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

YTparuBmmii caoy

[Tocranosnenue [IpaButennctBa Pecriyonuku Kazaxcran ot 22 nexabps 2011 roma Ne
1583. Y1patuno cuny nocranosinenueM [IpaBurensctBa Pecniyonuku Kazaxcran ot 15
armpens 2015 roga Ne 238

Cnocka. Ytpatuno cuny nocranosienuem IIpasurenscta PK oT 15.04.2015 Ne
238.

B cootBerctBum co crarheit 18 3akona PecyOmuku Kazaxcran ot 22 nexaOps
1998 roma "O HamumonanmbHOM apxuBHOM ¢oHae u apxubax" IIpaBUTENIBCTBO
Pecny6nuku KazaxcraHn IIOCTAHOBIJISET:

1. YtBepauts npunaraemseie [IpaBuiia npuema, XpaHeHHs], y4e€Ta U UCIIOJIb30BAHUS
noKyMeHTOB HarmoHanbHOro apXuBHOTO (OHAA M APYTUX APXUBHBIX JOKYMEHTOB
BEJOMCTBEHHBIMHU u YaCTHBIMHU apXHBaMH.

2. Hacrosiiee mocTaHOBJIEHUE BBOAUTCS B JEWCTBUE MO MCTEUCHHUU JECITHU
KaJIeHJapHBIX THEH MOCIIe MePBOTO OPUITUATHFHOTO OITyOJIMKOBAHUSI.
IIpemMmpbep-MuHHCTPp

Pecniy6nuku Kazaxcran K. Macumos
Y TBep kX A€ H b
NOCTAaHOBIEHUEM [IpaBuTenscTBA
Pecny6anukmu KaszaxcTaHn

ot 22 aexadps 2011 roma Ne 1583

IIpaBuna

IIPHUEMA, XPaHEHHUS, y9€Ta H UCIIOJIb30BAHMS JJOKyMEHTOB
HanmonamsHOro apxuBHOrO ()OHAA M JPYTHX apXUBHBIX JOKYMEHTOB
BEIOMCTBEHHEIMHY ¥ 9aCTHEIMM apXHBaMHU

1. OOmue mosoxeHus

1. IlpaBuna mpuema, XpaHEHHs, y4eTa W HUCHOJIB30BaHUS JOKYMEHTOB
HamuonaneHoro apxuBHOTO ¢GOHAA W JPYTUX APXHUBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMHW M YacTHBIMH apxuBamu (nanee - IlpaBuna) pa3paboTaHbl B
COOTBETCTBUHM cO cTaThel 18 3akona PecyOnuku Kazaxcran ot 22 nexadbpsa 1998 rona



"O HanuonanpuoM ApXUBHOM bonnme 151 apxuBax".
2. BegoMCTBEHHBIM WM YacTHBIM apXuB OpraHu3auuu (Jajnee - apXuB
OpraHu3alMK) CO3/1aeTCs IS PUEMa OT CTPYKTYPHBIX MOAPA3IAECICHUI OpraHu3alni,
XpaHeHUs, O00ecleuyeHus COXPAaHHOCTH, ydeTa, HCIOJb30BaHUSA JIOKYMEHTOB Ha
TPaJUIIUOHHBIX U 3JIEKTPOHHBIX HOCUTENSAX MH(POPMAIIUU U TTOJATOTOBKU IOKYMEHTOB,
OTHECEHHBIX B YCTAaHOBJIEHHOM MOPSIKE K cocTaBy HanmoHaibHOTO apXUBHOTO (POH/A,
K nepenave Ha IMMOCTOSIHHOE XpaHEHHE.
3. B cooTBeTCTBHM C BO3JI0’KEHHBIMU HA OPTaHU3AIMIO 33a/1ayaMu U QyHKIUSIMU, a
TaK)Ke COCTaBOM 00pazyeMoil B €€ JesTeNbHOCTH TOKYMEHTOB, CO3AA0OTCS CIEAYIOIINE
Pa3sHOBUAHOCTH AapXMBOB: YIIPABICHYECKONW JOKYMEHTAIUU; ayIHOBU3YyaJIbHOU
NOKYMEHTAIUH; HAY4YHO-TEXHUYECKOU JOKYMEHTAIUH.
CocTaBHOW YacThIO apXyBa OpPraHU3alMU SBJISETCS apXUB 3JEKTPOHHBIX
JOKYMEHTOB, YJIOCTOBEPEHHBIX S3JEKTPOHHBIMU IU(POBBIMU MOANHUCAMU (Hanee -
DIEKTPOHHBIE JOKYMEHTHI).
4. ApXUB OpraHU3aldl OCYIIECTBIISIET CBOIO JESTEIBHOCTh B COOTBETCTBHUU C
[TonoxeHnuem, omnpeAensomUM 3aAadyd, (YHKUHH, U COCTaB MPUHUMAEMBIX
nokyMeHToB. JlanHoe IlpumepHoe monoxeHue pa3padaTbIBA€TCS COIJIACHO
NPUITOKEHUIO 1 K HACTOAUIUM [IpaBunam.
5. YIOTHOMOYEHHBIN OpraH, MECTHBIE UCIIOJTHUTEIbHBIC OpPTaHbl B 00JACTH
apXUBHOTO JieJla U JOKyMEHTaluu obsactet, (ropoaa pecrnyOIrMKaHCKOTO 3HaYeHUs,
cronuilpl), Hammonanwsubiii apxuB PecnyOnuku KaszaxcraHn, UeHTpadbHbIE
rocynapctBeHHbie apxuBbl Pecniyonuku Kaszaxcran, Apxus [Ipesunenra PecryOnuku
Kazaxcran, rocygapcTBeHHbIE apXuBbI 00JIaCTEH, TOPOJIOB, paliOHOB U UX (prtHansl (
Jlajee - TOCYJIapCTBEHHBIE ApPXUBHBIE YUPEXKICHHUS) OKA3bIBAIOT OPraHU3ALMUAM
METOJMYECKYI0 MOMOIb N0 BHEApPeHUIO [IpaBuil u, B ciydasx mpeayCMOTPEHHBIX
3aKoHOAaTenbCcTBOM PecnyOnuku KaszaxcrtaH, oOCyIIECTBISIOT KOHTPOJb 3a
BBINOJTHEHUEM U X TpeOOBaHUN.
6. B IlpaBmwiax HCHONB3YyIOTCS TEPMHUHBI, YCTAHOBJIEHHBIE T'OCYIAPCTBEHHBIM
craggapTom Pecnybnuku Kazaxcrtan CT PK 1037-2001 "enonmpou3BOJACTBO U
apXWBHOE 1ey10. TepMuHBI ¥ onpeneneHus .

2. IIpueM IOKyMEHTOB

IMopsnox npuema JOKYMEHTOB Ha XpaHEHHe

7. ApXyB OpraHu3anuy NPUHUMAET JOKYMEHTHI IOCTOSSHHOTO, BPEMEHHOTO CPOKa
XpaHEHHs], a TAKXKE MO JIMYHOMY COCTaBy, 00pa30BaBIIMECS B MPOIECCE ACITEIBHOCTU
opraHuszauuu. B apxXxuB opraHuszanuy IepenarTcs AOKYMEHTHl OpTraHHM3alui
NPEAIIECTBEHHUKOB, a TaKXe€ JIOKYMEHThl YNPa3JHEHHBIX MOJABEIOMCTBEHHBIX



Oprasnwuvsanmui
8. Ilpuem nen ¢ ynpaBiIE€HUYECKOW AOKYMEHTALMENH B apXUB OT CTPYKTYPHBIX
NOApAa3ACICHUN OPraHU3alMU OCYIIECTBISETCS B MOPAJIKE, ONPEACIICHHOM MPaBHIAMU
JTOKYMEHTUPOBAHUS u yrnpaBJIcHHUS JTOKYMEHTAaIHEH.
[Ipu mpuemMe ympaBIIEHUYECKON JOKyMEHTAllMM Ha XpaHCHUE PAOOTHHUK apXuBa
OpraHu3alyy, B MNPUCYTCTBUU JIMIA, OCYUIECTBISIOMIETO NEpeaadyy IOKYMEHTOB,
onpoBEDPSIET
1) cooTBEeTCTBHE UTOTOBOM 3aMMCH B OMUCH Je (PAKTUUECKOMY HAIUYUIO JIET,
nepegaBaeMblX mno JTaHHOMU OMUCH;
2) Hamuuue Jesl BpeMeHHoro (1o 10 jeT BKIIOUHMTENbHO) XpPaHEHUs IO
HOMEHKIJIAaTyDpe oedq;
3) HyMmepamHui JUCTOB [JeJ C JaHHBIMH 1O OINUCHU [Iel;
4) Hanmu4ue W MPABWIBHOCTH 3aIl0JIHEHUS] BHYTPEHHEW ONMUCU JOKYMEHTOB JIeJia;
5) HaJlu4ue JUCTa-3aBEPUTENA nena;
6) COOTBETCTBHE PEKBU3UTOB 00JIOKKH C COOTBETCTBYIOIIMMHU 3aIMKUCSIMU B OIKCH
it € a ;
7) ¢$uszmyeckoe COCTOsSHUE TMepeaaBaeMbIX  Jiel.
9. AyauoBu3zyaiabHas JOKYMEHTAlLUsS MOCTYIMAEeT B apXUB OpraHU3allUM B BUJIE:
1) 3aKOHYEHHBIX MPOU3BOJICTBOM ayIMOBU3YAIBHBIX TOKYMEHTOB, 00pPa30BaHHBIX B
NEeSATEIIbHOCTH JaHHOU OpraHu3aluu 1780071 ee NpaBONPEEMHUKOB;
2) OPUTHHAJIOB U KOMUH ayAMOBU3YAJIbHBIX JOKYMEHTOB Ha Pa3IUYHBIX HOCUTEIISIX
uH(OpMaIU, U3TOTOBJICHHBIE B JJAHHOW OpraHu3alluy WA MOCTYIUBIIUE U3 JPYTou
Oprasvmumiszanuu
[Ipu npueme ay1MoBU3yalbHOM TOKYMEHTAIIMM HAa XpaHEeHHWE PaOOTHHUK apXuBa
OpraHu3aiyu, B MNPUCYTCTBUHU JIUIA, OCYIIECTBIISIONICTO Tepeaadyy TO0KYMEHTOB,
o0 poBEDPSTIeET
1) KOMIJIEKTHOCTbH JOKYMEHTOB;
2) bu3UIECKYIO COXPAaHHOCTH JTOKYMEHTOB;
3) KOMIUIEKTHOCTh COCTaBa MpHUJIAraéMoil TEKCTOBOW COMPOBOJMTEIHHON
JTOKYMEHTAal Uu.
B cocTtaB TeKCTOBOW CONPOBOAUTEIbHOW JOKYMEHTAIIMU BXOMMAT:
1) a1t KHHOJOKYMEHTOB - aHHOTAIlUM, MOHTQXKHBIE JIUCTHI, pa3pelIUTEIIbHbIE
YAOCTOBEPEHUS] K 3aKOHUYEHHBIM MPOU3BEIACHUSIM, aKThl TEXHUYECKOI'O COCTOSHUS,
3aMUCH CBETOBBIX u IBETOBBIX MacrnopToB;
2) IS bOTOTOKYMEHTOB - AaHHOTAIUH;
3) hbOHOTOKYMEHTOB U BHICOJJOKYMEHTOB - aKThl TEXHUUYECKOTO COCTOSHUA,
TEKCThI BBICTYIUICHH, KaTaJIOTU IPaMILJIACTUHOK, CIIMCKH BBICTYMAIOUIUX, IPOrPaMMBbI
BEUEPOB, KOHUEPTOB, pPEIEH3UHU, CTaTbU U JPYTrHe JOKYMEHTBI, HMEIOUIUE
HETMOCPEACTBEHHOE 3HAUCHUE K MPUHUMAEMbIM (DOTOJJOKYMEHTAM U BUJICOJJOKYMEHTaM



10. CooTBETCTBYIOIINE CTPYKTYPHBIE MOJAPA3AECICHUSI OpPTraHU3alluu MEPESAIOT
HAy4YHO-TEXHUYECKYI0 JIOKYMEHTAIMI0O Ha XpaHEHHE IMOocje ee pa3paboTKu 1o
npoOieMamM, W3AeNUsIM, TEXHOJOTHMYECKUM IIpolieccaM, OObeKTaM KalUTaJIbHOTO
CTPOUTEBCTBA, MIIAHUPOBKHU, PEKOHCTPYKIIMH, KOHCEPBALIMH, pECTaBpaluu J100, 10
MEpE 3aBEPUICHUS HX CaMOCTOSTEIbHBIX JTAaloOB, CTaAWM WM YaCTEW.

[Ipu npreme HayYHO-TEXHUYECKON JOKYMEHTALMHM Ha XpaHEHUE pa0OTHUK apXHBa
OpraHu3alMy, B MNPUCYTCTBUU JIUIA, OCYUIECTBIISIONIETO NEpeaadyy IOKYMEHTOB,
0 poBEpPSAET

1) KOMIUIEKTHOCTh JOKYMEHTOB (B COOTBETCTBHH C BEJIOMOCTHIO CHICIIU(PUKAITNH,
cnenudukanuen, coaep>kaHueM TOMOB, allbOOMOB, KHUT U IPYTUMH JOKYMEHTaMHU, B
KOTOPBIX nepevunciaeHa BCS nepenaBaemas JOKyMEHTAaIus);

2) HailMyue YCTAHOBJEHHBIX TMOJANUCEH U  JaT;
3) mpaBUJIBHOCTH BBHITIOJHEHUS OCHOBHBIX HAANUCEH U TUTYJBHBIX JIUCTOB;
4) NpUroJHOCTh JOKYMEHTOB JJIsI XpaHEHUSI, MHOTOKPATHOTO CHATHUS C HUX KOIUU
U MUKpOPUIBMUPOBaHMS (OTCYTCTBHE MPOPHIBOB, MOJKIEEK, MPOTEPTHIX MECT,
neperumoosB).

HayuHo-TexHuueckas JOKyMeHTaIUsl IepeaeTcsl B apXUB OpraHU3alMKi Ha TeX
HOCHUTENAX, HA KOTOPBIX OHA pa3paboraHa (Oymara pa3jU4YHBIX BHIOB, B TOM UYHCIIE
bortobymara, KaJdlbka).

I11. B mnpouecce npuema DIEKTPOHHBIX JOKYMEHTOB HPOBOIUTCS:

1) mpoBepka (PU3MYECKOr0 COCTOSHHUS HOCUTEJEH, MpeaHa3HAYeHHBIX IS
nepenavyu B apXxuB OpraHW3alUU;
2) 3anuch HUHGOPMALMU DJJIEKTPOHHBIX JOKYMEHTOB Ha HOCHUTENH;

3) npoBepkKa KadecTBa 3alUCH,;

4) omnucaHue 3JIEKTPOHHBIX JOKYMEHTOB U 3JIEKTPOHHOU Iu(pOBOI moAmucH;

5) mpocraBiieHHe apXUBHBIX UG POB HA €AMHUIIAX XPAHCHUSI/€AMHUIAX y4yeTa (Ha
byTaspax) B COOTBETCTBUH C ONHUCHIO;
6) MOATOTOBKA KOMIJIEKTa CONPOBOAUTEIBHON JOKYMEHTAIUH.

B conpoBoauTEnbHON TOKYMEHTAMU 3JEKTPOHHBIX JOKYMEHTOB OTpPa)KaeTcs

clenyrias uHbopManus:
1) Ha3BaHUEC JOKYMEHTAa;
2) maTa ero CO3JdaHUSIL;

3) xapakTepucTHKa cojJepkaHus (aHHOTaIuUA);

4) SIeKTPOHHBIH (OpPMAT W AITOPUTM DICKTPOHHON IU(PPOBON TOANHUCH;

5) dusznueckas W Joruueckas CTpykrypa (s 0a3 JaHHBIX, CAUTOB U T.II.);
6) 00beM mokymeHTa (17151 6a3 TaHHBIX TOMOJHUTEIHHO - KOJTUYECTBO 3aIUCEH).



ITopAmok mpoBeNeHUA SKCIIEPTU3EI IEHHOCTH
DOKYMEHTOB H 0()OPMJICHHE €€ Pe3yIETaTOB

12. DkcnepTr3a LEHHOCTH JNOKYMEHTOB B apXHMBE OpPraHU3alMHU MPOBOJIUTCS B
[eJIAX 0TOOpa TOKyMEHTOB, OTHECEHHBIX K cocTaBy HarroHanbHOro apXuBHOTO (oHIa
, TIOATOTOBKM HMX K Iepeladye Ha INOCTOSHHOE XPAaHEHUE B COOTBETCTBYIOLIUM
TOCYJapCTBEHHBI AapXWB, ONIPEICICHUs CPOKOB XPAaHEHHUS JOKYMEHTOB, HE
OTHECEHHBIX K cocTaBy HamumonanbHOTO apxuBHOTO (OHAA U BBIACIEHUS K
YHUYTOXKEHUIO JTOKYMEHTOB M Jell C HCTEeKIIMMH CPOKaMH XpaHEHWUs.

13. DkcnepTtu3a NIEHHOCTHM JOKYMEHTOB MPOBOJAUTCS HAa OCHOBE:
1) HOpMaTUBHBIX PABOBBIX aKTOB Pecnybnuku Kazaxcran mo apxuBHOMY ey U
JOKYMEHTAIlUOHHOMY o0ecrnedYyeHunIo yIpaBJIECHHUS,
2) TUMOBOTO, OTPACIEBBIX (BEIOMCTBEHHBIX) NIEPEUHEN TOKYMEHTOB C YKa3aHUEM
CPOKOB XpaHEHUs; TUIOBOK (IPUMEPHON) HOMEHKIIATYPBI A€l U HOMEHKIIATYPbI A€l
OpraHu3alnuu 3a COOTBETCTBYIOMIH I NEepUONI;
3) COOTBETCTBYIOIIMX HOPMATUBHO-METOANYECKUX TOKYMEHTOB YIIOJTHOMOYEHHOTO
OpraHa, MECTHBIX HWCIHOJHUTEIbHBIX OpPraHOB M TOCYJapCTBEHHBIX apXHBOB.
14. OTHeceHne NOKYMEHTOB K cocTaBy HaimmonanbHOTO apXuBHOrO (hoHaa
OCYILECTBIIAETCS 110 PE3yJIbTaTaM JKCIIEPTU3bl [IEHHOCTH Ha OCHOBAHUU CIEAYIOLIUX
0 pUHI UIMOO B

1) UCTOPHU3MaA,
2) KOMIJIEKCHOCTH OEHKHU,;
3) BCECTOPOHHOCTH OIEHKHU.

[Ipu onpeneneHnr NEHHOCTH JOKYMEHTOB B PaBHOW CTENEHU MPHUMEHSAIOTCS BCE
0 p U HI U O B
[Ipunnun ucropusma TpedyeT paccMaTpuBaTh KaXKIbIM TOKYMEHT KakK MPOJYKT
ONPEIECIICHHOM HCTOPUYECKON JMOXM M OIEHMBATH €r0 C IO3WUIUU HE TOJBKO
COBPEMEHHOCTH, HO u Oyaymero.
[IpyuMeHeHne NpPUHIMNA KOMIUIEKCHOCTH OIEHKM MO3BOJISIET MPOBOJIUTH
JKCHEPTU3Y LEHHOCTH JOKYMEHTOB HE U30JMPOBAHHO, HE B OTPBIBE APYT OT IPYyTa, a B
COBOKYIHOCTH C JPYTHUMH JTIOKYMEHTAMH, UCTOPUYECKU BO3HUKIIUMHU B pPE3yJIbTaTE
NEeSATENbHOCTH OpPraHU3aUHUMU.
B cooTBeTcTBUMU C MPUHIUIIOM BCECTOPOHHOCTH OLICHKH MH(POPMAIIMOHHOTO
COZIEp)KaHUsI JOKYMEHT HEOOXOAMMO paccMaTpuBaTh B Pa3IUYHBIX acnekTax (
Hay4YHO-UCTOPUUYECKOM, MOJIUTUYECKOM, SKOHOMUUECKOM, COL[MAIIBHOM, KYJIbTYPHOM U
TaK jJayiee), s U3yYEeHHS KOTOPBIX OH MOTEHLUHMAIBHO MOXKET CTaTh MCTOYHUKOM.
15. Yka3aHHbIE IPUHIUIIBI TPY IPOBEICHUN IKCIIEPTU3BI LIECHHOCTH KOMILUIEKCHO
IPUMEHSIOTCS COBMECTHO C KPUTEPUSAMH IMPOUCXOXKICHUSA, COACPHKAHUS, BHEIIHUX
ocobeHHOCTEH JOKYMEHTOB.



K kpurepusM NOpPOUCXOKAEHHUSA JTOKYMEHTOB OTHOCATCH:
1) posib 1 MECTO OpraHU3alMy B CUCTEME I'OCYJapCTBEHHOI'O YINPABICHUS WU
KOHKPETHON oTpaciu (cdepe AeaTeIbHOCTH), 3HAYUMOCTD BBINOIHIEMbIX €10 3334 U
dbyHKUu, 3HadYeHue  (Pu3Myeckoro - JaMUAa B KHM3HM  OOIIECTBa;
2) BpemMs U MecTo o00Opa3oBaHUA JOKYMEHTA.
K kputepusim conepxaHusi JTOKYMEHTOB OTHOCSTCH:
1) 3HaYUMOCTh COOBITUS (ABJEHUS, MPEAMETA), OTPAXKEHHOTO B JOKYMEHTE;
2) 3HaYEHHE CoJIepKallelcs B JOKyMeHTe HHGOpMAIINH, €€ TTIOBTOPEHUE B IPYTUX
JOKYMEHTAaX, 1IeJIEBOE Ha3HAUYEeHHE, MOJIMHHOCTb, BUJ U Pa3HOBUAHOCTh JTIOKYMEHTA.
K xpuTepusm BHEIMIHUX OCOOEHHOCTEH JOKyMEHTa OTHOCSATCS:
1) ropunnyueckas JOCTOBEPHOCTh JOKYMEHTa (HaJu4yue MOANKUCH (dJIEKTPOHHOMN
G POBOI MOAMUCH) TOJDKHOCTHOTO JIMIIA, IeYaTH OPraHU3alliy U UHBIX PEKBU3UTOB,
npeayCMOTPEHHBIX 3aKOHOJATEIbCTBOM Pecny6nuku Kazaxctah);
2) ¢opma ¢QukcupoBaHUS U Iepejada colaepKaHusd HUHPOpMaLHU;
3) 0COOEHHOCTH MAaTEpPHUAILHOTO HOCHUTENS JIOKYMEHTa;
4) ocoOeHHOCTH (HU3UYECKOTO COCTOSIHUS JOKYMEHTA.
16. JIONOJHUTENBHO NpPH 3KCHEPTHU3E AYIAHMOBHU3YaJbHBIX JTOKYMEHTOB
OPUMEHSIOTCS CHEeUU(PUUYECKUE KPUTEPUM: UX XYJI0KECTBEHHBbIE JOCTOMHCTBA,
KOMITO3ULIMOHHO-CIOKETHAsl LEJIOCTHOCTh, BBIPA3UTEIBHOCTh U OPUTMHAIBHOCTD,
[IBETOBOE peIIeHHe, CHoco0 3amucu U BOCHPOU3BEACHUS HHpOpMaLUU.
17. IIpu mpoBeneHUHN SKCIIEPTU3BI LIECHHOCTH HAYYHO-TEXHUYECKON IOKYMEHTAIUN
JNOTOJHUTEIbHO NPUMEHSIOTCS cleqyrolue KPUTEPUHU:
1) 3HauuMOCTh NpOOIEMBI MU OOBEKTA, OTPAXKEHHOTO B JOKYMEHTAX;
2) mpUHLUIHAIbHAS HOBU3HA, YHHUKAIBHOCTb, OPUTMHAIBHOCTH PEIICHUS
npoOJieMBbl, KOHCTPYKI[UH, TEXHOJIOTHUH, NpOEKTa;
3) COOTBETCTBHE HAYYHO-TEXHUYECKOW JOKYMEHTAllMM 3TAalHOCTH Hay4YHBIX
HCCIET0BAHUN (cTaguiHOCTH TEXHUUYECKUX pa3paboToOK).
18. Jlns opraHu3anuu 3KCOEPTU3bI IEHHOCTU JTOKYMEHTOB M PACCMOTPEHHUS €€
pE3yJIbTAaTOB B OPTaHM3AllMU CO3JACTCs IIEHTpalibHas SKCIepTHAs KOMHUCCHS (fanee -
19K) nnm sxcneprHas komuccus (panee - 9K). 3anauu, GyHKUMH U TOPAIOK pabOThI
2K (3K) onpenensitorest [lonoxkeHuem o TaHHONH KOMUCCHUH, pa3padaThbIBa€MbIM Ha
OCHOBE MPUMEPHOTO MOJIOKEHUSI COTJACHO MPUIIOKEHHIO 2 K HacTosmuM [IpaBuam.
19. Pe3ynbpTarsl S3KCHEPTU3bl LIEHHOCTH JTOKYMEHTOB OpraHU3alMil ICTOYHUKOB
KOMILJIEKTOBaHUSI TOCYJIapCTBEHHBIX apXHBOB, B 0053aTEJbHOM MOPAJIKE MOCIE HX
paccmotpenus [IOK (OK) opranuszanuu, mojjiexkar paCCMOTPEHHUIO B 3aBUCUMOCTH OT
cTaTyca M MECTOHAXOXXJICHHS OpPraHU3allMi SKCHEPTHO-MPOBEPOUYHONM KOMHCCHEH (
nanee - OIIK) mectHoro wucnomHutensHoro oprasa (HanuonanbHOro apxmsa
PecnnyOnuku KazaxcrtaH, IEHTpadbHOTO T'OCYJIapCTBEHHOTO apxuBa PecmyOmuku
Kazaxcran, ApxuBa Ilpesunenta PecnyOnuku KazaxcraH, cnenuanbHOTO



rocynapctBeHHoro apxuBa Pecnybnuku Kaszaxcrtan) (manee - pecmyOiuMKaHCKHE

TOCYAAapCTBEHHBIEC AapXUBH).
20. DkcnepTHU3a EHHOCTH JIOKYMEHTOB MPOBOJUTCS €XKETOJHO B ILNIAHOBOM

NOpsIJIKE paOOTHUKAMU apXHBa OPTraHU3AIMH MPU METOINYCCKON TTOMOIITN PaOOTHUKOB

COOTBETCTBYIOIIETO rocy1apCTBEHHOTO apxuBa.
[Ipu peopranuzanuu (JTUKBUIAIMHA) OPTaHU3alMKM MPOBOJUTCS BHEIJIAHOBAS
3KCcHmeprTHu3a HEHHOCTH.

21. IIpoBeaeHue SKCHEPTHU3bl LIEHHOCTH JTOKYMEHTOB B apXHBE OpTraHU3alUH
0asupyeTrcs Ha aHAJIU3€ COCTaBa JOKYMEHTOB opranu3anuu. [Ipu 3ToMm yTouHseTCs, B
COCTaBE Je€N KaKUX CTPYKTYPHBIX MOJpa3AeiICHHUIl OpraHu3alud BKIIOYAKOTCS
NOJAJUHHBIC DK3EMIIJISAPbI JTOKYMEHTOB.

22. ITpu npoBeIeHUH SKCIEPTU3bI LIEHHOCTU IOKYMEHTOB B apXUBE OpraHU3alUU
YTOUHSAETCS TAaKXKe XapakTep MOBTOPSIEMOCTH COAEprKallelcs B HUX MHOpMaluu B
JIPYTUX TOKYMEHTaX, BUJl, (oopMa U MOJIHOTAa MOBTOpEeHUs. BriaeneHue T0KyMEHTOB ¢
noBTopsonieiics uHpopMarueid u AyOJETHBIX JOKYMEHTOB K YHUUYTOXEHHIO
MPOU3BOJUTCS TOJIBKO IMOCJIE€ CBEPKU HUX C JOKYMEHTaMHM, OTOOpaHHBIMM Ha
NOCTOSSHHOE€ XpPaHEHHUE.

23. DkcnepTu3a LEHHOCTH MPOBOAUTCS MYTEM IMOJUCTHOIO MPOCMOTPA
JOKyMEHTOB Jiefia (KHHO(POTOBHUACOJOKYMEHTHI MPOCMATPUBAIOTCS HA MOHTaKHOM
CToJ€ HWJIM  Ha  DJKpaHe, a  (OHOJAOKYMEHTBl  NIPOCIYIIMBAIOTCS).

He nomyckaeTrcs nmpou3BoAUTH OTOOP MTOKYMEHTOB TOJBKO Ha OCHOBAHUHU
3aroJIOBKOB JI€JI, BHIHECEHHBIX Ha WX OOJIOKKH WJIM BHECEHHBIX B COOTBETCTBYIOIIHE
ONUCHU JeN CTPYKTYpPHBIX ToJpa3naeneHuil opranuzamuu. I[Ipum npocmotpe (
NPOCIYILIMBAHUN) U3 AEJ MOAJIEKAT UIBATHIO BTOPHIE U MOCIEAYIOIINE SK3EMIUISPBI
JIOKYMEHTOB, YePHOBUKHU, HEO(HOPMIIEHHbBIE KOMIUU JTJOKYMEHTOB, €CJIM UX U3bITHE HE
OBLIIO TIPOBEACHO B CTPYKTYPHBIX MOJPA3CICHUSX MPU MOATOTOBKE JOKYMEHTOB K
nepegade B apXuB OpraHu3alUu.

OOpamraeTcss BHUMaHne Ha (U3UKO-XUMHUYECKOE U TEXHUYECKOE COCTOSTHUE
I OKYy M®€HT a

24. B xome TOpPOBEAECHUS DKCHEPTU3Bl MNPOBEPAIOT:
1) 0OOCHOBAaHHOCTh OTHECEHHUS JOKYMEHTOB K JaHHOMY [ely;

2) IOpUANYECKYI0 CUJIYy JIOKYMEHTOB (HAJW4yue MOINUCEN, MeYaTH U HHBIX
PEKBU3UTOB) ;

3) HanM4KMe U IPaBUILHOCTh 0OPMIICHUS PEKBU3UTOB 00JI0KEK A€ (PEKBU3UTHI
00JI0KEK MUIITYTCS CBETOYCTOMYMBHIMHU YEPHIJIAMH YEPHOTO, (PUOJIETOBOTO, CHHETO
HBETOB U YEepHOMU TYWBbIO);

4) npaBUIBLHOCTH HYMEpALIUU JIUCTOB JieNl (JIUCTHI HYMEPYIOTCSI B BAJIOBOM MOPSIIKE
C UCIOJIb30BAaHUEM YEPHOTO rpauTOBOrO KapaHjallla B IPAaBOM BEPXHEM YTIIy JIKCTA).

Bce BbISIBIEHHBIE HEIOCTATKUA YCTPAHSIOTCS PAaOOTHUKOM apXuBa OpraHU3alluu.



25. I1o pe3ynbTraTaM 3KCIEePTU3bl IECHHOCTHU TIOKYMEHTOB M Ha OCHOBE OIMCEN eI,
JOKYMEHTOB CTPYKTYPHBIX nojpasaesieHui COCTaBJISAIOTCA:
1) onucu nen, TOKYMEHTOB IOCTOSSHHOIO XPAHEHMSI OpraHHU3alUi COIIacHO
INPUJIOKEHUAM 3-10 K HAaCTOALIUM IIpaBunawm;
2) onuch JIea MO JUYHOMY COCTABY COIVIACHO NMPUIIOKEHHUIO0 11 K HacToAmum

Il paBwuwaxawm,;
3) onuch Aen, JOKYMEHTOB BpeMeHHOro (cBbimie 10 jieT) XpaHeHUsl COTJacHO

INPUIOKECHHUIO 12 K HAaCTOS UM I[IpaBunawm;
4) aKT O BBIJICJICHUU K YHUYTOXXCHHUIO IOKYMEHTOB, HE MOICXKAIIUX XPAHCHUIO
COrJacHO NPUIOKEHUIO 31 K HaCTOSAI UM [IpaBunam.

26. Onucu aen, T0KYMEHTOB U aKTy O BBIJICJICHUU K YHUUTOXEHUIO TOKYMEHTOB,
HE TOJUISKAIUX XPAHCHHIO, B TIpeIeNiaX KaKI0TO apXUBHOTO (POH/IA TIPUCBAUBAIOTCS
CaMOCTOSITEJIbHBIE NOPAAKOBBIE HOMEpa.
Onuck nen, JOKYMEHTOB 3aBEPIIAETCS MO JOCTHXKEHUH KOJIMYECTBA BKIIFOUEHHBIX
3arojJoBKOoB 9999  (meBsATM  ThHICAY  AEBATUCOT JACBSHOCTA  JEBSTH).
[Tocnenyromei onucu el NPUCBAMBAETCS OYEPENHOM IMOPSAKOBBIM HOMED.
Onucu e, JOKYMEHTOB, COCTABJIICHHBIE B CBSI3U C PEOPraHu3alneil (JIMKBUIANER
) OpraHu3alkK, 3aBEpIIAIOT COOTBETCTBYIOILIYIO CBOJIHYIO OMKCH BHE 3aBUCHMOCTH OT
0o0Iero  KOJWYECTBA  BKJIOUYEHHBIX  3arojOBKOB  JI€ll  JOKYMEHTOB.
27. Ilpu oopmiIeHMN OMUCH 3ar0J0BKHU JieN (TOMOB, YacTell Jey) HyMepyloTcs B
BaJdlOBOM nopsaKeE.
28. 3aroJioBKH JOTOJHUTEIHHO OOHAapYKEHHBIX J€J1 BHOCATCS B
COOTBETCTBYIOLIYIO ONUCH O] JUTEPHBIMH HOMEPAMH B COOTBETCTBHM C MPUHATON
cucrematusanuei. [Ipu konuuectBe cBhiie 10 gen cocraBisieTcsl TOMOJIHUTENbHAS
ONUCH c CaMOCTOSTENbHOU HyMepanueu nx 3aroJIOBKOB.
[locne BHeceHHS B OMKCH 3aMHCEH O TMOCTYIJICHWH WX BBIOBITHH €T
COCTaBJISIETCSl OKOHYATENIbHAsi UTOTOBAs 3alKCh, B KOTOPOW YKa3bIBAIOTCS TaKKe
OCHOBaHMUS BHECEHHBIX U3MEHEHUMN.
29. Jleno, BKIIIOYAIOIIEE JOKYMEHTHI 3a psJl JIET, BHOCUTCS B OMUCH IO TOIY
3aBEJICHUS B JIEJONPOU3BOJICTBE, 3@ MOCIEIYIOUIUE TObl YKA3bIBAETCA €0 3aroJIOBOK,
a B rpadpe "lIpumeuanume" - ormerka "CmoTpum  nmeno  No'".
30. Onuce aen, TOKYMEHTOB MOCTOSIHHOTO XPAHEHHUS YTBEPKIAAIOT PYKOBOIUTEID
opranm3anuu 1 OIIK MecTHOro HUCHOTHUTENBHOrO oOpraHa (pecrmyOJHMKaHCKOTO
rocyJapcTBEHHOTO apxuBa) 1o corjacoBanur c¢ [[OK (OK) opranuzanum.
Onuce Jen no JUYHOMY COCTaBY YTBEPXKAAET PYKOBOJAMUTENh OpPraHU3ALUU 110
cornacoBanuto ¢ [[9K (OK) opranuzanuu u 11K MeCTHOro UCTIOTHUTEILHOTO OpraHa
(pecnyOIUKaHCKOTO rocyJaapCTBEHHOTO apxuBa).
Omnuce e, TOKyMEHTOB BpeMeHHOro (cBbiiie 10 yeT) XpaHeHHs] yTBEpPKAAeT
PYKOBOAUTENb oOpranu3zanuu no cornacoBanuto ¢ LOK (OK) opranusanuu.



31. AKT 0 BBIJICJICHMU K YHUUTOKCHHUIO JOKYMEHTOB, HE TOJJICKAIINX XPAHEHUIO,
YTBEPXKIAET PYKOBOAUTENL opranu3anuu no coriacoBanuto ¢ [[OK (OK) opranuzamnuu
u DOIIK MecTHOro MCIOTHUTEIBHOrO opraHa (pecmyOJUKaHCKOTO IroCyaapCTBEHHOTO
a p X U B a )

32. Opranuzanuu, He SBJSIONIMECS UCTOYHUKaMU nonoiaHeHus: HanmonansHOTro
apXuBHOro ()OHJIa MOTYT HE MPEACTABISATh OMHUCH JIEN, JIOKYMEHTOB TMOCTOSHHOTO
XpaHEeHUs, IO JTUYHOMY COCTaBY U aKThl O BBIACICHUU K YHUUTOXKECHUIO TOKYMEHTOB,
HE TOJIJISKAIIUX XPaHEHHUI0, Ha yTBepkeHue (cornacoanue) JIIK.

ITopsanok cocTaBieHHA ONMCei A€, JOKYMEHTOB

33. DieMeHThl ONUCATEIbHOW CTAaThU M MOPSJOK BHECEHUS 3aroJIOBKOB JIEII,
JIOKYMEHTOB B OMKCh, 3all0JIHEHHE Tpad) ONUCH aHAJIOTUYHBI MOPSAKY, U3JI0KEHHBIM B
npaBuUiIaX JOKYMEHTHUPOBAHUS U yIpaBJICHUS JOKYMEHTAaIUEN.

34. B onuck nen, JTOKyMEHTOB IMOCTOSSHHOTO XPaHEHHUs BHOCSTCS 3aroJIOBKH JE,
1 OKYM®EHTOB

1) oTHeceHHBIX K cocTaBy HannoHanbHOro apXuBHOTO (POH/A, OTIOKUBIIUXCS B
NesATEIIbHOCTHU CTPYKTYPHBIX nojapas3aelieHui OpraHH3aluu;

2) chopMUPOBaHHBIX U3 JIOKYMEHTOB, BBIJEIEHHBIX U3 JI€] C BPEMEHHBIMU
CpOKaMM XpaHeHus, UMeBIINX OoTMETKY "OIIK", mpuyeM TOIBKO Mociie CBEPKH UX C
HOMEHKJIATypOM JeJ OpraHu3aldM 3a TOT K€ IoJ U IPOBEPKHU IPABUIBHOCTH
dbopmupoBanus U odpopmieHus jAen. B HE0OOXOIUMBIX cllyyasxX 3aroJiOBKH e
YTOUHSIIOTCS, Jejia TMOJABEPraloTcs pacliuBKe U NepeGOpPMUPOBAHUIO TpHU
OOHapyXeHUHU, 9TO IeJ0 copmupoBaHo HEINPaBUIIBHO;

3) 3aBepIICHHBIX JAEIONPOU3BOACTBOM JIMUHBIX JI€]l PYKOBOJMUTENEH OpraHu3anui
pecnyOIMKaHCKOro, 00JaCTHOI'O YPOBHEH, opraHu3aliil ropo1oB pecnyOIMKaHCKOTO
3HA4YEeHUS, CTOJIUIBI PecnyOnuku KazaxcraH;

4) 3aBEpLICHHBIX JEJIONPOU3BOACTBOM JIMYHBIX [J€JI IMOJUTUYECKUX
rocyaapcTBEHHBIX CAyXalUX;

5) 3aBeplIeHHBIX JEIONPOU3BOJCTBOM JIMUHBIX J€]1 PaOOTHUKOB, UMEIOLIUX
BBICIIME 3HAKU OTJIMYMSI, NTOYETHBIE TOCYJapCTBEHHbICE M WHBIC 3BaHUSI, HArpajsbl,
y4e€HB e CTEMmEeHU.

35. Cucrtemaru3anys 3aroJIoBKOB €MHUIL XpaHEHUS B IpeJiesiax apXUBHOIO (HoHAa
1o paszaenaM (mojapasjesiaM) CXeMbl CHCTEMAaTHU3aluH MPOBOAMUTCS C YYETOM OJHOTO
U HECKOJIbKHUX CIeNyHIHUX NPHU3HAKOB:

1) cTpyKkTypHOro (B COOTBETCTBUM C MPUHAMIEKHOCTHIO €IMHUL] XPAHEHUS K
CTPYKTYPHBIM NOJNPA3AECICHUAM);

2) XpOHOJIOTUYECKOTO (110 MEePUOJIaM WM J1aTaM, K KOTOPbIM OTHOCSTCS € AMHUIIbI
X paHeEeHUTSST) ;



3) byHKIMOHATBEHOTO, OTPACIEBOTO, TEMATHYECKOTO, MPEIMETHO-BOMPOCHOTO (C
y4eToM (yHKIIMN OpraHu3aliy, TEM WIM BOIIPOCOB, KOTOPHIX KACAETCS COJACPKaHUE
€EIUHUTI XpPaHEHUSA) ;

4) HOMUHAILHOTO (T10 JEIONPOU3BOACTBEHHON (pOopMe - BUAAM U PA3HOBUIHOCTSIM
JOKYMEHTORB ) ;

5) KOppECOHACHTCKOTO (110 OpraHu3alUsIM U JUIaM, B Pe3yJIbTaTe MEPEMUCKHU C

KOTOPBIMHU oOpa3oBaiauch € IUHHU I bl XpaHEHUs);
6) reorpaduyeckoro (B COOTBETCTBUU C OMPEJCICHHBIMU TEPPUTOPHUSIMH,

HACEJICHHBIMU MYHKTaMU M JPyTUMU reorpapuiyeckuMu oObEKTaMHu, ¢ KOTOPBIMU

CBA3aHO  COJIEpXKaHUE  JIOKYMEHTOB, HMX  aBTOPbl, KOPPECHOHAECHTHI);

7) aBTOpCKOTO (IO HA3BAaHWSM OpPraHM3aAUN WU (PaMUIUSAM JIMI, KOTOpbIE

SBISAOTCS aBTOpamMu JOKYMEHTOB).

36. Coueranue CTPyKTYpHOT'O U XPOHOJOTHYECKOTO MPU3HAKOB JIA€T JIBa BApPUAHTA
CXEMBI CUCTEeMAaTHU3alluu: XPOHOJOTUUYECKU-CTPYKTYPHBIN u
CTPYKTYPHO-XPOHOJOTHUYECKHM.

37. XpOHOIOTUYECKU-CTPYKTYpHAsd CXEMa CUCTEMATU3AlUN MPUMEHAETCS MO
OTHOIIEHUI0O K (OoHIaM JAeiCTBYIOIIeH opraHu3anuu (y4uThiBas HalibHEHIee
MOTIOJITHEHUE JOKYMEHTOB ATUX apXUBHBIX (POHAOB) U JIMKBUIUPOBAHHBIX OpPTraHU3aIIN
c 4yacTo MEHSIBUIEHUCH CTPYKTYpOH.

[Ipu cucTtemaTu3aluu MO 3TOW CXEME€ €IWHHUIBI XPAHEHHS TPYNIUPYIOTCS B
apxuBHOM (POHJIE, IPEK/IE BCETO, IO BpPEMEHH UX CO37aHus (10 rogam, mepruojaam), a B
npeaenax KaxJaoil XpOHOJOTHYECKON TPYIIIBI - MO CTPYKTYPHBIM MOAPA3IAECICHUIM
Opravwumisaluu

38. CTpyKTypHO-XpOHOJIOTHYECKAs CXE€Ma CUCTeMaTU3allul MPUMEHSETCS IO
OTHOIIICHUIO K (DOHIaM OpraHu3aluii, UMEBIINX CTAOUIBHYIO CTPYKTYPY, U3MEHECHUS
KOTOPOM MPOUCXOAUIU PEAKO, a TAKXKe MPU CUCTEMAaTU3alUM €IUHULl XPaHECHUS
JUKBUIUPOBAHHBIX OpraHU3alUMN.

[Ipu cucrematu3anuu Mo 3TOM CXeMe €AUHHUIIBI XPAaHEHUS! TPYNIUPYIOTCS IO
CTPYKTYPHBIM NOAPA3AECICHUSIM OpPraHU3alHM, a B Mpeleiax KaxI0H CTPYKTYpPHOU
rpynnsl - 10  BpeMeHu  (GOpMUPOBAHHUSA  €AUHUI]  XPaHEHHUS.

39. XpoHonoruyecku-QyHKIIMOHAIbHAS WK (HYHKIIMOHATBEHO-XPOHOJIOTHYECKAs
CXEMBbI CHUCTEMAaTHU3alMU MPUMEHSIOTCS MO OTHOIIEHUIO K (POHJAM OpraHu3aluil ¢
4acTo MEHSBIIEHCS CTPYKTypOH 1501071 HE MMEIOIINE ee.

[Ipu cuctemaTuzanuu eIUHULl XPaHEHUsI 110 XPOHOJIOTUUECKU-(DYHKIIMOHAIBHOM
CXeMe TpyHIupOBKa UX MPOUCXOJUT BHAYaje MO XPOHOJOTHYECKOMY IMPU3HAKY, a
3areM 1o (GyHKUMSIM (BUJIaM, HAMPABICHUSAM) AESITEIIbHOCTU opranu3anuu. [Ipu stom
HNOATPYIIBI JIeJT PacHojiaraloTcsi ¢ y4e€TOM 3HAUYMMOCTU (PYHKIUMN opraHuzanuii (
PYKOBOJCTBO, TJIaHUPOBaHUE, (PUHAHCUPOBAHUE, YUET U OTUYETHOCTh, CHAOKEHUE U
COBIT, KaJp bl u TakK nanee).



[Tpu cucremaTH3anuy eIWHUL XpaHEHHs M0 (PYHKIIHMOHATBHO-XPOHOJIOTHYECKOM
CXeME€ OHM TPYNIHPYIOTCS BHauyaje Mo (PYHKIUSAM JESITEIbHOCTH OpraHu3aluu, a
3aTeM no XPOHOJIOTHUYECKOMY IIPU3HAKY.

40. XpOHOJIOrMYECKU-TEMATUYECKAS NN TEMATUYECKU-XPOHOJIOTUYECKAsI CXEMBI
CUCTEMAaTH3aluU €IMHUIL] XPAHEHUS! IPUMEHSIOTCS 110 OTHOLIEHUIO K HEOOJIBIIUM IO
o0beMy apXMBHBIM (oHAaM. B mepBom ciyuyae 3arojoBKH €IWHHUIl XpaHEHUs
pacIoJlararoTcs CHavayia 1o XpPOHOJIOTMHU, U BHYTPHU Ka)XJOTO TOJa IO OTAECIbHBIM
TeMaM (BOIpocaMm) B 3aBUCUMOCTH OT MX 3HAYMMOCTH; BO BTOPOM CIy4yae €AMHMIIbI
XpaHEHUsl CHayajla TPyNIUpyrOTCs MO TemaM (BOIpocaM), a 3aTeM BHYTPH KaxKJIOH
T € M bl o XpPOHOIJIOTHUHU.

41. XpOHOJOTUYECKU-HOMUHAIbHAS U HOMUHAJIBHO-XPOHOJOTUYECKAS CXEMBI
OPUMEHSIOTCS JUISl CHCTEMAaTH3aI[MH 3aT0JIOBKOB €IMHUI] XPAHEHUSI apXUBHBIX (DOHIOB
OecCTpYKTYpHBIX OpraHM3alluii: CHaJyajla [0 XPOHOJIOTMH, BHYTPU Ka)KIOro roja Io
BUJIaM €IMHUI XPAaHEHUs WM CHayajga [o0 BUJAM E€IWHHUI] XpaHEHHs (MpHUKa3bl,
OpPOTOKOJBI, IUIAHBI M JAPYrM€) U BHYTPU KaXJAOro BHAA IO XPOHOJOTHH.

42. JIOKyMEHTBI IO JUYHOMY COCTaBY, HAYYHO-TEXHUYECKAs JTOKYMEHTALUs B
apXMBHBIX (OHJIAX HAyYHO-UCCIEIOBATEIbCKUX OpraHu3aluid, pPYKONUCH B
U3JIaTeIbCTBAX, UCTOPUM OOJIE3HEN B MEAMIIMHCKUX OpPraHU3alUsiX, aKThl IPOBEPOK B
(oHIaX KOHTPOJBHBIX OPTaHOB BBIACISAIOTCA B 0COObIE TPYIIIBI M CUCTEMATU3UPYIOTCS
0060c00JIeHHO OT YIpPaBIECHYECKOU JOKYMEHTALlUU.

43. KUHOAOKYMEHTBl WM BHJIECOJOKYMEHTBHl CHCTEMATU3ZUPYIOTCH:

1) mo BunaMm - puIbMBI, CHELBBIIYCKH, KHHOXYPHAJbl, OTIEJIbHbIE KUHO- U
TE€IECIXETBH ;

2) mo rojgaM BbIMyCKa (UIBMOB, CIEUBBINYCKOB, KHHOXYpPHAJOB;

IPOW3BOJCTBEHHBIM  HOMEpaM  OTHAENbHBIX  KHHO- U  TEIeCI0KETOB;
3) €EAUHULAM ydyeTa (koMOIIIeKTam);
4) IBETHOCTH (uBeTHBHIE, yepHO-0enbie);

5) ¢opmary nmenkm (8 mMm, 16 mm, 35 mm, 70 MM u apyrue).

44. @OOTOAOKYMEHTHl CHCTEMATHU3UPYIOTCS MO BHUAAM:

1) HeraTuBhl pa3IUYHON LBETHOCTH (LIBETHBIE WJIM YEPHO-O€IIbIe) U pa3MepoB,
KOTOpble 0003HauaroTcs udpamu 2 - § (1udpa 2 COOTBETCTBYET HETATUBY Pa3MEpPOM
25cmx3,5cem;3-6ecmx6cem;4-6cmMx9cem; 5-9cemx 12em; 6-10cecmx 15 em; 7
- 13 CM X 18 CM; 8 - 18 CM X 24 CM).
[Ipu cucremaTuzanuu HeOOJIBIINX 0O0BEMOB HETATUBOB pa3MEPOB 6-8 momycKaeTcs

U X O0OBbEeIUHECHHEC B ONHY rpynny;
2) cnaiasl (IMANMO3MTHUBBI) PA3JIMYHOW IIBETHOCTH;
3) NO3UTHUBBHI, boTOOTHEUATKH;
4) boToanbO60MBH ;

5) aAuadumiab M Bl ;



6) PJIEKTPOHHBIE NOKYMEHTHI ((OTOJOKYMEHTH Ha HHUGPOBBIX HIM HHBIX
COBPEMEHHBIX  HOCHUTENAX), KOTOpble o00Oo3HauaroTcs OykBoud  "O".
45. ®OHOAOKYMEHTBHI CHUCTEMATU3UPYIOTCS MO BHUJAM 3allUCU 3BYKOBOU
uHpopmalu - poHorpapuyeckas, rpaMMoPOHHAsI, ONITUYECKAsI, MATHUTHAsA, Jla3epHas
. Ha (oHOTOKYMEHTBI OIpEeAEeIEeHHOr0 BH/Ia 3aIMCH COCTABISECTCA OT/AEIbHASI ONUCH.
BuyTpu BUI0B (POHOIOKYMEHTHI pacIioiaraloTcsi Mo €UHUIIAM y4eTa U KOMILJIEKTaM.
46. Onmce ne, TOKYMEHTOB IIOCTOSIHHOTO XPaHEHHUS! UMEET TUTYJIbHBIN JINCT
corjacHo mpuioxeHuto 14 k HacrosiuuMm [lpaBunam, comepxkanue (OrjiaBieHUE),
OpeAuCIOBUE, CIOUCOK  COKpPAaUIeHHBIX CJIOB WM  HUTOTOBYIO  3alHCh.
[lepen HazBanueM (oH/Ia HA TUTYJIBHOM JINCTE OCTABIISIETCS] MECTO JIJIsl HAITMCAHUS
MOJIHOTO Ha3BaHMUS TOCYAApPCTBEHHOTO apXuBa, B KOTOPOM OyIayT IOCTOSIHHO
XPaHUTHCA nena (TOKYMEHTHI) JaHHOU OpraHU3aluu.
47. Onuce 1€, NTOKYMEHTOB MOCTOSSHHOTO XpaHEHHUs COCTaBJIsAETCA B 4-X
JK3EMILISIpax, IIOCJIE€ €€ YTBEPXKAEHHUS TpU DHK3EMIUIsIpa NepenarTcs B
rOCyJapCTBEHHBI apXWB, OJUH - OCTaeTcsi B AapXHUBE€ OpTraHU3aIUH.
48. Onuch e Mo JUYHOMY COCTaBY UMEET TUTYJIbHBIN JIUCT U UTOTOBYIO 3aIHUCh.
Ha rtutynsHOM JucTe He mnpocTaBisercs oQuiMalibHOe HaWMEHOBAHUE
roCyAapCcCTBEHHOTO apxuBa.
[Ipn HEOOXOAMMOCTH K OMKMCH MOTYT COCTaBIISITHCS OTJIABJICHUE, ITPEAUCIOBHE,
COHUCOK COKpauleHHBbIX CIOB.
49. B omnuce A€l 1O JMYHOMY COCTAaBY BHOCSTCS 3arojOBKH:
1) npukazoB (pacrnopsiKeHu) pyKOBOAUTEIS OpraHU3aIlK 110 JTUYHOMY COCTaBY;

2) COUCKOB paOOTHUKOB;

3) KkapToyeKk MO Yy4YeTy JHUYHOTO COCTaBa, JHUYHBIX €],
4) JUIIEBBIX CYETOB pPabOTHUKOB;

5) cnuckoB (PU3MYECKUX JIMI] W IUIATEKHBIX MOPYUYCHUN Ha IMEPEUUCICHUE
00s13aTEeIbHBIX MMEHCUOHHBIX B3HOCOB, COIIMAJILHBIX B3HOCOB,;
6) TPYAOBBIX JOTOBOPOB;

7) HEBOCTPEOOBAaHHBIX IOJJIMHHBIX JIMYHBIX JOKYMEHTOB pPaOOTHHUKOB;
8) aKTOB O HECYACTHBIX CIIy4yasX Ha MPOU3BOACTBE M MHBIX J€JI, KACAIOLIUXCS
peanu3zanuu npas u 3aKOHHBIX UHTEPECOB rpaxkJaH.
50. Cuctemarn3anus 3aroJIOBKOB B OIMCH JEJI 110 JUYHOMY COCTaBY ONPEAEIIAETCS
XPOHOJIOTUYECKUM, CTPYKTYPHbIM  ((QYHKUIHMOHAJIbHBIM) M HOMHHAJIbHBIM
KJ1acCU(UKALMOHHBIMU TPU3HAKAMU: 3arojOBKM JEJd TPYyNIUPYIOTCS MO TOAY
3aBeleHUs (3aBEpIUEHMS) B JEJONPOU3BOJCTBE, BHYTPH KaXJOro roja - IO
CTPYKTYPHBIM HOJpa3AeIeHUSAM (HanpaBIeHUSAM JESITEIbHOCTH) OpraHU3alluu, BHyTPpU
NOCIEAHUX - B nopsake yObIBaHUSA Ba)XHOCTHU aed.
51. Kaprouku mo yuyeTy JMYHOIO COCTaBa U JINYHBIE JAesia paOOTHUKOB (Mpu
o0bemMe cbilie 20 3a roj) BHOCATCS B CAMOCTOATENIbHYIO ONHUCH Jed. VX 3aronoBku



IPYNIHMPYIOTCS IO TOAY 3aBEpPUIECHUs JI€Jl B JEJIONPOU3BOJCTBE, BHYTPU roja - B
andpaBUTHOM nopsaKe bamunuit pabOTHUKOB.
52. Onuck Aen 1mo JUYHOMY COCTaBY COCTaBIISIETCA B 4-X dK3EMIUISIpax, MOCie ee
YTBEPKJICHHUS OJIMH SK3EMIUISIp MEepeAaeTcs B TOCYyAapCTBEHHBIM apXuB, TpU -
OCTAITCH B apXxuBe OpraHU3ALUU.
53. Ha TUTyIpHOM JIMUCTE OMUCH JIeJl, TOKYMEHTOB BpeMeHHOro (cBbime 10 ser)
XpaHEHHsI HE IPOCTaBIsAeTCA 0(OUIIMATIEHOE HAMMEHOBAaHNE FOCYJapCTBEHHOIO apXUBa.
54. K onwmcu gen, 1OKyMEHTOB BpeMeHHOTO (cBbimie 10 5eT) xpaHeHus Mo
YCMOTPEHHUIO apXHBa MOTYT COCTAaBJATBHCS OIJIaBJIEHUE, MPEIHMCIOBHE U CIIHCOK
COKpalleHHBI X CIOB.
55. B omnwuchk nen, JOKYMEHTOB BpeMeHHOTo (cBbiimie 10 jeT) XpaHeHUs
BKJIFOYAIOTCS 3aroJIOBKH JIeJI, UMEIOIIMNX JUIUTEIbHOE MPAKTUYECKOE 3HAUYECHHUE IS
UH(GOPMAIUOHHOTO obecrieueHus NesiTeIbHOCTHU OpraHu3aIuu.
56. CucremaTu3alus 3arojoBKOB /i€, JOKYMEHTOB B OIKMCH €]l BPEMEHHOTO (
cebimie 10 7€T) XpaHEHUsS OMPEACNSIETCS XPOHOJOTHYECKU-CTPYKTYPHBIM HIIH
XPOHOJIOTUYECKU-PYHKIUOHAIBHBIM  (XpPOHOJOTMYECKU-HOMUHAJIBHBIM) U
HOMUHAJIbHO-JIOTUYECKUM KJIacCU(PUKATMOHHBIMHU NpU3HAKAMU.
57. Onucek Aein, TOKYMEHTOB BpeMeHHOro (CBbIIIe 10 JeT) XpaHeHUs! COCTaBIACTCS
B 4-X D3K3eMIUIsIpax, IOCJIE€ €€ YTBEPXKACHUS OJMH JK3EMIULIp IepenacTcs B
rocyJapCTBEHHBIA apXUB, TPH - OCTAIOTCA B apXUBE OpraHU3allUU.

HOpﬂJIOK COCTABJICHHI aKTa O BHIACICHNHA K YHUITOXCHHUIO JOKYMCHTOB,
HC IOJICXKAINX XPAaHCHUIO

58. AKT O BBIJIETIEHUH K YHUUYTOKEHHIO JOKYMEHTOB, HE MOJUIEKAINX XPAHEHHUIO,
COCTaBJIACTCS OTHOBPEMEHHO c OIUCIMHU nel, JOKYMEHTOB.
59. B aKkT BKJIIOYAIOTCS 3arojIOBKU €N U JOKYMEHTOB C UCTEKIIMMH CPOKAMU
XpaHeHusT Ha | sHBaps roga, B KOTOPOM HPOBOJIHUTCA JKCHEPTH3a LEHHOCTH
1 OKYMEHTORB
60. AKT O BBIJICTICHUY K YHUYTOKECHHIO JOKYMEHTOB, HE IOJUIEKAINX XPAHECHHUIO,
COCTAaBJIAETCA B JBYX DK3EMIULAPAX, KOTOPBIE IIOCIE €r0 YTBEPKACHUS MEPEAAIOTCS B
rocy1apCTBEHHBIU apXHUB U apXHUB OpraHu3anuu.
61. JIOKyMEHTBI ¢ UCTEKIIMMHU CPOKaAMU XPAHEHUS BBIACIISIIOTCS K YHUUTOKEHUIO
TOJIBKO IIOCII€ YTBEPXKIACHHUS OIMCEH M aKTa O BBIJCICHUHM K YHMYTOKCHHIO 3a
COOTBETCTBYKIUU Nepuon.
62. JIOKyMEHTBI, 3ar0JIOBKM KOTOPBIX BKJIIOYEHBI B aKT, MOTYT CAaBaThCs
OpraHU3aLUsAM 110 3arOTOBKE BTOPUYHOT'O ChIPbS WU YHUYTOXKEHBI.



ITopstok mpoBeeHHUS SKCIEPTU3EI EHHOCTH
HAay9HO-TEXHHUIECKOH JOKyMEHTAINH

63. OCOOEHHOCTBIO MPOBENCHUS AKCIEPTU3bI IIEHHOCTH OCHOBHBIX BHUJOB
HAy4YHO-TEXHUYECKON JOKYMEHTAIUU SIBISETCS MPOBEACHUE TAHHOM SKCIIEPTU3bI B [1BA
5 T a nm a

64. Ha nepBoM dTane no NpoOeKTHON, KOHCTPYKTOPCKOM M TE€XHOJOIMYECKON
JOKYMEHTAIIMU TPOBOJUTCS BBIOOp MPOEKTOB H3JAEIUN MPOMBIIIJIEHHOTO
OpPOU3BOJACTBA M TEXHOJOTMYECKUX MPOILECCOB, OOBEKTOB IUIAHUPOBKH U
KallUTAIBHOIO CTPOMTENICTBA, HAYYHO-TEXHHUYECKAass JOKYMEHTalHs IO KOTOPBIM
HONJEXKUT nepepave Ha NOCTOSHHOE XpaHEeHHe.

KoHeuHBIM pe3ynabTaToM MEpBOro 3Tama 3KCIEPTU3bl SBISIETCS COCTABIICHHE
HnepeyHsl MPOEKTOB, MPOOIEM, HAyYHO-TEXHHUYECKas JIOKYMEHTAlUs MO KOTOPHIM
NOJUIEKUT Tepefaye Ha rocyAapCTBEHHOE XPaHEHHE COrJIACHO NPWIOKEHHI0 15 k
HAaCTOSAU UM [IpaBunam.

65. IlepeyeHb OMpoOEKTOB, MPOOJIEM, HAYYHO-TEXHUYECKAsT JOKYMEHTAIUs IO
KOTOPBIM TOJJICKUT TMepe/laue Ha IMOCTOSHHOE XpaHEHHe (jajnee - IMepeyeHb),
cocTaBisieTcss paOOTHUKOM apXMBa COBMECTHO CO CHELHMAIMCTAMHU OPTaHU3allUH 3a
ONpENEIICHHBI IEepHOJ BPEMEHHM, HauMHas C Hadala €€ JIeATEIbHOCTH.

[lepeyenp cocTaBiseTcss HE pexXe OJHOro pasza B MATh JIeT.
66. CucreMaTtuszanusi NPOEKTOB, HM3/EJIMH, BKIIOYEHHBIX B IEPEUYCHbD,
OCYLIECTBIISETCS o XPOHOJOTUYECKOMY, TEMAaTHYECKOMY,
TEMAaTHUKO-XPOHOJIOTUYECKOMY NpU3HAKY.
67. Ilepeuens cormacoBeiBaeT [[DK (DK), yTBepxkmaeT pyKOBOIAUTENH
opranuzanuu u OIIK MecTHOro HCHOTHUTENBHOrO oOpraHa (pecmyOJUKaHCKOTO
FOCYyIapCTBEHHOTO apxuBa).
K nepeunto npunaraeTcsi MpoTOKOJ WM BbIMUCKA U3 MpoTokoia 3acenanus LIOK (
2 K) OpraHu3aNuU.
[lepeueHb cocTaBISIETCS B IBYX SK3EMILIIpaX, rmocie yreepxkacHus J1IK mectHoro
UCIIOJHUTEIBHOTO OpraHa (pecnyOJIMKaHCKOrO TOCyAapCTBEHHOI'O apXuBa) OJUH
AK3EMIUISIP BO3BpAlla€TCsl OPraHU3alMM, a JAPYroil - OCTaeTCs B rOCyAapCTBEHHOM
a p X U B €
68. DOkcmepTu3a [EHHOCTH HAay4YHO-HCCIEJOBATEIbCKOU H
NATEHTHO-JIMLIEH3UOHHOW JTOKYMEHTAlUU MPOBOJUTCS B OJUH 3Tal 0€3 COCTaBIICHHUS
o e p e 494 H 4

69. Ha BTOpOM 3Tame 3KCnepTU3€ LEHHOCTH MOABEPrarOTCs MPOEKTHBIE,
KOHCTPYKTOPCKHE U TEXHOJOTMYECKHE TOKYMEHTBI, BXOJSIIME B COCTAB MPOEKTOB,
U30€Nui, BKJI}0Y€E€HHBIX B NMEPEYEHB.

