dO;}JI Cilil

OG0 yrBepkaeHnu [IpaBri KOMILUICKTOBaHHUA, XPaHCHHU, yI€Ta H HCIIOIb30BaHUA
JOKyMeHTOB HallmoHAIBHOrO apXABHOrO ()OHAA M APYTHX apXHUBHEIX JOKYMEHTOB
TOCYAapCTBEHHEIMH M CIEIUATHHEIMEA I'OCYAaPCTBEHHEIMA apXHBAMH

YTparuBmmii caoy

[Tocranosnenue I[IpaBurensctBa PecnnyOnuku Kazaxcran ot 20 centsiopst 2018 roga Ne
576. YTpatuno cuiny nocranosienueM lIpaButensctBa PecyOnuku Kaszaxcran ot 11
cenTa0ps 2023 roma Ne 780.

CHocka. YTpatuno cuny nocraHoBieHueM [IpasutensctBa PK ot 11.09.2023 No
780 (BBOIUTCS B JEUCTBUE MO UCTCUCHUU JCCATH KaJCHAAPHBIX JHEH MOCHE JTHS €ro
NepBOro O(UIIMATBLHOTO OMYyOJIUKOBAHHUS).

B cootBercTBUM ¢ moanyHKTOM 2) myHKTa 1-1 crareu 18 3akona PecnyGauku
Kazaxcran "O HauuoHaibHOM apxuBHOM QoHae u apxuBax'" IIpaBurenbcTBO
Pecny6uku Kazaxcran IOCTAHOBJIAET:

Caocka. [Tpeam0Oyna — B penakiuu noctanoBienus [IpasutensctBa PK ot
29.03.2022 Ne 174 (BBOAMTCS B ICHCTBHUE 110 UCTCUCHUH JIECITH KaJCHIAPHBIX JHEH
MIOCJIE JIHSI €T0 MIEPBOTr0 O(PUITMATBEHOTO OMYyOJIUKOBAHMUS).

1. YTBepauts npuiiaraemsie lIpaBuita KOMIUIEKTOBaHUS, XPAHEHUs], y4e€Ta U
UCIIOJIb30BaHUs IOKYMEHTOB HalmoHanbHOro apXuBHOTO (JOHAA U JPYTUX apXUBHBIX
JIOKYMEHTOB I'OCYIapCTBEHHBIMU U CHIEIIMAIBHBIMU TOCYJaPCTBEHHBIMU ApXUBAMU.

2. Hacrosmiee mocTaHOBICEHUE BBOAUTCS B JAEHWCTBHUE MO HCTEUYCHUU HECATHU

KaJICHAAPHBIX I[Heﬁ IIOCJIC AHA €TI0 IIEPBOIO O(l)I/II_II/IaJ'IBHOFO OHy6JII/IKOBaHI/I$I.

Ipembep-MunuCTp
b. Carunraes
Pecniy6nnkn KazaxcraH

YTBepKIeHbI
IIOCTAaHOBJICHUEM HpaBI/ITeHBCTBa
Pecny6ninku Kazaxcran
ot 20 cenTs10psa 2018 rona
Ne 576

ITpaBuia KOMILIEKTOBaHUSA, XPaHEHHS, y9€Ta H HCIOIB30BaHNA JOKyMCHTOB
HarmmonansHoro apxuBHOTO OHA M APYTHX apXHBHBIX JOKYMEHTOB rOCYIapCTBEHHBIMH H
CIEeNUAIbHBIMU I'OCYJapCTBEHHBIMY apXUBaMHU

Cnocka. [IpaBuiia — B pegakiuu nocranosiienusi [Ipasurenscta PK ot 29.03.2022
No 174 (BBoguTCsl B JIEMCTBUE MO UCTEUCHHUH JECATU KaJleHJAApPHBIX JHEU MOocCie JHS
€ro MepBoro O(PUIMaILHOTO OMYyOJIMKOBAHMUS).

I'maBa 1. O0mue monoxxenus



1. IlpaBriIa KOMIUIEKTOBAHHUSI, XpPAaHEHUsI, yU€Ta U UCIOJIb30BaHUS JOKYMEHTOB
HanuonaneHoro apxuBHOro ¢oHAa U JPYrUX aApPXUBHBIX JOKYMEHTOB
rOCYJIapCTBEHHBIMU M CHEUUAJIBbHBIMH TOCYJApCTBEHHBIMU apXuBaMM (najiee —
[IpaBuna) onpenenstoT NOpsI0K KOMIUIEKTOBAaHUS, XPaHEHHUSI, yUeTa U UCIIOJIb30BaHUS
nokymeHToB HannonansHOro apxuBHoro ¢onaa (nainee — HA®) u qpyrux apXuBHBIX
JIOKYMEHTOB TOCYJapCTBEHHBIMU U CHEIHUAJIbHBIMU TOCYAapCTBEHHBIMU apXuUBamu (
Jajee — apXuBhl).

[Topsinok AesTeIbHOCTH apXMBOB TOCYAApCTBEHHBIX OpraHoB PecmyOnuku
Kazaxctan momumo Hacrosiuux IIpaBun onpenensieTcs HOpPMAaTUBHBIMU MPABOBBIMU
aKTaMM rOCyJapCTBEHHBIX OPraHOB, B KOTOPBIX UMEIOTCS APXUBBI.

2. OcHOBHBIE TIOHSTHS, UCTIOJb3YyEMbIe B HacToAImuUX [IpaBunax:

1) nuadpopmanmoHHOE MUCHMO — JIOKYMEHT, COCTaBJICHHBIH Ha OJlaHKE MHChbMa
OpraHu3alliy IO 3aMpocy IMO0JIb30BaTeNsd WM WHUIMATUBE apXuBa OpraHU3allvH,
coJiepKalii HTHPOPMALIMIO O XPaHSIIUXCSA B apXUBE JOKYMEHTaxX MO ONpPEeIeIeHHOM
npoOjemMe, TeMe;

2) apXWBHas KOJUJIEKIUA — COBOKYMHOCTb OOBEAUHEHHBIX MO OJHOMY HIIH
HECKOJIbKUM HpHU3HaKaM JOKYMEHTOB, O0Opa30BaBLIMXCA B JEATEIbHOCTHU
dbong000pa3zoBarenei;

3) apxuBHBIA (POHJ — COBOKYMHOCTh UCTOPUUECKU WJIHM JIOTHUECKH CBS3aHHBIX
MeX1y COOOM apXUBHBIX IOKYMEHTOB;

4) NCTOYHUK KOMIUIEKTOBAHUS apXuBa — GU3NYECKOE WU IOPUINIECKOE JTUII0, YbH
JIOKYMEHTBI B YCTAaHOBJIEHHOM TOPSIKE MOCTYIAIOT HA TOCYIapCTBEHHOE XpaHEHUE B
apXuB;

5) apxuBHas cIpaBKa — JOKYMEHT, COCTaBJICHHbIN Ha OJaHKE MUChMa OpraHU3aluU
, CoZiepKaliuil He0OXOIMMYI0 (PU3NYECKUM U IOPUAMYECKUM JIMIIaM UH(POPMAIIHIO, C
yKa3aHUEM apXUBHBIX MIM(PPOB U HOMEPOB JHUCTOB €AMHUI] XPAaHEHUS T€X apXUBHBIX
JOKYMEHTOB, HA OCHOBAHUH KOTOPBIX OHA COCTABJICHA, UMEIOIIUI IOPUINUYECKYIO CUITY
(MOITMHHUKA);

6) apXuBHas KOMHS — KOMUSA, JOCIOBHO BOCIPOU3BOSIIAS TEKCT apXUBHOTO
JTOKYMEHTA, ¢ YKa3aHHEM apXHBHOrO HU(pa 1 HOMEPOB JUCTOB €IUHULIBI XpaHEHUS,
oopMIIeHHAs! B COOTBETCTBUU C MMyHKTOM 455 HacTosimux [IpaBu;

7) apXUBHBIA JOKYMEHT — JOKYMEHT COXPAaHSIEMBbIN WM MOJIEKAIINI COXPAHEHHUIO
B CHJIy €ro 3Ha4YMMOCTH JJIsl 00I1eCTBa M rOCyAapCcTBa, a PABHO UMEIOIINI IEHHOCTh
JUISI COOCTBEHHUKA;

8) Temartuueckas mon0OpKa KOMUKA apPXHBHBIX JOKYMEHTOB —
CUCTEMATHU3UPOBAHHBIM KOMIUIEKT KOMUUA apXUBHBIX JTOKYMEHTOB WJIM UX YacTeW IO
ONpPEAECICHHOW TeMe, MOJArOTOBJICHHBIM AapXMBOM OpraHU3aldH IO 3ampocy
M0JIb30BATEelI UM UHUIIMATUBE apXUBa OPraHU3aIUY;



9) neno3uTapHOE€ XpaHEHUE APXUBHBIX JOKYMEHTOB — XpPaHEHUE B apXHBE
ApXMBHBIX JIOKYMEHTOB Ha YCJIOBUSX, OMNpPEJCISIEMbIX JOTOBOPOM MEXIAY
COOCTBEHHHKOM JOKYMEHTOB U COOTBETCTBYIOIIUM apXHBOM, C COXpPAaHCHHEM 3a
COOCTBEHHHMKOM TIpaBa COOCTBEHHOCTH Ha apXUBHBIC JIOKYMEHTHI,

10) y4eT apXuMBHBIX JOKYMEHTOB (J1aJie€ — Y4€T) — YCTAHOBJIEHUE KOJUYECTBA U
COCTaBa apXMBHBIX JOKYMEHTOB B €JMHHUIIAX yueTa W (UKcAlUs MPUHAIICKHOCTH
KKJIOW €IMHUIBI yUeTa K ONpeAeICHHOMY KOMIUIEKCY U OOIIEMY UX KOJUYECTBY B
YUYETHBIX JOKYMEHTAX;

11) monwp30BaTeNh aPXUBHBIX TOKYMEHTOB — (DU3UYECKOE WU FOPUANIECKOE JTUII0,
oOpararomeecss K apXMBHBIM JOKYMEHTaM JIJIsl TIOMyYEeHHs] UHPOPMAIIUK C TICNIBIO €€
UCIIO0JIb30BaHUS;

12) ynopsiioueHrue apXuBHBIX JOKYMEHTOB (Jajee — YIopsA104eHUE) — KOMILIEKC
paboT 1mo (GOopMHUPOBAHUIO APXUBHBIX JOKYMEHTOB B €IWHHUIIBI XpaHEHUS (liefa),
ONMCaHUI0 U OPOPMIICHUIO TAKUX EIUHUI] XpaHEHUs (JeJ) B COOTBETCTBUU C
3akoHoAaTenbcTBOM Pecnyonuku Kazaxcran o HA® u apxuBax;

13) TeMaTuyeckuil nepevyeHb apXUBHBIX JOKYMEHTOB — CUCTEMATU3UPOBAHHBIM
KpaTKui WM aHHOTUPOBAHHBIN MEPEUEHb 3ar0JIOBKOB APXUBHBIX JOKYMEHTOB, €IMHHUI]
XpaHEHUs MO OMpPEJeICHHON TeMe C yKa3aHHEeM HUX JaT U apXUBHBIX MHUQPOB,
COCTaBJICHHBIH IO 3aMPOCy MOJIb30BATENS UM MHUIIMATUBE apXUBA OpPraHU3ALINY;

14) apxuBHBIA yKazaTellb — apXUBHBIM CIIPABOYHUK, MPEACTABISAIOMMN cOO0OH
andaBUTHBIN, CUCTEMAaTUUYECKUM WU COCTABJICHHBIM 10 MHOMY MPHU3HAKY NEpeUYEHb
HAaMMEHOBAHUW MPEIMETOB, YHIOMUHAEMbIX B ApXUBHBIX IOKYMEHTAX, C YKa3aHUEM UX
MOUCKOBBIX JaHHBIX;

15) apxuBHas BBIMKCKA — TOKYMEHT, COCTaBJICHHBIN Ha OJIaHKE TUChMa apXHBa,
JIOCJIOBHO BOCTIPOU3BOJISAIINM YaCTh TEKCTa apXUBHOIO JOKYMEHTa, OTHOCSIIUNUCS K
onpenerneHHOMY (GakTy, COOBITHIO, JINITY, C YKa3aHUEM apXWBHOTO IH(pa U HOMEPOB
JIUCTOB €JIMHUIIBI XPAaHEHUS,

16) apxuBHBI MmUPp — 0003HAYUCHHE, COCTOSAIICEC H3 COKPAIICHHOTO
HAaMMEHOBaHUs apxuBa (ero oduiuasbHONH a0O0peBUATYphI), HOMEPOB APXUBHOIO
dboHma, onucHu JieNl, JOKYMEHTOB, €IMHUIIBI XPAHEHUS M HAHOCHMOE Ha KaXXIyIo
SAVHUILY XPAHEHHUS C 1IeTIbI0 00ECIICUCHMSI €€ yUeTa U UJeHTU(UKAIUY;

17) Ga3za nmaHHBIX apXWBa — COBOKYIIHOCTb JIaHHBIX, OPraHU30BAHHBIX B
COOTBETCTBUU C OCHOBHBIMHU IIOKAa3aTESIMU, OINUCHIBAIOMIMMHU OOBEKT yuera (
apXUBHBIN (HOHJ, apXUBHAs KOJUIEKIIUS, €AUHUIIA XpaHEHUsI, €IUHUIIA YUeTa, IPyIna
SAVHUI] XpaHEHUS, SIMHMI] YUeTa), a TAK)KE B3aMMOCBSI3E MKy UX O0BEKTaMH;

18) 0co60 IEHHBIN TOKYMEHT — apXuBHBIN TOKyMeHT HA®D, koTopblii UMeeT
HEIMPEXOISIIYI0 UCTOPUKO-KYIBTYPHYIO U HAYYHYIO IEHHOCTh, 0COOYI0 BaXKHOCTH JJISI
0O0IIIeCTBa U TOCY/1apCTBA;



19) aynuoBu3yanbHasg JOKYMEHTAIUS — KOMIUJIEKC JOKYMEHTOB, COJEp KAl
M300pa3UTENbHYI0 W/WUIU 3BYKOBYIO HWH(POPMAIMIO, CO3JaHHYK C TMOMOIIbIO
TEXHUYECKUX CPECTB;

20) ynpaBneH4yecKas JOKyMEHTAIUsI — KOMIUIEKC TOKYMEHTOB, UCIIOJIb3yEeMbIX MPU
peanu3anuy OCHOBHBIX (YHKIIMHA yIpaBJICHUsS oOpraHu3anuu (OpraHu3aims,
IUTAHUPOBAHUE, PETYIUPOBAHUE, KOHTPOJIb);

21) cuctema HCA — KOMIIIEKC B3aMMOCBSI3aHHBIX U B3aUMOJOIOJHSIEMBIX,
CO3/1aBa€MbIX Ha €IMHON HAyYHO-METOJNYECKON OCHOBE apXHUBHBIX CIIPABOYHUKOB O
COCTaBE M COAEP>KaHUU apXMUBHBIX JOKYMEHTOB Ha OYMa)KHOM M (WJIM) 3JIEKTPOHHOM
HOCUTEJISX;

22) nayuyHo-cupaBouHblii annapat (ganee — HCA) — cOBOKYIHOCTh ONUCAaHUM
ApXUBHBIX JOKYMEHTOB B apXHMBHBIX CIPABOUYHMKAX, MMPEIHA3HAYECHHBIX JIJIsi MOUCKA
apXMBHBIX JIOKYMEHTOB U COJIeprKallielics B HUX HH(OpMAIMHU O JJOKyMEHTaXx;

23) Hay4YHO-TEXHHYECKAs JOKYMEHTALHUS — KOMIUIEKC IOKYMEHTOB, (PUKCUPYIOILIUX
npoiecc U pe3yAbTaThI Hay4HOWU, HAaY4YHO-TEXHHUYECKOM,
IIPOU3BOJICTBEHHO-TEXHUYECKOM, IPOEKTHOM, CTPOUTEIIBHON U IPYTON AEATEIbHOCTH;

24) eguHulia ydyeTa — €IMHUIA U3MEPEHUSI KOJTUYECTBA APXUBHBIX IOKYMEHTOB B
apXuBe;

25) dpongoobpa3zoBaTeNnb — (GU3NUSCKOE WIH IOPHINICCKOE JTUII0, B ICATEILHOCTH
KOTOpOro oOpazyrorcs 1okyMmeHTsl HAD;

26) rocyJapCTBEHHAs 3KCIIEPTU3a LIEHHOCTH JOKYMEHTOB (J1ajiee — 3KCIepTu3a
LHEHHOCTH JOKYMEHTOB) — UCCIIEIOBAHUE JTOKYMEHTOB Ha OCHOBAHHHM KPUTEPHUEB HX
LHEHHOCTH B LEJISIX YCTAHOBJIEHUS CPOKOB XpaHEHUSI JOKYMEHTOB Ha OyMa)KHOM M (WK
) TIEKTPOHHOM HOCHUTEJISIX U 0TOOpa UX I BKIIOYeHUs B cocTaB HA@;

27) onrcaHue TOKYMEHTOB — CTPYKTYPUPOBAHHOE U3JI0KEHUE CBEJIEHUI O COCTaBe,
coJiepaHuu, (HU3UKO-TEXHUYECKOM COCTOSHHH, YCIOBHUSX JIOCTyINa M CIIPABOYHBIX
JAHHBIX AapXMBHBIX JOKYMEHTOB, O0OECIEUMBAIOIIEEe UX MOUCK U MHOTOACIIEKTHOE
UCIIOJIb30BAHUE;

28) MeTajaHHble — CTPYKTYpPUPOBAHHbBIC JAHHbIE, OMUCHIBAIOIINE KOHTEKCT,
COJIEp’)KaHHE U CTPYKTYpPY 3JEKTPOHHOIO JOKYMEHTA, NMpEeAHA3HAUYECHHBIE ISl €ro
UACHTU(DUKAIIMYA U TOMCKA, & TaK)Ke MPOIECCHl YIpaBiIeHUS Ha MPOTSIKEHUU BCETO
KU3HEHHOT'O LIUKJIA TOKYMEHTOB;

29) enuHuUIIa XpaHEHUS — YUETHAsl €IMHUIIA, TPE/ICTABIIAIONIAs cOO0N Pu3nUecKu
000COONEHHBII JAOKYMEHT MJIM COBOKYNHOCTh JOKYMEHTOB, HMeEIOIIas
CaMOCTOATEJILHOE 3HAYEHUE;

30) kiIr04eBO€ CIOBO — TEPMUH, XapaKTEPU3YIOMIUNA B 000OIIEHHOM HIIA CKATOM
BUJE colepkaHHe O0bekTa omucaHus (GoHAa, eTUHUIBI XpPAaHEHUS WIH €IUHUIIBI
ydeTa, TOKYMEHTa);



31) ynoaHOMOYEHHBIM OpPraH — UEHTPaJbHBIA HMCIOJHUTEIbHBIA OpraH,
OCYILECTBIIIONIUN PYKOBOJACTBO B c(epe apXMBHOTO Jeia M JOKYMEHTAlMOHHOTO
oOecrieueHus yIpaBIICHUS,

32) rocynapcTBeHHBIN yueT qokyMeHToB HA®D (nmanee — rocyapcTBEHHBIN yUeT) —
cuctema ydera nokymeHToB HA® na ypoBHe oOmactu, ropoja pecmyOIMKaHCKOTO
3HAYEHHUS, CTOJUIIBI U TOCYAApCTBA B 1IEJIOM, BKIIIOUAIOIIAsl CBEJACHUS O KOJIUYECTBE U
COCTaB€ apXUBHBIX (POHJIOB, KOJTUYECTBE €IUHUI] XPAHCHHUS;

33) nokymeHT HA®D — apxuBHBIA JOKYMEHT, MPOUIEAIINI TOCY1apCTBEHHYIO
AKCIEPTU3Y LIEHHOCTU JOKYMEHTOB, MOCTABJICHHBIH Ha TOCYJAapCTBEHHBIA y4YeT U
MOJICKAIIUNA TOCTOSHHOMY XPaHEHUIO;

34) ¢daiin — uaeHTUPUUUPOBAHHBIA OOBEKT Ha BJIEKTPOHHOM HOCHTEJE,
MOJJICP/)KUBAEMBIN ONMEPAUUOHHON CUCTEMOW, B CpEll€ KOTOPOM OCYIIECTBISETCS
co3/laHue 00bheKTa U (M) 0OecTieurBaeTCs TIOCTYI K HEMY;

35) popmupoBaHue aea — rpyNnmnupoBKa HUCHOJHEHHBIX JOKYMEHTOB B Ji€jla B
COOTBETCTBHH C HOMEHKJIATypOH €Nl U CUCTEMATU3AIMEN IOKYMEHTOB BHYTPHU JIEa;

36) onuch nel JOKYMEHTOB (Jlajieé — OMUCh) — apXHMBHBIA CIPABOYHUK,
NpEIHA3HAYEHHBIM 711 PACKPBITHS COCTaBa U COJIEP)KAHUSA €IUHUL] XPAHEHHS,
3aKperIeHUs UX CUCTEMATU3alUU U YUETa;

37) nuct-3aBepuUTENb Jelia — JOKYMEHT, cojepKamuii uHopMaiumo o0
O0COOCHHOCTSX coJepkaHus U (HOPMHUpPOBAHUSA OIPENEICHHOTO Jeja B apXHuBe
OpraHU3alliy, BKJIIOYas KOJIMYECTBO MPOHYMEPOBAHHBIX CTPAHUIL KAXKIOTO JIETa;

38) 21eKTPOHHBIN apXUB — COBOKYITHOCTh APXUBHBIX AJIEKTPOHHBIX IOKYMEHTOB;

39) 3neKTpOHHBIA apXUBHBIA TOKYMEHT — JOKYMEHTUpPOBAaHHAs WH(OpMAIUS,
IpeACTaBICHHAs B JJIEKTPOHHOW (opMe M 3aBepeHHas SJIEKTPOHHOU IudpoBO
noanuckio (nanee — DIIIT), kotopas MokeT ObITh UACHTUPUIIMPOBAHA U MOJJICIKUT
XPaHEHHIO B CHJTy 3HAYMMOCTH yKa3aHHOW MH(POpMaIIUU JIJIsi 00IIeCTBa M TOCY1apCTBa
;

40) uadopmalMoHHasT cCUCTeMa IEKTpoHHOTro apxmBa (mamee — MC DA) —
OpTaHU3ALUOHHO ynopsigo4eHHas COBOKYIHOCTbH
UH(OPMAIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTUH, OOCITYKUBAIOIIETO MepCcoHaia U
TEXHUYECKON JOKYMEHTAIluW, pealn3ylolas OIpeJeICHHbIE TEXHOJIOTUYECKUe
JNENUCTBUS MTOCPEACTBOM UH(POPMAIMOHHOTO B3aUMOICUCTBUS U TIpeAHA3HAUYCHHAS IS
pelIeHs] KOHKPETHBIX (PYHKIIMOHAJIBHBIX 3alad B cdepe apXuBHOTO Jeia u
JOKYMEHTAIIMOHHOT'O 00€CTIeUeHus;

41) >NeKTPOHHBIA HOCUTENIb — MAaTEPHAIbHBIN HOCUTEINb, MPEITHA3HAYCHHBIA IS
XpaHeHus HUHpOpMaluu B DSJIEKTPOHHOW ¢dopMe, a TakxkKe 3alucu Uiu ee
BOCIIPOU3BEACHUS C IOMOLIBIO TEXHUYECKUX CPECTB;

42) NeKTPOHHBIN TOKYMEHT — JIOKYMEHT, B KOTOpOM MH(pOpMAIIHs NpeICTaBIeHA B
3IEKTpOHHO-1IU(PpoBOH (hopMme U yaocToBepeHa nocpeacrsom DI,



43) uHbOpPMAUMOHHBIM TAaKeT JJIEKTPOHHBIX JOKYMEHTOB (den) —
UH(OPMALMOHHBIN OOBEKT OMPEEIEHHON CTPYKTYpHI, MepeaBaeMblii IO CETEBBIM
KOMMYHMKALIMAM WU TEIEKOMMYHHUKALHAM KaK €UHOE LENOE;

44) murpanus 3JMeKTPOHHOTO JOKYMEHTa — MPOIECC MepeHoca IEKTPOHHBIX
JOKYMEHTOB U3 OJHOM NPOTrPaMMHO-AIAPATHON CpPEAbl WM C OAHOTO HOCHUTEI
uHpopMalLUM B JAPYryK Cpely WJIM Ha JPyrod HOCUTEIb C COXPAaHEHUEM HX
NOJJMHHOCTH, LIETOCTHOCTHU, HAJIGKHOCTH U Y100CTBa B UCIIOJIb30BAHNH;

45) KoHBepTalMs JIEKTPOHHOIO JOKyMEHTa — MpeoOpa3oBaHUE HCXOIHOIO
ANEKTPOHHOTO JOKYMEHTa MOCPEIACTBOM HM3MEHEHHMs ero gopmMara ¢ coXpaHEHUEM
CTPYKTYPBI U COACPIKAHUS;

46) >JIEKTPOHHOE AEJI0 — CAMOCTOSITENIbHAs €IMHUIA XPAHEHUS AJIEKTPOHHBIX
JOKYMEHTOB M UX METaJaHHbIX, JOTHYECKH 0ObEJMHEHHBIX B MPOLIECCE arperauu.

I'maa 2. Ilopanok KOMILTEKTOBaHHS apXWBOB JOKyMeHTaMU HamuoHansHOro apXuBHOTO
¢$oHIa U IPYyrUMY apXUBHEIMH JOKyMEHTaMHI

3. KomnekroBanue apxuBoB AokymeHTamu HA® u apyrumu apXvBHBIMU
JTOKYMEHTAMHM  OCYUIIECTBJIAETCA TNYTEM YCTAHOBJIEHUS HCTOYHUKOB €TO
KOMIUICKTOBAHUS, OTHECEHUsS] APXUBHBIX JTOKYMEHTOB, apXWMBHBIX (OHIOB W
KoJuleKuuil K coctapy HA®, onpeneneHuss cocTaBa apXUMBHBIX JIOKYMEHTOB,
MOJUIEKAIUX [TPUEMY B apXUBBI, IPUEMA-TIEPENAYN APXUBHBIX JOKYMEHTOB B APXUBBI.

IMaparpad 1. Ilopsmok cocTaBIeHHS COIMCKOB HCTOYHUKOB KOMILICKTOBAHHA

4. B criMcOK MCTOYHUKOB KOMIUIEKTOBAHMS BKJIFOYAOTCSL:

1) nueHTpalibHbIE TOCYAAPCTBEHHBIE OPTaHbl U MECTHBIE TOCYIAPCTBEHHBIE OPTaHbI;

2) rocyapCTBEHHbIE IOPUINYECKUE JIUIA, BPEMEHHO XpaHaiue JoKyMeHTsl HAD;

3) HerocyJapCTBEHHBIE FOPUIUYECKHE JINLA, BPEMEHHO XPaHAIINE OTHOCSIIHAECS K
roCcyJ1IapCTBEHHOUM COOCTBEHHOCTHU JOKyMeHThl HAD.

HerocynapcTBeHHble I0pUAUYECKUE JIMIIA, @ TaKKe (PU3NYECKHUE JINLA BKIIIOYAIOTCS
B CIIMCOK UCTOYHUKOB KOMIUJIEKTOBAHUS HA OCHOBAHHMH JIOTOBOPA.

5. BximroueHne opraHuM3anui, yKa3aHHbIX B NyHKTe 4 Hactosmux lIpaBuin, B
CIIUCOK MCTOYHHUKOB KOMIIJIEKTOBAHUS MPOU3BOAUTCS HAa OCHOBAHWM CIEAYIOLINX
KPUTEPHUEB:

1) dyHKIIMOHANBHO-1IETIEBOE HAa3HAYEHUE OPTraHMU3allii ¢ YYETOM 0CO00M poJH
OpraHHU3allH U TUIIMYHOCTH €€ B CUCTEME YIIPABIICHHUS;

2) nonHoTa UHPOPMALUU O JEATEIHHOCTH OPTaHMU3ALMU B apXUBHBIX (OHIAX
IPYTUX OpraHU3aLui.

@u3nyecKue auia BKIKYAIOTCA B CIHCOK MCTOYHMKOB KOMIUIEKTOBAaHHS Ha
OCHOBAHUH CIIEAYIOIINX KPUTEPUEB:



1) Bkiaa gusnueckoro Juia B pa3BUTHE HAYKHU, KYJIbTYpPhl U APYTHX 00JacTeit
NEeSITENbHOCTH;

2) posib (pU3UUECKOTO JIMI]A B KaYECTBE YYACTHHUKA, OUCBUIA BHIIAIOIIUXCS
cOOBITHH B )KM3HU 00IIECTBA U TOCYAapCTBa;

3) poAcTBEeHHBIE, APYKECKHUE, TBOPUECKUE CBS3U, MECTO pabOTHI, 3aHUMaeMasi
JOJIKHOCTh (PU3UYECKOTO JIUIIA;

4) TUHMUTYHOCTh APXUBHBIX JOKYMEHTOB JIJIsl STIOXHU;

5) cocTaB u coJiep:kaHue TOKYMEHTOB JIMYHOTO apXrBa (PU3NYECKOTO JIHIIA.

6. CnMcKM MCTOYHMKOB KOMILJIEKTOBAHUS COCTABJISIOTCS apXUBOM 10 (opme,
yTBEP)KJ1a€MOIl YIOJHOMOYEHHBIM OpraHoM B cdepe apxXuBHOTO Jeia M
JOKYMEHTAIMOHHOTO 0o0ecreueHusl yrpaBieHus (Jajgee — YIOJIHOMOYEHHBIN opraH).
I'ocynapcTBeHHBIE apXHUBBI 00J1aCTEN, TOPOJIOB PECITYOIMKAHCKOTO 3HAYEHUS], CTOIULIBI
COCTaBJIAIOT CBOJHBIE CIUCKM MCTOYHMKOB KOMILUIEKTOBaHMS o00sacTu (ropoja
pecIyOIMKaHCKOTO 3HAUEHUSI, CTOJIUIIBI).

7. CHHCKM HMCTOYHUKOB KOMIUIEKTOBAHUS pPaccMaTpUBAaIOTCA
AKCIepTHO-TIpoBepouHO komuccuel (manee — DIIK) apxuBa, Apxusa [lpe3uaeHra
Pecry6nuku KazaxcraHn i MECTHOTO UCIOJHHUTENbHOTO oprana (nainee — MUO) u
HaIpaBJISIOTCS Ha corylacoBaHue B LIeHTpalibHYI0 3KCIEPTHO-IPOBEPOUHYIO
komuccuro (manee — I[IIIK) ymoJHOMOYEHHOrO oOpraHa, IMOCJ€ COTJIaCOBaHMS
YTBEPXKJIAIOTCS YIIOJIHOMOYEHHBIM OpraHoM. B Teuenue necsatu pabouux JHEH mocie
YTBEPKACHUS YIOJTHOMOYEHHBIM OPraHOM CIHCKa MCTOYHUKOB KOMILJIEKTOBAHUS
COTPYJHHKAaMU apXUBOB BHOCSTCSI COOTBETCTBYIoNIME AaHHbIE B IC DA.

Pemenre o BKIIOYEHUU OPTaHU3alHUH B CHUCOK UCTOYHHUKOB KOMIUIEKTOBAHUSA U
UCKJIFOUEHUH U3 HETO TOBOAMTCS 10 CBEJEHUS PYKOBOJCTBA OPraHU3ALMH.

8. Ilopsaiok cocTaBieHUsI U YTBEPKACHHS CIIMCKA UICTOYHUKOB KOMILIEKTOBaHUS
apXuBa OMpPEEIISIeTCs TPAaBOBbIMU aKTaMH FOCY/IAPCTBEHHOI'O OpPraHa, B KOTOPOM OH
co3jan, corjiacoBanabiMu ¢ [[DI1K.

9. PaboTa Mo yTOUHEHHIO CIUCKOB NCTOYHUKOB KOMIUIEKTOBAHUS MPOBOJAUTCS Ha
NOCTOSSHHOW OCHOBE. I3MEHEHUS W [ONOJHEHUS B CIHUCOK HCTOYHUKOB
KOMIUIEKTOBaHHUs BHOCATCA 110 pemenuto JIIK B cioydasx:

1) co3nanusi, peopranu3zauu U/ Wi JUKBUAAIMN IOPUANYECKOTrO JTUIIA;

2) pacTOpKEHUS JOrOBOPA O COTPYIHUYECTBE HETOCYAAPCTBEHHOI'O FOPUIUYECKOTO
1A U GU3NYECKOro JIUIA C ApXUBOM;

3) npunstusa pemenus L[OIIK nnu 311K MecTHOro MCHOIHUTENBHOTO OpraHa o
nepegavye opraHu3aluy B CIUCOK UICTOYHUKOB KOMIUIEKTOBAHUS APYTOTr0 apXHBa;

4) npekpanieHus Co3aHus B ASITEIbHOCTU OopraHu3anuu JokymeHToB HA®.

IlepecMOTp M mepeyTBEPKIAECHUE CIHCKOB MCTOYHUKOB KOMIUJIEKTOBAHMS
IIPOBOJISITCS. HE PEXKE OJTHOTO pasa B IATH JIET.



10. ApxuB popmMupyeT CIUCOK MOTEHIIMAIBHBIX KCTOYHHUKOB KOMILICKTOBAaHHMS, K
KOTOPBIM OTHOCSITCSI HETOCYIAPCTBEHHBIE IOPUIMUECKHUE JIUIIA, B KOTOPBIX 00pa3yroTcs
nokymeHTel HA®, HO JOTOBOpPHI O Mepejaye uX Ha TOCyJapCTBEHHOE XpaHEHHE He
3aKJIFOYCHBI.

Crnucok TMOTEHIHAIbHBIX MCTOYHHUKOB KOMIUICKTOBAHUS B TEUCHHUE JECATH
pabounx JgHEH Mocje YTBEPKJACHUS YIOJHOMOUYCHHBIM OPTaHOM CIUMCKA HCTOYHHKOB
KOMILIEKTOBAHUSI, COTPYAHUKAMHU apXUBOB BHOCATCS COOTBETCTBYIOIIME HaHHbIe B IC
DA.

11. Ha kaxayro opraHu3zaiuio, SBJISIONIYIOCS UCTOYHUKOM KOMILJIEKTOBAHUS,
BEJICTCA HAOII0IATEIBLHOE JI€JI0, KOTOPOE BKJIIOYAET JOKYMEHTBI, XapaKTepU3YIOIIue
€ro TMpaBOBOM CTaTyC, [ESATEIBHOCTh, OPraHU3alMI0 JOKYMEHTAIUOHHOIO
obOecrieueHus1 ynpaBieHUs U XPAaHEHUS ApXUBHBIX JOKYMEHTOB.

Jns yueta paboOThl C MCTOYHMKAMHM KOMIUICKTOBAaHUS apXWB BeEJET
Y4E€THO-CIPABOYHbBIE KAPTOTEKU U 0a3bl JaHHBIX.

12. ApxuB OKa3bIBaeT JIOKYMEHTAIIMOHHBIM CTy>k0aM, BEZJIOMCTBEHHBIM apXHUBaM U
AKCIEPTHBIM KOMMCCUSIM HCTOYHHKOB €Tr0 KOMIUJIEKTOBAHUS METOJAUYECKYI0 U
MPAKTUUYECKYI0 IIOMOIb, B TOM YMCJI€ Ha IMJIATHOW OCHOBE, B MpeJenax ero
KOMIIETCHITH .

IMTaparpad 2. Ilopsmok IpoBeAeHNs SKCIEPTU3E! IEHHOCTH JOKYMEHTOB

13. BxitoueHue apXxuBHbBIX JTOKyMeHTOB B coctaB HA® ocymiecTBisiercss Ha
OCHOBE 3KCIEPTHU3bI LEHHOCTH JOKYMEHTOB.
14. DxcnepTr3a NEHHOCTU JOKYMEHTOB IPOBOJUTCS HA OCHOBE:
1) 3akonogatensbcTBa Pecniyonuku Kazaxcrtan o HA® u apxuBax;

2) TUTMOBBIX WM OTPACIEBBIX (BEIOMCTBEHHBIX) MEPEUYHEH TOKYMEHTOB C
yKa3aHUEM CpPOKOB XpaHEHHUs, TUIOBOW (MPUMEPHON) HOMEHKJIATYphbl €N H
HOMEHKJIATYpPHI JI€J OPraHU3aluu 32 COOTBETCTBYIOIIUI IEPUOL;

3) MeTOIMYECKUX JOKYMEHTOB YIOJIHOMOUYEHHOro opraHa, Apxusa [Ipe3uaenta
Peciy6nmku Kazaxcran, MO oGnacteit, ropoJoB pecryOIMKaHCKOTO 3HAYCHUS U
CTOJIMIIBI U apXUBOB.

15. Dkcneprr3a NEHHOCTH JOKYMEHTOB B apXHUBE IIPOBOIUTCS:

1) mo ucTeueHun CPOKOB BPEMEHHOI'O XPAHEHUS! apXUBHBIX JTJOKYMEHTOB, B TOM
4yycie JOKYMEHTOB MO JIMYHOMY COCTaBy, MOCTYNHMBIIMX B apXWB OT
JUKBUIUPOBAHHBIX OpraHU3ALNN;

2) npu NOCTYIUVIEHUH TOKYMEHTOB B HEYNOPSAIOYEHHOM BHJIE;

3) npu HATWMYUKM B apXUBHOM (POHJIE 3HAYUTEIHHOTO KOJIMYECTBA AyOJETHBIX U
MAaJIOLIEHHBIX IOKYMEHTOB;

4) mpu HanTU4YUKU B apxXuBHOM (poHIE (apXUBHBIX (HOHIAX) JOKYMEHTOB U JIeJl, HE
NOJJICKAIUX XPAHEHUIO;



5) B mporiecce nepepadoTKH ONHCei;

6) 1o 3aABiEHUSIM (U3UYECKUX M IOPUIUYECKUX JIMI[ JIJII OTHECEHUS HUX
JOKYMEHTOB K JokymeHTaM HA®;

7) niist nokymenToB HA® — B ciydae BbIBO3a JOKYMEHTOB 32 pyOeiK;
8) 1o pelIeHuIo cyaa;

9) mpu npoBeICHUU KOHBEPTAIIUU JIEKTPOHHBIX JOKYMEHTOB;

10) 1o u nocne NpoBeIEeHNU MUTPAIIUH 3JIEKTPOHHBIX JOKYMEHTOB.

16. DkcnepTu3a LEHHOCTH JOKYMEHTOB IMPOBOJUTCS apPXMBOM C YYaCTHEM
COOCTBEHHMKA apXMBHBIX JOKYMEHTOB B cOOTBETCTBUM C IIpaBunamu mnpuema,
XpaHeHus], yueTa U UCIOJIb30BaHus J0KyMeHTOB HannoHanbHOTO apXuBHOro GoHIa U
IPYTUX AapXWBHBIX JOKYMEHTOB BEIOMCTBEHHBIMU M YacCTHBIMM apXUBaMHU,
yTBEpKAECHHBIMU TocTaHoBiIeHHeM [IpaButennbcrBa Pecrybnuku Kaszaxcran ot 19
ceHnTsa0ps 2018 roma Ne 575.

17. Ilpu mpoBeAEHUM SKCHEPTHU3bI LIEHHOCTH JTOKYMEHTOB Ka)KIas €IUHUIA
XpaHeHus Ha OyMaKHOM OCHOBE MPOCMATPUBAETCS MOJUCTHO, (HOTOAOKYMEHTHI
IPOCMATPUBAIOTCS, (POHOJOKYMEHTBI MPOCITYIIMBAKOTCA, KHHO U BHUAEOJOKYMEHTHI
IPOCMATPUBAIOTCS W NPOCIYILIMBAIOTCS HAa MOHTAKHOM CTOJI€ WJIM Ha JKpaHe,
ANIEKTPOHHBIE JOKYMEHTHI MPOCMATPUBAIOTCS MO(AIOBO B COOTBETCTBUM C OMHUCHIO
ANEKTPOHHBIX JIEN.

18. B pe3ynbTaTe SKCIEpPTU3bl HEHHOCTH JOKYMEHTOB apXMBOM COCTAaBIISIIOTCS
ONUCH JeJ, JOKYMEHTOB IIOCTOSIHHOIO XpaHEHUs, OMUCH JeJ, JOKYMEHTOB
noJroBpeMeHHOro (cBbinie 10 jieT) XpaHeHus, OIUCH JIeJ TI0 IMYHOMY COCTaBYy M aKThl
O BBIJICJICHUN K YHUYTOXEHUIO TOKYMEHTOB, HE MOJIEXKAINUX XPAHEHHIO 110 (hopmawm,
YTBEPKAAEMBIM YIIOJHOMOUYEHHBIM OPraHoM, u coryiacosbiBatorcsa ¢ OIIK apxusa,
Apxusa IIpesugenta Pecnyonuku Kazaxcran nnn MUO.

K 3/1eKTpOHHBIM JOKYMEHTAaM COCTABIISIOTCS AHAJIOTMYHBIE OMHUCH AJIEKTPOHHBIX
e W aKThl O BBIJICIEHUU UX K YHUUTOXKEHHUIO MO (opMaMm, YTBEpPKIAeMbIM
YIOJHOMOYEHHBIM OpraHoM, u coriacoBbiBatoTcs ¢ DIIK apxuBa, Apxusa Ilpe3unenta
Pecny6nuku Kazaxcran niu MUO.

19. B pesynbTaTe 3KCIepTU3bl HEHHOCTH JOKYMEHTOB, TOCTYNIMBIINX HA XPaHEHUE
B HEYIIOPSJOYEHHOM BHUJIE, apXUB COCTABJISET ONMUCH MOCTOSHHOTO XPAHEHUS, OMUCHU
JoJIroBpeMeHHOoro (cBbiie 10 JieT) XpaHeHUs, OMUCH M0 JUYHOMY COCTaBY M aKT O
BBIJICJICHUM K YHHMUYTOXKEHHUIO JOKYMEHTOB, HE NOJJIEKAIUX XpaHEHUI 0e3
COrJIacOBaHMs C ICTOYHUKAMH KOMIUIEKTOBAHHUS.

20. Tlo ucreyeHMH CpOKa BPEMEHHOTO XPaHEHUs 3JIEKTPOHHBIX JOKYMEHTOB B
apXuBE€ NPOBOJUTCS SKCIEPTU3a IEHHOCTU B ILENAX BKIOYEHUS DIEKTPOHHBIX
JOKYMEHTOB B OIMCH 3JIEKTPOHHBIX J€J MOCTOSIHHOTO XPAHEHUs WU B AKThl O
BBIJICJICHUU K YHUUTOKEHUIO 3JIEKTPOHHBIX JOKYMEHTOB, HE MOJJIEKAIINX XPAHEHHUIO.



21. DneKTpOHHBIE NOKYMEHTHI M JAe€Ja C UCTEKIIMMH CPOKaMU XpaHECHUS
paspemaercss YHHYTOXATh TOJbKO mocie corinacoBanus OIIK apxuBa, ApxuBa
[Ipesunenta Pecmy6nuku Kazaxcran win MUO akta 0 BbIIETIEHUN K YHUYTOKEHUIO
ANEKTPOHHBIX IOKYMEHTOB, HE MOJIEKAIUX XPAHEHUIO.

22. Ilpyu yHUYTOXEHMUHU DJIEKTPOHHBIX JTOKYMEHTOB M3 apXWBOXPAHMIIMILNA
U3BIMAIOTCSl BCE SK3EMIUISIPBI AJIEKTPOHHBIX JOKYMEHTOB. DJIEKTPOHHBIE HOCHUTENH,
IPUTOJHBIE K MOBTOPHOW JKCIUTyaTallMH, IIOCJIE CTUPAHUS 3allMCAHHOM HAa HHX
uH(MOpMAIIMA UCTIONB3YIOTCS VISl TTOBTOPHOM 3amucu HHGOpMAIUu. DIEKTPOHHbIE
HOCUTENIM, HENPUTOJHBIE K HMCIOJB30BAHUIO, CIHUCBHIBAIOTCS W YHUYTOXKAIOTCA B
COOTBETCTBUU C TPEeOOBAHMUSIMHU B 00JaCTH HMH(POPMAIMOHHO-KOMMYHHUKAIIHOHHBIX
TEXHOJIOTUH 1 obecriedeHus UHPOPMAITMOHHON 6€30MaCHOCTH.

B yuernsie qokymenTsl apxuBa, UC DA BHOCUTCS OTMETKA 00 MX CHHCAHUH.

23. [Ipu HanM4uM B 3JIEKTPOHHBIX TOKYMEHTax MHGOpMAIINH, pacIpOCTPAHEHUE U
(W1K) mpenoCTaBIeHUE KOTOPOH OrpaHUYEHO, TPUMEHSIOTCS CIEAYIOIINE CIIOCOOBI €€
YHUYTOXKECHUS:

BO3JICMICTBUE HA MOBEPXHOCTb JIEKTPOHHOTO HOCUTENS MAarHUTHBIM IOJEM (
pa3MarHu4MBaHMUE);

MEXaHUYECKOE YHUUTOKEHUE JIEKTPOHHOTO HOCHUTEI BMecTe ¢ uHpopmanuen (
U3MeJbUeHUE, paciulaBlIeHue, UCIIOIb30BaHHe XUMUKATOB). [l obecriedeH st MoTHON
uH(GOPMAIIMOHHON 6€30IaCHOCTH JJAHHBIN CTIOCO0 SBIISIETCS MPENOYTUTETbHBIM.

24. B onucCh MOCTOSSHHOTO XPAHEHHS BKJIIOYAKOTCS JOKYMEHTBI, BXOASIIHUE B
coctaB HA®.

25. AKT O BBIJIEJIEHUU K YHHUUYTOKEHHUIO JOKYMEHTOB, HE OJIEKAIINX XPAHEHHUIO,
COCTaBJICHHBIM MpPU OMUCAHUM JTOKYMEHTOB, NepepaboTKe Oomuceil, BCTYNAaeT B CHIY
IIOCJIE COTJIACOBAHMS OMUCEN MMOCTOSHHOIO XPAHEHUS U ONIUCEN 110 JIMYHOMY COCTaBY B
COOTBETCTBHHM C MYHKTOM 18 Hactosiux [IpaBu.

26. Ilpu BbIAEIEHUM K YHUUTOXXKEHUIO JOKYMEHTOB C TMOBTOpPSIOLIEHCS
uH(poOpMaIell apXUBOM MNPOBOJIUTCA HX KOMIUIEKCHAs CBEpKa C JOKYMEHTaMH,
OCTaBJISIEMBIMH Ha MOCTOSIHHOE XpaHEHHUE, U/WIIA C apXUBHBIM (POHJIOM BBIIIECTOSIIETO
OopraHa, W/Wiu MOJBEIOMCTBEHHBIX OpraHW3allii, W/WIW C apXUBHBIMH (DOHIAMH
OJHOPOJHBIX OpraHU3alMi, ACATEIBHOCTh KOTOPBIX CBSI3aHA C OIPEIEICHHOU
TEPPUTOPHUEN.

He nonnexar yHUYTOXEHUIO KOMUU 0COOO LIEHHBIX JOKYMEHTOB U TyOJeTHBIE
AK3EMILUIAPHI JOKYMEHTOB C BU3aMH, PE30JIIOLUSAMHU, [IOMETAMU U ITPaBKaMHU.

27. J1ist paboThI C JOKYMEHTaMH OOBEMHBIX, CJIOKHBIX U HECKOJIBKUX OHOPOIHBIX
apXUBHBIX (POH/IOB COCTABJISIOTCS pabouure MIaHbl MPOBEACHUS IKCIIEPTU3bI [IEHHOCTH
JOKYMEHTOB U MPUMEPHBIE MEPEYHU JOKYMEHTOB, MOICKAIUX U HE MOJJIeKAIINX
NOCTOSIHHOMY XpaHeHuro. K rpynmaMm [OKyMEHTOB B MEPEYHSAX JOKYMEHTOB,
NOJUIEKAIUX W HE MOJMJICKAIIUX ITOCTOSHHOMY XPAaHECHHIO, HAIOTCS MOSICHEHUS O



COCTaBE U COAEPKAaHWHU JOKYMEHTOB, OCTAIOIIMXCS HA MOCTOSHHOM XpPaHEHUHU, U O
JIOKYMEHTaX, OTOOPAHHBIX K YHUUYTOKECHHUIO.

28. JIoKyMeHTHI, OTJIOKUBIIHECS B iepuoa 10 1917 roga BKIOYUTENBHO, TUYHBIE
JieNa U JOKYMEHTbI Ouorpauyeckoro xapakrepa, 3aBepiieHHbIe B JIEJI0NPOU3BO/ICTBE
10 1956 rona BKIIFOUUTENBHO, YHUUTOKEHUIO HE MOJIEXKAT.

YHUYTOXKEHUE JOKYMEHTOB, OTJOXUBIINXCS B nepuo ¢ 1917 mo 1956 rogpl,
OCYLIECTBIISIETCS IO COTJIACOBAHUIO C YIIOJITHOMOYEHHBIM OPTaHOM.

29. ApXHUBHBIC JOKYMEHTHI, TOJICKAIINE YHUUTOXKECHHIO, TTOITIekKAT TIepepadoTKe

B COOTBETCTBUU C MyHKTaMmH 282-283 nHactosuux [Ipasui.

IMTaparpag 3. Ilopsaok mpreMa, mepegadd apXUBHBIX JOKYMEHTOB

30. IIpuem nokymeHntoB HA® OT HCTOUHMKOB KOMIUIEKTOBAHUS OCYLIECTBISAECTCS
apXWBOM B COOTBETCTBUHU C IJIAHOM-TPA(PUKOM, YTBEPKIAEMBIM PyKOBOIUTEIEM
apXuBa, [0 COIVIACOBAHUIO C PYKOBOJIUTEIEM OpraHU3aliu, SABJISIOIECNCS NCTOYHUKOM
KOMILIEKTOBAHUSI.

BuennanoBeiii npuem 1okyMeHTOB HA®, a Takke apXHUBHBIX TOKYMEHTOB, CPOKH
BPEMEHHOT'0 XPaHEHUSI KOTOPBIX HE UCTEKIIHU, OCYIIECTBIISICTCS B CIyYasiX JIUKBUIAIIUU
MCTOYHUKA KOMIUJIEKTOBAHUS UM YTPO3bl COXPAHHOCTH APXUBHBIX JJOKYMEHTOB.

[Ipuem Ha neno3uTapHOE XpaHEHHE TOKYMEHTOB, HE OTHECEHHBIX K cocTaBy HAD,
OCYILIECTBIISIETCS ITyTEM 3aKIIFOUEHUS JOTOBOPA.

Cpoxku npuemMa TOKyMEHTOB OT HErOCyAapCTBEHHBIX OpraHu3aliil onpeesoTCs
B JIOTOBOPE.

31. ApxuBHbBIE€ IOKYMEHTBI IPUHUMAIOTCS B apXUB B ynopsaoueHHoM Bujae ¢ HCA
U CTPaxOBBIMU KOMUSAMH Ha 0COO0 IIEHHBIE JOKYMEHTHI (MPU UX HAJTUYUN).

[Ipu mpueme apxXuBHBIX OKYMEHTOB MPOBOJUTCS MpOBEpKa (HU3UUECKOTO,
CAaHUTAPHO-TUTUEHUYECKOT0, TEXHUUYECKOTO COCTOSIHHUS JOKYMEHTOB M CTPaXOBBIX
KOMUH HA 0CO0O IIEHHBIE TJOKYMEHTHI, a TAK)K€ KOMIUIEKTHOCTH YYE€THBIX IOKYMEHTOB.

[IprieM apXWUBHBIX JOKYMEHTOB, CPOKM BPEMEHHOTO XPAaHEHHUSI KOTOPHIX HE
UCTEKIH, OGOpPMIISETCSI aKTOM IMpHUeMa-Tiepeaadyr JOKYMEHTOB Ha TIOCTOSIHHOE
XpaHEHHE U MPOU3BOJUTCS MO0 HOMEHKJIATYpE e, IIPU €€ OTCYTCTBUU — IO OIIUCH,
COCTaBJISIEMOU OpPraHU3ALUEN.

32. [IpueMm nen, NTOKYMEHTOB MPOU3BOAUTCS MOEAMHUYHO, 0COOO LIEHHbIE Jena
OPUHUMAIOTCS C MX MOJKMCTHOUW MpoBepKOM. Bo Bcex aK3eMIUIsipax ONMUCH JENaroTcs
OTMETKH O NpPUEME apXUBHBIX JOKYMEHTOB B apxuB. lIpu OTCYyTCTBUM enMHUIL
XpaHEHHMs, YKa3aHHbIX B OMHUCHU, B HEH JeJlaeTCs HOBas UTOromas 3amuch. Homepa
OTCYTCTBYIOIIMX €JUHUI] XPAHEHUS U MPUYUHBI OTCYTCTBUSI OTOBAapPUBAIOTCA B AKTE
npueMa-rnepenayn JOKYMEHTOB Ha XpaHEHHME W NpuiaraeMod K akTy CIpaBKe.



W cTOYHMK KOMIUIEKTOBAHUS MPUHUMAET MEPbI MO PO3BICKY HE MOCTYNHBIIMX Ha
XpaHEHHE apXHWBHBIX JOKYMEHTOB. Y Tpau€HHBIC TMOJJIMHHBIC apXHUBHBIC JTOKYMEHTHI
3aMEHAIOTCS KOMUSAMU IPU UX HAJIUYUU.

[IpueM apXWBHBIX JOKYMEHTOB O(opMIisercss akToM MpueMa-mnepenadu
JOKYMEHTOB Ha XpaHeHHe 1Mo ¢opMe, YTBEpKAAeMOU yIMOJTHOMOYCHHBIM OpPTaHOM,
COCTAaBJISIEMBIM B JIBYX 3K3eMIuisipax. OMH 3K3eMILISIp OCTAeTCA B apXUBe, APYron — B
UCTOYHUKE KOMIUIEKTOBaHHS. BMecTe ¢ apXuMBHBIMH JOKYMEHTaMH B apXHUB
HEepEeatoTCs TPU SK3EMIUISIPA OMMCH JIeJl, JOKYMEHTOB.

[Ipn mepBOM mpHeMe apXUBHBIX JOKYMEHTOB OT MCTOYHHKA KOMIUICKTOBAHUS
NPUHUMAETCS] HICTOPUYECKas CIIPaBKa K apXUBHOMY (OHITY.

33. JlokyMeHTBI PU3UIECKUX JUI], OTHECEHHBIE K cocTaBy HA®D, mpuHUMAIOTCS B
apXuB 10 JOTOBOpaM JapeHus, KyIUIU-MIPOJaXH, 3aBEIIAHUIO WM PELICHUIO CyJa Ha
ocHoBanuu pemenust 11K apxuBa, Apxusa I[Ipesunenrta Pecyonuku Kazaxcran unu
MHO.

[Ipuem yka3aHHBIX JIOKYMEHTOB B apXWB O(OpMIISETCS aKTOM IpUeMa Ha
XpaHeHUEe JOKYMEHTOB JUYHOTO MPOUCXOXKACHHUS MO ¢dopme, YTBEpKIaeMOu
YIOJIHOMOYEHHBIM OPTaHOM.

B ciydae npuHATHS pelIeHHs MO pe3yIbTaTaM dKCIEPTU3bI IIEHHOCTH TOKYMEHTOB
O MOJIHOM WJIM YaCTUYHOM BO3BpPATE YKa3aHHBIX apXUBHBIX JOKYMEHTOB, OhopmiIsieTcs
aKT BO3BpaTa apXMBHBIX IOKYMEHTOB JINYHOTO MPOUCXOXKIEHUS B IBYX 3K3EMILIApax
no ¢opme, YTBEP)KIaeMOH YMOJIHOMOYEHHBIM opraHoM. OIWH SK3EMIUISIp aKTa
OCTaeTcsl B apXMBE, JPYroil BMECTE ¢ JOKYMEHTaMH BO3BpAIIA€TCs UX COOCTBEHHUKY
WIH BIIAJIEIbILY.

34. JIoKyMEeHTBI TOCTOSIHHOTO U JOATOBpeMEHHOro (cBbiiie 10 neT) XxpaHeHus,
NOCTYNUBIIME B apXWB B HEYNOPSJAOYEHHOM BHJE JO COCTaBJICHHUS OIHUCH,
MNOJIIMBAIOTCSA B TBEPAYIO OOJOXKKY M3 KapTOHa WM IEPEeIeTaloTCs C y4eTOM
BO3MOXKHOCTH CBOOOJHOTO UTCHHS TEKCTa BCEX JOKYMEHTOB, JaT, BU3, PE30OTIONUN U
JAPYTUX OTMETOK Ha HUX.

Ha oOnoxke nena ykasplBaloTCsi HauMeHOBaHUs (hoHIO0Opa3zoBaTens, €ro
CTPYKTYPHOI'O NOJApa3/elieHus,, HoMep (MHJIEKC) Jena, 3arojoBOK Jela, aara aena (
TOMa, YaCTH), KOJIMYECTBO JIUCTOB B JI€JIe, CPOK XpaHEHHUS Jieia, apXUBHbBIN mudp aena

JIOKyMEHTBI, OTHECEHHBIE K KYJbTYPHBIM IIEHHOCTSIM, M 0CO00 IIEHHBIE JOKYMEHTHI
XpaHATCS B TBEPABIX IMaNKax ¢ TPeMs KiIalmaHaMH, 3aBsA3KaMH WM B KapTOHHBIX
dytaapax (kopobkax uiu TyOycax).

35. AynuoBu3yanbHble JOKYMEHTHl MPUHUMAIOTCA B apXUB Ha MOCTOSHHOE
XPaHEHHE B CIEAYIONIEM KOMIUICKTE:

1) KMHOAOKYMEHThI — HETaTUB H300pakeHUs, AyOJib-HEeraTUuB (KOHTpATHI),
HeraTuB (DOHOTPAMMBI, MATHUTHBIM OpPUTHHANT (OHOTPAMMBI, TIO3UTHUBHAS KOIIHSI,



MarHuTHas (oHOTpaMMa IIyMOB U MY3bIKH, MPOMEKYTOUHBIN MO3UTUB U300paKeHUs (
JaBaH/ia), YCTAaHOBOYHBIE POJUKU U MAacCHoOpTa s I[BETHBIX KHUHOJOKYMEHTOB,
ATaJOHHAsl KOTIHS;

2) OTOTOKYMEHTBI — HETaTUB, KOHTPOJIbHBIN (POTOOTIIEUATOK WIIU TTO3UTUB TIPU
OTCYTCTBUU HETaTHUBA,

3) hbOHOIOKYMEHTHI ¥ BUACOJOKYMEHThI — OPUTHHAIT U KOTIHS.

OHOBPEMEHHO MPUHUMAETCSI TEKCTOBAsI COMTPOBOAUTENbHAS JOKYMEHTALIUS:

1) s KHHOJOKYMEHTOB — MOHTA)KHBIC JIUCTHI, aHHOTAIIMH, Pa3pEIIUTEIbHBIC
YAOCTOBEPEHUS] K 3aKOHUYEHHBIM MPOU3BEJCHUSIM, aKThl TEXHUUYECKOT'O COCTOSHUSI,
3aIMCH LIBETOBBIX U CBETOBBIX MMACIOPTOB;

2) nyist pOTOAOKYMEHTOB — aHHOTAIINH;

3) nns pOHOMOKYMEHTOB M BUICOJOKYMEHTOB — MOHTAXHBIE JIUCTHI, aKThI
TEXHUYECKOTO COCTOSIHUS, TEKCThI BBICTYIUJIEHUW, KATaJlOTH, CIIUCKU BBICTYIAOLIUX,
IporpaMMbl BEUE€pPOB, KOHIIEPTOB, PELIEH3UHU, CTATbU U JIPyTHE.

