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3.2. DopmMyampoBaHMe coaepxaHnsa pasnesoB YkaszaHui (OBLLIMX NOSJ0XKEHWNN)

4. MNoarotoBka Cnuncka cokpalleHun, YKa3saTensa BUOO0B JOKYMEHTOB

5. NopAnok paccMOTpeHUs, CoraiacoBaHUAa U YTBEPXKAEHUA NepevyHen JOKYMEHTOB

6. icnonb3oBaHue bJ]1 «CoCTaB 1 CPOKU XPaHEHNA OOKYMeEHTOB, 06pa3yloLinxcs B
0eATe/IbHOCTY OpraHusaunm» ana pa3paboTkm nepeyHen JOKYMEHTOB

MpunoxeHue:

1. CNnCoOK NCTOYHMNKOB

2. CxeMa 3TanoB pa3paboTkm nepeyHs AOKYMEHTOB

3. MMpumepHasa CxeMa NOCTPOEHUS NepeyHa JOKYMEHTOB

4. MpuMepHbIN COCTAaB 3BEHbLEB NepeyHs JOKYMEHTOB

L omeios Me@TOLUYECKUe peKOMeHAaUMm Nno NoaroToBKke nepevyHen AO0KyMeHTOB, obpa3

1. ObLMue nono>xeHus

1.1. JokyMeHTMpPOBaHME ynpaBJieHNna BCeMU chepamMmmn aeaTeslbHOCT TpebyeT B COBPEMEHHbII
rnepuopg CTPOroro CUCTEMHOIo MNOAXoAa K HopMaTUBHO-MeToAnYeckon 6a3e, obecnevynBatoLlen
€ro oCyLlecTBJIEHME.

MoNoXXEeHNsI 3aKOHOB, YKA30B, MOCTAHOBJIEHUA pPACKPbLIBAOTCA MpaBulamMu, WHCTPYKLUUSMU,
yKa3aHuaMU, pernameHTamMmn u opyruMmm 4OKyMeHTamu.

LleHTpanbHOEe MeCcTo B COCTaBe HOPMATMBHbLIX M METOANYECKUX OOKYMEHTOB MO OnpeaesieHNIo
CPOKOB XPaHEHUs [IOKYMEHTOB 3aHMMalOT MepPeyYHn JOKYMEHTOB C YKa3aHMEM CPOKOB XPaHEHUS.

Cnctema nepeyvyHen [OKYMEHTOB COCTOUT M3 MNepeyHel TUMOBbIX apXUBHbLIX OOKYMEHTOB C
yKa3aHMEM CPOKOB XpaHeHus (fasiee B TEKCTE - TUMOBbLIX NepevyHen OOKYMEHTOB) N NepeyHen
OOKYMeHTOB, ob6pa3sylwuxcas B Mnpouecce  OesaTenbHoCTU  depepanbHblX  OpPraHoB
NCMNOJIHNTENIbHOW BAIACTU, UHbIX FOCYAAPCTBEHHbIX OpraHoB Poccunckonm degepaunn, a Takxe B
npouecce geATeNbHOCTN NOOBEAOMCTBEHHbLIX UM OpraHu3auun, ¢ yKkasaHUeM CpOKOB XpaHEeHUs
(Danee B TeKCTe - NepevyHen LOKYMEHTOB BEAOMCTB).

TunoBble Nepe4yHn AO0KYMEHTOB BKJ/1I04AlOT TUMOBbLIE YNPaBJIEHYECKME apXMBHbIE [OKYMEHTbI,
obpasytolimecs B npoLecce AesTebHOCTU roCy1apCTBEHHbIX OPraHOB, OPraHOB MECTHOr 0
CaMOyrpaB/ieHNs N OpraHu3aLnii, Npu oCyLeCcTBAEHUN OOHOTUMHBIX (06X A1 BCEX UK
60NbLUINHCTBA) YNpPaBAeHYeCKUX PYHKLUNA HE3AaBUCUMO OT (hOPMbl COBCTBEHHOCTU, C YKa3aHUEM
CPOKOB XPaHEHUs, a TakXXe TUMOBbIE apXUBHblE [OKYMEHThI, obpa3ylouimecs B
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ATEHTCTBO

Hay‘-IHO-TeXHI/ILleCKOIZ n FIpOI/IBBOD,CTBeHHOVI neAaTeNbHOCTU, C yKa3aHMUEM CPOKOB XpaHeHNA.

Mepe4yHn J,OKYMEHTOB BeA,O0MCTB BKJIOYAIOT AOKYMEHTbLI TUMOBbLIX NepPeYHEN U OOKYMEHTHI,
oTpaXkatowme GpyHKLMN, YCTAaHOBJIEHHbIE 019 ornpefenéHHbIX hefepasibHbIX OpraHoB
WCMNOJIHUTENbHOM BNACTU N MOABEAOMCTBEHHbIX OpraHmn3auni.

N3meHeHMs, npouclieawine B CUCTEME U CTPYKType denepasbHbIX OPraHOB WUCMOJSIHUTESIbHON
B/IACTU, UX 3adaydax N YHKUUSX, CTaHOBJIEHME 3NEeKTPOHHOro AOoKyMeHToobopoTa BHeC/ U
KOPPEKTUBbI B OOKYMEHTUPOBaHMWE YyMpaBJIEeHYECKON OeSATEeNIbHOCTWU, MPUBENN K MOSIBJIEHUIO
HOBbIX BUAOB AOKYMEHTOB, HE MPeAYyCMOTPEHHbLIX OENCTBYIOWMMN NepevyHaIMN OOKYMEHTOB. B
nocnegHue rogbl 6bl1 MPUHAT pA4 HOPMATUBHLIX MPABOBbIX aKTOB (3aKOHOB, YKa30B,
MOCTAHOB/IEHWIN), YCTaHaBAMBAKOLWMX COCTAB U CPOKN XPaHEHUS OTAENbHbIX AOKYMEHTOB (
npunoxxenuvie Ne 1).

B COOTBETCTBMU C 3TUM CJIOKMBLUAACS B NMpeabioyuwmin nepuon BPeMeHW CUCTEMA MepevHen
LOKYMEHTOB CO CPOKaMU XpaHeHus, obpasyowmnxcs B efepasibHbiX opraHax UCMoJIHUTENbHOMN
BJIACTU N OpraHu3aumsax (fanee B TeKCTEe - OpraHn3aumsax), 4o/mKHa obHOBAATLCS.

1.2. Pa3paboTka nepeyHen JOKYMEHTOB C YKa3aHUEM CPOKOB XPaHEeHWUs OCyLLecTBAsSeTCs Ha
OCHOBE 3aKOHOAaTesIbHbIX N NHbIX HOPMATMBHbLIX MPABOBbLIX aKTOB, pPerjaMeHTUPYLLNX
0eATeNIbHOCTb roCyfapCTBEHHbIX OPraHOB, OpraHmn3aunin n cogep xaLlmnx, Kak obme
nosioXKeHnsa B 061acTu ynpaBiaeHUs, Tak U NOJIOXKEHNSA MO OCYLLLECTBJ/IEHNIO oNpeneéHHbIX
dyHKUUI hedepasibHbIX OPraHOB NCMONHUTENLHOM BJACTU, @ TaK)XXe KOHKPETHbIX OpraHn3aunin.

3aK0oH 0T 22 okTA6psa 2004 r. Ne 125-®3 «O6 apxuBHoM agene B Poccuinckon ®egepaumm» [21,
«[paBnna opraHM3aLnmn XpPaHeHWS, KOMMJIEKTOBAHMUSA, Y4E€TA N NCMOJIb30BaHUSA JOKYMEHTOB
ApxuBHOro oHaa Poccunckon Pepepaumm v pyrux apxXmBHbIX JOKYMEHTOB B
rocyaapCrBeHHbIX N MYHUNLLWMAJIbHbLIX apPpXBaX, My3edax n 6I/I6J'II/IOTeKaX, opraHnsaunax
Poccuinckom akagemum Hayk» [3] (M., 2007) onpenensoT nopsaaok oTbopa [OKYMEHTOB Ha
XPaHeHne U BblAesNIeHNe K YHUHTOXKEHUIO, @ TaKXXe YTBEPXXOEHNIO U MPUMEHEHUIO NEPEYHen
OOKYMEHTOB C YKa3aHUEM CPOKOB XPaHeHUs.

MNpn NOArOTOBKE HOBbIX MepeyvyHein OOKYMEHTOB C yKa3aHWEM CPOKOB XPaHEHUS MCMOJb3yeTCs
OMbIT CO3JaHNS y)Xe OEWCTBYIOLINX B HACTOsLIEe BPEMS MepeyHen AOKYMEHTOB, MPUMEPHbIX
HOMeHKaTyp fen (npuaoxeHue Ne 1).

1.3. Llenbto MeToAnYeCKNX peKOMeHOaunn aBnseTca onTuMmmlayma paboTbl C AOKYMEHTaAMU B
opraHusaumnsax NnyTém rnpMMeHeHns CoOBPEMEHHON METOANKN NOATOTOBKN NepevHen
OOKYMEHTOB, ABJIAKOLWNXCS OCHOBOW OnpeaeneHns CPOKOB XpaHEeHUS OKYMEHTOB U
apekTnBHOro hopmMmmpoBaHna ApxmuBHoro poHaa Poccmnimnckom degepaymm LEHHbIMN
OOKYMeHTaMu, oTparkaloLWwmnmm BCce chepbl 4eATeNbHOCTN.

1.4. B MeTogn4ecknx pekomMmeHaaumnsax Ncrosb3yTca crefyoumne oCHOBHbIE ornpeaesieHuns:

e 3KCNepTU3a LEHHOCTU AOKYMEHTOB - 3y4eH/e JOKYMEHTOB Ha OCHOBE KpuTepunes
LLeHHOCTN B LLensax onpefeneHns CPOKOB XpaHeHNa AOKYMEHTOB 1 oTbopa ux gns
BKJIIOMEHUSA B COCTaB ApxXMBHOro oHaa Poccuckon depepavimu;

e KOMMJZIeKTOBaHME apXuBa - CUCTeMaTU4YeCcKoe MoroJiIHeHne apxmea OOKYMeHTaMn B
COOTBETCTBUM C ero npoguniem;

® UCTOYHUKM KOMMJIEKTOBAHUA apXMBa - lOpUaNYeckne nam pusndyeckne nuua, Yo
JOKYMEHThI NOCTYNalT UM MOFYT MOCTYNUTb HA XpaHeHWe B apxXuB [opraHusaumnm n
rpa)<fiaHe, B NpoLiecce AesTe/bHOCTU KOTOPbIX 06pa3yoTcs AOKYMEHTbI ApXMBHOIO hoHAa
Poccunnckon ®epepaunnl;
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ATEHTCTBO
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* nepe4yeHb A,O0KYMEHTOB C YKa3aHUEeM CPOKOB XPaHEHUS - CUCTEMATU3UPOBAHHbIN
CMWCOK BUAOB N KAaTeropmn JOKYMEHTOB C HOPMATMBHO YCTaHOBJIEHHbLIMU CPOKaMM
XpaHeHns 0OKYMEHTOB;

e cXeMa NOCTPOEeHUs NepeyHA J,O0KYMEHTOB - CMICTEMAaTU3NPOBAHHbIV NepevyeHb yHKLWIA
B YCTAHOBJIEHHOW chepe AesATeNbHOCTU, OCYLLEeCTBASEMbIX FTOCY4apCTBEHHbIMU OpraHamMu u
opraHusauuamMm onpeaéneHHoro BeAoMCTBa;

¢ 3B€HO NepeyvHa AOKYMEHTOB - OpraHm3aund (rpynna OpFaHVI3aLI,I/IIZ), ocywecTendrownx
Oﬂpe,ﬂ,eﬂéHHble PYHKLNN B BE€AOMCTBE, C YKa3aHuem 06pa3yrou_|,|/|xcs1 B HUX BNAOOB
OOKYMEHTOB N CPOKOB NX XPaHeEHUA,

e CTaTbsA Nepe4HA - onpenesiéHHbIM 06pa3oM opraHnU30BaHHbIE (CrpPynNNMpPOBaHHbLIE)
CBeAEeHNs 0 BUAE OOKYMEHTa, CPOKE ero xpaHeHus, 3aKpenséHHble BaJl0BOW HyMepauune.

