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06 yTBepxaeHuu MpaBun npuema, XpaHeHUA, y4eTa U UCNONb30BAHUA AOKYMEHTOB
HaunoHanbHOro apxuBHoro ¢oHaa U APYrux apxuBHbIX AOKYMEHTOB BEAOMCTBEHHbLIMU WU
YACTHbLIMM ApXUBaMM

Mpukas MUHUCTpa KyAbTypbl U crnopTa Pecnyb6namkn KasaxcTaH oT 22 pgekabpsa 2014 ropa N 146.
3aperucTtpupoBaH B MuHUCTepcTBe kcTuuuum Pecnybnuku KasaxcTtan 23 sHBapa 2015 ropa N 10128.

B cooTBeTCTBUM C MOANYHKTOM 2-4) nyHKTa 2 cTaTbMu 18 3akoHa PecnybsvMku KasaxcTaH oT 22
nekabps 1998 roga "O HauuoHanbHOM apxuBHOM ¢oHAae u apxuBax" MPUKA3bIBAK:

1. YTBepauTb npunaraemble lpaBuna npuvema, XpaHeHWA, y4eTa U MCNOSb30BaHUA LOKYMEHTOB
HauuoHanbHOro apxuMBHOro ¢oHAa WM APYrUX apXUBHbIX JOKYMEHTOB BEAOMCTBEHHbIMU M YACTHBLIMU APXUBAMM.

2. [lenapTaMeHTy apXWMBHOro Aena W AOKYMEHTAuuu B YCTAHOBJIEHHOM 3aKOHOA4ATENbCTBOM nopsaake
obecnevynTb:

1) rocyaapCTBEHHYW perucTpauuw HacTosWero npukasa B MUHUCTepCTBE HCTULMM Pecnybaunku
KasaxcTaH;

2) B TeyeHue [eCATU KaJeHOApHbIX AHEeW mocse FocyAapCTBEHHOW perucTpauuu HacToAwWwero npukasa
ero HanpasneHua Ha oduumanbHoe onybAMKOBaHME B nepuoguyeckmux nevaTHbIX WU3LaHUAX U B
MHOOPMAUMOHHO-NpPaBOBON cucteme "9ginet".

3. KOHTponb 3a WUCMOJHEHWEeM HACTOAWEro npukasa BO3JIOKUTb Ha KypUpYyHLero BULE-MUHUCTpaA
KynbTypbl M crnopTa Pecny6auku KasaxcTaH.

4. HacToAwui npukas BBOAUTCA B AEUCTBME MO UCTEYEHUU AeCATU KaneHAapHbiXx AHel nocne
nepsBoro o¢uunanbHOro onybsMKoBaHuUA.

MuHucTp A. Myxameguy bl
YTBepxaeHsl
npMKasom
MWHUCTpa KynbTypbl U cnopTa
Pecnybnukmu KasaxcTaH
oT 22 pekabpsa 2014 roga N 146
MpaBuna

npunema, XpaHeHUA, y4deTa U UCNOJIb30BaHUA A[OKYMEHTOB
HauuMoHanbHOro apxmMBHOroO ¢OHAa n Apyrux apxmBHbIX AOKYMEHTOB
BeAOMCTBE€HHbIMU U Y4aCTHbLIMM apXUBaMn



CHocka. MMpaBuna B pepakuuum npukasa MMHUCTpa KynbTypbl U cnopTa PK oT 29.12.2017 N 353 (
BBOAMTCA B AeWCTBME MO UCTEYEHUU [EeCATU KaNeHAapHbIX AHEeW nocne AHA ero nepsoro oduumnanbHoOro
onybiMkoBaHuA) .

Fnasa 1. 06uue nonoxeHusa

1. MpaBuna npuema, XpaHeHUA, y4eTa U MCNOJIb30BaHMA [OOKYMeHTOB HauuoHasibHOro apXWBHOro
GOHAa U APYruX apXWBHbIX AOKYMEHTOB BEAOMCTBEHHbIMU M YACTHbIMM apxuBamu (panee - Mpasuna)
onpefenAlwT NopAAOK MNpuema, XpaHeHUA, y4yeTa M MCNOJb30BaHUA [JOKYMEHTOB HalMOHa/NbHOrO apXWBHOIO
doHAa M ApYruUX apXUBHLIX AOKYMEHTOB BeAOMCTBEHHbMU U YaCTHbLIMW apXuBamu.

2. B MpaBunax UCNoNb3yWTCA TEPMUHbI, YCTAHOB/IEHHble IOCYAApCTBEHHbIM CTaHAapToM Pecnyb6auku
KazaxctaH CT PK 1037-2001 "[enonpou3BOACTBO W apXUBHOe fAeno. TepMuHbl M onpepeneHusa™.

Fnasa 2. lMopAapok npuvema AOKYMEHTOB

Naparpa¢ 1. Mopsaok npuema AOKYMEHTOB Ha XpaHeHue

3. BeooMCTBEHHbIi M YacCTHbIi apxuB (fanee - apXuMB OpraHM3auuM) MNPUHUMAET AOKYMEHTHI
NOCTOSHHOIrO, BPEMEHHOrO CpoKa XpaHeHMA, a TakKke MO JIM4HOMY COCTaBy, obpa3oBaBumecs B npouecce
LeATeNbHOCTHU OpraHusauuMu. B apxuB opraHusauuu nepepawTcs AOKYMEHTbl OpraHu3auuii npeawecTBEHHUKOB,
a TakXe AOKYMEHTbl YMpa3fHEeHHbIX NOoABEeAOMCTBEHHbIX OpraHWM3aLMii.

4. Mpu npueme ynpaBAeHYeCKON LOKYMEHTaUWUW Ha XpaHeHue paboTHUK apXuMBa OpraHusauuv, B
NpUCYTCTBUU NULA, OCYLWECTBAAWWLEro nepeaadyy AOKYMEHTOB, NpoBepseT:

1) cooTBeTCTBME WTOFOBOW 3anUcuM B ONUCK AeNl paKTUYECKOMY Hanu4uui aen, nepepaBaeMbiX MO
LAHHON onucu;

2) Hanuyue fen BpeMeHHoro (Ao 10 neT BKAWYUTENbHO) XpaHeHWA Mo HOMeHKNaType Aen;

3) HyMepauui nMcToB Aen C AaHHbBIMM MO ONUCKU Aen;

4) Hanu4yMe U MpPaBWIbHOCTb 3anoJIHEHUA BHYTpEHHel Onucu AOKYMEHTOB [hena;

5) Hann4dune nncTta-3aBepuTtenAda gena;

6) cooTBeTCTBUE peKBU3UTOB 06NIOXKK C COOTBEeTCTBYHWWUMMU 3annucAMKU B OMUCU LOeNl;

7) ¢u3nyeckoe COCTOAHWE MepenaBaembix Ae.

5. AyavoBu3yanbHaA AOKYMeHTauusa NocTynaeT B apXvMB OpraHu3auuu B Buie:



1) 3aKOHYeHHbIX MPOM3BOACTBOM ayAMOBU3YasbHbIX AOKYMEHTOB, 06pa30BaHHbIX B AEATENbHOCTM
[LaHHOW OpraHu3auMn WauM ee NpaBoOMpeeMHUKOB;

2) OpWrMHaANOB M KOMWI ayAMOBM3YalbHbIX AOKYMEHTOB Ha Pas/IMYHbIX HOCUTenAax MHbopmauuwu,
W3rOTOBJIEHHbIE B AAHHOW OpraHusauuv uau MnocTynuBUME W3 APYrOW OpraHu3auuu.

Mpu npueme aynuoBU3yanbHOW AOKYMEHTaUMWM HA XpaHeHue paboTHMK apxXuWBa OpraHusauuu, B
NpUCYTCTBUU NULA, OCYWECTBAAWWEro nepeaadyy AOKYMEHTOB, MNpoBepseT:

1) KOMMNEKTHOCTb AOKYMEHTOB;

2) ¢M3MYeCcKyw COXPaHHOCTb AOKYMEHTOB;

3) KOMNIEeKTHOCTb COCTaBa MpuiaraeMoil TeKCTOBOW COMNPOBOAWUTENIbHOW AOKYMEHTaLuK.

B cocTaB TeKCTOBOW COMPOBOAUTE/NIbHOW AOKYMEHTALUUMU BXOAAT:

1) AnA KWHOAOKYMEHTOB - aHHOTaUuuun, MOHTaXHble JINCTbl, pa3pelwnTesibHble yaooCTOBepeHuAa K
3aKOHYeHHbIM npousBefeHnAM, aKTbl TEXHUHECKOro COCTOAHUA, 3anuCuU CBETOBbIX U LUBETOBbIX MAaCnopToOB;

2) ana GOTOAOKYMEHTOB — aHHOTaUuUK;

3) anAa GOHOAOKYMEHTOB U BUAEOAOKYMEHTOB — aKTbl TEXHUYECKOFO COCTOSAHUA, TEeKCTbl BbICTYMNIEHUN
, KaTanoru rpamnniacTUHOK, CAUCKWM BbICTYMawWMX, NporpamMmbl Be4epoB, KOHLEPTOB, peLeH3UMU, CTaTbUu U
Opyrve OOKYMEHTbl, MMellue HenocpeacTBEHHOe 3HavyeHWe K MpUHUMaemMbiM GOTOAOKYMEHTaM W
BUAEOAOKYMEHTaM.

6. CooTBeTCTBylWNE CTPYKTYpHble MOApPa3fe/ieHUA OpraHuM3auuu nepefanT Hay4HO-TeXHUYEeCKyH
JOKYMEeHTaLUMi0 Ha XpaHeHue nocsie ee pa3paboTku no npobnemam, W3AenUAM, TeXHOJNOrMYECKUM nNpoLeccam,
06beKTaM KanuTalbHOro CTPOUTENbCTBA, MNAHMPOBKU, PEKOHCTPYKLMU, KOHCepBauWu, pecTaBpauun nuéo,
No Mepe 3aBepleHWs UX CAMOCTOATEsIbHbIX 3TanoB, CTafAWA WM YacTei.

Mpu npueme HayHHO-TEXHMHECKOﬁ AOKYMeHTauun Ha XpaHeHue pa6OTHMK apxXxuea oOpraHumsauumun, B
npucyTCcTBMU nNuua, ocyuecTBaAwwero nepenadyy AOOKYMeEHTOB, MNpoBepAeT:

1) KOMMNEKTHOCTb AOKYMeHTOB (B COOTBETCTBUM C BEAOMOCTbW crneuudukauuin, cneuudukauuen,
cojepxaHuem TOMOB, anbboMOB, KHUF W APYrUMM OOKYMEHTamMu, B

2) Hann4dne yCTaHOBJIEHHbIX noanucen u paT;

3) NpaBWAbHOCTb BbINOAHEHUA OCHOBHbIX HAAMUCEA W TUTY/bHLIX NUCTOB;



4) NpUrogHOCTb [JOKYMEHTOB [ANA XPAHEHWA, MHOrOKPaTHOrO CHATUA C HUX KOMUIA W
MUKpodunbmupoBaHusa (OTCYTCTBUE MPOPLIBOB, MNOAK/JEEK, MPOTepThiXx MecT, neperubos).

HayHHO-TEXHMHECKaH OOKYMeHTaumnA nepepaeTcA B apXuUB OpraHusaunun Ha TexX HOCUTenAx, Ha
KOTOpbIX OHa pa3paboTaHa (bymara pas3fMyHbIX BMAOB, B TOM 4ucjie ¢oTtobymara, Kanbka).

7. B npouecce npuema 31eKTPOHHbIX AOKYMEHTOB MPOBOAUTCA:

1) npoBepka GpU3MYECKOrOo COCTOSHUA HOCUTenei, npeaHasHauvyeHHbIX ANA Mepefayn B apxuB
opraHusauuu;

2) 3anucb MHGOpMALUW DNEKTPOHHLIX AOKYMEHTOB Ha HOCUTENW;

3) npoBepka KayecTBa 3anucu;

4) onncaHme 3N1eKTPOHHbIX OOKYMEHTOB WU 3HEKTp0HHOﬁ uM¢pOBOﬁ noanucu;

5) MpocTaB/ieHWe apXMBHbIX WWPPOB HA eAMHULAX XpaHeHusa/eAuHuUax ydeTa (Ha ¢yTnapax) B
COOTBETCTBUM C OMUCHI0;

6) noaroToBkKa KomnsekTa COHpOBOﬂMTeanOﬁ AOKYyMeHTauuun.

B conpoBoAMTENbHON AOKYMEHTAaUWMW 3AeKTPOHHbLIX AOKYMEHTOB OTpaxaeTcAa cieaywwas uHbopmauus:

1) Ha3BaHWe [OKYMeHTa,

2) paTa ero cospgaHus,

3) XxapakTepucTuka cogepxaHua (aHHoTauuA),

4) 3NeKTPOHHbI PopMaT M aNropuTM SNEKTPOHHOW LUPpoBON MmoanucH,

5) ¢u3nyeckaa u noruyeckas cTpykTypa (anA 6a3 AaHHbIX, CAWTOB U Tomy nogobHoe),

6) obbem gokymeHTa (anA 6a3 AaHHLIX AOMNOAHUTENbHO — KONMYECTBO 3anucen).
Maparpa¢ 2. MopAfok npoBeAeHUMs 3KCNepTU3bl LLeHHOCTU AOKYMEHTOB M opopmiieHue ee
pe3ynbTaToB

8. 3KCHepTM38 LUEHHOCTN AOOKYMEHTOB B apXuBe OpraHusaumun npoBoaMTCA B UeNnAx 0T6opa
AOKYMEHTOB, OTHEeCeHHbIX K cocTaBy HauMOHaNbHOrO apXWBHOrO ¢0Hﬂa, noaAroToBkKM KUX K nepepadvye Ha



NOCTOAHHOE XpaHeHune B COOTBETCTByMMMﬁ FOCyAapCTBeHHHﬁ apxue, onpepeneHnA CpoOKOB XpaHeHUA
AOKYMEHTOB, He OTHeCeHHbIX K COCTaBy HauMoHanbHOro apXxuBHOro ¢OHAa M BblAeNneHnA K YHUHTOXeHUH
AOKYMEeHTOB U Aen C UCTEeEKWUMMU CpOKaMU XpaHeHUA.

9. 3KcnepTusa UEHHOCTU AOKYMEHTOB MPOBOAMTCA Ha OCHOBE:

1) 3akoHopjaTenbcTBa Pecny6suMkn KasaxcTaH o HauuMoHanbHOM apxuBHOM doHAE WM apxuBax;

2) TUMNOBbIX, OTpacneBbiX (BeAOMCTBEHHbIX) MepeyHel AOKYMEHTOB C YKa3aHWeM CpOKOB XpaHeHus,
TUNoBOI (MpUMEpPHOW) HOMEHKNATYpbl AeNl M HOMEHKNATypbl Aes OpraHu3auuMu 3a COOTBETCTBYWWMIA nepuoa;

3) COOTBETCTBYHWWUMX HOPMAaTUBHO-MeTOANYECKUX AOKYMEHTOB YMNOJIHOMOYEHHOIro opraHa B c¢epe
ApXUBHOIo gena, MeCTHbIX UCMNOJIHUTENIbHbIX OPpraHOB U rocyAapCTBEHHbIX apXWBOB.

10. OTHeceHWe [AOKYMEHTOB K COCTaBYy HauUWMOHaNbHOMO apXWBHOrO ¢0Hﬂa ocyluecTBnAaeTca no
pe3ynbTaTaM 3KCNepTu3bl LEHHOCTU Ha OCHOBaHWKU cCchnedywwmux NpUHUMNOB:

1) uctopusma;

2) KOMNJIEKCHOCTU OUEeHKWu;

3) BCECTOPOHHOCTU OLEHKH.

Mpu onpegeneHMn UEHHOCTU OOKYMEHTOB B paBHOﬂ cTeneHn NpuUMeHANTCA BCe MNPUHLUNDI

MpuHUMN UCTOpU3Ma TpebyeT paccMaTpuBaTb Kaxablii AOKYMEHT Kak MpoAyKT onpeneneHHoM
MCTOPUYECKOW SMOXM W OLEHWBATb €ro C NO3WLMKU He TOJSIbKO COBPEMEHHOCTM, HO W byaywero.

lMpumMmeHeHMe NpuHUMNE KOMMJEKCHOCTU OLEeHKM MOo3BONAEeT MPOBOAUTb 3KCMNEpPTU3Y LEHHOCTHU
AOKYMEeHTOB He WU30/IMpOBaHHO, a B COBOKYMHOCTM C ApPYrMMU AOOKYMeHTaMun, UCTOpUHECKUN BO3HUKWWUMU B
pe3ynbTaTe AeATEe/IbHOCTU OpraHusauuun.

B cooTBeTCTBUM C MPUHLUMOM BCECTOPOHHOCTU OLEHKU WMHOOPMALMOHHOIO COAEepXaHUs AOKYMEHT
paccmaTpuBaeTCA B pas/UYHbIX acnekTax (Hay4YHO-UCTOPUYECKOM, MOAUTUYECKOM, SKOHOMUYECKOM,
counanbHOM, Ky/JbTYpHOM WM Tak Aanee), ANA W3YYeHUA KOTOPbIX OH MOTEHUMAZIbHO MOXeT CTaTb
MCTOYHUKOM.

11. YKasaHHble NpUHUKUMLI NPpU MPOBEAEHWUU SKCMEepTU3bl LLEHHOCTU KOMMIEKCHO NPUMEHAKTCA
COBMECTHO C KpUTEpUAMU MPOUCXOXAEHUA, COAEPXaHUA, BHEWHUX OCOBEHHOCTEN [LOKYMEHTOB.

K KpuTepuaM MpOUCXOXAEHUA LOKYMEHTOB OTHOCATCA:



1) posb U MeCTO OpraHusauuMu B CUCTeMe FoCyAapCTBEHHOTO YMNpaBAeHMA WM KOHKPeTHOM oTpacau
(cpepe nDeATENbHOCTM), 3HAYMMOCTb BHIMOJIHAEMbIX €l 3afay U QyHKUMiI, 3HaveHue duU3MYeckoro auua B
XU3HM 0blecTBa;

2) BpeMA M MecCcTo 06pa30oBaHUA LOKYMEHTa.

K KpuTepuaMm copepxaHus AOKYMEHTOB OTHOCATCA:

1) 3Ha4YMMOCTb CObbLITMA (SBNEHUS, MpeaMeTa), OTPAXEHHOrO B AOKYMEHTE;

2) 3HayeHue cofepxaweica B AOKYMeHTe WHPopMauuu, ee MOBTOpeHUE B APYrUX AOKYMEHTax,
LueneBoe Ha3HayeHuWe, MNOAJIMHHOCTb, BWA M Pa3HOBUAHOCTb AOKYMEHTA.

K kKpuTtepuam BHewWwHUX ocobeHHoCTeN AOKYMEeHTa OTHOCATCA:

1) wpuandeckaa AOCTOBEPHOCTb AOKYMeHTa (Hanuvyue nopanucu (3NeKTPOHHOW LMdpoBOM MoAanucK)
JOMKHOCTHOMO NiMLa, MeyvyaTu OpraHu3auuMum U WHbIX PeKBU3UTOB, MNpPefyCMOTPEHHbIX 3aKOHOAATEeNbCTBOM
Pecnybaunkun KasaxcTaH);

2) dopma duKCUpoBaHUA M Mepefava copepxaHua MHopMauuu;

3) 0CcOb6EHHOCTH MaTepuasbHOro HOCUTENs AOKYMEHTa;

4) 0COBEHHOCTU PU3NYECKOro COCTOAHUA AOKYMEHTA.

12. JloNoSIHUTENbHO MpU 3KCNepTU3e ayauoBU3YasibHbIX AOKYMEHTOB MPUMEHANTCA cneuupuyeckue
KpuTepuu:

1) XynoxecTBeHHble JOCTOWHCTBA;

2) KOMMO3WULMOHHO-CHXEeTHAA LeNoCTHOCTb;

3) Bblpa3nTe/IibHOCTb U OPUTMHANBbHOCTDb;

4) uBeTOBOe pelleHWe, Cnocob 3anuMcu U BOCMPOU3BeAeHUA WHPOpMaLMUK.

13. Mpu npoBefeHWM 3SKCNepTU3bl LEHHOCTU HAYYHO-TEXHUYECKOW AOKYMEHTALUU LOMOAHUTENbHO
NPUMEHAKNTCA Chejylune KpuTepuu:

1) 3HauMMOCTb Mpobnembl UM 06beKTa, OTPaXeHHOro B AOKYMeHTaxX;



2) NpuHUMNMANbHAs HOBU3HA, YHWUKANbHOCTb, OPUIUHANIBHOCTbL peweHus npobsiembl, KOHCTPYKLMUM,
TeXHONorun, npoekTa;

3) cooTBETCTBME HAYYHO-TEXHUYECKOW AOKYMEHTAUUM STAMHOCTM HaAy4HbIX MUcciepoBaHuin (
CTAaAMUHOCTN TexHU4Yeckux paspaboTok).

14. Jns opraHusauuu dKCNepTu3bl LEHHOCTU AOKYMEHTOB U pPacCMOTpEHUs ee pe3ynbTaToB B
rocyfapCTBEHHOM OpraHe, MMeWWeM TeppuTOopuasibHble OpraHbl U/UiuM MOABELOMCTBEHHble OpraHu3auuu, B
HerocyapCcTBeHHOW OpraHusauuu, wumewweir ¢unuansl B obnactax (ropogax pecnybiukaHCKOro 3HauveHus,
cTonMue Pecnybanku KasaxcTaH) cO34aeTcA LeHTpasbHasa sKcnepTHaAa Komuccua (panee - U3K), B
OTAENbHON OpraHu3aumMu - 3KcnepTHaAa komuccusa (panee - 3K).

15. Pe3ynbTaTbl 3KCNEpTU3bl LEHHOCTU AOKYMEHTOB OpraHu3auuMin-ucTOYHMKOB KOMMIEKTOBAHUA
rocyAapCTBEHHbIX apXWBOB, Mocne ux paccmoTpeHus LIK (3K) opraHusauuit, nopnexaT pacCMOTpEHUH
COOTBETCTBYHWUMA SKCNEPTHO-MNPOBEPOYHbIMU Komuccusamn (panee - 3MK), obpasyembiMu MeCTHbIMU
WCMONHUTENbHBIMA OpraHamum obnacTei, ropofoB pecnybAMKAHCKOrO 3HaYeHWs, CTONMUUbI, a TakKxe
LEeHTpaJibHbIMU FOCYAApPCTBEHHBIMA, HaUMOHaNbHLIM apxuBamu Pecnyb6nukum KasaxcTaH, ApxuBom lMpesupeHTa
Pecnybnuku KasaxcTaH, CheuuasbHbMU FoCyAapCTBEHHbIMUM apxuBamu Pecnybivku KasaxcTaH, (panee -
pecnybiuKaHCKue rocyfapCTBEHHbe apXMUBSI) .

16. IKCNepTU3a LEHHOCTM [LOKYMEHTOB MPOBOAUTCS €XerofHO B MJAHOBOM nopsfke paboTHUKamMu
apXuBa OpraHu3auuMu Npu MeTOAUYECKOW Mnomowyu paboTHUKOB COOTBETCTBYWWErOo FOCYAapCTBEHHOrO apXuBa.

Mpu peopraHusauuu (ﬂMKBMAaHMM) OopraHusauuun npoBOoAUTCA BHeN/1aHOBaA 3KcCNepTu3a UEHHOCTHU.

17. MNpoBegeHue >3KcrepTUsbl LEHHOCTU OOKYMEHTOB B apXuBe opraHusauuu 6a3MpyETCﬂ Ha aHanunse
CcoCTaBa AOKYMEHTOB opraHusauuu. [lpM 3TOM YTOYHAETCA, B COCTaBe [Aesl KakuUX CTPYKTYpPHbIX
ﬂOApaSAEHEHMﬁ OpraHu3auun BKKWYaAWTCA MOAJIMHHbIE 3K3eMnnApbl LOKYMEHTOB.

