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06 yrBepxnernu [Ipasmin npreMa, XpaHEHHUS, yIeTa H HCIOIG30BaHUA JOKYMEHTOB
HarmpoHansHOr0 apXuBHOrO (JOHIA ¥ APYTHUX apXHBHBIX JJOKYMEHTOB
BEJOMCTBEHHEIMH ¥ YaCTHBIMH apXHBaMHU

YTparuBmmii caoy

IIpuka3z MunucTpa KyabTypbl U cnopta Pecriyonuku Kazaxcran ot 22 nexadps 2014

roga Ne 146. 3apeructpupoBad B MunuctepcTBe octuiinu Pecniyonuku Kazaxcran 23

saaBapa 2015 roma Ne 10128. YTpatun cuny npukazoMm u.0. MUHHCTpa KyJIbTyphl U

cnopta Pecrry6mmku Kazaxcran ot 27 uronst 2018 roma Ne 176 (BBoaHTCS B ACHCTBUE C
1 cents6ps 2018 roga)

CHocka. YTpatun cWiy npukazoM u.0. MuHucTpa KyabTypsl U cnopra PK ot
27.07.2018 Ne 176 (BBoauTcs B aeiicteue ¢ 01.09.2018).

B cootBercTBUU ¢ mognyHKTOM 2-4) myHkTa 2 ctathu 18 3akona PecnyOnuku
Kazaxcran ot 22 nekabpst 1998 roga "O HarmmonaiasHoM apxuBHOM (hoHJIEe U apxuBax"
ITPUKA3BIBAIO:

1. YtBepauts npunaraemsie [IpaBuiia npuema, XpaHeHHs], y4€Ta U UCIIOJIb30BAHUS
nokyMeHTOB HarmoHanapHOro apXuBHOTO (OoHAA M APYTUX APXUBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMU U YACTHBIMU apXUBAMH.

2. JlemapTaMEHTy apXMBHOIO J€Jla U JOKYMEHTAIlMd B YCTAHOBJIECHHOM
3aKOHOJIATETHLCTBOM MOPSIKE 00ECTICUNTh:
1) rocy1apcTBEHHYI0 PETUCTPALIMIO HACTOSAIIETO MpUKaza B MUHHCTEpPCTBE
toctuiuu Pecnybnuku Kazaxcran;

2) B TEUECHHE IECATU KAICHAAPHBIX JHEW MOCJE TrOCYJapCTBEHHON pEerucTpanuu
HACTOSIIETO IMpUKa3a €ro HampaBlIeHUs Ha oQuuuanibHOE OMyOJMKOBAHUE B
NEePUOJANYECKUX TEYaTHBIX HW3MaHUSIX U B WH(OOPMAIMOHHO-NIPABOBOUW cucreme "
oiter".

3. KOHTpOJIb 32 UCIIOJTHEHUEM HACTOSAIIETO MPUKA3a BO3JIOKUTh HA KYPUPYIOLIETO
BHUILIE-MUHHUCTpPA KyJIbTYphI U criopta Pecnyonuku Kazaxcran.

4. Hacrosimuii mprka3 BBOJUTCS B JEUCTBUE MO UCTEYEHUU JECITH KaJCHIAPHBIX

JIHEH T10CIe IIEpBOIro 0(1)I/IHI/IaJII>HOFO OHy6JII/IKOBaHI/I}I.
Munuctp A. Myxamennynbl

YTBepKIEHBI
MIPUKa30M
MuHuCTpa KylbTyphl ¥ CIIOPTA
Pecnyonnku Kazaxcran
ot 22 nexabpst 2014 roga Ne 146



IIpaBmia

MPHEMA, XPaHCHHUS, Y9€Ta H UCIIONIb30BAHMA JOKYyMEHTOB
HanwonamsHOro apxuBHOTO GOHAA M JPYTHUX apXUBHBIX JOKyMEHTOB
BEIOMCTBEHHBEIMY ¥ 9aCTHBIMM apXHBaMU

Caocka. IIpaBuna B pegakiuu npukaza MuHucTpa KyJabTypsl U criopta PK ot
29.12.2017 Ne 353 (BBoAUTCS B ACWCTBUE MO UCTEUCHUU JECATH KAJICHIAPHBIX THEU
MOCJIe JTHS €T0 MEePBOT0 O(PUIIHATIBHOTO OMyOIMKOBAHMS ).

I'maBa 1. O0mue monoxeHus

1. IlpaBuna mpuema, XpaHEHHSs, y4€Ta W HUCHOJIB30BaHHUS JOKYMEHTOB
HanuonaneHoro apxuBHOoro ¢oHAa U JpPYrUX aApXUBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMHU M YaCTHBIMU apxuBamu (nanee — [IpaBuna) onpeaenstor nopsiok
npuema, XpaHeHHUs, y4eTa U MCI0JIb30BaHUs TOKYMEHTOB HallmoHanbHOro apXuBHOTO
dboHaa ¥ APYTUX APXUBHBIX JOKYMEHTOB BEJJOMCTBEHHBIMU U YaCTHBIMU ApXUBAMU.

2. B IIpaBmiax ucnoJib3ylHOTCS TEPMHHBI, YCTAHOBJIEHHbBIE TOCYIAPCTBEHHBIM
cragaaptom Pecnybnuku Kazaxcrtan CT PK 1037-2001 "lenompou3BOACTBO U
apxXuBHOE 7ey10. TepMuHbI U onpeeneHus .

I'naBa 2. Ilopanok mpueMa JOKYMEHTOB

IMTaparpa¢ 1. ITopsnok mpueMa JOKyMEHTOB Ha XpaHCHHE

3. BeloMCTBEHHBIN U YAaCTHBIN apXuB (J1ajiee - apXUB OpraHu3aluu) NPUHUMAET
JOKYMEHTBI TIOCTOSIHHOT'O, BDEMEHHOI'O CPOKa XPAHEHUS, a TAKKE 0 JUYHOMY COCTABY
, oOpa3zoBaBLIMECs B MPOLECCE AESITENIbHOCTH OpraHu3aluu. B apxuB opranuzanuu
nepeaaroTcs JTOKYMEHTbl OpPraHM3aldil MpeIIIEeCTBEHHUKOB, a TAaKXE JOKYMEHTHI
yIpa3IHEHHBIX TOABEOMCTBEHHBIX OPraHU3aLIH.

4. Ilpu npuemMe ynpaBJIEeHYECKOW JOKYMEHTAMU Ha XpaHEHUE PAOOTHHUK apXuBa
OpraHu3aliyd, B MNPUCYTCTBUU JIAIA, OCYUIECTBISIONIETO NEpeaadyy IOKYMEHTOB,
IPOBEPSET:

1) cooTBEeTCTBHE UTOrOBOM 3alMCHU B ONMUCH el (AKTHUECKOMY HAJIUYHUIO JEl,
IepeaaBacMbIX O JAHHOMU OIUCH;

2) Hamuuue Jes1 BpeMeHHoro (1o 10 jeT BKIIOYHMTENbHO) XPaHEHUs IO
HOMEHKIIATypE €,
3) HyMepaLHMIO JIUCTOB JEJ C JAHHBIMU [0 OIUCH JIET;
4) Hanu4Ke U MPaBUIBLHOCTH 3aMOJIHEHHS] BHYTPEHHEH OMKUCH IOKYMEHTOB JIeJia;
5) Hanuuue AUCTa-3aBEPUTENS CIa;



6) COOTBETCTBHE PEKBU3UTOB OOJIOKKH C COOTBETCTBYIOIIUMU 3aMMUCAMHU B OIHUCH
e,

7) puznueckoe COCTOSHHE TIEPeTaBaeMbIX JIC]L.

5. AyauoBu3yalibHas IOKYMEHTAIIUS ITOCTYIIAeT B apXUB OpraHU3aIlNK B BUJIC:

1) 3aKOHYEHHBIX MPOU3BOJICTBOM ayIHOBU3YAITBHBIX TOKYMEHTOB, 00pPa30BaHHBIX B
NESATeTbHOCTU JJAHHOW OPTaHU3alliK WM €€ MPaBONPEEMHUKOB;

2) OPUTHHAJIOB U KON ayAMOBU3YaTbHBIX JOKYMEHTOB Ha Pa3IMYHBIX HOCUTEISIX
uH(pOpManu, U3roTOBJICHHBIC B IAHHOW OpraHU3aIluy WM IMOCTYITUBIIUE U3 APYroi
OpraHU3aINH.

[Ipu npueme ayIMOBU3yaIbHON JOKYMEHTAIIMH HAa XpaHCHHE PaOOTHHUK apXuBa
OpraHu3alliyd, B TPUCYTCTBHM JIHMIA, OCYIICCTBISAIONMICTO Tepeaady JTOKYMEHTOB,
IIPOBEPSET:

1) KOMIIEKTHOCTh JIOKYMEHTOB;

2) (pusnyecKyro COXpaHHOCTh TOKYMEHTOB;

3) KOMIUIEKTHOCTh COCTaBa IMpHJIaraeéMoil TEKCTOBOHW COINPOBOJIUTEIBHOMN
JOKyMEHTAITUH.

B coctaB TeKCTOBOM CONMPOBOAUTEIHLHON JOKYMEHTAIIUH BXO/IAT:

1) nus KMHOJOKYMEHTOB — aHHOTAIIUH, MOHTaXKHBIE JIUCTHI, Pa3pEIIUTEIbHBIC
YAOCTOBEPEHHSI K 3aKOHYCHHBIM IPOU3BEIACHUSIM, aKThl TEXHHUYECKOI'O COCTOSHHSI,
3aIlIMCH CBETOBBIX U IIBETOBBIX MACIIOPTOB;

2) myist pOTOAOKYMEHTOB — aHHOTAIINH;

3) miist GOHOIOKYMEHTOB M BUACOJIOKYMEHTOB — aKThl TEXHUUYECKOTO COCTOSIHUS,
TEKCTHI BBICTYIJICHUH, KaTaJOTH TPAMIIACTUHOK, CITUCKH BBICTYTAIOIIUX, TPOTPAMMBI
BEUYEPOB, KOHIIEPTOB, PEIEH3WH, CTaTbU W JPYTrHe JOKYMEHTBHI, HMEKIINe
HETOCPEICTBEHHOE 3HAUCHNE K TIPUHUMACMBIM (POTOJOKYMEHTAM M BUICOIOKYMEHTaM

6. COOTBETCTBYIOIINE CTPYKTYpHBbIE MOAPA3ICICHUSI OpraHU3aIluy MepelatoT
HAayYHO-TEXHUYECKYIO JTOKYMEHTAIMI0 Ha XpaHEHUue IMocje €€ pa3padoTKu o
npobyiemMaM, HW3EIUsAM, TEXHOJOTHYECKHM IIpolieccaM, O0O0bEKTaM KamuTaJIbHOTO
CTPOUTENHCTBA, JIAHUPOBKHU, PEKOHCTPYKIIMHU, KOHCEpPBAIlUU, PECTaBpalvu 0o, Mo
Mepe 3aBEPIICHUS UX CAMOCTOATEIILHBIX 3TANlOB, CTAJANN WUJIN YacTeil.

[Ipu nmpueme Hay4YHO-TEXHUYECKOU IOKYMEHTAIIMK HAa XpaHEeHHE paOOTHUK apXHUBa
OopraHu3aluyd, B MPUCYTCTBUU JIMIIA, OCYILIECTBIISIONIETO IMEpejady JIOKYMEHTOB,
POBEPSET:

1) KOMIUIEKTHOCTh JOKYMEHTOB (B COOTBETCTBHH C BEJIOMOCTHIO CHCITU(PUKAITIH,
crienuduKaiuei, cojaepkaHueM TOMOB, aJIb,OOMOB, KHUT U IPYTUMU JJOKYMEHTaMH, B
2) HAJINYKE YCTAHOBJICHHBIX MOAMUCEN U JaT;
3) NpaBWIBHOCTH BHITIOJIHEHUSI OCHOBHBIX HAAMUCEN U TUTYJIBHBIX JINCTOB;



4) MpUTOTHOCTH JOKYMEHTOB JIJIsi XPAHEHHS, MHOTOKPATHOTO CHSTHS C HUX KOIUN
U MHUKPOPUIHBMUPOBAHUS (OTCYTCTBHE MPOPHIBOB, MOJKIEEK, MPOTEPTHIX MECT,
neperudon).

HayuHo-TexHuyeckas TOKyMEHTaIlUsl IepeaeTcsl B apXUB OPraHU3allui Ha TeX
HOCHUTEJISIX, Ha KOTOPBIX OHA pa3zpaboraHa (Oymara pa3jiudHbIX BHJIOB, B TOM YHUCJE
dboTobymara, Kajibka).

7. B mpouecce mpruema 3J1EKTPOHHBIX JTOKYMEHTOB TPOBOAUTCS:
1) mpoBepka (PU3MYECKOrO0 COCTOSHHUS HOCHUTEJEH, MpeaHa3HAYeHHBIX IS
nepenayu B apXyuB OpraHU3aluy;
2) 3anuch HHGOPMAIIUU SJIEKTPOHHBIX JOKYMEHTOB Ha HOCUTEIH;
3) mpoBepKka KauyecTBa 3aIucu;
4) oncaHue 3IEKTPOHHBIX JOKYMEHTOB U AJIEKTPOHHON IIU(PPOBOIl MOAMHCH;
5) mpocTraBiieHHe apXUBHBIX MUGPOB HA €AMHUIIAX XPAHCHUI/eAMHUIAX y4yeTa (Ha
(GyTIspax) B COOTBETCTBUU C OINHCHIO;
6) MOATOTOBKA KOMILJIEKTA COMPOBOAUTEIHLHON JOKYMEHTAIINH.
B conpoBoauTenbHON TOKYMEHTAMU 3JIEKTPOHHBIX JOKYMEHTOB OTpa)KaeTcs
cienyromias nHpopMarus:
1) Ha3BaHME TOKYMEHTA,
2) naTa ero co3jaHus,
3) XxapakTepUCTHKa COAepKaHusl (AHHOTAIIUS ),
4) 31IeKTPOHHBIN (popMaT U AITOPUTM IIEKTPOHHOM IMPPOBOIA MOAIKUCH,
5) dusuueckas U jJoruyueckas CTpykTypa (s 6a3 JaHHBIX, CAUTOB U TOMY
mo00HOE),
6) 00beM nokymeHTa (17151 6a3 TaHHBIX TOMOJHUTEIHLHO — KOJTMYECTBO 3aIKCei ).

IMTaparpa¢ 2. ITopsaok mpoBeACHNA SKCIEPTH3H IEHHOCTH JOKYMEHTOB H
oopmiieHHE ee pe3yIbTaTOB

8. DkcnepTr3a IEHHOCTH IOKYMEHTOB B apXMBE OpraHU3alluy MPOBOAUTCS B IEJISIX
orbopa TOKYMEHTOB, OTHECEHHBIX K cocTaBy HarmmonanbHOro apxuBHoro (oHpa,
MOJTOTOBKH HMX K IMEpeladye Ha MOCTOSIHHOE XPAaHEHUE B COOTBETCTBYIOIIUN
FOCYJapCTBEHHBI apXWB, OMNPEIECICHUS CPOKOB XpAaHEHUS JOKYMEHTOB, HE
OTHECEHHBIX K cocTtaBy HanuoHanbHOTO apXuBHOTO (OHIA U BBIJACICHUS K
YHAUYTOXKECHUIO JIOKYMEHTOB U J€J1 C UCTEKIIUMHU CPOKAMU XPAHCHMUS.

9. DkcnepTHU3a HEHHOCTH TOKYMEHTOB IIPOBOJIUTCS HA OCHOBE:

1) 3akonomarenscTBa Pecnybnuku Kazaxcran o HanimonansHoM apxuBHOM (hoHIIE
U apXHBax;



2) TUIIOBBIX, OTPACJIEBbIX (BEIOMCTBEHHBIX) IIEPEUHEN TOKYMEHTOB C YKa3aHUEM
CPOKOB XpaHEHHUs, TUIIOBOM (IPUMEPHON) HOMEHKJIATYPHI €] 1 HOMEHKJIATYpbl A€l
OpraHu3alliy 3a COOTBETCTBYIOIUI NEPUOL;

3) COOTBETCTBYIOIIMX HOPMATUBHO-METOANYECKUX TOKYMEHTOB YIIOJTHOMOYEHHOTO
oprasa B cdepe apXuBHOTO [€Jla, MECTHBIX HCIIOJHUTEIbHBIX OPraHOB H
roCyJapCTBEHHBIX ApXUBOB.

10. OTHeceHne AOKYMEHTOB K cocTaBy HalnMoOHaIbHOTO apXuBHOro (hoHIa
OCYLLIECTBIISIETCA 110 pe3yJIbTaTaM 3KCIEPTHU3bl LHEHHOCTH HA OCHOBAHMM CIIECTYHOLIUX
IPUHIIUIIOB:

1) ucropusma;

2) KOMIUIEKCHOCTHU OII€HKU;

3) BCECTOPOHHOCTH OIICHKH.

IIpu onpeneneHn HEHHOCTH AOKYMEHTOB B PABHOW CTEIIEHU MPUMEHSIOTCS BCE
OPUHIIUIIBI

[Tpuniun ucropusma TpeOyeT paccMaTpUBaTh KaXIblil TOKYMEHT KakK MPOJIYKT
ONpPEAECTICeHHON HCTOPUYECKOM SMOXM M OLEHUBATh €ro C MO3UIMU HE TOJBKO
COBPEMEHHOCTH, HO U OyAylIero.

[IpuMeHeHre TpUHLIMIA KOMIUIEKCHOCTH OII€HKH TIO3BOJIAET MPOBOJIUTH
AKCIEPTU3Y UEHHOCTH TOKYMEHTOB HE M30JIMPOBAHHO, & B COBOKYITHOCTH C JIPYTHMHU
JNOKYMEHTaMH, HICTOPUYECKU BO3HUKIIMMHU B PE3YJIbTATE ACSTEIBHOCTH OpraHU3alllH.

B coOTBEeTCTBUU C MPUHIUIIOM BCECTOPOHHOCTH OIICHKHU HMH(OPMAIIMOHHOTO
coJepXaHUs JOKYMEHT paccMaTpuBaeTcsi B  pa3JM4YHbIX  acmnekrax (
HAy4YHO-UCTOPUYECKOM, OJIUTUYECKOM, SKOHOMUYECKOM, COLIMAIBHOM, KYJIBTYPHOM U
TaK Jlajuee), JUisl U3y4YEeHHs KOTOPBIX OH MMOTEHIUAIBHO MOXKET CTaTh HCTOYHUKOM.

11. YkazaHHble NPUHLMIBI IPU TPOBEIEHUN SKCIIEPTU3bI LIEHHOCTU KOMIUIEKCHO
OPUMEHSIOTCS COBMECTHO C KPHUTEPUSIMH IPOUCXOXKIACHUS, CONEPKAHUSA, BHEIIHUX
0COOEHHOCTEH TOKYMEHTOB.

K kpurtepusiM NpouCcxX0xX1€HHUs TOKYMEHTOB OTHOCSTCS:

1) ponp U MecTO OpraHu3alni B CUCTEME T'OCYIapCTBEHHOTO YNPABICHUS WU
KOHKPETHOM oTpaciiu (cepe AesITENbHOCTH), 3HAUMMOCTb BBIMIOJIHSEMBIX €10 3a/1a4 U
(GyHKIMM, 3HaueHNe (PU3NIECKOrO JIMIA B KU3HU OOIIECTBA;

2) BpeMs U MeCTO 00pa30BaHusl JOKYMEHTA.

K kpurepusiM copepxanusi JOKyMEHTOB OTHOCSTCS:

1) 3HAYUMOCTB COOBITHS (SIBJIEHUS, IPEIMETA), OTPAKEHHOTO B JOKYMEHTE;

2) 3HaueHUE cojJieprKalleiicss B JOKyMEHTe HHPOpMAIIH, €€ TOBTOPEHUE B APYTUX
JNOKYMEHTaX, LIeJI€BOE Ha3HAYCHUE, ITOJJIMHHOCTD, BUJ U Pa3HOBUIHOCTb JOKYMEHTA.

K kputepusM BHEUTHMX OCOOCHHOCTEH TOKyMEHTa OTHOCSITCSI:



1) ropuauueckas 1OCTOBEPHOCTh JOKYMEHTA (HAIU4YUE MOIANUCH (JIEKTPOHHOMN
U (pOBOI MOJAMKCH) JOTKHOCTHOTO JIULIA, I€YaTH OpPraHU3allMi U UHBIX PEKBU3UTOB,
IPEeTyCMOTPEHHBIX 3aKOHOAaTeLCTBOM PecryOnuku Kazaxcran);

2) popma dukcrpoBaHUd U Nepeaayda coaepxanusi nHGopmaIuy;

3) 0cOOEHHOCTH MaTEepPHUATHLHOTO HOCUTENS JOKYMEHTA,

4) ocoOeHHOCTH (PU3HUECKOTO COCTOSTHUS JOKYMEHTA.

12. JIOMOJHUTENBHO MPU DKCIEPTHU3E ayAUOBU3YAIbHBIX IJOKYMEHTOB

MPUMEHSIOTCS CIeU(PUUIECKUE KPUTEPUH:

1) Xy10’keCTBEHHbIE JJOCTOMHCTBA;

2) KOMIO3UIIMOHHO-CIOKETHAS 1I€TIOCTHOCTb;

3) BBIPA3UTENBHOCTD U OPUTMHAIBHOCTD;

4) BETOBOE PEIICHUE, CITOCO0 3aMMCH U BOCIIPOU3BECHUS HH(DOPMAITUH.

13. IIpu npoBeieHNH IKCTIEPTU3bI LIEHHOCTU HAYYHO-TEXHUYECKOM JOKYMEHTAIIUU
JOTIOJTHUTEIBHO IPUMEHSIOTCS CIEAYIOIINE KPUTEPUU:

1) 3HaUUMOCTH TTPOOIEMBI UIIU 00BEKTA, OTPAKEHHOTO B JOKYMEHTAX;

2) mpUHIUINHAIbHAS HOBU3HA, YHUKAJIBHOCTh, OPUTHHAIBHOCTH PEIICHUS

po0IeMbl, KOHCTPYKITUH, TEXHOJIOTHH, TPOCKTA;

3) COOTBETCTBHE HAYYHO-TEXHUYECKOW JOKYMEHTALlMM 3TAlHOCTH Hay4YHBIX
UCCIEA0BAaHNN (CTAIUHHOCTH TEXHHUECKUX pa3pad0ToK).

14. Jlna opraHu3alny 3KCHEPTU3bI LIEHHOCTH TOKYMEHTOB M PACCMOTPEHUS €€
pE3yNbTaTOB B TOCYJapCTBEHHOM OpraHe, UMEIOIEM TePPUTOPHATIbHBIE OpTraHbl U/WIH
NOABEIOMCTBEHHbIE OpPraHU3alli, B HETOCYJapCTBEHHON OpraHu3alluy, WUMEIOLIEH
dbunuanel B obnacTax (ropoaax pecnyOJMKAaHCKOTO 3Ha4YeHUs, cTojuie PecrnyOnuku
Kazaxcran) cozgaercs ueHTpaibHas skcnepTHas komuccus (mamee — 1[OK), B
OTJ/ICJIbHOM OpraHu3aIiu - dKcrepTHas komuccus (nanee — IK).

15. Pe3ynbTarsl 3KCIEpPTU3bl IIEHHOCTH JTOKYMEHTOB OpPraHU3alUui-HCTOYHUKOB
KOMIUIEKTOBaHHUS TOCYyAapCTBEHHBIX apXWBOB, mocie ux paccmorpenus [[IK (OK)
OpraHu3anui, OJJIekKAT pPaccMOTPEHUIO COOTBETCTBYIOIIHUMH
AKCIEPTHO-NIPOBEpOYHBIMU KomuccusiMu (nanee — JIIK), oOpasyemMbiMu MECTHBIMU
UCIIOJTHUTENbHBIMU OpraHaMu o0JlacTeil, TOPOAOB PECIyOIMKAHCKOIO 3HAYEHMS,
CTOJIMIbI, @ TAK)KE€ LEHTPAJIbHBIMU T'OCYJapCTBEHHBIMH, HAIlMOHAJIbHBIM apXHUBaMH
Pecny6nuku Kaszaxcran, ApxuBom Ilpesunenta PecnyoOnuku Kazaxcrah,
CHeNUAIbHBIMU TOCYJIapCTBEHHBIMH apxuBamu PecnyOnuku Kazaxcran, (mamee —
pecnyOIuKaHCKUE TOCYIaPCTBEHHBIE apXUBBI).

16. DxcnepTu3a HEHHOCTH JOKYMEHTOB IPOBOJMTCS €XKErOJHO B IJIAHOBOM
nopsJiIke paOOTHUKAMU apXHBa OpraHU3alMK MPU METOANYECKON MOMOIIY paOOTHUKOB
COOTBETCTBYIOILIETO FOCYJaAPCTBEHHOI'O apXMUBa.

[Ipu peopranuzanuu (JTUKBUIAIMHA) OPTaHU3alMKM MPOBOJUTCS BHEIJIAHOBAS
AKCIIEPTU3A LIEHHOCTH.



17. IIpoBenenue 3KCIEepTU3bl LIEHHOCTH JTOKYMEHTOB B apXMBE OpraHHU3allhH
0a3upyeTrcsl Ha aHaJIM3€e COCTaBa JIOKYMEHTOB opranu3auuu. [Ipu 3Tom yrouHsiercs, B
COCTaBE JIeJl KAKUX CTPYKTYPHBIX MOApa3JIeeHUl OpraHu3aldH BKIIOYAKOTCS
MOJIJTUHHBIE SK3EMILISIPBI JOKYMEHTOB.

18. IIpu mpoBeneHNN SKCIEPTU3BI IEHHOCTH JOKYMEHTOB B apXUBE OpraHU3alun
YTOUHSAETCS TAK)K€ XapakKTep MOBTOPSIEMOCTH COAEprKallelcs B HUX MHPOpMaluu B
OpYrUX JOKYMEHTAaX, BUJ, (popMa U MOJHOTA MOBTOPEHUs. Bblenenne JOKyMEHTOB ¢
noBTopsonieiics uHpopMarueir u AyOJETHBIX JOKYMEHTOB K YHUUYTOXEHHIO
OPOU3BOAUTCS TOJBKO IOCIE€ CBEPKH HX C JOKYMEHTaMH, OTOOpaHHBIMM Ha
IOCTOSIHHOE XpaHEHUE.

19. DkcnepTtu3a HEHHOCTH MPOBOAUTCS MYyTEM MOJUCTHOTO MPOCMOTpaA
JOKYMEHTOB Jiefa (KHHO(POTOBUICOOKYMEHTHI MPOCMATPUBAIOTCS HA MOHTAKHOM
CTOJIE WJIM Ha dKpaHe, a GOHOIOKYMEHTHI MPOCITYIIUBAIOTCS).

[Ipu nmpocmoTpe (IpOCHYMIMBAHUM) U3 AE€d MOJIEKAT U3IBATHIO BTOPBIE U
MOCJIEAYIOIINE DK3EMIUISIPhl JOKYMEHTOB, YEPHOBUKH, HEO(POPMIICHHBIE KOMHU
JOKYMEHTOB, €CJIM UX U3bSITHE HE ObUIO MPOBEIECHO B CTPYKTYPHBIX MOJPA3IEIECHUAX
IIPpU MMOATOTOBKE JOKYMEHTOB K IIEpeiaye B apXUB OpraHu3aluu.

20. B xoae nmpoBeieHus: SKCIEePTU3bI TPOBEPSIIOT:

1) 000CHOBaHHOCTb OTHECEHHUS JJOKYMEHTOB K JIaHHOMY JIEITy;

2) IOpUIUYECKYIO CHIIY JIOKYMEHTOB (HAJIM4HE MOJINUCEH, meYaTh U MHBIX
PEKBU3UTOB);

3) HalMYMe U NPaBWIBHOCTh OPOPMIICHUSI PEKBU3UTOB O0JIOKEK JeN (PEKBU3UTHI
00JI0’KEeK MUIIYTCS CBETOYCTONYMBBIMU YEPHWIAMH YEPHOIO, (PUOJIETOBOIO, CHHETO
L[BETOB WJIM YEPHOU TYLIBIO);

4) npaBUIBLHOCTh HyMEpALUU JTUCTOB /1€ (JINCThI HYyMEPYIOTCS B BAJIOBOM MOPSIJIKE
C MCTIOJIb30BAaHUEM YEPHOTO rpaMTOBOTO KapaH/alia B IPaBOM BEPXHEM YTy JHCTa);

5) pu3UKO-XUMHYECKOE U TEXHUYECKOE COCTOSTHHE JOKYMEHTA.

Bce BbIIBIIEHHBIE HEAOCTATKH YCTPAHSIIOTCA PAOOTHUKOM apXHBa OpraHU3alun

21. Ilo pe3ynbTaTaM 3KCIEPTU3bI LIECHHOCTH JOKYMEHTOB U Ha OCHOBE OMUCEN JIET
JOKYMEHTOB CTPYKTYPHBIX MOAPA3IAECICHUIA COCTABISIOTCS:

1) onucu nen, TOKYMEHTOB MOCTOSIHHOTO XpaHEHHUsl opraHu3anui mo gopme
COTJIACHO MpUiIokeHUsAM 1-8 k HacTossmuM [IpaBunawm;

2) OmUCH JeN MO JUYHOMY COCTaBy 1O ¢GopMe COTJIACHO MPHIIOKEHHI0 9 K
HactosmuM [IpaBunam;

3) omucu nen, JOKyMEHTOB BpeMeHHOTO (cBbime 10 mer) xpaneHus mno dopme
corsacHo npuioxkenuto 10 k HacrosmuMm [IpaBunam;

4) aKkT O BBIICJICHUH K YHUUYTOKEHUIO IOKYMEHTOB, HE TOJIEKAIINUX XPAHEHHUIO, 110
dopme cornacHo npuinoxkennto 11 k Hacrosium [IpaBunam.



22. Onucu Aen, JOKYMEHTOB U aKTy O BBIJICJICHHH K YHUUYTOKEHUIO JOKYMEHTOB,
HE MOJIJIekKAIUX XPAaHEHUIO, B MpeJeyax KakJ0ro apxuBHOro (poHaa mpucBanBarOTCs
CaMOCTOSITETIbHBIE TTOPSIAKOBBIE HOMEPA.

Onucek nen, JOKYMEHTOB 3aBEPIIACTCs MO JOCTHXKEHUU KOJIMUECTBA BKIFOUCHHBIX
3aroj0BKOB 9999 (neBsITH ThHICSY IE€BATUCOT AEBIHOCTA JICBSITH).

[Tocnemytomieit onucu e NpUCBauBaETCsl OUYEPETHON OPSAIKOBBIA HOMED.

Omnucu e, JOKYMEHTOB, COCTABJICHHBIC B CBSI3U C peOpraHu3alneit (JIMKBUauei
) OpraHm3aliy, 3aBepia0T COOTBETCTBYIONIYIO CBOJIHYIO ONTUCh BHE 3aBUCUMOCTHU OT
00111eT0 KOJIMYEeCTBA BKIIOUEHHBIX 3ar0JIOBKOB JI€]1, TOKYMEHTOB.

23. Ilpu oopmieHNN ONUCH 3aTOJIOBKHU JieN (TOMOB, YacTel 7€) HyMepyIoTCs B
BaJIOBOM TOPSIIKE.

24. 3aronoBKU [JIOMOJHUTEIbHO OOHAapY>XKEHHBIX € BHOCATCA B
COOTBETCTBYIOLIYIO OMUCH IMOJ JUTEPHBIMH HOMEPAMH B COOTBETCTBHH C MPUHATON
cuctematuzanuent. [Ipu konuuectBe cBoile 10 nen cocTaBiseTcsl NONMOTHUTEIbHAS
OIKCh C CAMOCTOSITEIbHONU HyMEpPAIMe X 3aroJIOBKOB.

[Tocne BHeceHHMs B OMHCh 3alUCEd O MOCTYMJIEHHUU WJIM BBIOBITUU €]
COCTaBJISIETCSI OKOHYATEJIbHAsi UTOTOBAsl 3allUCh, B KOTOPON YKAa3bIBAKOTCS TaKXKe
OCHOBAHUSI BHECEHHBIX U3MEHEHUM.

25. Jeno, BKIIOYAKOIIEE JOKYMEHTHI 3a psiji JET, BHOCUTCA B OMUCH IO IOy
3aBeICHUS B JIEJIOMPOU3BOJICTBE, 3a MOCIIEAYIOUIUE TOJbl YKA3bIBAETCA €0 3ar0JIOBOK,
a B rpade "lIpumeuanue" — ormetka "Cmotpu aeno No".

26. Onuck aen, TOKYMEHTOB IMOCTOSTHHOTO XpaHEHUS! YTBEPKAAI0T PYKOBOIUTEIh
opranuzanuu u OIIK MecTHOro HCHOTHUTENBHOrO oOpraHa (pecmyOJUKaHCKOTO
rocyJapcTBeHHoro apxuna) nocie cornacoBanus ¢ [I9K (O9K) opranuzamum.

Onuce fen no JUYHOMY COCTaBY YTBEPXKAAET PYKOBOJAMUTENh OpPTaHU3AIUU 110
cornacoBanuto ¢ [IOK (OK) opranuzanuu u I1IK MecTHOro UCIIOTHUTEIBLHOTO OpraHa
(pecy0IMKaHCKOT0 TOCYIapCTBEHHOTO apXUBa).

Onuce fen, T0KyMEHTOB BpeMeHHOro (cBbiiie 10 JieT) XpaHeHUs! yTBEPKAAeT
PYKOBOJUTEb opranu3anuu 1o coryiacopanuto ¢ [IDK (3K) opranuzamumu.

27. AKT O BBIJIETICHUH K YHUUTOXEHUIO JJOKYMEHTOB, HE MOJICKAIINX XPAHECHHUIO,
YTBEPKJIae€T PYKOBOJUTEh opranu3anuu no corjacoBanuto ¢ [[OK (OK) opranuzanuu
u OIIK MecTHOro MCHOJHUTENBHOTO OpraHa (pecnyOJUKaHCKOTO rOCyAapCTBEHHOTO
apXuBa).

28. Opranuzanuu, He ABJISIONIMECS UCTOYHMKAMHU MONOoJHEHUsT HalnmoHanbHOTO
apxuBHOTO (OHAA, MOTYT HE MPEACTABIATH OMHUCH NI, TOKYMEHTOB IOCTOSIHHOTO
XPaHEHHUs, TI0 JUYHOMY COCTaBY M aKThl O BBIJIEJIEHUU K YHUUTOKEHUIO TJOKYMEHTOB,
HE MOJUIeXKAINX XPAaHEHUI0, Ha yTBepkaeHue (cornacoanue) JIIK.

IMaparpad 3. ITopsAaok cOCTaBICHAA OLUCEH A€M, JOKyMEHTOB



29. B onuck aen, TOKyMEHTOB MOCTOSSHHOTO XPaHEHUSI BHOCSITCS 3ar0JIOBKH JIEIT,
JOKYMEHTOB:

1) oTHeceHHBIX K cocTaBy HanmoHalibHOr0 apXuBHOTO (POH/IA, OTIOKHUBIIMXCS B
NEeATENbHOCTU CTPYKTYPHBIX MOJpa3/IeICHU OpraHu3aliy;

2) chopMUPOBAHHBIX U3 JOKYMEHTOB, BBIJICJIICHHBIX W3 /€] C BPEMEHHBIMU
cpokamu XpaHeHus, umeBmux ormeTky "OIIK", mocie cBepku MX ¢ HOMEHKJIATYpPO
Jie] OpraHu3aldd 3a TOT K€ IoJ U MPOBEPKU MPaBUIBHOCTH (OPMUPOBAHHS U
opopmieHus Aen. B HeoOXOAMMBIX Ciiy4yasx 3arojOBKH Jei yTOouHstoTcs. Jlenma
MOJBEPraloTcsl pacuiuBKke M MepeopMHUpPOBAHUIO TIPU OOHAPYKEHUHU, UYTO JEJIO0
c(hOpMHPOBAHO HEMPABUIIBHO;

3) 3aBepIICHHBIX JEIOMPOU3BOACTBOM JIMUHBIX JI€]T PYKOBOJAUTENEH OpraHu3aIui
pecny0IMKaHCKOro, 00JIaCTHOTO YPOBHEH, OpraHu3aiuii TOpo0B pecimyOIuKaHCKOro
3HaueHus, cronuilbl Peciyonuku Kazaxcran;

4) 3aBepIIEHHBIX JAETONPOU3BOACTBOM JIMUHBIX [€J1 MOJUTHYECKHUX
rOCYyJIapCTBEHHBIX CITy>KalllUX;

5) 3aBepuUIEHHBIX JEIONPOU3BOJCTBOM JIMYHBIX €] PaOOTHUKOB, UMEIOIINX
BBICIIME 3HAKU OTJIMYMSI, NOYETHBIE TOCYJAapCTBEHHbIE M WHBIE 3BaHUs, HArpajsl,
YUEHbBIE CTETICHHU.

30. Cucremartusanus 3arojioBKOB €/IMHULL XpAHEHHsI B IIpeJieax apXUBHOroO (poH/Ia
no pasznenaM (mojpaszesiaM) CXEeMbl CHUCTEMAaTH3allUM MPOBOJUTCS C YUYETOM
CJIEIYIOLIUX MPU3HAKOB:

1) cTpykTypHOro (B COOTBETCTBUHU C MPUHAJICKHOCTHIO €AMHUIl XPAaHEHUS K
CTPYKTYPHBIM MOAPA3ACICHUSM);

2) XpOHOJOTMYECKOrO (110 MEPUOIaM HIIN J1aTaM, K KOTOPBIM OTHOCSITCSI € MHULIBI
XpaHEHUs;

3) GyHKUHOHAIBHOTO, OTPACIEBOI0, TEMATHYECKOTr0, MPEIMETHO-BOIPOCHOTO (C
y4eToM (DYHKIIMI OpraHu3allii, TEM WIH BOIPOCOB, KOTOPBIX KACAETCS COJCPIKAHHE
€VHUIL] XpaHEHU);

4) HOMUHAJTBHOTO (TI0 JIETOMPOU3BOACTBEHHOM (hOpME - BUJIaM U PA3HOBUTHOCTSIM
JIOKYMEHTOB);

5) KOppECTOHAEHTCKOTO (110 OPraHu3alusIM U JULAM, B PE3YJIbTATE NEPEMUCKHU C
KOTOPBIMU 00pa30BaJIUCh CAMHUIIBI XPAHECHHUS);

6) reorpaduyeckoro (B COOTBETCTBUU C ONPEAECICHHBIMH TEPPUTOPHUSIMH,
HACEJICHHBIMU IYHKTAaMU M JPYTUMHU TeorpaduyecKuMu OOBEKTaMH, C KOTOPHIMU
CBA3aHO COJEpKaHUE JOKYMEHTOB, UX aBTOPbI, KOPPECIIOHIEHTHI);

7) aBTOpCcKOTO (IO HA3BAHMSAM OpPTraHU3ANUN WK (aMIUIHSAM JUI, KOTOPBIE
SBJISIFOTCSL aBTOPAMHM JIOKYMEHTOB).



31. CodeTaHue CTPYKTYPHOI'O M XPOHOJOTHYECKOTO MPU3HAKOB JIA€T JBAa BapUaHTa
CXEMBI CUCTEMAaTU3aALHU: XPOHOJOTUUYECKU-CTPYKTYPHBIN u
CTPYKTYPHO-XPOHOJIOTUYECKHM.

32. XpOHOJOTHUYECKU-CTPYKTYpHAsi CXeMa CUCTEMAaTU3alUU MPUMEHSETCS 1O
OTHOIIEHUIO K (OHIAM JAeHCTBYIOUIEH oOpraHu3zanuu (y4uThiBas JdaJibHEHIIee
MOTOJHEHUE JOKYMEHTOB dTUX apXUBHBIX (POHJIOB) M JIMKBUIUPOBAHHBIX OpraHU3alun
C 4aCTO MEHSABIIEWCS CTPYKTYPOH.

[Ipu cucTtemaTu3aluuu MO 3TOW CXEME€ €IUHUIBI XPAHEHHS TPYNIUPYIOTCS B
apXuBHOM (POHJE MO BpPEMEHM UX CO3/aHus (10 rojam, mepuojamM), a B mpeaenax
KQKJIOM XPOHOJOTHYECKOHN TPYIIIbI — O CTPYKTYPHBIM MOJIPA3ICICHUSIM OpraHU3aliu
;

33. CTpyKTypHO-XpOHOJIOTHYECKAs CXeMa CUCTeMaTU3allui MPUMEHSIETCS IO
OTHOLIEHUIO K (DOHJaM OpraHu3aluid, UMEBIIUX CTA0MIBHYIO CTPYKTYPY, H3MEHECHHUS
KOTOPOM MPOUCXOJUIN PEAKO, a TAKXKE MPU CUCTEMATH3aLMHM €IWHHI] XPaHEHUS
JVKBUIUPOBAHHBIX OpraHU3aIUil.

[Ipu cucremaruzanuu Mo ATOM CXe€M€ €AMHULBI XpaHEHUs TPYIIHUPYIOTCS IO
CTPYKTYPHBIM NOAPA3JACICHUSIM OpPraHHU3allM, a B Mpeleiax KaxI0hW CTPYKTYpHOM
TPYIIBI — IO BpeMeHU (DOPMUPOBAHUS €AUHUIL XPAHEHUS.

34. XpoHonorudecku-(QyHKIIMOHAIBbHAS WX (YHKIIMOHATEHO-XPOHOJIOTHYECKAs
CXEMBbl CHCTEMaTH3allui MPUMEHSAIOTCS MO0 OTHOILIEHUIO K (OHJaM OpraHu3aluil ¢
4aCTO MEHSABILENCSA CTPYKTYPOU WIIM HE UMEIOILIHE €€.

[Ipu cucremaTu3alvy €IUHULL XPAHEHUSI 110 XPOHOJIOTUYECKU-(PYHKIIMOHATBHOM
CXeMe TpyNIMpPOBKA UX MPOUCXOAUT BHAYAJE MO XPOHOJIOTMYECKOMY NPHU3HAKY, a
3ateM 1o GyHKIUSIM (BUIaM, HAIIPaBJICHUSIM) JACSITEIIbBHOCTH OpraHU3allNH.

[Toarpynmsl Aen pacnojaratoTcsi ¢ y4eToOM 3HAYMMOCTH (PYHKIIMI OpraHu3auui

(PyKOBOJCTBO, TUIAaHUPOBaHKE, ((PMHAHCUPOBAHKE, YUET U OTUETHOCTh, CHAOXKCHHE
U COBIT, KaJpbl U TaK Jajiee).

[Ipu cuctemaTH3anuy €IWHULl XpaHEHHS MO (PYHKIIMOHATHHO-XPOHOJIOTUYECKOM
CXeMe OHHU TPYINIHUPYIOTCS BHauajge Mo (YHKIUSAM JIESITEIbHOCTH OpraHu3aluu, a
3aTEM IO XPOHOJIOTHYECKOMY ITPU3HAKY .

35. XpOHOJOTHYECKU-TEMATUYECKAS WM TEMATHYECKU-XPOHOJIOTUYECKAST CXEMBI
CUCTEMAaTH3allui €IUHUL] XPAHEHUS! IPUMEHSIOTCS 110 OTHOIIEHUIO K HEOOJIBIIUM IO
obbemy apxuBHbBIM (oHmam. B mepBoM ciydae 3arojoBKH E€IUHUIl XPAHCHUS
pacroJlararoTcs CHavajia 1o XpOHOJIOTMHU, U BHYTPU Ka)JOTO TOJa MO OTAEIbHBIM
TemaM (BOIPOCaM) B 3aBUCUMOCTH OT MX 3HAYMMOCTH, BO BTOPOM CIIy4ae €IUHHUIIBI
XpaHEeHUsl CHayajla TPyNIUpPYIOTCs 1Mo TemaM (BolpocaM), a 3aTeM BHYTPH KaKIIOH
TEMBI 10 XPOHOJIOTHH.

36. XpOHOIOTHYECKU-HOMUHAIIbHAS. 1 HOMUHAJIIBHO-XPOHOJIOTHUYECKAS] CXEMBI
OPUMEHSIOTCA ISl CUCTEMATU3alll1 3aroJI0OBKOB €MHUI] XPAHEHUSI apXUBHBIX (POH/IOB



OeCCTpYKTYPHBIX OpraHu3aluii. XpOHOJOTUYECKU-HOMUHAIBHAS CXeMa Ipe/Irnoiaraet
CUCTEMATHU3AIIMIO TI0 XPOHOJIOTHUH, BHYTPH KaX0T0 TOja 10 BUJIaM CIMHHII XPaHEHUS,
HOMUHAJILHO-XPOHOJIOTUYECKasi CXeMa — IO BUJAM €IWHUIl XpaHeHUs (MpUKa3bl,
IIPOTOKOJIBI, TUTAHBI U IPYTHE), BHYTPU KAKIOTO BUA TIO XPOHOJIOTHH.

37. JIoKyMeHTBI 10 JTUYHOMY COCTaBy, HAYYHO-TEXHHUUYECKAsl IOKYMEHTAITUS B
apXWBHBIX (OHIAX HAYUYHO-HCCIENOBATEIbCKUX OpraHu3alui, pYyKONHCU B
U3/IaTeIhCTBAX, NCTOPHUH OOJIE3HEH B MEAUITMHCKUX OPTaHU3AIUAX, aKThl IIPOBEPOK B
¢dboHIaX KOHTPOJIBHBIX OPTaHOB BBIIETSIOTCS B OCOOBIE TPYMIIBI U CHCTEMATH3UPYIOTCS
000C00JICHHO OT yIIpaBIE€HYECKOW IOKYMEHTAIUU.

38. KHHOIOKYMEHTBI ¥ BUJICOIOKYMEHThHI CUCTEMATU3UPYIOTCS:

1) mo BuaM - GUIIBMBI, CIICIIUATIbHBIC BBITYCKH, KHHOXKYPHAJIBI, OTACIIbHBIC KHHO-
Y TEIIECIOKETHI;

2) mo rojam BbIllycKa (UIBMOB, CHEUHAIBHBIX BBITYCKOB, KUHOXYPHAJIOB;

IPOU3BOICTBEHHBIM HOMEPaM OTIEIbHBIX KHHO- M TEJIECIOKETOB;

3) enuHUIIaM ydeTa (KOMIUICKTaM);

4) uBeTHOCTH (I[BETHBIC, YEPHO-OETIBIC);

5) dopmaty mneHku (8§ MIILTUMETPOB (z1ajnee - MMm), 16 MM, 35 MM, 70 MM u npyrue

39. ®OTOIOKYMEHTHI CUCTEMATU3UPYIOTCS 110 BUJIAM:

1) HeraTuBbl pa3IMUYHON LBETHOCTH (LIBETHBIE WJIM YEPHO-OEIbIE) U Pa3MepoB,
KOTOpbIe 0003HadaroTCs 1udpamu 2 - 8 (mudpa 2 COOTBETCTBYET HETAaTUBY pa3MepoOM
2,5 caatTumeTpoB (manee - cM) X 3,5cm., 3 —-6cMm. x 6 cm., 4 —6cM. X 9 M., 5 —9 cm.
x12cem,6—-10cm. x I15cem., 7—13 cm. x 18 cm., 8 — 18 cM. x 24 cm.).

[Ipu cucremaTtu3zanuu HEOOIBITUX 0OHEMOB HETATUBOB Pa3MepOB 6-8 momycKaeTcs
X OOBEIMHEHHE B OJIHY TPYIIITY;

2) cnaiizipl (AMano3UTUBBI) PA3IMYHON IBETHOCTH;

3) no3uTuBHI, (HOTOOTIICUATKY;

4) poTtoanbOOMBI;

5) nuapuabMBI;

6) PIEKTPOHHBIE JTOKYMEHTHI ((POTOAOKYMEHTHI Ha LHM(PPOBBIX HIIM HHBIX
COBPEMEHHBIX HOCHUTEIISIX), KOTOpble 0003HauaroTcs OykBoii "J".

40. ®OHOAOKYMEHTHI CHUCTEMATU3UPYIOTCS MO BHUIAM 3allUCU 3BYKOBOM
uHpopmaru - poHorpadpudeckas, rpaMmMoOHHAsI, ONITUYECKAst, MATHUTHASA, Jla3epHas
. Ha poHOIOKYMEHTBI OTMIpeIe]IEHHOTO BH/Ia 3alUCH COCTABIISIETCS OTAC/IbHAs OIHUCH.
BryTpu BU0B (POHOJOKYMEHTHI PACIONATAIOTCS M0 €IUHUIIAM Y9eTa U KOMIUICKTaM.

41. Onuce nen, JOKYMEHTOB MOCTOSIHHOT'O XPaHEHUsI UMEET TUTYJIbHBIN JIUCT MO
dbopme cortacHo mpmwiioxkeHuto 12 k HactosmmM [IpaBunam, cogepkanue (OTaBIecHUE
), IPEAUCIIOBUE, CITUCOK COKPAIICHHBIX CJIOB U UTOTOBYIO 3aIKCh.



[lepen Ha3zBanueM (poHIa HA TUTYIBLHOM JINCTE OCTABJISETCS MECTO JIJIsl HAITMCAHUS
MOJHOIO Ha3BaHUs TOCYJApCTBEHHOTO apxuBa, B KOTOPOM OYIyT MOCTOSIHHO
XpaHUThCA Jiena (JOKYMEHTHI) TaHHOW OpraHu3aluu.

42. Onuck Jaes, JOKyMEHTOB MOCTOSIHHOTO XPAaHEHUS COCTaBideTCs B 4-X
sk3emmisipax. Ilocine ee yTBepXAeHUS TpU IK3EMIUIsipa MNEpeaarnTcs B
rOCyJIapCTBEHHBIN apXUB, OJUH — OCTAETCS B apXUBE OPraHU3alIiH.

43. Onuck el Mo JUYHOMY COCTAaBY UMEET TUTYIBHBIN JTUCT U UTOTOBYIO 3aIKCh.
Ha TutynpbHOM nmcTe He mpocTaBiseTcs oOQUIMaIbHOE HAUMEHOBAHUE
roCyJAapCTBEHHOI'O apXHBa.

K onucu coctaBisitoTcst orjaaBiieHHUE, MPEUCIOBUE, CIIUCOK COKPAIIEHHBIX CIIOB.

44. B onuchk Aen 1o JIMYHOMY COCTaBY BHOCATCS 3arOJIOBKU:

1) npuka3oB (pacnopsiKeHU) pyKOBOAUTENSI OpraHU3allMU 110 TUYHOMY COCTaBYy;

2) CIUCKOB pabOTHUKOB;

3) KapTOYeK MO YYETy JIMYHOT'O COCTaBa, JIMYHBIX JIETT;

4) MULIEBBIX CYETOB PAOOTHUKOB;

5) cnuckoB (PU3MYECKUX JIUI] U TUIATEKHBIX MOPYUCHUN HA MEPEUYUCIICHUE
00513aTENbHBIX TMEHCHOHHBIX B3HOCOB, COIMAJIBHBIX B3HOCOB, B3HOCOB IIO
00s13aTeIbHOMY MEIUIIMHCKOMY CTPaXxOBaHUIO;

6) TPYJOBBIX JOTOBOPOB;

7) HeBOCTpeOOBAHHBIX MOJUIMHHBIX JINYHBIX JJOKYMEHTOB PAa0OOTHHUKOB;

8) aKTOB O HECUYACTHBIX CIIydyasiX Ha MPOU3BOJICTBE U MHBIX JEJ, KaCAIOIINXCs
peanu3aluy npaB U 3aKOHHBIX HHTEPECOB TPaKIaH.

45. CucremaTtu3anys 3aroJ0BKOB B OIMCH AEJ 110 JUYHOMY COCTABY OINPEIEIACTCS
XPOHOJIOTUYECKUM, CTPYKTYPHBIM ((DYHKIMOHAJIbHBIM) W HOMHUHAJIBHBIM
KJIACCU(PUKALMOHHBIMYU TMPU3HAKAMH. 3arojIOBKH JIeJI TPYNIHUPYIOTCS MO TOIy
3aBeJIcHHs (3aBEpILEHUs]) B JIEJIONPOU3BOJICTBE, BHYTPU KaXJOro rojga — IO
CTPYKTYPHBIM TIOAPA3EICHUAM (HAIIPABICHUSIM JIEATEIIbHOCTH) OpraHu3allii, BHYTPH
MOCJIEIHUX — B MOPSJKE YObIBAHUS BAXXHOCTH JIE.

46. KapTouku 1o y4yeTy JUYHOTO COCTaBa U JIMYHBbIE Jiesla paOOTHUKOB (MpH
o0bemMe cbilie 20 3a roj) BHOCATCS B CAMOCTOATENbHYIO ONUCH Jed. VX 3aronoBku
TPYNIUPYIOTCS MO TOAYy 3aBEpUICHUS AEd B JIEJIIONPOU3BOJCTBE, BHYTPU T0Jla — B
angaBUTHOM NOpsAAKE (pamMuiinii pabOTHUKOB.

47. Onucek fen 1o TMYHOMY COCTaBy cocTaBiisieTcs B 4-X sx3emiuisipax. [locie ee
YTBEPKACHUSI OJIMH DK3EMIUISpP MEpeaeTcss B TOCYJAapCTBEHHBIM apXuB, TPU —
OCTalOTCSl B apXHUBE OpTraHU3aIUU.

48. Ha TUTYJIBbHOM JINCTE OMUCH JieJl, JOKYMEHTOB BpeMeHHoro (cBbime 10 ser)
XpaHEeHHsI HE MPOCTABISIETCS O(PHUIIMAIIBHOS HANMEHOBAHNE TOCYAPCTBEHHOTO apXHBa.



49. K onucu nen, 10OKyMEHTOB BpeMeHHOro (cBeiie 10 JieT) XpaHeHus Mo
YCMOTPEHUIO apXHMBa COCTABISIIOTCS OTJIABJIECHHWE, MPEIUCIOBUE U CIUCOK
COKpAILIEHHBIX CJIOB.

50. B omucek nen, nokymMeHTOB BpeMeHHOro (cBbimie 10 sier) xpaHeHus
BKJIFOYAIOTCS 3aroJIOBKH JIeJI, UMEIOIIMNX JJIUTEIbHOE MPAKTUYECKOE 3HAUYCHHUE IS
UH(OPMAIIMOHHOTO 00eCTieueHUs IeITeIbHOCTH OpraHu3aluu.

51. CucremaTuzanus 3arojoBKOB e, JOKYMEHTOB B OMUCHU JIeJl BPEMEHHOTO (
cBbilie 10 7eT) XpaHEHUs OMNPENENSIETCS XPOHOJOTMYECKU-CTPYKTYPHBIM WU
XPOHOJOTUUECKU-(DYHKIIMOHATBHBIM  (XpOHOJOTUYECKU-HOMUHAIIBHBIM) U
HOMHWHAJIBHO-JTOTHYECKUM KJIACCU(DUKAITMOHHBIMH MPU3HAKAMHU.

52. Onucek Aein, TOKYMEHTOB BpeMeHHOro (CBbIIIe 10 JeT) XpaHeHUs! COCTaBIIACTCS
B 4-x sk3emmuisipax. llociae ee yTBepkaeHUs OIMH 3K3EMIUIIp MEpeAacTcs B
rOCyJIapCTBEHHBIN apXUB, TPU — OCTAKOTCA B aApXUBE OpraHU3alUU.

IMTaparpa¢ 4. ITopsaok cocTaBneHNs aKTa O BBIIEICHUN K YHAITOXKEHUIO
IJOKYMEHTOB, HE IMTOAJIEKAMUX XPAHCHHUIO

53. AKT 0 BBIJIEJICHUU K YHUUYTOKEHUIO JOKYMEHTOB, HE TIOJJIEKAIUX XPAHEHUIO,
COCTaBJISIETCS OJTHOBPEMEHHO C OIUCAMU 1€, JOKYMEHTOB.

54. B aKT BKJIIOYAIOTCS 3aroJIOBKH /i€l U JOKYMEHTOB C UCTEKIIUMH CPOKaMHU
XpaHeHusT Ha | sHBaps roga, B KOTOPOM HPOBOJIUTCSA JKCHEPTH3a LEHHOCTH
JIOKYMEHTOB.

55. AKT 0 BBIJIEJICHUU K YHUUYTOKEHUIO JOKYMEHTOB, HE TIOJIEKAIUX XPAHEHUIO,
COCTaBJISIETCA B JIBYX OK3EMIUIAPAX, KOTOPBIE MOCIE €r0 YTBEPKACHUS MEPENAIOTCS B
rOCyapCTBEHHBIN apXUB U apXUB OpraHU3aLHH.

56. JIOKyMEHTBI C UCTEKIIUMHU CPOKAMU XPAHEHHUS BBIACISIOTCS K YHUUYTOXEHUIO
TOJIBKO TOCJI€ YTBEPXKIACHUSA ONUCEW M aKTa O BBIICJICHUM K YHUYTOXKECHUIO 3a
COOTBETCTBYIOILIUMN TIEPUO.

IMTaparpa¢ 5. ITopsanok mpoBeACHNS SKCOEPTU3H IEHHOCTH
Hay9JHO-TEXHUIECKOH JOKyMEHTaIlH

57. OcoOEHHOCThIO MPOBEAEHUS HKCIEPTU3bl LIEHHOCTH OCHOBHBIX BHUJOB
Hay4YHO-TEXHUYECKOU JOKYMEHTALUH SIBISETCS MPOBEACHUE JAHHOM SKCIIEPTU3HI B J1BA
JTarna.

58. Ha nmepBoM 3Tane no MpOeKTHOW, KOHCTPYKTOPCKOM M TE€XHOJOTMYECKON
JOKYMEHTAIlMd TPOBOJUTCS BHIOOP TMPOEKTOB H3JEIUN MPOMBIILIEHHOTO
IPOU3BOJCTBA U TEXHOJOTMYECKUX IPOLECCOB, OOBEKTOB IUIAHUPOBKU U
KAIUTAJIbHOTO CTPOMTENBCTBA, HAYYHO-TEXHUYECKAs JOKYMEHTALMSA IO KOTOPBIM
HOJJIEKUT Iepeadye Ha IOCTOSIHHOE XPAHEHHUE.



KoHeuHBIM pe3ynbTaToM IMEpBOro 3Tama 3KCIEPTU3bI SBISIETCS COCTABIICHHE
nepeyHsi MPOEKTOB, MPOOJIEM, HAyYHO-TEXHMYECKas JIOKYMEHTAlUs MO KOTOPbIM
HNOJJIKUT Tepefaye Ha TOCYyJapCTBEHHOE XpaHeHHe, 1o (opMe COTJIacHO
npuioxkeHuto 13 k Hacrosuum [paBunam.

