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BBEOEHUE

MeToamdeckue pekoMeHdaumm noaroToBfieHbl C LESb0 CO34aHUA MeToaud4ecKon Oc-
HOBbl OJ11 COBEPLLEHCTBOBAHUS OpraHu3aumn yrnopsaaodeHns 1 npuema B rocyaapCTBEHHbIE
apxvBbl OOKyMeHTOB ApxuBHOro ¢poHga ropoga MockBbl, B TOM Yucrie LOKYMEHTOB JIMKBUOU-
POBaHHbLIX OpraHM3aumi 1 JOKYMEHTOB MO SIMYHOMY COCTaBy.

HopmaTtuBHO-MeToAMYECKME OOKYMEHTbI MO apXvBHOMY Oefly npedycmaTpuBatoT eav-
HYI0 METOOUKY W MpaBuia ynopsiaoyveHuss OokymeHToB. OgHako npaktuka paboTbl rocygap-
CTBEHHbIX apxuBoB ropofa MockBbl rnokasbiBaeT, YTO Heobxoavma aeTtanmsaums npuemMos U
METOOOB YNopAOoYEHNA OOKYMEHTOB C YMETOM COBPEMEHHbIX TpeboBaHW pasBUTUA apXvB-
HOro Jderna, BBedeHs eavMHoobpasns B MEeTOAMKY CO3[aHua Hay4yHO-CMpaBOYHOro annaparta
K boHaam apxmBoB ropoga MockBbl.

PekomeHgaumm nogrotoBrieHbl B cooTBeTCTBMM ¢ PepeparnbHbiM 3akoHom Poccuin-
ckon ®epepauum «O6 apxvBHOM aene B Poccurickon Pepepauum» ot 23 oktsabps 2004 roga
Ne 125-®3, 3akoHom ropoga Mockebl «O6 apxmBHOM dhoHae MockBbl 1 apxuBax» OT 28 Ho-
a6psa 2001 roga, OcHoBHbIMM npaBuriammn paboTbl rocydapCTBEHHbIX apxvMBoB Poccuickon
®epepaumm (M., 2002), OcHoBHbIMK NpaBuriamn paboTbl apxmBoB opranusauuni (M.,2002),
npoekTom [lpaBun «OpraHuMzaumsa xpaHeHusi, KOMMNIEKTOBaHWUSA, yd4eTa M UCMofb30BaHUs [0-
KymeHTOB ApxuBHOro doHga Poccuiickon defepaumm M OpYrux apxuBHbIX LOKYMEHTOB B
rocygapCcTBeHHbIX U MyHUUMNanbHbIX apxvsax, opraHusaumsax PAH» (M., 2005), TOCTom P
51141-98 «[lenonpousBOACTBO WM apxvBHOE Aerno. TepmuHbl u onpegenerHusiy, [OCTom
P.30-2003 «YHU(pULUMPOBaAHHbIE CUCTEMbI AOKYMEHTaUMW. YHUPULMPOBAHHAs cuctema op-
raHM3aLMOHHO pacnopsaunTernibHOM OOKyMeHTauum. TpeboBaHua K OOPMIEHUO OOKYMEH-
TOB», [lepeyHem TUMOBbIX YNpaBfieHYECKUX OOKYMEHTOB, OOpasyloumxca B OeATeSNlbHOCTU
opraHusaumn, € ykasaHmem cpokoB xpaHenusa (M., 2000).

B meToguyeckmnx pekoMeHgauusix oTpaXkeHa COBpeMeHHas npakTvka pabotbl [naBap-
xmBa MOCKBbI MO OMUCAHWIO OOKYMEHTOB, ONblT paboTbl opraHudaumm ropoga Mocksbl Mo
yrnopsagoyeHuss OOKYMEHTOB M Mepefadve MX Ha MOCTOSIHHOE XpaHeHwe B apxuBbl ropoja

MockBbl.
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Mpn noaroToBke pekoMeHdaumnm ObifM MCMOSb30BaHbl MeToAMdecKkue martepuvanl,
noaroToBrieHHble PepepanbHbiM apxvBHbIM areHTcTBoM (Pocapxvmeom), BHUNOAL, apxve-
HbIMKW ydpexaeHnamn Poccurickon Pepepauun.

[MorioxeHnsa MeToOUHECKUX peKOMeHAauun onpedesnstoT OCHOBHbIE MPUHLMMLI U Me-
TOoAbl YNOPSAOYEHUST YMpPaBfieHYECKUX OOKYMEHTOB MOCTOSIHHOrO XpaHeHUs U MO SIMYHOMY
COCTaBy, HO OHM He pacnpoCTPaHATCA Ha [AOKYMEHTbl, coepXaupe rocygapCTBEHHYO
TauHy, ynopsiioveHne KOTOPbIX OCYLIECTBIIIETCA B COOTBETCTBUM CO cCreumarbHbIMU HOp-
MaTUBHbIMU OOKYMEHTaMM.

Tarke B HaCTOSLLMX peKOMeHdauusax He 3aTparvBaloTCs BOMPOCbl ONUCaHWUA LOKY-
MEHTOB JIMYHOIO MPOUCXOXOAEHUS, ayauoBMU3yasibHbIX OOKYMEHTOB, Hay4yHO-TEXHUYECKUX OO-
KYMEHTOB WM OKYMEHTOB Ha 3NEKTPOHHbIX HOCUTENSAX.

B 3agaun paboTbl HEe BXOOUT pacCMOTPEHVEe BOMPOCOB MOArOTOBKW onucen Aen B
9MIEKTPOHHOM (popmaTe C MOMOLLBIO nporpammMmHoro obecnedeHuns. Hactoaume pekomeHaa-
uum asnatoTca 6ason ana nocneaylowen paspaboTku Bonpoca COCTaBIiEHUS ONUCEN B drieK-
TPOHHOM hopmarTe.

MeToguyeckue pekoMeHgauum npefHasHadveHbl ana paboTHukoB [naBapxmBa Mock-
Bbl, 3aHMMalOLLMXCA YNopsigodYeHMEM OOKYMEHTOB, KOMMSEKTOBAHMEM rOCYyAApPCTBEHHbLIX ap-
XMBOB ropoga MockBbl, NPUEMOM OOKYMEHTOB OT opraHusauui, yneHos LIOTIK MmaBapxvea
Mockebl n 3IMK apxusoB ropoga MockBbl, pabOTHVKOB apXvBOB M OESONPOM3BOACTBEHHbLIX
crnyx0 opraHusauui, nepegaroupmx OOKYMeEHTbl B apxvBbl ropoaa MockBbl.

B meToamyeckux pekomMeHgaumsax UCMosb3yrTcs criefylolme OCHOBHbIE MOHATUSA:

- apXMBHbIN OOKYMEHT — MaTepuaribHbli HOCUTESb C 3aPUKCUPOBAHHOW HA HEM WH-
dopmaumen, KOTOpbI UMEEeT PEKBU3UTLI, MO3BOSSAOLME €ro uaeHTuduumpoBaTb, U noase-
XUT XpaHEHWIO B CWITy 3HAYMMOCTU AnS rpaxaaH, oblectsa v rocyaapcTea;

- apxuBHasi OMUCb — apXMBHbIMA CNPABOYHUK, COAEpPXalyin CUCTEMATU3MPOBAaHHBLIN MNe-
peyveHb Oenl apxvMBHOro hoHaa, KOSeKuMn 1 npefHasHavYeHHbIn NS UX ydeTta U packpbiTus
UX coaepaHvs;

- apXvBHbIA (POHA OpraHMsauum — COBOKYMHOCTb apXUBHbIX AOKYMEHTOB OpraHusauuu,
MCTOPUYECKN WM FOTUHECKM CBSA3aHHbIX Mexay cobown;

- [eno MOCTOAHHOIO XpaHeHus — Aef, codepxalee apxuBHble AOKYMEHTbI, noase-
Xaupe xpaHeHuto 6e3 onpegeneHusi cpoka (beccpoyHo);

- [Jerno rno fM4HoMy COCTaBy — [erio, codepxalee apXvBHble OOKYMEHTbl, OTpaxato-
LLye TPydoBble OTHOLEHUsI paboTHMKa ¢ paboTogaTtenem;

- JOKYMEHT — maTepuasribHblil HOcuTernb C 3adPUKCUPOBAHHOW Ha HEM WHJOpMauven,

KOTOPbIN MMEET PEKBU3UTLI, NO3BOSSOLME €ro WAeHTUPULMPOBaTb;
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- onucaHve gen — onpegerneHve n obosHaveHne CBEOEHMA O COCTaBe, CoAepKaHuu,
BHELLHUX OCOOEHHOCTSIX Oen, NPMBEAEHHbIX MO YCTaHOBIEHHbIM MpaBWiaM U npegHasHa-
YEeHHbIX Ana MX naeHTUduKaumm;

- odpopmrieHne gen — noarotToBka Aen K XpaHeHWo B COOTBETCTBUMM C YCTaHOBIIEHHbI-
MU NpaBunamu;

- yropsigoyveHne OOKYMEHTOB — KOMMNeKC paboT no hOpMUPOBaHMIO apXMBHBLIX OOKY-
MEHTOB B [Jena, OnMCcaHnio 1 0dOPMIIEHNIO AEN, COCTaBMEHME ONMUCEN Oen B COOTBETCTBUM C
npaBuiamy, YCTaHOBIIEHHbIMM CreuuanbHO  yrNosHOMoYeHHbIM [lpaButensctBom Poccuin-
ckon Pepepaumm heneparnbHbIM OpraHoOM UCMOSHUTESlb HOW BriacTy;

- oopMMpoBaHMEe OeN — rpynnMpoBKa OOKYMEHTOB B Adera M cucTemaTusaumus OOKy-
MEHTOB BHYTPW Oena;

- 9KCMepTn3a LEHHOCTU OOKYMEHTOB — M3yveHWe OOKYMEHTOB Ha OCHOBaHWN KpUTepwu-
€B VX LEHHOCTU B LENsX onpeaerieHns CPOKOB XpaHeHVs OOKYMEHTOB M OoTOOpa KX Ha no-

CTOAHHOE XpaHeHue.



1. OPrAHU3ALUA PABOTbI NO YNOPAAOYEHUIO JOKYMEHTOB

1.1. B cootBeTtcTBMM ¢ dPepeparnbHbiM 3akoHoMm «O6 apxuBHOM gerne B Poccuickomn
depepaumm» rocyaapCTBEHHbIE OpraHbl, OpraHbl MECTHOro camoyrnpaBrieHus, rocygap-
CTBEHHblE W HerocyaapCTBeHHble opraHusauuml, obsizaHbl obecrneynBaTb COXPaHHOCTbL ap-
XVBHbIX JOKYMEHTOB, B TOM 4uCrie OOKYMEHTOB MO JIMYHOMY COCTaBy, B T€YEHME CPOKOB WX
XpaHeHWs!, YCTAHOBIEHHbIX HOPMAaTUBHLIMW JOKYMEHTaMMW.

C uernbto obecneyeHuss COXpaHHOCTU OOKYMEHTOB OpraHusaumm npoBoadAT ynopsgo-
YeHve [OKYMeHTOB, obpasoBaBuMXCA B WX geaTernbHocTW. Opranusauum, B npouecce ges-
TENMbHOCTN  KOTOPbIX 0BpasytoTcAa AOKYMEHTbl (B TOM 4ucrie Mo fM4HOMY COCTaBy), nogre-
Xalwpe npuvemy Ha XpaHeHve B rocydapCTBEHHble, MyHUUMNAnbHble apxuBbl obecneuynBaroT
oTOOp, MOArOTOBKY M nNepefady B YnopsOYEHHOM COCTOSIHAM OOKYMEHTOB Ha MOCTOSIHHOE
XpaHeHve.

YnopsigoyeHve OOKYMEHTOB BKIoYaeT B cebda crefyowmi Komnrekc paboT: akcnep-
T3y LEHHOCTU [OOKYMEHTOB, YTOYHEHVe uX (POHOOBOW MPUHAANEXHOCTWN, POPMUPOBAHME
Aen, VX onucaHve C Lerbl COCTaBSfIEHUS apXMBHOM OMMCKM, COCTaBfiEHME OMUCU M Co3haHve
Hay4YHO-CNPaBOYHOrO anrapaTta K HewW, COCTaBIieHMe UCTOPUYECKOW CrnpaBKu K ¢poHay opra-
HM3aUMK, TexHndeckoe odpopMsieHne gen un apyrve sugpl pabor.

1.2. YnopsigodeHve OOKYMEHTOB OpraHvMsauuin Ha LOroBOPHOM OCHOBE MOXET BbIMNOS-
HATbCA paboTHMKaMW cheumanM3anpoBaHHbIX CTPYKTYPHbIX nogpasaesieHnd n paboumx rpynn
maBapxvBa MockBbl (LleHTpa HayyHOro onucaHust OOKYMEHTOB, apXvBOB KagpOBOMW OOKY-
MeHTauum, otgena komnnektosaHus LAOMM u gp.).

B cooTBeTCTBMM C [JOrOBOPHBLIMU YCHOBUSIMU YNOPSO0OYEHME OOKYMEHTOB Ha MriaTHOW
OCHOBE MOXET NPOBOAUTLCS KaK B opraHmsaumum, Tak v B [naBapxvmBe Mocksbl. [1pn oTCyT-
CTBMW B OpraHusauum noMeLeHVn st yrnopsigodeHus JOKYMEHTOB, 9KCMepTU3y OOKYMEHTOB
BPEMEHHOIO CpoKa XpaHeHUss MOXHO NPOBOAWTbL B CTPYKTYPHbIX MOApa3ferieHnsax opraHusa-
LUK, @ KOMMMEKC OOKYMEHTOB MOCTOSIHHOrO XpaHeHus U Mo SIMYHOMY COCTaBy nepeBesTu A
nposeaenus onucaHuss B [naBapxve MockBbl. B Takom criydae npuem [OOKYMEHTOB OCY-
LWeCTBNAETCA MO akTy npvemMa-nepenaym OokymeHToB (npurioxeHve NeNe 16, 17), roe yka-
3blBaeTCA COCTaB AOKYMEHTOB M MX KONMYeCTBO. AKT COCTaBIisieTCsl COTpyaHvukamu [ nasap-
xvBa MockBbl COBMECTHO C MpeacTaBuUTendamMu opraHusaumn. K akty npuraraetcs cgatodHas

omncb Ha gena (npunoxenne NeNe 18, 19). CoaTtoyHasi ONMMCb MOXET COCTaBIIITbCA Kak Ha

1 Nlanee - opraHusauum



6
aena, copMupoBaHHble B OpraHu3auun, Tak U Ha OTAelNbHble OOKYMEHTbI, eCiiM OHU nepe-
AalTCH B COCTOSIHAM POCCHIMNM.

AKT npvema-nepegadn OOKYMEHTOB SBAETCS YY4eTHbIM [LOKYMEHTOM, Ha OCHOBaHWM
KOTOPOro [OKYMEHTbI XpaHATCA OO0 3aBepLUeHUs UX yrnopsaoyveHus. AKT yTBepKOaeTCs pyKo-
BOOMTENEM oOpraHuM3auum (KOHKYPCHbIM yripaBralowyM, npegcegatenieM  JNMKBMOALMOHHON
KomMuccum), nepegarolen OOKYMEHTbl U pykoBoauTenem apxvBa (ueHtpa) maBapxvea, npu-
HMMaIOLLEro OOKYMEHTbl ASiF yrnopsaoYeH s .

1.3. lNpwn 3aknoveH goroBopa C opraHvsaumen HeobxoOUMO YTOYHUTL MPOU3BOAM-
OCb M paHee ynopsiaoyeHue OOKYMEHTOB, NPOBEPUTH HanMune onvcen gen npeablaywero
onvcaHna OOKYMEHTOB, Harmyve caMux OMUCaHHbIX Aern.

MpenBaputensHo nepea ynopsiaioyeHVeM LOKYMEHTOB paboTHWK 3Hakomutcsa ¢ [lo-
noxeHueMm (YctaBoM) opraHMsaumm n MOJSIOXEHUAMM O ee CTPYKTYPHbIX rnogpasaerneHusx,
CTPYKTYPOW OpraHuM3aumm, UCTOPUYECKOM CnpaBKOW K ooHOy OpraHvsauum (Npyu ee Hammyum),
HOPMaTUBHO-pacnopsanTeNlbHbIMU JOKYMEHTaMU O CO3[aHuW, peopraHusaumu, JKBuaaumm
opraHuMsaummn, YTOYHSET CBeAeHUS O NpeALleCTBEHHMKaxX U NpeeMHuKax opraHmMsauun.

YnopsigoyeHve OOKYMEHTOB OpraHusaumm OOSPKHO MPOBOOUTCA B COOTBETCTBUMM C HO-
MEHKMaTypou AeSy1 opraHuMsauMm 3a COOTBETCTBYHOLWMMA XpoHosormdeckun nepuvog. lNpun ee
OTCyTCTBUM pabOTHUK [OOPKEH PYKOBOACTBOBATLCSH MPUMEPHOM HOMEHKMATypow Aen Ans op-
raHM3auui gaHHoro Tuna (ecrm oHa MMeeTcsd), TUMOBLIMU U BEAOMCTBEHHBIMU NEPEYHSAMM.

Ecrm B opraHuMsauum paHee npOXOAUNO YropsifoyeHne [OKYMEHTOB, HeobXoaumo
M3yunTb npegbigyume Onucu Aen MOCTOAHHOIO XpaHeHust U Mo FMYHOMY COCTaBy, akTbl O
BblOENIEHMN K YHUHTOXEHUMIO OOKYMEHTOB W [eNnl C UCTEKLWMMM CPOKaMW XpaHeHus Ansa Cco-
XpaHeHUs NPeeMCTBEHHOCTU MpU YNopsaoYeHUM OOKYMEHTOB.

Mo ycroBusm [oroBopa opraHusauus npegoctaBndeT AN YNOpsSAOYEHUs MOSHbIN
KOMMeKC JOKYMEHTOB W eCrm yropsgodeHne npousBOAMTCHA B OpraHusauuvn, npefocrasndeT
Ana npoBeaeHns paboT Mo ynopsaoYeHUo OOKYMEHTOB creuuarnibHOe MoMeLLeHve.

1.4. PaboTy no ynopsgodeHuo OOKYMEHTOB LernecoobpasHo HavaTb C npegsapw-
TeNbHOW cucTeMaTtusaumm npeacTaBfieHHbIX JOKYMEHTOB M [en Mo CTPYKTYpHbIM nogpasge-
NeHVaM 1 rogaMm wn, ecrim JOKYMEHTbl B COCTOSHMM POCCbINM — MO BuaamM [AOKYMEHTOB.
MpuHaanexHOCTb OOKYMEHTOB W AeN K CTPYKTYPHOMY noAdpasferneHuo ycTaHaBrmBaeTcs Mo
Ha3BaHWIO CTPYKTYPHOro nogpasgernieHnsi obo3HaveHHOro Ha obroxke gen, copmMupoBaH-
HbIX B [enonpou3BOACTBE, MOAMUCAM [OOJDKHOCTHbIX fMU, PEerucTpauyMoHHOMY LTamnmy, Co-
AepXaHno OOKyMeHTa.

Ecrm B apxuBe opraHusauMm npv NpoBedeHVU npensapuTeSlbHOW cucTemaTusaumu

obHapyxeHbl Aena W OOKYMEHTbl OpYrx OopraHusauui, TO HeobXoaumMo OTcMCTeMaTU3MPO-



7
BaTb BbIsIBJIEHHbIE JOKYMEHTbl M Aderfia Mo Ha3BaHWAM OpraHusaumn, a B JarnbHenwem npu
NpoOBeAEeHNN 3KCMEePTU3bl LEHHOCTU OOKYMEHTOB YTOYHUTb WX (DOHAOBYHO MPUHALAMEXHOCTb,
YCTaHOBUTb (MO BO3MOXHOCTU) CBSA3WN MeXOYy OpraHvM3aumsaMm n pewmtb BOMPOC O Heobxo-
AVMOCTM POPMUPOBAHUS HA OCHOBE BbIABJIEHHbIX JOKYMEHTOB CaMOCTOSTENbHbIX (DOHAOB,
0b6beanHEHHbIX (POHAOB.

Mpu cuctemaT3aumm OOKYMEHTOB MO rogam MoryT 6biTb BbISIBIiEHbl AOKYMEHTbI MO-
CTOSIHHOrO XpaHeHus M Mo fMYHOMY COCTaBy 3a Nepwuof, NpewecTBYOWMA nepuody, 3a Ko-
TOPbIN MPOBOAUTCA YNOpPsiAOYEHMe [OKYyMEHTOB. B 3aTomM crnydae HeobGxogumo npoBecTu
CBEpPKY OOHapyXeHHbIX OOKYMEHTOB C JOKYMEHTaMW, BKIHOYEHHbIMM B ONWUCK Aen 3a npenbl-
Ayumin nepuvod. Ecrm B onucax Takmx JOKYMEHTOB He OBHapyKeHo, MPOBOAUTCSH yrnopsaoye-
HMEe BbISBIIEHHbIX AOKYMEHTOB. [Mpn 6omblioM 06bemMe BbISIBMIEHHbIX JOKYMEHTOB COCTaBSIsA-
eTCcs [OonoSHUTENbHas ONMCb 3a npeablayuyin nepuod npyu CooercTBUM COTPYOHMKA oTaena
KOMMMEKTOBaHMA roCydapCTBEHHOro apxmBa (KypaTtopa). Ecrm KormmyecTBO BbISIBNEHHbBIX OO-
KyMEHTOB Heborbluoe, MOXHO BHOBb CHOPMUPOBAHHbIE erla BKHOYUTL MO4 JIMTEPHbLIMU
HOMEepaMn B COOTBETCTBYHOLLMA rOOOBOW pasfesl YTBEPXKOEHHOW paHee onvcu, npu 3ToMm
HeobxoaMMO BMecTe C paboTHVMKaMK rocygapCTBEHHOIO apxvBa BHECTU COOTBETCTBYHOLLME
M3MEHEHUs] B UTOFOBYIO 3anvCb OMUCU W OpYrne Y4eTHble AOKYMEHThI.

1.5. MNMocrne npeaBapuTenbHOrO O3HAKOMIIEHUS C COCTOSIHMEM, COCTaBOM U copepKa-
HMEM [OOKYMEHTOB poHaa, paboTHUK, 3aHMMaloLpnCca YnopsaoyveHMeM [OOKYMEHTOB COB-
MECTHO C 3KCMepTHOM KOMWUCCUEWN OpraHu3auuv, OTBETCTBEHHbIMM 3a apXvB fvLamMun npoBo-
AT cbop HedocTalWwmx OOKYMEHTOB MOCTOSIHHOMO XpaHeHust M Mo fIMYHOMY COCTaBy, AOKY-
MeHTOB C oTMeTkon «IK» B COOTBETCTBUM C HOMEHKIATYpon Aen.

1.6. [lna dopmmpoBaHMs MOSMHOLEHHOrO apXxMBHOro doHaa opraHusauum m ans oo-
nervyeHns noucka HegoCTalLmX OOKYMEHTOB, MPW OTCYTCTBMM HOMEHKIATypbl e B OpraHv-
3aumn, paboTHWK, NPOBOOALWMMA YNOpPSOOYEeHVe [OOKYMEHTOB, MOXeT MOArOoTOBUTL MpuMmep-
HblA CMUCOK [OKYMEHTOB FMOCTOSIHHOIO XpaHeHuss M MO JIMYHOMY COCTaBy, MoAasiexalmx
BKJMOYEHMIO B OMUCU MOCTOSIHHOIO XpaHeHUs U Mo JIMYHOMY COCTaBy AaHHOW OpraHvsauuu.
Cnv1cok npencTaBnseTcss pyKoBOACTBY OpraHv3aumvn uim OTBETCTBEHHbIM 3a apxvB fmuam U
nepegaeTcs B CTPYKTYpHble nogpasgernenvs ns cbopa nognexawyx ynopsgodeHuo OOKy-
MEHTOB.

Cnucok cocTtaBndeTcs Mnocrne M3ydeHust norioxeHus (yctaBa) o6 opraHusaumm n ee
CTPYKTYPHbIX MogpasfeneHusax, OpYyrMx HOPMAaTMBHBbIX OOKYMEHTOB OpraHusauun, npumep-
HbIX HOMEHKNaTyp Aen U nepedHen, C yKasaHMeM CPOKOB XpaHEeHWs, KOHCYrbTauunm ¢ paboT-
HMKamMun opraHusaumn. B Hem [orkHbl ObITb NpeacTaBrieHbl B NEPBYIO ovepedb OOKYMEHTHI,

oTpaxkalolpe TUNOBbIEe YyrpaBrieHYeckue yHKLUMM, BbIMOSHAEMbIe OpraHuM3auusimMun, HesaBu-
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MO OT (pyHKUMOHANbLHO-LIENEBOro HasHaveHusi, maclraba gestensHocTn, opm cobCTBEH-
HOCTW, a TaKke [OOKYMEHTbl, oTpaxatwuwpe creumdpunieckne OyHKLUMM KOHKPETHOW opraHusa-
Lmm.

1.6.1. B kaxgon opranmsaumm obpasytoTca OAHOTUMHbIE AOKYMEHTbl MOCTOSAAHHOrO
XpaHeHus1, oTpaxawuye ee OpraHuM3auMoHHbIE OCHOBbI U AeATEeNbHOCTb (MraHMpoBaHue,
dvHaHCHMpoBaHUe, y4eT N OTYETHOCTb, 3KOHOMMUYECKME, HayyHble W KyMNbTypHble CBA3W, Kaa-
poBoe obecneyeHre, MatepuanbHoO-TEXHMYeCKoe obecneveHnve u ap.):

- noroxenve (yctas) 06 opranvsauum;

- MOJIOXEeHNA O CTPYKTYPHbIX nogpas3ferieHnAax n TUnoBble OOJPKHOCTHbIE WHCTPYKLIUW,

- pacnopsiguTenbHble A0KYMEHTb! (MOCTaHOBIEHUS!, MPVKa3sbl, PacrnopsiKeHNs );
- AOKYMEHTbI KoJrervarbHblX opraHoB (MPOTOKOSbI 3acefaHuii 1 JOKYMEHTbI K HUM);

- NPOTOKOSIbl COBELLAHUA, KOH(PEPEHLMIN, KOHrpeccoB, Cbe3ao0B;

nepcrnekTMBHblie N rogoBblie niiaHbl, NporpamMmebl,

rogoBbl€ OTYEThLI MO OCHOBHOW AEATENbHOCTY;

rogoBble CTaTUCTUMECKUNE OTYEThl,

- cnpaBKW, aHarmTn4eckmne 0630pr Mo OCHOBHOW OeATENbHOCTY,

KOHTPaKTbl, AOrOBOpPbI, COrnaleHnss 06 3KOHOMMYECKMX, Hay4HbIX, KyIbTYPHbIX CBA-

39x;

LTaTHble pacnncaHunA;

rooBble€ CMETbl PACXOA0B U JOXOO0B;

Oyxranmepckue oT4eTbl (banaHchl);

rogoBble OTYeTbl MO Hasioram, no BbinNfiatTam B POHObl rOCYAapCTBEHHOINO U HErocy-
AapCTBEHHOrO CTpaxoBaHus;

- DOKYMEHTbI O COCTOsIHMM paboTbl C Kagpamu (QoKaabl, CBOAKW, CNpaBKu)

- KOJTIEKTVBHbINA OOroBOP;

- mepenvcka no OCHOBHOW AeATeNbHOCTU OpraHusaLmm

- DOKYMEHTbl MOCTOSIHHO AEVCTBYIOLLMX KOMWUCCUIA M COBETOB NPY OpraHvsaumm

- Apyrve OOKYMEHTbI.

[na HerocyoapCTBEHHbIX OpraHusauui MOMUMMO BbllLeyKasaHHbIX AOKYMEHTOB TWMO-
BbIMW JOKYMEHTAMN SBISIOTCS:

- ydpeauTesbHble U perncTpaLmoHHbIe OOKYMEHTHI;

- NPOTOKOSbI 0OUWX CcOBpaHU akUMOHEPOB;

- peecTp akuuoHepoOB, CMMUCOK MaWWWKOB, CMMCOK YrieHOB OOLIECTBEHHOW OpraHusa-
Lmm

- ApYrve OOKYMEHTbI.
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Ha ocHoBaHuM m3ydeHust nosioxeHunst (yctaBa) opraHusaumm MOXHO Takke onpege-
MTb PS4 OOKYMEHTOB, OTpaxawuwyx crneuududeckne QyHKUMM opraHusaumn, KoTopble
npegycMaTprBalOTCAd B COOTBETCTBYHOLLWMX OTPAacCieBbIX NMEpeyvHsaX, NpUMepPHbIX HOMEHKaTy-
pax gen. Hanpumep: nacnopT coumanbHO-3KOHOMMYECKOrO pasBuUTUA parioHa B (poHaax
panoHHbIX yrpaBs, cyaebHble gena (BbIGopo4yHO) B ooHae MOCKOBCKOro ropoAackoro cyga, Tw-
TYfbHblE CMUCKM U Op.

1.6.2. B kaxgow opranHusaumm obpasyeTtca obsi3aTeflbHbI KOMMNIEKC AOKYMEHTOB No
JINYHOMY COCTaBY CO CPOKOM XpaHeHust — 75 neT, KOTopble SABMAKTCS OCHOBaHUEM AnS Bbl-
Aayn CnpaBoOK CouManbHO-NPaBOBOro Xxapakrepa:

- NpviKasbl (pacnopsikeHns) no SIMYHOMY COCTaBy;,

- JMYHbIE KapTOYKM;

- JIM4Hble [eJia YBOJIEHHbIX pa6OTHI/IKOB;

TPpyooBble [oroBopa (KOHTPaKTbl) M COrfalleHVs, He BoOleAume B COCTaB JMYHbIX

Aen,

mueBble c4yeTa pa6OTHVIKOB nwin 3aMeHAaArupe KMxX pacyHeTHO-MnaTexHblie BeJOMO-

CTH,

aKTbl O HECHACTHbIX CllydadaX, CBA3aHHbIX C NPOuU3BOACTBOM;

OOKYMEHTbI, MOATBEpXdawlpe MpaBO Ha JIbroTbl B OpraHuMs3aumsax C BpedHbIMU
ycrosusiMu Tpyda (tabermm n Hapagbl paboTHUKOB BpeaHbIX nNpodeccuin, Cnvcku paboTato-
LLMX Ha NPOM3BOACTBE C BpeAHbIMU YCrOBMAMM Tpyda, TEXHOSOrMiyeckne KapTbl U 4p.);

- NOOAS/MHHbIE JMYHblE OOKYMEHTbl (TPYOOBbLIE KHWKKM U Op.).

B opranusaumsx moryt cosgaBatbCa U Apyrve AOKYMEHTbl MO fMYHOMY COCTaBy, UMe-
lowpe cpok xpaHeHua cebiwe 10 neT (QOKYMEHTbl O MpedoCTaBfEHMN K HarpaXaeHuo rocy-
AApCTBEHHBbIMW M BEJOMCTBEHHLIMW Harpagamu, NPUCBOEHUIO 3BaHUA U MPUCYXOEHWO Mpe-
MWIA; CNUCKN pabOTHMKOB WU Op.), KOTOpbIE TaKkKe BKIOYAlTCA B ONMMUCb Aen Mo fMYHOMY CO-
cTaBy.

Mpn oTcyTCTBMM (YTpaTe) MMUEBbLIX CHETOB WM pacyeTHO-NMaTeXHbIX BEOOMOCTEN, Npu-
Ka3oB MO JIMYHOMY COCTaBY, JMYHbIX KApPTOYEK B OpraHmM3auum Ha XpaHeHue, B KadecTBe UC-
KIHOYEHMSA, MOXHO OCTaBUTb BTOPUYHbIE OOKYMEHTbI C BPEMEHHLIM CPOKOM XPaHEHUA — «UH-
avBuayasbHble KapTOYKM ydeTa CYMM HauyuclieHust BbinfaT M UHbIX BO3HArpaaeHun, Cymm
HaYMCNEHHOro couMarnbHOro Harora, a Takke CyMM HasloroBOro BblYeTa», XypHarbl perv-
cTpaumM MpUKasoB, OBWKEHUA TPYOOBbIX KHWKEK W Ap. BkroyeHve BbllleyKasaHHbIX OOKY-

MEHTOB B OMMCb MO JINHHOMY COCTaBy MNMPOU3IBOAOUTCA TOJIbKO MNpU YCrioBuM npeactaBlieHNA B

rocyqapCTBEHHbIN apxvB oduumarnbHON cnpaBKU opraHuMsauuMm o6 oTcyTcTBuu (yTparte)

AOKYMEHTOB.
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1.6.3. lNpun ynopsgoveHMn OOKYMEHTOB OpraHuMsauuin HeobXxoauMo Takke BbISBUTb
AOKYMEHTbl BpEeMEeHHOro xpaHeHus (cBbiwe 10 neTt), Tak KaKk B psge opraHvsauun npu
YNopsA0YeHUA JOKYMEHTOB, NMOMUMO OMNUCEN Aerl MOCTOSAHHOIO XpPaHeHWs W Mo JIMYHOMY CO-
cTaBy, Npu HeobxoAUMOCTKW, COCTaBMATCH OMUCK OeNn BPeMeHHOro xpaHeHusa (cebiwe 10
neT), Hanpumep, ONM1CY Aen Ha OOKYMEHTbl MO OneKe W MoneyuTenbCcTBY HeCOBEpPLLEHHOMET-
HUX, KOTOpble OOJDKHbI XPaHUTLCA B TeyeHue 75 neT B opraHax MeCTHOro camoyrpaBlieHus
(MyHMUMnaruTeTax) pavioHoB ropoga MockBbl (OOKYMEHTbl 06 YCbIHOBIIEHUM HECOBEpPLLEH-
HOJIETHUX, >XypHarbl pernctpaumm HecoBEpPLLEHHONETHUX, nepefaHHbIX Mof oneky v ap.)

1.7. Ecrm opranuMsaumsi, OOKYMEHTbl KOTOPOW MoarnexaTt YnopsaoveHuo, ABraeTcd
MCTOYHUKOM KoMrMrekToBaHus [raBapxvea MoOCKBbI, onncaHne OOKYMEHTOB [OOJSDKHO MPOBO-
AUTbCS NPU METOAMYECKOW MOMOWM paboTHUKOB OTAENI0B KOMMIEKTOBaHWUSA rOCydapCTBEH-
HbIX apXVBOB, KYPVPYIOLLMX [AaHHYIO OpraHmsaumio (KOHCYrbTMpOBaHWe Mo BOMpocaMm onuvca-
HUS, NPOBEpPKa NPOEKTOB onucen un ap.).

Ecrm opraHusauua He sBnseTcA MCTOYHWMKOM KOMMriektoBaHus [naBapxvea MoOCKBHI,
HO nepefaeT OOKYMEHTbl MO FMMYHOMY COCTaBYy B CTPYKTYpHble nogpasgerneHus [nasapxvsa
npu IvKBMgauuM, MeTOAMYECKYIHO MOMOLLp MPW OMMCaHWM OOKYMEHTOB, MOryT OkasaTb pa-

OOTHUKM aAPXMBHbIX OTAOESIOB N apXnBOB Ka}J,pOBOIZ OOKyMeHTauun1 FnaBapXMBa MockBbl.
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2. OKCMEPTU3ALUEHHOCTU AOKYMEHTOB OPIrAHU3ALNU

Mpn ynopsagoyYeHMn OOKYMEHTOB OpraHusaumMnm Havbornee CrioXHbIM SIBIIETCA KOM-
nnekc paboT no onpeferieHnio coctaBa AOKYMEHTOB, MOAMEXalmx NpuemMy B apXuB.

CocTtaB [OOKYMEHTOB apxvBHOro (poHoa opraHusaumm onpepenseTcss B pesyrnbTaTe
3KCNepTM3bl UX LEHHOCTU N YTOYHEHNS (DOHOOBOW NPUHAASIEXHOCTN.

MmMeHHO B npouecce 3KCnepTuabl LEHHOCTM AOKYMEHTOB MPOUCXOaUT hopMmpoBaHue
apxvBHOro (poHaa opraHmsaumn.

3agjayamum aKcnepTm3bl LIEHHOCTU AOKYMEHTOB SIBIISIKOTCA:

- onpegereHne coctaBa LOOKYMEHTOB OpraHusauum, KOTopble coaepXaT LEHHY WH-
dopmauunio 1 noanexaTt oTbopy M nepedade B apxvBbl OpraHuMsauuM, a 3aTtem rocygap-
CTBEHHbIE apXMBbl HA NMOCTOSAHHOE XPaHEHVE;

- onpegerneHne BpPEeMEHHbIX CPOKOB XpaHEeHUs OOKYMEHTOB, MMEKLWMX NpakTuiecKoe
WM CNpaBOYHOE 3HAYEHME Ha MPOTSKEHUM OMPederneHHoro nepuoaa;

- BblENeHMe K YHUYTOXEHMIO AOKYMEHTOB OpraHusauuMm C UCTEKWMMU CpoKaMu xpa-
HEHUSI.

2.1. Kputepum akcnepTu3bl LLEHHOCTH

OKcneptnsa LIEHHOCTU [OKYMEHTOB OpraHu3aLuMM OCHOBbLIBAETCS Ha TpaLWUMOHHbBIX
Kputepusx (Hay4HO-O0BOCHOBaHHbIX MpU3HaKaX, Ha OCHOBaHWMW KOTOPLIX onpedenseTrcs cre-
NeHb LEHHOCTN AOKYMEHTOB), BblpabOoTaHHbIX B MPOLECCEe apXMBHOW MPAKTUKW.

[(MaBHBIM MPUHUMMOM NpU OTOOPE OOKYMEHTOB SIBSIIETCA BCECTOPOHHEE U MOSIHOE OT-
paxeHue OedaTernbHOCTM poHOoobpasoBaTenili — UCTOYHUKA KOMMMEKTOBaHUA rocyaapCTBEH-
HbIX apXMBOB

Mpn npoBegeHUM 3KCNEepPTU3bl LEHHOCTU OOKYMEHTOB W OTOOpe WX Ha MOCTOSHHOE
XpaHeHne HeobXxoaMMO pPYKOBOACTBOBATLCS KPUTEPUSIMU MPOUCXOXKOEHUS, COOEepKaHUs,
BHELLHUX OCOBEHHOCTEN AOKYMEHTa.

2.1.1. Kputepumn npoucxoxaeHus

DyHKLMOHANMBHO-LENeBOE 3HAYEHVE OpraHv3auun, B pe3yneTate OeATeslbHOCTU KOTO-

POW, co3faHbl AOKYMEHTbI, ee cTaTyc (opraHbl 3akoHodaTerbHOW M UCMOMHUTENbHOW BracTy,
ApYrMe roCydapCTBEHHble M HErocyoapCTBEHHblE OpraHusaumM, obLECTBEHHble ob6beavHe-
HUS 1 gp.). LleHHoCcTb JoKyMeHTOB onpefenseTcs C y4eToM, kak 0coboi ponm opraHusaLmm,
Tak 1 ee TUMNOBOrO XapakTepa B CUCTEME OpraHoB BIiacTV M YNpaBfeHusl, B NPOMbILLIEHHO-

CTW, HayKe U KyrbType, 3HAYMMOCTbIO BbIMOSHAEMbIX €0 (OYHKLIA.
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Bpems n mMecto co3gaHusi OOKYMEHTOB. |_|pI/1 npoBegeHnn 3KCNepTu3bl HeobxoaMMo

obpatutb ocoboe BHMMAHME Ha [OOKYMEHTbl, OTHOCALMECH K HayallbHOMY aTany pasBuTUS
opraHusaumu, Korga 3akrnagblBanmMcb OCHOBbl €e AeATeNlbHOCTU, U AOKYMEHTUpoBaHue 6bIrio
MUHUMarbHbIM. Takke TwaTenbHOro otbopa TpebyT OOKYMEHTbl nepuoda peopraHuMsaumm
(C n3mMeHeHVeM pyHKUMIM), TMKBUOAUMM OpraHu3aumn, Tak Kak B 9TW nepuogbl 4acTto npowuc-
XxoouT yTpata AokymeHToB. CriefyeT BHMMATESlbHO NOAXOAUTb K OTOOPY OOKYMEHTOB Teppu-
TopuasrbHbIX OPraHoB OpraHusauuun, eCcrivi OHU BKIIOYAaKTCHA B eOuHbIN POHA, KOTOpble Mo3-
BOSIAIIOT BCECTOPOHHE OTPa3uTb AeATENbHOCTb OpraHusauun.
2.1.2. Kputepuun cogepxaHms AOKYMeEHTa

3HaYMMOCTb MHAOPMALIMM OOKYMEHTA, YHUKarNbHOCTb, TUNWYHOCTL OOKYMEHTA.

HanbonbLyto LeHHOCTb cpean AOKYMEHTOB, 06pasylolmxcs B AeATerNbHOCTM OpraHu-
3auUmM, MMET OOKYMEHTbI, OTpaXalolpe OCHOBHYID AeATeNbHOCTb OpraHuM3auum B LESOM U
ee CTPYKTYPHbIX noapasgerieHuin (Bompockbl opraHusaummM paboTbl, NraHMpoBaHWE U OTYeT-
HOCTb, OCHOBHbIE€ HamnpaBrieHUsi AeATeNbHOCTW, KOHTPOmnb W Ap.). [pyras rpynna 4OKYMEHTOB
MMeeT BcCroMoraTenbHblA XxapakTep, GOrbLUyl0 YacTb KOTOPOW COCTaBIiieT NepBuYHble Oyx-
rarrepckmMe [OOKYMEHTbl, [JOKYMEHTbl MO BOMPOCaM CHaGXeHUst opraHusaumy, ObiTOBbIM U
aQMVHUCTPATMBHO-X03 AICTBEHHBIM BOMPOCaM.

Mpy npoBegeHMn aKcnepTusbl HEOOGXOAMMO TaKkKe YYUTbiBaTb 3HAYMMOCTb COObLITUS,
OTPa)KEHHOro B IOKYyMEHTax opraHu3aLum.

O000LWeHVe,NoOBTOPEHVE WHPOPMAaLIMM OOKYMEHTa B WHdOpMaUUM AOPYrMX OOKYMEH-

TOB. Ha noctosiHHOoe XpaHeHue oTompaloTcs OOKYMEHTbI, B KOTOPbIX MHbOpMaums npeacTaB-
neHa B Haubornee o606LEHHOM BUOEe, HanpMMep, CBOAHblEe OOKMadbl, OTYEThI, CNPaBKKW, OC-
HOBaHHble Ha MepBUYHBbIX AOKyMeHTax. OgHako npu OTCYTCTBMM MOAOOHBIX MaTepuanoB Ha
XpaHeHne MOryT OCTaBIAITbCA MNEePBUMHbIE AOKYMEHTbl, Hamnpumep, OTYETbl, CMpaBKW, WH-
dopmaLmm CTPYKTYpHbIX noapasgeneHnn. Kpome Toro, Ha XpaHeHue OCTaBIISIlOTCS NepBuUY-
Hble (MOrroLeHHbIE) AOKYMEHTbI, €CIIM B HUX COAEpPXaTbCs KOHKPETHble CBEeAEHUs!, KOTopble
MOryT MpeacTaBfATb MHTEPEC MNPU U3YYEHMM OCBELLAEMOro BOMpOCa M He HaxoOaT AocTa-
TOYHOrO OTpaXkeHWs! B CBOAHbIX AOKYMEHTaX.

Mpn nNpoBeOeHMM 3KCMepPTU3bl BbIOEIAOTCA K YHUMTOXEHWIO AOYyOneTHble OOKYMEHTI,
O[HAKO MPWU HarMuMM Ha HUX NOASMHHBLIX PE30SoLUUA, MOMET, BU3 Ha XpaHeHne OCTaBIseTCs
NepBbIN 3KIEMMIIAP N KONUA AOKYMEHTA C MOMETaMun 1 BU3aMMW.

Takke BbIOENMSAOTCA K YHUYTOXEHUIO MPOEKTbl U BapuaHTbl JOKYMEHTOB, 3a MCKIHOYe-
HMEM MPOEKTOB M BapuaHTOB Hambornee BakHbiX AOKYMEHTOB B OpraHax 3akoHOAaTeslbHOW U

UCMNOSHUTENIbHOW BracTu.
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Buo gokymeHTa. KOHerTHbIIZ Bua OOKYMEHTa npeadnoriaraeTt OI'Ipe,D,eﬂeHHbIIZ YPOBEHb

cogepxalencsa B HeM MHopMauum, Tak HavbOMbLWMN MHTEPEC MPEACTaBnAT pacnopsgu-
TenbHble OOKYMEHTbl (MOCTaHOBSIEHWUS, NPUKas3bl, pacrnopsbkeHuss 1 Ap.), NPOTOKOSbl Kose-
rmanbHbIX OpraHoB, MEPCNEeKTVMBHbIE MfaHbl M NPOrpamMMbl, CBOOHbIE OTYETbl U aHanMTUde-
CKue crpaBku u ap.