18. Mpu NpoBeAeHUM SKCNEepTU3bl LEHHOCTWU LOKYMEHTOB B apxXuMBe OpraHu3auuu yTOYHAETCA Takxe
XapakTep MOBTOPAEMOCTU cofepxXaweincs B HUX WHOOpMaUMM B ApYyrux LOKYMEHTax, Bua, dopma M MOSHOTA
NOBTOpPEHUA. BblaeneHne AOKYMEHTOB C MOBTOpsiWeidca uHbopMauueid U Ay6neTHbIX AOKYMEHTOB K
YHUYTOXEHUI MPOU3BOAUTCA TO/NbKO MOC/e CBEpKM MUX C AOKYMEHTaMW, OTO6paHHbIMM Ha MOCTOSHHOE
XpaHeHue.

19. 3kcnepTu3a LEHHOCTU MPOBOAUTCA MyTeM MOJAWCTHOFO MpoCcMOTpa AOKYMeHToB Adena (
KMHOGOTOBMAEOLOKYMEHTbI MPOCMATPUBATCA HA MOHTAXHOM CTOJIe WM HA dKpaHe, a (GOHOLOKYMEHTbI
npocaywusBakwTca) .

Mpu npocmoTpe (NPOCAYWMBAHUM) M3 AN MoANeXaT U3bATUI BTOpble M Nociefywiue 3K3eMnnsapsl
[IOKYMEHTOB, YepHOBWKU, HEOPOPM/IEHHbIE KOMUW AOKYMEHTOB, €C/AU UX U3bATUE He 6bi10 npoBefeHo B
CTPYKTYpPHbIX NoApasfeseHusx Npu MOArOTOBKe [OKYMEHTOB K Mepefaye B apXuB OpraHusauuu.

20. B xope MpoBefeHWUA 3KCNepTWU3bl NPOBEPSAIT:

1) 060CHOBAHHOCTb OTHECEeHUS AOKYMEeHTOB K OaHHOMY peny;



2) WpuAMYeCcKyWw Cuay AOKYMeHTOB (Hanuyume nognucei, nevaTu M WUHbIX PEeKBU3UTOB);

3) Hanu4Me M MNpaBUILHOCTb OQOpPMIEHUS PEeKBU3UTOB 06noxeKk aen (pekBU3UThl 06JIOXEeK MUWYyTCSs
CBETOYCTOWYMBLIMK YEpHWUSIaMU YepHOro, ¢(UONEeTOBOrO, CUHEro LIBETOB WM YepHON Tylbh);

4) nNpaBWNbHOCTb HyMepauuu nUCcToB Aen (/IUCTbl HYMepywTcA B BalOBOM MOpsiAKe C WCMNOJIb30BaHUEM
YyepHOro rpaduToBOro KapaHAawa B NPaBOM BEpPXHEM Yrjy JucTa);

5) ¢M3MKO-XMMM4€CKO€ n TexHu4eckoe COCTOAHME LOOKYMeHTa.

Bce BbliBNEeHHble HeAOCTaTKU YCTpaHAKWTCA pa6OTHMKOM apxXxuBa oOpraHusauunu

21. Mo pe3ynbTaTaM 3KCMNepTU3bl LEHHOCTU AOKYMEHTOB M Ha OCHOBe onucen fen AOKYMEHTOB
CTPYKTYPHbIX NOApa3AeNneHuin COoCTaBNANTCA:

1) onucu pen, AOKYMEHTOB MOCTOSIHHOrO XpaHeHUA opraHu3auuit no ¢opmMe COrnacHo npuaoxeHuam 1
-8 K HacToAwum lpaBunam;

2) onucb Aen Mo JIMYHOMY COCTaBy Mo GopMe COrJacHO NPUIOXEHMW 9 K HacToAwum [lMpasBunam;

3) onucu pen, LOKYMEHTOB BpeMeHHoro (cBblue 10 neT) XpaHeHuA no dopme COrjacHO MPUSIOXKEHWUID
10 Kk HacToAwuMm MNpaBunam;

4) aKT O BblAeNIeHUN K YHUYTOXEHUW [LOKYMEHTOB, He MNOoAJeXaluxX XpaHeHuw, no ¢opme cornacHo
npunoxeHuw 11 Kk HacToAwum lpasBunam.

22. Onucu pen, AOKYMEHTOB U aKTy O BblAesieHUU K YHUYTOXEHU AOKYMEHTOB, He noAsexawmx
XpaHeHU, B npepenax KaxXaoro apxmBHOro ¢0Hﬂa npucBanBawTCA CaMOCTOATENIbHble NOpAAKOBble HOMepa.

Onucb nen, OOKYMEHTOB 3aBeplaeTcA NO AOCTUXEHUU KONUYeCcTBa BKJIWYEHHbIX 3arosioBKoB 9999 (
AEBATU TbICAY AEeBATUCOT AeBAHOCTaA AEBHTM).

Mocnepywwen onucu pen npuceBaumBaeTCA oYepefHOW NOPAAKOBBLIN HOMep.

Onucu gen, AOKYMEHTOB, COCTAaBJeHHble B CBA3UM C peopraHusauuein (nukeupauuein) opraHusauuu,
3aBepwanT COOTBETCTBYHIY CBOAHYHW ONUCb BHE 3aBUCUMMOCTM OT Ob6WEero KoAu4ecTBa BKJKWYEHHbIX
3aro/ioBKOB feJl, LOKYMEHTOB.

23. Mpu opopmMaeHUM ONMUCU 3arosioBKU aen (TOMOB, YacTei Aen) HYMepywTcs B BaJoBOM MopsAke.



24. 3arosioBKu [OMOJIHUTEsIbHO 06HapyX€HHHX Aen BHOCATCA B COOTBETCTBYHWWYH ONMUCb Nona
NNTEepHbIMU HOMEepaMn B COOTBETCTBUU C HpMHHTOﬁ cuctemaTulaumen. Mpn Konu4yecTBe cBbiwe 10 fgen
cocTaBnAeTCA AOMOJIHUTEsNIbHAA ONUCb C CAMOCTOATE/IbHOM Hymepaumeﬁ NX 3aroJioBkosB.

Mocne BHeCeHMA B OMNUCb 3anucen o nocTynneHnn wunun BblGbITUM Aen COCTaBAAeTCA OKOHYaTesibHaA
nToroeaa 3anuncCb, B KOTOpOﬁ YKa3blBawTCA TakKXe OCHOBaHUA BHeCEHHbIX U3MEHEHWA .

25. [Jleno, BKAKW4YawWee AOKYMEHTbl 3a psf NeT, BHOCUTCA B OMUCb MO oAy 3aBeAeHUs B
LenonpousBoACTBE, 3a Nocnepywwue rodbl yKasblBaeTCs ero 3aronoBok, a B rpade "MpumedvaHue" -
oTMeTKa "CmoTpu peno N“.

26. Onucb pen, AOKYMEHTOB MOCTOAHHOrO XpaHeHUA yTBepxX[awT pykoBoAuTeNb opraHusauum u 3IMK
MECTHOr0 MCMONIHUTENBHOrO opraHa (pecnyb/iMKaAHCKOro rocyfapCTBEHHOrO apxuBa) Moc/jie COrjlacoBaHuA C
U3K (3K) opraHuzauumu.

Onucb Aen No JIMYHOMY COCTaBY yTBepxAaeT pyKOBOAUTENb OpraHuM3auuum no cornacosaHuio ¢ LK (
3K) opraHusauum u MK MECTHOro WMCMOJHUTENbHOro opraHa (pecnyb6/JMKaHCKOro rocyAapCTBEHHOrO apxuBa

).

Onucb fen, AOKYMEHTOB BpeMeHHoro (cBbiue 10 neT) XpaHeHUs yTBepxAaeT PYyKOBOAUTENb
opraHusauumn no cornacoBaHuw c¢ UIK (3K) opraHusauuu.

27. AKT O BblAeJIeHUM K YHUYTOXEHUHO AOKYMEHTOB, He noAjiexawumx XpaHeHuw, yTBepxaaeT
pyKoBOAUTENb OpraHuMs3auuMu no cornacoBaHuw ¢ LUSK (3K) opraHuzaumu u IMK MECTHOro WUCMNONHUTENIbHOr O
opraHa (pecnybaukaHCKOro rocyAapCTBEHHOrO apxuBa).

28. OpraHusauum, He ABNAWWMECA UCTOYHUKAMU NOMNOJIHEHUA HauMoHaNbHOro apXuBHOIO ¢OHAa,
MOTryT He npeacTaBnATb onucu nen, AOKYMEHTOB MOCTOAHHOINo XpaHeHWA, No JIMHHOMY COCTaBYy M aKThbl O
Bblae/NIeHNN K YHUYTOXEeHUH OOKYMEHTOB, He noanexaumx XpaHeHuw, Ha yTBepxXxaeHue (cornacosaHme) aMNK.

Maparpa¢ 3. MopAfoK cocTaBseHUA onucen Aen, AOKYMEHTOB

29. B onucb pen, OOKYMEHTOB MOCTOAHHOIoO XpaHeHUMA BHOCATCA 3aronoBku pnen, AOKYMEHTOB:

1) OTHeceHHbIX K COCTaBy HauMOHaNbHOrO apXUBHOrO GOHAA, OTNOKMBLMUXCA B AEATENBbHOCTH
CTPYKTYPHbIX MOApa3feNneHuit opraHu3auuu;

2) cGOpMUpPOBAHHLIX U3 AOKYMEHTOB, BbiAENEHHbIX W3 Jefl C BPEeMEeHHbIMW CPOKaMWU XpaHEHWA, WUMEeBWUX
oTMeTKy "3MK", nocne cBepkM UX C HOMEHKNATYpoW Aen opraHu3auuMu 3a TOT Xe oA U MpoBepKu
NpaBUIbHOCTU GOPMUPOBAHUA U OPopMIeHUs fen. B HeobXoAMMbIX C/lyYasaX 3arofIOBKU Aen YTOYHATCA.
[lena noaBeprawTca pacwuBKe U nepedopMUpOBaHUI0 MpU OBHAPYXEeHWU, 4YTO Aeno chopMUMpPOBAHO
HenpasWbLHO;



3) 3aBepuweHHbIX AeSONPOU3BOACTBOM JIMYHLIX AeN pyKoBOAMUTesNel opraHu3auuin pecnybimMkKaHCcKoro,
061aCcTHOrO YpoBHel, OpraHu3auuit ropoAoB pecnybiMKAHCKOro 3Ha4veHuA, CTonuubl Pecnybauku KasaxcTaH

J

4) 3aBepueHHbIX Aenonpon3BoaCcTBOM JIMYHLIX AeNl NMOJIMTUYHeCKUX rocyaapCTBeHHbIX CyXalnX;

5) 3aBeplWeHHbIX LenonpovM3BOACTBOM JIMYHbIX Aen pabOTHUKOB, MMEHWMX BbICWME 3HAKWM OT/MYMA,
NMoYeTHble rOCYyAapCTBEHHble U WHble 3BaHWUA, Harpagbl, y4eHble CTeneHu.

30. CucTemMaTM3auuAa 3arofIoBKOB eAvHUL, XpaHeHus B npefenax apxupHoro ¢oHpga no pasgenam (
nonpa3nenaM) CXeMbl CUucTemMaTusaumn nNpoBoguTCA C y4HeTOM cCielywumx NpU3HaKoB:

1) cTpyKTypHOro (B COOTBETCTBUM C MPUHALJEXHOCTbH €AMHUL XPAHEHUS K CTPYKTYPHbIM
noapasgenieHunam) ;

2) XpOHO/IOrnyeckoro (HO nepunogam wan patam, K KOTOPbIM OTHOCATCA e€AWHWULbl XpPaHEeHUA;

3) ¢YHKUMOHANBHOIO, OTPac/ieBOro, TeMaTU4eCKOro, npeaMeTHO-BOMPOCHOTro (C y4eToM ¢yHKLMM
opraHu3auuu, Tem WKW BOMPOCOB, KOTOPbIX KacaeTcA cofepXaHue efUHUL XpaHeHus);

4) HoMMHanbHoro (Mo Aenonpou3BOACTBEHHOM ¢opMe - BUAAM U PA3HOBUAHOCTAM OOKYMEHTOB);

5) KoppecnoHieHTcKoro (Mo OpraHuM3auusMm U uuam, B pesyibTaTe nepenucku C KOoTopbiMu
o6paz3oBannCb eAMHULbLI XpaHeHua);

6) reorpa¢uyeckoro (B COOTBETCTBUU C OMNpPeAesSIeHHbIMA TEeppUTOPUSAMU, HACENEHHbIMW MYHKTaMu U
ApYyruMu reorpapmyeckumm obbeKTamMu, C KOTOPbLIMU CBA3AHO COAEepXaHue AOKYMEHTOB, WX aBTopbl,
KOppeCcnoHAEHTHI) ;

7) aBTopckoro (Mo Ha3BaHMAM OpraHu3auuit uaM Gamuauam aul, KOTOpble ABJIAITCA aBTOPaMK
[OKYMEHTOB) .

31. Co4yeTaHWe CTPYKTYPHOrO M XPOHOJOrMYECKOro MPW3HAKOB JaeT ABa BapuaHTa CXembl
CUCTEMATU3AUNUM: XPOHONOTUYECKU-CTPYKTYPHbIH U CTPYKTYPHO-XPOHONOT MHECKUIA.

32. XpOHONOrM4YecKM-CTPYKTYpHaA CXemMa CUCTeMaTu3auuum MpUMEHAETCA NO OTHOWEeHWWw K ¢oHAam
peicTBynweinn opranusaumm (y4uTbiBas fasbHeiiee MOMOJHEHWE AOKYMEHTOB 3TUX apXMBHbIX (OHAOB) M
NIMKBUAMPOBAHHBIX OpraHu3auuii C 4acTO MEHABWENCA CTPYKTYpOW.

Mpu cucTemaTu3auum NO 3TON CXeMe eAMHWLbl XpaHeHUs rpynnupywTca B apXuBHOM ¢oHAe Mo
BpemMeHM uUx co3gaHuAa (no rogam, nepuopam), a B npefenax KaxAoW XPOHONOrMYeCKOW rpynnbl — Mo
CTPYKTYPHbIM MOApa3AeNieHUAM OpraHu3auuu;



33. CTpYKTYpHO-XpOHO/IOrMYeckas CxXema CUCTeMaTU3auuu MNpuUMeHAeTCs Mo OTHOWeHuw K doHAaMm
OpraHv3auuii, MMeBWUX CTABUNbHYHW CTPYKTYpY, W3MEHEHWS KOTOpPON MPOUCXOAWNM peAKo, a Takxe npu
CUCTeMaTU3aLMN efUHUL, XpaHEeHUs NUKBUAMPOBAHHBIX OpraHM3auuid.

Mpu cucTemaTM3auuu MO ITON CXemMe eAMHULbI XpaHeHWUs rpynnupynTCcA MO CTPYKTYPHbIM
noapasfefieHnsM opraHuM3auun, a B npejenax KaxAoh CTpPYKTYPHOW rpynnbl — no BpemeHW $GOpMUpOBaAHUSA
eAVHULL XpaHeHun.

34. XpoHonorumyeckun-¢yHKUMOHaNbHAA WMAN GYHKLMOHANBbHO-XPOHOMOrMYeckas CXembl CMCTeMaTu3auuu
NPUMEHAKNTCA MO OTHOWEHWW K (OHAAM OpraHu3auuii C 4acTO MEHABLWENCA CTPYKTYpoO#d WAM He uMelwue ee.

Mpu cucTeMaTU3aLUM efUHUL, XPaHEHUA MO XPOHONOTMYeCKU-QYHKLMOHANbHOW CXeme rpynnuMpoBKa MX
NPOMCXOAUT BHayase MO XPOHONOrMYECKOMY NPU3HAKYy, a 3aTeM no QyHkuuaMm (BuAaM, HanpaBieHUAM)
[eATeNbHOCTU OpraHu3auum.

Moarpynnbl Aen pacrnonaranTcAa C YyYeTOM 3HAYMMOCTM OYHKLMIA opraHu3auui

(pyKoBOACTBO, NNaHUpOBaHWe, GUHAHCUpPOBaAHWE, Y4YeT U OTHETHOCTb, CHabxeHue M COLIT, Kaapbl U
Tak panee).

Mpn cucTtemaTuslaumm epuHUL, XpaHeHUA no ¢yHKuMOHaﬂbHO-XpOHOﬂOFMHECKOﬁ cxXeme OHU rpynnupywnTcAa
BHa4ane no ¢yHKuMﬂM AeATeNbHOCTU OpraHusauun, a 3aTemM No XpPOHONOIrM4eCKOMY MNpU3HaKy.

35. XpoHOnormyeckn-TemaTM4yeckasa WM TeMaTUYECKM-XPOHONOTMYEeCKaA CXeMbl CMCTeMaTu3auuu
eAVHUL, XpaHeHWA MPUMEHAKNTCA MO OTHOWeHWo K Hebonbwum Mo obbeMmy apxuBHbM PoHAam. B nepBom cny4ae
3aro/IoBKM eAVHUL, XpaHeHWA pacrnonaralTcAa CHavana Mo XpPOHONOrWM, W BHYTPW Kaxaoro roga no
oTAe/NlbHbIM Temam (BOMpPOCaM) B 3aBUCUMOCTM OT MX 3HAYMMOCTU, BO BTOPOM C/yyae eAMHUUbI XpaHeHuA
CHayvyana rpynnupywTcsa no Temam (BompocaMm), a 3aTeM BHYTPU KaxAOW TeMbl MO XPOHOMOrUH.

36. XpOHONOrM4YeCKM-HOMUHANIBHAA M HOMWHAJIbHO-XPOHOJIOrMYeCckKasa CXeMbl MPUMEHSKTCA ANA
CUCTeMaTU3aLUMKU 3aroJIOBKOB eAUHUL XpaHeHWs apXMBHbIX GOHAOB 6eCCTPYKTYpPHbIX OpraHu3auuid.
XpOHOMOrMYeCKU-HOMUHANbHAA CXemMa MpeAanofiaraeT CUCTEMaTM3auui MO XPOHONOTMUW, BHYTPU KaxAoro roja
Nno BUAAM eAMHMULL XpPAaHEHWUA, HOMMHANIbHO-XPOHO/NOrMYeCcKasa CXema - Mo BUAAM eAuHWL XpaHeHus (npukassbl,
MpOTOKO/bI, MAaHbl U Apyrue), BHYTPU KaxAoro BWAA MO XPOHOIOrWM.

37. [OKyMeHTbl MO JINYHOMY COCTaBY, HAy4YHO-TeXHUYecKas AOKYMEHTauuA B apXMBHbIX (oHAAX
Hay4YHO-MCCNefoBaTeNIbCKUX OpraHW3auuit, pyKonucu B M3paTeNbCTBax, UCTOpuM GonesHel B MeAULMHCKUX
OpraHu3aumMAx, akTbl NpoBepoK B (POHAAX KOHTPOJbHbIX OpraHOB BbIAENANTCA B OCObOble Fpynmbl K
cucTemaTusupywTca obocobneHHO OT ynpaBfieH4eCKOW AOKYMEHTauuu.

38. KWHOOOKYMEHTbl U BUAEOAOKYMEHTbl CMCTeMaTU3UpynTCA:

1) no Bugam - ¢MﬂbMH, cneunanbHble BbINYCKU, KWHOXYPHasbl, OTAE/ibHble KUHO- U TesleCHXeTbl;



2) no rogam Bbinycka ¢UIbMOB, CMeLuanbHbIX BbIMYCKOB, KUHOXYPHA/lOB; NPOU3BOACTBEHHbM HOMeEpam
OTAENbHbIX KUHO- U TEeNIeCHXeTOB;

3) eauHuuam yyeTta (KomnmieKkTam);

4) uBeTHOCTU (UBETHble, YepHo-6enble);

5) dopmaTy nneHku (8 munnumeTtpoB (panee - mm), 16 mm, 35 MM, 70 MM U gpyrue).

39. 0OTOAOKYMEHTbl CUMCTEMaTU3UPYKWTCA MO BuAam:

1) HeraTuBbl pa3iMYHON UBETHOCTM (UBETHbIE WIWM YepHO-6esible) M pa3mMepoB, KOTOpble
obo3HavawTcs uudpamm 2 - 8 (umdppa 2 COOTBETCTBYET HeraTuBy pa3mepom 2,5 caHTumeTpoB (pasnee - cM
) x 3,5cM., 3-6CM. X6 CM., 4 -6 CM. X 9 CM., 5 -9 cM. x 12 cM., 6 - 10 cM. X 15 cM., 7 -
13 cM. x 18 cm., 8 - 18 cM. X 24 cM.).

Mpu cuctemaTusaumm HebosbwMX O6LEMOB HEraTUBOB pa3MepoB 6-8 ponyckaeTcAa uMX obbeAuHeHue B
OAHY rpynny;

2) cnaigpl (AMANoO3WUTUBbLI) pPas3/IMYHON LBETHOCTH;

3) no3uTMBbl, $OTOOTNEYATKU;

4) ¢oTOanL60Mbl;

5) Anadunbmbl;

6) 3/1eKTPOHHble AOKYMeHTbl (GOTOAOKYMEHTbl Ha LUOPOBLIX MM MHBIX COBPEMEHHBIX HOCUTEnAx),
KoTopble obo3HavawTca bykson "3".

40. ®OHOAOKYMEHTbl CUCTEMATU3UPYKTCA NO BUAAM 3anucu 3BYKOBOW WHPopMauuu - ¢oHorpapuyeckas
, TpaMModoHHas, ONMTUYeCKas, MarHUTHas, nasepHasa. Ha GOHOJOKYMeHTbl omnpefesieHHOro BMAA 3anucu
COCTaBNAETCSA OTAe/bHAs OMUCb. BHYTpu BUAOB GOHOLOKYMEHTbl pacrnofiarawTcsa MNo efuHUUaM y4deTa U
KOMMJIeKTaM.

41. Onucb pen, AOKYMEHTOB MOCTOSIHHOTO XPaHeHUs WMeeT TUTYJbHbIA JIMCT Mo GopMe COrjiacHo
npuioxeHuio 12 K HacToswum MpaBuniam, copepxaHue (ornaejeHue), NpeaucsioBue, CMUCOK COKPaWEHHbIX
C/IOB U UTOrOBYK 3anucb.

Nepes Ha3BaHWeM ¢oHAA Ha TUTY/IBHOM JIMCTE OCTAaBAAETCA MeCTO ANA HanNUCaHWA MOJHOro Ha3BaHUs
rocyAapCcTBEHHOIrO apXuMBa, B KOTOPOM 6yAyT MOCTOAHHO XpaHUTbCA aena ([OKYMEHTb) [aHHOW
opraHusauuu.



42. Onucb Aen, AOKYMEHTOB MOCTOAHHONO XpaHeHUA cocTaBfAeTcA B 4-X aK3emnnsapax. [locne ee
yTBepXaeHnAa Tpu sK3eMnnApa nepenawTtcA B rocyﬂapCTBEHHHﬁ apxXxuwB, OOWH — OCTaeTCA B apxuBe
opraHusauum.

43. Onucb pen no JIMMHOMY COCTaBy uMmeeT TMTyﬂbHHﬁ NIMCT U UTOroBYyKW 3anucb. Ha TuUTynbHoM
NNCTEe He NpoCTaB/iAeTCA o¢mumaanoe HauMmeHOBaHWe rocyaapCcTBeHHOro apxuBa.

K onucu cocTaBnAwTCA ornaeneHue, npeaucsoBue, CrNNCOK COKPaWEHHbIX C/OB.

44, B onucb Aen no JINHYHOMY COCTaBY BHOCATCA 3aroJIoOBKU:

1) npuka3oB (pacrnopsAxXeHUid) pyKOBOAWUTENA OpraHu3auuMu Mo JUYHOMY COCTaBy;

2) cnuckoB paboTHMKOB;

3) KapTo4yeKk MO y4yeTy JIMHHOrO COCTaBa, JIMYHbIX Len;

4) nuueBbiX CYEeTOB PabOTHUKOB;

5) cnnckos ¢M3MH€CKMX g U nNaaTexXHbiX ﬂOpyHEHMﬁ Ha nepe4dyucineHune 06A3aTeNbHbIX NMEHCUOHHBIX
B3HOCOB, cCoOuUManbHbIX B3HOCOB, B3HOCOB nNO O6HBaTEHbHOMy MeANUMHCKOMY CTpaXOBaHWUI;,

6) TpYLOBbIX 4OrOBOPOB;

7) HeBOCTPebOBAHHLIX MOAJIMHHBLIX JIMYHBIX JOKYMEHTOB pabOTHUKOB;

8) aKTOB O HeCYaCTHbIX C/y4asX Ha MPOU3BOACTBE W WHLIX Ae/, KaCcawwWxca peanusaunn npas W
3aKOHHBIX MHTEPECOB FpaxnaH.