36. HayuHo-TexHHUYECKasd JOKYMEHTALUS IPUHUMAETCS] Ha XPAHEHUE T10 OIHCSM,
COCTABJICHHBIM TI0 TpyIIlaM: Hay4YHO-UCCIEI0BATENbCKas, KOHCTPYKTOpPCKasi,
TEXHOJIOTUYECKasi, MPOEKTHO-CMETHAs!, TAaTEHTHO-TUIIEH3UOHHAs, KapTorpaduueckas,
reofie3uveckasi, TIeoJIOTUYECKas, TeJleMeTpUuuecKas, 3eMJIeyCTPOUTEIbHAs,
JIECOYCTPOUTEIbHAS U MHAS JOKYMEHTAIIMSI Ha PA3IMYHBIX HOCUTEIIX NH(HOPMAIIHH.

37. Ilpuem 3NeKTPOHHBIX JI€]l Ha TOCYJAPCTBEHHOE XPAaHEHUE OCYIIECTBISAETCS 1O
KaHajgaM »DJICKTPOCBSI3M B COOTBETCTBHH C PETJIAMEHTOM HWH()OPMAIMOHHOTO
B3aMMOJICHCTBUS MEXKTy HHPOPMAIIMOHHBIMU CUCTEMaMHU.

DneKTpOHHbIE JOKYMEHTHI IEPEAAOTCS HA TOCYIAPCTBEHHOE XpaHEHUE B popMmaTe
xpanenust PDF/A-1 u conepkar cnenyromue hansbl:

1) daiinbl 37EKTPOHHBIX MOMUCEN;

2) (baitsibl mpOBEPKU IEKTPOHHBIX MMOITUCEHN, TIOITBEPIKIAIOIIHNE TTOJT0KUTEIHHBIH
pe3yJbTaT MPOBEPKH DJICKTPOHHOM MOJIIUCH;

3) (aitn MeTagaHHBIX SIEKTPOHHOTO IOKYMEHTA.

38. [lo utoram mpuema opOPMIISIIOTCS aKT MpUEMa-Nepeadyn dIEKTPOHHBIX
JOKYMEHTOB, aKT O MUTPALlUM U TMEpPe3alucH AEKTPOHHBIX JOKYMEHTOB Mo (opme,
YTBEPKIAAEMON YIIOJITHOMOYEHHBIM OPTaHOM.

39. DneKTpOHHBIE AeNa NEPEAAIOTCS HA TOCYJaPCTBEHHOE XPAHEHHUE 10 EAUHUYHO
COTJIACHO OMHUCH AJIEKTPOHHBIX 1] MOCTOSHHOTO XpaHeHus 1o (Gopme, yTBEepKIaeMon
YIIOJJHOMOYEHHBIM OpraHoM, ¢ COINPOBOJUTEIBHBIM THCHMOM, B KOTOPOM
yKa3bIBAIOTCS HOMEpa M Ha3BaHHS OMHUCEH, crmocob mepenaun (MaeHTUUKATOP
UH(OPMAIIMOHHOTO MAaKeTa UK JaHHbIE 00 3JIEKTPOHHBIX HOCUTENISX).

Omnucu AIEKTPOHHBIX /167 TOCTOSTHHOTO XPaHEHUS JOHKHBI OBITh MPEIBAPUTEITHHO
cormacoBanbl LDIIK ynonHnomouenHoro oprana winm OJIIK mecTHOro
UCIIOJIHUTEIBHOTO OpraHa.



40. MadbopmalMoOHHBIN MaKeT COASPKUT CICAYIOIINE METa/JlaHHbIe Ha yPOBHE
AJIEKTPOHHOTO JIeTia:

MOPSIKOBBIA HOMED JICKTPOHHOTO JIeJia B OMKCH YJIEKTPOHHBIX JENI CTPYKTYPHOTO
T0JIpa3AeICHUs;

WHJICKC AJIEKTPOHHOTO JIeJIa;

3aroJIOBOK 3JICKTPOHHOTO JIEJa;

KpaiiHUe JaThl AJIEKTPOHHBIX JOKYMEHTOB JIEKTPOHHOTO JIeTa;

KOJMYECTBO AJIEKTPOHHBIX IOKYMEHTOB AJIEKTPOHHOTO JIENa;

00BEM DIIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOTO JIeTIa;

S3BIK (SI3BIKM) DJIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOTO Jena.

[{emoCcTHOCTh METAaaHHBIX HAa YPOBHE JJICKTPOHHOTO Jejia TMOATBEPIKIACTCS

yKazaHueM B HH(GOPMAIIMOHHOM MAaKETe WX TOJTHOTO COCTaBa JIAHHBIX.

41. NadopMaInmoHHBINA MaKET COACPKUT CICAYIONME MeTaJaHHbIE Ha YpOBHE
AJEKTPOHHOTO JOKyMeHTa BpeMeHHOoro (10 10 jeT), nonroBpemeHHoro (cBoiie 10 jer)
Y TIOCTOSTHHOT'O XPaHCHHSI:

Ha3BaHUE BUA JIEKTPOHHOTO TOKyMEHTa (TIpHUKa3, MUCbMO, CMETa | JIp.);
JaTa 3JIEKTPOHHOTO IOKYMEHTA;
paBo JOCTYIIAa K DJICKTPOHHOMY JOKYMEHTY (IOCTYI pa3pelieH BCEeM; JTOCTYIl
yCTaHaBIMBaETCs (HOHI000pa3oBaTEIIEM);
JlaTa CHATHUS OTPaHWUYEHUH ocTyma (MPU UX HATAYHUH);
PETHCTPAIMOHHBIA UHJIEKC DJICKTPOHHOTO IOKYMEHTA,;
SI3BIK JICKTPOHHOTO JJOKYMEHTA,;
JTaHHBIE 00 aBTOpE DPJEKTPOHHOTO MOKYMEHTa (HAMMEHOBAHWE JOJKHOCTHU
UCIIOJIHUTENISI, HAUMEHOBAHHUE OpPTaHU3alluU, MTOJTOTOBUBIIEH SJIEKTPOHHBINA TOKYMEHT
);

cBelleHUs O (haiiyiax 3JIeKTPOHHOTO JOKyMEHTa (MMeHa, 00beM, MOJHBIN COCTaB

JTAHHBIX );
CBeJIcHUs 00 ajaropuTMe BBIPAOOTKH MOJHOT'O COCTaBa JAaHHBIX (aJropuTMe
XOUIUPOBAHUS — KPUNTOTpaUUECKOM aJITOPUTME BBIYUCICHUS 3HAUYCHUS

x31I-pyHKIMK) (0003HAYEHHE AIrOpPUTMA, CChUIKA HA TEXHUYECKUH HOPMATHUBHBIN
MIPaBOBOM aKT).

[{er0CTHOCTh METATAHHBIX HA YPOBHE 3JIEKTPOHHOTO JOKYMEHTA IOATBEPKIACTCS
IIOJIHBIM COCTABOM JIAHHBIX, YKa3aHHBIX BO BHYTPEHHEN OIUCH.

B cnyyae HapymeHHs HETOCTHOCTH METATAHHBIX COCTABIAETCA aKT O HAPYILIEHUH
[IEJIOCTHOCTH 3JIEKTPOHHOTO JOKyMEHTa 10 hopMe, YTBEPKIaeMOM YIOTHOMOYEHHBIM
OpraHOM.

42. 1lpu HEOOXOAMMOCTH JJIS ONKMCAHUS Ha YPOBHE 3JIEKTPOHHOI'O JIOKYMEHTa
UCIOJIb3YIOTCSl JOIOJHUTENbHbIE METaJaHHbIC, XapaKTepU3YIOIIHE OCOOEHHOCTH
CO3JIaHHsI U BOCIIPOU3BEICHUS IIEKTPOHHBIX TOKYMEHTOB:



CCBUIKHM Ha JpyrHe JOKYMEHTbI, 00pa3yomie 001Ul yrpaBleHUYeCKUi KOHTEKCT;

cBeJieHHs: 00 UH(POPMAITMOHHON TEXHOJOTUH (BEPCUU MTPOTPAMMHOTO TIPOJIYKTa), C
MTOMOILBI0 KOTOPOU CO3JaH 3JIEKTPOHHBIN JOKYMEHT;

CBEJICHUSI O TEXHUYECKUX U MPOrPAMMHBIX CPEJICTBAX, HEOOXOAUMBIX MJIs
BOCITPOM3BEACHUS IIEKTPOHHOTO JOKYMEHTA,

CBEJICHHUS O 3aIIUTE IEKTPOHHOTO JOKYMEHTA.

43. Ilpu mepenade 3NEKTPOHHBIX JOKYMEHTOB Ha MOCTOSSHHOE XPAHECHUE
UCIIOJIb3YETCS YETHIPEXYPOBHEBASI CUCTEMA OMHUCAHUS:

Ha ypoBHe GOH/A;

Ha YPOBHE OIMCH IEKTPOHHBIX JET;

Ha YPOBHE 3JIEKTPOHHOTO JEJIA;

Ha yPOBHE 3JIEKTPOHHOI'O JOKYMEHTA.

44. Jlns onucaHus JIEKTPOHHBIX JTOKYMEHTOB Ha ypoBHE (poHIa HE0OXOoauM
CIEYIOIINI COCTaB METATAHHBIX:

HaMEHOBAHUE OPTaHU3ALINY;

HOMEpP T'OCYAApPCTBEHHOW PErucTpalvy OPraHW3allMy WIM YYETHBIM HOMED
IJ1aTeNbIINKA;

KOMMYHUKAIIMOHHbIE TAHHbIE OpraHu3aluy (IIOYTOBBIN ajpec, Homepa TenedoHa,
Ttenedakca, BKIIOYAs KOJ aBTOMATHYECKOW MEXKTYTOPOIHON (MEXIyHAPOTHOMN)
Tene(OHHOU CBSI3U, OPUIIMATBHBINA aJJpec FJIEKTPOHHON MOYTHI);

UCTOPHUKO-apXMUBHas CIpaBka K (OHAY, COCTaBisgeMass B COOTBETCTBUH C
3aKOHOJIATEILCTBOM B chepe apXUBHOTO Jiefia U JOKYMEHTHUPOBAHUS.

45. JIOKyMEHTBI, CO3JaHHBIE APXMBOM B pE3YyJIbTATE HHUIMATUBHOTO
JIOKYMEHTUPOBAHMS COOBITUN COBPEMEHHOCTH HJIA MPOILIOTO (aHKETHI, hoTorpadumu,
3aluCy BOCTIOMUHAHUM, O0ecell, MUHTEPBBIO U TakK Jiajnee), BkitoyatoTcs B coctaB HAD u
BHOCATCS B OIIUC.

46. IlpueM CEKpEeTHBIX JOKYMEHTOB OT HMCTOYHMKOB KOMILIEKTOBAHHS
OCYILECTBIIAETCSI B COOTBETCTBUU C 3aKOHOAATeNbcTBOM PecnyOimku Kaszaxcrtan o
rOCyJIapCTBEHHBIX CEKpETaX.

477. ApXuBHBIE JOKYMEHTBHI, NPUHATHIE APXUBOM OT JMKBUIWPOBAHHOU
OpTraHU3aluU, SBJIABLICHCA WCTOYHUKOM KOMILUIEKTOBAHUSA, BBIACISAIOTCS K
YHHUUYTOKEHUIO [0 HCTEYECHUM YCTAHOBIEHHBIX CPOKOB XpaHEHUsA. ApPXUBHBIE
JOKYMEHTBI, UMEIOIINE B COOTBETCTBUU C TUIIOBBIMU WJIM OTPACIEBBIMHU IIEPEYHAMU
cpok xpaHeHHs ¢ nmoMeTrkor "OIIK", BBIIETAIOTCS K YHUUYTOXEHHUIO TOJBKO MOCIE
IIPOBEJECHUS DKCIIEPTU3BI UX LIEHHOCTH.

48. JIOKyMEHTBI MO JMYHOMY COCTaBY JIMKBUJAMUPOBAHHOW OpTraHU3ALUH
HE3aBHCUMO OT (JOPMBI COOCTBEHHOCTH B CIydyae OTCYTCTBHUS MPaBOMPEEMHUKA WU
BBILIECTOSIEH OpraHU3aliy MPUHUMAKOTCS HA XPAHEHUE B ApXUB B YIIOPSAOYECHHOM
BU/JIE B COOTBETCTBUHM C 3akoHaMu PecnyOnnku Ka3zaxcras.



49. Tlepenaya apXWBHBIX JIOKYMEHTOB, HaXOJSIIUXCA B TOCYJIapCTBEHHOU
COOCTBEHHOCTH, U3 OJTHOTO apXHBa B JPYTOM OCYIIECTBIISICTCS HA OCHOBAHHUH PEIICHUS
ynoJiHOMO4YeHHOoro oprana wim MHWUO nnubo mo coriiacoBaHHUIO C YIIOJTHOMOYEHHBIM
OpPraHOM B CBS3W C YTOYHCHHEM NpOQUIS apxuBa, a TaKXke IO pe3ysbTaTam
AKCIIEPTHU3BI IIEHHOCTH IOKYMEHTOB.

[Tpu mepenaye cocTaBisieTcs akT MpUeMa-Tiepeiadl JOKYMEHTOB Ha XpaHEHHUE B
ABYX S3K3EMIUIAPAX, OJHOBPEMEHHO TMEPENaloTCs TPH JK3EMIUIApa OMHUCEH, IeN0
apXYMBHOTO (POHJA U JIUCT apXUBHOTO (POHJIA.

IMaparpa¢ 4. KomMiwiekToBaHre apXHBa apXHUBHEIMH JOKYMEHTaMH 3apy0eKHOTO
IPOMCXOXICHAA, IMEIOIMMH 3HadeHue a1 PecryOmuku KazaxcTaH, WM MX KOIMSAMH Ha

mpaBax NOAJIMHHAKOB

50. KommiekToBaHME apXWBa apXMBHBIMU JOKYMEHTAMH 3apyOex HOIo
IPOMCXOK/ICHUS, UMEIOIMMHU 3HaueHue i PecniyOnuku Kazaxcran, 3akitouaercs B:

1) BBISIBJIEHUU apXUBHBIX U OMYOJMKOBAHHBIX CBEJEHUM 00 3TUX JOKYMEHTax 3a
pyoexoM;

2) BBISIBJICHUM TOCYIApPCTBEHHBIX, HETOCYIAPCTBEHHBIX U UHBIX IOPUIUUYECKUX U
(bu3HUeCKUX JUI], pacIioaralimux J0KyMeHTaMu 1o uctopun Kazaxcrana,

3) pa3zpaboTke OuOIMOTpaduu CIPaBOYHUKOB M JIPYTHX U3JAaHUN O 3apyOeKHBIX
rOCyJapCTBEHHBIX M HETOCYJapCTBEHHBIX apXMBaxX, XPAHSAIUX JAOKYMEHTHI IO
ucropuu Kazaxcrana;

4) cocTaByieHUU NepeyHEed apXUBHBIX (POHIOB, KOJUICKIIUM, COOpaHUN U OTACIbHBIX
JOKYMEHTOB 10 CTpaHaM, apXUBOXPaHWINIIAM, BIaJeblaM;

5) BBISIBJICHUU CBEACHUI O TOKyMEHTax o ucropuu KazaxcraHa, nmojgydyeHHbIX B
BUJI€ KOMUI1 HA TpaBax MOJIMHHUKOB;

6) cBOEBpeMEHHOM MH(OPMUPOBAHUH YIIOJTHOMOUYEHHOI'O OPraHa O BBISIBJICHUU U
npUOOpPETEHUU JOKYMEHTOB 3apy0eKHOI0 MPOUCXOXKIeHHs 1o ucropun Kazaxcrana
WM UX KONIMI Ha MpaBax MOJIMHHUKOB;

7) ocymiecTBIE€HUH pabOThl MO SKBUBAICHTHOMY OOMEHY KONUSMH apXHBHBIX
JOKYMEHTOB B COOTBETCTBUHM C MEKIYHAapOAHBIMU JOTOBOPAMH M COTJIALICHUSMH
YHOJHOMOYEHHOTO opraHa, MO ¢ apXMBHBIMHU OpraHU3alUsIMHU 3apyOeKHBIX CTPaH;

8) mpueme apXMBHBIX JOKYMEHTOB WJIM KOIMWUM Ha MpaBax MOJJIMHHHKOB Ha
MOCTOSIHHOE XpaHEHHE.

51. Yon1HOMOYEHHBIN OpraH OCYIIECTBISET KOOPAUHALUIO pabOThl apXUBOB 1O
BBISIBIICHUIO M MPUOOPETEHUIO apXMBHBIX JOKYMEHTOB WJIM UX KOMHUI Ha MpaBax
NOJIJTMHHUKOB 110 ucTopuun KazaxcraHna 3a pyoexxom.

52. [lpueM mony4eHHBIX M3-3a pyOexka apXUBHBIX JOKYMEHTOB WJIM KOMUN Ha
npaBax IMOJJIMHHUKOB B apXUB OCYUIECTBJAETCS Ha OCHOBAaHUU JOTOBOPA MEXKIY
COOCTBEHHHKOM yKa3aHHBIX JOKYMEHTOB M apXHUBOM O MPOJIaXKe, JapEHUH MOITTMHHBIX



JIOKyMEHTOB WJIM UX KOMHI, 0OMEHE KOMUAMH JOKYMEHTOB. 3aKIIOUCHUE JTOTOBOpa
OCYULIECTBJISIETCS C YYETOM 3aKOHO/IATENbCTBA COOTBETCTBYIOIIEH CTPAHBI.

B noroBope oroBapuBaroTCsi 0COOBIC YCIOBUS MCIIOIB30BAHUS MEPEIaBaEMbIX
ApXUBHBIX JOKYMEHTOB WJIM KOINHUK Ha MpaBax MOIMHHUKOB. [Ipuem HOKyMEHTOB
oopMIISIETCS aKTOM TIpHeMa-TiepeIadl TOKYMEHTOB Ha XpaHEHHE.

53. JIOKyMEHTBI, TOCTYIUBILINE U3-32 pyOexka B BHJIE MOUIMHHUKOB WJIM KOMUHN Ha
npaBax MOJJIMHHUKOB, MPUHSITHIE HA MMOCTOSSHHOE XPaHEHUE B apXUB, HE3aBUCUMO OT
UX TMPOUCXOXKICHUS BKIOYaOTcAa B coctaB HA®u momnexaT rocyaapCTBEHHOMY

yuery.

I'naBa 3. Ilopanok xpaneHns fokyMeHToB HanmoHamsHOTO apXuBHOrO (OoHIA U IpyTUX
apXHWBHEIX JJOKyMCHTOB

IMTaparpad 1. @®oumHpOBaHEE APXUBHEIX JOKYMEHTOB

54. B apxuBe nokymeHTsl HA® u npyrue apxuBHbIE JOKYMEHTBI OPTaHU3YIOTCS 110
apxuBHbIM (QoHaaMm. [lo OTHOLIEHHIO K OTAENbHBIM BHUJIaM aPXUBHBIX JTOKYMEHTOB
JOTyCKaeTcsl uX He (OHAOBasi OpraHU3allds B COOTBETCTBUU C MyHKTamMu 93-94
HacTosAwwmx IIpaBuir.

55. Buasl apxuBHBIX (DOHIOB:

1) apxuBHBII (HOHA OpraHU3alUU, COCTOSIINN U3 00pa30BaBIINXCS B MPOIECCE €€
NEeSTENbHOCTA aPXUBHBIX JOKYMEHTOB;

2) apXuBHBINA (POH]T TUYHOTO MPOUCXOKACHUS, COCTOSIINN U3 00Pa30BABIINXCS B
IPOLIECCE KU3HU U EATEIbHOCTU OTIAEIBHOTO (PM3UUYECKOTO JIMIA, CEMbH APXUBHBIX
JIOKYMEHTOB, BKJIFOUEHHBIX B cocTaB HA®D;

3) 0ObenMHEHHBIN apXUBHBIA (POHMA, COCTOSAIIMNA W3 APXUBHBIX JOKYMEHTOB,
o0pa30BaBUINXCA B MpOLiECcCe ACSITENbHOCTH IBYX WM OoJiee OpraHu3aluil, a Takxke
$U3MYECKUX JIWI, UMEIOUIUX MEXAY CcOOOW HMCTOPUYECKHM W/UIU JOTUYECKHU
00yCIIOBJICHHBIE CBSI3U.

[Ipu kiaccudukanuu TOKYMEHTOB 10 apXUBHBIM (DOHIAM MPUMEHSETCS TPUHIIMI
HeAPOOMMOCTH (HeaenuMOoCcTH) (HOHIO0B. JJOKyMEHThI apXUBHOIO (POHJA OpraHU3alNH,
OTJIENbHOTO (DU3UYECKOr0 JUIA MPEACTABISIIOT COOOW MCTOPUYECKH CIIOKUBIIUKUCS
KOMILIEKC JOKYMEHTOB. EJMHCTBO NPOUCXOKIECHHUS, TECHbIE HCTOPUYECKHE M
JOTUYECKUE CBSA3U, CYIIECTBYIOLIME MEXIy JOKYMEHTaMU TakuxX (OHMIOB,
00ycnaBIUBalOT TpeOOBAHUE COOIIOICHUS UX 1IEJIOCTHOCTH.

B cooTBeTcTBUM € IPUHIMIIOM HEAPOOUMOCTH (HEIEIMMOCTH) apXUBHBIX (POHIOB
KOMILUIEKTOBAHUE apXHBOB OCYIIECTBIAETCS TaKUM 00pa3oM, 4YTOOBI apXUBHbBIC
JOKYMEHTBI OTHOTO (POH/Ia TIOTHOCTHIO KOHIIEHTPUPOBAIUCH B OJJTHOM apXUBE.

56. K apxuBHOoMy (hOHIY NMPUPABHUBAETCSA apXUBHAS KOJJICKITHSI.



57. Paborta 110 onpeeneHnto, yTOYHEeHUI0 (POHI0OBOM MPUHATICKHOCTH apXUBHBIX
JOKYMEHTOB, OIPEACIICHUIO IOPUINIECKON caMOCTOATENbHOCTH (POHA000pa3oBaTels 1
XPOHOJIOTHYECKUX PAMOK JOKYMEHTOB (DOHJa, XPOHOJIOTHYECKUX TPAHUI] apXUBHBIX
(GOHIOB OCYILIECTBISIETCA B MCTOYHMKAX KOMILUIEKTOBAHUS Ha CTaJuu
JeIOMPON3BOACTBA B IpoIiecce POPMUPOBAHUS TNl B COOTBETCTBUU C HOMEHKIATYPOM
nen 1 otbopa TIOKYMEHTOB JUIsl Tepejayl Ha TOCYJapCTBEHHOE XpaHEHUE B apXMB, B
apXWBe — TIPU ONMUCAHUHM TPHUHATHIX HEYMOPSIOYCHHBIMU APXHBHBIX JOKYMEHTOB,
nepepadoTKe HEYNOBIETBOPUTEIHLHO COCTABICHHBIX OMUCEH, CO3JJaHUU 00BETMHEHHBIX
apXUBHBIX (POHJIOB U aPXUBHBIX KOJUICKIIMH, UCTIPABICHUN OMHUOOK (hOHIMPOBAHHUS.

58. CBeneHus 0 MPUHAJICKHOCTH JOKYMEHTOB K ONPEEICHHOMY apXUBHOMY
doHay yKa3bIBaIOTCS Ha OOJIOKKE Jena.
59. ®oHpoBasg MNPHUHAIEKHOCTh HAYYHO-TEXHHYECKOW JOKYMEHTALUU
oTnpeeNsieTcs Mo CIASAYIOMUM MPU3HAKAM:

1) nnst HAy4YHO-UCCIAE0BATENBCKON U TEXHOJOTUYECKOW TOKYMEHTAIMU — 10
HA3BaHUIO pa3paboOTUYMKa, B3SITOMY C TUTYJIBHOTO JIKCTA;

2) 711 KOHCTPYKTOPCKOW U MPOCKTHOM JOKYMEHTAIMH — 10 YTJIOBOMY IITaMITy Ha
YepTekax, TUTYIbHOMY JUCTY TEKCTOBBIX JIOKYMEHTOB, IIITAMITY TPUMEHEHUSI, COCTABY
NPOEKTa WX CHeIUPUKAIINH.

Hay4Ho-TexHu4eckas JOKyMEHTAIUs, CO3/IaHHasi OpraHu3aiuei pa3padboTInKoM
poeKTa (TeMbl), MOCTYMAET Ha TIOCTOSIHHOE XpaHEHHE B cOCTaBe (POH]Ia OpraHu3aIluu
re€HEPATLHOTO TPOEKTHPOBLIUKA.

60. B ciiydyae peopranuzaiy opranu3alyy, 3aKOHUYEHHBIE POU3BOJICTBOM JeJia
BKJIFOYAIOTCA B apXMBHBINM (POHJ peopraHu3yeMOi OpraHU3allid, a HE3aKOHYEHHBIE
Jena TepelaroTcsl MPAaBOMPEEMHUKY IS OKOHYAHUS JEJONPOM3BOJICTBA U
BKJIFOYAIOTCS B apXUBHBIN (DOH/] IPAaBOIIPEEMHUKA.

61. B cnydyae oOHapyXeHHs IOKYMEHTOB, OIMMOOYHO BKJIIOUYEHHBIX B apXHBHBIN
(GOH/T, OHU BBIICISIOTCS ¥ MPUCOCAUHSIIOTCS K JOKYMEHTAM TE€X apXHBHBIX (POHJIOB, K
KOTOPBIM OHH OTHOCSITCSL.

62. U3 apxuBHOro (oHAA JIMYHOTO MPOUCXONKICHUS aApPXUBHBIE JOKYMEHTHI
OpraHu3allii BBIACISIIOTCS U MPUCOEAMHSIIOTCS K COOTBETCTBYIOIIEMY apXHWBHOMY
dboHay TIpH YCIOBHUH, €CIU STOT apXUBHBIN (POH]I HAXOJUTCSA HA XPaHEHUU B IAHHOM
apXWBe W apXWBHBIC JOKYMEHTHl OpPTaHU3AIlMd HE CBSA3aHBI C JCATEIBHOCTHIO
¢dusnueckoro auia, 00pa3oBaBIIECTO APXUBHBIN (POH]T TMUHOTO MTPOUCXOKICHHUS.

He nmoamnexatr BBIIENEHHUIO U3 apXUBHOrO ()OHJA JTUYHOTO MPOUCXOKIACHUS
PYKOBOJUTENCH WM YICHOB OOIIECTBEHHBIX OOBEIMHEHUN apXHUBHBIC JOKYMEHTHI
3THUX OOIIECTBEHHBIX O0HEINHEHMIA.

63. ApxuBHBIE JOKYMEHTHI, C(OPMHUPOBAHHBIE B apXUBHBINA (HoHA (00BEAMHEHHBIIH
apXHUBHBIN (HOHT), TepePOHAUPOBAHUIO HE MOIJICKAT.



[TepedonnupoBanrie apXuBHBIX JIOKYMEHTOB JIOMYCKAETCS TOJBKO B CIydasix
oOHapykeHHsI OMMOOK (DOHTUPOBAHMS, 3aTPYIHSIOIINX ITOUCK apXUBHBIX JOKYMEHTOB
, IPH YCIIOBUH, YTO JOKYMEHTHI ()OH/Ia HE BBEJCHBI B HAYYHBIA 000POT.

[TepedonaupoBanue mpooautes mo pemenuto DIIK apxuBa, Apxusa [Ipe3unenra
PecnyOnuku Kazaxcran niu MUO.

64. Kaxxnomy apxuBHOMY (DOHIY MpucBauBaeTcs opuimaibHOe HAMMEHOBAHUE
COOTBETCTBYIOIIET0 (poHIO000pa3oBaTeNis ¢ yKa3aHUEM €ro MOAYMHEHHOCTH, BCEX
NEepEeMMEHOBAHUM B  XPOHOJOTHYECKOM TMOCIEeAOBATEIBHOCTH, a TaKkKe
MECTOHAX 0K ICHHMSI.

65. HaumenoBanue o0beIMHEHHOTO apXUBHOTO (hoHIa GOPMYITHPYETCS TIO OTHOMY
U3 CIEIYIONIUX TPU3HAKOB:

1) 06001IeHHOEe HANMEHOBAHNE BKIIFOYCHHBIX B HETO aPXUBHBIX (POHJIOB;

2) HauMEHOBAHHME PYKOBOISIIErO OpraHa U 0000IIeHHOE HAUMEHOBAHUE
MIOTYNHEHHBIX MYy OpTaHHU3aIN;

3) nepeuncieHne HAaMMEHOBAHUN CMEHSBIIUX APYT Ipyra OpraHu3alui;

4) mocienHee HAMMEHOBAHUE OpraHu3aluu ¢ Jo0aBieHHEeM "W ee
MPEIIIECTBEHHUKH .

KoHKpeTHBIC HAMMEHOBAHMS BCEX OPTaHM3aIlUi, JOKYMEHTBI KOTOPHIX BOIILIU B
00BeTMHEHHBIN apXUBHBIN (POHT, IPUBOJATCSA B YICTHBIX TOKYMEHTAX.

66. B HaMeHOBaHUM apXUBHOTO (POH/AA YKa3bIBAIOTCS €r0 XPOHOJIOTUYECKHUE
TPaHMUIIBI.

67. B HauMEeHOBaHUM apXWBHON KOJUICKIIMU YKa3bIBAIOTCS MPU3HAKU 00bETUHEHNUS
JIOKYMEHTOB U €€ COCTaBUTENb ((hM3UYECKOE WU IOPUIUYECKOE JIUIIO).

68. B 3aBUCMMOCTH OT BpeMEHH 00pa30BaHUs U MPABOBOIO CTATyCa UCTOYHHUKA
KOMIUICKTOBAHHS €TI0 apXHWBHBIC JOKYMEHTHI NMPUHUMAIOTCS B apXHWB KaK HOBBIM
apXUBHBIN (HOH/ HIIM TTPOJIOJDKAOIIASICS YaCTh YK€ UMEIOIIETOCsl apXUBHOTO (POHA.

69. OcHOBaHUEM JIJIsl CO3/ITaHUSI HOBBIX apXUBHBIX (POHIOB HE SBIISIOTCS:

1) mepenMeHOBaHNE WJIM N3MEHEHHUE aIMUHUCTPATUBHO-TEPPUTOPUATHLHBIX TPAHHMII
NEeSATENbHOCTU WU QYHKIUNA OpraHu3allly;

2) peopranm3anus (CIWsSHUE, TPUCOCAUHCHHUE, pa3jciicHHEe, BBIJCICHUEC,
npeoOpa3oBaHre) OpraHU3aluH.

70. XpOHOJIOTUYECKUMH TPAHUIIAMHA apXUBHOTO (hOH/IA SBIISTFOTCSI:

1) nst apxuBHOTO (hOHAA OPraHU3AINU — YCTAaHABIMBAEMbIe Ha OCHOBE MPABOBBIX
aKTOB O(UIMaTbHBIC AAThl MX CO3JaHHSA W JUKBUIAIUU (TP HATMYUU HECKOJBKUX
IIPaBOBBIX AaKTOB 3a JIaTy OOpa3OBaHUsS OpraHU3AIMU MPUHUMAETCS jJarta Haubosee
pPaHHEro U3 HUX);

2) miist 00bETMHEHHOTO apXUBHOTO (POHIA — JATHI CO3JaHUs HanboJiee paHHEH U
JUKBHUIAIMKA Hanbosee Mo3JHEH 0 BpEMEHU JESTEIbHOCTH OPraHU3alluid, TOKYMEHTHI
KOTOPBIX BOIIUTH B COCTaB 0OBEIMHEHHOTO apXUBHOTO (POH/IA;



3) U1 apXUBHOTO (POHJA JTUYHOTO MPOUCXOXKJIEHUS — IAThl POXKICHUS U CMEPTU
(u3MUECKOro JuIa, YIEHOB CEMbU WIH POJIA;

4) nns apXWBHOW KOJUIEKIIMH — JIaThl CAMOTO PAHHEr0 M CaMoOTO IMO3JIHETO
JIOKyMEHTa.

71. XpoHOonoruueckue TpaHHIbl apXUBHOTO (POHIa MOTYT HE COBHAAAaTh C
KpallHUMU JaTaMU COCTaBIIAIOLIMX €T0 aPXUBHBIX TOKYMEHTOB:

1) B apxuBHOM (pOHAE OpraHM3alUU — B CBSI3U C BO3MOXKHBIM OTCYTCTBHEM
apXMBHBIX JOKYMEHTOB HA4aJlbHOTO W/WJIM 3aBEpUIAIOLIETO 3TANOB JEATEIbHOCTH
OpraHu3aly, BKIIOYEHHEM B cocTaB (oHa 0ojiee paHHUX apXMBHBIX JTOKYMEHTOB,
NEPEIAaHHbIX JIJIS 3aBEPIIEHUS TPOU3BOCTBOM JIEJIa IPEAIIECTBEHHUKOM OpraHU3alun
;

2) B apxuBHOM (OHAE JUYHOTO MPOUCXOXKICHUS — 332 CUET JOKYMEHTOB,
coOpaHHBIX (poHT000pa30BaATENEM, POBEACHUS TAMATHO-IOOMICHHBIX MEPOTIPUATUN U
JIPYTUX.

72. Ilopsimox (poHIMpPOBAHUS aPXUBHBIX JOKYMEHTOB apXHBa OINpENENIeTCs
NpaBOBBIMM aKTaMU TOCYJapCTBEHHOTO OpraHa, B KOTOpPOM OH CO3JaH,
corntacoBanHbiMU ¢ LIDTIK.

IMTaparpad 2. Opraausamus apXHBHBIX JOKYMEHTOB B IIpeJiejIaX apXUBHOTO (poHIa

73. B mpezaenax apxXxuBHOTO (OH/IAa apXUBHBIE JTOKYMEHTHI OPraHU3YIOTCS I10
eAMHUIAM XpaHeHUs. ENMHUIIBI XpaHEHUS CUCTEMATU3UPYIOTCS, BHOCATCSI B OIUCH U
oopMIIAIOTCS B MOPSAIKE, 00ECIIEUNBAIOIIEM UX YUET, OUCK U UCTIOJIb30BaHUE.

74. B apxuBe cucTeMaTH3alus eIUHUIl XpaHEHUS MPOU3BOIUTCS IPU COCTABICHUHU
U TiepepadOTKe OIMUCEH.

75. CxeMa cuCTEeMAaTU3allMy €IWHULl XPAaHCHMS SBJISETCS OCHOBAHUEM JIs
BHYTPEHHEN OpraHu3aliu JOKYMEHTOB apXHUBHOrO (hOHIA U 3aKPEIUISIETCS] OMUCHIO (
OTIHCSIMU).

76. CuctemaTu3anus €AUHUIl XPAaHEHUs B Ipeienax apXuBHOro ¢GoHIa IO
paznenam (rmoapasjesiaM) CXeMbl CUCTEMATH3alUuU IPOBOJIUTCS C YYETOM OJIHOTO MJIN
HECKOJIBKUX CJIEYIOLUX MPU3HAKOB:

1) ctpykTypHOro (B COOTBETCTBUM C MPUHAIIEHKHOCTHIO €IUHMIIBI XPAHEHUS K
CTPYKTYPHBIM MOAPA3ACICHUSIM);

2) XpOHOJOTMYECKOTo (110 MEePUOIaM WM J1aTaM, K KOTOPbIM OTHOCSITCSI € MHULIBI
XpaHEHUs);

3) GyHKIMOHAIBLHOTO, OTPACIEBOT0, TEMATHUYECKOT0, MPEAMETHO-BOIPOCHOTO (C
ydeToM (YyHKIMIl OpraHU3alMM HJIM BOIPOCOB, KOTOPBIX KacaeTcs CojAeprKaHue
€AVHUIIBI XPAHEHHUS );

4) HOMHHaAIBHOTO (TI0 BUJAM U PA3HOBUJAHOCTSIM JOKYMEHTOB);



5) KOppEeCHOHIEHTCKOro (10 HAMMEHOBAHUIO OpraHU3alMi Win (pamMuiIusaMm
($U3MYECKUX UL, B pe3yJbTaTe MEPENUCKU C KOTOPHIMU 00pa30BaIUCh €AMHUIIBI
XpaHEHUs);

6) reorpaduyeckoro (B COOTBETCTBUHU C OMNPEIEICHHBIMH TEPPUTOPHUSMH,
HACEJIEHHBIMU IYHKTaMHU M JAPYTUMH TeorpauyecKuMu OO0BEKTaMH, C KOTOPBIMHU
CBSI3aHBI COJIEpKaHUE JOKYMEHTOB, UX aBTOPbI, KOPPECIIOHICHTHI);

7) aBTOPCKOTO (110 HAMMEHOBAaHUAM OpPTraHU3alui Wik GaMuIusIM GU3HUECKUX JTUL]
, KOTOPBIE SIBJIAFOTCS] aBTOPAMH TOKYMEHTOB).

77. CTpyKTYpHBIM U XPOHOJIOTUYECKUN MPU3HAKU TPUMEHSIOTCA B IBYX BapUaHTaX
CXEMBI CHUCTEMAaTU3alluU: XPOHOJOTUYECKU-CTPYKTYPHOU 17}
CTPYKTYPHO-XPOHOJIOTUYECKOM.

78. XPpOHOJOTHYECKU-CTPYKTYpHAsI CXeMa CUCTEMAaTH3alUHU MPUMEHSIETCS IO
OTHOIIEHUI0 K (oHIaM JAeicTByrolled opraHu3anuu (y4uThiBas HalibHeHIee
NONOJHEHUE JOKYMEHTOB 3TUX apXUBHBIX (POHJIOB) M JIMKBUIUPOBAHHBIX OpraHU3alui
C 4aCTO MEHSIBIIEUCS CTPYKTYPOU.

[Ipn cucremaTu3aluy MO 3TOW CXEME €IWHMUIBI XPAHEHHS TPYNIUPYIOTCSA B
apXuBHOM (hoHJE, MO0 BPEMEHU UX co3daHMs (IepuoaaM WIM JaTaM), a B Ipejaenax
KQKJIOM XPOHOJOTHYECKOM TPYIIIBI — IO CTPYKTYPHBIM MOIPA3ICICHUSM OpPraHU3aliu

79. CTpyKTypHO-XpPOHOJIOTHYECKAs] CXeMa CHCTeMaTU3allui NMPUMEHSETCS IO
OTHOIICHHUIO K (POH/IaM OpPTraHU3AIHi, UMEBIINX CTA0OMIbHYIO CTPYKTYpPY, N3MEHEHUS
KOTOPOW MPOUCXOJIUIN PEAKO, a TaKKe MPU CUCTEMATHU3ALUU EUHUIIBI XpaHEHUs
JTUKBUINPOBAHHBIX OpPraHU3aLINH.

[Ipu cucremaru3anuu Mo 3TOM cxeme eAMHUIbl XpaHEHUs TPYNIUPYIOTCS IO
CTPYKTYpHBIM ToOJpa3aeieHusM (QormooOpa3oBarens, B TMpeaeiaax KaxIou
CTPYKTYPHOM IpyIIIbI — 10 BPEMEHU UX CO3JaHusl (IepHoaM UiTU 1aTam).

80. XpoHonoruueckuii 1 QyHKIMOHAJIbHBIA MPU3HAKA MPUMEHSIIOTCS B JBYX
BapUAHTaX CXEMbl CHCTEMATH3alUU: XPOHOJOTHYECKU-(DYHKIIMOHAIBHOW WIH
(GYHKIHOHATBHO-XPOHOJIOTMYECKOM.

XpoHONOTHYECKU-(YHKIIMOHATbHAS WU (DYHKIIMOHATIHHO-XPOHOIOTHYECKAs
CXEMBblI CHCTEMaTH3allii MPUMEHSAIOTCS MO OTHOIIEHUIO K (DOHJaM OpraHu3aluil ¢
4aCTO MEHSBIIEUCSA CTPYKTYPOU WIIM HE UMEIOILUM €€.

[Ipu cuctemaTH3anuy €IMHUL XPAHEHHSI IO XPOHOJOTUYECKU-(YyHKIIMOHATBHOM
CXeM€ WX TPYNIHUPOBKA MPOUCXOIUT BHAYAJIE MO XPOHOJOTHYECKOMY MpPHU3HAKY, a
3aTeM 1Mo (YHKIHSIM IeITeTbHOCTH (OHI000pa3oBaTers.

[Ipu cucrematuzanuu mo (HyHKIIMOHAIBHO-XPOHOJOTUYECKON CXeMe €UHUILIbI
XpaHEeHHsI TPYNTIUPYIOTCS BHaYaje 1Mo QyHKIHAM JesTeabHOCTH (GOHI000pa3oBaTes,
a 3aTeM IO XPOHOJOTUYECKOMY MPU3HAKY .



81. XpOHOJIOTHYECKUN U TEMATUYECKHN NPU3HAKUA MPUMEHSIOTCA B JIBYX
BAPMAHTAX CXEMBl CHUCTEMATU3alMHU: XPOHOJOTHUYECKU-TEMATUUECKON WIIH
TEMaTUYECKU-XPOHOJIOTUYECKOM.

XPpOHOJIOTUYECKU-TEMATUYECKAS UM TEMATUYECKU-XPOHOJIOTUYECKAs CXEMBI
CUCTEMAaTH3aluU €IMHUIL] XPAHEHUS! IPUMEHSIOTCS 110 OTHOLIEHUIO K HEOOJIBIIUM IO
00beMy apXUBHBIM (OHIAM, a TAKXKE OTACTbHBIM KOJUICKIIHSIM.

82. XpOHOJIOTUYECKUN M HOMHHAJIBHBIM NMPU3HAKU IPUMEHSIOTCA B JBYX
BApDMAHTaX CXEMbl CHUCTEMAaTHU3alMM: XPOHOJOIMYECKHM-HOMHHAJIBHON U
HOMMHAJIBbHO-XPOHOJIOTUYECKOMU.

XPpOHOJIOTHYECKU-HOMHUHAIbHAA U HOMHHAJIBHO-XPOHOJIOTMYECKAST CXEMBI
OPUMEHSIOTCS JJIsl CHCTEMaTU3allui E€JUHHI] XpaHEHUs apXUBHBIX (QOHIOB
OeCCTPYKTYPHBIX OpTaHHU3AIUH.

83. IIpu cucremaTu3aluu €IMHULBI XPAaHEHUS ayJUOBU3YaIbHON U 3JIIEKTPOHHON
JOKYMEHTAILMH IONOJIHUTEIBHO HUCIOIb3YIOTCS OOBEKTHBIN U (POPMATHBIN MPU3HAKY.

84. EauHUIBl XpaHEHUs TPYNIUPYIOTCA IMOCIEIOBATEIbHO MO IPU3HAKaM,
OPUMEHEHHE KOTOPBIX SBISETCS LEIeCO00pa3HbIM ISl BCEX WM OTIEIbHBIX TPy
apXUBHBIX JTOKYMEHTOB apXUBHOTO (OHJIA.

85. JIOKyMEHTHI O JIMYHOMY COCTaBYy, HAYYHO-TEXHHUYECKAs] JOKYMEHTALHS B
apXMBHBIX (OHJIAaX HAy4YHO-HUCCIENOBATEIbCKUX OpraHu3aluid, pPYKONUCH B
U3JIaTeIbCTBAX, UCTOPUM OOJIE3HEN B MEAUIIMHCKUX OpPTraHU3alUsiX, aKThl IPOBEPOK B
(oHIaX KOHTPOJIBHBIX OPTaHOB BBIACISAIOTCA B 0COOBIE TPYIIIBI M CHCTEMAaTU3UPYIOTCS
000CO0JIEHHO OT YNpaBIE€HYECKON JOKYMEHTAIIUH.

86. ApXUBHBIE TOKYMEHTBHI JIUYHOTO MPOUCXOXKICHHUS CUCTEMATU3UPYIOTCS B
COOTBETCTBHH C pa3padaThIBAEMON apXHUBOM CXEMOW CUCTEMATHU3ALIHH.

87. EnuHuibl XpaHeHus] B O0bEMHEHHOM apXMBHOM (DOHJIE pacrmojiararoTcs 1o
3HAYUMOCTU (POHI000pa30BaTENIC, XPOHOJIOTUH MX CO3/IaHMs, aN(paBUTy HA3BaHUU.
Jnst apXuBHBIX (DOHIOB OJHOTHUITHBIX OpraHU3alMi HKCIOJb3yeTcs oOlas cxema
CHUCTEMATU3ALMH.

88. B mpexnenax apXuMBHOW KOJUIEKIIMM apXWBHBIE TOKYMEHTBHI OAHOTO BUIA (
Pa3HOBHIHOCTH) TPYHIUPYIOTCS 10 ABTOPCKOMY MPHU3HAKY C PACHOJIOKEHUEM TPy
eAVHUI] XpaHEHUs B al(haBUTHOM IMOPSIIKE HAUMEHOBAHUN OpraHu3aiui win GaMmuiuii
¢usnueckux aul. B npenenax apXuBHOM KOJUIEKLIHH, CO3JAHHOM MO TEMaTHYECKOMY
IPU3HAKY, IPYIIIMPOBKA apXUBHBIX JOKYMEHTOB IIPOBOJUTCS IO TEMAM WJIM BOIIPOCAM
, PacIlOJI0KEHHBIM B MTOPSAKE UX 3HAYMMOCTH WJIM XPOHOJIOTHU.

89. B COOTBETCTBUM CO CXEMOW CHCTEMAaTU3allMU E€JUHUIIBI XPaHEHUS
IPYNIUPYIOTCS CIEYIOUUM 00pa3oM:

1) enuHUIBI XpaHEHUS OTHOCATCA K TOMY TOJYy, C KOTOPOI'O Ha4aTo
JEeTONPOU3BOJCTBO, HJIM B KOTOPOM TMOCTYNWIM B JaHHYIO OpraHu3amnuio (



CTPYKTYPHOE MOAPA3ACIICHNE) U3 APYrol OpraHu3anuu (CTpyKTypHOIO MOAPa3IeIeHUs
) LISl IPOJIOJIKEHUS A€JIONPOU3BO/ICTBA;

2) enIMHMIBI XpaHEHHUs], COAEPIKAIIUE TUIAHbl, OTYETHI, CMETHI U MaTEpHUaJbl,
OTHOCATCSI K TOMY TOJly, HA KOTOPBIM MJIM 32 KOTOPBI OHU COCTaBJIECHBI, HE3aBUCUMO
OT JaThl UX COCTABIICHMS, €JUHULBI XPAHEHUS JTOJITOCPOYHBIX IUIAHOB OTHOCSTCS K
HAa4yaJbHOMY TOJY WX JIEMCTBHS, a OTYETHI 3a ATU TOJBl — K IOCIEIHEMY TOdY
OTYETHOTO NIEPHOJIA;

3) eAVHUIBI XpaHEHUs, HA4YaThIe JECIOMPOU3BOJICTBOM B OJIHOM CTPYKTYPHOM
noApa3/ieieHud M TepeJaHHble g MPOJOKEHHS B JpPYyroe CTPYKTYpHOE
noJipa3iesieHue, OTHOCATCSA K TOMY MOAPAa3/IeICHHUI0, B KOTOPOM OHH OBbLIN 3aBEPIIECHbI
;

4) B mpenenax roja WM XPOHOJIOTMYECKOTO MEPHOJA €IUHULBI XPaHEHHS
pacroJiararoTcs 1o 3Ha4MMOCTH (GYHKIMA OpTaHU3aluy WK B IOPSJIKE 3HAYUMOCTH U
JIOTUYECKOM B3aMMOCBSI3U BUJIOB U Pa3HOBUAHOCTEN JOKYMEHTOB;

5) enuHHIBl XpaHEHHUS, NPEACTaBIsAOINIMEe co00M NHUYHBIE JAena,
CUCTEMATU3HUPYIOTCS O rOaM YBOJIbHEHUS U aln(aBUTy paMuiInil pabOTHUKOB.
90. EnquHunbl XpaHeHWs B MpeAeiax MOCIEIHUX (3aBEepUIAIONINX) CXEM
CUCTEMATHU3ALIMH PACIIPENEIISAIOTCS M0 X 3HAYMMOCTH UM XPOHOJIOTUH.

91. Cuctemaruzaiys 3J1€KTPOHHBIX JOKYMEHTOB, C(HOPMHUPOBAHHBIX B CHCTEMAX
AIIEKTPOHHOT'O JOKYMEHTOOOOPOTa, OCYIIECTBISIETCS TaK)Ke, KaK U CUCTEMaTU3AIUs
JOKYMEHTOB Ha OyMa)KHBIX HOCHUTEIISAX.

92. JIOKyMEHTHI Ha 3JIEKTPOHHBIX HOCUTEJSAX CHUCTEMATU3UPYIOTCA MO BUAAM
HOCUTeNIell WHpopMauuu (MarHUTHBIE JIEHTHI, JIa3€pHbIE M KECTKHUE IUCKH,
KOMIIAKT-JUCKH, IUCKETBI), BHYTPU BUIOB — IO (opMaram mnpeAcTaBICHUS
uHdopMaiuu, 1anee — no xapakrepy 3adUKCUpOBaHHON MH(POpMALIIH.

IMTaparpag 3. Ilopsaok He(OHIOBOH OpraHU3alyy Ay AMOBH3YAIbHBIX JOKYyMEHTOB H
JOKYMEHTOB Ha DJIEKTPOHHBIX HOCHTEIIIX

93. Opranuszauus CO3JaHHBIX B JEATEIBHOCTH pPAa3JIMYHBIX HCTOYHUKOB
KOMIIJIEKTOBaHHUSI ayJIMOBU3YaJbHBIX JOKYMEHTOB IO WX BHJAaM, OJHOMY WIIH
HECKOJbKMM BHEIIHUM MpU3HAKaM (LIBETHOCTH, MaTepHally HOCUTENS MH(pOopManuu,
ero Qopmary, cucTeMe€ 3aluCU 3BYKOBOM HHGOpPMAUUMU U JAPYTHM) SBISETCS
He()OHAOBOW OpraHU3alMel apXUBHBIX JOKYMEHTOB.

94. KNHOAOKYMEHTBI U BUIEOJOKYMEHThBI CHCTEMATH3UPYIOTCSL:
1) mo Buaam (GuiIbMBI, CIEUBHITYCKH, KUHOXKYPHAJbI, OT/IEJIbHbIE KUHO- U
TEJIECI0XKETHI);
2) 1o roAam BBIITYCKa;
3) enuHuIaM yueTa (KOMIUIEKTaM);
4) nBeTHOCTH (I[BETHBIC, YEPHO-0OETIBIC);



5) dopmary mienku (8§ MUIITUMETpPOB (nanee — MMm), 16 MM, 35 MM, 70 MM u
JpyTHE).

3a eMHUIYY yuyeTa KUHOJOKYMEHTOB MPUHUMAETCS YacTh €IUHUIIBI XPaHCHMUS,
0JIHA WJIM HECKOJBKO €JIMHMI] XPAHCHUsS C 3alKChI0 ONpeeIeHHOro (uiabMa, CIel]
BBIITYCKA, KHHOKYpHAJIa, OTACIbHOTO KUHO- UJIU TEJIECIOKETA.

3a eIMHUIIBI XpPaHEHUS KHHOJIOKYMEHTOB MTpUHUMAaETCsl Gu3ndecku 000Cco0IeHHBIHI
PYJIOH KUHOTUIEHKH WM MarHUTHOM JIEHTHI C 3alMChI0 U300pa3UTEIbHOU W/Uiu
3BYKOBOW MH(POPMAIIUH.

Enununpl xpaHeHus pacrosaratoTcst mo dJeMeHTaM KOMILUIEKTa, a BHYTPU HUX — MO
HOPSIIKY HOMEPOB YaCTEl KUHOJJOKYMEHTA.

KommnekT KHHOJIOKYMEHTa COCTOUT U3 OpPUTHHANIa U KOMUM, OTHOCAIIMXCS K
OJTHOMY (pWIIbMY, CIIEIIMATLHOMY BBITYCKY, KHHOKYPHATY, KHHO- B TEJIECIOKETY.

Ha xuHOJOKYMEHTBI M BUACOJIOKYMEHTHI ONPENCICHHOTO BUAA COCTaBIISIETCS
OT/ieJIbHAsl ONMKUCh. BHYTpHU ONMKMCU KUHOJOKYMEHTBI CUCTEMATU3UPYIOTCSI IO BpPEMEHU
UX W3TOTOBJICHUS, MPOU3BOACTBEHHBIM HOMEpaM, MaTepuaity U (popMary HOCHUTEIS
uHpopManuu, IPyruM IpU3HAKAM.

95. 3a equHuIly yyeTa BUICOJJOKYMEHTOB IPUHUMAETCS YaCTh €IMHUIIbI XPAHEHHUS,
OJHa WJIM HECKOJbKO E€IUHUIl XPaHEHUS C 3alKChI0 OIPENECJICHHOIO CHOXKETa,
MPOU3BEACHUS JTUTEPATYPhl U UCKYCCTBA (HECKOJIbKUX MPOU3BEICHUN JIUTEPATYPhl U
UCKYCCTBa, 00BEJUMHEHHBIX MO ABTOPCKOMY, TEMATHUECKOMY WJIH JIPYTUM MIPU3HAKAM).

3a enWHUIy XpaHEHHS BHUJCOJOKYMEHTOB NPUHHUMAIOTCS (Du3mdecku
000COOIEHHBIN PYJIOH MAarHUTHOM JIEHTHI, KACCETA, IUCK C 3aMUChI0 N300pa3UTEIbHON
¥ 3BYKOBOM MH(pOpMaIu.

96. ®OTOIOKYMEHTBI CHCTEMATU3UPYIOTCS 110 BUJIAM:

1) HeraTUBBI PA3IMUHON IBETHOCTH (IIBETHBIC WU YEPHO-0EJIbIC) U PA3MEPOB;

2) cnaiizipl (AMano3UTUBBI) PA3IMYHON IBETHOCTH;

3) no3uTuBHI, (HOTOOTIICUATKY;

4) poTtoanbOOMBI;

5) nuapuabMBI;

6) poTOMOKYMEHTHl Ha IMU(POBBIX WM MHBIX MAITUHOYMUTAEMBIX HOCUTEISIX
uH(popMaIm, KoTopble 0003Havar0TCs OykBoit "I".

Pa3mepsl HeraTuBoB 0003Hauar0TCs udpamu ot 2 10 8: uudpa "2" cooTBeTCTBYET
HEraTUBY pa3MepoM 2,5 caHTUMETPOB (Hanee — cMm) x 3,5 cm; "3" -6 cm x 6 cm; "4" — 6
eMx9cem;"5"—-9cmx12cem;"62—10cmx 15¢em; "7" — 13 emx 18 em; "8" — 18 cm x
24 cMm. Ilpum cumcrematu3anmuu HEOONBIINX OOBEMOB HEraTMBOB pa3MepoB 6-8
JIOIyCKaeTcsl uX 00beIUHEHUE B OJIHY TPYIITY.

Ha ¢otomokyMeHTHI ONpeneeHHOT0 BUA COCTABIISIETCS OTAEIbHAS OIHKCH.
BuyTpu xaxaoit onucu poTogOKYMEHTHI CUCTEMATU3UPYIOTCS IO aBTOpaM, OOBEKTY
WU MECTY ChEMKH, IPYTUM IIPU3HAKAM.



3a equHUILY y4yeTa (OTOTOKYMEHTOB MPUHUMAIOTCS OJ[HA MJIM HECKOJIBKO €TMHUIL
XpaHEHUS C 3aMKChI0 OMPEIeICHHOTO AnadriIbMa.

3a enquHuUIly XpaHeHus (HOTOTOKYMEHTOB IPUHUMAETCS (U3HUECKH 000COOTICHHBIN
Kaap (HeraTtwB, MyONb-HETaTHUB, MO3UTUB, CIAWA (AMATMO3UTHUB), HECKOIBKO KAJPOB
MaHOPAMHOUW CheMKH, (HOTOOTIIEYATOK, PYJIOH Auadmibma, poToanroom).

97. 3a enuHUIly yueTa apXUBHBIX JOKYMEHTOB Ha 3JEKTPOHHBIX HOCUTEISAX
NPUHUMACTCS YacTh CAWHUIILI XPAaHEHHUS, OJJHA WU HECKOJBKO CIMHUI] XPAaHCHUS C
3aMKChIO AIEKTPOHHOTO JOKYMEHTA.

3a enWHUITY XpAaHCHUS apXUBHBIX JOKYMEHTOB Ha 3JIEKTPOHHBIX HOCHUTEIAX
npuHUMaeTcss GU3NIECKH 000COOTIEHHBIN HOCHUTENh C 3alHUChl0 YaCTH JOKYMEHTA,
OJTHOTO MJTU HECKOJBKUX JTOKYMEHTOB.

98. ®OHOMOKYMEHTBHI CUCTEMATH3UPYIOTCA 1O BHJIAM 3alHMCU 3BYKOBOU

uHopMamu:

1) bonorpaduueckas;

2) rpamMooHHas;

3) onruyeckasi;

4) MaruHuTHasi;

5) nazepHasi.

Ha ¢hoHO10KYyMEHTHI ONIpEeeIEHHOTO BH/IA 3aIMCH COCTABIISIETCS OTACTbHAS OTHUCH.

BuyTtpu onucu (pOHOJOKYMEHTHI CUCTEMATU3UPYIOTCS 1O MPUHAIICKHOCTU K
BBIITYCTUBIIAM WX OPTaHU3AIMSAM, MPOU3BOJCTBEHHBIM HOMEpaM, COJICPKAHUIO,
dbopMaTy HOCUTES 3aUCH U IPYTUM IIPU3HAKAM.

BuyTpu BHIOB (POHOMOKYMEHTHI pacIojaraloTcs Mo €JUHUIIAM y4yeTa U
KOMIIJIEKTaM.
3a enuHMIY ydeTa (POHOJOKYMEHTOB MIPUHUMAIOTCS YacTh CAMHMIIBI XPAHCHUS,
OJIHA WJIM HECKOJIbKO €IMHMIIBI XPAHEHHS C 3aMKChI0 3BYKOBOW MHQoOpMaIuu 00
OTIPEJICTICHHOM COOBITHUH, MPOU3BEICHUU JUTEPATyphl U UCKYCCTBAa (HECKOIBKHX
NPOU3BENICHUN JIUTEpaTyphl M HCKYCCTBA, OOBEIMHEHHBIX 110 aBTOPCKOMY,
TEMaTUYECKOMY WU APYTUM MpU3HAKAM).
3a eauHHIly XpaHeHHUS (POHOJOKYMEHTOB NPUHUMAIOTCS (U3UIECKHU
000C00JICHHBIE PYJIOH KHWHOIUJIEHKH, MArHUTHOW WU OyMa)KHOW JIGHTHI, KacceTa,
BOCKOBOM BaJIMK, AMCK C 3alMChIO 3BYKOBOW MH(OpMAIUK.

KommiiekT poHOT0KYMEHTa COCTOUT U3 OpUTHMHANIA M KOIUM, OTHOCSIIHUXCS K
OTIpeIeTICHHOW EAMHMIIC yUeTa.

99. Enunuiel XpaHeHUss BHYTPH €AUHUII yY€Ta PaCIoJiaraloTcs B TMOPSIAKE
IPOU3BOACTBEHHBIX HOMEPOB, 0003HAUYEHHBIX HA ITUKETKAaX, a BHYTPU KOMILUIEKTa B
ClIeyIoIel OCIe10BaTeNbHOCTH — OPUTUHAJIBI, KOTIHH.

IMaparpad 4. Ilopsmok XpaHeHHs apXUBHEIX JOKYMEHTOB



100. ApxuBHBIE HOKYMEHTBI XPaHSITCSA B YCIOBHSX, 00CCIICUMBAIONINX UX
COXPaHHOCTb.

101. YcnoBust XpaHeHUs] apXUBHBIX JJOKYMEHTOB 00CCIICYHBAIOTCS
1) cTpoUTENLCTBOM, PEKOHCTPYKIIMEH U PEMOHTOM 3/IJaHUM apXUBOB;

2) co3aHheM MPOTUBOMOKAPHOTO, OXPAHHOTO, TEMIIEPATYyPHO-BIAKHOCTHOTO,

CBETOBOTO M CAHUTAPHO-TUTUEHUYECKOTO PEKUMOB B 3JaHUH U TIOMEIIEHUSX apXUBa;
3) npuUMEHEHUEM CHEIUANIBHBIX CPEJICTB XPaHEHUS U MEePEMEIICHUS apXUBHBIX
JIOKYMEHTOB (CTeJUT1aXKu, MKadbl, cei(pl, KOPOOKH, MATKU U APYTHUE).