MNoammMHHOCTL OKYMeHTa. Ha MoCcTOosiHHOe XpaHeHue OTOMpaloTCsl MOAJSMHHbIE OOKY-

MEHTbI, B Cllydae OTCYTCTBUS MOOJSMHHMKA €ro MOryT 3aMeHUTb 3aBepeHHble KOMUU OOKYMeH-
TOB. [lpn NIOXON COXPaHHOCTN OOKYMEHTOB KOHKPETHOW OpraHusauum, 0COBEeHHO B Havasb-
HbI1 Nepuog ee pas3BuTUs, umes Lenb opMMPOBaHMS Hauboree MOSHOro KoMMiekca OOKy-
MEHTOB MO UCTOPUM OpraHmM3auum, MOXHO OTOMpaTb Ha MOCTOSIHHOE XpaHeHWe U OOKYMEHTHI,
He obragalroupe pekBUUTaMu HPUONYECKOW LOCTOBEPHOCTW (NoAmucaAMW, neyataMmm n gp.),
HO MMeloLpe MHPOPMALMOHHYIO LIEHHOCTb. OTO — He3aBepEeHHbIe KOMuKM, KOMM JOKYMEHTOB,
NOArOTOBJIEHHbIE C MPUMEHEHVWEM CPEeACTB MHOXUTENbHON TEeXHUKKM, NepcoHasbHbIX KOMMb-
toTepoB ([1K). OgHako Takve AOKYMEHTbl MOryT MMeTb TOJSIbKO CTaTyCc NnpoekTa (YepHOBMKa,
BapuaHTta). [lpn onucaHmm Takmx OOKYMEHTOB HeobOxoauma ccCblfika Ha WX KOMUAHOCTb. [lo-
MMUMO TOrO, KOMWUM, KCEPOKOMUN U KOMMbIOTEPHbIE pacneyaTkM B OTAESbHbIX CIlydadX MOXHO
3aBepuUTb Y COOTBETCTBYIOLLEIO OOSDKHOCTHOMO JiMua opraHusauumi npyu npoBefeHun onuca-
HUA JOKYMEHTOB.
2.1.3. Kputepuun BHeLWWHUX ocobeHHOCTEN

dopma ukcupoBaHUa U Nepegadm coaepaHusd, yaoocToBepeHud 1 oopMieHna aoo-

KymeHTa. [OKyMeHTbl Ha OymaxHOW OCHOBe, nepedaBaeMble Ha MOCTOSIHHOE XpaHeHue,
AOJDKHbI ObITb MPaBWIbLHO OGOPMIIEHbI, U MMETb COOTBETCTBYIOLLME PEKBU3UTLI topuanye-
CKOW gocToBepHocTu (briaHkn, nognucu, neyvaTtn v gp.).

OcobeHHOCTM BHelHero odopmMiieHus (yHUKanbHbIM nepenneT, HeobblyHad dopma,

n3obpasutensHas LEHHOCTb, WIMKOCTPATUBHBLIA Martepuan u T.m.).

dusnyeckoe COCTOsIHME [JOKYMEHTA. HeVICﬂpaBVIMO nospexgeHHble [OOKYMEHTbl Mo-

CTOSIHHOTO XpaHeHusi, Korga bornbLlasg YacTb TEKCTa HeQOCTYrNHa AnA NpoYTeHUs, MoryT 6biTb
BblAENEHbl K YHUYTOXEHWO. [lpy Hammumm pusnmdeckmx OedeKTOB OCHOBbl [JOKYMEHTOB
(yTpaTa yacten QOoKyMeHTa, paspbiBbl M OP.) WM TEKCTa, Korga BO3MOXHO XOTS Obl YacTuuy-
HOe BOCCTaHOBJSIEHME TeKCTa AOKYMEHTOB, coepxaupx ocobyio, Hauboriee BaXHyl WH-
dopmMaumio, OHN OCTaBIAKTCA Ha XpaHeHve C JalbHeulen pecTaBpauven, aesvHpekumnen,
MUKPO(UMbMUPOBaHNEM, OE3VHCEKUMEN U MPUMEHEeHVEM OpYrux BuOOB LUerneBon obpaboT-

KW.
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C uerbl BCECTOPOHHEr0 M MOSHOFO OTPaXeHUs OEeSATENbHOCTM OpraHusauum mnpu
hopmMupoBaHMM ee apxMBHOrO (hoHAA HEOoOXOAMMO KOMIMSIEKCHOE MPUMEHEHUe KpuUTepueB

3KCNepTn3bl LLEeHHOCTN OOKYMEHTOB.

2.2. Nopspok npoBeaeHUst IKCNepTU3bl LEeHHOCTU AOKYMEHTOB

OKcnepTm3a LEHHOCTM OOKYMEHTOB OCYLLECTBIIIETCS B OpraHMsaumsx B npouecce
dopMmpoBaHUS Oen Ha OCHOBE HOMEHKMaTyp Aen n oTbopa LOKYMEHTOB ASi nepedayn Ha
XpaHeHVe B apxuB, a Takke B rOCydapCTBEHHbIX apxvMBax — Mpu ONUCaHUM MPUHATLIX HE 06-
paboTaHHLIMN apXMBHBLIX AOKYMEHTOB (Hampumep: OOLECTBEHHbIX OpraHusauum), nepepa-
6oTKe HeyaoBreTBOPUTESIbHO COCTaBIIEHHbIX OMUCEN, NPU CO34aHMM O6beAVHEHHbIX apXvB-
HbIX (POHOOB M apXMBHbIX KOSEKLMA WU ap.

2.21. lNpn npoBeneHMM 3KCNEPTU3bl LIEHHOCTU [LOKYMEHTOB crielyeT PYKOBOACTBO-
BaTbCH MNepevYHAMMU TUMOBbLIX apXMBHbIX JOKYMEHTOB C YKa3aHMeM CPOKOB XpaHeHus, nepey-
HAMW OOKYMEHTOB, 06pasylolpxca B npouecce AeATeNbHOCTU heaeparibHbiX OpraHoB rocy-
AApCTBEHHOW BriacTW, MHbIX rocygapcTBeHHbIX opraHoB Poccumckon defepaummn, a Takke,
NoABEAOMCTBEHHbIX UM OpraHusauui, C yKkasaHMeM Ha CPOKM XpaHeHus (oTpacrieBble ne-
peyHu), a TakkKe yKasaHVAMU Ha CPOKWU XpaHEeHUs OTAEelNbHbIX BUOOB apXUBHbIX JOKYMEHTOB,
B TOM 4uCrie He BoleumX, B yKasaHHble MepeyHn, KOTopble yCcTaHaBrmBalTca deneparns-
HbIMW 3aKoHaMn n apyrumu degepanbHbiMM HOPMaTUBHBIMU NPABOBbIMU akTamu, B TOM
yncrne pewennamu LISTK degepanbHOro apxMBHOro areHTcTea.

Cpokn xpaHeHusi, YCTaHOBSIEHHbIE UMW SBMAIOTCA 06A3aTenbHbIMU ANd BCeX OpraHu-
3auui He3aBUCUMO OT (OPMbl COBCTBEHHOCTU KaK roCy4apCTBEHHbIX, Tak W Herocyadap-
CTBEHHbIX.

B HacTosilee Bpemsa npu npoBedeHUM 3KCrepTusbl LEHHOCTU yrpaBrieHYeCcKon OOKY-
MeHTaumm npumensietcs "lNepedeHb TUMOBLIX YNpaBrieHYECKUX OOKYMEHTOB, 0Opa3yloLLmXCs
B AEATENbHOCTN OpraHmM3aumn, C ykasaHmem cpokoB xpaHenusa" (M., 2000).

[ns onpegeneHnss CPOKOB XpaHEHUst [OOKYMEHTOB, OOpasyloupxcss B HayyHO-
TEXHUYECKON W MPOU3BOLACTBEHHON OeATENlbHOCTU opraHusauui, npumeHsaetca «llepedeHb
TUMOBLIX [OOKYMEHTOB, obOpasyloupyxcs B AeATeNlbHOCTM FOCKOMUTETOB, MUHUCTEPCTB, Be-
AOMCTB W APYrMX YYPEXOEHWA, OpraHvM3auui, C ykasaHueM CpokKoB XxpaHeHus» Yactb (M.,
1989).

[na otbopa ynpaBrieHYeCKMX JOKYMEHTOB MOCTOSHHOIO XpaHeHus 3a nepuod OO ce-

peauHbl 90-x rogoB (1995), MmoxeT NpUMeHATLCA TOT Xe «[lepeyeHb TUMOBbLIX JOKYMEHTOB,
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obpasyloupxcs B OeATENbHOCTU FOCKOMUTETOB, MUHUCTEPCTB, BEAOMCTB M OPYrUX ydpexae-
HWW, OpraHM3auui, C ykasaHueM CpOKOB xpaHeHus» (M., 1989)

[ns ycTaHOBMEHWS CPOKOB XpaHeHus cheumdunyeckorn oTpacrieBOM OOKyMeHTaumu
NMPUMEHSIOTCS OTpacrieBble NepeyHn, NpUMepHble HOMEHKNaTypbl Aen, U3daHHble B HacTos-
lee BpeMs, a Takke - [0 Bbixoga lepeyHs TvnoBbiX JokymeHTOoB... (M., 2000). Hanpumep:
[MepeyeHb OOKYMEHTOB CO CpokaMum xpaHenuss MuHuctepctBa KyrnbTypbl CCCP, ero yupe-
XoeHun, opraHmsaumn u npegnpuatui (M., 1983), MNpumepHaa HoMeHkrnaTypa Aen BbiCLLero
ydebHoro 3aBegenusa (M., 1999) u gp.

Bblweaume B nocriegHve rogabl OoTpacrieBble MNepeyHu, NpUMepHbie HOMEHKIaTypbl
Aen, corracoBaHHble B YCTAHOBSIEHHOM MOpsA4Ke C YNOSIHOMOYEHHbIMU hefeparbHbiMU op-
raHaMyn MWCMOSHUTENBHON BfIACTUM M YNOMHOMOYEHHBbIMU OpraHamMm WUCMOSHUTESNIbHOW BracTu
cybbektoB Poccuinckon degepauym B obractu apxvBHOro gena, COOTBETCTBYIOT OENCTBYHO-
wemy MepeyHio TUNOBbLIX JOKYMEHTOB M MOTyT ObiTb MCMOMb30BaHbl HEe TOMbKO AN 3Kcnep-
TU3bl LEHHOCTU crneumdundeckon OOKyMeHTauum, HO 1 TurnoBoun. Hanpumep: lNepeyeHb OOKy-
MEHTOB, OOpasylouMxcs B OeATeNbHOCTU OpraHoB YNpaBrieHUsl, BOWHCKMX YacTend BOWCK
rpaxkgaHckon o6opoHbl, nogpasgeneHun MIC, yupexaeHun n opraHusauui cuctemol MYC
Poccun, ¢ ykaszaHuem cpokoB xpaHeHnus (M.,2005), MNMepeyeHb JOKyMEHTOB, 0bpasytoumxcs B
aedatensHoctu MuHucTepcTBa puHaHcoB  Poccuickon depepauuy, opraHusauuin, Haxoas-
LLMXCA B €ro BeAeHun, a Takke hMHaAHCOBbLIX opraHoB cybbekTtoB Poccuiickon degepaumm, ¢
ykasaHvem cpokoB xpaHeHnusa (M.,2003) u gp.

2.2.2. OCHOBHbIM METOOOM 3KCMEepPTU3bl LEHHOCTU AOKYMEHTOB HABISIETCA Henocpea-
CTBEHHasd OUeHKa [OKYMEHTOB, npoBoaumasa paboTHUKOM Mpu YNopsaoyYeHu OOKYMEHTOB,
KOTOpas OCYLLECTBIIIETCA MyTEM MOSIMCTHOrO MPOCMOTPpa M aHanmsa Aen U JOKYMEHTOB.

He ponyckaetcss oT6Op OOKYMEHTOB ANA XPaHEHUA U YHUYTOXEHUS TOSbKO Ha OCHO-
BaHMN 3arorioBKOB Aern.

[NpoBeneHve aKkcnepTusbl criedyeT HauvHaTb C MPOCMOTPa OOKYMEHTOB CryxObl O0-
KyMEHTaLUMOHHOTO obecneyeHna (ynpaBreHue Aernamu, KaHuensapus u gp.), 3ateMm Takux
CTPYKTYPHbIX MoApasgerneHun, kak byxranrepus, oTAen Kagpos, oTpacreBble OTAerbl, Mnpo-
M3BOACTBEHHbIE CTPYKTYpbl M Ap. Ecrm B opraHusauum OTCYTCTBYHOT CTPYKTYPHble Mnoapas-
aeneHns (Hanpumep: ynpasreHus KyrnbTypbl aAMUHUCTPATMBHBIX OKPYroB ropoga Mocksbl,
MyHMLMNAMTETbl, OOLECTBEHHbIE OpraHusauumM u gp.), TO usydeHne AOKYMEHTOB OpraHusa-
UMM criegyeT HadaTb C  OpraHvM3aumMOHHO-pacrnopsauTeSlbHbIX  OOKYMEHTOB, Mfi@aHOBO-
OTYETHOM AOKYMEHTaLuWN.

CrneayeT 06paTutb BHUMaHME Ha TO, YTO B OOKYMEHTaX CTPYKTYPHbIX NOApa3nernieHnn

MOTyT OTJIOXKUTbCA [OOKYMEHTbI KOMUCCUA U KOJSernarnbHbIX opraHoBs opraHmsauun, OOKY-
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MeHTauuoHHOe obecrneveHne KOTOPbIX MOPYY4EHO pPabOTHWMKY OAHOMO W3 CTPYKTYPHbIX MOA-
pasgeneHuin. [JoKyMeHTbl KOMUCCUA U KOServarbHblX OpraHoB BblAENAKTCA B OTAESbHbIE
aena.

2.2.3. B npepenax kaxgoro nogpasgerneHns nosIMCTHO NpocMaTpuBaloT CHayarna [o-
KYMEHTbl MOCTOAHHOINO XpaHEHWUs: MOSIOXEHUHA, MNpuKasbl, NEepCreKkTVBHble MfiaHbl, OTYETH,
pokrnagbl u 1.4. Ecrm no Kakown-nmbo npudmHe NOASMHHUKL 3TUX OOKYMEHTOB OTCYTCTBYIOT, W
UX MOUCK He Aan pes3yrnbTaToB, BbIABIAKT U OTOMPAIOT HA XpaHeHWe 3aBepeHHble KOnun Oo-
KYMEHTOB.

B npouecce nonmMcTHOro NpocmMoTpa AOKYMEHTOB MPOBOAUTCS NpenBaputenbHoOe Bbl-
aeneHve OybreTHbIX 3K3eMMNsipoB, MPOEKTOB, BapuaHTOB. BblaeneHne K yHUYTOXEHWO A0-
KYMEHTOB C MOBTOPAIOLLENCHA MHGOPMaUVENn NPOBOAUTCA TOSbKO MOCTe CBEPKU UX C OOKY-
MeHTaMu, OCTaBSIIEMbIMU Ha XpaHeHve. Kpome MogfMHHUKOB MOTYT OCTaBSIITbCA Ha XpaHe-
HWe [OybreTHble 3K3eMMspbl, MPOEKTbl, BapuaHTbl AOKYMEHTOB MPU HarmmyMm MNOLAMMHHbBIX
BU3, pe3orniouui, NoMeT W MPaBOK TeKCTa, OTCYTCTBYOLMX Ha MNOOSMHHMKE, a TakXe, eciu
NOAMMHHMK HaxXoOUTCSA B NIOXOM (PU3MYECKOM COCTOSHUM.

[Mpn OTCYTCTBMM MOASMHHBLIX 3K3EMMIIIPOB MPOTOKOSIOB U CTEHOrpaMmMm KOHepeHUun,
Cbe3noB, o6WKMX COBpaHWin, «KPYrIblX CTONOB», KOTOpblIe ObliM n3gaHbl TUNorpaddCckum cno-
coboMm, Ha NOCTOSAHHOE XpaHEeHWEe OTOMPAalOTCS MevaTHbIe IKIEMMIAPbI.

Takke Ha MOCTOSIHHOE XpaHeHWe OCTaBIIATCA OpOLLOpbI, MaroTUpaXHbIe nepuoan-
Yyeckue WusgaHus, arutauvoHHble MaTtepwuarnbl, aduum, MOAroTOBSfEHHbIE B OpraHusaumm u
uverLye 3HayeHve OSi1 BCECTOPOHHEro packpbiTUA ee AesTerlbHOCTU. OTo B BosbLuen cTe-
MEeHN OTHOCUTCS K OBLLECTBEHHBbIM OpraHvM3auMaM, opraHusauusim B obracTu KynbTypbl U ap.

[OKyMEHTbl MOCTOAHHOIO XpaHeHus (MpuKasbl, LWTaTHbIEe pacnucaHus, ykasaHus W
ApP.), Pa3MHOXeEHHblEe B HECKOSIbKUX 3K3eMMfsapax M HanpasfieHHble AN CBeAEeHUs B CTPYK-
TypHble nogpasgeneHns (gybreTHble 9SK3eMNsApbl) BbIAENAITCA K YHUMTOXEHWMO Mocre
CBEPKM C MOAMMHHBbIMUK 3K3EMMIIipaMn, KOTOpble OCTalTCH Ha XpaHeHWe B COCTaBe [OKYy-
MEHTOB TeX CTPYKTYPHbIX nogpasaeneHwn, rge oHn Obifm co3gaHbl M OTnoXumeb. [Mpu
yTpaTte MNOAMMHHOIO 3K3emniapa AOKYMEHTa MOXHO B3SiTb Ha XpaHeHve OAWH 13 OybreTHbIX
9K3eMMNMAPOB C yKa3aHWEM KOMWUHOCTU MPU OMUCaHUM.

PacnopsigutenbHble OOKYMEHTbI BbILLECTOSILLMX OpraHusauui, npuciiaHHble B OpraHu-
3aumio Ans pyKoBOACTBA W CBEAEHMH, MPOCMAaTPUBAlOTCA C LeSbio BbISBIEHUA OJOKYMEHTOB,
OTHOCSALWXCS HEMnoCpeACTBEHHO K AeATeNlbHOCTM AaHHOW opranusauumm, Ux dopmupyoT B
oTAerbHble ferna AN BKIOYEHUS B OMUCb MOCTOAHHOMO XpaHeHWUs, eCriv AOKYMEHTbl Bbllle-
CTOSILMX OpraHusauun He MOCTynawT B OOWH apXvB C JOKYMEHTaMu OpraHusauum, B KOTOPOW

BeOeTcd ynopdanoyveHne OOKYMEHTOB. BbisiBrienve YKa3aHHbIX OOKYMEHTOB BaXHO TakKXe A
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NMOArOTOBKN UCTOPUYECKOW crpaBku 06 MCTOpMKM opraHusaumun, a Takke OHU MOryT OblTb MC-
Nonb30BaHbl MpPU YTOYHEHUM (HOHAOBOMW MPUHALNEXHOCTU AOKYMEHTOB OpraHusaumm (nocta-
HOBJIEHWS, NMPUKasbl U Ap. O CO3OaHMK, peopraHM3auuy, JIMKBuaaummM opraHusaumm).

Ecrm B dhoHoe opranmsaumm mmetoTca oTyeTbl 0 npoBegennn HAP, coumonormndeckmnx
OrnpocoB, MeToAMYecKne pekoMeHdauum Mo BOMpPOCaM OCHOBHOW AeATEeNbHOCTUM opraHusa-
UMK, BbIMOSIHEHHbIE OPYrMMU OpraHuM3auMaMu no 3akasdy OaHHOW OpraHuMsaumn, OHW BKIOYa-
IOTCS B ONUCW el MOCTOSIHHOrO XpaHeHUs C Lerbio BCECTOPOHHEr0 OCBELLEHUS AeATesbHO-
CTWU opranudaumn. Npu onucaHMM TakMx OOKYMEHTOB Heobxoaumo obsisaTenibHOe ykasaHue
aBTopCTBa.

Ecrm npu npoBegeHun akcnepTusbl LEHHOCTU OOKYMEHTOB Oblfio BbISIBIIEHO OTCYT-
CTBWE rOAOBbIX MIi@HOB, OTYETOB MO OCHOBHOW OEATENbHOCTW, Byxrarmrepckmx rogoBbiX oT4ye-
TOB, TO Ha XpaHeHWe HeobXo4MMO OCTaBUTb KBapTasbHble MiaHbl U OTYETbl, MPU OTCYTCTBUM
CBOAHbIX rOAOBbIX OTYETOB MO OCHOBHOW AEATENbHOCTU OpraHusauumM Ha XpaHeHue MOXXHO
B3ATb rooBbl€ OTYETbI CTPYKTYPHbIX NOApasdefieHnd OpraHusauum.

2.2.4. Tpw yTpaTe nMUEBbIX CHETOB PabOTHMKOB OpraHuM3auum Ha XpaHeHue OCTaBIis-
I0TCA pacyeTHO-MNaTeXxHble BeAOMOCTU Mo 3apaboTHou nrate. B page opranusaumi mmue-
Bble cyeTa BedyTCHA TOSIbKO Ha LUTaTHbIX PabOTHWKOB, HA BPEMEHHbIX — 3anofHAKTCA pac-
YeTHO-MraTeXxHole BeAOMOCTW. B 3TOM criydae Ha XpaHeHve OCTaBIisalTCA JMUEeBble cyeTa
LWTaTHbIX PabOTHMKOB W pacyeTHO-MraTexHble BEAOMOCTW, B KOTOPblE BKMOYEHbI BPEMEH-
Hble paboTHMKW. Kpome TOro, B TBOPYECKMX OpraHuMsaumax (pefakumsax XypHanoB, usga-
TenbCTBax, TeaTpax v Ap.) UMEKTCS NiMueBble cyeTa Mo BbiMniaTe roHOpapoB, KOTOPbIE TaKke
BKIMIOYAOTCA B ONWUCK Aen Mo JMYHOMY COCTaBy.

Pac4yeTHo-nnaTexHole BeOOMOCTM B [Oeronpov3BOACTBE OpraHusaumMn 4ale BCero
dopMUpYIOTCS B Jeria BMeCcTe C NepBUYHbIMU OyXrarmepckumu OOKyMeHTamu. PacuyeTHo-
nraTexHole BeLOMOCTU BbIAENATCA U POPMUPYIOTCS B OTAESbHbIE Aera.

MNpu npoBefeHMN 3KCNepTUsbl LIEHHOCTU LOKYMEHTOB, BKIMOYEHHbIX B COCTaB JIMYHbIX
Aen paboTHUKOB, MOMMMO BbIAENEHUS K YHUYTOXEHUIO AYOreTHbIX 3K3eMMsipoB, YepPHOBW-
KOB MPUKa30B W XapaKTepUCTWK, BbIOENAITCA KOMUA NacrnopToB, TPYAOBbIX KHWKEK, Meau-
LUUHCKME CnpaBKuW, CrpaBKku C MeCTa XUTernbCTBa, KOTOpble B OEUCTBYIOLEN OpraHusaumMm Mo-
ryT popMmpoBaThbCA B OTAESbHbIE [era U XpaHUTbCA OO MWHOBAHUA HagobHOCTW, a B K-
BUOVPOBAHHOW BbIOENATCS K YHUHTOXEHMIO.

OTO MONIOXEHME HE OTHOCUTCA K JIMYHBIM AefiaM rocydapCTBEHHbIX FpaXKgaHCKUX Criy-
Xalyx, 9KcrnepTmsa LLEeHHOCTU KOTOPbIX HE MPOBOOUTCS.

2.2.5. lNpwn aKkcneptuse LEHHOCTM criegyeT obpawaTe ocoboe BHUMAHME Ha LOKYMEH-

Tbl C BPEMEHHBbIMU CPOKaMn XpaHeHus, umerowmmn otmeTky «3IlMK». OtmeTka «3IMK» 03Ha-
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YyaeT, YTO YacTb JOKYMEHTOB, MPeACTaBrfiEeHHbIX B Aerle MOXET MMETb Hay4yHO-UCTopuYeckoe
3HaYeHne 1 B YCTAHOBIIEHHOM MOpPSAKe OO0JDKHA nepegaBaTbCs B rOCY4apPCTBEHHbIE apXMBbI
WM MOCTOSIHHO XPaHUTLCA B opraHudauun. K Takum OOKYMEHTaM OTHOCATCS WHopMauuu,
CrpaBku MO OrnepaTUBHO-OTPACNEBON OEATENbHOCTW, Nepenncka, AOKMaaHble 3anuckm pyko-
BOACTBY opranusaumm n gp. OThopy Ha NOCTOSIHHOE XpaHeHue MnoarnexaTt OOKYMEHTbI, oTpa-
Xallme OCHOBHble HanpaBfieHUs OeATENbHOCTU OpraHvM3auum B COOTBETCTBUM C ee Luerne-
BblM Ha3HAYEHUEM.

Mpn NpoBeOeHMn 3KCnepTusbl LIEHHOCTU AOKYMEHTOB Aerfio ¢ otmeTtkon "OTMK" npo-
cMaTpmBaeTCcsl MOSMCTHO. [JOKYMEHTbl MOCTOSIHHOIO XpaHeHUs BbIOENAKTCA U U3 HUX doop-
MUPYIOTCA OTAEeSbHble Aera, KoTopble OyayT BKMOYEHbI B OMUCH AeN MOCTOSIHHOrO XpaHe-
HuA. OcTaBWMECH OOKYMEHTbI BPEMEHHOIO XPaHEHMSA XPaHATCS B TEYEHME CPOKOB YCTaHOB-
NEHHbIX MEePEYHAMU UM HOMEHKIIATYpon Aen.

Cpean Taknx OOKyMEHTOB 0coboe MEeCTO 3aHMMaEeT KOMMMEKC LOKYMEHTOB «MNepenmc-
ka». OHa obpasyeTcs B pesynbTaTe OCYLLECTBSIEHUS CBSI3el OpraHusauyin C BblLLECTOS LMY
N Opyrummn opraHmsaumsamu. B nucbmax Moryt cogepkaTbCs BOMPOCHI, HE OCBELLEHHbIE UMK
HeOCTaTOYHO OCBELLEHHbIe B ApYrMxX AOKYMeHTaX. B HUX oTpaxatoTcs BONPOCHlI O MraHMpo-
BaHMM N PUHAHCUMPOBAHMN AEATENIbHOCTM OpraHmMsauum, O COrfiacoBaHUM WM YTBEPXOEHUM
AOKYMEHTOB, WH(POpPMMPOBaHMM O XOo4e W pesyrbTatax WCMNOSHEHUs MopydeHud wn  ap.
Haunbonee BaxHble n obragatoume MHHOPMALMOHHOM LEHHOCTbIO MUcbMa Heobxoaumo
OCTaBUTb Ha MOCTOSIHHOE XpaHeHMe.

B pene ¢ nepenuckon MOryT COAep)XaTbCs KOMUM CNpaBOK, OTYETOB WM OPYrUX OOKY-
MEHTbI, HanpaBfsieMble B BbILECTOSALUME W MNOAYMHEHHbIE Opranuzauun. [pu nrnoxom co-
XPaHHOCTU OOKYMEHTOB OpraHusaumm HeobxoauMoO BbIAENMTb KOMuMM Hauboriee BakHbIX OO-
KYMEHTOB OJ151 BKIHOYEHUS] B OMKUCb AEN NMOCTOSIHHOIO XpaHeHws!.

[Mpn oTOOpe Ha MOCTOSIHHOE XpaHeHWe OOKYMEHTOB criedyeT obpaTuTb BHUMAHVE Ha
nMcbMa, obpalleHust rpaxkaaH. lNpeanoxeHuns, 3aaBreHust, xanobbl rpaxagaH B opraHbl 3ako-
HOA4ATENbHOW WM WUCMOSHUTENbHOW BIACTW, rOCYAapCTBEHHbIE, OOLIECTBEHHLIE M Opyrve op-
raHM3auum 4BIISIIOTCA  CYLLECTBEHHbIM MCTOYHUMKOM MHGOPMauuM O pPasiMyHbIX CTOPOHax
Xn3HM obLecTBa M 4YernoBeKka, NO3TOMY Haubornee BaXHble WU MHTEPECHbIE U3 HUX MoAnexar
npvemMy Ha NMOCTOSIHHOE XpaHeHuve.

OOGpalleHuna rpaxagaH COCTaBfAKT 3HAYUTESbHYIO YacTb AOKYMEHTOB paga opraHusa-
LW, OHWN SBMISIIOTCA MacCOBbIMU JOKYMEHTaMK, KOTOpble XapaKTepuayloTCA OLHOTUMHOCTbLIO
N NOBTOPSIEMOCTbIO COAEPXKaHUSA, MOSTOMY Mpu OTOOpe obpalleHWn rpaxkgaH criegyet pyko-

BOACTBOBATbCA ClieAylouMUN KPpUTEPUAMI.
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- 3HadeHue wuHopmaumm, cogepxawenca B obpaweHuax. OH npegycmaTpmBaeT OT-
Oop AOKYMEHTOB MO Hamvboree 3HauYvMbiM B KOHKPETHbIN Nepuoa BPpEMEHM BOMpocawm;

- aBTOPCTBO OOpalleHus. Ha nocTtosHHoe XpaHeHve Gornee npeanodTuTerbHO OTOU-
paTb oOpalleHnss BUOHbIX TOCYAAPCTBEHHbIX, MOSMTUYECKMX W OOLLUECTBEHHbIX AeATernewn,
aedatenen Hayky, KynbTypbl, MPou3BOACTBa, Yy4YacTHWKOB Bermkon OTeyeCTBEHHOW BOWHbI,
BOWHOB-VHTEPHALIMOHANMUCTOB, KOJSIMEKTMBHbIE OoOpalleHus wn ap.

- MOfHOTa KOMMSEKCa OOKYMEHTOB, 0OpasyloLLmxcs B mpouecce paccMoTpeHuns obpa-
weHus. ObpalleHnsa rpaxgaH NpUHUMaroTCs BMECTe C MOSIHbIM KOMMIEKCOM AOKYMEHTOB MO
NX PaCCMOTPEHMIO.

PekomeHayeTcsi oTkasaTbCs OT npvemMa Ha MOCTOSIHHOE XpaHeHue obpalleHun rpa-
AaH U3 Yucra OAHOTUMHBIX, MH(popMaLMA O KOTOPbIX AOCTAaTOYHO MOSHO OTpaxaeTcs B A0-
KyMEeHTax Mo aHarmsy 1 06o0LeHno obpalleHuin rpaaaH.

[MpeanoyteHne otaaeTca TeM obpalleHusiM rpakgaH, AOCTOBEPHOCTbL (PaKTOB KOTO-
pbIX noaTBepXdeHa B XO4e PacCMOTPEHUS, KOTOPbIE OTIOXWIMCb, Kak MpaBwurio, B MOSIHOM
KOMMriekce, Havboree sIpKMe Mo U3MOXEHWUO, NOASMHHUKK. HeobxoamMmo yunTtbiBaTb, AOSO-
XeHO 1M obpalleHne pyKOBOACTBY, UMEKTCA M NOMETbl U pe3osniouum pykoBoauUTernen,
onpegendaiouye nyTM peleHnss nocTaBlieHHbIX B 0BpaLleHMaX BOMPOCOB.

*kk

Mpn npoBeaeHUM 3IKCNEpTU3bl LIEHHOCTU OOKYMEHTOB OpraHuMsaumm BbIOENSTCA K
YHUUTOXEHUIO Oerla U OOKYMEHTbl C WUCTEKLMMM CPOKaMM XPaHEHMS, KOTopble cucteMaTunau-
PYIOTCA MO onpefesieHHbIM rpynnam Ass nocreaylowero CoCTaBfieHs akta O BblgerneHun K
YHUUTOXEHMIO OOKYMEHTOB M A€ C UCTEKWMMWN CPOKaMU XPaHEHMS.

[OKYMEHTbl MOCTOSIHHOrO XpaHEeHUs OpraHuM3auui, He SBMSAIWUXCH WCTOYHUKaMU
KOMMSIEKTOBAHNA FOCYOApPCTBEHHbIX apXMBOB XPAHATCHA B OpraHmMsaumm 0O JKBuaauuv gax-
HbIX OpraHusauvn 1 npu MKBUAAUUM — BbIOENSATCA K YHUHTOXEHUIO MO akTy C yKasaHuem B
HEM COOTBETCTBYOWWMX cTaTenm «[llepeyHsa TUNOBbIX YMNpaBfieHYECKNX [LOKYMEHTOB ...» WU
nyHKTa 2.4.2. ykasaHui no npumeHeHuo lNepeyHsa, B KOTOPOM JaeTcs pasbsCHEHUs O CpOKax
XpaHEHMS BbllEyKa3aHHbIX OOKYMEHTOB.

Mo pesynbTatam 3KcnepTM3bl LEHHOCTM OOKYMEHTOB COCTaBAKTCA Onucu gen no-

CTOAHHOIO, BpeMeHHOro (CBbILLIe 10 J'IeT) XpaHeHnA u no JindyHOMY COCTaBy.



20

3. ONPEQENEHUE ®OHOOBOW NMPUHALNEXHOCTU
OOKYMEHTOB OPIrAHU3ALUU

B npouecce npoBegeHns 3KCNepTU3bl LIEHHOCTUM [OKYMEHTOB MpW HeobxoaumocTu
ocylecTBndgeTca paboTta nNo YTOYHEHWIO W onpedeneHuo (oHOOBOW MPUHALNEXHOCTU [O-
KYMEHTOB.

Onpepenenve mrM yTouHeHWe (POHOOBOW NMPUHAANEXHOCTU OCYLLECTBIIIETCA B Opra-
HM3aumax (dpoHagoobpasoBaTendx) B npouecce otbopa AOKYMEHTOB S nepefadn Ha Xpa-
HEHVe B rocydapCTBEHHbIN apxvB, a Takke B roCydapCTBEHHbIX apxvMBax — Mpu OnucaHum
NPUHATBIX He 0O6paboTaHHbIMU apPXMBHbLIX AOKYMEHTaX, nepepaboTke HeyaoBreTBOPUTESbHO
COCTaBJfIEHHbIX OMnuUcewn, NMpu co3gaHnm O6beaMHEeHHbIX apXVBHbIX (POHOOB U apXMBHBIX KOJt+
neKuMn, ucnpaeneHm ouwmbok hoHaupoBaHUa u ap..

Onpepenenve OHOOBOW MNPUHALMEXHOCTU OOKYMEHTOB 3aK/o4aeTcss B OTHECEHMU
MX K pOHOY COOTBETCTBYIOLLEN OpraHu3auun.

3.1. Tpn onpegeneHmm ¢OHOOBOW MPUHAAMEXHOCTU OOKYMEHTOB OpraHusauum yyu-
TbiBaeTCH crieayloLlee:

Becb KkoMnnekc [OKYMeHTOB, Obpasyloumics B OeATeNbHOCTU HpUOMYECKOro WM
dom3nyeckoro nmua, CocTtaBrideT ero JOKYMeHTalbHbI GOOHL.

Opuandeckoe wrm pusmdeckoe mmMUO, B OEATENbHOCTM KOTOpOoro obpasyeTcs AOKYy-
MeHTanbHbIN oHa, sBnseTcs oHgoobpasoBaTenem.

[ns opraHnsaummn - poHgoobpasoBaTens xapakTEpPHO Harnmyue:

- NpaBoBOro akta o6 ero obpasoBaHuK, 3adadvax U nopsagke OesATenbHOCTU (nosioxe-
HWe, ycTaB, MOCTAHOBSIEHME, PacCropsiKeHue, npvkas u ap.);

- caMmocTosiTeNnbHOro 6anaHca (CMeThbl) U pac4eTHOro cyeta B H6aHke;

- LTATHOrO pacrnucaHuns;

- nevatn 1 6raHKoB.

Bxoaauwme OOKyMEHTbl OTHOCATCA K dpoHOY TOW opraHusaumm, KOTOPOWM OHWU MOSTydEHbI,
nx boHOoOBasi MPUHAOSIEXHOCTb OonpefenseTcs Mo TakMM pekBu3uTaM OOKYMEHTa Kak ajpe-
caT, perucTpaumoHHbIN LWTamn, pesortoumn, rno coaepXaHmo OOKYMEHTOB.

Konun mncxogaumx OOKYMEHTOB OTHOCATCA K dooHOy TOM OpraHvsauuu, Kotopasi siBfis-
eTCsl MX aBTOPOM, UX PoHOOBAsA MPUHAASEXHOCTb onpeaenisieTca no noanuMcam, 4erionpouns-
BOACTBEHHbIM NMOMeTaM, COAEPXaHMIO AOKYMEHTOB.

[oKyMeHTbl BHYTPEHHEro obpalleHusi OTHOCATCA K hOHAY TOW opraHusaummn, KOTOpou
OHM COCTaBrieHbl, UX (POHOOBAS MNPUHALSIEXHOCTb OMpeferiieTcs rno Ha3BaHuo OpraHu3a-

umn, noanncam, cogeprkKaHuo.
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[ena, KoTopble BenMCb MnocriegoBaTeNibHO B ABYX OpraHMsauusax, BKMOYaTCA B CO-
CTaB apxvMBHOro hoHga TOW opraHu3aumn, B KOTOPOW OHM Oblfiv 3aKOHYEHBLI MPOM3BOACTBOM.
B cnyyae rwkBmgaumm v peopraHvMsauum opraHusaumMm c¢ nepegaden ee yHKUUA BHOBb
CO34aHHOW OpraHuM3auuM, 3akKOHYEHHble MNPOM3BOACTBOM [Jefia BKHOYAOTCA B apPXMBHbIN
doHO NMKBMOMPOBAHHOW OpraHmM3aumy, a He3akoHYeHHble Aera, nepedaHHble OSi1 OKOoH4Ya-
HMA NPOM3BOACTBOM OpraHusaumMnm - NPEEMHUKY, BKIIOHAKOTCA B apXvBHbIN POHA nocren-
HEWn.

JInuHble pena, ecnm OoHWM NepegaBanmMCb U3 OOHOW OpraHv3auum B OPYrylo B CBHA3W C
NnepeBoaOM COTPYOHMKOB, BKIOYAOTCA B (hOHO MOMyYMBLLEN WX OpraHvM3auum.

3.2. B cocTtaB hoHaa opranuzaumMm BXoasT:

- JOKYMEHTbI COBeLATENbHbIX OPraHoB, CO34aHHbIX MPU opraHu3aumm (KOMUCCUK, CO-
BeTbl 1 Op.);

- OOKYMEHTbl BPEMEHHbIX agMVHUCTPaUMA OpraHuM3auui, Haxogaumxcs B cTagum
GaHkpoTCTBa (KOHKYPCHbIE ynpaBrsaiowme v ap.);

- DOKYMEHTbI JIMKBUOALMOHHOW KOMMUCCUM OpraHu3auum;

- [OOKYMEHTbl OOLLEeCTBEHHbIX opraHm3aumnm (NPodCorO3HbIX, CMOPTUMBHBLIX W Ap.), CY-
LLeCTBOBaBLLMX MPU OpraHmM3auusix 40 NpuHATUA 3akoHodaTenbctBa Poccuiickon depepa-
Lum 06 obecTBeHHbIX 06beanHeHunax (1992 ropn).

3.3. He siBnaeTca ocHoBaHveM Ans CO34aHMs HOBOrO apXMBHOro dooHaa:

- pacCLMpEeHVE WM CyXEHUE TeppuTopuarnbHbIX FPaHvL, OEATENbHOCTU UM dOYHKLMIA
opraHumsaumv;

- BblAENEHVE M3 OpraHM3aumm O4HOW UM HECKOMbKMX HOBLIX OpraHusauuin c nepepa-
4Yen UM OTAESNbHbIX (PYHKUMA NepBOW OpraHusauum;

- M3MEHEHWEe MOLYMHEHHOCTU opraHu3aumn, (B TOM 4uCrie nepexod U3 MNoAYMHEHUS
cybbekta Poccunckon depepaumm B doegeparnbHoe nogumMHeHve unm HaobopoT), 3sMeHeHve
ee CTPYKTYpbl, NEPEUMEHOBAHME WM BHECEHWE W3MEHEHWA B Ha3BaHWe, He COMNPOBOXOaAto-
LLMEeCs M3MEeHeHUeM nepBOoHaYaribHbIX YHKLWIA,

- peopraHuszauus opraHusauum, eciim OHa He MOBIieKna 3a CoOOM KOPEHHOro M3MEHe-
HUS ee OesiTeNnbHOCTY;

- CMeHa ydpegutena opraHusaumm, 6e3 mameHeHuss opMbl COBCTBEHHOCTU UMYLLIE-
CTBa 9TOM OpraHusauun.

- JWKBMOaAUMs opraHusaumn npu ee nocriedyowemM BOCCTaHOBIIEHUN C TEMU e (PYHK-

UunaM1M N Ha3BaHNEM.
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3.4. CamocTosiTenbHble apxmMBHble (hoHObI CO3aatoTCsA:

- Npy peopraHusauumM opraHusauum B Crfiydae KOPEHHOr0 W3MEHEHUs ee LereBoro
HasHaveHusi, Npoduna OesaTernbHOCTU N (PYHKUNK;

- npu npeobpasoBaHuM opraHM3aumm ¢ U3MeHeHneMm opmMbl COBCTBEHHOCTU MMYLLE-
CTBa opranusauum (npuBaTtmMsauusi, akuMoHMpOBaHWE U Op.);

- npun npeobpasoBaHMM MyHMUMMNANbHLIX ObpasoBaHui (MX o6beavHeHwun, pasgene-
HAW, U3MEHEHUN CTaTyca ropoACKOro nocerieHus);

- NpU CO34aHuM [OYEPHUX OpraHusauun, umanoB, OTAENEeHUW, SBMAOWMXCH opu-
AVHECKMM JULIOM;

- [JOKYMEHTbl OOLIECTBEHHbIX OpraHuM3auun, CyeCTBYOWMX Npu doHaoobpasoBate-
X ¢ MOMEHTa WX peructpaumm B COOTBETCTBUM C 3akoHoAaTenbcTBOM Poccunckon dene-
paumm 06 obLeCTBEHHbIX 06beauHEHVAX, MPEeaCTaBfsaT cobon camocToATeNbHbIE (POHAbI.

3.5. B cBA3n C uU3MeHeHneM KOHCTUTYLIMOHHBLIX OCHOB Poccunckon depepaumm OOKY-
MEHTbl 3aKoHOAAaTernbHOW M UCMONHUTENbHOM BractTn cybbekta Poccurickon depepaumm (B
YacTHOCTU ropoaa MockBbl) COCTaBMAOT HOBbIE apXMBHbIE (DOHAbI.

[lOKyMeHTbI OTpacreBblX OPraHOB WCMOSMHUTENbHOM Briactu cybbekta Poccurckomn
depepaumm (ropoga MockBbl) OO M NOCTE U3MEHEHUS] KOHCTUTYLMOHHBIX OCHOB Poccuickon
depepaumm COCTaBAKT eAuHble apxvBHble OOHAObI, €CrM UX 3agauv U PYHKLMM OCTarnmcb
6e3 M3MeHeHWN.

3.6. [JOKyMeHTbl OpraHoB roCcy4apCTBEHHOW BfiacCTV U MECTHOrO camoynpasrieHusi, 06-
pa3oBaHHbIX B CBSA3W C BBEAEHMEM HOBOMO aAgMUHUCTPATUBHO-TEPPUTOPUASBHOMO AerNieHns
COCTaBIIHtOT HOBble (POHAbI.

M3ameHeHve rpanuy TeppuTopuaribHbiX 00pas3oBaHUi MPU COXPAHEHUM MPEXHUX opra-
HOB roCydapCTBEHHOW BracT U MECTHOIO CamoyrpaBrieHUs He ABISIETCH OCHOBaHVEM )8
CO3aHna HOBbIX (POHOOB COOTBETCTBYIOLLMX OpPraHoOB rocygapCTBEHHOM BSfiaCTU U MECTHOrO
camoyrnpasrieHus

3.7. [okyMeHTbl npencTtaBUTESNTbHONO U UCMOJSHUTENBHO-PaCcnopsaanTESNTbHOrO OpraHoB
MyHMLMNabHOro obpasoBaHUs COCTaBMAKT €AMHbIN apXMBHbIA boHA,.

3.8. XpOHOSOrMyecknMn rpaHmLamMmm apxmBHoOro ooHaga rocyaapCTBEeHHOro opraHa, op-
raHa MecTHOro camoyrpasfieHns, opraHMsaLmMm ABMASOTCA YCTaHaBfMBaeMble Ha OCHOBE CO-
OTBETCTBYIOLWX HOPMAaTMBHbIX aKTOB oduumMaribHble gaTbl UX obpasoBaHus, pernctpauum u
vkBugaumn. pyn HamMuMm HECKOSbKMX HOPMAaTMBHBLIX aKTOB 3a gaTy obpasoBaHus NpUHW-
MaeTcsa faTta Havboriee paHHero u3 Hux.

XpoHosormyeckne rpaHvlbl apxvMBHOro (poHga MOryT He coBragaTb C KpavHvMu Oa-

TaMn CoCTaBJIAIOLMX €ro OOKYMEHTOB B CBA3WM C BO3MOXHbIM OTCYTCTBMEM [OJOKYMEHTOB
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HayarbHOro UMM 3aBepLLaloLLEero atana AeaTerNbHOCTW, BKIYeHWeM B cocTaB ¢hoHaa 6ornee
paHHMX OOKYMEHTOB, MepefaHHblX AN 3aBeplieHus MNpou3BOACTBA Aefla npeallecTBeHHU-
KOM.

3.9. lNpn onucaHMM OOKYMEHTOB OpraHusauun, npu nepepabotke onucen MoryTt co-
30aBaThbCca 00 beauHeHHble POoHAbI.

Ob6beanHeHHble apxMBHbIE (POHAbLI MOTYT BblTb CHOPMUPOBAHBI 13 JOKYMEHTOB:

- OpraHv3auum, oOHOPOAHbIX MO LUerieBOMY HasHa4eHUo N PYHKUMAM, OEeVCTBYHOLLMX
Ha onpeerieHHON TeppuTopum;

- PYKOBOOALEro opraHa M NOAYMHEHHbIX €My OpraHuMsauun, OEeWCTBYIOUWMX Ha ornpe-
AENEeHHON TeppuTopum;

- opraHusaumn, oobeanHeHHbIX O0OBEKTOM OeATENbHOCTY;

- nocriegoBaTesflbHO CMEHSBLLMX OpYr Apyra opraHusaumn, ecim OyHKUMM npegLle-
CTBEHHUKOB, MOSHOCTbIO UM YaCTUYHO nepedaBarmcb M NepeaarTCa UX NpeemMHuKaMm.