1.5. MeToaun4yeckne pekoMeHaaLmnm COCTOAT U3: 06LLNX MONOXKEHUN, OTParKatoLLNX
HeobxoanmMocTb pa3paboTkn pekoMeHJaumin, HopMaTuBHYO 6a3y, uenb paboTkl, onpeaeneHus;
LWecTn pa3fenos, NOCNe0BaTeIbHO PAaCKPbIBAOLLNX NPOLECC CO3aHNSA NepeYvyHen
OOKYMEHTOB, NOPAAOK UX PacCMOTPEHUS, COrNacoBaHUS, YTBEPXKAEHNS; NPUTTOXKEHNNA,
coaep>Xalumnx: CMNCOK NCTOYHUKOB (mpuaoxxeHune Ne 1), CxeMy 3TanoB pa3paboTkn nepeyHen
OOKYMeHTOB (NpunoxeHme Ne 2), npuMmepHyto CxeMy NOCTpoeHUs nepeyHs (npunoxxexHue Ne 3) n
NMPMMEpPHYI0 3BEHHOCTb nepeYHsa (npunoxeHue Ne 4).

2. 3Tanbl pa3paboTKkuM nepevyHel AOKYMEHTOB

2.1. MoaroToBUTENbHbIK 3Tan c6opa U U3yYeHUs 3aKOHOAaTesIbHbIX U HOPMATUBHbBIX
OOKYMEHTOB, onpenensiowmx Lesv 1 3agaumn denepasbHOro opraHa UCNOJIHUTESIbHOM
BJIACTU M NOABEAOMCTBEHHbIX OpraHu3aLum

2.1.1. [1ns NoAroTOBKM NepeyHs JOKYMEHTOB Be4OMCTBa A0JKHa OblTb co3aaHa paboyas
rpynna, BKJto4atoLwas cneymannctoB B o6nactn paboTel ¢ gokyMmeHTamun (LOY n apxusa)
BbICOKOW KBaIMMUKALNN N TeXHNYeCKUx paboTHMKoB. Co3naHue rpynnbl opopmaseTcs
NpUKasom.

MoOroToBKa nepeyHer MOXKET OCYLLEeCTBAATbLCA U MYyTEM MpuBJeYeHUS MO AOroBOPY OpPYrux
opraHmsaumn. [llpyM 3TOM cCneunannucTel BeOOMCTBa MPUBJIEKAIOTCA A9 KOHCYyJbTauun.
BepomctBo obecrneymBaeT paboyyr rpynny BCeEMUM HeoOBXOOMMbIMU HOPMATMBHbLIMU W
pPacnopsAANTESNIbHbIMU OOKYMEHTAMMW, XapaKTePU3IYOLWMUMKN 3agaqm n QyHKUUM BEOOMCTBa, UX
OOKYMEHTMPOBaHNE, a TaKXXe OpraHu3yeT pacCMOTPEeHWe, corjacoBaHMe U YyTBepXXOeHue
npoeKTa MNoAroTOBJIEHHOrO MNepeYyHs OOKYMEeHTOB M 3aTeM ero BHegpeHue B paboTy cBomx
opraHmsaunin.

2.1.2. PaboTa No NoAroToBKe NepevyHs AOKYMEHTOB BeAOMCTBa HadnHaeTcs co cbopa
(BbIABNEHUS) N @aHaNM3a 3aKOHOAATESNIbHbIX U MHbIX HOPMATUBHbIX MPaBOBbLIX aKTOB,
OpraHM3aLNoHHO-PaCNopsaANTENIbHbIX JOKYMEHTOB, PEF/TAMEHTUPYOLWNX CoO34aHne U
nedaTesZibHOCTb KaK Be4OoOMCTBa B LUeJIOM, TaK U ero opraHm3au,v||7|. BaKOHbI, YKa3bl,
MOCTaHOBJIEHUS, PACNOPSXKEHNS, PErNAaMEHTbI, MPUKa3bl, MOJIOXKEHNS, UHCTPYKL NN,
OpraHm3aLNoHHbIe CTPYKTYPbIl, CXEMbl MOCTPOEHUS yNpaBieHUs U gpyrne 0OKyMeHTbl
BbISIBJISIOTCS B COOTBETCTBYOLWNX NoApa3aesieHNaxX PyKoBoAsiLLEero opraHa (npenocTaBnatoTCs
nmM). FNnaBHas 3agada - NoJHbIN cObop cBeAeHNn 0 PYHKLUMAX BEAOMCTBA, UX pacrnpeneneHunio no
BUAaM opraHmsauunn. ®yHKUMN yNpaBJieHNs 0AMHAKOBLI Yy BCEX OpraHmn3aumnin, SBAsSIOTCS
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TUMNOBbLIMU, HO Chepa NX PacNpPOCTPAHEHNS 3aBUCUT OT YPOBHS OpraHM3auunum B cucteme
ynpaBsieHusi. OTpacneBble QYHKLUUW, TO €CTb PYHKLMN MO BbINOJHEHNIO ONpeaeneHHbIX 3a4ay -
BMOOB OESATENIbHOCTU, UMEIOT MECTO B KOHKPETHbIX OpraHn3aumsax KaXkKaoh CUCTEMbI
ynpaBneHund. Hapagy ¢ HUMW, Kak Npasusio, B BEAOMCTBE eCTb OpraHu3auunmn, BbinojHawoLWume
Hay4YHO-UCCef0BaTENbCKME U OMbITHO-KOHCTPYKTOPCKME paboTbl, 06pa3oBaTesbHbIE
opraHu3aummn, a TakXKe opraHusauunm, BeINOJHSOWME PYHKLUNW BCNOMOraTeIbHOro U
obcny>XmBaloLEro xapakTepa.

B xopme aHanuMsa cnepyeT, npexnae Bcero, o06paTuTb BHUMAHWE Ha OPUANYECKYIO
CaMOCTOATENIbHOCTb KOHKPETHOI0 BMAa OpraHn3aunm, BbisBUTb BbILLECTOALWME U NOAYNHEHHbIE
en opraHmsaumu. Mpw Hann4nm HEeCKONbKNX opraHmsauyumn OLHOro BMAa
(opraHn3aumMoHHO-NPaBoBO (OPMbl U MNpoduas [eATeNbHOCTM) ANS aHanum3a BblbupaeTcs
TONbKO OJlHA M3 HUX, KaK NpaBuo, TeppuTopmabHo Banxxe Haxoaawascs.

2.1.3. Ha Ka)Kabll BN OpraHM3alunmy coCTaBaseTCs eé XxapakTepucTuka. B Helm KpaTko
yKa3blBaeTCs: LeneBoe Ha3HavYeHne opraHn3aumnmn, BolMoaHAeMble QYHKLWN, BbILLECTOSLLIME
opraHusauum, NnoaBeaoMCTBEHHbIE (MOAYNHEHHbIE) OpraHM3aunn (MpmM Nx Haanydnm),
KOJIN4EeCTBO OAHOPOAHbIX (MogobHOro Buaa) opraHm3saunin. BegeHne ykasaHHbIX opM
OOKYMEHTOB OCYLLEeCTBAAETCA, Kak NpaBunso, B 3J1IeKTPOHHOM Buae. Co3aaHHbIN MacCUB MOXET
ObITb NCMOJIb30BaH 3aTEM KaK MPUIOXKEHNE K OpraHn3aLnoOHHON CTPYKType BeAOoMCTBa.

2.2, Pa3pa60TKa CxeMbl nocTpoeHuda nepevyHa AOKYMEHTOB U onpepesieHue ero
3BE€HHOCTH

2.2.1. CxeMa NoCTPOEHUS NepeyHs BKJIOYaAeT TUMNoBble PYHKUUN (ynpaBiieHYeckne n
Hay4YHO-TeXHU4YecKne) N PyHKLUMUN B YCTAHOBIEHHOW cepe AesTeslbHOCTU. BO3MOXKHbIM
BapMaHTOM COCTaBJIEHUS NepeYHs 4OKYMEHTOB BEAOMCTBA MOXET ObiTb NepeyveHs,
BKJTIOYAOLWLMIA TONIBKO (DYHKLIUN B YCTAHOBJIEHHOMN Cchepe AesaTenbHoCTW. MNpu 3ToM, AenaeTcs
CCbISIKa Ha MCMOJIb30BaHME HapsAy C HAM Y)Ke UMELLNXCS TUMOBbIX NepeyHen LOKYMEHTOB,
copepXXalimx TUNOBbIE (DYHKLNN.

Cxema nepeyHs LOKYMEHTOB A0J1KHa 6bITb He Bonee ABYX ypOBHEN: pa3aesn u nogpasgen.

Paspenbl nepeyHs copep)xaT rpynnbl (pyHKUWUNA, CBSi3aHHble Mexay coboi. Kak npasuno,
AaHHble (QYHKUMW pPacKpbIBAOT OpraHu3auuio U BbliNOJHEHME onpeaesiéHHON  3ajaudn.
Llenecoobpa3Ho npuaepXXuBaTbCs Crefylouero pacrnosioKeHUss (QYHKUUIA B MNepevHsx
BEOOMCTB: TWUMOBbIE YyrpaBieHYeckne GyHKLNK, OTpaxkalowme pPyKOBOACTBO, KOHTPOJIb,
npaBoBoe obecrneyeHne, opraHMsauMil [OOKYMEHTAUWOHHOro obecrneyeHus ynpaBieHus Wu
apxuBa, NaaHMpoBaHMe, PUHAHCUPOBAHNE, YYET-OTYETHOCTb, TPYAOBbIE OTHOLLIEHUS; KagpoBoe
obecrieyeHne; oTpacneBble (YHKUUM - B KakOoW CUCTEMe CBOW; TUMOBble YHKLMUMK,
OTpakalolWmMe HayYHO-TEXHMYECKYI0 U MNPOU3BOACTBEHHYIO [esATe/IbHOCTbL OpraHu3auni;
TUMOBbIE yNpaBJIEHYECKME (PYHKLMM, OTparkatloline 3KOHOMUYECKME, HayyHble, KyJbTypHbIE U
WUHble CBS3N, WH(pOPMaUMOHHOEe obcnyxnBaHMe, MaTepuasibHO-TexHU4Yeckoe obecrneyeHue,
alMUHUCTPATMBHO-X03SICTBEHHbIE BOMPOCHI, COLMAJIbHO-ObITOBLIE BOMPOCHI; OesATe/IbHOCTb
NepBUYHbIX 06LLECTBEHHbIX OpraHu3aunin (npunoxexHme Ne 3).

