEPEHHOTO JIUIA), KOTOpPOE
MOJKET OBITh 3aIIPOIICHO OpraHU3AIMEH , HAIIPABUBIIEH I10JH30BATENIS B apXUB, MOJIb30BaTEIIEM
, €CIIM OH - YaCTHOE JIUIIO, WJIK apXUBOM I10 IPOCKOE MOIb30BaTENsA. APXUBY CIIEAYyeT BbIIaBaTh
MOJI30BATENIO TOJIBKO T€ JIEJIa U JOKYMEHTBI, KOTOPBIC OYIyT yKa3aHbl B pa3peIlicHUH.

ApXHB mpeaocTaBiIsieT 10 OKOHYaHUA 75 JIET CO AHSA CO3JaHUs JOKYMEHTA apXHUBHbIC
Jle7ia U JIOKYMEHTBI, COJIepXallie CBEICHUS O JIMYHOW W CEMEWHOW TailHe rpaKJaHWHa, €ro
YAaCTHOH JKU3HU 110 MOTHBUPOBAHHOMY MTUCBMEHHOMY OOPAIIEHUIO COTPYIHUKAM OpTraHHU3aIlHii-
dboHg000pa3oBaTENC U X MPUEMHUKOB, OPTaHOB TOCYIapCTBEHHOM BJIACTH, OPTaHOB MECTHOTO
CaMOYIIpaB-JICHUSA, CYAOB, OPraHoB IIPOKYparypbl, OPraHOB IIPEIABAPUTEIILHOIO CIEICTBUA U
JIO3HAHUS B TpeJieaX UCIIOTHEHUS MU CBOUX CITY’)KEOHBIX 00sS3aHHOCTEH.

ApxuB 0€3 corjacoBaHus C T'PaXJIaHWHOM (€ro HacjleIHUKaMH) 0OECleUnuBaeT JOCTYI
MOJIB30BATEJICH K JieJIaM, COJep KallliM OCHOBHBIC OMorpaduyeckue JaHHBIC JIUIA: CBEACHUS O
JaTe U MECTE €ro POKICHHUs, CMEPTH, OOpa30BaHHH, CIYKCOHBIX JTOJDKHOCTSAX (€CIH 3TO HE
MPOTUBOPEUHUT (eiepalibHOMY 3aKOHOJATENBCTBY, HalpuMep, 3aKoHOM «O rocynapCTBEHHOU
TaiiHe», «OO0 oImepaTuBHO-PO3BICKHON ACSITEIBHOCTH» M JIp. ), MOYETHBIX YYCHBIX 3BAHUSX,
Harpajax, BEIOOPHBIX JOJHKHOCTSX, 00 OMyOJIMKOBAHHBIX pE3ylibTaTaX TBOPUECKONH U HAyYHOU
JEATENBHOCTU IPAXKIaHUHA.

ApxuB o0ecrieyuBaeT JOCTYIl TMOJIb30BaTelsl TOJIBKO K TEM JOKYMEHTaMm WU
uH(pOpMaIMK, KOTOPBIE OTHOCATCS K JIMI[y B OTHOIICHHH KOTOPOro, OBUIO TOJY4E€HO
paszpetienue o goctymne. Eciu B nene HaxoAsaTcsl JOKYMEHTBI, CoJiepiKaliie KoHGUICHIINATbHbIC
CBEJICHHUS O HECKOJbKHUX JIMIAX, TO TaKWhe Jiejla Ha PYKU INOJb30BATENsIM HE BBIIAIOTCA.
HuTepecyromas monb3oBatenss WHGOpMaldsg MOXKET ObITh BbIJaHA €My B BHJIE apXWUBHOMN
CIIpaBKH WJIM KOMHUM JOKYMEHTOB C M3BSITHIMH U3 HUX KOH()HUICHIMAIBHBIMU CBEACHHUSIMHU O
Ipyrux junax. Paspemenne Ha AOCTYyN BBIAAETCA PYKOBOJIUTENIEM TOCYAAPCTBEHHOIO apXHMBa
WJTU JIUIIOM, 00JIaJaf0NUM COOTBETCTBYIOIIIMMH TTOJTHOMOYMSIMU B TTMCbMEHHOM BHJIE.

Takum 00pa3om, OCHOBHBIE JOKYMEHTBI, COCTABIISIONINE HOPMATUBHYIO 0a3y apXUBOB 110
JINYHOMY COCTAaBY, 3TO:

1. Tpynosow Kogekc Poccuiickon deagepauum N 197-93 30 aekabps 2001 r. Bepcua ¢
M3MEHEHMAMU U aonoaHeHnamu ot 29.06.2015.

2. depnepanbHbI 3akoH «06 apxmBHOM aene B Poccuinckont ®epepaummn» Ne125-$3 ot 22
OKTA6pAa 2004 .

3. MpaBna opraHM3aLMm XpaHEeHWUs, KOMNAEKTOBAHMA, YYETA M MCNONb30BaHMUSA
OOKymeHToB ApxunsHoro doHaa Poccuiickoi Peaepaunn n Apyrux apxmBHbIX LOKYMEHTOB B
rocyapCTBEHHbIX OpraHax, OpraHax MecTHOro caMoynpasieHusa U opraHnsaumax. Mockea — 2015 .

4, MepeyeHb TMNOBbIX yNPaBAEHYECKNX aPXMBHbIX LOKYMEHTOB, 06pa3yroLLmxca B
npouecce AeATeNbHOCTU FOCYAAPCTBEHHbBIX OPraHOB, OPraHOB MECTHOIO CaMOyMpPaBAEeHUA U
OpraHu3aLMit, ¢ ykasaHMeM CPOKOB XpaHeHusA. 3apeructpmpoBaH MuHioctom Poccum 8 ceHTabpa 2010 .
Per.Ne 18380.

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

6. MHCTPYKLMA MO 4enonpon3BoACTBY opraHm3auum. OauH us pasgenos UHCTPYKLUMK
MOKET CoAepKaTb MPaBuJIa XPaHEHUA JOKYMEHTOB MO JIMYHOMY COCTaBY.

7. MHCTPYKLMA MO KagpoBOMY Ae/10MPOU3BOACTBY OPraHn3aLmm.

8. MprMmepoM NOCNYKAT BbIAEPKKN U3 MHCTPYKLMIA MO KaApPOBOMY Ae10NPOMU3BOACTBY

OAHOro By3a.

4. JOKYMEHTBI I10 YUETY KAJIPOB.

4.1. TpynoBasi KHWXKKa paOOTHHKA — OCHOBHOW TOKYMEHT O TPYIOBOH AESTEIbHOCTH U
TPYAOBOM cTaxke paboTHMKA. TpynoBble KHMXKKHM BEIYTCS B MOPAAKE, MPEAYCMOTPEHHOM
«[IpaBunamu BeleHUS M XpaHEHUS TPYAOBBIX KHIDKEK, W3TOTOBIIEHHS OJaHKOB TpPYAOBOU



KHWKKH W olecrmieyeHMs HWMH paboTomareneil», YTBEpXKIEHHBIMH IOCTAaHOBJICHHEM
[TpaButensctBa P® ot 16 anpens 2003 r. N 225 (c usmenenusimu ot 6 deBpans 2004 t.)

4.2. JIuyHOE [1€710 — COBOKYIIHOCTb JIOKYMEHTOB, COJEP)KALIUX IOJHBIE CBEICHUS O
pabOTHUKE U €T0 TPYIOBOM AesTenbHOCTU. JIMUHbIe 1ena BeayTes C 1elIbl0 KOHIICHTpAIUN Beei
uHpopManuu 06 0HOM pabOTHUKE B OTACITHLHOM KOMILIEKCE (10Che).

4.2.1. JInunble nena BeAyTCsS Ha BCEX pAOOTHUKOB MHCTUTYTA.

4.2.2. Jlmanoe paeno odopmisieTcs Mocie H3JIaHHs IpHKasa O IpueMe Ha padoTy,
dbopMupyeTcss B TEUYEHHE BCEro cpoka paboThl pabOTHMKAa W JOIMOJHAETCS JOKYMEHTaMH,
XapaKTEpU3YIOIUMH TPYAOBYIO JESTENBHOCTD.

4.2.3. JInunpie nena paOOTHUKOB XpaHATCA 75 JET, PYKOBOJIUTENCH OpraHU3aluu —
IIOCTOSIHHO.

4.2.4. Jluynble fAena XpaHATCS B YTNPABICHUM KaK JOKYMEHTHI CTPOrOM OTYETHOCTH.
OTBETCTBEHHOCTh 3a XpPAaHEHUE JIMYHBIX JEJ BO3JIAracTcsi Ha OTBETCTBEHHOI'O 3a BEJECHUE
KaJI[pOBOT'O JIEJIONIPOU3BO/ICTBA PAOOTHHUKA Y TIPaBICHHUS.

4.3. XKXypHansl (KHUIM) ydyeTa — JOKYMEHTUPOBAHHE OCHOBHBIX OIEpalMid MO JABHKEHUIO
JUYHOTO cocTaBa. K ydeTHbIM JOKYMEHTaM OTHOCSATCS:

nuaHbIe KapTouku ¢.T-2;

KypHAJI PETUCTPALIMU TPUKA30B 110 JUYHOMY COCTaBY;

KypHaJl PETUCTPALIUU TPYIOBBIX JOrOBOPOB;

KypHAaJl PETUCTPALIUU JIUCTKOB

HETPYI0CIIOCOOHOCTH;

TPYIOBBIE KHUKKU PAOOTHHUKOB;

KHMIa y4eTa JBUKEHUS TPYJOBBIX KHUKEK U BKJIAbIIIEH K HUM.

6. TIOPAJIOK ITOAI'OTOBKHM W ITIEPEJAYM JIEJI HA XPAHEHHWE B APXIB
NMHCTUTYTA

6.1. Jlns ompeneneHuss LEHHOCTU KaJpOBBIX JOKYMEHTOB C ILI€JIbI0 OTOOpa HMX Ha
XpaHEHHWE B apXUB WHCTUTYTa M YCTAHOBIIEHUS CPOKOB XPAaHEHHUS MPOBOIUTCS IKCIEPTH3a
ONEHHOCTH TOKYMCHTOB.

OT60p KagpOBBIX JTOKYMEHTOB JJIsl IOCTOSSHHOTO XpaHEHHS MPOBOIUTCS Ha OCHOBAaHUU
IIEpEYHEN JOKYMEHTOB C YKa3aHMEM CpPOKOB HMX XpAaHEHUs M HOMEHKJIATyphl Jel IyTeM
MOJIMCTHOTO MPOCMOTpA JeT.

[To pe3ympTaTam »dKCIEPTH3BI IICHHOCTH JOKYMEHTOB COCTABIISIFOTCS OIHCH eI
MOCTOSTHHOTO, BPEMEHHOTO XPaHEHHsI U TI0 TUYHOMY COCTaBY, a TaK)K€ aKThl O BBIJICICHUU JIENT K
YHUYTOKECHHUIO.

6.2. Ha 3aBepiiieHHble ie7a MOCTOSTHHOTO, Bp€MEHHOTO XpaHEeHHsI U TI0 TUYHOMY COCTaBY,
npomeamune SKCICPTHU3Y LEHHOCTH, O(l)OpMJ'IeHHI)IG B COOTBETCTBUH C HaACTOAIIIUMHU
TpeOOBaHUSMU, €KETOJTHO COCTABIISIOTCS OMHCH.

[Ipu cocraBieHnu OnucH e COONMIOAAIOTCS CASAYIOINE TPEOOBAHUS:

3aroJIOBKU el BHOCATCS B OMUCH B COOTBETCTBUU C NMPHUHATON CXeMOW CHCTeMaTH3allun
Ha OCHOBE HOMEHKJIATYPHI JIET;

rpadbl OMUCH 3AMONHSIOTCS B TOYHOM COOTBETCTBUU C TEMHU CBEACHHUSIMH, KOTOPHIC
BBIHECEHBI Ha 00JIOXKKY JIeNa.

Omnucu 1ei CoOCTaBIAIOTCS 10 YCTAaHOBIEHHOU (pOopMe B TpeX IK3eMILIsApax.

7. OCOBEHHOCTH O®OPMJIEHUA JOKYMEHTOB IIO OTHAEJIbHBIM
KAZIPOBbIM ®YHKIMAM
7.1. Ilpuem Ha paboty
7.1.1. JlokyMeHTbI, HEOOXOAUMBIE TPU O(POPMIIEHUH TpreMa Ha padboTy
7.1.1.1. TlepevyeHb JOKYMEHTOB, CO3/I1aBAEMbIX OTJIEJIOM KaJIPOB:
- TPYZOBOM JOTOBOP
- IpUKa3 O mpuemMe paboTHUKA Ha paboTy
- muuHast kapTouka (popma Ne T-2)



- INYHOE JIEJI0
- MUCHMO-CBEJICHUS O Ipa)KAaHWHE, MOJJIeKAIEM BOUHCKOMY YUYeTy U MPHUHITHU
€ro Ha paboTy (A7 UL, OUIeKAIUX BOMHCKOMY YUETY).

7.1.3.8. B Teuenne Ttpex pabouyMx THEH CO JHSA MpUeMa Ha paboTy CHEHUAIHUCT IO
Kajpam o(opMIISIET JINYHOE JIENI0 pabOTHHKA.
B cocTaB mu4HOTO /1e1a BXOAAT CIACAYIOINE TOKYMEHTBI:
- BHYTPCHHSS OIUCH JIOKYMEHTOB JIeJia
- TMYHBIN JIMCTOK IO y4YETy KaapoB ¢ ¢ororpadueit
- apToOuorpadus
- BBIIMCKAa W3 PEUICHUS YYCHOI'O COBETa O HA3HAYCHHWU HA JIOJDKHOCThH II0
pe3yibTataM KOHKYPCHOTO 0TOOpa MM BEIOOPOB (11 HAYYHO-TIEarOTHIeCKUX PaOOTHUKOB)
- KOIIKs TIPHKa3a o MpueMe Ha padoTy
- KOTIMH IOKYMEHTOB 00 00pa3oBaHUU
- TPyZIOBOM JOTOBOP
B Teuenue Bcero mepuoga paboOThl B JIMYHOE €TI0 PaOOTHHUKA BHOCSATCS KOIHMH
NPUKA30B O NIEPEBOIaX, MEPEMEICHUSX, KOIMU JJOKYMEHTOB O CMCHE (D)aMHJINH, O TIOBBIIICHUH
KBaJTM(HUKAIIMU U TIP.

PA3JEJ 2. OTBOP U O®OPMJIEHHE AEJI, COAEPKAIIUX JOKYMEHTDI
I10 INYHOMY COCTABY JIA JOJITOBPEMEHHOI'O XPAHEHHUA

Tema 1. Dxcnepmu3sa yeHHocmu 0OKyMeHmMOo8 no JTUYHOMY COCHAGY

[To ucreyennn 0THOTO TOAA MOCTE 3aBEepIICHUST POPMHUPOBAHUS /I B JICIIONPOU3BOICTBE
OpOBOJIUTCS paboTa MO MX IMOATOTOBKE K Iepefaye Ha XpaHEHHWE B apXUB YUpexJeHus. B
cootBercTBUM ¢ «[IpaBuinamu opraHu3aluu XpaHEHHs, KOMIUIEKTOBaHUS, Yué€ra U
UCIOJIb30BAaHUS IOKYMEHTOB apXMBHOTO (OHIAa POCCHHMCKOHN denepanuu U JpYyrux apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIpaBICHUS U
opramuszanusax» ot 07.09.2015 r. B apXuB NOCTYNAarOT JOKYMEHTBI, B TOM YHCJE IO JIMYHOMY
COCTaBy, HE IIO3JHEE YeM uepe3 TpU roja Iocjie 3aBepuieHuss HuX (opmMHupoBaHUS B
JIEJIONPOU3BOJICTBE.

Jlena mepenaroTcss B apXuB B YIOPSJOYEHHOM COCTOSHUM IO CHATOYHOW OIMCH.
JIOKYMEHTBI 110 JINYHOMY COCTaBY BBIIEISIIOTCS B OTIENBHYIO TIPYIIY, CUCTEMATU3UPYHOTCS
000COOJIEHHO U BKIIIOYAIOTCS B CAMOCTOSITEIIBHYIO OIKCH.

ITonroToBka JOKYMEHTOB K JUIMTEIBHOMY XPaHEHUIO BKIIIOYAET B ceOsL:

1. npoBeAeHMe 3KCNepPTM3bl LLEHHOCTU JOKYMEHTOB;

2. odopmneHune gen;

3. COCTaB/IEHME ONUCEM U HAy4yHO-CMPABOYHOrO annapata K HuMM  (yKasaTenew,
OrnaBAeHUi).

[Ipu mpoBeeHUN SKCHEPTH3bl LIEHHOCTH JOKYMEHTOB B KaJIpOBOI CITy»KO€ MPOBOAUTCS
oTOOp €N C JIOJITOBPEMEHHBIM CpPOKOM XpaHeHHs (cBbimie 10 ser) ans mepegaud B apXuB
YUPEKICHUSA, BBIICICHUE K YHUUYTOKEHHUIO JJOKYMEHTOB, CPOKU XPAHEHUS KOTOPBIX UCTEKIIH.

OT160Op NOOKYMEHTOB /Jisi JajJbHEHIIEro XpaHEeHUs MPOUCXOAMT IyTeM MPOBEICHUS
MIOJIMCTHOTO IpocMoTpa Aei. He nomyckaercss mpoBeAeHUE SKCIEPTU3bl HEHHOCTH JTOKYMEHTOB
TOJIbKO TI0 3arojloBKaM Ha o0yiokkax nen. [lpum sTomM H3 Jen M3bIMAOTCs JIMIIHUE KOIMHU
HK3EMIUIIPOB JIOKYMEHTOB MJIM JOKYMEHTHI, HE OTHOCSIIMECS K BOMpPOCaM, MO KOTOPBIM OBLIO
c(OpMHUPOBAHO JIETI0; YUUTHIBAETCS MPABUILHOCTH O(POPMIIEHUS JOKYMEHTOB.

Odopmiienne aen mpeaycMaTpUBaeT CUCTEMATH3alMI0 JOKYMEHTOB B Jieje, MOALIUBKY
WM TEpeIieT Jejla, HyMEpaUHIo JIMCTOB J€Jla, COCTABJICHWE JIMCTa-3aBEpUTENd Jena,
cocTaBlieHHE (B HEOOXOIUMBIX CIy4asix) BHYTPEHHEN OMUCH JOKYMEHTOB.



JIOKyMEHTBI B JeNax, COJEpKalluX MPHUKa3bl, PACHOPSHKEHHUS IO JHMYHOMY COCTaBY,
MEPECUCTEMATH3UPYIOTCS B XPOHOJIOTHYECKOH IMOCIIEA0BATEILHOCTH: B Hadajie Jeja JODKHBI
pacrmoiaraThCs IpuKa3bl (pacopsoKeHus) 3a STHBAph, OTOM 3a (heBpalib U T.1I.

AHAJIOTMYHO, 110 XPOHOJIOTMYECKOMY IHPHHIMIY IPOBOJUTCS  CHCTEMaTH3ALIHS
JOKYMEHTOB B JieJlaX, COJEpKallMX aKThl O HECUACTHBIX CIIydasx, MPOTOKOJBI 3aceIaHui
KOMHCCHH, JOKYMEHTBI O MPEJCTABIICHUU K HArPaXJICHHUIO, TPYIOBbIC JOTOBOPHI (COTJIAIICHNS),
Tapru(UKAMOHHBIE BEOMOCTH, TabeIH U HapsAAbl paOOTHUKOB BPEIHBIX MPOGECCU.

[TonmBka CHOPMUPOBAHHBIX JIe]d HPOU3BOAMTCS TOJBKO IIOCIEC  3aBEPIICHUS
AKCIEPTHU3BI IEHHOCTU JOKYMEHTOB. JJOKYyMEHTHI Jieia TIOIIIMBAIOTCS, TIEPEIUICTAI0TCS B UETHIPE
IPOKOJa CYpOBBIMH HUTKaMH. IIpH 3TOM, YYHTBIBasS HWHTCHCHBHOCTh HCIIOJIb30BAHUS
JIOKYMEHTOB TIO JINYHOMY COCTaBY IO COIIMAIBHO-TIPABOBBIM 3alpOCaM IPaKIaH U yUPESKICHHH,
IIPH BBITOJIHEHUH TIEPEIICTHBIX pa0oT, OIIMBKE JEJ CICYET MCII0Ih30BaTh KAPTOH BBICOKOIO
KAaueCcTBa, MMCIOIIWN MOBBIIICHHYIO IJIOTHOCTh. JIOKyMEHTHI MOJIIMBAIOTCS, MEPEILICTAIOTCS
TaK, 9YTOOBI OBLIO 00ECIIEYeHO CBOOOHOC YTCHUE TEKCTA.

[Tepenava e Mo JIMYHOMY COCTaBY B apXHB OCYIIECTBIISIETCS TOJIBKO 10 onucsM. [Ipuem
KQKIOro Jieja MPOU3BOJAUTCS pPAOOTHHKOM apxXHBa (JIMIOM, OTBETCTBEHHBIM 3a apXHBHOE
XpaHEHWE) B MPUCYTCTBHH COTPYAHHKA KaIpoBOW ciykObl. [Ipu 3ToM Ha 00enx IK3eMIuIsapax
ONMKMCH JIe] TIOCTOSIHHOIO MW JUIMTEJIBHOTO XPaHCHHs, CIaBacMbIX B apXWB, J€laeTCs
COOTBETCTByIOMAss oTMeTKa. lludpamMu m TMPONMHUCHI0 B KOHIE KAKIOTO 3K3EMIUISpa OIMUCH
YKa3bIBaCTCS KOJIMYECTBO (DAKTHYECKHM MPUHATBHIX B apXHB JEJ, HOMEPa OTCYTCTBYIOLIMX JE,
JaTa mpueMa-rmepeaadn Jell, a TakKe MOJIMUCH MPUHUMAONUX U MEPEIaronX JTOIKHOCTHBIX
JINIL.

I[Ipy Hamuuuum B  JIMYHOM  JIeJI€  HEBOCTPEOOBAHHBIX  JMYHBIX JOKYMEHTOB
(ymocToBepeHUil, CBUAETENIBCTB, TPYIOBBIX KHHMXKEK, BOCHHbIX OWJIETOB U T.I.) OHH
BKJIJIbIBAIOTCSI B KOHBEPT, KOTOPbIN BMECTE C APYTUMHU JOKYMEHTaMH MOIINBAETCS B AEIIO.

B nHauane kaxzaoro Jeia BKJIaJbIBa€TCS YMCTHIM JMCT Oymard, B KOHIIE — JIUCT-
3aBepUTEIb 110 YCTAaHOBIIEHHOM (popme.

B nmcre-zaBeputenie  uuppaMm M IPONHMCHIO  YKa3bIBaeTCs  KOJIMYECTBO
IIPOHYMEPOBAHHBIX JIMCTOB B JieJI€, HAIUNYUE MPOIMYILIEHHBIX U JUTEPHBIX HOMEPOB, KOJIUYECTBO
JUCTOB BHYTPEHHEH ommcu nena. He nomyckaercs BBIHECEHHME 3aBEPUTEIbHOW HAIINCH Ha
000pPOTHYIO CTOPOHY MOCIIEAHETO JOKYMEHTA JIeia WM Ha O00JIOKKY Jela.

Ilocne umcrToro nucra B Hadajao Aejla MOAMIMBAETCS BHYTPEHHAS ONUCH JOKYMEHTOB
nena. BHyTpeHHSIE ONUCh COCTaBIseTCS K JIMYHBIM JieJlaM [0 YCTAHOBJIEHHOH QopMme.
BHyTpeHHsI1 OnMCh COCTaBIsETCS A ydeTa JOKYMEHTOB J€lla, COJIEPKHUT CBEIEHUS O
MOPSAJKOBBIX HOMEpax JOKYMEHTOB Jiela, UX MHJEKcaX, JlaTaX, 3aroJIoBKax M HOMepax JINCTOB
nena. K BHyTpeHHe# onmucy cocTaBiseTcsl HTOrOBas 3alMCh, B KOTOPOHl yKa3bIBatoTCs LUppamu
U TMPOIHKCHI0 KOJIMYECTBO BKJIIOYEHHBIX B HEE JIOKYMEHTOB U KOJIMYECTBO JIMCTOB BHYTPEHHEU
onvcH. BHyTpeHHss ONKMCh MOANMCHIBAETCS €€ COCTABUTEIEM, YKAa3bIBAECTCSA JOJLKHOCTh
COCTaBUTENS U paciin(poBKa MOIIUCH.

N3meHeHnsa coctaBa JOKYMEHTOB JIMUYHOIO Jena (M3bATHE, BKIIOUEHUE JOKYMEHTOB,
3aMeHa HMX KONUSMH M T.I.) 3aHociTtcs B rpady «lIpumeuanue» co ccpUIkaMH Ha
COOTBETCTBYIOIIME JOKYMEHTBHI, HA OCHOBAaHHU KOTOPBIX IPOU30LUIO HU3BITHE, JONOJIHEHUE,
3aMeHa KOIUSAMU U T.II. B ciydyae 3HauUTEIbHBIX U3MEHEHHI B COCTAaBE JIUYHOT'O JeJIa, UTOroBast
3anMch K BHYTPEHHEH OIMCH JI€N1a ¥ 3aBEPUTEIIbHAs HAIIUCh €A IEPECOCTaBISIOTCS.

Paccmotpum, kak mpoxoAMT mepenada Aesl B apXUB OpraHu3alnuu. B mepByro ouepens
BO3HHKAET JBa BOIPOCA — KaKHe JJOKYMEHThI TpeOyeTCsl MOATOTOBUTH U 3a KAKHE TObI.

Kakue xaTteropun 10KyMeHTOB nepeatoT B apXxuB. OOBIYHO B apXUB OpraHU3aluH CIAI0T
JIOKYMEHTBI ITIOCTOSIHHOTO XpaHeHus U BpeMeHHoro > 10 sier xpaHeHus. B nmocinennem ciyudae,
IIPEKJe BCETro, UMEIOT B BUY JeJ1a IO TUYHOMY COCTaBY.

Hena < 10 net XxpaHeHUs1 OOBIYHO B apXHUB HE MOMAJAI0T, OHU OCTAIOTCs B oTAenax (rae
OHM 3aBE/ICHBbI) 10 MOMEHTa HCTEUEHHMsS CPOKOB HX XPaHEHHUsS M yTpaTbl HPAKTUYECKOH
HazoOHOocTH. HO Bce e B OTHAENBHBIX CHOy4asX IO PEUICHHI0 PYKOBOJCTBA IOIMYCKAeTCs




nepeJaBaTh U Takue Jella B apXuB (HAapuUMep, HET MecTa JJs XpPaHEHUs B OTHAEJE). 3aTeM
MO’KHO OyZIeT COCTaBUTh aKT HAa YHUUTOKEHHE JOKYMEHTOB C BPEMEHHBIMU CPOKAMH XPAHEHUSI.

3a Kkakue rofpl Jena mojyiexkar mepenade B apxuB. CoriacHO mpaBWiIaM JOKYMEHTHI
claue B apxuB MOJJIeKAT HE MO3JHEE 3-X JIET MOCJe 3aBepIIEeHUs MX B JEIONPOU3BOJICTBE.
MoxHO 0opOpMHTBH Tepenady Jel B apXuB M yepe3 roj. Ho cuipHO paHO HE paroHANIBHO,
MOTOMY YTO «CBEXHE» JOKYMEHTBHl MOTYT MOHAOWUTbCA B TEKYIIEM JEIONPOU3BOJCTBE. M3-3a
3TOro OyJaeT MHOTO CYeThI, YTOOBI 3alpaliBaTh UX U3 apXHUBa.

I'paduk npuema-nepenaun aen. B cooTBeTCTBUU € CYIIECTBYIOIIMMH TpPeOOBAHUSIMHU
nepeaaya el B apXvB JIOJDKHA TMPOUCXOAUTH MO Tpaduky. IToT rpaduk cocTaBiseTcs B
MIPOU3BOJIBLHONU (opMe, U3 KOTOPOIO0 MOXHO TOHATh, KaKOoe CTPYKTypHOE THOJpa3ielieHue
(MOXKHO JaXke€ yKa3aTb KOHKPETHOI'O HCIIOJIHMTENSI) M Korja OyAeT OCYIIECTBIATH Mepeaady
JIOKYMEHTOB B apXUB.

Cpok npuemMa-niepenauu ydiie ykassiBath He 15.10.2014, a B GoJiee MMPOKOM BapuaHTE
— OKTA0pb. Bo3MOXHO, UMEHHO 15 OKTAOpS CilyduTCs KPHU3UC, @ TaK y Bac OyJIeT BpPEMEHHOE
IPOCTPAHCTBO ISl MAaHEBPA.

I'paduk cocrtaBisieT OTBETCTBEHHBIM 3a apXHB, COTJIACOBBIBAET €r0 C HaYaJIbHUKAMH
OTJIEJIOB, KOTOPBIM MPEICTOUT Iepeiadya JOKYMEHTOB. 3aTeM rpaduk yTBepKIaeT pyKOBOIUTETh
opranuzanuu. Umm 1omycTuMo ero yTBEpXKIACHHE PYKOBOIHUTENEM CIIYKObI J1€J0MPOU3BOJICTBA,
B COCTaB KOTOPOW OOBIYHO BXOAMT apXHB.

[Mopsnox mepenayu aen B apxuB. B pesynbrare mpoBeIEHHOI AKCHEPTU3BI LIEHHOCTH
JOKYMEHTOB OTOOpaHHBIE /7S IpHeMa-Tiepeiadn Jiejia He0OX0IMMO BKITIOUHUTh B YCTAHOBJICHHOU
dbopMBbI cTaTOYHYIO0 ONUCH (ee oOpa3er HempeMeHHO OyeT najiee).

[To HOMEHKIAType aea HEOOXOAUMO HAMETHUTH JIeja IMOCTOSHHOTO U JIOJITOBPEMEHHOTO
XpaHeHus (B TOM 4HCIE MO JIMYHOMY COCTaBY) M BHECTH B rpadUK CBEACHHUS O CpPOKax W
YYaCTHHKAX Iepelaui JOKYMEHTOB B apXUB (3apaHee Ha MPEICTOSIIHIA TO).

VYike BO BpeMs MOATOTOBKH JIe K Iepenadye B apXuB He 3a0yIbTe MOMHTEPECOBATHCS Y
UCTIOJTHUTENIEH O HAJMYMK B OTAENE IPYTWX JeN JaHHBIX KaTeropuil. Tak Kak OHU MOTJIH
3aBECTH JOMOJHHUTETbHBIE JeNla B TeUeHHWE ToAa U Jake He NPOUHGOPMHUPOBATH CIYXKOy
JIeJIOTPOU3BOJICTBA 00 ATOM (IIOITOMY MX M HET B HOMEHKJaType). Takue mena Toxke Haa0
BKJIIOYATh B CIATOYHYIO OIHCh.

Ecnn obnapyxuBaeTcs OTCYTCTBHE KaKOro-iIn0o Jena, TO Ciyk0a Jeonpou3BOJICTBA
MMEET MPaBO 3aMPOCUTH CIIPABKY O IPUUUHAX.

Tema 2. Ilepedaua den na 0o0n208pemennoe XpaHeHue U ONbIM APXUGOE No padome ¢
OOKYMEeHmamu no Tu4HOMYy COCHAgy

B apxuBax opranu3zanuii JOKYMEHTHI XpPaHITCS B TEYCHHUE OMPEIETICHHBIX CPOKOB, IMOCTIE
Yero OHM JIOJDKHBI OBITh TEpelaHbl Ha TOCYJAapCTBEHHOE XpaHEHHE B TOCYIapCTBEHHBIE U
MyHUIUIIATIbHBIE apXuBbl. DenepaibHbIM 3aKOHOJATENBCTBOM OIPEAECIICHBI MPEACIbHbBIE CPOKU
XpaHeHI/ISI )IOKYMGHTOB, BKJIFOUCHHBIX B yCTaHOBHCHHOM HOpSI)IKe B COCTaB ApXI/IBHOFO (1)0Hlla
Poccuiickoit ®enepanuu:

° AOKYMEHTOB NO JINYHOMY COCTasy, 3anucew HOTapuaabHbIX ,EI,EVICTBVII‘/JI,

NOX03ANCTBEHHbIX KHUT U KaCaloWwunxca npneatmndaumm XUManwHoro d)OHLI,a DOKymeHTOoB — 75 neT;

o NPOEKTHOM AOKYMEHTALMM N0 KanuTanbHOMy cTpouTenbcTey — 20 neT;
o TEXHO/IOTMYECKOM M KOHCTPYKTOPCKOM AOKymeHTaunn — 20 neT;
. NaTeHTOB Ha U3obpeTeHne, NOAE3HYI0 MOAE/b, MPOMbILLAEHHbI obpasel, — 20 neT:

. Hay4yHoOM AoKymeHTauun — 15 ner;



. KWHO- 1 POTOAOKYMEHTOB — 5 nieT;

. BUAEO- N GOTOAOKYMEHTOB — 3 roaa.

