MyuaunnaabHoe 610UKeTHOE J0MKOIBHOe 00paszoBaTe/ibHOE yUpeKIeHHe
«lenTp pasBurus pedenka - gercknii cax Nol5 «CeMuUBETHKY

3a03epHbIi MUKpopaiioH, 9, r.03epek Yenabuuckoii obnacth, 456780, Tenedon: 9-60-29.9-60-68
OI'PH 1027401177430, UHH/KTIIT 7422030704/741301001

VTBEPXKJIEHO
npukazom Ne Y4 or 09 OF 2074
sapeayromuii MBJIOY PP JIC No 15

AL ety HM.I1. [llenyxuna
7

HOJIOKEHHUE

00 apxHBHOM j1e1e
MyHHUHNATBHOTO GIOZKETHOr0 AOMIKOLHOIO 00pa30BaTeJLHOIO yupeKIeHHs
«enTp passutus peGenka-aerckuii caa Ne 15 «CeMHUBETHIY

r. Osepck Yenabunckas obnacrs
201¥rox



I'masa l.
O0umue noJIosKeHus

I.1. JIokyMeHTBI YUpeKIeHHS, HMEIOIIHE HCTOPHYECKOE, KYILTYPHOE, HAYYHOE, COLUAIBHOE,
IKOHOMHMUCCKOE W MOJMTHYECKOE 3HAYCHHE, COCTABIIAIOT IOCYJAPCTBEHHYIO 4YacTh APXHMBHOIO
(ponya Poccmiickoii ®Denepannu, ABASIOTCS COOCTBEHHOCTBIO FOCYIAPCTBA M MOIEKAT MOCTOSH-
HOMY XpaHCHHIO B roCy1apcTBeHHBIX apxuBax Poccwuiickoit Menepanun. Jlo nepenaun na rocyap-
CTBEHHOC XPaHCHHE 5TH JOKYMEHTBI BPEMEHHO, B IpejiesiaX, YCTaHOBJIEHHBIX | ocyaapcTBeHHOMN
apXuBHOH ciyx0oii Poccuiickoii denepaunn, XpaHaTes B yUpekICHHN.

1.2. Vupexaenue o0ecnieqynBaeT COXpPaHHOCTb, YUYeT, 0TOOD, YIOPSIOUCHHE H HCIOIb30BAHHE
NOoKyMeHTOB ApxusHoro ¢onaa Poccuiickoit Mexepanun, oOpasyionmxcs B UX AesTelbHOCTH. B
COOTBETCTBHH C IIpaBHJIaMH, yCTaHaBIMBaeMbIMH I'ocyaapcTBeHHON apxuBHOI ciyxboii, obecne-
HBAIOT CBOEBPEMEHHYIO NEpPE/lavy 3THX JOKYMEHTOB Ha rocylapcTBeHHoe XxpaHnenune. Bee pa6oTsl,
CBA3AHHBIC C MOJrOTOBKOH, TPAHCTIOPTHPOBKOM M Tepejiateii apXuBHbLIX JJOKYMEHTOB, TPOU3BOJIAT-
Csl CHJIAMH M 3a CUET Yupesk/ieHus. 3a yTpaty u nopuy Jokymentos Apxusnoro ¢onzaa Poccuiickoii
Dejiepali JIOJDKHOCTHBIE JIMILA YUPEKIEHHIH HECYT OTBETCTBEHHOCTH B COOTBETCTBHMH C JIGHCT-
BYIOIIIMM 3aKOHOIATEILCTBOM.

1.3. B yupexaenun juisi XxpaneHus J0KyMeHTOB ApxuHoro ¢onza Poceniickoii ®ejepannm
H 3aKOHYCHHBIX JEJIONPOU3BOJICTBOM MOKYMEHTOB MMPAKTHYECKOI0 Ha3HavyeHus, ux orbopa, yuera,
HCTIOJIE30BaHMsl H MMOATOTOBKH K Iepejave Ha rocy/IapcTBEHHOE XPaHEHHE CO3/aeTcs apxuB. Yu-
pexkieHHe 0DecrnevHBaeT apXuB HEOOXOAMMBIM NOMELIeHHEM, 000PY10BAHUEM H KaJIpaMH.

[.4. ApXHB y4YpeiKIeHHs CO3/aeTcsi KaK CAMOCTOATENILHOE MOJPA3IC/ICHIE, BO3IIIABISEMOE
apXHBAPUYCOM, JIHOO ero (yHKIHH BO3JIAraloTcs Ha JIMI0, OTBETCTBEHHOE 3a BEJICHHE apXHBA.

1.5. B cBoeii pabdoTte apxuB yupekIeHHs PYKOBOJCTBYETCS 3aKOHOAATENBCTBOM PoccHiicKoi
Dezepatin, 3aKOHOJATENBHBIMH aKTaMH 110 apXHBHOMY JI/ly, NPHKA3aMHM, YKA3aHHSMH BBbILLe-
CTOAIIMX YUPEHKICHHH, PYKOBOJACTBA YYPEKIACHMS, TPaBUIAMH M JIPYTUMH HOPMATHBHO-
METOAMYEeCKUMH JoKyMeHTamu Kommutera no nemam apxusos npu [lpasurensctse Poccuiickoii
bezeparui, METOAHYECKHMH JIOKYMEHTaMH COOTBETCTBYIOIIErO yupex/ienus I ocynapcTBeHHoil
apXUBHOH c1yK0BbI H HACTOALIHM MOJIOKEHUEM.

1.6. Ilonoxenue o6 apxupe yupesxienus pazpaborano na ocHoanuu MeepanbHOro 3aKoHa
oT 22 oktsa6pst 2004 r. N 125-D3 "O6 apxusnom jene B Poceniickoit Penepanin” (¢ H3MeHEHHAMH
ot 11 ¢espans 2013 r.)

I.7. ApxuB yupexaeHus paboTaeT 110 MIaHaM, yTBepIKIAaeMbIM PYKOBOJICTBOM YUPEXKJICHUS 1
OTYHTBIBAETCA Mepe]l HUM B cBoel paboTe.

1.8. KoHTponb 3a feATeNBHOCTEIO apXuBa YUPeXkACHHS OCYLIECTBIACT PYKOBOICTBO YUpEK-
JICHHSI.

2. OcnoBHbBIE NOHATHS, NIPHMEHSIEMbIE B HACTOSIIIEM I10JI0KCHHH.
2.1 B nonosxkeHHuH NpUMEHSIOTCS CIEAYIOIIHE OCHOBHBIC MOHATHS:

- apxuBHoe j1ej10 B Poccuiickoii Meaepannn (najiee Taxike - apXHBHOE /1€/10) - JICSATEb-
HOCTh TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPaBJICHUS, OpraHu3alyid 1 rpaxiaH B
c(pepe Opranu3aluH XpaHeHHs, KOMIUIEKTOBAHHS, YIETa H HCIIOIL30BAHMS JIOKYMEHTOB APXHBHOIO
(porna Poccuiickoit Menepanuu U Apyrux apXuBHLIX JOKYMEHTOB;

- APXHBHBIH J0KYMEHT - MaTepHAJIbHBIH HOCHTENb ¢ 3a()MKCHpPOBaHHOI Ha HeM HH(pOpMa-
[IHEH, KOTOPbIH UMEET PEKBH3HTHI, MO3BOJIAIOIHE €0 HACHTH(HIIHPOBATh, U MOUICHKHT XPAHEHHIO
B CHITY 3HAYUMOCTH YKA3aHHBIX HOCHTES M HHpOPMALMK JUIS rpaxciaH, o0IecTsa U rocyiapcTBa;

= AOKYMEHTBI 10 JIHYHOMY COCTABY - apXHBHBIE JOKYMEHTBI, OTPaKalolHe TPYIOBbLIE OT-
HoleHusA paboTHHKa ¢ paboToaarenem;

- HoKymeHT ApxusHoro gonaa Poccuiickoii @enepaunn - apXUBHBII JOKYMEHT, IPOLIE-
[IHH 3KCIEPTH3Y IEHHOCTH JIOKYMEHTOB, MOCTABJICHHBIH HAa rOCYAapCTBEHHBIN yYeT M IojJiexa-
HIHH MOCTOSHHOMY XpaHEeHHIO;



- 0€000 HEHHBII JOKYMEHT - JOKyMeHT ApxuBHoro (ouaa Poccuiickoit denepannu, KoTo-
PbIH MMEET HEeNpPeXOJAULyI0 KYJIbTYPHO-HCTOPHUECKYIO H HAYUHYIO LHEHHOCTh, 0COOYIO BAKHOCTD
Juist 00IIeCTBa U roCyIapeTBa M B OTHOLIEHHH KOTOPOTO yCTAHOBIEH 0COOBIIl pekuM yueTa, XpaHe-
HHS W HCIIOJIBL30BaHM,

- YHHKAJIBHBIH JOKYMEHT - 0000 IEHHBIH JOKYMEHT, He uMeroluii cebe nogobHbIX 1o co-
jJepiKkatieiics B HeM HH(OpMaluK U (MJIH) €ro BHEIHUM NPH3HAKAM, HEBOCHIOIHUMBIH IIPH yTparTe ¢
TOYKH 3PEHHS €ro 3Ha4eHus U (Min) aBTorpapMIHOCTH;

- APXHBHBIH (POH - COBOKYNHOCTH aPXHBHBIX JOKYMEHTOB, HCTOPUYECKH MJIM JIOTMYECKH
CBA3aHHBIX MEXAY co0OIi;

- ApxuBHbIil (ona Poceniickoii Megepannn - HCTOPHYECKH CIIOKHUBIIAACH H MOCTOSHHO
[MONOJIHAIOMIAACA COBOKYITHOCTE apPXHBHBIX JIOKYMEHTOB, OTPAXKaIOUHX MaTEepPHAIbHYIO M JIyXOB-
HYIO JKH3Hb 00IIeCTBa, HMEIOLMX HCTOPHYECKOE, HAYYHOE, COIMAIbHOE, IKOHOMHYECKOEe, TOJTMTH-
HECKOC H KYJBbTYPHOE 3HAYCHHE, SBJIAIONIMXCS HEOTHEMIIEMOH YacThbl0 HCTOPHKO-KYJILTYPHOTO Ha-
ciie/is HapoaoB Poccuiickoi Denepaliiy, OTHOCIIIMXCS K HH(OPMALMOHHBIM pecypcaM H 1o uie-
AKX MOCTOAHHOMY XPaHEHHIO!;

- APXHB - YUpEeKJICHHWE HJIH CTPYKTYPHOE IOJIpas/ic/icCHUE OpraHu3allii, OCYLIECTRISIONHE
XpaHeHue, KOMIUICKTOBAHHE, YUYET H HCIO/Ib30BaHHE aPXHBHBIX JIOKYMEHTOB:

- TOCYJAPCTBEHHBIH apXHB - (pejlepabHOE TOCY/IAPCTBEHHOE YUPEIHKIACHHE, CO3/1aBaeMoe
Poccuiickoii Penepanueii (nanee - Gpenepanbhplii rocyAapeTBEHHLIN apXUB), HIH TOCYApCTBEHHOES
yupexaenune cyobexra Poceuniickoit Menepanun, coznasaemoe cybbexrom Poccuiickoii Mepeparyn
(nazee - rocyjiapcTBeHHbIH apXuB cyOwekta Poccmiickoit Depepanun), KOTOpBIE OCYIIECTBISIOT
KOMIUICKTOBAHHE, YYET, XPaHEHHE M MCIOJIb30BaHHE JAOKYMEHTOB ApxHBHOro ¢ouna Poccuiickoii
denepaiun, a TakKe JpYrux apXMBHBIX JJOKYMEHTOB;

- MYHHUHIIAJBHBIH APXHB - CTPYKTYPHOE [10/[pa3/ie/ieHHe Opraia MecTHOTO caMmoyIpaBie-
HUsE MYHHIMIIAIBHOIO paHoHa, FOPOJACKOI0 OKpyra WM MYHHIHIIQIBHOE YUPEKICHHE, Co3/aBae-
MO€ MYHHIMIAIBHBIM PaHOHOM, F'OPOJICKHM OKPYIOM, KOTOPbIC OCYILIECTBISIOT XpaHEHHE, KOM-
[UICKTOBAHME, YUYET H HCIOJbL30BaHHE JOKYMeHTOB ApxusHoro (onna Poccuiickoit ®enepaiuu, a
TaKKe JPYTUX apXHBHBIX JOKYMEHTOB;

- NOCTOSIHHOE XpAHEHHEe JOKYMEHTOB ApxusHoro gonaa Pocceniickoii @egepanun - xpa-
HEHHE JOKyMeHTOB ApxHBHOro (onaa Poceniickoii ®enepannn 6e3 onpenenenus cpoka (6eccpou-
HOE);

= BPEMEHHOC XPAHCHHE APDXHBHBIX JOKYMCHTOB - XPaHCHHE APXHBHLIX TOKYMEHTOB JI0 HX
YHHUTOMKCHHSA B TEHCHHE CPOKOR, YCTAHOBJICHHBIX HOPMATHBHEBIMH IPaBOBBIMH aKTaMH;

- BpeMeHHOe XpaHeHHe T0KYMeHToB Apxusnoro ¢onaa Poceniickoii Mexepanun - xpa-
HeHHE JOKYMEHTOB ApXHBHOro (onjaa Poccuiickoii Menepanuu 10 UX nepejiadyd Ha MOCTOAHHOE
XpaHeHHe B MOPAJKE, YCTAHOBJIEHHOM cTaTheil 21 Hactosiero @ejaepaibHOro 3aKoHa;