2.2.2. OnpeneneHmne 3BeHHOCTU NepeyHs LOKYMEeHTOB BeJOMCTBa OCYLLeCcTBASeTCs noce
cocTaBneHns CxeMbl €ro nocTpoeHus.

BbisiBNieHHblE paHee BMAbl OpraHM3auui BeAOMCTBa (XapaKTepUCTUKK) FpynnupyloTcs no
BbIMOJIHAEMbIM (YHKLUMAM U MecTy B CUCTEMe YynpaBJieHUs [aHHOro BenomcTBa. [naBHoe
BHMMaHMe obpalwaeTca Ha KJacCUMMKALUMUIO OpraHM3auuid, BbIMOJHAKOWMX: OCHOBHbIE
oTpacneBble, BCNOMoOraTesibHble 1 06cnyxumBatowme MyHKUMN. Kak npaBusio, ABa NepBbIX 3BEHA
Ka)X[10ro nepeyHsi - 3To opraHbl ynpaBieHns Be4OMCTBa (LUeHTpasibHbIA 1 TeppuTopuasbHbIe),
3aTeM UAyT OOHO WM HECKOJIbKO 3BEHbLEB, Mae CrpynnupoBaHbl OCHOBHbIE BUAbI OpPraHu3aLui,
BbIMOJIHAOLLNE OTpacsieBble PYHKLUN B YCTAHOBJIEHHOW cepe aesTenbHocTu. Cloga xe MoryT
O6bITb NOMeLeHbl Hay4YHO-UCCNefoBaTeNbCKME U OMNbITHO-KOHCTPYKTOPCKUE OpraHm3auum.
ObpasoBaTesibHble OpraHM3auMm B 3aBUCUMOCTM OT BbIMNOJIHAEMbIX (YHKUUIA (YPOBHS
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obpasoBaHMA) MOryT BXOAWTb B OOHO WAW pa3Hble 3BEHbS MepeyHs. BcnomoraTenbHble U
obcny>xuBawlwime opraHmsaunm CcoOCTaBAAKT rMocsegHee 3BeHO nepedyHda. Kak npasuio,
rnepeyeHb BeJOMCTBa MMeeT OT 4-X A0 7-Mu 3BeHbeB (NpuaoxeHue Ne 4),

2.2.3. Ocoboe BHUMaHMe cnenyeT 06paTuTb Ha FPyNnNUPOBKY OpraHmn3aunin B 3aBUCUMOCTU OT
TOro, ABASATCA AN He ABNAITCA OHUN NCTOYHUKaMM KOMMJIEKTOBAHUSA rOCy4apCTBEHHbIX,
MYHMUNNASIbHbIX apXUBOB.

PykoBogsLine opraHbi (ueHTpasibHbIE, TeppuTOpUabHbIE), oTpacrnesble,
Hay4YHO-UccnepoBaTeNibCkMe, obpa3oBaTesibHble OpraHu3auum B 3aBUCMMOCTM OT YPOBHS
obpa3zoBaHUA  BXOAAT B YUCJIO0  WUCTOYHWUKOB  KOMMJIEKTOBAHUSA  FOCYyOAPCTBEHHbIX,
MYHULIMNANbHbIX apXMBOB. BcnomoraTenbHble U 06CAy)XUMBaoWMe opraHM3aumm UCTOYHUKaMM
KOMMIEKTOBaHWS, KaK NPaBuIo, He SIBASIOTCS.

NCTOYHMKN KOMMNEKTOBAHUA TIOCYyOapCTBEHHbIX, MYHMUWNANIbHbIX apXMBOB MOryT ObITb
nonHoro un Bbibopo4YyHOro npuéma (moBmAaoBoro, rpynnosoro). OpraHu3auum - WUCTOYHUKU
KOMMJIEKTOBAHNA MOJIHOrO rMnpuvéMa nepefaldT Ha XpaHeHMe B  rocyfapCTBEHHble,
MYHMUUNANIbHbIE apXWMBbl MOJIHbIA KOMMJIEKC [OKYMEHTOB MOCTOSHHOrO CpoKa XpaHeHus.
OpraHusaumm - UCTOYHUKN KOMIMJIEKTOBAHMSA MOBUOOBOro BbIGOPOYHOro nMpuéma nepeparoT B
roCyAapCTBEHHbIE, MYHULMMAaNbHbIE apXUBbl TOJIbKO onpenesiéHHble BUAbl LLEHHbIX LOKYMEHTOB
MOCTOSAHHOIO0 CpoKa XpaHeHusa. OpraHusaumn-uCcTOYMHMKM  KOMMJIEKTOBAHMA FPynnoBOro
BbIbOpOYHOro npuéma nepenarT Ha XpPaHEHME B rocygapCTBEHHble, MyHULUMMabHbIE apXUBbI
MONHbIN KOMMJIEKC LEHHbIX [OKYMEHTOB MOCTOSAHHONO CPOKa XPaHEeHWHA, HO TOJIbKO OT
OTOEeNbHbIX OpraHmn3aunii onpenesnéHHoro snaa (Kak obpasubl).

OpraHusauuun, oTHocsWwMecs K BblIBOpPOYHOMY MPMEMY, MOryT ObiTb MOMELLEHbI B OTAENbHOE
3BEeHO nepeyvyHsa. [lonyckaeTcs MOMELleHMEe UX B OAHO 3BEHO C OpPraHM3aunAaMU-UCTONMHUKAMU
KOMMJIEKTOBAHMA MOJIHOro Nnpuéma. lNpun 3ToM, Takue opraHm3aumnm nomMmevatoTcsa 3BE3004KO0N (*)
N CBEAEHMA O HMX MPMBOAATCA B YKa3zaHuax (O6WMX NMOSIOXKEHUAX) MO MPUMEHEHNIO MNepeYHs
OOKYMEHTOB BE4OMCTBaA.

OTHeceHne opraHmsauunin K YUCay UCTOYHMKOB KOMMJIEKTOBaHNA NPON3BOAUTCA B COOTBETCTBUM
C «[lpaBMNaMmn opraHuU3aUnm XpaHeHNs, KOMMNJIEKTOBaHMS, Y4€Ta N NCNOJIb30BaHNA OKYMEHTOB
ApxuBHoro ¢oHga Poccunckon depepaummn N APYrUX  apXMBHBLIX  LOKYMEHTOB B
roCyfapCTBEHHbIX W MYyHULUMNalbHbIX apxuBax, My3eax wun 6mbnnotekax, opraHusaumax
Poccuinnckon akagemum Hayk» (M., 2007) u [pyruMm HOPMATUBHBLIMWA W  METOAUYECKUMMU
JOOKyMeHTamun PocapxuBa.

2.3. U3yyeHne nopsapkKa BOKYMEHTUPOBaHUA (PYHKLUA OpraHu3auum, BbiiBIeHue
cocTaBa AOKYMEHTOB MO HUM

2.3.1. B xo4e noAroToBKY NepeyHen JOKYMEHTOB MoABEpPraeTCca aHaam3y nopsanok
OOKYMEHTNPOBaHNSA YHKLMIA, BbIMOJIHAEMbIX OpraHn3aunsamMm Kaxaoro smga. MNpun 3Tom oH
ConocTaBnseTCs C 06LWnMM 4ENCTBYIOWNMIN MHCTPYKLMAMK, NpaBuiaamMmn B obnactn OVY.
MpoBoANTCA aHaIN3 HOMEHKNATyp OeN, n3y4eHne aABuMKeHUs nHpopmaumm (AOKYyMEHTOB)
BHYTPW Ka>KO0OW opraHmn3auum, 3aTem no Be4oMCTBY U BHe ero.

2.3.2. Llenecoobpa3Ho BHa4vasie NPOBECTM CBEPKY UMEILLNXCSA B OpraHmn3aummn BMaoB
NOKYMEHTOB C BUAAMM, AAaHHLIMU B NepeYyHaX TUMNOBbIX AOKYMEHTOB. [pn Hanm4mu
ocobeHHOoCTeN, ux crnegyeT oTpa3nTb B nepeydHe. Ecnm xxe Takmux ocobeHHOCTEN Mano n
rOTOBUTCS BapuaHT NMepeyHs, coaep)xalinin ToNbKO PyHKLMN B YCTaHOBJIEHHON cdepe
NeaTeNlbHOCTW, TO B NpMKa3e 0 BBeAeHUN B AeNCTBNE NepeyHs cnenyeT YKa3aTbh BbisiBJIEHHbIE
ocobeHHoOCTN.

OcobeHHO BHMMaTENIbHO MPOBOAMTCA aHa/M3 OTPAC/eBON OOKYMEHTAUWUW B YCTAHOBIEHHOW
chepe peaTenbHocTu. CrnegyeT MOMHUTbL, 4TO B HOPMAaTUBHOW 6a3e BegoMCTBa Mpu
nepevyncneHnn ero 3agay MoryT ObiTb AaHbl U OTAENbHbIE BUALI JOKYMEHTOB.

Page 6 of 20

ooeeaior M@TOAMUYECKMEe PeKOMeH4aumMm no NoaroToBke nepevyHein AOKYMEHTOB, obpas


http://archives.ru/printpdf/documents/rekomend_perechen_foiv.shtml#pril_4

&

APXMBHOE
&%f““mo Ony6amKoBaHO Ha caliTe ®enepasbHoe apxmnBHoe areHTcTBO (http://archives.ru)

Kak npaBusio, npocMaTpMBaeTCs Lenovyka B3aMMOCBA3AHHbLIX AOKYMEHTOB MO OonpenenéHHOMn
dyHKUMN. BbisBneHne uenecoobpasHo BeCcTM MO onpenenéHHon (opMe, yKasbiBas: HOMep U
HauMeHoBaHMe pa3fena W noapasfena rnepeyvyHs: HaMMEeHOBaHWe opraHusauuu; BUA
OOKYMEHTa; BOMPOC, OTPaKEHHbI B HEM; MNOOJIMHHOCTb (KOMWWHOCTbL) [AOKYMeHTa, Bupg
HocuTens. B pe3synbTaTe nlyvyeHus obpasyeTcsa MacCMB AOKYMEHTOB MO KaKAoW opraHm3auunm,
Be[leHNe KOTOPOro OCyLWeCcTBAAETCS B 3J/IeKTPOHHOM BUAe.