B cnydae nukBupanuu opraHu3alyM, JTOKYMEHTBI IIOCTOSSHHOIO CpPOKa XpaHEHUs U 10
JUYHOMY COCTaBy II€pElalOTCs B TOCYJAapCTBEHHbIM (MyHMLMINAJIbHBINA) apxuB. s
HEroCyJapCTBEHHBIX OpraHu3alMii, YacTh JOKYMEHTOB KOTOPBIX OTHECEHa K COCTaBy
ApxuBHoro ¢onna Poccuiickoit denepamnuu, 1ig TakoW Iepegayn HEOOXOAUMO 3aKITHOUYCHHUE
JIOTOBOpa C YydpexkaeHueM cucrembl @DenepanbHOl apxuBHOW ciyxObl Poccuun. Ecmum
OpraHu3alisi CBOECBPEMEHHO HE 3aKJIouuiia JOTOBOP C apXUBOM, TO B JTOM Ciyyae
rOCYJapCTBEHHBIN (MYHULIMITAIbHBIN) apXUB 00s513aH MPUHATh HAa XPAHEHHUE TOJIBKO JOKYMEHTHI
M0 JIMYHOMY COCTaBYy paOOTHUKOB OpraHu3aluu. MecTo XpaHEeHHsI OCTAIbHBIX JOKYMEHTOB
ONpeleNsATCs Mpeace1aTeneM JIMKBUIAIMOHHON KOMUCCUU WU KOHKYPCHBIM YIIPABJISIFOLIUM.

OnbIT padoThHI APXUBOB 0 JUYHOMY COCTABY

MyHununaapHoe OJDKETHOE YYpEeXKJICHHWE 3aBETUHCKUW apXWB JOKYMEHTOB IIO
JUYHOMY cocTaBy Obu1 co3maH B 1992 romy. OcHOBHOIM 3amauell apxuBa JOKYMEHTOB I10
JUYHOMY COCTaBY SBJIIETCS XPAHEHHWE M MCIOJIb30BAaHME JOKYMEHTOB JIMKBUJIMPOBAHHBIX WU
PEOpPraHU30BaHHbIX YUYPEKICHUM, OpraHu3aluii, npeanpuaTuil 3aBEeTUHCKOTO pailoHa, He
MMEIOIIMX MPABONPEEMHUKA WM HAJJISKAIIUX YCJIOBUM XpaHeHUs. B apxuB mpuHUMArOTCS
JIOKYMEHTBI, TI0 KOTOPHIM YCTAHABJIIMBAETCS CTAXX M pa3Mep 3apaboTka paOOTHHKA JTaHHOU
opraHu3anuy (MpUKa3bl, pacUeTHO-MIJIATEKHBIE BEIOMOCTH TI0 3apIuiare).

B HacTosmee Bpemsi B apXHWBe XpaHATCS JOKYMEHTHI 58 opranuszamuii (46 u3 HUX -
JUKBUJIMpPOBaHHbIE) 3a mepuon ¢ 1943 mo 2013 roael. 3ampockl B apXHMB NPUHUMAIOTCS
MUCbMEHHO, YCTHO, TO TeleoHy, MO OHJIEKTPOHHOW TmouTe. B 3ampoce (3asBiICHUN)
YKa3bIBAIOTCA: (paMUIINS, UMsI, OTYECTBO 3asBUTEINSA, TOJl U MECTO €r0 POXKIEHUS, aJpec MecTa
JKUTEIBCTBA, TPAXKIAHCTBO.

Cgenenus o coctaBe u 0obeme ponyio Ha 01.01.2014 rona

Oo6miee
KOJIMYECTBO CIMHUI]
N Ne HasBanue donna [Toctynuno Bri0BI XpaHeHus B (OHIE Ha [[Ipumeuanue
nn | ¢onna 10 01.01.2006 .
Jlen  |Comsr Jlen [[oxsr Ylen ["onb1
1 2 3 4 5 6 7 8 9 10
1. 1. [PaiionHoe TIPOU3BOJICTBEHHOE 123 1943-1991
yIIpaBJICHHUE OBITOBOTO,
0OCITy)KMBaHUS HACCIICHUS




2. 3aBeTHHCKHI paloHHBIH 1944-1950
MuIeKoMOrHAT

3. Aptens «PeMOBITY 9 [1944-1956

4. 3aBeTHHCKAs PaNKOHTOPA] 33 [1949-1963
10 3aTOTOBKAM U OTKOPMY CKOTa

5. Konxo3s «IlyTb K 25 1951-1957
|[koMmyHI3ZMY» u €ero
[TpE/IIIICCTBCHHUKU

6. CoBx03 «DpyH3eHCKUI» 22 [1982-1986

7. Komnxo3 mm. Kuposa u ero| 9 [1947-1957
[IpeIIICCTBCHHUKN

8. Komxo3 «Ilobema» u ero| 56 [1947-1957
[IpeIIICCTBCHHUKN

9, IIpou3BoACTBEHHOE 97 [1957-2006
yIIpaBJICHHE SKAJTAIIHO-
|[kommyHanbHOTO X035iCTBa

10. 3aBEeTUHCKUN ¢bunman 125 [1963-2000
3MOBHHUKOBCKOT'O
[TPOU3BOJICTBEHHOTO
0OBEIMHEHNST aBTOMOOHIBLHOIO]
TpaHCIIOpTa

11. 3aBeTHHCKAS 415 [1943-2008
[IEHTpaJIbHAS paiionHas]
0OJIBLHHUIIA

12. 3aBeTHHCKAS 132 [1970-2003
IMexxo3siicTBEHHAS
CTpOHTEIbHAS OPTraHU3AIHS

13. TOO 172 [1965-1995
«3aBETHHCKATPOPEMTEXITPE I

14. Komxo3 «3aBeThl 182 [1943-1957
1prda»

15. 2-s1 3aBeTunckass MTC 52 [1952-1957

16. Konxo3 «Ilyte Ctanuna» 74 [1951-1957




17. Konxo3s «Bnactp 45 1953-1957
CoBeTOB»

18. Komnxo3 uMm. Jleunna 133 [1943-1957

19. Knuknuckas MTC 44 [1953-1957

20. BueBemoMcTBeHHAS 3 [1986-1991
oXpaHa

21. 3aBEeTUHCKHNA OTIEI 7 |1987-1995
06IacTHOTO TOJIOBHOTO
[IPOEKTHO-POU3BOICTBEHHOTO
APXUTEKTYPHO-IUTAHUPOBOYHOTO
Oropo

22. AOOT 46 1988-1999
«3aBETHHCKArpOMPOMTPAHCH

23. 3aBETUHCKHUNA MacCI03aBO/ 35 [1943-1996

24. CaBastHCKHUI CEIbCKHH - -
coBeT

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

26. Konxo3 wum.CraauHa ¥ 23 [1949-1957
€0 MPEIIICCTBCHHUKN

27. Konxo3 «Pogunay» 59 [1949-1957

28. VupexxaeHus  CUCTEMBI 98 [1946-2007
CelILCKOr0 XO03SHCTBA

29. Konxo3 «Kpacnoe 3Hams» 15 [1953-1956

30. Ortnen napoauoroj200  [2005- 985 [1943-2010
0OpazoBaHus 2010

31. Ortnen CEJICKOrO| 25 [1946-1953

X035 CTBa




32. DHUHAHCOBBINA OTIEI 119 {1943-2009

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

34. Lentp rocymapcTBEHHOTO| 39 [1991-2005
caHUTapHO-
OIHIEMHOIOTUYECKOTO  HAA30Pa|
B 3aBETHHCKOM paiioHe

35. 3aBeTUHCKUI  pailOHHBIH 5 [1982-1992
yueOHO-KYPCOBOW KOMOUHAT

36. PemonTHHCKas paiioHHas 17 [1944-1963
|conTopa mo 3arotoBkam  u
0TKOpMY CKOTa

37. OTtnen CEJILCKOTO )4l 10 1946-1956
|konxo3noro crpourenscTa

38. 3aBeTHHCKAsT  JTOPOKHOA 33 [1995-2008
CTpoUTEIbHAS nepeBrKHasi|
[MexanusupoBannas KosoHHA

39. 3aBeTHHCKOE  pailoHHOE] 24 11965-1998
otaenenne «Coro3meuarsy

40. Or1zel1 XJI0NKOBOACTBA 4 1950-1952

41. 3aBETHHCKOE OTIEJIEHUE] 10 |1988-1997
[ Arporipom6banka CCCP

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

43. TOO 20 1982-1995
«3aBETHHCKArPOIIPOMIHEPTON

44. MuIepOBCKHiA 7 11995-2000
[IPUEMHBIN MYHKT EPCTH

45. Xo3siicTBeHHAs 16 [1991-2005
A ccoruanus «Kupnnynsiii
3aBOI»

46. Pationnas HMHCIEKTYpa 14 [1943-1986

["occTaTUCTHKA  3aBETHHCKOTO

paiioHa




4 47. 3aBeTUHCKAs 116 [1950-2002

6. necomenuopaTuBHas CTaHIIHS

4 48. Wucneknus 1o 3aKymKe, 2 [1961-1962
7. CebX03MPOAYKTOB

4 49. 3aBeTnHCKas TUHOTpadus| 19 1965-1998
8. INe 41

4 50. MY «Penmaxuusy| 9 [1992-2006
9. [pailOHHOTO paaro»

5 51. CIIK «CaBgs» 532 [1943-2007
0.

5 52. Wucneknms 30 [1990-2002
1. [MunuctepcTa PO no nanoram u

cOoopam o  3aBETHHCKOMY]

[paiiony PocToBckoit ob6mactu

5 53. 3aBETUHCKHI IIOYTaMT] 100 [1944-2005
2. Ynpasnenus DenepanbHOH
mouTOBOM CBA3M  PocToBCKOM
0OacTH — ¢bumana
DenepabHOTO

TOCYJapCTBCHHOTO  YHHTapHOTO

pennpusaTus «Iloura Poccun»

5 55. CoBx03 «Pomguua»
3.
5 56. CIIK «®omun» 474 11957-2012
4,
5 57. Koonepatus «Tutan» 2 |1997-2001
5.
Hroro 2005- 4897 [1943-2011

04 |2011

ApxuB B cBO€il paboTe PyKOBOJICTBYETCS CIEAYIOIIUM MOJI0KEHUEM.
ITOJIOXKEHUE
0 3aBETMHCKOM MYHMIIUNIAIBLHOM apXUBE JOKYMEHTOB IO JIMYHOMY COCTaBYy

1. OOuIue MOJIOKEHNA

1.1. AgmunucTpanus 3aBETHHCKOTO palioHa B IENsAX OOECHeYeHHUs COIUATbHOW U
MPaBOBOM 3alllUTHl TPaKIaH pPEATM3yeT MOJHOMOYHUS MO OOECIEUCHUIO IEHTPATM30BAHHOTO
XpaHEHUs] U UCIOJIb30BaHUSI JOKYMEHTOB IO JMYHOMY COCTaBY YUpEXACHUH, OpraHu3aluil u
MPEANPUITHI 3aBETHHCKOTO paiioHa, B TOM YHCIIC TUKBUIAUPOBAHHBIX CTPYKTYP, HE3aBUCHMO OT




¢dopM COOCTBEHHOCTH, HE MMEIOLIUX IPABOMPEEMHUKA M BBIIMIECTOSALIETO MO0 MOAYUHEHHOCTU
oprasa.

1.2. Jlna pemeHus 3ahay 1O peaju3aly IOJHOMOYMN B 00JacTH apXUBHOTO Jeja
aJMUHUCTpalyst oOpa3yeT 3aBETMHCKUI MYHUIMNAIbHBIA apXUB JOKYMEHTOB IO JUYHOMY
coctaBy (nanee umenyercst Apxun). KpaTkoe HaiMeHOBaHUE - 3aBETUHCKUN apXUB MO JINYHOMY
COCTaBy.

1.3. Mecro naxoxaecaust ApxuBa: 347430 PoctoBckasi o0nacth, 3aBEeTUHCKHN paiioH,
c.3aBeTHoe, yi.JlJomoHOCOBa, 24.

1.4. ApxuB uMMeeT mIpaBa CaMOCTOSITEIBHOTO HOPHUAMYECKOTO JIUIA, CAMOCTOSTEIbHBIN
Oayranc, cyeT B OaHKe, Ievarh, PUpMEHHBIC OJTaHKH.

1.5. Tlonoxenue 00 ApxuBe YTBEPKAACTCS MPABOBBIM AaKTOM AIMHHHCTPALUU
3aBETHHCKOIO palioHa ¢ y4eToM pekoMmeHIauui Komurera 1o ynpaBlIeHHMIO apXHUBHBIM J€JIOM
Anvunuctpanuu  PoctoBckoit obnactu. B IlonoxxeHUM 3akperuisiFoTcss OpraHU3alMOHHO-
IPaBOBOM cTaTyc ApXHUBA, 33Jja4ud U (QYHKIUHU IO PYKOBOJCTBY apXMBHBIM JIEJIOM, ITOJIHOMOYHUS
10 UX peajn3aluu, OTBETCTBEHHOCTh 32 COCTOSIHUE, Pa3BUTHE U COBEPUIEHCTBOBAHUE APXHUBHOT'O
Jena.

1.6. ApxuB B CBOEH A€SITENbHOCTU pyKOBOACTBYyeTcss KoHcTuTyIuei
PO, denepanbHbIMM 3aKOHaMU U JAPYTUMH HOPMATUBHBIMU IIPAaBOBBIMU akTamMu Poccuiickoit
@®enepanu 1 PoctoBckoit 06sacTH, YcTaBOM MYHHMUIMIIAIBHOTO OOpa3oBaHUs «3aBETHUHCKUI
pailoH», IpaBOBBIMU aKTaMH AJMUHUCTpalUMM paiioHa, HOPMAaTUBHO-METOAUYECKUMHU
nokymeHntamu denepanbHON apXuBHOM CiTy:)kO0bl Poccnn, Komutera 1o ynpaBieHHI0 apXUBHBIM
nenoM Aamunuctpanuu PocroBeckoit o6nactu u HactosiuMm [lososxxeHueM.

1.7. ®duHaHCcupOBaHUE ACATEILHOCTU U MaTEpUAIbHO-TEXHUYECKOE oOecriedeHre ApxuBa
OCYILIECTBIISICTCS 33 CUET CPEACTB Or0/KeTa 3aBEeTHHCKOrO paioHa.

1.8. JlonoIHUTEIbHBIMA UCTOYHUKAMHU (PMHAHCUPOBAHHS MOTYT OBITh:

a) 1eJieBble CpeAcTBa M3 00JIaCTHOTrO Oro/pKeTa (IpU pealu3aluu MPOorpaMM pa3BUTHS
apXMBHOTO JIeNla, BKJIIOYAIOIIUX MEPOINpPHUSATHS B 3aBETHMHCKOM paloHe; peaau3aluu
rOCyJapCTBEHHBIX IOJHOMOYMN B cepe apXMBHOTO jAena AJMUHHUCTpallMd paiioHa, B T.4.
MOJIHOMOYMII Ha XpaHEHHE AapXUBHBIX (OHJOB U AapXMBHBIX JOKYMEHTOB OpraHu3alui,
OTHECEHHBIX K TOCYJapCTBEHHONH COOCTBEHHOCTHM U pAaclOJIOKEHHBIX Ha TEpPPUTOPUU
3aBETHHCKOTO paiioHa);

0) BHEOIOJKETHBIE CpENCTBA, B T.Y. OT HPUHOCALIEH 0XOJ IesITeIbHOCTH ApXUBa,
IPElyCMOTPEHHOM €r0 YUpeIUTEeNIbHBIMU TIOKYMEHTAMU;

B) CIIOHCOPCKHE U UHBIE CPECTBA, OJIyYeHHbIE 3aKOHHBIM ITyTEM.

1.9. HomeHnkiatypa (mpeiicKypaHT) IJIaTHBIX pabOT M ycayr ApXHBa YTBEP)KIaeTcCs
IPaBOBBIM aKTOM AJIMUHHUCTpallMM pailoHa Ha OCHOBaHMM NEpPEYHs IUIaTHBIX padOT U YCIYT,
pa3zpaboranHoro Komurerom mo ynmpaBlIeHHIO apXUBHBIM JieJ0M AJIMUHUCTpauuu PocToBckoii
00J1aCTH U YTBEP)KIEHHOTO OpPraHoOM rocy1apcTBeHHOM BiaacTu PocToBckoit obnactu.

1.10. AnmunucTpanuss 3aBEeTHHCKOTo paiioHa oOecrneyuBaeT ApPXUB IOMEIICHUSIMH,
OTBEYAIOIIUMH HOPMATHBHBIM TPeOOBAHUSAM OOECIEUEHUs COXPAaHHOCTH JOKYMEHTOB, €ro
coJiep;kaHue, TEXHUYECKOE OCHallleHue, 000py/I0BaHuE, OXPaHy, TPAHCIOPTHOE O0CTyKUBaHUE
U CO3/JaHNEe HEOOXOIUMBIX YCIOBUH Tpyia paOOTHHUKOB.

IIpn mnepemaue 37aHus (IOMEIIEHUS), B KOTOPOM pa3MelleH ApXuUB Apyrum
oprauzanusaM, [y1aBa 3aBETHMHCKOro pailoHa NPUHHUMAET pEUIEHHE O IPEABAPUTEILHOM
MIPEIOCTABIEHUU PABHOLIEHHOTO WU O0Jiee MOAXOIAIIETO A pa3MeIleHNs JOKYMEHTOB 3JaHus
(ToMereHus).

2. 3anaumn u pyHKIUU ApXUBa

2.1. OcHOBHBIMH 3afayaMu ApXHBa SBISIOTCS OOECHeueHHE COXPAaHHOCTH M Y4YeT
JIOKYMEHTOB T10 JINYHOMY COCTaBY M HX HCIIOJIb30BAHUE B LIEJSAX COIMAIBbHO-TIPABOBOM 3alllUTHI
rpaXkaaH.

2.2. ApXHB B COOTBETCTBHH CO CBOUMH 3aJa4aMH BBITTOTHSET CIenyIONre () yHKIINH:

1) npuHUMaeT Ha OCHOBE 3aKJIIOYEHHBIX JIOTOBOPOB M B COOTBETCTBHH C TpadUKaMH OT
YUPEXKIACHUN, OpraHU3alMil U NPEeANPUATUN-UCTOYHUKOB KOMIUIEKTOBaHUSA ApXHBa JOKYMEHTHI



10 JJMYHOMY COCTaBy, 00paOOTaHHBIC U YUTEHHBIC COTJIACHO YCTAaHOBJICHHBIM IIpaBHJIaM, a TaK
K€ JOKYMEHTBI OT JJMKBUAUPOBAHHBIX OpraHU3alUi, HE UMEIOLINX PaBONPEEMHUKOB;

2) XpaHHT U 00€CIeYnBaCT COXPAHHOCTh JJOKYMEHTOB NMPUHSTHIX B APXUB;

3) Bemer yueT XpaHswmuxcs B ApXHBE JOKyMEHTOB, mnpexacraBiser Komwurery B
YCTaHOBJICHHOM IIOPSJIKE CBEJICHHS O COCTaBe U 00beMe (POHI0B ApXHBa;

4) cocTaBiseT U BEIET CIUCOK YUPEKACHUHN, OpraHu3auuil U npeanpusTHA-HCTOYHUKOB
KOMIUIEKTOBaHMsI ApXHBa U KAPTOTEKY O MECTOHAXOKJIECHUH JOKYMEHTOB 110 JIJUYHOMY COCTaBY;

5) oka3pIBaeT YUPEKIACHUSM, OpraHM3alUsAM, MPEIIPUATHAM METOAMYECKYI, a Ha
OCHOBE COTJIAIIEHUH (JOTOBOPOB) M NPAKTUUYECKYIO IIOMOIIb B NPOBEACHUM 3KCIEPTU3BI U
YIOPSIOYCHUH JTOKYMEHTOB, MPOBOAUT OOpaOOTKY M ONMCAHUE JOKYMEHTOB, MOCTYINHUBLIMX B
ApXUB B HEYNOPSA0YEHHOM COCTOSIHUM;

6) OCyIIECTBIET  OpraHU3allMOHHO-METOJIUYECKOE  PYKOBOJCTBO  paboTOil ¢
JOKYMEHTaMH 110 JUYHOMY COCTaBY B YUPEXKACHUAX, OpPraHU3alUsAX U NPEeIIpUITHSIX palioHa,
OKa3blBa€T MM IIOMOIIb U KOHTPOJHUPYET COCTOSHUE U XPAHEHUE JIOKYMEHTOB IO JIMYHOMY
COCTaBY;

7) ydacTByeT COBMECTHO C OpraHM3allMsIMU B pa3pabOTKe METOIMYECKHUX IOCOOUH,
NaMATOK, KacarolMxcsi paboThl C JIOKYMEHTaMH I10 JINYHOMY COCTaBy, B OpraHU3alud U
IPOBEICHUN CEMUHAPOB U APYTUX MEPONPUATUI MO MOBBILICHUIO KBAIU(UKAMK PaOOTHUKOB
YUpEXKJIEHUH, OpraHu3aluil ¥ NpeJupusaTuil o BOIpocaM padoThl ¢ JOKYMEHTAMHU IO JINYHOMY
COCTaBYy;

8) co3maer, COBEPIICHCTBYET M IIONOJHSAET HAY4YHO-CIPABOYHBIA amnmapar (omucw,
KaTaJIOTH, YKa3aTelly U T.I1.) K JOKyMEHTaM I10 JMYHOMY COCTaBY, XpaHAIIUMCS B ApXUBE;

9) opraHusyer UCHOJIb30BaHUE JIOKYMEHTOB: B YCTAHOBJICHHOM IIOpSJKE BbIJAET
YUPEKACHUSAM, OpPraHu3alUsIM M HOPEANPUSATHSIM TOKYMEHTHI BO BPEMEHHOE I10JIb30BaHMUE;
UCIIOJIHSET 3allpoChl YUYPEXKACHWM, OpraHu3aluil U OpeInpUsTUH, BbIIAET IO 3asBICHUSIM
IpaXJlaH apXWUBHbIE CIPABKU, KOMHH, BBIIUCKH, MOJATBEPXKAAIOLINE TPYAOBOW CTax, pazMep
3apa0OTHOM TUIATHl U JPYTUEe BOMPOCH], HEOOXOAUMBIEC IJisi ODOPMIICHHS TIEHCUU TpakJlaHaM U
pelleHuss JpYrMX COLMAJIBbHO-IIPABOBBIX BOIIPOCOB, BBIJAET AapXUBHBIE CIPaBKM O HE
COXPaHHOCTH JIOKYMEHTOB I10 INYHOMY COCTAaBY;

10) KOHCYJIbTHpPYET TpaXK[aH U OpraHu3allMd IO BOMNPOCAM MECTOHAXOXKIAECHUS
JIOKYMEHTOB 110 JIMYHOMY COCTaBY;

11) ocymecTBisieT pPO3BICK JOKYMEHTOB [0 JIMYHOMY COCTaBy, 3alpalluBaeT OT
CTPYKTYPHBIX MOJApa3JeNeHUd AIMUHUCTPALMU, BEOMCTBEHHBIX apXHWBOB, MyHUIUNAIbHbBIX U
rOCyJapCTBEHHBIX apXUBOB CBE/IECHUS, HEOOXOAMMBIE /Il UCTIOJHEHUS 3alPOCOB IPAXK/IaH.

2.3. ApxuB pelaeT CTosIMe Nepesl HUM 33aJa4i BO B3aUMOEHCTBIYN ¢ MyHUIIMITATbHBIM
apXuBOM AJMHHHUCTpPAlUU 3aBETHMHCKOIO paioOHa, IPYITMMH CTPYKTYPHBIMHU NOJApa3JeIICHUIMU
AJIMUHUCTpALUY, YUPEXKIACHUIMU, OpraHU3aAUSAMU, IPEANPUATHIMHI palioHa.

3. CocTaB 1OKyMEHTOB ApXHBa

3.1. ApxXHMB XpaHUT 3aKOHYEHHbBIE JIEJIONPOU3BOJICTBOM JIOKYMEHTHI IO JHYHOMY
COCTaBYy:

1) JUMKBUAMPOBAHHBIX, PEOPraHU30BAHHBIX, H3MEHUBIIMX (OpPMY COOCTBEHHOCTHU
YUPEXKJEHUM, OpraHu3aluil W MPEeANpUATHI, HE HMEIOIIMX IPAaBONPEEMHUKOB WM BBIIIE
CTOSIIIIMX OPraHHU3alUi; YYPEXKICHWM, OpPraHu3aluid, NPEANpPUATHHA, AEATEIBbHOCTh KOTOPBIX
OrpaHuyYeHa TepPUTOpUEH 3aBETHHCKOIO paiioHa, HE3aBUCHUMO OT (OpM COOCTBEHHOCTH, a TaK
’Ke UX MPEIIIECTBEHHUKOB - HCTOYHUKOB KOMILJIEKTOBaHUS ApXUBa;

2) opraHuzanMii - HMCTOYHUKOB KOMIUIEKTOBAHUS  MYHHUIMIIAIBHOTO  apXuBa
AIMUHUCTpauu 3aBETUHCKOTO paiioHa, HE UMEIOIIMX YCIOBHM ISl XpaHEHUs JOKYMEHTOB I10
JUYHOMY COCTaBY.

B coctaB 1okymMeHTOB ApXHBa BXOJAT CIEAYIOIINE KATErOPUH TOKYMEHTOB:

1) TOKYMEHTBI 110 JIMYHOMY COCTaBY CO CPOKaMH XpaHEHUs A0 75 jeT (OpraHu3aluoHHO-
pacnopsauTeNbHblEe JTOKYMEHTBI, JIMYHBIE JieJd, Y4YETHbIE JOKYMEHTBl, OyXrajrepckue
JIOKYMEHTBI);



2) IOKYMEHTBI JOJITOBpeMEHHOTO0 (cBbIiie 10 jeT) 1 BpeMeHHOro cpoka xpaHeHus (1o 10
JIET) OpraHW3alliidi - WCTOYHHUKOB KOMIUJIEKTOBaHUS (HAa JOTOBOPHOW OCHOBE), a TaK e
JUKBHIMPOBAHHBIX OpraHU3aIlluii IPH OTCYTCTBUU Y HUX MPABOMPEEMHHUKA WIIA BBIIICCTOSIICH
OpraHu3aiyy (0 UCTEUYCHUS CPOKA XPaHEHUS ITUX JTOKYMEHTOB);

3) Hay4yHO-CIIpAaBOYHBIM anmapar ApXHBa, PACKPHIBAIOIIMN COCTAaB M COJEpKaHUE
donnoB ApxuBa (ONMUCH, KapTOTEKH, YyKazaTeld, HCTOPHUYECKHUE CIPaBKHU), U YYETHBIC
JOKYMEHTBI (KHUTH y4eTa MOCTYIUICHUS U BBIOBITHS JeJ1, CIUCKU (POHJIOB, /iena (JOHJIOB U Ap.).

4. IlpaBa ApxuBa

4.1. ApXuB AJi OCYIIECTBIICHUS] CBOUX OCHOBHBIX (DYHKIIM UMEET MPaBO:

1) 3anmpammBaTh U NOJIy4YaTh B YCTAHOBJIEHHOM IOPSAJKE OT YUpEXIECHUN HE 00X0aUMbIe
JUISL BBITIOJIHEHUS BO3JIOKCHHBIX Ha APXUB 3a/1a4 CBEJEHUS O JOKYMEHTaX I10 JIMYHOMY COCTaBY;

2) mnocewmaTb Y4peXAEHUs, OpraHU3allMM U TNPEANpPUATHS PACIIOJIIOKEHHBIE Ha
TEPPUTOPUU PAaliOHA U IPOBEPSTH YCIOBUSA XPAHEHHUS U COXPAHHOCTb JTOKYMEHTOB IO JTUYHOMY
COCTaBY;

3) uHpoOpMUpPOBaTh PYKOBOAMTENEH YUPESKICHUH, OpraHM3alUd W MpeInpuUaTuil o
COCTOSSHUM XpaHEHHs] M COXPAHHOCTH, JOKYMEHTOB [0 JIMYHOMY COCTaBy, BHOCHUTH
IIPEIUIOKEHUS U 1aBaTh PEKOMEHIALNH 110 €70 COBEPILIEHCTBOBAHUIO;

4) KOHTPOJIUPOBATH BBHINOJIHEHUE YUYPEKACHUSIMH - HCTOUYHHKAMHM KOMIUIEKTOBAHUS
ApxuBa M YUYPEXKIEHUSMH U OpraHU3alUsAIMHU TOCYIapCTBEHHOH (opMbl COOCTBEHHOCTH
YCTaHOBJIEHHBIX IIPABUJI OPraHU3alluy U XPAHEHUS JOKYMEHTOB I10 JINYHOMY COCTaBY;

5) B YCTAQHOBJIEHHOM MOpPSAJIKE 3aKII0YaTh C 3aUHTEPECOBAHHBIMHM YUYPEKACHUSIMH,
OpraHu3alsIMH W TPEANPUATHIMHA, He3aBUCHMO OT ((popM COOCTBEHHOCTH, COTJIAIICHUS
(IorOBOpPBI) O LEHTPATU30BAaHHOM XPaHEHUH, MCIIOJIb30BAaHUU U YNOPAJOYCHUU JTOKYMEHTOB,
OKa3bIBaTh IOPUAMYECKIM U (DU3MUECKUM JIMIIaM IJIATHBIE YCIYTH B paboTe ¢ TOKyMEHTaMH IO
JUYHOMY COCTaBY U 110 UCIIOJIHEHHUIO COLMAJIBHO-TIPABOBBIX 3aIIPOCOB;

6) KCII0JIb30BATh MOJYYEHHbIE BHEOIO/DKETHBIE CPEACTBA JJIS YIYYIIEHUS OpraHU3aluu
paboThl ApXHBa U peleHHsl COLMAIbHbBIX BOIIPOCOB;

7) y4yacTBOBaTh B pabOTe JMKBUIALMOHHBIX KOMHCCHM YUYpEKIEHHH, opraHu3anuil u
OPENpUATHHA, JOKYMEHTBI KOTOPBIX HE BXOJAT B cocTaB ApXuBHOro (onna PO nns pemenus
BOIPOCOB COXPAHHOCTHU JOKYMEHTOB I10 JINYHOMY COCTaBYy.

5. PykoBoacTBo ApxuBa

5.1. PykoBoacTBO ApPXHMBOM OCYILECTBISIET 3aBEAYIOIIMN apXHWBOM. 3aBEIyHOIIMH
apXMBOM Ha3HAYAETCS M OCBOOOXKIaeTcsl OT NOKHOCTH ['1aBoit 3aBeTUHCKOTO palioHa.

5.2. 3aBenyromuii ApXuBoMm:

1) ocyiiecTBiIsIeT HEMOCPEACTBEHHOE PYKOBOCTBO JIEATENbHOCTRI0O ApX1Ba, OPraHU3yeT
ero paboty; obecreunBaeT pelieHre BO3JI0KEHHbBIX Ha HETo 3a/1ay;

2) u3zaeT B Mpefesiax CBoed KOMIETeHIIMH TPUKa3bI;

3) npuHuMaeT Ha paboTy, OMNpeAesseT OO0SI3aHHOCTH M YTBEP)KIACT JIOJKHOCTHBIE
MHCTPYKIMU paOOTHUKOB ApXHUBa;

4) oruuthiBaeTcs o pabore ApxuBa mnepel AJMUHUCTpalMed M B YCTaHOBJIEHHOM
nopsake - nepea KomureroMm mo ympaBieHHIO apXMBHBIM JIeJIOM AJIMUHUCTpauuu PocToBckoit
o0acTu;

5) opraHusyeTr W BeAET MPHEM Tpak[aH, pacCMaTpUBAET UX 3asABICHUS M >KaI00BI IO
BOIIPOCAaM, BXOJAIIUM B KOMIIETEHLINIO ApXHBa;

6) BBIJACT B YCTAHOBJIEHHOM MOPSAJKE TpakJaHaM U YUPEXKJICHUSM CIPAaBKH COLIMATIBHO-
IIPAaBOBOI'0 XapaKTepa, KOIMH, BBIITUCKU U3 JJOKYMEHTOB;

7) 3aKiI04aeT B yCTaHOBJIEHHOM HOPSIKE JOTOBOPHI C YUPEKACHUSIMH, OpTaHU3ALUAMU U
NPEINPUATHSIMEI Ha BBITIOJTHEHHE APXHUBOM IUIATHBIX PadOT U yCIyT;

8) obecreunBaeT COOIIOICHIE OXPAHHOTO, IIPOTHBOIIOKAPHOTO M CAHUTAPHOTO PEKHUMA B
XPaHUJIUIIAX;

9) onpenenser mOTpeOHOCTHL ApXHBa B 000PYJO0BaHUU U MaTepHaJIax.


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

5.3. 3aBeayrouuii ApXMBOM HECET EPCOHAIBHYIO OTBETCTBEHHOCTD!

1) 3a BbIIONHEHUE BO3JOXKEHHBIX HA HEro O0S3aHHOCTEH C ydyeToM TIpas,
IIPEIOCTABIEHHBIX eMy HacTosamM [lonoxeHuem;

2) 3a COXpaHEHHUE CITY)KEOHOM, KOMMEPYECKON WM WHOHM, OXpaHIEeMOW 3aKOHOM TaiHBI
IIPY OCYIIECTBICHUH CBOUX JIOJDKHOCTHBIX TIOJTHOMOYHIA B pabOTe ¢ JOKYMEHTaMH.

I'ocynapcTBeHHBI apXUB 110 THYHOMY cOCTaBy B r.MexkaypedeHcke

ApxuBHble (OHABI OTPAXAIOT PA3JIMYHBIE aCHEKThl COLHUAIbHO-3KOHOMHYECKOMH,
HMCTOPUYECKON U KYJIBTYPHOM KW3HU TI'. MexaypeueHcka. MIMEOTCA KOJUIEKIIMU JTOKYMEHTOB
JUYHOTO MPOUCXOXKIEHUS, POTOAOKYMEHTBI. ITO MPEICTaBISET HAUOOIBIIYIO IEHHOCTb.