70. OnrcH ea COCTABISIIOTCS OTACIBHO HAa KaXAbId BHJI HAYYHO-TEXHUYECKOU



JOKYMEHTALUU (mpoekTHas, KOHCTPYKTOpCKas, TEXHOJOTuYeCcKas,
HAy4HO-UCCJIEI0BATENbCKAs, MaTEHTHO-TUIEH3MOHHAS) U UMEIOT CaMOCTOSITEIbHBIM
HOMEpP, K KOTOpoMy Jo00aBisiercss LUU(PPOBON HHAEKC, ONPENENSIONINi BU
Hay4YHO-TEXHHUYECKOU JOKYMEHTAUUU.
OnIHOBPEMEHHO OCYIIECTBIISIETCA BBISIBICHHE HOKYMEHTOB, HE HMEIOLIHUX
HAy4YHO-UCTOPUYECKON LIEHHOCTH W YTPATUBIIMX MPAKTUYECKOE 3HAYEHUE C LIEJIBIO
BBIJE€JIEHUS 1794 K YHUUYTOXEHHIO.
71. Ilo XKUIMIIHO-TPAXJAHCKOMY CTPOMTEIBCTBY Ha IMOCTOSIHHOE XpaHEHUE
O0TOMpaIOTCAd MHANUBUAYAIBHBIE TPOEKTHI 3JJaHUH, COOPYKEHH, B KOTOPBIX OTPA’KEHbI
OpPUTMHAJBHBIE  APXUTEKTYPHO-ILUIAHUPOBOYHBIE,  KOHCTPYKTHUBHBIE U
APXUTEKTYPHO-XY10KECTBEHHbIE 0COOEHHOCTH.

N3 cepurii TUIIOBBIX MPOEKTOB MEPENAIOT HA MOCTOSHHOE XPAHEHUE TUIIOBBIE
IPOEKTHI, HauOoJIee YacTO MPUMEHSEMBbIE B MPAKTHUKE C yUYE€TOM IPOTPECCUBHBIX
METON0B CTPOUTEIBHOTO NPOEKTUPOBAHMUS.

Cpenn NpOEKTOB-NIPUBS30K I CTPOMUTENBCTBA 31aHUM M COOPYKEHHM Ha
NOCTOSIHHOE XpPaHEHHME IMOCTYMAalOT MPOEKThI, pa3paOOTaHHbIE IJis 30H CJIOKHOTO
r€0JIOTHYECKOTO CTPOEHUS U MOBBIIIEHHON CEMCMUYHOCTH, B KOTOPBIX ITPUMEHEHBI
OpUTHHAJbHBIEC pelieHus UHXXEHEPHBIX BOIIPOCOB.

N3 sKCcnepuMEHTaNIbHBIX IPOEKTOB HA MOCTOSIHHOE XPAaHEHHE IEepelaroTcs
IIPOEKTHI TUIAHUPOBKU M 3aCTPOMKH IKCIIEPUMEHTAIBHO-IIOKA3aTENbHBIX ITOCEIKOB,
CEJIbCKMX HACEJEHHBIX MECT, NPOEKThl XKWUJIbIX W OOIIECTBEHHBIX 3JaHUMU.

72. Ilpu BbIOOpE OOBEKTOB MPOMBIIUIEHHOTO CTPOUTEILCTBA YUHUTHIBAIOT
creuu(pUKy TPOMBIIIJIEHHOIO MPOEKTHUPOBAHUS, KOTOPOE SBISAETCS B OCHOBHOM
UHIUBUIyaJIbHbIM, a TaKXe XapaKTepuzyercsi OoJbIIUM OOBEMOM OOBEKTOB
PEKOHCTpPYKIUHUU.

[Ipu BeIOOpE MHIMBUIYATBHBIX MIPOEKTOB HA MOCTOSIHHOE XpaHEHHWE OTOUpaIoT
KpyIHbIE OOBEKThl U KOMIUIEKCHI, SBJISIONIMECS BEAYIIMMH B OTPACISAX SKOHOMUKH
cTpaHbl. B OTAENBHBIX Claydasx OTOOpY MOAJIeKaT HEOONbIINE OOBEKThI, UMEIOLINE
OpUTMHAJIBHbIE 00BEMHO-INIAHUPOBOYHBIE PEUICHUS, B KOTOPBIX YUYTEHbl HOBEUIIHNE
OTEUECTBEHHBIE U 3apyOEKHbIE HAYYHO-TEXHUUECKUE JOCTUKEHUS, IPUMEHEHbBI HOBBIE
CTPOMTENIbHBIE MaTepHuaibl, HOBbIE BHJBI O00OPYJOBaHUS U MPOTPECCUBHBIE
TEXHOJOTHYECKHUE NpOLECCH.

73. BO0XO34MICTBEHHOE CTPOUTEIBCTBO XAPAKTEPU3YETCS 3aBHCUMOCTBIO
IPOEKTHBIX PEUIEHUN OT TOomorpauyecKux, reoJIOTHYECKUX U THUAPOIOTHYECKUX
yCIOBUH, OONBIIUMH OOBEMaMH 3eMENbHBIX pabor. BcaemcrBue »sTOro
IPOEKTUPOBAHUE OOBEKTOB BOJOXO35UCTBEHHOIO CTPOUTEIbCTBA  SIBJISIETCS
UHIMBUAYAIbHBIM. Ha mNoCTOSIHHOE XpaHEHHE OTOMPAOTCs OOBEKTHI KPYIHBIX
BOJIOXPaHUJINLI, MarucTpaJIbHBIX KaHaJoB, HaCOCHBIX CTaHILIUM.

74. 13 mpOEKTHOM NOKYMEHTALUU 110 PEKOHCTPYKIIMU MCTOPUYECKOW YaCTH



rOpOJIOB U PECTaBpalMi NaMATHUKOB APXUTEKTYPHI U CaJ0BO-IIAPKOBOTO UCKYCCTBA HA
NOCTOSSHHOE XpaHeHUue NOCTYMNAKT:
1) mpoeKThl NMIAHUPOBKU U 3aCTPOMKH TOPOAOB C MaMATHUKAMHU HCTOPHHU H
Ky JT5bTY P Bl ;
2) IpOEKThl OXPAHSIEMBIX TEPPUTOPUN MAMATHUKOB HCTOPUHU, APXUTEKTYPHI U
OPUPOJTHOTO danagmadgrTa;
3) OpOEKTHl IUIAHUPOBOK LEHTPAIbHBIX (MCTOPUYECKUX) PAllOHOB TOPOJIOB;
4) mpoeKTHl pecTaBpallid U BOCCTAHOBJIEHUS aPXUTEKTYPHBIX NMAaMSITHUKOB U
NaMSITHUKOB CaJo0BO-NapKOBOTO UCKYCCTBA.
75. CocTaB MPOEKTHOM JOKYMEHTAllUH, OTOMpaeMOl Ha MOCTOSTHHOE XpaHEHUE,
3aBUCUT OT MPAKTUKU Pa3pabOTKH MPOEKTOB B Pa3HbIE XPOHOJOTUYECKHUE MEPUOIBI.
Ha mnocrossHHOE XpaHeHHEe noOcCTymaeT padodas JOKYMEHTALHUS.
76. IIpu oT60pe KOHCTPYKTOPCKOM TOKYMEHTAllMM OCHOBHOE BHUMAaHUE yJIENsIeTcs
0a30BbIM MOJENSAM, YHUKAIbHBIM H3JI€JUSIM, TOJIOBHBIM oOpa3naM CEepUUHOro
npousBojacTBa. M3 Momudukanuii orOuparoTcs JUIIb T€, KOTOPbIE MPEACTABIISAIOT
coboi NpakTHYECKU HOBY IO MOJENb.
77. Ha cragun "TexHHUYECKOE MPEeIIOKEHNE" Ha OCTOSHHOE XPAHEHHE TOCTYIIAEeT
NOACHUTENbHAST  3allMcKa W BEIAOMOCTb  TEXHMYECKOTO  MPEHJIOKEHHUS.
Ha ctaguu "2cKku3HBIN NMPOEKT" - MOSICHUTEIbHAS 3allMCKa U BEIOMOCTh ACKU3HOTO
o0 p o€ K T a
[lepenadya JOKYMEHTOB HAa MOCTOSIHHOE XPaHEHHE HA 3THX CTaJAMIX JOIyCKaeTCs
npu pa3paboTke oco0o CJIOXHBIX U3JECIUN.
78. Ha cragnu "TEXHUYECKHN MPOEKT" HA MOCTOSHHOE XPAHEHUE MOCTYIAIOT

CIlelymuue B U ]I bl JOKYMEHTOB:
1) MOSICHUTENbHAA 3al0UCKa;

2) BEIOMOCTbH TEXHUYECKOTO MpOEKTa;

3) yepTe K obumrero BHUA;

4) TEeXHHYECKHE YCIOBHS Ha HW3rOTOBIEHHE O0O0pa3noB M3ACIHI.

79. Ha ctaguu "pabGodast JoKyMeHTaIusa'" Ha MOCTOSSHHOE XpaHEHUE TepeatoTCs:
1) wueprtexu oOuiero BuUIa YHUPUUUPOBAHHBIX Y3JOB;
2) TpynmoBOW  KOHCTPYKTOPCKUH  JOKYMEHT;
3) CXe€MBI H30€eaui.

80. UepTexu neraneil MOCTYMAOT HA MMOCTOSHHOE XPaHEHHE TOJBKO B Cllyyae
HOBH3HBI u OPUTHUHAJIBHOCTHU KOHCTPYKIIUH.
81. DxcnepTru3a LEHHOCTH TEXHOJIOTMYECKON JOKYMEHTAIlMU aHaJOTU4Ha
METOJAUKE  DKCHEPTHU3BI EHHOCTH KOHCTPYKTOPCKOM JOKYMEHTAIUH.
[Ipu oTO6Ope 0OBEKTOB HAa MOCTOSIHHOE XpaHEHHE HEOOXOAMMO YUHUTHIBATH:

1) creneHb aBTOMAaTU3alMKM, MEXAHU3ALUU U TUMHU3ALUA TEXHOJIOTUYECKHUX

o0OpomececoBsB,;



2) OpUTrMHAJIBHOCTh M YHUKAJIbHOCTb WHJMBUAYAJIBHBIX TEXHOJIOTHYECKUX
o0 poumececoBs,;

3) MacmTaOHOCTh MPUMEHEHHUSI KaXKI0T0 U3 ATUX MPOIIECCOB U X SKOHOMUYECKYIO
O PEeKTUBHOCTGS.

82. Ilpu skcriepTH3e LEHHOCTH TEXHOJIOTMYECKOM JTOKYMEHTALIMM Ba)XXHOE
3HaYeHUE MMEET JOKYMEHTAllusl Ha cTajuM '"pabouas JOKyMeHTauus'", a Takxe Ha
cTtanusx "ombITHBIM oOpasen", "ycraHoBowyHasi cepusi”, €clii Ha JAHHBIX CTaIUAX
colepkaTcs OpUTHHAJbHbBIE TEXHUYECKUE pEelIeHHUS.

83. OCHOBHBIMH TE€XHOJIOTUYECKUMU JOKYMEHTAMH, MOJICKAINIMMHU MIepeaadye Ha
NMNOCTOSAHHOE XpaHEHHUE, ABISAIOTCA:
1) mapuipyTHasi KapTa, KOMIJIEKTOBOYHAsI KapTa, BEIOMOCTh TEXHOJIOTHYECKUX
JOKYMEHTOB, BEJOMOCTb TE€XHOJOTMYECKUX MapUIPyTOB, BEIOMOCTH COOPOUYHBIX
€IUHUIl K THUMOBOMY (TPYIIOBOMY) TEXHOJOTHMUYECKOMY IIpolieccy (Oormepaiun);
2) BEJIOMOCTH cObopkm U3nenus,
3) Be1oMOCTh 00OpYAOBaHMS, KapTa TEXHOJIOTMYECKOTO MpoIecca, KapTa TUIIOBOTO
(rpynmoBoOTro) TEXHOJOTUYECKOTO npoiecca;
4) MOCTOSIHHBIN TEXHOJIOTMYECKUIN pEraMeHT BEUIECTB, MPOAYKTOB, JEKApPCTB U
MUKPOOPraHU3MOB, J1A0OPATOPHBIA TEXHOJOTHYECKHUI PErIaMeHT, TEXHOJOTHUYECKUE
WHCTPYKIIMH 10 SKCIMIEPUMEHTAILHOMY MTPOU3BOJICTBY OMBITHBIX MAPTHI MPOAYKTOB U
1€ KapecTB ;
5) TEXHOJOTUYECKHE PEKOMEH ALK IO U3TOTOBJICHUIO HOBBIX BUAOB MPOJAYKTOB,
1€ KapecTB ,;

6) TEXHOJIOTHUYECKUE KapThl U OMHMCAHMS TEXHOJIOTMU TOJYUECHUS BEIIECTB,
IPOAYKTOB, JIEKAPCTB M MHUKPOOPTAaHU3MOB, CBOJHBIE TEXHOJOTHYECKHE (
MPOU3BOJCTBEHHO-TEXHOJOTUUECKUE)  CXEMbI,  pelenTypa, periamMeHThl,
pEeKOMEHaluu no TEXHOJOTUYECKUM npoueccam;

7) HOPMBI JOMTYCKOB OTKJIOHEHHH OT TEXHOJIOTHYECKUX PEKUMOB MTPOU3BOJICTBA,
TEXHOJIOTUYECKUM TachopT, KapTa YpPOBHS KayecTBa aTTECTYeMOH MPOJIYKIUU;
8) CBOJIHBIE OTUYETHI O COOTBETCTBUH HOBBIX MPOAYKTOB U JIEKAPCTB TPEOOBAHUSM
MEXJIYHAPOAHBIX u OTEUYECTBEHHBIX CTaHJapTOB;
9) TexHoJIOrMYEeCKUE (TEXHUYECKHUE) XapaKTEPUCTUKU U PacUEeTHBIC JTAHHBIE IO
obpaboTke u cbopke U3AEINUN,;

10) cBomHBIE pacueTsl MOBEPXHOCTEH, IUIOMIAAECH U IPYTrUX F€OMETPUUYECKUX
XapaKTePUCTHUK, U3TOTOBISIEMBIX U3/ETUN, TEXHUKO-O)KOHOMHUYECKAsl XapaKTepUCTHKA
00opyI0oBaHUsI, aTbOOMBI TEXHOJOTHUECKUX IMPOIECCOB, KOMIUIEKTHI CIIEIHAIBHOTO
TE€XHOJIOTUYECKOTO 000pyJ0BaHUs (MPUCIIOCOOICHUSI, MHCTPYMEHTHI, IITaMIIbI),
KOMILJIEKT NepeHala)XxuBaeMou YHUBEPCAITbHOU OCHACTKH.

84. OT0opy Ha MOCTOSTHHOE XpaHEHUE MOJJIEKHUT HAYUHO-UCCIEA0BATEIbCKAS
JOKYMEHTaIUs Mo mpoljaeMaM, OTHOCSIIUMCS K (PyHIaMEHTAIbHBIM U MPUKIaTHBIM



UCCJICIOBAHUSIM, TTO3BOJISIONIMM CYJIUTh 00 YpPOBHE Pa3BUTHS HAYKHU B JaHHOU 00JIacTu

85. Ha mnocTossHHOE XpaHEHHE  TMOCTYNalT:
1) 3amanus u TpeOOBaHUS Ha BBIMOJHCHUE HAYYHO-HCCIICAOBATEIBCKUX H
OTIBITHO-KOHCTPYKTOPCKUX pabOT, BKIIFOUEHHBIE B TOCYapPCTBEHHBIC, MK TyHAPOIHBIC
, MEXOTpacieBble NpOoTrpaMMBl;
2) sTamHbIC W MPOMEKYTOYHBIC OTUETHI, HMCIOIIUE CAMOCTOATEIILHOS 3HAUCHHUE,
cojiepkaiue HHPOPMAIMI0, UMEIONIYI0 HAayYHO-UCTOPHUYECKYIO IIEHHOCTh M HE
MOBTOPSIONIYIOCS B IPYTUX JTOKYMEHTAX, a TaK)Ke COCTaBICHHBIC BUAHBIMU JICATCIIIMA
HayKHu u TEXHUKUH;
3) oTyeTsl MO 3aKOHYCHHBIM TEMaM HAy4YHO-HCCIICI0BATCIbCKUX,
OTIBITHO-KOHCTPYKTOPCKUX, OTIBITHO-TEXHOJOTHICCKHUX u
AKCHNEPUMEHTAIbHO-MPOEKTHBIX paborT;
4) cBOJHBIE IOI0OBBIE OTUETHI O HAYYHO-UCCIIEI0BATENbCKUX paboTax, coAaepKalme
UTOTOBYIO, 0000IIEHHY IO HHDOpMaAIUIO;
5) pykomucu MoHOTpaduid, CTaTeH, TUCCePTAIIMU HAa COUCKAaHUE YUEHBIX CTEIECHEH,
aBTopedbeparts .

86. Ha mocrosHHOe XpaHEeHUE OTOUPAIOTCS PACCMOTPEHHbIE 3aABKU Ha
n300peTeHus (OTKPBITHA), TT0 KOTOPBIM MPHHSTHI PEIICHHUS O BBIJa4€ aBTOPCKOTO
CBUJAETENbCTBA (maTteHnrta).

87. N3 pacCMOTpEHHBIX 3asiBOK Ha MpeArnoiaraeéMble U300peTeHust (OTKPBITHUS), 11O
KOTOPBIM IIPUHSATHI perieHus: 00 0TKa3e B BblJaue aBTOPCKOT'O CBUIETENHCTBA (ITaTEHTa
), Ha TOCTOSTHHOE XpaHEHHWE OTOWUPAIOTCA T€ 3asiBKH, B KOTOPBIX COACPKATCS
panuoHalbHBIC HAyYHO-TEXHUYECKUE pelIeHus.

88. Ha mocTostHHOE XpaHEeHHE OTOMPAIOTCS 3aKOHYEHHBIE PACCMOTPEHUEM 3asIBKH
Ha TPOMBINUIEHHBIE OO0pa3ibl, MO KOTOPHIM MPHUHATHI PEHICHUS O BbIJAYEC
CBUJETENHCTBA WM TaTeHTa. llepemaroTcst Takke 3aKOHUEHHBIE PAacCMOTPEHUEM
3asBKU Ha MPOMBIIUICHHBIE 00pa3Iibl, M0 KOTOPHIM MPHUHSTHI PEIIeHus] 00 OTKaze B
BbIJJaye CBHUJIETEIbCTBA uiu naTteHTa, eclu:

1) oHM TOmAHBI BBIJAIOIIUMHUCS JACATEISIMA HAYKH W TEXHUKHU,
2) OHM COJEpPKAaT OPUTHHAIBHBIE XY/I0KECTBEHHO-KOHCTPYKTOPCKHUE PEIICHUS;
3) uX aBTOPBI HArpakICHbI IUILIOMaMH, MEAAISAMH U TPEMHUSIMH Ha BHICTABKaX.

ITopsanox popmupoBarusa 1 00pabOTKH en
C HAyYHO-TEXHUYIECKOM JOKyMEHTauen

89. Jleno ¢ HAyYHO-TEXHUYECKON JIOKyMEHTalue hopMHUpyeTcss U3 JOKYMEHTOB,
OTHOCSIIIIUXCS K OJHOW CTaJWH, OJHOMY OCHOBHOMY KOMILIEKTY, TeMe (COOpOYHOM
equuuie). JJOKyMeHTBl OJHOM CTaauM, OJHOTO OCHOBHOT'O KOMILIEKTa, TeMbl (



cOOpPOYHON €AMHHUIIBI), 3HAYUTEIbHBIX IO 00BEMY, MOTYT COCTaBIISATh HECKOJIBKO JEII.
90. Ilpu HayyHO-TEXHUYECKOU 00pabOTKEe JOKYMEHTOB MPUMEHSETCS KapTOUHbIN
crmocod WX onucaHus M cucTemaruzauuu. Ha kapTodky 3amMChIBAaIOT:
1) pabounii HOMep jena, KOTOPBIM 3amMcaH KapaHIalmloM Ha OO0JOXKKe
ONUCBIBAEMOTO nemna;
2) odunuarbHO€ HAWMEHOBAaHUWE OpraHU3alMU-pa3pabOTUNKa;
3) Ha3BaHue npoeKkTa (pa3pabOTKH, TEMbl HAYUYHO-HUCCIIEI0BATEIHCKOM PabOThI),
HOMEp o0BeKTa (TIPOM3BOACTBEHHBIN MG, 0003HaAUCHNE, HOMEPA TEMbI, OXPAHHOTO
I O0KYMEHT a) ;
4) Ha3BaHWE OCHOBHOTO KOMIUIEKTa (COOPOYHOW EIWHHUIIBI), €0 MapKHu;
5) damunus pyxoBoguTenss (aBTopa, aBTOPOB) TEMbI, IPOEKTA;
6) ronu OKOHYAHUSA pa3zpaboTKu;
7)  KOJNHMYECTBO  MNPOHYMEPOBAHHBIX  JIHUCTOB.
Kaproukn cucTteMaTu3upyroTcss B COOTBETCTBHM C IPHUHIATOU CXEMOU

CUCTEMAaTHU3alUHU e B OMUCH.
91. Hay4Ho-TexHHMUYECKas JOKYMEHTAIHs, TiepeiaBaeMas Ha TIOCTOSTHHOE XPaHCHHE

, MNOJJNEKUT MOJHOMY 0opOpPMICHUIO:
1) banbuoOBKE yepTexXeiu;

2) noamuBKe (mepemniaery) TEKCTOBBIX JOKYMEHTOB;

3) HyMepauuu TUCTOB;

4) COCTaBIIEHUIO 3aBEPUTEIbHBIX JUCTOB;

5) obOpMIIEHHUIO 00M0XeK Te.

92. I'paduyeckre NOKYMEHTHI NMOMEIIAIOTCS B MANKHU C TpeMs KJalmaHaMu U
3aBs3kaMu. B kaxkpoe neno BKIOYaroTcs He Oonee 50 JTHUCTOB UepTekel, YCIOBHO
npuBeAeHHbIX K (opmaty A4 (297X210 mMm), mpu ToduMHE Jena He Oojee
TPEX-YETBIPEX CAHTUMETPOB.

ITopsnok mpoBeAeHNU SKCIIEPTHA3HI EHHOCTH
ayIMOBH3yaIbHOM JOKYMEHTAITUU

93. Ilpu mpoBeneHUM 3KCIEPTHU3bl LIEHHOCTU M OTOOpE ayaMOBHU3YaIbHBIX
JOKYMEHTOB Ha XpaHEHUE YUYUTHIBACTCS MIOJHOTA U CTENIEHb COXPAHHOCTH KOMIJIEKTa
ay/IMOBHU3yaJIbHOTO JTOKYMEHTA, HAJIMYUE U KAa4eCTBO TEKCTOBOW CONMPOBOAMTENIBHON
JOKYMEHTAllMM, BO3MOXXHOCTh HAYYHOIO M NPAKTUYECKOTO HCIOJIb30BaHUS
ayAMOBU3YaIbHOTO JOKYMEHTa, a TakKe pEelaloTcs BONPOCHI MOBTOPSIEMOCTH
uHpoOpMalnu, AyOJIETHOCTH, MOTJOLUIEHHOCTH W BapUMAHTHOCTH ayAHOBH3YyaJIbHBIX
I OKYME®EHTOB

W3 nyOneTHBIX ayIMOBU3YalIbHBIX JOKYMEHTOB Ha rOCYJapCTBEHHOE XPAaHEHHE
0oTOMparoTCs ayJIMOBU3YyaJbHbIE JOKYMEHTHI, UMEIOIIHUE OOJiee BBICOKOE KaueCTBO



N300pakeHMs], 3allCH, IUICHKH, paclojararoue HeoOXOAUMBIM KOMIUIEKTOM
UCXOJIHOTO  MaTepuana M  CONPOBOAUTENbHOW (171  KUHOJOKYMEHTOB).
[Tornmomennpie KUHO- U (HOHOTOKYMEHTHI HE pacCMaTpUBAIOTCA 000COOJICHHO, TaK
KaK KHHOKaJIphl W (parMeHThl (OHOJAOKYMEHTOB HECYT Oyiarogapsi MOHTaxy
Pa3sTUYHYI0 CMBICTIOBYIO HAarpy3kKy M HE MMEIOT CaMOCTOSITEIbHOTO 3HadeHus. Mx
CeyeT aHAJIU3MPOBAThH IMPEXKIE BCETO B B3aMMOCBSA3HM CO BCEM OCTAIHHBIM
MaTepHualIoM KHUHO- u boHOOZOKYMEHTA.
N3 Heckonabkux BapuaHTOB (POTO U (POHOJOKYMEHTOB, HMEIOIIHNX
HAYyYHO-MCTOPHYECKYI0 U KYyJIbTYPHYIO II€HHOCTh, Ha TOCYJapCTBEHHOE XpaHEHHE
NPUHUMAIOTCS JOKYMEHTBI, OTIHYatonuecs: 0ojiee MOJHBIM COJEpKAaHUEM, JTYUIIUMU
KOMITO3UIIMOHHBIMHU, I[BETOBBIMU PEHICHUSIMU W YAOOHBIM IS HCIOJIB30BaHUS

paszMepom (nas GOTOAOKYMEHTOB).
94. B mporecce NpOBEACHUS] DKCHEPTU3bI I[EHHOCTH BBISBIISIOTCS
aylMOBU3yaJibHbIE  JIOKYMEHTBHI,  HUMEKIHE  KaKue-1ub0o  MOBPEXKICHUS.

[Ipu oOGHapyxeHun AehEeKTOB, OCOOEHHO XUMHUKO-OHOJOTHYECKOT0 XapakTepa (
MOKEJITEHUE, TJIECHEBEHUE, OTCIauBAHUE SMYJIbCUH), MPOBOJUTCS KOHTPOJb BCEX
ayJIMOBU3YAIBLHBIX JOKYMEHTOB JAHHOTO ToJa IPOU3BOJICTBA, XPAHAIIUXCS B
OJHMHAKOBBI X YyCIOBUSIX.

AynuoBu3yalbHbIC JTOKYMEHTBI, HMCIOIMHE AS(PEKTHI, IOJBEPraroTCs
pecTaBpaIioOHHO-TTPOGUIAKTHYECKON 00paboTKe B COOTBETCTBUHU C TpeOOBaHUAMHU
OTpACIIEBBIX HOPMATHBOB, PETIAMEHTHUPYIOIMIUX TOPSIOK MPOBEICHUS 3THX PabOT.

95. AyauoBu3yajbHbl€ JTOKYMEHTBI, OTJIOXKUBIIUECS B mepuoa a0 1922 roxa
BKJIIOYMTENbHO, K YHUUTOXXEHUIO HE BBIJICTSAIOTCA. Y HUUTOXKEHHUE ayIMOBU3YaJIbHbBIX
JOKYMEHTOB, OTJOXHUBIIMXCA B mepuol ¢ 1922 mo 1945 roa BKIOYUTENBHO,
OCYILIECTBIISIETCS C pa3pelieHUsl YIIOJTHOMOUYEHHOTO OpraHa.

INopsanox IpoBeACHU SKCIEPTHU3EI IEHHOCTH
SIIEKTPOHHEIX JOKYMEHTOB

96. DnexkTpoHHBIE JOKYMEHTHI, 00pa3yroliuecs B JeATeIbHOCTH OpraHu3alliy, B

3aBUCHUMOCTH OT BBIMOJHAEMBIX €10 3a7ad W (QYHKIUNA TOJpa3aelsitioTca Ha:

1) »oSJIexTpoHHBIE  yHOpaBlIeHYECKHE  JOKYMEHTHI;

2) D2JIEKTPOHHBIE  ayJAMOBU3YaJbHBIE JOKYMEHTHI;

3) DIEeKTpOHHBIE HAYYHO-TEXHUYECKHUE JOKYMEHTHI;

4) cneuududeckrue MHPOPMAIIMOHHBIE PECYPCHl, HE MUMEIOIIUE aHaJIOrOB Ha
OYMa)KHBIX HOCHUTEISX (JIEKTPOHHBIE KaTaCTPhl, PETUCTPHI, peeCTphl, 0a3bl U OAHKU

TAaHHBIX, HHTEpHET-NyOJuKaIuu 5 TOMY nogo0HOE).
97. OT60op Ha rocynapCTBEHHOE XpaHEHHUE AJIEKTPOHHBIX YNPABICHUYECKHX,
ay/IMOBU3YAJIbHBIX U HAYYHO-TE€XHUYECKUX JTOKYMEHTOB IPOBOJUTCA HA OCHOBE



KpPUTEPUEB, NPUHATBHIX JJs UX AaHAJIOTOB Ha TPAJUIMOHHBIX HOCHUTEISX.
Cnenuduueckre nHGOPMaAIIMOHHBIE PECYPChl OTOUPAIOTCS HA TOCYAapCTBEHHOE
XpaHEHHE Ha OCHOBAaHHH CIENYIOMHUX KPUTEPUEB:
1) mosHOTa KOMIUIEKTOBAHUS TaHHOTO MH(GOPMAIIMOHHOIO pecypca, TO €CTh
COOTHOIIIEHWE WH(OpPMAINKM, UMEIOIICIHCS B COCTaBE AHHOTO WH(POPMAIMOHHOTO
pecypca, ¢ o0mm 06bemMoM uHbopmaiuu, umeromieicsa B Pecmy6nuke Kazaxcran no
JAaHHOMY KJlaccy npeaMeTOB UIu SBIICHUM;
2) JOCTOBEPHOCTH uHboOpMaIHUU;

3) YHHKaJIbHOCTh MH(POPMAITMOHHOTO pecypca, ornpeenseMas CUCTeMON coopa

umHDPOpManDnuu,;
4) counasibHas 3HAUUMOCTh HH()OPMAIIMOHHOTO pecypca.

3. XpaHeHHE NOKYMEHTOB apXHBa OpraHN3aIuN

TTopsnok opraHu3aniy COXPaHHOCTH JOKYMEHTOB

98. Jlnst obecriedeHuss COXpPaHHOCTH JOKYMEHTOB B apXHBE OpTraHU3AIUU
OCyIlIeCTBISAETCS clenymimue MEpHI:
1) mo opranuzanuu XpaHeHUs] JOKYMEHTOB, MPEIyCMATPUBAIONINN CO3/1aHUE U
pa3BUTHE MaTEepPUAbHO-TEXHUYECKOW O0as3bl (37aHME U TOMEIIECHUs, CpeJCTBa
XpaHEeHUsl TOKYMEHTOB, 000pyJI0BaHHUE, CPEICTBA KOMUPOBAHUS U BOCCTAHOBJICHUS
NOBPEXKAEHHBIX JOKYMEHTOB u TOMY nono0HoOE);
2) Mo co3AaHuI0 M COOJIIOAEHWI0 HOPMATHBHBIX YCIOBUUA W NapaMeTpoOB
BPEMEHHOTO XpaHEHHS JOKYMEHTOB (TeMIIepaTypHO-BIaXHOCTHBIM, CBETOBOM,
CAaHUTAPHO-TUTUEHUYECKHH, OXpaHHBII PEKUMBI XpaHEeHHUs);
3) nmpeBeHTUBHOTO XapakrTepa (obecnedeHrne (PU3NKO-XMMUYECKON COXPAaHHOCTH
JOKYMEHTOB, PETJIaMEHTAIUS BbIIa4l JOKYMEHTOB U3 apXMBOXPAHWIIUILL, IPOBE/ICHHE
MPOBEPKU HAIUYMS U COCTOSIHUS JJOKYMEHTOB, BBISIBIIEHHE 0CO00 IEHHBIX JOKYMEHTOB
, CO3JlaHHE CTPaxoBOTO dbouna u dboumaa MOJb30BAHUA).
99. Cucrema mep o opraHu3ali XpaHEeHHs JOJKHA 00ecleunBaTh COXPAaHHOCTh
JIOKYMEHTOB M KOHTPOJIb UX (PU3UYECKOTO COCTOSHUSA MPHU TOCTYIICHUHU JIOKYMEHTOB B
apXuB OpraHu3alluM, MPU UX XPaHCHUU M Iepeaadye Ha TMOCTOSHHOE XpPaHEHUE B
COOTBETCTBYIOIMI I'OCYJAaPCTBEHHBIN apXuB. [Ipy oprannsannu XpaHeHUs U CO31aHUU
COOTBETCTBYIOIIUX YCJIOBUU XpaHEHHUs CJIEAYET YUUTHIBATh CHEUUPUKY BHUIOBOTO
cocTaBa JIOKYMEHTOB M OCOOCHHOCTHM WX MaTEpPUAITBHBIX HOCHUTEICH.
100. B cooTBercTBHM ¢ 00BEMOM U COCTABOM XPAHSIIMXCS JOKYMEHTOB apXUBY
OpraHu3aluu MPEAOCTaBIACTCS OTACIBHOE 3/IaHHE WJIM YacTh aJMUHHCTPATUBHOTO
3JIaHUS OPTaHU3AIUH, CIICIIUATBHO MMOCTPOSHHOE WIIH MPUCTIOCOOICHHOE ISl XpaHEHUs
apXHUBHEBX JOKYMEHTOB.



101. ChneumanbHble TOMENICHHUS JAJd apXuBa OpraHW3aluud MOTYT
peayCMaTpUBATBHCS NIPU CTPOUTEIBCTBE WM PEKOHCTPYKIUHU aAMUHUCTPATUBHOIO
3naHus opraHusanuu. [Ipu OTCyTCTBMH cHEUMaJbHOrO NMOMELIEHHs ISl apXuBa
BBIJICTISIIOTCA  MPUCIIOCOOJICHHBIE TOMEIIEHUsT B aJMUHUCTPATUBHOM 3/IaHUU
oOprasHuisanuu

Pa3zmenienue apxuBa opraHu3aldd B MPHUCIOCOOJEHHBIX MOMEIICHUSX B
aIMUHUCTPATUBHOM 3J1aHUU TPOUZBOJUTCSA TOJBKO TIOCIE D3KCHEPTHU3BI,
YCTaHABJIMBAIOLIEH HMX MPUTOAHOCTh (OTHECTOMKOCTH, JOJITOBEYHOCTh, MPOYHOCTH
KOHCTPYKIMHU, TEXHUYECKOE COCTOSTHUE, HAJTMYME OTOMMUTENbHBIX U BEHTUIISILIUOHHBIX
CUCTEM). DKCIEPTHU3a ITPOBOJNUTCSA MPEICTABUTEIAMU APXUBHBIX, SKCIUTYyaTallHOHHBIX,
NOKapHBIX, OXPAHHBIX, CAHUTAPHBIX U MPOYUX NPOPUIBHBIX Ciyk0. Pe3ynbrar
SKCHEPTHU3BI opopmusgeTcs AKTOM.

He pomyckaercs npueM B 3KCIUTyaTallMi0 BETXHUX, ChIPBIX, HE OTAIlJIMBAEMBIX, HE
OTBEYAIOUIUX CaHUTAPHO-TUTMEHUYECKUM TpeOOBaHUAM NOMEIIEHUH.
102. JIna apxuBa opraHu3aluy MPeIyCMaTpUBAIOT MIPEAOCTABICHHUE CIETYIOMINX

I OMG®E€IN € HHU U
1) apxuBoxpaHuiuma nAJs XpPaHEHUS JTOKYMEHTOB;
2) komHaTa Jas paboThl wHcciaemoBaTenedl (YUTaNbHBIA 3an);
3) pabGoume KOMHATHI aisi pabOTHUKOB apXuBa;
4) KOMHATBI 1Ji1 aBTOMAaTU3UPOBAHHON OMOIMOTEKU ChEMHBIX 3JIEKTPOHHBIX
HOCUTEJEH, CEpBEPHOTO " KOMMYHHKAIIMOHHOTO 000pyI0BaHUS.
PaGourie kOMHATHI Jy1s1 paOOTHUKOB U MOMEIIEHUs )11 pabOThI uccienoBarenei (
YUTAJbHBIN 3ai) U30JUPYIOTCS oT apXHUBOXPAHUIHLI.
ApXHUBOXpaHWINILA, HE UMEIOIIME IEPErOPOIOK OT paboYNX KOMHAT, U30JIUPYETCs
CHELHUAaJIbHO YCTaHOBJIEHHBIMU Neperopojikamu. IloctTopoHHue nuia 10nycKarTcs B
apXUBOXPaHWIUIIA TOJBKO C pa3pelieHusi pyKOBOAUTENS U B IPUCYTCTBUM paOOTHUKA
apxuBa OpraHu3aluu.

103. ApxuBOoXpaHUJHUINA pACIOJIaraloT B OTAAJCHUM OT JIaOOpPaTOPHBIX,
IPOM3BOJICTBEHHBIX M CKJIAJCKHX NOMEIIEHUM, CBSA3aHHBIX C XpaHEHUEM WU
OpUMEHEHUEM  XMMHYECKMX  BEUIECTB  MJIM  MHUIIEBBIX  MNPOAYKTOB.

ApXUBOXpaHWINIIA JOJDKHBI ObITh 0€30MacHBIMU B MOXKAPHOM OTHOIICHUHU U
rapaHTHUPOBAHbI OT 3aTOIUIEHUA. B HUX HE JOKHO OBITh ra30BBIX, BOJOIPOBOIHBIX,
KaHAJIM3aUOHHBIX u IpYyTUX MarucTpaabHbIX TpyOONIpPOBOIOB.
104. HapyxHble OBEepHM NOMEIICHUU apxuBa OpraHu3aluv OOUBAIOTCS
METATUYECKUM JIMCTOM U UMEIOT MPOYHBIE 3aCOBBl. APXHMBOXpaHUJIHUINIA B pabouee
BpeMs 3aKpbIBalOTCS Ha Kio4d. B Hepabouee BpeMs Bce MOMEIIEHUS apXHBa
oreyaTbIBaloTCA WK mioMOupytores. [lears (TuiomOup) BMecTe ¢ KI0YaMH CIAl0T Ha
XpaHEHHUE JEKYyPHOMY [0 OpraHHU3alHM, OXPAHE WM B YCTAHOBJICHHOE IMpaBUIaMU
BHYTPEHHETO pacnopsaka MECTO.



BbIHOC TOKYMEHTOB U3 apXHBa OpraHU3alliy 32 MPEAEbl 34aHUs OCYIIECTBIAECTCS
TOJBKO IO CIHEIUaJbHBIM MPOIMYCKaM B MOPSIAKE, YCTAHOBJIECHHOM PYKOBOJUTEIEM
Oprabvumizanuu

105. ITomenienus: apxuBa OpraHu3ald 000pyIyIOTCS OXpPaHHOW CUTHAIIM3AIUEH.
Ha oxna, pacnosiokeHHW€ KOTOPBIX MO3BOJISIET JIOCTYN HW3BHE, YCTaHABJIMBAIOT
METaJdlUUYECKHUE pPEMEeTKH.

106. DnekTpompoBoAKa B apXHUBOXPAHWIHUINAX JOJDKHA OBITH CKPBITOM,
HITETICENIbHBIE PO3ETKU UCIOJIb3YIOTCS TOJILKO B TEPMETUYHOM HCToTHeHUU. O01mue u
NOATAXHbIE PYOWIBHUKHU paclojiaraloT BHE IOMEIICHUH apXUBOXPaHMWJIHII.

107. B cucteMax u cpeacTBax MoKapoTYyIICHUS TOMEIIEHUN apXUBa OpraHu3aluu

NPpUMEHSIIOT  HEUTpalibHble, 0Oe30macHble I  JIOKYMEHTOB  BelllecTBa.
108. B apxuBOoXpaHWIHINAX 3aMpEIIAeTCsl MPUMEHEHHUE OTHS, HarpeBaTeIbHbBIX
npuOOpoOB, KypeHHUE.

TTopsnoK pacCTaHOBKY ¥ XPaHEHHS eI

109. [dokyMeHTbl B apXMBOXpAaHWJIMINAX pa3MEUIAIOTCS B MOPSIKE,
o0ecrnieunBaroIIeM UX ONMEPATUBHBIN MOUCK B COOTBETCTBUU C YUETHBIMU JOKYMEHTAMHU
[Topsimok pacrosoXeHus Jel B apXWBE OMNpEACNseTCS IUIaHOM (CXEMOM) HUX

pas3MeNn €HUAIA
110. ApxuBoxpaHuiuina oO0OpPYyAyIOTCS OCHOBHBIMHU CPEIICTBAMU XPaHEHUS:
CTallMOHAPHBIMM WJIM MEPEABMKHBIMU METAUTMYECKUMU CTeutakamu. Jlomyckaercs
NPUMEHEHUE JEPEBSIHHBIX CTEIUIAXKEH MPHU yCIOBHH 00paObOTKH MX OTHE3AMUTHBIMU
cpeacTBamMu. B kayecTBe BCIOMOTaTEIbHBIX CPEICTB XPaHEHHUS JOKYMEHTOB
NPUMEHSAOT METAJJINYECKHUE mkadsl, ceudHnl.
Jns xpaneHust GOHO U BUJIEOJJOKYMEHTOB CTEJUIAXKH W3TOTABIMBAIOTCA U3
HEepEeppPOMATrHUTHOT O MaTepuala.
111. Cremnaxu ycTaHABIMBAIOT MEPHEHAUKYJISIPHO CTE€HAM C OKOHHBIMU
npoeMaMH, a B MOMEIICHUSIX 0€3 OKOH - C YyY4eTOM OCOOCHHOCTEH MOMEIICHUN U
obopynoBanus. He momyckaeTcs pasmerieHue CpeJCTB XpaHEHWs BIUJIOTHYIO K
HapYy>XHBIM CTeHaM 31aHU u UCTOYHHUKAM Ternma.
PacctaHoBKa CpeACTB XpaHEHHUsI OCYUIECTBISIETCS B COOTBETCTBUHU CO
CIENYIIUMU HOpMaMH pacCTOSIHUM:
1) mexny psaamu cTejuiaxed (riaaBHbii mpoxona) - 120 cwm;
2) wMexnay crennaxamu (mpoxoxm) - 75  cwMm;
3) Mexay Hapy>KHOM CTEHOW 3J]aHMs U CTEJUIaKOM, MapajuielIbHbIM HapyKHOU
CTEHE - 75 C M ;
4) Mexay CTeHOW W TopluoM cTeiutaxa uiau mkada (cerida) - 45 cwm;
5) MeXIy TIOJIOM U HYDKHEH MOJIKOM cTerutaka uinu mkada (ceiida) - He menee 15



cM, B IOKOJbHBIX dTa)ax - HE MEHEee 30 CM.
112. JlokymMeHTBl pa3MemaroT Ha cTeijaxax, B mkadax (ceidax) c
UCIOJIb30BAaHUEM MEPBUYHBIX 3AIMUTHBIX CPEACTB XpaHEHMs (apXUBHBIX KOPOOOK,
NarnoK, CHeHHAIbHBIX (YTISPOB, MAKETOB U TOMY IMOJOOHBIX) B COOTBETCTBUU C
BUIaMH, (GOpMaTOM U JPYTUMU BHEIITHUMH OCOOCHHOCTSIMU JOKYMEHTOB.
113. Jlena ¢ ynpaBieHUYE€CKOW AOKyMEHTAaIMe Ha OyMa)KHBIX HOCHUTEJSAX
uH(pOpMalMK pa3MELIalOT B KAPTOHHBIX apXHWBHBIX KOPOOKaX, Mamkax HJIA CBA3KaX.
B 3aBucumoctu ot 060opyaoBaHus U (popMaTOB YepTekeHd HAyUHO-TEXHUUECKAsS
JOKYMEHTAIUsl MOXXET XPaHUThCS B Pa3BEPHYTOM, CIO0KEHHOM WJIM HWHOM BHUJIE.
114. KUHOJIOKYMEHTBI UMEIOT 3alIUTHBIE pakopabl. JJIMHA HAYAJIBHOTO pakopAa
COCTaBJsieT 3 M, JIJIMHA KOHEYHOro pakopnaa - 1,5-2 m. Ha HayanbHble 1 KOHEUHbIE
pakopabsl HaHOCUTCS mK(poBka. KuHOZOKYMEHTH HaMaThIBAIOTCS B PYJIOH Ha
cepaeuHukH (ororpaduyueckum cjaoeM HapyxKy. HampaBinenune HaMOTKH - ¢ KOHIIA Ha
Hayano. HamoTka nomkHa OBITH IUIOTHOM, 0€3 BBICTYHAIOIIMX BHTKOB HAa TOpLAX
p y 1 o H a
DOHOJOKYMEHTBI HA MAarHUTHOM JIEHTe 0OPMIIIOTCS PAKOpJaMU Pa3HOTo LIBETA B
3aBUCHUMOCTH OT CKOPOCTH BOCHpPOM3BeAcHUs 3anucH. Ha HavanbHBIM pakopn c
Hepaboyeil cTOpoHbl HAaHOCHUTCS U(POBKA. JIOKyMEHT HaMaThHIBAETCSI Ha CEPACUHUK
pabounM cioeM HapyKy. BblcoTa BBICTYNArOUNIMX BUTKOB B PYJIOHE HE JOJDKHA
npeBbimath 0,05 mm. HanpaBinenue HamMmoTku (POHOJIOKYMEHTA JOJIKHO OBITh TaKUM,
YTOOBI MPU BOCIPOU3BEJCHUU HAa MArHUTO(OHAX CMaThIBAEMBIH PYJIOH Bpallajcs
NIPOTHUB YyacoBOMH CTPEHKH.
Kaxnas enuHuiia XxpaHeHUs ayJIMOBU3YAJIBHOTO JOKYMEHTa MOMEIIAETCs B
UHJIVMBUAYAJIBHYI0 HET€pMETHYHYIO YMNAKOBKY JUISI MCKIIOYEHUS BO3MOXKHOCTHU
NPOHUKHOBEHHUS] BJIard M NbUIM, MOMNAJaHHUS CBETOBBIX Jy4eH, 3allUThl OT
MEXaHUYECKUX IOBPEXKACHUM. YIakoBKa JOJKHA MPENITCTBOBaThH CBOOOIHOMY
NepeMEeIeHUI0 JOKYMEHTOB BHYTPU Hee. YNaKOBOYHbIE MaTepUaibl AOJKHBI OBITH
XUMUYECKH MHEPTHBI, HE COJEpXkaTh XJIOpa, a30Ta, MPEMATCTBOBATH IOSBICHUIO
ouomnoBpexaeHuid. [10BepXHOCTh YIMAKOBOYHBIX MATEpPHATIOB HE JIOJHKHA BBI3bIBATH
NOBPEXKJICHUH JOKYMEHTOB WJIM MPUIWNAHUA K HHUM. YNaKOBKa JEJIUTCS Ha
NEPBUYHYIO U BTOpUYHYIO. [[puMeHeHre nepBUYHON YIIAaKOBKH 11€J1eCO00pa3HO JIUIIh
OpU OTCYTCTBMM KOHJMIIMOHUPOBAHUS B YCJIOBUSIX IOBBIIIEHHOW KOHIEHTpaLUU
BPEAHBIX ra3oBBbIX npumecen " I BIJIH.
115. KuHOJOKYMEHTBI yIAaKOBBIBAIOTCS B O0EPTKY M3 TOHKOW Oymaru uiu B
MHOTOCJIOMHBIN MaKeT U3 MOJUITUIICHA, TOJIMATUIICHTEepeTanaTa U B METAJUIMYECKYIO
KOpOOKYy. Pazmep nakera COOTBETCTBYET pasmepy pyJioHa.
®oTOMOKYMEHTH Ha IUIEHKE, (QoToOymare, CTEKISHHBIX (OTOIIACTHHAX
YIaKOBBIBAIOTCSI B KOHBEPTHI U3 YEPHON CBETOHEIPOHUIIAEMON OECKUCIOTHOM OyMaru.
@OHOJIOKYMEHTHl HAa MAarHUTHOW JI€HTE BKJIAJbIBAIOTCS B MAKET U3



MOJIMATUIICHOBOM MJICHKU U B 3aBOACKYIO KOpO6Ky HWJIK ITIOMCIICHEI B MOJIUATUIICHOBBIN

bytasp (koHTElHED) c BBIPE3aMHU sl ATUKETOK.
BuneohonorpaMMbl XpaHSITCS B CIIEIUATIBLHOM 3aBOJICKOM YITAKOBKE U3 MPOYHOTO
NOJTUMEPHOTO MaTepuana.

AyanoBusyanabHble JOKYMEHTBHl Ha JHMCKOBBIX HOCHUTENSAX YKJIAIBIBAIOTCSA B
3aBOJICKYI0 yIAaKOBKY, a 3aTeM I[OMENIAaloTcs B  KOPOOOUYHYIO  Tapy.
116. He momyckaercst pa3MelieHHe JOKYMEHTOB Ha IIOJY, IMOJOKOHHMKAX,
JTE€CTHUYHBIX nJIomaakax UIH B Hepa3o0paHHBIX KUTIax.
117. Bce apxuBOxXpaHuUIMINA, a TaKke CTeNIaxu, mkadbl (celdpl) U UX MOTKH
HyMepytoTcs apabckumu 1udpamu. Cremnaxu u mkadsl (celidpl) HyMEPYIOTCS
CaMOCTOSITEIPHO CJIEBA HAMPABO OT BXOJla B apXWBOXPAHWIIHINE, UX MOJIKH - CBEPXY
B H Hu 3
118. B nensix 3akperieHuss MecTa XpaHeHHUs JOKYMEHTOB B apXUBOXPaHUIIUIIAX
COCTAaBJISAIOTCS NOCTEaXHbIE TomorpaguuecKkue KapTOYKH.
[TocTennaxupie Tonmorpauyeckre ykasaTeld COIVIACHO MPWIOXKEHHIO 16 K
HacTtosmuM [IpaBuiaM cOCTaBISIOTCS Ha KaXAbld CTEJUIaX M PACHOJIararoTcs IO
HOPSAJIKY HOMEPOB CTEJUIaKed B Ipejenax KakJI0ro OTAEIbHOTO apXHWBOXPaHMIIHINA.
W3MmeHeHus, MPOUCXOANME B pPa3MEIICHHH JTOKYMEHTOB, CBOCBPEMEHHO
OTpaXkarTcs B MOCTEeJIaXHBIX Tonorpauueckux KapTouKax.
119. Ilpu XxpaHeHUU FNEKTPOHHBIX JOKYMEHTOB OpPTraHHU3alMKi 00eCIeurnBaeTCs
CIEeNYIOMUMHU OCHOBHBIMH TEXHUYECKUMHU CpeaCcTBaMu:
1) moTOKOBBIMH CKaHEpaMH, 00ECTIeUnBAIONIUMHU HAJACKHBIA BBOJ HHPOpPMAIINH;
2) cepBepamu, CIOCOOHBIMM BECTH MapAJUIEIbHYI0 00pabOTKY 3alpocoB;
3) BeicokomnpousBoautenbHor (100 M6ut/c u Gosiee) BHIYUCIUTEIHLHON CETHIO,
OpUEHTHUPOBAHHON HA MHOT'OIOTOKOBBIN BBOJI U 00pabOTKY TEKCTOBBIX, IPAPUUECKUX
u ayAHOBHU3YaJbHBIX JOKYMEHTOB;
4) oOopynoBaHue™m, 0OECIEYUBAIOIIUM BBICOKONPOU3BOIUTEIbHBIN U
CBEpXHAJEXHBII  JOCTyN K  TOHUCKOBBIM JaHHBIM CHUCTEMBI;
5) obopyioBaHMEM TEepeHOCca TaHHBIX Ha KOMIAKT WM MAarHUTOONTHYECKUE JUCKU

6) o0opydoBaHUEM pE3EPBHOr0 KOMUPOBAHUA HA MArHUTHYIO JICHTY;
7) aBTOMaTU3UPOBAHHBIMU PAOOUYUMHU MECTaMU, OPUEHTUPOBAHHBIMU Ha
00paboTKy TEKCTOBOU u rpadudeckoi uHpOpMaIuH;
8) ucTtouHUKOM OecrnepeOOWHOTrO0 NUTAHUS;
9) mnpuHTEepaMH U MOJEMaMH HOBEWIMHX MOIU(PUKAIUN;
10) o6opyaoBaHueM, 00eCEYUBAIOIIMM JOCTYI K TpaHCHOPTHOM cpene Enunoi
CUCTEMBI 3IEKTPOHHOTO JOKYMEHTOO00OpoTa.
120. ba3oBbie (CUCTEMHBIE) MPOTrpaMMHBIE CPEICTBA apXHBa AIEKTPOHHBIX
JOKYMEHTOB BKJIHYAT B ceods:



1) omepalnMoHHYIO CETEBYIO Cpelay M CHUCTEMY YIIpaBlIeHUs 0a30il JaHHBIX,
OPUEHTHUPOBAaHHYI Ha  00paboTKy  OOJBIIMX  MAaCCHUBOB  JaHHBIX;
2) cpenctBa oToOpakeHHUss W 00pabOTKH JaHHBIX;
3) cpenctBa 3alIMTHl OT HECAHKIIMOHMPOBAHHOTO JOCTYINA W aHTUBUPYCHBIC
CcCpeacTHBa
121. K cneninalibHbIM MPOTPAMMHBIM CPEICTBAM ISl (PYHKIITMOHUPOBAHUS apXUBa
AIEKTPOHHBIX TOKYMEHTOB OpraHu3aluu OTHOCSITCS:
1) cpenctBa 3¢ heKTUBHON MOAAEPKKH CUCTEM YIPABIEHUS MMOCTOSIHHBIM ITOMCKOM
JOKYMEHTOB Ha IMEKTPOHHBIX HOCHUTEIAX uHpopmanuu;
2) equHbIE CpPEACTBA PACIIO3HABAHMS TEKCTOB HAa TOCYIAapCTBEHHOM M PYCCKOM
g 3 BI K a X ;
3) cpeactBa, obecrnieunBaOIIMe eIUHYI0 TEXHOJIOTHIO BBOJa HH(pOpMaLuu B 6a3y
I a H H B X ;
4) cpeacTBa ONMEpPaTUBHOTO MOWCKa MHGOPMAIMK U CPEACTBA ONMEPATHBHOTO
aHanu3a HHGDOpPpMANUU;
5) cpenactBa pa3pabOTKM M ONTUMHU3AIMU 3alPOCOB TOJIH30BATENCH;
6) MporpaMMHBIE U allapaTHbIE CPEICTBA 3aITUTHI OT HECAHKIIMOHUPOBAHHOTO
J0CTyma K MH(pOpMaIuy apXuBa JIEKTPOHHBIX JJOKYMEHTOB OpraHU3alllu.

ITopsanok obecmedeHUs peXXMMa XpaHECHHS JOKYMEHTOB

122. XpaHeHne JOKyMEHTOB B apXHBE OPraHU3aLMK OCYILECTBIISIETCS B YCIOBHSIX,
o0ecrneynBaOlNX WX 3allUTy OT MOBPEXKICHUW U BPEIHBIX BO3JACUCTBUM

OKpyXarwmwiuiei Cpenasl.
3ammTa IOKYMEHTOB, JieJ1 00€CIIEYMBAETCS 3a CUET COONIIOAeHUS (TTOAACPKKHU):
1) CBETOBOTO pexumMa XpaHCHHUS;

2) TeMmepaTypHO-BIaXHOCTHOTO peXuMa XpaHEHUs;

3) CaHUTApHO-TUTHEHUYECKOTO pEXMMa XpaHEHHS.

123. B apXxuBOXpaHWIMILAX BCE BUIbI pabOT C JOKYMEHTAMU MPOBOJATCA MPHU
OTPAaHUYEHHBIX YPOBHAX OCBEWICHMS. JUJIsl 3alUTBHl JOKYMEHTOB IPUMEHSIOT HX
XpaHEHUE B TEPBUYHBIX 3aIIUTHBIX CPEACTBAX XpaHEHHUs (apXUBHBIX KOpOOKax,
mankKax, ChoemuaidbHbIX  (QyTiaspax, Tmakerax ©W  TOMYy  Tojmo0OHOe).
B apxuBoxpaHuIHIIaX OCBEHIEHHE MOXKET OBbITb €CTECTBEHHBIM WU
UCKYCCTBEHHBIM. ECTECTBEHHOE OCBEILIEHUE JOIYCKAETCS TOJIBKO PACCESIHHBIM CBETOM,
IIPU yCJIOBMM ITPUMEHEHHsI HA OKHaX CBETOPACCEUBATEIIEH, PEryJIATOPOB CBETOBOIO
NOTOKA, 3AIIUTHBIX (UIBTPOB, LITOP, KATIO3M WIM OKPAIIEHHBIX CcTeKoJs. Jlis
HCKYCCTBEHHOI'O OCBEILIEHHUSI TPUMEHSIOT JIaMITbl HAKAJIMBAHUS B 3aKPBITHIX M1aOHAX
C IJIaJKOM MOBEPXHOCTHIO. JloMmycKaeTcss MpUMEHEHUE JTIOMHHECIEHTHBIX JIaMIl C
yPE€3aHHBIM yAbTpaduoIeTOBBIM y4aCTKOM CIIEKTpa U3JIy4YEHHUS.



124. B apxuBoxpaHUIUIIaX, 000PYI0BAHHBIX CUCTEMAMU KOHIUIIMOHUPOBAHUS
BO3/yXa, NOAACPKUBACTCS CICAYIONIMNA TEeMIEepPaTypPHO-BIAXHOCTHBIM PEXKUM:
1) m1st TOKYMEHTOB Ha OyMa)KHBIX HOCUTETSIX HHPOpMAaINK - TemriepaTypa +17 - +

199 C, OTHOCHUTEJIbHAs BJIAXXHOCTH BO3/lyXa 50-55 %;
2) mis TOKYMEHTOB Ha YEpHO-OCNBIX IUICHOYHBIX HOCHUTENSX WH(OpMamuu -

TeMmeparypa +15° C, orHocuTelbHas BIaXHOCTH Bo3ayxa 40-55 %;
3) s TOKYMEHTOB Ha I[BETHBIX IUICHOYHBIX HOCHUTENSX HHMOpMAIUU -

Temneparypa +2 - +59 C, oTHocuTenbHas BIaxHOCTh Bo3ayxa 40-55 %;
4) nis TOKYMEHTOB Ha MarHUTHOM JIEHTE M JUCKOBBIX HOCUTENISX - TEMIIeparypa

or +8 - 5o +180C, OTHOCHUTEJbHAsA BIAXHOCTh BO3ayxa - 45-65 %.
5) ISt TOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTENSAX WH(GOPMAIINH - Temreparypa +15

- +200C, OTHOCHUTEJbHAsA BJIAXXHOCTh BO3JyXa 50-65 %.
125. B apXuBOXpaHUJIUINAX C HEPETYJIUPYEMbIM KIUMATOM OCYIIECTBIISIOTCS
COOTBETCTBYIOIIUE MEPOMPUATHUS IO ONTUMH3ALMUU KIUMATUYECKUX YCIOBHUM Ha
OCHOBE pallMOHAJIBHOIO OTOIUICHUS 3/aHUsS OpraHU3allud, NPOBETPUBAHUS U
yBJIQXKHEHUS (ocyuienust) BO3JlyXa B apXUBOXpaHUIUIIAX.
126. TemrnepaTypHO-BIQXKHOCTHBIA PEKUM B apPXUBOXPAHWIINILAX KOHTPOIUPYETCS
NyTEeM pETYJISIPHOTO HW3MEpPEHHUS MapaMeTpoB TeMMEepaTypbl U OTHOCUTEIHLHOU
BJIQ&JKHOCTH  BO3JyXa Ha OCHOBAaHMM TMOKAa3aHUH COOTBETCTBYIOLIHUX
KOHTPOJIbHO-U3MEPUTEIBHBIX MTPUOOPOB: B KOHAUIIMOHUPYEMBIX MOMEIIEHUSIX - JBa
pasza B HEJENI0, B MOMEMICHUAX C HEPETYJIHPYEMbIM KIUMATOM - TPU pa3a B HENEIIO.
KoHTposbHO-13MepuTenbHbIe IPUOOPHI (TEPMOMETPHI, IICUXPOMETPHI, TUTPOMETPHI
) pa3MemarT B TJIaBHOM MPOXOJ€ Ha CTeJUIaXKe, BIAJIM OT OTOMUTEIbHBIX M
BEHTUISIIUOHHBIX cucTeM. [lokazanust mpuOOpoB PUKCHUPYIOTCS B PETUCTPAMOHHOM
KypHale, dbopma KOTOpPOTO omnpeaesieTcs opraHuzanuei.
He nomyckaercs pe3koe KosieOaHHE TeMmeparypbl U BJIAXKHOCTH B
AapXUBOXpPaHUIHUIAX.
127. Bce moMmemieHHsi apXUBa OpPraHU3allMU COJEpKATCS B YCIOBUSX,
UCKJTIOYAIOIIUX BO3MOXHOCTH TOSIBJICHHUS TIJIECEHH, HACEKOMBIX, TPBI3YHOB, IBLIH.
B apxuBoxpanuiuiiax o0ecnieynBaeTCa MUPKYJISIUS BO3AyXa, UCKIIOYAIOIIas
o0pa3oBaHME HEMPOBETPUBAEMBIX 30H, OMACHBIX B CAHUTAPHO-OMOJIOTHYECKOM
OTHOTII € HUMHU
OTKphIBalOIIMECS B TEIJIOE BPEMS IoJla OKHA, a TAaKKE BEHTUJISALMOHHBIC
OTBEpPCTHUS B CTEHAX, MOTOJIKAX, IMOJaX apXUBOXPAHUJIUIL U HAPY>KHBIE OTBEPCTHUS
BEHTUJISIIIUOHHBIX CUCTEM CIIEyeT 3alllUIaTh CETKaMU C TUaMETPOM sueek He Oosee
o , 5 M M
B apxuBoxpaHuImMIIax 3amnpeniaeTcs npeObIBaHUe B BEPXHEH 0K, MOKPOU U
IpsI3HOM 0O0YBH, XpaHEHHE U HCMOJIb30BAHUE TMHIIEBBIX MPOAYKTOB, KypeHHE.



128. B apxuBoxpaHminiinax HeoO0X0AUMO MPOBOJIUTH CUCTEMATUYECKYIO BIKHYIO
yoopky. He pexe ogHoro pasza B ToJ NPOBOAUTCA OOECHBUIMBAHHME CTEILIAXKEH,
mKkadoB, TEPBUYHBIX CPEJCTB XpaHCHUs JOKyMEHTOB. [Ipy 3TOM MOJBI, TUTMHTYCHI,
NOJIOKOHHUKH, IOKOJbHBIE YAaCTH CTeJUlakedl o0pabaThiBalOTCsS JBYXIPOLIEHTHBIM
BOJTHBIM pacTBOpOM bopmManuua.

129. IBa pa3a B roj (B Hayajge M MO OKOHYAHUU OTONUTEIILHOTO CE30HA)
JOKYMEHTHI (BBIOOPOYHO) U apXMBOXPAHWIMILA MOJBEPrar0T OOCICTOBAHUIO JIS
CBOEBPEMEHHOT0  OOHapy»XeHUsI  HACEKOMBIX W  IUIECHEBHIX  T'puUOOB.

[Ipu oOGHapykeHHH OMOJIOTMYECKUX BpeaUTEIeH NMPUHUMAIOT CPOYHBIE MEPHI O
Ne3uH(EKINN U AE3UHCEKIIUU MTOMEIIEHUH CUIaMi CaHUTAPHO-3MUAEMHOIOTMYE€CKON
c 1y X 0 Bl

130. JIokyMEHTBI TIOCTOSTHHOTO XPaHCHHS C BBISBICHHBIMH (DU3HUECKUMU
nedeKTaMu OCHOBHI (yTpaTa yacTeil TOKYMEHTa, pa3pbiBbl, OTCIOCHHE SMYIHLCUOHHOTO
CJI0S1, TPEIIMHBI, APANUHBI U TaK J1aJIe€) WK TEKCTa PErUCTPUPYIOTCS B KypHAJIEe WU
KapTOTeKe y4yeTa (PU3NYECKOTO COCTOSHUS TIOKYMEHTOB. B TaHHOM >KypHale (aHHO!
KapTOuke Yyd4eTa) (QUKCUPYIOTCS BHABl CHENUAIbHON 0OpabOTKH, KOTOPOM
BIIOCJIEJICTBUU JIOJKEH OBITh MOABEPTHYT JOKYMEHT (pecTaBpauus, Ae3uH(exnus,
MUKpO(UIbMHUpPOBaHUE, (HOTOpecTaBpallysi, KOMUPOBAHKUE, MIEPEBOJ] B JIEKTPOHHBIHI
dopMar W Tak nanee), W YKa3bIBAIOTCA KOHKPETHBIE MEPHI IO YJIYUYIICHHUIO
bu3uueckoro COCTOSIHHUSA JOKYMEHTOB.

