IIpoBeaeHue F3xcnepTU3bI IEHHOCTH APXUBHBIX JOKYMEHTOB
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KOJIYITAEBA Hpuna EBrenseBHa, BEIyIU apXUBUCT OT/I€JIa KOMILUIEKTOBAHUS,
BEJIOMCTBEHHBIX apXMBOB U JIEJIONPOU3BOJICTBA TOCYJAPCTBEHHOTO Ka3€HHOTO
yupexxnenusi HoBocubupckoit obnactu «['ocynmapctBennsiii apxuB HoBocuOupckoii
oOnacTu»

3Kcnean3a HECHHOCTH JOKYMECHTOB — HM3Y4YCHHC JOKYMCHTOB Ha OCHOBAHHHU
KPUTCPHUCB UX ONCHHOCTHU JJIA OIIPCACIICHUA CPOKOB XpaHCHUA JOKYMCHTOB.

esbro npoBeAeHUs IKCIEPTU3BI HEHHOCTH JOKYMEHTOB SBJISKOTCH

- 0TOOp JOKYMEHTOB MOCTOSTHHOTO M BpeMeHHOTo (cBbite 10 jeT) XpaHeHus s
Mepelaun Ha TOCYIAPCTBEHHOE XPAHEHNUE;

- 0TOOp JOKYMEHTOB C BPEMEHHBIMU CPOKaMU XpaHEHUs U ¢ momeTkou «J/[o
MUHOBaHUSI HAJOOHOCTH», MNOJJEKAINIUX JalbHEHUIIEMY XPaHEHUI0 B CTPYKTYpPHBIX
MOApa3ICICHUSAX;

- BBIJICJICHUE K YHUUTOKEHHUIO JI€J]I, CPOKU XPAHEHUSI KOTOPBIX UCTEKJIU.

JKCNEePTH3a HEHHOCTH JOKYMEHTOB B YUPE/KICHNUH MPOBOAUTCH

- IPY COCTABJICHUN HOMEHKJIATYPBI JIET;

- B mpouecce GOpMUPOBAHUS €1 W MPOBEPKU MPABWIBHOCTH OTHECEHHUS
JIOKYMEHTOB K JIeJIaM;

- IPY NOATOTOBKE JIEJI K TEpe1adye B apXUBOXPAHWIIUILIE.

IHepBbIM ITAIOM, o0ecreYuBaAK UM BbINIOJIHCHHE npouecca
KOMILICKTOBAHUSI apXMBa OPraHM3alud JAOKYMEHTAMH, SIBJSIETCH IPOBeJIeHUe
JIKCIEPTU3bI HEHHOCTH JOKYMEHTOB B /1eJIONIPOM3BO/ICTBE.

DKCIepTu3a LUEHHOCTH JOKYMEHTOB B JEJIONPOU3BOACTBE OPraHU3alUH - 3TO
U3yYeHHE JOKYMEHTOB Ha OCHOBAaHHH KPUTEPHEB MX IIEHHOCTH (Hay4YHO-000CHOBAHHBIX
NPU3HAKOB, HA OCHOBAHHMH KOTOPBIX ONPEIEISICTCS CTENeHb IICHHOCTH JOKYMEHTOB),
BBIPA0OTAHHBIX B MPOIECCE APXUBHOW MPAKTUKH !

- KpUTEPUEB  MPOUCXOXKICHUS (byHKIIMOHAIBHO-IICICBOTO  Ha3HAYCHHS
OpraHM3aIliy C YYETOM €€ POJIM MM THUIIOBOT'O XapaKTepa, BpEMEHU M MECTa CO3JTaHUs
JOKYMEHTA | T.I1.);

- KPUTEPHUEB COAEpKaHUSA JOKYMEHTOB (3HAYMMOCTH MH(OpPMAIIUU, B TOM YHCJIC
€¢ YHHMKAJbHOCTH, THUIUYHOCTA WJIM TOBTOPSIEMOCTH, BHJA JIOKYMEHTa, €ro
HOJIJTAHHOCTH);

- KpPHTEpHEB BHEIIHHUX OCOOCHHOCTEH ITOKYyMEHTOB ((OopMbl (PHKCHpPOBAHHUS M
nepeaavyr CoJepyKaHus, YJOCTOBEpCHHS W O(QOopMIIeHHS TOKYMEHTa, (PU3HUIECKOTO
COCTOSIHHUS, CTEIICHHU MTOJIHOTHI COXPAHHOCTH JOKYMEHTA).

C 11enp10 BCECTOPOHHETO U MOJHOTO OTPAXCHHS ACATESILHOCTH OPTaHU3AIMH TTPH
dbopMupoBaHUM €€ apXWBHOTO (OHIA HEOOXOAUMO KOMIUICKCHOE TIPHMEHEHHE
KPUTEPHEB SKCIIEPTU3BI ICHHOCTH JTOKYMEHTOB.



DKCIepTU3a LEHHOCTH JOKYMEHTOB MPOBOAUTCS Ha OCHOBaHMM DenepanbHbIX
3aKk0HOB OT 22.10.2004 Ne 125-®3 «O06 apxuBHOM jene B Poccuiickoit denepanum», ot
18.06.2017 Ne 127-®3 «O BHECEHHH U3MECHCHHI B OT/EIHHBIC 3aKOHOATEIHHBIC aKThI
Poccuiickoint ®enepannn»; [IpaBuir oprannzanmu xpaHeHHs, KOMIUIEKTOBAHUS, y4eTa U
UCIIOIb30BaHUsl JOKyMEHTOB ApxuBHoOro ¢oumga Poccuiickoit denepanuu u Apyrux
apXMBHBIX JOKYMEHTOB B TOCYJApPCTBEHHBIX M MYHMIIMIAIBHBIX apXUBax, My3esX U
oubnmorekax, opranusamnusax Poccuiickoit akagemun Hayk M. 2007 ¢ m3MEHEHHSIMH,
YTBEPKACHHBIMA NpUKa3oM MuUHHUCTEpCTBA KynbTypbl Poccuiickoii dPenepanuu OT
16.02.2009 No 68, IlpaBun opraHu3amuy XpaHEHUs, KOMIUICKTOBAaHHWS, ydyeTa H
UCIIOIb30BaHUsl JOKyMEHTOB ApxuBHoro ¢ouaa Poccuiickoit deaepanuum u Apyrux
apXMBHBIX JIOKYMEHTOB B OpraHax TrOCYyJapCTBEHHOW BIJIACTH, OpraHax MECTHOTO
CaMOYyNpaBJ€HUsI W OpraHu3alusaX, yTBEPKACHHBIX TMpuUKazoM MuHHUCTEpCTBa
kyaeTypel Poccmiickoii ®enmepanmm ot 31.03.2015 Ne 526; IlepeuHs THIOBBIX
VOPaBICHYECKUX  apXUBHBIX JOKYMEHTOB, OOpa3ylIIMXCcsi B  JEATEIbHOCTH
rOCyJJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYMPABJICHUSI W OpraHu3alui, c
YKa3aHUEM CPOKOB XpaHEHUsl, YTBEPKACHHOTO MPUKA30M MUHHUCTEPCTBA KYJIbTYPHI
Poccuiickoit ®denepamuu ot 25.08.2010 Ne 558, cBogHOW HOMEHKIATYPHI JICII;
HOPMaTUBHO-METOJUYECKNX JIOKYyMEHTOB DenepanbHOro apXMBHOTO areHTCTBA U
yrnpasienus ['AC HoBocubupckoii 06acTu.

Jns ompeneneHus CPOKOB XpaHEHHUS JOKYMEHTOB, OOpa3yloIIUXcsi B Hay4dHO-
TEXHHUYECKOW W MPOU3BOACTBEHHOM JEATEIBHOCTH OpraHU3alui, MPUMEHSAETCS
«IlepeueHb TUMIOBBIX APXUBHBIX JOKYMEHTOB, 00pa3yOIIUXCs B HAYYHO-TEXHUUECKON 1
MPOU3BOJCTBEHHON JEATEIbHOCTA OpraHu3alui, ¢ YKa3aHUEM CpPOKOB XpaHEHWUS,
YTBEPKACHHBIN MNpHuKa3oM MMHHHUCTEPCTBA KYJIbTYpPhl M MAaCCOBBIX KOMMYHUKAIUN
Poccwuiickoit ®enepanun ot 31.07.2007 No 1182.

JInsi  yCcTaHOBIIEHHMSI  CPOKOB  XpaHEHUsI  chnenuuyeckoil  oTpacieBoil
JIOKYMEHTAIINU MPUMEHSIOTCSI OTpacieBble MEPEUYHH, MPUMEPHbIE HOMEHKIIATYPBI AE,
SIBJISIFOILIMECS ICHCTBYIOIMMHU HA MOMEHT YIIOPSIAOUYEHHS TOKYMEHTOB.

OT6Op ITOKYMEHTOB ISl TIOCTOSIHHOTO XPAaHEHUS MPOBOJUTCS HAa OCHOBAHUU
YKa3aHHBIX BBIIIE TEpeYHEHd JOKYMEHTOB C YKa3aHUEM CpPOKOB HMX XPaHEHUS U
HOMEHKJIATYPBI JIe7l YYPEeXKACHUS MyTeM IOJUCTHOrO MpocMoTpa Jnen. B gemax
MOCTOSIHHOTO XPaHEHUsl MOJUIeKAT M3BATUIO AYOJETHBIE HK3EMIUISIPHI JTIOKYMEHTOB,
YEPHOBUKH, HEO(DOPMIIEHHBIE KONUU JIOKYMEHTOB M HE OTHOCSIIHECS K BOIPOCY
JIOKYMEHTBI C BPEMEHHBIMHU CPOKaMU XPaHEHUS.

[Ipu sxcnepTH3e IIEHHOCTH ClIeAyeT oOpaliaTh 0c000€ BHUMaHHWE HAa JOKYMEHTHI
C BPEMEHHBIMU CPOKaMM XpaHeHHs, uMeromuMHu OoTMETKY «JOIIK». Otmerka «3OIIK»
03HayaeT, 4TO 4YacTh JIOKYMEHTOB, MPEJICTABICHHBIX B JEJI€, MOXET UMETh Hay4HO-
UCTOPUYECKOE 3HAauY€HHE U OBITh OTOOpaHa Ha NOCTOsIHHOE XpaHeHue. K Takum
JOKYMEHTaM  OTHOCATCS  HWHGOpPMAalUU, CIOpPaBKU IO  ONEPaTHBHO-OTPACIEBOM
NESATEeNbHOCTH, TEpPEeNnucKa, AOKIaJHbIe 3aliCKA PYKOBOJCTBY OpraHU3allud WU Ap.
OTO6opy Ha TOCTOSIHHOE XpaHEHUE MOJJIekKAT JOKYMEHTBI, OTPa)Karollhe OCHOBHBIE
HaIpaBJICHUS AESTEIbHOCTH OPTraHU3allMi B COOTBETCTBUHU C €€ 1IEJIEBbIM Ha3HAUCHUEM.

[Ipn mpoBeaeHNM 3KCIEPTU3bI LIEHHOCTU JTOKYMEHTOB AEN0 ¢ OTMETKOU «IITK»
IPOCMAaTPUBAETCS MOJUCTHO. JJOKYMEHThI MOCTOSIHHOTO XPaHEHUS BBIJCISIOTCS U U3



HUX (QOPMUPYIOTCS OTIEIbHBIE J€Ja, KOTOpble OyAyT BKJIIOYEHbI B OMNUCH JIel
MOCTOSTHHOTO XpaHeHusi. OcTaBlIvecs: TOKYMEHTbl BPEMEHHOI'O XPAaHEHUsl XPAHSTCS B
TEUEHUE CPOKOB YCTAHOBJICHHBIX MEPEYHSIMH WJIM HOMEHKJIATYPOU JIeI.

Cpenu Takux JIOKYMEHTOB 0OCO0O€ MECTO 3aHMMAET KOMILIEKC JTOKYMEHTOB
«mepenucka». OHa oOpa3yeTcs B pe3ysibTaTe OCYIIECTBIICHHS CBSI3€d OpraHu3aluil C
BBIIIECTOSIIIUMUA W JIPYTMMHU OpraHu3alusMu. B mnucbMax MOTYT COAEpPKAThCS
BOIIPOCHI, HE OCBEILICHHBIC WM HEJOCTATOYHO OCBEUIEHHBIE B APYTrUX JOKyMeHTax. B
HUX OTpaXkaloTcsl BONPOCHI O IUIAHUPOBAHWUU U (UHAHCUPOBAHUU JACSATEILHOCTU
OpraHu3aluy, O COIIaCOBAaHUU WM YTBEPXKIACHUU JTIOKYMEHTOB, UH(POPMHUPOBAHUU O
X0JIe U pe3ysibTaTax UCIOJHEeHUs nopydyeHui u ap. Hanbornee BaxkHbie 1 o0naaaroiye
MH(QOPMAIIMOHHOM 1IEHHOCTbIO TUChMAa HEOOXOJMMO OCTaBUTh HA IOCTOSIHHOE
XpaHEeHHUE.