59. TlepedyeHb MPOEKTOB, MPOOIEM, HAYYHO-TEXHUUECKAs TOKYMEHTAIUS T10
KOTOPBIM TMOJIJICKUT Tepefade Ha IMOCTOSHHOE XpaHEHHE (Jlajiee — IepeyYeHb),
cocTaBisieTcss paOOTHUKOM apXMBa COBMECTHO CO CIELHAIMCTAMHU OPTaHU3alUH 3a
ONpeIeJICHHBIN EpUOJ] BPEMEHH, HAUMHAS C HaJyaya €€ IeSITEIbHOCTH.

[lepedenb cocTaBisieTCsl HE PEKE OJHOIO pa3a B MATH JIET.

60. CucremaTtuszanusi NPOEKTOB, HM3JEJIMH, BKIIOYEHHBIX B IMEPEUYCHbD,
OCYIIECTBIISIETCS no XPOHOJOTUUECKOMY, TeMaTU4YeCKOMY,
TEMAaTUKO-XPOHOJIOTMYECKOMY ITPU3HAKY.

61. Ilepeuenp yTBepxk)aaeT pykoBoauteab opranuzanuu u IIIK mecTtHOTO
UCIIOJHUTEJILHOTO OpraHa (pecnyOJIuKaHCKOTO TOCYyJAapCTBEHHOTO apXxuBa) MOCIE
coriacoBanus [[19K (3K) opranuzammu.

K nepeuHto npunaraeTcsi MpoOTOKOJ WM BbIIUCKA U3 MpoTokoia 3acenanus LIOK (
OK) opranuzanum.

[lepeueHb cocTaBISIETCS B IBYX SK3EMILLIpaAX, rmocie yreepxkacHus J1IK mectHoro
UCIIOJIHUTEILHOTO OpraHa (pecnyOJIMKaHCKOrO TOCyAapCTBEHHOTI'O apXuBa) OJUH
AK3EMILISIP BO3BpAIAE€TCA OpraHU3alluu, a JPYroldl — ocTaeTcsi B roCyAapCTBEHHOM
apXuBe.

62. DOkcmepTH3a IEHHOCTH HAyYHO-UCCIENOBATEIbCKON W
NaTEHTHO-JIMLIEH3NOHHOW JTOKYMEHTAllUU MPOBOJUTCS B OJUH 3Tal 0€3 COCTaBIICHHUS
HEPEYHS.

63. Ha BTOpOM 3Tame 3KCnepTu3€ LNEHHOCTH MOABEPrarOTCS IMPOEKTHBIE,
KOHCTPYKTOPCKHE U TEXHOJOTMYECKHE TOKYMEHTBI, BXOJSIIME B COCTAB MPOEKTOB,
U3JIEINI, BKJIIOYEHHBIX B IIEPEUYECHb.

64. OnucH ea COCTABISIIOTCS OTAEIbHO HA KaXKAbId BHJI HAYYHO-TEXHUYECKOU
JOKYMEHTAIUH (mpoekTHas, KOHCTPYKTOpCKas, TEXHOJOTUYeCcKasl,
HAy4YHO-UCCJIEI0BATENbCKAs, NaTEHTHO-TULEH3UOHHAs) U UMEIOT CaMOCTOSITEIbHBIN
HOMEp, K KOTOpoMy mo0aBiseTcs UUGPOBOW HHIEKC, ONPENCNAIOUIUA BUJ
HAyYHO-TEXHUYECKON JOKYMEHTALIHNH.

OIHOBPEMEHHO OCYIIECTBIISIETCS BBISBICHUE JHOKYMEHTOB, HE HMEIOIIHUX
HAy4YHO-UCTOPUYECKON LIEHHOCTH W YTPATUBIIUX MPAKTUYECKOE 3HAYEHUE C LIEJIbIO
BBIJICJICHUS UX K YHUUTOKEHUIO.

65. [lo XKUIMIIHO-TPAXJAHCKOMY CTPOUTENbCTBY Ha MOCTOSIHHOE XpaHEHUE
O0TOMPAIOTCSI MHAUBHIyaJIbHbIE IPOEKTHI 3JaHI, COOPYKEHUI, B KOTOPBIX OTPAKEHBI
OpPUTHUHAJbHBIE  APXUTEKTYPHO-IUIAHUPOBOYHBIE,  KOHCTPYKTHUBHBIE U
ApPXUTEKTYPHO-XY10)KECTBEHHBIE OCOOCHHOCTH.



N3 cepuil TUNOBBIX MPOEKTOB MEPEIAIOT HA MOCTOSHHOE XPAaHEHUE TUIIOBBIE
MPOEKThI, HanOOJIee YaCTO NMPUMEHSEMbIE B MPAKTUKE C YUYETOM MPOTPECCUBHBIX
METOJOB CTPOUTEIIBHOTO MPOCKTUPOBAHUS.

Cpenu NMpOEKTOB-TIPUBS30K ISl CTPOUTEILCTBA 3JIaHUN M COOPYKEHHH Ha
NOCTOSIHHOE XpPAaHEHHME IOCTYINAIOT MPOEKThI, pa3padOTaHHbIE IJIs 30H CJIOKHOTO
IE0JIOTUYECKOTO CTPOECHUSI U MOBBIIIEHHONW CEHCMUYHOCTH, B KOTOPBIX MPUMEHEHBI
OpUTMHAJIbHBIC PEIICHUS UHXXEHEPHBIX BOIIPOCOB.

N3 skcniepuMeHTalbHBIX MPOEKTOB HAa MOCTOSHHOE XPAHEHUE MEepeaaroTcCs
MPOEKTHl IIAHUPOBKU M 3aCTPOUKU IKCIIEPUMEHTAIBHO-IOKA3aTEIbHbBIX MOCEIKOB,
CEJIbCKUX HACEJICHHBIX MECT, TPOEKTHI KUJIBIX M OOIIECTBEHHBIX 3/IaHUN.

66. Ilpu BbIOOpE OOBEKTOB MPOMBIILIEHHOTO CTPOUTEILCTBA YUUTHIBAIOT
cnenuUKy MPOMBIIIIICHHOTO MPOSKTUPOBAHUS, KOTOPOE SIBIISCTCS WHINBHUTYATHbHBIM,
a TaKXe XapakTepusyercs 00JbIIUM 00bEMOM 00BEKTOB PEKOHCTPYKIIUH.

[Ipu BrIOOpE MHAMBUIYATbHBIX MPOEKTOB HA MOCTOSIHHOE XpaHEHHUE OTOUPAIOT
KpyIHBbIE OOBEKTHl U KOMIUIEKCHI, SIBISIONIMECS BEAYIIMMU B OTPACISAX dKOHOMHUKH
cTpaHbl. B oTAenbHBIX Ciiydasx oTOOpy MojyiekaT HeOOJbIIMe O0BEKThHI, UMEIOIINE
OpUTHHAJILHBIE 00BEMHO-TUIAHUPOBOYHBIC PEIICHUS, B KOTOPHIX YYTCHBI HOBEHIIIHE
OTEUYECTBEHHbIC U 3apyOEIKHBbIC HAYUHO-TEXHUYECKHUE JOCTHKCHUS, IPUMEHEHBI HOBBIC
CTPOUTENbHBIC MaTepHalbl, HOBBIE BHABI OOOPYJOBAaHHS W TMPOTPECCHBHBIC
TE€XHOJIOTUYECKHE MPOLIECCHI.

67. I3 mpOEKTHON NOKYMEHTAIMHU 10 BOJOXO3SIMCTBEHHOMY CTPOUTEIBCTBY Ha
NOCTOSTHHOE XpaHEeHue OTOUparoTcsi OOBEKThl KPYMHBIX BOJOXPaHUIIMIII,
MarucTpajibHbIX KaHAJIOB, HACOCHBIX CTAHIIUH.

68. N3 mpoeKTHON NOKYMEHTAIMU M0 PEKOHCTPYKIMU UCTOPUYECKOW 4YaCTH
TOPOJIOB U PECTaBpallMK MaMATHUKOB apXUTEKTYPHI U CaJI0BO-MTAPKOBOI0 UCKYCCTBA Ha
MOCTOSTHHOE XPaHEHUE MOCTYNAlOT:

1) MpoOeKTH MIAHUPOBKU U 3aCTPONKHU TOPOJOB C MAMATHUKAMH HCTOPUU U
KYJBTYPBIL;

2) IPOEKTHI OXPaHSIEMbIX TEPPUTOPUN MAMSTHUKOB UCTOPUHU, APXUTEKTYPHI U
OPUPOAHOTO JaH adTa;

3) mpOEKTHI MIaHUPOBOK LIEHTPATBHBIX (MCTOPUUYECKUX) PAHOHOB rOPOJIOB;

4) MPOEKTHl peCTaBpallUd U BOCCTAHOBJICHUS apXUTEKTYPHBIX MaMSATHUKOB U
NaMSTHUKOB Ca/I0BO-IIapPKOBOI'0 UCKYCCTBA.

69. CocTaB NMPOEKTHOMN JOKYMEHTAI[UU, OTOMpPaeMON Ha MOCTOSHHOE XpaHECHHUE,
3aBUCHUT OT MPAKTUKH Pa3pabOTKH MTPOCKTOB B pa3HbIC XPOHOJIOTHUECKUE TICPUOII.

Ha nocrosiHHOE XpaHeHue MocTynaeT paboyasi JOKYMEHTALIHSL.

70. ITpu oTOOpe KOHCTPYKTOPCKOM JOKYMEHTAIIMM BHUMAHHE YICISIETCS Oa30BbIM
MOJIEJISIM, YHUKAJIbHBIM U3JIEJIUSIM, TOJIOBHBIM 00pa3liaM CepuiHOTO Ipou3BoAcTBa. M3
MoAu(pUKaAIUA OTOUPAIOTCS T€, KOTOPBIE PEACTABISIOT COO0M HOBYIO MOJIETIb.



71. Ha cragum "TexHr4ecKoe MpeaioxKeHne" Ha MOCTOSHHOE XPAHEHHE TOCTYIIAeT
MOSICHUTENbHASl 3allMCKa U BEJOMOCTb TEXHUYECKOTO MPEIJIONKEHHs, Ha crtaauu "
ACKU3HBIN MPOEKT" — MOSICHUTEbHAS 3aMIUCKA U BEIOMOCTb 3CKU3HOT'O MPOEKTA.

[lepenaua JOKyMEHTOB Ha MOCTOSTHHOE XpaHEHUE HA ATUX CTaJUSIX JOMYCKaeTCs
IpH pa3pabOTKe 0CO00 CIOKHBIX U3EIUN.

72. Ha ctanguu "TeXHUYECKUH MPOEKT" Ha MOCTOSAHHOE XpPaHEHUE MOCTYMNaIOT

CJIEAYIOIINE BUJIbI JOKYMEHTOBR:
1) mosicHuTENbHAS 3AIMCKA,
2) BEJOMOCTh TEXHHUYECKOTO MPOCKTA;
3) uepTex oOIIero BUIA;
4) TeXHUYECKHE YCIOBUS HA U3TOTOBJIEHUE 00Pa3II0B U3JEITHH.
73. Ha cranguu "pabodasi TOKyMEHTaIUs'" Ha MOCTOSTHHOE XPaHEHUE TIEPEIAl0TCS
1) yepTexu obiero Bujaa yHUGUIIMPOBAHHBIX y3JIOB;
2) rpyIIoBOil KOHCTPYKTOPCKUN JOKYMEHT;

74. Yeptexxku neralieil MOCTYNAOT HA MOCTOSHHOE XPAaHEHHUE TOJBKO B Clydae
HOBHU3HBI U1 OPUTUHAJILHOCTH KOHCTPYKIIUH.

75. DkcnepTu3a LEHHOCTH TEXHOJOTMYECKOMW NOKYMEHTAlMH aHaJOoTu4yHa
METOUKE IKCIEPTU3BI ICHHOCTH KOHCTPYKTOPCKOM JOKYMEHTAIIUH.

[Tpu oT60ope 06BEKTOB HA MOCTOSIHHOE XPAHEHHE HEOOXOUMO YIUTHIBATH:

1) creneHbp aBTOMAaTHU3alMKM, MEXAHU3ALUUU U TUMHU3ALUA TEXHOJIOTHYECKHUX
IPOLIECCOB;

2) OpPUTHMHAJIBLHOCTh U YHUKAIBHOCTh WHIUBHUAYAJIBHBIX TEXHOJIOTHYECKUX
POLIECCOB;

3) MacmTaOHOCTh MPUMEHEHHUSI KaXKJA0T0 U3 ATUX MPOIIECCOB U X SIKOHOMUYECKYIO
3 PEKTUBHOCTD.

76. Ilpu sKcrepTH3e LIEHHOCTH TEXHOJOTMYECKON JOKYMEHTAIlMU Ba)KHOE
3HAYEHHUE UMEEeT JOKYMEHTAIlMs Ha cTaauu "paboyas JOKyMeHTauus'", a Takxke Ha
cTtanusx "ombITHBIM oOpazen’, "ycraHoBouyHas cepus', €Clid Ha JAHHBIX CTaAUsIX
coJiep KaTcsi OpUTMHAIIbHBIE TEXHUYECKHUE PEIICHUSI.

77. OCHOBHBIMHM TE€XHOJIOTUYECKUMHU JOKYMEHTAMHU, MOJJICKAUMMHU TIepeaue Ha
MOCTOSIHHOE XpaHEHUE, SBIISIOTCS:

1) mapuipyTHasi KapTa, KOMIJIEKTOBOYHAsI KapTa, BEIOMOCTh TEXHOJIOTHYECKUX
JIOKYMEHTOB, BEJIOMOCTb TEXHOJOTHYECKHUX MAapIIPYTOB, BEAOMOCTH COOPOUHBIX
€UHUI] K TUTIOBOMY (TPYHIIOBOMY) TEXHOJIOTUUECKOMY Mpolieccy (omneparun);

2) BEIOMOCTh COOPKH H3/ICIIHS;
3) BemoMoCTh 000pYA0BAHMS, KapTa TEXHOJIOTMYECKOT0 MPOoIecca, KapTa TUIIOBOTO
(TpynmoBOT0) TEXHOJIOTHYECKOTO MPOIECCa;

4) MOCTOSTHHBIN TEXHOJIOTUYECKUN PETJIAMEHT BEIIECTB, MPOIYKTOB, JEKAPCTB U

MUKPOOPraHU3MOB, J1Ta00PATOPHBIA TEXHOJOTMYECKHUI PErIaMeHT, TEXHOJOTUUYECKUE



MHCTPYKIUH I10 SKCIIEPUMEHTAJIBHOMY IIPOU3BOJCTBY OIBITHBIX MMAPTUIN MPOAYKTOB U
JIEKapCTB;

5) TEXHOJIOTHYECKUE PEKOMEHIALMY 10 U3TOTOBJICHUIO HOBBIX BUIOB IIPOIYKTOB,
JI€KapCTB;

6) TEXHOJOTMYECKHE KapThl U OMUCAHMS TEXHOJIOTMU IOJYyYEHUS BEIIECTB,
NPOAYKTOB, JIEKAPCTB M MHUKPOOPTAaHU3MOB, CBOJHBIE TEXHOJOTMYECKHE (
IPOU3BOJICTBEHHO-TEXHOJOTUYECKUE)  CXEMbl,  pEeLeNnTypa, perjiaMeHThI,
PEKOMEHJAIMKU IO TEXHOJIOTMYECKUM IIPOLIECCaM;

7) HOPMBI TOITYCKOB OTKJIOHEHUN OT TEXHOJOTUYECKHX PEKUMOB IIPOU3BOICTBA,
TEXHOJOTMYECKHUM MaclopT, KapTa ypOBHs KauecTBa aTTECTyEMOM NPOAYKIIUH;
8) CBOJHBIE OTYETHI O COOTBETCTBUH HOBBIX MPOAYKTOB U JIEKAPCTB TPEOOBAHUSAM
MEXTYHAPOIHBIX U OTE€YECTBEHHBIX CTAH/IAPTOB;
9) TexHoyiorM4YecKrue (TEXHUYECKHE) XapaKTEPUCTUKU U PacUeTHBIC JAHHBIE IO
00paboTKe U cOOpKE U3EIHIA;

10) cBonHBIE pacueTsl MOBEPXHOCTEH, IUIOMIAAECH U IPYTrUX F€OMETPUUYECKUX
XapaKTEPUCTHUK, U3TOTOBJISIEMbIX U3/I€TUH, TEXHUKO-IKOHOMUYECKas XapaKTepUCTHKA
000pyAOBaHUs, aTbOOMBI TEXHOJIOTMUYECKUX MPOLECCOB, KOMIUIEKTHI CHEIUATbHOIO
TEXHOJIOTUYECKOTO 000pyJ0BaHUs (MPUCIIOCOOIECHUSI, UHCTPYMEHTHI, IITAMIIbI),
KOMIUIEKT NIEPEHAIAXKNUBAEMON YHUBEPCAIBHOW OCHACTKH.

78. OTOOpYy Ha MOCTOSIHHOE XpPaHEHHE MOJICKUT HAyUHO-UCCIE0BaTEIbCKas
JOKYMEHTalUs M0 MpobiieMaM, OTHOCAIIMMCS K (PyHIAMEHTAIbHBIM U MPUKIATHBIM
UCCJIeIOBAHUSIM, MTO3BOJISIONIUM CYJIUTh 00 YpOBHE Pa3BUTHs HAyKH B JaHHOU 00JacTu

79. Ha nocTosiHHOE XpaHEHUE MOCTYNAIOT:

1) 3amanust U TpeOOBaHUS HA BBHINOJHEHUE HAYUYHO-HCCIEIOBATEIbCKUX U
ONBITHO-KOHCTPYKTOPCKUX PadOT, BKIFOUEHHBIE B TOCY/IAPCTBEHHBIEC, MEXKAYHAPOIHBIE
, MEXXOTpaciieBble MPOTPAMMBI;

2) STanHble U MPOMEKYTOUHBIE OTUYETHI, UMEIOIINE CaMOCTOSITEIbHOE 3HAUEHUE,
cojiepkaiue HHPOpMaIUI0, UMEIOIYI0 HayYHO-UCTOPHUYECKYIO LIEHHOCTh M HE
MOBTOPSIOIIYIOCS B IPYTUX JOKYMEHTAX, @ TAK)XKE COCTaBJICHHbBIE BUAHBIMU JCATEISIMU
HAyKU U TEXHUKHU;

3) oT4eThl MO 3aKOHUYEHHBIM TE€MaM Hay4YHO-HCCJIEOBATEIbCKUX,
OMBITHO-KOHCTPYKTOPCKUX, OMBITHO-TEXHOJIOTUYECKUX u
AKCTIIEPUMEHTAILHO-TTPOCKTHBIX padoT;

4) cBOJHBIC TOOBBIC OTUETHI O HAYYHO-UCCIIEIOBATEILCKUX paboTax, coaepKamue
UTOTOBYI0, 0000IIEHHYI0 HH(POPMAITHIO;

5) pykomucu MoHOTpaduid, CTaTeH, TUCCEPTAIIMU HA COUCKAHUE YUEHBIX CTEMEHEH,
aBTOpedeparhl.



80. Ha mocrossHHOEe XpaHEHHE OTOMPAIOTCS PAacCCMOTPEHHBIE 3asBKU Ha
n300peTeHus (OTKPBITUA), N0 KOTOPHIM MPHUHATHI PEIICHHUS O BbIJau€ aBTOPCKOTO
CBHUJCTEILCTBA (TTaTEHTA).

81. 13 paccMOTpeHHBIX 3aBOK Ha MpeanoaraeMble n300peTeHus (OTKpbITUS), IO
KOTOPBIM MPHUHSTHI PeLIeHUs] 00 0TKa3e B BblIaye aBTOPCKOTO CBUAETEIHCTBA (MTaTeHTa
), Ha IOCTOSIHHOE XpaHEHHE OTOMPAIOTCA TE€ 3aiABKM, B KOTOPBIX COJEpXKaTCs
palMOHAIbHBIE HAYYHO-TEXHUYECKUE PEIICHHUS.

82. Ha nocTosiHHOE XpaHeHue OTOMpParOTCsl 3aKOHYEHHBIE PACCMOTPEHUEM 3asiBKU
Ha TOPOMBINUIEHHBbIE O00pa3lbl, MO KOTOPHIM MPHUHATHI PEUICHUS O BbIIaye
CBHJIETEJIbCTBA WM MareHTa. IlepenaroTcs TakKe 3aKOHYEHHBIE PACCMOTPEHUEM
3asBKM Ha MPOMBIIUICHHbIE 00pa3Lbl, 0 KOTOPHIM MPHUHATHI pelieHus: 00 oTKaze B
BbI/1aU€ CBUJIETEIBCTBA WM [TATEHTA, ECIIH:

1) oHM NO/1aHBI BBIAAOIIUMHUCS JESITENAMU HAYKU U TEXHUKH;

2) OHU COJIepP>KAT OPUTMHAIBHBIE XYA0KECTBEHHO-KOHCTPYKTOPCKUE PEILICHHUS;

3) uX aBTOPbI HArpaXKACHbI AUMJIOMAaMHU, MEIATISIMU U IPEMUSIMU HA BBICTaBKaXx.

ITaparpad 6. ITopsanok ¢popmupoBanusa 1 06paboOTKH A€l ¢
HayJIHO-TEXHUIECKOX JOKYMEHTAIHUEH

83. Jleno ¢ HayYHO-TEXHUYECKON JIOKYMEHTanue hopMHUpPYETCs U3 JOKYMEHTOB,
OTHOCSIIUXCA K OJHOW CTaJuH, OJHOMY OCHOBHOMY KOMILJIEKTY, TeMe (COOpOYHOM
equHune). JJOKyMeHTbl OJHOM CTaauH, OJHOIO OCHOBHOI'O KOMIUIEKTa, TE€MbI (
cOOpPOUYHOM €IMHMIIBI), 3HAYUTEIBHBIX 10 00bEMY, COCTABIISIOT HECKOJIBKO JIE.

84. Ilpn Hay4HO-TEXHUYECKON 00pabOTKE TOKYMEHTOB MPUMEHSIETCS KapTOUYHBIMI
croco0 X OMUCaHUs U cucTeMaTu3anuu. Ha kapTouky 3ammchIBaroT:

1) pabounii HOMep aAena, KOTOPBIM 3amMcaH KapaHIallOM Ha OOJOXKKe
OMUCBHIBAEMOTIO JIENIa;

2) ourmanbHOe HAMMEHOBaHUE OpraHU3aAlUU-Pa3pabOTINKA;

3) Ha3BaHue MpoekTa (pa3paboTKU, TEMbI HAYYHO-UCCIICTOBATEIHLCKONW PabOTHI),
HOMep 00BbeKTa (IPOM3BOACTBEHHBIN MG, 0003HaAUEHHE, HOMEpPA TEMbI, OXPAHHOTO
JIOKYMEHTAQ);

4) Ha3BaHME OCHOBHOI'O KOMILIEKTa (COOPOYHON €MHUIIBI), €r0 MAPKU;

5) bamunuio pykoBoauTens (aBTopa, aBTOPOB) TEMBI, TPOEKTA;

6) TOJl OKOHYAHUS Pa3padOTKH;

7) KOJIMYECTBO MPOHYMEPOBAHHBIX JUCTOB.

KapTrouku cucTtemMaTusupyroTcsi B COOTBETCTBUM C MPUHATOU CXEMOU
CUCTEMATHU3aLIUU JIE] B OIHUCH.

85. HayuHo-TexHuueckas JOKyMEHTAalUsl, IepelaBacMasi Ha OCTOSIHHOE XPAHEHHE

, TIOJJIEKUT TIOJIHOMY O(DOPMIICHHUIO:



1) dbanpiioBKE YepTEXKEI;

2) noAmuBKe (MEPEerieTy) TEKCTOBBIX IOKYMEHTOB;
3) Hymepaluu JIMCTOB;

4) cocTaBJICHUIO 3aBEPUTEIIbHBIX JIUCTOB;

5) opopmieHUIO0 00JIOKEK L.

86. I'padpuueckrie TOKYMEHTHI NMOMEIIAIOTCS B MAaNKA C TpeMsl KiamaHaMu U
3aBsi3kaMu. B kaxpoe neno BKIodaroTcs He Oosiee 50 JHUCTOB uepTekeil, YCIOBHO
npuBeAeHHBIX K (opmaty A4 (297X210 mMm), mpu TONIIMHE Jefa HE Oojee
TpPEeX-4ETHIPEX CAHTUMETPOB.

IMTaparpa¢ 7. Ilopsanok mpoBeACHNS SKCOEPTU3H EHHOCTH ayAHOBU3YAIbHOH
JOKyMEHTalluy

87. Ilpu mpoBeaeHUH SKCHEPTU3bl IIEHHOCTH U OTOOpE ayJIuOBH3yaJbHBIX
JOKYMEHTOB Ha XpaHEHHUE YUYUTHIBACTCS TOJHOTA U CTETIEHb COXPAHHOCTH KOMILJIEKTA
ay/IMOBU3yaJIbHOTO JIOKYMEHTA, HAJIMYUE U KaueCTBO TEKCTOBOW CONMPOBOAMTEIIBHON
JOKYMEHTAIlMM, BO3MOXXHOCTh HAy4YHOTO M MPAKTUYECKOTO HCIOIb30BAHMUS
ayIMOBU3YaIBHOTO JOKYMEHTa, a TakKe peHIaloTcsi BOMPOCHI MOBTOPSIEMOCTH
uHpOpMaINH, TyOJETHOCTH, MOTJOMIEHHOCTH W BAapPHAHTHOCTH ayJIHMOBHU3YaIbHBIX
JOKYMEHTOB.

N3 ny6neTHBIX ayAMOBU3yalbHBIX JOKYMEHTOB Ha rOCYJIapCTBEHHOE XpaHEHUE
OTOMpAlOTCs ayJIMOBU3yaJbHBIE JOKYMEHTHI, UMEIOIIHNE OOJiee BBICOKOE KaueCTBO
U300paK€HUsI, 3alUCH, IUICHKH, paclojlaraloliue HeoOXOJUMBIM KOMIUIEKTOM
UCXOJHOr0 MaTepHasa U COMPOBOAUTENBHOM (JIJ11 KHHOJAOKYMEHTOB).

[Tornomennpie KHHOPOHOAOKYMEHTHI HE PACCMATPHUBAIOTCS 000COOICHHO, TaK Kak
KMHOKAJAPbl U pparMeHThl (H)OHOJOKYMEHTOB HECYT Oylarofaps MOHTaXy pPa3IMYHYIO
CMBICIIOBYIO HAarpy3Ky M HE HUMEIOT CaMOCTOSTeNbHOro 3HaueHus. Ux cuemyer
aHaTM3UPOBATh BO B3aUMOCBS3M CO BCEM OCTAIBHBIM MaTEpHUAIIOM KHHO-
($hOHOTOKyMEHTA.

N3 HeckonabkuX BapuaHTOB (POTO U (POHOJOKYMEHTOB, HMEIOIIMX
HAyYHO-HCTOPHUYECKYI0 U KYyJIbTYPHYIO II€HHOCTb, Ha TOCYJapCTBEHHOE XpaHEHHE
NPUHUMAIOTCS JJOKYMEHTBI, OTIMYAIONMecs 00Jee MOJHBIM COACpKAHUEM, JIYUIIIUMHU
KOMITO3UIIMOHHBIMY, I[BETOBBIMH PEIICHUAMH W YIAOOHBIM JIS WMCIOJIh30BaHUS
pazmepoM (117151 GOTOTOKYMEHTOB).

88. B mpouecce mnpoBeaeHHS IKCOEPTU3BI ILEHHOCTH BBISABISIOTCSA
ayJIMOBU3YaIIbHBIE JIOKYMEHTHI, UMEIOIIHE KaKUe-TH00 MOBPEKICHNUS.

[Ipu oOGHapyxeHun AeheKTOB, 0OCOOEHHO XUMHUKO-OHOJIOTHYECKOT0 XapakTepa (
MOKEJITeHHEe, TJIECHEBEHHE, OTCIauBaHUE AMYJIbCUHU), TPOBOAUTCS KOHTPOJIb BCEX



ayJIMOBU3YAIBHBIX JOKYMEHTOB JAHHOTO ToJa IPOU3BOJICTBA, XPAHAIIUXCS B
OJIMHAKOBBIX YCJIOBUSIX.

AynuoBu3yajbHbIC JTOKYMEHTBI, HMCIOIMHE AS(PEKTHI, IOJBEPraroTCs
pecTaBpaiioOHHO-TTPOGUIIAKTHYECKON 00paboTKe B COOTBETCTBUHU C TpeOOBaHUAMHU
OTpaCJIEBBIX HOPMATHBOB, PETVIAMEHTHPYIONTUX MOPSAIOK MPOBEACHUS ITUX PadOT.

89. AyIMoBH3YyaJIbHBIE TOKYMEHTHI, OTJIOXKHUBIIKECS B nepuoja A0 1922 roxa
BKJIIOUMTENbHO, K YHUUTOXXEHUIO HE BBIJICTSAIOTCA. Y HUUTOXKEHHUE ayIMOBU3YaJIbHbBIX
JIOKYMEHTOB, OTJIOKMBIIUXCS B nepuoa ¢ 1922 mo 1945 roa BKIOYHUTENBHO,
OCYILIECTBIISIETCS C pa3pellIeHUsl YIIOJTHOMOUYEHHOTO opraHa B cepe apXUBHOTO Jea.

IMTaparpa¢ 8. ITopsanok mpoBeACHN SKCOEPTU3H EHHOCTH 3JICKTPOHHBIX
JOKYMEHTOB

90. DnexTpoHHBIE JOKYMEHTHI, 00pa3yroluecs B JeATeIbHOCTH OpraHu3alliy, B
3aBUCUMOCTH OT BBINOJHSAEMBIX €10 3374 U (DYHKIMI NOApa3aessItoTCs Ha:
1) pEKTPOHHBIE YIIPaBICHYECKUE JOKYMEHTHI;
2) SNIEKTPOHHBIE ayAMOBU3YAJIbHBIEC TJOKYMEHTBHI;
3) BAEKTPOHHBIE HAYYHO-TEXHUUECKUE JOKYMEHTBHI;

4) cneuududeckrue MHPOPMAIIMOHHBIE PECYPChl, HE MUMEIOIIUE aHAJIOrOB Ha
OYMa)KHBIX HOCHUTEISX (JIEKTPOHHBIE KaTaCTPhl, PETUCTPHI, peeCTphl, 0a3bl U OaHKU
JAHHBIX, THTEPHET-MyOJUKAIIUU U TOMY TI0JI00HOE).

91. OT6op Ha rocynapCTBEHHOE XpaHEHHUE AJIEKTPOHHBIX YINPABICHUYECKHX,
ay/IMOBU3YAJIbHBIX U HAYYHO-TE€XHUYECKUX JTIOKYMEHTOB IPOBOJUTCA HA OCHOBE
KPUTEPHUEB, MPUHATHIX JIJIS UX aHAJIOTOB HA TPATUIIMOHHBIX HOCUTEIISX.

Crnennduyeckue nHPOPMAIIMOHHBIE PECYpPChl OTOMPAIOTCS Ha TOCYIapCTBEHHOE
XpaHEHHE Ha OCHOBAHUU CIIETYIOLIUX KPUTEPUEB:

1) momHOTa KOMIUJIEKTOBAaHUS JAHHOTO MH(POPMAIMOHHOTO pecypca, TO €CTh
COOTHOLIEHHE WH(OpMaLUM, UMEIONICICS B COCTaBE JTaHHOTO WHQPOPMAILIMOHHOTO
pecypca, ¢ oommm o6bemMoM uHbopManuu, nmeromelics B Pecmy6nmke Kazaxcran mo
JAHHOMY KJIACCy MPEIMETOB WIH SBJICHU;

2) 1OCTOBEPHOCTh MH(POPMALIHH;
3) yHUKAJIBHOCTh MH(POPMAIIMOHHOTO pecypca, ornpesesseMas cucteMoi coopa
uH(popMaLuy;
4) cornmanbHas 3HAYUMOCTh HH(POPMAIIMOHHOTO pecypca.

I'nmaBa 3. XpaHeHne OKyMEHTOB apXHUBa OpraHU3AI[UI

IMaparpa¢ 1. ITopsamok opraHM3aIiyi COXPaHHOCTH JOKyMEHTOB



92. Jlns obecriedeHuss COXpPaHHOCTH JOKYMEHTOB B apXHBE OpraHU3alluu
OCYUIECTBIISIOTCS CIAEAYIOIINE MEPHI:

1) no opranu3zanuu xpaHeHHs] JOKYMEHTOB, IMPEIyCMaTPUBAIOIINE CO3JaHUE U
pa3BUTHE MaTEepHATbLHO-TEXHUYECKONW 0a3bl (3aHHMEe W TIOMEIICHUS, CPEJCTBa
XpaHEHUs] JTOKYMEHTOB, 00OpyJAOBaHUE, CPEJCTBA KOMMMPOBAHUS W BOCCTAHOBIICHHUS
MOBPEKIEHHBIX JOKYMEHTOB U TOMY 1OJJ00HOE);

2) MO CO3/aHUI0 U COOJIIOJCHUIO HOPMATUBHBIX YCJIOBUM M THapamMeTpoB
BPEMEHHOTO XpaHEHHS JOKYMEHTOB (TEMIIEpaTypHO-BIaXHOCTHBIN, CBETOBOM,
CaHUTAPHO-TUTUCHUYECKUM, OXPAHHBIN PEKUMBI XpaHEHUS);

3) mpeBeHTUBHOTO Xxapakrepa (obecredeHue GU3NKO-XUMHUECKON COXPAaHHOCTH
JIOKYMEHTOB, pPETJIaMEHTAIlUs BbIJIaud IOKYMEHTOB W3 apXUBOXPAHWIIUILL, IPOBEJICHHE
MPOBEPKU HAIUYHS U COCTOSIHUS JJOKYMEHTOB, BBISIBIIEHHE 0CO00 LIEHHBIX JTOKYMEHTOB
, CO3JlaHne cTpaxoBoro ¢oHAa U (PoHIa OTB30BAHUS).

93. Cucrema mep Mo opraHu3alMy XpaHEHHUs 00ECIEUUBAET COXPAHHOCTH
JIOKYMEHTOB M KOHTPOJIb UX (DU3UUECKOTO COCTOSHUSA MPU MOCTYIUJICHUH JTOKYMEHTOB B
apXuB OpraHu3alluM, MPU UX XPAaHCHUU M Iepeaadye Ha TMOCTOSSHHOE XpPaHEHUE B
COOTBETCTBYIOLIMI IOCYJapCTBEHHBIN apxuB. [Ipu opranusannu XpaHeHust U CO31aHUN
COOTBETCTBYIOIIMX YCJIOBUU XpaHEHUS CIEAyeT YUYUTHIBaTh CHEUU(PUKY BHUIOBOTO
COCTaBa JIOKYMEHTOB U OCOOCHHOCTH UX MaTEPHAbHBIX HOCUTENCH.

94. ApxuB opranuzaiuu pa3MeniaeTcs B CeuaibHOM WX MPUCTIOCOOICHHOM JIs
XpaHEHUsl apXUBHBIX JOKYMEHTOB IMOMEILICHHUH.

95. Pa3MmeleHne apxuBa OpraHU3allMyd B MPUCIOCOOJIEHHBIX MOMEHIEHUSIX B
aIMUHUCTPATUBHOM 3JJaHUU TIPOU3BOJUTCS IIPU YCIOBUU COOTBETCTBUS TPEOOBAHUSIM
OTHECTOMKOCTH, MNPOYHOCTH KOHCTPYKIMH, CAHUTAPHO-TUTUEHUYECKUM HOPMaM,
HaJIUYUSl OTONMUTENBHBIX U BEHTUISIIUOHHBIX CUCTEM.

96. Ilomernienue A1 apXuBa OpraHU3alMU COCTOUT U3:

1) apxuBOXpaHWIHIIA IJI1 XpaHEHHUS IOKYMEHTOB;

2) KOMHATHI J1J1 pabOThI HCCIIeIOBATENCH (YUTATBHBIN 3a11);

3) pabounx KOMHAT AJis1 paOOTHUKOB apXUBa;

4) KOMHATBI JJI1 CEPBEPHOT0 M KOMMYHHKAIITMOHHOTO 000pYA0BAHMS.

PaGourie kOMHATHI Jy1s1 paOOTHUKOB U MOMEIIEHUs 1)1 pabOThI UccienoBarenei (
YUTAIBHBIN 3aJ1) U30JUPYIOTCA OT apXUBOXPAHUIIHUIILL.

ApXUBOXpaHUIININA, HE HMEIONIUE MEePETOopoJIoK OT paboyux KOMHAT,
U30JUPYIOTCSl CIENMAIIBHO YCTAHOBIEHHBIMU Teperopoikamu. Iloctoponnue nuna
JOMYCKAIOTCSI B apXMBOXPAHWIIMINA TOJBKO C pa3pelieHUs] PYKOBOAMUTENS U B
IPUCYTCTBUM PAOOTHUKA apXUBa OpTraHU3AIIMH.

97. ApXWBOXpaHUJIUINA PACIOJAraloT B OTJAJICHUH OT Ja0OpPaTOPHBIX,
IPOU3BOJCTBEHHBIX M CKJIAJCKUX TOMEIIECHUH, CBS3aHHBIX C XpaHEHUEM WJIU
MPUMEHEHUEM XUMUYECKUX BEIIECTB WJIU MHUIIEBBIX MTPOTYKTOB.



ApXUBOXpaHUIUIIA 000PYIYyIOTCS OCHOBHBIMHU CPEJICTBAMHU MOXKAPOTYLICHUS U
rapaHTHUPOBaHbl OT 3aTOIUICHMs. Pa3menieHne B HUX Ta30BBIX, BOJONPOBOIHBIX,
KaHAJIM3AI[MOHHBIX U IPYTUX MAaruCTPalbHBIX TPYOOIIPOBOJIOB HE AOITYCKACTCS.

98. HapyxHble JIBepu MOMEUIEHUN apxuMBa OpraHU3alMu OOMBAIOTCS
METANTUYECKUM JIMCTOM U UMEIOT MPOYHBIE 3aCOBBI. APXHMBOXpaHUJIHUINA B pabouee
BpeMs 3aKpbIBalOTCA Ha KJo4. B Hepabouee BpeMs Bce NOMEIIEHUS apXHBa
oIeyaThIBalOTCs WK mioMOupyrotcs. [leyars (mmomOup) BMecTe ¢ KIr04aMu CAA0T Ha
XpaHEHHUE JEXKYyPHOMY II0 OpraHHU3alMM, OXPAHE WJIM B YCTAHOBJIEHHOE IpaBUIIaAMU
BHYTPEHHETO PACTIOpsAIKA MECTO.

BBIHOC TOKYMEHTOB U3 apXyBa OpraHU3alU 3a IIPEAEbl 34aHus OCYLIECTBIACTCS
TOJBKO IO CIEIUAJIbHBIM MPOIYCKaM B MOPSAKE, YCTAHOBIEHHOM PYKOBOJHTEIEM
OpraHHU3aLNH.

99. [lomermieHns apxuBa OpraHu3aluy 000PYIYIOTCS OXPAaHHOM CUTHAIN3ALMEH.
Ha oxna, pacnonokeHune KOTOpBIX IO3BOJISIET IOCTYN HW3BHE, YCTAHABIMBAIOT
METAJUNINYECKHUE PEIIETKH.

100. B apxuBoxpaHMIMIIAX HPOKJIAABIBAECTCS CKPBITAs AJIEKTPOIPOBOJKA,
HITETICENIbHBIE PO3ETKU UCIOJIb3YIOTCS TOJIBKO B TEPMETUYHOM HcHOIHeHUH. O01mue u
NO3Ta)KHbIE pyOUJIBHUKY PACTIONaraloT BHE MOMEIIEHUN apXUBOXPAHMUIIUILLL.

101. B cucreMax u cpeacTBax MoKapoTyIICHUS TOMEIIEHUN apXUBa OpraHu3alun
IPUMEHSIOT HEUTpaJIbHbIE, O€30I1acCHbIE JUIsl JOKYMEHTOB BEIIECTBA.

102. B apXuBOXpaHUIIMINAX HUCKIIOYAETCS NMPUMEHEHHUE OTHSI, HArPEBATEIIbHBIX
IpruOOPOB.

ITaparpad 2. ITopsanok pacCTaHOBKH M XpaHEHHA Jell

103. JokyMeHTbl B apXMBOXpAaHWJIMINAX pa3MEUIAIOTCS B MOPSIKE,
o0ecrneunBaroIIeM UX ONEPATUBHBIN MOUCK B COOTBETCTBUU C YUETHBIMU JOKYMEHTAMHU
[Topanok pacroJioKeHus el B apXHWBE OIpeaessieTcss IJIaHOM (CXeMOW) HX

pa3MelleHus.

104. ApxuBOoXpaHWIHINA O000PYIYIOTCS OCHOBHBIMHU CPEICTBAMHU XpaHEHUS (
CTallMOHAPHBIMUA WJIH MEPEIBUKHBIMU METANTMYECKUMU cTelaxaMu). Jlomyckaercs
IPUMEHEHUE JEPEBSIHHBIX CTEIUIAXKEH MPHU yCIOBHH 00pPabOTKM MX OTHE3AUTHBIMU
cpeacTBamMu. B kadecTBe BCIOMOTAaTEIbHBIX CPEJICTB XPaHEHHUS JOKYMEHTOB
NPUMEHSIIOT METAJTHYECKHE mKadbl, CEUPHI.

Jns xpaneHus: GOHO U BUJICOJJOKYMEHTOB CTEJUIAXKH W3TOTABIMBAIOTCS U3
He(eppOMarHUTHOrO MaTepuarna.

105. Cremnaxku ycCTaHABIMBAIOT MEPHNEHAUKYJISIPHO CTE€HAM C OKOHHBIMU
npoemMaMu, a B MOMEIIEHHUSIX 0€3 OKOH — C y4eTOM OCOOEHHOCTEH MOMelIeHUuH U



000pyI0BaHUs, UCKITIOUAETCS Pa3MEIlEHHUEe CPEACTB XPaHEHHUS BIUNIOTHYIO K HApY>KHBIM
CTEHaM 37[aHus U UCTOYHUKaM Tera.

PaccraHoBka CpenCTB XpaHEHUsI OCYUIECTBISIETCS B COOTBETCTBHHU CO
CJIEIYIOIMMU HOPMAaMH PaCCTOSTHUM:

1) Mexny psaamu cremiaxei (rmaBHbId npoxon) — 120 cwm;

2) Mex Iy cremtaxkamu (mpoxon) — 75 cm;

3) Mexly Hapy>KHOW CTEHOMW 3JaHUS U CTEJIaXKOM, MapajliedbHbIM HapyKHOU
cTeHe — 75 cMm;

4) MeX1y CTEHOU U TOPIIOM CTeJuiaxka Ui mkada (cefida) — 45 cwm;

5) MeXIy MOJIOM M HUKHEH MOJIKOM cTeaxa win mkada (ceiida) — He menee 15
CM, B IJOKOJIBHBIX 3TaxkaX — He MeHee 30 cM.

106. JlokyMeHTHI pa3MemarT Ha cTeianaxkax, B mkadax (ceidax) c
UCIIOJIb30BAHUEM TEPBUYHBIX 3aIIUTHBIX CPEJICTB XpaHEHUs (ApXUBHBIX KOPOOOK,
NanokK, CueluaibHbIX (QYyTISPOB, NAKETOB U TOMY IMOJIOOHBIX) B COOTBETCTBUU C
BUJaMU, GOPMATOM U APYTUMH BHEITHUMH OCOOCHHOCTSIMH JIOKYMEHTOB.

107. Hdena ¢ ympaBji€HYECKOM TOKyMEHTalued Ha OyMaKHbIX HOCHUTEIISX
uH(bOpMAaIH pa3MENIAIOT B KAPTOHHBIX ApXUBHBIX KOPOOKaX, Marnkax Uil CBSA3KaX.

B 3aBucumoctu ot 060pyoBanus U (OPMATOB UYEpPTEKEH HAYUHO-TEXHHUUECKAs
JOKYMEHTAIIUSI MOKET XPaHUTHCS B Pa3BEPHYTOM, CIIOKEHHOM WJIM MUHOM BHJIE.

108. KHHOIOKYMEHTBI UMEIOT 3alIUTHBIE pakopabl. JUIMHA HAYAJIBHOTO pakopaa
COCTaBJIsieT 3 MeTpa, JJIMHA KOHEYHOro pakopna — 1,5-2 merpa. Ha HavanbHbIE M
KOHEYHBIE paKkopibl HaHOCUTCS mU(poBKa. KHHOTOKYMEHTHI TUIOTHO HAMATHIBAIOTCS B
PYJIOH Ha CepJeYHUKU (POTOrpapUUECKUM CIIOEM HAPYKY, 0€3 BBICTYNAIOIINX BUTKOB
Ha Toplax pyJioHa. HanpaBneHne HaMOTKHM — ¢ KOHIIAa HAa HAYaJlo.

DOHOJOKYMEHTHI HA MAarHUTHOM JIeHTE 0(OPMIIIOTCS PAKOPJaMHU Pa3HOTO LIBETA B
3aBHCUMOCTH OT CKOPOCTH BOCHpOU3BeAeHUsS 3anucu. Ha HavanbHbBIA pakopia C
Hepaboueil cTOPOHBI HAHOCHUTCS MHUGPOBKa. JJOKYyMEHT HaMaThIBA€TCS Ha CEPJICUHUK
pabounM cioeM Hapyxky (C BBICOTOM BBICTYMAIOMIMX BHUTKOB B pPYyJIOHE HE
npessimaronieit 0,05 mm.). HampaBnenue HaMOTKH (DOHOJAOKYMEHTa COOTBETCTBYIOT
BPAIIEHUIO CMATBIBAEMOTr'0 PYJIOHA MPOTUB YaCOBOM CTPEJIKU MPU BOCIHPOU3BEICHUU
Ha MarHUTO(OHaX.

Kaxnas enuHuiia xpaHeHUs ayJAMOBU3YAJIBHOTO JOKYMEHTa MOMEIIAeTCs B
WHJIUBUIYAJIbHYI0O HEr€PMETUYHYIO YMNAKOBKY IS UCKIIOUYEHUS BO3MOXKHOCTH
NPOHUKHOBEHUSI BJard M TMbUIM, IOMAJaHUsI CBETOBBIX Jydel, 3allUThl OT
MEXaHUYECKUX TOBPEKIeHUN (6€3 CBOOOTHOTO MEepeMEemeHHs] JOKYMEHTOB BHYTPH
Hee). YIaKOBKU U3TOTOBIISIIOT U3 XUMUYECKUA UHEPTHBIX, HE COJIEPXKAILIMX XJI0pa, a30Ta
MaTepHaoB, MPEMSITCTBYIONUX TMOSBICHUI OWOMOBPEKICHUN, a TaKXke He
BBI3BIBAIOIIMX MTOBPEXKIECHUN TOKYMEHTOB WJIU MPUINIIAHUS K HUM. Y TAKOBKA JIEIIATCS
Ha TMEPBUYHYI0 U BTOPUUHYIO. [[puMeHeHue MepBUYHON YMaKOBKH I1€J€CO00pa3HO



JUUIb MIPU OTCYTCTBUM KOHJIUIIMOHUPOBAHUS B YCIOBUSIX MOBBIIIEHHON KOHLIEHTPALIMU
BPEHBIX Ta30BBIX MPUMECEH U MBLIH.

109. KuHOMOKYMEHTHI yIAaKOBBIBAIOTCS B O0EPTKY M3 TOHKOW Oymarw uiu B
MHOTOCJIOMHBIN MAKeT U3 MOJUATUIICHA, MOIUAITUIIEHTepedTanara U B METALNTMYECKYIO
KOpoOKy. Pa3smep makeTa cOOTBETCTBYET pa3Mepy pyJIoHa.

@doTONOKYMEHTHl Ha TUIEHKe, (oToOymare, CTEKJISHHBIX (POTOMmIacTUHAX
YIaKOBBIBAIOTCSI B KOHBEPTHI U3 YEPHOU CBETOHEITPOHHUIIAEMON OECKUCIOTHOM OyMaru.
DOHOAOKYMEHTHl Ha MAarHUTHOW JIEHTE BKJIAAbIBAIOTCS B MAKET W3
NOJMATUIECHOBOM TIUIEHKM M B 3aBOJCKYI0 KOpPOOKY UM NOMEIIAITCA B
MOJIMATUIICHOBBIA QyTIIsip (KOHTEHHEP) C BBIPE3aMU ISl STUKETOK.
BuneodonorpaMMbl XpaHsaTCsl B CHIEUATIBHON 3aBOJICKOM YITAKOBKE U3 MPOYHOTO
MOJIMMEPHOTO MaTepuana.

AynnoBu3yaJbHble JOKYMEHTHl Ha JHUCKOBBIX HOCUTENSIX YKIIAJABIBAIOTCS B
3aBOJICKYIO YIIaKOBKY, a 3aT€M MOMEIIAIOTCS B KOPOOOUHYIO Tapy.

110. JokyMeHTBI Ha MOJy, MOJOKOHHHMKAX, JIECTHUYHBIX IJIONIAJKaX WU B
HEpa300paHHBIX KUMaX HE Pa3MENIaloTCs.

111. Bce apxuBOXpaHWIIUINA, @ TAKXKE CTEIUTAXKH, MIKAQbI (Ce(bl) U UX MOIKH
HyMepytoTcs apabckumu muppamu. Cremnaxu u mkadsl (celidpl) HyMeEpyrOTCs
CaMOCTOATENIPHO CJIeBa HANPaBO OT BXOJIa B ApXMBOXPAHWIIUILE, UX MOJIKA — CBEPXY
BHMU3.

112. B nensx 3akpenyieHus MecTa XpaHEeHHs TOKYMEHTOB B apXUBOXPAHUIUIIAX
COCTABJISIFOTCS] TOCTEIIJIAKHBIE TOMOrPAPUUECKUE KaPTOUKH.

[TocTemnaxupie Tonorpaduyeckre yka3aTeau mo (popme cormacHo NPHIIOKEHUIO
14 x Hactostium [IpaBuinam cOCTaBIISIFOTCS HA KaX bl CTEJUIAXK U PACIOIAraroTCs Mo
NOPAJIKY HOMEPOB CTEJUIAKEN B MpeAeiax KaXa0ro OTASIbHOI0 apXUBOXPAHUIIHILIA.

W3MeHeHus, NPOUCXOAAIINE B PAa3MEIICHUU JOKYMEHTOB, CBOEBPEMEHHO
OTPaXaroTCA B MOCTEIIAXKHBIX TOMOTPaPUUECKUX KAPTOUKAX.
113. Ilpu XpaHE€HUH DBIEKTPOHHBIX JOKYMEHTOB apXWB OpPraHU3alHUU
oOecrieynBaeTcs CIAEAYIOIUMHA OCHOBHBIMU TEXHUYECKUMHU CPEACTBAMMU:
1) MOTOKOBBIMU CKaHEpaMH, 00ECIIEUMBAIOIIMMH HAICKHBIM BBOJ MH(OpMALIUH;
2) cepBepamu, ClIOCOOHBIMU BECTH MapaLIETbHYI0 00pab0TKY 3alpOCOB;

3) BeicokomnpousBoauTeabHoi (100 MOuT/c u 60Jiee) BRIYUCIUTEILHONU CEThIO,
OPUEHTHUPOBAHHON HA MHOTOIIOTOKOBBIN BBOJI M 00PaOOTKY TEKCTOBBIX, IPAaPUUECKUX
U ayAMOBU3YaJIbHBIX JJOKYMEHTOB;

4) obopynoBaHueMm, 0OECIICUYHMBAIOIIUM BBICOKOIPOU3BOIUTEIBHBIN |
CBEPXHAJEHKHBIN JOCTYI K IOMCKOBBIM JJAHHBIM CHCTEMBI;
5) obopynoBaHueM nepeHoca JaHHBIX Ha KOMITAKT MM MarHUTOONTUYECKHE TUCKU

6) 000pyZI0BaHHUEM PE3EPBHOIO KOMMPOBAHUSI HA MATHUTHYIO JICHTY;



7) aBTOMaTU3UPOBAHHBIMU PaOOYMMU MECTaMHU, OPUEHTUPOBAHHBIMU Ha
00paboTKy TEKCTOBOM U rpaduueckoi nHpopmanuu;
8) ucTouHnKOM OecriepeOONHOTO TUTAHUS;
9) npuHTEpaMu U MOZeMaMu HOBEHIIMX MOAU(PUKALINIA:
10) obopynoBanueM, 00ECIEYMBAIOIIMM JOCTYII K TPAaHCHOPTHOM cpene Ennnoi
CUCTEMBI 3JIEKTPOHHOTO I0KyMEHTOO000pOTA.
114. ba3zoBeie (cUCTeMHBIE) IPOrpaMMHBIE CPEACTBA apXHBa SJIEKTPOHHBIX
JIOKYMEHTOB BKJIFOUAIOT B CEO0S:
1) onepallMOHHYIO CETEBYIO Cpely W CUCTEMY yIpaBlieHUs 0a30¥ JaHHBIX,
OpHEHTHUPOBAHHYIO Ha 00pabOTKY OOJBIITNX MACCUBOB JIaHHBIX;
2) cpeactBa 0ToOpaxkeHus: 1 00pabOTKH TaHHBIX;
3) cpeacTBa 3alUThl OT HECAHKIMOHMPOBAHHOTO JOCTYNAa U aHTUBUPYCHBIE
CpEeICTBa.
115. K cnenpasibHbIM MPOTPaMMHBIM CPEACTBAM ISl (PYHKIITMOHUPOBAHUS apXUBa
AJIEKTPOHHBIX JOKYMEHTOB OPTaHU3allMU OTHOCSATCS:
1) cpenctBa 3¢ (peKTUBHON MOAAEPIKKU CUCTEM YIIPABICHUS TOCTOSTHHBIM [TOMCKOM
JOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTENAX UH(pOpMaLINY;
2) enuHbIE CPEACTBA PACIIO3HABAHUS TEKCTOB HA FOCYJIapCTBEHHOM M PYCCKOM
A3BIKAX;
3) cpenctBa, obecrneunBaOIMe EAUHYI0 TEXHOJIOTHIO BBOJA MH(pOpMaLuu B 6a3y
JAHHBIX;
4) cpeactBa ONEpaTUBHOIO MOMCKa MHGOPMALMK U CPENCTBA ONEPATUBHOTO
aHanu3a uHpopmaluu;
5) cpencTBa pa3pabOTKU U ONTUMHU3ALIMHU 3alIPOCOB MOJIb30BaTENEH
6) mporpaMMHbIE U allapaTHbIE CPECTBA 3aUUTHl OT HECAHKIMOHUPOBAHHOTO
J0CTyTa K UH(OpPMALIUK apXUBa AJIEKTPOHHBIX JJOKYMEHTOB OpraHU3alllu.

ITaparpad 3. ITopsanok obecneueHus pexxuMa XpaHEeHHS JOKYMEHTOB

116. XpaHenue JOKyMEHTOB B apXHBE OPTaHU3alMK OCYILECTBIISIETCS B YCIOBUSIX,
oOecrneynBamOINX WX 3allUTy OT TMOBPEXKJICHUNW U BPEIHBIX BO3JICUCTBUM
OKPYXaroUIEH CPeIbl.

3amura JOKyMEHTOB, JIe] 00ECIeYHBACTCS 3 CUET COOMIOACHUS (TIOICPIKKH ):

1) cBETOBOTO pexUMa XpaHEHUS;

3) caHUTapPHO-TUTUEHUYECKOTO PEKIUMa XPAaHEHUSI.

117. B apxuBOoXpaHUIUIIAaX BCE BUABI pabOT ¢ TOKYMEHTAMU MPOBOJATCS MPU
OTPaHUYEHHBIX YPOBHSX OCBELICHUs. /[ 3amuThl JOKYMEHTOB MNPUMEHSAIOT HX
XpaHEHHE B TEPBUYHBIX 3aIUTHBIX CPEJCTBAX XpaHEHHs (apXUBHBIX KOpOOKax,
nankax, CeIluaIbHBIX QYyTIsApax, MakeTax u TOMY MOJA00HOE).



B apxuBoxpaHuIuIax OCBEIIEHHE MOXKET OBbITb €CTECTBEHHBIM WIIU
UCKYCCTBEHHBIM. ECcTecTBEHHOE OCBEIIEHUE JIOMYCKAETCS TOJBKO PACCESTHHBIM CBETOM,
IpU YCIOBUM MPUMEHEHUS] HA OKHAX CBETOPACCEUBATEIIECH, PErYyJIATOPOB CBETOBOTO
MOTOKA, 3aIUTHBIX (UIBTPOB, IITOP, MKAJTIO3W WJIM OKpalIeHHBIX CTeKoJ. Jlis
MCKYCCTBEHHOTO OCBEIICHUS TPUMEHSIOT JIAMITHI HAKaJTUBAHUS B 3aKPHITHIX TUTAQOHAX
C TJIaJKOM TMOBEPXHOCTHIO. JlOMycKaeTcss MpUMEHEHUE JIOMUHECIEHTHBIX JIaMIl C
ypE3aHHbIM YIbTPa(UOIECTOBBIM YUaCTKOM CIEKTPA U3TyUCHHUS.

118. B apxuBoxpanuiuiiax, 000py10BaHHBIX CUCTEMAMHU KOHIUIIMOHUPOBAHUS
BO3/1yXa, MOJJICPKUBACTCS CICAYIOIINI TEMIIEPATyPHO-BIAKHOCTHBIA PEKUM:
1) n1st JOKyMEHTOB Ha OyMa)KHBIX HOCUTENSX HHGOpMaru — temneparypa +17 —

+19OC, OTHOCHUTEJIbHAS BIIAXKHOCTh Bo3ayxa 50-55%;
2) aisi TOKYMEHTOB Ha YEpHO-0€JbIX TUIEHOYHBIX HOCUTENIX MH(pOpMaLUU —

TeMneparypa +150C, OTHOCHUTEJIbHAS BIAXXHOCTh Bo31yxa 40-55%;
3) i NOKyMEHTOB Ha IBETHBIX IJICHOYHBIX HOCHTENSAX HHMOpMAIUU —

TeMiieparypa +2 — +SOC, OTHOCHUTEJIbHAS BIIa)KHOCTh Bo3ayxa 40-55%;
4) st TOKYMEHTOB Ha MarHUTHOM JICHTE U JIUCKOBBIX HOCUTEIIAX — TeMIlepaTypa

oT +8 — 10 +1 SOC, OTHOCHUTEJIbHAS BIAXKXHOCTh Bo3ayxa — 45—-65 %;
5) n1s JOKyMEHTOB Ha 3JIEKTPOHHBIX HOCUTEIAX HHGOpMAIUKM — TeMrieparypa +15

— +200C, OTHOCHUTEJIbHAS BIIAXKHOCTh Bo3ayxa 50-65%.