131. He3aBuCHMMO OT LIEHHOCTH M CPOKOB XPAHEHUSI HEMEJICHHOM Iepenade Ha
00paboTKy (ne3uH(pEeKInI0, AE3UHCEKINIO) MOJIeKaT Jeia, JOKYMEHThl KOTOPBIX
NOPaYKEHBI IIECEHBIO U HACEKOMBIMH.

HOp}I,I[OK BBIIAYH JOKYMCHTOB H3 apXHUBOXPaHHJIHII]

132. JIOKyMEeHTBI BBIJAAKOTCS HU3 aAPXUBOXPAHUJIMII:

1) nans wucnonb3oBaHUs pabOTHUKAMH  OpraHU3aAIHU;

2) 1Sl MCTOJIb30BaHUS TPaKJIaHAMHU B YUTAIBHOM 3ajie JIJIi HAyYHBIX U UHBIX
HCcCcClaIeaoBaHUIMU,;

3) BO BpEMEHHOE TMOJb30BaHUE JJIS JPYyTruX OpTraHU3aIui;

4) nig cnenuaibHON 00pabOTKH TOKYMEHTOB C IEJIBI0 YIyUIIeHUs (PU3UIECKOTO

COCTOSSHUA JOKYMEHTOB.

133. JIokyMEHTBI BBIAAKOTCS BO BPEMEHHOE IOJIb30BAaHNE U3 APXUBOXPAHUIIUIL HA

CPOK, HeE NPpEBBIIIAKIIMUMA:

1) omnoro Mecsna JJs MCMIOJb30BaHUS PaOOTHUKAMHM OpTaHU3AINY;

2) ogHOro Mecdla MJisi UCHOJb30BaHUS JOKYMEHTOB B UHMTAJbHOM 3ali€;

3) Tpex MecsleB BO BPEMEHHOE IMOJb30BaHUE IS APYTUX OpraHU3aluil U

SKCOOHHUPOBAHHUSA JOKYMEHTOB.



134. Ilpoanenre yCTaHOBJIEHHBIX CPOKOB BbIIaYM JOKYMEHTOB BO BPEMEHHOE
NOJIb30BAaHUE JIOMYCKAeTCsl B OCOOBIX CllyyasgX C pa3pelieHus PYKOBOIUTEIS
OpraHHu3alydd IO MHCbMEHHOMY MOJITBEPKICHHUIO IMOJIb30BATENd O COXPAHHOCTH
J O0OKYM®E@HTOB

135. Ha Hay4yHO-TeXHHWYECKHE HOKYMEHTBI, BKJIIOUEHHBIE B IIEPEYHU U
noJJieXxaIife nepegaye Ha MOCTOSHHOE XpaHEeHHe, co3/laeTcs (POH] MOJIb30BaHUS Ha
AJEKTPOHHBIX M HWHBIX HOCUTENSIX. WX MOJIMHHMKHK, Kak MpaBUiIo, BbIJAaye W3
AapXHUBOXPaHUJI UL He NOoaJIe),ar.

136. IIpaBOOXpaHUTENBHBIM OpraHaM, OpraHaM CyJa U NPOKypaTyphl zena
BBIJIAIOTCSI B TOPSKE, ONpEIeIEHHOM 3aKoHoAaTrenbcTBoM PecnyOnmku Kaszaxcras.

137. Bpigaua JOKYMEHTOB W3 apXUBOXPaHWIUIL O0QOpMIsieTCs CIeAyoUuMU
JOKYMEHTaMH

1) 3akazamMu Ha BbIJIauy JieJ1 B YMTAJIbHBIM 3all U paOOTHUKAM OpPTraHU3aIUU
COrJacHO MIPUIIOXKEHUIO 17 K HAaCTOAI UM [IpaBunawm;

2) akTaMH O BBIJaue Jejd, TOKYMEHTOB BO BPEMEHHOE IMOJIb30BaHUE APYTUM
OpraHu3alysaM WU JJIs SKCIIOHUPOBAHUS JOKYMEHTOB COTJIACHO MPHIIOKEHUI0 18 K
HactosimiuMm  [IpaBunam, odopmisieMbix Ha oOmeMm OllaHKe OpraHu3alluiy;

3) 3aka3amMu Ha NMpoBeJeHUE padboT MO KOMUPOBAHUIO U PECTaBPAIlMU JOKYMEHTOB.

138. Bblgaya JOKYMEHTOB W3 apXHWBOXPAaHWIIMILA PETUCTPUPYETCS B KHUTaX
BbIIAYM JIOKYMEHTOB COIJIAaCHO mHOpujoxkeHurw 19 k Hacrosmum IIpaBunam.

139. UcnonHeHHbIE 3aKa3bl UCCIEAOBATENEH XPAHATCS B JUYHBIX JAE€iax
UCCIIEI0OBATEIIE, BCE MPOYUE - A0 MPOBEICHUS IPOBEPKHU HAIMYUS U COCTOSHUS JEN.

140. Brimaya 1OKyMEHTOB BO BPEMEHHOE ITOJIB30BAHUE B APYTHE OPTraHU3aLNU
odopmiseTcs aKTOM, KOTOPBIM COCTaBISETCS B IBYX SK3EMIUISIPax, OJUH UX KOTOPBIX
OCTaeTCsl B apXUBE OpraHU3alluy, IPYroil BbIIAE€TCA MOTydaTento. AKT MOMUCHIBAETCS
PYKOBOJIMTEIEM OpraHu3aluM, [epefarllel Jeira, ©u PYKOBOJAUTEIEM
opranuzauuu-nonayyatens. [locie Bo3BpallleHUs el B JIBYX JK3EMIUISIpax akTa
JeJIaeTCsl COOTBETCTBYIOINAs OTMETKA: OJWH JK3EMIUIAp OCTaeTcs B
OopraHM3aluu-moyyaTesnae, Apyrod XpaHutcs B Jeie (oHIa B BEJOMCTBEHHOM (
YaCTHOM) apXuBe OpraHu3anmu, BbIJaBaBIIEH JOKYMEHTHI.

141. HampaBneHue AOKYMEHTOB Ha KOMUPOBAHUE, PECTABPAIUIO, MEPEIIET
oopmisieTcsa 3akazoM. 3aka3 oOpMIIIETCS B apXMBE OpraHU3alMu 1o (Gopme akTa o
BbIJJay€ JIOKYMEHTOB BO BpPEMEHHOE II0JIb30BAaHHE JPYroil OpraHU3aluu.

142. Ilepen BbIIadei Aen U3 apXUBOXPAHMIMINA MPOBEPSETCS COOTBETCTBUE
mudpa U 3arojoBKa JieJa Ha 00J0KKe mudpy U 3arojioBKy Jiejia B CBOJHOM OIHUCH.
Ilepen BbLmaueld W NpU BO3BpALEHUH J€]1 B apXHUBOXPAHWIHINA IPOBEPSIOTCS
HyMepalus JHUCTOB M COCTOSIHHE JOKYMEHTOB KaXJIOr0 BBIJIAHHOIO Jea.

Kaxxmoe BbllaBaeMoO€ W3 apXMBOXPAaHUJIUINA JE€JI0 JOJDKHO HUMETh JIUCT
UCIOJB30BAHUA  coryacHO npuioxeHuto 20 k  HacrosamuMm lIpaBunam.



143. Ilpu BbpLHAYE AOKYMEHTOB W3 apXMBOXPAHUIIMIIA HA HUX MECTO
MOJIKJIAJIbIBAETCSl KapTa-3aMECTUTEIb €IMHULIBI XPaHEHUS COIVIACHO MPUIIOKEHUIo 21 K
HactosiuuM [lpaBunmam. Ilpu BoO3BpalleHHMM JOKYMEHTa B apXWBOXPAHUIIUIIE
KapTa-3aMeCTUTENb U3bIMAaETCH.

144. CocrosiHME NOKYMEHTOB, BO3BpAIlla€MbIX B apXUB OPraHU3ALMU IOCIE
UCIIOJIb30BaHUsI, TMPOBEpPSETCS B NPUCYTCTBUM JIMIA, BO3BpAIAIONIEr0 UX.

[Ipy oOHapyKeHUM HEIOCTAYU JOKYMEHTOB WJIM OTAEJIbHBIX JIUCTOB B HUX, a
TaKKe TOBPEXKJICHUM Jiel pabOTHUK apXuBa cOOOMIaeT 00 ATOM PYKOBOJCTBY
OpraHu3alyy JJis MPUBJICUYECHHS] BUHOBHOTO JIMIA K OTBETCTBEHHOCTH B MOPSJIKE,
YCTaHOBJICHHOM 3aKOHOJIaTeIbHBIMU akTamu Pecryonuku Kazaxcran.

ITopsAnok mpOBEACHAS HATMIAA U COCTOSHHSA apXUBHBIX IOKYMEHTOB

145. ITpoBepka HaIMUUA U COCTOSIHUS ApXUBHBIX JJOKYMEHTOB MPOBOJUTCS HE pEikKe
, 4eM OJMH pa3 B 5 JeT, a Takxe Nepea mepejaueil UX Ha XpaHEHUE B
TOCYIapCTBEHHBIU AapXUB.
146. BHeouepenHble MPOBEPKN HAIUYUSL U COCTOSIHUS IOKYMEHTOB IPOBOJIATCS:
1) 1o u mocie nepeMeleHus TOKYMEHTOB B IPYro€ apXUBOXpaHWIHIIE (31aHUE);
2) mocine 4ype3BblYaliHBIX CUTYaIIUii, BHI3BABIIMX MEPEMEIICHUE (IBAKyaIHIO) JIe]
178107 AOCTYI B apXUBOXpaHUIMILA NOCTOPOHHUX JHLL;
3) nOpu CcMEHe PYKOBOJIUTEJS apxuBa OpraHu3aluu;
4) npu peopranusanuu (JUKBUJIAIMK) OpPTaHU3AIUH.
147. B xone mpoBEpKU HAJIUYMS U COCTOSIHUSI JOKYMEHTOB OCYIIECTBISIETCS:
1) ycraHoBieHue (akTUYECKOTO HaJIWYUs OKYMEHTOB, HaXOISLIUXCA Ha
XpaHEHUHU B apxXuBe OpraHu3auui,;
2) BBISIBICHUE U YCTPAaHEHUE HEJOCTAaTKOB B YyUYe€T€ JOKYMEHTOB;
3) BBISBIEHHE OTCYTCTBYIOIIMX JOKYMEHTOB W OpraHu3alus HUX PO3bICKa;
4) BBISIBJICHUE U yY€T JIOKYMEHTOB, TPEOYIOIIUX pecTaBpaluu, KOHCEpBAIlUU U
npopuIakKTUUYECKOH o6paboTKH.
148. Jlo nmadama paboOTHI MO MPOBEPKE HATUYUS M COCTOSHHS OKYMEHTAIUU
U3y4aroTCcs JOKYMEHTBl TPEIbIAYIIUX TMPOBEPOK, IMPOBEPSETCS MPaBUIBHOCTh
HyMEpaluHu JIeJl B KaXJOil ONHCU U COOTBETCTBHME HyMEpAalHMH 3aroJOBKOB JIell
UTOTOBBIM 3amucsaM B ONMUCIX.
149. IIpoBepka HaNM4MA U COCTOSTHUS TPOBOAUTCS IIyTEM CBEPKH ONMCATEIBHBIX
cTaTell paszesia CBOJJHOM OMUCH JIe] CO CBEICHUSIMU, BBIHECEHHBIMU HA O0JIOKKAX JEII.

[Ipu npoBepke ay IMOBU3YJIbHOW JOKYMEHTAIIUU CBEPAECTCS ONMUCATEIbHAS CTAThS
C HAJNKHChI0 Ha JTUKETKE KUHO(DOHOBUIECOMOKYMEHTOB. [Ipu HECOOTBETCTBUU
CBEJCHUM OIMCATEIIbHASI CTaThsl CBEPAETCS C HAAMUCAMU HA PAKOPJE JTOKYMEHTA.



[TpoBepka HanMuus YepTeKel OCYIECTBISIETCS MOJIUCTHO, IPU 3TOM HEOOXOUMO
CBEpATh HAaUMEHOBAHUE PEKBU3UTOB CHEUU(PUKALMU WIM BHYTPEHHEH OMHUCHU C
Ha3BaHHEM KaXKJOro JIMCTa YepTexka, BXOJIAIIEro B COCTaB IMpoekTa (pa3paboTKu).

Pu3nYeCcKOe COCTOSHUE JEN ONPENEISIETCS IIyTEM UX BU3YalbHOIO IIPOCMOTpA.
150. Ilpu mpoBepke Hamuuusi U COCTOAHHUS JOKYMEHTOB HEOOXOIUMO:
1) coxpaHATh NOPSAOK PACTIONOKEHUS JOKYMEHTOB Ha CTEJIJIaXKaX U IMEPBUUHBIX

cpencrmax XpPaHEHHUH ;
2) moAKJaAbIBaTh Ha CBOM MecTa OOHApyXEHHBIE BO BpEMs MPOBEPKH
HEMPABUIBHO MOJJI0XKEHHBIEC nena 151 JTOKYMEHTHI;

3) u3bIMaTh Jeiia, 3aroJ0BKH KOTOPBIX HE BHECEHBI B Pa3/i€iibl COOTBETCTBYIOIIUX
CBOJHEX omuceun oen;

4) u3bIMaTh U U30JUPOBATH JIEJIa U JTOKYMEHTBI, 3apaKEHHbIEC IUIECEHBIO WIIU

OIPYyTUMHU OMONTOTUYECKUMHU BPEAUTEISIMH;
5) BBISABIAATH JOKYMEHTBI, HMelomue ¢(u3ndeckue Jae(eKTsl.

151. lenaTth Kakue-1u00 MOMETHI WIIM 3aITUCH B XOJI€ TPOBEPKHU B CBOIHBIX OMHCSX
nen, JOKYMEHTOB M JPYIHX  YYETHBIX JOKYMEHTax  3anpeniaercs.

152. Jlena, BeiganHble paOOTHUKAM OpraHU3AINH, B YUTAIBHBIN 3271 U BPEMEHHOE
NOJIb30BAHUE APYTUM OPraHU3alUsIM, IPOBEPSIIOTCS MO KHUTAM U aKTaM BbIJIaYU JEN U
CUHUTAKTCA MUMEIMIUMHUC S B HaJlU4YUU.

153. B xone npoBEpKH COCTABISAETCS JIUCT MPOBEPKU HAJIUYUS U COCTOSIHUA €,
JOKYMEHTOB B apXMBHOM (DOHJI€ COTIACHO MPHIIOKEHHUI0 22 K HacToAmuM [IpaBunam.
JIucThl MPOBEPKU HYMEPYIOTCS MO MOPSAAKY HOMEPOB B MpEeNiax MPOBEPKU KaKI0TO
ApXUBHOTO dboHga u IO INTUCBIBAKOTCSA UCIOJTHUTEIIEM.

[To oxoH4aHuU TPOBEPKHU (OHJIA JIUCTHI TPOBEPKU BKIIIOUAIOTCSA B JIEJI0 ApXUBHOIO
b o H &1 a
Ecnu B pe3ynpTaTe NpoBepKH HEJJOCTATKOB HE OOHAPYKEHO, JTUCT MPOBEPKH B JIEJI0
ApXUBHOTO bounga HE BKJKYAETCH.
154. Ha ocHoBaHuu nucta (JINCTOB) MPOBEPKH COCTABJISIETCS aKT MPOBEPKU
HaJIMYUSl U COCTOSHUS apXHUBHBIX JOKYMEHTOB COTJIACHO NPUIIOKEHUIO 23 K
HAaCTOS U UM [TpaBumam.

155. ITo okOHYaHWUH MPOBEPKU HAIWYUS U COCTOSHUSI apPXUBHBIX JOKYMEHTOB B
KOHILIE OIMHUCH JIeJl, JOKYMEHTOB (KHUTH ydeTa U ONHMCAHMs) MPOCTABISETCS 3amuch "
IIpoBepeno", mparta, AOKHOCTH M MOJIHKCH JIMIA, [POWU3BOJAUBILETO IPOBEPKY.

B cnydae oOHapyXkeHUsl B UTOIOBOM 3allMCH OMKCH 1N, TOKYMEHTOB (KHUIY y4eTa
U ONHMCAHWsI) HEYUYTCHHBIX JUTEPHBIX WM MPONYIIEHHBIX IOPSAIKOBBIX HOMEPOB,
BBIOBIBIIIMX B COOTBETCTBUH C YCTAHOBJIECHHBIM MOPSAKOM €AUHUI] XpPAaHEHUS, UTOrOBast
3a0UCH NEPECOCTABIAECTCH.

156. Ha Bce oTcyTCTBYIOIIME B XOA€E MPOBEPKU HAIMYMS U COCTOSIHUS aPXUBHBIX
JOKYMEHTOB €IMHHIIBI XPAHEHUS COCTABJISIOTCS KApTOUYKU y4yeTa HEOOHapy KEHHBIX



apXUBHBIX JOKYMEHTOB COTJIaCHO MpHIOKEHUI0 24 K HactosmuM IIpaBunam.
Benenne kapToTekn HEOOHAPYKEHHBIX apXUBHBIX JIOKYMEHTOB OCYILECTBISETCS
[IEHTPAIM30BAaHHO Ha OYMa)XHOM HOCHUTEJIC WM B aBTOMAaTU3UPOBAHHOM PEXHUME B
COOTBETCTBUM C PEKBU3UTAMHM KAPTOUYKM ydeTa HEOOHAPYKEHHBIX apXUBHBIX
JO0OKYMEHTOB
157. Ecnu npoBepKoW HAJIMYUS U COCTOSIHUA JIeNl 0OHapy»eHa HeJocTada Jied, TO
OpraHu3yeTrcs U X PO3BICK.
B ATUX 1€ JIsX PEKOMEHAYETCH:
1) M3yunuTh BCE yUETHBIE JOKYMEHTHI MO BbIJAaue€ J€J U3 apXUBOXPAHUIMIIA;
2) opraHu30BaTh PO3BICK HEOOHAPYXEHHBIX MPU TPOBEPKE JAeT B
COOTBETCTBYIOIIUX CTPYKTYPHBIX MOJApA3/JCNICHUsIX OpraHu3aluu, B JAESITEIbHOCTH
KOTOPBIX 00pa30BaINCh HEOOHAPYKEHHBIE /1A, IPEABAPUTENBHO U3YUUB UX TOJOBBIE
OmMuciu oI e I ;
3) mnpoBepuUTh JAejla HaXOASAIMMXCS PAAOM aAPXUBHBIX (POHIOB;
4) M3y4nTh MMEIOIIUECS B Jiejie apXUBHOTO (OHIA aKThl O BBIACICHUH K
YHUYTOXXEHUIO JTOKYMEHTOB, HE MOJJIEKAUIUX XPAHEHUIO, aKThl BbLAAYM JIEJI BO
BPEMEHHOE M0JIb30BAHUE, PAHEE COCTABJICHHBIEC aKThI IPOBEPKU HATUYHS U COCTOSTHUS
nen NpPOBEPSIEMOTO ApXUBHOTO bonna.
Po3bICK MPOBOAUTCSL B TEYEHUE IOJIa MOCIE 3aBEPIICHUS MPOBEPKU HATUYUS U
COCTOSAHUHH oea.
158. HalineHHble B UTOre PO3BICKA Jeja IMOJKJIAJBIBAIOTCS HA MECTa, a B
COOTBETCTBYIOIIEH KapTOUKe yueTa HEOOHApY>KEHHBIX JIeNl JeNaeTcss OTMETKa 00
oOHapyX€HMH C YyKa3aHMeM [JaTbhl M MOJANKUCU JOJDKHOCTHOIO  JIHMIIA.
159. Jlena, npuurHa OTCYTCTBUS KOTOPBIX MOATBEPKAEHA TOKYMEHTAIbHO,
UCKIIIOYAIOTCA M3 onuceid. B COOTBETCTBYIOIIMX KapTOYKaxX YKa3bIBAIOTCSA JIaThl U
HOMEpa aKTOB, B KOTOPBIX MOJATBEPXKAAETCA OTCYTCTBHE JA€Na, U COCTAaBISIOTCS
CIpaBKU O NIpoBeaeHUU po3bicka. [locime paccMOTpeHUs pe3yJsibTaTOB PO3bICKA Ha
3acegannu 1[OK (OK) u yTBepxkaeHuUsl ee penieHusl pyKOBOJUTENIEM OpraHu3aluu
HEeOOHapy>KEeHHbIE JOKYMEHTBI CHUMAIOTCA c ydeTa.
160. IIpoBepka HanMM4UsA U COCTOSAHUS JNEJ CUMUTAECTCA 3aBEPLICHHOM ITOCIIE
BHECEHHUS M3MEHEHUW, BBISBJICHHBIX NPOBEPKON, B YYETHBIE JOKYMEHTHI
IPOBEPSIEMOr0 apXUBHOTO (POH/IA M MPEACTABIEHUS COOTBETCTBYIOIIMX CBEACHUN O
Jenax NOCTOSSHHOTO XPaHEHUs B TOCYJapCTBEHHbBIA ApXUB JIJI1 BHECEHUSI U3BMEHEHUN B
KOHTPOJIbHBIE 3K3EMIUISIPbl CBOJHBIX omnucei nen, yrBepxkaeHHbX DIIK mectHOTrO
UCTIOJHUTENBHOTO OpraHa (pecimyOIMKaHCKOTO rOCyAapCTBEHHOTO apX1Ba).

4. OpraHu3anysa JOKyMEHTOB B apXHUBE



INopsanok onpeneneHns GOHIOBON NPHHANIEKHOCTH JOKYMEHTOB 1
oOpasoBaHue (3aKphITHE) apXUBHOTO oHIA

161. Bcst COBOKYMHOCTh JIOKYMEHTOB, OOpa3yrmOUIUMXCS B JAESATEIbHOCTU
OpraHM3alliy, BKIIOYas yIpaBICHYECKHUE, ayIMOBU3YyaJbHbIE U HAYYHO-TEXHUYECKHE
Ha TPaJULHUOHHBIX U OJJIEKTPOHHBIX HOCUTENAX HHPOpMAIUMU, COCTABISAET €€
JOKYMEHTAaNbHBHU boHp.

162. JIoKyMeHTBI, IEpEIaHHbIE Ha XPAHEHUE B apXUB OpPraHU3aliU, COCTABIISIOT
APXUBHBIU boHI OpTaHHM3alHMU.
163. Pa3HOBHUAHOCTSMH apXuUBHOTO (OHJA SABISIOTCS:
1) apxuBHBI (GOH OpraHU3aIMU, COCTOSIIUN U3 JOKYMEHTOB, 00pa30BaBIINXCS B
npomecce ee NEesITEAbHOCTH,;
2) oObeIMHEHHBIN apXuBHBIA (HOHJ, CHOPMUPOBAHHBIN U3 JOKYMEHTOB ABYX U
Oonee opraHu3aluid, WMEBIIMX MEXIy COOOW HCTOPUYECKH W/WIM JIOTHYECKHU
00ycCIIOBJIEHHBIE CBSI3M (OJHOPOJHOCTb M MPEEMCTBEHHOCTh JEATEIbHOCTH,
NOJYMHEHHOCTh, €AUHCTBO OOBEKTA U BPEMEHU JESITEIbHOCTH, MECTOHAXOXKIECHUS U
I pyTrmue)
164. Onpenenenne GoHAOBONW MPUHAIICIKHOCTH JOKYMEHTOB OpTaHU3AIlUU
3aKJII0YaeTcsl B OTHECEHMHM HX K KOHKPETHOMY apXuBHOMY  (oHIY.
165. Ilpu onpenenennu GOHAOBON MPUHAICKHOCTH JOKYMEHTOB OpraHU3aIuu
YUUTBIBAETCH cleayromee:
1) Bxonsimue JOKYMEHTBI OTHOCATCS K apXMBHOMY (DOHIy TOM OpraHu3zaliu,
KOTOpbIE HMX TMOJyuyuia, (QOHIOBas MPUHAIICKHOCTh YKA3aHHBIX JTIOKYMEHTOB
ompeneNseTcsl MO0 TAaKUM PEKBU3UTaM, Kak aJpecar, OTMETKa O IOCTYILUICHUH
JOKYMEHTAa B OpPraHHU3alHI0, PE30JIIOIUsA, OTMETKa 00 WCIOIHEHUHU AOKYMEHTa U
HamnpaBJIEHUU ero B neno, TEKCT JOKYMEHTA;
2) KOMUU UCXOJAIIUX JOKYMEHTOB (OTIIYCKH) OTHOCSITCSI K apXUBHOMY (DOHTY TOM
OpraHM3allfK, KOTOpas SBISETCS WX aBTOPOM, MX (OHIOBasS MPUHAIIEKHOCTD
omnpenensieTcss M0 TaKUM PEKBU3UTAM, KaK MOJIMUCh, TEKCT JOKYMEHTa, a TakXke IO
N €JIONPOU3BOACTBEHHBIM OMETKaM Ha OTITyCKax JOKYMEHTOB;
3) BHYTpEHHUE JTOKYMEHTBI OTHOCSTCS K apXMBHOMY (OHAY TOM OpraHu3aluu,
KOTOpasi SIBJIAETCS UX aBTOPOM, MX (DOHIIOBAsl MPHHAMJICKHOCTh OINMPEAENSIETCS IO
TaKUM PEKBU3UTAM, KaK O(pHUIIMaIbHOE HANMEHOBAHUE OPTaHU3AINH, MTOAMUCH, TEKCT
JOKYyMEHTa, pPE30NOUUA.
166. Jlena, KOTOpbIE BENUCH MOCIEI0BATEIBHO B IByX OPTaHU3ALMAX, BKIFOUAKOTCS
B apxXuBHbIH (GOHA TOW OpraHu3aluud, B KOTOPOM OHHM OBbUIM 3aBEpILICHBI
JEITOMNMPOU3BOACTBOM.
167. Enunbsiii apXuBHBIH (GOHJ COCTABISIOT JOKYMEHTHI:
1) opranu3aruu 10 U MOCie ee peopraHuzamnuu (mpeodpa3oBaHus), €ClIM OHA HE



noBJeKJa 3a  co0OMl  KOpPEHHOTo  M3MEHEHHUs €€  JAeATEIbHOCTH;
2) opraHu3aiuu, MOMEHSBILIEH roCcy/1apCTBEHHYIO0 (OpMy COOCTBEHHOCTH Ha
HETOCy/IapCTBEHHYI0, HO B YCTaBHOM KamHTajle KOTOPOH, UMeeTcsl mpeodiiagaronias
0075 rocyJapcTBEHHOU COOCTBEHHOCTH;
3) opraHu3zanuMu BPEMEHHO NPEKpPaTUBIIEH CBOK JEATEIBHOCTH H
BOCCTAHOBJIEHHOM c TEMH xKe 3ajadaMu U bYyHKUIUAMU;
4) NOKyMEHTBl OpraHM3aldd M KOHCYJIbTaTUBHO-COBEIIATEIbHBIX OpPTraHOB,
CO3J1aHHEX npu HeEel,;
5) opraHuzauuMd U €€ JUKBUAALUOHHOW (KOHKYPCHOW) KOMHMCCHUH.
168. JIOKyMEHTBI 1OYEPHUX OpPraHU3allNil, COCTABISAIOT OTIECIbHbIE apXUBHbBIC
(GOHBI OT TOKYMEHTOB UX OCHOBHBIX OpPraHHU3al[uil HE3aBUCUMO OT TOT0, XPAHATCS JIU
OHM B OJHOM BEJIOMCTBEHHOM (YaCTHOM) apXHWBE€ WJIM  Pa3HBIX.
169. JokymMeHTBI 00IIECTBEHHOM opraHu3anuu (MpodCcor3HOM, CIOPTUBHON U
IPYTHX),CYIIECTBYIONIEH MpPU OpraHu3alMud C MOMEHTa pErucTpauuu 3TON
0OIIIEeCTBEHHOM OpraHu3alMi B COOTBETCTBHM C 3aKOHOJATeNbCcTBOM PecmyOmuku
Kazaxctan 00 001ecTBEHHbIX 00bEAMHEHUSAX, IPU UX MOCTYIUICHUH HA XpaHEHUE B
apXWB OpTraHU3alMU COCTABIISIIOT CAMOCTOSATENIbHBIA apXUBHBIM (QOHI HIH
OPUCOEAUHAIOTCA K apXUMBHOMY (OHAY opraHuzaiuu, o0pa3ys 00bEIUHEHHBIN
apXHUBHEH boHI.
170. OObequHEeHHbIN apXUBHBIA (OHI MOXKET OBITh CHOPMUPOBAH U3 APXUBHBIX
JOKYM®EHTOB
1) opranuzauuii, ONTHOPOJIHBIX MO IIEJIEBOMY HA3HAYEHUIO U (YHKIUIM,

NENWCTBYIOMNX Ha ONpEAECIEHHON TEPPUTOPUH;
2) PyKOBOJSILETO OPraHa U MOJYMHEHHBIX €My OpPTaHU3alnl, AEHCTBYIOIUX HA
ONPENETNEHHOH TEPPUTOPHUHU,;

3) opraHEu3anuii, o0O0BEAMHEHHBIX OOBEKTOM JCSATEIHHOCTH.
Takoit ¢houg MOKHO CHOPMUPOBATH U3 APXUBHBIX JOKYMEHTOB OpraHHU3allu U
JIOKyMEHTOB OOIIECTBEHHBIX OpTraHu3anuii (MpoQCO3HONW, HAYIHO-TEXHUIECKON |
Ipyroil), ujeHaMH KOTOpPOM SBISIOTCS paOOTHUKUM DTOW  OpraHu3alluy;
4) mocnenoBaTeNbHO CMEHSABIIMX JPYT Jpyra opraHu3auuii, eciu (QyHKIUU
NPEAIIECTBEHHUKOB TOJHOCTBIO WM YaCTUYHO IEPEAABAINCH U MEPENANTCS UX
npeeMHHUKaM, a Takxke, (OpMUpPOBAHUE [ KOTOPHIX MPOUCXOJUIIO B BHUJIE
HEMPEPHIBHOTO TIpolecca, MNPUBEAUIET0 K CO3JaHUI0 CBSI3aHHOTO KOMILIEKCa
JTOKYMEHTOB, HE NOoAAAa0MEerocs pa3AEIEeHUIO.
KonkperHble HAMMEHOBAaHUSI BCEX OpraHU3alnil, JOKYMEHTBI KOTOPBIX BOULIU B
00bEJMHEHHBIM apXUBHBIM (OHJA, NPUBOAATCS B YUYETHBIX JIOKYMEHTAaX.
OO0s3aTeNbHBIM yCIOBUEM ISl CO3/IaHUSA OOBEIMHEHHOTO apXUBHOro (oHaa
SABJISIETCS] HEIPOOUMOCTh IOKYMEHTOB KOHKPETHBIX (DOHIOB, BOIIEAIINX B €r0 COCTaB.
171. Kaxxgomy apXuBHOMY (DOHIy OpraHM3alMU MPUCBAMBAETCA O(HUIIMATBHOE



HAaMMEHOBaHUE COOTBETCTBYIOIIETro (oHI000pa3oBaTesss C yKa3aHHEM €ro
OpraHU3alMOHHO-TIPABOBOM (HOpPMBI, MOAYMHEHHOCTH, BCEX MEPEMMEHOBAaHUU B
XPOHOJOTUYECKOW  IMOCHEJ0BATEIBHOCTH, a TaKX€ MECTOHAaXO0XICHUS.
172. B Ha3BaHUM apXUBHOTO (DOHJA YKA3BIBAIOTCS €r0 XPOHOJIOTMUECKUE TPAHUIIBI.
173. B cBa3u ¢ npunsatTueM KoHcTUTyUnid Pecryonnku Kazaxcran B 1993 u 1995
rogax W WHBIX HOPMATHUBHBIX MpaBOBbIX akToB PecnyOnuku Kazaxcran:
1) 3aKpPBIBAIOTCSH ApXWBHBIC bOoHABL:
Bepxosnoro Cosera Kazaxckoit CCP (BepxoBHoro CoBera PecnyOmnuku
KaszsaxcTtamn),;
Cosera MunuctpoB Kazaxckoit CCP (Pecny6nukm Kazaxcran);
Ipyrux rocynapctBeHHbix opraHoB Kazaxckoit CCP, (Pecnybnuku Kazaxcran),
cymiectBoBaBux A0 npuHATus Kouctutynuu PecnyOnuku Kazaxcran (1993 r.);
MecTHBIX COBETOB HAapOAHBIX JIEMYTAaTOB U MX MCHOJHUTEIbHBIX KOMUTETOB, a
TaK)X€ MPE3UJUYMOB HCIOJHUTEIbHBIX KOMHUTETOB. JlOKYyMEHTBI NPE3HIHYMOB
UCIIOJIKOMOB BKJIIOHAIOTCS B (POHABI MECTHBIX COBETOB B OMNHUCH HCIIOJIKOMOB;
2) oOpa3ywoTcs  HOBBIE apXUBHbIE  (POHABI:
IIpe3upenra Pecny6nuku Kazaxcran;
[TapnamenTa Pecnybnuku Kazaxcran. JIokyMeHTBI €ero AByX nanar - Maxuiuca
[TapnamenTa Pecnyonuku Kazaxcran u Cenara [lapnamenta Pecnybnuku Kazaxcran
COCTaBIAIOT nBa apXUBHBIX bonna;
BepxoBHOTO cyna PecnyOnuku KazaxcraHn;
Briciero apb6utpaxHoro cyaa Pecnybnukum Kazaxcran;
Koncturyumonnoro CoBera Pecnyonuku Kazaxcran;
Bricmero Cyne6noro CoBera Pecnybnuku Kaszaxcran;
I'enepanbHoit mnpokypatypbl Pecnybnuku Kazaxcras;
CyeTHOro KOMUTETa IO KOHTPOJIIO 32 UCTIOIHEHUEM PECITyOIMKaHCKOTO OI0/IKETa;
Hanuonanpnoro ©Oanka Pecnybnuku  Kazaxcrawn;
HenTpansHoii nzbuparenbHoid komuccuu PecnyOnuku KazaxcTaH, MeCTHBIX

u30upartenbHBIX KOMUCCHUM;
Kabunera MunuctpoB PecnyOonuku Kazaxcran (IIpaButennctBa PecnyOnuku
Kazaxcrtan c 1995 ronga);

HEHTPAJIbHBIX UCTIOJHUTENIBbHBIX opraHoB PecnyOnuku Ka3zaxcran u ux BEJJOMCTB;
IJIaB aIMUHUCTPAIHH (CeIbCKUE, MoceNKoBbIie ¢ 1994 rona, o61acTHbIC, pailOHHBIE,
ropoackue ¢ 1992 roma) u akumoB (¢ 1995 roma) oOGmacrtei, (ropojzion
pecnyOIMKaHCKOTO 3HAYEHHS, CTOJUIILI), pailoHOB (TOPOJOB O0JIACTHOTO 3HAYCHUS),
palioHOB B TOPOJIax, TOPOJIOB PAHOHHOIO 3HAYEHUS, TTOCEIIKOB, ayJIOB (Cell), ayJbHbIX (
CENBbCKUX) OKpYroB u 179:4 anmapaToB;
MacnuxatoB obiacteil (ropofoB pecimyOIuKaHCKOTO 3HAYEHHUS, CTOJIMIIBI),
pailoHoB (ropo/ioB 00JIaCTHOTO 3HAYEHMs) U UX amnnaparoB. JOKyMeHTHI



Macianxar-coopaHuii U30paHHBIX B COOTBETCTBUU ¢ 3akoHOM PecryOnuku Kazaxcran "
O mnpeAcCTaBUTEIBHBIX MECTHBIX W HCIOJHUTENIbHBIX OpraHax M MaciuXaToB,
u3bupaembix B coorBeTcTBUU ¢ Konctutymueir PK" ot 30 aBrycra 1995 rona,
COCTaBJsIET €U HBI I boHn U eUHY IO OTNHUCH;
3) COCTaBIIAIOT €IUHbIE apXUBHBIE (POHABI, CICAYIOUIME aPXUBHBIE JOKYMEHTHI:
OTpPaciEBbIX YINPABICHUN U OTHAEJIOB HMCHOJHUTEIBHBIX KOMHUTETOB COBETOB
HApOJHBIX JENMyTaTOB oOjacteil (ropooB pecnyOJUKAHCKOTO 3HAYEHUS, CTOJIMIIBI),
palioHOB (TOpOJIOB 00JIACTHOTO 3HAYEHUS), palilOHOB B TOPO/aX, TOPOJIOB PAalOHHOTO
3HaueHus: Kazaxckoii CCP W COOTBETCTBYIOIIUX OPraHOB TIOCYAApPCTBEHHOTO
ynpasieHus Pecnybnuku Kazaxcran mepuoga HE3aBUCHMOCTH, €CIM WX 3a/laud U
byHKUIUH OCTalHCh 0es U3MEHEHHUS.
B sTOoM cimydyae BO3MOXKHO CO3/aHHE OOBEAMHEHHOTO apXMBHOTO (GoHAA.
JIOKyMEHTBI COOTBETCTBYIOIIMX OPraHOB TOCYAApCTBEHHOTO YMPABJIEHHUS IEPHOJIA
HE3aBUCUMOCTH BKJIIOYAIOTCSA B OOBEAUHEHHBIN apXUBHBIA (POHI CAMOCTOSTEIBHOM
onuckro. K Kaxa0il onucu e NOCTOSTHHOTO XPAHEHUSI COCTABIISIETCS] TUTYJIbHBIN JIUCT
u npeaucioBue. Onucu Jen MO JUYHOMY COCTaBY MOTYT OBITb HPOJOJIKEHBI.
174. B cBa3u ¢ mpeoOpa3oBaHMEM MECTHBIX MPEICTABUTEIBHBIX U
UCIIOJIHUTENIbHBIX OpraHoB (MX OOBEAUHEHUEM, pa3/IeJIEHUEM, a TaKKe U3MEHEHUEM
cTaTyca aJMUHUCTPATUBHO-TEPPUTOPUATHHON E€IUHUIIEI) HOBBIC apXWBHBIC (POHJIBI
COCTaBJISIFOT apXUBHBIE IOKYMEHTBI CO3JaHHBIX OPTaHOB MECTHOI'O TOCYAapPCTBEHHOTO
yaopaBJiIeHH Hd
175. IlepenMeHOBaHUE WA U3MEHEHUE aIMUHUCTPATUBHBIX T'PAHUI] MECTHBIX
IPEACTABUTENbHBIX W HWCIOJIHUTEIbHBIX OPraHOB HE SBISETCS OCHOBAHHEM JJIS
CO3/IaHUsl HOBBIX apXWUBHBIX (DOHIOB U3 APXUBHBIX JOKYMEHTOB COOTBETCTBYIOIIUX
OpPraHoB MECTHOIO0 TOCYAapCTBEHHOT'O YIpPaBJICHUS M JPYrUX OpraHu3aluH,
pPacmoNoXEeHHBIX Ha JaHHOU TEPPUTOPUH.
176. Ilpu peopranuzanuu (JIMKBUAAIIMHA) OpTaHU3alMM HOBBIE apXUBHbBIC (DOH]IBI
co3aa10TCH B caydasx:
1) u3MeHeHus 1EeNeBOro Ha3zHaueHHs, NPoduIs AeATeIbHOCTH U (YyHKIIUN
OprasHuiszanuu
Ecnau na 6a3e oprana ympaBiieHUsI CO3/Ia€TCSl OpraHU3allusl, 3aHUMAIOIIAICs
HEMOCPEJICTBEHHO MPOU3BOJCTBOM, TO €€ JTIOKYMEHTBI COCTABIISIIOT HOBBIM apXHBHBIM
doun. Takxke cieayeT mMmocTymnaTh, KOTrJa MPOW3BOJCTBEHHAS OpTraHU3aIUs
npeobpaszyeTrcs B yhnpaBieHYECKUH opras.
B cnydyae KOpeHHOTO M3MEHEHHS KOMIETCHIIMU W (YHKIIUNA OpTraHu3aiiu |
co3/laHusl Ha ee 0a3e HOBOM OpraHu3aluy €€ JIOKYMEHTHI COCTaBJISIOT HOBBIM
apXUBHBEU b oHLI;
2) nmpeoOpa3oBaHMs OpraHHU3alMU C U3MEHEHHEM (POPMBI COOCTBEHHOCTH
UMYILECTBA OpraHu3aluu (IpUBaTU3aLKs, aKIIMIOHUPOBAHUE, HALMOHAIIU3AIUS U TOMY



mogxgoo0®HOG® E).

N3 apXuBHBIX JOKYMEHTOB T'OCYJAAapCTBEHHOW OpraHU3aliy, NOABEPIIIEHUCS
npeo0pa3oBaHUIO0 ¢ U3MEHEHHEM (OPMBI COOCTBEHHOCTH UMYIIIECTBA OpraHU3aIliH, U
ApXUBHBIX JOKYMEHTOB BHOBb BO3HHKIIEH OpraHu3ainuu(ii) - mpaBorpeeMHUKa(OB)
normyckaetcsi GopMHpPOBaHNE 00BETMHEHHOTO apXUBHOTO (DOHA B CITydyae Iepe1adu B
COOTBETCTBHH C JIOTOBOPOM (COTJIAIIICHHEM) apXUBHBIX JJOKYMEHTOB Opranu3anuu(ii) -
npaBonpeeMHUKa(0B) B TOCYJApCTBEHHYIO COOCTBEHHOCTh WJIM HAa XpaHEHUE B
rOCy/IapCTBEHHBIN apxuB. B 3TOM ciyyae MX JOKYMEHTHI BKIIIOYAIOTCS OTAEIIbHBIMU
O m U C I M H

K omucsm takoro (oHma COCTaBISIOTCA OTACIbHBIC TUTYJIbHBIE JIUCTHI U
npeaucyioBus. JIOKyMEHTBl MO JUYHOMY COCTaBy B ATHUX (OHIAX MPOJOJDKAIOT
npeablayliue onucu nen no JTUYHOMY COCTaBy;

3) npu JIMKBUJAIIMK OpTaHU3AIMY C Tepeayeil BceX UM 4acTH ee (PYHKIIMU HOBOM
UM HECKOJIbKUM BHOBBH CO3JJaHHBIM OpraHU3alUsIM JOKYMEHTHI Ka)KI0i HOBOU
OpraHHU3al U COCTaBISIOT HOBBIE apXUBHBIC boHIBI.

177. JIukBuganusi OpraHU3aiiiu 03HA4YaeT MPEKPaIleHUE €ro JIesITeIbHOCTH 0e3
nepexoa npas U 00s13aHHOCTEHN B OPSIKE MPABOIIPEEMCTBA K JPYTUM OpraHU3aIIHSIM.
B cootBercTBUU ¢ 3TUM (PaKTOpPOM JOKYMEHTHI JIMKBUIMPOBAHHOW OpraHU3aIuu
COCTABIAOT OTAENbHBIU ApXUBHBIU boH.
178. He sBnsiercss OCHOBAaHHMEM JJIsi CO3JaHHMS HOBOI'O apXWBHOro (onpa:

1) pacumiripeHue unu Cy’€HHE TEPPUTOPHUATBHBIX T'PAHUI] ACATEIbHOCTU WU
byHKIUU OpTraHHU3aUUU;

2) BbIACICHUE U3 OPTaHU3AIlMU OJHOM WJIM HECKOJbKUX HOBBIX OpTaHU3aIui C
nepeaayeu UM OTJEIbHBIX byHKIIUN nepBou OpraHU3aluu;

3) U3MEHeHHE MOAUUHEHHOCTH OpraHu3alliu, €€ CTPYKTYPhI, IEPEUMEHOBAHHUE WU
BHECEHHE W3MEHEHHIl B Ha3BaHHE, HE COMNPOBOXKIAIOIIUECS H3MEHEHUEM
NepBOHAYAIbHBIX bGyHKIUM;

4) cmeHa yupenurens (ei) opranu3ainuu, 0e3 u3MeHeHus: POpMbI COOCTBEHHOCTH
UMYIIECTBA PTOH OpraHU3alUuMH;

5) mpeoOpa3oBaHuE TOCYIApPCTBEHHOTO YUYPEKJECHUS B TOCYJapCTBEHHOE
NpeanpuUsATHUE U HaobopoT.

[IpeoOpazoBanue rocyJapCTBEHHOTO MPEANPUATHS, OCHOBAHHOTO Ha IMpaBe
XO34MCTBEHHOTO BEJICHHSI B TOCYJAapCTBEHHOE IMPEANPUITUE, OCHOBAHHOE Ha IpaBe
ONEPAaTUBHOIO YMpaBiieHUs (Ka3eHHOE MPEANpUsITHE) U HAOOOpPOT HE SBISETCS
OCHOBAaHMEM ISl pa3AeieHUus JOKYMEHTOB Ha OTIEJbHBICE apXuBHBIC (DOHIBI.

JIOKyMEHTBI rOCyAapCTBEHHBIX MPEANPUATHI U TOCYTAPCTBEHHBIX YUPEKICHUN B
clydae, €Ciu MpeanpusTus (yUypexkIAeHUs) MPOI0IKAIOT CBOKO JEATEIbHOCTh MOCIe
1991 roma kak TOCYJapCTBEHHBIE, COCTAaBISIIOT €IUWHBIM apXUBHBIN (DOH;

6) nepexoj OpraHu3alny U3 pecnyOIUKaHCKOW COOCTBEHHOCTH B KOMMYHAIBHYIO



u HaoOoporT
179. XpoHOJOTMYECKUMH TpaHULlAMH apXUBHOrO (QoHAAa SBISIOTCS:
1) apxuBHOTO (QOH/IA OPraHU3AINY - YCTAHABIMBAEMbIC HA OCHOBE HOPMATHUBHBIX
MIPaBOBBIX aKTOB O(UIIMATBHBIE JaThl UX 00pa3oBaHUsl (PETUCTPALIMH) U JTUKBUIAIIUH.
[Ipu HanWMUMKU HECKOJBKUX HOPMATHUBHBIX IMPABOBBIX AKTOB 3a JaTy 0Opa3oBaHUA
OopraHuM3alMy  TNpUHUMAETCs  jgata  Haubojee  paHHET0 U3 HHUX;
2) 00bEeIMHEHHOrO apXWBHOTO (hoHAA - MaThl 0Opa3zoBaHUs (PErUCTpaIUN)
HauOoJyiee paHHEW W JUKBUJAIMK Hanbojee MO3JHEH MO BPEMEHH JEATEIIbHOCTH
OpraHu3aiuii, JOKYMEHThl KOTOPBIX BOIILUIM B COCTaB OOBEIMHEHHOIO apXHWBHOTO
b o H &1 a
180. XpoHoJioruuecKre TPaHUIlbl apXUBHOTO (POHJA MOTYT HE COBIAJATh C
KpallHUMU JaTaMU COCTAaBIISIFOLIMX €r0 ApXUBHBIX JOKYMEHTOB, B CBSI3U C BO3MOKHBIM
OTCYTCTBMEM ApXMBHBIX JOKYMEHTOB HA4YaJbHOTO W/WJIM 3aBEPIIAIOIIETO ATAIoOB
NEATEeIbHOCTH OpraHu3alluy, BKIIOYEHHUEM B cOCTaB oHAa 0ojee paHHUX apXUBHBIX
JOKYMEHTOB, MIEPEIAHHBIX JIJIs1 3aBEPILICHUS TPOU3BOJICTBOM JEJIa MPEAIIECTBEHHUKOM
OpraHU3alIluu.

ITopsnmok opranu3amiy JOKyMEHTOB B Ipefieliax apXuBHOTO oHma

181. B mpenenax apxuBHOTO (HOHJIa YUETHON M KJIACCUPUKAIIMOHHON €TUHUIICH
SABISCTCS €IWHUIIA XpaHEHUs - (PU3UUYECKU OO0O0COOJIEHHBIE JOKYMEHT WU
COBOKYITHOCTh  JIOKYMEHTOB, HMEKIIHE CaMOCTOSITEJIbHOE  3HAYCHHE.

Enunnneit xpaneHus apXuBHBIX JOKYMEHTOB Ha OyMa)KHOW OCHOBE SIBJISIETCS JIEJIO.
Hleno - otTnenbHBIA (€) apXuBHBIA (€) MOKyMeHT (bl), 3aKkJIIOYEeHHBIH (€) B
000Cc00NEeHHY IO 00T0XKY, nanky.

AyaroBHU3yalIbHBIE U 3JIEKTPOHHBIE TOKYMEHThI YYUTHIBAIOTCS TAK¥KE MO €IMHULIAM
y 4 € T a

182. EpumHunamu yyeTa ayJuOBHU3YyaldbHBIX JIOKYMEHTOB SBIISIFOTCS:

1) st KHWHOJOKYMEHTOB - YacCTh €IMHUIIBI XPAaHEHH S, OJ{HA WU HECKOJIBKO €IMHUIL
XPaHEHHUsI, OTHOCSIINXCA K KHHOTTPOU3BEIEHUIO W ChEMKE OIPEACIIEHHOTO COOBITHS;

2) nist GOTOMOKYMEHTOB - 4acTh €IUHUIIBI XPAaHCHUS, a OJHA WJIU HECKOJIBKO
EIUHUIl XPAaHEHUS, OTOOPAKAIOIINX OJHO COOBITHE, OOBEAMHEHHBIX CMBICIIOBBHIM
ConepxXaHHUECM ,

3) m1st OHOJTOKYMEHTOB - OJIHA WJIM HECKOJIbKO €JIMHUI] XPaHEHUs C 3ByKOBOM
3aMUChI0 OMPENIENIEHHOTO0 COOBITUS, OJHOTO WJIM HECKOJIbKUX OOBEIUHEHHBIX IO
ABTOPCKOMY, HCHOJIHUTEIbCKOMY, TEMAaTUUYECKOMY U JPYTHUM TIpU3HAKaM
NPpOU3BEACHUM JTUTEpaATypPBhl u UCKYCCTBA;

4) nns BUACOJAOKYMEHTOB - YacTh €IMHUIIBI XPAHEHUsI, OJJHA WU HECKOJIBKO
EIVHUIl XPAaHEHUS C 3aMUCHI0 OMPEACICHHOTO COOBITHS, OJHOTO WM HECKOJIBKHUX



00BEIMHEHHBIX IO aBTOPCKOMY, HCIOIHUTEIHLCKOMY, TEMaTUYECKOMY H APYTUM
npu3HaKaM NpOM3BEICHUN JUTEPATYyPHI u HCKYCCTBA.
183. EnuHunamu XpaHeHUs ayAuOBU3YaldbHBIX JTOKYMEHTOB SBISIOTCS:
1) o KUHOJAOKYMEHTOB - (pu3myecku 000COOJICHHBIH PYJIOH KUHOIJICHKU,
2) nas GOTOAOKYMEHTOB - (pusmyecku o000COONCHHBIN Kanap (HETaTuB,
nyOJIb-HETaTHB, TIO3UTUB, CIIAi (AUATIO3UTHB)), PYJIOH auaduiabMa, (OTOOTIEHATOK,
($oTOanbO0M, TUCKOBBIA HOCUTEND U (PU3NYECKH 000COOJIEHHBIE Kapbl TAHOPAMHOM
C b € M K U ;
3) s GOHOJOKYMEHTOB - Pu3HUecKu 000COOIECHHBIN PYJIOH MarHUTHOM JICHTHI,
JUCKOBBIM  HOcUTenb W (Qusuueckm  000coOJieHHAss  ayaMOKacceTa;
4) st BUACOIOKYMEHTOB - hr3udecku 000co0IeHHas BUaeokacceTa, Gu3ndecku
00600c00TEeHHBI I AVWCKOBBIU HOCHUTEIb.
184. 3a eguHuily y4yeTa SJIEKTPOHHBIX JOKYMEHTOB MPUHUMAETCS €AMHUIIA
XpaHEHUs WU KOMIUIEKT €IWHWI] XpaHEHHs C 3amuchio (paitma WM HECKOJIBbKUX
(daiIoB, COCTABISIONIUX €IUHBIA MPOTrpaMMHO-UH(DOPMAMOHHBIA OOBEKT (TEKCT,
TUTIEPTEKCT, MyJIbTUMEANINHBIN 00BhEKT, 0a3a JaHHBIX, OaHK JaHHBIX, 0a3a 3HaHUM), a
TaKXke CONMPOBOMUTEIbHAS JTOKYMEHTAIUA.
185. 3a enuHMIly XpaHEHUSI 3IEKTPOHHOTO JOKYMEHTa MPUHUMAETCS (PU3HUYECKU
000CO0JICHHBII HOCHUTENIb (KECTKHUU JTUCK, KOMITAKT-AUCK W JPYTHE COBPEMEHHBIC
HOCHUTEJIN) C CONMPOBOAUTEIbHOMN JOKYMEHTAalueH.
186. OtcucTeMaTU3UPOBAHHBIE €IMHULIBI XPAHEHHUS (Jie]1a), BHOCSTCS B OMUCH JIET
U 0(pOPMIIAIOTCS B MOPSJKE, 00ECIeUNBAIOIIUM UX Y4YeT, MMOUMCK U HCIOJIb30BaHUE.
Jlena cuctemMaTU3UMpylOTCs B MpenesiaX apXMBHOTO (POHAA COTJIACHO CXEME
cucrteMaTusanuu (HOMEHKJIAType Jei), KOTopas SBJSETCS OCHOBaHUEM JUISl MX
BHYTPEHHEN  oOpraHu3alUu MW  3aKperuisieTcs Omnuchio  (OmucsiMu)  Aed.
187. Jlena, BHECEHHBIE B OTIMCH JIeNl CTPYKTYPHBIX MOAPA3ACICHUN OpraHu3aiiu, 1
nena BpeMeHHoro (mo 10 mer BKIIIOYMTENbHO) XpaHEHHS, MEepeJaHHbIe 10
HOMEHKJIAType JeJl, BHYTPH apXUBHOTO (POHIA OpraHM3allid Pa3MENIAIOT C YYETOM

XPOHOJOTMYECKO-CTPYKTYPHOTO (CTPYKTYypHO-XPOHOJIOTHUYECKOTIO) WIn
XPOHOJOTUHYECKO-(PYHKIITMOHATIBHOTO ((pyHKIIMOHATBHO-XPOHOJIOTUYECKOTO)
Klaccu(PUKaMOHHBIX NpU3HAKOB.

188. XpOHOJIOrNYECKU-CTPYKTYPHAsI CXEMA CUCTEMATHU3ALNU MTPUMEHSETCS I10
OTHOIIEHUIO K (OoHIAM JAeiCTBYIOIIEH opraHu3anuu (y4uThiBas HalibHEHIee
MOTIOJITHEHUE JOKYMEHTOB ATUX apXUBHBIX (POHIOB) U JIMKBUIUPOBAHHBIX OpPTraHU3aIINi
C 4acTO MEHABILIEHCS CTpyKTypou. llpm 3TOM cxeme cucremaTh3aluyu €IUHULBI
XpaHEHUs TPYIIUPYIOTCS B apXUBHOM (OHIE MO BPEMEHU UX CO3JaHuA (110 ToJiaM,
nepuoaM), a B Ipeaesiax KakKJOW XPOHOJOTHYECKON TPYHIIbI - MO CTPYKTYPHBIM
NoApa3qEIECHUAM OpraHHU3aLHUHU.

189. CTpyKTypHO-XpOHOJIOTHUYECKASI CXEMA CHCTEMAaTHU3alMU MPUMEHSETCS IO



OTHOIICHHUIO K (POH/IaM OpraHU3alii, UMEBIINX CTAOUIbHYIO CTPYKTYPY, U3BMEHEHUS
KOTOPOM MPOUCXOJIMUIIN PEAKO, a TAaKKE MPU CUCTEMATH3ALMHU €IUHUI] XPaHEHHUS
AUKBUJIUPOBAHHBIX OpraHu3auui.
[Ipu 3TO#l cxeme cucTeMaTU3alMU EIUHUIBI XpaHEHUS! TPYNIHUPYIOTCS 10
CTPYKTYpHBIM moOjapa3feneHusaM ¢GoHgoo0pa3oBarens, a B Mpeneiax KaxIou
CTPYKTYPHOM TpyINnbl - IO BpPEMEHU (QOPMHUPOBAHUS E€IMHUL] XPAHEHUS.

190. XpoHonornuecku-(pyHKIHOHATbHAS WK (PYHKIMOHAIBHO-XPOHOJIOTHYECKas
CXEMbl CHUCTEMaTH3alllld MPUMEHSIOTCS MO OTHOIIEHHIO K (POHJIaM OpraHu3alui ¢
4acTo MEHsBIIEHCS CTPYKTypOH 1501851 HE UMEIOIINE ee.

[Ipu cucremaTH3aluy €IUHUL XPAHEHHSI MO XPOHOJOTUYECKU-(YHKIIMOHATBHOM
cXeMe TPyNIUpOBKA WX MPOUCXOAUT BHAYaJE MO XPOHOJIOTMYECKOMY NPHU3HAKY, a
3areM 1o QyHKIHIM (BUAaM, HapaBIEHUsAM) JAesTenbHOCTH (poHmooOpazoBatens. [Ipu
ATOM MOATPYMIIBI A€l pacHojaraloTcs C y4eToM 3HaYMMOCTH (PyHKUUN opraHu3auui (
PYKOBOJCTBO, IJIaHUPOBaHUE, (PUHAHCUPOBAHUE, YUET U OTYETHOCTh, CHAOKEHHE U
cOBIT, KaJp bl U TakK nainee).

[Ipu cucremaTu3aluy €IUHUL XPAHEHUS 110 (PYHKUIHOHATBHO-XPOHOJIOTHYECKOU
CXeM€ OHM TPYNIHUPYIOTCS BHAYANE MO (PYHKITUSAM JesaTeTbHOCTH (HOHI000pa3oBarTers,
a 3aTeM no XPOHOJOTHYECKOMY NpU3HAKY.

191. Ans cuctemMaTtu3auy eIUHUL XpaHEHUS apXUBHBIX (POHIOB OECCTPYKTYPHBIX
OpraHu3alMil MOXeT OBbITh HMCIOJIb30BaHA XPOHOJOTMYECKU-HOMHHAJIbHAS WIIN
HOMHUHAJIbHO-XPOHOJIOTUYECKAS] CXEMbI CUCTEMATU3ALMI TPUMEHSAIOTCS: CHaYaja I10
XPOHOJIOTMH, BHYTPU Ka)XJOro roja Mo BUAAM €JUHUL] XpPaHEHHs WU CHayaua Io
BUJIAM €IMHUI] XpaHEeHHs! (IPUKA3bI, MPOTOKOJbI, IIAHBI U JPYTHUE) U BHYTPH KAXKIOTO
BHU A o XPOHOIOTHUH.

192. B COOTBETCTBUM CO CXEMOM CHCTEMAaTH3allUM E€IWHUIIBI XpaHCHUS
TPYyNNUPYIOTCS B creAyrumeM NOpsAJIKeE:

1) enwHUIBI XpaHEHUS OTHOCITCS K TOMY TOAY, B KOTOPOM OHU HAYaThl
JEJONPOU3BOACTBOM, WM B KOTOPOM IMOCTYNMJIM B JAaHHYIO OpraHu3anuio (
CTPYKTYpPHOE IO/Ipa3JeJIeHNe) U3 APYyro opraHnu3anuu (CTpyKTYpHOIO OIpa3aesieHUs
) gt OpPOTOJKEHHUS NpOHU3BOACTBA;

2) equHUIIBI XpaHEHHUs, COJIepKalllUe TUIaHbl, OTYEThl, CMEThl U MaT€pUaIbl K HUM
OTHOCATCSI K TOMY TOJly, HA KOTOPBIM MJIM 32 KOTOPBIM OHU COCTaBJIEHBI, HE3ABUCUMO
OT JaThl UX COCTABJIEHUS; JOJITOCPOYHBIE IJIaHbl OTHOCATCA K HaYaJIbHOMY TOJY HUX
NEUCTBUS, a OTYETHl 3a ATHU TOJAbl - K MOCJIEJHEMY TOAY OTYETHOrO MNEPUOoAa;

3) eauHUIIBI XpaHEHUs, HAYaThle ASTONPOU3BOACTBOM B OJJTHOM MOJPA3ACICHUN U
nepefaHHble JUIsl NMPOAOJKEHUS B JPYroe IMOJpa3[eieHue, OTHOCATCS K TOMY
NOoJIpa3eieHII0, B KOTOPOM OHHU ObUIM 3aBepIIEHbI (IIPU 3TOM Ha3BaHHE MEPBOTO
noapasneieHus Oepercss B CKOOKM UM TMHUUIETCS Ha3BaHWE IOCIEIHEr0);

4) B mpenenax roja WM XPOHOJIOTMYECKOTO MEPHOJA €AUHULIBI XPaHEHHS



pacnoararTcs o 3HaUMMOCTH (PYHKIUH OpraHu3anuy (WK - B OPsIIKE 3HAUUMOCTH
U JIOTMYECKOM B3aMMOCBSI3M BHUJOB U  Pa3HOBUJHOCTEH JOKYMEHTOB);
5) enuHUUBl XpaHEHWS, MpeAcTaBisAoImKNe coOOil JUYHBIE Jena,
CUCTEMATU3UPYIOTCS MO ToJaM YyBOJIbHEHUS U  aindaBuTy  (pamMuiauil.
193. Equnuiipl XpaHeHus: B Ipejeiax MoclieAHuX (3aBepliaroiinX) CTylNeHel
CUCTEMATU3allMU pACHPEAEIATCd MO0 WX 3HAYUMOCTH WIH XPOHOJOTHUH.
194. DnexTpoHHBIE NOKYMEHTBI CHCTEMATU3UPYIOTCSA MO BHAAM HOCHUTEIEU
uHopManuy (MarHUTHBIC JICHTHI, JTA3€PHBIE W KECTKHE TUCKU, KOMITAKT-IUCKH,
JUCKETHI); BHYTPU BUJOB - IO (hopmaTam MpeAcTaBiIeHUsI HHPOPMALIMH, U Jajee - Mo
XapakTepy 3a)UKCUPOBAHHOM uHpopmanuu.

195. Equnauiiel XxpaneHus B 00beIMHEHHOM apXUBHOM (DOHJIE, pacnoiaratoTcs 1o
3HAYMMOCTH (HOHIO0Opa3oBaTeneld, Mo XPOHOJOTHH WX CO3JaHus, MO an(aBHUTY
Ha3BaHuU. B mpenenax kaxzaoro ¢oHaa, BOLIEAIIEr0 B 0ObEAMHEHHBIN apXUBHBIN
(oHI, MPUMEHSIOTCS Pa3HbIE CXEMbI CHCTEMAaTH3aLU1, BBIOOP KOTOPBIX ONPEEISIETCS
XapakTepoM JEeATEeNbHOCTH KOHKPETHBIX OpraHU3alldii, COCTaBOM M OOBEMOB HX
JOKYMEHTOB. {7151 apXuBHBIX ()OHAOB OJHOTUITHBIX OpPraHU3aLMI UCTIOIB3YETCs 001as
cxema CUCTEMAaTHU3ALHUHU.

196. JIokyMeHTBI 110 JIMYHOMY COCTaBYy, HAyUYHO-TEXHUYECKas JTOKYMEHTAlLHs B
apXUBHBIX (POHJIAX HAYUHO-HCCIEA0BATEIbCKUX U MPOEKTHBIX OpraHU3alfii, pyKOIuCH
B U3/1aTEJIbCTBAX, UICTOPUU OOJIE3HEN B MEIUIIMHCKUX OPTaHU3AIUSAX, AKThI IPOBEPOK B
(GoHIaxX KOHTPOJIBHBIX OPTraHOB, CyJcOHAass MOKyMEHTAIMs B OpraHax cyia U TOMY
01I00HBIE BBIACISIIOTCS B 0COObIE TPYMIbI M CUCTEMATU3UPYIOTCS 000COOJIEHHO OT
yOpaBIEHUYECKOM JOKYMEHTAIHHU.

197. HayuHo-TeXHMYECKass JOKYMEHTALHs PacIioaraercsi BHyTPU apXUBHOTO
doHma mo BuUAaM (IpOEKTHas, KOHCTPYKTOpPCKas, TEXHOJOru4eckKas,
HAay4YHO-HUCCIIEOBATENbCKAS, NaTEHTHAas JOKYMEHTAIHA).