102. B palioHe pacronoKeHHus 3JaHUsI apXyBa HE JIOIYCKAETCs MPEBBILICHUE
CIEAYIOIIMUX CAHUTAPHBIX HOPM CPEIHECYTOYHON KOHILIEHTPALIMU BPEIHBIX NPUMECEN B
aTMOCc(EpHOM BO3/IyXe:

1) cepnoii kucioTel — 0,1 MuwITUTpaMM Ha KyOudeckuii MeTp (nanee — Mr/m3);
2) okcuaoB cepsl — 0,05 mr/m3;

3) okcunoB azota — 0,085 mMr/m3;

4) xnopa — 0,03 mr/m3;

5) cepoBoaopoaa — 0,008 mr/m3.

103. CtpouTenbCTBO M PEKOHCTPYKUHUS 3JaHUS apXvBa IMPOU3BOASTCS B
COOTBETCTBUM C HOPMATUBHBIMH TEXHUYECKHMH JIOKYMEHTaMH, COJIepKAIUMU
TpeOOBaHUA K 3[JaHUSIM, U IPOCKTHOMN JOKYMEHTALIUEH.

104. 3nanue apxuBa TpEACTaBIsACT COOOM KOMIUIEKC OCHOBHBIX U
BCIIOMOTATEIbHBIX TMOMEIICHUH, TMpeIHa3HAYeHHBIX [JIs1 cOopa, mpuoOpeTeHwus,
KOMILIEKTOBAHHUS, YIOPSIJAOYEHHUS, XPAaHEHHUS, y4eTa M MCIOJIb30BAHUS apXUBHBIX
JIOKYMEHTOB.

3nanue apxuBa 000pyIyeTCs CUCTEMaMH U CPEACTBAMU OXPAHHON M MOMKaAPHOM
CUTHAJIU3AINH.
105. K noMenieHusiM apxuBa OTHOCSITCSA:
1) apXUBOXpaHUINIIA;
2) pabourie moMenieHus paOOTHUKOB apXUBa;
3) momenieHus AJig MpUeMa U BpeMEHHOI0 XpaHEeHUsl, aKKIIMMaTH3aluKd apXUBHBIX
JIOKYMEHTOB;

4) momenieHus i U30JISAIUU, Ee3UH(PEKINU U JE3UHCEKIMU MOPAXKEHHBIX
APXUBHBIX IOKYMEHTOB;

5) momemienus Uil 00€CHBUIMBAHMS, TIEpEIJieTa U pecTaBpaliid apXUBHBIX
JIOKYMEHTOB;

6) moMelieHus JJIs KONMUPOBAHUS M PECTaBpAllMd apXUBHBIX JOKYMEHTOB,
00pa0OTKH ITUIEHKH M TPOBEJEHUS TEXHUYECKOrO KOHTPOJIS ayAHMOBU3YyaJbHBIX
JIOKYMEHTOB;

7) OMEIIEeHUsI 111 XPaHEHHUS YUETHBIX JIOKYMEHTOB;
8) moMeneHust 1711 XpaHEHUs apXUBHBIX JOKYMEHTOB Ha SJIEKTPOHHBIX HOCUTEIISIX;



9) momemieHUs YUTAIBHOrO 3aja C Yy4YacTKaMU BbIJaYd J€Jd U
CIIPABOYHO-TIOUCKOBBIX CPEJICTB, BPEMEHHBIM XPaHUIIUIIIEM;

10) Hay4gHO-CcripaBOoYHAas OMOIHOTEKA;

11) meTonnyeckuii KaOUHET;

12) BbICTAaBOYHBIH 3aJl.

106. Pazmerienre apxuBa B 3/IaHUSIX U MOMEIIEHUSIX, TPUCTIOCOOJIEHHBIX IS
XpaHEHHUsI apXUBHBIX JIOKYMEHTOB, MHPOU3BOJUTCS HA OCHOBAHUHM pPE3YyJIbTaTOB
JKCIIEPTU3bI COOTBETCTBUA 3aHUs (IOMELIECHUS) JUIsl Pa3MELEHUS ApXUBA PELICHUEM
OIIK apxuBa, Apxua IIpe3sunenta PecnyOnuku Kazaxcran i MUO.

DKcnepTh3a yCTaHABIMBAET CTENEHb OTHECTOMKOCTH 3/1aHUsA, 10JITOBEYHOCTh €ro
OCHOBHBIX KOHCTPYKLUHMI M TPOYHOCTh MEXKITAKHBIX MEPEKPHITUA C Yy4YETOM
NOTEHIMAJIBHBIX HArpy30K, COCTOSIHUE MMOMENIEHUH 3/1aHuA (ITO3TAXKHBIX, T0JBAJIbHBIX,
YepJlayHbIX ), HATMYUE U COCTOSTHUE OTOMUTEIBHBIX U BEHTUIISIIIUOHHBIX CHCTEM.

He nonyckaercs pa3MmelleHue apXuBoB:

1) B BETXUX CTPOCHUSX, IEPEBSIHHBIX MOCTPOUKAX;

2) B 3JJaHUSIX C CBIPBIMU OCHOBHBIMU, TIO/IBAIbHBIMU, YEP/IaYHBIMU TOMEILICHUSIMU;

3) B 31aHUSAX C NMEYHBIM OTOTICHUEM;

4) B 37aHUSX, 3aHATHIX CIYy>KOaMu OOILECTBEHHOIO MUTAHUSA, MUIIEBBIMU CKIIaJaMu
, OpraHU3alMsIMH, XPaHAIIMMU MOXApPOOTACHBIE M arpecCHUBHBIC BEILECTBA WJIHU
IPUMEHSIOLIIMMH M0KapOONACHbIE 1 XUMUYECKUE TEXHOJIOTHH.

107. IIpenqna3sHaueHHbIe U1l XPAHEHUS apXUBHBIX JTOKYMEHTOB IIOMEILECHUS B
3JIaHUSIX, IPUCTIOCOOJIEHHBIX JIJIsi XpaHEHUS! apXUBHBIX JIOKYMEHTOB, U30JIUPYIOTCS OT
OCTaJIbHBIX TOMEIICHUH 3aHusl.

108. ApxXuBOXpaHUIIUIIIE PACIIOIATAETCs MAKCUMAIIBHO yIaJIeHO OT J1a00paTOpHBIX,
IPOU3BOACTBEHHBIX, OBITOBBIX MOMEUICHUH apXHBa U U30JIMPYETCS OT OOIIUX C HUMHU
BEHTUJISILMOHHBIX KAHAJIOB. APXUBOXPAHWINILE OTAEISAETCS OT COCEIHUX MOMEIEHNUN
apXuBa HECrOpaeMbIMU CTE€HAMHU U MEPEKPBITUSIMH C MpeJeIaMud OTHECTOMKOCTH He
MEHee JBYX YacoB. B apXuMBOXpaHUIUIIE HE OOMYCKAIOTCS MPOKIaaKa Tpyo
BOJIOCHA0XKEHUS U KaHAJTU3alUH, TEXHOJIOTUYECKHUE UITU OBITOBBIE BHIBOJIBI BOJIBI.

109. ApxuBoxpaHUWJIHIIE pa3MeniaeTcs ¢ COOJNIOJEHUEM YCIOBUSI YI0OHOTO
BBIXOJIa K JIU(PTaM U JIECTHUYHBIM ILUTOIIAIKAM.

110. Jlns TOKpBITHSA CTEH, IOJIOB, MOTOJKOB, BHYTPEHHEH apMaTyphl
apXUBOXPAHUJIUIIA, U3TOTOBJICHUS OOOPYJAOBAaHUS U CPEICTB XPAHEHUSI apXUBHBIX
JOKYMEHTOB HE JIOMYCKAETCs UCIOIb30BaHUE MATEPUATIOB, COOMPAIOIIMX MbUTb U/UITU
BBIICISIIOIINX arpECCUBHBIE XUMUYECKUE BELIECTBA.

111. ApXUBOXpaHUIIUIIE OCHAIIAETCS €CTECTBEHHOW WU MCKYCCTBEHHOU
BEHTWISILIUEH, CUCTEMOW KOHIUIIMOHUPOBAHUS, O0ECIEUUBAIOIIEH PELUUPKYIISIUIO
BO3JlyXa C KpPaTHOCThIO oOMeHa 2-3, CTaOMJIBHOCTh TEMIEPATYPHO-BIAKHOCTHOTO
peXumMa, OUMCTKY BO3yXa OT MBUIM U arpeCCUBHBIX MTPUMECEH.



B apxuBoxpanwmiuiie obecnednBaeTcs cBOOOAHAs LUPKYJIALMS BO31yXa,
UCKJTIOYarolas 00pa3oBaHie HEMPOBETPUBAEMBIX 30H YCTOMUMBOIO MUKPOKIIUMATA.

BrIcoTa apXMBOXpaHHWIMIIA OT I0Ja J0 MOTOJIKA COCTABIISIET HE MEHee 2,5 METPOB
u He Oosee 4 METPOB.

112. He nomyckaetcst xpaHnenue (HOHO-, BUACO- U IJIEKTPOHHBIX TOKYMEHTOB Ha
HOCHUTENIIX C MarHUTHBIM pabO4YuM CJIOEM B apXUBOXPAHWIMILE C MAapa3UTHBIMU
NOCTOSIHHBIMU WJIM IEPEMEHHBIMA MATHUTHBIMH TOJIIMHU HANPSKEHHOCTHIO Ooiiee 400
aMmriep.

113. ApXBOXpaHWIHILE APXUBHBIX JOKYMEHTOB HA HUTPOOCHOBE U30JIMPYETCS OT
OPYTUX apXUBOXPAHWINIL. B HU)KHEW 30HE apXUBOXPAHWIMILA APXUBHBIX TOKYMEHTOB
Ha HUTPOOCHOBE MPEAYCMATPUBAETCS TONOJIHUTENbHAS BBITSKKA BO3/1yXa.

114. IIpoTUBOMOXKAPHBIN PEKUM B 3[1aHUU APXMBA U APXUBOXPAHMIUIIAX
OCYIIECTBIISIETCS] B COOTBETCTBUH C 3aKOHO1aTeNbcTBOM PecnybOnuku Kazaxcras.

115. OxpaHHBI pexuUM apxuBa 00ECIEYUBAETCS KOMIUIEKCOM Mep IO
00€eCIeYeHNI0 MH)KEHEPHO-TEXHUYECKON YKPEIUIEHHOCTH, 00OpYyIOBaHUIO 3/1aHus (
NOMEIIEHMS) apXHBa CPEJCTBAMU OXPAHHOM CUTHAIM3alWUU, OpraHU3aluy 1mocTa (OB)
OXpaHbl, ONEYATHIBAHWIO ITOMEILIEHUH, COOJIIOJACHUI0 BHYTPUOOBEKTOBOTO H
IPOITYCKHOT'O PEXKUMOB, XPAHEHHIO KITIOUEH OT CITY>KEOHBIX MOMEIICHU.

TpeboBanus kK apXUBOXPAaHUIUIIAM U IPYTUM MOMEIICHUSIM apXHBa, B KOTOPBIX
XPAHATCSA CEKPETHbIE apXUBHBIE TOKYMEHTBI U HPOBOJATCS pPabOTHl C HHUMH,
yCTaHaBIUBAIOTCS B COOTBETCTBUU C 3aKOHOAATeNbCTBOM Pecnybnuku Kazaxcran.

116. 3nanue apxuBa MOJIEKUT OCHAILIECHHUIO CPEJICTBAMH OXPAaHHON CUTHAJIA3ALUH.
OrneyarsIBaHUIO NOJIEKAT aPXUBOXPAHUIIMIIA, MATEPHAIBHBIE IIEHHOCTH, a TaKXKe
ABApUIHBIEC U 3aIIaCHBIE BBIXOJBI U3 3/1aHMs apXUBA, OCHOBHOW BXOJ IIPU OTCYTCTBUHU
KpPYTJIOCYTOYHOT'O MOCTA OXPaHBI.

117. ApxuBoxpaHwiuila U Ipyrue MOMENIEHuUs, I/1€ IOCTOSHHO WM BPEMEHHO
XPaHSTCS] ApXUBHBIE TOKYMEHTBI, 000pYAYIOTCS IBEPSMHU C MOBBIIIEHHON TEXHUYECKOU
YKPEIUIEHHOCTHIO ITIPOTUB BO3MOKHOTO B3JI0Ma, OCHAILICHHBIMU 3AMKAMH ITOBBIILIEHHON
CEKpPETHOCTH.

Ha oxHax HOKOJIBHBIX 3TaXE€W W NMOABAIBHBIX ITOMEIIECHUN YCTAaHABIUBAKOTCS
OTKUJHBIE METAJUIMYECKUE PELIETKH.

Bce ak3eMIisippl Kitouei (3a HCKIIOYEHUEM OTHOCSALIUXCS K TOMEIICHHUSIM apXuBa,
Ha KOTOpBIE PacCIpOCTPAHSIOTCS CHElHalbHbIe TPeOOBaHUS PEXHMa CEKPETHOCTH)
YUYUTBIBAKOTCS B JKypHAJIE PETHCTpPAlMM KJIOYEH K 3aMKaM IOMEIICHUM apxuBa,
BEJICHUE KOTOPOTO PYKOBOAMUTEIEM AapXHMBAa BO3JAaraeTcsi Ha OTBETCTBEHHOTO
paboTHHKA apxuBa. B yka3aHHOM XypHaje OTMEYaeTcsl, y KOro u3 pabOTHUKOB apXUBa
UMEIOTCS KJIFOYM OT Ka)JOro U3 MOMEIIEHU, C pacCUCKON paOOTHHKA B MOJYYEHHUU
IK3EMIUIIPA KIIFOYA.



Ko Bcem nomenieHusiM apxuBa, OCHaILIEHHBIM 3aMKaMU, UIMEIOTCSI HE MEHEE ABYX
KOMIUIEKTOB KJIIOUEH, OJIUH U3 KOTOPBIX MOCTOSHHO HAXOJUTCS B CIYXO€ OXpaHbI
apXuBa.

[Topsimok xpaHneHus! KJtoueit B pabouee U Hepabouee BpeMs, MOTyUYCHHS KIII0UYeH B
ciayxk0e OXpaHbl, clauyu KIYEeH W TMOMEIICHUM MMOoJ OXpaHy YyCTaHABIHUBAETCS
PYKOBOJUTEIEM apXUBa.

ApxuBoxpaHuiulle B pabouee BpeMsl, €CIM B HEM HE pabOTarT pabOTHUKH,
3aKpbIBaeTCs Ha Kiro4. Kiroun oT apxuBOXpaHunuiia B pabouee BpeMs HAXOIATCS Y
3aBEAYIOIIETO APXUBOXPAHMIMILEM WU JIMIIA, €r0 3aMEIIA0IIETO.

118. B apxuBOXpaHUIUIIE UMEIOT TOCTYN 3aBEAYIOMMUA U PAOOTHUKUA JAHHOTO
apXUBOXPAHUIIHUIIA, PYKOBOJIUTEIb apXHUBa U €ro 3aMECTUTENHU, IJIaBHBIM XPaHUTEIb
apxuBHBIX (GoHI0B. [lodhamMuIbHBIA CHHUCOK JIHMI], UMEIOIHNX IPaBO IOCTyIMa B
apXUBOXPAHWINIIE, HAXOJIUTCS Ha TOCTy OXpaHbl. [pyrue paOOTHUKM apXuBa
JOMYCKAIOTCSI B apXMBOXPAHWIMIIE TOJBKO B CONPOBOXJICHUU 3aBEIYIOIIETO
apXMBOXPAaHWIHIIEM WM JIMIA, €ro 3aMmemaromero. MHele nuna gomyckarorcs B
ApXUMBOXPAHWIHNIIE B HCKJIIOUUTEIbHBIX CHy4asX TOJbKO IO NHChMEHHOMY
pa3pelIeHUI0 PYKOBOAUTENS apXWBa U B CONPOBOXKICHUU 3aBEIYIOLIETO
apXUBOXPAHWIUILEM WU JIUIA, €r0 3aMEIalIIETO.

119. BoiHOC 13 apXKBa apXUBHBIX JOKYMEHTOB, MATEPHAIbHBIX LIECHHOCTEN U KHUT
Hay4yHO-CIpaBOYHOM OuoOnumorexku, a Takxke HCA pazpemaercs TOJBKO MO
CIEUAIIBHBIM MPOITyCKaM.

120. B apxuBoxpaHuiaumiax oOecneYnBaeTCs CIeAYIOMUM
TEMIIEPATYPHO-BIAKHOCTHBIN PEKUM JI0JITOBPEMEHHOTO XPAHEHUS:

1) nns TOKyMEHTOB Ha OyMa)XHbIX HOCUTENSX — Temmeparypa +17 - +19° C,
OTHOCHUTEIIbHAS BIAXXHOCTh Bo3yxa 50-55%;

2) 11si KHHOJIOKYMEHTOB Ha YePHO-0€IbIX TIICHOYHBIX HOCUTEIISX:

Ha HUTPOOCHOBE — Temmeparypa +10° C, oTHocuTenbHas BIaXHOCTh Bo3ayxa 40-
55%;

Ha Oe30ImacHoOi ocHOBe — Temmeparypa +15° C, oTHOCUTEIbHAS BIAKHOCTH
Bo3nayxa 40-55%;

JUISl KHHOJOKYMEHTOB Ha LIBETHBIX IJIEHOYHBIX HOCUTENSAX — Temnepatypa -5° C,
OTHOCHUTEIIbHAS BIAXXHOCTh Bo3yxa 40-55 %;

3) ns yepHo-0enbix (HOoTOAOKYyMEHTOB —TemmepaTtypa +15° C, oTHocuTebHAs
BIIQXXHOCTB Bo3ayxa 40-55%;

JUTSI TIBETHBIX (POTOJOKYMEHTOB — Temneparypa -5° C, OTHOCUTENNbHAS BIAXKHOCTh
Bo3nyxa 40-55%;

4) nng TOKYMEHTOB Ha MAarHUTHOM JICHTE U IUCKOBBIX HOCUTENSX — TeMmepaTrypa +
8 - +18°C, oTHOCUTENBHAS BIAXKHOCTH Bo3ayXxa — 45-65 %;



5) s TOKyMEHTOB Ha 3JIEKTPOHHBIX HOCUTENSIX HH(OpMaIuu — temreparypa +15
- +20°C, oTHOCHUTENbHAA BIAXHOCTh Bo3yxa 50-65 %.
121. Opranuzanusi XxpaHeHUs FIEKTPOHHBIX IOKYMEHTOB (J1€J1) BKJIFOYAET:
rapaHTUPOBAHHOE XPAHEHUE BJEKTPOHHBIX JOKYMEHTOB (7leJ) B TEUYEHHUE
YCTaHOBJICHHBIX CPOKOB XpaHEHUS;

obOecrieueHre HaAMUUMsI U (U3UUECKON COXPAHHOCTH BCEX OOBEKTOB XPaHEHMS;
oOecreyeHue NEeJTOCTHOCTH BCEX 0OBEKTOB XPAaHEHUS;

oOecrieueHre yCIoBUM NIl BOCIIPOU3BEACHUS SJICKTPOHHBIX IOKYMEHTOB (Z1€71) B
JIOJITOBPEMEHHOM NIEPCIIEKTUBE;

KOHTPOJIb NEPEMEIICHUS SJIEKTPOHHBIX TOKYMEHTOB (Z€) (Mepe3anuch Ha HOBBIM
ANIEKTPOHHBIA HOCUTENb U T.I1.).

XpaHeHHe NEKTPOHHBIX JOKYMEHTOB (J1e]1) B apXHUBE OCYIIECTBISAETCS:

1) Ha ¢uzmyeckn 000COOIEHHBIX HOCUTENISIX — B ABYX DK3EMIUISIpax, OJUH U3
KOTOPBIX SIBJISIETCS OCHOBHBIM, IPYroil — pabo4uM (IpU 3TOM OCHOBHOM M pabouuit
AK3EMIUISAPBl XPAHSATCS B Pa3HbIX apXUBOXpaHWUIUIIAX (TMOMEIICHUAX) TpHU
TEMIIEPATYPHO-BIAJKHOCTHOM PEKHUME, PEKOMEHJOBAHHOM MPOU3BOJIUTEIAMU
HOCHUTENEN);

2) B UC DA — Ha coOCTBEHHOM 000PYIOBAaHUU apXHBa WM B LIEHTpax 00pabOTKH
JTAHHBIX TOCYAAPCTBEHHBIX OPTAHOB.

OO0s3aTeNbHBIMU YCIOBUSMH XPAHEHUS JIEKTPOHHBIX JIOKYMEHTOB (J1€]1) Ha
¢uznyecku 060COOTEHHBIX HOCUTENAX SBISIOTCS:

1) mpuMeHeHue HocuTeseH, MpeIHa3HAYeHHBIX ISl 10JATOBpEeMEHHOTOo (cBbitie 10
JIeT) XpaHEeHHs] HHPOPMALINH;

2) Hanmu4Yre TEXHUYECKUX U MPOTPAMMHBIX CPEICTB, MO3BOJISIOIINX OCYIIECTBIIATD
UX BOCHpPOM3BEACHUE, MUTPALUI0 U KOHBEPTALMIO, a TaKXe KOHTPOJHUPOBATH
bu3rUecKoe U TEXHHYECKOE COCTOSIHHE,

3) mpoBeJeHNE MHUTPAIIMU Ha HOBbIC HOCUTENHN U KOHBEPTAIIMH B COBPEMEHHBIC
dbopmartsr;

4) opraHuzanusi KOHTPOJS 3a HMX AyTEHTUYHOCTHIO, IE€JIOCTHOCTHIO,
JOCTOBEPHOCTBIO, IPUTOAHOCTHIO 1711 UCIIOJIb30BAHUSI.

HopmaTuBHBIE ycloBUS XpaHEHHS AJIEKTPOHHBIX JTOKyMeHTOB (aen) B UC DA
o0ecreynBaroTCs:

1) ee cooTBeTcTBHEM TpeOOBaHUSAM 3aKOHOAaTeIbCTBa PecnyOnmku Kazaxcran B
0o0JIaCTH CO3JaHMs, pa3BUTUSA, BBOJA B JKCIUIyaTallUl0 TOCYJAapCTBEHHBIX
UH(OPMAITMOHHBIX CHCTEM M XPaHCHHS B HUX MH(POPMAIIUU;

2) coOmwoJeHreM MpU ee IKCIUTyatanuu TpeOoBaHUN HHOOPMAIIMOHHOM
0€30MMacHOCTH U 3alIUTHl HHPOPMAIIIH;

3) pe3epBHON MUTpalMeil 3JIEKTPOHHBIX JOKYMEHTOB, B TOM 4YHCIIE MpHU
NPUMEHEHUU O00JIAYHBIX TEXHOJOTUH, U UX KOHBEpTAIEeH B COBPEMEHHbIE (OPMATHI.



122. YcnoBust XpaHeHUs SJIEKTPOHHBIX JTOKYMEHTOB (J1€J1) TOKHBI 00€CTIeuYnBaTh:
COOJTI0JICHUE TEeMIMEPaTypPHO-BJIAKHOCTHOTO, CAaHUTAPHO-TUTUEHUYECKOTO,
MPOTUBOMOKAPHOTO U OXPAHHOTO PEKUMOB XPaHEHUS,

MPUMEHEHHUE CHEeNHaTbHBIX CPEACTB XpaHEeHHUs (cepBepHOE 000pyJAOBaHMUE,

MeTaTndeckne mkadwl, 00KCHI, QY TISIPHI U IpyTHE).
123. OcHOBHBIMHM TapaMETpamMu, ONPEACISIONIUMUA HAJEKHOCTh YCIOBUM
XpaHEHUs JIEKTPOHHBIX JIOKYMEHTOB (J1€J1), SIBJISTFOTCS:
3arpsi3HEHHOCTb CPEBI;
TEeMIIEpATYPHBIE YCIOBUS XPAHCHHUS;
OTHOCHUTEJIbHAS BJIAXKHOCTb CPEIbI;
BO3JICHCTBUE JIEKTPOMArHUTHBIX TOJICH;
obecnieueHne WHXECHEPHOW WH(PPACTPYKTYpHI MEHTpa 0OpabOTKH MaHHBIX
HEO0OXOIUMBIMHU YCIIOBUSMH JIJIS1 €T0 padOThI;
KOHTPOJIb CPOKA IKCILTyaTallUU SJEKTPOHHBIX HOCUTEIIEH.

124. lns obecrniedeHUsi ONTUMAIBHOTO TEMIIEPATypPHO-BIAXXHOCTHOTO pPEXUMa
XpaHEHUsl AIEKTPOHHBIX JTOKYMEHTOB (JIeJ1) B XpaHUIUIIE HEOOXOAUMO OOECIEeUUTh
coOJII0ICHUE CICAYIOIINX TPEOOBaHMIA:

JUISi MAarHUTHOM JIEHTHI U JIUCKOBBIX HOCUTEINICH TeMIlepaTypa Bo3ayXa J0JDKHA
ObITh OT +8710 +18°C, oTHOCHUTENBHAS BIIAXKHOCThH BO3/IyXa JIOJDKHA MOICPIKUBATHCS B
nuana3oHe oT 45 1o 65%;

U1 ONTHUYECKHUX JHCKOB TeMmIleparypa HeIokHa mnpeBbimars+25°C,
OTHOCHUTENbHAS BJIAXKHOCTh BO3AyXa JOJKHA coCcTaBisATh 20-50%;
JUIsl CEPBEPHOT0 000OPYI0BAHUS TEMIIEpaTypa BO3AyXa JI0JKHA ObITh 0T+1810+24°
C, oTHOCUTENBHAS BIAXKHOCTh BO3/lyXa A0JKHA cOCTaBIATh 30-50 %.
CxopocTh U3MEHEHUS BJIAYXHOCTH BO3/yXa HE JOJKHA MpeBbIaTh 6% B vac.
ATMochepHoe aBieHre JOMKHO HaXOAUThCs B mpenenax oT 84 mo 107 kIla.

125. B apXuBOXpaHWIHIIE C HEPETYyJIUPYEMbIM KJIMMATOM OCYIIECTBIISIOTCS
MEpONPUATUS 1O ONTUMHU3ALUU TEMIEPATyPHO-BIAXHOCTHOTO peXuUMa C
NPUMEHEHUEM ONTUMAJIBHOTO OTOIJICHUS U MPOBETPUBAHUS MOMEIICHUM, a TakxKe
MEXaHUYECKUX CPEJCTB YBJIAXHEHUS WM OCYIIeHUs Bo3ayxa. He momyckarorcs
pE3KHue CEe30HHbIE /WU CyTOUYHBIEe KosieOaHus Temneparypsl (£5°C) U OTHOCUTEIBHOM
BIIAXXHOCTH Bo3ayxa (£10%).

[Ipy nnuTEeNTbHOM HApyIIEHUU TEMIEPATyPHO-BIAXKHOCTHOIO pexuMa (0T Tpex
CyTOK M 00Jiee), COMPOBOXKAAIOIIEMCSI MOBBIIMICHUEM OTHOCUTEIbHOM BJIAXXHOCTH
Bo3Ayxa A0 79-90 %, mpuHHMAIOTCA MEphI MO €ro HOpMaIM3anuu (MHTEHCHUBHOE
IPOBETPUBAHKE, OCYILIEHUE APXUBOXPAHUIIUIIA).

126. B nepuoj TexHOIOrn4YecKoil 00pabOTKN apXUBHBIX JOKYMEHTOB JIOMTYCKAeTCs
UX BPEMEHHOE XpaHEHHE (/10 JBYX MECAIEB) B MOMEIICHUSX C HEPEryJIUpyeMbIM



TEMIIEPATYPHO-BIAXKHOCTHBIM peKUMOM Iipu TemnepaTtype 20+5°C 1 OTHOCHUTENIBHOM
BJIIAXKHOCTH Bo3ayxa 504+20%.

TemnepaTypHO-BIa)KHOCTHBIM PEXKUM XPAHEHUS APXUBHBIX JOKYMEHTOB
KOHTPOJUPYETCA MyTEM PETYJISPHOIO0 MU3MEPEHUs] TeMIepaTypbl U OTHOCUTEIbHOM
BJIQYKHOCTH KOMHATHOTO U HAPY>KHOTO BO3/lyXa B OJTHO U TO K€ BPEMSI.

B KOHIUIIMOHUPYEMBIX OMEUIEHUSIX U3MEPEHNUE MPOBOJMUTCS HE PEKE OJIHOTO
pasa B HEJENI0, B apXMBOXPAHWIMILAX C HEPETYJIHPYEMbIM KIMMATOM — JIBAa pa3a B
HEJIENIO0, IIPU HAPYLICHUSX pEeKUMa — OJUH pPa3 B CYTKHU.

127. Tloka3anusi KOHTPOJIbHO-U3MEPUTEIbHBIX MPUOOPOB (PUKCUPYIOTCS B
PETUCTPALMOHHBIX JKypHajiaX, B KOTOPBIX TakKXe OTpakalTCs MpoBepKa
NPaBUJIBHOCTU TMOKAa3aHUM NPUOOPOB MU MEpbI, MPUHATHIE MO HOPMAIU3AIUU
TEMIIEPATYPHO-BIAKHOCTHOTO PEXXUMA B CITy4asiX €ro HapyIICHUS.

128. HomeHnkiiarypa mpUMEHSEMBIX KOHTPOJIbHO-U3MEPUTEIbHBIX MpUOOPOB,
NOPSIAOK U3MEPEHUSI U PETUCTPAIlUU MTapaMEeTPOB KOMHATHOTO U HapY>KHOT'O BO3AyXa
ONPENEIIAITCS HOPMAaTUBHBIMU U METOANYECKUMU JOKYMEHTAMH.

KouTponbHO-U3MepuTeIbHbIE MPUOOPHI MOHTUPYIOT Ha OJHOM IIUTKE,
pa3MEIIEHHOM B TJIaBHOM MPOXOJI€ apXMBOXPAHWIMIIA Ha CTEIUIaXKe, BAAIH OT
OTOMUTEIbHBIX U BEHTWISIIIMOHHBIX CUCTEM (KOHTpPOJIbHAs TOYKa), HE MEHEee OJIHOU
KOHTPOJIbHOM TOYKM HA KOMHATY WJIY Ha APYC.

129. XpaHeHne apXMBHBIX JOKYMEHTOB OCYILIECTBIISIETCA B TEMHOTE. APXHUBHBIE
JOKYMEHTBI pa3MeNIaloTcs B MepervieTax, mankax, Kopookax, mkadax, Ha cTeiaxax
3aKpBITOTO THUIMA, & TaKXKe C COOJIOJICHHEM CBETOBOTO PEKHMMA, YCTAHOBIEHHOTO
nyHKTOM 131 Hactostmux [IpaBuin.

130. ApxuBoxpaHWINIIA OCHAIIAIOTCS €CTECTBEHHBIM WJIM MCKYCCTBEHHBIM
OCBEIICHUEM M Pa3MEIIA0TCs B TOMEIICHUSIX ¢ OKHAMU MM 0€3 OKOH.

131. EcTecTBEeHHOE OCBEIICHUE B apXUBOXPAHUIUIIE JOIYCKAETCS PACCESHHBIM
CBETOM IIPH YCJIOBUU NMPHUMEHEHHUS Ha OKHAX CBeTOpacceuBaTesied, aBTOMaTUHYECKUX
PETyJISTOPOB CBETOBOTO IMOTOKA (CIEMHATBHBIX CTEKOJ), 3aIlIUTHBIX (DUIHTPOB,
YKaJI03H, IITOP, HAHECEHHBIX HA CTEKJIO MOKPBITUH.

JI1st UICKYCCTBEHHOT'O OCBEIIICHUS B apXUBOXPAHUIIUILE MPUMEHSIOTCS JaMIIb
HAKaJIMBaHUSI B 3aKPBITHIX TUIa(OHAX C TIaJAKON HAPYKHOU MOBEPXHOCTHIO.

132. DnexTponpoBOAKa B apXMBOXPaHWIMINAX NPOKIAABIBAETCA CKPBITO,
UCIIOJIb3YIOTCSl TEPMETUYHbBIE WIIA TOJYyT€PMETUYHBIC LITEIICENIbHBIE PO3ETKU IS
MEepEeHOCHOM ammaparypbl (MbLIECOCOB, jJaMn U Jpyrux). HIHypsl mepeHOCHOM
arrmapaTypbl OCHAIAOTCS PE3MHOBOM H30JIAIUCH. APXHUBOXPAHMIIHIIA 000PYIYIOTCS
OOIMMU M TOA3TAXKHBIMM DJIEKTPUUECKUMHU pyOMnbHUKaMu. PyOunbHUKH,
pacrpeeNuTeNbHbIE JICKTPOIIUTH U TIPEIOXPAHUTENN, 00SCIICUYNBAIONINE TUTAHNE



PO3ETOK M UX OTKJIFOYEHHUE, YCTAHABIMBAIOTCS BHE apxXxuBOXpaHuiuiia. [lo okoHuanum
paboThl B apXMBOXPAHUJIUIIE anmnapaTrypa, SJMEKTPUUIECKUE PO3ETKH MOCIIEI0BATEIHHO
00eCTOYMBAIOTCSI.

JlomyckaeTcsi NMpUMEHEHHE JIIOMUHECIEHTHBIX JIaMIl C Ype3aHHBIM
yIbTpapHOIETOBBIM yyacTkoM criekTpa tumna JIb (;tammel 6enoro cseta), JIXD (ammb
xoJioHO0-0enoro ceera), JITH (mammbl Temno-6einoro ceeta). YpoBeHb OCBEIICHHOCTH
B JMama3oHe BUJMMOTO CIEKTpa HE MPEBBIIIAET HAa BEPTUKAJIBLHOW MOBEPXHOCTHU
cTeiiaxa, Ha BeicoTe 1 MeTp ot nona — 20-50 moke, Ha padounx ctonax — 100 mrokc.

133. 3amuTa apXuBHBIX JOKYMEHTOB OT Pa3pylIAIONIETO JIEUCTBUS €CTECTBEHHOTO
U UCKYCCTBEHHOTO CBETA OCYIIECTBIISIETCS BO BCEX MOMEIICHUSIX apXUBa MPH JIFOOBIX
BUJIaX PabOTHI C ApXUBHBIMU JOKYMEHTAMHU.

134. ApxuBOoXpaHWIHINA U IPYTUE MOMEIICHUS apXUBa COJIEPKATCS B YCIOBUSIX,
UCKJTIOYAIOIIUX BO3MOKHOCTD IMOSIBJIEHUSI HACEKOMBIX, IPHI3YHOB, TUIECEHH U IMBUIH.

135. B apxuBoxpaHuiIuIle BliaxkHas yOopka, oOecHbUIMBAHUE MbLIECOCAMHU
cTesutaxen, mkados, CpeicTB XpaHeHUs (KOpOOOK, MaIokK, YIaKoBOK) IPOBOJISATCS HE
pexe oAHOro pasza B roA. l[OKONbHBIE YacTHU CTEIAaXKEW, IMOJIbl, IUIMHTYCHI,
MOJOKOHHUKH TOJJIe)KaT o0paboTKe BOJAHBIMU pAacTBOpAMU AHTHCENTHKOB (
dbopmanuna — 2 %, katramuaa Ab — 5 %).

B apxuBoxpaHuiImIie He TOMYyCKAIOTCS MpeObIBAaHUE B BEPXHEH OJIeXkKIE, MOKPOU U
Ipsi3HOM O00yBH, XpaHEHHE JIIOOBIX MOCTOPOHHUX MPEAMETOB, HUCIOJIb30BAHHE
MUIIEBBIX POTYKTOB.

136. ApxuBHBIE JOKYMEHTBI PA3MEIIAIOTCS CTPOTO B YIIOPSIIOYEHHOM COCTOSTHUU B
OTBEJICHHOM JIJIsl TOT0 MecTe (cTeaxax, mkadax u Tak janee).

137. OxkHa B MOMEIIEHUAX apXHUBa, OTKPHIBAIOIIUECS B TEILIOE BpPEMs roja,
BEHTUJIAIIMOHHBIE OTBEPCTHS B CTEHaX, MOTOJIKAX, MOJIaX apXUBOXPaHWIHIIA,
Hapy>KHbIE OTBEPCTUS BEHTWISIIUOHHBIX CUCTEM 3alllUIIAIOTCS CETKaMU C TUaMETPOM
ssueek He Oottee 0,5 MM.

138. C nenpto oOHapyKEHUsSI HACEKOMBIX U IIECHEBBIX T'PHOOB apXWBHBIC
JOKYMEHTBI (BEIOOPOYHO) U MTOMEIICHHS apXUBOXPAHUIIUI JIBA pa3a B roj (B Hayaye u
0 OKOHYAaHUM OTOIUTEIHLHOIO CE30HA) MOJBEPraroTCs SHTOMOJOTHYECKOMY U
MUKoOJIOTHYecKoMy ocMmoTpy. [lpu oOHapyxeHun OHOJIOTHYECKUX BpeauTenen
NPUHUMAIOTCS HEMEJJICHHbIE MEpPbl M0 00pabOTKE apXUBHBIX JOKYMEHTOB, CPEACTB
XpaHEHUs, apXUBOXPAHWIIHIIL.

JIns1 IpoBeIeHUsI CAaHUTAPHO-TUTUEHUYECKUX pabOT IJIAHUPYIOTCS CaHUTApPHBIE
TTHU.

139. ApxuBoxpaHwiniia o00pyayIOTCsS CTAlMOHAPHBIMU WJIU TEPEIBHKHBIMU
METaJUIMYECKUMHU cTelaxkamu. JlomyckaeTcs SKCIUlyaTtanus CTalMOHAPHBIX
JepEBSIHHBIX CTeJaxen, HAaXOJISIUXCS B COOTBETCTBYIOIIEM
CaHUTAPHO-OMOJIOTMYECKOM COCTOSIHUM U 00paOOTaHHBIX OTHE3AIIUTHBIMUA COCTaBaMHU.



B kauecTBe BCioMOraTeabHOIO UM CHEIHATIbHOTO 000pYAOBaHUS UCIIONb3YIOTCS
MeTalnuueckue Imkadel, ceddsul, mKadbl-cTeNIaXXU, a TaKkKe CTallMOHAPHBIE
OTCEKH-OOKCHI C METAJUIMYECKUMU MIEPErOPOIKaMU U TOJIKaAMHU.

140. ApxuBHBIE JOKYMEHTHI Ha OyMa)KHOW OCHOBE pa3MeNIaloTcs Ha cTeuiaxax, B
METAJUNIMYECKUX IKapaxX TOPU30HTATHHO WJIM BEPTUKAIBHO B KOpOOKax, Marmkax,

byTispax.
141. KuHOOOKYMEHTBHI, pYyJIOHHbIE MUKPO(HUIBMBI XPAHITCS B TOPU30HTAIIBHOM

MOJIOKEHUH B METAUIMYECKUX WM TJIACTUKOBBIX KOpPOOKax Ha creiiaxax Tumna "
enouka" nuOO HA CTAaUMOHAPHBIX cTeaxax. KHHOJOKYMEHTBI Ha HEroprouyeu

TPUALIETATHON OCHOBE XPAHATCS B HEIUIOTHO 3aKPBIBAIOIIMXCS METAJUNIMYECKUX WIIH
IUTACTUKOBBIX C OTBEPCTUSIMU KOpPOOKax JJIsi IPEeIOTBPALCHUS! CKAIUIUBAHUSI BHYTPH
KOpOOKH MapOB YKCYCHOM KHCIIOTHI, BBIJENIIEMBIX OCHOBOI KMHOIIJICHKH.

142. JIokyMEeHTbl Ha MAarHUTHOM JICHTE HAMaThIBAIOTCS HA CEPACYHUKH, KaTYyIIKN
UM KacCeTbl COOTBETCTBYIOIIETO pa3Mepa, YINAaKOBBIBAIOTCS B IMAKET W3
NOJMATUIICHOBOM TUJIEHKM M 3aBOJICKYI0O KOPOOKY WJIM TIOMEHIAlTCs B
HOJIMATUICHOBBIA QyTIIsip (KOHTEHHED) C BBIPE3aMU ISl STUKETOK.

143. KoMnakT-auCKH YKJIaJbIBAalOTCS B 3aBOACKYIO YIIAKOBKY, a 3aTeM
MOMENIAI0TCS B KOPOOOUHYIO Tapy.

144. MukpoduiabMbl, KHHOGUIEMBI OQOPMIISIOTCS CTAaHAAPTHHIMUA 3aITUTHBIMH
pakopJamMu, HaMaTbIBAEMbIMU IIJIOTHO B PYJIOH Ha CEpIEYHUKHU (PoTorpaduyecKum
CJI0EM HapyKy 0€3 BBICTYHAIOIIMX BUTKOB Ha TOpPLAX PYJOHA, U YKJIAJbIBAIOTCS B
METaNINYECK1e KOPOOKH.

145. BuaeoqokyMeHThl XpaHATCS B BEPTUKAIBHOM IIOJIOKEHUU B 3aBOJICKOMU
YIaKOBKE.

146. VckmroyaeTcst XpaHEHHE apXUBHBIX TOKYMEHTOB HAa HOCUTEIIAX C MAarHUTHBIM
pabouuM cioeM Ha (heppo MarHUTHBIX METATUIMYECKHUX CTEIIaXKaX.

CranbHble CTEUIaXKU UCTOJB3YIOTCSA B UCKIIOYUTEIBHBIX CIy4asX, TOJIbKO MPHU
YCIOBUM pa3MarHUYMBAaHUS M 3aMbIKaHUs KOHTYpPOB CTeulaxa (COeIuHEHUue
METAJNIMYECKUX YaCTEeH CTeJUIaXKka JIEKTPOIPOBOIOM U X 3(DPEKTUBHOE 3a3EMIICHHE).

147. I'padpuueckasi HAy4YHO-TE€XHHYECKAsT JOKYMEHTAIIMSI XPAHUTCS B TAIKax C
KJlariaHaMu B cdanbiioBaHHOM 110 (hopmaTa A4 Buze. UepTexxu Ha BaTMaHe, OCTpAJIOHE
, TNIEHKE He (DaJIBITYIOTCS U XpaHsATCs B TyOycax.

148. Kaxnas enuHulla XpaHEHUs ayJAUOBHU3YaJIbHOIO WM 3JIEKTPOHHOTO
JOKYMEHTa YKJIaJbIBAE€TCSI B HETepMETUUYHYIO WHAUBUAYAJIbHYI YIAaKOBKY,
UCKJIIOYAIOIIYI0 CBOOOIHOE MepeMEIIeHEe apXUBHOTO IOKyMEHTa BHYTPHU Hee.

149. B apXuBOXpaHWINIIE C €CTECTBEHHBIM OCBEUICHUEM CTEIIaXH U IIKaQbl
OTKPBITOTO TUIA YCTAHABIUBAIOTCA MEPIEHIUKYIISIPHO CTEHAM C OKOHHBIMH IPOEMaMU
. B apxuBoxpanumnumie 0e3 OKOH CTE/UIaKU U MIKa(dbl YCTAHABIUBAIOTCS C yUYETOM
0COOEHHOCTEN MOMEUIEHUs, KOHCTPYKIIMU OOOPYIOBAHMS U HOPM €ro pa3MelICHUs.



Hckitouaercst pasMenieHue creuiaxked, mkagoB U Apyroro oOOpydoBaHUS IS
XpaHEHHUsI apXUBHBIX JTOKYMEHTOB BIUIOTHYIO K HApyXHBIM CTE€HAM 3JIaHHUS U K
UCTOYHMKAM TeIlIa.

150. CranmoHapHbIe CTEIIaXH U IIKA(Qbl yCTAaHABIMBAIOTCS B ApXUBOXPAHUIIUIIIAX
C COOJIIOICHUEM CIIEAYIOUIUX HOPM:

1) paccTosiHre MEXIYy psIaMu cTeJUIaxel (raaBHbI mpoxo) — He MeHee 120 cm;

2) paccTosiHue (MPOX0/1) MEXKy CTEJUIaKaMHu — HE MeHee 75 cM;

3) paccTostHuE MEXAY HApy>KHOW CTEHOM 3/1aHMsI M CTEJUIAXKaMU, NapaJljIeIbHbIMU
CTEHE — HE MeHee 75 cM;

4) paccTosiHUE MEXAY CTEHON M TOPIIOM CTeiUiaxa win mkada (00xXo1) — He MEHee
45 cwm;

5) paccTosiHue MEX 1y TTOJIOM M HI>KHEHN MOJIKOM cTeruiaxa (mkada) — He meHee 15
CM, B IJOKOJIbHBIX 3TaxkaXx — He MeHee 30 cm.

Paccrosanusa (mpoxoasl) Ans 0o0OpyAOBaHUS C BBIABHXKHBIMHU SIIIMKAMHU

PACCUHMTHIBAIOTCS C YYETOM TUIIOpa3Mepa 000py0BaHUsI.

IMaparpagd 5. Pasmemenne apXHBHEIX JOKYMEHTOB B apXHBOXPaHHJIAINE

151. ApxuBHbBIE TOKYMEHTHl B apXMBOXPAHWIIHILE PACIIOIArarTCs B MOPSJIKE,
00ecreynBaoIeM UX KOMIUIEKCHBIM YUYET, XpaHEHUE U OnepaTuBHbIN nouck. [lopsmox
pPacIoJIOKEHUs apXUBHBIX (OHAOB B apXHUBE OINPEIEIAeTCA IUIAHOM (CXeMoil)
pa3MelieHusl apXMBHBIX (POHAOB, YTBEPXKIAAEMbIM pyKoBojauTeneM apxupa. [lman (
cXeMa) pa3MelIeHHs apXUBHBIX (DOHAOB MpEayCMaTPUBAET PaCIpe/ie]ICHHE apXUBHBIX
(OH/IOB O apXMBOXPAHUJIMILY C YKa3aHHUEM MX HOMEPOB MO KAXKIOMY CTEIUIAXKy
apxuBoxpaHwiuma. Ilnan (cxema) pa3MmelieHus apXWBHBIX (POHJOB HAXOJUTCS B
CTPYKTYPHOM IOAPA3ACIICHUN, OCYIIECTBISAIOIEM YUYET aPXUBHBIX JOKYMEHTOB, U Y
pabOTHHMKA, OTBETCTBEHHOT'O 3a YY€T apXMBHBIX JOKYMEHTOB, @ COOTBETCTBYIOUIUE
paszienbl maHa (CXeMbl) pa3MeLIeHHs] apXUBHBIX (POHIOB — B ApXUBOXPAHMUIIUILAX.

152. O60co0aeHHOMY XpaHEHHIO TIOJJIEKAT CIAEAYIOIINE apXUBHBIE TOKYMEHTHI:
1) cexpeTHbIE;
2) OTHECEHHbIE K KYJIbTYPHBIM LIEHHOCTSAM, O()OpPMIIEHHBIE ApPAroleHHBIMU
MeTaJlJIaMU U KAMHSIMH, UMEIOLIUE B TPUIIOKEHUH IPAroLl€HHbIE METAIUTbI U KAMHU;
3) Ha HUTPOOCHOBE;
4) nopaxeHHbIE OMOJIOTUYECKUMH BPEIUTESIMU;

5) BpEMEHHBIX CPOKOB XpaHEHUs, NIEpEJaHHbIE HA XPAaHEHNUE B apXUB B CBSI3U C
JUKBHUIALIMENH UCTOYHUKA KOMIUJIEKTOBAHUS.

153. Pa3MenieHre CEKpETHBIX apXUBHBIX JOKYMEHTOB B apXMBOXPAHWIMILE
OCYILECTBIIIETCS B COOTBETCTBUU C 3aKOHOMAaTelbcTBOM Pecnybnuku Kazaxcran o
roCyJapCTBEHHBIX CEKpETaXx.



ApXUBHBIE JTOKYMEHTBI, OTHECEHHbIE€ K KYJIbTYPHBIM II€HHOCTSIM WIH
o OpMIICHHBIE IPArOIEHHBIMUA METaUIaMU U KaMHSIMU WIH UMEIOIINE B TIPUIOKEHUHU
JparoleHHble METAJJIbl U KaMHH, W3BIMAIOTCA U3 COCTaBa apXWBHBIX (OHAOB U
nojsiexkar ceidoBomy xpaHeHuio. Ha MecTo HM3BSITOro apXMBHOrO JAOKYMEHTa
BKJIAJBIBAIOTCS KapTa-3aMECTUTENb U KOIUS apXUBHOTO IOKyMEHTA.

154. AynnoBusyanbHble U 3JIEKTPOHHBIE TOKYMEHTBI XPAHITCS B 000COOJIEHHBIX
MOMEIIEHHUSIX B 3aBUCUMOCTH OT HOPMATUBHBIX PEKUMOB XPAaHEHUS JIJIs1 IX HOCHUTEICH.

JlormmyckaeTcst pa3MeleHUE B OJHOM apXUBOXPaHWINIIE apXUBHBIX TOKYMEHTOB Ha
pa3HBIX HOCUTENSIX, HO TPEOYIOIMNUX OJJMHAKOBBIX PEKHUMOB XpaHEHHUSI.

155. DnekTpoHHbIE HOCUTENN Pa3MEIIAlOTCs B HECTOpAaeMbIX IIkadax, Ookcax,
dyTisipax, s4eiikax, a JJIEKTPOHHBIE MOKYMEHTHI (llefla) — Ha CHeNHaIbHBIX
YCTPOUCTBAX.

156. [1pu paboTtax ¢ 37€KTPOHHBIMU HOCUTEIISIMU HE JI0IIyCKAaeTCs KaCaHUE pyKaMH
pabouyux MOBEPXHOCTEHN AIEKTPOHHBIX HOocuTenei. [Ipu ounctke u pyuHoi o0padoTke
AJIEKTPOHHBIX HOCUTEJEH pa3pemaeTcst uX OpaTh TOJIBKO B IepyaTKax 3a KPOMKHU WU
3alIUTHBIA KOPILYC.

[Ipu o6paboTke ONMTHUYECKUX JUCKOB HEOOXOIMMO, YTOOBI IMEepUaTKH,
OPOTUPOYHBIN MaTepuaj, calpeTku o0Jaganu YCTOWYMBOCTBIO K BO3JEHUCTBUIO
OpUMEHSEMBIX YHCTSIIMX BemecTB. Haubonee moaxoasimuM MaTepHaloM s
IepyaToK ABJIAETCA XJONOK. JlomyckaeTcs TakKe HCIOJb30BaTh HeE
IIACTU(PUIIMPOBAHHBIA TOJUATUIICH, (PTOP CoJepKaliue MOJUMEphl U JaTekc. B
COCTaB MaTepuasa epuyaTok He TOJIKHbI BXOJUTh KPACUTEIH.

157. ApxuBHbli QOHA MOJB30BAaHUS Pa3MEUIAETCs B apXUBOXPAHUIUUIIE B
3aBHCHUMOCTH OT BU/1a HOCUTEJSI KOTIHH.

Konuu apxuBHOro gonaa mojab30BaHUs Ha OyMa)XXHOHW OCHOBE, B TOM YHCIIE
(GoToKONMHU, XpaHATCA BMECTE€ C MOJJIMHHBIMH apXUBHBIMU JIOKYMEHTaMHU Ha
OyMa)kHOM OCHOBE Ha OTAEJIbHBIX CTEUIaKaX WM B IIKadax B MOPSIKE HOMEPOB
apXHMBHBIX (POHIOB M JIC]L.

Konuu apxuBHOro (oHzma NMoJib30BaHMs HA MJIEHOYHOM OCHOBE pa3MELIAlOTCs B
aApXMBOXPAHWIHINAX C COOTBETCTBYIOIIMMHU PEXXHUMaMH XpaHEeHUs. B kaxaplii GI0KC
BKJIQJIIBA€TCSI OTPE30K IJICHKH, HA KOTOPOM OTCHATBHI OJHO JI€JIO0 WJIM €ro 4acTb. B
NOPSIAKE HMCKIIOUEHUS NMPU HEOOJBIIOM O0BEME Jella B OJHOM OTPE3KE MOXKET
HaXOAUTbCA HE Oosiee TpeX CKOMUPOBAHHBIX JIE.

158. OcHOBHBIE U BCIOMOTaTeNIbHbIE YUYETHBIE JOKYMEHTBI apXHUBa pa3MEIIAtOTCs B
U30JIUPOBAHHOM TMOMEIIEHUH uiu paboyeM mnomenieHuu paboTHUKA(OB),
OTBETCTBEHHOT'O(bIX) 32 yU€T JOKYMEHTOB apXHUBa.

159. IlepBrie 3K3€MIUISPBI OMMCEN A€, JOKYMEHTOB pa3MEIIAalOTCs B
W30JIMPOBAHHOM TIOMEIICHUH WM paboyeM TOMEIeHuH paboTHUKA(OB),



OTBETCTBEHHOT'O(bIX) 32 y4€T JOKYMEHTOB apXHBa ¢ COOIIOCHUEM PEKUMOB XpaHEHUS
, YCTAHOBJICHHBIX JJIs1 TOJJIMHHBIX apXUBHBIX JOKYMEHTOB Ha OyMa)kKHOW OCHOBE.

BTopsie 3K3eMIUTSpBI ONUCEN 1), JOKYMEHTOB Pa3MEIIAlOTCA B U30JIMPOBAHHOMN
30HE apXHUBOXPAHWINILA HA CTEJJIaXKe WK B IIKady.

TpeTbu 3K3eMILISAPBI ONUCEN €T, JOKYMEHTOB Pa3MEIIAl0TCs B UATAJIBHOM 3aJI€.

160. Bce nomenieHus: apxuBa, 3Taxu, ApyChl 3JaHUs apXUBa, a TAKKE CTEIUIAXKH,
cel(pbl, IKaPbl U MOJIKUA HYMEPYIOTCS.

B kaxaoM oTAeNbHOM IMOMEIIEHUU CTEeIaXd W IIKadbl HYMEPYIOTCS
CaMOCTOATENLHO ClieBa HampaBo OT Bxoza. Ilonku Ha cremnaxkax ¥ B mkadax
HYMEPYIOTCS CBEPXY BHM3, CJIEBa HAIPABO.

161. B nensx 3akpernyieHus MecTa XpaHEHHs U MOMCKa apXHUBHBIX JTOKYMEHTOB B
apXUBOXPAHUJIUIIE COCTABISIOTCS KapTOUYKH TOQPOHAOBBIX M TMOCTEIIAXHBIX
Tonorpauyeckux ykaszaTene mo ¢opmam, YTBEP)KIAEMBIM YIOJIHOMOUYEHHBIM
OpraHoM.

162. KapTouku nmooHI0BOTO TOMOrpauyecKoro yka3aTelsl COCTABIISIIOTCS
OT/AEJIbHO Ha KaXIblil apXUBHBIA (POHA W pacClojararTcsi B HOPSAKE HOMEPOB
apxuBHBIX (HOHIOB. B crydyae HEOOXOIMMOCTH Ha OJWH apXUBHBIM (POH] 3aBOIUTCS
KapTOuKa C MPOJA0IHKEHUEM.

Kaprouku mocTenna)HOro TONorpauueckoro ykasarels COCTaBISIOTCS Ha
KQKJBI CTEJUIAX M PaCIOJararoTcs IO NOPSANKY HOMEpPOB CTEUIAKEW B Ipenernax
OTJIeIbHOTO ToMeleHus: apxuBa. OIMH 3K3eMIUIIp TomorpaduyecKkux ykaszarenei
XpaHUTCsS y paboTHHKA (OB), OTBETCTBEHHOIO(bIX) 3a Y4YeT JOKYMEHTOB apXuBa,
BTOPOU — B ApXMBOXPAHUJIUIIE.

Benenue tonorpadguueckux ykazaTenei OCylIecTBISETCS Ha OyMaKHOM HOCHUTEIE
WIM B aBTOMAaTHU3UPOBAHHOM PEXHUME B COOTBETCTBUHM C YCTAHOBJIEHHBIMU
PEKBU3NUTAMHU.

N3meHeHus B pa3MeIlieHUH apXUBHBIX JOKYMEHTOB CBOEBPEMEHHO OTPAXaIOTCs BO
BCEX OJK3eMIUIApax Tomorpaduueckux ykaszaTeneil, a Takke B IUlaHe (cxeme)
pa3MelIeHNs apXUBHBIX (DOHIOB.

163. Ha xaxxmoe mepBUYHOE CPEICTBO XPaHEHUs ApXHUBHBIX JOKYMEHTOB
odopmisercs SApiblK, Ha KOTOPOM YKa3bIBAalOTCS HAMMEHOBaHUE M HOMEpa apXUBHOTO
(doH/a, ONUCH U €IMHULL XPAHEHHSI, HAXOSILIUXCS B KOPOOKe.

IMTaparpa¢ 6. IIpoBeneHre NpOBEPKH HAJIMIHS ¥ COCTOSHHUSA ApXUBHEIX JOKYMEHTOB

164. ITpoBepka HAIMYXS U COCTOSIHUSL APXUBHBIX JOKYMEHTOB IMPOBOJAUTCS B LIENSAX
YCTaHOBJICHUS (HaKTUUECKOTO HAJWYUS HAXOMSAIIMXCA Ha XPaHEHUU apXHUBHBIX
JOKYMEHTOB U BBISIBJICHUSI OTCYTCTBYIOIINX APXUBHBIX TOKYMEHTOB ISl OPTaHU3alNH



UX PO3bICKA, BBISIBIICHUS U YCTPAHEHUS HEJOCTATKOB B YUETE apXUBHBIX JOKYMEHTOB,
BBISIBJICHUST M Yy4ye€Ta apXUMBHBIX JOKYMEHTOB, TPEOYyIOIIHUX pEeCcTaBpalMOHHOM,
KOHCEPBAIMOHHO-TTPO(PIIAKTUIECKON 1 TEXHUIECKOH 00pabOTKH.

165. IIpoBoasTcs miaHoBasi HMKJIMYHAS M BHEOYEpPEIHAS] IPOBEPKU HATUYUS U
COCTOSIHUS apXUBHBIX JJOKYMEHTOB.

[lmanoBass UMKIMYHAs NPOBEPKA HAIUYUS MNPOBOJIMUTCS CO CIEAYHOLIEH
NEPUOJUYHOCTHIO, YCTAHOBJICHHOW ISl ONIPEACIIEHHON KaTeropuu JOKYMEHTOB:

1) nns nokymeHToB HammoHanbHOTO apXuWBHOTO (POHIA, OTHECEHHBIX K
KyJbTYPHBIM LIECHHOCTSIM, — €5KETO/IHO;

2) nst 0co00 IEHHBIX JOKYMEHTOB — OJIMH pa3 B 10 jert;

3) it ayAMOBU3YaIbHBIX U 3JIEKTPOHHBIX JOKYMEHTOB — OJIMH pa3 B 5 JIET;
4) nnst KUHOJIOKYMEHTOB Ha HUTPOOCHOBE — OJIMH pa3 B 2 roja;

5) it NEKTPOHHBIX HOCUTENEH — OAMH pa3 B 3 roja.

[IpoBepka Hanmnuus 3JIEKTPOHHBIX AJOKYMEHTOB B UC DA ocymiecTBiusieTcs B
ABTOMATHYECKOM PEXUME.

[{UKANYHOCTh MPOBEPKU OCTAJBHBIX APXUBHBIX JOKYMEHTOB OIpPEAEISIETCS
apXMBOM B 3aBHCHMOCTH OT WHTEHCUBHOCTH HCIIOJIb30BAHUS M COCTOSIHHS ydeTa
apXMBHBIX IOKYMEHTOB, HO HE pe’Ke OAHOTrOo pa3a B 20 JeT.

BHeouepenHas mpoBepka HaIUYUs U COCTOSIHUS APXHUBHBIX JOKYMEHTOB
NPOBOJIUTCS ISl BCEX WM OTAEIBHBIX I'PYNIl apXUBHBIX JTOKYMEHTOB B CIIydyae
CTUXUUHBIX O€JCTBUIM, MAaCCOBBIX MEPEMEIICHUN U APYIHX OOCTOSATENIBCTB, a TAKKE
IIPY CMEHE 3aBEIYIOIIETO apXUBOXPAHUIIUIIEM.