2.4. CucteMmaTMsauua BUAOB AOKYMEHTOB BHYTPMU pa3aesioB U NnoapasaesioB NepeyHs
AOKYMEHTOB. PepakTupoBaHue 3aroJioBKOB cTaTen nepeyHs

2.4.1. Buabl OKYMEHTOB rpynnuUpyoTCa No Ka)kaoMy pasaeny, nogpasaesny nepeyvyHs B
COOTBETCTBUU C PYHKLMNEN, NPU OCYLLLECTBJIEHUN KOTOPOW OHM 0b6pa3oBannck. Mpun 3Tom, BUAbI
IOKYMEHTOB pacrnosiaratoTcs B MopsiaKe nx 3Ha4MMocTun. B Havyane - 3akoHodaTesbHblE,
HOPMATMBHbLIE, PacnopsANTEsIbHbIE JOKYMEHTLI, 3aTEM - OCHOBHbIE JJOKYMEHTbI MO OTPac/eBom
neAaTesibHOCTHn, 3aTeM - OpraHn3aunNOHHbIE N y‘-IéTHbIe OOKYMEHTHbI. |-|pl/l HaJIM4NN HECKOJIbKNX
BUAOB JOKYMEHTOB MO OAHON PYHKLNW, COOepKaLllX 0OA4HOPOAHYI0 NHOPMALIUIO, AOMNYyCKaeTCa
nx obbeanHeHne c NnpumMmeHeHnemM obobLiatolero cioBa «40KYMEHTbI».

2.4.2. 3arofoBKN BUOOB JOKYMEHTOB B NepeyHe A0/KHbl ObiTb MPeaenbHO KPAaTKUMK U
MOHATHbLIMU. B HavYane NpnBoANTCA BUA AOKYMEHTA, 3aTEM BOMPOC, OTPaXKEHHbIN B HEM.
NcknoyeHmne coCcTaBAAOT 3aro/IoBKU AOKYMEHTOB, JaHHble B 3aKOHO4ATeNIbHbIX U UHbIX
HOPMaTUBHbIX NPAaBOBbIX aKTax. NIX NpMBoAAT NOJHOCTbIO.

Mpyn npuMeHeHUn obobLlalollero cnoBa «[AOKYMEHTbl» B CKOOKax MpuUBOASATCA UX
Pa3HOBUAHOCTU. B UCKAIOYUTENBLHLIX CAy4YasiXx BO3MOXXHO OrpaHWYMTb MNepeyucieHne BUOOB
NOKYMEHTOB B CKOOKaX TOJIbKO OCHOBHbLIMU U3 HUX W MPUBECTU C/IOBOCOYETaHNE «U Op.». Takas
dopMa nMogaynm MNpUMeHAeTCcas K MHOMOYUC/IEHHbIM BUAAM  [IOKYMEHTOB, [JaHHbIX B
3aKOHOLATENbCTBE, WIN XKE K OonpenenéHHbIM BuAaM [OKYMEHTOB, MOJIHOe nepevyncreHue
KOTOPbIX HEBO3MO)XHO B CMJIy OTCYTCTBUSA YHUPULMPOBAHHOINO AOKYMEHTUPOBAHUSA (DYHKLNA.

MNepenucka pa3buBaeTcs MO BoMpocaM W KoppecnoHaeHTam. B Tom m B Apyrom caydasx
ceefeHnsa npuBoaAaTca B 06006WEHHONW ¢dopMe 6e3 yKa3zaHMA KOHKPETHOro HaMMeHOBaHWS
KOppecrnoHOeHTOB M AeTanm3auum Bonpoca.

CnenyeTt obpaTuTb BHUMaHWE Ha eAUHYI0, YHUDULMPOBAHHYD OPMYy MoAayvy 3arosioBKOB
BUAOB JOKYMEHTOB He TOJ/IbKO B Ka)X0M U3 pa3ZiesioB, HO 1 B LIE/IOM M0 BCEMY MepeyHIo.

2.5. OnpepeneHne CPpOKOB XpaHEeHUs O,OKYMEHTOB

2.5.1. Mpn onpeneneHnn CPOKOB XPaHEHUSA BULOB OOKYMEHTOB B NepeyHsIX LOKYMEHTOB
BEAOMCTB B MepBYyto o4epenb UCMNO/b3YIOTCS 3aKOHbI U MHbIE HOPMaTUBHbIE MPaBOBbIe aKThl, rae
yKa3aHbl CPOKM XPaHEHNA COOTBETCTBYOWMNX LOKYMEHTOB, N NepeYHn TUMOBbIX OKYMEHTOB.
YKa3aHHble B 3aKOHO4ATE/IbHbIX aKTaX U TUMNOBbIX MEPEYHAX CPOKM XPaHEHUSA HEe MOryT ObiTb
CHU>XEHbI, MOBbILWIEHNE CPOKOB XPaHEHNS BO3MOXXHO B Cly4ae 060CHOBaHMA ero ocobeHHOCTAMU
paboTbl BegOMCTBa.

Mpn OTCYTCTBUM B NEpPevYHAX TUMNOBbIX [OOKYMEHTOB BbISIBJIEHHbIX B BeAOMCTBE BUAOB
JOOKYMEHTOB orpefesieHne CPOKOB UX XPaHeHUs MNPOBOAUTCH MYyTEM U3yYeHUs comep aHus
OOKYMEHTOB, COMOCTaBNEHUs WX C ApPYrMMu [oKymMeHTamu. OnpepenseTcs poJb AaHHOro
OOKYMEHTa B pEeLleHUN KOHKPETHOW 3a[ayn, rnoBTOpeHne MHhpopMaununm OOKYMEHTa B APYruxX
OokymeHTax. [lpn onpefeneHMn CpPpoOKOB XpaHEHUA BUOOB [OOKYMEHTOB, OTpakatoLlinx
oTpacsieBble (QYHKUMW B YCTaHOBJIEHHON cdepe AedATenbHOCTU, Heobxoammo obpaTuTbCA K
paHee [OEeNCTBOBaBLUMM MepevyHAM OokymeHToB, [OCTamm wn gpyrum HopMaTuMBaM,
MPOKOHCY/IbTUPOBATLCSA C MpodeccnoHasaMmu B AaHHOW cdepe pesTtenbHocTu. ObsizaTenbHo
cnepgyet obpaTuTb BHMMaHME Ha MpaBOBble acnekTbl (MOOTBEP)XOEHME TexX WM WUHbIX Mpas,
cobnioieHne CpPOKOB NCKOBOW AABHOCTU U Ap.).
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2.5.2. Kak npaBuio, No Kaxxgon yHKLNN BbISBNAIOTCA: Hanbonee LeHHble LOKYMEHTbI U
[OKYMEHTbI, KOHKpeTM3npyoLlmne (AoNoNHsoWmne) HhopMaumo; 4OKYMEHTbI, CoaepKallmne
NepBUYHYIO U BTOPOCTEMNEHHYO NHopMaumto. [JJOKYMeHTbl, CoAep Kalline 0CHOBHYIO
NH(OPMaLMO, OTHOCSATCS K MOCTOAHHOMY UAN AOJIFOBPEMEHHOMY CPOKY XpaHeHus. [pyrue - K
pa3HbIM BPEMEHHbLIM CPOKaM XpaHeHUs.

OTmeTKa «3MK» («U3K», «3K»), npocTaBnsgeMas K CPOKY XPaHEHUS, MO3BOASET YTOYHUTb CPOKM
XpaHeHNs OOKYMEHTOB W NOCsae [AOMNOJIHUTENIbHOr0 MpoCMOTpa B Ciayyae HeobxoammocTu
MPUHATb Ha XPaHEeHMe TONbKO OTAeJIbHble LLEeHHbIE N3 HUX.

Mpn onpeoeneHWn CPOKOB XpaHeHUsa ocoboro BHMMaHUA TpebyloT «nepenucka» wu
«JIOKYMEHTbI». B HacToslee BpeMsi nepennmcka HecéT 60Jbluyio MHGPOPMALIMOHHYD HArpysky,
yeM 3TO 6blNI0 paHee, Korga CrnpaBkuW, OOKJAAAHbIE 3aMUCKW, CBeAEHUs N Apyrne OOKYMeHTbI
MOFIN 3aMeHUTb €€ no psay BomnpocoB. [lepenncka MOXXeT oKa3aTbCH eAWHCTBEHHOW,
3aC/ly>KMBaKoOLLE MOCTOSIHHOMO CPOKA XPaHEHUs UM oTMeTKU «3IMK» B COOTBETCTBYIOLLEM
pasnene nepeyHsa. O606WEHHOE HaWMeHOBaHME «OOKYMEHTbI» XapaKTepusyeT rpynny
OOKYMEHTOB, KakK MpaBW/Io, aHaIUTUYECKNX WMAN NHGPOPMALMOHHBIX, U SBASIETCS OCHOBaHMEM
OTHECEHMS BCEW rpynmbl K 04HOMY ornpeaeféHHOMY CPOKY XPaHEHUS AN NMPUMEHEHNS OTMETKN
«IMK».

2.5.3. Llenbin psp BuOoB AOKYMEHTOB Npu gnddepeHumanmm CpPOKOB XpaHEHUSA HYXKAAeTCA B
MOSAICHEHUAX, KOTOpPbIe NPUBOAATCA B MPUMEYaHNAX K CPOKY XpaHeHUs. [pnMedaHusa cogepxaTt
CBe[leHVs: No BMAaM OOKYMEHTOB; Mo onpeaenéHHbIM BONpocaM; rno MecTy XpaHeHus
OOKYMEHTa; No BPpEMEHU NCYUCSIEHUS CPOKA XPaHEHUSA OOKYMEHTa; N0 HOCUTENO AOKYMEeHTa.
OcobeHHO OCTOPOXXHO CneayeT UCMNOoNb30BaTh NpMMeYaHme ANg yKasaHusa Buaa HocuTens
DOKyMeHTa. LlenecoobpasHo yka3biBaTb B MPUMEYaHUN BUA HOCUTENS LOKYMEHTA TOJIbLKO B
NCKIOYUTENbHbIX chy4YasaXx. B YkaszaHunax (O6Lwmx nono)KeHnsax) no NpMMEHEHNIO NepeYyHs
PaCKpbIBaeTCA NopaaoK onpeaneneHna Hocntensda n CooTBeTCTByOLW e HOPMaTUBHbIE N
pacrnopsaanTesibHble LOKYMEHThLI MO 3TOMY BOMpocy. [MpruMedYaHus HyMmepyloTcsa apabckmmm
undpamn. Homepa npMMedYaHuin CTaBATCA K CPOKY XpaHeHus. MNMpu Hann4mum oTMeTkn «3MNKs»
(«LL2K», «9K») HOMEp npuMedaHnsa CTaBUTCHA MOCJIe CPOKa XpaHEeHNs nepen OaHHOW OTMETKOW.
B nckntounTenbHbIX CyYvasax, ecnm aéTtca nosacHeHne obuero xapakTepa, HoMep NpMMeYaHuns
MOXXeT 6bITb MPOCTaBJ/IEH K BUAY OOKYMEHTa.

2.5.4. PelwweHune Bonpoca oTbopa Ay6/eTHbIX JOKYMEHTOB B MNepeYyHaX OCYLLEeCTBISETCS Yepes
npUMeHeHne K BUAY AOKYMEHTa cneumanbHOro Tekcta ¢ bykBeHHbIM o603HaveHnem (a), 6), B) n
T.4.). B Takux cnyyaax Yyepes bykBeHHble 0603Ha4YeHUA BbIAENATCSA, Kak NpaBuio, a)
DOKYMEHTbI MO MecTy co3faHusa (paspaboTkun), yTeepxaeHus un 6) B opyrux opraHmsaunsax;
MOXXET ObITb AaHO N NepevYncsieHne pasHOBUAHOCTEN JOKYMEHTOB UM COAEPXKALLMXCS B HUX
BonpocoB. [MpnmMeHeHne BMecTo 6yKBEHHbIX 0603HaYeHN TUpe (-) He gonyckaeTcs.