XPOHOMOrM4ECKMMIN rpaHMLamMn o6beaNHEHHOrO apXMBHOro ooHAa ABMSKOTCA — AaTbl
obpasoBaHusa (peructpauum) Hauboriee paHHeEn M FvKBuaauum Havboree nosgHen no Bpe-
MEHN OeSATENbHOCTM OpraHM3auuin, OOKYMEHTbl KOTOPbIX BOLWWM B COCTaB 0ObeAVHEHHOro
apxvBHOro onHaa.

3.10. N3 oTgerbHbIX paspO3HEHHbIX AOKYMEHTOB OpraHusauun, VMEeKWMX HayyHoe
3HayeHve n onpegerieHHble NPU3Haku OBLWHOCTU (NpU OTCYTCTBMM (POHOOB YKa3aHHbIX opra-
HM3aLMA B apxuBe) MOryT ObiTb CPOPMUPOBaHbI KOSNEKUUU AOKYMEHTOB. ApXMBHbIE KOS
nekuumM MOoryT MoCTyMUTb B apXvB B BUOE YXKe CIIOXMBLLMXCA OOKYMEHTasbHbIX KOMMIEKCOB,
KOTOpble pacopMMPOBaHMIO He noasiexar.

XPOHOSIOrM4YECKUMIN FpaHLaMN apXMBHOW KOSIMEKUMN SBMAKOTCH AaTbl CaMOro paHHe-

ro n camoro no3gHero JoKymeHra.
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4. P OPMUPOBAHUE N NEPE®OPMUPOBAHWUE OEJ

B cooTBeTCcTBMM C COBpPEMEHHbIMM TpeboBaHUAMW MOCTAHOBKM [OENONPOM3BOACTBA
[erna MOCTOSIHHOTO XpaHeHVst U MO JIMYHOMY COCTaBYy [OJPKHbI (DOPMMPOBATLCS, a TaKke
ochopMIATLCS B CTPYKTYPHbIX MOApa3ferieHusiXx B COOTBETCTBMM C HOMEHKIATypon Aen u
TOJbKO MOCre 3TOro NepefaBaTbCs B apXMB OpraHv3aumn.

MpakTuka nokasbiBaeT, YTO 3TN TpeboBaHUA B GONMbLWMHCTBE OpraHv3auuin He cobrio-
AalTcst WM cobriogatTes YacTuiHO. [JOKyMeHTbl (QOpMUpYHOTCSt B Aernia C OTCTYNNeHUsMu
OT HOMEHKIaTypbl Aen, a Npu ee OTCYTCTBMM FPYNNMPYIOTCA B Aeria B MPOM3BOSIbHOM MOpsia-
ke. [JOKyMeHTbl, HaxoOsaTCs Ha CKOpOCWWBATENAX, B KOTOPbIX OHW CUCTEMATM3MpPOBaHbl B
o6paTHOM XPOHOMOrMYECKOM MopsiaKe, KOrMYecTBO IMCTOB B Aerne npesbiwaeTt 250, oT-
AenbHble JOKYMEHTbl MOMELLEHbl B MracTvkoBble dairbl 1 Ap. B aena nomewgaoTcs BTopble
3K3eMMNIIPbl M KOMUM OOKYMEHTOB, YEPHOBVKM, pa3po3HeHHble AOKyMeHTbl. YacTo, B cryyae
MVKBUOAUMN opraHn3auum OOKYMEHTbl NMepefaroTcsi B apxvB B COCTOSIHAM pocchinn. [MoaTo-
My, NMpaKTU4YecKn, BCEraa npu onucaHuM LOKYMEHTOB TpebyeTcs nmpoBoAvTb (POPMUPOBaHME

nmm I'IeperOle/IpOBaHl/le Aen NoCToAHHOIo XpaHeHuAa U no JindHoOMy COCTaBy.

4.1. OcHOBHbIe TpeboBaHUA K hopMMpoBaHUIO gen

[Mpn dopmMupoBaHMM OeN OCYLLECTBAETCS OTHeCeHWe OOKYMEHTOB K onpeaerieHHOMY
Aeny n cuctemaTtmsaums OOKyMEHTOB BHyTpu agena. [pu nepedopmupoBaHun gen Henpa-
BWbHO CrpynnMpoBaHHble OOKYMEHTbl B Aefia pacdopMmpoBbLIBAOTCA M Aena opMupyroT-
CH BHOBb.

[Mpn npoBeaeHWn rpynnMPOBKM OOKYMEHTOB B Aefia criegyeT pyKoBOACTBOBATbLCHA HO-
MEHKINaTypon Oenl opraHvsauum, npu ee OTCYTCTBMM — MPUMEPHON HOMEHKMaTypowu Aen ofn-
HOPOAHbLIX OpraHu3auuin, OTpacrneBbIM U TUNOBLIM NEPEYHEM.

4.1.1. MNpwn aTom Heobxoaumo cobrnogaTh criegyrouye TpeboBaHWS:

- BKOYaTb B Jera MogfvHHble [OKYMEHTLI, M, KaK YKe YOMMHAIOCb paHee, B OTAESbHbIX
Crydasix npyv OTCYTCTBMM MOASMHHBIX AOKYMEHTOB B [era MOryT BKHOHATLCS 3aBEpPEHHbIE KO,

- OOKYMEHTbl MOCTOSIHHOIO M BPEMEHHOrO XpaHeHust rpynnupoBaTh B OTAESbHble Ae-
na;

- BKMOYaTb B AESI0 MO OAHOMY 3K3EMMIIAPY KaKOoro AOKYMEHTa, (B AENi0 MOryT BKIIO-

4YaTbCA 4YepHoBbie U ,D,y6]'leTHbIe AK3eMMApbI Hanbonee 3HaYMMBbIX OOKYMEHTOB, Konu1 O0-
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KYMEHTOB Ha KOTOPbIX UMEKTCHA NOASMHHbIE PEe30noumn, BM3bl, MOMETKN, ABMSOLMECS [O-
MOSHEHMEM K OCHOBHOMY AOKYMEHTY);

- rpynnupoBaTb B Aera AOKYMEHTbl OOHOro KarneHgapHoro roga. VcknoyeHue cocTtas-
NAKT: nepexogaupe gerna, cyaebHble gena, NndHble gena, AOKYMEHTbl y4eOHbIX 3aBeaeHun,
KoTopble hopMUPYOTCA 3a yd4ebHbIn rog (KpomMe OOKYMEHTOB MO agMUMHUCTPATMBHBIM U Byx-
ranmrepckuMm BOMpoOcaMm), AOKYMEHTbl TeaTpOB, XapaKTEPU3YIOLME CLEHMYECKYD OesTerb-
HOCTb — B Npeaeniax teaTtparnbHOro cesoHa u ap.

Kpome Toro, npu HebornbwomM obbeme OOKYMEHTOB OOHOrO Buaa, B Clydae npoBege-
HUS YrIOPSAOYEHNST LOKYMEHTOB 3@ HECKOSbKO eT, AOKYMEHTbI MOryT 6biTb COOPMUPOBaHDI
B Aero No BuoaM AOKYMEHTOB B Mpeneriax HecKomnbKMX KarnengapHblx net. Hanpumep: Mpu-
Ka3bl 2eHepasibHo20 dupekmopa no fiu4Homy cocmasy 3a 2001-2003 200bi;

- He BKMo4yaTtb B gerno 6ornee 250 ctaHgapTHbIX IMCTOB, Npwu TonupHe He 6ornee 4 cwm.
(korm4ecTBO HecTaHOAaPTHbIX JMCTOB MOXET ObiTb Oorblie, HO TOMUMHA Oerla CoxXpaHaeTcs
B npegenax 4 cm.). Ecrm B npouecce opmMupoBaHust gerna KoM4ecTBO JIMCTOB MPEeBbICIIO
HOPMY, AENO NOANEXUT pasfaerneHnio Ha ToMa;

- CUCTEMATU3NPOBATb AOKYMEHTLI B Aerie Tak, YTOObl OHM MO CBOEMY COAEPXKaHMIO NOCTe-
AoBaTeNbHO OCBeLLAM onpeaeneHHble BONpOoChI;

- hopMumpoBaTb OOKYMEHTbI BMECTE C MPUMOXEHUAMMW, HE3ABUCMMO OT AaTbl UX yTBEp-
XOeHust uin coctaBrenud. MNMpurnoxeHns K AoKyMeHTaM obbemMom cBbliwe 250 nmMctoB hopmu-
pYIOTCS B OTAEIbHbIE TOMA.

4.1.2. JokymeHTbl (hopMupytOTCA B Aera no crie4yrowyM npusHakam:

HomuHanbHbINn. OcHOBaHVEM AnA TPYNMUPOBKU CRYKUT BUO OOKYMEHTa (npukasbl,
pacnopsiXeHns, NPOTOKOMbI, WTaTHbIE pacnucaHusi, nraHbl, oT4eTbl U Ap.);

ABTOpCcKMW. B pgene rpynnupyloTcs OOKYMEHTbl OAHOro asTopa (opraHusaummn).
Hanpumep: [Ipuka3sbl, ykasaHus, peweHusi Kosnneauu ®edepasribHO20 apxueHO20
aceHmcmea, omHocsuuecs Kk 0essmesnbHocmu rnasapxuea Mockebl.

NpeamMeTHO-BONPOCHbLIN (TemaTtnyeckun). OcHOBaHVME AN TPYNMUMPOBKN — eauH-
CTBO TeMbl AOKYMeHTOB. Hanpumep: JokymeHmbi no nposedeHuro [JHs 2opoda (nnaHbl, om-
4yemel, cripasku, UuHghopmayuu u op.).

KoppecnoHaeHTCKMIW. Yawe BcCero Crykut And rpynnupoBKU MEPEnUCKM C OOHVM
WK rpynnon koppecnoHaeHtoB. Hanpuwmep: lNepenucka ¢ JenapmameHmom ¢huHaHCo8 20-
poda Mockebl o eornpocam u3MeHeHuUsi 20po0ckoeo brodxema. Npn popmrpoBaHum aen
AaHHbIN MPU3HaK MCNonb3yeTca peako (B OCHOBHOM B COBOKYMHOCTW C APYrvMU MpusHaka-

MU).
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Feorpacmyecknn. lMNpeanonaraet obbeanHeHe B OOHOM [erfe HEeCKOSbKUX Koppe-
CMOHOEHTOB, HaXO4ALWMXCA Ha onpederneHHon Tepputopun. Hanpumep: lNepernucka ¢ xume-
JIAMU MyHUUUnaabHo20 obpasoeaHus o eorpocam co30aHusi mosapuu,ecme cobcmeeHHU-
KO8 XKUJTbS.

AndcdaBuTHbIn. B OCHOBHOM ucCnosnb3yeTcs npu oopMMpoOBaHMM OeN No JIMYHOMY CO-
CTaBy (fM4YHble Oerna, NMYHble KapTouku, rmueBble cdeTa v ap.). JOKyMeHTbl cucTemaTusu-
pyloTCs B CTpOroMm andaBuUTHOM Mopsigke pamMuniii UM HasBaHu BMSIOTb A0 NOCredHen
OykBbI Criosa.

XpoHonoru4yeckun. Crykut Ana rpynnvpoBKM B Aena OOKYMEHTOB 3a KakoW-rimbo
XPOHOMOrM4YEeCcKUn nepuos,.

Yalwe BCero npyMeHsaeTca coyeTaHue HEeCKOSbKMX MPU3HAKOB FPYNMUPOBKN OOKYMEH-
TOB B [efia, YTO JaeT BO3MOXHOCTb rfyOxe packpbiTb COCTaB M CoOep)KaHue LOKYMEHTOB,
4yeTKo CcchopMyrMpoBaTb 3arorfioBkM Aen. Tak, pacnopaguternbHble AOKYMEHTbl (NpuKasbl,
pacnopsbkeHns 1 ap.) rpynivpyroTca B Aerio N0 HECKOSbKMM Mpu3Hakam: HOMUHarbHOMY, aB-
TOPCKOMY M xpoHoriorndeckomMy. Hanpumep: PacriopsixeHus NeNe 1-200 no ocHoeHol Oesi-
mesnbHocmu 3a 2004 200.

[raHOBO-OTYETHbIE [AOKYMEHTbl MOFYT rpynnMpoBaTbCs MO HOMMHANbLHOMY, aBTOp-
CKOMY, NpeaMeTHO-BOMPOCHOMY, M XPOHOSIOrMYecknM npusHakam. Hanpumep: [odoeass cme-
ma pacxodoe dernapmameHma Ha 2002 200, (00080l omyem yripaenieHus Kyabmypbl O fpo-
gedeHuu KynbmypHo-ripoceemumerbHol pabomsi 3a 2002 200.

MMepenvcka rpynnMpyeTcs MO HOMWHaSIbHOMY, MpeaMeTHO-BOMNPOCHOMY, KOppPeCnOH-
OEHTCKOMY mUnm reorpaduyeckomy npusHakam.

JlnueBble cyeTa POPMUPYIOTCS MO XPOHOMOrM4eckomy 1 andasutHoMy (Mo andaButy

dammimn paboTHMKOB) NMpU3HaKam.

4.2. PopMupoBaHue oTAeNbHbIX KAaTEropui Aen NOCTOAHHOIo XpaHeHUsA

MonoxeHus, YcTaBbl opraHvsaumm (opMUpyOTCs B OTAENMbHbIE Aena no roay yTeep-
XOEHVs unn permctpaumn. Tak Kak NoANMHHbIE 3K3eMMIsipbl YKasaHHbIX JOKYMEHTOB MOTYT Xpa-
HUTbCS B (pOHAAX BbILLECTOSILLYX OpraHM3aLImiA, yTBEPKOAIOLMX VX, B PEFUCTPUPYIOLLMX OpraHax
B €S0 NOMeLLaITCS 3aBEPEHHbIE KOMWM JOKYMEHTOB, YTO OTPaXXaeTcsl B 3arosioBKe K Aery.

MoroXeHust 0 CTPYKTYPHbIX NOAPA3AeNieHUsIX U TUMOBbIE AOJPKHOCTHbIE MHCTPYKLMN pa-
60THMKOB (hOPMUPYIOTCS B OTAENbHbIE Aena B npedenax roga. MHaveuayansHble 4OIPKHOCT-

Hbl€ MHCTPYKUWN BKITKOYAKOTCA B JIMYHbIE Oenna pa6OTHVIKOB.



27

PacnopsigurenbHble AOKYMEHTbI (MOCTaHOBMEHNS, PaCNOPSKEHUsT, MPUKa3bl ) rpynnu-
pytOTCS B Aeria no Bugam 1 XpOHONOMM C OTHOCALLMMUCH K HAM MPUIIOXEHUS M.

MprKa3sbl N0 OCHOBHOW AeATENbHOCTU (POPMUPYIOTCA OTAENBHO OT MPUKA30B MO JIMYHOMY
COCTaBY U NPUKa30B No agMUHUCTPATUBHO-XO3AMCTBEHHbLIM BOMPOCaM.

B crnydyae ecrm B oenonpousBoACcTBE OpraHvMsauum npukasbl, pacropsiXeHUss N0 OCHOB-
HOW, aAAMUHUCTPATUBHO-XO3ANCTBEHHOW AEATENbHOCTM U MO JIMYHOMY COCTaBY U3galoTcs ¢ ean-
HOW BasioBOW Hymepauven, Npou3BoaUTCA BblaerieHne 13 aes npykasoB o agMYHUCTPaTUBHO-
XO3ANCTBEHHBIM BOMPOcaM (CPOK XpaHeHUs - 5 feT) U No SIMYHOMY COCTaBy C (DOPMUPOBAHMEM
oTaeNbHbIX Aen. O BblAeneH1e ykasaHHbIX JOKYMEHTOB M3 Aen yKasbiBaeTCs B NPeaucrioBum K
onucu.

K npukasam no agMUHUCTPATUBHO-XO3AUCTBEHHBIM BONPOCaM OTHOCATCS: MpMKasbl O ne-
peHoce paboyero aHs, 0 paboTe B Npa3gHMYHbIE U BbIXOAHbIE OHW, 06 M3MEHEHUN pexuma pa-
60Tbl, 0 IPOBEAEHN MHBEHTapM3aLWM 1 ap.

Ecrm konmyecTBO npukasos (pacrnopsiXeHun) no agMUHUCTPATUBHO-XO3ANCTBEHHBIM BO-
npocam He3HauuTernbHoO, UX BblAerieHne MOXHO He NPOBOAUTD.

B HekoTOpbIX OpraHMsaumsax NnpaBo n3gaHna pacnopsanTeribHbIX JOKYMEHTOB UMeeT He-
CKOJTbKO AOSPKHOCTHBIX ML, (reHeparbHbI OUPEKTOp, rNaBHbIA MHXeHep). Ecrm pacnopaaun-
TenbHble JOKYMEHTbl OAHOro Buaa, NOAMUCaHHbIE HECKOSbKUMW OOSPKHOCTHBIMU NiuamMu, usaa-
Barmcb C eMHOM BaroBOW Hymepauven, To OH1 hopMUPYOTCA B O4HO Aero. B crnydae nsgaHus
pacnopsanTerbHbIX JOKYMEHTOB OOHOro Buaa, NoAnucaHHbIX HECKOSbKMMU OOSDKHOCTHLIMU Fn-
Lamu, C OTAEeSNbHOM Hymepaumen JOKYMEHTOB, (POPMUPYIOTCA OTAENbHbIE Aeria ¢ pacrnopsaau-
TenbHbIMW JOKYMEHTaMM N0 aBTOPCKOMY NPU3HAKY.

Ecrm B genonpomnsBoacTBe opraHvsaumm pacnopsautenbHbIM AOKYMEHTaM pasHblX BU-
0B (NpuyKasbl U pacnopsiXeHns ) NpucBoeHa eauHasa BasioBasi Hymepaums (4To He COOTBETCTBY-
eT TpeboBaHuaM OenonpomsBoacTea), T0 Ux hopMMpytoT B OOHO A0, O YeM OTMeYaeTcs B
npeaucrioBun.

B psige opraHoB vCrosHUTENBHOM BriacTu ropoja uU3aarTcsa pacrnopsavTeribHble OOKY-
MEHTbl MO PasfMYHbIM HanpaBlieHNeM OEeATENbHOCTUM C OTAENbHOW Hymepauven JOKYMEHTOB
(pacnopsixeHust rnaBbl ynpaBbl panoHa Mo XUNMWHLIM Bonpocam v ap.) B Takom crnyyae ¢op-
MUPYIOTCA OTAESbHbIE AeNa Mo KaXXaoMy HanpaBfieHUo AeATeNbHOCTU.

PacnopsigutenbHble JOKYMEHTbI BbILLECTOSLLMX OpraHu3auum, OTHOCSLLMECS K AeaTelb-
HOCTWN KOHKPETHOW opraHusauum hopMmpytoTcs B OTAESNbHOE Aerio NOCTOSIHHOrO xpaHeHus. B
Cryyae MNoCTynreHusi B OAVH apxuB (POHAA BbiLLECTOSALLEN U KOHKPETHOW OpraHusauum, Ytobbl
nsbexatb MexgoHOA0BOro AyormpoBaHua OOKYMEHTOB, B (POHA KOHKPETHOW OopraHusauum go-

KYMEHTbI BbILLECTOSALLEN OpraHmMsaumm He BKMYarTca. Hanpumep, pacnopsbkenns Mapa un
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MpasuTtensctBa MOCKBbI, pacrnopsiXeHusi NpedeKToB aAMUHUCTPATMBHBIX OKPYroB, NOCTynato-
uwye B LleHTpanbHbin apxusB ropoga MockBbl, He BKIMIOYAOTCH B OOHAbI HWKECTOSILLMX OpraHu-

3aumn, nepeaarolpyx CBoOn JOKYMEHTbI B TOT Xe apXuB.

PacnopsigutensHble JOKYMEHTbI rpynnupyoTCAa B era B Bo3pacTatoLeM rnopsiake Home-
poB W OaT. BbIABAOTCA OTCYTCTBWOLLYE LOKYMEHTLI, OpraHvsyeTcs ux nouck. [pu ytpate pacrops-
OVTErNBbHOTO  JOKYMEHTA BO3MOXHA €ro 3ameHa Korven. Ecrm B pacriopsigurerbHbiX  OOKYMEHTax
HapyLeHa Hymepauvsi, UMEIOTCA JUTepHble HOMepa, MPOMLLEHHbe B [ErOnpovsBOACTBE HOMEPA,
ABOVHbIE HOMEpPA, TO JOKYMEHTbI CUCTEMAaTVBUPYIOTCH MO JaTtaM, He3aBUCMO OT HOMEPOB.

YcTaBbl, NONOXEHUA, UHCTPYKLUUU, perfnaMmeHTbl, LUTaTHbIe pacnucaHusa u apyrve
AOKYMEHTbI, YTBEepXOeHHbIe pacrnopaauTeribHbMU JOKYMEHTaMU, SBMSAKOTCA NPUIOXEHUSIMU K
HAM M TPYNNUPYIOTCSA BMECTE C yKasaHHbIMU JOKYMeHTaMu. Ecrm xxe OHM yTBepXXaeHbl B Kaye-
CTBE CaMOCTOATENbHOMO IOKYMEHTA, TO UX FPYNNMPYIOT B CAMOCTOSITENbHbIE Aera.

Mopy4yeHnsa Mapa Mocksbl, MockoBckor ropoackon ymel, MNpasutrensctea MockBbl, op-
raHoOB WCMOrHATEIbHOM Bracu ropoga MockBbl M JOKYMEHTbI MO MX WCMOSHEHO PYITVPWIOTCA B
Jera B nopsigKe Bo3pacTaH/st JaT W HOMEPOB MOPYHEHW.

MpoTokonbl (3acegaHuin KosrermanbHblX OpraHoB, KOMUCCUIA, COBELLAHMI, KOHbepeH-
LU, Cbe3a0B) rpynnMpytoTCs BMeCTe C JOKYMEHTaMu, Ha OCHOBAHUN KOTOPbIX OHU FOTOBUIUCH
(noBecTka OHs, AoKMaabl, MPOEKTbl PeLLeHUA 1 Ap.), N0 XPOHONIOrn 1 NOPSIAKY HOMEPOB B OHOM
Jene Wy OTAESbHO KaxKabl MPOTOKOM, B 3aBMCUMOCTU OT oObema MpOTOKOS|a M MpUmaraeMbIX K HeMy
JOKYMEHTOB, KOTOpble MOMELLRIOTCA MOCe MPOTOKOIOB B MOCIE0BaTENBLHOCTU PaCCMOTPEHVST BOMPO-
COB.

[Mpw 3HauUTErNBLHOM O0ObEME MpUAraeMbIX K MPOTOKOAM JOKYMEHTOB (OOKYMEHTBI K MPOTOKOSaM
MEXBEAOMCTBEHHbIX KOMUCCVIA (YepTexy, CripaBKK, MraHbl - CXeMbl) MOryT COCTaBIHTb HECKOIBbKO TO-
MOB), OH/ BbIOEMRIOTCA B OTAEIbHble Aera, rae AOKYMEHTbI CUCTEMAaTVBUPYIOTCS MO MOpsSiaKy paccmar-
prBaeMbIX BOMPOCOB B MPOTOKOSE.

CTeHorpamMmmbl 3aceaHun, Kak, NpaBurno, OPMmUPYIOTCH B OTAENbHbIE Aera.

NnaHoBasa n oTyeTHas AOKYMeHTauusi (B TOM 4YuCrie CMETbl JOXOO0B U pacxodos,
duHaHCOBLIE MNraHbl, ByxranrepckmMe OT4ETbl M Op.) NOMewQaeTca B Aerna Toro roga, K KoTo-
pPOMYy OHa OTHOCUTCA MO CBOEMY COAEepXaHus, He3aBMCUMO OT BPEMEHU ee COCTaBfieHus,
YyTBEPXKOEHNA WM AaTbl NOCTynreHus. [lepcnekTuBHble MraHbl OOSTKHbI OblTb OTHECEHbI K
HayarbHOMY rogy WX OeWcTBUs, OTYeTbl O BbINOSHEHUN MEPCNEKTUBHOIO NraHa — K nocreg-
Hemy rogy OeuctBusi nraHa. [JOKyMeHTbl O KOppeKTMBax K NepCrnekTMBHOMY MNfiaHy OTHOCAT-

CA K TOMY rogy, Ha KOTOprIZ OHM COCTaBJIEeHbl.
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[MporHo3bl, NepcnekTuBHbIE MiiaHbl POPMUPYHOTCH OTAESNbHO OT ro4oBbIX MraHoB. [pu
OTCYTCTBMM rOAOBbIX Mi@aHOB (OTYETOB) HA MOCTOSIHHOE XPaHEeHWe OCTaBMAT MOSYrofoBble,
KBapTasbHble UM MeCAYHble MaHbl, KOTopble OPMUPYIOTCS B Aera Mo XPOHOIOMK.

MosicHUTENbHbIE 3anUCKWM OOSMKHbI NPeABapsATb OTYET WM NIaH, NPUIOXKeHUs pacro-
raratoT 3a OCHOBHbIM JOKYMEHTOM

[logoBble MriaHbl MO OCHOBHOW OeATEeNbHOCTU MOryT (oOpMMpoBaTbCA BMECTe C rofo-
BbIMM OT4eTaMn 06 MX BbIMOSHEHUM MPU HEGONbLWOM 06bemMe JOKYMEHTOB.

Cratuctndeckve oT4yeTbl MOrYT FpynnMpoBaTbCsH B OOHOM Jerfe BMeCTe C Apyrmu
AOKYMEeHTaMu no AaHHOMY BOMPOCY (K OTYETY opraHvM3auum no OCHOBHOMW OeATerbHOCTU MO-
ryT npuraratbCsl COOTBETCTBYIOLYE (POPMbl CTATUCTUHECKON OTYETHOCTH).

lopoBon Byxrarrepckui oT4eT POPMUPYETCS, Kak MpaBWio, B [enonpou3BOACTBE
opraHvsaumm n paccopMMpoBaHWMIO He noarniexutr. B crydae nocTynneHuss OOKYMEHTOB B
poccbinn ByxranTepCkuin oT4eT POPMUPYETCH B Criedylowem rnopsake: obbsacHuTenbHasa 3a-
nMcka K oT4yeTy, BanaHc 1 npuroxeHus. MNpunoxenua K ByxramrepckoMy OoT4eTy cuctemaTu-
3VpyloTCa B MOcCrefoBaTernbHOCTU cTaTen BanaHca wim B nopsigke, YCTaHOBMEHHOM COOT-
BETCTBYIOLLEN OyxrarmepCckon WHCTPYKUMEN.

LLtaTHble pacnucaHnAa N U3MEHEHVS K HUM (POpMUPYIOTCA B OOHO Aero B npeferax
roga B XpOHOSIOrM4ECKON MocregoBaTeNlbHOCTU U3MEHEHMI.

[okyMeHTbl nNoABeAOMCTBEHHbIX OpraHusauun, TeppuTopuarnbHbIX OpraHoB 06-
LLEeCTBEHHbIX OObeauHeHWn, MocTynaroupe Ha MOCTOSIHHOE XpaHeHue B cocTaBe oHaa
BbILLECTOSALLEN OpraHusauuy, UeHTpanbHOro annapaTta ObLeCTBEeHHOro obbeanHeHus,
rPyNNMpPYIOTCS B CaMOCTOATESbHbIE Aeria Mo KaXaow opraHusaumm rmbo no npeameTHo-
TeMaTuyeCcKoMy WM HOMUHAlbHOMY Mpu3Hakam Nno BCEM MOABEAOMCTBEHHbIM OpraHusauun-
AM.

HoroBopbl, cornaweHust NOCTOSTHHOrO CPOKa XpaHeHWs1 NPU OTCYTCTBUN B JOKYMEHTE
CpOKa OKOHYaHWA OEeWCTBUS OOroBopa, CorfaleHus opMupyroTca B Aeno no rogy noanu-
caHusi. BHyTpu gena (Npy HamMuumM HEeCKOSbKUX JOrOBOPOB) OHM MOFYT pacrofaraTtbCa B ar
aBUTHOM MOPSAKE Ha3BaHUS OpraHusaLui, CTpaH, Mo XPOHOMOrMM WK NO TeMaTU4ECKOMY
NpU3HaKy.

[loroBopbl C yka3aHMeEM CPOKOB WX genctBusi (ocobeHHO Te, KoTopble coaepxat dou-
HaHcoBble obsa3aTenbCcTBa) M 4EroNpoM3BOACTBO, MO KOTOPbLIM BeAeTCs B TeveHne armrerb-
HOro nepuoga BpemeHu, PoOPMUPYIOTCH MO AaTe OKOHYaHUA CpoKa AeUCTBUS LOrosopa.

Mepenucka, otobpaHHaa Ha MOCTOSIHHOE XpaHeHue, rpynnupyeTcs B Aene B XPOHO-
Norm4ecKkon nocriefoBaTenbHOCTU 32 OAVH KaneHgapHblA rof, JOKYMEHT-OTBET nomMelgeTcs

3a JOKYMEHTOM-3anpocoM. XpoHosiorns cobrtogaeTcs no MHALMATUBHLIM AoKymeHTam. [Mpu
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BO30OHOBIIEHUM MEPENnnUCKM Mo onpeaerneHHoMYy BOMPOCY HadaBLlUEMCS B npenblaylemM rogy
AOKYMEHTbI BKMHOYAlOTCA B Oerio Tekywero roga. pu dopmypoBaHumM Takux Oen B Aero-
NPOM3BOACTBE Ha AOKYMEHTaX TEeKyLero roga ykasblBaeTCs MHOEKC Aerna npeablaylwero ro-
aa.

B 3aBucMMoOCTM OT cheumdukn OeaTeNlbHOCTM opraHusaumn nepenucka MoXxeT rpyn-
NMPOBaTbCA TaKkKe 3a y4ebHbIN rod, CPOK CO3biBa BbIGOPHbLIX OpraHoB M T.4.

Mepenncky Heobxooumo rpynnupoBaTb B Aefia CO BCEMWU MPUMOXEHUAMMW, BOIHUKLLM-
MW B XO4e pelleHuss JaHHOro Borpoca. BosmoxHo hopmupoBaHue agen ¢ nepenuckoun no
KOpPEeCnoHOEHTCKOMY, TeMaTU4eCKOMYy U OpYrMm npusHakam. BHyTpu Takux Aen OOKYMEHTb
CUCTEMATU3UPYIOTCA MO XPOHOSIOMMMN.

MpepnoxeHus, 3asaBneHuns, Xxanobbl rpaxxgaH, 0oTobpaHHble 411 MOCTOAHHOIO Xpa-
HEeHUs1, rPYNMUPYIOTCA B Aefie No andaBuTy 3asBuUTeren 3a Kaxabl kaneHgapHbii rog. Bee
AOKYMEHTbI, OTHOCALLMECS K OAHOMY 3asiBUTENO, COCTABIIIIOT CAMOCTOATENbHYIO Trpyrny.
[MoBTOpHbIE MPEeanoXeHUs, 3asiBfieHUst rpakgaH rpynnupyroTcs BMecTe C NepBUYHbIMU [0-
KymeHTamn. BHyTpuM rpynnbl JOKYMEHTLI pacrnofiaratoTcsl B XPOHOSIOrMYECKOM MOpsiaKe.

Hena, cpopmMmpoBaHHble M3 PasiMyHbIX JOKYMEHTOB MO OAHOMY BOMPOCY, HO He CBS-
3aHHbIX C MOCreaoBaTeNbHOCTLIO UCMOSNHEHUS, TOe B KayecTBe Buaa ferna ynotpebnsiercs
TEPMUH «AOKYMEHTbI» CUCTEMATU3VPYIOTCH MO XPOHOMOrUM, Mo aBTOPCKOMY, TeppuTopu-
anbHOMY MpU3HaKy w ap.

[OKyMEHTbI MOCTOSIHHOrO XpaHEeHWsi, BbIMOSHEHHbIE B XXYpPHanbHou c¢opme (NpoTo-
KOSbl 3acefaHvin KOMUCCUA U Op.) pacopMypoBaHUO He nognexart. [purnoxeHus K HUM
(cnpaBkun, oTyeTbl 1 Ap.) hopMupytoTCA B OTAENMbHbIE Aena.

HokymeHTbl ¢ rpucdom «[OCI», cogepxaume cBefeHUs OrpaHUY4EHHOro pacnpo-
CTpaHEeHus1, BKIIOYAKOTCA B Aera Hapsaay ¢ ApyrMMyn JOKYMEHTaMu B COOTBETCTBUM C TEMATU-
KOW JOKYMEHTOB M ux Bugamu. [pun Borbwom obbeme Takux AOKYMEHTOB WX MOXHO rpyrnu-

poBaTb B OTAEJIbHbIE O€Era.

4.3. DopmmpoBaHue OTAENbHbIX KaTeropumn gen no NMYHOMy cocTaBy

Mpukasbl (pacnopsi)keHust) No NMYHOMY COCTaBY rpyMNnNMPYOTCA B [ena B COOTBET-
CTBMMN C YCTAHOBIIEHHbIMM CpPOKaMu UX xpaHenus (75 net u 5 ner).

K npvkasam, Mmerouym CpOK XpaHeHuss 75 neT, OTHOCATCA CrieaytoLume:

- 0 Npreme, nepeBoae, YBOSNbHEHMN (NPEKPALLEHNN OEWCTBUS TPYOOBOrO KOHTPAKTa);

- 006 nsmeHeHun cbamunmu;

- 0 NOOLWPEHVSX, 0OBbABMNEHMM GriarogapHOCTK, HarpaXKOeHUM NMOYeTHOW rpamoTol;
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- 06 ycTaHOBMEHNN OKMagoB;

- O BPEMEHHOM 3aMeLLEeHUN [OOIPKHOCTY;

- 06 ycTaHOBMEHNMN gonnaTt, HagbaBoOK K OKraay,

- 0 NIPeMUpPoBaHWY;

- O MPUCBOEHUN KIACCHbIX YMHOB, pa3psaos;

- 0 3arpaHy4HbIX KOMaHOMPOBKaX;

- 0 4JMTESNbHbIX BHYTPUPOCCUMCKNX KOMaHOUPOBKAX;

- 0 JeKpeTHbIX OTNycKax;

- 06 oTnyckax Mo yxody 3a pebeHKoM.

K npukasam no nmyHOMYy COCTaBy, UMEIOLWM CPOK XpaHeHWs 5 rieT OTHOCATCH Cre-
aywoume:

- 0 NpeJocTaBfieHMn oYepenHbIX U y4ebHbIX OTMYCKOB;

- 0 NpegocTaBrieHMn OTnycka 6e3 CoxpaHeHust coaepKaHns;

- O MpefocTaBfieHM OTIYSOB 3a HEWCMNOSb30BaHHbIA OTMNYCK U paboTy B BbIXOAHbIE
AHV;

- 0 AexypcTBax;

- 0 B3bICKaHUSX;

- 0 KPaTKOCPOYHbIX BHYTPMPOCCUMCKUX KOMaHONPOBKAX.

B cnyvae ecrv B 4enonpomnsBoACTBE OpraHu3aLmm npukasbl, pacnopsiXXeHusi No IMYHOMY
COCTaBYy C pasHbIMU CPOKaMU XpaHEHUA U3OAKTCA C €QUHOM BarioBOW Hymepaumen, npounsso-
AUTCS BblAeneHvie 13 gen npukasoB CO CPOKOM XpaHeHus - 75 neT n 5 net ¢ popMmnpoBaHMeEM
oTaenbHbix Aen. O BblaeneHne ykasaHHbIX JOKYMEHTOB U3 Aer yka3blBaeTCcs B NpeaucrioBum K
onucu.

MprKasbl MO SIMYHOMY COCTaBY CUCTEMATU3MPYIOTCA B Aeriax B nopsanke Bo3pacTaHus

HOMEepOB naaT NpPUKa3oB B Npeaeriax kaneHgapHoro roaa.

BbISIBIFIOTCH  OTCYTCTBYIOLLYE MpYKasbl, OpraHvByeTcss WX nouck. [Mpy yrpate mpvkasa no
TVMHOMY COCTaBY ZIOKYMEHTA BO3MOXHA €0 3aMeHa 3aBepeHHol Korvell. Ecrv B mpukasax no rwd-
HOMy COCTaBYy HapylLleHa Hymepauysl, VMEIOTCS JUTEpHble HOMepa, MPOMyLLEHHble B JErornpovs-
BOACTBE HOMEpa, ABOVHblE HOMEpA, TO MpYKasbl CHCTEMATVBVPYIOTCA MO JaTaM, HEe3aBUCYMO OT Ho-
mepoB. OTCyTCTBME OTAErbHbIX MPVYKA30B OTMEYAETCs B 3arofioBke [Oera, a Mpy GOrbLLEM KorvMe-
CTBE OTCYTCTBYIOLLMX [OOKYMEHTOB - B MPEVCIOBUM.

JlOKyMEHTbI, SABMAIOLYECS OCHOBaHMEM K MpUKasaM Mo NMYHOMY COCTaBY (3asiBIEHMS,
crnpaBku, AOKNaaHble N 0BBbACHUTENbHbLIE 3aNUCKU U p.) NOMELLAITCA B NMYHbIE Aena paboT-
HUKOB, HE BOLLEALME B COCTaB NMYHbIX AN - POPMUPYIOTCS B OTAENMbHbIE AeNa BpeMeHHoro (5

neT ) XpaHeHus.
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Mpn ynopsigoYeHm KOMIMMEKCOB [OKYMEHTOB MO fwMHOMY coctasy 3a 1960-80-e rogpl cre-
AYET YUTbIBATb, YTO B OTAEMbHbIX OpraHsauvsix BOMPOCHl Mpvema, NepemMeLEHst U YBOSbHEHS
paboTHKOB OOPMIFIMCb  MPUEMHbIMM, NEPEeBOAHLIMM WU YBOJSIbHUTENbHLIMA  3anMCKamu.
Kaxabln BbllLeyKasaHHbIN BUO, JOKYMeHTa hopMupyeTcs B OTAeNbHOE [erio U B npeaenax
KarneHgapHoro roga cucteMatusvpyeTcsl no HoMepam v Jatam 3anuvcok.
TpyaoBble aoroBopbl (KOHTPaKThl), TPyAOBbIE COrnalleHus, He Bolleaume B CO-

CTaB JIM4HbIX AO€Erl.

Mo npaBuram KagpoBOro Aerionpov3BOACTBA TPYOAOBble OOroBOpPbI (KOHTPaKTbl), CO-

rmalieHna c pa6OTHVIKaMVI opraHmsaumm nomMmelgrTcA B Ji4HOE Oerio pa6OTHI/IKa.

B HeKkoTOpbIX opraHusauusix MdHble dernia Ha paboTHUKOB He 3aBOAATCS WM He Be-
AYTCS MMYHble Oerna Ha BpeMeHHbIX paboTHWKOB. B aToM criyyae TpyaooBble OOroBOpbI, CO-
rmaleHns yBOMeHHbIX paboTHUKOB (POPMMPYHOTCSt B OTAErNbHble Adena no andaeuty damu-

mn pa6OTHI/IKOB B npeaenax roga, okoH4aHuA CpokKa OeuncTeus gorosopa.

Ecrm Ha yBOneHHoro paboTHMKA MMEETCS HECKOSbKO TPYyOOBbIX AOroBOPOB, Beny-
LyXCS B TeyeHve psiaa NeT, OHM rpynnupyloTcs BMECTe B XPOHOMOMMYEeCcKoW nocrienoBa-

TEJIbHOCTU U NOMELWAKTCA B OOHO AEJIO.
B nenax c TPpyaoBbIMK OOroBOpamMum COCTaBJIAOTCA BHYTPEHHUME OMNUCK.

Mpn HeboMblOM KONMYecTBe [OOKYMEHTOB (OOrOBOPOB, COrfALUEHWU) OHU  MOTYT
dopmupoBaTbCHA B OOHO [erio 3a HEeCKOSbKO JeT U CUCTEMATU3MPYHOTCA no arndasuty da-

MU PabOTHMKOB.
JlnyHble gena paboTHWKOB 3aBOAATCA MpU WX MOCTYMreHMM Ha paboTy, 1 3aBepLua-

eTcs gaTomn nx YBOJIbHEHUA.

Mpy onMcCaHUM NMYHLIX OEn YBOJEHHbIX PabOTHMKOB AOKYMEHTbl B JMYHbIX Aeriax Cu-
CTEMATUVPYIOTCS B XPOHOSIOrMYECKOM MOpsiAKe MO Mepe WX MOCTYMNNeHVst B CrieaytoLen no-

crnegoBaTernbHOCTU:
- aHKeTa (JMCTOK MO y4yeTy KaapoB);
- OOMOSHEHME K aHKeTe (MMCTKY Mo ydeTy KaapoB);
- aBTobrorpadcus;
- KoM JOKymeHToB 06 o6pa3oBaHuM;
- 3asiBfieHMe O npveme Ha paboTy;
- KOnusa Npukasa o npveme Ha paboTy WM BbINWUCKA U3 HETO;
- TpyaoBown AoroBop (KOHTPAKT);

- JOroBOp O MatepuarnbHOM OTBETCTBEHHOCTU (MPU ero Hanmuum);
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- farnee [AOKYMEHTbl, MOMELUEHHbIE B JMYHOE Aerio (KOnuM MpuKasoB MO SIMYHOMY CO-
CTaBy, XapaKTepWUCTVKK, aTTeCTaLMOHHbe JMCTbl M Ap.), CUCTEMATU3MPYIOTCS B XPOHOJIOMU-
4eCKOW NocrefoBaTeNbHOCTY, HE3aBMUCUMO OT BUAA AOKYMEHTA;
- 3asBrieHne 06 yBOSbHEHWY;

- KOnusi Npukasa (Bbinncka) 06 YBOSbHEHWN.

B npouecce ynopsiooyeHUs JOKYMEHTOB JMYHblE AeNia MOXHO FpynnMpoBaTb B KOM-
nrekcbl (Hapsabl) MMYHBIX Oen No rofy yBONbHeHVst paboTHUKOB, a BHYTpM Aerna - no anda-

BUTY UX pamurivii. [pn 3TOM COCTaBIIETCA BHYTPEHHAS OMUCb SIMYHBLIX Oern.

Ecrm B penonpousBoacteBe opraHusauum Obifio 3aBeAeHO HECKOSbKO JIMYHBbIX Aen Ha
OfHOro paboTHvKa (MPW HEOLHOKPATHOM MOCTYMNSIEHMM U YBOSbHEHUMN C paboTbl), TO Kaxaoe
M4HOE Aeno aToro paboTHvKa hopMupyeTca OTAENbHO M BKIKOYAETCS B OMUCH MO KaXaoMmy
rogy yBOSbHEHUS.

JInuHble gena cucTemMaTusMpyroTCA B CTPOroM andaBUTHOM MOpsiake BMMOTb A0 MOo-

crnegHen GykBbl hamMuimm.
CtenaHoB — CTenaHoBa
Bonbckas - Bonbckun

Ecrm ('*)aMVIJ'IVIVI NOJyHOCTbIKO coBMnagakT, BO BHMMaHMeE MNMpuHMMaroTCA MMEHa, a 3aTeM

oTYyecTBa:
"pabneB NBaH ViBaHOBWY
"pabnes MNeTp iBaHOBW4
"pabnes NeTtp Cepreesunu.

JlnuHble pena pykoBoauTenen opraHusauui, paboTHUKOB MMEKLMX FOoCyqapCTBEH-
Hble W WHble 3BaHWS, NPemMun, Harpagbl U Ap. nogsexaTt NOCTOAHHOMY XpaHeHUo Mo corna-

cosaHnio LUGTIK MmaBapxvBa MockBbl.

B rocyaoapctBeHHbIX opraHax BriacTv U ynpaBrieHust hopMUPYIOTCS NMYHblEe Aera roc-
yOapCTBEHHBIX TPaXOaHCKMX CIyxauyxX, KOTopble (OPMUPYHTCS B AeNonpou3BOoACTBE B
COOTBETCTBUMM C HOPMAaTVBHbIMW MPaBOBLIMW akTaMu O BEAEHWM JMYHOIO Aena rocyaap-
CTBEHHOINO TrpadaHCKoro cryxawero. JlndHble aena rocydapCTBEHHbIX paXOgaHCKuUX Criy-

Xaumx He nognexart nepedopmMmMpoBaHMio M 00beaMHEHUIO B KOMMEKChI (Hapsaabl) gen.

MNMocrne yBoOnbHeHUs paboTHMKA IMYHble Aeria rOCyAAaPCTBEHHbIX FPaXXOaHCKMX Criy-
XalWmx xpaHAaTcA KagpoBOW CryOon rocyaapCTBEHHOro opraHa B TeyeHwe 10 reTt, nocre

yero nepenarTcsa B apxuB. [py nepeBode, Ha3HAYEHUN CIy)Xallero Ha OpYryi rocyaap-
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CTBEHHYIO [OIDKHOCTb €ro JM4YHOe Aeno nepefaeTcsi B KagpoBYK CryxOy rocydapCTBEHHOro
opraHa fno MecTy 3aMeLUEHNs] [OJDKHOCTM.
Ha rnuyHble gerna rocyoapCTBEHHbIX MPpaXOaHCKMX CryKalyx cOCTaBrsieTcss OTAerb-
Has OMUCb.
JInuHble KapPTOUKM YBOMEHHbIX PabOTHMKOB (hOpMUPYIOTCA B OTAEfNbHble Aena no

rogy YBOSbHEHMSI M CUCTEMATM3UPYIOTCS BHYTPU Aera B CTPOroM andaBuTHOM nopsigke

dhamurmin paboTHUKOB.