166. J1ns1 obecrieueHrs COXPaHHOCTHU AJIEKTPOHHBIX IOKYMEHTOB (1€J1) TPOBOJSATCS
paboThI, BKITIOYAIOIIUE:
MIPOBEPKY HAJTUYMS U COCTOSTHUS JIEKTPOHHBIX HOCUTEIEH;

MHUTPALMIO 3JEKTPOHHBIX JTOKYMEHTOB C JJIEKTPOHHBIX HOCHTENEH, CPOK

AKCIUTyaTallMi KOTOPBIX UCTEK, HA CBOOOHBIEC AJIEKTPOHHBIE HOCUTEIIN;
IIPOBEPKY KOHTPOJIBHBIX XapaKTEPUCTUK ANEKTPOHHBIX TOKYMEHTOB.

167. IIpoBepka HaJU4Ms U COCTOSIHUS CEKPETHBIX ApXHWBHBIX JTOKYMEHTOB
OCYLIECTBJISIETCS B COOTBETCTBUU C 3aKOHOAATeNbCcTBOM PecnyOnnku Ka3zaxcras.

168. B Havasie mMpOBEpKHM HAIUYUA U COCTOSIHUS APXUBHBIX JOKYMEHTOB
IPOBOJIUTCSA BBIBEPKA YUETHBIX JOKYMEHTOB, BKJIHOYAIOLIAsl YCTAHOBJIECHUE MOITHOTHI
YYETHBIX JIOKYMEHTOB IMPOBEPSEMBbIX apXHBHBIX (DOHJOB M aPXHBHBIX JOKYMEHTOB,
CBEpPKY MX COINOCTAaBUMBIX IOKa3aTejield, YTOUHEHUE MOpsAKa HyMepaluuu €IMHUIL
XpaHEeHUsl Mo onucH (KHUre ydeTa M OIHCAHMSI) U MPOBEPKY MPaBUIBHOCTH
COCTaBJICHUS UX UTOTOBBIX 3aIIUCEN.

169. EnuHOBpEeMEHHBIE POBEPKHU HAJIMYUSA U COCTOSHHS JIEKTPOHHBIX HOCHUTEINIEH
IPOBOJISITCS:
MOCJIE IEPEMEIICHHMS JIEKTPOHHBIX HOCUTEJIEH apXUBa B IPYyroe XpaHUIHILE;



IIOCJIE YPE3BbIYANHBIX ITPOUCIIECCTBUN;

IIpU CMEHE PYKOBOJUTENS apXuBa (JUla, OTBETCTBEHHOI'O 3a IOCY/1apCTBEHHBIN
y4eT U apXHUBOXPAHWIINLIE).

170. IIpoBepka HamuW4yusi U COCTOSIHUSA APXUBHBIX JOKYMEHTOB B apXHBE
MIPOBOJUTCS KOMUCCHUEN, CO3JABAEMOM PEIICHUEM PYKOBOJUTEINS apXUBa U COCTOSIIEN
U3 HE MEHee TpeX pabOTHUKOB apXHBa.

171. Ilpn npoBepke HANUYMUA €IUHUL XPAHEHHUS], ADXUBHBIEC TOKYMEHTBI KOTOPBIX
YUTEHBI 10 BHYyTPEHHUM OIUCAM, IPOBOJIUTCS CBEPKA HAIMYHS apPXUBHBIX JIOKYMEHTOB
C BHYTPEHHEH OMNHChIO, HAJIUYUS JIUCTOB B E€AUHUIIAX XPAHEHUS, MOJJIEKALUX
XPaHEHHIO B HECOPOIIIOPOBAHHOM (0€3 TOIIMNBKH) BUJIE.

ApXUBHBIE JTOKYMEHTbI, OTHECEHHbIE K KYJbTYPHBIM LIEHHOCTSIM, IIPOBEPSIIOTCA
HOJIUCTHO.

ApXUBHBIE IOKYMEHTHI, BbIJIaHHBIE B YMTAIbHBIN 3]l U paboure MOMEICHUs
apXHBa, MPOBEPSIOTCS HAa OOIIMX OCHOBAHUAX, MX WM(PHI YCTaHABIMBAIOTCA IO
KapTaM-3aMECTHUTENSIM U KHUTaM BbIJIa4l apXUBHBIX JOKYMEHTOB U3 apXUBOXPaHUJIUII]
. ApXUBHbBIE€ IOKYMEHTBI, BbIJAHHBIE BO BPEMEHHOE MOJIb30BAaHUE, MMPOBEPSIOTCS MO
KHUTaM U aKTaM BBIIAYU U CYUTAIOTCS UMEIOUTUMHUCS B HAJTUUUU.

172. Ilpu nmpoBepKe HAJIMYUS U COCTOSIHUS apXUBHBIX JOKYMEHTOB HEOOXOIMMO:

1) coxpaHsaTh MOPSAOK PACIOJIOKEHUS APXUBHBIX JOKYMEHTOB Ha CTEJUIAXKAX U B
NEPBUYHBIX CPEICTBAX XPAHCHHUS;

2) BO3BpalllaTh HA CBOM MECTa, OOHAPYKEHHBIE BO BPEMS ITPOBEPKH, HEMPABUIIHHO
pa3MellleHHbIE €IMHUIIBI XPaHEHUS JAHHOTO apXUBHOTO (HOH/A;

3) u3BIMaTh W3 MPOBEPSEMOTO apXMBHOro (GoHJa (KOMIUIEKCAa apXHBHBIX
JOKYMEHTOB) W II€pelaBaTh TJIABHOMY XPAHUTENI WM 3aBEAYIOLIEMY
apXUBOXPAaHUJIMIIA HENPAaBUIBHO pPa3MElIeHHbIE EAUHULIBI XPAaHEHUs JPyTrux
apXUBHBIX (POHJIOB;

4) u3bIMaTh €IMHULIBI XPAaHEHUs, 3apaKCHHBbIC IJIECEHBIO WIU APYTHUMHU
OMOJIOTMYECKUMHU BPEAUTEISIMH;

5) u3bIMaTh €IMHULIBI XPaHEHUS, HE BHECEHHBIEC B ONMUCH (KHUTY y4eTa U OMUCAHUS
), ¥ IOMENIaTh UX B KOHEI[ apXUBHOTO (POHIA (KOMIUIEKCA ApXUBHBIX TJOKYMEHTOB) JIJIsi
nocyenyrile oOpabOTKM M ONMHCAHUS B CPOKH, YCTAHOBJIEHHBIE PYKOBOIUTEIEM
apXuBa;

6) U3bIMaTh apXUBHBIE TOKYMEHTBI, CHATBIE C y4€Ta, HO CBOEBPEMEHHO HE U3bSThIC
U3 apXUBOXPaHWIHILA;
7) BBISIBIIATD apXUBHBIE IOKYMEHTBI, UMEIOIUE (PU3nUYecKue Ne(eKThI.

173. B xoae mpoBEepKU HAJWYUS U COCTOSIHUS apXMBHBIX JOKYMEHTOB HE
JOITy CKaeTCs:

1) BHOCUTB B OIIUCH (KHUTY y4€Ta U OMUCAHUs) HEYUYTEHHBIE €IMHULIBI XPAHEHUS;



2) NpOUW3BOAUTH KMCIIPABICHUS WJM 3allUCU B OMUCIX U JAPYTUX YUYETHBIX
JOKYMEHTAX.

174. Pe3ynbTaThl TPOBEPKU HAJTUYUSA U COCTOSHHUS apXUBHBIX JOKYMEHTOB U
oOHapy>XeHHBIE B XOJI€ €€ HEAOCTATKU (DUKCUPYIOTCS B JIUCTE MPOBEPKU HATUYUS U
COCTOSIHUSI ApXMBHBIX JOKYMEHTOB (Jajiee — JUCT MPOBEPKU) M aKTE€ MPOBEPKHU
HaJlMuusi W COCTOSIHUSI apXWBHBIX JIOKYMEHTOB 10 (opme, yTBepkaaeMou
YIOJIHOMOYEHHBIM OPTaHOM.

JIuct nmpoBEpKU COCTABISAETCS HEMOCPEICTBEHHO B XOJI€ MPOBEPKU HA KAXKIYIO
onuch otaenbHo. [Ipu mpoBepke HeOONBIIUX MO O0BEMY apXUBHBIX (POHIOB
JOITYCKaeTCs COCTABJIIEHUE OJHOTO JINCTA MPOBEPKHU HA BCE OIUCH.

B cnydae oOGHapyXeHUs B XOJie TPOBEPKH HAJIUYUS U COCTOSHUS apXUBHBIX
JIOKyMEHTOB HEJIOCTATKOB, HE TIPEyCMOTPEHHBIX TpadaMu TUCTa MPOBEPKHU, a TAKIKE
IpU MOJIUCTHOM MNPOBEPKE JEJ, B JUCT BBOASITCA YTOUYHEHUSI U JOMOJHHUTEIbHbBIC
PEKBU3UTHI. JIMCTBI NPOBEPKM HYMEPYIOTCS B BaJOBOM IMOPSAKE B IIpenaenax
apXMBHOTO (POHJA IO KaXKI0M MPOBEPKE U MOAMUCHIBAIOTCS YWICHAMU KOMHCCHH.

175. Ha ocHOBaHMM JMcTa (JIMCTOB) MPOBEPKU COCTABIAETCS aKT MPOBEPKHU
HaJW4yusg U COCTOSHUSI apXUBHBIX JOKYMEHTOB. OZHOBPEMEHHO C aKTOM IMPOBEPKHU
HAJIMYUS U COCTOSIHUSA APXUBHBIX JIOKYMEHTOB IPU HEOOXOJAMMOCTU COCTABISIOTCS aKT
0 TEXHMYECKUX OIMMOKAaX B YUYETHBIX JOKYMEHTaX, akKT 00 OOHapy>KEHHH apXWBHBIX
JOKYMEHTOB, aKT O HEHUCIPABUMBIX MOBPEKJICHUSIX TOKYMEHTOB MO ¢opmam,
YTBEPKIAEMBIM YIIOJITHOMOYEHHBIM OPTaHOM.

176. Hanuuue 31eKTPOHHBIX TOKYMEHTOB U HOCUTENEH, BBIJAHHBIX U3 XpaHWIUIIA,
IIPOBEPSETCS IyTEM COIOCTABIICHUS UX HOMEPOB Ha KapTax-3aMECTUTEISIX BbIAAHHBIX
3JIEKTPOHHBIX JOKYMEHTOB M HOCUTEJEH C 3alUCAMHU B KHUTE BBIJAYU AJIEKTPOHHBIX
HOCHUTEJIE M3 XpaHWjull, CcOocTaBisieMol 1o ¢Gopme, yTBEpKIaeMOM
YIOJIHOMOYEHHBIM OPTaHOM.

[Tpu oOHapyKEeHUU HEYCTPAHUMBIX Je()EKTOB ANEKTPOHHBIA HOCUTENh yAAIAETCS
U3 XpaHWIMILA U CIHCBIBAETCSA MO AKTy O CIHUCAHHUM SJEKTPOHHBIX JTOKYMEHTOB H
HOcHTelel 1o popMe, YTBEPKIAEMOM YITOJTHOMOYEHHBIM OPTaHOM.

Ha xaxnp1if cicaHHBIM AJIEKTPOHHBIA JOKYMEHT U HOCHUTENh (OPMHUPYETCS
KapTOYKa CIHCAHHOTO »JJIEKTPOHHOTO JOKYMEHTa M HOocuTens 1o Qopwme,
YTBEPKIAEMOMN YIIOJITHOMOYEHHBIM OPTraHOM.

177. 1o okOHYaHWUH MPOBEPKU HAIIMYUS U COCTOSHUSI apPXUBHBIX JOKYMEHTOB B
KOHIIE ONUCH (KHUTH y4eTa W OMUCaHMs) MPOCTABIISIIOTCS ITaMi "IpoBepeHo", aaTa,
JOJKHOCTD U MOJIIKCH JIUII, TPOU3BOIUBIINX MPOBEPKY.

B cnydae oOHapykeHHsI B UTOTOBOM 3allMCH OMHUCHU (KHUTH y4eTa U ONMUCAHUS)
HEYYTCHHBIX JIUTEPHBIX W TPOIMYIICHHBIX MOPSAKOBBIX HOMEPOB, BBIOBIBIIUX B
COOTBETCTBUM C YCTAHOBJIIEHHBIM MOPSJAKOM €IMHULl XPAHEHHWs, UTOTrOBasl 3aluCh
NIEPECOCTABIISACTCS.



178. Ha Bce oTCyTCTBYIOIIME B XOJI€ MPOBEPKHU HAIUYHS U COCTOSTHUSL apXUBHBIX
JOKYMEHTOB €IMHUIIbI XPAHEHHUS COCTABJISIOTCS KApTOUYKU y4yeTa HEOOHApYKEHHBIX
apXUBHBIX JOKYMEHTOB MO (opMe, YTBEp>KIA€MOIl yMOJHOMOUYEHHBIM OpPTraHOM.
Benenue kapToTeku HEOOHAPY>KEHHBIX APXMBHBIX JOKYMEHTOB OCYLIECTBIISETCS
[EHTPATU30BaHHO HAa OyMa>KHOM HOCHUTEJEC WJIM B aBTOMAaTU3UPOBAHHOM DPEKHME B
COOTBETCTBHUH C KAPTOUKAMHU y4eTa HEOOHAPYKEHHBIX apXUBHBIX JIOKYMEHTOB.

Pe3ynbrarhl npoBepKH (PU3HUECKOTO COCTOSIHUSA APXUBHBIX TOKYMEHTOB 3aHOCATCS
B KapTOUKy y4eTa (pU3M4ecKoro (TEXHUYECKOT0) COCTOSTHUS apXUBHBIX JTOKYMEHTOB I10
(dopMe, yTBEPKIAEMOI YIIOTHOMOYEHHBIM OPTraHOM.

179. IlpoBepka HaIW4YUA U COCTOSIHHUSI apXUBHBIX JTOKYMEHTOB, 3JEKTPOHHBIX
JOKYMEHTOB (1) CUMTAeTCsl 3aBEpLICHHON MOCJEe BHECEHUsS WM3MEHEHHI BO BCe
y4eTHbIE JOKYMEHTHI. [lociie mpoBepkH HAIMYKUS U COCTOSIHHS apXUBHBIX JJOKYMEHTOB
KOPOOKM C apXUBHBIMHM JIOKYMEHTaMH, Hecropaemble MKadbl, OOKCHI, QyTISpHI,
AYEUKU MPU XPAHEHUH IOKYMEHTOB Ha AJIEKTPOHHBIX HOCUTENSIX PEAKO UCIOIb3YEMbIX
(GhOHIOB ONIEYATHIBAIOTCS.

180. Po3bIcKk apXMBHBIX JOKYMEHTOB, HE OOHAPYXEHHBIX B XOJI€ MPOBEPKHU
HAJU4Us U COCTOSIHUS apXMBHBIX JOKYMEHTOB, 3JIEKTPOHHBIX JOKYMEHTOB (€M),
OpraHU3yeTCsl C MOMEHTA BBISIBJIEHUSI UX OTCYTCTBUS U MPOBOAUTCS B TEYEHUE OJTHOTO
roja HENOCPEJCTBEHHO B apXMBE€ M JApyrux opraHuzanusax. Cpok po3bICKa
NpPOJJIEBACTCA PYKOBOJAUTEIEM apXvMBa HAa OCHOBAaHUU JOKJAJHOM 3aluCKU
PYKOBOJIUTENSL COOTBETCTBYIOIIETO CTPYKTYPHOI'O MTOAPA3/ICICHUS apXUBa.

181. ApxuBHbBIE JOKYMEHTHI, OOHAPYKEHHBIE B XOJI€ PO3bICKA, MEPEeaat0OTCs
IJIABHOMY XPAaHHUTEIO WK 3aBEAYIOIIEMY apXUBOXPAHUIMILEM, KOTOPBIA BO3BpAIIAET
ux Ha Mecto. B mmcre mnposepku B rpade "l[Ipumedanue", B KapTOTEKe
HEOOHAPY)KEHHBIX APXMBHBIX JOKYMEHTOB JIeJIaeTCsi OTMETKa 00 OOHapyXEeHHUU
ApXUBHBIX JIOKYMEHTOB, KOTOpas 3aBepseTcsi NOAINUCHI0 3aBEAYIOIIErO
aApXUBOXPAHWIULIEM.

182. ApXuBHBIE JOKYMEHTBI, IPUYUHBI OTCYTCTBHUSI KOTOPBIX IMOJTBEPKICHBI
NOKYMEHTAJbHO, CHUMAKOTCS C y4eTa B COOTBETCTBHUM C ITYHKTOM 282 HACTOSIIUX
[IpaBu.

Ha apxuBHBIE T0KYMEHTBI, HE OOHAPY>KEHHBIE B X0JI€ PO3BICKA, COCTABIISIOTCS aKT
0 HEOOHApYy>KEHUHU JTOKYMEHTOB, MMYTH PO3bICKA KOTOPBIX HCYEpHaHbl Mo (Qopme,
YTBEPAKIAAEMON YIOJHOMOYEHHBIM OpPraHOM, M CIpaBKa O IPOBEJECHHUH PO3bICKA,
KOTOpbIE BMECTE C aKTOM IPOBEPKU HAJIMYUS U COCTOSHUS apXUBHBIX JTOKYMEHTOB
IPEICTABIIAOTCS B YIIOJTHOMOYEHHBIN OpraH JUisl pelIeHHs BOIPOCa O CHATHUHU C y4yeTa
TaKUX APXUBHBIX JOKYMEHTOB.

183. Pemienue o CHATHH apXUBHBIX JTOKYMEHTOB C y4eTa 0(hOpMIISETCS TPUKA30M
PYKOBOJAMTENSL apXMBa Ha OCHOBAaHMM MUCHMEHHOI'O COTJIACHsl YNOJHOMOYEHHOTO
oprasa.



B kaproreke HeOOHApY)KEHHBIX apXHMBHBIX JTOKYMEHTOB JIeJIa€TCS OTMETKa O
CHSITUM apXUBHBIX JIOKYMEHTOB C yueTa. VM3MeHeHus BHOCATCS BO BCE YUETHBIE
TOKYMEHTHI, BKIIfouaroTcs B "CBemeHus o0 H3MEHEHHSX B COCTaBE M O0OBeMe
apXuBHBIX (OHJOB", KOTOPBIC HAMPABISIOTCS B YIOJHOMOYEHHBIM OpraH s
BHECeHUs n3MeHeHu B ['ocyrapcTBeHHBIN (DOHIOBBIN KaTajor.

184. ITpoBepka HATMYUA U COCTOSTHUSI apXUBHBIX JIEJ1, TOKYMEHTOB, BbIJIaBABIINXCS
U3 apXUBOXPAHWIHUI B TEYEHUE TOJa, MHPOBOJUTCS PETYJSIPHO B CPOKH,
YCTaHOBJICHHBIC PYKOBOJCTBOM apxuBa. Ee pe3ynabTarhl 0QOpMIISIOTCS aKTOM
MPOBEPKU HAJIUYUS U COCTOSIHUS aQpXUBHBIX JOKYMEHTOB.

185. Ilpu BBIIBICHHM HEOOOCHOBAHHOTO OTCYTCTBHS apXUBHBIX JOKYMCHTOB
OCYIIIECTBIISCTCS MX OINEpPAaTHUBHBIA PO3bICK. B cilyuae Oe3pe3ynbTaTHOCTH PO3bICKa
OTCYTCTBYIOIIINE apXWBHBIC JOKYMEHTHI BKIIOYAIOTCS B KAPTOTEKy HEOOHAPYKEHHBIX
JIOKYMEHTOB JIJI TAJIbHEUIIIETO UX PO3bICKA.

IMTaparpad 7. Ilopsmox IpoBEpKH U ydeTa TEXHUIECKOTO H PU3HKO-XUMHIECKOTO
COCTOSIHAS apXUBHBIX JJOKYMEHTOB

186. Ilpuem u pa3menieHHE B apXMBOXPAaHWIHILAX APXUBHBIX TOKYMEHTOB,
NOCTYNHBIIMX B apXUB 0€3 NMpeABapUTEIbHON MPOBEPKH UX (PUZNYECKOTO COCTOSHUS,
He nomyckatorcs. [locTynuBiine B apXWB apXUBHbIE JOKYMEHTHI 1O Nepeayu B
apXMBOXPAHWINILE PAa3MEIIAIOT B MOMELIEHUH NPUEMA M BPEMEHHOI'O XpPaHEHMS,
OCBOOOXKIaIOT OT TPAHCIOPTHOM Tapbl, pPACKIAJbIBAIOT HA CTEJJaXax M CTOJax,
BPEMEHHBIX sSYEKax, OOKcax.

187. Ouenka (pU3NYECKOTO U TEXHUYECKOTO COCTOSIHUS MOCTYMUBIINX apXUBHBIX
JOKYMEHTOB, a TAKXKE UX CTPAXOBBIX KOMHI MPOBOJUTCSA HE MO3IHEE TPEX MECSILEB C
MOMEHTA MPUEMA apXUBHBIX JOKYMEHTOB B ApXUB.

188. B pesynbTaTe orleHKH (U3UYECKOTO COCTOSHUSI ApXUBHBIX IOKYMEHTOB Ha
OyMaXHON OCHOBE BBISIBJIAIOTCS CIIEAYIOIINE apXUBHBIE TOKYMEHTBHI:

1) nopakeHHble OUOIOTHYECKUMU BPEAUTEIISIMH;

2) ¢ MOBBIIIEHHOW BJIAXKHOCTHIO;

3) ¢ moBpeXaeHUSIMU OyMaru u TEKCTa;

4) 3anbUICHHBIE.

VY nanenuto nojuiekaT MeTaJUIMYECKUE, KapTOHHbIE, OyMa)kHbIE U IPYTHe 3aKIaJ K1,
NPOKJIAJIKH, CKPETIKH, HAXOASIIHNECS B JIeNaX, Mankax, KopoOKax.

189. Ilpu OLEHKE TEXHUYECKOTO COCTOSIHUS ayIHOBH3yalbHBIX U AJIEKTPOHHBIX
JOKYMEHTOB, CTPaxXxOBBIX KOINHI YCTaHaBIMUBAIOTCS BO3MOXKHOCTh CUHUTHIBAHUS
uH(pOpMaIMU C MaTEPUAIIBHOIO HOCUTENS,, COOTBETCTBUE TEXHUUECKUX XapaKTEPUCTUK
ATUX JTOKYMEHTOB CBEICHUSM, COAEPKAIIUMCS B COIMPOBOJUTEIIBHON TOKYMEHTAUU.
OIOHOBpPEMEHHO BBIABISETCS BHUJ OCHOBBI KHHO(MOTOJOKYMEHTA. ApXUBHBIE
JIOKYMEHTHI Ha HUTPOOCHOBE MOJIJICKAT HEMEIJICHHON MPOBEPKE HA CTAOMIBHOCTH C



HOCTIEAYIOLUUM NEPEKONMPOBAHUEM Ha 0€30IIaCHYI0 OCHOBY, NMPU HEOOXOJUMOCTHU — C
pecTaBpaiueil SMyJIbCUOHHOTO CJIOSI.

190. Ilpu oOHapyxkeHUU NEPEKTOB COCTABIACTCS aKT MPOU3BOJIHHOU (HOPMBI,
oTpaxarolui xapakrep 1e(EeKTOB U MEpHhI M0 UX YCTPaHEHUI0. Y cTpaHeHHUE 1ePEKTOB
IPOBOJUTCS 33 CYET HCTOYHUKA KOMIUIEKTOBAHMS.

191. [MoctynuBime apXuBHbIE JTOKYMEHTBI, MOPAKEHHbIE OUOJOTHUYECKUMHU
BpeAuTeNs MU  (HAaceKOMble, aKTHBHAas IUIECEHb), HaNpaBIsAOTCA Ha
CaHUTAPHO-TUTUEHUYECKYIO0 00pa0OTKY (Je3UH(EKIINSI, TE3UHCEKITNS).

[Ipu oOHapyXE€HHU YBJIQKHEHHBIX apXUBHBIX JOKYMEHTOB IMPOBOJUTCA UX
aKKJIMMaTU3alusl 10 I[OJHOTO BBICYNIMBAHUS. AKKIMMATU3ALHUIO TPOBOIAT B
NOMEIICHUH NTPUEMa U BPEMEHHOTO XpaHeHUs B TeueHue 7-14 cyTok (B 3aBUCUMOCTH
OT CTENEHM YBJIQXXHEHHUs) MPU UHTEHCUBHOW BEHTWJIALIMU BO3AYyXa U pPa3MEIICHUU
€AVHUI] XpaHEHUS B Pa3BEpHYTOM BHJI€ Ha CTOJIaX, CTEJUIaXKaX.

KadecTtBo Oymaru m TekcTa MOCTYNUBUIMX apXUBHBIX JOKYMEHTOB IPOBEPSETCS
BBIOOPOYHO /17151 OOIIEH OILIEHKU UX COCTOSTHUSI.

192. ObGecnbliMBaHue NMOCTYNUBIIMX AapPXMBHBIX JOKYMEHTOB IPOBOAST B
CHeIMaJIbHOM TOMENICHUU C MPUMEHEHUEM BBITSKHBIX mKadoB. OOeCbUINBAHUIO
noJjieXaT KOpoOKH, Manku, 00JI0KKH, KOPELIKH JIe.

193. [locTynuBiine ayIMOBU3yaIbHbIE JOKYMEHTHI, B TOM YHCJIE€ HA 3JIEKTPOHHBIX
HOCUTEJISAX, MOAJIEkKAT MEPEMOTKE, OYMUCTKE OT MbLIM, OUYUCTKE OT 3arps3HEHUi,
AKKJIMMATH3alUU U YITAKOBBIBAHUIO.

AKKIMMaTHU3ALMS ayTMOBU3YaIIbHBIX U JIEKTPOHHBIX JOKYMEHTOB Ha MJICHOYHOMN
U JIUCKOBOM OCHOBAaxX MEpe] pa3MEIIEHHEM HUX B APXMBOXPAHWIMILE MPOBOJMTCS B
OTKpPBITON ynakoBke npu Temieparype 20+3°C 1 OTHOCUTENIBHON BIAXKHOCTH BO3lyXa
35+15%, nns UBETHBIX KMHO- U (POTOAOKYMEHTOB — MPU OTHOCUTEIbHON BIAXKHOCTU
35+15%. IIpoAOKUTENBHOCTh AKKJIMMATH3alUU KHUHOJAOKYMEHTOB U PYJOHHBIX
MUKpPOGUIBMOB cOocTaBisieT He MeHee 10 CyTOK, apXMBHBIX JIOKYMEHTOB HA MarHUTHOU
JICHTE W IUCKOBBIX HOCUTEISIX — HE MEHee 3 CYTOK, (POTOTOKYMEHTOB M MUKPO(HII —
HE MeHee 24 4acoB.

194. TTpoBepka (PU3UKO-XUMUUYECKOTO U TEXHUUYECKOTO COCTOSHUS apXUBHBIX
JIOKYMEHTOB B TPOIIECCE XPAHEHUSI POBOJUTCS C 1IEJIbIO BBISABICHUS TOBPEKICHHBIX
APXUBHBIX JIOKYMEHTOB W apXUBHBIX JOKYMEHTOB C MOTEHIIMAJIbHO OIACHBIM
bu3HUEeCKUM WIIH OMOJIOTHUYECKIUM COCTOSTHUEM.

[IpoBepka (PUBMKO-XUMHYECKOTO U TEXHUYECKOTO COCTOSIHUSA apXHBHBIX
JTOKYMEHTOB OCYILIECTBISIETCSI B XOJI€ MPOBEPKU HAIMYUS U COCTOSIHUS apXHBHBIX
JIOKYMEHTOB, IPY MOATOTOBKE apXUBHBIX JOKYMEHTOB K BbIJIau€ U3 apXUBOXPaHUIHILA
, Ipu paboTax, CBSI3aHHBIX C €AUHUYHBIM (MOJHUCTHBIM) MPOCMOTPOM APXUBHBIX
JIOKYMEHTOB.



195. TlpoBepka (pU3UIECKOTO COCTOSTHUSI aPXUBHBIX JOKYMEHTOB Ha OyMaKHOM
OCHOBE B TIPOIIECCE€ XPAaHEHHUs MPOBOJIUTCA C IEJIbIO BBISABICHUS BJIAXKHBIX,
MOPaKEHHBIX OMOJIOTUYECKUMHU BpEAUTEISIMU (IIECEHb, HACEKOMBIE), C JePEeKTaMu
OyMaru u TeKCTa apXHUBHBIX JJOKYMCHTOB.

VYBaXKHEHHBIE apXUBHBIC JOKYMEHTHI (Jena, TPYMIBI JIeJI) TMOJJIeKaT
HEMEJIJICHHOMY BBIJICJICHUIO, BHEOUEPEAHOW 00padoTKe (CyIIKa, aKKIMMaTHU3allMsl).
IIpr MaccoBOM YBIaXKHEHHH apXWBHBIX JOKYMEHTOB NPUHUMAIOTCS MEPHI IO
OCYIIEHUIO apXUBOXPAHWINILA, HOPMAJTU3AINK PEKIMA XPAHEHUS.

ApXUBHBIE TOKYMEHTHI, TOPAKCHHBIC OMOJOTUYECKUMH BPEIUTEISIMHA (TUICCCHD,
HACEKOMBIE), MOJIeKAT HEMEJIEHHON N30SI,

Hanuuue nedextoB Oymaru u TeKCTa yCTaHABIUBACTCS BU3YAJIbHO MPHU MOJTUCTHOM
npocmotpe aen. JledbexTe kinaccudUIUPYIOTCS HA OCHOBE €IUHOU
OyKBEHHO-IIM(POBOM HWHJICKCAIIUK IO THUIOBBIM Npu3HakaM JedekToB Oymaru (
OyKBEeHHasl MHJIeKcalus) U TekcTa (1udpoBast UHACKCAIUSA) C YUETOM METOJUYECKUX
pEKOMEHIAIUi YIIOJTHOMOYEHHOTO OpraHa.

ApXUBHBIE JOKYMEHTHI, OOJbINas 4acTh TEKCTa KOTOPBIX B PE3yJIbTaTe
MOBPEK/ICHUS HEJOCTYIHA JJI MPOYTSHUS, U BOCCTAHOBJICHUE WX HE MPEACTABIISICTCS
BO3MOKHBIM, OTOUPAIOTCA K YHUYTOXEHHUIO. B ciydasx, korjia BO3MOXHO XOTSI Obl
YaCTUYHOEC BOCCTAHOBJICHHWE TEKCTAa TMOBPEKJCHHBIX APXWBHBIX JOKYMEHTOB, OHH
OCTaBJIAIOTCA Ha MOCTOSHHOM XpAaHEHUU, CKAHUPYIOTCS, PECTaBPUPYIOTCS WIIU
(doToKONHPYIOTCS.

196. IlpoBepka TEXHHUYECKOTO COCTOSHHS ayJAHMOBU3YAJIbHBIX JOKYMEHTOB B
IPOLIECCE XPAHEHUSI OCYIIECTBIIAECTCS C LEIbIO ONPEIETICHUS:

1) cocTosHMS UX YTAKOBKH;

2) HaTU4¥s CTAaHIAPTHBIX PAKOP/IOB;

3) TEXHUUYECKOTO COCTOSIHUSI UX MOBEPXHOCTH M MEPHOPAIMOHHBIX JOPOKEK H
CKJIEEK;

4) HaMU4uA 3arpsA3HEHUN 1 MEXaHUYECKUX TTOBPEKICHUMH;

5) cTaOUIbHOCTH HUTPOOCHOBHI;

6) mara nepdopaluu KUHOIICHOK ¥ MarHUTHBIX JIGHT IUPUHON 35 MM U 16 MM;

7) GU3NKO-MEXaHUYECKHX XapaKTePHCTUK (KOpPOOJIEHHEe, OTCIauBaHHUE
AMYJIBLCUOHHOTO UJIM OCBhIMIaHUE pabouero Ciios U Ipyroe);

8) Hanmmuusi nNePEeKTOB XUMHUYECKOTO M OMOJIOTUYECKOTO MPOUCXOXKICHUS (
MOpaXKEHUE MUKPOOPTaHU3MaMH, HACEKOMBIMU U I'PhI3yHAMHU, CJEAbl KPUCTATUIM3ALIUU
CoJIeH U Pa3JI0KEHHUSI OCTATOYHBIX MTPOYKTOB XUMHUKO-(PoTorpaduaeckoit 00padoTKN);

9) ANEeKTPOaKyCTUUYECKUX XAPAKTEPUCTUK (POHO- U BUACOJOKYMEHTOB;

10) napameTpoB BUACOJOKYMEHTOB B BUJICOKAHAJIE;

11) xauecTBa U300pakeHUs KMHO-, ()OTO-, BUICOIOKYMEHTOB;



12) Hanuuusg pa3MarHUYEHHBIX YYACTKOB M MEXAHMYECKUX MOBPEXKICHUM
OTJIEJIbHBIX YYaCTKOB MAIIMHHOT'O HOCUTEJIS;

13) Hanuuusl yKCYCHOTO CHHAPOMA TPUALIETATHOM MIICHKHU.

197. IlpoBepka TEXHUYECKOTO COCTOSIHUSI DJIEKTPOHHBIX JOKYMEHTOB (1) B
IPOLIECCE XPAHEHUSI OCYIIECTBIIAECTCS C LEIbIO ONPEIEICHUS:

1) cocTosiHUsI YITAaKOBKH (TOJIBKO JiJist prznuecku 000COOTICHHBIX HOCUTENEH);

2) HanU4Ms BPEIOHOCHOTO MPOTPaMMHOT0 00€CTIeUeHNS;

3) BOCIIPOU3BOAMMOCTH;

4) Hanu4usl BHEUIHUX MOBPEXKICHUM (TOJIBKO Il Pu3nuecku 000COOIEHHBIX
HOCHUTENEN);

5) moTpeObHOCTH B MUTPAIIMM HA HOBBIE HOCUTENU (TOJBKO I (pu3MdecKu
000COOTIEHHBIX HOCUTEIICH);

6) MOTPeOHOCTH B KOHBEPTAIIUH B JIpyrue GopmMarsl;

7) YpOBHSI MapaMeTPOB, XaPAKTEPU3YIOIIMX FIEKTPOHHBIE JOKYMEHTHI (HalpuMep,
YHUCJIO COOEB MPU CYUTHIBAHUHM UHPOPMALIUU B €TUHUILY BPEMEHH).

198. TIpoBepka TEXHHYECKOT'O COCTOSIHUS KHHOJOKYMEHTOB (HEraTuBa
U300paKeHUsI, KOHTpaTuma (y0Jib-HeraTuBa), MO3UTUBHONW KOMHH) OCYIIECTBIISETCS
nyTeM IPOCMOTpa Ha (PHUIIBMONPOBEPOYHOM MIIM 3ByKOMOHTAKHOM CTOJIE CO CBEPKOM
C MOHTAKHBIM JINCTOM.

[Ipu npoBepke TEXHUYECKOTO COCTOSIHUS TIO3UTUBHOM KOMUH ITyTEM MTPOCMOTpa Ha
OTPAXKATEIBHOM JKpPAaHE B YCJIOBUAX ONTHYECKOM MPOEKIMU YCTAHABIMBAIOTCS
KaueCTBO M300paKeHUsI, POBHOCTbH IJIAHOB MO MJIOTHOCTH, MO I[BETY BHYTPHU YacCTH U
POBHOCTb 4acCT€W BHYTPU KOIMH BHU3YaJbHO U MO CIYXOBOW OLIEHKE, YCTOMYUBOCTH
KaJipa, KOHTPACTHOCTh M300paKEHUsS, OTCYTCTBHE WM HaJU4YUE JePEKTOB
U300paKeHUs B COOTBETCTBUU C KAapTOYKOM ydeTa TEXHUYECKOTO COCTOSHHS
KHHOJOKYMEHTA.

KoHTpoap mpoMeXyTouyHOro Mmo3uTHBA (JlaBaHza), HeraTuBa (POHOTpaAMMBbI
nepe3anyucy, MarHUTHOTO OpUruHaia (poHorpaMmbl, MArHUTHOM ()OHOTPaMMBI IIIyMOB
U MY3BIKH OCYUIECTBIISIETCS ITyTEM MPOBEPKU Ha GUIBMOIPOBEPOUHOM CTOJIE.

B pe3ynbTaTe NpoBEpKH TEXHUYECKOTO COCTOSHUSA KUHOJIOKYMEHTOB COCTABIISETCS
nepeyeHb OCHOBHBIX Je(EKTOB, BCTPEUAIOIIUXCA HA KUHOJAOKYMEHTax, mo Qopme,
YTBEPKJIAEMOMN YIIOTHOMOYEHHBIM OPTraHOM.

199. IIpoBepky 5JIEKTPOAKYCTHUUECKUX XapaKTEPUCTUK (POHOMIOKYMEHTOB (
YaCTOTHbIE MCKa)XEHUS, YPOBEHb Konup3PdekTa, ypoBeHb (pOHA U LIyMOB, HAIUYUE
TpecKa M IIETYKOB, LIyM Tay3bl) MPOBOJAAT Ha CIyX Ha NpodecCHOHAIbHBIX
MarHuTooHax C KOHTPOJIbHBIMHM arperaTaMy JJisi MPOCITYIIMBAHUS, YCUIUTEISIMU
MOIITHOCTH, T'POMKOTOBOPUTEISIMH W JPYTHMM HEOOXOJAUMBIM O00OpYJOBAHHUEM.
Omnpenensercsi COCTOSIHUE MOBEPXHOCTH ((PeppOMArHUTHOTO MOKPBITUS, KOPOOJIEeHHE
IUIEHKH, HaJU4YUEe MCKPUBIECHHOCTU KpPaeB, MEXaHMUYECKUX IMMOBPEKIECHUN U CIEIOB



3arpsSI3HEHUST XUMUUYECKOTO WM OMOJIOTHYECKOTO MPOUCXOXKICHHS), HaTUIUe
HAayaJbHbIX W KOHEYHBIX pPAKOpPIOB, KadyeCTBO MMEIOIIMXCS CKJIEEK Ha
GOHOTOKYMEHTaX COIJIaCHO KapTOYKe ydeTa TEXHHYECKOTO COCTOSHUS
(boHOTOKYMEHTA.

200. KoHTpoab pOTOLOKYMEHTOB MIPOBOAUTCS IMyTEM MPOCMOTPA (POTOTOKYMEHTOB
Y KOHTPOJIBHBIX OTIEYATKOB Ha MOHTaKHOM WJIM MPOCBETHOM cToJie. Onpenenstorcs
TEXHUYECKOE COCTOSHUE MOBEPXHOCTU (OTCYTCTBHE LApaNuH, IPSA3H, MOTEPTOCTU U
npyrux nedexTon), pororpaduueckoe kauecTBO (PE3KOCTh, KOHTPACTHOCTD, TUATIA30H
ONTHYECKUX IUIOTHOCTEW, OTCYTCTBHE Byajld, HAJIW4YHME MPONEYATHIBAIOIINXCS
ne(EeKTOB U TaK Jajee).

B tex ciyuasix, Kkorja BU3yajdbHO TPYAHO ONPEAETUTh Pa3HOBUIHOCTH J1e(DEKTHOTO
o0Opa3zoBaHus, POTOJOKYMEHT MPOCMATPUBAETCS MO/ JIYIION UM MUKPOCKOIIOM.

201. TIpoBepKy TEXHHUYECKHX MApPAMETPOB BHUIEOJOKYMEHTOB IMPOBOJST C
IOMOIIBI0  KOMIUIEKCA  KOHTPOJIbHO-U3MEPHUTEIBLHOM  ammaparypel  —
BUJICOMAarHUTO(OHOB COOTBETCTBYIOIIETO THIIA, OMPENLIIeMOro (opMaTom 3amucw,
CTaHJAPTOB U CUCTEM BUACO3AINCH.

202. IIpoBepKy TEXHUYECKUX NapaMETPOB JIEKTPOHHBIX TOKYMEHTOB MPOBOSAT C
UCIIOJIb30BAHUEM CHELHAIBHON amnmapatypbl M MPOrpaMMHOro oOecrledyeHus,
peIHa3HAYCHHBIX JJIs1 PAOOTHI C COOTBETCTBYIOIIETO BU/Aa ApXUBHBIMU JOKYMEHTAMH.

203. Haxopgmumucsa B HEYAOBJIETBOPUTEIHHOM (U3UUYECKOM COCTOSHHUU
npu3HaTCA TOKyMeHTbl HA® ¢ BBICOKOH CTENEHBIO pPa3spyLICHUS MATEPHUATbHBIX
HOCHTEJIEH, YTpOKaroIIero (PU3nyecKom 1eJTOCTHOCTH IOKYMEHTOB.

Pemenune o mnpusznanum poxkymenra HA®, HaxonsmuMmcs B
HEYIOBJIETBOPUTEIHHOM (PU3HMUECKOM COCTOSIHUM, €70 TTOCTAHOBKE Ha CIICIHAIbHBIN
y4eT JJisl OpraHu3aly B CPOUYHOM MOPSAKE CIIEHHATIbHON 00paOOTKU, MPOBOAUMOM B
cootrBeTcTBUU ¢ MmyHKTamu 205-206 nactosimux [IpaBuii, npuHUMaeT pyKOBOJUTEINb
apXMBa Ha OCHOBAaHMM JKCIIEPTHOTO 3aKIIOYEHHUS] PECTABPATOpPa U PYKOBOJIMTENS
CTPYKTYPHOT'O IOJPA3/IEIICHNs], OTBETCTBEHHOI'O 32 XPAaHEHNE APXUBHBIX JOKYMEHTOB.

204. ApxuBHBIE JOKYMEHTBHI, (PU3MYECKOE COCTOSIHUE KOTOPBIX HCKIIIOYAET
BO3MOXHOCTh BOCCTAHOBJICHUSI HX MAaTEPUAIBHBIX HOCUTENIEW W MCIIOJIb30BAHUS
CoJIepIKallleiicsi B HUX JIOKYMEHTHOW HH(pOpMAaIuu, MPU3HAIOTCS HEUCIPABUMO
MOBPEXKACHHBIMU apXUBHBIMU JOKYMEHTAMU.

Pemienue o npu3HaHUM apXUBHOTO JOKYMEHTA HEUCIPABUMO MOBPEKICHHBIM U
casatun ero ¢ ydera npuHumaet L[OIIK Ha ocHoBanuu 3akmtoueHust DIIK apxusa,
ApxuBa [lpesunenta Pecriyonuku Kazaxcran nnu MUO, sxkcniepTHOTO 3aKIIOYEHUS
pecTtaBpaTopa U PYKOBOJUTEIS CTPYKTYPHOTO IMOJPAa3ACIICHUsI, OTBETCTBEHHOTO 3a
XpaHEHUE AapXUBHBIX JOKYMEHTOB, M aKTa O HEHCIPABUMBIX MHOBPEXKICHUIX



nokymeHToB. Ha ocHoBanum nucemeHHoro pemenus LIDIIK u3zmaercs mnpukas
PYKOBOJUTENSI apXUBa O CHATUM HEUCIIPABUMO MOBPEKICHHBIX apPXUBHBIX JIOKYMEHTOB
C yuera.
CHsTHe ¢ y4eTa ¥ YHUUTOKEHUE HEUCITPABUMO MOBPEKICHHBIX JOKyMEeHTOB HA D,
OTHECEHHBIX K KyJIbTYPHBIM LICHHOCTSIM, HE JOITYCKAOTCSI.
205. Yuer (pU3UYECKOTO U TEXHUUECKOTO COCTOSIHUSI apXUBHBIX JTOKYMEHTOB Ha
OyMa)KHOM OCHOBE OCYILIECTBIISICTCA:
1) B nucre-3aBepurene nena mo Gopme, yTBEpKIAEMON YIOTHOMOYEHHBIM
OpraHoM;
2) B JINCTE MPOBEPKU HAIUYUSA U COCTOSIHUS apXUBHBIX JOKYMEHTOB U aKTe
MIPOBEPKU HAJIUYHUS U COCTOSIHUS QpXUBHBIX JOKYMEHTOB;
3) B KapTOUKE y4eTa ApXUBHBIX JOKYMEHTOB C MOBPEKICHUSIMU HOCUTEIIS;
4) B KapTOYKE yuyeTa apXUBHBIX JOKYMEHTOB C TOBPEKICHUSIMH TEKCTA.
206. Yder (U3MUYECKOTO M TEXHUYECKOTO COCTOSIHUS ayJHOBU3YyalTbHBIX
JOKYMEHTOB OCYIIECTBIISIECTCS:
1) B KapTOUKe yyeTa TEXHUUECKOTO0 COCTOSIHUSI KHHOJOKYMEHTA;
2) B KapTOYKE y4yeTa TEXHUYECKOTO COCTOSHUS (DOTOTIOKYMEHTA;
3) B KapTOUKE yyeTa TEXHUUECKOr0 COCTOSIHUS (POHOJIOKYMEHTA;
4) B KapTOUKE y4yeTa TEXHHYECKOTO COCTOSIHUS BUICOTOKYMEHTA.
VYyer nokymentoB HA®, Haxos1MXCsl B HEYIOBJIETBOPUTEIHHOM (DU3NYECKOM
COCTOSIHUH, BEJIETCSI B KOHTPOJIbHO-YUYETHBIX KAPTOUKAaX UM KHUTE y4yeTa.
VYyer Qu3N4ecKoro U TEXHUYECKOTO COCTOSIHUS apXUBHBIX JOKYMEHTOB
OCYLIECTBJISIETCS HA OyMaKHOM HOCUTEJIE WJIA B aBTOMATU3UPOBAHHOM PEXHME.

IMTaparpad 8. Ilopsnok npoBeaeHNs HU3NKO-XAMHIESCKOH H TEXHUIECKOH 00paboTKH
apXMBHEIX JJOKyMEHTOB

207. dusuko-xuMHUUYECKas U TeXHUUYECcKass 00pabOTKa apXUBHBIX JIOKYMEHTOB
IIPOBOJIUTCS C LEJIbIO:
1) ycTpaHeHHus MPUYUH YCKOPEHHOTO CTapeHUs] W Pa3pylICHUs] apXHUBHBIX
JIOKYMEHTOB;
2) BOCCTaHOBJICHUS UX CBOMCTB, TEXHUUYECKUX XaPAKTEPUCTHUK, I0JITOBEUHOCTH;
3) Bocmpowu3BeJeHUs] TOKYMEHTHON uHMOpManuu Ha 0oyiee yCTOMYMBBIX
HOCHUTEJSX.
208. OcHOBHBIMHU BHAaMU (HU3UKO-XUMHUYECKOW U TEXHHYECKOW 00paboTKu
ApXUBHBIX IOKYMEHTOB Ha OYMa)kHOW OCHOBE SIBJISIFOTCSI:
1) nesur(peKns, Te3MHCEKITNS, IePATH3AIUS APXUBOXPAHMIIHII KaK COBOKYITHOCTh
Mep OUONTPOPMITAKTUKH, OMO3aIUTHl U YHUUTOKEHUS OMOJIOTHYECKUX BpEeAUTENeH B
apXMBOXPAHWIIUILAX U HA APXUBHBIX JTOKYMEHTAX;



2) pectaBpanus (pecTaBpaliOHHO-KOHCEpBAIlMOHHAsT 00paboTKa), Kak KOMILIEKC
paboT U TEXHOJIOTUYECKUX ONEPALMI IO BOCCTAHOBJICHUIO CBOWCTB U JJOJTOBEYHOCTHU
OpUTHHAJIOB apXUBHBIX JOKYMEHTOB;

3) BOCIpOM3BEACHUE apXUBHBIX JOKYMEHTOB C IIEJIbIO CO3/IaHHS CTPAaXOBOIO
¢donma komuit 0co00 IEHHBIX JOKYMEHTOB U (JOH[A MOJIb30BaHMS, (POTO pecTaBpalus
ApXMBHBIX JOKYMEHTOB C YyTacHiUM M CJIa0OKOHTPACTHBIM TEKCTOM, 3aMeHa
OPUTMHAJIOB C HEIOJTOBEYHBIMH WM Pa3PYyLICHHBIMU HOCHUTEISIMU KONUSAMH JUIsS
COXpaHEHUs JOKYMEHTHON MH(OpMaIny;

4) nepemieT apXUBHBIX JOKYMEHTOB;

5) obGecnbIIMBaHUE APXUBHBIX TOKYMEHTOB;

6) 00paboTKa apXUBHBIX JOKYMEHTOB B PEXXUME aBapHitHO-criacaTeIbHbIX paboT, B
TOM YHCJIE C IPUMEHEHUEM CPEACTB U CLIOCOOOB CYIIKH, N€3UH(PEKIINH, T€3UNHCEKLINH,
3aMOpa)KMBaHUs, pecTaBpallui, BOCIPOU3BEACHUS, J€3aKTUBALUU U JIPYTUX BHUJIOB
1eaeBoi 00pabOTKH.

209. Jlnst apXUBHBIX JOKYMEHTOB HA MAarHUTHOW JIEHTE UCIOJIb3YIOTCS CIEAYIOIINE
BUJIbI (PUBUKO-XUMUUYECKON M TEXHUYECKON 00pabOTKHU:

1) ouncTka MOBEPXHOCTH OT NIBUIM U YaCTHUI[ I'PS3M Ha CHELUAIBHOM
OUYHCTUTEIHLHOM 000pPYAOBAHNH;

2) 3aMeHa MePEeCcOXIIUX U NOKOPOOIEHHBIX CKJIEEK;

3) obopmiieHrEe PYJIOHOB MarHUTHOM JIEHTHI 3allIMTHOW MarHUTHOM JIGHTOH C ABYX
CTOPOH 10 2-2,5 meTpa;

4) mepeMoTKa C 1EeNbI0 CHATUS BHYTPEHHUX HANPSKEHUN B PYJIOHAX MarHUTHBIX
JIEHT, BO3HUKILIUX HM3-3a IMEPENajoB TEMIEPaTypbl U BIAXXHOCTU MPU XPAHEHUU U
TPAHCIIOPTUPOBKE APXUBHBIX TOKYMEHTOB.

210. Jlns apXHWBHBIX JTOKYMEHTOB Ha JHCKOBBIX HOCHUTENSAX HCIOIB3YIOTCS
CIIeYIONTHE BUIBI (PU3UKO-XUMUIECKON 1 TEXHUIECKOM 00pabOTKHU:

1) obecnbLIMBaHUE;

2) NpOTUPKA AHTUCTATUKOM.

211. Ins xuHO-, GOTOAOKYMEHTOB, MUKpO(hOpM U (oHOrpaMM K KUHODHUIBMaM
UCIIOJIB3YIOTCS CIEYIOLIUE BUIBI (PUINKO-XMMUYECKON U TEXHUYECKON 00pabOTKH:

1) obecnibuIMBaHUE;

2) yaajieHue BOCKOBBIX, )KUPOBBIX M UHBIX 3arPsI3HEHUI;

3) YKpeIUIeHHE CKJIEEK U MPOCEYEK;

4) pemoHT nepdopanuu;

5) mepenenka rpyObIX, KOpOOJICHHBIX 3aIljIaT U CKIICCK;

6) PEMOHT MOBPEXKACHHBIX MOJIEH KaIpOB.

212. JIns rpamopuruHanoB (OHOJOKYMEHTOB UCTIOIB3YETCS dIEKTPOTEXHIUUECKAsT
OUHCTKA.



213. PaGoThl 110 (PUBUKO-XUMUUYECKON U TEXHUYECKOW 00pabOTKEe apXHWBHBIX
JOKYMEHTOB MPOBOASTCS B IUIAHOBOM M BHETLJIAHOBOM MOPSIIKE.

[InanoBass 006paboTKa apXMBHBIX JOKYMEHTOB IPOBOJUTCS IO pE3yJibTaTam
OPOBEPKHU HAJUYHUS U UX COCTOSHHS B MOPSIKE OYEPEIHOCTHU, YCTAHOBJICHHOW B
apXMBe, C YYE€TOM MPUHAMIEKHOCTH HUX K Pa3JIMUYHBIM IIEHHOCTHBIM TpYIIaM,
0COOEHHOCTEHN (PU3MUECKOTO COCTOSTHUSL ApXUBHBIX JJOKYMEHTOB Pa3IMYHBIX BUIOB U
BO3MOKHOCTE apxuBa. B mepByro odepelnb MPOBOAUTCS (PU3MKO-XUMUYECKas U
TEXHUYECKass 00paboTKa JOKYMEHTOB, OTHECEHHBIX K KYJIbTYPHBIM LEHHOCTSIM, U
0Cc000 LIEHHBIX IOKYMEHTOB.

BremanoBas (pu3uMKoO-XxuMHUUYECKas U TEXHUUYECKas 00pabOTKa MPOBOAUTCS B
aBapUIHO-cMacaTeIbHbIX CHUTYAlUsAX, CBSI3aHHBIX C JIOKAJIbHBIM HJIM MacCOBBIM
NOpa)KeHUEM apXUBHBIX JOKYMEHTOB OTHEM, BOJOH, XHUMHYECKHUMHU HIH
paarvoaKTUBHBIMU BemecTBaMu. CpouyHble Mephl MO BBIICICHUIO, HU30JISIUU,
CaHUTApHOM 00pabOTKe AapXUBHBIX JOKYMEHTOB M MECT HX XpaHEHUs
IPEANPUHUMAIOTCS TaKXKe MPU MOPAKEHUN apXUBHBIX JOKYMEHTOB OMOJIOTUYECKUMU
BPEAUTEIISAMH.

214. HomenkiaTypa, MOPAJOK MPOBEACHUS U TEXHOJOTHsA paboT Mo
(U3UKO-XUMHYECKOM U TEXHUUYECKOM 00paboTKe apXMBHBIX JOKYMEHTOB
ornpeAensoTcs HacToAmuMu [IpaBunamu.

IMaparpad 9. Ilopsmok BEIa9y apXHUBHBIX JOKYMCHTOB M3 apXWBOXPaHWIAINA

215. ApxuBHBIE JOKYMEHTHI, UMEIOIIHE (POHT TTOTH30BAHUS, U3 APXUBOXPAHUIIUIIA
HE BBIJAIOTCS.

[MTopnuHHMKU 0CO00 ILEHHBIX JTOKYMEHTOB, B TOM YHCJ€ OTHECEHHBIE K
KyJIbTYpHBIM II€HHOCTSAM, a Takxe JokymMeHThl HA®, Haxoasumuecs B
HEYJOBJIETBOPUTEIHHOM (DU3UUECKOM COCTOSIHUU, U3 apXUBOXPAHMIININA HE BBIJAIOTCS
, 32 UCKIIFOUCHHEM PECTaBPAIIMOHHBIX PabOT, KpOME TOTO 3ampelieHa WX paciiuBKa.
CkaHMpOBaHUE OCYIIECTBISETCS Ha CIEHHAIBHOM TEXHUYECKOM O0OpYJOBaHUM, HE
TpeOYIOIIEM PACIIUBKU JEI.

216. B uuranpHbI 3a1 apXMBa MOJb30BaTeNsiM, B paboyue MOMEIICHUS
pabOTHHUKAM apXuBa JJIsl CIY>XEOHBIX IE€Jed apXHUBHbBIE JIOKYMEHTHI BBIJIAIOTCS U3
ApXMBOXpPAHWUJIMIA AapXWBa C MHCbMEHHOIO PAa3pelIeHUs] 3aBENYIOUIEr0
ApXUBOXPAHWIUILIEM WJIM PYKOBOJUTENS OTAea 00ECIeUeHHs] COXPAHHOCTH.

dougo00pazoBaTensaM, CyAeOHBIM, NPABOOXPAHUTEIBHBIM W HHBIM
YIIOJJHOMOYEHHBIM OpraHaM BO BPEMEHHOE MOJb30BAHUE APXHUBHBIE JTOKYMEHTHI
BBIJIAIOTCSL W3 ApPXMBOXPAHWIMIIA apXWBa, a TakKXe JOCTYN K 3JIEKTPOHHBIM
JTOKyMEHTaM (Jie1amM) OCYIIECTBIISIETCS ¢ MUChbMEHHOTO pa3penieHus] pyKOBOJAUTENS
apXuBa WIM €ro 3aMECTUTEIIS.



OpranuzanuaM Uisi SKCIOHUPOBAHUS apXUBHBIC JTOKYMEHTHI BBIJIAIOTCA M3
ApXMBOXPAHWINIIA apXWBAa HA OCHOBAHHWHU JIOTOBOpPA O TMPOBEICHUHM BBICTABKH H
COOTBETCTBYIOIIETO MPUKa3a PYKOBOIUTENS apXHUBa.

PaGoTHukam jnabopaTopuu apXxwBa, CIICIHAIM3UPOBAHHBIM OPTaHU3AMMIM JIJIS
IpoBEJCHUS PadOT MO CO3MaHUI0 CTpaxoBoro ¢oHAa W (GoHAA TMOITB30BAHUS U
crienuanbHOM 00pabOTKU apXUBHBIX JOKYMEHTOB apXUBHBIE JIOKYMEHTHI BBIIAIOTCS U3
apXMBOXpPAHWJIMIA apXWBa Ha OCHOBAaHWM COOTBETCTBYIOIIETO JIOTOBOpPa CO
CIIEUATU3UPOBAHHON OpTraHU3alUEN.

217. Beimauy apXUBHBIX JJOKYMEHTOB M3 apXHUBOXPAHUIIUIIA, UX TIPUEM OOpATHO,
MOJIUCTHYIO TTPOBEPKY HAIMYUS U COCTOSHUS apXWBHBIX JTOKYMEHTOB TE€pe]] BhlIadueit
WX U3 apXUBOXPAHUJIUIIA M TIPH BO3BpATE MMPOU3BOANT PAOOTHHUK apXHUBOXPAHUIIUIIIA.

[lonucTHYI0O TIPOBEPKY HATWUYUS W COCTOSHHUS apXUBHBIX JOKYMEHTOB,
BO3BpallaeMbIX IMOJb30BATEISIMH B UYHUTAJIBHOM 3ajie, OCYIIECTBIsET pPabOTHHUK
YUTAIBHOTO 3aJa.

218. TlonucTHOW MpPOBEPKE HAIMYUSI U COCTOSHHS TEpe]l Bbllaueld apXUBHBIX
JOKYMEHTOB M3 apXWBOXPAHUJIUIIA U ITPU UX BO3BpATE IMOJICKAT:

1) MOKyMEHTBI, OTHECEHHbIE K KYJbTYpPHBIM I[EHHOCTSIM, U 0CO0O IIEHHBIE
JIOKYMEHTBHI;

2) apXWBHBIC JTOKYMEHTHI, UMEIONUE B 0OPMIICHUU WU TPUIIOKCHUN K HUM
JparorieHHble KAMHU U METAJLJIbL;

3) HecOpoOUIIOPOBaHHBIE APXUBHBIE JOKYMEHTHI;

4) nena, paHee HE BbIJaBaBIIMECS M3 apXMBOXPAHWUIIMINA U HE HUMEIOIINE
JIMCTOB-3aBEPUTEIIEH;

5) nmena, conmepxamiue aBTOrpadbl, rpaduyeckue TOKYMEHThI, TOYTOBBIE U
repOOBBIC 3HAKH, TTEYaTH, OTKPHITKH, KOHBEPTHI C apecaMu, MapKaMH.

CocrtaB apyrux Jnein, MOIJIEKAMMUX IMOJUCTHON TPOBEpPKE, OMpeiessieTcs
PYKOBOJIUTEIEM apXHBa HAa OCHOBE PEIICHHS SKCIEPTHO-METOTUYECKON KOMHCCHH
apxuBa.

OTMeTKa 0 TPOBEICHHOMN MOJIMCTHON MPOBEPKE CTABUTCS B JINCTE-3aBepUTENIE Jelia

Ha MecTo BpIaBaeMbIX M3 apXMBOXPAHWJIMINA €IWHUI] XPAHCHUS U ONMHUCEH
BKJIQJIBIBAETCSl KapTa-3aMECTUTENb MO (QopMe, YTBEPKAAEMOU YHOJIHOMOYEHHBIM
OpPraHOM.