2.5.5. OnpeageneHmne CpoOKoB XpaHEHUSA OOKYMEHTOB OpraHn3aunii B pa3HbiX 3BEHbAX MepeyHs
MPOBOANTCA C YY4ETOM ABYX OCHOBHbIX KPUTEPUEB: 3HAYMMOCTU BUAA AOKYMEHTa U NOBTOPEHMUA
ero nHpopMauum B 4pyrux Buaax AOKYMEHTOB UM B Pa3HbIX OpraHu3aumsx.

2.5.6. [epeyeHb OKYMEHTOB Be4OMCTBa oopmasfeTca B Buae tTabnuubl, umerowen rpadsobi:
HOMep Mo NOPSAAKY CTaTbu NepeyHa (rpada Ne 1); Bua aokymeHTa (rpada Ne 2); Cpok XxpaHeHUs
OOKyMeHTa (rpada Ne 3); npuMedaHue (rpada Ne 4). Mpu 3TOM, rpada «CPoK XpaHEHUS
DoKyMeHTa» (rpada Ne 3) pasbuBaeTca Ha 6onee menkune rpadbl B COOTBETCTBUU C YUCIIOM
3BEeHbeB KOHKPETHOr 0 rnepeYHs, B KaXk[loM U3 KOTOPbIX YKa3blBalOTCA BXoASAWNE B
COOTBETCTBYIOLLEE 3BEHO BUALI OpraHm3aunn (npunoxxexHue Ne 4).

2.5.7. Nepe4yHn JOKYMEHTOB UMEIOT CNeayioLwWyo CTPYKTYPY:

e YKa3zaHus (ObLime nosoXXeHns) rno ero NpMMeHeHuto;

e coH6CTBEHHO NepeyYeHb AOKYMEHTOB;
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® CMUCOK COKpalLeHunn;

® yKa3aTeJlb BUOoB NOKYMEHTOB.

B oToenbHbIX cny4daax MorytT ObiTb MOAFOTOBJIEHbI W aopyrme npunoXxeHusda, nodacHAwwne
coaep>xaHme nepedHd, Hanpumep, Cnnckm OpFaHI/I3aLI,I/II7I, BXOOALLNX B 3BEHbA MNMeEpPeEYHA.

3. MoprortoBka YKasaHun (OOLLUX NOJIOXKEHUN)
Mo NPUMEHEeHMUIO NepevyHA OOKYMEHTOB

3.1. CTpykTypa YKasaHuu (OO MX NOSIOXKEHUH)

3.1.1. Yka3aHusa (ObLime nonoXKeHns) no npuMeHeHuto nepevyHen JOKYMEHTOB sIBASIOTCS
o6s13aTeNnbHOM YacTblo NepeyvHen. OHM COCTaBIAOTCS NOCAE NOArOTOBKWN NPOEKTa NepeyHs
NOKYMeHTOB. Kak npaBuso, YKa3aHuns COCTOAT M3 2-X pa3aefioB: 06LLMX MOSIOXKEHUA 1 NopsaKa
NPUMEHEHNA nepevyHen 4OKYMeHTOB. B ciydae nogrotoBkn O6WmMX NON0OXKEHWN pa3aenbl
OTCYTCTBYIOT.

TekcT YkaszaHuin (OBWMX NOnoXeHun) foskeH 6biITb NpefenbHO JaKOHWYHbLIM Mo opMe wn
COLLepP>XaHUIO U HE AOMNYCKaTb ABONCTBEHHbIX TOJIKOBAHUN.

3.2. dopMynMpoBaHMe copep>XaHua pa3nenoB YKasaHun (OOLMX nosio>XkKeHun)

3.2.1. Mpu noarotoeke pasaenos YkazaHun (O6WMxX NONOXKEHNIA) 38 OCHOBY NMPUHMMaeTCs
conep>xaHue YkazaHun (Obwmx Nono)KeHn) rno npMMeHeHNIo nepevyHen TUNoBbIX JOKYMEHTOB,
TO eCTb PS4 UX MONOXKEHUN nMeeT 06N XapaKTep U A0JXKeH BbiTb MOBTOPEH B YKa3aHUAX
(OBLWKMX MONOXKEHMUAX) NO MPUMEHEHMNIO NepeYHEN OKYMEHTOB Be4OMCTB. B YkazaHusa (Obwme
NONOXXEeHNs) BKAOYalOTCS B 06593aTeNbHOM MopsaKe: 3aKOHbl U MHble HOPMaTUBHbIE MPaBOBLIe
aKTbl, ABasowmecs 6asonm paboTbl C COOTBETCTBYIOLWNMM AOKYMEHTAMU, LLean U 3aga4um
nepeyHs, cpepa ero npuMmeHeHus. [laHHble cBeAeHNS NpMBOoAATCA B 1-M pasaene YKa3aHunm
(Mpn HanMYMmM 2-x pasgenos) UM BKAOYAOTCS B Havano O6LmMX nosoXXeHun (ecnmn pasaenbl
OTCYTCTBY!IOT). B YKkazaHuax (O6wmnx nonoxxeHmnsax) B o6s13aTeNIbHOM NopsigKe pacKpbiBaeTCs
CxeMa NMoCTpoeHNSA NepevyHs AOKYMEHTOB. pu 3TOM yKa3biBaeTCsa NMPUHLUUM €€ NOCTPOEHNS
(oTpacneson, GyHKLMOHANbHbIA, PYHKLWOHAIbHO-MPON3BOACTBEHHbIN). PackpbiBaeTcs
3BEHHOCTb NepeyHs JOKYMEHTOB BEAOMCTBa C 060CHOBaHMEM NpUHLUMMNA FPYNNMPOBKMK
opraHusauni. Kak npasuso, 3TO ypOBEHb B CUCTEMe yrpaBiieHUs 1 LesieBoe Ha3HavyeHune
opraHmsaummn. Ocoboe BHMMaHMe obpalllaeTcs Ha Te 3BeHbS, rae obbeanHeHbl pa3Hble Mo BUOY
0eATeNbHOCTU opraHusaumn. OTMe4aloTCs 3BEHbA NepeyHs, rae NnpuBeneHbl opraHnusaumm -
NCTOYHUKWN KOMMJIEKTOBAHNA FOCYAAPCTBEHHbIX, MYHULMMAbHbIX apPXMBOB N OpraHm3aunm - He
ABASAIOWMECA NCTOYHNKAMMN KOMMNEKTOBAHNA rOCy4apCTBEHHbIX, MyHMULWMNAIbHbIX apXUBOB.
Yka3saHua (O6Lwmne NnonoxKeHns) packpbiBaOT: NpaBuia UCNONb30BaHUA OTMETKU «IMK» («LUIK»,
«39K»); npaBuia obbegUHEHNSA AOKYMEHTOB B OAHY CTaTbiO «AOKYMEHTbI»; MCHUCNIEHNE CPOKOB
XpPaHEeHNS OOKYMEHTOB; UCMOJIb30BaHME NpuMedaHunin; paboTy C [LOKYMeHTaMM Ha pa3HbIX
HOCUTensx.

3.2.2. Ocobo oroBapuBaeTCsa onpeneneHne CPOKOB XpaHeHNA OKYMEHTOB, N0 TEM WU UHBbIM
NPUYMHAM He BOLUEALWMX B NepeyeHb (BbISIBJIEHHbIX WX BO3HUKLIMX NOC/E ero NoAroToBKM).
3akaH4ymBaloTCA YKazaHuna (O6Lwme nono)KeHns) ceeaeHnaMmn o npeabigyLmnx pegakumnsax
rnepeyHen JOKYMEHTOB (MPU UX HAaNN4YMK), OTMEHSEMbIX MPUKa3oM BELOMCTBA.

3.2.3. lpn NOoAroToBKe nepeyvyHs JOKYMeHTOB BeLOMCTBA, CoAepKallero ToJIbKO oTpacsieBble
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yHKUMK, B YKa3aHUAX (OBLLNX MONIOXKEHUSX) MO €ro NPUMEHEHMNIO AeNaeTCcsa OTChIsIKA K
NelCTBYOLWNM NepeyYHsaIM TUMOBLIX JOKYMEHTOB.

4. MNoarortoBka Cnucka c0Kpau.|,eHm"1, YKa3aTesnsa BUAOB O0,OKYMEHTOB

4.1. O6s3aTeNbHLIMU COCTABHbLIMU HYacTSAMU NepedyHs AOKYMEHTOB BeJoMCTBa aBAsA0TCA CNMCOK
COKpalleHun n YKasaTesb BUOOB JOKYMEHTOB, KOTOPbIE COCTaBAATCA MO CTaTbSM MPOEKTa
rnepeyHs JOKYMEHTOB.

4.1.1. CN1COK COKpalLeHUi BKAOHaeT: COKpaLLEHHOE C/I0BO (MPMBOAUTCH B JIEBOW HYacCcTwn
JINCTa) 1 ero pacwngpoBKy (MpMBOAUTCSA B MPaBon 4acTu Ancta). CokpawEéHHbIe C/0Ba
YKa3bIBalOTCHA B UMEHUTEIbHOM NajeXe 1 pacrnosaraiTcsa B andaBMTHOM nopsake. Kak
npasuo, B CNCOK BK/IOYAIOTCA: COKPALLEHHbIE HAUMEHOBAHMSA OpraHn3aLmnin, HaXoAALWNXCS B
BeeHNn onpenesnéHHoro Be4oMCTBa, COKPaLLEHHbIE HAMMEHOBaHNA BUAOB AOKYMEHTOB 1 Ap.
Ob6a3aTenbHbIMU COCTaBHbIMK YacTaMu Cnncka ByayT cnegylowme: «r.» - Fo4; «J.» - NIeT; «CT.»
- CTaTbs NepeyHs; «3K» - 3KCnepTHaa KOMUCCUA opraHm3aunmn; «LUIK» - ueHTpanbHas
3KCNepTHasa KOMUCCUA opraHusaumnm; «3MNK» - akcnepTHO-NMpPoBepoYHasas KOMUCCUS
dhenepasnbHOro rocyaapCTBEHHOr0 apXxmBea, YNoJIHOMOYEHHOr0 OpraHa UCMOMHUTENbHON BAacTun
cybbekTa Poccuinckon denepaumm B 061acTu apxXxnBHoOro aena.

CokpalleHusa cnefyeT MNPUMMEHSATb NMPU HEOQHOKPATHOM ynoTpebneHun mnx B nepedyHe. Ecnum
TaKoBOro HeT, To ny4we u3beraTb cokpalleHuin. WcknoveHue cocTaBnasawT abbpesumaTypbl,
ynoTpebnsemble B onpenenéHHom BefoMcTBe oduumanbHo. OHM npuBoaAaTca B Crincke B
obs3aTensHOM nopsgke.