JlpyruM HampaBiieHHueM B paboTe ApxuBa, IOMUMO XpaHEHMsI, KOMIIJIEKTOBaHUs, y4eTa U
WCIIOJIb30BAaHUs ApXMUBHBIX JIOKYMEHTOB, SIBJSIETCS OKA3aHUE METOAUYECKONM M MPaKTUYECKOU
IIOMOUIY IO JAEJONPOU3BOJICTBY M XPAaHEHMIO JTOKYMEHTOB B OpPraHM3aLMAX, HNPEIINPUITUIX U
JPYTUX YUPEKACHUMN, BBICTYAIOIINX UCTOYHUKAMH KOMIUIEKTOBAaHUS ApXHBa.

OnHO M3 BXHEUIINX HAIpaBJICHUH paOOThI apXuBa SBJSETCS 0OecreueHre COIMaTbHBIX
npaB U norpebHocredt rpaxkiaad. Co aHs oOpa3oBaHMs ApXHMBa W IO HACTOALIee BpeMs B
HECKOJIBKO pa3 BO3pOC IOTOK 3aIIPOCOB COLMAIBHO-IIPABOBOIO M TEMAaTUYECKOIO XapaKrepa.

ApXUB SBISIETCA TOCYHAPCTBEHHBIM YUPEKIECHUEM, IOJABEAOMCTBEHHBIM APXUBHOMY
ynpasieHuto KemepoBckoil 00actu, OCYIIECTBISIOLIEMY KOOPJIMHALMIO U PETyJIMPOBAaHUE
JeATeIbHOCTH ApXuBa. YupeauTeneMm ApxuBa BeICTyIIaeT ApXuBHOE ynpaiieHne KemepoBckoit
o0nacTH.

ApXUB SBISETCS IOPUAMYECKUM JTUIIOM, UMEET CAMOCTOATEIbHBIN OajaHc, TUIEBOI cUeT
B Ka3zHauelcTBe, 00OCOOJIEHHOE WMYIIECTBO, IMITaMI M TepOOBYIO I€4aTh CO CBOUM
HAaUMEHOBaHHUEM, OJaHKH. APXUB BBICTYNAET UCTIIOM M OTBETYMKOM B CyJle B COOTBETCTBHH C
3aKOHOAATENbCTBOM PD.

Ucropuueckas crnpaBka [KYKO «l'ocynapcTBeHHbIN apXUB JOKYMEHTOB IO JHYHOMY
cocraBy KemepoBckoit obnactu B r. Mexaypeuenckey». 30 ampens 2004 roga B cBsi3U C
HEOOXO/JUMOCTBIO  O0ECIEYeHUsT COXPAaHHOCTH  JIOKYMEHTOB IO  JIMYHOMY  COCTaBY
JIMKBUJIMPOBAHHBIX YTOJIbHBIX MpeanpusaTil rora Kyz0acca u B COOTBETCTBUHU € paclopsKEHUEM
Anvunuctpanuu ~ KemepoBckoir  obmact ot 30.04.2004r. Ne 545-p wnHa Oaze
PEKOHCTPYMPOBAHHOTO MOMEIIEHUS B aJMUHUCTPATUBHO-OBITOBOM KOMOMHATE OBIBIIEH IIaXThI
umenu JIJI. Ilesaxosa, a B Hactosamee Bpemsa 3AO Illaxtel Pacnanckas-KokcoBas B ropone
MexnypeueHcke OblT  OTKpHIT MexaypedueHckuit  ¢unuan ['ocygapcTBeHHOro apxuBa
KemepoBckoii o6macT.

01 urons 2008 r. Ha ocHoBanuu Pacnopspxenust ['yoepHaTopa KemepoBckoit obiactu ot
18.05.2008r. Ne 67-pr cosnaHo I'ocynmapctBeHHOe yupexnaeHue KemepoBckoil obnactu
«["ocynapcTBEeHHBI apXuB JOKYMEHTOB IO JUYHOMY cocTaBy KemepoBckoil oOmactu B T.
MexaypeueHcke», KOTOpoMy ObLIM IMepeaHbl GYHKLIUHU YHOpPa3THEHHOTO MexXIypedeHCKOpro
¢unmana "I'ocynapcrBenHoro apxuBa KemepoBckoii 001acTH.

01.06.2011r. Ha ocHoBanuu Pacnopsbxenus Komnernn Anmunuctpannu KemepoBckoit
obmactu ot 18.05.2011 r. Ne 380-p «O0 M3MEHEHMM THUIIA CYIIECTBYIOIIMX OOIKETHBIX
YUPEXKACHUH — TOCYylapCTBEHHBIX yupexJeHuil KemepoBckoit o0macTH, MoABEIOMCTBEHHBIX
apXuMBHOMY ympaBiieHuto KemepoBckoil 0071acTH, B LENSX CO3/IaHUS TOCYAApCTBEHHBIX
Ka3eHHBIX yupexxaeHuid KemepoBckoit obOiactu» co3gaHo [ocynapcTBeHHOe —Ka3zeHHOe
yupexenue KemepoBckoil obnactu «l'ocynapcTBEeHHBIH apXUB JOKYMEHTOB MO JIMYHOMY
coctaBy KemepoBckoii 001actu B r. MexrypeueHCKe.

l'ocynapcTBeHHBIM Ka3eHHBIM yupexkaeHneM KemepoBckoi obnactu ['ocymapcTBeHHBIH
apxuB JIOKYMEHTOB II0 JUYHOMY cocTaBy KemepoBckoil obmactu B T. MexaypeueHcke
PYKOBOIUT TUPEKTOP.

OcHoOBHBIMU 337ja4aMu [ '0CyJapCTBEHHOTO apXUBa SIBJISIFOTCSL:

1. ObecneyeHne COXPaHHOCTU U rOCYAAPCTBEHHDBIN YYET JOKYMEHTOB MO IMYHOMY COCTaBy
ApxuBHoro ¢poHaa Poccuiickon deaepaumm.

2. ObecneyeHne coLManbHOM M NPAaBOBOM 3aLLMUTbI TPAKAAH.



3. McnonHeHue 3anpocoB rocyAapCTBEHHbIX, MHbIX YUPEKAEHMN, rpaxKaaH no JOKyMeHTam
YypeskaeHusa, BblAadya MM apXMBHbIX CMPaBOK COLMaIbHO-MPAaBOBOro XxapaKkTepa O NOATBEPKAEHUN
CTaxka paboTbl, ILFOTHOIO CTaxka paboTbl, 0 3apaboTHOM NaaTe NpeaocTaBAeHME AOKYMEHTOB UAN UX
KOMnu.

B nacrosimee Bpemst B ['ocynapcTBeHHOM yupexaeHUH xpaHutcs 51 GoHz nmo auaHomy
coctaBy, 29033 enuHMIBI XpaHEHHSA. 3a ITHUMH JOKYMEHTaMH CTOAT CyabObl Jroneid. B
OCHOBHOM 3TO TSDKENbIA, HO IMOYETHBIM TpyA wmaxrtepa. ['ocyqapCTBEHHBIM apXuB IIOMOIAET
BOCCTAaHOBUTH (DakT TpymoBOM Oworpaduu, s MOJYyYEHUS TPYAOBOW IEHCHHM, HAYUCICHUU
PErpeCCHbIX UCKOB MHBAJIUIAM TPYA.

CIINCOK
¢donmoB ['ocynapcTBeHHOTO Ka3eHHOTO yupexaeHus KemepoBckoii obmacTu
«I"ocynapcTBEHHBIN apXUB JOKYMEHTOB I10 JIMYHOMY COCTaBY
KemepoBckoit o6nacTu B I'. MexaypedeHCcKe»

no coctosganro Ha 01.01.2012r.

No HaumenoBanue ¢onzaa Ne Komn-Bo Kpaitaue
@onoa OTHCH Enunuig JTaThI
XpaHeHHs
P-1 /loyepHee  OTKpPHITOE  aKIHOHEPHOE 1 n/c 420 1978-2004
00111ECTBO
""YrpaBnenue MaTepHaIbHO-

TeXHUYECKOro CHabxeHus: OTKPBITOro
aKIIMOHEpHOTO  obmiecTBa  "YrosbHas

[kommanus Kyz6accyrous"

r.JIenunck-Ky3Henkuii

P-2 ToBapHIIECTBO € OrpaHUYEHHOU 1 1/c 96 1991-2001

(OTBCTCTBECHHOCTBIO

HpOI/ISBOHCTBeHHO-KOMMCp‘IGCKaﬂ

bupma "Tpuama”

r.MexypeueHck

P-3 Kommepueckuit AKIUOHEPHBIN 1 1/c 54 1993-2000

0ank "Ky30accconoank"

r.MexypeueHck




P-4 OTkpbITOE AKLUOHEPHOE 1 1/c 465 1958-2000
oOmmectBo "CTpouTenbHas HHAYCTpUs"
r.MexxaypedeHck
P-5 OTkpbITOC aKI[HOHEPHOE 1 71/c 824 1934-2003
00I1IECTBO "OnTOBO-3aKyNIOYHAs
cOpITOBas 6asza"
r.Jlennnck-Ky3Henxuit
P-7 AKIMOHEepHOe 001ecTBo 1 1/c 3009 1954-2000
oTkpeIToro tuna "lllaxra "Haropras"
r.HoBoky3Henxk
P-8 locynapcTBeHHOE — MPEANPHSTHE 1 71/c 2410 1962-2003
"[[Taxta umenu JI.J[.IlleBsikoBa"
r.MexnaypeueHck
P-9 OTKpBITOC aKIIMOHEPHOE 1 n/c 118 1965-2004
oO11ecTBO "J{opoKHUK"
r.MexaypedeHck
P-10 OTKpBITOC aKIMOHEPHOE 1 n/c 1184 1969-2003
00I1IECTBO "VronbHas KOMITaHHUS]|
"Ky3nernkyrons" r.HoBoky3Helk
P-11 3akpeiToe aKIIMOHEPHOE 1 n/c 99 1971-2002
0011IeCTBO PeMoHTHO-CTpOHTENbHAS
bupma "[Ipopad" r.MexaypedeHck
P-12 OTkpbITOE aKI[HOHEPHOE 1 1/c 113 1962-2005
0011ECTBO "MexaypeueHCKue
[ICHTpaJIbHbIC DIIEKTPOMEXaHUYECKHUE
[MacTepckue"
r.MexzaypedeHck
P-13 OTKpBITOE AKI[HOHEPHOE 1 1/c 149 1970-2003
oOmrecTBo "benoBckuii MacokoMOuHaT"
r.benoso
P-14 OTkpsbITOE AKLMOHEPHOE 1 1/c 1915 1960-2005
obmmectro "IlaxTa "3pIpsiHOBCKAs"
r.HoBoky3Heuk
P-15 OTkpbITOE AKLUOHEPHOE 1 1/c 1404 1956-2005

o6wectBo "Illaxra "HoBoky3nenxkas"




r. HoBoky3Henx

P-16 O0611eCcTBO C OTpaHUYCHHON 1 1/c 17 1999-2004
OTBETCTBECHHOCTHIO "OxpaHHOE|
npeanpustue "[apant-Ceppuc"”
r.MexnypedeHck
pP-17 locynapcTBeHHOE — TIpeaNpHsTHE 1 71/c 2043 1949-2005
"[1laxTa "baiinaeBckas"
r.HoBoky3nenx
P-18 OTkpbITOC AKIIMOHEPHOE 1 1/c 12 2003-2005
oOmectBo "IIpomcTpoit”
r. MexnypeyeHck
P-19 OOmmecTBO € OrpaHUYEHHON 1n/c 9 1997-2003
OTBETCTBEHHOCTHIO "TroMbman"
r.MexnypeueHck
P-20 MyHummanpHoe YHHUTapHOE 1 n/c 529 1969-2002
npeanpusitue "Bogokanan"
r.MexaypedeHck
P-21 OTKpEITOC aKIMOHEPHOE 1 n/c 4296 1932-2003
oommecto "lllaxTa "Konpuyruackas"
r.Jlenunck-Ky3neukuii
P-22 Owmman  "Jleanackyroms" OAO 1 n/c 1965 1978-2003
"YronpHas kommanus "Kysbaccyroms"
r.JlennnckKy3neuxuit
P-23 MyHununansHoe YHHUTapHOE 1 1/c 164 2002-2004
[TPEAIIPUATHE "BononpoBogHo-
[kaHanmM3aMOHHOE X035ICTBO"
r.MexypeueHck
P-24 AKIMOHEpHOE 00111eCTBO, 1 n/c 155 1981-1995
oTkpeiToro Tuna "IllaxTomnpoxomueckoe
ynpasieHue Ne 2"
r.HoBoky3Heuk
P-25 OTkpbITOE AKLUOHEPHOE 1 1/c 1225 1964-2000

o6mectso "Illaxra "Tomckas"




r.MexypeueHck

P-26 OTKpEITOE aKIMOHEPHOE 1 n/c 1681 1960-2003
00I1IECTBO "I'pamoTenHCKOE
mraxtoyrnpasieHue" r.bemoso
P-27 OTKpBITOE aKIMOHEPHOE 1 n/c 1050 1975-2005
oOmecTBo "YIpaBieHHE O MOHTaXY,
TEMOHTaKy W PEMOHTY T'OPHOIIAXTHOTO
06opynoBanus" r.HoBoky3Henk
P-28 Houepnss XoaauHroBas 1 1/c 622 1955-2002
[komnanuss ~ OTKpbITOE  AKIMOHEPHOE
oOmmectBo "Paspes JIucTBsHCKMI"
rHoBoky3Henk
P-29 OTKpBITOC aKIIMOHEPHOE 1 n/c 420 1970-1993
oOmectBo "JIucTBsHCKas aBTOOa3a"
r.HoBoky3Heuk
P-30 OTKpBITOC AK1moHepHOe 1 n/c 91 1994-2000
oOmecTBo "HoBoky3HeIIKpeMcTpoit”
r.HoBoky3Heuk
P-31 OTKpBITOC AK1oHepHOE 1 n/c 13 1992-1997
oOmectBo "3aBon "Crpotizerans"
r.HoBoky3Henxk
P-32 OAO "DKcrepeMeHTATbHBIH 1 1/c 117 1976-2001
BaBox"
r.HoBoky3Henxk
P-33 OOmiecTBO € OrpaHUYEHHON 1 1/c 8 2005-2006
OTBETCTBEHHOCTBIO "IIpomcTpoi"
r.MexaypedeHcK
P-34 3akpbiTOe AKI[HOHEPHOE 1 1/c 138 1995-2005
oOrectBo [IaxTa "Yriexon"
r.MexzaypedeHck
P-35 OAO "OObeauHEHHAsT yroJbHasI 1 n/c 373 1973-1982

[kommanus "IOxky36accyromns"
praBHCHHC JCTCKHUX JOIIKOJIBHBIX
YIPEKICHUH,  COLKYIbTOOBEKTOB U

CLIOPTCOOPY’KEHUI MPOU3BOJCTBEHHOIO




o0beanHeHns "Hxky3baccyromun"

r.HoBoky3neux

P-36 OAO "KucenesckmaxrocTpon" 1 n/c 508 1950-1998
r.Kucenesck
P-37 OOmecTBO € OrpaHHYCHHON 1 1/c 8 2002-2006
OTBETCTBEHHOCTBIO
PCY
r.MexngypedeHck
P-38 OOO XonauHroBass KOMIIAHUS 1 n/c 225 1976-2006
"TIpomiiaxTo-
cTpoimMexanuzanus"
r.MexaypedeHck
P-39 OTKpBITOC aKIIMOHEPHOE 1 n/c 946 1947-2003
0011IeCTBO CrpoutenpHas ¢bupma
"TomycamaxTocTpoi"
r.MexaypedeHck
P-40 O011EeCcTBO C OTpaHUYCHHOU 1 a/c 12 1992-2007
OTBETCTBEHHOCThIO "Marazun Ne 25"
r.MexaypeueHck
P-41 O011EeCcTBO C OTpaHUYCHHOU 1 a/c 10 2006-2008
OTBETCTBEHHOCTBIO "CrpoiikoHTpaKT"
r.MexaypeueHck
P-42 3akpbITOe aKIMOHEPHOE 1 1/c 24 1997-2004
0011ecTBO "TOMYCHHCKOE IOKOMOTHBHOE
meno” r.MexmypedeHcK
P-43 3akpbITOe AKI[HOHEPHOE 1 1/c 38 1994-2008
001IIECTBO
"Cubupur-1"
r.MexypeueHck
P-44 OOmecTtBo ¢ OrpaHHYCHHOM 1 n/c 10 2004-2008

(OTBECTCTBCHHOCTBIO

"Mex1ypeueHCKIIaXTOCTPOHMOH

"

Taxx




r.MexypeueHck

P-45

O0611eCcTBO C OTpaHUYCHHON

(OTBCTCTBCHHOCTBIO

"MesxnypedeHckas turnorpadpus’”

r.MexaypedeHck

1 n/c

2003-2008

P-46

OOmecTBO € OrpaHUYEHHON

(OTBCTCTBCHHOCTBIO

"Crpoii-Ac"

r.MexaypedeHck

1 n/c

2006-2009

P-47

O011EeCTBO C OTrpaHUYEHHOU

(OTBECTCTBECHHOCTBIO

" Jlopo>XHUK"

r.HoBoky3Henk

1 n/c

2003-2009

P-48

Mexnypedenckuii pumman OAO

IAKB "Ky3baccipombaHk"

r. MexnypedeHck

1 /¢

42

1961-2000

P-49

OO0mecTBO ¢ OrpaHMYCHHOU

oTBeTCTBEHHOCTEIO "Tomb-MuBect"

r. Kemeposo

1 n/c

2006-2009

P-50

O011EeCcTBO C OTrpaHUYEHHOM

orBeTcTBEHHOCTEIO "[lomroc"

r. MexaypedeHck

1 n/c

13

1999-2009

P-51

OOmecTBO € OrpaHUYEHHON

0TBETCTBEHHOCTHIO "['pant”

" r.MexaypedeHck

1 /¢

15

2006-2010

P-52

OOmecTBO ¢ OrpaHUYEHHON

(OTBECTCTBCHHOCTBIO

"Boctok-Tpansur-M"

r.MexaypedeHck

1 /¢

2001-2009




P-53

OO0mecTB0O ¢ OrpaHHYCHHOM 1 n/c 9 2006-2009

0TBeTCTBEHHOCTHIO "Tenexom ycmyra"

r.KemepoBo

P-54

OO0mecTBO ¢ OrpaHUYCHHOM 1 n/c 8 2005-2010
OTBETCTBEHHOCTHIO

"TIpomiaxTocTpoRMOHTaXK"

r. MexaypeueHck

P-55

OO0mecTBO ¢ OrpaHUYCHHOM 1 n/c 346 1976-2000

(OTBCTCTBCHHOCTBIO

"TIpuromckas aBToOa3za"

r.MexaypedeHck

P-56

O011EeCTBO C OTpaHUYCHHOU 1 1/c 15 2001-2011

(OTBCTCTBECHHOCTBIO

"MTC"

r.MexnypeueHck

P-57

OO0mmEecTBO ¢ OrpaHUYCHHOM 1 n/c 77 2003-2010

(OTBCTCTBCHHOCTBIO

"Asusg"

r.MexaypedyeHck

I'KYKO «l'ocynapcTBeHHBI apXuB JAOKYMEHTOB IO JINYHOMY cocTaBy KemepoBckoii
obnactu B T. MexaypeueHCKe» MPEAOCTABISIET YCIYTH IOPUANUECKUM JTHIIAM:

. MCMONIHEHWE 3aNPOCOB, MOCTYMNALWMX OT pefepanbHbIX OPraHoB rocyAapCTBEHHOM
B/IACTWU, OPraHOB BNACTM Cy6beKToB PP, opraHOB MECTHOTO CaMOynpaB/ieHUs, CyAa, NPOKypaTypsl, ;

o NCNOJIHEHWE 3aMPOCOB yupexaeHnii-boHa006pa3oBaTeei No AOKYMEHTAM UX
apxmBHbIX GOHAOB ANA CNyKebHOro NoabL30BaHUA;

. OKa3aHWe KOHCYNbTAaTUBHO-METOAMYECKOM NOMOLLM YUPEKAEHUAM-
doHp006pa3oBaTenim No BoNpocam paboTbl BEAOMCTBEHHbIX aPXMBOB U OPraHM3aLmm JOKYMEHTOB B
[leNonpon3BOACTBE;

. KOHCY/IbTUPOBAHMWE IOPUANYECKUX WL, MO BOMPOCAM JOKYMEHTALMOHHOrO obecneyeHns
yNpaBneHUA 1 apxMBHOTO AeNa;

. npuem Ha XpaHeHWe AOKYMEHTOB MO IMYHOMY COCTaBY JIMKBUAMPOBAHHbIX U
PeopraHM30BaHHbIX NPEANPUATUI U YUPeKAEHNI Pa3nYHbIX POpM COBCTBEHHOCTH;

. ynopagoyeHue AOKYMeHTOB, GopMMpoBaHMe 1 0bOpMIEHME apPXMBHDBIX AeN NO 33aABKaM
opraHusaunii;

. KOHCY/IbTUPOBaHMWE IOPUANYECKUX U GU3NYECKMUX WL, MO BOMPOCaM
[OKYMEHTaLMOHHOro obecneyeHna ynpasaeHUA U apXMBHOTO Aena.

I'KYKO «l'ocynapcTBEHHBI apXUB JIOKYMEHTOB IO JUYHOMY cocTaBy KemepoBckoit
obnactu B T. MexaypeueHCKe» MPEAOCTABISICT YCIYTH (PU3HUSCKUM JTUIIAM:




o WCNOJIHEHWNE 3aMPOCOB, CBA3AHHbIX C COLMANbHOM 3aLLMTON rpaxaaH,
npeaycmaTpmusaloLLen UX NEHCUOHHOEe obecneyeHune, a TakKe AN NoAyYeHUA IbroT U KOMMNEeHcaUui B
COOTBETCTBMM C 3aKoHOAaTeNbCTBOM Poccuitckon ®egepaumu.

. Bblaaya ay6sMKkata, nepeodopmaeHne apXmMBHOM CrpPaBKN B3aMeH YTPaUYeHHOM,
N3roTOB/AIEHNE HECKO/IbKMX 3K3EMMIAPOB apXMBHOM CNPaBKY;

o NoAroToBKa CNpaBKN 06 OTCYTCTBMU B apXMBE 3aMnpallMBaEMbIX JOKYMEHTOB;

. KOMMpOBaHWEe AOKYMEHTOB Ha ByMarKHO OCHOBE TEXHUYECKMMK CpeaCcTBaMm apXmBa Mo

3anpocam rpaxaaH.

B I'KVY KO «I'ocynapcTBeHHBII apXUB JOKYMEHTOB IO JUYHOMY cocTaBy KemepoBckoii
obrnactu B r. MexXIypedeHcKe» BeAeTCs JUUHbIN NprueM Ipaxk/iaH U MTUCbMEHHbBIX 0OpalleHHid 1o
BOIIPOCAM:

1. NoATBepKAEHWE TPYA0BOTO CTaxa.

2 MoaTBepKAEHME CTaxKa paboTbl B 0COObIX YCNOBUAX TPYAa (NbroTHOrO cTaxa).

3. MpepocTaBieHne cBeaeHMN O pa3mepe 3apaboTHOM NaaThbl:

. ana LleHtpa 3aHATOCTH
ana MeHcnoHHoro poHAa
ans opopmaeHns 601bHUYHOTO NCTA
Ana PoHAa CoLMabHOTO CTPAXoBaHUA
MNoateepxaeHne gpakTa HarpaxKAeHUsa NN NPUCBOEHUA NOYETHOTO 3BaHMA.
NoaTeepkaeHWe GpaKTa HECYACTHOTO CNYYas Ha NPOU3BOACTBE.

MNpeaocTaBneHVe CBEAEHWIN O MePEMMEHOBAHMM NPEANPUATUA.
MpeaocTasiieHNe apXMBHbIX KON JOKYMEHTOB.

O(bopMneHHe 3ampoca. 3ampochl OT TpakJaH NPUHUMAIOTCS Ha OJaHKax AaHKEeThI-
3asIBJICHUSI.

JIn4uHO 00paTUTHCS MOXKHO 10 ajipecy: T. MexaypedeHck, rn. lupokwuii gor

[Tpu muuHOM OOpareHnu HeoOXOAMMO TP ceOe UMETh:

. nacnopt

. KOMUIO TPYA0BOW KHUMKKM (C TUTYNIbHBIM IMCTOM).

IIpu oOpameHnMM MO MOYTE K aHKETE-3asBJICHHIO HEOOXOIUMO MPHIOKUTH KOIHUIO
TPYJAOBON KHWKKU (C TUTYJBHBIM JIUCTOM).

B cnywae ytpaTel TpyAOBOM KHW)KKM TIpH  3alOJHEHWM  AHKETBI-3asIBJICHUS
HE00XO0JMMO MaKCUMAaJIbHO TOYHO YKa3aThb TOJ IpUeMa U TOJ] YBOJIbHEHHUS.

3anpocel OT IOPUIMYECKUX JIUI] JOJDKHBI ObITh 0(hOpMIIeHBI Ha OaHkax opranuzanuu. [1o
tenedony, ¢akcy 3amnpochl He npuHuMarorcs. MHdopmannio o TOTOBHOCTH CIpPaBKHU MOXHO
HOJYYHUTh 1O TeNe(OHY apXuBa.

[Ipu Hanmuuuy B aHKETE-3asIBJICHUU KOHTAKTHOTO TeleoHa 3asgBUTENIO OyAET COOOIIEHO
0 TOTOBHOCTH CIIPABKHU.

Beimaua cnpaBok. Belgaga roToBBIX CHpPAaBOK OCYIIECTBISETCS IPHU NPEAbSIBICHUU
[IacIopTa UM UHOTO JOKYMEHTA, YAO0CTOBEPSIOILErO JINYHOCTD.

B cnyuyae nmomyyeHusi cpaBKu MOCTOPOHHHUM JIMIIOM HEOOXOAMMO HaJIMYHMe Macrnopra u
IOpUINYECKH 3aBEPEHHON JOBEPEHHOCTH. Eciu 3ampoc OTHOCWICS K KaTErOpUU IJIATHBIX YCIYT,
3asgBUTENI0 HEOOXOIUMO MPEIbSBUTh OIUIAYEHHYIO KBHUTaHLMIO. VHOTOpOJAHMM 3asBUTENSM
CIIPaBKH OTIIPABIISAIOTCS 110 IIOYTE IPOCTHIM ITHCHMOM.

Bwn e

Tema 3. Dopmuposanue TUUHBIX 0€]l COMPYOHUKOB
B mepByto ouepenp oTMETHM, YTO BEACHHUE JIMYHBIX /€] paOOTHUKOB HE 0053aTEIbHO B

OTHOIICHHUH BCEX KaTeropui paboTHUKOB. O0s3aTeIbHOE BEICHUE JIMUHBIX ST TPETYCMOTPEHO,
HaIpUMep, Ha TOCYIapCTBEHHON IpaKTaHCKOU CITy>k0e B COOTBETCTBUU CO CT. 42 denepanbHOro
3akoHa oT 27.07.2004 Ne 79-®3 «O rocymapCTBEHHOW TpakIaHCKOH ciyx0Oe Poccuiickoit

Oenepannny (manee - 3aKOH O TOCYIApCTBEHHOU ciryx0e). [l ocTanbHBIX paOOTHUKOB



00513aTeIbBHOCTh U MOPSA0OK BEACHMS JIMYHBIX JEI MOXKET ONpPEAENAThCS JIOKAIbHBIMU
HOPMAaTUBHBIMM aKTaMU paboToaaTes.

Tax, TMYHBIE Aea MOTYT BECTUCh KaK Ha BCEX paOOTHUKOB, TaK U Ha ONPEAEICHHYIO X
Kareroputo. Ha nmpeanpusaTusax jauuHble Jena 1e1ecooOpa3Ho BECTH Ha CIIEAYHOIINE OCHOBHbBIE

KaTCropnuun pa6OTHI/IKOB2

1. pyKoBoAuTeNM (rnasa npeanpuaTUA, ero 3amecTuTenn, NOMOLLHUKN);

2. PYKOBOAUTENM CTPYKTYPHbIX NoApa3aeneHuii U nx 3amecTuTeny;

3. rnasHble (Beaylime) cneunanucTbl;

4, paboTHMKM, Ha KOTOPbIX BO3/10XKeHa NoHasA MaTepuanibHan OTBETCTBEHHOCTb;

5. pabOoTHUKM, BKAOYEHHbIE B KapOBbIi pe3eps A1A BblABUMKEHMA Ha Hanbonee BaXKHble
LONKHOCTH;

6. paboTHMKK, obecneunBatowne GpyHKLMOHUPOBaHME opraHa (annapaTa) ynpasaeHus

AeATe/IbHOCTbIO NPeAnpPUATUS.
OnHako BO MHOTHX OpraHHM3alUsX JHMYHBIE Jela BeayTcd Ha BceX pabOTHUKOB

HE3aBUCHMO OT CTaTyca M BBINOJIHSAEMON paboThl (BKJIOYasi TEXHUYECKUH MEPCOHAN), TaK Kak
JIMYHOE JIEJI0 - Ype3BblYaiiHO yJOOHBIM MCTOYHUK MH(POPMALUU O KaKJIOM pabOTHHUKE: B OJHOU
nanke coOpaHbl Bce KONUU JIMYHBIX JIOKYMEHTOB Pa0OTHHUKA, IPHKA30B [0 ITOMY PaOOTHUKY U
Jpyrue TOKyMEHTHI.

Tak Kak B Te€X CiIyYasX, KOTJa pedb He UAeT 00 0OpMIICHHH KaIpOBBIX JJOKYMCHTOB Ha
TOCYJapCTBEHHON TPaKJAaHCKOH CiIy)kOe, BOMPOCHl C BEICHHWEM JHMYHBIX /€1 pPaOOTHHKOB
pemaroTcss Ha YCMOTpeHue paboTojarens, TO pa3paboTKa M YTBEpP)KICHHE JIOKAIbHOTO
HOPMATHUBHOTO aKTa JIMIIHUMHU COBEPIIEHHO TOYHO HE OYy/IyT.

[Tpy Hanuuuum B Bamed opraHu3anuyd MHCTpyKIuu mo KaapoBOMY JEJIONPOU3BOJICTBY,
JIOTUYHO, €CIM OTAENbHBIM ee pasnen OylneT MOCBAIIEH HMMEHHO BEACHHUIO JIMYHBIX el
COTPYAHHUKOB.

Takolt pas3men MoxeT OBITh BKIOYEH M B COCTaB JAPYrMX JIOKaJbHBIX aKTOB,
perIaMeHTUPYIOLINX HOPSIOK OGOPMIIEHHUS U XpPaHEHUS KaJJPOBBIX JOKYMEHTOB.

Hekoropeie paboronarenu mnpeAnoYUTarOT pa3padoTaTh OTIENbHBIA  JOKYMEHT,
y'-II/ITI)IBaIOH_[I/Iﬁ BCC HIOAHCHI BEACHHUS JIMYHBIX ACII.

HezaBucumo or BbIOpaHHOW BaMu (GOPMBI NMPHU perijaMeHTaluu padoThl C JIMYHBIMH

JAc1aMun HCO6XO,Z[I/IMO YTOYHUTH:

1. KaTeropmm paboTHMKOB, Ha KOTOPbIX BEAYTCA NYHbIe Aena (byayT 3To BCe COTPYAHWUKM
OpraHun3aumMm Uau, Hanpumep, TObKO MEHEAMKEPbI BCEX 3BEHLEB YNpPaBieHNa);

2. cnocob GpopmMMPOBaAHUA IMYHbIX AEN;

3. COCTaB AOKYMEHTOB JINYHBIX AeN (B TOM YMC/ie C YKa3aHWEM Ha TO, KaKue LOKYMEHTbI
NOALWMBAIOTCA B OPUTMHANAX, @ KaKMe B KOMUSAX);

4. nepeyeHb /ML, OTBETCTBEHHbIX 33 BEAEHUE U XPaHEHWE INYHbIX Ae;

5. NOpPsAAOK BEAEHUA INYHBIX Aen;

6. NopsAAOK 03HAKOMIEHUA PabOTHMKOB C OKYMEHTAMMU, XPAHALLMMUCA B IMYHBIX 4eNaX;

7. NOPSAAOK XPaHEHWUA IMYHOTO AeNa Noc/e YBOJIbHeHUA paboTHUKA; 4PYryto
nHbopmaumio.

KHura (xypHai) yueTta JUYHBIX €1 MOXKET COJIEPKaTh CIEAYIOIINE CBEACHUS:



vk wN e

nopAAKOBbLIN HOMep Aena;

dbammnma, Ma, 0TYECTBO COTPYAHUKA;

JAaTa nepBoHayYanbHOro GopMMpPoBaHMUA AeNa;
JaTa nepefayun aena B apxus;

Apyrve cBeAeHUA no ycMmoTpeHuio pabotoaatens.

(DOpMI/IpOBaHI/IC U BCACHHUEC JIMYHBIX OCJI, KaK Mbl YK€ OTMCTHUIIN, OCYIICCTBIISICTCA B

COOTBETCTBUH C IIpaBWJIaMKW BCIACHUA OCIIOIPOMU3BOJACTBA, HeﬁCTBYIOHIHMH Y KOHKPETHOI'O

paboronarets.

[TepBoHAUaIBHO B JIMYHOE JIEJI0 TPYNIUPYIOTCS TOKYMEHTHI, O(hOpPMIISIONINE MPOIEeCcC

npueMa Ha pa60Ty, a BIIOCIICACTBHU - BCE OCHOBHBLIC JOKYMCHTEHI, KaCarOIIUCCsA pr,I[OBOfI

JCATCIIBHOCTH pa6OTHI/IKa.

