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O BHeCeHMH H3MEHEHHA B pAKa3 MUHHCTpa KyIbTypH B copra Pecry6mmku
Kazaxcras ot 22 nekabps 2014 roga Ne 146 "O6 yreepxaerun [Ipasun npuema,
XpaHeHNA, yJeTa i HCIOJIb30BaHmA JoKyMeHToB HamuonansaOro apxuBaOro Gouma u
JIPYTHX apXHUBHBIX JJOKYMEHTOB BEJOMCTBCHHHIMH ¥ YaCTHHIMHM apXHBaMu"

YTpaTuBmmii camy

[Tpuka3z Munuctpa kyiabTyphl u ciopta Pecriyonuku Kazaxcran ot 29 nexadpst 2017

rona Ne 353. 3apeructpupoBad B MunuctepcTBe octuiiuu Pecnyonuku Kazaxcran 12

sHBapsa 2018 roma Ne 16224. VTpaTun cuily npukazoMm U.0. MUHHCTpa KyJIbTYphl U

criopta Pecniy6nmku Kazaxcran ot 27 uronst 2018 roga Ne 176 (BBoaAUTCS B IEUCTBUE C
1 centsiOpst 2018 roma)

CHocka. YTpaTuil cuily npuka3oM u.0. MuHucTpa KyasTypsl u cnoptra PK ot
27.07.2018 Ne 176 (BBoautcs B aerictue ¢ 01.09.2018).

B cootBercTBUU ¢ nmognyHKTOM 2-4) myHkTa 2 ctaThu 18 3akona PecnyOnuku
Kazaxcran ot 22 nexabps 1998 roga "O HammonansHoM apXxuBHOM (hoHJE M apXuBax "
u ¢ moamyHkToM 1) myHkra 3 ctathu 1 3akona Pecnybnuku Kazaxcran ot 28 okTa0ps
2015 roga "O BHeCEHUM M3MEHEHUW W JOMOJHEHUN B HEKOTOPHIE 3aKOHOJATEIbHbBIC
akTel PecnyOnuku Kazaxcran mo BompocaMm KyJbTYphl U HUCTOPHKO-KYJIBTYPHOTO
Hacnenus" [IPUKA3BIBAIO:

1. Baectu B mpuka3 Munuctpa KyasTypsl 1 ciopta Pecriyonuku Kazaxcran ot 22
nexabpst 2014 roma Ne 146 "O6 yrBepxknenuu IlpaBun npuema, XpaHeHus], yueTa U
UCIIOIb30BaHUs JOKYMEHTOB HallMOHAIBHOTO apXUBHOTO (DOHMIA U IPYTUX apXUBHBIX
JIOKyMEHTOB BEJJOMCTBEHHBIMH M YaCTHBIMU apXuBamu', (3apeructTpupoBaH B Peectpe
rOCyJapCTBEHHOM pErucTpalid HOPMATHUBHBIX NpPaBOBBIX akToB 3a Ne 10128,
omyOnukoBaH 29 anpens 2015 roga B mHGOPMAIIMOHHO- IPABOBOM cucTeme "OmineT")
cleyIolee N3MEHEHHE:

[IpaBuna npueMa, XpaHEHHUS, y4€Ta U HCIOJb30BAHUS JTOKYMEHTOB
HanuonaneHoro apxuBHOoro ¢oHAa U JPYrUX aApXUBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMU M YaCTHBIMH apXUBaMH, YTBEPKICHHBIC YKa3aHHBIM IPUKA30M,
U3JI0KUTh B HOBOM pEIaKI[MU COTJIACHO MPUIIOKEHUIO K HACTOSAIIEMY ITPUKA3Y.

2. JlenmapTaMeHTy apXUBHOIO Jieja U JOKyYMEHTalluu MUuHUCTEpCTBA KYIbTYpPhl U
ciopra PecnyOnuku KazaxcTtaH B yCTaHOBJIEHHOM 3aKOHOJATEIbCTBOM TMOPSIIKE
00ecreyuTs:

1) rocy1apcTBEHHYIO PETUCTPALMIO HACTOSIIEr0 MpuKaza B MUHHCTEPCTBE
toctutiuu Pecryonuku Kazaxcran;



2) B TEUEHHE AECATU KAJICHIAPHBIX AHEN CO IHSA TOCYyAapCTBEHHOM PErnCcTpalun
HACTOSIIIEro MpUKa3a HaIpaBJIeHUE €ro KOMUU B OYMa)KHOM M 3JIEKTPOHHOM BHJIE Ha
Ka3aXCKOM M PYCCKOM sI3bIKax B PecnyOnmMKaHCKOe rocy1apCTBEHHOE MPEANPUATHE Ha
npaBe XO3sIMCTBEHHOro BelieHus "PecnyOnukaHCKuil LIEHTp mpaBoBoi MHbopmaiu'
U1 O(pUIMATEHOTO OMYOJIMKOBAHMS U BKJIIOUYEHUS B DTAJIOHHBIA KOHTPOJIBHBINA OaHK
HOPMAaTHBHBIX MPaBOBbIX akTOB Pecryonuku Kazaxcran;

3) pa3menieHrne HACTOSIIErO MpUKaza Ha MHTEpHET-pecypce MuHucrepcrna
KyabTypbl u cnopta Pecny6nuku Kaszaxcran mnocne ero oduuuanbHOTO
onyOJIMKOBaHUS,

4) B TedueHue aecsATH pabounx AHEH Mocie Mocie ToCy1apCTBEHHONW perucTpaiim
HACTOAILETO TNpHUKa3a MpejcTaBieHue B JlemapTaMeHT HOPUIMYECKON CIIyKObI
MuHucTepcTBa KyabTyphl ¥ ciopta PecriyOnnku Kasaxcran cBeeHHil 00 UCIIOJIHEHUH
MEPOIPUATUN TPETYCMOTPEHHBIX MOANYHKTaMU 1), 2) 1 3) HacTOSIIETro MyHKTA.

3. KOHTpOJIb 32 HCIIOJITHEHUEM HACTOSIIETO ITPUKa3a BO3JI0KUTh Ha KypPHUPYIOILIETO
BHUIIe-MUHHUCTpPA KyJIbTYpHhI U criopta Pecnyonuku Kazaxcran.

4. Hacrosiuii ipuka3 BBOJUTCS B JEUCTBUE MO UCTEYECHUU JECITH KaJCHIAPHBIX
JTHEH TocTie Hs €ro MepBoro 0(QUIMaIBLHOTO Oy OIMKOBAHUS.

Munuctp
KYJBTYPBI H CIIOPTa A. MyxamenunyJibsl
Pecriybnnkn Kazaxcran

[Ipunoxenne k
MpUKa3y
MunucTpa KyJIbTYphI U CIIOPTa
Pecnyoiinku Kazaxcran
ot 29 nexabps 2017 romga Ne 353
YTBepKIEeHbI
TIPUKA30M
MunncTpa KyJIbTypHl U CIIOPTa
Pecny6imku Kazaxcran
o1 22 nexabpst 2014 rona Ne 146

ITpaBuna npuema, XpaHeHH, ydeTa ¥ NCIIOIb30BaHUA JOKyMEHTOB
HamuoranbHOro apXxuBHOrO GOHAA M APYTUX apXUBHBIX TOKYMEHTOB
BEJOMCTBEHHEIMH M YaCTHHIMH apXHUBaMH

I'masa 1. O0Omue mosoxeHus

1. HpaBI/IJ'Ia ImpueMa, XpaHCHHA, y4€Ta W HCIOJb30BaHUA JOKYMCHTOB
HaLII/IOHaJ'IBHOFO APXHUBHOI'O (I)OHI[a U JPpYyrux apxXmBHBIX JOKYMCHTOB
BCIOMCTBCHHBIMU U YaCTHBIMH apXHBaAMH (zxaﬂee - HpaBI/IJIa) OIIPCACIIAIOT IMOPAOOK
IprueMa, XpaHCHHUA, YUCTa U UCIIOJIb30BAHUSA JOKYMCHTORB HaI_II/IOHaJ'IBHOFO APXHUBHOI'O
(i)OHI[a " IPpYIux apXuBHBIX TOKYMCHTOB BCAOMCTBCHHBIMHU H YaCTHBIMH apXHUBAMMU.



2. B IIpaBmiax ucnoJib3ylOTCS TEPMHHBI, YCTAHOBJIEHHbBIE TOCYIAPCTBEHHBIM
cragaaptom Pecnybnuku Kazaxcrtan CT PK 1037-2001 "lenompou3BOACTBO U
apxuBHOE 7ey10. TepMuHbI U onpeeneHus".

I'naBa 2. Ilopanok mpueMa JOKYMEHTOB

IMTaparpa¢ 1. ITopsaaok mpueMa JOKyMEHTOB Ha XpaHCHHE

3. BeloMCTBEHHBIN U YaCTHBIN apXuB (J1ajiee - apXUB OpraHu3aluu) NPUHUMAET
JOKYMEHTBI TIOCTOSIHHOT'O, BPEMEHHOI'O CPOKa XPAHEHUS, a TAKKE 0 JUYHOMY COCTABY
, oOpa3zoBaBlIMECs B MpOLECCe AESITENIbHOCTH OpraHu3anuu. B apxuB opranuzanuu
nepeaarTcs TOKYMEHTbl OpPraHM3alMil MpeIIIEeCTBEHHUKOB, a TaKXE JOKYMEHTHI
yIpa3IHEHHBIX MOABEOMCTBEHHBIX OPraHU3aLIHA.

4. Ilpu npueMe ynpaBJIEeHYECKOW JOKYMEHTAMU Ha XpaHEHUE PAOOTHHUK apXuBa
OpraHu3alMyd, B MNPUCYTCTBUU JIUIA, OCYUIECTBISIONIETO NEpeaadyy IOKYMEHTOB,
IPOBEPSET:

1) cooTBEeTCTBHE UTOrOBOM 3alMCHU B ONMUCH el (AaKTHUECKOMY HAJIUYHUIO JEl,
IepeaaBacMbIX MO JAHHOU OIUCH;

2) Hamuuue Jesl BpeMeHHOro (1o 10 jeT BKIIOYMTENbHO) XpaHEHUs IO
HOMEHKIIATYpE A€,

3) HyMepaLHMIO JIUCTOB JEJ C JAHHBIMH I10 OIUCH JIET;

4) Hanmu4Ke U MPaBUIBLHOCTH 3aMOJIHEHHSI BHYTPEHHEN OMKUCH IOKYMEHTOB JIelia;

5) Hanuuue TUCTa-3aBEPUTENS CIa;

6) COOTBETCTBHUE PEKBU3UTOB OOJOKKU C COOTBETCTBYIOIMMU 3alUCSIMHU B OITUCH
AcI;

7) duznyeckoe COCTOSIHUE NepeaBacMbIX JIE.

5. AyanoBu3yasibHasi JOKYMEHTAlM [TOCTYMAET B apXUB OpraHU3allii B BUJIE:

1) 3aKOHYEHHBIX MTPOU3BOJICTBOM ayAHOBU3YaIbHBIX TOKYyMEHTOB, 0OpPa30BaHHBIX B
NEeATEbHOCTHA JAaHHOW OPraHU3alliy WIH €€ MPAaBONPEEMHUKOB;

2) OPUTMHAJIOB U KOINUU ayAMOBU3yaIbHBIX JOKYMEHTOB Ha Pa3JIMYHbIX HOCUTENSIX
uH(OpMaIK, U3TOTOBJICHHBIE B JJAHHOW OpraHu3alliy WA MOCTYIUBIINE U3 JPYTou
OpraHH3alH.

[Tpu npueme ayauoBu3yanbHOW JOKYMEHTAllUU HAa XpaHEHUE pabOTHHUK apXuBa
OpraHu3alyy, B NPUCYTCTBUM JIMIA, OCYUIECTBIISIOIIETO NEpeaadyy IOKYMEHTOB,
IIPOBEPSET:

1) KOMITJIEKTHOCTh JOKYMEHTOB;

2) (pu3nyecKyro0 COXpaHHOCTh TIOKYMEHTOB;

3) KOMIUIEKTHOCTh COCTaBa IMPHUJIAra€MoOil TEKCTOBON CONPOBOJAUTEIbHOMN
JOKYyMEHTAIUH.



B coctaB TEKCTOBOM CONPOBOAUTEIIBHON JOKYMEHTALIUU BXOIAT:

1) g KMHOJOKYMEHTOB — aHHOTAI[UU, MOHTAXKHbIE JIUCThI, pa3pelIuTeIbHbIE
YAOCTOBEPEHHsI K 3aKOHYEHHBIM IIPOU3BEIACHHUSIM, aKThl TEXHHYECKOI'O COCTOSHUS,
3aIIMCU CBETOBBIX U LIBETOBBIX MMACIOPTOB;

2) ans GOTOJOKYMEHTOB — aHHOTAIUH;

3) nnst GOHOJIOKYMEHTOB M BUJICOJJOKYMEHTOB — aKThl TEXHUYECKOTO COCTOSHUSA,
TEKCTBI BBICTYIUICHH, KaTaJIOTH I'PaMIIACTUHOK, CIIMCKH BBICTYIIAKOIINX, IPOrPaAMMBI
BEYEPOB, KOHLEPTOB, PELEH3UH, CTAaTbU U JPYIrHWe JOKYMEHTBI, HMEKOLIUE
HENOCPEICTBEHHOE 3HAUYEHUE K IPUHUMAEMbIM (POTOJOKYMEHTAM U BUJEOI0KYMEHTaM

6. COOTBETCTBYIOIINE CTPYKTYpHBbIE MOAPA3ICICHUSI OpraHU3aIluy MepeatoT
HAay4YHO-TEXHUYECKYIO JOKYMEHTAIMI0 Ha XpaHEHUuEe IMocje €€ pa3padoTKu Mo
npoOieMamM, W3AeNUsIM, TEXHOJOTHUYECKUM IIpolieccaM, O0beKTaM KalUTaJIbHOTO
CTPOUTENHCTBA, JIAHUPOBKHU, PEKOHCTPYKIIMHU, KOHCEpBAIlUU, PECTaBpalvu 0o, Mo
Mepe 3aBEPIICHUS X CAMOCTOSITENIbHBIX 3TAIOB, CTAJANMN WK YacTei.

[Ipu npueMe Hay4YHO-TEXHUYECKOU IOKYMEHTAIIMK Ha XpaHEeHHE paOOTHUK apXHUBa
OpraHu3alMyi, B MNPUCYTCTBUU JIUIA, OCYUIECTBIISIONIETO NEpeaadyy IOKYMEHTOB,
POBEPSET:

1) KOMIUIEKTHOCTh JOKYMEHTOB (B COOTBETCTBHH C BEJIOMOCTHIO CHCITU(PUKAITNH,
cnenuuKanuen, coaep;kanueM TOMOB, aIbOOMOB, KHUT U IPYTUMU JOKYMEHTaMH, B

2) HAJINYKE YCTAHOBJICHHBIX MOAMUCEN U JaT;

3) mpaBUIBLHOCTD BBHIOJHEHHS] OCHOBHBIX HAJIIUCEN U TUTYJIbHBIX JTUCTOB;

4) IpUTrOJHOCTH TOKYMEHTOB JJIsl XpaHEHUSI, MHOTOKPATHOT'O CHSTHUS C HUX KOMUU
U MUKpOQMIBMUPOBaHUS (OTCYTCTBHE MPOPHIBOB, IMOJKIEEK, MPOTEPTHIX MECT,
neperudon).

HayuHo-TexHuueckas JTOKyMEHTalMs NePeJacTcsl B apXUB OpraHU3aluy Ha TeX
HOCHUTEJSIX, Ha KOTOPBIX OHA pa3paborana (Oymara pa3jiu4HbIX BHUJIOB, B TOM YHUCIE
doTobOymara, KaibKa).

7. B nporiecce nprueMa 371eKTPOHHBIX JIOKYMEHTOB ITPOBOIUTCSI:

1) mpoBepka PU3NUYECKOTO COCTOSIHUSI HOCUTENEH, MpeJHa3HAYEHHBIX IS
nepeayu B apXyuB OpraHU3aluy;

2) 3anuch UHGOPMAIUU JIEKTPOHHBIX JIOKYMEHTOB Ha HOCUTEIH;

3) nmpoBepKa KauecTBa 3aIllCH;

4) onucaHue IEKTPOHHBIX JOKYMEHTOB U JIEKTPOHHOU IU(PPOBOM MOIUCH;

5) mpocTaBiieHne apXUBHBIX MUGPOB HA €AMHUIIAX XPAHCHSI/EAMHUIAX y4eTa (Ha
byTispax) B COOTBETCTBUU C ONUCHIO;

6) MOArOTOBKA KOMILUIEKTa COITPOBOUTEIILHON TOKYMEHTAIUU.

B conpoBoauTenbHON TOKYMEHTAIIMU 3JIEKTPOHHBIX JTOKYMEHTOB OTpPa)KaeTcs
cienyromiasi uHGopMarus:



1) Ha3BaHME NTOKYMEHTA,
2) narta ero co3jaHusl,
3) xapakTepucTHKa CoAepKaHus (AaHHOTAIIUS ),
4) 37IeKTPOHHBIN ()OpPMAT U aJTOPUTM BJICKTPOHHOHW UPPOBOK TOIHCH,
5) dwusuueckas U jgorudeckas CTpykTypa (mias 6a3 JaHHBIX, CAUTOB U TOMY
noj00Hoe),
6) 00beM JokyMeHTa (11t 6a3 JaHHBIX JIOMOJHUTEIBHO — KOJIMYECTBO 3aIMUCei ).

ITaparpad 2. ITopsanok nmpoBeAcHHA SKCIIEPTH3EI IEHHOCTH JOKYMEHTOB U
odopMiIeHHE €€ pPe3yIETaTOB

8. DKkcnepTH3a IEHHOCTH JIOKYMEHTOB B apXHBE OpraHU3AIMH IMPOBOJIUTCS B TIEIISIX
orbopa TOKYMEHTOB, OTHECEHHBIX K cocTaBy HammonampHOTO apxmuBHOTO (hOHIA,
MOJATOTOBKM MX K TMepeaye Ha TMOCTOSHHOE XpaHEHHE B COOTBETCTBYIOIIUMN
rOCYy/TapCTBEHHBIN apXWB, OINPEICICHUS CPOKOB XpaHEHHS JOKYMEHTOB, HE
OTHECEHHBIX K cocTtaBy HanmoHanbHOTO apXuBHOTO (OHJIA M BBIACICHUS K
YHUYTOXEHHUIO JOKYMEHTOB H JIEJ C UCTCKIIIMMH CPOKAMU XPAHCHHSI.

9. DkcrnepTH3a IEHHOCTU JIOKYMEHTOB ITPOBOJUTCS HA OCHOBE:

1) 3akononarenscTBa Pecnybnuku Kazaxcran o HanmonansHoM apxuBHOM (OH/IE
U apXHBax;

2) TUTIOBBIX, OTPACJEBHIX (BEJIOMCTBEHHBIX) IMEPEUHEH TOKYMEHTOB C YKa3aHHUEM
CPOKOB XpaHEHHUs, TUIIOBOH (TIPUMEPHON) HOMEHKIIATYPHI €T U HOMEHKIIATYPHI JeI
OpraHU3alliy 3a COOTBETCTBYIOIIHMMI MIEPHO/T;

3) COOTBETCTBYIOIIHMX HOPMATUBHO-METOANYECKUX TOKYMEHTOB YIIOJTHOMOYEHHOTO
opraHa B cdepe apXWUBHOIO Jejla, MECTHBIX HCIHOJIHUTEIBHBIX OpPTaHOB U
rOCyJapCTBCHHBIX apXUBOB.

10. OTHeceHne AOKYMEHTOB K cocTaBy HanmoHanibHOTO apxXxuBHOTO (hOHIA
OCYIIECTBIISCTCS 0 pe3yJIbTaTaM dKCIEPTHU3bI IEHHOCTH Ha OCHOBAHHH CIICTYFOITUX
IPUHITAIIOB:

1) ucropusma;

2) KOMIUIEKCHOCTH OIICHKH,

3) BCECTOPOHHOCTH OIIEHKH.

[Tpu ompeneneHnM MEHHOCTH JOKYMEHTOB B PAaBHOW CTEIICHU MPUMEHSIOTCS BCE
TIPUHITATIBI

[TpuHnum ucropusma TpeOyeT paccMaTpuBaTh KaKIbIH TOKYMEHT KakK MPOJTYKT
OTIPEICICHHON HCTOPHYCCKON 3MOXH M OIIEHWBATh €r0 C IMO3WIUH HE TOJbKO
COBPEMEHHOCTH, HO U Oy ayIIEro.



[IpumeHeHre TpUHIUIIA KOMIUIEKCHOCTH OLIEHKH IO3BOJISIET MPOBOAUTH
AKCIIEPTH3Y IEHHOCTU JTOKYMEHTOB HE M30JMPOBAHHO, & B COBOKYITHOCTH C APYTHUMH
JOKYMEHTaMH, UCTOPUYECKU BOSHUKIIINMHU B PE3YJIbTATE AECATEIHLHOCTH OPTaHU3aIINH.

B COOTBETCTBUU C MPUHIIMIIOM BCECTOPOHHOCTH OICHKH WH(MOPMAIIMOHHOTO
COIepXaHUs JOKYMEHT paccMaTpuUBaeTcsi B  pa3JIHMYHbIX  acmekTax  (
HAYYHO-UCTOPUYECKOM, MOJUTUYECKOM, SKOHOMUYECKOM, COIIMAIbHOM, KYJIBTYPHOM U
Tak gajnee), Ui U3y4eHHsI KOTOPhIX OH MOTEHIIMAIbHO MOXKET CTaTh HCTOUHUKOM.

11. Yka3aHHble NPUHIMIBI IPU TPOBEJICHUHU SKCIIEPTU3bI IEHHOCTU KOMILJIEKCHO
IPUMEHSIFOTCSI COBMECTHO C KPUTEPHSIMHU MPOUCXOKACHUS, COACPKAHUS, BHEITHUX
0COOEHHOCTEH TOKYMEHTOB.

K kputepusM mponucxoxaeHus JOKYMEHTOB OTHOCSTCS:

1) ponb U MECTO OpraHu3ali B CUCTEME T'OCYIapCTBEHHOTO yNPaBICHUS WU
KOHKPETHOM oTpaciiu (cepe AesTeNbHOCTH), 3HAYMMOCTh BBITIOJIHSIEMBIX €10 33/1a4 U
(GyHKUMH, 3HaYeHue (PU3UYECKOro JIMLA B dKU3HH 00ILECTBA;

2) BpeMs U MeCTO 00pa3oBaHusl JOKYMEHTA.
K kputepusam conepkanus JOKYMEHTOB OTHOCSATCS:

1) 3HaUUMOCTB COOBITHS (SIBJICHUS, MPEIMETA), OTPAKEHHOTO B IOKYMEHTE;

2) 3HaueHUE CoJIeprKaIleiicss B JOKyMEHTe HHPOPMAINH, €€ IOBTOPEHUE B APYTHUX
JOKYMEHTaX, I[eJIeBOe Ha3HAUYEHHUE, MOUIMHHOCTb, BUJ U Pa3HOBUAHOCTH IOKYMEHTA.

K kputepusiM BHEIIHUX OCOOEHHOCTEN TOKYMEHTAa OTHOCSITCS:

1) ropunnueckass JOCTOBEPHOCTh JOKYMEHTA (HaJW4Yue MOANKMCH (JIEKTPOHHON
1 (POBOM MOJMKCH) JOKHOCTHOTO JIUIIA, I€YaTH OPTraHU3allMi U UHBIX PEKBU3UTOB,
IPEeAYyCMOTPEHHBIX 3aKOHOAATENbCTBOM PecnyOnuku Kazaxcran);

2) hopma dukcupoBaHUA U Tiepeaayda coaepx aHusi nHGoOpMaIny;

3) 0cOOEHHOCTH MaTEepPUAIBLHOIO HOCUTEIIS IOKYMEHTA;

4) 0coOeHHOCTH (DU3UUECKOTO COCTOSIHUS JOKYMEHTA.

12. JIomOJHUTEIBRHO TpPHU JKCIEPTHU3E ayIUOBU3YaIbHBIX JOKYMEHTOB

NPUMEHSIOTCA CrIeU(UIECKIEe KPUTEPHUH:

1) Xyo’kecTBeHHbIE JOCTOMHCTBA;

2) KOMITO3UIIMOHHO-CIOKETHAs EIOCTHOCTb;

3) BBIPA3UTENBHOCTD U OPUTMHAIBLHOCTD;

4) uBeTOBOE pellIeHHE, CIOCO0 3aMKUCH U BOCIIPOU3BEAEHUS HH(OpMAIUH.

13. Ilpu nmpoBeaeHUH SKCIIEPTU3bI LICHHOCTH HayYHO-TEXHUYECKON JOKYMEHTAIH
JOTIOJTHUTEIBHO MPUMEHSIOTCS CIEAYIOIINE KPUTEPUU:

1) 3HaYMMOCTH MPOOIEMBI MK 00BEKTA, OTPAXKEHHOTO B IOKYMEHTAX;

2) npuHIUIHAIbHAS HOBU3HA, YHUKAJIBHOCTH, OPUTMHAIBHOCTb PELICHUS
po0IeMbl, KOHCTPYKLINHU, TEXHOJIOTUH, IIPOCKTA;

3) COOTBETCTBHME HAYYHO-TEXHUYECKOM NOKYMEHTALIMH TAITHOCTH HAYYHBIX
UCCJIEIOBaHUN (CTAANITHOCTA TEXHUYECKUX pa3pabOToK).



14. JIna opraHu3alny 3KCHEPTU3bI [IEHHOCTH TIOKYMEHTOB M PACCMOTPEHUS €€
pE3yNbTaTOB B FOCY/IapPCTBEHHOM OpraHe, UMEIOUIEM TePPUTOPUATIbHBIE OPTaHbl U/WIIH
NOABEIOMCTBEHHbIE OpraHU3allid, B HETOCYJapCTBEHHON OpraHu3aluu, WMEIoIIen
dbunuanel B o6nacTax (ropoaax pecnyOJUKAaHCKOTO 3HA4YEHUs, cTojuie PecryOnuku
Kazaxcran) co3nmaercss ueHTpaidbHasi sKcrepTHas komuccusa (namee — [[OK), B
OTJIEJILHOM OpraHu3aIuy - dKcnepTHas komuccus (naiee — IK).

15. Pe3ynbTarhl SKCIEpPTU3BI IIEHHOCTH JTOKYMEHTOB OpPraHU3allui-UCTOYHUKOB
KOMILJIEKTOBaHUSI TOCYJaPCTBEHHBIX apXuBOB, mocie ux paccmoTpenus DK (OK)
OpraHu3auui, noJJIexKaT pPacCMOTPEHUIO COOTBETCTBYIOLIUMH
AKCTIEPTHO-TIPOBEpOUHBIMU KomuccusiMu (nanee — JI1K), obpasyembpiMu MECTHBIMU
UCIIOJTHUTEIBHBIMU OpraHaMu o0JlacTei, TOpOAOB PECHyOIMKaHCKOIO 3HAYEHMS,
CTOJIMIIbI, @ TAK)KE€ IEHTPAJIbHBIMU T'OCYJapCTBEHHBIMH, HAIIMOHAJIbHBIM apXUBaAMHU
Pecny6nuku Kazaxcran, ApxuBom Ilpesupenta Pecnybnuku Kazaxcrah,
CHELUAIbHBIMA TOCYJIapCTBEHHBIMM apxuBamu PecnyOnuku KaszaxcraH, (mamee —
pecnyOIUKaHCKUE TOCYIapCTBEHHBIE apXUBBHI).

16. DxcnepTu3a EHHOCTH JHOKYMEHTOB IMPOBOJUTCS €KETOJHO B IJIAHOBOM
NOpsAJIKE paOOTHUKAMU apXHBa OPTraHU3AIMH MPU METOIUYECKON TOMOIITN paOOTHUKOB
COOTBETCTBYIOILIETO TOCYJAPCTBEHHOTO apXHUBa.

IIpu peopranuzanuu (JTUKBUIAILMK) OpPTaHU3ALUN TPOBOAUTCS BHEIIAHOBAS
AKCIIEPTU3A LIEHHOCTH.

17. IlpoBeneHne 3KCIEPTU3Bl LIEHHOCTH ITOKYMEHTOB B apXMBE OPTraHU3ALAH
0asupyercs Ha aHallM3€e COCTaBa JIOKYMEHTOB opranu3auuu. [Ipu 3ToMm yrouHsiercs, B
COCTaBe JIeNl KAKUX CTPYKTYPHBIX MOApa3/eIeHUl OpraHu3aldH BKIIOYAKOTCS
MOJJIMHHBIE SK3EMIUISIPbI JOKYMEHTOB.

18. Tlpu mpoBeaeHUM YKCHEPTU3BI IECHHOCTH JTOKYMEHTOB B apXHBE OpraHU3aIuu
YTOUHSAETCS] TAK)KE XapaKTep MOBTOPSEMOCTH COeprKaleics B HUX WHpopManuu B
JIPYTUX TIOKYMEHTaX, BUJI, (opMa U MOJIHOTA MOBTOPEeHUs. BhiaeneHue T0KyMEHTOB ¢
noBTopsronieiics uHpopMarueidr u AyOJETHBIX JOKYMEHTOB K YHUUYTOXEHHIO
IPOU3BOAUTCS TOJBKO IOCIE€ CBEPKU HUX C JOKYMEHTaMH, OTOOpaHHBIMH Ha
NOCTOSIHHOE XpaHEHUE.

19. DkcnepTtu3a HMEHHOCTH MPOBOAUTCS MYyTEM MOJUCTHOTO MPOCMOTpaA
JOKYMEHTOB Jiefa (KMHO(POTOBHAECOJOKYMEHTHI MPOCMATPUBAIOTCS HA MOHTAKHOM
CTOJIC WJIM Ha dKpaHe, a GOHOIOKYMEHTHI MPOCITYIITUBAIOTCS).

[Ipu mpocmoTtpe (IpoCHymIMBaHUM) U3 AE€d MOJIEKAT UIBATHUIO BTOPHIE U
MOCJIEAYIONINE DK3EMIUISIPhl JJOKYMEHTOB, YEPHOBUKH, HEO(POPMIICHHBIC KOMHHU
JIOKYMEHTOB, €CJIM UX U3bITHE HE ObLIO MPOBEIEHO B CTPYKTYPHBIX MOJIPa3/IETIECHUAX
IIpU NOATOTOBKE JIOKYMEHTOB K Iepe/iaue B apXUB OpraHU3aIINY.

20. B xozie mpoBeieHHsI SKCIIEPTU3BI TPOBEPSIIOT:
1) 060CHOBAaHHOCTb OTHECEHHUS JOKYMEHTOB K IAHHOMY JIETY;



2) IOpUANYECKYIO CUIIy JIOKYMEHTOB (HAJW4yuhe MOINHUCEH, MeYaTH U HHBIX
PEKBU3UTOB);

3) HaMYWe U MPaBWIBHOCTh OPOPMIICHUSI PEKBU3UTOB O0JIOXKEK NN (PEKBU3UTHI
00JI0kKEK THUIIYTCS CBETOYCTOMYMBBIMU YEPHUJIAMU YEPHOTO, (PHOJIETOBOTO, CUHETO
[[BETOB WJIM YEPHOU TYIIIBIO);

4) npaBUIBLHOCTH HyMEpAallUU JTUCTOB JIeN (JINCTHI HYMEPYIOTCS B BAJIOBOM TMOPSIJIKE
C UCIIOJIb30BAaHUEM YEPHOTO TPaUTOBOTO KapaHaallla B IPaBOM BEPXHEM YIIIy JIUCTA);

5) GUBMKO-XUMHUECKOE U TEXHHUECKOE COCTOSIHHE JIOKYMEHTA.

Bce BbIsIBIIEHHBIE HETOCTATKU YCTPAHSIIOTCS paOOTHUKOM apXvBa OpraHu3aiuu

21. Ilo pe3ynbTaTaM 3KCHEPTU3bI IECHHOCTH JOKYMEHTOB U Ha OCHOBE OMUCEN JIET
JIOKYMEHTOB CTPYKTYPHBIX MOJIPa3IeICHUN COCTABISIOTCS:

1) omucu men, JOKyMEHTOB MOCTOSHHOTO XPaHEHUS OpraHW3anuii mo ¢gopme
corjacHo npuioxeHusMm 1-8 k Hacrosmum [paBunawm;

2) onMch AeNa MO JUYHOMY COCTaBy IO (OpME COINIACHO MPHIIOKEHHIO 9 K
HactosiiuM [IpaBunam;

3) onucu aen, JOKYMEHTOB BpeMeHHOro (cBhimie 10 jer) xpaHeHus mno gopme
cornacHo npuioxkenuto 10 k HacrosmuMm [IpaBunam;

4) aKT O BBIICJICHUHU K YHUUTOKEHHUIO JIOKYMEHTOB, HE TTOJICKAIIUX XPAHEHHUIO, TI0
dbopme cornacuo npusnioxkennro 11 k Hacrosum [IpaBumam.

22. Onucu aen, T0KYMEHTOB M aKTy O BBIJICICHUU K YHUUTOXEHUIO TOKYMEHTOB,
HE MOUICKAIUX XPAHCHHIO, B TIpeIesiaX KakKI0TO apXUBHOTO (POH/IA TIPUCBAUBAIOTCS
CaMOCTOATENbHBIE MOPSAIKOBBIE HOMEPA.

Onucek nen, JOKYMEHTOB 3aBEPIIACTCs MO JOCTHKEHUU KOJIMYECTBA BKIFOUCHHBIX
3aroj0BKOB 9999 (neBsTH ThICSY IEBATUCOT AEBAHOCTA JIEBSITH).

[Tocnenytrouieit onucu e NpucBanuBaeTCsl OYEPEeTHON MOPAIKOBBIA HOMED.

Onucu e, JOKYMEHTOB, COCTABJIICHHBIE B CBSI3U C PEOpraHu3alneil (JIMKBUIANER
) OpraHu3alMM, 3aBEpUIAIOT COOTBETCTBYIOILIYIO CBOJIHYIO OMKCH BHE 3aBUCHMOCTH OT
00111eT0 KOJIMYEeCTBA BKIIOUEHHBIX 3ar0JIOBKOB JI€], TOKYMEHTOB.

23. Ilpu oopmiieHMN OMUCH 3ar0JO0BKHU JieN (TOMOB, YacTell Jei) HyMepyloTcs B
BaJIOBOM IOPSIAKE.

24. 3arojIoOBKM JOMOJHUTEIbHO OOHApPYXKEHHBIX JE€J BHOCSTCS B
COOTBETCTBYIOIIYIO OMUCH MOJ JIMTEPHBIMU HOMEpPAMHU B COOTBETCTBUU C MPUHATOU
cucrematusanuei. [Ipu konuuectBe cBhiie 10 gen cocraBisieTcsl TOMOJTHUTENbHAS
OIIUCh C CAMOCTOSITEIIbHOW HyMEpPAIMEN UX 3ar0JIOBKOB.

[lTocne BHeceHHS B OMKCH 3aMHCEd O MOCTYIJICHWH WX BBIOBITHH e
COCTaBJISIETCSl OKOHYATENIbHAsi UTOTOBAs 3alKCh, B KOTOPOW YKa3bIBAIOTCS TaKKe
OCHOBAHUSI BHECEHHBIX U3MEHEHUM.



25. Jeno, BKIIOYAKONIIEE JOKYMEHTHI 3a psiji JET, BHOCUTCA B OMHUCH IO Oy
3aBEICHUS B JIEJOMPOU3BOJICTBE, 3a MOCIEAYIOUIUE TO/Ibl YKA3bIBAETCA €0 3aroJIOBOK,
a B rpade "lIpumevanne" — otmetka "CmoTpu nemo No'".

26. Onuce Aen, T0KYMEHTOB IMMOCTOSSHHOTO XpaHEHUs! YTBEPKAAI0T PYKOBOJIUTEIh
oprann3auuu 1 OIIK MeCTHOro HMCHOTHUTENBHOrO OpraHa (pecrnyOJIMKaHCKOIO
rocyJiapcTBeHHoro apxuna) nocie cornacoBanus ¢ [I9K (OK) opranuzamnum.

Onuch es Mo JUYHOMY COCTAaBY YTBEPKIAET PYKOBOJUTENb OPraHU3ALMH 1O
cornacoBanuto ¢ [[19K (3K) opranuzamum u SI1K MecTHOr0o UCTIOTHUTENBHOTO OpraHa
(pecmy0IMKaHCKOT0 TOCYIapCTBEHHOTO apXUBa).

Onuce nen, T0KyMEHTOB BpeMeHHOro (cBbimie 10 JieT) XpaHeHUs] yTBEPKAAET
PYKOBOAUTEND opranu3anuu no coriacoanuto ¢ [{OK (3K) opranuzanmm.