B nene ¢ mepenuckoil MOTYT COJIEPKATHCS KOIUH CIPABOK, OTYETOB U APYTUX
JOKYMEHTOB, HAIpaBIisieMble B BBINIECTOAIIME W TMOJYMHEHHbIE opraHuzanuu. [lpu
IJIOXOM COXPAaHHOCTH JOKYMEHTOB OpraHu3alldd HEOOXOJAMMO BBIACIUTh KOMUHU
Han0oJiee BaXKHBIX JIOKYMEHTOB JIJIsl BKJIIFOUEHUS B OMUCH JI€J1 IOCTOSIHHOTO XPaHEHUS .

[IpoBeneHue 3KCIIEPTU3BI CIIEyET HAYMHATH C IPOCMOTPA JTOKYMEHTOB CITYKObI
JTOKYMEHTAIIMOHHOTO oOecrieueHus (yIpaBJICHUE IeIaMU, KaHICIAPUS U JIp.), 3aTeM
TaKUX CTPYKTYPHBIX MOJpa3/eleHUul, KaK OyXrajirepus, OTIAEN KaJapoB, OTpaciieBbIC
OTJIeIbl, TPOU3BOJCTBEHHBIE CTPYKTYpbl W JAp. Eciaum B opraHuzanuu OTCYTCTBYIOT
CTPYKTYpHBIE MOJIpa3/IesICHUs], TO U3yYEHUE JOKYMEHTOB OpPraHU3alNK CIIelyeT HauaTh
C OpraHU3aIMOHHO-PACTIOPAIUTEIbHBIX JIOKYMEHTOB, MJIaHOBO-OTUYETHOM
JIOKYMEHTAIINH.

Cnenyer oOpaTuTh BHUMaHHME€ Ha TO, YTO B JOKYMEHTaX CTPYKTYpPHBIX
NOApPAa3ACICHUN MOTYT OTJIOXKHUTHCS JOKYMEHTHl KOMUCCUN U KOJUJIETHaIbHBIX OPraHOB
OpraHu3aluy, JOKYMEHTAIlMOHHOE OO0EeCleUYeHHe KOTOPbIX MOPY4YEHO pPaOOTHHUKY
OJIHOTO W3 CTPYKTYPHBIX Tojpa3zieiacHui. JIOKyMEHTbl KOMUCCHUNA U KOJUIETUAIbHBIX
OpraHOB BBIACISIOTCS B OT/ACJIbHBIC JIETa.

B mpenenax kaxaoro mojpas/eleHus MOJKCTHO MPOCMATPUBAIOT CHauala Ji0-
KYMEHTBl TOCTOSIHHOTO XpPaHEHHS: TOJIOKEHHUsSI, TMPUKa3bl, NEPCHEKTUBHBIC IJIaHBbI,
OTYETHI, IOKJIAJbI U T.11. Eciy mo Kakoh-1100 Npu4rHE MOJUIMHHUKHU 3TUX TOKYMEHTOB
OTCYTCTBYIOT, U UX MOUCK HE JaJl Pe3yJbTaTOB, BBISBIAIOT U OTOUPAIOT HA XpaHEHUE
3aBEpPEHHbIE KOMUU JIOKYMEHTOB.

B npoiiecce moJMcTHOro NpocMoTpa JOKYMEHTOB MPOBOAUTCS MPEABAPUTEIHLHOE
BbIJICJICHUE AYOJETHBIX S3K3EMIULSIPOB, IPOEKTOB, BAapHUAHTOB. BeigeneHue K
YHUYTOXKEHHUIO JOKYMEHTOB C MOBTOpsouielcss uHbopManuend MpPpOBOIUTCS TOIBKO
MOCJIe CBEPKH UX C JOKYMEHTAMH, OCTaBJIsieMbIMU Ha XpaHeHue. Kpome moAIMHHUKOB
MOTYT OCTaBJSITbCSI HAa XpaHEHUE MAyONETHbIE HSK3EMIUISIPbI, IMPOEKThl, BapUAHTHI
JOKYMEHTOB TPU HAJWYUHU TOJUIMHHBIX BU3, PE3OJIOLMII, MOMET M MPaBOK TEKCTAa,
OTCYTCTBYIOIIMX Ha TOJJMHHHUKE, a TAKXKE, €CIM MOJJMHHUK HAXOJUTCS B IIOXOM
(hU3UUECKOM COCTOSTHUM.

[Ipp OTCYTCTBUM MOJJUHHBIX 3K3EMIUIIPOB MPOTOKOJIOB M CTEHOIPAMM
KOH(epeHIui, che30B, 00X COOpaHHil, KKPYIJIBIX CTOJIOB», KOTOPbIE OBLUIA U3/IaHbI
TUNOrpacKUM  cocoOOM, Ha TMOCTOSIHHOE XpaHEHUE OTOMPAIOTCA IeYaTHbIC
HK3EMILISIPHI.



Taxke Ha MOCTOSTHHOE XpaHEHHWE OCTABJISIIOTCS OpOIIIOpPHI, MaJTOTHUPAKHbBIE
MEPUOANYECKUE H3JIaHMsI, aruTallMOHHbIE MaTepuaibl, aduIild, MOJTOTOBICHHBIC B
OpraHu3aluy U UMEIOIINE 3HAYEHUE 11 BCECTOPOHHETO PACKPBITHUS €€ JIESITEIbHOCTH.
D10 B OONblLIEH CTENEHW OTHOCHUTCS K OOIIECTBEHHBIM OpPraHU3alUsIM, YUPEKJICHUIM
KYJBTYPBI U JIp.

JIOKYMEHTBI TIOCTOSTHHOTO XpaHeHUs (IpUKa3bl, IITATHBIC PACITUCAHUS, YKA3aHUS
U JIp.), Pa3MHOKCHHBIC B HECKOJIbKMX JK3EMIUIIpaX M HAINPaBJICHHBIC JJIS CBEJCHHS B
CTPYKTYpHBIC MOApa3ieicHus (JyOJeTHbIC 3K3EMIUISPhI) BBIICISIOTCS K YHHUYTOKECHUIO
MOCJI€ CBEPKM C NOMJIMHHBIMH 3K3EMIUIIPAMHU, KOTOPBIE OCTAKOTCS HAa XPAHEHHE B
COCTaBe JOKYMEHTOB T€X CTPYKTYPHBIX MOJApa3ACICHUM, Tl€ OHU OBbUIM CO3/IaHbl U
OTJIOKWINCH. [Ipu yTpare NOIIMHHOrO 3K3EMIUISIpa JOKYMEHTA MOXHO B3SATh Ha
XpaHEHUE OJIMH U3 JyOJIETHBIX K3EMIUISIPOB C YKa3aHUEM KOMUUHOCTHU MPU OMUCAHUH.

PacnopsigurenbHple JOKYMEHTBI BBIIIECTOAIINX OpPraHW3alvil, IMPUCIAHHBIE B
OpraHu3alUIo0 Il PYKOBOACTBA M CBEJICHUS, MPOCMATPUBAIOTCS C LEIBIO BBISBICHUS
JOKYMEHTOB, OTHOCSIIMXCS HEMOCPEICTBEHHO K AECATEIBHOCTU JAHHOW OpPraHU3alllH,
Nx dbopMupyioT B OoTaenbHbIE Aena Jisl BKIIOUYEHUS B OMKUCh MOCTOSSHHOTO XPaHEHUSI.
BrisiBIeHME yKa3aHHBIX JTOKYMEHTOB BAXXHO TAKXKE€ JJISI MOJTOTOBKM HCTOPUYECKOMN
crpaBKM 00 HMCTOPUM OpraHU3allMU, a TAaKKE OHU MOTYT OBbITh HCIOJIB30BaHbl MIpPU
YTOYHCHUH (DOHIOBON MPHHAUICKHOCTH JOKYMEHTOB OpraHu3anuu (IOCTaHOBJICHHUS,
NIPUKA3bl U JP. O CO3JaHHMH, PCOPTaHU3AIINH, JIUKBUIAIUN OPTaHNU3aIINH).

Ecim B (Qonzae opraHuzaiuym HMMEIOTCA OTYEThl O TMPOBEICHUM HAy4HO-
uccienopareabckux pabor (HUP), comuosoruvyeckux OMpOCOB, METOIUYCCKHE
PEKOMEH/IallMM T0 BOIPOCaM OCHOBHOM [JEATEIBbHOCTH OpPraHU3allH, BBINOJIHEHHbBIE
JpYyTUMU OpPraHU3alMsIMH 1O 3aKa3y AAHHOW OpraHHU3allv, OHH BKJIKOYAKOTCS B ONKCH
JIe]l TOCTOSIHHOTO XPAHEHUS C LEJNbI0 BCECTOPOHHETO OCBEUICHHS JESITEIbHOCTH
opranuzanuu. [Ipu onucanuu Takux JTOKYMEHTOB HEOOXOJIUMO 00s3aTEIbHOE YKa3aHHE
aBTOPCTBA.

Ecnum npu mpoBeleHHM S3KCHEPTU3bl LIEHHOCTH JOKYMEHTOB OBLIO BBISIBJIEHO
OTCYTCTBUE TOJOBBIX IJIAHOB, OTYETOB MO OCHOBHOW JAESATEIBLHOCTH, OyXraaTepCKHUX
rOJIOBBIX OTYETOB, TO HAa XpPAaHEHHE HEOOXOJMMO OCTABUTh KBApPTaJIbHBIC IUIAHBI U
OTYETHI, MPHU OTCYTCTBUHU CBOJHBIX TOJAOBBIX OTUYETOB IO OCHOBHOW JEATEIBHOCTH
OpraHu3alMyi Ha XPAaHEHUE MOXKHO B3STh TOJOBBIE OTYETHl CTPYKTYPHBIX
MOApa3/IeICHUN OPraHU3allHH.

JKCNEePTH3a HEHHOCTH JOKYMEHTOB 110 JIUMYHOMY COCTABY
Buapel TOKyMEHTOB IO JIMYHOMY COCTaBy JOJTOBPEMEHHOI'O CPOKa XpPaHEHWS,
oOpa3yromiecss B JIEATEIbHOCTH OpraHu3alui, ONpeAesieHbl MEePEeYHSMH THUIOBBIX

AOKYMCHTOB, I[GﬁCTBOB&BHIPIMH B IICpUoOa O6paBOBaHI/I$I 9THUX NJOKYMCHTOB.

JIOKyMeHTbI 10 JUYHOMY COCTaBY — apXUBHBIE JIOKYMEHTHI, OTpakarollue
TPYIOBbIE OTHOIIEHUSI pAOOTHUKA C pabOTOIATENIEM.



Yci0BHOe pa3iejieHe J0KYMEHTOB IO JUYHOMY COCTABY:

- JIOKYMEHTbI, QUKCHUPYIOIIHE TPYAOBYIO AeSATEJILHOCTh YeJoBeKAa. IPHUKa3bl
M0 JIMYHOMY COCTaBy, 3alMCKH O IIPUEME, YBOJBbHEHHUH, TMEPEMEIICHUH, CIIHUCKH
paOOTHHUKOB, JUYHBIC Jela, JUYHbIC KapTO4Kd 1o dopme T-2, TpymoBbIE KHUKKH,
TPYAOBBIE JOTOBOPHI, KOHTPAKTHI.

- IOKYMEHTbI, oTpakawiune (uHAHCOBYIO CTOPOHY TPY/A0BOH eI TeJIbHOCTH
YyeJIOBEKA: IITaTHbIC PACIUCaHUs, JULEBbIe cueTa (HAJIOrOBBIE KAPTOUYKH, JOKYMCHTHI
NEePCOHU(PHUIIMPOBAHHOIO yueTa (Ha roCyaapCTBEHHOE XpaHCHUE IEPEIaloTCs B clydae
OTCYTCTBUSL JIMIEBBIX CYCTOB), BEAOMOCTH Ha IIOJYy4YeHHE 3apaOOTHOM IUIATHI,
€IMHOBPEMEHHBIC TPYJAOBBIE COTJIAIICHUS, JIOKYMEHTBI 1o
TapuuKaluy, JOKYMEHTbI 00 YCTaHOBIICHHMH II€PCOHAIBHBIX OKJIAJOB, CTaBOK,
HaJ10aBOK.