119. B apxuBOXpaHWIHIIAX C HEPETYJIUPYEMBIM KIMMATOM OCYILECTBISIOTCA
COOTBETCTBYIOIIME MEPONPHUATHS II0 ONTUMM3ALUU KIUMATHYECKUX YCIOBUM Ha
OCHOBE pALlMOHAJIBHOIO OTOIUICHUS 31aHUs OpraHU3allliM, IPOBETPUBAHUS U
YBJIQXKHEHHSI (OCYILIEHH) BO3/lyXa B ApXUBOXPAHUIHUILAX.

120. TemnepaTypHO-BIa>XHOCTHBIN PEKUM B APXUBOXPAHUIIUIIAX KOHTPOJIUPYETCS
IyTEM pETYJAPHOTO H3MEPEHUs IapaMeTPOB TEMIEPATYpPbl U OTHOCHUTEIIBHOU
BJIQA)KHOCTM  BO3JyXa Ha OCHOBAaHMM IIOKa3aHUM  COOTBETCTBYIOLIHUX
KOHTPOJIBHO-U3MEPUTENBHBIX MPUOOPOB. B KOHAMIMOHHUPYEMBIX TOMEIIEHUAX
U3MEpPEHUE NapaMeTPOB OCYIIECTBISIETCS Ba pa3a B HENEII0, B IMOMELICHUAX C
HEPETYJIUPYEMBIM KIIMMATOM — TPH pa3a B HEJIEIIO.

KonTponbHO-u3MepuTeabHbie TpUOOphl (TEPMOMETPHI, IICUXPOMETPBI, TUTPOMETPHI
) pa3MemarT B TJaBHOM IPOXOJ€ Ha CTeJlaxe, BAAIM OT OTONUTEIbHBIX H
BEHTWJISILUOHHBIX cucTeM. [lokazanus npuOopoB (PUKCUPYIOTCS B PErUCTPALMOHHOM
KypHaiie, popMa KOTOPOrO ONPEIEIAEeTCs OpraHu3alueH.

Uckntouaercs pe3koe KoJieOaHUE TemIepaTypbl U BIaXXHOCTH B
apXMBOXPAHUJIUIIAX.
121. Bce nmomemieHHss apxXxWBa OpPraHU3alUU COJEpPKATCS B YCIOBUSAX,
VCKJIFOYAIOIIUX BO3MOKHOCTb MOSIBJIEHUS IUIECEHU, HACEKOMBIX, TPBI3YHOB, IIBUIH.



B apxuBoxpanunumax odecrneuynBaeTcs HUPKYJSALUS BO3AyXa, UCKIIOYArouas
o0pa3oBaHME HEMPOBETPUBAEMBIX 30H, OMACHBIX B CAHUTAPHO-OMOJIOTUYECKOM
OTHOLIEHUH.

OTKpbIBaIOIIKMECS B TEIJIO€ BpeMsl I'ojla OKHA, a TaKXKe€ BEHTUJISLIMOHHBIE
OTBEPCTHUSl B CTEHAX, MOTOJIKAX, MOJAaX apXUBOXPAHUJIUI] U HApY>KHbIE OTBEPCTUS
BEHTUJISIIUOHHBIX CUCTEM CIIEYeT 3alllMIIATh CETKaMU C TUaMETPOM sueek He Oosee
0,5 mm.

B apxuBoxpanunuinax npeObIBaHUE B BEpXHEH 0JI€XkKEe, MOKPOH U TPS3HON 00YBH,
XpaHEHHE U UCIIOJIb30BAHNE MUIIEBBIX MPOIYKTOB UCKIIIOYAETCA.

122. B apxuBoxpaHmiIHiax Heo0X0AUMO MPOBOJIUTH CUCTEMATUYECKYIO BIAKHYIO
yoopky. He pexe ogHoro pasza B ToJ HNPOBOAUTCS OOECHBUIMBAHHME CTEILIAXKEH,
mkagpoB, NEPBUUYHBIX CPEJCTB XPaHEHHs] JOKYMEHTOB. [Ipy 3TOM MOJbI, MIUHTYCHI,
MOJIOKOHHUKH, ITOKOJbHBIE YAaCTH CTeJUlakedl o0pabaThiBalOTCsS JBYXIPOLIEHTHBIM
BOJHBIM PacTBOPOM (hOpMaIvHA.

123. IBa pa3a B roj (B Hayajge M MO OKOHYAHUU OTONUTEIHLHOTO CE30HA)
JOKYMEHTHI (BBIOOPOYHO) U apXMBOXPAHWIMILA MOJBEPral0T OOCIETOBAHUIO JIS
CBOEBPEMEHHOI0 OOHAPYKEHUSI HACEKOMBIX U IJIECHEBBIX IPUOOB.

[Ipu oOGHapykeHUH OMOJIOTMYECKUX BpeaUTEIeH NMPUHUMAIOT CPOYHBIE MEPHI O
ne3uH(EKINN U AE3UHCEKIIUU MTOMEIIEHUH CUIaMHi CaHUTAPHO-3MUAEMHOIOTHYEeCKON
CITY>KOBI.

124. JIoKyMEHTBI TOCTOSIHHOTO XPAHEHHS C BBISBICHHBIMH (DU3HMYECKHUMU
nedeKkTaMu OCHOBHI (yTpaTa yacTeil TOKYMEHTa, pa3pbIBbl, OTCIOCHHUE SMYIHLCHOHHOTO
CJI0S1, TPEIIMHBI, APAMUHBI U TaK J1aJIe€) WK TEKCTa PErUCTPUPYIOTCS B KypHAJIEe WU
KapToTeKe yueTa (PU3NYECKOTO COCTOSHUS TIOKYMEHTOB. B 1aHHOM XypHaie (1aHHOM
KapTOuKe y4yeTa) (PUKCUPYIOTCS BUABI CHEUAIbHON 00pabOTKH, HEOOXOAUMBIE IS
BOCCTAHOBJICHHUS JJOKYMEHTOB (pecTaBpauus, Je3UH(EeKIus, MUKpOPUIbMHUPOBAHUE,
doTopecTaBpalys, KONUPOBaHUE, TIEPEBOJ B AJIEKTPOHHBIN (hopMaT U Tak nainee), U
YKa3bIBAIOTCS KOHKPETHBIE MEpbl MO YIYUYIIEHHI0 (PU3UYECKOTO COCTOSIHUSA
JTOKYMEHTOB.

125. He3aBUCHMMO OT IEHHOCTH M CPOKOB XPAHEHUSI HEMEJICHHOM Iepenade Ha
00paboTKy (ne3uH(pEeKInI0, AE3UHCEKIINIO) MOJIeKaT Jeia, JOKYMEHTBl KOTOPBIX
MOPaYKEHBI IJIECEHBIO U HACEKOMBIMH.

IMTaparpa¢ 4. ITopsaok Bbia9# JOKYMEHTOB U3 apXWBOXPAHIIHII]

126. JIOKyMEHTBI BBIAAKOTCS U3 aPXUBOXPAHUIIHILL:
1) muist ucioIb30BaHMsI pAOOTHUKAMU OpTaHU3AIINH;
2) [ MCHOJIb30BaHMS TPAXKJIaHAMHU B YMTAJIBbHOM 3aje ISl HAyYHBIX U MHBIX
HCCIeI0BaHUM;



3) BO Bp€MEHHOE MOJIb30BAHUE JIJIsl APYTUX OpraHU3alui;

4) nyis crieruanbHOM 00pabOTKHU JOKYMEHTOB C IENBIO YIIyUIIeHUs (PU3NYECKOTO
COCTOSIHHSI TOKYMEHTOB.

127. JIOKyMEHTBI BBIJAIOTCSI BO BPEMEHHOE MOJIb30BAHUE U3 apXUBOXPAHWIMIL HA
CPOK, HE IIPEBBIIAOIINN:

1) omHOTO MecsIa ISl UCTIOB30BaHUS paOOTHUKAMU OpraHU3AlINH;

2) 0AHOTO MecsiIa Il UCIOJIb30BAaHUS JOKYMEHTOB B UNTAJIBHOM 3aJI€;

3) Tpex MecslieB BO BPEMEHHOE IMOJb30BAHHUE ISl APYTUX OpTraHU3aIuil U

AKCIIOHUPOBAHUS JOKYMEHTOB.

128. IIpoasienre yCTaHOBJIEHHBIX CPOKOB BbIIa4d JOKYMEHTOB BO BPEMEHHOE
MOJIb30BAaHUE JOMYCKAeTCsI B OCOOBIX CllydasgX C pa3pelieHus PYKOBOIUTEIS
OpraHu3aldd MO MHCbMEHHOMY MOJITBEPKICHHUIO IMOJIb30BAaTENd O COXPAHHOCTH
JTOKYMEHTOB.

129. Ha Hay4yHO-TEXHHWYECKHE HOKYMEHTBI, BKJIIOUEHHBIE B IIEPEYHU U
noJJieXxanife nepegaye Ha MOCTOSSHHOE XpaHEeHHe, co3/laeTcs (POH] MOJIb30BaHUS Ha
ANIEKTPOHHBIX U UHBIX HOCUTENSAX. VX MOAJIMHHUKY U3 apXUBOXPAHUIIMIL HE BBIAAIOTCS

130. IIpaBOOXpaHUTENBHBIM OpraHaM, OpraHaMm CyJa U INPOKypaTyphl nena
BBIIAIOTCS B TIOPSJIKE, OMPEIeIEHHOM 3aKoHoAaTeIbcTBOM PecmyOnmku Kazaxcras.

131. Beigaua JOKYMEHTOB W3 apXUBOXPaHWIUIL O0QOopMIsieTCs CIeAyOUUMU
JTOKYMEHTAMMU:

1) 3akazaMu Ha BbIJIauy JIeNl B YUTAJIBHBIN 3al U paOOTHUKAM OpraHU3allUU IO
dbopme cornacHo npuioxkenuto 15 k HactosiuuM [IpaBunam;

2) akTaMH O BBIJaue Jejd, TOKYMEHTOB BO BPEMEHHOE MOJIb30BaHUE APYTUM
opraHu3alusaM WIH I SKCIOHUPOBAHUS JIOKYMEHTOB IO (OpMe COTIJIaCHO
npuioxeHuto 16 x Hacrosmum [IpaBumam, odopmisembix Ha o0mIeM OaHKe
OpraHu3aluy;

3) 3aka3zaMu Ha MPOBEJICHHE padOT MO KOMUPOBAHUIO U peCTaBpallii JOKYMEHTOB.

132. Bpigaua HJOKYMEHTOB M3 apXMBOXPAaHWIHIIA PETUCTPUPYETCS B KHUTAX
BBIJIa4YM JIOKYMEHTOB 110 (hopMe corjlacHo npuioxkenuto 17 k nacrosimuMm [IpaBunam.

133. HMcnosHeHHbIE 3aKa3bl HUCCIEIOBATENIEN XPaHATCA B JUYHBIX J€JIax
MCCIIEIOBATENEN, BCE MTPOYMUE — 0 MPOBEACHUS TPOBEPKU HATUYUS U COCTOSIHUS JET.

134. Bpigaya 1OKyMEHTOB BO BPEMEHHOE MOJIb30BAHUE B APYTHE OpraHU3alUU
odopMIISIETCS aKTOM, KOTOPBIN COCTABIISIETCA B JIBYX SK3EMIUISIpaxX, OJIUH UX KOTOPBIX
OCTaeTCsl B apXHMBE OPraHU3alNU, APYTOM BBLAACTCS MOTYyYaTeNt0. AKT OANUCHIBACTCS
PYKOBOAWTENEM OpTraHU3aluu, I[epefarone Jnena, W PyKOBOJAUTEIEM
opranu3anuu-nonyyarens. llocie Bo3BpalieHus nen B ABYX JK3EMIUIIpax akra



JeJIaeTCsl COOTBETCTBYIOIIAss OTMETKAa - OJUH DJK3EMIUISIp OCTaeTcs B
Opra”u3aluu-moyyaresie, APyrol XpaHuTcs B jeie (PoHJa B BEIOMCTBEHHOM (
YaCTHOM) apXHUBE OpraHU3alliU, BbIJaBaBIICH JOKYMEHTHI.

135. HampapieHue AOKYMEHTOB Ha KOMUPOBAHUE, PECTaBpaAIlUIO, MEPEIieT
odopmIsieTcs 3aka3oM. 3aka3 0OpPMIIIETCS B apXHMBE OpraHU3aIuu Mo (Gopme akTa o
BbIjIau€ JJOKYMEHTOB BO BPEMEHHOE T0JIb30BaHUE IPYTON OpraHu3alluu.

136. Ilepen BpAauel en U3 apXUBOXPAHUIIUILA MPOBEPSIETCS COOTBETCTBUE
mudpa 1 3arojoBKa Jieja Ha 00J0KKe MmMU@py U 3arojioBKy Jieja B CBOJHOM OIMKUCH.
Ilepen BbIgaueid W Nmpu BO3BpAICHUU €] B apXUBOXPAHWIHINA TPOBEPSIOTCS
HyMepauus JMCTOB U COCTOSIHUE JIOKYMEHTOB KaKJIOI'O BBIJJAHHOIO JIENIa.

Kaxnoe Bbi1aBaeMoe U3 apXUBOXPAHUIHIIA JI€JI0 UMEET JIUCT UCTIOIb30BAHUS T10
dbopme cornmacHo mpuinokenuo 18 k HactosuM [IpaBumam.

137. Ilpu BbIaYe JOKYMEHTOB M3 apXMBOXpPAHUIIMIIA HAa HMX MECTO
MOJKJIABIBAETCSl KapTa-3aMECTUTENh €JAWHUIIBI XpaHEHHs mo (OopMe COrjIacHO
npuioxenuto 19 x nHactosiuium [lpaBunam. [lpu Bo3BpalieHUH ITOKyMEHTa B
apXUBOXPAHWIIUILIEC KapTa-3aMECTUTENIb U3bIMACTCS.

138. CocTosiHMe JOKYMEHTOB, BO3BpAlla€MbIX B apXUB OpPraHHU3alUU IOCIE
UCII0JIb30BaHUs, TPOBEPSETCS B MPUCYTCTBUU JIUIIA, BO3BPAIIIAOIIETO UX.

[Ipu oOHapyXeHUN HEIOCTAYu JOKYMEHTOB WJIM OTACIbHBIX JINCTOB B HUX, a
TaKXe TOBPEXJIECHUM Je1 padOTHUK apXuBa cOOOIIaeT 00 ATOM PYKOBOJCTBY
OpraHu3aluy Jisl MPUBJICUCHUS BUHOBHOIO JIMIIA K OTBETCTBEHHOCTH B MOPSIKE,
YCTaHOBJICHHOM 3aKOHOJaTeIbHbIMU akTamMu PecniyOnuku Kazaxcran.

ITaparpad 5. ITopsanok npoBeaeHNs MPOBEPKH HAJIMIUSA X COCTOAHUA
apXHUBHBIX JOKYMCHTOB

139. IIpoBepka HaIUM4MsI U COCTOSIHUSL aPXUBHBIX JIOKYMEHTOB IIPOBOJUTCS HE PEKE
, 4eM OJMH pa3 B 5 JeT, a Takxe Nepea mepejaueil UX Ha XpaHEHUE B
rOCy1apCTBEHHBIN apXUB.

140. Bueouepeanbie MPOBEPKU HAIUYHUS U COCTOSHUSI IOKYMEHTOB TIPOBOISITCS:

1) 1o u mocie nepeMeIieHus: JOKyMEHTOB B IPyTOe apXUBOXpAHWIHIIE (3aHUE);

2) mocine ype3BblYaliHBIX CUTYallUii, BRI3BABIIMX MEPEMEICHUE (IBAKyaInIo) J1eJ
WIH JTOCTYTI B apXUBOXPAHWIMILA TOCTOPOHHUX JIUILL;

3) npu cMEHE PyKOBOJIUTEIIS ApXUBA OPraHU3ALNY;

4) npu peopranu3zanuu (JIMKBUIAIMN) OPTaHU3AUH.

141. B xoae npoBepKH HAJIUYHSI U COCTOSIHUS JOKYMEHTOB OCYILECTBIISETCS

1) ycraHoBieHue (akTUYECKOTO HaJWYUsl OKYMEHTOB, HaXOISLIUXCA Ha

XpaHEHHH B ApXUBE OpraHU3ALINH;

2) BBISIBIICHUE U YCTPAHEHHE HEJOCTATKOB B YUETE JJOKYMEHTOB;



3) BBISIBIIEHUE OTCYTCTBYIOIUX JIOKYMEHTOB U OpraHU3alys UX PO3bICKA;

4) BBISIBJICHUE U YYET JTOKYMEHTOB, TPEOYIOLIUX pecTaBpaluu, KOHCEpBAIlUU U
npodUIaKTHIECKONH 00pabOTKH.

142. Jlo nHadana pabOThl MO MPOBEPKE HAJIUYHUSA M COCTOSHHS JIOKYMEHTAIlUU
U3Y4YaloTCAd JOKYMEHTBHI NPEABIIYLUIMX IPOBEPOK, IPOBEPSETCS NPAaBHIBHOCTh
HyMEpaluu JieJl B KaXJ0i OMHCHU U COOTBETCTBHME HYMEpAIIMU 3aroJjOBKOB JIel
UTOTOBBIM 3aITUCSAM B OIHUCAX.

143. IIpoBepka HaANUYKSA U COCTOSTHUS TPOBOAUTCS MIYTEM CBEPKHU OMUCATEIbHBIX
cTaTeil pas3zena CBOAHOW OMUCH JIEJ CO CBEICHUSIMU, BBIHECEHHBIMU Ha 00JIOKKaX JIE.

[Ipu npoBepke ayIMOBU3YyaJbHON JOKYMEHTALMH CBEPSIETCS ONMMCATENbHAS CTAThS
C HAQAMNUCHIO HAa OSTUKETKE KUHOPOHOBUIAECOJOKYMEHTOB. IIpy HECOOTBETCTBUU
CBEJICHUH ONKCAaTeNIbHAs CTaThs CBEPAETCS C HAANUCIMU Ha pakop/ie JOKyMEHTA.

[IpoBepka HaMMUUs YePTEKEH OCYIIECTBISIETCS MOJIUCTHO, IPU 3TOM HEOOXOAUMO
CBEpATh HAUMEHOBAaHUE PEKBU3UTOB CHEUU(PUKALMU WIM BHYTPEHHEH ONHUCHU C
Ha3BaHUEM Ka)J0T0 JINCTA YepTexka, BXOSIIETO B COCTAB MpoeKTa (pa3paboTKH).

du3nyeckoe COCTOSHUE JEN ONPENEAeTCs MyTEM UX BU3YyaJIbHOTO TPOCMOTpA.

144. Tlpu mpoBepke HATUYHUS U COCTOSIHUS TOKYMEHTOB HEOOXO0IUMO:

1) coxpaHsATh NOPAJIOK PACTIONIOKEHHS TOKYMEHTOB Ha CTEUIaKaX U MEPBUYHBIX
CPEICTBAX XPaHEHHUS;

2) moAkJiaAbBaTh Ha CBOM MecTa OOHApy»XEHHBIE BO BpEMs IMPOBEPKHU
HENPAaBUJIBHO MOJIOKEHHBIE JI€J1a U JJOKYMEHTBI;

3) u3bIMaTh Jiela, 3aroJ0BKU KOTOPBIX HE BHECEHBI B pa3/ieiibl COOTBETCTBYIOIIUX
CBOJIHBIX OIMCEH JIeH;

4) u3bIMaTh U U30JMPOBATH JEJIA U JTOKYMEHTBI, 3apaKEHHbIC IUIECEHBIO WJIU
JPYTUMU OMOJOTUYECKUMHU BPEIUTENSIMU;

5) BBIABIIATH JOKYMEHTHI, UMEIOIINE (PU3nuecKue AePEeKThI.

145. TloMeTbl WM 3aIIUCH B XOJI€ MPOBEPKHU B CBOJHBIX OMUCSX /1], JOKYMEHTOB U
JOPYTUX YYETHBIX JJOKYMEHTaX HE MPOU3BOISATCS.

146. Jlena, BolganHble paOOTHUKAM OpraHU3ALMK, B YUTAIBHBINA 3371 U BPEMEHHOE
N0JIb30BAaHUE JIPYTUM OPraHHU3alUsIM, IPOBEPAIOTCS IO KHUTAM M aKTaM BbIIA4YU Jel U
CUMTAIOTCSI UMEIOIIMMHUCS B HATMYUH.

147. B xoz1e mpOBEpPKH COCTABISAETCS JIUCT MIPOBEPKU HATMYUS U COCTOSHUS €,
JOKYMEHTOB B apXMBHOM (poHJe 1o (HopMe COrnacHo npuiokeHuto 20 K HaCTOSIINM
[IpaBunam. JIMCTBI OPOBEPKH HYMEPYIOTCA IO MOPSAKY HOMEpPOB B IMpejaenax
IPOBEPKHU KaXkI0T0 apXUBHOTO (POHIA U MOAMUCHIBAIOTCS UCTIOJTHUTEIIEM.

[To okoHuaHuU MPOBEPKHU (HOH/IA JTUCTHI MPOBEPKHU BKIIIOUAIOTCS B JEJIO ApXUBHOTO
donma.

B ciydae oOHapykeHus B X0/i€ MPOBEPKU HATMYUS U COCTOSIHUSI JIe]T HEJJOCTATKOB,
HE MPETyCMOTPEHHBIX I'padamu JIMCTa IPOBEPKH, B JTUCT BBOAATCS JOMOJHUTEIbHBIC



rpadsl. Ecu B pe3ynbraTe NpoOBEpKU HEAOCTATKOB HE OOHAPYKEHO, JIUCT MPOBEPKHU B
JIEJI0 apXUBHOTO (DOHA HE BKITFOUAETCS.

148. Ha ocHoBanuu nucra (JINCTOB) MPOBEPKH COCTABIISIETCS aKT MPOBEPKU
HAJIMYUS U COCTOSTHUSL apXUBHBIX JOKYMEHTOB MO (pOpME COTJIACHO MpHIIOKEHUI0 21 K
HacrosamuM [IpaBunam.

149. ITo okOHYaHWUH MPOBEPKU HAIIMYUS U COCTOSHUSI apXUBHBIX JOKYMEHTOB B
KOHLIE OINHUCH JIeJl, JOKYMEHTOB (KHUTH y4deTa M ONMCAHMs) MPOCTABISETCSA 3amuch "
[IpoBepeHo", nara, TOJKHOCTD U MOJIKCH JIULIA, IPOU3BOJAUBIIETO MPOBEPKY.

B cnydae oOHapyXeHUsl B UTOIOBOM 3alMCH OMKCH JIEJ, TOKYMEHTOB (KHUIY y4eTa
U OINHKCAHUS) HEYYTEHHBIX JIUTEPHBIX M MPOMYIIEHHBIX MOPSAIKOBBIX HOMEPOB,
BBIOBIBILIMX B COOTBETCTBUH C YCTAHOBJICHHBIM MOPSAKOM €AUHUI] XpPAaHEHUs, UTOTOBas
3aMKCh MEPECOCTABISAETCS.

150. Ha Bce oTcyTCTByIOIIME B XOA€E MPOBEPKU HAIMYHS U COCTOSIHUS aPXUBHBIX
JOKYMEHTOB €IMHHIIBI XPAHEHUS COCTABJISIOTCS KApPTOUYKU y4yeTa HEOOHapy KEHHBIX
aApXMBHBIX JIOKYMEHTOB 110 (hOpME COTIACHO MPHIIOkKEeHUI0 22 K HacTosmuM [IpaBunam

Benenue kapToTekn HEOOHAPYKEHHBIX apXUBHBIX JOKYMEHTOB OCYIIECTBIISETCS
LHEHTPAIM30BaHHO Ha OYMa>KHOM HOCHUTENIE WM B aBTOMAaTHU3UPOBAHHOM PEXHUME B
COOTBETCTBUM C PEKBU3UTAMU KapTOYKH Yy4yeTa HEOOHApY>KEHHBIX AapXHWBHBIX
JOKYMEHTOB.

151. Ecniu npoBepKOW HAJIMYUS U COCTOSIHUA JIeJ1 OOHapy»eHa HeJocTada JIed, TO
OpraHU3yeTCsl UX PO3BICK.

B 3THX nensax pekoMeHayercs:

1) u3y4uTh BCe yUeTHBIE JOKYMEHTHI IO BbIAAYE 1€ U3 apXUBOXPAHUIIUILA;

2) opraHu3oBaTh pPO3BICK HEOOHAPYKEHHBIX MPU MPOBEPKE A€ B
COOTBETCTBYIOIIMX CTPYKTYPHBIX NOAPA3IAECICHUSIX OPraHU3alUH, B AEATEIbHOCTU
KOTOPBIX 00pa30BaINCh HEOOHAPYKEHHBIE JIeJIa, MPEIBAPUTEIHHO U3YUUB UX TOJOBBIC
OIIUCH JETT;

3) npoBepUTH Jies1a HaXOASIIUXCS PSAIOM apXUBHBIX (POHJIOB;

4) U3y4uTh MMEKOIIMECS B JEJl€ apXUBHOTO (OHJA aKThl O BBIJEIECHHH K
YHUYTOKEHUIO JTOKYMEHTOB, HE IOJJIEKAUIUX XPAHEHUIO, aKThl BbLAAYM JI€JI BO
BPEMEHHOE MOJIb30BAHNUE, PAHEE COCTABIEHHBIE AKThI IPOBEPKU HATUYMS U COCTOSHUS
JIeJ1 IPOBEPSIEMOro apXUBHOTO (OHJIA.

Po3pICK MPOBOAMTCS B TEYEHUE TOJA MOCIE 3aBEPIICHUS NPOBEPKU HATUYUA U
COCTOSIHUSA JIEI1.

152. HalineHHble B MTOT€ pPO3bICKA Jeja IMOJKIAAbIBAIOTCA HAa MECTa, a B
COOTBETCTBYIOIIEH KapTOUKE ydyeTa HEOOHAapyKEHHBIX ] JeJaeTcsi OTMETKa 00
OoOHapyXEHUH C yKa3aHUEM JIaThl U MOJIHUCH JIOJKHOCTHOTO JINLA.



153. [lena, npuurMHa OTCYTCTBHMS KOTOPBIX MOJTBEPKJICHA JOKYMEHTAIBHO,
UCKIIIOYAIOTCA U3 onuceid. B COOTBETCTBYIOIIMX KapTOYKaxX YKa3bIBAIOTCS JIaThl U
HOMEpa aKTOB, B KOTOPBIX MOJATBEPKAAETCA OTCYTCTBHE J€Na, U COCTAaBISIOTCS
CIpPaBKU O IpOBeJIEHUU po3bicka. Ilocime paccMoTpeHus pe3ynbTaToB po3bICKa Ha
3aceganuu L[OK (OK) u yTBepkIeHHs €€ pelIeHHs] pyKOBOJIUTEIEM OPTraHU3alHH
HEOOHapPY>KEHHbIE IOKYMEHTbI CHUMAIOTCA C yUeTa.

154. IIpoBepka HaIM4USA U COCTOSHUSA JEJ CUMUTAECTCA 3aBEPLICHHOM ITOCIIE
BHECEHHUS W3MEHEHHM, BBIABICHHBIX IPOBEPKOH, B YUYETHbIE JIOKYMEHTHI
IPOBEPSIEMOr0 apXUBHOTO (POH/A M MPEACTABICHUS COOTBETCTBYIOIIMX CBEACHUN O
JIeJ1axX MOCTOSIHHOI'O XPaHEHUs B TOCYJaPCTBEHHBIN apXUB JUIsl BHECEHUSI NU3MEHEHUN B
KOHTPOJIbHBIE 3K3EMIUISIPbl CBOJHBIX omnucei npen, yTBepxkaeHHbIX DIIK mectHOTrO
UCTIOJTHUTENBHOTO OpraHa (pecimyOINKaHCKOTO FOCYAapCTBEHHOTO apX1Ba).

I'maBa 4. ITopamok opraHu3anuu JOKYMEHTOB B apXHUBE

IMTaparpa¢ 1. ITopsnok onpeaencHusa GOHIOBOM MPUHANIICKHOCTH JOKYMEHTOB
¥ oOpa3oBaHue (3aKpEITHE) apXUBHOTO (hOHAA

155. Bcst COBOKYIMHOCTh JIOKYMEHTOB, OOpa3ymoUIUMXCS B JAESATEIbHOCTU
OpraHu3aliy, BKIIOYas yIpaBICHYECKUE, ayIMOBU3YyalIbHbIE U HAYYHO-TEXHUUYECKUE
Ha TPAJIUIUOHHBIX U DJJIEKTPOHHBIX HOCHUTENAX HWHQOpMAIUHU, COCTABISET €€
JTIOKYMEHTAJIbHBIN (POH/I.

156. JlokyMeHTBI, NIepe/laHHbIe Ha XPAHEHUE B apXUB OpPraHU3alMU, COCTABIISIOT
apXuBHbBIN (HOHJ OpraHU3alUu.

157. Pa3HOBUIHOCTSIMU apXUBHOTO (DOHIA SBIISIOTCS:
1) apxuBHBIN (OHI OpraHU3aIi, COCTOSIINN U3 TOKYMEHTOB, 00pa30BaBILIUXCS B
npoiiecce ee AeSITEIbHOCTH;

2) 00beIMHEHHBIN apXUBHBIA (HOHI, CHOPMUPOBAHHBIN U3 JOKYMEHTOB JABYX U
OoJsiee opraHu3aluii, UMEBIIUX MEXJIYy COOOW HCTOPUYUECKH W/WIN JOTUYECKU
00yCIIOBJIEHHBIE CBSI3M (OJHOPOJHOCTh M TMPEEMCTBEHHOCTh JEATEIbHOCTH,
MOAYMHEHHOCTb, €IMHCTBO OOBEKTAa U BPEMEHU JIESITEIHLHOCTH, MECTOHAXOXKICHUS U
TIpyTHe).

158. Onpenenenne GoHAOBONW MPUHAIICIKHOCTH JOKYMEHTOB OpTaHU3AIlUU
3aKJIF0YAETCs] B OTHECEHUU UX K KOHKPETHOMY apXUBHOMY (DOHTY.

159. [Ipu onpenenennu GoHIOBON MPUHAIICKHOCTH IOKYMEHTOB OpraHU3aIluu
YUUTBIBAETCS CIAEAYIOIEE:

1) BXonsimue JOKYMEHTHI OTHOCSATCS K apXMBHOMY (DOHIy TOM OpraHu3allu,
KOTOpbIE HX TMOJyuusia, (QOHI0Bas MNPUHAIJIEKHOCTh YyKa3aHHBIX JOKYMEHTOB
ompeneNsieTcsl MO TAaKUM PEKBU3UTaM, Kak ajpecar, OTMETKa O MOCTYILUICHUH



JOKyMEHTa B OpraHU3allhio, PEe30JIIOIUs, OTMETKAa 00 HCIOJHEHUU JOKYMEHTa U
HaIPaBJICHUH €r0 B J1€JI0, TEKCT TOKYMEHTA;

2) KOTIMH UCXOMASIINX JOKYMEHTOB (OTITyCKH) OTHOCSTCS K apXUBHOMY (DOHTY TOU
OpraHM3alllM, KOTOpas SBIAETCS UX aBTOPOM, MX (POHAOBas MPUHAIIEHKHOCTb
ONpeNensieTcs N0 TAKUM PEKBU3HMTAM, KAaK MOJIUCH, TEKCT JOKYMEHTa, a TaKXe IO
JIEJIONTPOU3BOACTBEHHBIM MIOMETKAM Ha OTITyCKax JOKYMEHTOB (HUX);

3) BHYTpE€HHHUE JOKYMEHTBI OTHOCSITCS K apXMBHOMY ()OHAY TOH OpraHM3aluH,
KOTOpasi SIBISAETCS UX aBTOPOM, MX (DOHIIOBasi MPHUHAMJIC)KHOCTh OMPEICISETCS IO
TaKUM PEKBU3UTAM, KaK O(pHUIIMAIbHOE HAMMEHOBAHUE OPTraHU3alMH, MOAMUCH, TEKCT
JOKYMEHTA, PE30TIOLH.

160. Jlena, KOTOpBIE BENUCH MOCIEI0BATENBHO B IByX OPTAaHU3ALMAX, BKIFOUAKOTCS
B apXuBHBIH (GOHI TOW OpraHu3aluu, B KOTOPOM OHH OBUIM 3aBEPIICHBI
NEIONPOU3BOACTBOM.

161. Enunblil apXuBHBII (OHT COCTABISIOT JOKYMEHTBI:

1) opranuzaiuu 10 U Mocjie ee peopraHuzanuu (mpeodpa3oBaHusi), €Clid OHA HE
NOBJIEKJIA 32 COO0I KOPEHHOI0 U3MEHEHUS €€ IEATEIbHOCTH;

2) opraHu3zalMM, MOMEHSBIIEH TOCYyIapCTBEHHYI0 (OopMy COOCTBEHHOCTH Ha
HErocyJapCTBEHHYIO, HO B YCTABHOM KamHTalle KOTOPOH, uMeeTcsd mpeodianaromnias
JI0J151 TOCYJapCTBEHHOM COOCTBEHHOCTH;

3) opranuzanuu BPEMEHHO NpPEKpaTUBIIEH CBOI JEATEIbHOCTh H
BOCCTAHOBJICHHOH C TEMU K€ 3aJla4yaMi U QyHKIUSIMU;

4) NOKyMEHTBl OpraHU3alMd M KOHCYJIbTATUBHO-COBEIIATEIbHBIX OpPTraHOB,
CO3/IAHHBIX MPU HEW;

5) opraHuzanuu U e JTUKBUIAIMOHHON (KOHKYPCHOM) KOMUCCHH.

162. JIokyMEHTBI JOYEPHUX OPTaHU3ALUNA, COCTABISAIOT OTACIbHBIE APXHBHbBIC
(OH[IBI OT TOKYMEHTOB UX OCHOBHBIX OPTaHU3AIMIA HE3aBUCHUMO OT TOTO, XPAHSTCS JIU
OHH B OJJHOM BEJOMCTBEHHOM (4aCTHOM) apXMUBE WA Pa3HBIX.

163. JlokyMeHTBI OOIIECTBEHHON OpraHu3anuu (mpodCcor03HON, CIOPTHBHON U
IpYyTHUX), CYIIECTBYIOUIEH NpU OpraHU3allUM C MOMEHTAa pPEerucTpauuu >TOU
0OILIECTBEHHON OpraHu3alii B COOTBETCTBHM C 3aKOHOJATENbCTBOM PecmyOnuku
Kazaxcrtan 00 001ecTBEeHHBIX 00BbEAMHEHUSX, MPU UX MOCTYIUICHUH HA XpaHEHUE B
apXUB OpraHU3alMU COCTABIISIIOT CAMOCTOSATENbHBIA apXUBHBIM (QOHI HIH
MPUCOEIUHAIOTCA K apXUBHOMY (OHIYy opraHusaiuu, o0pa3ys 0O0bEIUHECHHBIN
apXUBHBIN (HOHJ.

164. OObeuHEHHBIN apXUBHBIN QOHIT HOPMHUPYETCS U3 APXUBHBIX JOKYMEHTOB:

1) opranuzauuii, OIHOPOJHBIX MO IIEJIEBOMY HA3HAYEHUIO M (YHKIHUIM,
JNEHCTBYIOLIMX HA ONPEIEICHHON TEPPUTOPUH;

2) PyKOBOJAIIETO OpraHa U NOAYMHEHHBIX €My OpraHU3alui, AEHCTBYIOIIUX HA

ONPENEIICHHOW TEPPUTOPHH;



3) opranu3zanmuii, 00 TUHEHHBIX 00BEKTOM ACATEILHOCTH;

4) opranu3zanud U OOIIECTBEHHBIX oOpraHu3auuii (npodcor3Ho,
HAay4YHO-T€XHHUYECKOW W JpYyroi), wieHaMH KOTOpPOH SIBIAIOTCS PAOOTHUKU 3TOU
OpraHu3allly;

5) mocaenoBaTENbHO CMEHSBIIUX APYT Apyra OpraHu3anuii, eciu (QyHKIUU
NPEAIIECTBEHHUKOB TOJHOCTBIO WM YaCTUYHO IEPEAABAINCH U MEPENANOTCS UX
OpeeMHUKaM, a Takxke, (OPMHUpPOBAHUE JI€J1 KOTOPBIX MPOUCXOAWIO B BHUIE
HEMPEPBIBHOTO TMpolecca, NPUBEAUIET0 K CO3JaHUI0 CBSI3aHHOTO KOMILUJIEKCa
JOKYMEHTOB, HE MOJIAI0IIETOCs Pa3/IeCHUIO.

KonkperHble HAUMEHOBAHUSI BCEX OpraHu3alvii, JOKYMEHTbl KOTOPbIX BOLULIU B
00beIMHEHHBIN apXUBHBIN (POH/, MPUBOJAITCS B YUETHBIX JOKYMEHTAX.

Coznanve 00BbEAMHEHHOTO apXMBHOTO (POHIA OCYIIECTBISETCS MPHU YCIOBHH
HEAPOOMMOCTH TOKYMEHTOB KOHKPETHBIX (DOHAOB, BOLIEAIIUX B €r0 COCTAB.

165. Kaxxnomy apxuBHOMY (DOHIy OpraHM3alMU MPUCBAMBAETCA O(DHUIIMATBHOE
HAaUMEHOBaHUE COOTBETCTBYIOIIEro (oHmooOpa3oBarenss ¢ yKa3aHUEM €ro
OpraHU3alUOHHO-IIPABOBOM (HOpPMBI, MOAYMHEHHOCTH, BCEX IEPEMMEHOBAaHUU B
XPOHOJIOTMYECKOU MTOCIIEI0BATEIBbHOCTH, a TAKKE MECTOHAXOXKIACHUS.

166. B Ha3BaHuu apXUBHOTO (DOHJIa YKA3BIBAIOTCS €0 XPOHOJOTMYECKUE TPAHULIBI.

167. B cBs3u ¢ npunstTeM koHctuTynuii Pecrryonuku Kazaxcran B 1993 u 1995
roJlax 1 MHbIX HOPMATUBHBIX NMPaBOBbIX akToB PecnyOnuku Kazaxcran:

1) 3aKkpbIBarOTCS apXUBHBIC (DOHJIBI:

Bepxosnoro Cosera Kazaxckoit CCP (BepxoBHoro CoBera PecnyOmnuku
Kazaxcran);
Cosera Munuctpos Kazaxckoit CCP (Pecriybnuku Kazaxcran);

Opyrux rocynapctseHHbix opraHoB Kazaxckoit CCP, (Pecnybnuku Ka3zaxcran),
cymectBoBaBmmx A0 npuHaTus Koncrurymuu Pecrryonuku Kazaxcran (1993 1.);

MecTHbIX COBETOB HApOJHBIX JIEMYTAaTOB U WX UCIOJHUTEIbHBIX KOMHUTETOB, a
TaK)X€ MPE3UJIUYMOB HCHOJHUTEIbHBIX KOMHUTETOB. JIOKYMEHTBI NPE3HIHMYMOB
UCIIOJIKOMOB BKJIFOYAIOTCS B (DOH/IBI MECTHBIX COBETOB B OITUCHU MCIIOJIKOMOB;

2) 00pa3yroTCsl HOBbIE apXUBHBIE (DOH/IBI:
[Ipesunenta Pecy6auku Kazaxcran;

[TapnamenTa Pecnyonuku Kazaxcran. JIOKyMeHTBI €ro AByX nanar - Maxuiuca
[TapnamenTa Pecnyonuku Kazaxcran u Cenara [lapnamenta Pecnybnuku Kazaxcran
COCTABJISIIOT JIBa apXUBHBIX (POHJIA;

Bepxosnoro Cyna Pecniyonuku Kazaxcran;

Briciiero apoutpaxksoro cyaa Pecnyonuku Kazaxcran;
Koncturymmonnoro Coseta Pecniyonuku Kazaxcrawn;
Briciiero Cyaeonoro Cosera Pecny6nuku Kazaxcran;
['enepanbHOM npokypatypsl Pecniybnuku Kazaxcran;



CueTHOro KOMUTETA MO KOHTPOJIIO 32 UCTIOJTHEHUEM PECITYOIMKaHCKOTO OF0IKETA;
HanmonansHoro 6anka Kasaxcrana;

[lentpanbHoii u3dupaTenbHolt kKomuccuu PecnyOnuku KazaxcraH, MECTHBIX
U30UpaTebHBIX KOMUCCH;

Kabunera MunuctpoB PecnyOnuku Kaszaxcran (IlpaBurenscta PecryOnuku
Kazaxcran ¢ 1995 rona);

HEHTPaJIbHBIX UCTIOJIHUTENIbHBIX OpranoB PecriyOnnku Kazaxcran u ux Be1OMCTB;

IJIaB aIMUHUCTPAIIHH (CeIbCKUE, MoceNKoBbie ¢ 1994 rona, o61acTHbIE, pailOHHBIE,
ropoackue ¢ 1992 roma) m akumoB (¢ 1995 roma) obGmacteil, TopoaoB
pecmyOIUKAaHCKOTO 3HAYEHHUsI, CTOJIUIIBI, PAaHOHOB, TOPOJOB O0JIACTHOTO 3HAYCHUS ),
palioHOB B TOpojax, TOPOJIOB palilOHHOTO 3HAYCHMS, TTIOCEIKOB, ayJIOB (cel), ayJIbHBIX (
CEJIbCKUX) OKPYTOB U UX alnapaToB;

MacnuxatoB obnacteil (ropofoB pecrmyOIuKaHCKOTO 3HAYEHHUS, CTOJIMIIBI),
paiioHOB (TOpOAOB 0OJACTHOIO 3HAYEHUS) U UX allapaToB;

3) COCTaBISIIOT €IUHbIC apXUBHBIC (POHMBI APXUBHBIE JOKYMEHTHI OTPACJIEBBIX
yIOpaBIE€HUN U OTJIENIOB UCIIOJHUTEIIBHBIX KOMUTETOB COBETOB HAPOJHBIX JACMyTaTOB
obnacteil, ropoJ0B PECHyOJMKAHCKOTO 3HAYEHHS, CTOJIUIIBI, PailOHOB, TOPOJIOB
00J1aCTHOTO 3HAYEHMSI, PpAaHOHOB B TOPOJIaX, TOPOJIOB paiioHHOTO 3HaueHus Kazaxckoii
CCP u COOTBETCTBYIOIIUX OPraHOB TOCYJApPCTBEHHOTO YIpaBiieHHUs PecmyOnuku
Kazaxcran mepuoja HE3aBUCUMOCTH, €CIM HMX 3a/Jaud U (YHKIMU OCTaIUCh 0e3
U3MEHEHUS.

B sToM cinydyae BO3MOXXHO cO37aHHE€ OOBEIWHEHHOT'O apXMBHOTO (hOHIA.
JIOKyMEHTBI COOTBETCTBYIOIIMX OPTraHOB TOCYJAapCTBEHHOTO YMpaBJIEHUS MEPHUOJIa
HE3aBUCHUMOCTH BKIIIOYAIOTCS B OOBEAUHEHHBIN apXUBHBIA (POHI CaMOCTOSITEIHHOM
onucko. K Ka 0¥l omucu Jieia MOCTOSTHHOTO XPaHEHUsI COCTaBISCTCS] TUTYJIHHBIN JIUCT
U TIPEAUCIIOBHE.

168. B cBA3u ¢ mnpeoOpa3oBaHUEM MECTHBIX MPEACTABUTEIbHBIX H
UCIIOJTHUTEIIbHBIX OPraHOB (WX OOBEAMHEHUEM, pa3/ieJICHUEM, a TaKKe N3MEHCHHUEM
cTaTyca aJMUHUCTPATUBHO-TEPPUTOPUATBHON €IMHUIIBI) HOBBIE apXWMBHBIC (POHJIbBI
COCTaBJISIIOT apPXUBHBIC IOKYMEHTBI CO3JJaHHBIX OPTaHOB MECTHOI'O TOCYAapCTBEHHOTO
yIPaBIICHHUS.

169. IlepenmeHOBaHNE WM U3MEHEHUE aIMUHUCTPATUBHBIX T'PAHUL] MECTHBIX
NPEICTABUTEIBHBIX W HMCIOJHUTEIbHBIX OPraHOB HE SBIISIETCS OCHOBAHUEM IS
CO3/IaHMUSI HOBBIX apXUBHBIX (DOHJIOB M3 APXUBHBIX JOKYMEHTOB COOTBETCTBYIOIIUX
OpPraHOB MECTHOTO TOCYJAapCTBEHHOTI'O YIPAaBICHUS U JPYrUX OpTraHU3aIlUH,
PacnoioKeHHBIX Ha TAaHHOW TEPPUTOPUH.

170. ITpu peopranuzanuu (JIMKBUAAIMKA) OpTaHU3alMU HOBBIE apXUBHbBIE (DOH]IBI
CO3/AI0TCS B CIyYasix:



1) u3MeHeHus 1eeBOr0 Ha3HaueHHs, NPODUIIs ACATCIbHOCTH U (PYHKIIHI
OpraHU3aIluu.

Ecau na 6a3e oprana ympaBiieHUs CO3/1a€TCSl OpraHU3allusl, 3aHUMAIOIASCS
HETOCPEJICTBEHHO MPOU3BOJICTBOM, TO €€ JOKYMEHTHI COCTABJISIOT HOBBIN apXUBHBIN
doun. Taxxke craeayeT mMmOCTynaTh, KOTJa WPOW3BOACTBEHHAs] OpTaHU3aAIIH
npeoOpa3yeTcs B yIpaBJIeHYECKUN OpraH.

B ciiydyae KOpeHHOr0 M3MEHEHUS KOMIETEHIIMU U (YHKIUN OpraHu3aluu U
CO3/laHMsl Ha €€ 0a3e HOBOW OpraHu3alluy €€ JTOKYMEHTHI COCTaBJISIOT HOBBIM
apXuBHbIN (HOHT;

2) mpeoOpa3oBaHUs OpraHU3alMU C U3MEHEHUEM (POPMBI COOCTBEHHOCTH
UMYIIECTBA OpraHu3aiuu (IpuBaTU3alys, aKiIMOHUPOBAHKE, HAITMOHATU3AIUS U TOMY
mo00Hoe).

N3 apXuBHBIX JOKYMEHTOB TOCYJapCTBEHHON OpraHW3alllM, MOJBEPTIICHCS
npeoOpa3oBaHUIO ¢ U3MEHEHHUEM (DOPMBI COOCTBEHHOCTH UMYIIIECTBA OpraHU3aIluu, U
apXUBHBIX JIOKYMEHTOB BHOBb BO3HUKIIEH OpraHu3aiuu(it) — nmpaBornpeeMHHUKa(OB)
nomnyckaercsi GopMupoBaHUe 00BEIUHEHHOTO apXUBHOTO (POH/IA B CiTyuae rnepeiauu B
COOTBETCTBHH C JIOTOBOPOM (COTJIAIIEHNEM) apXUBHBIX JOKYMEHTOB Opranu3anuu(it) —
npaBomnpeeMHUKa(0B) B TOCYJApCTBEHHYIO COOCTBEHHOCTh WJIM Ha XpaHEHUE B
rOCy/IapCTBEHHBIN apxuB. B 3TOM ciydae X JOKYMEHTHI BKIIIOYAIOTCS OTAEIbHBIMU
OTHUCSIMH.

K omucsm takoro (oHma COCTABISIOTCA OTACIbHBIE TUTYJbHBIE JIUCTHI U
npeauciaoBus. JOKyMEHTHI MO JIUYHOMY COCTaBY B 3THUX (DOHJAX MPOJOJIKAIOT
IpeAbIIYIIUE OMUCH AEJ 10 JUYHOMY COCTaBY;

3) npu JIMKBUJAIIMN OPTAaHU3AINH C Tepeayeil BCEX WM YacTH €€ (PYHKIIUU HOBOM
UM HECKOJIbKMM BHOBBH CO3JJaHHBIM OpraHU3alusIM JOKYMEHTHI Ka)XI0d HOBOM
OpraHu3alliy COCTABJISIOT HOBBIE apXUBHBIE (DOHJIBI.

171. JIukBuganusi opraHU3aiiiyd 03HA4YaeT MPEKpaIleHUE €ro JIesITeIbHOCTH 0e3
nepexo/ia MpaB v 00s3aHHOCTEN B MOPSIKE MPABONPEEMCTBA K APYTUM OpTraHU3aLUSIM.
B cooTtBercTBUM C 3TUM (DAaKTOPOM JOKYMEHTHI JIMKBHAMPOBAHHOW OpTraHU3aINU
COCTABJISIFOT OTJEIbHBIA apXUBHBIA (POHSI.

172. He siBisieTcst OCHOBaHUEM JIJIs1 CO3/IaHKsI HOBOT'O apXUBHOTO (OH/A:

1) pacmrpeHue uUiau Cy)e€HHE TEPPUTOPHUATBHBIX TPAHUI] ACATEIbHOCTU WU
byHKIIMNA OpraHu3allny;

2) BbIACJICHUE U3 OPTaHU3AIlMU OJHON WJIM HECKOJbKUX HOBBIX OpraHU3aIuil ¢
nepenayeit UM OTJEIbHBIX (DYHKIIUIA IEPBO OpraHU3allnu;

3) u3MeHeHue NOJTYMHEHHOCTH OPTaHU3al1H, €€ CTPYKTYPbI, IEPEUMEHOBAHUE WU
BHECEHHE W3MEHEHHI B Ha3BaHHWE, HE COMPOBOXKIAIOIIUECS H3MEHEHUEM
NEepPBOHAYATBHBIX (DYHKIIHIA;



4) cMeHa yupenuTens (ei) opranuzaiuu, 6e3 u3MeHeHus HOpMbI COOCTBEHHOCTH
UMYILIECTBA 3TON OpraHu3aluu;

5) mpeoOpa3oBaHuE TOCYJIapCTBEHHOTO YUPEXKACHUS B TOCYIapCTBEHHOE
peanpusiTie u Hao0opoT.

[IpeoOpazoBaHue rocy1apCTBEHHOIO MPEANPHUITHS, OCHOBAHHOTO Ha IpaBe
X035MCTBEHHOTO BEACHUSI B IOCYJIapCTBEHHOE MPEANpPHUATHE, OCHOBAaHHOE Ha IpaBe
ONEPAaTUBHOTO ympaBiieHUsl (Ka3eHHOE MPEANpUsITHE) U HAOOOpPOT HE SBISETCS
OCHOBAHHUEM JUJIS1 pa3J/ieleHNs JOKYMEHTOB Ha OT/AEJIbHbIE apXUBHBIE (DOHBI.

JIOKyMEHTBI rOCYIapCTBEHHBIX MPEANPUATUNA U TOCYIAPCTBEHHBIX YUPEKICHUMN B
ClIyyae, €ciu NnpeaupusaTus (yUpeKIeHUs) MPOAOKAIOT CBOK JEATEIBHOCTh MOCIE
1991 rona kak rocyJapCTBEHHbBIC, COCTABIISIOT €UHBIN apXUBHBIN (HOH;

6) mepexo/1 OpraHu3aluu U3 pecnyOIMKaHCKON COOCTBEHHOCTH B KOMMYHAIbHYIO
1 Ha00OpOT.

173. XpOHOJOTHYECKUMH I'PAaHULIAMU apXUBHOTO (POH]IA SBIISIOTCS:

1) apxuBHOTO (hOHA OpraHU3aIMN — YCTaHABJIMBAEMbIE€ HA OCHOBE HOPMATHUBHBIX
IPABOBBIX aKTOB O(PUIMATIBHBIE 1aThl UX 00pa30BaHUS (PETUCTPALIMM) U JIMKBUIALIUH.
[Ipyn HanMuUMM HECKOJBKUX HOPMATUBHBIX MPAaBOBBIX aKTOB 3a JaTy 0Opa3oBaHUs
OpraHu3alluy MPUHUMAETCS JaTa Haubosiee paHHEro U3 HUX;

2) o0BeMMHEHHOTO apXWBHOTO (hOHIA — MaThl 00pa3oBaHUs (PETHUCTPAIUN)
HauOoJsiee paHHEW W JIMKBUJALMM Haubojee Mo3JHEH MO BPEMEHH JeATEeIbHOCTH
OpraHu3aluii, TOKyMEHThl KOTOPBIX BOIIJIM B COCTaB OOBEIUHEHHOTO apXMBHOTO
dbonpa.

ITaparpad 2. ITopsanok opraHM3aiy JOKyMEHTOB B IIpeieIax apXUBHOI'O
¢doHIa

174. B npenenax apxuBHOTO (OHAA YIETHON U KIACCU(PUKAIIMOHHON €IMHUIIEH
SBIISIETCS €UHUIIA XpaHEHUs — (Qu3nuecku 000COOJIEHHBIE JOKYMEHT WU
COBOKYITHOCTb JIOKYMEHTOB, UMEIOIIHNE CAaMOCTOSITEIbHOE 3HAUYCHHUE.

Enununeit xpaneHus: apXuBHBIX JOKYMEHTOB Ha OyMa)KHOW OCHOBE SIBJISIETCS JIEJIO.
Jleno - oTnenbHbIM(€) apXUBHBIN(€) JOKYMEHT(bI), 3aKJIIOYEHHBIN(€) B 000CO0TIEHHYIO
00JI0KKY, TIATIKY.

AyIroBU3yaIbHBIE U JIEKTPOHHBIE JOKYMEHTHI YUUTHIBAIOTCS MO €IMHUIIAM y4eTa

175. Enuaniiamu ydyeta ay AMOBU3YaIbHbIX JOKYMEHTOB SIBJISIFOTCS:
1) nmasi KWHOJOKYMEHTOB — YacTh €UHUIIBI XPAaHEHMS, OJHA WJIM HECKOJbKO
€IMHUL] XPAHEHUS, OTHOCAIIMNXCSA K KHHOIIPOU3BEICHUIO I CHEMKE OIPEAECICHHOTO
COOBITHS;



2) nnsg POTOJOKYMEHTOB — YacTh €AMHUIIBI XPaHEHUS, a OJHA WU HECKOJBKO
SIUHUIl XPaHEHUs, OTOOPAKAIOIIUX OJHO COOBITHE, OOBEAMHEHHBIX CMBICIIOBBIM
coJiepKaHUEM;

3) m1st POHOOKYMEHTOB — OJ[HA WUIM HECKOJIBKO CJIMHMII XPAHEHUS C 3BYKOBOM
3aMUCHI0 OMPENEIEHHOTO COOBITHS, OJHOTO WM HECKOJIbKUX OOBEIUHECHHBIX IO
aBTOPCKOMY, MCIOJHUTEIbCKOMY, TEMAaTUYECKOMY M JAPYTHUM MpHU3HAKaM
IPOU3BECHUN JINTEPATyPhl M HCKYCCTBA,;

4) st BUACOJIOKYMEHTOB — YacTh €UHUIIBI XpaHEHUsI, OJHA WU HECKOJIBKO
SIVHUIl XPaHEHUS C 3aMHUCHhI0 OMPEACICHHOTO COOBITHS, OJHOTO WJINW HECKOJIBKHUX
00BEIMHEHHBIX IO aBTOPCKOMY, HCIOIHUTEIHLCKOMY, TEMAaTUYECKOMY H APYTUM
pU3HaKaM IMPOU3BEICHUIA TUTEPATYPHI U UCKYCCTBA.

176. EnuannaMu XpaHeHHsl Ay JMOBU3YalbHbIX JOKYMEHTOB SIBJISIFOTCS:
1) mist KHHOTOKYMEHTOB — PU3UYECKH 000COOJICHHBIN PYJIOH KUHOIUICHKH;

2) nna (GOTOAOKYMEHTOB — (U3MYECKU 00O0COOJIEHHBIM Kaap (HEraTus,
nyOJIb-HETaTHB, TIO3UTUB, CIIai1 (AUATIO3UTHB)), PYJIOH auaduiabMa, (OTOOTIEHATOK,
($oTOanb00M, TUCKOBBIA HOCUTENb U (hU3NYECKU 000COOIEHHbBIE Kaapbl TAHOPAMHOU
CHEMKU;

3) miist GOHOJOKYMEHTOB — (hU3nuecKu 000COOJIEHHBIN PYJIOH MAarHUTHOM JICHTHI,
JTMCKOBBIN HOCUTENb U (U3UYECKH 000CO0ICHHAs ay/IMOKACCeTa;

4) nJist BUIEOJOKYMEHTOB — (hu3nuecku 000co0IeHHas BUjieoKkacceTa, Pu3ndecku
000CO0JIEHHBIN TUCKOBBIA HOCUTEb.

177. 3a equHuily y4deTa SJIEKTPOHHBIX JOKYMEHTOB MPUHHUMAETCS €JAMHUIIA
XpaHEHUs WU KOMIUIEKT CIWHHWI] XpaHEHWs C 3amuchio (paiima WM HECKOJBbKUX
(daiIoB, COCTABISIONIUX €IUHBIA MPOTrpaMMHO-UH(DOPMAIIMOHHBIA OOBEKT (TEKCT,
TUTIEPTEKCT, MyJIbTUMEAUNHBIN 00BhEKT, 0a3a JaHHBIX, OaHK JaHHBIX, 0a3a 3HaHUM), a
TaK)Ke COTPOBOAUTENIbHAS IOKYMEHTAITHS.

178. 3a enuHUIly XpaHEHUSI 3IEKTPOHHOTO JOKYMEHTa MPUHUMAETCS (PU3HUYECKU
000CO0JICHHBII HOCHUTENIb (KECTKUU JTUCK, KOMITAKT-AUCK W JAPYTHE COBPEMEHHBIC
HOCHTEJIN) C COMPOBOIUTEIHHOMN TOKYMEHTAIIUEH.

179. OrcucremaTu3nupoBaHble €AMHUIBI XPaHEHUS (JieJ1a), BHOCSITCS B OIMUCH JIe U
oopMIISIFOTCS B TOPsiIKE, 00€CTIEUNBAIOIIEM UX yUeT, TOUCK U UCTIOJIb30BaHHE.

Jlena cucteMaTH3UPYIOTCS B Mpejenax apXUBHOTO (OHIIA COTIACHO CXEMe
cucTteMaTusanuu (HOMEHKJIAType Jei), KOTopas SBJSETCS OCHOBaHUEM JUISl HX
BHYTPEHHEH OpraHu3anuu 1 3aKperisieTcs: OMUChIO (OMUCSIMU) JIeT.