45. CucTemaTU3auuA 3arosoBKOB B OMUCK Aesl MO JIMYHOMY COCTaBY OMNpeAensaeTcsAs XPOHOJIOrMYeCKUM
> CTPYKTYpHbM (PYHKLMOHANBbHBIM) U HOMWMHAMNBHBIM KAAaCCUPUKALMOHHBIMA MPU3HAKaMU. 3arofioBKW Aen
rpynnupyKwTCA Mo rofy 3aBefeHUAa (3aBeplieHuA) B AeNONpOU3BOACTBE, BHYTPU KaxAoro roga - no
CTPYKTYPHbIM noppasgeneHvam (HanpaBieHUAM AeATeNIbHOCTU) OpraHu3auuu, BHYTPU MNOCNefHUX - B
nopsake yb6biBaHUSA BaxHOCTW Aen.

46. KapToyku MO y4yeTy JIMYHOIrO COCTaBa UM JIMYHble gena paboTHWUKOB (nNpu obbeme cBblue 20 3a
ron) BHOCATCSA B CaMOCTOATENbHYW Onucb fen. WX 3arofioBKM FpynnupywTcA No rody 3aBepleHua Aen B
LenonpousBOACTBE, BHYTpU roga - B andaBUTHOM nopsaake ¢amunui paboTHUKOB.

47. Onucb Aen no NIM4HOMY COCTaBY cocCTaBaAeTcAa B 4-X 3K3emnaApax. [locne ee yTBepxaeHUA
OAMH 3K3eMnnAp nepefaeTcA B rocylapCTBEHHbIM apXuB, TpU — OCTAWTCA B apxuBe OpraHusauuu.



48. Ha TUTYyNbHOM NIUCTe OMNWUCKU feN, AOKYMEHTOB BpemMeHHOro (cBbile 10 neT) XpaHeHuA He
npoctaBafeTcAa opuumansbHOEe HaWMEeHOBaHWE roCyAapCTBEHHOrO apxuBa.

49. K onucu pen, AOKYMEHTOB BpeMeHHOro (cBbiwe 10 seT) XpaHeHUA Mo YCMOTPEHMK apxuBa
COCTaBJIANTCA OrjaBJieHne, npeaucsioBMe U CNUCOK COKpaleHHbIX CJIOoB.

50. B onucb Aen, AOKYMEHTOB BpeMeHHOro (CBbiue 10 neT) XpaHeHUs BKJINYAWTCA 3arosioBku nen,
UMEHWMX OAUTeNlbHOe MpaKTM4eckoe 3HayeHue Ansa MHPOpMauMOHHOTro obecrneyeHuA LeATeNbHOCTH
opraHusauum.

51. CucTemMaTu3auuA 3aroJioBKOB Aes, AOKYMEHTOB B OMUCU JeNl BpeMeHHoro (cBbilue 10 neT)
XpaHeHUs onpeaenseTcss XPOHONOrUYECKU-CTPYKTYPHBIM UM XPOHOJIOT MYeCKMU - PYyHKLUUOHANBHBIM (
XPOHO/IOrUYECKM - HOMUHAbHLIM) U HOMUHANbHO-/I0MM4ECKUM K1AaCCUPUKALMOHHBIMU MPU3HAKaMM.

52. Onucb Aen, AOKYMEHTOB BpeMeHHOro (cBbiwe 10 neT) XpaHeHUs COCTaBAAeTCs B 4-X
ak3eMmnnApax. locne ee yTBepXAeHUA OAMH DK3eMNAAp nepejaeTcsA B rocyAapCTBEHHbM apxue, Tpu -
OCTAWTCA B apxXuWBe OpraHM3auuu.

Naparpa¢ 4. MNopsAAOK COCTAB/NIEHUA aKTa O BbiA€/IeHUM K YHUYTOKEHU AOKYMEHTOB, He
nognexawux XpaHeHu

53. AKT O BblAe/iIeHUN K YHUYTOXEHU AOKYMEHTOB, He nojjiexawux XpaHeHwuw, cocCcTaBiAeTCA
OgHOBpeMeHHO C onucAMM gen, AOOKYMEHTOB.

54. B aKT BKJIO4aWTCA 3aroJjloBKU Aen U AOKYMEHTOB C UCTEeKWUMMU CPOKaMu XpaHeHusa Ha 1 AHBapA
roga, B KOTOpOM npoBOAMTCA >3KCnepTu3a UEeHHOCTU OOKYMEHTOB.

55. AKT O BblAe/iIeHUU K YHUYTOXEHUH AOKYMEHTOB, He nogJsiexawuMx XpaHeHuw, CcOoCTaBaAeTCA B ABYX
aK3eMnnAapax, KOTOopble nocsie ero yrteepxaeHuA nepenawTtcA B FocyﬂapCTBEHHHﬁ apXuB U apxuB
opraHusauuum.

56. [lOKyMeHTbl C UCTeKWWMU CpOoKaMU XpaHEHUA BbIAENANTCA K YHUYTOXEHMH TONbKO nocje
yTBepxXaeHuaA onucein n akKTa O BbIAENIEHUN K YHUHTOXEHU 3a COOTBETCTByDMMﬁ nepuon.

Naparpad 5. MopAfoK NpoBeAeHUA SKCNepTU3bl LLEHHOCTU HAY4YHO-TeXHUYEeCKOW AOKYMeHTauuu

57. OCO6EeHHOCTbI MPOBEAEHUS 3KCNEepTM3bl LEHHOCTU OCHOBHbIX BUAOB Hay4HO-TeXHUYeCKOi
LOKYMeHTauun ABNAETCA NpoBefeHWe AaHHOW 3KCnepTusbl B ABa dTana.

58. Ha nepBom 3Tane Mo MpOEeKTHOW, KOHCTPYKTOPCKOW M TEXHONMOrM4ecKoi AOKyMeHTauuu
NpoBOAUTCA BbIGOP NPOEKTOB WU3Ae/IUiA MPOMBILIEHHORO MPOU3BOACTBA U TEXHOJNOMMYEeCKUX MpoLeccoB,
06bEKTOB MNAHUPOBKU M KAMUTANbHOMO CTPOUTENbCTBA, HAy4YHO-TeXHUYeckas AOKYMEHTAuuA Mo KOTOopbiM
noasiexuT nepefade Ha MOCTOAHHOE XpaHeHue.



KoHeYHbM pe3y/ibTaTOM MepBOro 3Tana 3KCMepTu3bl ABAAETCA COCTaB/eHWe MnepevyHA NpoekToB,
npobnem, Hay4YHO-TexXHMYeCcKas AOKYMEHTAUMS MO KOTOpbIM MOANEXUT MNepejadve Ha rocyaapcTBeHHoe
XpaHeHue, no dopme COrfacHo NpuioxeHuw 13 K HacToAwuM lpaBunam.

59. lepeyeHb npoekToB, np06nem, Hay4HO-TexXHun4yecCckaAa AOKYyMeHTauuA No KOTOPpbIM MoAnexuvT
nepegadvye Ha NOCTOAHHOe XpaHeHWUe (Aanee - HEDEHEHb), coCTaBnAeTCA pa6OTHMKOM apxXxuBa COBMeCTHO CO
cneunanncTamm opraHusaumun 3a OﬂpeAEHEHHHﬁ nepunon BpeMeHu, Ha4nHaA C Ha4dana ee LeATe/IbHOCTU.

MepeyeHb COCTaBNAETCA He pexe OAHOro pasa B MATb JieT.

60. CucTemaTu3auuAa MpoOeKTOB, U3AENUN, BK/KWYEHHbIX B MepevyeHb, OCyWeCcTBAAETCA NO
XPOHONOrMYecKomy, TeMaTU4ecKoMy, TemMaTUKO-XPOHONOrn4eckKoMy MpU3HaKy.

61. MNepedvyeHb yTBepxAaeT pYKOBOAUTENb OpraHu3auuMn u MK MeCTHOrO UCMOAHUTENbHOro opraHa (
pecnyb/MKaHCKOro rocyAapCTBEHHOrO apxuBa) nocsie cornacoBaHusa LU3K (3K) opraHusauuu.

K nepeuyHw npuiaraeTca NpoTOKONA WU BbINUCKA U3 MpoTokona 3acepanus U3K (3K) opranusauum.

MepeyeHb COCTABASAETCA B ABYX 3K3eMmnaspax, nocne yTeepxaeHuA MK MeCTHOro MCMOJSIHUTENbHOMO
opraHa (pecny6/JMKaHCKOro rocyfapCTBEHHOro apxvuBa) OAMH SK3eMMsp BO3BpalaeTCA OpraHu3auuu, a
LpYroil - oCTaeTcA B rocyfapCTBEHHOM apXuBe.

62. JKcnepTusa LEHHOCTH HayHHO-MCCﬂeAOBaTeanKOﬁ M NAaTEHTHO-/IMLEH3UOHHON AOKYMeHTauuu
npoBoaguTCA B OAUH 3Tan 6e3 cocTaBneHusd nepe4HA.

63. Ha BTOpoM >Tane >3KcrnepTuse LEHHOCTW NOABepPrawTCA NPOeKTHble, KOHCTPYKTOpCKUE WU
TexHosornyeckme AOKYMeHTbl, BXoAAuMe B COCTaB NpoeKTOoB, MSAQHMﬁ, BKJIN4E€HHbIX B MNepeYyeHb.

64. OnUCKU Jen COCTaBAANTCA OTAENbHO Ha KaxApli BMA Hay4HO-TeXHUYeckoW AoKyMeHTauuun (
npoekTHaA, KOHCTPYKTOpCKaA, TexHo/lorumyeckasa, HayvyHO-uUCClefoBaTe/bCKad, MaTEHTHO-/IMLEH3UOHHAA) U
MMENT CaMOCTOATENbHbIN HOMEp, K KOoTopoMmy AobaBnAaeTcA UMOPOBOW MHAEKC, onpedensawwuin Bua
Hay4YHO-TEXHUYECKON AOKYMEeHTaLuu.

OoHOBpeMeHHO OCYlWecTBAAeTCA BbiiBIeHMEe AOKYMEHTOB, He UMeHlWwuX HayHHO-MCTOpMHECKOﬁ LEeHHOCTHU
M yTpaTuBwnx npaktTudeckoe 3HadeHUe C Uesibl BblaeNeHNA UX K YHUHTOXEHUH.

65. MO XUAMWHO-TpaxAaHCKOMy CTpPOUTENbCTBY Ha MOCTOAHHOE XpaHeHue oT6upalnTca
WHAWBUAYaAJbHble MPOEeKTbl 343HUIA, COOPYXEHWA, B KOTOPbIX OTpaxeHbl OpUrUHAJIbHbIE
ApXUTEKTYPHO-MNAHUPOBOYHbIE, KOHCTPYKTUBHbIE M apXUTEKTYPHO-XYLOXEeCTBEHHbIE OCOBEHHOCTH.

ZE] cepmﬁ TUMNOBbLIX NPOEKTOB nepenaldT Ha NOCTOAHHOe XpaHeHWe TUnoBble NPOeKThl, Hanbonee 4yacTo
npnMmeHAeMble B NpakKTUKe C y4YeTOM NporpecCuMBHbIX MeTOAOB CTPOUTENbHOINo NpoOeKTUpoBaHUA.



Cpeau nNpoekTOB-MPUBA30OK AJIA CTpOUTesibCTBa 3[laHUN “ coopyerMﬁ Ha MOCTOAHHOe XpaHeHWue
NOCTYNawT MNpOeKThl, pa3pa60TaHHue ANnA 30H CJ/I0OKHOIo reosiorn4eckoro CTpoeHuAa U NOBbILEHHOMN
CeﬁCMMHHOCTM, B KOTOPbLIX NMpuUMeHeHbl OpUTrUHaJibHble peleHNA WUHXeHEepPHbIX BOMNpPOCOB.

N3 sKcnepuMMeHTasIbHbIX NPOEKTOB Ha MOCTOSHHOE XpaHeHue nepenanTcA MPOoeKThl MIAaHUPOBKU M
3aCTpPONKKU 3KCNEepUMeHTaNbHO-MOKa3aTe bHbIX MOCENKOB, CeNbCKUX HacCeNeHHbIX MeCT, MPOeKThbl XUbIX U
0bleCTBEeHHbIX 3AaHWUi.

66. Mpu BbIGOpe 06LEKTOB MPOMBILAEHHOTO CTPOUTENbCTBA YUYUTHIBAWT CneunduKy MNpoMbiLAEeHHOTO
NPOeKTUPOBAHUA, KOTOpoe ABAAETCA WHAMBUAYANbHbIM, a Takke xapakTepusyeTca 601bwuM 06beMOM
06bEKTOB PEeKOHCTPYKLMU.

Mpu BbiGOpe WMHAWBUAYAbHLIX MPOEKTOB HA MOCTOAHHOE XpaHeHue OT6MPanT KpymnHble 06bLeKTbl M
KOMMAEeKCbl, ABNAWNWMECS BeAyWuMUM B OTPAC/AX SKOHOMUKM CTpaHbl. B OTAENbHbIX Clydasax oT6opy nognexaT
He6onblwMe 06bEKTbl, WMelWwMe OpUrUHANbHbBIE 06bEMHO-TMIAaHUPOBOYHbIE peleHUA, B KOTOPbIX YYTEHb
HoBejliuMe oTe4vyecTBeHHble M 3apybexHble Hay4YHO-TexHU4eckue AOCTUXKEHUA, MPUMEHEHbl HOBble CTpPOUTEsbHbIE
MaTepuansl, HoOBble BuAbl O6OpPYAOBAHUS U MPOrpecCUBHbIE TEXHONMOrMYeckue MNpoLecchl.

67. U3 HpOEKTHOﬁ AOKYMeHTauuun no BOAOXO3HﬁCTBEHHOMy cTpouTenbCTBy Ha NMOCTOAHHOE XpaHeHue
OT6MpaMTCﬂ 06beKTbl KPYMNHbIX BOAOXPaHUMAULW, MaruUCTpaJibHbIX KaHanoB, HACOCHbIX CTaHUMK.

68. M3 NpoeKTHON AOKYMEeHTauuu Mo PeKOHCTPYKLMUM UCTOpPUYECKOW YacTu FopofoB U pecTaBpauluu
NaMATHUKOB apXUTEKTYpbl U CafOBO-MAPKOBOr0 WUCKYCCTBAa Ha MOCTOSAHHOE XpaHeHWe MoCTynawT:

1) nNpoeKkTbl MAAHMPOBKM M 3aCTPOUKWU TOPOAOB C MAMATHUKAMU UCTOPUM U KYNbTYpbl;

2) NpoeKTbl OXpPaHAEMbIX TEeppUTOPUIl MaMATHUKOB UCTOPUM, apXUTEKTYpbl U MPUPOAHOro naHawadTa;

3) npoekTbl MJIAHWPOBOK LEHTPaNbHbiX (MCTOPUYECKUX) pANOHOB rOpOLOB;

4) NpoeKTbl pecTaBpauunm U BOCCTAHOBJIEHUA apXUTEKTYPHbIX MAaMATHUKOB U MaMATHUKOB
CagoBoO-napKoBOoro UCKyccTBa.

69. CocTaB ﬂpOGKTHOﬁ AOKYyMeHTauuu, 0T6MpaeMOﬁ Ha MNOCTOAHHOe XpaHeHWe, 3aBUCUT OT NPaAKTUKU
pa3pa60TKM NpOeKTOB B pa3Hble XpOHOJAOrn4yeckKkue nepuonbl.

Ha nocTtoAaHHOe XpaHeHue nocTynaeT pa6oqaﬂ AOKyMeHTauunAa.

70. MNpu oTbope KOHCTPYKTOPCKOW AOKYMEHTAUUW BHUMaHWe yaenseTca 6a30BbM Moaenam,
YHUKANbHbIM U34ENUAM, FON0BHbIM ObpasuamMm CcepuinHOro npoumsBoacTBa. U3 moaudukaumit oTbupawTca Te,
KOTOopble NpeacTaBAsanwT cobow HoBYyw MoAesnb.



71. Ha cTapgum "TexHuyeckoe npennoerme" Ha NOCTOAHHOEe XpaHeHWe NnocCcTynaeT NOACHUTeJIbHaA
3annucka U BeAOMOCTb TeXHU4YeCKOro npennoxeHumA, Ha CTaguun " 3CKWU3HbIN ﬂpOGKT" - NOACHUTEe/IbHaA
3annucka U BegOMOCTb 3CKMU3HOIro npoekTa.

Nepefaya AOKYMEHTOB Ha MOCTOAHHOE XpaHeHMe Ha 3TUX CTaauax AonyckaeTca npu paspaboTke
0Cc060 CNOXHbIX U3Aenuni.

72. Ha cTagMu "TexHuW4yeckuin nNpoekT" Ha MOCTOAHHOE XpaHeHue MOCTYNawT cjaeaykume Buabl
[IOKYMEHTOB :

1) nosacHUTenbHas 3anucka;

2) BeAOMOCTb TeXHU4YeCKOro npoekKkTa,

3) 4epTex obwero BuAa;

4) TexXxHn4yeckKkue ycnoBumAa Ha U3roToBieHUe O6paBHOB usgenun.

73. Ha cTaguu "paboyaa [OKyMeHTauuA" Ha MOCTOAHHOE XpaHeHue nepefanTCA:

1) 4yepTexu obwero BMAA YHUOUULMPOBAHHLIX Y3J/10B;

2) rpynnoBoil KOHCTPYKTOPCKUA LOKYMEHT;

74. YepTexu peTaneid MOCTynawT Ha NOCTOAHHOE XpaHeHWe TONIbKO B C/y4Yae HOBU3HbI U
OpPUTMHANBLHOCTU KOHCTPYKLMUW.

75. 3KCnepTM33 LEHHOCTU TeXHOJIOrM4yecKkomn OOKYMeHTauun aHalorn4yHa meToauke sKCNepTu3bl
LEeHHOCTHU KOHCprKTOpCKOﬁ OOKYyMeHTauuun.

Npu oTbope 06LEKTOB Ha MOCTOAHHOE XpaHeHUWe HeobXOoAMMO Y4YUTHIBATb:

1) cTeneHb aBTOMaTuU3aunuun, MexaHusauumm n TUNNU3aunn TeXHONIOrM4eCKux npoueccoB;

2) OPUTNHANIbHOCTb U YHUKAJIbHOCTb WHAUWBUAYANIbHbIX TeXHOJI0rn4yeCcKmnx npoueccos;

3) MacwTabHOCTb MPUMEHEHMA Kaxaoro M3 3TUX MNPOLECCOB M UX IKOHOMUYECKYH 3¢PeKTUBHOCTD.

76. Mpu akcnepTuse LEHHOCTU TEXHOJIOTMYEeCKOW AOKYMEHTALUMUM BAXHOE 3HAYeHUe uMeeT
OOKYMeHTauMs Ha cTaguu "paboyaa AoKyMeHTauumsa", a Takke Ha cTaguax "onbiTHbIM obpaseu”,
YCTAHOBOYHAsA cepua", ec/u Ha AAHHbIX CTaAMAX COLEPXATCA OPUTrMHA/IbHble TEXHUYeCKUe peleHus.



77 . OCHOBHbIMU TEXHOJIOrUn4yeCKnUmMmn AOKYyMeHTamMun, nognexawummm nepenade Ha NOCTOAHHOE XpaHeHue,
ABNAKNTCA:

1) MapupyTHas KapTa, KOMMJIEKTOBOYHAasA KapTa, BEeAOMOCTb TEXHONOrMYEeCKUX LOKYMEHTOB,
BEAOMOCTb TEXHOJIOrMYeCKUX MapupyToB, BELOMOCTb CHOPOYHBIX eAuHUL K TunoBoMmy (rpynnoBomy)
TexHonorudyeckomy npoueccy (onepauuu);

2) BeAoOMOCTb CBOpKM U3penus;

3) BeAoMOCTb 060pyAOBaHMA, KapTa TexXHONOrM4Yeckoro npouecca, KapTa Tunosoro (rpynnoBoro)
TeXHONMOrM4yeckoro npouecca;

4) NOCTOAHHBIA TEXHONOIU4eCKUin pernameHT BelWecTB, NpoAYKTOB, NeKapCTB U MUKPOOPraHuU3MoOB,
na6opaTopHuﬁ TEXHOMI0r n4ecKui pernameHT, TexXHOJNorn4yeckne HUHCTPYyKUMU NO IKCNepuMeHTaJibHOMY
Npon3BoACTBY OMbITHbIX HapTMﬁ npoaoyKTOB U NneKapcCTB;

5) TexXHosornyeckme pekomeHgauum no MU3roToBsieHUHO HOBBLIX BUAOB NpPOAYKTOB, J/1eKapCTB;

6) TexHo/sormyeckue KapTbl U OMUCAHUSA TEXHOJNIOrUMM MOJyYeHWUs BewecTB, MNPOAYKTOB, JeKapcTB U
MUKPOOPraHU3MOB, CBOJHble TexHosiorumyeckue (NPoU3BOACTBEHHO-TEXHONIOMMYECKNE) CXeMbl, peLenTypa,
pernameHTbl, peKoOMeHAAUWW MO TEeXHONOrMYeckuMm npoueccam;

7) HOpMbl [OMYCKOB OTK/OHEHWW OT TEXHONOIMUMYECKUX PEXUMOB MPOU3BOACTBA, TEXHONOTUYECKMU
nacnopT, KapTa YpOBHA KayecTBa aTTecTyemoW MNpoayKLuW;

8) CBOAHble OTYeTbl O COOTBETCTBUMU HOBBIX MPOAYKTOB U JIeKApCTB TpebOBaHMAM MexAYHapOAHbIX M
OTeYeCTBEHHbIX CTAaHAAPTOB;

9) TexHonorudyeckue (TexXHUYECKME) XapaKTEepUCTUKWM U pacyeTHble AaHHble no obpaboTke u cbopke
usgenui;

10) cBoAHble pacyeTbl MOBEpXHOCTel, naowanein M Apyrux reoMeTpUYeckUX XapakTepucTuk,
M3rOTOBNAEMbIX U3[ENUii, TEeXHUKO-IKOHOMUYEeCKasi XapakTepucTuka obopyAoBaHUs, anbboMmbl
TEXHONOrM4eCcK1X MnpoueccoB, KOMMIEKTbl CNeLuasbHOro TeXHoJorumyeckoro obopynoBaHus (npucrnocobrenus,
MHCTPYMEHTbl, WTaMmmbl), KOMMJIEKT NepeHasiaxuBaeMoi YHUBEPCaNbHOW OCHACTKM.

78. OT6Opy Ha MOCTOSHHOE XpaHeHWe MOANEXUT Hay4HO-UCCefoBaTebckaa AOKYMeHTauusa no
npobnemam, OTHOCAWMMCS K OGyHAAMEHTasIbHbIM U MPUKNALHBIM UCCNELOBAHUAM, MO3BOJIAKWLUM CyaUTb 06
YpOBHE pa3BUTMA Hayku B AaHHOK obnacTw.

79. Ha nocToAHHOe XpaHeHue MNoCTynawT:

1) 3ajaHnAa “u Tpe6OBaHMH Ha BbIMOJIHEHNE Hay4YHO-uccnenoBaTe/IbCKUX U ONbITHO-KOHCTPYKTOPCKUX
pa60T, BKJ/IK4EeHHble B rocygapcCTBeHHble, MeXayHapoAHble, MexXOoTpacsieBble NporpamMmbl;



2) >TamnHble M MPOMeXyTOYHble OTYeTbl, MMellWMe CaMOCTOATes/bHOe 3HaveHue, coaepxaluue
MHbOPMaLM0, UMerWyl HayYHO-UCTOPUYECKYHW LEHHOCTb W He MOBTOpAWWYWCA B APYrMX LOKYMeHTax, a
TaKXe COCTaBJ/IeHHble BUAHbIMU AEATENAMU HAYKU U TEXHUKK;

3) OT4HeTbl MO 3aKOHYEeHHbIM TeMaM Hay4YHO-UccenoBaTe/IbCKUX, OMbITHO-KOHCTPYKTOPCKUX,
OMbITHO-TEXHONIOrn4eCkKnx n 3KCNepuMeHTanbHO-NMPOEKTHbIX pa60T;

4) cBOAHble rofoBble OTYeTbl O Hay4YHO-UcCcnefoBaTeNbCKUX paboTax, COAepXawue UTOroByH,
0606leHHY0 MHPOpMaLMK;

5) pyKkonucu MoHorpaduit, cTaTeil, AUCCEpPTaALMM Ha COMCKAHME y4YeHbIX CTeneHeil, aBTopedepaThl.