27. AKT O BBIJIEICHUH K YHUUTOXEHUIO JJOKYMEHTOB, HE MOJICKAIINX XPAHEHHUIO,
YTBEPKJIae€T PYKOBOJIUTEIh opranu3anuu no coriaacoBanuto ¢ [IOK (OK) opranuzanuu
u OIIK MecTHOro MCHOJHUTENBHOTO OpraHa (pecnyOJUKaHCKOTO rOCyAapCTBEHHOTO
apXuBa).

28. Opranuzanuu, He ABJISIONIMECS UCTOUHUKAMHU MONOJHEHUsT HalnmoHaneHOTO
apxuBHOTO (OHAA, MOTYT HE MPEACTABIATH OMHUCHU JIeJ, TOKYMEHTOB IOCTOSIHHOTO
XpaHEeHUs, IO JTUYHOMY COCTaBY W aKThl O BBIACICHUU K YHHUUTOKECHUIO TOKYMEHTOB,
HE MOJISKAINX XPAHEHUI0, HAa yTBepkaeHue (cornacoBanue) I1IK.

IMaparpad 3. ITopsaok coCTaBICHHA OUCEH A€, JOKyMEHTOB

29. B onuck Aen, JOKYMEHTOB MOCTOSSHHOTO XPaHEHHs] BHOCSITCS 3arojOBKH JIET,
JIOKYMEHTOB:

1) oTHeceHHBIX K cocTaBy HalnmoHanbHOro apXuBHOTO (OHAA, OTIOKHUBIIUXCS B
JESATENBHOCTU CTPYKTYPHBIX MOApa3/IeTICHUN OpraHu3alluu;

2) chopMUPOBAHHBIX W3 JOKYMEHTOB, BBIJICIICHHBIX W3 JEJI C BPEMEHHBIMH
cpokamu XpaHeHus, umeBmux ormeTky "OIIK", mocie cBepku MX ¢ HOMEHKJIATYpPO
JeJl OpraHu3allu 3a TOT K€ TOJl U MPOBEPKU MPaBWILHOCTH (HOPMHUPOBAHUS U
opopmiieHuss nen. B HEOOXOMUMMBIX CiIydasx 3arojlOBKH Jesl yTouHstorcs. Jlena
MOJIBEPraroTCs pacIIMBKEe U mepedOpMHUPOBAHUIO TPU OOHAPYKEHUH, UYTO JIEJIO
c(hopMHPOBAHO HEMPABWIHHO;

3) 3aBepIICHHBIX JEIOMPOU3BOACTBOM JIMUHBIX JI€]T PYKOBOJAUTENEH OpraHu3anui
pecny0IMKaHCKOro, 00JIaCTHOTO YPOBHEH, OpraHu3aiuii TOpoI0B PecmyOIuKaHCKOTO
3Ha4eHwus, cToyuibl Pecnyonuku Kazaxcran;

4) 3aBepIICHHBIX JEIOMPOU3BOJCTBOM JIMYHBIX J€J1 MOJIUTHUYECKUX
rOCyJapCTBEHHBIX CITYKAIIHX;



5) 3aBepIIEHHBIX JEIONPOU3BOJCTBOM JIMUHBIX 1€l PaOOTHUKOB, UMEIOLIUX
BBICIIME 3HAKU OTJIMYMS, NTOYETHBIE TOCYJAapCTBEHHbIE M WHBbIE 3BaHMUsI, HArpajsbl,
YUYEHBIE CTETICHH.

30. Cucremaru3alus 3arojioBKOB €JIMHULL XpAaHEHUsI B TIpeJieax apXUBHOTO (poH/Ia
no paszenaM (moapaszesiaM) CXEMbl CHCTEMATH3alMH MNPOBOJMTCSA C YUYETOM
CJIEIYIOIIMX IPU3HAKOB:

1) cTpyKTypHOro (B COOTBETCTBHUH C MPUHAMIEKHOCTHIO €IMHUL] XPAHEHUS K
CTPYKTYPHBIM MO/Ipa3JICICHUSIM);

2) XpOHOJOTUYECKOTO (110 MEePUOJIaM HIIM J1aTaM, K KOTOPbIM OTHOCSITCSI € IMHUIIBI
XpaHEHHS],

3) byHKIMOHAIBHOTO, OTPACIEBOT0, TEMATHUYECKOT0, MPEIMETHO-BOIPOCHOTO (C
y4eTroM (pyHKIMI opraHM3allii, TEM WJIH BOIPOCOB, KOTOPBIX KAacaeTcs CoJep KaHue
€IMHHULl XpaHEHUS);

4) HOMUHAJIBHOTO (O JEIONPOU3BOACTBEHHON (POpME - BUJIaM U Pa3HOBUIHOCTSIM
JIOKYMEHTOB);

5) KOppPECOHAECHTCKOTO (110 OpraHu3alusIM U JULAM, B Pe3yJIbTaTe NEPENUCKHU C
KOTOPBIMU 00pa30BaJIUCh €AUHULIBI XPAHEHNU);

6) reorpaduyeckoro (B COOTBETCTBUHU C ONPEIEICHHBIMU TEPPUTOPHUSIMH,
HACEJICHHBIMU MYyHKTaMH M JAPYTMMH TeorpaduueckuMu oOBEKTaMH, C KOTOPBIMH
CBSI3aHO COJIEPKAaHUE IOKYMEHTOB, X aBTOPbI, KOPPECIOHIEHTHI);

7) aBTOpCKOTO (IO Ha3BaHMUSIM OpPraHU3alMi WU (GAMUTUSAM JHUIL, KOTOpHIE
SBJISIFOTCSL aBTOPAMM TOKYMEHTOB).

31. CoueTanne CTPYKTYPHOI'O U XPOHOJIOTMYECKOTO MPU3HAKOB JIACT JBA BAPUAHTA
CXEMBI CHUCTEMAaTU3ALUU: XPOHOJIOTUUYECKU-CTPYKTYPHBIN "
CTPYKTYPHO-XPOHOJIOTHYECKHUH.

32. XpOHOJOTHUYECKU-CTPYKTypHAsI CXeMa CUCTEMATH3aLUHU MPUMEHSETCS IO
OTHOIIEHUI0 K (oHIaM JAeicTByronleld opraHu3anuu (y4uThiBas dalibHeInee
MOTIOJIHEHNE JOKYMEHTOB 3TUX apXUBHBIX (DOHIOB) U JINKBUAUPOBAHHBIX OpraHU3aLUN
C 4aCTO MEHSIBIIEUCS CTPYKTYPOHU.

[Ipu cucremaTuzamuu MO 3TOM CXEME€ €JUHHULIBI XPAHEHUS TPYNIUPYIOTCA B
apXMBHOM (OHJIe TI0O BPEMEHU UX co3/aHud (M0 rojam, IepuojamM), a B mpeaenax
Ka)KJI0M XpOHOJOTMYECKOM TPYIIIbI — [0 CTPYKTYPHBIM MOAPA3ACICHUSIM OpraHU3aluu
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33. CTpyKTypHO-XpPOHOJIOTHUYECKAsA CX€Ma CHUCTEMATHU3aIlMU MPUMEHAETCS MO
OTHOIICHHUIO K (POH/IaM OpraHU3alMi, UMEBIINX CTA0OMIbHYIO CTPYKTYPY, U3MEHEHUS
KOTOPOM MPOUCXOMMIIN PEAKO, a TAKKE NPU CUCTEMATU3ALMHU €IUHMI] XPaHCHHUS
JVKBUIUPOBAHHBIX OpraHU3aLHil.



[Ipu cucrematu3anuu Mo 3TOM CXeM€ €AUHHUIIBI XpPaHEHHS! TPYHIHUPYIOTCS IO
CTPYKTYPHBIM TOJAPA3JEICHUSIM OpraHU3allliM, a B Mpeaenax KakI0H CTPYKTYpHOUM
TPYIIBI — IO BpeMEeHH (POPMUPOBAHUS €AMHUI] XPAaHEHUSI.

34. XpoHoyiorudecku-GyHKIIMOHATbHAS WIH (DYHKIIMOHAIBHO-XPOHOJIOTHYECKAs
CXEMBbI CHCTEMAaTH3aIlUU TMPUMEHSIOTCS MO0 OTHOIIECHUIO K (DOHIAM OpraHM3aluid ¢
YacTO MEHSBIIEICS CTPYKTYPOU WIIM HE UMEIOILIHE €€.

[Ipu cuctemaTuzanuu e€IUHULL XPaHEHUSI 10 XPOHOJIOTHUUECKU-(PYHKIIMOHAIBHOM
CXeM€ TpyHIUpOBKa UX MPOMCXOJUT BHAYaAJE MO XPOHOJOTHYECKOMY IPU3HAKY, a
3aTeM 1o GyHKIUAM (BHU1aM, HAIPABJICHUSM ) IEATEIIbHOCTH OpraHUu3aIuu.

[Toarpymmbl A pactoiararoTcsi ¢ y4eTOM 3HAYMMOCTH (DYHKITUI opraHu3anui
(PyKOBOJICTBO, TUTAaHUPOBAHUE, (PUHAHCUPOBAHUE, YUET U OTYETHOCTh, CHaOKEHHE
U COBIT, KaJpbl U TaK JIaJiee).

[Ipu cucremaTu3aluy €IUHULL XPaHEHUS 110 (PYHKIHOHATBLHO-XPOHOJIOTUYECKON
CXEM€ OHM TPYNNUPYIOTCS BHaYaje Mo (QYHKUHUSAM JESITEIbHOCTH OpraHu3aluu, a
3aTeM MO0 XPOHOJIOTUYECKOMY MTPU3HAKY .

35. XpoHOJOTHYECKU-TEeMaTHYECKasi WJIM TEMAaTHYECKU-XPOHOJIOTHYECKAsT CXEMBbI
CUCTEMAaTH3aIlUU €IUHUI] XPAHEHUS! IPUMEHSIOTCS 110 OTHOIICHUIO K HEOOJBIIUM IO
00beMy apxuBHBIM (¢GoHIaM. B mepBoM cilyyae 3arojioBKM €IUHHI] XpPaHCHUS
pacroJjlaraloTcs CHadajia 1Mo XpOHOJIOTHMU, U BHYTPU Ka)kJOTO TojJia MO OTACIbHBIM
TeMaM (BOINpocaM) B 3aBUCHMOCTU OT UX 3HAYUMOCTH, BO BTOPOM CITy4ae €IUHMIIbI
XpaHEHHUsI CHavaJla TPYNIUPYIOTCS MO TeMaM (BOIpOcaM), a 3aT€M BHYTPU KaKJIOU
TEMBI 10 XPOHOJIOTUU.

36. XpOHOJIOTUYECKN-HOMUHAIBHAS U1 HOMHHAJIbHO-XPOHOJIOTHYECKAsA CXEMBbI
IPUMEHSIOTCS JIJIsl CUCTEMAaTU3allluy 3ar0JIOBKOB €MHUI] XpaHEHUSI apXUBHBIX (DOH/IOB
OECCTPYKTYpPHBIX OpraHu3aiuii. XpoHOJOTHUYECKU-HOMUHAIIbHAS CXeMa Mpe/IrnoaracT
CHUCTEMATHU3ALMIO 110 XPOHOJIOTHH, BHYTPU KaXKI0T0 TOJa [0 BUIAM €IUHULl XpaHEHUS,
HOMUHAJIBHO-XPOHOJIOTHYECKAss cXeMa — [0 BHUJaM EIUHHI[ XpaHEHUs (TpHUKa3bI,
POTOKOJIBI, TUIAHBI U JIPYTHE), BHYTPU KaXKI0T0 BUA IO XPOHOJIOTHH.

37. JIOKyMEHTBI IO TUYHOMY COCTaBY, HAYYHO-TEXHHYECKAs] JOKYMEHTALHUS B
apXuBHBIX (OHIAAX HAYUYHO-UCCIEAOBATEIbCKUX OpraHu3alui, pPYKOMUCU B
U3JIaTeIbCTBAX, UCTOPUM OOJIE3HEW B MEAMIIMHCKUX OpPTraHU3aIUsiX, aKThl IIPOBEPOK B
dboHIaX KOHTPOJIBHBIX OPTAHOB BBIJEISIOTCS B 0OCOOBIE TPYIIIBI U CUCTEMATU3UPYIOTCS
000CO0JICHHO OT yIIpaBJIeHYECKOW IOKYMEHTAITUH.

38. KHHOTOKYMEHTBI i BUAEOJOKYMEHTBI CUCTEMATU3UPYIOTCSA:
1) mo Bugam - GUIBMBI, CIICITUATBHBIC BHIITYCKH, KHHOXKYPHAJIBI, OTACIIbHBIE KMHO-
U TEJIECIOKETHL;

2) mo rojaam BbIMycKa (UIBMOB, CHEHHATBHBIX BBIMYCKOB, KUHOXYPHAJOB;

IIPOU3BOJICTBEHHBIM HOMEPAM OTHEJIbHBIX KMHO- U TEJIECI0KETOB;
3) enuHuIaM yueTa (KOMIUIEKTaM);



4) uBeTHOCTH (IIBETHBIE, YEPHO-OECIIBIC);
5) dopmaty nneHku (8§ MUILTUMETPOB (z1anee - MMm), 16 MM, 35 MM, 70 MM U 1pyrue

39. ®OoTOIOKYMEHTHI CUCTEMATU3UPYIOTCS 110 BUJIAM:

1) HeraTUBBI pa3IMYHON NBETHOCTH (IIBETHHIC WJIM YEPHO-OEINIbIC) U Pa3MEpOB,
KOTOpble 0003HauaroTCs udpamu 2 - § (1udpa 2 COOTBETCTBYET HETATUBY Pa3MEPOM
2,5 cantuMeTpoB (nanee - cM) x 3,5 cem., 3 —6ceMm. x 6 M., 4 -6 cm. x 9 em., 5 -9 cm.
x12cem,6—-10cm. x IS cm., 7—13 cM. x 18 cm., 8 — 18 cM. x 24 cm.).

[Ipu cucremaTuzanuu HeOOJbIINX 00HEMOB HETATUBOB pa3MEpPoB 6-8 momycKaeTcs
X 00bETMHEHHE B OJIHY TPYIIITY;

2) cnaiiipl (IMano3UTUBEI) PA3IMYHON 1IBETHOCTH;

3) no3utuBkl, (HOTOOTIICUATKH;

4) poToanbOOMBI;

5) nuadunbmb;

6) PIEKTPOHHBIE NOKYMEHTHI ((OTOJOKYMEHTH Ha HUGPOBBIX HIM HHBIX
COBPEMEHHBIX HOCHUTEIISIX), KOTOpble 0003HauatoTcst OykBoi "J".

40. ®OHOAOKYMEHTHI CHUCTEMATU3UPYIOTCS MO BHUIAM 3allUCU 3BYKOBOU
uH(popmalu - poHorpapuyeckas, rpaMMoQOHHAsI, ONITUYECKAst, MATHUTHAs, Jla3epHas
. Ha ¢hoHOIOKYMEHTHI ONIpEICICHHOTO BH/Ia 3alMCH COCTABISCTCS OT/AEIbHAS OMUCH.
BuyTpu BUI0B (POHOJOKYMEHTHI PACHOIAratOTCs MO €IMHULIAM YYeTa U KOMIUIEKTaM.

41. Onucek nien, TOKYMEHTOB MOCTOSIHHOT'O XpPaHEHUSI UMEET TUTYJbHbBIN JIUCT 10
dbopme cornacHo mpuiioxkeHuto 12 k HactosimuMm [IpaBunam, copepsxkanue (OrjaaBIecHue
), MPEIUCIOBUE, CIIMCOK COKPAIIEHHBIX CJIOB U UTOTOBYIO 3aIUCh.

[lepen Ha3zBanueM (poHIa HA TUTYIBLHOM JINCTE OCTABJISIETCS MECTO JIJIsl HAITMCAHUS
MOJHOIO Ha3BaHUs TOCYJApCTBEHHOTO apxuBa, B KOTOPOM OYIyT MOCTOSIHHO
XpaHUThCA Jiena (JOKYMEHTHI) TaHHOW OpraHu3aluy.

42. Onuck ael, TOKyMEHTOB MOCTOSIHHOTO XPAaHEHUS COCTaBideTCs B 4-X
sk3emmispax. Ilociae ee yTBepXAeHUS TpU IK3EMIUIsipa MNEPEeAaAlTCs B
rocyJapCTBEHHBIA apXUB, OJUH — OCTACTCS B ApXUBE OpraHU3aIliH.

43. Onuck el Mo JUYHOMY COCTAaBY UMEET TUTYJIbHBIN JTUCT U UTOTOBYIO 3aIKCh.
Ha TutynpbHOM nHcTe He MpocTaBiseTcs oOQUIMaIbHOE HAUMEHOBAHUE
roCyJIapCTBEHHOT'O apXUBa.

K onuncu coctaBisitoTcs orjaaBieHHE, PEIUCIOBUE, CIIUCOK COKPAIIEHHBIX CIIOB.

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

1) npuka3oB (pacnopsiKeHU) pyKOBOAUTENSI OpraHU3alliU 110 TUYHOMY COCTaBYy;

2) CIUCKOB pabOTHUKOB;

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

4) MULIEBBIX CYETOB PAOOTHUKOB;



5) cnuckoB (pu3MUECKUX JIUIl M TIJIATSKHBIX MOPYUYCHUN HA TIEPEUUCITICHUE
00s513aTENbHBIX TMEHCHOHHBIX B3HOCOB, COLHAJIBHBIX B3HOCOB, B3HOCOB IO
00s13aTEIPHOMY MEIUITTHCKOMY CTPaXOBaHUIO;

6) TPYJIOBBIX JOTOBOPOB;

7) HeBOCTpEeOOBAaHHBIX MMOUIMHHBIX JINYHBIX JOKYMEHTOB PAa0OOTHHUKOB;

8) aKTOB O HECYACTHBIX CIIy4asx Ha MPOU3BOJACTBE U MHBIX J€J, KaCAIOUIUXCS
peanu3anuuy npaB U 3aKOHHBIX HHTEPECOB TPaXkaaH.

45. CucremaTu3anus 3arojoBKOB B OMKUCH AEJ 10 JUYHOMY COCTABY OINPEIEIAETCS
XPOHOJIOTUYECKUM, CTPYKTYpHbBIM ((QyHKIHMOHANbHBIM) W  HOMHHAJIBHBIM
KJIacCU(UKANMOHHBIMU TPHU3HAKAMHU. 3arojOBKH JIeNl TPYNIHUPYIOTCA MO TOIY
3aBeleHusl (3aBepuieHUs])) B JETONPOU3BOACTBE, BHYTPH KaxJOTro Toja — IO
CTPYKTYPHBIM MOAPA3JAEICHUAM (HAMIPABICHUSIM JIEATEIIbHOCTH) OpraHu3allii, BHYTPU
MOCJIETHUX — B TIOPSAJIKE YOBIBAaHUSI BAXXHOCTH €.

46. KapTouku 1mo y4eTy JUYHOTO COCTaBa U JUYHBIE Jiesa paOOTHUKOB (MpH
o0beme cBbiiie 20 3a roj1) BHOCATCS B CAMOCTOSATENbHYIO OMUCH Jei. VX 3aronoBku
IPYNIUPYIOTCS N0 TOAY 3aBEPIICHMS AEN B JAEJIONPOU3BOJICTBE, BHYTPU Troja — B
angaBUTHOM TopsaKe pamuinii pabOTHUKOB.

47. Onuce aen no JMYHOMY COCTaBy cocTaBisieTcs B 4-x ak3emiuisapax. [locie ee
YTBEPKACHUSI OJIMH D3K3EMIUISIP MEpPEeNaeTcsi B TOCYJAapCTBEHHBIM apXuB, TPU —
OCTalOTCs B apXHUBE OpraHU3alUU.

48. Ha TUTYIBHOM JIUCTE OMUCH e, TOKYMEHTOB BpeMeHHOro (cBhimie 10 mer)
XpaHEeHUsI HE MPOCTABIISIETCS O(PUIIMAIIBHOE HAMMEHOBAHKE TOCYapCTBEHHOTO apXMUBa.

49. K onwucu nen, 1OKyMEHTOB BpeMeHHOro (cBwimie 10 JieT) XpaHEeHHs MO
YCMOTPEHHUIO apXuBa COCTABJISIOTCS OIJIABJIEHHUE, MPEAUCIOBUE U CIUCOK
COKpAILIEHHBIX CIIOB.

50. B omnwuce nen, AOKYMEHTOB BpeMeHHOTO (cBbiimie 10 netr) XpaHeHus
BKJIFOYAIOTCS 3aroJIOBKH JIeJl, UMEIOIIMNX JJIUTEIbHOE MPAKTUYECKOE 3HAUYCHHUE IS
UH(POPMAITMOHHOTO O0ECTIeUeHUs AeITeIbHOCTH OPTaHU3alIHH.

51. CuctemaTu3saliusi 3arojoBKOB JieJl, JOKYMEHTOB B OIKCH J€JI BPEMEHHOTO (
cebiie 10 7eT) XpaHEHUs ONPEAENSIETCd XPOHOJOTMYECKU-CTPYKTYPHBIM HIIH
XPOHOJIOTUYECKU-PYHKIIUOHAIBHBIM  (XpPOHOJOTUYECKU-HOMUHAIBHBIM) U
HOMHUHAJIbHO-JIOTUYECKUM KJIaCCU(UKAIMOHHBIMU MTPU3HAKAMMU.

52. Onuce Aen, TOKYMEHTOB BpEMEHHOTO (CBbIIe 10 JeT) XpaHeHUs! COCTaBIAETCS
B 4-x sk3emrmuisipax. llociae ee yTBepkaAeHUS OJUH DSK3EMIUISIp MepeaaeTcs B
roCyJIapCTBEHHBIN apXUB, TPU — OCTAIOTCS B apXUBE OpraHU3aIUU.

IMaparpad 4. ITopsAaok COCTaBICHNA aKTa O BHIICTICHUHA K YHHITOXKCHUIO
IJOKYMEHTOB, HE ITOAJICKAIMUX XPAHCHHUIO



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

54. B akT BKJIIOYAIOTCS 3aroJIOBKH /i€l U JOKYMEHTOB C MCTEKIIUMH CPOKaMHU
XpaHeHus Ha | sgHBapsg roAa, B KOTOPOM MPOBOJMUTCS SKCIEpPTHU3a IEHHOCTHU
JIOKYMEHTOB.

55. AKT 0 BBIJIEJIEHNN K YHUUYTOKEHUIO JOKYMEHTOB, HE TIOJJIEKAIUX XPAHEHUIO,
COCTaBJISIETCA B JIBYX OK3EMIUIAPAX, KOTOPBIE MOCIE €r0 YTBEPKACHUS MEPENAIOTCS B
rOCy/1apCTBEHHBIN apXUB U apXUB OpPraHU3aLIHH.

56. JIOKyMEHTBI C UCTEKIIUMU CPOKAMU XPAHEHHUS BBIACISIOTCS K YHUUYTOXEHUIO
TOJIBKO TOCJI€ YTBEPXKIACHUSA ONUCEW M aKTa O BBIJICJICHUM K YHUYTOXKECHUIO 3a
COOTBETCTBYIOILIUAM TTEPUO.

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

57. OcoOGeHHOCTBhIO TPOBEICHUS DKCIEPTU3bl IIEHHOCTH OCHOBHBIX BHUJIOB
HAay4YHO-TEXHUYECKOW IOKYMEHTAIMU SIBIIICTCS MPOBEACHUE JAaHHOW SKCIIEPTU3bI B 1BA
Jramna.

58. Ha nmepBoM 3Tane no NpoeKTHOW, KOHCTPYKTOPCKOM M TE€XHOJOTMYECKON
JOKYMEHTAIIMA TIPOBOJUTCS BBIOOp TPOEKTOB W3JACIUN MPOMBIIIICHHOTO
IPOU3BOJCTBA M TEXHOJOTMYECKUX TMPOILECCOB, OOBEKTOB IUIAHUPOBKH U
KaIlUTaJIbHOTO CTPOUTENBCTBA, HAYYHO-TEXHUYECKAs JOKYMEHTAIUA IO KOTOPBHIM
MOJJICKUT Nepe/laue Ha MTOCTOSTHHOE XPAHEHUE.

KoHeuHbpIM pe3ynpTaTOM MEPBOrO 3Tamna SKCIEPTU3BI SBISIETCS COCTABIICHUE
NepeyHsi MPOEKTOB, MPOOJIEM, HAyYHO-TEXHHYECKAs JTOKYMEHTAIUs 1O KOTOPHIM
MOJJICKUT Tepejaue Ha TOCYyJapCTBEHHOE XpaHeHue, mo ¢(opMe COrjacHo
npuioxennto 13 k HacrosiuuM [IpaBunam.

59. Ilepedenb MpoekToB, MpoOJieM, HAYyYHO-TEXHUUYECKAsT JOKYMEHTALHS 10
KOTOPBIM TMOJUJICKUT MEpeJlauye Ha IMOCTOSIHHOE XpaHeHue (Janee — MNEepeyeHb),
cocTaBJjsieTcss paOOTHUKOM apXuBa COBMECTHO CO CIENMAIUCTAMHU OpPTaHHU3allUM 3a
ONPEAEICHHBIN NEPUOJ] BPEMEHU, HAUNHAS C HAYAJIA €€ AEATEIIbHOCTH.

[IepeueHb cOCTaBIISIETCS HE PEXKE OJTHOTO pasa B IATH JIET.

60. Cucremarusauus NPOECKTOB, H3MEIUMN, BKIIYECHHBIX B IEPEUYCHb,
OCYILIECTBISETCSA o XPOHOJIOTUYECKOMY, TEMATUYECKOMY,
TEMaTUKO-XPOHOJOTUYECKOMY MPU3HAKY.

61. Ilepedyenp yTBepkaaeT pykoBoautenb opranuizanuu u IIIK mecTHOrO
UCIIOJIHUTENBHOTO opraHa (pecnyOJMKaHCKOrO0 TOCyJapCTBEHHOTO apXHBa) IOCIe
cornacoBanus [{1OK (9K) opranuzanuu.



K nepeunto npuinaraercst mpoTOKOJ WM BBINIUCKA U3 MpoTokoa 3aceaanus LIDK (
OK) opranuzanumu.

[lepeueHb cocTaBisieTCsl B IBYX AK3eMILIsIpax, nocie yreepxaeHus 11K mectHoro
UCIIOJTHUTEIBHOTO OpraHa (pecrnyOJMKaHCKOTO TOCYJapCTBEHHOTO apXuBa) OJMH
AK3EMIUISIP BO3BPAIACTCA OPraHU3alMU, a APYrOM — OCTAeTCs B rOCYJapCTBEHHOM
apXHuBe.

62. DOxcnmepru3a [EHHOCTH HAy4YHO-HUCCIEI0BATEIbCKON U
MATEHTHO-JIMIIEH3UOHHOM TOKYMEHTAIlUU MPOBOJUTCS B OJUH 3Tam 0€3 COCTaBIICHUS
NEPEYHS.

63. Ha BTOpOM 3Tame 3KcHepTU3€ LEHHOCTH MOABEPraroTCs IMPOEKTHBHIE,
KOHCTPYKTOPCKHE U TEXHOJOTUYECKHE TOKYMEHTBI, BXOJSIIME B COCTAB MPOEKTOB,
U3JIEHI, BKJIIOYEHHBIX B [IEPEUYECHb.

64. Onucy Jen COCTaBIISIIOTCS OTAEIbHO Ha KAXKIBIA BUJ HAYYHO-TEXHUYECKOM
JOKYMEHTAUH (mpoekTHas, KOHCTPYKTOpCKas, TEXHOJIOTUYECKAas,
HAy4YHO-UCCJIEI0BATENbCKAs, MTAaTEHTHO-TUIIEH3MOHHAS) U UMEIOT CaMOCTOSITEIbHBIN
HOMEpP, K KOoTOpoMmMy pgobOaBisiercs UU(POBONW HUHAEKC, OMPEACNISIONIUNA BUJT
HAy4YHO-TEXHUYECKON JOKYMEHTALIHH.

OIHOBPEMEHHO OCYILIECTBIISIETCS BBISIBIICHUE JTOKYMEHTOB, HE HMMEIOLIUX
HAyYHO-UCTOPUYECKON LIEHHOCTH W YTPATUBIIKX MPAKTUYECKOE 3HAYEHUE C LIEJIBIO
BBIJICTIEHUS X K YHUUYTOKEHUIO.

65. Ilo »XunuuIHO-rpaXAaHCKOMY CTPOHUTENILCTBY Ha IOCTOSHHOE XPaHECHUE
O0TOMparOTCS MHANBUIYAJbHBIE TPOCKTHI 3[JaHUN, COOPYKEHH, B KOTOPBIX OTPAKEHbI
OpPUTHMHAJbHBIE  APXUTEKTYPHO-IJIAHUPOBOYHBIE, KOHCTPYKTHUBHBIE W
aApPXUTEKTYPHO-XY10’)KECTBEHHbIE OCOOEHHOCTH.

N3 cepuii TUMOBBIX MPOEKTOB MEPENAIOT HAa MOCTOSHHOE XPAHEHUE TUIIOBbIE
OPOEKTHl, HauOoJIee YacTO MPUMEHsSIEMble B NMPAKTHKE C YYE€TOM IPOTrPECCUBHBIX
METOJOB CTPOUTEIIBHOTO TPOCKTUPOBAHHUSI.

Cpenu nNpOeKTOB-NIPUBS30K [JII CTPOUTENBCTBA 3AHUM U COOPYKEHHH Ha
MOCTOSIHHOE XpaHEHHE IOCTYIMAIOT MPOEKThI, pa3paboTaHHbIE NJis 30H CJIOKHOTO
re0JIOTHYECKOT0 CTPOEHUS U MOBBIIIEHHON CEMCMUYHOCTH, B KOTOPBIX NMPUMEHEHbI
OpUTMHAJIbHBIE PEUIEHUS HHXKEHEPHBIX BOIIPOCOB.

N3 sKcnepuMEHTAIbHBIX IMPOEKTOB HA NMOCTOSHHOE XPAHEHHE IMEPEAArOTCs
MPOEKTHl IUIAHUPOBKH M 3aCTPOUKH KCIIEPUMEHTAIBHO-IOKA3aTEIbHBIX MOCEIKOB,
CEJIbCKUX HACEJIEHHBIX MECT, TPOEKTHI KUJIBIX U OOIIECTBEHHBIX 3/1aHUM.

66. Ilpu BBIOOpPE OOBEKTOB MPOMBINUICHHOTO CTPOUTEIHCTBA yYUYUTHIBAIOT
cnenuuKy NPOMBIIIIEHHOTO MPOEKTUPOBAHUS, KOTOPOE SIBIISETCA UHIMBUIYATIbHBIM,
a TaKXe XapakTepusyercs 00JbpIUM 00bEMOM O0OBEKTOB PEKOHCTPYKIIMH.

[Ipu BbIOOpE MHIMBUAYAIBHBIX MPOEKTOB Ha MOCTOSIHHOE XpaHEHHUE OTOMPAIOT
KpyIHbIE OOBEKThl U KOMIUIEKCHI, SIBJISIONIMECS BEAYIIMMH B OTPACISAX SKOHOMHUKH



cTpaHbl. B OTAENbHBIX Cydasx OTOOpY MOJIeKAT HEOONIbIIHEe 00BEKThI, UMEIONTNE
OpUTHHAJIbHBIE 00BbEMHO-TUIAHUPOBOYHbBIEC PEIIECHUS, B KOTOPBIX YYTEHbl HOBEHIINE
OTEUYECTBEHHbIE U 3apyOeKHbIE HAYYHO-TEXHUYECKUE JOCTUKEHUS, IPUMEHEHbI HOBBIE
CTPOUTENbHbIE MaTepualbl, HOBbIE BHABl OOOPYJAOBaHHMS U TMPOrPECCUBHBIC
TE€XHOJOTUYECKHE MPOLIECCHI.

67. I3 npoeKTHOW NOKYMEHTAIMH MO BOJOXO35MCTBEHHOMY CTPOUTENIBLCTBY Ha
NOCTOSSHHOE XpaHEHue OTOMparoTcsi OOBEKThl KPYNHBIX BOJOXPAaHMIIMIIL,
MarucTpagbHbIX KaHAJIOB, HACOCHBIX CTAHIIH.

68. 13 npoeKkTHON NOKYMEHTAalUH MO PEKOHCTPYKIMU HUCTOPUYECKON HacTH
rOpOJIOB U PECTaBpAILIMM NAMATHUKOB ApXUTEKTYPhI U CaJI0BO-NTAPKOBOr0 UCKYCCTBA Ha
NOCTOSIHHOE XpaHEHHUE MOCTYTAI0T:

1) mpoexThl MIAHUPOBKU U 3aCTPONKHU TOPOJOB C MAMATHUKAMH HCTOPUU U
KYJbTYPBHI,

2) NPOEKThl OXPAHSAEMBIX TEPPUTOPUN MAMATHUKOB HCTOPHUH, apXUTEKTYPhI U
IPUPOAHOTO JaHaIadTa;

3) IpOEKTHI MIIaHUPOBOK LIEHTPAIbHBIX (MICTOPUYECKUX) PAHOHOB FOPOIOB;

4) MpOEKTHl pecTaBpallud U BOCCTAHOBJIICHHS apXUTEKTYPHBIX MaMSATHHUKOB U
NaMSATHUKOB CaJI0BO-IIAPKOBOT'O UCKYCCTBA.

69. CocTaB MPOEKTHON JOKYMEHTAIIMU, OTOMPAEMOI Ha MOCTOSSHHOE XpaHECHHE,
3aBUCHUT OT MPAKTUKH pa3pabOTKU MPOEKTOB B pa3HbIe XPOHOJIOTHUYECKUE TTEPUOIBI.

Ha nocrostHHOE XpaHeHue moctynaeT pabovasi JTOKyMEHTaIusI.

70. ITpu oTOOpe KOHCTPYKTOPCKOM JOKYMEHTAIIMM BHUMAHUE YIEIsIeTCs] 0a30BbIM
MOJEJISIM, YHUKAJIBHBIM U3JIETIUAM, TOJOBHBIM 00pa3iiaM cepuitHoro mpou3BojicTra. 13
Moau(UKaLUi OTOUPAIOTCS T€, KOTOPHIE IPEICTABIAIOT COO0 HOBYIO MOJIEINb.

71. Ha cragum "TeXHHYECKOE NMPEMIOKEHNE" HA IOCTOSHHOE XPAHEHHUE MOCTYIIAET
NOSICHUTENIbHASL 3allUCKa U BEJOMOCTb TEXHUYECKOTO MPEMJIOXKEHHs, Ha craauu
ACKU3HBIN MPOEKT" — MOSICHUTENbHAS 3aMMCKa U BEIOMOCTh 3CKU3HOIO MPOEKTA.

[lepenadya JOKyMEHTOB HAa NOCTOSIHHOE XPAaHEHHE HA 3THX CTaJAMIX JOIyCKaeTCs
pu pa3paboTKe 0CO00 CIOKHBIX U3ICIIUIA.

72. Ha cragnu "TEXHUYECKHM MPOEKT" HA MOCTOSHHOE XPAHEHUE MOCTYIAIOT
CJIEIYIOIIME BUIBI TOKYMEHTOB:

1) mosicHUTENbHAS 3aMUCKA;

2) BEAOMOCTbh TEXHHYECKOTO MPOEKTA;

3) uepTex oO1Iero BUA;

4) TeXHUYECKHUE YCIOBUS HA U3TOTOBIICHUE 00PA3IOB U3/CIIUNA.

73. Ha cranuu "pabouas ToKyMeHTaIMsA'" Ha MMOCTOSHHOE XpaHEHUE TIepearoTCs:

1) yeprexu oOero Bu1a yHU(pUIUPOBAHHBIX y3JI0B;

2) rpyIImoBoil KOHCTPYKTOPCKUN JJOKYMEHT;



74. YUeprexku neTaned MocTynarT Ha MOCTOSIHHOE XPAaHEHUE TOJbKO B CiIydae
HOBU3HBI U OPUTUHAJILHOCTH KOHCTPYKIIUH.

75. DkcnepTu3a LEHHOCTH TEXHOJOTMYECKOMW JOKYMEHTAIMM aHaJOTu4Ha
METOUKE IKCIEPTU3BI ICHHOCTH KOHCTPYKTOPCKOMN JOKYMEHTAIIUH.

[Tpu oT60pe 0OBEKTOB HA MOCTOSIHHOE XPAHEHHE HEOOXOUMO YUUTHIBATH:

1) cTreneHb aBTOMAaTH3allMM, MEXaHU3ALUUH U TUIHU3ALUN TEXHOJIOTHYECKUX
IPOLIECCOB;

2) OpPUTHMHAJIBHOCTh U YHUKAIHHOCTh WHIUBHUAYAJIBHBIX TEXHOJIOTUYECKUX
POLIECCOB;

3) MacmTaOHOCTh MPUMEHEHHUSI KAXKJIO0T0 U3 ATUX MPOIIECCOB U X SKOHOMUYECKYIO
3 PEKTUBHOCTD.