- TOKYMeHTbI, GPUKCHPYIOIIHE NMPOU3BOJACTBEHHO-TPY/A0BO TPaBMATHU3M, a
TaK:Ke yA0CTOBepsoile padoTy Yel0BeKa B YCJIOBUAX BPEIHOI0 MPOU3BO/JACTBA H
JAaine MpaBo HA JbIOTHI, NMOJy4YeHHe JbIFOTHOW TMEeHCHMH, B TOM 4YHCJEe U TI0
WHBAJMIHOCTH. KOJUICKTUBHBIA  JOrOBOP, JOKYMEHTHI (aKThl, 3aKJIIOYCHHS,
IPOTOKOJIBI) O TPOU3BOJACTBEHHBIX aBapUsAX M HECUYACTHBIX CIIy4asX, aKThbl
pacciienoBaHus Mpo(PEeCcCUOHANBHBIX OTpaBIICHUM, 3a00JIEBaHUM, CIIMCKU pabOTArOIINX
Ha MPOU3BOJICTBE C BPEIHBIMHM YCJIOBUAMHU TpyJa, MEpedHU Nnpodeccuil ¢ BpeIHBIMU
YCIOBUSIMH TPy, pa3padOTaHHBIMU Ha MPEANPUATHH, Tabenu (IMoa3eMHbIe Tabenn) 1
HapsAabpl pPaOOTHUKOB BpEIHBIX MpodecCuid, XypHajdbl HHCTPYKTaXa IO TEXHHUKE
0€30MacHOCTH U .

[lpu ymopsaoYeHWH TOKYMEHTOB TIO JIMYHOMY COCTaBy OpraHU3aIlui,
OCYIIECTBIISIBIIINX CBOIO JIEATEILHOCTh B TEUCHHE JUTUTEIHHOTO MEPHOJIa, HEOOXOIMMO
y4ecTh, YTO B 3aBUCHUMOCTH OT BPEMEHH OOpa30BaHUS CPOKH XPAaHCHHS OTACIBbHBIX
BUJIOB JIOKYMEHTOB T10 INYHOMY COCTaBY H3MECHSIUCH !

- 1o 1967 roma myis OCHOBHBIX BHJOB JOKYMEHTOB TIO JIMYHOMY COCTaBY
[lepeuneM THMOBBIX JOKYMEHTAIBHBIX MATEPHAIOB, O00Pa3yIOMUXCS B NEATCIbHOCTH
HapOJHBIX KOMHUCCApPUATOB W JAPYIMX YUYPEKICHUM, OpraHu3aluuid W OPEeAIpUsTHH
Coroza CCP, ¢ ykazaHuneM cpoka xpaHeHus marepuanos, yreepxkaeHasiM HKB/] CCCP
27.12.1942, u llepeyHeM THUIIOBBIX JTOKYMEHTAJbHBIX MAaTE€pPHAIOB, OOpa3yIONMIUXCS B
JESITETPHOCTH MUHUCTEPCTB M JAPYTUX YUPEKIACHHUM, OpPTaHU3AINN U TPEANPUATHIH, C
yKa3aHHEM CPOKOB XpaHEHWsS MaTepuajoB, YTBEPKIECHHBIM MUHUCTEPCTBOM
BHyTpenHux aen CCCP 10.01.1957, yctaHOBIEH MOCTOSTHHBINA CPOK XpaHEHUS;

- ¢ 1967 roga mo 1995 rona IlepeurnemM THUIOBBIX JOKYMEHTAJIBHBIX MaTEPHAJIOB,
o0pa3yromuxcsi B JIEATETbHOCTH MHUHHUCTEPCTB, BEIOMCTB W JPYTHX YUPEKICHUH,
OpraHu3aliii ® TMPEANPHUATHH, C yKa3aHUEM CPOKOB XpaHEHUS MAaTepHasoB,
yTBEpkKACHHbIM [ TaBHBIM apxuBHbIM yrnpaBiaeHuem mnpu Cosere MunuctpoB CCCP
03.12.1967 wu IlepeuneM THUIIOBBIX JOKYMEHTOB, OOPa3yIOMIUXCS B JEATEIHLHOCTH
TOCKOMHTETOB, MUHHUCTEPCTB, BEIOMCTB U JAPYTHX YUPESKICHHUH, OpTraHU3aIui,
NPENNPUSTHH, C yKa3aHUEM CPOKOB XPaHEHHUsI, YTBEPKICHHBIM HaYaIbHUKOM [ TaBHOTO
apxuBHoro ynpasienust npu CoBere MunuctpoB CCCP 15.08.1988, nist oTnenbHBIX
BUJIOB JIOKYMEHTOB IO JUYHOMY COCTaBY ObLJI YCTAHOBJIEH CPOK XpPaHEHHsS: «/D JeT—
Bo3spact DIIK»;



- ¢ 06.10.2000 mo 25.08.2010 ITepeuneM TUNOBBIX YIPABIEHYECKHX JOKYMEHTOB,
o0pa3yronmxcsi B JEATCTLHOCTH OpraHW3aluii, C YyKa3aHHEM CpPOKOB XpaHCHWS,
YTBEPKIIEHHBIM pykoBoauteneM denepanpHoii apxuBHOU ciryk061 Poccuu 06.10.2000,
YCTAHOBJICHBI CIICYIONINE CPOKU XPaHEHUs TOKYMEHTOB 1O JIMYHOMY COCTaBy: 75 et
u 75 net DIIK.

CocTaB COBPEMEHHBIX JJOKYMEHTOB T10 JIMYHOMY COCTaBY, TOJJISKAIINX TIepeade
Ha TOCyIapCTBeHHOE XpaHeHne, HaunHas ¢ 25.08.2010 mo HacTosee BpeMs onpeeicH
[lepeuHeM THUTIOBBIX YMPABICHYCCKUX AapPXUBHBIX JOKYMEHTOB, OOpa3yromUXCs B
NESATETPHOCTH TOCYAAPCTBEHHBIX OPraHOB, OpPraHOB MECTHOTO CaMOYIpPAaBICHUS U
OpraHmu3anuidi, ¢ yKa3aHHEM CpPOKOB XpaHEHWs, YTBEPXKICHHBIM IPUKA30M
MunuctepctBa KyiabTypsl Poccuiickori ®enepammu ot 25.08.2010 Ne 558 (manee —
[lepeyenn), a Takke BEJIOMCTBEHHBIMHU MEPEYHSIMH, YTBEPKICHHBIMH JUIS OTICITBHBIX
MUHUCTEPCTB, BEJOMCTB, CITy>KO U MTOTYNHEHHBIX UM OPTaHU3aIHiH.

denepanpHbiM 3aKk0HOM 0T 22.10.2004 No 125-®d3 «O06 apxwBHOM Jielie B
Poccuiickoit ®enepannu B penaknun denepanbaoro 3akoHa ot 18.06.2017 Ne 127-03
«O BHECEHMH W3MEHEHHWW B OTIEJIbHBIE 3aKOHOAATEIbHBIE aKThl PocCcHICKOM
denepanun» YCTAaHOBJICHBI CPOKHM BPEMEHHOTO XPAHEHHS JOKYMEHTOB IO JTUYHOMY
COCTaBy OpraHM3alNil, & IMEHHO:

- JOKYMEHTBHI TIO JMYHOMY COCTaBY, 3aKOHUEHHBIC JEIOMPOU3BOIACTBOM [0
01 suBaps 2003 roxa, xpaHsarcs 75 Jer;

- JIOKYMEHTHI 10 JUYHOMY COCTaBYy, 3aKOHYCHHBIE IEJIOMPOU3BOJICTBOM IIOCIE
01 saBaps 2003 romxa, xpansrces 50 ner;

- TOKyMEHTBI 110 JTUYHOMY COCTaBY, 0Opa30BaBIINECS B CBSI3U C MPOXOXKICHUEM
rpakJlaHaMU  TOCYJapCTBEHHOW  CIyXObl, HE SBISIOLICHCS TOCYAapCTBEHHOMU
TPaXIAHCKOHN CITyKOOMU, XpaHITCS B TOCYAapCTBEHHBIX OpraHax, B KOTOPBIX TpaKaaHe
MPOXOIUIN  TOCYAAPCTBEHHYIO CIyXkOy, HE SBISIONYIOCS TOCYJapCTBEHHOM
IPAXKJIAHCKON CIyk00i, B TeYeHUE /D JET MOCJe MPEeKpalleHusi rocydapCTBEHHOM
CIy’)XOBI C TIPOBEIEHHWEM DOKCIEPTHU3bl IIEHHOCTH JIOKYMEHTOB IIOCJI€ WCTECUCHUS
YKa3aHHOTO CPOKa XPAaHCHHUS.

[Io wcTeYeHMHM YCTAaHOBJICHHBIX CPOKOB XPAaHEHHUS JOKYMEHTBHI IO JUYHOMY
cocTaBy, 0Opa30BaBIIMECS B TIPOIECCE ACATEIHPHOCTH WMCTOYHHKOB KOMIUICKTOBAHUS
TOCYapCTBEHHBIX M MYHHUIIUNAIBHBIX apXWBOB, TOJJIEKAT SKCHEPTH3E IEHHOCTH
JTOKYMEHTOB.

[IpuBencHHBIC BHINIC TOJOXKECHUS 3aKOHA HE PACIPOCTPAHSIOTCS HA JOKYMEHTHI
M0 JIMYHOMY COCTaBY, B OTHOIICHWU KOTOPHIX NEHCTBYIOIUMHU MEPEUHSIMH apXUBHBIX
JOKYMEHTOB C YKa3aHHEM CPOKOB UX XpaHEHHUS YCTAHOBJICH HHON CPOK XpaHEHUS.

HepequL AOKYMCHTOB 10 ITUIHOMY COCTaBy I0JII'OBPEMECHHOI'O CPOKaA
XPAaHCHHUS, MOAJICKAIUX IMEPeaade HA TOCYAAPCTBCHHOC XPaHCHUE B CJIydac
JUKBUAAIIHHA OPraHu3alunumn

K 1okymeHTamMm 0o JMYHOMY COCTaBy JIOJATOBPEMEHHOTO CpOKAa XpaHCHMS,
MOJUIEkKAIIMM T[E€pEeadye Ha TOCYJapCTBEHHOE XPAaHEHUE B Cllydae JMKBUIALNU
OpraHu3aIuu, OTHOCATCS:



- pacmopsaUTENbHbIC JOKYMEHTBI IO JIMYHOMY cocTaBy  (TpUKas3bl,
pacropsiKeHus, 3aMUCKU, 3aMEHSIOIIME MPUKA3bl MO JIMYHOMY COCTaBY, TOCTAHOBJICHUS
U JIp.) O TMpueMe, epeBoie, NePEeMEIICHUH, YBOJIBHEHUH; 00 U3MEHCHUH (aMUIHU; O
MOOIIPEHUH, HarpakJIeHUW, o0 omiaTte TpyJda, O pa3IuYHbIX BbILIaTax (00
YCTAHOBJICHHH OKJIQJIOB, JIOILIAT, HAI0OABOK K OKJIAAY U Jp.); O BPEMEHHOM 3aMEIICHUH,
COBMEILEHUHM JOJDKHOCTEW; O TMPEeMUpPOBAHUM, OO0 arTecTalud; O MOBBIIICHUU
KBaJIM(UKALNU; O MPUCBOCHUH 3BaHHMK (KJIACCHBIX YHHOB), Pa3psioB; 00 OTIyCKE IO
OepeMeHHOCTH W pojaaM; o0 OTHyCcKaxXx MO yXOay 3a peOeHkoM; 00 oTmyckax 0e3
COXpaHEHUs cojeprkaHus (3apabOTHOM IUIATHI); O BCEX BUAAX OTIYCKOB PAaOOTHUKOB C
TSDKEIBIMHA, BPETHBIMH M OMACHBIMU YCJIOBHSMHU TpyJa, O JSKYPCTBAX MO MPOQUITIO
OCHOBHOW JIEATENLHOCTH; O JUIMTEIBHBIX BHYTPUPOCCUUCKUX U  3apyOeKHBIX
KOMaHJUPOBKAaX; O KOMAaHAMPOBKAX /s DPAOOTHUKOB C TSKEIBIMU, BPEAHBIMU U
OIACHBIMH YCJIOBUAMU Tpyada (cieayeT yuauThiBath, 4To B 1960-80-¢ roasl B OTACITBHBIX
OpraHmW3alisX BOIMPOCH TpHUEMa, TEPEeMENEHUsS ¥ YBOJbHECHUS pPaOOTHUKOB
o(hopMITAIIHCH TPUEMHBIMH, TICPEBOJHBIMHU M YBOJLHUTEIIBHBIMU 3aITUCKAMHU);