Ecrm mmeeTcs HECKONMbKO JMYHbIX KapTOYEK Ha OAHOro paboTHMKA, SBMAIOLMXCS
NPOLOJPKEHNEM MNEPBOWN KAPTOYKW, TO OHU (POPMUPYIOTCA BMECTE B XPOHOSIOrMYECKON rMo-

creaoBaTesibHOCTU.

Mpy HeGosbLLOM O0GbEME [OKYMEHTOB fMYHbIE KAPTOYKM MOXHO (hOpMMpOBaTb B OJ-
HO Ao 3a HeCKOsbKO feT no andasBuTy haMunuiA C ykasaHMeM B KOHLIe FOAOBbIX pa3aerioB

ONMCK COOTBETCTBYIOLLIEN CCbISKM Ha Oero.

JlnueBble cyeTa pabGOTHMKOB Mo 3apaboTHOWM nraTte rPynMUPYTCS B CaMOCTOS-
TeNbHble Oera M pacrofiaratTcs B HUX B CTPOroM arndaBuUTHOM nopsiake damunmin padoT-
HVKOB B npepernax kaneHgapHoro roga. Npu 6onbwom obbeme aerno pasbmBatoT Ha Toma C

YKa3aHnem B 3arosioBke ToMa 6yKB aﬂ(baBI/ITa, KOTOPbIMUN HAYNHAETCA N KOHYaEeTCA TOM.

JlOKyMEHTbI, MPUMOXXEHHbIE K JMUEBLIM cyeTam (KOMUM NpUKa3oB, YEPHOBbLIE pacyeThbl

OEHeXHbIX BbIMaT, CrpaBKn n ﬂ,p) n3 gen c nimueBbiMn cHeTaMn U3bIMaKOTCA.

B npenonpousBoacTBe psiga opraHuMsauuii UMerTCs OCOOEHHOCTM BedeHVs NMULEBbIX

C4yeToB.

Nuuesol cyeT paboTHUKA MHOrOA BEOETCS He B TEYEHMe OAHOro roaa, a 3a HecKo&lb-
ko neT. K KapTouyke NMLIEeBOro cyeTta MOAKMEMBalOTCA KOMMbIOTEPHbIE pacrneyaTtku rno 3ap-
nnate 3a psg neT. B atom crydae KOMMneKC AOKYMEHTOB, NPeACcTaBrsouyX NULEBON cYeT
paboTHMKa pacOpMMpPOBaHUIO He NoanexuT. JluueBble cyeTa (POPMUPYHOTCS B OOHO Ao
3a HECKONbKO NeT U cucTemaTuMsMpyroTcsl B HUX Mo andasuTy. B onvcu gena nomeuwgproTcs

Mo rody 3aBefeHVs MUEBbIX CHETOB.
Ecrm k KapToyke nmueBOro cyeta, 3aBefeHHOro Ha paboTHUKa MpW ero NoCTynreHun
Ha paboTy, B TeYeHne BCEro nepvoga ero OesiTernbHOCTM NOAKMEMBAKTCA KOMMbHOTEPHbIE
pacnevyaTku no 3apnraTe, TO fMUEBbIE cYeTa NMOMELAIOTCA B Aefia No rody yBOSNbHEHMS pa-
BGOTHMKOB M CUCTEMATUIUPYIOTCA B HUX MO andaBury.
PacuyeTHo-nnaTeXxHble BeAOMOCTU Mo 3apaboTHoW nrate hopmupyoTca B Aena 3a
Kaxkgbl rog OTAENbHO, a BHYTPWU B MOPSiOKE KaneHdapHbIX MecsueB. PacyeTHo-nnaTexHble

BEOOMOCTWU, KOTOPblE COCTaBJIAKOTCA B AOesionpon3BoACTBE OpraHm3aumn no CTPYKTYPHbIM
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noapasgenieHusiM, CUCTEMaTU3MPYIOTCA B AeriaxX Mo CTPYKTYPHbIM nogpasferneHnsamMm B COOT-
BETCTBMM CO CTPYKTYPOW OpraHv3aumun, a BHYTPU B MOPSAKe KanendapHblX mecaues. B cny-
Yyae HeobxoaMMOCTW B Oerie MOXeT OblTb COCTaBfieHa BHYTPEHHSIS ONUCb HaUMeHOBaHWN
CTPYKTYPHbIX nogpasgerieHyn. Npu bornbwom obbemMe AOKYMEHTOB Aera pasaendtTcs Ha
ToMa.

AKTbl O HecHYaCTHbIX Clly4yasiX, CBA3aHHbIX C MPOU3BOACTBOM (POPMMUPYIOTCS B
aena no andgasuty pamuimini paboTHWMKOB B npefenax kaneHgapHoro roga. Npu Hebornb-
LLIOM KOSMYEeCTBE aKTOB UX MOXHO chopMupoBaTb B OAHO Aerio 3a HECKOSbKO et no anda-
BUTY hamurini.

TpyAaoBble KHMXKW, HeBOCTpebOBaHHble paboTHVMKaMu opraHusauum u npencras-
NeHHble Ona onucaHua B Aena He POPMUPYIOTCH, a BKMHOYATCA B OTAESNbHYKD OMNUCb MO
andasuty damunmi.

Tabenu u Hapspbl paboTHVKOB BpeaHbiX npodheccui bopmupytoTca B gerna B no-
pagKe kaneHgapHbIX MecsueB B npegernax roga.

Mpn HeborbwoM obbeme AOKYMEHTOB MO SIMYHOMY COCTaBY JIMKBUAMPOBAHHbLIX HEro-
CydapCTBEHHbIX OpraHusaumm (He npeBbliwaowem 5-10 rmcTtoB) gonyckaetca ¢opmupoBa-
HVMe MX B OOHO gerio. BHyTpu gena OOKyMeHTbl (hopMupytoTCa Mo Buaam AoKymeHToB. K Ta-

KM Oernam LernecoobpasHo COCTaBNATb BHYTPEHHME OMNUCU AOKYMEHTOB.

4.4. ®opmupoBaHue aen BpeMeHHOro xpaHeHus (cBbiwe 10 net) no Bonpocam
OorneKku 1 noneynTenbLCTBa

[OoKyMeHTbl 006 YCbIHOBJIEHUWN HECOBEPLLEHHONETHUX (POPMUPYIOTCH B OTAESbHbIE
Aerna Ha Kaxgoro yCbIHOBJIEHHOIO - MO XPOHOJIOrv.

[JOoKyMeHTbl O 3awuTe JSINYHbIX U UMYLLECTBEHHbIX NpaB HeCOBEPLLEHHONETHUX
dopMupyroTCs B Aeria no andasuty amMunmi.

[JoKyMeHTbl 06 u3ameHeHUn chaMmnmMm HeCOBEPLLEHHONETHUX (DOPMUPYIOTCH B Aerna

no andasuty oamMumn.



36

5. ONMUCAHUE OEN

Onucanne pfen BKMOYaAeT COCTaBfieHME 3arofioBka ferna, onpeferneHne HasBaHust
CTPYKTYPHOro noapasgerneHns, OernonpousBOACTBEHHONO MHAEKCA MO HOMEHKnaType gen wm
rpucpa «4CT» (Npy ux Hammyum), onpeferieHne KpamHuX aT OOKYMEHTOB fera, Konude-
CTBO MCTOB B Aerfie (nocre Hymepauum) U nNpoCTaHOBKY apXvBHOro wwmdpa gena (nocre
OonucaHVsa BCEro KoMnrekca OOKYMEHTOB M cucTeMatm3auum KapToudek).

OnvcaHnve gen uenecoobpasHo NPOBOAUTL Ha KapToykax, Kyaa 3aHOCATCS BbllleyKa-
3aHHble cBedeHus. Kaxkgas kapTouka nosiydaeT nopsaakoBbiA HOMEP, KOTOPbIN BbIHOCUTCA
KapaHdaluoM Ha OBroXKy Aeria n ABnseTcsl ero BpeMeHHbIM paboynMm HOMEPOM [0 OKOH4a-
TeflbHOW cuctemaTusauum gen B onucu 1 onae. lNocrne 3aBepLieHs onMcaHua Bce cBefe-
HUS1 C KAPTOYKN NEPEHOCATCHA B OMUCK.

Mpn Harmumm nepcoHarnbHbiX kKomnbioTepoB (1K), BO3MOXHO, ycOBepLUEHCTBOBaTb
paboTy MO onMcaHU OOKYMEHTOB, a UMEHHO, pa3paboTaTb nporpammy, MO3BOSSOLLYO He
nMcaTb CBEOEHMS O OOKYMEHTaX Ha KapTOyKe, a cpa3sy 3aHOCUTb UX B aBTOMaTU3UPOBaHHYHO
6a3y gaHHbIX, HA OCHOBE KOTOPOW B fanbHenwem OyaeT cocTaBfieHa onucbk. Mcnonb3oBa-
Hve [K npu paboTe No onucaHWio OOKYMEHTOB CMOCOOCTBYET CYLLECTBEHHOMY COKPaLLEHMIO
Tpygos3aTpaT Ha MoAroToBKYy oOnucen, OOHOBPEMEHHO (OopMUMpYys OCHOBY And CO3OaHus
3MIEKTPOHHOIO Hay4yHO-CMPAaBOYHOrO annaparta B apXxvBe.

HasBaHve CTpyKTypHOro nogpasgernieHus onpegenisieTcss U ykasblBaeTcs Mo coaep-
XaHUIO OOKYMEHTOB, MOAMMCAM [OOJSDKHOCTHbIX UL, Pe3osiiouMaM, a Takke Mo MHOEKCY
CTPYKTYPHOrO nogpasgeneHuss no HOMEHKnaType paern, obo3HayeHHOro Ha obroxke pgena

chopMUPOBAHHOTO B AENONPOU3BOACTBE

5.1. CocTaBneHue 3aronoBkKa gena

OCHOBHbIM 3rIEMEHTOM ONUCaHWA Aerna SABISEeTCs 3arosfioBOK.

Mpwn cocTaBfeHW 3arorioBKOB [Aen MWCMonb3yeTcs MHOMBMAyalnbHash HOMeEHKraTypa
[A€en opraHvsaummM 3a COOTBETCTBYIOLMA NEpUo, a TakkKe OTpacreBble U TUNOBbLIE NEPEYHN.

OpHako Hemb3s MeXaHW4eckn MepeHOCUTb 3arofioBOK Aeria M3 HOMEHKMaTypbl Aen
WM NepeyHs npu onucaHum aen. 3arofioBOK [OSPKeH KpaTko B 0606LeHHon opme oTpa-
XaTb OCHOBHOE CoAepXaHue U cocTaB JOKYMEHTOB KOHKPETHOro Aera v ero 0CO6eHHOCTW.

3aronoBoOK Aena ynpasfieH4eCKOM AOKYMeHTauuu COCTOUT M3 3MIEMEHTOB, pacro-

laraemMbiX B cne,u,yrou.xeﬁ nocrieaoBaTesibHOCTU - Ha3BaHME BWOa OOKyYMEHTa, aBTOp, aape-
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caT WM KOPPECNOHAEHT, coAepXaHne LOKYMEHTOB, Ha3BaHWE MECTHOCTW, AaTbl COObITMA.
Mpwn cocTaBrneHwn 3aronoBka fena obszaTeflbHbIMU 3fieMEHTaMMN ABNSETCA BUL AOKYMEHTOB
B Aene n ux cogepxanve. OctanbHble 3fieMeHTbl MOryT OTCYTCTBOBaTb B 3aBMCUMOCTW OT
0COBEeHHOCTEN OKYMEHTOB, BKIHOYEHHbIX B AerO.

Ecrm peno coctout u3 ogHOro OOKyMEHTa, TO B 3arofioBKE YKa3blBaKOTCA BCE OCHOB-
Hble 3rieMeHTbl: BU4 JOKYMEHTa, aBTop, agpecar, cogepXaHve u ero garta.

3aronoBoK AOKYMEHTa, AaHHbIA eMy aBTOPOM JOKYMEHTa, MOXET ObiTb NepeHeCeH B
3arorioBOK Aerna (nevaTHble M3daHus, JIMCTOBKM M Op.). ABTOPCKUI 3arofiloBOK JaeTcs B Ka-
BblYKax

B cnyvae, korga TeKCT aBTOPCKOro 3arofioBka He MOSHOCTbIO pacKkpbiBaeT coaepxa-
HVWe OOKYMEHTa, OH AOSPKeH OblTb JOMOMHEH MOSICHEHUMSIMW WM aHHOTauuen. Hanpumep:

«[paxdaHe Poccuu u pegopma». ObpaweHue Pocculickol napmuu mpyda K epax-
OaHam Poccuu 0 ms>XKerioM 3KOHOMUYECKOM [M0/1I0XKEeHUU mpyOdsawuxcs u nymsx ux rnpeooo-
JnieHus, npuHamoe Ha 5 cbe3de napmuu 18 anpensa 1998 eoda. lNeyamHoe u3zdaHue.

5.1.1. HasBaHuMe Buaa AoKyMeHTa ferna (Npukas, MPOTOKOS, OTYET, XypHan perv-
cTpaumm v ap.).

Ecrm peno coctout n3 AOKYMEHTOB OOHOrO BuAa, B 3arofloBOK BbIHOCUTCS Ha3BaHue
AOKYMEHTOB BO MHOXECTBEHHOM uucre (Hanpumep: npukasbi).

Ecrm B geno BKMOYEHO HECKOMbKO BMUOOB LOKYMEHTOB, HO He Boree Tpex B 3aroroB-
Ke JaeTcsa nepedvcrneHne BMOOB OOKYMEHTOB. Hanpumep:

Omuemel, cripasku o nposedeHuu [JHsa meduuyuHcKo20 pabomHuka 8 okpyzae 22 CeH-
msbps 1999 2o0a

Mpn Hammuvm B gerne Gorbluero KormMyectTsa BMOOB [JOKYMEHTOB, CBSA3a@HHbIX €OuH-
CTBOM COAEPXaHWs, MpU COCTaBfEHUM 3arosioBka ynotpebrnsetca TEPMUH «AOKYMEHTbI». B
KOHLUE TaKoro 3arofioBka B CKODKax ykasblBatOTCA Ha3BaHUS OCHOBHbIX BUOOB [OKYMEHTOB,
BKIMOYEHHbIX B Aeno (Ho He 6onee 3-4 BuooB). Hanpumep:

LokymeHmbI 0 nposedeHUU MOHUMOPUH2a USMEHEeHUS UeH 8 UH8ECMUUUOHHOU cghe-
pe Ha cmpoumersibHy nNPodyKUUK (cnpasku, mabnuuyel, epaghuxku u op.)

B Tom crnyvae, korga B OenonpomsBoacTBE OopraHvsaummn chopMmpoBaHO Aero, BKIO-
Yarolee OCHOBHOW [OKYMEHT (MPOTOKON M Op.) 1 OOMNOMHAKLWYE ero Matepuarbl, CocTosuye
13 OOKYMEHTOB pasHOro Buaa (CrnpaBKW, TexHMYecKast OOKyMeHTauus, 3asBrieHns v gp.), B
3arosioBke ykasblBaeTCa BWO OCHOBHOIO JOKYMEHTa, ero cogepaHue, aBTopCcTBO M Ap., a B
KOHLe 3arorioBka yKasblBaeTCsl «M OOKYMEHTbl K HEMy» ©e3 pacKkpblTus BUOOB OOKYMEHTOB.

Hanpuwmep:
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lMpomokosibl Ne 1-10 3acedaHus MexeedoMcmeeHHOU KOMUCCUU yripasbl paloHa u
OOKyMEHMbI K HUM

[Tpomokos xo35icmeeHHO-9KOHOMUYEeCKo20 akmuega dernapmamMeHma, cocmosieule-
eocs 25 aHeaps 2003 eo0a u OOKYMEHMbI K HEMY

[Mpwn cocTaBneHuM 3arosfioBka K TakMM LOKYMEHTaM Kak LUTaTHOe pacnucaHue, CMeTb
[OXO[O0B U pacxofoB M Ap., KOTopble (hopMUpYOTCA B OOHO AENo CO BCEMU U3MEHEHUAMU Y
AOMOSIHEHUSIMWN K HUM, yKa3blBaeTCA Ha3BaHWe OCHOBHOIO OOKYMEHTa B €4UHCTBEHHOM 4uC-
e N B KOHLIE 3arofioBka 0TMeYaeTcsl «M M3MeHeHus K HeMy». Hanpumep:

LLiImamHoe pacnucaHue denapmameHma Ha 2003 200 U UBMEHEHUS K HemMy

MMpuroxeHus1, yKkaszaHHble B TEKCTE OCHOBHOIO AOKYMEHTA, He SABIISIOTCS OTAESbHbIM
AOKYMEHTOM UM B 3arofioBKe He OTpakatoTcs.

[erno, cogepxallee nMcbMa-3anpochl M OTBETbI HA HUX Ha3blBAETCS «MNEPENUCKON».

B 3aronoBkax gen ¢ nmaHoBO-OTYETHbIMU AOKYMEHTaMW K Ha3BaHWIO BWAa AOKYMeHTa
pekomeHayeTcs 0o6aBfATb XPOHOMOrMYECKOe yTovHeHue (ro40BOW, KBapTasbHbINM), Tak Kak B
3aBUCUMOCTM OT COXPaHHOCTM OOKYMEHTOB B OpraHusauum Ha MOCTOSIHHOE XpaHeHue MOryT
oTOUpaTbCs Kak rogoBble, Tak U KBapTarnbHble MiaHbl M oTyeThl. Hanpumep

lNepcriekmueHbIU rnaH coyuaribHO-3KOHOMUYECKO20 pa3sumusi patioHa Ha 2001-2005
200bI

KeapmanbHbie ¢huHaHcosble nnaHbl 0ernapmameHma Ha 2005 200

[odoeoli byxzanmepckuli omyem OernapmameHma 3a 2005 200 u OOKyMeHMbI K
Hemy.

B 3aronioBkax gen ¢ pacnopsavtesibHbIMU JOKYMEHTaMu, MpOTOKOMamu, KOTopble B
AEnonpoM3BOACTBE  PErUCTPUPYIOTCA NyTEM MPOCTaBMEHUS MNOPSLAKOBbIX HOMEPOB, MOCHe
HauMeHOBaHWNA Buaa OOKYMEHTa yKasblBalTCHA WX perucTpaumoHHble (NnopsiakoBble HoMepa).
Hanpumep: [llpuka3del NeNe 1-120..... Ecrm umeloTcs NponylweHHbIe HoMepa, TO MNpu He-
BorbLOM KX KONMYecTBe 3TO OTpaXkaeTcs B 3arofioBke M OroBapuBaeTcd B MpeaucrioBum.
Hanpumep: lMpomokonsr NeNe 1-10, 13,15-80.... Npu 3HauMTenbHOM obGbeme OTCYTCTBYHO-
LLMX HOMEpPOB, YTOObI He MeperpyxaTb 3arofioBOK OMNWCK, B 3arosfioBKe yKasblBaeTCsi NepBbIN
M nocregHui MMmerlyecs HomMepa, a BCe OTCYTCTBYIOLLME - OrOBapuBalOTCS B NPeaMCIioBUN.

Ecrm B gernonpousBoacTBE opraHusaumm K HoMepam pacnopsamtesibHbiX AOKYMEHTOB
nobaBreHbl ByKkBeHHble MHAOEKChI, TO OHN 00s3aTeNbHO yKasblBalOTCHA B 3arofioBkax aen.

5.1.2. ABTOp (Ha3BaHWe opraHusauum, OOJSDKHOCTb WM daMuiMa M MHULManbl fvua,
KOTOPbIM COCTaBSIEHbl AOKYMEHTbI).

Bcren 3a ykasaHvem Buaa OOKYMEHTOB AOSDKHbI ObiTb 0603HAYeHbl aBTOPbl JOKYMEH-

TOB, Hanpuwmep:
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lMpednoxeHus npegekmypbl H20-3anadHo2o aOMUHUCMpPamueHo20 oKpyaa 0b u3-
MEHEHUU 20p00CKOU UHBECMUUUOHHOU rpoapaMMbl 0 XUauuHOMy cmpoumernibcmey Ha
2004 200

Ecrm aBTOpOoM foKymeHTa siBfisieTca opraHmsaums — cooHgoobpasoBaTtesb, YbW AOKY-
MEHTbl MOABEPrarTCa YNopsAOYEHUIO, TO Has3BaHWE OpraHusauuM B 3arorioBKax, Kak npaBu-
1o, WM COBCEM He npuBoauTcs (Hanpumep, B MNEpPEnUCKe), WM gaeTcsa TONbKo ero obuee
poaoBoe noHaTue. Tak B onucu fen [enapTameHTa MexayHapoOHbIX CBA3eN B 3arorioBkax
aen ynotpebrnsetca pofoBOe MOHATME — AenapTameHT. Hanpumep:

lMpomokorbi NeNe 1 -20 cosewaHuli y pykogodumernsi denapmameHma u OOKyMeHM bl
K HUM.

B pacnopsagutenbHbiX OOKYMEHTax aBTOp (HasBaHWe OpraHusauMnm M HavMeHoBaHue
AOJSDKHOCTU PYKOBOAUTENS) HE YKasblBaeTCsl, 3a WUCKMOYEHVMEM CIydaeB, Korga pacrnopsiav-
TEeNbHbIE [OOKYMEHTbI, MOAMMUCaHHLIE HECKOMbKMMWU OOSPKHOCTHbIMM fMUaMK, M3gaBanmcb C
pasHoM Hymepauven n OpMMpPOBaNMCb B OTAeSbHble Jerla Mo aBTOPCKOMY MpU3HaKy.
Hanpumep:

lMpuka3sbl NeNe 1 - 100 no ocHosHou OesimesibHocmu OenapmameHma. nw: lNpuka3sbi
NeNe 1-100 eeHeparibHO20 dupekmopa 0bbeduHeHUs o 0CHO8HoU dessimernibHocmu, lNpuka-
3bl NeNe 1-25 2riagHo20 uHxeHepa 06bedUHeHUS M0 OCHOBHOU dessmesibHoCcmu.

5.1.3. Agpecat unum KoppecnoHAEHT (HasBaHWe OpraHusauum KOTOpoMy agpecoBa-
Hbl WM OT KOTOPOTrO MOJSyYEHbI OOKYMEHTbI).

ApgpecaT unM KoppecrnoHAeHT ob6blYHO yKasbiBaeTCsA Mocre Ha3BaHua Buda Aderna B
dopme oduuManbHOrO0 HasBaHUsi OpraHuM3auum, WM OOSPKHOCTW, 3BaHus, hamMunin, MHULK-
anoB nmua.

Ecrm peno npeactaensieTr cobon «nepenucky» B 3arofioBKe YKasblBalT TOSbKO
Ha3BaHWS1 KOPPECMNOHAEHTOB, @ Ha3BaHWS opraHusaummn-poHgoobpasoBaTend, Kak npaBwurio,
He npvBoauTca. Ecrm nepenucka Benacb C O4HOPOLHbIMU KOPPECMNOHAEHTaMU B 3arofioBke
yKasblBaeTcs obLiee BMOOBOE Ha3BaHMe KoppecrnoHgeHToB. Hanpumep:

lMepenucka ¢ kpedumHbIMU op2aHu3ayusmu Mockebl no gorpocam peaynuposaHusi
baHkoscKkoU dessmeribHocmul.

5.1.4. CopepxxaHne AOKYMEHTOB (BOMpoc, npeameT, cobbiTve, akT u gp., K KOTo-
pOMYy OTHOCUTCSI coepxaHue AokymeHToB). CoaepxaHme OOKYMEHTOB u3raraeTcsl B 3aro-
NOBKE [ena COBPEMEHHbIM A3bIKOM, 6e3 BBOAHbIX CIIOB U CMOXHbIX CUHTaKCUYEeCKNX 060opo-

TOB.
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He ponyctumo ynotpebreHve B 3arofioBke HEKOHKPETHbIX, HE pacKpbiBalOLUWX CO-
AepXaHve LOKYMEHTOB, (POPMYrMpPOBOK, Takux, Hanpumep, Kak «pasHas nepenucka», «ob-
LLRAA nepenucka» u gp.

Cneuudonyeckne TepMuHbl B 3arosfioBkax npumeHstoTess 6e3 mameHeHun. Npu coctas-
NEHUM 3arofioBKOB He O0MycKaeTCs MOLEpHM3auMsa NEKCUKK, HO B TOXe Bpemsi Heobxoammo
nsberatb apxam3aumm BblpaxeHui n o6opoToB.

Mpn cocTtaBrieHm 3arorioBka Heobxogumo obecneunTb MofHoe COOTBETCTBME WH-
dopmaLmy, 3aKMOYEHHON B HEM, OEWCTBUTENbHOMY COLEPXaHUMO MHAOPMaLMM OOKYMEHTOB
nena. Hanpumep:

LokymeHmbi 0 pa3pabomke HopMamueos ¢huHaHCOo8bIX 3ampam Oss1 MIaHuUpPo8aHusi
U gbuHaHcuposaHUs UHBECMUUUOHHbIX rpogpaMmM 8 obriacmu XunuuHo20 cmpoumersibcmea
(mosicHumersbHble 3anucku, pacdemsl, mabnuyel, nepenucka u op.)

Ecrm copepxaHve OOKYMEHTOB [eria KacaeTCsl HECKOSbKMX BOMPOCOB, ABJSHOLLYXCA
4YacTblo O4HOro obLEero Bonpoca, B 3arofioBkax oTpaxaeTca obuym sonpoc. Hanpumep:

LokymeHmbi 0 nodzomoske u rnpogedeHuu rpa3dHosaHusi [Hsa eopoda (rnnaHbl, om-
yemel, cripasku, UHgopmayuu u op.).

B 310 Aeno BKMOYEHbl OOKYMEHTbl 06 opraHvM3aumMm B3auMOAENCTBUSI CO CpeacTBaMm
MacCoOBOW WH(popmauum, O NpasgHUYHOM OdhopMIieHMn parioHa, 06 opraHusaumMm BpeMeH-
HbIX TOProBbIX TOYEK M Op.

[Mpn cocTaBrneHun 3arofioBKOB K AOKYMEHTaM Cbe3[0B, KOHIPECCOB WX HOMepa MOryT
obo3HavaTbcsa pumckumn uudppamm (IX koHrpecc) urm apabekvmu umdbpamm.

5.1.5. HazBaHuMe MecTHOCTU (TeppuTOpMM), C KOTOPOWN CBA3AHO CoAepKaHue OOKYy-
MEHTOB, aBTOp, agpecaTt U KOPPECMNOHAEHT.

HasBaHWe MeCTHOCTM (HacerieHHbIX MyHKTOB, reorpaduyeckux oOBLEKTOB, aAMWHW-
CTpaTUBHO-TEPPUTOPMAIbHBIX €OUHNL) BHOCUTCA B 3arofioBOK Jeria, ecim HeobxoaMmo yka-
3aTb MeCTO COObITUMN UM MECTOHaxXOXOeHUs aBTOPOB (agpecaToB, KOPPECMNOHAEHTOB) OOKY-
MeHTOB. Hanpumep:

Omuem o npebbisaHuu denezayuu pabomHukos komumema 8 ®edepamugHoli pec-
nybnuke epmaHuu.....

HasBaHusi cTpaH, agMUHUCTPATMBHO-TEPPUTOPMASbHBIX €4MHUL, HaCeSieHHbIX MyHK-
TOB B 3arorioBKe Aera yKasblBalTCs MNOSHOCTLIO.

HasBaHne HaceneHHbIX NMyHKTOB U aAMWHUCTPaTVBHO-TEPPUTOPMANbHBIX €AVHWL, Npv-
BOOUTCS B BO3pacTaloLeM rnopsiake: ceno, ropoA, obrnactb 1 T.A4.

5.1.6. [laTtbl, K KOTOPbIM OTHOCATCS OOKYMEHTbl Aeria WM M3MOXEHHbIE B HUX COObI-

TNA, B HEKOTOPbIX CIydasdaX BHOCATCA B COCTaB 3arosfioBka aena.
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B 3aronoske gena npumensietca OykBeHHO-uudpoBoe obo3HadeHve patbl (25 des-
pansa 2006 roga).

[laTbl BHOCATCA B 3arofioBOK, €CfM TOYHasi AaTvpoBKa Heobxoauma Ofis NOHMMaHuA
KOHKPETHOro coAepkanusa goKymeHTa. Hanpuwmep:

HokymeHmsbi o nposedeHuu Hedernu [pyx6bl ecopoda Mockebl & cmonuue bornzap-
ckou pecrnybnuku 2opode Cogpusi 4 —11 anpens 2002 2oda (npoepammbl, omyemsbl, OOKa-
Obl, cripasku u op.).

Mpn onucaHMM OOKYMEHTOB Cbe3[oB, KOH(epeHLMn, nrneHymoB, cobpaHun 1 op. B 3a-
rosioBke obsi3aTenbHO yKkasbiBaeTCcHa Aata nposefeHus meponpuaTtus. Hanpumep:

CmeHozpamma y4pedumernibHo20 cbe30a obuw,ecmeeHHOo- noaumu4YecKko2o obbedu-
HeHus «[JeuxeHue 3a 3KOHOMUYECKYH peghopMy», cocmosisueaocs 8 2. Mockee 7 okmsibpsi
1998 eoda.

Mpn onmncanun Oen, B KOTOPbl€ BKIMOYEHbI MfiaHbl, OTYETbLI, CMEThI, LUTATHbIE pacnu-
caHus, B 3arosfioBke ykasblBaeTcs nepuopg (roa, kBapTas, Mecsiy), Ha KOTOpbI COCTaBIieH
nraH WM 3a KOTOPbIN COCTaBreH OT4yeT. Hanpumep:

«lo0oeoli byxearimepckull omyem OerlapmameHma 3a 2001 200»; «KeapmarsibHbil 6yx-
eanmepckul omyem OeriapmameHma 3a 1 keapmarn 2001 200a».

PexkomeHayeTcs ykasbiBaTb [aTy YTBEPKOEHAA B 3arOfloBKE K TakMM [AOKYMEHTAM KaK YyCTa-
Bbl, MOSOXEHMA, MporpaMMbl 1 ap. Hanpuvep:

lNpoepamma  Couyuar-Oemokpamuyeckol rnapmuu Poccuu, npuHImMoud  y4pedumerisHbIM
cue30oM 4 uroHs 1996 eoda.

5.1.7. OcobeHHOCTU OoTAeNnbHbLIX BMAOB 3arofiloBKOB

Ecrm peno coctout u3 HeckonbkMx TOMOB, BCEM TOMaM faeTcs OOLWMin 3arofioBoK, a
3aTeM (Mpu HeoBXOOMMOCTKM) AENaeTCHA YTOYHEHWE COOEPXaHMA KaXOoro ToMa B OTAENbHO-
cTu. Hanpumep:

LokymeHmbl 0 pabome npedcmasumerniscme 2opoda Mocken! ([Jomoe Mockebl) 3a
pybexom (omuyemel, cripasku, rneperucka u op.)

Tom 1. CmpaHbi Egporibi

Mpn onucaHum pacnopsauTeNbHbIX OOKYMEHTOB, MPOTOKOSIOB, CHOPMUPOBAHHBIX B
HECKOMbKO [eNn 3a OAVH KaneHaapHbl rof, He pekomMeHayeTcsi npuceaveBaTb UM HOMepa To-
MOB, TaK KaK OHU ABIISIIOTCA CaMOCTOSATENbHbIMM AeNaMn. B 3aronoBke K HUM yKasbiBalOTCS
HOMepa [OKYMEHTOB (MPUKA30B, MPOTOKOSIOB) M XPOHOSIOMMYMECKUA NEpPMoa, K KOTOPOMY OHM
OTHOCATCS.

To xe oTHoCUTCA K OefiaM MO JIMYHOMY COCTaBy (fMuYHble Aera, JIMYHbIE KapTOYKW,

nMueBble cyeTa, TPyAOBble AoroBopa), chopMUpPOBaHHBIM MO BUAAM JOKYMEHTOB B HECKOJSIb-



42
KO Aen 3a OAVH KaneHaapHbin rod. Tak Kak AOKYMEHTbl B HUX CMCTEMaTU3MpOBaHbl Mo anda-
BUTY paMmurmii paboTHMKOB, B 3arofioBKe K HUM yKasblBalOTCA HadvarnbHble OykBbl andasuta
damurmin. Hanpumep:

Jluyessie cyema o 3apabomHou nname pabomHukoe kKomumema c A o b.

Ecrm Ha opgHy 6ykBy andasButa damurmii paboTHMKOB CCHOPMMPOBAHO HECKOSIbKO
Aen, TO B 3arorioBke ykasblBalOTCA TpW NepBbiX OykBbl hamuimn paboTHKoB. Hanpumep:

Jluuesbie cyuema o 3apabomHou nname pabomHukos Komumema c ABA o ALLIY.

Ecrm B gene no rmmyHoMy coctaBy nofobpaHbl JOKYMEHTbl TOMbKO Ha ofHy OykBy, TO
B 3arofioBke ykasblBaeTcs ofgHa OykBa, C KOTOPOW HaudvHaroTca hamurimm paboTHUKOB.
Hanpumep:

Jluyesbie cuema o 3apabomHol niame pabomHUKO8 KomMumema Ha A.

Ecrm B ogHOM fgerne no fmM4HOMY COCTaBY COAepaTbCsl LOKYMEHTbI, chopMmUpoBaH-
Hble no andaeuTy daMuin 3a BECb o, HadarbHble GyKBbl NEPBOM M NocregHen dhammnim
paboTHUKa He ykasbiBaloTcs. Hanpumep:

Jluyessie cuema o 3apabomod niame pabomHUKO8

Mpn onucaHmm OfHOro fMYHOrO Aerna ykasbiBaeTca amMuriva, MMs, OTYECTBO KOH-
KPETHOrO IfmMua B MMEHWUTENbHOM Mnajexe, KpawHue AaTtbl ero MOCTYMNeHUs U YBOSIbHEHUS C
paboTbl, KONMYECTBO JIUCTOB.

Mpu ykasaHuM B 3arofioBkax HasBaHus opraHusauum (3a uckrnoveHnem coHgoobpa-
3oBaTens), OOJDKHOCTM, 3BaHUS KOHKPETHOro Jmua HeobxoauMo MpUBOAUTL KX MOSHble
Ha3BaHWs.

Ecrm B 3arofioBke YNOMMHAeTCA HECKOSIbKO OpraHvsaumin wm mmy, Heobxoammo Aa-
BaTb MX BMOOBOE MOHATHE. Hanpumep:

lMepenucka ¢ npegpekmypamu 2opoda Mockebl no eornpocam XuUIuwHoO20 CmMpou-
mersnbcmea.

3aronoBku gen, cofepxalme CTaTUCTUYECKME OTYETbl COCTaBISAOTCHA C YKasaHveM
HOMEpPOB POPM CTATUCTUHECKOM OTYETHOCTU. Hanpumep:

Cmamucmudeckutiomyem rno mpyQdy 3a 2003 200 (¢p. Ne 1-m).

Ecrm B gene vmeroTcst AOKYMEHTbI HA MHOCTPaHHbIX S3blkax HEOBX0aAMMO ykasaTb 3TO
B 3arornoske. Hanpumep:

lMepenucka ¢ uHocmpaHHbIMU ripedcmasumerniscmeamu 8 2opode Mockee 06 yya-
cmuu e nposedeHuu [JHs copoda 8 ceHmsbpe 2002 2o0a.

Ha pyck. u aHen. 53.

N
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lMepenucka ¢ uHocmpaHHbIMU ripedcmasumesiscmeamu 8 2opode Mockee 06 y4ya-
cmuu 8 npoeedeHuu [JHs 2opoda 8 ceHMsbpe 2002 200a.
Umeromcss O0OKyMeHmMbI Ha aHarl. [3.
Mpn HEOBXOOUMOCTM K TakMM OOKYMEHTaM MOXHO AaTb aHHOTAUMIO C yKasaHuem -

CTOB OOKYMEHTOB.

5.2. OnucaHue NOANIMHHOCTU AOKYMEHTOB

[na ynpaBrieH4YeCcKMX OOKYMEHTOB MpU3HaKkaMu MOOSMHHOCTM SIBMAOTCA: odumumans-
Hbl BGraHK opraHMsaumn, Hammdve MNOANMCK LOOSPKHOCTHOrO fmua, nedatu opraHuMsaumn.

MoarmMHHOCTE OOKYMEHTOB [Jerfia B 3arorfioBKe K AefiaM C ynpaBfieHYeCcKon OOKYMEH-
Tauuen He oroBapmBaeTCs.

[Mpn onucaHWM OOKYMEHTOB [erfia yKasblBaeTCs WX KOMUUHOCTb, KoTopasd obo3HavaeT-
csa crioBoM «Konus» nocrie 3arofioBka ¢ NponMcHon BGykBbl.

Ecrm B dboHOe noMuUMo 3aBepeHHbIX KOMUA, BCTPEYalTCA He3aBepeHHble Komnuu, 3To
HeobxoQuMO OroBOpUTb B MPEAWCHOBMM K OMKUCK, @ MPU yKasaHUM KOMUAHOCTM B OMUCU MOX-
HO MCMoOSb30BaTh TEPMUH «3aBepeHHast Konms .

Ecrm B gene vmeloTcs M NOAMMHHMKA U KOMWW OOKYMEHTOB, M TakMX Oefn B ONuCU -
3HauUTENbHOE KOMMYECTBO, TO 3TO OTMEeYaeTcs B MpPeavcrioBMn K onucu 6e3 ykasaHusi Ko-
MUAHOCTM K 3arosioBkam Aen.

[aHHble O MNOASMHHOCTM WM KOMWWHOCTK, OTHOCSAILMECA KO BCEM [OOKyMeHTam [fena,
NPVBOAATCA NOCEe 3arosfioBka Co CTPOYHOM BykBbl. Hanpumep:

LLImamHoe pacnucaHue denapmameHma Ha 2005 200 u usmeHeHusi K Hemy. Koruu.

Ecrm 3TV gaHHble OTHOCATCA MMWb K OAHOMY AOKYMEHTY, YNOMUHAaeMOMY B 3arorioB-
Ke, ykasaHue O MoASMHHOCTM aeTCs Mocre ONMCaHusa 3TOro JOKYMEHTa B 3arofioBke B CKOO-
Kax cO CTpOYHOM BykBbl. Hanpumep

LLiImamHoe pacrnucaHue denapmameHma (3asepeHHast Korusi) Ha 2005 200 u usme-

HEeHUA K HeMy.

5.3. OnucaHue cnocoba BocnpousBeAeHNs LOKYMEHTOB

Cnocob BocnpousBeaeHnst LOKYMEHTOB [fefa ykasblBaeTcs Ans Havboree LEeHHbIX
[IOKYMEHTOB, a TaKke B TeX Crlydasix, korga oH siBnsieTcs HeobblYHbIM AN AaHHOro Buaa Oo-

KYMEHTOB WM UMeET 3Ha4vYeHne OJid UX XapakTepUCTUKWN.
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Ana ob6osHadeHns cnocoba BocnpousBeneHMs YnoTpebnArTCa TEPMUHbI: PYKOMNUCD,
asTorpad, MalmHoOMuCb, MevaTHoe u3daHue U Jpyrve, KOTopble MPUBOAATCH Mocre 3aro-
floBKa CO CTpOYHOM BykBbl. Hanpumep:
ObpauweHue Poccutickol napmuu mpyda K epax0aHam Poccuu 0 msxxesiom 3KOHO-
MUYECKOM [0fI0XXKeHUU mpydsaujuxcs u rnymsx ux npeodosnieHusi, npuHsmoe Ha 5 cbesde

napmuu 18 anpens 1998 eoda. lNeyamHoe usdaHue.

5.4. CocTaBneHue aHHOTaLuM JOKYMEHTOB

AHHOTaUMs [OKYMEHTOB Aerfa - KpaTkasi XapaKTepucTvka OTAEeSbHbIX AOKYMEHTOB,
rpynnbl JOKYMEHTOB Aera, cofepXaHue N 0COBEHHOCTM KOTOPbIX HE OTpaXKatoTCA B 3arosioB-
Ke gena.

AHHOTaUMs COCTaBfIeTCA Ha Havboree BaKHble OOKYMEHTbl UM rpynmnbl JOKYMEHTOB
Aena, cogepkaHue KOTopbix HeoOGxoaMmo OTpa3uTb bornee nogpobHO, YEM 3TO MOXHO cae-
raTb B 3arorioBke gerna.

AHHOTMPYIOTCS, Kak npaBurio, 0CO00 LieHHble OOKYMEHTbI, JOKYMEHTbl — MPUIOXEHUS K
OCHOBHOMY [OOKYMEHTY, OOKYMEHTblI OpraHv3aLui-npealecTBeHHUKOB. BO3MOXHO Takke aH-
HOTUPOBaHME AOKYMEHTOB, COAEpXalyx CBOAHblE CBEOEHMS MO JIMYHOMY COCTaBy, a Takke
copgepXawyx cBefeHVs O BUAOHbIX rOCyAapCTBEHHbIX, OOLUECTBEHHbLIX AEATENsAX, M3BECTHbIX
muax B obract Haykm M KynbTypbl, @ Takke aBTorpadbl aTux nmu. Kpome Toro, aHHOTMPO-
BaTbCA MOryT Kaptorpadwudeckue u msobpasuternbHble mMaTepuarnbl, LEeHHbIe nedaTHble W3-
AaHus, Metoupecs cpeauv JOKYMEHTOB U ap.

AHHOTaLMs COCTaBIIIETCA B MOPSAKEe, NPUHATOM AfA ONMCaHUA OTAENbHOrO AOKYMEH-
Ta WM NPUBOOUTCA KpaTKOE UMOXEHME YacTu codepXaHns aHHOTUPYEMOro AOKYMEHTa.

Mpn aHHOTMPOBaHUM MeYaTHbIX MaTepuarioB (MCTOBOK, GpoLtop u T.n.), NOMUMO BW-
Aa [OKyMeHTa (fmcToBKa, Bpoluopa), ykasblBaeTCsl Takke ero Ha3BaHue WM HavalbHble
croBa JOKYMeEHTa (Npy OTCYTCTBMM Ha3BaHWUs), BbIXOOHbIE AaHHbIE.

B aHHOTauusx m3obpasuTernbHbIX MaTtepuarioB pekoMeHOyeTcsl ykasblBaTb MaTepu-
an, gopmMat AOKYMeHTa M cnocob ero UCnosiHeHus .

B aHHOTauum, Moryt Takke, NpMBOOUTCA MMEHa JWU, Ha3BaHWSA OpraHusauui, ynomu-
Halowyecs B [OOKYMEHTax U MMelLpe CyLeCTBEHHOE 3HayeHue (NepeyncrnaiTcs B KOHLE
aHHOTaUMM Mog PYOPUKON «YMOMUHAKOTCS» ).

B koHue aHHoTauum npmBOoOATCA HOMepa JIMCTOB aHHOTUPYEMbIX OOKYMEHTOB.
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Bo u3bexaHue 3arpomMoXkaeHus TekcTa Mnpu aHHOTUPOBaHuM criegyeT msberaTb npw-
MEHEHVS] JMLLHUX Ppa3 M BbIpaXeHUA («B AOKYMEHTaxX COAEPXUTCA», «AOKYMEHTbl KacatoT-
ca», U T.M.).

AHHOTaUUs1 NUETCA MOCrie 3arosfioBka C KpacHoln CTpoku (absaua). Hanpumep:

lMpomoxkoribi NeNe 2-3 3acedaHull [Nornumcosema u QOKyMeHmMbI K HUM.

lMucbmo lNpedcedamens [yxoeHoz20 YnpaesneHusi MycyrnbMmaH Eeponetickol Yacmu
Poccuu my¢pmus Pasuns MatiHymOuHa o npa3dHosaHuu 60-nemus [JHs Nobedbi 8 Benukol

OmeyvyecmeeHHoU soliHe. J1.71.

5.5. BbifiBNneHue nu 0603Ha4YeHue KpanHux gat gena

BaxxHbIM anieMeHTOM onMcaHna OOKYMEHTOB SIBMSIETCA onpeerieHne KpanHux gat go-
KYMEHTOB, COCTaBfAIOLYX Aero.

5.5.1. HavanbHOM gaton fgerna siBndeTcs gata cocTtaBfieHns (peructpauum) camoro
paHHero JOKyMeHTa, a KOHEYHOW - JaTa COCTaBfieHusa (perucrtpaummn) camoro nosgHero go-
KyMeHTa.

Mpn o6o3HayeHMn gaTbl CHavana ykasbiBaeTCs 4ucrio, 3ateM Mmecsu u rog. “Yucro,
MecsL U rog nuwytca apabekummn umdpamm vepes Touky (25.05.2006)

PekomeHayeTcsa ykasblBaTb Ha3BaHWe Mecsla GykBamu, ecriv npu onpegeneHn gat
AOKYMEHTa HEBO3MOXHO YCTaHOBUTb YUCSIO, a TOSMbKO Mecau v roA. Npn aTom K Lmdposomy
0b03HayeHuo roga aobaBnaeTca NosHoe WM CoKpalleHHoe croBo «roa» (pespanb 2006
roga wm dpespans 2006 r.).

Kpome TOro, ecrm geno coctout M3 OAHOrO AOKYMEHTa WM AOKYMEHT UMeeT 0Cobyio
3HaYMMOCTb, Takxe ucrnonb3yeTcsa obo3HaveHve mecsua BykBeHHbIM cnocobom (25 mas
2006 roga).