4.1.2. YKa3aTenb BUAOB AOKYMEeHTOB BKJ1lOHaeT BCe BObl N Pa3HOBNOHOCTU OOKYMEHTOB
nepevyHs B UMeHUTEeNIbHOM Najexxe, pacrnojlaraemble B asipaBUTHOM NnopsagkKe, N CCbIJIKU Ha
cooTBeTCTBYHOLWME CTaTbW rNnepeydHsa, NnpuBoanNMble H4epe3 3andaTyr, eC/in TaKnX cTaTen
HEeCKOJIbKO.

Mpu HaNU4YMN HECKOJIbKUX CTaTel, coAep)Kalunx onpeaenéHHblii BUA OOKYMEHTa, OaHHble
CTaTbW NEPEYNCTIAIOTCA B BaJIOBOM nopsiike 6€3 packpbiTUS BOMPOCOB, OTPAXKEHHbIX B CTaTbsX.
Mpn 60NbLLIOM KONMYECTBE TaKUX CTAaTel PacKpbIBAOTCA BOMPOCHI, OTPa)KEHHbIE B CTaTbSX.
Bonpockl packpbiBaloTCS KpaTKO, OTparkaeTcsl TONbKO CyTb 6e3 netanen.

Bo3MOXHO MpuMeHeHue o606LLatolero C/l0OBOCOYETAHUA CBEAEHWUI MO OOAHOMY UM TOMY XXe
BOMpPOCY (BajIloTHbIE BOMPOCHI, BOMNPOChI MH(OPMATM3aLUN U T.4.), HO TONILKO B Tex Cy4asx,
Koraa noaobHble BONPOChl MPUMEHUTENBHO K AAaHHOMY BUAY AOKYMEHTa BCTPEYalTCA He CTOJb
4acCTO U He ABNATCA rNaBHbIMU 4151 AAHHOMO BE4OMCTBa.

Mpw nepeyncseHnn psiia BOMPOCOB, OTPa’KEHHbLIX B COOTBETCTBYIOLIUX onpenenéHHoMy BUAY
[IOKYMEHTa CTaTbAX, OHW NPUBOAATCSA B afihaBUTHOM Mnopsiake. B page cinyvyaeB nNpuMeHsOTCS
npennorun «o (06)» M «no» B 3aBUCUMOCTM OT JIOTMKM NOAa4Yn TeKCTa B YKasaTerne.

5. MopapoK paccCMOTpeHuUs, COr1acoBaHUA U YTBEP)XXAEHUA Nepe4yHeld JOKYMEHTOB

5.1. PaccMoOTpeHMe, CornacoBaHme N yTBEp)X4EHNE NepeyHen 4OKYMEHTOB Be4OMCTB
MPOBOANTCSA B CTPOrOM COOTBETCTBMM C AENCTBYOWMMN HOPpMaMK, KakK obLLnMK Ons BCcex
(2aOMUHNCTPaTMBHbLIMK pernaMeHTamMn), Tak U BHYyTPUBEOOMCTBEHHbIMUN. [peaBapnTEbHbIM
3TaroM pacCMOTPEHMS NPOEKTa NepPeYHs OOKYMEHTOB BEAOMCTBa sABAAeTCA 0bcyxaeHne un
corniacoBaHme Cxembl €ro NOCTPOEHUSA N 3BEHHOCTM Ha LUDK benepanbHOro opraHa
WCNOSIHNTENbHON BNacTn, 3ateM - LI3MNK npn Pocapxuse. MNMocse 3Toro ocywecTenseTcs
MoAroToOBKa MpOeKTa nepeyHs.
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MpoekT rnepeyvyHss [OOKYMEHTOB paccMaTpuBaeTCcsa W cornacosbiBaeTca LIOK denepasbHOro
opraHa WUCNoNHUTEeNbHOM BRacTu. [Mpum 3ToM o0653aTeNbHO  OCYyLLUEeCTBAAeTCAa  ero
BHYTPMBELOMCTBEHHOE peLeH3npoBaHne. LlenecoobpasHo NpoBOAUTL TaKXe He3aBUCUMOE
peueHsnpoBaHue Bo BHUWNOAL, dhenepanbHbiX apxmBax yXe Ha 3TON CTaAuMn pacCMOTPEHUS.
3aMeyaHus, B csiyvae Ux NpUHATUA COCTaBUTENAMU, OTPAXKaTCA B CTAaTbAX MPOEKTa NnepeyvyHs
OOKYMEHTOB.

5.2. lNpencTtaBrieHne NpoekTa nepeyHss JOKYMEHTOB BeOMCTBa Ha paccMmoTpeHune UMK npwu
PocapxuBe ocyulecTBnsaeTCA B COOTBETCTBUMN C «KAQMUHUCTPATUBHBLIM perjaMeHToM
ncnonHeHusa ®epepasbHbIM apXUBHBIM areHTCTBOM roCcyAapCTBEHHOW YCyri No COrsiacoBaHUIo
nepevyHen AOKYMeHTOB, obpa3yoLlnxcs B npoLecce AeaTesbHOCTY hefepasibHbIX OpraHoB
rocynapCTBEHHOW BAacTU M NOABELOMCTBEHHbIX UM OpraHmn3aLmin, C yKazaHneM CPOKOB
XPaHEHUS, a TaKXKXe NPUMEPHbIX HOMEHKNATYp Aen», yTBEPXAEHHBIM NpMKa3oM MnHncTepcTBa
KYJIbTYPbl 1 MAacCOBbIX KOMMYHUKauum Poccnmckon ®epnepaunm ot 23.10.2007 Ne 1294 n
PernameHTomM paboThl LIIMK, yTBEp>KAEHHBLIM NpuKaszoMm PefepanbHOro apXmMBHOrO areHTCTBa
o1 02.05.2007 Ne 23.

Mocne paccMOTpeEHNA nepedHa OKYMeHToB BegomcTBa LMK npn PocapxuBe ocyLlecTBAseTCA
ero popaboTka, 3aTeM MPOEKT MepeyHs NpencTaBAsAeTCs Ha COorjacoBaHMe PyKOBOOMTENHO
PocapxuBa. lNepeyeHb yTBEpP>KOAETCA pykoBoauTenem deaepasibHOro opraHa NCMOJIHNTENbHON
BNacCTW.

5.3. BeepeHue nepevyHa AOKymMeHTOB BEOOMCTBa B nencreune OCyLLEeCTBNAETCA NPUNKa3oM
pykoBoauTens dpenepasibHOro opraHa NCMOJIHUTESIbHON BAACTW.

Mocne yTBepXAEHUA MPUKasa O BBeOeHMe nepeyvyHsd OOKYMEHTOB B AENCTBME cheunasancThbl
cnyx6bbl OOY opraHm3yloT TUPakMpPoBaHME W PacCCbUIKy MepeyHs B MOABEAOMCTBEHHbLIE
opraHmsaunn. Heobxoammo obecneynmTb BCe CTPYKTYpPHble Noapa3neneHnss opraHusauun, a
TakXe npencrtaBuTb onpefenéHHoe KOAM4eCcTBO Tupaxa (Kak npasuio, He MeHee
100 s3k3emnnsipoB) PocapxuBy ons Ncrnonb3oBaHUs B paboTe apXUBHbIX YYPEXX OEHUN.

5.4. Npwn BbIABNEHUN (BO3HUKHOBEHWW) BNOCNEACTBUM LOKYMEHTOB, HEe OTPaKéHHbIX B
yTBEP)XOEHHOM nepeyHe, LK denepanbHOro opraHa UCNosIHATEsNIbHON BAACTN OpraHn3syeT
npoBefeHne X U3y4eHns A8 YCTaHOBJIEHNS CPOKOB XpaHeHus. defepasnbHblil opraH
NCNOJIHNTENbLHOWN BNacTu oba3aH NnoaAroToBMTh 3anpoc B LU3MNK npu Pocapxuee 06
YCTaHOBJIEHHbIX UM MNpeABapuTesibHbIX CPOKaxX XpaHeHNs OKYMEHTOB. PaccMoTpeHue faHHOoro
3anpoca NpPoBOAUNTCSA B COOTBETCTBMU C AENCTBYOLWMMN NpaBmuiaMn. PacCMOTpeHHbIe
Pocapxmneom npennoxxeHus B cily4ae corsjiacoBaHus LOBOAATCA A0 hpenepasibHOro opraHa
NCMOJSIHUTEsIbHON BNacTu. PykosoanTens efepasibHOro opraHa UCnosIHNTesIbHOW BNacTu
CBOMM MPMKa3oM BBOOUT NX B ,JJ,eI7ICTBVIe.

HoBbIM CTaTbAM MpUCBaMBAOTCA MOC/EAOBaTE/IbHO MPOAOJIKAloWMecs MNOpsAKOBblE HOMEpa,
cnepylolime 3a HOMEpPOM TrocsiefgHel CTaTbX [OENCTBYIOWEro MepeyHs, He3aBUcMMo OT
NopsiAKOBOrO HOMepa pa3fiena, K KOTOPOMY OHM OTHOCATCS.

B cny4ae 3Ha4YUNTEJIbHbIX N3MEHEeHU 1 [OO0MNOJIHEHU TFOTOBUTCA HOBasd penakuna nepeyvHHd
OOKYMeHTOB Be4OMCTBa.

6. Ucnonb3oBaHue B]l «CocTtaB U CPOKU XpaHeHUs
AOKYMEHTOB, 00pa3yloLuxca B AeATeJIbHOCTU OpraHuM3auum»
ANA pa3paboTku nepevyHe J,OKYMEHTOB

6.1. [loKyMeHTuMpoOBaHMe OesaTeNbHOCTU OpraHn3aunin NOCTOAHHO COBEPLLUEHCTBYETCSA C
NPUMEHEHNEM COBPEMEHHbLIX aBTOMaTU3NPOBAHHbIX TeXHOJI0run, OT6Op AOKYMEHTOB Ha
XpaHeHne U YHUYTOXXEeHNEe - 0OHO U3 HamnpaB/ieHU BHeAPEeHUs aBTOMaTU3MPOBaHHbIX
TEXHONOrnn.
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B «CoCTaB M CPOKM XpaHEHUS OOKYMEHTOB, 06pa3ylolnxcsa B AEATENbHOCTU OpraHu3aunii»
(nanee B TekcTe - B[I) BKJOYAET: NepeyHU TUMOBLIX LOKYMEHTOB W MepeyHn AOKYMEHTOB
BEOOMCTB, a TaKXe MNpuMepHble HOMEHKNaTypbl &N, AeACTBYylWMEe B HACToslLee BpeMs;
3aKOHOZaTesIbHble N WHble HOPMATMBHbIE MPABOBbLIE aKTbl MO BOMPOCAM, CBA3aHHbIM C 0T6opoM
LOKYMEHTOB Ha XPaHEHUE N YHUYTOXEHME.