- YTBEpXKICHHBIC WHAMBUAYATbHBIC WHCTPYKIIMM O TIpaBaX M OOSI3aHHOCTSIX
PabOTHHUKOB (JTOHKHOCTHBIC HHCTPYKIIUN);

- MPOTOKOJIBI 3aCeTaHW KOMHUCCHI TIO0 YCTAaHOBJICHHIO TPYIOBOTO CTa)Ka IS
BBIILIATHI Haj0aBKu 3a BeIcAyry jeT (1o 2010 roxa);

- IOKYMEHTHI (TIPeJCTaBJICHUs, XOJlaTaliCTBa, XapaKTEPUCTUKH, aBTOOHOTrpaduH,
HarpaJHbIC JIUCTHI, BBITUCKHA W3 PEIICHHWW, MMOCTAHOBICHWA W JIP.) O MPEICTaBICHUU
paOOTHUKOB OpTaHMU3AIMU K HATPaXIACHUIO TOCYJAAPCTBCHHBIMA W BEIOMCTBEHHBIMU
HarpajaaMu, IPUCBOCHUIO 3BaHUH, MPUCYKICHUIO MPEMU;

- JIOKyMeHTHI (IIpPEICTaBJICHUS, XOJATalHCTBA, XapaKTePUCTHKH, Oworpaduu,
BBIMIUCKY W3 PEUICHHH, MTOCTAHOBJICHUH, MPUKa3bl, IEPENUCKa) 0 3aHeceHHH Ha JlOCKy
[Touera (He BoIIEAIIME B COCTAB JIUYHBIX JEJ);

- XojaTaiicTBa O BbIaYe yOJMKATOB JOKYMEHTOB K TOCYJapCTBEHHBIM,
MYHHUIIUTIATHPHBIM W BEJIOMCTBEHHBIM HAarpajaM B3aMEH YTPAueHHBIX; JTOKYMEHTHI
(3asIBJICHHUS, CTIPABKHU) K HUM (B HarpakJaroluX OpraHU3aIUsIX MOCTOSHHO);

- HEBOCTPEOOBAHHBIC TOCYNAPCTBEHHBIC, MYHUIIUTIATHHBIE W BEJOMCTBEHHBIC
Harpaabl (YI0CTOBepeHUs);

- ITaTHBIC PACCTAHOBKH (IIITATHO-CITUCOYHBIN COCTaB pA0OOTHUKOB);

- TapuUKAIMOHHBIE BEOMOCTH, CITUCKH;

- CITUCKU PaOOTHHUKOB OpTaHHU3aIUH (JIMYHOTO COCTaBa);

- CHUCKM W KapTOYKM Yy4deTa OCBOOOXIEHHBIX pPAOOTHUKOB OOIIECTBEHHOU
opranu3ainuu (00beIUHCHUS);

- TPYJIOBBIE€ TOTOBOPHI, KOHTPAKTHI, COTJIANIIEHUS C PaOOTHUKAMH;

- IOKYMCHTHI (3asBJICHUSI paOOTHUKA O COTJIACHH Ha 0OpabOTKY MEePCOHATBHBIX
JAHHBIX, CBEJCHHMSI, YBEIOMIICHHS) O CYObEKTE MEPCOHANBHBIX TAHHBIX;

- peecTphl CBEJCHUN 0 JoXoAaX PU3NUECKUX JIUII,

- IMLIEBBIE KAPTOUKH, cYeTa paOOTHUKOB MO 3apadOTHOM ILIaTe;

- MHIUBHIyaJIbHBIC CBEJCHHS O TPYJIOBOM CTake, 3apaboTke (BO3HATPAKICHHH),
JI0X0JI€ ¥ HAYMCIICHHBIX CTPAXOBBIX B3HOCAX 3aCTPAXOBAHHOTO JIUIIA;

- pacmu(poBKa KOJIOB BUIOB HAYUCIICHUH 3apab0THOM TUIATHI U YACpKaHHH (IpU
UCTIOJIb30BaHUH KOJIOB B PACUCTHBIX JIMCTKAX);



- CIIUCKH TaOCJIbHBIX HOMEpPOB (B ciaydac (hOPMHUPOBAHHUS JIUICBBIX CUYCTOB IO
TaOCILHBIM HOMEPaM);

- JIMYHBIE KAPTOUYKH YBOJICHHBIX PaOOTHUKOB, B TOM YHCIIe BpeMeHHBIX ((opma
T-2);

- XapaKTepUCTUKH PAOOTHUKOB, HE BKJIIOYCHHBIC B COCTaB JUYHBIX Jaed (10
2010 roga);

- JUYHBIC Jiejla YBOJICHHBIX PaOOTHUKOB (3asBICHUS, aBTOOMOrpaduu, KOIMUU
MIPUKA30B U BBITTUCKH W3 HUX, KOTHH JIMYHBIX JOKYMEHTOB, XapaKTEPUCTUKH, TUCTKH TI0
y4eTy KaJIpOB, aHKETHI U T.11.);

- IOTOBOPBI TOJIPSI/Ia M AKThI BBITIOJIHEHHBIX pa0O0T K HUM (HE BOIICAIINE B COCTaB
JUYHBIX J€]);

- MHUCbMEHHbIE YBEIOMJICHUSI paboTonareniss 00 YBOJIBHEHHH pPaOOTHUKOB C
yKa3aHWEM NPUYUH (HE BOIIEIIINE B COCTAB JTUYHBIX JCT);

- aKThl O HECYACTHBIX CJIy4asiX, CBSI3aHHBIX C IMPOU3BOJCTBOM, U JOKYMEHTHI
(POTOKOJTBI, CITPABKH, CBEACHHS, CXEMBI H JIP.) MO0 UX PacClICIOBAHHUIO;

- aKThI pacclieIoBaHus TPo(ecCHOHaIbHBIX OTPABICHHUN U 3a00JI€BaHNUIT;

- JIOTOBOPHI CTpaxoBaHHWS pPaOOTHHUKOB OT HECYACTHBIX cliydaeB (mpu
HACTYIUICHHH HECYACTHOTO CIydas);

- HEBOCTPEOOBAHHBIC JIMYHBIC JOKYMEHTHI (TPYI0BbIE KHUKKH/TPYIOBBIC CITUCKH,
JTUTUTOMBI, aTTECTaThl, CBUACTEILCTBA, BOCHHBIC OWJICTHI H T.I1.);

- KHHUTH, XypHaJbl PETHCTPAINH, KAPTOYKH, yKa3aTedu K PacHopsIuTEIbHBIM
JIOKYMEHTaM M0 JJUYHOMY COCTAaBY;

- KHWTHW, >KypPHaJIbl, KapTOYKH YydYeTa IpHeMa, TIepeMelieHus (mepeBoja),
YBOJIbHEHUSI pa0OTHUKOB;

- KHHUTH, )KypHAJIbl y4ueTa, al()aBUThI JIUYHBIX JEJ, TUIHBIX KAPTOUYEK, TPYIOBBIX
JOTOBOPOB (KOHTPAKTOB), TPYIOBBIX COTJIAMICHHIA;

- KHHUTH, )KypHAJIBI BbIJIa4M (y4eTa JBM)KCHHS) TPYAOBBIX KHIDKEK U BKIIQIBIIICH K
HUM,

- aiaBUTHBIC KHUTH, JPYTU€ TOKYMEHTHI, MOJTBEPKIAOIINE TPYJOBOM CTaX,
OoIiaty TpyJa, MoJydyeHue oOpa3oBaHUsl, HMYIIECTBEHHbIE W JIBIOTHBIE IIpaBa,
M3MEHEHHUE B JOJKHOCTH U COLIMATBLHO-IIPABOBOM IMOJIOKEHUH TPAXKIaH;

- JKypHaJIbl pErUCTPAI[IU HECUACTHBIX CIIy4aeB Ha MPOU3BOJCTBE.

K nmoxymeHTaM IOJITOBpeMEHHOrOo cpoka xpaHeHus (15 net), mojyrexammm
MIpUEMY Ha FOCYJJapCTBEHHOE XpaHEHHE B CIy4Yae JMKBUALMKU OPraHU3AINU, OTHOCSATCS
MPOTOKOJIBI  3aC€aHui, IOCTAHOBJEHUSI AaTTECTAlMOHHBIX, KBAIU(PUKAIIMOHHBIX,
Tapu(UKaUUOHHBIX Komuccuid. Ilpm oOTCyTCTBMM B  OpraHM3alud  MPUKA30B
(pacniopspkeHHIA) 00 YTBEP)KICHUHU PE3YJIBTATOB aTTECTAIlMH PAOOTHUKOB (MPUCBOCHHUH
paOoTHHKaM  KBaIM(UKAIMOHHBIX  KAaTErOpWUH)  yKa3aHHbIE  NPOTOKOJBI |
nocranoByieHust xpansarcss 75 (50) met B coorBercTBUU ¢ Ilepeunem u dDenepanbHBIM
3akoHOM 0T 22.10.2004 Ne 125-®3 «O6 apxuBHOM aene B Poccutickoit denepamum».



IlepeyeHb JOKYMEHTOB 110 JIHYHOMY COCTABY, MOAJIEKALIUX Mepegave
B APXHUB B CJIy4ae OTCYTCTBHUS JIMLEBBIX CYETOB M0 HAYUCJIEHUIO
3apadOTHOM MJIATHI

B cootBerctBum ¢ IlepeduneM B ciiydae OTCYTCTBUSI B OpraHU3aI[dU JIHIICBBIX
CUCTOB YIOPSAIOUCHUIO U IepeIaue B apXUB MOJICIKAT CICAYIONUE BUIbI JOKYMEHTOB:

- JIOKyMEHTHI (CBOJHBIC pacueTHbIe (pacueTHO-TUIATe)KHBIC) BEIOMOCTH
(TaOynsrpaMMBbl)) M JIOKYMEHTBI K HUM, pacdyeTHBIC JIUCTHI Ha BBIIAYy 3apabOTHOMU
IUTaThI, TOCOOMH, TOHOPAPOB, MaTEPHATHLHOM ITOMOIIU | JIP. BBIILIAT;

- HaJIOTOBBIC KAPTOYKH TI0 YUYETY JOXOJIOB M Hajora Ha JOXOJbI (PU3UICCKHUX JIUI]
(. Ne 1-H/IDJI);

- JICKJIapallid W PAacyeThl aBaHCOBBIX IUIATS)KEW IO CTPAXOBBIM B3HOCAM Ha
00s13aTeIbHOE TICHCHOHHOE CTPAXOBAHHC;

- CBEJICHUS O JI0X0JaX (PU3MICCKUX JIUII;

- CBEJICHUS O HAYMCJICHHBIX M YIUIAYCHHBIX CTPAXOBBIX B3HOCAX HA 00s3aTEIIbHOE
NICHCHOHHOE CTPaXOBAHKME U CTPAXOBOM CTaXKe 3aCTPaXOBaHHBIX JIUII;

- JOKYMEHTHI (aKThl, CIpPaBKH, CYeTa) O IPHEME BBITOJHEHHBIX padOT IO
TPYJOBBIM JIOTOBOPaM, JJOTOBOPaM MOAPsIa ¢ PU3NICCKIUMHU JTUIIAMH.