80. Ha nocToAHHOEe XpaHeHWe OTOMPANTCSA pPACCMOTPEHHble 3asiBKM Ha M306peTeHusa (OTKpbITUA), MO
KOTOpbIM MPUHATH peleHns O Bbijaye aBTOPCKOro cBuieTenbcTBa (MaTeHTa).

81. U3 paccMOTpeHHbIX 3asiBOK Ha npegnosaraembie usobpeteHns (OTKPbITUSA), MO KOTOPLIM MPUHATHI
peweHua o6 OTKa3e B Bbijaye aBTOPCKOro cBuiaeTenbcTBa (MaTeHTA), Ha MOCTOAHHOE XpaHeHue
OT6MPaTCA Te 3a8BKU, B KOTOPbIX COAEPXATCA paLMOHAJIbHble HayYHO-TEeXHUYecKkue peleHus.

82. Ha nocTosiHHOEe XpaHeHWe OTO6MPaTCH 3aKOHYEHHbIe PACCMOTPEHUEM 3aABKU Ha MPOMbILIEHHbIE
06pasupl, MO KOTOPbIM NMPUHATHI peWeHust O Bbijave CBUAETENbCTBA WAM naTeHTa. MepepawTca Takxe
3aKOHYEHHbIE PacCMOTPEHUEM 3asiBKM Ha MpoMbluieHHble 06pasupl, MO KOTOPbIM MPUHATH peleHWAa o6 oTkase
B Bbliaye CBMAETe/NbCTBa WM NaTeHTa, ec/u:

1) OHU NoAdaHbl BblgawWUMUCA AeATeNAMU HAYKU U TEeXHUKWU;

2) OHM coAepXaT OpUrUHAJIbHblE XYAO0XeCTBEHHO-KOHCTPYKTOPCKUE peleHus;

3) MX aBTOpbl HarpaxneHol gunaomamum, MenanaMu U npemMmAMU Ha BbICTaBKaX.

Naparpa¢ 6. Mopagok ¢opmupoBaHUA M 06paboTKM Aen C Hay4YHO-TEXHUYECKON A[OKyMeHTauuewn
83. [leno c Hay4HO-TexXHU4YecKoW AOoKyMmeHTauueh GopMUpyeTCA W3 AOKYMEHTOB, OTHOCAWMXCA K
OOHOW CTaguu, OAHOMY OCHOBHOMY KOMMiekTy, Teme (cHbopouyHoi eauHuue). [OKYMEHTbl OA4HOW CTaguu,

OAHOIN0 OCHOBHOIo KoMnjieKkTa, TeMbl (C60p0HHOﬁ EAMHMHH), 3Ha4YnTeNIbHbIX NO O6BEMy, COCTaBNAwT
HeCKONbKO Aen.

84. MNpu Hay4HO-TexHu4eckon 06paboTke AOKYMEHTOB MPUMEHAETCHA KapTOYHbIM Cnocob ux onucaHuA
M cucTeMaTusauuMum. Ha KapTO4YKy 3anucCbiBaWT:

1) pabouuit HoMep pena, KOTOpbIA 3anMWcaH KapaHAaWoM Ha O6JI0KKEe OMUCLIBAEMOro Aena;

2) oduuManbHoe HauMeHOBaHWE OpraHu3auuu-pas3paboTyuka;



3) Ha3BaHue npoekTa (pa3paboTku, Tembl HAyYHO-UCCNenoBaTeNbCKoOW paboTvl), Homep obbekTa (
NpoVN3BOACTBEHHbI WUdp, 0b6O3HaveHMe, HOMepa TeMbl, OXPAHHOIr0 AOKYMEHTa);

4) Ha3BaHMe OCHOBHOro kKoMmnnekTa (CH6OpOYHON efuHULb), €ro Mapkw;

5) ¢amunuio pykoBoauTena (aBTopa, aBTOpPOB) TeMbl, MPOEKTa;

6) roa OKOHYaHMA pa3paboTku;

7) KOMMYeCTBO MPOHYMEpPOBaHHbIX JIMCTOB.

KapTOQKM CUCTEMATUIUPYHNTCA B COOTBETCTBUN C ﬂpMHHTOﬁ CXeMoM cucTemMaTusaumu Jen B OMUCHU.

85. Hay4HO-TexHM4Yeckas AOKYMeHTAauus, nepefaBaeMas Ha MOCTOAHHOE XpaHeHWe, MNOAeXWUT
NOSHOMY OQOpMIEHWI0:

1) danbuUoBKe 4YepTexew;

2) nopumuBke (nepenneTy) TeKCTOBbIX AOKYMEHTOB;

3) Hymepauuu JUCTOB;

4) COCTaB/1eHN0 3aBepUTesibHbIX JIMCTOB;

5) odopmneHuw obnoxek gen.

86. paduyeckmne AOKYMeHTbl MOMEWAKTCA B Manku C Tpemsa KJianaHamuM M 3aBA3Kamu. B kaxpoe peno
BKJIDYAKWTCA He 6onee 50 NUCTOB YepTexeil, YCNOBHO MpuUBEAEHHbIX K ¢opmaTy A4 (297X210 mm), npu
ToNwMHe pena He 6osee Tpex-4eTblpeX CaHTUMETpPOB.

Naparpa¢ 7. MNMopsaok npoBeAeHUA 3KCNepTu3bl LLEHHOCTU ayAUOBU3YaNlbHOW AOKYMEHTAaLUu

87. Mpu npoBefeHUM SKCMEpTU3bl LEHHOCTU U OTHOpe ayAMOBU3YasibHbIX AOKYMEHTOB Ha XpaHeHue
YUYUTHIBAETCA MOJIHOTA U CTeMeHb COXPAHHOCTU KOMMJIEKTa ayAMOBU3YaNbHOrO LOKYMEHTa, Hanauyue u
KayecTBO TEKCTOBON COMNPOBOAMTENbHON AOKYMEHTaLUW, BO3MOXHOCTb HAYYHOrO M MpaKTMYeCcKoro
MCMONb30BaHMA ayAMOBU3YasibHOrO JOKYMEHTa, a TakXe pewawTcA BOMpoCh MOBTOPAEMOCTHM WMHdOpMaLWM,
Ly6NeTHOCTHU, MOrOWEHHOCTU U BAapUMAHTHOCTU ayAMOBU3YasibHbIX AOKYMEHTOB.

N3 pybneTHbIX ayAWOBU3YaNbHbIX AOKYMEHTOB Ha FOCYyAapCTBEHHOE XpaHeHue OTOupawTcs
ayAMOBU3YyasbHble LOKYMEHTbl, MMewwue 6osiee BbLICOKOE KayecTBO M306paxeHua, 3anucu, MNJeHKH,
pacnonaraiwouue HeobXoAMMbIM KOMMJIEKTOM MCXOAHOrO MaTepuana M CONpoBOAWUTENbHOW (ANA KWHOLOKYMEHTOB

).



MorsoweHHble KUHOPOHOAOKYMEHTbl He paccMaTpuBawTCcA 060Cob6AeHHO, TakK KakK KUMHOKaApbl W
¢parmeHTbl GOHOAOKYMEHTOB HecCyT 6/1arogapA MOHTAaxy pas/IMYHYl CMbIC/IOBYH HArpysky U He uMewT
CaMOCTOATENIbHOIrO 3HayeHus. WX c/iedyeT aHa/iM3MpoOBaTb BO B3aUMOCBA3M CO BCEM OCTaslbHbIM MaTepuasioMm
KUHO- (QOHOAOKYMEHTa.

N3 HecKonbkuX BapuaHToB $GOTO M GOHOAOKYMEHTOB, MMEHWMUX HAy"HO-UCTOPUHECKYH W KYJbTYpPHYH
LeHHOCTb, Ha roCyBapCTBEeHHOe XpaHeHWe MPUHUMAKTCS LOKYMeHTbl, OT/uYakwuecs 6osiee MoJSHbIM
cogepxaHueMm, JlyYWUMU KOMMO3MLMOHHBIMU, LBETOBbIMU peWweHUsMU U YAO6HbIM A1 UCMOJIb30BaHMA pa3Mepom
(ana doTOomOKYMEHTOB) .

88. B npouecce npoBepeHMA 3KCMepTU3bl LEHHOCTU BbIABNAKNTCA ayAuOBU3YyaJsibHble OOKYMEHTHI,
umetolme Kakue-nmbo noBpexaeHuna.

Mpu obHapyxeHun nedeKToB, O0COBEHHO XUMMKO-6MONOTrMYeCcKOro XapakTepa (noxenTeHue,
niecHeBeHWe, OTCJlauBaHUE 3MY/NbCHUM), MPOBOAUTCA KOHTPOJb BCEX AyAMOBU3YasbHbIX LOKYMEHTOB AAHHOMO
rofia NpPouM3BOACTBA, XPaHAWMXCA B OAMHAKOBBIX YC/IOBUAX.

AynmoBusyanbHble AOKYMEHTbl, uMewwme fedeKTbl, NOABEPrawTCs pecTaBpaLUOHHO-NPOodUNAKTUYECKON
06paboTke B COOTBETCTBUM C TpebOBaHMAMM OTpaCNEBbIX HOPMATWUBOB, peraamMeHTUPYRWUX MOPAAOK
npoBegeHns 3Tux paboT.

89. AyauoBu3yasbHble AOKYMEHTbl, OT/IOXUBWMECA B nepuod A0 1922 ropa BKAWYUTESIbHO, K
YHUYTOXEHU He BbIAENIANTCA. YHUYTOXEeHUWe ayAuOBU3YasibHbIX AOKYMEHTOB, OTJIOXKMBWLMXCA B nepuop c 1922
no 1945 roa BKJIOYUTENIbHO, OCYWECTBAAETCA C pa3peleHus YMOJSIHOMOYEHHOrO OpraHa B cdepe apXMBHOro
nena.

Naparpa¢ 8. Mopsaaok NpoBeAeHUA SKCNepTu3bl LLEHHOCTU SNEKTPOHHbLIX AOKYMEHTOB

90. JNeKTpPOHHble AOKYMEHThI, o6pa3ymmmecn B AeATeNbHOCTU OpraHusaumun, B 3aBUNCUMOCTU OT
BbIMOJIHAEMbIX €l 3a4a4y u ¢yHKuMﬁ nogpasnenianTcA Ha:

1) 2NeKTPOHHble ynpaBaeHYeckne AOKYMEHTbl;

2) 5/1eKTPOHHble ayAMOBU3YyasbHble LOKYMEHTbI;

3) 2NeKTPOHHble Hay4HO-TeXHUYecKue LOKYMEHTbI;

4) cneuuduyeckne MHGOPMALMOHHbIE pecypcbl, He MMelwMe aHaNoroB Ha 6yMaxHbIX HocuTenax (
SNIeKTPOHHblE KAJacTpbl, PerucTpbl, peecTpbl, 6a3bl U 6aHKW AaHHbIX, WHTEpHeT-Ny6AuKauuu U Tomy
nogobHoe) .

91. OT60p Ha rocyfapcTBEHHOE XpaHeHWe 3/NEeKTPOHHbIX YNpaB/ieHYeCKUX, ayAMOBU3YasbHbIX U
Hay4HO-TEeXHWYeCKUX [LOKYMEHTOB MPOBOAUTCS Ha OCHOBE KpUTepueB, MPUHATLIX AJIA WX aHa/oroB Ha
TPagMUMOHHBIX HOCUTENAX.



Cneuundnyeckme MHOOPMALMOHHbIE pecypcCbl OTOMPATCA HAa FOCYAApPCTBEHHOE XpaHeHWe Ha OCHOBaHWUM
cnefywumx Kputepues:

1) NONHOTa KOMMJEKTOBAHWA AAHHOMO WHPOPMALMOHHOIO pecypca, TO eCTb COOTHOWeHWe UHbopmMauun
, MMelwenca B cocTaBe AAHHOro MHOOPMAUMOHHOrO pecypca, C obwum obbemoMm WMHPOpMaLMK, UMelweinca B
Pecnybnuke KasaxcTaH Mo JaHHOMY K/aaccy nNpeaMeTOB WM ABJIEHUNA;

2) [OCTOBEPHOCTb MHbOpMaLuu;

3) YHUKaNbHOCTb WMHPOPMAUMOHHOIO pecypca, onpeaensemas cucTemoit cbopa uMHboOpMauuu;

4) coumanbHas 3HA4YMMOCTb MHOOPMALMOHHOTO pecypca.

FnaBa 3. XpaHeHMe AOKYMEHTOB apxuBa OpraHusauuu
Maparpa¢ 1. MopAagok opraHU3auUuM COXPAHHOCTU AOKYMEHTOB

92. [na obecneyvyeHuAa COXPAHHOCTW LOKYMEHTOB B apXvMBe OpraHu3auuu OCYWeCcTBAAKNTCHA cleaylwme
mMepbi :

1) No OpraHunsauuun XpaHeHUA OOKYMEHTOB, MNnpeaycMaTpuBawlime co3daHue U pa3BUTUE
MaTepMaﬂbHO-TeXHMHECKOﬁ 6a3bl (3AaHMe n nomMmeuweHunAa, cpenActTBa XpaHeHUA OOKYMEHTOB, O60pyﬂOBaHMe,
cpeancTBa KOMMpoBaHMA N BOCCTAHOB/IEHMA NMOBpeXAeHHbIX AOKYMEHTOB U TOMy HOAO6HOE)}

2) no co3paHuKw U COBNAEHUI HOPMATWBHLIX YCNOBUI M NapaMeTpoB BPEMEHHOIrO XpaHEeHus
[OKYMeHTOB (TeMnepaTypHO-BNAXHOCTHbI, CBETOBON, CaHUTAPHO-TUFUEHUYECKWUIA, OXPaHHbIA PEeXuMbl
XpaHeHua) ;

3) npeBeHTUBHOro xapakTepa (obecneyeHue OU3UKO-XUMUYECKOW COXPAHHOCTU AOKYMEHTOB,
perfameHTauusa Bbl4ayu LOKYMEHTOB M3 apXMBOXPAHWIUW, NpoBeAeHWe MPOBEpPKU HaIUYUSA U COCTOAHMA
[IOKYMEHTOB, BbiAABNEHWE 0CO60 LIeHHbIX AOKYMEHTOB, CO3J4aHWe CTpaxoBoro ¢oHaa U $oHAaA MNoSb30BaHMUA).

93. CucTemMa Mep MO OpraHu3auuuM xpaHeHus obecrneynmBaeT COXPAHHOCTb [AOKYMEHTOB U KOHTPOSb MX
PU3MYEeCKOro COCTOSHUA MPU MOCTYMJEHUU AOKYMEHTOB B apXMB OPraHu3auuu, MNpU UX XpaHeHuu U
nepefave Ha MOCTOAHHOE XpaHeHWe B COOTBETCTBYHWWIA rOCyAapCTBEHHbIi apxuB. Mpu opraHusauuu
XpaHeHUs ¥ CO3[aHWUU COOTBETCTBYWWMX YC/OBUI XpaHeHUA ciedyeT Y4uTbiBaTb crneuuduky BULOBOro
COCTaBa AOKYMEHTOB M OCOBEHHOCTM UX MaTepuasbHblX HOCUTenen.

94. ApXMB OpraHusauuun pasmellaeTCcA B cCneunasbHOM WU ﬂpMCHOCO6ﬂ€HHOM ANnA XpaHeHUA apXWUBHbIX
AOKYMEeHTOB MnomeleHUu.

95. Pa3meweHne apxuMBa OpraHuM3auuuM B MNPUCNOCOBSIEHHBIX MOMEWEHUAX B aAMUHUCTPATUBHOM 3AaHUK
Npov3BOAUTCA MPU YCJIOBUM COOTBETCTBUA TPebOBAHUSAM OFHECTOMKOCTMU, MPOYHOCTU KOHCTPYKUUH,
CAHUTAPHO-TUrUEHUYECKUM HOPMaM, HANUYUA OTOMUTENIbHbIX U BEHTUASLMOHHBIX CUCTEM.



96. lomelweHne AnA apxuBa OpraHusauuMm COCTOUT MU3:

1) apxvBOXpaHW/IMWa AN XpaHEHWUA OOKYMEHTOB;

2) KOMHaTbl AnA paboTbl uccnegosaTeneit (YUTaNbHbIA 3an);

3) pabounx KOMHAT AN pabOTHUKOB apxuBa;

4) KOMHaThl ANA CEepBEpHOro W KOMMYHUKALMOHHOro ob6opynoBaHuA.

Paboyne KOMHaTbl AnA pabOTHUKOB M MoMelleHUs AN paboTel uccnenosaTeneit (YMTaNbHbIA 3an)
U30MPYNTCA OT apXuBOXpaHUML.

ApxuBoXxpaHunuwa, He MMewwWwue neperopofok OT paboyumx KOMHAT, WU30AUPYHTCA CheuuanbHO
YCTaHOBJIEHHbIMW NeperopoAkamu. MOCTOPOHHME NUuLa AOMNYCKaTCA B apXMBOXPaHWAMWLA TONbKO C
pa3peweHnss pyKoBOAUTENS U B MPUCYTCTBUM paboTHUKA apxuBa OpraHW3auuu.

97. ApxuBOXpaHuauwWa pacnosiarawT B OTAaJieHUn oT na6opaTopHHx, Npon3BOoACTBEHHbIX U CKNagCKUx
HOMGMEHMﬁ, CBA3aHHbIX C XpaHeHueM WUan npuMmeHeHunem XuMMUHeCKUX BelwecTB UM nuleBbiX NMpoaAyKTOB.

ApXMBOXpaHWAUWa 060PYAYHTCA OCHOBHbIMU CpeACTBaMM MOXapPOTYWEHUA U FapaHTUpPOBaHbl OT
3aToMnNeHnA. PasMmelieHMe B HUX ra30BbiX, BOAOMPOBOAHLIX, KAHANM3AUMOHHBIX U APYTUX MarucTpasbHbIX
Tpy60oNpoBOAOB He JOMyCKaeTcA.

98. HapyxHble ABepu MOMeWeHUH apxWBa OpraHu3auuu O6MBANTCA MeTaN/IMHeCKUM JIMCTOM U UMEeKT
MpoYHble 3aCcoBbl. ApXMBOXpaHW/MWa B paboyee Bpema 3aKpbiBAWTCHA Ha Kaw4. B Hepabodee Bpems Bce
MoMeleHnss apX1MBa OMeYaTbiBANTCA WAM NaoMbupywTca. MMevyaTb (njomMbup) BMecTe C KJ/WYaMM CAAKWT Ha
XpaHeHWe [exypHOMY MO OpraHW3auuu, OXpaHe WAM B YCTAHOBJIEHHOe MNpaBW/iamMu BHYTpeHHero pacnopagka
mMecTo.

BblIHOC OOKYMEHTOB W3 apxXuBa oOpraHu3auuu 3a npepesbl 34aHUA OCYWeEeCTB/AGTCA TOJNbKO MO
cneunanbHbiM nNponyckam B nopAnkKe, yYyCTaHOBJIEHHOM pyKoBoauTeneMm opraHusauuu.

99. [loMeleHUs apxXuWBa OpraHM3auuMn 06OPYAYHTCA OXPaHHOW CcUrHanusauuei. Ha OkHa,
pacrnosioXeHue KOTOpbIX MO3BOJIAET AOCTYN M3BHE, YCTaHaB/IMBAKWT MeTa//IMyeckue peweTKu.

100. B apxuBoxpaHunuwax MNpokKnagpiBaeTCA CKpblTaAd 3/1eKTponpoBoAKa, WTercesibHble po3eTKHu
NCNnosib3ywTCA TONbKO B repmMeTu4HoM UCNOJIHEHUN. Obwre M no3TaxHble py6MﬂbHMKM pacnonarawT BHe
nomeLeHnm apXuBoxpaHunauuy.

101. B cucTemMax M CpeAcTBaxX MNOXAapOTYWeHUA MOMEeWeHUn apxvMBa OpraHu3auuMu MNPUMEHSIT
HelTpanbHble, 6e3onacHblie AN AOKYMEHTOB BelwecTBa.



102. B apXMBOXpaHWAMUWAX MCKAKNYAEeTCA MPUMEHEHUEe OrHA, HarpeBaTesibHbIX MpuMbOpoB.

Maparpa¢ 2. MopAAoOK pacCTAaHOBKU W XpaHeHUA Aaen

103. [OKYMeHTbl B apXMBOXpaHWIMWAX pa3MewanTcsa B nopsagke, obecrneyuBawwemM UX ornepaTuUBHbIi
MOMCK B COOTBETCTBUU C YYETHbIMU JOKYMeHTaMmu. MopAAOK pacnofoXeHUs Aen B apxXvuBe onpenenseTcs
nnaHom (cxemoil) WX pasmelleHua.

104. ApxuBOXpaHWIMWA OBOPYAYHTCS OCHOBHbBIMU CpeACTBaMU XpaHeHua (CTauMOHApHLIMU WK
nepeaBuXHbIMU MeTaJIMYeCcKuMu cTennaxamu). JlonyckaeTcs NpUMeHeHUe AepeBSHHbIX CTeNnaxei npu ycioBuu
06paboTKN UX OrHe3aWWTHbIMU CpeAcTBaMM. B KayecTBe BCMOMOraTefibHbIX CPeACcTB XpaHeHUA JOKYMEHTOB
NPUMEHANT MeTannvyeckue wkadol, cendsl.

Ans XpaHeHWA QOHO M BUAEOAOKYMEHTOB CTe/laxu U3roTaBAMBAWTCA U3 HepeppoOMarHUTHOTO
mMaTepuana.

105. CTtennaxu ycTaHaB/AWBAKWT MeprneHAUKYNAPHO CTeHaM C OKOHHbIMW MpoemMaMu, a B MNoMeleHUAX
6e3 OKOH - C y4yeToM 0COBEHHOCTEeN MnoMmeweHun u O60pyJJ,OBaHVIF|, NCKW4aeTCA pa3MelleHne cCpencTB
XpaHeHUA BMJIOTHYHW K HapyXHbIM CTe€HaM 34aHUMA U UCTOYHUKaM Tenna.

PaccTaHOBKa CpefCTB XpaHeHMA OCYlWecCcTBAAeTCA B COOTBETCTBUM CO CNeAylUWUMMU HOPMaMU
paccToAHUR:

1) mexay pagamu cTennaxei (rnaeHbid npoxop) - 120 cm;

2) Mexay cTennaxamu (npoxoan) - 75 cm;

3) mMexay HapyxHOW CTEeHOW 3AaHMA U CTEeJIaXOM, MapaniesibHbM HAapYXHOW cTeHe — 75 cM;

4) mMexay CTEHOW M TOopuOoM cTennaxa unu wkada (ceida) - 45 cm;

5) Mexay MOJIOM M HUXHEW Nonkoin cTennaxa unum wkapa (ceida) - He mMeHee 15 CM, B LOKOJIbHbIX
3Taxax - He MeHee 30 cM.

106. [OKyMeHTbl pasMelaldT Ha cTennaxax, B wkapax (ceipax) c UCNONb3OBAHWMEM MepPBUYHBIX
3aWMUTHBIX CPeACcTB XpaHeHusa (apXMBHbIX KOPO6OK, Mamok, creunanbHbiX ¢YyTAAPOB, MakeToB U TOMY
nofobHbIX) B COOTBETCTBMM C BuAamMu, GopmMaTOM W APYTrUMWU BHEWHUMU OCOBEHHOCTAMM [OKYMEHTOB.

107. [ena c ynpaBineHYeCcKoW [JOKYMeHTauuei Ha 6yMaxHbiX HOCMTeNAX WHPOpMauMKM pasMmelwanT B
KapTOHHbIX apXMBHbIX KOpobKax, nankax WM CBA3KaX.