198. IIpoekTHass JOKyMEHTAIMsI pacIoIaraeTcs Mo MpeIMETHO-TEMaTUUYECKOMY,
XPOHOJIOTHYECKOMY WU reorpaduueckoMy KiIacCU()PHUKAIMOHHBIM IPU3HAKAM.

[IpoekTHas JOKyMEHTAaIus noapa3aensiercs:

1) 1©Do  XKUIHLOIHO-TPaXXJAaHCKOMY  CTPOUTEINBCTBY;

2) no MNPOMBIIIJIEHHOMY CTPOUTENBCTBY;

3) 1m0 CeIbCKOXO3UCTBEHHOMY  CTPOUTENBCTBY;

4) 1O DBHEPreTM4eCKOMY M BOJOXO3SIHCTBEHHOMY CTPOUTEIBCTBY;
5) no TPAaHCIOPTHOMY CTPOUTENbCTRBY.

Kaxnas rpynma MoXeT cHUCTEMaTHU3UpOBaTbCcs Ha Oojiee MeNKHe.

JIOKyMEHTBI IPOEKTHBIX CTAJINN PacIOIararoTcs B IPUHITON MOCIIEI0BATEIIBHOCTH
OPOEKTHUPOBAaHUS .

TunoBble NPOEKTHI CUCTEMATU3UPYIOTCS TIO HOMEpPAM CEpHH.

199. KonctpyKkTropckas TIOKyMEHTAIUsI pacrojaraeTcsi o Bujaam pa3paboTok, Mo



XPOHOJIOTHUHU UM HOMEpPaM KOHKPETHBIX pa3paboTOK, BHYTPU pa3pabOTKH - 1O y3jam
COTJIACHO cneuupuUKaALUU.
Konctpykropckas qokymeHTanus Ha MOJU(GUIUPOBAHHOE M3JIETUE CIETYET 3a
JOKyMEHTalMel Ha Bce 0a30Boe M3Jenue Ju00 TOM 4YacTbio M3JENHS, Ha KOTOPYIO
UMeeTcCH MonupUKAUS.
JIOKYMEHTBI IO UCHBITAHUSM HW3AEIUN PacrloJiaratoTcsl Mo XpOHOJIOTHH, a B
npejaenax Troja - [0 HA3HAYEHWI0 TEXHHUKH, PErUCTPALMOHHBIM HOMEpPaM.
200. TexHonorumueckas AOKYMEHTALMsl CHUCTEMATH3UPYETCS COTJIACHO
TEXHOJOTHUYECKOMY npomneccy.

201. HayuHo-uccienoBaTenbCcKasi JOKYMEHTalUs, pa3MElaeTcs 0
XPOHOJIOTHYECKOMY MPUHIUITY, B MpeAeiax rojia - Mo HoMepam TeM, HHBEHTapHbIM
HOMEpaM, HOMepaM, MPUCBOCHHBIM IIPU TOCYJAPCTBEHHOW pETUCTPaLlUU, 10 TEMATUKE
Hay4YHbIX pabor, mno andgaBUTy HUX HAWUMEHOBAHUW wunu amunui
aBTOPOB-pPa3pabOTUUKOB (OTBETCTBEHHBIX HCIOJHUTENEH), IO CTPYKTYpHOMY
0 p U3 HA aAaTKY

OT4eTsl, BBINIOJIHEHHBIE 10 3aKa3aM JPYTUX OpPraHU3alHid, CUCTEMATU3UPYIOTCS
OT A €A Bb HO
202. ITaTeHTHO-IMIEH3UOHHAS [TOKYMEHTAIMs pacIojlaraercs Mo BHUIAM:
1) 00BEKTOB MPOMBIIIIICHHOW COOCTBEHHOCTH (M300pETeHUS, TTOJIE3HBIE MOJIEIH,
IIPOMBIIICHHBIE 00pa3libl, COPTa PACTEHUI, TOBapHbIE 3HAKHU, 3HAKU OOCTYKUBaHUS);
2) OXpaHHOro JOKyMeHTa (IaTeHThl, CBUJETEIbCTBA).
B npepenax kaxaoro Buaa - Mo HOMEpPAM IMATEHTOB WM CBUAECTENBCTB; IO
HOMEPAM 3asBOK, [0 KOTOPBIM MPUHSTHI PEUIEHUS HA BbIIa4y OXPAHHOTO JIOKYMEHTa,
U TI0 HOMEpaM 3as1BOK, 110 KOTOPHIM MPUHSTHI PEIIeHUs 00 OTKa3e B BbIaue OXPaHHOTO
I 0KY ME®EHTa
203. KuHOOOKYMEHTBl U BHUJAEOJOKYMEHTBHl CUCTEMATU3UPYIOTCS:
1) mo Buaam - puiIbMBbI, ClielUaIbHBIC BBITYCKH, KHHOKYPHAJIbI, OTACIBHBIC KHHO -
u TE€JNEeCIXKETBH ;
2) mo rojaM BbIllycKa (UIBMOB, CIEUBBIIYCKOB, KHHOXYpPHAJOB;

NPOU3BOJICTBEHHBIM  HOMEpaM  OTICJbHBIX KHHO - W  TEJIECIKETOB;
3) CAUHUIIAM ydeTa (KoMTJIEKTaM);
4) IIBETHOCTH (uBeTHHBIE, YepHO-0enbie);

5) ¢opmary nmenku (8 mMm, 16 mm, 35 mm, 70 MM u apyrue).
Enunuipl xpaHeHus pacrnojiaratoTcs 1Mo JIeMeHTaM KOMILIEKTa, a BHYTPH HUX - TI0
NopAAKY HOMEPOB yacTeu KUHOJIOKYMEHTA.
KoMImIekT KHHOJOKYMEHTAa COCTOMT M3 OpPUTMHAJIa U KOMHUH, OTHOCSALIUXCS K
oMHOMY (UMY, CHENBBIIYCKY, KHHOXYpHaAlTy, KHHO - W TEJICCIOXKETY.
Ha KMHOMOKYMEHTBI ¥ BUACOJIOKYMEHTBI OMPENEIICHHOTO BHAa COCTABIISETCS
OTIEenAbHas OMUCH .



204. ®OTONOKYMEHTHl CHCTEMAaTHU3UPYIOTCS MO BUJAAM:

1) HeraTuBhl pa3IUYHON LBETHOCTH (IIBETHBIC WJIM YEPHO-OEINIbIe) U pa3MepoB,
KOTOpbIe 0003HadaroTCs 1udpamu 2 - 8 (1udpa 2 COOTBETCTBYET HETATUBY Pa3MEPOM
25cMmx35cem;3-6ecmx6ceM;4-6ecmx9cem; 5-9cemx 12cem; 6 -10cecm x 15 em; 7

- 13 CM X 18 CM; 8 - 18 CM X 24 CM).
[Ipu cucremaTtu3zanuu HeOOIBIIUX 0OHEMOB HETATUBOB Pa3MepoB 6-8 moIycKaercs
1794 oObEeIUHEHHUE B ONHY rpynny;
2) cnaiabpl (OMANO3UTUBBI) PA3JIMYHONW I[BETHOCTH;
3) MO3UTHUBBHI, boTOOTNMEUATKH;
4) boToanb0O0MB ;
5) anuadumwmasbMBl;

6) PIEKTPOHHBIE NOKYMEHTHI ((OTOJOKYMEHTH Ha HHGPOBBIX I HHBIX
COBPEMEHHBIX  HOCHUTENSX), KOTOpble oOo3HavaroTcs  OykBoit  "DO".

Ha ¢oTomOKyMEHTBI ONpEeerIeHHOr0 BHUJIa COCTABISAETCS OTIEIbHAsl ONUCH.

205. ®OHOJOKYMEHTHl CUCTEMATU3UPYIOTCS O BHUJAM 3alKHCU 3BYKOBOM
uH(popmalmu - poHorpapuyeckas, rpaMMoPOHHAsI, ONITUYECKAs], MATHUTHAsA, JJa3epHas
. Ha ¢oHOIOKYMEHTHI ONpeieIeHHOr0 BH/Ia 3allUCH COCTABJISIETCS OT/AENbHAs OIKUCH.
BuyTpu BUI0B (POHOJOKYMEHTHI paCIoNaraloTcs Mo €IUHUIAM yuyeTa U KOMIUIEKTaM.

EnuHunbsl XxpaHeHUsT BHYTPU €IUHUIBI y4e€Ta paclojararTcs B MOPSAKE
POU3BOACTBEHHBIX HOMEPOB, 0003HAUYEHHBIX HA ITUKETKAaX, a BHYTPU KOMILUIEKTa B
clleyroLen MOCJIETIOBATEIbHOCTH OpPUTHHAJIBI, KOMHUH.

KommiekT poHOT0KYMEHTa COCTOUT U3 OpPUTHMHANIA M KOIMUM, OTHOCSIIHUXCS K

ONPEJEICHHON EUHULIE YUeTa.

IMopsamok nepenaun xokyMmeHTOB HarmonarsHOTo apXuBHOro oHma
Ha MOCTOSTHHOE XPaHEHUE B TOCYJapCTBCHHBIN apXUB

206. HoxymenTtsl HamnmoHanbHOro apXxuBHOTO (pOHAA B COOTBETCTBUHU C
3akoHoJaTenbcTBOM PecnyOnuku Kas3axcTaH 10 HCTEYEHUMHM YCTAHOBJIEHHBIX (
JOTOBOPHBIX) CPOKOB TMOJJIEXKaT MepeJadye Ha IOCTOSHHOE XpaHEHHE B
rOCyJapCTBEHHBIM apXWMB 3a CYET CUI MU CPEACTB  OpPraHU3aLMH.

207. YcTaHaBIMBAaETCS CIEAYIOIINE MPEAEIbHBIE CPOKH BPEMEHHOTO XPAHEHUS
JOKYMEHTOB Ha TPAJWLMOHHBIX U JIEKTPOHHBIX HOCHUTENSIX, OTHECEHHBIX K COCTABY
HanunonanpeHOTrO ApXUBHOTO bonna:

1) nokymentsl Aamunuctpanuu llpesunenta Pecnyonuku Kazaxcran, annapara
Cenara IlapmamenTta PecnyOmmku Kazaxcran, anmmapara Maxunuca [lapiamenta
Pecniyonuku Kazaxcran, Kanuenspuu Ilpembep-Munucrpa Pecniyonuku Kazaxcran,
Koncruryunonnoro Cosera Pecniybnuku Kazaxcran, LlentpanbHoi n3bupaTtenbHOR
komuccun Pecnyonuku Kaszaxcran, BepxoBnoro Cyna Pecnybnuku Kazaxcrah,



I'enepansuoit Ilpokypatypel PecnyOnuku Kazaxcran, HaumonanpHoro banka
Pecny6nuku Ka3zaxcran, MunucrepctB Pecniyonuku Kazaxcran, areHtctB PecniyOnuku
Kazaxctan, komuteTtoB MuHHcTepcTB PecnyOnuku Kazaxcran - 15 7ner;
2) TOKYMEHTBI TEPPUTOPHAIIbHBIX OpraHoB MuHUCTEepcTB PecyOnuku Kazaxcraw,
arertcTB PecriyOonnku Kazaxcran, komuteToB MunuctepctB PecnyOnuku Kazaxcran -
I O I e T ;
3) TOKyMEHTBI OpraHU3alMil, KOHTPOJIbHBIN NAKET aKUHUA KOTOPBIX MPUHAIIEKHUT
roCy/1apCTBY, UHBIX FOCYAAPCTBEHHBIX IOPUAMUECKUX JIUI PECIyOIMKAHCKOTO YPOBHS

- I O 1 e T ;

4) MOKYMEHTBI OPTaHOB MECTHOTO T'OCYJIapCTBEHHOTO ymIpaBieHus o0mactu (

ropojua pecnyOJIuKaHCKOTO 3HAYECHUA, CTOJIUIIBI) - 10 JET;
5) IOKYMEHTBl TOCYJAapCTBEHHBIX OpraHu3anuii oOiacTHoro (ropojaa

pecnyOJIMKaHCKOTO 3HA4YECHUS, CTOJIUILBI) ypOBHEU - 10 JET;

6) TOKYMEHTBI MECTHBIX TOCYAapCTBEHHBIX OPraHOB yIIpaBlIeHUs Tropoja (paiioHa)

- 5 I e T ;

7) TOKYMEHTHI TOCYIapCTBEHHBIX IOPUIMUECKUX JIUI[ TOPOJICKOTO U PallOHHOTO
YyPpOBHH4 - 5 qT1€T;
8) 3amucu akTOB IPa)KJaHCKOTO COCTOSIHUS, MOXO03SIMCTBEHHBIC KHUTH, JOMOBBIC
KHUTH, 3aIIACU HOTAPUAIBHBIX JICMCTBUM, JOKYMEHTHI LIEHTPOB 10 HEJABUKUMOCTH U

cyneOHBIE memna - 75 JI€T;
9) Hay4HO-HcCCIIeq0BaTENbCKAs, TEXHOJOTHYECKAass U MaTE€HTHO-JIULEH3NOHHAs
JOKYMEHTAUHU A - 10 JIET;
10) ONBITHO-KOHCTPYKTOpCKass JOKyMeHTauus - 15 Jer;

11) mpoekTHass TOKyMEHTalUsl MO KANUTAIbHOMY CTPOUTENIbCTBY - 20 JeT;

12) kaptorpaduyeckas JOKyMeHTauus - 25 IeT;

13) reone3umyeckas JOKyMmMeHTanmus - 25  JerT;

14) TenemeTpuueckas JOKyMeHTamus - 5  JeT;

15) ayauoBu3yanpHass JAOKyMeHTauus - 3 roJja.

208. Cpoku XpaHEHHsI TOKYMEHTOB Ha TPaJAULIMOHHBIX U 3JIEKTPOHHBIX HOCUTEIISX
uH(popMaIi, OTHECEHHBIX K cocTaBy HannoHanbHOro apxuBHOro (poHIa, B HACTHBIX
apXyuBax OpPraHM3alMl YKa3bIBAIOTCS B JOTOBOPAX, 3aKIIOYAEMBIX B COOTBETCTBUU C
3akoHoMm PecnyOnuku Kazaxcrana "O HaunonansHOM apxuBHOM (hOHZIE U apXxuBax"
MEXJly COOCTBEHHMKAaMU JOKYMEHTOB M YIOJHOMOYEHHBIM OPraHOM JIMOO MECTHBIM
UCIIOJIHUTEIBbHBIM OpraHoOM 00JacTH (ropoja peciyOIMKaHCKOTO 3HAYEHUS], CTOJIUIBI),
B 3aBHUCHUMOCTM OT MeECTa HaxOXJEHHUS  apXuBa  OpraHHU3aLUH.

209. Ilepenaya oCyLIECTBIISIETCS Ha OCHOBAaHUU ONUCU J1€N (JOKYMEHTOB)
MOCTOSTHHOTO XPAHEHHUS B COOTBETCTBHH C TPaPUKOM, YTBEPKICHHBIM PYKOBOJIUTEIEM
Opra”Hu3aluu o COTJIACOBAaHUIO C roCy1apCTBEHHBIM apXHUBOM.

210. IIpu oOHaApYKEHUH PACXOKIECHUN MEXKITY KOJIUUYECTBOM €IUHUI] XpAHEHUS 110



UTOIOBOM 3allMCH B OIIMUCHU U UX HAIIMYHUEM, K OIMCU COCTABJIAETCS HOBAs UTOrOBas
3aMKuCh, B KOTOPOM yKa3bIBAIOTCH (PAKTUYECKOE KOJIMUYECTBO MEpPEaHHbIX U HOMEpa
OTCYTCTBYHOIIUX €IUHUI XpaHEHHUA.
211. Ilepenaua odopmisieTcss akTOM MpHeMa-Nepeaadyu, rjae JAONOTHUTEIbHO
IPOCTABIIAIOTCS HOMEPA OTCYTCTBYIOIIUX A€ (JOKYMEHTOB), IPUYUHBI UX OTCYTCTBUS
- B IpUJaraéMod K akTy CIpaBKE C YyKa3aHHUEM MeEp MO pO3BICKY.
212. Ha otcyTcTByromue aena (TOKYMEHTBI), PO3bICK KOTOPBIX HE 1all PE3yIbTaTOB
, COCTaBJIsIeTCsl aKT 00 yTpaTe, YTBEpP)KJAaeMbIil PYKOBOJUTEIEM OpraHU3aIMHU.
213. YTpayeHHblE NOJJIMHHUKHN YNPABICHYECKUX M HAYYHO-TEXHUUYECKHX
JOKYMEHTOB 3aMEHSAIOTCS MX 3aBEPECHHBIMU KOINUAMH, ayJUOBU3YAIBHBIX - KOIUAMMU.
214. C ynpaBieHYECKUX JOKYMEHTOB, UMEIOIMUX MmoMeTKy "l ciy>keOHoro
noJib30BaHus", B cOOTBeTCTBUU C [IpaBmiiamu paboOThl rOCyIapCTBEHHBIX OPTraHOB,
YTBEPKJEHHBbIX MnocTaHoBieHueM IIpaButensctBa PecnyOnuku Kaszaxcran ot 23
aaBapsa 2008 roma Ne 51 JICII, nanHas moMeTka CHUMAETCS Ha OCHOBAHUU PELICHUS
OO K (OK) OpraHu3alnuu.
215. DneKTpOHHbIE JOKYMEHTHl U MH(QOPMALIMOHHBIE PECYPCHI MEPEIaOTCs Ha
roCyJapCTBEHHOE XPAHEHHUE C COIIPOBOAUTENBLHBIM IIMCBMOM, B KOTOPOM YKa3bIBaIOTCS
HOMEpPAa W HANMMEHOBAaHHUE OIIUCEHW, JOKYMEHTBI, BXOISIIIME B KOMIUIEKT

CONPOBOIUTEIIbHOU JTOKYMEHTAIUH, BU I HOCHUTEJEH.
216. Ilpu nepenayde >IEKTPOHHBIX JTOKYMEHTOB M MH(GOPMAIIMOHHBIX PECYPCOB B
rOCyIapCTBEHHBIHU apXuB NpOBEPAOTCH:

1) KOMIUIEKTHOCTb  THepelaBaeMbiX JOKYMEHTOB;
2) KOMIUIEKTHOCTh W MPaBUJIBHOCTh COCTABIICHUS COMPOBOIUTEILHOMU
JTOKYMEHTAaIluHu,;
3) ¢wusnyeckoe U TEXHUYECKOE COCTOSIHUE HOCHUTEJEH;
4) Hamu4ue BUPYCOB M HMHBIX BPEJOHOCHBIX KOMMBIOTEPHBIX IPOTPaMM;
5) BOCHPOU3BOAUMOCTh KOHTPOJIBHBIX XapPaKTEPUCTUK MPOTPAMMHBIMU
CpeacTBaMHu roCyAapCTBEHHOTO apXxuBa.
217. B ciiyyae HECOBMECTUMOCTH MPOTPAMMHBIX CPEJICTB, TPUMEHSIEMBIX JJIs
BBIPAOOTKHU U MPOBEPKU KOHTPOJIBHBIX XapaKTEPUCTUK B MEPEIAIOIICH OpraHu3aluu 1
B TOCYJapCTBEHHOM apXHBE, paOOTHUKHU TrOCYJapCTBEHHOTO apXHBa B MPUCYTCTBUU
MpEeACTABUTEIISI OPTAaHU3AIMHU 3aHOBO Pa3padaThIBAIOT KOHTPOJIbHBIE XapaKTEPUCTUKU
CBOMMM IIPOrpaMMHBIMU CpeACTBaMHU. J[aHHBIE KOHTPOJIbHBIE XapaKTEPUCTUKU
yKa3plBalOTCSI B  aKTe  NpuUeMa-mnepedadyd  dJIEKTPOHHBIX  JOKYMEHTOB.
B cnydae HenmpaBWIBHOM MOATOTOBKH COIPOBOJUTEIBHOW JTOKYMEHTAIMU
HOCHUTENU C BJECKTPOHHBIMU JOKYMEHTAMU M COIPOBOJUTENIbHAS JTOKYMEHTAIUS
BO3BPAIAIOTCS B OpPraHU3aIMIo0 Ha 10Pa0OTKY.



5. Yd4eT IoKyMeHTOB

Ilopsanok ydera JOKyMEHTOB apXuBa OpraHu3aluii

218. Y4er 1OKyMEHTOB B apXUBE OPraHHU3aLMU - ITO YCTAHOBJICHUE KOJIUYECTBA U
COCTaBa apXMBHBIX JOKYMEHTOB B €JMHHULAX ydeTa W (UKcAlus MPUHAIIEKHOCTH
KaXJIO0W €IMHUIIBI yUeTa K ONpEeICHHOMY KOMILIEKCY M 00IIeMy X KOJIMYECTBY B
y4deTHBI X JOKYMEHTaX.

VY4eTHBIMH TOKyMEHTAMHU SIBJISIETCS KOMIUIEKC IOKYMEHTOB YCTaHOBJICHHBIX (OpM,
(UKCUPYIOLIUX MOCTYIJIEHUE, BHIOBITHE, KOJIMYECTBO, COCTAB U COCTOSIHUE apXUBHBIX
JOKYMEHTOB B EAUHUIAX ydyerTa.

Yyer NTOKyMEHTOB B apXUBE€ OpPraHM3alMU SBJISAETCA OAHUM M3 CPEICTB
obecrmeuyeHuss WX  COXPAHHOCTH M  KOHTpPOJS 3a UX  HaJIUYHUEM.
219. Ydery nomyiexar BCE XpaHAIIMECS B apXHUBE JTOKYMEHTBI, B TOM YHCIIE
HeoOpaboTaHHBIE u HenpouibHbIE TSt JTAHHOT O apXxuBa.

ApXHB OpraHu3alMK OCYIIECTBISIET YUET JOKYMEHTOB HaloHanbHOTO apXUBHOTO
doHaa, XpaHAIIMXCA B apXWBE OpraHu3aluM, B TMOPSJAKE, YCTAHOBJIEHHBIM
YIOJHOMOYEHHBIM OpPraHOM B OOJIACTH apXMBHOTO Jieia, U MPEJCTaBISET y4YETHBIC
CBEJCHUS B COOTBETCTBYIOIIEE apXHUBHOE yUpEeXKICHHUE.

220. Y4eT npou3BOAUTCS MyTEM NPHUCBOCHUS apXUBHBIM JTOKYMEHTaM (E€IMHULIAM
ydera, €JUHUIAM XPAaHEHMs]) HOMEpOB, SIBISIOLIMXCS YacTblO apXMBHOrO IH@pa.

ApxuBHBII mUdp - 0003HAUEHNE, HAHOCUMOE Ha KaXAYI0 €IUHHIY XPaHECHHS C
1eapl0 oOecrieueHusl €€ ydera W UICHTHU(UKAIUU. APXUBHBIA MHPP COCTOUT W3
HOMEPOB: apXMBHOTO (POHJA, MPUCBAUBAEMOr0 T'OCYJApPCTBEHHBIM APXUBOM IOCIE
oopMIIeHHs TEPBOT0 TMOCTYIJICHUS JTOKYMEHTOB Ha IOCTOSHHOE XpaHEHHUE B
rocyapCTBEHHBIN apXHuB; OTUCH; €IUHUILIBI XpaHEeHMUs.

221. OCHOBHBIMY €JUHULIAMHU Y4YeTa JOKYMEHTOB HE3aBUCUMO OT BUJA HOCHUTEII,
crocoba U TEXHUKHU 3aKpenIeHUs UHpOpMa U SABJISIOTCS:

1) apxuBHBIM  (QOHA, apXHUBHas  KOJIJEKLHS;
2) CENUHUIA XpaHEHHUS .

222. Y4eT JOKYMEHTOB B apXMBE OPraHU3alMU CTPOUTCS HA OCHOBE COONIOACHUS

0 pHUMUHIMWTILNOB
1) meHTpanu3auuM, BHIPAXKEHHOW B NMPUMEHEHUM €AUHBIX €JUHUIl YYeTa;

2) yHU(pUKAIIUU, OCHOBAaHHON Ha COOJII0/IEHUU IPEEMCTBEHHOCTH y4eTa apXUBHBIX
JOKYMEHTOB Ha BCEX CTagusAX paboTHI C HUMU;

3) AMHAMUYHOCTH, 00eCIIeYBaeMON CBOEBPEMEHHBIM M ONEPATUBHBIM BHECEHHEM
VU3MEHEHUHN B YUYETHBIE TOKYMEHTBI WJIM COCTABIECHUEM HOBBIX YUETHBIX JOKYMEHTOB;

4) MOJIHOTHI U JOCTOBEPHOCTH yueTa.



223. Y4eTHbIe IOKYMEHTBI, KpOME OMMCEN J1eJ1, JOKYMEHTOB, NMpeIHa3HAYEHBI JIJIs
Cly’)keOHOTO  MOJb30BAaHUS W  NOJb30BATEIAM  HE  BBIJAIOTCA.
Bce ydeTHble MOKYMEHTBI XpaHSTCS B apXMBOXpaHWJIUIIE B ceidax uiu
MEeTallu4ecCKHUX mkadax.
224. OcHOBaHUEM Ka)K/I0M 3allMCH B OCHOBHBIX YYETHBIX JOKYMEHTaX SIBIISIETCS
NOCTYIUUIEHUE J€J, IOKYMEHTOB B apXUB OpPraHMU3allMd, BBHIOBITHE JTOKYMEHTOB W3
apXyBa OpraHU3alllM, B CBSI3M C UX NEpenadeid B apXuB APYrol OpraHu3alvy Wik B
roCyJapCTBEHHBI apXUB, BBIACICHUE K YHUUYTOKEHHIO JJOKYMEHTOB, HE IOJIEXKAIINX
XpAaHEHUI0; HE OOHApY>KEHHEM JOKYMEHTOB, ITyTH PO3bICKa KOTOPBIX HCUEPIAHBI;
HEMCIPABUMBIMHU NOBPEXIAECHUAMU.
225. OCHOBHBIMH YYE€THBIMM JOKYMEHTAMH SBISIOTCH:
1) KHUTa yyeTa NOCTYIIEHUS U BBIOBITUS JOKYMEHTOB COIJIAaCHO MPHIIOKEHUIO 25
K HacrosuuM [IpaBunaMm, npenHazHadeHHas Ui ydeTa B apXHWBE OPraHU3aIUuU
KQ)KJIOI0 MOCTYIUIEHHS] U BBIOBITUS JTOKYMEHTOB, & TAKX€ KOJIMYECTBA U COCTaBa
JOKYMEHTOB, MIOCTYNHBIINX Ha BPEMEHHOE XpaHEHHUE U BBIOBIBIINX 3a OINPEIETICHHBIN
XPOHOJIOTUYECKUI nepuon BpEMEHHU, COCTOSIHMSA ux ONMCAHUS;
2) onucu AeJ, NOKYMEHTOB, COrJIaCHO NpuioxeHusMm 3-11 x HacTosmum
[IpaBuiam mnpeaHa3Hauy€HHBbIE AJ1 MOECIUHUYHOTO M CYMMAapHOIO yyeTa €IWHHII
XPaHEHMs], 3aKPEIUICHHs OpAJIKa UX CUCTEMATU3AlMH, y4eTa U3MEHEHHS B COCTABE U
o0beMe JOKYMEHTOB, 3aroJIOBKM KOTOPBIX BKJIOUEHBl B JIAHHYIO OIIUCH.
Onucu fen, TOKyMEHTOB SIBJIIFOTCS IEPBUYHBIM YYETHBIM JTOKYMEHTOM JUIsl yyeTa
7IeJ1 TIOCTOSIHHOTO, BpeMEHHOro (cBbilie 10 JeT) XpaHeHHs U MO JIMYHOMY COCTaBy.
[Ipu BBIOBITHMH BCEX /€] IO KAaKOH-TMOO 3aKOHYEHHOW OMUCU €€ HOMEp APYIUM
omucsM He npucBanBaerca. B rpade "[Ipumeuanue” mpoTUB Kaxk10il BBIOBIBAIOIIEH
€IUHULIBl XpaHEeHUusd (€JUHULIBI YyueTa) CcTaBUTCA oOTMeTka "BriObu1o".
[ToequHUYHBIN y4eT OCYLIECTBISAETCS MYTEM 3aKPEIUIEHUS 3a KaKIbIM JEJIO0M (
eAUHULEH XpaHEHHUS) CaMOCTOSATEIbHOTO HOMEDA.
CyMMapHblil ydeT e, JTOKYMEHTOB B ONUCSX JOCTHIAETCS COCTABIECHUEM
UTOTOBOM 3aIllMCH K ONHKCSIM. B MUTOroBO# 3amMcu yKa3bIBACTCS KOJIUYECTBO €AMHUIL
XxpaHeHusa (uudpaMu U B KPYIJIbIX CKOOKAaX - MPOIHUCHIO), MEPBBIA U MOCIEIHUI
HOMEPA €IMHHUILl XPaHEHUS 110 CBOAHOW OIMCH, OTOBAPUBAIOTCS UMEIOIIMECS IIPOITYCKH
HOMEPOB, €JUHHUIIBI XPAaHEHUs] C JIUTEPHBIMH HOMEpPAaMH, BBIOBIBIINE €JUHUIIBI
X paHe€eHH 4
3aKOHYEHHbBIE OMUCHU JIeJl, JOKYMEHTOB COCTOAIINE U3 TOJIOBBIX Pa3/iesioB, UMEIOT
o001y UTOTOBYIO 3aluCh KO BCEH OMHUCH B LEJIOM.
Kaxnoe usmenenue oobeMa Jien, JOKyMEHTOB B OIIUMCH, CBSI3aHHOE C BBIOBITHEM,
NOCTYIUJIGHUEM, OO0beAMHEHHEM WIH pachopMupoBaHueM [ed, Ha OCHOBAaHUU
COOTBETCTBYIOIIMX JOKYMEHTOB OTpa)kaeTcsi B HTOTOBOM 3alUCH K OIIKCH.
Onucu e, TOKYMEHTOB CTPYKTYPHBIX MOAPAa3AeiICHUN OpraHU3alu CIyKaT



YYETHBIMUA JOKYMEHTAaMH JI0 COCTABJIECHHSI COOTBETCTBYIOLIEH CBOJHOWM OIMHCH €I,
1oCJIe Yero MoJjIekaT XpaHEHUIO0 B jene (oHAa 10 Mepeaadyu Jei 3a 3T oAbl Ha
MOCTOSIHHOE XPaHEHHE B rOCYJAapCTBEHHBIM apXWB WJIM BBIICICHUS K YHUUYTOKEHUIO;
3) nucT-3aBepUTENb JeNa, COTJIACHO MpHIokeHuto 26 k HacTosiiuM [IpaBuiam,
npeaHa3HaYCeHHBIN ISt yuera KOJIMUYEeCTBA JUCTOB B nene;
4) macnopTa apX1MBOB OpraHU3aIUil COTJIaCHO NMpUiIokeHusM 27-30 K HacTOSAIUM
Il paBwumam,;
5) neno ¢oHaa - KOMIUIEKC JOKYMEHTOB 110 UCTOpuHu (hoHI000pazoBaTess u GoHa,
BeaeTcCHd Ha KaX bl U ApXUBHBIU boHT.
ApXUB OpraHu3aluy BOpPaBE€ BECTH BCIOMOIAaTENbHBIE YUYETHBIE JIOKYMEHTBHI,
KOTOpbl€ MOTYT BECTUCh Ha OyMaXHOM W/WJIM DBJIEKTPOHHOM HOCHUTEINE.
226. Kuura ydera NMOCTYIUICHUSI U BBIOBITUS JTOKYMEHTOB MpEeIHA3HAuYeHa s
ydeTa BceX TEeKYIIUX M UTOroBBIX (Ha 1 ssHBapsi Ka)Joro roja) U3MEHEHUH B COCTaBe U
o0beMe apXuBHBIX POHIOB U jes. KHura yuera nocTymnieHus U BbIOBITUS TOKYMEHTOB
CIy’)KMT OCHOBOW I COCTaBJIEHHUS Macnopra apxXuBa OpraHU3aIlUH.
Kaxnoe nmoctymiieHue uiau BHIOBITHE MOJTYYaeT CaMOCTOSITEIbHBINA MOPSIKOBBIN
H O M € p
Ecau noctymieHue cCoCTOUT U3 JOKYMEHTOB HECKOJIBKUX apXUBHBIX (DOHJIOB, TO
JAHHBIE 0 KaXJOMYy apXuBHOMY (oHIy (HamMEHOBaHHWE apXWBHOTO (OHJIA, €To
HOMEp, MPHU HAJIMYUM U TaK Jajee) 3aluChIBAIOTCA C HOBOM CTPOKH 32 TEM JKe
NOPSATKOBBIM HOMEPOM.
EsxerogHo B KHUTE y4yeTa NOCTYIUICHUS U BBIOBITUSL JOKYMEHTOB MOJBOAUTCS UTOT
KOJMYECTBA  MOCTYNHMBIIMX W  BBIOBIBIIMX 3a  TroJ  JOKYMEHTOB.
227. Neno donaa Bemercs Ha KaXIbld apXxuBHbIA (QoHa. B Hero BkirogaroTcs
JOKYMEHTBI, OTpaKalolllie HCTOPHUI0 opraHuzanuu-hoHmooOpa3oBaTenss U €€
APXUBHOTO bouga:
1) HcTopuueckKad cnpaBKa,;
2) cxema CcuUCTeMaTH3aluu apxXuBHOTO (GOHIA;
3) TUCTBHI OPOBEPOK;
4) onucH ieN1 CTPYKTYPHBIX MOAPA3AEICHUNA OpraHu3aln (J10 Iepeaadu el 3a 3T
roApl Ha TOCTOSHHOE XPAaHEHHWE B TOCYAAPCTBEHHBIM apXUB WM BBIJICICHUA K
YHHUUYTOXECEHHUI):;
5) akThl mepenadyu JAesl, JOKYMEHTOB Ha IOCTOSIHHOE€ XpaHEHUE B
COOTBETCTBYHIIUN rOCyJIapCTBEHHBIU ApXHUB;
6) aKThl O BBIICJICHUU K YHUUYTOKEHUIO JOKYMEHTOB, HE MOJJICKANTUX XPAHEHUIO;
7) KapTOUKHM YyueTa HEOOHApYKEHHBIX AapXUBHBIX JOKYMEHTOB;
8) aKThI O IPOBEJCHUHU NMPOBEPOK HAIUYUUS U COCTOSIHUS JIe]T U IPYTUe TOKYMEHTHI,
buKCUpYyIOIINe U3MEHEHUS B COCTaBe U 00beMe apXMBHOrO (DOH[A, BKIIOYAIOTCS B
neno (oHJa TOIBKO C OTMETKON O BHECEHUHM U3MEHEHUM BO BCE YUETHBIE IOKYMEHTHI



apxXuBa OpraHu3aluu. AKTbl HYMEPYIOTCS B Ipejesiax apXUBHOToO (poHaa mo BUAAM
AaKTOB B BAaJOBOM nopsijaKe.

Bce nokyMeHTHI B Jieie apXuBHOTO (pOHJa pacmoiaraloTcsi B XpOHOJIOTHYECKOM
MOCJIEIOBATENILHOCTU MX cocTaBieHus. Ha nokymeHnTtsl nena ¢oHga cocraBiiseTcs
BHYTPEHHSASI ONHUCH, JHCTHI Jela HyMepyloTcs, K Aeday (oHIa COCTaBISETCS
3aBepuTeiabHasg Haamuch. [lo Mepe momonHeHus GoHIa 3aBEepUTEIbHAS HAJIMUCHh U
BHYTpPEHHS ONHUCH NepecoCTaBISIOTCS.

Kaxxnomy neny ¢onzma npucBanBaeTcsi HOMEpP COOTBETCTBYIOIIETO apXHUBHOIO
b o H &1 a

228. [TacnopT apxuBa OpraHu3aluy COCTABISETCS €XKEroJHO U OJUH pa3 B TPU
rojia nepenacTcs B COOTBETCTBYIOLIUM IOCYIapCTBEHHBINM apXuB JUIS JAJIbHEUIIErO
BHeceHus cBefeHuid B CBoa (Kartanor) 1aHHBIX O COCTaBE U COACPKaHUU JOKYMEHTOB
HannonansHoro apxuBHoro (poHja u MCTOYHUKAX ero nononHeHus (ganee - CBox),
BEJICHUE KOTOpPOro mnpeaycMoTpeHo 3akoHoMm Pecnyomuku Kazaxcran "O
HanuonansHoM apxuBHOM (QOHJIE U apXuBax".

Ilopsanok y4dera HayIHO-TEXHUIECKOM, 3JIEKTPOHHON JOKYMEHTAMHI

229. Kaxpnada enuHUIla ydeTa HAyYHO-TEXHUUYECKOW JTOKYMEHTAIUM, TOMUMO
OCHOBHBIX PETUCTPALIMOHHBIX JOKYMEHTOB PETUCTPUPYETCS U YUHUTHIBAETCS B
MHBEHTApPHBIX KHUTaX, COrJacHO npuioxeHuro 31 k HactosmuM IlpaBunam wu
KApTOYKAX PErUCTpalMy HAYYHO-TEXHUYECKON TOKYMEHTAMU COTVIACHO MPHUIIOKEHHUIO
32 x HacrosmuM IlpaBumam. LlensMm ydeTa Hay4YHO-TEXHUYECKOW JOKYMEHTALUH
CIIy’aT TaKkKe MEePEeUYHU MPOEKTOB, MPOOJIEM HAYYHO-TEXHUUYECKOW JOKYMEHTAIMH T10
KOTOPBIM IOJJICKHUT MEPeIada Ha NOCTOSIHHOE XPAHEHUE COIVIACHO ITPUIIOKEHUIO 15 K
HAaCTOSAI UM [IpaBumnawm.

230. luBeHTapHbIE KHUTH 3aIOJHSIOTCS HAa OCHOBAHUM JAaHHBIX OCHOBHOU
HaJaANUCH yepTexei, TUTYJIbHBIX JHUCTOB.

231. Ha noanuHHMKax MU JOyOJMKaTax MPOEKTHOM, KOHCTPYKTOPCKOM,
TE€XHOJOTHYECKOW JOKYMEHTALMH, COCTOSAIINX U3 HECKOJIBKUX JUCTOB, NHBEHTAPHBII
HOMED NPOCTABISAETCS Ha KaXJ10M JUCTE.

232. VHBeHTapHBIE KHHUI'M BEAYTCSA OTAECIBHO MO KaXJAOMY BHAY

HAayYHO-TEXHUYECKOW  JOKyMeHTaluu  (MpOeKTHas, KOHCTPYKTOpCKas,

TEXHOJIOTHYECKAs, Hay4HO-HMCCIIEIOBATENbCKAS, MaTEeHTHO-JTULEH3UOHHA ).

233. Peructpanusi MoJJIMHHUKOB MPOEKTHOW JOKYMEHTAIIMHA MPOU3BOJIUTCS IO

OTHEIIBHBIM  CaMOCTOSITEJIBHBIM 4YacTSIM IO MeEpe IOCTYIUIEHHS MPOEKTaA.

OTaenbHbBlE  MHBEHTAapHbIE KHHUICH  BEAYTCS  Ha:

1) OOANMHHUKM  NPOEKTHOHW  JOKYMEHTAlLUH;

2) KONUM MPOEKTHBIX JOKYMEHTOB JpPYTUX OpraHu3aluid;



3) TUTOBBIE NIPOEKTESHI.
Perucrpanuss KONUMWHOW HPOEKTHOW JOKYMEHTALMU IPOU3BOAUTCS II0
COpPOMIOPOBAHHBIM TOMaM B KapTo4Kax ydeTa.
234. J1nst KOHCTPYKTOPCKOM M TEXHOJOTMYECKON JOKYMEHTAllMd UHBEHTApPHBIE
KHUTH y4eTa NOJJIMHHUKOB U YEpPTEeXeH, NOCTYNAIUMX OT APYTrUX OpraHu3alui,
BENYTCS OTIEIbHO HAa W3AEIUsS OCHOBHOTO M BCIIOMOTraTeIbHOI'O MPOU3BOACTBA.
[IpuHATHIE NONTMHHUKN KOHCTPYKTOPCKOM M TEXHOJIOTMYECKON JOKYMEHTAlUU
pPETHUCTPUPYIOTCH MOJUCTHO mno y3JiaM.
Konuu KOHCTPYKTOPCKHUX M TEXHOJOTHMYECKUX JTIOKYMEHTOB, MOJYy4YEHHBIE OT
APYTUX OPraHU3alHi, PErUCTPUPYIOTCS B OTACIbHOW WHBEHTAPHOM KHUIE U B
KapTOUKaXxX y4eTa, KOTOPbIE COCTABIISIFOTCS HA KKIYIO NANKy, alb0OM WM OTIACIbHBIN
1 0 Ky M €HT

235. Jlng ydyeta Hay4YHO-UCCIEA0BATEIbCKON TOKYMEHTAUH BEAYTCS OTAECIbHBIE
MHBEHTApHBIE KHUIH COrJAcCHO mpuioxeHuto 33 k HacrogmuMm IlpaBunam.

236. [laTeHTHast JOKyMEHTALIMs PETUCTPUPYETCS B J)KypHaAJIaX PErUCTPALUH 3aIBOK
Ha BblJayy NAaTEHTa Ha M300pETEHHE COrJaCHO MPUIIOKEHUIO 34 K HACTOALIUM
Il paBumxamwm

237. CBeneHus O KaXI0W €IUHUIIEC yUYEeTa JIEKTPOHHBIX JOKYMEHTOB BBOJATCS B
y4eTHYI0 0a3y NaHHBIX WJIM B YYETHYIO KapTOUKYy COTJIACHO MPUIIOXKEHHIO 35 K
HAaCTOAU UM [IpaBunam.

DNeKTPOHHBIE JOKYMEHTHl YYUTHIBAIOTCS B COCTaBE apXUBHOro (onna
opra"nuzanuu-GpoHI000pa3oBaTeNis MO OMUCSIM BJIEKTPOHHBIX JOKYMEHTOB
NOCTOSIHHOT'O XpPaHEHHMsI COTJIACHO MPUIIokKeHus 9 k HacTosmuM [IpaBunam, equHunam
ydeTa M eauHunaM xpaHeHus. HMuHpopmannoHHBIE 00BEM IOKYMEHTOB Ha
AJIEKTPOHHBIX HOCHUTENsX HHGOpMalMu YyKa3piBaeTcs B Merabaiitax (MOT).

238. IloctynyieHus: 3JEKTPOHHBIX JOKYMEHTOB Ha BPEMEHHOE XpPaHEHHE B
ANEKTPOHHBIN apXWB OpraHU3alMU YUYUTBHIBAIOTCS B OOIIEN KHHUre MOCTYIUICHUS U
BBIOBITHSI JOKYMEHTOB COIJIaCHO MNpWIOXKEHHI0 25 Kk HactosmuM [IpaBuiiam.
KonudecTBo TOKYMEHTOB Ka)KJI0TO MOCTYILJICHUS! MM BBIOBITHS, @ TAKKE B €KErOTHBIX
Y HapacTarOIIMM UTOTOM 3aMHCIX YKa3bIBAETCS APOObIO: B €IMHUIIAX YUETa/€TUHHLIAX
XpaHeHuUus/ MOoT.

239. 3mMeHeHne KOJIMYeCTBA €IUHUILL XpaHEHUs 1/ MHOOPMALIMOHHOTO 00heMa
ANEKTPOHHBIX JAOKYMEHTOB, MPOU3OLICAIINX B PE3yJbTaTe NEPE3alrCHd HAa HOBBIE
HOCHUTEINIM WM MUTpanuu (KOHBEPTUPOBAHMUS ), (PUKCUPYIOTCS B aKTE€ O Mepe3anucu U
MUTPALUKA COTJIACHO MPUJIOXKEHUI0 35 k HactosmuM [IpaBuinam, B HOBOW HUTOTOBOM
3allHuCHU K ONHUCH PIEKTPOHHBIX JOKYMEHTOB.

240. B macniopre apxuBa OpraHM3alllM, XPAHALIETO AJIEKTPOHHBIE JOKYMEHTHI
COrJIacHO TpHIOkKeHUIo 28 K HacTosmuM [IpaBunam yduThIBalOTCS crienupuiecKue
MH(OpPMALIMOHHBIE PECYPChl, HE HMMEIOIIME AaHAJIOrOB Ha OyMaKHBIX HOCHUTEIAX.



ITactmopT cocraBisieTcss €XEroJHO W OJAWH pa3 B TPU roja Ieperaercs B
COOTBETCTBYIOILIUMN I'OCYIAPCTBEHHBIN apXUB IS TAIIBHEUIIETO BHECEHUSI CBEJCHUMN B
C B o0 1

24]1. B xayecTBe BCIIOMOTATEIBHOIO YUETHOTO IOKYMEHTA SIBJIAETCS )KYpHAJl ydeTa
MUTPalUi U NEPEe3anucen IEKTPOHHBIX JOKYMEHTOB COINIACHO NMPWIOKEHHIO 36 K
HacrosuM [IpaBuiam.

ITopsimok ydera u BeeHHsA 6a3 JaHHBIX

242. VYwderHple 0a3bl JaHHBIX BEAyTCSA B  IEIAX:
1) coctaBneHuss B aBTOMaTU3UPOBAHHOM PEXUME MAcropTa BEIOMCTBEHHOTO U
YaCTHOTO apxuBa OpraHHM3alHH;
2) MOJATOTOBKU B aBTOMATU3UPOBAHHOM PEXKUME PA3IMUYHOIO POJa CTATUCTUUYECKUX
CBEJICHUM, aHATUTUYECKUX TaOJIUIl, B TOM YHUCJIE O JMHAMUKE W3MEHEHUN 00bema,
cocTaBa U COCTOSIHUS apXUBHBIX JTOKYMEHTOB;
3) onepaTUBHOIO MPEACTABICHUS! CBEJACHUN O HAJWYMU B apXUBE OpPraHU3aluu
JOKYMEHTOB 3a OINpEIEIECHHBIN MIPOMENKYTOK BPEMEHU.
243, [lepeueHb peKBU3UTOB YUETHBIX 0a3 JAHHBIX COCTABIISECTCS B COOTBETCTBUU C
OCHOBHBIMU TIOKa3aTENIMH, OMHUCHIBAIOIIMMH OOBEKT yueTa: apXuBHBIM (OH],
€IMHWIIA XPAHCHUs, €IMHUIIA y4yeTa, TPyNIa €IUHULl XPAHCHUS, €AUHUI] Y4YeTa,
BKJIFOUEHHBIX B COOTBETCTBYIOLIY IO CBOJHYIO OIUCh Jell.
244. VYyernsie 0a3bl JaHHBIX JIEUCTBYIOT BO B3aMMOCBSI3M C JAPYTHMU
nH(pOpMaMOHHBIMU 0a3aMU JaHHBIX, UMCIOIIMMHUCS B apXWBE OpraHU3aIUd, |
JOJKHBI OBITh COBMECTHUMBI C COOTBETCTBYIOIIMMH YYETHBIMU 0Oa3aMH JaHHBIX
TrOCYyAapCTBEHHBIX ApXHUBOB.
[IpeeMCTBEHHOCTh YUYETHBIX 0a3 JAHHBIX U TPAAUIIMOHHBIX OCHOBHBIX YUETHBIX
JOKYMEHTOB OO0ecrneynBaeTcsi HCIOJIb30BaHMEM B 0a3aX JaHHBIX PEKBU3UTOB
OCHOBHBIX YYE€THBIX JOKYMEHTOB.
245. YuerHble 0a3bl JaHHBIX 3aMOJHAIOTCS HA OCHOBE YUETHBIX JOKYMEHTOB. J[Jis
obecrieueHnsi €AUHOOOpa3usl 3amMOJIHEHUS U BEACHUS YUYETHOW O0a3bl JaHHBIX
pazpabaThiBa€TCsl MHCTPYKIIUS, ONMUCHIBAIONIAS COJEPKAHUE KaXKJIOr0 PEKBH3UTA U
OpraHu3alvio BeleHus: 0a3bl JaHHbIX. [lepes HayanoMm pabOThI IPOBOAMUTCS LEJIeBast
BBIBEPKA YUETHBIX JOKYMEHTOB BEIOMCTBEHHOI'O U YACTHOI'O apXMBA OPraHU3ALINH.

6. Vicmons30BaHrAe apXUBHEIX JOKYMEHTOB

TTopsamok onvcaHUsA ApXUBHBIX JOKyMEHTOB IS
Hay9IHO-CIIPABOYHOTO armapara



246. ApxuB MpenoCTaBISIET MOJIb30BATEN0 HAYYHO-CIPABOYHBIN ammapat (
CIIPaBOYHO-MOUCKOBBIE cpeacTBa) (maiee - HCA) k apXuBHBIM JOKYMEHTaM (
COBOKYITHOCTb OINHCAHHI apXUBHBIX JOKYMEHTOB, MPEACTABICHHBIX B apXUBHBIX
CIIpaBOYHUKAX, TMpPEJHA3HAYCHHBIX [JiI TIOMCKAa apXUBHBIX JIOKYMEHTOB H
coxepKamencs B HUX JOKYMEHTHOM uHpOpMAIH).

247. KoMIIIeKC B3aMMOCBSI3aHHBIX M B3aUMOJOIOIHAEMBIX, CO3JaBa€MbIX Ha
€IMHOM Hay4YHO-METOJMYECKON OCHOBE apXWBHBIX CIPABOYHHKOB O COCTaBE M
coJiepKaHUM apXUBHBIX JOKYMeHTOB (cucteMa HCA apxuBa) BKITtouaeT o0s3aTeIbHbIC
I BEICHUS B apXUBE AapXUBHbIE CHPABOYHUKHU (OMUCH JI€J, JOKYMEHTOB;
NyTEBOJAUTENb, CHCTEMAaTHYECKUU KaTallor) U JIONOJIHUTEIbHbIE apXUBHBIC
cripaBOYHMKM (yKazaTenb; 0030p). LlenecooOpa3HOCTh BeAeHUS AOMOJHUTEIBHBIX
ApXMBHBIX  CIPAaBOYHUKOB  YCTAaHABJIMBAETCS  apXMBOM  OpraHU3alHWU.

248. B cucteMe Hay4YHO-CIIPAaBOYHOIO allapara peain3yeTcsl MPeeMCTBEHHOCTh
YYETHO-CIPABOYHOr0 ammnapara, CO3/JaBaeMOro B JEJONPOU3BOJCTBE U apXHBax
OpraHu3aiuii, €ro COBMEIIEHHE C CUCTEeMOM Hay4dyHO-CIIPABOYHOIO armapara
rocyaiapcTBEeHHBIX AapXHUBOB.
[IpeeMCTBEHHOCTh CHCTEMBI HAy4YHO-CIPABOYHOIO anmapara apXHUBOB
OpraHu3allM¥ OCHOBBIBACTCS HA €JMHCTBE TPEOOBAHUM M MPUHIIUIIOB €€ MTOCTPOCHHUS.
249. Onucanve apXUBHBIX JOKYMEHTOB (CO3/1aHne WH(POpPMALUH 1T ApXUBHBIX

CIPaBOYHUKOB) OPOBOAUTCA Ha Tpex YPOBHSX:
1) AapXUBHBH boHI;

2) eJUHUIA XpaHEeHUsA/eIUHULA ydyeTa;

3) ApXUBHBIU JOKYMEHT.

250. OcHOBOW apXMBHOI'O CIIPABOYHUKA SIBJISIETCSA OMUCATENIbHAS CTAThs, B KOTOPOU
U3J1ararTcs clieAyrouue o0si3aTeNIbHBIEC CBEJCHUSA:
1) unentudunupyrommue uHbGopManuio (Ha3BaHWE U CIPABOYHBIC JaHHBIE
apXuBHOTO (OHIA, CIWHUIBI XPAHCHUSI/CIUHUIIBI ydeTa, apXMBHOTO JOKYMCHTA);
2) o0 cocTtaBe HW COACpXaHUM HUHPOpPMAIHH;
3) 06 ycioBuSX JOCTyHa M YCJIOBHSX HCIOJb30BaHUS HHGOpPMAIUM;
4) mo uctopuu apxuBHOTO (oHAa (IJd ypOBHS apXUBHOTO (HOHAA).

251. Ilpu HeoOXOAMMOCTH B ONMHUCATEIbHYIO CTAaThIO BKIIOYAIOTCS
JIOTIOJTHUTENHHBIC CBEJICHUS O MECTOHAXOXKICHUH OPUTHHAJIOB; O HAJTUYMH apXUBHBIX
JIOKyMEHTOB (pOH1000pa3oBaTelisi B COCTaBe JAPYTHX apXUBHBIX (POHIOB U MECTaX UX
XpaHEHUH, oubnuorpadus " aApyrue.
252. OnucaTenbHas CTaThsl apXUBHOTO CIIPABOYHUKA HA YPOBHE apXUBHOTO (hOoHIA

B K J WO Y aeT

1) Ha3BaHHUE APXUBHOTO bornma;

2) cipaBoYHbIE JaHHbIE 00 apXUBHOM (QoHze. CripaBoUYHbIE JaHHBIE 00 apXUBHOM
dboHIE COCTOAT U3 AJIEMEHTa apXUBHOTO mudpa (Homepa GpoHaa); 00beMa ApXUBHOTO



dboHIa B €AMHUIIAX XPAHCHMS W/WIM €IUHUIIAX y4yeTa MO BUJAM JIOKYMEHTAIlUH,
KpaHMX JaT apXWBHBIX JIOKYMEHTOB 1O Ka)XJOMYy BHUIY JOKYMCHTAIUU; MEepEUHS
UMEIOTIETOoCs BHYTPUGPOHIOBOTO HAay4YHO-CIIPABOYHOTO arnmapara;
3) ucropudeckyro crpaBky kK ¢pouay. Mcropudeckas cripaBka K GOHIy COCTOUT U3
uHpopmarun 1o wucTopuu ¢GoHA000pa30BATENI W HCTOPUHU apXUBHOTO (HOHIA.
Ceenenus mo uctopuu (HoHI000pazoBaTesl BKIIOYAIOT: JaThl €r0 00pa30BaHMUs,
NIEPEUMEHOBAHUS, PEOPTaHU3AINHY, JTUKBUIAIINH, BEJOMCTBEHHYIO MPUHAJIC)KHOCTD,
CTPYKTYPY U (YHKIIMH, HA3BaHUSI OpraHU3alMHU-TIPEIIIECTBEHHUKA U MMPABOIIPEEeMHUKA
. CBegenust o ¢doHmooOpazoBaTesie apXUBHOrO (HDOHJA JIMYHOTO MPOUCXOKICHUS
BKJIIOUAIOT €ro Kpatkue Ouorpadudueckue maHHble (dhamMuiaus, uMsi, OTYECTBO,
IICEBJIOHUM, JICBUYbs (paMUJIUsS, NaThl KU3HU, NMpodecchsi, JaHHbIC O CIyKCOHOU |
oOmecTBeHHOW nesrenbHOCTH). JJisi apxuBHOTO (POHIA CeMbH, poJa AHAIOTUYHBIC
CBEJICHUS JAIOTCS O KaXKJIOM U3 POJICTBCHHHKOB. /{711 00BEIMHEHHOTO apXUBHOTO
dbonna COCTaBJsIeTCS oOmras HCTOpHUUECKas CIpaBKa.
CBeneHus 10 UCTOPUHM apXUBHOTO (hOHJA BKIIOYAIOT JIaTy €ro MOCTYIUJICHUS B
apxuB, 00beM W KpalHUE JAaThl apXWBHBIX JIOKYMEHTOB, CTEIICHb WX COXPAHHOCTH,
ocoOeHHOCTH (OPMUPOBAHMS, OMUCAHUS M CUCTeMaTu3aluu; uHbopMalnum o0
U3MEHEHUSIX B COCTaBe W 00beME apXMBHOTO (GOHAA M MX NMPUYWHAX, O HAJTUIUHU
aApXMUBHBIX JOKYMEHTOB JPYTHX OpraHu3anuii win Jull ((GOHIOBBIC BKIIOYEHUS); O
COCTaBe HAyYHO-CIIPABOYHOTO ammapaTa K apxuBHOMY Qouay. Jus apxuBHOH
KOJUICKITUY YKa3bIBAIOTCSl CBEJCHUS O BPEMEHHM, YCIOBUSX, MPUUNHAX €€ CO3/IaHWS;
NpUHIUTIAX GOPMHUPOBAHUS; MECTOHAXOKICHUU KOJIJICKITUH JI0 TIOCTYTUICHUS B apXUB;
COCTaBHUTEIE
Hcropuueckas crpaBka K GOHIY JOMOTHAETCS MIPU U3MEHEHUH 00beMa apXUBHOTO
doHma, a TaKXke B cllydae peopraHu3allid, W3MEHEHUS CTPYKTYpPBI, (QyHKITUH
boHmooOpazoBaTens u TOMY nogo0HOEC;
4) aHHOTAIMIO O COCTaBE W COJICPKAHUU apXUBHBIX JOKYMEHTOB. AHHOTAITUS O
COCTaBE M COJICP )KAHUH APXUBHBIX IOKYMEHTOB apXHUBHOTO (JOH]IA BKITFOYAECT KPATKYIO
0000IIEHHYI0 XapaKTepUCTUKY ITHX JOKYMEHTOB IO BHJIaM U HX COJCPIKAHHS TI0
TEeMaM, OTPAKAIOIINM HAIPABJICHUS ASATEIHbHOCTH (GOHI000pa30BaTeNs, ¢ YKa3aHuEM
XPOHOJIOTUH TeM U 0003HaYECHUEM 170:¢ reorpaMueCcKux (
AIMUHHCTPATUBHO-TCPPUTOPHUATHHBIX) TpaHUIL;
5) undopmanuo 00 yCIOBHUSX ITOCTyNa M MCIOJB30BAaHUS. Y CIOBUS JIOCTyNa K
aApXHUBHBIM JIOKYMEHTaM apXUBHOTO (DOH/A U UX WCITOJIB30BAHUS BKIIOUYAIOT CBEACHUS
0 HAJIMYUU apXUBHBIX JJOKYMEHTOB, JIOCTYM K KOTOPBIM U MOPSOK UX MUCTIOIb30BaAHUS
OTpaHHYEHBI 3aKOHOaTeNbcTBOM Pecnybnmku Kazaxcran unm ¢pormooOpasoBarenem,
a TaK)Ke CBEJICHUS O HAIMYWU TTOJIMHHUKOB 0CO00 IEHHBIX IOKYMEHTOB, B TOM YHCIIE
JOKYMEHTOB, OTHECEHHBIX K OOBEKTaM HAIIMOHAIBLHOTO IOCTOSHUS PecmyOnmku
KazaxcTtaH u MOKYMEHTOB, HaXOASIIMXCS B HEYIOBJICTBOPUTEIHLHOM (PU3HICCKOM



COCTOSIHUH; 0 HaJIU4UU bouna NOJIb30BaHUS,
6) oubnuorpaduro. bubnmorpadus Kk apxuBHOMYy (OHIY BKIIOYAET CIHUCOK
CIIPAaBOYHHUKOB MO JaHHOMY (GOHAY ¥ MOGOHAOBBIX JTOKYMEHTAIBHBIX MTyOJIHUKAIUH,
BBITIOJIHEHH BI X Ha ero OCHOBE.
253. OmnwucarenbHasi cTaThsd apXMBHOI'O CIIPABOYHHMKA HA YPOBHE €IMHUIIBI
XpaHEHUs/eTUHUILBI yueTa BKJIOYAECT:
1) mopsAAKOBBIM HOMEp E€IUHUILBLI XpaHCHUS/CAUHUIBI Y4YeTa;
2) CTapbl i MHBEHTAPHBIU HOMED;
3) 3aroJIOBOK €JIMHHLBI XpaHEHUs/€AUHUIBl y4eTa.
3aroJIoBOK €JWHHUIIBI XpPAaHEHUS YMPABICHUECKOW HOKYMEHTAIMU, €IUHUIIbI
XpaHEHHUsI AapXUBHBIX JOKYMEHTOB JIMYHOTO TMPOUCXOXKJICHUS  BKIIOYACT:
HAaWMMEHOBAaHHWE BHUJAa apPXHBHBIX JOKYMEHTOB;
aBTopa (0OB) apXUBHBIX  JAOKyMeHTa  (OB);
aapecata (OB) WM KOppeCHOHAEHTa (0B), KOTOPHIM HAIPaBJIECHbI, MU OT KOTOPBIX
NOJNY4YeH Bl JTOKYMEHTH ;
BONPOC WJIM MpPEeAMET, Ha3BaHUS COOBITUA, (aKTa, MECTHOCTU, HaMUIUU U
WHHIMAJIOB JIMIA, K KOTOPHIM OTHOCHUTCSI COJIEp’)KaHUE YKa3aHHBIX JOKYMEHTOB;
I aT Hl COOBITHMA.
B cnydae oTcyTcTBUS HEOOXOAMMBIX CBEIACHUM B 3arOJIOBOK BKIIOYACTCS
nosicHsroIas uHgopmalys: "aBTop He yctaHoBieH", "0e3 natel", "He paHee...r." U Tak
I a 1 € e
3aroyioBOK €IMHUIIBI XPAHEHUS TPOCKTHOM MM KOHCTPYKTOPCKOM JOKYMEHTAINH
BKJIIOYaeT mu@dp oO0bEKTa, HAMMEHOBAHHE NPOEKTA, CTAJIUI0, 4acTh, HOMEP TOMa,
aBTOpa, rojn OKOHYaHUSA pa3paboTKu.
3aroyioBOK €IMHMIIBI Y4eTa KHHOBUEOIOKYMEHTA BKJIIOYAET aBTOPCKOE Ha3BaHUE
¢dbuapMa, CIenBHITYCKa, KHHOKYPHAJIA WJIM Ha3BaHUE COOBITHS, OTPAXKEHHOTO B KUHO-
WIN TEJEeCI0KeTe, JaTy MPOU3BOJCTBA W/WIU JATy ChEMKH, (GAMWIMM U UHULHAAIBI
pexuccepa u/unu omeparopa ChEMKH, A3BIK JOKYMEHTA.
3aroJIoBOK €IMHUIBI y4yeTa (OHOJOKYMEHTA BKIIIOYAET Ha3BaHHME U KaHP
(OHOJIOKYMEHTa, Ha3BaHHUE, MECTO U JaTy OTpaxKe€HHOro cooObiTudA. [Ipu oTcyTcTBUM
Ha3BaHUs (POHOJAOKYMEHTA YKa3blBAa€TCS OCHOBHOE COJIEp)KaHUE Teje - WU
paauonepenayd, BBICTYIUIEHUs, Oeceabl W Jpyroe. 3arojloBOK €AMHULBI ydeTa
(OHOJJOKYMEHTa, COJEpKalllero 3aluch MPOU3BEACHUS JUTEPATyphl M HCKYCCTBA,
BKJIIOYAET Ha3BaHUE MPOU3BEACHUS U €ro >KaHp, NEPBYIO CTPOKY TEKCTa, KOTOpas
3aKJII0YAeTCsl B KaBBbIUKH, €CJIM (POHOJOKYMEHTOM SIBJISIETCSI HE UMEIOILee aBTOPCKOTO
Ha3BaHUS U HE OIyOJIMKOBAaHHOE paHee Mpou3BeAeHUe; (aMUIUU U HHUITMAJIBI aBTOPOB
W/WIINA UCTIOJIHUTENEH, KaK caMoro MpOU3BEACHUS, TaK U €ro 00paboTOK, MepeIoKEHHI
, NepeBOIOB; 3Bl K bOHOZOKYMEHTA.
3aroJioBOK €AWHHIBI XpaHEHHS (POTOJNOKYMEHTA BKIIOYAET OINHCAHUE



n300pakeHus WK Ha3BaHue (HoToanbOoMa, ciraiia, HeraTuBa, (DaMUIHIO0 U HHUITAATIBI
aBTOpa, MECTO u naTty ChEMKU;
4) cpaBOYHbIC TaHHbIE O €IUHUIIC XPAHCHUS/CIUHULIE YUeTa, KOTOPhIE COCTOST:
U3 3JIEMEHTOB apXMBHOTO mudpa (HoMepa (HoHAa; HOMEpa OMKCH JIe], TOKYMEHTOB
; HOMEDpa € IMHHU LBl XpaHEeHUsI/e TUHUIBI ydeTa);
u3 00beMa eIMHMIIBI XPAHCHUS/€IUHUIIBI YUeTa: U1 apXUBHBIX JOKYMEHTOB Ha
OyMa)KHOW OCHOBE - KOJMYECTBO JUCTOB; JJII KHHO-, BUAEO-, (POHOJOKYMEHTOB (B
3aBUCUMOCTH OT BHJIA) - KOJIMYECTBO €IMHUIl XPAHEHUS B €IMHUIIC YUeTa WA €TUHUIL
ydeTa B €IMHUIIC XPAaHCHUS, METPaXX, XPOHOMETPaXX, BpeMs 3BydaHUs (B MUHYTax U
CeKyH/1ax); 111 (OTOAOKYMEHTOB - KOJIMYECTBO HEraTUBOB, COCTABIISIONINX €IUHUILY
XpaHEHUs; InIE: dboToanb60MOB - KOJIMYECTBO ($hOTOOTIIEYATKOB;
W3 KpallHUX JaT apXUBHBIX JTOKYMEHTOB; JJIS ayJUOBU3YaAJIbHBIX JOKYMEHTOB -
TaTBhl 3almUCH uu nepel3anucu;
5) w3 yKazaHus Ha MNOJJIUHHOCTH/KOMUUHOCTH;
6) U3 yKa3aHus BHJIa HOCUTEJSI WK crioco0a BocripousBeieHus. B kauecTBe BUI0B
MaTE€pUAIbHOTO HOCUTEISI €IUHULIBI XPAHECHHS/€IUHUIBl ydeTa NpU ONUCAHUU
yKa3b BawTCH
JUIS. yIPaBJI€HUYECKOW TOKYMEHTAllMU M apXUBHBIX JOKYMEHTOB JIMYHOTO
NpOUCXOXKJAeHUs -  Oymara, Kalbka, TMepramMeHT W Tak Jaliee;
171 (DOHOJIOKYMEHTOB TI'paMMOGOHHOM 3amucu - MaTepuail HOCHUTES;
18 (POHOJOKYMEHTOB MArHUTHOW 3alUCU - TUI MAarHUTHOMN JICHTHI;
o7si  BUJEONOKYMEHTOB -  (Qopmar  3amucu;
111 GOTO- U KUHOAOKYMEHTOB - (hOpMaT U OCHOBA IUIEHKH, LIBETONEpEeaya;
JUISL DJIEKTPOHHBIX JOKYMEHTOB - KOMIIAKT-IUCK /WU JPYTrOd HOCUTEIb;
7) ycIOBHs 1OCTyNa W UCIOJIb30BaHUSI apXUBHBIX JOKYMEHTOB, SI3bIK, BHEIIHUE
0COOEHHOCTH. YCIOBHs JOCTyNa K €IWHULIAM XpaHEHUs/€IUHMIIAM YyueTa U HUX
UCIOJIb30BAaHUS BKIIIOYAIOT CBEACHUS O HAJMYUU apXUBHBIX JOKYMEHTOB, AOCTYI K
KOTOPBIM M TMOPSAJOK HUX HCHOJB30BaHUS OrPAaHUYEHBl 3aKOHOJATEIbCTBOM
PecnyOnuku Kazaxcran mnu ¢onaooOpazoBareneM, a TakKe CBEIECHUS O HATUYUH
NOJJIMHHUKOB 0CO00 LIEHHBIX IOKYMEHTOB, B TOM YHCJI€ IOKYMEHTOB, OTHECEHHBIX K
0o0bEeKTaM HalMOHANBHOTO nocTosiHus PecnyOnuku KazaxctaH W JTOKYMEHTOB,
HaXOJSIINXCS B HEYJIOBJIETBOPUTEIHHOM (DU3UYECKOM COCTOSIHUH, CBEIEHUS O
Hanuyuu (OHJA TOJH30BAHUSA;, O S3bIKE M BHEIIHUX OCOOCHHOCTSX AapXUBHBIX
nokymentoB; o Hamuuuun HCA k eguHune XpaHeHUs/€IUHUIIE YueTa.
OmnucarenpHas CTaThsl MPU HEOOXOAUMOCTHU JOTIOTHIETCS HA3BAHUEM apXHUBHOTO
dboHma U ero CTPYKTYpHOU 4acTu (OMUCH €], JOKYMEHTOB), aHHOTAIIMEeH OTAEIbHBIX
APXUBHBIX JTOKYMEHTOB WJIM WX TPYNIN JAHHOW €IWHUIIBI XpaHEHWS/CAUHUIIBI yUdeTa.
254. OnucatenbHas CTaThsl apXUBHOT'O CIPABOYHMKA HA YPOBHE apXUBHOIO
JOKYMEHTa BKJIKHYAET:



1) 3aronoBokK. 3aroJIOBOK apXMBHOTO JIOKYMEHTA BKJIFOUAET: HAMMEHOBAHUE BUA
apXMBHOI'O IOKYMEHTA; aBTOPA; aJipecaTa WM KOPPECIIOHIEHTa, KOTOPOMY HampaBJieH
WIK OT KOTOPOTO MOJyYeH JOKYMEHT; BOIPOC WM MpeAMET, COObITHE, (aKT, JHIIO,
Ha3BaHUE MECTHOCTH, K KOTOPHIM OTHOCHUTCSl COJIEpKaHUE YKA3aHHOTO TOKYMEHTA;
naTy coObiTug. B ciiygae OTCyTCTBHUSI HEOOXOOUMMBIX CBEICHHI B 3aroJiOBOK
BKJIIOUAETCS MOsCHsoMas nHdopMmanus: "aBTop He ycraHoBieH", "0e3 gatel". [lpu
HEOOXOJAMMOCTH 3arojoBOK JOMOJIHSETCS aHHOTAlMel, pacKpbIBAIOIIEH He
OTpaKEHHOE B 3aroJiIoBKe COJlep)KaHue JaHHOTO NOKYMEHTA;

2) crnpaBouYHble JaHHbIE 00 apXMBHOM JOoKyMeHTe. CIpaBOYHbIE JaHHBIE 00
apXMBHOM JOKYMEHTE COCTOSAT W3 3JIEMEHTOB apXMBHOro mwudpa (Homepa (onnaa;
HOMEpa OIHUCH JeN, JOKYMEHTOB, HOMEpa €IMHHUIbl XpaHEHUS/€AUHULbl yYeTa,
HOMEPOB JIUCTOB); 00beMa (KOJIMYECTBA JUCTOB) apPXMBHOTO JOKYMEHTA; JAThl €ro
C O3 a1 aHuu s ,;

3) yKa3aHHue Ha NOJJIUHHOCTH/KONMUUHOCTH;
4) Buag HocuTens (WAM CMOCOO0 BOCHPOU3BECHUSA);

5) ycioBusl IOCTyNa W HUCIOJb30BAHUA. YCIOBHS JNOCTyNa K apXUBHOMY
JOKYMEHTY M HCIIOJIb30BaHUSI BKJIIOYAKOT CBEACHUS O HAJIUYUM OTPAHUYCHUN Ha
JOCTYNl M OTPAHUYEHUN MO HMCIOJIb30BAHUIO, YCTAHOBJIEHHBIX 3aKOHOJATEIbCTBOM
PecnyOnuku Kazaxcran wim ¢onmooOpa3zoBareneMm, a Takxke o0 OTHECEHHH €T0 K
YuCay 0co00 LIEHHBIX JIOKYMEHTOB, B TOM 4YHUCIE, TOKYMEHTOB, OTHECEHHBIX K
o0BeKTaM HaIMOHAIBHOTO AocTosiHus PecmyOnuku KazaxctaH u JOKyMEHTOB,
HAXOJMSIINXCS B HEYJIOBJIETBOPUTEIHBHOM (U3UYECKOM COCTOSIHUU; CBEICHUS O
Haauyuu (QoHAA MOJB30BAHUS; O SI3bIKE W BHEIIHHX OCOOEHHOCTSX apXUBHOIO
JOKyMEHTa; O BKJIloueHMu uHPopmanuu o HeM B cucremy HCA.
[Ipu co3zmannu HCA apxuB y4uThIBa€T HE TOJBKO O0IIME TpeOOBaHUS K
COCTaBJIEHUIO ONMUCATEIBHBIX CTAaTEH apXWBHBIX CIPABOYHHUKOB, HO U OCOOEHHOCTH
NOATOTOBKHU 1794 KaXJ0ro THUIIA u BUA.