KHHTA
YUeTa IHBIX Il COTPYIHHKOB OAO «CaTypH»

Home; CrpykrypHoe Hin e
P @.11.0. paborumnka JonxHOCTS paboTHHKA PYXTYP Jopuuponanna | mepegaun
Aeaa nojpasgenenne
nena jieTa B apxuB
1 2 3 4 5 6
05-15/110 | Cemeroga YneaHa 3amecmumens HOpuduveckul | 12.03.2012
Bukmoposra HayansHuka omoena | omden

OcobbiM noxkymentom B coctraBe JJIC saBasierca Jlmunoe neno. OHO 0OBIYHO

3aBOJUTCSA Ha pa6OTHI/IKa, IMMOCTYIIMBIICTO B OpraHu3aluio. I[OKYMGHTH B JIMYHBIX OC€JIaXx

pacmnojararorca 1Mmo MeEpe HUX TIOCTYIUICHUA H©W  CUCTEMATU3UPYIOTCA B CII GJIYIOIHeﬁ

OCJICA0OBATCIBbHOCTHU

1.

GoR W

BHYTPEHHASA ONWUCb AOKYMEHTOB, UMEIOLLMXCA B IMYHOM AeNE;
3anaBneHue o npueme Ha paboTy, HanpasaeHWe UNN NPeacTaBAEHUE;
AHKeTa (IMYHbIA INCTOK MO y4eTy Kaapos);

AsTobuMOrpadus;

JoKymeHTbl 06 06pa3oBaHMM U T.4.;

HOKyMeHTI)I B JIMYHBIX JCJIaX pacCriojiararoTcsd rnmo Mepe ux mnmoCTyIrJICHU.

®opMHUpPOBaHHE PACHOPAIAUTE]IbHOM [JOKYMEHTAUMH IO JIMYHOMY COCTaBy —

npukaspl. [Ipukassl mo TMYHOMY cocTaBy (POPMHUPYIOTCS B Jiefia B 3aBUCHUMOCTH OT CPOKOB MX

XPaHCHUA. HpI/I 9TOM CJICAYCT NMOMHHUTBH, YTO 3allpClIacTCsd TIpynirupoBatb B OIAHO HACIIO

JIOKYMEHTBHI C Pa3HBIMU CPOKAMH XPAHEHUSI.



B cootBercTBHM ¢ THITOBBIM IEpEYHEM NIPUKA3BI IO JIAYHOMY COCTAaBY UMEIOT 1B CPOKA
XpaHeHus: 75 neT u 5 jer.

K npuxa3zam, uMer0IuM 75-JIeTHUHH CPOK XPaHEHHUs, OTHOCATCH: IIPUKA3bl O IIPUEME,
YBOJIbHEHUH, NIEPEMELICHUH, IIPEMUPOBAHMUH, NOOLIPEHNUH, JUIMTEIBHBIX OTIIYCKax IO YXOAYy,
JUINTEIBHBIX KOMaHaupoBkax. K mnpuka3am, uMewmmMm S-JIeTHHH CPOK XpaHeHHUs,
OTHOCSITCSI: TIPHKA3bl O TPEAOCTABICHHHM OYEPEIHBIX M YYEOHBIX OTIIYCKOB, NEXKYpPCTBax,
B3BICKAHUAX, KPATKOCPOUHBIX KOMAaHIUPOBKaX.

[TpakTHKa HCIIOIB30BaHUSA JOKYMEHTOB IO JIMYHOMY COCTaBY IIOKa3bIBA€T, YTO IIPH
3HAYUTENbHBIX 00bEMax MPHUKA30B 10 JUYHOMY COCTaBy, UMEIOUIMX 75-JT€THUI CPOK XpaHEHUs,
nenecoobpasHee ux (HopMHUpPOBATH B Jieia MO BOMpOcaM JesTeNbHOCTH. Hampumep, oTaenbHO
rpyNIUpoBaTh B Jejla IpUKa3bl O IPUEME, YBOJIbHEHHH, MEPEMELIEHUN PaOOTHUKOB, TO €CTh
IIPUKa3bl, CBA3aHHBIE C HUX TPYAOBBIM CTaXeM, M OTACIBHO IPHUKa3bl O IPEMUPOBAHUM,
HOOILPEHNUU U T.J., TO €CTh IPHUKa3bl, B KOTOPBIX COJEPIKATCS CBEACHUS O 3apabOTHOM mJare.
[Tpu 3TOM B Ka)KJIOM JIeJie IPUKA3bl UMEIOT CBOIO CAMOCTOSITENIbHYIO BaJIOBYIO HyMEpALHIO.

[Tpukaspl, pacnopsyKeHUsT U JApPyrue paclopsiAUTEIbHbIE JOKYMEHThl MO JUYHOMY
coctaBy (hOpPMUPYIOTCS B Jiea B IpeJesiax OJHOI0 KaJeHJapHOro rojia B XpPOHOJOTMYECKOM
MOPSIZIKE U C OTHOCAIMMUCS K HUM IPUIIOKECHUSIMH.

B cootBerctBuu ¢ «lIpaBunmamu opraHu3anii XpaHEHHs, KOMIUIEKTOBaHUS, yuéTa M
MCIIOJIb30BaHUsl JOKYMEHTOB apXMBHOIO (DOHAA POCCUICKON (enepanivi U JPYTUX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBJICHHUS U
opraamzaiusax» ot 07.09.2015 r. pacnopsauTeNbHblE JOKYMEHTBI TPYNIUPYIOTCS B JA€ia IO
BUJaM, He JoIyckaeTrcss (opMHUpOBaThb B OAHO €O IMPHUKA3bl U PACHOPSHKEHUS] C €AMHOUN
Hymepanueil. To ecTb npuKkasbl, pacopsKEHUsI, YKa3aHUs TPYNIUPYIOTCS B CAMOCTOSTEIbHbBIE
Jierna co CBOeH Hymepalue.

JIniieBble cyeTa mo 3aDa6OTHOI7I IJ1aTc¢ COTpYAHHUKOB q)OpMI/IpyIOTCH B CaMOCTOATCIIbHBIC

JIeJ1a ¥ pacIoyiaratoTcsi B HUX 1o angaBuTy haMuinii.

JInyHbIe KAPTOYKK PAOOTHUKOB TakKe (HOPMHUPYIOTCS B Jiefia 1o andaBuTy GpaMuiImii.

[To wucredyeHnu oOAHOrO Trofa ToOCie 3aBepuieHUs (OPMHUPOBaHMA J€d B
JIeNIOTIPOU3BOICTBE MPOBOAMUTCS paboTa MO MX MOATOTOBKE K Mepefaye Ha XpaHEHHE B apXUB
yupexaenus. B coorBercTBum ¢ [IpaBunamu opraHu3aniy XpaHeHUs, KOMIUIEKTOBAHHS, yI€Ta U
UCTIOJIB30BaHUST IOKYMEHTOB apXHBHOTO (OHIA POCCHICKOHN (emepanyivi U APYrux apXHUBHBIX
JIOKYMEHTOB B F'OCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIPaBJIECHHS U OpraHU3aIUsIX
or 07.09.2015 r. B apXxuB NOCTYNarOT IOKYMEHTHI, B TOM YHCJIE IO JIMYHOMY COCTaBYy, HE
HO3HEE YeM Yepe3 TPH ToJ1a IMocie 3aBepUICHUs UX (JOpMUPOBAHUS B ICTONPON3BOJICTBE.

Odopmienue aen Mo JUYHOMY COCTaBY IPEACTaBISET COOOM KOMILIEKC pabdoT Mo HX

TEXHUYECKON 00pabOTKe BKIIFOYAIONIUHN: MOAIIMBKY (TIEpEIIeT) Ae, HyMEepaluio JIMCTOB Jena,



COCTaBJICHHE 3aBEpUTEIHHONW HAJIMWCH, COCTABJICHHWE, B HEOOXOAMMBIX CIIydasx, BHYTpPEHHEU
OTIHMCH JJOKYMEHTOB Jiej1a, 0(OpMIICHHE OOJIOKKH JIea.

Jlena mommmBaroTcs B 4 TPOKOIa B TBEPAYID OONOXKKY, M3 Jela YIAISIOTCS BCE
MOCTOPOHHHUE MpeIMEeThl (CKPENKH, 3aKiIagku U ap.). HeBocTpeOoBaHHBIEC JIMYHBIE TOKYMEHTHI
(arrecTarhl, AWUIIOMbI) BKJIAABIBAIOTCS B KOHBEPT M MOJIIMBAIOTCS B Jeno. B koHie nena
MOJIINBACTCSI YHUCTHIA JIUCT WM ONaHK (OPMbI 3aBEPUTEIHLHOW HAAMUCH. B HE0OXOIUMBIX
CIy4asXx B Hadaje Jella MOAIIMBAcTCS OJAaHK BHYTPEHHEW OMUCH JOKYMEHTOB, T
MEPEYUCIIAIOTCS BUIbI IOKYMEHTOB U CTPAHUIIbI, HA KOTOPBIX HaXOSATCS TOKYMEHTBHI.

Bce nucthl nena, kxpome OnaHkKa JMCTOB BHYTPEHHEW ONMUCH W JIUCTA 3aBEPUTEILHOM
HAMKUCH, HYMEPYIOTCS B Pa3BEpHYTOM BHJEC B IMPABOM BEPXHEM YIIy MPOCTHIM (YEPHBIM)
KapaHjamoM win TadymsitopoM. [logmmTeie B €70 KOHBEPTHI TaK e HyMEpPYIOTCsS (CHavaa
KOHBEPT, TOTOM 10 MOPSAIKY BCE BKIIOUCHHUS).

3aBepuTeNnbHAs HAAMKUCHh COCTABISETCS TOJBKO HA OTICIBHOM JIUCTE-3aBEPUTENE IO
yCTaHOBJICHHOM (opme. 3ampemiaercs BHIHOCHUTh €€ Ha 000pOT MOCJIEIHEro JOKyMEHTa WU
00m0xkKky nema. OHa BKJIIOYAET CBEACHHUS O KOJIMYSCTBEHHBIX IMapaMeTpax Jelna W HX
O0COOCHHOCTSIX (JIUTEPHI, IPOMYIIEHHBIE JIUCTHI, TUCTHI C 000POTOM, KOHBEPTHI).

BHyTpeHHss onuCh COCTaBISETCS IS JIMYHBIX Je]l U COJIEPKUT CBEJCHUS O MOPSAKOBBIX
HOMEpaxX JIOKYMEHTOB B HEH, WX HWHJEKCax, JaTax, 3arojloBKaX M HOMepaxX JIMCTOB jJejia, Ha
KOTOPBIX PACIIOJIOKECHBI 3T JOKYMEHTHI.

K BHYTpeHHEl OMUCH COCTABISETCS UTOTOBAs 3alKCh, B KOTOPOH YKa3bIBaeTCs uppamu
U TIPOIHUCHI0 KOJIMYECTBO BKIIOYCHHBIX B HEE JIOKYMEHTOB U KOJIWYECTBO JIUCTOB BHYTPEHHEH
onvcH. BHYTpeHHSIS OMKCH MOANKMCHIBACTCS €€ COCTABUTENIEM C YKa3aHHEM JODKHOCTH M JIaThl
COCTaBJICHUSI.

[Tpu u3MeHeHHnu cocTaBa JOKYMEHTOB JieNa (M3bsITHH, BKIIOUEHUH TOKYMEHTOB, 3aMEHE
UX KOIMHUSMHU) OHU oTpaxkatorcs B rpade «[Ipumedanue» co CHOCKOW Ha HOMEpa BHYTpEHHEH
onucu. MoeT OBITh COCTaBJIeHA M 0CO0ast OMHUCh ITUX U3MECHEHHIA.

O06110kKa J1en1a 1o JINYHOMY COCTaBy COJAEPIKUT CIIEeNYIOIINE PEKBU3UTHI:

. HaMMeHOBaHMe opraHM3aunmn, NOAYUMHEHHOCTb, HAMMEHOBAHWE CTPYKTYPHOTO
nogpasgeneHus;

o WHAEKC Aena;

. apPXUBHbIN WNdp Aena;

o 3aros0BOK Aena;

o KpaliHue aaTbl Aena;

o KOJIMYECTBO /IUCTOB A€eNa;

o CPOK XpaHeHus agena.

HpI/I OTOM HAWMMCHOBAHHUC OpraHu3ali YKa3bIBACTCA IIOJIHOCTBIO, B MMCHHTCIBHOM
nagcxe, ¢ yKa3aHUEM IIOJIHOI'O HAMMCEHOBAHHUA OpPraHu3aluu, KOTOpOfI OHAa HEMOCPEACTBCHHO

INOAYMHCHA, TaK X€ B HMMCHHUTCIIbHOM IIaJCKC. Ecan cama opraHu3alnysa WKW BbIHICCTOAIIAsA



opraHu3anusa UMCHOT 0(1)I/II_II/I3J'IBHO IMPUHATOC COKpalllCHUEC HAUMCHOBAHHU, TO OHU YKa3bIBaIOTCA

B CKOOKaX I10CJIE ITOJIHOTO HAMMCHOBAHMSI.

Kog roc. apxvea
Kon opraHddaain

6 NI

QUZ =N LD

SN D

{HaweHoRaHIE ADXHBHONG YupEXeHHR)

OBGUIECTRO C OrPAHWHEHHON OTBETCTREHHOCTEIO
TEXHOTKAHbL TEKCTWIL

ByxranTepua
{HaueHoBaHne Oprannaaymn H CTRYRTYPHOMD NOGDaI0anaHid)

OEJTO Ne_ 9 TOM Ne_1_

Ha4arto 01.01.2000
Okongene 31,12 2000

{Kpaiinwe gate)
. Mo 1 Ha _ 248 nucTax
e XpawwTe 75 net
On, Me 2nfc
O Neg

JlndHoe nesno mpenacTaBisieT coO0ON COBOKYIHOCTh IOKYMEHTOB, COJAEPIKAINX CBEICHUS
0 paboTHuke. Bce TOKyMEHTHI, OTHOCSIIUECS K JMYHOMY J€ly, [0 Mepe IMOCTYIUICHUS
MOJIIINBAIOTCS B NANKY-CKOPOCIINBATEb.

JIlnuHble AenIa MOTYT 3aBOJUTHCS HAa BCEX pPAOOTHHKOB OpPraHU3aIlUM, OJHAKO, TIIaBHBIM
00pa3oM, — Ha PYKOBOJSIIUN COCTaB U BEAYIIMX CIEIHUATUCTOB. [[1s1 oCcTanbHBIX paOOTHUKOB,
KaK MPaBUJIO, OTPAaHUYUBAIOTCS 0(OpMIICHHEM JIMYHON KapTouku 1o ¢popme Ne T-2.



B cocraB nuyHOTO AcJIa BXOOAT CICAYIONC NOKYMCHTBI:

. BHYTPEHHSAA ONUCb SOKYMEHTOB, NOAWMUTbIX B IMYHOM AeNe;
. pestome;

o aBTobuorpadus;

. aHKeTa UM IMYHBIN INCTOK MO y4YeTy Kaapos;

. KONuW JOKYMeHTOB 06 06pasoBaHuy;

. XapaKTEPUCTUKM Ha PaBOTHUKA;

. TPYA0BOW A0roBOp (MOKET BXOAMTb B COCTAB IMYHOTO AENA UM XPaHUTLCA OTAE/IbHO);
. KOMWW NPMKA30B O Ha3HaYeHUN, NePEMELLLEHNN, YBOSIbHEHWUMU;

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

. KOMuA CTPaxoBOro CBUAETENbCTBA rOCyAaPCTBEHHOMO NEHCMOHHOIO CTPaxoBaHus;

o OOMNOJIHEHUSA K aHKETEe MU IMYHOMY JIUCTKY MO y4YeTy Kagpos;

o pa3/inyHbIe CMPABKM, OTHOCALMECA K AaHHOMY paboTHMKY (Kpome cnpaBoK C MecTa

YKUTENbCTBA, O COCTOAHWUM 34,0POBbA U APYrUX AOKYMEHTOB BTOPOCTENEHHOTO 3HAYeHUA, KOTopble
rPYNNUpPYIOTCA OTAE/NbHO).

[Ipy HanMuMM XapaKTEPUCTHKU C MPOIUIOro Mecrta padoThl U PEKOMEHIATEIbHOTO
IUCbMa, MPEJICTaBICHHBIX NPU MOCTYIUIEHMM Ha paboTy, OHU TaKXe MOJIIMBAIOTCS B JIMYHOE
Jieno paboTHHUKA.

JIluunble nena paOOTHUKOB PErMCTPUPYIOTCS B CHELMAIBHOM KypHaie, XpaHATCS B
ceiie 1 BBLAAIOTCS BO BPEMEHHOE I10JIb30BAaHUE TOJIBKO ONPEAEIEHHBIM JOKHOCTHBIM JIMLIAM.
3anucyu ¥ U3MEHEHHUs B JINYHbIE JIeJ1a BHOCATCS JIMIIAMHU, OTBETCTBEHHBIMH 3a UX BEJCHHUE.

JInuHble fenna yBOJIEHHBIX WM yMEpPUIMX PAaOOTHUKOB JOJKHBI MEpeAaBaThCsl B apXUB U
XpaHUTHCS 75 JeT.

JInuHoe n€no BKJIIOYAET JOKYMEHTHI, OTpa)kalollue CBEACHUS O pPabOTHUKE U €ro
TPYAOBOH JeSATEeIbHOCTH, JIU00 0 cTyneHTe U ero odyyenuu B BY3e. Kak npasuiio, 1uuHoe aeno
dopmupyeTcsl B TEUSHHE UTUTEIBHOTO TIepro/ia BpeMeHH (Bce BpeMs paOboThl Wi yueObr). OHu
BXOJAIT B COCTaB JOKYMEHTOB I10 JINYHOMY COCTaBY.

B Hacrosimee Bpemsi JHMuUHBIE Jiela Ha paOOTHUKOB B 00s3aTEIbHOM TIOpSIKE B
cootBeTcTBUU ¢ YkazoM [lpesunmenta P® ot 30.05.2005 Ne 609 nomkHbl OBITH 3aBEEHBI B
rOCy/IapCTBEHHBIX (MYHHUIMMAIbHBIX) OpraHax BiacTh. g Apyrux cdep AESITETbHOCTH B
HOPMATHUBHBIX JOKYMEHTAaX HET YINOMHMHaHUS 00 OO0sA3aHHOCTU BEJCHHUS JIMYHBIX JIEN.
dakTrudecku /7151 OOJIBIINHCTBA OPraHU3alUN ATO CTAHOBUTCS AE€JIOM JOOPOBOIBHBIM.

Tem He MeHee, NpaKkTUKa IIOKa3bIBaeT, YTO (OPMHPOBAHWE U CBOEBPEMEHHOE
KOMIUIEKTOBAHHUE JIMYHOTO Jiejla Ha pabOTHUMKA HPUHOCUT MHOTO Moib3bl. Ilockonbky Bce
CBE/IEHUSI O PaOOTHUKE CKOHIEHTPUPOBAHBI U YMOPSAJOYEHBI B €IMHOM MecTe (CHOCOOCTBYET
Jy4lled COXpaHHOCTU JTOKYMEHTOB) U K HUM OO€CIeueH ONEepPaTUBHBIN JAOCTYI (COCOOCTBYET
OBICTpOMY MTOMCKY MH(OPMALIUH 110 3a1pocy).

CocraB IOKYMEHTOB JIMYHOTO Jieja pabOTHUKA:

. 3aABaeHue o npueme Ha pabory;

. TPpyAoBOe cornallueHne (KOHTPaKT), AONONHUTE IbHbIE COrNaLleHUs;

. JINYHBIA INCTOK MO YYETY KaApOoB U AOMNOIHEHUE K HEMY;

. aHkeTa (aBTObMOrpadus);

. OOKYMeHTbl 06 ob6pasoBaHMK (Konuu);

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

MoryT 6bITb BbIMUCKKN U3 NPOTOKO/10B yqpep,MTeneVl, AdKLMOHEPOB, Y4YEHbIX COBETOB, AOKYMEHTbI
KOHKYPCHDbIX KOMMCCI/IVI, pe3yaibTaTbl TECTUPOBAHUA,

. pekomeHaaTeNbHble MMCbMa MU XapaKTePUCTUKK;
. OOIKHOCTHbIE MHCTPYKLMU (pernameHThbl);

. aTTecTauMOHHbIe INCTbI, OT3bIBbI, NPEACTaBAEHUS;

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

. 3aABAEHUA U NPUKa3bl (KONUK UK BbIMUCKM) O NepeBode Ha APYryto A0MKHOCTb,

npeacTaBieHus, CNPaBKN-06bEKTUBKY;
. AOKYMEHTbI O HarpaXKAeHNN, HaNoXKEeHUM B3bICKaHUI (Konuu);



. CBeAEHMUA 0 A0X0AaX, UMYLLLECTBE U CNPABKM NPOBEPKN NOMHOTbI U AOCTOBEPHOCTH
AaHHbIX cBeAeHMI (418 rocyAapCTBEHHON AN MyHUUMMNANbHOMN CAYK6bl);

. HeBOCTpeboBaHHbIe AOKYMEHTbI (CBUAETENbCTBA, AUMNIOMbI, TPYAOBbIE KHUMXKA U T.M.);
. 3anB/IeHMA U NPUKasbl (KONUM UK BbINUCKK) 06 YBONIbHEHMU, NepeBoae U T.4.;
o WHble IOKYMEHTbI B C/lydae HeobX0AMMOCTH, B YaCTHOCTM A/1A FOCYAapPCTBEHHOM

cnyx6bl — nogpobHee nocmoTpuTe YKas lMNpesngeHTta PO.

dopmMupoBaHUE JUYHBIX eI PAOOTHUKOB. PYKOBOJICTBYIOTCS XPOHOJOTHYECKUM
MPUHITUIIOM, T.€. JOKYMEHTHI B JINYHOE JIeJI0 pAaOOTHHKA MOMEIIAIOTCS M0 MEPE UX IOSBIICHHS.
[Tocne yBonbHEHHS paOOTHUKA JIMYHOE ACNO CYMTACTCS 3aKOHYCHHBIM JICJIOMPOU3BOJICTBOM U
FOTOBUTCS K mepenade B apxuB. [Ipu 3ToM zaena rocciayxanux nepenarTcs B apxuB nocie 10
JeT XpaHEHUs B KaJpoBOW ciyx0Oe (HOpMaTHBHOE TpeOOBaHHE, TMOCKOJBKY IPHU IEPEBOJIC
rpakAaHCKOTO CIY>XKaIero B APYroil rocy1apCTBEHHBINA OpraH €ro JIMYHOE MECTO NepeaaeTcs Mo
HOBOMY MeCTy pPabOThl), OCTaIbHBIX PAOOTHUKOB — JKEIATENhHO HE MO3qHEEe 3-X JIeT IMOCIe
3aBEPIIECHUS UX JEJIOMPOU3BOJICTBOM.

BBuay BaXKHOCTH JTOKYMEHTOB, COCTAaBJSIOIIUX JUYHOE J€10, TPEOYyeTcs COCTaBIISITH
BHYTPEHHIOIO OMKCH M0 OMpPEEICHHON Qopme, IpU STOM OHA BCErjaa HyMepyeTcsl OTJEIbHO OT
OCTAJIBHBIX JOKYMEHTOB JENA.

BHYTPEHHAA OITHCDH
AOKYMEHTOB /1. Xp. N _ 05-15/110

Ne S Rara JaroToB oK JOKYMeNTA SOy, Tpistevaume
AOKYyMONTA AOKyMenTa mRCTom a¢1a
1 2 3 4 5 3
1 Hononsiesiue K AUSHOMY AUCMKY NO ysemy !
xadpoe
2 19032012 | Jluuneal AUCMOK no ywermy Kadpoe 2-3
3 19.03.2012 | Aemobuoepadus 4
4 | ON827527 | 26.06.2001 | Konus dunnoma 5
5 10/12-mad 19.03.2012 | Tpydosou doeoeop 6~11
6 45-x 19.03.2012 | Konus npuxasa o npuese wa pabomy 12
Htoro ROKYMEHTOB.
(omjpann 3 op oam e |
KOnuuecTeo mucToB BH)’T]WHIIQR OIHCH
v nop )
MucnexTop Wupoxoea T.IO. llinpokopa
(zcoom.a) (paces pposia aumrain)

19.03.2012

[IpuBeneM npumep BHYTPEHHEH ONMCH Jiela, COAEPKALIEro NPHKa3bl MO JUYHOMY

COCTaBy.



BHYTPEHHAA OITUCH
AOKYMEHTOB €. Xp. N0 04-03
Hupexc Hara Howmep
Ne 3aronoBox AOKyMenTa Ipusenanne
JAOKYMCHTA | JOKYMCHTA ANCTORB ¢A. XP. P
1 2 3 B 5 6
1 Ix 10.01.2007 | O npueme xa pabomy Xsopocmenxo K0. 1. ]
2 2 12.01.2007 | O npuese na patomy Havinoa I'E 2
97 97 02082007 | O6 ysosvwenuu Kopobxo M. A. 97 Konus. Modrurnux
ympanes (axm
06 ympame
om 0209.2007)
184 184x 26.122007 | 06 ynorvsersu Edpesonoit A. A. 184
185 185k 27.12.2007 | O npueme xa patomy Kopocmwaeson E Q. 185
Hroro 185 (cmo Bocemuoecam nams) JNOKYMEHTOB.
TP & RPOaI.0]
KOMMuecTBO IMCTOB BHYTPEHHER OMMCH 3 (mpu)
TNGPIANN X BPOGHCLO)
MHCTeKTOp 110 KaapaM dedoposa I.I. ®enoposa

12.02.2011

BosBpamasice k mpaBuwiam opopMIIEHHSI JIMYHOTO Jiesia, OTMETHM, YTO 3aTeM B IpoIecce
MOJATOTOBKA K AapXMBHOMY XpaHEHHWIO 3aBEPIICHHOTO JIMYHOTO JieJa KOJIUYECTBO JIMCTOB
BHYTpPEHHEH OIMUCH OTMEYAETCS B JINCTE-3aBepuTee (IOCMOTpUTE 00paser).



JHUCT-ZABEPHTENE OEJA W 05-04
B meme mogInHTO H OpO0HYMepoEaHo 127 (CT0 OEAmUaThk CEME) MHCOTOE,

E TOM SHCIE!
NHTEpPHEIE HOMEpA JHCTOE 26 &,
[pOOVIIEHHEIE HOMERa THCTOR 42, 101
+ IHCTOR BEHVTREHHEH ONHCH 3

OcofeHHOCTH DHHEECKOT 0 COCTOAMHA Homepa
H QOpMHp OEAHHA OENa JIHCTOE
| 2

HepasbopuHERIE TEKCT >4
CrnefiKa s O JHCTOE a4
PaspeE 4 cknefika nHcTa 7
CeKpeTapE F A, KypournHa
25 11.2010

Ha xaxxnoro corpyaHuka (GOpMHUpPYETCs caMOCTOSTeNIbHOE JMYHOe neno. Jlomyckaercs
3aTeM B Ipoliecce MOATOTOBKH K apXMBHOMY XPAaHEHHUIO TPYNIUPOBATH JIMYHBIC JIefla B TaK
Ha3bIBa€MbIC HAPS/IbI, T.C. MPOIIUTH UX B 00IeM aene (0cOOeHHO pU HEOOJBIIOM KOJIUYECTBE
00pa3yromuxcsi TUYHBIX €T B Toa). B 3ToM cinyyae BO BHYTpeHHEH ONMUCH JOKYMEHTOB fela
JIOJDKHA COJIEpKaThCsl MH(POPMALMIO C TIEPEYHEM BKIIOUYEHHBIX B HUX JUYHBIX nen (OPUO
pabOTHMKOB M HOMEpa IJIMCTOB KaXJIOTo [eia, 4YTOObI OOJIETYHUTh €ro HCIOJb30BAaHHE B
JAJIbHENIIEM).

Ho Bce-Taku 3areM He oueHb OyAeT ymOOHO HCHOIB30BaTh TaKoe «0OIIee» Jeno.
[TosTOMy 1enecooOpa3Hee MPOIMBATH Jefla KaK CaMOCTOsITeNIbHBIe eMHUIIBI XpaHeHus. Ho Ha
KKIOr0 TPAKIAHCKOTO CIYKalIero JOHKHO OBITh 3aBEJICHO TONBKO OTIENbHOE HeNo (3TO
HOpPMAaTHBHOE TpeOOBaHUE).

Odopmnenne nuyHOro nena. B mpoiecce odopmieHus cheayromas uHboOpMaus
JIOJDKHA B 00s3aTEIbHOM TIOpSJIKE OBITh OTpakeHa Ha OO0JIOKKe JMYHOTO Jena (oOpasern
MIPUBOJIUTCS 1O CCBUIKE):

. 3aro/I0OBKOM JIMYHOTO Aena byaet ykasaHue Gdamuamm, MMEHM U OTYECTBA KOHKPETHOro
PaboTHMKA B UMEHUTE/IbHOM MaAeKe;
o B AOKYMEHTax Aesla MoryT bbiTb BapuMaHTbl HanucaHWsa GaMuUIMKn, UMEHU UAN OTYECTBA

paboTHMKa. B 3TOM c/lyuae OHM A0NKHbI 6bITb 3adUKCMPOBaHbI B 3aro/I0BKe JIMYHOro Aena (06bl4HO B
cKobkax). Hanpumep:

Axmeposa Aticny Hacumosna (Anna Hukonaesna)

Cyxopyuko (Kanununa) Bepa Onezcosna

. B ciyyae GopMMpoBaHMA B 0OLLEM [efie B HaMMeHOBaHMe 3arofioBka ao6asnatoTcs
BYKBbI, C KOTOPbIX HAYMHAKOTCA pamMUANM PABOTHUKOB, YbM INYHbIE AE/1a BK/IKOUYEHDI B AaHHbIN TOM:

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

To oce, «Iln-«A»

. COrNacHO HOPMaTMBHbLIM aKTam KpalHWe AaTbl C/lefyeT NPOCTaBAATb TaKMe e KaK B
NpuKasax o MOCTYMN/JeHUU M YBOJIbHEHUM C PaboTbl, B HEKOTOPbIX OpraHM3auuMax KpalHue aaTbl
onpeaensAloT COrNacHo Aatam NOCTyNAeHWUsA U yBOJbHEHUA ¢ paboTbl (NOC/eAHMI BapuaHT BCE-TaKMU He
COBCEM NpPaBUbHbIN);

. B IMYHOM Aenie MoryT ObITb AOKYMEHTbI, AaTUpyeMble 6osiee paHHen AaTon, Yem Aata
npuKasa o npueme Ha paboTy (Tem He MeHee, 3TO He MPUHMMAETCA BO BHUMaHMe Npu onpeaeneHum
KpanHMX 4aT IMYHOro gena paboTHUKa);



. CPOK XpaHeHUs AW4YHbIX Aen paboTtHukos — 75 net IMK, pykoBoauTenei — Boobuie
NOCTOSAAHHO COrflacHo cT. 656 Tunosoro nepeyHa — 2010 roaa (Npu obopmneHUn aena ANA apXMBHOTO
XpaHeHnA HOMep CTaTbM HEe NepeHOCUTCA Ha O6I'IO)KKy, YKa3blBalOT TOJIbKO CPOK XpaHeHWUA NNYHOro
[lena), OH He 3aBUCUT OT BO3pacTa paboTHMKA U HAYMHAET OTCUUTBLIBATLCA C MOMEHTA Er0 YBO/IbHEHUS;

. BaXKHO 3adUKCUPOBATL KOIMYECTBO JIUCTOB AENa.

Wrtak, mepeuucieHbl OCHOBHBIE BKJIIOUYAa€MbIE€ JIOKYMEHTHI B COCTaB JIMYHOIO JIefa,
paccMOTpeHbl HamOojee BaxkHble TpeOoBaHUS K (HOPMHUPOBAHMIO, XPAHEHHUIO JMYHOTO Jelia
paboTHUKA ¥ 0OOPMIICHUIO OOIOKKH.

IIpuka3pl 10 JTHYHOMY COCTABY I'PYNIHMPYIOTCH B OTAEJbHOE A€JI0, TP 3TOM HUMEIOT
CBOIO COOCTBEHHYIO HyMepaIuio (OTIMYHYIO OT MPUKA30B [0 OCHOBHOM JIeATeIhbHOCTH ). BHYTpH
Jiena IOKYMEHTBI CUCTEMATU3UPYIOTCA 110 XPOHOJIOTUH UX CO3JaHUs.

Hekotopsie Buabl NpHKA30B 1O JIMYHOMY COCTaBy HPHUHATO H3JaBaTh IO
yHUPUIIMPOBaHHOM (hopme. B 3ToM ciiydae HEOOXOMMO MPOCTO 3aMOJIHUTh COOTBETCTBYIOIINE
rpadpl. OcCTallbHBIE COCTaBISIOTCS B CBOOOAHOW (opme, B TO Ke BpeMs HEOOXOIUMO
NPUIEPKUBATBCA  OMpENeNeHHbIX TpeboBaHuid. B chmyuae cocraBineHuss TmpHKaza M0
HEeYHU(DUIIMPOBAHHON (OpME TPHUMEHSIOT T€ K€ PEKOMEHJAIHMH, YTO W I COCTaBICHUS
MIPUKa3a 10 OCHOBHOM JEATEIbHOCTH.

dopMUpoOBaHKE NMPUKA30B M0 JTUIYHOMY cOCTaBy. [IpuKas3sl M0 JIMYHOMY COCTaBY CIEIyeT
CPYIIIHAPOBATH B JieJla HA OCHOBAaHUU CPOKOB UX XPAHEHUs, IIPU ITOM HE JIOIYCKAETCsl IOMENATh
BMeCTE (B OJHO J€JIO) JOKYMEHTHI JOJTOBPEMEHHOro XpaHeHus (T.e. > 10 JieT) u BpeMEeHHBIX
cpokoB < 10 ner. Hanpumep, npukassl 0 npueMe, yBOJIbHEHUH U JIp. CO CPOKOM XpaHEHHUs 75 JieT
JIOJDKHBI OBITh TOMEIIEHBI OTJEIBHO OT MPUKA30B 00 €XKETOAHBIX OTIYCKaX, KOMaHIMPOBKAX,
KOTOpbIE XPaHATCS 5 JIeT.