B 3aBMCMMOCTU OT obopynoBaHUs M GOPMATOB YHepTexeld Hay4HO-TexXHU4Yeckas AOKYMEHTAUuWUs MoxeT
XpaHUTbCA B pa3BepHYTOM, CJIOXEHHOM WU WHOM BuUAE.



108. KMHOOOKYMEHTbl MMeKnT 3alMTHble pakopdbl. [nnHa HayvanbHOro pakopfa cocTaBnseT 3 meTpa,
O/IMHa KOHe4yHoro pakopga - 1,5-2 meTpa. Ha Ha4vanbHble M KOHEYHble pakopAbl HAaHOCUTCA wUPpoBKa.
KMHOAOKYMEHTHl MJIOTHO HaMaTbiBaWTCA B PY/OH Ha CepAeYHUKU GoTorpapuyeckMm croem Hapyxy, bes
BbICTYMawwWnx BUTKOB Ha Topuax pysioHa. HanpaBjieHMe HaMOTKM - C KOHLA Ha Ha4ano.

(OOHOAOKYMEHTbl Ha MarHUTHOW JieHTe OoPOpMNANTCA pakopAaMu pa3HOro uBeTa B 3aBUCUMOCTU OT
CKOPOCTM BOCMNPOM3BEAEHUS 3anucu. Ha HadvanbHblii pakopA C Hepaboyeill CTOPOHbl HAHOCUTCA WUPPOBKA.
[loKyMeHT HamaTbiBaeTCs Ha cepAeyvyHUK paboyum cnoem Hapyxy (C BbICOTOW BbICTYNawWWX BUTKOB B pYJIOHE
He npeBbluawweid 0,05 MM.). HanpaBneHue HamMOTKM GOHOAOKYMEHTa COOTBETCTBYWT BpalleHW CMaTbiBAeMOro
py/oHa MPOTWB YacOBOW CTPeNiKM NPUM BOCMNPOU3BEAEHWUM HA MArHUTOPOHAaX.

Kaxpaa eaMHuWUa XpaHEHMA ayAMOBU3YyasibHOroO AOKYMEHTa MomewaeTcAa B MHAMBUAYANbHYH
HerepmMeTu4Hyw ynakoBKy ANA UCKAHWYeHUA BO3MOXHOCTWU MPOHUKHOBEHWA Bnaruv wn nolnn, nonagaHuA
CBETOBbIX Ny4Yeih, 3aWwuTbl OT MeXaHU4YeCKUX MNOBpexAeHun (6e3 cBobogHOIrO nepemelweHUs AOKYMeHTOB
BHYTpU Hee). YNakOBKU WU3FOTOBAAKT U3 XUMUYECKU WUHEPTHbIX, He COoAepxXawwx Xxjopa, a3oTa MaTepuanos,
NpenATCTBYWMX MOABNAEHUID GUMOMOBpEXAEHUN, a Takke He Bbi3bIBAWWX MOBPEXAEHWUI [OKYMEHTOB WM
NpUANNAHNA K HUM. YMNakoBKa AENUTCA Ha NepBUYHYW U BTOPUYHYHW. [puUMEHeHue nepBUYHON YMNaKOBKM
uenecoo6pa3Ho Nvb Npn OTCYTCTBUU KOHAUUMOHUPOBAHUA B YCNOBUAX MOBbILEHHOW KOHUEeHTpauun BpeaHbIX
ra3oBbiX NMpuMecein W MbUIn.

109. KMHOAOKYMEHTbl YyMakoBbiBalTCA B 06epTKY M3 TOHKOW 6ymMaru WaM B MHOFOC/IONHbIA NakeT U3
Nonu3TUIEHA, MNOMUITUNEHTepedTanaTa M B MeTa/siM4yeckylw Kopobky. Pa3mep nakeTa COOTBeTCTByeT
pa3Mmepy pyJioHa.

OOTOAOKYMEHTbl Ha nieHke, ¢oTobymare, CTeKNAHHbIX GOTOMNACTUHAX YMNAKOBLIBANTCA B KOHBEPTH U3
YepHON CBeTOHenpoHWLUaeMol 6eCKUCNOTHON bymarwu.

(OOHOAOKYMEHTbl Ha MAarHUTHOW JieHTe BK/IaAblIBAaTCA B MakeT M3 MOAUITWUIEHOBOW MJIEHKM M B
3aBOACKYH KOpO6KY WM MOMewawTcs B MOAUDTUNEHOBbIN GyTnsap (KOHTelHep) C Bbipe3aMu AN STUKETOK.

BMAEO¢OHOFpaMMH XpaHATCA B cneuvanbHON 3aBOACKOM ynakoBke W3 NpPOYHOro nosimmepHoOro
mMaTepuana.

AyavoBusyanbHble AOKYMEHTbl Ha AMCKOBbLIX HOCMTENAX YK/IAAbIBATCA B 3aBOACKYW YNakoBKY, a
3aTeM MoMewakwTca B KOpOBOYHYW Tapy.

110. [JoKyMeHTbl Ha MoJy, MOAOKOHHUKAX, NEeCTHUYHBbIX MIOWAAKAX WM B Hepa3obpaHHbIX KUMax He
pa3mewanTcAa.

111. Bce apxuBOXpaHW/MWa, a Takxe cTennaxu, wxkadel (cerdbl) M UX MOAKU HyMepywTCA apabckumu
unppamm. Ctennaxv u wkaol (ceidbl) HyMepywTCA CaAMOCTOATENbHO CNneBa HanpaBo OT BXOAA B
apxuBoxpaHuaue, WX MOJIKW — CBEpXy BHU3.

112. B uenAax 3akpenneHna MecTa XpaHeHMA LOKYMEHTOB B apXMBOXpaHWMUax COCTaBAANTCA
nocTennaxHoie Tonorpaduveckne KapTO4KM.



NMocTennaxHble Tonorpaduyeckne ykasaTenn no ¢popme COrnacHoO MpuIoKeHuw 14 K HacToAWUM
MpaBunam cCOCTaBAANTCA Ha KaxAbli CTennax M pacnonarawTcA no MOpAAKY HOMEpOB cTennaxein B npepenax
Kax[oro OTAefibHOro apxXuMBOXpaHuula.

N3MeHeHMs, npoucxopsume B pasMelleHWU AOKYMEHTOB, CBOEBPEMEHHO OTPaxalTCA B MOCTEesIaxHbIX
Tonorpaguyecknmx KapToudkax.

113. MNpu XpaHeHWW SNEeKTPOHHbIX AOKYMEHTOB apXuB OpraHusauun obecneyvvMBaeTCa Cheaywummu
OCHOBHbIMU TeXHUYeCKUMU cpencTBaMM:

1) NOTOKOBbLIMM CKaHepamu, 06eCneYyMBaWWMMU HaALEXHblii BBOA WHPOPMALMM;

2) cepBepamu, CnocobHbIMM BeCcTW MapasiesbHyl 06paboTKy 3anpocos;

3) BbicokonpousBoguTenbHon (100 M6UT/c U 6onee) BbIMUCAUTENbHON CETbW, OPUEHTUPOBAHHOM Ha
MHOFOMOTOKOBLIM BBOA WM 06paboTKy TeKCTOBbIX, rpaduyeckux U ayauoBMU3YasbHbIX LOKYMEHTOB;

4) obopynoBaHvem, obecneuvynBaLMM BbICOKOMPOU3BOAMTE/bHbIA U CBEPXHAAEXHbI [OCTYN K
NOMCKOBBLIM AaHHbBIM CUCTEMbI;

5) obopyAoBaHMEM NepeHoCa AaHHbIX Ha KOMMAKT WM MarHUTOONTUYECKME AUCKU;

6) obopyAoBaHMEM pe3epBHOrO KOMUPOBAHUA HA MarHUTHYW JIEHTY;

7) aBTOMaTWU3MPOBAHHLIMU paboyUMM MeCTamMu, OPUEHTUPOBAHHLIMU Ha 0BpPabOTKy TEeKCTOBOWR wu
rpaduyeckon uHpopmauuu;

8) ucToYHuMKoM 6ecnepeboiHOro MUTaHuA;

9) nNpuHTEepamMun U MOAEMaMU HOBEMWWUX MOAUOUKALMIA:

10) obopynoBaHueMm, obecneyuBawWMM AOCTYN K TPaHCMOPTHON cpefe EAWHOW CUCTEMbl 3/1I@KTPOHHOMO
LOKyMeHTOObopoTa.

114. Bba3oBble (CUCTEeMHble) NporpamMMHble CpeAcTBa apXMBa 3JIEKTPOHHbIX AOKYMEHTOB BKJ/KWYalT B
cebsa:

1) onepaunoHHyl CeTeBYyW cpefy W CUCTeMy ynpaBfieHUs 6a30i AaHHbIX, OPUEHTUPOBAHHYK Ha
06paboTKy 60MbWUX MACCUBOB [LaHHbIX;

2) cpeacTBa OoTObpaxeHWs U 06pabOTKM AaHHbIX;



3) cpeacTBa 3awuThl OT HECAHKLUMOHMPOBAHHOIO AOCTYMa U aHTUBUPYCHble CpeacTBa.

115. K cneuuanbHbM MPOrpaMMHbIM CpefAcTBaM ANnA GYHKUMOHMPOBAHUA apXvBa 3SNEKTPOHHbIX
[OKYMEHTOB OpraHu3auuu OTHOCATCA:

1) cpeacTBa 30PpeKTUBHON MOALEPXKM CUCTEM YNpaBieHUA MOCTOSHHbIM MOWCKOM AOKYMEHTOB Ha
3/IeKTPOHHbIX HOCUTENAxX WHpopmauuu;

2) eJuHble CcpeAcCTBa pacno3HaBaHMA TeKCTOB Ha rocynapCTtBeHHOM U PYCCKOM A3bIKaX;

3) cpeacTBa, obecneyuBawwme enuHYlw TEXHONOTU BBOAA MHPOpMauuMM B 6a3y AaHHLIX;

4) cpencTBa OnNepaTUBHOrO MoUcCKa MHGOpMaLUM M CpefAcTBa OMNEpaTUBHOIO aHaau3a MHPOpMALUK;

5) cpencTBa pa3paboTKuM M ONTUMU3AUMM 3aNPOCOB Mosib3oBaTesel

6) nporpamMMHble U annapaTHble cpeacTBa 3aluTbl OT HECAHKUMOHUPOBAHHOIo A0CTyna K MH¢0pMauMM
apxXuBa 3J1eKTPOHHbIX AOKYMEHTOB OpraHu3auuun.

Naparpa¢ 3. Mopagok obecnevyeHua pexuMma XpaHEHUA AOKYMEHTOB

116. XpaHeHMe AOKYMEHTOB B apXvMBe OpraHu3auuu OCylWecTBAAETCA B YC/NOBUAX, obecnevumBariymx
X 3alWLMTy OT NOBpexAeHUWN U BpefHbIX BO3AeNCTBUWA OKpyXawwein cpepsl.

3awMTa AOKYMEHTOB, Aen obecrneyuMBaeTcs 3a c4yeT cobsiwogeHus (noaaepxku):

1) CBETOBOrO pexuma XpaHeHus;

3) CaHUTapHO-TUrMEeHUYECKOro pexuMa XpaHeHus.

117. B apxuMBOXpaHUIUWAx BCe BuAbl paboT C AOKYMEHTaMU MPOBOASTCS MPU OrpaHUYEHHbIX YPOBHAX
ocBelweHuA. [Ns 3aWMTbl AOKYMEHTOB MPUMEHAKNT MX XpaHEHWe B MEepBMYHbIX 3aWMUTHLIX CPeAcTBax XpaHeHUs
(apxuBHbIX KOpobKax, mankax, cneuuancHelX QyTnApax, nakeTax M Tomy nofobHoe).

B ApXuUBOXpaHUIuWax ocBelleHUe MoxeT 6bITb €CTeCTBEHHbIM MM NCKYCCTBEHHbIM. EcTecTBeHHOE
ocBelleHMe pgonyckaeTcA TOJIbKO pacCeAHHbIM CBeTOM, Mpu yCcnoBuUM NpuUMeHeEHUA Ha OKHaX
CBeTopacceMBaTeneﬁ, perynaTopoB CBeTOBOINo nOoToOKa, 3alWMUTHbIX ¢MﬂprOB, WTOop, Xanw3un wunu
OKpaleHHbIX cTeKoN. [NnA UCKYCCTBEHHOrO OCBelWeHUA MPUMEHAKT NaMnbl HaKaiMuBaHUA B 3aKpbITbiX nna¢0Hax
C rnaakown NnoBepxXHOCTb. [lonycKaeTcCcA MpUMeHeHue JIOMUHECLEHTHbIX JlaMn C Yype3aHHbIM yﬂpra¢M0ﬂeTOBHM
YH4aCTKOM CneKTpa uU3ny4eHuA.

118. B apxMBOXpaHUIUWAX, 060pYAOBAHHLIX CUCTEMaMW KOHAMUMOHUPOBAHWUA BO3AyXa,
nogaepxuBaeTcs cliefylwmii TeMnepaTypHO-BIAaXHOCTHbIA pPEXUM:



1) pnAa QOKYMEHTOB Ha OyMaXHbIX HOCUTenAax MHGopMauunm — TemnepaTypa +17 - +190C,
OTHOCUTEeNbHAA BAAXHOCTb Bo3fyxa 50-55%;

2) ANA OOKYMEHTOB Ha 4YepHO-6esbiX MAEHOYHbIX HOCUTeNsaX WHbopMauuu - TemnepaTypa +150C,
OTHOCUTENbHAA BAAXHOCTb Bo3ayxa 40-55%;

3) ONS OOKYMEHTOB Ha LBETHbIX MJEHOYHbIX HOCUTENSX WMHPOpMauuu - TemnepaTypa +2 - +5°C,
OTHOCUTEeNbHasA BAAXHOCTb Bo3ayxa 40-55%;

4) pna LOKYMEHTOB Ha MAarHUTHOM JIeHTe U AUCKOBbLIX HOCUTENAX — TemnepaTtypa OT +8 - 4o +180C,
OTHOCUTENbHAA BMAXHOCTb Bo3gyxa - 45-65 %;

5) AnA AOKYMEHTOB HA 3NeKTPOHHbIX HOCUTENnsx uHbopmauuu - TemnepaTypa +15 - +200C,
OTHOCUTEeNbHasAs BAAXHOCTb Bo3ayxa 50-65%.

119. B apxuBoxpaHuuiax C Heperyaupyembim KJAMMaTOM OCYWECTBAANTCA COOTBETCTBYIMe
MepornpuaTMA NO ONTUMU3ALUKN KAUMATUYECKUX YCNOBUN Ha OCHOBE paLMOHANIbHOrO OTOMJIEHMA 34aHuA
OopraHusauuu, MpoBeTPUBAHUA U YBNaxXHeHUA (oCyweHuA) BO3AyXa B apXWUBOXpPaHWUMWAX.

120. TemnepaTypHO-BAAXHOCTHLIA pEXUM B apXMBOXPaHUAUWAX KOHTPOAMPYeTCA NyTem perynapHoro
U3MepeHUA napameTpoB TemnepaTypbl U OTHOCUTENIbHOW BNIaXHOCTU BO34yXa Ha OCHOBaHWU MOKa3aHWM
COOTBETCTBYHWNX KOHTPOJIbHO-U3MEpUTENbHLIX MpUGOPOB. B KOHAMLMOHMUPYEMbIX MOMEWEHUAX WU3MepeHue
napameTpoB OCYyWeCTB/IAETCA ABa pa3a B Hejeso, B MOMEWEHUAX C HeperyampyembiM KaMMaToMm - Tpu pasa
B Hepenlo.

KOHTpONbHO-U3MepuTebHble Npubopbl (TepMoMeTpbl, MCUXPOMETPbl, FUrpoMeTpbl) pasMewanT B
rNaBHOM MpPoOXoje Ha CTennaxe, BAANW OT OTOMUTENIbHbIX U BEHTUJIALUMOHHBIX CUCTeM. [oka3aHus npubopos
PUKCUPYITCA B perucTpaumMoHHOM XypHane, dopma KOTOpOro onpefenseTcs opraHu3auueil.

UcknwyaeTca peskoe KonebaHune TeMnepaTtypbl U BNAXHOCTU B apXuBOXpaHunuuax.

121. Bce rnomeleHNsa apxuBa OpraHusauumn copepxaTcA B YCJ/IOBUAX, MWCKIKHYAWWUX BO3MOXHOCTb
NOABNEHUA MJECEHU, HACEKOMbIX, [pPbISyHOB, Mbl/U.

B apxuBoxpaHunuwax obecrneynBaeTCs LMPKYIALMA BO3AyXa, WCK/wWYawwas obpasoBaHue
HenpoBeTPUBAEMbIX 30H, OMACHbIX B CaHUTApPHO-6MONOrMYECKOM OTHOWEHWUH.

OTKpHBaMMMGCH B Tennoe BpemMA roga OKHa, a TakXe BeHTUNALMOHHble OTBepCTMA B CTeHaX,
NOTOJIKAaX, MNOJaX apXUBOXpaHWNUW N HapyXHble OTBEPCTUA BEHTUNAUMOHHBIX CUCTEM cCneadyeT 3allulaTb
ceTKkaMm C AunaMeTpoM AYeeK He 6bonee 0,5 Mm.

B apxuBoxpaHunuwax npebbiBaHWe B BepxHel ofexae, MOKPOW M rpA3HON obyBu, XpaHeHue u
MCMOJIb30OBaHME MUILEBLIX NPOAYKTOB WUCK/WYaeTCA.



122. B apxuBOXxpaHwuauwax HeobXxoauMMO NPOBOAUTL CUCTEMATUHECKYHW BNaxHyw ybopky. He pexe
OQHOrO pasa B roj nposoauTCcA obecnbiiMBaHue cTennaxen, wkadpoB, MEpBUYHLIX CPEACTB XpaHeHuA
OOKYMeHTOB. [lpM 3TOM NOAbl, MNAUHTYCbl, MOAOKOHHWKMW, LIOKONbHbIE 4YacTu cTennaxei obpabaTbiBawTCA
OBYXMPOLUEHTHbIM BOAHbLIM pacTBOpPOM GopMasnHa .

123. [Ba pa3sa B rog (B Hayajse U NO OKOHYAHWU OTOMUTENBHOrO CEe30Ha) AOKYMEHTbl (BbI6OPOYHO)
M apXMBOXpaHuAMWa noaBeprawT obclefoBaHU A1 CBOEBPEMEHHOTNO OB6HApYXeHUA HACEKOMbIX U MNJeCHeBbIX
rpmbos.

Mpu obHapyxeHUn 6MONOrMYEeCKUX BpeauTeneid NMPUHUMAKT CPOYHble Mepbl MO Ae3uHPeKunn U
Le3nHCceKUMM MOoMeWeHNH CUAaMm CaHMTaPHO-3NUAEMUONOTUYECKOW CAYX6bl.

124. JloKYMeHTbl MOCTOAHHOIO XPaHEHUSA C BbIABMEHHbIMU (U3UYECKUMU fedeKTaMu OCHoBbl (yTpaTa
YacTel AOKYMEHTa, pa3pbiBbl, OTC/NOEHWE SMY/SIbCUOHHOIO C/I0Sl, TPEWWHbI, LapanuHel U TaK fanee) Wau
TeKCcTa perucTpupywTca B XypHane WAM KapToTeke yyeTa OU3U4YECKOro COCTOAHMA AOKYMEHTOB. B gaHHOM
XypHane (AaHHOW KapToyke y4veTa) OUKCUPYWTCA BUAb CneuuanbHoi obpaboTku, Heobxoaumbie AN
BOCCTAHOBJIEHUA OOKYMEHTOB (pecTaBpauva, Ae3uHdekuua, MukpodunbMmpoBaHue, doTopecTaBpauus,
KOnNupoBaHWe, nepeBof B INEKTPOHHbI dopMaT M TaK fanee), M YKa3biBAaWTCA KOHKPETHble Mepbl Mo
yNyyweHuo GpU3n4ecKoro COCTOSAHUA AOKYMEHTOB.

125. He3aBMCUMO OT LEHHOCTU M CPOKOB XpaHEHUs HeMeaJsieHHOW nepepaye Ha o6paboTky (
Ae3uHpeKuMin, Ae3MHCeKUM) MoasiexaT Aena, LOKYMEHTbl KOTOpbIX MOpaxeHbl MieceHbi M HaceKOMbIMM .

Maparpa¢ 4. MopAAaokK Bbiga4yn AOKYMEHTOB M3 apXMBOXpaHWAUL

126. [lOKYMeHTbl BblawTCA W3 apXUBOXpaHWUNUL:

1) ana ucnonb3oBaHuA pabOTHUKAMUM OpraHM3auuu;

2) ANnA UCNnonb30BaHUA rpaxaaHaMnu B YUTAJIbHOM 3ane AnA Hay4YHbIX U UHbIX nccnefoBaHui;

3) BO BpeMeHHOe MoJib30BaHWe ANA APYruX OpraHu3auuit;

4) pna cneunanbHoi o6paboTKU AOKYMEHTOB C Lesbl YAyyWeHUs ¢UM3ny4eckoro COCTOAHMSA
LOKYMEHTOB.

127. [lOKYMeHTbl BblAANTCA BO BpPEMEHHOe MoJib30BaHWe U3 apXUBOXPaHWIUL Ha CpoOK, He
NpeBbILAKWMIA ¢

1) opHoro mecsua AN UCMNOJb30BaHUA pPabOTHUKAMU OpraHu3aLuu;

2) OAgHOIro MecAua AnA UCnoJsib30BaHMA OOKYMEHTOB B YUTAJIbHOM 3ane;



3) Tpex MecsAuUeB BO BpeMEHHOe MoJib30BaHWe ANA APYrux OpraHu3auuii U SKCMOHWPOBAHMUSA
LLOKYMEHTOB.

128. TlpoasieHMe yCTaAHOBJIEHHbIX CPOKOB BbiAa4YuM AOKYMEHTOB BO BpeMeHHOoe Mo/b30BaHue
[OMNyCcKaeTCcs B 0CO6bIX CAyyaAx C pa3speleHus pyKOBOAMTENA OpraHuM3auuu no nUCbMEHHOMY MOATBEPXAEHUI
Nnonb3oBaTeNss O COXPAaHHOCTU AOKYMEHTOB.

129. Ha Hay4HO-TexHu4Yeckue [OKYMEeHTbl, BKJ/IYEHHble B MepevyHn U nopjaexawue nepepayvye Ha
NOCTOAHHOE XpaHeHue, co3paeTcA GoHA NONb30BAHUA HA SNEKTPOHHLIX M MHbIX HOCUTenAx. WX noaAMHHUKMK
M3 apXMBOXpaHUIUL, He BbIAAKWTCA.

130. lNpaBOOXpaHUTENIbHbIM OpraHam, OpraHam cyfa W NpoKypaTypbl Aefia BblAawTcA B nopAagke,
onpeaeneHHoM 3aKoHoAaTenbCcTBOM Pecnybaumku KasaxcTaH.

131. Bblgava AOKYMEHTOB W3 apXMBOXPAHWUULW opopMaseTCA CliefyluuMm AOKYMEHTAMK :

1) 3akasamu Ha Bbiayy Aen B YUTaNbHbii 3an M paboTHUMKAM opraHusauuum no Gopme COrnacHo
npunoxeHuw 15 Kk HacToAwum lpaBunam;

2) aKTamMu O Bblgave Aen, AOKYMEHTOB BO BpPEMEHHOe MOoJib30BaHue ApYruM OpraHusauuaMm waum ans
3KCMOHMPOBaHMA [OOKYMEHTOB MO (opMe COrJacHO NPUIOXeHUWw 16 K HacToAwum MpaBuniam, oPopMISEMbIX Ha
obuwem 6naHKe opraHusauuu;

3) 3aka3amMu Ha npoBejAeHWe paboT MO KOMUPOBAHWIO M pecTaBpauuM AOKYMEHTOB.

132. Bblgavya AOKYMEHTOB W3 apXMBOXPaHUNUWLA perncTpupyeTca B KHUrax BblAayu [AOKYMEHTOB MO
dopme cornacHo npuaoxeHuw 17 K HacToAwum MNpaBunam.