255. Tlpu cocTaBieHUH 3aroj0BKa €AMHUIBI XPAHEHUS] HEOOXOUMO YUUTHIBATh,
KaKhe HJIEMEHThl M MX COYETaHUs MOJOKEHbI B OCHOBY €€ (OpMHUPOBaHHS, B
COOTBETCTBUM, C Ye€M M (QOpMyJUpyeTcs €€ 3arojoBOK. B cBs3u C 3TuUM:

1) BUI equHUIIBI XpaHEeHHs ([1e710, MepenucKa, JOKYMEHTHI, peecTp, albOoM,
KypHaJI, KHUTAa W JApyroe) Wid BUJA (Pa3sHOBUIHOCTb) JOKYMEHTOB (IPOTOKOJIBI,
JOKJIAJbl, IPUKA3bl, OTUETHI, aKThl BOCIIOMUHAHUS, CTAThbH, POMaH, 3alIUCHBIE KHUKKH
U TOMY MOJIOOHOE), XapaKTEPU3YIOIIUE COCTAB €IMHUIIbI XPAaHEHUsI, YKA3bIBAIOTCS B
Hayale 3aroJd1O0BKa,;

2) 3arojI0BKH Cy€0HBIX, CIEICTBEHHBIX, JIMYHBIX, IEPCOHATBHBIX, apOUTPAKHBIX U
OpYyTHX JeJ, COAEpKaluX JOKYMEHTBI, CBS3aHHBIE IOCJIEIO0BATEIbHOCTHIO
JEeJIONPOU3BOJICTBA TI0 OJHOMY BOMNpPOCY, HAYMHAIOTCA CcO cioBa '"meno";

3) enUHMIIBI XPAHEHHUs], COIEPKAMUX JOKYMEHTHI N0 OJHOMY BOIPOCY, HO HE



CBSI3aHHBIE I[1OCJIEIOBATEIBLHOCTHIO JEJIONPOU3BOACTBA, HAYMHAIOTCS €O cioBa "
JOKYMEHTHI", a B KOHIIE 3arOJIOBKOB yKa3bIBAIOTCS OCHOBHBIE BHJIbI JOKYMEHTOB.
Tepmunom "mokymeHTHI" 0003HAYAIOTCS TaKXKe JOKYMEHTBHI-TIPUIIOKEHUS K
KaKoMy-JI00 000011ar1ieMy J0KyMeHTy (IIpuKa3y, paciopsuKeHUIo, MPOTOKoy). B
dboHIAX JTUYHOTO TPOUWCXOXKICHHS ITOT TEPMUH YMOTPEOIAETCS I OMHCAHUS
Pa3HOPOJHBIX MO BHUJY JOKYMEHTOB, OTHOCSIIUXCS K OJHOMY JIHILY;
4) ecnu eguHULIA XPAHEHUs MPEACTaBIsAET cOOOW MEPENUCKYy, B 3arojOBKe
yKa3bIBalOTCA O(UIMabHbIe HAMMEHOBAHUSI KOPPECTIOHIEHTOB M BOMPOC (IIPEAMET)
nepenucku. B ciydyae BeneHWs MEPenucKH ¢ OJHOPOJHBIMU KOPPECTIOHIEHTaMH, B
3arojOBKE YKa3blBaeTcs oO0IIee BHMJIOBOE HAMMEHOBAHHE KOPPECHOHAECHTOB;
5) uznoxeHue Bompoca (MpeamMeTra), OTPaKaroIIEero CoAepKaHue JOKYMEHTOB,
SIBJISICTCSI OCHOBHOM YacCThIO 3ar0JIOBKA M JJAETCS TOCTE YKa3aHUs BHUJIA JIeJia, aBTopa,

KOPPECTOHACHTA (ampecara) JTOKYMEHTOB.
256. Ilpu u3nokeHUU B 3arojoBKax Bompoca (MpeaMera), OTPakaroIero
cComepKaHUE JOKYMEHTOB, CIenyerT:

1) mpuBOAUTH TOJHBIE WIM OQUIIMATIBHBIE COKpAIleHHbIE HAaMMEHOBAHUS
OopraHu3anuii uim GamMuwiny 1 HHUIUANBI JIUIl C YKa3aHUEM UX JIOJHKHOCTEH, 3BaHMU,
npodeccuil B ciiyyasx, €ClM COAEpKaHHE TOKYMEHTOB JleJla KacaeTcsl KaKuX-Iu0o
OpraHU3alWi WX JIUI]; €CITH YIIOMHUHAETCS TPU U O0Jiee opraHu3aluii Uiy JIUI] 1aBaTh

U X BUJOBOE NOHATHUE,
2) B 3arojioBKax CyAeOHBIX nej, KpoMe (QaMuiiuid, UMEH U OTYECTB (WM
UHUIAATOB) JIHUIL, pacKpBIBaTh CYyTh neina;

3) ecnu conepkaHuE€ JTOKYMEHTOB €IMHUIbI XpaHEHUs KAacaeTCs HECKOJbKUX
BOIPOCOB, SIBJISIOIIUXCS YaCThIO OJJHOTO OOILEro BOIIPOCA, B 3ar0JIOBKE OTPa’KaeTCs
oO1uii BOMpoc B Takoil (hOpMyYJIMPOBKE, KOTOPasi OXBATHIBAET BCE BOIPOCHI YACTHOTO
X apakKTe?pa

257. HauMeHOBaHME MECTHOCTH (HACEJEHHBIX IYHKTOB, reorpapuyecKux
00BEKTOB, aIMUHUCTPATUBHO-TEPPUTOPUATBHBIX €AMHUI]) BHOCUTCS B 3ar0JIOBOK J€JIa,
eciau HeoOXOAUMO yKazaTh MECTO COOBITHMH WM MECTOHAaXOXIEHHUE aBTOPOB (
aJpecaToB, KOPPECIOHJIEHTOB) JAOKYMEHTOB. VX HamMeHOBaHUS NPUBOIATCS B
BO3pacTamleM TMopsake: ayin (celo, JepeBHs), ropoja, pahoH (yesn), obmacth (
rybepHus, Kpail) 151 TakK nanee.

258. Ilpu cocTaBI€HUM 3arojlOBKOB €IWHHUII XPaHEHUS C
OpraHU3alMOHHO-PACTIOPSAIUTEILHON JOKYMEHTAllMe OJIHOr0 BHUZA, B 3arojoBOK
BBIHOCUTCS] HAMMEHOBAHHE JTOKYMEHTOB BO MHOKECTBEHHOM YHCJIE C MTPOCTaBICHUEM
U X KpPaTKHX HOMEpPOB.

259. Ilocne obo3HaueHus BHAA JAeia WIA BHUJA JOKYMEHTOB B 3aroJIOBKE
yKa3bIBA€TCSl aBTOpP BXOMSIIMX B J€JI0 JOKYMEHTOB. Eciu aBTOpOM JOKYMEHTOB
ABJISIETCS] OpraHU3alksl, B ACSITEIIBHOCTA KOTOPOU OHU OTJIOKHUIIMCH, B 3ar0JIOBKE J€Jia



HAWMEHOBAaHHME OPraHU3alMK WM OIMyCKAETCSl WM MPUBOJUTCA €ro o0lee BUI0BOE
HauMMEHOBaHUE  (KOMHUTET, CyJa, KOMHCCHA W TOMY ToA00HOE).

260. JIaTbl, K KOTOPBIM OTHOCSATCS U3JIOKEHHBIE B IOKYMEHTaX COOBITHS, BHOCSITCS
B 3arojoBOK, €CJIM TOYHash JaTUPOBKA OTPaKaeT HCTOPUYECKUE CBS3U MEKIY
coOBITUSIMUA U (DaKTaMu ¥ HEOOXOJuMa JJIsi TOHUMAHUSI KOHKPETHOTO COJIEPKAHUS
1 OKYMEHTOB

261. Ecnu neno cocTonuT U3 OAHOTO JOKYMEHTA, TO B 3ar0JIOBKE YKA3bIBAKOTCS BUJ
JNOKYMEHTa, OT KOTO OH UCXOJUT, KOMY aJpEeCOBaH, €ro JaTa U KpaTKoe CoAep KaHue.

262. B enuHUIAX XpaHEHHMs, COCTOSIIMX M3 IJIAHOB M OTYETOB, B 3ar0JIOBKE
yKa3blBaeTcsl roj (Iepuoj), Ha KOTOPBIM COCTaBJIEH IJIaH, WU roj (mepuon), 3a
KOTOPpBIH COCTaBIIE€H OTYET.

3aroJ0BKH €JUHUIl XPAHEHUS, COAEPKAIIUX CTATUCTUUYECKHE OTYETHI,
COCTaBJSIIOTCA C YKa3aHHEM HOMEpOB (OpM CTATUCTUUECKOW OTYETHOCTH.

263. Ecnu neino coCTOUT U3 HECKOJIBKMX TOMOB (4acTeid), BceM ToMaM (4acTsiM)
naercs oOIIMi 3arojoBOK, a 3aTeM (IIpu HEOOXOJUMMOCTH) JEJaeTcs YTOYHEHUE
coZepKaHUsl KaXXJ0ro ToMa (4acTh) B OTACIBHOCTH, B IOCIEIHEM TOME (YacTH)
nobaBiusieTcsd CJIIOBO "mocaenuun" ("mocnennsas").

264. YacTh JOKYMEHTOB MOJJICKUT aHHOTUPOBAHHUIO. AHHOTALIUS IOKYMEHTOB
EIUHUIl XPaHCHUS TPEACTaBIseT COOOM KPATKyH XapaKTEPUCTUKY COJCpKaHHS
OTJIETBHBIX IOKYMEHTOB, OCOOCHHOCTH KOTOPBIX HE OTPAKEHBI B 3ar0JI0BKE €IMHUIIBI
X paHeE€eHUH!H

AHHOTUPYIOTCSI 0CO00 IIEHHBIE JTOKYMEHTBI, JTOKYMEHTBI-IPUIIOKEHHUS K
OCHOBHOMY JOKYMEHTY, JTOKYMEHTBI OpraHH3alui-IpeaieCTBEHHUKOB, IOKYMEHTHI,
coAep:Kalue CBEJCHHS IO JUYHOMY COCTaBy, MMEIOLIME CHPAaBOYHOE 3HAYCHHE,
JOKYMEHTBI, KOTOPBhIE MOTYT CIYXXUTh MNPEAMETOM CaMOCTOSITEIBHOTO TOUCKa,
HaJIU4He KOTOPHIX B JAHHOM JI€JIie HE MOXET OBITh OMPENENICHO MO €r0 3arojoBKY (
BO33BaHUs, JUCTOBKH, NpOKJIaMalluu, OpOIIIOPHI, KapThl, IJIaHbI, YEPTEKH,
botorpadum u Tak nanee).

265. AHHOTaUMs COCTaBIISIETCS B MOPAJKE, IPUHITOM JIJISl ONMIMCAHUS OTAEIBHOTO
JOKYMEHTa WM KaK KpaTKO€ W3JIOKEHUE 4YacTh COJAEpPKaHUS JOKYMEHTA.

[Ipy aHHOTHUPOBAHWHU MEYATHBIX MATEPUATIOB YKA3bIBAETCS BHUJ IOKYMEHTA, €r0
HAaMMEHOBAaHME WJIM HayaJbHbIEC CJIO0BA JOKyMEHTAa (NP OTCYTCTBUM HAMMEHOBAHUS),
BBl X OJHBIE JaHHBE.

B aHHOTamusx 4YepTEeXHBIX W JPYTHUX H300pa3UTEIbHBIX MaTepUaIoB
PEKOMEHyEeTCA yKa3blBaTh MaTepuaj, BUJI, (GopmaT JOKYMEHTa W CHOCO0 ero
UCHOJHEHUS, JUJT S KapT - MacmTab.

B anHoTanuu MoryT Tak:ke MpUBOJAUTHCS UMEHA JIUI, HAMMEHOBAHUS OpraHu3aIui
, Teorpaduueckue HAaMMEHOBAHMS M TaK Jlajee, YIIOMUHAIONIUECS B JOKYMEHTaxX U
UMEIOIIIME CYIIECTBEHHOE 3HaueHue (MEepeUucCIsIOTCS B KOHIIE aHHOTAIMU MO



pyOpukoi# "ynomMmuuHawTCca").

266. B xoHIle aHHOTAIMKU TIPUBOASTCS HOMEpA JTUCTOB aHHOTUPYEMBIX JJOKYMEHTOB
. B aHHOTammm MOXXET OTMeYaThCid CTENEeHb MOJPOOHOCTH cBeneHuil ("'KpaTkue
cBeaeHus", "moapodbHoe cooOmieHue"). AHHOTAIUS MHUIIETCS TOCJE 3arojoBKa C
KpacHOMU CTPOKH.

[Ipu 3HAYUTENBHBIX 00BEMAX AaHHOTUPYEMBIX JIOKYMEHTOB, aHHOTAIUS MOXKET
OBITH COCTaBJICHA HA OTJEIBHOM JIUCTE, KOTOPAsl BKJIAJIBIBACTCS MEXKIY OOJIOKKOU U
nHepBbBIM JUCTOM JOKYyMEHTA.

267. Ilpy aHHOTHPOBAHUU HE clielyeT ynoTpeOisaTh (pa3 U BbIpAXKEHUN, HE
HECYIIUX OCHOBHOU CMBICIOBOM Harpy3ku ("B JOKyMEHTaX COAEpKUTCA", " TOKYMEHTHI
KacaroTca'), a Takke TakKuxX CyOBEKTHUBHBIX (OPMYJIHPOBOK, Kak "BecbMma I€HHBIE
JOKYMEHTHI'", ""04eHbh HHTEPECHBIC IOKYMEHTHI" ¥ TOMY MTOJI00HOE.

IMopsamox 1aTHPOBKHM JOKyMEHTOB IIPH ONMCAHAN

268. Ilonnas parta (4ucio, Mecsl, roj) CIOBECHO-UH(POBBIM CIIOCOOOM
yKa3blBaeTCsl MNPU ONHMCAHMM HOPMAaTHUBHBIX IIPABOBBIX AaKTOB, TBOPYECKOH
JOKYMEHTalHH, JOKYMEHTOB, KacaloIIMUXCA MpaB M 3aKOHHBIX MHTEPECOB I'PaKIaH,
(UHAHCOBBIX JOKYMEHTOB, J€JI MO OJHOMY BOIIPOCY, a TaKX€ JOKYMEHTOB, AJIs
KOTOPBIX JaTUPOBKA UMEET BAaXKHOE 3HAUEHHUE (IOKJIAIbl, JIUCTOBKU, CTEHOTPAMMBI,
NUCHhMa u TOMY nmomoOHOE).

269. Ilpu BBIABICHUU KpPAallHUX OaT JOKYMEHTOB, COCTABIAIOIIMNX MAENO,
HEO0O0XO0IUMO UMETH B BUIY cileayruee:

1) HauanbHOW JATOM nena SABISAETCS JaTa COCTABIICHUS (PErucTpaluu) caMoro
paHHEro JOKyMEHTa, a KOHEUYHOH - J1aTa COCTaBJIEHUS (PErUCTPALIMK) CAMOI'0 MTO3/THErO
1 0KY ME€HTa;

2) naThl JEKPETOB, YKa30B, JOTOBOPOB, IOCTAHOBIEHU, TPUKA30B, PACTIOPSKEHUN
U TOMY [OJ00HOE YKa3bIBAIOTCS [0 BPEMEHU UX MOJIMUCAHUS, €CIU JOKYMEHTHI He
JATUPOBAHbI, JaThl YKAa3bIBAIOTCA IO BPEMEHHM OIMYyOJIMKOBaHUS WM BBEJCHUS B
I €6 M ¢ T B U € ;

3) KpaiiHue AaThl JUIsl IPOrpPaMM, TUIAHOB, CMET PAacX0/I0B, IITATHBIX PACIIMCAHUMN,
OTYETOB M TOMY TNOJOOHOE  JOKYMEHTOB HE€  IPOCTABISAIOTCH;

4) ecnu B J1e1€ JOKYMEHTBI-IIPUIIOKEHUS TaTUPOBAaHbI paHee MEPBOro JOKYMEHTA
nena, TO UX JaThl OrOBAapUBAIOTCSA C HOBOM CTPOKM: "MMEIOTCS JOKYMEHTHI 34... TOX'";

5) ecau nesoM SBIAIOTCS KHUTM WIN XYpPHAJIbI, TO KpalHUMU JaTaMu JJIsl HUX
oyayT naThbl nepBou U noclieaHeu 3allUCH;

6) eciM Je0 COCTOUT U3 KONUHHBIX JOKYMEHTOB, U3TOTOBJIEHHBIX 3HAYUTEIBHO
M03K€ CO3/JaHusl UX MOJUIMHHUKOB WJIM MOJY4YEeHHBIX (OHI000pazoBaresneM s
paboThl (HampuMep, B apXUBHBIX (POHIAX PENAKIMMA, PAa3TUYHBIX KOMUCCUI U TOMY



0I00HOE), TO KpalHUMH JTaTaMU OYJyT SIBJSTHCS JaThl U3TOTOBJICHUS KOMHUH (JaThI
NOJJIMHHUKOB NPUBOASATCS B 3ar0JO0BKE);

7) ecnu neno OBLIO HAYATO B OJHOM OpraHW3aIluH, a 3aKOHYEHO B JIPYTOU, TO
BBISIBJISIIOTCS. TPU JIaThl: JaTa 3aBEJCHUs JieJla B JICJIONPOM3BOJCTBE NEpPBOI
OpraHu3allvy, AaTa MOCTYIUICHUS €r0 BO BTOPYIO OPraHU3aIMIO U JaTa 3aBEpIICHUS
€ro B JIETIONPOU3BOJICTBE MOCJIEAHEN OpraHu3aiuu (epBbie ABE AaThl 0003HAUAIOTCS B
B U I € Ipoo6wu).

270. Ilpu co3zganun HCA apxuB yuuThIBa€T HE TOJBKO OOIIME TpeOOBaHUS K
COCTaBJICHUIO OIHUCATENIbHBIX CTATel apXUBHBIX CIPABOYHUKOB, HO U OCOOCHHOCTH
NOATOTOBKHM MX KaXOr0 TUIA U BUJA.

ITopsAnok cocTaBICHHA OMMCH HEJI, JOKYMEHTOB

271. Onuce aen, JOKYMEHTOB (apXUBHBIN CIIPABOYHUK, MPEeIHA3HAYEHHBIN IS
PACKpBITUSI COCTaBa U COJICPIKAHUSI €AUHUI] XPAaHCHUSI/€IUHUILL YUeTa, 3aKPeTICHUs UX
BHYTPU(DOHIOBON CHUCTEMAaTH3aIMU M Y4YeTa); COCTOUT W3 OIMUCATEIbHBIX CTaTeH
€AVHUI] XpPaHEHUs/€IMHULL YUeTa, UTOTOBOM 3aMKCH, JINCTA-3aBEPUTENISL U CITPABOYHOTO
anmaparta K OMUCH.

272. OnucarenbHass CTaThsi ONHUCHU  BKJKYAET:
1) mopsaAKOBBIM HOMEP EIWHUIIBI XpPaHEHUs, €IWHUIIBl Y4eTa,

2) N1eJIONpPOU3BOJICTBEHHBIM WHAEKC WJIM UHBEHTApHBIN (IIPOU3BOJACTBEHHBIN)

H O M € p ;

3) 3aroJiloBOK €JUHHIBI XpaHEHUs, EJAUHUIBl YyueTa;
4) KpaliHHUE IaThl JOKYMEHTOB;
5) KOJHMYECTBO JIHCTOB B €JIUHHUIE XpAaHEHUS;
6) yKazaHue Ha  KONUWHOCTh JOKYMEHTOB;
7) croco® BOCIPOU3BEACHUS, JTOKYMEHTOB.

OnucaTtenpHass CTaThsi MOXET OBITh JIOMOJHEHA aHHOTAIMEH OTAEIbHBIX
JOKYMEHTOB (TPYyNIibl JIOKYMEHTOB) €AWHUIIBI XpaHEHWS, E€JAUHMIBI yyera.
273. B chnpaBouHBIM amnmapatr omnucu Jea (JOKYMEHTOB) BXOJSAT:

1) TuTynbpHBIN TUCT; Ha TUTYILHOM JIUCTE OMUCH JIEJ1, IOKYMEHTOB ITOMEIIAIOTCS

CIlenyoIlue JaHHEBE :
HAaMMEHOBAHUE apXUBHOTIO (DOHIA, KOTOPOE MHUILIETCS B BUAEC O(PHUIIMATBLHOTO
HAaMMEHOBAHUS OpraHu3aluu - GoHA000pa30BaTeNsl CO BCEMU €ro MePEUMMEHOBaHUIMU
, IBMEHEHUSIMH TOJAYMHEHHOCTH U COKPAIlCHHBIMA HAaUMEHOBAaHHUSIMHU (B KPYTJIbIX
CKOOKax), OTHOCSIITUMHUCS K MEPUOTY, 32 KOTOPBIM TOKYMEHTHI BKIIFOUEHBI B ApPXUBHYIO
OMHUCH, B XpOHOJOTUYECKOU NOCJIEeA0BATEIbHOCTH;
HOMEDp ApXUBHOTO bounga;
HOMED ApXUBHOM ONMUCH,;



HaWMEHOBAaHUE apXUBHOH ONUCH;
KpaliHue N1aThl JOKYMEHTOB, BHECEHHBIX B apXUBHYIO OMUCh. ECiu B apXUBHYIO
ONKCh BHECEHBI JIeJla 32 HECKOJIBKO JIET C MEepepblBaMH, TO HA TUTYJHbHOM JIHCTE
IPOCTABJSAIOTCS TOJBKO T€ TOJbI, 3a KOTOPhIE HMMEITCS JIOKYMEHTHI;
2) conepxkanue (ornasieHue). B ornasiennn (coaep:kaHun) pa3aeioB apXUBHOM
OMKCH JIe] U CIIPABOYHOTO alapara K Hel MEepeuucisioTcs: MPeIrucioBUe, CIIHUCOK
COKpAIllEHUI1 HAMMEHOBAaHMS BCEX PA3EIIOB, MOAPA3/IEIOB U 00Jee MEIKUX TPy e,
BKJIIOUEHHBIX B apXWUBHYK  ONHUCh,  yKazaTeau MNpU  HAIUYUH;
3) npenucnosue. IIpeaucnoBue cocraBisercss JU00 K KaXXIOW OMUCH A,
JIOKyMEHTOB, JIN0O 00I1Iee KO BCeM OMUCSAM apXuBHOTO (oHAa. B mpeancnoBun kpaTtko
u3naralTcs uctopus (QoHaooOpazoBaTens C 0053aTEIbHBIMU CCBUIKAMU Ha
3aKOHOJATeJIbHBIE UCTOUYHHUKH u JTOKYMEHTHI bounna.
K apxuBHBIM onucsiM 00bEIMHEHHBIX apXUBHBIX (POHIOB COCTABIISIETCS 00IIIEe
IPEIUCIOBUE, €CIIN apXUBHBIE (POHIBI, BXOIIIINE B HUX, BKIIOYCHBI B OJIHY apXUBHYIO
onuck. KpoMme TOro, coCcTaBigrOTCS MPEAUCIOBUS K apXUBHBIM OMUCAM OTAEIBbHBIX
apXUBHBIX (DOHIOB, BKIIFOUEHHBIX B 00beIMHEHHBIA apXUBHBIN (oHI. B aTHX ciydasx
B oOliee NpeAuciIoBUE BKIIOUAIOTCA BCE OOIIME CBEIEHHUS OTHOCUTEIBHO
00BEIMHEHHOTO0 apXWBHOTO (OHAA W OTACIBHBIX €ro apXUBHBIX (OHIOB U HUX
apXMBHBIX OMUCEH. B mpeaucrnoBUsX K apXUBHBIM OMHUCSM OTIEIBHBIX apXWBHBIX
(GOHIOB U3IaraloTCs CBEJCHUS, KACAIOIINECS JIMILb 3TUX apXUBHBIX (DOHIOB, U TAIOTCS

CCBHIJIKH Ha obmee NPEAUCIOBHE.
B mepBoi#i wacTu TpeaucIOBHUSA, MOCBSIIEHHOW WCTOPUU OpTaHU3AIUHU -
bounnoobpa3zoBarens, KpaTKo M3JararwTcs:

JaTa co3JaHusl OpraHu3aiuu - GoHI000pa30BaTeNsl CO CChUIKON HA HOPMATHUBHBIC
NpaBOBBIC AaKThl, a Tak)Ke HAWMCHOBAaHWE OpTraHW3AlUHU-TIPEIAIICCTBEHHHUKA,
NOJYUHEHHOCTD OpTraHu3al U - dbonmoobpazoBaTens;

KOMIIETCHIUSI, CTPYKTYpa U (PYHKIIMU OpraHu3amnuu - GpoHg000pa3zoBaTes;
W3MEHCHHE HAaNMEHOBAHWS, CTPYKTYPhl U BEJOMCTBEHHOUN IMOJYNHEHHOCTH
opranm3anuu - (GoHI000pa3oBaTeNs C yKa3aHUEM OCHOBHBIX BBI3BABIIMX MX MMPUYHH;
Jata JUKBUJAUMU (peopraHu3alu) opraHusanuu - GoHg000pa3zoBaTens co
CCBIIKOM Ha HOPMAaTHUBHBIC TIPABOBBIC aKTHI, 4 TAaK)KE HaWMMCHOBAaHWE OpTaHU3AIIHH,
yHaclieJOBaBIIEH ee byHKIUU.
B xapaktepucTtike UCTOpUU apXUBHOTO (DOHJA U €r0 COCTOSHUS YKa3bIBACTCS:
MOJHOTAa JOKYMEHTOB B AapXHMBHOW OINMUCH,
HaJU4Ue JIeJ, BBIXO/SIINX 32 XPOHOJIOTHYECKUE TPAHUII apXUBHOTO (OHA.
[Ipu >TOM TOPUBOAATCS HAWMEHOBAaHHWS W HOMEpa apXHWBHBIX (OHIOB
OpTaHU3AIUNA-TIPEANICCTBEHHUKOB WM TMPABONPEEMHUKOB U  OpraHHU3aINi,
BBITTOTHSBIINX OT/IEIbHBIC (DYHKIIMU JAHHOW OpraHu3aIiy (MPU €ro JTUKBUIAINH I
peopTraHu3aInn), B KOTOPBIX UMEIOTCS yKa3aHHBIE aena.



B kpaTkoil XxapaKTEpHCTHKE COCTaBa U COJAEPKaHUS J€JI B ApPXUBHOU OIHUCH
OTMEYAIoTCsl HauboJiee TUIIMYHbBIC TPYIIHI JIeJI, KaK MO0 WX BUJAM U Pa3HOBUJIHOCTSIM
JOKYMEHTOB, Tak u o 159:4 COINEP)KAHUIO.

B npenuciioBun yka3pIBaloTCsl OCHOBHBIE TPUHIUIIBI (DOPMUPOBAHHUS €I, IPUEMBI
PACKPBITUSL COMIEPKaHUSI IOKYMEHTOB, OCOOEHHOCTH OMNMUCAaHUS U OPOpMIIECHUS eI
VYKka3bpIBalOTCS TaK)Ke MPUHIIUIIBI TOCTPOEHUS ApXUBHOM ONUCH 0€3 BOCIIPOU3BEIACHUS
CXEMBl CHCTEMAaTHU3allM¥, OCOOEHHOCTH CHUCTEMAaTH3aluu JeJ, COJAEpKAIINX
JOKYMEHTBHI 3a HECKOJIBKO JET.

3aKJIIOUYNATENbHAS YaCTh NPEAUCIOBUS CONECPKUT XaPAKTEPUCTUKY CIPABOYHOTO
armnapara K apXMBHOW OIMCH, OCHOBHBIE IIPUHIIUIIBI €r0 COCTABJICHUS U YKA3aHUA O
nNopsAAgKeE MOJb30BAHUS UM ;

[IpenucnoBue MOANMCHIBAETCS COCTABUTEIIEM C YKAa3aHHEM JAaThl COCTABIICHUS;

4) ciicok cokpaieHnii. Haznauenue crivcka cokpaieHui - yHupukauus npueMoB
ONKMCAaHUS B ApXUBHOW OMKCH AT U B CIIPABOYHOM aIllapare K HEM, YMEHBIICHUE €€
o0bema. CNHCOK COKpAIllEHUM COCTaBJISETCS, €CIM MPU OMUCAHUM HUCIOIb3YIOTCS
CoKpalieHHble cioBa. COKpallleHHs pacloyiaraloTcsl B aipaBUTHOM MOPSIKE, CIeBa -
COKpallleHue, Tupe, pacumdpoBka. B cHHCOK He BKIIOYAIOTCS OOLICTPUHSITHIC
cokpauieHust cioB. [IpousBosnbHOE 0Opa3oBaHME COKpAILEHUM HE JIOMyCKAaeTCs;

5) ykazarenu. B mensx moBblllieHUs HHPOPMATUBHOCTH apXUBHBIX OIMHCEH, 1O
YCMOTPEHUIO APXUBA OPTaHU3ALMHU, MOTYT COCTABIISATHCS YKA3aTEIH.

ITopsamok cocTaBIeHHUS HCTOPUIECKOM CIIPaBKA

274. B apxuBe OpraHu3aliy COCTABISETCS UCTOPUUYECKAs CIIpaBKa K apXUBHOMY
donay, nmpeacTaBismomas coOOM JTOKYMEHT, COJAEpXKAIIMU CBEIEHUS IO HCTOPUH
dbong000pazoBaTenss U apXUBHOro (OHIA, KPATKYyIO XapaKTEPUCTUKY COCTaBa M
COJep)KaHUSI €ro JOKYMEHTOB M CHCTEMbl HAy4YHO-CIPABOYHOI'O armnapara.

Hctopudeckasi cripaBKka COCTOUT U3 pa3lieNioB: UcTopus (GoHm000pa3zoBatTes,
uctopus  poHma, XapakTEpUCTUKAa  JIOKYMEHTOB  apXuBHOro  ¢oHIa.

275. TlepBoiii pazaen - uctopus GoHI000pa30BaTENS BKIIOYAET XapaKTEPUCTUKY
UCTOPUUYECKUX  YCJIOBUUW BO3HUKHOBEHHUS OpraHU3allu¥, HaMMEHOBaHHE
OpraHu3alUU-MPEIIIECTBEHHUKA, B XPOHOJOTMYECKOW MOCIEI0BATEIILHOCTU BCEX
peopraHu3anmi, B TOM qucie CleyIoIIne CBEJICHUS:

1) naTel co3nanus, MpeoOpa3zoBaHUs U TUKBUIAIUA OPTaHU3ALMK CO CCHUIKOW Ha
HOPMATUBHBIE  NPABOBbIE  aKThl WJIH  pacHOPSAAUTEIbHBIE  JTOKYMEHTBHI;

2) HaUMEHOBAHHUE OpraHM3alUuU-TIPEEMHUKA;

3) 3amaun W (QYHKOUU OpraHu3alMd W UX HU3MEHEHUS,

4) macmTad IesITeIbHOCTH OpTraHU3alliy, COCTAaB CUCTEMbI TEPPUTOPHUATIBHBIX
OpraHoOB u/nnu MOJIBEIOMCTBEHHBIX OpraHHu3aluil;



5) MecTO OpraHM3aluy B CUCTEME IOCYIapCTBEHHOIO anmnapara, 3KOHOMHUYECKOM,
00IIECTBEHHO-TTOJUTUYECKOH, KyJbTYPHOH u Apyrou KU3HU,
6) u3MeHeHus: B 0QUIIUATLHOM HAaMMEHOBAHUH W MOJYMHEHHOCTH OPTaHU3aIlNH;
7) CTpYKTypa oOpraHu3zaluMu U €€ HU3MEHEHHUS.
Jnst 00beAMHEHHOTO0 apXHBHOTO ()OHJA COCTaBiIsSETCS 00Ias MCTOpUs
bongooOpa3zoBaTenei.
276. Bropo#t pazaen - UCTOpHUsL apXUBHOrO (OHJIA - BKIIOYAET CIEIYIOIIUe
C Be e H U4
1) nata nmepBOro MOCTYIJIEHUS TOKYMEHTOB apXUBHOTO (hOHa B BEIOMCTBEHHBIH (
YaCTHBIN) apXuB OpraHU3alUHU,;
2) o0beM © KpaiiHHEe JaThl BIEpPBbIe MNOCTYNUBIIUX JOKYMEHTOB;
3) U3MEHEHUs B COCTAaBE M 00hEME apXUBHOTO (POH/IA U UX IPUYUHBI (TIPOBEICHNE
AKCIEPTU3bl  ILIEHHOCTH,  yTpaThl,  HE3aJOKyYMEHTUPOBAHHBIE  MEPHUOJIbI);
4) CTENEHb COXPaHHOCTH JOKYMEHTOB;
5) ocobenHocTH GOPMUPOBAHUS, OMUCAHUS U CHUCTEMAaTU3AIUU JOKYMEHTOB;
6) cBeIeHUs O HAIMYUU IOKYMEHTOB, BBIXOJAIIUX 32 XPOHOJOTUYECKHE TPAHULIBI
ApXUBHOTO bouga,;
7) cocTaB Hay4yHO-CIIPAaBOYHOI'O ammnapara K apxXxuBHOMY (oHIY.
277. Pazaen mo uCTOpuu apXUBHOTO (HOHJA COAEPIKUT TAKKE TaKHUE DJIEMEHTHI
OTNMCaHMs, KaK aHHOTalus, oubnuorpadus, nuHpopmaiys o0 yCIOBUSIX JIOCTyIA U
MCMOJNb30BaHUSA JOKYMEHTOB.
AHHOTaIUs BKJIIOYAET B ce0s KpaTKyro 0OO0OIIEHHYIO XapaKTEPUCTUKY COCTaBa
JOKYMEHTOB I10 CTPYKTYPE apXHBHOTO (POH/IA U 1O BUAAM JIOKYMEHTOB, COJEPKAHUS
JOKYMEHTOB II0 TE€MaM, BOIIPOCaM, OTPAXAIOIIMM HaIPaBICHUS JESITEIbHOCTU
dbonmoobpazoBaTens, C YKa3aHUEM XPOHOJOTMHM TeM U O0O0O3HAaYeHHEM UX
reorpauyeckux (AIMUHHUCTPATUBHO-TEPPUTOPUATHHBIX ) TpaHUII.
bubnuorpadus BKIIOYAET CNHCOK OMYyOJIMKOBAHHBIX U HEOMYOJMKOBAHHBIX
CIIPABOYHUKOB MO apXUBHOMY (POHIY M TOKYMEHTAJIbHBIX ITyOJIMKAI1il, BEIIOJIHEHHBIX
H a er o OCHOBE®
278. Tpetuii pazzen BKIOYAeT 000OIIEHHYIO XapaKTepPUCTUKY apXUBHOTO PoHaa
110 COCTaBY U COJIEPKAHUIO IOKYMEHTOB B II€JIOM U OTJEIBHBIX TPYII JOKYMEHTOB;
CBEJICHUS O HAJMYHMH JTOKYMEHTOB, BHIXOJIAIIMX 32 XPOHOJIOTHYECKHUE paMKH (HOHAA, O
HAy4YHO-CIIPABOYHOM anmnapare K apxuBHOMY (GOHIY, O BUAAX HOCUTENEH HHPpopMauu

279. CopaBka NOANUCHIBAETCS HCIOJIHHUTEIEM U PYKOBOJUTEIEM apXUBOM
oprasvuiszanuu
Hctopuueckasi cripaBka mevaTaeTcsi B UEThIPEX AK3EeMIUISIpax: TPU dK3EMILIsApa
NepenaTcs B TOCYAapCTBEHHBIN apXUB MPHU NIEPBO Mepeaue TOKyMEHTOB apXUBHOTO
dboHma; onuH XpaHUTCS B Jene (poHAa B BEJOMCTBEHHOM WM YaCTHOM apXuBE



oOprasHuisanuu

280. VcTopuueckas cnpaBKa JTONOJIHSIETCS IPH MOMOJTHEHUU apXUBHOTO (oHAa
WIM B ClIydyae peopraHm3alnuy opraHuszanuu. Mcropudeckas cnpaBka (4acTb €e)
NPEICTABISIETCS B TOCYIAPCTBEHHBIA apXUB BMECTE C KaXJA0W 3aKOHYEHHOU OMHUCHIO
nen (IOKYMEHTOB).

HOp}IJIOK COCTABJICHHS KATAJIOI'OB H KAPTOTCK

281. Karanor npencrasisieT co00il MeK(OHIOBBI aApXWBHBIM CIIPAaBOYHUK, B
KOTOpOM HHGpOpMAIUS O COACP>KaHUU JOKYMEHTOB CIPYIIHMPOBaHA IO MpeaMeraM (
TeMaM, OTpaciisiM), PacIoOJ0XKEHHBIM B COOTBETCTBUU C MPUHATOM JIsI JAHHOTO
Kartajora cxeMoi Ki1accupUKaIUU JOKYMEHTHOM uHbOpMaIHH.

COBOKYITHOCTh Pa3IMYHBIX KaTaJIOTOB COCTaBIISIET CUCTEMY KaTajoTroB.

282. PaboThl 110 MOATOTOBKE, CO3JAHUIO U BEIEHHUIO KATaJIOrOB Ha3bIBAETCS

KaTajloru3amuen JTOKYMEHTORB.
Kartanoru3ammsi MOXKET MPOBOIUTHCS KaK CaMOCTOSTEIbHBIA BUI pabOTHI (
TeMaTuyeckas pa3paboTka), a TaKKe B MPoLiecce IPYTruX BUIOB pabOT, CBI3AHHBIX C
ONMKMCAaHWEM U  BBIABICHUEM  JIOKYMEHTOB  (IOMyTHas  KaTaJloTu3alus).

[Ipu xatamoruzanuu npuMeHsieTcs: ¢ EepeHIIMPOBAHHBIN MOAX0/, KOTOPHIH
3aKJO4YaeTcs

1) B ompeneneHnn 04epeTHOCTH BHIOOpA apXUBHBIX (POHNIOB, UX CTPYKTYPHBIX
4y a ¢ T € " ;

2) B otTbope Jaen W MOOKYMEHTOB © HHpoOpManum U3 HUX;

3) B IPpUMEHEHUH COOTBETCTBYIOIIMX MPUEMOB OINHUCAHUS JOKYMEHTHOMN
MmHOOpManmuu

283. Karamoruzanus BKJIHOYaeT CJIEAyHOIIHMEe BHUIBI paboT:

1) COCTaBJEHUE CXEMBI KJIaCCU(PUKALUY;
2) BBISIBIICHUE 51 oTbop JOKYMEHTOB;
3) onucaHue Ha  KaTaJlOXKHBIX  KapTOuyKax;
4) CHCTEMAaTu3alUus KapTOYEK;

5) BEJEHUE KaTallOTOB.

284. BpiOop cxembl knaccu(UKAIUU OMPEAEIseTCS COCTABOM JTIOKYMEHTOB
BEJIOMCTBEHHOI'O WJIM YaCTHOTO apXuBa OPraHU3allMU U 3a/1auaMd UX UCITOJIb30BaHMSI.
Cxemoii knaccuukaluu J10KyMEHTHON nH(pOpMAINK SABJISIETCS MUChMEHHBIN UITN
rpauYecKuii JOKYMEHT, COJEp KAl TMepeyeHb KIacCU(PUKAIMOHHBIX IeTECHUN
KaTajaora, pacloJIOKECHHBIX B  ONPEACICHHOW TMOCIEA0BATEIbHOCTH, U
IIPEIHA3HAYCHHBIN ISl PACIIPENEIICHUS] CBEICHUW W3 JOKYMEHTOB MO YKAa3aHHBIM
I € 1 € HHU I M
285. B 3aBUCHMOCTH OT CXE€MbI MOCTPOEHHS KaTaJOTu MOJpa3AeisioTcs Ha



CUCTEMAaTUYECKHE, TEMATUYECKUE, MPEIMETHbIE U HMX PAa3HOBUIHOCTU (MMEHHOM,
reorpaduyYecKui, OOBEKTHBIN).
286. JloxymenTHas wuH(OpMaIus B CHCTEMAaTUYECKOM KaTaJiore

KJIacCU(DUIIMPYETCS TI0 OTPACIISAM 3HAHUN U MPAKTUYECKOM IeSITeIbHOCTH OpraHu3aluu
U pacnoJsaraercs B JOTUYECKOU MOCJIEA0BATEIbHOCTH.

B umenHoM katajore QOoKyMeHTHas WUHGOpMaALMS KiIacCUPUUIHUPYETCS IO
andaButy ¢GamMuiIuid JUll, YIOMHUHAEMbIX B JIOKYMEHTaX WJIU SBJISIONIUXCS HUX
apTopaMu. JlanpHeumass cucreMaTu3alus IPOBOAUTCS B XPOHOJIOTHYECKOU WIIH

JOTHYCCKOH MOCIEIOBATECNbHOCTH.
287. B cocrtraB omnucaTeIbHOW CTaTbM KaTajgora BXOJMIT:

1) HaMMCHOBAHUEC apXuBa OpTaHHU3aIluu,

2 ) U HJOEKC,;

3) pyopuka, nonpyopuka;

4) JaTa COOBITHS, MECTO COOBITHS,;

5) CoOonepXaHUE,

6) HOMep apxuBHOro (QoHJa, HaMMEHOBaHWE apXUBHOro (QOHA;
7) HOoMmepa omucH Jena (JOKYMEHTOB), €IUWHUIIBI XPAaHEHWS, JIHUCTOB;

8) a3 bl K HDOKYMEHTAa,;
9) crmoco® BOCIIPOU3BEICHUS JTOKyMEHTA.
Jlns cBA3M MeXIy paszenaMu Kartajora WiM pas3feioB Katajora ¢ JIpyruMu
apXUBHBIMU CIIpaBOYHUKAMU NpPUMEHSIETCS cCUCTEMA OTCBLIOK.
288. Benenme kartanora, mpeacTaBisiiolniee coOoil KOMILIEKC padorT,
obecreynBarOmMMUX  €ro  (QyHKIMOHUpPOBAaHHWE, B  KOTOPBIM  BXOJAT:
1) HaydyHO-MeTonumdyeckoe obecrmedyeHue paboOTHI;
2) MHIEKCUPOBAHHUE KapTOYEK;

3) cucTemaTu3anus KapToyeK MO HHAEKCaM U pyOpHuKawm;
4) cocTaBieHHME OTCBHUJIOYHOTO ammapara K KaTalory;
5) YyCOBEPIIEHCTBOBAaHHE Karaljiora.
HayuHno-Meroanueckoe oOecreyeHue BKIHOYAET pa3pabOTKy METOAMYECKUX
NOCOOMI MO KaTalOru3allMy OTIEIbHBIX apXUBHBIX (POHAOB (MM HMX TPYIIIIHI),
pabounx cxeM KilacCU(PUKalMU KaTaJloroB, HUX YTOYHEHHE U JIONOJHEHHUE.
WNHupexkcupoBanue, sBISIONIEECS BHIOOPOM HIIM COCTABICHUEM MHJIEKCA [0 CXEME
KJIacCU(UKALUU U OTHECEHHEM €ro K COOTBETCTBYIOLIEH MH(pOpPMallUU KaTal0KHON
KapTouku. B nMeHHOM KaTajiore KapTOYKU HE MHAEKCUPYIOTCS, a pacrojiaralorcs mno
a1 d aBuUTY
VY coBepiIeHCTBOBAaHUE KaTaJlora BKIIIOUAET B ¢€0s1 yCOBEPILIEHCTBOBAHUE CXEMBI
Kjaccuukanuu, MPOBEPKY colepkaHus U O(opMIEHHUS KaTajiora, NpPOBEPKY
onucaHuil (peJakTHpoBaHHE, OObEIUHEHUE ONMCAHUN C OJHOPOJHON MH(pOopMaLuei
00 OJHOMY apXMBHOMY (OHAY WU OMUCU Aed (JOKYMEHTOB), YTOYHEHHE HX



CACTEMAaTHU3alUHUU).

289. OngHUM M3 UCTOYHUKOB TMOMOJHEHHUS CHUCTEMBI KaTaJIOTOB SIBIAIOTCA
TEMAaTHYECKUE U TMPEIMETHO-TEMATUYECKHE KAapTOTEKHU, KAPTOTEKH IO JIMYHOMY
COCTaBYy Ha JIOKYMEHTBI HanboJiee MH(POPMATUBHBIX U YACTO UCIIOIb3YEMbIX apXUBHBIX
b o H o1 o B

290. ApxuB OpraHu3aiuu, XpaHsaIuil yIpaBIeHUYEeCKYI0 JOKYMEHTAIUIO, CO3/1aeT
UMEHHY IO KapTOTEKY.

Nmennas kaptoTeka (KapTOTeKa MO JUYHOMY COCTaBy) CO3JAETCs JJIsl MOMCKa

CBEICHUNW O TPYJAOBOM CTaxe, 3apa0OTHOM TmjaTe U JAPYTUX JTaHHBIX
COIMABLHO-TIPABOBOTO XapakTepa. Kaprouku comepxkar (haMuiinio, uMs, OTYECTBO
paboTHUKA, CCHUIKM Ha HOMEpa apXUBHOTO (POHJIa, TOJOBOTO pa3jesia CBOJHON OMUCH
1€, Ha HOMepa Jiell, JINCTOB CO CBEJCHUSIMH O HeM. KapTouku cucTeMaTu3upyroTcs B
andaBUTHOM TIOpsifKe hamMuiuii, a B npenenax GaMmwini - mo andaBUTy UMEH H
O T 4 € ¢ T B

291. ApxuB opranuzaiuu, XpaHsuui ayIMOBU3YaJbHYIO TOKYMEHTAIUIO, CO3/IAeT:

1) umMeHyr0 KapTOTEKy, COJAEpKallyl0 CBeleHUus 00 aBTopax (pexuccepe,
CLIEHApUCTE M ONEepaTope) KUHOJOKYMEHTa, XPOHOJIOTHUYECKYI0 KapTOTEKY,
COJICPIKAIIlYI0 CBEACHUS O JaTe BBIMYCKAa KMHOJIOKYMEHTA, aipaBUTHYIO KapTOTEKY,
coJiepKalyro B a(paBUTHOM TMOPSIIKE CBEJCHUS 0 HANMEHOBAHUSX KMHOJIOKYMEHTOB;

2) UMEHHYIO KapTOTEKYy, COAEpPXKAlllyl0 CBEJCHUs O Jullax, UuHPpopManus o
KOTOPBIX HMEETCS B (POTOMOKYMEHTaX, U OOBEKTHYIO KapTOTEKYy, COAEPIKAIIYIO
cBelleHHsT 00 O0O0BeKTax, COOBITUSIX, HHPOpPMAIUS O KOTOPBIX HMEETCA B
GOTOOJOKYMEHTaX;

3) UMeHyI0 KapTOTEKy, COAEPKAIIYI0 CBEJCHUs 00 aBTOpPE W HCIOJHUTEIE
XyJ0KECTBEHHOTO, MY3bIKaJIbHOTO WU JOKYMEHTAJIBHOTO MPOU3BEACHUS,
3aMMCaHHOTO Ha (POHOOKYMEHT, >KaHPOBYIO KapTOTEKY, COACPIKAIlyI0 CBEICHUS O
XYJ10’)KECTBEHHOM, MY3bIKaJIbHOM WJIH JOKYMEHTAJIbHOM IPOU3BEICHUH, 3alTUCAHHOTO
H a GDOHOTZOKYMEHT,;

4) andaBUTHYIO KapTOTEKY, COJAEPKAIIYI0 B alhaBUTHOM MOPSJIKE CBEICHHUS O
HAaUMEHOBAHUSAX BHUJCOJOKYMEHTOB, XPOHOJIOTUYECKYIO KApTOTEKY, COJEPHKaILyIO
CBEJICHUS 0 naTe BHINTyCKa BUJIEOTOKYMEHTA.

292. ApxuB OpraHu3allM, XpaHAIINN HAyYHO-TEXHUYECKYIO JOKYMEHTALUIO,
C 03 I a e T

1) 0OBEKTHBIN KaTasor, KOTOPbIA COCTABISETCS Ha OOBEKTHl KAUTAIHHOTO
CTPOUTEIHCTBA u 00BEKTHI KOHCTPYHUPOBAHMUS;

2) IMEHHOMU KaTaJioT, KOTOPBIA COCTaBiseTCA MO (PaMUInsIM aBTOPOB MPOEKTOB,
pa3paboToOK, U3JeNnui, TEeM MCCIIETOBAHUM;
3) reorpaduyeckuil KaTauor, KOTOPbIA COCTaBISAETCS HA OOBEKTHI TPOSKTUPOBAHMUS
mo MECTY U X pPAacCHONIOXKEHUS,



4) andaBUTHBIA KaTaJlor, KOTOPBIA COCTABISETCA B aJl(aBUTHOM IMOPSJIKE
HAaUMEHOBAaHUI HAy4YHO-TEXHHUUYECKUX Pa3padOTOK.

ITopsamok cocTaBIeHHA yKa3areneii, 0030poB,
MOHTAXXHEIX JIICTOB KHHO-BHIEO-IOKyMEHTA

293. VkazaTenb SBISETCS ApXUBHBIM CIIPABOYHUKOM, MPECTABISIONIMM COOOM
an(paBUTHBINA, CUCTEMAaTUYECKUN WM COCTABJICHHBIA 110 MHOMY INPU3HAKY MEepeYeHb
HAaUMEHOBAHUI IPEMETOB, YIIOMUHAEMBIX B aPXUBHBIX JOKYMEHTaX, C YKa3aHUEM HX

MOUCKOBEBH X JlaHHBI X .
Ykazatenu B apXuBe OpPraHu3aluud KJIACCUPUIIUPYIOTCS:

1) mo o6bemMy - Mex(pOHIOBBIE W BHYTPUDOHIOBHIC;

2) no d¢opme - DBIEKTPOHHBIE, JHUCTOBBIE WM KapTOUYHBIE;

3) o cTpyKType pyOpUK - rimyxue (mpeaIMeTHbIE OHSITHS U UX MOMCKOBbIE JaHHbIC
) M aHHOTUPOBAHHBIC (MPEAMETHBIC MOHATHUS COIMPOBOXKIAIOTCS TMOSCHEHUSIMH);
4) 1Mo TpynnmupoBKe MOHSTHH BHYTPHU YyKazaTeledl - aldpaBUTHBIMU,
CUCTEMAaTUUYECKUMHU, XPOHOJOTUYECKUMH.
VYkazaTenau MOTYT COCTaBJISTHCS K 3arojlOBKaM €JAWHUIl XpaHeHus (0e3 ux
OpocCMOTpa) MJIM K JOKyMEHTaM (C MPOCMOTPOM E€AMHMI] XPaHEHHS).
OCHOBHBIMM BUJAMU yKa3aTeJeH SBIAIOTCA: NPEIMETHBIN (€ro pa3HOBUIHOCTH -
TeMaTUYECKUH, UMEHHOU, reorpaduyeckuit), xpoHonoruueckui. [lo rpynmnupoBke
NMOHATHI BHYTPH YKa3aTels pa3iuyalTcs al(paBUTHBIE, CHCTEMAaTHYECKHE U
XPOHOJOTUYECKHE yKa3aTelHu.
294. Yka3arenu K JOKYMEHTAM MOTYT COCTAaBIIAThCA HA JIOKYMEHTBI OJTHOM OMHUCH
JieN, TOKyMEHTOB, HECKOJIBKHUX OMHUCEH /e, JOKYMEHTOB apXuBHOTO (hoH[a, omuceit
1€, JOKYMEHTOB OJHOrO0 apXMBHOIO ()OHJAa WJIM HECKOJbKUX apXUBHBIX (DOHIIOB.
295. OnucarenbHasi CTaThs JIIOOOTO BUJIa yKa3aTelsi COCTOUT W3 MPEAMETHOTO
NOHATUS (PyOpPUKH) M TTIOMCKOBBIX JIaHHBIX. B 3aBUCUMOCTH OT Ha3HAUYCHUS yKa3aTels
pyOpuka ObIBaeT pocToH, (03 moapyOpHK) U CIOXKHOU (MMeroIas moapyOpuKy win
oOnpeacIeHuEe NOHSATUSA).
[TouckoBble NaHHBIE yKa3aTelsd K €IMHULAM XPAHEHHUs OJHOW OMUCH Jell,
JOKYMEHTOB BKJIFOUAIOT MOPSAJIKOBBIE HOMEPA €IWHHUL] XPAHEHHUS; IOUCKOBBIE IAHHBIE
yKazareyisl K eIMHUIlaM XPaHEHUS HECKOJbKHUX apXUBHBIX (POHIAOB OJHOTO apxuBa
OpraHH3alliH YKa3aHHbIE JaHHBIE JOMOJIHIIOTCS HOMEPAMHU OMKCEN 1€, JOKYMEHTOB,
apXHuBHB X boHOgOB.
296. TemaTudeckuii yKkazaTellb BKIIOYAET MOHITHS, KOTOPBIE MPEICTABIISIOT COOOM
ucropuyeckue ¢GaxkTel U sBIeHHS. HaumeHoBaHus pyOpuUK M TOAPYOpPUK B HEM
NPpUBOASATCS B UMEHUTEIbHOM nagexe.
297. IlpenMeTHBIN yKa3aTelb BKIOYAET MOHSITHS, PACIIONIOXKEHHBIE B al(aBUTHOM



oo p s A K €
OO6mumii mpeMEeTHBIN yKa3aTelb BKIOYAET PA3HOPOAHBIE MOHATHUS U TIO CTPYKTYpE
pyopuk MOXET OBITH TOJNBKO TIYyXUM.
CrneunayibHbIA MPEAMETHBIN yKa3aTelb BKIOYAET OJHOPOJIHBIE TOHATHUS (BUIBI
JOKYMEHTOB, (paMuIMM aBTOPOB, Ha3BaHUsA OpraHU3alMil, UX CTPYKTYPHBIX
no/ipa3/ieICHu, HAMMEHOBAHUS OTPaciel U TOMY MOJ00HOE) U MOXKET OBITh TIIyXUM
UIHu AHHOTHUPOBAHHBIM.
HmenHoOM yKka3zaTenab CTPOUTCS MO aln(aBUTHOMY MPU3HAKY U BKIIIOYAET (haMUIIMH,
UMEHAa, 0TYECTBA (Pa3HOUYTEHUS, TICEBJOHUMBI, TPO3BUILA, KIMYKN) U OMorpaduyeckue
C I p aB K H
I'eorpaduyeckuii ykazarenb BKIJIHOYAeT HAWUMEHOBAHHS TOCYJApCTB,
aAMUHUCTPATUBHO-TEPPUTOPUAIIBHBIX €IMHHUILL, MOPEH, PEK U MHBIX reorpa(puuecKux
o0 bekKTORB
O6o0marone NOHATHS WK JMUHUCTPATUBHO-TEPPUTOPUAIbHBIE HAMMEHOBAHHUS
BHOCSTCS B yKa3aTenb oe3 NOSICHEHUS.
298. XpOHOJIOrMYECKHI yKa3aTellb COCTOMT U3 PYOpHUK, BKIIOYAIOUIUX J1aThl
UCTOPUYECKHUX COOBITHH, SIBICHUN U (PAKTOB WIN JIaThl TOKYMEHTOB, PaCOI0KEHHBIX
B XPOHOJNOTHYECKOM nopsaaKe.
299. Vkazarenu K apXUBHBIM CIIPABOYHUKAM MOTYT OBITh TE€X K€ BUJOB U UMETh TY
&KE CTPYKTYPY, HO B MMOMCKOBBIX JAHHBIX CCHUIKU JAIOTCA HA CTPAHMIIBI UM Pa3Jieibl (
151 KaTaJloroB) COIpaBOYHHKA.
300. OO6G30p sBIseTCS ApPXUBHBIM CIPABOYHUKOM, BKIIOYAIOIIAM
CHUCTEMAaTHU3UPOBAHHBIE CBEJICHHS O COCTaBE U COACPKAHUU OTACIIbHBIX KOMILJIEKCOB
J OKYMEHTOB
Bunamu 0030pa B apxuBe OpraHu3allMu SBISIIOTCS 0030p apXUBHOro GoHAA U
TEMAaTHYCCKHHU 00630pD.
OObeKTOM onucaHus Ajsi 0030pa apXuBHOTO (hOHJA ABISIETCS JOKYMEHT (rpynmna
JOKYMEHTOB, 4acTh JOKYMEHTA), €IUHUIIA XPAHEHUs, €AUHHUIIA ydeTa OJHOTO
APXUBHOTO bounpnga.