76. Ilpu sKcriepTH3€ LIEHHOCTU TEXHOJIOTMYECKOW JOKYMEHTAIMU BaKHOE
3HaYeHUE MMEET JOKYMEHTAllusl Ha cTajuM '"pabouas JOKyMeHTauus'", a Takxe Ha
cTtanusix "ombITHBIM oOpazen", "ycraHoBo4yHas cepus”, €Clid Ha JaHHBIX CTaAUsAX
COJIEpKaTCSl OPUTMHAJIbHBIE TEXHUYECKHUE PEIICHMUS.

77. OCHOBHBIMHM TE€XHOJOTUYECKUMH JOKYMEHTAMHU, MOJIJIEKAITMUMHU Tepeaye Ha
MIOCTOSTHHOE XpaHEHUE, SIBIISFOTCSL:

1) mapuipyTHasi KapTa, KOMIJIEKTOBOYHAsI KapTa, BEIOMOCTh TEXHOJIOTHYECKUX
JIOKYMEHTOB, BEJIOMOCTH TEXHOJOTHYECKUX MAapIIPyTOB, BEAOMOCTh COOPOUHBIX
€AVHUI] K THIOBOMY (TpyIIIOBOMY) TEXHOJIOTHYECKOMY TMpOIlecCy (Omnepalnn);

2) BeIOMOCTh COOPKH U3IEITHS;
3) Be1oMOCTh 00OpYAOBaHMs, KapTa TEXHOJIOTMYECKOTO MpOoIecca, KapTa TUIIOBOTO
(TpynmoBOT0) TEXHOJIOTHYECKOTO MPOIECcCa;

4) MOCTOSTHHBIN TEXHOJIOTUYECKUN PETJIAMEHT BEIECTB, MPOIYKTOB, JIEKAPCTB U
MUKPOOPraHU3MOB, J1TA0OPATOPHBIA TEXHOJOTHYECKHUI PEriaMeHT, TEXHOJOTHUYECKUE
UHCTPYKIIMH 10 SKCIEPUMEHTAILHOMY MTPOU3BOJICTBY OMBITHBIX MAPTHI MPOAYKTOB U
JIEKApCTB;

5) TEXHOJOTUYECKHE PEKOMEH ALK IO U3TOTOBICHUIO HOBBIX BUAOB MPOJYKTOB,
JIEKAPCTB;

6) TEXHOJIOTHUYECKUE KapThl U OMHMCAHMS TEXHOJIOTMU MOJYUYECHUS BEIIECTB,
NPOAYKTOB, JIEKAPCTB KM MHUKPOOPTAaHU3MOB, CBOJHBIE TEXHOJOTHYECKHE (
MPOU3BOJCTBEHHO-TEXHOJOTUUECKUE)  CXEMbI,  pelenTypa, periamMeHThl,
PEKOMEHAAIMH 10 TEXHOJIOTMYECKUM MPOLIeccaMm;

7) HOPMBI JOMTYCKOB OTKJIOHEHHH OT TEXHOJIOTHYECKUX PEKUMOB MTPOU3BOJICTBA,
TEXHOJIOTUYECKUI AaCIOPT, KapTa YPOBHSI KaY€CTBa aTTECTYEMOU MPOTyKIIHH;

8) CBOJHBIE OTYETHI O COOTBETCTBHH HOBBIX MPOAYKTOB U JIEKAPCTB TPEOOBAHUSM
MEXTyHApOIHBIX U OT€UECTBEHHBIX CTAH/IAPTOB;

9) TexHoJIOTMYEeCKUE (TEXHUYECKHUE) XapaKTEPUCTUKN U PaCUETHBIC JTAHHBIE IO
00paboTKke U cOOpKE U3ICIHIA;



10) cBomHBIE pacueTsl MOBEPXHOCTEH, IUIOMIAAECH U IPYrUX F€OMETPUUYECKUX
XapaKTEPUCTHUK, U3TOTOBJISIEMbIX M3/I€TUH, TEXHUKO-IKOHOMUYECKas XapaKTepUCTUKA
000pyAOBaHUs, aTbOOMBI TEXHOJIOTMUYECKHX MPOIECCOB, KOMIUIEKTHI CHENUATbHOIO
TEXHOJIOTUYECKOT0 000pyJ0BaHUs (MPUCIIOCOOTCHUSI, MHCTPYMEHTHI, IITaMIIbI),
KOMIUIEKT NIEPEHATAKUBAEMON YHUBEPCAIIBHON OCHACTKH.

78. OTOOpy Ha MOCTOSIHHOE XpPaHEHHE MOJICKUT HAyUYHO-UCCIE0BATEIbCKAs
JOKYMEHTAUA MO MpobieMaM, OTHOCAIIUMCS K (yHAaMEHTaIbHBIM U IPUKIATHBIM
UCCIIEJIOBAHUSM, MTO3BOJIAIOIINM CYJIUTh 00 YPOBHE pa3BUTHS HAyKH B JaHHOU o0sacTu

79. Ha nocTosiHHOE XpaHEHUE MOCTYNAIOT:

1) 3amanus u TpeOOBaHUS Ha BBHINOJHEHUE HAYyYHO-HCCIEAOBATEIbCKUX U
OMNBITHO-KOHCTPYKTOPCKUX pa0OT, BKIIFOUEHHBIE B FOCYJapPCTBEHHBIE, MEKyHAPOAHBIE
, MEXKOTpaCIIEBbIE POTPAMMBI;

2) TanHble U NPOMEXKYTOUHBIE OTUETHI, UMEIOLIUE CAMOCTOATEIbHOE 3HAYEHHUE,
cojiepkaiue HHPOPMAIUI0, UMEIOIYI0 HayYHO-UCTOPUYECKYIO ILIEHHOCTh M HE
HNOBTOPSIONIYIOCS B IPYTUX TOKYMEHTAaX, a TaKK€ COCTaBICHHbIE BUAHBIMU JIEATEISAMU
HAayKH U TEXHUKU;

3) oTyeThl MO 3aKOHYEHHBIM TEMaM HAy4YHO-HCCIIEA0BATEIbCKUX,
ONBITHO-KOHCTPYKTOPCKUX, ONBITHO-TEXHOJOTHYECKHUX U
AKCIIEPUMEHTAILHO-TIPOEKTHBIX PadoT;

4) cBOHBIE TO/IOBbIE OTYETHI O HAYYHO-UCCIIEOBATENLCKUX paboTax, coaepKaiime
UTOTOBYIO, 0000IICHHYIO HH(POPMAITHIO;

5) pykonucu MoHorpaduid, cTaTei, TMccepTali Ha COMCKAaHUE YUEHBIX CTEIEHEH,
aBTopedeparsl.

80. Ha mocrosHHOe XpaHEeHUE OTOUPAIOTCS PACCMOTPEHHbIE 3aABKU Ha
n300peTeHus (OTKPBITHSA), MO KOTOPHIM MPUHATHI PEIIEHUS O BblJaue aBTOPCKOTO
CBUJICTEJIbCTBA (TIATEHTA).

81. N3 paccMOTpEeHHBIX 3asiBOK Ha MpeArnoiaraeéMble U300peTeHust (OTKPBITHUS), 11O
KOTOPBIM IIPUHSATHI perieHus: 00 0TKa3e B BblJaue aBTOPCKOT'O CBUIETENHCTBA (ITaTEHTa
), Ha TMOCTOSIHHOE XpaHEHHE OTOUpAIOTCA T€ 3asiBKH, B KOTOPBIX COAEpPKaTCA
palOHAJIbHBIE HAYYHO-TEXHUUECKUE PEIICHUS.

82. Ha mocTostHHOE XpaHEHUE OTOMPAIOTCS 3aKOHYEHHbIE PACCMOTPEHUEM 3asIBKU
Ha TPOMBINUIEHHBIE O00pa3lbl, MO KOTOPHIM MPHUHATHI PEUICHUS O BbIJAYEC
CBUJIETEJIbCTBA WM mareHTa. IlepenaroTcs Takke 3aKOHYEHHBIE PAaCcCMOTPEHUEM
3asiBKM Ha MPOMBIIUICHHbIE 00pa3iibl, 0 KOTOPHIM MPUHSTHI pPelIeHUus 00 OTKaze B
BbIJ]a4€ CBUJIETEIbCTBA I MATEHTA, €CIU:

1) oHU MOJaHBI BBIAAIOUIUMHUCS ACSITEISIMUA HAYKU U TEXHUKH;

2) OHU CcOJIep>KaT OPUTUHATIBHBIE XYI0KECTBEHHO-KOHCTPYKTOPCKUE PEIICHHUS;

3) ux aBTOpBI HArpaXkI€HbI IUILUIOMaMH, MEAAIAMH U IPEMUSMH Ha BHICTABKaX.



IMTaparpa¢ 6. ITopsnox popmupoBarHusa 1 0OpabOTKH e C
HAay9HO-TEXHUIECKOM JOKyMEHTaeH

83. Jlesno ¢ HayYHO-TEXHUYECKON JIOKyMEHTalueun GopMHupyeTcss U3 JOKyMEHTOB,
OTHOCSIIINXCA K OJHOM CTaJuH, OJHOMY OCHOBHOMY KOMIUIEKTY, TeMe (COOpPOUYHOI
equuuie). JJOKyMeHTBl OAHOM CTaauWH, OJHOTO OCHOBHOI'O KOMILIEKTa, TeMbl (
cOOpPOYHOU €ANMHUIIBI), 3HAYUTEIBHBIX 10 00BEMY, COCTABIISIOT HECKOIBKO JE.

84. IIpu Hay4HO-TEXHUYECKON 00pabOTKE TOKYMEHTOB MPUMEHSETCS KaPTOUYHBIHI
Croco0 UX OMUCaHUs U cucTeMaTu3aluuu. Ha kapTouky 3anuchIBaroOT:

1) pabounit HOMep jaena, KOTOPBIM 3amucaH KapaHIAlmiOM Ha OO0JOXKKe
OMKCBIBAEMOTO JIENa;

2) opunmaabHOE HANMEHOBAHUE OPTaHU3AIUU-PA3PA0OOTIHKA,;

3) Ha3BaHue MpoeKkTa (pa3paboTKH, TEMbl HAYYHO-HUCCIIEI0BATEILCKOM PabOThI),
HOMEp 00BbeKTa (IPOU3BOACTBEHHBIN MH(P, 0003HAUEHHE, HOMEPA TEMBbI, OXPAHHOTO
JIOKYMEHTAQ);

4) Ha3BaHUE OCHOBHOTO KOMIUIEKTa (COOPOYHOU €AMHUIIBI), €TO MAPKH;

5) dbamunuio pykoBoauTENS (aBTOPA, aBTOPOB) TEMBI, POEKTA;

6) roJl OKOHYaHUS pa3padOTKH;

7) KOJIMYECTBO MPOHYMEPOBAHHBIX JIUCTOB.

KapTouku cucteMaTu3upyroTcsi B COOTBETCTBUM C MPUHITON CXEMOl
CUCTEMATHU3aLIMH JIEN B OIUCH.

85. HayuHo-TexHHUYecKasi JOKyMEHTallus, epeaBaeMas Ha MOCTOSTHHOE XpaHEHUE
, TIOJITIEKUT MOJTHOMY O(hOPMIIEHUIO:

1) panbiioBKe UyepTexKe;

2) noAmuBKe (TEPEIeTy) TEKCTOBBIX IOKYMEHTOB;

3) HyMepauuH JIMCTOB;

4) coCTaBJIEHUIO 3aBEPUTEIIbHBIX JIUCTOB;

5) obopmiteHHIO 00JIOKEK JICII.

86. I'padpuueckrie TOKyMEHTHI NMOMEIIAIOTCS B MalKU C TpeMsl KJamaHaMu U
3aBsi3kaMu. B kaxpoe neno BKIo4aroTcs He Oosiee 50 IHUCTOB uepTekeil, YCIOBHO
npuBeeHHBIX K dopmaty A4 (297X210 Mm), mpu ToJIIMHE Jena He Oojee
TpPEeX-YEThIPEX CAHTUMETPOB.

IMTaparpa¢ 7. ITlopsanok mpoBeACHNS SKCIEPTU3H IEHHOCTH ayAHOBU3YAIbHOM
OOKyMEHTaIlA!

87. Ilpu mpoBeneHHH SKCHEPTU3bl LEHHOCTH U OTOOpEe ayJIHOBU3YyaJbHBIX
JOKYMEHTOB Ha XPAaHEHHUE YUYUTBIBACTCS MOJHOTA U CTENIEHb COXPAHHOCTH KOMILIEKTA
ayAMOBU3YAJIBHOIO JOKYMEHTA, HAJIUYUE U KaYeCTBO TEKCTOBOW CONPOBOIUTEIBHOU



JOKYMEHTAIlMM, BO3MOXHOCTh HAYYHOTO U MPAKTUYECKOTO HCIOJIH30BaHUS
ayJIMOBU3YAJILHOTO JIOKYMEHTA, a TakKXe pEeIIaloTCs BOMPOCHI MOBTOPSEMOCTH
uHdopmaluu, AyOJETHOCTH, MOTJIONEHHOCTH M BAapHAHTHOCTH ayJUOBU3YaJbHBIX
JIOKYMEHTOB.

N3 nyOneTHBIX ayAHMOBU3YaIbHBIX JOKYMEHTOB Ha TOCYJIapPCTBEHHOE XPaHEHUE
OTOMpAIOTCSl ay/IMOBHU3yaJIbHbIE JTIOKYMEHTHI, UMEIOIIHE O0Jiee BBICOKOE KadyeCTBO
U300pakKeHHUsl, 3aluCH, IUICHKH, pacroJiararomne HEOOXOJUMBIM KOMILIEKTOM
UCXOJTHOTO MaTepualia U COMPOBOAUTENBHOM (JIJ151 KHHOJOKYMEHTOB).

[Tornouienupie KHHOGOHOAOKYMEHTHI HE PAaCCMAaTPUBAIOTCS 000CO0IEHHO, TaK KaK
KUHOKAJPHI U parMeHThl (HOHOJOKYMEHTOB HECYT OJIarofapsi MOHTaXy pPa3IMYHYIO
CMBICIIOBYIO HAarpy3Ky ¥ HE HMMEIOT CaMOCTOSITeIbHOTO 3HaueHus. Mx cieayer
aHAIM3UPOBATh BO B3aWMOCBSA3U CO BCEM OCTAJIbHBIM MaTE€pPHAIOM KHHO-
dhoHOTOKYMEHTA.

N3 nHeckonbkux BapuaHToB (HOTO U (POHOJOKYMEHTOB, HUMEIOIIUX
HAyYHO-UCTOPUYECKYI0O U KYJBTYPHYIO IIEHHOCTh, Ha TOCYJaPCTBEHHOE XpPaHECHHE
MPUHUMAIOTCS TOKYMEHTBI, OTJIMYAIOIIUEeCcs 00Jiee MOTHBIM COJIEpKAHUEM, JTyUIIIUMU
KOMITO3UIIMOHHBIMH, I[BETOBBIMH PEIICHUAMH U YAOOHBIM JIS HCIOJIb30BaHUS
pazmepoM (17151 HOTOAOKYMEHTOB).

88. B mpouecce mpoBeaeHHUS IKCHEPTU3BI IIEHHOCTH BBISBISIOTCS
ayJIMOBU3YaJIbHbIE IOKYMEHThI, UMEIOIINE KaKhe-Tu00 MOBPEXKICHHUS.

[Tpu o6Hapyx’eHUN AePEKTOB, OCOOCHHO XMMHUKO-OHOIOTHYECKOTo Xapakrepa (
MOXKEJITeHHE, TUIECHEBEHUE, OTCIAaMBAHUE AMYJIbCUH), MPOBOJIUTCS KOHTPOJb BCEX
ayJIMOBU3YAIbHBIX JOKYMEHTOB JAHHOTO TOJia MPOU3BOJCTBA, XPAHAIIUXCS B
OJINHAKOBBIX yCIIOBHUSX.

AynuoBu3yajibHble JOKYMEHTHI, UMEIIHEe Ae(EeKThl, MOJABEpPraroTcs
pecTaBpaIriioOHHO-TIPOGUIAKTHYECKON 00pabOTKe B COOTBETCTBUHU C TpeOOBaHUSIMHU
OTPAaCIIEBBIX HOPMATHUBOB, PETIAMEHTUPYIOIIUX MOPSIAOK IPOBEACHUS dTUX PAOOT.

89. AyIMOBH3yaJIbHBIE JTOKYMEHTHI, OTJIOXHUBIIKECSA B nepuon A0 1922 ronxa
BKJIFOUUTENIbHO, K YHUUTOXKEHUIO HE BBIJICISAIOTCS. Y HUUTOXKEHUE ayIMOBU3YaJIbHbIX
NOKYMEHTOB, OTJOXMUBIIMXCA B mepuox ¢ 1922 mo 1945 rox BKIOYUTENBHO,
OCYUIECTBIISIETCS C pa3pellieHus] YIIOJIHOMOUYEHHOTO opraHa B cepe apXuBHOTO Jea.

ITaparpad 8. ITopsanok npoBeneHU S3KCIEPTU3HI IIEHHOCTH 3JIEKTPOHHBIX
JOKYMEHTOB

90. D1eKTpOHHBIE JOKYMEHTHI, 00pa3yoIIHrecs B IEeATeIbHOCTH OPraHU3alliy, B
3aBHCHMOCTH OT BBITTOJIHSAEMBIX €10 3a/1a4 U (QYHKIIUH TOapa3aesioTCs Ha:
1) PEKTPOHHBIE YIIPaBICHYECKHE JOKYMEHTHI;
2) DIIEKTPOHHBIE ayJHMOBH3YyaIbHbIC JOKYMEHTHI;



3) BAEKTPOHHBIE HAYYHO-TEXHUUECKUE JOKYMEHTBHI;

4) cneuududeckrue MHPOPMAIIMOHHBIE PECYPCHl, HE MUMEIOIIUE aHAJIOrOB Ha
OYMa)KHBIX HOCHUTEISX (IJIEKTPOHHBIE KATaCTPhl, PETUCTPHI, peeCTphl, 0a3bl U OaHKU
JAHHBIX, THTEPHET-TyOJUKALIMU U TOMY OJJOOHOE).

91. OT6op Ha rocynapCTBEHHOE XpaHEHHUE AJIEKTPOHHBIX YINPABICHUYECKHX,
ay/IMOBU3YAJIbHBIX U HAYYHO-TE€XHUUYECKUX JTOKYMEHTOB IMPOBOJUTCA HA OCHOBE
KPUTEPHUEB, MPUHATHIX JJIS UX aHAIOTOB Ha TPATUIIMOHHBIX HOCHUTEIISIX.

Crneunduyeckue nHPOPMAIMOHHBIE peCypChl OTOMPAIOTCS HAa TOCY/IapCTBEHHOE
XpaHEHHE Ha OCHOBAHUU CIIEIYIOLIUX KPUTEPUEB:

1) mosHOTa KOMIUIEKTOBaHUS JAHHOTO MH(OPMAIMOHHOTO pecypca, TO €CTh
COOTHOLIEHHWE WH(OpMALUM, UMEIONICICS B COCTaBE JTaHHOTO WH(POPMALIMOHHOTO
pecypca, ¢ oonmm o6bemMoM rHbopManuu, nmeromeics B Pecmy6nmke Kazaxcran mo
JAHHOMY KJIACCy MPEIMETOB WIH SBJICHU;

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

I'nmaBa 3. XpaHeHne OKyMEHTOB apXHUBa OpraHU3AI[UI
ITaparpad 1. ITopsamok opraHA3aMy COXpaHHOCTH JOKYMEHTOB

92. Jlns obecrnieyeHuss COXpPaHHOCTH JOKYMEHTOB B apXHBE OpraHu3aluu
OCYLIECTBIISIOTCS CIAEAYIOIINE MEPBL:

1) mo opranu3auuu XpaHeHHs JOKYMEHTOB, IPEAYCMaTPUBAIOIINE CO3aHUE U
pa3BUTHE MaTepHaIbHO-TEXHUUYECKOW O0a3bl (37aHHe W TOMEIIeHUs, CpeIcTBa
XpaHEeHUs! JTOKYMEHTOB, 000pyAOBaHUE, CPECTBA KOMMPOBAHUS U BOCCTAHOBIICHHUS
NOBPEKIECHHBIX JOKYMEHTOB H TOMY IOJOOHOE);

2) 1m0 CO3JaHUI0 U COOJIFOAEHUI0O HOPMATHUBHBIX YCJIOBUH M IapaMeTpOB
BPEMEHHOI0 XpaHEHUs JOKYMEHTOB (TeMIEpaTypHO-BIa)KHOCTHBIA, CBETOBOI,
CaHUTAPHO-TMTHEHUYECKHM, OXPAHHBIN PEKUMBI XPaHEHU);

3) nmpeBeHTUBHOTO XapakTepa (obecneueHrue PU3NKO-XUMUUECKON COXPAaHHOCTH
JOKYMEHTOB, pErJIaMEHTALUS BbIAA4YX JIOKYMEHTOB U3 apXHWBOXPAHWINIL, IPOBEICHUE
IPOBEPKH HAIMYUS U COCTOSIHUSA IOKYMEHTOB, BBISIBIIEHHE 0CO00 LIEHHBIX JTOKYMEHTOB
, CO3/IaHne cTpaxoBoro ¢hoHAa U (POoH/A TTOTE30BAHMS).

93. CucremMa Mep MO OpraHU3alMKM XPaHEHUs O00ECIEYMBAET COXPAHHOCTD
JOKYMEHTOB M KOHTPOJIb X (PU3UUYECKOTO COCTOSIHUS MPH MOCTYTIJICHUH TJOKYyMEHTOB B
apXWB OpraHU3aluy, NIPU UX XPAaHEHUU U IEpeaadye Ha IOCTOSHHOE XPAHEHUE B
COOTBETCTBYIOIINM TOCYAapCTBEHHBIN apxuB. [Ipn opranuzanum XpaHeHus U CO31aHUN



COOTBETCTBYIOIIUX YCJIOBUU XpaHEHHUs CJIEAYET YUYUTHIBATh CIENU(PUKY BUIOBOTO
COCTaBa JJOKYMEHTOB M OCOOEHHOCTH UX MaTE€pUaIbHBIX HOCUTEIICH.

94. ApxuB opraHu3aIiiu pa3MemaeTcs B CeuaIbHOM WX MTPUCTIOCOOJICHHOM JTsI
XpaHEHUs apXUBHBIX JOKYMEHTOB ITOMEIIICHUH.

95. Pa3menienne apxuBa OpraHu3aly B MPUCTOCOOJIEHHBIX MOMEIICHUSAX B
aAMUHUCTPATUBHOM 3/IaHUU TPOU3BOJUTCS MPHU YCIOBUM COOTBETCTBUSI TPEOOBAHUSIM
OTHECTOMKOCTH, MPOYHOCTH KOHCTPYKIIMU, CAHUTAPHO-TUTUCHUYECKUM HOPMaM,
HaJIUYUSl OTOMUTENBHBIX U BEHTUISIHUOHHBIX CUCTEM.

96. Ilomenienre st apXxuBa OPraHU3aluu COCTOUT U3:

1) apxuBOXpaHUINILIA AJ1 XPAaHEHHUS IOKYMEHTOB;

2) KOMHATBI JJ1 paboThl KcclieoBaTeNel (YUNTAIbHBIN 3a11);

3) pabounx KOMHAT JIsi pAOOTHUKOB apXUBa;

4) KOMHATBI JJI1 CEPBEPHOTO M KOMMYHHMKAITMOHHOTO 000pYA0BAHMS.

PaGouune xoMHaTHI 411 pAOOTHUKOB M MOMENIEHUS sl pabOThl UccaeaoBaTenei (
YUTAIBHBIN 3aJ1) U30JIUPYIOTCS OT apXUBOXPAHUIIHIIL.

ApXMBOXpaHWIMIIA, HE HMEIOIIUE MEPEropojoK OT pabdoYuX KOMHAT,
U30JIUPYIOTCSl CHENUAaIbHO YCTAaHOBJIEHHBIMH Tieperopojkamu. Iloctoponnue nuna
JOMYCKAIOTCSI B apXUBOXPAHUJIMINA TOJBKO C pa3pelieHUs] PYKOBOJAWTENIS U B
NPUCYTCTBUM PAOOTHUKA apXUBa OpTaHU3AIIHH.

97. ApXxuBOXpaHWIMIIA paclojiaraloT B OTAAJICHUH OT J1a0OpPaTOPHBIX,
MPOU3BOJICTBEHHBIX M CKJIAJCKHUX TOMEIICHUM, CBS3aHHBIX C XPAHEHHEM WUJIHU
PUMEHEHUEM XUMUYECKUX BEIMIECTB MJIU MUIIEBBIX TPOIYKTOB.

ApXUBOXpaHWININA O00PYAYIOTCS OCHOBHBIMHU CPEJCTBAMU MOXKAPOTYIICHUS U
rapaHTHPOBaHbl OT 3aTOIUIeHHs. Pa3MmenieHne B HUX Ta30BBIX, BOJONPOBOIHBIX,
KaHAJIM3ALMOHHBIX U APYTUX MaruCTPaIbHBIX TPYOOIIPOBOJIOB HE JOIMYCKAETCHI.

98. HapyxHbple aBepu IOMEIICHWH apXWBa OpPTaHU3allMHd OOHBAIOTCS
METAJJTMYECKUM JINCTOM M MMEIOT MPOYHBbIE 3aCOBBI. APXHWBOXpaHUJIUILA B padbouee
BpeMs 3aKpHIBAIOTCS Ha K04, B Hepabodee BpeMsl Bce MOMEMIECHUS] apXWBa
oreyaTthIBaloTCs WK mioMOupyrotcs. [leyars (mmomOup) BMecTe ¢ KIIouaMu CAaloT Ha
XpaHEHUE JEXKYypPHOMY IO OpraHU3alllM, OXpaHE WM B YCTAHOBJICHHOE IMpaBUIaMU
BHYTPEHHETO paclopsiKa MECTO.

BriHOC TOKYMEHTOB U3 apXMBa OpraHU3alliy 3a MPeebl 3JaHus OCYIIECTBISACTCS
TOJBKO IO CIEIHUAaJbHBIM MPOIMYCKaM B MOPSAKE, YCTAHOBIEHHOM PYKOBOJHTEIEM
OpraHu3aluu.

99. Tlomemienust apxuBa OpraHU3ANNN 000PYAYIOTCS OXPAHHOW CHUTHAIH3AIIHCH.
Ha oxna, pacnonokeHue KOTOpBIX IMO3BOJISIET JOCTYN HW3BHE, YCTAHABIMBAIOT
METAJUTMYECKHUE PEIIECTKHU.



100. B apxuBoxpaHMIMIIAX MPOKIIAABIBAETCS CKPBITasl 3JIEKTPOIPOBOJKA,
HITETCENIbHBIE PO3ETKU UCIOJIb3YIOTCS TOJIBKO B TEPMETUYHOM HCToIHEHUU. O01me u
MO3TaKHBIE PyOMIILHUKY PACTIONaraloT BHE TIOMEIIEHUN apXUBOXPAHIIIHUIIL.

101. B cucteMax u cpeacTBax MoKapoTYyIICHHUS TOMEIISHUN apXUBa OpraHU3alluu
MPUMEHSIIOT HEUTpalbHbIE, O€30IacHbIC JJIsl JOKYMEHTOB BEIIECTBA.
102. B apxuBOXpaHWINILAX UCKIIOYAETCS MPUMEHEHHE OTHSI, HarpeBaTeIbHbIX
npuOOpoB.

IMTaparpa¢ 2. ITopsnok paccTaHOBKH U XpaHEHHA IEIT

103. JJOKyMEHTHI B apXMBOXPAHUJIUIIAX pPA3MEUIAIOTCS B MHOPSIKE,
00ecIeynBaroIleM UX OTNIePAaTUBHBINA MOUCK B COOTBETCTBUU C YUETHBIMH JIOKYMEHTaAMU
[Topsimok pacronokeHus 1€l B apXHUBE ONpEAeNseTcs IUIaHOM (CXEeMOW) HuX

pa3MenieHusl.

104. ApXuBOXpaHWIHIIA O0OPYIYIOTCS OCHOBHBIMH CPEIACTBAMH XpaHCHHUS (
CTAIlMOHAPHBIMU WJIU TIEPEIIBIDKHBIMUA METAJUTMUYECKUMU CTeJutaxkaMu). Jlomyckaercs
IPUMEHEHUE JEPEBSIHHBIX CTEIUIAXEH MPHU yCIOBUM 0OpPabOTKH MX OTHE3aIUTHBIMU
cpeacTBamMu. B KkadecTBe BCIOMOTATEIBHBIX CPEICTB XpaHEHHS JOKYMEHTOB
MPUMEHSIOT METaJUIMYeCKue mKadbl, celdol.

Jlns xpa"neHus: POHO M BUJICOJOKYMEHTOB CTEJIJIa)KU W3TOTABIMBAIOTCS U3
He(eppOMarHuTHOTO MaTepuarna.

105. Cretaxxu yCTaHABIMBAIOT MEPIEHAUKYJISPHO CTEHAM C OKOHHBIMU
npoeMaMH, a B MOMEIICHUSIX 0€3 OKOH — C y4eTOM OCOOEHHOCTEH MOMELIEHUN U
000pyI0BaHUs, UCKITIOUAETCS pa3MEIlleHUe CPEACTB XPAaHEHHUs BINIOTHYIO K HAPY>KHBIM
CTEHaM 3JIaHWs U UCTOYHUKAM TeTlIa.

PaccranoBka cpencTB XpaHEHHS OCYHIECTBISETCS B COOTBETCTBUHM CO
CJIEIYIOLIMMU HOPMAaMH PaCCTOSTHUM:

1) Mexnay psaamu cteraxei (rmaBHeiid npoxoxd) — 120 cwm;
2) Mexay cremutaxxkamu (mpoxon) — 75 cMm;
3) MexAy Hapy>KHOUW CTEHOW 3JaHMS U CTEIUIaKOM, MapajlielIbHbIM HapyKHOU
cTeHe — 75 cMm;
4) MeXIy CTEHOH M TOPIIOM cTeuTaka niu mkada (ceida) — 45 cm;
5) MeXTy MOJIOM U HIDKHEH TOJIKOM cTeiiaxka uiu mkada (ceiida) — He menee 15
CM, B IIJOKOJIBHBIX 3TaxkaX — He MeHee 30 cM.

106. JlokyMeHTHI pa3MemarT Ha cTesaxax, B mkadax (ceidax) c
UCITOJTb30BAHNEM TEPBUYHBIX 3aIUTHBIX CPEICTB XpaHEHUS (apXUBHBIX KOPOOOK,
MarnoK, CHeNHaIbHBIX (YTIISIPOB, MAKETOB M TOMY IMOJOOHBIX) B COOTBETCTBUU C
BUaMH, (POPMATOM U APYTHMH BHEITHUMH OCOOCHHOCTSIMH JIOKYMEHTOB.



107. Jlena ¢ ympaBiIeHUECKOW JOKyMEHTAIlMel Ha OyMa)KHBIX HOCHUTEISX
uH(pOpMaIMK pa3MENIAIOT B KAPTOHHBIX APXUBHBIX KOPOOKaX, Mankax Uil CBSA3KaX.

B 3aBucumoctu ot 06opyaoBaHus u (popMaToB YepTexked HaydHO-TEXHUUECKAs
JOKYMEHTAIIUS] MOKET XPaHUTHCS B pa3BEPHYTOM, CIIOKEHHOM MJIM UHOM BUJIE.

108. KuHOIOKYMEHTBI UMEIOT 3alIUTHBIE Pakopabl. J[IMHAa HAYaIBbHOTO pakopaa
cocTaBysieT 3 MeTpa, JAJIMHA KOHEYHOro pakopaa — 1,5-2 merpa. Ha HauvanbHbie U
KOHEYHBIE paKop/ibl HAaHOCHUTCS MK(PpoBKa. KHHOTOKYMEHTHI IUIOTHO HAMATBIBAIOTCS B
PYJIOH Ha cepJeYHUKU (POTOrpaPUUIECKUM CIIOEM HAPYKY, 0€3 BHICTYMAIOIINX BUTKOB
Ha Topuax pyJioHa. HanmpaBnenne HaMOTKM — ¢ KOHIIAa HAa HA4aJlo.

®OHOIOKYMEHTHI Ha MATHUTHOM JIeHTE 0(OPMIISIOTCS PaKOPAAMU Pa3HOTO 1IBETA B
3aBUCHUMOCTH OT CKOPOCTH BOCHpou3BeAeHHUs 3anucu. Ha HavanbHBIN pakopna c
Hepabouell CTOPOHBI HAHOCUTCA MHU(POBKA. JJOKyMEHT HaMaThIBaeTCS Ha CEPACUYHUK
pabouuM cioeM Hapyxky (C BBICOTOM BBICTYMAIONIUX BUTKOB B pYJIOHE HE
npesbimatonieit 0,05 mm.). HanpaBinenue HaMOTKH (DOHOJOKYMEHTa COOTBETCTBYIOT
BpAIlEHUIO CMAThIBAEMOI'0 PYJIOHA MPOTUB YACOBOW CTPENKU IPU BOCIPOU3BEICHUU
Ha MarHUTO()oHax.

Kaxnas enquHuIia XpaHEHUs ayJIMOBU3YAJIBHOTO JOKYMEHTAa ITOMEIIAETCS B
UHJMBUAYAIbHYI0 HET€pPMETHYHYIO YMAaKOBKY ISl HMCKIIOYEHHUS BO3MOXHOCTHU
NPOHUKHOBEHHSI BJIard WM NbUIM, MONAJAaHHUS CBETOBBIX Jy4€H, 3allUThl OT
MEXaHUYECKUX MOBpEkKIeHUN (06€3 cBOOOJHOTO MepeMelleHHs] JOKYMEHTOB BHYTpPH
Hee). YIIaKOBKU U3TOTOBIISIIOT U3 XUMUYECKHA HHEPTHBIX, HE COJEPKAILMX XJIOpa, a30Ta
MaTepHaioB, MPEMITCTBYIOUIMX TMOSBJICHUIO OWOMOBPEXKICHUN, a TaKke He
BBI3bIBAIOIINX MOBPEXKICHUN TOKYMEHTOB WM NPUIUIIAHUS K HUM. YTIaKOBKa JEJIUTCA
Ha MEpPBUYHYIO M BTOpHUYHYIO. [IprMeHeHHe MepBUYHON YMaKOBKU L€JI€CO00pa3HO
JMIIb IPU OTCYTCTBUU KOHIULIMOHUPOBAHMS B YCIOBHSIX MOBBIIIEHHOW KOHIIEHTPALIMH
BPEAHBIX I'a30BbIX IPUMECEN U MBUIH.

109. KuHOJOKYMEHTHI yIAaKOBBIBAIOTCS B O0EPTKY M3 TOHKOW Oymaru uiu B
MHOTOCJIOMHBIN AKET U3 MOJUATUIICHA, TOIUA3THIIEHTEpePTaNaTa U B METANINYECKYIO
KOpoOKy. Pa3zmep makera cCOOTBETCTBYET pa3Mepy pyJIoHa.

DOTONOKYMEHTHl Ha IUIEHKE, (oToOymare, CTEKISHHBIX (POTOMIACTHHAX
YIaKOBBIBAIOTCSI B KOHBEPTHI U3 YUEPHOU CBETOHEIIPOHUIIAEMON OECKUCIOTHON OyMaru.
@OHOJIOKYMEHTHl Ha MAarHUTHOM JI€HTE BKJAJbIBAIOTCS B MAaKET U3
HOJIMATUIICHOBOM TMJIEHKM M B 3aBOJICKYI0O KOpPOOKY WM TMOMEUIAlTCsA B
NOJIUATUICHOBBIA QyTiIsip (KOHTEHHED) C BBIPE3aMU ISl STUKETOK.

BuneohonorpaMMbl XpaHSITCS B CIIEIUATIBLHOM 3aBOJICKOM YITAKOBKE U3 MPOYHOTO
MOJIMMEPHOTO MaTepuaa.

AynuoBH3yanbHbIE TOKYMEHTHI Ha JTUCKOBBIX HOCUTEIAX YKIJIAQJbIBAIOTCS B
3aBOJICKYIO YIIaKOBKY, a 3aT€M MOMEIIAIOTCSI B KOPOOOUHYIO Tapy.



110. JlTokymMeHTBHI Ha MOy, MOJOKOHHUKAX, JECTHUYHBIX IIJIOMIAJKaX WU B
Hepa300paHHBIX KUMaX HE Pa3MENaloTCs.

111. Bce apxuBOXpaHHWIUINA, @ TAKXKE CTEIUTAXKH, MIKAQBI (Ce(bl) U UX MOIKH
HyMepytoTcs apabckumu uppamu. Cremnaxu u mkadsl (celidpl) HyMEpyrOTCs
CaMOCTOSITEJIBHO CJI€BA HAIPaBO OT BXOJa B apXMBOXPAHUJIUIIE, UX TOJKH — CBEPXY
BHU3.