219. ApxuBHBIE TOKYMEHTBI, BBIABAEMBIE W3 apXUBOXPAHUIMUILNA, UMEIOT
apXuBHBIM MmuUdp, TPOHYMEpPOBAHHBIE JHCTHI, JHCT-3aBEPUTENb JeJa U JIUCT
UCIOJIb30BaHUS TOKYMEHTOB 110 (pOpMeE, yTBEPKAAEMOHN YIIOJIHOMOUYEHHBIM OPIaHOM.

220. IIpu BeITaue apXUBHBIX JOKYMEHTOB U JIE€J1 U3 APXUBOXPAHUIIUIIA ITPOBOASATCS
CBEpKa apXMBHOTO WM(pa U 3arojOBKOB (aHHOTALMM) C ONMUCHIO (KHUIOM yuyera U
OINMCAaHMs), & TAKKE B YCTAHOBJICHHBIX CIIyYasiX MOJMCTHAS MPOBEPKA apXUBHBIX JIE]I.



[Ipn BBIZaye AOKYMEHTOB HA JJIEKTPOHHBIX HOCHUTENSAX M3 XpaHWJIHUILA
OCYILIECTBIISIETCS MPOBEPKA LIEIOCTHOCTH BCEX OOBEKTOB XPAHEHHUSI, COCTABIISIOLINX
BBIJJAaBAEMBIN TOKYMEHT Ha 3JICKTPOHHOM HOCHTEIIE.

[Ipu cBepke apXUBHOTO MHU(Pa apXUBHBIX JOKYMEHTOB C OMHUCHIO (KHUTOW y4eTa u
ONMCaHUs) MPOBEPSIETCS MPABUIBHOCTh OPOPMIIEHHS OOJOKKH U TUTYJIBHOIO JINCTA
nena, IEPBUYHOTO CPEACTBA XPAHEHHS ay IMOBU3YaJIbHOIO, SJIEKTPOHHOIO IOKYMEHTA,
OpPaBUJIBHOCTh COCTaBJICHUS 3arojioBKa W IIM(pa eIUHUIBl XpaHeHud. B cioyudae
HEO0OXOIMMOCTH BHECEHHUS 3HAYUTEIBHBIX UCTIPABICHUA 00JI0KKA U TUTYJIBHBIN JTUCT
3aMEHSIOTCA C COXPAHEHUEM CTapOoi 0OJI0XKKH.

[Ipy moAroToBKe K BBIIAYE W3 aPXMBOXPAHWIIMIIA OTIEJIBHBIX APXUBHBIX
JOKYMEHTOB, U3BATHIX U3 JIe], Ha 0OOPOTHOW CTOPOHE KaXKIOTO JIUCTA BHE TEKCTa
apXUBHOTO JJOKYMEHTA MPOCTABIISIIOTCS IITAMI C APXUBHBIM IIH(PPOM U 1aTa BHIIAYU.

221. ApxuBHbIE NOKYMEHTBHI BBIAAIOTCA U3 APXMBOXPAHMJIMIIA HA CPOK, HE
IIPEBBIIAIOIINN:

1) onuH MecsIl MOJIb30BATENSIM B UUTAJIBHBIN 321 U paOOTHHKAM apxuBa, 3a
UCKJIFOUEHHEM 0C000 LEHHBIX U ayAMOBHU3yaJIbHBIX JOKYMEHTOB, BBIJABAEMbIX Ha CPOK
He OoJiee IBYX HEJCIb;

2) Tpu Mecsina GoHA000pa3oBaTeNs M BO BPEMEHHOE MOJIb30BAHMUE;

3) mecTb MecsIEeB CyAeOHBIM, PABOOXPAHUTEIBHBIM U MHBIM YIIOJIHOMOYEHHBIM
opraHam;

4) BbIJaYa CEKPETHBIX IOKYMEHTOB OCYILECTBIISIETCS B MOPSAIKE, ONPEIEIIEMOM
3aKoHOJaTeNbCTBOM PecnyOnuku KazaxcTan o rocyjapcTBEHHBIX CEKpETax;

5) mecTh MecsLeB 11 BPEMEHHOI'O BbIBO3a 32 MIPEIEIIbl CTPAHbI B COOTBETCTBUU C
[IpaBuiiamu BbIIauM pa3pellieHus Ha BPEMEHHBIM BBIBO3 3a mpejaenbl PecmyOnuku
Kazaxcran noxymentoB HA®, Haxomsumxcsi B rocyJJapCTBEHHOW COOCTBEHHOCTH,
yTBEPKJACHHBIMU TOcTaHOBJIeHUEM [IpaBuTenscTtBa PecnyOnuku Kazaxcran ot 12
depans 2007 roga Ne 98.

222. Bplgaya apXWBHBIX JOKYMEHTOB M JI€J1 W3 ApPXUBOXPAHWIMIIA IS
AKCIIOHUPOBAHUS OCYIIECTBISETCA HA OCHOBAHUU JOTOBOPA O MPOBEICHUH BHICTABKH.

Cpok BblJa4M apXMBHBIX JOKYMEHTOB U JEJ JUIsl CO3JaHusl CTpaxoBoro (poHxaa,
¢dboHIa MOJIB30BAHUS U JUISl CIIEIUATIbHON 00pabOTKU onpeensieTcs miaHaMu paboThI
apXMBa U JIOTOBOPAMH Ha IMPOBEJIECHHE COOTBETCTBYIOIIMX pPabOT CO CTOPOHHHUMH
OpraHu3alysIMU.

223. IIpoasieHNE YCTAaHOBJIEHHBIX CPOKOB BbIA4YM APXMUBHBIX JOKYMEHTOB H J€JI
JIOITyCKAeTCsl B 0COOBIX CIyyasX M0 MUCbMEHHOMY pa3pellieHnI0 PYKOBOIUTENS apXuBa

224. Bpltaya apXuBHBIX JOKYMEHTOB M JI€J]I U3 apPXUBOXPAHWINILA PETUCTPUPYETCS
B KHUTax BbIJAYM apXUBHBIX JOKYMEHTOB, KONHMH (OHJIa MOJb30BAHUS U3



apXUBOXPAHWINIIA, KOTOPbIE BEAYTCS Pa3[eIbHO MO KAKIOMY apXUBOXPaHUIUILY U
BUJTy BbIJIa4¥ 10 popMe, YTBEPKIAeMON YIIOJTHOMOUYEHHBIM OPTaHOM.

225. Brigaya apXuBHBIX JIOKYMEHTOB, KOTIHI apXWBHBIX JOKYMEHTOB U3 (hoHIa
MOJIb30BaHUS, OMUCEH B YUTAIBHBIN 3a1 0OPMIISIETCS 3aKa30M Ha BbIAady apXUBHBIX
JOKyMEHTOB, KONUi (HOH/a TIOJIB30BAHUS U3 apXWBOXPAHWININA, OTTUCEH TI0 GopMme,
YTBEPKAAEMON yIOJTHOMOYEHHBIM OPraHOM, U PETUCTPUPYETCS B KHUTE BbIJAYU
ApXUBHBIX JOKYMEHTOB, KOMUH (OHJA TMOJb30BAHUS W3 apXUBOXPAHUJIMUILA B
YUTAJIBHBIA 3all, B KOTOPOW paCHHUCHIBACTCS PaOOTHUK YUTAIBHOTO 3aja.
HcnonHeHHBbIN 3aKa3 IOJb30BATENs HANPABISIETCAd B YUTAJIbHBIM 3aJ1 BMECTE C
BBIJJAHHBIMU apXUBHBIMU JOKYMEHTAMU U XPAHUTCS B IUYHOM JI€JI€ MOJIb30BaTENS.

226. Bpijaua apXMBHBIX JIOKYMEHTOB U JIeJ1 paOOTHUKY apXuBa JIJIsl UCIIOIb30BaHUs
B CITY’>KEOHBIX HEISIX 0(POPMIISECTCS 3aKa30M Ha BBIJIaYy apXUBHBIX JIOKYMEHTOB, KON
dboHma TONB30BAHMS, ONHUCEH, KOTOPBIM BU3HUPYETCS PYKOBOIAUTEIEM
COOTBETCTBYIOILIETO CTPYKTYPHOIO TMOJpa3/ClICHUsl. 3aKa3 pEerucTpupyercs B KHUTE
BbIJIAUM apXUBHBIX JOKYMEHTOB, KOTIHM (JOH]Ia MOJIH30BAHUS U3 XPAaHWIHINA B paboune
MOMEIICHUs, B KOTOPOW paOOTHHUK, TOJYYUBIIUN apXUBHBIE JIOKYMEHTHI,
pPacCIUCHIBAETCS 3 KAXKIYIO €UHUILY XPAHEHUS.

227. Briiaua apXuMBHBIX JJOKYMEHTOB U JIeJ B JIaOOpaTOpUIO apxuBa oopmiisercs
3aKa30M Ha MPOBEJACHUE COOTBETCTBYIOMUX PAOOT U PETUCTPUPYETCSA B KHUTE BbIIAUN
apXMBHBIX JIOKYMEHTOB, KONUi (hOHa MOJIB30BAHMS U3 XpaHUIIUIIA B JIA0OPATOPHIO, B
KOTOpPOM pacHucChIBaeTCsl pabOTHUK JIa0OpAaTOpHUH. 3aKa3 YUUTHIBAETCS B JaOOPATOPUH,
COOTBETCTBYIOILIEM CTPYKTYPHOM NOJAPA3JAEICHUM APXWBA M CIYKUT KOHTPOJIbHBIM
JIOKYMEHTOM 3a XOJIOM ITPOBEJICHUS BCEX ITANOB pabOThI C APXHUBHBIMHU JOKYMEHTAMH.

228. Bpigaya apXMBHBIX JOKYMEHTOB M i€ BO BPEMEHHOE MOJb30BaHHUE
0(OpPMIISIETCSL AKTOM O BbIJJa4€ apXUBHBIX JOKYMEHTOB BO BPEMEHHOE MOJIb30BAHUE 110
dbopme, yTBEpKIaeMOW YIMOJTHOMOYEHHBIM OpPraHOM, U PETHCTPUPYETCS B KHUTE
BBIJJaYd APXMBHBIX JOKYMEHTOB, KONWI ()OHJA TOJIL30BAHMUS W3 XPaHWJIUILA BO
BPEMEHHOE MOJIb30BaHUE.

229. Onucu BBIJAIOTCS HA CPOK, HE MPEBBIMIAIONINEN MATh JHEW. Beigaua onucei,
UMEIOIIUXCS B OJHOM K3EMIUIAPE U XPAHSIIUXCS EHTPAIM30BAHHO, JOMYCKAETCS B
UCKIIFOUUTENBHBIX CIIy4asixX ¢ pa3pelieHUs] pyKOBOJUTEIS apXUBa UJIH €r0 3aMECTUTEIIS
Ha CPOK, HE MPEBBINIAIONINN OJIUH JIEHb.

230. locTyn W NpenocTaBlIEHUE JJIEKTPOHHBIX OMUCEH €N, 3IEKTPOHHBIX
JOKYMEHTOB COTPYJAHUKAM apXuBa W Uil paOOThl B UYMTaJbHOM 3ajie apxuBa (
CHeraabHO 000PyI0BaHHOM pabodyeM MecTe) paOOTHUKAM TOCYTapCTBEHHBIX OPTAaHOB
, CYJIOB, 3aMHTEPECOBAHHBIX OPTraHMU3allMil, TPAXKJIaH OCYILUECTBIISIIOTCS MOCPEACTBOM
JIOKaJbHOM CETH, KaHAJIOB 3JeKTpocBsizu, UC DA.



Jnsa ynameHHOro AOCTyIla K 3JIEKTPOHHBIM OMMUCAM A€ U DJIEKTPOHHBIM
JOKYMEHTAaM PYKOBOAUTENEM apxuBa BblaaeTcs paspeuenue B MC DA nosp3oBaresnto
HA OCHOBAaHMHM €ro aBTopu3aiuu u 3assieHus B IC DA.

231. IlpoBepka KHUT BBIIAYM apXUBHBIX JOKYMEHTOB U JI€Jl IIPOBOJIUTCS HE PEKE
OJIHOTO pa3a B mojyrojaue. Eciu B pe3ysibTaTe MPOBEPKU KHUT BbIJAYM YCTAHOBIICH
(dakT HapylIeHUs CPOKOB BO3BPAILECHUS APXUBHBIX JTOKYMEHTOB M JI€Jl, BBISICHSIOTCS
€ro NPUYMHBI U MPUHUMAIOTCSI MEPHI K BO3BPATY apXUBHBIX JOKYMEHTOB U nen. Ecnu
HEBO3BpAIlEHUE APXUBHBIX JOKYMEHTOB U J€1 B CPOK B apXMBOXPAHUJIUILE BBI3BAHO
HEO0OXOIMMOCTBIO UX JaJIbHEHIIEro UCIOIb30BaHusl, Bbliada nepeodopmisiercs. [Ipu
3aJIepKKE BO3BPAIICHHS apXUBHBIX JOKYMEHTOB U JieNl 0€3 YBAKUTEIbHBIX MPUINH
MPUHUMAIOTCS MEPHI JJIsl ©X HEMEJICHHOTO BO3BpaTa B apXUBOXPAHWIIHUILIE.

232. B uensix KOHTPOJA 32 COXPAaHHOCTBHIO APXMBHBIX JIOKYMEHTOB U el
noApa3/ieJIeHuEe, OTBETCTBEHHOE 3a XPAHEHUE AapXMBHBIX JOKYMEHTOB, MPOBOJUT
MPOBEPKY COXPAHHOCTU BBIJIAHHBIX U3 aAPXMBOXPAHWUIIUILA APXUBHBIX JIOKYMEHTOB U
nen. IIpoBepku MpoOBOJSATCSA B TNIAHOBOM IMOPSIKE WK MO MEpe HEOOXOAUMOCTH IO
COTJIaCOBAHUIO C PYKOBOJUTENIEM apXHBA.

233. Ilpu BO3Bpall€eHUH APXUBHBIX JTOKYMEHTOB U JI€JI B apXUBOXPAHUJIUILE
OCYLIECTBIISIETCS MOJUCTHAS MPOBEPKA UX (PU3HUUECKOTO COCTOSIHUSI B COOTBETCTBHUU C
nyHktamu 186-206 nacrosiuux [Ipasui.

B xHHre BpI1aun apXUBHBIX JOKYMEHTOB U JEJ] JIE€JIA€TCSI OTMETKA O BO3BPAILICHUU
ApXMBHBIX JIOKYMEHTOB B NPUCYTCTBUM JIMI, UX BO3BpaTUBIINX. B ciyuae
oOHapy>XeHUs MOBPEKICHUN BO3BpALIAEMbIX apXUBHBIX JIOKYMEHTOB, COCTABIISICTCS
aKT B TMPOU3BOJBbHOU (QopMe, KOTOPHIM MOANUCHIBAETCS PaOOTHUKOM
apXMBOXPAHWINIIA U JIMIOM, BO3BpAIIAIOIINM apXUBHBIE JOKYMEHTHI W Jiela, U
NPEICTaBIIAECTCA Ha PACCMOTPEHNE PYKOBOJIUTENS apXHUBa.

234. ApXuB yBEeIOMJISIET TIOJI POCIIUCH TOJIB30BATENSI 00 €r0 OTBETCTBEHHOCTH 32
COXPAHHOCTb MOJYYCHHBIX apXUBHBIX JOKYMEHTOB U JIE.

235. B city4asx XUIIEHUs WU MOBPEXKICHNS aPXUBHBIX JOKYMEHTOB U JI€N, B TOM
YuCjie BHECEHHUSI B MX TEKCT M3MEHEHMM, apXxuB oOpaliaercs ¢ COOTBETCTBYIOIIUM
3a8BJICHUEM B OpraHbl BHYTPEHHHUX JI€JI MO MECTY paCHOJIOKEHUS apXuBa, B
TPEXJHEBHBIN CPOK HHGOPMUPYET YIOJIHOMOYEHHBIH opraH, ApxuB [Ipesumenta
Pecnybnuku Kazaxcran uiu MUO, npuHuMaeT Apyrue Mepbl K BO3MEIICHUIO yiiepoa
B COOTBETCTBHH C 3aKOHOAaTeNbCcTBOM PecnyOnuku Kazaxcras.

IMaparpad 10. ITopsanok TpaHCIOPTHPOBKH U MEPEMEIICHHS apXUBHEIX JOKYMEHTOB

236. [1pu TpaHCTIOPTUPOBKE apXUBHBIX IOKYMEHTOB U JIeT Ha JIOOBIE PACCTOSHUS
COOJTIOJTAFOTCS MEPHI M0 OXpaHe W 3allUTE WX OT BO3JEHUCTBUS BPEIHBIX (HaKTOPOB



OKpYXarwlled Ccpeapl IyTEM NPUMEHEHUs CIEUHAJIbHBIX BHUJIOB YIIAKOBOK,
00ecTeYnBaOIIUX 3aIUTY apXUBHBIX JOKYMEHTOB OT OCAJKOB, CBETa, MEXaHUYECKUX
ITOBPEKICHU M.

237. Jlnst TpaHCHOPTUPOBKHU APXUBHBIX JOKYMEHTOB U JIEJ UCIOJb3YETCS TIJIOTHAS
YKJIQJIKA, UCKIIFOYAKOIIass BO3MOXKHOCTh NIEPEMEIICHNS] APXUBHBIX JTOKYMEHTOB U JIEJI
BHYTPH YNaKOBKH, yIAPOB U PA3JIMUHbBIX COTPSACECHUM.

®oT0-, HOHOJOKYMEHTHI YIAaKOBBIBAIOTCS] B BEPTUKATHLHOM TOJIOKEHUH B KOPOOKHU
KECTKOM KOHCTPYKIIMM COOTBETCTBYIOIIETO pa3Mepa, OOEpHYThIE BO
BJIArOHETIPOHUIIAEMYIO TKaHb.

Hpyrue aynuoBu3yandbHbIE W BJIEKTPOHHBIE JOKYMEHTHI, rpaduyeckue u
KpynHo(dOopMaTHBIE Jiea U JOKYMEHTHI IepeMENIatoTCsl TOJIbKO B YIIaKOBKE, B KOTOPOM
OHU XPAaHATCS, WU B CIICHHAIBHO MTPEIHA3HAYCHHBIX IS UX EPEMEIICHUS CPEICTBAX.

238. BHyTpHUropoackue nepeBo3Ku apXUBHBIX JOKYMEHTOB U JI€JI POU3BOIATCA B
3aKPBITHIX ABTOMAIIIMHAX B COMPOBOXIEHUU PAOOTHUKA apXUBA.

TpaHCIOPTUPOBKA apXMBHBIX JTOKYMEHTOB M JI€J Ha JAJIbHHUE PAaCCTOSHUSA
MPOU3BOJAUTCS B YIIAKOBAHHOM BHUJE B KPBITOM TPAHCIIOPTHOM CPEJICTBE.

IMaparpad 11. Ilopanok BEIABICHASI K OTHECEHHA JOKYMEHTOB, OTHOCSIIIXCS K
KyJIBTypHBIM IIEHHOCTSM, H 0c000 IIEHHBIX AOKyMeHTOB. Co3nanne (oHAa OIB30BaHUA

239. BeisBiieHHE U OTHECEHHE TOKYMEHTOB HA®D Kk KyJabTypHBIM LIEHHOCTSIM U
0c000 LIEHHBIM JOKYMEHTaM MPOBOJISATCS B IUIAHOBOM IMOPSIIKE KBATU(PUIMPOBAHHBIMU
CHeUMaTMCTaMl Ha OCHOBAaHMM OTPACIEBBIX HAayYHO-METOJMYECKHX pa3pabOTOK U
OCOOUH.

240. Onpenenenne B coctaBe HA® 10OKyMEHTOB, OTHOCSAIIUXCS K KyJbTYPHBIM
LIEHHOCTSIM, OCYUIECTBIISIETCSI B COOTBETCTBHM C 3aKOHOJATENbCTBOM PecryOiuku
Kazaxcran, OIIK apxuBa, Apxusa I[Ipesunenra Pecnyonuku Kazaxcran nnu MUO u
3aKpeIUIsieTCsl YYETHBIMU JOKYMEHTaMH apXuBa B COOTBETCTBUU C IIYHKTOM 287
HacTosmux IIpasu.

241. ®oHpa mOJIb30BaHUS N3TOTABINBACTCS OJHOBPEMEHHO CO CTPAaXOBBIM (hOHIOM
B KOMIIJIEKTE, BKJIIFOYAKOLIEM:

1) nyst apXUBHBIX JTOKYMEHTOB Ha OyMa)KHOM OCHOBE OJIHY MUKpodopmy 2-ro
IOKOJICHUsI Ha TaJoreHuaocepeOpsHON IUIeHKe (HeraTuBHAs WM MO3UTUBHAs),
U3TOTOBJIEHHYIO C HEraTUBHON MUKPOQPOPMBI 1-ro MOKONEHUs, U OJHY MUKpodopMy 3
IO NOKOJICHUSI, U3TOTOBJIEHHYIO C MUKPO(QOPMBI 2-I'0 MOKOJICHUS;

2) nns GOTOOOKYMEHTOB OJMH MO3UTUBHBIM (POTOOTIEYATOK U OJUH

nyOJb-HEeTaTuB;

3) s KMHOJAOKYMEHTOB OJHY ITO3WTHBHYIO COBMEIICHHYIO KOIHUIO, OIUH
IPOMEKYTOUHBIN TTO3UTHUB HW300paKCHHUS W OAWH KOHTpAaTUN (OHOTPAMMBI (IS
3BYKOBBIX KHHOJOKYMEHTOB). IIO3WTHBHAas KOMHMS W TPOMEKYTOUHBIH ITO3UTUB



N300paXeHUs] BXOJAAT B KOMIUIEKT KMHOJOKYMEHTa, IPUHUMAEMOr0 Ha MOCTOSIHHOE
xpaHeHue. JlonmyckaeTcs OONMOJHUTEIbHOE HW3TOTOBIEHHE (OHIA MOJIb30BaAHUS
KUHOJIOKYMEHTOB B BUje BuacodoHorpamm B popmarax Betacam u VHS;

4) nns GOHONOKYMEHTOB OJIHY KONHWIO Ha MarHUTHOM JIEHTE WJIM Ha HU(PPOBOM
nocutene (DAT-kaccera);

5) s BUZIEOJJOKYMEHTOB OJIHY Komuto B (hoopmate VHS.

242. BxaroueHue B (OHJ MOJIb30BAHUS KOMHUI apXUBHBIX JOKYMEHTOB, B TOM
YUCJ€ Ha JJICKTPOHHBIX HOCUTENSAX, CO3JAaHHBIX B Ipolecce APYyrux paodor,
OCYILIECTBIISIETCS APXUBOM CaMOCTOSTEIIBHO.

B ¢ona nonb30BaHMs BKIIIOUAIOTCSI KOMUHU MOJHOCTHIO CKOMMPOBAHHBIX €IMHUIL
xpaHeHus. Komuu oOTAENbHBIX apXUBHBIX JOKYMEHTOB BKJIIOYalOTCs B (oHA
MOJIb30BaHUS B COCTABE TEMAaTHUECKUX MOAOOPOK apXUBHBIX JOKYMEHTOB.

243. IIpoBepka Haau4Msi U COCTOSIHUA (DOHAA MOJIB30BAHUS OCYIIECTBISAETCA C
LEJbI0 KOHTPOJA 32 COXPAaHHOCTBbIO KONHUM M OpraHu3aluu pabdoThl 1O
CBOEBPEMEHHOMY BOCCTAHOBJIEHUIO (POH/IA MOJIb30BAHMSL.

O0beM U MEepUOJUYHOCTh PA0OTHI MO MPOBEPKE HAJIUYUSA U COCTOSHUS (PoHIa
HOJIb30BaHUs ONPEJIEISIFOTCS ¢ YUETOM €ro o011ero oobeMa, cocraBa, HHTEHCUBHOCTH
BbIIaUM KOIUU U YaCTOThI UX BOCIIPOU3BEACHUS, a TAK)KE YCIOBHUI XpaHEHUSI.

IMaparpad 12. ITopanok o6ecriedeHHs COXPAHHOCTH apXHBHEIX JJOKYMEHTOB IIpH
9gpe3BhYaiHBIX CHTyamusaX

244. C yyeToM BO3MOYKHBIX YpE3BBbIYAWHBIX CUTyallMil apXuB pa3zpadaThIBaeT
MOOMIM3AIMOHHBIN T1aH corjacHo 3akony Pecnmybnuku Kazaxcran "O
MOOWJIN3aIlMOHHON ITOATOTOBKE U MOOMIN3anuu".

245. Tlpn HACTYIUIEHUM YPE3BBIYANHBIX CUTYyallMd PYKOBOJUTEIL apXuBa
He3aMeNINTEIbHO MHPOpMUPYET 00 3TOM YINOJHOMOUYEHHBIM opran u MUO, mo
COTJIACOBAaHUIO C HHMHU NPUHUMAET pelieHne o paboTe apxuBa B pEKHUME
YPE3BBIYANHON CUTYALUH.

I'maBa 4. ITopaaok rocy1apCTBEHHOTO yJeTa JOKyMEeHTOB HamoHaIbHOTO apXMBHOTO
($oHIa U yJeTa APYruX apXMBHEIX JOKYMEHTOB

IMaparpad 1. Ilopsnok rocyapcTBEHHOTO yueTa JOKyMeHTOB HalmoHamsHOro apXuBHOTO
¢oHAa U yJeTa APYTHX apXUBHBIX JJOKyMEHTOB

246. ApXuB OCYIIECTBJISIET TOCYAaPCTBEHHBIN y4eT NOKyMeHTOB HA® u ydyer
JIPYTUX apXUBHBIX TOKYMEHTOB.

VYyer TOKyMEHTOB B apXMBE CTPOUTCS HA OCHOBE NMPUHIUIIOB IIEHTpaIU3alllH,
yHU(PUKAIWU, JTUHAMHUYHOCTH, TOJHOTHI, JOCTOBEPHOCTH U NPEEMCTBEHHOCTH



YUYETHBIX JOKYMEHTOB Ha BCEX CTaauiX pabOThl ¢ JOKyYMEHTaMH. YKa3zaHHbIE
OPUHIIUIIBI PEATU3YIOTCS HA OCHOBE:

1) ycranoBieHus oOmUX JJIsi BCEX OCHOB (POPMHUPOBAHUS U HUCTOYHUKOB
komIuiekToBanusi HA® equnuil yuera;

2) €IMHCTBA OPraHU3ALMK XPAaHEHUS U YUeTa apXUBHBIX JIOKYMEHTOB;

3) cOnmoCTaBUMOCTH YYETHBIX MOKa3aTeNeH;

4) cTporoil periaMeHTaluu U CTAOMJIBHOCTH (POPM YUYETHBIX TOKYMEHTOB U
TpeOOBaHUIA K MX 3aMOJTHEHUIO;

5) onepaTUBHOTO BHECEHUS BO BCE YUETHBIE TOKYMEHTHI U3MEHEHUN 00 00beMe 1
coctaBe 1okyMeHTOB HA®D, orpaxaronux nux (HakTHIeCKoe KOJTUIECTBO U COCTAB.

247. Ilopsok BeleHUsl JOKYMEHTOB IIEHTPATM30BAHHOIO TOCYJaAPCTBEHHOT O yueTa
nokymeHToB HA®, B Tom uuncne GopMbl macmopra apXuBa U MaclopTa MCTOYHUKA
KOMIUIEKTOBAaHUSA, a TaKX€ HUX TMPEACTABICHUS ONPEACISIIOTCA MpaBUiIaMu
HEHTPAIM30BAHHOI'O TOCYAApPCTBEHHOTO YY€Ta, YTBEPKAAEMOIO YIOJIHOMOYEHHBIM
OpraHOM.

248. Yyery nojJiexkar XpaHs;muecs B apXUBE apXUBHbIE TOKYMEHTBI, B TOM YHCIIE
HEONMCAHHbIE U HENpPOQUIbHBIE JJI1 JAHHOTO apXHBa, a TAaKKe CTPAaxOBBIE KOIUU
apXMBHBIX TOKYMEHTOB U KONUU (HOHAA MOJIb30BAHUS, OITUCH.

249. VdeT 3JIEKTPOHHBIX HOCHUTEJIEH, PA3MEIICHHBIX B KaXXJIOM XPAHUIUIIE,
BEJIETCSA Pa3/EIbHO B COOTBETCTBUM CO CpPOKAMHU XPAHEHHMS 3alMCAaHHBIX HAa HHUX
AJIEKTPOHHBIX TOKYMEHTOB.

250. Yder Bcex NOCTYNHUBUINX B XPAHWIMIIE IEKTPOHHBIX HOCUTENIEH BEETCS B
KHHUI€ y4eTa AJIEKTPOHHBIX HOCUTENEH MO (hopMe, YTBEPKIAAEMON YIIOJHOMOYEHHBIM
OpraHOM.

Ha >xecTkuil KopIyc 31€KTPOHHOTO HOCUTENS C 3alIMCAHHBIMU 3JIEKTPOHHBIMU
JOKYMEHTaMU HaKJIEHBAaeTCs ITUKETKa Mo (opme, yTBEpKAaeMOH YIIOJIHOMOYEHHBIM
OpPraHOM.

Ha xaxpaplii 3aperuCTpUpOBAHHBIN B XPAHWIMUILE 3JIEKTPOHHBIA HOCUTEIb
3aBOJIUTCS KapToOykKa »JJIEKTPOHHOrO HOcUTeNs 1o Qopme, yTBepxKAaeMOM
YIOJIHOMOYEHHBIM OPTaHOM.

251. Yder npous3BOIUTCS NMyTEM MPUCBOCHUS €OUHUIIAM XPAHEHHS YUETHBIX
HOMEPOB, SBJISIOIINXCS COCTABHOM YaCThIO apXUBHBIX HIU(POB.

B cocraB apxuBHOro mugpa eAMHULBI XpaHEHUS ayIHOBU3YalIbHBIX JOKYMEHTOB
BKJIIOYAIOTCA Takxke o0o3HaueHus: (OyKBEeHHbIE U LHU(POBHIE) 3JIEMEHTAa KOMIUIEKTa,
pa3Mepa HeraTuBa, BUJa HOCUTEIS 3BYKOBOM HH(POPMAIIIH.

B cocraB enuHMIIBI XpaHEHUS JIEKTPOHHBIX JOKYMEHTOB BKJIIOUAIOTCS (hopmaT
3aMyCU U BUJ HOCUTEIS HHPOPMAIIH.



252. Yyer apXuBHBIX JOKYMEHTOB B apXHMBE OCYIIECTBIISIETCS CHELUHUAIbHBIM
No/Ipa3/IeJICHUEM WIIM BO3JaraeTcs Ha CrelUalbHO BbIIEIEHHOTO pabOTHUKA. 3aluCH B
YYETHBIE IOKYMEHTHI BHOCSTCS] TOJIKO PaOOTHUKAMH, OTBETCTBEHHBIMU 32 YYET.

253. B apxuBe pa3pa0aThIBAETCS U YTBEPKIACTCS IPUKA30M PYKOBOJUTENS apXUBa
CXEMa y4eTa apXUBHBIX JJOKYMEHTOB.

CxeMa ydeTa apXMBHBIX JOKYMEHTOB B Irpaduueckoit hopme GuKCHpyeT MOPSI0K
y4era.

254. YueTHble TOKYMEHTBI, KpDOME OMHUCEH, PEeIHA3HAUCHBI JIJISl CIIYKEOHOTO
N0JIb30BaHUS U MOJ30BATEISIM HE BBIAIOTCA.

XpaHEeHUEe y4YETHBIX JTOKYMEHTOB OCYIIECTBIAECTCS B COOTBETCTBUM C IMYHKTAMHU
158-159 nacrosmux IIpaBui.

255. OCHOBHBIMU €IMHUIIAMH YUY€Ta ApXUBHBIX IOKYMEHTOB HE3aBUCUMO OT BHUA
HOCHTEJIA, CII0c00a U TEXHUKH 3aKperieHuss THHOPMAIIMH SBISIOTCS apXUBHBINA (DOH/T
U €JIMHUIIA XPaHEHUSI.

ApXUBHBIE JTIOKYMEHTHI JIMYHOTO MPOUCXOXKACHUS, MPOIIEIAIINE TOJbKO
NEPBUYHYIO 00paOOTKY, YUUTHIBAIOTCS MO TOKYMEHTAM WJIU JINCTAM.

HeynopsinoueHHble apXuUBHbIE JOKYMEHTBI (POCCHINb) YUYUTHIBAKOTCS M3 pacyeTa
150 nucTOB B OJTHOM YCIIOBHOM €UHUIIE XPAHEHHUS.

256. Benercs cnenyomuil yueT apXuBHbBIX JOKYMEHTOB:

1) equHuLEN XpaHEeHUs] ApXUBHBIX IOKYMEHTOB Ha OYMa)KHOW OCHOBE SIBJISIETCS
bi (S5 (O

2) enuHUIEH XpaHEHUS KUHOJAOKYMEHTOB — (hU3UYECKU 000COOJIECHHBIN PYJIOH
KUHOTUICHKU WJIM MAarHUTHOM JICHTHI C 3alUChI0 M300pa3UTENbHON /WU 3BYKOBOM
uHbOopMaInH;

3) enuHunel xpaHeHus GOTONOKYMEHTOB — (hU3MUYECKH 000COONIEHHBIN Kajp (
HEraTUB, JyOJIb-HEraTWB, IO3UTUB, CJAWJ (IMATMO3UTHB), HECKOJIBKO KaJpoB
aHOPAaMHOM CheMKH, (DOTOOTIIEYATOK, PYJIOH AuapuibMa, PoToanbo0M;

4) enuaUIEH XpaHeHUsT (POHOJOKYMEHTOB — (hu3ndecku 000COOIICHHBIC PYJIOH
KUHOILJIEHKH, MAarHUTHOM MM OyMa)KHOW JIEHTHI, KacceTa, BOCKOBOW BAJIMK, JUCK C
3aMKChI0 3BYKOBOM MH(pOpMaLUK;

5) equHulel XpaHEHUS! BUICOJOKYMEHTOB — (pr3nuecku 000COOJIEHHBIN PyJIOH
MAarHUTHOM JIEHTHI, KacceTa, JUCK C 3aluCbhi0 HM300pa3UTEIbHOW M 3BYKOBOH
uHbOopMaInH;

6) eUHUIICH XpaHEeHUs PJIEKTPOHHBIX JTOKYMEHTOB — (pu3nuecku 000CcOo0IeHHBIN
HOCHUTEJIb C 3aIlUCBhI0 YAaCTH 3JIEKTPOHHOIO JIOKYMEHTA, OJHOTO0 WMJIM HECKOJbKUX
AIIEKTPOHHBIX IOKYMEHTOB;

7) equHUIIEH yyeTa KUHOAOKYMEHTOB — YAacTh €JAMHUIIBI XPAHEHUSI, OAHA WU
HECKOJIbKO €JMHUIl XpaHEHUs C 3alliChl0 OmpejaeseHHOTro ¢uibMa, XypHaia,
CHELBBINYCKA, CIOXKETA;



8) equnHuIel yueta GOTOJOKYMEHTOB — OJIHA WJIM HECKOJIBKO €IMHUI] XPAHECHHUS C
3aMUCHIO OMPEIETIEHHOT0 TUapuiIbMa;

9) eqununei yuera OHOJOKYMEHTOB — YacTh €IUHUIIBI XpPAaHCHUS, OJHA WJIH
HECKOJIPKO €JIMHUI] XPaHCHUS C 3alKChI0 3BYKOBOUM MH(MOpMaIu 00 OnpeieIeHHOM
COOBITUH, TPOU3BEICHUM JHUTEPATYphl U HMCKYCCTBa (HECKOJBKUX MPOU3BEACHUN
JUTEpaTypbl U UCKYCCTBA, OOBEIMHEHHBIX IO aBTOPCKOMY, TEMAaTHUYECKOMY WIIH
JIPYTUM IpU3HAKAM);

10) enunuiel y4eTa BUJICOJJOKYMEHTOB — YacCTh €JMHUIIBI XpAHEHHUS, OJHA WUJIU
HECKOJIbKO €JMHUIl XPAaHEHUs C 3alUChI0 OMNPENICICHHOTO CHOYKETa, MPOU3BEIACHUS
JTUTEPATYPbl U UCKyCCTBa (HECKOJBKUX MPOM3BEACHUN IUTEpPAaTyphl M MCKYCCTBA,
00BEIMHEHHBIX TI0 ABTOPCKOMY, TEMATHUYESCKOMY WIIH JIPYTUM TIPU3HAKaM),

11) enquaMIICH y4yeTa JEKTPOHHBIX JOKYMEHTOB — YacTh €UHUIIBI XpaHEHUS, OJTHA
WJIM HECKOJIBKO €TMHUIL XPaHEHHUS C 3alHUChI0 AJIEKTPOHHOTO JOKYMEHTA.
257. B apxuBe BelyTCsSI OCHOBHBIE U BCIIOMOTATEIIbHBIE YUETHBIE JOKYMEHTHI.

VYyeTHble JOKYMEHTHI (POPMUPYIOTCS HA OyMa)XHON OCHOBE M B DJIEKTPOHHOM
dbopmate B UC DA.

258. B cocTaB OCHOBHBIX YYETHBIX JOKYMEHTOB apXHBa MOMHUMO JIOKYMEHTOB,
ycTaHOBJIeHHbIX [IpaBwiaMu 1EHTPAIM30BAHHOIO TOCYJapCTBEHHOI'O YyYeTa,
YTBEPKIAEMBIMHU YIIOJTHOMOYEHHBIM OPTaHOM, BXOJIAT:

1) xHura yuyera MOCTYIUIEHUH HOKYMEHTOB IO Qopme, YTBep:KIaeMou

YIOJTHOMOYEHHBIM OPTaHOM;

2) criicok (poHI0B 0 hopme, yTBEpKAAEMO YIIOJTHOMOUYEHHBIM OpraHOM;

3) muct douma o hopme, yTBEpKAaeMOM YIIOTHOMOYEHHBIM OPraHOM;

4) nmuct yuyeta no popme, yTBEpKIaeMOU yIOJTHOMOUYEHHBIM OPTaHOM;

5) onuch J1e7 JOKYMEHTOB;

6) peecTp omnucel fei, TOKYMEHTOB 10 (hopMe, YTBEPKIAEMOU YITOTHOMOYEHHBIM
OpraHoM;

7) MHBEHTapHAas KHUATA ydeTa Jel, TOKYMEHTOB, 0()OPMIICHHBIX JParolleHHBIMHU
MeTa/lIaMH U KaMHSIMU, UMEIOIIUX B TIPUIIOKEHUU JPArolleHHbIe METaUIbl U KaMHH,
o ¢popme, YTBEPKIaeMOU YIIOJTHOMOUYEHHBIM OPraHOM;

8) macropT apXuBOXpaHUIUIIA (TPOU3BOJIBLHON (POPMBI);

9) nmucT yyeTa M OMHMCaHUs TOKYMEHTa, OTHECEHHOTO K KYJIbTYPHBIM IIEHHOCTSM,

o gopme, yTBEp>KIAeMOU YITOJTHOMOYEHHBIM OPTaHOM;
10) criucok ¢oHIOB, coaeprKalKuX 0c000 IEHHBIE JOKYMEHTHI, IO (opme,
YTBEP)KIAEMOH YIIOJTHOMOYEHHBIM OPTaHOM;
11) onuce 0cobO HEHHBIX A€, AJOKYMEHTOB 1Mo (opme, yTBepKaaeMou
YIOJIHOMOYEHHBIM OPTraHOM, WM MEPEeUYeHb HOMEPOB 0CO00 LIEHHBIX Jie)1 (HOMEPHUK)
o gopme, yTBEp>KIaeMOU YITOJTHOMOYEHHBIM OPTraHOM;



12) peectp ommceild 0co00 IMEHHBIX 1, TOKYMEHTOB 10 (hopMe, yTBEepPKIaeMOM
YIOJHOMOYEHHBIM OpraHOM;

13) xkHUTra yuera MOCTYIUICHHH cTpaxoBoro ¢oHAa U ¢GoHAa MOIH30BaHUS Ha
MUKpO(HUIax, KHUTa y4eTa MOCTYyIUIEHUH cTpaxoBoro ¢oHAa v GoHIa moJIb30BaHUA
Ha pyJIOHHOH IUIEHKE 10 opMe, YTBEPKIaeMON YIIOJTHOMOUYEHHBIM OpTraHOM;

14) onuchk ctpaxoBoro ¢oHaa Ha MUKpPOQUIIAX, OIMUCH CTPaxoBOro (GoHaa Ha
PYJIOHHOM IJIEHKE 10 (hopMe, YTBEPKIaeMON YIIOJTHOMOYEHHBIM OPTaHOM;

15) neno douna;

16) nucT-3aBepuTeb J1eNa;

17) BHYTpeHHsi1 ONHUCHh JOKYMEHTOB jena mno ¢opme, YTBEpKIaeMOu
YIOJIHOMOYEHHBIM OPTaHOM.

259. B cocTaB BCIIOMOTaTeNbHBIX YUYETHBIX JOKYMEHTOB apXHUBa BXOJSAT KapTOUKHU
Y KHUTH JABUXEHUS (DOHIOB, ONUCEN, KHUTY y4eTa JOKyMEHTOB, MIEpEJaHHbIX B IPYTUE
apXUBbI, KHUTU y4eTa (POHIOB U JTOKYMEHTOB, BBIJICJICHHBIX K YHUYTOKECHUIO, KHUTH
MOJABUJOBOTO y4Y€Ta JOKYMEHTOB.

BcnomMorarenbHble yueTHbIE TOKYMEHTHI BEYTCs Kak Ha OyMa>KHOM HOCHUTEJNE, TaK
u B UC DA.

260. I'ocynapcTBEHHBIN y4YET apXUBHBIX JOKYMEHTOB, NatTupyeMbix 10 1917 rona,
BEJIETCS OTACJIBHO OT y4eTa apXUBHBIX JTOKYMEHTOB, JaTupyeMbix nocie 1917 rona, ¢
CaMOCTOSITETIbHOM TOPSIAKOBOM Hymeparuei ¢(oHaoB. VckitodueHue cocTaBisioT
CHEIUAIIM3UPOBAHHBIC AaPXUBBI, XpAHAIINE apXHUBHBbIE JOKYMEHTBI JIMYHOTO
MIPOUCXOXKIAEHUS U Ay JUOBU3YAIbHYIO JOKYMEHTALIHIO.

Homepa apxuBHBIX (OHIOB, JOKYMEHTHI KOTOPBIX JaTupyroTcs nocie 1917 roaa, B
apxuBe uUMeT uHAEKC "P", oTmensembiii oT 1udpoBoro oOo3HAUEHHS HOMEpa
apxuBHOro (onaa ueproit (P-1, P-2 u Tak nanee).

Howmepa apxuBHBIX (POHIOB JIMKBUIUPOBAHHOTO MAPTUHHOTO apXUBa, BKIIOYEHHBIX
B COCTaB apXMBHBIX (POHAOB apxuBa 00JacTu (ropoja pecnyOIMKaHCKOTO 3HaYEHUs,
cronuilbl), uMeroT uHaeke "I1", ormemsieMblii oT MUPPOBOTO 0003HAYCHUS HOMEpPA
apxuBHoro (ponna ueptoit (I1-1, I1-2 u Tak nanee).

[lepenymeparust apXuBHBIX (POHIOB MPOU3BOJUTCS B UCKIOYUTENBHBIX CIIydasix
Ha ocHoBanuu pemenusa JIIK apxuBa, Apxusa Ilpesunenta Pecriybnuku Kazaxcran
niu MHUO, corimacoBaHHOTO ¢ yIOJITHOMOYEHHBIM OPTaHOM.

261. MI3MeHeHUs B yYETHBIE JOKYMEHTBI BHOCSITCA HA OCHOBAHHH aKTOB COTJIACHO
nyHkTam 280-285 nacrosuux [Ipasui.

[Tocne BHECEHUSI U3BMEHEHUI B YYETHBIE JTOKYMEHTBI aKThl IOMEIIAKOTCS B JEJI0
donnaa, npu HeOHAOBON OpraHU3AIMKI APXUBHBIX TOKYMEHTOB — B JIEJI0O OPTaHU3AI1H,
KOTOpas nepeaasia JOKyMEHThI HA XpaHEHUE B apXHB.



AKTBI HyMepyIOTCs B zenie ¢oHJa MO0 BUAAaM aKTOB B BAJIOBOM MOPSAKE, MPH
He(OHJOBOM OpraHU3alMi apXUBHBIX JOKYMEHTOB — B JieJieé OpraHu3aluu, KoTopas
nepejana 10KyMEHThI Ha XpaHEHHE B apXHUB.

262. B kHUTYy y4eTa MOCTYIUIEHUH IOKYMEHTOB IMOCJIEI0BATEIbHO BHOCSTCS BCE
NEPBUYHBIE U TOBTOPHBIE MOCTYIUIEHUS apXUBHBIX TOKYMEHTOB. Kaxk0e nocrymienue
B IIpeaenax OTYETHOTO TroJa TMOJy4aeT TMOPSJAKOBBI HOMEp B BaJOBOM
NOCJIEIOBATEIBHOCTH.

Exeronno, mo coctosiHuio Ha 1 sSHBapsi HACTYMAIOIIETO T'OJIa, TTOJABOJIUTCS UTOT
KOJIMYECTBA MOCTYNUBIINX 3a IO/l apXUBHBIX JOKYMEHTOB.

263. B cnircok (OHIOB apXUBHBIN (POH 3aMUCHIBAETCS TOJBKO OJWH pa3 (Ipu
NepBOM MOCTYIUIEHUH B apxuB). He nomyckaercs BHeceHHe apXUBHOTro (OHIa B
CIHCOK (DOHIOB paHee MOCTYIUICHHUS €r0 apXUBHBIX JOKYMEHTOB Ha XpaHEHHUE.

Homep, npuicBoeHHbIN apXUBHOMY (POHAY MO CHHUCKY (POHAOB, SBISETCS €ro
YYETHBIM HOMEPOM, COXPAHSIETCS 32 HUM BO BCEX YUETHBIX JOKYMEHTAX.

B apxuBe HOKYMEHTOB MO JIMYHOMY COCTAaBY K HOMEpPY apXuBHOro (oHna,
IPUCBOEHHOMY KOMIUJIEKCY TOKYMEHTOB MO JIMYHOMY cocTaBy (hOHA00Opa3zoBaTers,
yepe3 JpoOb go0aBiseTcs HOMEp apXxuBHOTO (OHAA, 3a KOTOPHIM YuTeHa
JIOKYMEHTAIIHS TI0 OCHOBHOM JIeSITENIbHOCTH (hOHI000pa30BaTeIsl.

Jlna yuera apxXuBHBIX (DOHIOB HCIOJB3YIOTCS HOMEpa B BaJTOBOU
MOCJIEIOBATENILHOCTH, @ TAaK)K€ HOMEpa apXMBHBIX (DOHIIOB, apXHMBHBIE JTOKYMEHTHI
KOTOPBIX paHee OBbLIM BbIAENEHBI K YHHYTOXEHHIO B COOTBETCTBUU MYyHKTOM 285
HacTosimux [IpaBui Wi BKIIOYEHBI B COCTaB OOBEIWHEHHBIX apXHMBHBIX (DOHJIOB,
KOTOpBIE paHee HE UCIIOJIb30BAIIHCH.

Howmepa yTpaueHHBIX, IEpEIaHHBIX B APYTHE apXUBBI apXUBHBIX (DOHIIOB, a TAKKE
HOMEpPA apXMUBHBIX (POHIOB, BOIIEAIINX B COCTAB OOBEAUHEHHOTO apXUBHOTO (hOoHAA,
apXUBHBIC JJOKYMEHTHI KOTOPBIX PAHEE UCIOIH30BAIUCH, HE MOTYT OBITh MTPUCBOCHBI
BHOBB MOCTYNHBIITUM apXUBHBIM (POH1aM.

264. O0benMHECHHBIC ApXUBHBIC (POHJIBI U APXUBHBIC KOJIJIEKIIMH YUYUTHIBAIOTCS HA
o0mux ocHoBaHUAX. OObEAMHEHHOMY apXWBHOMY (oHAYy, OOpa3oBaHHOMY W3
apXUBHBIX (DOHIOB, paHEE YUTEHHBIX CAMOCTOSTENBHO, IPUCBAUBAETCS HOMEDP OJTHOTO
U3 apXUBHBIX (DOHIOB, BKIIOYEHHBIX B €r0 COCTAB.

265. Ha3zBanue apxuBHOTro (hOHJIa BHOCUTCS B CHUCOK (DOHJIOB Ha OCHOBAHUU
UCTOPUYECKOMN CITPABKU WU TUTYJIBHOTO JINCTA OIKCH.

Ecnu Ha3zBanue GpoHaoo0pa3zoBaTesss MEHSIOCh, TO B CIUCKE (POHAOB YKa3bIBAETCS
€ro moclielHEE Ha3BaHME B paMKax IEepUoAa, 3a KOTOPBIM MPUHSTHl apXUBHbBIC
JIOKYMEHTBHI.

HazBanue apxuBHOTo (pOHIA JTUYHOTO MPOUCXOXKJIECHUS COCTOUT U3 GaMUIHH U
WHUIMATIOB (DPU3UYECKOTO JIUIA, €ro MCEeBJIOHMMA, TUTYJIA, paHra, 3Banus. Hazpanue
apXMBHOTO (POHIAa CEeMbU WM POJa COCTOUT U3 (paMUJIMU W WHMIIMAIOB TJIABHBIX



YJIEHOB CEMbU WM POJIa U UX TUTYJIOB, PAHrOB, 3BaHUi. DaMuiIny, UMEHa, OTYECTBA,
TUTYJbl, PAHTH, 3BaHUSA, POJACTBEHHbIE OTHOIIEHUS BCEX YJIEHOB CEMbU WJIM POJA
yKa3bIBaIOTCS B JIHCTE (POHTA.

266. ExerogHo, 1o COCTOSHUIO Ha | sAHBaps HACTYyNarOUIETO roAa, K CIHUCKY
(GOHAOB COCTaBISIETCS HMTOTOBas 3alMUCh O KOJWYECTBE apPXUBHBIX (DOHIIOB,
MOCTYIHUBIIUX U BHIOBIBIIMX B T€UEHHUE I0J1a, U 00IIEM KOJIMYECTBE apXUBHBIX (POHIOB
, HAXOJISIIMXCSl HA XPAaHEHUU B apXUBE.

Cnucok ¢GOHIOB 3aKIIOUYAETCS B TBEPAYIO OOJOXKKY, JIUCTHI HyMEpYyIOTCH,
COCTABJISIETCS JINCT-3aBEPUTETT.

[lepeneuaTka criucka OHIOB OCYIIECTBISETCS TOJBKO B ClIydae MepeHyMepaluu
(GOHIOB B COOTBETCTBUHM C MyHKTOM 367 Hactosmux [Ipasuin. B aToM cinydae B ciucok
(GhOHIOB BHOCSTCSI HOMEPA, HA3BaHUS U OCHOBAHUS BBIOBITHS BCEX apXHBHBIX (DOHIIOB,
HOMEpa KOTOPHIX 3aHUMATh 3aMpeniaeTcs.

267. Jluct (hoHaa cocTaBsAETCA HAa KaKIbIi ApXUBHBIN (POH/I.

B nucrte gonma yuuThIBaloTCs BCe apXMBHbBIE JTOKYMEHTHI apXHBHOTO (hOHIA,
BKJIIOYasi HEOITMCAHHBIE U CEKPETHBIE.

JlomyckaeTcsi mepecocTaBieHHE JucTa (OHAA TOJIBKO B ClydyasX e€ro
HEUCITPAaBUMOI'0 OBPEXKICHUS UM HECOOTBETCTBHS €0 COAEPKaHUs (PAKTHUECKOMY
COCTOSIHHIO M 00BheMY apXUBHOTO (OHA MOCTe MepepadOoTKu apXUBHOTO (POHIA WIIH
co3JaHusg OOBEMHEHHOT0 apXWBHOrO (OHJA, YTOYHEHHUS UCTOPUHU
dbonmo000pazoBaTers.

B ciyyae nepecoctaBnenus nucta QoHma, paHee JEeWCTBOBABIINN JTUCT (PoHIa
nomeniaercs B Aeno ¢ouaa. B BepxHem npaBom yriry o00ux JUcTOB (DOHJA AeliaeTcs
otMmeTka — "JIucT nmepecocTtaBiieH" ¢ ykazaHHEM AaThl IEPECOCTABICHUS, JOJKHOCTU U
NOJINKCH JIUA, OTBETCTBEHHOTO 32 yYeT.

Ecnu Ha nucre ponga He ocTaeTcss MecTa JIJsl OUYEpEJHbIX 3aluCceil, 3aBOAUTCS
JUCT-TIPOJIOJIKEHNE, BBEPXY KOTOporo ykasbiBaeTcs "[Ipogommkenue, ¢. No  muct 2".
Ha nepBom nucte nenaercs ccbliika ""cMOTpeTh npoaoikenue . 2 (3, 4, 5 u Tak jgajnee)
".

Jluctel (hOHIOB XpaHATCS B MOPSAJIKE HOMEPOB apXMBHBIX (POHIOB B mamnke. K
KQXKJIOM MafnKe COCTaBJISETCS JIMCT-3aBEPUTENb, T/I€ YKa3bIBAIOTCS HayajbHbIE U
KOHEYHbIE HOMEpa apXUBHBIX (POH/IOB U 00I1I€€ KOJUYECTBO ApXUBHBIX (POHIOB, JTUCTHI
KOTOPBIX HAXOMSTCS B MAIKE.

K nucram QonmoB BegyTcs ykaszaTeiau AJid ONEPATUBHOTO MOMCKA B apXHUBE
ApXHUBHBIX IOKYMEHTOB.

268. JIucTbl yueTra ayJUOBU3YaJIbHBIX TOKYMEHTOB COCTaBISIIOTCS MpPH
HE()OHJOBOI OpraHu3alyy ApXUBHBIX JOKYMEHTOB pa3AeiIbHO Ha Pa3IMYHbIE BHJIbI



KUHO-, POTO-, HOHO- U BUICOIOKYMEHTOB. [lopsaiok HymMepaluu U XpaHEeHHUs JTUCTOB
ydeTa ayJIMOBU3yaJbHbIX JJOKYMEHTOB aHAJIOTUYEH MOPSAJIKY HYMEpAIlMu U XPaHCHUS
JUCTOB (DOHJIOB.

269. B omucu eAuUHUIIBI XpAaHEHUS YYUTHIBAIOTCS B COOTBETCTBUHM C HUX
CHUCTEMAaTH3alMel 3a MOPSAIKOBBIMU YUETHBIMU HOMEPAMH.

Homepa nen ¢ TEKCTOBOM CONPOBOAUTEIBHOM JOKYMEHTAIUEN K
ayJIMOBU3YAJIbHBIM  JOKYMEHTaM  COOTBETCTBYIOT  YyYETHBIM  HOMEpam
ay/IMOBU3YaJIbHBIX JOKYMEHTOB.

OnucsM NMpUCBaMBAIOTCSA YUETHbIE HOMEpPa 1o JUCTY (oHa, Mpu HedOHI0BOM
OpraHU3allMd AapXUBHBIX JIOKYMEHTOB — IO JHUCTY Yy4YeTa ayJuOBU3YyaJbHBIX
JIOKYMEHTOB OIPEIECIICHHOTO BU/IA.

270. K HOMEpy ONMCH HAay4YHO-TEXHUUYECKOW TOKYMEHTalUW I00aBisieTcs
IPYIIOBOM MHIEKC, COCTOSIIMM U3 IBYX apabckux 1udp, oTaeIseMbIX APYT OT Apyra
3HAKOM THpeE: nepBas uudpa o3HaA4aeT HOMEP OIMHUCH, BTOpas — IPYNIOBON UHICKC
yIpPaBJIECHYECKOU IOKYMEHTAIUU.

He nomyckaercda nmpucBOEHHE ONMHUCSM OJMHAKOBBIX YYETHBIX HOMEPOB, 3a
UCKIIFOYEHUEM CITy4aeB, MPEAYyCMOTPEHHbBIX TyHKTaMu 290-298 nactosuux [Ipasu.

B koHIIE onucH BO BCEX €€ AK3EMIUIAPAX MPOU3BOJIUTCS UTOrOBas 3alKCh, B
KOTOPO# yKa3bIBAIOTCSI KOJIMYECTBO HAXOJAIIUXCS HAa XPAHEHUU €AWHUIl XpAHEHUS,
NEPBbIA U NOCJIEAHUNA HOMEpPA €AUHUL] XPAHEHUS MO ONKCH, UMEIOLINECS MPOMYCKH
HOMEPOB, JINTEPHbIC HOMEPA, BHIOBIBIINE €AUHUIIBI U OCHOBAHUE UX BBIOBITHS.

B utoroBoii 3anmcu K OMUCH apXUBHOTO (POH[IA, BKIIIOYAIOIICH eTMHUIIBI XPaHESHUS
Ha Pa3JIUYHbIX HOCHUTENSAX, JOMOJIHUTEIBHO YKA3bIBAETCS KOJUYECTBO TAKUX €IMHUIL
XpaHEHUSI.

[Tocre Kax10T0 MOCTYIUICHUS WX BBIOBITHSI apXUBHBIX JIOKYMEHTOB COCTaBIISIETCS
HOBasi UTOrOBas 3alKUCh K OINHCHU, KOTOpas IMOJMHUCHIBAETCS €€ COCTABUTEJIEM C
YKa3aHUEM JIOJIKHOCTH U 1aThl COCTaBIICHMUSI.

K onucu, cocrosimen n3 HECKOJIBKUX T'OJIOBBIX Pa3feiaoB, TOMOB, UTOIOBAasl 3aIIUCh
COCTaBJISIETCS K KaXKJIOMY TOOOBOMY paszfeiny, Tomy. K kaxaomy mocieayromemy
roJA0BOMY pa3/ieily, TOMY B HapacCTAIOIIEM MOPSIIKE COCTABIISIETCS CBOJHAS UTOrOBas
3aIuCh.

Kaxnas onuce, TOM ONKUCU UMEIOT JIUCT-3aBEPUTEb.

3aKkoHYEHHAasl ONMKCh BKIIFOYAET He Oojiee 9999 enunuil XpaHeHHUS.

Ecnu onuck nmepecocTaiieHa, TO OJMH SK3EMILISIP paHee AEHCTBOBABILIEH ONMUCH
BKJIIOYAE€TCS BO BHOBb COCTABJICHHYIO OIKChH 3a IOCJIEAHUM YYETHBIM HOMEPOM,
OCTaJIbHBIE IK3EMILTSAPHI BBIACISAIOTCS K YHUUTOKEHHUIO B COOTBETCTBUM ITyHKTamMu 283
-284 nacrosimux IIpaBu.



271. Ilo peectpy onucel BeleTCs MOCAMHUYHBIA U CYMMapHBIA yUeT Omuceu
apxuBa. PeecTpbsl omuceld BeayTCs B paMKax apXUBOXPAHWIMIL apXUBOB H/UIU
apXMBOB B ILIEJIOM, YTO OTPAXKAETCSI B CXEME y4eTa JJOKYMEHTOB.

Kaxxoi1 HOBOM ONUCH PHCBAaUBAETCA OYEPETHOM MOPSAIKOBBIA HOMED 0 PEeCTpy
OTHCeH, KOTOPBIN MPOCTABIIAETCS HA 00JI0KKE OMUCH B BEPXHEM JIEBOM YIITY.

ExeronHo, o coctosiHuio Ha 1 siHBaps HACTYIAIOUIEro ro/ia, B PEECTPE ONMUCEH
COCTAaBJISIETCS UTOTOBAsl 3alMCh O KOJWYECTBE OINUCEW, MOCTYNUBLINX, BHIOBIBIIUX B
TEUYEHHE rojia B ApXUB U UX 00IIEeM KOJINYECTRE.