180. Jlena, BHECEHHbIE B OMUCH JEJ CTPYKTYPHBIX MOAPA3ACICHUN OpraHu3alnuu, 1
nena BpeMmeHHoro (mo 10 mer BKIIIOYMTENbHO) XpaHEHHSs, MEpeJaHHbIe 10
HOMEHKJIAType JeJI, BHYTPH apXUBHOTO (POHIa OpraHU3AINHN Pa3MEIIAI0T C YU4ETOM



XPOHOJIOTHYECKO-CTPYKTYPHOI'O (CTPYKTYpHO-XPOHOJIOTHYECKOTO) UIN
XPOHOJIOTUYECKO-()YHKIIMOHATIBHOTO (byHKIIMOHATBHO-XPOHOJIOTUYECKOTO)
KJIaCCU(PUKAIMOHHBIX TPU3HAKOB.

181. XpOHOJIOrHYECKU-CTPYKTYPHAsI CXEMA CUCTEMATHU3ALMU MIPUMEHSETCS I10
OTHOIIEHUIO K (OHIAM JAeHCTBYIOUIEH oOpraHu3zanuu (y4uThiBas JdaJibHEHIIee
MOTOJHEHUE JOKYMEHTOB dTUX apXUBHBIX (POHJIOB) M JIMKBUIUPOBAHHBIX OpraHU3alun
C 4acTO MEHABIIEHCS CTpykTypou. lIpm 3TOol cxeme cucreMaTu3alnuy €IUHUIBI
XpaHEHUsl TPYNIUPYIOTCS B apXUBHOM (OHJIE 10 BPpEMEHHM MX cO3JaHus (MO rojam,
nepuojaM), a B Mpeaenaax Kaxiaou XpPOHOJOTMYECKON TPyHNIbl — MO CTPYKTYpPHBIM
NOAPA3ACIICHUAM OPTaHU3aLINH.

182. CTpyKTYypHO-XpOHOJIOTUYECKAsI CXEMA CHUCTEMaTU3allMK TPUMEHSETCS IO
OTHOIICHUIO K (POH/IaM OpPTraHU3ali, UMEBIINX CTAOMIbHYIO CTPYKTYPY, N3MEHEHUS
KOTOPOM NPOUCXOAWIN PEAKO, a TAKXKE MPH CUCTEMATU3alUUHM €IUHUL XPaHEHHS
JUKBUIUPOBAHHBIX OpraHU3aIui.

IIpu 3TOK cxeMe cHcTeMaTHU3aluu €OUHHIBl XPAaHEHUs] TPYNIHUPYIOTCS IO
CTPYKTYpPHBIM mojpa3zfeieHusiM QoHaooOpa3oBarenis, a B IMpeaenax Kaxaou
CTPYKTYPHOU rpynibl — 110 BpeMEeHU (POPMUPOBAHMSI €TUHUIL] XPAHECHUS.

183. XpoHonoruuecku-(pyHKIMOHATIbHAS WK (PYHKIIMOHAIBHO-XPOHOJIOTHYECKas
CXEMbl CHUCTeMaTH3alUyd MPUMEHSIOTCS MO OTHOIICHHIO K (POHJAM OpraHU3alui ¢
YacTO MEHSBIIEICS CTPYKTYPOU WJIM HE UMEIOILIHE €€.

[Ipu cuctemaTH3aluu €IUHUL] XPAHEHHSI IO XPOHOJIOTUYECKU-(YHKIINOHATBHOMI
CXEM€ TpyHIUpPOBKA UX MPOMCXOJUT BHAYaJE MO XPOHOJOTHYECKOMY IMPU3HAKY, a
3aTeM 1o QYHKIUSAM (BUAaM, HAIIpaBIEHUSIM) AesITeabHOCTH (hoHmoo0pazoBaTens. [Ipu
STOM MOATPYMIIBI JeJl pacHojaraloTcs C y4eToM 3HaYMMOCTH (QyHKUUN opraHu3auui (
PYKOBOJCTBO, IJIaHUPOBaHUE, (PUHAHCUPOBAHUE, YUET U OTUYETHOCTh, CHAOKEHHUE U
cOBIT, KaJpHI U TaK Jajee).

[Ipu cucremaTu3alvy €IUHULL XPAaHEHUS 110 (PYHKIHOHATBHO-XPOHOJIOTUYECKOU
CXeMe OHM TPYNIUPYIOTCS BHAYajIe MO PYHKUMIM IeATeIbHOCTH (HOHI000pa3oBaTers,
a 3aTeM MO XPOHOJOTHYECKOMY IIPU3HAKY.

184. JIns cuctemaTu3aluy €IMHUL XPAHEHHsI ApXUBHBIX (POHIOB OECCTPYKTYPHBIX
OpraHMu3aliii MOXKET OBbITh HCIOJIb30BAHA XPOHOJOTMYECKHU-HOMUHAJIbHAS WIH
HOMUHAJIBHO-XPOHOJIOTMYECKAS] CXEMBbI CHCTEMATU3alUK TPUMEHSIOTCS - CHa4aJIa 0
XPOHOJIOTMHU, BHYTPH KaXZOr0 roja 0 BUJIAaM €IWHUIl XpPAaHEHUs WM CHadaja I10
BUJIaM €UHUI XpaHEeHUs (IIPUKa3bl, IPOTOKOJIbL, TJIAHbI U JPYTUE) U BHYTPU KAKJIOTO
BH/JIA 10 XPOHOJIOTHH.

185. B COOTBETCTBUM CO CXEMOM CHCTEMAaTH3alUM E€IUHUIIBI XpaHECHUS
IPYIIIUPYIOTCS B CIEAYIOLIEM MTOPSIKE:

1) equHUIBI XpaHEHHUS OTHOCSTCS K TOMY TOJly, B KOTOPOM OHU HayaTbl

JEJONPOU3BOACTBOM, WM B KOTOPOM MOCTYNMJIM B JaHHYIO OpraHu3anuio (



CTPYKTYPHOE MOAPA3ACIICHNE) U3 APYrol OpraHu3anuu (CTpyKTypHOIO MOAPa3IeIeHUs
) ISl IPOJIOJIKEHUSI TPOU3BO/ICTBA;

2) enVHMIIBI XPAaHEHUS, COAEPKALIUE TUIaHbl, OTYETHI, CMETHI U MaTe€pUaibl K HUM
OTHOCATCSI K TOMY TOJly, HA KOTOPBIM MJIM 32 KOTOPBI OHU COCTaBJIECHBI, HE3aBUCUMO
OT J1aThl UX COCTABJIEHUS, JOJITOCPOYHBIE IJIAHBI OTHOCATCS K HayaJlbHOMY TOAY HX
NEUCTBUS, @ OTUETHI 32 3TU FOJIbI - K MOCIEAHEMY TOJly OTUETHOIO MEPHOJIA;

3) eIMHULIBI XpAHEHMs], HAYaThle JIEJIOMPOU3BOJICTBOM B OJTHOM MOAPA3IACICHUH U
NepeJaHHble Ui NPOJOJDKEHHMS B APYroe NoApa3JelIeHHE, OTHOCATCA K TOMY
NO/pa3AeICHUI0, B KOTOPOM OHMU OBbUIM 3aBepuUIeHbI (IPU 3TOM Ha3BaHUE NEPBOTO
nojpaszaeneHus 0epercst B CKOOKH U MUILETCS Ha3BaHUE MOCIEIHEr0);

4) B mpenenax roja WM XPOHOJOTMYECKOTO MEPHOJa €AUHHULIBI XpPaHECHUS
pacnosararTcs Mo 3HaYMMOCTH (DYHKIMI OpraHu3anuy (WM - B IOPsIIKE 3HAUUMOCTH
U JIOTHYECKOM B3aMMOCBS3HM BUIOB U PA3HOBUIHOCTEHN TOKYMEHTOB);

5) enuHUIBl XpaHEHUs, MpeJcTaBiIslIKe co00W JUUYHBIE Jena,
CUCTEMATU3UPYIOTCS 0 T0aM YBOJIbHEHUS U aN(aBUTy (paMUIHii.

186. Equnuiiel XpaHeHus: B Ipejeiax MocieAHuX (3aBeplIatolinX) CTyNeHel
CUCTEMATHU3ALMH PACIIPENEISAIOTCS 10 UX 3HAYMMOCTH WU XPOHOJIOTHH.

187. DneKTpoHHBIE NOKYMEHTHI CHUCTEMATU3UPYIOTCSA MO BHAAM HOCHUTEIEU
uHbopMany (MarHUTHBIE JICHTHI, JIa3epHbIE M KECTKHUE AUCKU, KOMIAKT-TUCKH,
JTMCKETHI), BHYTPHU BUJIOB - TI0 hopMaTam MpeAcTaBiIeHUs] UHPOpMalluU, U Jajee - Mo
XapakTepy 3a(puKCHpOBaHHON HH(OPMAIUH.

188. Equauiisl XxpaneHus B 00beIMHEHHOM apXUBHOM (DOHJIE, pacmoiaratoTcs 1o
3HAYMMOCTH (HOHI000pa3oBaTeNeld, MO0 XPOHOJOTHMU HUX CO3JaHHs, MO an(paBHUTY
Ha3BaHuU. B mpenenax kaxaoro ¢oHaa, BOLIEAIIETO B OObEAMHEHHBIN apXUBHBIN
(GoH, MPUMEHSIOTCS pa3HbIE CXEMbl CHCTEMAaTH3alUU, BBIOOP KOTOPBIX OMPEAEseTCS
XapaKTepoM JesTeIbHOCTH KOHKPETHBIX OpraHU3aluid, COCTaBOM M O0BEMOB HX
JOKYMEHTOB. /{7151 apXuBHBIX ()OHAOB OJJHOTUITHBIX OpraHU3alUi UCTIOIb3YyEeTCs 001as
CXeMa CUCTEMaTU3aLMH.

189. IokyMeHTHI MO JINYHOMY COCTAaBY, HAYYHO-TEXHUYECKAsT JOKYMEHTALUs B
apXMBHBIX (POH/IAX HAYYHO-UCCIIEOBATENbCKUX U MPOEKTHBIX OPraHU3alui, pyKOIUCH
B M3/1aTEILCTBAX, UICTOPUU OOJIE3HEH B MEIUIIMHCKUX OPTaHU3AIUAX, AKThI IPOBEPOK B
(oHAaX KOHTPOJBHBIX OPraHoOB, CyAeOHass NOKYMEHTalus B OpraHax CcyJla U TOMY
10JI00HBIE BBIACIAIOTCS B 0COObIE TPYNIBI U CUCTEMATU3UPYIOTCS 000COOIEHHO OT
YIPaBJIEHYECKOW TOKYMEHTALUIO.

190. HayuHo-TexHMYECKass JOKYMEHTALHs PacIoaraercsi BHyTPU apXUBHOTO
donna mo BuaaM (IpOEKTHas, KOHCTPYKTOpPCKas, TEXHOJOrudeckas,
HAy4YHO-HUCCIIEIOBATENbCKasA, TATEHTHAs JOKYMEHTALIMS).

191. IIpoekTHast AOKyMEHTAIUsl PACIIONaraeTcs Mo NpeaMETHO-TEMATHYECKOMY,
XPOHOJIOTHYECKOMY WJIM reorpaduyeckoMy KiacCU(pUKAIMOHHBIM IPU3HAKAM.



[IpoekTHas JOKYMEHTaLHs MOAPA3AEIIAECTCS:

1) O KUTUITHO-TPAKTAHCKOMY CTPOUTENBCTBY;

2) MO NPOMBIIUIEHHOMY CTPOUTEILCTBY;

3) 1o CceNbCKOXO039UCTBEHHOMY CTPOUTENLCTRY;

4) 1o 3HEPreTUYeCKOMY U BOJOXO03IMCTBEHHOMY CTPOUTEILCTBY;

5) o TPAaHCIIOPTHOMY CTPOMUTEINILCTRY.

Kaxxnas rpynmna MOKeT CUCTEMaTU3UpOBaThCs Ha 0oJiee MEJIKHUE.

JIOKYMEHTBI POEKTHBIX CTAJUMN PACIIONAraloTCs B IPUHATOU MOCIEA0BATEIIbHOCTH
IPOEKTUPOBAHMUS.

TunoBele MPOEKTHl CHCTEMATU3UPYIOTCS IO HOMEPAM CEPUI.

192. KoHcTpyKTOpcKas JOKYMEHTAIMs pacioJiaraeTcs Mo BUjaM pa3paboToK, Mo
XPOHOJIOTMH MJIM HOMEPAM KOHKPETHBIX pa3pabOTOK, BHYTPH pa3padOTKHU — IO y3jam
COrjacHo crienu(uKauu.

KoHcTpykTOpCcKast JOKyMeHTauus: Ha MOJU(DUIIMPOBAHHOE U3JEIUE CIEAYET 3a
JIOKyMEHTalMe Ha Bce 06a30Boe M3Jeiue Ju00 TOM 4acThbio M3JENHS, Ha KOTOPYIO
uMeeTcsl Mo UKaIus.

JIOKyMEHTBI 110 MCHBITAaHUAM WU3JEIUN paclojararoTcs MO0 XpPOHOJIOTMH, a B
npenenax roja — Mo Ha3HAYeHHUIO TEXHUKH, PETUCTPALIMOHHBIM HOMEpaM.

193. TexHonormueckass HOKyYMEHTAllUsi CUCTEMATU3UPYETCS COTJIACHO
TEXHOJIOTUYECKOMY MPOLECCY.

194. HayuHo-uccienoBaTenbckas MTOKYMEHTAlUs, pa3MEIaeTcs II0
XPOHOJIOTUYECKOMY IPUHIIUITY, B MpEeaax roja — o HoMepaM T€M, HUHBEHTapHbIM
HOMEpaM, HOMepaMm, IPUCBOCHHBIM MIPU TOCYAAPCTBEHHON PErHCTPALliU, IO TEMATHKE
Hay4YHbIX pabor, mno andgaBUTy HUX HAWUMEHOBaAHUNW wulu HamMunui
aBTOPOB-pPa3pabOTUYUKOB (OTBETCTBEHHBIX HCIOJHUTENEH), IO CTPYKTYpHOMY
IPU3HAKY.

OT4eThl, BBIMIOJIHEHHBIE 10 3aKa3aM JPYTUX OpraHU3allid, CUCTEeMATHU3UPYIOTCS
OTJIEIBHO.

195. ITaTeHTHO-TUIIEH3MOHHASL JOKYMEHTAIUS PacloiaraeTcs o BUaam:

1) 00bEKTOB MPOMBIIIEHHON COOCTBEHHOCTH (M300pETEHUSI, MTOJIE3HbIE MOJIENH,

IIPOMBIIIIIEHHBIE 00pa3libl, COPTa paCTEHUM, TOBAPHBIE 3HAKH, 3HAKU 00CITY KHUBaHU);
2) OXpaHHOTO JOKYMEHTA (ITaTE€HThI, CBUIETEILCTBA).

B mpenenax kaxxaoro BHaa — 10 HOMEpaM NATEHTOB WM CBUAETEIBCTB, IO
HOMEpPAM 3asiBOK, [0 KOTOPBIM MPUHSTHI PEIICHUSI HA BbIIa4y OXPAHHOTO JIOKYMEHTA,
U 110 HOMEepaM 3asBOK, M0 KOTOPBIM MPUHSTHI PEIIeHHs 00 0TKa3e B BbIIaye OXPaHHOTO
NOKYMEHTA.

196. KnHOTOKYMEHTBI X BUACOTOKYMEHTBI CUCTEMATU3UPYIOTCSA:

1) mo Bugam - QuIbMBI, CrieIIUaIbHBIE BHITYCKH, KHHOXKYPHAJIbI, OTACIbHbIE KMHO -
U TEJIECIOKETHI;



2) 1o rofam BBIITyCKa (PMIBMOB, CIICIIBBITYCKOB, KHHOXKYPHAJIOB;

MPOU3BOICTBEHHBIM HOMEPaM OTJEIbHBIX KHUHO - U TEJIECIOKETOB;

3) enuHuIIaM y4deTa (KOMIUIEKTaM);

4) uBeTHOCTH (I[BETHBIC, YEPHO-OETIBIC);

5) popmary rieHku (8 MM, 16 MM, 35 MM, 70 MM U Ipyrue).

EauHuIer XxpaHeHus: pacioiaratoTcst Mo 3JIEeMEHTaM KOMIUIEKTa, @ BHYTPU HUX - TI0
NOPAJIKY HOMEPOB YacTel KUHOJOKYMEHTA.

KoMIIekT KHHOJOKyMEHTa COCTOMT M3 OpPUTMHAJIa U KOMHUH, OTHOCSIIUXCS K
OJIHOMY (pUJIbMY, CIICLBBINTYCKY, KHHOXKYPHAILY, KHHO - U TEIECIOKETY.

Ha KMHOJOKYMEHTBHI U BUACOAOKYMEHTHI OMPEICICHHOTO BHUIa COCTABISAETCS
OTJIeJIbHASL OTIHCH.

197. ®OTOIOKYMEHTBI CUCTEMATU3UPYIOTCS TIO BUJIAM:

1) HeraTuBbl pa3IMYHON LBETHOCTH (LIBETHBIC WJIM YEpPHO-OEIbIE) U Pa3MepoB,
KOTOphie 0003HavaroTcs udpamu 2 - 8 (udpa 2 COOTBETCTBYET HETATUBY Pa3MeEPOM
25em.x35ceMm,3-6cem.x6 M., 4—-6cM. X9 ceM.,, 5—9cm. x 12 ecm., 6 — 10 cMm. X
I5cm.,7—-13 cm. x 18 cm., 8 — 18 cMm. x 24 cm.).

[Tpu cucremaTtuszanuu HeGOIBIINX 0OBEMOB HEFATUBOB pa3MepoB 6-8 omyckaeTcs
X O0OBEIMHEHHE B OJIHY TPYIIITY;

2) cnaiizipl (AMano3UTUBBI) PA3IMYHON IBETHOCTH;

3) no3uTuBHI, (HOTOOTIICUATKY;

4) poroanbOOMBI;

5) nuapmbMbI;

6) PIEKTPOHHBIE OKYMEHTHl ((POTOAOKYMEHTH Ha LH(PPOBBIX HIIM HHBIX
COBPEMEHHBIX HOCHUTEIISIX), KOTOpbIe 0003HauaroTcst OykBoii "J".

Ha ¢oTo10KyMeHThI OnpeeIeHHOT0 BUa COCTABIIAECTCS OTACNIbHAS OMHUCH.

198. ®OHOAOKYMEHTHI CUCTEMATHU3UPYIOTCS IO BHUJAM 3allMCH 3BYKOBOU
uH(popmalmu - poHorpapuyeckas, rpaMMoPOHHAsI, ONITUYECKAst, MATHUTHAsA, JJa3epHas
. Ha ¢oHOIOKYMEHTHI ONpeeIeHHOTO BH/Ia 3allMCH COCTABJISIETCS OTAENbHAs OIKUCH.
BuyTpu BUI0B (POHOJOKYMEHTHI PaCOIaratoTCs MO €IMHUIIAM YYeTa U KOMIUIEKTaM.

EnuHunpl xpaHeHUs] BHYTPU €IUHUIBI y4e€Ta paclojararoTcs B MOPSAKE
IPOU3BOACTBEHHBIX HOMEPOB, 0003HAUYEHHBIX HA ITUKETKAaX, a BHYTPU KOMILUIEKTa B
CJIeIyIOLIEN OCIE0BATEIbHOCTH - OPUTHMHAJIBI, KOTIH.

KommiiekT poHOT0KYMEHTa COCTOUT U3 OpUTHMHANIA M KOIUM, OTHOCSIIHUXCS K
ONpEJEICHHON EUHUIIE YUeTa.

IMTaparpa¢ 3. ITopsanok nepenaum AokyMeHTOB HanmoHAIEHOTO apXHUBHOTO
¢oHIa Ha TOCTOSHHOE XpaHEHNE B FOCYJapCTBEHHBIN apXWB



199. HoxymenTtsl HammoHanbHOTO apXuBHOTO (DOHIA B COOTBETCTBUHU C
3akoHoJaTenbcTBOM PecnyOnuku KaszaxcTaH 1O HMCTEYEHUHM YCTAHOBJIEHHBIX (
JOTOBOPHBIX) CPOKOB IOJUIEKAT IE€peJadye Ha IMOCTOSHHOE XpaHEHUe B
rOCYJIapCTBEHHBIN apXMB 34 CYET CUJI U CPEJICTB OpraHU3alHUU.

200. YcranaBauBaeTcs CIeAYIONIME MPEAEIbHbIE CPOKM BPEMEHHOTO XPaHECHUS
JOKYMEHTOB Ha TPAJWLIMOHHBIX U 3JIEKTPOHHBIX HOCHUTENSIX, OTHECEHHBIX K COCTABY
HanunonansHOro apxuBHOro GoHAA:

1) noxkymentsl Aagmunuctpaiuu [Ipesunenta Pecnybnuku Kazaxcran, anmapara
Cenara IlapnamenTta PecnyOnuku Kazaxcran, anmapara Maxunuca [lapiamenra
Pecny6nuku Kazaxcran, Kannenspuu [Ipembep-Munuctpa Pecriybnuku

Kazaxcran, Konctutynmonnoro Cosera Pecniyonuku Kazaxcran, LlenTpanbHoi
n3zbuparensHoit Komuccun PecnyOnuku Kazaxcran, BepxoBHoro Cyna PecnyOnuku
Kazaxcran, I'enepanbnoii npokypatypbl Pecnybnuku Kazaxcran, HanumonansHoro
banka Ka3zaxcrana, munucrepctB PecnyOnuku Kaszaxcran, arentctB PecnyOnuku
Kazaxcran, komuteToB MUuHHCTEpCTB Pecmybnuku Kazaxcran — 15 ner;

2) 1OKYMEHTBI TEPPUTOPHATIBHBIX OpraHoB MuHUCTEepcTB PecnyOnuku Kazaxcran,
arerrctB Pecniybnuku Kazaxcran, komureroB MunuctepcTB Pecyonuku Kazaxcran —
10 meT;

3) IOKYMEHThI OpPraHU3alNii, KOHTPOJIbHBIN MAKET aKINl KOTOPBIX MPUHAICKUT
rocyJapcTBy, UHBIX TOCYAAPCTBEHHBIX IOPUIUUECKUX JIHUI] PECITyOIMKAHCKOTO YPOBHS
— 10 ner;

4) TOKyMEHTBI OPTaHOB MECTHOTO TOCYAaPCTBEHHOI'O YIIPABJICHHSI 00JIaCTH, TOPOIa
peciyOIMKaHCKOTO 3HaUeHus1, CTONUILI — 10 JeT;

5) IOKYyMEHTBl TOCyAapCTBEHHBIX OpraHu3auuii 00J1aCTHOTrO, ropoja
pecnyOJIMKaHCKOr0O 3HaYeHUs!, CTOJIUIBI ypoBHEH — 10 ner;

6) TOKYMEHTBI MECTHBIX T'OCYAapCTBEHHBIX OPraHOB YIIpaBJICeHHs ropoja (paiioHa)
— 5 J1eT;

7) TOKYMEHTBI TOCYAapPCTBEHHBIX IOPHUINYECKUX JIUL TOPOACKOIO U PaHOHHOTO
YPOBHS — 3 JIET;

) 3alMCH aKTOB I'PAKJAHCKOTO COCTOSIHUSA, TOXO3SIIICTBEHHbBIE KHUTH, IOMOBBIE
KHUTH, 3alUCHA HOTapUAIbHBIX JIEHCTBUM, CyIeOHBIC JIeJla U IOKYMEHTHI — 75 JIeT;

9) Hay4HO-Hccleq0BaTENbCKasA, TEXHOJOTUYECKass U MATEeHTHO-TMLEH3NOHHAs
noxkyMmeHnTanus — 10 jer;

10) OnbITHO-KOHCTPYKTOPCKAas JOKyMeHTauus — 15 ner;

11) mpoekTHast IOKyMEHTalU 110 KaluTaIbHOMY CTPOUTENbCTBY — 20 JIeT;

12) kaprorpaduyeckas JoOKyMeHTalus — 25 JieT;

13) reoge3nyeckas JOKyMeHTaus — 25 JeT;

14) Tenemerpudeckas JOKyMEHTAIUsS — 5 JIET;

15) ayanoBusyanbHasi fJOKyMeHTalus — 3 roja.



201. Cpoku xpaHeHus1 TOKYMEHTOB Ha TPAJULIMOHHBIX U AJEKTPOHHBIX HOCUTEISIX
uH(pOpMaIu, OTHECEHHBIX K cocTaBy HannoHanbsHOTro apXxuBHOTO (POHJIA, B YACTHBIX
apXyMBax OpPraHM3alWi YKa3bIBAIOTCS B JOTOBOPAX, 3aKIIOYAEMBIX B COOTBETCTBUU C
3akoHoMm PecnyOnuku Kazaxcrana "O HaunonansHOM apxuBHOM (oHIE U apXxuBax"
MEXAY COOCTBEHHHMKAaMH JIOKYMEHTOB M YIOJHOMOUYEHHBIM OPTraHoM B cdepe
apXMBHOIO JieNia MO0 MECTHBIM MCIOJHHUTEIBHBIM OpraHoM objactu (ropoja
pecnyOIMKaHCKOTO 3HA4Y€HUs, CTOJMIBI), B 3aBUCUMOCTH OT MECTa HaXOXKICHHUS
apXyvBa OpraHu3alnH.

202. Ilepenaya OCyIIECTBJISICTCS HA OCHOBAHUU OMHUCH JieNl (JOKYMEHTOB)
MOCTOSTHHOT'O XPAHEHHUS B COOTBETCTBHHM C IPaPUKOM, YTBEPKIACHHBIM PYKOBOJIUTENEM
OpraHu3alliy M0 COTJIIACOBAHUIO C TOCYIAPCTBEHHBIM apXHUBOM.

203. IIpu 0OHaApY)KEHUH PACXOKIECHUN MEXKITY KOJIMUYECTBOM €IMHUI XPAHEHUS 110
UTOTOBOM 3allMCH B OINKUCH U UX HAJIIMYHUEM, K OMMUCU COCTABJISETCS HOBAsI UTOrOBas
3alKUCh, B KOTOPOM YKa3bIBAIOTCH (PAKTUYECKOE KOJIMYECTBO MEPEaHHbIX U HOMEpa
OTCYTCTBYIOLIUX €AUHULl XPAHEHUSI.

204. Ilepengaua odopmisieTcss akTOM MNpHeMa-Nepeaadyu, riae JAOMOTHUTEIbHO
IIPOCTABIIIIOTCS HOMEPA OTCYTCTBYIOIIUX A€ (JOKYMEHTOB), IPUYUHBI UX OTCYTCTBUS
— B IPWJIAraeMoi K akTy CHpaBKe C YKa3aHUEM Mep MO PO3bICKY.

205. Ha orcyTcTByromue aena (TOKyMEHTBI), PO3bICK KOTOPBIX HE 1all PE3YyJIbTaTOB
, COCTaBJISIETCSl aKT 00 yTpare, yTBEp>K/1aeMblii PyKOBOJUTEIEM OpPTraHU3aI1H.

206. YTpauyeHHBIE NOJJIMHHUKHM YNPABICHYECKUX M HAYYHO-TEXHUUYECKHX
JOKYMEHTOB 3aMEHSIOTCSI X 3aBE€PEHHBIMU KOUSIMH, ayJUOBU3YIbHBIX — KOMTUSAMH.

207. C ynpaBlieHUYECKHX JOKYMEHTOB, UMEIONIUX MoMeTKy "Jlis ciayxeOHOoro
noJib30BaHus", B cooTBeTCTBUU C [IpaBunmamu paboThl TOCYNapCTBEHHBIX OPraHOB,
yTBEepXKAEHHbIX mnocTtaHoBieHueM IIpaButenscTtBa PecnyOnuku Kaszaxcran ot 23
ssaBaps 2008 roga Ne 51 JICII, naHHas MOMEeTKa CHUMAETCS HA OCHOBAaHUM PEIICHUS
9K (9K) opranuszanum.

208. DaeKTpOHHBIE JOKYMEHTHI U MH(POPMAIMOHHBIE PECYPCHI MEPEeNatOTCs Ha
roCyJIapCTBEHHOE XPaHEHUE C COMTPOBOAUTENBHBIM TUCBMOM, B KOTOPOM YKa3bIBaIOTCS
HOMEpa W HAWUMEHOBAaHUE ONHUCEH, JTOKYMEHTbI, BXOJASLIME B KOMIUIEKT
CONPOBOJIUTENIBHON IOKYMEHTAIlMU, BUJI HOCUTEIIEH.

209. Ilpu nepenaye 3A€KTPOHHBIX JOKYMEHTOB U MH(POPMAIIMOHHBIX PECYPCOB B
roCyJapCTBEHHBIN apXUB IPOBEPSIOTCA:

1) KOMIIJIEKTHOCTh NIEPEIaBAEMBIX TOKYMEHTOB;

2) KOMIUIEKTHOCTh M HPaBHIBHOCTb COCTaBJIEHHS CONPOBOJIUTEIBHOU
JOKYMEHTAIINH;
3) puznueckoe U TEXHUUECKOE COCTOSTHUE HOCUTENEH;
4) Hanu4Ke BUPYCOB U MHBIX BPEJIOHOCHBIX KOMITBIOTEPHBIX MPOTPaMM;



5) BOCHPOU3BOAUMOCTh KOHTPOJIBHBIX XapaKTEPUCTUK MNPOTPAMMHBIMH
CpPEACTBAMH I'OCYIAPCTBEHHOTO apXUBA.

210. B caydyae HECOBMECTMMOCTH IPOTPAaMMHBIX CPEACTB, MPUMEHSAEMBIX IS
BbIPAOOTKU U MPOBEPKU KOHTPOJIbHBIX XapaKTEPUCTUK B NIEPENAIONICH OpraHu3aluu u
B FOCYJIapCTBEHHOM apXHBE, PaOOTHHUKHU TOCYJIapCTBEHHOI'O0 apXHWBa B NPHUCYTCTBUU
IPEICTaBUTEIIS OpraHU3aIlKi 3aHOBO Pa3pabaThIBaIOT KOHTPOJIbHBIE XapAKTEPUCTUKH
CBOMMH IPOrPpaMMHBIMU CpeacTBaMu. JlaHHBIE KOHTPOJBHBIE XapaKTEPUCTUKHU
YKa3bIBAIOTCS B AKT€ MPUEMA-TIEPEAAYH DIEKTPOHHBIX JIOKYMEHTOB.

B ciydae HenmpaBUIBHOM HOATOTOBKM CONPOBOJMTEIBHOW ITOKYMEHTALIMU
HOCUTEJIM C DJIEKTPOHHBIMU JOKYMEHTAMHM W COIPOBOJWTENIbHAA JOKYMEHTALUA
BO3BPAIAIOTCS B OPTaHU3AIUIO HA JOPAOOTKY.

I'maBa 5. Y4er noKyMeHTOB
IMTaparpa¢ 1. ITopsanok ygera JOKyMEHTOB apXHBa OpraHU3aIuA

211. Yuer 1oKyMEHTOB B apXUBE€ OPTaHU3ALMHU — 3TO YCTAHOBIICHUE KOJUYECTBA U
COCTaBa apXMBHBIX JOKYMEHTOB B €IWHHUIIAX ydeTa W (UKCAIUs MPUHAIC)KHOCTH
KKI0M eIMHUITBI yYeTa K OMPEIeICHHOMY KOMIUIEKCY M OOIIEMYy HX KOJUYECTBY B
YUETHBIX IOKYMEHTaX.

Y4eTHBIMU TOKYMEHTAMU SIBJIIETCS KOMIUIEKC JOKYMEHTOB YCTaHOBJICHHBIX (hOPM,
(UKCUPYIOIUX MOCTYIJIEHUE, BHIOBITHE, KOJIMYECTBO, COCTAaB U COCTOSIHUE apXUBHBIX
JOKyMEHTOB B €IMHHIIAX y4YeTa.

Yyer MOKYMEHTOB B apXWBE OpraHH3alluy SABJISETCS OJHUM M3 CPENICTB
obOecrieueHus: UX COXPAHHOCTU U KOHTPOJIS 32 UX HAIUUUEM.
212. Yuery mojiexar BCe XpaHSIIUECS B apXUBE JIOKYMEHTBI, B TOM YHUCIIE
HeoOpaboTaHHbIC U HETPODUIIbHBIC JJIs1 JAHHOTO apXHBa.

ApXHB OpraHU3AIMH OCYIIECTBISIET YUET JOKYMEHTOB HarnmoHansHOTO apXUBHOTO
doHma, XpaHAIIMXCS B apXWBE OpraHu3alluM, B TMOPSIKE, YCTAHOBJIEHHBIM
YIOJTHOMOYEHHBIM OPraHOM B 00JIACTH apXMBHOIO JIeia, U MPEACTABISAECT YUETHBIE
CBEJICHUS B COOTBETCTBYIOIIEE APXUBHOE YUPEKICHUE.

213. Yd4eT npou3BOANTCS MyTEM MPUCBOCHUS apXUBHBIM JTOKYMEHTaM (€IUHHIIAM
ydeTra, eMHUIIAM XPaHEHHUs1) HOMEPOB, SBIISIONIMXCS YaCThIO0 apXUBHOTO mudpa.

ApxuBHBIN mUdp — 0003HAUCHUE, HAHOCUMOE Ha KaXKIYI0 CIUHHUIY XPAHCHHUS C
1eapi0 obecrieueHus: ee ydera W UICHTH(UKAIUU. APXUBHBIA MHGP COCTOUT W3
HOMEPOB - apXUBHOro (hOHJA, MPUCBAUBAEMOT0 IOCYJIAPCTBEHHBIM apXHUBOM IOCIIE
odopMIICHUS TEPBOTO TMOCTYIUICHUS TOKYMEHTOB Ha TIOCTOSIHHOE XpaHCHHE B
rocyJapCTBEHHBIA apXUB, OMUCH, €AMHUIIBI XPAHECHHUS.



214. OCHOBHBIMH €MHMUIIAMH y4e€Ta TOKYMEHTOB HE3aBUCUMO OT BHJIa HOCUTEJIS,

croco0a ¥ TEXHUKU 3aKperyieHuss tHGOpMaIuu SBISTIOTCS:
1) apxuBHBIN (HOHJ, ApXUBHAS KOJUICKITUS;
2) enuHUIA XPAHCHHUS.
215. Yder 10OKyMEHTOB B apXUBE OpraHU3allUKi CTPOUTCS HA OCHOBE COOIOJICHUS
IPUHLHUIIOB:

1) ueHTpanuzanuu, BIpaXKEHHON B IPUMEHEHUHN €IUHBIX CAUHUI] yUETa,

2) yHuduUKaImm, OCHOBaHHON Ha COOJIO/ICHUN MTPEEMCTBEHHOCTH yUeTa apXUBHBIX
JIOKYMEHTOB Ha BCEX CTaAUsIX pabOThl C HUMU;

3) IMHAMUYHOCTH, 00ECTICUNBAEMON CBOCBPEMEHHBIM U OTIEPATUBHBIM BHECEHUEM
U3MEHEHUM B YUETHBIC JOKYMEHTHI UM COCTaBJICHUEM HOBBIX YUETHBIX JOKYMEHTOB;

4) MOTHOTHI U IOCTOBEPHOCTH yUeTa.

216. YueTHble JOKYMEHTBI, KPOME OMMUCEN JI€J, JOKYMEHTOB, PEIHA3HAYEHBI 115
CITY>K€OHOT0 MOJL30BAHUS U MOJB30BATEISIM HE BBIJIAOTCSL.

Bce yuerHble NOKYMEHTBI XpaHSTCS B apXUBOXPAHUIMUIE B ceidax HiIH

METaJUTMYECKUX MIKadax.

217. OcHOBaHUEM Ka)KJI0OM 3alMCU B OCHOBHBIX YUYETHBIX JOKYMEHTaX SIBISETCS
MOCTYIJICHHE JIeJl, TOKYMEHTOB B apXWB OpTraHU3alluM, BHIOBITHE JOKYMEHTOB W3
apXuBa OpraHu3alluy, B CBS3U C UX MepeAadyeil B apXuB JIPyroil opraHu3aliyd WU B
rOCYJIapCTBEHHBIN apXUB, BBIICIICHUE K YHUUTOKEHHUIO TOKYMEHTOB, HE MOJJIEHKAITUX
XpaHEHUI0, HE OOHAPY)KEHHEM JOKYMEHTOB, ITYTH PO3BICKA KOTOPHIX HCUEPITAHBI,
HEUCIIPaBUMBIMU MTOBPEKICHUSAMMU.

218. OCHOBHBIMM YYETHBIMH TOKYMEHTaMU SIBJISIOTCS:

1) kHUTa yuyera MOCTYIUJICHUS] U BBIOBITHUS JOKYMEHTOB MO (popMe coryiacHo
npuiokeHuo 23 k HactosmuM [IpaBuiiam, npenHazHaueHHas JJIs ydyeTa B apXUBE
OpraHU3alHK KaKJI0r0 MOCTYIUICHUS! U BBIOBITHS JOKYMEHTOB, a TAKXKE KOJIMYECTBA U
COCTaBa JIOKYMEHTOB, IMOCTYNHUBIIMNX Ha BPEMEHHOE XpaHCHUE M BHIOBIBIIMX 3a
OMpeIeICHHbIA XPOHOJOTUUECKUI MTEPUO]] BPEMEHH, COCTOSIHUSI KX OMUCAHMUS;

2) onucH Jell, JOKYMEHTOB, YKa3aHHBIX B MPWIOKEHUSAX 1-9 K HacTOSIIUM
[IpaBunam, npenHazHaYeHHbIE IS MOCAUHUYHOTO U CYMMapHOIO yuyeTa €IMHUIL
XpaHEHUs, 3aKPEIUIEHUS TOPSIIKA UX CUCTEMATU3AlNH, YUETa U3MEHEHUSI B COCTABE U
00beMe TOKYMEHTOB, 3ar0JI0OBKH KOTOPHIX BKJIFOUEHBI B TAHHYIO OTHUCH.

Omnucu e, TOKYMEHTOB SIBIISIFOTCS IEPBUYHBIM YUETHBIM JOKYMEHTOM JIJISl yUeTa
JieJ1 IOCTOSTHHOTO, BpeMEHHOT0 (CBhIIIe 10 JieT) XpaHEHUs U 10 JTUYHOMY COCTaBY.

[Ipu BBIOBITHH BCEX JI€N IO KaKOW-TMOO0 3aKOHYCHHOUW OMUCH €€ HOMEp APYTUM
onucsM He npucBauBaerca. B rpade "[Ipumeuanue” mpoTuB Kaxk10il BbIOBIBarOIIEH
€IMHULIBI XpaHEHUs (€IMHULIBI yUeTa) CTaBUTCA OTMETKa "BhIObLI0".

[ToequHUYHBIN ydeT OCYIIECTBISAETCS MYyTeM 3aKpEIUICHUS 32 KaKIbIM JeIoM (
€MHULICH XpaHEHUSI) CAMOCTOSATEIIBHOTO HOMEDPA.



CyMMapHbId y4eT Jell, TOKYMEHTOB B OIUCSX JOCTUTAETCS COCTABICHHEM
WUTOTOBOM 3aIIUCU K OMHUCSAM. B UTOTOBOW 3alMCH yKa3bIBAETCS KOJIUYECTBO €IIMHUILL
xpaHeHus (nudpamMud U B KPYTJIBIX CKOOKaX — MPOMHUCHIO), IEPBBIA W TMOCIETHUN
HOMEpa €IMHUI] XPAHEHUS 110 CBOJIHOM OIUCH, OTOBAPUBAIOTCS UMEIOIIUECS MPOITYCKH
HOMEPOB, €IUHHIBI XPAaHEHHUS C JUTEPHBIMU HOMEPAMH, BBHIOBIBIINE €AUHMUIIBI
XpaHEHUS.

3aKOHUYEHHBIC OMKCH I, JOKYMEHTOB COCTOSIIIIUE U3 TOJAOBBIX Pa3eioB, UMEIOT
0OIIy 0 UTOTOBYIO 3alUCh KO BCEH OIMUCH B LIEJIOM.

Kaxnoe nusmenenne oobema Jiell, JOKyMEHTOB B OMUCH, CBA3aHHOE C BHIOBITHEM,
MOCTyIUICHUEM, OOBEIUHEHUEM WU pacPopMUPOBAHUEM JieJI, HA OCHOBAHUU
COOTBETCTBYIOIINX IOKYMEHTOB OTPa)KaeTCsl B UTOTOBOM 3aIIMCH K OITHCH.

Onucu fen, TOKYMEHTOB CTPYKTYPHBIX MOJIpa3ACiICHU OpraHu3aluu CIIy>Kat
YYETHBIMUA JOKYMEHTAaMH JI0 COCTAaBJIECHHS COOTBETCTBYIOLIEH CBOJHOW OIHCH €I,
MOCJI€ Yero MoJJIeKaT XpaHEHHIO B jenie (oHaa 0 mepenadu Jei 3a 3TH Tojbl Ha
MOCTOSIHHOE XPaHEHUE B TOCYJaPCTBEHHBIN APXUB WJIN BBIJIEJICHUS K YHUUTOKEHHUIO;

3) nucT-3aBepuTeNb Jena, no (popme COrjiacHO MPUIOKEHUIO0 24 K HACTOSAIIUM
[IpaBuiiam, npeiHa3HAYEHHBIN ISl y4eTa KOJIMYECTBa JINCTOB B JEIIC;

4) macnopTa apXUBOB OpraHM3aluii Mo popMe COriaacHO MPUIOKEHUsIM 25-28 K
HactosmuM [IpaBunam;

5) neno ¢oHAa — KOMIUIEKC IOKYMEHTOB 110 UcTOpuH oHI000pazoBaTes U hoHaa
, BEJIETCS Ha KayKJbI apXUBHBIN QOH/I.

ApXUB OpraHu3aluy BOPAaBE€ BECTH BCIOMOTATEJbHBIE YUETHBIE IOKYMEHTBHI,
KOTOpbIE BEAYTCA Ha OYMa)KHOM W/WJIU 3JIEKTPOHHOM HOCHUTENE.

219. Knaura ydera moCTyIUIEHUSI M BBHIOBITHS TJOKYMEHTOB MpeIHAa3HAYCHA IS
ydeTa BCEeX TEeKYIIUX U UTOTOBBIX (Ha 1 sSHBaps KakJa0ro rojia) U3SMEHEHUM B COCTaBE U
o0bpeMe apxuBHBIX (OHIOB U Jen. KHura ydera mocTyruieHus ¥ BHIOBITHS IOKYMEHTOB
CITY>KUT OCHOBOM JIJIsl COCTaBJICHUSI MACIIOpTa apX1UBa OpraHU3aIuu.

Kaxxnmoe moctyrmieHrne uiau BBIOBITHE TTOYYaeT CaMOCTOSITEIBHBIA MOPSIAKOBBIN
HOMED.

Ecnu noctymieHue coCTOUT U3 JOKYMEHTOB HECKOJIbKUX apXUBHBIX (DOHJIOB, TO
JAHHBIE 0 KaXJOMYy apXuBHOMY (oHIy (HaMMEHOBaHHE apXUBHOTO (OHJIA, €ro
HOMEp, MPHU HAJIMYUM W TaK Jajee) 3alKChIBAIOTCA C HOBOM CTPOKH 32 TEM HXKe
HOPSIAKOBBIM HOMEPOM.

ExeronHo B KHUTe y4eTa MOCTYIUICHHS U BBIOBITHS JOKYMEHTOB IOJIBOJIUTCS UTOT
KOJIMYECTBA MOCTYMHUBIINX U BHIOBIBIIIUX 34 TOJ JOKYMEHTOB.

220. Jleno ¢onaa BeaeTcs Ha KaXXIbld apxXuBHBIN (PoHA. B Hero BKItOUaroTCS
JOKYMEHTBI, OTpaKalolllue€ HCTOPUI0 opranuzanuu-GhoHmooOpa3oBaTenss U ee
apXuMBHOroO (PoHJA:

1) ucropuyeckas crpaBka;



2) cxema cucTeMaTH3allui apXuBHOTO (POHIIA;

3) AUCTBI TPOBEPOK;

4) onucH €71 CTPYKTYPHBIX MOAPA3AEICHUN OpraHu3alny (J10 Iepeaadu el 3a 3T
roJibl Ha MOCTOSIHHOE XpaHEHUE B T'OCYJAPCTBEHHBIM apXWB WU BBIACICHUS K
YHUUTOXEHUIO);

5) akTel mepenadyu JieJl, JOKYMEHTOB Ha IOCTOSIHHOE XpaHEHUE B
COOTBETCTBYIOIIMMI IrOCYJapCTBEHHBIN apXUB;

6) aKThl O BBIJICJICHUU K YHUUYTOKEHUIO JOKYMEHTOB, HE MOIEKAIINX XPAaHEHHIO;

7) KapTOUKH y4yeTa HeOOHAPYKEHHBIX apXUBHBIX JOKYMEHTOB;

8) aKThI O MPOBEACHUH MPOBEPOK HAIIMYMS U COCTOSIHUS 1€ U IpyTrue JOKYMEHTHI,
(GuKcUpyIOlIe U3MEHEHUs B COCTaBe U 00beMe apXMBHOTO (DOH[A, BKIIOYAIOTCS B
neno (HoHAa TOIbKO C OTMETKON O BHECEHHWU M3MEHEHUN BO BCE YUETHBIEC TOKYMEHTHI
apXuBa OpraHu3aluu. AKTbl HyMEPYIOTCS B Ipejesiax apXUBHOIO (poHIa 1o BUAAM
aKTOB B BAJIOBOM MOPSIKE.

Bce nokyMeHTHI B Jieie apXMBHOTO (pOHJa pacrosiaratoTcsi B XpOHOJIOTHYECKOM
NOCJIEIOBATENIBHOCTH MX cocTaBieHus. Ha nokymeHTsl nena (oHaa cocTaBiisgeTcs
BHYTPEHHSASI ONHUCh, JIMCTHl Jejla HyMepyloTcs, K Aeny (oHIa COCTaBIsIeTCS
3aBepuTeiabHasg Haanuch. [lo Mepe momonHeHus GoHa 3aBEepUTENbHAS HAMUCHh U
BHYTPEHHSISI OIUCH I1EPECOCTABIISIIOTCS.

Kaxnomy neny ¢onna nprucBauBaeTCss HOMEpP COOTBETCTBYIOIIETO apXUBHOI'O
donma.

221. ITacriopT apxuBa OPraHU3alMM COCTABIIIETCS €XKETOJHO U OJUH Pa3 B TPU
roia IMepenacTcss B COOTBETCTBYIOIINM TOCYAapCTBEHHBIM ApXWB Ui JAJIbHEUILIETO
BHeceHus cBefeHuid B CBoa (Kartanor) naHHBIX 0 COCTaBE U COAECPKaHUHU JOKYMEHTOB
HaunonaneHoro apxuBHoro ¢GoHAa U UCTOYHUKAX €ro nomnoyiHenus (nanee — Ceox),
BEJICHWE KOTOpPOTO mpeaycMoTpeHo 3akoHoMm Pecnybmuku Kazaxcran "O
HanuonansHoM apXxuBHOM (oHJIE€ U apXuBax" .

ITaparpad 2. ITopsagok ydeTa HayIHO-TEXHUIECKOM, HIIEKTPOHHOM
JOKyMEHTaIlAy

222. Kaxnad enuHUIA y4eTa HayYHO-TEXHUYECKOW TOKyMEHTAalluHh, IOMHUMO
OCHOBHBIX PETHUCTPALUOHHBIX JOKYMEHTOB PETUCTPUPYETCA MU YUHUTHIBACTCS B
VHBEHTAPHBIX KHUIAX U KAPTOUYKAX PETUCTPALNU HAYYHO-TEXHUUECKOU TOKYMEHTAlUN
no ¢Gopmam coryiacHo npuioxkeHusM 29,30 k Hacrosmum [IpaBunam. Ilensm yuera
HAYYHO-TEXHUYECKONW JOKYMEHTAIUM CIyXaT TEpeYyHU IMPOEKTOB, Mpobdiiem
HAay4YHO-TEXHHUYECKON JIOKYMEHTAIMU N0 KOTOPhIM MOMJIEKUT Iepenadya Ha
MIOCTOSIHHOE XPAHEHHUE.



223. VlHBeHTapHble KHUTU 3aMOJHSIOTCS HAa OCHOBAHUHU JIAHHBIX OCHOBHOM
HAJIITMCU YePTEKEHN, TUTYJIHHBIX JTUCTOB.

224. Ha moanwHHHWKAaX WU OyOJIWMKaTax MPOCKTHOW, KOHCTPYKTOPCKOM,
TEXHOJIOTUYECKOW TOKYMEHTAIIUU, COCTOSIIINX U3 HECKOJIBKHUX JIMCTOB, HHBEHTAPHBIN
HOMEP MPOCTABISAETCSA HA KAXKIOM JIUCTE.

225. VIHBEHTapHbBIE KHHUTUM BEAYTCS OTAECIBHO MO KaXJAOMY BHAY
HAYy4YHO-TEXHUYECKOM  JOKyMEHTaluu  (OpOEKTHas,  KOHCTPYKTOpCKasl,
TE€XHOJIOTMYECKAs], HAYUYHO-UCCIEA0BATENbCKAs, TATEHTHO-TUIEH3UOHHA ).

226. Peructpaunsi NOJJIMHHUKOB IPOEKTHOM TOKYMEHTALMU IMPOU3BOAUTCSA IO
OT/ICJIbHBIM CAMOCTOSITEIbHBIM YaCTSIM IO MEpE MOCTYIUICHUS TPOEKTA.

OTnenpHbIC MHBEHTApHBIC KHUTH BEIyTCS Ha:

1) NOAIMHHUKY TPOEKTHON JOKYMEHTAIIUH;

2) KOIUU MPOEKTHBIX JOKYMEHTOB JIPYTUX OpraHu3aIui;

3) TUTIOBBIE MPOEKTHI.

Peructpanuss KONMMHHOW NPOEKTHOW IJOKYMEHTAUMU IPOU3BOIUTCS IO
COpOILIIOPOBAHHBIM TOMaM B KapTOUYKaxX y4eTa.

227. JInsi KOHCTPYKTOPCKON U TEXHOJOTMYECKON JTOKYMEHTAIIMM WHBEHTAPHbBIC
KHUTH ydeTa TMOUIMHHUKOB M YEepPTEeXEH, MOCTYMAIIUX OT APYTUX OpraHu3allui,
BEJIyTCS OTAEJBHO HAa U3/IETUsI OCHOBHOT'O M BCIIOMOTAaTEeIbHOTO TPOU3BO/ICTBA.

[IpuHSTBIE TOMIMHHUKN KOHCTPYKTOPCKOM M TEXHOJOTHMYECKON JOKYMEHTALUH
PETUCTPUPYIOTCS MOJTUCTHO MO Y3JIaM.

Konumn KOHCTPYKTOPCKUX U TEXHOJIOTUYECKUX JOKYMEHTOB, IPUHSATHIE OT APYTUX
OpraHu3alui, PETUCTPUPYIOTCS B OTICIbHOM MHBEHTAPHOM KHHUTE€ U B KapTOUKax
ydeTa, KOTOPbIE COCTABIIAIOTCS Ha KAXAYIO MAINKy, aTb00OM UK OT/IEIbHBIN IOKYMEHT.

228. [Ins ydeTa HAyYHO-UCCIIEI0BATENbCKOW JOKYMEHTAIIMNA BEAYTCS OT/ACIIbHBIC
WHBEHTapHBIC KHUTH 110 (hopMe coryiacHO npuiiokernto 31 k Hacrosum [IpaBumam.

229. IlateHTHast JOKyMEHTAIIMS PETUCTPUPYETCS B )KypHaAJIaX PErUCTPALUM 3aBOK
Ha BBIJIAYy TATEHTa Ha HM300peTeHHe Mo (GopMe COrJacCHO MPWIOKEHHI0 32 K
HacrosmuM [IpaBunam.

230. CBeneHus 0 KaXJA0W €JUHHULIE YUYETa dJIEKTPOHHBIX JTOKYMEHTOB BBOJSTCS B
Y4ETHYI0 0a3y JaHHBIX WIM B YUETHYIO KapTOUKy Mo (popMme coriacHO MPHUIOKEHUIO
33 k HacrosimuM [IpaBunam.

DIeKTPOHHBIE JOKYMEHTHl YUYUTHIBAIOTCA B COCTaBE apXWBHOTO (oHIA
opranu3ainuu-GpoHa000pa3oBaTeysi MO OMUCSAM JJCKTPOHHBIX JOKYMEHTOB
MOCTOSIHHOTO XpaHEHUs, IMHUIIAM y4eTa U eANHUIaM Xpanenus. MHbopManmoHHbIi
00bEeM JIOKYMEHTOB Ha SJEKTPOHHBIX HOCUTENSIX HH(POpMAlMU YKa3bIBA€TCS B
MerabaiTax (mamee - MOT).

231. IloctynyeHusl 3JIEKTPOHHBIX JOKYMEHTOB Ha BPEMEHHOE XPAaHEHHE B
AJIEKTPOHHBIN apXUB OpPraHU3allMU YYUTHIBAIOTCS B OOIIEH KHUTE MOCTYIUICHUS U



BBIOBITHSA JOKyMEHTOB. KoiMuecTBO JOKYMEHTOB Ka)XJOTO IOCTYIUICHUS WIIH
BBIOBITHS, @ TAK)KE€ B €XKErOJIHBIX M HApacTaIOIIMM UTOTOM 3aIUCSIX YKa3bIBAETCS
TpoOBIO - B eAMHUIAX yUeTa/eIMHUIIAX XpaHeHus/MOT.

232. VI3MeHeHre KOIu4ecTBa €AMHUI] XpaHEeHUS W/WiIu HHPOPMAIIMOHHOTO 00beMa
ANEKTPOHHBIX JAOKYMEHTOB, MPOU3OLIECAIINX B PE3yJbTaTe€ NEPE3alrcyd Ha HOBBIE
HOCHUTEJIM WM MUTpalui (KOHBEPTUPOBAHHUSA), PUKCUPYIOTCSA B aKTE O MEPE3ANUCU U
MUTpALMU IO POpME COIIACHO MpuioxkeHuto 34 k HactosmuM IIpaBunam, B HOBOH
UTOTOBOM 3aIIMCH K OIIMCH JIEKTPOHHBIX JOKYMEHTOB.

233. B macnoprte apxuBa OpraHU3alldH, XPaHSIIIETO 3JIEKTPOHHBIE JOKYMEHTHI,
YUUTBIBAIOTCS cnenuduyeckue HHGOPMalMOHHbIE PECYPChI, HE UMEIOLINE aHAJOTOB
Ha OYMa)KHBIX HOCUTEIISIX.

[TacnopT cocTaBiseTcs €XEroAHO W OJMH pa3 B TPHU roja NepenacTcs B
COOTBETCTBYIOIIMM IOCYIapCTBEHHBIN apXMB ISl JAJIIHEHUIIErO0 BHECEHUS CBEICHUN B
Csog.

234. )XypHan yuyera mMurpanuid M nepe3anuceil 3JIEKTPOHHBIX JOKYMEHTOB
ABJISIETCS] BCIOMOTATEIbHBIM YYETHBIM JOKYMEHTOM.

IMTaparpa¢ 3. ITopsaaok yuera u BeneHNs 0a3 JaHHBIX

235. YuerHble 0a3bl JaHHBIX BEIYTCS B LEIIAX:

1) cocraBineHuss B aBTOMaTU3MPOBAHHOM PEXHUME MAcopTa BEIOMCTBEHHOIO,
YaCTHOT'O apX1Ba OpraHU3alluu;

2) MOArOTOBKY B aBTOMAaTHU3UPOBAHHOM PEXKHUME PA3JIMYHOr0 poAa CTATUCTUYECKHUX
CBEJICHUI, aHAJTUTHUYECKUX TaOJIUL, B TOM YMCJIE O JUHAMHUKE U3MEHEHUH 00bema,
COCTaBa U COCTOSIHUSI APXUBHBIX JIOKYMEHTOB;

3) omepaTUBHOIO NPEJCTABICHUS CBEACHUI O HAJIMYUU B apXUBE OpraHU3aLNU
JOKYMEHTOB 32 OIPEEIICHHbIA TPOMEKYTOK BPEMEHH.

236. IlepeueHb peKBU3UTOB YUETHBIX 0a3 JAHHBIX COCTABJISIETCS B COOTBETCTBUU C
OCHOBHBIMU TIOKa3aTEIsIMH, ONUCHIBAIOUIMMU OOBEKT yueTa - apXUBHbIA (OHI,
€IUHULIA XPAaHEHHMs, €AUHULA ydeTa, IpyIIa €IWHUL XPaHEHUs, €IUHHI] yYyerTa,
BKJIFOUEHHBIX B COOTBETCTBYIOILYIO CBOAHYIO OMUCH JIE.

237. YuerHele 0a3bl JaHHBIX JOEUCTBYIOT BO B3aMMOCBSI3M C APYTHMU
UH(OPMAILMOHHBIMU 0a3aMU J1aHHBIX, UMEIOLIMMUCS B apXUBE OpraHU3aluM, U
OTBEYAIOT TPeOOBAHUSAM COBMECTHUMBIM C COOTBETCTBYIOLIMMHU YUYETHBIMU Oa3zamu
JAHHBIX TOCYAAPCTBEHHBIX APXUBOB.

[IpeeMCTBEHHOCTh YUYETHBIX 0a3 JaHHBIX U TPAAUIMOHHBIX OCHOBHBIX YUETHBIX
JOKyMEHTOB 00ecrleunBaeTcs MCIOJIb30BaHUEM B 0a3ax JaHHBIX PEKBU3UTOB
OCHOBHBIX YYETHBIX JOKYMEHTOB.



238. YuerHple 0a3bl JaHHBIX 3aMOJHSIOTCS HA OCHOBE YYETHBIX JOKYMEHTOB. JlJis
obecrieyeHus: €IUHOOOpa3Msl 3alOJHEHUST M BEACHUS YYETHOW Oa3bl JTaHHBIX
pa3pabaTeiBaeTCsl MHCTPYKIIUS, ONMMCHIBAIONIAS COACPKAHHUE Ka)KJIOT0 PEKBH3HUTA U
OpraHM3alvio BeJeHUs 0a3bl JaHHbIX. [lepes HaganmoMm paboOThl MPOBOAMTCS IeeBast
BBIBEPKA YUETHBIX JOKYMEHTOB BEIOMCTBEHHOI'O, YACTHOI'O apX1Ba OPraHU3AIINHU.