112. B nensx 3akpernyieHnus MecTa XpaHEeHHs TOKYMEHTOB B apXUBOXPAHUIUIIAX
COCTABJISIFOTCS TOCTEIIJIAKHBIE TOMOTPAPUIECKUE KAPTOUKH.

[TocTennaxupie Tonorpaduyeckre yka3aTenau mo (popme coriacHo MPHIIOKEHUIO
14 k HacrosmuMm [IpaBunam cocTaBisAIOTCA Ha KaXKIbli CTEUIaX U PACIIONaralTcs Mo
NOPAJIKY HOMEPOB CTEJUIAKEN B Mpeeiax KaXa0ro OTASIbHOI0 apXUBOXPAaHUIIHILIA.

W3MeHeHus, NpOUCXOAAIIME B PAa3MEIICHUU JOKYMEHTOB, CBOEBPEMEHHO
OTpaXaroTCs B MOCTEIIAXKHBIX TOMOTPapUYECKUX KapTOUKAX.
113. Ilpu XpaHEHHH DJIEKTPOHHBIX JOKYMEHTOB apXWB OpraHU3aIUH

oOecrieynBaeTcs CACAYIOIMUMHA OCHOBHBIMHU TEXHUYECKUMHU CPEACTBAMMU:

1) MOTOKOBBIMH CKaHEpaMH, 00ECIIEUHBAIOIIMMH HAICKHBIM BBOJ MH(OpMAIIUH;

2) cepBepamu, ClIOCOOHBIMU BECTH MapaLIeTbHYI0 00pab0TKY 3ampOCOB;

3) BbicokonpousBoautenbHoi (100 M6ut/c u Gosee) BHIYUCIUTEIBLHON CEThIO,
OPHEHTUPOBAHHON HA MHOTOIIOTOKOBBIN BBOJI M 00PaOOTKY TEKCTOBBIX, IPAPUIECKUX
U ayJIMOBU3YaJIbHBIX JJOKYMEHTOB;

4) oOopynoBanueMm, 0OECINEYUBAIOIIUM BBICOKOMPOU3BOIUTEIbHBIN U
CBEPXHAJICKHBIN JIOCTYT K MOUCKOBBIM JJAHHBIM CHCTEMBI;
5) obopyioBaHMEM IEpEHOCA TaHHBIX HA KOMIAKT WM MarHUTOONTUYECKUE JUCKU

6) 000py0BaHHUEM PE3EPBHOIO KOMMMPOBAHUSI HA MATHUTHYIO JICHTY;
7) aBTOMAaTU3UPOBAHHBIMU PAOOYMMHU MECTaMH, OPUEHTHUPOBAHHBIMH Ha
00paboTKy TEKCTOBOM U rpaduueckoi nHpopmanuu;
8) ucTouHnkoM GecriepeOOHHOTO TUTAHUS;
9) mpuHTEpaMu U MOJEeMaMHu HOBEHIIIMX MOAU(DUKALIIA:
10) oGopyaoBaHueM, 00eCIEYMBAIOIIMM JOCTYII K TPAaHCHOPTHOM cpene Ennnoi
CUCTEMBI 3JIEKTPOHHOTO JIOKYMEHTOO0O0pOTA.
114. ba3zoBeie (cuCTeMHBIE) TPOrpaMMHBIE CPEACTBA apXHBa SJIEKTPOHHBIX
JIOKYMEHTOB BKJIFOUAIOT B CEOSI:
1) onepallMOHHYIO CETEBYIO Cpely W CUCTEMY yIpaBlieHUs 0a30il JaHHBIX,
OpHEHTHUPOBAHHYIO HAa 00pPabOTKY OOJBIITUX MAaCCHBOB JIaHHBIX;
2) cpencTBa OTOOpakeHUs: 1 00paOOTKH TaHHBIX;
3) cpenctBa 3alIUTHl OT HECAHKIIMOHHUPOBAHHOTO TOCTYINA W aHTUBUPYCHBIC
CpelcTBa.



115. K cnenuanbHbIM IpOrpaMMHBIM CpeACTBaM Al (PyHKIIMOHUPOBAHUS apXHBa
ANIEKTPOHHBIX TOKYMEHTOB OPraHU3alUN OTHOCATCS:
1) cpenctBa 3¢ eKTUBHON NOIACPKKN CUCTEM YIPABICHUS TOCTOSHHBIM MTOMCKOM
JIOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTENSAX HHPOPMALIUK;
2) enuHbBIE CPEACTBA PACIIO3HABAHUSA TEKCTOB Ha rOCYJIapCTBEHHOM M PYCCKOM
A3BIKAX;
3) cpencTBa, obecneunBaroIIie eIMHYI0 TEXHOJIOTHIO BBOIa MH(POpMALMK B 0a3y
JaHHBIX;
4) cpencrBa ONEpaTUBHOIO MOMCKa MHGOPMALUHU U CPEACTBA ONEPATUBHOTO
aHanu3a uHbopMaIny;
5) cpenctBa pa3pabOTKU U ONITUMM3AIMHU 3aIIPOCOB MOJIb30BaTENEH
6) mporpaMMHbIE U alllapaTHbIE CPEICTBA 3aIUThl OT HECAHKIMOHUPOBAHHOTO
J0CTyTNa K HUH(OpPMALIUK apXUBa AJIEKTPOHHBIX JJOKYMEHTOB OpraHU3alllu.

IMTaparpa¢ 3. ITopsaok obecrieueHns pexuMa XpaHEeHHUS JOKYMEHTOB

116. XpaHeHne TOKyMEHTOB B apXUBE OPraHU3ALMK OCYLIECTBIISIETCS B YCIOBHSIX,
00€CleunBaOIUX HX 3allUTy OT MOBPEKIAEHUW M BPEIHBIX BO3JECHUCTBUU
OKPYXaroUIen Cpeibl.

3ammTa J0KyMEHTOB, JeJI 00ECIeurnBaeTCs 3a CUeT COOMI0IeHUs (TTOIEPIKKH):

1) cBeTOBOTO peXMMa XpaHEHUS;

3) caHUTapHO-TUTHEHUYECKOr0 PeKIUMa XPaHEHUSI.

117. B apxuBOXpaHUIUILAaX BCE BUABI pabOT ¢ TOKYMEHTAMU MPOBOJATCS MPHU
OTPAaHMYCHHBIX YPOBHAX OCBEIICHMS. JUIsl 3alUTHl JOKYMEHTOB IPUMEHSIOT HX
XpaHEHUWE B NEPBUYHBIX 3aIIUTHBIX CPEACTBAX XpaHEHHUs (apXMBHBIX KOpOOKax,
nankax, CleualbHbIX (QyTispax, HakeTax u TOMy OJA00HOE).

B apxuBoxpaHuIMIIAX OCBEUIEHHE MOXKET OBbITh €CTECTBEHHBIM WU
UCKYCCTBEHHBIM. ECTECTBEHHOE OCBEILIEHUE JOIYCKAETCS TOJIBKO PACCESIHHBIM CBETOM,
IIPU YCIIOBUM NPUMEHEHHSI HA OKHAX CBETOPACCEUBATEIIEH, PETYJIATOPOB CBETOBOTO
[OTOKA, 3aIIUTHBIX (PUIBTPOB, WITOP, KAIIO3U WIM OKpalIeHHBIX cTekos. Jlus
UCKYCCTBEHHOI'O OCBEUICHUS TPUMEHSIOT JIAMITbl HAKaJIMBaHUA B 3aKPBITHIX TUIaQOHAX
C IJIaJAKOM MOBEPXHOCTHIO. JlOMyCKaeTcs NMPUMEHEHWE JIOMHHECUEHTHBIX JaMII C
YPE€3aHHBIM YJIbTPa(UOJIETOBBIM YUACTKOM CIIEKTPA U3ITYUECHMUSL.

118. B apxuBoxpaHuiauiax, 000py10BaHHBIX CUCTEMAMHU KOHJIUIIMOHUPOBAHUS
BO3/lyXa, NOJJEPKUBAECTCS CJIECIYIOIUI TEMIIEPATYPHO-BIAXKHOCTHBIN PEKHAM:

1) s JOKyMEHTOB Ha OyMaKHbIX HOCUTENSAX MHpOpMalu — temneparypa +17 —

+19OC, OTHOCHUTEIIbHAS BIaXHOCTh Bo3yxa 50-55%;
2) misi TOKYMEHTOB Ha YEPHO-0EJIbIX TUICHOYHBIX HOCUTENIX MHMOpMalUU —

TeMneparypa +150C, OTHOCHTEJIbHAS BIAXKHOCTh Bo3ayxa 40-55%;



3) o JOKYMEHTOB Ha IBETHBIX TUICHOUYHBIX HOCHTENSIX HHOOpMAlWU —

TeMIeparypa +2 — +SOC, OTHOCHUTEJIbHAS BIIaXKHOCTh Bo3ayxa 40-55%;
4) nyist TOKYMEHTOB Ha MAarHUTHOM JICHTE U JIUCKOBBIX HOCUTEIIAX — TeMIlepaTypa

oT +8 — 10 +1 SOC, OTHOCHUTEJIbHAS BIAXXHOCTh Bo3ayxa — 45—-65 %;
5) ny1s JOKyMEHTOB Ha 3JIEKTPOHHBIX HOCUTENAX HHGOpPMAIUKM — TeMreparypa +15

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

119. B apxuBOoXpaHWIHIIAX C HEPETYIUPYEMBIM KIMMATOM OCYILECTBISIOTCA
COOTBETCTBYIOIIME MEPONPHUATHSA II0 ONTUMM3ALUU KIMMATUYECKUX YCIOBHM Ha
OCHOBE pAallMOHAJIBHOTO OTOIUICHUS 3/1aHUs OpraHU3allud, NPOBETPUBAHUS U
YBJIQXKHEHHUSI (OCYILIEHH) BO3/lyXa B ApXUBOXPAHUIHILAX.

120. TemnepaTypHO-BIa>XKHOCTHBIN PEKUM B APXUBOXPAHUIIUIIAX KOHTPOJIUPYETCS
IyTEM pETYJAPHOTO H3MEPEHUs IapaMeTpPOB TEMIEPATYpPbl U OTHOCHUTEIBLHOMU
BJIAKHOCTH  BO3JyXa Ha OCHOBAaHMHM TIOKa3aHUM  COOTBETCTBYIOLIUX
KOHTPOJIbHO-U3MEPUTENBHBIX MPUOOPOB. B KOHIMIMOHUPYEMBIX TOMEIIEHUAX
U3MEpPEHUE NapaMEeTPOB OCYILECTBIISIETCS [Ba pa3a B HEHEII0, B IMOMELICHUAX C
HEPETYJIMPYEMBIM KIIMMATOM — TPH pa3a B HEJIEIIO.

KonTponbHo-u3MeputeabHbie IpuOOphl (TEPMOMETPHI, ICUXPOMETPBI, TUTPOMETPHI
) pa3MemarT B TJAaBHOM IPOXOJ€ Ha CTeJIaxe, BAAIM OT OTONUTENbHBIX H
BEHTWISILIMOHHBIX cucTeM. [loka3zanus mpubopoB QPUKCUPYIOTCA B PETUCTPALMOHHOM
KypHaiie, popMa KOTOPOro ONPEEIAeTCs OpraHu3alueH.

Hckntouaercs pe3koe KoJieOaHUuE TemIepaTypbl U BIaXXHOCTH B
apXUBOXPAHWINILAX.
121. Bce nomemieHHuss apxXxWBa OpPraHU3alUU COJEpPKATCS B YCIOBUSAX,
VCKJIFOYAIOIIUX BO3MOKHOCTb MOSIBJICHUS IUIECEHU, HACEKOMBIX, T'PBI3YHOB, IIBUIH.

B apxuBoxpanunumiax obecreurBaeTcs MUPKYISIUS BO3yXa, UCKIIOUAIOIas
oOpa3oBaHHE HEMPOBETPUBAEMBIX 30H, OIMACHBIX B CAHUTAPHO-OMOJIOTUYECKOM
OTHOULIEHUM.

OTKpBIBAIOIIMECS B TEIJIOE BPEMS IOJla OKHA, a TAKKE BECHTUJIALMOHHBIC
OTBEPCTHUS B CTEHAX, MOTOJIKAX, MOJAX apXUBOXPAHUJIMI] U Hapy>KHbIE OTBEPCTUS
BEHTUJISILMOHHBIX CUCTEM CIIEYET 3aIlUIIATh CETKAMU C TUAMETPOM sueeK He Oosee
0,5 mm.

B apxuBoxpanunuiiax npeOblBaHUE B BEpXHEH 0JIeXk e, MOKPOH U Ips3HON 00YBH,
XPAaHEHUE U UCIIOJIb30BaHUE MTUILIEBBIX IPOLYKTOB UCKIIIOYAETCS.

122. B apXxuBOXpaHUIUIIAX HEOOXOAUMO IIPOBOAUTH CUCTEMATHUECKYIO BJIAXKHYO
yoopky. He pexxe omHOTO pasza B TOJ HPOBOAUTCS OOCCIBUIMBAHHE CTEIUIAXKEH,
mkagpoB, NEPBUYHBIX CPEJCTB XpPaHEHUs] JOKYMEHTOB. [Ipu 3TOM MOJbl, MIUHTYCHI,
NOJIOKOHHUKH, IOKOJBHBIE YAaCTH CTeJUIaXell o0padaThIBalOTCsS JBYXIPOLIEHTHBIM
BOJHBIM PacTBOPOM (hopMaliuHa.



123. JIBa pa3a B roa (B Hadajle M MO OKOHYAHWH OTONHUTEIHHOTO CE30HA)
JOKYMEHTHI (BBIOOPOYHO) M apXMBOXPAHWIMINA MOJBEPral0T OOCIETOBAHUIO JIS
CBOEBPEMEHHOT0 OOHAPYKEHUSI HACEKOMBIX U MJIECHEBBIX IPUOOB.

[Ipu oOGHapykeHUH OMOJIOTMYECKUX BpeaUTEIeH MPUHUMAIOT CPOYHBIE MEPHI 1O
ne3uH(EKINN U Ae3UHCEKIIUN MTOMEIIEHUI CUIIaMH CAaHUTAPHO-3THIEMUOIOTMUECKOM
CITY>KOBI.

124. JIoKyMEHTBl MOCTOSIHHOTO XPAHEHHS C BBISBICHHBIMH (DU3HMUYECKHUMU
nepexTaMu OCHOBBI (yTpaTa yacTel JJOKYMEHTA, pa3pbIBbl, OTCIOEHUE 3MYJIbCHOHHOTO
CJI0S1, TPEIIMHBI, IAPANUHBI U TaK J1aJIe€) WJIK TEKCTa PErUCTPUPYIOTCS B JKypHAJIe WU
KapToTeKe yuyeTa (U3NYECKOTO COCTOSHUS IOKYMEHTOB. B 1aHHOM XypHase (1aHHOM
KapTouke y4yeTa) (PUKCUPYIOTCS BUABI CHEUaIbHON 00pabOTKH, HEOOXOUMBIE IS
BOCCTAHOBJICHHSI JJOKYMEHTOB (pecTaBpauus, Je3uH(eKus, MUKpOUIbLMHUPOBAHUE,
(doTopecraBpanys, KONUPOBAHKUE, NIEPEBO B JIEKTPOHHBIN (opMaT U Tak Aaiee), U
YKa3bIBAIOTCS KOHKPETHBIE MEpbl MO YIYUYIIEHHI0 (PU3UYECKOTO COCTOSIHUSA
JOKYMEHTOB.

125. He3aBUCUMO OT IEHHOCTH M CPOKOB XPAHEHUSI HEMEJIEHHOW mepeaade Ha
00paboTKy (Ie3uH(EKINI0, MEe3NHCEKINIO) MOIeKAT JIesia, JOKYMEHTHI KOTOPBIX
MOPAYKEHBI IJIECEHBIO U HACEKOMBIMH.

IMTaparpa¢ 4. ITopsaaok Beia9# JOKYMEHTOB U3 apXWBOXPAHIIHII]

126. JIOKyMEHTBI BBIAAKOTCS U3 aPXUBOXPAHMIIHILL:
1) muist ucoIb30BaHMs pAOOTHUKAMU OPTaHU3AIINH;

2) nid UCTOJIb30BAaHMS TPAKJIaHAMHU B YMTAIBHOM 3ajie ISl HAYYHBIX U MHBIX

HICCIeIOBaHNM;

3) BO BpeMEHHOE MOJIb30BaHUE ISl IPYTUX OpraHU3alUA;

4) nis cienuanbHOM 00pabOTKHU JOKYMEHTOB C IENBIO YIIyUlleHUs (HU3n4eCcKoro
COCTOSIHHSI TOKYMEHTOB.

127. JIOKyMEHTBI BBIJAIOTCSI BO BPEMEHHOE MOJIb30BAHUE U3 apXUBOXPAHWIHIL HA
CPOK, HE MPEBBIIAOIIUN:

1) onHOrO MecAla sl UCIIOJBb30BaHUS paOOTHUKAMU OpraHU3AlINH;

2) OAHOIO MecsIa Il UCIOJIb30BAaHUS JOKYMEHTOB B UNTAJIbHOM 3aJI€;

3) Tpex MecsilieB BO BPEMEHHOE IMOJb30BAHHUE ISl APYTUX OpTraHu3aluil u

AKCIIOHUPOBAaHUS JOKYMEHTOB.

128. IIpoasieHre yCTaHOBJIEHHBIX CPOKOB BbIIa4d JOKYMEHTOB BO BPEMEHHOE
NOJIb30BAaHUE JOMYCKAeTCsI B OCOOBIX cCllydasgX C pa3pelieHus PYKOBOJIUTEIS
OpraHu3alyyi IO MUCbMEHHOMY IMOJITBEPKICHHUIO MOJb30BATENSI O COXPAHHOCTHU
JIOKYMEHTOB.



129. Ha Hay4yHO-TeXHHWYECKUE AOKYMEHTHI, BKJIIOUECHHbIE B TNEPEYHU U
noJJieXxalnife nepegaye Ha MOCTOSHHOE XpaHEeHHe, co3/laeTca (POH]I MOJIb30BaHUS Ha
AIEKTPOHHBIX Y UHBIX HOCUTEIIX. VX MOVIMHHUKY U3 apXUBOXPAHUIIUI] HE BBIJAIOTCS

130. IIpaBOoOXpaHUTENBHBIM OpraHaM, OpraHaM CyJa U OPOKYypaTyphl zena
BBIIAIOTCS B TIOPSJIKE, OMPeIeIEHHOM 3aKoHoAaTebcTBOM PecryOnmku Kaszaxcras.

131. Beigaua JOKYMEHTOB W3 apXUBOXPaHWIUIL O(QOopMIsSeTcs CIAeAyUUMU
JOKYMEHTaMHU:

1) 3akazaMu Ha BbIJAuyy JI€]l B YUTAJIbHBIN 3a]1 U paOOTHUKAM OpraHU3alUU IO
dbopme cornmacHo nmpuinokenuo 15 k HactosuM [IpaBumnam;

2) akTaMH O BBIJaue Jejd, JOKYMEHTOB BO BPEMEHHOE MOJIb30BaHUE APYTUM
OpraHu3alusM WIH JAJ SKCIOHUPOBAHUS JOKYMEHTOB MO (GopMe COTJIacCHO
npuioxeHuto 16 x Hacrosmum I[lpaBunam, odopmiisiemMbix Ha obOmieM OiaHke
OpraHH3alNH;

3) 3akazaMu Ha MPOBEACHUE pabOT M0 KOMUPOBAHUIO U PECTABPALIUU JOKYMEHTOB.

132. Bpigaua JOKYMEHTOB W3 apXMBOXPAHWIMIIA PETUCTPUPYETCS B KHUTAX
BbIJIa4M JOKYMEHTOB 10 (hopMe coriacHo npuioxenuto 17 k Hacrosmum [IpaBunam.

133. NcnonHeHHbIE 3aKa3bl UCCIEAOBATEIEH XpaHATCS B JUYHBIX JAe€lax
UCCIIe0BaTENEeH, BCE POYUE — 10 IPOBEACHUS IPOBEPKU HAIMYMS U COCTOSTHUSA JE.

134. Brimaua 1OKyMEHTOB BO BPEMEHHOE IOJIb30BAHUE B APYTHE€ OpraHU3aluu
odopmiseTcs aKTOM, KOTOPBI COCTaBISETCS B IBYX 3K3EMIUISIPAx, OJUH UX KOTOPBIX
OCTaETCs B apXHMBE OPTaHU3aLMH, APYTOM BBLAAETCS MMOTYYATEN 0. AKT OANUCHIBACTCS
PYKOBOAWTENEM OpTaHU3allMU, I[Eepelarmeld Jaena, W PyKOBOAUTEIEM
opranusauuu-nonydarens. [locine Bo3BpamieHuss el B ABYX DJK3EMIUIIpax axTa
NEJIaeTCs COOTBETCTBYIOIIAs OTMETKAa - OJUH DJK3EMIUIIP OCTaeTcs B
OpraHu3alMu-TMoJayyarenae, Apyrol XxpaHutcs B Jeie (oHIa B BEJOMCTBEHHOM (
YaCTHOM) apXHUBE OPraHU3alMH, BbIIaBaBIICH TOKYMEHTHI.

135. HanpaBneHue NOKYMEHTOB Ha KOIHUPOBAHUE, PECTABPALMIO, MEPEIUIET
odopmIsieTcs 3akazoM. 3aka3 oOpMIIIETCS B apXMBE OpraHU3aluu 1o (Gopme akTa o
BBIJ]a4Y€ JJOKYMEHTOB BO BPEMEHHOE MOJIb30BAHUE IPYTOM OPraHU3allHH.

136. Ilepen BbImadeil aen U3 apXUBOXPAHMIMIA MPOBEPSETCS COOTBETCTBUE
mudpa 1 3arojioBka jena Ha o0JokKe mudpy U 3aroJIOBKy jejia B CBOJHOW OIKUCH.
Ilepen BbLHAauel M NpU BO3BpALCHUU €] B ApXUBOXPAHWIMILA IIPOBEPSIOTCS
HyMepauus JJMCTOB U COCTOSIHUE IOKYMEHTOB KaKJIOTO BBIJTAHHOTO JIENIA.

Kaxnoe BbiiaBaemMoe U3 apXMBOXPAHWIMILA €TI0 UMEET JIMCT UCIIOJIb30BAHUS 10
dbopme cornacHo npuiioxkenuto 18 k Hacrosmm [IpaBunam.

137. Ilpu BplAaYe AOKYMEHTOB H3 APXMBOXPAHMWJIMIIA HA HX MECTO

MOJKJIAbIBAETCS KapTa-3aMEeCTUTENb €IMHUIBI XpaHeHUs 1o (opMe COrjacHoO



npuioxenuto 19 k nHactosiuium [lpaBumam. Ilpu Bo3BpalieHUHu ITOKyMEHTa B
aApXHWBOXPAHWIIUIIE KapTa-3aMECTUTEh N3bIMACTCSI.

138. CocTosiHMe JOKYMEHTOB, BO3BpAallla€MbIX B apXUB OpPraHHU3alMU IOCIE
WCIIOJIb30BaHUS, TIPOBEPSACTCS B MPUCYTCTBUH JIUIIA, BO3BPAIIAIOIICTO HX.

[Ipu oOHapyXeHUHN HEIOCTAYu JOKYMEHTOB WJIM OTACIHHBIX JINCTOB B HUX, a
TaK)Ke€ TOBPEXICHUN Jell pabOTHHK apXuBa cOOOIIAaeT 00 3TOM PYKOBOJCTBY
OpraHW3aIiy JJIsS TPUBJICUCHHUS BHHOBHOTO JIMIIAa K OTBETCTBEHHOCTH B TIOPSJIKE,
YCTaHOBJICHHOM 3aKOHOJaTeIbHBIMU akTamMu PecniyOnuku Kazaxcran.

ITaparpa¢ 5. ITopsnok mpoBeAeHNUA IPOBEPKH HAIMIUA M COCTOSHUA
apXHWBHBIX JOKYMCHTOB

139. [IpoBepka HANMYKUS U COCTOSIHUSA APXUBHBIX JOKYMEHTOB IPOBOJIUTCSI HE PEIKE
, UeM OJMH pa3 B 5 JET, a TakKXke Iepel Nepeaadyeid MX Ha XpaHCHUE B
rOCyJIapCTBEHHBIN APXUB.
140. BHeouepegHbpie NPOBEPKU HATTUYUS U COCTOSIHUSA TOKYMEHTOB MPOBOIATCS:
1) 1o u moclie nepeMeIIeHus: JOKyMEHTOB B IPYTOe apXUBOXPAHWIHIIE (31aHUE);
2) mocJe Ype3BblUaHbIX CUTYyalluii, BBI3BABIINX MEpEMENICHUE (IBAKYaIIUIO) €T
WIM JIOCTYTI B apXUBOXPAHWJIMILA TOCTOPOHHUX JIUIL;
3) npu CMEHE PYKOBOJUTEIISI apXUBa OpraHU3allig;
4) npu peopranu3anuu (JTUKBUIAIUNA) OPTaHU3AIIUH.
141. B xone npoBepKU HATUYMUA U COCTOSTHUSA TOKYMEHTOB OCYILECTBIISIETCS
1) ycraHoBieHue (akTUUYECKOTO HaJU4Us OKYMEHTOB, HaXOISLIUXCA Ha
XpaHEHHH B ApXUBE OpraHU3ALINH;
2) BBISIBIICHUE U YCTPAHEHUE HEJOCTATKOB B YUETE JJOKYMEHTOB;
3) BbISIBIIEHUE OTCYTCTBYIOLIUX IOKYMEHTOB U OpraHU3allys UX PO3bICKA;
4) BBISIBJICHUE W yY€T JTOKYMEHTOB, TPEOYIOIUX pecTaBpalui, KOHCEpBAIlUU U
npouIaKTUIECKON 00pabOTKHU.

142. Jlo Hadana pabOThl MO MPOBEPKE HAIUYUS U COCTOSIHUS JIOKYMEHTAIUU
U3y4aroTCs JOKYMEHTBl NPEAbIAYIIUX MPOBEPOK, IMPOBEPSAETCA MPaBUIBHOCTH
HyMEpaluHu JIeJl B KaXJOil OMHCU U COOTBETCTBHME HyMEpalMH 3arojOBKOB €l
UTOTOBBIM 3aITUCAM B OTTUCSX.

143. IIpoBepka HaNU4KSA U COCTOSIHUS TPOBOAUTCS IIyTEM CBEPKH ONMCATEIBHBIX
cTaTel paszzesia CBOJJHOM OMMCH JIEN CO CBEICHUSIMU, BBIHECEHHBIMU Ha OOJIOXKKAX JIEI.

[Ipu npoBepke ayIMOBU3YyadbHON JOKYMEHTALIMU CBEPSIETCS ONMKUCATENbHAS CTAThS
C HAaJIHUCBhI0 HAa JTHUKETKE KUHO(POHOBHUACONOKYMEHTOB. IIpu HecooTBeTCTBHU
CBEJICHMII ONKCATENbHAs CTAThsl CBEPSAETCS C HAAMMUCSAMH Ha paKopie TOKYMEHTA.



[TpoBepka HanMuus YepTeKel OCYIECTBISIETCS MOJIUCTHO, IPU 3TOM HEOOXOUMO
CBEpATh HAaUMEHOBAHUE PEKBU3UTOB CHEUU(PUKALMU WIM BHYTPEHHEH OMHUCHU C
Ha3BaHHEM Ka)/I0T0 JINCTa YepTerka, BXOIIET0 B COCTaB MPOEKTa (pa3paboTKH).

du3nyeckoe COCTOSHUE JEN ONPENEseTCs MyTeM UX BU3yaJIbHOT'O MTPOCMOTpA.

144. Tlpu npoBepKe HAIUYUS U COCTOSHUS TOKYMEHTOB HEOOXOIUMO:

1) coxpaHsTh MOPSAIOK PACTIOIOKEHUS JOKYMEHTOB Ha CTEUIaXKaxX U MEPBUYHBIX
CPEICTBAX XPaHEHHUS,

2) monakiaapliBaTh Ha CBOM MeCTa OOHapyKEHHbIE BO BpEMs NPOBEPKHU
HENPaBUJIBHO MOAJIOKEHHBIE JIEN1a U JJOKYMEHTBI;

3) u3bIMaTh Jeiia, 3aroJ0BKH KOTOPBIX HE BHECEHBI B Pa3/i€iibl COOTBETCTBYIOIIUX
CBOJHBIX OIIMCEH JIEI;

4) u3bIMaTh U U30JUPOBATH JIEJIa U JTOKYMEHTBI, 3apaKEHHbIEC IUIECEHBIO WIIU
JIPYTrUMU OMOJOTUYECKUMHU BPEIUTEISIMU;

5) BBIABIATH JOKYMEHTBI, UMEIOIIUE (PU3UUECKUE TEPEKTHI.

145. IToMeTbl WM 3aMUCU B XOAE MIPOBEPKU B CBOAHBIX OMHUCSX JI€]T, JOKYMEHTOB H
JIPYTUX YYETHBIX IOKYMEHTaX HE MPOU3BOISATCA.

146. Jlena, BelqanHble paOOTHUKAM OpraHU3AINH, B YUTAIBHBINA 3271 U BPEMEHHOE
M0JIb30BaHUE JAPYTUM OPraHU3alUsIM, TPOBEPAIOTCS IO KHUTAM M aKTaM BbIJAAauu Jel U
CUMTAIOTCS UMEIOIMMHUCS B HATUYUH.

147. B xone npoBEpKH COCTABISAETCS JIUCT MPOBEPKU HAIUYUS U COCTOSIHUA €N,
JOKYMEHTOB B apXMBHOM (poH7e 1o (hopMe COrmacHo NMpuiokeHuto 20 K HaCTOSIINM
[IpaBuiiam. JIucTel MpPOBEPKUM HYMEPYIOTCS IO MOPAAKY HOMEPOB B Mpenenax
IPOBEPKH KAXJI0I0 apXUBHOIO (POH/IA U MOANMCHIBAIOTCS UCIIOJHUTEIIEM.

[To oxoH4aHuU TPOBEPKHU (OHJIA JIUCTHI TPOBEPKU BKIIIOUAIOTCSA B JIEJI0 ApXUBHOIO
dbonma.

B ciydae oOHapy»keHUs B X0/1€ IPOBEPKH HAIMYMUSA U COCTOSIHUSI J1€]1 HEJOCTATKOB,
HE MPEeyCMOTPEHHBIX IpadamMu JIMCTa IPOBEPKH, B JTUCT BBOAATCS JOMOJHUTEIbHBIC
rpadbl. Ecnu B pe3ynbraTe mpoBEpKU HEAOCTATKOB HE 0OHAPYKEHO, JTUCT MPOBEPKH B
JIEJI0 apXUBHOTO (DOHJIAa HE BKITFOUAETCS.

148. Ha ocHOoBaHMM JiMcTa (JIMCTOB) MPOBEPKU COCTABISAETCS aKT MPOBEPKHU
HAJIMYUS U COCTOSTHUSL apXUBHBIX JTJOKYMEHTOB IO (pOpME COTIJIACHO MPHIIOKEHUIo 21 K
HactoswuM [IpaBunam.

149. ITo okOHYaHWUH MPOBEPKU HAIUYUS U COCTOSHUSI apPXUBHBIX JOKYMEHTOB B
KOHILIE OIMHUCH JIeJl, TOKYMEHTOB (KHUTH yueTa U ONMCAHMs) MPOCTABISETCS 3amuch "
IIpoBepeno", nara, JOIHKHOCTh U OAIKCH JIULA, IPOU3BOIMUBILETO MPOBEPKY.

B ciiyyae oGHapykeHUs B UTOTOBOM 3alIMCH OMKCH JIeJl, JOKYMEHTOB (KHUTH y4eTa
U ONHUCAHUSI) HEYUTCHHBIX JUTEPHBIX M MPONYIIEHHBIX IOPAIKOBBIX HOMEPOB,
BBIOBIBIIIMX B COOTBETCTBUH C YCTAHOBJICHHBIM MOPSAKOM €AUHUI] XPAaHEHUs, UTOTOBas
3aMKCh MEPECOCTABISAETCS.



150. Ha Bce oTcyTCTByIOIIME B XOA€E MPOBEPKU HAIMYHS U COCTOSIHUS apXUBHBIX
JIOKYMEHTOB €JIMHUIIBI XPAHECHUSI COCTABIISIOTCA KapTOUKU ydyeTa HEeOOHapy KEHHBIX
aApXUBHBIX JIOKYMEHTOB T10 (hOpME COTJIACHO MPIIIOKEHUIO 22 K HacTosimuM [IpaBuiam

Benenne kapToTekn HEOOHAPYKEHHBIX aPXUBHBIX JIOKYMEHTOB OCYIIECTBIISCTCS
HEHTPAIM30BAaHHO Ha OYMa>XHOM HOCHUTEJIC WM B aBTOMAaTHU3UPOBAHHOM PEXHUME B
COOTBETCTBUM C PEKBU3UTAMHU KapTOUKU yueTa HEOOHApYKEHHBIX apXUBHBIX
JOKYMEHTOB.

151. Ecnu npoBepKoi HAJIMYUSL U COCTOSIHUA J1e]1 OOHapy»XeHa HeJocTada J1ed, TO
OPraHu3yeTCs UX PO3BICK.

B 3THX nensax pekoMeH1yeTcs:

1) u3yunTh BCce yUeTHBIE IOKYMEHTHI 10 BbIJAYE JC] U3 apXUBOXPAHUIIUILA;

2) opraHu3oBaTh PO3BICK HEOOHAPYKEHHBIX MPU NPOBEPKE JAeT B
COOTBETCTBYIOIIUX CTPYKTYPHBIX IMOJAPA3ACICHUAX OPraHU3AlUU, B JIEATECIbHOCTH
KOTOPBIX 00pa30BaINCh HEOOHAPYKEHHBIE JIeJIa, MPEIBAPUTEIHHO U3YUUB UX TOJOBBIC
OTMCH JIET;

3) mpoBepUTH Jie1a HAXOASIIUXCS PSAOM apXUBHBIX (DOHIOB;

4) U3y4UTh UMEIOIIMECS B JieJie apXUBHOrO (POHIA aKThl O BBIJCICHUU K
YHUYTOXKEHUIO JOKYMEHTOB, HE MOJJICKAIIMX XPAHEHHIO, aKThl BBIAAYU JIEd BO
BPEMEHHOE MOJIb30BAHNUE, PAHEE COCTABJIEHHBIE aKThl IPOBEPKHU HATUYHS U COCTOSHUS
JISJT TIPOBEPSIEMOTO apXUBHOTO (HOH/A.

Po3bICKk mpOBOAUTCSA B TEUEHHE TOJIa MOCIE 3aBEPIUIEHUS NPOBEPKU HATUYUA U
COCTOSIHUS JE.

152. HailiieHHble B MTOre PO3bICKA Jeja IMOJKJIAJAbIBAIOTCS Ha MecTa, a B
COOTBETCTBYIOIIEH KapTOuke ydeTa HEOOHapyXEHHBIX e JeJIaeTCid OTMETKa 00
OoOHapyKeHUH C yKa3aHUEM JaThl ¥ MOIMUCH JOHKHOCTHOTO JIHIIA.

153. Jlena, mpuurHa OTCYTCTBHSI KOTOPBIX MOATBEPKIACHA JTOKYMEHTAJIBHO,
VCKJIIOYAIOTCS M3 ONHCEd. B COOTBETCTBYIOIIMX KapTOYKax YKa3bIBAKOTCS NAThl U
HOMEpA aKTOB, B KOTOPBIX MOATBEPKAAETCS OTCYTCTBUE [I€JIa, U COCTABISAIOTCS
CIIPAaBKU O MPOBEACHUM DPO3bICKA. [lociie paccMOTpeHMs pe3yJabTaTOB PO3bICKA Ha
3acemanuu [[OK (OK) u yTBepkieHus ee pelleHHus] pyKOBOJIUTENIEM OpTaHU3aluH
HEOOHaPY>KEHHbIE TOKYMEHThI CHUMAIOTCS C yUeTa.

154. TIpoBepka HaIMYUS U COCTOSHUS JI€JI CUMTAETCS 3aBEPUICHHOW mocie
BHECECHUS W3MEHEHWM, BBISBJICHHBIX MPOBEPKOW, B YYETHBIE JOKYMEHTHI
IPOBEPSIEMOT0 apXUBHOTO (POH/A M MPEACTABICHUS COOTBETCTBYIOIIMX CBEJACHUN O
Jienax NOCTOSHHOTO XPAHEHUS B TOCYJAapPCTBEHHbBIN APXUB JIJI1 BHECEHUSI U3MEHEHUN B
KOHTPOJIbHBIE DK3EMIUISAPhl CBOJAHBIX omuced nen, yrBepxkaeHHbix JIIK mecTHOro
UCIIOJIHUTEIILHOTO opraHa (pecmyOIuKaHCKOT0 TOCyIapCTBEHHOTO apX1Ba).