- ACMO3UTAPHOE XpaHeHHe JOKYMeHTOB ApxmuBHoro ¢gouaa Poceniicroit @epepanuu -
XpaHeHHe JOKyMeHTOB ApxuBHoro ¢onna Poceuiickoit Menepannn degepaibHBIME OpraHaMH Hc-
MOJIHUTEIbHOH BJACTH H OpraHH3alHsIMH (B TOM YHCJIE IOCYAapCTBEHHBIMH aKaJeMUsMH HayK, 3a
uckioueHneM Poccuiickoii akaJleMHH HaykK) B TeMEHHE CPOKOB M Ha YCIIOBHAX, ONpee/IeHHbIX CO-
OTBETCTBYIOIIMMH JIOTOBOPAMH MEXKIY HHMH H CIEHHAIBHO ynonHoMoueHHbIM [IpaButenscTBom
Poccuiickoii @enepaiiuu peepaibHbIM OPraHOM HCIOJIHHTEIBHOI BIACTH;

- IKCMEPTH3A HEHHOCTH JOKYMEHTOB - H3YUEHHUE JIOKYMEHTOB HAa OCHOBAHUHM KPHTEPHUEB MX
[IEHHOCTH B LIEJISAX ONpPEJEIICHHUS CPOKOB XpaHEHHS JOKYMEHTOB M 0TOOpa UX Ul BKIIIOYEHHS B CO-
craB ApxusHoro (onaa Poccuiickoit @eaepanmu;

- ynopsiiouenne apxXuBHbIX JJOKYMEHTOB - KOMIUIEKC padoT 1o (popMHpOBAHHIO ApXHBHBIX
JIOKYMEHTOB B €JHHHIIBI XpaHEHHA (JeJ1a), ONHCAHUI0 U O(POPMIICHHIO TAKMX €IHHHI[ XpaHCHHs
(J1eJ1) B COOTBETCTBHH C [IPABUJIAMH, YCTAHOBJICHHBIMH CHELMAIBLHO yIIOJHOMOYeHHBIM [IpaBuTens-
crtBoM Poccuiickoii Penepaunn eaepaibHbIM OPraHoM HCHOJTHUTEILHOM BJIACTH;



- BJIaJieJiel] apXHBHBIX JIOKYMEHTOB - IOCYJApCTBEHHBIN OpraH, opral MECTHOIO CaMmo-
YIpaBIeHHs JIHO0 I0pHHYECKOe WIH (PH3HYECKOE JTHIL0, OCYIIECTRISIOLINE BIAJAeHHE H MOJB30Ba-
HHE APXHBHBIMH JIOKYMEHTAMH W PEaIU3YIOLIME MOJTHOMOYHS 110 PACTIOPSDKEHHIO UMH B Npe/enax,
YCTAHOBJICHHBIX 3aKOHOM HJIH JIOTOBOPOM:

- N0JAB30BATEIb APXHBHLIMH AOKYMEHTAMH - I'OCY/IAPCTBEHHEII OpraH, opral MecTHOTO
CaMOyTIpaBiCHHU JTHOO IOPUIHYECKOe HITH (PH3HYecKoe JTHII0, 00pallaioHecs Ha 3aKOHHBIX OCHO-
BAHHAX K apXHBHBIM JIOKYMEHTaM JUIS [TOJYYEHHS H HCIOJIBb30BAHNSA HEOOX0AMMOH MH(pOPMAIIHH.

3. HHoauomouns Poceniickoii Megepanmn, cydnextos Poceniickoii Meaepanmm,
MYHHUIHIAJBHBIX 00pa3oBaHuii B 00/1acTH AapXHBHOTO J1e/1a

3.1. K nonnomounsm Poceniickoit @epepaiuun B 061acTi apXHBHOTO J1e/1a OTHOCATCS:
- pa3paboTKa U NMpoBeeHHUE eIUHOMN rocy1lapCTBEHHOH ITOJHTHKH B 00JIACTH apXHBHOI'O JIeJIa;

- YCTAHOBJICHUE €JTHHBIX MPaBHJI OPraHu3alii XpaHeH!s, KOMIUICKTOBAHUS, YYeTa U HCIOJIb-
30BaHHA JIOKYMEHTOB APXHBHOIO (onna Poccuiickoit Menepaiiin u JApyrux apXuBHBIX T0KyMeH-
TOB M KOHTPOJIb 33 COOMIOAEHHEM YKa3aHHBIX TTPABMIT;

- XpaHEeHHE, KOMIUICKTOBAHHE, YYET M HCIOJIb30BaHHEe APXHBHBIX JOKYMEHTOB U apXHBHBIX
(hoH10B:

a) (peaepalibHBIX IrOCYIaPCTBEHHbBIX aPXHBOB, (peIepalbHbIX My3eeB U OHOIHOTEK:

0) denepanbHBIX OpraHoB rocyapcTBEHHON BIACTH, MHBIX FOCYJAPCTBEHHBIX OpraHoB Poc-
cuiickoit desepain, B TOM YHCsIe OpraHoB Npokyparypsl Poceniickoii Menepanun, Llenrpanshoii
u3dbHparenbHOH Komuccuu Poccuiickoit ®enepanun, Cuetnoii nanarsr Poceniickoit Oenepanmm,
[lenTpansHoro 6anka Poceuiickoii ®@enepaunn (banka Poccnn);

B) FOCYIapCTBEHHBIX BHEOIO/DKETHBIX (JOHJIOB;

r) akanemuit nayk Poceniickoit ®enepaiinn, HMEIOLINX roCy1apCTBEHHBIH CTATYC, M BXO/SIIHX
B HUX OpraHusaliyi;

1) (enepanbHBIX TOCYIaPCTBEHHBIX YHHTAPHBIX NMPePUSITHIA, BKIIOYas Ka3eHHbIe NpeJIrpH-
SITHSL, 1 (peIepalIbHBIX IOCY/IAPCTBEHHBIX yUpexkaeHuit (1anee - (efiepaibibie OpraHu3alnm), B TOM
YHCIIE pacnolioKEeHHBIX 3a npeaenaMu Poccuiickoii ®enepanumn;

- PCLIEHHE BONPOCOB 0 Nepejiave apXUBHBIX JOKYMEHTOB, HAXOAAIIMXCS B (enepaibHoi cod-
CTBEHHOCTH, B COOCTBEHHOCTD CyOBeKTOB Poccuiickoit Mexepainu 1 (M) MyHULHNIAIBHBIX 00pa-
30BaHHH;

- PELIEHHE BOIPOCOB O BPEMEHHOM BBIBO3€ JIOKYMEHTOB ApxusHoro ¢gonua Poccuiickoit ®e-
Jepaiuu 3a npenenel Poceuniickoii @enepanuu.

3.2. K nomomounsm cybwekra Poccniickoii ®ejiepatun B 061acTH apXMBHOTO JIEa OTHO-
CATCH:

l) nposeneHHe rocyfapcTBEHHON NMOJMUTHKH B O0JIACTH apXMBHOIO Jiefia Ha TEPPHTOPHH
cyonekra Poccuiickoii @eneparnn;

2) XpaHeHHe, KOMIUIEKTOBAaHUE, Y9eT H HCIOoJb30BaHue APXHMBHBIX JIOKYMEHTOB H apXHBHBIX
onoB:

a) TOCY/IapCTBEHHBIX apXuBOB cyObekTa Poccuiickoii denepanuu, mysees, 6ubnHoTek cyon-
ekta Poccuiickon @enepannn;

0) opraHoB rocy/[apCTBEHHOI BJIACTH M HHBIX IOCY/IapCTBEHHBIX opraHoB cyonekra Poccwii-
cKkoil dejiepaliv;

B) IOCY/JAQpPCTBEHHBIX YHHTAPHBIX NPEANPUATHH, BKIIOYAsS KazeHHbIE NPEIPUITHSI, H roCy-
JapcTBEHHBIX YyupexkaeHuil cydbexkra Poccuiickoili ®epepaunu (nanee - opranusanuu cyObekTa
Poccuiickoit denepariun);



3) pemieHHe BONPOCOB O Tepejiadye apXHBHBIX JOKYMEHTOB, HAXOJUIIIMXCA B COOCTBEHHOCTH
cyOpexta Poccmiickoii ®eneparun, B cobetBennocts Poceuiickoii Menepainu, HHBIX CYGHEKTOR
Poccuiickoii Menepanuu v (WIH) MyHHLIHIAIBHEIX 06pazoBanuii.

3.3. K nojHOMOYMAM MYHHIHIANBHOTO 00pa3oBaHus B 00JACTH apXHBHOTO Je/1a OTHOCATCS:
I) xpanenue, koMIuiekToBanue ((opMuUpoBaHHE), YUET H UCTIONB30BAHUE APXMBHBIX JOKYMEHTOB H
aApXUBHBIX (POHIOB:

a) OpraHoB MECTHOTO CAMOYIPABJICHHS, MyHHIMIAILHBIX aDXHBOB, MYy3eeB, OHOIHOTEK;

0) MYHHIMITAJILHBIX YHHTAPHBIX MPEANPUATHIA, BKIIOUAS KA3eHHBIC MPEANPUSTUSL, U MYHH-
HITAIBHBIX YUPEKICHHH (Janee - MyHHIHITATbHBIE OpraHH3alim);

2) pellieHne BOIPOCOB O Nepe/laye apXHBHBIX JOKYMEHTOB, HAXO/AIMXCS B MYHHIHITAILHOI
COOCTBEHHOCTH, B COOCTBEHHOCTL Poccuiickoit Menepanuu, cydnexros Poccniickoii Menepanmn,
MHBIX MYHHUIHUNATEHBEIX 00pa3oBaHHi.

3.4. Oprasbl MECTHOTO CaMOYTIPABJICHUS TIOCENEHHH, MyHHIIHTIAIBLHBIX PaifOHOB H TOPOJICKHX
OKPYTOB OCYIIECTBIIAIOT JCATEILHOCT B 00JIACTH apXHBHOIO Jie/la COIIACHO ITOJIHOMOYMSM 10 pe-
IEHHIO BOTIPOCOB MECTHOI0 3HAYEHHs, yCTaHOBJICHHLIM (DejepalbHBIM 3aKOHOM OT 6 OKTAGPS
2003 roga N 131-03 "O6 o0muX NpUHIKMNAX OpraHU3alul MECTHOrO camMoynpasieHnust 8 Poccuii-
ckoii Genepauun’.

3.5. 3aKOHOM OpraH MECTHOrO CaMOYNpAaBJICHHS MYHHIMIAALHOTO paifoHa, FOPOICKOr0 OK-
pyra MOMeT HaJeNsThCs OTAENBHBIMH TOCYJAPCTBEHHBIMH TOJHOMOUYMSIMH 10 XpaHEHHIO, KOM-
UICKTOBAHHIO, YHETY M MCIOJIb30BAHMIO ADXHBHBIX JOKYMEHTOB, OTHOCAIIMXCH K TOCY/IapCTBEHHOI
CODCTBEHHOCTH M HAXOSAIIMXCA HA TEPPUTOPUH MYHHIHIIAILHOrO 00pa3oBanus, ¢ nepeaayeii He-
OOXOAMMBIX JUIA OCYIIECTBJICHHS JJAHHBIX MOJIHOMOYHH MATEPHATBHO-TEXHHYECKHX M (DMHAHCOBBIX
CPEJICTB.

4. OcodeHHOCTH NIPABOBOI0 MOJOKEHUS APXHBHLIX J0OKYMEHTOB, HAXOASIIIHXCH B
cobcrBennocTn Poceniickoii @eaepannn, cyobexros Poceniickoii Mexepanun wim
MYHHIHIAJALHBIX 00pa3oBanuii

4.1. Ilepenaya apXuBHBIX JOKYMEHTOB, HAXOAAIUXCS B (pejiepaibHOi cOOCTBEHHOCTH, B C00-
CTBEHHOCTE cyOBekToB Poccuiickoit ®enepanun 1 (M) MyHHIHIAIBHBIX 06pa3oBaHuii OCyIecT-
Bisiercs [Ipasutenscrsom Pocceuiickoit ®ezepaiun no npeicTaBleHnio CENHAIBHO YIOIHOMO-
yeHHoro IlpasutensctBoM Poccuiickoit Denepannn ¢eaepaibHOro oprana UCIOJTHUTENBHON Blia-
CTH.

4.2. Ilepenaya apXHBHBIX JIOKYMEHTOB, HaXOAsAIMXcs B cobGcTBeHHOCTH cyGBekTa Poccwuii-
ckoii desiepalu WIH MYHHIMIIATBLHOH coOcTBeHHOCTH, B cobeTBenHOCTH Poccuiickoii Meneparuy,
Jpyrux cyobekTos Poccuiickoit Denepaunu v (MiM) MyHHIHIAIBHBIX 00pa30BaHUIl OCYIECTBIIS-
€TCSl B COOTBETCTBUH € 3aKOHOaresbeTBoM Poceniickolt denepaiyn, 3aK0H01aTENBCTBOM CYOhEK-
Ta Poccuiickoii Qenepauyi, MyHHIMNAILHBIME TIPABOBLIMH aKTAMH.

4.3. ApXHMBHBIE JIOKYMEHTBI, HAXOAAILIMECS B TOCYIapCTBEHHON MM MYHHIMIAILHOMH coOcT-
BCHHOCTH, HE MOJJICIKAT MNPHBATH3ALMH, HE MOIYT OBITh OOLEKTOM IMPOJAXKH, MEHBI, JapeHHs, a
TAKKE HHBIX CJICJIOK, MOT'YIIHX NPUBECTH K HX OTUYKIACHHIO, €C/IH HHOE HE MPEyCMOTPEHO MEK-
JyHApoJHBIM forosopoM Poccuiickoit @enepanun nin degepaibHbIMH 3aKOHAMH.