I'maBa 6. Mcnoib30BaHHE apXUBHBIX JOKYMECHTOB

ITaparpad 1. ITopsanok ommcaHus apXUBHBIX JOKYMEHTOB I
HAay9IHO-CIIPABOYHOIO aIIapara

239. ApxuB NpeaocTaBISIET IOJb30BATEII0 HAyYHO-CIPABOYHBIM ammapar (
CIIPaBOYHO-MIOUCKOBBIE cpencTBa) (mamee — HCA) k apXuBHBIM JIOKyMEHTaM (
COBOKYITHOCTb OINMCAHHI apXUBHBIX JTOKYMEHTOB, MPEACTABICHHBIX B apXUBHBIX
CIIpaBOYHUKAX, TMpPEJHA3HAYCHHBIX [JiI TIOMCKAa apXUBHBIX JIOKYMEHTOB H
coJieprKaleiicss B HUX JOKYMEHTHOU WH(OpMAaIun).

240. Komrmekc B3aMMOCBSI3aHHBIX U B3aWMO/IONIOJIHSIEMBIX, CO37aBa€MbIX Ha
€IMHOM HAy4YHO-METOJUYECKOW OCHOBE, APXMBHBIX CIPABOYHUKOB O COCTaBE U
CoJIepKaHUU apXUBHBIX AOKyMeHTOB (cuctema HCA apxuBa) BKIIOUYAaeT OCHOBHBIC
apXUBHBIE CIIPABOYHUKU (OMUCH JI€JI, JOKYMEHTOB, TyTE€BOUTEINb, CUCTEMAaTUYECKUI
KaTajaor) W JOMOJIHUTEIbHbIC AapXWBHBIE CIPABOYHUKHU (yKazaTedab, 0030p).
[lenecooOpa3HOCTh BEIEHUSI JAOMOJIHUTEIBHBIX AapXUBHBIX CIPAaBOYHUKOB
YCTaHABIIMBAETCA APXUBOM OPTraHU3ALINH.

241. B cucteMe Hay4YHO-CIIPABOYHOTO anmapara peajnu3yeTcs NpeeMCTBEHHOCTh
YYETHO-CIIPABOYHOTO armnapara, CO3/J1aBaeMoro B JEJIOMNPOU3BOJCTBE M apXHBax
OpraHu3ali, €ro COBMEIIEHHE C CUCTEeMOM Hay4yHO-CIIPABOYHOIrO armapara
rOCyJIapCTBEHHBIX apXUBOB.

[IpeeMCTBEHHOCTh CHUCTEMBbI HAay4YHO-CIIPAaBOYHOrO armmapara apXxuBOB
OpraHu3allid OCHOBBIBACTCS HA €JMHCTBE TPEOOBAHUI U IPUHIUIIOB €€ MOCTPOCHUSI.

242. Onucanue apXUBHBIX JOKYMEHTOB (CO3/1aHre WH(POPMALIUK 1T ApXUBHBIX
CIIPAaBOYHUKOB) MPOBOJIUTCS HA TPEX YPOBHSX:

1) apxuBHbIii HoHT;

2) enUHUIA XPAHCHUS/CIMHULIA YUeTa;

3) apXUBHBIN JJOKYMEHT.

243. OCcHOBOM apXMBHOT'O CIPABOYHUKA ABJISIETCS OMKCATEIbHAS CTaThsl, B KOTOPOU
U3JIaratoTCs CIEeNYIOIUE CBECHUS:

1) upentudpunupyromme uHbopManuio (Ha3BaHWE U CIPABOYHBIC JaHHBIE
apXUBHOTO (DOHJIA, ETUHULIBI XPAHEHUS/€TUHUIIBI YUeTa, apXUBHOTO JOKYMEHTA);

2) 0 cocTaBe U coepKaHuu H(MOpMAIUY;



3) 00 ycloBHSIX AOCTYTIA U YCIOBUSIX UCIIOIb30BaHUS HH(POPMAIIHH;

4) no uCTOopUM apXMBHOTO (PoHA (17151 YPOBHS apXUBHOTO (POH/IA).

244, Tlpu HeoOXOAMMOCTH B OMHUCATEIbHYIO CTAaThIO BKIIOYAIOTCS
JIOTIOJTHUTEIHHBIC CBEICHUSI O MECTOHAX0XK/ICHUH OPUTHHAIOB, O HAJTMYUUA apXUBHBIX
JOKYMEHTOB (POHI000pa30BaTessi B COCTaBE IPYTUX apXUBHBIX (OHIOB M MECTaxX UX
XpaHeHus1, oudnuorpadus U Apyrue.

245. OnucarenbHas CTaThsl ApXUBHOTO CIPABOYHUKA HA YPOBHE apXUBHOTO (hOHJA
BKJIIOYAET:

1) Ha3BaHue apXUBHOTO (HOHTA;

2) cipaBouHbIE JaHHBIE 00 apXUBHOM (QoHe. CripaBoUYHbIE JaHHBIE 00 ApXUBHOM
dboHIE COCTOAT U3 AJIeMeHTa apXUBHOTO MmHdpa (HoMepa GhoHIa), 00beMa apXUBHOTO
dboHIa B eAWMHUIIAX XPAHCHHS W/WIM €AUHUIAX y4yeTa MO BUIAM JOKYMEHTAIIHH,
KpalHMX JaT apXUBHBIX JOKYMEHTOB MO Ka)XJOMY BHUIY JOKYMEHTAI[UH, MEpedHs
MUMEIOIIETOCS] BHYTPH(POHIOBOTO HAYYHO-CIIPABOYHOTO aIlapara;

3) ucropuueckyro crpaBky k ¢pouay. Mcropudeckas cripaBka K OHIIy COCTOUT U3
uH(popMaIK Mo UCTOpUn (POHT000pa30BaATENS U UCTOPUH APXUBHOTO (HOHAA.

Cenenus 1o ucropuu GoHa000pa3oBaTesss BKIFOYAIOT - JaThl €r0 00pa30BaHus,
NepEerMEHOBAHUS, peOpTraHu3alliy, JTUKBUIAINH, BEIOMCTBEHHYIO MPUHAICKHOCTS,
CTPYKTYPY U (YHKITUHU, HA3BaHUSI OpraHU3AIMH-TIPEIIICCTBEHHIUKA U MMPABOMIPEEMHUKA
. CBenenusi o ¢poHaooOpa3zoBaTese apXUBHOTO (DOHJA JTUYHOTO MPOUCXONKICHUS
BKJIIOUAIOT €ro KpaTkue Ouorpaduueckue naHHble ((paMuiaus, HUMs, OTYECTBO,
IICEBJIOHUM, JI€BUYbsl (paMUJIUs, NAThl KU3HU, npodeccusi, JaHHbIE O CIyKeOHOU U
o01IeCTBEHHON NedaTenbHOCTH). JlJIsi apXuBHOrO (POHA CEMbH, poJa AHAIOTUYHbBIC
CBEJICHUS JAIOTCS O KaXKJOM U3 POJICTBEHHHMKOB. {711 00BEJUHEHHOTO apXUBHOIO
¢donma coctapiseTcs oOLas UCTOpUYECKas CIpaBKa.

CBeneHus 10 UCTOPUU apXUBHOTO (POHJA BKIIIOUYAIOT ATy €ro MOCTYIUICHUS B
apxuB, 00bEM W KpailHHE AAaThl apXUBHBIX JTOKYMEHTOB, CTETICHb WX COXPAHHOCTH,
0ocoOeHHOCTH (HOPMUPOBAHMS, OMUCAHWS W CHUCTeMaTH3aluu, WHPOPMAIUI0 00
U3MEHEHHUSIX B COCTaBe U 00beMEe apXMBHOro (oHAA M MX MPUUMHAX, O HAJTUIUU
apXMBHBIX JOKYMEHTOB JAPYTUX OpTraHu3anuil uiau auil (POHIOBBIE BKIIOUEHHUS), O
COCTaBe HAy4YHO-CIPABOYHOTO ammapata K apxuBHOMy Gouny. ns apXxuBHOMU
KOJUIEKIIMHM YKa3bIBAIOTCS CBEJICHUS O BPEMEHH, YCIOBUAX, MPUUMHAX €€ CO3JaHMs,
npUHIMIAaX GOpMUPOBAHUS, MECTOHAXOXKICHUH KOJUIJICKIIUU JIO TIOCTYTUICHHS B apXUB,
COCTaBHTEIIE.

HcTtopuueckas crpaBka K (OHJTYy TONOJIHSAETCS MPU U3MEHEHUH 00beMa apXUBHOTO
doHIa, a Takke B cllydyae peopraHu3aliud, U3MEHEHUS CTPYKTYpPhl, (QyHKIIMH
(donmo00pazoBarTes U TOMy 0I00HOE;

4) aHHOTAaILlUIO O COCTaBE U COJIEPKAHUU aPXUBHBIX JOKYMEHTOB. AHHOTAIUS O
COCTaBe U COJIEpP’KaHUU apXUBHBIX JOKYMEHTOB apXHBHOTO (POHIA BKIIOYAET KPATKYIO



0000IIEHHYIO0 XapaKTEPUCTUKY ATUX JOKYMEHTOB IO BUAAM M HX COJACPKaHHS TIO

TeMaM, OTPAKAIOIIUM HaIpaBJIEHUS JACATEILHOCTH POHI000pa30BaTElIs, C YKa3aHUEM
XPOHOJIOTUH TEM u 0003HaUYCHUEM ux reorpauuecKux (
aIMUHUCTPATUBHO-TEPPUTOPHAIIBHBIX ) TPAHHII,

5) undopmanuro 00 yCIOBHUSAX IOCTyNa M MCIOJB30BaHUS. Y CIOBUS JTOCTyNa K
aApXMBHBIM JIOKYMEHTaM apXUBHOTO (DOHJA U UX MCIIOJIB30BAHUS BKIIOUYAIOT CBEACHUS
0 HAJIMYUHW apXUBHBIX JOKYMEHTOB, JIOCTYT K KOTOPBIM H MOPSIOK UX MCTIOIB30BaHUS
OorpaHU4eHbl 3aKOHOAaTeNbcTBOM PecnyOnuku Kazaxcran wiu ¢ponmnooOpazoBarenem,
a TaK)Ke CBEJICHUS O HAIMYUHU MOJJTMHHUKOB 0CO00 LIEHHBIX JOKYMEHTOB, B TOM YHCJIE
JIOKYMEHTOB, OTHECEHHBIX K OOBEKTaM HAIMOHAJIBLHOTO JOCTOSIHUS PecmyOnuku
Kazaxctan um HOKyMEHTOB, HaXOISIIUXCS B HEYIOBJIECTBOPUTEIHLHOM (HU3UUECKOM
COCTOSIHUH, O HATM4YUU (OH/IA TTOTH30BaAHNUS,

6) oubnuorpaduro. bubnuorpadus k apxuBHOMY (GOHIY BKIOYAET CIUCOK
CIIPAaBOYHHUKOB TIO JaHHOMY (OHAY W TMOGOHAOBBIX JTOKYMEHTAIBHBIX ITyOIUKAIUH,
BBITIOJIHEHHBIX Ha €0 OCHOBE.

246. OnucarenbHas CTaThs apXMBHOI'O CIIPABOYHHMKA HA YPOBHE €IUHHIIBI
XpaHEHUsI/€IMHUIIBI yUeTa BKIIFOYACT:

1) TOpSIIKOBBIN HOMEP €IMHUIIBI XpaHEHHU /€ TMHULIBI YUeTa;
2) cTapblii MTHBEHTapHBIN HOMED;
3) 3aroJIOBOK €IMHUIIbI XpaHEHUS/€IUHUIIBI YUeTa.
3aroJ0BOK €AMHUIIBI XPaHEHUs yHPaBICHYECKOW TOKYMEHTAINH, SIUHUIIBI
XPaHEHUsI APXUBHBIX JJOKYMEHTOB JIMYHOTO MPOUCXOKIACHUS BKIIIOYAET:
HAaWMEHOBAHWE BHJIa APXUBHBIX JJOKYMCHTOB;
aBTOpa (OB) apXMBHBIX JOKYMEHTa (OB);
aapecata (OB) WM KOppeCHOHAeHTa (0B), KOTOPHIM HAIPaBJICHbI, U OT KOTOPBIX
MOJTy4EeHBI JJOKYMEHTHI;

BOINPOC WU MPEaAMET, Ha3BaHUs COOBITHA, (akTa, MECTHOCTU, HaMUIUU U
WHUIIMAJIOB JIMIIA, K KOTOPBIM OTHOCUTCS COAEPKaHUE YKa3aHHBIX IOKYMEHTOB;

aThl COOBITHIA.

B cinyuae oTrcyTcTBUS HEOOXOIUMBIX CBEJICHUN B 3aroJIOBOK BKIIHOYAETCS
nosicHsitorass nHdopMaius - "aBTop He ycTaHoBieH", "6e3 matTel", "He paHee...T." H
TaK Jlajuee.

3aroyioBOK €IMHMIIBI XPAHEHUS TPOCKTHOM MM KOHCTPYKTOPCKOM JOKYMEHTAINH
BKJIIOYaeT mudp oObeKTa, HAMMEHOBAHUE IMPOEKTAa, CTaJul0, 4acThb, HOMEP TOMA,
aBTOpA, TOJl OKOHYAHUSI Pa3pabOTKH.

3aroyioBOK eIMHMIIBI YYeTa KHHOBUIEOIOKYMEHTA BKJIIOYAET aBTOPCKOE Ha3BaHUE
dbuapMa, CIEIBhINMYCKa, KWHOKYPHAIA WM Ha3BaHUE COOBITHS, OTPAKEHHOTO B KHHO -
WIN TEJECIoKeTe, JaTy MPOU3BOJCTBA W/WIU JATy CHEMKH, (DaMWIMM U UHUIIAAIBI
pexuccepa U/uiy ornepaTopa CbeMKH, SI3bIK JTOKYMEHTA.



3arojoBOK €IMHMIIBI yyeTa (POHOJOKYMEHTa BKJIIOYAeT Ha3BAHHE U JKaHP
(OHOJIOKYMEHTa, Ha3BaHUE, MECTO U JaTy OTpaxeHHOro cooObiTud. [Ipu oTcyrcTBUM
Ha3BaHUS (POHONOKYMEHTA YKa3bIBa€TCd OCHOBHOE COJIepXKaHUE Tele - WU
paauonepenayu, BBICTYIUIEHUs, Oecelbl W Jpyroe. 3arojloBOK €JAMHUIBI ydeTa
(OHOOKYMEHTa, COJEPIKAILlEro 3alHuCh MPOU3BEACHHUS JTUTEPATyphl M HCKYCCTBA,
BKJIIOUAET Ha3BaHHWE MPOMU3BEJIEHUS U €ro KaHp, NEPBYIO CTPOKY TEKCTa, KOTOpas
3aKJIH0YAETCS B KaBBIUKH, €CIU (DOHOJOKYMEHTOM SIBIISIETCS HE MMEIOIIEE aBTOPCKOTO
Ha3BaHUA U He ONyOJIMKOBAaHHOE paHee MPOU3BeIeHUE, (aMIIMK U MHULIUAJIbl aBTOPOB
U/WJIM UCIIOJIHUTENIEH, KaK caMoro Mpou3BeAeHUs, TaK U ero 00paboTOK, MepPeIoKEHUN
, IEPEBOJIOB, SA3BIK (POHOIOKYMEHTA.

3aroyioBOK €AWHUIBI XpaHEHHS (OTOJNOKYMEHTa BKJIOYAET ONHCAHUE

n300pakeHUs WM Ha3BaHue (HoToanb0oMa, Ciraiaa, HeraTuBa, (DaMUITHIO 1 HHUITAATIBI
aBTOpa, MECTO U ATy ChEMKHU;

4) cripaBOYHbIE JAHHBIE O €IUHUIIE XPAHCHUS/€AMHULE YUETa, KOTOPBIE COCTOSIT:

U3 JIEMEHTOB apXUBHOTO mHUdppa (Homepa poH1a, HOMEPA OIHUCH e, JOKYMEHTOB
, HOMepa eIMHUIIbl XpPaHEHUs/€IUHULIBI YUEeTa);

u3 o0beMa eIMHULbl XpPaHEHUS/eIMHULBI yueTa (JIUIs1 apXUBHBIX IOKYMEHTOB Ha
OyMa)KHOW OCHOBE — KOJIMYECTBO JIUCTOB, JJIi KUHO-, BU/I€O-, POHOJOKYMEHTOB (B
3aBHCHUMOCTH OT BUJA) — KOJIMYECTBO €IMHULl XPaHEHUS B €IMHHULIE yUeTa WU €UHHULL
ydera B €IMHHULIE XPAHEHUs, METPaX, XPOHOMETPaX, BpeMs 3BydaHus (B MUHYTax U
CeKyH/Iax), sl POTOJJOKYMEHTOB — KOJIMYECTBO HETaTUBOB, COCTABIISAIONINX €AMHUILY
XpaHeHus, 11 oToaIbOOMOB — KOJIMYECTBO (POTOOTIIEYATKOB);

U3 KpallHUX AT apXHUBHBIX JOKYMEHTOB, JJI ayJAUOBU3YaJbHbIX TOKYMEHTOB —
JaThl 3aIIUCH UJTU TIepe3allncu;

5) U3 yka3aHus Ha NOJJIMHHOCTH/KOMUHHOCTb;

6) U3 yKa3zaHus BUJa HOCUTEIS WM crioco0a BocpousBeeHus. B kauecTBe BUOB
MaTEepUAIbHOTO HOCUTEISI E€IUHUIIBI XPAaHEHHS/€IUHUIBI ydeTa NpU ONUCAHUU
YKa3bIBAKOTCH:

JUIsl YIIPABJIEHUECKON NTOKYMEHTAallMd M apXUBHBIX JOKYMEHTOB JIMYHOIO
IPOUCXOXKIEHUs — Oymara, KaJlbKa, IepraMeH U Tak JaJiee;

U1 (POHOJTOKYMEHTOB IT'paMMO(OHHOM 3anucu — MaTeprall HOCUTES;

JUTsl POHOJJOKYMEHTOB MAarHUTHOM 3aIllMCH — TUI MAarHUTHOM JICHTBI;

JUIS BUJICOJIOKYMEHTOB — (pOopMar 3ammcu;

JUtst POTO- U KHHOJOKYMEHTOB — (pOpMaT U OCHOBA IJIEHKH, LIBETOIIEPEAAYA;

JUISL SIIEKTPOHHBIX TOKYMEHTOB — KOMIAKT-AUCK W/UIU APYTOM HOCUTEIb;

7) ycnoBus IOCTYINa U MCMOJIb30BaHUS apXUBHBIX JOKYMEHTOB, SI3bIK, BHEIIHHE
0COOEHHOCTH. YCIOBHS JAOCTyNa K €IWHULIAM XpaHEHUs/eIMHHIIAM yueTa U HUX
UCIIOJIb30BAHUSI BKJIIOYAIOT CBEJICHUS O HAJUYMM apXUBHBIX JTOKYMEHTOB, TOCTYI K
KOTOPbIM M TMOPSAJOK HUX HCHOJb30BAHUS OrPaHUYEHBl 3aKOHOJATEIbCTBOM



Pecny6nuku Kazaxcran mnu donmooOpa3zoBareneM, a TakKe CBEICHUS O HATUYUH
NOJTMHHUKOB 0CO00 IIEHHBIX JJOKYMEHTOB, B TOM YHCJIE JOKYMEHTOB, OTHECEHHBIX K
00bEeKTaM HaIMOHANBHOTO nocTosiHus PecmyOnuku Kaszaxctan W JTOKYMEHTOB,
HaXOJSAIIUXCS B HEYJAOBICTBOPUTEIHLHOM (PU3MUECKOM COCTOSHUHU, CBEICHUS O
Hanuyuy (OHJA TOJH30BAHUS, O SI3BIKE M BHENIHUX OCOOCHHOCTSX apXUBHBIX
nokyMeHTOB, 0 Hannunn HCA k eguHuIe XpaHEHUs/eIMHULIE yUeTa.

OnucaTenpHasl cTaThs JONOJHSAETCS HA3BaHUEM apXUBHOrO (OHIA M €ro
CTPYKTYpHOH 4YacTu (OMHCH Jed, JOKYMEHTOB), aHHOTAIIUEH OT/AEIbHBIX apXUBHBIX
JOKYMEHTOB WJIM UX TPYII JaHHOUW €IWHUIIBI XpaHEHWS/CIUHUIIBI yUeTa.

247. OnucarenpHas CTaThsl apXMBHOT'O CIPABOYHHMKA HA YPOBHE APXUBHOIO
JIOKyMEHTa BKJIIOYAET:

1) 3aro0BOK. 3aroJIOBOK apXWBHOTO IOKYMEHTa BKJIIOYACT - HAMMEHOBAHUE BH/IA
apXMBHOIO JIOKYMEHTA, aBTOPa, aJpecara Uil KOPPECIOHeHTa, KOTOPOMY HalpaBJieH
WIK OT KOTOPOTO MOJYYEH JOKYMEHT, BOIIPOC WM IPEIMET, COObITHE, (aKT, JIULIO,
Ha3BaHWE MECTHOCTH, K KOTOPHIM OTHOCUTCS COJIEp)KaHUE yKa3aHHOTO JOKYMEHTa,
naty coObiTus. B cinydyae oTCyTCTBHST HEOOXOOUMMBIX CBEJECHHH B 3aroJioBOK
BKJIFOYAETCS TOsICHstoIas uHgopmManus - "aBTop He ycraHosieH", "6e3 natel". [Ipu
HEOOXOJAMMOCTH 3arojoBOK JOMOJIHSETCS aHHOTallMel, pacKpblBaloliel He
OTpa’XKEHHOE B 3aTr0JIOBKE COJIEpP)KaHNE JAHHOTO JOKYMEHTA,

2) crnpaBouyHble JaHHbIE 00 apXMBHOM JoKyMeHTe. CrpaBOYHbIE JaHHBIE 00
apXMBHOM JOKYMEHTE COCTOST M3 DJIEMEHTOB apxuBHOro mmdpa (Homepa Qonna,
HOMEpa OIHUCH JeJ, JOKYMEHTOB, HOMEpa EIUHMIbl XpaHEHUsS/CAUHUIbl y4YeTa,
HOMEPOB JIUCTOB), 00BbeMa (KOJIMYECTBA JIMCTOB) apXMBHOI'O JOKYMEHTA, AAaThl €ro
CO3/1aHUS;

3) yka3aHu€ Ha MOJIJTMHHOCTL/KOMTUUHOCTD;

4) Bun HOCUTENS (MU CIIOCOO BOCTIPOU3BEICHHS);

5) ycioBusl IOCTyINa W UCHOJb30BAHUA. YCIOBHS NOCTyNa K apXUBHOMY
JOKYMEHTY M HWCTOJIb30BAaHMS BKIIOYAIOT CBEACHUS O HAIMYUHM OTPAHUYCHUN Ha
JOCTYNl ¥ OTPAHUYEHUU MO HMCIOJIb30BAHUIO, YCTAHOBJIEHHBIX 3aKOHOJATEIHCTBOM
PecnnyOnuku Ka3zaxcran win gponaooOpa3oBaresneM, a Takke 00 OTHECEHHH €ro K
quCay 0co00 IEHHBIX JTOKYMEHTOB, B TOM 4YHUCIE, NTOKYMEHTOB, OTHECEHHBIX K
00bEeKTaM HaUHUOHAJIBHOrO JocTosiHus PecnyOnuku KazaxctaH M JTOKYMEHTOB,
HaXOJSALIUXCS B HEYAOBIETBOPUTEIHLHOM (PU3MUECKOM COCTOSHUU, CBEIEHUS O
Hannuuu (OHAA TOJIB30BAHUS, O S3bIKE W BHEIIHMX OCOOCHHOCTSIX apXHWBHOTO
JIOKyMEHTa, 0 BKJItoueHuu nadopmaiuu o Hem B cucremy HCA.

[Ipu co3zmanmu HCA apxuB y4uTHIBa€T HE TOJBKO 00IIME TpeOOBaHUS K
COCTaBIICHUIO OMHCATENbHBIX CTaTe apXWMBHBIX CIPABOYHUKOB, HO M OCOOECHHOCTH
MOJTOTOBKHU MX Ka)XJIOTO TUIIA U BUJA.



248. Tlpu cocTaBiaeHUH 3arojIOBKa €JMHUIIBI XpaHCHUsSI HEOOXOIUMO yYUYHUTHIBATh,
Kakhe 2JIEMEHThl MU WX COYETaHUs ITOJOXEHbl B OCHOBY €€ (opmupoBaHHS, B
COOTBETCTBHH, C YeM U (OPMYITHPYETCS €€ 3aroJIOBOK. B CBsI3u ¢ 3THM:

1) Bua enuHUIIBI XpaHEHUs (JI€JI0, TIepenucKa, JTOKyMEHThI, peecTp, aab0oM,
KypHaJI, KHUTAa W JApPYyroe) Wid BUJA (PasHOBUIHOCTH) JOKYMEHTOB (IPOTOKOJIBI,
JIOKJIa/Ibl, TPUKA3bl, OTUYETHI, AKThl BOCMIOMUHAHUS, CTaThU, POMaH, 3alUCHBIEC KHIKKU
U TOMY IMOJ00HOE), XapaKTEPU3YIOLIUE COCTAB €IUHUIILI XPAHEHUS, YKa3bIBAIOTCS B
Hayalie 3aroJioBKa;

2) 3aroJIOBKY CyA€OHBIX, CIEACTBEHHBIX, JIMYHBIX, IEPCOHAIBHBIX, APOUTPAKHBIX U
IpYyTUX JIeJ, COJIepKalluX JOKYMEHTBI, CBSI3aHHBIE IOCJIEJ0BATEIbHOCTHIO
JETONPOU3BOACTBA IO OJTHOMY BOIIPOCY, HAUMHAKOTCS CO cioBa "aemno";

3) eAVHULIBI XPaHEHUs, COAEPKAIIUX JOKYMEHTHI 10 OJJHOMY BOIPOCY, HO HE
CBSI3aHHBIC TOCJIEAOBATEILHOCTHIO JIEIONPOU3BOJICTBA, HAYMHAIOTCS €O cioBa "
JOKYMEHTHI", a B KOHIIE 3aroJIOBKOB YKa3bIBaIOTCSI OCHOBHBIE BHJIbl JIOKYMEHTOB.
Tepmunom "noxkymeHTHI" 0003HAYAIOTCS TakKKe JOKYMEHTBHI-MIPUIIOKEHUS K
KaKoMy-JI00 00001arneMy J0KyMeHTY (IIpuKa3y, paclopsuKeHUIo, MPOTOKoay). B
dboHIaAX JTUYHOTO TPOUCXOXKICHHUS ITOT TEPMUH YMOTPEOISETCS I OMHCAHUS
Pa3HOPOHBIX MO BUY JOKYMEHTOB, OTHOCSIIIUXCS K OJTHOMY JIHILY;

4) ecnu eAWHMIIA XpPaHEHUS MPEICTABISIET COOOM MEpPEenucKy, B 3aroJIOBKE
yKa3bIBalOTCA O(UIabHble HAUMEHOBAHUSI KOPPECTIOHIEHTOB U BOMPOC (IIPEAMET)
nepenucku. B ciyyae BelleHUs] MEPENUCKU C OJTHOPOAHBIMU KOPPECIOHJCHTAMU, B
3aroJIOBKe yKa3bIBaeTcs 001ee BUJ0BOE HAMMEHOBAHNE KOPPECTIOHIEHTOB;

5) uznoxeHue Bompoca (IpeamMera), OTPaKaUIEro CoAepKaHue JOKYMEHTOB,
SIBJISIETCS OCHOBHOW YacThIO 3arojIoBKa M JaeTcs MOCie YKa3aHus BUA Jena, aBTopa,
KOppeCHoHAeHTa (aapecara) JOKyMEHTOB.

249. Tlpu u3I0)KE€HUU B 3arojoBKax Bompoca (MpeaMera), OTPakaroIlero
CoJiep>KaHKe IOKYMEHTOB, CIICAYET:

1) mpuBOANTH TONHBIE WM O(PUIIUAIBHBIE COKpAIICHHBIC HANMEHOBAHUS
opraHu3anuil uim GamMuwiny 1 UHUIUANB JIMIl C YKa3aHUEM UX JOJHKHOCTEH, 3BaHUi,
npodeccuil B ciaydasix, €CJIM COJIep>KaHUE JOKYMEHTOB JieJla KacaeTcsi KaKux-auoo
OpraHu3aluii WK JUII, €CJIM YIIOMUHAETCS TPU U O0Jiee opraHu3aluii Wiv JTUI] JaBaTh
UX BUJOBOE TIOHSTHUE;

2) B 3arojoBKax CyJeOHBIX nell, KpoMe daMuiIni, UMEH U OTYEeCTB (WU
WHUIIMAJIOB) JIUII, PACKPBIBATH CYTh JI€a;

3) ecnu copepkaHHUE TOKYMEHTOB €IMHUIIBI XPAHEHUSI KACAETCS HECKOIbKUX
BOIIPOCOB, SABJISIIOUIUXCS YaCThIO OJHOTO OOIIEro BOIPOCA, B 3ar0JIOBKE OTPAXKAETCs
oOmuii BOpoC B Tako# (HOpMYIHUPOBKE, KOTOPAsk OXBATHIBAET BCE BOIIPOCH YaCTHOTO
XapakTepa.



250. HaumeHOBaHME MECTHOCTH (HACEJEHHBIX IYHKTOB, IeorpauyuecKux
00BEKTOB, aIMUHUCTPATUBHO-TEPPUTOPUATBLHBIX €IMHUI]) BHOCUTCS B 3ar0JIOBOK Jlela,
ecau HeoOXOAUMO yKa3zaTh MECTO COOBITHMH WM MECTOHAaXOXIEHUE aBTOPOB (
aJpecaToB, KOPPECIOHJCHTOB) JOKYMEHTOB. VX HaWMeHOBaHUS TPHUBOAATCS B
BO3pacTalomeM MOpsSaKe - ayn (ceno, AEpeBHs), TOpoj, paioH (yesm), obmacth (
ryOepHuUsi, Kpail) ¥ Tak Jajee.

251. Ilpm cocTaBIeHUMH 3arojIOBKOB E€IWHUII XPaHEHUS C
OpraHU3aIMOHHO-PACTIOPSAIUTEILHON JOKYMEHTAIMe OJIHOTO BHUA, B 3arojOBOK
BBIHOCUTCSI HAUMEHOBAHUE JOKYMEHTOB BO MHOKECTBEHHOM YHCJI€ C MPOCTABICHUEM
UX KPaTKHUX HOMEPOB.

252. Ilocne oGo3HaueHUs BHUA Jejla WIM BUJAa JOKYMEHTOB B 3arojOBKE
YKa3bIBa€TCSI aBTOP BXOASIIMX B JEJIO JIOKYMEHTOB. Eciu aBTOpOM JOKYMEHTOB
SIBIIIETCS. OPTaHU3allUs, B IEITEIIbHOCTH KOTOPOM OHU OTJIOKHIIUCH, B 3ar0JIOBKE Jieia
HAaUMEHOBAaHHE OPTaHMU3alMKU WU OMYCKAETCS WM HNPUBOIUTCA €r0 OO0IIee BUAOBOE
HauMEHOBaHUeE (KOMUTET, CYyJl, KOMUCCHUSI U TOMY TI0JIOOHOE).

253. JlaThl, K KOTOPBIM OTHOCSITCSI U3JIOKEHHBIE B JIOKYMEHTaX COOBITHS, BHOCSTCS
B 3arojJOBOK, €CIIM TOYHas JaTUPOBKA OTPAKAET UCTOPUYECKUE CBS3U MEKIY
coOBITHSIMU U (DaKTaMu M HEOoOXOJuMa JjIsi TOHUMAaHUsI KOHKPETHOT'O COJIepIKAHUS
JIOKYMEHTOB.

254. Ecnu €10 COCTOUT U3 OJTHOTO JJOKYMEHTA, TO B 3ar0JI0BKE YKa3bIBAIOTCS BU]L
JIOKYMEHTa, OT KOI'0 OH UCXOAUT, KOMY aJIpecOBaH, €ro JaTa U KpaTKoe CoJiepKaHue.

255. B eauHuUIax XpaHEHHs, COCTOSIIMX M3 IJIAHOB U OTYETOB, B 3ar0JIOBKE
yKa3bIBaeTcsl rojl (Mepuoj), Ha KOTOPBIM COCTaBJIEH IUIaH, WU roj (mepuon), 3a
KOTOPBIN COCTABIICH OTYET.

3aroJ0BKM €JIUWHUIl XPaHEHMs, COJACPXKAIIUX CTAaTUCTUYECKHE OTYETHI,
COCTAaBJISIFOTCS C YKa3aHUEM HOMEPOB ()OPM CTaTUCTUIECKON OTUYETHOCTH.

256. Eciu 1eyio coCTOUT U3 HECKOJIBKMX TOMOB (4acTei), BceM ToMaM (4acTsiMm)
naeTcs OoOmui 3arojoBOK, a 3aTeM (Ipu HEOOXOIWMOCTH) JENaeTCs YTOYHEHUE
COJIEp’KaHMsl Ka)XJoro ToMa (Y4acTH) B OTACJIBHOCTH, B MOCJIEAHEM TOME (YacTH)
nobasiseTcs cioBo "mocnenuuit” ("mocnennssa").

257. Yacth AOKYMEHTOB MOJIC)KUT AaHHOTHUPOBAHHUIO. AHHOTAILMS JOKYMEHTOB
€JIMHUI] XPAHEHUS MPEJICTaBIACT COOOW KpaTKYH XapaKTEPUCTUKY COJEpKaHUS
OTJIETHHBIX JIOKYMEHTOB, OCOOCHHOCTH KOTOPBIX HE OTPAKEHBI B 3aT0JIOBKE €IMHUIIBI
XpaHEHUS.

AHHOTUPYIOTCSI 0CO00 IIEHHBIC JTOKYMEHTBHI, JTOKYMEHTBI-IPUIIOKEHHUS K
OCHOBHOMY JTIOKYMEHTY, JOKYMEHTbl OpraHu3alui-IpeIlIeCTBEHHUKOB, JOKYMEHTHI,
coJep:Kaliue CBEICHHS IO JUYHOMY COCTaBy, MMEIOLIME CHPaBOYHOE 3HAYCHHUE,
JOKYMEHTBI, KOTOpPbIE€ CIYyXaT IPEAMETOM CaMOCTOSITEIHLHOTO TOHMCKA, HaJu4due
KOTOPBIX B JAHHOM JIeJIe€ HE MOXKET ObITh OMPEACIICHO 0 €r0 3aroJioBKy (BO33BaHMS,



JUCTOBKH, MPOKJIaMallii, OpONIIOPKI, KapThl, IUIAHBI, YepTexkH, PoTorpaduu u Tak
nanuee).

258. AHHOTaUUs COCTaBIISIETCS B MOPAJIKE, PUHITOM JIJIsl OMMCAHUS OTACIHHOTO
JOKYMEHTa WM KaK KPaTKOE U3JI0’KEHUE YaCTH COJEPKaHUsI IOKYMEHTA.

[Ipyn aHHOTMPOBAHUM MEYATHBIX MAaTEPUAIOB YKa3bIBa€TCs BUJ JTOKYMEHTA, €T
HAaMMEHOBAaHUE WJIM HadaJbHBIE CJIOBA JOKYMEHTa (IIPU OTCYTCTBUU HAMMEHOBAHMS),
BBIXOJIHBIC JJAaHHBIE.

B anHOTamusx 4epTexHBIX W APYTHX H300pa3UTEIBHBIX MAaTEPUANIOB
PEKOMEHJyeTCA yKa3blBaThb MaTepuaj, BUJ, (opmaT JOKYMEHTa M CHOCO0 ero
UCIIOTHEHUS, ISl KapT — MacluTao.

B anHOTanuu Takxe MPUBOIUTHCS MMEHA JIMIl, HAUMEHOBAHUS OpTraHU3allui,
reorpaguuecKkie HaMMEHOBAaHUS W TakK Jajee, YIOMHUHAIUMecs B JOKYMEHTax U
UMEIOIINE CYIIECTBEHHOE 3HadeHue (MepeyucisioTcss B KOHIIE aHHOTAIUU TOJ
pyOpukoii "yrnomunatores").

259. B koHIIe aHHOTAIIUU TPUBOJIATCS HOMEpPA JINCTOB aHHOTUPYEMBIX IOKYMEHTOB
. B aHHOTauMM MOXXET OTMeYaThCid CTENEeHb MOJPOOHOCTH cBelneHuil ("KpaTkue
cBeaeHud", "moapobHoe cooOmeHue"). AHHOTAIUS IMHIIETCS ITOCJIE 3arojoBKa C
KPAaCHOM CTPOKH.

[Ipu 3HaUUTENBHBIX 00bEMAaX AHHOTUPYEMBIX JOKYMEHTOB, AHHOTALIUSI MOXKET
OBITh COCTaBJIEHA HA OTJIEJILHOM JICTE, KOTOpasi BKJIAJIBIBAETCS MEXKYy OOJO0KKOU U
MEPBBIM JIUCTOM JOKYMEHTA.

260. Ilpun aHHOTHpPOBAHUU HE ClieyeT YNoTpeOsTh (pa3 U BbIpAKEHUN, HE
HECYIIUX OCHOBHOU CMBICIOBOM Harpy3ku ("B JOKyMEHTaX COAEPKUTCA", " TOKYMEHTHI
KacaroTca'"), a TakkKe TakKuX CyOBEKTHUBHBIX (OPMYJIHUPOBOK, KakK '"BechbMma II€HHBIE
JOKYMEHTHI", "04eHb HHTEPECHBIE IOKYMEHTHI" U TOMY MTOJ00HOE.

IMTaparpa¢ 2. ITopsaaok JaTHPOBKH JOKYMEHTOB IIPH OIMCAHUHI

261. Ilonnas marta (4ucyio, MecsI, T'0j) CIOBECHO-UH(POBBIM CIIOCOOOM
YKa3bIBa€TCsl MPHU ONHCAHUM HOPMATHUBHBIX TMPABOBBIX AaKTOB, TBOPYECKOU
JTOKYMEHTAIlUM, JOKYMEHTOB, KacalolUXCs MPaB M 3aKOHHBIX MHTEPECOB TpakKJaH,
(MHAHCOBBIX JOKYMEHTOB, JIe] MO OJHOMY BOTIPOCY, a TaKXe€ JOKYMEHTOB, IS
KOTOPBIX JaTUPOBKA UMEET BAXXHOE 3HAUCHHUE (IOKJIAIbl, JIUCTOBKH, CTEHOTPAMMBI,
MCbMa ¥ TOMY MOJJ0O0HOE).

262. Ilpu BBISBJIEHUM KpalHUX JaT AOKYMEHTOB, COCTAaBJISIOLIUX JIEJO,
HEO0OXO0JMMO UMETh B BUJY CJIEAYIOIICE:

1) HavanbHOW AaTOM nena ABJSETCA JaTa COCTaBJICHUS (pEerucTpalru) camoro
paHHEro JOKyMEHTa, a KOHEYHOMW — JaTa COCTaBJEHHS (pEerucTparuud) camoro
MO3/THETO TOKYMEHTA;



2) naThl JEKPETOB, YKa30B, JOTOBOPOB, IOCTAHOBIIEHN!, IPUKA30B, PACIIOPSKEHNUN
U TOMY NOJ00HOE yKa3bIBaIOTCS MO BPEMEHU MX MOJIMUCAHMS, €CIU JOKYMEHTHI He
JaTUPOBAHbBI, JAaThl YKa3bIBAIOTCS MO BPEMEHU OMYyOJIMKOBAaHUS WM BBEICHUS B
JICHCTBUE;

3) KpaifHHMe AaThl JUIsl IPOrPaMM, TUIAHOB, CMET PacX0/I0B, INTATHBIX PACIUCAHUMN,
OTYETOB U TOMY MOJOOHOE JOKYMEHTOB HE ITPOCTABIISIOTCS;

4) ecnu B €€ JOKYMEHTBI-IIPUIIOKEHHUS TaTUPOBAHbI paHee EPBOT0 JOKyMEHTA
nena, TO UX AaThl OTOBAPUBAIOTCS C HOBOW CTPOKH - "MMEIOTCS JOKYMEHTHI 3a... TO1";

5) ecnu nenoM SBIAIOTCA KHUTH WX XYpPHAJIbI, TO KpaHUMU AaTaMu JJIs HUX
OyJIyT AaThI IEPBOM M IMOCTETHEN 3aIIUCH;

6) eciu JeN0 COCTOUT U3 KOMUHHBIX JOKYMEHTOB, U3TOTOBJIECHHBIX 3HAYUTEIHHO
MO3XK€e CO3JaHUS UX IMOJUIMHHUKOB WM MOJYy4YeHHBIX (OHAO00Opa3oBaTesneM s
paboThl (HarpuMmep, B apXUBHBIX (OHJAX PEIAKLMN, pa3Iu4YHbIX KOMUCCUI U TOMY
n0/100HOE), TO KpallHUMH JJaTaMU OyIyT SIBASTHCSA AaThl U3TOTOBJICHUS KOMUH (JaThI
[OJTMHHUKOB MIPUBOJIATCS B 3ar0JIOBKE);

7) ecnu neno ObLIO HAYaTO B OJHOM OpraHu3aluu, a 3aKOHYEHO B JIPYyTOM, TO
BBUIBJISIFOTCSA TPU JAThl - JaTa 3aBEICHMUS Jeja B JEJONPOU3BOJACTBE NEPBOM
OpraHu3alliy, Jara MOCTYIUIEHUSI €ro BO BTOPYIO OpPraHM3allMI0 U J1aTa 3aBEepUICHUs
€ro B JeJIONPOU3BOCTBE MOCIEIHEN opraHu3aluy (epBbie 1Be AaThl 0003HAYAIOTCS B
BUJIE TpoOH).

263. Ilpu co3ganun HCA apxuB y4yuTBIBa€T HE TOJBKO OOLIME TpeOOBaHHS K
COCTAaBJICHUIO ONMMCATENBHBIX CTATEH apXWBHBIX CIPABOYHUKOB, HO U OCOOEHHOCTH
NOJATOTOBKHM UX KaX/I0TO TUIIA U BUJA.

IMTaparpad 3. ITopsamok coCTaBJICHHSA OIMMCH JieJI, JOKyMEHTOB

264. Onuch nien, JOKYMEHTOB (apXMBHBIA CIIPABOYHUK, MpPEHAa3HAYEHHBIN s
PACKPBITHS COCTaBa U COJCPKAHUS SIUHUIL XPAHCHHUS/CAMHUI] yUeTa, 3aKPETUICHHS UX
BHYTpU(POHJIOBOM CHUCTEMaTU3allUM U Yy4deTa), COCTOUT W3 OMHUCATEJIBHBIX CTaTeH
eIVHUI] XpaHEHUs/€IMHUIL YIeTa, UTOTOBOM 3aMKCH, JINCTA-3aBEPUTEIIS U CITPABOYHOTO
ammapara K OIHUCH.

265. OnucarenbHasi CTaThs OMKUCH BKIIFOYAET:

1) mOpsIIKOBBIN HOMEDP €IMHULIBI XPAHEHUSI, CAMHUIIBI YUETa;

2) NeonpOU3BOJICTBEHHBIM UHACKC WM MHBEHTApHBIN (TIPOU3BOJACTBEHHBIN)

HOMED;

3) 3aroJ0BOK €IMHUIILI XPAaHEHUSI, €IUHUIIBI YUETa;

4) kpaitHue JaThl TOKYMEHTOB;

5) KOJIMYECTBO JIUCTOB B €AMHUIIE XPAHCHUS;

6) ykazaHue Ha KOMMIHHOCTh JJOKYMEHTOB;



7) crmoco6 BOCIIPOM3BEICHUS, JOKYMEHTOB.
OnucaTtenpHas CTaTbsi MOXET OBbITh JIOMOJHEHA aHHOTALMEH OTAEIbHBIX
JIOKYMEHTOB (TpyMIbl JOKYMEHTOB) €IMHUIbI XPAHECHHUSI, €AMHUIIBI YUETa.
266. B cipaBouHbIi annapat OnucH el (J0KYMEHTOB) BXOJIAT:

1) TuTynpHBIN TUCT, Ha TUTYJIBHOM JIMCTE ONMHCH €I, JOKYMEHTOB ITOMELIAIOTCS
CIEAYIOIIUE JaHHBIE:

HAaMMEHOBAaHUE apXUBHOIO (POHIA, KOTOPOE MHUILIETCS B BUAE O(PHUIIMATBLHOIO
HAaUMEHOBAHUs OpraHu3aii — GoHa000pa3zoBaTes CO BCEMH €ro EPEeUMEHOBAaHUSIMU
, I3MEHEHUSIMU TIOJYMHEHHOCTH U COKpAIICHHBIMU HAaWUMEHOBAHHUSMU (B KPYTJIBIX
CKOOKax), OTHOCSIIIIUMHUCS K MEPUO.TY, 32 KOTOPBIN JOKYMEHTHI BKJIIFOUCHBI B apXUBHYIO
OIKCh, B XPOHOJIOTUYECKOM MOCIEA0BATEIbHOCTH;

HOMEP apXUBHOTO (POHJIA;
HOMEpP apXHUBHOU OINNCH;
HAaMMEHOBaHUE apXUBHOW OIUCH;

KpailHue JaThl TIOKYMEHTOB, BHECEHHBIX B apPXUBHYIO ONMKUCh. ECIM B apXUBHYIO
ONMKUCh BHECEHHI Jieja 32 HECKOJBKO JIET C MepepbIBAMHU, TO HA TUTYJIbHOM JHUCTE
IPOCTABIISIOTCS TOJIBKO TE TOABI, 32 KOTOPBIE UMEIOTCS TOKYMEHTHI;

2) coaepxanue (orynaBiaeHue). B comepkanuu (OrJIaBiIeHUN) pa3ieioB apXUBHOM
OMMCH JIeJl U CIPAaBOYHOTIO amnmnapara K Hed NepedHCISIIOTCS MPEAUCIOBHUE, CIIMCOK
COKpallleHUi1 HAMMEHOBAaHUs BCEX PA3ZeIioB, MOAPA3/IEIOB U 0oJee MEIKUX TPy e,
BKJIFOYEHHBIX B apXUBHYIO OMUCH, YKA3aTEIU IPU HATUYUY;

3) mpeauciaoBUEe COCTABISETCS MO0 K KaXKJIOW OMUCH 1N, TOKYMEHTOB, JIHOO
oO1iee KO BCEM OMHUCIM apXxuBHOro (onga. B mpeaucnoBuu KpaTKO HM3JIAraroTcs
uctopus (QoHnooOpazoBarenss CO CChUIKAMU Ha 3aKOHOJATENbHbIE HUCTOUYHUKU U
JOKYMEHTHI (hOHAA.

K apxuBHBIM omucsM 0O0BEIMHEHHBIX apXUBHBIX (POHIOB COCTABIISIETCS 00IIIEe
peIUCIOBUE, €CIIM APXUBHBIE (POHJIBI, BXOJISAIIME B HUX, BKIIIOUEHBI B OJIHY apXUBHYIO
onuck. KpoMme TOro, coctaBilOTCS NPEAUCIOBUS K apXUBHBIM ONUCAM OTAEJIBHBIX
apXUBHBIX (DOHIOB, BKIFOUEHHBIX B 00bEIUHEHHBIN apXuBHBIN (poH. B 3THUX ciyuasx
B o0mee NOpeauciioBUE BKIIOYAIOTCA BCE OOLIME CBEACHUS OTHOCHUTEIBHO
00bEeIMHEHHOTO apXMBHOTO (OHIA M OTACIBHBIX €ro apXWBHBIX (DOHIOB U HUX
apXUBHBIX omnuced. B mpeaucioBusix K apXUBHBIM OMHUCSIM OTAEIbHBIX apPXUBHBIX
(GbOHIOB U3TaraloTCs CBEJCHUS, KaCAIOIINECs JIUIIb 3TUX apXUBHBIX (DOHIOB, M TAOTCS
CCBUIKH Ha 00111e€e MPEeANCIOBUE.

B mepBoi 4Wactu nmpeaucioBUs, MOCBSAIIEHHOW WCTOPUHM OPraHU3aldM -
dbonmooOpazoBaresns, KpaTKO U3IAraroTCs:
JaTa co3qaHus opraHu3anuu — (oHI000pa30BaTeNsi CO CChUIKOW Ha HOPMaTHUBHBIE
pPaBOBbIE AaKThl, a TAaKX€ HAUMEHOBAHHUE OPTraHU3AIUMU-TPEIIIECCTBEHHHKA,
MOJAYMHEHHOCTh OpraHu3anuu — oH1000pa3oBaTeNs;



KOMITIETEHIIUS, CTPYKTYpa U GyHKIUU OpraHu3anuu — GoHI000pa3oBaTes;

W3MEHCHHE HAaMMEHOBAHMS, CTPYKTYPhl U BEJOMCTBEHHOH ITOTIYMHEHHOCTH
opranuzanuu — GoHI000pa30BaATENSI C YKA3aHUEM OCHOBHBIX BBI3BABIIINX UX TIPUUNH;

JaTa JUKBUAAIUM (pEeopraHu3aiuu) opraHu3zanuu — GoHg000pa3zoBaTess O
CCBUIKOW Ha HOPMATHBHBIC MPABOBBIC AKTHI, & TAKKE HANMEHOBAHWE OpraHW3AIlNH,
yHacJye1oBaBIei ee QyHKIUU.

B xapakTepucTrke uCTopun apXuBHOTO (POHJIA U €T0 COCTOSHUSI YKa3bIBACTCS:

MOJIHOTA JIOKYMEHTOB B apXHBHOM OIKCH;

HAJIMYHE JIENT, BBIXOIAIINX 3a XPOHOJOTHUECKHIE TPAHUIIBI apXUBHOTO (OHIA.

[Ipu sTOM mOpuUBOASTCS HAUMEHOBAHWS W HOMEpaA apXUBHBIX (OHJIIOB
OpTraHU3AIUUA-TIPEANICCTBEHHUKOB WM TMPABONPEEMHUKOB M  OpraHHU3aINi,
BBITIOJTHSABINNAX OT/AEIbHbBIC (DYHKIIMH TaHHOW OpraHu3aiiiy (pu ero JIMKBUIAINN UITH
peopraHu3aiiin), B KOTOPbIX UMEIOTCSl YKa3aHHbIE JIea.

B kpaTkol XapakKTEpUCTHKE COCTaBa W COACPKAHUA A B apXUBHOU OIMCH
OTMEYaroTCsl HanboJee TUIMMYHBIE TPYIIbI JIe]], KaK MO0 WX BUJIaM U Pa3HOBUIHOCTAM
JIOKYMEHTOB, TaK H 110 UX COACPKAHUIO.

B npenucnoBun yka3pIBatoTCS OCHOBHBIE MPUHIIUITBI (HOPMHUPOBAHUS JIETI, IPUEMBbI
PacKpBITUS COJEP’KaHUs JOKYMEHTOB, OCOOCHHOCTH ONMHUCAHUSA M OPOPMIICHHS eIl
VYka3bpIBalOTCS TaK)Ke MPUHITUIIBI TOCTPOSHUS apXUBHOW OMUCH 0€3 BOCITPOU3BEICHUS
CXEMBbl CHCTEMaTHU3allM¥, OCOOCHHOCTH CHUCTEMAaTH3alUuu Jej, COJAepKaIINX
JIOKYMEHTHI 32 HECKOJIBKO JIET.

3aKIrounTeIbHAS YaCTh MPEAUCIOBUS COJAEPKHUT XapaKTEPUCTUKY CIIPABOYHOTO
ammapaTa K apXuBHOUM OMKCH, OCHOBHBIC MPUHITUIIBI €T0 COCTABJICHUS U YKAa3aHUS O
MOPSAJIKE TTOJIH30BAHUS M.

[TpenucnoBre MOAMUCHIBAETCS COCTABUTEIIEM C YKa3aHWEM JaThl COCTABJICHUS;

4) CIMCOK COKpAIIEHUH COCTABISAETCS, €CIU MPU OMUCAHUHU HUCIOIB3YIOTCS
cokpaieHHbie cioBa. COKpaleHus: pacroyiaratoTcsi B andaBUTHOM TMOPSIIKE, CIeBa -
COKpallieHue, THpe, pacmudpoBka. B cmucok HE BKIIOYAIOTCS OOIIETPUHSITHIC
cokpaitenus cnoB. [IponsBosibHOE 00pa3oBaHUe COKPAIICHHUIN HE IOy CKAeTCs;

5) ykazaTenu.

IMTaparpad 4. ITopsAmok COCTaBJICHHUA HCTOPUIECKOH CIIPaBKH

2677. B apxuBe OpraHU3alHlK COCTABIISIETCS UCTOPUYECKAS CIPABKA K ApXUBHOMY
donny, mpeacTaBisiomas coOOM JOKYMEHT, COAEpX AIIMM CBEIEHUS MO HUCTOPUU
dongooOpa3zoBaTenss U apXUMBHOro (POHIA, KPaTKyH XapaKTEpUCTHKY COCTaBa M
COJIEpKaHUsl €ro IOKyMEHTOB U CHCTEMbI HAyYHO-CIIPAaBOYHOT'0 anrapara.

Hcropuueckas cipaBka COCTOUT U3 UCTOpUU (poHI000pazoBaTens, ucTopuu GoHAa
, XapaKTePUCTHKH IOKyMEHTOB apXUBHOTO (POH/IA.



268. Uctopust ponmoodbpazoBaTessi BKIOUYACT XaPAKTEPUCTHKY UCTOPUUECKUX
yCIOBUHM BO3HHUKHOBEHUS OpraHM3aIuH, HaWUMCHOBaHHE
OpraHU3aIUU-TIPEANIECTBEHHUKA, B XPOHOJIOTHYECKONW TOCIIECIOBATEILHOCTA BCEX
peopraHu3aliyii, B TOM YHCIE CIEIYIOUUE CBEICHUS:

1) natel co3nanus, mpeoOpa3oBaHusl U JUKBUIAIMU OpraHU3allMU CO CCHUTKON Ha
HOpPMAaTHBHbBIE MTPABOBBIC AKTHI WU PACTIOPSAUTEIbHbBIE TOKYMEHTHI;
2) HauMEHOBaHNE OPTaHU3AINH-TIPEEMHHKA;
3) 3amauu ¥ PYHKIIMK OpraHU3alNKA U UX U3MEHEHUS,

4) macmtald MesATeIbHOCTH OpPraHU3allid, COCTaB CHCTEMBl TEPPUTOPHAIBHBIX

OpraHOB W/WJIH MOABEAOMCTBEHHBIX OpraHU3aIIN;
5) MecTO OpraHuM3aliy B CUCTEME rOCYIapCTBEHHOIO anmnapara, 3KOHOMUYECKOM,
0OIIECTBEHHO-NIOJUTUYECKOM, KYJIbTYPHOU U APYTON KU3HU;
6) u3MeHeHus B 0pUIIMaTbHOM HAUMEHOBAHUH U MOJYMHEHHOCTH OpraHU3allNH;
7) CTpyKTypa OpTaHU3AINH U €€ U3MEHEHHSI.
st 00beNMHEHHOTO apXWBHOTO (POHJA COCTaBJIsieTCS OO0MIasi UCTOPUS
dbong000pazoBaTenei.
269. Vctopust apxuBHOTO (POH/Ia BKIIFOYAET CIACAYIOIINE CBEICHUS:
1) naTa nepBOro MOCTYIUIEHUS IOKYMEHTOB apXUBHOr0 (hOHAAa B BEIOMCTBEHHBIN (
YaCTHBIN) apXUB OpPTraHU3aINH;
2) 00beM U KpaliHHUEe JaThl BIEPBbIE MOCTYIUBIINUX JOKYMEHTOB;
3) U3MEHEHUs B COCTaBEe M 00hEME apXUBHOTO (POH/IA U UX IPUYUHBI (TIPOBEICHUE
AKCIIEPTHU3bI IEHHOCTH, YTPAThI, HE3aJJOKYyMEHTHUPOBAHHbIE TIEPUO/IBI);
4) cTeneHb COXPaHHOCTH JIOKyMEHTOB;
5) ocoGeHHOCTH (OPMUPOBAHUS, OTIMCAHKS 1 CUCTEMATH3AIlMU JOKYMEHTOB;
6) CBEJICHNS O HAIMYHUU JTOKYMEHTOB, BBIXOISAIINX 32 XPOHOJOTHUECKHE TPAHUIIBI
apxuBHOTO (POHTA;
7) cocTaB HAy4YHO-CIIPABOYHOTO anmapara K apxXuBHOMY (poHTy.
270. Pa3znmen mo uctopum apXWBHOTO (GOHAA TAKXKE COACPKHUT aHHOTAIIHIO,
oubnmorpaduro, nHbopmalu o0 YCIOBUIX JOCTYIA U UCTIOJIb30BAaHUS JIOKYMEHTOB.

AHHOTAaIMs BKJIIOYAET B ce0s KpaTKyr0 0OOOIIEHHYIO XapaKTepUCTUKY COCTaBa
JIOKYMEHTOB T10 CTPYKTYpE apXUBHOTO (POHJIA U 10 BUIAM JIOKYMEHTOB, COJICP KAHUS
JOKYMEHTOB MO TeMaM, BOIPOCAaM, OTPAXAIOU[UM HaIlpaBICHUS EITEIbHOCTU
dboHmo00pazoBaTeass, C YKa3aHHEM XPOHOJOTHMH TeM Hu 00O03HAaYeHHEM UX
reorpapuyeckux (aAMUHUCTPATUBHO-TEPPUTOPUATBHBIX) TPAHUL.

bubnuorpadust BKIIOYaeT CMHCOK OMyOJMKOBAHHBIX W HEOMYOJIWKOBAHHBIX
CIIPABOYHHUKOB MO apXUBHOMY (POHIY ¥ TOKYMEHTAJIbHBIX ITyOJMKAINi, BBIMOIHEHHBIX
Ha €ro OCHOBE.
271. Tpetuii pa3aen BKIIOYaeT 000OIIEHHYIO0 XapaKTepUCTUKY apXUBHOTO (oHAA
M0 COCTaBYy M COJIEP’KAHUIO TOKYMEHTOB B LIEJIOM U OTJEIBHBIX TPYII JOKYMEHTOB,



CBEJCHMSI O HAJIMUUU JOKYMEHTOB, BBIXOSALINX 3a XPOHOJIOIMUECKHUE paMKu (hoHAa, O
HAy4YHO-CIPABOYHOM anmnapare K apXxuBHOMY (OHIY, O BUAAX HOCUTENEH HHPopMauuu

272. ChnpaBka MOJANUCHIBAETCS HUCIOJHUTEIEM U PYKOBOJAUTEIEM aAPXHUBOM
OpraHu3alyu.

Hctoprueckas crpaBKa IM€YaTaeTCsl B YETBIPEX SK3eMIUIsApax. Tpu sk3eMIuisipa
MEepPEIatOTCs B TOCYIAPCTBEHHBIN apXUB MPU NEPBOU Mepeaade JOKYMEHTOB apXUBHOTO
dboHga, onMH XpaHUTCS B jAesne (QoHAa B BEJOMCTBEHHOM HWJIM YaCTHOM apXHBE
OpraHu3aIuu.