I'maBa 4. Ilopamok opraHu3amui JOKYMEHTOB B apXHBE

IMTaparpa¢ 1. ITopsanok onpeneneHus GOHIOBOM MPUHANICKHOCTH JOKYMEHTOB
H oOpa3oBaHue (3aKpEITHE) apXUBHOTO HOHAA

155. Bcst COBOKYIMHOCTH JIOKYMEHTOB, OOpa3ymoUIUMXCS B JAESATEIbHOCTU
OpraHM3alNM, BKIIOYAs YIPABIECHYECKUE, ayIMOBU3YaJIbHbIE U HAYYHO-TEXHUYECKHE
Ha TPAJUIMOHHBIX U OJJICKTPOHHBIX HOCHUTENAX HWHQOpMAIUHU, COCTABISET €€
JOKYMEHTaJIbHBIN (HOH/.

156. JlokyMeHTBI, NIepe/laHHbIe Ha XPAHEHUE B apXUB OpPraHU3alMU, COCTABIISIOT
apXUBHbBIN (HOHJ OpraHU3aIuu.

157. Pa3HOBUHOCTSIMU apXUBHOTO (DOHJA SIBISIOTCA:

1) apxuBHBIN (OH]I OpraHU3aIHi, COCTOSIINN U3 TOKYMEHTOB, 0OPa30BaBILIUXCS B
IPOILIECCE €€ ACATEIBHOCTH;

2) 00beIMHEHHBIN apXUBHBIA (HOHI, CHOPMUPOBAHHBIN U3 JOKYMEHTOB ABYX U
OoJjiee OpraHM3alMii, UMEBIIUX MEXKIYy COOOM HUCTOPUYECKH W/WIIM JIOTUYECKHU
o0ycJOBJ€HHBIE CBS3UM (OJHOPOJHOCTH U MPEEMCTBEHHOCTh JEATEIbHOCTH,
MOJIYMHEHHOCTb, €IMHCTBO OOBEKTa U BPEMEHH JESITEIbHOCTH, MECTOHAXOXK/IECHUS U
JpyTHE).

158. Onpenenenue ¢GhOHAOBON MPUHAIICHKHOCTH TOKYMEHTOB OpPTraHHU3alNU
3aKJII0YAETCSl B OTHECEHHH X K KOHKPETHOMY apXMBHOMY (DOHIY.

159. [Ipu onpenenennu GoHIOBON MPUHAMICKHOCTH TOKYMEHTOB OpraHU3aIluu
YUYUTBIBAETCS CIAEAYIOLIEE:

1) BXogsmiye JOKYMEHTbl OTHOCSTCS K apXWBHOMY (POHIY TOM OpraHu3alluH,
KOTOpblE MX MOJy4msia, (QOHAOBas MNPUHAMIECKHOCTh YKA3aHHBIX JIOKYMEHTOB
ONpelesIeTCss M0 TAKMM PEKBU3UTaM, Kak ajpecar, OTMETKAa O IOCTYIUIEHUH
JOKYMEHTa B OpPraHMU3alldI0, PE30JIIOIHUsA, OTMETKa 00 HCIOIHEHUU AOKYMEHTa U
HAITPaBJICHUU €TO B JIEJI0, TEKCT JOKYMEHTA;

2) KOTIMH UCXOASIIMNX JOKYMEHTOB (OTITYCKU) OTHOCSTCS K apXUBHOMY (DOHTY TOU
OpraHM3allM, KOTOpas SBIAETCS UX aBTOPOM, MX (POHAOBas MPUHAIIEHKHOCTH
OIIPEACIAETCS 110 TAKUM PEKBU3UTAM, KaK MOAINMUCH, TEKCT JOKYMEHTA, a TAKXKeE I10
JEJIOMPOU3BOACTBEHHBIM MIOMETKAM Ha OTITYCKax JOKYMEHTOB (HUX);

3) BHyTpEeHHHUE JOKYMEHTBI OTHOCATCS K apXUBHOMY (OHAY TOW OpraHU3alMH,
KOTOpasi SIBJIIETCS UX aBTOPOM, MX (POHIIOBAsi MPHUHAMJIC)KHOCTh OIMpPEIEISIETCS IO
TaKUM PEKBU3HUTAM, KaK O(PHUIIMAIbHOE HAUMEHOBAHUE OPTraHU3AlMH, TOAMUCH, TEKCT
JTOKYMEHTA, PE30JIIOIHSI.

160. Jlema, KOTOpBIE BEMUCH MOCIEI0BATENIBHO B IByX OPTAHU3ALMAX, BKIIFOYAKOTCS
B apXuBHbIH (GOHA TOW OpraHu3aluyd, B KOTOPOM OHH OBUIM 3aBEpIICHBI
JETONPOU3BOACTBOM.



161. Equnbiii apXuBHBIN (GOH]T COCTABISIOT JOKYMEHTHI:

1) opranuzamuu A0 ¥ Mocje ee peopraHuzanuu (mpeodpa3zoBaHus), €CJIM OHA HE
MOBJICKJIA 32 COO0I KOPEHHOT'O U3MEHEHUS €€ ICSITEIIbHOCTH;

2) opraHuM3aiy, MOMEHSBIIEH TOCYJIapCTBEHHYIO (OPMY COOCTBEHHOCTH Ha
HETOCY/IapCTBEHHYI0, HO B YCTaBHOM KamHTajleé KOTOPOH, UMeeTcsl peodiiagaronias
JI0J1s1 TOCYapCTBEHHOM COOCTBEHHOCTH;

3) opra"uszanuu BPEMEHHO MPEKPATUBIIEH CBOI AESITEIBHOCTh U
BOCCTaHOBJICHHOM C TEMHU K€ 3a/1auaMu U (QYHKIHUSIMHU;

4) MOKYMEHTBl OpraHu3allid U KOHCYJbTAaTUBHO-COBEIIATEIbHBIX OPTraHOB,
CO3JaHHBIX MIPU HEM;

5) opraHuzanuy U €€ JUKBUIAIUOHHON (KOHKYPCHOM) KOMUCCHH.

162. JIoOKyMEHTBI 1IOYEPHUX OpPraHHU3allNil, COCTABISIOT OTJEIbHbIE apXUBHbIC
(GOHIBI OT TOKYMEHTOB UX OCHOBHBIX OpPTaHM3allMi HE3aBUCUMO OT TOTO, XpAHATCS JIU
OHM B OJITHOM BEJJOMCTBEHHOM (YaCTHOM) apXHUBE WUJIU Pa3HbIX.

163. JlokyMeHTBI 00IIeCTBEHHON opraHu3anuu (MpodCcor3HOM, CIOPTUBHON U
JIpYTUX), CYIIECTBYIONIEH NpU OpraHU3alluid C MOMEHTa PErucTpaluv 3STOU
0OIIIeCTBEHHOM OpraHu3alMi B COOTBETCTBHHM C 3aKOHOJATENbCTBOM PecmyOmuku
Kazaxcran 06 oOmiecTBeHHbIX OOBEIUHEHUSAX, MIPU UX MOCTYIJICHUH HA XpaHEHUE B
apXWB OpPTaHU3AlMU COCTABIISIIOT CAMOCTOSATENbHBIA apXUBHBIM (QOHI WIH
NPUCOEAUHAIOTCA K apXUBHOMY (OHAY opraHuzaiuu, o0pa3ys 0O0bEIUHEHHBIN
apXUBHBINA (HOHI.

164. O0bequHEHHBIN apXUBHBIN QOH]T HOPMUPYETCS U3 APXUBHBIX JOKYMEHTOB:
1) opranuzanuii, OJHOPOJHBIX MO IEJIEBOMY HAa3HAYECHUIO U (YHKIIUAM,
JNEUCTBYIOIIUX HA ONPEAECICHHON TEPPUTOPUH;
2) PyKOBOJISIIIETO OpraHa U MOAYMHEHHBIX €My OpTraHu3alui, JeHCTBYIOIIUX Ha
ONPENEIEHHON TEPPUTOPHUH;
3) opranu3anuii, 00 TMHEHHBIX 00BEKTOM ACSATEILHOCTH;

4) opra"nuszanmud W OOIMIECTBEHHBIX oOpra"uzamuii (mpodcorw3HOMH,
HAy4YHO-TE€XHUYECKONW W JpYyroi), wieHaMuh KOTOpPOH SABISIOTCS PaOOTHHKU ITOU
OpraHu3alluy;

5) mocienoBaTEeNbHO CMEHSBIIUX APYT Apyra OopraHu3anuii, eciu (yHKIUU
MPEIIIECTBEHHUKOB TOJHOCTHIO WJIM YaCTUYHO IMEpeAaBalIUCh W MEPENaroTCs UX
npeeMHuKaM, a Takxke, (OPMHUpPOBAHUE [I€N1 KOTOPHIX MPOUCXOJWIO B BHUIE
HEMPEpPBIBHOTO TMpoliecca, MPUBEAIIEr0 K CO3JaHUI0 CBS3aHHOIO KOMILJIEKca
JOKYMEHTOB, HE MTOJIAl0IIETOCs pa3/IeICHUIO.

KonkpeTHble HAMMEHOBAHUS BCEX OPraHU3alvil, JOKYMEHTBI KOTOPBIX BOUUIU B
00BEIMHEHHBIN apXUBHBIN (POH]T, IPUBOJATCS B YICTHBIX TOKYMCHTAX.

Co3nanne 00bEIMHEHHOTO0 apXUBHOIO (DOHIIa OCYIIECTBIISIETCS MPHU YCIOBUU
HEJPOOUMOCTH IOKYMEHTOB KOHKPETHBIX (DOHJIOB, BOLIEIIUX B €r0 COCTaB.



165. Kaxxnmomy apxuBHOMY (DOHIIy OpraHU3aIlMy MPUCBAMBAETCA O(DUIIMATHHOE
HAaUMEHOBAaHUE COOTBETCTBYIOUIEro (oHaooOpa3oBarenss C yKa3aHUEM €ro
OpTraHU3alMOHHO-TIPABOBOM (HOPMBI, TMOAYMHEHHOCTH, BCEX IEPEHMEHOBAHUU B
XPOHOJIOTUYECKOM MOCIIeI0BATEIbHOCTH, @ TAKKE MECTOHAXOXKICHHUS.

166. B Ha3zBanwnu apXxuBHOTO ()OHIA YKA3BIBAIOTCS €0 XPOHOJIOTHIECKUE TPAHUIIBI.

167. B cBsi3u ¢ mpunsaTtreM koHcTUTylud Pecnybnuku Kazaxcran B 1993 u 1995
ro/lax ¥ UHbIX HOPMATUBHBIX NPaBOBbIX akTOB PecnyOnuku KazaxcraHn:

1) 3aKpbIBatOTCSl apXUBHBIE (DOHBI:
BepxoBnoro Cosera Kazaxckoit CCP (BepxoBHoro CoBera PecnyOnuku
Kazaxcran);
Coseta MunuctpoB Kazaxckoit CCP (Pecniy6nuku Kazaxcran);,

npyrux rocynapcrBeHHbix opraHoB Kazaxckoit CCP, (Pecnyb6nuku Ka3zaxcran),
cymiecTBoBaBIMX 110 puHATUS Konctutyuu Pecnyonuku Kazaxcran (1993 r.);

MecTHbIX COBETOB HApOJHBIX JEMYTaTOB U MX HCIOJHUTEIbHBIX KOMUTETOB, a
TaK)X€ MPE3UTUYMOB HCIOJHUTEIBHBIX KOMHUTETOB. JIOKYMEHTHI MPE3UIANYMOB
HCIIOJIKOMOB BKJIFOUAIOTCS B (POH/IBI MECTHBIX COBETOB B OIKCH UCITOJIKOMOB;

2) 00pa3yroTcsi HOBbIE apXUBHBIC (DOH/IBI:
[Ipesunenta Pecy6nuku Kazaxcran;

[TapnamenTa PecnyOnuku Kazaxcran. JIokyMeHTBI ero AByx manat - Maxuinuca
[TapnamenTa PecnyOnuku Kazaxcran u Cenara [lapnamenta PecnyOnuku Kazaxcran
COCTaBJISIIOT JIBa apXUBHBIX POH/IA;

BepxosHoro Cyna Pecniy6nuku Kazaxcran;
Briciiero apoutpaxuoro cyaa Pecyonuku Kazaxcran;
Koncrutymnmonnoro Coseta PecniyOnuku Kazaxcran;
Briciiero Cyae6noro Coseta Pecniy6nuku Kazaxcran;
['enepanbHOM npokypatypsl Pecniyonuku Kazaxcrah;
CueTHOro KOMHUTETA M0 KOHTPOJTIO 32 UCTIOJITHEHUEM PECITyOJIMKAHCKOTO OI0JIKETA;
HamuonansHoro 60anka Kasaxcrana;
LentpanbHoii u3dbupatenbHoit komuccuu PecnyOnuku KazaxcraH, MeCTHBIX
n30UpaTeNbHBIX KOMUCCH;

Kabunera MunuctpoB Pecnyonmuku Kazaxcran (ITpaButenscrBa PecmyOnuku
Kazaxcran ¢ 1995 roga);

[EHTPAJIbHBIX UCTIOJHUTENBHBIX OpraHoB PecnyOnuku KazaxcTan u ux BeJJOMCTB;

IJIaB aIMUHUCTPALIM (CeIbCKUe, mocenkoBbie ¢ 1994 rona, o61acTHbIe, pallOHHbBIE,
ropoackue ¢ 1992 roma) m akmmoB (¢ 1995 roma) oOmacteil, TOpOIOB
pecmyOJIMKaHCKOTO0 3HAYEHHUsI, CTOJIUIIbI, PAalOHOB, TOPOJAOB 00JIACTHOTO 3HAYEHUS),
palioHOB B TOpojAax, rOPOJIOB pallOHHOTO 3HAYEHHU S, TOCEIKOB, ayJI0B (Cel), ayJIbHBIX (
CEJIbCKUX) OKPYTOB U WX anmnaparos;



MacauxatoB obnactedl (ropooB peciyOIMKaHCKOTrO 3HA4Y€HMs], CTOJIUIIBI),
palioHOB (rOpo10B 00JIACTHOTO 3HAYEHHS) U UX aIllapaToB;

3) coCTaBiAIOT €aUHBbIE apXUBHbIE (OHMIBI APXUBHBIE JOKYMEHTBI OTPACIEBbIX
YIOPABJICHUI U OTIEJIOB UCTIOIHUTEIBHBIX KOMUTETOB COBETOB HAPOJIHBIX JIEMyTaTOB
oOnacTeif, rOpoJOB pecImyOJMKAHCKOTO 3HAa4Y€HHUs, CTOJHUIbI, PallOHOB, T'OPOJOB
00J1aCTHOTO 3HAaYEHUs, PAalOHOB B TOPOJIax, TOPOJIOB paiioHHOro 3HayeHus1 Kazaxckoi
CCP u COOTBETCTBYIOUIMX OpPraHOB TOCYJAapCTBEHHOrO YIpaBiieHUs PecmyOnuku
KazaxcTtan nepuosa HE3aBUCUMOCTH, €CIM UX 3a7aud U (QYHKIUU OCTajIuch Oe3
U3MEHEHMUS.

B sTOoM ciyyae BO3MOXKHO CO3/1aHHE OOBEAMHEHHOIO apXMBHOTO (GoHAA.
JIOKyMEHTBI COOTBETCTBYIOIIMX OPraHOB TOCYJIaPCTBEHHOTO YIpPaBJICHUS MEpHOJa
HE3aBUCHUMOCTH BKIIIOYAIOTCS B OOBEAWHEHHBIN apXWUBHBIA (POHT CaMOCTOSTEIHHOM
onuckro. K Kax 101l onucu e NOCTOSTHHOTO XPAHEHHUSI COCTABIISIETCS] TUTYJIbHBIN JIUCT
U IIPEIUCIIOBHE.

168. B cBsaA3u ¢ mpeoOpa3zoBaHMEM MECTHBIX MPEICTABUTEIbHBIX U
UCIIOJIHUTENIbHBIX OPraHoB (MX OOBEAMHEHUEM, pa3/IeJICHUEM, a TaKKe U3MEHEHUEM
cTaTyca aJMUHUCTPATUBHO-TEPPUTOPUATIHLHON €IMHULIBI) HOBBIE apXWUBHBIC (HOHIBI
COCTAaBJISIIOT apXHUBHBIE IOKYMEHTBI CO3JJaHHBIX OPraHOB MECTHOI'O T'OCYIAPCTBEHHOTO
YIPABJICHHUS.

169. IlepenmeHOBaHUE WM U3MEHEHUE aIMUHUCTPATUBHBIX T'PAHUI] MECTHBIX
IPEACTABUTENIBHBIX M HWCIOJIHUTEIBbHBIX OPraHOB HE SBJSETCS OCHOBAHHEM JUJIS
CO3/JaHUsl HOBBIX apXMUBHBIX ()OHIOB U3 APXUBHBIX JOKYMEHTOB COOTBETCTBYIOLIUX
OpPraHoB MECTHOIO0 TOCYAapCTBEHHOI'O YIpPaBJICHUS M JPYrUX OpraHu3aluH,
PacoJIOKEHHBIX Ha JJAHHOW TEPPUTOPHH.

170. ITpu peopranuzanuu (JIMKBUAAIIMHA) OpTaHU3alMU HOBBIE apXUBHbBIC (DOH]IBI
CO3JAI0TCS B CIyYasixX:

1) u3MeHeHusI 1EeIeBOro Ha3zHauyeHHs, NPoduis ACATEIbHOCTH U (QYHKIMI
OpraHu3alHH.

Ecnau na 6a3e oprana ymnpaBiieHUsI CO3/Ia€TCsl OpraHU3alusl, 3aHUMAIOIIAACs
HEMOCPEJICTBEHHO MPOU3BOICTBOM, TO €€ JTIOKYMEHTBI COCTABIISIIOT HOBBIM apXHUBHBIN
doun. Takxke cieayeT mMmocTymnaTh, KOrJa MPOU3BOJCTBEHHAs OpTraHU3aIUs
npeoOpa3yeTcs B ypaBJIeHYECKUN OpraH.

B ciyuyae KOpeHHOro M3MEHEHHUsI KOMIETEHIMU U (YHKIUH OpraHu3aluu U
co3/laHusl Ha ee 0a3e HOBOM OpraHu3aluu €€ JIOKYMEHTBI COCTaBJISIOT HOBBIM
apXUBHBIN (HOHT,;

2) npeoOpa3oBaHMs OpraHHU3alMU C U3MEHEHUEM (POPMBI COOCTBEHHOCTH
UMYILECTBA OpraHU3aluy (IpUBaTU3aLKs, aKIIMIOHUPOBAHUE, HALMOHAIN3AIUS U TOMY
nojo0Hoe).



N3 apXuBHBIX JOKYMEHTOB T'OCYJAapCTBEHHOW OpPraHU3alvy, MOABEPTIICKUCS
npeo0pa3zoBaHUIO C U3MEHEHUEM (POPMbI COOCTBEHHOCTH MMYIIECTBA OpraHu3aliu, u
ApXUBHBIX JIOKYMEHTOB BHOBb BO3HUKILEH OpraHu3zanuu(ii) — npaBonpeeMHUKaA(OB)
nomyckaetcst GopMHpOBaHKE 00bEIMHEHHOTO apXUBHOTO (POHAA B CiIyyae nepeiayu B
COOTBETCTBHHU C JOTOBOPOM (COTJIAIIEHUEM) apXUBHBIX JOKYMEHTOB OopraHuzanuu(it) —
paBONPEEeMHUKA(0OB) B TOCYJAapCTBEHHYI0 COOCTBEHHOCTh WJIM Ha XpaHEHUE B
roCyJapCTBEHHBIN apXxuB. B 3TOM ciydae WX JOKYMEHTBI BKIKOYAIOTCS OTACIbHBIMU
OMUCSIMH.

K onucsm takoro goHma cocTaBisAOTCA OTAECIbHBIE TUTYJIbHBIE JIUCTHI U
npeaucinoBus. JJOKyMEHTHI MO JMYHOMY COCTaBy B 3THX (POHJAX MPOJIOJDKAIOT
IpeabLAYyLIUE OMKUCH JIE MO JUYHOMY COCTaBY;

3) mpu TUKBUIAIIMN OPTaHU3ALUY C TIepeadyell BCeX WM 4acTu €€ (PYyHKIIMH HOBOI
UM HECKOJBKMM BHOBB CO3JaHHBIM OpraHHU3alMsM JOKYMEHTBHI KaKI0l HOBOU
OpraHu3alliy COCTABJISIOT HOBbIE APXUBHBIE (POHJIBI.

171. JluxkBumanusi opraHu3aiy O3Ha4aeT MPEKpalleHue ero AesITeIbHOCTH 0e3
nepexoja npas U 00s13aHHOCTEN B MOPSAIKE MPABONPEEMCTBA K JPYTUM OpraHU3aLUsM.
B cootBercTBUM ¢ 3THUM (PaKTOpPOM TOKYMEHTHI JHKBUIWPOBAHHOM OpraHU3ALNU
COCTABJISIFOT OTJEIbHBIA apXUBHBIN (POHSI.

172. He siBisieTcst OCHOBaHUEM JIJIs1 CO3/IaHMSI HOBOTO apXUBHOTO (OH/IA:

1) pacmmpenue Win Cy)K€HUE TEPPUTOPUANIbHBIX T'PAHUILl JEATEIbHOCTH WIIU
(GYHKIIMI opraHu3aiuy;

2) BBLACJIEHUE U3 OPTaHU3alMU OJHOM WJIM HECKOJbKUX HOBBIX OpraHU3alui ¢
nepenayel UM OTIEIbHBIX (DYHKIIMI IEpBON OpraHU3aluu;

3) U3MEHEHUE OTMMHEHHOCTH OPTaHU3aLUH, €€ CTPYKTYPBI, IEPEUMEHOBAHUE WU
BHECEHME MW3MEHEHUHW B Ha3BaHHE, HE COINPOBOXJAIOIIMECS HU3MEHEHUEM
NEPBOHAYATBHBIX (DYHKIIHIA;

4) cMeHa yupenuTtens (ei) opranuzanuu, 6€3 u3mMeHeHus: HOpMbl COOCTBEHHOCTH
UMYILECTBA 3TON OpraHU3aluy;

5) mpeoOpa3oBaHKHe TOCYJIapCTBEHHOTO YUYPEKJECHHUS B TOCYIapCTBEHHOE
OpearnpusiTie 1 Ha00OpOT.

[IpeobpazoBanme rocyapCTBEHHOTO MPEANPUSITHS, OCHOBAHHOTO Ha TpaBe
X035CTBEHHOI0 BEJACHUS B IOCYJIapCTBEHHOE MPEANPHUATHE, OCHOBAHHOE Ha IpaBe
ONEpaTUBHOTO yIpaBieHUs (Ka3eHHOE NpPENNpHUsATHE) U HAaoOOpOT HEe SBIsAETCA
OCHOBAHMEM JIJIsl Pa3eJIeHHs] IOKYMEHTOB Ha OTJI€IbHbIE apXUBHBIE (POHIBI.

JIOKyMEHTBI IOCY1apCTBEHHBIX NPEANPUATANA U TOCYIAPCTBEHHBIX YUPEKICHUN B
cilyyae, eciu npeanpusaTus (yUpexIeHus) MpoAOoKAIOT CBOIO JIEATENbHOCTh MOCTe
1991 rona kak rocy1apCcTBEHHbIE, COCTABIISIOT €IMHBINA apXUBHBIN (DOHT;

6) mepexo]; OpraHu3aIi U3 pecyOInKaHCKONH COOCTBEHHOCTH B KOMMYHAJIbHYIO
U Ha00OpOT.



173. XpoHOJIOTUYECKHUMH TPAHUIIAMU apXUBHOTO (POHJIA SBIISIOTCS:

1) apxuBHOTO (POHAA OpraHU3AlUU — YCTAHABIMBAEMbIE HA OCHOBE HOPMATHBHBIX
MIPABOBBIX aKTOB O(PUITMATBHBIC TaThl UX 00pa30BaHMsl (PETUCTPAINH) U JIMKBUIAIINH.
[Ipy HaMMUYMKM HECKOJIBKMX HOPMATHBHBIX IPABOBBIX aKTOB 3a JaTy OOpa30BaHUS
OpraHu3alliy MPUHUMACTCS JaTa Hanbojiee paHHEeTro U3 HHX;

2) 00beIMHEHHOTO apXuBHOTO (OHJA — HaThl 0O0pa3oBaHUs (PErucCTpaIum)
HanOoJyiee paHHEW W JIMKBHJIAIMK HawbOojee MO3JHEH MO BPEMEHH EATCIIBHOCTH
OpraHu3aIui, JOKYMEHThl KOTOPHIX BOIIJIM B COCTaB OOBEIMHEHHOTO APXUBHOTO
dbonpa.

IMTaparpa¢ 2. ITopsnok opraEu3anyy AOKyMEHTOB B IIPEACIaX apXUBHOTO
dorza

174. B nipenenax apXxuBHOTO (HOHJIa YUETHON M KJIACCU(PUKAIIMOHHON eTUHUIICH
SBIISIETCSl €UHUIlIA XpaHEHUs — (Qu3nuecku 00O0COOJEHHBIE MJOKYMEHT WU
COBOKYITHOCTb JIOKYMEHTOB, UMEIOIIIUE CAMOCTOATEILHOE 3HAUCHHE.

Enununieit xpaneHus: apXUBHBIX IOKYMEHTOB Ha OyMaKHOU OCHOBE SIBJISIETCS JIEJIO.
Jleno - oTaenbHbIN(e) apXUBHBIN(E) JOKYMEHT(bI), 3aKIIOYCHHBIN(€) B 000CO0JICHHYO
00JI0KKY, TIATKY.

AyJHMOBHU3YyalIbHBIE U DJICKTPOHHBIC IOKYMEHTBI YUUTHIBAIOTCS 10 €MHUIIAM y4eTa

175. EnyanniamMu yyera ay AMOBU3YJIbHBIX JOKYMEHTOB SIBJISIIOTCS:

1) mjIst KHUHOJOKYMEHTOB — YacTh €IMHHUIBI XPaHEHHUs, OJHA WJIM HECKOJIBKO
€IUHUIL] XPAHEHUS, OTHOCSIIIUXCS K KNHOIPOU3BEICHHUIO WIM ChbEMKE ONPENCICHHOTO
COOBITHS;

2) nnsg GOTOJOKYMEHTOB — YacTh €AMHUIBI XpPaHEHUS, a OJHA WU HECKOJIbKO
€AMHUI] XpaHEHUS, OTOOPAXKAIOIIUX OJHO COOBITHE, OOBEIMHEHHBIX CMBICIOBBIM
COJIEp/KaHHEM;

3) nns GOHOJOKYMEHTOB — OJIHA MJIM HECKOJBKO €IMHHUIl XPAHEHUS C 3ByKOBOM
3aMMCBI0 ONPENEIEHHOTO COOBITHS, OJAHOIO WM HECKOJIBKHUX OOBEAMHEHHBIX IIO
ABTOPCKOMY, HCIOJHHUTEIBCKOMY, TEMATHYECKOMY M JpPYTHM HpPU3HAKAM
IPOU3BEIAECHUN JINTEPATyPhl U HCKYCCTBA;

4) nnst BUACOJIOKYMEHTOB — YacTh €JUHUILIBI XPAHEHHUs], OJIHA WM HECKOJIBKO
€AMHUI] XPaHEHUS C 3alHChIO OINPEJECICHHOIO COOBITUS, OJHOTO WU HECKOIBKUX
00bEIMHEHHBIX MO ABTOPCKOMY, HCIOJIHUTEIBCKOMY, TEMaTUYECKOMY M APYrUM
IIPU3HAKAM IPOU3BEACHUN JIMTEPATyPbl U UCKYCCTBA.

176. EnuHuniaMu XpaHeHusl ay JUOBU3YallbHbIX JOKYMEHTOB SIBJISIFOTCS:
1) At KUHOOKYMEHTOB — (PU3UYECKH 000COOICHHBIN PYJIOH KHHOTICHKH;



2) ans pOoTOMOKYMEHTOB — (PuU3MUYECKH O00O0COOJEHHBIN Kaap (HeraTtws,
nyOJb-HEraTuB, MO3UTHUB, CIAW] (IMAMIO3UTUB)), pYJIOH quaduiabMa, GOTOOTIEYATOK,
¢dboToans00M, TUCKOBBIA HOCUTEND U (hU3UIECKU 000COOICHHBIE Kaaphl TAHOPAMHON
CBhEMKH;

3) nnst POHOTOKYMEHTOB — (PU3UIECKU 000COOICHHBINM PYJIOH MATHUTHOMN JICHTHI,
JIMCKOBBIN HOCUTEND U (U3HUECKH 000CO0IeHHAs ay/IMOKaCCeTa;

4) niist BUIEOJOKYMEHTOB — (hu3nuecku 000co0IeHHas BUjieokacceTa, Pu3niecku
000CO0JIEHHBIN JUCKOBBIM HOCUTEID.

177. 3a equHully y4yeTa 3JIEKTPOHHBIX JOKYMEHTOB MPUHHUMAETCA €IMHULA
XpaHEHUS WU KOMIUIEKT €MHHI] XpaHEHUs C 3amuchio (pailma UM HECKOJbKUX
(daiioB, COCTABISIONUX €IUHBIA MPOTrpaMMHO-UH(DOPMALUOHHBIA OOBEKT (TEKCT,
TUTNIEPTEKCT, MYyJIbTUMEANINHBIA 00BEKT, 6a3a MaHHBIX, OaHK JaHHBIX, 0a3a 3HaHUII), a
TaK)Ke COMPOBOAUTENIbHAS IOKYMEHTAIHS.

178. 3a enuHMIly XpaHEHHSI 3EKTPOHHOTO JOKYMEHTa MIPUHUMAETCS (PU3HUYECKU
000CO0JICHHBI HOCHUTENIb (PKECTKUU JTMCK, KOMIIAKT-AUCK M JAPYTHe COBPEMEHHBIE
HOCHUTEJH) C COMPOBOUTEIBLHON JOKYMEHTAIIUEH.

179. OrcucremaTu3nupoBaHble €AMHUIBI XPAHEHUS (J1€]1a), BHOCSTCS B OIKCH JI€ U
opopMIISIFOTCS B TOPsAKE, 00E€CTIEUMBAIOIIEM UX yU€T, TOMCK U UCIIOJIb30BaHUE.

Jlena cuctemMaTU3UMpylOTCs B Mpelesiax apXWBHOTO (POHIA COTIIACHO CXeMe
cucreMaTusaluu (HOMEHKIAType Jei), KOTopas SBJSETCS OCHOBaHUEM JUISl MX
BHYTPEHHEHN OpraHu3alyy U 3aKpeIUIseTCsl OMUCHIO (OMUCIMU) JIET.

180. Jlena, BHECEHHBIE B OMHICH JI€Nl CTPYKTYPHBIX MOAPA3ACICHUNA OpraHu3aiiu, 1
nena BpeMeHHoro (no 10 jer BKIIIOYMTENbHO) XpaHEHHS, NEpeJaHHbIE 10
HOMEHKJIAType JeJI, BHYTPH apXUBHOTO (POHJIa OpraHU3AIMKN Pa3MEIIaloT C YY4ETOM
XPOHOJIOTHYECKO-CTPYKTYPHOTO (CTPYKTYpHO-XPOHOJIOTUYECKOTO) Ui
XPOHOJIOTUYECKO-(PYHKITHOHATBLHOTO (pyHKIIMOHATBHO-XPOHOJIIOTHYECKOTO)
KJ1acCU(UKAITUOHHBIX MPU3HAKOB.

181. XpOHOJIOrHYECKU-CTPYKTYpHAs CX€Ma CUCTEMATU3alli MPUMEHSETCS MO
OTHOIIEHUI0 K (oHIaM JAeicTByronlel opraHuzanuu (y4uThiBas OalibHeHIee
MOMOJIHEHUE JOKYMEHTOB 3TUX apXUBHBIX (POHAOB) U JIMKBUIUPOBAHHBIX OpPTraHU3alINi
C 4acTo MeHsBIIeics cTpykrypoil. Ilpu »3Toil cxeme cucrtemaTu3aluy €IUHUIIBI
XpaHEHUs TPYNIUPYIOTCA B apXUBHOM (DOHJIE MO BPEMEHU MX co3JaHus (10 rojiam,
nepuoJaM), a B Ipeaenax KaxJI0W XPOHOJIOTMYECKON TpYMIbl — MO CTPYKTYPHBIM
noJipa3/IeJIeHUsIM OpraHU3alllu.

182. CTpyKTYpHO-XpOHOJIOTHUYECKAsi CXeMa CHUCTEeMaTU3alluyd IPHUMEHSETCS IO
OTHOLIEHUIO K (hOHJaM OpraHu3aluid, UMEBIIUX CTA0MIBHYIO CTPYKTYPY, U3MEHEHHUS
KOTOPOM MPOUCXOJIUIN PEAKO, a TAKKE MPU CUCTEMATH3aLMHM €IWHHI] XpPaHEHUS
JVMKBUIUPOBAHHBIX OpraHU3aIIHi.



[Ipu oTOi cxeMe cucTemMaTu3alid €AUHUIIBI XPAHEHUs TPYIIUPYIOTCS TIO
CTPYKTYpPHBIM ToapaszaeieHusiM (oHaooOpa3zoBaTelisi, a B TMpelaeiax Kaxaou
CTPYKTYPHOM T'PYIIIIBI — IO BpeMEeHU (POPMUPOBAHUS SAMHUI] XPAHEHUS.

183. Xponosnornyecku-GhyHKIIMOHATbHAS WIH (YHKIIMOHATLHO-XPOHOJIOTHYECKast
CXEMBbI CHCTEMAaTH3aIlUU TMPUMEHSIOTCS MO0 OTHOIIECHUIO K (DOHIAM OpraHM3aluid ¢
YacTO MEHSBIICHCS CTPYKTYpOH MIIM HE UMEIOIIHE €e.

[Ipu cucTemaTu3anuy €IUHUIT XPAHCHHSI TT0 XPOHOJIOTHYECKHU-(PYHKITHOHATHHOM
CXeMe TPYNIUPOBKA UX MPOUCXOAUT BHAYAJE MO XPOHOJIOTHYECKOMY NPHU3HAKY, a
3aTeM 1o QYyHKIUSAM (BUAaM, HAITpaBIEHUSIM) AesITeIbHOCTH (hoHmo00pazoBaTens. [Ipu
ATOM MOATPYIIIHI JIE] PACTIONATalOTCs C yYeTOM 3HAUMMOCTU (QYHKIIUNA OpraHu3anui (
PYKOBOJICTBO, IJIaHMpOBaHUEe, (PMHAHCUPOBAHHUE, YUYET U OTYETHOCTh, CHAOKECHHUE U
COBIT, KaJpHI U TaK Jajiee).

[Ipu cucremaTu3aluy €IUHULL XPaHEHUS 110 (PYHKIHOHATBLHO-XPOHOJIOTUYECKON
CXEME OHU TPYyNIUPYIOTCA BHavaje 1Mo PyHKIUSIM JAesTeIbHOCTU (oHA000pa3oBarTes,
a 3aTeM IO XPOHOJOTUYECKOMY MPU3HAKY .

184. JIns cuctemMaTu3aluy eIUHULL XPaHSHHsI apXUBHBIX (POHIOB OECCTPYKTYPHBIX
OpraHM3alii MOXET OBbITh HCIOJb30BaHA XPOHOJOTHYECKHU-HOMHUHAIbHAS WIH
HOMHUHAJIBHO-XPOHOJIOTMYECKasi CXeMbl CUCTEMAaTHU3aIlui MPUMEHSIOTCS - CHavalla 1o
XPOHOJIOTHH, BHYTPH Ka)XJOTO roja MO BUAAM €IWHHI] XpaHEHUS WU CHadalia 1o
BUJIaM €MHUI] XpaHEeHHUs (IPUKa3bl, IPOTOKOJIbI, TJIAHBI U PYTUE) U BHYTPU KAKIOTO
BUJIA TIO XPOHOJIOTHH.