4.4. B ciyyae npuBaTH3alMy rocy/1apCTBEHHBIX HIH MYHUIMIIAIBHBIX TpeANnpUsTHii 00paso-
BABIIHECA B IPOLECCE HX JACATEIBHOCTH apXHBHBIC JOKYMEHTEI, B TOM YHCJIE JOKYMEHTHI 110 JIHY-
HOMY COCTaBy, OCTAIOTCA COOTBETCTBEHHO B (pesepanbHoiil cobcTBeHHocTH, cyObexTa Poccuiickoii
Dejiepallil H MYHHIIHIIAIBHONH COOCTBEHHOCTH.

S. 3ammTa npasa coOOCTBEHHOCTH HA APXHBHbBIE JIOKYMEHTBI

5.1, IlpaBo coOCTBEHHOCTH HA APXUBHBIE JOKYMEHTDBI HE3aBHCHMO OT HX (popM cOOCTBEHHO-
CTH OXpaHsAeTCs 3aKOHOM. M3bATHE apXMBHBIX JIOKYMEHTOB, HE INpeycMoTpeHHoe (eepaibHbIMH
3aKOHAMH, 3arperaercs.



5.2. ApXuBHBIE HOKYMEHTBI, HAXOASAIIMECA B HE3aKOHHOM BIAJICHHH, 1OJUICHKAT rnepeaye
COOCTBEHHMKAM MM 3aKOHHBIM BIA/JC/IbLAM B COOTBETCTBHH ¢ MEIKIYHAPOIHBIM norosopom Poc-
cuiickoi Desiepaluu U 3aKOHOAATENBLCTBOM Poccuiickoii Meeparii.

6. CocraB 10KYMEHTOB apxXuBa

6.1. B apxuB nocrynaior:

—3aKOHYICHHBIC ICJIONPOU3BOJICTBOM YUPEHICHHS JOKYMEHTBI IIOCTOSHHOTO XpaHeHHs, 00pa-
SOBABIIHECA B ACATCIBLHOCTH CTPYKTYPHBIX MOJpa3JieleHui, JIOKYMEHTbl BpeMeHHOoro (cabime 10
JIET) CPOKa XpaHeHHs, HeOOXOAUMBIE B IIPAKTHYECKOI JIesITeILHOCTH, JOKYMEHTEI I10 JIHUHOMY CO-
CTaBy;

—JAOKYMEHTBI ~ IIOCTOSIHHOrO ~ XPaHEHHs W MO0  JIMYHOMY  COCTABY  YupekIeHHMii-
[pelleCTBeHHHKOB;

—/IOKYMEHTBI IIOCTOSHHOI'O XPaHEHHS H M0 JIMYHOMY COCTABY JIMKBHJHPOBAHHBIX YUpexkK/e-
HH#, HEITOCPEJACTBEHHO MOMYHHEHHBIX JAHHOM YVUPEHKICHHUH,

—JIH4HBIC (POH/IBI BEYIIMX PAOOTHHKOB YUPEK/IEHHUSI, IOCTYITHUBIIIHE B apXHB;

—Clly’keOHbIe U BEJIOMCTBEHHbIE W3/IaHus; 6.6. HAYYHO-CIIPABOYHDI armapar K NOKYMEHTaMm
apxuea.

7. 3apaun 1 GyHKIUMH apXHBa
7.1. OCHOBHBIMH 3a/1a4aMH apXHBa ABJISIOTCA:

7.1.1. KOMIUIEKTOBaHHE JOKYMEHTAMH, COCTAB KOTOPLIX IPEJYCMOTPEH Pa3jienoM 6 HacTos-
LIETO MOJIOKEHHUS,

7.1.2. yuer, obecrieyeHue COXpPaHHOCTH, CO3/laHHe HAYYHO-CIIPABOUHOIO AIIapara, UCIIOMb-
30BAHUE JJOKYMEHTOB, XPaHSIIHXCSA B ADXHBE;

7.1.3. moAroTOBKa H CBOEBPEMEHHAs Nepejiaya T0KyMeHTOB ApxusHoro (onja Pd na rocy-
JIApCTBEHHOE XpaHeHHe ¢ cobmojenueM Tpebopauuii, ycranasauBaeMbiX ['ocymaperBennoit ap-
XHBHOH ciyx00ii PO;

7.1.4. ocymiecTBiIeHHsA KOHTPOJIA 32 GOPMHUPOBAHHEM H 0(QOpPMIICHHEM JIell B JIEJIONPOH3BO/I-
CTBE YUPEIKIACHHA;

7.2. B cOOTBETCTBHU C BO3JIOKEHHBIMU HA HEro 3aJla4aMi apXHB OCYHIECTRIIAET ClIe/yIolHe
(DYHKIIHH:

1.2.1. mpuHUMaeT He MosjHee, yeM yepe3 3 roja Iocie 3aBeplICHHS JEJONPOH3BOICTBOM,
YUUTBIBACT H XPAHHT JOKYMEHTBI CTPYKTYPHBIX MoApasaelleHHi yupesknenus, obpaborannbie B
COOTBETCTBUH C TPEDOBAHHAMH, YCTAaHOBJICHHBLIMH [ 0Cy1apcTBEHHOM apXxuBHOIT ci1yxG0ii PO:

7.2.2. pa3pabathIBacT ¥ COIJIACOBBIBAET C COOTBETCTRYIOIUIMM APXMBHBIM OPraHOM rpaduxu
NPE/ICTABICHHH ONHCEH Ha PACCMOTPEHHE HKCIIEPTHO-IIPOBEPOUHON KOMHCCHH COOTBETCTBYIOLLETO
yupexenus 'AC PO u nepenaun jokymentos Apxusnoro ¢ounga PO Ha rocymaperBenHoe xpa-
HEHHE;

7.2.3. COCTAaBIATH M IPEJCTABJIAET HE MO3JHEe, YeM yepe3 2 rojia nocje 3aBeplieHus Aelo-
NPOHU3BOJICTBOM, IOJOBBIE pa3/ie/ibl OIMCEH Jiesl MOCTOSIHHOTO XPaHeHHUs! M 110 JIMYHOMY COCTaBy Ha
paccCMOTpeHHE IKCIEPTHOH CIIy:KObl YUPEIKIACHHA M IKCIEPTHO-IPOBEPOYHON KOMHCCHH COOTBET-
creytoiero yupexaenus ['AC P®;

7.2.4. ocymecTBseT y4eT 1 o6ecrneunBaeT noJHyI0 COXPAHHOCTE MPUHSTHIX JIEN;

7.2.5. co3Jiaet, MOMNOJHAET H COBEPIICHCTBYET HAYUYHO-CIPABOYHBIN annapar K XpaHsmuMcs
B apXHBE JieJaM M JIOKyMEeHTaM, 00eCleurBaeT ero npeeMcTBEHHOCTh ¢ HayYHO-CIIPABOYHBIM aria-
paToM COOTBETCTBYIOIIETO rOCyAapcTBEHHOTO apXHuBa;

7.2.6. OpranusyeT UCII0JIb30BAHUE JIOKYMEHTOB: HH(POPMUPYET PYKOBOJICTBO H PabOTHHKOB
YUpeHKICHHS O COCTABE U COAEPIKAHHH JJOKYMEHTOB apXHBa;
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BbIJIACT B YCTAHOBJICHHOM MOpsJIKe Jena, JOKYMEHTEl MJIH KOIHH JIOKYMEHTOB B LIEJISIX CITy-
KEOHOIr0 M HAY4YHOT0 UCMOJIb30BAHHUA, U1 paboThl B OMEIICHHH apXHBa;

HCITOJIHACT 3aNPOCHI YUPEIKIACHHN U 3asiBJICHUS Tpaxaan 00 yCTaHOB/IEHHH TPYI0BOTO CTAXKA
U IPYTUM BONPOCAM COLMAIBHO-IIPABOBOIO XapakTepa, B YCTAHOBJICHHOM MOPS/IKE BhIIaeT KOIHH
JIOKYMEHTOB H apXHUBHBIE CIIPABKH;

BCICT YHCT HCINOJL30BaHHA JOKYMEHTOR, XPaHALIHXCA B apXHBE,

7.2.7.POBOJIUT KCIEPTH3Y LEHHOCTH JOKYMEHTOB, XPaHSIHUXCS B apXHBE, YYaCTBYET B pa-
OOTE IKCNEPTHOH KOMHCCHH YUPEK/ICHHS;

7.2.8. OKa3pIBaeT METOAMYECKYIO MOMOIIL CIyKOe Je/IONpOM3BOJACTBA B COCTABIEHHH HO-
MEHKJIATYPbI J1e]1 YUPEHKACHHS, KOHTPOJIHPYET NPaBHIBHOCTE (JOPMHPOBAHHUA ¥ O(OPMIICHHS AE) B
JAETONPON3BOJICTBE, @ TAKKE MOATOTOBKY JIe/ K Nepejaue B apXuB yUpeK1CHHUs;

7.2.9. y4acTBYeT B NPOBEACHHH MEPONPHUSTHII 110 MOBBLILICHUIO KBAIH(DHUKAUMH PaGOTHHKOB
apxXHBa M CIYKOBI JETONPOU3BOICTBA YUPEIKICHUS;

7.2.10. exeroiHo NpeACTaBiIseT B COOTBETCTBYIOLIMH IOCYIAPCTBEHHBII apXHUB CBEIECHHS O
cocTaBe H 00bEME JOKYMEHTOB 10 YCTaHOBJICHHOH (hopme;

7.2.11. noaroTaBnMBaeT U B YCTAHOBICHHOM MOPSJKE IEpeaacT Ha XPaHEHHE B COOTBETCT-
BYIOLIHIT rOCY1apCTBEHHBIH apXHB JIOKyYMeHTHl ApxuBHOro (omnja Poceuniickoii ®egepauum.

8. IlpaBa apxnga
8.1. Jlnst BHIMOJIHEHHS BO3JIOJKEHHBIX 3a1a4 U (DYHKIMH apXHB UMEET MPaBO:

- KOHTPOJIHPOBATH BBHINOJIHEHHE YCTAHOBJIEHHBIX NMpaBui paboThl ¢ JOKYMEHTAMH B CTPYK-
TYPHBIX ITOJPa3ICJICHUAX YUPEKIACHHUSI.

- 3anpalivBaTh OT CTPYKTYPHBIX NMOJApa3Ie/IeHHH YUPEKJICHUS CBEJACHUS, HEOOXO0UMBIE JUIs
paboThl apXHBa, ¢ yueToM obecrieyeHHs BBINOJHEHHA BCEX BO3JI0KEHHBIX HA apxuB 3aja4 U QyHK-
[HH.

9. OTBeTCTBEHHOCTH APXHBAPHYCA

9.1. ApxuBapHyc HeceT OTBETCTBEHHOCTb 3a BBINOJHCHHE BO3JIOKEHHBIX HA apXHB 3a1ay H
(hyHKIHIA.

I'nasa 11.
10. llopsigok nepegayn JOKYMEHTOB Ha XpaHeHue B ApPXHB

10.1 PesynbraroM ympaslieHYecKOi JeATe/IbHOCTH siBnsieTcs mokyMeHT. [leHHoCTh co3niaBae-
MBIX HJIH MOJYYaeMbIX OpraHusaiMed JOKYMEeHTOB HeojuHakoBa. OJHH JJOKYMEHTBI HEOOXOUMEI
JUist pabOTBI JI0 TEX I0p, [10Ka B HUX €CTh HaJJOOHOCTh, H CPOKH XpaHEHH TAKHX JOKYMEHTOB — (/10
MHHOBaHHs HAJOOHOCTH» WM «J10 3aMeHbl HOBbIMM». Kak mpasmuiio, 3To JOKYMEHTBI JUls Onepa-
THBHOH paOOTBI, MPHUCIAHHBIC B OPraHU3alMio B BHJIE KOIMIi: KOIIUU H3JaHHbIX HHCTPYKLHH, I10-
JIOJKEHHUH, TPHKA30B.

10.2 Jlpyrue HOKYMEHTBI OTPaXKaloT padoTy OopraHH3alMM, €e JOCTHIKeHHs, HMEIOT ompesie-
JICHHOE 3KOHOMMYECKOE, HAy4HO-TEXHHYECKOE, HCTOPHYECKOE 3HAYEeHHE M JIOJDKHBI XPAaHHTHCH
MAKCHMAJIBHO JIOJITO, TO €CTh, CJIeAYs MPUHATONH TEPMHHOJIOIHH, OCTOSHHO.

10.3 JlokymMeHTBI, cogepiKaiipe HHpOpMaLKio 0 TPYAOBOIl JesaTeJbHOCTH rpaiiad, 06 ux
o0y4yeHHH U JApYruX cOOBITHAX MX MKH3HH (POMKACHHMH, NPONHCKE H T.J.), HMEIOT LIEHHOCTh, KaK
[PaBuI0, Uil KOHKPETHOrO IpakAaHHHa Ha NPOTSHKEHUH Beelt ero sku3nu. JIOKyMeHTBI, cojiepika-
[IHEe MH(OPMALIMIO O BBIIAIOIIUXCH IpaiJaHax, UMEIOT HCTOPHUYECKOE 3HAYEHHE H MOJJIeKaT 10-

CTOSHHOMY XPaHCHHIO.

10.4 OueHka 1eHHOCTH MOKYMEHTOB HeoOXO0JuMa JUIS NpPeJoTBpallleHus yTpaThl JOKYMEH-
TOB, MOJUISIKAIIMX NOCY1apCTBEHHOMY XPaHEHHIO.