133. WUcnonHeHHble 3akasbl MccnegoBaTeneil XpaHATCA B JIMYHBLIX Jenax uccneposaTtenein, Bce npoyue
- [0 NpoBefeHUA MpPOBEpKWU HaNM4MA U COCTOAHUA Aen.

134. Bbijava AOKYMEHTOB BO BpEMEHHOe MOoJIb30BaHMe B Apyrue opraHvWsauuu opopmaseTca aKToMm,
KOTOpbIA COCTaBASeTCA B ABYX 3K3eMnaApaxX, OAMH UX KOTOPbIX OCTAeTCHs B apxuBe OpraHu3auuu, apyrou
BblJAaeTCA nonyyatenw. AKT MOAMUCHIBAETCA pYKOBOAWTENEeM OpraHuW3auuu, nepejawuei gena, u
pyKoBOAMTENIEM OpraHu3auumu-nosydvaTens. Mocne Bo3BpalweHus fen B ABYX 3K3eMnispax akTa JenaeTtcs
COOTBETCTBYHWass OTMETKA - OAMH DK3eMN/sp OCTaeTCs B OpraHusauuv-nonyyaTene, APYroi XpaHUTCA B
fene doHAa B BeAOMCTBEHHOM (Y4acCTHOM) apxXvWBe OpPraHU3auuu, BblAaBaBWEN JOKYMEHTHI.

135. HanpaBfieHne AOKYMEHTOB Ha KOMWpOBaHWe, pecTaBpauuw, nepenseT opopmaseTcA 3aKa3oM.
3aka3 odopmiseTcA B apxuMBe OpraHuWsauuuM no ¢opme akTa O BblAaye AOKYMEHTOB BO BpeMeHHoe
nosib30BaHne ApYyrol opraHu3auuu.

136. MNepepl Bblgayeil Aen U3 apXMBOXpaHWIMWA MpoBepAeTCSA COOTBeTCTBMe wudpa M 3arosoBka fAena
Ha obnoxke wudpy M 3aronoBKy fefla B CBOAHOW onucu. Mepep Bblgayei M Npu BO3BpaleHWU Jen B
apXMBOXpaHU/MILA MPOBEPANTCSA HyMepauus JIMCTOB U COCTOSIHUE [LOKYMEHTOB KaXAoro BbiGAHHOIO Aena.



Kaxgoe BbiaBaemMoe U3 apXMBOXpaHUIUWA AeNo UMeeT NIUCT UCNONb30BaHMA no dopme cCOraacHo
npunoxeHuw 18 K HacToAwum lpasunam.

137. MNpu Bblgadye AOKYMEHTOB M3 apXMBOXpaHWIWWA Ha MX MeCTOo noakfagbiBaeTcA
KapTa-3aMecTUTeNlb eAuHUUbl XpaHeHMs no ¢opMe COrnacHoO MpUIoXeHuiw 19 K HacToAwum Mpasunam. Mpu
BO3BpalleHUN AOKYMEeHTa B apXMBOXPaHWIUWe KapTa-3amMecTUTeNlb U3biMaeTcA.

138. CocToAHMEe AOKYMEHTOB, BO3BpallaeMblX B apXWB oOpraHusauuMm nocjse UcCnosib30BaHuUA,
npoeepAeTCcA B NpUCyTCcTBUU NnUla, BO3Bpallawwero ux.

Mpu 06HapyX€HMM HeaAOoCTayYn AOKYMEHTOB WU OTAesibHbIX JIMCTOB B HUX, a TakKXe ﬂOBpEXﬂeHMﬁ aen
pa6OTHMK apxuBa coobuwaeTt o6 3TOM pyKoBOACTBY OpraHusaumn gnAa npusieyvyeHunA BUHOBHOIO nua K
OTBEeTCTBEHHOCTU B nopApgke, YyCTaHOB/IEHHOM 3aKOHOA4ATe/IbHbIMU aKTaMu PECHy6ﬂMKM KasaxcTaH.

Maparpa¢ 5. MopAanok npoBeAeHMA MPOBEPKU HAMIMYMA U COCTOAHUA APXUBHBLIX AOKYMEHTOB

139. lpoBepka HaM4YMA U COCTOAHUA APXUBHbIX OOKYMEHTOB MPOBOAMTCA He pexe, 4em OAWH pa3 B
5 neTt, a Takxe nepej nepejadei UX Ha XpaHeHWe B rocyapCTBEHHbIn apXuB.

140. BHeo4yepegHble NMPOBEPKU HAJIMYMA U COCTOSHUA AOKYMEHTOB MPOBOAATCS:

1) £o ¥ nocjie nepeMelieHUs LOKYMEHTOB B Apyroe apxuBoxpaHunuwe (34aHue);

2) nocnie 4pesBblMalHbIX CUTyauMii, Bbi3BaBWKMX MepemelieHne (3BaKyauuiw) Aen WaM AOCTyn B
apXMBOXpaHUMIWA MOCTOPOHHUX /UL

3) nNpu CMeHe pyKOBOAMTENA apxuBa OpraHu3auuu;

4) npu peopraHusauuMn (NUKBUMAALMU) OpPraHU3aLUM.

141. B xohe NpoOBepKW HaINYMA U COCTOAHMA LAOKYMEHTOB OCYylecTBAAeTCA

1) yCTaHOB/N1eHne ¢aKTMHECKOFO Hann4ma AOOKYMEHTOB, HaXoAAWWUXCA Ha XpaHeHUU B apxuBe
opraHusauuu;

2) BblAB/IEHNEe U YyCTpaHeHue HeAOoCTaTKOB B y4YeTe OOKYMEHTOB;

3) BbiIABAEHME OTCYTCTBYWWMX AOKYMEHTOB M OpraHM3auuA UX pO3biCKa;

4) BbifIBNIeHWE U yYeT AOKYMEHTOB, Tpebylwux pecTaBpauuu, KOHcepBauuu M npodunakTUyecKol
06paboTKkM.



142. [lo Havana pa60Tm no npoBepke HaAU4ynAaA U COCTOAHUA AOKYMeHTauun U3y4awTcCcA AOKYMEHTbI
npeabliayunx npoBepokK, npoBepAeTCA NpaBUNIbHOCTb HyMepauuun gen B KaXaoW OMnMucum M COoOTBETCTBUE
HymMmepauun 3aronoBkoB Aesl UTOrosbiM 3anmcAMm B OMUCAX.

143. lpoBepka HaNN4UA N COCTOAHUA MPOBOANTCA MyTem CBepKU OonucaTesibHbIX cTaTeu pa3aena
CBOLHOW onucu pden co cBeneHnAMn, BblHECEHHBIMU Ha obnoxkax pen.

Mpu nposepke aynmosw3yaanoﬁ OOKYMeHTauun ceBepAeTCcA onucaTtesibHaAa CTaTbA C HaANUCbKW Ha
3TUKeTKe KMHO¢OHOBMA€OAOKyMEHTOB. Mpn HecooTBeTCTBUMU cBeAeHWi onucaTesnbHaa CcTaTbA cBepAeTCcAa C
HagnmMcAMM Ha pakoppae AOKYyMeHTa.

MpoBepka HalAU4yuA YepTexel OCyWwecTBAAETCA MOAUCTHO, MNMPU I3TOM HEOBXOAMMO CBEPATb
HauMeHOBaHWEe peKBU3UTOB crneundukauunm WA BHYTpPEHHEN ONUCKM C Ha3BaHWEM KaxAoro NMCTa 4vepTexa,
BXOoA4AWero B CocTaB npoekTa (pa3paboTku).

Ousunyeckoe cocToAHMEe pen onpepenseTcA NyTemM UX BU3yanbHOro npocmoTpa.

144. Tpu npoBepKe HaJIN4MA U COCTOAHUA HJOKYMEHTOB HEO6XOAMMO:

1) COXPaHATb MOpAAOK pacnosioKeHNA AOOKYMEHTOB Ha CTejiiaXaxX U nepBUYHbLIX CpencTtBaxX XpaHEHUA;

2) nogknagbiBaTb Ha CBOWU MeCTa o6HapyerHMe BO BpeMA npoBepkKun HenpaBwu/IbHO NOANIOXEeHHble Aena
N OOKYMEeHTbI;

3) M3biMaTb Aenla, 3aroJIOBKNU KOTOPbIX He BHeCeHbl B pa3jesibl COOTBETCTBYHIWNX CBOAHbIX onucemn
nen;

4) u3bMaTb U W30AUPOBATbL Aefla U AOKYMEHTbl, 3apaXeHHble NiaeceHbl WKW APYruMUM 6UOSIOrMYECKUMU
BpeAMTEeNs MU ;

5) BbIABAATb LOKYMEHTbl, WMewwme ¢usnyeckne pedekThbl.

145. MomeTbl MM 3anuUcKU B XOAe MPOBEPKWU B CBOAHbIX ONMUCAX AeN, AOKYMEHTOB W APYTUX Y4YeTHbIX
[OKYMeHTax He Mnpou3BoaATCcA.

146. [Jena, BblgaHHble pa6OTHMKaM opraHusauuu, B YUTaNbHLIA 3an ” BpeMeHHOe Mno/sib30BaHuUe
Apyrum opraHmsaumam, npoBepAwTCA NO KHUIraM U akKTaM Bbldayn gen U CHUTAanTCA UMEWNWMMUCA B HaUHYUKU.

147. B Xofe NpoBepkW COCTaBAAETCA JIMCT MPOBEPKU HANMYUA M COCTOAHWUA LeNl, LOKYMEHTOB B
apXuBHOM QoHAe mno dopMe COrnacHo MNpUIOXeHUw 20 K HacToswuMm MpaBunam. JIMCTbl MPOBEpPKU HYMepywTCS
no MopsaKy HOMepoB B Mnpefefiax NpoBepku KaxAoro apXMBHOTO (OHAA M MOANUCLIBAWTCS WUCMOJAHUTENEM.

Mo OoKOH4YaHUU MpoBepKHU ¢OHAa NNCTbl MPpOBEPKU BKAHWYHAWTCA B A€/10 apXUBHOIO ¢OHﬂa.



B cnyyae obHapyxeHMA B XOAe MPOBEPKM HANMYMA M COCTOAHMA Lefl HeAOCTaTKOB, He
npefyCcMOTpEeHHbIX rpagamum NMCTa NpoBepku, B JIMCT BBOAATCA AOMNONHWUTENbHble rpadbl. Ecnn B pe3ynbTaTte
NpoBepKu HeJOCTAaTKOB He O6HapyXeHo, JIMCT MPOBEpPKU B LeNI0 apXMBHOTO (OHAA He BKJWYAeTCA.

148. Ha ocHoBaHuu nucTa (NUCTOB) MPOBEPKM COCTABAAETCA akT MPOBEPKM HaNM4YMA M COCTOAHMA
ApPXMBHbIX OOKYMEHTOB Mo ¢opMe COrnacHo MpuioxeHui 21 K HacToAwum MMpasuniam.

149. To OKOHYaHWM MPOBEpPKU HAJIMYUA U COCTOAHUA APXUBHLIX AOKYMEHTOB B KOHLUe onucu aen,
OOKYyMeHTOB (KHWUIM y4YeTa M ONUCaHUA) npocTasBnseTcs 3anucb "lMpoBepeHo", paTa, AOMAXHOCTb WM MOAMUCH
nvua, nNpousBoOAUBLIErO MNPOBEPKY .

B cny4dae O6HapyXEHMﬂ B UTOrOBOM 3anucu onucu pen, OOKYMEHTOB (KHMFM y4yeTa #u OHMCBHMH)
HEeYYTEeHHbIX JINTepHbIX U MNMponyleHHbIX nopAaKOBbIX HOMepOB, BblGbIBWMX B COOTBETCTBUM C YCTaHOBJ/IEHHbIM
nopAAKOM eAuHUL, XpaHeHUA, UTOroBaAa 3annUCb nepecoCTaB/IAETCA.

150. Ha Bce oTCyTCTByWWWe B XOoAe MPOBEPKU HAIMYUA U COCTOAHUA APXMBHLIX OAOKYMEHTOB eAWHULbI
XpaHeHMA COCTaBAANTCA KapTOYKM y4yeTa HeobHapyXeHHbIX apXWUBHbIX AOKYMEHTOB no ¢opme COrsnacHo
npuaoXeHuw 22 K HacToAwum lpasunam.

BegeHue kapToTeku Heo6Hapyerme ApPXUBHbLIX OOKYMEHTOB OcCylecTBnAeTCA UEeHTpaJM30BaHHO Ha
6yMaXHOM HOCUTene nanm B aBTOMAaTU3UPOBAHHOM pexmme B COOTBETCTBUU C peKBU3UTAMU KapTOYHKM y4yeTa
HEO6HapyXQHHHX APXUBHbLIX AOKYMEHTOB.

151. Ecnu npoBepKOi HAnU4YMa U COCTOAHMA Aen obHapyxeHa HefocTadva Aefl, TO OpraHusyeTcsa MuX
po3bICK.

B 3Tux uenax pekomeHayeTcA:

1) M3y4YuTb BCE y4eTHble LOKYMEHTbl MO Bbigaye Len U3 apXUBOXpaHUIvWa;

2) opraHusoBaTb PO3bICK HEOBHApYXEHHbIX MPU MpoBepKe Aes B COOTBETCTBYHWMUX CTPYKTYPHbIX
noapasfiefieHnAX opraHu3auuu, B AEATENbHOCTU KOTOpbiX 06pa3oBasucb HeobHapyXeHHble Aena,
npeaBapuTenbHO U3YYUB UX FOLOBbIE OMUCKU fen;

3) NpoBepuTb fefa HaxoAAWMXCS PAAOM apXWBHbIX (GOHAOB;

4) NW3y4UTb uUMewlwmnecAa B Aene apxXuBHOro ¢0Hﬂa aKTbl O BblAe/IeHNN K YHUYTOXEeHUH AOKYMEeHTOB, He
nognexaunx XpaHeHwuw, aKTbl Bblaa4n gen BO BpeMeHHOe MoJsib30BaHWe, paHee COoCTaBJ/ieHHble aKTbl NpoBepKU
Hanan4dma U COCTOAHUA Len1 NpoBepAeMOoro apxmBHOIo ¢0Hﬂa.

Po3bicKk NpoBOAUTCA B Te4deHWe rofa nocjie 3aBeplleHUMA MPOBepKM Ha/IM4uAa U COCTOAHUA Aen.



152. HanpeHHble B uTOore pO3biICKa AeJla noaknaabiBawTCA Ha MecCTa, a B COOTBeTCTByIOLI.I,EIZ KapTo4kKke
ydyeTa HEO6Hapy)KEHHbIX hen penaetcA oTMeTka 06 06Hapy>Keva| C yKa3aHueMm pJaTbl U noanncu
AONNKHOCTHOro sunua.

153. [lena, MNpu4YMHa OTCYTCTBUA KOTOPLIX MOATBEPXAEHA AOKYMEHTANbHO, MCK/YaTCA M3 Onucei.
B COOTBETCTBYWWMX KApTOYKaX YKa3blBalTCA AaTbl U HOMepa aKTOB, B KOTOpbIX MOATBepxAaeTcs
OTCYTCTBME fefna, W COCTaBAAWTCA CNpaBKW O MpoBefdeHWM po3bicka. [oc/ie paccMOTpeHWUA pe3y/ibTaToB
po3bicka Ha 3acepaHun LUK (3K) u yTBepXAeHUs ee pelweHWUA pYKOBOAWUTENEM OpraHu3auuu HeobHapyXeHHble
[OKYMEHTbl CHUMAWTCA C y4eTa.

154. MpoBepKa HaNMYUS U COCTOAHUA AeN CYUTAeTCA 3aBepWeHHON Noc/ie BHECEHUS WU3MEeHEeHuN,
BbIAAB/IEHHbIX MPOBEPKOi, B yYeTHble AOKYMEHTbl MPOBEpseMOro apxuBHOro ¢oHAa M npeAcTaB/ieHUs
COOTBETCTBYHWUX CBEAEHUA O fenax MOCTOSHHOMO XpaHEeHUs B rOCYLAapCTBEHHbI apXWMB ANA BHECEHUS
W3MEHEHUW B KOHTPOJIbHblE SK3EeMMApbl CBOAHLIX OMUCel Aen, yTBepxAeHHbiX JMK mMecTHoro
MCMNOJIHUTENBHOrO opraHa (pecnybNMKaHCKOro roCcynapCTBEHHOIO apxuea).

FnaBa 4. MNopAaaok opraHusauum OOKYMEHTOB B apxuBe

Naparpa¢ 1. Mopagok onpepeneHus ¢GpOHAOBOW NPUHAAIEXHOCTU AOKYMEHTOB U obpasoBaHue (
3aKpbiTUe) apxuBHoro ¢oHaa

155. BcA COBOKYMHOCTb AOKYMEHTOB, 06pasywmxca B AeATeNbHOCTM OpraHu3auuu, BKJW4YaA
ynpaBfeH4Yeckue, ayauMoBU3YasibHble U Hay4YHO-TeXHUYeCKUe Ha TPAAULMOHHBIX WU SNEKTPOHHLIX HOCUTEeNnAx
MHbOpMaLMKM, COCTaBNAeT ee JOKYMEHTasbHbli (OHA.

156. [OKyMeHTbl, MepeAaHHble Ha XpaHeHWe B apXWB OpraHuW3auuu, COCTABAAKNT APXUBHbIN GOHA
opraHusaumm.

157. Pa3HOBMAHOCTAMU apXMBHOrO QOHAA ABNAKNTCA:

1) apxuBHbIH GOHA OpraHu3auuu, COCTOAWWUA U3 JOKYMEHTOB, o6pa3oBaBWMXCA B npouecce ee
LeATeNIbHOCTH;

2) obbeaMHEHHbIt apXuBHbIA GOHA, CHOPMMPOBAHHLIA U3 LOKYMEHTOB ABYX M 60siee opraHusauui,
MMEBWUX Mexay CO6Ooi UCToOpUYeCKM U/uUnu forumyecku obycsioBneHHble cBA3uM (O0AHOPOAHOCTL U
NpeemMcTBEHHOCTb [eATEeNbHOCTU, MNOAYMHEHHOCTb, EAMHCTBO O6beKTa M BpeMeHU AeATeNbHOCTH,
MEeCTOHaxOXAeHMA U gpyrue).

158. OnpegeneHne GOHAOBOW MPUHAANEXHOCTU AOKYMEHTOB OpraHu3auuy 3aKI4Y4aeTCA B OTHECEHUU
MX K KOHKpEeTHOMY apXUBHOMY doHAY .

159. Mpu onpegeneHnn GpoHAOBON MPUHALNEXHOCTU AOKYMEHTOB OpraHM3auuu YyYUTbIBAeTCA clegyluee

1) BxopAwMe [OKYMEHTbl OTHOCATCA K apXMBHOMY (OHAY TON OpraHu3auuu, KOTopble MUX MoJiyyuna,
doHAOBanA NMPUHAZNEXHOCTb YKa3aHHbIX AOKYMEHTOB OMnpefesifeTcs Mo TakuMm pekBU3UTaM, Kak ajpecarT,



OTMeTKa O NnocCcTynineHun OOKYMeHTa B OpraHusauuw, pesonwuumAa, OoTMeTKa 06 ncnonHeHun AOKYMeHTa WU
HanpaBseHNn ero B AeN0, TeKCT AOKYMeHTa;

2) KOMUM UCXOAAWUX AOKYMEHTOB (OTMYCKU) OTHOCATCHA K apxuBHOMY GOHAY TOW OpraHusauuu,
KOTopaA ABAAETCA UX aBTOpoM, WUX GOHAOBAA NMPUHAAJEXHOCTb OMpeaenfaeTcA MO TakUM pekBU3UTaM, Kak
NnoanucCb, TeKCT AOKYMEHTa, a Takke Mo AeNonpou3BOACTBEHHbIM MOMETKAM Ha OTNYCKaxX AOKYMEHTOB (HUX)

)

3) BHYTpPEeHHMWe AOKYMEHTbl OTHOCATCA K apXMBHOMY (OHAY TOW OpraHusauum, KoTopasa fABAAETCA MUX
aBToOpoM, WX (OHAOBAA NPUHAANEXHOCTb OMpeAenseTcA MO TakuM pekBU3UTaM, Kak odpuuumanbHoe
HaMMeHOBaHME OpraHusauuu, MNoAMNUCb, TEeKCT AOKYMeHTa, pe30/uuAa.

160. [Jena, KOTOpble BeNWCb MOCNEAOBATENbLHO B ABYX OpPraHM3auuMaxX, BKJYATCA B apXMBHbIA GOHA
TOW OpraHu3aumm, B KOTOPON OHM OblIM 3aBepleHbl AeN0NpoOUu3BOACTBOM.

161. EAuWHbIA apXuBHbIN GOHL COCTaABAANT LOKYMEHTHI:

1) opraHusauuu Ao U nocse ee peopraHusauuu (npeobpa3oBaHUs), eCAU OHa He MoBjiekna 3a
060l KOPEHHOT O W3MEHEeHUs ee [eATeNIbHOCTU;

2) opraHusauuu, MOMeHsBWEN rocyAapCTBeHHYl GopMy COH6CTBEHHOCTU HA HErocyAapCTBEHHYW, HO B
YCTaBHOM KanuTase KOTopoi, umeeTcs npeobrajawwas AoNnd rocyfapCTBeHHOW COH6CTBEHHOCTMU;

3) opraHvMsauuMuM BpeMeHHO NpeKpaTuBlled CBOW AeATENbHOCTb W BOCCTAHOBJ/IEHHONW C TeMM Xe
3afjav4amMmn 1 QYHKUUAMK;

4) AOKYMEeHTbl OpraHn3aumn n KOHCYNbTaTUBHO-COBelWaTe/IbHbIX OpraHoB, CO34aHHbLIX MNMpU Heﬁj

5) opraHvsauuv v ee AUKBUAAUMOHHOW (KOHKYPCHOMN) KOMUCCHUW.

162. [OKYMeHTbl OOYEPHUX OpraHW3aLMii, COCTABASAKT OTAe/ibHble apXuBHble GOHAb OT JAOKYMEHTOB MX
OCHOBHbIX OpraHW3aLuii HEe3aBUCUMO OT TOr0, XPaHATCA /i1 OHW B OLHOM BeAOMCTBEHHOM (4aCTHOM) apxuBe
WAU pasHbIX.

163. JlokyMeHTbl obwecTBEHHON opraHusauumu (NpoPCOow3HON, CMOPTUBHOW M APYrUX), CywecTBYyWe
npu opraHu3auum C MOMEHTa perucTpauuum 3TON obWeCTBEHHOW OpraHuW3auuMuM B COOTBETCTBUM C
3aKoHoAaTeNnbCcTBOM Pecnybnumku KasaxcTaH 06 obwecTBEHHbIX OObeAMHEHUAX, MPU UX MNOCTYMNJIEHUU Ha
XpaHeHWe B apXMB OpraHu3auuu COCTaBASKWT CAMOCTOATESNbHbIA apXUBHbIA GOHA WAM NPUCOEAMUHANTCA K
apXuBHOMY ¢OHAY OpraHuM3auuu, obpasya obbeAUHEHHbI apXUBHbIA GOHA.

164. O6beAuHEHHbI apXWUBHbIM GOoHA GOpMUPYEeTCA U3 apXUBHbLIX AOKYMEHTOB:

1) opraHusauuit, OQHOPOAHLIX MO LENEeBOMY HA3HAYeHUHW M OYHKUMAM, AEWCTBYHWUX Ha onpeneneHHoW
TeppuTopuu;



2) pyKOBOAAWEro opraHa W MOAYMHEHHbIX €My OpraHu3auuii, AeiCTBYWWMX Ha onpepeneHHoW
TeppuTOopuu;

3) opraHusauuit, 06beaMHEeHHbIX O06beKTOM AeATeNlbHOCTH;

4) opraHu3auuu M obleCcTBEHHbIX opraHu3aunii (NpodCcow3HON, HAYYHO-TEeXHUYecKoWn u Apyrow),
YseHamMu KOTOpOi ABAANTCA pabOTHUKU 3TON OpraHu3auuu;

5) nocnenoBaTesibHO CMeHABWKUX Apyr Apyra OpFaHMBaHMﬁ, ecnu ¢yHKuMM npeawecTtBeHHNKOB
NONHOCTb WU/IN HYaCTUYHO nNepenaBasiMCb U nNepenawTcA UX NpeeMHUMKamMm, a TakKxe, ¢OpMMpOBaHMe aen
KOTOpbLIX npoucxoamno B BUAe HenpepbiBHOro npouecca, npuBegwero K Co3gaHWw CBA3aHHONO KoMMnieKkca
AOKYMEHTOB, He nogpawuerocAa pasgeneHul.