185. B cOOTBETCTBHMU CO CXEMOW CHCTEMAaTH3alMH E€IUHHUIBI XpaHEHUS
TPYIIUPYIOTCS B CIAEAYIONIEM MOPSIKE:

1) enquHUIBI XpaHEHHUS OTHOCSTCS K TOMY TOJy, B KOTOPOM OHU HayaTbl
JEJIONPOU3BOJACTBOM, HJIM B KOTOPOM MOCTYNMIJIM B JaHHYIO oOpraHu3amuio (
CTPYKTYpHOE MOApa3aesieHre) U3 JPyroi Opranu3aiii (CTPyKTypHOTO MOApa3ieIeHuUs
) IJ1s IPOAOJIKEHUSI IPOU3BOCTBA;

2) enmUHUIIBI XPAaHEHUS, COIePIKAIIIE TUIaHbI, OTYEThI, CMETHI U MaTepUaJIbl K HUM
OTHOCATCSI K TOMY TOJly, Ha KOTOPBIM MJIM 32 KOTOPBI OHU COCTaBJIEHBI, HE3aBUCUMO
OT JTaThl UX COCTABJICHUS, JOJITOCPOYHBIC IJIAHBI OTHOCATCS K HaYaJdbHOMY TOAY HX
JIEHCTBUS, @ OTYETHI 32 3TU TOJIBI - K MOCJIEAHEMY T'OJly OTYETHOTO MEePUOa;

3) eAVHUIBI XpaHEHHUs, HAYaThIe JACJIONPOU3BOACTBOM B OJHOM MOApPA3CICHUNA U
nepelaHHble Il TPOJOJKEHHUS B JPYroe mNoApa3/iefIeHHe, OTHOCITCA K TOMY
oApa3/IeJICHUI0, B KOTOPOM OHHU OBUIM 3aBEpIICHBI (MPU 3TOM Ha3BaHHUE MEPBOIO
nojipasieJieHus: 6epercs B CKOOKH U MUIIETCS Ha3BaHUE TIOCIEHETO);

4) B mpenenax roja MM XPOHOJOTMYECKOTO MEpPHUOJIa €AUMHULIBI XpaHEHUs
pacmoyiararoTcs 1Mo 3HAYUMOCTH (PYHKITUH opraHu3anud (WK - B IOPSIIKE 3HAYUMOCTH
U JIOTUYECKOM B3aMMOCBS3HM BUOB U PA3HOBHUIHOCTEHN TOKYMEHTOB);



5) enuHUUBl XpaHEHWs, NpeAcTaBisdolINe coOoil JIuuyHBIE Jena,
CUCTEMATU3UPYIOTCS MO r0IaM YBOJIbHEHUS U an(aBuTy (pamMuiuii.

186. Equnuiipl XpaHeHUsl B Ipejeiax MOocleAHUuX (3aBeplIarolinX) CTyNeHel
CHUCTEMATHU3aLMH PACTIPEIEIISIOTCS 110 UX 3HAYMMOCTH WIIA XPOHOJIOTHH.

187. DyeKTpOHHBIE JOKYMEHTBI CUCTEMATHU3UPYIOTCS MO BUAAM HOCHUTEINIEH
uHpopManu (MarHUTHBIE JIEHTHI, JIA3€pHBIE U KECTKUE AUCKU, KOMIAKT-JUCKH,
JUCKETHI), BHYTPU BHUJIOB - IO (hopMaTam MpeAcTaBiIeHUs] HHPOPMaLUH, U Jajee - Mo
xapakTepy 3aduKcupoBaHHON UHPOPMAIIUH.

188. Enqunuiiel XxpaHeHus: B 00beAMHEHHOM apXUBHOM (POHJIE, pacoiararoTcs mo
3HAUMMOCTH (HOHII000pa3oBaTeneld, MO0 XPOHOJOTHH WX CO3JaHus, MO an(paBHUTY
Ha3BaHuU. B mpenenax kaxaoro ¢oHjaa, BOLIEAUIErO0 B 00ObEAMHEHHBIN apXWBHBIN
(GOHJ, IPUMEHSIOTCS pa3HbIE CXEMbI CUCTEMAaTU3allU1, BEIOOP KOTOPBIX OIMpenesieTcs
XapaKTepOM JESITEIbHOCTH KOHKPETHBIX OpraHU3alUid, COCTaBOM M O0BEMOB MX
JNOKYMEHTOB. {7151 apXuBHBIX ()OHAOB OJHOTHITHBIX OPraHU3ALMI UCIOIB3YETCs 001as
cXema CUCTeMaTU3alnu.

189. JIokyMeHTHI MO JIMYHOMY COCTABY, HAYYHO-TEXHUYECKAs JOKYMEHTALHs B
apXUBHBIX (POH/IAX HAYUHO-HCCIEA0BATEIbCKUX U MPOEKTHBIX OpraHU3alfil, pyKOInucu
B M3/1aTEJbCTBAX, UICTOPUU OOJIE3HEN B MEIUIIMHCKUX OPTaHU3AIUAX, aKThl IPOBEPOK B
(GoHIaxX KOHTPOJIBHBIX OPraHOB, CyJeOHAas MOKyMEHTAllUsl B OpraHax cyia U TOMY
10JIOOHBIE BBIACIAIOTCS B OCOOBIE TPYIIBl U CUCTEMATU3UPYIOTCS 000COOIEHHO OT
YIPaBIECHYECKOU TOKYMEHTALUIO.

190. HayuHo-TeXxHMYECKass JOKYMEHTALUsI PacIioyiaraeTcsi BHyTPU apXHBHOTO
¢doHma mo BuAaM (IpPOEKTHas, KOHCTPYKTOpPCKas, TEXHOJOrnu4eckKas,
HAy4YHO-UCCIIEIOBATENbCKasl, NATeHTHAs JJOKYMEHTAIH).

191. IlpoexTHass JOKyMEHTAIMs pacIoaraeTcs Mo MpeIMETHO-TEMaTUUYECKOMY,
XPOHOJIOTHYECKOMY MJTU reorpapuueckoMy KiacCu(UKaIMOHHBIM TPU3HAKAM.

[IpoekTHass JOKyMEHTALUS OAPA3IEIIACTC:

1) o KUIMITHO-TPAKIAHCKOMY CTPOUTENBCTBY;

2) 1O MPOMBIIIJIEHHOMY CTPOUTEIBLCTBY;

3) 10 CeNbCKOX039iCTBEHHOMY CTPOUTENBCTBY;

4) o SHEPreTUYEeCKOMY U BOAOXO35IIICTBEHHOMY CTPOUTENBCTBY;
5) 0 TPaHCHIOPTHOMY CTPOMUTEIILCTRY.

Kaxxaast rpynna MOXeT cucTeMaTHU3upOoBaThCs Ha OoJiee MENKHe.

JIOKYMEHTBI IIPOEKTHBIX CTAJAUMN PACIIONAraloTCs B PUHATOU MOCIEA0BATEIILHOCTH
IPOEKTUPOBAHUSI.

THUnoBele MPOEKTHI CHCTEMATU3UPYIOTCS 10 HOMEPAM CEPUI.

192. KoHcTpyKTOpCKast JOKYMEHTAIMs pacrlojaraercs 1o BujaaM pa3paboTok, Mo
XPOHOJIOTUY WM HOMEpaM KOHKPETHBIX Pa3pabOTOK, BHYTPH pa3pabOTKH — MO y3JaMm
COrJIacHO CreUU(PUKALUH.



KoHcTpykTopckast JoKyMeHTaIus: Ha MOIU(DHUIIMPOBAaHHOE U3/EIUE CIeAyeT 3a
JOKyMEHTallel Ha Bce 0a30Boe€ M3Jeiue JU0O0 TOM 4YacThio M3ZENHS, Ha KOTOPYIO
UMeeTCsI MOAU(UKAIIHSL.

JIOKyMEHTBI 1O MCHBITAHUAM HM3JEIUNA pacrojaralorcs Mo XpOHOJIOTUH, a B
npenenax roja — o Ha3HAYCHHUIO TEXHUKH, PETUCTPALIMOHHBIM HOMEPaM.

193. Texuonoruveckas JOKYMEHTAIUs CUCTEMATU3UPYETCS COTJIACHO
TEXHOJOTUYECKOMY MPOLECCY.

194. HayuHo-uccienoBaTeldbCKas JTOKYMEHTAlLUs, pa3MeEIlaeTcsi 0
XPOHOJIOTHYECKOMY MPHUHIUIY, B MpeJeaax rojga — No HoMepaMm TeM, UHBEHTapHbIM
HOMEpaM, HOMepaM, MPUCBOCHHBIM IIPU TOCYJAPCTBEHHOW pETUCTPALIUU, 10 TEMATUKE
Hay4YHbIX pabor, mno andgaBUTy HUX HAUMEHOBAHUW unu amMunui
aBTOPOB-Pa3pabOTUMKOB (OTBETCTBEHHBIX HCIOJHUTENECH), MO CTPYKTypPHOMY
pPU3HAKY.

OT4eTsl, BBIIOJIHEHHBIE 10 3aKa3aM JPYTUX OpPraHU3alHid, CHCTEMATHU3UPYIOTCS
OTJIETIBHO.

195. ITaTreHTHO-NHMILIEH3MOHHAs JOKYMEHTAIIMSI pacIioiaraeTcs o BUAaM:

1) 00BEKTOB MPOMBIIIIIEHHOW COOCTBEHHOCTH (M300pEeTeHUS, MOJIE3HbIE MOJIEIH,

IPOMBIIIIEHHBIE 00pa3Libl, COPTa pAaCTEHUH, TOBAPHbIE 3HAKH, 3HAKU 00CITYy )KUBaHU);
2) OXpaHHOTO JOKyMEHTa (IIaTeHTbl, CBUICTEIIbCTBA).

B mpenenax kaxaoro BuUJia — 1O HOMEpaM MATEHTOB WJIM CBUAETEILCTB, IO
HOMEpaM 3agBOK, MO0 KOTOPBIM MPUHATHI PEILICHUS HA BbIJa4y OXPAHHOTO JOKYMEHTA,
U TI0 HOMEpaM 3as1BOK, 110 KOTOPHIM MPUHSTHI PelIeHnus 00 0TKa3e B BbIAaue OXPaHHOTO
JOKyMEHTA.

196. KNHOIOKYMEHTBI U BUAEOIOKYMEHTBI CUCTEMATU3UPYIOTCS:

1) mo BugaM - GUIIBMBI, CIICITUATBHBIC BRITYCKH, KHHOKYPHAJIbI, OTACIbHBIC KHHO -
U TEJIECIOKETHI;

2) 10 To/1aM BBIMYCKa (PHIIHLMOB, CIICIBBITYCKOB, KHHOXKYPHAJIOB;

MPOU3BOJICTBEHHBIM HOMEPAM OT/AEJIbHBIX KMHO - U TEJIECI0XKETOB;

3) enuHUIIaM yueTa (KOMIUICKTaM);

4) uBeTHOCTH (IIBETHBIC, YEPHO-OETBIE);

5) popmary menku (8 MM, 16 mMm, 35 MM, 70 MM U pyrue).

EauHuIpl XpaHeHUsT pacioaratoTcs Mo 3JIEMEHTaM KOMIUIEKTa, @ BHYTPU HUX - 110
NOPSIAKY HOMEPOB YaCTEl KUHOJJOKYMEHTA.

KoMmIekT KHHOJOKYMEHTAa COCTOMT M3 OpPUTMHAJIa U KOMHUH, OTHOCSALIUXCS K
OJTHOMY (pHIIbMY, CIICIIBBIMTYCKY, KHHOXKYPHAITY, KHHO - U TEICCIOKETY.

Ha KMHOJOKYMEHTBI M BUACOJIOKYMEHTHI OMPENEIEHHOTO BUAA COCTaBIISIETCS
OTJIE€TIbHAS OIHCH.

197. ®OTOIOKYMEHTHI CUCTEMATU3UPYIOTCS 10 BUJIAM:



1) HeraTUBBI Pa3IUYHON IBETHOCTH (IIBETHBIC MUIM YEPHO-OEINIBIC) U pa3MepoB,
KOTOpbIe 0003HavaroTcs 1udpamu 2 - 8 (1udpa 2 COOTBETCTBYET HETATUBY Pa3MEPOM
25em.x35ceMm,3-6cemx6 M., 4—-6cM. X9 M., 5—-9cm. x 12 em., 6 — 10 cMm. X
I5cem.,7—-13 cm. x 18 cm., 8 — 18 cM. x 24 cMm.).

[Tpu cucremaru3zanuu HEOOIBITUX 0OHEMOB HETATUBOB Pa3MepOB 6-8 MoIycKaeTcs
X 00beIMHEHHE B OJIHY T'PYIIIY;

2) cnaiizibl (IMano3UTUBBI) PA3IMYHON 1IBETHOCTH;

3) no3uTuBbI, GOTOOTIEUATKHY;

4) poroanbOOMBI;

5) nnaduabMBI;

6) PIEKTPOHHBIE JOKYMEHTHl ((HOTOAOKYMEHTH Ha LHM(GPOBBIX HIM HHBIX
COBPEMEHHBIX HOCUTENSX ), KOTOpbIE 0003HavatoTca OykBoit "I".

Ha ¢oTo1oKkyMeHThI OnpeieIeHHOTO BUa COCTABIIAECTCS OTACNIbHAS OMHUCH.

198. ®OHOAOKYMEHTBI CUCTEMATU3UPYIOTCSA IO BUIAM 3allUCU 3BYKOBOU
uHpopmalmu - poHorpapudeckas, rpaMmMoOHHAsI, ONITUYECKAst, MATHUTHAsA, Jla3epHas
. Ha ¢hoHOTIOKYMEHTBI OIpeAeIeHHOr0 BU/Ia 3aMCH COCTABISAETCA OT/AENbHASI ONUCH.
BryTpu BU0B (POHOJOKYMEHTHI PACONATAIOTCS MO €IMHUIIAM YYeTa U KOMILIEKTaM.

Enuaunipl XxpaHeHUsT BHYTPH €IUWHMIIBI y4eTa paclojararoTcs B TMOPSAKE
IPOU3BOACTBEHHBIX HOMEPOB, 0003HAUYCHHBIX HA ITUKETKAaX, a BHYTPU KOMILUICKTa B
CJeIyIOIIEeH OCIe0BATEIbHOCTH - OPUTHMHAJIBI, KOTIHH.

KommiiekT GpoHOTOKYMEHTa COCTOWT W3 OPUTHMHANIA M KOIMHMA, OTHOCSIIHXCS K
OTIPEICTICHHON €IMHUIIE YUeTa.

ITaparpad 3. ITopsanok nepegaun nokyMeHTOB HaloHaI-HOrO apXHBHOI'O
(0H1a Ha TOCTOAHHOE XPaHEHHE B I'OCYAapCTBEHHEIH apXUB

199. HoxymenTtsl HammonanbHOTO apxXuBHOTO (OHIA B COOTBETCTBUU C
3akoHoAaTenbcTBOM PecnyOnuku KazaxcraH mo HMCTEUEHHH YCTAHOBJIEHHBIX (
JOTOBOPHBIX) CPOKOB IMOJJIeKAT IepeJadye Ha IMOCTOSHHOE XpaHEHUue B
rOCyJIapCTBEHHBIN apXMB 3a CYET CUJI U CPEJICTB OpraHU3alHUU.

200. YcranaBiuBaeTcs CIEAYIONIME MPEAEIbHbBIE CPOKM BPEMEHHOTO XPAaHECHUS
JOKYMEHTOB Ha TPAJWLIMOHHBIX U 3JIEKTPOHHBIX HOCHUTEINSIX, OTHECEHHBIX K COCTABY
HanunonanbsHoro apxuBHoro ¢poHjaa:

1) noxymentsl Aagmunuctpaiuu [Ipesunenta Pecnyonuku Kazaxcran, anmapara
Cenara IlapnamenTta PecnyOnuku Kazaxcran, anmapara Maxunuca [lapiamenta
Pecniy6uku Kazaxcran, Kannenspuu [Ipembep-Munuctpa Pecriyonuku

Kazaxcran, Konctutynmonnoro Cosera Pecniy6onuku Kazaxcran, LlenTpanbHoit
n3zbuparensHoit komuccun PecnyOnuku Kazaxcran, BepxoBrnoro Cyna PecnyOnuku
Kazaxcran, ['enepanbHoii npokypatypbl Pecnybnuku Kazaxcran, HanumonansHOTO



banka Ka3zaxcrana, munucrepctBs Pecnybnuku Kaszaxcran, arentctB PecnyOmuku
Kazaxcran, komureroB MunuctepctB Pecriyonuku Kazaxcran — 15 ner;

2) TOKyMEHTHI TEPPUTOPHAIIbHBIX OpraHoB MUHUCTEPCTB PecmyOmmku KazaxcraH,
areHTcTB PecnyOnmku Kazaxcran, komuteToB MuHucTepctB Pecriyonuku Kazaxcran —
10 meT;

3) TOKyMEHTBI OpraHu3ali, KOHTPOJIbHBIN MAKET aKIUi KOTOPBIX MPUHAICKUT
roCyJIapCTBY, MHBIX TOCYAAPCTBEHHBIX IOPUIAYECKUX JHUI] PECITYOJIMKAHCKOTO YPOBHSI
— 10 neT;

4) TOKYMEHTBI OPTaHOB MECTHOI'0 FOCY/IapCTBEHHOTO yIIpaBJeHUs 001acTH, TOpoia
peCITyOIMKaHCKOTO 3HAYCHUS, CTONHITLI — 10 J1eT;

5) IOKyMEHTBl TOCYJapCTBEHHBIX OpraHu3aluii 00JacTHOro, ropoja
peciyOIMKaHCKOTO 3HaUEHUs, CTOIUII ypoBHEH — 10 neT;

6) TOKYMEHTBI MECTHBIX T'OCY/IapCTBEHHBIX OPTaHOB yIIpaBieHUs Topoja (paiioHa)
— 5 ner;

7) IOKYMEHTHI TOCYIapCTBEHHBIX IOPUIMYECKUX JIUIl TOPOJICKOTO U PallOHHOTO
YPOBHs — 5 JET;
8) 3amucu akTOB IPa)JaHCKOTO COCTOSIHUS, MOXO3MCTBEHHbIE KHUTH, JOMOBBIE
KHHUTH, 3aIIMCU HOTApUAJIbHBIX IEUCTBUMN, CyJcOHBIC JIeJia U JJOKYMEHTHI — 75 JIeT;
9) HayuyHO-HcclIenOBaTENbCKas, TEXHOJOTHYECKAsT U MaTEHTHO-JTUIIEH3UOHHAs
nokymenTtanus — 10 jer;

10) onbITHO-KOHCTPYKTOpPCKas JOKyMeHTauus — 15 ner;

11) npoekTHast TOKyMEHTAIUs [0 KallUTaIbHOMY CTPOUTENLCTBY — 20 JIeT;

12) kapTorpadguyeckas JOKyMeHTaus — 25 JeT;

13) reone3nyeckast TOKyMeHTalus — 25 JIeT;

14) Tenemerpuyeckas JOKyMEHTalUs — 5 JIET;

15) aynuoBusyaibHas TIOKyMEHTaIus — 3 roja.

201. Cpoku xpaHeHHS] JOKYMEHTOB Ha TPAJUIIMOHHBIX U SJIEKTPOHHBIX HOCUTENSAX
nH(pOpMaIuU, OTHECEHHBIX K cocTaBy HammonaasHOTO apXuBHOTO (DOH/A, B YACTHBIX
apXuBax OPraHU3AlMN YKa3bIBAIOTCS B JOTOBOPAX, 3aKJIOYAEMBIX B COOTBETCTBUHU C
3akoHoMm PecnyOnuku Kazaxcrana "O HaunonansHOM apxuBHOM (hOHZIE M apXuBax'
MEXJy COOCTBEHHHKaMM JIOKYMEHTOB M YIOJHOMOYEHHBIM OpraHoM B cdepe
apXUBHOTO Jiejia JIMOO MECTHBIM HCIOJHUTENIBHBIM OpraHoM obOsactu (roponaa
pPECIyOIMKaHCKOTO 3HA4YEeHUs, CTOJHIIBI), B 3aBUCHMOCTH OT MECTa HaXOXXICHUS
apXuBa OpraHu3alluu.

202. Ilepenaya OCyIIECTBJISIETCS HA OCHOBAHUU OMHUCH JieNl (HOKYMEHTOB)
MOCTOSIHHOT'O XpaHEHUs! B COOTBETCTBUU C TpadUKOM, YTBEPKIACHHBIM PYKOBOAUTEIEM
OpraHU3allMHU 10 COTJIACOBAHUIO C TOCYIAPCTBEHHBIM apXHUBOM.

203. IIpu oOHaApYKEHUHU PACXOKICHUN MEXKTy KOJIMUYECTBOM E€UHUI XPAaHEHUS 110
UTOTOBOM 3allMCHU B OMUCH U WX HAJIMYKUEM, K OMHUCU COCTABJISETCS HOBAas UTOrOBas



3aMmuCh, B KOTOPOH YKa3bIBAIOTCS (PAKTUYECKOE KOJIMYECTBO MEPEIaHHBIX U HOMEpa
OTCYTCTBYIOIIUX €AUHUIL XPAHCHUS.

204. Ilepemaua odopmiseTcs akTOM NpHEMa-TIepeaadu, TIe JTOMOJHUTEIHLHO
MIPOCTABJISIOTCS HOMEPa OTCYTCTBYIOIIUX A€M (JIOKYMEHTOB), TPUYUHBI UX OTCYTCTBUS
— B [IPUJIAaraeMoM K aKTy CHPABKE C YKa3aHHEM MEp IO PO3BICKY.

205. Ha orcyTcTBytomiue aena (JOKyMEHThI), PO3bICK KOTOPBIX HE JJall pe3yIbTaToB
, COCTaBJISIETCSL aKT 00 yTpaTe, yTBEPKIaeMblid pyKOBOJUTEIEM OpraHU3alluH.
206. YTpayeHHblEe MOJJIMHHUKH YNPABICHUYECKUX U HAYYHO-TEXHUUYECKHX
JIOKYMEHTOB 3aMEHSIIOTCSI X 3aBEPEHHBIMH KOTUSIMHU, Ay IMOBU3yaIbHBIX — KOMIUSIMHU.

207. C ympaBieHYECKHX JOKYMEHTOB, UMEIOMUX moMeTky "Iyt ciyskeOHoro
nmoJib30BaHus", B COOTBETCTBUU C [IpaBmiiamu paboThl rOCyaapCTBEHHBIX OPTaHOB,
yTBEPKJIEHHBIX mocTaHoBieHueM I[lpaButenbctBa PecnyOnuku Kaszaxcran ot 23
aaBapst 2008 roma Ne 51 JICII, naHHas moOMeTKa CHUMAETCS] HA OCHOBAHUU PEIICHUS
9K (9K) opranuzanuu.

208. DneKTpOHHbIE TOKYMEHTHl U MH(POPMAIIMOHHBIE PECYPCHI MEPelatoTCcsl Ha
roCyJIapCTBEHHOE XPaHEHHUE C COMTPOBOJAUTEIIHLHBIM TUCHMOM, B KOTOPOM YKa3bIBAIOTCS
HOMEpa W HaWMEHOBAHUE OIHUCEH, JTOKYMEHTBI, BXOJAIIME B KOMILIEKT
COIIPOBOJUTENIBHON JOKYMEHTALIMH, BUJI HOCUTENEH.

209. IIpu nepenaye >MEKTPOHHBIX JOKYMEHTOB U HH(GOPMAITMOHHBIX PECYPCOB B
rOCyJIJapCTBEHHBIN ApXUB IPOBEPAIOTCS:
1) KOMIUIEKTHOCTD MEepe/laBaEMbIX IOKYMEHTOB;
2) KOMIUIEKTHOCTh W MPAaBUJIBHOCTh COCTABIICHUS COMPOBOIUTEIbHOMN
JIOKYMEHTAIINH;
3) dbuszmvecKoe U TEXHUIECKOE COCTOSTHUE HOCUTETIEH;
4) HaJIM4KEe BUPYCOB U UHBIX BPEIOHOCHBIX KOMIIBIOTEPHBIX MTPOTPaAMM;
5) BOCHPOU3BOJUMOCTh KOHTPOJIBHBIX XapaKTEPUCTUK MNPOTPAMMHBIMHU
CpeACTBaMU rOCYAapCTBEHHOTO apXUBa.

210. B ciryyae HECOBMECTUMOCTH MPOTPAMMHBIX CPEJICTB, TPUMEHSIEMBIX JJIS
BbIPAOOTKU U MPOBEPKU KOHTPOJIbHBIX XapaKTEPUCTUK B NIEPENAIOIICH OpraHu3aluu u
B TOCYJJapCTBEHHOM apXHUBE, pa0OTHUKHU TOCYJapCTBEHHOTO apXHBa B MPUCYTCTBUU
IPEICTaBUTEIS OpTraHU3alli 3aHOBO Pa3padaThiBalOT KOHTPOJIbHBIE XapaKTEPUCTUKHU
CBOMMHU TMPOrpaMMHBIMU cpeacTBamMu. JlaHHBIE KOHTPOJIBHBIE XapaKTEPUCTUKU
YKa3bIBAIOTCS B aKTE€ IIpUEMa-IepeIauu JIEKTPOHHBIX JOKYMEHTOB.

B ciydae HempaBuIbHON MOATOTOBKU COMPOBOJMUTEILHOW TOKYMEHTALMU
HOCUTEJIM C JJIEKTPOHHBIMU JOKYMEHTAMH U CONPOBOJUTENIbHAS JOKYMEHTAIIUs
BO3BPAIAIOTCS B OPTaHU3AIUIO HA JOPAOOTKY.

I'maBa 5. Y4er noKyMeHTOB



IMTaparpa¢ 1. ITopsamok ydeTa JOKYMEHTOB apXHBa OpraHH3aIiy

211. Yyer nOKyMEHTOB B apXMBE€ OPTAHU3ALMHU — 3TO YCTAaHOBJICHUE KOJIUYECTBA U
COCTaBa apXMBHBIX JOKYMEHTOB B €MHHUIIAX yueTa W (UKcAlUs MPUHAIC)KHOCTH
KaKJ0M eIMHUIIBI yUeTa K ONPEEeIEHHOMY KOMIUIEKCY M OOLIEMY MX KOJUYECTBY B
YYETHBIX JOKYMEHTAX.

VY4eTHbIMU TOKYMEHTaMU SIBJIIETCSI KOMIUIEKC JOKYMEHTOB YCTaHOBJIEHHBIX (hOpM,
(UKCHPYIOIINX TOCTYIJIEHNE, BEIOBITHE, KOIMYECTBO, COCTAB U COCTOSIHUE apXHUBHBIX
JOKYMEHTOB B €JMHUIIAX y4YEeTa.

Y4yeT NOKYMEHTOB B apXMBE OPTaHU3ALMU SBISETCA OJHUM H3 CPEICTB
oOecrieyeHus: UX COXPAaHHOCTU U KOHTPOJIS 32 UX HAIMIUEM.
212. Yyery nmoajiexar BCE XpaHAILIHUECS B apXUBE JTOKYMEHTBI, B TOM YHCIIE
HeoOpaboTaHHbIE U HEMPODUIBHBIE JIJIS1 JAHHOTO apXHBa.

ApXUB OpraHu3aluy OCYIIECTBISAET YUET JOKYMEHTOB HanmoHanpHOTO apXuBHOTO
dboHma, XpaHSIMIMXCS B apXWBE OpPTraHU3AIUHM, B TOPSIKE, YCTAHOBJICHHBIM
YIOJIHOMOYEHHBIM OPraHOM B OOJIACTH apXMBHOTO JI€ja, U MPEACTABISET YUYETHBIC
CBEJICHMS B COOTBETCTBYIOLIEE aPXUBHOE YUPEKICHUE.

213. Y4eT npou3BOAUTCS MyTEM NMPUCBOCHUS apXUBHBIM JTOKYMEHTaM (E€IUHUIIAM
ydeTra, eAMHUIAM XPaHEHUs1) HOMEPOB, SIBJIIOIIMXCS YaCThIO apXUBHOTO MHK]pa.

ApxuBHbIH mU(pp — 0003HaAUEHUE, HAHOCUMOE Ha KXKAYI0 €AMHUILY XpaHEHUS C
Heapl0 o0ecreueHusl ee ydyera U UICHTH(PUKAUU. APXUBHBIA MHPP COCTOUT W3
HOMEpOB - apXUBHOTO (POHJA, MPUCBAUBAEMOI'0 IOCYJAapPCTBEHHBIM apXUBOM IOCIHE
opopmIIeHU MEPBOTrO MOCTYIUIEHUS JOKYMEHTOB HAa MOCTOSIHHOE XpaHEHHE B
rOCyJJapCTBEHHBIN APXUB, ONUCH, €IUHUIIBI XPAHEHHUS.

214. OCHOBHBIMHU €IMHUIIAMH YUY€Ta JOKYMEHTOB HE3aBUCUMO OT BUJA HOCUTEIIS,
crnoco0a ¥ TEXHUKH 3aKpeIyIeHUsI HH(OpMAIH SBISIOTCA:

1) apxuBHbIN (HOHJ, ApXUBHAS KOJUICKIIUS;

2) enuHUIIA XPAHECHUS.

215. Yuer JOKYMEHTOB B apXMBE OpraHU3al[MN CTPOUTCS HAa OCHOBE COOJIOICHUS
MPUHIIUIIOB:

1) uentpanuzanuu, BIpaKEHHON B IPUMEHEHUU €IUHBIX €INHUI] YUETa;

2) yHu(ukanuu, OCHOBAaHHON Ha COOJIIOJIEHUU MTPEEMCTBEHHOCTH yUeTa apXUBHBIX
JOKYMEHTOB Ha BCEX CTaUAX padOThI C HUMU;

3) IMHAMUYHOCTH, 0OeCTieunBaEMO CBOCBPEMEHHBIM U ONIEPATUBHBIM BHECEHUEM
WU3MEHEHNN B YUYETHBIE JOKYMEHTHI WM COCTaBJICHUEM HOBBIX YUETHBIX JOKYMEHTOB;

4) NOJTHOTHI U JOCTOBEPHOCTH YU€Ta.

216. Y4eTHbIEe IOKYMEHTBI, KpOME OMUCEN /1€, JOKYMEHTOB, MPEIHA3HAYEHBI JJI5
CJIy>k€0HOT0 MOJIb30BaHMS U MOJI30BATEISIM HE BBIAAIOTCSL.



Bce yuerHble MOKYMEHTHI XpaHSTCS B apXUBOXPAHUIUINE B ceidax wiH
MEeTaJTMYECKHUX MIKadax.

217. OcHOBaHHUEM Ka)KJIOM 3alMCH B OCHOBHBIX YUYETHBIX JOKYMEHTaX SIBISETCS
MOCTYIJICHHE JIeJl, IOKyMEHTOB B apXWB OpTraHU3alluM, BBHIOBITHE JOKYMEHTOB M3
apxuBa OPraHU3alNH, B CBA3U C X MEPEJaveil B apXvB APYrod OpraHu3aliyd WK B
rOCyJIapCTBEHHBIN apXUB, BBIJICTICHUE K YHUUTOXEHUIO TOKYMEHTOB, HE MOJJIEKAITUX
XpaHEHHIO, HE OOHApyEHHEM JIOKYMEHTOB, MyTH PO3BICKA KOTOPBIX HCUEPIIAHBI,
HEHCIIPaBUMBIMU MTOBPEKICHUSAMMU.

218. OCHOBHBIMM YYETHBIMH TOKYMEHTaMU SIBJISIOTCS:

1) kHUTa y4yera MOCTYIJICHUS W BBIOBITHUSA JOKYMEHTOB MO (pOopMe cOriacHo
npuiiokeHuo 23 k HacrosmuM [IpaBuinaMm, npenHa3HAuYCHHAs U9 yyeTa B apXUBE
OpraHu3ally KaKJI0ro MOCTYIUICHUS! U BBIOBITHS JOKYMEHTOB, a TAKXKE KOJIMYECTBA U
COCTaBa JIOKYMEHTOB, MOCTYNHMBIIUX HAa BPEMEHHOE XpaHEHHWE M BBHIOBIBIIMX 3a
ONPEAEIEHHBI XPOHOJIOTHUYECKUI NTEPUO]] BPEMEHHU, COCTOSIHUA X ONMCAHUS;

2) onucH nell, JOKYMEHTOB, YKa3aHHBIX B MPWJIOKEHUSAX 1-9 K HacTOSIIUM
[IpaBunaMm, npeaHa3HAYEHHBIE JISI MOCIMHUYHOTO U CYMMApHOIO Y4YeTa €JIMHUIL
XPaHEHMS, 3aKPEIUICHUS NOPSKa UX CUCTEMATU3alMKU, YYeTa U3MEHEHHS B COCTaBE U
00beMe TOKYMEHTOB, 3ar0JIOBKH KOTOPBIX BKJIFOUEHBI B TAHHYIO OTHUCH.

Onucu e, TOKYMEHTOB SIBIISIFOTCS IEPBUYHBIM YUETHBIM JOKYMEHTOM JIJIsl yYeTa
JIeJ IOCTOSTHHOTO, BpeMeHHOTO (cBbIie 10 j1eT) XpaHeHus U 110 TUYHOMY COCTaBY.

[Ipu BBIOBITHMH BCEX /€] IO KAaKOH-TMOO 3aKOHYEHHOW OMUCU €€ HOMEp APYIUM
onucsiM He npucBauBaercsa. B rpade "[Ipumeuanue” mpoTUB Kaxk10il BbIOBIBArOIIEH
€UHULIBI XpaHEHUs (€IMHULIBI yUeTa) CTaBUTCA OTMETKa "BhIObLI0".

[ToenMHUYHBIN y4YEeT OCYIIECTBISIETCA MYTEM 3aKPEIUIEHUS 3a KaXKIbIM JIeJIOM (
€UHULICH XpaHEHUSI) CAMOCTOSATEIIBHOTO HOMEDA.

CyMMapHbId y4eT Jell, TOKYMEHTOB B OIUCSX JOCTUTAETCS COCTABICHHEM
UTOTOBOM 3alMCH K OMHUCSIM. B MTOroBOM 3alMCH yKa3bIBAETCSI KOJIMYECTBO €IUHUIL
xpaHeHus (mudpamMud U B KPYTIIBIX CKOOKaxX — MPOMHUCHIO), IEPBBIA W TMOCIETHUN
HOMEpa €IMHHUIL] XPAaHEHUS 110 CBOJIHOM OIKCH, OTOBAPUBAOTCS UMEIOIIUECS MPOITYCKH
HOMEPOB, €IUHUIBI XPAHEHHUS C JUTEPHBIMU HOMEPAMHU, BBIOBIBIINE €IUHUIIBI
XpaHEHUS.

3aKOHYEHHBIE OMUCH JEJ, TOKYMEHTOB COCTOSIINE U3 T'OJIOBBIX PA3/IE€IOB, UMEIOT
OOIyI0 UTOTOBYIO 3aIUCh KO BCEH OIMUCH B IIEJIOM.

Kaxnoe nusmenenune oobema Jiell, JOKyMEHTOB B OMHUCH, CBA3aHHOE C BHIOBITHEM,
MOCTyIUICHUEM, OOBEIUHEHUEM WU pacPopMUPOBAHUEM JieJI, HAa OCHOBAaHUU
COOTBETCTBYIOIINX TOKYMEHTOB OTPayKaeTCsl B UTOTOBOM 3aIIMCH K OIIHCH.

Onucu fen, TOKYMEHTOB CTPYKTYPHBIX MOJIpa3ACiICHU OpraHU3aluu CIIy>Kat
YYETHBIMUA JOKYMEHTaMH JI0 COCTABJIECHHSI COOTBETCTBYIOLIEH CBOJHOW OIMHCH €I,



[OCJIe Yero MoJyIekaT XpaHEHHUIo B jese (oHJa 10 Mepeaayu Jed 3a 3TH TOofAbl Ha
NOCTOSIHHOE XPAaHEHUE B FOCYJapCTBEHHBIA apXUB WM BBIJCICHUS K YHUUTOXKEHHUIO;

3) nucT-3aBepuTeNb jena, o GopMe COTIACHO MPWIOKEHUIO 24 K HACTOSIIINM
[IpaBunam, npeaHa3HAuYECHHBIN JIs1 y4€Ta KOJUYECTBA JIUCTOB B JIEIIE;

4) macnopTa apXMBOB OpraHU3aIMi M0 (PopMe COTIaCHO MPHIIOKEHHUSIM 25-28 K
HacTosiiuM [IpaBuiam;

5) neno ¢poHAa — KOMILIEKC TOKYMEHTOB IO UCTOpUH (poHI000pa3zoBarens u GoHaa
, BEZICTCSl Ha KaXK/IbId apXUBHBIN (DOH/I.

ApXuB OpraHM3aliy BIpaBe BECTH BCIOMOTATENIbHbIE YUYETHBIE TOKYMEHTHI,
KOTOpBIE BEAyTCs HA OyMa)KHOM H/HMJIM 3JIEKTPOHHOM HOCHUTEIIE.

219. Kaura ydera NoCTYIUICHUSI U BBIOBITHS JTOKYMEHTOB MpeJHAa3HAaYeHa NS
ydeTa BCeX TEKYIIMX M UTOrOBBIX (Ha 1 ssHBaps Ka)Joro roja) U3MEHEHUN B COCTaBE U
o0beme apxXMBHBIX POHIO0B U Jeil. KHura ydyera nocTyIuleHUs U BbIOBITHS TOKyMEHTOB
CIIy’KUT OCHOBOM JJI COCTaBJIEHUS NAaCIOPTa apXyUBa OPraHU3aLUU.

Kaxxnoe moctymniaeHue uin BbIOBITHE MOTYYaeT CAaMOCTOSITENIbHBIN MOPSAKOBBIN
HOMEp.