OOBEKTOM ONUCAaHMUS I TEMAaTHYECKOro 0030pa MO JOKYMEHTaM apXuBa
OpraHu3alllK SBIAETCS JOKYMEHT (TpyIia JOKYMEHTOB, 4acTh JOKYMEHTA), €AMHUIIA
XpaHEHUs, €JUHULIA y4YeTa OJHOIO apXWBHOro (oHJa (4acTu apXUBHOro (QoHAa,
TPYIIIIBI apXUBHBIX boHIOB) o ONpeIeIeHHOU TeMeE.

301. O630p apxuBHOrO (PoHAA BKIHOYAET CUCTEMATU3UPOBAHHBIE CBEJICHUS O
COCTaBe M COJEpKaHUU JIOKYMEHTOB OTJEIbHO B3ATOTO apXUBHOro (oHja.
302. TemaTnueckuit 0630p BKIIOYAET CUCTEMATU3UPOBAHHBIE CBEICHHS O COCTaBE

U COJEpKAaHUU YacCTH JOKYMEHTOB OJHOTO WJIM TPYMNIbl apXUBHBIX (POHIIOB IO
onmpeneneHHOMH TEME.
303. Ilpu coctaBieHuu 0030poOB NMpuUMeHseTcss AU depeHIMPOBaHHbIA MOAXO/,



3aKJTIOYAIONTUICS B BBIOOpE apXUBHOTO (DOH/A U / WM TeMbI, IPUHITUIIA TPYITTUPOBKU
uH(pOpMaIlMd B OCHOBHOW dYacTu 0030pa, MPUMEHEHUU PAa3THYHOU METOJIUKHU
IpeicTaBleHus UHPOPMALUUU O AOKYMEHTaX (MHAMBUIYaJIbHbIC WJIH TPYIIOBHIE
aHHOTAIMH), PAa3TUYHON METOJUKH OINHCAHHS OTACIbHBIX BUIOB JTOKYMEHTOB,
BBISIBJICHUHU 11€JIECOO0PAa3HOT0 COCTaBa M CTENEHU IMOJHOTHI CIPABOYHOIO ammapara K
o 6 3 0 py

304. O630p COCTOUT U3 COBOKYIHOCTH aHHOTALMKI OTAEJIbHBIX TPYII €IHHUI]
XpaHeHus, EIWHUI] yd4yeTa, JIOKYMEHTOB U  CIPaBOYHOTO  ammapara.

B anHOTanmm u3naraeTcs cojepikaHue TpyNIbl eAUHUI] XpaHSHHs, €IUHUI] yueTa,
JOKYMEHTOB, YKa3bIBalOTCS OCHOBHBIE Pa3HOBHAHOCTH JOKYMEHTOB, MX aBTODBHI,
XPOHOJIOTUYECKHE PaMKH, MOMJIMHHOCTD, TIOUCKOBBIE JaHHBIE. B 0030pe apXxuBHOTO
(oHI1a TOUCKOBBIE TaHHBIE COCTOAT U3 HOMEPOB OMUCEH J1eT (JOKYMEHTOB), €IUHUI
XpaHEeHUs, €IUHMI] ydYeTa, JHCTOB EIUHMIBI XpaHeHus. B wmexdonzoBoM
TEMaTUYECKOM 0030pe TOMCKOBBIE JaHHBIE TOMONHSAIOTCS HOMepamu ¢(oHaoB. B
HAay4YHO-CIIPABOYHBIN ammapaT o0030pa BXOAST THUTYJBHBIM JUCT, cojaepkaHue (
OTJIaBJICHWE), TPEIUCIOBHE, CIUCOK COKpAIlIeHHBIX CcJoB, ykazatenu. K
TEMaTUYEeCKOMY 0030py COCTABIISIOTCS CIHMCOK apXUBHBIX (POHIIOB, MH(MOpMAIU O
KOTOPBIX  cojaepxuTcsi B  o03ope, u  Oubauorpaduss 1o  TeMe.

B npenucnoBun k 00630py U3NararoTCs CBEICHUS MO UCTOpHH (HOHI000pa3oBaTes
U UCTOpPUM apXUBHOTO (POHIA, CTPYKType 0030pa, COCTaBy Hay4HO-CHPABOYHOIO
ammaparta

305. O030pBI COCTABISAIOTCS MO CTPYKTYPHOMY, OTpaciieBOMY ((pyHKIIMOHAIBHOMY)
, TPEIMETHO-TEMAaTHYECKOMY, TeorpaduueckoMy, XpPOHOJIOTHYECKOMY U JIPYyTUM
0 pHU3HAaKA aAM

306. MOHTaXHBIN JTUCT KHHOBUICOAOKYMEHTA - APXUBHBIM CIIPAaBOYHUK, KOTOPBIN
pacKpbIBaeT COAEp)KaHHE M 3aKPEeIUIIeT CHCTEeMaTU3allMI0 OTAENbHBIX IUIAHOB (
MOHTaX HBI X KaapoB).

MOHTaXHBIN JTUCT KUHOBUJEOJOKYMEHTA - MPEACTABISIET COOOM MO KaJIpoBOE
OMKCaHUE 3aKOHYEHHOTO0 KMHOMpOou3BeneHus ((puiabMa, CrelBbITyCcKa, KHHOXKYpHaa,
Tenecroxkera). MOHTaXHBIH JUCT oOpasyercda B IMpoOLEcce CO3JaHusd
KUHOIIPOM3BEICHHS U MOCTYNAeT B apXUB B COCTAaBE TEKCTOBOM COMPOBOIUTEIHLHOMN
JOKYMEHTAIUU K KUHOJOKYMEHTY UIu BUJEe0(hOHOTpAMME.

MOHTaXHBII JTUCT KHHOBUICOJOKYMEHTAa COCTABJISETCS B apXUBE B CIIy4ae €ro
OTCYTCTBUSI M COCTOUT W3 CIEAYIOIIMX OSJIEMEHTOB: 3arilaBHbIX HAJINCEH,

OomucaTeJIbHBIX cTaTeun u UTOTOBOU 3allUCH.
307. B 3arjiaBHBIX HaJIIIUCAX YKa3bIBa€TCH:
1) Ha3BaHUE apxuBa,

n

2) "MoHTaxHBIM nucT No..." M Ha3zBaHWE KMHOJAOKYMEHTa C YKa3aHUEM €ro

XapakKTepucTUK  (O03ByuMBaHUE,  I[IBETHOCTb,  KOJHMYECTBO  4YacTei);



3) HauMEeHOBaHUE CTY/IMH, J1aTa MPOU3BOJICTBA KHHOJAOKYMEHTA, aBTOPHI (huiibMa (
pexuccepsl, omepaTophl, aBTOPHI cueHapus).
308. CocTaBieHMEe MOHTAXXHOIO JINCTAa MPOU3BOJAUTCS MO MO3UTHUBY
KMHOJOKYMEHTa MpPU MPOCMOTPE €ro Ha 3BYKOMOHTaXXHOM CTOJE C €ro
OJIHOBPEMEHHBIM IO IJIAHOBBIM omnucanueM. [Ipu mpocMoTpe Ha 3ByKOMOHTaKHOM
CTOJIE B MOHTQKHOM JIUCTE OTMEUYAIOTCS JaHHBIE B CIIEAYIONIEH MMOCIeI0BATENbHOCTH:
1) HoMep m1aHa Mo MOpAAKY (MpU CMEIIEHUH PaMKH KaJipa Ha SKpaHe BUJIHBI
HOMEpA CTApTOB), €CJIM K€ MO3UTHB HE CTAPTOBAH, TO CIEAYET OCTABUTH MECTO JJIs
HOMEpa IIaHa, ¢ TeM, YTOOBl BIHCATh €r0 BO BpeMs pabOThl C HEraTMBOM
KHHOJIOKYMEHTa,;
2) mocyie HOMepa IJlaHa JaeTCs OMNpejesieHue MiaHa (00U, CpeHul Win
K pyoTHEB U ) ;

3) MeTpax IUIaHa, KOTOPBIA OmpeAensieTcss C MOMOIIbI0 MeTpoMepa WiIu
KaJIpUpPOBAHHOMN JNuHEWKHU. [Ipn m3mepeHnn minaHa METPOMEPOM €r0 JUIMHY CIIENYET
yKa3bIBaTh C TOYHOCTBIO JI0 OJHON JECATON Kajapa, a IpU U3MEPEHUH JIMHEUKOH - ¢
TOYHOCTBIO JIO OJTHOTO Kajpa (B OJJHOM METpe KUHOIUIEHKHU cofep:kutcs 52,4 kaapa);

4) comepxkaHue HM300paKEHUS IJIaHA KMHOJIOKYMEHTA OIUCHIBAETCA KPATKO.

CoOpiTHE yKa3bIBa€TCS TOYHO, CHUMAEMbIE 0OBEKThI Ha3bIBAIOTCA MOJHOCTHIO,
JIUIIA 110 BO3MOKHOCTH paciIn(pOBBIBAIOTCS (€CIM HECKOJIBKO YENIOBEK, TO UX CIEAYET
NEPEUUCIIATh CIeBa HANpPaBO, HHUIIMAIBI CTaBUTh Nepes (haMuiiuei), eciii 4eloBeK
WJIU TPYIIa JIUI CHSATHI CO CIIUHBI, B MOHTAXXHOM JIUCTE 3TO CIAEAYET OTMETUTh. [Ipu
HAJIMYUU B KaJpe OTJEIbHBIX JJO3YHTOB, TPAHCIIAPAHTOB COJEPKAHUE UX OTMEYAETCs B
MOHTAQaXHOM AUCTE.

B aroii ke rpade ormedarorcs Bce cnenupuUEcKUe MPUEMbl KUHOCHEMKH (
naHopamMa, 3aTeMHEHUE, JBUKEHUS, HaIIIMCh U TOMY MTOJ00HOE), B MOHTAKHOM JIUCTE
9TU mpuembl oTMmeuarTcs cokpamenno (ITHP, 3TM, CAAB, HAII u Tomy nogoGHoe).
Bce 0coOeHHOCTH ChEMKH, TaKHE KaK: ChbeMKH C JABMXKEHHEM, HAe3J0M, CBEPXY, C
caMoJIeTa, HOUbIO U JPYTHUE, TAKKE OTPAKAIOTCS B ONUCATENBHON CTaAThe MOHTAKHOT'O
JUCTA ¥ YKa3bIBAIOTCA B CKOOKax IMoOCJie ONMUCaHMs U300pakeHus 1uiaHa. B aToil ke
rpadpe "Copepxanue u300pakeHHUs" MOHTAXKHOTO JHUCTA, COCTABJISIEMOTO Ha
KMHOXKYpPHAJI, YKa3bIBae€TCsl HAa3BAaHUE KaXKJOTO CHOKETa, MECTa CheMKHU U (pamMuiinu
KMUHOOIMEPATOPOB, CHUMAaBIIUX CIOXKET.

B rpade "Tekct ¢oHOrpaMMbl" MPUBOJUTCS CUHXPOHHO TEKCT (POHOTPAMMBI

IPOTHUB OMKCAHUS TE€X IUIAHOB U300paKEeHMs, K KOTOPHIM OTHOCATCS CJIOBA JTUKTOPA.

[Tocne oxoHuaHust pabOTHI ¢ MO3UTUBOM Ha 3BYKOMOHTaXXHOM CTOJIe HEOOXO0IMMO
OCYIIECTBUTh CBEPKY MO3UTHBA C HETATUBOM M JIABAHJIONW HA MPEIMET COOTBETCTBUS
apyT IpyTy BCEX 3JIEMEHTOB KOMILJIEKTa KUHOJTOKYMEHTA.

B uToroBoii 3anmcu MOHTQ)XXHOTO JINCTAa KMHOJIOKYMEHTA YKa3bIBa€TCsl OOIIMIA
METpaX KHHOJOKYMEHTAa IO KaXKJIOMY 3JJIEMEHTY KOMIUIEKTa B OTAEIbHOCTH,



JOJKHOCTh U (paMUJIUS COCTABUTEIS MOHTaXXHOIO JIMCTA, JaTa COCTaBJICHUS.
B 3axntouenue paboT 1Mo COCTaBIEHUIO MOHTAXXHOTO JINCTA OCYLIECTBISETCS €ro
neperneyarka B ABYX JK3eMIUIIpax (OJAMH HCIOJB3YETCs B padoTe HcciaeqoBaTeNneil u
COTPYJIHHMKOB, BTOPON TMepemnjeraeTrcss W CIYXXUT CTPaxoBOM Komuen).
[Iman (MM MOHTaXXHBIM KajAp) - COCTaBHAs 4YacThb BUJIEOPOHOTpPaAMM,
MPEICTABIIAIONIAsE COOOM HEMPEPHIBHO CHATOE N300paKEHUE OTIIEILHOTO COOBITHS WU
ABJIeHUS. B 3aBUCUMOCTH OT BEJIMYMHBI BUAMMOTO U300paXKeHUs TUIaHbl MOTYT OBITh
OOLIMMU, CPETHUMHU WM KPYNHBIMU. B OTAENBHBIX cioyyasx IUIaHbl Pa3fesitoTCs
MEXAY coboil CBETOBOU IIPOCEUYKOH.

309. MoHTaXHBIN JTUCT HA BUACOJAOKYMEHT CO3/1a€TCs B apxuBe. MOHTaKHbIE
JUCTHI CHEIBBINYCKOB, KHHOKYPHAJIOB WJIM JIETOMMMCHOTIO MaTepualia HauYMHAIOTCS C
yKa3aHHs ToJa BbIYCKa, CTYIMU TPOU3BOACTBA; IBETHOCTH, O3BYyYEHHOCTH, CEKYH/IbI,
MOCEKYHJIHOTO XpOHOMeETpaxa (Hauana u KOHIIa 3aIuCH).

B cnyuae, eciin Ha BHJIEOJJOKYMEHT 3allUCAHO HECKOJBKO CaMOCTOSTEIbHBIX
GbUIBLMOB, XYpPHAJIOB U TOMY MOJ00HOE, TO OMMCAHUE KAXKIOTO U3 HUX HAUMHAETCS C
HallMCaHUsl €ro Ha3BaHUs, C YKa3aHHEM Troja BbIYCKa, CTYJIWHU IPOU3BOJICTBA,
CEKYH/JIbl, C KOTOpOI HaunHaeTcsl (UiIbM (CIELBBINYCK, KHHOXYPHAJ WU JIETOMUCHBIN
MaTepHall), U CeKyHJIbl, KOTOPOW 3aKaHYMBAETCS 3aMUCh U300paKeHUs, a TaKxke o01ee
KOJIMYECTBO BpEMEHHU 3allUCHU B CEKyHJaXxX.

[Tocne onucaHusi TUTYJIBHOTO JINCTA OCYIIECTBISIOTCS MO IJIAHOBBIE OMUCAHUS
BugeopoHorpammel. [lo mimaHoBoe omucanue BUICO(OHOTPAMM MPOUCXOIUT B
cleayruei NOCJIEeA0BATEIbHOCTH:

1) HOMEDP nmjaHa I 0 NOPAIKY;
2) omnpexaenenue 1aHa (oOmui, CpPeAHUN UIM KPYIHBIN);

3) NOpsAKOBBIA HOMEP CEKYH[bl, C KOTOPOH HAUMHAETCS 3alUCh U300paKeHUs
n o1 a H a ;

4) nmpud HadW4YMU UBETHBIX IJIAHOB B YEpHO-0€I0M HU300pakeHUU
BUJ1I€0(DOHOrpaMMBI UK YEPHO-OEIbIX B IIBETHOM, YKAa3bIBA€TCSI COOTBETCTBEHHO "1IB."

"

U1 u g/ 6 "
Ecnu TOT wiauM WHOW TJjaH MPEACTaBISIET COOON MYJIbTUIIUKAIIMOHHOE
nzobpakenne (MJITII), dororpaduro wiam KapTUHY, B MOHTAXXHOM JIUCTE 3TO
oTMevaeTrcs. Eciiv naHHBIN 1TU1aH SBISIETCS UTPOBBIM, B MOHTQ)XHOM JIUCTE J€IaeTCs
3anuchk ("kaap u3 xynaoxkectBeHHoro (uibma"). Ecim mnman mpencraBisieT coOoit
WHCIICHUPOBKY, B MOHTaXXHOM JIUCTE€ HEOOXOAUMO 3TO0 OTMeTuth. Creayer
BHUMATEIBHO CIEAUTh 3a CMEHOW IJIaHOB, MOMHS O TOM, 4YTO, B OTJIWUYHUE OT
KMHOJOKYMEHTOB, IUIaHbl BUJA€O0(OHOrpaMM HE  HMEIOT  CTapTOB.
Ecnu BUIIEOOKYMEHT 3BYKOBOM, TO TEKCT MPUBOJUTCS MOCJIE OMUCAHUS
U300paKEHUS TEX TUIAHOB, K KOTOPBIM OTHOCSITCS CJIOBA TUKTOPA. TeKCT (POHOTpaMMBbl

nmeuyaTacrcAd 3arJlaBHBIMH 6YKB21MI/I.



B MOHTa)XHOM JIMCTE OTMEYaeTCs HaJuurue CUHXPOHHBIX IIJIAHOB - 3TO MOKET OBITh
BBICTYIUIEHUE WJIM UHTEPBBIO KAKOro-JIM0O0 JUIA, UCIIOTHEHUE (PparMeHTa MeCHU WU
TaHI[a, CLIEHbI U3 CIIEKTaKIIA U TOMY NMoA00HOe. B MOHTa)XHOM JICTE MOCIE ONMUCAHUS
miaHa jenaercss oTMeTka "cuHXpoHHO". OTaenbHBIE clloBa, (pa3bl B nepeOUBKE
JUKTOPCKOTO TEKCTA, alUIOJUCMEHTBI, ITyMbI HE CJIEIyeT CYMTATh CHHXPOHHBIMU. Ecin
Ha MJICHKE CHSAT Y€JIOBEK BO BpeMs paloThl, OTAbIXa U TOMY MOJO0HOE, a 3a KaJpoM
3BYUHUT I'OJIOC 3TOT0 YEJIOBEKA, FTOBOPSIILIETO O YEM-JIN00, €CIIU 33 KaJAPOM 3BYUUT T0OJ0C
, KOMMEHTHUPYIOIIUN KaJIpbl KAKOT0-JIN0O COOBITHS, TO B ATUX CIy4yasx HaJlO Imucarh: "
roigoc (ecaum  U3BECTHO, TO  yKas3aTh - dYeil) 3a  kajgpom".

B KoHIle MOHTa)KHOTO JIMCTA YKa3bIBaeTCS JAOJKHOCTD, (paMHIIMS COCTAaBUTENS
MOHTa)KHOT'O JIUCTA U J1aTa COCTABJICHHUS.

TTopsmoK COCTaBICHNA aBTOMaTH3UPOBAHHOTO
HAaYIHO-CIIPABOYHOTI'O aIlllapaTa apXuBa OpraHU3aIiiy

310. ABTOMaTHU3UPOBAHHBI HAYYHO-CIIPABOYHBIN anmapaT apXuBa MpeACTaBIseT
c000 KOMIUIEKC JICKTPOHHBIX CIIPABOYHUKOB (0a3 IaHHBIX ONMHCAHUN JOKYMEHTOB),
peIHa3HAYCHHBIX I 9PGEKTUBHOTO MTOMCKA apXUBHBIX TOKYMEHTOB U UH(OpMaIuu

311. ABTOMaTHU3UPOBAHHBIM HAyYHO-CIPABOUYHBIM ammapar ymnpaBiI€HUYECKOU
JOKyMEHTaIuu 0azupyeTcsi Ha HHGOPMAIIMOHHO-TIOUCKOBOM CUCTEME, CO3/IaBaeMOi B
TEKYILIeM JIeJIONPOU3BO/ICTBE OPraHU3alluK, U, IPEXKJIE BCEro, TAKUX €€ DJIEMEHTaX, KaKk
AJIEKTPOHHBIE PETHUCTPALMOHHO-KOHTPOJBHBIE KApPTOTEKM U DJIEKTPOHHAS
HOMEHKIATypa oe.

OCHOBHBIMHU TOJISIMU 3JIEKTPOHHOW PErUCTPAlMOHHO-KOHTPOJIBHOW KapTOUKHU
SIBJISIOTCS: aBTOP (KOPPECHOHIEHT), Ha3BaHUE BHUJA JOKyYMEHTa, JaTa, HHIEKC
JOKYMEHTA, 3aroJioBOK (KpaTKOe COJEp>KaHUE), PE30JIOLUS, CPOK HCIOIHEHHS,
OTMETKa 00 HCINOJTHEHUH.

[Touck nHbOPMAIIK O TOKYMEHTE MOKET OCYIIECTBISITHCS KaK 1O OJHOMY ITOJTIO
KapTOYKH, Tak U no KOMOMHAIUH MOJIEH.
312. Ilose perucTpauMOHHO-KOHTPOJBHOMW KapTOYKW ''HOMEp Hena Io
HOMEHKJIAType'" SBISIETCA CBA3YIOIIUM IMOUCKOBBIM PEKBU3UTOM IpPU MEPEXOJE OT
noucka uHGPOpMALlMM HAa YPOBHE JOKYMEHTa K TIOMCKY Ha YpOBHE jena.
[Ipu HaIMYKUK FNEKTPOHHON HOMEHKJIATYPHI JIe]l B aBTOMATU3UPOBAHHOM PEXKUME
OCYIIECTBIISCTCS CIUCaHUE JIOKYMEHTOB B JIEJI0 M W3BJCUEHHUE JOKYMEHTOB U3 JieJa.
Ecnu monb3oBaTenb OCyIECTBIsAET MOUCK HH(OpPMAIIUU 1T0 HOMEHKIJIATYpE JeI, a
eMy TpeOyeTcss MepelTH K KOHKPETHOMY JOKYMEHTY, aBTOMATUYECKU MOTYT
co3JlaBaThCs nepevyHu JOKYMEHTOB, BOIIEAIIUX B nena.
OCHOBHBIMU TTOMCKOBBIMU PEKBU3UTAMU HOMEHKJIATYPBI JIEJT SIBJISIFOTCS: MHIEKC



Jiena, 3aroJioBOK Jiena (ToMa, 4acTH ), KOJMYECTBO Jed (TOMOB, YacTei), CPOK XpaHEHUS
" NYHKT (HONMYHKT) o NMEPEUYHIO.
313. Ha ocHOBE 31€KTPOHHON HOMEHKJIATYPHI JIe]l B aBTOMAaTU3UPOBAHHOM PEXKUME
OCYIIECTBIISIETCS bopmMupoBaHue onucen Jen.
[Tpu >tom "unberpom" nas oTd60opa MHGOPMAIINHU SBIAIOTCS CPOKU XPAHECHUS
JIOKYMEHTOB (TIOCTOSTHHOTO, BpeMeHHoro (cBeime 10 mer), BpemenHoro (go 10 mer
BKJIIYUTEIAbHO) XpaHEHU).
314. B 251eKTpOHHOM OMUCH I CONEPKATCS PEKBUZHUTHI OMMCAHUS UH(GOPMAITUU
Ha ypoBHe gnena. OO0A3aTeNbHBIMU PEKBU3UTAMU OINHUCAHMS  SBISIOTCS:
1) mnopsakoBelii HOMEp 3anucu (HOMep JAena);

2) MHIEKEC Jq€Ia;

3) 3a4aTONOBOK qTena;

4) ykazaHue Ha TOJUVIMHHOCTh (KONHMHHOCTH);
5) KpauHHUE 1aTBhl JOKYMEHTOB;

6) KOJIUYECTBO JAUCTOB B nene;

7) AHHOTAUHUSA JOKYMEHTOB.

COBOKYITHOCTB DJIEKTPOHHBIX OMHCEH aeT nHpopmaluo o0 apxuBHOM (OHE B
L € JI 0 M
315. DNeKTpOHHBIE PETUCTPAIMOHHO-KOHTPOJIbHBIE KAPTOUKH SIBIISIFOTCSI OCHOBOM
1Sl CO3JaHus aBTOMAaTU3UPOBAHHOTO Karajora.
Ecnu B TpaJUIIMOHHOM Hay4YHO-CHPAaBOYHOM armapare BUIbI U Pa3HOBUIHOCTHU
KAaTaJIOroB (CUCTEMAaTUYECKUM, TEMATUYECKUI, IMEHHOM, 110 HICTOPUHM OPraHU3aluy U
JIpyTHE) CBA3aHBI MEXAY COOOM CHCTEMOW OTCHUIOK, TO B aBTOMAaTHU3WPOBAHHOM
pexuMe (QopMHUpPYeTCsl OJIUH DJICKTPOHHBIM KaTajor, COJAEpKaIluil ONMUCAHHUE Ha
YPOBHE JOKYMEHTA NI U nena.
Karamor cHaGxaeTcss KIIOYEBBIMU CIOBAMHU, OTPAXKAIOINUMU TEMY,
reorpaduyeckoe Ha3BaHUE, MEPCOHANNM U Tak janee. [IpeagycMoTrpeHHas B Karajore
cxeMa KiacCU(PUKalMU TMO3BOJISIET OTHECTH JOKYMEHT K OJHOM WU HECKOIbKUM
pyOpukam. [Touck nndopmainuu no cxeme KiacCU(PpUKALMK MO3BOJISET UCIOIb30BaTh
AJIEKTPOHHBIM KaTajor KakK CHUCTEeMAaTHYECKUW, KaTallor MO reorpaduueckum
Ha3BaHUAM - KaK reorpaguiyeckui U Tak naiee.
316. Ilpu OTCYTCTBMM B OpraHHU3allid aBTOMATHU3UPOBAHHOW CHUCTEMBI
perucTpanuu JOKYMEHTOB coO3JaeTcs 0as3a [JaHHBIX OINHUCAaHUM Ha YpOBHE
yIPaBJIEHYECKOT0, AayJAUOBU3YaJIbHOIO U HAYYHO-TEXHHUYECKOTO JOKyMeHTa (

DIEKTPOHHBIH KaTajnor).
OCHOBHBIMM PEKBHU3UTAMHU OINMHCAHUM B DJICKTPOHHOM KaTajore SBIISIIOTCS:

1) UHIEKC, pyOpuka, noapyopuka;

2) maTa COOBITHUA, MECTO COOBITHUS;

3) CoOnepXkKaHUE,;



4) HamMeHOBaHUE apXuBHOro (oHIa, HOMEp apxXxuBHOTO (GOHA;
5) HOMED OMUCH e (IOKYMEHTOB);
6) HoMep gena (AOKyMeHTa), HOMEp JHUCTA.
PexkBU3UTHI: HAMMEHOBAaHKME apXUBHOTO (POHA, HOMEP apXUBHOTO (OHIA, HOMEP
ONKCH 1€, HOMEpP JEJIa, HOMEP JIMCTA COAEPHKAT YUYETHbIE XapaKTEPUCTUKU U MOTYT
TpaHCPOPMHUPOBATHCSA u3 YUYE€THOU aBTOMAaTU3UPOBAHHOU CHUCTEMBI.
317. ABTOMaTHM3UPOBAHHBIM HAy4YHO-CIIPABOYHBIM anmapar MpeaoCTaBISAET IO
CPaBHEHHIO C TPAJAULIMOHHBIM OO0Jiee MIUPOKHE BO3MOKHOCTH OIEPATUBHOIO U
MHOTOACIIEKTHOTO MOMCKa apXMBHBIX JOKYMEHTOB. DYHKIMU HAy4YHO-CIPABOYHOTO
anrmapara BBIIOJHSIOTCS ¢ MOMOIIBIO MPOLEAYP MOMCKa HH(GOPMALUK, PEACTABICHUS
PEe3yJIbTAaTOB MOUCKA JIJIsl SKPAHHOTO MPOCMOTpA WK B BUAE (ailjioB U pacledarox,
bopMupoBaHHUS TEKCTOB CIIPAaBOYHHUKOB.
KitoueBsie cioBa, XapakTepusyrone 00bEKT ONMUCaHuUsl, BBOJSATCS B CUCTEMY B
npouecce OINHCAaHMS WM Tocie ero 3aBepuieHus. KilroueBble cioBa JalOT
MOJIb30BATEI0 BO3MOXKHOCTH OBICTPOro Movcka MHGOPMAIIMK Ha YPOBHE apXUBHOTO
bonna, ONMHuCH nena, nena, NOKYMEHTA.
[Touck nHpOpMaIU MO MOJHOTEKCTOBBIM 0a3aM JaHHBIX, BKJIIOUAIOLIUM IOJIHbIE
TEKCTbl MaTepUaNIOB (apXUBHBIE JOKYMEHTHI, )KYpHAIbHbIE CTAThU, 3aKOHOAATEIIbHbIE
aKThbl), MpeAyCcMaTpUBAET OOpallleHue MOJIb30BaTeNsl Mpexiae Bcero k pedepaty (
BBEJICHUIO) M 3ar0JIOBKaM pa3/eioB JOKYMEHTAa C MEePEeX0A0M, IPU HEOOXOANUMOCTH, K
COOTBETCTBYIOIEMY TEKCTY.
[Tonb3oBaTeN0 MpU HEOOXOIUMOCTH MIPEIOCTABISETCS OTIepaTUBHAS BO3MOXHOCTD
NOJIy4EeHHUS KONUU MOJIHOTO TEeKCTa JOKYMEHTA.
[Touck uHGOpMaALUH 10 MOJTHOTEKCTOBBIM JOKYMEHTAM MOKET OCYIIECTBISATHCS
0 JECKPUIITOpPaM, KOTOPbIE BBIOMPAIOTCS M3 MEUYATHBIX BEPCUN Te3aypyca, WIH IO
KJIaCCU(PMKAIIMOHHBIM MH/IEKCaM, a TAK)Ke M0 CJIOBAaM €CTECTBEHHOI'O sI3bIKAa U3 TEKCTa
I 0O0KY ME®EHTa
318. JIokyMeHTbI, TOoAJIeKAIME TIEpEJade Ha MMOCTOSIHHOE XPAaHEHUE, IEPENAFOTCA
B apXMB BMECTE€ C aBTOMAaTU3UPOBAHHBIM HAy4YHO-CIPABOYHBIM almnapaToM.
Hanuune o00s3aTeNbHBIX PEKBU3UTOB B CTPYKType 0a3 JaHHBIX
ABTOMATU3UPOBAHHOTO HAy4YHO-CIIPAaBOYHOI'O ammaparta H M[pedOCTaBICHUE
uHpopManuMu MO 3TUM PEKBU3UTAM B DIIEKTPOHHOM (QopmaTe oOecreunBaer
COBMECTUMOCTh 0a3bl JaHHBIX apXWBa OPTraHM3alUU U aBTOMATHU3UPOBAHHOIO
HAy4YHO-CIPABOYHOTO anmnapara rocyJapcTBEHHOr0 apXuBa.

ITopAnOK HCIOHEHHUS 3aIPOCOB MOJIb30BATEIICH

319. Ilo kareropusmM OOCTyIla ApXHUBHBIE JOKYMEHTHI JEIATCS HAa OTKPBITHIE U
OTPAaHUUYEHHOTO aocTynmna.



320. ApXuB MPEIOCTaBISIET MOJIH30BATENI0 OTKPBITHIE APXUBHbBIE JOKYMEHTHI, a
TaKXe CIPaBOYHO-IIOMCKOBBIE CpEJCTBa (HAYUYHO-CIPABOYHBIN ammapar) K HUM U
W31aHUs OMOIMOTEYHOTO (crpaBOYHO-UHOOPMAITMOHHOTO) dboHnAa.

OTKpPBITBIMU SIBJISIFOTCSA BCE apXUBHBIE JOKYMEHTBI, JOCTYIl K KOTOPBHIM HE
orpaHuyeH 3akoHojarenbcTBoM PecnyOnmku KazaxcraH, a Takke B COOTBETCTBUU C
pacnopsbKeHreM COOCTBEHHUKA WIIH BJIa/IeNblia apXUBHBIX IOKYMEHTOB, HAXOISAITUXCS
B YacCTHOMH COOCTBEHHOCTH.

321. K apxuBHBIM [OKYMEHTaM OTpPaHWYEHHOTO JOCTyla OTHOCATCH:

1) apxuBHBIE JOKYMEHTBI, COJEpKAIIUE CBEJIECHUS, COCTABJISIONINE
rocyJapCTBEHHBIC CEKPETHI WM HHBIE OXpaHseMble 3akoHamu Pecryonuku Kazaxcran
T a WM H B ;

2) apXUBHBIE IOKYMEHTHI, COJICpKAIlINE CBEJCHUS O JUYHON U CEMEUHOU TailHe
rpaXJaHNHA, €r0 YAaCTHOW >KU3HU, a TAKXKE CBEICHMS, CO3Jal0LIUE YIrpo3y €ro
Oe30macHOCTUH ;

3) apXuBHBIE€ IOKYMEHTBI, COOCTBEHHUKH WJIH BJIAJIETBIII KOTOPBIX, MTepeaaBas ux
B apXuB, YCTAaHOBWJIM YCJIOBHS JOCTyma K HUM HM HMX UCHOJb30BAHMUS.

JlocTyt monb30BaTess K TAaKUM JIOKyMEHTaM, 0a3aM JTaHHBIX U UX UCIOJIb30BaHUE
OCYILIECTBIISIETCA C YYETOM OIPAHUYEHUH, YCTAHOBJIEHHBIX 3aKOHOJIATEIbCTBOM
Pecnybnuku KazaxcTaH, W yCIOBHI, KOTOpPHIE YCTaHOBWJIM COOCTBEHHHMKU WU
BJAJENbIBI  apXUBHBIX JOKYMEHTOB IpH MX [epeJadye B  apXwus.

K apXuBHBIM JOKyMEHTaM OrpaHUYEHHOTO JOCTYNAa TaK:KE OTHOCATCS TOKYMEHTHI,
HaXOoJsIUEeCs] B  HEYJOBJIECTBOPUTEIBHOM  (PU3UYECKOM  COCTOSHUH.

JlocTyn moibp30BaTeNsi K yKa3aHHbIM JOKYMEHTaM, a TaK)Ke€ MX HCIOJIb30BaHUE
OCYUIIECTBJISAIOTCS B HCKIIOYUTENBHBIX CIIydyasX C MHUCbMEHHOIO pa3pelieHus
PYKOBOJOUTE NS OpraHu3aluu.

322. ApxuB OpraHu3allid HE MOXET OTrPAaHUYMBATh WU OMNPEAECTATh
M0JI30BATEINIO YCIOBHS HUCIONIb30BaHUS MH(OPMAIUH, TOJIYYEHHON UM B pe3yibTaTe
CaMOCTOSITENILHOTO TTIOMCKA WUJIM MPEIOCTABICHHON eMy B MOPSJIKE OKa3aHUsI apXUBOM
OpraHu3anuu YyCIyr, 3a HCKJIIYEHUEM CIIydaeB, MPEAyCMOTPEHHBIX
3aKOHOJATeNbCTBOM PecnyOnukoi KazaxcTan iy oroBOpeHHbIX B IOTOBOPE apXMBa €
NO0Jb30BATEIEM o HHPOpMALTMUOHHOMY 00CyXHUBaHUIO.

323. OcHOBHBIMU (hOpMaMU KCIOIb30BAHUS JOKYMEHTOB apXHBa OpraHU3aluu
4 B JI 9 K T C 4

1) uaopmMupoBaHue MoJb30BaTENICH MO UX 3aMpocaM, a TaKKe B UHUITUATUBHOM
NOpSAJIKE O HAJIMYUU B apXUBE OpTraHU3alMU TE€X WJIM UHBIX JOKYMEHTOB U HX
coaepxanuu. MuunuaruBHOe HHPOPMHUPOBAHME IMOJIH30BATENICH OCYILECTBIISIETCS
yTEM HaIpaBJICHHUs] UM COOTBETCTBYIOIIECH MHPOpMAIUU B BUJIC TTUCEM, TIEpEUHEN U
0030poOB JOKYMEHTOB " TakK nanee;

2) BbIIaYa JOKYMEHTOB JUIsi pabOThl B UMTAJIBLHOM 3aJi€ apXHMBa OpraHU3aIlNY;



3) ucnosb30BaHUE JOKYMEHTOB B CpEJICTBAX MaccoBOM HH(pOpManuu;
4) noaroToBKa MHMPOPMALMOHHBIX MEPOTIPUATUIA: BHICTABOK, KOHPEPEHLIUI U UHBIX
MEPONPHUATHUH,
5) Bbla4a JOKYMEHTOB BO BpPEMEHHOE TOJIb30BAaHUE.
324. OCHOBHBIMHM JOKYMEHTaMH apxuBa B paboTe mo MH(POPMAIMOHHOMY
obecrneuyeHuno noJb30BaTeNEH ABIAOTCH:
1) apxuBHas cupaBKa - JOKYMEHT, COCTaBJICHHBIM Ha OJIaHKE MMCbMa OpraHu3aluy,
UMEIOIUN IOPUAMYECKYI0 CHUJIy M COAEpKaUIUi JOKYMEHTHYI0 HH(POpPMALHIO O
npeaMeTe 3ampoca ¢ yKa3aHMEM apXHUBHBIX HU(POB M HOMEPOB JIUCTOB €IMHHII
XpaHEHUsI TE€X apXUBHBIX JOKYMEHTOB, HA OCHOBAaHWHU KOTOPBIX OHA COCTABJIECHA;
2) apXMBHasl KONUS - JOCIOBHO BOCHPOU3BOASAIIAS TEKCT apXUBHOTO JOKYMEHTa
KOMUs, C yKa3aHHEM apXUBHOTO MU(pa U HOMEPOB JINCTOB €IWHUIIBI XPAHECHHUS,
3aBepeHHas B YCTAaHOBJIEHHOM nopsaaKe;
3) apxuBHas BBINKUCKA - JOKYMEHT, COCTaBJICHHBIN Ha OJIAHKE TUChMa OPTraHU3ALNH
, JOCJIIOBHO BOCIIPOM3BOIAIINN YaCTh TEKCTA apXUBHOTO JTOKYMEHTA, OTHOCAIIUICS K
onpeneneHHoMYy (pakTy, COOBITHIO, JIUILY, C YKa3aHUEM apXMBHOIO MIK(ppa U HOMEPOB
AUCTOB € IUHHU I bl XpaHEHUS;

4) uHOpMaILIMOHHOE MUCHMO - MUChMO, COCTaBIIEHHOE Ha OJaHKe MuchbMa
OpraHu3aliy 10 3alpocy MOJIb30BATENS WM 10 MHULHMATHBE apXHBa OpraHU3aluH,
coJieprkaliee MHPOPMAIUIO O XPAHALIUXCS B apXUBE JOKYMEHTaX IO ONpPEIEICHHON
npobunewme, TEME,;

5) TemaTuyeckuil mepeuyeHb apXUBHBIX JOKYMEHTOB - CUCTEMATU3UPOBAHHBIM
KpPaTKHU WJIM aHHOTUPOBAHHBIN NIEPEUEHb 3ar0JI0BKOB apXUBHBIX JOKYMEHTOB, €IUHULL
XpaHEHUs/eIMHUL] y4eTa MO OIpeleIEeHHON TeMe, ¢ yKa3aHUeM UX JaT U apXUBHBIX
mu(poOB, COCTABIEHHBIN MO 3aMpocy IMOJIb30BaTENs WIM [0 WHUIUMATHBE apXHBa
OprasHui3aNnuiy,;

6) TeMaTuyeckas MOAOOpPKAa KOMHUWH apXUBHBIX JOKYMEHTOB -
CUCTEMAaTHU3UPOBAHHBIA KOMIUIEKT KOIUK apXUBHBIX JOKYMEHTOB WJIM UX YacTeW IO
ONPEAECICHHOW TeMe, IOArOTOBJICHHBIM ApPXMBOM OpPraHU3allUM II0 3arpocy
NOJIb30BATENISI WIIM MO MHUIMATHUBE apxuBa. TeMaThueckas MOJ0OpKa BKIHOYAET
TUTYJbHBIM JIUCT, NEPEUYEHb ApPXUBHBIX JOKYMEHTOB U, NpPHU HEOOXOAMMOCTH,
UCTOPUUYECKYIO COpPaBKY no TEME;

7) TemMaTuuyeckud 0030p apXUBHBIX JIOKYMEHTOB.
325. 3ampochbl, NOCTyNAaKIIME B apXUBBI, MNOAPA3AEISAIOTCA:

1) Ha 3ampockl 0 MPeIOCTaBICHUH MHPOPMAILIMU MO OINpeAesIeHHOH mpobiieme,
TEME, COOBITUIO, (aKTy (TEMaTHYECKHUE 3alpochl). Pa3HOBUAHOCTBIO TEMaTUYECKUX
3alpOCOB SIBJISIIOTCS OMOTrpauyecKue 3ampochl, MO KOTOPBIM YCTaHABIMBAIOTCS
CBEJICHUS, HEOOXOIUMBIE NJIsl M3YUYEHUS KU3HU U JESATEIbHOCTU KOHKPETHBIX JIUII;

2) Ha 3aIpockl 0 MPeAoCTaBICHUHU HUHPOPMAIUU, HEOOXOIUMOM ISl yCTAaHOBJICHUS



pPOJICTBA, POJCTBEHHBIX CBA3€H ABYX WU Oojiee JHIL, HUCTOPUU CeMbH, poaa (
reHeaJsoruyeckKkue 3aMpOCH);
3) Ha 3ampockl COUHUATBHO-NIPABOBOIO xapakrepa. K HUM OTHOCATCS 3ampockl O
NOATBEPKJIECHUU TPYJOBOr0O CTa)Ka U pa3Mepa 3apaOOTHOM IMJIaThl, BO3pACTa, COCTABE
CeMbHM, OOpa30BAHUMU, HATPAXKICHHHM, NEPEUYUCICHHH IEHCUOHHBIX B3HOCOB U
COLIMAJIBHBIX OTYUCICHUH, MPUCBOCHUHU YUEHBIX CTENEHEH M 3BaHUM, O HECUACTHBIX
ClydasiX, HaXOXXJIEHUM Ha H3JIEYCHHH, 3BaKyalluu, MPUMEHEHUU pernpeccHil, o
peabunuTanuy, ciykO0bl B BOMHCKHX 4acTAX U (POPMUPOBAHUSX, IPOKUBAHUU B 30HAX
AKOJIOTMYECKOTO OelCTBUSA, MpeObIBAHUM B MECTax JHUIIEHUs CBOOOIBI, 00 aKTax
TrpPa> X TaHCKOTO COCTOSHHUSA.
326. 3ampoc MOJIb30BaTeNsl PAaCCMAaTPUBAETCS M HCHOJHSIETCS apXHUBOM
OpraHM3alyd OpU HAJIWYUK B 3aMPOCE HAMMEHOBAHMS IOPUAMYECKOro Juma (s
rpaxaaH - (pamMuiInu, UMEHM U OTYECTBA), IOYTOBOTO W/WJIM AJIEKTPOHHOTO ajpeca
I10JIb30BATEIs, YKa3aHUS TEMBI (BOIIPOCA), XPOHOJIOTMH 3allpallinBaeMO HHPOPMaLIUH.

3anpoc NoAMKUCHIBAETCA 3asiBUTENIEM. 3alPOCHl TPaXKJIaH, B KOTOPBIX OTCYTCTBYIOT
dbamminm, agpeca W MOANUCHA OOpalaAIOMIMXCS, CUYUTAIOTCS AHOHUMHBIMH U HE
nojjiexar pPaccCMOTpPEHHUIO.
327. 3anpoc, HE OTHOCAIIMIICA K COCTaBy XPaHSIIUXCS B apXHBE OpraHU3aluH
JOKYMEHTOB, B T€UEHHE 3 KaJlleHAapHBIX JHEH C MOMEHTa €ro perucrpaluu
HampapJISIETCs] B TOCYJapCTBEHHBIM apXWB WM OpPraHU3alUI0, TAEC XpaHITCS
HEO0OXOMMbIE apXUBHBIE IOKYMEHTHI, C YBEJOMJIICHHEM 00 3TOM IOJIb30BATENs, WIH
[0JIb30BATEIIO naercs COOTBETCTBYIOIIAs pEeKOMEeHIalusl.
328. Ilpu nmocTyIuieHHH B apXHB WHTEPHET-00paleHus (3ampoca) rmoab30BaTes ¢
yKa3aHHUEM aJipeca JICKTPOHHOM MOYTHI W/ WK TTOYTOBOTO aJipeca, EMy HamlpaBiIseTCs
yBeJIOMJIEHUE O TmpueMme oOpamieHus (3ampoca) K PacCMOTPEHUIO WU
MOTUBUPOBAHHBIN O0TKa3 B paccMoTpeHuu. [Ipunsatoe k paccMoTpeHuto oOpaiieHue (
3ampoc) pacnevaTrbiBaeTCs U B JabHEHIIEM paboTa ¢ HUIM BEIETCS B YCTAHOBIEHHOM
nop s A K €
329. Temarnyeckui 3ampoc TOCYJapCTBEHHOIO OpraHa, MECTHOI'O
UCIIOJIHUTEIFHOTO OpraHa, Cy/Ie0HOTO OpraHa, CBA3aHHBIN C UCTIOJHEHUEM UMH CBOMX
GyHKIUA, apXUB pacCMaTpUBAET B MEPBOOYEPETHOM IMOPSAJAKE B YCTAHOBJICHHBIC
3aKOHOJATEIHCTBOM JIMOO B COTJIACOBAHHBIE C HUMH CpPOKU. VcmonHeHue Takoro
3amnpoca OCYIIECTBISIETCS Ha 0e3B03Me3THOM OCHOBE.
330. BeisiBiieHHE JOKYMEHTOB [0 TEMATUYECKUM, B TOM YHUCJIE T€HEATIOrMYECKUM
3ampocaM TpaxJaH M CTOPOHHUX OpraHu3aluid, apXWBaMH, KaK IMpPaBUIIO, HE
npoBoauTcs. ['paxkpaHaM W opraHu3anusiM  COOOIIAIOTCS CBEICHUS O
MECTOHAXO0XJEHUH (OHIIOB, COAEPKAIIMX JOKYMEHTHI MO HMHTEPECYIOIUM HUX
BOIIPOCaM, U Pa3bSICHIETCA MOPSAJIOK O3HAKOMJIEHUS C JIOKyMmMeHTamu. VcronHenue



JAHHBIX 3alPOCOB MOXET MPOBOAUTHCS B MOPSIKE OKa3aHUS IUIATHBIX YCIYT B
COOTBETCTBMM C HOPMAaTHBHBIMU NpaBOBbIMM akTaMu PecnyOnuku Kaszaxcrah.
331. 3ampoc couuaibHO-MPABOBOIO XapaKTepa HCIOJIHSIETCS apXUBOM
0e3B03MEe3/THO, B CPOKH yCTaHOBJIEHHbIE 3akoHOM Pecny6nuku Kazaxcran "O nopsiake
paccMoTpeHusi oOpaileHuid (U3NYECKUX M IOPUIUYECKUX JHI" U BbIIACTCS
M0JIb30BATENSIM B (hOpME apXUBHOM CIPaBKH, apXUBHOW KONTUU U aPXHWBHOW BBIMHUCKHU.
IIpn ucrionHEHNH MOBTOPHOIO 3ampoca COUHUAIBHO-IIPABOBOTO XapakTepa Win
COCTaBJICHUU TIO TPOCHOE MOJIb30BATEN apXUBHOM CIPABKH, aHAJIOTUYHOM paHee
BBIJIAHHOM, apXWB OpraHU3ALMK MPOBEPSAET COOTBETCTBUE CBEJICHUN, BKIIOYEHHBIX B
ATy CIpPaBKy, TE€M, KOTOpPbIE HMMEIOTCSI B apXUBHBIX JIOKYMEHTaX, U B Clydae
oOHapy>XeHUs! TOTOJHUTENbHBIX CBEJECHUN, BKIIOUYAET UX B MOBTOPHO BBIJIaBAEMYIO
AapXUBHY IO COpaBKY.

332. ApxuBHas clipaBKa U apXHUBHAas BBIITMCKA COCTABIISIIOTCS HA 00IIeM OJIaHKe ¢
o0o3HaueHueM Ha3BaHus uHpopmanuonHoro nokymenta "APXVMBHAS CITPABKA",
"APXMUBHAA4 BBIIIUCKA".

333. Tekct B apXWMBHOM CHPABKE COTJACHO MPUIOKEHUIO 37 K HACTOSIIUM
[IpaBunamM maercs B XpOHOJIOTMYECKOM MOCIIEIOBATEILHOCTH COOBITUI C yKa3aHHUEM
BUJIOB apXMBHBIX JOKYMEHTOB W HUX JaT. B apXuBHOW chnpaBke AOMycKaeTcs
HUTUPOBAHHUE apXUBHBIX JOKYMEHTOB.

334. HecoBrnaieHHE OTAEIIbHBIX JAHHBIX apXUBHBIX JOKYMEHTOB CO CBEJICHUSIMH,
U3JI0’)KEHHBIMU B 3aI1POCE, HE ABIISIETCS MPETSITCTBUEM ISl BKIFOUEHUS UX B apXUBHYIO
CIIPAaBKy MIpPH YCIOBHH, €CIIH COBHAJECHUE BCEX OCTAJbHBIX CBEICHUN HE BBI3BIBACT
COMHEHHUH B TOKJECTBEHHOCTH JIMIA WU (PAKTOB, O KOTOPBIX TOBOPUTCS B APXHUBHBIX
JNOKyMEHTaxX. B apXuBHOW copaBKe 3TH JAaHHBIE BOCIPOM3BOJSITCS TaK, KaK OHHU
U3JI0KEHBl B APXMBHBIX JOKYMEHTAaX, a PACXOKJECHHs, HECOBNAJACHUS U HETOYHbBIC
Ha3BaHUS, OTCYTCTBUE UMEHH, OTUECTBA, MHUIIMAJIOB, UMW HAJIUYUE OJJHOTO U3 HUX
OroBapuBaroTcst B TekcTe crnpaBku B ckoOkax ("Tak B mokymente", "Tak B Tekcrte
opuruHama'")

335. B npuMedaHusix Mo TEKCTY apXUBHOM CIPaBKU OTOBAPUBAIOTCS HEPA3OOPUUBO
HaIllMCaHHbIE, WCIPABJICHHBIE aBTOPOM, HE IMONAIOIIMECS INPOUYTEHUIO BCIIECICTBUE
noBpexJaeHus Tekcta opurnHana mecta ("Tak B Tekcte opuruHana", "B Tekcre
Hepa3zObopuuBo").

B TekcTe apXMBHOH CHpaBKU HE JOINYCKAKTCS W3MEHEHUsS, UCIIPABIICHUS,
KOMMEHTapuHu, COOCTBEHHBIE BBIBOJbI HCIOJIHUTENS MO COJAEPKAHUIO0 APXUBHBIX
JOKYMEHTOB, HAa OCHOBAaHMHM KOTOPBIX COCTaBJ€HA apXWBHas CIIpaBKa.

336. B xoH1Ie apXMBHOM CIIPaBKU MPUBOJSATCS apXUBHBIE MU(PHI K1 HOMEpPA JIMCTOB
€AVHUL XPaHEHUsI apXHUBHBIX JTOKYMEHTOB, NI€YaTHbIE W3/IaHUS, UCIIOJIb30BABIIHECS
IUISl COCTABJICHUSI apXMBHOW CIIPaBKU. B TeKkcTe apXWMBHOW CIPaBKH JOMYCKAaETCA
IPOCTABIICHUE apXMBHBIX IU(POB U HOMEPOB JIMCTOB €AMHUL] XPAHEHHS] apXUBHBIX



JTOKYMEHTOB Cpa3y TMoOcCJie U3JI0KEHHS Kaxaoro Qakra uIH COOBITHSA.
337. B apxuBHOI cnpaBke, 00beM KOTOPOW MPEBBIIIAET OJUH JHUCT, JHUCTHI
NpPOMINBAIOTCS, HYMEPYIOTCS M  CKpEIUIAIOTCA Me4YaThl0 OpraHU3alHu.
338. ApxuBHas cHpaBKa MOJMHUCHIBAETCS PYKOBOJCTBOM OpraHHU3alluu,
UCIIOJIHUTEJNEM U 3aBEpseTcsl IMeYaThl0 OpraHu3anuu. B ciaydyae HENOJHOTHI
NPEACTaBIIEMbIX B HEW CBEJACHUN COCTAaBIAETCS COMPOBOJUTEIBHOE MHUCHMO C
yKa3aHUEM OPUYHH.
[Ipy HEOOXOAMMOCTH K apXHMBHOM CIpaBKe MPUJIATaloTCs KOMHUH apXUBHBIX
JOKYMEHTOB WJIM BBIIIUCKM M3 HHUX, MOJTBEPKIAIOIINE CBEACHUS, U3J0KECHHBIE B
ApXHUBHOWU COpaBKE.
339. Ilpu OTCYTCTBUHU B apXUBE JOKYMEHTOB, HEOOXOAUMBIX JJISl UCTIOJIHEHUS
3ampoca, Ha OJaHKE THUChbMa OPTaHW3AUU COCTABISIETCS OTBET O MPUYMHAX
OTCYTCTBUSI apXUBHBIX JOKYMEHTOB IO TE€ME€ 3alpoca, U JAaTCA MO BO3MOXXHOCTH
pEeKOMeHJaluM, KyJ1a HeoOXoauMo oOpatuthes. [Ipu HEOOXOAMMOCTH OTBET MOXKET
OBITH 3aBepeH nevyaThIo OpraHMU3alUHU.
340. B cny4yae TOKyYMEHTAJIbHO MOATBEPKACHHBIX (PAKTOB yTpaThl apXHBHBIX
JIOKyMEHTOB, COJIEpIKaIUX 3alpaniuBaeMble CBEACHUS, apXUB OPTraHU3aIlMU BBIIAET
CIIpaBKy IO JAaHHOMY BOIPOCY, IpPU HEOOXOAUMOCTH 3aBEPEHHYIO I€YaThIO
oprasvui3anuu
341. B apxuBHOM BBIITMCKE Ha3BAHHE APXUBHOIO JOKYMEHTa, €ro HOMEp U JaTa
BOCIIPOM3BOJATCA MOJHOCTBIO. V3BIIEUEHHUSIMU U3 TEKCTOB APXUBHBIX JOKYMEHTOB
JOJDKHBI OBITh HCUEpHaHbl BCE HMEIOIIMECS JaHHBbIE IO 3ampocy. Belnucka
IPOU3BOAMUTCS TOJBKO U3 JOKYMEHTA, B KOTOPOM COAEPKUTCA HECKOJIBKO OTIEIbHBIX,
HE CBSA3aHHBIX MEX Y coboi BOTIPOCOB.
Hayano u KoHel Ka)KJ0ro U3BJICUEHHUS, & TAaKKe IMPOIYCKH B TEKCTE apXHUBHOTO
JOKYMEHTAa OTAEJIbHBIX CIIOB 0003HayYamTCA MHOTOTOYHEM.
B npumMedaHusix K TEKCTy apXMBHOM BBIIMCKHU JI€JIAIOTCS COOTBETCTBYIOLIUE
OFOBOPKHM O YacTAX TEKCTAa OpUTIHMHAIA, HEPAa300OpPUYMBO HANMCAHHBIX, UCIPABICHHBIX
aBTOPOM, HE MOJJIAIOIINXCS MPOUTEHUIO BCIIEICTBUE MOBPEKICHUS TEKCTA U TaK Jaliee

OtnenbHbIE CIOBAa U BBIPAXKEHUSI OpPUTMHAJA, BBI3BIBAIOLINE COMHEHHS B HX
TOYHOCTH, OTOBapuBaroTCs cioBaMu: "Tak B Tekcte opurnHana', "Tak B jokymeHTe".

[Tocne TekcTa apXWBHOW BBIMUCKU YKA3bIBAIOTCS apXUBHBIA MHUGP U HOMEpPA
JUCTOB € AUHUIbI XpaHEeHUs apXHUBHOTO JOKYMEHTA.

AYTEHTUYHOCTb BBIJIAHHBIX IO 3alpOcaM apXUBHBIX BBIMUCOK YJIOCTOBEPSIETCS
NOANUCHI0  PYKOBOAUTENS  OpPraHM3alMMd W  [€4YaThl0  OpTaHU3ALHMU.

342. ApXuBHBIE KOIMWH, U3TOTOBJICHHBIE MOCPEACTBOM HCHOJIb30BAHUS

neyaTaronux CpeCTB, MePCOHATBHOIO KOMITBIOTEPA, U BBIMUCKA OPOPMIISIOTCS Ha
oO1eM OJlaHKe opraHu3aluy ¢ 0003HAYEHHEM HAMMEHOBAHUS JOKYMeHTa: "ApXUBHas



kornus", "ApxuBHas Bbimucka'. [Ipu u3roToBiaeHUN Kcepo- uiu (OTOKOMUM TOKyMEHTa
o0mui OJaHK opraHu3aluu HE HUCIOJb3yeTCH.
[Tocne TekcTa apXWMBHOW KOTMU WJIM BBIMHCKHA YKA3bIBACTCS APXWUBHBIA AP
NoKyMeHTa. Eciii xonus WM BBINIKMCKA 3aHUMAIOT 0o0Jiee OJHOrO JMCTA, apXUBHBIN
mu@p yKa3pBaeTCs Ha 000pOTE KaxAOoro Jincra. Bece MUCTBI apXUBHOW KOTHH WM
BBIITUCKH CKPEIUIIOTCA, HYMEPYIOTCS M 3aBEpSAIOTCA apXMBOM OpraHU3alHU
343. Ha 00opoTe KaXkI0ro JINCTa ApXMBHOW KONUU MPOCTABISAIOTCS apXUBHbIE
mU@psl 1 HOMEpa JIMCTOB €IMHMI] XPAaHEHUs apXUBHOTO JOKyMeHTa. Bce nuctel
apXMBHOM KOMUHU CKPEIUISIOTCS M HAa MECTE CKPEIUICHUS 3aBEpSAIOTCS MeYaThio U
HOJAMNKCHIO YHIOJHOMOYEHHOTO JOJKHOCTHOTO auna.
344. ApxuBHas clpaBKa, ApXHWBHAs BBINKCKA, apXWBHAs KOMUS U OTBETHI Ha
3anpoChl BBICBIIAIOTCS no noyre IPOCTBIMU NUCbMaMH.
345. ApxuBHas cllpaBKa, apXUBHAas BBIIIMCKA U ApXUBHAs KOIHS B CIIy4ae JINYHOTO
oOpanieHus IpakJaHWHA WM €ro JOBEPEHHOrO JUIa B apXWB BBIJAIOTCS €My IOJ]
pPacIUCKy NP NPEABSIBICHUU MACIOPTa WM MHOTO yJOCTOBEPSIOIIEr0 JOKYMEHTA;
JOBEPEHHOMY JIMIy - MpU MPEIbSIBICHUU JIOBEPEHHOCTH, OQPOPMIECHHOU B
yCTaHOBJIEHHOM mopsiake. [lomyuarens apXWBHOW CIPAaBKA M apXWBHOM BBIIIMCKU
pacnuchIBaeTCs Ha UX KOMMSIX UM HA 000POTE COMPOBOAMTENIBHOIO MUChMA K HHM,
yKa3blBas naTty 1794 NOJNYyYEHUS.
346. [Jonyckaercss U3bATHE U3 apXHUBHBIX JEJI U BblJadya BJIAJENbLIaM WU HX
POJICTBEHHHUKAM TMOJUIMHHBIX JIMYHBIX JOKYMEHTOB O TPaXTAHCKOM COCTOSIHUH, 00
0o0pa3oBaHUM, TPYIAOBbIX KHMXKEK U JPYyIHMX, HE IOJYYEHHBIX B CBOE BpeMs
BlaJeNbI[eM JOKYMEHTOB.
[TonnuHHBIE JIMYHBIE TOKYMEHTBHI BBIJAIOTCSA C Pa3pelICHUs PyKOBOIMTEINS
OpraHu3alMy 3asBUTENSIM O NPEIbSIBICHUU YAOCTOBEPEHHS, MHOTO JOKYMEHTA,
YAOCTOBEPSIOLIEr0 JIMYHOCTh, MX POJCTBEHHMKAM WM JIOBEPEHHBIM JIALAM -
HOTapHUAJIbHO 3aBEPEHHOM JOBEepeHHOCTH. lloamMHHbIE JTUYHBIE TOKYMEHTHl MOTYT
OBITH HalpaBJICHBI 3aABUTEIIO L EHHBIM NUCHMOM.
347. Ha MecTO M3BATOTO AOKYMEHTa B JEJIO BKJIAABIBACTCS KOIHUS U3BATOIO
nokyMeHTa. W3bsATHEe apXMBHBIX JOKYMEHTOB, a TaKXE€ HMX 3aME€Ha Ha KOIUHU
OTpPa)karoTcsi B JINCTax-3aBEpUTENAX Je€l, B ONHUCIAX JeJl, JOKYMEHTOB.
348. Bo3BpaleHue apXUBHBIX JOKYMEHTOB O0(DOpMIISIETCS aKTOM 00 U3BITHU U3
JeJ1 YKa3aHHBIX JOKYMEHTOB. AKT M JpyTrHe€ JTOKYMEHTbI, HA OCHOBAaHHMHM KOTOPBIX
IPOU3BEJEHO BO3BPAILEHNE APXUBHBIX JOKYMEHTOB, M PACIUCKA JIMIIA, TTOJYYHUBIIETO
UX Ha PyKH, BKIIOYAIOTCS B J1e710 (HoHa.

Ilopsaok BeIIa9M €I B YUTAIHHBIN 3aJ1 1 BO BPEMEHHOE NOIb30BaHHE



349. B uensix co3gaHus yCIOBUW st pabOTHl MOJIB30BATENIel B apXHBE
OpraHu3alliy CO3/1Aa€TCsl YUTAJIbHBIN 3a1 (IPOCMOTPOBBIN 3all, KOMIIBIOTEPHBINA 3al,
HOMEIIEHUE JJIsl MPOCTYyIIMBaHus (POHOIOKYMEHTOB U TaK jajee.), 000pyA0BaHHbIN
COOTBETCTBYIOIIMMHU TEXHUYECKUMU CPEICTBAMHU Il pabOThl ¢ MHUKPOKOIHSIMH,
AJEKTPOHHBIMH, AayJHOBU3YAJbHBIMH U HAayYHO-TEXHUYECKUMHU JIOKYMEHTAMH.

Pacniopsiiok paOoThl YUTANBHOTO 3aj1a YCTaHABIMBAECT PYKOBOAUTENb OpraHu3aluu

[Ipu oTCYyTCTBUM B apXMBE€ OPraHU3alMU CHELUAIBHO BBIJEIEHHOIO TOMEIICHUS
YUTAIBHOrO 3ajla paboTa MOoJIb30BaTEIeH ¢ JOKYMEHTaMH MPOU3BOAMUTCS B pabOumX
KOMHATaxX apxXuBa OPTraHW3alMd WU CIYXObl JOKYMEHTAllHOHHOTO OOECIeYeHUs
yIpaBJeHUs  MOJ  KOHTPOJEM COTpYyAHHMKA  apXuBa  OpraHHU3aLUU.

350. Ilonp30BaTenu OMYCKAIOTCS B YUTAIbHBIA 3aJ1 HA OCHOBAaHUM JIMYHOTO
3asBJICHUS; MOJIb30BATENU, BEAYIME HAYYHYIO pabOTy B COOTBETCTBUH C IJIAHOM
HAay4YHBIX OpraHW3allMi WM BBIMOJHSIIONINE CIIY>KEOHBIE 3allaHusi, MPECTABISIOT
MUCHMO HaIpaBUBIIEH MX OpPraHu3aluu; paOOTHUKH OpPTaHU3alMH JIOMYCKAIOTCS B
YUTAJbHBIA 3aJ1 1O NPEABSIBICHUHM CIyKE€OHOro yaocToBepeHHs. PaboTHukam
OpraHu3allid apXWBHBIE JOKYMEHTBHI BBIJIAIOTCS B paboyue IMOMEIICHUs s
UCIOJIb30BAHUS B CIyXeOHBIX neasax.