6.2. B cBAI3M C NOAFOTOBKOW HOBLIX MepeYyHen gokymeHToB B[l nononHaeTcsa nHhopmaunen.

B cooTBeTCTBUM C OOrOBOPEHHOCTbLIO (CcornaweHunem) cdepepasbHbIA OpraH WUCMOJIHUTESIbHON
BNAaCTW NpefcTaBfsieT 3JIEKTPOHHYIO BEpPCUIO NepedyHs LOKYMeHTOB (KenaTesibHO B Excel) B
Pocapxus pnsa Bknw4deHuna B bI. MNepenava eé ocCyllecTBASETCS MO aKTy U COMNpOBOXAaeTcs
NMACbBMOM PYKOBOAUTENS BEAOMCTBa, NOATBEPXXAAKOLWMM AOCTOBEPHOCTb 3/IEKTPOHHOW BEpCUU
rnepeYHs.

BknoyeHne nepeyHsa p[okymeHToB B Bl ocyuwecTtensetca BHUNOALL B COOTBETCTBUU C
«MonoxxeHnem o Bl «CocTaB U CPOKN XpaHEHNS OOKYMEeHTOB, 06pa3yrolWmnxca B AesATeNbHOCTH
opraHusauun» (2009).

6.3. B[] MmoxxeT bbITb UCMOJsIb30BaHa Npu pa3paboTke NepeyHen JOKYMEHTOB BEAOMCTB.
ObpaweHne K B[, n opraHusaumsa paboTbl MO MOMUCKY COOTBETCTBYHOLLEN UHGMOPMaLKN B HeN

ocylwiecTBnsgeTca Ha ocHoBaHuM «lMonoxeHnsa o bl «CocTaB M CPOKUN XpPaHEHUS OOKYMEHTOB,
obpasyrLwmxcsa B 4eaTenbHOCTU opraHusauunin» (2009).

lMpunoxeHne Ne 1

CNMNCOK NUCTOYHUKOB

o KoHcTuTyumns Poccuiickon ®epepaumm o1 12.12.1993

e [paxkpaHckun Kopekc Poccuinckon Pepepaumm. Yacte 1 ot 30.11.1994 Ne 51-03. YacTb 2
oT 26.01.1996 Ne 14-®3. Yactb 3 oT 26.11.2001 Ne 146-®3. Yactb 4 o1 18.12.2006
Ne 230-P3.

e TpynoBoun kogekc Poccmnckonm ®epgepaumm oT 30.12.2001 Ne 197-P3.

e ®epepanbHbll 3akoH OT 27.12.2002 Ne 184-®3 «O TexHWYECKOM peryampoBaHum» //
CobpaHune 3akoHogaTenbCcTBa Poccuckon depepaumn. - 2002. - Ne 52, 4. 1, cT. 5140.

e ®epepasbHbli 3aKoH 0T 22.10.2004 Ne 125-P3 «O6 apxnBHOM gene B POCCUNCKON
Depepaunn» [2] // CobpaHune 3akoHoAaTenbCTBa Poccminckon ®epepaunmn. - 2004. - Ne 43,
CT. 4169.

e QOepepanbHbii 3akoH oT 27.07.2006 Ne 149-03 «06 wuHbopmauun, WHPOPMaLNOHHLIX
TeXHONOrnax wun 3awmte wuHgpopmauun» [/ CobpaHue 3akKoHogaTenbCcTBa Poccuinckon
Oepepaumnn. - 2006. - Ne 31, 4. 1, cT. 3448.
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e [OCT P 51141-98. lenonpon3BonCTBO N apXMBHOE Aeno. TepMuHbl 1 onpenesieHns.

e [paBWJia OpraHu3alnm XpaHEeHUs, KOMMJEKTOBaHUA, Y4ETa N UCNOJIb30BAHUA JOKYMEHTOB
ApxmBHOro ¢oHaa Poccunckon depgepaumnm v Apyrux apxmBHbIX JOKYMEHTOB B
FOCYAAPCTBEHHbIX N MYHULIMOAAbHbBIX apXyBax, My3eax 1 bubnmorekax, opraHnsaLmnsax
Poccuinckonm akagemum Hayk [3]. - M., 2007.

e PernameHT paboThl LIeHTpasbHOWM 3KCNEPTHO-MNPOBEPOYHON KOMUCCUU Npn PeaepasibHOM
apxuBHOM areHTcTBe [4]. YTBEPXOEH Npnkasom denepasibHOro apxXMBHOIro areHTCTBa OT
02.05.2007 Ne 23.

o AIMUHUCTPATUBHbLIN perjaaMeHT ncnoaHexuns PegepaabHbiM apPXUBHbIM areHTCTBOM
rocyapCcTBEHHOW YCJYrX MO COrJiacoBaHUO NepevYHen JOKYMeHTOB, 06pa3yolnxca B
npouecce geaTesabHOCTU heaepasibHblX OPraHoOB rocyaapCTBEHHON BJaCTU U
NnoaBeJOMCTBEHHbIX UM OpraHn3aLni, C yKasaHMeM CPOKOB XPaHEHMWA, a TakXe MpuMepHbIX
HOMeHKANaTyp gen [5]. YTBepX4EH Npuka3oMm MMHNCTePCTBaA KybTYpPbl U1 MacCOBbIX
KOMMYHUKauun Poccuinckon ®epgepaumnn ot 23.10.2007 Ne 1294,

e [lepeyeHb [OOKYMEHTOB, 00pa3yllunxcs B AesdATeNbHOCTM MwuHucTepcTBa (UHAHCOB
Poccuitckon ®epepaunn, OpraHM3aunid, HAXOASLIUXCS B ero BeAeHUMW, a Takxe
(PVHAHCOBLIX OpraHoB cybbekToB Poccuiickoln degepaunm, C yKa3aHUEM CPOKOB XPaHEeHUs.
- M., 2003.

e [lepevyeHb OOKyMeHTOB, obpa3ywowmnxca B geatensHocTun OAO «Poccunckme xenesHble
[oporu», C ykasaHUeM CpOKOB xXpaHeHus. - M., 2008.

e [lepeyeHb AOKYMeHTOB, 06pa3yloWmxca B AeATeNbHOCTU OpraHoB ynpaBJfieHNs, BOUHCKUX
YacTen BOWCK rpa>kaaHckon obopoHbl, noapasaeneHuin MNMC, yypexxageHun n opraHmsauumn
cucteMmbl MYC Poccuu, € yKaszaHUeEM CPOKOB XpaHeHus. - M., 2005.

e epeyeHb [OKYMeHTOB, o6pa3ylowmxca B AeATeNbHOCTM OpraHoB denepanbHoOn
denbaberepckom CBA3N CO CPOKaAMU UX XpaHeHus. - M., 1999,

e [lepeyeHb OOKYMEHTOB opraHoB lpokypaTypbl Poccunckon degepaumm n nx ydpexxaeHumn,
C YKa3aHueM CpOKOB xXpaHeHus. - M., 2008.

¢ [epeyeHb AOKYMeHTOB, obpa3yowmxca B geatenbHocTu LeHTpanbHoro baHka Poccumnckon
depnepaumu, C yKasaHmeM CpoKoB xpaHeHus. - M., 2005.

¢ [lepeyvyeHb OOKYMEHTOB CO CPOKaMu xpaHeHus, obpa3syowmxca B geatenbHocTn CbepbaHka
Poccun n ero gomnunanos. - M., 2005.

¢ [lepeyeHb OOKYMEHTOB hefepasibHbIX CynoB obWen pucankummn, ¢ yKasaHMeM CPOKOB KX
XpaHeHuna. - M., 1999.

L4 I'IepeHeHb TUMNOBbLIX apPXWMBHbIX OOKYMEHTOB, o6pa3yrou_u/|xc9| B Hay‘-IHO-TEXHVI‘-IeCKOPI n
I'IpOVI3BO,EI,CTBeHHOIZ neaATenbHOCTHU opraH|/|3aL|,|/||7|, C YKa3aHMeM CpPpOKOB XpaHeHusa. -
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O APXVIBHOE
e ATEHTCTBO

M., 2008.

e [lepeyeHb TUMOBbLIX YNpaBieHYECKNX apXUBHbIX OOKYMEHTOB, obpa3ylowmxcsa B npouecce

neAaTesIbHOCTU

rOCy[apCTBEHHbIX OPraHoB, OPraHOB MECTHOro

opraHusauumn, C yKaszaHnMem CpoKoB XpaHeHusd. - M., 2010.

e [lepeyeHb TWMOBbLIX YMpPaB/IEeHYECKNX [OOKYMEHTOB,

opraHmsauun, C ykasaHneM CpokoB XpaHeHus. - M., 2000.

CaMoyrnpaBieHns W

obpasyolmnxca B OeSTeNbHOCTU

e [lpyMepHas HOMeHKNaTypa Aen Bbicwero y4ebHoro 3aBefgeHus. - M., 1999.

e [lpmepHas

HOMeHKNaTypa ngen

pernoHanbHOro otvaneneHnd

CcTpaxoBaHusa Poccnimnckonm depgepauynm. - M., 2003.

doHOaQ coumanbHoOro

e [lpnMepHaa HOMeHKaTypa OeN pernoHasibHOro TaMOXXEHHOro ynpasneHus. - M., 1998.

e [[pyuMepHaa HoOMeHKaTypa Aesl TaMoXXHU. - M., 1994,

e TunoBas HOMeHKaTypa Aesn MUpPoBbIX cynen. - M., 2008.

e DKCnepTu3a

LEeHHOCTN

yrnpaBieHYeckunx

OOKYMEHTOB n

rocygapCTBEHHbIX apXnBOB (Teopusa n metoauka). - M., 2006.

KOMMJIeEKTOBaHNE nMn

lMpuaoxeHne Ne 2

CxeMa 3TanoB pa3paboTku nepe4yHen O,OKYMEHTOB

aTan cbopa, aHanmsa
MHpopMaLnn o
BeLLOMCTBe (3adauu,
PyHKUUN, CTPYKTYpa
opraHusauun)

HOpPMaTUBHblE
NnpaBoOBble aKTbl,
opr-pacnopsaunTesibH
ble, ydpeanTesbHble,
HOPMaTUBHbIE
LOKYMEHTbI U Ap.

Ne HanmeHoBaHue ba3a (AOKyMeHThI) BbixoaHble

n/n 3Tanos paboThbl nposefeHns paboTbl | AOKYMeHTbl MO 3Tany
1 2 3 4

1 MoaroToBUTENbHbLIN 3aKOoHbI, NHbIE MNepeydyHn pyHKLWNA:

TUNOBBIX, OTPAC/IEeBbIX
B YCTaHOBJ/IEHHOM
chepe neATeNnbHOCTN.
MNepe4vHn BNOOB
opraHusauun.