273. VcTopuueckasi cipaBKa JIOTIOJHSIETCS TIPH MOMOTHEHUU apXUBHOTO GoHAA
WM B cllyyae peopraHu3anuu opraHuzanuu. Mcropuueckas cmpaBka (4acTh ee)
MPEJCTABISAECTCS B TOCYJaPCTBEHHBIN apXUB BMECTE C KAXKJAOM 3aKOHYCHHOM ONHUCHIO
nen (IOKYMEHTOB).

ITaparpad 5. ITopsagok cocTaBneHHS KaTaJIOTOB M KapTOTEK

274. Karanor npeacTtaBisieT coO00i MeX(POHIOBbIA apXUBHBIA CIPABOYHHK, B
KOTOpPOM HH(pOpMAILUS O COAECPKaHUU JOKYMEHTOB CIPYIIIMPOBaHA IO MpeaMeraM (
TeMaM, OTpaciisiM), PAacCIOJ0KEHHBbIM B COOTBETCTBUU C MPUHATOW ISl JAHHOIO
KaTajora cxeMou Kiaccupukauuu JOKyMEHTHOW HH(pOpMaLuu.

COBOKYIHOCTb pa3IUYHBIX KaTaJIOrOB COCTABIISIET CUCTEMY KaTaJOTOB.

275. PaboThl 1O MOATOTOBKE, CO3JAHUIO M BEJICHHUIO KATaJOrOB Ha3bIBACTCS
KaTaJ0TU3alueNd TOKYMEHTOB.

Kartanoruzanusi MOXeT MPOBOJUTHCS KaK CaMOCTOSTEIbHBIA BUJI paboOThI (
TeMaThyeckas pa3paboTKa), a TaKKe B IPOLiecce IPYTrux BUAOB pabOT, CBSI3AHHBIX C
OMKMCAHUEM U BBISBICHHEM JIOKYMEHTOB (TIOMyTHAsl KaTaJoru3alus).

[Tpu katanoruzauuu npuMeHsieTcss AUQPGEepeHINPOBAHHBIN MOAX0, KOTOPBIA
3aKJITH0YAETC:

1) B onpeneneHnu o4epeaHOCTH BhIOOpa apXUBHBIX (POHIIOB, UX CTPYKTYPHBIX
YacTeu;

2) B 0TOOpE /1€7 U IOKYMEHTOB U UH(MOPMAIIUHU U3 HUX;

3) B OIPUMEHEHHUH COOTBETCTBYIOIIMX IMPHEMOB OINHCAHUS JOKYMEHTHOMN

uHdopManum.

276. Karanoruzaiusi BKIIOYAET CIAEAYIOUIME BUIbI PadOT:

1) coctaBienne cxeMbl Ki1acCU(pUKAIINH;

2) BbISIBIIEHHE U OTOOP TOKYMEHTOB;

3) onucaHue Ha KaTaJIOKHBIX KapTOUKax;

4) cucreMaru3alys KapToyek;

5) BeJeHHE KaTaJIoOroB.



277. Beibop cxembl KiIacCU(PUKAIMUA OTMPENENIeTCS COCTaBOM JTOKYMEHTOB

BEJIOMCTBEHHOTO MJIM YACTHOTO apX1Ba OpPraHU3allly U 3aJja4aMU UX UCIIOIb30BaHUSI.

Cxemoit kmaccuukanuy J0KyMEHTHON HH(GOPMAITNH SBIISIETCS MUChbMEHHBIN WK
rpauYeCKUil JOKYMEHT, COJIep KAl IepeyeHb KIacCU(PUKAIMOHHBIX JICICHUN
KaTajora, pAacloJIOKCHHBIX B  ONPEJASICHHONW TOCIEIOBATEILHOCTH, U
npeHa3HAYCHHBIA /I paclpeiesieHus] CBeICHUN W3 JOKYMEHTOB MO yKa3aHHBIM
JIETICHUSIM.

278. B 3aBUCMMOCTH OT CXEMbI MOCTPOCHUS KATAJIOTU MOAPA3ICITAIOTCS Ha
CHUCTEMAaTHYECKHE, TeMAaTHYCCKHUE, MPEIMETHBIC W WX Pa3HOBUIHOCTH (MMEHHOM,
reorpapu4eckuii, 0OLEKTHBIN).

279. JoxymentHas uHoOpManus B CUCTEeMaTHUYECKOM Kartajiore
KIJIACCU(UITUPYETCS TI0 OTPACIISIM 3HAHUH U TPAKTUIECKON IeATeTLHOCTH OPTaHU3aIlun
U pacriojaraercs B JJOTUYECKON MOCIIeI0OBATEIbHOCTH.

B mmenHOM kaTajore MOKyMeHTHass WHGOpPMaANHS KIACCHPUIHPYETCS TIO
andaButy ¢GaMIINil JIHI, YIIOMHHAEeMbIX B JOKYMEHTAaX WJIU SBISIOMMUXCS HX
aBTopamu. JlanpHeiias cucremMaTu3anusi MTPOBOJAUTCS B XPOHOJIOTHMYECKOW WU
JIOTUYECKOM MOCTIeA0BATEILHOCTH.

280. B cocTaB onucarebHOM CTaThbU KaTajIora BXOIST:

1) HauMeHOBaHUE apXUBa OPTAHHU3AINY;

2) UHJICKC;

3) pyOpuka, monpyOpuka;

4) nata cOOBITHS, MECTO COOBITHS,

5) coaepxanue;

6) HOMep apXHBHOTO (OH/Ia, HANMEHOBAHUE APXUBHOTO (POHJIA;

7) HOMepa onucH Jiena (JJOKYMEHTOB), €AMHUIbI XPAHEHHUSI, JINCTOB;
8) SA3BIK JOKYMEHTA;

9) croco6 BoCIIpou3BeACHUS JOKYMEHTA.

Jlns cBA3M MEXIy pas3jfenamMu KaTtajiora WM pas3fielioB KaTajora ¢ JpyTuMU
aApXMBHBIMU CITPABOYHUKAMU ITPUMEHSETCSI CUCTEMA OTCHUIOK.

281. Benenuwe katanora, mnpejcTaBisiioliee coOOd KoOMIIeKC padorT,
o0ecreynBaIMX ero GyHKIHOHUPOBAHUE, B KOTOPBII BXOIAT:
1) HayuyHO-MeTOAMYECKOE oOecTieueHre paboThI;
2) UHAEKCUPOBAHUE KaPTOUECK;
3) cuctemaTu3alMs KapTOUYEK M0 UHAEKCaM U pyOpUKam;
4) cocTaBiieHHE OTCHIJIOYHOTO anmnapaTa K KaTajaory;
5) ycoBeplIEHCTBOBAHKE KATAJIOTa.

Hayuno-meToauueckoe oOecrnedeHrue BKIIOYAET pa3padOTKy METOAUUYECKUX
nOoCOOMI MO KaTaloTu3alliu OTIEIbHBIX apXUBHBIX (POHAOB (MW HX TPYIIIHI),
pabounx cxeM Kiaccu(pUKalUi KaTajJoroB, UX yTOUHEHHE U JIOTIOTHEHHE.



WNunexcupoBanue, sBisitolieecss BBIOOPOM MM COCTaBICHUEM MHJEKCa MO CXEMe
KJaccu(PUKaUU U OTHECEHHEM €ro K COOTBETCTBYIOLIEH MHPOpPMALIMKM KaTaJ0KHOU
KapTOYKU. B MMEHHOM KaTajlore KapTOYKHA HE MHAEKCUPYIOTCS, a Paclojiaratorcs o
angasBuTy.

YcoBepieHCTBOBAaHUE KaTalloTa BKIIIOUAET B c€0sl yCOBEPIICHCTBOBAHUE CXEMBI
KiaccupuKalu, MTPOBEPKY coAepkaHUs U O(OPMIICHHS Karayiora, MpPOBEPKY
onucaHuil (pelakTUpOBaHKHE, OOBEAMHEHUE ONMUCAHUN C OJHOPOJIHOM MH(pOpManuen
0 OJHOMY apXWBHOMY (GOHIY WU ONMUCH JAed (ITOKYMEHTOB), YTOUHEHUE HX
CHUCTEMATHU3aIIHH ).

282. OAHUM W3 UCTOYHUKOB TOIOJHEHUS CUCTEMBI KaTajloOTOB SIBJISIOTCS
TEMAaTHYECKUE U MPEIMETHO-TEMaTUYECKUE KapTOTEKHU, KAPTOTEKH IO JIMYHOMY
COCTaBYy Ha IOKyMEHTHI Hanbosiee MH(HOPMATUBHBIX U YaCTO UCTIOIb3YyEMbIX apXUBHBIX
b oHI0B.

283. ApXHB OpPraHu3aluy, XpaHAIlud YIPABIECHYECKYIO JOKYMEHTALUIO, CO3/1aeT
UMEHHYIO KapTOTEKY.

NmMennas kapTtoTeka (KapTOTeKa MO JIMYHOMY COCTaBy) CO3JAETCs ISl MOMCKa
CBEJIEHHMIl O TpPyAOBOM CTaxe, 3apabOTHOM 1maTe W APYTUX JaHHBIX
COIIMAJIbHO-TIPABOBOI0 XapakTepa. KapTtouku copepkaT (pamMuiivio, UMs, OTYECTBO
paboOTHHKA, CCBUIKA Ha HOMEpA apXUBHOTO ()OHJIA, TOJOBOIO pa3/iesa CBOJHOM OMUCH
JIeJ, Ha HOMepa JieJl, TUCTOB CO CBEJEHUSIMU O HeM. KapTouku cucteMaTu3upyroTcs B
andaBuTHOM mopsiake haMuinuid, a B mpeaenax ¢paMuiauil — mo andaBUTy UMEH U
OTYECTB.

284. ApXuB OpraHu3aluy, XpaHsauui ayITHOBU3YAIbHYIO IOKYMEHTAIMIO, CO3/1aCT:

1) uMeHyI0 KapTOTEKy, COJEpKallyl0 CBeAeHHUs 00 aBTOpax (pexkuccepe,
CLUEHApUCTE U OINepaTope) KUHOJOKYMEHTa, XPOHOJOTHMYECKYI KapTOTEKY,
COJIEpIKalllyI0 CBEJEHUS O JaTe BBIMYCKAa KUHOJIOKYMEHTA, aipaBUTHYIO KapTOTEKY,
coJiepKalllyro B anaBUTHOM MOPSIAKE CBEACHUS O HAUMEHOBAHUSIX KUHOJIOKYMEHTOB;

2) UMEHHYIO KapTOTEKY, COAEPIKAILIyI0 CBEICHUs O JUIax, HHPOpMaIus o
KOTOPBIX HMMeeTCsd B (POTOJOKYMEHTaX, U OOBEKTHYIO KapTOTEKy, COIEp Kallylo
cBeleHuss 00 oObeKkTax, COOBITUSIX, HHPOpPMAIUS O KOTOPBIX HMEETCAd B
boTOIOKyMEHTAX;

3) UMeHyI0 KapTOTEeKy, COAEp>Kallyl0 CBEJEHUs 00 aBTOpPE U HCIOJHUTEINE
XyJO0KECTBEHHOI'0, MY3BIKaJIbHOIO WM JOKYMEHTAJIBbHOTO IPOU3BEACHUS,
3alMCaHHOTO Ha (POHOJOKYMEHT, KaHPOBYIO KapTOTEKY, COAEP KAyl CBEIEHHUS O
XYJI0’)KECTBEHHOM, MY3bIKaJIbHOM WJIH JOKYMEHTAJIILHOM IPOU3BEICHNUH, 3aIIMCAHHOTO
Ha (OHOJIOKYMEHT;

4) andaBUTHYIO KapTOTEKY, COACPKAIIYIO B al()aBUTHOM MOPSJIKE CBEACHHS O
HAaMMEHOBAHUSAX BHJICOJOKYMEHTOB, XPOHOJOTHUYECKYIO KapTOTEKY, COJEpIKaILyIO
CBEJICHUS O JIaTe BbITYCKa BUICOIOKYMEHTA.



285. ApxuB opraHu3aliy, XpaHAIIN HAyYHO-TEXHUYECKYIO JOKYMEHTAIUIO,
CO3/1a€eT:
1) OOBEKTHBIN KaTalor, KOTOPBIA COCTABISETCS Ha OOBEKTHI KAMUTAIHHOTO
CTPOUTENBCTBA U OOBEKTHI KOHCTPYHUPOBAHMUS;
2) UMEHHOM KaTajor, KOTOPbIH COCTaBISAETCS MO (GaMUIUSIM aBTOPOB MPOEKTOB,
pa3paboOTOK, U3JIETUH, TEM UCCIICOBaHUM;
3) reorpaduyeckuii KaTaaor, KOTOPbIA COCTABIACTCS HA 0OBEKTHI TPOCKTUPOBAHUS
10 MECTY UX PACIOJIOKECHHUS;
4) andaBUTHBIA KaTalor, KOTOPbIA COCTABISETCS B aJl(PaBUTHOM IMOPAJKE
HaMEHOBAaHUN HAyYHO-TEXHUYECKUX pa3paboToK.

ITaparpad 6. ITopsanok cocTaBieHHA yKa3aTesiei, 0030poB, MOHTaXKHBIX JIMCTOB
KHHOBHACOIOKYMEHTA

286. Yka3zaTenb SBISETCS apXUBHBIM CIIPABOYHUKOM, MPEICTABISIOMIMM COO0M
an(paBUTHBINA, CUCTEMAaTUYECKUN WJIM COCTABIICHHBIA 10 MHOMY IMPU3HAKY MepeYeHb
HAaUMEHOBaHUM MPEIMETOB, YIIOMUHAEMbIX B apXUBHBIX JOKYMEHTaX, C YKa3aHUEM HX
IIOMCKOBBIX JaHHBIX.

VYkazaTenu B apXxuBe OpraHu3aliy KI1acCU(PUIUPYIOTCS:
1) mo o6pemy — MexkGOHIOBBIE U BHYTPU(DOHTOBHIE;
2) o ¢popMe — PIIEKTPOHHBIE, TUCTOBBIEC WU KAPTOUYHBIE;
3) o cTpykType pyOpuK — riryxue (IpeAMETHbIE TOHITHUS U UX TOMCKOBBIE TAHHbBIE
) 1 aHHOTUPOBaHHbBIE (IIPEIMETHBIE TIOHSTHS CONMPOBOXKIAIOTCS MOSCHEHUSIMHU )
4) mo rpynmupoBKE MNOHATUA BHYTPH yKa3zaTeled — al(aBUTHBIMU,
CUCTEMATUYECKUMU, XPOHOJIOTHYECKUMH.

VYkazaTenu COCTaBJSIOTCS K 3arojioOBKaM €IMHUI] XpaHeHUs (0€3 uxX mpocMoTpa)
WM K JOKYMEHTaM (C MPOCMOTPOM €AUHUILL XPAHEHUS).

OCHOBHBIMU BUJAMH yKazaTeyell SBISIOTCA NPEAMETHBIA (TeMaTH4YEeCKH,
UMEHHOH, reorpaduyueckuii) U XpoHoIorudeckuid. [1o rpynmupoBKke MOHITHI BHYTPH
yKazareqs pa3iuyaloTcs al(aBUTHBIE, CUCTEMAaTHYECKHUE U XPOHOJIOTUYECKHE
yKa3aTemu.

287. Yka3arenu K JOKYMEHTaM COCTaBIISIThCA Ha JOKYMEHTBI OJHOM OIMKCH JIEell,
JOKYMEHTOB, HECKOJIbKUX OMMCEH JieJl, JOKYMEHTOB apXUBHOTO (hOHJa, ONUCEH e,
JOKYMEHTOB OJJHOT'O apXMBHOTO (POHJA WJIM HECKOJIBKUX apXUBHBIX (POHJIOB.

288. OnucarenbHasi CTaThs JIOOOr0 BHUJIa yKa3aTels COCTOUT U3 MPEAMETHOTO
noHATUA (pPYOPHUKH) U MIOMCKOBBIX JaHHBIX. B 3aBUCUMOCTH OT Ha3HauUEHUS yKa3aTess
pyOpuKka ObIBaeT mpocToit (0e3 moipyOopuK) U CIOKHOHN (MMEroIIas MOAPYOPHUKH).

[TouckoBble NaHHBIE yKa3aTelsd K €IMHULAM XPAHEHUs OJHOW OMUCH Jell,
JOKYMEHTOB BKJIFOUAIOT MOPSAIKOBBIE HOMEPA €IMHUI] XPAHEHHUSI, IOUCKOBBIE TAaHHbBIC



yKazaTess K eIMHUIIAM XPAaHEHHS HECKOJbKUX apXUBHBIX (DOHIOB OJIHOTO apXUBa
OpraHu3allMy YKa3aHHbIE JaHHBIE JOIMOJHIIOTCS HOMEpaMHU ONUCEH Je, T0KYMEHTOB,
apXUBHBIX (POHJIOB.

289. Tematnueckuil ykazatesib BKIFOYAET MOHSATHS, KOTOPBIE MPEJCTABIISIOT COOOM
uctopuueckue ¢GakTtel U sBIeHuA. HanmeHoBaHus pyOpuK U MOAPYOpPHK B HEM
IPUBOJATCS B UMEHUTEIIBHOM TaJIEXKeE.

290. ITpenMeTHBIN yKa3aTelb BKIOYAET HOHITHS, PACIIONIOXKEHHbIE B al(aBUTHOM
HOPSIIKE.

OO6mmii mpegMEeTHBIN yKa3aTelb BKIOYAET PA3HOPOAHBIE MTOHATHUS U IO CTPYKTYpE
PYOPHK MOKET OBITh TOJIBKO TITYXHM.

CrneunaibHbI MPEAMETHBIN yKa3aTelb BKIOYAET OJHOPOJIHbIE TOHITHUS (BUIBI
JOKYMEHTOB, (aMWIMU aBTOPOB, Ha3BaHWUS OpraHU3alMid, UX CTPYKTYPHBIX
noJipa3/ieIeHui, HAMMEHOBAHUs OTpaciel U TOMy MOJ00HOE) U MOXKET OBITh TIIyXHUM
WJIM AaHHOTUPOBAHHBIM.

NMenHoOM yKa3zaTelb CTPOUTCS 10 aipaBUTHOMY MPU3HAKY U BKItOUaeT (pamuinu,
MMEHA, OTYECTBA (pPa3HOYTEHUS, ICEBAOHUMBI, MIPO3BUIIA, KIMUYKK) U Ouorpaduieckue
CIPABKHU.

I'eorpaduyeckuii ykazarenb BKIJIHOYAaeT HAWUMEHOBAHHUS TOCYJApCTB,
aIMUHUCTPATUBHO-TEPPUTOPUATILHBIX €IMHUIL, MOPEH, PEK U UHBIX reorpaduuecKkux
00BEKTOB.

O06o0u1arone NOHATHS WM JMUHUCTPATUBHO-TEPPUTOPUAIbHBIE HAMMEHOBAaHHUS
BHOCSITCSI B yKa3arTelb 03 MOsSICHEHUSI.

291. XpoHOJIOTMYECKHI yKa3aTellb COCTOUT U3 PYOpHK, BKIIOYAKOUIUX J1aThl
UCTOPUYECKUX COOBITUM, SIBICHHUMN U (DAKTOB WM AAThl TOKYMEHTOB, PACIOI0KEHHBIX
B XPOHOJIOTHYECKOM TOPSIJIKE.

292. B MOUCKOBBIX yKa3aTeNlsX K apXMBHBIM CIPABOYHUKAM CCBUJIKH JAIOTCS HA
CTPAaHMIIBI WIIHM pa3/ienbl (U1l KaTaloroB) CIIPaBOYHHKA.

293. OO030p sABAAETCA AapPXUBHBIM CIPABOYHUKOM, BKIIOYAIOIIUM
CHUCTEMAaTHU3UPOBAHHBIE CBEJICHHS O COCTaBE U COACPKAHUU OTACIIbHBIX KOMIIJIEKCOB
JOKYMEHTOB.

Bunamu 0630pa B apxuBe OpraHu3allu SBISIIOTCS 0030p apXuBHOTro GoHAA U
TEMaTHUYECKUN 0030D.

OOBeKTOM omucaHus IJisi 0030pa apxXuBHOTO (HOHJA ABISIETCS JOKYMEHT (Tpyrmma
JOKYMEHTOB, 4acTh JOKYMEHTA), €IUHHUIIA XPAHEHUS, €AUHHUIIA ydeTa OJHOTO
apxuBHOTO (hoHTA.

OOBEKTOM ONMUCAHUS I TEMaTHYECKOro 0030pa Mo JOKYMEHTaM apXuBa
OpraHu3alMK SBIIAETCS JOKYMEHT (IpyIa JOKYMEHTOB, 4acTh JOKYMEHTA), €AMHUIIA
XpaHEeHUs, €JUHUIIA y4eTa OJHOTrO apXuBHOro (oHna (4acTu apxXuBHOro (QoHza,
IPyIIIbI APXUBHBIX (DOHJOB) MO ONPEAEICHHON TEME.



294. O630p apxuBHOro (oHJA BKIFOYACT CHCTEMAaTH3UPOBAHHBIC CBEICHUS O
COCTaBE U COJEP>KaHUU JJOKYMEHTOB OTAEJIBHO B3SITOr0 apXUBHOTO (hoHAA.

295. TemaTuueckuii 0030p BKIIOYAET CUCTEMATU3UPOBAHHBIE CBEJACHUS O COCTABE
U COACPKaHWUU YaCTH JIOKYMEHTOB OJHOTO WJIM TPYIIBI apXWBHBIX (DOHIOB I10
ONIPENEIICHHON TEME.

296. Ilpu cocraBieHun 00630poB npumeHsieTcs AuddepeHInpoBaHHbIA MOAXO,
3aKJII0YAIOLIUICA B BEIOOpPE apXUBHOTO (POHAA W/UIIM TEMbI, IPUHIIUIA TPYIITHUPOBKU
uHopmMaluu B OCHOBHOM wYacTu 0030pa, MPUMEHEHUH Pa3IUYHOU METOJIUKHU
npeacTaBieHuss WHGOpPMAUK O JMOKYMEHTaX (MHAWUBUIyalTbHBIC WU TPYIIIOBHIC
AHHOTAIlMM), PA3TUYHON METOJHMKU OINHMCAHUS OTACIBHBIX BHUJOB JIOKYMEHTOB,
BBISIBJICHUU 11€JIECO00PAa3HOr0 COCTaBa M CTENEHM MOJIHOTHI CIIPABOYHOIO armapara K
0030py.

297. OG30p COCTOUT M3 COBOKYIHOCTU AHHOTAIMN OTACNBbHBIX TPYMN €IUHUIL
XpaHEHUs, eIMHUIL] YUeTa, JOKYMEHTOB U CIIPABOYHOIO ammapara.

B annoTanuu uznaraercs cojuep:kaHue TPyl €AMHUI] XpaHEHUS, €IMHUIL YUETa,
JOKYMEHTOB, YKa3bIBAaIOTCS OCHOBHBIE PA3HOBUJIHOCTH JOKYMEHTOB, UX AaBTOPHI,
XPOHOJIOTHYECKUE PAMKH, MOJIMHHOCTh, TIOUCKOBBIE JaHHBIE. B 0030pe apXWBHOTO
(oH/Ia MOMCKOBBIE JaHHBIE COCTOST U3 HOMEPOB ONuce Aen (AOKYMEHTOB), €IUHULL
XpaHCHUs, CIWHUI] ydeTa, JHCTOB EIWHHIBI XpaHeHHs. B wmexdormoBOM
TEMAaTHYECKOM 0030pe TMOUCKOBBIE JaHHBIE NOMOJHSAIOTCS HOoMepamu (oHIoB. B
HAy9YHO-CIIPABOYHBIN ammapaT o0030pa BXOAST THUTYJIBHBIM JIUCT, cojaepkaHue (
OTJIABJICHUE), TMPEAUCIOBHE, CIHCOK COKpAaIIeHHBIX CJOB, Yykazarenau. K
TEMaTUYECKOMY 0030py COCTaBISIOTCS CIHUCOK apXUBHBIX (DOHI0OB, MHPOpMAIUS O
KOTOPBIX COACPIKUTCS B 0030pe, u bubnauorpadus mo Teme.

B npenucnoBun k 0030py U3NaratoTcs CBEICHUS MO UCTOPHH (POHI000pa3oBaTENs
U UCTOPUM apXUBHOTO (DOHIA, CTPYKType 0030pa, COCTaBy Hay4dHO-CIPABOYHOTO
amnmnapara.

298. O630pbI COCTABIAIOTCS IO CTPYKTYPHOMY, OTpaciieBoMy ((PyHKITMOHATHBHOMY)
, TPEIMETHO-TEMaTUYEeCKOMY, reorpaduueckoMy, XpPOHOJOTHUYECKOMY M IPYTUM
MpU3HAKAM.

299. MOHTaXXHBIH JIUCT KHHOBUICOJJOKYMEHTA — apXUBHBIN CIIPABOYHUK, KOTOPHIT
PacKpbIBaeT COJAEpKaHUWE M 3aKPEIUIseT CUCTEMATH3aLMI0 OTIEIbHBIX IJIAHOB (
MOHTQXHBIX KaJIPOB).

MOHTaXHBIN JUCT KMHOBUJICOJIOKYMEHTa MPEJCTaBIsIeT COO0OM MOKaapoBOE
OMHCaHNE 3aKOHYCHHOTO KHHOMPOU3BeneHUs ((rabpMa, CICIBBITYCKa, KHHOXKYpPHAa,
Teinecroxkera). MOHTaxXHBIH JUCT oOpa3yerca B IMpoIlEecce CO3JaHusd
KUHOTIPOU3BEJACHUS U MOCTYIAeT B apXUB B COCTAaBE TEKCTOBOM COMPOBOJIUTEIBHOM
JOKYMEHTAIIMN K KHHOJOKYMEHTY WJIU BUICOPOHOTPAMME.



MOHTaXHBII JINCT KHUHOBUJEOJOKYMEHTA COCTABIISIETCS B apXUBE B CIIydae €ro
OTCYTCTBHSI U COCTOMT M3 3arjlaBHbIX HAJNUCEN, OMUCATEIbHBIX CTATE U UTOTOBOM
3aMKCH.

300. B 3aryiaBHbIX HaAMKUCAX YKa3bIBAETCH:
1) Ha3BaHue apxuBa;
2) "mMoHTaxHBIH aUCT Ne..." M Ha3BaHME KUHOJOKYMEHTa C YKa3aHHEM €ro
XapaKTEPUCTUK (03BYyUYHMBAHHE, IBETHOCTh, KOJIMYECTBO YacTe);

n

3) HauMEeHOBaHUE CTY/MH, J1aTa MPOU3BOJICTBA KHHOJAOKYMEHTA, aBTOPHI (huiibMa (
peXKHUCCEPBI, ONEPaTOPbl, ABTOPHI CLIEHAPUS).

301. CoctaBieHue MOHTaXXHOIO JIUCTA MPOU3BOJAUTCS MO MO3UTHUBY
KMHOJOKYMEHTa MpPU MPOCMOTPE €ro Ha 3BYKOMOHTaXXHOM CTOJE C €ro
OJIHOBPEMEHHBIM IO IJIAHOBBIM omnucanueM. [Ipu mpocMoTpe Ha 3ByKOMOHTaKHOM
CTOJIE B MOHTQKHOM JINCTE OTMEYAIOTCA JAHHBIE B CIEIYIOLIEH MOCIEA0BATEIbHOCTH:

1) HoMep mIaHa mo MOpsAAKY (MpU CMEIIEHUH PaMKH KaJpa Ha 3KpaHe BUJIHbI
HOMEpPA CTApTOB), €CIIM K€ MO3UTUB HE CTAPTOBAH, TO CIEAYET OCTABUTH MECTO JJIs
HOMEpa IIaHa, ¢ TeM, YTOOBl BIHCATh €r0 BO BpeMs pabOThl C HEraTUBOM
KHHOJOKYMEHTA,

2) mocyie HOMepa IJlaHa JaeTCs ONpejesieHrue MiaHa (00U, CpeHU Win
KPYITHBIN);

3) MeTpax IUIaHa, KOTOPBIA ompeAensieTcss C MOMOIIbI0 MEeTpoMepa WU
KaJIpUPOBAHHOMN JuHEWKHU. [Ipn m3mepennn miaHa METPOMEPOM €r0 JUIMHY CIIENYET
YKa3bIBaTh C TOUHOCTBIO IO OJTHOW JIECATOM Kajpa, a Ipu U3MEPEHUU JIMHEUKON — C
TOYHOCTBIO JIO OJTHOTO Kajpa (B OJTHOM METPE KUHOIUICHKH COJIepKUTCA 52,4 Kaapa);

4) conepxkanue n300pakeHUs IIaHa KUHOJAOKYMEHTA OMUCBIBAETCS KPATKO.

CoOpITHE yKa3bIBa€TCS TOYHO, CHUIMAEMble OOBEKThI Ha3bIBAIOTCSA MOJHOCTHIO,
JIMIIA 110 BO3MOKHOCTH pacIIn(PpOBBIBAIOTCS (€CIM HECKOJIBKO YEJIOBEK, TO UX CIEAYET
NEPEeUUCIATh CIeBa HANpPaBO, HHUIIMAIBI CTaBUTh Nepes (haMuiIuei), eciii 4eloBeK
WIM TPYIIA JIUI] CHATBI CO CIIMHBI, B MOHTaXKHOM JIUCTE 3TO CIEAYET OTMETUTh. [lpu
HaJMYUU B KaJIpe OTACIbHBIX JIO3YHIOB, TPAHCIIAPAHTOB COJICPKAHUE UX OTMEYAETCS B
MOHTaKHOM JIMCTE.

B aroii ke rpade ormeuarorcs Bce cnenupuUYEcKUe MPUEMbl KUHOCHEMKH (
naHopamMa, 3aTEMHEHUE, JBUKEHUS, HaIIUCh U TOMY MTOJ00HOE), B MOHTaKHOM JIUCTE
9TU mpuembl oTMeuaroTcsi cokpamenno (ITHP, 3TM, CAB, HAII u Tomy nogoGHoe).
Bce ocobeHHOCTH CheMKHU (CHEMKH C ABUKEHHUEM, HAE€3]I0M, CBEPXY, C CaMOJIETa,
HOYBIO M JIPYTHE) TAKIKE OTPAKAIOTCS B OMHUCATEIBHOW CTaTbe MOHTAXHOTO JINCTA U
YKa3bIBaIOTCS B CKOOKax Iocje onucaHus u3o0OpaxeHus miaHa. B aroit ke rpade
Copepxanue n300paxeHuss" MOHTAXHOTO JIUCTA, COCTABISEMOT0 Ha KHHOXKYpHAl,
yKa3bIBae€TCsl HA3BAHKME KaXJI0T0 CIOKETa, MECTa CheMKH U (haMUIIUU KUHOOTIEPATOPOB,
CHUMABILUX CIOXKET.

"



B rpade "Tekct ¢oHOrpaMMbl" MPUBOJUTCS CUHXPOHHO TEKCT (POHOTPAMMBI
IPOTUB OMUCAHUSA TEX MJIAHOB N300PAKEHUSI, K KOTOPBIM OTHOCSITCS CIIOBA TUKTOPA.

[Tocne oxoHuaHust pabOTHI ¢ MO3UTUBOM Ha 3BYKOMOHTaXXHOM CTOJIe HEOOXO0IMMO
OCYIIECTBUTh CBEPKY MO3UTUBA C HETrATUBOM M JIABAHJIOM HA MPEIMET COOTBETCTBHUS
JIpYT APYTYy BCEX DJIEMEHTOB KOMILUIEKTAa KUHOJIOKYMEHTA.

B uToroBoii 3anmMcu MOHTa)XKHOTO JINCTAa KMHOJIOKYMEHTA YKa3bIBA€TCSl OOIIMIA
METpaX KHHOJOKYMEHTAa IO KaXKJIOMY 3JJIEMEHTY KOMIUIEKTa B OTAEIbHOCTH,
JOJKHOCTD U (PaMIIIHMSI COCTAaBUTEIIS MOHTAXKHOTO JIUCTA, /1aTa COCTABJICHHUS.

B 3axntouenue paboT M0 COCTaBICHUIO MOHTAXKHOTO JINCTA OCYLIECTBISIETCS €ro
nepernevarka B ABYX JK3eMIUIsipax (OJMH MCIOIB3YeTCS B paboTe UccieaoBaTeneil u
COTPYJAHHMKOB, BTOPOH MEPEIIETAETCS U CIYKHUT CTPAXOBOU KOMHEH).

[Iman (WM MOHTaXXHBIM KaJp) — COCTaBHAs YacTh BHUIIEO(POHOTpPAMM,
IPEICTaBIISAIONIAs] COOOM HETPEPHIBHO CHATOE N300paKE€HUE OTIIEILHOTO COOBITHS WU
sBJeHUs. B 3aBUCUMOCTH OT BEJIMYUHBI BUJIMMOTO HM300pa)K€HUs IIaHbl OBIBAIOT
OOIIMMH, CPETHUMH WIM KPYMHBIMH. B OTAENBbHBIX ClydasiX IUIaHbl Pa3lemstoTCs
MeX1y cOO0M CBETOBOM MPOCEUKOM.

302. MoHTaXHbIN JTUCT HA BUACOJAOKYMEHT CO3/1a€TCA B apXxuBe. MOHTaKHbIE
JUCTHI CHEIBBINYCKOB, KHHOKYPHAJIOB WJIM JIETOMMMCHOIO MaTepualia HauYMHaIOTCs C
yKa3aHUsl TOJ1a BBIITYCKa, CTYANU TPOU3BOJICTBA, [IBETHOCTU, O3BYyYEHHOCTH, CEKYH/IbI,
MOCEKYH/IHOT'O XpOHOMETpaka (Havasia M KOHIIA 3aIKCH).

B cnyudae, eciin Ha BHJIEOJOKYMEHT 3allHCAHO HECKOJBKO CaMOCTOSITEIBHBIX
(GUIBLMOB, XYpPHAJIOB U TOMY MOJ00HOE, TO OMMCAHUE KAXKJIOTO U3 HUX HAUMHAETCS C
HallMCaHUsl €ro Ha3BaHUs, C yYKa3aHHEM roja BBIYCKa, CTYJWHU IPOHU3BOJICTBA,
CEKYH/IbI, C KOTOPOW HauMHaeTCs (PHIIbM (CTEIBBITYCK, KHHOXKYPHAI WX JETOMMCHBIN
MaTepHall), U CeKyHJbl, KOTOPOW 3aKaHYMBAETCS 3aMUCh U300paKEeHUs, a TaKkxke ol1ee
KOJIMYECTBO BPEMEHHM 3aIKCH B CEKYH/IaX.

[Tocie onucaHusi TUTYJIBHOTO JINCTA OCYIIECTBISIOTCS MO IJIAHOBBIE OMUCAHUS
BugeopoHorpammel. [lo mimaHoBoe omucanue BUICO(OHOTPAMM MPOUCXOIUT B
CJIeIyIOIEeH oCIeI0BaTEIbHOCTH:

1) HomMep maHa 1o MOpPSAKY;

2) omnpeeneHue miaHa (oOmuiA, CpeTHUN UK KPYITHBIN);

3) NOpsAAKOBBIA HOMEP CEKYH[bl, C KOTOPOH HAYMHAETCS 3alUCh U300paKeHUs
TUTaHa,

4) nmpud HaIW4YMU UBETHBIX IJIAHOB B YEpHO-0€IO0M HU300pakeHUU
BUIC0(OHOTPAMMBI HIIA YEPHO-OEJIBIX B IIBETHOM, YKa3bIBAETCS COOTBETCTBEHHO "1IB."
win "4/6".

Ecnu TOT wiaM WHOW TJjaH MPEACTaBISIET COOON MYJNbTUIIUKAIIMOHHOE
nzobpaxxkenne (MJITII), dororpaduio wiam KapTUHY, B MOHTAXXHOM JIUCTE 3TO
orMedaercs. Eciiu qaHHBIN MUIaH SBISIETCS UTPOBBIM, B MOHTaXXHOM JIUCTE JI€TAETCs



3anuchk ("kaap u3 xynaoxkectBeHHoro (uibma"). Ecim mnman mpencraBisieT coOoit
WHCICHUPOBKY, B MOHTaXHOM JIUCTE€ HEOOXOAUMO 3TO OTMeTuth. Creayer
BHUMATEIbHO CIEAUTh 3a CMEHOW IJIaHOB, MOMHSI O TOM, 4YTO, B OTJIWUYHUE OT
KWUHOJIOKYMEHTOB, TUTaHbI BUACO(POHOTPAMM HE UMEIOT CTapTOB.

Ecnu BUIIEOOKYMEHT 3BYKOBOM, TO TEKCT MPUBOJUTCS MOCJIE OMUCAHUS
U300paKEHUS TEX TUIAHOB, K KOTOPBIM OTHOCSITCS CJIOBA TUKTOPA. TeKCT (POHOTpaMMBbl
NeyaTaeTcs 3arjiaBHbIMU OyKBaMH.

B MoOHTa)XHOM JTHCTE€ OTMEYAeTCsl HAIMYUE CUHXPOHHBIX IJIAHOB (BBICTYTUICHHE
WM UHTEPBBIO KAKOT0-JIMO0 JUIA, UCIIONHEHUE (PparMeHTa MeCHU WM TaHUa, CLEHbI
U3 CIIEKTaKJIsl U TOMYy ToA00HOE€). B MOHTa)XHOM NHCTE TOCJE OMUCAHUS TUIaHa
Jenaercst oTMeTka ""cMHXpOHHO". OTAeNbHbIE CI0Ba, (pa3bl B IEPEOUBKE TUKTOPCKOTO
TEKCTa, alyIOJIMCMEHTHI, IIIyMbl HE CIEAYET CUATATh CUHXPOHHBbIMU. Eciii Ha meHke
CHSIT 4eJIOBEK BO BpeMs pabOThl, OTJbIXa U TOMY ITOJI00HOE, a 32 KaJpOM 3BYUYHT I0JIOC
3TOr0 YEeJIOBEKA, TOBOPAIIETO O YeM-IM00, €ClM 3a KaJApOoM 3BYYUT TIOJIOC,
KOMMEHTHPYIOIIUNA KaJpbl KaKOTO-IMO0 COOBITHSA, TO B ATUX ClIydasx HaJA0 Mucath "
roJioc (€cjiM U3BECTHO, TO YKa3aTh - 4eil) 3a kajpom".

B KoHIIe MOHTa)XHOTO JINCTA YKa3bIBACTCS JOJDKHOCTD, (PaMUIIUSI COCTABUTEIS
MOHTa)KHOT'O JIUCTA U J1aTa COCTABJICHHUS.

IMTaparpa¢ 7. ITopsaaok cocTaBieHH aBTOMATH3HPOBAHHOTO
Hay9JHO-CIPaBOYHOTO aNiapaTa apXuBa OpraHU3alyn

303. ABTOMaTHU3UPOBAHHBIA HAYYHO-CIIPABOYHBIN anmapaT apXuBa MpeACTaBIseT
c000M KOMIUIEKC JIEKTPOHHBIX CIIPABOYHUKOB (0a3 IaHHBIX ONMHCAHUN JOKYMEHTOB),
peIHa3HAYeHHBIX I 9P(GEKTUBHOTO MTOMCKA apXUBHBIX IOKYMEHTOB U UH(OpMaIuu

304. ABTOMAaTU3UPOBAHHBIM HAyYHO-CIIPABOUYHBIM ammapar ynpaBiI€HUECKOU
JIOKYMEHTAIuu 0a3upyeTcsi Ha HHPOPMAITMOHHO-TIOMCKOBOM CUCTEME, CO3/IlaBacMOil B
TEKYILIEM JIeJIONPOU3BOJICTBE OpraHU3allUH, U, IPEXK/IE BCEro, TAKUX €€ IJIEMEHTaX, KaKk
AJIEKTPOHHBIE PETUCTPAIMOHHO-KOHTPOIbHBIE KAapTOTEKH U  AJIEKTPOHHAas
HOMEHKJIATypa Jel.

OCHOBHBIMU TIOJISIMU JIEKTPOHHOM PErucTPalmOHHO-KOHTPOJIbHONW KapTOYKU
SBIAIOTCS aBTOpP (KOPPECHOHJACHT), Ha3BaHUE BUJA JTOKYMEHTa, Jara, WHJACKC
JOKYMEHTA, 3aroJIoBOK (KpaTKO€ COJEp>KaHWE), PE30JIOLUS, CPOK HCIOIHEHHS,
OTMETKa 00 UCIIOJIHEHHUH.

[Touck nHbOPMAIIIK O TOKYMEHTE MOKET OCYIIECTBISTHCS KaK MO OJHOMY ITOJTIO
KapTOUYKH, TaK ¥ M0 KOMOMHAIIMHU TIOJIEH.



305. Tlone perucTpallMOHHO-KOHTPOJBHOM KapTOYKU "HOMEpP nena 1o
HOMEHKJIaType" SIBISETCS CBA3YIOUIUM IMOMCKOBBIM PEKBH3UTOM IPHU MEPEXO0JE OT
noricka nHGOpMAaIMK Ha YPOBHE IOKYMEHTA K MMOMCKY Ha YPOBHE Jela.

[Ipu HanM4KMK 3JIEKTPOHHON HOMEHKJIATYPhI JIeJI B aBTOMAaTU3UPOBAHHOM PEKUME
OCYLIECTBJISIETCS CHUCAHUE JOKYMEHTOB B JIEJ0 U U3BJIEUEHUE JOKYMEHTOB U3 JIENA.

OCHOBHBIMU MTOUCKOBBIMU PEKBU3UTAMU HOMEHKJIATYPBI JEJ SIBIASIOTCS HHACKC
Jiena, 3aroJioBOK Jiela (ToMa, 4acTH ), KOJUYECTBO e (TOMOB, YacTei), CPOK XpaHEHUS
U TIYHKT (TIOJITYHKT) MO MEePEYHIO.

306. Ha ocHOBE 2EKTPOHHON HOMEHKJIATYPHI I€]I B ABTOMAaTU3UPOBAHHOM PEXUME
OCYIIECTBISIETCS (POPMUPOBAHUE OMUCEH JIe.

[Ipu stoM "unbTpoM" st oT60pa MHGOPMALIMK SABISIIOTCS CPOKU XpaHEHUS
JOKYMEHTOB (MIOCTOSIHHOTO, BpeMeHHoro (cBeiiie 10 mert), BpemenHoro (go 10 mer
BKJTFOYUTEILHO) XpPAHCHHUS ).

307. B aneKTpOHHOW OMUCH JEN COMEPHKATCS CIEAYIOINE PEKBU3NUTHI OITMCAHUS
uH(pOpMaIIMY Ha YPOBHE JieTa:

1) nopsiIKOBBIA HOMED 3anUCH (HOMEp Jela);
2) UHJEKC Jena;

3) 3aroJ0BOK Jiena;

4) yka3zaHue Ha NOJJIMHHOCTD (KOMUITHOCTH);
5) KpaitHue JaThl TOKYMEHTOB;

6) KOJIMYECTBO JUCTOB B JIETIE;

7) aHHOTAIUS TOKYMEHTOB.

COBOKYITHOCTb 3JIEKTPOHHBIX OMHUCEN aeT nHpopmaluo o0 apXuBHOM (HOHJE B
LEJIOM.

308. DneKTpOHHBIE PETUCTPAIMOHHO-KOHTPOJIbHBIE KAPTOUKHU SIBJISIFOTCS OCHOBOM
JUIS1 CO3JJaHMsI aBTOMATU3UPOBAHHOTO KaTajiora.

Ecnu B TpaJlMIMOHHOM Hay4YHO-CIIPABOYHOM amnmnapaTe BUIbl U Pa3HOBUAHOCTH
KaTaJoToB (CUCTEMATUYECKUM, TEMAaTHUECKHU, UMEHHOM, IO UCTOPUHU OpPTraHU3aIUU U
JIpyTHe) CBS3aHbl MEXAY COOOM CHCTEMOH OTCHUIOK, TO B aBTOMAaTH3UPOBAHHOM
pexuMe QopMHpyeTCsl OJUH 3JIEKTPOHHBIM KaTajor, COJAEp Kalluil ONMUCAaHHE Ha
YpOBHE JJOKyMEHTA WU Jea.

Karanor cHaGxaeTcsi KIIOYEBBIMU CIOBAaMHU, OTPAXKAIOIIMUMHU TEMY,
reorpaduyeckoe Ha3BaHUE, MEPCOHANNH U Tak fainee. [IpeqycMoTrpenHas B Karaiore
cxema Kiaccu(UKalMKu MO3BOJISIET OTHECTU JOKYMEHT K OJHON WM HECKOJIbKUM
pyopukam. ITonck mHGOpMALIMK IO CXeMe KIacCH(pUKAIIMN TTO3BOJISET HCIOJIb30BaTh
AJEKTPOHHBIM KaTajJor KaK CHUCTEeMaTHUYECKUM, KaTajJor Mo reorpad@uyeckum
Ha3BaHUSM — KaK reorpapuueckuil u Tak Jajee.

309. Ilpu OTCyTCTBMU B OpraHU3AlMU ABTOMATHU3UPOBAHHOW CHCTEMBI
perucTpauuu JOKYMEHTOB co3Jaercs 0a3a [JaHHBIX ONHCAaHWM Ha YpOBHE



yIpPaBJIEHYECKOT0, ayJAUOBU3YaJIbHOIO W HAYYHO-TEXHHUYECKOTO JOKyMeHTa (
AJIEKTPOHHBIN KaTaJior).

OCHOBHBIMH PEKBU3UTAMH OMMCAHUN B DJICKTPOHHOM KaTaJIOTe SIBJISTFOTCSI:

1) ungexc, pyopuka, nopyopuka;

2) mata COOBITHS, MECTO COOBITHS,

3) coneprkaHue;

4) HauMEHOBaHHE apXUBHOTO (HOHJIA, HOMEP apXUBHOTO (HOH[A;

5) Homep omucu el (JOKYMEHTOB);

6) HOMep Jiena (IOKyMeHTa), HOMep JIUCTA.

HanmMenoBanue apxuBHOTO (OH/IA, HOMEP apXHUBHOTO (HOHA, HOMEP OMHUCH JIET,
HOMEDp JieJIa, HOMEp JIMCTa COJIEPKAT YUETHbIE XapaKTepPUCTUKUA U TpaHCHopMUpyercs
Y3 YYETHOM aBTOMATU3UPOBAHHON CUCTEMBI.

310. OyHKIMKU HAYYHO-CIPABOYHOTO armapara BBIIOJIHSAIOTCA C MOMOIIBIO
npoieayp noucka uHGOpMaluu, IpeACTaBICHUS PEe3yIbTATOB MOUCKA /I SKPAHHOTO
IPOCMOTpA UK B BUJIE (haiiyioB U pacrieyaTok, GOpMUPOBAHUS TEKCTOB CIIPABOYHHUKOB.

KiroueBbie cinoBa, xapakTepu3yromne 00bEeKT ONMKUCaHus, BBOASTCS B CUCTEMY B
IpolLecce OMNHCaHUsd WM IMOocjie ero 3aBepuieHusd. KiroueBble clioBa JaroOT
MOJIb30BATENII0 BO3MOKHOCTH OBICTPOTO MOMCKAa MH(POPMAIMA Ha YPOBHE apXUBHOTO
dbonma, onucu nena, aena, JT0KyMEHTa.

[Touck uH(poOpMaIMK MO MOJTHOTEKCTOBBIM 0a3aM JIAHHBIX, BKIIOUYAIOIIUM MOJHBIE
TEKCThl MaTepUANIOB (apXUBHBIE TOKYMEHTHI, )KypHAIbHbIE CTaThU, 3aKOHO/IaTEIIbHbBIC
aKThl), MpelycMaTpuBaeT oOpalleHue Mojb3oBarelss K pedepary (BBEACHHUIO) U
3aroJoBKaM pa3jesioB JOKYMEHTa C TNepeXoJoM, MpHU HEOOXOJUMOCTH, K
COOTBETCTBYIOIIEMY TEKCTY.

[Tonp30BaTeNo MpU HEOOXOIUMOCTH MPEAOCTABIISIETCS ONepaTUBHAS BO3MOKHOCTh
MOJTYYECHHS KOTTMH TIOJTHOTO TEKCTa JOKYMEHTA.

[Touck mHDOpPMALIMHU MO TTOTHOTEKCTOBBIM JIOKYMEHTAM MOET OCYIIECTBISATHCS
0 JIECKPUIITOpaM, KOTOPbI€ BHIOMPAIOTCSA M3 MEUYATHBIX BEPCUM Te3aypyca, WIH IO
KJ1acCU(UKAITMOHHBIM MHIEKCAM, a TAaK)Ke 10 CJI0BaM €CTECTBEHHOT'O S3bIKa U3 TEKCTa
JIOKYMEHTA.

311. JlokyMeHTbI, IOJIeKAIIHME TIEpe/iaye Ha MOCTOSTHHOE XpaHEHUe, MepeaaroTcs
B apXUB BMECTE C aBTOMATU3UPOBAHHBIM HAYYHO-CIIPABOYHBIM allapaToM.

Hanuune pekBU3UTOB B CTPYKType 0a3 JaHHBIX aBTOMAaTHU3HUPOBAHHOTO
Hay4YHO-CIIPABOYHOIO arapaTra U MpeJaoCcTaBlIeHue HHPOPMAITUH 110 STUM PEKBU3UTAM
B DJIEKTpOHHOM (opmaTe oOecreurnBaeT COBMECTHMOCTh 0as3bl JAHHBIX apxuBa
OpraHu3alvud W aBTOMATHU3UPOBAHHOTO HAy4YHO-CIIPAaBOYHOI'O  almapara
roCyJIapCTBEHHOT'O apXHBa.

IMTaparpad 8. ITopsAnok HCOOTHEHHS 3aIIPOCOB IOJIH30BaTENIEH



312. Tlo xareropusmM OOCTyIla ApXHUBHBIE TOKYMEHTHI JEIATCS HAa OTKPBITBIE U
OTrPaHUYEHHOIO JOCTYIIA.

313. ApXuB NpeIOCTABISIET NMOJIb30BATEN0 OTKPBITHIE APXUBHBIE JOKYMEHTHI, a
TaK)K€ CIIPAaBOYHO-IIOMCKOBBIE CpeAcTBa (HAyuyHO-CIPAaBOYHBIM amnmapar) K HUM U
U3/1aHusl OMOJIMOTEUHOTO (CIPaBOYHO-UH(OPMAIIMOHHOT0) QoH A,

OTKpBITBIMH SIBJIIFOTCS BCE APXHMBHBIE JOKYMEHTBI, JOCTYIl K KOTOPBIM HE
orpaHuyeH 3akoHojareabcTBOM PecnyOnmku KazaxcraH, a Takke B COOTBETCTBUU C
pacnopsKeHHeM COOCTBEHHUKA WM BIIAJIENbLA apXUBHBIX JOKYMEHTOB, HAXOASAIINXCSA
B YaCTHOM COOCTBEHHOCTH.

314. K apxuBHBIM JOKYMEHTAaM OTPAaHUYEHHOI'O TOCTyIa OTHOCSTCS:

1) apxuBHBIE JOKYMEHTBI, COAECPIXKAILME CBEACHUS, COCTaBISAIOLINE
rocyJapCTBEHHbIE CEKPEThI WM UHbIE OXpaHsaeMble 3akoHamu Pecryonuku Kazaxcran
TaWHbI;

2) apXuBHBIE JIOKYMEHTHI, COJIEpKaIllNe CBEJCHUS O JUYHON M CEMEUHOM TaitHe
rpakJlaHUHA, €ro YacTHOW JKU3HU, a TAKXKE CBEICHMS, CO3/AIOLIUE YIrpo3y €ro
0€e30IMacHOCTH;

3) apXHUBHBIE TOKYMEHTbI, COOCTBEHHUKH WJIH BJIAJIETbLbI KOTOPBIX, IEpeaAaBas ux
B APXMB, YCTAHOBWJIM YCJIOBHS JOCTYNA K HUM U UX HUCIIOJIb30BaHUS.

JlocTyn nonb30BaTess K TAKUM JIOKYMEHTaM, 0a3aM JaHHBIX U UX UCIOJIb30BaHUE
OCYILECTBIISIETCA C YYETOM OIPAHUYEHUM, YCTAHOBJICHHBIX 3aKOHOJATEIbCTBOM
PecnyOnuku KaszaxctaH, U ycClOBHM, KOTOpbIE YCTAHOBUJIM COOCTBEHHUKH WIIH
BJIa/I€JIbLIBI ADXUBHBIX JIOKYMEHTOB IIPH UX NIEpeIaye B apXUB.

K apxuBHBIM TOKYMEHTaM OrpaHUYEHHOTO AOCTYIa TaKXKe OTHOCATCS JOKYMEHTHI,
HaXO/SIIMECs B HEYJOBJIETBOPUTEIHHOM (PU3MUECKOM COCTOSIHUU.

JlocTyIl MOIb30BaTENs K yKa3aHHBIM JOKYMEHTaM, a TAKKE€ MX HCIIOJIb30BaHUE
OCYHIIECTBJISAIOTCS B HCKIIOYUTENBHBIX CIIy4asX C NIHUCBMEHHOIO pa3pelieHus
PYKOBOJHTENS OpraHU3allnH.

315. ApxuB OpraHu3allMd HE MOXET OTrPAHUYMBATH WU OIPEAECIATH
MOJIb30BATENI0 YCIOBUS UCIIOJIb30BaHUs MHGOPMAIIK, OJyYEHHON UM B pe3yjbTare
CaMOCTOSITENILHOTO MTOMCKA WJIM MPENOCTABICHHON €My B MOPSAJIKE OKA3aHUS apXUBOM
OpraHM3alUM  YCIYT, 33 MCKJIIYEHHEM CIIy4yaeB, MPeJyCMOTPEHHBIX
3akoHozaTenbCcTBOM PecrryOnukoil KazaxcTaH nian oroBopeHHBIX B JOTOBOPE apXHBa €
MOJI30BATENIEM 110 HHPOPMAITMOHHOMY OOCTYKHUBAHUIO.

316. OcHOBHBIMHM (pOpMaMU UCHOJIB30BAHMS TOKYMEHTOB apXHBa OpraHU3alUuu
SABJISIFOTCSL:

1) uadopmupoBaHue noub3oBaTeNEh M0 UX 3aMPOCcaM, a TaKKe B MHUIIMATHBHOM
NOPSJKE O HAJMYMM B apXMBE OpraHM3alUM T€X WJIM HHBIX JOKYMEHTOB U HX
conepxanuu. VHumaTuBHOE WH(GOPMHUPOBAHUE IOJIH30BATENECH OCYIIECTBISIETCS



NyTEeM HalpaBJICHUS UM COOTBETCTBYIOIEH MHPOPMAIMH B BUE MUCEM, IEpEUHEN U
0030pOB IOKYMEHTOB U TakK JaJIee;

2) BbI1aya IOKyMEHTOB Jis pa0OThl B YUTATHHOM 3aJIe apXHBa OpraHU3aluu;

3) ucrnosib30BaHUE JOKYMEHTOB B CPEACTBAX MACCOBOM MH(OpMAIINH;

4) moaroroBka MHMOPMAIIMOHHBIX MEPOIPHUATUH - BBICTABOK, KOH(EpPEHIUN U
VHBIX MEPOIIPUATHN;

5) BbI1aya JOKYMEHTOB BO BPEMEHHOE MOJIb30BAHHUE.

317. OCHOBHBIMH JOKYMEHTaMU apXuBa B paboTe mo HMH(POpMAIMOHHOMY
00€ecCIeyeHuIo MoIb30BaTENEH SIBISIOTCA:

1) apxuBHas clipaBKa — JOKyMEHT, COCTaBJICHHBIN Ha OJIaHKE MHMChMa OpraHU3aI|H
, UMEIOIIUN IOPUAUYECKYIO CHIY U COJAEPKAIUA JOKYMEHTHYIO HH(POpPMAIUIO O
IpeaMeTe 3ampoca C yKa3aHHEM apXUBHBIX IH(YPOB M HOMEPOB JIMCTOB €AMHMUII
XPaHEHHMsI TEX aPXUBHBIX JTOKYMEHTOB, HA OCHOBAaHUH KOTOPBIX OHA COCTABJICHA,

2) apXyBHas KOMMS — JIOCJIOBHO BOCIPOU3BOASAIIAS TEKCT aPXUBHOTO IOKYMEHTa
KOIUS, C YKa3aHUEM apXUBHOTO MHU(pa U HOMEPOB JIUCTOB €IWHUIIBI XPAHECHMUS,
3aBEpEHHAs] B YCTAHOBJIEHHOM MOPSIKE;

3) apxuBHas BBINHMCKA — JOKYMEHT, COCTABJICHHBIM Ha OJIaHKE MHChMa
OpraHu3aluu, JOCIOBHO BOCIPOM3BOJAIINNA YacTh TEKCTAa apXMBHOIO JOKYMEHTA,
OTHOCSIIIMIICS K OmpeneeHHOMY (akTy, COOBITHIO, JHUILY, C YKa3aHHEM apXHUBHOIO
mudpa 1 HOMEPOB JUCTOB €AMHULIBI XPAHEHNUS;

4) uHpOopMalMOHHOE MUCHMO — MUCHMO, COCTAaBJICHHOE Ha OJaHKE MHChbMa
OpraHu3aluy 110 3alpocCy MOJIb30BATEN WM 110 MHULIHAATHBE apXHWBa OpraHU3aluHy,
coziepxaliee HHPOPMALIMIO O XPaHALIUXCS B apXUBE JTOKYMEHTAX IO ONpPEAECICHHON
npo0biemMe, TeMe;

5) TemaTH4yeCcKUil epeYeHb apXUBHBIX JOKYMEHTOB — CUCTEMAaTHU3UPOBAHHBIN
KpPaTKUI WJIM aHHOTUPOBAHHBIN NIEPEUYEHD 3ar0JI0OBKOB apXUBHBIX JOKYMEHTOB, €IUHULL
XpaHEHUS/€IMHULL YUYeTa MO ONpEeEICHHON TeMe, ¢ yKa3aHUueM UX JaT U apXHUBHBIX
mHU(PPOB, COCTABJICHHBIN IO 3aMpoCy IMOJb30BATENs WM MO MHUIMATUBE apXuBa
OpraHu3allly;

6) TemMaTHyeckas NOAOOpPKAa KOMUM apXUBHBIX JOKYMEHTOB —
CUCTEMAaTHU3UPOBAHHBIA KOMIUIEKT KOIMK apXUBHBIX JOKYMEHTOB WJIM UX YacTEW I10
ONpEeAECICHHOW TeMe, MOJATOTOBJIECHHBIM AapXMBOM OpraHU3alUd IO 3ampocy
[OJIb30BATENsl WM MO MHUIMATUBE apxuBa. Temaruueckas moadopka BKIIOYAET
TUTYJbHBIA JIUCT, MEpe4YeHb AapXMBHBIX JOKYMEHTOB M, MPU HEOOXOIMMOCTH,
UCTOPUYECKYIO CIIPABKY I10 TEME;

7) TeMaTU4YeCKUi 0030p apXUBHBIX JOKYMEHTOB.