272. IlacnopT apXWMBOXpaHUJIMILA COCTABISIETCA €KErOJHO B KOHIIE TOJla U
OoTpakaeT 00BEM pa3MENIEHHBIX B HEM apXWBHBIX (OHIOB, NIeT U APXUBHBIX
JIOKYMEHTOB.

[TokazaTenu mnacmopTa apXMBOXPAHUIIHINA OMPEJCISIOTCS apXUBOM
CaMOCTOSITEJILHO C YYETOM COCTaBa M COCTOSIHUS XPAHAIIUXCS B KOHKPETHOM
ApPXMBOXPAHWINLIE APXUBHBIX IOKYMEHTOB.

273. eny ¢doHaa mpucBauBaeTCs HOMEP apXUBHOTO (POHIA, HA KOTOPHIA OHO
3aBeieHO. Jleno (oHma COCTOUT U3 CIEAYIOIINX JOKYMEHTOB:

1) uctopudeckas crpaBka 1o UICTOpUH (POHI000pa30BaTENsl U UCTOPUU APXUBHOTO
honza;

2) aKThl, (GUKCUPYIOIIHNE U3MEHEHHUS B COCTaBEe U 00beMe apXUBHOTO (DOH/A, B TOM
YUCJIE aKThl O PACCEKPEYMBAHUM JOKYMEHTOB;

3) Komusl XapaKTepUCTUKH apXUBHOrO (POH/IA, COCTABICHHOW ISl MyTEBOAUTEIS (
CIIpaBOYHUKA);

4) MTHCTPYKIMH 10 padboTe C apXMBHBIMU JJOKYMEHTAMHU apXUBHOTO (POHIA, B TOM
qiclie M0 YCOBEPIICHCTBOBAHMIO U MEepepabOTKe OMuced, CXeMbl CUCTEMaTH3aluu
aApXMBHBIX JTOKYMEHTOB apXUBHOTO (POHJIA.

BmecTo apXWBHBIX TOKYMEHTOB, MOJJIEKAIIUX BKIIOYEHHUIO B Aei0 (PoHIa, HO
HAXOJAIIUXCA B COCTaBE €IMHMI] XpaHEHUs, B J1eJ0 (POHJA BKIIOYAETCS CIpPaBKa C
MEPEUNCIICHUEM ITUX SUHUI] XPAaHEHUS U UX apXUBHBIX MU(POB.

274. Jlena donnoB opranoB Kommynucrudeckoit naptuu Coserckoro Corosa,
Bcecorosznoro Jlennnckoro Kommynuctuueckoro Coro3za Mosonexun, B KOTOpbIE
BKJIFOYEHBI ApXUBHBIC JOKYMEHTHI MO HCTOPUU (POHJIOB MEPBUYHBIX MAPTHUHHBIX U
KOMCOMOJIBCKMX OpraHu3auuii, pacopmupoBaHuio He noanexar. B nena donaoB
NEPBUYHBIX MNAPTUHHBIX U KOMCOMOJIbCKMX OpPTraHHM3allfil MOMEIIAI0TCS CIPABKU CO
CBEJICHUSIMU O HaXO0XXJICHHHM apXHUBHBIX JIOKYMEHTOB IO UCTOPHUM AaHHOTO (poHIa B
nene apyroro GhoHza.

275. Jlena ¢oHAOB, BOLIEAUINX B COCTaB 00BEIMHEHHOTO apXMBHOTO (QoHJA,
BKJIFOUAIOTCS B A€JI0 OOBEAMHEHHOTO ApXUBHOTO (hOHAA.



276. JlokyMeHTHI feia GhoHIa HyMEpPYIOTCS C COCTaBJICHHEM JIMCTa-3aBEPUTEIIS,
MOJAIIMBAIOTCS B TBEPAYI0 0010kKYy. K neny gonma coctaBisercs BHyTPEHHsISI ONUChH.
Jlena ¢hoHAOB XpaHTCS B IMOPSIKE HOMEPOB (POHJIOB.

277. CocTaB JOKYMEHTOB Jiejla UCTOYHHUKA KOMIIJIEKTOBAaHUS MPU HEGOHTOBOU
OpraHU3alliy APXUBHBIX JOKYMEHTOB aHAJIOTUYEH COCTAaBY JOKYMEHTOB Jieia GoH/a.

278. YueTHble 6a3bl JAHHBIX apXUBa 00CCIICYNBAIOT:
1) uHpOpMAITMOHHYIO MOACPIKKY YUeTa;

2) BeJCHHUE IEHTPAIM30BAHHOTO TOCYJapCTBEHHOrO ydeTa JOKYMEHTOB B
ABTOMATU3UPOBAHHOM PEKUME;

3) onepaTUBHOE MPEACTABICHUE CBEJICHUN O HAIMYUHU B apXUBE JOKYMEHTOB TOTO
WM MHOTO (hoHI000pa3oBaTesl.

279. B nnaHOBOM MOpsJAKe 3alojHEHHE y4eTHbIX 0a3 nmanubix, UC DA
OCYIIECTBJISIETCS 110 COCTOSHUIO Ha 1 sSHBaps CJIEAYIOMIETrO 3a OTUYETHBIM TOJIOM.
OnepaTuBHOE BHECEHUE U3MEHEHHUM B YUETHbBIC JOKYMEHTBI, yUeTHbIE 0a3bl JaHHBIX,
NC DA Benetrcs apXMBOM Ha MOCTOSTHHOW OCHOBE.

IMTaparpad 2. Tlopsimok yueTa mOCTYTUICHHS H BEIOBITHS apXHBHEIX JOKYMEHTOB

280. Yuer moctymieHus apxXuBHbIX JOKyMeHTOB mo MC DA B apxus
OCYULIECTBJISIETCS HA OCHOBAHMH:
1) akta nmpuema-tiepeiadu JOKYMEHTOB Ha OYMa>KHOM HOCHTEIIE Ha XpPaHEHUE;
2) aKkTa npueMa Ha XpaHEeHUEe JOKYMEHTOB JIMYHOTO MPOUCXOKICHUS;
3) akTa O MHUTpalUHd U MEPEe3anuCH SJIEKTPOHHBIX JTOKYMEHTOB MO (opmMme,
YTBEPKIAAEMOMN YIIOJIHOMOYEHHBIM OPTaHOM.

ApXUBHBIE TOKYMEHTBI CTAaBITCS HA YY€T TaK)Ke€ B CIydasX, IPEeLyCMOTPEHHBIX
nyHKToM 164 Hactosiux [IpaBun.

281. Bce npuHsATHIE B apXUB apXUBHBIE IOKYMEHTHI BHOCSTCS B KHHUTY yueTa
NOCTYIUIEHUN NOKyMEHTOB. Kaxk/1as apxuBHasi KOJUJIEKI[US, BIIEPBbIE MOCTYNUBIIAS B
apXuB, apXUBHbIN (HOHJ, OOBETUHEHHBINA apXUBHBIM (POHJ, 3aIUCHIBAIOTCS B CIUCOK
donmoB. Kaxxmas BmepBbie MOCTYyNUBINAS OMKCH JET JOKYMEHTOB YYUTBHIBAETCS B
peecTpe Onmuceu.

282. Y4eT BBIOBITHSI apXUBHBIX JOKYMEHTOB M3 apXMBa OCYLIECTBIIAETCS Ha
OCHOBAHUU:

1) akTa 0 BBIIETIEHUU K YHUUTOXKEHUIO TOKYMEHTOB, HE MOJICKAUTUX XPAHEHUIO;
2) aKTa 0 HEUCIIPABUMBIX MOBPEXKICHUSIX JOKYMEHTOB;

3) akTa npuema-nepeiayi J0KyMEHTOB Ha XpaHEHUE;

4) akTa 0 HEOOHAPYKEHUU TOKYMEHTOB, ITYTH PO3bICKA KOTOPHIX UCUEPIIAHbI,

5) akTa BO3BpaTa apXUBHBIX JOKYMEHTOB COOCTBEHHUKY;

6) akTa 00 U3BATUU MOUITMHHBIX SUHUIl XPAHEHUS aPXUBHBIX JOKYMEHTOB IO
dbopme, yTBEPKIa€MOI YITOTHOMOYEHHBIM OPTaHOM.



ApXMBHBIE JOKYMEHTBI CHUMAIOTCS C yUeTa TaK)Ke B CIIydasiX, IPeyCMOTPEHHBIX
nyHKTOM 284 Hactosimux [IpaBun.

283. HeobOxonumble U3MEHEHUSI BHOCSTCS B OCHOBHBIE M BCIIOMOTATEJIbHBIE
y4eTHbIE JOKYMEHTHI apXuBa. B citydyae BHIOBITHS BCEX apXUBHBIX JOKYMEHTOB OIHCH,
HOMEpP 3TOM ONHUCH APYTMM OMNMUCSM HE MPHCBAMBAETCSA M OCTaercs cBOOOAHBIM. B
peecTpe onucei JeIaeTcs COOTBETCTBYIOIIAs OTMETKA.

B ciiyuyae BbIOBITHS apXUBHOTO (POH1a (ApXUBHOM KOJIJIEKIIMH), B CIIUCKE (DOHJIOB B
rpade "OTmeTKa 0 BIOBITUH" YKA3bIBAIOTCS, Ky/1a BBIOBUT apXUBHBIN (HOH (apXUBHAs
KOJUJIEKIIHS ), U aKT, HA OCHOBAaHUHU KOTOPOTO OH BBIOBLI.

284. Ilpu nepenaue apxuBHOTO (HOHA U3 OJHOTO apXUBa B APYTroi mepenaroTcs 3
AK3EMIUISIpa OMKUCH U Jieio ¢ponaa. Komust onucu octaercs B KauecTBE MPHIIOKEHUS K
aKTy MpueMa-Trepesaud JOKYMEHTOB Ha XpaHEHHE U BKJIIOYAETCA B apXUBHBINA (OH]
apXuBa, MepeAaBIIeT0 ApXUBHBIN (OH]I.

285. Ilpu BBIAENEHNN K YHHUYTOKEHHUIO BCEX aPXUBHBIX JTOKYMEHTOB apXUBHOTO
dboHma OJIMH PK3EMIUISIP €ro onuced u TucT GoHaa nmomeniarores B Aeno dhouaa. Jlemno
(doHIa BKIIOYAETCS B apXUBHBIN (DOH apXUBa.

286. KonnuecTBO apXUBHBIX IOKYMEHTOB apXHBa U3MEHSETCS B PE3YJIbTaTE:

1) mIpoBepKM YYETHBIX AOKYMEHTOB, IO UTOTaM KOTOPOW BBISIBIEHBI OIIUOKH,
JOIYLIEHHBIE [TPU TOJICYETE KOJIMYECTBA XPAHSIINUXCS APXUBHBIX JTOKYMEHTOB;

2) IpOBEPKU HAIMYMS U COCTOSIHUSI ApXMBHBIX JIOKYMEHTOB, B XOJIe KOTOPOH
0OHapy>KeHbl HEYYTEHHBbIE, 32 JUTEPHBIMU WJIA IPOIYIIEHHBIMH HOMEPAMH €IUHULIBI
XpaHEHUs;

3) pecTaBpalluu apXuBHBIX JOKYMEHTOB, MIOCJI€ KOTOPOU OJTHO JEJIO pa3/iesieHO Ha
HECKOJIBKO JIETT;

4) onMcaHus apXUBHBIX JOKYMEHTOB, IEPEPaOOTKU OMHUCEN, B IPOLIECCE KOTOPBIX
BO3MOJKHBI pa3/ieieHne Wik 00beAMHEHNE €AMHULL XPaHEHUS;

5) mpoBejeHHE AKCHEPTU3bl LEHHOCTH JOKYMEHTOB, B IMpOLIECCE KOTOPOU
BO3MOYHBI BBIJIEJICHHE K YHUUTOKCHHUIO €IMHHIL] XPaHEHUS.

287. OCHOBaHMEM [JI1 BHECEHUSI U3MEHEHUN B YUYETHBIE JOKYMEHTHI, YUETHBIC
0a3bl nanHbix 1 UC DA 1o pe3yapTaTaM yKa3aHHbBIX paOoT SBIISIFOTCS:

1) akThl O TEXHUYECKUX OLIMOKAX B YUYETHBIX JOKYMEHTAX;

2) akThl 00 OOHapyXE€HUU TOKYMEHTOB, HE OTHOCSIIMXCS K JAHHOMY apXHUBY,
apXuBHOMY (DOH]ly, HEYUYTEHHBIX U TaK Jlajee;

3) aKkThl O pa3JeleHuH, OOBEIUHEHUU JEJ, BBIACICHUHM K YHHUUTOKECHHIO
JOKYMEHTOB, HE MOJIEKANUX XPAHEHUIO, BKIIFOYUEHUH B JI€JI0 HOBBIX IOKYMEHTOB I10
dbopme, yTBEpK1a€MOM YIIOTHOMOYEHHBIM OPTaHOM;

4) axkThl ONUCAHUS JOKYMEHTOB, MepepadOTKH onuce mo Gopme, yTBEepKIaeMoit
YIOJIHOMOYEHHBIM OPTaHOM,;



5) aKThl MPOBEAECHUS IKCIEPTU3bI IEHHOCTHU JOKYMEHTOB, B IMPOLIECCE YETO
BO3MOJKHO BBIJICJICHUE K YHUUTOXKECHUIO €IUHUILl XPaHEHUS.

ITaparpad 4. IIopsaok yueTa CEeKpETHBIX H PacCeKPEIEHHBIX apXHBHEIX JOKYMEHTOB

288. Y4eT CeKpeTHbIX apXUBHBIX JOKYMEHTOB BEJETCS B COOTBETCTBUHU C
3akoHoAaTe’ascTBOM PecryOnmku Kazaxctan o rocy1apcTBEHHBIX CEKpeTax.

B ydeTHBIX OKyMEHTaX M apXMBHBIX MIU(PpPaX €AUHUIl XPAHCHHS CEKPETHBIC
apXuBHbIE (OHIBI, OMUCU [€J, AOKYMEHTOB, €IMHHULBI XpaHEHUs O0003HA4aroT
uHAeKcoM "¢" (cexpeTHo), "cc" (CoBepIIeHHO CeKpeTHO), "oB" (0c000i1 BaXKHOCTH).

289. N3MeHeHusT B yYETHBIE JOKYMEHTHI IO pE3yJbTaTaM PacCEKpEeUMBaHUS
ApXHMBHBIX IOKYMEHTOB BHOCSTCSI HA OCHOBAaHHH aKTa O PACCEKPEUUBAHUU JJOKYMEHTOB
o gopme, yTBepKIaeMOil yIOJIHOMOUYEHHBIM OPTraHOM.

290. ApxuBHble (HOHIBI, OMUCH JEJ, JOKYMEHTOB M CIWHUIIBI XpPaHCHUS,
BKJIIOYAIOIINE HAPSIY C CEKPETHBIMH HECEKPETHbIE (PAacCEeKpEeUEHHBIE) JOKYMEHTHI, B
YUYETHBIX JOKYMEHTaX M apXUBHBIX MIMU(pax €AUHUL XpaHEHUs O0003HAYAOTCS
uHJEKCOM "cu" (CeKPEeTHO YaCTUYHO).

291. Ilpu paccekpeunBaHUU BCEX €AUHHUI] XPAHCHUS IO CEKPETHOW OMUCH JaHHAs
OIMCh TAKKE PACCEKPEUMBAETCS, IIEPEAAECTCS HA OTKPBITOE XPAHEHUE U YUYUTHIBACTCS B
aucte GoHAa 3a TEM XK€ HOMEpPOM, HO 0e3 uHjaekca "c", KOTOpbIi 3a4epKUBaeTCs Ha
00JI0’KKE ¥ Ha TUTYJIHLHOM JINCTE TAHHOW ONucU. B mpaBoM BepxHEM YTy OOJOKKH U
TUTYJIBHOTO JIMCTA OMMCH MTPOCTABIISIETCS WITaMn "'PaccekpeueHo".

292. Ilpu paccexkpeunBaHUM YaCTH JI€JI U APXUBHBIX JOKYMEHTOB IO CEKPETHOMU
ONKUCH Ha PAaCCEKPEUYEHHBIC JIEJIa U APXUBHBIE JOKYMEHTBI COCTABIISIETCA OTHAEJIbHAs
ONMCh, HOMEPA €IUHHUL] XPAHEHUS B KOTOPOM OCTAOTCS IMPEKHUMU. [l BaIOBOU
HyMepaluu TakuX €IUMHUIl XpaHEeHHs HcroJib3yeTcs rpada 2 omucu. HoBas omnuch
BMECTE C PACCEKPEUYECHHBIMU JIelaMH M apXHUBHBIMU JOKYMEHTaMH IEpeaaeTcsl Ha
OTKPBITOE XpPaHEHHME, YUUTHIBACTCS B JIUCTE (POHJIOB 3a TEM KE HOMEPOM, YTO U
CeKpeTHas, Ho 0e3 uHjekca "c'".

293. Tlpu paccekpeynBaHuM OONbIIEH YACTH A€ U aPXUBHBIX IOKYMEHTOB IO
CEKPETHOU OMHUCHU C JTaHHOW ONKCHU B MOPAJKE, YCTAHOBICHHOM 3aKOHOAATEIbCTBOM
PecnyOnuku Kazaxcran o rocynapCcTBEHHBIX CeKpeTax, cHuMaercs komwus. [lpu
KOMHUPOBAHUY 3arOJOBKH €IMHUIl XPAHEHUS, OCTABIICHHBIX HA CEKPETHOM XPaHECHUH,
3akpbiBalOTCs. Komus onucH Ha pacceKpeueHHbIE Jena U apXUBHbBIE JTOKYMEHTHI
nepenaeTcs Ha OTKPBITOE XpaHeHue. B 3K3eMIuIsIpe OnucH, OCTaBIIEHCS Ha CEKPETHOM
XpaHEHUH, COXpaHsAeTcs uxX Hymepanus. B nucre ¢onaa Takas onuch y4UThIBACTCS
JOBaXJbl: DJK3EMIUISIP OINHMCH, OCTABIIMICSI HAa CEKPETHOM XPaHEHUH C
COOTBETCTBYIOIIEH WHJEKCAMEe CEKPETHOCTH, M CKOMUPOBAHHBIM 3SK3EMILLID,

n.n

nepeaHHbIi Ha OTKPBITOE XpaHeHue 0e3 uHaekca ""c'".



294. TIpu paccekpeuruBaHUU OTACIbHBIX €IUHUIL XPaHEHUS TI0 CEKPETHOM OMHUCH
OHM BKJIIOHAIOTCS B OIHUCh OTKPBITOIO XPAaHEHUS COOTBETCTBYIOUIEIO apXUBHOIO
¢doHa 3a IUTEPHBIMU HOMEPAMH UJIH B BAJIOBOM MOCIIEIOBATEILHOCTH.

295. B onucsx, OCTaIOMXCSl HA CEKPETHOM XpaHeHuu, B rpade "l[Ipumeyanus”
HAIIPOTHUB 3aroJIOBKOB PAaCCEKPEUYEHHBIX €IUHUILl XpPaHEHUs MPOCTABISAIOTCS MITamil "
PaccekpedyeHo" M HMX HOBBIM HOMEpP, €CIM OHHM BKJIIOYEHBI B OIKMCH OTKPBITOIO
XpaHeHHUs (3a JIUTEPHbIMH HOMEpPaMU WIH B BAJIOBOM MOCIIEOBATEIBHOCTH).

296. Ilocne paccekpeyuBaHUs K OMHUCSIM OTKPBITOTO U CEKPETHOTO XPAaHEHHUS
COCTAaBJISIFOTCSI HOBBIE UTOTOBBIE 3alMCH 00 00bemMax, PAaKTUUECKH YUYTEHHBIX B HHUX
€AVHUL] XPAHEHUS.

297. Ilpu paccekpeurBaHUU OJHOTO UM HECKOJbKUX apXUBHBIX TOKYMEHTOB B
COCTaBE CEKPETHOTO Jeja, OHO OCTaeTCsl Ha CEKpPETHOM XpaHeHHH. K apxuBHOMY
mudpy Ha 00J0XKKe Jeia K mHAekcy "c" mobabisieTcs OykBa "d4". Homepa nmuctoB
PAcCCEKpEUEHHBIX apXMBHBIX JTOKYMEHTOB mnepeuncisitoress B rpagde "llpumeuvanns"
HAIIPOTUB 3aroJOBKOB YAaCTHYHO PACCEKPEUYEHHOIO J1€J1a, a TAKKE BO BHYTPEHHEH
OIKCH JIeNa.

IIpn oTcyTcTBMHU B Jei€ BHYTPEHHEH OIMCH CBEIECHHUS O PACCEKPEUYEHHBIX
apXMBHBIX JOKYMEHTAaX OTpaXaloTCs B JIUCTE-3aBEpUTENIE C yKa3aHHEM HOMEpOB
COOTBETCTBYIOIIMX JICTOB.

298. B npaBom BepxHeM yri1y 0O0JIOKKH pacCEKPEYEHHOI0 Jejla IPOCTaBIsAETCS

n.n

mrami "Paccekpeueno". Munekcel "c¢", "cc" unum "oB" B HOMepe Jiena 3a4epKUBAIOTCA.

IMaparpad 5. Ilopsmok ydera apXUBHBIX JOKyMEHTOB JIMYHOTO MPOHCXOXKIACHUS U IO
JMIHOMY COCTaBYy

299. YdeT moCTyIJE€HHI apXUBHBIX JIOKYMEHTOB JIMYHOTI'O MPOHMCXOXKICHUS,
nepeaaBaeMblXx COOCTBEHHHKOM B TOCYJapCTBEHHYIO COOCTBEHHOCTb, BEJETCS Ha
OCHOBAHMHM aKTa IIPUEMa Ha XpaHEHUE JOKYMEHTOB JINYHOTO poucxoxaeHus. K akry
NPUJIAraloTCs OMUCH ApXMBHBIX JOKYMeHTOB M pemenue OIIK apxuBa, ApxuBa
[Ipe3zunenta Pecriyonuku Kazaxcran unn MO o npueme 3TUX JOKYMEHTOB B apXUB.

300. Yuer apXMBHBIX JOKYMEHTOB JIMYHOTO MPOUCXOKICHHS, HAXOIAIIUXCS B
YaCTHOM COOCTBEHHOCTH, MEPEJAaHHBIX IO JIOrOBOPY Ha XpaHEHUE B apPXUB,
OCYILECTBIISIETCS B cCOOTBETCTBUU ¢ TyHKTamu 305-309 nacrosmux [TpaBui.

301. M3MeHEHUsT KOJHMYECTBA M COCTAaBa APXMBHBIX JOKYMEHTOB JIMYHOTO
IPOUCXOXKACHUS B PE3yJbTAaT€ MX OMHUCAHUS JOKYMEHTUPYIOTCS AKTOM OIHCAHMS
JOKYMEHTOB, Ha OCHOBaHUHU KOTOPOTO BHOCSITCSI UBMEHEHHS B YUETHBIE IOKYMEHTHI.

302. Ha apxuBHBIE JOKYMEHTHI, HE MOJJECKAIIUE XPAHCHUIO B APXUBE,
COCTABJISIETCS aKT BO3BpATa JOKYMEHTOB COOCTBEHHHKY B JABYX dK3EMILISIpax, OJAUH U3
KOTOPBIX BMECTE C JOKYMEHTaMU NIEPEIaeTCs COOCTBEHHUKY .



HckiroyaeTcst XpaHEHUE B apXUBE HEYUYTEHHBIX APXUBHBIX JOKYMEHTOB JIUYHOTO
IPOUCXOKICHUS.

303. Y4eT apXMBHBIX JIOKYMEHTOB IO JIMYHOMY COCTaBY OCYIIIECTBIISIETCA Ha
oOLIMX OCHOBAHUAX B COOTBETCTBUHM C MyHKTaMH 262-263 HacTosiux [IpaBut.

304. Yuer konuuecTBa XpaHIIIMXCSA B apXUBE apXUBHBIX JJOKYMEHTOB IO TUYHOMY
COCTaBy IPOBOJUTCA Ha OCHOBE WX IOJACYETa MO JHUCTaM (OHIOB U OMUCAM IO
JUYHOMY COCTaBy B OyMa)KHOM (hopmaTe M OMHUCSM DJIEKTPOHHBIX Je] ¢ puKcanuei
PE3yJIbTaTOB MO Kaxa0My (GOHY U CyMMapHO IO apXUBY B KHUI€ ydeTa JOKYMEHTOB
10 IMYHOMY COCTaBY (IIPOU3BOIBHOU (POPMBI).

ITo pe3ynbTaTam NpOBEAECHUS HKCIEPTU3BI LIEHHOCTH JTOKYMEHTOB I10 JTUYHOMY
COCTaBY MO MCTEYEHUU 75-JIETHETO CPOKAa UX XpaHEHUs B ydeTHbIe JOKYMEHTHI U NC
DA BHOCATCS COOTBETCTBYIOLIME U3MEHEHHS.

IMaparpad 6. Ilopsmok ydera apXMBHBIX JOKyMEHTOB, HAXOAIIUXCS B YACTHOH
COOCTBEHHOCTH, IPUHATHIX ITO JOT'OBOPY Ha XpaHCHHE B apXHB

305. Yuet nokymenToB HA®, Haxoas1uxcsi B 4aCTHOW COOCTBEHHOCTH, MPUHSITBIX
0 JOTOBOPY Ha XpaHEHHWE B apXWB, HAa OCHOBAaHMM aKTa MpHUeMa-Tiepeaadyu
JIOKYMEHTOB OCYUIIECTBIISIETCSI B OCHOBHBIX YUETHBIX IOKYMEHTaX apXuBa.

B xHure ydera mocTymieHUN HOKYMEHTOB YKa3bIBAIOTCS COOCTBEHHHUK WU
BIajener] Jo0kyMeHToB (Tpada 3), HoMep U nmara akTa npuema-nepenaun (rpada 4),
JaTa MoJNMUCaHus JOroBopa o mepeaadye u CpoK ACHCTBUS JOTOBOPA.

[Ipu BrIItOUEHUU apXUBHOTO (DOHJIa B CIIUCOK (DOHJIOB K €r0 HOMEPY J00aBIsieTCs
unaexkc "JII'™ ("moroBop"), KOTOpBIM COXpaHSETCS 3a HUM BO BCEX YYETHBIX
JOKYMEHTaX U apXMBHBIX MK(ppax equHul XxpaHenus. B rpage "IIpumeuanusa” cnucka
(GOHIOB TaKXKe YKa3bIBAIOTCA COOCTBEHHMK WM BIIAJIeiCl] apXUBHBIX TOKYMEHTOB,
JaTa MOAMUCAHUS U CPOK JIEUCTBHUS JIOTOBOPA.

306. KonuyecTBO apXuBHBIX (DOHIOB, MPUHATHIX MO JOTOBOPY HA XpaHEHHUE B
apXMB, YKa3bIBa€TCSl OT/AEJIbHOW CTPOKOW B MTOrOBBIX 3alUCAX B CIHCKE (POHIIOB,
KHUT€ y4eTa MOCTYIUICHUIN JOKYMEHTOB.

DK3eMIUISIp J0T0BOpPA, 3aKIIOUYECHHBIM ¢ COOCTBEHHHMKOM WIIM BIIAJICNIbIIEM
ApXUBHBIX JIOKYMEHTOB, BKJIFOYAETCS B J1e710 hoHA.

307. Tlpu BBIOBITUM apXUBHBIX JIOKYMEHTOB apXMBHOTO (OHJA B CBSI3U C
HCTEUECHHUEM CPOKa €ro XpaHEHHUs B COOTBETCTBHUH C JJIOTOBOPOM €ro HOMEp HE MOXKET
OBITH TIPUCBOCH JIPYrOMY apXUBHOMY (DOHTY.

308. IIpuHATBEIE MO IOTOBOPY HAa XpaHEHHE B apXWB JOKyMeHTHl HAO,
HaXOJUBIIMECS B YaCTHOW COOCTBEHHOCTH W MEpEUIEIINE B TOCYJIapCTBEHHYIO
COOCTBEHHOCTbh, YUYUTHIBAIOTCS B OCHOBHBIX YUETHBIX JOKYMEHTAaX Ha OOUIUX



OCHOBaHHUAX. B yUeTHBIX JOKyMEHTaxX M apXUBHBIX MHU(paxX eIUHHI] XPAaHCHHUS UHIEKC
"II' 3auepkuBaetrcs, B rpady "llpumeuanus" cnucka (OHIOB BHOCATCA
COOTBETCTBYIOIINE CBEIACHHS.

309. ApxuBHBIE JTOKYMEHTHI, HE BXxojsdue B coctaB HAD, B ToM uyucie
JOKYMEHTBI 10 JTUYHOMY COCTaBY, IIPUHSTHIC HA XPAaHCHUE B apXUB, YUYHUTHIBAKOTCS
OTAENbHO OT NOKyMeHTOB HA®. Jlns ux ydera BemyTcs OTAEIbHAs KHUTA yuyeTa
NOCTYIUICHUH JOKYMEHTOB, CIHUCOK (OHIOB, a TakKe JUCTh (POHIOB U APYTHUE
ydeTHble T0KyMeHThI 1 B IC DA.

ITaparpagd 7. Ilopsimok yueTa KOmHit apXHBHBEIX JOKYMEHTOB Ha MpaBax IO IHHHAKOB

310. KonusiMu apXMBHBIX TOKYMEHTOB Ha IpaBax MOJJIMHHUKOB SIBJISIOTCA
BKJIFOYEHHBIE B YCTAHOBIIEHHOM TNOpsiike B coctaB HA®D:
1) MUKpO(UIBEMBI apXUBHBIX TOKYMEHTOB;
2) KOIIUMU apXUBHBIX TOKYMEHTOB, IIOJUIMHHUKHU KOTOPBIX yTPAu€HbI UJIU HAXOAATCSA
B COOCTBEHHOCTH (PU3UUECKUX WU FOPUIUUECKUX JIULL;
3) KxonuM apXMUBHBIX JOKYMEHTOB, IOCTYIIMBILINX U3-3a pyOexa.

311. Konmnu apXuBHBIX TOKYMEHTOB Ha ITpaBax IMOJJIMHHHUKOB, NIEPEIaHHBIE B
apxuB (poHm00OpazoBaTeneM, YUYUTHIBAIOTCS B cOocTaBe ero (GoHJa MO OTIAEIbHOMN
onucu. [Ipu stom B rpade nanHoir omnucu "KonmuecTtBo nuctoB" uepe3 aApoOb
YKa3bIBAETCsl TAK)KE KOJIMYECTBO KaJIpOB, (HaljIoB, OTCHATHIX C OJJHOTO JIEJa.

312. Konuu apXuBHBIX JOKYMEHTOB Ha MpaBax MOJIMHHUKOB (GOPMHUPYIOTCS B
apXUBHBIE KOJUIEKIIMU, KOTOPBIE YUUTHIBAIOTCS B CIIUCKE (DOHIOB.

313. Konuu apXuBHBIX TOKYMEHTOB Ha MpaBax MOJIMHHUKOB (OPMUPYIOTCS B
€IUHULIBI XPaHEHHUsI, KOTOPbIE YUYUTBHIBAIOTCS B ONMCAX MO AHAJIOTHUH C IOJJIMHHBIMU
apXMBHBIMU JJOKYMEHTaMHU Ha COOTBETCTBYIOINX HOCUTEIIAX.

314. 3a eauHMIly XpaHEHUs KONWKM apXMBHBIX JOKYMEHTOB Ha IpaBax
HNOJJMHHUKOB, H3TOTOBJIEHHBIX B BMJI€ MHKPOKONHM, MPUHUMAIOTCA (PU3UYECKH
000CcO0JIEHHBIN PYJIOH MUKPOPHIbMA WIH KOMIUIEKC MUKPO(DHUILI BHE 3aBUCUMOCTH OT
KOJIMYECTBA OTCHATBIX HAa HEM JIeJI U apXHUBHBIX JOKyMeHTOB. Kaxnas eguHuna
XPaHEHHMsI YUYUTBIBACTCS B OIKMCH I10J] CAMOCTOSATEIIbHBIM HOMEPOM.

B wmToroBon 3amucu K ONKCH yKa3bIBAIOTCA KOJWYECTBO €IMHUIl XPAHEHHUS
MUKPOKOIIMH U CYMMAapHOE KOJIMYECTBO COCTABIIIOIINX UX KaJpPOB.

IMTaparpad 8. Ilopsmok ydera ayJMOBH3yaIbHEIX JOKyMEHTOB, cTpaxoBoro ¢orma u Gporsa
HOJIb30BaHAA

315. KoJn4ecTBO JUCTOB B AEJE U €IUHUIL] XPAHEHUS B COCTaBE €IMHUIIBI yUYeTa
ayJIMOBU3yaJIbHbIX JOKYMEHTOB YYUTHIBAETCA Ha OCHOBE HUX HyMepaluuu U



¢ukcupyercs B JUCTE-3aBEPUTENIE U COOTBETCTBYIONLIEH rpade Onucu MOCTOSIHHOTO
XpaHEHHUS.

KonmdectBo poToortneuaTkoB B poroanbdbome GUKCUPYETCs BO BHYTPEHHEH OMUCH
dboToaibbOMa, a Takke B COOTBETCTBYIOIIEH rpade onucu GoToaibOOMOB, KOJIUYECTBO
€AUHULl XpaHEHUsl IPYTUX ayAHUOBU3YaJbHBIX JOKYMEHTOB — B COOTBETCTBYIOIIMX
rpadax onuceit 3TUX JOKYMEHTOB.

316. Ilpu ydeTe eauHUIl XpaHEHHUS B COCTABE €AUHUIL] yYeTa ayJUOBHU3YaJIbHbBIX
JOKYMEHTOB:

1) equHuIel XpaHeHus: TUadUIbBMOB PacIOjararoTcsl Mo TMOPSJIKY HOMEPOB
PYJIOHOB;

2) enVHULBI XpaHEHHS KHUHOJOKYMEHTOB pPAacCIOJaraloTcs MO 3JeMEeHTaM
KOMILJIEKTA, BHYTPH KOTOPOr0 HYMEPYIOTCS IO MOPSIAKY HOMEPOB YacCTel;

3) eauHuIpl XpaHeHHs (POHOJOKYMEHTOB pacIojlaraloTcsi B MOPSIKE
IPOU3BOJICTBEHHBIX HOMEPOB.

317. O6wveMm cTpaxoBoro (GoHaa U QoHIa MOIH30BAHUS U3MEPSETCS B €AMHUIIAX
XPaHEHHUS U €IMHULIAX YUYETa, a TAKKE:

1) B kampax — 17 KOMUH apXUBHBIX JOKYMEHTOB Ha OyMa)KHOW OCHOBE W
(OTOJOKYMEHTOB;

2) B MeTpax — Jyisl KONU KHHOJOKYMEHTOB;

3) o BpeMeHH 3By4aHUs — JUIsl KOMUI (POHOJJOKYMEHTOB;

4) B merabaiitax — Jyisl KOMUMA SJIEKTPOHHBIX JOKYMEHTOB.

OTnenbHO YYUTHIBAIOTCS CTPAxOBbIE KOMHHU JOKYMEHTOB, OTHECEHHBIX K
KyJbTYPHBIM LHEHHOCTSIM, 0CO00 IIEHHBIX JTOKYMEHTOB, (hOHAA MOJb30BaHUs, OTCHSITHIE
C apXUBHBIX JOKYMEHTOB Ha OyMaXHOH OCHOBE (pa3iesibHO Ha PYJIOHHOW IJICHKE U
MUKpo(HIIax), KHHOAOKYMEHTOB, (OTOJOKYMEHTOB, (DOHOJIOKYMEHTOB,
BUC0()OHOTPAMM, AJIEKTPOHHBIX JJOKYMEHTOB.

318. Yuer BegeTcs Mo KHUraM y4deTa MOCTYIUIEHUH cTpaxoBoro (onna u gonmaa
MOJIb30BAHMSI M OMHUCAM CTPaxoBOro (oxga Ha MUKpodHIIax. YUeT MOCTYIJICHUS U
BBIOBITHSI CTPAXOBBIX KOMUM OCYIIECTBIISIETCA HA OCHOBAHUHU 3aKa30B HA U3TOTOBIICHUE
CTPaXOBBIX KON M KONUI (POHA MMOJIB30BAaHUs, aKTOB IpHEMa-TIepeJaul CTPaxOBbIX
KOIUN Ha CIEeNHATIbHOE XpaHEHHE U JIpyrux akToB. K KkHUTram ydeTra MOCTYIUICHHM
€XKEeroJHO COCTaBJISETCS UTOTOBAs 3AMKCh.

319. Onwucu crtpaxoBoro ¢GoHaa Ha MUKpO(UIIAX, HA PYJTOHHON TIICHKE
COCTaBIISIIOTCSA B 3-X 3K3eMIuApax. llepBrie AK3eMIUIApPHI MEpPEaloTCsi BMECTE CO
CTPAaXOBBIMH KOIUSIMU IO MECTY XPaHEHHUsI, BTOPBIE U TPETHHU OCTAIOTCS B APXUBE.

[To Mepe konmupoBaHMs U TEpPeaund CTPAXOBBIX KOMUN HA XpaHEHUE K OMUCIM
cTpaxoBoro (¢GoHAa COCTAaBISAIOTCS HOBBIE WUTOTOBBIE 3alMCH B COOTBETCTBUU C
nyHkToM 321 Hacrosmux [IpaBui.



320. B onucsx B rpade "[Ipumedanus” HaApOTHB 3arojioBKa CKOIMMHPOBAHHOM
€IMHUIBl XpaHeHHs npocrtaisgercsa mramn "CO". Eciu cKOnMpoBaHBI BCE €A,
JOKYMEHTBI, BKJIIOUYEHHbIE B omnuch, mramn "C®" mpocTaBiseTcs TOJNBKO Ha
TUTYJIBHOM JIUCTE U 00JIOKKE OTTUCH.

321. 3a eauHUIly XpaHEHUs CTPaxoBOro (hoHIAa TOKYMEHTOB, OTHECEHHBIX K
KYyJbTYPHBIM LIEHHOCTSIM, U 0CO0O ILIEHHBIX JOKYMEHTOB Ha OyMa)KHOW OCHOBE Ha
PYJIOHHOM IJIEHKE MPUHUMAaETCs (pru3ndecku 000COOIEHHBIN pyJIOH MUKPODUIbMA.

B knury yuera moctymieHuil crpaxoBoro Gonma u (poHma moap30BaHUS Ha
PYJIOHHOW IUIEHKE B BaJOBOM TNOpsAJKE (BHE 3aBUCHUMOCTH OT (POHIOBOM
MPUHAJIJIEKHOCTH JOKYMEHTOB) Ha OCHOBAaHHMM 3aKa3a Ha M3rOTOBJIEHUE CTPaXOBBIX
KOIMUUA BHOCUTCS 3alIUCh O KaXJAOW eAMHUIIE XpaHeHUs cTpaxoBoro ¢ouaa. [lo kaure
ydeTta mocTymiaeHuid (rpada 1) enmHUIaM XpaHEHUS CTpaxoBoro ¢GoHaa
PUCBAUBAIOTCS y4YE€THbIE HOMEpa, KOTOpPbIE SBIAIOTCS COCTABHOM 4YacThbiO HX
aApXMBHBIX MIH(POB.

Ha Bce cTpaxoBbie KOMUM TOKYMEHTOB BHE 3aBUCHUMOCTH OT MX (DOHIOBOM
OPUHAJIEKHOCTH COCTABJIAETCS OIMKCHh CTPAXxOBOTro (pOHAA HAa PYJOHHOH IUIEHKE,
HyMepalus €IMHUI] XpPaHEHHUSI CTPAXOBOTro (JOHJIa B KOTOPOI COOTBETCTBYET YUETHBIM
HOMEpaM, TPUCBOCHHBIM UM MO KHUTE yueTa MOCTYIJICHUH.

ApXUBHBIM MU(QPOM E€IUHHIIBI XPAHEHUS CTPaxoBOro (oHma SBISIOTCS
COKpaIlleHHOE HauMEHOBaHME apxuBa (ero odwunuaibHas ad0peBuaTypa), HOMEp
OMHCH CTPAXOBOTO (POHIA, HOMEp ydeTa eAMHHIIBI XpaHEHUsl cTpaxoBoro (oHaa ¢
nobOasinenneM naaekca "Co".

322. 3a enuHUILY yueTa CTpaxoBoro (poH/1a JOKYMEHTOB Ha OyMaXXHON OCHOBE Ha
MUKpO(DHUIIIaX TPUHUMAIOTCS OJHA WM HECKOJIbKO MHUKPOQUII, OTCHATHIX C OJHOTO
Jierna ¥ TOMEIIEHHBIX B OJIMH KOHBEPT, 32 €IMHUIIBI XpaHEHUS — MUKPOQUIIIA.

[To xHUTre yuyera MOCTYyIIICHUH cTpaxoBoro ¢oHaa u (HOHIa MOJIB30BAHUS HA
MUKpoUIIax KaXI0My MOCTYIUICHUIO IPUCBAUBAETCS MOPSIIKOBBIA HOMED.

KonnuecTBeHHbIE MOKa3aTENN BHOCATCSA C YU4ETOM (DOHIOBON MPHUHAIIC)KHOCTH
OTCHSITBIX KOMUH MO KXKJIOMY apXUBHOMY (POHJTY M OITUCH OTJEIBHO.

Onucu ctpaxoBoro (poHaa Ha MUKPO(PUIIAX COCTABISAIOTCA pa3lelbHO Ha
CTPaxOBbI€ KOMHUH KaXkJI0T0 apXUBHOTO (POH/IA, OJIHY WIIM HECKOJIBKO €ro OMUCEH.

YYeTHBIM HOMEPOM €IMHUILIBI yueTa cTpaxoBoro ¢oHaa U GoHAa MOJb30BaHUS
JIOKYMEHTOB Ha OyMa)KHOW OCHOBE, M3TOTOBJICHHBIX Ha MUKPOQUINAX, SIBISETCS
Y4YETHBIM HOMEp OTCHSATOTO JieJia, apXUBHBIM IU(PPOM —, COOTBETCTBEHHO, apXUBHBIN
mudp OTCHATOTO Jena ¢ nobasineHuem uuaekca "CD" mnsa crpaxoBoro ¢onma, "I1" (
[Tozutus), "J1" ([nazokomnus) njs GoHIa MOIb30BaHUS.

323. Egununsl xpaHeHHs cTpaxoBoro (onma u (QoHAa MOJIB30BAHUS
ayIMOBU3YaAJIbHBIX JOKYMEHTOB MJICHTUYHBI €IMHUIIAM XPaHEHUsS ayMOBU3YaJbHbIX
JOKYMEHTOB.



CrpaxoBble KOMUU KMHO- U (POTOJOKYMEHTOB YUYUTHIBAIOTCA B KHUTAaX yuera
NOCTYIUJIEHUH M OMHUCAX CTPaxoBoro ¢poHAa v (poHaa MOJIb30BaHUS.

CrpaxoBble KOnUU (HOHOJOKYMEHTOB Ha MarHUTHOM JIEHTE U TPAaMOPUTHHAJIOB
YUHUTHIBAIOTCS B Pa3HBIX KHUTaX y4yeTa MOCTYIUICHUN U OMUCSX.

324. B UTOTOBBIX 3alACAX KHUT y4eTa NOCTYIUIEHUI U OMKUCEN CTpaxoBoro (oHaa
U (GoHJA TOJIL30BAHUS KHHO-, (POTOJOKYMEHTOB JOIMOJHUTEIBHO YKa3bIBAIOTCSA
KOJIMYECTBO E€IWMHHUI] XPAHEHHs, COOTBETCTBEHHO, MPOMEKYTOUYHBIX MO3UTHBOB U
KOHTPATHUIIOB, TO3UTUBOB U nyOnbHeratuBoB, HeueTHbIX (I) u wernwix (II)
IrPaMOPUTUHAJIOB.

B UTOroBBIX 3amuCsAX K OMUCAM CTPAXOBBIX KOMHUNA KMHO-, POTO-, HPOHOJOKYMEHTOB
yKa3bIBaeTCs TaKKe UX 00bEM B METpax, KaJpax, yacax 3By4yaHusl.

Homep eamnuibl yuera crpaxoBoro ¢oHaa KUHO-, $GOTO-, (DOHOJOKYMEHTOB
NEPEHOCUTCS B OMUCh U3 KHUTH y4eTa MOCTYIUICHUI. APXUBHBIM IH(PPOM €IUHUIIBI
ydeTa CTpaxoBoro (poHaa KUHO-, (OTO-, (POHOJOKYMEHTOB SIBISIETCS COKPAIIEHHOE
HAaMMEHOBaHHUE apxuBa (ero oduiuanbHas ab0peBUaTypa), HOMEp €IUHUIIBI yueTa
cTpaxoBoro ¢poHaa ¢ nodasnenueM uuaekca "Co".

325. YdeTr KomHMi apXUBHBIX JTIOKYMEHTOB, CO3JAaHHBIX B IMPOILECCE HX
UCIOJIb30BAHUS U BKIIOUEHHBIX B (DOHJ MOJIb30BaHUS, BEJIETCS B apXMBE B OT/AEIbHON
KHUT€ y4yeTa KOMuil 3TuX JoKkyMeHToB 1 B IC DA.

I'naBa 5. Ucnonb3oBarue foKyMeETOB HanmoramsHOro apXuBHOTO GOHIA U OPYTHX
apXWBHEIX JOKyMEHTOB

ITaparpag 1. Omucarne apXUBHBIX JOKyMEHTOB

326. Onncanue apXuBHBIX JOKYMEHTOB apXvBa MPOBOJMTCSA HA TPEX OCHOBHBIX
YPOBHSIX B COOTBETCTBHHM C OpraHU3aIUeil ero JTOKyMEeHTOB: (DOH, EMHHIIA XPAHEHUS
WIH €IMHULA yYeTa, JOKYMEHT.

Enununeii onucanus u 00b€KTOM OMHUCAHUS SBJSIOTCS (DOHM, €NMHUIA XPaHEHUS
WIH €JIMHULIA y4eTa, JOKYMEHT.
['pynmbl GpOHAOB, ONMKUCH, KOMILIEKTBI, TPYIIbl JOKYMEHTOB, YAaCTH JOKYMEHTa
OTMKCHIBAIOTCS KaK JIOMOJIHUTEIbHBIE O0BEKThI OMMCAHUS.
327. IlpyHUMIIBI OIUCAHMS APXUBHBIX TOKYMEHTOB:
1) cooTBeTcTBHE HH(POPMALIMU YPOBHIO €AMHUIIBI ONTUCAHUS;
2) B3aMMOCBSI3b U B3aUMOJOINOJIHAEMOCTh UHPOPMAIIUU PA3IUYHBIX YPOBHEU
ONMCAaHUS;

3) HEMOBTOPAEMOCTh (HEAYOIUPOBAHHOCTH) UHGOPMAIIUK B OMUCAHUSAX PAa3HOTO

YPOBHS.



328. Onucanue apXMBHBIX JOKYMEHTOB UMEET CBOIO CTPYKTYPY UM COCTOHUT U3
OTJIETIbHBIX 3JIEMEHTOB, KOTOPBIE MOMEIIAIOTCS B COOTBETCTBYIOLIME pa3ieinl (0a3bl
naHHbIX) apxuBa u B UC DA.

DNIeMEHTBI ONTMCAHUS COCTABJISIOT CJICIYIOIINE TPYTIIIBI:

1) madopmamus mo waCHTU(DUKANNN SIUHUIBI OTMCAHWS: HAUMEHOBaHUE (
Ha3BaHue (POHIA, CTPYKTYpHOU uHacTu (PoHA000pa30BaTENsA, 3arojJOBOK €IMHMIIBI
XpaHCHHS WM €IUHUIIBI yUeTa, TOKyMEHTa), CIPaBOYHbIE JaHHBIC (ApXUBHBIN mUdp,
00beM eIUHUIBI ONMUCAHUS, KpaHHWE NaThl (aThl Havajga W OKOHYAHUS Jeja)
JIOKYMEHTOB B €IMHUIIC ONTUCAHMUSI), BUJ HOCUTEISI HH(OPMAIIUU;

2) ucropuueckas cipaBka K QoH1y;

3) aHHOTaIMS;

4) nadopmarus 06 yCIOBHIX JOCTYIA U UCTIOJIb30BAHMUS;

5) nononHuTenbHas UHGOPMAIU: MECTOHAXO0XKACHUE OPUTHHAIIOB, HAJTUYUE U
MECTOHAXOXKJJIEHUE KOMUI apXUBHBIX JOKYMEHTOB, TEMAaTHUYECKH W/WIM IO
IPOUCXOK/ICHUIO CBSI3aHHBIX C JAHHOM eIMHUIIeH onucanusi, oudmuorpadus.

329. Onucanue apXuBHBIX TOKYMEHTOB Ha YpOBHE (POHAA COCTOUT U3 Ha3BaHUS
¢boHa, CIpPaBOYHBIX JAHHBIX, MCTOPUYECKON cmpaBKU K ¢GOHIY, aHHOTAIWH,
oubnmorpadun, uHGopmaIuu 00 yCI0BUAX JOCTYyMA U UCIIOJIb30BaHMUS.

330. CrpaBouHbIe JaHHBIE 00 apXUBHOM (POHJIE COCTOSIT U3 MOUCKOBBIX JAHHBIX (
HoMepa (oHna), ooObeMa (HOHIA B €IMHUIIAX XPAHEHUS W/WIM €AUMHUIIAX ydeTa 0
BUJIaM JOKYMEHTAINH, KPaHUX JaT JOKYMEHTOB 10 KaKIOMY BHUAY JOKYMEHTAIIHH,
yKazaHus Ha Hannuue BHyTpu pougoBoro HCA.

331. Uctopuueckas cripaBka K (GOHIY COCTOUT U3 ucTopur GoHI000pa3oBaTels U
uctopuu GhoHza.

Jnst o6benuHeHHOro (hOHIa COCTaBIIsAETCS O0Ias UCTOPUYECKas CIipaBKa.

332. Ucrtopus dhoumoo0pa3zoBatens apXuBHOTO (GOHAA OpraHU3AIMU BKIIOYAET
naTel e€ro oOpa3oBaHUs, IEPEUMEHOBAaHUS, pPEOpPraHU3allu, JUKBUJIAIUH,
BEJIOMCTBCHHYIO TPHUHAJICKHOCTh, CTPYKTYpY © (YHKIIMH, Ha3BaHUSA
OpraHu3alUU-TIPEANIECTBEHHUKA U TIPABONPEEMHUKA.

Uctopus ponagooOpazoBatenss apXxuBHOro (HOHAA JTUYHOTO MPOUCXOKICHUS
COCTOUT U3 KpaTKUX Onorpapuyeckux JaHHBIX (haMuiIus, uMs, OTYECTBO, IICEBIOHUM,
JeBUYbs (paMuiIMs, AaThl )KU3HU, Tpodeccusi, JaHHBIE O CIIYKEOHOW U OOUIECTBEHHON
nesitenbHOCTH). Jlis apxuBHOTO (POHIA CEMBH, poja aHAJIOTUYHBIE CBEJACHUS JTAal0TCs
[0 CTENEHU POJCTBA O KAXKJOM U3 JUI nocieaoBarenbHo. Ha goun, coctosimmii u3
JIOKyMEHTOB HECKOJIBKUX JIHII, CBI3AHHBIX TBOPUECKOU JIEATETbHOCTHIO, aHAJIOTUIHBIC
CBEJICHUS JAIOTCS O KaXJIOM U3 HUX B aj(aBUTHOM NOPAJIKE PaMUIIHiA.

333. Ucropus (oHAa BKIOYAET AaTy €ro MepBOro MOCTYIUIEHUS B apXUB, 00bEM U
KpaliHHe JaThl apXUBHBIX JOKYMEHTOB, CTENEHb HUX COXPAHHOCTH, OCOOEHHOCTHU
dbopMupoBaHUs, OMMCAHUS U CUCTEMAaTU3alluH, CBEJACHU 00 U3MEHEHUSAX B COCTABE U



o0beMe apXuBHOTO (POHJIa U MX MPUUYUHAX, HAIMYNU apXUBHBIX JIOKYMEHTOB JPYTHUX
opranuzanuii unu jguil (houaoseie BkirodeHus), HCA k apxuBHomy (oHy.

334. VcTopuueckas cripaBKa JOTOIHSACTCS MPHU JadbHEHIIeM oToJHeHnN (PoHa,
a TakXXe B Cilydasx peopraHu3aiuui, H3MEHEHUS CTPYKTYpbl, (QYHKIHH
(donm000pazoBaTeNs U Tak gasee.

335. Ucropuueckas crnpaBKka K apXMBHOM KOJUIEKIIMHM BKJIIOYAET CBEJEHUS 00
UCTOPUM €€ CO3/IaHUusl, BPEMEHH, YCIOBHSX, MPUYMHAX CO3JIaHUS, MPHUHIUIIAX
NOCTPOEHHS, MECTOHAXO0XKJICHUU KOJUIEKIIMU 1O MOCTYIUIEHHUS B apXUB, a TaKKe
COCTaBHTEJIE.

336. AHHOTaIMs BKIIOYAET KPATKyI0 OOOOIICHHYIO XapaKTEPHCTHUKY COCTaBa
ApXUBHBIX JOKYMEHTOB IO CTPYKType (OHIa M BHUJAM apXUBHBIX JOKYMEHTOB,
COJEp)KaHUSI apXUBHBIX JOKYMEHTOB IO TeMaMm, BOMNPOCaM, OTPaX)arollUM
HaIpaBJeHUs AesATeIbHOCTH (PoHI000pa3oBaTelis, ¢ yKa3aHUeM XPOHOJOTUU TEM H
0003HaueHneM ux reorpaduyeckux (aAMUHUCTPATUBHO-TEPPUTOPHUATIBHBIX ) TPAHHLL.

337. Uadopmarnius 06 yCaoBHUSX TOCTYIIA U UCIIOJIH30BAHUS BKIIIOYAET CBEICHUS O:
1) Hanmuuuu apXUBHBIX JOKYMEHTOB, JOCTYN K KOTOPBHIM U MOPSAOK HX
UCIIOIB30BaHUs OTPaHUYEHBI 3aKoHOAaTedhcTBOM Pecnybnukm Kaszaxcran wuinum
dbong000pazoBaTeem;
2) NOJJIMHHOCTU WU KONMUWHOCTH apXHUBHBIX JOKYMEHTOB, B TOM 4YHCIIE
OTHECEHHBIX K KYJIbTYPHBIM LIEHHOCTSAM, U 0CO0O0 IIEHHBIX TOKYMEHTOB;
3) ¢u3znuecKOM COCTOSIHUM apXHUBHBIX JOKYMEHTOB, BIUSIONINX HA BO3MOXKHOCTh
WX UCTIOJIb30BaHMUS;
4) nHanuuuu PoHIA MOJTB30BAHUS,
5) Hanmnuuu HCA K eauHUIIEe ONTMCaHMS;
6) s13bIKE IOKYMEHTOB, CIIOCO0E X BOCIIPOU3BEAEHUS U APYTUX OCOOEHHOCTEM.
338. bubnuorpadus k apxuBHOMY (HOHTY BKIIOUAET CIUCOK OMyOINKOBAaHHBIX H
HEOIyOJIMKOBAHHBIX CHPABOYHUKOB MO (POHAY M JOKYMEHTAJbHBIX IyOJUKAIIUM,
BBITIOJIHEHHBIX HAa €70 OCHOBE.
339. Onucanue apXMBHBIX JOKYMEHTOB HAa YPOBHE €IUHUIIBI XPAHEHUS WJIU
€JIMHULIbI yUeTa BKIIIOUAECT:
1) mOpsIIKOBBIN HOMEDP €IMHULIBI XPAHEHUS WU CIMHUIIBI YUeTa;
2) crapblili UHBEHTapHbBIA HOMED;
3) 3aroJ0BOK €IMHUIIBI XPAHEHUS W €IMHUIIbI YUETa;
4) cipaBOYHbIE JAaHHBIE 00 €IUHUIIAX XPAHESHUS] WM IMHUIAX YUeTa;
5) ykazaHus Ha MOJJIMHHOCTD WJIM KOMHITHOCTD;
6) yKazaHus BUJa HOCUTENS WIH C11oco0a BOCIIPOU3BEICHUS;
7) sI3bIK, BHEIITHUE OCOOCHHOCTH;
8) ycnoBus JOCTyIa U UCIIOJIb30BaHUS QpXUBHBIX JIOKYMEHTOB.



340. 3aroja0BOK €IWHHUIIBI XPAHEHHUS YIIPABICHYECKONW JOKYMEHTAlUU, €IUHULIbI
XpaHEHUs apXUBHBIX JIOKYMEHTOB JJUYHOTO MPOUCXOXKICHUS BKIIOUaeT HAaMMEHOBaHUE
BU/JIa apXUBHBIX JOKYMEHTOB, aBTOpPa(0B) apXUBHBIX TOKYMEHTa(0B), ajpecara(oB) Uin
KOppecnoHAeHTa(0B), KOTOPBIM HAIMPAaBJICHBI, U OT KOTOPHIX MOJYUYEHBI JOKYMEHTHI,
BOIIPOC WJIU MIPEAMET, Ha3BaHUs COOBITHS, (DaKTa, MECTHOCTH, (PaMUITNU U WHUIIHATIOB
JMIAa, K KOTOPBIM OTHOCHUTCS COJIep KaHNe YKa3aHHBIX JOKYMEHTOB, IaThl COOBITUIA.

B cnywae orcyTcTBHsS HEOOXOAMMBIX CBEACHUHM B 3arojOBOK BKJIIOYAETCS
nosicHsifo1as nHdopmaius — "aBTop He ycraHosieH", "0e3 natel", "He paHee...roga" u
TaK Jlajuee.

[Ipu cocTaBieHnU 3aroyioBKa €AMHULIBI XPaHEHUS BUJI €AMHULIBI XpaHeHus (Aeno,
NepernucKa, JTOKYMEHTBI, PeecTp, ajab0oM, XypHad, KHUTa U Jpyroe) uind Buj (
Pa3HOBUIHOCTb) JOKYMEHTOB (MPOTOKOJBI, JTOKJIAJbl, MPUKA3bl, OTYETHI, AKTHI
BOCIIOMUHAHUS, CTaThbU, POMaH, 3alHMCHbIE KHUXKH), XapaKTEPU3YIOIIME COCTaB
€MHUIIBI XPAHEHMSI, YKA3bIBAIOTCSA B HaYaje 3arojoBKa.

3aroyioBKM CyJIeOHBIX, CIEACTBEHHBIX, JIMUYHBIX, IEPCOHATBHBIX, apOUTPAKHBIX U
ApYyTUX Jel, COAEpXKalluX JOKYMEHTBI, CBSI3aHHBIE MOCJIEJ0BATENbHOCTHIO
JEIOMPOU3BOACTBA 10 OJTHOMY BOIIPOCY, HAUMHAIOTCS CO clloBa "aeno".

Enununsl xpaHeHus, cojepxaue JOKYMEHTBI 110 OJHOMY BOMPOCY, HO HE
CBSI3aHHBIC MOCJIEIOBATEIbHOCTHIO JICJIONPOU3BOJICTBA, HAUYMHAIOTCA €O cioBa "
JOKYMEHTHI", a B KOHIIE 3aroJOBKOB YKa3bIBalOTCS OCHOBHBIE BU[bI JOKYMEHTOB.
TepmuHOM "MOKYMEHTHI" 0003HAYAIOTCS NTOKYMEHTHI-IIPUIOKEHUS K KAKOMY-JTHOO
oboOmmaromeMy JT0KyMEHTY (MpHKa3y, paclopssKeHHI0, IMpoTokoay). B dormax
JUYHOTO MPOUCXOKACHUS 3TOT TEPMUH YNOTPEOIsIeTCs sl ONMUCAHUS Pa3HOPOJHBIX
10 BUY JOKYMEHTOB, OTHOCSIIIUXCS K OJHOMY JIUILY.