Ecnu nocrymiieHne cocTOUT U3 JOKYMEHTOB HECKOJBKHX apXUBHBIX (POHJIOB, TO
JAHHBIE 0 KaXJO0My apXUBHOMY (oHIy (HaMMEHOBaHHE apXUBHOIro (hOHIA, €ro
HOMEp, NPHU HAJIMYAM W TaK Jajee) 3alKChIBAIOTCS C HOBOM CTPOKHM 32 TEM XK€
HOPSAIKOBBIM HOMEPOM.

E>xeronHo B KHUTE ydeTa MOCTYIUICHUS U BBIOBITHS TOKYMEHTOB TOJIBOAUTCS UTOT
KOJINYECTBA MOCTYINUBIIUX U BBIOBIBIIMX 3a IO IOKYMEHTOB.

220. deno ¢onaa Benercs Ha Kaxablid apxuBHbIA QoHA. B Hero BkiroyaroTcs
JOKYMEHTBI, OTpakalollue HCTOPUIO OpraHu3aluu-POHA000pa3oBaTenss U ee
apxuBHOTO (PoHJIA:

1) ncroprueckas crnpaBka;

2) cxeMa cucTeMaTH3aluyd apXuBHOTO POH/IA;

3) IUCTHI IPOBEPOK;

4) onvcu A€l CTPYKTYPHBIX OJApa3AeIeHUI OpraHu3anuu (10 nepeaayu aem 3a 3Tu
roibl Ha MOCTOSHHOE XPaHEHUE B T'OCYJAPCTBEHHBIM apXWB WM BBIACIECHUS K
YHUYTOXKECHHIO);

5) akTel mepedayd Jesl, JOKYMEHTOB Ha MOCTOSIHHOE XpaHEHUE B
COOTBETCTBYIOIIUN I'OCYJaPCTBEHHBIN apXUB;

6) aKkTbI O BBIJICJICHUH K YHUUTOKEHHIO JIOKYMEHTOB, HE TOJIJIEXKAIIUX XPAHEHUIO;

7) KapTOUKHU yyeTa HeOOHapY>KEHHBIX apXUBHBIX TOKYMEHTOB;

8) aKThl O MPOBEICHUY IPOBEPOK HATUUMUS U COCTOSIHUS JIEN U APYTUE JOKYMEHTHI,
¢ukcupyomme 13MEHEHUs B COCTaBe U 00beMe apXMBHOTO (POH[A, BKIIOYAIOTCS B



neno (HoHAa TONBKO C OTMETKON O BHECEHUU W3MEHEHUN BO BCE YUETHBIE JOKYMEHTHI
apXyMBa OpraHu3aluu. AKTbl HyMEPYIOTCS B Mpelesiax apXUBHOTO (oHIa Mo BUAAM
AKTOB B BaJJOBOM IIOPSJIKE.

Bce noxkyMeHTHI B jiesie apXUBHOTO (hOHJA pacrojaratoTcs B XpOHOJIOTUYECKON
NOCJIEIOBATENIBHOCTH MX cocTaBieHus. Ha nokyMeHTsl Jena (oHOa cocTaBIIAeTCs
BHYTPEHHSISI OIUCh, JIMCTHI Jefla HYMEpYylTcs, K Jeny (QOoHIa COCTaBIISIETCS
3aBepuTenbHasg Haanuch. [lo Mepe momonHeHus (GoHA 3aBEpUTENbHAS HAIMNUCHh U
BHYTPEHHSISI OMKUCh NIEPECOCTABIISIOTCSL.

Kaxnomy neny (oHaa npucBauBaeTcsi HOMEP COOTBETCTBYIOLIETO apXHUBHOIO
dbonma.

221. [TacnopT apxuBa OpraHU3alMy COCTABISAETCS €XKETOJHO U OOUH pa3 B TPU
roja NepeacTcsa B COOTBETCTBYIOIIWM TOCYIApPCTBEHHBIA apXWB ISl JAJIbHEUIIErO
BHeceHus cBegeHuil B CBoa (KaTanor) naHHbIX 0 cOCTaBe U COAEPKaHUU IOKYMEHTOB
HanunonaneHOro apxuBHOro GoHaa U UCTOYHUKAX €ro nonoyiHeHus (nainee — Ceox),
BEJICHUE KOTOpOTro mpeaycMoTpeHo 3akoHoMm Pecnybnuku Kazaxcran "O
HannonansHoM apXxuBHOM (oHJIE U apXuBax" .

ITaparpad 2. ITopsanok ydeTa HayIHO-TEXHUIECKOM, HIIEKTPOHHOH
JOKyMEHTaIAy

222. Kaxpnasd enuHULA y4eTa HayYHO-TEXHUYECKOW TOKyMEHTAalUH, IOMUMO
OCHOBHBIX PETHUCTPALNUOHHBIX JOKYMEHTOB PETUCTPUPYETCA MU YUHUTHIBACTCS B
MHBEHTapPHBIX KHUTaX U KAPTOUYKAaX PETUCTPAIIMU HAYYHO-TEXHHUYECKON JOKYMEHTALIMU
no ¢Gopmam coryacHo npuioxkeHusMm 29,30 k Hacrosmum [IpaBunam. Ilensim yuera
HAYYHO-TEXHUYECKONW JOKYMEHTAIlUM CIyXaT TEepeYyHU IMPOEKTOB, MpobdiieM
HAYYHO-TEXHUYECKON JOKYMEHTAIlMd 110 KOTOPhIM TIOJUICKHUT Iepeadya Ha
MIOCTOSIHHOE XPAHEHHUE.

223. VlHBeHTapHbIE KHUTH 3aIIOJHSIOTCS HAa OCHOBAHUM JAHHBIX OCHOBHOM
HAJIIUCU YEPTEKEHN, TUTYJIBHBIX JTUCTOB.

224. Ha noanvHHMKAaX U JOyOJMKaTaxX MPOEKTHOM, KOHCTPYKTOPCKOM,
TEXHOJIOTUYECKON JOKYMEHTALMH, COCTOSIIIUX U3 HECKOJBKUX JTUCTOB, NHBEHTAPHBIN
HOMED MPOCTABISAETCSA HA KAXIOM JIUCTE.

225. VHBeHTapHbIE KHHUTHU BEAYTCS OTIAEIBHO MO KAaXIOMY BUIY
HAy4YHO-TEXHUYECKOW  JOKyMEHTaluu  (OpOEKTHas,  KOHCTPYKTOpCKasdl,
TEXHOJIOTHYECKAasl, HAy4YHO-UCCIIeJ0BATEIbCKAsl, TATEHTHO-TUIIEH3NOHHA ).

226. Peructpauusi NOJIMHHUKOB MPOECKTHOM TOKYMEHTALIMU MPOU3BOAUTCS IO
OTZEJIbHBIM CAMOCTOSITENIbHBIM YACTSIM 10 MEPE NOCTYIUICHUS TPOEKTA.

OTnenbHbIe MTHBEHTapHBIE KHUTH BEIyTCS Ha:
1) MOATMHHUKY MPOEKTHON JOKYMEHTAIINH;



2) KON MPOEKTHBIX TOKYMEHTOB APYTUX OpraHU3alui;

3) TUTIOBBIE MPOEKTHI.

Peructpanuss KONMMWHOW NPOCKTHOW JOKYMEHTAUMU IPOU3BOAUTCS IO
COpOILITIOPOBAHHBIM TOMaM B KapTOUYKax ydeTa.

2277. Jlnd KOHCTPYKTOPCKOM M TEXHOJOTMYECKOW JTOKYMEHTAIMM WHBECHTAPHBIC
KHUTH y4eTa MOJJIMHHUKOB M YEpPTEXKEH, MOCTYMAIUX OT APYTUX OpraHU3alui,
BEIYTCSl OTACJBHO HA U3JIETMs OCHOBHOTO M BCLIOMOTATEIBLHOTO TPOU3BOACTBA.

[IpuHATHIE NOMIMHHUKA KOHCTPYKTOPCKOM U TEXHOJIOTUYECKON NOKYMEHTALUU
PETUCTPUPYIOTCS MOJIMCTHO IO y3JIaM.

Konuu KOHCTPYKTOPCKUX U TEXHOJIOTUYECKUX JOKYMEHTOB, IPUHSATHIE OT APYTUX
OpraHu3aluii, perucTpUPyOTCS B OTIACIbHOM WHBEHTAPHOW KHHUIE€ M B KapTOUYKax
ydeTa, KOTOPbIE COCTABIIIOTCS Ha KAXAYIO MAINKy, aTbOOM MM OT/ICTBHBIN IOKYMEHT.

228. Jlna ydyeta Hay4YHO-UCCIEA0BATEIbCKON TOKYMEHTAUH BEAYTCS OTAECIbHBIE
WHBEHTapHbIC KHUTHU 110 (opMe corjiacHo nmpuioxkennto 31 k HacrosiuuM [IpaBunam.

229. IlaTeHTHast JOKyMEHTALIMs PETUCTPUPYETCS B )KypHaAJIaX PErUCTPALUH 3aBOK
Ha BbIJauy MaTeHTa Ha u300peTeHue Mo (opMe COorjlacHO MPHIOKEHU 32 K
HacTosimuM [IpaBunam.

230. CBeneHuUs 0 KaXI0W €IUHUIIEC yUYETa JIEKTPOHHBIX JOKYMEHTOB BBOJATCS B
YYETHYIO0 0a3y JaHHBIX WIH B YYETHYIO KapTOUKy 10 (popMe COriacHO MPHUIOKEHUIO
33 k HacrosimuM [IpaBuiam.

DIeKTPOHHBIC JOKYMEHTHl YUYHUTHIBAIOTCA B COCTaBE apXWBHOTO (oHIa
opra"nuzanuu-GpoHI000pa3oBaTeNis MO OMUCSIM BJIEKTPOHHBIX JOKYMEHTOB
MOCTOSTHHOT'O XpaHEHUs], IMHUIIAM y4eTa U eIUHUIaM xpaHeHus. MudopManimoHHsbIit
00bEM JTOKYMEHTOB Ha SJEKTPOHHBIX HOCUTENSIX HH(POpMAIMU YKa3bIBA€TCS B
MerabaiTax (Janee - MOT).

231. IloctynyieHus: 3JEKTPOHHBIX JOKYMEHTOB Ha BPEMEHHOE XpPAaHEHHE B
AJIEKTPOHHBIM apXWB OpPraHU3alMM YYUTHIBAIOTCS B OOINEH KHUTE MOCTYIUICHUS U
BBIOBITHUSL JOKYMEHTOB. KoOJIMYeCTBO JOKYMEHTOB KaXXJOTO TMOCTYIUIEHUS WU
BBIOBITHS, @ TAK)KE€ B €XKETOJIHBIX M HApacTaIOIIMM UTOTOM 3aIMCSIX YKa3bIBaeTCs
IpoObIO - B €AMHUIIAX y4eTa/eAuHuIax XpaHeHus/Mor.

232. VI3MeHeHue KOTUYecTBa MHUI] XpaHEHUS /Wi HHPOPMAIIMOHHOTO 00beMa
AJIEKTPOHHBIX JOKYMEHTOB, MPOU3OIICANIUX B PE3yJbTaTe MEPEe3anucu Ha HOBBIC
HOCHUTENIM WM MUTpauu (KOHBEPTUPOBAHMUS ), GUKCUPYIOTCS B aKTE€ O MEPE3anucu
MUTrpanuu no ¢opme coryiacHo npuioxeHuto 34 k Hactosmum IIpaBuiam, B HOBOM
UTOTOBOM 3aIlIMCH K OMUCH JIEKTPOHHBIX JTOKYMEHTOB.

233. B nmacnopte apxXvBa OpraHU3aldH, XPaHSIIIETO 3JIEKTPOHHBIE JOKYMEHTHI,
YYHUTBIBAIOTCS CliennPpUIecKre NHPOPMAIMOHHBIE PECYPChI, HE UMEIOININE aHaJIOTOB
Ha OyMa)KHBIX HOCUTEJISIX.



[TacmopT cocraBisieTCsl €XETOAHO WM OJWMH pa3 B TPU Toja IEpeaacTcs B
COOTBETCTBYIOILIUMN I'OCYIAPCTBEHHBIN apXUB IS TAIIBHEUIIETO BHECEHUSI CBEJCHUMN B
Caog.

234. XXypHan ydyera MUTpalMid M MEpPe3anucei 3JIEKTPOHHBIX JOKYMEHTOB
SIBJISIETCSI BCIOMOTaTEJIbHBIM YUYETHBIM JOKYMEHTOM.

IMaparpad 3. ITopsaok y4dera 1 BeAeHAA 6a3 JaHHBIX

235. YuetrHble 0a3bl JaHHBIX BEIYTCS B LEAX:

1) cocraBieHuss B aBTOMaTU3UPOBAHHOM PEXUME MacnopTa BEJOMCTBEHHOTO,
YaCTHOT'O apXuBa OpraHU3aIINY;

2) MOATOTOBKU B aBTOMATHU3UPOBAHHOM PEXKUME PA3IMYHOIO POAA CTATUCTUYECKUX
CBEJICHUM, aHATUTUUYECKUX TaOJUIl, B TOM YMCJIE O JUHAMHUKE U3MEHEHUN o0bema,
COCTaBa U COCTOSIHUSI ApXUBHBIX JOKYMEHTOB;

3) omnepaTUBHOIO MPEJACTABICHUS CBEJACHUN O HAJWYMU B apXUBE OpTraHU3aIUU
JIOKYMEHTOB 32 ONPEICIICHHBIN MPOMEKYTOK BPEMEHHU.

236. IlepeueHb pEKBU3UTOB YUETHBIX 0a3 JAHHBIX COCTABJISETCS B COOTBETCTBUU C
OCHOBHBIMHU TIOKa3aTEIsIMH, ONKCHIBAIOIIUMHU OOBEKT ydeTa - apXUBHBIA (OH]I,
€MHHUIA XPAaHECHUS, €IMHULIA Yy4yeTa, Ipylna €IWHUL XPaHCHUs, CIWHUIl YyYeTa,
BKJIFOYEHHBIX B COOTBETCTBYIOIIYIO CBOJHYIO OMUCH JIET.

237. YuerHsie 0a3bl MaHHBIX JIEUCTBYIOT BO B3aWMOCBSI3M C JAPYTHMU
WHPOPMALIMOHHBIMU 0a3aMM JaHHBIX, UMCIOIIMMUCS B apXWBE OpPraHu3alluM, U
OTBEYAIOT TPEOOBAHUSIM COBMECTHUMBIM C COOTBETCTBYIONIMMHU YYETHBIMH Oa3zammu
JAHHBIX TOCYAapCTBEHHBIX apXHUBOB.

[IpeeMCTBEHHOCTh y4E€THBIX 0a3 JaHHBIX U TPAJAUIIMOHHBIX OCHOBHBIX YUYETHBIX
JOKYMEHTOB O0O€CIleunBaeTcsl MCIOJIb30BaHMEM B 0a3ax JaHHBIX PEKBU3UTOB
OCHOBHBIX YUYETHBIX JIOKYMEHTOB.

238. YuerHble 0a3bl JAHHBIX 3AMOJHIIOTCS HA OCHOBE YYETHBIX TOKyMEHTOB. J1Jis
obecrieyeHus: €IUHOOOpa3Msl 3alOJHEHUS M BEACHUS YYETHOW Oa3bl JTaHHBIX
pa3pabaThIBaeTCS MHCTPYKIIUS, OMHUCHIBAIONIAS COJEPKAHUE KaXKIOTO PEKBU3HUTA H
OpraHM3alvio BeJeHUs1 0a3bl JaHHBIX. [lepes HayanmoMm paboOThl MPOBOAMTCS IeeBast
BBIBEPKA YUETHBIX JOKYMEHTOB BEIOMCTBEHHOI'O, YACTHOI'O apX1Ba OpPraHU3ALINH.

I'maBa 6. Mcnoib30BaHHE apXUBHBIX JOKYMECHTOB

ITaparpad 1. ITopsanok ommcaHus apXUBHEIX JOKYMEHTOB I
HAay9IHO-CIIPAaBOYHOTO anmapara

239. ApxuB NpeaocTaBISIET IOJb30BATEII0 HAyYHO-CIPABOYHBIM ammapar (
CIIPaBOYHO-MIOUCKOBBIE cpencTBa) (mamee — HCA) k apXUBHBIM JIOKyMEHTaM (



COBOKYITHOCTb OINMCAHHI apXUBHBIX JOKYMEHTOB, MPEACTABICHHBIX B apXHUBHBIX
CIIpaBOYHUKAX, TMpPEJHA3HAYCHHBIX [JI TIOMCKAa apXUBHBIX JIOKYMEHTOB H
coJieprKaleiics B HUX JOKYMEHTHOU WH(OpMAaIum).

240. Komrekc B3aMMOCBSI3aHHBIX U B3aWMO/IONIOJHSIEMBIX, CO37aBa€MbIX Ha
€IMHOM HAy4YHO-METOJUYECKOW OCHOBE, APXMBHBIX CIPABOYHUKOB O COCTaBE U
COJIepKaHUU apXUBHBIX AOKyMeHTOB (cuctema HCA apxuBa) BKIIIOUYAaeT OCHOBHBIC
apXUBHBIE CIIPABOYHUKH (OIMUCH JIeJl, JOKYMEHTOB, ITyTEBOJUTENb, CUCTEMAaTUYECKUI
KaTajaor) W JOMOJIHUTEIbHbIC AapXWBHBIE CIPABOYHUKHU (yKazaTedab, 0030p).
[lenecooOpa3HOCTh BENEHUSI JAOTMOJTHUTEIbHBIX AapPXUBHBIX CIPABOYHUKOB
YCTaHABIIMBAETCA APXUBOM OPTraHU3ALINU.

241. B cucteMe Hay4HO-CIIPABOYHOTO anmapara peajnu3yeTcs NpeeMCTBEHHOCTh
YYETHO-CIIPABOYHOTO armnapara, CO3/1aBaeMoro B JEJIOMNPOU3BOJCTBE M apXHBax
OpraHu3alui, €ro COBMEIIEHHE C CUCTEeMOM Hay4yHO-CIIPABOYHOIO armapara
rOCyJIapCTBEHHBIX apXUBOB.

[IpeeMCTBEHHOCTh CHUCTEMBI HAay4YHO-CIIPAaBOYHOrO ammnapara apXxuBOB
OpraHU3allid OCHOBBIBACTCS HA €JMHCTBE TPEOOBAHUI U IPUHIUIIOB €€ MOCTPOCHUSI.

242. Onucanue apXUBHBIX JOKYMEHTOB (CO3/1aHne WH(POpPMALIUK JJIsT ApXUBHBIX
CIIPAaBOYHUKOB) MPOBOJIUTCS HA TPEX YPOBHSX:

1) apxuBHbIii HoHT;

2) equHUIA XpAaHEHUS/€IMHULIA YUETa;

3) apXUBHBIN JOKYMEHT.

243. OcHOBOM apXMBHOTO CIPABOYHUKA ABJISIETCS OMKCATEIbHAS CTaThsl, B KOTOPOU
U3JIaratoTCs CIEAYIOIUE CBECHUS:

1) unentudpunupyrommue uHbopManuio (Ha3BaHWE U CIPABOYHBIC JaHHBIE

apXUBHOTO (DOHJIA, ETUHULIBI XPAHEHUS/€TUHUIIBI YUeTa, apXUBHOTO JOKYMEHTA);

2) 0 cocTaBe U cofepKaHuu H(MOpMAITUY;

3) 00 ycIoBUsIX TOCTYMA U YCIOBUIX UCTOJIb30BaHUs HH(OPMAIIUH;

4) mo ucTopuu apxXuBHOTO (PoHA (7151 ypOBHS apXUBHOTO (POH/IA).

244. Tlpu HeoOXOAMMOCTH B ONHUCATEIbHYIO CTaThIO BKIIOYAIOTCS
JIOTIOJIHUTENIbHBIE CBEACHUS O MECTOHAXOXJIECHUNU OPUTUHAJIOB, O HAJIMYUU apXUBHBIX
JIOKyMEHTOB (pOH1000pa3oBaTelisi B COCTaBe JAPYTHX apXUBHBIX (POHIOB U MECTaX UX
XpaHeHus, oudnuorpadus u Apyrue.

245. OnucaTenbHas CTaThsi apXUBHOTO CIIPABOYHUKA HA YPOBHE apXUBHOTO (hOoHIA
BKJIIOYAET:

1) Ha3BaHue apxuBHOTO (HOHNA;

2) cipaBoYHbIe JaHHbIE 00 apXUBHOM (QoHje. CripaBoUYHbIE JaHHBIE 00 apXUBHOM
dboHIEe COCTOAT U3 dIEeMeHTa apxuBHOTO mudpa (Homepa Gonma), 06bemMa apXUBHOTO



dboHIa B €AUHUIIAX XPAHCHHS W/WIM €IUHUIAX y4yeTa MO BUJAM JOKYyMEHTAIlWH,
KpalHMX JaT apXWBHBIX JIOKYMEHTOB IO KaKJIOMYy BHUIY JOKYMCHTAIIUH, TEpPEUHS
UMEIOIIEToCcsl BHYTPU(OHIOBOTO HAYYHO-CIIPABOYHOTO aIlapaTa,;

3) ucropudeckyro crpaBky kK ¢pouay. Mcropudeckas cripaBka K GOHIy COCTOUT U3
uHpopMaIu Mo uctopun HoHI000pa30BATENS M HICTOPUH APXUBHOTO (HOHA.

Ceenenust 1o uctopuu (poHI000pazoBaTess BKIIOYAIOT - 1aThl €r0 00pa3oBaHus,
NIEPEUMEHOBAHUS, PEOPTaHU3AINHY, JTUKBUIAIINH, BEJOMCTBEHHYIO MPUHAJIC)KHOCTD,
CTPYKTYpY ¥ QYHKIIMH, HA3BaHHS OpPTraHU3alMU-TIPEIIICCTBEHHNKA U MTPaBONPEEMHHUKA
. CBegenust o ¢doHmooOpazoBaTesie apXUBHOrO (HDOHJA JIMYHOTO MPOUCXOKICHUS
BKJIIOUAIOT €ro Kpatkue Ouorpadudueckue maHHble (dhamMuiaus, uMsi, OTYECTBO,
IICEBJIOHUM, JICBUYbs (paMUJIUsS, NaThl KU3HU, NMpodecchsi, JaHHbIC O CIyKCOHOU |
oOmecTBeHHOW nesrenbHOCTH). JJisi apxuBHOTO (POHIA CeMbH, poJa AHAIOTUYHBIC
CBEJICHUS JAIOTCS O KaXKJIOM U3 POJICTBCHHHKOB. /{711 00BEIMHEHHOTO apXUBHOTO
dboHaa cocTaBisieTcs 00Ias UCTOPUYECKasl CIIpaBKa.

CBeneHUs 110 UCTOPUHU apXMBHOTO (POHIA BKIIOYAIOT ATy €r0 MOCTYIUICHHS B
apxuB, 00beM U KpallHHE JaThl aPXHUBHBIX JOKYMEHTOB, CTCIICHh UX COXPAaHHOCTH,
0coOeHHOCTH (OPMHUPOBAHMS, OMUCAHMUS W CHUCTEMaTU3aluu, UHPOpMAIUI0 00
U3MEHEHUSIX B COCTaBe W 00beME apXMBHOTO (GOHAA M MX NMPUYWHAX, O HAJTUIUHU
ApXMUBHBIX JOKYMEHTOB JPYTHX OpraHu3anuii win Jull (hOHIOBBIC BKIIOYEHHUS), O
COCTaBe HAyYHO-CIIPABOYHOTO ammapaTa K apxuBHOMY Qouay. Jus apxuBHOH
KOJUICKITUY YKa3bIBAIOTCSl CBEACHUS O BPEMEHH, yCIIOBHSIX, MPUUMHAX €€ CO3JaHus,
NpUHIUTIAX POPMHUPOBAHUS, MECTOHAXOXKICHUU KOJIIEKIIUHU J0 TIOCTYIUICHHUS B apXUB,
COCTaBUTEIIE.

Hcropuueckas crpaBka K GOHIY JOMOTHAETCS MIPU U3MEHEHUH 00beMa apXUBHOTO
doHma, a TaKXke B cllydae peopraHu3allid, W3MEHEHUS CTPYKTYpPBI, (QyHKITUH
dbonmo00pazoBaresns u TOMy MOA00HOE;

4) aHHOTAIMIO O COCTaBE W COJICPKAHUU apXUBHBIX JOKYMEHTOB. AHHOTAITUS O
COCTaBE M COJICP )KAHUH APXUBHBIX IOKYMEHTOB apXHUBHOTO (JOH]IA BKITFOYAECT KPATKYIO
0000IIEHHYI0 XapaKTepUCTUKY ITHX JOKYMEHTOB IO BHJIaM U HX COJCPIKAHHS TI0
TEMaM, OTPaKAIOIIUM HAIMPABJICHUS JEATEIBHOCTH (HOHI000pa30BaTeNs, C yKa3aHuEM
XPOHOJIOTUH TeM U 0003HaYECHUEM 170:¢ reorpaMueCcKux (
aIMUHUCTPATUBHO-TEPPUTOPHAIIBHBIX ) TPAHHII,

5) undopmanuo 00 yCIOBHUSX ITOCTyNa M MCIOJB30BAaHUS. Y CIOBUS JIOCTyNa K
aApXHUBHBIM JIOKYMEHTaM apXUBHOTO (DOH/A U UX WCITOJIB30BAHUS BKIIOUYAIOT CBEACHUS
0 HAJIMYUU apXUBHBIX JJOKYMEHTOB, JIOCTYM K KOTOPBIM U MOPSOK UX MUCTIOIb30BaAHUS
OTpaHHYEHBI 3aKOHOaTeNbcTBOM Pecnybnmku Kazaxcran unm ¢pormooOpasoBarenem,
a TaK)Ke CBEJICHUS O HAIMYWU TTOJIMHHUKOB 0CO00 IEHHBIX IOKYMEHTOB, B TOM YHCIIE



JIOKYMEHTOB, OTHECEHHBIX K OOBEKTaM HAIMOHAJIBLHOTO JOCTOSIHUS PecmyOnuku
Kazaxctan u HOKyMEHTOB, HaXOJISIIUXCS B HEYJOBJIECTBOPUTEIHLHOM (HU3UUECKOM
COCTOSIHUH, O HATMYUU (OH/IA MTOTH30BaHNUS,

6) oubnuorpaduro. bubnumorpadus k apxuBHOMYy (GOHIY BKIIOYAET CIHUCOK
CIIPAaBOYHHUKOB MO JaHHOMY (GOHAY W TMOGOHAOBBIX JTOKYMEHTAIBHBIX TyOJIUKAIUH,
BBITIOJIHEHHBIX Ha €r0 OCHOBE.

246. OnwucarenbHasl CTaTbsl apXWBHOI'O CIIPABOYHHMKA HA YPOBHE €IUHMIIBI
XpaHEHUsI/€IMHUIIBI yUeTa BKIIIOYACT:

1) mOpsAAKOBBINM HOMEP €UHULIBI XPAHEHUS/CAMHUIIBI YUEeTa;
2) cTapblii MTHBEHTapHBIN HOMED;
3) 3aroJI0BOK €IMHMIILI XpaHEHUsI/€AUHUIIBI yUeTa.
3aroJIoOBOK €JWHHUIIBI XpPaHEHUS! YMPABICHUYECKOW HOKYMEHTAIMU, €IUHUIIbI
XPaHEHUsI APXUBHBIX JJOKYMEHTOB JINYHOTO MPOUCXOKIACHUS BKIIIOYAET:
HAaMMEHOBAHHUE BU/Ia APXUBHBIX JOKYMEHTOB;
aBTOpa (OB) apXUBHBIX JOKyMeHTa (OB);
aapecata (OB) WM KOppEeCHOHAEHTA (0B), KOTOPHIM HAIPaBJIECHbI, U OT KOTOPBIX
MOJIYYEHBI JOKYMEHTHI;

BOIPOC WU MPEAMET, Ha3BaHUs COOBITHSA, (akTa, MECTHOCTU, HaMUIUU U
WHUIIMAJIOB JIMIA, K KOTOPBIM OTHOCUTCS COAEPKaHUE YKa3aHHBIX IOKYMEHTOB;

aThl COOBITHIA.

B cnydae oTcyTcTBUS HEOOXOAMMBIX CBEIACHUM B 3arOJIOBOK BKIIOYACTCS
nosicHsitorasi nHopMaius - "aBTop He ycTaHoBieH", "0e3 matel", "He paHee...T." H
TaK Jlajiee.

3aroJ0BOK €IMHUIBI XPAHEHUS IPOEKTHOMN MU KOHCTPYKTOPCKON JOKYMEHTAIIUU
BKJIIOUaeT mudp oObeKTa, HAMMEHOBAHUE TMPOEKTAa, CTaJuI0, 4acThb, HOMEP TOMA,
aBTOpA, TOJl OKOHYAHUSI Pa3pabOTKH.

3aroJ0BOK €IMHUIILI yUueTa KUHOBUCOJOKYMEHTA BKJIIOUYAET aBTOPCKOE Ha3BaHUE
¢dbunpMa, CIEIBhINMYCKa, KHHOKYPHAIA WM Ha3BaHUE COOBITHUS, OTPAKEHHOTO B KHHO -
WIN TEJeCIoKeTe, AaTy MPOU3BOJCTBA W/WIU JATy CHEMKH, (DAMWIMK U UHUIIHAAIBI
pexuccepa U/Ui ornepaTopa ChbeMKH, A3bIK JOKYMEHTA.

3arojioBOK €IMHUIBI y4yeTa (OHOJOKYMEHTA BKIIIOYAET HA3BAHHME U KaHP
GhOHOJOKYMEHTa, HA3BaHUE, MECTO U JATy OTpakeHHOTO coObITusA. IIpu oTcyTCcTBUU
Ha3BaHUs (POHOJAOKYMEHTA YKa3bIBAE€TCS OCHOBHOE COJIEp)KaHUE Teje - WU
panuornepeaud, BBICTYIUICHHS, Oeceabl W JApyroe. 3arojoBOK €IWHMIBI ydeTa
($hOHOIOKYMEHTa, COJEPIKAIIETO 3alKCh MPOU3BEACHUS JIMTEPATYpPhl U HCKYCCTBA,
BKJIIOYAET Ha3BaHUE MPOU3BEACHUS U €ro >KaHp, NEPBYIO CTPOKY TEKCTa, KOTOpas
3aKJTIOYACTCS B KaBBIUKH, €CITM (DOHOJOKYMEHTOM SIBIISICTCS HE MMEIOIIEE aBTOPCKOTO



Ha3BaHUS U He ONyOJIMKOBaHHOE paHee MPOou3BeieHne, (aMIINK U HHULIUAJIbl aBTOPOB
W/WIIA UCTIOJTHUTENEH, KaK CaMoro MPOU3BEACHUS, TaK U ero 00pabOoTOK, MepeIoKEHH
, TIEPEBOJIOB, SA3bIK (POHOIOKYMEHTA.

3arojioBOK €IMHUIIBI XpaHEHUS (POTONOKYMEHTa BKJIOUAET OINHCAHUE
M300paKeHUS WK Ha3BaHUe (HoToaTb00Ma, claiia, HeraTuBa, (PaMIIIHIO U MHUITAAIIBI
aBTOpa, MECTO U ATy ChEMKHU;

4) cipaBOYHBIE JaHHBIE O €IUHUIIC XPAaHCHHSI/€IUHUIIE YUeTa, KOTOPHIE COCTOST:

U3 AJIEMEHTOB apXUBHOTO mUdppa (Homepa poH1a, HOMEPA OIUCH JIeN, JOKYMEHTOB
, HOMepa eIMHUIIbl XpaHEHUs/eIUHULIBI YUeTa);

u3 o0beMa eIMHULbI XPaHEHUS/eIMHULBI yueTa (JIUIs1 apXUBHBIX IOKYMEHTOB Ha
OyMa)XKHOW OCHOBE — KOJWYECTBO JINCTOB, JUIsl KMHO-, BUJEO-, POHOAOKYMEHTOB (B
3aBHCHMOCTH OT BUJA) — KOJTMYECTBO €AMHULl XPaHEHUS B €IMHULIC yueTa WU €AUHHULL
ydera B €IMHHULIE XPAaHEHUs, METPaX, XPOHOMETPaXx, BpeMs 3BydaHus (B MUHyTax U
CeKyH/Iax), sl (POTOJJOKYMEHTOB — KOJIMYECTBO HETaTUBOB, COCTABIISAIONINX €IMHUILY
XpaHeHus, U1 oToaIbOOMOB — KOJIMYECTBO (POTOOTIIEYATKOB);

U3 KpalHUX JIaT apXUBHBIX JOKYMEHTOB, JJIs ay/IHOBU3YaJIbHBIX JTOKYMEHTOB —
JaThl 3aIIUCH UJTU TIepe3aIlncu;

5) u3 yka3aHus Ha MOATMHHOCTE/KOITMHHOCTB;

6) U3 yKa3zaHus BUJa HOCUTEIS WM crioco0a BocpousBeeHus. B kauecTBe BUIOB
MaTepUalIbHOTO HOCHUTENSI €AVHUIBl XpPaHEHUS/€AMHMIBl y4yeTa IpPU ONHCAHUU
YKa3bIBAIOTCA:

JUIsl YIIPABJIEHUECKON JTOKYMEHTAallUd M apXUBHBIX JOKYMEHTOB JIMYHOIO
POUCXOKIeHUs1 — Oymara, KaJibka, mepraMeH 1 Tak J1ajnee;

U1 (POHOJTOKYMEHTOB T'paMMO(OHHOM 3anucu — MaTepral HOCUTES;

U1 (POHOTOKYMEHTOB MarHUTHOM 3alMCH — TUTT MAaTHUTHOM JICHTHI;

JUIS BUJICOJIOKYMEHTOB — (pOopMar 3ammcu;

JUIst POTO- U KHHOJOKYMEHTOB — (pOpMaT U OCHOBA IJICHKH, LIBETOIIEPEAAYA;

JUTS SIIEKTPOHHBIX TOKYMEHTOB — KOMIAKT-AUCK W/UIIU APYTOM HOCUTE;

7) ycnoBus IOCTYINa U MCIOJIb30BaHUs apXUBHBIX JOKYMEHTOB, SI3bIK, BHEIIHHE
O0COOCHHOCTH. YCJOBHUS JOCTYyNAa K €IWHHUIAM XpaHEHMs/€IWHHIIAM y4eTa U HX
UCIIOJIb30BAHUSI BKJIFOYAIOT CBEJICHUS O HAJUYMM apXUBHBIX JTOKYMEHTOB, TOCTYI K
KOTOPBIM M TOPSAOK WX HCIOJIb30BAHMUS OTPAHMYEHBI 3aKOHOJATEIbCTBOM
Pecny6nuku Kazaxcran mnu ¢oHmooOpa3zoBareneM, a TakKe CBEICHUS O HATUYUH
MOJTHHHUKOB 0CO00 IIEHHBIX JOKYMEHTOB, B TOM YHCJIE JOKYMEHTOB, OTHECEHHBIX K
o0BbeKTaM HalMOHAIbHOrO AocTtosHus PecnyOnuku KazaxcTtaH u JOKyMEHTOB,
HaXOJSLIUXCSI B HEYAOBJIETBOPUTEIBHOM (PU3MUECKOM COCTOSIHUU, CBEIEHUS O
HaTM4YuK (HOHJA MOJIB30BaHUA, O S3BIKE M BHEIIHUX OCOOCHHOCTSX apXHBHBIX
NoKyMeHTOB, 0 Hanmnuuu HCA k enuHune XpaHeHus/eIMHULIE yUeTa.



OnucarenbHasi CTaThsl JTOMOJIHSETCS Ha3BaHHUEM apXUBHOTO (OHIA U €ro
CTPYKTYpHOHM 4YacTu (ONMHMCH 1€, JOKYMEHTOB), aHHOTALUEH OTAENIbHBIX apXUBHBIX
JOKYMEHTOB WJIU UX TPYMI JaHHOW €AMHULIBI XPAHEHUS/€IUHUIIBI yUeTa.