Maccus popm -
XapaKTepucTuk
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opraHmnsauni

Pa3paboTka CxeMbl
rnocTtpoeHuns NMepe4Hs
OOKYMEHTOB U
onpegesneHue ero
3BEHHOCTU

MNepeyeHb MyHKLUA,
nepeyeHb BUAOB
opraHusauumn, Mmaccme
opm -
XapakKTepucTunk
opraHusauumn

CxeMbl MOCTPOEHUSA
rnepeyHs (TUnoBble K
dyHKLNN B
YCTaHOBJIEHHOW
chepe
nesitenbHOCTH).
3BEHHOCTb NepeyHs
(pykoBogsne
OpraHbl, OCHOBHble
opraHmsauum,
BCMOMOraTesibHble U
obcnyxxuneatowme
opraHusauun)

BbisiBNieHWe cocTaBa
BWAOB AOKYMEHTOB MO
GPYHKLNAM

3aKOHbl N UHbIE
HOpPMaTUBHbIE
MpaBOBbIe aKThl,
HOMEHKNaTypbl Aen,
onwvucu agen, TUNoBble
rnepeyHn OKYMEeHTOB

Maccune popm BUAOB
OOKYMEHTOB Mo
PyHKLNAM

CuctemaTmsaums
BUAOB AOKYMEHTOB MO
PYHKLNAM

Maccus ¢popMm BLUAOB
AOKYMEHTOB o
dPyHKLNAM, MaccuB
dhopM -
XapakKTepucTunk
opraHusaumu

MpoeKT nepeyHs
yKasaHuem BUA0B
[OKYMEHTOB Mo
(PYHKLUMAM N 3BEHbAM
nepeyHs

OnpepeneHne CpoKoB
XpaHeHns
OOKYMEHTOB

MpoeKT nepeyHs C
yKa3aHneM BUA0B
OOKYMEHTOB Mo
PYHKLNAM U 3BEHbAM,
rnepeyHn TUNoBbIX
OOKYMEHTOB

MpoekT nepeyHs
OOKYMEHTOB
BeOOMCTBa

MoaoroTtoBKa YKaszaHum
(O6LWwMX NonoXxeHunn)

HopmaTuBHbIE 1
pacnopsauTesibHble
OOKYMEHTHhI
BEeOOMCTBa, NepeyHu
TUMOBbLIX OKYMEHTOB,
MPOEKT rnepeyHs
JOKYMEHTOB
BeOMCTBa

Yka3aHusa (Obwue
NoJsIoXKeHns)

MopgrotoBka Cnncka

HopMmaTuBHbIE,

Crnuncok cokpalleHnn

COKpaLleHnn, pacnopsauTesibHble YKasaTesb BUOOB
YKasaTens sngos OOKYMEHTHhI O0OKYMEHTOB
OOKYMEHTOB BEAOMCTBaA, MPOEKT

rnepeyHs AOKYMEHTOB

BeOMCTBA
PaccmoTpeHune, MpoeKT nepeyHs MepeyeHb
corjflacosaHue, OOKYMEHTOB, OOKYMEHTOB
yTBEpXXOeHne aOMUHNCTPATUBHbIE BeOMCTBa
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nepeYyHs OOKYMEHTOB |pernamMeHThbl,
BeLOMCTBa pernamMeHThbl
9 Tupa>knposaHune MNepeyeHb N3paHHbBIN NepeyeHs.

nepeyHs, nepenavya B | AOKYMEHTOB MononHeHwne

Bl «CocTaB 1 CpoKu BeOOMCTBaA, nHpopmauun b

XpaHeHns «[Mono»xeHne o b «CocTaB 1 CpoKK

OOKYMEHTOB, «CoCTaB 1 CpoKK XpaHeHns

obpasyroLwmxca B XpaHeHns OOKYMEHTOB,

0eATesNlbHOCTU [OKYMEHTOB, obpa3syowmxca B

opraHusaummn» obpa3sylomxcs B 0eATeNlbHOCTU
DEeATeNbHOCTH opraHmsaunins
opraHmsauynm»

lMpunoxxeHne Ne 3

MpuMmepHaa CxeMa NOCTPOEHUA NepeyHs AOKyMeHTOBm
1. OpraHunsaumnsa cncTemMsl yrnpasineHus

1.1. PacnopsaanTtenbHaga 0esaTesIbHOCTb

1.2. OpraHunsaumnsa yrnpaBieHns

1.3. KoHTpOJIb

1.4. NpaBoBoe obecneyeHne gesTenbHocTn 2!

1.5. [okyMeHTauUWOHHOe obecneyeHne ynpaBiAeHUs U OpraHM3aunsa  XpaHeHus

nokymeHToB?2!

1.6. ABTOMaTU3NpOBaHHbIE CUCTEMbI

2. MnaHnpoBaHue

2.1. MporHo3suposaHme!?!

2.2. Tekylee njaHnpoBaHme

2.3. Ll,eH006pa3OBaH|/|eQ1

3. ®uHaHcuposaHue!?
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4. KpepuTtoBaHmne?!

5. YY4&T 1 oT4yéTHOoCTLRZ!

5.1. byxrantepckunm y4éT n oTY4ETHOCTb

5.2. CTaTUCTNYECKUN Y4ET N OTHETHOCTb

6. Tpynosble oTHoweHns A

6.1. TpyooyCTpONCTBO
6.2. OpraHusaumnsa Tpyna
6.3. HopMmuposaHue Tpyaa, Tapuukaumsa, ornnata Tpyna

6.4. OxpaHa Tpynaa

7. KappoBoe obecneyeHune
7.1. Npuném, nepemelleHmne, yBosibHEHNE PabOTHMKOB

7.2. YcTaHOBNEHMe KBanndukaumnm paboTHMKOB

7.3. MpoeccrmoHanbHas NoAroTOBKa U NoBbILLeHNe KBanandukaumm paboTHnkos2!

7.4. Harpa>kgeHune (NpucBoeHne 3BaHNn, NpUCYXAeHNE YYEHBLIX CTEMNEHEN)

8. DKOHOMMYECKME, HayyHble, KYJIbTYPHbIE, MeXAYyHapoAHble CBA3MN.

8.1. OpraHm3sauns n ocyLlecTB/ieHne CBs3en
8.2. MexxayHapoaHoe coTpyaHuyecTso

8.3. 3KCMopT, UMMNOPT, 3arpaHnocTaBku2!

9. OTpacnessble (cneundpunyeckne) PyHKLNUN CUCTEMbI (BE€OOMCTBA)

10. Hay4Ho-nccnepnoBaTesibCKas MU ONbITHO-KOHCTPYKTOPCKaa AeATes/IbHOCTb

11. N306peTaTeNbCTBO M MATEHTHO-TNLLEH3VUOHHAS pa60TaQl

12. MpoeKTnpoBaHne, CTPOUTENLCTBO, PEKOHCTPYKLINA, pecTaBpaLns, peMoHT obbekTosM!

13. MpownssoacTeol
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13.1. OpraHunsauuvs rnpon3BoACTBa

13.2. TexHonorm4yeckas noaroToBka W TexXHUYECKOE OCHalleHue, MexaHusauusa u
aBToMaTuU3auna Npon3BoacTBa

13.3. I3roToBAEHMNE N TEXHNYECKNUN KOHTPOJIb KadecTBa NpoayKuunm
13.4. MeTponorug, cTaHgapTusaums, ceptTudunkaumns
13.5. 3kcnayaTaumsa, MmoaepHmsaumna n peMmoHT obopyanosaHus

13.6. 9KoNornyecknm KOHTPOJ1b 3a NMPOU3BOACTBEHHbLIMIN obbvekTamm

14. NHdopMaLmoHHoe obcnyxmsarme!
14.1. N3paTenbCcKasa OesaTeNlbHOCTb.

14.2. PeknaMHO-UH(pOpMaLNOHHasa AesaTeNbHOCTb

15. MaTepuanbHO-TEXHNYECKOE obecneyeHune nesaTensHocTn

16. A,EI,MI/IHI/ICTpaTI/IBHO-XO3FIIZCTBeHHble BOMpPOChHI
16.1. OpFaHI/IBaLI,I/Iﬂ n ocyuwiecrtBlsieHne aﬂ,MI/IHI/ICTpaTI/IBHO-XO3FIIZCTBeHHOI7I neaTenbHOCTU

16.2. OkcnayaTaunsa 30aHUN, COOPY>XEHUn, MoMeLLEeHNN

16.3. TpaHCMOPTHOE 06CNyXUBaHWNE, BHYTPEHHAN CBA3bA

16.4. OpraHusauus oxpaHsbl

17. CounanbHo-6bITOBLIE BOMPOCHI

17.1. CoumnanbHoe cTpaxosaHue?!

17.2. XXunuwHo-6biToBbIE BOMpPOCHI, OpraHn3auna 06LWeCcTBEHHOro MNTaHUA

17.3. Megnko-caHuTapHoe obcnyxmsaHme2!

17.4. O3g0poBUTeNbHAs, BOCNUTaTeNbHaa paboTa C 4eTbMU
17.5. OpraHusauus gocyrat?!

17.6. ®U3KyNbTYpHO-CNOPTUBHAA pa60Ta[L

18. NpaxpaHckasa obopoHa

19. eaTenbHOCTb NEPBUYHbLIX 06LLECTBEHHbIX OpraHn3auni (06bennHeHmnn)2
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lMpunoxeHune Ne 4

NMpuMepHbIA COCTaB 3BeHbEB Nepe4yHA AOKYMEHTOB

OpraHuaau,uu - ACTOYHUKHUN KOMNNIEeKToOBaHuA
rocynapCtBeHHbIX, MYHUULMNAJIbHbIX apPXUBOB

1. B ueHTpasnbLHOM annapaTe

2. B pernoHanbHbIX, TEPPUTOPUAJIbHBLIX OpraHax

[31

3. B OCHOBHbIX NPOU3BOACTBEHHbIX>!, HAY4HbIX, MPOEKTHbIX, KOHCTPYKTOPCKUX,

N3blCKaTEJIbCKUX, yqeﬁHbIX, n3naTesIbCKUX N OpPpyrmx Opl‘aHI/I3E]LI,I/I$IX[Al

OpraHmsauum, He ABASAIOLLNECS UCTOYHUKAMN KOMMJIEKTOBaHUA
rocynapCrtBeHHbIX, MYHUULMUNAJIbHbIX apPXUBOB

4. Bo BCroMoraTesibHbIX, 06Cy)XKMBaOLWMNX OpraHm3aumnsax, npeanpusaTnax

[1] BOo3MOXHbl BapraHTbl B 3aBMCMMOCTK OT 0cobeHHOCTel BeAOMCTBa (ero CTPYKTypbl, PYHKLNNA).

[2] Ona onpenenéHHoOro BeAOMCTBa AaHHble PYyHKUMN MOryT ObITb OTpacneBbiMy (BEAOMCTBEHHbIMN).

[3]1 CnoBoO «NpPOV3BOACTBEHHbIE» BKJIIOHAET OPraHM3aunm, oCyLLecTBAsOWmME Nobble 0OCHOBHbIE (PYHKLUM B YCTAHOB/IEHHOW Chepe
NeATebHOCTU.

[4] KonnyecTBO 3BeHbEB MOXKET ObITb yBE/IMYEHO 3a CHET BblAENEHNS YKa3aHHbIX FPynn opraHn3aunin B oTAesbHble 3BEeHbS.

B paHHOM rpynne opraHn3aumnii BO3MOXKHO NpuMeHeHne BbIBopoYHOro (MoBmMaoBoro v rpynnosoro) otbopa.
OnybnukoaHo: 15.09.2011, nocneaHee nameHeHue: 20.09.2011

e MeToamn4deckue nocobus

UcTouHumK: http://archives.ru/documents/rekomend perechen foiv.shtml
Co3paHo 15.09.2011 - 21:57
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