318. 3anmpocskl, NoCTynarmuUe B apXUBbl, OAPA3EISIOTCA:

1) Ha 3ampockl 0 MPEeIOCTaBICHUH MH(POpPMALMU MO ONpeAesIEHHON npobiieme,
TeMe, COObITHIO, PakTy (TeMaTudeckue 3amnpockl). Pa3HOBUIHOCTHIO TEMATUUECKUX



3alpOCOB SIBJISIIOTCS OMOTpaUUecKue 3ampochl, MO KOTOPBIM YCTaHABJIMBAIOTCS
CBEJICHUS, HEOOXOAUMBIE /IS U3YUCHUS KU3HU U JICATEIbHOCTH KOHKPETHBIX JIUIL;

2) Ha 3ampoCkl 0 MPEIOCTaBICHUN NHHOPMAIIHH, HEOOXOIUMOM JIJIsl yCTAHOBIICHUS
POACTBA, POJCTBEHHBIX CBsI3eM NBYyX WJIM Oojee JHUIl, UCTOPUU CeMbU, poaa (
reHEaJIOrMYECKHUE 3aIIpOChl);

3) Ha 3ampockl COLUATBHO-MTPABOBOI0 xapakrepa. K HUM OTHOCSTCS 3alpoChl O
NOATBEPKIECHUU TPYAOBOr0 CTa)Ka U pa3Mepa 3apabOTHOM IJIaThl, BO3PACTa, COCTABE
ceMbH, O0Opa30BaHUMU, HATPAXKICHHHM, MEPEUUCICHUH TEHCHOHHBIX B3HOCOB U
COIIMAJIbHBIX OTYUCIECHUM, TPUCBOCHUU YUYEHBIX CTENECHEH M 3BaHUM, O HECUACTHBIX
ClaydasiXx, HAaXOXJCHUU Ha U3JICYEHUM, HBAKyallMd, NMPUMEHEHUU pemnpeccHii, o
peaduIuTaluu, ciyK0bl B BOMHCKHX YacTIX U (OPMUPOBAHUSIX, TPOKUBAHUU B 30HAX
JKOJIOTHYECKOT0 OeJCTBUs, MPEeOBIBAHUKM B MeCTaxX JIMIICHHUS CBOOOJIBI, 00 aKTax
IPaXKJaHCKOTO COCTOSIHHUSL.

319. 3ampoc mosb30BaTens paccMaTpUBAECTCS M HCHOJHSIETCS apXUBOM
OpraHu3allid TPU HAJIWYUK B 3alPOCE HAMMEHOBAHMS IOPUAMYECKOTO Jnma (Iis
rpaxaaH — (paMwink, UMEHU U OTYECTBA), MMOYTOBOI'O W/WIIM AJIEKTPOHHOTO ajpeca
M0JIb30BATEIs, YKa3aHUs TeMbI (BOIIPOCA), XPOHOJIOTUH 3arpaninBaeMoi HHGOpMAaIIiH.

3anpoc MoANKUCHIBAETCS 3aIBUTENEM. 3alIPOChl IPAXK]IaH, B KOTOPBIX OTCYTCTBYIOT
dbammnm, agpeca W TOANUCHA OOpalalOMINXCs, CUYUTAIOTCS AHOHUMHBIMH U HE
noJJIeKaT paCCMOTPEHHUIO.

320. 3anpoc, HE OTHOCSIIMICS K COCTaBy XpaHALIMXCS B apXUBE OPraHU3alUH
JOKYMEHTOB, B TEUEHHE 3 KaJleHAapHBIX JHEH C MOMEHTa €ro perucrpaluu
HalpaBisieTcsl B TOCYJAapCTBEHHBIM apXWB WJIM OpPraHu3aluio, TIJI€ XpaHITCA
HEOOXOMMbIE apXUBHBIE TOKYMEHTHI, C YBEIOMJIICHHEM 00 3TOM IOJIh30BATENs, WM
M0JIB30BATEIIIO 1A€TCA COOTBETCTBYIOLIAS PEKOMEHAALIMSL.

321. Ilpu mocTyIuieHUH B apXHB WHTEPHET-00paIeHus (3ampoca) moab30BaTes ¢
yKa3aHUEM aJipeca 3JeKTPOHHOU MOYThI /WU MOYTOBOIO aJpeca, eMy HalpaBisieTcs
yBEJIOMJIEHHE O TmpueMme oOpamnieHus (3ampoca) K PacCMOTPEHUIO WU
MOTUBUPOBAHHBIN 0TKa3 B paccMoTpeHud. [IpuHaroe k paccMoTpeHuto obpaiieHue (
3aMpoc) pacnevyarblBaeTCs U B JajbHEHIIEM paboTa ¢ HUM BEIETCS B YCTaHOBJIEHHOM
HOpSJIKE.

322. TemaTH4eckuil 3ampoc TOCYJapCTBEHHOrO OpraHa, MECTHOTO
UCIIOJIHUTETLHOTO OpraHa, Cy/Ie0HOTO OpraHa, CBA3aHHBIN C HCTIOJTHEHUEM UMH CBOMX
GyHKIMI, apXUB paccMaTpUBAET B MEPBOOYEPEIHOM IMOPSIAKE B YCTAHOBJICHHbIE
3aKOHOJATEIHCTBOM JINOO B COTJIACOBAaHHBIE C HMUMH CpPOKHU. VcmonHeHue Takoro
3amnpoca oCcyllecTBIsieTcsl Ha 0€3B03MEe3IHON OCHOBE.

323. 3ampoc COUHAIBHO-IIPABOBOIO XapaKTepa HCIHOJHSAETCS apXHUBOM
0e3B03ME3THO, B CPOKH ycTaHOBJIeHHBIe 3akoHoM Pecmy6nuku Kazaxcran "O nopsiake



paccMOTpeHust oOpauieHud (QU3MYECKUX U IOPUAMYECKUX JUL" M BbLIAETCA
M0JIb30BaTENIIM B (pOpME apXUBHOU CIIPABKH, APXUBHON KOMUHU U APXUBHOM BBIMHCKHU.

324. ITpu ucCnoaHEHNH MOBTOPHOTO 3aMPOCa COIMAIbLHO-IIPABOBOIO XapaKTepa WK
COCTaBJICHUU MO TPOChOE MOJIb30BATEN apXUBHOM CIPAaBKH, aHAJIOTMYHOM paHee
BBIJJAHHOW, apXUB OPTaHU3ALUU IIPOBEPSET COOTBETCTBUE CBEIAECHUN, BKIIOUECHHBIX B
3Ty CHpaBKy, TEM, KOTOpPbIE MMEIOTCA B apXMBHBIX JOKYMEHTaX, U B CiIydac
0oOHapy>XeHUsI JTOMOJHUTEIbHBIX CBEICHUW, BKIIOUAET UX B MOBTOPHO BBIJIaBAEMYIO
ApPXMBHYIO CIIPABKY.

325. ApxuBHas clipaBKa U apXHUBHAas BBIIIMCKA COCTABIISIIOTCS HA 00IIeM OJIaHKe ¢
o0o3HaueHrneM Ha3BaHus uHpopmannonHoro qokymenta "APXNUBHAS CITPABKA",
"APXVMBHAA BBIITMCKA".

326. Texct B apxuBHOUM chpaBke Mo (OpME COTIIACHO MPHUIIOKEHUIO 35 K
HacTosAuM [IpaBunam J1aeTcsi B XpOHOJIOTMUYECKOH MOCIIEI0BATEIIBHOCTH COOBITUH €
yKa3aHHEM BUJIOB apXUBHBIX JOKYMEHTOB U UX JaT. B apXuUBHOU CIIpaBKE JOIYCKAETCS
LIUTUPOBAHNE APXUBHBIX JOKYMEHTOB.

3277. HecoBrniaieHHE OTAEIIBHBIX TAHHBIX aPXUBHBIX JOKYMEHTOB CO CBEICHUSMH,
U3JI0’)KEHHBIMH B 3aIIPOCE, HE ABJISIETCS MPETSITCTBUEM ISl BKIFOUEHUS UX B apXUBHYIO
CIIPAaBKy NIPH YCIIOBHH, €CIIH COBHAJEHUE BCEX OCTAJbHBIX CBEICHUN HE BBI3BIBAECT
COMHEHHUH B TOXJAECTBEHHOCTH JIMIIA UM (DAKTOB, O KOTOPHIX TOBOPUTCS B apXUBHBIX
JOKyMEHTaX. B apXuBHOW cHpaBKe 3TH JAaHHBIE BOCIPOM3BOJATCS TaK, KaK OHHU
U3JIOKEHBI B aPXMBHBIX JOKYMEHTAaX, a PACXOXKICHHs, HECOBNAACHUSA W HETOYHBIE
Ha3BaHUs, OTCYTCTBHE UMEHHU, OTYECTBA, MHUIMAJIOB, WM HAaJW4YUE OAHOTO M3 HUX
OroBapuBaroTcs B TeKcTe crnpaBku B ckoOkax ("Tak B mokymente", "Tak B Tekcrte
opurvHana").

328. B npuMedaHusx Mo TEKCTY ApXUBHOM CIPAaBKU OTOBAPUBAIOTCS HEPAZOOPUUBO
HaIlMCaHHbIE, WCIPABJICHHBIE aBTOPOM, HE IMOAJAIOIIMECS IPOUYTEHUIO BCIIECICTBUE
NOBpeXJeHusa TekcTa opuruHaia mecta ("Tak B Tekcre opuruHaina", "B Tekcre
Hepa30opunBo").

B TekcTe apXMBHOH CHpaBKU HE JOIYCKAKOTCS W3MEHEHUsS, UCIIPABJICHUSA,
KOMMEHTapUHU, COOCTBEHHBIE BBIBOJbI HCIOJIHUTENS MO COAEPKAHHIO APXUBHBIX
JOKYMEHTOB, HA OCHOBaHUM KOTOPBIX COCTaBJICHA ApXUBHAs CIIPaBKa.

329. B xoH1IE apXMBHOM CIIPaBKH MPUBOJATCSA apXUBHBIE MU(PBI 1 HOMEPA JIMCTOB
€IVHULl XPaHEHUsI apXHWBHBIX JIOKYMEHTOB, II€YaTHbIE W3JIaHUS, UCIIOJIb30BaBIINECS
Il COCTABJICHUsI apXWBHOW CHpaBKU. B TexcTe apXuMBHOM CIIPaBKU JOIYyCKaeTCs
IPOCTaBJICHUE ApXUBHBIX MIHU(PPOB U HOMEPOB JUCTOB €IWHULl XPAaHEHUS apXUBHBIX
JOKYMEHTOB cpa3y MOCIE U3JI0KEHUS KaKA0ro (paKTa UM COOBITHSL.

330. B apxuBHOU crmpaBke, 00beM KOTOPOH MpPEBBINIAET OJWH JHUCT, JIUCTHI
IIPOLIMBAIOTCS, HYMEPYIOTCS M CKPEIUISIFOTCS I1€YaThi0 OPraHU3aLMH.



331. ApxuBHasg chopaBKa MOJAMNUCHIBAETCS PYKOBOJACTBOM OpraHU3alllH,
UCIIOJIHUTENIEM U 3aBepsieTcsl IMeyYarhlo OpraHu3anuu. B ciayyae HEmoOJHOTHI
NpEJCTABIAEMbIX B HEW CBEJCHHI COCTaBJISIETCS COMPOBOJIUTEIBHOE MUCHBMO C
yKa3aHUEM MPUUUH.

K apxuBHOU cripaBKe MPUIIAralOTCs KOMUKM apXUBHBIX JTOKYMEHTOB WJIM BBITTUCKU
U3 HUX, MOJTBEPKIAIONINE CBEICHMS, U3JI0KEHHBIE B ApXUBHOM CIIPaBKe.

332. Ilpu OTCYTCTBUHU B apXUBE€ JOKYMEHTOB, HEOOXOAUMBIX JJISl UCTIOJIHEHUS
3ampoca, Ha OJaHKE NHCbMa OpPraHU3alMU COCTABISIETCA OTBET O MPHYMHAX
OTCYTCTBHUSl apXHUBHBIX JOKYMEHTOB IO TE€ME 3alpoca, U JAITCA MO BO3MOXXHOCTH
pEeKOMEHIalnu, KyJa HeoOoxoaumMo obpatutbes. [Ipu HEOOXOIUMOCTH OTBET MOMKET
OBITh 3aBEPEH MEYAThIO OPraHU3aAIUH.

333. B cny4yae MOKyMEHTAJIBHO TIOATBEPKACHHBIX (DaKTOB yTPaThl apXHBHBIX
JIOKYMEHTOB, COJEp KallUX 3arpaniuBaeMble CBEACHUS, apXUB OpPraHU3allMy BBIJIAET
CIIpaBKy IO JAHHOMY BOIIPOCY, IPU HEOOXOAMMOCTH 3aBEPEHHYIO I€YaThIO
OpraHu3allNu.

334. B apXxuBHOW BBIIMCKE Ha3BAaHWE apXMBHOTO JOKYMEHTA, €0 HOMEpP M Jara
BOCIIPOU3BOMATCA TOJHOCTHIO. V3BJ€UYEHUsS] M3 TEKCTOB APXHUBHBIX JTOKYMEHTOB
coJiepKaT HCUYEPHBIBAIOUIUE JIAHHBIE 110 3aMpocy. Brimucka Npou3BOAUTCS TOJIBKO U3
JOKYMEHTa, B KOTOPOM COJIEP’KUTCSI HECKOJIBKO OTIEJIbHBIX, HE CBSI3aHHBIX MEXKIY
c000¥i BOIIPOCOB.

Hauano n koHel KaKJ10ro M3BJICUYEHHMS], a TAK)KE MPOMYCKU B TEKCTE apPXUBHOTO
JIOKYMEHTa OTJEJIbHBIX CJIOB 0003HAYAIOTCSI MHOTOTOYHEM.

B npumeuaHusix K TEKCTY apXWBHOUM BBIMUCKU JI€JIAIOTCS COOTBETCTBYIOIINE
OTOBOPKHM O YaCTSAX TEKCTa OPUTHHANIA, HEPa30OPUMBO HANTMCAHHBIX, UCTIPABICHHBIX
aBTOPOM, HE MOJIAIOIINXCS MPOUTEHUIO BCIEICTBUE MOBPEKICHUS TEKCTA U TaK Jaliee

OtnenbHBIE CIOBAa U BBIPAXKEHUSI OpPUTHHAJA, BBI3BIBAIOIINE COMHEHHS B UX
TOYHOCTH, OTOBApUBAIOTCA clloBaMH - "Tak B Tekcte opuruHana”, "Tak B JokymeHTe".
[Tocne TekcTa apXMBHOUM BBIMHUCKU YKAa3bIBAIOTCS apXUBHBIA MHUPP U HOMEpPA
JUCTOB €IMHUIIBI XPAHEHUSI apXUBHOTO IOKYMEHTA.
AYTEHTUYHOCTH BBIJJAHHBIX MO 3aMpOCcaM apXUBHBIX BBIMHCOK yIOCTOBEPSETCS
NOJNUCHIO PYKOBOJUTEINSI OPraHU3alluU U MIeYaThi0 OpraHU3aluu.

335. ApXuBHBIE KONHWH, U3TOTOBJIECHHBIE MOCPEJACTBOM HCHOJIb30BAHUS
neyaTarolux CpeACTB, MePCOHATBLHOIO KOMIIBIOTEPA, U BBIMUCKA OPOPMIISIOTCS Ha
oO1meM OJlaHKe opraHu3anuy ¢ 0003HaUeHHEeM HaUMEHOBAHMSI IOKYMEHTA - " ApXUBHas
korust", "ApxuBHas Beinucka'. [Ipu U3rotoBiieHUHN Kcepo- Wik (OTOKONUN TOKYMEHTA
o0l 0JJaHK OpraHU3alUU HE UCTIOJIb3YETCS.

[Tocne TekcTa apXMBHOW KOTMHWU WIIM BBIMUCKHU YKA3bIBACTCS APXUBHBINA MIHQP
NOKyMeHTa. Eciii xonus WM BBIIIKMCKA 3aHUMAIOT 00Jiee OJHOIrO JUCTA, apXUBHBIN



mu@p yka3blBaeTCs Ha 000pOTE KaxAoro Jjucta. Bece MUCTHI apXUBHOM KONUU WIIH
BBIITMCKYU CKPEIUIAIOTCS, HyMEPYIOTCS M 3aBEPSIIOTCS APXUBOM OPTaHU3ALNH.

336. Ha o6opoTe KaxKI0ro JINCTAa apXMBHOUM KOMMUU MPOCTABISIOTCS aApXUBHBIE
mudpsl 1 HOMEpa JIMCTOB €AMHUIl XPAaHEHMs] apXUBHOIO JOKymeHTa. Bce nmucthl
APXUBHOM KONMH CKPEIUIAIOTCA M HAa MECTE CKPEIUJICHMS 3aBEPSAIOTCA II€YaThl0 U
NOAMUCHIO YIIOJTHOMOYEHHOTO AOJIKHOCTHOTO JIUIIA.

337. ApxuBHas CIpaBKa, ApXWBHAs BBINNCKA, apXWUBHAs KONUS M OTBETHI HA
3ampOChl BBICBUIAIOTCA 10 MTOYTE NPOCTHIMUA MHUCbMaMH.

338. ApxuBHas CpaBKa, ApXMUBHAS BBIIIACKA U apXUBHAS KOIUA B CIIy4ae JUYHOTO
oOpalleHus rpakJaHuHa WM €0 JOBEPEHHOIO JIUIA B apXUB BBIJAIOTCS €My O]
pPaclMCKy HpU MPEIBbABICHUN NACIOPTa WIM WHOTO YAOCTOBEPSIOLIETO JOKYMEHTA,
JOBEPEHHOMY JIMLy — TPU TNPEAbSIBICHUU JOBEPEHHOCTH, O(OPMIECHHON B
yCTaHOBJIEHHOM nopsiake. [lomydyaTens apXWMBHOW CIPaBKH M apXWBHOW BBIITHCKH
pacnuchIBaeTCs Ha X KOMMIX WM HA 000POTE COMPOBOAMTENIBHOIO MUChbMA K HHM,
yKa3bIBas J1aTy UX MNOJyYEHUSI.

339. JlonyckaeTcss U3bsITUE U3 apXUBHBIX JI€JI UM BblJla4a BJIAJENIblaM WM UX
POJICTBEHHUKAM MOJUIMHHBIX JIMYHBIX JTOKYMEHTOB O T'Pa)XIaHCKOM COCTOSIHUH, 00
00pa3oBaHUM, TPYAOBBIX KHUXKEK W JPYrMX, HE IMOJYyYEHHBIX B CBOE BpeMs
BJIA/ICJIBLIEM TOKYMEHTOB.

[lonnuHHBIE JTUYHBIE JOKYMEHTBI BBIJAIOTCS C pa3pelIeHUs] PyKOBOIAUTEIIS
OpraHM3alyy 3asBUTEISIM 1O NPEIbIBICHUU YAOCTOBEPEHMS, MHOTO JOKYMEHTA,
YAOCTOBEPSIOUIETO JUYHOCTh, MX POJCTBEHHUKAM WJIHA JOBEPEHHBIM JIMIAM —
HOTApHaJIbHO 3aBEPEHHOM JOBEPEHHOCTH. lloanmHHBIE JMYHBIE JOKYMEHTHI
HAIPABJISIIOTCS 3asIBUTENIO HEHHBIM IMCHbMOM.

340. Ha mMecTO M3BATOr0 JOKYMEHTA B JIEJIO BKJIAABIBAETCS KOIMMS HU3BSITOTO
noKyMeHTa. M3bsiTHe apXUBHBIX [TOKYMEHTOB, a TaKX€ HMX 3aMEHa Ha KOIHUHU
OTPAKAIOTCS B JINCTAX-3ABEPUTENAX JIEII, B ONUCAX J€J, JTOKYMEHTOB.

341. Bo3BparieHrne apXuBHBIX JOKYMEHTOB O0(DOPMIISIETCS aKTOM 00 U3BSITHU W3
NeJl YKa3aHHBIX JOKYMEHTOB. AKT U JIpyrue JOKYMEHTbI, HA OCHOBAHUU KOTOPBIX
IIPOU3BEACHO BO3BPALIECHUE apXUBHBIX JOKYMEHTOB, M PACIIHCKA JIUIA, ITOJYYHBILIETO
UX Ha PYKH, BKIIIOUAIOTCS B 1e710 (POHIa.

ITaparpad 9. ITopsanok BEIa9M Jie)l B YUTAIBHBIHA 3aJ1 K BO BpEMEHHOE
MOJIb30BaHUE

342. B uensix co3gaHus YCIOBUW st pabOThl MOJIB30BATENICl B apXHWBE
OpraHu3alliy CO3/1a€TCsl YUTAJIbHBIN 3a1 (IPOCMOTPOBBIM 3all, KOMIIBIOTEPHBINA 3al,



MOMEIIIeHUe JUIsi  MPOCIyIIMBaHUs  (HOHOJOKYMEHTOB), O0O0OpYyJAOBAHHBIN

COOTBETCTBYIOIIIUMH TEXHUUYECKUMHU CPEACTBAMHU [Jii pabOThl C MUKPOKOMHSIMH,

3JIEKTPOHHBIMH, ayIUOBU3YAJIBHBIMU U HAYYHO-TEXHUYECKUMH JTOKYMEHTaMU.
Pacnopsiiok pa®oThl YMTAIBHOTO 3aJIa YCTAaHABIMBAET PYKOBOJIUTENIh OpraHU3aIuN

[Ipu OTCYTCTBUU B apXMBE OpraHU3AIMU CICIHAIBHO BBIJICIIEHHOTO TOMEIICHUS
YUTAIBHOrO 3ajla paboTa MOJIb30BaTENEH ¢ JOKYMEHTaMH MPOU3BOAMUTCS B paboumX
KOMHATaxX apxXuBa OPraHM3alMd WU CIYXObl JOKYMEHTAlIMOHHOTO OOECIeYeHUs
YIPABJICHUS T10J] KOHTPOJIEM COTPYIHUKA apXUBa OpraHU3ALIMH.

343. [lonp30BaTenu JOMYCKAIOTCS B YUTAIbHBIA 3aJ1 HA OCHOBAaHUH JIMYHOTO
3asBJICHUS, TOJIb30BATENIHM, BEAyUIME HAyYHYI0 pabOTy B COOTBETCTBHH C IJIAHOM
HAayYHBIX OpraHW3alWil WM BBINOJIHSIOIIME CIYKEOHbIE 3a/JaHMs, MPEICTABISIOT
NUCHhMO HaIpaBHUBIIEH MX OpPraHU3alMH, PAaOOTHUKHU OPTraHU3aLUM JIONMYCKAIOTCS B
YUTAJbHBIA 31 MO NPEABSIBICHHM CIyX’eOHOro yaoctoBepeHus. PaboTHukam
OpraHu3allid apXWBHBIE JOKYMEHTBHI BBIJAIOTCS B paboyue MOMEIICHUs s
UCIIOJIb30BAHUS B CITYKEOHBIX LEISIX.

B nu4yHOM 3asBIEeHMM WM NUCbME YKa3bIBalOTCS (paMuUIus, UMs, OTUECTBO
N0Jb30BaTeNsl, JOJDKHOCTb, Hay4yHO€ 3BaHUE, Yy4eHas CTeNeHb, TeMa H
XPOHOJIOTMYECKUE PAMKHU MCCIIEIOBAHU.

Pa3zpemienrie Ha paboOTy B YUTAJIBLHOM 3aj€ JAET PyKOBOJIUTEIh OpraHU3alMK Ha
HEOOXOAMMBIN TIOJIB30BATEINIO CPOK, HO HE Ooree, yeM Ha 1 rox co qHS oopmieHus.

344. ApxuB opraHu3alMy MPEJOCTABISIET MOIH30BATEISAM ISl UCIIOIb30BAHUS B
YUTAJbHOM 3aJi€  OTKPBITBIE JOKYMEHTHI, YYTEHHbIE M MPOIIEIIINE
Hay4YHO-TEXHUYECKYI0 O00pabOTKy, MMEIOIIME CIPaBOYHUKH U JAPYTHE MOUCKOBBIC
cpeacTtBa. HeyureHnHbsie 1 HeoOpabOTaHHBIE TOKYMEHTHI MOJIb30BATEISAIM JJis1 pa0OThHI B
YUTAIBHOM 3aJI€ HE BBIIAOTCS.

345. OTka3 unm OTCpOYKa B BbIAAYE TOKYMEHTOB OCYILECTBIISIETCS B CIIyYasx:

1) ux mI0Xxoro (U3NUECKOr0 COCTOSIHHS;

2) orpaHUYEHUN Ha UCIOJIH30BAaHHUE, YCTAHOBJICHHBIX 3aKOHOJATEIbCTBOM
Pecnybnuku Kaszaxcran wim QoHmooOpa3oBaTenaeM Npu Nepeaadye JOKYMEHTOB Ha
XpaHEHHE;

3) moab30BaHUs TOKYMEHTaMU paOOTHUKAMU BEJJOMCTBEHHOTO (4aCTHOTO) apXHUBa
OpraHM3alMK JUIsl BHIIOJHEHUS CITy>KEOHBIX 3aJaHMIA;

4) BbIIa4M TOKYMEHTOB BO BPEMEHHOE IMOJIb30BAHUE WIIH JIPYTOMY IOJIb30BATENIO B
YUTAIBHOM 3aJI€.

OTka3 apxuBa OpraHu3alllMd B MPEIOCTABICHUM JOKYMEHTOB BBIJAETCS B
NUCHbMEHHOHN (hopMe C yKa3aHHeM NMPUYHUH OTKa3a.

346. 1o 3aka3am mosib30BaTeNel, ¢ yueTOM TEXHUYECKUX BO3MOKHOCTEH apXuBa
OpraHM3ally, H3rOTaBIMUBAIOTCS KOMHHM apXHMBHBIX JOKYMEHTOB (KCEPOKOIMHU,



MUKPOKOIUHU, POTOOTIEUATKH, KHHOKOITHH, BUICOKOTTUH, KON (HOHOJTOKYMEHTOB, a
TaK)Xe€ KOMUU Ha JICKTPOHHBIX HOCUTEJISIX).

He npousBoguTcsi KOMMpPOBaHUE APXUBHBIX JTOKYMEHTOB HAXOISIIUXCS B
HEYJOBJICTBOPUTEIHHOM (PHU3UIECKOM COCTOSTHUM.

KonupoBaHnne apXuBHBIX JIOKYMEHTOB OTPAHMYEHHOI'0 JAOCTyNa (CEKPETHBIX U
cojiepxanx KOH(OUICHIMAIBbHYI0 WH()OPMAILIUIO) TPOU3BOJUTCS B YCTAHOBJIECHHOM
HOPsIIKE.

347. Tlopsiok BBITIOTHEHUS 3aKa30B Ha KOMUPOBAHUE, B TOM YHUCJIE O0OBEMBI
KOIUPOBAHUS apXUBHBIX JOKYMEHTOB, HEOMYOJUKOBAHHBIX OMUCEN 1], TOKYMEHTOB,
JIPYTUX apPXUBHBIX CIPABOYHO-TIOMCKOBBIX CPEICTB W 0a3 JaHHBIX, CTOMMOCTH
U3TOTOBJICHUSI KOMUU M TOPSJIOK PacyeTOB 3a MX HU3TOTOBJIICHUE OMPEACISIOTCS
PYKOBOJICTBOM OpTraHU3ALNH.

348. Ha konuu apxXxuBHOrO JTOKYMEHTA, U3TOTOBJIIEHHOM IO 3aKa3y MOJb30BaTENs,
apXMB YKa3bIBa€T apXUBHbBINA MU(GP U HOMEPA JIUCTOB €UHUIIBI XPAHEHUSI APXHUBHOTO
nokymenTa. [Ipu opopmiaeHun KOMUU pacceKpeuyeHHOro apXMBHOTO JOKYMEHTa Ha
JULIEBOM CTOPOHE B MPABOM BEPXHEM YTIIy MEPBOrO0 U IMOCIEAHErO JIMCTAa KOIMUU
npoctaBisercs mTami "Paccekpeueno". [lpu HEOOXOAMMOCTH JaHHBIN IITaMII
MIPOCTABJISETCA HA JIUIIEBOM CTOPOHE BCEX JIUCTOB KOIMMHU PACCEKPEUEHHOTI'O0 apXUBHOTO
JTIOKYMEHTA.

349. Konuu apXMBHBIX JOKYMEHTOB BBIIAIOTCS MOJIb30BATENSAM, UX JOBEPEHHBIM
JUIAM WY BBICHUIAIOTCS IO YKa3aHHBIM aJIpeCaM.

VYyer 3aka30B Ha KONMUPOBAHUE BEAECTCS Ha OyMakHOM HOCHUTENE WU B
aBTOMATH3UPOBAHHOU PopMme.

350. B uuTanpHBIM 3an jAella U3 XpaHWIUINA BBIJAIOTCS HAa OCHOBAHUHU
3allOJTHEHHOTO OJlaHKa 3aKa3a Ha BbIJady JOKYMEHTOB M YUYUTHIBAIOTCS B KHUTE
BBIJIA4M JIeJT U3 XPaHWIHUILIA.

351. Kaxaoe BpIAaBa€MO€ U3 apXMBOXPAHUJININA B YUTAIBHBIN 3aJ1 €0 UMEET
JIUCT UCIIOIb30BaHUS Jea.

352. Jlena BpIIAIOTCA BO BPEMEHHOE MOJIb30BaHUE CTPYKTYPHBIM MOAPA3AECIECHUAM
OpraHu3alii Ha CpoOK, He npeBbimaromui 20 nHed. Beroada nen BO BpEeMEHHOE
MOJIb30BAHUE JPYTHUM OPTraHMU3aIUsIM M0 UX TUCHMEHHOMY 3aIpocy oQopMIIsieTcs Mo
aKTy BblJIaue JeJ, TOKYMEHTOB BO BPEMEHHOE MOJIb30BaHUEe. AKT COCTaBJISETCS B ABYX
AK3EMIUISIpax, OJWH M3 KOTOPBIX MEpedaeTcsl MOJy4yaTelllo, a Jpyroll ocTaeTcs B
BEJOMCTBEHHOM (YaCTHOM) apXuBE, aKT IOJMNKUCHIBACTCS PYKOBOJIUTEIIMU
OpraHu3aluy, MepeAarolleil JOKYMEHThl, U OpraHU3alUH-TOIydaTels,, MOAINUCH
CKpEIUISIOTCS TeuyaTsiMu opraHu3zanuid. Jlena BpIIAlOTCA Ha CpPOK He Oojee Tpex
MECSIICB.

353. Ilpu BbIOaue [1eJ1 BO BPEMEHHOE MOJIb30BAHUE KaXKJI0€ JI€JIO0 3aHOCHUTCS B
KHUTY BbIJIauM JeJd U3 XPaHWIMUIIA, a Ha MECTO BBIJABAEMOro0 Jejia MOMEIaeTcs



OTAEbHAs ISl KaXJ0ro Jejla KapTa-3amecTuTeNb. KapThl-3aMecTUTeNnn XpaHsATcs B
apXuBe OpraHu3aluu 10 MUHOBaHUsI HagoOHOCTH. COCTOSIHHME BO3BpaIlaeMbIX I
MPOBEPSIETCS B MPUCYTCTBUU JIMIIA, BO3BPAIIAIOIIETO JIEJIO.

354. Kaxnoe Bbl1aBaeMO€ U3 apXUBOXPAHUJIUILA 1JIsI BPEMEHHOT'O MCIOJIb30BAHUS
JIEJI0 UMEET JIUCT UCIOJIb30BaHU Jelia.

IMaparpad 10. ITopsaox HcnoIbp30BaHUS JOKyMEHTOB B CpPEACTBaX MacCOBOM
rH(pOpMaIMH

355. ApxuB OpraHu3anuy OPraHU3YyeT HUCIOJIb30BAHUE ITOKYMEHTOB IPHU
HNOJrOTOBKE MH(MOPMALMOHHBIX MEPONPUITHI, BBHICTABOK, B CPEICTBAX MacCOBOMU
uH(popMaIy, a TakKe UX myonukamuio. Pabota npoBoAUTCS Kak CaMOCTOSITENIbHO, TaK
U COBMECTHO C JPYTMMHU OpPraHU3alMUsAMHM WIM TOCYJIapCTBEHHbIM apxuBoM. Ha
BBICTABKaX HCIOJB3YIOTCS MOUIMHHUKU WIM KOMHUHM JOKYMEHTOB, U3rOTABIIMBAIOTCS
anbOOMBI, IJIAKATHI, TUArPAMMBI.

356. CoBMECTHO CO CpeICTBaMHM MacCOBOW MH(OpPMALUU apXUB OpraHU3alNU
onpenenseT TEMaTUKy, 0ObEeM U CPOKH MOJATOTOBKHM JOKYMEHTOB, TEMATHKA U CPOKH
YTBEPKAAIOTCSI pyKOBOJUTENIEM OpraHu3aluu. B sx3eMmsipax crarei u qpyrux ¢popm
neyaTd, MOATOTOBJIEHHBIX ISl CPEACTB MaccOBOM MH(GOpPMALMM, OCTAIOUIUXCS B
apXuBE€ OpraHU3aluy, YKa3bIBAIOTCA IOMCKOBBIE JAaHHBIE MCIOJIb30BaHHBIX
JOKYMEHTOB, a TaKXe J1aTa U MECTO MyOJIMKaLlUu.

[Tpunoxenue 1
k [IpaBunam npuema, XpaHeHus,
ydeTa U UCIOIb30BaHUs
JokyMeHToB HanmoHnansHOro
apxuBHOTO (pOHIA U IPYTUX
apPXUBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMU U YaCTHBIMHU

apXuBaMu
®opma
Ommce ACIJI MOCTOSIHHOI'O XPAHCHHA

YTBepxkIeHa YTBepxkIaro
NPOTOKOJIOM OIIK MecTHOTo HauMeHOoBaHHE JTOJXHOCTH
UCHOJHUTEIBHOTO opraHa pyKOBOJIHUTEIs OpraHU3alHuu
(pecmybimKaHCKOTO rocygjapcrBeHHoro Pacmudposka MOAIHUCH
apXxXHuuBa) (nuuHas NOANUCSH)
oT rona Ne JHata

Onoucosb No

i Ne



ACJTI ITIOCTOAHHOI'O XpaHCHUA

(OdpunuanbHOe HAMMEHOBAHUE OPTAHU3AIMHU)
3a rog (bl)

HanmenoBanue paznena (CTpyKTYPHOTO ITOAPA3AETICHUS OpTaHN3anH)

ITopsnkoBerit Unnexc 3aronoBok gena (toma atel nena (toma, KommuecTBo nuctoB B jaene (

No nena , YaCTH) YaCTH) TOME, YaCTH) Tpumenatie
1 2 3 4 5 6
B nmaHHBIN pa3zaen CBOJHOW OIKMCHA BHECEHO nem ¢ Ne
(uudbpaMu U TIPONMUCHIO)
I 0 Ne o, B TOM yucmae:
TUTEDPHES € HOMEDpa:
NPOMYIIEHHBIE HOMEpaA:
HaumenoBaHue HOJKHOCTH Pacmudposka
COCTaBHUTEJISI pasjieia CBOJHOU OMHCH MOJANHNCHU
(TMYHAasg MONMUCH)
I a T a
CormacoBaH Ha
NPOTOKOJIOM 9K (9K) OpraHHU3alHUHU
OT roga No

dopmat A4 (210X297)

[Ipunoxenue 2
k IIpaBunam npuema, XxpaHeHus,
ydeTa U UCIOJIb30BaHUs
JOKyMeHTOB HarmonansHoro
apxuBHOTO (pOHIA M IPyTUX
apXMBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMU U YaCTHBIMHU
apXuBaMH

®dopma

Omnmce fen BUACOAOKYMEHTOB IOCTOSHHOTO XPaHCHHS

YTBepxkIeHa YTBepxknato

MPOTOKOJIOM OIIK MECTHOTO

UCIIOJHUTCIBHOTO HaumenoBaHue JOJNXHOCTH
oprasHa (pecny0IMKaHCKOTO PYKOBOJUTEIS  OpraHu3aluu PacmugppoBka  moamucu
TOCYJZapCTBEHHOTO (muuHas MOMMUCH)
apxXH®Ba) Hara

oT roga Ne

Omnwucos Ne

(Ha3BaHUE OMHUCH ¢ OUIMAITHPHBIM HAMMEHOBAHHUEM OPTaHU3aIINH )
3a roJ1 (bl)



Homep Homep HWupexc, Harta Tun u K

., 3aroJIoBOK Hcnonxurens XpoHoMeTpax
CANMHNIBI CANHULIBI MTPOU3BOJACTBCHHBIN BTOp SI3BIK 3allucCu, (I)OpMaT €
JOKYMCHTa IIPOU3BEACHUA BUJICO3aIIuCHu
yyera XpaHEHUsI HOMED repe3anucu 3aIUCH X
o
1 2 3 4 5 6 7 8 9 10 1
B nmanHbIl pa3nen onucu BKJIOYEHO eauHull XxpaHeHust ¢ Ne 110 Ne
B TOM YHUCIE:

(uudbpaMu U NPOMHUCHIO)

JUTEPHBIC Homepa

NpONyIIEHHbIE HOMEpPA U TEKCTOBasl COMPOBOJIUTENIbHAA JOKYMEHTALUS K

H U M

HaumenoBanue JOJNXHOCTH

COCTAaBHUTENSI OINHUCHU _____  PacmudpoBka mNOANHCH
(moagmuechsb)

I a T a

CornmacoBatHa

IPOTOKOJIOM 2K (9K) OpraHHU3alUHU

or rojaa No L

®opmat A4 (210X297)

[punoxenue 3
k [IpaBunam npuema, XpaHeHUs,
ydeTa ¥ UCTIONb30BaHHSA
JokymeHToB HarmonansHoro
apXuBHOTO (pOHIA U IPYTUX
ApPXUBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMU M YaCTHBIMU
apXHBaMH

dopma

(0)117(9: 1 (S KHHOQOKYMCHTOB IIOCTOSHHOI'O XpaHCHHSA

YTBepxkaeHa YT1Bepxkaaro

MPOTOKOJIOM SIIK MECTHOTO

HCIOJHUTEIBHOTO oprana HaumeHoBaHue JOJKHOCTH
(pecny®nuKaHCKOTO PYKOBOIUTENST OpTraHU3aINH PacnmdpoBka monmucu
TOCYyJapCTBEHHOTO (mnuuHas MONNMHUCH)
apxwuBa) Jata

oT roga Ne

Onowucosb Ne

(HazBaHue omucu ¢  OQUUHMANBHBIM  HAMMEHOBAaHHEM  OpTaHHU3allNH)
3a roJ1 (bl)



BapuanT KonmgectBo equHUI] XpaHEHUs/ME1
Uuanexc,

. (memotit,
Homep HoMmep npou3BOACTBEHHBIN [Marta u mecto N
o 3aroJioBoK 3BYKOBOU
€JMHUIBl eIUHUIBI HOMep (Y4YeTHBIH ABTOp CHEMKH,
JOKyMEHTa , 4/0, 1B.,
yucTta XpaHCHUS HOMCE P B HU3TO0TOBJICHUA
OpraHu3aIuu) bopar, HeratuB JlyOnb-HeraTus Poorpa
SI3BIK) Y (neraTus)
1 2 3 4 5 6 7 8 9 10
B naHHBINM pa3ien onucy BKIOYEHO eauHul xpaHeHust ¢ Ne . o No
o B TOM YyHuUCIHEe:
(umdbpaMu U NONPONMUCHIO)
JUTEPHBIE LHomepa
MPOIYIIEHHBIE HOMEPA MU TEKCTOBAas COIPOBOAUTENbHAA JTOKYMEHTALUMSA K
H u M
HaumeHnoBaHue JOJTXHOCTH
COCTABUTEISI ONHUCH ______  PacmmdpoBka moamucu
(moagmuchsb)
Ji| a T a
CormacoBaH Ha
NPOTOKOJIOM 9K (9K) OpraHHU3 Al HUHU
oT roaa Ne

dopmat A4 (210X297)

[Ipunoxenue 4
k IIpaBunam npuema, XxpaHeHus,
ydeTa U UCIOJIb30BaHUs
JOKyMeHTOB HarmonansHoro
apxuBHOTO (pOHIA M IPYTUX
ApXMBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMU U YaCTHBIMHU
apXuBaMH

®opma

Ommce aen PoHOTOKYMEHTOB MATHUTHOM 3aIlMCH

YTBepxkaeHa YTBepxaato

MPOTOKOJIOM JIIK MECTHOTO

HCIIOTHHUTEIBHOTO oprana HaumeHoBaHme JOJNXHOCTH
(pecny0IHUKaHCKOTO PYKOBOJUTENS OpTaHU3alNH PacmmdpoBka moamucu
TOCYJapCTBEHHOTO (nudHas NOAMNUCH)
apxuBa) Hata

oT rojga Ne

Omnmnwucos Ne




(Ha3BaHMEe  omMCH ¢  OQUIMAIbHBIM  HAaMMEHOBAaHUEM  OpraHU3allUM)
3a roJt (b1)

Homep Homep HWupaexc, Hata MecTto Harta
. 3aroyioBok Hcnonuurens
€/IMHUIIBI SJIMHUIBI TPOU3BOICTBEHHBIN Astop SI3BIK 3ammcH, 3aIKCH, 3aIIHCH,
JIOKyMEHTa MPOU3BEACHHS
yuera XpaHeHUs] HOMep Mpep3aIicy Mepe3anucH nepe3anicu
1 2 3 4 5 6 7 8 9 10
B nmanHbIi pa3znen onucy BKIOYEHO €IMHUIL] XpaHEeHUs ¢ No o Ne
B T OM Uy ClIIoEe.:

(mmudbpaMum U NPONMHUCHIO)

JUTEPHBIE Homepa

NpONyIIeHHbIE HOMEpA U TEKCTOBasl COMPOBOJIUTENIbHASA JOKYMEHTALUS K

H u M

HauMenoBaHue OJOJIXHOCTH

COCTAaBHUTENSI OINHCHU _____ PacmudpoBka MOANHCH
(moaxgmucb)

I a T a

CornacoBaHa

IPOTOKOJIOM [IOK (9K) OpraHM3aluU

or romga Ne o

®opmat A4 (210X297)

IIpunoxenue 5
k IIpaBunam nprema, XpaHeHus,
ydeTa U UCTIONb30BaHUs
JIoKyMeHToB HammoHnansHoro
apXUBHOTO (DOHAA U IPYTHX
APXMUBHBIX TOKYMCHTOB
BE/IOMCTBEHHBIMH U YaCTHBIMH

apXHBaMH
dopma

Ormmcse aen gporoamsO60MoB
YTBepxkaeHa VYTBepxkaaro
MPOTOKOJIOM OIIK MECTHOTO
MCIOJHUTEIBHOTO opraHa HaumeHoBaHUue JOJKHOCTH
(pecnyOnuKaHCKOTO PYKOBOIUTENST OpraHU3aINH PacmmdpoBka monmucu
rTOCyJapcTBEHHOTO (nuuHas MONNMHUCDH)
apxmuBa) Jata
oT roga Ne

Omnwucos Ne




(Ha3BaHME  ONHUCH C

3a roJ1 (bl)

obuUaIbHBIM  HAaWUMEHOBAHUEM  OpraHU3aIUH)

Homep 3aronoBok ABtop Kpaitnue nater Mecto KomumuecTBo CocraB TekctoBoii Buemnue — Ilpumeuanwuc

eﬂ““B“’hé’ﬁfgfﬁ CpEENET: BT BRI ERSHE" PoTooTreHATROR SopaRQILy l?‘éfi%rfﬁ‘i?%“ﬂ%m o Ne

yucTa JAOKYMCHTANH
B TOM YuUCIeEe:
(umdbpaMu U NONPONMUCHIO)

JUTEPHBIE HOMEDaA

IPOIYLIEHHbIE HOMEpa U TEKCTOBAasl COMPOBOJMUTENIbHAS TOKYMEHTALMUS K
H u M
(GOTOOTIIEUaTKOB.

(uubpamMu wu

NPONUCHIO)
JONXKHOCTH
PacmudpoBka noanucu

(monxmuchsb)

HaunmMenoBanue
COCTaBUTEJIA OMUCH

Ji| a T a

CormacoBaHa

NPOTOKOJIOM 9K (9K) OpraHHU3alHUHU

or rona Ne o
dopmat A4 (210X297)

[Ipunoxenne 6
k [IpaBunam npuema, XpaHeHus,
ydeTa U UCITIOJIb30BaHUs
JokyMeHToB HanmoHnansHOro
apxuBHOTO (pOHIA U IPYTUX
apPXUBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMU U YaCTHBIMHU
apXuBaMH

®opma

Omics PoToTOKYMEHTOB

YTBepxkaeHa YTBepxaato
MPOTOKOJIOM JIIK MECTHOTO
HCIIOTHUTEIHHOTO oprana HaumeHnoBaHme JOJNXHOCTH

(pecnyOIHUKaHCKOTO
rocyaapCcTBEHHOTO

PYKOBOIUTEIISI
(nuuHas

OpraHu3aIu

Pacmudposka moamucu

NOANHUCH)

apxmusa) Jara
oT roga Ne

Onmwucob No o
(HazBanme omucu ¢  ODUIMANBHBIM  HAMMCHOBAHHWEM  OpPTaHHU3AIIHNH)

3a roJ1 (bl)



3aro0BoK

( Kosn4ecTBO eqUHUL XpaHESHHs/METPaK
Howmep
S AQHHOTALUS
wera [Ipon3BoacTBEHHBIH ) Astop [ata Mecto
y ’ oMep JIOKyYMEHTa CBEMKH CBEMKH CHEMKHU
CAUHIIE (na3BaHue H 6 I D
XpaHeHHs eratuB Jlyonb-Heratus [losutus dorto-oTneyaro:
maduIsMa
)
1 2 3 4 5 6 7 8 9 10
B manHBIN pa3nen Onucu BKIOYEHO enuHul xpaHeHusi ¢ Ne . o Ne
o B TOM YHUCIE:
(uudbpaMu U NPONMHUCHIO)
TUTEPHEIE Lomepa
IMPpOMYIICHHBIC HOMCPA N TCKCTOBAs COIIPOBOAUTCIIbHAA AOKYMCHTAIUA K
H u M
HaumenoBaHnue JONXHOCTH
COCTABUTENS ONMUCH PacmmmdpoBka noanucu
(monxgmuchs)
Jil| a T a
CormacoBaHa
NPOTOKOJTOM 9K (9K) OpraHU3alUHU
or rona Ne o
dopmar A4 (210X297)
[Ipunoxenue 7
k [IpaBunam npuema, XpaHeHwUs,
yue€Ta 1 UCIO0JIb30BaHUA
JnokymenToB HammonansHoro
apXuBHOTO (DOHMA U IPYTHX
APXUBHBIX TOKYMEHTOB
BEIOMCTBEHHBIMHU U YaCTHBIMH
apXUBaMH
®opma
Omuce JJIICKTPOHHBIX JOKYMCHTOB
Yr1BepxkaeHa Yr1Bepxaao
IPOTOKOJIOM OIIK MECTHOT O
HUCIOJTHHUTEIBHOTO oprana HaumeHoBaHue JOJXKHOCTH
(pecnyOIHKaHCKOTO PYKOBOIUTENSI OpTraHU3alHH Pacmmdposka moxmucu
TOCYIapCTBEHHOTO (nuaHas NOAMNHUCDH)
apxmuBa) [Hata
oT rogaNe

Onowucosb Ne




(HazBaHue omucu ¢  OQUUIHMANBHBIM  HAUMEHOBAHHEM  OpTaHU3AINH)
3a roJ1 (bl)

Homep Howmep 3aromosox Kpaitnue ®opmat O6bem CocraB texctoBoi Ilpumeuanune 1 2 3 456 7 8

S, SR pasmen oftién BRIFICEUHY® (  ComPOBORMeRgl ypamerms ¢ No o Ne

y4era XpaHEeHUs eIUHBl  JOKYMCHTOB TMOaiT IOKyMeHTAIIH

- yueba ) TOM YyHuCIe:
(umdbpaMu U NONPONMUCHIO)

JUTEPHBIE LHomepa

MPOIYIIEHHBIE HOMEPA YU TEKCTOBas COIPOBOAUTENbHASA NOKYMEHTALUUS K

H u M

HaumMeHnoBaHue JOIXHOCTH

COCTABUTEJISI ONHUCH PacmmdpoBka moamucu

(moaxmuchsb)

I a T a

CormacoBaH Ha

NPOTOKOJIOM 9K (9K) OpraHHU3alHUHU

or rojaa Ne .

dopmat A4 (210X297)

[Tpunoxenune 8
k [IpaBunam nprema, XpaHeHus,
ydeTa ¥ UCTIONIb30BaHHs
JIoKyMeHToB HammoHnansHoro
apXuBHOTO (hOHMA U IPYTHX
APXUBHBIX TOKYMEHTOB
BEAOMCTBCHHBIMHU 1 YaCTHBIMHU
apXHBaMH

dopma

Ommch Jie Hay9IHO-TEXHUIECKO# JOKYMEHTAIIMHA TOCTOSHHOT'O
XpaHeHHUA

Yr1BepxkaeHa YTBepxaato

IPOTOKOJIOM OIIK MECTHOT O

HUCIOJHHUTEIBHOTO oprana HauMmeHOBaHUue JONKHOCTH
(pecnyOmuKaHCKOTO PYKOBOAUTENS OpraHU3aINH Pacmmmdposka moxamucu
rFOCyAapCTBEHHOTO (nuuHad NOAMNHUCDH)
apxmusa) JHata

oT roga Ne

Omnmwucos Ne

(Ha3BaHME omUCH C  OQuUIUATBHBIM  HAUMEHOBAHUEM  OPraHU3AIMNU)
3a roJ1 (bI)



Homep  OGo3Ha49eHHE 351000k A B T O P (TF'on Konuuectso mucros

emuHuIbl 06bekTa  ( jeng OpraHU3alKUsA-Pa3pabOTUHK 3aBEPLUICHHS Tpumeyarn
ydera u3nenns, ) paspabOTKH rekcTOBBIX TpaduuecKux (BoTo
TEMBI)
1 2 3 4 5 6 7 8 9
B naHHBIN pa3nenn onucy BKIKOYEHO enquHul xpaHeHust ¢ Ne o Ne
B T OM Yy CIJC .

(umdbpaMu U NONPONMUCHIO)

JUTEPHBIE Homepa

NPOMYU[eHHBIE Homepa

HauMeHnoBanue JOJIXHOCTH

COCTaBUTENS OMUCH PacmudpoBka nmoanucu
(moaxmuchsb)

Jil| a T a

CormacoBatHa

NPOTOKOJIOM 2K (9K) opraHu3alnuu

or rojaa No L

®opmat A4 (210X297)

[punoxenne 9
k [IpaBunam npuema, XpaHeHus,
y4eTa U UCHOJIb30BaHUS
nokyMeHToB HamronaneHoro
apXUBHOTO (POHIA U IPYTHUX
ApPXUBHBIX JOKYMEHTOB
BEIOMCTBCHHBIMH M YaCTHBEIMH
apXUBaMHU

®opma

Ormmce Aen o TMIHOMY COCTaBY

YTBepXKITarmw
HaumenoBaHnue MOJXKHOCTH
PYKOBOJUTEJSI OpraHu3alluu
___________ PacmudpoBka
(Tu4YHasg MOJANKUCH) MOANUCH
JlaTa
® o H & No

O nowucob No

Ie1  TO0 JUYHOMY COCTaBy

(obunuanbHOE HAaMMEHOBAHHUE OPTaHU3AIUHU)
3a rof




HaumenoBanue pazaena (CTpyKTypHOTO MOApa3AeICHUs OPraHU3alu1)

IopsnkoBeiii UHnekc

3arosoBok nena (toma Jlate! mena (toma, KoxwmdectBo nucToB B aene (

IIpumeuanue

No nena , YaCTH) YaCTH) TOME, YaCTH)
1 2 3 4 5 6
B naHHBIM pa3znen CBOJHOW ONMCH BHECEHO nen ¢ Ne
(mudppaMu U MPOMUCHIO)
I 0 Ne o, B TOM yucie:
TUTEPHEB € HOMEDpa:
NPOMNMYIIEHHBHIE HOMEpa:
HanmMenoBanue n0OJIXKHOCTH Pacmudposka
COCTaBUTEJNS paszziesa CBOJHOM OIMUCH MOANUCHU

(TMYHAasgd NMONMUCH)

Jlara
CormnacoBana CormnacoBana
MPOTOKOJIOM OIIK MECTHOTO HCIIOJIHUTEIBHOTO
npotokonom I[OK (BK) opramusanum  oprana (pecnyOnukaHCKOTO roCyJapCTBEHHOIO
oT roma Ne apXHBa)
oT roga Ne
dopmat A4 (210X297)
[punoxenne 10
k [IpaBunam npuema, XpaHeHwU,
yue€Ta 1 UCIOJIb30BaHUA
JnokymenToB HammonansHoro
apXuBHOTO (DOHMA U IPYTHX
APXUBHBIX TOKYMEHTOB
BEJIOMCTBEHHBIMHU U YaCTHBIMH
apXUBaMH
dopma
Ommcs nen JoKyMeHTOB BpeMeHHOTO (cBbime 10 jet) xpaHeHus
YTBepXKITarmw
HaumeHnoBaHue HOJIKHOCTH
PYKOBOAUTENSA OpraHuU3anuu
PacmudpoBka
(Tu4Hasg MOJANKUCH) MOANUCH
Jd a T a
® o H & Ne L
O nowucob Ne

nen BpeMeHHoro (cBoiiie 10 jeT) XxpaHneHus

(OdunuanbHOE HAMMEHOBAHUE OPTAHU3AIMU)

3a rOJ




HaumenoBanue pazaena (CTpyKTYpHOTO MOApa3AeIeHUs OPraHU3alu1)

Iopsinkosenii Manekc 3aromoBox nema ( Hater mena ( Cpox KomnuectBo mHcTOB B Tpuveuarme
No nena TOMa, YaCTH) TOMa, YaCTH) XpaHeHus pele (ToMe, YacTH)
1 2 3 4 5 6 7
B nmanHbI pa3gen CBOAHOW ONMUCU BHECEHO nenm ¢ Ne
(nudppaMu U MPOMHUCHIO)
I 0 Ne o, B TOM yucie:
TJUTEDPHEHE HOMEDpa:
NPOMNMYIIEHHEBIE HOMEDpaA:
HanMenoBaHune IOJIXKHOCTH Pacmudposka
COCTAaBUTEJIS pa3jieja CBOAHOM OIUCHU MOAIIUCH
(MTMYHAasgd NMONMUCH)
Jil| a T a
CormacoBaHa
NPOTOKOJIOM 2K (9K) opraHu3alnuu
OT rojaga No

dopmar Ad (210X297)

IIpunoxenue 11
k [IpaBunam npuema, XpaHeHus,
y4eTa U UCHOJIb30BaHUS
nokyMeHToB HamronaneHoro
apXUBHOTO (POHIA U IPYTHUX
ApPXUBHBIX JOKYMEHTOB
BCIOMCTBCHHBIMH M YaCTHEIMH
apXUBaMHU

®opma

AKT 0 BBIJICIICHMH K YHAYTOXXECHHMIO JOKYMEHTOB, HE ITOIIEHKAIIIX
XPpaHECHHUIO

OduumanbHOE HAMMEHOBAHUE YTBepxKaaw
OpraHu3alnuu HanMeHoBaHKne NOKHOCTH
PYKOBOJIHUTENSI OpraHU3alluu

Pacmudporka

(Tu4YHaAsg MOANKWCH) MOANHUCH
JlaTa



MecToO COCTaAaBICHUSH
O BEIJIECIECHUH K YHUYTOXKECHUIO JTOKYMEHTOB,
He MOJJIeallHX XpaHEHHUI
Ha ocHoBanun

(HaI/IMGHOBaHI/IG, MCCTO U TOd H3JaHUA HepeqHﬂ JOKYMCHTOB C YKa-

3aHUEM CPOKOB HMX XpPaHEHUH)
OTOOpaHbl K YHHUUTOXKCHHIO KaK HE MMEIOIINE HAay4YHO-UCTOPUUYECKON LIEHHOCTU U
y TpaT™¥BIHU-E
NpPaKTHYECKOE 3HAUYCHHUE JIeTia U IOKyMEHThI apXUBHOTO (hOHIA

(HOMEp 1 Ha3BaHUE apXUBHOTO (POH[IA)

3aroioBoK Cpoku xpaHeHHs Jiena
Hata nena Munmekce nema (Toma,
, Jlela uiIu KomnuectBo (TOMa, YacTu) #
IMopsiaxoBeIi ., HUIHU 4acTH) mno
TpyNIOBOH N nen (tomoB, Homepa myHKTOB ( [Ipnmeuanne
Ne KpailHue HOMEHKJIaType WU N
3aTr0JIOBOK yacTei) MOANYHKTOB)  TIO
natel gen  Ne mena mo onucu
e [Iepeunto
Bcero J€I U JOKYMCHTOB 3a roaknl.