[Ipu 3TOM MpuUKa3bl C OJUHAKOBBIM CPOKOM XPaHEHUs JOMYCKAETCs ISl O0JerYeHus ux
noucka B JanbHeWmeM (0cOOEHHO TpH OONBIIOM JOKYMEHTOOOOPOTE) AOMOIHUTEIBHO
NMOApa3AeNATh Ha OTAeNbHbIe Aena. Hampumep, mpukassl 00 €XKEroJHBIX OTIYCKax MOTYT
COCTaBJISITh CAMOCTOSITENILHOE JIeJI0, O KOMAaHJAMPOBKAX — JIPYyroe, XOTs BCE OHU HMEIOT
MATUJIETHUN CPOK XpaHEHUS.

Xouy elie pa3 HAMOMHUTB, YTO KaXKI0€ CAMOCTOSTENBHOE JIENI0 JOHKHO OBITH BHECEHO B
HOMEHKJIATYpYy JIeJl OpraHu3aIliH.

[Ipy HamMuuu TPUITOKEHUS K MpHUKa3zy OHM (OPMHUPYIOTCS BMECTE — CHayala MpHUKas,
3aTeM MPUIIOKECHHE.

B T0 e Bpemsi 0OCHOBaHUS K IIPUKA3aM [0 JIUYHOMY COCTaBYy MOMEIIAIOTCA OTIEIbHO OT
HUX. B KauecTBe OCHOBaHUS K MPUKa3aM MOTYT BBICTYIIATh:

1. NWYHble 3aABNeHUA PabOTHUKOB,

[OKNaAHbIE U CyKeBHbIE 3aMUCKK,
npeAcTaBieHNS,

aKThl,

cnyebHble NMCbMa APYrMX OpraHn3aLmi,
KOMWU JINYHBIX AOKYMEHTOB U Ap.

KaK MIPaBUJIO, €CIIA B TEKYIIEM JIEJIOMPOU3BOJICTBE COBMECTHO (hOPMHUPOBAIIN MPUKA3HI U
OCHOBaHHUSI K HHUM, TO B IMpOIECCE NOATOTOBKU [JIsi AapXMBHOTO XpAHEHHsS Takue jena
nepeopMHUPOBBIBAIOT AJIs UX paszjaeneHus. OCHOBaHUS K IMpHUKa3aM CO CPOKOM XpaHeHHs 75 JeT
(Hampumep, 3asBlieHHE pPaOOTHMKA O TpUeMe, MNepeMelIeHMH H T.O.) OOBIYHO BXOMIST B
COOTBETCTBYIOIIEE JIMYHOE JIeTI0 pAOOTHHKA.

OcHoBaHMS XK€ K TPUKA30M C HEOONBIIUMH CpPOKaMHU XpaHEHUs (Hampumep, 5 jer)
JormyckaeTcsi GOpMHUPOBATH OTJAEIHHO OT HUX, JIJISl YETO B HOMEHKIIATYPE MOXHO MPETyCMOTPETh
JIeJI0 ¢ TPUMEPHBIM 3arojoBKOM: «J/{OKyMEHTBHI, HE BOIIEIIME B COCTAaB JUYHBIX Jen (U
00s13aTeIFHO MEPEYUCIISIIOT B CKOOKaX OCHOBHBIE UX PA3HOBUTHOCTH ).

[Ipu bopmupoBanuu 1€ HEOOXOAUMO MPOBEPATH MPABUIBLHOCTH ODOPMIICHUS: HATUYHE
MONMUCH, BHU3, JAaTbl M HOMepa mpukaza. HegoodopmieHHble NpHUKa3bl HE JOIYCKAETCs
MOJIINUBATH B JeJa.

B Tekymem nenonmpou3BOACTBE OO0JIOKKA Jeia C MpUKa3aMU MO JUYHOMY COCTaBY
oopmIIsIeTCS aHAJIOTUYHO TPUBEIEHHOMY 00pasiy (CM. MO CCBUIKE, YTOOBI B ITOW CTaThe HE

ou e wN



MOBTOPATHCS). 37eCb yMECTHO OyJIeT MpOCTO YKa3aTh HEKOTOpbIE MPUMEPHI 3arojOBKOB:
«IIpukaser aupektopa OO0 «KombacHUK» MO JUYHOMY COCTaBy (TIpHEM, IepeMelieHue,
yBoJibHeHuE)» WK «lIpukasel Ne 1-42 pykoBoauTENS O IPEMUPOBAHUN COTPYIHUKOBY.

XpaHeHHe MpPHKA30B IO JIMYHOMY cocTaBy. [lyig ompeneneHus CpPOKOB XpaHEHUs
IIPUKA30B IOJIB3YIOTCS ACUCTBYIOIIUM THIIOBBIM IIEPEUYHEM JOKYMEHTOB. Ha ceroqHsaImHui 1eHb
MOCJIEHUN TUITIOBOM niepedeHb cocTariieH B 2010 roay.

OOpamaem BHMMaHue Ha craThio 19 0 u mpumeuanwe 2 K HEH yKa3aHHOTO BBIIIE
TUIIOBOT'O TIEpEUHs — AJIS ONPENIEIeHUs XpPaHEHUs Pa3INYHbIX KaTeropuid MPUKa30B M0 JUYHOMY
COCTaBY; Ha CTaThl0 665 — OCHOBaHUs K ITPUKAa3aM, HE BOLIEILINE B INYHOE JEJI0, XPaHSAT 5 JIET.

Kak BuauM, HEKOTOpbIE IPUKa3bl 110 JMYHOMY COCTaBY MOTYT XpaHMTbCS 5 jer: o0
OUepeAHbIX M  Y4eOHBIX OTHYCKaX, O JEXKYPCTBaX, B3bICKAHMAX, KPATKOCPOUHBIX
KOMaHIUPOBKaX.

3HauuTeNbHAS YacTh NPUKA30B MMEIOT JIUTENbHBIN (75 1€T) Cpok XpaHEHHs, B TOM
yuciae O JOJITOCPOYHBIX KOMaHAMpPOBKAaxX, OO0 U3MeHeHMHu ¢(aMmwinu, 00 MCIOIHEHUH
00s13aHHOCTEH, O TMOOIIPCHUH, HATPaKICHUH, IMOBBINICHUN KBATH(DHUKAIIUN, aTTECTAUH, 00
OTITycKax 0e3 colep aHus U T.1.

Taxxe nus omnpeneneHuss CPOKOB MOKHO MCIOJNb30BaThb BEJAOMCTBEHHBIE IE€PEUHU
JIOKYMEHTOB, €CJIH OHHM COCTaBJEHbI I OpraHu3anuu Bamedl chepbl aestenbHocTH. OHHU
Han0oJIee TOTHO OTPAXKAIOT MHOTO00pazne 00pa3yIoMIMXCs JOKYMEHTOB OpraHU3allH, TIOATOMY
IpY HAJIMYUU TAaKOBBIX MMEHHO UX CJI€JyeT UCIOJb30BaTh B IEPBYIO OUEpeb JUIsl IPOBEACHUS
AKCIEPTU3BI HEHHOCTU JOKYMEHTOB.

JIONroBpEMEHHOr0 XpaHeHHsl IpHKa3bl MO JUYHOMY cocTaBy (75 uner) Tpebyercs
nepeaatb B apXWMB OpraHW3anuu (MO CChUIKE NpUBEACHAa WHGpOpMamus, KaK 3TO CHEeNaTh
npaBuibHO). OHU BKJIIOYAIOTCS B ONMUCH J€J IO JMYHOMY cocTaBy. Ha ocTanbHblEe MpUKa3bl
1I0CJI€ MCTEUCHHSI CPOKOB MX XPAHEHHUS MOXKHO COCTAaBUTH IO YCTaHOBIIEHHOW (opme akT o0
YHUYTOKEHUU TOKYMEHTOB (00pasel 1o CChUIKE IMpuBeJeH). JIOKyMEHThl B OpraHH3aLUH, KakK
MIPABUJIO, YHUYTOXAKOTCS LIEHTPAIIM30BAaHHO, IIO3TOMY MX BKIIIOYAIOT B CBOJHBIN aKT C APYTUMU
JIOKyMEHTaMU BCEX MOAPA3AEIICHNN OpraHu3aliHy.

PA3JEJ 3. OIIMCAHHME, IIOUCK MU MHCIIOJIb3OBAHUE APXHUBOB IIO
JINYHOMY COCTABY

Tema 1. Hayuno-cnpagounwiit annapam K apxuéam no audynomy cocmagy. Onucev oen no
JAUYHOMY cOCmAgy

CocrapiieHHe OIIUCH JeJI JOKYMEHTOB 110 JJUYHOMY COCTABY

OCHOBHBIM APXUBHBIM CIIPAaBOYHHUKOM JOKYMCHTOB IIO JIMYHOMY COCTABY BBICTYIIACT
apxuBHas onuch. JlokymenTsl o JIC popMHUpYIOTCS B OTAENBHYIO TPYIILY, CHCTEMATU3UPYIOTCS
000COOJIEHHO M BKJIFOYAIOTCSI B CAMOCTOSITEIbHYIO OITUCH.

Onucek e o JMYHOMY COCTABY — YUETHBIM JOKYMEHT, KOTOPBIM COAEPKUT NEPEUYEHb
JIOKYMEHTOB JI€JI TI0 JIMYHOMY COCTaBY C YKa3aHHEM MHJIEKCOB, Ha3BaHUM JOKYMEHTOB U Jp. OHa
COCTaBJIIETCS B TPEX IK3EMIUIIPax coriacHo ¢opme, ycTaHoBIeHHOW [IpaBunamMu opranuzanuu
XpaHCHUA, KOMIIIICKTOBAaHUS, yqéTa U HCIOJB30BaHUA OJOKYMCHTOB apXHBHOTO CbOH)]a
poccuiickoit (enepanu M APYrHUX AapXUBHBIX JOKYMEHTOB B TOCYIapCTBEHHBIX OpraHax,
OopraHax MECTHOT'O caMOympaBiieHusl U opranuzanusx» ot 07.09.2015 r. Ona BkitoyaeT B ceosi:

. HaMMeHOBaHWe opraHunsaLmm
. Homep doHAa

. NnopsaAKOBbIA HOMepP

. WMHAEKC Aena (Npu HaAnYMM HOMEHKNATypbl Aen)
. 3aro/IoBOK gena

. fnata gena

. 4YMCNO NINCTOB B Aene

. npumeyaHue (ecnm ectb)

Onuck TOKYMEHTOB MOKET ObITh COCTABJIEHA [0 XPOHOJOTMUECKOMY WU CTPYKTYPHOMY
NPUHIUITY, KOTOPble OOBIYHO COYETAIOT B OJHOM ONMUCH: B KaKJOW XPOHOJIOTMYECKOW TIpyrie



JIeJla paclpeneisaioTcs B COOTBETCTBMM CO CTPYKTYpPHBIM moapasieneHueM. Ilomumo storo,
CyIIECTBYET HOMUHAJIBHBI NPHUHIIMUI, COIVIACHO KOTOPOMY 3aroJIOBKM €Nl B OINHUCH HUIYT B
CJIEYIOLLEH ITOCIIEI0BATEIBHOCTH:

1. NnpwWKasbl (pacnopsKeHus) No IMYHOMY COCTaBy;

2. CMUCKM NINYHOTO COCTaBa;

3. ZINYHblE Aena;

4, KapTOYKK MO yYeTy IMYHOIo COCTaBa;

5. TPpyAoOBble 4OroBopbI (cornaweHus);

6. NINLEBbIE cYeTa paboumnx M Cay»Kalmx no 3apaboTHoM naaTte (pacyeTHble BEAOMOCTU MO
3apnnaTe);

7. HeBOCTpebOBaHHbIE INYHbIE NOAJIMHHbIE AOKYMEHTbI YBOJIEHHbIX PabOTHMKOB (Npu
OTCYTCTBUM OTAENbHOWN ONKUCK);

8. aKTbl O HECYACTHbIX CAyYasX.

YkazaHHble BUIBI JOKYMEHTOB, 0Opa3yIOUIMXCS B OpraHUAlMsX B OONbIINX 00BEMax,
MOTYT BBIACIATHCA B CAMOCTOSITENbHBIC pa3/iebl OMHCH, JUO0 B OTIENbHbIE ONMUCH. JInyHbIe
Jiena, JINYHbIe KPaTO4KH, TPYJIOBBIE JOrOBOPHI MOMELIAIOTCS B OMMCH IO IOy YBOJBHEHUS
pabOTHHKA.

[TpaBuiia 3amoyiHeHUs1 ONMUCU A€ MO JIMYHOMY cocTaBy. HammeHoBaHue opraHu3zanuu.
HeoOxonumo yka3aThb TO HAaMMEHOBAaHHWE KOMITAHWH, KOTOPOE OHA HOCHJIA BO BpPEMS CO3JaHHS
JIOKYMEHTOB. B TOM ciydae eciau opraHums3anusi HECKOJIBKO pa3 CMEHWIa HAaMEHOBAHHE B
YKa3aHHBIN NEepUOJ], TO HYy>KHO OCTaBUTh IIOCIIEITHEE HA3BaHUE.

®onpg  Ne. Jlng opraHu3auuii, SBIAIOIIMXCA HUCTOYHUKAMH  KOMIUIEKTOBAHUS
rOCYy/IapCTBEHHOTO WJIM MYHUIMIAIBHOTO apXuBa, HOMEp (poHIa MPHCBAMBAIOT 3THU APXUBBL
Ecnn opraHuzanuu He SBJISIOTCS HCTOYHMKAMHU KONMJIEKTOBAHUS TOCYAApCTBEHHOTO WIIU
MYHUIIMIIAJIBHOTO apXuBa, TO HOMEp (oHJa MpHUCBaMBaeT caMa opraHuzauusa. B Tom cimyuae
€CIIM B OpraHHW3allMyd XPaHUTCS TOJBKO OJWH apXUBHBIA (pOHI, TO 3Ta rpada HEe 3aroIHSICTCS.
Ecnu Heckonbko apXWBHBIX (OHIOB, HAlpUMeEp, AOKYMEHTBHI MPEALNIECTBEHHHUKOB WU
MOJIBEJOMCTBEHHBIX ~OpraHu3alui, TO KaXIpli (OHJ HMeeT CBOM HOMEp COIJIACHO
MOCTYIUIEHUIO €r0 B apXUB.

[TopsinkoBeiif HoMep. Kaxknoe 1e10 BHOCUTCS B OMKCH MOJT ONPEIEIEHHBIM MOPSIKOBBIM
HOMEPOM, KOTOPBIA SBISIETCS YHHUKAJIbHBIM. ECIN €10 COCTOUT M3 HECKOJIbKHX TOMOB, TO
KaXKIbIH JOKEH OBITH BHECEH B OIUCH M0J] CAMOCTOSTEIbHBIM HOMEPOM.

Wupexkc nena. HykHO ykazaTh HMHAEKC Jella COTJIAaCHO HOMEHKatype naen. [lpu
OTCYTCTBHM HOMEHKJIATYpbl, rpady HE0OXOIUMO OCTaBUTh ITYCTOM.

3aroioBOK Jena. 3arojJloBOK BHOCUTCSI B ONKUCh B TOYHOM COOTBETCTBUM C 3ar0JIOBKOM,
KOTOPBIA HaxOoJIUTCA Ha 00yokKe nena. Hukakwe pacxoxxiaeHus He momyckatorcs. s men c
OJIMHAKOBBIMHU 3aroJIOBKaMHu CYILECTBYET CIEAYIOIIMM MOPSAAOK: MOJHOCTHIO MPOMUCHIBAETCS
HAaUMEHOBAHUE TOJILKO IIEPBOTO JI€Ia, a BCE OCTaJIbHble 0003HayatoTCs ciioBamu «To xey.

Kpaiinue natel. B nanHoit rpade ykaspiBaroTcsi KpaiHUE J1aThI €.

Yucno nuctoB B aene. Heo6xoaumo mpomnucaTh KOJIWYECTBO JUCTOB, OTHOCSALIMXCSA K
neny. OHU TIEPEHOCSTCS ¢ 0OJIOKKH JIena.

[Ipumeuanue. B mnpumeuanun B ciaydae HEOOXOIMMOCTH JENAIOTCA TMOMETKH 00
0COOEHHOCTSX (PU3NYECKOTO COCTOSTHUS TOKYMEHTOB, BHIOBITHH A€ U JP.

Hroronas 3anuck. B koHIle onucH nocie nociaenHel cTaThb CIeIyeT UTOrOBas 3aluch, B
KOTOpOH IudpaMHu ¥ MPOMUCHIO0 YKa3bIBACTCS KOIUYECTBO JEJN, MEPBIM U MOCICTHUI HOMEpa
Jen coryacHo omnucu. Kpome Toro, J0mKHBI OBITH OTOBOPEHBI OCOOCHHOCTH HyMEpaluu el B
ONUCH, HAPUMEP, HATUYUE JTUTEPHBIX U MPOMYILIEHHBIX HOMEPOB.

OOpatuTe BHMMaHHE, YTO HyMepalMs HUAET OT MEepBOro JOKYMEHTa, Ha MpUMeEpe
HAYMHAETCS C MHOTOTOYMS; UHACKC Jiena OepeTcss U3 HOMEHKIIATYphI JeJl OpTraHu3aIllii Ha 3TOT
roJl, €ClIi KpailHUMHU J1JaTaMH SIBJISIFOTCS] Hauasio roJia U ero KOHell, TO JOIMYCTUMO yKa3aTh OJTHUM
yuciaoM — 2009; KOTUYECTBO JIUCTOB B Jefie HE AOJDKHO MpeBbImaTh 250, mpu He00X0AUMOCTH
Jiera TOMUPYIOTCS; €CIIU JIUTEPHBIE U MPOMYUIEHHBIE HOMEPA OTCYTCTBYIOT, TO IMHILIETCSA CIOBO
«HeT». BepHas XpoHONOTHs TPOCTaBIIEHUsS] JaT B JOKYMEHTE: |.MHCHEKTOp MO Kajapam, 2.
HavaJbHUK OTAENa, 3. mpoTokoa DK, 4. nporokon DIIK, 5. yrBepkaeHne TUPEKTOPOM.



JaKpRMOE QRIONEPHOE OPIECMED VTBEPHKJIAIO

Poswnunar (340 «Poxiaiuran) ,[lnpexrop 3AC) « Ponxuenuxa
Domna Ne Coronol P.B. Cokoron
OITACH Ne 050Kk/2009 30.01.2010
A 110 ANYHOMY COCTaBY
3a 2009  roa

Oraen kaapos
Ne | Unnexc 2 Kpaitinte | Kommiectno
y 3aron080K 2ena [pumeuanne
n/n | aena AaTH! AUCTOR
1 | 2 3 4 5 6
- = L {ZAT) ,‘""'.‘." :1'1"'/ -
‘ (15-1)3 PS5 [58
20 12.2009
iy f (4. 201
2 IN. 2009 >
( el i
/ TN ot !
()5-71) = 2 (
f ( oM
B nanmwiii pasaen onmucu sieceno ; L5 (rsimnacame) e, Xp.,
(e pasar i HPOINKCLIO)
o Ne 05-1 no Ne 05-15 B TOM MHCIe:
AWTEPHBIC HOMEPA:
APOMYUICHHBIC HOMEpa:
Hucnexrop no kaapam yrioba H0.H. Kpyeaosa
28.01.2010

Hawanenux orena xaapos Cniake 1.1 l2oposa

<0200

COIVIACOBAHO COI'JIACOBAHO
[Mpotokon DK oprannsaummn [Mporoxoa DMK (rassanue
oT 25.01.2010 Ne ; APXHBHOTO YUPCKICHHA)

or 27012010 Mo /5

Baxxno: cornacHo npaBuiaM pabOThl apXMBOB pa3pelieH0 BHOCUTh WU3MEHEHUS B ONUCH
3aroJIOBKOB Jied, OOHAPYKEHHBIX JOMOIHUTENBHO. X HYXHO BKIIOYATh B OMUCH JOKYMEHTOB
[0 JMYHOMY COCTaBy IO/ JIMTEPHBIMH HOMEpPAaMH B COOTBETCTBHM C TPUHATOM CXeMOM
CHUCTEMaTH3alliu WIH B KOHEI] TOJ0BOTO pa3jiena.

OcoOeHHOCTh OMUCaHUusl JUIC — HAJMYHEe B OIMUCATENbHOM CTaTbe €IMHULBI XpaHEHUS
anemeHTa «CpoK XpaHEHHUs», B KOTOPOM 0003HA4YaeTcs CPOK XPAHEHHSI, OTHOCSIIIUHACS TOJBKO K
JAHHBIM JJOKYMEHTaM.

JlomycTrMO 4TOOBI B OMUCH IO JHYHOMY COCTaBY Jiefia PacrlojaraioTcs B CIeAYIOIIeM

MOPsI/IKE:
. KHWra yyeTa COTpyAHUKOB (ecnu oHa BegeTca);
. npuKasbl no n/c;
. JINYHbIE AeNa AU NNYHbIE KaPTOUKW;
. NMueBble cyeTa no 3apaboTHO naaTe;

. HeBoCTpeboBaHHbIE TPYAO0BbIE KHUMKKMN.



B koHIIe Ka)KI0¥ OMUCH yKa3bIBaeTCs U(PpaMH U IPOMHUCHIO KOJIUYECTBO BKIIOUECHHBIX B
Hee nen. Kaxmoe meino B OMucH MmoJy4aeT CBOM MOPSIAKOBBIN (apXUBHBIN HOMED, KOTOPBINA 3aTEM
MPOCTABISETCS Ha 00JI0KKE COOTBETCTBYIOIIETO JIeTa.

[Ipn onucaHuM €IUHULBI XpaHEHUs JJIC OHM MOTYT aHHOTHPOBATHCS, €CIM HMEIOT
3HAYECHUE JUJIS UCIIOJIHEHMS COLIMAIIBHO-TIPABOBBIX, TEHEATOTMYECKUX U IPYTUX 3alIPOCOB.

['ogoBoit pasznmen cBOAHOW omucu JAen Mo Jic (Kaapam), MOJUIeKAlIMX Iepefade Ha
IIOCTOSIHHOE XpaHEHHWe, IedyaTaeTcss B 3-X dk3eMIunsipax. JIOKYMEHT MOANKCHIBAET €ro
COCTaBUTENb U 3aBEPSAET PYKOBOJIUTEIb KAIPOBOr0 OpraHa NpearpusaTUsi. 3aTeM OH 3aBEpSIETCs
OK npennpustus, cornacoBbiBaeTcst ¢ OIIK cooTBeTcTByOIIEro apXMBHOIO YUpEXKIEHUS U
YTBEPKIAETCS PYKOBOAUTEIIEM MPEAIPUITHS.

Tema 2. Hcnonv3oeanue apxueoe no JudHOMy COCIagy

[Topsiaok MCHOB30BaHUsl APXUBHBIX JTOKYMEHTOB, B TOM YHCJIE€ U IO JINYHOMY COCTaBy,
ycraHaBnuBaeTcs DenepaibHON apXUBHOU ciyxk00it Poccun B cooTBeTcTBHE ¢ KoHCTUTYyIHMEH
Poccuiickoiit denepaunu u ApyrumMu eaepaabHbIMU 3aKOHAMH U HOPMATHUBHBIMH ITPABOBBIMU
aktamu Poccuiickoii @enepanuu, OTHOCAIIMMHCS K HHPOpPMAIIHH.

OCHOBHBIMU IIPUHIMIIAMHU HCIIOJIB30BAaHUS JOKYMEHTOB 110 JUYHOMY COCTABY SIBJISIOTCA
3aKOHHOCTb €€ IIOMCKa, IOJy4YeHUus W ucnosb3oBaHusd. Psanom crarer Koncrurynum PO
rapaHTUPOBAHO MPaBO TpaXkJaH Kak Ha MHPOPMAIHMIO, TaK U HA JIMYHYIO, ceMelHyIo TaiHy. Tak,
B coorBerctBuM co cr. 24 Koncrutynum P® «cbop, XpaHeHHE, UCIHOIL30BaHUE U
pacnpocTpaHeHre MH(GOPMAIMM O YAaCTHOW JKM3HH JHIa 0€3 ero corjiacusi He JOMyCKaeTcs.
Opranbl rocyapCcTBEHHOW BIACTH U OpraHbl MECTHOI'O CaMOYIPAaBJIEHUS, MX JOLKHOCTHbBIE
auna o0s3aHbl  00ECTeYUTh KaKIOMY BO3MOXKHOCTH O3HAKOMJICHHS C JOKYMEHTaMu U
MaTepuaiaMM, HENOCPEICTBEHHO 3aTparMBaloOllMMU €ro mpaBa W CBOOOABI, €CIIM HHOE HE
npeaycMoTpeHo 3akoHom». Ctatea 29 Konctutynmuum P® npegocraBisier KaxaoMmy IpaBo
CBOOOJTHO WCKaTh, IOJy4YaTh, IEpelaBaTh, MPOM3BOIUTH M PACHPOCTPAHITH HH(POPMAIUIO
JH0OBIM 3aKOHHBIM CIIOCOOOM.

PaccmoTpuM nopsiioK MCHOJIB30BaHUS TOKYMEHTOB I10 JMYHOMY COCTaBY, HAXOIAIIUXCS
Ha XpaHEHHUH B ApXUBE OpraHU3aliu.

[lo 3ampocam rpaxkJaH W OpraHu3allMd apxXWB MO JOKYMEHTaM  BBIABIISIET
3arpamBaeMyl0 UMH HH(POPMALMIO, MOATOTABIMBAET M MPEJOCTABISAET COOTBETCTBYIOIINE
MH(OPMaLIMOHHBIE IOKYMEHTBI. APXMB OpPraHU3YeT MPHUEM U PACCMOTPEHHUE 3alpPOCOB T'paxk1aH
B YCTAHOBJICHHOM 3aKOHOJATEIbCTBE MOPSAKE.

3anpoc COIMaIbHO-NIPABOBOTO XapaKTepa — 3TO 3alpoCc KOHKPETHOro JIMIA WIH
OpraHu3aliy, CBsI3aHHBII ¢ oOecredeHneM MpaB U 3aKOHHBIX MHTepecoB rpaxkaaH. K 3ampocam
COLIMAIBHO-TIPABOBOTO XapaKTEpa OTHOCATCS 3alpoChl O MOATBEPKICHUHM TPYIOBOIO CTaXa U
pa3mepax 3apabOTHOM IUIaThl, HATPaKJEHUHU, IPUCBOCHNUHU 3BaHUM, MOJIY4YEeHUs1 0Opa3oBaHUs U
T.IL

WNudopmanus conuanbHO-IPaBOBOIO XapakTepa MO 3ampocaM IpaxJaH U OpraHu3anui
BbI1aeTcsl B hopMe apXUBHOI CIIpaBKH, apXUBHOM KOMHUU U apXUBHOM BBIITUCKH.

ApxuBHas crHpaBKka — JOKYMEHT, COJEpXKalllil apXMBHYI0 HMH(POpPMALHIO O MpeaMere
3ampoca, C YKa3aHUEM IOMCKOBBIX JAHHBIX JOKYMEHTOB, Ha OCHOBAaHMM KOTOPBIX OHa
COCTAaBJICHA.



Mpunoxenue |

Mpumep opopMNEHHA apXHBHONM (NPABKH
OTKPbITOE AKUMOHEPHOE . Cepreery
OBLLECTBO yn. Nokposckas, A. 17, k8. 6
“PYCCKUA NEC” r. HosocuOupck, 630082
ApXWBHAR CNPaBKa
30.07.05 N2 05-16/10
r. Mockea

B ROKyMEHTax apXMBHOTO GOHAA OTKPHITOrO AaKUNOHEPHOro obuiecTsa “Pycckum nec” B pacueTHbIX
NUCTKAX N0 HAYNCNEHWIO 3aPadOTHON NNaThl PabounMM M CRYXAWKM 33 NePUOA ¢ ABaPA 1995 . no
despans 2000 r. UMeITCA CBeieHnA O pabore Cepreesa Eropa (Tax 8 foxymenTax) MBaHOBHYA B AONK-
HOCTH MHAXEHEPA OTAENA TEXHUUECKOTO KOHTPONA,

OcHoBanue: on. 2 n/¢, A. 123, 0. 17; A 131, 0. 15: 0. 139, 0. 18; 0. 142, 0, 17; 0. 149, 0. 15.

fenepanbHein aupexTop obuecTea W,% OH. Wyxos

bedosa Huwa Nempoena
229-07-15
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BeRPAIMNOS AICHICTRO 180 ODPAIOKIHINO
DEIEPATLIOS TOCYAZPCTHENINOE Op HIOC YSIPEARCRIE BMCIUCIO

1000 O

«¥panvesnii ¢e.1epu|bm.;ﬂ yHHUBCpPCHTET
usmenn nepsoro Mpeswaenrta Pocenn B.H.Eanunnan
(PFAOY BITO «Yp®Y umcnn nepnoro Hpesenra Poconn BILE nummnas)

620002, Exarepumbype, va. Mupa, 19
Tea: 8(343) 374.03-62, danc: (343) 374-38-84 |, E-mail: rectore@mail.ustu.ru, hipe/www.ustu.ru
OKI10 02069208; OFPH 1026604939855, HHH/KIIN 6660003 190/667001001

Mﬂ# yor '/‘ 04_20;{{:.

APXHBHASN CHPABKA

B aoxkymentax apxiea suawnres, wro Msanosa Anekcaiapa Mesanosna ¢ 1976 roaa
no 1982 roa olywanacs Ha 330MMOH POpME OGYUCHHR MO CHCIELIMMOCTH « IROHOMHKA M
yuparcnue wa  npeanpusnion w o Ypaascsom  opaena  Tpyaomoro  Kpacsoro  3uasenn
noMrexuiriaecsom uucruryre um, C.M. Kuposa®.

Ho  oxomuanmn  obyuwenns  Msanosoit  Anexcapuape  HBanosne paytan  astrmom
Tocynaperscunoro  oGpasiga JIO Ne 123456, per. Ne 1234w npucsoena  xsamdixans
HIXEHEP-DKOHOMMCT.

Mpusasu: O savecaennn wa saouumil gaxyasrer No 123 o7 02.08.76 1.
OG5 orvmesienmn Ne 180 o1 24,06.82 1. 1 cuusi € YCHCHILIM OROIMANMEM,

Ocnonasie: Gors 1234, maz. Ne 4, apx. Ne 24

Crpanka BLIaNa U8 NPSIOCTARACHIA MO MeCTY Tpebosumis.

AM. Marepn

Fpsricwsmens: Pacnopracsacy Dpanoreoserad Foconionsdl O sepaimes or 11 cormdpn 1992 € N 16919 o poacomavn o ms Koemers mo
wucmel maoos or 10 soxalipe 1992 € Ne 13D woor 24 soaafipe 1092 1 Ne 1S Ypancud mossrcumes o weTeryy wvems C M Koposa
nepeavcmmn 8 YPRRNCRn OO AN TR TEUSCRI ) MemepoaTe T (rapomans Musiind SEPCTRE W K01, SOOI SR 1 TCTHIEC R D0 T
Pocomioned Sacponnm ot M acalpn 1992 ¢ Nr 1133),
Npanesose Musscrepctes ofpanains N o 12052000 1. M51397 Ypamcend TOOMEC TN 1O COmll Y MERCPC I 0K "
Ypamonnd rocypcracmail soumeecanil yummcponter - YTHE
Fipoaanos Seacpammxo e 6o olpanmannd ot § anpets 2008 © N 298 sy scpomacioon 3 Ypancom TOPCTRCHA Yo OOt
Yeracpenme « YTEH moaesm mepooro Fipe nascnts Pocom b1 avsean
Pacoopracnes Npamiremcrma Pocomdoot Sxapaem or 02 08 2010 N $01.p covum Ypancnmd Srapamimil Yusscponey B nopeoeo
Tipewocwra Poccom B I Ewaums

-

GdeDiplom
PORIrD Snaians
& NOcrer U yux dopoka

ApxuBHasI KOTHUS — JOKYMEHT, BOCIIPOU3BOISAIINI TEKCT WM U300paKEHUE apXUBHOTO
JIOKYMEHTA, C YKa3aHUEM €ro IOUCKOBBIX TaHHBIX.

ApxuBHas BBIIUCKA — JIOKYMEHT, JIOCJIOBHO BOCIHPOM3BOJSIIMN YacTh TEKCTa
apXMBHOTO JOKYMEHTa, OTHOCAIIYIOCS K OIpeAeNeHHOMY BOMNpocy, (akTy WiId JHULy, C
YKa3aHUEM MOMCKOBBIX JIAHHBIX JIOKYMEHTA.