B nuuHOM 3asBJICHUW WU THChME yKa3bIBAIOTCA (PaMuiivs, UMs, OTYECTBO
N0Jb30BaTeNsl, JOJDKHOCTb, Hay4yHOE 3BaHUE, Yy4YeHas CTEeNeHb, TeMa W
XPOHOJOTUUYECKHUE paMKH UCCIEeJOBaHHUS.

Pa3zpemienrie Ha paboTy B YUTAJIBLHOM 3aji€ JA€T PyKOBOJUTEIh OpraHU3alMK Ha
HEO0OXOAMMBIN MOJIb30BATENIO CPOK, HO, KaK paBmiIo, Ha 1 o1 co AHS 0pOpMIICHHUS.

351. ApXuB OopraHu3aliy MpeaoCTaBIISIET MOJIb30BATENIAM JIsl UCIIOJb30BaHUS B
YUTAJILHOM 3ajie  OTKPBITbIE JIOKYMEHTBI, YyYTEHHbIE M TMPOIICIINE
HAyYHO-TEXHUYECKYI0 00pabOTKy, MMEIOIIUE CIPABOYHUKUA U JPYTHE TMOUCKOBBIC
cpeacTtBa. HeyureHnHbsie 1 HeoOpabOTaHHBIE TOKYMEHTHI MOJIb30BATEIISAIM JIJIsi paOOThI B
YUTAJIbHOM 3ane He BBIJAKOTCH.

352. OTka3 wiM OTCpoYKa B BbIJIau€ JIOKYMEHTOB JIOMYCKAIOTCS B CIyYasx:

1) wux naoxoro  (HU3HUYECKOTO  COCTOSHUS;

2) orpaHWYEHUN Ha WUCIOJIH30BAHHUE, YCTAHOBJICHHBIX 3aKOHOJATEIbCTBOM

Pecnny6nuku Kazaxcran win QonzmooOpa3oBaTeneM IpHu Iepenade JOKYMEHTOB Ha
X paH®E€HUHU e ;

3) nmoap30BaHUs TOKYMEHTaMU paOOTHUKAMHU BEJJOMCTBEHHOTO (4aCTHOTO) apXHUBa
OpraHHU3alluU TS BBIMOJHEHUS CITy)KeOHBIX 3alaHU;

4) BbIIa4M TOKYMEHTOB BO BPEMEHHOE IMOJIb30BAaHUE WIIH JIPYTOMY IMOJIb30BATENIO B
YUTAaAbHOM 3amne.

OTka3 apxuBa OpraHu3alllMd B MPEIOCTABICHUM JOKYMEHTOB BBIJAETCS B
NUCHbMEHHOU bopwme Cc yKazaHueM NpUYUH OTKa3za.



353. Tlo 3aka3aM MOJIb30BATEIIEH, C YUETOM TEXHUYECKHX BO3MOKHOCTEN apXuBa
OpraHM3alliy, W3TOTABIUBAIOTCS KOMUU AapPXUBHBIX JOKYMEHTOB: KCEpPOKOIIHH,
MUKPOKOIUHU, POTOOTIEUATKH, KHHOKOIIHH, BUICOKOTUH, KO (DOHOJTOKYMEHTOB, a
TaKXKe KOTMUU Ha AIEKTPOHHBIX HOCHUTEJIAX.

He mpowusBoauTcs KONMMpoOBaHME ApXUBHBIX JOKYMEHTOB HAXOASIIMXCA B

HEYJIOBJIETBOPUTEIBHOM busznyeckom COCTOSIHUHU.

KonupoBaHnue apXuBHBIX JIOKYMEHTOB OTPAHMYEHHOI'O JAOCTyMHa (CEKPETHHIX U
coJiepxanx KOH()UICHIMAIbHYI0 WH()OPMAIIUIO) TPOU3BOJUTCS B YCTAHOBJIEHHOM
n O p a4 O K €

354. Tlopsmok BBITIOTHEHUS 3aKa30B Ha KOMUPOBAHWE, B TOM YHUCJIE O0OBEMBI
KOIMUPOBAHUS apXUBHBIX JOKYMEHTOB, HEOMYOJMKOBAHHBIX OMUCEN 1], TOKYMEHTOB,
JIPYTUX APXUBHBIX CIPABOYHO-TIOMCKOBBIX CPEICTB W 0a3 MTaHHBIX, CTOMMOCTH
U3TOTOBJIEHUSI KOMUW M TOPSJOK PAacyeTOB 3a MX HU3TOTOBJIEHUE ONPEHECISIOTCS
HOPMAaTHUBHBIMU TIPaBOBbIMU akTamu PecniyOnuku Kazaxcrtan u (i) pyKOBOJICTBOM
OprasHumizanuu

355. Ha xonuu apXWBHOTO TIOKYMEHTa, U3rOTOBICHHOM MO 3aKa3y MOJIb30BaTEIs,
apXWB yKa3bIBa€T apXUBHBIN MU(P U HOMEPA JUCTOB €AUHUIIBI XPAHCHUS aPXUBHOTO
nokyMmeHTa. [Ipu odopmieHnn KOMUU PacCeKpPEeYEeHHOI0 apXHWBHOTO JOKYMEHTa Ha
JIMIIEBOM CTOPOHE B IMPABOM BEPXHEM YIJIy MEPBOrO U IOCIEIHErO JINCTAa KOMUU
npoctaBisiercs mTami "Paccekpeueno". Ilpu HeoOXOIMMOCTH JaHHBIN IITaMII
MIPOCTABJISIETCS HA JIMLEBOM CTOPOHE BCEX JINCTOB KOMUU PACCEKPEUYECHHOTO apXUBHOTO
I 0Ky M®€HT a

356. Konuu apXuBHBIX JOKYMEHTOB BBIAAIOTCS MOJIB30BATENSIM, UX IOBEPEHHBIM
JAIaM WA MOTYT  OBITh  BBICIAHBI 1O  YKa3aHHBIM  aJipecam.

VYueT 3aka30B Ha KOMUPOBAHHE BEAETCS Ha OyMaXHOM HOCUTENIE WU B
ABTOMATH3UPOBAaHHOM bopme.
357. B uuTanbHBIM 3a1 Aelia U3 XPaHWIUINA BBIJAIOTCS HAa OCHOBAaHUHU
3al0JIHEHHOTO OJIaHKa 3aKa3a COTJIACHO MpuiiokeHuto 17 k Hacrosimum [IpaBunam u
YUYUTBIBAIOTCS B KHHUI'€ BBIIAUM A€ U3 XPAHWIUIIA COTJIACHO MNpHiIokeHus 19 k
HAaCTOSIU UM [IpaBumam.

358. Kaxxnoe BblIaBa€MO€ W3 apXUBOXPAHWIUIIA B YUTAJIbHBIN 3] €710 UMEET
JUCT WCIOJb30BaHMS Jiena corjlacHo npuiiokeHuro 20 k HactosmuMm I[IpaBumam.

359. Jlena BpIIatOTCA BO BPEMEHHOE MOJIB30BaHUE CTPYKTYPHBIM MOAPA3AECICHUAM
OpraHu3aluu Ha CPOK, HE MPEBBIIA MU T 20 JTHEM.

Bpigaya gem BO BpeMEHHOE IMOJIb30BAaHUE JIPYTMM OpPraHU3alUsIM 10 HX
MUCBMEHHOMY 3aripocy 0(OpMIIIETCS aKTOM COTJIACHO MPUJIOKEHUIO 18 K HacToAIuUM
[IpaBriiam. AKT cOCTaBIISIETCS B JIBYX SK3EMIUISIPax, OJWH U3 KOTOPBIX MEPENaeTCs
MoJIyyaTeito, a JAPYrod ocTtaercss B BEJOMCTBEHHOM (YaCTHOM) apXHBE, akT
MOJIMMUCBHIBAETCA PYKOBOJAUTEISIMU OpTraHU3aluu, MEPENaroled AOKYMEHTHI, M



OpraHu3aluu-MoayydaTeNs; MOANUCH CKPEIUISIOTCA IMedaTsiMu opranu3anuil. Jlena
BBITAIOTCS Ha CPOK HE bonee Tpex MECSIEB.
360. Ilpu BbIaue A€ BO BPEMEHHOE MOJIb30BaHUE KaXKJA0€ JeJI0 3aHOCUTCS B
KHUTY BBIJIa4Y¥ J€JI U3 XPAHWIHIIA COrJIacHO Ipriokenuto 19 k nacrosiuuMm [IpaBunam
, @ Ha MECTO COIIaCHO IpuitoxkeHuto 21 k Hacrosmmm [IpaBunam BeIIaBaeMoro aena
MOMEIIIAETCs OTMENIbHAS I KaXKJI0ro Jiejia KapTa-3aMeCcTUTeNb. KapThl-3aMeCTUTENH
XpaHiATCS B apXWBE€ Opra"Hu3ainuud 10 MuHOBaHUs HajnoOHocTu. CocTosiHUE
BO3BpAILIAEMBIX €] MPOBEPSETCS B NPUCYTCTBUM JIMIA, BO3BpALIAIOUIEro MIEJO0.
361. Kaxnoe Bbi1aBaeMoe U3 apXUBOXPAHWIIUILA 1JIsI BPEMEHHOTO MCIIOJIb30BAHUS
JI€JI0 UMEET JIUCT HCIOJB30BaHMS JI€Jla COTJaCHO NMPUIOXKEeHUI0 20 K HACTOAIINM
Il paBuuxnawm
[Topsimox MCmoOaB30BaHUS TOKYMEHTOB B CPEACTBAX MAacCOBOW WH(pOpMAIUU
362. ApXuB OpraHW3allid OPraHU3YeT HCIIOJb30BAHUE JOKYMEHTOB IPHU
NOATrOTOBKE MH(OPMAIIMOHHBIX MEPOMPUSATHI, BHICTABOK, B CPEIICTBAX MacCOBOM
uHopMaImm, a TakKe UX MyoJuKanui. PaboTa mpoBOAUTCS KaK CaMOCTOSITEILHO, TaK
U COBMECTHO C JAPYTMMH OpraHHU3alUsMU WU TOCYJapCTBEHHbIM apXxuBoM. Ha
BBICTABKAaX HMCIOJIb3YIOTCSA MOJJIUHHUKHU WU KONMUU JOKYMEHTOB, U3TOTaBINBAIOTCS
alb00MBI, njiakKaThl, aAuarpaMMBbl.
363. CoBMECTHO CO CpeJCTBAMH MacCOBOW MH(MOpPMAIUU apXWUB OpTraHU3AIUU
OTpeaeIsIET TEMAaTUKY, OOBEM U CPOKH MOJTOTOBKH JOKYMEHTOB, TeMaTUKa M CPOKH
YTBEPKIAIOTCSI PYKOBOJUTENIEM OpTaHU3aIui. B sk3eMImisipax crarteid u apyrux Gopm
neyaTH, MOATOTOBJICHHBIX JUIS CPEJICTB MacCOBOM HH(OpMAIMM, OCTAIOIIMXCS B
apXxvMBE OpraHu3allii, YKa3bIBalOTCS TIOMCKOBBIE JaHHBIE MCIOJb30BAHHBIX
JOKYMEHTOB, a TaKXe naTa u MECTO nyOJIuKanuu.
364. ApXvB OpraHu3aly MOKET CaMOCTOSTEIBHO WA COBMECTHO C APYTHUMU
OpraHu3aIUsIMU MPOBOJAUTH PabOTy MO MOJATOTOBKE JTOKYMEHTAIBHBIX MyOJIUKAIU.
HaubGonee pacnpoctpanenHoit Qopmoit 5Toil pabOTHI SBISETCS MOATOTOBKA
KYPHAIbHBIX U TA3€THBIX MyOJIUKAlUid JOKYMEHTOB. B OTAENBHBIX Clydasix MOTYT
u37aBaThCsl COOPHUKU JOKYMEHTOB. IIpM moAroroBke COOPHUKOB JOKYMEHTOB
HEOOXOJIUMO PYKOBOJICTBOBAaTHCA COOTBETCTBYIOIIMMHU MpaBUIaMH padOThI
roCyapCTBEHHBIX apXHBOB.

[IpunoxeHnue |

K IIpaBunam npueMma, XpaHEHHUH, ydera
U MCHOJb30BaHUSA JOKYMEHTOB

HanumonansHoOTO APXUBHOTO bonnma

U APYyTrux apXUBHBIX JOKYMEHTOB

BCAOMCTBCHHBIMU N HaCTHBIMH apXUBAMU



ITpuMepHOE MOI0KEHHE O BEIOMCTBEHHOM HIIH
JaCTHOM apXHUBE OPraHU3aIAN

1. O0mue moyoXeHus

1. B coorBerctBum ¢ 3akoHoM Pecny6nukn Kazaxcran "O HamumonanpHOM
apxuBHOM (oHae U apxuBax" TOKYMEHTHI, OOpa3oBaHHbIE B JAEATEILHOCTHU
OpraHu3anuii, HUMEIIMKNE 0C000e HCTOPUYECKOE, HAYYHOE, COIHAIBHOE,
AKOHOMHMYECKOE, NOJIUTHYECKOE WIM KyJbTypHOE 3HAQYEHHE M BOIIEIUIME B
YCTAHOBJICHHOM mopsiike B coctaB HarnuoHanbHOro apxuBHOTO (GOHJA, SIBISIOTCA
HEOTHEMJIEMON YaCThI0 MCTOPUKO-KYJIBTYPHOTO HACIENHS HApoAa M OXPaHSIOTCS
rocyJapCTBOM B KadeCTBE HalMOHAILHOrO aocTosiHus Pecnyonuku KazaxcraH.

Jlo mepenaun Ha NMOCTOSIHHOE XPaHEHUE B TOCYAAPCTBEHHBIE apXUBbI YKa3aHHbBIC
JTOKYMEHTBI BPEMEHHO XpaHATCH B OpraHu3aluiX.

2. Opranuzaiusa 006ecrieduBaeT COXpPaHHOCTh, YUYET, OTOOP, YIOPSAOUYCHUE U
UCIIOJIb30BaHUE JOKyMeHTOB HaruonansHoro apxupHoro ¢onaa PecnyOnuku
Ka3axcran, CBOEBpEMEHHO OCYIIECTBISIECT NEpPElady UX HAa MOCTOSHHOE XPAaHEHUE B
COOTBETCTBYHO MU rocyiapCcTBEHHBINI apXHB.

[IpenenbHBIE CPOKH BPEMEHHOTO XPaHEHUSI JOKYMEHTOB, OTHECEHHBIX K COCTABY
HammonansHoro apxmBHOro (oHma B BEJOMCTBEHHBIX apXuBaX, OMpPEAesieT
YIOJTHOMOYEHHBIH OpraH, B YaCTHBIX apXHBax - JIOTOBOP MEXAY COOCTBEHHHKaMH
JOKYMEHTOB M YINOJHOMOYEHHBIM OPraHoM O I[e€penadye TroCcyaapCTBy IIpaB
COOCTBEHHOCTH Ha JIOKYMEHTBI, 0053aTEILCTBAX M0 UX XPAaHEHUIO U MCIOJIh30BaHUIO.

Bce pabotsl, cBsi3aHHBIE C MOATOTOBKOW, TPAHCIOPTHUPOBKOW W Tepeaadeit
apXMBHBIX IOKYMEHTOB Ha FOCYJIapCTBEHHOE XPAHEHHUE OCYILIECTBIISIIOTCS CUIIAMH U 32
cUerT OpraHuU3alUU.

3a yTpary W Mopuyy JIOKyYMEHTOB, OTHECEHHBIX K cocTaBy HanmoHanmbHOTO
apxuBHOTro (oHAa, JOJHKHOCTHBIC JIUIA OPTaHU3allUM HECYT OTBETCTBEHHOCThH B
COOTBETCTBUU Cc 3aKOHOJATEIbCTBOM PecnyOnuku KazaxcraH.

3. B opranuzanuu B 1esAX COOMpaHusi, BPEMEHHOTO XPaHEHUSI U UCTIOJIb30BaHMS
nokymeHToB HammonanbHoro apxuBHoro donaa PecnyOommku Kazaxcran, a Takke
JIOKYMEHTOB, HE BOIIEJIIMX B €r0 COCTaB, CO3/IA€TCA BEIOMCTBEHHBINM WJIM YaCTHBIN
apXuB (manee - apXHuB OpraHu3zaluu).

Opranuzanusi obecrieunBaeT apXuB OpraHu3aluu He0OXO0AUMBIMU MTOMEIICHUSIMU,

obopynoBaHUuEM u KaJgpaMu.
4. ApxuB opraHuzanuu QyHKIMOHUPYET B OPraHU3AIMOHHO-TIPABOBOM (opme
CTPYKTYPHOTO noapa3aeIeHUs OpTaHH3aIUH.

5. B cBoeit paboTe apXxuB OpraHu3ali pyKOBOJACTBYETCS 3aKOHOJATEIbHBIMU U



NO/I3aKOHHBIMM HOPMAaTUBHBIMU IpaBOBbIMH akTamMu PecnyOnuku Kaszaxcran mo
apXMBHOMY Jeiy, MNpuKazamMu (pactnopsbKeHUSIMH) PYKOBOJICTBA BBIIIECTOSIIETO
OpraHa M pyKOBOJAMTENS OpraHU3alvy, HOPMAaTUBHO-METOIMYECKUMH JOKYMEHTaMU
MECTHOT'O UCIOJIHUTEIBHOIO OpraHa, COOTBETCTBYIOILIETO TOCYJaPCTBEHHOTO apXUBa U
[Tonoxenuem 00 apXuBe OpPraHU3alUHU.
6. [lonoxxeHue 00 apxvBe OopraHU3alMU pa3padaThIBAETCS HA OCHOBE JIAHHOTO
[IpuMepHOTO MOJIOKEHUSI W YTBEPKAAETCS PYKOBOJACTBOM OpraHU3alMHU I10
COTJIACOBAHUIO C COOTBETCTBYIOIIMM MECTHBIM HWCIOJIHUTEIBHBIM OpraHom (
pecnyOJIUKaHCKUM rocygapCTBEHHBIM apXUBOM).
7. ApXHMB OpraHu3alMM CTPOUT CBOIO JIEATENIBHOCTD 110 IUIaHY, YTBEPKIAEMOMY
PYKOBOJMTEIEM OpraHu3alldd M OTYUTHIBAETCS INepell HUM O CcBoel padore.
8. KOoHTpOb 32 NeATENbHOCTBIO apXMBA OPraHU3aLMU OCYLIECTBISIET PYKOBOJCTBO
OpraHwuvi3aNnuu
9. OpraHn3allMOHHO-METOANYECKOE PYKOBOJICTBO AEATEIBHOCTHIO APXHMBA
OpraHu3alyy OCYILIECTBISET COOTBETCTBYIOIINMI ITOCYIAPCTBEHHBIN apXUB.

2. CocraB JOKYMEHTOB apXHBa OpraHU3auI

10. B apXuB OpraHu3anuu NMOCTYMAKT:
1) 3aBepilieHHBIE AEIOMPOU3BOICTBOM yIIPABIECHYECKUE JOKYMEHTBI OpraHU3aIuu
MOCTOSTHHOT'O XpaHeHUs, BpeMeHHOro (cBhiiie 10 neT) xpanenust, BpeMeHHoro (10 10
JeT  BKJIIOYUTENBHO) XpaHEHHUs, JOKYMEHThl IO JIMY4HOMY  COCTaBy;
2) JOKYMEHTBI OCTOSSHHOTO XpaHEHHUsI, JOKYMEHTbI BpeMeHHOro (cBbiiie 10 jer)
XpaHeHus, BpeMeHHOTo (1o 10 jer BKIIOYUTENIBHO) XpaHEHHS, JOKYMEHTHI IO
JUYHOMY COCTaBy, 00Opa30BaHHbIC B JEATEIbHOCTU OpraHU3allui-IIPEIIIECTBEHHUKOB;
3) IOKyMEHTBI TOCTOSIHHOTO XpaHEHHUsI, JOKYMEHTbI BpeMeHHOro (cBhiie 10 jeT)
XpaHeHusi, BpeMeHHOro (o 10 jer BKIIOYMTEIBbHO) XpaHEHUSs, JOKYMEHTHI IO
JUYHOMY COCTaBY, 0Opa30BaHHBIC B JICSITEIIBHOCTA MHBIX OPraHU3alUi-UCTOYHUKOB
KOMMOJEKTOBaHUS apxuBa OpraHuU3alluu;
4) JTOKYMEHTBI JUYHOTO MPOUCXOXITCHUS;
5) uHas TOKyMEHTaIus, o0pa3oBaHHas B JEATEIbHOCTH OpraHU3aIliU WA APYTOM
opraHu3alMi, B TOM 4YHCJIE ayJAUuOBH3yalbHasi M Hay4YHO-TEXHHYECKas, Ha
TpaAuLMOHHBIX U BIIEKTPOHHBIX HOCHUTEIAX uHpopmanuu;
6) PIEMEHTHI HAYYHO-CIPABOYHOTO arapara K JOKYMEHTaM, MOCTYUBIIUM OT
CTPYKTYPHBIX noApa3aeIcHU M 51 WHBIX OpraHM3allui;
7) BEIOMCTBEHHBIE TI€YaTHbIE U3/IaHMUS.

3. OcHOBHEIC 33/1a9¥ ¥ (YHKIIMY apXHBa OpraHU3amuy



11. OcHOBHBIMHM 3aJadyaMH apXuBa OPraHU3alUUU SABISIOTCS:

1) coOupanue JOKYMEHTOB, COCTaB KOTOPBIX MPEIyCMOTPEH B paziese 2
HACTOSIIETO I[IpumepHoro MOJOXEHUS;
2) o0ecrneueHUEe KadyecTBa IKCIEPTHU3bl IIEHHOCTH, COXPAHHOCTH, yueTa H
UCIIOJIb30BAaHUS JIOKYMEHTOB, BPEMEHHO XpaHSIIUXCS B apXuUBEe OpraHU3alluu;
3) moAroToBKa M nepeaayda J0KyMEHTOB, OTHECEHHBIX K cocTaBy HarmoHnanbHOro
apxuBHOro ¢oHAa, Ha TMOCTOSHHOE XpaHEHUE B TOCYJAapCTBEHHBIN apXWuB;
4) ocymiecTBICHUE METOIUYECKOTO PYKOBOJICTBA B O0JIACTH COBEPIICHCTBOBAHUS

ACIIOIIPOU3BOACTBA u APpXHUBHOTO AcJia B OopraHu3anuuy.
12. B cOOTBETCTBUH C BO3JI0KEHHLIMH OCHOBHBIMU 3aJa4YaMi apXHB OpraHu3ainun
BBIITIOIHACT CICAYIOIHUC (IJYHKLII/II/II

1) BemeT CriMCKY OpTaHU3aIuil U/WIN CTPYKTYPHBIX TOJIPa3IeICHUN OpraHn3aIiy -
UCTOYHHUKOB KOMIIJIEKTOBaHU apxuBa OpTraHU3aluU;
2) NpUHUMAET B YCTAHOBJICHHOM MOPSJKE HA BPEMEHHOE XPAaHEHHUE JTOKYMEHTHI
OpraHu3alliM, a TaKXKe JIPYyrux (U3NYECKUX U IOPUIMYECKUX JIHII, SBISIOMIUXCS
UCTOYHUKAMU KOMIUJIEKTOBAHUS apxuBa OpraHu3aIuu;
3) yuacTByeT B paboTe IeHTpaIbHOM dKcrepTHON Komuccuu (nanee - [IOK) nmm
AKCHEPTHOU KOMHUCCHUU (manee - OK) OpraHu3aluu;
4) oka3pIBa€T METOAUYECKYIO MOMOIIb CTPYKTYPHBIM MHOAPA3ACICHUSIM B
NPOBEICHUN D3KCIEPTU3bl LIEHHOCTH JOKYMEHTOB MpPHU Ileperade JOKYMEHTOB Ha
BPEMEHHOE XpaHEeHUEe B apXuB OpraHu3alNu;
5) NpOBOAUT PKCHEPTU3Y LHEHHOCTH IOKYMEHTOB, BDEMEHHO XPAHAIIUXCS B apXUBE
OpraHu3alluy, COCTAaBIISIET TOJOBBIE pa3jeibl CBOJHBIX OMUCEH AN MOCTOSHHOTO,
BpeMeHHOro (cBbiie 10 jieT) XpaHeHHs, 110 TUYHOMY COCTaBY M aKThl O BBIJEIEHUU K
YHUUYTOKEHUIO JOKYMEHTOB, HE TMOJIJICKANTUX XPAaHEHUIO, MOJAeT B YCTAaHOBJICHHOM
NOPSIAKE YKa3aHHBIE pa3Jiesibl ONMUCEN JIeJl U aKThl HA COIVIAaCOBAHHUE M yTBEPKIECHUE;
6) yyacTByeT B COCTaBJICHUH TIEPEUHEN MIPOEKTOB, MPOOJIEM, HAYYHO-TEXHUUECKas
JOKYMEHTAlMsI MO0 KOTOPBIM MOJICKHUT Nepeaye Ha rocyJAapCTBEHHOE XPAHEHUE;
7) NPOBOAUT DKCIEPTU3Y LIEHHOCTH ayJIMOBU3yaIIbHOW M HAYyYHO-TEXHUYECKOMN
JIOKYMEHTAIIH, COCTABJISIET COOTBETCTBYIOIIUE OMUCH 1€ (JIOKYMEHTOB) OCTOSIHHOTO
XpPaHEHUsS U aKThl O BBIJCJIECHUM K YHUUYTOKEHUIO JITOKYMEHTOB, HE HMMEIOLIUX
HAyYHO-UCTOPUYECKON 1IEHHOCTH W YTPATUBIIMX MPAKTUUECKOE 3HAUYCHUE, MOJAET B
YCTAHOBJIEHHOM TOPSIJIKE YKa3aHHbBIEC OMKCHU U aKThl HAa COTJIACOBAHHME U YTBEPKICHUE;
8) mpOBOAUT HEOOXOJAUMBIM KOMILIEKC padOT ¢ JOKYMEHTaMH JIMYHOTO
OPOUCXOXKIAECEHHUS ;
9) ocymiecTBIsE€T yYeT U 00ECleuynBaeT COXPAHHOCTh MPUHATHIX HA XpaHEHHE
1 OKYMEHTOB ;
10) BBIsBISIET 0COOO 1IEHHBIE JOKYMEHTBI, OpraHU3YET yUeT JaHHBIX JOKYMEHTOB U
U X CTpPaxoOBBHX KON UM,



11) exeromgHo coCTaBIsSIET W NPEAOCTABISET OJMH pa3 B TPU rojaa B
COOTBETCTBYIOLIUA TOCYJIapCTBEHHbIH apXWB MAaCMOPTHbIE YYETHHIE JaHHBIE O
KOJMYECTBE W COCTABE BPEMEHHO XpaHAIIMUXCS JAOKyMEHTOB HannoHanbHOTO
ApPXHUBHOTO bounpga,;

12) cocTaBiigeT U BeIeT HAy4YHO-CIIPABOYHBIN anmnapar K XpaHsAIUMcs JOKyMEHTam
C YYETOM MPEEMCTBEHHOCTU C HAYYHO-CIIPABOYHBIM aNmnapaToM K JOKYMEHTaM, paHee
NepelaHHbIM Ha MIOCTOSIHHOE XPaHEHUE B COOTBETCTBYIOIIMIA rOCYJapCTBEHHBIN apXUB;

13) rOTOBHUT 1 B YCTAaHOBJIEHHOM MOPSAKE OCYIIECTBISET Nepeaayy JOKyMEHTOB
HannonaneHOro apXuBHOro pOoHAa Ha MOCTOSSHHOE XPAaHEHHWE B COOTBETCTBYIOUIUH
rOCyalapCTBEHHBIH AapXUB;

14) ocyliecTBISET KCHOJB30BAHME B HAYYHBIX U MPAKTHUYECKUX LEIAX
PETPOCHEKTUBHOM JOKYMEHTHOM nHbpopmanuu;

15) ocyuiecTBisieT NPOBEPKY MpaBWIBHOCTH (popMuUpoBaHus, opopMieHuUs U
ONMEepPaTUBHOTO XpaHEeHUs nen B OpraHu3aluu;

16) yyacTByeT B MpOBEACHUM MEPONPHUSTUN MO MOBBIIICHUIO KBATU(PUKAIIUU
paOOTHUKOB apXMBOB OpraHu3alMil TEeppPUTOPHATIBHBIX OPraHOB W/WIHN
II0JIBEIOMCTBEHHBIX OPTaHU3aLUH.

4. IIpaBa apxuBa OpraHM3aIAN

13. JIns BBIOJTHEHUS BO3JI0KCHHBIX OCHOBHBIX 3a7ad M (yHKIHH apXuB
OpraHuzanuu HMEeT npaBo:
1) B yCTaHOBJICHHOM MOPSIKE 1aBaTh CIY>KO0E JOKyMEHTAITMOHHOTO 00€CTICUeHUS
yIpaBJIeHHs, CTPYKTYPHBIM MOJAPA3EICHUSIM OpraHU3alluM, apXWBaM OpraHU3aIui
TEPPUTOPUATBLHBIX OPTaHOB W/WJIM MOABEIOMCTBEHHBIX OpraHU3alMid YKa3aHUs IO
BOMpoOcCam, BX OIS IIUM B ero KOMIIETCHIIMIO
2) 3ampaluBaTh OT CIyXObl JOKYMEHTAIMOHHOTO OOECIEUEHHs YIpaBJICHUS,
CTPYKTYPHBIX MOJIpa3ACICHU OpraHu3allii, apXuBOB OpraHU3aIuii TEPPUTOPHUATIBHBIX
OpraHOB W/WUJIM MOJIBEJOMCTBEHHBIX OpPraHU3aIllUU CBEJICHHS, HEOOXOIUMBIC JJIsI €ro

paboTHI.

[IpunoxeHnwue 2

K [IpaBunam npuema, XpaHEHUA, ydyeTa
u MCINOJTb30BAHHUS JOKYMEHTOB

HaunuonansHoro APXUBHOTO bonna

u APYyTHUX apXUBHBIX JTOKYMEHTOB

BCAOMCTBCHHBIMU N YaCTHBIMH apXUBaAMU



IIpuMepHOE NOTOKEHHE
O ICHTPAIBHOM SKCIIEPTHOM KOMUCCHH
(3KCIepTHOH KOMHCCHH) OPraHU3aIH

1. OOnue moJIoXEeHU

1. IlenTpansHas skcuepTHas komuccus (nmanee - I[OK) coszmaercsa B
rocyJapCTBEHHOM OpraHe, HWMEIOIIEM TepPPUTOPHUATIbHBIE OpTaHbl W/UIH
MOJABEIOMCTBEHHbBIC OpraHW3allii, B HETOCYJapCTBEHHON OpraHu3aliu, WMEIOIeH
bunmmansl B obnacTax (ropojae pecnyOIMKaHCKOTO 3HaYeHWs, cronuie PecmyOmuku
KaszaxcTtamn).

OxcneptHas komuccus (nmanee - IK) co3maeTcss B OTAeNbHONM OpraHU3aIlUU.
2. IIDK (OK) sBasercs coBemaTeIbHbIM OpraHoM. Ee perieHus: BCTynaoT B CHITY
MOCJ€ YTBEPKIACHUS PYKOBOJAUTEIEM OpPTraHU3AIMH, COrIacoBaHUsl (YTBEPKIACHUS) B
YCTaHOBJICHHOM TIOPSAJIKE C YIIOJTHOMOYEHHBIM OPraHOM (MECTHBIM UCIOJHUTEIbHBIM
OpTaHoM, pecnyOIuKaHCKUM rOCyJapCTBEHHBIM apXHUBOM).
3. Cocras ILIOK (OK) yrBepxkaaeTcs npuka3zoM (pacrnopssKeHUEM) PYKOBOIUTEIIS
U3 4Kcia CHEUaJIuCTOB NOJ NpeJCceNaTelbCTBOM OJHOTO U3 3aMecTUTeNen
PYKOBOJAMTENST OpraHu3anuu. B coctaB kKomuccuu B 0053aTEIBLHOM TMOPSIKE
BKJIFOUAIOTCSl PYKOBOJMUTENU CITY>KObI JJOKYMEHTAITMOHHOT'O 00ECIIeYeHUs yIpaBiIeHUs
u BE€JOMCTBEHHOTO 17810 4aCTHOTO apxuBa OpraHu3aluu.
4. B cBoeit pabore LIOK (OK) pykoBoicTByeTCs 3aKOHOIATEIbHBIMH H
MOJ3aKOHHBIMU HOPMATHUBHBIMU TMpaBOBbIMH akTamu PecnyOnuku Kazaxctan B
0o0JIacTH JOKYMEHTAI[MOHHOTO OOECHeueHHs] yIpaBJICHHUS W apXUBHOTO Jiena,
npuKazaMu (pacropsKEHUsIMU) PYKOBOAWTENs opraHu3anuu u llonoxxkenuem o
K OM MU CCH U
5. Ionoxenue o LIOK (OK) yrBepkaaeTcss pyKOBOJUTEIEM OpraHU3alUM 1O
COIrJIaCOBAHUI0O C MECTHBIM HCIHOJHUTEIBHBIM OPraHoM (peciyOIMKaHCKUM
rocyJapCTBEHHBIM apXUBOM).

2. 3apaun u pysxum [1OK (OK)

6. OcnoBHeiMH 3agayamu [[OK (DK) saBasworcs:

1) opranusanusi METOAMYECKOM M MPAKTUYECKON pabOTHI [0 COBEPILIEHCTBOBAHUIO

N EeJ0ONPOU3BOICTBA U apXUBHOTO nena B OpTraHU3alHu;
2) opraHu3zaiysi 1 pacCCMOTpPEHHUE PE3yIbTaTOB 00PaObOTKU JOKYMEHTOB B IIEJISX UX
JAIbHENIIEr0 XpaHEHMs], Y4eTa M HCIOJb30BaHUs B BEIOMCTBEHHOM WJIM YaCTHOM

apxXuBe OpraHu3aluu.



7. B coorBeTcTBHM ¢ ocHOBHBIMU 3a1auyaMu LIOK (OK) ocymecTBusier cnenytomue
b vy H K I U U
1) pa3pabaThiBaeT MpEMJIOKEHUS U PEKOMEHJAIMU IO BOMPOCAM
NeJONPOU3BOACTBA u ApXHUBHOTO neina;
2) opraHu3yeT MPOBEJCHHUE HDKCIEPTU3bl I[EHHOCTU JOKYMEHTOB;
3) BBIHOCHUT  pEIIeHHE 0 COTJTaCOBAaHUMU:
MPaBUJI MO JOKYMEHTUPOBAHUIO U YIIPABJICHUIO TOKYMEHTaIMel (B€IOMCTBEHHBIX,
OTpaciueBBbIX, OpraHu3auuu);
TUMOBOM (MPUMEPHON) HOMEHKJIATYPHI JIeJI, HOMEHKJIATYPhl A€ OpraHu3alluu;
0TpacjaeBoro (B€AOMCTBEHHOI0) MEpPEUHs] JOKYMEHTOB C YKa3aHHEM CpPOKOB
X paHe€eHUUdSq ;
OTpaciIeBbIX (BEIOMCTBEHHBIX) METOIMUECKUX JOKYMEHTOB MO BOMPOCAM BEJCHUS
NeJONMPOU3BOACTBA " ApXHUBHOTO neina;
NpEeAT0oKEHU 00 yCTaHOBJICHUM CPOKOB XPAaHEHHS JTOKYMEHTOB, HE
MPEAYCMOTPEHHBIX JEUCTBYIOIMMH TMEPEYHAMH, U U3MEHEHHH CPOKOB XpaHEHUS
OTAE€JIbHBIX JTOKYMEHTOB;
rOJIOBBIX Pa3[I€I0B CBOJHBIX OMHCEN JIe]1 MOCTOSSHHOTO, BpeMEHHOTro (cBhiie 10
JIeT) XpaHEHUs, JeJ MO JUYHOMY COCTaBY M aKTOB O BBIJICJICHHUH K YHUYTOXKEHUIO
JTOKYMEHTOB, HE nOoJJIeXKAMUX XpPaHEHUIO;
onuced ayJuoBU3yalbHON M HAyYHO-TEXHHUYECKOW JOKYMEHTAI[uU, aKTOB O
BBIJICJICHUM K YHUYTOXKCHUIO JOKYMEHTOB, HE HMEIOIIUX HAayYHO-UCTOPUUYECKYIO
EHHOCTh U yTpaTUBIIUX NpPaKTUYECKOE 3HAa4Y€HUE;
onuceid 0co0O IEHHBIX JeJd U JOKYMEHTOB CTpaxoBoro «¢oHa;
aKTOB O HEOOHApYXXEHHUH [IeJI, MYTH PO3bICKA KOTOPHIX HCUEPIAHBI,;
aKTOB O HEUCTPABUMBIX MOBPEXKIACHUSIX JICII.

3. ITopsapok pabots 19K (IK)

8. Bonpocsl, otHocsmuecs k komnereHuuu LIOK (OK), paccmarpuBarorcs Ha
3acelaHusAX, KOTOpPBIE IPOBOASATCS MO Mepe HEOOXOAUMOCTH, HO HE pexke JIBYX pa3 B
r 0 b

9. Pemenus I[OK (OK) npuHumaroTcs OOJBIIUHCTBOM TOJIOCOB.
10. 3acemanus [OK (OK) mpoTokonupyroTcs, TPOTOKOIBI 3acelaHui
NOANMCHIBAIOTCS IpEICcEeAaTeNeM, CEKpeTapeM KOMHUCCUUM U YTBEPKIAIOTCSA
PYKOBOJIUTEIEM rocyJ1apCTBEHHOTO opraHa (opranuzamumn).
11. Benenune nenomnpousBojactBa [[OK (OK) u omepatuBHOE XpaHeHUE €€
JTOKYMEHTOB BO3JaraeTcs Ha cekperaps KOMUCCHH.
12. Pa6ora B LIDK (OK) pabOoTHHKOB OpraHu3aiiu MpeaycMaTpUBaeTCsl B TOIOBBIX
IJIaHax v JIOMOJHUTEILHON OIUIaTe HE MOJICKUT.



[IpunoxeHnwue

K IIpaBunam npueMa,

u NCHOJb30BaHMUA
HanuonansHoTrO
APYTHUX

BCIOMCTBCHHBIMH U YaCTHBIMH dpXHUBaAMHU

APXUBHOTO

)51 APXUBHBIX pit

dopma omMcH A€ IOCTOSHHOTO XpaHeHH

YTBepxkaeHa
OIIK
HMCIOJHUTEJIBLHOTO OpTraHa

IIPpOTOKOJIOM MECTHOTO

(pecnyOJMKaHCKOTO TOCY/IapCTBEHHOTO
apxuBa)

OT roga Ne Jata
d® o H & No
OIMUCDH Ne

ACJI TIOCTOAHHOI'O XpPaHCHUS

XpaHCHUA, yducTa

JOKYMEHTOB

bonna
OKYMEHTOB

YTBepxkagarw
HaumenoBaHue OOJIKHOCTHU
PYKOBOJUTENSI OpTaHU3alUU
PacmudpoBka mnoanucu
(Tu4YHasgd TNOAMNHUCH)

(OdunuanrHoe HaMMEHOBAHUWE OPTaHU3AILUM)

3a roJ1 (bl)

HammenoBanwne pazaena (CTpyKTYPHOTO ITOIPa3ACICHUS OPTaHN3aIiN)

Hatbt nena KonuuectBo
NeNe m/ 3aroyoBOK nena
Wnunexc nena (toma, nucToB B gene [Ipumeuanue
I (Toma, gactn)
YacTH) (TOMe, JacTH)

2 3 4

B naHHBIA pa3jgen CBOJAHON OMHCU BHECEHO

no Ne | B TOM 4YHCIIE:
TUTEPHEHE
MPONYIIEHHbIE HOMEPA!
HaumenoBaHue JOJXXKHOCTH

COCTaBHUTENsl  pas3jena CBOJAHOM  ONMUCHU
(JInuHAasI TOJIMKCH)

Jlara

CormacoBaHa

IPOTOKOJIOM 2K

oT roga Ne

®opmat A4 (210X297)

[IpunanoxeHnuwue 4

K I[IpaBumam npueMma,

5 6
nen ¢ Noo

(mnudppaMu W MPOMHUCHIO)

HOMEpDpa:

PacmudpoBka
TOJIITUCH

(9K)

OpraHu3amnuu

XpaHCHUA, yducTa



151 HUCIOJNb30BAHUSA
HanuonanesHOTO APXUBHOTO
u OApYyrux apXHUBHBIX hi§

BCIOMCTBCHHBIMH U YaCTHBIMH dpXHUBaAMU

JOKYMEHTOB

bonnna
OKYMEHTOB

®dopma omucH A€ BHACOAOKYMEHTOB IOCTOSHHOTO XPaHEHHS

YTBepxkaeHa

nporokonom OIIIK mectHOTO
UCIOJHUTEIBHOTO OpraHa
(pecnyOJIMKaHCKOrO TOCY/1apCTBEHHOTO
apxuBa)

YTBepxkagarw
HaumeHnoBaHue mgOJKHOCTH
PYKOBOJUTENSI OpraHu3aluu
PacimudpoBka moanucu
(Tu4YHasg TNOAMNUCH)

oT roja No JlaTa
OIINNCDH Ne o
(Ha3BaHWe omucu C OQHUIHAIbHBIM HAHMMCHOBAaHHMEM OpPTaHH3AINH)
3a roJ1 (bl)
Howmep Howmep NUuangexc,
. 3aroiaoBok Hcnonaurens
€ IUHHUIBI e IUHHU I BI IIPOU3BOJCTBECHHBIN TOp SI3BIK
JAOKYMCHTAa IMPOU3BCACHU A
yyera XpaHEHUS HOMED
1 2 3 4 5 6 7
IIPOJOJIKEHUE
c 5
Aara Xponomerpax Tun m ¢opmar KommuectBo eamHwmI ocTas TeKCTOVBOH
3allucH, COMMPOBOAUTCIBHON HpnMeanMe
BUOCO3AIIUCHU 3aIlliucu XpaHCHUA
nepesanucu JAOKyMCHTaluU
OpI/IFI/IHaJI KOITusA
8 9 10 11 12 13 14
B nanHBIN paszgen onucH BKIKOYEHO
(mtudpaMu U MPONMUCHIO)
€eIMHUIl  xpaHeHusa ¢ N no Ne B TOM 4YHCIE:
JUTEPHBIC HOMEDpA

IPONYUIEHHbIE HOMEpA U TEKCTOBasA
K HUM.
HaumMenoBaHnue

COCTAaBUTCIA OIIMCH

(moamucs)
JlaTa
CormacoBaHa
NIPOTOKOJIOM HOK
OT roga Ne

COIMpPOBOAUTECIIbHAA JOKYMCHTALIUA

JONXKXHOCTH
PacmudpoBka moanucu

(9K) opraHu3amnuu



dopmar A4 (210X297)

[IpunoxeHnwue 5

K [IpaBuiaam npueMa, XpaHEHUS, ydeTra
u UCTONb30BaHUS JOKYMEHTOB

HanuwonansHOTO APXHBHOTO boHma

7 APYTHX apXHMBHBIX JTOKYMEHTOB

BEJIOMCTBEHHBIMH 1 YaCTHBIMH apXHUBAMHU

CI)opMa OIIMCH ACJI KHHOOOKYMCHTOB ITIOCTOAHHOI'O XpaHCHHS

YTBepxKageHa YTBepxkagarw
npotokosioMm IIIK mecTHOrO HauMenoBanue mOJKHOCTH
UCTIOJIHUTEIIBHOTO OpraHa PYKOBOJHTENS OpTaHU3AIUU
(pecnyOIMKaHCKOTO TOCYIapCTBEHHOTO PacimudpoBka moanucu
apxuBa) (MTu4YHasg TOAMNHUCH)
OT roga Ne Jata

OIMIUUCDH Ne

(Ha3BaHHWEe omucH ¢ OQUIMATBLHBIM HAWMEHOBAHHEM OPTaHHU3AIUN)
3a roJ1 (bl)

Uuangexkc, Bapuanr
. JlaTa u .
HowMmep Homep IIPOU3BOCTBEHHBIN (mHemoii,
. 3aroynoBok MECTO .
e TUHUIIBI e TUHUIIBI HOMED (y4eTHBIH ABTOp 3BYKOBOW,
JOKYMEHTa CBEMKH,
ydera XpaHeHHs HOMEDP B q/0,
H3TOTOBJICHUS
OpraHU3aIIH) (hopmMar, s36IK)
1 2 3 4 5 6 7
IPOJOJIKEHUE
KomnndecTBo equHNI XpaHEHHs/METPaK Cocras
TEKCTOBOH
COMpPOBO-
doHOrpamMma YCTaHOBOYHBIE  JHMTENHHOM
IIpomexy-
Hdy6np-  @doHOrpamMma MarHuTHas . pPOTUKHU U JJOKYMECH-
HETaTHB TOYHBIH IMozutue
HeraTuB  (HETaTHB) (ocHOBHa1, LIBETOBBIE Tauu
MO3UTHUB
COBMEIIICHHA) racropra
8 9 10 11 12 13 14 15 1
B nmanHbIld pa3aen OnMcH BKIKOYEHO EIMHULL
(uudppaMu U MPOMUCHIO)
XpaHEHUA c Ne L no Ne L B TOM yucie:
JUTEPHBIC HomMmepa
IMPONMYIICHHBIC HOMCpa N TCKCTOBasA COIIPOBOAUTECIIbHAA JOKYMCHTALIUA

K HUM.



HaumMenoBaHnue
COCTABUTEIA OIIHUCH

JONXHOCTH
PacmudpoBka moanucu

(moamnuce)
Jara
CormacoBaHa
NPOTOKOJTOM 9K (9K) OpraHU3alUHU
oT roma Ne
®opmar A4 (210X297)
[IpumoxeHUHUE 6
K [IpaBunawm npuema, XpaHEHUs, yueTa
u HCTOJNb30BaAHUS JOKYMEHTOB
HauuonansHoro ApXUBHOTO boHma
u ApYyTHUX apXUBHBIX JOKYMEHTOB

BCAOMCTBCHHBIMU N YaCTHBIMH apXUBaAMU

®dopma omucu Aea GOHOTOKYMEHTOB MarHUTHOM 3aIMCH

YTBepxkageHa

npotokonom IIIK mectHOTO
UCTIOJIHUTEIBHOTO OpraHa
(pecnyOIMKaHCKOTO TOCYIapCTBEHHOTO
apxuBa)

OT roga Ne Hara
OIINnNCHbH Ne

YTBEepxagar
HanMeHoBaHHE IOJIKHOCTH
PYKOBOJUTENSI OpraHu3anuu
PacmmdpoBka noxamucu
(Mu4YHasg TOAINHUCH)

(HazBaHHWe omnucU ¢ OQUIIHAIBHBIM
3a ro (bl)

HaMMCHOBaHHUCM OPFaHI/I3aHI/II/I)

Hata
Howmep Howmep Uunexkc,
. 3aroyioBoOK Ucnomnuurens 3aIIUCH
€ IUHUIBI (9197858781951 IIPOU3BOACTBEHHBIN ABTOp 31K
Z[OKyMeHTa HpOI/I3Be)IeHI/IH Ime p C-
ydera XpaHEeHUs HOMED
3aIlIucu
1 2 3 4 5 6 7 8
IIPOJIOJIKEHUE
KonunuecTtBo .
S/alle C Z 0 f[aa T: XpoHomeTpa ;:n . u AMHUL S:CT;.BO . TGI;CVTOBOI/I . .
IIUCHUu IIucu Mmart II B HUTCIBHOU UMEU¢
’ ’ BHIC03AITUCH p XpaHeHus poBoa p
rnepesanucu nepesanucu 3aIlIucu JAOKYMCHTaluU
OpI/IFI/IHaJ'I KOIIuA
9 10 11 12 13 14 15 16
B nmaHHBIM pa3ges ONMMCH BKIHOYEHO €JIMHMUI]
(mudpaMum U MPONMUCHIO)
XpaHEHUS C Ne o No B TOM qUuCIE:



JUTEPHBIE
MPONMYUIEHHbIE HOMEpA
K HUM.
HaummMenoBanue

HOMEpa

N TCKCTOBasA COIPOBOAUTCIIbHAA JOKYMCHTALIUA

JOIXHOCTH

coctaBuTens omucu PacmudpoBka mnoanucu
(moamucs)

JlaTa

CormacoBaHa

NPOTOKOJIOM 9K (9K) OpraHHU3 Al HUHU

oT roga Ne

®dopmat A4 (210X297)

IpunoxeHnuwue 7

K [IpaBumam npueMa, XpaHEHHUH, yueTra

u UCHOJNb30BAHUS JOKYMEHTOB

HauumonansHoOTrO ApPXUBHOTO bouma

U OIPpYyTrux apXHUBHBIX JOKYMEHTOB

BCIOMCTBCHHBIMH U YaCTHBIMHA dpXHBaAMHU

dopma omucu aen poroars60MoB

YTBepxaeHa
npotokonom IIIK mectHOTO
UCIOJHUTEIBHOTO OpraHa

(pecnyOJIMKaHCKOTO TOCYIapCTBEHHOTO

YTBepxagarw
HaumenoBaHue DOJIKHOCTH
PYKOBOIUTENS OpPraHu3aluu
PacmudpoBka mnoanucu

apxuBa) (Tu4yHasg TNOAMNHUCH)
oT roga Ne JlaTa
OIINCDH Ne o
(Ha3BaHMe onucH ¢ OQUIUATBHBIM HAUMEHOBAHHEM OPraHU3aIUM)
3a roJi (bl)
. CocTas
Kpaiiaue N
Howmep 3arojIoBoK KoanuectBo TEKCTOBOM Buemnune
ABTOp naTh MecTo ITp
eIMHUIBI  (Ha3BaHUE) boTo- COMpPOBO- ocoOeH-
CBbCMKH (1) OTO- CBbCMKH o qgat
yqua aJIL6OMa OTIICYaTKOB AUTCIBbHOHU HOCTHU
OTIICYATKOB
Z[OKyMeHTaI_II/II/I
1 2 3 4 5 6 7 8 9
B nmanHBINM pa3gesn ONMMCH BKIIIOYEHO e IMHUIL
(mnudbpaMu U MPONMUCHIO)
XpaHEHUA c Ne no Ne B TOM yucie:

JUTCPHBIC

HOMEpaA



IIPOIYILIEHHbIE HOMEpA
K

N TCKCTOBAd COIIPOBOAUTCIIbHAA AOOKYMCHTALIWA

H U M
($OTOOTHEUaTKOB.

(tmudpamMu ¥ IPOTIUCHIO)
HaumenoBanue

cocraBuTensd omnucum
(moamucs)

Jlara

CormacoBaHa

IPOTOKOJIOM 2K

oT roma Ne

®opmat A4 (210X297)

[TpunoxeHnmwue 8

K [IpaBumam npuemMma,

U MCHOJNb30BAHUA

HanuonanbsHOTO ApXUBHOTO

u OAPYyrux apXHUBHBIX

BCAOMCTBCHHBIMU N YaCTHBIMH apXHUBaMU

®dopmMma omcu (OTOTOKYMEHTOB

YTBepxkaeHa

npotokonom IIIK mectHOTrO
UCIOJHUTEIBHOTO OpraHa
(pecnnyOJMKaHCKOrO TOCYJIapCTBEHHOIO

(9K)

JOJITXHOCTH

PacmudpoBka mnoanucu
opraHu3alnuu
XpaHEeHUus, yueTa

AJOKYMCHTORB

bonna

JTOKYMEHTOB

YTBepxkagarw
HaumenoBaHue mOIKHOCTHU
PYKOBOJUTENSI OpraHu3aluu
PacimudpoBka mnoanucu

apxuBa) (fuyHasg NMOAMNUCH)
oT roja Ne JlaTa
OIMHUCH Ne o
(Ha3BaHWEe omUCH ¢ OQUIMATBLHBIM HAWMEHOBAHHEM OPTAaHHU3AI[HUN)
3a roJ1 (bl)
3aroJI0BOK
Howmep eqnHUNB [Ipon3BOICTBEHHBIN (aHHOTAIIMA) ABTOp Hara Mect
yuerta, ell. Xp. HOMED JOKYMEHTa (Ha3BaHKME CHEMKH CHEMKH CBEMK
nraduibMa)
1 2 3 4 5 6
IIPOJOJIKEHUE
CocrTas
TEKCTOBOH
KonnuecTBo eiMHMI XpaHEHUS/METPax . Ilpumeue
COIPOBOIUTEILHON

JIOKYMCHTAITUH



HdyOns- ITo3utus

HCTraTUuB

Heratus

7 8 9 10

B nmanHBIN pa3genn ONMHMCH BKIIIOYEHO

XpaHEHUA c No
JUTEPHBIE
NpONYyIIEHHbIE HOMEpa
K HUM.

HaumMenoBaHnue

doTo-
OTIIEYATOK

Cnatipg Hwua-
(nMarmo3uTrB) ¢dreM
11 12 13 14
EIUHULL
(mtudpaMum U MPONMUCHIO)
no Ne L B TOM yucie:
Lsomepa

N TCKCTOBasA COIPOBOAUTCIIbHAA JOKYMCHTALIUA

JOITXHOCTH

cocraBuTenas omnuacum Pacmudpoka moanucu
(moamnuce)

JlaTa

CormacoBaHa

NPOTOKOJIOM 9K (9K) OpraHHU3alHUHU

oT roga Ne

®opmar A4 (210X297)

[IpumoxeHw e 9

K [IpaBumam npuemMa, XpaHEeHUs, yueTa

u HCHOJNb30BAHUA JOKYMEHTOB

HanuonansHoOTro APpXUBHOTO bonna

u IpYyrux apXHUBHBIX JOKYMEHTOB

BCIOMCTBCHHBIMH U YaCTHBIMH dpXHUBaAMHU

dopma onmcH FNEKTPOHHBIX JOKYMEHTOB

YTBepxkageHa
npotokonom IIIK mectHOTO

HCIIOJTHUTCIIBHOI'O OpraHa

(pecnnyOJIMKaHCKOTO TOCY/IapCTBEHHOTO

apXxuBa)
oT

OIMINCHbH

rona Ne

YTBepxkagarw
HaumeHoBaHue I0JKHOCTHU
PYKOBOJUTENSI OpraHu3aluu
PacmudpoBka moanucu
(ITM4YHasgd TNOANHUCH)
JlaTa
Ne

(HazBanue onucu ¢ OQUIMATBHBIM HAUMEHOBAHUEM OpTaHU3ALUN)

3a roJ1 (bI)
H q Koaii o CocrTas
omMme oMme aliHue opMar .
P p p P O0bpeM TEeKCTOBOH Mpun
CAMHHUIBI  ¢JHHUILBI 3aroJoBOK [OaThl  €IUHUI] JIEKTPOHHBIX N .
(MGaiiT) CcoOmpOBOAUTENHHOI JaHUC
ydera XpaHeHUsI ydera JOKYMEHTOB

JOKYyMEHTalluN



1 2 3 4 5
B nmanHBIN pa3zgenn ONMMCH BKIIIOYEHO

XpaHEHHUs c Ne 1o Ne
AUTEPHBIE
IpOIMYIIEHHbIE HOMEpa
K HUM.

HOMEpaA

HaumMenoBanwue

6 7 8
€IMHHUI]
(muudpaMu U MPOMUCHIO)
B TOM YUCIIE:

N TCKCTOBasA COIPOBOAUTCIIbHAA HJOKYMCHTALIUA

JOIXHOCTH

cocraBuTens omnucum PacmudpoBka monnucu
(moanuce)

JlaTa

CormacoBaHa

NPOTOKOJIOM 9K (9K) OpraHHU3alHUHU

oT roga Ne

®opmatr A4 (210X297)

IpunoxeHnwue 10

K [IpaBumam npuemMa, XpaHEeHUs, yueTa

u HCHOJNb30BAHUA JOKYMEHTOB

HanuonansHoOTro APpXUBHOTO bonna

u IpYyrux apXHUBHBIX JOKYMEHTOB

BCIOMCTBCHHBIMH U YaCTHBIMH dpXHUBaAMHU

®opma omucH el Hay9IHO-TEXHUISCKOH JOKYMEHTAIUA

IMOCTOSIHHOI'O XpaHCHHS

YTBepxaeHa

npotokonom IIIK mectHOTO
UCIIOJIHUTEIBHOTO OpraHa
(pecnyOIMKaHCKOTO TOCYIapCTBEHHOTO
apxuBa)

oT roga No Jlata

OIMNCH Ne

YTBepxagarw
HauMeHoBaHue MOIKHOCTH
PYKOBOJUTENSL OpPraHu3anuu
PacmndpoBka mnoamucu
(MTu4yHasg TNOAMNHUCH)

(Ha3BaHMe onucH ¢ OQUIUAIBHBIM HAUMEHOBAaHHEM OPraHU3AIUN)

3a roJi (bl)
O06o3HaueHUE

Howmep ABTOD T'on
o0BEKTa 3arojoBOK

IS310%050%00031 (opranuzanmus-
(u3genus, nena

ydera pa3paboTInK)

TEMBI)

3aBepUICHUS
pa3paboTku

KonmgectBo amcToB

IIpumeuanue



Tekc- Tpadu- oTo
TOBBIX YECKHX

6 7 8 9
€ INHHUIL

1 2 3 4 5

B nmanHbId pa3aen OnucH BKIKOYEHO
xpaneHuss ¢ Ne mo Ne B TOM wumcie:
JUTEPHBIE HOMEDpa

MPONYIIEHHbIE HOMEPA
HaumMenoBaHnue
COCTAaBUTENA OIUCHU

(uudpamMu H TPOMHUCHIO)

JTONXHOCTH
Pacmudpoka mnoanucu

(moamucs)
JlaTa
CormacoBaHa
NPOTOKOJIOM 9K (9K) OpraHHU3alHUHU
oT roga Ne
®opmar A4 (210X297)
IpunoxeHnwue 11
K [IpaBumam npuemMa, XpaHEHHUH, yueTra
151 HCHNOJNb30BAHHUSA JOKYMEHTOB
HaunumonanpHOTO ApPXUBHOTO bouma
u IPpYyrux apXHUBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMU U YACTHBIMU apXUBaMHU
dopma omucH AE N0 JUIHOMY COCTaBy
YTBeEepxk agar
HaumMmMenoBaHue NJOJNXHOCTH
PYKOBOJOUTENS OpraHu3amnuu
__________ PacmudppoBka NOINUCH
(nuuHas NOAMNUCSH)
Jara
D 0 H hi No
OIMuChbH Ne

Iel IO JIMYHOMY COCTaBy

(opunmanbHOE HAMMEHOBAHUE OpPTAaHU3AIUM)

3a rox

HanmenoBanue paznena (CTpyKTYPHOTO TTOAPA3AEICHUS OpTaHN3anH)

NeNe i/ Uunexc 3aroioBoOK nena Jlatsl e
i zena (Toma, gacTm) (Toma, gacTu)
1 2 3 4

KonnuectBo

Ta

nuctoB B nene [Ipumeuanne
(Tome, yacTH)

5 6



B nmaHHBIN pa3zgen CBOAHOM OINKMCH BHECEHO el
(uuppaMu M MPOMUCHIO)

c No o

10 N , B TOM yuciae:

TUTEPHB € HOMEDa:

IPOIMYILIEHHbIE HOMEpA!