10.5 HdesirenbHOCTH M0 0T6OPY MOKYMEHTOB Ha IOCYIapCTBEHHOE XPAaHCHHE HITH yCTaHOBIIE-
HHIO CPOKOB MX XpaHCHHsA Ha OCHOBE INPHHATHIX KPHTEPHEB HA3bIBACTCH JKCIEPTH30H LIEHHOCTH
JIOKYMEHTOB.

10.6 DxcnepTH3a NEHHOCTH JJOKYMEHTOB ABJISETCS OAHOM M3 BayKHEIIIHX dyHkumit cayKOb!
JOY, Tak Kak HTOrOM 9KCIEPTH3BI ABIAETCS TOJHOLEHHOE KOMITICKTOBAHHE apxXuBa OpraHM3aiHH
H rOCYapCTBCHHOI'O apXHBa H, B KOHEUYHOM CyeTe, onpejiesieHue coctasa ApxuBHoro ¢onpaa Poc-
CHHCKOH Dejiepaliuu B 1IEJIOM.

11. OcHoBHBIE 321241 IKCIEPTH3BI IEHHOCTH JIOKYMEHTOB

1.1 Onpenenenne cocraBa, ycTaHOBIIEHHE CPOKOB XpaHEHHS JIOKYMEHTOB, HECYILIHX OIle-
PATHBHYIO HH(QOPMALMIO W TMOIIEKAILUX 0TOOpPY UIA MEPeIaydd B BEJIOMCTBCHHBIC M rocyjapcT-
BEHHBIC ApPXHBHI,

11.2 TIpu BbINONHEHNH 3TOI 3a1a4M HIET pasjie/ieHHe JOKYMEHTOB 110 CpOKaM XpaHEeHHs Ha
TPH FPYIIIBL:
MOCTOAHHOIO XpaHEHH S,
AoarospeMeHHoro (cebime 10 ner) XxpaHeHus:
BPEMEHHOT'O XpaHEHHA.

I11.3 llpn ompexeneHnn CpoKOB XpaHeHHs JOKYMEHTOB CICJYET PYKOBOJACTBOBaThes Ile-
PCYHEM THIIOBBIX YNPABJICHYECKUX NOKYMEHTOB, 00pasylolMXcs B JAEATEJBHOCTH OpraHH3allHH,
YTBEPIKIACHHBIM pyKOoBOHTENEeM DetepaibHoit apxuBHoi ciyxk6b1 Poccun 06.10.2000.

11.4 Tlepeuens noKymeHTOB co cpokamu Xpanenus corsiacno I'OCT P 51141 — 98 npen-
CTaBJsgeT COOOH «CHCTEMAaTH3NPOBAHHEIN CIMCOK BHJIOB M KaTeropHii JOKYMEHTOB, coJepKalluii
HOPMATHBHBIC YKa3aHHA O CpOKax HX XpaHeHus». Paznuyaror /1Ba THIa nepeuneii:

C YKa3aHHeM CPOKOB XpaHCHHS;
MOJUICIKAIIHX MOCTOAHHOMY XPaHEHHIO.

1.5 Ilepeuens Takike MOKHO HCHONIB30BATH NPH (JOPMHUPOBAHUH JIeJI U TIPH COCTABJICHHH
HOMEHKIIATYP Ael.

I1.6 Cpokn xpaHeHHs HOKYMEHTOB, yKa3aHHBIX B [lepeune, pacrnpocrpansiores Ha Bce op-
FAHU3A1HH, HE3aBHCHMO OT TOr'O, MOJUICIKAT MX JIOKYMEHTBI K [epejade Ha rocyJAapCTBEHHOE HIIH
MYHHIHIIATBHOE XpaHEeHHE WK HeT. Ho NpHMEeHSIOT 3TH CPOKH 10-pasHoMY.

I1.7 BpemeHHBI CPOK XpaHEeHMs JOKYMEHTOB oOsi3aresieH juis BeeX. IIpHueM 3aHHKaTh
CPOK XpaHEHHUs JIOKYMEHTOB HE JONYCKAETCs, 4 YBEJIHUYUBATE €r0 MOKHO.

1.8 Hcuncnenne cpokoB XpaHeHHs Jel M JOKYMEHTOB MPOM3BOAHTCA ¢ | AHBApA roja,
CJIEIYIOLIEro 3a roJIoM OKOHYaHHS UX JEJIONPOU3BOJICTBOM.

1.9 Wcuncnenue cpokoB XpaHeHUst KHUT (KYPHAJIOB) perucTpanuy (yueTa) HauynHaercs ¢ |
SIHBaps 110CIIe BHECCHHA MOCTIEIHEH 3alluCH B KHUTY (GKypHa).

11.10 Ycranosnenue npouasHOCTH JOKYMEHTOB TOMY HJIM HHOMY FOCYapCTBEHHOMY ap-
XHBY.

11.11 B xoze onpezenenus npouiIbHOCTH JOKYMEHTOB TOMY HJIH HHOMY apXHBY peliaeTcs
BOTIPOC O TOM, B COCTaBE KakHX (POHIOB U B KaKHe TOCYJapCTBEHHbIC apXHBbI MOCTYIAT 3TH JI0KY-
MEHTBL.

11.12 OGecnieuenue MoNHOTH COCTaBa aPXUBHOTO (DOH/IA TYTEM BOCIIOMHEHHS YTPAuCHHBIX
JIOKYMCHTOB.

11.13 Onpeaenenne yHuKanbHBIX H 0c000 LEHHBIX JIEJ H JOKYMEHTOB, DKCNEpTH3a LEeHHO-
CTH JIOKYMEHTOB NPOBOJUTCS B TPH 3Tala: B JEJONPOU3BOJCTBE, B BEAOMCTBEHHOM M rOCY/IapCT-
BEHHOM apXHBax.

11.14 B nesionpou3sBoACTBE 9KCNEPTH3A LEHHOCTH JOKYMEHTOB MPOXOIUT NPAKTHYECKH HA

BCEX 3Tanax cosianus u oOpaborku mokymenToB. Ha sramax npuema v paccMOTpEeHHsS! IOKYMEHTA

OIIEHUBAIOTCA BAXKHOCTL €I'0 COACPIKaHHA H 3HAYUMOCTh KOPPECIOHCHTA H B 3aBHCHUMOCTH OT HTO-

ro ONpeAesIATCA MAPLIPYT MPOXO0MKAECHHA H MECTO IPYIIIHPOBKH JIOKYMEHTA B JIEJIO [TOCIE €ro uc-
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IMOJTHCHHA. PEFHCT]JEIL[HH HanboJIee TeCHO CBA3aHa ¢ H3YUCHHCM LICHHOCTH JOKYMCHTOB [UJIA OIIpC-
JACICHHUS HJIH YTOUHCHHS CPOKOB XpaHCHHA JOKYMEHTOB. HpH CO3J[dHUH JOKYMCHTA HJACT COriiaco-
BAHHC NPOCKTA, H YHCIIO JIHL, YYACTBYIOUIHX B €ro BH3HPOBAHHH H COIVTACOBAHHH, XapaKTEPH3YET
3HAYHMOCTE JaHHOI'O JOKYMCHTA. SI{EI]'&IJTHHEI. HEHHOCTH JOKYMCHTOB IPOBOJIHTCA TaKMKE MPH CO-
CTABJICHHH HOMCHK/IATYPBI JICJ, IIPH ll)ﬂpMHpGEEHHH ACIT H IIPOBEPKE NPABHJIIBHOCTH OTHECCHMA
JAOKYMCHTOB K J€JiaM, IIPH MOAr0TOBKE J€l K NOCICAYIOUEMY XPAHCHHIO H TIPH BBLICJICHHH HX Ha
YHHYUYTOXKCHHC.

11.15 B BestoMCTBEHHOM apXHBE 3KCIEPTH3a LIEHHOCTH JOKYMEHTOB IIPOBOJIMTCS TPH MOJ1-
FOTOBKE JI€J1 K Iepe/iayde Ha rocy/1apCTBEHHOE XPAHEHHE U IIPH BBIJICJICHHH JIEJI K YHHYTOKEHHIO.

11.16 Jlisa npoBeieHus 5KCNepTH3bl LIEHHOCTH B COOTBETCTBHH C YCTAHOBJICHHBIMH TPABH-
JIaMH  CO3JIaCTCSl CHCTEMA 9KCMEPTHBIX OpPraHoB, 0] PYKOBOJCTBOM KOTOPBIX OCYIIECTBISACTCH
IKCIEPTH3a LIECHHOCTH JOKYMEHTOB Ha KaXKJ0M atane. BzaumoeiicTeie sKCnepTHBIX opranos Poc-
cuiickoii Denepaiuu npeacTaBlIeHO Ha pUCYHKe 1 .

Pucynok 1

[{enTpanbuast sxkcniepTHo-1ipoBepoutas komuccus (LIDI1K)
(DenepanbHOil apXHUBHOH CIYKOBI

DkcnepTHo npoBepouHas komuccus (I11K)
ApPXHBHOIO Oprasia

L ,

LlenTpanbuas IKCIEepTHAA DKCHEPTHO-IPOBEPOYHAN

komuccus (LIDK) munucrep-
CTBd, BEJIOMCTBA

komuccus (DIIK), sxcnepr-
Hast Komuccus (DK) rocy-
JapCTBEHHOIO apXHBa

DKcneprias KoMuccHs (DK)
CTPYKTYPHOTO  1ojapasjiene-

DxcneprHas koMmuccus (2DK)
yupexkKIeHHS, OpraHu3alluH,

HHA HPCALIPHATHA

12. Dynkuuu, npasa u oprasusauus padoTel YIKCNEPTHOI KOMHCCHH

12.1 B yupexucienun Jlo/pkHa ObITh cO3/1aHa MOCTOAHHO JEHCTBYIONIAs 3KCIepTHas KOMMC-
cust (OK), MeToanyeckoe pyKOBOIACTBO KOTOPOH OCYLIECTBIISET HKCNEPTHO-IPOBEPOMHAs KOMHCCHS
(OI1K) cooTBETCTBYIOLIETO apXuBa WIH apXUBHOTO YUPEKICHUS.

12.2 DK co3jaercsi NpHKAa30M PYKOBOJMTE/ISA OpraHu3ailii B KOJIMYECTBE HE MEHEe Tpex ue-
JIOBEK, OJIMH M3 KOTOPBIX SIBJISIETCS 3aBEYIOIIMM BEJIOMCTBEHHBIM apXxuBoM. DK jeHcTByeT Ha oc-
HOBAHUH YTBEPIKIACHHOIO PYKOBOJMTENIEM OpPraHH3alliH IOJOKEHHA O MOCTOAHHO JICHCTBYIOLIEH
IKCIEPTHON KOMHCCHM, pa3pabotanHoro Ha ocHoBanuu [lpumepnoro nonoxenns o6 IK opranu-
3aiuy, yreep:aeHHoro OenepansHoit apxuBHoii ciny:x00ii B 1995 roay.

12.3 Ilpeacenarenem DK, Kak npasuno, Ha3HaAvyaeTCd OJMH U3 3aMECTUTENEH PYKOBOJIUTEA
OpraHu3aimu, cekperapeM — coTpyaHuk cayxOer JJOY. Bee wieHbl KOMHCCHH JIOJIKHBL XOPOILLO
3HATH CTPYKTYPY M (DYHKIHH CBOEH OpraHm3alliy, COCTaB M COJIepiKaHHE JOKYMEHTOB, OpraHusa-
IIHIO JIOKYMeHTalmonHoro obecrnievenus cpoeil opranuzauuu. OObiuno B cocraB DK BKiIouyaior
elle M CHEHAIUCTOB M0 HAYYHOMH, TEXHHYECKOI, MPONU3BOJICTBEHHONH U JIpPYTUM BHIAM JOKYMEHTAa-
[IHH, KOTOpast eCTh B OpraHu3alii, cnenpanucera no obecneyueHuio 3ammtel HHGoOpMaruy. 3acena-
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it DK mpoBoAsTes mo Mepe HamoOHOCTH, HO He peke ABYX pas B roa. OdopmieHne Bcex JOKY-
MeHTOB DK, MoAroToBKa 3acelanuii OCyLIECTBISETCS CEKPETaPEM.

12.4 OK sBisieTcs coBellaTeIbHBIM OPraHOM, €€ PelleHus! BCTYNAlOT B CHIY MOCHIe YTBep-
KJICHHSI PYKOBOJHTENIEM OpraHu3allii, TaK Kak COIJIacHO 3aKOHOJATENIbCTBY PYKOBOIMTENb HECET
OTBETCTBEHHOCTH 3@ COXPAHHOCTH JIOKYMEHTOB.

12.5 3anavamu DK aengiores:

- PaCCMOTPEHHE €KeroJIHO MepecocTaBIAeMOH HOMEHKIIATYPHI JIe)l; aKTOB O BBIJACICHHH K
YHHUTOKEHHIO JIOKYMEHTOB M I€]I; FOJIOBBIX pa3/ie/ioB OMHCEH /eI IOCTOSHHOTO XPaHEHUs; ONHCeil
Jen cebie 10 et XpaHeHus;

= PEUICHHEC BOIIpOCAa O MpHEME HA BEIOMCTBEHHOC XpaHEHHE AOKYMCHTOB JIHMHOTO IMPOMC-
NOMKJICHHAA,

- YCTAHOBJICHHE H M3MEHCHHME CPOKOB XPaHEHHs OTAEIbHBLIX KATeropuii JOKYMEHTOB (co-
mecTHO ¢ DIIK rocynapersentoro apxusa);

- [IPOBEPKA MPaBHJIBHOCTH O(OPMIICHHS KOMIUICKCOB JJOKYMEHTOB (Z1eJ1, eIMHUI] XPaHEHHs
Ha OYMaKHBIX HOCHTENAX) JUIA TIOCTOSIHHOTO U JI0JTOBPEMEHHOTO XpaHeHUs: U JIp.