Ecrm kpamHve gatbl gena wm OTAerbHble UX 3MeMEeHTbl (YMcro, Mecsl, roa) onpe-
AenaiTca nNpubnmMsnMTensHo, TO AaTtbl UM OTAESbHbIE UX 3fIEMEHTbl 3aKmo4valTca B KBag-
paTHble CKOOKW. [NornHble gaTbl WM OTAENbHbIE MX 3fIEMEHThI, He abCOMTHO AOCTOBEpPHbIE,
COMPOBOXOAKTCA BOMpoCUTESbHLIM 3HakoM. Hanpuwmep: [He paHee 1920 2. [He paHee
mapma — He noaxe masi] 1921 e.; [He noaxe 15] mapma 1931 e.; 18 [aseycma] 1944 2.;18
aszycma [1944 2.?]; [18 aseycma . 1944 2.7].
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5.5.2. OcobeHHOCTN onpeeneHns KpanHux OaT OTAENbHbIX BUOOB OOKYMEHTOB.

5.5.2.1. [10KyMeHTbl NMOCTOSIHHOIO XpPaHEeHWH:

- JaTbl pacnopsavTernbHbIX JOKYMEHTOB (MOCTAHOBIIEHUA, PACMNOPSKEHUA, NPUKA30B U
Ap.) YKasblBalOTCA MO BPEMEHU UX YTBEPXKOEHWUS, @ €CIM LOKYMEHTbl He OaTUPOBaHbl, TO —
No BpEMeEHM onybrvMKoBaHUA WM BBEOEHWS] B AEVCTBUE;

- MONIOXEHWS, WHCTPYKUMW, MNpaBura, perfameHTbl U T.N. AaTUPYIOTCH MO BPEMEHM
yTBEPXAEHUS;

- Jatamu MNpOTOKOSIOB SABMSAKOTCA AaTbl MPOBeAeHVs 3acedaHvi, npu OTCYTCTBUM Ha
AOKYMeHTe [aTbl NpoBefeHNs 3acefaHns MOXHO yKasbiBaTb ATy ero yTrBepXaeHus;

- MPW ONMCaHUM aKTOB YKa3blBAKTCA AAaTbl UX COCTaBMEHUS

- MPU ONMCaHMN MIIAHOBO-OTYETHOM AOKYMEHTauuW, LWTaTHbIX pacnucaHui BMECTO
KpanHux gaT gena ykasblBaeTcs nepuof (rod, KBapTar, Mecsu) Ha (3a) Ha KOTOPbIA OHWU CO-
cTaBneHbl. Hanpumep, ykaszaHnemM KpavHux Aat erna, CoaepXallero LWraTHoe pacnvcaHve op-
raHmsauum Ha 2000 rog, 6yaet «2000», oma gera «byxrarmepckve ot4eTbl AerapTameHTa 3a 1-2
kBapTarel 2001 roga» - «aHBapb — uoHb 2001 roga».

- eClv B Jerne MMEerTCA OOKYMEHTbI-NPUIIOXEHM, KOTopble AaTUpOBaHbl paHee nep-
BOro AOKYMeHTa fera, TO UX AaTbl JOSKHbl OroBapmBaTbCsl C HOBOW CTPOKM MOCHe 3arosioB-
Ka: «MMEelTCA OOKYMEHTbl 3a ... rogy»; npu aHHoTauunm OOKYMEHTOB YKa3sblBalOTCA HOMepa
NMCTOB;

- KpamHiMK gatamu XKypHana (KHWrv) permctpauum siBnsiTca Aatbl NepBod U no-
crefHen 3anucen B XXypHarne (KHure);

- eclv [erno COCTOUT U3 KOMWUA AOKYMEHTOB, M3rOTOBIIEHHbIX 3HAYUTESIbHO MO3Xe COo-
CTaBneHUs MX NOAJSMHHMKOB WM MOSlydeHHble hoHaoobpasoBaTenemM Ansi paboTbl U He CBSA-
3aHHble C ero OCHOBHbIMW MaTepuanamu (Hanpumep, B (poHOoax pefakumn, pasfmyHbiX KO-
MUCCUMA W T.M.), TO KparvHuMn gatamu OyayT ABMSTbCA AaTbl M3rOTOBMEHUS KONV, a AaThbl
NOAMMHHMKOB MPUBOAATCS B 3arorioBke. Hanpumep:

3arosioBok:

XKypHan «paHu», 1949 200, NeNe 6-7. PernpuHm.

KpavHne patbl

1980

- nNpu ob603HaYeHUM KpavHuUX AdaT [en, coaepXaumx nepenucky, ykasblBaloTcsa AaTta
pervcTpauum nepBoro u nocregHero JoKymeHTa B gere.

5.5.2.2. [10KyM€eHTbI MO fIMYHOMY COCTaBY:.

- KpaHMMK gatamu fiMdHOro Aerna paboTHuka SABNAKTCA AaTbl NpuKasoB O ero npuve-

Me 1 YBOSbHEHUN C paboThbl.



47
- KpamHve AaTtbl pacyeTHO-NNaTeXHbIX BeAOMOCTeN 0603Ha4alTCss MecsuemMm 1 roqom
6e3 0603HayeHmsa yucra (aHBapb 2003 r. — moHb 2003 T.)
- MPWY ONMUCaHMN JMLIEBbLIX CYETOB, JIMYHbIX KapTOYeK, KOMMIEKCOB (HAapS4OB) JIMYHbIX

Aen, TPyAOBbIX IOrOBOPOB BMECTO KpalHUX AaT Aerna ykasblBaeTcs TONbKO rof,.

5.6. I'Iopnp,ox onncaHunAa nepnoanvecKux M3gaHun n OﬂyGHMKOBaHHbIX AOKYMEeHTOB

lNpn onMcaHMM BKIMOYEHHBLIX B OMUCU AEST MarioTUPaXKHbIX NepMoandecKknx nsgaHum,
Opowop, onybrMKOBaHHbIX OOKYMEHTOB OpraHusauuMm M Opyrux neyaTHbIX M3gaHvi, B 3aro-
NOBKE Y4MUTBIBAKOTCA 3feMEHTbl UX Bmbrmorpadnyeckoro onucaHus.
5.6.1. Ecrm m3gaHmne npencrtaBnseT cobon aBTOPCKYHO CTaTblo, KHUY, TO OnMcaHue
NPOBOAMUTCA crieaylouym obpasom:
B rpade «3aronoBok ferna» ykasblBaeTCs aBTOP W HasBaHve Mne4vyaTHOro usgaHus.
[anee ykasblBalOTCH €ro BbIXOAHbIE AaHHbIE (MECTO U rod usfgaHus).

B rpadpe «kpavHve gatbl» - rog usgaHus.

3aronoBok gena KpavHvne pgatbl
Metpos A.b. byayuee Poccum 2005
M., 2005

5.6.2. Ecrm msganve npepncrtaBnseT cobon onybrmMkoBaHHble AOKYMEHTbl OpraHusa-
Uui (OOKYMEHTbl Cbe3[OoB, MIEHYMOB, KOHIPECCOB M Ap.), TO OnucaHve NpoBOAUTCA crieay-
oM obpasom

B rpade «3aronoBok gerna» ykasblBaeTCHA Ha3BaHuve usgaHus. [lanee ykasbiBatoTcs
ero BbIX04Hble AaHHbIE.

B rpade «kpavmHve gatbl» - KpavHuWe AaTtbl OJOKYMEHTOB, BKIMHOYEHHBLIX B neyaTHoe
nsgaHuve.

Ecrm HasBaHve neyaTHOro M3gaHua He MOSHOCTbIO OTpaXaeT ee codepXaHue, To B
aHHOTaUMM K 3arorioBKy yKasblBaeTCH COCTaB BKIMOYEHHbIX B HEr0 JOKYMEHTOB W SUCTbl [O-
KYMEHTOB.

Ecrm B usgaHum onybrmkoBaHbl JOKYMEHTbI cbesfa, nreHyma v Ap., TO B aHHoTa-
UMM yKasblBaeTCs gata M MecTo NpoBeAeHUs MeponpuaTUa (€Crim OHWU He yKasaHbl B Ha3Ba-

HAN BpoLLOPbI).

3aronoBok gena KpanHne pgatbl
I cbesn JinbepansHon naptum Poccun. 2004
25-26 ceHTs6pa 2004 r., Mockea. [lo-
KyMeHTbl 1 maTepuansl. M., 2005
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MapTosckui MNneHym BKIB M.,1994 1994

MpoTokon 4 lNnenyma BKI1B, cocTto-
asweroca17-19 mapta 1994 r. B JleHuH-
rpage. J1.J1. 5-17.

5.6.3. Ecrm u3gaHve OOKYMEHTOB OpraHusauum (nporpamma, ycTaB, NPOEKT HopMa-
TUBHOIO akTa W Ap.) BbIMOSHEHO TUNOrpadCckmum Crnocobom, HO HE UMEET BbIXOLHbIX AAHHbIX
(4acTo BCTpevyaeTca B OOLECTBEHHbIX OpraHusauusx), TO OnMcaHve NPOBOAUTCS Crieayto-
uymMm obpasom

B rpade «3aronoBok gena» ykasblBaeTCsl TOYHOE Ha3BaHWE OOKyMEHTa, Jaree yka-
3blBaeTcd — neYyaTHoe m3gaHue.

Ecrm m3gaHmne npepncraBnsaet cobon OoTaernbHbIM JOKYMEHT, HeoOxoaMmMo ykasaTtb -
KEM W KOrga yTBepXaeH, npuHaT) B rpade «kpamnHue gaTbl» - rod NPUHATUA Ui yTBEpXae-

HUA OOKYMEHTa.

3aronoBok gena KpanHvue patbl
ObpaweHne Poccurickon naptum Tpyada 1998
K rpaxgaHam Poccum 0 TAXernom 3Ko-
HOMWYECKOM TMOSNIOXKEHUN TPYOSALLMXCS WU
nyTaAX ero NpeoosieHusi, NpuHAToe Ha 5
cbesge naptum 18 anpena 1998 roaa.
[leyaTHOE M3gaHve

5.6.4. OnncaHne nepvoguyecknx usgaHun (raset, KypHarioB, arbMaHaxoB U ap.).

B rpacde «3arornoBok fera» ykasblBaeTcs BWO Nepuvogu4eckoro usgaHust n ero
Has3BaHME B KaBblYKax, Jaree ykasblBaeTCcs noAasarosioBok msganua («oprad JIOMNP», «uspa-
HMe ynpaBbl panoHa», «OBOLWECTBEHHAs ropoackasa raseta» v gp.) rog usgaHvs n Homepa us-
hannsa. B rpade «kpanHue gatbl» yKasbiBaeTcs rofd msgaHusa. Ecrm nepvoamdeckue mspaHus
CrpynnvpoBaHbl B OTAESNbHblE ONMUCW MO BuAaM Mepuoaudeckux usgaHui, TO B 3arosioBke
BWO U34aHUsi MOXHO He yKasbiBaTb.

Mepuoguyeckmne msgaHust MOXHO hopMUpoBaTh B OOHO AEeri0 3a HECKOSbKO FeT, ec-
M no3BorsieT 06beM OOKYMEHTOB. B Takom crnydae B rpade «3arofioBOK Aesfia» ykasblBatoT-
CA rodbl N HOMepa U3gaHMM 3a Kaxabl rof, a B rpade «KpavHve gaTbl» yKasblBaeTCa Xpo-

HOJIOrM4ECKMN nepuon BKIMOYEHHbIX B AESI0 AOKYMEHTOB. Hanpl/lmep:

3aronoBok gena KpanHvue patbl
MazeTa «JledbopToBON». N3aanne Ynpa- 1998
Bbl panoHa «JledpopToB0o».1998 rog.
NeNe 4-15
KypHan «[MoceB». N3gaHne HTC. 1973 1973-1974
rog. NeNe 3, 5, 7; 1974 ron. Ne 2-4
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5.6.5. Ecrm B onucb BKMOYEHbI BbIPE3KM U3 ra3eT U XKypHaroB Mo MCTOPWUM OpraHu-
3aumn, TO NpyY OMUCaHMN YKa3biBalOTCA BUObl LOKYMEHTOB (CTaTbW, MHAOPMAUMUOHHLIE CO-
o0LeHNs, OOKYMEHTbl M Ap.), @ B CkOOKax Mocre 3arosfioBka ykasblBaeTCs «BbIPe3ku U3 ra-
3eT». Hanpumep:
Cmambu, uHgpopmayuoHHble coobuweHusi, onybriukogaHHble 8 cpedcmeax Macco-

eol uHghopmauyuu o 0essimesnibHocmu meampa «JlyHa» (8bIpe3ku u3 2azem).
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6. OPOPMJIEHUE OEN

OdopmrieHne gerna NOCTOSHHOMO XpaHeHUst M Mo IMYHOMY COCTaBy BKIoYaeT B cebs
KOMMrekc paboT No Hymepauun SMCTOB B Aefie, COCTaBIIEHUIO NMCTa 3aBepuTens, BHYTPEH-
Hel onmcu (Npy HeobxoaMmMocTK), noAaumBKe (NepemnreTy), odopMIEHHO OOMOXeK ner, npo-
CTaBreHVio LWpPOB Ha Oerax.

[ena BpeMeHHoro xpaHenus (oo 10 neT), nocTynaroupe B rocygapCTBEHHbIN apxuB
npy JMKBMOAUMM OpraHM3aumm WM OCTaBfiEHHbIE Ha XpaHeHVWe B OpraHuMsauum noanexart
YaCTUYHOMY OPOPMIIEHUIO: JOMyCKaeTCs He MPOBOAUTL CUCTEMaTmM3auuvio OOKYMEHTOB B Ae-
rne, NMCTbl ferna He HyMepoBaTb, 3aBepuUTESbHbIE HAAMUCKM He COCTaBIiATb. [JOKyMEHTbl MO-

rytT XpaHUTbCA B Nankax-CKopocumBaTeldX

6.1. Hymepauusa nucroBs

B uensx 3akpenneHns nopsigka pacnoriokeHns OOKYMEHTOB M obecnedeHus mx Cco-
XPaHHOCTN BCE JMCTbl Aeria, KpOMe JMCTOB BHYTPEHHEW OMUCU M 3aBEpPUTENbHOWM Hagmnmcwy,
HyMepyloTca apabckumun umMpammn BaroBOW Hymepaumen YepHbIM rpaduyeckum KapaHga-
LLOM B BepxHeEM nNpaBoM Yriy (He 3ageBasi TekcTa AOKyMeHTa). JIMCTbl BHYTPEHHEN Onucu
AOKYMEHTOB Aefia HyMepYyrTcsa OTAeNbHO (apabckumn umdpamn).

Mcnonb3oBaHne YepHUn UM LBETHbIX KapaHgalen npyv Hymepauum gen sanpelget-
cs.

Jlnctbl Gorbuoro popmaTta Takke HymMepyloTCa B NpaBOM BEPXHEM Yrily, CKraabiBa-
toTca (panbuyoTcd) 1 nogumBalroTcsl 3a oauH Kpawn. CriokeHHbln rmcT (cbopmata A3, A2)
pasBopayMBaeTCs U HyMepyeTcs B NpaBoM BepxHeM yriy. [Mpu aTom mmcT noboro dpopmaTa,
noguwmTbIA 3a OOMH KpaWn, HyMepyeTCs Kak OOuH JIUCT.

Ecrm TekcT gokymeHTa pacrofioXeH Ha obeux CTopoHax fmcta, obopoTHasi CTopoHa
mMcTa He HymepyeTcsi, a nNpy oPOPMIIEHUM CHOCOK Ha OBOPOTHYIO CTOPOHY fiMCTa AOKyMEHTa
yKasblBaeTcsl HOMep fmcta ¢ gobasrneHvem «ob», Hanpumep: /1. 25 06.

JInct ¢ Harnyxo HakrneeHHbIMM OOKyMeHTamu (doTorpadusimu, Bbipe3kamu, BbinUCKa-
MU U T.N.) HyMepyeTCa Kak oAauH NMCT. Ecrm K JOKYMEHTY NOAKMeeHbl OOHUM Kpaem Apyrue
AOKYMEHTbI (pacyeTHble JIMCTKM K JIMLEBbIM CYeTaM, BCTABKW TEKCTa, NepeBOAbl, BbIPE3KM U
T.M.), TO K&XObIN AOKYMEHT HyMepyeTcs OTAeSbHO.

Ecrm B geno BKMOYEHbl NUCTbl — pasgernvrernm Mexay AOKYMEeHTaMW, Ha HUX AOSpKHa

ObITb MHOPMaUMs (HaanMCb), KOHKPETUIVPYIOLWRAS MPUHLMN cucTeMaTtusaumm JOKYMEHTOB B
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aerne (HaMMeHoBaHWe CTpaHbl, BUOOB LOKYMEHTOB, daMurins, MMsi, OTY4ECTBO paboTHUKa wu
Aap.) OHM HymepyloTCs B BarioBbIM MNOPSAKE BMECTE C AOKYMEHTAMM.

Ecruv B gene vMeroTca YncTble NIUCThI, OHU HE HYMEPYIOTCS, a U3bIMaloTCa U3 aera.

MoouwmTtble B AEN0 KOHBEPTbI C BIIOXEHUSIMW HYMEPYHOTCS, NPpY 3TOM BHavarne Hyme-
pyeTcs caM KOHBEpPT, a 3aTeM o4YepeHbIM HOMEPOM Kaxdoe BIIOXeHVe B KOHBepTe.

MoouwmTtble B AeNio OOKYMEHTbl ¢ COBCTBEHHOM Hymepaumen fMcToB (BKMoYas nedat-
Hble M3OaHusi) MOryT HyMepoBaTbCHA B OOLIEM MOPSAOKE WM COXPaHSATb COOCTBEHHYIO Hyme-
paLuio, eCrim OHa COOTBETCTBYET NOPALKY pacrosioXeHuss NMCTOB B Aere.

doTorpadum, YepTexu, guarpammbl U Opyrue WIOCTpaTMBHbIE OOKYMEHTbI, npea-
CTaBfslOLME CaMOCTOATESbHBINM JUCT B Aere, HYMepyTca Ha 06OpPOTHOM CTOPOHE Ha BepX-
HeM roJse nmcTa.

Jluctel gen, cocTosaupx U3 HECKOSNbKMX TOMOB WM YacTeWn, HYMEpYKTCSA MO KaXgomy
TOMY UIX KaXXOQoW 4acTn OTAESbHO.

[Mpy npueme nogumMTbIX U MPOHYMEPOBaHHbLIX Aen B AeSfionpou3BoACTBE OpraHv3auum,
ecrm obHapyXeHbl OTAeNbHblE OWMOKM B HyMepauum fMCTOB BO3MOXHO MPUCBOEHUE fmTep-
HbIX HOMEpPOB nMMcTam, Hanpumep: 71a, 16, 5a.

B crnyyae 6Gomblioro kKommyectsa owmbOK MPOBOAUTCS nepeHymepauust mctos. pu
3TOM CTapble HOMepa 3ayepKMBalOTCA KapaHOalloM OAHOW HAKIIOHHOW 4epTon, a psaoM
CTaBUTCS HOBbIM HOMEpP fmMcTa (3anpeLaroTcs MOATUPKM U MPaBKM CTapbliX HOMEPOB); B KOH-
Lue gena CoCTaBfiieTCS HOBbIM NUCT-3aBEPUTESb, NPU 3TOM CTapbIi NMCT-3aBEPUTESb 3a4ep-

KMBaeTCA, HO COXpaHAEeTCA B Aerie.

6.2. CocTtaBneHue nucra-saBepurens

Jluct 3aBeputenb cocTaBnseTca And ydeTa KonmMyecTBa JIMCTOB B [ene No YCTaHOB-
nenHon copme (Mpurnoxenne Ne 1.)

Jluct-3aBeputens coctaBnseTca B genie Ha otgernbHom mmcte (cpopmata A4, A5), B
KHUrax — Ha 060pOTHON CTOPOHE NOCreaHero YNCTOro fmcTa.

3anpelpeTca BbIHOCUTb JUCT-3aBEPUTESNb Ha OOMOXKY Aera Win YMCTbi 060poT mun-
cTa nocnegHero AokymeHta. Ecrm geno nogumrto wm nepenneteHo 6e3 OnaHka rwmcTta-
3aBepuTerns, OH HaKrnemBaeTCs 3a BEPXHIO YacCTb SMCTa Ha BHYTPEHHEN CTOpPOHE OBIIOXKM
Aena.

B rnucTe-saBeputene ykasbiBalOTCA UMppamMn M MPOMNUCLIO KOMMYECTBO MNPOHYMEPO-
BaHHbIX JIMCTOB M OTAENbHO, Yepes3 3HaK «+» KONMYECTBO JIMCTOB BHYTPEHHEN onuck (npun ee

Ham4mm).



52
B ructe 3aBeputerie oTMeuvaroTcs 0COOEHHOCTU Hymepauumm JmMCcToB, domanyeckoro

COCTOSIHVSI IOKYMEHTOB 1 (DOpPMUPOBaHMS fera:

Harm4ymne JmTepHbIX HOMEPOB JICTOB;

Hanndmne nponyweHHbIX HOMEPOB JINCTOB;

HOMEPOB JMCTOB C HaKMeeHHbIMU dhoTorpadusimu;

HOMEpPOB KPYMHOOPMAaTHBLIX FNCTOB;

HOMepOB KOHBEPTOB C BJIOXEHUAMU U KOJNIMHECTBO BJIOXKEHHBLIX B HUX J'II/ICTOB);

HOMEPOB NOBPEXAEHHbLIX JINCTOB;
-Hammdve B gene TunorpaddCkmMx 3K3eMnisapoB OpoLkop C KONMYECTBOM JMCTOB B
HMX, €CIM OHU He Oblfim OTMeYeHbl B O6LLE BarioBOM Hymepaumn B gere.

KonmyectBO IMTEPHBIX, MNPOMYLLUEHHLIX JIMCTOB AOJDKHO YYUTbIBATbCA B UTOrOBbIX
OaHHbIX O KONMYecTBe MNPOHYMEPOBaHHbLIX NMCTOB. Hanpvmep, nocregHui nucT gera vmeet
HoMep 252, HO B gerne ecTb fmcTbl ¢ HoMepamun 5a n 30a n nponyweH Homep 17. B atom
crnyyae oblee KOMMYEeCTBO NMCTOB BydeT cocTaBraTh 252 +2 — 1= 253.

Jluct-3aBeputens nognucbiBaeTCsl ero CoCTaBUTENEM, YKa3blBaeTCHA €ro LOSPKHOCTb,
pacwmdpoBKa nognucK, aaTta CoCTaBrieHUs.

Bce nocrenyiouye MamMeHeHVs B COCTaBe M COCTOSIHMM ferna (MOBpeXOeHus, 3aMmeHa
MOASMHHBLIX AOKYMEHTOB) OTMEYalTCs B JMCTE-3aBEPUTESNIE CO CCbINIKOM HAa COOTBETCTBYHO-

LA aKT.

6.3. CocTtaBneHue BHyTPeHHEN ONnucu

BHYTpPEHHsIS OMMCb OOKYMEHTOB COCTaBMSIETCA B Cllydae Harmums B gerie JOKYMEH-
TOB, Tpebyroumx ocoboro yveTa.

CoctaBrneHne BHYTPeEHHelN onucu obssaTeNibHO ANA Creaylowen Kateropum gern:

- cogepxawmx, 0cobo LeHHble JOKYMEHTbI;

- KOMMNSIEKCOB (HApSAOB) MMYHBLIX AEr,

- TPYOOBbIX JOrOBOPOB (COrraLleHun).

Kpome TOro, BHYTPEHHSII ONUCb MOXET COCTaBIIATLCS K AeflaM C fMueBbIMU cHeTaMm
no 3apaboTHOM nraTe, SMYHbIMK KapTO4YKamK, €CiM OHM COPMMPOBaHbI B OEronpounsBoa-
CTBe He no andasuty hamuimi, HO He noAriexaT paclwwmBKke, K JerlaM C nepernnuckon, ecrim
OHM CPOPMMPOBaHbI MO XPOHONIOrMYECKOMY NpU3HaKky 6e3 ykasaHus TeMaTuku, HO UX obbem

3HauuTeneH (nepenwcka MpaButenscTBa Mocksbl) U Ap.
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BHyTpEeHHAsT OMUCb COCTaBIIETCA Ha OTAESNIbHOM JMCTE MO YCTaHOBSEHHOM (hopme
(npurioxenve Ne 2), B KOTOpOW coaepXaTbCs CBeAEHUs O MOPSALAKOBbIX HOMepax AOKYMEHTOB
Aena, X uHgekcax, gatax, 3arofioBkax U Homepax fMcToB Aena.

BHYTpeHHsIs onucb K geram no fM4HoMy coctaBy (npwroxeHve Ne 3) BkrovyaeT cBe-
AEHVS O MOpSAKOBbIX HOMepax AOKYMEHTOB feria, 3arosfioBkax (hamurmsi, uMsi, 0OTY4ECTBO) U
HOMepax fmMcToB Aera.

K BHyTpeHHen onvcu COCTaBAeTCA UTOroBasi 3anuncb, B KOTOPOW yKasblBalOTCA Lnd-
paMmn 1 MPOMNUCbI0 KOMMHECTBO BKIIOYEHHBLIX B HEE OOKYMEHTOB WU KONMYECTBO JIMCTOB BHYT-
PEHHEN Onucw.

BHyTpeHHsiIa onucbk noanucbiBaeTcd cocTtasuteneM. Ecrm geno nepenneteHo wm
nogwmto 6e3 6raHka BHYTPEHHEW OMMCU AOKYMEHTa, TO COCTaBfieHHasi Mo YCTaHOBIIEHHOM
dopMe onucb NoakrieMBaeTcsl K BHyTPEHHEN CTOPOHE fMLEBON OBNoXKM gerna.

N3meHeHna cocTaBa OOKYMEHTOB Aera (M3bATUSA, BKIIOYEHUS JOKYMEHTOB, 3aMeHa MX
KonMsaMu 1 T.4.) oTpaxarTca B rpade «fIpumedyaHusi» BHYTPEHHEN OMUCKU CO CCbISIKamMu Ha
COOTBETCTBYOLME aKTbl. [lpy HeobxoaAMMOCTM COCTaBrdeTCA HOBas WUTOroBas 3anncb K
BHYTPEHHEN ONUCWU U 3aBepuTeribHas Haanucb Aena.

JInctbl BHYTPEHHEW ONWCK Aerna HyMepyrTcs OoTAernbHO apabckumu umdpamm u B fu-

CTe-3aBepuTerie gera yKa3blBaloTCA Yepes 3HaK «+».

6.4. NopwmuBka (nepenneT) gena

MopumBka (nepennet) Oen NpPOM3BOOUTCA TOMBKO MOCME 3aBEepLUEHVs 3KCNepTusbl
LEHHOCTWN BCEro KoMnnekca OOKYMEHTOB WM COCTaBfIEHMSI ONuUcen Oen.

[lOKyMEHTbI MOCTOSHHOrO XpPaHeHWUst M MO JIMYHOMY COCTaBy, COCTaBIAlOLMe Aerna,
NOALMBAIOTCA Ha 4YeTbipe MPOoKOoSia B TBEpAyld OOGMOXKY M3 KapTOHa WM nepenneTarTcs C
y4eTOM BO3MOXHOCTM CBODOAHOrO YTEHMs] TEKCTA BCEX OOKYMEHTOB, AaT, BU3 U Pe30mitoLmi
Ha HUX. MeTtamrmyeckue ckpennenust (byrnaBkW, CKpenku) OOSDkHbI ObiTb yoaneHsl 13 Aen.

Ecrm OOKyMeHTbl He MMET noren npwu noawmBke HeOOXOAMMO HapauyBaHue «KO-
PELLKOB» K OKYMEHTaM WM WCMOMb30BaHNE OPYrUX TEXHUYECKUX MPUEMOB.

[lerna noCTOSIHHOrO CpoKa XpaHeHusi, cocTosiupe M3 0cobOo LEeHHbIX um Hedbopmat-
HbIX JOKYMEHTOB, AOJTKHbI XPAHWUTLCS B 3aKpbiTbiX TBEPAbLIX Mankax, kopobkax urm B 3aKpbl-
TbIX METaNTIMHYECKNX LLKAdoaX.

MooS/mMHHbIE IMYHbIE OOKYMEHTbI (YOOCTOBEpEHWsi, CBUOETENbCTBa, aTrectaTbl, AW-
oMbl U Ap.) MOAWMBKE HE MOAMeXaT, OHW BKMadblBalOTCA B KOHBEPTbI, KOTOpblE 3aTeM

noaumBaloTCA B Aera.
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MepenneT urpaeT BaXHyld PoSfib B COXPAHHOCTM Aeria M Mo3TOMYy [OJPKEH OTBeYaTb
CBOEMY 3alLUTHOMY Ha3HaAYEeHWIO, U3rOTOBIATLCHA C MpUMeEHeHWeM crnocobos, NpremMoB U Ma-
TepuaroB, YOOBMETBOPSOWMX onpeaerieHHbIM TpeboBaHusM. [na nepenneTHbIX uenen us-
rotaBnmBaeTcsa KapToH TonumHom oT 0,75 go 3 mMm. [NpumensieTcs criegyoume Buabl KapTo-
Ha: NepenneTHbIn, KanMMbpoBaHHbIN, NpeclwnaH u gp. LiBeT kapToHa cBeTnbii, YTOObLI AenaTtb
HaZnucu.

KapToH OorkeH vMeTb [agkyto, HEKOPOOMEeHHyl0 noBepxHOCTb, 6e3 ckragok, Mop-
LLWMH, MOCTOPOHHWUX BKIKOYEHUA W Ap.

[na nepenneTta NpUMEHSOTCS nepenneTHble mMaTepuansl Ha TKaHEBOW OCHOBE: KO-
NeHKop, neaepvH n gp. Mcnonb3oBaHve nepennieTHbIX MatepuanoB Ha BGymakHOM OCHOBE He
paspeLuaeTcs.

[na 6powropoBOYHO-NepensieTHbIX paboT mcnonb3ytoTca krnen «MNBA». Knen koHToOp-
CKWA, KaHUENApCKUA He MPUrodeH, T.K. Krenh [OSPKeH OTBeYaTb MOBbIEHHbIM TpeboBaHuAM
B OTHOLLEHWM CTOMKOCTM, aHTUCEMTUYECKMX CBOWCTB U Ge3BpeaHOCTW, a [MaBHOE He paspy-

watb bymary B fgerne.

6.5. OcphopmneHune o6n0XKM Aena

OdbopmneHne 060Xk aerna npou3BOAUTCS MOCIe COCTaBfieHUs OnuMcen aen.

OdhopmrieHne 06roXKM Oeria OCyLEeCTBAETCA MO YCTaHOBMEHHOW dhopme (Mpurioxe-
Huto Ne 11,12, 13).

Ha nmueByto CTOpOHYy OOOXKM Aena BbIHOCSTCS criefytolme CBeAeHUs:

- HAUMEHOBaHVEe OpraHusauum;

- HAMMEeHOBaHME CTPYKTYPHOro noapasaerieHnd;

MHOEKC fgeria no HOMEHKraType nern (I'Ipl/l ee HaJ'II/I‘-II/IVI), HOMep TOMa;

3arosioBoK Aerna;

KpalHue OaTbl Aena WM aata gena;

KONMM4YeCTBO NIMCTOB B [ere;

- CPOK XpaHeHus nerna;

- apxvBHbIN LMdp Oena

Ha ob6rnoxke [en MOCTOAHHOrO XpaHeHus npedycMaTpuBaeTcs MecTo And HavMeHOo-
BaHWs1 rOCy0apCTBEHHOIO apxvBa, B KOTOPbI Aera opraHvsaumm OyayT NpuHATLI.

HauvmMeHoBaHue opraHusauum NpuUBOAUTCA MOSIHOCTHIO B MMEHUTENbHOM Najexe, B
ckobkax gaeTca ee odumumanbHOE COKpalleHHOEe Ha3BaHWe B COOTBETCTBMM C ydpeauTerb-

HbIMW OOKYMEeHTaMW. Mpn M3MeHeHUn HavMeHOBaHWS oOpraHusaummM B TeyeHue nepuoaa,
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OXBaTbIBAEMOro JOKyMeHTaMu fera, Ha obrioxke gerna ykasbiBaeTcsd MnocriegHee HavMeHo-
BaHVe opraHusaumm 3a 3ToT nepuoa.

HanmeHoBaHuMe CTPYKTYpPHOro noapasaesrieHus ykasblBaeTcs No TeM xe npasuriam.

MHpekc pena (gerno Ne) nmpocTtaBnseTcd B COOTBETCTBMM C HOMEHKMATypow Len,
AEVCTBYIOLLEN B Mepuod, B KOTOPOM Aero Oblo 3aKOHYEHO AEnonpovBBOACTBOM (T.€., eCrm B
aerne npeactasreHbl JokyMeHTbl 3a 2000 roa, ero vHOekc, HasBaHue CTPYKTYPHOro nogpasae-
neHus 6epyrtca 13 HomenkaTypbl Aen Ha 2000 rog.). Ecrv HomMeHkaTypa 4en B opraHsauym OT-

CYTCTBYET, TO WHOEKC Jerma He YKasblBaeTcs. Ha ypoBHe pekBusMTa «vHOEKC Oera» crpasa YKasbl-
BaeTCq HOMEp TOMA, ECIU OH UMEETCS.

3aronoBoOK Aena Ha OGSOXKY MepeHOCUTCA MOSIHOCTbH U3 KapTodku (onmcu), Cco-
CTaBIIEHHOM MPX ONMUCaHMM OOKYMEHTOB, C YyKasaHmeM KOMUMHOCTK, cnocoba Bocnpoussene-
HUS1 JOKYMEHTOB, aHHOTaLM.

B crnyyae, korga geno COCTOUT M3 HECKOMbKMX TOMOB, Ha OBGSIOXKY KaXaoro Toma Bbl-
HOCUTCS OBLWIN 3arosfioBOK Aeria, a 3aTeM 3arofloBOK KaXgoro Toma.

Ha obrnioxke gena ykasblBatoTcst apabckumn umdpamm KpanHue aatbl Aena.

Ecrm B geno BKMOYEHbl JOKYMEHTbI (MPWIIOXKEHUS M T.M.), AaTbl KOTOPbIX BbIXOOAT 3a
KpavHvWe AdaTbl Aena, TO NoA gaTamMu Aera C HOBOW CTPOYKM ferlaeTcss 06 9TOM 3anucb: «B
Aene UMeoTCa LOKYMEHTbI 3a ... rogbl».

[aTbl gena MOryT He ykasblBaTbCs Ha OBGrioXKe Aen, cogepXauyx roaoBble nraHbl U
OT4YETbI, TaK KaK OHM OTPaXarTcs B 3arofioBkax Aen.

Ecrm geno coctouT 13 ogHOro AOKYMEHTa M ero gata oTpaXkaeTcsa B 3arofioBke, TO Ha
0broxke fen AOCTaTOYHO yKa3aTb ee TOMbKO B 3arorfioBKe.

KonuyecTBO NUCTOB B Jerie NpOCTaBfseTCs Ha OCHOBaHMM 3aBEpUTENbHON Haammcu
aena.

Ha obGrnoxkax aen ykasbiBaeTCs CPOK XpaHeHus aena. Ha genax noCTOAHHOro cpoka
XpaHeHns nuweTcsi: «XpaHUTb MOCTOAHHO», Ha Aeriax Mo fMYHOMY COCTaBy yKasbiBaeTCs
«XpaHuTb 75 net», «XpaHntb 50 net», «XpaHuTb 45 neT» n T.n.

Hagnucn Ha obroxke gerna crefyeT Npov3BOAUTbL YETKO, pas3bopuyvBbIM MOYEPKOM,
TEMHbIMN YEepHWIAaMU WM TyLblO, LWAPUKOBOM PYYKOM C YepHou nacTton. McnonbsoBaTb
LUBETHblE YepHura, drioMacTepsbl, refmeBble PyqKM 3anpeLLaeTcs.

Becb TekcT nuweTcs Ha 0broxke, OTCTynasi OT KpaeB HE MeHee 5 CaHTUMETPOB.

B pernax ¢ TeMHbIM nepenneTom And odopmreHus 0BSoXKM MCnosb3yeTca fmcT Oy-
Maruy, KOTopbl BkrieMBaeTca nog o6rnoxky. Ha Hem BOCnNpou3BOOATCA BCe 3fieMEHThI

0dOpMIIEHUST OBNOXKN.
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Mpn Hanmuum rpudpa «OCIM» Ha OOKyMeHTax gerna B npaBOM BepXHEM Yrily O6SIOXKM
aerna peraetcs otMeTka «Ana cnyXeGHOoro nosib3oBaHUsA.

6.6. MpocTtaBneHne apxuBHoro wudgpa gena

Ha obnoxke pgena npocTtaBrsetca apxvBHbii wmdp gena. OH cocTouT M3 Homepa
doHOa, HoMepa onvcK 1 NOPSAKOBOro HOMepa fera fno OnucK.

ApXuBHbIN WP NPOCTaBIIIETCA MOCIe YTBEPXOEHUS WM COrfiacoBaHUs ONuUcK Aen
LISTMK, 3INK apxvBHOro opraHa, yTBEpXOEHUS ONUCKU Oen pykoBoauTernem opraHmsauun. [o
3TOro HoMepa Aen Ha obrioXKax NPOCTaBAKTCA KapaHAaLlOM.

[na npoCTaHOBKM apxXvBHOro Lmppa pekoMeHOyeTCA WUCMosb3oBaTh chneuvasrbHbIn
wramn. Wndpp npoctaBnseTca Ha fmMUEBOW CTOPOHE OOMOXKM B HWKHEM FEBOM U BEPXHEM
npaBoM yrrax, Npu 3TOM BEPXHSAA YacTb 06oux msobpaxeHun umdpa forrkHa ObiTb obpa-
leHa K cepeavHe obrnoxkn. Ha obrnoxkax aen Kk AgokymeHtam copmata A5 BO3MOXHa Npo-
CTaHOBKa OHOr0 apxvBHOIO LLMpa B HWKHEM FI€BOM YrIy.

Ha ueHHbIX unn XyooXeCTBEHHbIX nepenneTax gen wiadp npoctaBnseTcs Ha obopoTe
nepenreTa.

Ha TeMHbIX nepennetax Ana nNpocTaBfieHVa Lwmpa OernaroTCa HaKneukn n3 CBeTrion
BGymarun, a Takke wmdpp NOBTOPSETCA Ha ymcTte Gymaru, KOTOpbI BKIieMBaeTcsa nog 0Bnoxky
ana ee oopmreHus.

[Mpy nepBoOHaYanbHOM MOCTYMreHWM Oen poHoa B rocygapCTBEHHbIM apxXvB HOMeEp

(bOHD,a B apXMBHOM mmq)pe 3anoJiHAeTCA paGOTHMKaMVI apxvea npu npmemMe OOKYMEHTOB.
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7. CUICTEMATU3ALNA OEN B ONMUCU

7.1. MNocne 3aBepleHUst paboTbl MO OMUCAHWMIO AEST, KAPTOYKM HAa HUX cUCTeEMaTU3u-
pytoTcs no BbiGpaHHOMY AnA AaHHOro ¢hoHaa MpuHUMMNY cuctematuM3aumMm Wwim B COOTBET-
CTBMW C COCTaBJIEHHOM AfA [aHHOro doHga CXemMon cucTteMaTtmsauum (3a OCHOBY MOXHO
B35iTb HOMEHKMaTypy Aen opraHusaumm). Cxema cuctemaTMsauum gen SBfseTcsa OCHOBaHu-
eM [OS11 BHYTPEHHeW opraHusaumn gen apxvuBHoro poHga u 3akpennseTcs onucbto (onmcs-
MK).

Cxema cuctematusaumm Oenl apxXMBHOrO ¢hoHaa ynpaBfieHY4eCcKoW AOKYMEeHTauum Mo-
XET OoTpaxaTb WUCTOPUYECKM CIIOXKMBLLYKOCHA CTPYKTYpPY dooHOooobpasoBaTtens, ero (OyHKUMM,
HanpaBreHa OeATeNbHOCTW, COCTaB AOKYMEHTOB ooHAa (Mo Bmaam).

CxemMy cuctematmsaumm KpyrnHbIX KOMMIEKCOB AOKYMEHTOB OpraHum3auui CO CIOXHON
CTPYKTYpon uenecoobpasHo cornacoBatb Ha LIATMK MaBapxvea Mocksbl urin 3MNK apxuBoB.
OTO HeobxoaMMO B Cryyasix, €CfM CTPYKTYPHble U3MeHeHust dhoHaoobpasoBartens Oblnm
CINOXHbIMW, U B OENONPOM3BOACTBE B TEYEHME HEKOTOPOro BpeMeHM He ObIfio YeTkoro pac-
npegeneHust no rogam M CTPYKTYPHbIM noapasgeneHnsam, npu 6onbwom obbeme [OoKyMeH-
TOB B OECCTPYKTYPHbIX OpraHuM3auusix, Korga kraccudukaums mx no MpUHLMNY 3HAYMMOCTU
WM XPOHOSIOTMM 3aTpydHEHa, MPU 4YacTO MEHSIIOLENCS CTPYKType opraHusauum, npu gop-
MMPOBaHUM KOSUIEKUMA OOKYMEHTOB M Ap.

7.2. B 3aBMcMMOCTM OT cxeMbl cuctemaTtmsaumm poHaa, ero obbema, 0CobeHHOCTEN
AEenonpousBoAcTBa opraHusaumMn Ha Aerna ogHoro poHaa COCTaBfseTCsl OAHa WM HECKOSb-
K1X onucemn.

Onncu MoryT cocTaBrsATLCA Ha:

- Jerna opraHusauum 3a onpeneneHHbIn XPOHOSIOrMYeCKUn nepuosa,;

- Ha BCe Aerna opranusauumM o MOMEHTa ero fMKBuaauuM, ecriim opraHM3aums npekpa-
Tura CBOE CyLLECTBOBAHVE;

- Jerna OOHOW CTPYKTYPHOW YacTu opraHusaumm npu b6onblwom obbeme doHaa (CTpyk-
TYpHble nogpasgenennas Mapum un [NpaButenbctBa MOCKBbI) WM KOraa OpraHusauusi-
doHgoobpasoBaTenb NpekpaTuria CBOE CyLLECTBOBAHME;

- Ha gena ogHoro Buaa (Mepenucka opraHusaumn, akTbl NPOBEPOK B KOHTPOSIbHbIX Op-
raHoB, PYKOMUCW B U3faTenbCTBax, Nepvogudeckne usaaHus opraHvsaumm m gp.).

[ena no rmyHoMy cOCTaBy OpraHusaumm BbIAENATCA B O0cOobyto rpynny, cuctematu-

3vpytoTcsi 060COBNEHHO W BKIMOYAKOTCS B OTAENbHYI0 OMUCb UM HECKOSbKO OMMCEN.
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7.3. Pacnpegernexve fgen BHyTpU hoHAa MPOBOAUTCS C YYETOM CrEAyHOLMX Mpu3Ha-
KOB:
- CTPYKTYPHOrO (B COOTBETCTBUM C MPUHAANEXHOCTbIO Aen K CTPYKTYPHbIM rnoapasne-
NeHVsIMv;
- XPOHOSIOrM4eckoro (no nepuogam WM aatam K KOTOpbIM OTHOCATCS Aena);
- (byHKLMOHANbHOrO, OTpPacreBoro, TeMaTu4eckoro, NpeamMmeTHO-BOMNPOCHOMO (C y4eToM

oyHKUUA opraHusaumn, TeM UM BOMPOCOB, KOTOPbIX KacaeTcs cogepxaHve nen);

HOMWHANbLHOro (Mo BUAaM M Pa3HOBUAHOCTAM [AOKYMEHTOB);

KOPPECMNOHOEHTCKOTO;

reorpadn4ecKoro;

aBTOPCKOrO.

Kak npaBwrno, fgerna cucTeMaTtMsupyloTCa MO Mpu3HakaMm, MPUMEHEHME KOTOPbIX
Hanboree uenecoobpasHo And BCEX WM OTAENbHbIX Fpynn JOKYMEHTOB dhoHaa. Yale Bcero
npu cucTeMaTm3auum UCMOSb3YeTCA HEeCKOSbKO MPU3HAKOB.

7.4. [lena [eucTBYKOLMX OpraHusauum pekoMeHayeTCcs cuctemaTusvpoBaTb MO XPo-
HONOMMYECKU-CTPYKTYPHOMY MpusHaky (npuroxenve Ne 21), T.e. cHayana no rogam, a B npe-
Aernax Kaxgoro roga - rno CTPYKTypHbIM MnoApasgerieHnsmM, pacnosfaras ux CorfiaCHO HOMeH-
knaTtype gen (Npu ee OTCYTCTBMM - B COOTBETCTBUM CO CTPYKTYPOW OpraHusauum).

O4yeHb penko nNpUMEHSIETCS CTPYKTYPHO-XPOHOMOrMyeckass cxema cuctemMaTtusaumm,
Korga gena B ONWUCKM  TPYNAMPYKOTCS MO CTPYKTYPHbIM MOApasferieHnsaM opraHvsaumm, a B
npeaenax Kaxaow rpynnbl Mo XPOHOSOrMn (B OCHOBHOM B hOHAAX SMKBUAMPOBAHHbBIX Opra-
HU3aLWA, KOr[da onvcb HaYMHAeTCH C NepBOro HOMepa, a He SBMAeTCS NPOOOSTKEHMEM).

7.5. [Ana 6GecCTpyKTYpHbIX OpraHusaumn NPUMEHSIETCA XPOHOSIOrMYecKu-npeaMeTHbIN
npusHaKk cuctemaTmsaumm gen. B Takom crnyyae B npedenax rofga gena pacrnofiaratoTcs no
rpynnam, COOTBETCTBYOLWM OCHOBHbIM HanpaBfieHUsIM AeATeNbHOCTU opraHusauum mbo
Mo CTENEHWN 3HAYUMOCTU OOKYMEHTOB.