HaumenoBanue JOJNXHOCTH

COCTaBUTENS pasjielia CBOJHOW OIHMCH PacmmmdpoBka moamnucu

(JInyHast OATHCH)

JlaTa

CormacoBaHa CormacoBaHa

npotokosiom [[DK (O9K) opranuzamnuu nporokoyiom JIIK MecTtHOTO

OT roga Ne HCIIOJIHUTEIBHOIO OpraHa

(pecnyONIUKAaHCKOTO
rocyJapCTBEHHOIO apXHWBa)
oT roga Ne

®opmat A4 (210X297)

IpunoxeHnwue 12

K [IpaBumam npuemMa, XpaHEeHUs, yueTa

U UCHOJNBb30BAHUA JOKYMEHTOB

HanuwonansHOTO ApXHBHOTO boHma

u APYyrux apXHUBHBIX JOKYMEHTOB

BCAOMCTBCHHBIMU N YaCTHBIMH apXUBaAMU

®dopma omwcH A€ JOKYMEHTOB BpEMEHHOTO
(cBemme 10 sreT) XpaHeHHA

YTBeEep kK Oaarw

HaumeHnoBaHue JOJNXHOCTH

PYKOBOJOUTEN A OpraHu3aluu

__________ PacmudppoBka NOANUCH
(nuuHas NOJAMUCH)

Jara

® o H I Ne o
OIMACDH Ne

nen BpeMeHHoro (cBeime 10 mer) XpaHeHus

(OdbunuanbHoe HaMMEHOBAHUE OPraHU3AIUM)
3a roj

HanmeHnoBanue paszena (CTpyKTYPHOTO MOAPAa3/CICHNs OPraHU3aIli)



HHnekc 3aroioBok Jatsr nena KonuuectBO

NeNe ni/m ema nena (toma, (ToMa, Cpok xpaHeHus THCTOB » Ipumeyanue
JacTH) YaCcTH) nee (Tome,
JaCcTH)
1 2 3 4 5 6 7
B nmaHHBIM pa3gen CBOAHOM OIMCH BHECEHO el
(undpaMu U NPOMUCHIO)
c Ne o
10 N , B TOM yuciue:
TUTEPHEHE HOMEDpa:
MPONYIIEHHbIE HOMEPA!
HaumMeHnoBaHnue JONXHOCTH
COCTABUTENS pa3jeia CBOJHOW OMNHCH PacmmmdpoBka moamnucu
(JIM4HAsI TOJIMKCH)
Jlara
CormacoBaHa
NPOTOKOJIOM 2K (9K) opraHu3alnuu
oT roma Ne
®opmar A4 (210X297)
[IpumoxeHue 13
K [IpaBunam npueMa, XpaHEHUS, ydeTa
U HCIOJIb30BAaHUA JOKYMEHTOB
HauuonansHoro APXUBHOTO bonna
u Ipyrux AapXHUBHBIX JTOKYMEHTOB

BCAOMCTBCHHBIMU N YaCTHBIMH apXUBaAMU

CI)opMa aKTa O BbIACIICHHUH K YHHYTOXCHHIO NOKYMCHTOB,
HC IOJICXKAMINX XPAaHCHUIO

OduumnanbHoe HaMMEHOBaHUE YT1BeEpxkaaw
OpraHu3anuu HanmeHnoBaHHMEe AOIXKHOCTH

PYKOBOJUTENSI OPraHU3aluu
PacmiudpoBka noamnucu

(TuyHass MOAMNUCH)
JlaTa



AKT Ne

MecTo cocTaBiaeHUS
O BBIICICHUH K YHUUYTOXEHUIO JTOKYMEHTOB,
HE MOJISKAIIUX XPAHEHUTO

Ha ocnoBanuu

(HauMeHOBaHUE, MeCcTo U roj u3jganus llepeuyHs JOKYMEHTOB C yKa3aHHEM

CPOKOB HX XpaHEHHUS)
O0TOOpaHbl K YHUUTOXKEHUIO KaK HE UMEIOIIUE HAYYHO-UCTOPUUECKOW IEHHOCTH U
yTpaTUBIIME MPAKTHYECKOE 3HAYEHHE JieJla W JOKYMEHTBhl apXxuBHOTO (oHIa

(HOMep ¥ Ha3BaHME apXUBHOTO (POH/IA)

Cpoxku XpaHEeHHUs
neia (toma,
qacTH) u  HOMepa

3arojioBOK
HaTta HUunexc neia (Toma,
Ne nmena HIu KomnuuectBo
nena WIH 9aCTH)

Ne mn rpynnoBoii N nen (ToMmOB, ITpumey
KpallHHEe  HOMEHKJIAType UiIu . NyHKTOB
/. 3arOJIOBOK qacTeil)
o matel fen N jena mo omnucu (MOAMYyHKTOB) o
s Ilepeunto
Bcero A€l U JOKYMCHTOB 3a TrOAHhl.
(mnudbpamu u NPOMNUCHIO)

l'omoBble pa3aenabl CBOAHBIX OMUCH JeJ1 TOCTOSIHHOTO XpaHCHWs Jel  3a
roJIbl YTBEPXKJEHBbI, MO JHUYHOMY COCTaBY COTJACOBaHbl MPOTOKOJIOM
OIIK (mata u HOMEp)

(HaMMEHOBaHME MECTHOTO MCIIOJHUTEIBHOTO oOpraHa (pecmyOIuKaHCKOTO

roCyJJapCTBEHHOTO apXHBa)

HaumenoBaHue JOJNXKHOCTH avuna,

OpOBOJAUBIIETO0 00pabOTKYy PacmudppoBka

AOKYM€HTOB HOJIUCH
(JInuHasI OJIMUCH )

CornacoBaH CornacoBaH

npotokonoM IIIK mectHOTO npotokosioM [IDK (DK) opranumzanuu

UCTOJIHUTEIBHOTO OpraHa oT roga Ne

(pecny0IuMKaHCKOTO rocCy1apCTBEHHOTO

apXuBa) OT roga Ne

®dopmat A4 (210X297)

[IpunoxeHnwue 14

K [IpaBunam npueMma, XpaHEeHu4, ydyera

)51 HCIIOIOB30BaHUA JOKYMCHTOB



HanumonanpHoro APXUBHOTO bouna
U APYyTrux apXHUBHBIX JOKYMEHTOB
BEIOMCTBEHHBIMU U YACTHBIMU apXUBAMHU

CI>opMa THATYJIBHOI'O JIUCTA OIMMCH JOKYMCHTOB IIOCTOAHHOI'O XpaHCHHUA

(Ha3BaHHUE TOCYJAapCTBEHHOTO apXI/IBa)l

(na3zBanue (oH/a)
(MecTo maxokmemms)
donn No
OIT1Cb

(Ha3BaHUE OMKCH)
Kpaitnue naTel 10KyMEHTOB

3anonusercs rocyJIapCTBEHHOM apXHUBE

[IpumoxeHune 15

K I[IpaBunam npueMa, XpaHeHusd,
u HCTOJNb30BaAHUS JOKYMEHTOB
HanmonansHOTO APXUBHOTO boHma

u APYyTHUX apXUBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMU U YACTHBIMU apXUBaMHU

®dopma nepegHA MPOEKTOB, MPOOiIeM, HAYIHO-TEXHUIESCKAS
DOKyMEHTAIHA 0 KOTOPBIM MOIJICKHUT IIepeiade
Ha roCyJapCTBEHHOE XpaHEHHE

O(l)I/IHI/IaJILHoe HanMMCHOBAHUC opraHu3anmunuu

ydeTra

YTBepxkaarw

HauMeHoBaHHue NOJIXKHOCTH

PYKOBOJIUTEINSI OPraHU3alUU

PacmudppoBka moanucu

(fuyHAasg NOANUCH)

Jlara
ITEPEYEHD No

(BMA HAYYHO-TEXHMYECKOW JOKYMEHTAI[UM)



IIPOCKTOB, HpO6HeM, HAYYHO-TCXHHYICCKaAA JOKYMCHTaAIHA 10 KOTOPBIM
MOOJICIKUT nmepcaayde Ha rocygapCTBCHHOC XpaHCHHUC
3a oAbl
H - I
B::I\I:ZHO O6ocHoBaHUE ( fnfianHe
Ne Oran Opranusanuu, Komu- orbopa P
O06o3HaueHNe Hay4HO- T'on nepenavyu
Ne ( MNPUHUMABIIHE  YECTBO JIOKYMCHTOB
(uHICKC) TEeXHHU- OKOHYAaHWUS Ha XpaHCHHUE
n/ . cTaaus ydacTue B YUYCTHBIX Ha TOCYdapCT-
pa3paboTku  YecKoH pa3paboTku B TOCyIapcCT-
) paspabotke €IIMHHAIL BEHHOE .
paspa- BCHHBI i
XpaHEeHHe
00TKH apxuB)
1 2 3 4 5 6 7 8 9

Bcero B maHHBIM NEepeYeHb BKIKOYEHO
Ne  moNe
PykoBoauTenb BEIOMCTBEHHOTO
(4acTHOro0) apxuBa
CormacoBan
nporokosioM IIIK mMectHOrO

pazpaboToK C

PactmmdpoBka moanucu

(JIMYHAsI TOJIMKCH)
CormacoBan
npotokosioM DK (OK) opranuzanuu

VCTIOJIHUTENBHOTO OpraHa oT roga Ne
(pecnyOIUKAHCKOTO roOCyIapCTBEHHOTIO
apxuBa) oT roga Ne
®opmat A4 (210X297)
[IpumoxeHnHune 16
K I[IpaBunawm npueMma, XpaHEHUH, ydeTa
151 HUCIOJNb30BAHUSA JOKYMEHTOB
HaunuonansHoro APXUBHOTO bonna
151 APYyTHUX AapXUBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMU W YaCTHBIMU ApXHUBAMHU
®opMa KapTOUYKH HOCTEILIAXKHOTO TONOrPa(pUIecKOro yKka3areinsa
KAPTOUYUKA ITOCTEJITAXKHOTI' O
TOIIOI'PAOHNYECKOI'O YKA3ATEJIA
Jlunesas ctopoHa KapTOUKHU
Cremnax Neo Apxuoxpanunuiie No

ApXUBHBIH QOHT flena
Ikad Ne ITonka Ne No Omuce Ne cNe IIpumeuanue

moNe

1 2 3 4 5 6

O6opoTHas CTOPOHA KapTOUKHU
1 2 3 4 5 6



®opmar A6 (148X105)

[IpumoxeHnue 17

K [IpaBuinam npuema, XpaHEHHU, yueTa
U UCNMONb30BaHHUSI JOKYMEHTOB

HanuonansHOTO ApPXHUBHOTO bouna

u Apyrux apXUBHBIX JOKYMEHTOB

BEJJOMCTBEHHBIMH M YaCTHBIMHU apXUBaMHU

®opma 3aKa3a Ha BEIAATy JOKYMEHTOB

HaumenoBaHue BEJIOMCTBEHHOTO (dacTHOTO)

apXvBa OpraHu3aluu

3AKA3 PA3PEIIAIO Bpimauy HOKYMEHTOB

H a BBITAaYy JOKYMEHTOB

N PykoBonutenps apxwBa OpraHu3aiuu
[lognucey  PacmmdpoBka noamucu

(MecTOo coOCTaBJEHUS) (TuYHasE TOJANUCH)

JlaTa

(bamunus, WMHUIUAIBL HUCCIENOBAaTENsl; paOOTHHKA CTPYKTYPHOTO
noapa3JgeNeHUSH)

(Tema uccneaoBaHus)

N Pacnucka Pacnucka paboTHHKa

ApXUBHBIN Engnaumna 3aron0BOK
Omnuce Ne MOJIB30BATEINS YUTAIBHOTO  3aja B
dong Ne xpaHeHus Ne €AVHUIIBI XPaHEHUS
B TIOJTyYCHUHU npueMe

1 2 3 4 5 6
®dopmat AS (148x215)
[IpunoxeHnue 18
K HpaBI/IJ'IaM npuemMma, XpaHCHUA, yduc€Ta
41 HCIIOJIb30OBAaHUA JOKYMCHTOB
HanuonanpHOTO APXHUBHOTO (1)0H,Zla
151 APpYyTHUX AapXUBHBIX JOKYMEHTOB

BCIOMCTBCHHBIMH U YaCTHBIMHA dpXHUBaAMHA

dopma akTa 0 BeIade A€, JOKYMEHTOB
BO BPEMEHHOE IOJIb30BaHHE



l'ocynapcTBeHHBIN ['ep6 Pecnyb6nuku Kazaxcrtan
WK 3MOJemMa (TOBApHBIN 3HAK) OpraHU3alNU

O¢dunmanpHOC HaMMEHOBAHUE OdunmnanpHOC HaMMEHOBAHUE
OpraHu3aluu OpraHuizaluu
(Ha TOCyJapCTBEHHOM SI3BIKE) (Ha pyCCKOM WJIM MHOM SI3BIKE)
AKT
No
(. m a 1T a )
MecTtOo u3maHusd MecTtOo u3maHusd
(Ha rocyJapCTBEHHOM SI3bIKE) (Ha pyCCKOM WJIM UHOM SI3BIKE)
0] BEJgade JOKYMEHTOB

BO BPEMECHHOC I10JIb30BAHHC
Ha ocnoBanuu BBIAAIOTCA

CIENyIOMHNE EIUHUIBI XpaHEHUs U3 apXuBHOro ¢GouHma No
(Ha3BaHue (HoH/A)

r .
NeNe OHOBOI:I pasied Ne euHUIA 3aronosox Kpaiinue KonuuecTtBo

CBOJIHOM ONHKCH € 1M H A I Bl [Ipumeganne
n/n XpaHCHHUS J1aThl JINCTOB

nei Ne XpaHeHUs
1 2 3 4 5 6 7

BC@I‘O BbBIIACTCA (91870507011 XpaHCHI/IH,
(uudppamMu W TNPONMHUCHIO)

CpOK BOSBp&H.[CHI/IH

Jlena BbIJAHBI B YHNOPSTOYEHHOM COCTOSIHUM, TOJIIUTHI, B OOJOXKKaX, C
NPOHYMEPOBaHHBIMU JUCTAMU u 3aBEPUTEIbHBIMHU HaJMUCSIMH.

[TonyyaTens o0sA3yeTcss HE NMPEAOCTABIATh i€, MOTYYEHHBIX BO BPEMEHHOE
NOJb30BaHUE, JJs 3aHATUA MOCTOPOHHHMM  JIMIIaM, HE€ BbIJaBaTh IO
HUM KOMNUM, BBIIIUCOK M CIOPABOK, HE MyOJIUMKOBATh JOKYMEHTHI 0€3 pa3pelieHus
OpraHu3aluH, BblJJaBUIEH nena.

[Tonyyatens 00si3yeTcs BEpHYTH Jejia B BEJOMCTBEHHBIM (YacCTHBIN) apXuB
OpraHu3alnuu B yKa3aHHBI I B aKTe CpOK.

[Tonyyatens mpenynpexjaeH o0 OTBETCTBEHHOCTH B cCllyyae YTpaThl WJIU
MOBPEXKIACHUS MOTYUYCHHBIX BO BPEMEHHOE MOJIb30BaHUE JIET.
HaumenoBaHue IOKHOCTH HaumenoBaHue J0OKHOCTH
PYKOBOJIUTENSI OpraHU3aIluH, PYKOBOJIUTENSI OpraHU3alluy,



BBIJAIOIIEN JeJlia MoJydyawinen maena
Pacuiudposka Pacmudposka

(JIM4Has MOJIMUCH) MOJIUCH (JIM4Has MOJINKCH) MOIUCH
Briman pgena mo mnopyyeHHIO PYKOBOJACTBA

(HauMeHOBaHUE OpraHU3aLlN)
PykoBongurens BEJJOMCTBEHHOTO (uacTHOTO)
apXxuBa OpraHu3alnuu PacmudpoBka

(TuyHass TWOANUCH) MNOAMNUCH
JlaTta
[Ipunsn naena Mo NOPYYEHHUIO PYKOBOJICTBA

(HauMEeHOBaHHE OpPTraHHU3aIUH)

PykoBonurensp BEJIOMCTBEHHOTO (4acTHOTO)
apxuBa OopraHusaluu Pacmudponka
(ITudyHass MNONNHUCH) TMOIMNUCHU

Jlara
Jlena BO3BpAIlleHBI B IOJTHOM 00bEME U COXPAHHOCTHU
Cnan no nopy4eHHI0 pyKOBOACTBA OpraHU3aIuU-T10TydaTes

PykoBonutens BEJOMCTBEHHOTO (4acTHOTO)

apXuBa opraHu3aIuu Pacmudpopka
(TudyHasg TNTOANMUCH) TMOJANMHUCHU

JlaTa

[IpuHs nena mo mopy4eHuIo pyKoBOJICTBA, BBIJIABIIICH Jielia

PykoBonutens BEJOMCTBEHHOTO (4acTHOTO)

apXxuBa opraHu3anuu PacmudpoBka
(ITudHasi MNOJNMNHUCH) TMOIMHUCHU

JlaTa

®dopmat A4 (210X297)

IpunoxeHnwue 19

K [IpaBumam npueMa, XpaHEeHUs, yueTa

U HCHONb30BaAHUS JTOKYMEHTOB

HanuonansHoOTO APXUBHOTO boHma

u APYTHUX apXUBHBIX JTOKYMEHTOB

BCIOMCTBCHHBIMH U YaCTHBIMHA dpXHUBaAMHA

<I>opMa KHHWTH BBIIAYM JOKYMCHTOB U3 apXHWBOXPAaHHIIMAIIA



Ne Hata  ApxuBHeii Onuce Enununa Komy — Pacnucka Jlarta Pacnucka B [Ipumevane

Ne Bbimaun  org Ne Ne XpaHEHHs BBIIAHO B IIOJIy4YCHHH BO3BpaTa  BO3Bpare

n/ Ne

II

12 3 4 5 6 7 8 9 10
HUroro B roAy BBLAAHO M3 apxuBoxpaHuiuiga Ne

(umdppaMu M NPOMUCHIO)
€IMHULl XpaHEHUSI.

HaumenoBaHue JOIKHOCTH paboTHHUKa

COCTaBHUBIIETO HMTOTOBYIO 3amHCh Pacmmdposka
(JITMYHAsI TOJIMKUCH ) TOIMUCH

dopmar A4 (210X297)

[IpunoxeHnwue 20

K [IpaBumam npuema, XpaHECHHS, ydeTa

" HUCIOJIb30BAHHUS JTOKYMEHTOB

HanumonansHoTro APXUBHOTO bouna

51 APYyTHUX apXHBHBIX JTOKYMEHTOB

BCIOMCTBCHHBIMH U YaCTHBIMH dpXHUBaAMU

®dopMa THCTa HCIOIB30BaHNS JOKYMEHTOB

ApxuBHbiii pon1 No Onuce Neo Heno Ne
XapakTep
1 Komy BBIJJAHO: UCIOJb30BaHUS Homepa ITonnuce ]
aTa
damunus, (komupoBaHue, HCIIOJIB30BAaHHBIX HCIIOJIb30BaBLIETC
UCIIONB30BaHHs
WHHUIIHAJIbI BBIITHMCKA, MIpOCMOTP JHUCTOB JOKYMEHT
U APYTOE)

1 2 3 4 5



®dopmat A4 (210X297)

[IpumoxeHnune 21

K [IpaBuinam npuema, XpaHEHHU, yueTa
U MUCNMONb30BaHMUSI JOKYMEHTOB

HanuonansHOTO ApXHUBHOTO bouna

u APYyTHUX apXUBHBIX JOKYMEHTOB

BEJJOMCTBEHHBIMHU M YaCTHBIMH apXUBaMHU

dopmMa KapTEI-3aMECTUTENA CUHAIBI XPaHCHU

KAPTA-3AMECTUTEJIb EJl. XP.

BBIIAHO
H H H
oMep oMep oMep Komy Aata IHoanuce [ata Bo3Bpara Iloanuce
¢donna OTUCH e/l Xp. BBIJJaYH
®opmar A4 (210X297)
IpunoxeHnwue 22
K IIpaBunam npuema, XpaHEHUH, ydyeTa
41 HCIIOJIOb30OBAaHUA AJOKYMCHTOB
HaunuvonanrHoOTrO ApXUBHOTO bonma
151 APpYyTUX AapXUBHBIX JOKYMEHTOB

BCIOMCTBCHHBIMH U YaCTHBIMH dpXHUBaAMHU

dopma micTa OpOBEPKH HAIWIHWA M COCTOSHMA apXHABHBIX JOKYMEHTOB

Hanuuusa u cocrostHust 1okyMeHToB (onma Ne

(Ha3BaHUEC)
[IpoBepky npoBoaUIIH

Hanuune JOKYMCHTOB

BhISIBIICHBI TEXHUYCCKHE OIITHOKH

JJurtepuse [Iponyumennple HOMEpa, He
. Hpyrue, B pesyn
HOMEpa, HE OTpPaXKEHHbIE B OTPAKEHHBIE B  HTOrOBOH

. 4yero 00beM
Kon-Bo UTOrOBOM 3alIUCHU 3aIUCH
Homepa en. Xp.,
ONUCEH  YHCISLINXCS
HE  TEPEYHCIICHEI HE IEpPEYUCIIEHBI
1o o1mcH H € P "H e P ’ yBEJTHYUIICS
HO YUTCHBI B HO  yUYTE€HBl B YMCHBIITH
YYTEHHBIE YYTEHHBIE Ha
00neMe o0beme



POJIOKEHUE

Hamuune JOKYMCHTOB

Hucnurcs o UmeroTcs HE
Howmepa
OMHUCH B BKJIIOUYCHHBIC B
en. Xp., UmeeTcs B
pesyinbTaTe He 0Ka3alloch OIMCH (BpeMeHHBIE
BBIJAHHBIX  BO HaJlWdUU
yCTpaHEeHUs B HAJIMYUU mudp s
BpPEMEHHOE (oTIMCaHHBIX)
TEXHUUYECKHUX HeoOpaboTaHHBIX
MI0JIb30BaHME
OIINO0K em. Xp.)
9 10 11 12 13 14
IIPAOIKCHHUE
CocTostHIEe JOKYMEHTOB
Howmepa ex. xp., TpeOyromux:
Homepa
nepenjgera  BOCCTAHOBIEHUS ex. Xp.,
JEe3UH- JIe3UH- pecTaB- P Hpnmeuam
b U U 3aTyXalmux HCHUCIPABUMO
EKINU CeKLIUU pauuu
P MOAIINBKHU TEKCTOB NOBPEKACHHBIX
16 17 18 19 20 21 22 23 24

HUtoro wumMeeTcs B HaJWYUHM BKJIIOUCHHBIX M HE BKJIIYEHHBIX B OIHChH

en. Xp.
(mudpaMu ¥ MPOIUCHIO)
HaumenoBaHue
JOJIKHOCTEH paOOTHUKOB [Toanucu PacmudpoBka noanuceit

JlaTa

[Ipn npoBepke HaIM4Ms U COCTOSIHUSA ayJAHMOBU3YAJIbHBIX M MAaIIMHOYUTAEMBIX (
AJIEKTPOHHBIX ) JOKYMEHTOB BHOCSATCSI COOTBETCTBYIOIINE YTOUHEHUS
[IpumoxeHnue 23

K I[IpaBunam npuema, XpaHEHUH, yudeTra
u HCHNOJNb30BAHUS JOKYMEHTOB

HaununonansHOTO APXUBHOTO bouma

151 APYyTUX AapXUBHBIX JOKYMEHTOB

BCAOMCTBCHHBIMU N HaCTHBIMH apXUBAMU

®dopMma aKkTa OpOBEPKH HAMYINA U COCTOSHHUA apXUBHEIX JOKyMEHTOB



OdunumanpHOE HaAWMMEHOBAHHUE YTBepxkaar

OpraHu3aluu HaumeHnoBaHue MOJXKHOCTH
PYKOBOIUTENSA OpPTaHHU3AIUH
_____________ PacmudpoBka
(A1M4Has MOAMNHUCH) MOJAMNUCH
[ara

AKT Ne
MecToO COCTaBJIECHUI
I[IpoBepkw HaJIUYHUS u COCTOSIHU S e

(MOCTOSIHHOTO, BPEMEHHOT'O XPaHEHUSI, 10 TUYHOMY COCTaBY)
ApxuBHBI QoH Ne
Hactosimuii akT cocTaBjieH KOMHCCHEM B COCTaBE

(®UO npencenatesiss U 4YIEHOB
B CBS3U C

KOMUCCHU) (ocHOBaHUE: MJIAHOBAasi MPOBEPKA, MEpEeMEIICHUE e
Y TaK jajiee)
[IpoBepka npoBoagunace € no

[IpoBepkol yCTaHOBJIEHO, YTO:
1. Bcero uucaurcs mo omucaMm el , B TOM

(mudppaMu U TNPONMHUCHIO)
Yyucie, MO OMHUCAM JIeN, YTBEPKICHHBIM (COIIACOBAHHBIM)
(HauMeHOBaHUE MECTHOTO

UCMOJIHUTEJIBHOTO Oprana (pecnyOJMKaAaHCKOTO TOCYJIapCTBEHHOTO  apXuBa)

__________________________ nen.
(uudpamu u NPOMUCHIO)
2. Bcero He oOkaszajloch B HaJU4YUU 1ell, B TOM

(uudpaMu U MPOMUCHIO)
qucie, MO ONUCAM [IeJ, YTBEPKICHHBIM (COINIACOBAHHBIM)
(HaMMEeHOBaHHUE MECTHOTO

UCIIOJTHUTEIBHOTO  OpraHa (pecnmyOJMKaHCKOTO TOCYJapCTBEHHOTO  apXuBa)

_____________________ nen.
(undbpamu u NPOMUCHIO)
3. NUmeroT JATEPHBIE HOMEpa:

1) He ydTeHbl B WTOrOBBIX 3alHUCAX OMNHUCEH




(undppaMu U IPOMHUCHIO)

it S 1 ;
2) HE NEepEYUCICHHBIX, HO YUYTEHHBIX B HMTOTOBBIX 3alHCAX OMUCEHU
____________________________ nell.
(nudppamu 151 NPOMUCHIO)
4. [IponymeHno HOMEpPOB:

1) He ydTeHbl B WTOTOBBIX 3aMHUCAX OMUCEH

(uudppamMu U IPOMUCHIO)

it S a ;
2) HE NEepEYUCICHHBIX, HO YUYTEHHBIX B MTOTOBBIX 3alHCAX OMUCEHU
________________________ oed.
(uudppamu u NPOMUCHIO)
5. HenpaBuibHO pa3MeUIEHHBIX e, OTHOCSAIIUXCS K JIPYTMM apXUBHBIM
$¢oupgamg, nedn.
(nudppamu u NPOMUCHIO)
6. Oka3asoch B HAJIMYUU IO JTaHHOMY apXMBHOMY (GOHIY (BKJIIOUYEHHBIX B
omucu) Je.
(unudpamu u NPOMUCHIO)
7. UMeeTcsa He BKIIOYEHHBIX B OIIMCH €I Jed.

(uudppaMu U MPOMUCHIO)

8. Bcero mo nannoMmy apxuBHOMY (pOHIY (BKIIOUEHHBIX M HE BKJIIOUYEHHBIX

B ONHUCH [J€J) HUMEETCs B HaIU4YUHU nedn,
(uudpaMu U NPONMUCHIO)

u 3 H 1 X
1) tpebyromux ae3uHPEKIUU Ne;
(muppaMu W MPOMUCHIO)

2) TpeOyromux JIe3UHCEKIHU Ne;
(undbpaMu U NPOMHUCHIO)

3) TpeOywImMUX pecTaBpaluu Tet;
(uudbpaMu U NPONMUCHIO)

4) TpeOyromux MneperuieTa U MOAIMIUBKH ne;

(uudppaMu U NPOMUCHIO)
5) TpeOyroIMX BOCCTAHOBJIEHMS 3aTyXalOUIUX TEKCTOB
(undpaMu U IPOMUCHIO)

A C Jq ;
6) HEeHCIpaBUMO TOBPEKICHHBIX ne;
(mudppaMum M TPOMHUCHIO)
7) TpeOyromux TeXHUYECKOW o00paboTKH nen;

(muudbpaMu U TIPONMUCHIO)



8) BBLAAHO BO BPEMEHHOE MOJIL30BAHUE Jell.
(nudbpaMu U TPOMUCHIO)
9. OOmas xapakKTEpUCTHUKAa COCTOSHHUS H YyCIOBUUA XpaHEHUS

JOKYMCHTOB, OCHOBHBIC OTPpHLOATCIIBHBIC MABJICHHUA B COCTOAHHUU U YCIOBUAX
XpaHCHUA JOKYMCHTOB

[IpoBepky mnpoBoawnau (HauMeHOBaHUsS goxkHOocTer, DOUO paboTHUKOB
BEJJOMCTBEHHOT'0 (4aCTHOT'0) apX1UBa OPTraHU3ALINH).
[Tpunoxxenue: JINCThI IPOBEPKU HATUYUS U COCTOSIHUSA JI€]T HA 1. B 9K3. Ha

TrOCYJIapCTBEHHOM M PYCCKOM SI3bIKaX.
[Ipencenarens KOMHUCCUU Pacmudposka
(fTuyHasg TNOAMNHUCHL) MOJANUCHU

HUiieHsl KOMHCCHUU PacmudpoBku
(MTUYHBIE TOANMHUCHU) TOANMHUCEH

JlaTa

®dopmat A4 (210X297)

[IpunoxeHwue 24

K [IpaBunawm npuema, XpaHEHHUS, yueTa

U HCIMOTb30BaHHMS JTOKYMEHTOB

HanuonanwsHOTO APXHUBHOTO bouma

u APYyTHuX apXUBHBIX JOKYMEHTOB

BCAOMCTBCHHBIMU N HaCTHBIMH apXUBAMU

®dopmMa KapTOUKHU ydeTa HeOOHApYKEHHBIX apXUBHBIX JOKYMEHTOB
KAPTOUYKA YYETA HEOBHAPYXEHHBIX APXMUBHbBIX
JOKYMEHTOB

Donx Ne
B apxuBoxpanuinmuiie

(Ha3BaHUE apXUBOXPAHWIHIIIA)
Hassanue donna

JlaTa HeoOHaApYKEHUS] JOKYMEHTA

Koiu-Bo JIUCTOB (Bpems

Howmep onucu Howmep en. xp. 3aroyoBoK ex. Xp. Kpaiinue natet
3BYYaHHUsI, METPAXK)

(JidiieBasi CTOpoHa) ®opmat A6 (148 X 105)

OTMeTKa 0 X0/Ie PO3bICKa PesynbTaT po3bicka



(oGopoTHast CTOpOHA)

®opmar A6 (148 X 105)

[IpunoxeHnue 25

K [IpaBuizam npueMa, XpaHECHUS, ydyeTa
U UCIOJb30BAHHUS JOKYMCHTOB

HaunumonanwsHOTO ApXUBHOTO bouma

U APYyTHUX apX¥BHBIX JTOKYMECHTOB

BEJIOMCTBEHHBIMH U YaCTHBIMH apXHUBAMHU

dopma KHUTH ydeTa IOCTYIUICHHA ¥ BBIOBITHA JOKYMEHTOB

HaumenoBaHue
HazBanue u
Opra”Hu3anuu HaumenoBaHnue,
HOMED .
Ne JTarTa (cTpykTypHOTO HOMED u Jarta Kpaithue  pmater
ApXUBHOTO
Ne mocrymnenus WU ToJpa3IelIcHUs, JOKYMEHTA, o} ‘bp MOCTYIHUBIINX
oHJa OIHCH
1/ BHIOBITHS JIOJIKHOCTHOTO JUIEa, KOTOPOMY ’ WA BBIOBIBIIHX
. MOCTYMHUBIINX
M JIOKyMEHTa apxuBa), OT KOTOPOW MOCTYyMHIH HITH JIOKyMEHTOB
WM  BBIOBIBIINX
MOCTYMHJIM MJIW BBIOBUIM BBIOBUTH JJOKYMEHTBI
JIOKyMEHTOB
JIOKYMEHTBI
1 2 3 4 5 6
POJIOKEHUE
Heonucannsix
[MocTymnieHue OMUCAHHBIX TOKYMEHTOB BEIOBITHE OMTUCAHHBIX TOKYMCHTOB nen,
JIOKYMEHTOB,
JINCTOB IIpumeuanue
KonuuectBo nen KonuuectBo nen
BPEMEHHOTO0 1 O BPEMEHHOTO I O
MTOCTOSTHHOTO MMOCTOSIHHOT'O moc-  BBHI-
(cBBITIIE JTUYHOMY (cBBIIIE JTUIHOMY
XpaHeHUsA XpaHeHUsA Tynujao ObIIO
10 ner) COCTaBy 10 ner) cOCTaBy
7 8 9 10 11 12 13 14 15
HUroro B roJly MOCTYIIUJIO e IMHUILL

(uudppaMu ¥ MPOMUCHIO)
XpPaHEHHUS, B TOM YUCIE:
(mOKa3bIBAaIOTCA pa3AeibHO HUTOTOBBIE AaHHbIE mo rpadam 7, 8, 9, 13 kHurn);

BBIOBLIIO eAUHUIl ydera (+ JOKYMEHTOB, JIMCTOB),
(nudppammu u NPOMUCHIO)
B T O M Yy U CIae
(MoKa3bIBaIOTCA pa3/ieIbHO UTOTOBBIE AaHHbIE 10 Tpadam 10, 11, 12, 14 kaurn).
HaumenoBaHue MOJKHOCTH pabOTHHKA, Pacmudpopka
COCTaBUBIIETO HMTOTOBOK  TOJOBYI  3aIMCh MOJINUCHU

(JI4HAsI TOMMKCH)



PykoBoauTtenb BEIOMCTBEHHOTO (YacTHOTIO) Pacmmudposka

apxWBa OpraHu3aluu (Tu4yHasT MOAMHUCH) MOANUCHU
JlaTa

®dopmat A3 (297X420)

[IpumoxeHnue 26

K [IpaBunam npuemMa, XpaHEHUs, yueTra
U HCHOJb30BAHUS JOKYMEHTOB

HauumonanpHOTO ApXUBHOTO bouma

U IPpYyTrux apXHUBHBIX JTOKYMEHTOB

BCIOMCTBCHHBIMH U YaCTHBIMHA dpXHBaAMH

JIMCT-3ABEPUTEJIb TEJIA

®oaxg Ne Onuce Ne Heno Ne
B nmeno mnoammTo MW NPOHYMEPOBAHO auct  (0B),
B T O M Yy U CJae
JIUTEPHBIE NoNo JIUCTOB

IIPOIYLICHHBIE NeNe JUCTOB

IIPOHYMEPOBAHHBIE YHUCTHIE JIUCTHI

+ JHUCTOB BHYTpPEHHEMN OnucHu

Y4TeHO MTOKYMEHTOB B BHJI€ BJIOKECHUWA W TPUIOXKECHUM, HE MOJJICKAIUX
HyMepaluu

(pa3HOBUIHOCTH JJOKYMEHTOB M X KOJIUYECTBO)

Ocobennoctu ¢dbopmupoBaHusl, odopmieHus, ¢uzmueckoro COCTOSIHUS
U y4eTa JOKYMEHTOB Jeja

NeNe ucToB

1 2
1. Bpomrwops u apyrue nmevyaTHBIE U3naHusA
2 . JlucrtToBKH
3. Brpeskmnu u 3 raser
4 . OTEKDPpPBHTE KHTH
5. KounBeprTHs
6. Mapkmu MOYTOBEH €
7. Mapku repboBBHB €
8. Mtemnenu MOYTOBBIE u apyrue
9. CnenuuanbHbIE MOYTOBBIE OTMETKH
10. CyprydHsie, MacCTHUYHBIE nevyaTu
11. D®POTOOTOKYMEHTH
12. KapTsl, TUIAHBI, YepTEeKH u npyras Hay4YHO-TeXHHYECKas
JOKYMEHT aNH™us

13. Pucynku, rpaBIOPHI, aKkBapemnau
14. ABToTpads BHU JTHBIX HeaTeNnen
15. CKineeHHEBE e JTUCT BI
16. YTpara JacTH TUCTOB

17. Yracaroruii TEKCT



HauMenoBaHue IDOJIKHOCTH JHLA, PacmudpoBka
3aIOJTHUBILETO JIACT-3aBEPUTEID nena MOANUCH

(TMyHass MOJOMNUCH)
naTa
[Ipumeuanue:
1. nucT-3aBepUTENh COCTABISCTCS JUIsl ydyeTa KOJWYECTBa JIMCTOB B Jelie U
bukcauuu ocobeHHOCTEH 170'¢ HyMepaluu.
2. IMCT-3aBEPUTEIb COCTABIIAECTCS HA OTAEJIBHOM JIUCTE (JIMCTax) U MOJIILINBAETCS B
K O H I € oI € J a
3. B JHCTe-3aBEpUTENIC yKa3bIBaeTCs MUGpPaMH M MPOMHCHIO KOJTUYECTBO
IPOHYMEPOBAHHBIX JIMCTOB JieJla U OTAENbHO, Yepe3 3HaK "+" (IJI0Cc), KOIUYECTBO
JUCTOB BHYTpEHHEH onucu JTOKYMEHTOB nena.
4. B nucTe-3aBEpUTENIC OTMEYAIOT CIIeyIOIIHe OCOOEHHOCTH HyMepaluu,
oopmieHus 151 dbu3nueckoro COCTOSTHUSA JTOKYMEHTOB nena:
1) cpeacTBa mouTOBOrO OOpalieHus (MapKu BCEX BUIOB, KOHBEPTHI, OTKPBITKH,
OmaHKH, MITEMIECIIH, HITAaMMOBbI, MJIOMOBI);
2) nmevyarTu u U X OTTUCKH;
3) aBTOrpadbl BUIHBIX TOCYAApPCTBEHHBIX U OOIIECTBEHHBIX JEATENICH, neaTenei

HayKH, TEXHUKH u KYJAbTYPH;
4) GOTOMTOKYMEHTH ;

5) PUCYHKH, TPaBIOPHI " aKBapenu,

6) KpynHodoOpMaTHEIE JTOKYMEHTHI;

7) CKJIE€EHHBIE JIUCTHI, TMOBPEXKIAECHUS JTOKYMEHTOB;
8) NuCTBI € HakJeeHHbIMU QoTorpadusiMu, JAOKYMEHTaMHU;
9) KOHBEPTHI C BIOKEHUSIMH U KOJIMYECTBO BIOKEHHBIX B HUX JUCTOB (IIPEAMETOB)

10) 1OKyMEHTBI, UMEIOIINE CAMOCTOATEILHYIO HyMepamuo (B TOM YHUCIIE U
tunorpadckue  MaTepuanbl), ©  KOJUYECTBO WX JIUCTOB  (CTpaHHUI).
5. eciu Ha OJTHOM JIMCTE JieJla UMEeTCs HECKOJIBKO 0COOEHHOCTEN O(popMIIeHHUS
JOKYMEHTa, TO B rpade 2 nucra-3aBepuTeNss MPOCTABISETCS HOMEP 3TOrO JIMCTa
NpOTHUB KaxXao0u NO3UIIUU rpad sl 1.
6. eciu B JIOKYMEHTE Ha OJIHOM JIMCT€ MMEETCS HECKOJIbKO MapOK M HHBIX
MaTepuanaoB, TO B rpade 2 B CKOOKax MOCJe HOMEpa JINCTA JieJia YKa3bIBaeTCsl MX

KOJHWYUYE€CTBO
7. ecnu B Jielie UMEIOTCS MPEIMEThI, HyMepalusi KOTOPhIX HEBO3MOXKHA U3-3a
ocoOeHHOCTEN MaTepualia, U3 KOTOPOTrO OHU HCIOJHEHBI (CTEKJIO0, MeTall, TKaHb U
Ipyrue), To B rpade 2 yKa3bpIBalOTCS HOMEpA JINCTOB, MEXKY KOTOPHIMU HAXOJIUTCS
JaHHB U npeamMeTr.
8. Bce MocHeayolue U3MEHEHUS B COCTABE U COCTOSIHUM Jieia (MOBpEeXIACHUE,



3aMEHa TMOJJMHHBIX JOKYMEHTOB KOMHSIMH, NMPHUCOCAUHEHHE HOBBIX JTOKYMEHTOB)
OTMEYAIOTCSI B JIUCTE-3aBEPUTENIE CO CCBUIKOM HA COOTBETCTBYIOIIMH AaKT.
9. nucT-3aBepuTeab HE HyMEPYETCs

®opmar A4 (210X297)

[IpumoxeHnue 27

K [TpaBunam npueMma, XpaHEeHu4, ydyeTa
U UCNONb30BaHHUSI JOKYMEHTOB

HanuonansHOTO ApXHUBHOTO boHna

u APYyTHUX apXUBHBIX JOKYMEHTOB

BCIOMCTBCHHBIMH U YaCTHBIMHA dpXHBaAMH

®dopma macnopra BEJOMCTBEHHOT'O (JaCTHOI'0) apXHBa OpraHU3aIiH,
XPaHAIIEro HayIHO-TEXHHIECKYIO TOKYMEHTAITHIO

Komy mnpencrasnsgercs

(obpunuanpHOE HaMMEHOBAHHE TOCYJIAPCTBEHHOTO apXHBa
M €ro MOYTOBBIU ajapec)
Kem mnpencrasnsercs

(opuumanbHOE HAaMMEHOBAHHE OTUUTHIBAIOIICHCS
OpraHU3alWU W €ro MOYTOBBINM anpec)

(opma cOOCTBEHHOCTH OTUUTHIBAIOLIEHCS] OPraHU3AIIN)

I A C I O P T

apXuBa  OpTaHW3aAlMH, XPaHSIIMIEr0 HAayYHO-TEXHUYECKYI0  JOKYMEHTAIHIO,
Ha 1 mexabps rojaa

1. Obmue cBeaeHus

No KonunuecTBo equHuL XpaHeHUs]

n/ Ilokazarenu KpallHUE AaThbl XpaHUTCH cBEpX YCTaHOBIIE)

1 peere HayaJlbHas KOHEYHast (moroBopHOr0) Cpoka

1 2 3 4 5 6

Hayuno-
HCCIIEeI0BaTENIbCKAas
Koncrpykropckas
TexHonoruueckas
[IpoextHas
[Ipouue BuabI
Bcero

2. HayuyHo-TexHnueckas JTOKyMEHTAaIL U, OTHECECHHAas

K cocTaBy HarmonansHOTO apXuBHOTO (POHIA

KomuuectBo CAVHUI XpaHCHU



KonuuecTBO Kpaiinue gatot KpalHue J1aThbl
i XpaHUTCS
Ne nepevyHen
0/ IIPOEKTOB, CBEpX
- CTaHOB-
0 Tlokasatenm npobiem, Hay9HO BHECEHHBIX y
TeXHUYECKas B OMICH JICHHOTO
Hayalb-  KOHEY- Hayaib- KOHEY- -
JOKYMEHTAIUs o (morosop
Has Hasi Hasi Hast
KOTOPBIM MOJJIEKUT HOTO)
nepengave Ha CpoKa
rocyJapCTBEHHOE
XpaHCHHE
1 2 3 4 5 6 7 8 9
Hayuno-
HCcCcIenoBa-
TeIbCKas
KoncTpyk-
TOpCKast
TexHonoru-
yeckas
IIpoexTHast
IIpoune Buab!
Bcero
3. YrpaBieHuecKkass JOKyMEHTaus
KomnuectBo CANHUIL XpaHCHU
W3 HUX BHECEHO B  OIUCH,
YTBEpKICHHBIC (cornmacoBaHHBIC)

KpaiHuE 1aThbl
n/ Iloka3zarenu

OIIK MecTHOTO

WCIIOJIHUTENBbHOro XPaHUTCA CBCPX

BCEro opraHa (pecnyOnukanckoro YCTaHOBICHHOTO
n
roCyJJapCTBEHHOTO apXUBa) (morosopnoro)
. cpoka
KpaifHue 1aThl
HadajbHas KOHEYHas  BCEro
HavallbHast KOHEYHast
1 2 3 4 5 6 7 8 9
| IIoctossHHOTO
XpaHCHHS
) ITo JIMYHOMY
COCTaBy
3. Kazpsr
YcnoBus XpaHEHUS ITOKYMECHTOB
(HyXHOE NOAYEPKHYTH)
ApPXUBOXpaHHUIHUILA: ecTb, HeT;
cyxoe, chipoe; cBETIOE, TEMHOE
Konnuecrso OTonneHue: LHEHTpalbHOE, neyHoe,
Nem/m  Buner apxuBoB MTAaTHBIX OTCYTCTBYET
pabOTHHKOB CTenmaxu: MeTallllndecKue,
1 2 3 JIepEBsHHBIE, KOMOMHHpPOBaHHEIE, HET
| HayuHo-TexHUYEeCKOi Mxadwr: ACPEBAHHBIE,
JIOKYMeHTAIHH MeTajllHuYeCKHe; HeT
. Curnanuzanus: MmoXKapHas: ecTh,
YrupaBieHYECKOM
2 H € T ;
JTIOKYMEHTAITUHN
OXpaHHAaSA: e€CTh, HET



UuTanbHBIU 3amd: €CTh, HET
TemmepaTypHO-BIaXXHOCTHBIN PEXKUM:
coOrogaeTcs, He COOJII0IaeTCs

HaumenoBaHnue JONXHOCTH
PYKOBOJIMUTEIS OpraHu3anuu Pacmudposka

(Iu4yHass NONNHCH) MNOJNMNHUCH
Ji| a T a

(bamuust v TesieOH UCTIOTHUTEIIS)
®opmat A3 (297x420)
[TpunoxeHnwue 28
K [IpaBunawm npuema, XpaHEeHUus, yueTa
u MCNMONb30BAHMUS JOKYMEHTOB
HaunumonansHoro APXUBHOTO bonnma
u APYyTHUX apXUBHBIX JTOKYMEHTOB
BEJIOMCTBEHHBIMH M YACTHBIMH apXUBAMHU

dopma macnopTa apXuBa OpraHM3aINH,
XPaHAIIIEro 31eKTPOHHBIE JOKYMEHTEI

Komy mnpencrasnsiercs

(opunuanbHOE HAaMMEHOBAHUE T'OCYJAapCTBEHHOTO apXHWBa U
€ro NOYTOBBIUA ajapec)
Kem mnpencrasnsercs

(opunuanbHOC HAaMMEHOBAHUE OTYUTHIBAIOIICHCS
OpraHuM3alMu U €ro MOYTOBBIM ajpec)

(dopma cOOCTBEHHOCTH OTUMUTHIBAIOIIEHCS OPraHU3AIIH )

I A CIIT O P T

apxuBa opraHu3alnuu, XPaHsIIEeTO AIIEKTPOHHBIE JOKYMEHTHI,
Ha 1 nexalps roja

1. CBenenust 00 AIEKTPOHHBIX TOKyMEHTaX

CaeneHus 00 3JIEKTPOHHBIX JOKYMEHTaX

KonuuectBo i
065eM KOJIUYECTBO 06nen KpaifHue 1aThl
Ne crnenuduuecKknx . eNHMHHII
ITokazarenu 3aMucaHHoOM 3aIMMCAHHOIM
n/m WH(OPMAIIOHHEIX o XpaHeHH
HH(pOpMannu “HpOpMaLUHI
pecypcos 3EKTPOHHBIX dop HavajbHAs  KOHCYHAsS
(M6T)
JIOKYMEHTOB
1 2 3 4 5 6 7 8

2. Kanapsl



Ycnosus XpaHeHUus JOKYMEHTOB

(HyxHOE MONYEPKHYTH)
ApXUBOXpAaHUJIHUIIA: eCTh, HET;
cyxoe, CBIpOE; cBeTIIOE, TEMHOE
Konnuecrso OTomIcHHE: IeHTpaNbHOE, nevHoe,
Nem/m  Bupas! apxuBOB M TaTHBIX OTCYyTCTBYET
paboTHuKOB Crennaxu: MeTalTHYecKHe,
1 2 3 JIEpEBSAHHBIC, KOMOWHHPOBaHHEIE, HET
| DeKTpOHHbBIE Mlxadsr: JCpECBIHHBIC,
JOKYMEHTHI MeTallHUYECKHUE, HET
CurHanu3anus: MmoXapHas: eCTh,
H ¢ T ;
OXpaHHAaSA: €CcTh, HET
YUurtanbHBIHU 3al: €CTh, HET
TemmepaTypHO-BIaXXHOCTHBIN pEXKUM:
coOJIoIaeTCs, He COOMIoaaeTCs
HaumMeHnoBaHnue JONXHOCTH
PYKOBOIUTEISA OpraHu3aluu PacmudpoBka

(1uyHass NONNHUCH) MNOJNMUCH
Jil| a T a

(bamuust 1 TesteOH UCTIOTHUTEIIS )
®opmat A3 (297x420)
[IpunoxeHnuwue 29
K [IpaBumam npuema, XpaHCHHS, ydeTa
u MCNMONb30BaAHMUS JTOKYMEHTOB
HaunumonanwsHOTO ApXUBHOTO bouma
U APYyTHUX apXUBHBIX JTOKYMEHTOB
BEJIOMCTBEHHBIMH 1 YaCTHBIMH apXUBAMHU

dopMa macmopTa apXHuBa OpraHU3AIINH,
XPaHAIIETO ayTHOBH3YAIBHYIO JOKYMEHTAIIHIO

Komy mnpencraBnsercs

(o¢uimanbHOE HaMMEHOBAHUE TOCYJApCTBEHHOrO apXuBa M €ro
MOYTOBBIU amppec)
Kem mpencraBnsercs

(opunuanpHOE HAUMEHOBAHUE OTUYMUTHIBAIOUICHCS OpraHu3aluud U
€ro MOYTOBBIH anpec)

(dbopma coOCTBEHHOCTH OTUYMTHIBAIOIIEHCS OPraHU3AIIH )



I A CII O P T

apxuBa  OpraHu3allu,  XpaHAIIEro  ayJuOBU3yaJbHYIO  JOKYMEHTAlHIO,
Ha | mexabps rojaa

1. KuHogoxyMeHTbI

KommgecTBo CAUHNL XpPaHCHUA

us3 HUX BHCCCHO B OIIUCH,

YTBEPKACHHBIC (corylacoBaHHbBIE)
o o
Ne KpaiHue 1aTel OIIK MecTHOro HCHONHHTENTbHOTro XPaHHUTCA CBEpX
n/ Iloxasatem BCEro opraHa (pecmybmmkanckoro YCTaHOBJICHHOTO
1 roCyIapCTBEHHOT'O apXH1Ba) (morosopHOro)
. Cpoka
KpaiHHe J1aThl
HayaJlbHas KOHEYHas  BCEro
HavaJbHast KOHEUHast
1 2 3 4 5 6 7 8 9
1 Ha35-mm nnenke
2 Ha 16-mM nieHke
2. ®OTOAOKYMEHTHI
KonmyecTBo eMHNIT XpaHEHHS
W3 HHX BHECEHO B OIUCH,
YTBEp)KACHHBIC (COTJIACOBAHHEIC)
o ~
Ne KpallHue JaTbl OITK MeCTHOro UCIOJHUTENILHOro XPaHuTCA CBCpPX
n/ |lokasaremn BCEro oprasa (pecrybnukanckoro YCTaHOBICHHOTO
1 rocy1apCTBEHHOIO apX1Ba) (morosopHoro)
N Cpoka
KpaiHHe 1aThl
HavyaJbHas KOHEYHas BCEro
HayajJbHas KOHEYHas
1 2 3 4 5 6 7 8 9
YepHO-
Oeble
1 Herarusbl
LBET-
HBIE
[To3utuBsl YEepHO-
Ha  IJIeHKe, Oelble
, | AHANO3HTHEHL
(cnmaitbr)
I[BETHBIC
3 ®orooTneyaTKn
KOJIH-
YeCTBO
alb-
6oMOB
4  ®oToanbO0MBI
KOJIH-
4eCTBO
CHUM-
KOB

W

. DOHONOKYMEHTBI

KommaectBo equHAI XpaHEHUS



Ne
mn/ KpalHue 1aThbl
o Iloxa3zaremn
BCETO
HadaJIbHAsg KOHEYHas

1 2 3 4 5
| MarsauTHBIC

3aITHCHU
) I'pammodonnbIe

3aIUCU

3anucu Ha
3 apyrux

HOCHUTEIAX

4. BuieoqOKyMeHTBI

KomnnuectBo CANHUIL XpaHCHU

o KpaiHuE 1aThbl
rn/ Tloka3zarenu
BCETO
I
HavaJlbHasg KOHEYHas
1 2 3 4 5
1
2
5. Kazpser
KonuuectBO
Nem/m  Bunsl apxuBOB MITAaTHBIX
paboOTHHKOB
1 2 3
1 DunsMoTEKH
2 dororexu
3 doHoTEKH
4 Buneorexkn
HaummMenoBanue
PYKOBOAUTEISA Opra’Hu3anuu

U3 HUX BHECEHO B  OINCH,
YTBEPKACHHBIC (coryracoBaHHBIC)
XpaHUTCS CBEpX
OIIK  MecTHOro HCIOJHHUTEIBHOTO
YCTaHOBJICHHOT'O
opraHa (pecmyOimKaHCKOTO
(moroBOpPHOTO)
rOCYAapCTBEHHOTO apXUBa
yaap pxuBa) cpoxa
KpaliHue JaThbl
BCETO
HavyaJabHas KOHEYHAas
6 7 8 9
W3 HUX BHECEHO B  OINCH,
YTBEpKICHHBIC (cornmacoBaHHBIC)
OIIK MecTHOro HCHOJHHTENIbHOro XPaHHTCA CBEpX
oprana (pecnyOnukanckoro YCTaHOBJICHHOTO
roCyIapCTBEHHOTO apXHBa) (morosopHoTO)
. CpoKa
KpaiHHe 1aThl
BCETO
HayvaJlbHaA KOHCYHaA
6 7 8 9
YcnoBus XpaHEeHUs JOKYMEHTOB
(myxHOE MONUYEPKHYTH)
ApPXHBOXpaHHININIA: ecTh, HET;
cyxoe, CBIpOE; CBETJIOE, TEMHOE
Oromnienue: HeHTpalbHOe, nevHoe,
OTCYTCTBYET
Crennaxu: MeTallInyecKue,
JepeBsSIHHBIE, KOMOWHUPOBaHHEIE, HET
Mxads: NEpEeBsSIHHBIE,
METAaNINUYECKHE; HET
Curnanusanus: MoXKapHas: €cTh,
H e T ;
OXpaHHas: ecTh, HET
UuTtanbHbIU 3am: €CcTh, HET
TeMnepaTypHO-BIXKHOCTHBIN peXuM:

coOaromaeTcs, He COOIIoaaeTCst
JOIXHOCTH
PacmudpoBka

(Iu4yHass NONNHCH) MNOJNMNHUCH



(bamunms u TenedoH UCTIOTHUTETIS)
®dopmat A3 (297x420)
[IpumoxeHnue 30
K [IpaBunam npuema, XpaHEHHUS,
u UCTONb30BAHUS JTOKYMEHTOB
HanuonansHoTO ApXHUBHOTO bouma
U OAPYTHUX apXUBHBIX JTOKYMEHTOB
BEJIOMCTBEHHBIMH M YACTHBIMH apXUBaAMU

yueTa

®dopma macnopra BEJOMCTBEHHOT'O (JaCTHOI'0) apXHBa OpraHU3aIiH,

XPaHAMIETO YIPABICHIECKYIO JOKYMEHTAIIHIO

Komy mnpencraBnsiercs

(O(i)I/II_II/IaJIBHOG HAMMCHOBAHHUC TOCYAAapCTBCHHOI'O apXHBa

U €ro NOUYTOBBIU ajapec)

Kem mnpencrasisiercs

(opunmanbHOE HAaMMEHOBAHHE OTYHMTHIBAIOIICHCS

OpraHMU3allMU U €ro MOYTOBBIM ajJpec)

(opma cOOCTBEHHOCTH OTUUTHIBAIOLIEHCS] OPraHU3AIIN)
I A C I O P T

apXxuBa  OpraHU3alluH, XPaHSIWIETO  YOPaBIECHYECKYIO JTOKYMEHTALUIO,
Ha 1 mexabps rojaa
1. O6mue cBeaeHus
IInomans
KonunuecTBoO 3arpyKeHHOCTh ApXUBOXPAHMIIHIIL B
Ne ni/n apXHUBOXPAHUIIHII B
apXHUBHBIX (DOHIOB MPOLIEHTaX
KBaJ[PaTHBIX METPAx
1 2 3 4
2. CBeneHus 0 TOKyMEHTaxX
KonuuecTBo eAMHUIl XpaHEHUS
KpaifHue IaThl U3  HHX  BHECEHO B
OTIHCH, yTBEPIKIEHHBIE
(cornmacoBaHHBIE) 3IIK
MECTHOTO XpaHUTCA
Ne HCIIOJHUTEABHOTO cBEpX
1/ Iokasarenn cero oOprana YyCTaHOBJEH-  o0Opasyercs
BCET"
H HavyalbHasg  KOHEYHas (pecnybankanckoro HOTO B oA iex
rocyaIapCTBEHHOTO (10rOBOPHOTO)
apxuBa) cpoka

KpallHue 1aThl

BCCTO



1 2

| IlocTossHHOTO
XpaHCHHUS

) ITo JIUYHOMY
COCTaBy

3. Kagpsr

Nen/m  KonndecTBo mTaTHBIX paOOTHUKOB

HaumMenoBaHue

PYKOBOJUTEIS

Jil| a T

OpraHu3anunuu

HayaJlbHas1A KOHCYHasa

7 8 9 10
Ycnosus XpaHEeHUs JOKYMEHTOB
(HyxHOE NOJUEPKHYTH)
ApXUBOXpaHUIHUILA: eCTh, HET;
cyxoe, CBIpOE; CBETIOE, TEMHOE
OTonneHnue: LEHTpPAJbHOE, MEeYHOE,
OTCYyTCTBYET
Crennaxu: METaJlInYeCKue,
JIepeBsIHHEIE, KOMOHWHUPOBaHHBIE, HET
HMlxadws: JepeBsHHBIE,
MeTallUu4YeCcCKUue; HET
Cur"anusanus: MmoKapHas: €CcTb,
H € T ;
OXpaHHafA: €CTh, HET
YUurtanabHBIHU 3al: €CTh, HET
TeMnepaTypHO-BJIa)KHOCTHBIN peXKUM:

coburofaeTcs, He COOII0aeTes

JOJIXKXHOCTH
Pacmudposka
(1uuyHass NONNHUCH) MNONMUCH

(bamunms u TenedoH UCTIOTHUTETIS)
®dopmat A3 (297x420)

IpunoxeHnwue 31

K [IpaBunawm npuema, XpaHEHHUS, yueTa
u MCHOJNb30BAHUS JOKYMEHTOB

HanuonansHoro ApXHUBHOTO bouma

U IPpYyTrux apXHUBHBIX JTOKYMEHTOB

BCIOMCTBCHHBIMH U YaCTHBIMHA dpXHBaAMHA

®opMa HHBEHTapHOH KHUTH y9€Ta HAyTHO-TEXHHIECCKOMN TOKYMEHTAUH

NaBen-
. Harta

TapHBIN

CO37aHus
HOMED

€ TN HHIIBI
e IMHUIIBI

ydera
ydera
1 2

O6o3Ha-
YeHHE
e TN HUIBI
ydeTa

3

KommaecTBo
JINCTOB

Do

Hanmeno-
ITognuces o
BaHUE Kewm
pMaT npueMKe [Ipumedanue
€ IUHHUIBI BBIYILLIEH
JIOKyMEHTOB
ydera

6 7 8 9



Uroro B rojly MOCTYHHIO eMHUI] y4YeTa.
(urdpamMu ¥ MPOMHUCHIO)

HanMeHoBaHue MOMKHOCTH pPabOTHHKA, PacmudpoBka

COCTaBUBIIET0 HMTOTOBOIO T'OJOBYIO  3aIMCh MOJIMUCHU
(JIM4HAsI TOMIMKCH)

PykoBonutenb BeIOMCTBEHHOTO (4acTHOTO) Pacmndposka

apXxWBa OpraHu3aluu (TM4yHasT MOANKUCH) MOANUCHU

Jlara

®dopmat A3 (297X420)

[IpunoxeHnwue 32

K [IpaBumam npuemMa, XpaHEeHUs, yueTa

u MCHOJb30BAHUA JOKYMEHTOB

HauumonansHOTO ApXUBHOTO bouma

u OAPpYyrux apXHUBHBIX JOKYMEHTOB

BCIOMCTBCHHBIMH U YaCTHBIMH dpXHUBaAMHU

dopmMa KapTOUIKH PErUCTPAUH HAYTHO-TEXHHICCKON JOKyMEHTANHA

JluneBast cropoHa

Howmep xommiexca Howmep oOnexra
[udp odbekTa

HanmeHnoBaHune komiiekca

HanmenoBanne o0bekTa

Craaus npoexTa

I'ox pazpaboTku

Ortaen-pa3paboTyuK

['maBHBII UHXKEHED IPOEKTA

TexHonmornyeckas opraHu3anus

ITpumeuanue

O6opoTHas cTopoHa

Tara HNuBeHTapHbBIH Mapxka un KonuuectBo MecTo
HOMeEp HOMEpa JIUCTOB  JIMCTOB XpaHeHHs
1 2 3 4 5
®dopmat AS (148X210)
IpunoxeHnwue 33
K HpaBI/IJ'IaM nmpuemMma, XpaHCHUA, yduc€Ta
151 HCIIOIBb30BaHUA JOKYMCHTOB
HanuonanpHOTO APXHUBHOTO (1)0H,Ha
151 APYyTHUX AapXUBHBIX JOKYMEHTOB

BCIOMCTBCHHBIMH U YaCTHBIMHA dpXHBaAMHU



®dopmMa HHBEHTapHOH KHUTH yIeTa
HAY9IHO-HCCIEN0BATENHCKOH JOKYMEHTAIIUH

No HowMmep
JdarTa Haumenosanue .
n/ ObGo3HavyeHue Oran rocyaapCcTBEHHOH PazpaboTunk
TIOCTYIIICHUA HOMED TEMBI
I perucrpanuu
12 3 4 5 6 7
MPOAOJKEHUE
PYKOBOHHTeHL\, KonnuecTBo KoauuecTtBoO n HOMCED OTMeTKa
(oTBeTCTBEHHBIH IIpumeuanue
JINCTOB SK3CeMILJIgpa BBIOBITHH
HCTIOJTHUTEID)
8 9 10 11 12
Utoro B _ TOAoy MOCTYIIUJIO €UHUII
(uudppaMu U MPONMUCHIO)
XpaHEeHHs, BBIOBLIIO €IMHHUIL XpaHEeHUs.
(mmdpaMu U MPOMHUCHIO)
HaunmenoBanue noJKHOCTH pPabOTHHKA, PacmudpoBka
COCTAaBHMBIIETO HWTOTOBOK TOJOBYI  3aIlHCh MOJIMUCHU
(JI4HAsI TOMTKCH)
PykoBonutenb BEIOMCTBEHHOI'O (4acTHOTO) Pacmndposka
apXxWBa OpraHu3aluu (TM4yHasT MOANKCH) MOANUCHU
Jara
®opmat A3 (297X420)
IpunoxeHnwue 34
K [IpaBunam npuemMa, XpaHEeHUus, ydeTa
u HCHOJNb30BAHUA JOKYMEHTOB
HauunonansHOTO APpXUBHOTO bonma
u OAPpYyrux apXHUBHBIX JOKYMEHTOB

BCIOMCTBCHHBIMH U YaCTHBIMH dpXHUBaAMU

®dopma KypHaiia peruCTpaIii 3asIBOK Ha BHIAATY
MaTeHTa Ha U300peTeHne



Ne Jlata nocTymjieHus Bxoasmuii Homep Homep rocyJapCTBEHHOU Ha3BaHue

Crpana

/T 3asIBJICHUS 3aBJICHUA perucTpauu n300peTeHNs
1 2 3 4 5 6
IIPOJOIKCHHUC

ITaTeHTHBIH Anpec, tenedoH, Cymma, orate
ABTOpEI 3asBUTEND N Oxcnept NOWJIWHBI, Jara U I

ITOBEPEHHBIH daxc

TUTATEKHOTO JOKYMEHTA

7 8 9 10 11 12
®opmar A4 (210X297)
[IpunoxeHnuwue 35
K HpaBI/IHaM npuema, XPaHCHHUA, yY4ucTa
41 HCIIOJIOb30OBAaHUA AJOKYMCHTOB
HanuonanpHOTO APXHUBHOTO (1)OH,ZIa
151 APYyTrux apXHUBHBIX JOKYMEHTOB

BCIOMCTBCHHBIMH U YaCTHBIMH dpXHUBaAMHA
dopma yaeTHOM KapTOIKH €IUHHIE YI€Ta YJIEKTPOHHBIX JOKYMEHTOB

JUIEBasi CTOPOHA KapTOUKH

HauMmenoBaHue OTMeTKa 0 HAaJIU4YUH
OpraHHU3alNH, oT 3arojao0BOK Homep emuHUIBI KOMUH JOKyMEHTOB Ha JlaTa
KOTOpOH MOCTYIHIIN STUHHIEI yIeTa XpaHeHHS SIEKTPOHHBIX HOCHUTEIAX MOCTYIUICHHS
JTIOKYMEHTHI nH(pOpMaIUU

KonnuectBo 3amuceir jgua JlaTa

®dopmar Bug nocurens O6bem B MOaiiT
0a3bl JaHHBIX CO3JIaHUs
IToanuce
Cpok xpaHeHHs Mecto xpaHeHus IMpumevanus muna,
BHECILETO
3aIich
000pOTHasE CTOPOHA KapTOUKH
IMongnucse
B 0 H H
e PaboTh) OMED akta Hogriit O6beM B B u 1 oMepa aiuna,
(mepesamnmucs, nepes3anucu n [lara . eIMHUI
dhopmat MoOaliT HOCHTEJS BHECIIETO
MUTPALH) MUTPALIH XpaHEHUS
3aIich
®opmat AS (148X210)
[TpunoxeHnwue 36
K [IpaBumam npuemMma, XpaHEHUH, ydyeTa

n HCIIOIBb30BaHHUA AJOKYMCHTORB



HanumonanpHoro APXUBHOTO bouna
U APYyTrux apXHUBHBIX JOKYMEHTOB
BEIOMCTBEHHBIMU U YACTHBIMU apXUBAMHU

dopMa akTa 0 MUTPAITMH M IEPE3AKUCH IIEKTPOHHBIX JOKYMEHTOB

OdbunumanrHOEC HaWMMEHOBAaHHE YTBepxagaio
OpraHu3aluu HauMeHnoBaHHE MOJKHOCTHU

PYKOBOJIUTEJNS OpraHU3AUUHU
PacmudpoBka nmoanucu
(TuuyHass MOJAMNUCH)

Jlara
AKTNe

MecToO COCTaAaBIEHUSI
O Murpanuu u nepe3anucu 3JIEeKTPOHHBIX JIOKYMEHTOB

CBoHast OITUCH ei1 Ne Enununa yuera Ne

1 2

XapaKTepI/ICTI/IKa QJICKTPOHHBIX JOKYMCHTOB A0 HepCBaHI/ICI/I/MI/IFpaHI/II/II

dopmar  , oO6veMm (MOaiir), KoJinuecTBO U NeNe eTMHMI] XpaHEHHUS
XapakTepuCTUKa SJEKTPOHHBIX JOKYMEHTOB ITOCJIE TEepe3aliuCcH/MUTPAIIAHN:
dopmar  , oobem (MOaiiT), kosnmdecTBO U NeNe e TMHUIl XpaHEHUS
PabdorTy BHITIOJNHUIHU:
HanmeHnoBanus JNOJIKHOCTEN PacmudpoBku

(JIMYHBIC TOATUCH) MOMUCEN
Paboty nmpunsin:

PykoBoauTenp BEJIOMCTBEHHOTO WU YaCTHOTO
apXuBa OpraHHU3aluu PacmudpoBka
(TuYyHasg MOANMUCH) MOANUCH
Jlara
NU3meHeHUs B yUYeTHBIE JOKYMEHTBHI BHECEHEI
HauMmMeHoBaHHUSA JOJIXHOCTH
JINIa, BHECIIECTO0 HW3MCHEHMUS PacmndpoBka
(Tu4HaAsT MOAMHUCH) MOJAMUCH
JlaTta

dopmar Ad (210X297)



[IpunoxeHnwue 37

K [IpaBumam npuemMa, XpaHEeHUs, yueTa
u HCHOJNb30BAHUA JOKYMEHTOB
HanuonansHoOro ApXHUBHOTO boHpga
U APYyTHUX apXHUBHBIX JOKYMEHTOB
BEJIOMCTBEHHBIMH M YACTHBIMH apXUBaAMU
®opma apXuBHOI CIIpaBKHA

(Ha3zBaHue apxuBa) (IOYTOBBIA UHJIECKC, aApec, TenedoH, dakc)
APXHUBHAS CITPABKA

_ Ne Anpecar
Ha Ne oT
OcHoBanue:
JupekTop apxuBa IMOAIIUCH PacmudpoBka moamnucu
Ucnonuurens MOJMHUCH PacmudpoBka monnucu
ITeuats

®dopmat A4 (210X297)
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