4.3. Hepequb JAOKYMECHTOB 110 IUIHOMY COCTaBy, NOATBEPKAAIOIIINX
3aHATOCTDb HaA paﬁoTax C THAKECJIbIMH, BPCIHBIMUA U ONIACHBIMH
YCI0BUSIMHU TPYAQ, NOMJICKAIIINX MIEepeaavue B apxXuB

K n1okymeHTaM 1o JIMYHOMY COCTaBY, MOJATBEPKIAIOIIUM 3aHATOCTh Ha paboTax ¢
TSOKEJBIMU, BPEAHBIMU M OIMACHBIMH YCJIOBUAMH TpyJAa, MOJJIEKAIIUM Iepeaadye B
apXuB, OTHOCSTCS:

- JOKYMEHTHI (TIOJIOKEHUSI, TIPOTOKOJIBI, PEIICHHS, MPEIIOKEHUS, 3aKITI0YCHHUS,
NEepEeYHU CTaHAAPTOB U HOPM, MEpPEeYHH padouux MecT, OOOCHOBAHMS, [aHHBIE,
UHPOpPMAITUH, BEAOMOCTH pabOYUX MECT, KapThl aTTeCTallud pabOYMX MECT, IJIaHbl) 00
aTTecTaluy pabo4YrX MECT MO YCIOBHUAM TPYyAa;

- TOKYMEHTHI (aKThI, 3aKJIFOUCHUS, CIIPABKH H Jp.), MOATBEPKIAIONINE TsHKEIIbIC,
BpEHBIE, OMACHBIE YCIOBUA TPYQ,;

- JIOKyMEHTHI (ITPOTOKOJIBI, CIPABKH, 3aKIIOUCHUS) O TSDKEIBIX, BPEIHBIX,
OMACHBIX YCJIOBUSX MPOU3BOJICTBA, TPABMATU3ME U MPOPECCUOHATbHBIX 3a00JI€BaAHUSIX;

- JIOKyMEHTHI (OTYETHI, CIPaBKH, HHPOPMAIMU) O TIEPEBOJC pPaOOTHUKOB
BpEIHBIX Mpodeccuil Ha COKpaAIEHHbIN pabouuil eHb Ui pabouyIo HEIEeo;

- TOKYMEHTHI (aKThI, JIOKJIaIHbIC 3aITUCKH, 3aKJIFOUCHUS) O COKpAIIEHUH pabodero
JIHSL B CBSI3M C TSIKEJBIMH, BPEHBIMU, ONTACHBIMU YCIIOBUSIMU TPY/IA;

- CHOUCKHM palbOTaoUIMX Ha MPOU3BOJICTBE C TSXKEIBIMHU, BPEIHBIMH, OMACHBIMHU
YCIIOBUSIMU TPY/Q;

- CIIUCKH PaOOTHUKOB, YXOASIINX Ha JIbTOTHYIO MIEHCHIO;

- KOMaHAWPOBOYHBIC  YAOCTOBEPEHHUS  pPaOOTHWKOB, HAMpaBICHHBIX B
KOMaHIUPOBKU B paiioHsl Kpaiinero CeBepa u mpupaBHEHHbIE K HUIM MECTHOCTH;

- Tabenu 1 Haps bl pAOOTHUKOB BPEIHBIX TPOPECCHH;



- Tabenu (rpaduku), )KypHaIBI ydeTa pabouero BpeMeHH pabOTHUKOB BPEIHBIX
npodeccuii;

- )KypHaJIbl yueTa paOOTHUKOB BPEIHbIX PO eccuil, COBMELIAOIIUX TPOPECCUH.

B cayyae OTCYyTCTBUSL KAaKUX-TMOO JPYTrUX JOKYMEHTOB, IOJITBEPKAAOIIMX
3aHSATOCTh Ha paboTax C TSKENbIMHU, BPEIHBIMH M OMACHBIMU YCJIOBUSMH TpPY.a,
YIOPSAJOYEHUIO U BKIIOUYEHHUIO B OIUCH €I 110 JUYHOMY COCTaBY HOJJIEXKAT:

- aKThl, 3aKJIOYEeHHs 00 oOecrneueHHH padoyux M CIyXallUX CHeHUaTIbHOU
OJIeXk 101, 00YBbIO, CHIEIIMAIbHBIM TUTAHUEM;

- Iy TEBbIE JTUCTHI pAOOTHUKOB BPEHBIX Mpodeccuil.

O(l)OpMJIeHI/Ie PE3YJAbTATOB IKCIICPTU3BI HCHHOCTH JOKYMCHTOB

ITo pe3ynbpraTaM 3KCIEPTHU3bl HEHHOCTH JOKYMEHTOB COCTAaBIISIFOTCS OMHUCH JIEJT
MOCTOSTHHOTO, BpeMeHHOoro (cBbimie 10 jieT) XpaHEeHUs W 10 JINYHOMY COCTaBY, a TaKXKe
aKT O BBIJICICHUM K YHHUYTOXKCHUIO JOKYMEHTOB W JEJ C MCTEKIIMMH CpPOKaMH
XpaHECHUS.

Ha Bce 3aBepiieHHBIE B AEIONPOU3BOACTBE YUPEKICHUSA Aela MOCTOSHHOTO U
BpeMeHHOro (cBbimie 10 JieT) XpaHeHWs W Jelia 1O JIMYHOMY COCTaBY, IPOIIC/IIHE
AKCHEPTU3y IEHHOCTH, CPOpPMHUpPOBaHHbIE U OQGOPMIICHHBIE B COOTBETCTBUU C
YCTAHOBJIEHHBIMU IIPABUJIAMU, COCTABIISIOTCS] OTIUCH JIEII.

Onuch gen — 93TO  apXWBHBIM  COPABOYHHUK, MPEACTABISAIOMMNN  co00it
CUCTEMATU3UPOBAHHBIN MEPEUCHb 3ar0JIOBKOB JI€]l U MPEeIHA3HAYCHHBIN 111 pAaCKPBITHUS
COCTaBa U COAEpPKAHUS €], 3aKPEIUICHUsI X CHUCTeMaTHU3allud BHYTpU POoHIA U ydyeTa
nen. OQZHOBPEMEHHO OIKCH JIEJT SIBJISIETCS YYETHBIM JOKYMEHTOM M OCHOBHBIM BHJIOM
HAay4YHO-CIIPABOYHOI'O ammapata K JOKyMEHTaM, OO€CleuMBaIOIINM OMNEPATUBHbBIN
TTOUCK JEN.

Onucu cOCTaBISIOTCS OTAEIBHO HA!

- JIeJIa MOCTOSIHHOT'O XPaHEHUS,;

- nena BpemenHoro (cBoimre 10 jet) xpaHeHus;

- JieJia 1O JIMYHOMY COCTaBY U UHBIE OJIHOTUITHBIE JIETIa;

- Jiefa, COCTOSIIME W3 CHEeUU(PUUECKUX, XapaKTEPHBIX TOJIBKO JUIsl JTaHHOU
OpraHW3allid, JOKYMEHTOB (palMOHAIM3aTOPCKHE MPEIIOKEHHUS, CyAcOHbIE W
CJICJICTBCHHBIE JIeJIa, HAYYHbIC OTYETHI [0 TEMaM H T.I1.);

- ClIy>keOHbIE BEJJOMCTBEHHbIC U3aHUS.

OtnenbHass ONUCH MPEJCTaBISIET COOOM MepeyeHb Jed C CaMOCTOSITEIbHOM
BaJIOBOH (ITOPSIIKOBOI) 3aKOHUECHHOW HyMEpaIuei.

[lepen BHeceHHEM 3aroJIOBKOB [IeI B ONKWCH TPOBEPSIOTCA KA4E€CTBO
dbopmupoBanuss u O(QopMIIEHHUS JeJl, COOTBETCTBHME KOJIMYECTBA JEJI, BHOCUMBIX B
ONUCH, KOJIMYECTBY 3aBEACHHBIX JEJ 10 HOMEHKIIATYPE 1T YUPEKACHUS.

[Ipy mpocMoTpe Aen MPOBEPSIIOTCS: COOTBETCTBUE 3aroJiOBKA Aeja COJACPKAHUIO
JIOKYMEHTOB B Jiefie; MPaBWIbLHOCTh OGOPMIIEHUS W TPYHIUPOBKU JOKYMEHTOB,
BKJIIOYEHHBIX B JIEJIO; KAa4yeCTBO MOJIIMBKA WM TEpervieTa Jena; NpaBUIbHOCTb
HyMEpalMyu JUCTOB JIefia; HaJIWuhe B Jeje, B HEOOXOAMMBIX CIydasiX, BHYTpPEHHEU
OMUCH JIeJIa U €€ MPaBUIBHOCTh; MPABWIBHOCTh OPOpMIIEHHST 00JI0KKHU JIea; Haluuue
U MPaBUIBHOCTh 3aBEPUTEIBLHOM HAJANUCU Jena. B cnydae oOHapyXeHUs HapylIeHUs



YCTAHOBJICHHBIX TpaBWia (GopMmupoBaHUsS H O(GOPMIICHUS [ OHHM JOJDKHBI OBITH
YCTpaHCHBI.

B cinydae OTCYTCTBHUS JieN, YHMCHSIIMXCS MO HOMEHKJIAType JeJ1 OpraHU3allHH,
CTPYKTYPHBIMHA  TIOJPA3ACICHUSMU  NPUHUMAIOTCS MEpbl IO HX  PO3BICKY.
OOHapyXeHHBIC Jella BKIIOYAIOTCS B ONHUCh. ECIM TPHHATBIE MeEphl HE Jaliu
pe3yabTaTOB, TO MPOBOJIUTCS IKCIEPTU3A JOKYMCHTOB BPEMEHHBIX CPOKOB XPaHCHHS C
IS0 3aMCHBI YTPAYCHHBIX CBEJICHUN Ha aHAJOTWYHBIE 1O cojaepkanuio. [lpu
OTPHUIIATCIILHOM  pe3yJIbTaTe COCTABISACTCS aKT 00 OTCYTCTBHM JOKYMEHTOB,
TIOJIMTUCAHHBINA  YIIOJIHOMOYCHHBIMH PA0OTHUKAMH OPTraHU3AIMA W  YTBEPKICHHBIN
PYKOBOJMTEJIEM OpPraHU3aIiy.

OmnwucarenpHas CTaThs OMKMCH JEJ IOCTOSHHOTO XpaHCHHWs BKJIOYAeT B ceOs
CJICTYFOIIUE SJIEMEHTHI

- TOPSIIKOBBINA HOMEp Jelia (TOMa, 9acTH) IO OIUCH,

- HHJEKC aeia (ToMa, 4YacTH);

- 3ar0JIOBOK JieJia (ToMa, 4acTH), MOJHOCTHIO COOTBETCTBYIOIIHMIA €TI0 3ar0JIOBKY
Ha 00JIOKKE Jea,;

- marta jaena (ToMa, 4acTH);

- KOJIMYECTBO JIUCTOB B jiesie (ToMe, YacTH);

- IpUMEUaHUe.

OmnwucarenpHas CTaThs omucel nes BpemMeHHoro (cBbimre 10 jet) XpaHeHHs | IO
JMYHOMY COCTaBY, TIOMHUMO 3JIEMEHTOB, XapaKTePHBIX JJIS OMHCEH JeN MOCTOSHHOTO
XpaHEHUs, COAEPKUT NOMOTHUTENbHYIO rpady «KpaliHuil Cpok XpaHEHUS Aenar.

[Ipn cocTaBiICHHH OIMCH JIENT YUPEIKICHHUSI HEOOXOIUMO COOJIOIaTh CIIEAYIONIUE
TpeOOBaHUSA:

- KaXIO0€ JeJ0 BHOCHUTCA B OIHKCh TIOJ CaMOCTOSTEIbHBIM TOPSIIKOBBIM
HOMepoM. Eciu 1e710 COCTOUT M3 HECKOJIBKUX TOMOB (J4acTei), TO KaX bl TOM (4acTh)
BHOCHTCS B OTIHCh ITOJI CAMOCTOSTEIIBHBIM HOMEPOM;

- CHCTEMAaTH3alus JIeJ B ONMCH M IPUCBOCHUE HOMEPA OIUCH YCTaHABJIMBACTCS
JIMIIOM, OTBETCTBCHHBIM 32 COCTABJICHHE OIHCEH, IO COTJIACOBAHUIO C JOHKHOCTHBIM
JIMIIOM OTJeJIa KOMIUIGKTOBaHHWS, BEJOMCTBEHHBIX apXWBOB H JCIIONPOU3BOICTBA,
KYPUPYIOIIUM apXUB YUPCIKICHHS .

Kak mpaBwiio, cuctemMaTH3aliys JIeil B OIMMCHA COOTBETCTBYET MX CHCTEMAaTH3aIluU
B HOMCHKJIAType JIeJl YUPEHK ICHUS.

CxeMbl CHCTEMAaTHU3allMA [1€J1 B OIIUCH

CI/ICTeMaTI/BaLII/IH CAWHNL XpPAaHCHHA BHYTPH OIIMCH IIPOBOAUTCA C Y4UYCTOM
CIICOYIOINHX NIPHU3HAKOB.