7.6. MNpn cuctematnsaumm gen B npegenax roga B OeCCTPYKTYPHbIX OpraHusaumsix
wm B npegenax CTPYKTYPHOro noapasferieHns B opraHvsauusx, MMelowmx CTPYKTYPHble
noapasgerneHuns, gena MOryT pacnofiaratbCs NoO 3HAYUMOCTU (PYHKUMA OpraHvMsaumMnm unm no
3HAYMMOCTUN OOKYMEHTOB, BKIIOYEHHbIX B Aena.

Kak npaBwrno, Ha nepBoe MeCTO MOMELRITCA [eria C pacnopsauTeSibHbIMU AOKYMEH-
TamMm (B Havane  BbILWECTOSWMX  OpraHusauun, 3ateM  CcaMOW  opraHusaumm-
doHooobpasoBaTesia) B TakOM MOCreAoBaTenbHOCTU: MOCTAHOBSEHUS, MpuKasbl, pacnops-
xeHusi. [lanee B npegernax CTPYKTYPHbIX rogpasfeneHnn uim TeMaTudecKkux rpynn gena cu-

CTEMATUINPYIOTCS MO UX 3HAYUMOCTU NMPUMEPHO MO TakoW CXeMe:
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- NMPOTOKOSIbl U JOKYMEHTbI K HUM;

- MfaHbl, CMeThl;

- OTYETHI;

- CnpaBKy;

- nepenucka

7.7. Tpn cuctematmzaumm gen Hebombwmx No obbeMy POHAOB, a Takke OTAESbHbIX
KOJIEKLUMN NPUMEHSETCA TeMaTUYeCKU-XPOHOrormyeckasi cxema. TemaTtudeckue rpynnbl gen
pacnoraratoTcs Mo 3Ha4YMMOCTU HaMEYEHHbIX TEM.

7.8. Takke MOryT MPUMEHSITbCHA XPOHOJSIOMMYECKU-HOMUHAMIbHAS W HOMWHArbHO-
XpoHorornyeckas cxembl cuctematmsaumm gen (onucb gen «[lMepenvcka Mapum mn lNpasu-
TernbctBa MockBbI»).

HoMuHanbHo-xpoHoornyeckass cxema cucteMaTtusaumm pekoMeHgyeTcsi Mpu CoCTaB-
NeHW onucen aen no SMYHOMY COCTaBY JIMKBMOMPOBAHHBbIX OpraHvsauvn npu 60sbLwom
obbemMe [OOKYMEHTOB, Korga yrnopsigoyeHue OOKYMEHTOB MPOBOAUTCHA 3a BCE BpeMS Cylle-
CTBOBaHuA opraHusauum (npuroxeHve Ne 22).

7.9. Mpwn hopmupoBaHmm o6bEAVHEHHOTO apXMBHOMO POHAA, apxMBHble (POHAbI, BO-
lweaume B €ro coctaB, MOryT pacnofiaratbCd Mo 3HayumocTtu ¢oHgoobpasoBaTesnien, no
XPOHOSIOrMM uxX co3gaHus, no andaBuTy HasBaHui U T.0. B npegenax kaxpgoro doHaa npu-
MEHSAIOTCA pasHble CXeMbl cucTemMaTtusauum, BbIbop KOTOPbIX onpeaendeTcs Xxapakrepom Ae-
ATENbHOCTU KOHKPETHbIX opraHudaumin. Npudem pena obbeauHeHHOro doHga MoryTt 6biTh
BKIMOYEHbI KaK B OAHY OMUCb, Tak MU COCTaBATb HECKOSIbKO OnMcen No AOKYMEHTaM KOHKpeT-
HbIX OpraHvM3auui, Boweaumx B 06beanHEHHbIN ¢oHA,.

7.10. CuctemaTmsaumns gen Kosrekumn onpegendeTcs ux TeMaTvkom U COCTaBOM [0-
KyMeHTOB. BoamoxHa rpynnupoBka Aden no asBTOPCKOMY, HOMWHarbHOMY, TeMaTu4ecKoMy
NpU3HaKky u Opyrum.

7.11. Tpn cuctematmsaumm 3arosioBKOB Aen B ONMUCU NMOCTOSAAHHOroO XpaHeHus
Heobxoaumo cobrnogaTe crnegytowme TpeboBaHUs:

- yCTaBbl, MNosioxeHnss 06 opraHuMsauum, pacnopsiguTeribHble AOKYMEHTbI, MPOTOKOSbI
OTHOCSITCA K TOMY roly, KOraa OHu yTBepXXaeHbl Wi NOANUCaHbI;

- 3arofioBKM gen c¢ pacnopagutesrbHbiMU JOKYMEHTaMU BbILLECTOSAWMX OpraHu3aLumn,
OTHOCALWECH K OesTeNlbHOCTU KOHKPETHOW OopraHusaumm pacnorfiaralTcs B ONucu nepeq
pacnopsauTesnbHbIMU  AOKYMEHTaMW opraHusaumn. [ns  uckrodeHuss mexdoHgoson ayd-
NEeTHOCTU AOKYMEHTOB, Aerfia C KoMK pacnopsagutenbHbiX OKymeHToB Mapun u lNpasu-

TenbctBa MockBbl, opraHoBs UCMOSHUTESNbHOW BACTW, I'Ipe(*)eKTOB aOMUHUCTPATUBHDBIX OKPY-
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roB, rfaB PavoOHHbIX ynpaB, OTHOCALMECS K OEATENbHOCTUM KOHKPETHOM OpraHvsauum, nepe-
Aarowen csov AokymeHToB B [NlaBapxmB MOCKBbI, B OMUCb HE BKIMKOYAIOTCH;

- MSaHbl, OTYETbI, CMETbI, WTaTHbIE pacnucaHust U JOKYMEHTbI K HUM OTHOCATCS K TOMY
rogy, Ha KOTOpbI/ UM 3a KOTOPbIA OHW COCTaBlieHbl, HE3aBUCUMO OT AaTbl UX COCTaBIIEHUS;
AOSTOCPOYHbIE M NEPCNEKTVBHBbIE MNfaHbl OTHOCATCS K HadarbHOMY rogy vMx OenCTBuSA, a OT-
YeTbl 32 HECKOMbKO NeT — K nocriedHemMy rogy oT4eTHOro nepuvoga:

- fgena ¢ AOKyMeHTaMu y4ebHbIX 3aBedeHUr, CrpynnMpoBaHHbIX HE MO KaneHgapHOMY,
a no ydyebHomy rogy (1997/1998 rr.) crieagyet cuctemaTusMpoBaTb B ONUCKU MO NepBOMY B Aa-
Te roay (1997);

- «nepexogdume» ferna, B TOM uuCMe >XypHanbl pernctpauuMm 3a HEeCKOSbKO JfeT,
BKIMIOYAOTCS B ONWCK MO AaTe 3aBefeHus aerna;

- JOroBOpbI, cornaweHust MOCTOSIHHOrO CpoKa XpaHeHust Mpu OTCYTCTBMU B JOKYMEHTe
CpOKa OKOHYaHus AeWCTBUA OOroBopa, COrfaleHus CUCTEMAaTU3MPYIOTCA B ONWUCK MO rogy
nognucanus. [1oroBopbl C yka3aHMEM CPOKOB UX AeUCTBUS (0COBEHHO Te, KoTopble coaepxat
dmHaHcoBble obs3aTenscTBa) M OeronpomnsBoACTBO, MO KOTOPLIM BEAETCS B TeyeHue Anu-
TEeNbHOro nepuvoga BPEMEHW, CUCTEMATU3UPYIOTCA B OMNUCK MO [AaTe OKOHYaHUs Cpoka aen-
CTBUS Jorosopa.

- fgena c gokymeHtamu obobuaolwero xapaktepa O4HOro Buaa wimv No ofHOW Teme
NnoMeLLalTCa B ONMUCK paHee, YeM fera Mo oTAeNbHOMY BOMpPOocCy;,

- Jena c nepenquckon cMCTeMaTU3MPYOTCA B ONWUCK Mo rody ee BedeHus. Ecrm B ge-
rax MMelTCa OOKYMEHTbl 3a npeablayuymn rof (BKMOYEHHble And COXpaHeHWs KOoMMrekca
AOKYMEHTOB MO O4HOMY BOMPOCY), 9TO OroBapvBaeTCs B 3arofioBke aerna;

- gerna, cchopMUpoBaHHbIE MPU YNOpPSA0OYeHU OOKYMEHTOB 3a HECKOSbKO JeT, BKIIO-
YalTCHA B ONUCb MO NepBon aaTte

- [gena Cc OOKYMEeHTaMuM KOMWUCCWM MOTFyT pacriofiaratbCs B onuvcy smbo B cocTaBe
CTPYKTYPHOro noapasferieHnsi, KOTopoe 3aHMMarioCb [OOKYMEHTaUMOHHbIM obecneveHnem
AEeATENbHOCTUN KOMUCCUMK, NIMOO B KOHLIE OMUCK MOCIe BCEX CTPYKTYPHbIX noapasgerieHni.

- gena ¢ OOKYMeHTaMu nepBUYHbIX OBLLECTBEHHbLIX OpraHusauui, KoTopble BKITOYEHbI
B e4uHbln (poHO C opraHu3auuven, NoMeLarTCa B KOHLE OMNUCKM Nocre AOKYMEHTOB KOMMC-
CUI.

- gena c rpucom «[ClN» nomewgoTCa B rogoBbIX pa3gesiax onvcu rnocrne aen ¢ aHa-
NOTMYHBIMM JOKYMEHTaMM OTKPbLITOroO Xapakrepa.

7.12. 3aronoBKK Aen nNo JZINYHOMY COCTaBYy CUCTEMATUIUPYKOTCA B ONWUCK AEN Mo
JMYHOMY COCTaBY MO HOMUHANBHOMY MPU3HAKY C YMeTOM CriefyloLlen nocrefoBaTenbHOCTU:

- NpYKasbl (pacnopsiXeHns Mo JIMYHOMY COCTaBY);
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- MMYHble KapTOYKW MO Yy4EeTY FIMYHOro COCTaBa;

- M4YHbIE Oerna;

- TPyOOBbIE€ AOrOBOPbI (CornaLleHus);

- nMueBble cyeTa paboTHMKOB Mo 3apaboTHoM nnaTte (pacyeTHO-MraTeXxHble Be4OMO-
CTW no 3apaboTHon nnaTe);

- HeBOCTpeObOoBaHHbIE TPYOOBbIE KHWKKM (MPY OTCYTCTBMN OTAESIbHON OMCK)

- aKTbl O HECYACTHbIX crydaax (MpW OTCYTCTBUM OTAENLHOWM OMUCK).

YKkasaHHble BUObl JOKYMEHTOB, obpasyioumeca B opraHusauusax B 6orbumx obbemax,
MOTYT BblAEeNATbCA B CAaMOCTOSTENbHbIE pa3gernbl onucy imbo B OTAEeNbHbIE OMUCH.

INnuHble pena, NMyHble KapTOYKW, TPYOOBble AOrOBOPbI MOMELLAKTCA B OMUCK MO rogy
YBOSbHEHMS paboTHUKA.

7.13. lena BpeMeHHOro xpaHeHus (cBbiwe 10 neT) ¢ JOKymeHTaMu 06 yCbIHOBIIE-
HWM HECOBEPLUEHHONETHUX, 3aUyTe JIMYHbIX U MMYLLUECTBEHHbIX MpaB HeCOBEPLUEHHOMETHUX,
M3MEHeHUM pamMuniMm HEeCOBEPLLEHHONETHUX CUCTEMATU3MPYIOTCA B OTAESbHblE OMNMCU MO

rody 3aBeplieHVs aena B OeNionpou3BoACTBE;
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8. COCTABIJIEHUE N OPOPMJIEHUE ONMUCHK

3aBepLialOLYIM 3TarnoM ONUCaHUA [OKYMEHTOB SABIISIETCS COCTaBlieHne n odpopmrie-
HME OMUCMK.

Komnnekc kKapToyek, COCTaBfiEHHbIX Ha Kaxgoe Aero, SABMSeTCH KapTOYHOM OMUCHIO.
KapToyHas onvcb nepen nevyataHveMm noABepraeTcsl pefakTUPOBaHUMIO C LieSbio MOBbILLEHUS
ee kadectBa. Ocoboe BHMMaHWe HeobxoaumMo obpaliaTb Ha pefakTMpoBaHWE 3arofloBKOB
aen.

[Mocre cuctemaTtmzaumMm KapToveKk Ha ferla B COOTBETCTBUM C BblOpaHHOM CXEMOW CU-
cTeMaTtusaumm Ha KapToyKax NpoCTaBrseTcs NopsiAKOBbIM HOMepP Aera B3aMeH BPEMEHHOTO.
3aTeM COCTaBfATCHA PYKOMUCHBIE OMNUCK Oer, B KOTOPble NepeHOCATCS BCe CBEAEHUS C Kap-
TOYKW, MOCSIe Yero onucb nevaTtaeTcs.

[Mpy HammuumM NepcoHarbHbIX KOMMbIOTEPOB M B 3aBUCUMOCTM OT KBarmdukauum co-
TPyOHUKa PYKOMWCHbIE OMWUCUM MOTYT HEe COCTaBfATbCHA, CBEOEHUA C KapTO4KnM cpasy BHOCHATCH
B OMUCb, COCTaBfAEMYIO Ha KOMMbIOTEpPe, MO0 AN COCTaBfieHNs onucu ucnosb3yeTtcs 6asa
AaHHbIX, COCTaBfieHHasl NMpuW onMcaHMM OOKYMEHTOB. [locre BBOAA W BbIBEPKM BCEX OAHHbIX
NPOn3BOOUTCA OKOHYaTerbHOe OdhopMIIEHME W pacrnevaTka rotoBow apxvmsHow onucu. lNog-
roToBKa apXxvBHOW OMUCWU B 3NEKTPOHHOM dpopmMaTe OCYLLECTBAETCS C NMOMOLLBIO TEKCTOBbIX
pefakTopoB U CUCTEM YyrpasrieHns 6asamu JaHHbIX. TEKCTOBbIE pedakTopbl LenecoobpasHo
NPpUMEHATb OS5 CO34aHus OMUCK, ee KOPPEKTUMPOBKW, pepakTupoBaHus. Onucn, noaroTos-
NEHHble B 9NEKTPOHHOM dhopmaTe 1 6a3bl AaHHbLIX MO ONUCAHWIO OOKYMEHTOB, ABJSKOTCA OC-
HOBOW Anda co3ganua anekTpoHHoro HCA B rocygapCTBEHHOM apxuvBe.

Onncn cocTaBraOTCA Ha gena NOCTOSHHOrO XpaHeHusi, Mo JIMYHOMY COCTaBy W Bpe-
MeHHOro xpaHeHnus (cebiwe 10 reT) - npu HeoBXoaMMOCTMW.

Onvcn pgen aBnsOTCA OCHOBHBLIM YYETHbIM OOKYMEHTOM B apXvBax W COCTaBfIAKOTCS
no eguHom [fOnd  BCeX oOpraHuM3auui  ycTaHoBreHHon dopme  (npunoxeHue  NeNe
4,5,6,7,20,21,22). OHn uMmelOT cCNpaBOYHbIM annapaT, COCTOSULMA M3 TUTYNbHOrO JIUCTa,
ornaBfieHVs (ecrm onucb MMeeT pasgesbl), NPeaucrioBus, CnMcka COKpaLUeHHbIX CrioB, pas-
NMYHOrO BUMAa ykasaTesnemu.

OnucK, NoAroToBMEHHbIE MPU YNOPSAOYEHUN OOKYMEHTOB, Mpu nepepaboTke onucen,
a Takke OOMoSHUTESNbHbIE onucK (B Criydae OOHapYKEHUsI HEe BKIHOYEHHbIX paHee B OnuCK
Aen) COCTaBNATCA MO €AVHLIM MpaBuram.

B onucu paeTca nepedeHb onucaTesbHbIX CTaTeln, PacnosioXeHHbIX B Nopsiake vx Ba-

floBOW HyMepauum B COOTBETCTBUA CO CXEMOW cucTemMaTmsaumn.
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8.1. OnucaTtenbHas cTaTbsd ONUCU

OnucaTtenbHaga cTtaTbs OMUCKU - 3TO COBOKYMHOCTL CBEAEHUM O Aere, BKIYarwasa cre-
OyIoLLYe areMeHTbl, pacrioroxeHHble Mo rpadham:

B rpadpe 1 npocTtaBrmeTcss NOpsigKoBbIM HOMEP Jera Mo Orncy;

B rpadpe 2 - vHaekc gera no HomeHkratype gen (mpy ee Harvdvn). [pu OTCyTCTBMM HOMEH-
KmaTypbl Aen rpacha He 3anofHAeTCs, Takke Kak M B OMMCK [er1 Ha KOSTEKUUKW JOKYMEHTOB;

B rpadbe 3 - 3aromBoK Aera, KOTOpbIN NEPEHOCUTCA C KapToukn 6e3 BCAKMX VBMEHEHUIA U CO-
KpaLLEHUA (B TOM Y/CIe aHHOTaUWs, YKaszaH/e Ha MOQFMHHOCTL M Crocob BOCTPOMBBEAEHUS] [OKY-
MEHTOB);

B rpacpe 4 - pata perg;

B rpadhe 5 ykasbiBaeTcsa KOSMYECTBO JMCTOB B AeSe;

Npadcha 6 - «npumeyaHre» 3anosHAeTCA No Heo6XoaUMOCTH, B OCHOBHOM OHa NpeaHa3Ha-
YeHa Ana pasfnMyHbIX 3anucen Npu XxpaHeHu 4en B apxuee (MCnosb3yeTcs And oTMETOK06 oco-
BGEHHOCTAX UBKMECKOrO COCTOSIHASA Oer, O BblObITv aen v ap.).

Mpn coctaBrelwwm ormMcn  den  cobriodaloTcs  orpedereHHble  MpaBuma,  YCTAHOBIEHHbIE
HOPMaTVBHbIMUN JOKYMEHTaMMU.

3aroroBKM JeNn C KapTOYKM BHOCATCS B OMMCb B COOTBETCTBM C MPVHATON CXEMOW CuCTe-
MavzauM, B Hayare YKasblBAaETCA Ha3BaH/e pasfera OmveW, a 3ateM MPUBOOSATCH CBeAeHst Mo
KaxaoMy ey,

padhbl onmcKn 3anonHstOTCA B TOYHOM COOTBETCTBUM CO CBEAESHAMU, KOTOPbIE OTPaXeHb!
HA KapTOuKe BpesyrbTaTe OrMcaHus Oert

Kaxkgoe germo BHOCUTCA B OMMCb MO CAMOCTOSATESbHBIM MOPSOKOBLIM HOMEPOM, eCrv fe-
IO COCTOUT W3 HECKOIbKMX TOMOB, TO KaXXObI TOM BHOCUTCH B OMMCb MOA CAMOCTOATESbHBIM HO-
MepoM. Homep Toma MpocTaBSsieTCa BCreq 3a 3arofoBKOM C HOBOM CTpoKkM 6e3 absaua.

Mopsigok Hymepawwm Oen B OMMCM BaroBbl 33 HECKOSBKO JET (OMMCb MOXET BKIHOYaTb He
ooree 9999 pen);

Mpn BHeCeHm B ormcb gera ¢ rpuom  «OCIMy, mpud ykasbiBaeTcs B rpadhe «nopsiaKoBbI

HOMep Aeray» Mocle HoMepa [era C HOBOW CTpokW. Hampuvep:

Ne h- KpanHve Korn-so rm- | lNMpumevanve
n/n | gekc 3arornosok Aena narbl cTOoB
pena
1 2 3 4 5 6
5 0510 [lpukasel NeNe 1-9 no ocHosHom 10.01.2000- 21
Ach [esTensHoCcTM genaptamenra gris 20-10.2000

CJ'Iy)Ke6HOFO NnoJib30BaHUA
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Mpn OTCYTCTBMA B OpraH/saLM HOMEHKIATYPbl [en 3a COOTBETCTBYIOLWA nepvod rpadia
«MHOEKC Oere» He 3arnorHaetcs. B oTderbHbIX crybasix Mpu OnMcaHm [OKYMEHTOB OOLLECTBEH
HblX, JVKBUOVPOBAHHbIX OpraHv/BaLi, KOMTEKUA [OOKYMEHTOB rpady 2 M3 OfMCM MOXHO MBbSTb,
HO 00si3aTENbHO OFOBOPUTL OTCTYMNEHME OT YCTAHOBIIEHHOWM (hOPMbl OMCY B MPEAVICIIOBUN.

Mpy BHECEHUM B ONWCb NOAPSiA AeN C 0AMHAKOBbLIMW 3arofioBKaMm MOSHOCTbH0 MULLETCS
TOJbKO 3arorfioBOK NEpPBOro Aera, a Bce ocTarnbHble ogHopoaHble Aeria 0603HavatoTcs crioBa-
MK «To XKe», Npy 3TOM Apyrie cBeAeHusi o Aenax (MHOekc, Aatbl, KONMYEeCTBO JIMCTOB) BHOCAT-
CS1 B OMNMUCb MONHOCTb 0.

Ha kaxgom HOBOM JCTe Oricy 3arofioBOK era BOCTPOVBBOAUTCS MOFHOCTBIO.

Mpn BHeCEHM B OMMCb MoApsia Aen C OQHOPOAHbIM COAEPaH/EM U C OVHAKOBbIMM 3aro-
FOBKaMK, HO UMEIOLLYMMWN YTOMHEHMS, MOFHOCTBIO MALLETCS TONBKO 3arofioBOK MEPBOro Jery, a Bce
ocTarnbHble oaHopoAHble Aena o6os3HavalTcs crioBamu «To Key», Npu 3TOM BHOCHATCSI BCe

ocobeHHOCTM 3arorioBka. Hanpumep:

L1 [ 2 | 3 | 4 | 5 | 6
5 0510 JlvuesBble cyeTa Mo 3apaboTHOW 2000 210
nrate pabGoOTHUKOB AdernapTameHTa
c ABA no ALY
6 05-10 Toxe c BAB no BOT 2000 179

[Mpn BHECEHMN B ONWCb 3arofioBKOB HECKOJSIbKMX TOMOB, B 3arofioBKE K NepBOMY TOMY
Aaetca obLyin 3arofloBOK KO BCEM TOMam M YTOMHEHUE COAepXaHua NepBoro Toma (ecrm
OHO UMeeTCs).

K ocTtanbHbiM TOMam oOWMA 3arorioBOK obo3Ha4vaeTcs crioBamMu «To Xe», a 3aTem

AernaeTcqa yYToYHeHue coAepXaHua KaxXaoro TomMa B OTAESIbHOCTU (eCJ'II/I OHO I/IMeeTCFI).

Hanpumep:
L1 ] 2 | 3 | 4 | 5 | 6
10  05-10 [okymeHTbl 0 paboTe npeacraBu- 2000 210
TenbcTB ropoga Mockebl (Jomos
Mocksbl) 3a pybexom (oTyeThl,
cnpaBku, nepenucka un ap.)
Tom 1. CTtpaHbl EBpornbl
11 05-10 To xe 2000 179

Tom 2. Ctpanbl JlatnHckon Ame-
PUKN
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3aronoBkn Oen, cogepXawpx OOKYMEHTbl 32 HECKOSbKO feT, BKM4YalTCA B rogoBOM
pasgen onucu Aen no gaTe 3aBedeHusa gerna. B koHue rogoBbixX pasgernioB onvcu (onucen)
Aen 3a nocriegyloupe rogbl geraetca ceblika: «JokymeHmbl 3a 0aHHbIU 200 CM. makxe 8
pasdene 3a ... 200, Oenia Ne ...», kOTOpass nNomeLp@eTcs MoCre MHTepBara 3a nocreaHen
onucaTenbHOW CTaTben KaXaoro nocrenylowero roga. 3ta ocobeHHOCTb OroBapvBaeTcs B
npeancrioBMn K JaHHOMY rofoBOMY pasgeny.

[aTbl gena ykasbiBalOTCA K KaXaoMy Aerny B COOTBETCTBYIOLLEN rpade He3aBUCUMO OT
TOro, MIMeEeTCA N B 3arofioBke gata um HeT. KparHve aatbl pacnoraratotca ogHa nog apy-

ron UM B CTPOYKY Yepes Tupe. Hanpumep:

1] 2 | 3 | 4 [ 5 | 6

03.09.2000-
29.12.2000

2000 - 2004

Hos6pb 2002r.
- Aekabpb
2002r.

12 pexkabps
2002 .

1997, 2001-
2005

2000
KonmMyecTBo fMCTOB B OMKUCK MPOCTaBIIAETCA Ha OCHOBaHUM 3aBepuTeribHOM Haanucu

aerna 6e3 YKa3aHua KormdecTtBa JMCTOB BHyTpeHHeVI onucw.

8.2. ObopmneHue onucum

B 5TO noHsaTMe BXOoOMUT: OhopMIeHve NepBOro fmcra onucK, NpocTaHoBKa rpudos
YTBEPXOEHUS N COrflacoBaHWA, COCTaBIiEHME WUTOrOBOW 3anmcy K OMUCK, neyaTaHue Onucu u
Hay4HO-CNPaBOYHOro annapaTa K HeMw.

Onwucn, nogroToBreHHble B OopraHusauusax K AOKYMEeHTaMm, noasexauyMm nepegade Ha
NMOCTOSIHHOE XpaHeHVe M OMnuUCKW, COCTaBIfieHHble MpuU nepepaboTke onucen, npw ynopsigoye-
HAN JOKYMEHTOB, MPUHATLIX B rOCY4AapCTBEHHbIE apXvBbl B COCTOSIHUM POCCHINMN OTIMYatoTCA
Nno 0OOPMIIEHNIO OMUCEN.

Onvcn pen OencTByOWMX OpraHuM3auui, ABISIOWMXCA WM He SBMSIOWMXCA UCTOMHW-
Kamn KomnnektoBanua [rnaBapxvsBa MOCKBbI, JIMKBUOUMPOBAHHBLIX OpraHusauui, B KOTOPbIX

nposBogunTCA onncaHne AOOKYMEHTOB MNOCTOAHHOIO XpaHeHuAa U no JidHoMy COCTaBy Ha MO-
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MEHT JWKBMOaLMM opraHvsaumn, opopmMmIialoTcs B crieaytowemM nopsake (npuroxeHne NeNe
4,5,6,20,21,22).

Ha nepBom nmcTe onucu B BEPXHEM JIEBOM Yriy yKasbiBaeTCs Ha3BaHWe opraHusauum
Ha MOMEHT COCTaBfieHMss onucwu, Homep hoHaa, HOMEpP OnNUCK, HasBaHWe OnNUCK, KpawnHue
Aatbl Aen, BKMIOYEHHbIX B OMUCH.

B npaBom BepxHeM yrry pacnoriaraetcs rpud yrBep>KaeHus Oonucu pykoBoauterem
opraHuzaumm (npegcenaTtenieM  JIMKBMOAUMOHHOM KOMWCCUM WM KOHKYPCHBbIM  YNpaBrisito-
LLMM).

B koHLe onvcw, 3a nocrnegHen onMcaTesibHOM CTaTbel, C HOBOM CTPOKU MOMeELLAeTCs UTO-
roBas 3an1cb, B KOTOPOW yKa3sblBaeTCs (LmdopamMm 1 NpOnUCHH0) KONMYECTBO Aer, BKIMIOYEHHbIX B
ONVCb, NEPBbIV 1 MNOCNEOHUI HOMEPA Aeri N0 OMMCK, HAaSVHVE JTUTEPHbIX Y MPOMyLLEHHBIX HOMEPOB.

Hanpuvep:

B OaHHyro oruck eHeceHo 44 (copok Yembipe) eduHuUUbI xpaHeHusi ¢ Ne 1 o Ne 45, u3

HUX:

- lumepHbIt Ne 9a,
- nponywieHb! NeNe 7, 18.

HeoGxogymo, 4tobbl Hayaro WTOrOBOW 3arMCK pacriorararacb Ha TOM e JUCTe, YTo U Mno-
CregHas onmcaterbHas Cratbsi.

NToroBas 3anmmMcb ormcy Aen noCTOSIHHOMO XpaHeHst MOAMMCHIBAETCA COCTaBUTENEM OMCU C
yKazaHieM [JOMKHOCTU M JaTbl U PYKOBOOMTENEM apxvBa (B AEMCTBYIOLLEW OpraH/sauwi), a oncb
NO JWHMHOMY COCTaBy - COCTaBUTESEM OMMCM C yKa3aHeM [JOMKHOCTM W [AaTbl UM PyKOBOOUTENEM
CcryKObl  KaapoB.

Ha nocregHem rmcre ormcy Mocre MoAmMcert pasMeLLaoTCs pyuddbl YTBEPXKOEHST U corma-
coBaHv OK oprarvsaumm 1 SlMK apxsHoro opraHa (mpuwoxeHre NeNe 4, 5, 6)

Kak npaBwo, rpud ymeepxoeHsss wwm cormacoBaqw LIGMK maBapxwea Mocksbl, OlK
LIAIM He nevaTaeTtcd, a nNpOCTaBIHETCS LUTAaMMOM MOCIE BbIHECEH/SI PELLEHMA KOMMCCU.

Mpn yrnopsiaoHeHM OOKYMEHTOB OOLLECTBEHHbIX OpraHvsauws, noctymveuvx B LIAOTTAM n
NOCTaBMEHHbIX HA Y4ET B apXBe B COCTOSIHM POCCbIMK, a Takke Mpu rnepepaboTke ormcen gen,
XPaHALLYXCA B FOCYO@PCTBEHHOM apxXvBe, Mpu YOpSAOHEHM KOMTEKLUMIA JOKYMEHTOB  O(hopMIeHve
ormcy MPOBOOMUTCH B COOTBETCTBMM C YCTAHOBIEHHOW (POPMOM (MpurodkeHun Ne 7).

Ecm cocraBrreTcs orcb Ha OOKYMEHTbl [AEVCTBWOLLErO OBLLECTBEHHOIO OObeavHeHsi, C
KoTopbIM 3akrtodeH gorosop (B LAOIMM), To oHa gorwHa ObiTb cormacoBaHa C PyKOBOLCTBOM Op-
raHveaum. pud corrmacoBaHA pasMELLRETC B HKHEM NEBOM VT, MOCNe MOAMMCA COCTaBUTES.

pndb cormacoBaHmst 3aBePSIETCA NeYaTbio OOLLECTBEHHONO OObEeaVHEHUS.



67

8.3. MNeyaTaHue onucu

NeyaTaH/e ormcy OCYLLECTBIHETCS HA MEPCOHArbHOM KOMMbIOTEPE (Kak MpaBwio) Wu Ha
MALYLLIEA MaLVHKe.

Mpn neyaTaHUM ONMCK HaA KOMMbIOTEPE ANIEMEHTbI ONMUcaTeNbHOW CTaTbW OMMUCK MNeYa-
TatoTca B Buge Tabmmubl 6e3 ncnonb3oBaHMA BEPTUKANbHOMO M rOpU3oHTanNbHOro rpadre-
HUS. Ha komnbloTEpe OnMUCb nevyaTtaeTcs C ucrosfb3oBaHveM wpudgta Times New Roman
pasamepom Ne 14, Arial - Ne 12.

Homep gena, vHOekc gerna, KpanHue aTthl U KONMYECTBO JIMCTOB YKasblBalOTCA B OMK-
C/ Ha YpPOBHE NepBOM CTPOYKMN 3arosioBka

3aronoBok B onucu pacnosnaraetca 6e3 OTCTynneHnst OT NIEBOro Mnosisi COOTBETCTBYHO-
wen rpadbl. OcTanbHble 3reMEHTbl OnMcaTesflbHOW CTaTbW OMNUCU MOXHO LIEHTPOBAaTb B CO-
OTBETCTBYIOUMX rpacdax.

JleBoe none nmMcta onucu AOIPKHO ObiTb HE MeHee 25 MM, YTOObl NpY NOALWLMBKE OMUCK
TEKCT cBOOOAHO YuTarncs.

3aronoBok, cocTosuym u3 2 n Gornee CTpPoK, U ApYyrMe dfeMeHTbl OnMcaTesnbHOW CTa-
TbW nevyaTarTcs 4Yepe3d 1 OavH MEXCTPOUHbIN MHTepBan. OnucaTenbHble CTaTbW OTAENAOT-
CS Apyr OT Apyra ABYMSI MEXCTPOYHbIMU MHTEpPBaraMu.

Has3aHus pasgenoB onucu noMmewgeTcss B rpade «3arofioBOK Aeria» UM B paspbiBe
MeXay cTpokamu. PekomeHOyeTcsl HasBaHWs pasferioB BblAENATb XMPHbIM wwpudTom. He
AonycKkaeTCca pa3MelLeHe Ha3BaHWM pasfernoB M noapasgerioB OnvMcu Ha O4HOW CTPOKe.

[Mepen pacneyaTkonm onmncK TEKCT Heobxoaumo oTdopmaTupoBaTh.

[Mpu 3aTOM cregyeT y4ecTb, YTO 3arofioBKU Aes HeMb3s NepPeHOCUTb Ha HOBYHO CTpaHW-
Ly, OCTaBfiAsl Ha MpPEeXHEN CTpaHuLEe NEPBYK CTPOKY 3arofioBka, WM NEPEHOCUTb Ha HOBYHO
CTpaHULly TOSbKO MOCMEeSHIO CTPOKY 3arosioBka. [laTbl 3arorioBka JOSPKHbI pasMellaTbCsa Ha
ofgHOM cTpanvue. He ponyckaeTcs pasMelleHVe HasBaHWM pasferioB B KOHLUE CTpaHuubl.
Hayaro vroroBon sanmMcy JOMWHO — pacrioraratbC  Ha TOM >Xe JUCTe, YTO U MocredHast onvcaterb-
Has CTaTbs.

dopmaTupoBaHME TEKCTa OMNUCK Iydlle NPOBOAUTL HA TOM KOMMbIOTEPE, HA KOTOPOM

OyadeT OCYLLECTBMATLCA MNeYvaTb 3TOW OMUCHK.
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8.4. CnpaBo4HbIM annapar onucm

[na 6onee addeKkTMBHOrO MCNonb3oBaHMA MHAOPMaLUUM, COAEpKalLENCs B OMNUCAX
Aen apxvMBHbIX (POHOOB, AN YCKOPEHUS MOWUcKa OOKYMEHTOB B HayyHbIX M MPaKTUYeCcKux ue-
n9X K OMUCAM CO34aeTcs CnpaBOYHbIv annapar, KOTOPbIN BKIOYaeT:

-TUTYIbHBIN TUCT,

- OITBBreHVe (cogepaHre), ecrm OmCb MMEET pasnertl;

- peavcIoBLe;

- CTMCOK COKPALLEHHbIX CI0B;

- nepeBodHble Tabrmubl LppoB (B Crydae nepepaboTki onme);

- ykazatesrm (mpy HeoBXxoammocTH).

CrpaBoyHbIM annapaTt K orcy BbIMOSHAET (DYHKLWO MEpPBOrO O3HAKOMIEHSI C OKYMEHTaMM
doHoa (TMTYrbHbIN JUCT, OMMAaBfEH/E), a Takke CroCODCTBYET MOMCKY HeoOxomvon wvHopmaLuwm
(ya3aternm), YTOMHEHWIO COAEPXaHVst OrmMcK (CrIMCOK COKpaLLEeHWUIA) W ap.

84.1. TuTynbHbLIN NUCT onucK

TUTYNbHBIN FMCT OMUCK ABNIETCA 00A3aTeNnbHLIM 3fIEMEHTOM CMPaBOYHOro annaparta
ana Bcex onucen. OH cogepxut MHopMaLmio, onpeaendiolyo NPUHaOSIEXHOCTb JOKYMEH-
TOB, BHECEHHbIX B OMUCb K KOHKPETHOMY (pOHOY WMrM ero 4acTtu, onpenerieHHomy nepviogy
BPEMEHW, a TakKe MOUCKOBbIE AaHHbIE.

Ha TuTynbHOM rmucTe onucy gen MOCTOSIHHOTO XpaHeHWs ykasbliBaloTCH (MpurioXxeHus
NeNe 8, 9):

- MONHOE Ha3BaHWe rocyaapCTBEHHOrO apxuBa, B KOTOPOM OyayT MOCTOAHHO XpaHWUTb-
ca pena opranusaumn (LleHTparnbHbeli apxve ropoga Mocksbl, LieHTpanbHbin apxueB obLue-
CTBEHHO-NoymTmndeckon mnctopum Mocksbl u ap.).

- Ha3BaHWe (poHaa;

HomMep dooHAa;

HOMEp OnuCY;

Ha3BaHWe onuncu

- KparHue AaTbl Aen, BKIOYEHHbIX B OMKCh.

HasBaHue ¢hoHaa opraHMzauum nueTcs B Buae oduuManbHOro HasBaHWS OpraHu-
3aumn-cpoHgoobpasoBaTenst CO BCEMU €ro NEPEMMEHOBAHUSIMM, U3MEHEHUSIMU NOAYNHEHHO-
CT N oduuManbHO MPUHATBIMU COKPaLLEHHBIMU Ha3BaHUS (B KPYrIbiX CKOOKax), OTHOCSLLW-
MUCA K Mepuody, 3a KOTOpbIA JOKYMEHTbI BKIHOYEHbI B OMWUCb B XPOHOJSIOMMYECKONM MoCreno-

BaTEJIbHOCTU C YyKa3aHUEM Ha4yasrbHOM M KOHEYHOW AaTbl KaXOoro HasBaHus npn 3TOM MOTYT
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yKasblBaTbCsl TONbKO roApl, mbo mecsaua wn rogbl. Ecrm opraHnsauus npogosckaeT oyHKLMO-
HMPOBAaTb, KOHEYHasl JaTa Ha3BaHUS He NpPOCTaBAETCS.

Mpn 3TOM Ha TUTYNBHOM JIMCTE yKa3blBAeTCA CHayana nocrnegHee ero HasBaHue, a
3aTeM BCE MBMEHEHMSA €ro Ha3BaHWN.

Ecrm HasBaHne choHooobpasoBaTenss MEHANOCb MHOFOKPaTHO, Ha TUTYNbHOM JMCTe
AaeTcsa ero nocregHee HasBaHve, a BCe NepeuMeHoBaHuA MPMBOLATCS B NMMCTe nepenme-
HOBaHWMN, KOTOPLIA MOMELLAETCA 3a TUTYIbHLIM JIMCTOM. Ha nmMcte nepeummeHoBaHWin Ha3Ba-
HUA OpraHu3auMin arTcs B TOM Xe Mopsiake, Kak Ha TUTYNbHOM JiicTe

[ns o6beanHeHHbIX apXxMBHbIX OOHOOB YKasbiBaeTcs 00606LeHHOe HasBaHnue ¢hoHaa,
a 3aTteM MNepeyncriaiTCa Ha3BaHMA BCEX OpraHuMsaummn-coHgoobpasoBaTenen, OOKYMEHTbI
KOTOpbIX BOLWM B cOCTaB o6beauHeHHOro ooHaa 3a BECb Nepuod WX CylecTtBoBanus. [lo-
cre o6o6LleHHOro HasBaHus obbeguHeHHOro ooHga B ckobKax ykasblBaeTcss — «obbeau-
HEHHbIN hoHa». Hanpumep:

OmodeneHusi Mockosckol cosemcKkol paboye-kpecmbsiHCKOU Munuuuu
(06beOuUHEHHBIU ¢hOHO)

[na apxvBHbIX KOMMEKUUA Ha TUTYNIbHOM JIMCTE YKa3blBAeTCA Ha3BaHWE KOJSUIEKLWNA,
Hanpuvep:

Konnekyusi 00KymeHmMosg o 0essmesibHocmu pesiuauo3Hbix 06beduHeHuUU.

Homep c¢doHaa npucBavBaeTcs B rocyqapCTBEHHOM apxuBe, Kyda nepenarTcs LOKY-
MEHTbl WM B apXuBE OpraHusaumn, €Ccrim opraHvM3aumusi He SBAETCS UCTOYHVMKOM KOMIMSEK-
TOBaHMSA rOCYQapCTBEHHbIX apXMBOB. [JOKyMEHTam Mo JSMYHOMY COCTaBy JIMKBUOMPOBAaHHbIX
opraHusaumi, KOTopble NepeaarTCsl Ha XPaHEHVME B apXvMBbl KaopOBOW AOKYMEHTaLMWU MO
agMVHUCTPATMBHBIM OKpyram, NMpuUcBaMBaeTCs OTAESbHbIA HOMep hOHOA B apxvBe Kaapo-
BOW OKYMEHTaLmW.

[Mpn NepBOM MOCTYNMEHUM OOKYMEHTOB B rOCy4apCTBEHHbIN apxvMB HOMep ¢oHaa Ha
TUTYNbHOM JIMCTE HE yKa3biBaeTcs.

Homep onucu. Onncsm nprcBamBaroTca ydeTHble HOMepa. K Homepam onmcn MoxeT
nobaBraTbCca OyKBEHHbIA MHOEKC, Onpeaenaioupin coctaB U B AOKYMEHTOB, YMTEHHbIX B
OnncK, Hampumep, «Jc» (MMYHbIA cocTaB), «H» (HaydHas OOKyMeHTauus) n gp.). B Heobxo-
AVMbIX Crydasx (co3gaHue HOBbIX OMMCEN W T.M.) BOMPOC O MPUCBOEHWS HOMepa OnucK Co-
rmMacoBbLIBAETCS C rOCyAapCTBEHHLIM apXMBOM.

He gonyckaeTcs NpUCBOEHME OMNUCAM OAMHAKOBbLIX YYETHbIX HOMEPOB, OTIIMYAKOLLMXCA
TONMbko OykBeHHOW uHaekcaumen (Hanpumep, Ne 1 n Ne 15c), ecrm OHM nocTynakT B OAMH

rOCY4apPCTBEHHbIN apXuB.
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Homep onmcn gen doHaa npucBamMBaeTCcA NpyU NEPBOM MOCTYMNEHMN OOKYMEHTOB B
apxvB, BCe rnocriegylouye rogoBble pasgeribl YUCIATCSA 3a 9TMM HOMepOM OO0 obGpasoBaHus
3aKOHYeHHOM onucK (Mpu 3TOM K HOMepy onucu B ckobkax [obaBnseTcsl CroBO «NpoJosoke-
HMe). 3arofioBKM Oen BO BCEX OMUCAX OOHOrO HOMepa HyMeEpYTCS B BarioBOM nopsiake Ao
AOCTWKEeHUs YeTbipexaHayHoro Homepa (9999), nocrne 4ero oNUCb CYUTAETCH 3aKOHYEHHOW U
crefylowemMy rogoBOMy pasfery 3Ton OnvMcu npuceBavBaeTcs OPYron HOMep.

B cnyvae coctaBneHua OOMOSMHUTESNbLHOW OMUCWU Ha Aera, He BKIHYEHHbIe B ONUCb MO
KakuMm Jmbo npuuMHaMm npu ynopsiaoveHnMn LOKYMEHTOB U OBHapyXeHHble BMOCeACTBUM,
onncK NpUCBaMBaETCA HOBLIA MOPSIAKOBLIN HOMEP, NMPU 3TOM K HOMEpPY OnMcu B CKobkax Oo-
GaBnsieTcss croBo «aononHeHve k onuc Ne ». B npeamcrnoBmm ykasbiBaOTCs MPUHMHBLI U OC-
HOBaHMSI COCTaBNEHUSI OOMOSHUTENbHOW OMUCW.

Ha3BaHue onucu BKMOYAET yKasaHue KaTeropum OOKYMEHTOB (MOCTOSIHHOrO, Bpe-
MEHHOIrO XpaHeHusl, N0 JIMYHOMY COCTaBY W T.4.), @ TaKKe KOHKPETHOE Ha3BaHue onucu (ecrm
OHO nmeeTcH). Hanpumep:

Onucb Ne 3
0ers1 MocmosiHHO20 XpaHeHUs

lepenucka Mapuu u lNpasumernbscmea Mockebi

Onucb Ne 2
des1 BpeMeHH020 xpaHeHus (cebiwe 10 nem)
10 orieke u rnore4yumersibcmay

KpanHune patbl JOKYMEHTOB M Aen, BKMOYEHHbLIX B OMNUCb, YKa3blBAKOTCS Ha TUTYSb-
HOM JMCTE MOocCre Ha3BaHUA OMMUCU C HOBOW CTPOKM.

Onn nokasbiBaloT gaTbl BCEX AOKYMEHTOB, BKMOYAA AaTtbl LOKYMEHTOB, 3aBEeAEHHbIX
npeawecTBeHHKamn coHgoobpasoBaTtens, a Takke AaTbl JOKYMEHTOB MPUIOXEHWW, a Tak-
e [OOKYMEHTOB, CO3[aHHbIX B MpoLecce JWKBUAAUMKM, BbIXOOAALMX 3@ XPOHOSormieckune
pamMku ooHaa.

Ecrm B onncb BKMHOYEHbI fernla 3a HEeCKOSbKO JieT C nepepbiBamu, TO Ha TUTYSIbHOM
JMCTE MNPOCTaBMAKTCA TOMbKO Te rodbl, 3a KOTOpble B OMUCb BKIOYEHbl Aena. Hanpwu-
Mep:1989-1995, 1999-2003 rr.

8.4.2. OrnaBneHue

OrnaBrieHve cocTaBrisieTcs, ecrm B ONUCU Aen MMeKTCS rofoBble, CTPYKTYPHble, Te-
MaTuyeckre pasgernbl U noapasaerbl, CrpaBOYHbIA annapaT K OMnMCK.

B ornaBreHmm nepeudvcrsiioTca npeavcrioBre, CncCOK COKpaLLeHW (COCTaBnsieMbIN B

HeobXoaMMbIX Crydasix), Ha3BaHUs BCeX pas3nernioB M NoapasdernoB, BKMYEHHbIX B pasgen
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onucuy, ykasaTternm (ecrm OHU UMeLoTCH), nepeBogHble Tabrmubl Lmdpos (K nepepaboTaHHbIM
onuncsim).