12.10 MeTroauka npoBeieHHs 9KCIEPTH3BI IIEHHOCTH JIOKYMEHTOB CKJIA/IbIBATIACH B TEUCHHE
JUIHTEJIBHOTO nepHoza BpeMeHn. CoBpeMeHHas HKCIEPTH3a LICHHOCTH JIOKYMEHTOB ITPOBOMTCS HA
OCHOBE HOPMaTHBHO-METO/AHYECKUX JOKYMEHTOB, B TOM YHCJIC HOMEHKJIATYp JeJ, lepeuHel H0Ky-
MEHTOB C YKa3aHHEM CPOKOB XpaHEHHS, KJIACCH(PHUKATOPOB, METOAMYECKIX PEKOMEHALHMH 1O Ipo-
BEJIEHHIO DKCIEPTH3BI UEHHOCTH OTJIEIBHBIX KaTeropuil JokymeHToB. Bee KpuTepHH MOTYT OBITH
KJ1acCH(HIMPOBAHEI HA TPH OOJIbIINE IPYIINBI:

- KPUTEPHH OLEHKH MPOUCXOKICHHS JOKYMEHTOB;

- KPHTEPHH COJICPIKAHUSA JOKYMEHTOB;

- KPHTEPHH BHEUIHUX OCOOCHHOCTEH JOKYMEHTOB.,

12.14 Kpome nepevucineHHbIX oOIMX KPUTEPHEB IKCIEPTH3BI LIEHHOCTH JAOKYMEHTOB JUIf
Ka/I0H IpYNIibl JOKYMEHTOB CYIIECTBYIOT H COOCTBEHHEIE, crielH(pHuecKie KPHTEPHH HX OIICHKH:
3HAYMMOCTH HH(OPMAIMK UL Pa3BUTHA HAYKH, TEXHHKH, IPOM3BOJICTBA, HOBH3HA MOCTABICHHBIX
3aJ1a4 M NPe/UIOYKCHHBIX PelIeHHH, IPHOPHTETHOCTh ABTOPCTBA, SKOHOMHYECKas 3()PeKTHBHOCTE,
ColHaIbHAA 3HAYUMOCTb, KOMIUJICKTHOCTD H IMOJHOTA H3JI03KEH s Bonpoca (npobieMsl) H JIp.

12.15 CocraB KpuTepHeB 3KCIepTH3bl LEHHOCTH JOKYMEHTOB MpeJcTaBjieH B Tabiue 1.

Tabnuna 1

KpuTepun OLIGHKH IPOMCXO0XK-
JICHUA JIOKYMEHTA

Kpurepun cojaepxanus JIOKy-
MEHTa

Kputepuu BHemHHX ocobeH-
HOCTEH JJOKYMEHTA

- 3HAUEHHWE YUYPEKICHHA HIIH
JINIA B JKH3HH o0I1lecTna;

- 3HAYUMOCTE COOLITHIl (sABJIE-
HHI TIpeaMera), OTPaKEHHBIX B
JIOKYMEHTE;

- BpeMsi B MecTO o0pa3oBaHMs
JIOKYMEHTa

- 3HAYCHHE HMEIOLIEeHCcH B J10-
KyMeHTe HH}opMaIuu;

- MOBTOPAEMOCTH JIOKYMEHTHOH
HH(pOpMaLUH;

- LeJIEBOE 3HAYEHHE JIOKYMEH-
Ta;

= Pa3HOBHJAHOCTL JOKYMCHTA

= HOJJTHHHOCTE,

- HAIHYHE PEe30IOINi,
MMOMETOK Ha JJOKYMEHTE;

BU3,

- BHEIIHHIT BUI; - hopma mepe-
Jla4l  coAepiKaHus, YAOCTOBe-
peHust U odopMIeHHUS JIOKY-
MEHTa, B TOM YHCJIEe XY/I0HKECT-
BEHHLIE, TnajeorpaduuecKue,
SI3LIKOBEIE M JIpYTHEe 0COOEeHHO-
CTH;

- (pu3HUecKoe COCTOsIHHE JI0-
KyMEHTA

Taxum obpasoM, sKcrepTH3a EHHOCTH JIOKYMEHTOB — CJIOXKHBIH Ipoliece, Tpedyoiuii Ha-
JIMYHSA CIICIHANIBHBIX 3HAHMH M KBaJM(UKAIMU [POBOSILIMX €€ YICHOB KOMHCCHI. B apXuBHBIX
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OpraHax M y4peiJICHHsX B COCTaB KCIEPTHO-IIPOBEPOYHBIX KOMHCCHI BKJIIOYAIOTCS, KaK MPABHIIO,
CHEIHATHCTBI: aDXUBHUCTHI, JIOKYMEHTOBE/IBI.

B opranusaumsx, rje He Bcerja e€cTh TaKHe CIEeLHATHCThI, Hanboliee PaclpoCTpaHEeHHBIM
c110c00OM MPOBEICHHUS IKCIEPTH3HI [IEHHOCTH JJOKYMEHTOB SIBJISCTCS HKCIEPTH3a LEHHOCTH HA OC-
HOBE IepevHei, NpH pa3padoTKe KOTOPLIX YUHTLIBAIHCE BCE KPUTEPHH.

13. O1hop noKyMeHTOB

13.1 Cneayer noMHuTE, 4TO OTOOP JOKYMEHTOB Ha JlajibHelilee XpaHeHne 1 YHHUTOKEHHE
IPOBOJAHTCA MYTEM MOJIHCTHOIO npocMoTpa Jien. He nomyckaercs onpeeneHue EHHOCTH H 3Ha4e-
HUSl JIOKYMEHTOB, BKJIIOYCHHBIX B JIEJI0, TOJIBKO JIMIIL 110 UX 3arojioBKaM, YKa3aHHBIM B HOMEHKJIa-
Type JeJ1 nin Ha 00JoxKax jies1, 6e3 mpocMoTpa caMHX Jiesl H H3ydeHHs cojepskatieiics nudopma-
[IMH B JIOKYMEHTAX.

13.2 I1pH noJmcTHOM IPOCMOTPE JIe/l H3BIMAIOTCS KOTIHHHEIE, JyOJIeTHEIE, YePHOBBIE JI0KY-
MEHTBI, a TaKXe JJOKYMEHTBI ¢ BPEMEHHBIMH CPOKaAMH XPaHEHHs!, KOTOpbIE MOJUIEXKAT BbIAEIEHHIO K
YHHYTOXKEHHIO. Takike BBINOJIHACTCA CHCTEMATH3AIMsA JOKYMEHTOB B JleJax, Ieperuier jer,
oopmiieHHe 00110MKeEK Jel, TPOCTABIEHHE APXHBHBIX IITAMITIOB W IIHM(POB.

13.3 Ha obpaborannbie jena no JHYHOMY COCTABY COCTABJIAETCS OIMUCH M0 YCTAHOBJIEHHOH
(popme. K onmcu odopmsercs THTYIBHBIH JIMCT, IPEUCIOBHE, 4 B ONPEJICIEHHEBIX CIydasX — yKa-
3aTesid, orjasienne. HeobXxoMMo Takke cOCTaBUTL HCTOPHUECKYIO CIIPABKY, B KOTOPOH H3jaraer-
ca Metopus (ponmoodpasosarens (opranusauun). [opsaaok oopmMiieHus Jeil ¥ COCTaBICHHS HA HHX
Hay4YHO-CIIPABOYHOrO annapara u3jiokeH B UCHOBHBIX mpaBuiax paboThl apXHBOB OpraHH3allui,
on00penubIx pemennem Konnerun Pocapxusa ot 06.02.2002.

13.4 Ilo utoram npoBejieHust 3KCHEPTU3bI LIEHHOCTH, TOMUMO OINHCEll Ha Jiena, 0ToOpaHHbIe
JUIS IATBHEHIIIEr0 JUTHTENIBHOIO XPaHEHHs!, COCTABIIACTCA aKT O BBIJICJICHHH K YHHUTOKEHHIO JIOKY-
MCHTOB, CPOKH XPaHEHUs KOTOPBIX HCTEKJIM U NpaKkTHYeCcKas HaJl00HOCTh B KOTOPBIX OTHAA.

13.5 AKT cocTaBisieTcs 10 YCTaHOBJICHHOM (popme (CM. ITPHITOKEHHE).

13.6 OTOOp MOKYMEHTOB K YHHUYTOMKEHHIO W COCTABIEHHE AKTa O BBIJCICHHH K YHHYTOXKE-
HHIO TMPOU3BOJMUTCA TOJIBKO IOCJIE€ COCTABJIEHHs ONHUCEH JIeJl MOCTOSAHHOIO MJIM JUTUTEIBHOTO Xpa-
HeHusl. ONMHCH H aKThl pacCMaTpHBAIOTCS HA 3ace/IaHMM HKCIICPTHOM KOMUCCHH OpraHH3allHi OJ[HO-
spemerHO. [locne corjiiacoBanus ONMMCH M aKThl YTBEPHIAIOTCA PYKOBOJMTENEM opranuzauuu. U
TOJILKO I10CJIE 3TOro 0TOOpaHHbIE K YHHUTOKEHHIO H BKJIIOUEHHEIE B AKTEI JIOKYMEHTHI IepeaaloTes
B OpraHu3aluu Juid uX yruiusauuu. [lepenava nen juis yHHYTOKEHHS MPOU3BOJIMTCA Ha OCHOBA-
HHH IIPHEMO-CAATOYHOH HAKJIAIHOH.

13.7 Ilorpy3ka U BbIBO3 JOKYMEHTOB JUTs iepepaboTKH (YTHIH3AIMH) OCYIIECTBISETCS 110/
KOHTPOJIEM COTPY/IHHKA apXHBa OpraHusaluu (M1 OTBETCTBEHHOIO 3a apXHB).

13.8 ITocne sToro B AKTe O BBIAEJICHHH K YHHYTOKCHHIO JOKYMEHTOB, HE IOUIEKAIIHX
XPaHeHHIO, JIeJIaeTCcs 3alHCh CIEAYIOLIETro COACpIKAHH:

ﬂ-‘.’].‘i_}ﬂ’ﬂﬂ”fﬂbl G KoJluyecmee

(yughpamu u nponucoio)

6ECOM Ke coanbl

(51

(naumenoeanue opeanuzayu)

Ha nepepabomxy no nPUEMo-coamo4Holl HaKIaoHol om Ne

Haumenosanue dondxcrnocmu pabomuuka,
cOaeuie2o OOKYMeHmMbl Hoonuce Pacwughposka noonucu
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13.9 B HeoOXoauMBIX cityydasx, HaIpUMep eCJIH JOKYMEHTBI COJAepkKaT KOH(DUAECHIHAILHYIO
HH(POPMALHIO, (PH3HYECKOE YHHUTOKEHHE JOKYMEHTOB MOJKET IIPOHCXOJUTh B PUCYTCTBHH NIPE/I-
CTaBUTENIsl OpraHn3alluM, CHAIOLIEro AOKYMEeHTHL. lIpu oToM cocrapnsercs akT B NMpPOH3BOJILHOM

dopme.

14. Tlopsaaok goeTyna K apXUBHBIM JIOKYMEHTAM 110
JHYHOMY COCTABY H MX HCIOJIBL30BAHHE

14.1. [loab30oBanue AapXHBHBIMH JOKYMEHTAMU

B coorBercTBHH ¢ 4.3 ¢T.26 Menepanbhoro 3akona «O6 apxusHoM jiene B Poccuiickoit e-
Jiepaliiiy OpraHu3aliy NMpH HAIHYHH Y HHX COOTBETCTBYIOUIMX APXMBHBIX JIOKYMEHTOB 00s3aHbI
OeCIIaTHO MPEeAOCTABIATh IMOJIB30BATEIIO APXHBHBIMH JOKYMEHTaMH O(OPMIIEHHBIE B YCTAHOB-
JICHHOM TNOPsJIKE apXHUBHBIE CIIPABKH HJIH KOITHH ApXHBHBIX JIOKYMEHTOB, CBA3aHHBIX C COLHAILHOMH
3ALUTON rpaXJaaH, NpeayCMaTpUBAIOIEH HX NIEHCHOHHOE ofecreyenne, a TakkKe MOJyYeHHE JIbIOT
U KOMITEHCAUHH B COOTBETCTBHH C 3aKoHOAATENLCTBOM PO,

Cornacno c¢1.24 3akoHa 00 apxXWUBHOM Jelie JOCTYI K apXMBHBIM JIOKYMEHTaM, B T.4. H 110
JIHYHOMY COCTaBy, OO€CIEYHBACTCA MYTEM MPENOCTABJICHHS TOJIb30BATENI0 APXHUBHBIMH JIOKYMEH-
TaMH CIIPAaBOYHO-TIOMCKOBBIX CPeJICTB M HHpopMaluu 00 3THX Cpe/ICTBax, a TakiKe MOUIMHHHKOB U
(nm) Konuii HeoOXOAUMBIX €My JOKYMEHTOB.