- XpOHOJIOTHYecKoro (1o IepruoaaM U JaTaM, K KOTOPBIM OTHOCSTCS JOKYMEHTHI);

- CTPYKTypHOro (B COOTBETCTBHUHU C MNPUHAIICKHOCTHIO CIUHUI[ XpaHEHUS K
CTPYKTYPHBIM ITOJIpa3ICIICHUSIM);

- (PYHKIIMOHAJILHOT'O, OTPACIE€BOr0, TEMAaTHUYECKOIro, MPeIMETHO-BOIPOCHOro (C
y4eToM (PyHKIIUH, OTpaciie M HampaBJICHHWM AEATEILHOCTH OpraHu3alvd, TEM HJIU
BOIIPOCOB, KOTOPBIX KacaeTcs COJACPKaHUE TOKYMEHTOB);



- HOMHHaJIbHOro (IO JEIONPOM3BOACTBEHHOM (opmMe — pomam ne, BUAaM H
Pa3HOBHIHOCTSIM JIOKYMEHTOB);

- KOPPECIOHACHTCKOro (0 OpraHu3aIysaM U JIMIaM, B pe3yJIbTaTe MEPEIUCKU C
KOTOPBIMU 00pa30BaAIUCh JOKYMEHTBI);

- reorpaduueckoro (B COOTBETCTBUH C ONPEICIICHHBIMH TEPPUTOPHUSIMHU,
HACEJICHHBIMU MYHKTaMU W JIp. reorpa@uuecKkuMu O0ObEKTaMHU, ¢ KOTOPHIMHU CBSI3aHbI
COJIep)KaHUe TOKYMEHTOB, MX aBTOPBI, KOPPECIIOH/ICHTHI);

- aBTopckoro (M0 Ha3BaHWUSM OpTraHM3AMA WIH (aMIIHIM JIHI, KOTOPHIE
SIBIISTIOTCSL aBTOPAMH JIOKYMEHTOB).

Kak mpaBuno, enuHMIBI XpaHEHUsS TCPYNNUPYIOTCS HE MO OAHOMY, a IO
HECKOJIBKMM TIpU3HAKaM, IIOCJIEA0BAaTEIbHOEC IIPUMEHEHHE KOTOPBIX OKaXXeTCs
HanboJee 1enecoo0pa3HbIM I BCEX WIIM OTICIbHBIX IPYyH JOKyMeHTOB donmaa. [lpu
BBIOOpE MPU3HAKOB TPYIITUPOBKU SIUHUI] XPAHEHHUS YIPaBICHUYECKOM JOKYMEHTAIIUH B
npejenax Ha3BaHHBIX CXEM CHCTEMAaTH3alli{d YYUTHIBACTCS 3HAUYEHHE TOTO WM HWHOTO
MpY3HAKa JIJI1 OTPAXKEHHS JIETIONMPOM3BOICTBEHHOU M CMBICJIOBOM CBSI3M MEXKIY JSIaMH
Ka)XJI0Tr0 KOHKpeTHOro ¢oHIa M co3daHus HaubOojee ymoOHOW IS HCIOJIb30BaHUS
JIOKYMEHTOB CUCTEMbI HX OpTraHU3aIINH.

XPpOHOJIOTHYECKU-CTPYKTYPHAsi CXeMa — JieJla B ONMCH PacCloJIararoTcs Io
BpPEMCHH MX co3fanus (10 rojam, Meprojam), a B mpeenax Kakaou XpOHOJOTHISCKOM
IPYIIBI — 0 CTPYKTYPHBIM MOAPA3/ICIICHUSIM OpPTaHU3alii, HAIIPUMED:

2010 roxa

AJIMUHUCTPATUBHO-YIIPABICHYECKNAN OTIEI

byxranrepus

Otnen xaapoB

XPOHOJIOTHYeCKHU-HOMHHAJIBHAS CXEMa — OCHOBOM PACIIOJIOXKEHHUS JIe]l B ONIUCH
ABJISICTCS TOJl, BHYTPH I'0Jia MO0 BUAAM JOKYMEHTOB, PACIIOJIOKEHHBIX [0 HOMUHAIBHOU
3HAYUMOCTH, HAIPUMED:

2010 roxa

[loctanoBnenust, pacnopsbkenus ['yoepHatopa, [IpaButensctBa HoBocubupckoi
o0JacTu, OTHOCSIIUECS K ACATEIbHOCTH JenapTaMeHTa

[Tpukassl pyKOBOAUTENA IeNapTAMEHTa [0 OCHOBHOM AEATEIbHOCTH

['onmoBoit mian paboThl AenapTaMeHTa

['ogoBoli oTUET AEemapTaMeHTa 0 OCHOBHOM AEATEIbHOCTH




JToxyMeHThI (aKThI, CIIPABKH, MPEMUCAHNS) IPOBEPOK ACATEILHOCTH JeapTaMeHTa,
MIPOBEJICHHBIX OpraHaMu KOHTPOJIs (Haa3opa)

IIpu xpoHosOrnYecKN-QyHKIMOHAJIBHONM CXEME TPYIIHPOBKA IMPOUCXOIUAT
BHaJaJie I10 XPOHOJOTHYECKOMY TMpPU3HAKy, a 3areM 1o QyHkousaM (Buaam,
HaIpPaBJICHUAM) JIEATSIBHOCTH (POHI000pa3oBaTes, HalpUMep:

2010 roxa

PykoBoacTtBo

JIoKkyMeHTallMOHHOE 00eCIieueHUEe YIIpaBICHUs

[IimanupoBanue nesITEeIbHOCTH

byxranrepckuii y4eT 1 OTYETHOCTD

KanpoBoe obecnieuenue

Oxpana Tpyzna

[Ipu pacmpeneneHun neia Mo cCxeMaM CHUCTEMaTH3alud HEeoOXOAMMO HMETh B
BUJY CIIEYIOLIEE:

- Ziefa OTHOCSITCS K TOMY IOy, B KOTOPOM OHM HAuyaThl JAECJIONPOU3BOICTBOM WU
B KOTOPOM IMOCTYIWIH B JaHHYI OpraHu3aiuio (CTPyKTypHOE MOJApa3jeiieHue) sl
MPOAOJIKEHUS JEJIONPOU3BOJCTBOM;

- IUIAHBI, OTYETHI, CMETHl U JOKYMEHThl K HUM OTHOCSTCS K TOMY oAy, Ha
KOTOPBIN WM 32 KOTOPBIA OHU COCTAaBJIEHBI, HE3aBUCUMO OT BPEMEHH UX COCTaBJICHUS,
MEPCIIEKTUBHBIC TUIAHBI OTHOCATCS K HAYaJbHOMY TFOAY UX JAEHUCTBHUS, & OTYETHI 32 ITU
roJibl - K MOCJIEAHEMY FOy OTUYETHOTO NIEPHUO/IA;

- JIeJIa, HayaTble JEJTONPOU3BOACTBOM B OJHOM MOAPA3ACICHUU U TEPEIAHHBIE
JUIL TIPOAOJDKEHUSL B APYroe MOAPA3JCIICHUE, OTHOCATCS K TOMY MOJPa3ACICHUI0, B
KOTOPOM OHHU OBUTH 3aKOHYEHBI JEJIOMPOU3BOACTBOM;

- B IIpelenax roja WIM XPOHOJIOTMYECKOro0 MepuoAa JAeia CTPYKTYPHBIX
MOApPa3ICIICHUN PACMoJIararoTCs B COOTBETCTBUM C HOMEHKJIIATYPOU JI€]T OPTaHU3AlUH.

Jliis  ynmpaBJieHYeCKOil JTOKYMEHTAIlMH TOCTOSSHHOTO CpPOKa XpaHeHHs
NPUHAT CJAeAYy 0N MOPSIA0K 3HAYMMOCTH .

- HOPMATHBHO-PACTIOPSIHUTEIIBHBIC JOKYMECHTHI  BBIIICCTOSIIIMX  OPIaHOB,
OTHOCSIIHECS K JICITCIIBHOCTH OPraHU3aIHH;

- IOPYYCHUS BBIIICCTOSAIINX OPTaHOB, aPECOBAHHbBIC OPTaHU3AIMH U JOKYMCEHTHI
00 UX UCHOJIHEHUH,

- yuypeauTedbHble  JOKyMeHThI  opranmsauumu  (YcraBel, IlomoxxeHus,
CBUJICTEIBCTBA O PETUCTPALIUH);

- JIMICH3WHW Ha IPaBO OCYIICCTBICHHS OpraHU3aIuell JUICH3UPYEMBIX BHUJIOB
NEeSTeIbHOCTH, CBUICTEIHCTBA 00 aKKpPEAUTAIIUN U T. 1.,

- JOKYMEHTHI (IIPOTOKOJIbI, HH(POPMALIMK, CIPABKH, JOKIAIAbl U T.J.) 3aceIaHui
KOJUICTHAJIBHOTO UCITOJTHUTEIFHOTO OpraHa OpraHu3aliu;




- IPOTOKOJIBI COBEIAHUH MPU PYKOBOJUTEIIC OPraHU3allNH;

- pacmopsIUTEIbHbIC JOKYMEHTHI (ITOCTAHOBJICHHS, MPUKA3bl, PACIIOPSIKCHHS)
OpraHU3alINY;

- HOPMATUBHBIC  JOKYMEHTHI  (ITOJIOXKCHMsI,  PErJaMeHThl,  IMpaBUja),
YTBEPIKJACHHBIC PYKOBOIUTEIIEM OPTaHU3AIINH;

- METOJIMYCCKUE IOKYMEHTHI, pa3paboTaHHbIC B OpraHHU3AIIHH;

- TOJIOBOM IJIAaH OpTraHU3aluH;

- ITaTHOE paCIUCaHUE OpTaHU3allUH,

- TogoBas cMeTa 3arpar ((pUHAHCOBBIM IUTAaH, TUTAH (PMHAHCOBO-XO3SICTBEHHOMN
JCSITEILHOCTH, TOCYIapCTBEHHOE (MYHHUIIMIIAIBHOE) 3aJaHUE | T.J.) OpraHH3aIlHH;

- TPEHCKYpaHThl Ha TPOAYKIMIO, YCIyrd, pa3paOOTaHHBIC W YTBEPXKJICHHBIC B
OpTaHu3allNY;

- TOmOBOH(bIC) OTYET(BI) 1O OCHOBHBIM HAINPABICHUSAM JICATCIHHOCTH
opranu3anuu (P OTCYTCTBUHU TOJOBBIX OTYETOB B ONHUCH BKIIFOYAIOTCS OTYETHI IO
OCHOBHBIM  HANpPABICHUSAM  JICATCIBHOCTH  OpPraHW3allMd €  MaKCHUMAaJIbHO
CYIIECTBYIOIICH IIEPHOIUIHOCTHIO);

- TOJIOBOM OyXTaJITEPCKUI OTYET OpraHu3alliy;

- TOZI0BOI OTYET O BBIMOJIHEHUHW TOCYAAPCTBEHHOTO 33JIaHus, TUIaHa (PHHAHCOBO-
XO3SIMCTBEHHOU NESITEILHOCTH U T.1.,

- TOJIOBBIC CTATHCTUYCCKUE OTYECTHI 110 OCHOBHBIM HANPABJICHHSIM JICATEIHHOCTH
opranu3anuu (Mpy OTCYTCTBUHM TOJOBBIX OTYETOB B ONHUCH BKIIIOYAKOTCS OTYETHI IO
OCHOBHBIM  HANpPABJICHUSAM  JICATCIBHOCTH  OpPraHu3alud C  MaKCHMAaJIbHO
CYIIECTBYIOIICH IIEPHOIUIHOCTHIO);

- wuHDOpMAIMH, EIUHOBPEMEHHBIC OTYEThI 10 OCHOBHOH JIEATEIbHOCTH
OpTaHW3alliY, HAPaBJIsiEeMbIC IO 3aIPOCaM BBIMIECTOSAIINX, YIIOJTHOMOUYSHHBIX OPTaHOB,;

- TOKYMEHTHI (aKThI, CIIPaBKH, MPEIITUCAHUSI) PEBU3HN, TPOBEPOK JIEATEITHHOCTH
OpTraHW3allid, TPOBEJACHHBIX  BBIMICCTOANUMH, KOHTPOJbHBIMH  (HAI30PHBIMH)
OpraHamu,

- TOKYMEHTHI (aKThI, CIIPaBKH, MPEIITUCAHUS) PEBU3HN, TPOBEPOK JIEATEIIHHOCTH
00BEKTOB KOHTpois (Haa30pa), NPOBEIACHHBIX CIEIUAIMCTAaMU opraHu3amuu (¢
YYaCTHEM CIICIIUAITMCTOB OPTaHU3AIIHH);

- TIeperrcKa Mo BOIPOCaM OCHOBHOM JICSITEILHOCTH OPTraHU3AIMH, OTOOpaHHas
Ha IMIOCTOSTHHOE XPaHCHHUE,

- )KypHAJIbl PETHCTPAILINH U JAPYTHE BUIBI JOKYMEHTOB.