Npunoxenue 2

Mpumep odopmaeHHA APXUBHON BHINHCKHN
OTKPbITOE AKUWOHEPHOE OBLUECTBO NIO. Cummnybinon
“MbITULLUHCKUIA XNONOK" yn. Crpoutenen, . 8, k6. 115,
ApXHBHAA BHINKUCKA Mockosckan obnacry,

r. mobepusy, 140006
30.06.05 N2 05-16/8

r. Mocksa

W3 NPUKaza ot 24.07.75 N2 62-K AnpexTopa
MBETHULMHCKOTO XNONUATOOYMAXKHOrO KOMOMHATA

B uenax NOBLILEeHUA TBOPUECKOH AKTHBHOCTH PABOUHX OCHOBHBIX NPOGECCHi, BHABNEHNA 1 pac-
NPOCTPAHEHUA BLICOKONPOMIBOANTENLHBIX METOROB PAboThl Ha KOMOMHATE NPOBOANNCA KOMKYPC
padouero MacTepcTsa No NPAGUALILIMLAM M TKaUaM (Tak B JOKyMeHTe), B COOTBETCTBMM € YTBEPXAeH-
HBIMM YCNOBHAMK NO NPOBEIeHMIO KOHKYPCA, NPUKA3bIBAK:

1. Npemuposats nobeanTenen KOHKYPCa pabouero MacTepcTBa, 3aHRBWIKMX NPU3OBLIe MeCTa:

4. Cumnybiny /110, - npagunbvuy - 3-e mecro.

NupexTop KombuHata @ o H.A. @omnues
CornacoBano ¢ NPOPKOMOM /k?»u 0.B. Xapnamoga
Ocnosanue: on. 2 n/c, 4. 103, 0. 57

Bepuo:

lenepanbunii AMpexTop obLecTea %4 0![ KA. Kpenertos

Nyzavesa MoGoes NleonudosHa
345-78-56

ApXHBHBIE CITPaBKH, BBIMUCKH M KOMTUU BBIAAIOTCS HA OCHOBAHWHU MHCHMEHHOTO 3ammpoca
(U3NIECKOTO MM FOPUANYECKOTO JINIA, KOTOPBIH JIOJDKEH CONepKaTh HaMMEHOBaHHE (M ajpec
IpH TIEPEChUIKE) OpraHu3aluu (apXuBa), KOTOPOH OHHU aJpecOoBaHbI; M3JOKEHHE CYIIECTBa
BOIpOca; GaMUIIHIO, UMS U OTYECTBO OOPAIAIOIIETOCs; €r0 aApec, KOHTAKTHBIEC TeNe(OHBI; AaTy
U JIMYHYIO MOAMNKCH. B 3ampoce, copepxkaiieM mpock0y 0 MOATBEPKACHUH TPYJOBOTO CTaXKa UITN
pa3mepa 3apabOTHOM TUIATHI, YKa3bIBAIOTCS KPAifHUE AaThl, MECTO U JIOJDKHOCTH PaOOTHI.

BriganHble apXuUBHBIE CIIPAaBKH, KOMHH U BBITUCKHA U3 JOKYMEHTOB PETUCTPUPYIOTCS B
JKypHaie 1o Gopme.



Mpunoxexue 3

MpumepHas popma XypHana percTpaLii BbIAAHHBIX CIPABOK, KONKI, BLINHCOK

KYPHAN
Perncrpauiu BbiAaHHbIX CNpPaBoK, KOﬂMﬁ, BbINWCOK
Hazsanue Dara
Harawn GbIAAHHOrO A DRTRCTOE Pacnucka
No Asvop 3anpoca, perncrpa- Copep- AOKYMeHTa :uonm:il 8 nony- Npume-
nex. N2, para, UMOMMBIA Hauue (konun, qeHnn
n/n HOMep Yanue
aapec, renedon HOMep sanpoca BLINNCKA, | o Horo | MIMAATA
3anpoca cnpaexka A OTNPaBKK
wap.) AOKyMeHTa
1 2 3 4 5 6 7 8

OOpaieHusi TpakJaH,

B KOTOPBIX OTCYTCTBYIOT (1)3.MI/IJ'II/II/I,

aapea H IOAIIHMCHU

o0pallarIuXxcs, CY4UTAIOTCS. aHOHUMHBIMU M HE MTOJIJIEXKAT PACCMOTPEHUIO.

B cnydae ecnu B oOpallieHMH IpezcTaBieHa HeroyHas MH(OpMaIus o 3anpaiinBaeMblxX
CBEICHMSIX (HallpUMep, HE YKa3aHO CTPYKTYPHOE MOAPA3/IEICHUE WM 3a KaKhe Tofbl TpeOyeTcs
HOJATBEPXKIEHUE O TPYIOBOM CTa)ke, 3apadOTHOW IUlaTe W Jp.), apXUB 00s3aH 3alIPOCUTH Y
3asBUTEIIS JONOJHUTEIbHBIE CBEICHHUS.

CpoK HMCIIONHEHHUS 3allpOCOB COLMAIIBHO-IIPABOBOIO XapaKTepa I'paXkJaH U OpraHu3anui
10 TOKyMEHTaM apXuBa HE JOJDKEH mpeBbimaTh 30 AHel co AHA perucTpanuu odpamenus. [pu
CJIO’KHBIX 3aIlpocax CPOK MOXKeET ObITh MPOJUIeH, HO He Oosiee ueM Ha 30 1Hell, ¢ 00s3aTeTbHbIM
YBEJIOMJICHHEM 00 3TOM 3asiBUTEJSL.

B cnywae moctynieHus B apXuB HEMPOQMIBHOTO 3arpoca (He M0 Ha3HAYEHHUIO) 3ampoc
MIEPECHIIAETCS M0 NMPHUHAIICKHOCTH B JIPYyTrMe OPraHU3alllyd WIA apXUBBI B S-JTHEBHBIN CPOK C
MOMEHTa 00palleHHs, O YeM JOBOJIUTCS 1O CBEICHUS 3asBUTEIS.

ApXMBHbBIE CIPAaBKU COCTaBJISIOTCS Ha OCHOBAHUU JOKYMEHTOB, XPaHSIIUXCS B apXUBeE.
Ecnun npu wucnonmHeHuu 3ampoca ObLIM HCHOJIB30BAHBI HE3aBEPEHHBIE IOKYMEHTBI, TO 3TO
OroBapHBaeTCs B TEKCTE CIpaBKU (HAIpUMEp, «HEe3aBepeHHas Komus»). Eciu B JOKyMeHTe
(HampuMep, MpHKa3e) OTCYTCTBYET MOAMMCH PYKOBOJIMTENS OpPraHM3alUU WIM JlaTa U HOMeEp
IIPUKA3a, TO BCE ITO TAKXKE OrOBApPUBAETCS B TEKCTE CIIPABKHU.

IIpn oTcyTcTBUM B apXWBE NOKYMEHTOB, COAEpIKALIUX CBEICHHMS 110 3alpaliiBacMOMYy
BONPOCY (Hampumep, O JaaTe o0pa3oBaHUs OpraHU3allMM), apXHWBHAsl CIpPaBKa MOXET ObITh
BbIZJaHA 10 XPAHAIIMMCS B apXUBE II€YATHBIM MaTepUalaM, OTHOCALIUMCA K IIPEIMETY
oOpallieHus1, C TOYHBIM U MOJHBIM YKa3aHHEM HCTOYHHUKA.

B apxuBHYIO CIIpaBKy O IOATBEPKICHUH TPYAOBOIO CTA’Ka BKIIIOYAIOTCS JAHHBIE TOJIBKO
3a TO BpeMs, 32 KOTOPOE MMEKOTCS CBEIECHUS B JOKyMEHTax apxusa. [Ipum 3TOM yka3sIBaeTcs
TOYHOE Ha3BaHHE JIOJDKHOCTH, KOTOPYIO 3aHMMaJl 3asBHUTENb, U TEpUOJ] €ro paboThl B 3TOH
JOJIKHOCTH.

Hmeromuecs B NUYHBIX Jefax JUCTKM MO Y4YeTy KaJpoB, aHKEThl, aBToOHOrpadui,
COOCTBEHHOPYUYHO COCTaBJICHHBIE 3asBUTENIEM, HA KOTOPBIX OTCYTCTBYIOT OTMETKH O MPOBEPKE
UMEIOIINUXCA B HUX CBEJICHUN HA OCHOBAHWM IIPEICTABIICHHBIX IOMJIUHHBIX JTOKYMEHTOB HIIU
CIIPaBOK, HE MOT'YT CIYKHTh OCHOBAaHHMEM JUJIsl BBIJJAYM APXUBHBIX CIIPABOK O TPYJOBOM CTaxe.
[Ipu He06X0AUMOCTH COIEPIKAIIIMECS B HUX CBEJICHHS MUCBbMEHHO COOOIIAIOTCS 3asIBUTEIIO.

B kadecTBe TOKYMEHTOB, MOATBEPKAAOIINX TPYAOBOM CTaX, JJII COCTABICHHUS CIIPABKU
OpU OTCYTCTBUM MPHUKA30B IO JUYHOMY COCTaBY MOTYT OBITh HCIOJIB30BaHBI NPHUKa3bl I10
OCHOBHOMH JIeSITEIbHOCTH, JIMIIEBbIE CUETA 110 3apabOTHOM TIaTe.

B crpaBky mi1s Ha3Ha4YEHMS WK IIepepacyeTa NEHCUH BKIIOYAKOTCs CBEACHUA B MOPSIKE,
OIIPEJIETIIEMOM OPTraHOM, OCYILIECTBIISIONINM IIEHCHOHHOE 00eCTIeueHHE TPaXKIaH.



Pazmep 3apaboTHOI MIaThl yKa3bIBaeTCS B CIIPAaBKE B COOTBETCTBHUU C MACIITa0OM IIEH,
JIEMCTBOBABIINX B TOT MEPUOJ, 32 KOTOPBII 3aIIpaIllMBalOTCs CBEICHHUS.

Ceenenus o 3apabOTHOH MjaTe BKIIOYAIOTCS B CIPAaBKy TaK, KaK OHU HM3JIO0XKCHBI B
JOKyMEHTax apxuBa. [/laHHBIE NMPUBOAATCSA pa3lelbHO 3a KaXIbld roa 0e3 CyMMHUpOBaHHS B
nperenax roxaa. Pacder cpemHEMECAYHOrO M CPEAHErOZ0BOrO 3apaloTKa apXWBOM HE
IIPOU3BOJUTCSL.

[Ipr OTCYTCTBMHM JOKYMEHTOB O 3apa0OTHOW IUIaTe NOJDKHOCTHOM OKIIAZ MOXKET OBIThH
YCTaHOBJIEH HA OCHOBAaHMU LITATHOIO PACHUCAaHUs OPraHM3aliy 32 COOTBETCTBYIOIIMI MEpUO,
Jpyrue BBIIUIATHl — Ha OCHOBAaHMM IPUKA30B [0 JIMYHOMY COCTaBy WM 110 OCHOBHOMU
JIeATEIbHOCTH.

B cmpaBky o moxarBepkaeHHWU (DAKTOB IMOJYYEHHS TPABMbI, HECUACTHOTO Clly4yas Ha
MIPOU3BOJCTBE BKJIIOYAKOTCS CBEIEHHUSA, COJEpKAIlMecs B AaKTaX O HECYaCTHBIX CIydasx,
CBSI3aHHBIX C IIPOU3BOJICTBOM, KHUI'aX Y4€Ta HECUACTHBIX CIIYy4aeB M JPYIMX JOKYMEHTAX I10 UX
paccie10BaHHI0

[Ipy ucnonHEHUH MOBTOPHBIX 3allPOCOB WJIM COCTAaBJIEHUU IO MPOChOE IpakaaHUHA
CIIpaBKM, aHAJOTMYHOM paHee BBIIAHHOW, apXWB MPOBEPSET COOTBETCTBUE CBEJICHUM,
BKIIIOYCHHBIX B CIIPAaBKY, TE€M, KOTOphIE MMEIOTCS B JOKYMEHTaX, M B Cilydae OOHApyKEHHS
JIOTIOJIHUTEIBHBIX CBEJICHUM BKJIOYAET UX B IIOBTOPHO BBIJABAEMYIO APXUBHYIO CIIPABKY.

B coorBercTBun c IlpaBunamu opraHu3aluy XpaHEHUs, KOMIUIEKTOBaHUS, Y4€Ta U
WCIIOJIb30BaHUsl JOKYMEHTOB apXHMBHOTIO (DOHAA POCCUICKOHN (enepanuivi U JPYrUx apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBICHUS U
opraamzanusax» ot 07.09.2015 r. apxuBHbIe cripaBKu O0GOPMIISIFOTCS IO YCTAaHOBJICHHON (dopMme
Ha OJaHKe apXWBHOW CHpaBKM WM O0meM OJaHKe OpraHu3alud, H3TOTOBICHHBIX
TUTIOTPAQCKUM CITOCOOOM.

W3bsatue nommmuHuka. B coorBerctBum ¢ [lpaBwiiaMm opraHuM3anuu  XpaHEHUs,
KOMIUIEKTOBaHHS, Yy4€Ta M HCIOJb30BaHUS JOKYMEHTOB apXWBHOTO (HOHAA POCCUHCKOM
denepanuu U Ipyrux apXuMBHBIX JOKYMEHTOB B FOCYAapCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoymnpasiieHus U opranuzaumusax oT 07.09.2015 r. gomyckaercst U3bSTHE apXMBHBIX JI€T U
BbIJla4a BJIAJENbIIaM WJIM WX POJCTBEHHUKAM TOJJIMHHBIX JIMYHBIX JTOKYMEHTOB: TPYIOBBIX
KHUXKEK, CBUJETEIbCTB 00 OKOHYaHMU Y4eOHBIX 3aBe/I€HHUH, aTTectaToB 00 0Opa30BaHUM,
ynoctoBepeHudl U T. 1. IlomnuHHBIE JTUYHBIE JOKYMEHTHI BBLAAIOTCS 3asBUTENSAM IO HX
MUCbMEHHBIM 3aMpOcaM C Pa3pelieHHs] PYKOBOAMTEIN OpraHu3aluu noj pacnucky. [Ipu stom
3asiBUTEIIb 00513aH MPEAbABUTD MMACIIOPT UM UHOM JOKYMEHT, OATBEPKIAIOIINM €ro JMUYHOCTD.
B cnydae oOparienus 3a JOKyMEHTaMH POJCTBEHHOTO JIUIIA OHO TaK)Ke 0053aHO MPE/ICTaBUTh
JIOKYMEHTBI, TOJATBEP)KIAIOIINE CTENEeHb pPOJACTBa. J[OBEpEeHHOMY JMIly BBIJAIOTCS Ha PYKHU
MO/JIMHHBIE JOKYMEHTBI HA OCHOBaHUHU HOTApUAJIbHO 3aBEPEHHOMN JOBEPEHHOCTH.

Ha mecto m3bsATOrO0 NOKyMEHTa B €0 TOMELIAeTcs CIpaBKa O €ro BblJaue, KOMHS
BBIIAaHHOTO JOKYMEHTAa, & B YUYETHBIX JOKyMEHTax (OMHCH) JeNalTcs OTMETKU 00 H3BATHUH,
YKa3bIBAIOTCS HOMEp, JlaTa W Ha3BaHHE JOKyMEHTa - OCHOBaHUS ISl U3bATHS (3asBIEHUE,
3ampoc), a TaKKe paclucka nojiydaresnst JOKyMeHTa.

[TosryuaTenb MOATMHHOTO JUYHOTO TOKYMEHTa JOJDKEH paclucaThesi Ha 000poTe KOMHUU
JUYHOTO JOKYMEHTA, OCTAIOUIEHCS B apXUBe opranu3anuu. [Ipu 3ToM B pacniucke yKa3bIBarOTCs
€ro NacrnopTHbHIE IaHHBIE.

B cootBercTBUU € 3akoHOMaTenbCTBOM P® opranamu mpaBomopsiKa W3 apXHUBa TaKXKe
MOTYT OBITh U3BATHI MOJIMHHBIE APXUBHBIC TOKYMEHTHI.

B sTOoM ciyuae Ha MecTO U3BATOrO JOKYMEHTA B JIEJIO IOMENIAETCs CIIpaBKa O BbIJaye U
CHATas C HEro KOomus. B ydeTHBIX apXWMBHBIX JOKYMEHTaX OTMETKa 00 M3BATHH, YKa3bIBAIOTCS
HOMED, JaTa U Ha3BaHHE JIOKYMEHTA - OCHOBAHMS JJI U3BATHS, a TAKXKE paclucKa Mojydaress
JOoKyMeHTa (Tpu JHYHOM Tiepenade). B manmpHeimeM paOOTHUKKM apXuBa OOECIECYHBAIOT
KOHTPOJIb BO3BpaTa U3bATHIX JOKYMEHTOB.

B cooTtBercTBHM co cT. 12 3akoHa 00 apXWBHOM JIeji€ U3BATHE aPXUBHBIX JOKYMEHTOB,
HE MPEyCMOTPEHHBIX (efepaTbHBIMU 3aKOHAMH, 3aTPEIIACTCS.

[ena BpIIarOTCS U3 XpAHWINLL!



a) JUIs UCTIOJIb30BaHUs paOOTHUKAMU OpPTaHU3alHH;

0) And WCIONB30BaHMS TPAXIAHAMH B YHTAIBHOM 3ajJ€ JUIl HAyYHBIX M HHBIX
HCCIICIOBAHUIA;

B) BO BPEMEHHOE IT0JIb30BAHKE ISl PYTUX OpraHnu3aIHii;

T') AJIs1 IPOBEICHHS apXUBHBIX paboT ¢ TOKyMEHTaMU;

1) UIsl IPOBEJCHUS CTPAXOBOTO KOMMMPOBAHUS M CIICIHATIBHON 00paOOTKH TOKYMEHTOB C
LEJBI0 yAy4IIeHUs] (PU3HUECKOTO COCTOSHUS TOKYMEHTOB.

Jlena BeIIAIOTCS BO BPEMEHHOE TTOJIB30BAHUE U3 XPAHWIINIL HA CPOK, HE MTPEBBIIIAIOIHNA:

1 Mecsitr U1 UCTIONB30BaHUS pAaOOTHUKAMU OpPTaHU3ALMH

1 Mecs1 JUIs UCTIONB30BAaHMSI JOKYMEHTOB B YUTAJILHOM 3aJie

3 Mecs1a BO BpEMEHHOE MOJIb30BaHKE IS IPYTUX OpraHu3aui

6 Mecs1eB ISl SKCIIOHUPOBAHUS JOKYMEHTOB

OpranaM cyaa U MpOKypaTyphl Jieja BBIAAIOTCSA A0 NMPEKpalleHus J1eJia WA BhIHECCHHS
cynebHoro pemenus. [IpoyieHne yCTaHOBICHHBIX CPOKOB BBIIAYM JJOKYMEHTOB BO BPEMEHHOE
MOJIb30BaHME, B TOM YHCIIE OpraHaM CyJaa M TPOKYpaTyphl, a TakKe IJsl SKCIIOHMPOBAHUS
JIOIYCKAeTCsl B OCOOBIX CIIydasX ¢ pa3peuieHus] pyKOBOJIUTENS OpraHU3alMU MO MHCEMEHHOMY
MOJTBEPIKICHUIO TTOJIB30BATENS O COXPAHHOCTH TOKYMEHTOB.

Beinaua nen u3 xpaHuiuiia oopmisieTcs CIeTyoIIMI TOKYMEHTaMU:

1. 3aKasamu (TpeboBaHMAMM) Ha BblAAYY A€M B YUATA/IbHbIN 331 U COTPYAHUKAM
opraHmsaumm

2. aKTamu o Bblgaye [e/l BO BpeMeHHOe Mo/1b30BaHune APYrMM OpraHun3aumam, B TOM
yuc/e opraHam cyaa v NPoKypaTypbl, UAN AN SKCNOHNPOBAHUA AOKYMEHTOB

3. 3aKasamu Ha nposeaeHne paboT Mo CTPaxoBOMY KONUPOBAHWUIO M pecTaBpaLmm
JOKYMEHTOB.

Bbmaqa AOKYMCHTOB H3 XpaHWJIWIIA PETUCTPUPYCTCA B KHHUIaX BblAa4UW AOKYMCHTOB.
HcnonHenHsle 3aka3bl (TpeOOBaHUS) HCCieloOBaTeNlell  XpaHATCS B JIMYHBIX  Jejax
ucclleIoBaTesneii, a Bce MpoYHe - O UCTEYEHMs] CPOKOB MX XpaHEHHs. 3akasbl (TpeOoBaHUsA)
1es1eco00pa3HO XPaHUTh /10 MPOBECHUS TPOBEPKH HAIWYMSI U COCTOSHUS JIEI.

Bbigaua nen Bo BpeMEHHOE MOJIb30BaHUE B JIpYrHe OpraHu3alvu o(popMIIseTCs aKToM,
KOTOpBIM COCTaBJISIETCA B JBYX OK3EMIUISIPAX, OJWH HX KOTOPBIX OCTacTcs B apXuBe
OopraHu3anunu, prl"OfI BBIIACTCA  ITOJIYYATCIIIO. AKT MNOANMUCKBIBACTCA  PYKOBOJUTCIICM
OpraHM3alyy, Mepefarolled Jeia, W PYKOBOAWUTEIEM OPraHU3aLUHU-TIONYyYaTess: IMOANNUCU
CKpeIUIAIoTCsl TepOOBBIMM IMeyaTsiMu  opranuzauuid. [locie BosBpamieHus el B ABYX
DK3EMIUIIpax akTa [JeJaeTcsi COOTBETCTBYIOIIAs OTMETKAa: OJWH DJK3EMIUIIP OCTacTcs B
OpraHM3alUu-ToiIyJarene, JApyrol XpaHuUTcs B Jene (¢GoHJAa B apXuBe OpraHu3allu,
BBI/IaBaBILIEM JIETIA.

HampaBnenne Ha cTpaxoBoe KOINMPOBAaHWE, pPECTaBpallio, Mepervier oQopMIIseTcs
3aka3oM. 3aka3 oopMIIIETCsl B apXMBE OpraHM3aluy 10 (opMe aKTa O Bblaye BO BPEMEHHOE
MOJIb30BaHUE JIPYTrOM OpraHU3aIuu.

Jlena BbIAAIOTCS W3 XpaHWIMINA JUIS HUCIOJb30BaHUS M TPOBEINCHHUA paboT 1o
CTPaxOBOMY KOINHMPOBAHHIO, pecTaBpallM, MepeIuieTy ToJbKo B oOpaboranHoM Buze. llepen
BbIJIauell JIeNl U3 XpaHWIIUINA NTPOBEPSIETCS COOTBETCTBUE IIM(pa U 3ar0JIOBKA Jiesa Ha 00JI0kKKe
mu@py U 3aroJioBKy Jejia B ONMCH; IMepel BblAayeil ¥ Mpu BO3BpAIEHUU JeNl B XPaHUIMILE
IIPOBEPSIIOTCS HyMEpalUs JIMCTOB M COCTOSTHUE JOKYMEHTOB Ka)0r0 BeIJaHHOTO fena. Kaxnoe
BbI/IaBa€MOE M3 XPaHWIUIIA JIEJI0 JOKHO UMETh JIUCT UCIIOIb30BAHMS.

ITpu BeIgaue ned1 M3 XPAaHWIIMINA HAa MECTO BBIJAHHOIO Jejla MOJKJIAIbIBAECTCSA KapTa-
3aMEeCTHTENb, B KOTOPOH yKa3bIBae€TCs HOMEp Jiesia, HOMEp ONUCH, HoMep (OHJA, KOTJa U KOMY
BBIJIaHO JI€JI0, JaTa €ro BO3BpaTa M MOJNUCh COTPYAHHMKA, BBIJABIIETO J€J0, C yKa3aHUEM
nospxHocTy. [Ipu BO3BpaleHuy Jena B XpaHWIIMILE KapTa-3aMecTUTeNb n3biMaeTcs. CocTosHue
JIeJ1, BO3BpAIIa€MbIX B apXHB IOCJE MCIOIb30BAHMS, TOJDKHO OBITH MPOBEPEHO B NMPUCYTCTBUU
Jiaia, BO3Bpalaronero J0KyMCHThI.

[Ipu oOHapyXeHHMM HenocTaud Jel MWIM OTHCNIBHBIX JIMCTOB B HHUX, a TaKxke
MOBPEKACHUM JelI U JOKYMEHTOB COTPYJHUKAMM apXuWBa COCTaBIAETCSI AakT B JBYX
9K3EMIUISIpaX, OJUH U3 KOTOPBIX MPEJCTABISETCA HUCCIEAOBATEN0 YUTAIBHOTO 3ajla WM



PYKOBOAMTEIIO OpraHU3alMM, HCIOJb30BAaBIIEH JTOKYMEHTHI, JUIsl NPUBJIEUYEHUS BHUHOBHBIX K
OTBETCTBEHHOCTH, BTOPOI - OCTaeTCsl B apXMBE.

[Ipu mepemenieHUn TOKYMEHTOB 3a MIpeesiaMH apXuBa JOJDKHBI COONIIOIATHCS MEpHI
IPEJOCTOPOKHOCTH, HAJEKHO oOecrneuuBarolue HMxX coxpaHHocTb. [lpu TpaHCmopTupoBKe
JOKYMEHTOB COOJIIOAI0TCS MEPHI TI0 OXpaHE U 3aIIUTE UX OT BO3JCHUCTBUS BPEAHBIX (aKTOPOB
OKpY’Karollel cpenbl IMyTeM HNPUMEHEHMs CIELUAIbHBIX BHUJOB YIAKOBOK, 00ECHEUMBAIOLIMX
3alUTy JOKYMEHTOB OT OCaJKOB, CBETA, MEXAHUUYECKUX ITOBPEXKICHUN.

Tema 3. Inexmponnsvie apxuevl NO TUYHOMY COCABY

B Hacrosimee Bpemsi HamOoJiee aKTyadbHBIM BBICTYIIA€T BOINPOC 00 3JIEKTPOHHOM
XpaHEHUH apXUBOB I10 JINYHOMY COCTaBY.

OcHosHbie npobiembl, 803HUKAIOWUE NPU pabome ¢ OYMANCHbIM aAPXUBOM

1. OnepaTMBHbIN A0CTyn K BymaxHOMY apxuBy A0BOJIbHO 3aTpyAHUTENEeH. Bpema oTBeToB
Ha 3anpocbl K AaHHbIM apxvMBa COCTaBAAET OT OLAHOIO A0 HECKONbKUX AHel. PaboTHMKam apxuBa
[0BOJIbHO C/IOXHO 06pabaTbiBaTb BPY4YHYIO 60/bLIOE KOJIMYECTBO 3ampoCOB, MHOTME W3 KOTOPbIX
[0BOJIbHO CNIOXKHbI M TPeBYOT ANA NOAYyYeHMA OTBETA UCNONb30BaHMe H60/bLIOFO KOIMYecTBa Aen.

2. Pabota c BymaKHbIM [OKYMEHTOM BO3MOXHA OLHOBPEMEHHO /MWb AAA OAHOrO
YyesioBeEKa, YTO CO34aeT HeyA06CTBO NpU pPaboTe C aKTUBHO UCMO/Ib3yeMbIMU SOKYMEHTaMM.

3. JOKYMEHT MOXHO /Ierko MoTepATb MNpU MNOMELLeHWM He B To Aeno 6narogaps
«yesioBeyeckomy dakTopy».

4, ApXuB He 3alMLLEH OT MOXKapPOoB U NPoYNX GOPC-MarKOPOB.

5. CTapble AOKYMEHTbl He 061a4at0T AO/IKHbIM KayecTBOM M MMM CNOXKHO NONb30BaThbCA

BBUAY BETXOCTU, HOBblE AOKYMEHTbI HE A0/21ITOBEYHbI, MO NPUYNHE TOIo 4YTO 6bICTp0 M3HallKnBakTCA.

Pemenniem naHHbIX MpoOIeM SBISETCS CO3/IaHUE IEKTPOHHOTO apXHBa JOKYMEHTOB I10
JUYHOMY COCTaBy oOpraHuzauuu. MHpopmamus, XpaHsiiascs B JaHHOM apXHBE IO3BOJIUT
MOJIy4aTh CHOPABKY IO TPYAOBOH AEATEIHLHOCTH KaXKIOTO COTPYAHUKA, B TOM 4YHciie 00 ypOBHE
3apa0OTHOM TMUIaThl, CTaxke paboOThl, pa3nuuHble Oubnuorpaduueckue manHeie. Bces ata
uH(popMallisi MOATBEpKIaeTCs OyMaXHBIMU JOKYMEHTamH apxuBa. l[Ipu HeoOXoaumocTw,
BJIGKTI)OHHI)II\/'I ApXUB MOXKCT XpPaHUTH OHI/I(l)pOBaHHI)IC KOIMMK OCHOBHBIX HOOKYMCHTOB II0
JEeSTENIbHOCTH pabOTHHKA.

HpeI/IMYHISCTBa, MoJIyd4a€MbI€C OT BHCAPCHHA OJICKTPOHHOTO apxXuMBa I10 JIMYHOMY

COCTaBy:

1. MpocToi 1 BbICTPbIN AOCTYN K AOKYMEHTY tob60oro coTpyaHMKa apxmBea B itoboe Bpems.

2. BYMarKHbI/i apXMB OCTAaeTCA HETPOHYTbIM, YTO MO3BOJIAET COXPaHATb €ro 3Ha4YMUTesIbHO
ponblie (ocobo xopowo 3ToT 3¢pdeKT byaeT 3ameTeH ANA AOKYMEHTOB, TpPebyowmnx 40AroCpoYHOro
XpaHeHus).

3. [ OKyMEHT 3aLmLLeH OT USMEHEHWIA, YTO rapaHTUPYET NONHOTY UHPOPMALLUW.

4. PocT ckopocTn 06paboTKM 3aMPOCOB K apxXMBY M YMEHbLUEHWE BPEMEHM Ha MOJyYeHMUe
apPXMBHOW CNpaBKu.

5. KOHTpO/Nb CPOKa XpaHEHMs B 3aBUCMMOCTM OT TUMA AOKYMEHTA U MHbOPMMUpPOBaHME
apXMBapuycoB 0 HEOHXOANMMOCTM 06PaBOTKMN AOKYMEHTOB, TPEOYIOLLMX YHUYTOKEHUS.

6. Pe3epBHOE KOMMpOBaHME AAHHbIX 3aLUMTUT Ball 3/EKTPOHHbLIA apxuB OT Qopc-
Ma¥opoB.

Hanpuwmep, ¢upma «OneKkTpoHHBIH apxuB YKpauHb» HMeeT cieayromuid ombIT. [lo
AHAIN3Y CIEHUAINCTOB aKTYaJIbHOCTb BHEAPEHUS 21€KMPOHHO20 apXuéa no JUYHOMY COCMABY
oOyciaBnuBaeTcs KaK YacTOTOW 3alpocoB KaJpOBOH JOKyMEHTAallMM, TaK M JIOCTaTOYHO
MPOJOKUTEIHLHBIM CPOKOM XpaHEHUS 3TOTO BUAA JOKYMEHTOB (110 75 JeT).

Komnanus DJIAY paspaborana 5JI€KTpOHHBI apXWB MO JIMYHOMY COCTaBy JUis
MPOMBIIUIEHHOTO TPEINpUSTHS, B COCTaBE KOTOPOrO HAXOAWThbCS 3 IIaXThl, a IUTaT
corpynuukoB konednercs oT 3500 no 5000 padorHukos. [Ipeanpustue pynkimonupyer ¢ 1973
roja.

3aka3uuk o0OpaTWiCs C 3almpoCcOM O CO30aHUU DNIeKMPOHHO20 apXusa KaJapOBOU
JOKYMEHTAIlUM, Kejas COKPaTUTh BpeMs Ha MOJrOTOBKY CIpPaBOK IO 3apa0OTHOM Iuiate,
TPYZAOBOMY CTaXYy, OATBEPKACHHUIO JIBIOT YBOJIEHHBIX COTPYIHUKOB. BBHY Gonbiioro mraTa u



cnenupuKA  JEATENbHOCTH  Npeanpustus (Haduuue JOKYMEHTaluu, (UKCHUPYIOIIEH
MIPOU3BOJICTBEHHO-TPYAOBOM TpaBMaTU3M, MNOJATBEp)KIaronieil paboTy deloBeKa B YCIOBHSX
BPEIHOTO MPOU3BOJCTBA, [AIOIIEr0 MPaBO Ha JBroTH) 00paboTKa 3ampocoB, KOTOPBIX
noctrynaino nopsaka 200 B mecsi, npu padoTe ¢ OyMa)KHBIM apXMBOM ObUIa TPYJOEMKOU M
BpEMsI3aTPATHOM.

Oranbl CO3JaHUS  DJIEKTPOHHOTO apxuBa. BpipaboTaB KOHKpETHOE U JETajbHOE
TEXHUUYECKOE 3aJaHue€ C 3aKa3uMKOM [0 BHEIPEHUIO JIEKMPOHHO20 apXued TO JIUYHOMY
coctaBy, KoMaHma «JOJIAY» mnpucrynuia Kk peanusanuu npoekrta. g gocTuxeHus
ONTUMAJILHOTO ¥ HanboJiee KaUeCTBEHHOI'O Pe3yJIbTaTa Ha dTalle CKAaHUPOBAHUS IOKYMEHTAIIUH,
MpeABapyuTEeNIbHO ObUTa TpOW3BEJeHA paciuBka (¢ mocnenyromed cmuBkoi) 2 190 nem;
ouudposano 605 000 crpanun. s ymobcTtBa M HPOCTOTHI pabOTHI YK€ C AJIEKTPOHHBIM
0a3ucoM JIOKyMEHTAllUH, Ha MPEANPUATUU OblJIa yCTAaHOBJICHA CHCTEMA 3JIEKTPOHHOI0 apXHBa
Folium (pa3pabGoraHHBIi CHEHATUCTAMUA KOMIIAHUH «JCKTPOHHBIC apXWBBI Y KPaHHbD»
POrPaMMHBIM MPOAYKT, MO3BOJIAIONIMN OpPraHU30BaTh M CTPYKTYpPUPOBaTh OLHU(pOBaHHBIE
APXUBHBIC JOKYMEHTHI).