[MpoTVB HasBaHMA KaXkdoro pasgernia, nogpasgeria v T.4. yKasblBalTCA HOMepa COOT-
BETCTBYHOLUWX JMCTOB onucu. B cryyae Heob6xoauMmMocTM MOryT NPMBOAUTLCA M HOMepa gen.

OrnaBrieHve nomelgeTcs B Havarne Onucu rnocrie TUTYNMbHOro fucta U ymcta nepe-
NMEHOBaHWN.

8.4.3. NpepucnoBune

Ob6sasaTenbHbIM 3IEMEHTOM CMPaBOYHOrO annaparta K onucK aBnsdeTca npeancrioBue.

[MpeancroBue COCTaBIAAETCS K KaOon OTAenbHOW onucu doHaa, 4Tobbl OTMETUTH
0COBEHHOCTN MOCTPOEHMA OMUCK U COCTaBa AOKYMEHTOB, a Takke UX OMNMCaHus.

K onucam obGbeamHeHHOro apxmBHoro doHga cocTaBrisieTca obuwee npeavcriosue,
ecrm gerna oHOOB, BXOAALWMX B HEro, BKIMHOYEHblI B OAHY onuck. Kpome Toro, Moryt cocrtas-
NATLCA NPEOUCTIOBUS K OMNUCAM Kaxaoro ¢oHaa, BKIMKYEHHOTO B 0ObeVHEHHDbI apXVBHbIN
doHa. B atom crnyvae B oblee npegucrioBue BKIKOYAKOTCs Bce obume cBefeHuss OTHOCK-
TeNbHO 0ObeAMHEHHOro apXvMBHOrO (hoHaa M oTAerNbHbLIX ero hoHOoB M Mx onucen. B npeau-
CroBMsSIX K ONMCAM OTAENbHOro dooHoa u3naralTca CBELEHUs, Kacalupecd b 3TOro
doHaa, 1 AalTCAa CCbIfiKM HAa o0Lee npeaucroBsue.

OTO NOSIOXEHME OTHOCUTCH W K NPEOUCTIOBMIO K OMUCAM apXMBHbIX KOJUTIEKLUWA [OKY-
MEHTOB.

B npegucrnoBmmn k onucu manaratoTcs:

- UcTopus opraHusauum — cpoHgoobpasoBarens;

- uctopmm coHaa;

- COCTaB U cofepXaHne OOKYMEHTOB OMUCY;

- 0cO6eHHOCTN hOPMUPOBAHMSA, ONUCaHUS U cucTeMaTmU3auum Ler,

- COCTaB CnpaBOYHOro annapaTa K OnMcx 1 NopsiaoK Nosfib30BaHUs UM.

B npegucriosmmn Kk onmcu nctopua ooHaoobpasoBatend u nctopms goHga usnaraeTtcs
KpaTKo, CXXaTo, Tak Kak NOMMUMO NpeaucrioBust K ONMCU COCTaBIIIETCS UCTOpUYECKasi cripaBka
K dooHOy 3a nepuog COOTBETCTBYIOLLMA AOKYMEHTAM B ONMCK, B KOTOpoW noapobHo paccmat-
puBaloTCsa 3TN BONpOCHI (CM. pa3aen 9).

B npegucrnoBmmn ocsewaroTcs criegytolme BOMNPOCHI:

- JaTa BO3HUKHOBEHWS, peopraHvM3auumM, fMKBMOAUMA OpraHusauuMm cO CChISIKOW Ha
HOMepa M JaTbl pacnopaguTesbHbIX OOKYMEHTOB, €ro MNOAYMHEHHOCTb, a TakKke Ha3BaHue
ydpeXaeHva-npeaLeCcTBEHHMKA UMK YHPEXOEHS yHacrneqoBaBLLEro ero doyHKLN.

- KOMMEeTeHUUsi, CTPYKTypa, dyHKUMN ydpexaeHuns - dooHgoobpasoBaTens, ceTb Mnoa-

BEJOMCTBEHHbIX OpraHu3aLuii;
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- JaTa M OCHOBaHue MOCTYMNneHus JOKYMEHTOB ¢hoHaa B apxuB, UX 06beM 1 KpavHue
Aathbl.

Mocrne KpaTKon XapaKTepuCTUKM uctopum doHaoobpasoBaTtend u uctopum oHaa B
npeavcrioBun, HeobxoAMMO AaTb CCbISIKYy Ha UCTOPUYECKYIO CMpaBKy, rAe YykasaHHble BOMpo-
Cbl paccmaTtpuBatoTca 6onee nogpobHo. Hanpumep: «lMogpobHee cm. NcTopudeckyro cnpas-
Ky K ooHAy... 3a...».

Ecm no kakon-nmbo npudmHe mctopudeckasa crnpaBka K d)oHOy OTCYTCTBYET, Wi OHa
He[OCTynHa ANna nosrb3oBaTternen, B NpeauncrioBum nNpuMBOAATCA CBeAeHus Mo UCTopum doH-
poobpasoBartend n oHaa B obbeme TpeboBaHun, NpeabaBAAEMbIX K UICTOPUYECKOWN CrnpaB-
Ke (cMm. pasgen 9).

B npeavcrnoBmm k onucn obbeguHeHHOro doHaa, BKIYalWweMy OAHOPOAHbIE opra-
HM3aLMn, NpMBOAATCA obuye CBeOeHVss MO UCTOPUMM AaHHbIX OpraHuM3auun, B HeoOXoauMblX
Cryyasx, OCBeLRTCs MHAMBMAYaNbHbIE OCOBEHHOCTU KaKOoro yYpexaeHus.

Mpn xapakTepucTvke B NPeauCcrioBMM COCTaBa M COAEpXaHua [Oerl, BKIMOYEHHbIX B
ONMCb, YKa3blBalOTCA XPOHOSIOrMYECKUA nepuon, 3a KOTOPbl AOKYMEHTbl BKIHOYEHbl B OMUCH
n oblee KOMYecTBO Aen, OTMevalTca Hauboree TUNuYHbIEe TpynMbl Aer, Kak no ux Buaam,
Tak 1 no cogepxaHuto. OroBapuBaeTcs Harmmuve OOKYMEHTOB, BbIXOOAWMX 32 XPOHOMornde-
Ckue pamku onvcu. ogvepkuBaeTcs HanmMume M COCTOosiHME (POTOAOKYMEHTOB, anb0O0MOoB,
rpacpm4eckmx OKYMEHTOB, BXOASALWMX B COCTaB AOKYMEHTOB OMUCK.

Ecrm B onnck gen noCTOAHHOrO XpaHeHWsi BKIHOYEHbl AOKYMEHTbl BPEMEHHOIO Cpoka
XpaHeHusa (KBapTarbHble OTYeTbl) HEOBXOOUMO OOBACHUTE LenecoobpasHOCTb BKIIHOYEHMS
Taknx OOKYMEHTOB. [1pu OTCYTCTBMM psga OOKYMEHTOB MOCTOAHHOIO XpaHeHus U No SIYHOMY
COCTaBy B ONWCK, B MPEaUCIIOBUM YKa3blBAKOTCA KOHKPETHbIE BWAbI OTCYTCTBYHOLLMX OOKY-
MEHTOB, W JaeTcs OO0bSACHEHWE MPUYMH 3TOro (HE COCTaBMASNMCb, yTpadeHbl U Ap.). Kpome
TOro, 0OTMEeYaeTCa B Kakux Aerax onucu wim B hoHaax ApYyrMx opraHuMsauui  MOXeT copep-
XaTbCs MHpopmaums, BOCMOSNHAOWRAS CBeAeHUS OTCYTCTBYIOLLMX OOKYMEHTOB.

B npeaucrioBun [osokHbl OblTb YKasaHbl OCHOBHblE MpUHUMNBI hopMupoBaHua gen,
ocobeHHOCTU onucaHna U odopmreHus aen. lNepeuvcrnsioTtces, Kakve Buabl paboTt Obinm
npoBedeHbl C Lerbl YNopsaoyeHuss OOKYMEHTOB (JKCrepTu3a LIEHHOCTW, hopMupoBaHue
nm nepecopMupoBaHMe Aerl, onucaHve Aen Ha obroxkax, TexHMYeckoe odopmreHve gen,
cuctematusauua m 1.4.). OTMeyvaoTca 0cO6eHHOCTM hOPMUPOBAHUS OTAESbHBIX KaTeropumn
Aen N COCTaBlieHNs1 3arofioBKOB K HUM.

B npegvcroBmm criegyeT OTMETUTb HanuMuue MOOSMHHBLIX OOKYMEHTOB M KOMWA B Ae-

nax n ocobeHHoCTH YKa3aHud KOMUAHOCTU OOKYMEHTOB B 3arosioBkax Aerl.
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Takke Heobxooumo obocHoBaTb 06beUHEHME OOKYMEHTOB 3a HECKOSbKO fieT B OAHO
Aerno, ecrm Takve ferna BK/HoYeHbl B OMUCh

CrepnyeT ykasaTb MpUHUMN cucTemaTusaumm gen B OnucKu, B HeOBXoauMbIX Criydasx
aprymeHTMpoBatb €ro Bblb6Op, OTMETUTb OTCTYMNEHUS OT MPUHATOW CXEeMbl, €CriM TaKoBble
UMerTCS.

YKkasblBaeTCca TakkKe CTpykTypa doHaa (Harmume Opyrux OnuMcen 3a 3ToT nepuog), B
npeancrioBUn K ONMmUcCK NMOCTOSHHOIO XpPaHEHUs OTMevaeTCs MEeCTO XpaHeHUs JOKYMEHTOB Mo
NMYHOMY COCTaBY OpraHusauum.

B cnyyae nepepaboTkM onucu, B TOM 4uClie B apxvMBe oOpraHusauum npu ytpate
OOoMbLIOro KormyecTBa AOKYMEHTOB, B MpeaucrioBum K nepepaboTaHHOW onucu gaeTcs cpas-
HEHVEe C MpeXHew, yKasblBalTCs NpevMyLecTBa HOBOro cnocoba NoCTpOeHUs onucu 1 npu-
Y/Hbl nNepepaboTku onvcu. B Heobxoaumblx criydasix criegyeT oTMeyaTb OCHOBHblE MCrpaB-
NEHVS U BHECEHHble OOMOSHEHMs (NpoBedeHa YHWUVKaumMa MPUeMOB OMNUCaHWSA 3arosyioBKOB
B TEKCTe; UCKITOYEHbl JOKYMEHTbl, He OTHOCAWMecs K npouno oHada; nposeaeHa nepecu-
cTemMaTtusauus gen, nepewmdposka gen v 1.4.).

B 3akmnoyeHun npegucrioBma K OMUCKU AaeTcsl XxapakTepucTuUka CnpaBOYHOro annaparta
K OMnMCK, OCHOBHbIE MPUHLMMNBI €ro COCTaBfEHUs] M yKasaHua O nopsgke nofib3oBaHus chpa-
BOYHbIM annapaTom.

B npeavcroBum oTmevaeTcs Hammume [OOKYMEHTOB, OTHOCAWMXCA K AeATeSlbHOCTU
opraHuMsaumm B apyrux ongax wm apxmsax [naBapxvBa MOCKBbI.

lMpeavcrosre noanucbiBaeTcsl COCTaBUTESNIEM C yKa3aHveM [OOJSDKHOCTWM UM gaTbl Co-
CTaBieHUs U 3aBefyloUyM apxXvBOM (SIMLOM OTBETCTBEHHbIM 3a apxuB) U NMOMeLeTCs B
Hayarne onucu nocre orraesfieHnss (cogepXaHust).

MMpeaucrioBre K ONMCU JIMKBUOMPOBAHHLIX OpraHvsauui, nepefarolymMm OOKYMEHTbI Mo
JM4HOMY cocTaBy B [NaBapxvB noanucbiBaeTCsl pykoBoAUTENeM opraHusaumm (npegcepa-
Ternem IMKBMOAUUOHHOW KOMMCCUM, KOHKYPCHbIM YNpaBfisioLwyM) WM COCTaBUTENEM U 3aBe-
pseTcs rnevartblo.

MNpeaucrnosue, cocTaBreHHOE B rocygapCTBeHHbIX apxuBax MockBbl nNpu nepepaboTke
doHOOB, NpW YrNopAAOYEHN OOKYMEHTOB (POHOOB MOCTYNMBLLMX W MOCTaBIIEHHbIX HA Y4YeT B
COCTOSIHMM POCChINM NOAMUCLIBAETCA COCTaBUTESNEM.

8.4.4. CnncokK CoKpaleHHbIX CINOB

Cnncok coKpalLeHHbIX CIioB COCTaBfAETCS B TeX CrydasX, eCrm B TeKCTe Oonucu npu-
MEHSIIOTCA COKpaLUEeHUsI CIiOB.

HasHayeHvne crncka cokpaweHun — yHUUUMpOBaTL MNpYeMbl OMMUCaHWA B ONUCU Y

CNpaBOYHOrO annapaTta K Hel U YMeHbLLMTb ee 0ObeMm.



74

B cnucok BHOCATCA BCe COKpalLeHVA CroB W MOHATUM ynoTpebrsemblX B onuck, a
TaKkKe COKpalleHHble 0003Ha4YeHUs Ha3BaHW OpraHU3aLmi.

B cnncok He BKkMo4aloTCA OOLLIEMPUHATLIE COKpAaLUEHUA CroB («r.» - rofd, «rop.» - ro-
poa n T.n.).

CokpalleHss B CMUCKe MOMELLAIOTCA CcreBa, 3aTeM 4epes Tupe credyeT rnorHoe
HanvcaHve cokpalleHHbIX croB. COKpalleHusi pacrofiaraloT B Cnvcke B andaBUTHOM Mopsa-
Ke.

Cnu1cok cokpalleHHbIX CroB NomellgeTcsl nocrie NpeaucrioBust K onmcu.

8.4.5. Yka3aTenu

YKkasaternm COCTaBISIlOTCH, Kak MNpPaBWrio, K CrOXHbIM MO CTPYKTYpe M CoOep>XaHuo
onucam gen aona obrerdeHns nosib3oBaHMA UMW M Boree MOMHOro PackpbITUS COAEpXaHWA
[OKYMEHTOB, COLEPXaLLMXCH B HUX.

B 3aBMCMMOCTM OT cocTaBa U coaepkaHusi JOKYMEHTOB OMUCKU MOXeT BblTb COCTaBreH
OAIMH UMM HECKOIbKO yKasaTerewn.

Ykaszaterm MoryT 6bITb TemaTudeckumun (npeameTHbIMU), MMEHHbIMKW, reorpaduye-
CKUMW, XPOHOSIOrn4eckumun v ap. Moryt cocTaBrisiTbCsl Takxke crneuuarnbHble ykasaTernm, Kak
Hanpumep, ykasaTterb y4pexxaeHun.

CocTaBrsloTCa ykasaTenu, Kak npasBwrio, Mo CBeAeHUsIM, cogepXalmmcs B onuca-
TerbHbIX CTaTbax pasgera, 6e3 npocmoTpa Aen. Tonbko B Tex criydasix, korga B pasgen
BKIMHOYEHbl 3arofioBkM Aern, chOpMUPOBAHHBLIX MO HOMMHASIbHOMY W XPOHOSIOMMYECKOMY MNpu-
3HaKy, ykasaTenm COCTaBrsIlOTCHA C NMPOCMOTPOM Aern.

Mo rpynnMpoBKe MOHATMW BHYTPWU YyKasaTess pasnmyatoTcsa andasBuTHble U cuctema-
TUHecKkue ykasaTerm. AndaBuUTHOE pacrorioXeHne MOHATUA MPUMEHsIeTCAa ONa ykasaTternewn
cogepXawyx ogHopoAHble MOHATUS (bamunvm, reorpadudeckme HasBaHua U ap.).

B ykasaTtenax, packpbiBalWyMX coAepXaHue [ern B TeMaTU4ecKoM MriaHe, CTPYKTypa
OCHOBHOM 4aCTu CTPOUTCH B CUCTEMATUYECKOM (Flormyeckom) rnopsiake, a andasuTHoe pac-
NOSioXKeHe MOHATWI BbICTYMAET Ha nocregHeM aTane cuctemaTtmsaumn.

OCHOBHbLIM 3reMeHTOM ykasaTens sBrndeTca pybpuka, cocToswas u3 npegmeTHOro
MOHATUS N MOUCKOBbLIX AAHHbIX.

Ykasatenm mMoryt ObiTb ryX¥MM M @HHOTUPOBAaHHbLIMMW.

Mpn ynopsigoYyeHWn [OOKYMEHTOB, 4Yalle COCTaBIIAIOTCA [fyxve YykasaTternu, pyopuvku
KOTOPbIX BKMOYalOT TOSMbKO 0603HayeHus MOoHATUM (6e3 aHHOTauui) M NOUCKOBbIE AaHHbIE.
(npurnoxxenne Ne 15).

[MoHATWA, BKIOYEHHble B YKasaTeru, OOSPKHbl UMETb CCbISIKM Ha COOTBETCTBYHOLWE

HOMeEepa aern.
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8.4.6. NepeBoaHble TabnNuLbI WNdpPOB
[Mpn nepepaboTke onucen COCTaBIATCA MNepeBofHble Tabnmubl CTapbiX U HOBbIX
WMdopoB Aen, cocToaupni U3 rpady: Homep ferna no crapon Oonuvcu, HoMep gera no HOBOM

OornncKn, npmMMmedaHud.
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9. UCTOPUYECKASA CTTIPABKAK ®OHLY

Mpn ynopsiaovyeHUM OOKYMEHTOB COCTaBSIIETCS UCTOPUYECKasl cripaBka K apXUMBHOMY
doHQy opraHusauum 3a XpPOHOSIOrMYEeCKU Nepuod, COOTBETCTBYIOLLMMA KpavHMM gaTam [o-
KYMEHTOB OMuCeW, nepefaBaeMbiX HA XpaHEHE B apXvB.

Mpu ynopagovYeHn OOKYMEHTOB JIMKBMOMPOBAHHBbIX OpraHv3auvMin urv npwu nepepa-
BboTKe onucen B rocyqapCTBEHHOM apxuBe UCTOpUYEcKasl cnpaBka COCTaBfiIeTCA 3a BeCb
nepvon AeATENbHOCTU OpraHvM3aLmm.

B wncTopuyeckon cnpaBke coaepXuTcs MHpopmauuMs o6 MCTopuM  opraHusauum-
doHpooobpasoBartens, uctopum oHOa W JaeTcs KpaTkasi XapaKTepucTvka [LOKYMEHTOB
doHaa.

[ns o6beanHeHHbIX POHOOB B MCTOPMYECKOW cnpaBke gaeTcs obocHoBaHve obbean-
HeHVa oHOOB.

9.1. B Havyane uCTOpMYECKOW CnpaBKW NPUBOAUTCS KpaTKasi XapaKTepucTuka UCTOpu-
YeCKMX  YCMOBMAW  BO3HUKHOBEHWUSA opraHusaumm, cBeAeHus 06  opranuzaumm-
NpeaLwwecTBEHHVKE, a 3aTeM B XPOHOMOrMYEeCcKoW nocreoBaTeNlbHOCTU CBEAEHUs O co3fa-
HAM (0BpasoBaHuM), peopraHvM3aunM, NMKBMOALMM OpraHM3aumm CO CCbIfKamMu Ha Ha3BaHus,
HOMepa u AaTbl pacnopsiauTerbHbIX U yYpeauTernbHbIX OOKYMEHTOB.

[MpY HanMMYMM HECKOSbKMX MPaBOBbLIX aKTOB O CO3[daHuM, NnepeumeHoBaHun, npeobpa-
30BaHMM U MKBUOALMW OpraHvM3aumMn npuBOLATCA Has3BaHWA M AaTbl BCEX LOKYMEHTOB, 3a
OocHoBY BepeTcsa Havboree paHHUA MO BPEMEHWN NMOANUCAHUS LOKYMEHT.

YKa3blBaOTCA BCE UBMEHEHNS B HA3BaHUM U NOLYMHEHHOCTU OpraHM3aLmn.

Ecrm cBegeHnss no vctopum opraHvMsaumMm YCTaHOBEHbI HE MO pacnopsauTeNbHbIM
AOKYMEHTaM, a KOCBEHHbIM NyTeM (pacrnopsavTeribHble AOKYMEHTbl akTbl He Oblrm obHapy-
XeHbl), 3TO 06s3aTeNbHO OroBapMBaeTCs B UCTOPUYECKOW CrpaBkKe.

CBegeHnss 0 peopranvsauum, vkeugauum n gp. ooHgoobpasoBaTens gakTcsa ¢ ydve-
TOM (POpPMYrMPOBOK, MPMBEOEHHbIX B pacrnopaguTesibHbiX U ydpeauTernbHbIX AOKYMEHTax:
co3gaTtb, NpeobpasoBaTb, peopraHM3oBaTb, co3aaTh Ha 6ase n T.4.

[anee B MCTOpWMYECKOW CrnpaBKke yka3blBaeTCA CTPYKTypa, OCHOBHblE 3adayn u oyHK-
LU opraHmM3auum n Ux U3MEHEHUs1 3a paccMaTpMBaEMBbI XPOHOSOMMYECKUIA Nepuo C yKasa-
HMeM OaT U JOKYMEHTOB, MO KOTOPbIM Oblfiv BbiABMiEHbl 3TN cBefeHud. Hanpumep: CoaiacHo
wmamHoMy pacriucaHuro Ha 1994 200 cmpykmypa opeaHu3auuu beinia credyrowed:. . ..

B uctopumyeckon cnpaBke oTMe4yaeTcss maclrab gesaTenbHOCTU opraHusauun, ee me-

CTO B cCuUCTeMe oOpraHoB FOCWJ,apCTBeHHOIZ BflACTW, 93KOHOMMYECKOW, OOLIECTBEHHO-
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MOSMTUYECKOW, KyNbTYPHOM XMU3HWM CTpaHbl. [Mpyn HanmMuum cuctembl NoaBeAOMCTBEHHbIX Op-
raHvM3auun ykasblBaeTCs ee COCTaB.

B wnctopmdeckon cnpaske K ob6beguHeHHOMY (hOHAOY m3raraeTcs UCTopusi BCeX opra-
HM3auuri-dooHOo006pasoBaTenen, JOKYMEHTbl KOTOPbIX 00pas3yloT 3TOT (hoHa, NMpy 3TOM UCTO-
pus KaXaon opraHusauun-cpoHaoobpasoBaTend AaeTcs CaMOCTOSATENbHbIM Pa3ferioM.

[ns noucka ceegeHwn no uctopumn dooHaoobpasoBatensa crieayeT obpawatbca Heno-
CPEACTBEHHO K [OKYMEHTaM opraHusauumm-oHgoobpasoBaTens, K pacnopsauterbHbIM [o-
KyMEHTaM BbILLECTOSALLEN OpraHuM3aumm (Npu ee Hanmmdum), a TakKke K CnpaBOYHOM fuTepary-
pe, JHUMKIoneausiMm, crnpaBOYHVMKaM MO aAMWHUCTPATUBHO-TEPPUTOPUArbHOMY AefeHNo U
Ap.

CBefeHnss 0 cosgaHuu, peopraHvsauuy, IMKBuUOAUMM, U3MEHEHUN HasBaHusi, rnoguyu-
HEHHOCTU MOXHO HanTn B pacrnopsaguTeribHblX  AOKYMEHTax  OopraHusaumm-
oHooobpasoBaTensa U ee BbILECTOSAWMX OpraHax, Martepuanax ydpeauTtesibHbiX U JIMKBU-
AAUMOHHBIX coBpaHuii, Cbesnos, NIIeHyMOB, PErMCTPALMOHHBIX AOKYMEHTax v ap.

OcHoBHblE 3afauv M YHKUMX OpraHusauumM OTpaKeHbl B MONOXeHuAX (ycTaBax) op-
raHM3auum, MoSIoXKEHUAX O CTPYKTYPHbIX noapasgenieHusix u ap.

M3meHeHna CTpYKTypbl OpraHMsaumm MOXHO MpocrneauTb No pacrnopagutesibHbiM [A0-
KyMeHTaM, CTPYKTypaM M CXemaM opraHusaumn ynpasfieHusi, WTaTHbIM pacnmMcaHusam u ap.

OcHoBHble HanpaBreHust OeATeNbHOCTU OopraHu3auun, ee noaBedOMCTBEHHOW ceTu
npeacTaBrieHbl B OTYETax Mo OCHOBHOM AeATENbHOCTW, CrpaBKax, UHopmMauusx u ap.

[Mpy HanMCaHMM UCTOPUYMECKOW CrpaBKM HEOOXOAMMO OTKasaTbCs OT MOSIMTUYECKON
OLEHKM COObITUI, AMOLIMOHArbHbIX BbIBOAOB U 3aK/MIOYEHUN O OEATENbHOCTU OpraHusauum.

B ucTopuyeckon cnpaBke CHOCKW OeratTcsl Ha OOKYMEHTbl apXMBHbIX DOHOOB C yKa-
3aHMeM Homepa ¢oHaa, onucK, Aerna, JmMcTa, Ha MCMOMb30BaHHYIO MPU ee HanMcaHun Hayd-
HO-CnpaBoYyHyto mtepaTtypy. CHOCKkM 0pOopMIIIOTCA B COOTBETCTBUM C MpaBuriamu ombsmo-
rpaguyeckoro onmcanus (FTOCT 7.1 —2003. CUBNA. «bubrmorpaduyeckaa 3anncb. bub-
nvorpadudeckoe onucaHve. Obume TpeboBaHMS 1 NpaBuia COCTaBMEHUS»).

9.2. Bo BTOpoOM Yactn UCTOPUYECKOM CrpaBKM u3faralTCcs CBeAEHUs Mo UCTOpUM
doHaa:

- JaTa nepBOro MnocCTynreHuss AOKYMEHTOB (hoHaa B apxus, ux obbem v KkpanHue na-
Thl;

- U3MEHEHMA B cocTaBe U obbemMe doHaa M MX NPUHMHBI (MPOBEAEHME JKCNepTU3bl
LUeHHocTn (Mpu nepepaboTke onucen), yTpaTbl JOKYMEHTOB, HE3aAOKYMEHTMPOBAHHbIE Nepu-

oAbl. nepe‘-II/ICJ'IFHOTCFI OCHOBHbIE KaTeropmm HedoCTarwyx JOKYMEHTOB C yKa3aHuem nat, 3a
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KOTOpble OHW OTCYTCTBYIOT, @ Takke pesyrnbTaTbl npoBedeHHOW paboTbl MO PO3bICKY HeOo-
CTaloWMX AOKYMEHTOB;

- CTeneHb COXPaHHOCTU OOKYMEHTOB, B TOM 4ucrie oM3M4EeCKOEe COCTOSIHUE OOKYMEH-
TOB;

- KpaTkne cBeaeHusi 06 0CobeHHOCTAX POPMUPOBaHUS, ONMCAHUSA U cUcTeMaTm3auum
AOKYMEHTOB, CBELEHUS O HanMuum OOKYMEHTOB, BbIXOASAUME 3@ XPOHOSOrMYecKne rpaHvub
doHaa. KparHve gatbl OOKYMEHTOB poHOA MOryT He coBnajaTb C KpanHuMu Jatamm ges-
TeNbHOCTN (hoHOoobpasoBaTensd, €CrmM Mo Kakum-rmbo MnpuiMHam OTCYTCTBYHOT LOKYMEHTbI
HayasbHOro W 3aBepLIAIOLLEro 3TanoB AEATENbHOCTM OpraHMsaummM um ecrm B oHa opra-
HM3aumn Oblfm B CBOE BpPEMS MepefaHbl He 3aBepLUEHHbIE Oeronpou3BOACTBOM Aefa opra-
HU3aUMn-NpeaLecTBEHHMKA. Ecrm KparHve faTbl JOKYMEHTOB (pOHAA BbIXOAAT 3a XPOHOJSIO-
rmyeckne pamku geaTtenbHoCcTU doHooobpasoBaTend, BKMKOYEHWe Mx B coctaB doHaa o6s-
3aTenbHO OroBapuBaeTcs;

- CBEAEeHVs O HanmMuum OOKyMeHToB ¢hoHaoobpasoBatens (B TOM 4ucrie Mo JIMYHOMY
COCTaBY), HAXOOALWMXCA B cOCTaBe OpYrx hOHOOB WM apXMBOB, N MECTax UX XpPaHEHUS;

- CBEEHMSA O HarmMyYMM OOKYMEHTOB ApYrnx opraHusauui (poHOOBbIE BKIIHOYEHUS);

- COCTaB Hay4HO-CMpPaBOYHOro annapaTta K oHay;

- HopMaumsa 06 ycroBuax AOCTyNa M UCMOSb30BaHUA OOKYMEHTOB.

9.3. B 3aknouuTenbHOM YacTu UCTOPUYMECKOM CMpaBKM MPUBOOUTCA CTPYKTypa doHaa
(Harmure onucen Mo pasHbIM HaMpPaBfEHUAM OEATENbHOCTM OpraHvM3aumn, No  OTAESbHbIM
BuOam OOKyMEHTOB), gaetca o06obleHHass xapaktepucTuka ¢hoHga no cocTaBy U coaepxa-
HUO JOKYMEHTOB.

9.4. Vctopudyeckasi cnpaBka o NIMKBUAUPOBAHHbLIX OpraHM3auuax, He SBISOLLMXCS
UCTOYHVMKaMM KomnnektoBaHus [naBapxvBa MoCKBbI, HO nepearowasa AOKYMEHTbl MO fny-
HOMY COCTaBy, B apXvBbl KagpOBOW AOKYMEHTauuMn OOJDKHa codepxaTb crefylouye cBefe-
HUSA:

- cBegeHus o6 opraHMsaumu:

- MOSHOE M COKpaLLEHHOE HasBaHWe OpraHvsauuu;

- CBeOeHs O co3gaHun, npeobpasoBaHuM, peopraHvM3auum, SMKBMOALMM OpraHusa-
UMM, M3MEHEHMM €€ HasBaHuMsa C YyKasaHMeM TOYHbIX AT M Ha3BaHWN OpraHM3aLMOHHO-
pacnopaauTenbHbIX JOKYMEHTOB;

- chepa gedaTenbHoOCTU (3agayum 1 OYHKUMX OpraHusauum);

- COCTaB CUCTEMbI NOABEAOMCTBEHHbBIX OpraHusauum, oumanos, OTAENEHM W T.N.;

- CTPYKTypa OpraHvsauum u ee U3sMeHeHUs;

- agpec opraHmsauum (lopuandeckui n akTnieckmn);
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- kog WHH, Homep opranmsauum-HarnoronnaTternbumka B leHcnoHHoMm doHae Poccuin-
ckon depepaunm, HOMEP HasloroBoM WHCMEKUMW, NPOBOAMBLLEN PEBU3NKD  (PMHAHCOBO-
XO3ANCTBEHHOW OeATeNbHOCTU OpraHusaumm,

- cBegeHus o boHae:

- KOnMyecTBO Aen B hoHOe M X KpanHue Aathbl;

- CTEeNeHb COXPaHHOCTN AOKYMEHTOB;

- MECTOHaxXOXOEHUN [OKYMEHTOB, OCTaBfieHHble Ha XpaHeHuM ydpeauTernen, npeem-
HWKOB [10 UCTEYEHUS] YCTAHOBIIEHHOINO 3aKOHOAATEeNbCTBOM CpPOKa BPEMEHHOrO XpaHeHus;

- XapaKTepucTuKa AOKyMeHTOB ¢poHAa;

- BUObl JOKYMEHTOB, BoLeAumMX B cocTaB hoHAQ;

- HAy4HO-CNpPaBOYHbIN annapat K oHAay.

9.5. Ina apxvBHOW KOSMEKLMM UCTOpUYECKasi CripaBka COAEPXWT CBedeHus Mo UCTO-
puM ee co3daHus, B TOM YMCrie O BPEMEHW, YCIOBUSAX, MPUYMHAX CO3[aHus, MpuHUMNax no-
CTPOEHMHA, CBEAEHUS O ee COCTaBUTESsAX, a Takke O MEeCTOHaXOXOEHWW KOSeKumm OO Mo-
CTynrneHns B apxvB (ecim oHa He Obifa co3gaHa B apxvBe). BTopas v TpeTbsa 4YacTb UCTopu-
YeCKOW CrpaBKM apXVMBHOMW KOJTIEKUUM CTPOATCS MO aHasriorMm ¢ COOTBETCTBYOLUWMMWU pasfe-
flamMun UCTOPUYECKOW CrnpaBKU apXMBHOIO hoHO4a OpraHusauum.

9.6. Uctopmdeckaa cnpaBka K ¢ooHOy MMeeT 3arosfioBok: «/ctopudeckasa crnpaBka K
doHay Ne ..» C ykasaHveM B KaBblYKax B MMEHUTESIbHOM Magexe Kak MofHOro, Tak U cokpa-
LLEeHHOMO  OobMUManbHOMO0 HasBaHuA opraHusaumm-ooHaoobpasoBaTens U XPOHOSIOrM4ecKoro
nepvoga 3a KOTOpbIN npeactasrieHa vHdopmauma o poHgoobpasosaTterne. Npu nepsom no-
CTYNrneHuM OOKYMeHTOB (poHaa B rocygapCTBEHHbIA apxuB OCTaBIIIETCSA MecTo And ykasa-
HUS HOMepa dooHAaa.

Hanpumep: Mcmopudeckass cripaska Kk ¢poHOy Ne 2258 «[JemapmameHm mexOyHa-
POOHbIX cesizeli 2opoda Mockebi» 3a 2001-2005 200kblI.

[ns o6beamHeHHOro doHaa B 3arofioBKE K CTOPMYECKOW cripaBke ykasblBaeTcs 06-
Lee HasBaHve obbeanHeHHOro ooHAa, a ASI apXUBHOW KOSEKLUUM — Ha3BaHME KOSUIEKLM.

Hanpuwmep: Ucmopuyeckas cripaska K ¢poHOy Ne 1800 «AkyuoHepHoe obujecmeo
«[denbma-B» u e2o ¢punuanei» 3a 2001-2004 200bi, Mcmopuyeckas cripaska K ¢poHOy Ne 35
«Konnekyusi 0okymeHmoes o nodzomoeke u rpogedeHuu CobpaHus epaxdaH Pocculickou
®edepayuu 5 anpens 1992 200» 3a 1991-1992 200k..

9.7. MNpn ganbHenwem ynopagoyYeHUn U nepefade LOKYMEHTOB B rOCYAapCTBEHHbIN
apxuB COCTaBIIeTCH [OMOSHEHWE K UCTOPMYECKOW CripaBKe, rae OnucbiBaloT M3MEHEHVS B
coctaBe oHOA, HasBaHWW, CTPYKType, (PYHKUMAX, MOOYMHEHHOCTW OopraHusaumm 3a CcOOT-

BETCTBYIOLLMIA Nepvop,.
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[lononHeHe K UCTOPWMYECKOW CripaBKe COCTaBIAAETCA B BuAe OTAENbHOro JOKYMeHTa
N UMeeT 3arosioBok «[lonorHeHve K uctopudeckon cnpaeke oHga Ne ..», ¢ ykasaHueM Ho-
Mepa doHaa M MOSHOro HasBaHWe opraHusauum-cpoHgoobpasoBaTesii B UMEHUTENbHOM Ma-
aexe.

9.8. UcTtopwmdeckyto cnpaBky (OOMOMHEHWE K Hewn) K (poHay AeWnCTBYOLEN opraHusa-
UMM MoaMNMCbIBaKOT COCTaBUTESNb M 3aBedyloLMiA apXvMBOM (MU0, OTBETCTBEHHOE 3a apXvB)
opraHusaumn.

NcTopuyeckasa cnpaska K ooHOaM IMKBUAUPOBaAHHbIX OpraHu3auuvun, nepegarolym
AOKYMEHTbI MO JMYHOMY cOCTaBy B [raBapxus, NMOAMUCLIBAETCHA PYKOBOAUTESIEM OpraHvsa-
umm (npegcepatenieM JIMKBMOALMOHHON KOMWCCUM, KOHKYPCHbIM YNpaBfistloLmMM) UM cocTa-
BUTENEM U 3aBepsSIeTCH NevaTbIo.

NcTopuyeckasa cnpaska, MOArOTOBfIEHHAs B rocygapCTBEHHbIX apxmBax MockBbl npu
nepepaboTtke OHOOB, NPU YNOPSAOYEHUN OOKYMEHTOB (POHOOB MOCTYMMBLLMX W MOCTaBREH-
HblX Ha y4eT B COCTOSIHUM POCChINM NOANUCbIBAETCS COCTaBUTENEM.

NcTopudeckas cnpaBka nevataeTcs B YeTblpex aK3emniapax, Tpu u3 KOTopbiX npen-
CTaBJAKOTCH B rOCyAapCTBEHHbIA apXvB.

MCTOpM‘-IeCKyI-O CrnpaBKy HUCNoOJib3ylT MNpu COCTaBlieHM npegucsioBuAa K ONMUCKU Aern

doHaa.
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10. SABEPLUEHUE YNOPAOOYEHUA OOKYMEHTOB

10.1. To 3aBepLLUEHNO OMUCAHMA HEYNOPSALOYEHHbIX OOKYMEHTOB WM nepepaboTke
onvcen B [MaBapxmBe MoCKBbI coCcTaBriseTcs akT onucanus (npurioxeHve Ne 10 ).

10.2. lNocrne cocTtaBrieHMa onucen fen MOCTOAHHOrO XpaHeHud U Mo JIMYHOMY COCTa-
BY, Ha [JOKYMEHTbI C UCTEKLLMMW CPOKaMM XpaHEeHWUs1, 0TOBpaHHbIE K YHUYTOXEHWUIO B MpoLiec-
ce 9KCrnepTu3bl LEHHOCTU JOKYMEHTOB, COCTABIIAOTCH aKTbl O BbIAENIEHUM K YHUYTOXEHWUIO NO
ycTtaHoBneHHon coopme (npunoxenne Ne 14). 'padbl 1, 2, 3, 6, 7, 8. dopMbl akTa ABNAOTCA
obs3atenbHbiMK, a rpadbl 4, 5 3anN0NHATCA B HEOBXOOUMBIX CIydasix.

Ha gokymeHTbl ¢ oTmMeTkon «3I1K» coctaBnseTca OTAENbHbIN akT O BblAENIEHUM OOKY-
MEHTOB K YHUYTOXEHUIO.

B akte [oOrpkHO ObiThb YykasaHO: JaTa UM MeCTO ero COCTaBrfeHUsi, KakvM nepeyvyHeMm
nonb3oBarmMcb MNpyU NPOBEOEHUM IKCMePTU3bl, 3a Kakue roAbl BblOENATCA OOKYMEHTHI,
HauMeHOBaHWA rpynn OOHOPOAHbIX Aen, KONMYECTBO Aerl, HoMepa cTaTen Mo nepeyHio.

B koHue akTa ykasbiBaeTca oblee KOrmy4ecTBO Aen (OOKYMEHTOB) BblAENEHHbIX K
YHUHTOXEHWIO.

OTob6paHHble K YHUYTOXEHWIO Aera [0 YTBEePXOEHUs onucen Aen NoCTOAHHOro Xpa-
HeHust pykoBoauTernem opraHmsaumm n SINK apxvMBHOro opraHa m corfiacoBaHus onucen gen
NoO fMYHOMY COCTaBY, AOSDKHbI XpaHUTCSH O60COOGMEHHO MO rpynnam, BKIOYEHHbIM B aKT O
BbIAENEHUN K YHUMTOXEHMIO.

[ena, oTobpaHHble K YHUYTOXEHWIO, BKIMIOYAOTCA B aKT, €Civ NpeaycMOTPEeHHbI And
HMX CPOK XpaHeHusa UCTeK K 1 aHBaps roga, B KOTOPOM COCTaBfiieTCcHa akT. Hanpumep, gena ¢
5-reTHMM CPOKOM XpaHeHWs, 3aKOH4YeHHble AeronpoussoactsoM B 1996 rogy moryt ObiTb
BKIMOYEHbI B aKT, KOTOPbIM ByaeT coctaBnieH He paHee 1 sHBapsa 2002 roaa.

AKT O BblOENEHUN K YHUHTOXEHWMIO [en, He MOANeXalyX XpaHeHWo, COCTaBfseTCs Ha
Aerna Bcen opraHmsaumm. Ecrm B akTe ykasaHbl [ferla HeCKOSlbKUX noapasferieHun, To
HasBaHWe Kagoro noapasfernieHns ykasblBaeTCcs nepeq rpynnor 3arofioBKOB Aen 3Toro
nogpasgerneHus.

3arosfioBkM OAHOPOAHbLIX [EeNT BHOCATCA B akT nog obumm 3arofloBKOB C YKasaHveM
obLero kommyecTBa Aern, OTHECEHHbIX K JaHHOW rpynne.

AKTbl O BblAENIEHUM K YHUMTOXEHUIO JOKYMEHTOB C OTMeTKon «AIK», cocTaBneHHble B
opraHMsaumsx, SIBMAIOWMXCA WCTOYHMKaMM KoMMrektoBaHus [naBapxuBa MockBbl, npea-
cTaBnatoTca Ha paccmoTtperune JIMK apxvBHOro opraHa B 2 3K3eMmnnsipax BMECTe C Onucamm

Oen noCTtoAHHOIro XpaHeHna u no JidyHoOMy COCTaBy.
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YHUYTOXEHNE [Nl C UCTEKWMMM CPOKaMWU XpaHeHWs!, BKIMIOYEHHbIX B aKT, MPOMU3BO-
OVUTCA TOSIbKO Mocrne yTBepXAeHUA PyKoBOOUTESNEM OpraHusauum onucen gen NoCTOSAHHO-
ro XpaHeHusi 1 no SIMYHOMY COCTaBY 3@ COOTBETCTBYIOWLMA Nepuoa.

10.3. On1cK gen NOCTOAHHOIO XPaHeHMs COCTaBIIOTCA B YETbIPEX 3K3eMMIspax.

Onvcn pgen no nMYHOMY COCTaBy M BpeMeHHOro xpaHenusa (cebiwe 10 neT) nevaTta-
I0TCA B HEOOXOAMMOM KOSMHMECTBE IK3EMMIAPOB, HO HE MEHE TpexX.

10.4. On1cK gen NoCTOSAHHOrO XpaHeHus, Mo JIMYHOMY COCTaBY U BPEMEHHOro XpaHe-
HMA (cBbiwe 10 neT) AeMCTBYHOLWEN opraHM3aummn nognexaTt paccMmoTpenmno 9K opraHusa-
umm. CornacoBaHHble K opraHvsaumm OonucKM HamnpaBrsSlTCA Ha paccMoTpeHve LleHTpars-
HOM 9KCMEePTHO-NPOBEPOYHON Komuccum [maBapxvBa MOCKBbI, 9KCMEPTHO-MPOBEPOYHON KO-
muccu  LleHTpanbHoro apxvBa ropoga Mockebl LleHTpanbHoOro apxvea oO6LECTBEHHO-
normTnyeckon muctopmm MOCKBbI.

10.5. Npn Hammuum yTpaTbl JOKYMEHTOB BMECTE C ONMCAMMW NMpeacTaBraeTCcs crpaBka
WM akT opraHmsauum o6 OTCYTCTBMA [en NOCTOSIHHOMO XpaHeHs M Mo JWHHOMY COCTaBy, MyTW po-
3blCKa KOTOPbIX UCHepnaHbl 3a NOAOMMCHIO PYKOBOAMTESS OpraHusaLyn.

10.6. lNocrne yTBEpPXOEeHWA OMUCK AeNn MOCTOSHHOrO XpaHeHWs U CorfiacoBaHuA Onu-
cen gen no SM4HOMY COCTaBy W BPeMEHHOro xpaHeHnus (cebie 10 reT) gencTBytowen u
NMKBMOMPOBAHHOW opraHmsaumm JOl1K apxvBHOro opraHa onucu nepefarTcs Ha yTBepxae-
HVMe pyKoBOAUTENO oOpraHusaumn (NpeacepaTternto JIMKBUOALMOHHOWM KOMWUCCUM), 3aTeM Tpu
3K3eMmnssApa OnMcu NMOCTOSIHHOMO XpaHeHusa (B TOM Yucre MepBbIN) U OAMH 3K3eMNisp Onucu
no fMYHOMY COCTaBYy MepeaarTCs B roCyAapCTBEHHbIM apXvB, a OAVH 3K3eMNssp ocTaeTcs
B OpraHusauum.