B 3aronoBke enMHUIBI XpaHEHUs, COAEpPKAIIECH MEePEeNnucKy C OJHOPOIHBIMU
KOPPECTIOHJICHTAMH, YKa3bIBaeTCsI 00111ee BUAOBOE HAMMEHOBAHUE KOPPECTIOHACHTOB.

3aroJ0BOK €AMHUIIBI XPAaHEHUS MPOSKTHON MU KOHCTPYKTOPCKON JOKYMEHTAIUU
BKJIOUaeT mugpp oObeKTa, HANMEHOBAHHE MPOEKTa, CTAIUI0, YaCTh, HOMEpP TOMa,
aBTOpA, TOJl OKOHYAHUSI pa3pabOTKH.

3aroJlOBOK €IUMHHMIIBI y4yeTa KHMHO-, BUJICOJIOKYMEHTA BKIIIOYAET ABTOPCKOE
Ha3BaHUE (QWiIbMa, CIEHHUAIBHOTO BBIMYCKA, KHHOXKYpHAIa MM Ha3BaHUE COOBITHS,
OTPaKEHHOTO0 B KHMHO- WJIHM TEJECIOKETe, 1aTy MPOU3BOACTBA W/MIIA JATy ChEMKH,
(haMUIMU 1 HHUITHAIBI peKHCCepa U/WIH onepaTopa ChbeMKH, S3bIK IOKYMEHTA.

3arojioBOK €IMHUIBI y4yeTa (OHOJOKYMEHTA BKJIIOYAET HA3BAaHHME U KaHP
(GbOoHOIOKYMEHTa, Ha3BaHHUE, MECTO U JIaTy OTpaXeHHOTO coObITuA. [Ipu oTCyTCTBUUM
Ha3BaHUs (OHOJOKYMEHTa YKa3bIBA€TCSi OCHOBHOE COJIEp)KaHUE Telle- WU
paauonepenayd, BBICTYIUICHHUS, OeceAbl W JApyroe. 3arojoBOK EAMHHIIBI ydeTa
(GhOHOIOKYMEHTa, COJEPKAIlleTr0 3alKCh MPOU3BEACHUS JIMTEPATyphl U HCKYCCTBA,
BKJIFOYAET HA3BaHUE MPOU3BEACHUS U €ro KaHp, NEPBYIO CTPOKY TEKCTa, KOTOpas



3aKJII0YACTCS B KaBBIUKH, €CITM (DOHOJOKYMEHTOM SIBIISIETCS HE MMEIOIIEe aBTOPCKOTO
Ha3BaHUsI U HE OMyOJIMKOBAaHHOE paHee Mpou3BeIeHUE, (aMUWINU U HHUITUAJIBI aBTOPOB
W/WJIM UCTIOJTHUTEJIEH KaK caMOTo MTPOU3BEICHUS, TaK U €r0 00paboTOK, MEPETOKEHUH,
NIEPEBOIOB, S3bIK (POHOJOKYMEHTA.

3aroyioBOK €AWHUIEI XpaHEHHS (HOTOMOKYMEHTA BKIIOYAET OIMHMCAHUE
U300pakeHUs UK Ha3BaHue (oToanbOoMa, ciaifia, HeraTuBa, PaMUIMIO U UHUITUATIBI
aBTOpa, MECTO U JIaTy ChEMKHU.

341. CopaBouHble JaHHBIE 00 €JIMHUIIAX XPAHEHHS WM CAUHHUIIAX ydeTa
BKJIIOYAIOT apXUBHBIN MmU(p, 00bEM EIUHUIIBI XPAHCHUSI WU CIUHUIBI ydeTa,
KpallHHUE NaThl apXMBHBIX IOKYMEHTOB, JIJISl ayJMOBU3YaJbHBIX JTOKYMEHTOB — JIaThl
3aUCH WJIW Tepe3anucH, Il JOKYMEHTOB Ha JJICKTPOHHBIX HOCUTEIIAX — JAaTy 3aluCH
WJIY TIEPE3aICy Ha HOBBIN AJIEKTPOHHBIN HOCUTEIb.

342. TlogMMHHOCTh WM KONMUWHOCTHh JOKYMEHTOB €IMHUIBI XpPAaHEHUS WIIU
€MHULIBI YUYEThl YKAa3bIBAETCS MOCIIE 3ar0J0BKa C MPOMUCHOU OYKBHI.

343. Cnioco0 Bocipou3BeACHUS YKa3bIBaeTCA JJIsl JOKYMEHTOB JIejia B cllydae, eciiu
OH HEOOBIUEH ISl coJep Kallerocs: B Jeie Buaa (Pa3HOBUAHOCTH) JOKYMEHTOB WIIU
MMEET NMPUHINIUAIBHOE 3HAUCHUE I XapaKTEePUCTUKU COAEP KaHUS.

st 0o603HayeHus cnoco0a BOCIPOU3BEACHUS JOKYMEHTOB YHOTPEOSIOTCS
TepMuHbl — "pykonuck", "aBrorpad", "mammHonucs", "meuatHeiit”, "rexkrorpad", "
crekyiorpad" u apyrue.

344. K BHEeUTHUM O0COOEHHOCTSAM apXUBHBIX JOKYMEHTOB (JI€J1) OTHOCSITCS:

1) ocoOplii mucunii MaTepuan (mepraMeHT, MeaKku, TOMYy T0100HO0e);

2) 0coObIit MaTepuan 000K U TieperieTa (Koxa, HAOMBHAs TKaHb);

3) HanM4YMe yKpaIieHui Ha 00JI0KKE, WUTIOCTPALUU WU YKPAIIIEHUs TEKCTa;

4) A3bIK JOKYMEHTOB, OTJIMYHBIM OT SI3bIKa OCTAJIbHBIX JOKYMEHTOB apXHBHOIO
dbonma;

5) neuaru;

6) HalMyue NpujaaraeMbIx 00pa3ioB OyMaru, TKaHei U Tak Jajee.

345. JlaHHbIE O CTETIEHH MOJHOTHI, CIOCOOE BOCITPOU3BEICHUS, BHEIIHUX U APYTHX
OCOOEHHOCTSIX IOKYMEHTOB JieJla IPUBOASATCS MOCIIE 3ar0JI0BKA M AaHHOTALIMU C HOBOM
CTPOKH.

346. YcioBus O0CTyla K €AWHUIAM XPAHCHUS WM €JWHUIIAM Y4Ye€Ta U UX
UCIIOJIb30BaHUS BKJIIOYAIOT CBEJCHUS O HAJTUYUU:
1) apXMBHBIX JTOKYMEHTOB, JOCTYH K KOTOPHIM M MOPSJIO0K MUX UCIOJb30BAHUS
OTpaHUYCHBI 3aKOHOATENhCTBOM PecnyOnuku Kazaxcran wim ponmoobpazoBaTenem;
2) NOJJIMHHUKOB JOKYMEHTOB, OTHECEHHBIX K KYJIbTYPHBIM LIEHHOCTSIM, 0C000
IEHHBIX JOKYMEHTOB M JOKYMEHTOB, HaXOJAIIUXCS B HEYIOBJIECTBOPUTEIHLHOM
(bu3MUECKOM COCTOSIHUH;
3) ponna nonas30BaHUS;



4) HCA k eguHuIlaM XpaHEHUS WM €IMHUIIAM y4deTa.

347. Onucanue apXUBHBIX JOKYMEHTOB MPU HEOOXOIMMOCTH JIOMOJHSIIETCS
Ha3BaHUEM apXMBHOTO (OHJA U €ro CTPYKTypHOW yacTu (OMHUCH), aHHOTAIHE
OTJIENIbHBIX apPXMBHBIX JOKYMEHTOB WJIM WX TPYII JAHHOW €IUHUILIBI XpPAHEHUS WU
€AVHUIIBI yUEeTa.

AHHOTaIMs TOKYMEHTOB €MHUIIBI XpPaHEHUs! MPEACTABIsAET CO0OM KpaTKylo
XapaKTePUCTUKY COAEPKaHUS OTIEIbHBIX APXUBHBIX JTOKYMEHTOB, OCOOEHHOCTH
KOTOPBIX HE OTPa’KEHBI B 3aI0JIOBKE €IMHULIBI XPaHEHUS.

AHHOTUPYIOTCSI 0CO0O II€HHBIE JOKYMEHTBI, JTOKYMEHTBI-IPUIIOKEHUS K
OCHOBHOMY JOKYMEHTY, JOKYMEHTBl OpraHn3alui-npeaeCTBEHHUKOB, JOKYMEHTHI,
coJiepiKalllie CBEACHUsS IO JMYHOMY COCTaBY, MMEIOIIUE CIPAaBOYHOE 3HAUYCHHE,
JOKYMEHTBI, KOTOpPBIE MOTYT CIYXXHTb HPEIMETOM CaMOCTOSITEJIBHOIO IOMCKA,
HaJIM4KMe KOTOPBIX B JAHHOM JeJie HE MOXET OBbITh OMpPEIENIEHO MO €ro 3arojoBKY (
BO33BaHHMs, JHUCTOBKHM, HpPOKJIaMaluu, OpOLIIOpbI, KapThl, IUIAHbI, YEPTEXKH,
dboTorpadum u Tak ganee).

[Ipyn aHHOTHPOBAHMUM MEYATHBIX MAaTEPUATIOB YKA3bIBAIOTCS BUJA JOKYMEHTA, €r0
HAaMMEHOBAaHHE WJIM HAYaJbHBIE CJIOBA JOKYMEHTA (IIPU OTCYTCTBUHM HAaUMEHOBAHMS),
BBIXOJIHBIE JJAHHBIE.

B aHHOTanMsIX 4epTEKHBIX U IPYTHUX NU300pa3UTEIbHBIX MAaTePUaIOB YKa3bIBAIOTCS
MaTepual, Bul, GpopMar JOKYMEHTa U CIIOCO0 €ro UCIOIHEHUS, 11 KapT — MaciuTao.

B xonie anHoTanuu nox pyopukoil "ynoMuHaoTCs" nepeunucisiorcs GamMuing u
uMeHa (U3MYECKUX JIMI, HAWUMEHOBAHUS OpraHu3aui, reorpaduvecKue
HAaMMEHOBAaHUS W JPYTUE€ CBEICHMS, YIOMHHAIOIIMECS B JOKYMEHTaX M HMMEIOLIUE
CYIIECTBEHHOE 3HAYCHME, 3aT€M YKa3bIBAalOTCS HOMEpa JIMCTOB AHHOTHUPYEMBIX
JOKYMEHTOB.

AHHOTanusa opopMIIsieTcs Mociie 3arojoBKa ¢ KpacHOM CTPOKH.

[Ipu 3HauuTEeNbHBIX O0BEMAaxX AHHOTHUPYEMBIX JIOKYMEHTOB AHHOTAIUS
COCTaBJISICTCS HA OTAEIIBHOM JINCTE, KOTOPBIA BKJIAJABIBAETCS MEXAY OOJOKKOU U
NIEPBBIM JIUCTOM JOKYMEHTA.

348. Ilpu aHHOTHPOBAHUU HE JIOMYCKAETCS HMCIOJIb30BAHUE CYOHEKTUBHBIX
(bOpMyIMPOBOK U BHIPAXXEHH, HE HECYIIIMX OCHOBHOM CMBICIIOBOM Harpy3ku ("'BechMa
LIEHHBIE JOKYMEHTHI'", "OYEHb HHTEPECHBIE TOKYMEHTHI", "'B JOKYMEHTAX COAEPKUTCS",
" TOKyMEHTBI KacaroTcs'").

349. Onncanne apXUBHOTO JOKYMEHTA BKJIIOUYAET:

1) 3aroyI0BOK apXMBHOI'O TIOKYMEHTA;

2) cripaBOYHbIE JaHHBIE 00 aPXUBHOM JIOKYMEHTE;

3) yka3zaHue Ha MOJJIMHHOCTh WM KOMUIHOCTh apXUBHOI'O TOKYMEHTA;
4) BUJI HOCUTEJISI UM CIIOCOO BOCTIPOU3BEACHMUS;

5) ycnoBus JOCTyIa U UCIIOJIb30BaHUS.



350. 3aronoBOK apXUBHOTO JOKYMEHTA BKJIOUA€T HAMMEHOBAHUE BUJIa ADXUBHOTO
JOKyMEHTa, aBTOpa, ajpecara WKW KOPPECHOHJIEHTa, KOTOPOMY HampaBjeH WIH OT
KOTOPOTO TMOJIYYeH apXUBHBIN JJOKYMEHT, BOIIPOC WU TIPEIMET, COObITHE, (GaKT, JTHIIO,
Ha3BaHWE MECTHOCTH, K KOTOPBIM OTHOCHUTCS COJEPKAHHE YKAa3aHHOTO apXMBHOTO
JIOKYMEHTA, 1aTy COOBITHUS.

351. CnpaBouHble JaHHBIE 00 ApXHMBHOM JIOKYMEHTE BKJIIOYAIOT apXUBHBIN muUp,
cBegeHus 00 oObeMe (KOJWYECTBE JIUCTOB) apXMBHOTO JIOKYMEHTa, JaTax ero
CO3/IaHUs.

352. Yka3aHue Ha NOJJIMHHOCTh WJIM KOMUHHOCTh AOKYMEHTa JAeTcs IMOcie
AHHOTAIIMH K JJOKYMEHTY C TIPOMUCHOMN OYKBHBI.

353. CnoBecHo-1iu¢poBoil criocod odopmiieHUs AaThl (YUCIO, MECSIl, TOJ)
UCIMOJIb3YETCSd MpPU ONUCAHUMU TMPABOBBIX AaKTOB, TBOPYECKOW JOKYMEHTAIUH,
JOKYMEHTOB, KacalollUXCsS TMpaB M 3aKOHHBIX MHTEPECOB TPakJaH, (HPUHAHCOBBIX
JOKYMEHTOB, JI€] 0 OJHOMY BOIIPOCY, a TAKXKE TOKYMEHTOB, JIs1 KOTOPBIX 1aTUPOBKA
UMEET BaXXHOE 3HAYCHHE (JIOKIaIbl, IUCTOBKH, CTEHOTPAMMBI, IHChMA).

354. Ilpu BBIABICHUM KpaHUX AAT AOKYMEHTOB, COCTABJSIOIINX JEJIO0,
YUUTBIBAETCS, YTO:

1) HayanpHOU HaTOM fAena sBJSETCS JaTa COCTaBJIEHUS (PErucTpalur) caMoro
paHHEro JOKYMEHTa, a KOHEYHOW — JaTa COCTaBJEHHS (PErucTpaiuu) camoro
MO3HET0 JOKYMEHTA,

2) naThl JEKPETOB, YKa30B, JOTOBOPOB, IOCTAHOBIEHUI, TPUKA30B, PACIIOPSKEHNUN
U TOMY TOJ00HOE yKa3bIBAIOTCS MO BPEMEHU MX MOJIMUCAHMS, €CIU JOKYMEHTHI He
JATUPOBAHBI, JaThl YKa3bIBAIOTCS IO BPEMEHU ONMYyOJMKOBAHUS WJIM BBEJCHUS B
JICUCTBHE;

3) kpaiiHue nathl IJIs MPOrpamMM, MJIAHOB, CMET PACXOJIOB, IITATHBIX PACTIMCAHUN,
OTYETOB U IOKYMEHTOB HE MPOCTABIISIOTCS;

4) ecnu B Jiee JOKYMEHTBI-IIPUIIOKEHUS TaTUPOBAHbI paHee EPBOTr0 JOKyMEHTA
JIeJ1a, TO UX JaThl OTOBAPUBAIOTCS C HOBOM CTPOKH — "MMEIOTCSA JOKYMEHTHI 34 ... TOA';

5) ecnu nenoM SIBIAIOTCS KHUTH WX XKYpPHAJIbI, TO KpaHUMU JaTaMu JJIsI HUX
OyIlyT AaThl IEPBOM U MOCIETHEN 3aIUCH;

6) eciM JIeJI0 COCTOUT U3 KOMUHUHBIX JOKYMEHTOB, U3TOTOBJIECHHBIX 3HAYUTEIHHO
N03K€ CO3/JaHusl HUX MOJUIMHHUKOB WJIM MOJY4YEHHBIX (DOHI000pazoBaresneM s
paboThl (HampuMep, B apXMBHBIX (DOHIAX pEHAKIUMA, PA3IUYHBIX KOMHUCCHUM), TO
KpallHUMHU JlaTaMu OYJyT SBJISTHCS JaThl U3TOTOBJICHUSI KOMUHN (AaThl MOJJIUHHUKOB
IPUBOJSTCA B 3ar0JIOBKE);

7) ecnu neno ObLIO HAYaTO B OJHOM OpraHu3aluu, a 3aKOHYEHO B JIPYTOM, TO
BBISIBIIAIOTCSL TPU JaThl — JaTa 3aBE/ICHUs Jiejia B JEJIONPOU3BOJICTBE MEPBOIl



OpraHu3aly, Jara MNOCTYIUIEHUS €ro BO BTOPYIO OPTaHM3aLMIO U J1aTa 3aBEpUICHUS
€ro B JIEJIONPOU3BOJICTBE MOCIEAHEN Opranu3auuu (epBble ABE AaThl 0003HAUAIOTCS B
BHJIC TIPOOH);

8) pu HaTMYMK B JieJIax JOKYMEHTOB JOPEBOIIOLMOHHOTO U COBETCKOTO MIEPUOJIOB
B KpaiiHHE JaThl BKJIKOYAKOTCS AaThl JOKYMEHTOB O0OOHUX NEPHO/IOB;

9) mpu 0603HAYEHUH IATHI CHaYalla YKa3bIBAIOTCS YHUCIIO, 3aTEM MECSI U TOJ.

355. JlaTel yKa3bIBalOTCS MO TOMY CTHJIIO U MOPSAIKY, [0 KOTOPBIM JTaTUPOBAHBI
CaMHU IOKYMEHTBI, 32 UCKIIFOUEHUEM:

1) nen, copepaux JOKyMEHTBI, OTHOCSIIHUECS KO BPEMEHH MEpEeBOia CTaporo Ha
HOBBIN CTHIIb, TO €CTh ¢ 14 deBpans mo 1 utonsg 1918 roma, KOTOpeIM JaeTcst ABOMHAS
JAaTUPOBKA — CHauaja MPUBOJMUTCS JlaTa M0 HOBOMY CTHUJIIO, a 32 HEMl B CKOOKax —
[0-CTapoOMY;

2) pen, coaepKalux TOKYMEHTBI, 0Opa3oBaBIIMecs 0 MEpPeBOjJa CTaporo Ha
HOBBII CTHUJIb U OTHOCSIIIMECS K COOBITHSIM, UMEIOIIUM MEXKIyHapOJHOE 3HAUEHUE,
KOTOPBIM JIa€TCs JlaTa o0 CTapoMy CTHIIIO, a 3a HEl B CKOOKax — MO-HOBOMY.

356. B cinyyae HEBO3MOXKHOCTH YCTAHOBJICHUS TOYHOM JaThl, HA OCHOBAHUU
aHaJIM3a COJIep KaHUs JOKYMEHTOB JIeJia ONpeAeAtoTCA NpUOIU3UTENbHbBIE €r0 JaThl,
npenaesbl KoneOaHuii KOTOPhIX OroBapuBaroTcs. [{aThl WM OTAENbHBIE UX 3JIEMEHTHI
3aKJII0YAIOTCSA B KBajJpaTHble cKOOKH. IlosHble MM OTAENbHBIE WX AJIEMEHTHI, He
a0COJIIOTHO JIOCTOBEPHBIE, COMPOBOXKIAOTCS BOMPOCUTEIHHBIM 3HAKOM.

IMTaparpag 2. Ilopsimok cocraBnenns HCA

357. O6sa3arenbHbiMu 35ieMeHTaMu cucTeMbl HCA SBISIOTCS apXUBHBIC
CIIPAaBOYHUKH M 0a3bI TAHHBIX O COCTABE M COJCPIKAHUH APXUBHBIX JTOKYMEHTOB, BUIBI
KOTOPBIX OIPEICISIIOTCS 1EJIeBbIM HAa3HAYCHUEM: OMHUCh, MYTEBOJAMUTEINb, KATaJoOT,
yKazaTesb, 0030p TOKYMEHTOB.

358. CocTaBustoTcs MEeKapXUBHBIE, MEK(POHIOBBIE 1 BHYTPU(POHIOBBIC apXUBHbBIE
CIIPABOYHUKH ¥ 0a3bl JaHHBIX O COCTaBE U COJICPKAaHUHU apXUBHBIX IOKYMEHTOB.

359. Onuck Mcnob3yeTcs Kak apXUBHbBIA CIPABOYHUK, MpEeAHA3HAYCHHBIN s
PACKpBITUSI COCTaBa W COJEP)KaHUS E€AUHUIl XPaHEHUs, 3aKpPEIUICHUS UX BHYTPH
(GOHIOBOM CUCTEMATU3AINN U y4YeTa.

Onuch COCTOUT U3 ONMUCATENbHBIX CTaTe €UHUIl XPaHEHHs, UTOTOBOM 3aIuCH,
JUCTA-3aBEPUTENS Jieja U CIPABOYHOrO ammapara K onucu. OOBEKTOM OIMUCAHUS
ApPXUBHBIX JIOKYMEHTOB OMHCH SIBJISIOTCS €UHUIIA XPAHEHUS WU SAMHUIIA YUeTa.

360. OnucarenbHas CTaThs ONMKCH BKIIFOYAECT:

1) mOpSIIKOBBIN HOMED €TMHUIIBI XPAHEHUS, CAMHUIIBI YUETa;

2) nenonpou3BOACTBEHHBIN HHICKC WIIA CTAaPbIi MHBEHTAPHBIN HOMED;

3) 3aroJIOBOK €UHUIIBI XpaHEHUS WIH €IMHUIIBI YUEeTa;

4) kpaiiHue JaThl JOKyMEHTOB, KOJIMYECTBO JINCTOB B €IUMHUIIE XPAHCHUS;



5) yka3zaHue Ha MOJJIMHHOCTH/KOIUMHOCTS;

6) s3bIK, CIIOCOO BOCTIPOM3BEICHHUS, CTETIEHb COXPAHHOCTU apXUBHBIX JOKYMEHTOB,
BHEIIHUE OCOOCHHOCTH.

OnucaTtenpHas CTaTbsi MOXET OBITh JIOMOJHEHA aHHOTALMEH OTAEIbHBIX
JOKYMEHTOB (TpYMIbl JOKYMEHTOB) €IMHUIIBI XPAHEHUS WJIM €IUHUIIBI YUETa.

361. B cipaBouHbIif anmapart K OMCH BXOJIST:

1) TUTYJIBHBIN JIUCT;

2) copepxanue (OrJIaBJICHHE);

3) npeauciaoBue;

4) cnCOK COKpaIlEHUI;

5) nepeBoHbIE TAOIUIIBI APXUBHBIX MIU(POB;

6) ykasareinu.

362. Ha TuTy/IbHOM JIUCTE OMUCH YKa3bIBAIOTCS MOJHOE HAMMEHOBAHHUE apXUBa,
HAaUMEHOBAHUE apXUBHOro (hOHIAa, HOMEpP AapXUBHOTrO (oHAA, HOMEP OIUCH,
HAaMMEHOBAHHE OIMCH, KpallHUuE JaThl ApXUBHBIX JOKYMEHTOB, BHECEHHBIX B OIUCH.
Ecnu B onuck BHECEHBI JieTa 32 HECKOJIBKO JIET C MEPEPbIBAMH, Ha TUTYJILHOM JIUCTE
MPOCTABJISIFOTCS TOJIBKO TE TOJIbI, 32 KOTOPbIE UMEIOTCS IOKYMEHTHI.

363. B conepxxanuu (OTJIaBJ€HUU) CHPABOYHOTO ammapara K OIHUCH
NEePEYUCTSIOTCS MPEAUCIOBUE, CIIMCOK COKpAlIeHW HAaMMEHOBAHUS BCEX Pa3JIeNioB,
noApa3enoB U 0Oojee MEJIKUX TPYNN Jej, BKIIOYEHHBIX B OIHUCh, yKa3aTellH,
nepeBoAHble TabIULBl MU(POB ¢ YKa3aHHEM HOMEPOB COOTBETCTBYIOIIMX JIMCTOB
OTIHCH.

364. [IpeaucioBue cOCTaBISIETCS K OTJIETbHON OMUCH WIIM O0IIee KO BCEM OMUCIM
apXuBHOTO (POHMIA, KOTOPOE TMOJMUCHIBAETCS COCTABUTEIEM C YKa3aHUEM JaThl
COCTABJICHHSI.

B npenucnoBun kpaTko u3nararoTcst uctopus GoHmoo0pa3oBaTess ¢ CChUTKAaMHU Ha
MPaBOBBIC aKTHl U JOKYMEHTHI GoHaa. K enuHoil onucu 00beIUHEHHOTO apXUBHOTO
¢doHga cocTaBisieTcs 001ee MPeaUCIOBHE.

365. Cnucok COKpalleHUH COCTAaBIISIETCS, €CJIM B OMMUCU HCIOJB3YIOTCS
COKpalleHHbIe cioBa. COKpallleHHsl pacoyaralTcs B anpaBuTHOM nopsajke. B cnucok
HE BKJIIOYAIOTCA OOIETNPUHSITHIE COKpalieHus cioB. [IpousBonbHOE 0Opa3zoBaHUe
COKpAILICHUW UCKIIFOYAETCS.

366. K onrcu cocTaBIIsIFOTCS OOITHE U CIICIIMAIBHBIC YKa3aTelIH.

OO0mmii ykazaTesb OMUCH COCTOUT U3 CCHUIOYHBIX JaHHBIX Ha MOPSAIKOBBIE HOMEpa
EAVHUITBI XPAHCHHSI HIIA €JIUHUIIBI YUeTa.

Jl71st BomIeAlIMX B HAYYHbIN 000pOT apXUBHBIX (DOHIOB, BKIIFOUAIOIINX apXUBHbBIE
JOKYMEHTHI Ipyrux ¢oHmoo0pa3oBaTeniel, ¢ eNblo 00ecreueHus: MoUcKa apXUBHBIX



JOKYMEHTOB OIpeeIeHHOro (oHA000pa3oBaTedsl COCTABISETCS CIEIHAIbHBIN
yKa3zaTellb BKIIOUCHHBIX (OHMOB. B HUX yKa3bpIBalOTCS HOMEpa W HAMMEHOBAHUS
apXUBHBIX (POHJIOB, HOMEPA JIEJ, OTHOCSIIUXCS K TAHHBIM apXUBHBIM (hOHIAM.

367. IlepeBonnble TaOMUIIBI APXUBHBIX MIM(POB COCTABISAIOTCA B Clydae
nepepabOTKH OMKCH U COACPIKAT OTCHUIKH OT CTAPBIX K HOBBIM apXUBHBIM IIH(PaAM 110
dbopwme:

1) HOMep Jena o cTapoi OMucH;

2) HOMeED JZieJia 0 HOBOM OIKCH;

3) npuMeyaHusl.

[TepepaboTka onuCH 3aKJIFOYAETCS] B COCTABICHUHM HOBOW OMUCH MTyTEM YTOYHEHUS
WM COCTaBJICHUS 3aroJIOBKOB €AMHUI] XPAaHEHUs] WM €UHUIl y4eTa, COCTABIICHUS
HEOOXOMMOT0 CIPABOYHOTO ammapaTa K Oomucu. B mporecce pemakTUpOBaHUS
3aroJIOBKOB TPOBEPSIOTCS MPABUIBHOCTh MEpeaadyd 3arojloBKOM COJIEp>KaHUs
JOKYMEHTOB JIeJI, yTOUHSIIOTCS 1aThl, POHIO0BAsI, CTPYKTypHAasi, IPHUHAJICKHOCTD JEIl.
YcTpaHsioTes UCKaXKeHHs, HETOYHOCTH, CTUIMCTUYECKUE U TPaMMaTUYECKUE OIIMOKH,
NPOBOJIUTCS yHU(DUKAMs 3arojlOBKOB, pacmu(poBBIBAIOTCSA COKpamieHus. B
HEOOXOIUMBIX CITy4asiX MIPOBOJIUTCS aHHOTUPOBAHUE OTACIBHBIX IOKYMEHTOB.

PenaktrpoBaHue 3aroi0BKOB MTPOBOJIUTCSA MO TEKCTY BTOPOrO 3K3EMILISIPA OMKCH C
MOCJIEAYIONEen €€ mneperneyatkod. Bce HW3MeHEeHHsT W YyTOYHEHMS 3aroJIOBKOB
NEPEHOCATCS Ha 00JI0XKKH eIl

YHUUTOXKEHUE CTaphiX OMHUCEN mocie ux mepepadoTku 3ampeniaercs. Ctapsie
OMKCH YUYUTBHIBAIOTCS 1O HOBBIM OIKCSIM Ha MpaBaxX OTACIbHBIX €AUHUI] XPAHECHUS U
NOMEIIAOTCS B KOHLIE HOBOM OIMKCH 32 NOCJIETHUM HOMEPOM IO/ CBOMM 3aroJIOBKOM U
¢ oTMeTKoH "Onuck nepecocrapiieHa'.

[To utoram mepepabOOTKM OMHCH COCTABISAETCS aKT OMHCAHUSA aAPXUBHBIX
JOKYMEHTOB.

IMTaparpad 3. Ilopsnok cocTaBieHHA IIyTeBOAUTEIIEH, KaTalIoroB, yKas3areiei, 0630poB,
MOHTAKHBIX JIICTOB KHHO-, BUICOAOKYMEHTOB U aBTOMaTm3rpoBaHaOoro HCA

368. IlyreBonuTens npeacTabiser co00 apXUBHBINA CIPABOYHUK, COAEPKALIMI
cBeleHUsT 00 apXuBHBIX (OHIAX apxuMBa B CHCTEMAaTH3UPOBAHHOM BHJAEC U
peHa3HAYCHHbIHN 17151 O3HAKOMJICHUS MOJIb30BATENs C UX COCTABOM U COAECPKAHUEM.

[TyTeBOaUTENb COCTOMT M3 OMHUCATEIBHBIX CTaTel apXuBHOTO (oHIAA U
CIPaBOYHOIO ammnapara.
B cnipaBouHBIN anmapar IyTeBOAUTENS BXOIAT:
1) TUTYJIBHBIN JIUCT;
2) conepkanue (OTJiaBlICHHE);
3) npeauciaoBue;
4) CIMCOK COKpallleHuH;



5) npunoxxeHus (Ipu UX HATUYHH);
6) ykazarernu.
K myTeBoauTento cocraBmusieTcs obmas oudnuorpadus.
B MHOTOTOMHBIX HM3aHUSX MMyTEBOJUTENEH COCTABISAETCS CIIPABOYHBIN armapar
JUISL BCETO U3JIaHUs B LIEJIOM WJIN JUISl OTAEJIBHBIX €r0 TOMOB.
369. Buapl myTeBoAUTENEH:
1) myreBoauTens o PoHIAM apXuBa (apXHBOB);
2) TeMaTUYECKU MyTEBOAUTEIND MO (OHIAM apXHBa (ApXUBOB);
3) KpaTkuii cipaBOYHUK MO (POHIAM apXHBa (ApXUBOB).
CocTaBisitoTcsl apXvMBHbIE (BHYTPUAPXUBHbBIC) U MEKAPXUBHBIC ITyTEBOIUTEIH.
Bun nmyteBoaMTENS M cXeMa MOCTPOCHHUSI ONIPEACIISAETCS €ro 11eJIEBbIM Ha3HAUYECHUEM

[TyTeBoauTenb Mo GoHmaM apxuBa (apXUBOB) COJAEPKUT CUCTEMATU3UPOBAHHBIM
NIEPEUYCHb XapaKTePUCTUK apXUBHBIX (DOHIOB, COCTOSANUX M3 Ha3BaHUS (poHIA, HOMEpa
donaa, oobema GoHAa B €IUHHUIIAX XPAHEHUS WM €IMHUIAX ydeTa, KpalHuX Jat
JOKYMEHTOB T10 KaXXJIOMY BUIY JOKYMEHTAIIUU, HCTOPUYECKON CIIpaBKH, aHHOTAITUH,
ouommorpaduu mo Goumay. IlepedeHs XapaKTepUCTUK MOXKET OBITH JIOMOJHEH CITUCKOM
HE aHHOTUPYEMBIX ()OH/IOB, COCTOSIINM U3 Ha3BaHWK ()OHIAOB M CIIPABOYHBIX JAHHBIX
0 HUX.

OOBEeKTOM ONMMCAHUS B IMyTEBOJAUTENE MO (GOHAAM apXHUBa (APXUBOB) BHICTYIAET
donm.

Temarnueckuit myteBoauTeNb 1Mo (OHIAM apxuBa (apXHUBOB) COCTOUT M3
CHUCTEMATHU3UPOBAHHOTO TMEPEYHs XapaKTepUCTUK (POHIOB WM YacTedl (OHIOB,
COJIEpIKaIlUX JOKYMEHTHI IO ONPEEIECHHON TeME (TeMaMm).

XapakTepuctuka TokyMeHTOB ¢onna (dbonmon), yactu douaa (HoHAOB)
TEMaTUYECKOTO MyTeBOAUTENS 1O (hoHIaM apxuBa (aQpXHMBOB) COCTOUT M3 HA3BAHUS
donna, HoMepa GoHIA, KpallHUX JaT JTOKYMEHTOB (oHAa, HOMEpa ONMUCH (omuceii),
coJiepKamux JOKYMEHTHI TI0 TeMe, YKa3aHus Ha Hamuuue BHyTpu apxuBHOro HCA
donay (ponmam), aHHOTAIMK TOKYMEHTOB U OMOIHOrpaduu 1mo TeMe.

Kpatkuii cnpaBouyHuk no (oHIamM apxuBa (apXHBOB) COIEPKUT
CHUCTEMATHU3UPOBAHHBIN MEPEYCHb XAPAKTEPUCTHK apXUBHBIX (DOHOB, BKIFOUAIOIINX
Ha3BaHUS apXHMBHBIX ()OHIOB M CIPaBOYHBIC JaHHBIC O HMX. KpaTkwil cripaBOYHUK
COCTaBJISIETCS HA BCe XpaHsmuecs (OHAbl apXHBa WK ONPEICICHHYIO TPyNy (OHIOB
(HOBBIX IMOCTYIUICHHSIX, PACCEKPEUCHHBIX U MTEPEAAHHBIX Ha OTKPHITOE XPAHCHHE).

KpaTkue cnpaBOYHMKU TOAPA3NENSIOTCS Ha AHHOTHPOBAHHBIC W
HEAaHHOTHPOBAHHBIE.

370. CoctaB pEKBU3UTOB IyTEBOAUTEIS YTBEPKIAACTCS YIOJIHOMOYEHHBIM
OpraHoM.



371. Katasor siBisieTcsi MEX(QOHIOBBIM apXUBHBIM CIPaBOYHUKOM, B KOTOPOM
CBEJICHUA O COJIEp’)KaHUU apPXUBHBIX (POHAOB, E€IUHMI] XPAHEHHUs, APXUBHBIX
JOKYMEHTOB (MJIM MX 4YacTeil) CrpyNIHUpPOBAHbI MO MpeaMeTaM (TeMam, OTpaciisiMm),
pacmoioKeHHbIM B COOTBETCTBUU C MPUHATON CXeMOM KiaccupUKaluy JOKYMEHTHOU
UH(pOpMAaLIH.

372. COBOKYMHOCTh Pa3IWYHBIX B3aMMOCBSI3aHHBIX M B3aMMOOTOIHSIIONINX
KaTajoroB o0pa3zyeT CUCTEMY KaTaJIOrOB apXHBa.

373. CoctaB CUCTEMBI KaTaJIOrOB apXUBa OMPEAEISETCS COCTABOM U COJICPKaHHEM
ApXUBHBIX JIOKYMEHTOB, WHTEHCHUBHOCTBIO UX UCIOJb30BaHUS, CTENEHbIO
pa3pabOTaHHOCTH apXMBHBIX (POHIIOB, HAIWYUEM MU KAYECTBOM JPYTUX THUIIOB
ApPXMBHBIX CIPABOYHUKOB.

374. Cuctema KaTajaoroB apXmBa COOTBETCTBYET CIAEAYIOIIMM TPEOOBAHUSAM:

1) cooTBEeTCTBUE MPUHIIUIIOB TOCTPOEHHUS KaTAJIOTOB UX 11€JIEBOMY HAa3HAYEHUIO;

2) pauuoHanbHas CTPYKTypa KaTajloroB, oOecredyuBaromas ONTHUMalbHOE
pazHooOpasue acrnekToB HHPOPMAIIMOHHOTO TTOUCKA;

3) uckiIOUeHHE TNapajuleNn3Ma B IPYNIUPOBKE MH(DOPMALMU B Pa3IMYHBIX
KaTajorax CUCTEMBI;

4) uCKJIIOYEHHE HEONpPaBJAHHOTO AYOJIMPOBAaHMUS U IIMPOKOE MPUMEHEHUE
OTCBUIOYHBIX KAPTOUYEK U yKa3aTeleu.

375. CocTaBinsitocsi BHyTPHAPXUBHBIE M MEXKXAPXUBHBIE KATaJIOTH.

OOBEKTOM OINKCAHUS B KAaTajIore SBISIOTCS JOKYMEHT (Ipynna JOKYMEHTOB, YaCTh
JIOKyMEHTA), €IMHUIIA XPAaHEHUs WK €IMHULIA Y4YeTa, OMUCh, GOH (Tpymma (GOHIOB),
cojiepkaiie UH(PpOpMaIUIO MO OMpeAeTICHHON TeMe (BOIpocy).

B apxuBe paboTa 1mo MOATOTOBKE, CO3JIaHUI0 M BEIACHUIO KaTaloroB (
KaTaJoru3aius) BeeTCsl Ha MOCTOSIHHOM OCHOBE.

B xoJe kaTanorusaiuu onpeneisieTcs 04epeHOCTh BhIOOpa apXUBHBIX (POHIOB, UX

CTPYKTYPHBIX 4acTei, OTOMPAIOTCS U OMUCHIBAIOTCS JI€]a U ApXUBHBIE IOKYMEHTHI.

376. B 3aBUCUMOCTH OT CXE€MBI MMOCTPOCHUS KATAJOrM MOAPA3ACIAIOTCA Ha
CUCTEMaTHUYECKHE, TeMaTuyeckue (KaTajJord IO HCTOPUU OpraHu3alui,
aIMUHHUCTPATUBHO-TEPPUTOPUATIBLHOIO JEJIEHUS W JpPYrue), MNPEeIMETHbIE U UX
Pa3HOBUIHOCTH (MMEHHOU, Teorpauueckuil, 00bEKTHBIHN).

377. B cucreMaTH4eCcKOM KaTajiore OOBEKT OMUCAHUS KiIacCU(DUIMPYETCs MO
OTpacisiM HAayKH, 3HaHWW, IPOU3BOJICTBA, SKOHOMHUKH U PACIIOIAraeTcs B JOTUYECKON
NOCJIE0BATEIbHOCTA B COOTBETCTBUM C TMPUHATON cXeMOl KiaccupUKaluU
NOKyMeHTHOM wuHpopmanuu. [Ipu OTCYTCTBHH COOTBETCTBYIOIIMX KaTaJOroB K
CHUCTEMAaTHYECKOMY KaTajory WM €ro MojpasjeliaM COCTaBIAIOTCS MPEAMETHBIM,
reorpauIecKuil ¥ UMEHHOM yKa3aTeH.

378. B TemaTnueckoM Kartayiore 0ObEKT OMUCAHHS MO TEME TPYNIUPYETCs IO
noATeMaM, pyOpuUKamM M MOJAPYyOpHKaM B JIOTUYECKOHN IOCIIEeI0BATEIbHOCTH.



TemaTnueckuii KaTajaor co3JacTcs B Ciydae TPyNIUPOBKH MH(OpManuu B HEM IO
IIPU3HAKY, OTCYTCTBYIOLIEMY B CHCTEMATUYECKOM KaTajore.

379. B kaTanore mo UCTOpUU OPTaHHU3AIUNA OOBEKT OMUCAHUS KIACCUDUIIUPYETCST
0 OTpacisiM HayKW, 3HaHWH, NOPOU3BOJCTBA, DJKOHOMHUKH, 3aTEM IO
MI0JIBE€IOMCTBEHHOCTH, TUTIaM OpTaHmu3anui (0aHku, 3aBObI, PabpUKH, TPECTHI U TaK
Jlajiee) 1 HAMMEHOBAHUSIM OpraHu3alii B aipaBUTHOM MOPSIKE HAMMEHOBAaHU.

380. B karasore no UCTOPUM aIMHUHUCTPATUBHO-TEPPUTOPUAIBHOTO AECIEHUS
00BEKT oOmucaHusg KiIaccUPUIMPYETCS MO BHUJAAM  aJMUHUCTPATUBHO-
TEPPUTOPUATIBHBIX €AUHUIL U UX HAUMEHOBAHUSAM B aji()aBUTHOM MOPSIJIKE.

381. B mpeameTHBIX KaTajorax OOBEKT OMUCAHUS KIACCHUPUIIMPYETCS IO
angaBuUTy IPEeIMETHBIX MOHATUN ((PaKThI, COOBITUS, TeorpaduyecKre HAaMMEHOBAHMS ),
baMuIMi Ul W CHCTEMATU3UPYETCSA B XPOHOJIOTHYECKOW WM JIOTUYECKOUH
MOCJIEI0OBATENBHOCTH.

382. CaMOCTOATENBHO CYUIECTBYIOIIME KAPTOTEKH CBS3BIBAKOTCS C CUCTEMOMU
KAaTaJIOTOB ITyTEM OTCBUIOK.

383. B coctaB onucaTenbHON CTaThU KaTajaora BXOJAT: Ha3BaHUE apXHUBa, UHAEKC,
pyOpuka, moapyOpuka, nata cOObITHS, MECTO COOBITHS, ColepKaHue, Homep GoHa,
Ha3BaHue (HOHJA, HOMEpPA OIMHUCH, EIUHHULIBI XPAHEHUS WIM €IUHMIIBI y4eTa, JINCTOB,
SA3bIK JIOKYMEHTa, CIOcO0 Bocmpou3BeeHUs, (amMuiaus COCTaBHTENS U Jara
COCTaBJICHHUS ONUCATEIBHOUN CTAThU.

384. IcTOUHMKaMHU TMOMOJHEHUSI CUCTEMBI KATaJIOTOB SBJISIOTCS TEMAaTHYECKUE U
IPEAMETHO-TEMATUUECKUE KAPTOTEKU, KAPTOTEKH 10 TUYHOMY COCTaBY HA JIOKYMEHTHI
HanOoJee NHPOPMATUBHBIX U YACTO UCIOJIb3YyEMbIX (POHJIOB.

385. Undopmanusa kaTagoKHOW KapTOYKH, HA KOTOPOW MPOBOJMUTCS OMHUCAHUE
JOKYMEHTOB IPHU KaTaJoru3aluu, IpeacTaBisieT cOOOH COBOKYNHOCTh CBEICHUU O
COJIEp’)KaHUU U TTOMCKOBBIX JAHHBIX JOKYMEHTOB, COCPEIOTOYEHHBIX B OMUCATEIbHON
CTaThe.

Ha ognol kaTanoXHOW KapTOYKE OMHUCHIBAIOTCA:

1) mpu onucaHuM NOKYMEHTa — OTIEIbHBIN JOKYMEHT U3 Jieia, MOCBSIIECHHBIN
OJIHOMY BOIIPOCY (0CO00 LEHHBIN WU BaXXHBIA MO COAECPKAHUIO) IIPH YCIIOBUH, ECIIH
OCTaJbHbIE TOKYMEHTBI 3TOTO JIeJla KaCaloTCA APYTUX BOMNPOCOB, WM YacTh OJHOTO
JOKYMEHTA, €CIIM BEChb JOKYMEHT KacaeTCsi MHOTHUX BOMPOCOB (HAIpPHUMEP, OTYETHI,
IIPOTOKOJIBI);

2) py ONMMCAHWU €IWHULIBI XPAHEHUS WU €AUHUIIBI yueTa — JIeJI0 LEJTUKOM,
Kacarolieecsi OJHOro BOIpoca, COOBITHSI, EpenucKa 1o 0JHOMY BOIIPOCY;

3) npu rpynmnoBOM OMHCAaHWUU — TPYIINA JOKYMEHTOB OJHOTO Jejia MO OJHOMY
BOIIPOCY, MPEAMETY, ECIU 110 3TOMY K€ BOIIPOCY UMEIOTCS JOKYMEHTHI B IPYTHUX Jenax
, TO JOKYMEHTBI Ka)KJIOTr0 JIeJla OMUCHIBAIOTCS HA OTACIIBHOM KapTOUKE;

4) rpyrmma oIHOPOJIHBIX €1 OJHOW apXUBHOM OIKUCH.



386. IIpuemMbl rpynnupoOBKY CBEICHU 1711 ONTMCAHUS ONPENIETAIOTCS COAEPKAHUEM
JOKYMEHTOB. ['pyImoBas KapTouka COCTaBIAETCS K OTACIbHON apXMBHOW OMKMCH WIIU
IpyIe apXUBHBIX ONHUCEH, €CIM OHU OOBEIUHSIOT TEMAaTHUYECKYIO0 TpYIIy
JIOKYMEHTOB, a TaK)Ke K apXHUBHOMY (DOH/Y B 1IEJIOM.

387. Ilocne 3aBepuieHUs ONMMCAHUSA JNOKYMEHTOB Ha KaTaJlOKHOW KapTOYKE
POBOJISATCA €€ UHACKCUPOBAHKE, KOTOPOE 3aKIII0YAETCs] B BHIOOPE MIIM COCTABICHUU
ONpPEAEIEHHOI0 HHJEKCAa (MHIEKCOB), U OTHECEHHE €ro K COOTBETCTBYIOIIEH
uH(opManuKy KaTaJoXHOW KapTouku. WHAEKCHUpOBAaHHE OCYIIECTBIAETCS IMYTEM
aHaju3a COJEep KaHUsl KaTaJIOXKHOW KapTOUYKM M OTHECEHHUS €€ K OIpeJeIeHHOMY
CTPYKTYpHOMY HOJIpa3AeICHUIO CXEMbI KJIacCU(UKAIIUH.

388. KapTouku cucteMaTu3upyroTcs o UHJIEKCaM U pyOpHUKaM U PacCTABIISIIOTCS B
KaTajore.

389. Jlns ycTaHOBIIEHHS CBSI3M MEXIYy paslieflaMHi Karajora Wid pas3zesioB
KaTajora ¢ ApyruMHy apXUBHBIMHM CIIPABOYHUKAMU IPUMEHSETCS] CUCTEMA OTCHUIOK. B
OTCBUTOYHBIX KapToukax rpadsl "Pyopuka" u "[logpyOpuka" 3amonHA0TCS B OOBIYHOM
nopsake. B rpadge "Coaepxxkanue" nuiiercss — "CMOTPETh TaKXke...

n

U YKa3bIBaIOTCS
WHJIEKChl HAMMEHOBAHUIM COOTBETCTBYIOIIUX MOAPA3JAEICHUN KaTallora Win JIpyroro
CIIPaBOYHHUKA, K KOTOPBIM JIa€TCS OTCHLIKA.

390. Ilpu UHAEKCUPOBAHUM MPOBOJATCS PEAAKTUPOBAHHE KAPTOUECK U HMX
NepBUYHAS IKCIEPTU3A, B XO€ KOTOPON 00BEANHSIOTCS OJHOPOAHBIE [0 COIEPKAHUIO
KapTOYKH, BBIACISIOTCS K JalbHEWIIed mepepadOTKe HEKA4YeCTBEHHBIC U
MaJIO3HAYUTENIbHBIE KAPTOUKH. BTOpUYHas KCrepTr3a OCYIIECTBISAETCS B MPOLECCEe
CHUCTEMAaTH3allMd KapTOYeK MO HHJAEKCcaM, MPU ITOM BBIJICISIOTCS TyOJETHBIC U
MOTJIONIEHHBIE KAPTOUKH.

391. He pexxe ogHOro pasa B TpU rojia MPOBOJUTCS MEPUOIUYECKAs MTPOBEPKA
CHUCTEMAaTHYECKOTO KaTajora Ha MPaBUJIBHOCTh Pa3MEIICHUS KapTOUYeK MEXIY
pa3enuTeNIMi U HE0OOXOUMOCTh BBEJICHUS HOBBIX pa3JieiuTescil.

392. B nensx yuera pabOThI MO KaTaJIOTU3AIMN apXUBHBIX JOKYMEHTOB B JIENC
HIKE 3aBEPUTEIIBHOM HAJIMKMCU CTABUTCS IITAMI — "KaTajor" Wi oTMedaeTcs — "Jil. ...
OmuCaHbl I KaTtajnora'. AHalOruyHble OTMETKHM O 3aBEPUICHHHM KaTaJloru3aiuu
JOKYMEHTOB 110 OTJEJIbHBIM OIUCSIM MPOCTABISAIOTCA HA JINCTAX ISl 3aBEPUTEIbHBIX
HaJIIMCEeN B ONUCSX.

393. 3aBepiieHue KaTtaaoru3anuu JOKYMEHTOB apXuBHOToO (oHaa odopmisercs
CIIPaBKOM, KOTOpas BKJIIOYAETCS B JieJI0 apXxuBHOTO (poHma. B cipaBke ykas3bIBaroTcs
HOMEP M HAaMMEHOBaHUE apXMBHOTO (POHA, J1aTa MPOBEICHHS KAaTAJIOTHU3AINH, €€
UCIIOJTHUTENb, KOJJMYECTBO COCTABIICHHBIX U BKIIOYEHHBIX B KaTaJol apXUBa KapTOYEK,
JlaTa COCTaBIICHUSI CIIPABKH, JI0JXKHOCTH JIMIIA €€ COCTABUBIIIETO U €0 MOJIHUCH.



394. B xxypHaie, KapToTeke i 06a3e JaHHBIX apXHUBa BeleTCs MOPOHIOBbIH (110
KQ)KJIOM OMNHMCH) TOCYJIAapCTBEHHBIM YYeT JieJl, MOJBEPTrHYThIX KaTaJoru3aluu, C
yKa3aHUEM HOMEPOB JEIL.

395. YdeT nocTymieHui KapTo4yeK B KaTajor BEAETCS MO KaXJAOMY KaTaJjory
OTZIENIbHO B CIELUAJbHBIX KHUTaX WM 0a3ax JaHHBIX, B KOTOPBIX OTMEYAKOTCS /1aTa
MOCTYIUICHUS KapTOUYeK B KaTajor, HAMMEHOBAaHUE W HOMEp apXuBHOro (oHIa,
(aMuIIMs COCTaBUTENA, OTMETKA O BKIIOUYEHUH MAacCHBA KapTOYEK B KATaJIOr.

Exero/lHo ycTaHaBIMBAETCS KOJIMYECTBO KAPTOUEK, MOCTYNMHUBIINX U BKIFOYEHHBIX
B KaraJor. YuUeT COCTaBJICHHBIX M BKJIOUEHHBIX B KAaTaJOr KapTOYEK BEIETCS B
nacropTe apXuBa.

396. Ykazarenu mpeacTaBJISIIOT coO0M andaBUTHBIM, CUCTEMATUUYCCKUN WU
COCTaBJICHHBIU 10 KAKOMY-JIMOO MHOMY IIPU3HAKY NEPEUYCHb HA3BaHUM (HAMMEHOBAHUI
) IPEAMETOB, YIIOMHUHAEMbIX B apXMBHBIX JIOKYMEHTAX, C YKAa3aHUEM HUX APXUBHBIX
11102(01]s]0): 3

397. Ykazarenu nensTcs Ha BHyTpU(POHIOBBIE, MEK(DOHIOBBIE, MEXapXUBHbBIE, a
TaKk)Xe TeMaTU4YeCKUe, MpeIMETHBIEC (00IIUE U CIIEHUANIbHBIC), XPOHOJIOTUYECKHE.

398. OnucarenbHas CTaThsd yKa3aTessl COCTOUT U3 IPEIMETHOTO MOHATHUS (PyOpUKHU
) U apXUBHBIX IIU(POB.

B 3aBuCcHMOCTH OT Ha3HAUYCHUS yKa3aTessi pyOpruKa MOXKET OBITh:

1) mpocToi, TO ecTh HE UMETH NOIPYOPHK;

2) CI0KHOM, TO €CTh UMETh OJIHY NOJIPYOPUKY WIIH ONPEAEIICHNUE;

3) rHE3710BO, TO €CTh UMETh JIBE€ UM HECKOJIBKO MOJPYOPHK.

ITo cTpykType pyOpUK pa3nuyaroTCs yKa3aTeau IiyXue, aHHOTUPOBAHHBIE KPATKHE
Y aHHOTHUPOBAHHBIE TTOJIHBIE.

['myxumMu ABASIOTCS yKa3zaTelnu, pyOpHUKH KOTOPBIX BKJIIOUYAOT 0003HAUYEHUs
MOHSITHI M apXUBHBIEC MUDPHI.

AHHOTHPOBAHHBIMHU KPaTKUMHU SBJISIOTCS yKa3aTeld, B pPyOPUKU KOTOPBIX BXOMSIT
0003HaueHUsl TOHSATHI, apXWBHBIE IMHU(PHI, KpPAaTKUE IMOSCHEHUS U OMpEaeNeHUs;
AHHOTUPOBAHHBIMU TOJHBIMHU — YKa3aTEeIH, B COCTaB KOTOPHIX BXOJAT 0003HAUCHUS
NOHATHUM, apXHWBHbIE MHUQPBI, KPATKUE MOSCHEHUS, ONPENEICHHUS U TOAPOOHBIE
XapaKTEPUCTUKHU.

399. CBs3bp Mexly OJIU3KMMH MOHATUSMHU B yKa3aTesle OCYIIECTBISIETCS MyTEM
IpUMEHEHUST OOITUX CCHUTOK (OTCBHUIOK) — ""CMOTPETh'" M YaCTHBIX — "CMOTpPETh TaKkxke'".

OO011as cchbuIKa UCIOJIb3YETCA B CITy4ae OTCHUIKU:

1) OT CHHOHUMOB, HE TIPUHSTHIX B KAYECTBE PYOPUKHU WU MOAPYOPHUKH;

2) OT COKpaIleHHOMN (POPMBI MOHATHSI K TIOJTHOM ¥ HA00OPOT;

3) OT 4acTHOTr0, BUAOBOTO K POJOBOMY ITOHSITUIO, €CIIM B YKa3aTeJe CUCTEMA JIaeT
CCBUTOYHBIE JAHHBIE TOJILKO B CIIOKHOU PYOpHKE;



4) OT BTOPOTO M MOCJIECAYIOIINX W3 TPYIIbI TOHITHH, COCTMHEHHBIX CO030M "u"
VI 3aISITBIMU, K TIEPBOMY;

5) oT moHsATHUS B IPsIMOI OpMe K TIOHATHUIO B MHBEPCHOU (popme.

YacTHas cchlIKa MPUMEHSIETCS I CBSI3U POJIOBOTO MOHSATHS C BUJIOBBIM, €CIIA OHU
COCTaBJISIIOT OTAEJIbHBIE CTaThU yKazaTels, a Takxke sl MOHATUN, CBS3aHHBIX
aCCOIIMATUBHBIMH OTHOIIICHUSIMH.

400. YkazaTenu cOCTOAT U3 PyOPUK, BKIIOYAIOIINX J1aThl COOBITUM, SBICHUN U
(dbakToOB, WU NaThl JTOKYMEHTOB, PACIIOJIOKEHHBIX B XPOHOJOTUYECKOM MOPSAKE, B
MOMCKOBBIX JAHHBIX CCBHUIKM JAIOTCS HA CTPAHUIBI WM pa3feibl Karajora JInOo
CIIpaBOYHUKA.

401. B TemaTu4ecKoM yKasaTesie OHSATUSI PACKPBIBAIOTCS WIIM TIPEACTABISIOTCS B
JOTUYECKOU (CUCTEMAaTUYECKOW) TOCIEIOBAaTEeIbHOCTH dYepe3 rpynmy (psin)
IPEIMETHBIX TOHSTHM, PACIIONIOKEHHBIX COTJIACHO MPUHATON cXeMe KilacCu(PUKaluu U
B3aMMOCBSI3aHHBIX ~MPUYUHHO-CICACTBEHHBIMU W  CHUCTEMHBIMH  CBSI3SIMHU:
ucrtopuueckue GakTbl, COOBITHSA, SBJICHHS, HAUMEHOBAHUS OpPTaHHU3allUi U Tpouee,
CBSI3aHHBIC C ATUMHU (PaKTaMU COOBITUSIMHU.

DJieMEeHTaMU OINMHMCAaHHUS TEMAaTHYECKOTO YKaszaTels SBISIOTCA pyOpuka,
noApyOpuka, aata COOBITHS, MECTO COOBITHA, COJEpXKAaHHME, ApXUBHBIA MHUP.
HanmMenoBanust pyOpuK 1 MOApyOpUK B HEM IPUBOJIATCS B HMECHUTEIILHOM TAJIEKeE.

402. I'pynnupoBKa MOHATUNA BHYTpU OOIIMX M CHEUHMAIBHBIX yKa3zaTeineu
OCyIIeCTBIseTCS B aji(aBUTHOM ToOpsaKe. B oOmux ykazartensx Npu HATAYIHH
CJIOXHBIX, PA3HOPOIHBIX MOHATHI MOKET HUCIIOJIb30BATHCS CUCTEMATUYECKUM PUHIIUIT
IPYNIUPOBKU MOHSATUM, alaBUTHOE PACIOJIOKEHHE MPUMEHSETCS Ha MOCIEIHEM
ATare CUCTeMaTU3alluu.

OCHOBHOU PEKBU3UT ONMUCATEIBLHOU CTaThbU — MPEJAMETHOE MOHATHE (pyOpHKa,
noapyopuka) GopMynupyercs B BHUJI€ HAUMEHOBAHUS, BBIPAXKEHHOTO, B OCHOBHOM,
CYIIECTBUTEIbHBIM WJIM COUYETAaHHEM CYIIECTBUTEIBHBIX (MHOT/IA C IPUIaraTeIbHbIMM )
B UMEHUTEIBHOM NAJIEKE, B €UHCTBEHHOM UM MHOXUTEIHLHOM YHCIIE.

403. PyOGpukamu B reorpauyeckoM ykazareye SABISIOTCS HAaWMMEHOBAaHUS
roCyIapCTB, aJMUHUCTPATUBHO-TEPPUTOPUATIBHBIX €IUHUI], MOPEH, PEK U JPyTHUX
reorpadudeckux noHsTui. [Ipu nepenMenoBanuu reorpauueckoro MyHKTa B TEKCTE
OH yKa3bIBa€TCs MO MPEKHUM U HOBBIM HAMMEHOBAHHUEM, 32 OCHOBHOE MPUHUMAETCS
o003HaueHue, SBIAIONICECS XPOHOJIOTUUECKH MociaeaHuM. [IpekHee HauMEHOBaHHE
YKa3bIBAETCSI PSIZIOM C HOBBIM B CKOOKaxX M BHOCHUTCS B yKa3aTellb B COOTBETCTBYIOIIEH
an(aBUTHOM MOCIEAOBATEILHOCTH CO CCHUIKOW Ha HOBOE HAMMEHOBAHUE.

['eorpaduueckre HaMMEHOBAHUS, IPEACTABISAIONINE COOOM CIOXKHBIE MOHATHUSA,
JaroTcsi 0€3 MHBEPCUU 10 TIEPBOMY CIIOBY.

404. OO6GoOmaroue MOHIATHS WIM aJMUHUCTPATUBHO-TEPPUTOPHUATIbHBIC
HAaMMEHOBAHUS BKJIFOUAIOTCS B YKa3aTellb 0€3 MOsICHEHUS.