[Ipu sToMm cneayer NOMHHUTE, YTO JOKYMEHTBI 110 JINUHOMY COCTABY COJEPKAT KOH(HIEH-
UHAIBHYIO HH(pOpMaIHIO, T.€. HHQOPMALHIO CTPOro OrpaHHyeHHOr0 H PErjIaMeHTHPOBAHHOIO JI0C-
Tyna. Bess B HUX cojiepikaTcs NepcoHabHBIE JaHHble paboTHHKOB: Ouorpaduyeckue CBeIeHHS,
o0paszoBanue, CHELUHAILHOCTh, 3aHHMaeMas JO0JKHOCTh, HAJIMYHE CYAMMOCTH, ajlpec MECTa HKH-
TEIILCTBA, JOMALIHHHA TeNe(OH, COCTaB CeMBbH, MECTO paboThl I yueObl WICHOB CEMbH H POJICT-
BCHHHKOB, XapakTep B3aHMOOTHOIIEHHH B ceMbe, pasmep 3apaboTHOMH MIaTel, COAepIKaHue TPYI0-
BOTO JIOFOBOpA, coiepiKaHHe JIeKJIapaliy, 1oaBaeMoii B HAJIOrOBYIO HHCIIEKIHIO, U T.JI.

B coorserctBum co cr.11 ®Peaepanbioro 3akona ot 20.02.1995 Ne 24-d3 «O6 undopma-
MM, HHQOPMAaTH3aLHH H 3alUTe HHPOPMALUH» HE A0NYCKAeTCs HCIOIb30BAHNE W PaclpocTpaHe-
HHe HH(pOpMAaIHH, colepKalleidl nepcoHalbHble AaHHBIC (PH3MYECKOro JIMIA, 0€3 ero corjacus,
KpOMe Kak Ha ocHOBaHMH cyaeOHoro pemenus. HOpuanveckue u Qpu3MuecKue JUIa, BlaJerolue
HH(OpMaLHEH O rpakIaHax U HCIIONB3YIOIIHE €€, HECYT OTBETCTBEHHOCTD 3a HAPYIICHHE perKuMa
3AIIUTEL, 00paboTKH M MOpsAKa HCTIONB30BaHHUA 3TOi HHpOPMAIIHH.

K mojb3oBaTessiM apXHBHBIMH JOKYMEHTAMH, COACPIKAIIMMH NIEPCOHAIBHBIE JJaHHBIE, TTPH-
HaIeXkKaT (PU3HYECKHE H IOPUAMYECKHE JIHIA, KOTOPBIE HAa 3aKOHHBIX OCHOBaHMAX oOpaiialoTes 3a
undopmanmeit. K pusnyeckum nmunam oTHocsTes OpiBLIHE pabOTHHKH OpPraHU3aliMy, a Takke 00-
paifaioniMecs 1no MxX npockde poJACTBEHHHKH MIIHM JIOBepeHHBIE Juila. K 10pHIHYecKuM JIHIaM —
[IEHCHOHHBIE, NPABOOXPAHHTE/IBLHBIC OPraHbl, Opraibl CTATHCTHKH FOCYIapCTBEHHOMH BJIaCTH, MECT-
HOI0 CaMOYNpaBJ€HHsA, HAIOTOBbIE HHCIEKIHH, CTPAXOBBIE areHTCTBA, TYPHCTHYECKHE H IOCTH-
HUYHBIC (PUPMBI U JIPYTHE OPraHM3aliH, KOTOPLIM 3aKOHOAATEILCTBOM MPEAOCTABJIEHO MPaBo 110~
aydarts 11ogo0HyI0 HHOpMALIHIO.

CornacHo ¢1.25 3akoHa 00 apXUBHOM JieJie OrpaHHYCHHE HA JAOCTYII K APXHBHBIM JIOKYMEH-
TaM, COJICpIKallHM CBEJECHHSA O JIMYHOH M ceMeiHoill TaiiHe rpakaHnHa, ero YacTHOH JKH3HH, a
TAKIKE CBEJCHHA, CO3JAlONHe yrpo3y s ero 0e30nmacHOCTH, YCTaHaB/IMBaeTcss Ha CpoK 75 JIeT co
JHA CO3JaHMsl YKa3’aHHBIX JOKYMEHTOB. C NHMCBMEHHOTrO paspelleHHs TpakJIaHHHA, a MOCJe ero
CMEPTH C MHCBMEHHOr0 pas’pelleHHsa HACHEIHUKOB JaHHOIO I'padaHHHa orpaHHYeHHe Ha JOCTYI
K apXHBHBIM JIOKYMEHTaM, COJIEpKalliM CBEJACHHSA O JTHYHON U ceMeilHoi TaiiHe rpakJaHnuHa, ero
YACTHOH JKH3HH, a TAKXKE CBEJICHHS, CO3/1al0MIHe YTpo3y /Ui ero 0e301acHOCTH, MOKET ObITh OTMe-
HEHO paHee ueM uepes 75 JIeT o JHA CO3/IaHus YKa3aHHBIX JIOKYMEHTOB.

14.2. U3bsaTHe NOLIHHHHKA

[lone3oBaTesib apXUBHBIMH JIOKYMEHTAMH HMEET I1PaBO MCIOJb30BaTh, [epeaBarh, pacipo-
CTPaHATH HHPOPMALIHIO, COIEPIKALLYIOCS B IIPEOCTABIEHHBIX eMY apXHBHBIX JIOKYMEHTAX, a TaKikKe
KOIMHH apXHUBHBIX JOKYMEHTOB JUIsl JIIOOBIX 3aKOHHBIX Lefeii U M0OBIM 3aKOHHBIM crtocoboM (¢T.26
3aKoHa 00 apXHBHOM JeJe).
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B coorsercTBum ¢ OCHOBHBIMH NpaBuiIaMH paGoThl apXHBOB OpraHv3alii J0MyCKaeTcs H3b-
ATHE apXHBHBIX JICJ]1 M BblIaYa BIAJEIblaM UITH HX POJACTBEHHHKAM NOUTHHHBIX JIHUHBIX JOKYMEH-
TOB: TPYHOBBIX KHHIKEK, CBHICTENILCTB 00 OKOHUaHHH yueOHBIX 3aBelieHHi, aTTecTaTtoB 06 o6pazo-
BAHHH, YIOCTOBEPEHHH M T.1. llouHHHBIE TIOKYMEHTEI BBIJIAIOTCS 3AsSBUTEIAM 110 HX MHCHMEHHbLIM
3anpocaM € paspClICHHA PYKOBOJMTENS Opranu3auuu noj pacnucky. Ilpu stom 3assurens oOs3an
MPEACTABHTE MACMOPT HIIM MHOH JIOKYMEHT, NOATBEPXKAAIOUIMI ero inuHocTh. B cnyuae obpare-
HUS 38 TOKYMEHTaMH POJICTBEHHOTO JIMIIA OHO TaKKe 00s3aHO Npe/ICTaBUTh JIOKYMEHTBI, OATBEp-
KJAIOIIHE CTENEH POACTBA. JIOBEPEHHOMY JIMIlY BBIJAIOTCS HA PYKH MO/UTHHHBIE JOKYMEHTBI HA
OCHOBAaHHH HOTapPHAJILHO 3aBEPECHHON TOBEPEHHOCTH.

Ha MecTo u3baATOro nokymeHTa B Iefio IOMeIaeTcs CrnpaBKa 0 ero BhIade, KOMUS BbLIAHHO-
r0 IOKYMCHTA, a B YYCTHBIX JIOKYMEHTAX (ONHCH) JIeNalOTCsl OTMETKH 00 M3BATHH, YKa3bIBAIOTCS
HOMEp, 1aTa W HA3BaHHE JIOKYMEHTA — OCHOBAHHA JUIA U3BATHS (3asBICHHE, 3alIpOC), a TAKKE pac-
[HCKa MoJy4yaTess JJOKYMEHTA.

[lomyyarenb MOUTMHHOTO JIMYHOTO JIOKYMEHTA JOJKEH PaciiucaThes Ha 000pOTe KOHH JIHY-
HOrO JIOKYMEHTA, OCTAlOLIeHCA B apXuBe opranuzaiuu. [Ipy 9ToM B pacrnucke yKasbpIBalOTCS €ro
MacropTHLIE JaHHEIE,

B cooTBeTcTBHM ¢ 3aKoHOMATENLCTBOM P OpraHamMu npaBornopska U3 apXuBa TaKkwme MOIYT
OBITH M3BATHI NOJUIHHHBIE JOKYMEHTBI HAa CPOK JIO MPEKpalleHus] Ae/ia WIH BLIHECEH s cyaedHoro
peLlIeHHSI.

B 9TOM cilyuae Ha MECTO H3BATOTO JOKYMEHTA B JIEJI0 TIOMEIaeTCs CIIpaBKa O BblJIa4e U CHSI-
Tast ¢ HEro KOmusA. B y4eTHBIX apXHBHBIX JIOKYMEHTAX JIeJIaeTCsl OTMETKA 00 H3BATHH, YKA3bIBACTCS
HOMED, [1aTa W Ha3BaHHE JOKYMEHTA — OCHOBAHHWA JUIS U3BATHS, a TAKIKE PACIIMCKA MOJydaTess J10-
KyMeHTa (IpH JTH4HOH 1neperaye). B nanbheiimem paGoTHuk apxupa obecrieunBaeT KOHTPOIb BO3-
BpaTa M3bATHIX JIOKYMEHTOB.

B coorBercTBHH c0O cT.12 3akoHa 06 apXMBHOM jiejie M3BATHE APXHBHBIX JIOKYMEHTOB, He-
MpeyCMOTPEHHBIX (pejiepaibHBIMU 3aKOHAMH, 3aIPeIaeTcsl.

14.3. Boijiaua apXuBHBIX CHPABOK, KONHIT H BBLINTHCOK

APXHBHBIE CIIPABKH, BBITHCKH M KOIMH BBIJIAIOTCS HA OCHOBAHMU ITHCHMEHHBIX 3aPOCOB CO-
OTBETCTBYIOLIMX OPraHH3auuii (Kak NMpasuilo, CBA3AHHBIX ¢ NEHCHOHHBIM ODEcreYeHneM Ipaxian),
a TAKIKE rpaKaaH — OBIBIIMX COTPYIHUKOB JIAHHOM Oprann3aiuu.

B 3ampoce nsnaraercs: CyTh 3aIpoca; MOJHOCTBIO (haMHIINsL, MMsI, OTYECTBO OOpalIAIoNero- |
Csl; €ro ajipec, KOHTAaKTHbIC TeJIC(OHBI, a TaKiKe NPOCTAB/IAETCS JaTa 3ampoca W JIHYHAs MOJNHCH |
oOparuBierocs. B 3anpoce 0 noaTBepKACHHH TPYIOBOTO CTaXkKa HEOOXOAMMO YKa3aTh MOJHOE Ha-
HMCHOBAHHE OPraHU3alMi 0 CTPYKTYPHOIO 1ojipasjie/ienus, rje padoran 3asBUTEb, 3aHHMAEMYIO
JIOJDKHOCTD, @ TaKKe MEPHOJL €ro AeATENIbHOCTH B JaHHOH OpraHH3alluu.

Ecin HeoOXo/1MMO 1oyunTh cBeJieHHs 0 3apaboTHOI 1U1aTe, TO TpeOyeTes yKasaTh, 3a KaKoii
nepHo/l. Eciu 3asBUTENb B NEPHOJL, 32 KOTOPBII 3aNpaliHBAIOTCs CBEJICHUSA, HOCHII JIPYTyIo dhamu-
JIHIO, TO ITO TOXE HEOOXOAMMO OTpPa3uTh B 3anpoce. Ecnu 3anpoc wiM 3asBieHHE CONEPKUT HE BCE
JIaHHBIC, HEOOXOMMMBIE JUIS HABEJCHMs CIIPABKH, B aJpeC 3asBUTEIS HANPABISIETCS IHCBMO C
pocb00it COOBHIUTE TE WM HHBIE JIOTIONHHTENLHBIC CBEICHHS.

CpOoK MCIOHEHHUS 3aNPOCOB COLHAIBHO-IIPABOBOr0 XapakTepa Ipask/ian U OpraHu3aluii mo

APXMBHBIM JIOKYMEHTaM HE JOJDKECH npeBbiliate 30 aHei co aus perucrpanuu obpainenus. [Tpu
CJIOJKHBIX 3arpocax CpoK MOKeT ObITh nmpojjieH, HO He Oonee yem Ha 30 jHell ¢ o0sA3aTENbHBIM
YBEJIOMIJIEHHEM 3asiBUTE.

ApXHMBHBIE CHPABKH cOCTaBiisitoTest Ha oOmmx Onankax opranmuzanuii ¢ o0o3HaYeHHEM Ha-
3BAHUA JOKYMEHTA — « APXHBHAasA CIpaBKa», HA OCHOBE IMOJUIMHHBIX JIOKYMEHTOB MJIM MX 3aBEpeH-
HBIX KONHH (B cly4yae OTCYTCTBHs MOUIMHHHKOB). B cripaBke npuBoaaTCS Ha3BaHUS JIOKYMEHTOB,
MX JAaThl H M3JIAralOTCs CBEACHHSA H3 3THX JOKYMEHTOB B XPOHOJIOIHYECKOI 1OC/Ie0BATEIBHOCTH
coObITHIl. BBIJIEPIKKH M3 JIOKYMEHTOB 3aKJIIOYAIOTCH B KABBIUKH, HAa3BaHMS OpraHusanui, nojpas-
JICJICHUH TIPH MEPBOM YIIOMHHAHHWH MTPHBOAATCA ITOJTHOCTLIO.
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HecoBnazienusi, pacxXoxIenus, HETOYHOCTH, B T.4. Guorpadudeckoro XapaxkTepa, BKI0YaioT-
Ci B ApXHBHYIO CIIDABKY B TOM BH/IC, B KAKOM OHH 3HA4YaTcs B JOKYMEHTAX H OrOBapHBAIOTCS CJIO-
BaMH B ckobkax («Tak B jokymMeHTe»).