(uudbpamu u OPOMNUCHIO)
l'omoBbie pa3nenibl CBOAHBIX OMUCH AEN MOCTOSHHOTO XpPaHEHUs JAeN 3a
r 0 hi§ Bl
YTBEPKJEHBI, [0 TUYHOMY COCTaBy corjiacoBanbl mpotokosiom JIIK (mata u HOMED)

(HaMMEHOBAaHUWE MECTHOTO  HCHOJHUTEIBHOTO opraHa (pecnyOJIMKaHCKOTO

TFOCYyIapCTBEHHOTO apxuBa)
HaumenoBanue JOJXKHOCTH Juna,
OpOBOJAUBIIETO 00pabOTKYy PacmudppoBka
JOKYMCHTOB noagmnmucu
(JInuHasI TOJIMUCH )
CornacoBaH CornacoBaH
OIPOTOKOIOM OIIK MECTHOTO
HECHOMHITCALHOTO oprana MPOTOKOJIOM O9K  (BK) opraHu3amnuu
(pecmyOIKaHCKOTO TOCYJapCTBEHHOTO
oT roga Ne

apXxmuBa) - -
oT roga Ne

dopmat A4 (210X297)

[Tpunoxenne 12
k [IpaBunam npuema, XpaHeHus,
y4eTa U UCTOJIb30BaHUS



JokyMeHToB HanmonansHoro
apxuBHOTO (pOHIA M IPYTUX
ApXMBHBIX JOKYMEHTOB
BEIOMCTBEHHBIMH U YaCTHBIMH
apXuUBaMH

®opma

THTYIBHBI IUCT OIMCH JOKYMEHTOB IIOCTOSHHOI'O XPaHEHHS

(Ha3BaHUE TOCYIapCTBEHHOTO apXHBa)1

(Ha3Baunume GoHga)

(MecTO HaXOXJEHUS)

(Ha3BaHHE OMHUCH)
Kpaliane mathl TOKYMEHTOB

13aHOHHHeTCﬂ]BFOCYHapCTBeHHONIapXHBe

IIpunoxenue 13
k [IpaBunam npuema, XpaHeHus,
y4eTa U UCHOJIb30BaHUS
nokyMeHToB HamronaneHoro
apXUBHOTO (POHIA U IPYTHUX
ApPXUBHBIX JOKYMEHTOB
BCIOMCTBCHHBIMH M YaCTHEIMH
apXUBaMHU

®opma

ITepeuns npoekToB, MPOoOIEM, HAyIHO-TEXHUIECKAS JOKyMEHTAUs IO
KOTOPBIM ITOJIEXKHT
nepenade Ha rocyJapCTBEHHOE XPaHCHHE

Odunuanpuoe HalMMEHOBaHUE OpraHu3aluu

YTBepxXagarmw
HauMeHnoBanue MOKHOCTH PYKOBOJUTEINSI OpraHU3aIUU
PacmudpoBka nonnucu




(nuuHas
JlaTa
ITEPEUYEHD Ne

NOJNAMNUCH)

(BUJ HAyYHO-TEXHUUYECKOW JOKYMEHTAIUM)

ITPOCKTOB, npo6neM, HAaYyYHO-TCXHUYCCKAas NOKYMCHTAIWA 110 KOTOPBIM IMOAJIC)KUT

m e p € a1 a 9 €

Ha TFOCyJIapCTBEHHOE XpPaHEHHE

3a ToAbl
O6ocHoBanue  II
Opranuzanuu, !
. Obo3nauenne Haumenosanue Oran (o KomnuyectBo oTtbopa cp
[TopsakoBEIi . NPUHUAMABILHEC

Ne (nHIexc) HAYYHO-TCXHHIECKOH CTAIWA OKOHWaHWA |~ = YUCTHBHIX  JOKYMEHTOB Ha X[
B pa3paboTku  pa3pabOTKH ) paspaboTku ya3 AGorke | CAMHHL roCyIapCTBEHHOE IO
pasp XpaHeHHe ap

1 2 3 4 5 6 7 8 9

Bcero B ,HaHHBIﬁ IMCPCUYCHb BKIOYCHO

Ne
PykoBogutenbs BEIOMCTBEHHOTO (YacTHOT'O) apXuBa

pa3zpabotok ¢ No 1o

PacmudpoBka

NOAINMHUCH

(JI4HAsI TOJIMKCH)

CornacoBan CornacoBan
MPOTOKOIOM OIIK MECTHOTO
cIo e oro opraHa
HETOIITEALHOT prad MIPOTOKOJIOM 2K (9K) OpraHu3aluu
(pecmyOJIMKaHCKOTO roCyIapCTBEHHOTO
oT roga Ne
apXxXwuBa) - B
oT roja Ne
dopmar A4 (210X297)

IIpunoxenue 14
k [IpaBunam npuema, XpaHeHus,
y4eTa U UCIIOJIb30BaHUs
nokyMeHToB HamronaneHoro
apXMBHOTO (POHMA U IPYTHUX
ApPXUBHBIX JOKYMEHTOB
BEIOMCTBCHHBIMH M YaCTHEIMH
apXUBaMHU

®opma
KapTouka mocTemaxsoro Tonorpapuaeckoro ykasaremns

KAPTOUYKA ITIOCTEJIAXHOI'O

TOIIOT'PAOHNYECKOI'O YKA3SATEJIA

Cremtax Ne

JIuueBas CTOpOHA KapTOYKH
Apxusoxpanunuine Ne



Hemna

Mxad Ne IMonka Ne ApxuBHbIT GoHT Ne Ommcp Ne c Ne __ IMpumevanue
moNe
1 2 3 4 5 6
OO00poTHAsI CTOPOHA KAPTOUKHU
1 2 3 4 5 6
dopmat A6 (148X105)

ITpunoxenune 15
k [IpaBunam nprema, XpaHeHusl,
ydeTa ¥ UCTIOJIb30BaHHs
JIokyMeHToB HanmoHnansHoro
apXuBHOTO (hOHMA U IPYTHX
APXUBHBIX TOKYMEHTOB
BE/JIOMCTBEHHBIMH U YaCTHBIMH

apXHBaMH
®opma
3aka3 Ha BEIIady JOKYMEHTOB
HanMeHoBaHME BEJOMCTBEHHOI'O (‘{aCTHOFO) apxuBa OpraHu3anuu
3 AKAS3 PA3PEIIAIO 1:339i 0% JOKYMEHTOB
Ha BbIJauy JOKYMEHTOB
Ne PykoBongurenp apXxuBa OpraHu3alnuu
***** B ———~~ Iloanucs o Pacmudposka MOAIHUCH

(muaHas
(MecTo cocTaBleHUs)

Jlata

MOAMHUCH)

(pamunus, MHULMATIBl UCCIAEAOBATENs; pabOTHUKA CTPYKTYPHOrO MOAPA3IACICHU)

(Tema uccneaoBaHus)

. 3aroimoBoK
ApxuBnabld  Onuch Enmnuna
€M H U I b
horm Ne Ne xpaHeHus Ne
XpaHCHHUS
1 2 3 4

Pacmucka

Pacnimcka ~ paboTHHKa

moJb30BaTeNsI B
MOJIyYeHUU

5 6

YUTAJIBHOTO 3aJ1a B IIPUEME

dopmar A5 (148x215)

[punoxenne 16
k [IpaBunam npuema, XpaHeHus,
yue€Ta 1 UCIO0JIb30BaHUA
JOKyMeHTOB HarronansHoro
apXxuBHOTO (pOHIA U IPYTUX
APXUBHBIX TOKYMEHTOB
BEIOMCTBEHHBIMHU U YaCTHBIMH
apXUBaMH

®opma



AKXT 0 BEIZIa4€ JIeT, JOKYMEHTOB
BO BPEMCHHOE IIOIb30BaHHE

T'ocynapcTBeHHBI ] Iep® PecnyOnuku Kazaxctan
i 3MOieMa (TOBapHBIN 3HAK) OpTaHU3AIIH

OdunuanpHOE HaMMEHOBaHHUE
OpraHHW3amuu

(Ha pyCCKOM WV IHOM SI3EIKE)

OdunuansHOE HaVMEHOBaHHE OpraHU3alluu
(Ea rocyIapCTBEHHOM SI3BIKE)

AKT
(nata) N
Mecrto U30aHUI Mecto U3aHHus
(Ha TOCYTapCTBCHHOM SI3BIKE) (Ha pyCCKOM WIIM MHOM SI3BIKE)
o) BEHJade JOKYMEHTOB
BO BpCMCHHOC ITOJIb30BAHHC
Ha ocnoBanumn BBIIAIOTCS

CICAYIOIINEe CAMHUIIBI XpPAaHCHHS U3 apxuBHOro ¢ouga Ne
(ma3Banme poHmA)

. 3aronoBOK .
Ilopsinko T'omoBoii pasznen Ne enunuIa Kpaiinne Komnuuectso
N . e IHUHHUIBI IIpumeuanue
BBIN Ne CBOJIHOM omrcH aen Ne  XpaHEHHs JIaThl JINCTOB
XpaHEeHUs.
1 2 3 4 5 6 7
Bcero BbBIJJACTCA CAWHUL XpPaHCHHUA,

(uuppaMu U THOPONUCHIO)
CpOK BO3BpallleHUsA

Jlena BbIIaHBl B YHOPSAJIOYEHHOM COCTOSIHUU, MOJAIIMTHI, B OOJOXKKaX, C
NPOHYMEPOBAaHHBIMU JUCTAMU u 3aBEPUTEIbHBIMHU HAJMUCAMM.
[Tonyuarenb 00s13yeTcst HE MPENOCTABIATH /e, MOJTYUYEHHBIX BO BPEMEHHOE
0O0OJb30BAaHUE,
JUTSl 3aHATUM TTOCTOPOHHUM JIMIIAM, HE BbIIaBaTh MO HUM KOIIHMM, BBIMHUCOK U CIPABOK,
H e
nyOJMKOBaTh JOKYMEHThI 0e3 pa3pelieHus OpraHu3alliy, BbIJABIIECH Jena.
[Tonyyatens 00si3yeTcs BEpHYTh Jejia B BEJOMCTBEHHBIM (YacCTHBIN) apXuB
OpraHnwuws3ainuu B
YyKa3aHHBH B aKTe CpPpOK.
[TonydaTens mpemymnpexaeH 00 OTBETCTBEHHOCTH B cCliydae yTpaThl HIIH
I OBpEXJ€eHWU! s
NOJIyYEHHBIX BO BPEMEHHOE TOJIb30BAaHUE L.

HaumenoBanue JOJIXKHOCTH

PYKOBOAUTEIIA opraHu3anuu,
HanmenoBanune JOJI)KHOCTH PYKOBOOUTEIA

OopraHum3anuu, BBIJAIOICH aciia



PacmudpoBka monyuatonie i peia
(TMYHAS TTOAUCH) MTOAIUCH Pacmudporka
(TMYHAs TOAUCH) ITOAITHCH

Briman nena mo mopy4eHuro pyKOBOJCTBA

(HaMMeHOBaHUE OpraHU3AIHUU)
PykoBongwurteasb
apxuBa OpraHu3anuu PacmudpoBka

(ITudyHass MNOANHUCH) NOANHUCH
Jil| a T a
[IpuHsan pgena MO TOPYYEHUIO PYKOBOJCTBA

(HaMMeHOBaHUE OpPraHU3AIHMU)
PyxoBoagurteas

apxuBa OpraHu3aluu Pacmudposka
(ITudyHass TMTMOAMNUCHL) TNOANHUCH

I a T a

Hena BO3BpAIll€HBI B MOJIHOM o0Bbeme u COXPaHHOCTH

Cnan o MOPYYECHHUIO PYKOBOJACTBA OpraHu3aluu-N0JIydaTels

PykoBoanwurteas

apxuBa OpTraHH3al U Pacmudpoka
(TMyHasg TNOANUCH) TMNOAMNUCH

Jil| a T a

[Tpunsan neia o MIOPYUYEHUIO PYKOBOJCTBA, BbIJIaBIICH nena

PyxoBoagurteas
apxuBa OpraHu3anuu PacmudpoBka

(TudHass TOANUCHL) NOANHUCH
Jil| a T a
®dopmat A4 (210X297)

[Ipunoxenne 17
k [IpaBunam npuema, XpaHeHus,
y4eTa U UCIOIb30BaHUs
JokyMeHToB HanmonansHoro
apxuBHOTO (pOHIA U IPYTUX
ApPXUBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMU M YaCTHBIMU
apXuBaMH

dopma

Kuura BEIIa9u JOKyMEHTOB M3 apXHBOXPaHIININA

. . Enunnna Pacnicka
[MopsinkoBerid Jlata  ApxuBHEIH Ommchk Komy Pacnucka B [data
XpaHEHUs B IIpumeuanue
Ne BbImaun ¢oHg Ne  Ne BBIIAHO TOJYYEHUHM BO3BpaTa
No BO3BpaTe

1 2 3 4 5 6 7 8 9 10



Hroro B roAy BBIIAHO U3 apxuBoxpaHuimiia Ne

(uuppaMu U MPOMUCHIO)

COAHNHHNINO XpaHCHMTA.

HaumMmenoBaHue TOJXKHOCTH paboTHHUKa
COCTaBHUBIIIETO WTOTOBYIO 3amHCh Pacmudposka
(TuYyHasg MOANHUCH) MOAMUCH

dopmat A4 (210X297)

IIpunoxenue 18
k [IpaBuiiam ipuema, XpaHeHus,
ydeTa U UCTIONb30BaHUs
nokyMmeHnToB HammonansHoro
apXxuBHOTO (pOHIA U IPYTUX
ApXMBHBIX JOKYMEHTOB
BEIOMCTBEHHBIMH U YaCTHBIMH

apXHBaMH
®dopma
JIucT ucnoe30BaHusa JOKYMEHTOB
ApxuBHbIi o Ne Ommce Ne Heno Ne
Nata Komy Beimano: Xapaxrep HCII0Jb30BaHUs (Howmepa I[Moanuce nuna,
T
damunus, KOTIMPOBAHME, BBIMICKA, IPOCMOTP HCIIOJIH30BAHHBIX HCIIOIH30BABIIETO
UCIIONB30BaHUS
WMHHIUATIBI U JIpyToe) JMCTOB JIOKyMEHT
1 2 3 4 5
®opmatr A4 (210X297)

ITpunoxenue 19
k IIpaBunam nprema, XpaHeHus,
ydeTa U UCTIOIb30BaHus
JIoKyMeHToB HammoHnansHoOro
apXuBHOTO (DOHAA U IPYTHX
ApXMBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMH U YaCTHBIMU

apxuBaMu
®dopmMma
Kapra-3aMecTHTEIH> €AMHAILE XPAHCHUA
KAPTA-3AMECTUTEJIb EAMHWIIBI XPAHEHUA BBIJJAHO
Howmep Howmep Howmep €IMHU LB Kowy Harta Tosmcs Hdara Mosmcs
dbonma OITUCH XpaHEHUs BBIAYU BO3BparTa

dopmat A4 (210X297)

[Ipunoxenne 20



k IIpaBunam nprema, XpaHeHus,
ydeTa ¥ UCTIONIb30BaHHSA
JOKyMeHTOB HarmonansHoTro
apxuBHOTO (pOHIA U IPYTUX
apXMBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMU U YaCTHBIMHU
apXuBaMH

dopma
JIvict IpoBEpKH HAMMIHS M COCTOSHHUA apXMBHEIX JOKYMEHTOB

Hanuuus u coctosinust [okyMeHTOB doHaa No

(Ha3BaHUEC)
[IpoBepky mpoBoauIn

Hannune nokymeHTOB

BrIsIBJICHBI TEXHUYECKHE OLIHOKH

Howme
JlutepHbpie HOMepa, He IlpomylieHHBIE HOMEpA, Yucnures no
Kon-Bo Hdpyrue, B pe3ynbrare €IUHL
OTpPaXCHHBIC B HC OTpaXXCHHBIC B onucu B
CIMHUIL N N 4ero 00beM XpaHe!
Homepa WTOTOBOM 3aIucu UTOTOBOI1 3aIicu pe3ynbraTe
ommceii | PAHCHI, yCTpaHeHHs BpAAH
YHUCISANINXCS H € H €
o omicn H € TIepedncIIeHsl H € TEPETHCITEHBI YBETHUMIICH YMEHBIIIICA o CO X by
YUYTEHHBIC , HO YYTEHBl YYTCHHBIE , HO Y4YTEHBI Ha Ha ommbox OB
B 00BeMe B 00BbEME
1 2 3 4 5 6 7 8 9 10
HUtoro nmeeTcs B HAJIMYUHM BKJIIOYECHHBIX M HE BKJIIOYECHHBIX B OIHUCH
€I UHUI XpPaHEHUH .

(uudbpaMu U MPOMUCHIO)
HaumMeunoBaHnmue
JOJKHOCTENW paOOTHUKOB [Tonnucu PacmmdpoBka moamnuceit
A a T a
[Ipumeuanue: Ilpu mnpoBepke HAIMYUS W COCTOSIHUS ayJIHMOBU3YAIIbHBIX U
MAamMUHOYMUTAECM Bl X
(9JIEKTPOHHBIX ) TOKYMEHTOB BHOCSITCSI COOTBETCTBYIOIINE YTOUHEHUS

IIpunoxenue 21
k IIpaBunam npuema, XxpaHeHus,
ydeTa ¥ UCTIOIb30BaHMSA
JOKyMeHTOB HarmonansHoTro
apxuBHOTO (pOHIA U IPyTUX
ApPXUBHBIX JOKYMEHTOB



BCIOMCTBCHHBIMHU U YaCTHBIMU
apxXuBaMun

®dopma
AxT IIPOBCPKH HAJIMYHUS H COCTOAHHUSA apXUBHBIX JOKYMCHTOB

OdpuumanbHOE HAUMEHOBAHUE YTBepxkaarw
opraHuzanuu HanMeHoBaHUE HOTKHOCTH
PYKOBOJUTEJSI OpraHU3allUu

Pacmudporka
(Tu4YHasg MOJANMKUCH) MOANMUCH

JlaTa
AKT
MecrToO COCTABIECEHHUH
I[IpoBepku HaJlW4Us u COCTOSHHU S e
(TOCTOAHHOTO, BPEMEHHOTO XpaHeHUs, o JIUYHOMY COCTaBYy)
ApXuUBHB U boHI Ne o

Hacrosgmuii akT cocTaBJICH KOMHCCHUEH B COCTaBe
(®UO npencenaTtens U 4JIEHOB

B CBS3U C
KOMUCCHH) (ocHOBaHMeE: TUTAHOBAs MPOBEPKA, MEPEMEIICHUE S U TaK Jaliee)
[IpoBepka mpoBoaumaacs ¢ no
[IpoBepkoU YCTAHOBIIEHO, YTO:

1. Bcero uncnutest mo onucsM Jel nieJl, B TOM YHCIE,

(mudppaMu U NMPOMHUCHIO)
10 OMHCSAM JIell, YTBEPKIACHHBIM (COTJIACOBAHHBIM )

(HaMMEHOBaHUE MECTHOTO

UCMOJIHUTEIIBHOTO OpraHa (pecnyOJMKaHCKOTO TOCYJapCTBEHHOTO apxuBa )

__________________ oe.
(uudbpamu 151 NPOMUCHIO)
2. Bcero He oka3anoch B HaJW4YUH 1€, B TOM YuCIe,

(muudppaMu U MPONMUCHIO)
0 OMHUCSIM JIeJl, YTBEPKJACHHBIM (COTJIaCOBAHHBIM)
(HauMeHOBaHUE MECTHOTO

UCIIOTHUTEIPHOTO  OpraHa  (pecrmyOJMKaHCKOTO TOCYJapCTBEHHOTO  apXuBa)
_____________________ oen.
(nudbpamu u NPOMNHUCHIO)



3. NUmMmerwT JUTEPHBIE HOMEDpaA:
1) HEe y4TeHBl B MTOTOBBIX 3aMMUCAX OMUCEH JIe]I;

(uudppaMu U MPOMUCHIO)
2) HE MEePEYHCIICHHBIX, HO YUYTCHHBIX B MTOTOBBIX 3aIUCSIX OIMHUCEH

____________________ HEel.
(undbpamu " NPOMNUCHIO)
4. [TponymeHno HOMEPOB:

1) HE y4TeHbl B UTOrOBBIX 3aIMKCSAX OMUCEHN ISR

(undppaMu U NPONMHUCHIO)
2) He MEepeyUCICeHHbIX, HO YYTEHHBIX B HMTOTOBBIX 3alHUCIX OMNHUCEH

________________________ oed.
(nmdbpamu u NPOMUCHIO)

5. HenpaBuiibHO pa3MelIeHHBIX J€J1, OTHOCAUIUXCS K APYTUM apXUBHBIM (OHAAM,
_______________________ oel.
(nuudbpamu u NPOMUCHIO)

6. Oka3zanoch B HAJTMYUH [0 JAHHOMY apXMBHOMY (POHY (BKJIFOUEHHBIX B OIKCH)

_______________________ Je.
(uudppamu U NPONMUCHIO)
7. UMeeTcsa He BKIIOYEHHBIX B OIIMCH €I JIen,

(mnudpaMu U NPOMUCHIO)

8. Bcero mo manHoMy apxuBHOMY (POHIY (BKIIOUYEHHBIX M HE BKIIOUCHHBIX B

Ol uUu Cc U I e )
uMeeTcs B HaJIU4YuU nedn,

(umdpaMu U TPOMNUCHIO)

u 3 H U X
1) TpebOyromux nae3uHbEKIIHU Ten;
(uudppamMu U ONPOMUCHIO)

2) TpeOyromux Ie3UHCEKIIHU Tell.
(nudpaMud M NMPONMUCHIO)

3) TpeOywmuX pecTaBpaluu Tell.
(nndpaMu M NMPONMUCHIO)

4) TpeOyromux neperieTa U MNOAIINBKA Jell.

(g pamMu 1 MPOTUCHIO)
5) TpeOyrommx BOCCTAaHOBJICHHUS 3aTyXalOIUX TEKCTOB

(undbpaMu U MPOMUCHIO)

hi§ e b
6) HEHCHpaBUMO MOBPEXKICHHBIX aer.
(mudppaMu U MPOMHUCHIO)
7) TpeOylomMuX TEeXHUUYEeCKOW 00pabOoTKu ned.




(uudppaMu U MPOMUCHIO)
8) BBIITAaHO BO BPEMEHHOE TOJIb30BaHUE Jen.

(mnudpaMu W MPOMUCHIO)
9. O6mas XapaKTEpUCTHKA COCTOSIHUS M YCJIOBWUM XpPaHCHUS JTOKYMEHTOB,

O CH OB H B ¢
OTpUIIATCIIbHBIC SBJIICHUS B COCTOSSHUM W YCJIOBUSX XpaHCHHUS JOKYMCHTOB

[IpoBepky mnpoBoaunu (HamMeHoBaHusa noikHOocTed, DOUO paboTHHKOB
BEIOMCTBEHHOTO

(uacTHOTO) apxuBa OpraHU3aluu).
[Tpunoxxenue: JINCTHI MPOBEPKU HAIMYUS U COCTOSTHUS e Ha 1. B 9K3. Ha
rOCy1apCTBEHHOM u PYCCKOM S3bIKAX.
[Ipencenarens KOMHUCCHUH Pacmudposka

(I1udyHass MNOAMNUCHL) NOANHUCH
HiieHbl KOMHCCUU PacmudpoBku

(IMYHBIE MNOANMHUCHU) HOANMHUCEH
I a T a
dopmat A4 (210X297)

ITpunoxenue 22
k IlpaBunam npuema, XxpaHeHus,
ydeTa U UCIIOJIb30BaHUs
JOKyMeHTOB HarmonansHoTro
apxuBHOTO (pOHIA M IPyTUX
apXMBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMU U YaCTHBIMHU
apXuBaMH

®dopma
Kaprouka ydera HeoOOHAPYKEHHBIX apXMBHBIX JOKYyMEHTOB

KAPTOYUKA VYETA HEOBHAPYJ>XEHHBIX APXWMBHBIX
JJOKYMEHTOB
doupg No

B apxuBoxpanununie

(Ha3BaHUE APXUBOXPAHUIHUIIA)
Hazpanue  donga

JlaTa HEOOHAPYKEHUS JOKyMEHTa

Howmep Homep enmummner  3aromoBok emmHuel Kpaitame  Kon-Bo nmcToB (Bpemst 3By9aHHS,
OIuCH XpaHEHUS XpaHEHUS JIaThl METpax)

(Jiu1ieBasi CTOpoHa) ®dopmat A6 (148 105)



OTtMmeTKa 0 XOJ€C pO3bICKA P€3yHLTaT PO3bICKa

(oGopoTHas cTopoHa)
®opmar A6 (148 105)

IIpunoxenue 23
k [IpaBunam npuema, XpaHeHus,
y4eTa U UCIOJIb30BaHUs
nokyMeHToB HamronanbeHoro
apXUBHOTO (POHA U IPYTHUX
ApPXUBHBIX JOKYMEHTOB
BCIOMCTBCHHBIMH M YaCTHEIMH
apXUBaMHU

®opma

KHxura ydera NOCTyIUIEHUA ¥ BEIOBITHA JOKyMEHTOB

HaunmenoBanue [Hoctynnenue ONMCAHHb

opranuzanuu (

cTpykrypHoro HaumenoBanue
Hata MOJpa3/ieNIeHus , HOMep U Jata
HNOCTYMJECHHUS , JOKYMEHTa, MO

JIOKYMEHTOB
Haszsanne n Y

HOMED Kpaitane Konnuectso men
apXMBHOTO  JaTBhl

ITopsnkoBblit (doHza, ONUCH TTOCTYMUBIIUX

Ne 1 Hu JOJDKHOCTHOTO KOTOPOMY OCTVIMBIX |1 1 1
B BBIOBITHSL  JIUIIA, apXUBa), TOCTYIUIU Y BPCMEHHOI0 1T
. HIu BHIOBIBIIMX  ITOCTOSHHOIO ( 10
JIOKyMEHTa OT KOTOPOH HJIM BBIOBLIH XDAHCHUS CBBIIC T
BBIOBIBIIUX  JIOKyMEHTOB  XP ner) o
MOCTYITHITH JIOKYMEHTBI
JOKYMEHTOB
WU BBIOBLIN
JOKYMEHTBI
HUroro B rogy HOCTYHHUIIO S INHHAI]
XpaHCHHUAIA, B TOM UYUCIC:

(uudpaMu U NPOMUCHIO)
(mOKa3BIBAIOTCS pa3/ieIbHO WTOTOBBIC AaHHBIE 1O Tpadam 7, 8, 9, 13 KHuUTH);
BBIOBLIIO eANHUI] yueTa (+ JOKYMEHTOB, JTUCTOB), B TOM

4y W ¢ I €

(nudppammu u NPOMUCH IO )
(TTOKa3BIBAIOTCSI Pa3/eIbHO WTOTOBBIC daHHBIC 1O rpadam 10, 11, 12, 14 kuurm).
HaumeHoBaHHMe MOJDKHOCTH pabOTHHKA, Pacmmmdposka
COCTAaBHUBIIECTO HTOTOBOIO TOJOBYIO  3aIlUCh IO IITHCH

(IudyHass NOAMNMUCDH)
PykoBoauTenbr BEIOMCTBEHHOIO (4acTHOTO)
PacmwudposBcka

apXxWBa OpTraHU3aIuu (MUYHAas MOIIHUCH) MMOJIUCH
JlaTa

IIpunoxenue 24



k IIpaBunam nprema, XpaHeHus,
ydeTa ¥ UCTIONIb30BaHHSA
JOKyMeHTOB HarmonansHoTro
apxuBHOTO (pOHIA U IPYTUX
apXMBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMU U YaCTHBIMHU

apxuBaMu
JIMCT-3ABEPUTEJIb IEJIA

®oug Ne Onmuce Ne Hemo Ne
B neno nmoammuTo U npoOHYMEpPOBAHO nuct (OB), B TOM YHUCIIE:
JIUTEPHBIE NoNe JIUCTOB
IPONYILEHHBIE NoNe JIUCTOB
IPOHYMEPOBAaHHbBIE YUCTHIE JUACTHI
+ JUCTOB BHYTPEHHEH OTNUCH

YureHo OJOKYMCHTOB B BHIAC BJIOKCHUU U HpHHOH(GHHﬁ, HC IIOIJICKAIINX

HyMEpaluu

(pa3HOBUIHOCTU JOKYMEHTOB M X KOJIMYECTBO)

OcobOeHHOCTH (I)OpMI/IpOBaHI/IH, O(I)OPMJ'ICHI/IX, (I)I/I3I/I‘~ICCKOFO COCTOSAHUA U YUCTa JOKYMCHTOB JCJia NeNe jrcToB

1 2
1. Bpomropsl u apyrue nmevyaTHBIC U31aHUA
2 . Jm cT o B KH
3. Brpesku U 3 raser
4 . OTEKODPpPBHTTE KHTH
5. KoHnBeprTH
6 . Mapkmu MOYTOBEE
7. Mapku repOboBEH €
8. IMremnenu MOYTOBEIE u apyrue
9. CnenuanbpHblE HOUYTOBEIE OTMETKH
10. Cypryunsie, MaCTHUYHBIE nevyaTu
11. D®POTOXOKYMEHTBH
12.  KapTel, mmaHbl, 4YepTeXH M JApyras HaydyHO-TE€XHHYECKas JOKyMEHTAaIUs
13. Pucynku, rpaBHODBHI, akBapenu
14. ABTOoTrpads BUJHBIX aedaTtenei
15. CkneeHHEBE IHUCTBHI
16. Yrpara 4acCTH JUCTOB
17. Yracarommii TEKCT
HaumMmenoBaHHe IOJIKHOCTH JIHIIA, PaCI_III/I(prBKa

3aII0JIHUBIICTO JIUCT-3aBCPUTCIIb AcJia

MOIIINCH

JaTta
IIpumeqanue:
1. JIUCT-3aBCPUTCIIb COCTABJIACTCA JIA yd€Ta
dukcany 0COOEHHOCTEN UX HyMepaIuu

(TuyHasg NOJANMHUCH)

KOJIMYCCTBA JIMCTOB B ACJIC U



2. IMCT-3aBEPUTEIb COCTABIIAECTCS HA OTAEJIBHOM JIUCTE (JIMCTaX) U MOJIIINBAETCS B
KOHIIE Jelia
3. B JHCTe-3aBEpUTENIC yKa3bIBaeTCs MUGpPaMH M TMPOMHUCHIO KOJIUYECTBO
IPOHYMEPOBAHHBIX JIMCTOB JieJla U OTAENbHO, Yepe3 3HaK "+" (IJI0C), KOIUYECTBO
JIMCTOB BHYTPEHHEU ONMKCH TOKYMEHTOB Jeja
4. B nucTe-3aBEpUTENEC OTMEYAIOT CIEeNYIOIHEe OCOOEHHOCTH HyMepalluu,
odopmiieHUS U (PU3NYECKOTO COCTOSIHUS JJOKYMEHTOB Jeja

1) cpeacTBa modToOBOro OOpaimieHus (Mapku BCEX BUIOB, KOHBEPTHI, OTKPHITKH,

OJIaHKH, IITEMIICIIH, IIITAMIIBI, TJIOMOBI )
2) mevatv U UX OTTUCKHU

3) aBTOrpadbl BUIHBIX TOCYAAPCTBEHHBIX U OOIIECTBEHHBIX JEATENICH, neaTenei

HAYKH, TEXHUKHU U KYJIbTYPBI

4) GoTOIOKYMEHTHI

5) pucyHkH, rpaBIOpbI U aKBapeIn

6) kpynmHO(OpMaTHBIC TOKYMEHTBI

7) CKJIEEHHBIE JIUCTHI, TOBPEKIACHUS TJOKYMEHTOB

8) nuCTHI ¢ HaKIeeHHbIMH (PoTorpadusiMu, TOKyMEHTaMHU

9) KOHBEPTHI C BIOKEHUSIMU U KOJMYECTBO BJIOKEHHBIX B HUX JINCTOB (MPEIMETOB)

10) 1OKyMEHTBI, UMEIOLIUE CAMOCTOSITEIbHYI0 HyMepaluio (B TOM YHCIE U

Turnorpadckue MaTepuabl), U KOJUYECTBO UX JIUCTOB (CTPaHUIL)

5. ecnau Ha OJTHOM JIMCTE JieJia UMEeTCS HECKOJIBKO 0COOEHHOCTEH O(pOopMITCHHUS
JIOKyYMEHTa, TO B Tpade 2 nucra-3aBepuTelNiss MPOCTABISETCS HOMEP 3TOrO JIMCTa
OPOTUB KaXX10M no3uuuu rpadsl 1

6. ecu B JIOKyMEHTE HAa OJIHOM JIUCT€ UMEETCS HECKOJIbKO MapOK M MHBIX
MatepuaioB, To B rpade 2 B ckoOKax mocje HOMEpa JIMCTa Jeja YKa3bIBaeTCs UX
KOJIMYECTBO

7. ecnu B Jielie UMEIOTCS MPEIMEThI, HyMepallusi KOTOPhIX HEBO3MOXKHA U3-3a
0COOCHHOCTEH MaTepralia, U3 KOTOPOro OHHM HCIIOJIHEHBI (CTEKJI0, METaJI, TKaHb U
Ipyrue), To B rpade 2 yKa3plBalOTCS HOMEpa JUCTOB, MEXAY KOTOPBIMH HaXOJIUTCS
JAHHBIN ITPEAMET

8. Bce MOCHeayIoNue U3MEHEHUS B COCTaBE M COCTOSIHUM JieNia (MTOBpexICHUE,
3aMeHa TMOJJIMHHBIX JOKYMEHTOB KOIMHSIMH, MPUCOCAMHEHHE HOBBIX JOKYMEHTOB)
OTMEYAIOTCs B JIUCTE-3aBEPUTEIIE CO CCHUIKOM HA COOTBETCTBYIOIIUI aKT

9. nucT-3aBepuTebh HE HyMEpPYyeTCs
dopmat A4 (210X297)

IIpunoxenue 25
k IIpaBunam npuema, XpaHeHus,
y4eTa U UCHOIb30BaHUS
nokyMeHToB HamronanbHoro
apXUBHOTO (POHIA U IPYTHUX



ApXMBHBIX JOKYMEHTOB
BEIOMCTBEHHBIMH 1 YaCTHBIMH
apXHBaMH

®opma

ITacmopT BeZ1IOMCTBEHHOTO (9aCTHOT'0) apXHBa OpraHHW3AIIHH,
XpaHAMIEr0 HAyIHO-TEXHUIECKYIO JOKYMEHTALIHIO

Komy nipencrasnsercs

(opunmanbHOE HAMMEHOBAHHUE TOCYJIAPCTBEHHOTO aApXMBA U €r0 MOYTOBBIM
a o1 p € ¢ )
Kewm mpencrasnsercs

(odunmaap HOC HAMMEHOBAHHUE OTYUTBHIBAIOIICHCS OPTaHU3AIMU U €TO IMOYTOBBIH
a a1 p e ¢ )

(dbopma cOOCTBEHHOCTH OTUUTHIBAIOLIEHCS] OpraHU3AIIN )
IITACITIOPT
apXWBa OPTaHU3AIMH, XPAHAIIETO HAYYHO-TEXHUYECKYIO TOKYMCHTAIIUIO,
va | ngexabps rojaa
1. OOmue cBeneHus

KommgectBo CANHUL XPAHCHUA

[opsinkoBbIi .
No Ioxasarenn Beero KpanHHUC NaThI XpaHHUTCA CBEpPX YCTAHOBJICHHOTO (
HauanbHAs KOHEeuHasr AOTOBOPHOIO) CPOKa
1 2 3 4 5 6
Hayuno-uccnenoBarenbckas
Koncrpykropckas
Texuonoruueckas
[IpoexTHast

IIpoune BubI

Bcero

2. HayyHo-TexHMUYECKas JOKYMEHTaIusl, OTHECEHHas K cocTtaBy HannoHnaibHOrO
apXuBHOro (poHa

KomuuecTBo . KonuuectBo enuHuL XpaHEHUs

[IepeYHEel IIPOEKTOB, Kpaitnme natel
npobuem,
Hay4HO-TEXHUYECKas

[Tokazarenu JIOKYMEHTalusl I10 BHECEHHBIX
KOTOPBIM MOJIEKUT

nepepade  Ha

KpaliHuE AaThbl

ITopsnkoBblit
Ne
HayajibHas KOHeyHas B OIMCH HavajibHas KOHEYHas

roCyAapCTBEHHOE
XpaHeHHne



1 2 3 4 5 6 7 8
HayuHo-uccnenoBarenbckas
Koncrpykropckas
TexHonoruueckas
[IpoextHas

[Ipouue BuabBI

Bcero
3. YnpaBieHueckas JOKyMEHTalus
KomngectBo equHuUI XpaHeHUs
M3 HHUX BHECEHO B OIHCH,
YTBEpKICHHbIE (COTJIACOBAHHBIE)
TTopsAKOBBIH KpaliHu€E JaThl OIIK MecTHOro HCHONHUTENbHOro XPAaHUTCS CBCPX
Ne Hoxasarema BCEro opraia  (pecnyO0IMKaHCKOIO YCTaHOBJICHHOTO
roCyIapCTBEHHOT'O apXH1Ba) (10r0BOPHOTO)
. CpoKa
KpaifHue TaThl
HavaJbHAs KOHEYHAsl BCETO
HavaJbHAS KOHEeYHast
1 2 3 4 5 6 7 8 9
| [locTosiHHOTO
XpaHEHUS
) ITo nuynomy
COCTaBYy
3. Kagpsl
Ycaos
TOKYM¢
momue
ApXHB(
HET; Cy
TEeMEH
Otome¢
. METHOC
[opsinkoBbrit Ne Buns! apxusoB KommgaecTBo mTaTHBIX paOOTHUKOB Cremia
1 2 3 nepes
1 Hayuno-TexHu4eckoil JOKyMEHTaluu KOMOHI
. [Ixadr
2 YnpaBieHueCKOH JOKYMEHTAIIUN b
MeTais
Curnan
€CTh,
OXpaH}
Yurane
Temneg
pext
co0uto
co0IIr0
HaumMeHOBaHUEC JONXHOCTH
PYKOBOIUTEISA OpTaHU3aNUHN PacmudpoBka
(muuHas MOAMUCH ) NOAMUCH

Pl a T a



(bamumust 1 TeIEPOH HCITOTHUTEIS)

dopmar A3 (297x420)

IIpunoxenue 26
k [IpaBunam npuema, XpaHeHus,
y4eTa U UCIO0JIb30BaHHUS
nokyMeHToB HamronanbeHoro
apXUBHOTO (POHIA U IPYTHUX
ApPXUBHBIX JOKYMEHTOB
BEIOMCTBCHHBIMH M YaCTHEIMH
apXHUBaMHU

®opma

ITacopT apXHBa OpraHW3alAH, XPAHAIIETO IEKTPOHHELIE JOKYMEHTHI

Komy npencrasnsercs

(opumanbHOE HAMMEHOBAHHUE TOCYIAPCTBEHHOIO APXMBA U €r0 MOYTOBBIN

a o1 p € ¢ )
Kem mpencrasnsercs

(Oq)HHI/IaJ]BHOC HAaNMMCHOBAHUC OTqHTBIBammeﬁCH OpraHu3anmu 1 €ro IMOYTOBBIM

a o1 p € ¢ )

(bopma COOCTBEHHOCTH OTYHUTHIBAIOIICHCS OpTraHHu3aIuN)
ITACITOPT
apXvBa OpraHW3alNH, XPAHAIMIETO JJIEKTPOHHBIE TOKYMEHTHI,

Ha 1 mexabps roga

1. CBenenust 00 NEKTPOHHBIX JOKYMEHTaX

Caenenns 00 3JIEKTPOHHBIX TOKyMEHTaxX

Koxmuectso KOJIMYECTB Kpainue gar
. O0beM OJIMHCCTBO 00BeM P © Aatet
IMopsaKoBBIi crierupUISCKux . eNWHHUIL
IToka3arenun 3anMCaHHOM 3aIUCaHHON
No nHGOPMAIIMOHHBIX o XpaHECHHS
uHpOpMAIIU naopMauu
peCypCoB SNEKTPOHHBIX dop HayaJibHas KOHCYHAas
(Mbr)
JIOKYMEHTOB

1 2 3 4 5 6 7 8

2. Kaapsl

Ycnos:
JIOKYM¢
moaue
ApxuB(
HET; Ccy
TEMHEH
Ororuie
MEYHOC



Ne Bunel apxuBoB
1 2

1 DJIEKTPOHHBIE TOKYMEHTBI

HaumMmenoBanwue
PYKOBOIUTEISA
(TMYHAS TOJAMUCH) MOAKUCH

opraHu3anuu

(pamunust 1 TenedoH UCHOITHUTEINS)

KommgecTBo mratHbIX pa6OTHI/IKOB

3

JONXHOCTH
Pacmudponka

dopmar A3 (297x420)

IIpunoxenune 27
k [IpaBunam npuema, XpaHeHHs,
ydeTa U UCTIOb30BaHus
JIoKyMeHToB HammoHnansHoro
apXxuBHOTO (pOHIA U IPYTUX
apXMBHBIX JOKYMEHTOB
BEIOMCTBEHHBIMH U YaCTHBIMH
apXuBaMH

®dopma

HaCIIOPT apXWBa OpraHu3aliiy, XpaHAIICro ayaTnOBH3yaJIbHYIO

ITOKYyMEHTAIHIO

Komy nipencraBnsercs

Crenna
qepes
KOMOHI
xads
MeTaml
Curnan
€CTh,
OXpaH}
Yurane
Temmer
pexi
co6urto
c00J10]

(O(i)I/IHI/IaJIBHOG HAaMMCHOBAHUC I'OCYAAPCTBCHHOT'O apXHBa U €TI0 MMOYTOBBIN

a a1 p e ¢ )
Kem mpencraBnsercs

(odunranrbHOC HAMMEHOBAHUE OTYMTHIBAIOMICHCS OPraHU3aIlid U €T0 TTOYTOBBIN

a n p e ¢ )

(bopma COOCTBEHHOCTH

OT‘II/ITI)IBaIOHlefIC}I

OpraHHU3aIluu)

ImACII OPT
apxuBa OpPraHU3alUU, XPAHALIETO AYyAUOBU3YAJIbHYIO JOKYMEHTALUIO,



Ha | nexkalOps rojxa

1. KunogoxymeHTbI
KonmnuecTBo enuHuL XpaHeHUs!

KpailHue naTel U3 HUX BHECEHO B OIHUCH,
yTBepKeHHbIe (cornacoBanHble) DK
MECTHOT'O HCIIOJHUTEIBHOTO opraHa (

. XpaHUTCS CBEPX
TlopsiakoBblit
€CITyOJIMKaHCKOTO TOCYIapCTBEHHOTO
No [Mokasarenn peciry yAap YCTaHOBIIEHHOTO
= BCETO apxuBa)
HayaJlbHas KOHEYHas (moroopHoro)
cpoka
KpaiiHHe 1aThbl
BCETO
HavaabHas KOHEYHast
1 2 3 4 5 6 7 8 9
| Ha 35-mm
TUTCHKE
) Ha 16-mm
TUICHKE
2. ®OTOAOKYMEHTHI
KomnuectBo CANHUI] XpaHCHU
KpaifHue aThl 13 HUX BHECEHO B OIIUCH,
YTBEpPXKICHHBIE (
cornacoBanubie) OIIK
TopsTkoBEIit MECTHOTO XpaHUTCS CBEPX
Hoxasareinn YCTaHOBJIEHHOTO
No BCEro HCIOJHHUTEIBHOTO opraHa (
HavyalbHas KOHEYHAs peciyOIMKaHCKOIOo (moroBopHoro)
rOCyIapCTBEHHOTO apxuBa) CPOKa
KpaiiHHe 1aThl
BCETO
HavaJgbHAs KOHCYHAS
1 2 3 4 5 6 7 8 9
4YepHO-0eJble
1 Herarusbt
LBETHBIE
ITo3uTuBBI Ha YepHO-OembIe
) MJICHKE,
JMATIO3UTHBEL  [|geTHBIE
(cmaiier)
3 DoToOTIIEYATKH
KOJINYECTBO
aTb00MOB
4 ®DoT0aas00MBI
KOJINYECTBO
CHHMKOB
3. ®OHOAOKYMEHTHI
KoanuectBo CAVHUIL] XpaHCHU
KpaifHue 1aThl W3 HHUX BHECEHO B OIHCH,
YTBEpKIEHHBIE (COTIIACOBAHHBIC)
Mops Ko OIK MeCTHOTo HCIONHUTENBHOTO XpaHHTCS CBEPX
No [Tokazarenu opraa  (pecryOIHKaHCKOTO  yCTAHOBIEGHHOTO
e BCETO

HAuANLHAS KoHeuHas TOCYAAPCTBEHHOIO apXUBa)



BCEro  KpailHHue JaTbl (moroBopHOTO)

HayangbHas ~ KoHeyHas ~ CPOKa
1 2 3 4 5 6 7 8 9
| MaruutHsie
3aITUCH
) I'pammocdoHHBIE
3aMuCH
3anmucu Ha
3 IPpyTrux
HOCHUTEIAX
4. Buaeo10KyMEHTBI
KonudecTBo equHUI XpaHESHHUS
KpaifHHue 1aThl W3 HHUX BHECEHO B OIHCH,
yTBepkIeHHbIe (coracoBaHHbIe) DITK
TTopsiAKOBBIH MECTHOT'O HCIOJIHUTEIbHOro oprana ( XPaHHTCA CBCPX
IToka3aTenn
Ne oKazaren BCEro peciyOIIMKaHCKOTO rocyapcTBeHHoro Y CTaHOBJICHHOTO
HayajabHasg KOHEYHAas apXuBa) (moroopHoro)
N Cpoka
KpaifHue 1aThl
BCETO
HavaIbHas KOHEYHast
1 2 3 4 5 6 7 8 9
5. Kaapsr
Ycnos:
TIOKYM¢
moage
ApxuB(
HET; Ccy
TEeMH
ITopsinkoBbrit No Bune! apxuBoB KomnnuecTBo mTaTHBIX pabOTHUKOB Orore
MEYHOC
1 2 3
Crenna
1 dunpMoTekH nepes
2 ®doToTexu Kombui
[Ixadr
3 ®DoHOTEKU b
MeTams
4 Bupneorexu Curuan
€CTh,
OXpaH}
Yurane
Temmneg
pexti
co0mr0
co0JI10]
HauMmenoBaHwue JOMNXKHOCTH
PYKOBOIUTEISA OpTaHU3aNUHN PacmudpoBka

(TMYHAS TOANUCH) MOAIHUCH



(pamuust n TenedoH UCHIOITHUTEIS)

dopmar A3 (297x420)

IIpunoxenue 28
k [IpaBunam npuema, XpaHeHus,
y4eTa U UCHOJIb30BaHUS
nokyMeHToB HamronaneHoro
aApXUBHOTO (POHA U IPYTHUX
ApPXUBHBIX JOKYMEHTOB
BCIOMCTBCHHBIMH M YaCTHBEIMH
apXUBaMHU

®opma

ITacoopT BeIOMCTBEHHOTO (4aCTHOT0) apXHUBa OpraHU3AIINH,
XPaHAIIET0 YIPaBICHIECKYIO JOKYMEHTAIIHIO

Komy nipencrasnsercs

(opunmanbHOE HAMMEHOBAHHUE FOCYJIAPCTBEHHOTO ApXMBA U €r0 MOYTOBBIM
a o1 p € ¢ )
Kem mpencrasnsercs

(odunmanprHOC HAMMEHOBAHHUE OTYUTBHIBAIOIICHCS OPTaHU3AIMU U €TO IMOYTOBBIH
a a1 p e ¢ )

(bopma COOCTBEHHOCTH OTYUTHIBAIOIECHCS OpraHHU3aIUN)
I ACIIOPT
apXuBa OpTaHU3AIlUM, XPAHAINIETO YIPABICHYECKYIO TOKYMCHTAIIHIO,
Ha 1 npekabps rojaa
1. OOmue cBeneHus

Topsinkoserit KonmndectBo apxuBHBIX Inomanps apXuBOXpaHWIHIL B 3arpy’kKeHHOCTH apXMBOXPAHIITHII]
Ne ¢hormOB KBaJPaTHBIX METPAX B IIPOLICHTaX

1 2 3 4
2. CBeneHus O TOKYMEHTax

KomnuuectBo CAVHUI XpaHCHUA

KpalHHe 1aThl W3 HUX BHECEHO B OIIUCH,
YTBEpXKICHHBIE (
cornacoBanubie) OIIK
TopsTkoBEit I MECTHOTO XPaHHTCS CBEPX
No BCEro UCIIOJIHUTENFHOTO opraHa ( YCTaHOBJICHHOIO obpasyercst
HavYaJIbHasA KOHEYHAas peCHy6J'II/IKaHCKoro (JIOFOBOpHOFO) B TIOX AelI

rOCyIapCTBEHHOr0 apxupa) CPOKa

KpaiHue 1aThbl
BCETO
HayaJlbHasl KOHEeuHas



1 2 3 4 6 7 8 9 10
| [TocTosiHHOTO
XpaHCHHUS
) [To nmuHOoMy
COCTaBy
3. Kagpsr
[TopsinkoBbrit No KonuiecTBo mTaTHRIX paOOTHUKOB

HaumenoBaHue
PYKOBOIUTENIS OpraHu3alnuu
(JIMIHAS TIOITHCE) TTOATUCH

(pamuust n TenedoH UCIOITHUTEINS)

JONXHOCTH
Pacmiugpporka

dopmar A3 (297x420)

[Ipunoxenune 29
k IIpaBunam nprema, XpaHeHus,
ydeTa U UCTIONb30BaHUs
JIoKyMeHToB HammonansHOro
apXuBHOTO (DOHAA U IPYTHX
ApXMBHBIX JOKYMEHTOB
BEIOMCTBEHHBIMH U YaCTHBIMU
apXuUBaMH

dopma

HHBeHTapHas KHUTA YI€Ta HAYIHO-TEXHUICCKON JOKYMEHTAIIMH

WNuBenTtapusiit Jata
HOMED CO3/1aHus

Vcnos:
JIOKYM¢
nmogye
ApxuB(
HET; Ccy
TEMEH
Ororuie
METHOE
Cremna
nepeB
KOMOHI
xadz
MeTas
Curnan
€CTh,
OXpaH}
Yurank
Temmer
pexi
0010
COOITK



€ JIMHUIIBI equHuIbl O6o3HaueHne KomnuectBo dopmar Hammenosanue Kem Ioamucek o Ilpumeuanue

yucTa yucTa € IUHMUIIBI JIUCTOB CIUHUIBI BBITYIICH IIpUEMKE
yucTta yueTa JOKYMCHTOB
1 2 3 4 5 6 7 8 9
Hroro B rojly TOCTYITHIIO CAUHUIl ydeTa.
(mudppaMu U MPOMHUCHIO)
HaumeHoBaHHMe MOJDKHOCTH pabOTHHKA, Pacmmmdposka
COCTABHUBIIIETO HTOTOBOIO TOJOBYIO  3aIlUCh MOIITUCH

(ITMdHas NMOAMUCDH)

PykoBoauTenb BEIOMCTBEHHOIO (4acTHOIO)
PacmwudposBka
apXuBa OpraHU3alUU (Mu4YHaAs MOJIMUCH) MOAMUCH

JlaTa
®dopmat A3 (297X420)

[Tpunoxenue 30
k [IpaBunam nprema, XpaHeHusl,
y4eTa ¥ UCIIOJIb30BaHHs
JOKyMeHTOB HarmonansHoro
apXuBHOTO (hOHMA U IPYTHX
APXUBHBIX TOKYMEHTOB
BEIOMCTBEHHBIMU M YaCTHBIMU
apxuBaMH

®dopma
Kaprouka perucrpamyy Hay9IHO-TEXHIIECKOM JOKyMEHTAI[UA

JIuneBas cTopoHa

Howmep kommekca Howmep o6bexra
Iudp odbekTa

HaumenoBanue koMiuiekca

HaumenoBanune o0bekTa

Cranus mpoekra

I'on paspaboTtku

Otnen-pa3paboTynk

I'aBHBII UHXKEHED TPOEKTA

TexHomornyeckas opraHu3anus

IIpumeuanue

O6opoTHas cTopoHa

Jata VlHBeHTapHBIH HOMED Mapka u HoMepa JUCTOB Komnu-uecTBo nucToB MecTo xpaHe-HUs

1 2 3 4 5
®opmar AS (148X210)



IIpunoxenune 31
k [IpaBunam npuema, XpaHeHHs,
ydeTa U UCTIOIb30BaHUs
JIoKyMeHToB HammonansHoro
apXxuBHOTO (pOHIA U IPYTUX
apXMBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMH U YaCTHBIMH
apXuBaMH

®dopma

VHBeHTapHas KHUTA y9eTa HaydHO-HCCIICNOBATEILCKOM JOKYMEHTAIIHNH

PykoBoguTtens
N Homep
[opsnkoBbIit Hara HaumeHoBanue . Komnu
O6o3HayeHue Oran rocyaapcTBeHHoOH PazpaboTunk .
Ne HOCTYIUICHUS Y HOMEP TEMBI OTBETCTBEHHBIH JIHCTO!
perucTpanuu
WCTIOJTHUTEIID)
1 2 3 4 5 6 7 8 9
Htoro B roay nocCTyIiuiio CAWHUIL] XPaHCHU, BBLIOBLIIO
CANHUIL] XPpAaHCHUA.
(uudpamu U NPOMUCHIO) (uudpamMu U NPONUCHIO)
HaumenoBanue nomxkHOCTH pabOTHHKA, Pacmmdposka
COCTaBUBUIICTO HUTOTOBOIO roagoByro 3aIlucChb oAU CH

(IMdyHass NOAMUCDH)

PykoBoauTenbr BEIOMCTBEHHOIO (4acTHOIO)

PacmwudposBcka
apXuBa OpraHHU3aIUH (TMIHAST TTOJIHCH) MOMUCH

JlaTa
dopmat A3 (297X420)

[Ipunoxenne 32
k [IpaBunam npuema, XpaHeHus,
yue€Ta U UCIO0JIb30BaHUsA
JOKyMeHTOB HarmonansHoro
apxuBHOTO (pOHIA U IPYTUX
APXUBHBIX TOKYMEHTOB
BEJIOMCTBEHHBIMHU U YaCTHBIMH

apXUBaMH
dopma
XKypHan perucrpanyy 3a4BOK Ha BEIAATY
[aTeHTa Ha H300peTeHue
. Hara Bxogsuuit Homep . Anpe
[NopsnkoBbIit . HaszBanue ITaTenTHBIN

MOCTYIUICHUSI HOMED rocyaapcrBenHoir CtpaHa ABTOpBI 3asBUTEND ., Tened

Ne n300peTeHNs TTOBEPEHHBII

3asBJICHUA 3a4BJICHHUA pErucrpaiuuu . (1).':11((



®dopmat A4 (210X297)

ITpunoxenne 33
k [IpaBunam nprema, XpaHeHusl,
ydeTa ¥ UCTIOJIb30BaHHs
JoKyMeHTOB HarmonansHoro
apXuBHOTO (hOHMA U IPYTHX
APXUBHBIX TOKYMEHTOB
BEIOMCTBEHHBIMU M YaCTHBIMU
apxuBaMH

dopma

VueTHas KAPTOUKA SAWHUITH YI€Ta JIEKTPOHHEIX JOKYMEHTOB

JOKYMCHTbI

®dopmar

Cpok xpaHeHHUs

JIMIIEBasA CTOPOHA KapTOIKH

HanMenoBanue opranmzanmu, 3aroioBok Howmep OTrMeTKa O HaJIWYUK KOMHUH
oT KOTOpOﬁ l'IOCTyl'[I/IJ'II/I CAUHUIIBI CIAUHUILBI )Z[OKyMeHTOB Ha 3J'IeKTpOHHI)IX
ydera XpaHCHHS  HOCHTEJSIX HH(pOpMaIiu
Bun O6bem B KommuectBo 3ammceii niaa 0asbl
HocuTenst  MoOait JTAHHBIX
MecTo
IIpumeuanus
XpaHEeHUS

Bun paboThH
nepe3anuch,
MUTpaLus)

000pOTHasE CTOPOHA KaPTOUKH

( Homep aKTa Howmepa

Hoseiii O0beM B Bun
nepe3anucu " Jara . eIUHUI]
dbopmar MOaiT HOcHUTENS
MUTpaIuu XpaHCHHUS

dopmar A5 (148X210)

HaTa
MTOCTYTUICHHS

Jara cozmanus

Iloamuce nuia,
BHECIIETO
3aIuCh

Iloanucey numa,
BHECIIETO
3aIUCh

IIpunoxenune 34
k IIpaBunam nprema, XpaHeHHs,
ydeTa ¥ UCTIONb30BaHHSA
JokyMmeHToB HarnonansHoro
apXuBHOTO (pOHIA U IPYTUX
ApPXUBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMU M YaCTHBIMU
apXHBaMH

®dopma

AkT O MHUTpani U IICPE3aIIUCH JJICKTPOHHBIX JOKYMCHTOB

10



YTBep X x Iatmw
HaumenoBaHue JONXKHOCTH

OdunuanpsHOC HANMEHOBAHKUE OpraHU3AITUN
PYKOBOJIHUTEIS OPTaHU3AIHH

Pacmudposka MOMUCH
(nunuHas HOXMHUCH)
Jlara
AKT
MecToO CoOCTaBICHMUA
O MUT'pall U IICPE3aIlICU SJICKTPOHHBIX JOKYMCHTOB
CoaHas onuchk fen Ne Ennnnna yuera Ne

1 2

XapakTepucTUKa JJIEKTPOHHBIX JOKYMEHTOB 0 Tepe3anucy/MHUTPAINU:
dbopmart , 00beM (MObaiiT), KoanyecTBO U NeNe eTMHHUI] XpaHEHUS
XapakTepuCTUKa JJIEKTPOHHBIX JTOKYMEHTOB TOCJE TEPe3armiCcu/MUTPAIIHH:

dopmar _ , oobem (MOaiir), kosimdecTBO U NeNo e tuHMI XpaHEHUS
Pabdory BBIMOMNHHUIU :
HaumenoBanus JOJIKHOCTEN PacmudpoBku
(TUYHBIE TOAMNHUCH) TOAMUCEH
PaborTy OpuHSLDI:
PykoBoautenn BE€JIOMCTBEHHOTO Ui 4YaCTHOTO
apXWBa OpTaHHW3AIUU Pacmmudposka
(TMYHasg MOANHUCH) MOAMHUCH
Jil| a T a
N3meHnenus B y4eTHBIE JTOKYMEHTBHI BHECCHBI
HaumeHoBauHus JONXHOCTH
JWIa, BHECIIETO H3MCHCHUS Pacmmdposka
(mu4Hasgs TNOAMNHUCH) MOAMUCHU
JlaTa

®dopmat A4 (210X297)

[Ipunoxenne 35
k [IpaBunam npuema, XpaHeHus,
yue€Ta U UCIO0JIb30BaHUsA
JoKyMmeHTOB HarmonansHoro
apxuBHOTO (pOHIA U IPYTUX
APXUBHBIX TOKYMEHTOB
BEJIOMCTBEHHBIMHU U YaCTHBIMH
apXUBaMH

dopma



ApxuBHas CIIpaBKa

(ma3BaHHe apxuBa) (IIOYTOBEIA HHAEKC, aapec, Tenedon, ¢akc)

APXVBHAS CITPABKA
Ne Anpecar
Ha Ne oT
OcHoBanue:
JlupekTop apxuBa MOAIUCH PacmudpoBka moanucu
HUcnonnurens MOAIUCH PacmndpoBka noanucu
IT e uw a 1 b
®opmat A4 (210X297)

© 2012. PT'TI na IIXB «MHCTUTYT 3aKOHOAATENbCTBA U TpaBoBoii nHMopMaruu Pecriybnmku Kazaxcram»
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