405. VImenHoi ykazaTenb BKIOYaeT paMUIUU, UMEHa, OTYECTBA, (Pa3HOUTECHUS,
TICEBJIOHUMBI, IPO3BHILA, KITHYKH).

B nmeHHOM yKa3arese uMeHa JIUI] YKa3bIBAIOTCSI B COOTBETCTBUU C IOKYMEHTAMHU.
[Ipu ncnonb30BaHUM HEMOJIHOTO UMEHH (COKPAILEHHOE MMS, MPO3BUIIIE, IICEBAOHUM ),
HO OHO OOIIEN3BECTHO, MOJHOE UM YKa3bIBaeTCsI B CKOOKax M BHOCUTCS B yKa3aTellb
MOJI COOTBETCTBYIOIIEH OYKBOHM andaBuTa CO CCHUIKOM Ha OCHOBHOE O0O3HAauY€HUE
JuIa B yKazarese.

B ciyuae pasHouTeHHs B HAalMCAaHUM OJHOM M TOM ke (hamMUINU, CBEICHUS U
CCBIJIOUHBIC JTAHHBIC NAIOTCS IO/ MPABUIBLHBIM HaMEHOBaHWEM JHIa. PasHouTeHUS
NPUBOJSTCA B CKOOKax BCIIENl 3a MPABWJIHHBIM HAMKMCAHUEM B COOTBETCTBYIOIIEM
an(aBUTHOM MOPSAJIKE CO CChUIIKAMU Ha HETO.

damuiany, ©UMEHa W OTYECTBA NEPEAAIOTCA B yKa3aTele MO0 COBPEMEHHOMY
donernuyeckomy o6o3HaueHuto. CTapble HaNUCaHUs, HMEIOIIHECS B TEKCTe,
YKa3bIBAIOTCS BCJIE 32 COBPEMEHHBIMU B CKOOKaX M BHOCSTCS B YKa3aTellb CO CChUIKOM
Ha COBPEMEHHYI0 (popmy.

[Tpu ynoMuHaHWU B TEKCTE JIUI C OJUHAKOBOW (paMuIueil 1 MHUIIMATaMi UMEHA U
OTYECTBA YKa3bIBAIOTCS MOJIHOCTHIO U JIENAIOTCS MTOSICHEHMS.

JIBoiiHbIe (paMUSIUM 3aHOCATCS B UMEHHOM yKazaTeidb MO MepBOMY CIOBY 0€3
UHBEPCUU.

406. XpoHOJIOrMYECKUI yKa3aTellb COCTOUT U3 PYyOpHUK, BKIIOYAIOUIUX J1aThl
COOBITUH, SBJICHUA W (PAKTOB, WM JaThl JOKYMEHTOB, PAaCIOJOXKCHHBIX B
XPOHOJIOTHYECKOM MOPsAKE. XPOHOJIOTMYECKUHN yKa3aTelIb COCTABIISIETCS TIIyXUM.

407. O0630pbI MPEACTABISAIOT COOON apXUBHBIE CIPABOYHUKH, BKJIIOYAIOIINE
CUCTEMAaTU3UPOBAaHHBIE CBEJICHUS O COCTaBE U COJECPKAHUU OTICIIbHBIX KOMILJIEKCOB
aApXUBHBIX JOKYMEHTOB, IOTOJHEHHBIE WX HWCTOYHHKOBETYECKUM AaHAIM30M, U
MOJIpa3IeISI0OTCS Ha 0030pbl (OH/IOB U TEMATUYECKHE 0030PHI.

O630p QoHAa BKIIOYAET CHUCTEMATHU3UPOBAHHBIE CBEICHUSA O COCTaBE U
COJIEp’)KaHUHU apPXUBHBIX TOKYMEHTOB OJHOTO apXUBHOTO (hoHAa. OOBEKTOM OMUCAHUS
uist 0030pa (GoHJa SABISIOTCS AOKYMEHT (Tpymnmna AOKYMEHTOB, YacTh JIOKYMEHTA),
€AMHMIA XPAHEHUS WIH €IMHULIA y4eTa OAHOro (poHa.

TemaTnueckuii 0030p BKIIOYAET CUCTEMATU3UPOBAHHBIE CBEJCHHUS O COCTaBE U
coJiepKaHUHU apXUBHBIX JOKYMEHTOB OJTHOTO WJIM TPYTIIBI apXUBHBIX (POHIOB OJTHOTO (
BHYTPHUAPXUBHBIN) WM HECKOJIBKUX apXUBOB (MEKapXHUBHBIN) 110 OMPEICTICHHON TeMe.
OOBbEeKTOM ONMMCAHUS AJI TEMAaTUYECKOro 0030pa Mo JOKYMEHTaM apXuBa (apXHUBOB)
SIBJISIFOTCSI IOKYMEHT (TPYIINa JOKYMEHTOB, YaCTh IOKYMEHTA), €IMHUIIA XPAHCHUS WIIH
eIuHUIIa yueTa ogHoro ¢oHaa (yactu GonHaa, rpynmsl POHI0B) apXxuBa (apXHBOB).

408. O030p COCTOMT M3 COBOKYNHOCTH MHIMBHUAYAJIBHBIX HIJIM TPYIIIOBBIX
AHHOTAI[U! OTIENbHBIX TPYNIN €IUHUI] XPAHECHUS WIW €UHUIl y4eTa, TOKYMEHTOB U

HCA.



B anHOTanmMu uznaraerTcs coAepKaHWE IPYNIbl €AUHUL XPAaHEHUS WIIN €IUHULL
ydeTa, JOKYMEHTOB C HMCTOYHHUKOBEJUECKMM aHAJIU30M, YKa3bIBAIOTCS OCHOBHBIE
Pa3HOBUAHOCTH JOKYMEHTOB, MX aBTOPBI, COAEP)KAHHE, XPOHOJOTMYECKHE DPAMKH,
NOJITMHHOCTh, apXUBHBIE MIUDPHI.

B cnpaBouHblll anmapaT 0030pa BXOASAT TUTYJBHBIM JIUCT, coaepkaHue (
OTJIABJICHHE), MPEAUCIOBUE, CIMCOK COKpallleHW#, ykazaread. K temaTtmueckomy
0030py COCTaBIAIOTCA CIUCOK (DOHIOB, MHPOPMAITUS O KOTOPHIX COAECPKUTCS B 0030pe
, 1 bubnmorpadus mo Teme od30pa.

409. MoHTaXHBII JIUCT KUHO-, BUJIEOAOKYMEHTA MPEACTABISIET COOON apXUBHBIN
CIIPaBOYHMK, KOTOPBIA OCYIIECTBISET Y4ET, PACKPBIBAECT COJIEPKAHUE U 3aKPEIUIAeT
CUCTEMATHU3ALIMIO OTJEIbHBIX TUIAHOB (MOHTAKHBIX KaJ[POB).

MOHTaXHBIN JTUCT KUHO-, BUACOJIOKYMEHTA MPEACTaBIAECT CO00M MOKaApOBOE
OINHMCaHUE 3aKOHUYEHHOT0 KMHONPOU3BeAeHUs ((puiibMa, CIeUBbINYCKa, KHHOXKYpHaa,
Teynecroxkera). MOHTaXHBIH JUCT oOpa3yercd B IMpOLECcCe CO3JaHusd
KHHOIIPOM3BEACHMS U IOCTYIAET B apXUB B COCTAaBE TEKCTOBOM CONPOBOJIUTEIBLHOMN
JOKYMEHTAIMU K KHHOJOKYMEHTY WJIU BUACOPOHOIPAMME.

MOHTaXHBIA JIUCT COCTABJISAETCS B JBYX 3K3EMIUIAPAX, OJUH U3 KOTOPBIX
ucroib3yercs B paboTe wuccienoBatened v pabOOTHUKOB apxuBa, BTOPOUA —
MIEPEIUIETAETCA U CIIY’KUT CTPAXOBOM KOIIUEH.

410. MOHTaXHBI! JTUCT KHHO-, BUJCOJTOKYMEHTA COCTABISIECTCS B apXUBE B CIly4yae
€ro OTCYTCTBHSI U COCTOMT W3 3arJIaBHBIX HAAMMCEN, ONUCATENbHBIX CTATEN U UTOrOBOM
3aIKCH.

B 3arnaBHBIX HAANHCSAX yKa3bIBAIOTCS HA3BAHME apXUBa, HOMEP MOHTaXHOTO
JHUCTa, Ha3BaHUE KMHOJOKYMEHTAa C YKa3aHHEM €ro XapakTEepUCTHK (03BYyUHMBaHHUE,
[BETHOCTh, KOJWYECTBO YacTeil), HaMMEHOBAHWE CTYAHMH, JaTa IMPOU3BOJICTBA
KWHOJIOKYMEHTA, aBTOPHI (puiibMa (pekuccepsl, OrepaTopbl, aBTOPBI CLIEHApHs).

411. CocTtaBieHuE€ MOHTa)XXHOTO JIUCTAa IMPOU3BOAUTCSA IO MO3UTHUBY
KMHOJOKYMEHTa MpPU MPOCMOTPE €ro Ha 3BYKOMOHTaXXHOM CTOJE C €ro
OJTHOBPEMEHHBIM OIHCAHHUEM B CIIECAYIOLIEH MMOCIEA0BATEIBHOCTH:

1) HomMep maHa 1o MOpPSAKY;

2) omnpeeneHue miaHa (oOmuiA, CpeTHUN UK KPYITHBIN);

3) MeTpax IJIaHa;

4) kpaTKoe cojepkaHue N300paKeHHsI MIaHa KUHOJOKYMEHTA.

412. Ilocne okoH4YaHUsI pabOTHI C MO3UTUBOM Ha 3BYKOMOHTa)KHOM CTOJIE IPH
HEOOXOIMMOCTH OCYILECTBIIAECTCS CBEpKa MO3UTHBA C HETaTWUBOM M JaBaHIOW Ha
IPEIMET COOTBETCTBUSA APYT IAPYTry BCEX AJIEMEHTOB KOMIUIEKTAa KHHOJOKYMEHTA.

413. MOHTaXHBI! JTUCT HA BUJICOJIOKYMEHT CO3JA€TCs B ApXUBE.

MoHTaXHBIE JTUCTHI CIIENBBITYCKOB, KHHOKYPHAJIOB WJIM JIETONMCHOIO MaTepHaia
HAYMHAIOTCA C O(GOpPMIIEHHMS THUTYJBHOTO JIUCTA, HA KOTOPOM YKAa3bIBAIOTCA HUX



Ha3BaHUs, TOJa BbIIIYCKa, CTYIUU ITPOU3BOJACTBA, [IBETHOCTH, 03BYUYEHHOCTH, CEKYH/IbI,
MOCEKYH/THOT'0 XpPOHOMETpaka (Hauaja U KOHIIA 3aI1CH).

[Tocne onucaHusl TUTYJIBHOTO JIUCTA OCYIIECTBISIOTCS IOIJIAHOBOE OINKCAHUE
BUJICO(OHOTPAMMBI, KOTOPOE MPOUCXOJIUT B CIEAYIOIIEH MOCIEI0BATEILHOCTH:

1) HomMep mIaHa 1o MOPSIAKY;

2) onpejeneHue miaHa (oOmuid, CpeTHUN U KPYITHBIN);

3) MOpAAKOBBIA HOMEP CEKYHJIbl, C KOTOPOM HAUMHAETCS 3aMiCh U300paKeHUs
TUTaHa;

4) ykazaHue Ha HaJlUYME€ LBETHBIX IJAHOB B YEPHO-0EIOM H300pakeHUU
BUIC0O(OHOTPAMMBI WU YEPHO-0EJIBIX B I[BETHOM.

B koHIIe MOHTaXHOTO JIMCTAa YKa3bIBAIOTCS JOJKHOCTh, (DAMMIIMSI COCTaBUTENS
MOHTaKHOTI'O JIUCTA U J1aTa COCTABJICHHUS.

414. ApxvBHbBIE CITPAaBOYHHUKHU BEIYTCS B apXMBE B aBTOMATU3UPOBAHHOM PEKUME,
0o0ecreynBaOIEM BO3MOXHOCTH ONEPATUBHOIO M MHOTOACIEKTHOrO MOHMCKa U
peACTaBICHUS JTOKYMEHTHON MH(OpMaluHh, B TOM YHUCIIE B PEXUME YIAICHHOTO
J0CTyIa.

415. OcHoBoii (opmupoBanusi aBromatuzupoBannoro HCA sBustorcs
onucaTesbHbIe CTaTbU APXUBHBIX CIIPABOYHUKOB apXUBHOTO (DOHIA, €AMHUI] XPaHEHUS
WIN €UHUI] yUeTa, apXUBHOTO JJOKYMEHTA, a TAKXKe KITI0UEBbIE CIIOBA U PyOPHUKATOPHI.

416. OCHOBHBIMM BUJaMH KJIIOYEBBIX CJIOB MPU BEJECHUU aBTOMATU3UPOBAHHOTO
HCA saBnsitorest:

1) "Temaruka" — TepMHUHBI, 0003HAYaIONIUE B KpaTKoi popme pakThl, COOBITHS,
SABJICHUS], BUJIBI ICSITEIIBHOCTH, OTPAXKEHHBIE B TOKYMEHTaX 00bEKTa OMMCAHUS U TaK
nanee;

2) "mepcoHaMU" — TEPMUHBI, UACHTU(ULHUPYIOLIUE JHIL], C KOTOPBIMHU CBSI3aHbI
€IVHUITBI OTIMCAHUS JAHHOTO YPOBHS, TEPMUHAMU MOTYT OBITh (haMUIIUU C UMEHEM |
O0TYECTBOM, (aMIJIMK C UMEHEM, (paMuUiiud Oe3 WHULIMAJIOB, C OJHUM WIIHU JIBYMS
MHULMATaMU, [ICEBAOHUMBI, IIPO3BUIIIA U TaK J1aJIee;

3) "reorpadus" — TEPMHHBI, SBISIOMIHECS Teorpa@UUecKUMU WU
TONOHUMUYECKUMH HAaWUMEHOBAHUSMH (HAaMMEHOBAHMS CTpaH, objacTeld, ryOepHui,
ye3/10B, BOJIOCTEH, HACENIEHHBIX MTyHKTOB, MOPEH, PEK U TaK Jajiee).

417. KntoueBble cioBa BBOASTCS B 0a3y JaHHBIX B IPOIECCE ONMHCAHHS
KOHKPETHOI'0 00BEKTa WIIHM TOCIIE €ro 3aBEpIlEHuUs], MOTYT COCTOSTh U3 OJHOIO CJIOBa
WM KOPOTKOI'O CJIOBOCOYETAHUSI M MOMEMIAIOTCA B CHEUUANbHBINA (haill KIHOYEBBIX
CJIOB.

418. BeixogubiMu opMamu aBroMatuzupoBaHHoro HCA sBisitoTCS mepeyHu
apXUBHBIX (DOHIOB, EAMHUL XPAHEHHS WIH €AUHUL] y4€Ta, TOKYMEHTOB, OTBEYAIOLINE
YCJIOBHUSAM OIepaTUBHOr0 mnoucka. Ha ocHoBe wuHpopmanuu, coaepkaiieics B
aBromatuzupoBanHoM HCA apxuBa, (GOpMUPYIOTCS TEKCTHI CIIPAaBOYHUKOB BMECTE C



X BHYTPEHHUM CIIPABOYHBIM anmnapaTtoM (IMyTEBOAUTENN, KPATKHUE CIPABOYHHKU,
apxuBHbIe onucu). [Ipu aBTOMaTU3MpOBaHHOM (POPMHPOBAHUM TEKCTa CIIPABOYHHUKA
(aibl KIIOYEBBIX CIIOB HCIOJIB3YIOTCS AJII aBTOMAaTHU3MPOBAHHOTO COCTAaBJICHUS
yKaszareyen K CIIpaBOYHHUKY .

419. [Ins kaxxaoro ypoBHs onucaHuid B 0a3ze naHHbIX aBToMaTuzupoBanHoro HCA
CO3/aI0TCSl CUCTEMATUYECKUE U TEMATHUYECKUE PYyOPUKATOPHI.

Jns ypoBHS apXuBHOTO (oHIA pyOpPUKATOPOM, MpEIHA3HAYEHHBIM IS
dbopMHUpOBaHUS TEKCTa MyTEBOIUTENS IO ApXUBHBIM (DOHAM apXuBa, SIBJSETCS CXeMa
CUCTEMaTHU3ALIMK aPXUBHBIX (DOHIOB B IIyTEBOJIUTENE.

420. Hna xaxgoro ypoBHs omucaHus B 0a3zax ganHeix HCA apxuBa
npeaycMaTpuBaeTcs HabOp MpOUEAyp MHOTOACIEeKTHOTO MOMCKa MUH(POpPMAIMHU 10
KJIFOUEBBIM CJIOBAM, MO TEKCTaM aHHOTAllMHM, UCTOPUYECKOW CIPaBKH, IO TEKCTaM
MOJIHBIX U COKPAIIEHHBIX HAUMEHOBAHUIM 00BHEKTa OMUCAHUS, TTOJHBIX U COKpPAIIEHHBIX
NepeMMeHOBaHuM apxuBHOro oHAa u/unu HoH1000pa3oBaTENs, IO XPOHOIOTUYECKOM
NPUHAIIICKHOCTH 00BhEKTa onucaHus (Mo KpaHUM JlaTaM JOKYMEHTOB, BXOISIINX B
€AVHUILY ONTUCAHUs), MO JHOOOMY COUYETaHHIO EPEUUCICHHBIX PEKBU3UTOB.

421. TlpencraBneHue pe3ybTaTOB MOUCKA TPOU3BOAUTCS B CIEAYIOMINX (hopmax:

1) 6a3a qaHHBIX, peyILIUPOBAHHASI B COOTBETCTBUHU C YCIOBUSAMM 3aIPOCa;

2) TeKCTOBBIH (haiiy1 WIIM pacrieyaTKa OMMCAHHUM, YAOBIETBOPSIONINX 3aPOC.

422. CnipaBo4HbIi anmapar K 0a3am JaHHBIX M0 JOKYMEHTAM apXuBa peaan3yeTcs
B BuJ€ 0a3bl JaHHBIX, COJIEpIKAIIECH ONMCAaHWE UMEIOIINUXCS B apXuBe 0a3 JaHHBIX. B
0a3zax NaHHBIX COJEPKATCS CBEIECHHS IO KaXJA0W aBTOHOMHOW 0a3e MaHHBIX —
HauMEHOBaHue 0a3bl JaHHBIX, IEPEYEHb €€ PEKBU3UTOB, YPOBEHb (YPOBHU) €AMHUIIBI (
€IMHUII) OMUCaHMs, TeKYIIUi 00bEeM B 3alUCIX W/WIM B MerabaiTax, yKazaHue Ha
CUCTEMBbl yIpaBieHHs Oa3aMH JaHHBIX MJIM SI3BIK IPOTpaMMHUPOBaHUS,
UCTIOJIb30BAHHBIX JJIS CO3/IaHuUs Oa3bl TaHHBIX.

IMaparpad 4. cnons30BaHAe apXABHBEIX JOKYMEHTOB apXHBa

423. [lo kaTeropusiM J0CTyla apXUBHbIE JOKYMEHTHI JEJSATCS HAa OTKPBITHIE U
OTrPaHU4YEHHOIO JOCTYIIA.

OTKpBITBIMU SIBJIIOTCS BCE ApXHUBHBIE JOKYMEHTBI, JOCTYNl K KOTOPBIM HE
OTPaHUYEH B COOTBETCTBUM C MEXAYHapoAHbIMU AoroBopamu Pecnyonuku KazaxcraH,
3akoHonaarenbcTBoM PecnyOnuku KazaxcraH, a Takke MO corjiacuio cOOCTBEHHUKA
WIN BJIQ/I€TIbIA ApXUBHBIX IOKYMEHTOB, HAXOAAIIUXCS B YACTHOM COOCTBEHHOCTH.

K apXuBHBIM IOKyMEHTaM OTPaHUYEHHOTO JIOCTYIAa OTHOCSTCS:
1) apxuBHBIE JOKYMEHTBI, COJEpIKAIIUE CBEIECHUS, COCTABIISIOLINE
rocyJapCTBEHHbIE CEKPEThI WM UHbIE OXpaHseMble 3akoHamu Pecryonuku Kazaxcran
TalHBI;



2) apXUBHBIE IOKYMEHTBHI, COJIEpKAIINE CBEACHUS O JUYHON U CEMEUHOW TailHe
(Gu3MYECcKOro JiMia, €ro YaCTHOM KU3HHU, a TAKKE CBEACHUS, CO3/IAI0IINE YIPO3y €ro
0e3011aCHOCTH;

3) apxuBHBIC JIOKYMEHTBI, COOCTBEHHUKH WJIU BJIaJIebIIbl KOTOPBIX, MEpeiaBasi ux
B apXUB, YCTAHOBUJIY B JIOTOBOPE YCJIOBUS JOCTYNa K HUM U MX UCTIOJIb30BaHNUS;

4) MOANMHHUKU 0CO0O0 LEHHBIX JTOKYMEHTOB, JOKYMEHTOB, OTHECEHHBIX K
KYJBTYPHBIM IIEHHOCTSIM, M apXuBHBIX J0KyMeHTOB HA®, npu3HaHHBIX B
cootBeTcTBUU ¢ nyHKTamu 203-204 Hacrosimmx IIpaBun Haxomsmumucsa B
HEYJIOBJIETBOPUTEIHLHOM (PU3UUECKOM COCTOSTHUU.

JlocTyt monb30BaTess K TAKUM JIOKyMEHTaM, 0a3aM JTaHHBIX U UX UCTOJIb30BaHUE
OCYILECTBIISIIOTCSI C YYE€TOM OTpPAaHMYEHMH, YCTaHOBJIIEHHBIX 3aKOHOAATEIHCTBOM
Pecny6nuku KazaxcrtaH, W ycClOBHUi, KOTOpbI€ YCTAaHOBHJIM COOCTBEHHUKH WJIU
BJIQJIENbIIBI ADXUBHBIX JOKYMEHTOB MPH UX ME€pEIaye B apXUB.

Jloctyn nosip3oBarenel K JOKYMEHTaM, YKa3aHHbIM B MOANYHKTE 4) HACTOSIIETO
IYHKTA, @ TAKXKE UX MCIOJIb30BAHUE OCYIIECTBISIOTCS B UCKIIOUYUTEIbHBIX CIydasx €
NUMCBMEHHOI'O pa3pelieHusl pyKoBoauTens apxusa. [lonb30BaTento npeaocTaBiasoTCs
KOMHUHU YKa3aHHBIX JTOKYMEHTOB ((OHI TOJIb30BaHUS) WU JOKyMEHTAJIbHBIE
nyOJIuKalKK, COAEepKAIIUE TaHHbIE TOKYMEHTHI.

424. ApxuB NpenocTaBisgeT MOJIb30BATENII0 JOCTYIl K OTKPBITHIM apXWBHBIM
nokymeHTam, HCA k HUM 1 u3ganusim 6ubauoreunoro ¢houzaa.

425. ApXxuB HE OTpaHUYMBACT U HE OINPEACIACT MOJIB30BATEIO YCIOBUSA
UCIIOJIb30BaHUsl MH(OpPMAIIMHU, TOJYYEHHON UM B pe3yJIbTaTe CaMOCTOSITEIBLHOIO
NOKMCKa WM MPEJOCTABICHHONW €My B MOPSAKE OKa3aHUsl ApXUBOM IUIATHBIX YCIYT, 3a
UCKIIFOYEHUEM CJy4aeB, MPEIyCMOTPEHHBIX 3aKOHOJATENhCTBOM PecmyOnuku
Kazaxctan wuiM OroBOpEHHBIX B JOTOBOpPE apxuBa C TIOJb30BATEIEM IO
UH(OPMAITMIOHHOMY OOCITYKUBAHHIO.

426. OcHoBHBIE (DOPMBI UCIIOIB30BAHUS APXUBHBIX JOKYMEHTOB:

1) uadopmannonHoe oOecmedYeHrne MoIb30BaTENIe B COOTBETCTBUU C HX
3aIpocaMu, a TAKKE B UHUIIMATUBHOM MOPSJIKE;

2) npeaocTaBiIEHUE apXUBHBIX JTOKYMEHTOB MOJIb30BATEISIM B UUTAIBHOM 3aJie
apXuBa;

3) SKCIOHUPOBAHUE APXUBHBIX JJOKYMEHTOB Ha BHICTABKAX;

4) ucroNb30BaHNE APXUBHBIX JIOKYMEHTOB B CPEACTBAX MAacCOBOM MH(MOPMAITNH;

5) npoBeaeHne MHGOPMAIIMOHHBIX MEPONPUATHI (BCTpeY C OOIIECTBEHHOCTHIO,
SDKCKYpPCUW B apXWBbI, MPE3CHTAIM, JHEH OTKPBITBIX JIBEPEH, JICKIUM, TOKJIAI0B,
YCTHBIX KYPHAJIOB, KOH(QEPEHIINI, YPOKOB ISl CTYJIEHTOB U IIKOJIBHUKOB U JPYTo€) ¢
UCIIOJIb30BAaHUEM aPXUBHBIX JOKYMEHTOB;

6) myOnuKaIus apXUBHBIX JOKYMEHTOB.



427. OCHOBHBIMU JIOKYMEHTaMH apxuBa B paboTe mo HHPOPMAIUOHHOMY
00€CIeUeHUI0 TMOJIb30BaTENC SIBJISIOTCA apXuBHas CIIpaBKa, apXWBHas KOMHS,
apXuBHAas BBITIMCKA, MHHOPMAITMOHHOE MUCHhMO, TEMATHYECKUN MepeYeHb apXUBHBIX
JIOKYMEHTOB, TeMaTHYeCKasl MOJ00pKa KOMUN apXUBHBIX JOKYMEHTOB, TEMAaTHUECCKUN
0030p apXUBHBIX JOKYMEHTOB.

428. 3anpocskl, MOCTYMAIOUME B apPXUBbI, B TOM YHCJEe MO WHMOPMAIIMOHHBIM
CUCTEMaM, MOJIPa3AEISIIOTCS Ha:

1) TemaTuueckue 3ampochl (3aMpoChl O MPEACTaBICHUM HHOOPMAIUU IO
onpeaeneHHon nmpodaeme, Teme, CoObIThI0, PakTy, Ouorpadun);

2) reHeaJorHYecKue 3arpochl (3aMpochl O MPEACTaBICHUH HWHGPOPMAIINH,
HEO0OXOIMMOM Il YCTAHOBJICHHS POJICTBA, POJICTBEHHBIX CBSA3EH JIBYX WU OoJiee JIHII,
UCTOPUU CEMBH, POJA);

3) 3ampochl COLMAIBHO-IIPABOBOr0 XapakTepa (3ampochl O MOATBEPKICHUU
TPYAOBOTO CTa)ka W pa3Mepa 3apadOTHOM IUIaThl, BO3pacTa, COCTABE CEMbH,
o0pa3oBaHUM, HArPAXKJEHUH, TEPEUNUCICHUN MMEHCHOHHBIX B3HOCOB M COIMAIBHBIX
OTYUCIICHUH, MPUCBOCHUHU YYEHBIX CTETNEHEW W 3BaHUM, HECYACTHBIX CllyyasX,
HAaXOXXJIEHUU HAa W3JICYCHUH, HBaKyalluu, TPUMEHEHUN pEerpeccuii, peaduiInTaIuu,
ci1y>k0e B BOMHCKHUX 4acTsIX U (POPMUPOBAHUAX, TPOKMBAHUM B 30HAX SKOJOTMYECKOTO
OencTBus, MpeObIBAHUU B MECTaX JIUIIEHUS CBOOOIBI, AKTaX TPakIaHCKOTO COCTOSHUS,
UMYIIIECTBEHHBIX MIPaBaxX U MHbIE CBEACHMUS, XpaHSIIUECs B apXUBaXx).

429. OTBeThl Ha 3alpoChl TEMAaTUYECKOTO, TE€HEAJIOTHUYECKOTO,
COILIMAJIbHO-TIPABOBOTO XapaKkTepa MoApa3IessitoTCs Ha:

1) nosnoKuTEIBLHBIE OTBETHI — KOT/1a 3alpallliBacMble CBEJICHUS MOITBEPKIAI0TCS
Ha OCHOBAaHUH JIOKYMEHTOB, UMEIOIINXCS HA TOCYJaPCTBEHHOM XPaHEHUH B apXUBE;

2) oTpulaTebHbIE OTBETHI JAIOTCS B Ciydae, KOrja JOKYMEHThI UMEIOTCS Ha
rOCyJapCTBEHHOM XpPaHEHHM B apXUBE, HO 3alpaliuBacMble CBEJCHHUS B HHX
OTCYTCTBYIOT;

3) OTBETHI MO OTCYTCTBUIO HAa XPAHEHHHU JTOKYMEHTOB JAIOTCA B CIy4yasX He
NOCTYIUICHHUS] TOKYMEHTOB YUPEXICHHUS JIMOO MPEANpUATHS Ha TOCyIapCTBEHHOE
XpaHEHUE B ApXUB U OTCYTCTBUS BO3MOKHOCTU YCTAHOBJICHUSI MECTA UX HAXOXKJICHHUS;

4) 1Mo MPUHAJICKHOCTH (HEMPOPHUITBHBIC).

[Ipu OTCYTCTBUM NOKYMEHTOB Ha rOCYJAapCTBEHHOM XPAaHEHUU U YCTaHOBJIECHUU
CBEJICHUI 00 MX MECTOHAXOXJICHUHU (HAa BEJIOMCTBEHHOM XPAaHEHUHU B OpraHU3AIluU
au00 B JpPyroM apxXWBe) MOCTYNHUBIIMM 3ampoC apXUBOM HAMpaBisieTCs IO
NPUHAJICKHOCTH B Ty OPTaHU3AIMIO JUOO0 apXuB, TJI€ HAXOIATCS JTOKYMEHTHI IO
3anpanuBaeMbIM CBEJICHUSIM.

430. 3anpoc moab30BaTeNsl PAaCCMATPUBAETCS U UCHOJHSETCS apXUBOM IpU
HAJIUYMK B 3ampoce Mg GU3MYECKOro Juia — paMuiInu, MMEHH, a Takxke (Ipu ero
HaJWYUHU) OTYECTBA, UHIUBUAYAIBHOTO UACHTU(OUKAIIMOHHOTO HOMEpPA, MIOYTOBOTO U/



UM DJIEKTPOHHOTO ajJipeca MOoJIb30BaTeNs, IJi IOPUIAYECKOTO JHUla — €ro
HAaUMEHOBAaHUS, MOYTOBOTO u/unu 3JIEKTPOHHOTO anpeca,
Ou3Hec-uIeHTUHUKAIIMOHHOTO HOMepa. B 3ampoce ykaspiBaloTcst Tema (BOIPOC),
XPOHOJIOTHUS 3ampariuBaeMoi uH(opMaruu. 3anpoc MOJAMKUCHIBACTCS (HU3UUYECKUM
JUIOM WJIU TIPEACTaBUTENIEM FOPUANYECKOTO JUIIA.

431. 3anpoc, HE OTHOCSIIMUCS K COCTaBY XPaHSIIMXCS B apXHMBE APXUBHBIX
JIOKYMEHTOB, B T€U€HHE 3 pabo4yuX THEW C MOMEHTA €ro PerucTpaiuu HarpaBIsieTCs
10 MPUHAJJICKHOCTU B JIPYTOM apXUB WM OPTaHU3AIIMIO, TJIe XPAHITCS HE0OXO0IUMbIe
apXUBHBIE JOKYMEHTHI, C YBEJIOMJICHHEM 00 3TOM IMOJIb30BATEIIS.

432. ApxuB OCyHIECTBISET preM (HU3NIecKuX Jinil. PykoBomuTe s apxuBa HECET
JUYHYIO OTBETCTBEHHOCTh 3a OpPraHU3allMI0 MpHUEMa U PACCMOTPEHHS 3alpOoCOB
bu3nUecKuX JuIl.

433. TemaTuyecKuil 3ampoc TOCYJapCTBEHHOTO OpraHa, MECTHOTO
UCIIOTHUTEIBLHOIO OpraHa, CyieOHOro opraHa, CBsI3aHHBIN C UCIIOJHEHUEM UMHU CBOUX
GbyHKIMIA, apXUB pacCMaTPUBAET B COOTBETCTBHH C 3aKOHOJATEILCTBOM PecnyOnuku
Kazaxcran. McnonHeHne Takoro 3ampoca OCylIeCTBISIETCS Ha 0€3B03ME3HOM OCHOBE.

434. BpisiBIEHHE TOKYMEHTOB [0 TEMATUYECKUM U T€HEAJOTHUYECKUM 3arpocam
(bU3UYECKUX U IOPUINYECKUX JIUI] OCYIIECTBIISICTCS Ha TJIaTHOM OCHOBE.

435. 3ampochl COIMAIbHO-IIPABOBOTO XapakTepa HCHOJHSIOTCS apXHWBOM
0€3B0O3ME3THO B CPOKH, YCTAHOBIIEHHBIE 3aKOHOJaTENbCTBOM Pecrybnuku Kaszaxcran,
U B COOTBETCTBUU C AJIMUHUCTPATUBHBIM MPOLIETYPHO-IIPOLIECCYATBHBIM KOJAEKCOM
Pecny6nuku Kazaxcras.

[Ipu ucnoaHEHUH MOBTOPHOIO 3alpoca COLUAIBHO-IIPABOBOTO XapakTepa Wiu
COCTaBJICHWU TIO TPOCHOE MOJIb30BATENS apXUBHOM CIPABKH, aHAJIOTUYHOU paHee
BBIJJAHHOMW, apXUB MPOBEPSIET COOTBETCTBUE CBEICHUHN, BKIIOUEHHBIX B ATy CIIPABKY,
TE€M, KOTOpPhIE HMMEIOTCS B apXMBHBIX JOKYMEHTaX, W, B cllydae OOHApYKEHHS
JOTIOJTHUTENIPHBIX CBEJICHUH, BKJIIOYACT WX B IMOBTOPHO BBHIJABAEMYIO apXUBHYIO
CIIPaBKYy.

436. [Ins oOcimyKuBaHUS MOJIb30BaTENIel B apXUBaX JIEUCTBYIOT YNTAIBHBIN 3all,
IPOCMOTPOBBIN 3ajl, KOMHAaTa MPOCIyIIMBaHUs (DOHOJIOKYMEHTOB CO CHEIHUAIbHBIM
obopynoBanueM i pabOT ¢ MHUKPOKONHUSIMU apPXUBHBIX JIOKYMEHTOB,
ayAMOBU3YAIBHBIMU U JIEKTPOHHBIMU JOKyMeHTaMmu. [Ipyu OTCYTCTBUU CHElUAIBHO
BBIJICJICHHOTO TIOMEIIEHUS OOCTY>KUBaHUE TOJIb30BATEICH MPOU3BOAUTCS B pabouei
KOMHATE apXuBa M0Ji KOHTPOJEM pabOTHHKA apXUBa.

437. Ilopsimok paboThI MOJIB30BATENIEH C APXUBHBIMU JJOKYMEHTAMU B YATATIBHOM
3alie apXyBa ONpPENEeNsAeTCs] PErjlaMeHTOM paboThl MOJIb30BaTENEH YUTAIBHOIO 3ajia
apxuBa, YTBEPXKIA€MbIM pPYKOBOJUTEJEM apxuBa. ApXUB O3HaKaMJIMBAET
M0JIb30BaTeJIel C ATUM PETIaMEHTOM IO POCITHCH.



438. B cinyyasx XUIIEHUS WU MOBPEKICHUS MOJIb30BATEIEM apXUBHBIX
JOKYMEHTOB, TEXHUYECKOTO OOOpyJAOBaHMUS M HUMYIIECTBA, apXMB C MOMEHTa
oOHapyXKeHHsI 0OpaliaeTcs ¢ COOTBETCTBYIOIIUM 3asiBJICHUEM B OpraH BHYTPEHHHX JeI
10 MECTY PACIOJIOKEHUS apXH1Ba, MPUHUMAET MEPhI K BO3MEILIEHUIO yIiiepoa.

439. I1o 3aka3aM nOJIB30BATENEH, C YUETOM TEXHUYECKUX BO3MOXKHOCTEN apXHBa
U3rOTaBIMBAIOTCS KOIMWU AapXUBHBIX JIOKYMEHTOB (KCEPOKONHH, MHUKPOKOIUH,
(doToOTHEYATKH, KWHOKOIIMHU, BUACOKONHNH, KO (DOHOJOKYMEHTOB, a TAKKE KOIHH
Ha 3JIEKTPOHHBIX HOCUTEISIX).

He npousBoautTcss komupoBaHue MoKymMeHTOB HA®, Haxomsmuxcs B
HEYJIOBJIETBOPUTEIHHOM (PU3MUECKOM COCTOSIHUU.

KonupoBanne apXUBHBIX TOKYMEHTOB OTPAHHUYEHHOI'O JOCTYIIa IPOU3BOJUTCS B
HopsiAKe, yCTaHOBJIEHHOM 3akoHoAaTenbcTBoM Pecrybnuku Kazaxcran.

440. IlopsaoK BBIIIOJIHEHUS 3aKa30B Ha KOIMUPOBAHHE, B TOM 4YHCIIE OOBEMBI
KOIMPOBAaHUS apXUBHBIX JOKYMEHTOB, HeonyOinkoBaHHbIX onuceil, HCA, ctrouMocTh
U3TOTOBJICHHUSI KOIMM M NOPSAOK PacyeToB 3a UX H3TOTOBJIEHUE OIPEIEISIOTCS
[IpaBunamu oka3aHus IJIATHBIX BUJOB AESATEIBHOCTH 110 PEAM3alMU TOBAapOB (pador,
YCIIyT), YTBEPKAAEMBIMHU IPUKA30M YIIOJJHOMOYEHHOT'O OpraHa.

441. Ha xonuu apXMBHOTO TOKYMEHTA, U3TOTOBJIEHHOM IO 3aKa3y MOJb30BATENs,
apXuB YKa3bIBa€T apXUBHBIN KD U HOMEPA JIMCTOB €AUMHUIIBI XPAaHEHUSI ApXUBHOTO
JOKYMEHTA.

[Ipu oopmieHnn KONMUHU PacCEKPEUYEHHOTIO apXUBHOTO JOKYMEHTA Ha JIMLIEBOU
CTOpPOHE B ITPaBOM BEPXHEM YIUIy IIEPBOTO U MTOCJIEIHETO JINCTA KOIIUH IPOCTABIISETCS
mramn "Paccekpedeno". [Ipy HE0OXOOMMOCTH JAaHHBIA IITAMII MPOCTABIAETCS Ha
JIMLIEBOU CTOPOHE BCEX JIMCTOB KOIIMH PACCEKPEUEHHOTO apPXUBHOI'O JOKYMEHTA.

442. Konnu apXuBHBIX JJOKYMEHTOB BBIAAIOTCS MOJb30BATEISAM, UX TOBEPEHHBIM
JIMLIaM WJIM BBICBUIAIOTCS 0 YKa3aHHBIM aJIpECaM.

VYyer 3aka30B Ha KONUPOBAHUE BEAETCS HAa OyMaKHOM HOCHUTEJNIE WU B
aBTOMATH3UPOBAHHOU (popMe.

443. ApxuB OpraHu3yeT CaMOCTOSTENBHO WJIA COBMECTHO C IPYTHMH apXUBAMU U
OpraHM3alMsAMHU NOATOTOBKY U IMPOBEICHNUE BBICTABOK APXUBHBIX JOKYMEHTOB.

JIns mOAroTOBKM BBICTABKM APXMBHBIX JOKYMEHTOB pa3paldaTbiBalOTCS
TeMaTUYEeCKUU (KOHUEMHS), TEMATUKO-3KCIO3ULUOHHBIA U Tpa@UUeCKuil TUIaHbl.

Ha ocHOBe TemaTHuecKoro ImjiaHa MPOBOJATCS BBIABICHHE U OTOOpP apXHUBHBIX
JOKYMEHTOB, WJITIOCTPATUBHBIX U UHBIX MAaTEPUAJIOB.

B TeMaTHMKO-3KCIO3MIMOHHBIN IJIAaH BKJIIOYAECTCS aHHOTUPOBAHHBIN NEPEYEHD
OTOOpAHHBIX JJIs1 PKCIOHUPOBAHMSI APXUBHBIX JIOKYMEHTOB, MILTIOCTPATUBHBIX U HHBIX
MaTepuanoB, CUCTEMATU3UPOBAHHBIX B COOTBETCTBUM C pa3JeilaMH BBICTaBKH, C



yKazaHMeM HuX pa3MepoB. Bce oToOpaHHBIE 71 SKCIOHUPOBAHUS apXUBHBIC
JIOKYMEHTBI U JIPyTHe MaTepualibl aHHOTUPYIOTCS. K MHOSI3BIYHBIM MaTepuaiam Ipu
HEO0OXOIMMOCTH JAIOTCS TIEPEBOJI WU pa3BEPHYTAsi AHHOTAIUS COICPIKAHUS.

B rpaduueckom mnane ykasbiBaeTcs OPSJIOK pa3MelIeHUs JOKYMEHTOB BhICTaBKU
Ha CTEHJIaX WM B BUTPUHAX, UHTEPHET-PECypcax, COUAIbHBIX CETAX.

OTBETCTBEHHBIMU 32 COXPAaHHOCTh APXUBHBIX JOKYMEHTOB SBISIOTCS
OpraHu3aToOphl BBICTABKU. APXUB, MPEICTABUBIIMNA apXUBHBIC JOKYMEHTBHI JJIs
BBICTABKH, OO0ECIeYMBAaeT KOHTPOJb 3a COOJIoJeHHUEM TpeOoBaHMI obOecrieueHus
COXPAHHOCTH JIOKYMEHTOB IIPU SKCIIOHUPOBAHUH.

444. Tlpu moAaroToBKE MyONMKAMK apXUBHBIX JTOKYMEHTOB apXuB
pykoBojacTByercs [IpaBunamu u3gaHus JOKYMEHTOB HallMOHaJIBHOTO apXHBHOTO
dboHma, YTBEPKACHHBIMU MpUKa3oM MuHHCTpa CBsI3u U wHbopmaiuu PecmyOnuku
Kazaxcran ot 16 HOs6ps 2011 roma Ne 349 (3apeructpupoBaHHbiM B Peectpe
roCyJapCTBEHHOW PETHCTpallMM HOPMATHUBHBIX MPaBOBBIX akTOB 3a Ne 7342), u
OPYTUMH METOIMYECKUMHU TOKYMEHTaMU YIIOJIJHOMOYEHHOT'O OpPraHa.

445. Tunsl (Hay4YHbIH, HAYYHO-TIOMYJISIPHBIA U y4eOHbI) U BUbI (ModoHI0BAS,
TeMaTU4YecKasi Wiu JIpyrue) MyOJIMKAIlud apXUBHBIX JOKYMEHTOB OIMPEACISIIOTCS UX
1[€JIEBBIM Ha3HauYCHUEM, crieliuPpuKoi 0TO0pa UICTOUHUKOB, PUEMOB TIepeaadyn TEKCTa
apXHUBHBIX IOKYMEHTOB U coctaBoM HCA k HuM.

446. ®opmbl MyOIMKAIMN apXUBHBIX TOKYMEHTOB:

1) meyatHas: cepus, COOpHUK, aTbOOM, OYKIIET, IPOCIEKT, IUIaKaT, IMyOIUKaIHs B
CpelcTBaxX MaccoBOi HHGOpMAIINH;

2) SNEeKTPOHHAS: TUIIEPTEKCT, MyJIbTUMEINA, 0a3a TaHHBIX.

447. ApXuWB OCYIIECTBISET MEPONPUITHI TO O0O0ECIEeUYEHUIO
HAy4YHO-UCCIIEIOBATEIILCKUX U TEXHUUYECKUX MPOLIECCOB MOATOTOBKH JOKYMEHTAIbHBIX
nyOIMKanui: GopMUpPOBaHUE PEAAKIIMOHHON KOJIIETHH, KOJUIEKTHBA COCTABUTEIICH,
COCTaBJICHHE OPTaHU3aALMOHHO-METOJUYECKUX JTOKYMEHTOB, 3aKJIIOYEHHUE JI0rOBOpa C
3aMHTEPECOBAHHBIMU OPraHU3AMSIMU U U3JATEIHCTBAMHU U TOMY MOJJO0HOE.

448. IToAroToBIEHHAS U OTPENAKTUPOBAHHAS PYKOIKCH MPOXOJUT BHYTPEHHEE U
BHEIIIHEE PELEH3UPOBAHUE U OOCYXKIAeTCd HAyYHO-COBEUIATEIbHBIM OpraHOM
YIOJTHOMOYEHHOr0 OopraHa wiu apxuBa, HayuHeiM coBetom ApxuBa lIpe3uaenta
Pecny6nnku Ka3zaxcran, o0nagaronimmMu npaBaMu peKOMEHI0BATh €€ K U3/aHMIO.

Pykonuce cuntaercst moAroTOBICHHOM, €CJIU B COOTBETCTBUU C YCTAHOBJIEHHBIMU
TpeOOBaHUSIMU J0pa0OTaHA MO 3aMEYaHUsIM PELIEH3EHTOB M UTOraM OOCYXKIEHUS U
YTBEPXKJEHA B I1€YATh.

C U31aTENBCTBOM 3aKIIFOYAETCS JOTOBOP, B KOTOPOM MPEAYCMAaTPUBAIOTCS IIpaBa U
00s13aHHOCTH M3JaTEILCTBA U 3aKa3urKa (apXuBa).

449. ApXuB OCYIIECTBISET YUYET UCIOJIb30BAHUS ApXUBHBIX JOKYMEHTOB.



ITaparpag 5. Ilopsaok odopMIIeHHS apXUBHEIX CIPABOK, apXUBHBIX BHITHCOK M apXHUBHEIX
Kommit

450. ApxuBHas cmnpaBka odopmisgeTcs mo ¢opMe, yTBEPKIAEMO
YIOJHOMOYEHHBIM OPTaHOM, B XPOHOJIOTHYECKON MOCIIEN0BATEILHOCTH COOBITHH C
yKa3aHHEM BUJOB apXUBHBIX JTOKYMEHTOB U UX JIaT.

B apxuBHOI1 cripaBKe A0MyCKaeTCsd HUTUPOBAHUE aPXUBHBIX JIOKYMEHTOB.

451. B apxuBHOW CIpaBKE JaHHBIC BOCIPOU3BOJIATCS B COOTBETCTBHUM C UX
U3JI0KEHNUEM B apXUBHBIX JOKYMEHTAX.

PacxoxneHus, HECOBIAAEHUs OTAEIbHBIX NAHHBIX ApPXHWBHBIX JOKYMEHTOB,
HETOYHBIE HAa3BaHMs, OTCYTCTBUE NMEHH, OTYECTBA, UHULIMAJIOB WX HAIMYHE OAHOTO
U3 HUX, HEpa30OpuMBO HAIMMCAHHBIC, WCIPABICHHBIE ABTOPOM, HE MOJJAIOIIHECS
IIPOYTEHUIO BCIIEICTBUE NMOBPEKICHHUS TEKCTa OpPUTMHAIa MECTa, OTOBAPHUBAIOTCS B
TEeKCTe apXUBHOM crpaBku B ckoOkax ("Tak B nokymente", "Tak B TekcTe opuruHana',
"B tekcTe Hepa30bopuuBo").

452. Cenenusi o pabote, yuebe B HECKOJIbKUX OpraHHU3alMSAX, YUYECOHBIX
3aBEJICHUAX, BBIABJICHHBIE 110 JOKYMEHTaM OJHOTO apXWBa, BKJIIOYAIOTCS B OJHY
APXMBHYIO CIIPABKY.

B TekcTte apXMBHOW CIpaBKM HE JOMYCKAIOTCA MU3MEHEHHUS, MCIPABJICHHUS,
KOMMEHTapUHU, COOCTBEHHBIE BBIBOJbI HCIIOJHUTENS MO COJAEPKaHHIO APXUBHBIX
JOKYMEHTOB, HA OCHOBAHUM KOTOPBIX COCTaBJI€HA apXUBHAsI CIIPABKA.

453. B KOHILIE apXMBHOW CIPAaBKX MPUBOJAATCS ApXUBHBIE U (PPHI 1 HOMEPA JTUCTOB
€AVHULBI XPAHEHHS apXUBHBIX JOKYMEHTOB, [I€YaTHBIE W3/IaHMS, UCIIOIb30BaBIINECS
11 COCTABJICHUs apXWBHOW CIpaBKU. B TexcTe apXMBHOM CIIPaBKU JOIYyCKaeTCs
NPOCTAaBJICHUE apXUBHBIX MIMU(GPOB U HOMEPOB JUCTOB €IMHULIBI XpPAaHEHUSI apXUBHBIX
JIOKYMEHTOB Cpa3y MOcie U3JI0KEHUS KaXKI0TO (DaKTa Ui COOBITHS.

454. B apxuBHOU crmpaBKe, 00beM KOTOPOU MPEBBINMIACT OJUH JIUCT, JTUCTHI
IPOILINBAIOTCS, HYMEPYIOTCS U CKPEIUISIOTCA IEYaTh0 apXUBa.

455. ApxuBHas chpaBKa MOJNHCHIBAETCS PYKOBOAUTEIEM apXuBa JIHOO
YIOJTHOMOYEHHBIM JIOJ>KHOCTHBIM JIMIIOM M 3aBepsieTcsa NedyaTbio apxuBa. B ciaydae
HEIIOJHOTHI NPEACTABISIEMBIX B HEW CBEICHMM, COCTABIIIETCA CONPOBOJIUTEIBHOE
IIMCBMO C YKa3aHUEM IIPUYHH.

B uHpoOpManMOHHBIX CUCTeMax apXuBHasg crpaBka nojanuckiBaercs DLII
PYKOBOJUTEIS apXUBA.

[Ipy HEOOXOAMMOCTH K apXMBHOM CIpaBKe MpUJIAraloTcs KOMUH apXUBHBIX
NOKYMEHTOB WJIM BBIIMCKM M3 HUX, MOATBEPKIAIOIINE CBEICHMS, U3JI0KCHHBIE B
apXWBHOM CITpaBKe.

456. ApxXuBHBIE CIIPABKH, HAIIPABISIEMBIE B TOCYIapCTBA, MOANKCABIINE [ aarckyo
KoHBeHIIUIO 1961 roma, B COOTBETCTBUH C KOTOPOW HE TpeOyeTcss KOHCYIbCKas



aeranu3anusi OQUUHAIBHBIX JOKYMEHTOB, 3aBEpAIOTCA MPOCTABICHUEM U
3al0JIHEHUEM CIIEHMAJIBHOTO IITamIa — "arnocTuiip'.

ANOCTUJIb HE MPOCTABISETCS HA apXUBHBIX CHpaBKax, MPEIHA3HAYEHHBIX IS
HaIpaBJICHUs B TOCyJapcTBa, ¢ KoTopeiMu PecnyOnuka Kazaxcran 3akiroumia
JOTOBOPBl O NPAaBOBOM MOMOINM M NIPABOBBIX OTHOUIEHUSX MO TPaKJAHCKUM,
CEMEMHBIM M YIOJIOBHBIM JI€JIaM, a TaK¥K€ B rocyiapcTBa — ydacTHUKU CoapyKecTBa
HeszaBucumeix I'ocyaapcts, noanucasmue CorjameHue O OpUHOUIAX U (hopmax
B3aMMOJICUCTBHS B 00JACTH MCIOJIb30BAaHUS apXUBHON nHPopManuu ot 4 uroHs 1999
roJia, Wik ¢ KOTOPBIMU UMEIOTCS IBYCTOPOHHHUE COTJIAIICHHS O COTPYAHUYECTBE.

457. Tlpu OTCYTCTBUU B apXHWBE apXHUBHBIX JOKYMEHTOB, HEOOXOAUMBIX IS
UCIIOJIHEHHUS 3aIpoca, Ha OJaHKe apXHBa COCTABIISIETCS] OTBET O MPUYMHAX OTCYTCTBUS
apXMBHBIX JOKYMEHTOB 10 TEME 3aIlpoca, U JAIOTCA PEKOMEHJALHUH O BO3MOKHOM
MECTOHAXO0KI€HUH HEOOXOAMMBIX apXUBHBIX JIOKYMEHTOB.

458. B ciiyyae TOKYMEHTAJIbHO MOATBEPKACHHBIX (PAKTOB yTpaThl apXHBHBIX
TOKYMEHTOB, COAEp KalluX 3alpalliiBacMbl€ CBEICHUS, apXUB BBIJAAECT CIIPABKY IO
JAHHOMY BOITPOCY, 3aBEPEHHYIO0 N€YaThlO apXUBa.

459. ApxuBHas BwIKUcKa odopmisgeTcs mo Qopme, yTBepKIaeMOU
YIOJIHOMOYEHHBIM OPTaHOM.

B apxuBHOH BBINMCKE HAa3BaHME apXMBHOI'O JIOKYMEHTAa, €ro HOMEpP M Jara
BOCIIPOU3BOJATCS MOJHOCThIO. M3BIIEUEHUSIMH U3 TEKCTOB ApXMBHBIX JTOKYMEHTOB
MCYEPIIBIBAIOTCS BCE UMEIOLIUECS JaHHBIE IO 3aIIpoCy.

Hauano u xoHel KaxJaoro U3BJICYEHHUS], a TAKKE MPOMYCKH B TEKCTE apXUBHOTO
JOKYMEHTa OTAEJIbHBIX CJIOB 0003HAYAIOTCSI MHOTOTOYHEM.

B npumeuaHusix K TEKCTY apXUBHOM BBHIMUCKU O()OPMIISIOTCSI COOTBETCTBYIOIIHE
OTOBOPKHM O YacTSAX TEKCTa OPUTHMHANIA, HEPAa300PUMBO HANIMCAHHBIX, UCIPABICHHBIX
aBTOPOM, HE MOJAJAIOLIMXCS MPOUYTCHUIO BCIIEICTBUE IMOBPEXKIEHUS TEKCTa, U TAK
nanee.

OTtnenpHbIE CIOBAa M BBIPAKEHUS OPUTMHANA, BBI3BIBAIOIINE COMHEHHUS B HMX
TOYHOCTH, OIOBapUBaIOTCs ciloBaMH B ckoOkax ("Tak B Tekcre opuruHama", "Tak B
JTOKyMeHTe").

AYTEHTUYHOCTb BBIJIAHHBIX IO 3alpOCaM aPXUBHBIX BBIMUCOK YJIOCTOBEPSIETC
NOANUCHI0 PYKOBOJUTEINS apXuBa W MeYaTbio apxuBa, dJeKTpoHHOM — OIII
PYKOBOJIHTENS apXUBa.

460. Ilocne TekcTa apXMBHOW KONUU WJIM APXUBHOM BBIIUCKH YKa3bIBAIOTCS
apXWBHBIA UG JOKyMEHTa M HOMEpa JHUCTOB EIWHHI] XPAHCHHUS apXHBHOTO
nokyMeHTa. Eciu xomus wiM BbINIMCKA 3aHUMAIOT 0o0Jiee OJHOrO JIMCTA, apXUBHBIN
mup yka3blBaeTCsd Ha 00OpOTE KaXJOro jaucra. Bce JHMCTBI apXMBHOM KONUU
CKPEIUIAITCS, HYMEPYIOTCS W Ha MECTE€ CKPEIUJICHUS 3aBEPSIOTCS MOAINUCHIO
PYKOBOJMTENSL apXUBa U ME€YAThIO ApXHUBA.



B uHboOpManMOHHBIX CHUCTEMaX apXWBHBIE KOMHU M apXWUBHBIE BBIHCKH
noanuceiBaroTcs DL pykoBoauTens apxusa.
461. ApxuBHas cIpaBKa, apXuWBHas BBINMCKA, apXHBHAS KOIMHS M OTBETHI Ha
3ampPOChI BHICKUTAIOTCS 10 MOYTE MPOCTHIMU WJIH 3aKa3HBIMU MTHChMaMHU.

ApxuBHas CIpaBKa, apXWBHAs BBIMHCKA M apXHWBHAS KOMUS, BKIFOUass OTBETHI 00
OTCYTCTBUHM 3aNPAIINBAEMbIX CBEIAECHUM, BBICBUIAIOTCA apXUBOM HEMOCPEICTBEHHO B
aZpec 3asiBUTEISL.

462. ApxuBHas crpaBKa, NOCTYNUBIIAs MO IUIJIOMAaTUYECKUM KaHalam,
HaIpaBJIsIeTCs AJIs1 TPOCTABIICHUS IITaMIIa allOCTUIIA B YIIOJITHOMOYEHHBIN OpraH.

463. ApxuBHas CIpaBKa, apXHBHas BBIMUCKA U ApXUBHAs KOIMS, B CIy4ae JIUYHOTO
oOpanieHusi pU3NYecKoro JIMa WK €ro JIOBEPEHHOIO JIMIAa B ApXUB, BBIJAIOTCS UM
NoJ, PaclUCKy MpHU NPEAbSIBICHUN JTOKYMEHTA, yJAOCTOBEPSIONIETO JUYHOCTH, JIUOO
u(pOBOro JOKYMEHTA U3 cepBUCa HU(DPOBBIX JOKYMEHTOB, IOBEPEHHOMY JIUIY — MPU
IpeIbBICHUN JOBEPEHHOCTH, O(POPMIIEHHOM B yCTaHOBIEHHOM nopsake. [Tomyyarens
ApXMBHOM CIPAaBKU W APXHMBHOW BBINUCKHU PACIUCHIBAETCS HA UX KOMUAX WIIM Ha
000pOTE CONMPOBOAUTENIHHOIO MTMChMA K HUM, YKa3bIBasi AaTy UX MOJTYYEHUS.

IMaparpad 6. Ilopsnokx Bo3BpameHUs MOIMHAWKOB APXAUBHEIX JOKYMEHTOB

464. Ilo NMCbMEHHBIM 3asIBJICHUSIM, C Pa3pelIEHUs] PYKOBOJMTENS apXHUBa, HA
ocHoBanuu 3akiroueHus OIIK wuam sKcnepTHOM KOMHUCCHM  apXHBa,
peadMIMTUPOBAHHBIE JIMIIA U WX HACIEIHMKU MOJIyYaloT MOJIMHHUKH apXUBHBIX
JOKYMEHTOB TBOPYECKOTO XapakTepa — pyKomuced, gororpaduii, miuceMm u Ipyrux
JUYHBIX JOKYMEHTOB (3a MCKJIIOYEHUEM IaCIOPTOB, BOCHHBIX OUJIETOB, CITY>KEOHBIX
YAOCTOBEPEHUN U JPYTUX apXUBHBIX JOKYMEHTOB O(PHUIMATBHOIO MPOUCXOXKICHHUS ),
COXPaHUBLIMXCS B IPEKPAILIEHHBIX YTOJOBHBIX U a/IMUHUCTPATUBHBIX JI€aX.

[1o NUCbMEHHBIM 3asBICHUSIM C Pa3pelIeHUs pyKOBOJIUTEIA ApXUBA HA OCHOBAHUU
saxmoueHus DMK wnmm skcnepTHOM KOMUCCHU apXuBa (U3UYECKUE JTUIA TTOTYYaloT
HNOJJIMHHUKHN COOCTBEHHBIX TPYAOBBIX KHIKEK, OMIETOB WieHOB KOMMyHUCTHYECKON
naptuu Cosetrckoro Coro3a, COXpaHUBIINECS B ApXUBE.

465. C u3bIMaeMbIX apXHUBHBIX JOKYMEHTOB CHUMAIOTCS KONWHU, KOTOPBIE
npuoOmarTcs K aenaM. M3bsiTue apXMBHBIX JOKYMEHTOB, a TaKXe MX 3aMEHa Ha
KOIUH OTPAXKAKTCS B JIUCTAX-3aBEPUTEISIX JI€T U OMUCSAX €I, JOKYMEHTOB.

466. Bo3BpallleHre apXUBHBIX JOKYMEHTOB O(pOpMIISieTCs aKTOM 00 U3BITHHU U3
JeJl yKa3aHHBIX JOKYMEHTOB. AKT 00 U3BATUM U3 JI€Nl YKA3aHHBIX JTOKYMEHTOB U
JApYTU€ JNOKYMEHTHI, HA OCHOBaHUU KOTOPBIX MPOU3BEAECHO BO3BPAILECHHE apXUBHBIX
JOKYMEHTOB, U paclucKa JIMLa, MOJYyYUBIIETr0 UX Ha PyKH, BKIIOYAIOTCS B Je)I0 poHa
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