247. OnucarenbHasg CTaThsl apXUBHOI'O CIPABOYHUKA HA YPOBHE apXUBHOIO
JOKYMEHTAa BKJIIOYAET:

1) 3aro0BOK. 3aroJIOBOK apXMBHOI'O IOKYMEHTA BKJIIOYAET - HAMMEHOBAHUE BH/IA
apXMBHOIO IOKYMEHTa, aBTOPa, apecara Wi KOPPECIOHAEHTa, KOTOPOMY HalpaBiieH
WIH OT KOTOPOTO MOJyYEeH JOKYMEHT, BOIIPOC MJIM MpEeaMET, cOObITHE, (PakT, JHIIO,
Ha3BaHUE MECTHOCTH, K KOTOPbIM OTHOCUTCS COJEp’KaHHUE yKa3aHHOTO JOKYMEHTa,
naty coObiTus. B ciiygyae OTCyTCTBHSI HEOOXOJMMBIX CBEIEHHMII B 3arosioBOK
BKJIIOYAETCs MOsICHstoIas uHpopManus - "aBTop He ycraHoBieH", "6e3 natel". [lpu
HEOOXOJAMMOCTH 3arojoBOK JOMNOJIHSETCS aHHOTAalUel, pacKpbIBaIOIIEl He
OTpPaXEHHOE B 3ar0JIOBKE COJICpKAHUE JAHHOTO IOKYMEHTA;

2) crnpaBouYHble JaHHbIE 00 apXMBHOM JOKyMeHTe. CIpaBOYHBbIE JaHHBIE 00
apXMBHOM JOKYMEHTE COCTOSIT U3 DJIEMEHTOB apXWMBHOro mwudpa (Homepa Qonna,
HOMEpa OIUCH Jel, AOKYMEHTOB, HOMEpa E€IWHMIbl XpAHEHUsS/€AUHULbl y4YeTa,
HOMEPOB JIUCTOB), 00BeMa (KOJIMYECTBA JIMCTOB) apXUBHOTO JOKYMEHTA, JAaThl €ro
CO3JaHus;

3) yka3aHH€e Ha MOJTMHHOCTE/KOITUHHOCTB;

4) Bu HOCUTEIS (MJIM CTIOCOO BOCIIPOM3BEACHUS);

5) ycioBus IOCTyNla W UCIOJb30BAHUA. YCIOBHS JNOCTyNa K apXUBHOMY
JOKYMEHTY M HCHOJIb30BaHMS BKIIOYAIOT CBEJCHUS O HAIMYUM OTPAHUYCHUN Ha
JOCTYIl M OTPAHUYEHUW MO HMCIOJIb30BAHUIO, YCTAHOBJIEHHBIX 3aKOHOJATEIHCTBOM
PecnyOnuku Kazaxcran wim ¢onmoobOpa3zoBareneM, a Takke o0 OTHECEHHH €ro K
Yucay 0co0O LEHHBIX JIOKYMEHTOB, B TOM 4YHUCJE, JTOKYMEHTOB, OTHECEHHBIX K
o0beKTaM HalMOHAIbHOrO AoctosHus PecnyOnuku KazaxcTtaH u JOKyMEHTOB,
HaXOJSIIMXCS B HEYJIOBJIETBOPUTEIHHOM (PU3UYECKOM COCTOSIHUU, CBEICHUS O
Hanuuuu (OHAA MOJIB30BAHUS, O SI3bIKE M BHEIIHMX OCOOCHHOCTSIX apXHWBHOTO
JIOKyMEHTa, 0 BKJIIoueHuu uudopmaiuu o Hem B cucremy HCA.

[Ipu coznmanmm HCA apxuB y4uTHIBAa€T HE TOJBKO 00IIME TpeOOBaHHS K
COCTaBJICHUIO OMHUCATEIbHBIX CTAaTEH apXWMBHBIX CIPABOYHUKOB, HO U OCOOCHHOCTH
NOJATOTOBKHM MX KaXJI0r0 TUIIA U BUJA.

248. Tlpu cocTaBiaeHUH 3aroJjIOBKa €MHUIIBI XpaHCHUSI HEOOXOIUMO yYUYHUTHIBATh,
KaKHhe 3JEMEHThl U HMX COYETaHUs MOJOKEHbl B OCHOBY €€ (OopMUpOBaHHS, B
COOTBETCTBHH, C 4YeM U (OPMYIIUPYETCS €€ 3ar0JI0BOK. B CBs3U ¢ 3 TUM:

1) BUx eguHULIBI XpaHEeHHs ([1e710, MepenucKa, JOKYMEHTBI, peecTp, albOoM,
KypHaJI, KHUTa W JApPyroe) Wid BUA (Pa3sHOBUIHOCTH) JOKYMEHTOB (IIPOTOKOJIBI,



JIOKJIa/Ibl, TPUKA3bl, OTUYETHI, AKTHl BOCMIOMUHAHUS, CTaThU, POMaH, 3alUCHBIE KHIKKU
U TOMY MOJIOOHOE), XapaKTEPU3YIOIIUE COCTAB €AMHUIIbI XPAaHEHUs, YKA3bIBAIOTCS B
HayJaJie 3aroJioBKa;

2) 3aroJIOBKY CyZI€OHBIX, CIEACTBEHHBIX, JIMYHBIX, IEPCOHAIBHBIX, aPOUTPAKHBIX U
IpYyTUX JieJ, COJIepKalluX JOKYMEHTBI, CBSI3aHHBIE IOCJIEJ0BATEIbHOCTHIO
JIEJIONTPOU3BOICTBA IO OJJHOMY BONPOCY, HAYMHAIOTCS CO ciioBa "aeno";

3) eAVHUIIBI XPAHEHUS, COAECPKAIIUX JOKYMEHTHI 10 OJJHOMY BOIPOCY, HO HE
CBSI3aHHBIC TOCJIEAOBATEILHOCTBIO JIEIONMPOU3BOJICTBA, HAYMHAIOTCS CO cioBa "
JOKYMEHTHI", a B KOHIIE 3aroJIOBKOB YKa3bIBaIOTCSI OCHOBHBIC BHJIbl JIOKYMEHTOB.
Tepmunom "nokymeHTHI" 0003HAYAIOTCS TaKXKe JOKYMEHTBHI-TIPUIIOKEHUS K
KaKoMy-JI00 000011arnieMy J0KyMeHTy (IIpuKa3y, paclopsKeHUIo, MPOToKoy). B
dboHIAX JTUYHOTO TPOUCXOXKICHHS ITOT TEPMUH YMOTPEOIAETCS I OMHCAHUS
PA3HOPOJHBIX MO BUAY JOKYMEHTOB, OTHOCSIIHUXCS K OJHOMY JIHILY;

4) ecnu eguHULIA XPAHEHUs MPEACTaBIsAEeT cOOOW MEPENucKy, B 3arojOBKeE
yKa3bIBalOTCA O(UIMaIbHbIe HAMMEHOBAHUSI KOPPECTIOHIEHTOB U BOMPOC (IIPEAMET)
nepenucku. B ciaydae BelleHHs MEPENUCKU C OJAHOPOJAHBIMH KOPPECIOHAECHTaMHU, B
3aroJIOBKE yKa3bIBaeTcs 0011ee BUI0BOE HAUMEHOBAaHNE KOPPECIIOHIEHTOB;

5) uznoxeHue Bompoca (IpeamMeTra), OTPaKaAIIEro CoAepKaHue JOKYMEHTOB,
SIBJISIETCSI OCHOBHOW YacThIO 3arojIOBKa M JIaeTcsl MOCie YKa3aHus BUIA Jena, aBTopa,
KOppecCHoHAeHTa (aapecara) JOKyMEHTOB.

249. Tlpu u3n0XXKEeHUU B 3arojoBKax Bompoca (MpeaMera), OTPakaroIiero
coJiepKaHUe TOKYMEHTOB, CJIEIyeT:

1) npuBOAUTH TOJHBIE WIM OQUIIMATBHBIE COKpalleHHbIE HAUMEHOBAHUS
opraHu3anuii Uiy GaMmIMK U UHULKANBI JIMI] ¢ YKa3aHUEeM UX JIOJHDKHOCTEH, 3BaHUH,
npodeccuil B ciyyasx, €ClM COAEpKaHHE JTOKYMEHTOB JIeJla KacaeTcsl KaKuX-Iu0o
OpraHU3alNi WX JUII, €CJIM YIIOMUHAETCS TPU U O0Jiee opraHu3aluii WiId JUI JaBaTh
UX BUJOBOE TIOHSTHUE;

2) B 3arojoBKax CyJeOHBIX nel, Kpome ¢daMuiInid, IMEH M OTYECTB (MU
WHUIMAJIOB) JIUI, PACKPHIBATh CYTh JI€Ta;

3) ecnu conepkaHuE€ JTOKYMEHTOB €IMHUIbI XpPaHEHUS KAacaeTCs HECKOJbKUX
BOIIPOCOB, SABJISIIOLIUXCS YaCThIO OJHOTO OOIIETr0 BOIPOCA, B 3ar0JIOBKE OTPAXKAETCS
oO1uii BOMpoC B Takoil (hOpMyYJIMPOBKE, KOTOPasi OXBATHIBAET BCE BOIPOCHI YACTHOTO
XapakTepa.

250. HaumeHOBaHME MECTHOCTH (HACEJEHHBIX IYHKTOB, reorpapuyecKux
00BEKTOB, AIMUHUCTPATUBHO-TEPPUTOPUATHHBIX SAMHHI]) BHOCUTCS B 3aT0OJIOBOK JIEJIa,
eciau HeoOXOAUMO yKa3zaThb MECTO COOBITMH WM MECTOHAaXOXIEHUE aBTOPOB (
aJpecaTtoB, KOPPECHOHJECHTOB) JOKYMEHTOB. VX HaWMeHOBaHUsS TPUBOAATCS B
BO3pacTamIeM IMOopsaKe - aya (ceyo, AepeBHs), Topoj, paioH (yesm), obaacth (
ry0epHus, Kpail) U Tak Jajiee.



251. Ilpu cocTaBI€HUM 3arojlOBKOB €IWHHUIl XPaHEHUS C
OpraHU3alMOHHO-PACTIOPSAIUTEILHON JOKYMEHTAllMe OJIHOr0 BHUZA, B 3arojoBOK
BBIHOCHUTCSI HAMMEHOBAaHHE JOKYMEHTOB BO MHOXKECTBEHHOM YHCJIE C MPOCTaBICHUEM
UX KPaTKUX HOMEPOB.

252. Ilocne o0Oo3HaueHUs BUIA Jejia WIM BUJAa JOKYMEHTOB B 3arojOBKe
YKa3bIBa€TCSl aBTOP BXOASIIMX B JEIO JOKYMEHTOB. ECIM aBTOpOM AOKYMEHTOB
ABJISIETCS] OpraHU3alksl, B ACSITEIBHOCTA KOTOPOU OHU OTJIOKHUIIMCH, B 3ar0JIOBKE J€Jia
HAMMEHOBAHHME OPraHU3allMK WA OIMYyCKAETCS WM MPUBOJUTCA €ro oOlee BUI0BOE
HaMMEHOBaHUE (KOMHUTET, CYJl, KOMUCCHUSI U TOMY MOJI00HOE).

253. J1aTbl, K KOTOPBIM OTHOCSITCSI M3JI0KEHHBIE B JOKYMEHTaX COOBITHSI, BHOCSATCS
B 3arojIOBOK, €CJIM TOYHas JAaTUPOBKA OTPAKAET HCTOPUUYECKHUE CBSI3H MEXKIY
coObITHSIMUA U (DaKTaMu M HEOOXOJuMa JJIsi TOHUMAHUSI KOHKPETHOI'O COJIEpKAHUS
JTOKYMEHTOB.

254. Ecnu neno coCTOUT U3 OJHOTO JOKYMEHTA, TO B 3ar0JIOBKE YKA3bIBAKOTCS BUJ
JOKYMEHTa, OT KOrO0 OH UCXOAUT, KOMY aIpeCOBaH, €ro JaTa U KpaTKoe CoJepKaHue.

255. B enuHUIAxX XpaHEHHMs, COCTOSIIMX M3 IJIAHOB M OTYETOB, B 3aroJIOBKE
yKa3blBaeTcsl roj (Iepuoj), Ha KOTOPBIM COCTAaBIIEH IUJIaH, WU roj (mepuon), 3a
KOTOPBIN COCTABIIEH OTYET.

3aroJIOBKM €IUHHI] XPAHEHHS, COAEPKAIUX CTATUCTHUYECKUE OTYETHI,
COCTAaBJISIFOTCS C YKa3aHHUEM HOMEPOB (POPM CTaTUCTUYECKON OTUYETHOCTH.

256. Ecnu neno coCTOUT U3 HECKOJIBKMX TOMOB (4acTeid), BCeM ToMaM (4acTsiMm)
naercs oOIIMi 3arojoBOK, a 3aTeM (Ipu HEOOXOJUWMOCTH) JEJaeTcs YTOYHEHHUE
coZepKaHUsI KaXJ0ro ToMa (4acTh) B OTACIBHOCTH, B IOCIEIHEM TOME (YacTH)
nobasnsercs cioBo "mocneanui” ("mocnemHss").

257. YacTh JOKYMEHTOB IOJUIEKUT aHHOTUPOBAHUID. AHHOTAlUsI JOKYMEHTOB
CAVHUI] XPaHEHMs MPEACTABISIET COOON KpaTKyl XapaKTEPUCTUKY COJEp:KaHUS
OTJIETbHBIX IOKYMEHTOB, OCOOCHHOCTH KOTOPBIX HE OTPAKEHBI B 3ar0JIOBKE €IMHUILIBI
XpaHEHHS.

AHHOTUPYIOTCSI 0CO00 II€HHBIE JOKYMEHTBI, JTOKYMEHTBI-IPUIIOKEHHUS K
OCHOBHOMY JOKYMEHTY, JOKYMEHTbl OpraHu3alui-IpeIleCTBEHHUKOB, JOKYMEHTHI,
coAep:Kalue CBEJCHHS IO JUYHOMY COCTaBy, MMEIOLIME CHPAaBOYHOE 3HAYCHHUE,
JOKYMEHTBI, KOTOpBIE€ CIIy’KaT IPEAMETOM CAMOCTOSITEIBHOTO MOMCKA, HaJu4yue
KOTOPBIX B JAHHOM JI€JIE HE MOXET OBITh OIpPEIENICHO MO €0 3aroJIoBKY (BO33BaHUS,
JUCTOBKH, MPOKJIaMalliu, OpOUIIOPBI, KapThl, IUIAHbI, YepPTEXH, (PoTorpaduu u Tak
nanee).

258. AHHOTalHUs COCTaBIISIETCS B MOPAJKE, IPUHITOM JIJISl ONIMCAHUS OTAEIBHOTO
JOKYMEHTA WM KaK KPaTKOE U3JI0KEHHUE YaCTH COJAEPKaHUSI IOKYMEHTA.



[Ipy aHHOTHPOBAHWHU MEYATHBIX MATEPUATIOB YKa3bIBAETCS BHUJ JIOKYMEHTA, €ro
HAaMMEHOBAaHME WJIM HayaJbHbIE CJIOBA JOKYMEHTa (IIPU OTCYTCTBUM HAMMEHOBAHMS),
BBIXO/IHBIC JJAHHBIE.

B anHOTamusx 4epTexHBIX U APYTHUX H300pa3UTENbHBIX MAaTEpPUAIOB
PEKOMEHIyeTCsl YyKa3blBaTh Marepual, BUA, (HopMmMaT NOKyYMEHTa U CHOCO0 €ero
UCIIOJIHEHUS, JUIsl KapT — MacITao.

B aHHOTanuMM Takxe NPUBOAUTHCS MMEHA JHUL, HAMMEHOBAaHMS OpraHU3alMil,
reorpaduueckie HaMMEHOBAHHUS M TakK Jajiee, YIIOMHUHAIONIMECS B JIOKYMEHTax U
UMEIOIINE CYIIECTBEHHOE 3HadeHue (MepedyucisioTcs B KOHIIE aHHOTAIlUU MO
pyOpukoii "yromunatorcs").

259. B koHIIe aHHOTAI[MU TPUBOJIATCS HOMEpPA JINCTOB aHHOTUPYEMBIX IOKYMEHTOB
. B a"HOTanum MOXKET OTMEeuUaThCA CTENEHb MOJPOOHOCTH cBeaeHUU ("KpaTkue
cBeaeHus", "moapobHoe cooOmieHue"). AHHOTAIUS TMHIIETCS IOCJIE 3arojoBKa C
KPaCHOU CTPOKH.

[Ipu 3HAYUTENBHBIX 00BEMAX AaHHOTUPYEMBIX JIOKYMEHTOB, aHHOTAIUS MOXKET
OBITh COCTaBJIEHA HA OTJEJIBLHOM JIMCTE, KOTOpask BKIJIAJIBIBAETCS MEXKY OOJOKKOU U
IIEPBBIM JIMCTOM JIOKYMEHTA.

260. IIpu aHHOTHpPOBAHUU HE clieyeT ynoTpeOsaTh (pa3 U BbIpAKEHUN, HE
HECYIIUX OCHOBHOU CMBICIOBOM Harpy3ku ("B JOKyMEHTaX COAEpKUTCA", " TOKYMEHTBI
KacaroTca'), a Takke TakuX CyOBEKTHUBHBIX (OPMYJIHPOBOK, KakK '"BecbMa I€HHbIE
JOKYMEHTHI'", ""0UeHb HHTEPECHBIE IOKYMEHTHI" U TOMY ITOJ00HOE.

IMaparpad 2. ITopsaaok JaTHPOBKH JOKyMEHTOB IIPH ONMCAHUHI

261. Ilonnas marta (4ucio, Mecsl, T'oj) CIOBECHO-UH(POBBIM CIOCOOOM
yKa3blBaeTCsl MPU ONHMCAHMM HOPMAaTHUBHBIX IIPABOBBIX aKTOB, TBOPYECKOH
JOKYMEHTalUH, JOKYMEHTOB, KacaloIIUXCA MpaB M 3aKOHHBIX MHTEPECOB I'PaXKIaH,
(UHAHCOBBIX JOKYMEHTOB, J€JI MO OJHOMY BOIIPOCY, a TaKXe JOKYMEHTOB, AJIs
KOTOPBIX JaTUPOBKA UMEET Ba)KHOE 3HAUEHHUE (OKJIAIbl, JIUCTOBKH, CTEHOTPAMMBI,
IMCbMa ¥ TOMY ITOJJ00HOE).

262. Ilpu BBIABICHUU KpPallHUX OaT JOKYMEHTOB, COCTABIAIOIINX MAENO,
HEO0OXOIMMO UMETH B BH]y CJIETYIOLIEE:

1) HayanbHOW JATOM nena SABISETCS JaTa COCTABIICHUs (PErucTpaluu) camoro
pPaHHEro JOKYMEHTa, a KOHEYHOW — Jara COCTaBji€HUsA (pPEerucTpaluu) Camoro
NO3HET0 JOKYMEHTA;

2) naThl JEKPETOB, YKa30B, JOTOBOPOB, IOCTAHOBIEHUN, TPUKA30B, PACIOPSKEHUN
U TOMY MOJ00HOE YKa3bIBAIOTCS 10 BPEMEHU UX MOJIMUCAHUS, €CIH JOKYMEHTHI He
JATUPOBAHbI, JaThl YKAa3bIBAIOTCA IO BPEMEHHM OIYyOJIMKOBAHUSA WM BBEJCHUS B
JICHCTBHE;



3) KpaiiHHMe JaThl JUIsl IPOrPaMM, TUIAHOB, CMET PacX0JI0B, INTATHBIX PACIIUCAHUM,
OTYETOB U TOMY N0JI0OOHOE TOKYMEHTOB HE MPOCTABJISIIOTCS;

4) ecnu B €€ JOKYMEHTBI-ITPUIIOKEHUS TaTUPOBAHbI paHEe IEPBOT0 JOKYMEHTA
JieNa, TO UX JaThl OTOBAPUBAIOTCS C HOBOM CTPOKH - "MMEIOTCA JOKYMEHTHI 3a... To1";

5) ecnau nesoM SBIAIOTCA KHUTH WK KypPHAJIbI, TO KpPAMHUMU AaTaMu ISl HUX
OyIyT aThl IEPBOM U TIOCIEIHEN 3aINCH;

6) eciM Je0 COCTOUT U3 KOMUHHBIX JOKYMEHTOB, U3TOTOBJIEHHBIX 3HAYUTEIBHO
MO3X€E CO3JaHUs UX IMOJUIMHHUKOB WJIM MOJY4YEHHBIX (OHA000pa3oBaTesieM s
paboThl (HampuMep, B apXUMBHBIX (DOHIAX PEAAKUUNA, PA3IMYHBIX KOMUCCHUA U TOMY
1no/I00HOE), TO KpalHUMU JlaTaMu OyayT SIBISATHCS JaThl U3TOTOBJICHUS KOMUM (JaThl
MOJIJTMHHUKOB MPUBOJISITCS B 3ar0JIOBKE);

7) ecnu nmenmo OBLIO HAYATO B OJHOW OpraHW3aIlMH, a 3aKOHUYEHO B JIPYTOU, TO
BBISIBIIAIOTCS TPHU JaThl - JaTa 3aBElCHUs Jejla B JIEJONPOU3BOJCTBE MEPBOM
OpraHu3alliy, JaTa MNOCTYIUIEHUSI €ro BO BTOPYIO OPraHHU3alMI0 U J1aTa 3aBEpLICHUS
€ro B JIETIOTPOU3BOJICTBE MOCJIEAHEN opranu3anuu (epBbie ABE AaThl 0003HAYAIOTCS B
BUJIE IpOOH).

263. Ilpu co3zganun HCA apxuB y4uTHIBa€T HE TOJBKO OOIIME TpeOOBaHUS K
COCTaBJICHUIO OMHUCATEIbHBIX CTAaTEH apXMBHBIX CIPABOYHUKOB, HO U OCOOEHHOCTH
NOATOTOBKHM MX Ka)XJI0I'0 TUIIA U BUJA.

IMaparpad 3. ITopsaaok cOCTaBICHHA OIUCH ACJ, JOKyMECHTOB

264. Onuce nen, JOKYMEHTOB (apXUBHBIN CIPABOYHUK, MpPEeIHA3HAYCHHBIN s
PACKpBITHS COCTaBa U COJCPKAHUS SIUHUILL XPAHCHUS/CAMHUL] yUeTa, 3aKPETUICHUS UX
BHYTpU(POHJIOBOM CHUCTEMaTU3allUM U Yy4deTa), COCTOUT W3 OMHUCATENIBbHBIX CTaTeH
€VHUI] XpaHEHUs/€IMHULL YUeTa, UTOTOBOM 3aMKCH, JINCTA-3aBEPUTENISI U CITPABOYHOTO
amnrmapara K OIMHUCH.

265. OnucarenbHasi CTaThsl ONMKUCH BKIIFOYAET:
1) mOpsIKOBBIM HOMEP €IMHUIIBI XPAaHEHUS, €IMHUIIBI YUETa;
2) NeJIoNpOU3BOJICTBEHHBIM WHAEKC WM MHBEHTApHBIN (IIPOU3BOJACTBEHHBIN)
HOMED;
3) 3aroJ0BOK €IMHUIIBI XPAHEHUSI, €IMHUIIBI YUETA;
4) kpaiiHu€e JaThl TOKYMEHTOB;
5) KOMYECTBO JTUCTOB B €IMHUIIE XPAHCHHUS;
6) yKazaHue Ha KOIMIMHOCTh JJOKYMEHTOB;
7) cioco® BOCITPOU3BEACHUS, JOKYMEHTOB.
OnucaTtenpHas CTaThsi MOXET OBITH JIOMOJHEHA aHHOTAIMEH OTAEIBHBIX
JIOKYMEHTOB (TpYMIbl TOKYMEHTOB) €IMHUIIBI XPAHECHUsI, €IMHUIIBI YUeTa.
266. B cipaBouHbI anmapar OnucH Jie (J0KyMEHTOB) BXOJSIT:



1) TutynbHBIN TUCT, Ha TUTYIBHOM JIMCTE ONMUCH JEI, TOKYMEHTOB IMOMEIIAI0TCS
CIIeTyIONIUE TaHHbBIC:

HAaMMEHOBAHUE apXWBHOTO (DOHIIA, KOTOPOE MHUIIETCS B BUAEC O(DHUITMATHLHOTO
HAaUMEHOBAHUS OpraHu3aiui — GoHI000pa30BaTENs CO BCEMH €T0 IEPECUMEHOBAaHUSIMU
, I3MCHCHUSIMUA TOJIYNHEHHOCTH W COKPAIEHHBIMA HAWMEHOBAHUSIMU (B KPYTJIBIX
CKOOKax), OTHOCSIIIIUMUCS K MEPUO.TY, 32 KOTOPHIN JOKYMEHTHI BKIIIOUEHBI B apXUBHYIO
OTIHCh, B XPOHOJOTHICCKOH TOCTIEA0BATEIILHOCTH;

HOMEP apXUBHOTO (POHJIA;

HOMEDP apXUBHOU OIHCH;

HAWMEHOBAHWE apXUBHOW OTUCH;

KpallHHE JaThl JOKYMCHTOB, BHECCHHBIX B apXHWBHYIO ONMHKCh. ECIM B apXHUBHYIO
OTHMCh BHECEHHI Jiea 32 HECKOJBKO JIET C MEepephIBaMHU, TO HA TUTYJIHHOM JIUCTE
MPOCTABIISIOTCS TOJIBKO TE TOABI, 32 KOTOPbIE UMEIOTCS IOKYMEHTHI;

2) coaepxxanue (ornaBieHue). B comepkanuu (OryiaBieHUN) pa3eiaoB apXUBHOM
OMKCH JIeTT U CIPABOYHOTO ammapara K Hel MepedHucCIsItoTCS MPEAUCIOBHUE, CIIMCOK
COKpAIICHU HAMMEHOBAHMS BCEX PA3eiiOB, MOAPA3ICIOB U 00Jee MEIKUX TPy eI,
BKJIFOUCHHBIX B ApXUBHYIO OMUCH, YKa3aTeIu MpU HAJTUYHH;

3) mpeaucaoBUe COCTABIISICTCS MO0 K KaKJIOH OMUCH Jei, TOKYMEHTOB, JIHOO
oO1ree KO BceM OmMucsIM apxuBHOro (onma. B mpenucnoBuu KpaTKO H3IAraroTcs
ucrtopusi (poHmo000pa3zoBaTeNisi CO CChUIKAMHM Ha 3aKOHOJATEIbHbIE HMCTOYHUKHU U
JTOKYMEHTHI (DOH/IA.

K apxuBHBIM onucsiM 00bEIUMHEHHBIX apXUBHBIX (POHIOB COCTABIISIETCS 00IIIEe
IPEIUCIIOBUE, €CITH apXUBHBIC (DOHJIBI, BXOISAIINE B HUX, BKIIFOUCHBI B OJHY apXHBHYO
ornuck. KpoMe TOro, cOCTaBIAIOTCS MPEAUCIOBUS K apXUBHBIM OMUCAM OTAEIBbHBIX
apXUBHBIX (DOHIOB, BKIFOUCHHBIX B 00 TUHEHHBIN apXUBHBINA (PoHI. B 3THX ciyuasx
B o0Imee mpeaucioBUe BKIIOYAIOTCA BCE OOIMHUE CBEACHUS OTHOCHUTEIHHO
00bEIMHEHHOTO apXWMBHOTO (OHIA M OTACIBHBIX €r0 apXWBHBIX (DOHIOB W HX
apXMBHBIX OMHCEH. B MpeanucnoBUsX K apXUBHBIM OMHUCSAM OTIEIBHBIX apXWBHBIX
(GbOHIOB U3IaraloTCs CBEJCHUS, KaCAIOIINECs JIUIIb 3TUX apXUBHBIX (DOHIOB, U TAIOTCS
CCBUTKH Ha 00111ee MPEANCIOBHE.

B nepBoif yacTu npeauciaoBus, MOCBSIIEHHONW WCTOPUM OpPraHU3AIUU -
dbong000pazoBaTesi, KpaTKO U3JIaratoTCs:

JaTa Co3aHus opraHu3anuu — HOHI000pa30BaTENSI CO CCHUIKON HA HOPMATHUBHbBIC
IpaBOBBIC AaKThl, a TakK)Ke HAWMCHOBAHWE OpTraHWU3alMH-TIPEIAIICCTBEHHHUKA,
MO TYMHEHHOCTH OpTaHu3aIuu — GOoHI000pa30BaTEIS;

KOMITIETEHIIUA, CTPYKTYpa U GyHKIUU OpraHu3aiuu — GoHI000pa3oBaTes;

M3MEHCHHE HAaWMMEHOBAHWS, CTPYKTYPhl W BEJOMCTBEHHOUW IMOJYNHEHHOCTH
opranuzanuu — GoHI000pa30BaTENs C YKA3aHUEM OCHOBHBIX BBI3BABIINX UX MPUUNH;



JaTa JUKBUAAIMU (peopraHu3aliui) opraHusanuu — (GpoHmoobpazoBarens co
CCBUIKOM Ha HOPMAaTHBHBIE MPABOBbIE AKTHI, a TAKXKE HAMMEHOBAHHWE OpraHU3alluH,
yHacCJIeOBaBIICH e¢ (PYHKIIUH.

B xapakTepucTiKe UCTOpUU apXUBHOTO (POHJIa U €r0 COCTOSHUSI YKA3bIBACTCS:

MIOJIHOTA JIOKYMEHTOB B apXUBHOM OIUCH;

HaJIMYUE JIE]1, BBIXOASIINX 32 XPOHOJIOTHYECKUE TPaHUILIbl apXUBHOTO (PoHIA.

[Ipu >TOM HOpuUBOASTCS HAUMEHOBAaHUS W HOMEpA ApXUBHBIX (OHJIOB
OpraHu3alui-NpeIIIeCTBEHHUKOB WM INPAaBOINPEEMHUKOB M OpraHHU3alui,
BBINIOJIHABIIMX OT/AENbHbIE (DYHKIMH JaHHOW OpraHu3aiuu (Ipu ero JUKBUJIAUNN WU
peopraHu3anyn), B KOTOPbIX UIMEIOTCS YKa3aHHbIE JEa.

B kpaTtkoil XxapaKTepUCTUKE COCTaBa U COJEPKaHUS J€JI B ApPXUBHOU OIUCHU
OTMEYAIOTCsl HauOoJiee TUMMUYHBIE TPYIIHI [, KaK MO0 UX BUAAM U Pa3HOBUIHOCTAM
JNOKYMEHTOB, TaK M 110 UX COACPKAHUIO.

B npenucnoBun yka3bIBatOTCS OCHOBHBIE MPUHLIMIIBI ()OPMUPOBAHHUS J1€]], TPUEMBbI
PacKphITUS COJAEP)KaHUs JTOKYMEHTOB, OCOOCHHOCTH OINHUCAHUS U OQOPMIICHUS eIl
VYKka3bpIBalOTCs TaK)Ke MPUHLHUIIBI TOCTPOEHUS apXUBHOM onucu 0e3 BOCIPOU3BEACHUS
CXeMbl CHCTEMaTU3allid, OCOOEHHOCTH CHUCTEMAaTH3alMu JIeJ, COJepXKallux
JOKYMEHTHI 32 HECKOJIBKO JIET.

3aKII0YUTENbHAS YaCTh IPEAUCIOBUS COAEPKUT XapaKTEPUCTUKY CIIPABOYHOTO
anmapaTta K apXMBHOHM ONKMCH, OCHOBHBIC IIPUHLHUIIBI €I0 COCTABIEHUSA U YKA3aHUS O
NOPAJIKE MOJIb30BaHUS UM.

[IpenucioBre NOANKUCHIBAETCA COCTABUTEIEM C YKa3aHUEM JaThl COCTaBJICHUS;

4) cnMCOK COKpalleHUW COCTaBJSAETCS, €CIU MPU ONMCAHUHU HUCIOJIb3YIOTCA
cokpaleHHble cioBa. CoKpalleHus: pacroyiaraloTcsi B aji)aBUTHOM IMOPsIZIKE, CIeBa -
COKpallleHHe, Thpe, pacuudpoBka. B chnHcok He BKIIOYAIOTCS OOLIEHPUHSTHIE
cokpartieHus cioB. [IponsBosbHOE 00pa30BaHUE COKPAIICHUN HE T0IYCKAeTCs;

5) ykazarenu.

ITaparpad 4. ITopsagok cocTaBICHHA HCTOPUICSCKOM CIIPaBKH

267. B apxuBe OpraHu3aliy COCTABISACTCS UCTOPUYCCKAs CIIpaBKa K apXHBHOMY
doHay, TpeAcTaBIsArOmMas coO0H JTOKYMEHT, COMEpXKAIIUN CBEIEHUS IO HCTOPUH
dormo0OpazoBaTeNs W apXWBHOTO (POHIA, KPATKYH XapaKTEPHUCTHKY COCTaBa M
CoZlep KaHMs €r0 JOKYMEHTOB U CHCTEMbI HAYYHO-CIIPABOYHOTO aIlapara.

Hcropuueckas cipaBka COCTOUT U3 UCTOpUU (poHI000pazoBaTesi, HICTOpUHU GHoHAA
, XapaKTEPUCTHKU JOKYMEHTOB apXHUBHOTO (OH/IA.

268. Uctopust pormoodbpazoBaTessi BKIOUYAET XaPAKTEPUCTHKY UCTOPUUIECKUX
yCIOBHHU BO3HUKHOBCHU S OpraHu3aIuu, HaUMCHOBaHHE



OpraHu3alUU-NIPEAIIECTBEHHNKA, B XPOHOJOTMYECKOW IOCIIEI0BATEIBHOCTH BCEX
peopraHu3aliyii, B TOM YHCIIE CIEIYIOUE CBEACHUS:
1) matel co3nmanus, MpeoOdpa3oBaHUs M JTUKBUIANNN OPTraHU3AIMN CO CCHUIKOM Ha
HOpPMAaTHBHbBIE MTPABOBBIE AKThI WU PACTIOPSAUTENbHbBIE JTOKYMEHTHI;
2) HaMMEHOBAaHHE OPraHu3aluu-IPEEMHHKA,;
3) 3amauu ¥ PYHKIIMK OpraHU3alMKA U UX U3MEHEHUS,
4) macmtald IeATeIbHOCTH OpraHU3alud, COCTAB CUCTEMbI TEPPUTOPUATBHBIX
OpraHoOB H/WJIH MOABEIOMCTBEHHBIX OpraHU3alIN;
5) MecTO OpraHM3aluy B CUCTEME rOCYIapCTBEHHOIO anmnapara, 3KOHOMUYECKOM,
OOIIECTBEHHO-TIOTUTUYECKOM, KyJIbTYPHOU U APYTON KU3HU;
6) u3MeHeHus B 0pUIMaTIbHOM HAUMEHOBAHUY U MOJYMHEHHOCTH OpraHU3alNH;
7) CTPYKTypa OpraHu3alyy U €€ U3MEHEHHS.
s 00beNMHEHHOTO apXWBHOTO (OHJA COCTaBisieTcs OO0IIas HUCTOPUS
dbong000pa3zoBarenei.
269. Vctopust apxuBHOTo (POH]Ia BKIIFOYAET CIACAYIOIINE CBEICHUS:
1) nata nmepBOro MOCTYMJIEHUS TOKYMEHTOB apXUBHOTO (hOHa B BEIOMCTBEHHBIH (
YaCTHBIN) apXUB OpPraHU3aINy;
2) 00beM U KpaiiHHUE JaThl BIEPBbIE MOCTYIUBIINUX JOKYMEHTOB;
3) U3MEHEHUs B COCTAaBE U 00BhEME apXMBHOTO (POHJIA U UX TIPUYUHBI (TIPOBEICHNE
AKCTIEPTHU3bI IEHHOCTH, YTPAThI, HE3aJJOKYMEHTUPOBAHHbIE TIEPUO/IBI);
4) creneHb COXPaHHOCTH IOKYMEHTOB;
5) ocoGeHHOCTH (POPMUPOBAHUS, OTIMCAHUS 1 CUCTEMATH3AIlMU JOKYMEHTOB;
6) cBeIeHUS O HAIMYUU JIOKYMEHTOB, BBIXOJAIIUX 32 XPOHOJOTUYECKHE TPAHULIBI
apXuBHOTO (PoHTA;
7) cocTaB HAyYHO-CIIPABOYHOIO anmnapara K apXuBHOMY (poHTy.
270. Pa3znen mo UCTOpUM apXUBHOrO (POHAA TAKKE COACPKUT AHHOTALUIO,
oubmmorpaduro, nHbopmalu o0 yCIOBUIX JOCTYIA U UCTIOJIb30BaHUS JIOKYMEHTOB.
AHHOTaIUs BKIIOYAET B ce0s KpaTKyr0 0OOOIIEHHYIO0 XapaKTepUCTUKY COCTaBa
JOKYMEHTOB T10 CTPYKTYpe apXUBHOTO (POHJIAa U 1O BUIAM JIOKYMEHTOB, COJECP KAHUS
JOKYMEHTOB IO TE€MaM, BOIpPOCaM, OTPAXAIOIIUM HaIMpaBI€HUS AESITEIbHOCTU
dbonmooOpazoBarensi, € YKa3aHHEM XPOHOJOTMHM TeM U O00O3HAUYCHUEM UX
reorpaguueckux (aAMUHUCTPATUBHO-TEPPUTOPUATBHBIX) TPAHULL.
bubnuorpadus BKIIOYaET CMHCOK OMyOJMKOBAHHBIX U HEOMYOJIWKOBAHHBIX
CIIPABOYHUKOB MO apXUBHOMY (DOHY M TOKYMEHTAJIbHBIX MyOJMKAI1i, BBIMOJIHEHHBIX
Ha €ro OCHOBE.
271. Tpetuil pa3aen BKIIOYaeT 000OIIEHHYIO0 XapaKTepUCTUKY apXUBHOro (hoHAa
[0 COCTaBY U COJEPKAHUIO TOKYMEHTOB B LIEJIOM M OTJAEJBHBIX IPYNN JTOKYMEHTOB,



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)
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