10.7. YnopsagoyeHHble OOKYMEHTbl OpraHusaumun, rnepefarTca Ha XpaHeHue B rocy-

[APCTBEHHbI apXvB B YCTAHOBSIEHHOM MOpPSIAKE.
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NMPUNOXEHUA
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MpuroxeHne Neo1i

JINCT-3ABEPUTEIDb AEJA Ne

B oene npoumto v NpoHymepoBaHoO nmcToB
(umndbpamm 1 NPONUCHIO)

B TOM 4Yucre:
JMTepHbleé HOMepa JINCTOB ;

NPOMyLUEHHbIE HOMEpa fMCTOB

+ NMMCTOB BHyTpeHHeIZ onucum

OcobeHHOCTN dm3M4ECKOro COCTOSIHUA 1 POPMUPOBaHNS Aerna Homepa
Jlnctos
1 2

HavmeHoBaHne [OITKHOCTU
paboTHVKa Mognuce Pacumdposka nognvcu

JaTta

®opmat A4 (210x297 mm)
CDopma JIMCTa-zaBepuTtens gena
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Mpuroxenne Ne 2

BHYTPEHHAA OMNMUCH

AOOKyMeHTOB faena Ne

Ne NHpekc 3arofiloBoK AOKYMEHTa Homepa MpumevaHune
n/n | pokymeHTa Rata N1CTOB ef. Xp.
AOKYMeHTa
1 2 3 4 5 6
NT1oro OOKYMEHTOB

(undbpamm 1 NPONUCHIO)

KormyecTBO nMCTOB BHYTPEHHEN OMUCK
(undppamu 1 nponucelo)

HavnmeHoBaHWe OOSPKHOCTM umua,
COCTaBMBLLETO BHYTPEHHIOKO OMNUCb

OOKYMEHTOB Jera Moanuck Pacuwmdposka nognmcu

[aTta

®opmat A4 (210x297 mm)

dopma BHYTPEHHEN ONMCU AOKYMEHTOB Aena



BHYTPEHHAA ONMUCDH

NMUYHbIX gen gena Ne

MpurnoxeHne Ne 3

Ne damunus, nvsi, oT4ECTBO Homepa IMpumeyaHue
n/n NMCTOB
1 2 3 4
UToro Aen

(undppamun 1 nponmcbio)

Kornmyectso rmcrtoB BHyTpeHHeIZ onmcum

HanmeHoBaHMe OOSPKHOCTM fmua,

COCTaBMBLLEIO BHYTPEHHIOKO OMNUCb
OOKYMEHTOB [eJia Mognmce

JaTta

(undppamun 1 nponucblo)

PacumdpoBka noanucu

®opmat A4 (210x297 mm)

CDopma BHyTpeHHeVI OMUUCU K KOMMJIeKCaM JINYHbIX aen



HavnmeHoBaHue opraHmsauumm

MpurnoxeHne Ne 4

YTBEPXOAHK
HanveHoBaHne gOrmkHOCTHU

®oHa Ne pykoBOOUTENA OpraHu3aumm
OINMUCb Ne Moanmcb PacumdpoBka
noanmcu
Aen rnocTosiHHOro XpaHeHus
3a rog [aTa
Ne Nroekc KpanHue aatol Kon-Bo nucTtoB MpumeyaHue
a/n nena 3arosfioBok gena
1 2 3 4 5 6

HaseaHve pasgena (CTPyKTYpHOro noapasneneHnst opraHmsaumm)

B maHHbIM pasgen onucu BHECEHO nern,
(undppamum 1 nponmcelo)
¢ Ne no Ne , B TOM 4ucne:
TmUTEPHbIE HOMEpa:
nponylweHHsle Homepa:
HanmeHoBaHWe OOIPKHOCTU
coCcTaBUTENA OMUCK MNopgnuchb PacumdpoBka noanucu
[aTta
HavnmeHoBaHWe OOSTPKHOCTU
pykoBoautens apxvea Moanuce PacumdpoBka nognucu
(MMua, oTBETCTBEHHOIO 3a apxmB)
[aTta
YTBEPXOEHO COIrMACOBAHO
MpoTtokon JMK apxuBHOro yydpexageHus MpoTtokon U3K (3K) opraHmnsaumm
oT Ne oT Ne

®opmaTt A4 (210x297 mm)

dopma onucu gen NOCTOSIHHOro XpaHeHwus
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HanmeHoBaHue opraHmsauumm

MpurnoxeHne Ne 5

YTBEPXOAIO
HanveHoBaHne gOrmkHOCTHU

doHa Ne pykoBoauUTEnNs opraHusauum
OMUCDb Ne Moanuce PacumdpoBka
noanucu

aen spemeHHoro (cebiwe 10) neT xpaHeHus JaTta
3a rog

Ne | MHpeke KpavHue gatbl Cpok Kon-Bo MNpumevaHne

n/n | pena 3arornosok xpaHenns | Jlnctos

nena
1 2 3 4 5 6 7
HasBaHue pasgena (CTpyKTypHOro NoapasaeneHusi opraHmaasmm)
B maHHbIM pasgen onucu BHeCEHO aen,
(undppamum 1 nponmcelo)

c Ne no Ne , B TOM yucne:

nMTEepHblE HOMepa:

NPOMyLUEHHbIE HOMepa:

HanmveHoBaHue AOIMKHOCTU

cocTaBuTensa onucu Moanuck Pacuwmdposka nognmcu
[aTta

HavmeHoBaHve [0STKHOCTU

pykoBoautens apxvea Mognuce Pacumdposka nognvcu

(MMua, oTBETCTBEHHOIO 3a apxmB)

JaTta

COrNACOBAHO

MpoTtokon LU3K (3K) opranmnsauum
oT Ne

®opmat A4 (210x297 mm)

®dopma onucu aen BpemMeHHoro (cebiwe 10 neTt) xpaHeHuUA




HavnmeHoBaHWe opraHusauum

MpwurioxeHne Ne 6

YTBEPXOAIO
HavmeHoBaHve 4orKHOCTH

®oHa Ne pykoBoauTens opraHvsauum
OMUCD Ne Moanuck PacumdpoBka
noanucu
Aen ro JMYHoMy cocTaBy
3a rog [aTa
Ne NHoekc KpaiHve gathl Kon-Bo nuctoB | [NpumevaHve
n/n nena 3aronoBok gena
1 2 3 4 5 6
HassaHve pasgerna
B gaHHbIN pa3gen onucu BHECEHO aen

(undppamm 1 nponumcbio)

c Ne no Ne

, B TOM 4uUcne:

nMTEepHbIE HOMepa:

NPOMyLLEHHbIE HOMepa:

HanmeHoBaHWe OOJSTKHOCTU

cCoCTaBUTENA OMUcCK Moanncb

[aTa

HavanbHuk cryx0Obl KagpoB

(MHCcnekTOop MO Kagpam) Moanuch

[aTa

COl'MMACOBAHO
MpoTtokon LUSK (3K) opranHmnsaumm

oT Ne

Pacumdposka nognmcu

Pacumdpposka nognmcu

COINACOBAHO

MpoTtokon 3K
apXVIBHOTO ydpexaeHus
oT Ne

®opmat A4 (210x297 MMm)

dopma onwucwu gen no JIMYHOMY COCTaBYy
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Mpunoxenne Ne 7

YTBEPXOEHO
MpoTtokon LISTK (3I1K)

(HaI/lMeHOBaHI/Ie adpPXMBHOIo OpraHa, apxuBa

Ne

c Ne

Ne MHpekc KpainHue gathl Kon-Bo nuctoB | [NpumevaHve
n/n nena 3arornosok aena
1 2 3 4 5 6
B onnck BHeceHo Aaen,

rno Ne

B TOM YHuCre:

JMTEPHbLIE HOMEpPaA:

NPOnyLLEHHbIE HOMepa:

(umndbpamm 1 NPONUCHIO)

HanmeHoBaHWe OOJSTKHOCTU
cocTaButend

Xpanutens goHooB

3aB. OTAENIOM (apXMBOXPaHUITULLEM)

JaTa

MNoanuchb Pacumdcposka nognvcu

(Mognuck Pacumdposka nognmcu)

(Mognuck PacumdpoBka nognmcu)

®opmaT A4 (210x297 mm

dopma onucu aen NoCcTOAHHOroO XpaHeHUsl, COCTaBfIeHHOW B rocy4apCTBEHHOM
apxuBe
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MpurnoxeHne Ne 8

(HasBaHuWe rocygapCTBEHHOIO apxunBa?)

(HasBaHue gonaa)

®doHpa Ne

ONMUCb Ne

(HassaHnwve onucwm)

KpanHue gaTtbl JOKYMEHTOB

®opmat A4 (210x297 mm)

CDopma TUTYNbHOIO NINCTa ONUCH

2 3anonHsieTcsl B rocyapCTBEHHOM apXuBe.
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Mpunoxenne Ne 9
LIEHTPAIbHbI APXMB rOPOJA MOCKBbI

FrOCYOAPCTBEHHOE YYPEXOEHUE — MCUXUATPUYECKAA
KIMIMHUYECKAA BOJNIbHULIA Ne 1 UM. H.A. AJIEKCEEBA
KOMUTETA 34PABOOXPAHEHUA r. MOCKBbI
(aBryct 1996 r. - )

rOPOOACKAA KNNMHNYECKAA NCUNXNATPUYECKAA
BOJTbHNLA Ne 1 nm. M.MN. KALLEHKO

MABHOIO MEOULUMNHCKOIO YNPABJIEHUA r. MOCKBbI
(ceHTa0pb 1991 1. — manm 1994 r.)

rOPOOCKAA KITIMHNYECKAA MCUNXUATPUNYHECKAA
BOJIbHNLA Ne 1 um. H.A. AJIEKCEEBA

MABHOIO MEOMUWNHCKOI O YMNPABJTIEHUA r MOCKBbI
(Man 1994 r. — aBryct 1994 r.)

rOPOACKAA KNMHNYECKAA NMCUNXNATPUYECKAA
BONbHMLUA Ne 1 um. H.A. ANIEKCEEBA

OENAPTAMEHTA 30PABOOXPAHEHUA r. MOCKBbI

(aBryct 1994 r. — anpenb 1995r.)

rOCYOAPCTBEHHOE YUYPEXOEHUE — NCUXUATPUYECKAA
KIMMHNYECKAA BOJNTbHNLA Ne 1 UM. HA. AlTIEKCEEBA

OENAPTAMEHTA 30PABOOXPAHEHWA r. MOCKBbI
(anpenb 1995r. - aBryct 1996 1.)

cpoHa Ne 389

onuchb Nel

Aesl NoCToAHHOIoO XpaHeHUd

1991-1998 roabl

OGpaseL, 3anofIHeHUA TUTYSILHOrO NINCTa ONUCH



(Ha3BaHWe rocyaapCcTBEHHOMO apx1Ba)
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Mpunoxenne Ne 10

AKT YTBEPXOAIO
Ne OuvpekTop
(naTa) (Ha3BaHVe rocynapcTBEHHOTO apx1Ba)
OnucaHns JOKYMEHTOB, Mognucb PacwmdpoBka nognmcu
nepepaboTkun onucen
(HyKHOE NoAYEPKHYT) [ata
doHp Ne
(Ha3BaHue coHaa)
Mo cocTosiHuo Ha B poHae Ne no y4eTHbIM
(oaTa Hayana paboThbl)

JaHHbIM YUCIUIOChb onucen, en. xp., no-
KYMEHTOB, JNUCTOB pocCChInu 3a rogbl.
[ns pabotbl nonyyeHo: no onuncu Ne en. xp.
HEeoMnMCcaHHbIX ea. xp., AOKYMEHTOB, NNCTOB.

B pesynbTaTte

npousowsn cnegyroume NaMeHeHUA:

(HameHoBaHue paboTbl)

- BblAEN1eHO He noanexalmx XpaHeHUto

ed. xp.

- BO3BpaLleHO CO6CTBeHHI/IKy

en. xp.

- NepegaHo B Hay4yHO-CMNpaBOYHYy0 GUBMOTEKY

- nepegaHo B Apyrne oHabl apxvea

ed. Xp.

eq. Xp.

- NepenaHo B Apyrue apxumBbl

en. xp.

- 06 beanHEHo ¢ ApyrUMn eq. Xp.

ed. xp.

- cchopmMMpoOBaAHO M3 POCCHINK

ed. Xp.

- NOCTYNWIO 13 ApyrMx oOHAOB

ed. xp.

- BKNO4YeHa nepecocTaBrieHHaaA onnucb

CDopma dKTa onuncaHus OKYMEHTOB, nepepaGOTKM onuceun

®opmat A4 (210 x 297)
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BHoBb cocTaBneHbl onncu Ne Ha aen

Mo cocTosiHuo Ha B hoHae Ne no y4eTHbIM
(oaTa Hayana paboThbl)

JaHHbIM YUCIUTCA onucen, ed. Xp. 3a roabl

MpoBeaeHbl crieayowme Buabl paboT

(nepeuncnsioTcs npoAenaHHble BUAbl paboT)

CocTtaBneHo anst UMeHHOro KaTarora KapTo4ek

A-nAa cuctemMaTtn4ecKkoro Katasrora KapTo4ek

K onucam gen gooHaa cocTasrieH criegyowmn cnpaBoYHbIv annapar:

(nepeumncnmuTs Kakon UMEHHO)

Pa6oTy BbINONHSANN:

(HaI/IMEHOBaHVIe AOJDKHOCTU pa6OTHVIKa noanuncb, paclmdpoBka I'IO,D,I'IVICVI)

PaboTy npuHan 3aBeayroLLmin OT4ENoM

(nognuce, pacmdpoBka nognucu)
Harta
KapTouku ans katanora npuHan
3aBeqyoumn otaeno

(nognuce, paclmdpoBka nognuncu)

Jara

® opMa aKkTa onMcaHMAa AOKYMEHTOB, NepepadboTkm onucen

(npoaomnxeHune)
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[oKymMeHTbl (ooHOa 1 Hay4HO CrpaBOYHbIN annapar NpUHS

XpaHutens ¢poHO0B

(nognuce,
[arta
M3meHeHns B y4eTHble JOKYMEHTbI BHECEHDI
HaumeHoBaHne

OOIMKHOCTU
paboTHMKa Moanuncb

Jarta

pacmdpoBKa noanucu)

PacwuundpoBka nognmcu

COIMACOBAHO
Mpotokon AIK

(HaI/IMeHOBaHVIe apXmMBHOIo

opraHa,apxvea)

oT Ne

® opma aKTa onucaHusl 4OKYMEHTOB, NnepepaboTku onucen

(npoponxeHue)
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Mpunoxexue 11

Kopa rocapxuea
Koa opranmsayum

oN T
N 'ULO
N ‘@
(HanmeHoBaHue apxvuBHOro yupexaeHvs)
(HanmeHoBaHUe opraHW3aunn U CTPYKTYPHOro noapasaeneHns)
OETNO Ne TOM Ne
(3aronosok aena)
(KpanHue patbl)

Ha nucrax

XpaHuTb

®. Ne
On. Ne
. Ne

dopmat A4 (210x297 MMm)
®opma obnoxku aena
NOCTOAHHOTO U BpeMeHHoro (cBbiwe 10 neTt) xpaHeHus



97

Mpunoxexue Ne 12

LL N
L 5N 'UO
GL0Z N '®

AENAPTAMEHT MEXXOYHAPOHbIX CBA3EN TOPOLA MOCKBSbI

OTAEN EBPOIMblI U AMEPUKU

OENO Ne 02-11 TOM Ne 2

LoKyMeHTbl 06 9KOHOMHUYECKMUX, KYNbTYPHbIX CBA3AX TePPUTOPUANbHbLIX
OpraHoB UCNONHUTENbLHOM BnacTu ropoaa MockBbl ¢ 3apy6exHbIiMU cTpaHaMu
(3anucu 6ecepn, cornaweHus, nepenucka u gp.)

HOXHbIW aAMUHUCTPATUBHBIN OKPYT ropoaa MockBbI

2003 ron

Ha 248 nucrax

XpaHUTb NOCTOSIHHO

®. Ne 2015

On. Ne 1
. Ne 17

O6pasew 3anonHeHUs 00NOXKKU aena
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Mpunoxexue Ne 13

¥Z oN IO
ouf | 5N 'UO
N "®

OEMNAPTAMEHT MEXKOYHAPO[HbLIX CBA3EN MTOPOJA MOCKBbI

OTAEN FOCYAAPCTBEHHOM CNYXBbI U KAOPOB

OENO Ne 08-03

Mpuka3bi NeNe 1-nc - 81-nc

no NM4YHOMY COCTaBY AenapTaMeHTa

10.01.2000 — 22.07.2000

Ha 248 nucrax

XpaHuts 75 net

®. Ne

On.Ne 1 nc
[.Ne 24

OGpa3sey 3anonHeHus 06N0XKK Aena
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MpunoxeHne Ne 14

HanmeHoBaHve opraHusauum YTBEPXOAKO

HanmeHoBaHWe AO0STKHOCTU

pykoBoAuUTENs opraHvsauum
AKT

Ne Mognmck PacumdpoBka
nognmcum

(MecTo cocTaBneHus)
O BblelieHUN K YHUMTOXEHUIO
OOKYMEHTOB, HE noariexalunx
XpaHeHWo

Ha ocHoBaHum
(Ha3BaHl/Ie N BbIXOAHble AaHHble nepeYyHA OOKYMEHTOB C YyKa3aHMeM CpPOKOB UX XpaHe-
HKSA)

0TOOpaHbl K YHUMTOXEHWMIO KaK He WMelouye Hay4HO-UCTOPUYECKOW LIEHHOCTU W yTpa-
TVBLLME MpPaKTUYEeCKOe 3HaveHue OOKyMeHTbl dhoHaa Ne

(Ha3BaHue coHaa)

Ne 3aronoBok KpanHne | Homepa WHuoekc pena | Kom-Bo Cpoku MpumevaHue
n/n aena unu | gatol onvcen No HOMEHKNa- | eg.xp. XpaHeHus

rpynmnoBom Type wm  Ne n Homepa

3aronoBoK gena no onu- cTater no

OOKYMEHTOB cu NEepPEYHIo

1 2 3 4 5 6 7 8

NToro ea.xp. 3a roabl
Onvncu Aen NoCToAHHOIo XpaHeHuA 3a roabl yrBep>XaeHbl, no nn4y-

HOMY cocTaBy corfnacoaHbl ¢ 9K

(HaMMeHoBaHNe apXWBHOTO YYpPEXaeHNs)
(npoTokon oT Ne )

HanmeHoBaHue OOIPKHOCTM Nmua,

NPOBOAMBLLEIO 3KCNEPTU3Y

LEHHOCTN OOKYMEHTOB Moanmcb Pacumdposka nognmcu
[aTta

COINMACOBAHO
MpoTtokon LU3K (3K)
oT Ne

MpoporvkeHne npuroxenns Ne 14
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[ OKyMeHTbI en.xp.
(umcbpamn 1 NponucbHo)
BECOM Kr. CoaHbl
B
(HaMmeHoBaHVe opraHu3aumm)
Ha nepepaboTKy MO NPMEMO-CAATOYHOW HaKMagHoOW OT Ne

HanmeHoBaHMe OOIPKHOCTU paboTHYKA,
COABLLErO AOKYMEHThI Moanuck PacumdpoBka noanucu

JaTta
M3mMeHeHVsa B y4eTHble AOKYMEHTbl BHECEHDI

HaumeHoBaHvWe OOIPKHOCTU paboTHYKA,
BHECLLETO M3MEHEHUs1 B y4eTHblE AOKYMEHTbI Moanuck PacumdpoBka noanmcu

JaTa

dopma aKkTa 0 BblAeNIeHUU K YHUUTOXEHUIO AOKYMEHTOB,
He noanexawmx XpaHeHuro



101

MpuroxeHne Ne 15
AndaBuTHBLIN yKa3aTenb

mmueBbix cyeToB paboTHMkoB OAO «KpoHT»
3a 1985-2002 rogpl

NeNe damuva, 1UMs, OTYECTBO Homep Homepa
n/n nena Jlnctos
1. Ab6pamos HOpui Bacunbesun4 41 1-38
2 AbpamoBa Hagexxga KoHCTaHTMHOBHA 28 97-107

3 AbpocumoB Nropb Hukonaesuy 94 200-214
4 AbpocknH Cepren Hukonaesuy 1 130-152
5 AsBakymoBa JltoboBb BacunbeBHa 29 53-90
6 AspeeB AHapen Hukonaesmd 120 19-22
7 ABepbsHoB Anekcangp PycrnaHoBuy 19 197-206
8 Aranos KOpuin HukutoBm4 28 14-30
9 ArankuHa Hatanua AnekceeBHa 44 33-40
10 AradgoHoBa ®avHa BacunbeBHa 14 82-100
11  Arees Uropb Hukonaesm4 101 19-30
12 Asapos AnekcaHgp Hukonaesud 79 240-249
13  Akonos JleBoH LansoBuy 57 111-125
14  AkonoB Capkuc JleBoHoBM4 3 139-163
1342 HAkosnea Hatonb4a lNeTpoBHa 107 19-23
1343 HAHaeBa TaTbsiHa [NeTpoBHa 34 131-150
1344 HApmureBa Karmms TaktopbaeBHa 87 240-25-
1345 HAwmaeB Hwukonam VMeaHoBWMM 25 107-144
1346 HAwepos Buktop Muxannosuy 140 17-32

O6pasey MMeHHOro ancgaBUTHOrO yKa3aTens nuueBbiX CHETOB
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MpunoxeHne Ne 16

YTBEP>XIOAKO YTBEPXIOAKO
HaunveHoBaHne O0IKHOCTU HanmeHoBaHWe AOOIMKHOCTU
pyKoBOAUTENS OpraHM3aumm PYKOBOAMTENA apxmBa (LEeHTpa)

(MmaBapxmBa MoCKBbI

Mognmce PacumdpoBka Moanuch Pacumdpposka
noanucu noanucu
[aTta [aTa
AKT
Ne-----
(naTa)

npuema-nepeaayn AOKYMEHTOB M Aen
ANs YNopsiAoYeHus

B cooTBeTCTBMM C 0bs13aTeNLCTBaMK, B3ATbIMU Ha cebsi OroBOPOM OT

Ne
(Ha3BaHWe opraHunsaummn)
nepegaer, a
(HasBaHWe apxuBa, UeHTpa [MaBapxuBa MoOCKBbI)
npuHUMaeT Ana ynopAaaoyYeHna OOKYMEHTbl U Jena B KOrM4ecTBe aen,
COrfacHo npuraraemMon caaToyYHOW OnmMcKu Ha nmcTax.
AKT cocTaBreH B 2 aKk3eMmnrsipax.
MNepenayy npoussern: Mprvem npowussern:
HavnmeHoBaHMe AOOSPKHOCTM fmua HanmeHoBaHMe AO0OSTKHOCTU nmua
Moanuck PacumdpoBka Moanuck PacumdpoBka
Mognmcum noanmcu
[aTa [aTa

CDopma dKTa npuemMa-nepenayviu gen ansd ynopsano4deHus
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Mpunoxenne Ne 17

YTBEPXIOAKO YTBEPXIOAKO
Mpencenartens MMKBMOALWMOHHOMN [vpekTop LleHTpa Hay4Horo
kommcceum OAO «Kpact» onucaHuss JOKYMEHTOB

MmaBapxvBa MockBbl

MNoanuck A.WN. AnekcaHgpoB Moannck A.1O. MasoB
22 mapta 2006 . 22 mapta 2006 T.
AKT

22.03.2006 Ne 1

npuemMa-nepenayn OOKYMEHTOB U Aen
ANst YNopsiA0YeHMs]

B cootBeTcTBUM C 06a3aTenbCTBaMK, B3ATbiMU Ha ceba gorosopom ot 01 mapTa
2006 roga Ne 12 JlukBmpaumoHHas komuccms OTKPbITOro akuMoHepHOro obuectsa
«Kpact» nepepaet, a LeHTp HaydHOoro onucaHust JokymeHToB [raBapxvBa MocCKBbI
npyHUMaeT Ona YynopsgodeHus fera no fMYHOMY cocTaBy B KosrmdectBe 234 pgen, co-
rrmacHo npwuiaraeMon caaToyHom onucu Ha 1 nucte.

AKT coCTaBrieH B 2 aK3eMnrapax.

Mepenayy npowussernt: Mpuem npowussern:

Cneumnanmct no kagpam OAO «Kpact» MmaBHbLIM cneuynarmcT LleHTpa
Hay4HOro onucaHus OOKYMEHTOB
[maBapxmBa MoCKBbI

MNoanucb A.C.ComoBa Moanucb 0.MN. AsimoB

22.03.2006 22.03.2006

O6pasey akTa npuema-nepenauv gen onsa ynopsgoveHus
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MpuroxeHne Ne 18

COATOYHAA ONMUCb

K aKTy oT Ne
NeNe HanmeHoBaHWe gerna wm rpyn- KpaiHne KormuectBo | lNpumevanne
n/n NMOBOW 3arofiloBOK JOKYMEHTOB JaTbl aen (ooky-
(nen) MEHTOB)
1 2 3 4 5
WToro: Aen (QOKyMeHTOB)

(u1dppamun 1 Nponuckbio)

3a rogsbl

HavmeHoBaHne O0ImKHOCTMU MNoanuckb PacumdppoBka nognmcu
cocTaBuTensd onucu

Harta
®opmat A4 (210X297 mm)

dopma caaTo4yHOM onnucum
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Mpuroxenne Ne 19

COATOYHASA ONMUCH

K akTy oT 21 mapTta 2006 . Ne 1

NeNe | HaumeHoBaHve geria wim rpymnrno- KpanHve Kormye- | MNpumeyaHue
n/n BOW 3arofioBOK AOKYMEHTOB (Oen) jaTbl CTBO
aen
1 2 3 4 5
1 lMpuvkasbl No NMMYHOMY cocTaBy 1998-2003 12
2 JInyHble gena yBOneHHbIX paboT- 1998-2003 128
HVKOB
3 JInyHble KapToO4KM yBOSEHHBIX pa-  1998-2000, 5 3a 2001 rog
OOTHMKOB 2002-2003 KapTOYKKN He
COXPaHWIUCb
4 JTnuesble cyeta nNo 3apaboTHOM 1999-2003 65
nraTe
5 PacueTHO-nnatexHble BEOOMOCTU 1998 18
6 AKTbl O HECHYACTHbIX Cry4Yasx, CBS- 2000 1

3aHHbIX C NPONn3BOACTBOM

7 Taberm n Hapagbl paboTHUKOB 1998-2003 15
BpeaHbIX npodeccuii, CnmMcku pa-
fboTaloumx Ha npousBoACTBE C
BpeaHbIMW YCroBUAMU Tpyaa

NToro: 234 (oBectn TpuguaTb YeTbipe) gena 3a 1998-2003 rogp!
MMaBHbIV cneynarmmcT LleHTpa Hayy4Horo
onucaHusa gokymeHTtoB [naBapxuBa Mocksbl O.MN. ObimoB

20.03.2006

O6pasey caaTo4yHOM ONUCHU
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AENAPTAMEHT NPOMbILUNIEHHOCTU
rOPOAA MOCKBbI

Mpunoxenne Ne 20

YTBEPXOAIO

Pykosoguterns [lenaptameHTta
NPOMBbILLIEHHOCTN ropogda MockBbl

MNoanucb .M. Maxos
01 mona 2005r.
doHa Ne 4418
OlNMNCb Ne 1 (npogorokeHne)
Aen NoCTosIHHOro XpaHeHus
3a 2000-2001 roabl
Ne | WHpekc 3 KpanHne Kor-Bo | [lpumeyva-
arosioBoK gerna
n/n aena aaTtbl TmMCTOB HVe
1 2 3 4 5 6
2000 ron
YNPABJIEHUE OEJTIAMU
54 01-05 Tlpukasbl NeNe 1-56 no ocHoBHOM 10.11.2000- 245
OeAaTenbHOCTN AenapTamMeHTa 30.06.2000
55 01-05 To xe NeNe 57-101, 104-127 05.07.2000- 205
30.12.2000
56 01-06 Tlpukasbl NeNe 1-5 no ocHoBHOM 10.03.2000- 18
AOCI AeATenbHOCTU fenaptameHTa «[ns 08.10.2000
CIMykeBbHOro Mnosb30BaHUSA»
57 01-07 Tpotokonbl Ne 1-4 3acegaHun Korr 30.01.2000- 175
nermm genaptameHta v JOKYMEHTbI 25.11.2000
K HAM
59 01-09 [potokonbl NeNe 1-20, 22-30 coBe-  09.01.2000- 235
LWaHWA Y pykoBoauTena genapTta- 15.12.2000
MEHTa U JOKYMEHTbI K H/M
60 01-14 T[lepenucka c lNpaButen-cTBOM 17.01.2000- 87
Mocksbl N0 BOnNpocam pas3BuUTUS 15.12.2000

NPOMbILWNEHHOCTW ropoaa
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1 | 2 | 3 | 4 | 5 ]

YMNPABJIEHUE NNNAHUPOBAHUA

61 02-04 [llporpamma passutTHUa NPOMbILLIIEH- 2000-2004 55
HbIX npeanpuaTuin ropoga Mocksbl
Ha 2000-2004 roap!

62 02-06 [lnaH paboTbl AenapTameHTa Ha 2000 85
2000 rop
2001 rop
YNPABNEHWUE OENAMU
BYXFANTEPUA
74 07-03 LUUhratHoe pacnucanve Ha 2001 roa 2001 103
N UBMEHEHNST K HEMY
75 07-05 T[opoBou Gyxrammepckun OTYeT 3a 2001 202
2001 rop

[1OKyMeHTbl 3a JaHHbIN rog CM. Tak-
Xe B pasgene 3a 2000 rog, geno Ne
61
B paHHbIM pasgen onuckn BHeceHo 21 (aBaguatb oaHo) gerno ¢ Ne 54 no Ne 75,
B TOM 4uUCre:

nponyweHHsbIn Ne 58

[MMaBHbIN cneunarmct LleHTpa

Hay4Horo onucanua [nasapxvea MoCKBbI Mognmcb T.MN. ObimoB
20.05.2005

3aBeayloupi apxMBoM AenapTameHTa MNognuchb T.B. BuHorpagosa
20.05.2005

YTBEPXOEHO COIMmMACoOBAHO

MpoTtokon LUSTK MNaBapxmBa MockBbl Mpotokon 9K genaptameHTta
oT 27.05.2005 Ne 5 oT 22.05.2005 Ne 1

O6paseL, onucu Aerl NOCTOAHHOIO XPaHEeHUsA



AENAPTAMEHT NPOMbILUNIEHHOCTU
rOPOAA MOCKBbI

®oHa Ne
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MpunoxeHne Ne 21

YTBEPXOAIO

Pykosoguterns [lenaptameHTta
NPOMBbILLIEHHOCTN ropogda MockBbl

MNoanucb .M. Maxos
01 mionss 2005 r.

OMNMNCb Ne 1 nc (npoaospkeHre)

aern no JindHomMmy cocCTtaBy

3a 2000 rog
Ne | WHoekc KpaiHue Kon-Bo | [lNpumevaHve
n/n nena 3aronosok fena fatbl NMCTOB
1 2 3 4 5 6
2002 rop
OTOEN TOCYOAPCTBEHHOMN
CNyYXbbl U KAOPOB

24 08-03 lpukasbl NeNe 1-nic — 81-nc no rmy-  11.01.2000- 235

HOMY COCTaBy AenapTameHTa 22.07.2000
25 08-03  To e NeNe 82-nc — 137-nc 01.08.2000- 198

30.12.2000

26 08-10  JlnyHble KapTOYKMN YBOSEHHBIX 2000 112

cAmoK
27 08-11 Toxeclno4A 2000 107

OTOEN YYETA AMNMNAPATA
OEMAPTAMEHTA

28 14-10  NluueBble cyeTa no 3apaboTHOW 2000 265

nnate pabotHnkoB c Ano I
29 14-10 ToxecAno U 2000 244
29 14-10 To xe Ha K 2000 277
30 14-10 ToxecllnoH 2000 240
31 14-10 To xe c O no CAP 2000 210
32 14-10 To xe ¢ CUM no CAK 2000 244
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L1 ] 2 | 3 | 4 | 5 |

33 14-10  Jluuesble cyeTa no 3apaboTHoM 2000 265
nnate paboTtHukoB ¢ T no A

34 14-11  PacyeTHo-nnatexHble BEOOMOCTU 2000 95
no 3apaboTHOM NraTe BHELLTATHbIX
paboTHMKOB

B gaHHbIi pasgen onucn BHeceHo 11 (oguHHaguatb) aen ¢ Ne 24 no Ne 34

[MMaBHbIN cneunanmct LleHTpa

Hay4Horo onucaHus [naBapxvBa MocCKBbI MNoanucb T.MN. ObimoB
10.02.2001
[(MaBHbIN cneuuanucT no Kagpam Moanucb T.B. BonoavHa
10.02.2001

COIrMACOBAHO

MpoTokon LUSIK MaBapxuea MockBbl
o1 15.02.2001 Ne 2

06pa3eu. onucu gen no JimdMHOMy cocCTaBy, COCTaBJIEHHOMN NO

XPOHOJSIOrNYECKU-CTPYKTYPHOMY NPU3HAKY
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MpuroxeHnne Ne 22

OTKPbITOE AKLULMOHEPHOE YTBEPXOAIO
OBLWECTBO lNpeanceparterns MMKBMOALMOHHON
«KPACT» komuccum OAO «Kpact»
doHa Ne MNoanucb A.A. Borkos
OMNMUCb Ne 1 20.02.2001
Aern rno fimyHoMmy cocTaBy
3a 1998-2000 rogpl
Ne | MHpgekc KpanHve Korn-Bo MpumevaHune
n/n nena 3aronosok Aena narbl NMCTOB
1 2 3 4 5 6
Mpuka3sbl No IMYHOMY COCTaBy
1 Mpwkasbl NeNe 1-nic — 29-nc no 1998 50
mM4YHOMY cocTaBy obLecTtBa
2 Mpwkasbl NeNe 1-nic — 18-nc no 1999 35
MM4HOMY cocTaBy obLecTBa
3 Mpwkasbl NeNe 1-nc — 10-nc no 2000 10
mM4HOMY cocTaBy obLecTtBa
JInyHble KapTOUKMN
4 JInyHbIE KapTOYKM YBOSIEHHbIX pa- 1998- 34
BGOTHMKOB 2000
JNInyHbie pena
5 JInyHble gena yBONeHHbIX paboTHW- 1998 203
koBcAno H
6 ToxecOnmno A 1998 250
7 JInuHble gena yBoOneHHbIX paboTHW- 1999 214
KOB
8 JInyHble gena yBoneHHbIX paboTHW- 2000 156

KOB
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1| 2 | 3 | 4 | 5 | 6

INlnueBble cyeTa No 3apaboTHOM NnaTe

9 JlnueBble cuyeta no 3apaboTHOM 1998 248
nraTte paboTtHukos ¢ ABA no AKY

10 To e ¢ AJ1A no ALY 1998 240

28 ToxeclWnoA 2000 198

B gaHHbI pasgen onucu BHeceHo 28 (aBaauatb BoceMb) aen ¢ Ne 1 no Ne 28

[MMaBHbIN cneunanmct LleHTpa

Hay4Horo onucanua [nasapxvea MoOCKBbI Mognnch T.MN. ObimoB
10.02.2001
[(MaBHbIN cneuuanncT no Kagpam MNopgnuchk T.B. BonoguHa
10.02.2001

COIrMACOBAHO

MpoTtokon LU3BTK MasapxmBa MockBbl
o1 15.02.2001 Ne 2

O6pasey onucu gen no NIMYHOMY COCTaBY IMKBUAMPOBAHHOMW OpraHu3awum, co-

CTaBNeHHOM Nno HOMUHAJNTbHO-XPOHOJIOrn4eCKOMy NpU3HaKy
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CNMNCOK UCTOYHUKOB U nutepaTtypbl

®epepanbHbin 3akoH Poccumckon depgepaumm «O6 apxuBHOM gene B Poccun-
ckon Pepepauvm» ot 23 okTabps 2004 roga Ne 125-03.

[MonoxeHne O nepcoHanbHbIX AAHHbIX FOCYAapCTBEHHOIO rPakgaHCKOro Criyxa-
wero Poccuitckon depepaumm n BEAEHWN €ro NMYHOrO Aera, YTBEpXOEHHoe YKasom
MpesngenHta Poccunckon depepaumm ot 30 mas 2005 r. Ne 609.

3akoH ropoga Mockebl «O6 apxvBHoM doHae MockBbl 1 apxuBax» OT 28 HOSOpSA
2001 ropa.

OcHoBHble NpaBuria paboTbl rocygapctBeHHbiX apxvsoB CCCP. - M., 1962.

OcHoBHble npaBura paboTbl rocygapctBeHHbiX apxusos CCCP - M.,1984.

OcHoBHble npaBwura paboTbl rocygapcTBeHHbIX apxuBoB Poccuiickon dPepepa-
um - M., 2002.

MpaBurna opraHusauum XpaHeHus, KOMMIEKTOBAHMS, YdeTa W WCMOSb30BaHUS
AOKymeHTOB ApxmBHOro doHaa Poccuiickon depepaumm n Opyrx apxmBHbIX OOKYMEH-
TOB B roCygapCTBEHHbIX U MyHALMNArNbHbIX apxuBax, opranusauusx PAH - M., 2005.
MMpoekT.

OcHoBHble npaBunia paboTbl BEOOMCTBEHHbIX apxuBoB - M.,1988.

OcHoBHble npaBwunia paboTbl apxvBoB opraHmsaumn -M.,2000.

FOCT P 51141 - 98 «[lenonpon3BoacTBO M apxvMBHOe Aefio. TepMuHbl 1 onpe-
AeneHns »

FOCT 7.1 — 2003 CBWNL. «bubrmorpadudeckasn 3anncbk. bubnmorpaduyeckoe
onucaHre. Obupme TpeboBaHus M NpaBUra COCTaBIIEHUNA».

FOCT 7.60 — 2003 «M3gaHus. OcHoBHble BUabl. TEPMUHBLI 1 OnpeaeneHns».

FOCT P.30-2003 «YHu(UUMPOBAHHbIE CUCTEMbl JOKYyMeHTauun. YHupmumpo-
BaHHas cucTeMa OpraHM3auMoHHO pacrnopsavTernbHOM AOoKymeHTauun. TpebosaHus K
0POPMIIEHUNIO JOKYMEHTOBY.

CrioBapb TEpMWHOB W oOrpeferieHnn, WCMNomnb3yeMblX B [OOKYMEHTaLuWUOHHOM
obecneyeHnn ynpaBreHns n apxvBHom gerne. — 2-e u3g. — M., 2005.10

MepeyeHb TUMOBLIX AOKYMEHTOB, OOpasyloumxcs B OEATENbHOCTM rOCKOMUTE-
TOB, MUHUCTEPCTB, BEAOMCTB W OPYIUX YYPEXOEHWUM, OpraHvM3aLui, C yKa3aHuem Cpo-
KOB xpaHeHusi» - M., 1989.

[MepeyeHb TUMOBBLIX YMPaBIiEHYECKUX OOKYMEHTOB, OOpasyloumxcs B OeATellb-

HOCTW OpraHusauun, C ykasaHveM CpPOKOB XpaHeHusi - M., 2000.
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MeToguyeckue yKasaHuda no co3gaHunio B TroCyaapCTBEHHbIX apxXmBax obveau-

HEHHbIX apXMBHbIX DOHOOB WX MaTepuarnoB YYPEXOeHUA, opraHusauuin U npeanpusTun.
Mmasapxve CCCP.- M., 1963

MeToabl onucaHus AOOKYMEHTHOW uHdopmaumm: MeTtoguyeckne pekomeHgaumm
/ TmaBapxve CCCP.BHUNOAL. — M., 1986.

OT16op Ha rocygapCTBEHHOE XpaHEHWE YrpaBrieHYECKMX AOKYMEHTOB, obpa3syto-
UMXC B [AeATeNlbHOCTUM HErocydapCTBEHHbIX OpraHusauui (HOBbIX 3KOHOMUYECKMX
CTPYKTYP): MeTtoamdeckne pekomeHgauwmm / Pocapxve. BHUMOAL. - M., 1997.

MpuMepHas MHCTPYKUMA MO Aenonpou3BOACTBY B Cryx0e KagpoB OpraHusauumm
/Pocapxvs. BHUWAOAL.- M.,2002.

CocTtaBneHne apxuBHbIX onucen: MeTtogudeckne pekomeHgauum /Pocapxus.
BHNWOAL. - M., 2003.

PekomeHgaumm no noAroToBKE apXvBHbIX CMPaBOK WM OTBETOB Ha TUMOBbIE 3a-
NpoCbl COUMaribHO-NPaBOBOrO Xxapakrepa, BblJaBaeMble apXUBHbIMU Y4peXOeHUSIMN
Poccuinckon ®epepauum /Pocapxms - M., 2005.

JKcnepTusa LEHHOCTU YnpaBfieHYeCKUX [OOKYMEHTOB W KOMMSEKTOBAHVWE UMK
rocygapcTtBeHHbIx apxusoB /Pocapxus. BHUNOAL — M., 2006.

MeToguyeckue pekomeHdauum rno POHAMPOBAHUIO AOKYMEHTOB B rocyAapCTBEH-
HbIX M MyHMUMNanbHbLIX apxuBoB Poccuiickon ®epepauumm /Pocapxms. BHAVNOAL — M.,
2006.

COOopHUK MeTOoOMYECKMX pekoMeHdauun ns paboTbl apxXMBOB YYpPEXOEHWR, Op-
raHMsauui m npegnpuatun /ApxvBHoe ynpasrneHne Mocropucnonkoma. - M.,1981.

[okymeHTauuoHHoe obecrnedyeHne KagpoBOW AeATENlbHOCTM OpraHmMsaumin  u
npegnpusaTun. MNopsagok oopMrieHs OOKYMEHTOB MO JIMYHOMY COCTaBy B [eronpous-
BOACTBE OTAerna kagpoB u Gyxramrepwun: NMamaTtka /MockoBckoe ropoackoe obbeavHe-
HWe apxueoB. - M., 1993.

MeTogunyeckue pekomeHgauum no paboTte ¢ AOKyMeHTamMu O6LECTBEHHbIX 00b-
eavHeHun B ob6beamHeHnn «MocropapxuBy /MockoBcKoe ropoackoe obbeguHeHve ap-
xvBoB. - M., 2000.

MHCTpYyKUMA MO oOpraHvM3auum BPEMEHHOrO roCygapCTBEHHOMO XpaHeHue [OOKY-
MEHTOB B noapasgeneHusx obbeamHeHns «Mocropapxve» B aAMUHUCTPATUBHBLIX OKpY-
rax Mockebl /MockoBckoe ropoackoe obbeauHeHne apxmeos. - M., 2001.

MamaTka Mo nNoaroToBKe ynpaBfieHYECKUX AOKYMEHTOB OrpaHMYeHHOro ocTyna
K nepegade Ha rocygapCTBEHHOe XxpaHeHnve. [Ona  crykebHOro nonb30BaHus.

/MockoBckoe ropoackoe obbeanHeHe apxveoB- M., 2002.
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MamsiTka MO COCTaBMEHWIO OMMCEN M TEXHUYECKOMY OOPMIIEHWIO AEn Ha AOKY-

MEHTbI MO IMYHOMY COCTaBy B opraHmdauusix npocuns PIFAS /PITA3. — M., 2000.

Opranuzaums paboTbl MO COCTaBfiEHWMIO MNPeaucrioBusi, K onucu gen ¢oHOoB,
XPaHALWXCA B rOCYAapCTBEHHbIX, MyHUUMNANbHbIX U BEOOMCTBEHHbIX apxmBax: MeTo-
Andeckoe NncbMo /YnpasneHue no gernam apxusoB XabapoBckoro kpasi. — XabapoBsck,,
2001.

O npoBegeHun aKcnepTu3bl LEHHOCTU JOKYMEHTOB CO CpOKaMW XpaHeHus «5 rneT
OMNK» B  pgeronpousBoAcTBe  opraHusauui:  MeTtoaudeckne — pekomeHdaumw.
/YnpaBneHue no genam apxmsoB XabapoBckoro kpas - Xabaposck, 2003.

CoctaBrieHne u odopmrieHue onucu gen no fmyHomy coctasy: [amatka. /TA

Apocnasckas o0bn. — Apocnaens, 2002.
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6.6. lpocTaBneHne apxuBHOro wmdpa Aena 56
7. CncremaTtmsaumsa aen B onucum 57
8. CocTaBneHue n ochopmneHmne onmncum 62
8.1. OnucatenbHaa crtaTbd onmcu 63
8.2. Odbopmnenve onucu 65
8.3. MNevatanre ormcu 67
8.4. CnpaBoYHbI annapaT onucu 68
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MpunoxeHne Ne 2. dopma BHYTPEHHEN OMUCU OOKYMEHTOB Aena 85
MpunoxeHne Ne 3. dopma BHYTPEHHEN OMUCU K KOMMSIEKCaM JINYHBIX 86
ﬁ?;no»(eHme Ne 4. dopma onmcK Aen NOCTOSHHOrO XpaHeHUs 87
Mpunoxenne Ne 5. dopma onvcu gen spemeHHoro (cebiwe 10 rneT) xpa- 88
HEeHWA
Mpunoxenne Ne 6. dopma onucu gen no JMYHOMY COCTaBy 89
MpunoxeHne Ne 7. dopma onmcu Aen NoCTOSHHOMO XpaHeHus, CocTaB- 90
NEHHOW B apxviBe B rocygapCTBEHHOM apxuBe
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MpuroxeHne Ne 11. dopma 06MOXKKM Aena NOCTOSAHHOTO Y BPEMEHHOIO 96
(cBbiwe 10 neT) xpaHeHus
Mpuroxexne Ne 12. O6pasey, 3anonHeHa 06MOXKM Aerna 97
Mpunoxenne Ne 13. O6pasel 3anonHeHns 06sioXKK aena 98
MpunoxeHne Ne 14. dopma akTa O BblAENEHUN K YHUHMTOXEHWIO [OKY- 99

MEHTOB, HE noanexauwpyx XpaHeHuto
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Mpunoxenne Ne 15. O6pasel UMEHHOro angaBUTHOrO ykasaTerns nue- 101
BbIX CHETOB

MpunoxeHne Ne 16 ®opma akTa npuema-nepenadv gen anda ynopsigode- 102
HUS

MpunoxeHne Ne 17 Obpasey, akTa NpvemMa-nepegadn gen ana ynopsgo- 103
YeHus

MpunoxeHne Ne 18 dopma caaToyHOM onucu 104
Mpuroxexne Ne 19 ObpaseL, coaToyHOW OnmcK 105
Mpunoxenne Ne 20 O6pasey, onucu gen NOCTOAHHONO XpaHeHUs 106
Mpuroxexne Ne 21 Obpasew, onvcu gen no fMYHOMY COCTaBy, COCTaB- 108
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pPOBaHHOM OpraHusaumn, COCTaBfIEHHOW MO HOMWHAIbHO- XPOHOJSIornde-

CKOMY MpU3HaKy

CnnCOK UCTOYHMKOB Y ruTepaTypbl 112
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