B cinyyae BO3HHKHOBEHMS COMHEHMI B JIOCTOBEPHOCTH OTHENBHBIX CBEJCHMIl MOUTHHHOIO
JOKYMEHTa, HAPHMEP B TEKCTE BCTPEHAIOTCsA HCIIPABJICHHS, TTOAYHCTKH, B CKOOKAX Takke HeoOX0-
AMMO MPHBECTH NpuMedanune («B Tekcre nepasbopunsoy).

B Tekcre apxuBHOI cripaBKky He JOMYCKAIOTCs KOMMEHTAPHH, COGCTBEHHBIE BHIBOIBI HCIIO-
HHUTEJS 110 COJICPIKaHHIO UCITOJIL30BAHHEBIX JIOKYMEHTOB.

[Tocne Tekera cripasku nmomenraercsi OCHOBaHKE, KOTOPOE BKIIOYAET B cebs apXHBHBIE 1H(-
PbI HCMONIB30BAHHBIX JOKYMEHTOB: HOMEP ONHCH, HOMEP Jiejia H HOMEpa JIHCTOB.

ApXHBHas CIIpaBKa IOJNKMCHIBAETCS OTBETCTBEHHBLIM 34 apXHB H PYKOBOJHTENIEM OpraHu3a-
LMK | 3aBepseTcs TepOoBOi nevathio. IIpu cocTaBieHHn CripaBkH HA HECKOJIBKHX JIHCTAX JMOJDKEH
OBITH 3aBepeH Kakaplii nucT. [lepBeIii sK3eMmsp apXUBHOMH CIIPABKH BBIJIAETCS HA PYKH 3asiBUTE-
JII0, BTOPOH — XPaHHUTCsl B JielaX apXMBa B COOTBETCTBHH C HOMeHKIaTypoit nen. Ilpumep odopm-
JICHUS apXHUBHOH CIPABKH JaH B MPHIOKEHHH.

[ToMHMO apXMBHBIX CHPaBOK MO 3ampocam IPaXIaH M yUPesKACHHIT BBLIAIOTCS APXHBHBIE
KOIIHH H apXHBHBIC BBINMCKH M3 JIOKYMEHTOB. APXMBHBIE BBIITHCKH JIC/IAIOTCSH, KAK IPABUIIO, B
TOM Cllydae, eC/Ii HeOOXOAMMBIE CBEJICHHUS COAEPKAThCA B 00BHEMHOM JOKYMEHTE M TOJNBKO YacTh
Cro OTHOCHTCS K COAEPKAHMIO 3arpoca. B aToM ciywae jnenaiores M3BjievUeHus U3 3TOro JOKYMEH-
TA.

B apxuBHOIl BblIHCKE (CM. NMPHIOKEHHE) HEOOXOIMMO yKa3aTh Ha3BaHUE JOKYMEHTa, €ro
HOMep M Jary. Havano u KoHel Kax/J10ro U3BIeYEHHS U3 JIOKYMEHTA, a TaKKe PONYCKH B TEKCTE
JIOKYMEHTA OT/CJBHEIX CJIOB 0003HAYAIOTCA MHOIOTOYHEM. EC/IH B OT/IEIBHBIX YaCTIX TEKCTa JIO-
KyMEHTa HMEIOTCH Hepa300pUYMBO HANMKCAHHBIE CIIOBA, HCIIPABIICHHS aABTOPOM, a Tak)ke MecTa, He-
MOUTAIOIIHECS NIPOYTEHHIO BCIIC/ICTBHE (PM3HYECKOTO MM XHMHYECKOTO MOBPEKAEHUS JOKYMEHTA,
TO B CKOOKaX JIeNar0TCsA COOTBETCTBYIOIIHE OrOBOPKH, Hanpumep: «Tak B TexcTe opuruaaiay, « Tax
B IOKyMeHTe», «/lanee Hepa3bopunBoy | T.11.

[Ipu OTCYTCTBHH B apXHBe JOKYMEHTOB, HEOOXOMMBIX JUISI HCIIOTHEHHUS 3arpoca, Ha OnaHke
OpPraHH3aliKM COCTABIACTCA OTBET C M3JIOJKEHHEM NPHYMH OTCYTCTBHS JIOKYMEHTOB, COJEPKAIIHX
3alpaliuBacMble CBEJICHHSA, U JIalOTCA HEOOX0IHMBIE PEKOMEH IALHH.

Hosy4arens apXuBHOH CrpaBKK WM MOJUIMHHOTO JIOKYMEHTA JIOJDKEH PACIIHCATHCH HA KOIHH
CHPaBKH HJIM Ha 000pOTe KOMHH JIMYHOTO JIOKYMEHTA, OCTAIOLUEiCs B apXHBe, ¢ YKA3aHHEM B pac-
HCKE CBOHUX NACIOPTHLIX JAHHBIX.

APXHBHBIC CIIPABKH, APXUBHBIE BBITHCKH M KOITHH MOTYT JIOCTABJIATLCS 3aABHTENIO 110 [OYTEe
[IPOCTBIM HJIH 3aKa3HBIM ITHCEMOM, MOUTHHHBIE JIMYHBIE JIOKYMEHTEI — LIEHHBIM ITHCHEMOM.

15. OTBeTCTBEHHOCTH 32 HAPYIIEHHE 3AKOHOAATEILCTBA 00 APXHBHOM /1eJ1e
B Poccniickoiit ®Mepepanun

15.1 IOpuaueckue nuna, a Takke Z0HKHOCTHBIE JIMIA U TPaj/IaHe, BHHOBHBIE B HaApYILICHHH
3aKOHOJIaTeNbCTBa 00 apXuBHOM jiene B Poccuiickoii Meseparinu, HecyT IPa’kIaHCKO-TIPABOBYIO,
A/IMHHHCTPATHBHYIO H YTOJIOBHYIO OTBETCTBEHHOCTB, YCTAHOBJICHHYIO 3aKOHOJATENbLCTBOM Poc-
cuiickoii Penepannu (c1.27 3akona o6 apXuBHOM Jerie).

I'nasa III.
16. OcnoBubIe NpaBHIa PaGOTHI APXUBA YUPEKACHHSI,
ObGecneuenne cOXpaHHOCTH JOKYMEHTOB APXHBA

16.1 Opraunsaumst XpaHeHHs JOKYMEHTOB — CHCTEMa MEPONPHATHIH, BKJIIOUYAIONIAS paiuo-
HAJIBHOC PasMELICHHE JOKYMEHTOB, KOHTPOIIb 34 JIBHIKEHHEM M (DU3HYECKHM COCTOSIHHEM, KOITHPO-
BaHHe JIOKYMEHTOB € LEJBIO CO3/IaHus cTpaxosoro (pouaa v (oHaa noab3oBanus, BOCCTAHOBIEHHE
(pecTaBpariusi) NepBOHAYAIBHBIX WM OJIM3KHX K MEPBOHAYAIBLHBIM CBOHCTB M BHEMIHHX MPH3HAKOB
JIOKYMEHTOB, NMOJABEPriIHXCS MNOBPEKACHHIO HIIH PAa3pyILIECHUIO.
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16.2 JIns obecrieueHust COXpAHHOCTH JIOKYMEHTOB B APXHBE JIOJKHBI OCYIIECTBISTHCS:

- KOMIUJIEKC MEp 110 OpraHH3alHy XpaHeHHs, NIPeyCcMaTPHBAIOIIHIi CO31aHne MaTepUallbHO-
TEXHHYECKOH 0a3bl XpaHeHHs JOKYMEHTOB (MOMEHICHHs XPAHHUIIMIIL, CPE/ICTBA XPAaHEHHS JIOKYMEH-
TOB, CPE/ICTBA OXpaHbl U OE30MACHOCTH XPAHECHMS, CPEJICTBA KIIMMATHYECKOrO KOHTPOJISA, CPe/ICTBA
KOMTHPOBAHKS W BOCCTAHOBJICHHS MOBPEKACHHBIX JOKYMEHTOB);

- KOMILJIEKC MEp IO CO3MaHHIO H COOJIOICHHIO HOPMATHBHBIX YC/IOBHIT XpaHEHUS JIOKYMEH-
TOB (TeMIepaTypHO-BIQKHOCTHBIH, CBETOBOI, CAHUTAPHO-IUIHEeHHYECKHH, OXPAHHBIH PeKUM Xpa-
HEHHs ).

16.3 Cucrema Mep no opranMsaluy XpaHeHHs JOJDKHA oOecrieynBaTh COXPAHHOCTDH JIOKY-
MCHTOB M KOHTPOJIb UX (DH3HYECKOTO COCTOAHMS NMPH MOCTYIUICHHH JIOKYMEHTOB B apXHB, IIPH HX
XpaHEHHUH.

17. TpeboBanus K 31aHHSAM H OMEIIEHUSIM APXHBA

17.1 Ilpu oTCYTCTBHH CIENHAILHOTO MOMELICHHS Ul apXHBA OpraHu3aluil BHIAENSETCS MPH-
CIOCOOJICHHOE TOMELIEHHE B aMUHHCTPATHBHOM 3[aHHM OpraHusauuu. PasmeleHue B npucno-
COOJIEHHBIX TTOMENIEHHSIX MPOM3BOJHTCS B YCTAHOBIEHHOM TOPSJIKE T10CJIE MX KCHEPTH3LL DKC-
MEepTH3a YCTAHABJIMBACT MPUTOJHOCTh MOMELIEHHS (OTHECTONKOCTh, JAOJIrOBEYHOCTH, IPOYHOCTH
KOHCTPYKIHH, TEXHHYECKas YKPEIUIEHHOCTH), COCTOSHHE TOMELICHHs, HAJIHYHE OTONMUTENLHBIX H
BCHTHIISLIHOHHBIX CHCTEM,

17.2 DKkenepTH3a POBOANTCS NMPEACTABHTENSIMH APXUBHBIX, YKCILTYaTAllHOHHBIX, TOKAPHBIX,
OXPaHHBIX, CAHHTAPHBIX H JAPYrUX NpoUIBHEIX ciykO. Pesynwrarel skenepTH3bl oopMIISIoOTCs
AKTOM.

17.3 Xpauunuia JO/DKHBI pasMelarbcs B W30JMPOBAHHBIX TnoMelieHusX. [loMenieHus
JOJDKHBI OBbITH O€30MacCHBIMH B MOYKAPHOM OTHOIIEHHH, FApaHTHPOBAHBI OT 3aToluleHud. B nome-
LIECHAAX HE JIOJDKHO OBITH Ta30BBIX M BOJOHECYIINX MArHCTPAILHBIX TPYOOIIPOBOJIOB.

17.4 XpaHenne B noMelleHusX 0e3 OKOH JIONYCKAaeTCs MPH HAIMYHH B XPaHHIIHIIE €CTECT-
BEHHOH MJIM HCKYCCTBEHHOH BEHTHJIALHH, obecneunBaiomieii 2-3-kpaTHelii BO31yX000MeH B yac.

7.5 DnekTponpoBojika B XpaHWIHINAX A0MAKHA OBITH CKPBITOI, IITENCEIbHBIE PO3ETKH —
FePMETHYHBIMH, IIEPEHOCHAs! 3JIEKTpoannaparypa J0J’KHa HMeTh PE3HHOBYIO H30JISIIHIO IHYPOB.

17.6 B xpanuiumiiax 3anpeniaercs NpuMEeHEHHE OTHSl, HarpeBaTe/bHLIX pHOOPOB, pa3Melie-
HHE MTOCTOPOHHHX 00BEKTOB. PEMOHTHO-MOHTa)KHBIE padOThl NPOBOJAATCA € COOMIOICHHEM Mep 3a-
M ThI, OXPaHbl H COXPAHHOCTH JOKYMEHTOB.

18. CeeroBoii pexum

I8.1 llocTosinHoe XpaneHue JOKyMEHTOB JIOJKHO OCYLIECTBIATLCS B TeMHOTE. Bee BB pa-
00T ¢ IOKYMEHTAMM JIOJKHBI TIPOBOJUTHCS NPH OIPAaHHYCHHBIX HJIM TEXHOJOTHYECKH HeoOXO0Iu-
MBIX YPOBHAX OCBEIICHHSI.

18.2 Ocpeuienye B XpaHUIIHIILE MOKET OBITh €CTECTBEHHBIM U HCKYCCTBEHHBIM.

18.3 EcrecTBeHHOE OCBELIEHHE B XPAHMIIMIIE JIONMYCKACTCS PACCESHHBIM CBETOM, IPH YCJIO-
BHH NPHUMCHCHUA Ha OKHAX CBETOPACCEHBATENEH, PErysiTOPOB CBETOBOIO IMOTOKA, 3AIMTHBIX
(punbTpOB, 1ITOP, XKaNKO3M, OKpAacKH CTeKo. JIis 3aliMThl JJOKYMEHTOB HPHMEHSIOT XpaHEHHE B
nepervieTax, nankax, kopoodkax, mkagax, Ha cre/Ulakax 3aKkpsIToro Tuna, B obeprouHoi 6ymare u
T,

18.4 Jlna MCKyCCTBEHHOTO OCBELEHHS NPHMEHSIIOT JIaMIThbl HAKAJIMBAHHS B 3aKPBITBIX 11ado-
HaX C IIAJAKOH MOBEpXHOCTRIO, JlonyckaeTcs npUMEHEHHE JIIOMHHECHEHTHBIX JIaMIl ¢ Ype3aHHBIM
yabTpapuoneTosiM yuactkom cnektpa tuna JIb, JIXB, JITB.