[Ipu pacnonokeHuu Jen Mo XpOHOJIOTUH HEOOXOAMMO MOMEIIaTh BHAYae Jena,
JATUPOBAHHBIE YUCJIOM, MECSLEM M TOJOM, 3aT€M — JeJla, JaTUPOBAHHBIE MECALIEM U
roJI0M, Y, HAaKOHEL, JIeJ1a, JTaTUPOBAHHBIE TOJIBKO F'OJOM.

Ecnu okaxercs HECKOJBKO €N, UMEIOIIUX OJHY WM Ty K€ HaydajJbHYIO Jary,
NEPBBIMU CJIEAYET MOMEIATh T€ Jejia, KOTOPhIe UMEIOT 00Jiee paHHUE KOHEUYHBIE J1aThl
JOKYMEHTOB.

BHyTpu CTpyKTYypHBIX NOAPA3ICICHUN €IUHULIBI XPAHEHUS PACIPEICIISIOTCS 10
UX 3HAYUMOCTH.

[Tpr HanWMYUK OJHOTHITHBIX JIOKYMEHTOB (HAIpEMeEp, OTYETOB) ¢ 0003HAUCHHEM
pasHbIX reorpaduueckux o00bekToB (ropoa, paloH W T.J.) TPHUMEHSIETCS



reorpaduyecKkuii Tpu3HAK (IOKYMEHThI B OIMCH pacrojiaralorcs B aa(aBUTHOM
HOPs/IKE HAaYa IbHBIX OYKB HAMMCHOBAHUN €IMHHMII IMUHHUCTPATHBHOTO JCIICHU ).

[Tpr HATMYUK OJHOTHUITHBIX JOKYMEHTOB (HampuMep, JOKYMEHTOB MPOBEPOK) C
0003HaYCHUEM HAMMEHOBAHUI OpraHM3alyii WM (PU3MYECKUX JIHUI[ MPUMEHSIETCS
KOPPECIOHCHTCKUI MPU3HAK (JOKYMEHTBHI B OIMCH PacrojaraloTcs MOCiIe0BaTeIbHO
B a1(paBUTHOM TOPSAJKE HAYaIbHBIX OYKB HAWMEHOBAaHWW OpTaHU3AIMN C Y4ETOM
OPTraHN3alMOHHO-TIPABOBOH (hOPMBI).

3aroJIoBKM €IWHUI] XPaHEHWS TMPU OIMCAHWHM pACIoJaraloTcs B OINKWCH B
COOTBETCTBHUH CO CXEMOU CUCTEMaTH3AIHH.

IIpy BHeCceHMH B TOJOBOM pasjesl OMUCH MOAPSA 3aroJOBKOB OJHOPOJHBIX €I
KaXIbIM 3arojoBOK YyKa3bIBaeTCs MOMHOCThIO. Ha3zBanHoe TpeOoBaHHE OOOCHOBAHO
HEOOXOAMMOCTBIO  BEACHHUA  aBTOMATH3WPOBAHHOTO  TOCYJapCTBEHHOTO  ydeTa
MOCPEICTBOM 3aIOiIHEHUs paszgena «Omnuch» MpOrpaMMHOIO KOMIUIEKCA «ApPXHMBHBIN
dhoHI», TAC HEOOX0AMMO BHECEHHE TOJIHBIX 3ar0JIOBKOB JICI.

3anmosiHeHue rpag onucu ae

- rpadbl OMUCH 3aIOJHAIOTCS B TOYHOM COOTBETCTBUM C TEMH CBEJACHUSIMHU,
KOTOpBIE BRIHECEHBI Ha OOJIOXKKY JIeNa,

- IpY BHECEHHWM B OMUCh MOAPS JI€JI C OJUHAKOBBIMH 3aroJIOBKaMH 3aroJIOBOK
BOCIIPOU3BOJIUTCS MOJHOCTHIO;

- rpada onucu «lIpuMedanue» MCMOIB3YyeTCS UII OTMETOK 00 OCOOEHHOCTSX
(bU3UYECKOT0 COCTOSIHUS JIe]I, 0COOEHHOCTSAX (POPMUPOBAHUS U JIP.

B xoHIe ommcu Beiien 3a MOCIEAHEH ONMHMCATEIbHON CTaThEM JENaeTCs MTOroBas
3aIKCh, B KOTOPOH yKa3biBaeTcs (IuppaMHu U IPOIMUCHI0) KOJIUYSCTBO A€, YHCIIALIIUXCS
10 OINWCH, NEPBBIM U NOCICIHUNA HOMEpa JeJl MO OMHCH, a TAaKXKE OrOBaApPUBAIOTCS
OCOOCHHOCTH HyMeEpaluu el B Omucd (JIMTepHble HOMEpa el W IPOMYIICHHBIC
HOMeEpa).

Onuchk Jen ydpexJIeHUs ITOJIMMUCHIBACTCS €€ COCTABUTEIEM C YKAa3aHHUEM €ro
JTOJKHOCTH B COCTaB€ CTPYKTYPHOTO moapaszaeicHus. HamMeHoBaHUS CTPYKTYPHBIX
MOJpa3ieIcHuid B 3TOM M JAPYTrUX MOJOOHBIX Cly4dasgX MpH HEOOXOAUMOCTH HX
yKa3zaHus B pekBu3nTe [loonucs MOTYT OBITh MPHUBEACHHI B COKpAIICHHOM BHJIC B
COOTBETCTBUM CO CIHMCKOM IPHUHATHIX COKPAIICHHBIX HAWMMEHOBAHUU CTPYKTYPHBIX
MOJIPa3ACIICHUN YUPEKACHHUS.

K omucm penm  yupexiaeHusT COCTABIAETCS HAay4dyHO-CIPABOYHBIM ammapar,
BKJIFOYAFOIIMH JTUCT IICPEHUMEHOBAHHUI M MPeaucIoBre (HCTOPHUUECKYIO CIIPABKY).

[Ipu npoBeneHNH SKCIEPTU3BI [IEHHOCTH JOKYMEHTOB OPTraHU3AIMU BBLICISIOTCS
K YHUYTOXKECHHUIO JIeJIa M JOKYMEHTHI C HCTEKIIMMHU CpPOKaMH XPaHEHUs, KOTOpPHIC
CUCTEMATHU3UPYIOTCS MO OIPEACICHHBIM TpyInaM il MOCIEIYIOMIETO COCTABICHUS
aKTa O BBIJICJICHUM K YHUYTOXCHHUIO JIOKYMEHTOB MU JE€JI C HCTEKIIMMHU CPOKaMH
XpaHEHMUS.

JIOKyMEHTBI MOCTOSSHHOT'O XPAaHEHUSI OpraHu3alliu, HE SBJISIONICUCS UCTOYHUKOM
KOMIUIEKTOBAHUSI TOCYAAPCTBEHHOI'O apXHWBa, XPAHATCS B OpraHu3alud 10 €€
JUKBUJIAIMY, a IPU JTUKBUIAIMU — BBIACISIOTCA K YHUUYTOKEHHIO 0 aKTy C YKa3aHUEM
B HEM COOTBETCTBYIOMIUX cTaTtel Ilepeuns (THIOBOro aub0 BEAOMCTBEHHOI0) M IyHKTA



yKa3zaHui 1o npuMeHeHuro llepedHsi, B KOTOpPOM [dArOTCs Pa3bsICHEHUS O CPOKax
XPAaHEHHUS BBIIICYKA3aHHBIX JOKYMEHTOB.

OT60p NTOKYMEHTOB Ha YHUUYTOKEHUE U COCTABJICHUE HA HUX aKTa MPOU3BOJIUTCS
MOCJIE MTOJATOTOBKH OIMMCEH JIeNT TIOCTOSIHHOTO M BpeMeHHOTo (cBbime 10 jet) XpaHeHus
3a 3TOT IIEPUON.

OpraHn?.aunﬂ JCHATCIBHOCTH 3KCHepTHOﬁ KOMHUCCHH

Opranuzanuss U MpoBeJeHUE PaOOThl MO HKCIEPTHU3E LIEHHOCTU JIOKYMEHTOB,
oTOOpY M MOATOTOBKE MX K Iepe/ladye Ha TOCYJapCTBEHHOE XPAHEHUE B YUPEKICHUU
OTHECEHBI K MOJTHOMOYHSM 3KCIIEPTHOW KOMUCCHU opranu3anuu (manee — DK).

AKTBI O BBIICJICHUHA JOKYMEHTOB U JE€J K YHUUYTOXEHHUIO PacCMaTpPUBAIOTCS Ha
3aceqanuu DK yupexaeHHus: OJHOBPEMEHHO C OIMHUCSIMHU JI€JI. Y TBEPKJICHUE aKTOB O
BBIJICICHUM JOKYMEHTOB H JIe1 K YHUYTOXEHHUIO JHUPEKTOPOM  YUPEKICHUS
MIPOU3BOAUTCS TIOCJIE YTBEPXKACHUSA OINHCEH JE€I MOCTOSHHOTO XPAaHEHUS 3a 3TOT
nepuoa JDIIK YI'AC HCO nubo mist opraHuzainui, He SBJISIIOIIMXCS HWCTOYHUKAMU
KOMIUIEKTOBAaHHSI TOCYAAPCTBEHHOIO apXuBa, — MOCJE COIIACOBAHUS OMUCEWU AEN IO
nnyHOMY coctaBy DK opranuszanuu.

oK co3aaercs IIPUKA30M  PYKOBOJUTENSA u3 yuciaa  HaumboJlee
KBATU(UIIMPOBAHHBIX PA0OOTHUKOB B KOJIMYECTBE HE MEHEEe TpeX YelOBEK.
[IpeacenaTeneM KOMUCCUM Ha3HAYaE€TCs 3aMECTUTENb PYKOBOAUTENS JTUOO HAaYaTbHUK
OJHOTO W3 Benymux OTAenoB. IIpuka3zoM aupekTopa y4dpeKIEHHUs YTBEPKIACTCA
[Tonoxenue 06 OK.

Pernament paborst DMK mnpenmnonaraer paboTy ¢ JOKyMEHTaMH, Ha BCEX
CTaausIX MOJATOTOBKM MX K 3aC€aHMI0, OpraHu3aunuio u mnposenenHue OK, a tak xe
KOHTPOJIb UCTIOJTHEHUS] TPUHATHIX PEIICHUN.

B cBoeit gestensnoctu JK opranuzanuu pykoBoactyercs [lonoxenuem 06 OK.

HOpHIIOK BK/IIOYCHUA A€ 110 JIUIHOMY COCTaBy B OIIUCH

B IT'KY HCO T'AHO B nomomis opranuzamusiMm pazpaborana Ilamsitka 1o
MOATOTOBKE K Iepefaye Ha rOoCyIapCTBEHHOE XPaHEHUE JOKYMEHTOB MO JIMYHOMY
COCTaBy JIMKBHJIMPOBAHHBIX OpraHu3alui, corjacoBaHHas nporokoiom OMK I'KY
HCO I'AHO ot 07.12.2018 Ne 12 (nanee — [TamsTka).

[lamsiTka cocTaBiieHa B IENSIX OKa3aHUS OpPraHU3alMOHHO-METOANYECKON
TIOMOIIIH JIMKBUAAIIMOHHBIM KOMHUCCHSIM (JIMKBUIATOPaM), KOHKYPCHBIM YITPABJISIFOIIIAM
U JIPYTUM JIOJDKHOCTHBIM JIMIIAM JIMKBUJAMPYEMBIX OpraHu3aluil 4acTHOW (HOpMBbI
COOCTBEHHOCTH, YIOJHOMOYEHHBIM OCYHIECTBIIATH pabOTy MO MOATOTOBKE U Iepeaaye
Ha TOCYJJapCTBEHHOE XpaHEHUE TJOKYMEHTOB IO JINYHOMY COCTaBY.