PaGota o ckaHupoBaHUIO KaJPpOBOW JOKYMEHTAIMel mpeanpustus Oblia o0ycloBIeHA
PSAAOM OCOOCHHOCTEH:

- omudpoBke noamananu aeia mnepuoao 1973 — 2013 rr., 30 % u3 KOTOpPHIX OBLIH B
OYCHb BETXOM COCTOSTHUH;

- CyIIeCTBEHHAas YacTh JOKYMEHTAIlMM HMeJa PYKONHMCHBI H  HCYe3aloluil
MAIIMHOMUCHBINA TEKCT

- paboTa Mo MPOEKTY OCYIIECTBIUIach B 2 CMEHBI, HA TEPPUTOPUH 3aKazuuka padoTaia
MoOuIBHAs Opurasa.

Pe3ynbTarel BHEIPEHUS 3JIEKTPOHHOTO apXHBa:

DONEeKTPOHHBIM apXWB MO3BOJIWI: CHU3UTh TPYAO3aTpaTbl HAa IMOUCK U OdopmiieHue
uH(pOpMaIIMK 10 3ampocaM B apXuB B 24 pa3a; BHIBECTH U3 MOCTOSHHOTO O0MXOJa OPUTHUHAIIBI
OyMaXHBIX JOKYMEHTOB (OOECIIEYMB WX COXPAaHHOCTh OT TMOTEPH, IMOPYH, YMBIIUICHHOTO
pEeNaKTHUPOBAHUS U T.1.).

Perynspuble wuccienoBaHus, NpPOBOJALIMECS B YKpauHe, CBHJIETENbCTBYIOT, YTO
OOJBIIMHCTBO MOJIL30BATENEH BBIACIAIOT TaKHe MPEeUMyInecTBa 0e30yMasKHBIX TEXHOJIOTUH KaK:
9KOHOMUSL 8PEMEHU COMPYOHUKO8, CPeOCme NpeOnpusmull, nogvluleHue d¢pgpexmueHocmu
pabomul, U 603MONCHOCHL COBMECMHOU pabomul ¢ OOKYMeHMAaAMU.

DONEeKTPOHHBIM apXuWB — TrapaHT oOecHnevyeHHs I[OJIHOIEHHOIO y4yeTa M XpaHEHUus
TOKyMeHTOB mpennpusatus. Co3naHue cTpaxoBoro (GoHga y4eTHOW MOKyMEHTAluu (3alfuTa OT
nokapa, yTpaThl, XuueHus, nopuu). CokpallleHHe KOJMYECTBA YUYETHBIX JOKYMEHTOB Ha
OyMaXHBIX HOCUTENSX (HampuMmep, WHBEHTapHble KHUTH, omucu). ObecredeHne COXpaHHOCTU
CTapbIX, PEIKUX U 0CO00 IEHHBIX JOKYMEHTOB (MCIOJb30BaHUE KOTOPBIX B OyMaXHOM BHUJE
MPUBOJIUT K BETXOCTH M MOCIEAYIOUIEMY YHUUTOXKEHHUIO JOKYMEHTA — PEJIKHe KHUTH, apXUBHBIC
nena). OpraHu3anusi XpaHEHUs! 3JEKTPOHHBIX TOKYMEHTOB B KoMIakTHOM Buje. Ilonydenue
HEOTPaHMYEHHOT'0 YHCIIa KOIMHMM JOKYMEHTOB B OyMa)kKHOM U 3JIEKTPOHHOM BHjie Oe3 oOparieHus
K OyMa)XHOMY OpWTHHATy (Hampumep, JJs BBIIAYM IO 3alpocaM TpayKaaH, JJIsi OTIPABKH B
NOJOTYETHBIE Mojpa3aeneHus). OOecrnedeHnss BO3MOXKHOCTH JOJTOCPOYHOTO  XpaHEHHUs
JIOKYMEHTOB M JIOCTyIa K HUM.

DNEeKTPOHHBIM apXWB — CPEACTBO ONTHUMH3AIMH pabOThl € JOKYMEHTaMH Ha
npeanpustTan. OpraHu3anys OJHOBPEMEHHOW paboOTBl € JJEKTPOHHBIMH JIOKyMEHTaMU
HECKOJIbKUX T0JIb30Bareneil. Pa3rpanndenune mpaB JOCTyma Mosb3oBareneil K uWH(OpMaluu.
Ob6ecneuenne nHGopmaronHoil OezonmacHocTu. CokpallieHue BpeMeHu oOpabOTKU 3aIlpocoB,
NOUCK HWH(OpMalMU. YBEIMYEHHE OINEpPaTUBHOCTH JocTyna K uHpopmauuu. ObecneueHue
ONepaTUBHOIO TOMCKAa MW JOCTyla K JOKyYMEHTaMm CTpaxoBoro ¢oHJa JOKyMEHTallud B
KPU3UCHBIX cUTyarusax. CozmaHue MUPOKUX BO3MOXKHOCTEH MyOIMYHOTO JOCTYyINa K apXUBHBIM
JIOKYMEHTaM UCTOPHYECKOT0, KyJIbTYPHOTO H HAYYHOT'O HaClIEIHsl.

Pezynomam ucnonvzosanus 21eKmpoHHO20 apXuea 8blpaicaemcsi 6:

1. MoBbIWEeHUM YPOBHA MHPOPMALMOHHOTO 06ecneyeHns HaceneHus.

2. MoBbILEHUM YPOBHA KayecTsa NMPUHATUA PeLLeHW.



3. NCKNOUEHNN PUCKA, CBA3AHHOIO C «4e1I0BeYeCKUM HaKTOPOMY.

4. MpeeMcTBEHHOCTV NOKOJIEHUI CNELMANINUCTOB.

5. 3KOHOMWKN OPUCHbBIX NNOLWAAEN ANA XPAHEHWUA LOKYMEHTOB.

6. CoKpalweHnn pacxodoB Ha COAeprKaHWe wWTaTa COTpyAHWMKoB, paboTalowmx c
6YMaXKHbIMM W 9NEKTPOHHBIMWU JOKYMEHTaMM.

7. Mpo3payHOCTM COCTOAHUA Aen B puananax n yaaneHHolx opucax.

8. Mcnonb30BaHMM 3NEKTPOHHOTO apXxMBa KaK HeMaTepUaNbHOTO aKTWMBa MpWU Mpoaaxke

nNpeanpuATUSA, CAMAHUAX U NoraoWweHUAX (0cobeHHO aKkTyaibHO A1 NPOMbILLNEHHOCTU, HedTe/razoBoro
KOMM/IEKca, KOrAa B [AOKYMEHTaX COAEPKaTCA CBEAEHWA [ANA CTPaTerMyeckoro mniaHUpPOBaHWMS,
Hanpumep, pesybTaTbl rE00rMYECKON Pa3BEAKM MECTOPOKAEHNN, YEPTEKN KOHCTPYKLUI CaMOJIeTOB,
nT.a.).

9. BbicTpom noabope 1 NOVCKe JOKYMEHTOB B SKCTPEHHbIX CUTYaLMAX.

Bo3moxxnoctu mnpoeaenuss HUOKP (Tonpko W3Y4YMB MPEABIAYIIHA OIBIT HAyYHBIX
MCCJIEJOBAHUM, MO’KHO YCIIEIIIHO ABUIaThCS BIIEPEN).

BHenpeHue CcuCTEMBI DIIEKTPOHHOI'O apXuBa JOKYMEHTOB II0 JIMYHOMY COCTaBy
MO3BOJIIET B 3HAUUTEIbHOM CTENEHM ONTUMHU3UPOBATH U YIPOCTUTH pabOTy KaJpOBHKA.
OJEeKTPOHHBINA apXUB BbICBOOOXKIaeT O(h)HCHOE MPOCTPAHCTBO OT HAKOIMUBIIUXCS JOKYMEHTOB U
obecrieunBaeT 3ammTy WH(OpManuu Onarofaps CO3JaHHMIO pe3epBHBIX Komui. Kpome Toro,
CHUCTEMaTU3MpOBaHHAsl 3JEKTPOHHAs 0a3a JaHHBIX IOMOIAaeT COTPYIAHMKY KaJpOBOM CIIyKObI
OIEPATUBHO HAXOAWTh HYKHYI0 WH(POPMAIHNIO, MTHOBEHHO MOAOMPATh JOKYMEHTHI, OTIPABIISSL
UX I10 2JIEKTPOHHOM 11o4Te, U T. A.

Pabora ¢ joKkyMeHTamMH 10 JTUYHOMY COCTaBY TpeOyeT, 4TOOBI KaJPOBHUK 3HAI HE TOJIBKO
TPYAOBOE 3aKOHOJATENBCTBO U MOPAJOK AEJIONPOU3BOICTBA, HO U OCHOBHBIC IIPaBUIIA XPAHECHHUS,
o0paboTkn u mepenaun Oymar Ha apxXuBHOE XpaHeHHe. Hajamnekamiee BBIIOJHEHHE STHX
00s13aHHOCTEH CBA3aHO ¢ OOJIBIIMMU BPEMEHHBIMH 3aTPAaTaMH, YTO MPENATCTBYET BHIMOIHEHUIO
NEPBOCTENIEHHBIX KaJpOBbIX 3ajad. bojee Toro, cam crequaliucT KaapoBOW CIIy:KObl JIMILIEH
BO3MOXKHOCTH pEalM30BaTh CBOU Mpo(deccHoHaNbHble aMOMIMH, KOTOpbIE MOTYT OKa3aThCs
HIMpe BBINOJIHEHUS Cyry0o OymMakHOM paboThI.

JU11 COBpEMEHHON KOMITAHUH ONTUMAJIbHBIM PEIIEHUEM BOIIPOCA XPAHEHUS TOKYMEHTOB
0 JINYHOMY COCTaBy JOJUKHBI CTaTh TIPaMOTHOE XpaHEHHE, CHUCTeMaTu3alus |
aJIMUHUCTPUPOBAHUE C COOJIIOJICHHEM 3aKOHOAATENbHBIX HOpM. B monmHol Mepe 53TO
OCYLIECTBUMO 3a CYET IIPUBJICYEHUS CTOPOHHMUX apXMBHBIX KOMIIaHMW. B 3TON cHTyanuun
PYKOBOJUTENSIM OpPraHU3aIMil OCTaeTCs JMIIb ONPEASIUTh KPeIUT T0BEpUs K TAKUM CIIy:K0aM U
pEIINTh, TOTOBBI JIM OHU UJTH B HOT'Y CO BPEMEHEM.

OnTuManbHBIM pElIEHHEM YKa3aHHBIX MPOOJIEM MOXKET CTaTh CUCTeMa, pa3paboTaHHas
cnenuanucrtamu kopropauu JIAP, - «OneKkTpoHHBII apXUB KaJpOBOIO JEJIONPOU3BOACTBAY -
U TpPEICTaBIAIONIas cOO0H KOMIUIEKC Uil JIOKYMEHTALMOHHOTO OOECledYeHUsl KaJpOBBIX
MIPOLIECCOB U 3aLUTHI NepcoHaNbHBIX AaHHbIX (IT/1).

Cuctema aBTOMaTU3UPYET OOJBIIMHCTBO MPOIECCOB, C KOTOPHIMU KaJIPOBUK €KEIHEBHO
CTaJIkuBaeTcss B cBoeil pabote. Tak, pelieHue TMO3BOJSET BECTH CTATUCTUKY M y4eT
yIpaBJIEHYECKUX KaJpOB, HAXOJAIIMXCA B pe3epBe, MOIy4yaTh HCTOPUI0 PabOTBl C ITHM
pe3epBoM 3a JI000H MepuoJl BPEMEHH, a TakKe aHaJM3UpOBATh ATalbl MPOPECCHOHAIBHOIO
pocTa coTpyIHUKa. BO3MOXKHOCTH OBICTPOTO MOMCKA U IOCTYNA K HEOOXOMMON HHPOPMALIUHU O
COTPYIHUKAaX B DJEKTPOHHOM apXMBE CHIKAIOT TPYyJO3aTpaThl M BpeMsi Ha COCTaBIIEHUE
noa00pOK JTOKYMEHTOB [UI OTYETHOCTH U MPEJACTABICHHUS TPOBEPSIONIMM OpraHaM, Ha
00paboTKy 3alpoCoB, a TaKKe Ha BOCCTAHOBJICHHE U 3aBepEHUE KON yTpaueHHbIX JOKYMEHTOB
Ha OCHOBAaHUM HX DJIEKTPOHHBIX 00pa30B. BHenpeHue cucTeMbl MO3BOJSET OCYILECTBIISATH
KOHTPOJIb HaJ COCTaBJIEHMEM WJIM 3alOJHEHHEM KaJIpOBOM JOKYMEHTAlUH M OTCIIEeKHUBATh
Ka4eCTBO M CPOKHM BBINOJIHEHUsI pabOT COTPYIHUKAMHU KaIpOBBIX MOJpPA3JCIIEHUI B pexuMe
pealbHOTO BpeMEHHU. A XpaHEHHE JOKYMEHTOB B PEKHME BEPCHOHHOCTHU TO3BOJISIET OTCIEIUTD,
KOI'Zla, KEM M KaKU€ U3MEHEHMSI BHOCWINCH B KaX/IbIli KOHKPETHBIN KaIpPOBBIA JOKYMEHT.

Kpome Ttoro, cocraB pemieHuss «IEKTPOHHBIM apXUB KaJIpOBOTO JEIOMPOU3BOJICTBAY
MOYKHO TMOKO KOH(UTYpHUPOBATh B COOTBETCTBHH C TPEOOBAHUSAMH U 33/1adaMy OpraHHU3alluy, a
TaKXke MPOCTO M OBICTPO MOJAEPHU3UPOBATH U PACIIUPATH CUCTEMY C Pa3BUTHEM KOMIIAHUU.



CocraB pemienus. Pemenue «OJIEKTPOHHBIM apXWB KaJpOBOTO JEJIONPOU3BOACTBA»
COCTOMT U3 HECKOJBKHUX MOJYJIeH, KOTOpble B KOMILIEKCE OPraHU3YIOT OTJIAXEHHYI0 padboTy
CHUCTEMBI.

PaGora yepes uHTepdenc
yyeTHoH, ERP, HRM - cucremo!

CeTeBOW NpuHTEp

Texywuh sson - — ‘ Monyt_'ib
AOKYMEHTOB ’ 3aWWILeHHON nevaTu

IlepBblif M3 HUX - MOJYJb YIpPaBIEHUS AJIEKTPOHHBIM apXUBOM, KOTOPBIH CTPOMTCS Ha
6aze cucrembl DJIAP CAIIEPHUOH. Cucrema mo3BojisieT XpaHUTh JIIOObI€ TUIBI JOKYMEHTOB
(3nexTpoHHBIE 00pa3bl OyMa)KHBIX JIOKYMEHTOB, TOKYMEHTBI YUYETHBIX CHCTeM, (oTodailisl u
ap.). C ee MOMOIIBIO MOXXHO TIIOJIy4aTh OIEPATHBHBI MHOTOIIOJIB30BATENILCKUN  JTOCTYII,
OCYILIECTBIISATh OBICTPBIA IMOMCK JIOKYMEHTAllMM B JJIEKTPOHHOM apXuBe IO 3aJlaHHBIM
napameTrpaMm M KJIacCH(UIMPOBATh TOKYMEHTHI MO Pa3IHMYHBIM aHAIMTHYECKUM MpU3HAKaM. A
OTpaHUYEHHUE JI0CTYNA K KOH(UICHIUATBHBIM TOKyMEHTaM WM 4YacTAM JOKYMEHTa MO3BOJISET
COOITIO/IATh 3aKOHOIATENBCTBO TI0 3aIIUTE MEPCOHATBHBIX TAHHBIX.

Crenyronmii - MOJIysb IOCTyNa K 3JEKTPOHHOMY apxuBy. Ero pabora ocymiectBisercs
kak Hanpsamyro u3 cucreMmbl DJIAP CAIIEPUOH, Ttak u uyepe3 mMpuBBIYHBIC IS MMOJIb30BaTENEH
IpOTrpaMMHBIE TIPHIIOKEHHUS 3a CYET BO3MOXKHOCTH MHTETpallud C CHUCTEMOH yIpaBlIeHUs
ANIEKTPOHHBIM apXUBOM. A ISl IPEATIPUSTHN C XOJIAMHTOBON CTPYKTYpPOW OPTaHU3YeTCs JOCTYII
K JaHHBIM U3 TEPPUTOPUAIBHO YJAJIEHHBIX MOJApa3feieHuid dYepe3 KOpHOpaTUBHBIE
nH(pOpPMAIMOHHBIE CETH.

[TomHOCTBIO aBTOMATU3MPOBATH MpOIECC MepeBojia OyMaKHBIX KaJpPOBBIX JOKYMEHTOB
OPEINPUATHST B DIIEKTPOHHBIA BHJA TO3BOJISIET MOIYJdh TeKymiero BBomga. CocTaB 3TOTO
IPOTPaMMHO-aNNapaTHOTO KOMIUIEKCAa 3aBUCHUT OT KOJMYECTBA MEpCOHaa, paboTaromero B
KOMITAaHUH, €XEJHEBHOIO TOTOKAa KaJIpoBOW JOKYMEHTallMM U OOBEMOB apXUBOB, 4YTO U
ompeneNnseT TUIBl CKaHUpYIOmero obOopynoBanws. JlaHHBIE MoOmynp  oOecriednBaeT
JOKYMEHTAIIMOHHYIO TIOJIEPKKY KaJpPOBBIX OH3HEC-TIPOLIECCOB, IOCKOJIBKY CBOEBPEMEHHOE
HAIOJIHEHUE DJICKTPOHHOTO apXWBa TEKYIIUMH M ApXUBHBIMH KaJpOBBIMH JOKYMEHTAMH H
NpUBSA3KA 3JIEKTPOHHBIX 00pa30oB peajbHBIX KaJpOBBIX JOKYMEHTOB K YYETHBIM JIaHHBIM
TapaHTHPYIOT ONEPATUBHBIN JTOCTYII K JAHHBIM YIIOJTHOMOYCHHBIM COTPYAHHUKAM.



Monynb XpaHEeHHs CO3[aeT EHTPATM30BAHHOE XPAHWIIUIIE OOJBITNX 00BEMOB JaHHBIX
Ha OCHOBE CHEIUAJU3UPOBAHHBIX ONTHYECKMX Hakomutened Ha DVD/BD-muckax.
Opranu3oBaHHOE TakuM 00pa3oM XpaHEHHWE KaapOBOW JIOKyMEHTAllUd TapaHTHPYET
COXpPaHHOCTh M HEU3MEHHOCTb HH(popmanuu B TeueHue Oonee 50 ser coriacHo
3aKOHOJATENCTBY NPU MHUHHMAJBHBIX 3aTparaXx Ha MOJCPHU3AIMIO M  OOCIy)XHBaHUE
XPaHWINILA.

Kpome TOro, 3T0 CmOCOOCTBYET CYIIECTBEHHOMY CHIDKEHUIO BHYTPEHHHUX 3aTpar Ha
JIOPOTrOCTOSIIIYI0 apeHay IUIOIAAeH MOJ ApXUBbBI KaIpPOBBIX JOKYMEHTOB, TaK KakK IO3BOJISET
epeMecTUTh OYMaKHBIM apXWB Ha TEPPUTOPHIO Oosiee JEIIeBBIX apeHIHBIX IUIOMmanei, a B
TeKylled paboTe COTPYIHUKOB KaJpOBBIX TMOJPA3AEICHUN HCIOJIB30BaTh JIOKYMEHTHI
AJIEKTPOHHOI'O apXUBa.

Mopaynp 3amMIIEHHOTO BBIBOJAA JOKYMEHTOB Ha Ie€daTh CTPOMTCS Ha OCHOBE
NOJKJIIOUEHUSI CcepBepa Iedard, crenuanuzupoBaHHoro IIO u  pas3BepThIBaHUS CHCTEMBI
aBTOpU3ALIMUA IYyTEeM YCTaHOBKHM HACHTU(UKAIMOHHBIX YCTPOMCTB Ha mnpuHTepax u MDY
npennpustast. s uaeaTudukanuy moib3opareneii mpumeHstorces: PIN-koab1, 6eCKOHTaKTHBIC
MJJACTUKOBBIE KApThl, MarHUTHBIE KapThl, IITPUX KOJbl MJIM CKAaHEpbl OTIEYATKOB NaJbIIEB.
Cucrema aBTOpH3aIMM MOXKET OBITh OOBEIUHEHA C YK€ CYIIECTBYIONIEH B OpraHU3allH
3aKa34yhKa CHUCTEMOW 0e30MacHOCTH, HampHUMep, Yepe3 KapThbl, UCIOIb3yeMble COTPYAHUKAMHU
JUIsL TIpOXojia 4Yepe3 CHCTEMY KOHTpOJIsl JAOCTyNa Ha npennpustue. Moaynb MO3BOJISET
aHAJIM3UPOBATh BCe pabOThI MEYaTH MO PA3IMYHBIM MapaMerpaMm, B TOM YHCIE KOJIWYECTBO U
COCTaB OTHPABJISIEMBIX Ha TMEYaTh JOKYMEHTOB JUISl MCKIIFOUCHHS MCIIOIb30BAHUS TEXHUKU IS
JIMYHBIX LEJIEH.

3ammMTa TEpPCOHANBHBIX JaHHBIX. Pemienne «IJIEKTPOHHBIM apXUB  KaJIPOBOTO
JIEJIONPOU3BOJICTBAY IMOJHOCTHIO COOTBETCTBYET TPeOOBAHMSIM 3aKOHOJATENLCTBA MO 3allUTe
NEPCOHANBHBIX JIAHHBIX, COTJIACHO KOTOPOMY KOMIIAHHWH, pPabOTaIOMMe C IEePCOHATBLHBIMU
JAHHBIMU, 00S3aHBI TAPAHTUPOBATH UX HAJIEKHYIO COXPAHHOCTb.

OToro ynaercs JOCTHYb HECKOJIbKMMHU crocobamu. B dacTtHOoCcTH, 3a cueT (QyHKIUMH
KOJMPOBAHUs JOKYMEHTA, TPOCMOTP KOTOPHIX CTAHOBUTCSI BO3MOKHBIM TOJIBKO TOCJIE BBECHUS
napoJisi. Taxke cuctema nonyckaeT ucnoiabzoBanue DI u mpu He0OXOAMMOCTH OTpaHUYNBAET
JOCTYN K 4YacTsM apXuBa, OTICIbHBIM JOKyMEHTaM WIM UX (parMeHTam JUisl pa3indHbIX
nosib3oBarenel unu rpynn nonb3oBatenedl. Kpome Toro, OJIAP CAIIEPMOH xpanut
DIIEKTPOHHBIE JOKYMEHTHl B BHJE CIENHMATBLHOTO 3aKOJWPOBAHHOTO (aitna coOCTBEHHOTO
dopmara (Meradaitna) ST MCKIIOYEHUS BO3MOXKHOCTH HEMPABOMOYHOTO KOMUPOBAHUS U
MCIIONIb30BaHUsl Bcel MHGOpMAIMU WM €€ YacTh. Bce 3TH Mephl U CcO3/1al0T HEOOXOAMMBbIE
YCIIOBHS JJIi HAJEKHOTO, 3aIIMIIEHHOTO0 XPaHEHHUS TNEPCOHATBHBIX JaHHBIX COTPYAHHKOB
KOMITaHUH.

Buenpenue pemienus «JEKTPOHHBIM apXHUB KaJpOBOTO AEIONPOU3BOACTBA» MO3BOJISET
B CYHMTAHHBIE CEKYHJbl HAaXOJUTh HEOOXOAMMBIN NTOKYMEHT, KOHTPOJIHMPOBATH MPaBUIHHOCTh
0o OopMIIEHHUS JIE]l B PEKUME PEaIbHOTO BPEMEHHU U IPOBOAUTD ayIUT KaJpOBOMl IOKyMEHTAlLlUU B
yaaneHHbIX (Qumuanax u moapasaeneHusx. Kpome Toro, cuctema obecreunBaeT padboTy ¢
TEeKYIIMMH KaJpPOBBIMU JOKYMEHTaMH, UYTO OOJerdaer Ipolecc perucTpaluu KaJpoBou
JOKYMEHTAIMU, a 32 CUET MHTErPallUM AJIEKTPOHHOI'O apXMBa C CYHIECTBYIOLIMMHU KaJIpPOBBIMU
CHUCTEMaMM aBTOMAaTH3UpyeTcsl paboTa 1Mo y4yery u cOopy craructuyeckoil nHpopmanuu. Bee
ATO B KOMILJIEKCE TO3BOJISIET MOJHOCTHIO aBTOMATH3UPOBATh PabOTy KaJIpOBUKOB, ONTHUMH3UPYS
TE€M CaMbIM JCSATEIHHOCTh KAJAPOBHBIX MOIPA3ACICHII KOMIIAaHUH.

Hcnonb30BaHue >IEKTPOHHOTO apXuWBa B paboOTe CIyXKObI YIpPaBIEHHUS MEPCOHATIOM.
Kpome xaapoBoro JOKyMEHTAIIMOHHOTO y4yeTa B MPOIECCe YIPABJIECHUS MEPCOHATIOM KPYMHBIX
OPEINPUATHIA CO3/1aeTC MHOXECTBO HE(POPMAIM30BAHHBIX JOKYMEHTOB: IICHXOJIOTHUYECKUE
XapaKTepUCTUKU COTPYAHUKOB, Y4eOHbIE MaTepUalbl, COIMOJOTUYECKUE OIMPOCHI, PE3YIbTaThl
OIICHKH TPO(ECCHOHATBHBIX Ka4yecTB MepcoHala W Jp. Takue ITOKYMEHTHI TaKKe MOKHO
3arpy3uTh B AJIEKTPOHHOE XPAHUWIIULIE.



CDA mno3BomnsieT (OpMUPOBATH €IUHBIC MAKETHl JOKYMEHTOB, CBSI3aHHBIX C OOyYeHUEM,
OILICHKOM, aTTecTalueil nmepcoHana ajisi J0KyMEHTallHOHHOTO 00OCHOBAHUS MPUHATUS KaJApPOBBIX
peLICHU.

PykoBonuTensM aenapTaMeHTOB, HaYallbHUKAM OTAEJIOB, CIEIHATUCTaM 10 O0YYeHHIO U
JIPYTHM YIIOJIHOMOYEHHBIM COTPYAHHKAM HACTPAWBAIOTCS TIpaBa JOCTYNa K MOJOOHBIM
nokymeHtaM B CDA 111 COBMECTHOM C KaJapoBOM CIy»KO0OW pabOTHI IO YIpaBICHHUIO
[IEPCOHAJIOM.

MaccoBast oundpoBka TOKyMEHTOB NMpouuibix jeT. s 3QdeKTHBHOro HUCIOIb30BaHUS
CUCTEMBI JJICKTPOHHOTO apXvWBa HEOOXOJMMO HAIOJHUTh €ro CKaH-KOMUSMHU OyMaKHBIX
KaJIpOBbIX JOKYMEHTOB. MHHHMAIbHO HEOOXOOUMBIH 00BEM JOKYMEHTAalUWW (THUIIBI,
KOJINYECTBO, CPOK JIABHOCTHU) JJIsl OLIM(PPOBKH OTIPENeNIAeTCs Ha dTare dKcnepTusbl. OH 3aBUCUT
OT BHYTPEHHHUX MOTpeOHOCTeH KaapoBOil CIy>KObI, 4aCTOTHI 3alPOCOB CIIPABOK, BBIMHUCOK U
KOMUU JIOKYMEHTOB W Apyrux QaktopoB. OIHOBPEMEHHO OIpPENesieTCs KOJIUYECTBO
MHCKCUPYEMBIX MOJIeH, HEOOXOAUMBIX i 3(P(GEKTUBHOrO MOMCKA JaHHBIX. Takum oOpazom,
MOKHO ONTHMHU3HUPOBATh O00BEMBI, CPOKH M CTOMMOCTH BBIIIOJIHCHHS PabOT 1Mo omudpoBke, a
TaK)Ke OMPEAETUTh OYEPETHOCTh CKAHUPYEMBIX JOKYMEHTOB U JIEJI.

PaGoTel mO MaccoBOMy CKaHUPOBAaHUIO apxXWBa OYMaXHBIX JOKYMEHTOB MOTYT
BBINIOJIHATHCS. HA MPOU3BOJCTBEHHBIX Moniaakax Kopropanuu win Ha TEppUTOpUH 3aKa3dyHKa.
B nocnennem ciaydae uCONb3yIOTCS MOOMIIbHBIE OpHUTa/Ibl CIISIHATNCTOB 110 CKAHUPOBAHUIO.

Bcee paboTsI BBITIOJTHSIET BBICOKOKBAJIU(DUIIUPOBAHHBII nepcoHaln 1o
CIICLUATM3UPOBAHHBIM TEXHOJOTHUAM. B 4YacTHOCTH, MPUMEHSIOTCS TEXHOJOTHM [0 3aIlUTe
MEPCOHANBHBIX JaHHBIX. Hampumep, Ha 3Tane WHIEKCUPOBAHMS U300pakKeHHE pa3leiseTcs Ha
4acTH ¥ (PparMeHThl C JAaHHBIMU OJHOTO TUTA ((haMUIHK, IMEHA, TACIIOPTHBIC TaHHBIC WA JIp.)
OPUXOAAT ANl 00pabOTKH OJHOMY OIepaTopy, JaHHBIE APYroro TUMa — K Jpyromy. Takum
o0pa3oM, HUKTO HE BHIUT IMEJIOCTHYIO HMH()OPMAIMOHHYIO KapTUHY 00pabaThiBaeMoro
JIOKYMEHTA.

0 |

[ZL_ Wsanos :
ey ' Nerpos ! -
|= : Kysweuos .

(\ Nt Cavmrnn Vva r.p.
Nt Qavmnn s Ans r.p ) '
!

' 1964 11U W
! Heanoes Hean 1964 ' 1« s o 6%
1972 S35 | 2 | Nerpos Nertp 1972

4 Jlempos Jlemp 1972 ! SR
' 1988 3 | Kyaneuos Cepreit | 1988
J Kysmeyos (epzeis 1988

Hean
| Nerp
: Cepredt

Bricokoe KkauecTBO pe3yabTaTOB pabOT JIOCTHraeTcss 3a CYeT MHOTOCTYIEeHYaTON
CHUCTEMBl KOHTPOJII KadecTBa W CIENHAIBbHBIX TexHosiornii. Hanpumep, npm pydHOoM
pacro3HaBaHUH JOKYMEHTOB OJHO M300paskeHHe MPUXOIUT HAa 00pabOTKy JBYM oleparopam, a
KOHTPOJMPYIOIIasi MporpaMMa CpaBHHUBAET BBEJICHHbIE UMH JaHHbIE. B cilydae pacxoxaeHus
MPABUIIBHOCTH JTAHHBIX MOATBEPIKAAET BHICOKOKBATU(DHIIMPOBAHHBINA COTPYTHUK.

B pesynprare MaccoBoil omM(pPOBKH TOJyYaeTCs SICKTPOHHBIA HMHQPOPMAITMOHHBIN
pecypc (CKaH-KOMMU JOKYMEHTOB M WHJIEKCHas 0a3a), TOTOBBIA K 3arpy3ke B JJIEKTPOHHOE
XpaHUJIHILIE.



[lepcriekTuBBl pa3BUTHS pemieHUs. MoaepHu3auss W MaciTaOupOBaHUE PEIICHUS
OCYIIECTBIISIETCS C POCTOM NIpeanpusaTusi, ¢ BBeAeHHeM OOmero mneHTpa o0paboTKu KaapoBOH
JOKYMEHTaluu (Halpumep, JUisl TEPPUTOPUATIBLHO PACIIPENEICHHBIX U XOJIJAUHIOBBIX CTPYKTYD),
JUISL XpaHEHUs JOKYMEHTOB JIPYrMX Ciyxk0 opraHuzauuu (OyxrainTepus, AOTOBOPHOW OTIEIN,
NOJpa3iesieH s, 00eCeUunBaIOLINe OCHOBHBIE OM3HEC-TIPOLIECCHI U T.JI.).

[To 3ampocy 3aka3unka BO3MOXHa pa3paboTKa aBTOMAaTHU3UPOBaHHBIX cucTeMm g HR-
IPOIIECCOB 1M0I00pa, aTTeCTalluK, 00Y4YEeHHUs TIepcoHaa Ha ratdopMe 3JeKTPOHHOTO apXUBa.

[Ipeumyiecrna:

. MNoBblweHne apPeKTUBHOCTU paboTbl KaapPOBOM CNYKObl 32 CHET COKPaLLEHMA BPEMEHM
06paboTKM KagpoBo MHOPMALIUKN N CHUXKEHMA 0bbema BymarKHOro AoKymeHToobopoTa.

. CHU}KeHMe Harpy3Kkn Ha NpodunbHbIX cneumannctos HR-noapasaeneHui.

. BbICTPbIN MOUCK AOKYMEHTOB MO Nt0bbiM aTpubyTam (TabenbHbii Homep, PUO
COTPYAHMWKa, NoApasaeneHne, TN AOKYMEHTa, BDEMEHHOM Nepuoa u Apyrme) U B pexume
NOJIHOTEKCTOBOIO NOUCKa, pOpMMPOBaHME M NevaTb NOAOOPKN KagpOBbIX JOKYMEHTOB.