19, TemnepaTypHo-BJAAKHOCTHBII PezKnM

19.1 Peskue konebanust TemMnepaTypsl M BIQKHOCTH B XpaHWIIMINAX He JonyckawoTcs. B mno-
MCLICHHAX C HCPCI'YJIIHPYEMBIM KJIHMATOM JIOJKHBI OCYIICCTBJIATECH MCPOIPHATHA 110 OIITHMH3A4-
MK KJIMMaTHYECKHUX YCJIOBHHM HA OCHOBE PAllMOHAJILHOIO OTOIUICHHMS M IPOBETPUBAHMS IOMELIE-
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HHH, HCMIONB30BAHUS CPEJICTB OCYMICHUS M YBIAXHEHHUs Bosayxa. [Ipu JUtMTeILHOM cTabHIBHOM
[MOBBIIEHHH OTHOCHTENBHOH BJIAXKHOCTH Bo3ayxa o 80-90% npeanpunumalorcs obs3aTelbHbIC
MEpBI O HOPMATH3ALHH KITHMATHYECKUX YCIOBHH (MHTEHCHBHOE ITPOBETPHBAHHE, OCYIICHHE Xpa-
HUJIMLL, YCTPAHEHHE ITPHYMH MMOBBILIECHHS BIAYXKHOCTH).

19.2 TemneparypHO-BI@KHOCTHBINH PEKHM B XPAHHJIMILAX KOHTPOJIHPYETCS NyTeM perysp-
HOTO M3MCPCHHA MapaMeTpPOB BO3/lyXa: B KOHJMIMOHHUPYEMBIX MOMelleHudax — 1 pa3s B Hezeno, B
MOMCHICHHAX C HEPETYJIMPYEMBIM KJIHMATOM — 2 pasa B HEJIEJIO, NPH HAPYIICHHX PEKHMa XpaHe-
HHS — €IKEIHEBHO.

19.3 KoHTposibHO-H3MEpHTEIbHbIE NPHOOPBI (TEPMOMETPBI, TNCHXPOMETPBI, THTPOMETPLI)
pasMCHIaloT B INIABHOM ITPOXOJE Ha CTEJUIAXKE, BJAIH OT OTONMHTEIBHBIX ¥ BEHTUISIIMOHHBIX CHC-
TeM. [lokazanus npubOpoB (PHKCUPYIOTCS B PErHCTPALIMOHHOM JKYpHAJIE.

20. CaHHTAPHO-THTHEHHYECKUIT pesRUM

20.1 IlTomeuteHuss apxuBa JOJKHBI COAEPKATHCS B YHCTOTE, B YCJIOBHAX, HCKIIHOYAIOIINX
BO3MOKHOCTb MOSABJICHHS MIECEHH, HACEKOMBIX, IPBI3YHOB, NBUIH.

20.2 OTkpbIBarolHecs B TEMIIOE BPeMs rojia OKHA, a TAK/Ke BEHTHIISUHOHHBIE OTBEPCTHS B
CTCHAX, MOTOJIKAX, MOJIaX XPAaHWIHIL U HAPYXKHBIC OTBEPCTHS BEHTHILILMOHHBIX CHCTEM ClE/lyeT
3AIHIIATE CETKaMH ¢ JHaMeTpoM sueek He Ooree 0,5 mM.

20.3 B nomemeHusx XpaHWIHI 3anpemaeTtcs npebbiBaHue B BepXHeil ojexie, MOKpoil
rpsi3HOi 00YBH, XpaHEHHE H UCTIOJBb30BAHHE MHIIEBLIX NPOJIYKTOB, KYPEHHE.

20.4 B moMemieHuAX XpaHWIHIL HEOOXOJMMO IIPOBOJIMTH CHCTEMATHUYECKYIO BIAMKHYIO
yoopky. He pexie ofHOro pasa B roi npoBoAuTcst obecnbiiMBaHKie cTeutakeii, mkadoB, cpeicTs
XPaHEHHs; MOJIBl, MTHHTYChI, MOJIOKOHHMKH, LOKOJIBHBIE YACTH cTeJiaxei oOpadareiBaloTes BOJI-
HBIMH PaCTBOPaMH aHTHCENTHKOB (2%-Hbli dopmaun, 5%-Helit kataMmun AB u T.11.).

20.5 [la pasa B roa ( B Hayajue M 10 OKOHYAHHH OTONHTEILHOIO CE30HA) JOKYMEHTHI (Bbi-
OOpOYHO) M HOMEIIEHUS apXUBa MO/IBEPraioT 00CIeIOBAHHIO U CBOEBPEMEHHOr0 0OHAPYKEHHS
HACEKOMBIX M IICCHEBBIX rpuboB. Ilpu obHapyxenun GHONOrHYECKHX BpeauTeseil NPHHUMAIOT
CPOYHBIE MEPBI 1O JAC3UH(EKIMN H JIE3MHCEKIIUH MTOMELICHHIT CHIIAMH apXHB M CAHTHAEMCTAHLINH.
[Ipn npoBesenun yOOpPOK MM CaHMTapHBIX 00pabOTOK BOJA M AHTUCENTHYECKHE DPACTBOPHI HeE
JIOJIKHBI MIONANATh Ha JIOKYMEHTEI,

21. Oxpanublii pesxum

21.1 Oxpannpiii pexum obecneunBaeTcsi BLIOOPOM MecTa pasMelleHHs apXHBa B 3JIaHHH,
TCXHUYUCCKHMH CPEICTBAMH 3allUThI, OPraHu3alked CHCTEMBI OXPaHbl, MOPSJIKA JIOCTYIIA B XpaHH-
JMle, onevyarbiBaHueM nomeueHui. HapyxHpie [Bepd apXxuBa M XpaHWIHI JOJKHE UMETh Me-
TAUTHYECKYIO OOJIMLIOBKY H NpouHble 3anopbl. Ha nocTynHble W3BHE OKHA YCTAHABJIMBAIOT 3alli-
pacMmele, pacnaniHele HApYKy METAUIHYECKHE pElIeTKH. XpaHuauia B pabouee BpeMs JOJIKHBI
OBITH 3aKPBITBI HA KJI0Y, B Hepabouee — mioMbupyioTes (oneuarsisaiores). [Ipaso nocryna B apxus
MUMCIOT PYKOBOJAHTENb YUPEIKIACHHS, ACTONPOU3BOAUTEND, & B OTAENBHBIX CIy4asxX — JIPYrHe JIHLa B
HX CONPOBOXKAECHHH. BBIHOC JOKYMEHTOB M3 apXMBa OCYIIECTBISETCS TOJBKO B YCTAHOBICHHOM
MOPAJIKE.

22. CpeacrBa XpaHeHusi

22.1 Xpasnunuiie oOOpyAyeTcs CTalHOHAPHBIMH HIIM MEPEIBUKHBIMH METAUTHUECKHMH
cre/utakaMi. CTeJIasKu W OTKPBITBIE CPEJCTBA XPaHEHHs YCTAHABIMBAIOT MEPINEHIMKYISPHO CTe-
HaM ¢ OKOHHbIMHM npoemamu. He nomyckaercs pasmelnenne cpejcTB XpaHEHMs BIUIOTHYIO K Ha-
PYKHBIM CTEHAM 3/1aHMsl M K UCTOYHHKAaM Teruia.

22.2 PaccTaHOBKA CPEJICTB XPaHEHHs OCYILECTBIISETCS B COOTBETCTBUH ¢ HOPMAMH:
- pacCTOAHUE MEKTY CTe/TaXaMu — 75 cM;
- PACCTOSHHE MEK/LY ITOJIOM H HHXKHEH MOJKoH creiaka (mkada) — He menee 15 cm.
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22.3 JIOKyMeHTBI pasMeIlalOT HAa CTEJUIAKAX C HCIIOIL30BAHHEM IEPBHYHBIX 3alIUTHBIX
CPE/ICTB XpaHeHHs (KOpoOOK, Manok, crnenHaibHeiX (yTAspoB, MAKETOB M T.I.) B COOTBETCTBHH C
BUIaMH, (pOpMATOM M JIDYTHMH BHEIIHHMH 0COOEHHOCTAMH JIOKYMEHTOB.

22.4 He nonyckaercs pasmenieHne JOKYMEHTOB Ha 10JLy, OAOKOHHHKAX, B HE Pa3oOpaHHbIX
KHIax.

22.5 Bee cremnaxu, mkadwl, NOJIKH HYMEPYIOTCS CBEPXY BHH3, CJIEBA HATIPABO.
23. [TopsiaoK BBIAAYH A€/ H3 AapXHBA

23.1 Jlena BBIAIOTCS H3 apXHBa:
- Ul UCIIOJIB30BaHHS padOTHUKAMH OpraHHu3aiifm;

- BO BpEMEHHOE I0JIb30BaHHe U1 IPYTHX OpraHH3alimii;

- JUIA TIPOBEJICHHUA apXUBHBIX padoT ¢ JIOKYMEHTAMMU;

- JUIA MPOBEJICHHUS CTPAXOBOr0 KOMHPOBAHUA M CHEUANBLHOH 00paboTKH JIOKYMEHTORB ¢ l1e-
JIBIO yIIydlieHHs (PU3HYECKOr0 COCTOSAHUA JOKYMEHTOB.

23.2 Jlena BBIIAIOTCA BO BPEMEHHOE MOJIB30BAHHE H3 XPAHMIIHIIL HA CPOK HE TIPEBBIIIAIONIHII:

- | MecsIl g Henonb3oBaHus pabOTHHKAMH OpraHH3alniu;

- 3 MecsIa BO BpeMEHHOE TOIb30BaHKe JUIs APYTHX OpraHH3aliuii;

- 6 MecsLEeB JUIsl SKCTIOHUPOBAHUS JIOKYMEHTOB;

- OpraHaMm cyJia | NpOoKypaTyphl Jiejia BEIAIOTCS [0 [pEeKpallieHus Jie1a WK BhIHECEHHS Cy-
neOHOro peleHus. "

23.3 [IpouieHne yCTAaHOBJICHHBIX CPOKOB BBIAYH JIOKYMEHTOB BO BPEMEHHOE [10JIb30BAHHUE, B
T.4. OpraHam cyJla ¥ NpoKypaTypel, a TakKe [l 9KCIOHHPOBAHHUS JIONYCKaeTCsd B 0COOBIX ClIyyasx
C paspelieHusi pyKoBojuTess opranusaiud (aupexkrtopa MJIOY) no nuceMeHHOMY IOJITBEpIK/Ie-
HHIO 110JIB30BATEIIS O COXPAHHOCTH JJOKYMEHTOB.

23.4 Beigaua jie1 BO BpEMEHHOE [0J1b30BAHHE B JIPYTrHE OpraHus3auu oGopMiIseTcs akToM,
KOTOPBIH COCTaB/IACTCA B JIBYX K3€MIUIAPAX, OJIMH M3 KOTOPLIX OCTAETCS B apXHBE OPraHu3alliy,
JIPYroH BBIIACTCH 1OJIyYaTeNio. AKT IOANMMCHIBACTCS PYKOBOMTE/IEM OpraHu3allui, repeaaole
IeJ1a, ¥ PYKOBOJAUTENIEM OpraHU3alHH-TI0NyYaTesd: MOJMUCH CKPEIUIAIOTCS repOOBLIMH MevaTsIMH
opranu3aiuii. [locne Bosspaienus aen B IByX 9K3eMIUIIpax JIeaeTcsi COOTBETCTBYIONMAs OTMETKA:
OJIMH DK3EMILIAP OCTAeTCA B OpraHH3alMH-NoIyyarese, Apyroii Xxpauures B jene GoHJa B apXHBE
OpraHH3alii, BeIJIaBIIeM JIeio.

23.5 Bbiaya JIOKYMEHTOB M3 XpaHHJIHIIA PETHCTPHPYETCS B KHHUI'E BBIJIAYN JIOKYMEHTOB.

23.6 Cocrosnue jen, BO3BPALIaeMbIX B apXHB IOC/IE HCIONB30BAHNA, J0KHO ObITH NPOBE-
PEHO B IIPHCYTCTBHHM JIMLA, BO3BPAIIAONIET0 JIOKYMEHTEIL.

24. IlpoBepka HAJTHYHS H COCTOSIHUS JIOKYMEHTOB
24.1 B xo/1e npoBepKH (He peke YeM OJMH pa3 B IATh JIET) OCYLIECTRISETCA:

- YCTAHOBJIEHHE (PAKTHYECKOrO HATHYMSA JOKYMEHTOB, HAXOISLUIMXCS HA XPAHEHHH B apXHBE;

- BBIABJICHHE H YCTPaHEHHE HEJOCTATKOB B yueTe JOKYMEHTOR;

- BBISIBJICHHE OTCYTCTBYIOIIMX JOKYMEHTOB M OPraHHu3aiiis X po3bICcKa;

- BBISABJICHHE H YYET JOKYMEHTOB, TPeOYIOIMX pecTaBpaiii, KoHcepBallui, npouiakTHye-
CKOI U TeXHHYeCKOH 00paboTKH.

24.2 l1poBepKH nNpoBOAATCA:

- [TOCJIE MEpEeMELIIEHHS JI€)1 B IPYTO€ MOMEIICHHE;

- MOCJIe 4Ype3BBIYAHHBIX IPOMUCUIECTBHUI, BBI3BABLIMX NepeMelcHue (dBakyaruio) aejl HIIH
JOCTYII B XPAHUJIMLIIA [TOCTOPOHHUX JIMIL;

- IIpH CMEHe JIULA, OTBETCTBEHHOIO 3a APXHUB YUPEIKICHHS;

- [IPH peopraHu3aliiy WM JUKBUIAIMHA OPraHH3alluH.

24.3 ®u3HyecKoe COCTOSAHHUE JIe ONpeaesseTes NyTeM BH3yalbHoOro npocmortpa. Bee oGna-
py/KEHHbBIE HEJIOCTATKH (PUKCHPYIOTCS B AKTE MPOBEPKH.
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