[laMsiTKa Takxke MOXKET ObITh MCMHOJb30BaHA OPraHU3ALMUSIMU TOCYIapCTBEHHOMN
(oOmacTHOM) W 4YacTHOM (OpPM COOCTBEHHOCTH, B TOM 4YHCJE SBISIOIIAMHUCS
ncrounukamMu kommuiektoBanust ['KY HCO T'AHO m He HaxomsammMHcs B CTaIuH
JUKBUJAIMY, MPU OPraHU3alUM YHIOPSAOYCHUS JOKYMEHTOB IO JIMYHOMY COCTaBy
B yacTu yHKTOB 4.1. — 4.3. pa3nena |1V, pasnenoB V — VI, mockonbky TpeboBaHUS K
COCTaBy, NpPHHIMIIAM OTOOpa M TEXHMYECKOM 0OpabOTKEe MOKYMEHTOB, a TaKXe



0(pOPMIICHHIO OMUCEH JeJl MO JUYHOMY COCTaBy M Hay4dHO-CIIPaBOYHOIrO ammapara K
HUM SIBJISIFOTCS] €TUHBIMU JJIS1 BCEX OpraHU3aIui.

Bce umeromuecs BUIbI JOKYMEHTOB, yka3aHHbIe B 1. 1. 4.1., 4.2., 4.3. TlamsTku,
yaiie BCEero npu HeOOJbIIOM 00beMe JOKYMEHTOB BKIIIOUAIOTCS B OJHY OIHUCH JIEJ MO
auaHoMy coctaBy (Ne 2). [TpuHIUMI cHCTEMAaTHU3aluu JIeJ B OMMCH — XPOHOJOTHICCKU-
HOMHHAJIBHBIA (OMKMCH IEIUTCSA Ha TOAOBBIE pa3eibl, a B KaKIOM TOIOBOM pa3jeiie
OMUCHU JIOKYMEHTBI PAcIoJIaratoTcs Mo UX 3HAYMMOCTH, COOTBETCTBYIOIIEH UX MOPSIAKY
nepeunciacHus B .a. 4.1., 4.2., 4.3. Ilamarku.

JIOKYMEHTBI, 3aMEHSIOIIME MTPU HEOOXOAUMOCTH JIUIIEBBIC CUeTa, MOMEIIAIOTCS B
OITMCH Ha MECTO JIMIECBBIX CUETOB.

JIOKyMEHTBI, TOATBEPIKIAIOMINE 3aHATOCTh HA pab0OTax ¢ TSHKEIBIMHU, BPEIHBIMU
1 OTMACHBIMHU YCIOBUSIMHU TPYJa, MOMEIIAIOTCS B OMHUCH BBIIIE aKTOB U JIOKYMEHTOB II0
pacclieIOBaHUIO HECUYACTHBIX CITy4YaeB.

[Ipu OonbiIOM 00BEME OJHOrO BHJA AOKYMEHTOB (HampuMep, JIMUYHBIC Jea,
HEBOCTPEOOBAaHHBIC TPYJIOBBIC KHIKKH, aKThl pacclieIOBaHWS HECYACTHBIX CIy4aeB U
T.J.) Ha TaKhe BUJBI JOKYMCHTOB MOI'YT OBbITh COCTABJICHBI OTAC/IBbHBIC OIMHUCHU JCN 10
JUYHOMY COCTaBY C MOCIEAYIOIIMMH MOPSAKOBbIMU HOMepamu (NeNe 3, 4, 5 u 1.1.).

HOpSlI[OK COCTABJICHUA HAYYHO-CIIPABOYHOI'0 allmmapaTta K OIucHu

Kak yxe roBopmnoch B 1. 6.1. Hactosmer [lamMsaTku, kK onucH Jea opraHu3aIin
COCTaBJISIETCS HAay4YHO-CIIPABOYHBIA amnmapar, BKJIIOYAIOMIUA TUTYJIbHBIA JIUCT, JUCT
NIEpEMMEHOBAHMIA U TIPeIUCIIOBUE (HCTOPHUECKYIO CIIPABKY).

TUTyNbHBIN JUCT K OMKUCH BKJIIOYAET CIAEAYIOIIUE PEKBU3UTHI

- IOJTHOE HAMMEHOBAHUE apX1Ba, B KOTOPBIN MepeatoTcsl JOKYMEHTHI,

- HaMMEHOBAHUE OpraHm3anuu (¢ yKazaHHEM NOJYMHCHHOCTH NPHU €€ HATHYNN)
Ha KOHEIl ONMMChIBAEMOr0 MEpHOoJa C yKa3aHWEM J[aThl Hayana mepuoja ACHCTBUS
MOCJIEIHETO HaWMEHOBaHUs opraHuzanuu. OdopmileHHe AaThl BO3MOXKHO Kak
nu(ppoBbIM, Tak M OYKBEHHO-UU(PPOBBIM CHOCOOOM, MpU YCIOBUU COOIIOACHUS
eauHooOpa3uss opopmiieHHS JaThl TEM WJIM HHBIM CIIOCOOOM BO BCEX JTOKYMEHTaX
HAY4YHO-CIIPABOYHOTO ammapara (TUTYJbHOM JIHCTE, JINCTe IEPEUMCHOBAHUN W
UCTOPHYCECKOH cripaBKe (IIPEIUCIOBHN)).

OO6pa3upl 0pOpMIICHUSI TUTYJIBHBIX JIMCTOB K OMNUCSAM MPUBEAEHBI Ha JIUCTE
14 TIpe3enTanumu.

JIuct nepernMeHOBaHUN CONEPKUT MEPEUYECHb BCEX HAMMEHOBAHUM OpPraHU3aliu C
yKa3aHHWeM MOJJYMHEHHOCTH, JIEMCTBOBABIIMX B TEYEHUE BCETO IMepuoa ACSITEIbHOCTH
OpraHu3aluy C yKa3aHUEM MEPUOIO0B ACHCTBUS OTIEIbHBIX HAMMEHOBaHUM B (popMmare:
(maTa HaJaya JIEWCTBUS HAaMMEHOBaHWsS (ITOJYMHEHHOCTH) — JaTa OKOHYAHUS JECHCTBUS
HaUMCHOBaHUs (ITOJMYUHEHHOCTH)). HavanbHas W KOHEYHas JaThl HAaUMEHOBAHHM
YKa3bIBalOTCSI B COOTBETCTBUU C JaTaMU BbIIaud CBUJETEIBCTB O PErUCTpalluu
W3MEHECHUN B YCTaB, CBSI3aHHBIX CO CMEHOM HAaMMEHOBAHWS OpraHW3aluy. JTH JaThl
JOJKHBI TOYHO COBIAJaTh CO CBEACHUSMU O NEPEUMEHOBAHUSX, YKa3aHHBIMU B
UCTOPUYCCKOH cripaBKe (IIPEIUCIOBHU) K OTIHCH.

O6pazenr opopmiieHHs] JTHCTAa MEPEMMEHOBAHUM K OMUCH MPUBEJICH HA JIKCTE
15 IIpe3enTanumu.



[MpemuciioBue (McTOpUYecKas CHpaBKa) K OMNUCH COCTOUT W3 JBYX 4YacTCW:
HUCTOPUYECKOHN U apxeorpaduyecKoi.

B wucropudyeckoii wactu mpenucioBHs (MCTOPUYECKOW CIpPAaBKH) K OIHCH
OTPaXKAIOTCSI B XPOHOJIOTMYECKOW TMOCIJIEIOBATEIbHOCTH CJICYIOIINE CBEJCHUS,
XapaKTEePU3YIOIINE UCTOPHUIO 00pa30BaHUsl, AEATEILHOCTH U JIUKBUIAAIMN OpPTraHU3alUN !

- pacnopsiAUTENbHbIE AaKThl U PETHCTPAIMOHHBIE JOKYMEHTBI O CO3/IaHHH,
npeoOpa3oBaHUU U JUKBUJAIMU OPraHU3AINY;

- KpaliHue JaThl 1eSITEeIbHOCTH OpraHu3alluu;

- OCHOBHBIC HampaBlicHUs (BHUJbI) ACITCIbHOCTH OPTaHU3AIMKA B COOTBETCTBHH C
YCTaBHBIMU JIOKYMEHTAMU U UX U3MEHEHUSI;

- MacmTad AESITENbHOCTH OpraHU3allid, COCTaB CHCTEMBbI MOJIBEJOMCTBEHHBIX
OpraHu3aIui;

- MECTO OpraHu3alUd B SKOHOMHYECKOH (OOIIECTBEHHO-KYJIBTYPHOMH) KU3HU
peruoHa,

- UI3MEHEHUS B HA3BAHUU U TIOJTUMHEHHOCTHU OpraHU3alIluu;

- CTPYKTYypa OpraHu3aliy U €€ U3MEHECHHUS.

B apxeorpadudeckoii dactu mnpeaucioBusi (MCTOPUYSCKOW CIPaBKH) K OIHCH
MPUBOAATCS CIEIYIONINE CBEACHUSA !

- KOJIMYECTBO JIeJl B ONIMCH U KpailHue JaThl e,

- COCTaB JIOKYMEHTOB OTHCH;

- HAJIMYKE JIeJT, BBIXOISIIINX 33 XPOHOJIOTUYECKUE TPAHUIIBI (OHAA U TPUUUHBI UX
BKJIFOYEHUS B OIKCH;

- 0cobeHHOCTH (HOPMUPOBAHUSI, ONMKMCAHUS U CHCTEMAaTU3allMU 3aroJOBKOB JIEl,
HaJU4ue CIPABOYHOTO ammapara K OMUCH, OCHOBHBIE MPHUHIUIBI €r0 COCTaBIICHUS U
MOPSIIOK TOJIb30BAHUSI UM;

- MEepeYeHb OTCYTCTBYIOUIUX JOKYMEHTOB C YKa3aHHEM XPOHOJIOTUYECKUX
MEPUOJIOB U MPUYUH OTCYTCTBUS,

- CBEJICHUSI O HAJIMYMM aKTa 00 OTCYTCTBHM JIOKYMEHTOB IO JIMYHOMY COCTaBY C
yKa3aHUEM JIaThl €r0 COCTABJICHUSI U HOMEPA;

- CTeNI€Hb COXPAHHOCTU JJOKYMEHTOB.

[IpenuciioBre MOITUCHIBACTCS JTMKBAIATOPOM (IIpeiceaTesieM JIMKBUIAInOHHON
KOMHCCUHM, KOHKYPCHBIM  YNPABJSIONIUM  JHOO  JIpYyrUM  YIOJHOMOYEHHBIM
JIOJDKHOCTHBIM JIMIIOM) OpPTraHU3alluu.

Oopasern; ohopmieHHUsT TPeaucioBrus (MCTOPUYSCKOW CHpPaBKH) K OIUCH C
0IpOOHBIMU TIOSICHEHUSIMU TI0 COCTaBIIEHUIO MTpUBe/eH Ha ymcte 16 [IpesenTammm.

[lpy HanMYMU B TEKCTE€ ONUCH JHOO TPEAUCIOBHSA (MCTOPUYCCKOW CITPABKH)
COKpalIeHU B 00s3aTEIbHOM MOPsAKE 0hOPMISIETCS CHUCOK COKPAIEHUN.

OOpazerr  odopmiieHHsT ~ COMCKAa  COKpAIlEHWW  TMPUBEICH HA  JIUCTE
24 TlpezeHTanumu.

B Tom cnydae, ecnu cocTaB JOKYMEHTOB IO JIMYHOMY COCTaBY, BKJIIFOYEHHBIX B
omuch (ommWcH) e MO JIMYHOMY COCTaBy OpTaHHM3AIlUH, SBISCTCS HEIOJHBIM
(OTCYTCTBYIOT OT/AENIbHBIE BHUIbI JTOKYMEHTOB 3a OIPEACIICHHBIE TOJbl WJIM 3a BECh
NICPUOJT JIEATEIBHOCTH), JAaHHBIA (aKT OTpa)kaeTcs B MPEIUCIOBUU (MCTOPUYCCKOU
CIpaBKe) K OIKCH, a TAKXKE B COCTABIISIEMOM JIOTIOJHUTEIHLHO K HAyYHO-CIIPABOYHOMY
amnrmnapary akTe 00 OTCYTCTBUU JOKYMEHTOB 110 JUYHOMY COCTaBY.



O6pazenr odopmieHUs NPUMEPHOrO akTa 00 OTCYTCTBUHM JIOKYMEHTOB IIO
JUYHOMY COCTaBYy TpejcTaBiieH Ha iucte 25 [Ipe3enTanun.

dopma akTa O BBIACICHUH K YHHUYTOXXCHHIO JOKYMEHTOB, HE TOJJICKAIIUX
XpaHEHUI0, TpejacTaBieHa Ha aucte 26 [Ipe3enTanun.
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