. [lonroBpemeHHOE XpaHeHNe SNEKTPOHHbIX JOKYMEHTOB B TEYEHUE CPOKOB,
npeAyCMOTPEHHbIX 3aKOHOAATE/IbCTBOM, C aBTOMATUYECKUM YBeAOM/IEHUEM OTBETCTBEHHbIX
COTPYZAHWKOB 06 UCTEYEHWUMN CPOKOB XPAHEHUS.

. ObecneyeHue 3aLLMTbl NEPCOHA/bHBIX AAHHBIX 33 CYET NPOrPAMMHOTO OrPaHUYEHMA
[0CTYNa K HUM, HaCTPOWKK NpaBs NoJsib30BaTe/IeN, MCNO/Ib30BAHWA CNELUANN3UPOBAHHOTO MOAYNA
3aLLMLLEHHOM nevaTy.

. CHUKEHWE PUCKOB MOPYMN U yTEPU OPUTMHANOB KaJPOBbIX JOKYMEHTOB.

. CoKpalleHue 3aTpaT Ha CofepiKaHve apxnBa BymMarkHOM KaApOBOM AOKYMEHTaLMK.

Peanuzosannvie npoexmui.

Cucrema aBTOMaTH3alMu AeATEJIbLHOCTH apXuBoB Yensa0nHcKkoi ob1acTu

I'V «O0benuneHHbld rocyaapcTBeHHbIH apxuB YensOunckoit obmactu» (OI'AYO) —
caMo€ KpYITHOE YUpEKJIEHUE apXUBHOW CIIy’KObl pernoHa, B KOTOPOM XpaHHUTCs Oojee 2 MIH
Jen, B ToM yucie oco0o neHHslX. B ctpykrypy OI'AYO Bxoaar 10 otaenoB u 6 CEKTOpOB,
COXPaHHOCTh U UCIIOJIb30BAHNE JOKYMEHTOB obecrneunBatoT 120 coTpyAHUKOB.

[IpaButenbctBOM YensOunckold obnacté OblIa TMOCTaBleHA 3afadya — OOECIeYHTh
MPEIOCTaBICHUE B KpaTyaWlliue CPOKM HEOOXOIMMOM apXWBHOM WH(OpMaIuu s rnepexoja
OI'B Ha oka3zaHue rocyJapCTBEHHBIX YCIIYT B 3JIEKTPOHHOM BHJE. DTO MO3BOJIUIO BO30OHOBUTh
pabotsl 1o co3nanuto EnnHol MHQPOPMAIMOHHO-TIOMCKOBOM CHUCTEMBI apXWBOB YensiOMHCKOM
o0nacTH.

TpebGoBanoch 0OeCIEUUTh:

a) BO3MOXKHOCTh yhaneHHON nopaun obpamieHuss B OAYO u KOHTpOss HaJl XOJOM H
pe3yapTaTaMyd €ro HCHOJHEHUs] Uil 00paOOTKM COIMATBHO-TIPABOBBIX 3ampocoB YIIDP,
OpraHu3aluil U rpaxk/iaH;

0) BO3MOXHOCTH y/IaJIEHHON pabOTHI ¢ IOKYMEHTaMHU M3 cOCcTaBa (hOH/IA MOJ30BaHUS HA
ANIEKTPOHHBIX HOCUTENISIX JJIsl 3apETUCTPUPOBAHHBIX MOJIB30BATENEN YUTAIBHOTO 3aJ1a apXHUBa;

B) NOIMOJHEHHE CYILECTBYIOIIEH HMH(DOPMAIIMOHHO-TIOMCKOBOM 0a3bl apxuBa U (oHaa
MOJIb30BaHUS HA 3JIEKTPOHHBIX HOCUTEIIAX AJIEKTPOHHBIMU KOMUSAMH IOKYMEHTOB apXHBa.

Jnst pemenust 3THX 3agad Obuto pemeHo mpoBectu oOHoBiIeHHe AWC APXUB c
no0aBiieHUEM U 10pabOTKOM TUMOBBIX MOJYJEH U peanu3anueil web-cepBHUCOB.

Pemenue. Ha nepBom stane B pamkax 'K NeO1.K ot 11.07.2011 6p11a ycneniso periesa
3aja4a ONepaTUBHONW OTPabOTKH COLMAILHO-TIPABOBBIX 3ampocoB. Kpome Toro, 6bu1 pacuirpex
CIMCOK TEMAaTUYECKUX pa3JieloB 3JIEKTPOHHOTO XpaHWIWINA M J100aBJI€Hbl HOBBIE MOJS B
CTPYKTYpY 0a3bl JaHHBIX JJISl MHJIEKCAIIMH JOKYMEHTOB TOPEBOJIIOIIMOHHOTO IEpHO/Ia.

B Hacrosimuii MOMEHT MPOJOIKAIOTCS pabOThl MO PACHIMPEHUI0 (PYHKIIMOHAIBHBIX
Bo3MoxHocTel cuctembl AMC APXMB nans oOcinyXKuBaHHs YAAJCHHBIX MOJb30BaTEleH.
Bropeim sTanom 3ammanupoBaHo cosnanue B 2012 rogy MuTepHEeT-IOpTana apXuBHON CITYKOBI
o0nacTy W 3aBEpIICHHE TEKYIIUX padOT MO OOHOBJICHHIO CYIIECTBYIOIIUX W BKIIOUEHUIO B
COCTaB CHCTEMbI JIOMOJHHUTENbHBIX MoJayiei. CorjiacHo NpeIbsSBICHHBIM TpPeOOBaHUSM,
TEXHOJIOTUYECKAsi apXMUTEKTypa CHUCTEMbI IIO3BOJUT  OOECHEYUTh COBMECTUMOCTH C



UH(POPMALIMOHHBIMA CHUCTEMaMH TOCYIapCTBEHHOI'O CEKTOpa M Pa3IMYHBIX BEJOMCTB 3a CUET
VCIIOJIb30BaHUS OTKPBITBIX CTAaHIAAPTOB B3aUMOIEHCTBUS.
Pesynbprarel. Komiuieke pean3yeMsIx MEPONIPUATUN ITO3BOJIUT:

1. Ob6ecneynTb rpaxkaaHam M OpraHM3auMaM BO3MOXKHOCTb B NMOJIHOW Mepe peasnn3oBaTtb
CBOW NpaBa Ha noJiydyeHne nHpopmaLmm, coaepRalenca B apxmBHbIX AokymeHTax OFAYO.

2. MoBbicMTb 3 EKTUBHOCTL AeATeNbHOCTM ApXxMBa MO yNpaB/ieHUIO U NPeaoCTaBAeHUIo
foctyna K doHAamM B ByMaxKHOM U 3N1EKTPOHHOM BUAE.

3. MoBbIcUTb ONEPaTUBHOCTL 06PABOTKM NOCTYNAOLLMX COLMANbHO-NPABOBbIX 3aMPOCOB.

4, CHM3WUTb Harpy3Ky Ha COTPYAHWMKOB 33 CYeT aBTOMATM3aLMW TUMOBbLIX aAPXMBHbIX
npoueayp.

Takoxe peanin3oBanbl MpoekThl B opranax 3AIC.

JuexkTpoHHblil apxuB 3AI'C Kanununrpajackoii odiactu

3AI'C (ArenrctBo) KammHuHrpaackoil o07acTH SIBISETCS HCIOJHHUTEIBHBIM OpPraHOM
TOCY/IapCTBEHHOW BJIACTH, OCYIISCTBISIIOIMMM (DYHKIIMA OpTaHU3alUUA JACSITeIBHOCTH TI0
TrOCyIapCTBEHHOW  PETUCTpAallUd  aKTOB  TPAXKJAHCKOTO  COCTOSHUST HA  TEPPUTOPUHU
Kanmuaunarpaackoi o6macTu, crieliuaibHble (YHKIIUU B YCTAHOBJICHHOHN cdepe NesTeIIbHOCTH |
KOOPJAUHUPYIOUIUM AesTeabHOCTh 25 oTaenoB 3AI'C ropona KanuHuHrpasy 1 MyHUIUIATBHBIX
oOpa3oBaHMii 00JIacTH.

C momenTa obpazoBanusi Kanununrpaackoit ooiactu (KO) B 1946 rogy apXuBbl OpraHoB

3ATI'C nakonwiu 6osnee 9000 akTOBBIX KHHUT, IIPU ATOM B YUETHYIO CUCTEMY BHECEHBI CBEICHUS
00 aKTax rpa’kJaHCKOTO COCTOSIHHS HauMHas ¢ MOMeHTa e€ BHeapeHus — B 2004 roay. 3amucu ¢
1946 o 2003 rojap! (OKOJIO 2 MITH. 3aIUCE) TIPEACTABIICHBI TOJIBKO B OyMaXXHOM BUJIE.
C uenplo aBTOMaTH3allMd OCHOBHOM JesTenbHOCTH AreHTcTBa U otnenoB 3AI'C, nmepexona Ha
OKa3aHHUe TOCYIAPCTBEHHBIX YCIYT B 3JIEGKTPOHHOM BHUJIE, @ TAKXKE ISl TIOBBIIIEHUS COXPAHHOCTH
JOKYMEHTOB Ha OyMmaxHbIX HocuTensx, I[IpaBurensctBom Kammuunrpanackoit oOmactu ObLI0
NPHUHITO pelieHne 00 omudpoBKEe JOKYMEHTAIHLHOTO (DOHAA TIO PETHCTpAIH  aKTOB
TPaKJIAHCKOTO COCTOSIHUS M CO3JaHUI0 €IMHON MMOMCKOBO-CITPABOYHON CUCTEMBI «JIEKTPOHHBIM
apxuB 3AI'C» Kanununrpaackoi obnacru.

Pemenne. Ha mepBom stame B 3AI'C (ArentctBe) Kanmnunrpanackoit oGiactu ObLl
pa3BepHYT MPOTPAMMHBIA KOMIUIEKC B BHJE MaKeTa CUCTEMbl U C(OPMUPOBAH TECTOBBIM
ANIEKTPOHHBIN MH(OpMaIMOHHBIN pecypc B o0beme 20 Thic. 3anuceil. B kaxnom otnene 3AIC
KO HacTpoeHO KJIMEHTCKOE MPUIOKEHHE ISl YAaJIEHHOTO JOCTYIA K 3JIEKTPOHHOMY apXUBY.

Jls opraHu3anuu >IEKTPOHHOTO apXuBa ObUIO pelieHo Hcmhoib3oBaTh ECM-cuctemy
CAIIEPUOH. CAIIEPMOH otHocutcs k cuctemam kiiacca ECM, mpeaHazHauye€HHBIM st
OpraHM3alliyl M YIpaBICHHUS DSJIEKTPOHHBIMU pecypcaMu JTIOOOW CIO0XHOCTH, W o00nagaer
Ha0OpOM BCTPOCHHBIX (PYHKITMOHAIBHBIX BO3MOXXHOCTEH, HEOOXOAUMBIX I OpraHu3anuu DA
3AIC:

1. XpaHeHue JOKYMEHTOB B BUAE 3aKOAMPOBaHHOrO MeTadaiina, He AOMYyCKaoLWero
bparmMeHTapHOro KOMMPOBAHMA U HePErNaMeHTUPOBAHHOIO NPOCMOTPa MHbOPMaLMK;

2. pasrpaHuyeHue JOCTyNa K XpaHWMbIM AOKYMEHTaM Ha YPOBHE rpynn, posiei
no/sb30BaTeNei U OTAENbHbLIX NO/Ib30BaTeNeil;

3. OnepaTUBHbINA MOUCK XPAHALLMXCA B CUCTEME JOKYMEHTOB, C BO3MOXHOCTbIO
bOpPMMPOBaHMA NPOU3BO/IbHBIX NOABOPOK CBEAEHMI 06 aKTOBbIX 3aMMUCAX UM INEKTPOHHbIX KOMWA
[LOKYMEHTOB MO KOYeBbIM NapameTpam;

4, BO3MOKHOCTb MHTErpaL MM ANA AOCTYNa K 3/1EKTPOHHbIM KOMMAM aKTOBbIX 3anmMcei
HenocpeacTBEHHO U3 UHTepdelica y4eTHON CUCTEMBI;
5. NpAMOe ynpaB/ieHne CKaHUpyoLWMM 060pyaA0BaHNEM A1 aBTOMAaTUYECKOTO

HaMoJIHEHUA XPaHWIULLLA SNEKTPOHHbIMWU KOMMAMM AOKYMEHTOB, NOCTYMNAOWMMM C Y4ACTKOB
ouNPPOBKY;

MOJJIEPKKA BEPCHOHHOCTH, KOTJa MPHW M3MEHEHWH JOKYMEHTAa WM JIAHHBIX OHH HE
IIEPE3aNUCHIBAIOTCA, 4 COXPAHAETCS UX OUYepeaHasl BEPCHUs.
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Ha BTOpOIi 9Tare B COOTBETCTBUH C IIENIEBOM TporpamMmoil «Pa3zButie nHhOpMamOHHOTO
obmiectBa B Kanununrpazackoit obmactu Ha 2011-2014 roae», 6buto pemeHo B 2012 roxy
MPOBECTH CKAaHUPOBaHHME BCEro oObeMa akToBBIX 3amuced 3a 1946-2003 romel u
IPOMHJIEKCUPOBaTh (CO3/1aTh 3JEKTPOHHBIE KapTOYKH) TeCTOBbIH MaccuB otnena 3AIC
['ypbeBCKOro MyHUIIMIIAIIBHOTO paiioHa.

Jis 1monoOHBIX 3amuceid ObUIO PEIIeHO BOCIHOJIb30BAThCS BCTPOEHHBIM B CUCTEMY
CAIIEPUOH wMexaHuW3MOM BEpCHOHHOCTH, KOTJa OJHOM aKTOBOM 3alUCH CTaBUTCA B
COOTBETCTBUE HECKOJIBKO BEPCUIM YYETHOM KapTOYKH, C BO3MOYKHOCTb IOMCKA IO KaXAOH U3
HUX OJHOBpeMeHHO. [lonyueHHbI MHPOPMAIMOHHBIN pecypc, COCTOSIIMNA W3 3JIEKTPOHHBIX
00pa30B JIOKyMEHTOB M CTPOI'O COOTBETCTBYIOIIMX UM YYETHBIX KapTOUEK, 3arpy’kKeH B MakeT
MOMCKOBO-CIIPAaBOYHOMN cUCTEMBI «DneKTpoHHbIN apxuB 3AI'C» Kanununrpaackoii ob6aacTi.

Ha tpersem »ntame, B 2013 ronay, Hawamach pabora mo (GOPMHUPOBAHMUIO €IUHOTO
uHpopmanmonHoro pecypca 3AI'C (ArentcrBa) Kanununrpanckoi obmnactu. Ilocie Toro kax
enunslii pecypc 3AI'C KO Gyner chopMHpOBaH U 3arpyKeH B CUCTEMY, «DJIEKTPOHHBII apXuB
3AT'C» KO Oyner nepeBeieH B CTaAUIO MPOMBIIUICHHON 3KCIUTyaTallid, ¥ CMOKET B TIOJTHOM
MEpE peann30BaTh CBOE IpenHa3HaueHue. Kpome Toro, B pamMkax TPEThEro dTana IUIaHUPYETCs
npoBecTH uHTerpanuio OdnektpoHHoro apxuBa ¢ MAUNC 3AI'C Bo Bcex TeppUTOpHATBHBIX
oraenax 3AI'C KO st 6onbiiero y1o0cTBa UCIONIBb30BaHUS U COKPAILCHNs] BPEMEHH Ha TIOUCK
TpeOyemoii nHpopMaIuu.

Pesynprarel. KanuauHrpazackas o0iacTe cTaja IMEpBBIM PETHOHOM, PEaTU30BaBILIUM
MPOEKT MO MEPEeBOAY B 3JIEKTPOHHBIN BUJA BCEro BocTpeOoBaHHOrO (hoHAa 3amuceil 00 akTax
IPaKAAHCKOTO COCTOSHUS.

O6nacTh yXe Moxy4yusia B 3JIEKTPOHHOM BHUJE OJUH U3 Haubosee COIMalbHO 3HAUMMBbIX
JIOKYMEHTHBIX pecypcoB, a k kKoHIy 2013 roxa, Gmarogapsi U3BJI€UEHUIO 3HAUUMBIX CBEACHUHN U
HAIIOJTHEHUIO CHUCTEMBI JIEKTPOHHOTO apXHBa, CMOXKET 00ECTeYUTh MOJHOLIEHHBIN mepexo] Ha
npenocrasienue yciayr 3AI'C B 2neKTpoHHOM BuAE M HHTErpupoBarh opransl 3AI'C B
UH(QPACTPYKTYPYy MEKBEAOMCTBEHHOT'O 3JIEKTPOHHOTO B3aUMO/IEHCTBUSI.

Takum o6paszom, coznanue DnekrponHoro apxuba 3AI'C Kammuuurpanackoit obmactu
MO3BOJIUJIO:

1. co3paTb  eauHoe  MHPOPMALMOHHOE MNpPOCTPAHCTBA ANA  BBOAA, XPaHEHUA WU
MCMNO/Nb30BAHUA 3/IEKTPOHHbIX [JOKYMEHTOB U CBefeHUM 06 aKTax rpaxAaHCKOro COCTOAHMA
KannHuHrpagckoit obnacty;

2. COKPaTUTb CPOKM NPeAOoCTaBNAEeHUA YCAYT B chepe rocyapcTBeHHoM pernctpaummn ArC u
OTPabOTKM  MeXKBEJOMCTBEHHbIX 3aMpoCcoOB 3a CYET MepeBofa B SNEKTPOHHbLIA BUA,  BCero



BocTpeboBaHHOIO ¢OHAA aKTOBbIX 3anuceit U obecneyeHWs ONEPATUBHOIO pPernameHTUPOBAHHOIO
[OCTyna  COTPYAHMKOB  TEpPPUTOPUANbHbIX oOTAenoB W AreHtctBa 3AIC K nonyvyeHHomy
MHGOPMALMOHHOMY pecypcy;

3. obecneuynTb cMcTeMaTU3aUMIO U A0NTOBPEMEHHOE XPAHEHME INEKTPOHHbIX AOKYMEHTOB
W JaHHbIX;
4, MUHUMU3IMPOBATb YUCO 3aMPOCOB K OYMaKHOMY apXMBY M CHU3UTb TakMm obpasom

PUCKM MOpUYM M yTpaTbl OyMaxKHbIX [JOKYMEHTOB, 33 CYET MCNONb30BaHMA U obpalleHun
NPeMmMyLLEeCTBEHHO K 3/IEKTPOHHbIM 06pa3am aKTOBbIX 3anucel;

5. NOBbICUTb YPOBEHb KOHTPOAS W ayaAuTa Kak BHYTPEHHeW [JeATeNbHOCTU, TaK M
npeaocTaBNeHUA  FOCYAapCTBEHHbIX  YCAYr U MEMKBEAOMCTBEHHOIO  B3aMMOAEWNCTBUA, WU
MWHMMMUINPOBATb, TaKMM 0OpPA3OM, PUCKM HEUCMOJIHEHMA 3aMPOCOB rpa)kgaH W opraHuM3auui B
YCTAHOB/IEHHbIE CPOKM.

Enunasn HH(OPMALIOHHO-TIONCKOBas cucremMa roCy/1apCTBeHHbIX U
MYHUIUNIAJTbHBIX apxXuBoB fImasio-Henenkoro aBronomuoro oxkpyra (AHAQO)

Pa3Bute  uH@oOpmamuoHHOro  ofmiecTBa M MEpPeXoJ ~ Ha  IPEAOCTaBIECHUE
rOCYJapCTBEHHbIX YCIyr B 3JIEKTPOHHOM BHJI€ HOTPeOOBAIM BKJIIOYEHHUS apXHBHBIX
YUpPEXKJIEHUN B HMHQPPACTPYKTYpy PErHOHANbHBIX JJIEKTPOHHBIX IpaBuTesbcTB. HapaBHe c
rOCyJapCTBEHHBIMM  apXuWBaMH, O0OJaJalolMMU  OOJIBIIMMU  MacCUBaMH  HMCTOPUYECKUX,
COLMAIBHO 3HAYMMBIX JOKYMEHTOB M JIOKYMEHTOB 10 JIMYHOMY COCTaBy, 0CO0O€ BHHMAaHHUE
yIeNnseTcss MyHULUIIAIbHBIM apXUBaM, XpaHALIMM B CBOMX (POHJAX JOKYMEHTHI 110 OCHOBHOM
JESTEIIbHOCTH OpPraHOB MYHMIMIAJBHOM BJAacTH, CyAE€OHBIX OpPraHoB, OOILECTBEHHBIX
OpraHM3aluil, MPOMBIIUIEHHBIX, CEIIbCKOXO3SIMCTBEHHBIX U HMHBIX NPEANPHUATHI, B TOM 4YHCIE
BOCTpeOOBAaHHBIEC IPABOYCTAHABIUBAIOIINE TOKYMEHTHI MyHUIUITATUTETOB.

Ceronna Haubonee >(PQPEKTHBHBIM MOJIXOAOM K aBTOMAaTHU3allUU SIBJISETCS CO3JIaHHE
€IMHOM, LEHTPAIU30BAHHOW CHCTEMBI YIPABJICHUS ApPXUBHOM JEATEIBHOCTBIO Ha YpPOBHE
cyobekra P®. YkazaHHas cuctema J0KHA 00J1a/1aTh BCEM HEOOXOIUMBIM (DYHKIIMOHAJIOM T10
aBTOMATHU3allMM APXMBHOM AESITEIBHOCTH UM BO3MOYKHOCTbIO TMOKON HACTPOMKH JJIsi pELIeHUs
WHIVBUAYAJIBHBIX 3a/1a4 KaXXI0T0 apXUBHOTO YUPEXKICHUS.

Jlisa noBblieHUS! 3(P(GEKTUBHOCTH TMPOIIECCOB OCHOBHBIX HAIpPaBIIEHUH JEATEIbHOCTU
TFOCYIapCTBEHHBIX W MYHHMIMNAIBHBIX AapXHMBOB, a TAaKXE IEpeXoja Ha IpEIOoCTaBICHUE
apXUBHBIX YCIyr B 3JEKTpOHHOM BHJE, [IpaButenbctBoM SIMmano-Henenkoro aBTOHOMHOIO
OKpyra ObUIO NPHUHATO PELIEHHE O CO3/aHUM €AMHOM MH(POPMALMOHHO-TIOMCKOBOM CHCTEMBI
(EUIIC), obbenunstomeii B cBoeM koHType CiyxkOy Mo JenaM apxuBoB, ['oCyqapCTBEHHBIH
apxuB (I'A) u apxuBbsl MyHUIIUTIATBLHBIX 00pa3oBanuii IHAO.

Pemenne

1.Ha nepBoM 3Tare nocTpoeHusi €IUHOM cHCTeMBI ¢ noMolibio moayineid AUC DJIAP-
ApxuB ObUIM aBTOMAaTU3UpOBaHbI NepBoodepennble GpyHkunu CiyxObl MO JAeIamM apXuBOB U
['ocynapcrBennoro apxuBa SHAO 1no ynpaBieHUIO0 apXUBHOU JeSITEIbHOCTHIO, YUeTy (POHI0B U
00CTyKMBaHUIO MOJIb30BaTENEH B YUTAIBHBIX 3ajax.

Jlnsi  BBIBEJGHMS CHUCTEMbl B CTaJUIO OIBITHOW OKCIUTyaTalii B HeE ObUIn
UMIIOPTUPOBAHbI yUeTHO-apXUBHbIe NaHHble U3 Bexyuieiics B A IHAO ob6meorpacneBoit b/]
«ApXUBHBIHA (POHI», a TaKXKe 3arpy’keH MepBOOYepeHON MH(OPMAIIMOHHBIN pecypc B COCTaBe
340 apxuBHBIX 1€, IpenocTaBieHHbI Ciy>k00i 1Mo /1e1aM apXHUBOB.

2. B 2012 romy moacuctema I'ocynmapctBenHoro apxuba SJHAO Obuia jpomosnHeHa
MOJlyJIEM aBTOMAaTHU3allMK y4yeTa IpUeMa U HCIOJIHEHHs 3alpOCOB U MOJYJIEM B3aMMOECHCTBUS
EUIIC c TIK «ApxuBHBIH (hOHI», peaTu3yloluM ABYXCTOPOHHUN OoOMeH HH(oOpMaiueil mo
pyOpukam, poHIaM, OIHCSAM U JCIIaM.

bouna BeinonHeHa konBepTanusd u 3arpy3ka B EMIIC Bcex Tematnueckux b/, Benymmxcs
B 'A SIHAO. IlapamnensHo OBUTH TPOBENCHBI PAaOOTHI MO CO3AAHHUIO AJIEKTPOHHOTO (PoHIa
MOJIb30BAHUS TyTEM OLU(PPOBKU AONOTHUTENbHO 20 apxuBHBIX onuceld u 6onee 1000 apXuBHBIX
nen 3a nepuon ¢ 1887 mo 2000 roxpl, BkItouas 166 0co00 IEHHBIX JEIT.

OTnenbHBIM DJIEMEHTOM, OOECHEeUMBAIOIIMM IPEIOCTABICHUE apXUBHBIX YCIYT B
JNIEKTPOHHOM BUJE, cTana noacucrema «HTepHeT-nopran». BKIIOYEHHBIN B €€ COCTaB MOIYJIb



«BupTyanbHBI YWMTAIBHBIA 3al1» IPENOCTABIISIET I10Jb30BATESIM BO3MOXHOCTH IIOMCKA I10
aBromatuzupoBanHoMy HCA apxuBOB M cocTaBjieHHs TpeOOBaHM Ha JOCTYN K apXUBHBIM
JIOKyMEHTaM IocpecTBOM ceTh VIHTepHeT.

. p— T AUC
Crpykrypa EMIIC AHAO SNAP-APXUB
Cnyw6a no genamapxusos mfg“‘y'::"fp:”’:“@":ﬂ“‘:‘"‘ Spnan
RHAO ; MOJyAs 'ONe'-t-:»(.V.):-‘L'.“-Ac(-al AOKyMENTAUNR D
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O« MOZYAM XPDAMEWMA, BEOAS MNOODMAUMKM W ZOCTYNS
YICTOR OuEPOSNM K MHPOPMIUNOMHOMY DECYPCY
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7 MYHHMUMNANBHBIX APXMBOS
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3. OgnoBpemenHo ¢ 3TuM B 2012 roay JlemaprameHT MH()OPMALIMOHHBIX TEXHOJIOTUN U
cBsa3u SAIHAO npuctynui K peaau3aliy IpOoeKTa 10 aBTOMAaTU3alud MYHUIIUNIAIBHBIX apXUBOB
u noaroroBku ux K BimoudeHuto B EMIIC CnyxObl 1o nenam apXMBOB B COOTBETCTBUU C
MEpONpHUATHSIMU  LieleBol  mporpammbl  «Pa3Butue uH(pOpMaNMOHHOrO oOuiecTBa U
dbopmupoBanue snekTporHoro npasutenberBa SAHAO na 2011-2013 roasi».

C menpl0 HCKIIOYEHHUS 3aTpar, CBA3AHHBIX C JIOpAaOOTKOW  pa3iMyaroIIuXcs
AaBTOMATU3MPOBAHHBIX CHUCTEM, a Takxke oOecriedeHusi B TMOCIEAYIONIEM OJHO3HAYHOMN
copmectumoct ¢ EMIIC, Obuto mpuHATO pemieHHe pa3paboTaTh THIIOBYIO TOACHUCTEMY
«MyHununaneHbeiii apxuB» Ha ocHoBe Monyined AWC DJIAP-ApxuB. B coorBercTBUH C
rOCYJapCTBEHHBIM KOHTPAKTOM, pa3paboTaHHas MOAcHUCTeMa Obljla yCTAHOBJIEHA B 7-MH
MYHUIIMINIAJIbHBIX apXUBaX U apXUBHBIX oTAenax MmyHuunaiureros SHAO.

Kaxnplif MyHUIMNATBHBIA apXUB MOJYYHJI CBOIO, ABTOHOMHYIO HH(OPMALUOHHYIO
CUCTEMY, MO3BOJIMBILYIO CO3/[aBaTh U YNpaBisATh aBroMarusupoBaHHbiM HCA mo gokymeHTam
apXuBa, BECTU YYET MOCTYIUIEHHUS 3allpOCOB I0OJIb30BATENEH U UCHOJHATh UX B AJIEKTPOHHOM
BU/IE, TIONOJIHATH 3JIEKTPOHHBIN (OH] MOJIB30BaHUS U MCIIOIb30BaTh IOKYMEHTHI U3 €r0 COCTaBa,
B TOM YHCJIE PeaTn30BaTh 00CTYKHUBaHNE TOJIb30BATENIEH B UNTAILHOM 3aJle.

[IpeumymectBa. IlprmMeHeHHE  KOHIENUMHM  IIEHTPAJIM30BAaHHOM  aBTOMAaTH3AllUU
apXMBHBIX  yUpexaAcHUN cyObekta P® ¢  wucHosb30BaHMEM  THUIOBBIX  MOJYJeH
cnenuanusupoBaHHoro nporpammuoro npoaykra AUC DJIAP-ApxuB no3BOJSET MOIYYUTh Pl
3HAYUMBIX [IPEUMYILIECTB!



a) TOBBICUTH 3 ¢deKTUBHOCTh jeATesbHOCTH Ciy:kObl 1O JeaM  apXHBOB,
['ocyaapCTBEHHBIX M MYHUIMNAIbHBIX APXUBOB PErMOHA IO YJOBIETBOPEHUIO NMOTpeOHOCTEH
MOJIb30BaTENed B PETPOCHEKTUBHOM apXWBHOW HH(OpMAnMK, B TOM YHCIE IOCPEICTBOM
aBTOMATHU3aLMK1 PYTHHHBIX IPOLECCOB U IPOLEAYP apXUBHOM ACATEIbHOCTH;

0) MOBBICUTH KA4YECTBO NMPEIOCTABISIEMbIX YUPESKICHUSAMU apXUBHOU CIY>KOBI YCIyT 3a
CYeT CO3JaHMs M HAlOJIHEHHWs AaBTOMAaTU3MPOBAHHOIO HAy4YHO-CIIPABOYHOIO ammapara IIo
JOKYMEHTaM apXHBOB, COKPALICHUS CPOKOB MCIOIHEHUS OOpAaIleHUH rpa)kiaH M OpraHu3aluil,
a TaKXKe TMPEeJOCTaBICHMsS TpaxkJaHaM BO3MOMKHOCTH JOCTyla K TOCYJapCTBEHHBIM U
MYHULIMIIAJIBHBIM ycyraM uepes3 ceTh MHTepHerT;

B) 00€CleYnTh BO3MOXKHOCTh LIEHTPAIM30BAHHOTO PA3BUTUS U MOJEPHU3ALMU CUCTEMBI
IIPU U3MEHEHUH HOPMATUBHOI'O PETYJIMPOBAHUS 1€ATEIbHOCTH;

I) MOBBICUTh 3((PEeKTHBHOCTE pabOThl DKCHEPTHO-IPOBEPOUYHOM KOMHUCCHHU U
IIPEIOCTaBUTh BO3MOKHOCTh aBTOMATHU3UPOBAHO, B PEKUME PEAIbHOIO BPEMEHU OTCIICKUBATh
IOKa3aTeau JesTeIbHOCTH apXUBOB M (DOPMUPOBATH OTYETHO-CTATUCTHUYECKYIO TOKYMEHTALUIO
B Pa3JIMYHBIX Pa3pe3ax;

1) 00ecreyuTh COXPaHHOCTh 0CO00 LIEHHBIX, YHUKAIbHBIX U Hanbojee BOCTPeOOBAHHBIX
JOKYMEHTOB 32 CUET U3BATHS UX U3 000pOTa U CO3JaHUs DIIEKTPOHHOTO (POHIA MOTH30BAHMUS.

Pesynprartel. YcnemmHas peanusanus npoektoB CiyxObl MO JeiaM  apXMBOB U
JenapramenTa nHGOPMAMOHHBIX TexHOJOoTHiA U cBs3u SIHAO no3Bommia:

B nonHOlf Mepe aBTOMAaTH3MpOBaTh MPOLECCHl ApXMBHOM aesTenbHOCTH CiyxObl 10
nenam apxuBoB U ['ocynmapctBenHoro apxuBa SIHAOQO, oOecrneunTs mpenocTaBiIeHUE apXHBHBIX
YCIIYT B DJIEKTPOHHOM BHJI€ KaK B YaCTH MCIIOJIHEHUs 3allpOCOB I0JI30BATENIEH, TaK U B 4aCTU
OpeOCTaBIEHUs] JOCTyna K (OHAaM U OOCIYXHBaHHS MOJB30BATENCH IOCPEICTBOM
BUPTYaJIbHOI'O YUTAIBHOIO 3aJIa.

B nonHoii mepe aBTomaTu3npoBath 7 MyHUIMNaIbHbIX apxuBoB AHAO c npumeHeHneM
TUINOBBIX Moayied nporpammHoro npoaykra AWUC DJIAP-ApxuB, B TOM 4ucClie peain30BaTh
(GyHKIIMOHAJI UCTIOIHEHHUS 3alIPOCOB U 00CITY>)KMBAaHMSI T10JIb30BATENEH B UNTAIIBHOM 3aJI€.

Hanonuute aBromatusupoBanHblii HCA M co3naTe 37€KTpOHHBIM (OHJ MOJIb30BAHUS
['ocynapcTBeHHOro u MyHunumnaibHbix apxuBoB IHAO, a Takke o0ecrieyuTh €ro COTpyIHUKOB
IPOTPaMMHBIMU ¥ TEXHUYECKMMHU CPEACTBAMHU JIJIsl CAMOCTOATENBbHOM OI(pPOBKHU (POHIOB.