KOHKpeTHble HaumMeHOBaHUA BcCeX opraHmsauMﬁ, AOKYMeHTbl KOTOpbIX BOWIN B 06beANHEHHbIN apXMBHHﬁ
¢OHA, npuBOAATCA B Yy4eTHbIX AOKYMeHTaxX.

Co3paHue 0b6beAUHEHHOro ApXUBHOT O ¢OHAa ocyuecTBnAeTcAa npu ycnosuu HEApO6MMOCTM AOKYMeHTOB
KOHKpeTHbIX ¢OHAOB, Boweauwnx B ero CocCtaB.

165. Kaxgomy apxuBHOMY ¢GOHAY OpraHu3auuum npuceamBaeTcsa opuuMaNibHOE HAUMEHOBaHMUe
cooTBeTCTBYyHWWero ¢oHpoobpasoBaTena C yKa3aHMeM ero opraHusauMoHHO-NpaBoBON GOPMbl, MOAYUHEHHOCTH,
BCeX MNnepenMeHOBaHWW B XPOHONOIMMYECKON NOCNeAoBaTEeNIbHOCTU, a TakKKe MeCTOHaXOXAeHUA.

166. B Ha3BaHWM apXMBHOro GoHAA YKA3bIBAKWTCA €ro XPOHOJIOTUHECKUE FpaHuLpl.

167. B cBA3M C MPUHATUEM KOHCTUTYuUMI Pecnybauku KasaxcTaH B 1993 u 1995 rogax M WHbIX
HOPMATUBHbBIX MPaBOBbLIX aKTOB Pecnybnaumkn KasaxcTaH:

1) 3aKpbiBaTCA apXMUBHble GOHAbI:

BepxoBHoro CoBeTa Kazaxckoit CCP (BepxoBHoro CoBeTa Pecnybnumku KasaxcTaH);

CoBeTa MuHucTpoB Kasaxckoi CCP (Pecnybnuku KasaxcTaH);

ApYrUX rocyaapcTBeHHbIX opraHoB Kasaxckoiw CCP, (Pecnybnuku KasaxcTaH), CywecTBOBaBWUX [0
NpuHATMA KOHCTUTyuun Pecnybnmku KasaxcTtaH (1993 r.);

MecTHbIX CoBeToB Hapo4HbIX AenyTaToB U UX UCNOJNIHUTENIbHbIX KOMUTETOB, a TakKxXe npe3nanymos
NCNOJTHUTE/IbHbIX KOMUTETOB. ﬂOKyMeHTH npesngnymos UCNOJIKOMOB BKJ/IYAWTCA B ¢OHAH MeCTHbIX COBEeTOB B
ONMnUCcnM KUCNOJIKOMOB;

2) 06pa3ylTcsA HOBble apXMBHble (OHAbI:



Mpe3ugeHTa Pecnybnukn KasaxcTaH;

NapnameHTa Pecnybnuku KasaxcTaH. [OKYMeHTbl ero AByX nanaT - Maxunuca lMapnameHTa
Pecnybnukmn KazaxcTtaH u CeHaTa MapnameHTa Pecnyb6aunkm KazaxcTaH COCTaBAAKT ABa apXuBHbIX (OHAA;

BepxoBHoro Cyaa Pecnybnumku KasaxcTaH;

Buicwero apbuTpaxHoro cyfga Pecnybaunku KasaxcTaH;

KoHcTuTyumnoHHoro CoeTa Pecnybnuku KasaxcTaH;

Boicwero CypebHoro CoBeTa Pecnybnuku KasaxcTaH;

leHepanbHOW MpokKypaTypbl Pecnybaumku KasaxcTaH;

CYyeTHOro KoMMTEeTa MO KOHTPOIW 3a UCMOJIHEeHUeM pECHy6ﬂMKaHCKOFO 6MAXETaj

HauuoHanbHoro 6aHka KasaxcTaHa;

LeHTpanbHOi M36upaTenbHOW KoMUCCUU Pecnybamku KasaxcTaH, MeCTHbIX M36upaTenbHbIX KOMUCCHUIA;

KabuHeTa MuHucTpoB Pecnybnuku KasaxcTaH (MpaBuTenbcTBa Pecnybnumku KasaxcTaH ¢ 1995 roga);

LUeHTpaJibHbIX UCMOJIHUTENIbHbIX OpraHOB PECHy6ﬂMKM KaszaxcTaH u nx BeAoMCTB;

rnaB agMUMHUCTpauuii (cenbckue, nocenkoBble ¢ 1994 ropa, obnacTHble, pailoHHble, ropoAckue C
1992 roga) v akmmoB (c 1995 ropa) obnacTei, ropofoB pecnyb6/MKAaHCKOro 3HAYeHUsA, CTONMUUbI, palloHOB
, FOpofloB 06/1aCcTHOro 3Ha4YeHUA), palloHOB B ropojax, ropoAoB pPallOHHOrO 3HayeHus, NOCeNIKOB, aysioB
(cen), aynbHbiX (CENbCKUX) OKPYroB M MX annapaToBs;

MacnuxaToB obnacTeit (ropofoB pecnyb/iMKAHCKOrO 3HAYeHWUs, CTONUUb), pailoHoB (roponos
06/1acTHOrO 3HA4YeHWA) M UX annapaTos;

3) cocTaBnAWT eAuHble apXMBHble (OHAbI APXMBHbIE AOKYMEHTbl OTPACNEBLIX YNPaBAEHWA W OTAE/IOB
MCMONHUTENbHBIX KOMUTETOB COBETOB HapOAHbIX AenyTaToB obnacTei, ropofoB pecnybanKaHCKOro 3HayeHuA
, CTONMUUBI, paloHOB, ropodoB 06JACTHOroO 3HAa4YeHUA, pPaNoOHOB B ropoAax, ropoAOB pPaWOHHOrO 3HaYeHusA
Kazaxckoin CCP M COOTBETCTBYHIWMX OpraHoOB rocyAapCTBEHHOro ynpaBieHua Pecnybamku KasaxcTaH
nepvoga He3aBUCUMOCTU, €CAU UX 3a[aYu U OYHKUUM OCTanucb 6e3 M3MeHeHuA.

B sTom cny4ae BO3MOXHO cCO34aHue 0bbeanHEHHOT O apXuBHoOro ¢0Hﬂa. ﬂOKyMEHTH COOTBETCTBYHWNX
OpraHoB rocyaapCTBeHHOro ynpasieHUMA nepunoja He3aBUCUMOCTU BKIIHWHAWTCA B 0b6beANHEHHbIV apXMBHHﬁ
¢OHA CaMOCTOATENbHOM ONUCbi. K Kaxgon onucu pen noCcTOAHHOro XpaHeHnA CcoCTaBnAeTCA TMTyﬂbHHﬁ
ANCT 1N npegucnosue.



168. B cBA3M C npeobpa3oBaHMEM MECTHbIX NPeACTaBUTENbHbIX W WCMONHUTENbHBIX OpraHoB (MX
obbeanHeHWeM, pasfeneHueMm, a Takxe WU3MEHEHWeM CTaTyCca aAMUMHUCTPAaTUBHO-TEpPpPUTOPUANbHOW eAWHWLDbI)
HOBble apXMBHble (OHAbI COCTABASKHT apXMBHble AOKYMEHTbl CO3[aHHbIX OpraHOB MECTHOro rocyAapCTBEHHOrO
ynpaByieHus.

169. lMepevmeHOBAHWE WAU WU3MEHEHWEe aAMUHUCTPATUBHBIX FPaHUL MECTHbIX MpeAcTaBUTENbHLIX M
MCMNOJIHUTE/IbHLIX OPraHOB He SB/SETCH OCHOBAHMEM AJIS CO3A43HMA HOBbIX APXUBHbIX QOHAOB W3 apXUBHbIX
JOKYMEHTOB COOTBETCTBYWIWMX OPraHOB MECTHOIro roCyAapCTBEHHOro YMNpaB/ieHWA M ApYrux opraHusauuu,
pacrnosioXeHHbIX Ha AAHHOW TeppuTopuu.

170. Mpu peopraHusauum (JIMKBUAALMM) OpraHM3auuKM HOBble apXMBHble GOHAbI CO3JAWTCA B CAYyYasX:

1) U3MEHEeHMS UeNeBOro Ha3HayeHusa, Mpoduna AeATeNbHOCTU U GYHKUMUIA OpraHu3auuu.

Ecin Ha 6a3e opraHa ynpaB/ieHMA CO3[AeTCA OpraHW3auusa, 3aHUMMalWaacA HernocpencTBEHHO
Npou3BOACTBOM, TO €e AOKYMEHTbl COCTaBAANT HOBbli apxuBHbIA ¢oHA. Takxe cnedyeT mocTynaTb, Koraa
Npou3BOACTBEHHAA OpraHu3auuMa npeobpasyeTcsa B ynpaBaeHYeCcKWUid opraH.

B cnyyae KOpeHHOro M3MeHeHUA KOMMeTeHUUn U ¢yHKuMﬁ OopraHusauun u co3paHunA Ha ee 6ase
HOBOW OopraHusauun ee AOOKYMeHTbl COCTaBANT HOBbIV apXMBHHﬁ ¢0HA;

2) npeobpa3oBaHMA OpraHM3auuMnm C U3MeHeHueM GopMbl COBCTBEHHOCTM MMylWecTBa opraHusauum (
npuMBaTM3auMa, akUMOHMpPOBaHMWE, HaUMOHANU3aUMA M ToMy nofobHoe).

N3 apXxuMBHbIX AOKYMEHTOB FOCYAApCTBEHHOW OpraHusauuu, nopaseprueiica npeobpa3oBaHUw C
“3MeHeHueM GopMbl COBCTBEHHOCTM WMMyWECTBa OpraHW3auuuM, W apXWMBHLIX AOKYMEHTOB BHOBb BO3HUKIEN
opranuusaumu(it) - npaBonpeemHuka(oB) ponyckaeTcAa GopMupoBaHue O6beAMHEHHOro apxuBHOro ¢oHa B
c/lyyae nepefayum B COOTBETCTBUM C AOrOBOPOM (COrnaWeHWeM) apXMBHLIX AOKYMEHTOB opraHusauuu(in) -
npaBonpeemMHWKa(oB) B roCcyAapCTBEHHYH CO6CTBEHHOCTb WM HA XpaHeHWe B roCyAapCTBEHHbIM apxuB. B
3TOM c/lydae UX AOKYMEHTbl BKJKYAWTCSA OTAE/bHbIMU OMUCAMM.

K onucam Takoro ¢0Hﬂa COCTaBNIANTCA OTAe/IbHble TUTYJibHble NUCTbl U NpeancsnoBua. [OKYMEHTbl no
JINHYHOMY COCTaBYy B 3TUX ¢0HﬂaX npoaoo/kaknT npegbigyumne onnucu gen no JIUMHYHOMY COCTaBY;

3) npun nukeungauuun opraHusauum c nepenaqeﬁ BCeX Uanm 4H4acTu ee ¢yHKHMM HOBOM W/AN HECKOJIbKUM
BHOBb CO3[4aHHbIM OpraHM3aunAaMm OOKYMEHTbI Kaxpon HoBoW OopraHusaumn CcoCTaBNAKNT HOBble apXuUBHble ¢OHAH.

171. /IMKBMAAUMA OpraHM3auMKM O3HAYaeT NpekpaleHue ero AeATeNbHOCTU 6e3 nepexoga npas U
06A3aHHOCTEN B MnopAAke npaBonpeemMcTBa K APYruM opraHusauuaMm. B coOTBETCTBMM C 3TUM GaKTOpOM
LOKYMEHTbI JIMKBUAMPOBAHHON OpraHW3auuM COCTaBAANT OTAE/bHbIA apXWUBHbIA (OHA.

172. He ABnAeTCA OCHOBaHWEM JAA CO34AHMA HOBOIro apxuMBHOro ¢oHaa:

1) pacwupeHue uAKU CyXeHWe TeppuTOpuasbHbIX FPaHUL AeATEeNbHOCTU WAM OYHKUMIA OpraHu3auuu;



2) BblgesieHWe U3 OpraHu3auuu OAHOM WM HECKOJIbKMX HOBbIX OpraHu3auuil C nepepavyen um
OTAEeNbHbIX GYHKUWUIA nMepBOW OpraHuM3auuu;

3) n3mMeHeHune nNOAYMHEHHOCTWU OpraHulauumn, ee CTPYKTypbl, nepeMmMeHOBaHuUe WIN BHeCeHUe
W3MEHEHW B Ha3BaHWe, He conpoBoxgawumeca naMmeHeHneMm nepBoOHa4aJibHbIX ¢yHKHMﬁ}

4) cmeHa yupeauTena (eit) opraHusauum, 6e3 uamMeHeHMA GOpMbl COBCTBEHHOCTM MMylWecTBa 3TOM
opraHusauuu;

5) npeobpa3oBaHWe TroCyAapCTBEHHOrO YYpeXAeHUs B rocyfapCTBeHHOe npeanpuAaTMe M HaobopoT.

Mpeobpa3oBaHue rocyLapCTBEHHOTrO MPeAnpusTUS, OCHOBAHHOrO Ha MpaBe XO3AWCTBEHHOrO BefeHUs
B rocyfapcTBeHHOe MpeanpuATMEe, OCHOBAHHOE Ha MNpaBe oOnepaTUBHOro ynpasjeHua (KaseHHoe MpeanpuATue
) M HaobopoT He ABAAETCA OCHOBaHWEM ANiA pa3jefieHuA AOKYMEHTOB Ha OTAesbHble apXuBHble (OHAbI.

JOKYMeHTbl rOCYyAapCTBEHHbIX NpeanpuATUA U roCyAapCTBEHHbIX YYpexXAeHun B caydae, ecnu
npeanpuaTua (y4YpexaeHus) npoaonXawT CBOW AeATeNbHOCTb nocsie 1991 roga Kak rocyaapCTBEHHble,
COCTaBAANT eAWHbIA apXUBHLIA GOHA;

6) nepexoA OpraHusauuu M3 pecnybanKaHCKON COBCTBEHHOCTU B KOMMYHaslbHYH M HaobopoT.

173. XpoHonOru4yeckumyu rpaHuLamum apxXMBHOro GoHAA ABAANTCA:

1) apxuBHOro ¢oHAa OpraHvW3auuMM - yCTaHaBAMBaeMble Ha OCHOBE HOPMaTWBHbIX NPaBOBbIX AKTOB
obuuManbHble JaThl UX 06pa3oBaHUA (perucTpauuu) U NUKBUZAUMMU. [pU HaNUYMKU HECKONbKUX HOPMATMBHBIX
NMpaBoBbIX aKTOB 3a fAaTy 06pa30BaHMA OpraHuM3auuu NpUHUMAEeTCA JaTa Haubosiee paHHEro U3 HUX;

2) 0b6beAMHEHHOro apXxuBHOro ¢oHAa - AaThl 06pa3oBaHUA (perucTpauuMum) Haumbonee paHHein u
NMKBMAAUMN Haubonee no3gHeil MO BpeMeHW AeATeNbHOCTU OpraHu3auuit, AOKYMEHTbl KOTOpbIX BOWAW B
CoCTaB 06beAMHEHHOrO apXMBHOro ¢oHaa.

Naparpa¢ 2. MopsAaoK opraHM3auuMum AOKYMEHTOB B npejenax apXuBHOro ¢oHaa

174. B npeaenax apxuBHoro ¢oHAa yYeTHOW M KnacCMOUKALMOHHON eauHuLUen ABNAeTCA eanHuua
XpaHeHua - dusmyeckn 060co6/eHHbIe AOKYMEHT WM COBOKYMHOCTb [AOKYMEHTOB, MMelwljue CaMoCToATeNbHoe
3HayeHue.

EOMHMLEH XpaHeHWA apXUBHbIX LOKYMEHTOB Ha 6yMaxHoW ocHoBe ABNAeTCA Aeno. [leno - oTAeNbHbli(
e) apxuBHblii(e) AoKyMeHT(bl), 3ak/w4eHHbii(e) B 060CO6MEHHYH O6MOXKY, Manky.

AyanoBu3yasbHble U 3/1eKTPOHHble AOKYMEeHTbl YYUTbIBAKWTCA NO eAuHULaM y4yeTa.

175. EavHuuamyn y4eTa ayAnoBM3yalsibHblX AOKYMEHTOB ABJIANTCA:



1) AnA KUHOLOKYMEHTOB — YacCTb €AMHULbLl XPAHEHUA, OAHA WM HEeCKOJIbKO eAWHUL, XpaHeHwus,
OTHOCAWMXCA K KUHOMPOWU3BEAEHWUW WM CbeMKe onpeaeneHHOro cobbiTus;

2) anAa ¢OTOAOKyMeHTOB - 4YaCTb eAWHuUbl XpaHeHnA, a odHa WUIN HeCKOJIbKO eAWHUL, XpaHeHuA,
oTobpaxawwmx ogHO cobbiTue, OObEeAWHEHHLIX CMbICIOBbIM COAEPXAHUEM;

3) AnA GOHOJOKYMEHTOB - OAHA MW HECKONIbKO eAMHUL, XpaHeHWA C 3BYKOBO 3anucbh
onpeaeneHHoro cobbiTUsA, OAHOrO0 WAM HECKONbKUX OObeAMHEHHBIX MO aBTOPCKOMY, MCMOJHUTENbCKOMY,
TEMAaTUYeCKOMY W ApPYrUM MpU3HAKaM NPOU3BEeAEHWUI NUTepaTypbl U UCKYCCTBA;

4) AnA BnaeoOAOKYMeHTOB — 4aCTb eauHUUbl XpaHeHuA, OAHa WU HeCKOJIbKO eAuHUU XpaHeHuA C
3anucbld onpeneneHHoOro CO6HTMH, OAHOIro WUAN HeCKOJIbKUX O6beAMHeHHHX Nno aBTOpPCKOMY,
MCNONIHNTENbCKOMY, TeMaTU4eCKOMy U APYrUM NpU3HaKaM ﬂpOM3BeﬂeHMﬁ nNTepaTypbl U UCKYyCCTBa.

176. EAuHMLAMU XpaHeHUA ayanoBU3YyasibHbIX OOKYMEHTOB ABAANTCA:

1) ANA KUHOLOKYMEHTOB - ¢U3nYeckun 060COB6NEHHbIA PYNIOH KUHOMNEHKH;

2) ana GoTOAOKYMEHTOB - ¢u3udeckum obocobneHHbll kafap (HeraTus, Ayb6nb-HeraTus, NO3UTUB,
cnang (AnanosuTuB)), PYSIOH Auadunbma, GoToOTNEYaToK, ¢oTOaNbboM, AUCKOBLIA HOCUTENb U (U3UYECKHU
060Cc061€eHHble KaApbl NAaHOPaMHOW CbeMKH;

3) ana GOHOAOKYMEHTOB - PU3MYeCKM 060CO6/EHHbIN PYNOH MAarHWUTHOW NIeHTbl, AUCKOBbIH HOCUTENb M
du3nyecknm obocobneHHaa ayauokacceTa;

4) pns BUMAEOAOKYMEHTOB - ¢u3uyecku obocobneHHas BugeokacceTa, dusnyecku o60cobsieHHbI
OUCKOBbIA HOCUTENb.

177. 3a eguHuUy y4eTa 3JIeKTPOHHbIX AOKYMEHTOB MPUHUMAeTCA efuHWLA XPaHeHWA WM KOMMIeKT
€AMHUL, XpaHeHUA C 3anucbl ¢anna MAM Heckonbkux GannoB, COCTABAAWWUX eLWHbIN
NPOrpaMMHO - UHPOPMALIMOHHbIN 06beKT (TeKCT, runepTekcT, My/bTUMeAMNHbIN 06beKT, 6a3a AaHHbIX, 6aHK
JaHHbIX, 6a3a 3HaHuWi), a Takke COMpPOBOAUTENbHAsA AOKYMeHTauus.

178. 3a eauHUUY XpaHEHWUS SNIeKTPOHHOrO AOKYMEHTA MpPUHUMAETCH (U3NYECKUM 060COB6IEHHbIN
HocuTenb (XeCTKWA AWCK, KOMMaKT-AUCK M Agpyrue COBpPEMEHHble HOCUTENM) C COMpOBOAUTENbHOWN
OOKyMeHTauuen.

179. OTCUCTEeMaTM3MpPOBaHble efuHMUb XpaHeHua (Aena), BHOCATCA B ONUCb Aefl U opopMAAwTCA B
nopsake, obecneyuBaiwemM WUX y4eT, MOUCK W WUCMNONb3OBaHMWe.

Jllena cucTemMaTU3UpYWTCA B nNpenenax apxuBHoro ¢oHAa cornacHo cxeme cuctemaTusauum (
HOMeHKNaType fen), KoTopaA ABASETCS OCHOBAHMEM AJIA UX BHYTpPEHHed opraHusauuMum u 3akpennseTcs
onucbl (onucamun) pen.



180. [lena, BHeCEHHble B OMUCK el CTPYKTYpHbIX MOApa3AeNeHWii opraHusauumn, U Aena BpPeMeHHOro
(80 10 neT BK/WYUTENBbHO) XpaHeHUS, MepefAaHHble MO HOMeHKAaType Aen, BHYTpU apxuBHoro ¢oHaa
OpraHM3auuMu pasmMelwanT C YYeTOM XPOHONOrUYECKO-CTPYKTYPHOro (CTPYKTYPHO-XPOHONOMUYECKOTro) WM
XPOHONOrU4ecko-PpyHKUMOHANBbHOIO ($YHKLMOHANBHO-XPOHONOr M4eCKOr0) KJIaCCUOUKALMOHHBIX MPU3HAKOB.

181. XpOHONOTrUYECKU-CTPYKTYpHaAA CXemMa CUCTeMaTU3auuu NPUMEHSEeTCA MO OTHOWEHW K ¢GpoHAaM
JeicTBywwei opraHusaumn (y4uTbiBaA AajbHeiiwee MNoONofHeHUe AOKYMEHTOB 3TUX apXMBHbIX (OHAOB) W
JNMKBUOMPOBAHHLIX OPraHM3auuMil C 4acTo MEeHABWEWCS CTPYKTypoil. Mpu 3TOW cxeme cUCTemMaTu3auuu
eIMHWLBl XpaHeHUa rpynnupywTcAa B apXMBHOM doOHAe MO BpemMeHu UX co3gaHusa (no ropgam, nepuojam), a B
npefenax Kaxgoh XpPOHOMOrMYEecKOW rpynnbl — MO CTPYKTYPHbIM MOApasfesieHUAM opraHu3auuu.

182. CTpYyKTYpPHO-XpPOHONOIrMYECKas CXemMa CUCTEeMaTU3auuu MpUMEHAEeTCSs NO OTHOWEeHWKW K doHaam
OpraHv3aumii, UMeBWUX CTABUNbHYW CTPYKTYpY, W3MEHEHWS KOTOpPON MPOUCXOAWSIM PeaKo, a Takxe npw
CUCTEeMaTU3aLMN efUHUL, XPaHEeHUs NUKBUAMPOBAHHLIX OpPraHM3auuid.

Mpu 3TON CxeMe CUCTEMATU3ALUM efUHULbl XPAHEHUSs FpYNnUpyHTCA MO CTPYKTYPHbIM MOApPa3AeneHUaAm
doHpoobpa3oBaTend, a B npegenax KaxAol CTPYKTYPHOW rpynnbl — no BpemeHu (GOpMUpPOBAHUA eAUHUL
XpaHeHus .

183. XpoHonoruyecku-¢yHKLMOHaNbHAA WMAN GYHKLUMOHANBbHO-XPOHOMOMMYeCcKas CXeMbl CMCTemMaTu3auuu
NMPUMEHAKNTCA MO OTHOWEHWW K (OHAAM OpraHu3auuii C 4acTO MEHABLWENCA CTPYKTYpoOi UAW He uMekwue ee.

Mpu cucTeMaTU3aUUM efUHUL, XpaHEeHUs MO XPOHONOTMYeCKU-QYHKLMOHANbHOW CcXeme rpynnuMpoBKa MX
NpOUCXOAUT BHAyasie MO XPOHOJAOrUYECKOMY MpU3HaKy, a 3aTem no QyHKUMAM (BUAAM, HanpaBieHUSM)
feATenbHOCTU QoHAoOo6pa3oBaTensa. Mpu 3TOM MOArpynnbl Aes pacnonarawTcs C YyY4eTOM 3Ha4YUMMOCTH
OYHKLUMIA opraHuzaunit (pyKoBOACTBO, MJaHUpoBaHue, QGUHAHCUpPOBaHWE, Y4eT U OTHETHOCTb, CHabxeHue U
cbbiT, Kaapbl U Tak panee).

Npu cucTemaTu3auunm eamHUL, XpaHeHuA No GYHKUMOHANBbHO-XPOHONOrUYECKON CXeMe OHM FpYNnUpyHwTCA
BHavane no QyHKUMAM AesTenbHocTu doHAoObpa3oBaTensi, a 3aTeM MO XPOHOJIOrMYECKOMY MpU3HaKY .

184. [OnA cucTemMaTM3auuMU eauHUL, XPAHEHWUS apXMBHbIX (OHAOB 6eCCTPYKTYPHbIX OpraHu3auuii MoxeT
6bITb MCMNONb30BaHA XPOHOJIOMUYECKU-HOMUHANbHAA WAM HOMMHABHO-XPOHOMOMMYeCcKas CXeMbl CMCTeMaTu3auuii
NPUMEHAKTCA - CHayafla Mo XPOHOJNIOrUU, BHYTPU KaxXAoro roaa no BuAaM eAMHWL, XpaHEeHUs WM CHavana
no BUAaM eauMHUL XpaHeHus (NpuKasbl, NPOTOKOAbI, MNJaHbl U APYyrue) u BHYTpU KaxAoro BuAa no
XPOHOIOM UM .

185. B COOTBETCTBUM CO CXEMOMN CUCTEMATM3AUUU efUHULbI XpaHeHnA rpynnupywnTca B caeaywuem
nopAagke:

1) eAMHMUb XpaHEHMA OTHOCATCA K TOMY rofy, B KOTOPOM OHW HavaTbl Ae/ONpOM3BOACTBOM, WU B
KOTOpPOM MOCTYMWAM B AaHHYW opraHu3auuio (CTpYKTypHOe noApaspesieHne) M3 Apyron opraHusauum (
CTPYKTYpHOro noapasfefieHna) ANA NpOAOC/XEHUS MpPOU3BOACTBA;

2) eauHnUbl XpaHeHUA, cojepxalue nnaHbl, O0THeTbl, CMeTbl U MaTepuasbl K HUM OTHOCATCA K TOMY
rogy, Ha KOTOpHﬁ nnn 3a KOTOpHﬁ OHWU COCTaBJieHbl, He3aBUCUMO OT AaTbl UX COCTaBneHUA, AONTOCpPOYHble



nnaHbl OTHOCATCA K Ha4YaJlbHOMY rogy wux ﬂeﬁCTBMH, a OT4HeTbl 3a 3TU roabl - K nocnegHemy rogy
OTHYeTHOro nepunopa;

3) eauHWUbl XpaHeHUA, HayaTble 4e/IoNpOUM3BOACTBOM B OAHOM MOApPa3fesieHuu U nepefaHHble ans
NPoOLONXEHUS B Apyroe nofpasfesieHne, OTHOCATCA K TOMYy MOApa3fefieHul, B KOTOPOM OHU 6bian
3aBeplieHsl (NpU >TOM Ha3BaHWe MepBOro nogpasjesneHuna 6epeTcA B CKOGKM M MUWIETCA Ha3BaHue
nocnegHero);

4) B npepenax roga WM XPOHONOrUYECKOro Mepuoaa eAMHUUbl XpaHeHUA pacrnonarawTca no
3HAYMMOCTM GYHKUMI opraHm3auum (MauM - B nopAgkKe 3HAYUMOCTM U JIOFMYEeCKOW B3aWMOCBA3U BUAOB W
pa3HOBUAHOCTEH AOKYMEHTOB);

5) eauHuubl XpaHeHuA, MpeacTaBnsAwwMe coboi NUYHble aena, CUCTeMaTU3UPYWTCA MO rojaam
YBOMIbHEHUA U andaBuUTy Gamunuii.

186. EAMHMUBI XpaHeHWs B npefenax nocnefHux (3aBepwanwmx) cTyneHeid cUCTeMaTU3aLUM
pacnpepenanTcA MO UX 3HAYUMOCTU WU XPOHOJIOMUM.

187. JNeKTpPOHHble LOKYMEHTbl CUCTEMATU3UPYHTCS MO BUAAM HocuTesnei uHdopmauuu (MarHUTHbIE
JIeHTbl, Nla3epHble U XecTKue AUCKU, KOMMNAKT-AUCKU, AUCKETb), BHYTpU BUAOB - Nno dopmaTam
npeacTaBneHns uHoopmauumm, U ganee - nNo XapakTepy 3aduKCUpOBAHHON MHOpMaLUK.

188. EAMHMUBI XpaHeHUs B 06beJMHEHHOM apXMBHOM QOHAE, pacnonaraknTca Mo 3HAYMMOCTH
doHpoobpasoBaTenei, MO XPOHONOrUU UX CO3[aHUA, NO andaBuTy HasBaHui. B npegenax kaxporo doHAa,
Boleawero B 06beAMHEHHbIi apXUBHbIA GOHA, NPUMEHSITCA pa3Hble CXEeMbl CUCTEMaTU3auuu, BbIGOp KOTOPbIX
onpefenneTcs XapakTepoM AeATeNIbHOCTU KOHKPETHbIX OpraHu3auuil, COCTaBOM U OBbLEMOB WX LOKYMEHTOB.
Ina apxuBHbIX GOHAOB OAHOTUMHBLIX OPraHW3auuii UCMoNb3yeTcA oblaa cxemMa CcMCTemMaTU3auuu.

189. [OKYMEHTbl MO JINYHOMY COCTaBY, HAy4YHO-TeXHMYeCKas AOKYMEHTAUMA B apXUBHbIX (OHAAX
Hay4HO-UCCNeaoBaTeNbCKUX M MPOEKTHbIX OpraHu3auuit, pyKomucu B U34aTeNbCTBax, UCTopuu 6GonesHeil B
MEAMUMHCKUX OpraHM3auusax, akTbl NpoBepok B $OHAAX KOHTPOJIbHLIX OpraHoB, cyaebHasa AOKYMeHTauuA B
opraHax cyaa M ToMmy nofo6Hble BbIAENSTCA B ocobble rpynnbl U CUCTEMATU3UPYKWTCA 060CO6MeHHO OT
ynpaBieH4YecKoi JOKYMEHTAaLMI.

190. Hay4HO-TexHM4Yeckasa LOKYMeHTauuA pacnosiaraeTcs BHYTpU apxuBHOro ¢oHaa no Buaam (
NpoeKTHas, KOHCTPYKTOpPCKaA, TEeXHONOrMYeckas, Hay4YHO-uccnefoBaTesbCcKas, NaTeHTHad AOKYMeHTauus).

191. MNpoekTHaA AOKYMeHTauusa pacnonaraeTca Mo NpeaMeTHO-TeMaTU4YeckOoMy, XPOHOJIOrMYeckomy WM
reorpaduyeckomMy KiaccuMpMKaLMOHHBIM MPU3HAKAM.

MpoeKkTHasa AOKYMeHTauuAa noapasfenaeTca:

1) no XMAWWHO-TFpaxAaHCKOMY CTPOUTENbCTBY;

2) No MpOMbIWIEHHOMY CTPOUTENLCTBY;



3) Mo CeNbCKOXO3ANCTBEHHOMY CTPOUTENbCTBY;

4) no sHepreTn4yeckomy wu BOAOXOBHWCTBEHHOMy CTPOUTENBbCTBY

5) MO TPaHCMOPTHOMY CTPOUTENbCTBY.

Kaxpaa rpynna moxeT cCUCTeMaTU3UpPOBaTbCA Ha bonee menkwue.

JOKYMeHTbl MpOeKTHbIX cTagun pacnonarawTcAa B anHﬂTOﬁ nocnenoBaTe/IbHOCTU NMPOEKTUpPOBaHUA.

TunoBble NPOEeKTbl CUCTEMAaTUIUPYKWTCS MO HOMepaMm Cepui.

192. KOHCTpyKTOpCKas AOKYMEHTAauua pacrnonaraeTca no BMAAM pa3paboToK, MO XPOHOMOrUU MK
HOMepaM KOHKpeTHbIX pa3paboTok, BHYTpu pa3paboTKku - Mo y3/iaM COrfacHo crneuupukauumu.

KoHCTpyKTOpCcKas LOKYMEHTauuA Ha MoAMGULUMpOBAHHOE U3jesnve cnepyeT 3a AOKYMEHTauuell Ha Bce
6a3oBoe u3fenve M6O TON YacTbW W3LENUs, Ha KOTOPYW MMeeTCA MOAUPUKALUA.

JOKYMeHTbl MO MCMbITaHUAM nsgenuin pacnonarawTcA no XpoHosiorumm, a B npenenax roga - no
Ha3Ha4YeHUWw TeXHUKWU, perncTtpayuoHHbIM HOMepaMm.

193. TexHonoru4deckaa AOKYMeEHTauMA CUCTeMaTU3IUPYyeTCA COrJjlaCcHO TeXHO/NoruM4yeckomy mnpoueccy.

194. Hay4Ho-uccnepoBaTesbCcKaAa AOKYMeHTauuA, pasmelaeTcsa MO XPOHOJOrUYeCcKOMy npuHuUuny, B
npegenax roga — no HOMepam TeM, WHBEHTapHbIM HOMepam, HOMepaM, MPUCBOEHHLIM MpPU FOCYyAapCTBEHHOWN
perucTpauuu, no TeMaTWKe Hay4HbiX paboT, no andaBUTy MX HAUMEHOBAHWK WAU Gamununit
aBTOpOB-pa3paboTyMKoB (OTBETCTBEHHbIX MCMOJIHUTENEH), MO CTPYKTYPHOMY MpPU3HAKY.

OT4YeTbl, BbIMOJIHEHHbIE MO 3akKa3am ApPYruUX OpraHuM3auuin, CUCTEMATUIUPYHNTCA OTAENbHO.

195. MNaTeHTHO-/NNLUEeH3MOoOHHaA AOKYMeHTauuA pacrnojsiaraeTca no BuAaam:

1) 06beKTOB MpPOMbILIEHHOW COBCTBEHHOCTU (M306peTeHus, Mosie3Hble MoAesn, MPOMbILIEHHbIe
06pa3upl, COpTa pacTeHuit, TOBAPHble 3HAKW, 3HAKW OBC/YXMBAHUA);

2) OXpaHHOro AokymeHTa (MaTeHTbl, CBUAETENbCTBA).

B npepenax kaxgoro Bumaga - Mo HomMepam MaTeHTOB WKW CBUAETesIbCTB, NO HOMepaM 3afABOK, MO
KOTOpPbIM MPUHATHI pelleHnA Ha BblAa4dy OXPaHHOro AOOKYMeHTa, W NO HOMepaM 3aABOK, MO KOTOPbIM MPUHATDI
peuweHuna 06 OoTKase B Bblgaye OXPaHHOIro AO0OKyMeHTa.

196. KMHOOOKYMEHTb U BUAEOAOKYMEHTbl CUCTeMaTU3UPYHTCA:



1) no Bunaam - ¢MﬂbMH, cneunanbHble BbiMYCKU, KWUHOXYPHasnbl, OTAE/IbHble KUHO - U TeNeClXeTbl;

2) no rogam BbiNnycka ¢UIbMOB, CMeLBbiMYCKOB, KUHOXYPHA/OB;

npon3BoaCcTBEHHbIM HOMepaM OTAeJibHbIX KUHO - U TesieCHXeTOB;

3) eauHuuam ydeTa (KoMMnekTaMm);

4) uBeTHOCTU (LBETHble, YepHO-b6enble);

5) ¢opmaTy naeHku (8 mm, 16 mm, 35 MM, 70 MM U Zpyrue).

EanHnubl XpaHeHUA pacnofiarawTCcA MO 3JIeMeHTaM KOMMJiekKTa, a BHYTPU HUX - Mo nopAaKy Homepos
yacTen KWUHOAOKYMEHTa.

KomnnekT KWHOAOKYMeHTa COCTOUT U3 OpuUruHana u KOMWIN, OTHOCAWMXCA K OAQHOMY ¢MﬂbMy,
cneuBbiNyCcKy, KWHOXYpPHany, KWUHO - WU TenecxeTty.

Ha KMHOAOKYMEHTbl W BUAEOAOKYMEHTHl OnpeaesieHHOro BuAa COCTaBAseTCA OTAeNbHas Onuchb.

197. OOTOAOKYMEHTbl CMCTEMaTU3IMpPYKTCA Mo BuAAM:

1) HeraTuBbl pa3nUYHON UBETHOCTM (UBETHble WIW YepHO-6esble) M pa3MepoB, KOTOpble
o6o3HavawTcs uuppamm 2 - 8 (uudppa 2 cooTBeTCTBYyeT HeraTuBy pa3mepom 2,5 cM. X 3,5 cM., 3 - 6 CM
. X6 M., 4 -6 CM. X9 CM., 5-9cm. x 12 cM., 6 - 10 cm. X 15 cmM., 7 - 13 cM. X 18 cmM., 8 -
18 cM. X 24 cMm.).

Mpn cuctemaTusaumu HebonbwNX 0H6bLEMOB HEraTUBOB pa3mepoB 6-8 ponyckaeTcAa uX obbeanHeHne B
OAHYy rpynmny;

2) chnaigpl (AMANO3UTUBLI) pPa3/IUYHON LIBETHOCTM;

3) no3uTMBbl, $OTOOTNEYATKU;

4) ¢oTOanLb60Mbl;

5) AvadusibMmbl;

6) 3/1eKTPOHHble AOKYMEHTbl (DOTOAOKYMEHTbI Ha LMOPOBLIX MM WMHBIX COBPEMEHHBIX HOCUTEnAx),
KoTopble obo3HavawTca b6ykeon "3I".



Ha $oTomoOKYyMeHTbl OnpenenieHHOro BMAA COCTABMAETCA OTAeNIbHAs OMuUCh.

198. OOHOAOKYMEHTbl CUCTEMATU3UPYTCA MO BUAAM 3anucu 3BYKOBOW WMHbOpMauuu - ¢oHorpadmyeckas
, TpamMmodoHHasA, onTMYecKas, MarHWTHasA, fasepHas. Ha GOHOAOKYMEHTbl onpeaesieHHOro BuAa 3anucy
cocTaBnAeTCcA OTAeNbHaA OMUCb. BHYTpu BMAOB GOHOAOKYMEHTbI pacnonarawTcA Mo efuHWLAM y4deTa W
KOMM/eKTaM.

EOMHWLBI XpaHEeHUs BHYTPU eAWHUUb Y4eTa pacnosiaranTcA B nopAfke Npou3BOACTBEHHbIX HOMEpOB,
0603HaYeHHbIX Ha 3TUKETKaX, a BHYTpU KOMMNEKTa B c/eaywuwei NocnefoBaTeNbHOCTU - OpPUTUHaMbl, KOMWK

KomnnekT (OHOAOKYMEHTa COCTOUT U3 OpUrUHaNa U KOMUA, OTHOCAWMXCA K ONpefesieHHoW eauHuue
yyeTa.

Naparpa¢ 3. Mopagok nepefayn AOKYMEHTOB HaUMOHA/NLHOrO apXMBHOro ¢oHAa Ha MOCTOAHHOE
XpaHeHUe B rocyAapCTBEHHbIi apXuB

199. [okymeHTbl HauuMoHanbHOro apxuMBHOro ¢oHAa B COOTBETCTBMM C 3aKOHOA4ATeNbCTBOM Pecnyb6auku
KasaxcTaH No MCTeYeHWU YCTAHOBJIEHHbIX (LOrOBOPHbIX) CPOKOB MoanexaT nepefaye Ha MOCTOAHHOe
XpaHeHue B rocyAapCTBEHHbIA apXWB 3a CYeT CUA U CPeACTB OpraHu3auuu.

200. YcTaHaBAMBaeTCA ciaefywluue rnpepesibHble CPpOKM BpeMeHHOro XpaHeHWA OOKYMeHTOB Ha
TPaAULUMOHHBIX U 3N1EeKTPOHHbIX HOCUTEsIAX, OTHEeCEeHHbIX K cocTaBy HauuoHa/ibHOro apXMBHOIO d)OH,D,a:

1) poKyMeHTbl AOMMHMCTpauuu MMpesumpeHTa Pecnybnuku KasaxcTaH, annapaTa CeHaTa [lMapnameHTa
Pecnybnuku KasaxcTaH, annapaTa Maxunuca MNapnameHTa Pecnybnuku KazaxcTaH, KaHuenapuu
Mpembep-MuHucTpa Pecnybnuku

KasaxcTtaH, KoHcTuTyumoHHoro CoBeTa Pecnybnaumkun KasaxcTaH, LUeHTpanbHon u3bupaTenbHoM
Komuccum Pecnybnumku KasaxcTaH, BepxoBHoro Cyaa Pecnybnuku KasaxcTaH, [eHepanbHOW MpoKypaTypbl
Pecnybnukn KasaxcTaH, HaumoHanbHoro baHka KasaxcTaHa, MuMHUCTepcTB Pecnyb6nunku KasaxcTaH, areHTCTB
Pecnyb6aunkmn KazaxcTaH, KOMUTETOB MUHUCTepCTB Pecnybnukum KasaxcTaH - 15 net;

2) [OKYMEHTbl TeppuUTOpPUasIbHbIX OpraHOB MUHUCTepcTB Pecnybivku KasaxcTaH, areHTCTB
Pecnyb6ankmn KazaxcTaH, KOMUTETOB MUHUCTepCTB Pecnybnuku KasaxcTaH - 10 neT;

3) LOKYMEHTbl OpraHu3auMii, KOHTPOJbHbIA MakeT aKuuii KOTOpbIX MPUHAAIEXUT rocyAapcTBY, MHbIX
rocyfapCTBEHHbIX WPUANYECKUX NUL pecnybMKaHCKOro YpoBHA - 10 neT;

4) [OKYMeHTbl OpraHOB MECTHOro rocCcyAapCTBEHHOro ynpaB/eHuAa obnacTu, ropoga
pecny6/JMKaHCKOro 3HayeHuA, cToauupl — 10 neT;

5) AOKYMeHTbl FOoCyAapCTBEHHbIX OpraHuW3auuii obnacTHOro, ropoaa pecnybiMKaHCKOro 3HayveHwus,
CTONWUbl YpOBHeW - 10 neT;



6) HBOKYMEHTbl MEeCTHbIX FOCYAAapCTBEHHbIX OPraHOB ynpaBneHua ropoga (paioHa) - 5 neT;

7) [OKYMEHTbl FOCYAapCTBEHHbIX WPUAMYECKUX /UL, FTOPOACKOrO U paloHHOro YpoBHA - 5 feT;

8) 3anuMcu akTOB rpaxAaHCKOro COCTOAHMA, MOXO3AWCTBEHHble KHUMU, [OMOBble KHUTMW, 3amnucu
HOTapuanbHbIX AeicTBUiA, cyaebHble gena U AOKYMeHTbl — 75 neT;

9) Hay4Ho-uccnegoBaTenbCkKana, TexXHOJIOrM4eckada U MaTeHTHO-/IMLUEeH3UOHHAA AOoKyMeHTauumAa - 10 net

10) OnNbITHO-KOHCTPYKTOPCKaA AOKyMeHTauua - 15 neT;

11) npoekTHas AOKYMEHTAuuA MO KanuTasbHOMY CTPOUTENbLCTBY - 20 feT;

12) kapTorpadudeckaa AOKymMeHTauua - 25 net;

13) reogesundeckas OOKyMeHTauus - 25 neT;

14) TenemeTpuyeckas AOKyMeHTauua - 5 neT;

15) ayavoBu3yasnbHas [OKYMeHTauus - 3 ropa.

201. CpokM XpaHeHUA AOKYMEHTOB Ha TPaAMUMOHHbIX U 3NEeKTPOHHbIX HOCUTENAX MHbopmauuw,
OTHECEHHbIX K CcOCTaBy HauuMOHaNbHOroO apxXxMBHOro GoHAa, B YACTHLIX apXuMBaxX OpraHW3auuii yKasbiBawTCA B
[OroBopax, 3aKJil4aeMblX B COOTBETCTBMM C 3akoHom Pecnybnvku KasaxcTaHa "O HauMOHa/lbHOM apXWMBHOM
¢oHpe u apxuBax" mexay COOGCTBEHHWKaMM AOKYMEHTOB U YMOJHOMOYEHHbIM OPraHoM B cpepe apXMBHOrO
fena nn6o MeCTHbIM UCMONHUTENIbHBIM OpraHoM obnacTtu (ropofa pecnybAMKAHCKOrO 3HAYEHWUA, CTONMULUbI), B
3aBUCUMMOCTM OT MecTa HaXOXAEeHWUA apXuMBa OpraHu3auuu.

202. Mepepaya ocCywecTBAAETCA Ha OCHOBAHMM onucu den ([OKYMEHTOB) MOCTOSHHOTO XpaHeHUs B
COOTBETCTBUU C rpaduKom, YTBEPXAEHHbIM pYKOBOAMTENIeM OpraHu3auuuM No COrnacoBaHUK C
rocyAapCTBEHHbIM apXWBOM.

203. MNpu Ob6HapyXeHWU paACXOXAEHUN MeXAy KOJIUYECTBOM eAWHWUL XpPaHEHUMA MO MTOrOBOW 3anucu B
OMUCKU U UX HaJNYMeMm, K OMUCU COCTaBAAETCA HOBafA WUTOroBas 3aMUCb, B KOTOPOW YKa3blBaWTCA
daKTMyeckoe KONMYECTBO MNepedaHHbIX U HOMepa OTCYTCTBYHWMX eAUHUL, XpaHEeHWA.

204. Nepepada odopmnseTCcs akTOM NpuemMa-nepenayun, rae AOMNOJHUTENbHO MPOCTaBAAKTCA HoOMepa
oTCyTCTBYHWUX Aen (JOKYMEHTOB), NPUYMUHbBI UX OTCYTCTBMA — B NpuiaraeMoi K akTy cnpaBke C
yKa3aHuem Mep No pO3bICKY.

205. Ha oTcyTcTBylwme Aena (AOKYMEHTbl), PO3biCK KOTOpbIX He Aan pe3y/nbTaToB, COCTaB/AseTCs
aKT o6 yTpaTe, yTBepxAaembll pyKOBOAMTENEM OpraHu3auuu.



206. YTpa4eHHble NOAJIMHHUKMK YNpaBiAeHYEeCKUX U HayYHO-TeXHUYeCKUX AOKYMEHTOB 3aMeHAWNTCA uX
3aBepeHHbIMM KOMUAMU, ayAUOBU3YaNbHbIX — KOMUAMMU.

207. C ynpaBieH4YeCcKUX [OOKYMEHTOB, uMelwux nomeTKy "[Ins cnyxebHOro nonb3oBaHua", B
cooTBeTCTBUMU C [paBunamm paboTbl FOCYAAPCTBEHHBIX OPraHOB, YTBEPXAEHHbIX NMOCTAHOBEHUEM
MpaButenoctBa Pecnybnunkmu KasaxcTaH oT 23 AHBapAa 2008 roga N 51 [ACM, paHHas noMeTkKa CHUMAeTCA Ha
OCHOBaHuKN peweHna LUIK (3K) opraHuzauuu.

208. JneKTpOHHble JOKYMEHTbl U WHPOPMALIMOHHbIE pecypcChl NepefanTCA Ha rocyjapcTBeHHoe
XpaHeHue C COMnpoBOAUTESNIbHLIM MUCbMOM, B KOTOPOM YKa3blBAWTCA HOMepa UM HauMeHOBaHue onucew,
[OKYMEHTbl, BXOAAlMe B KOMMJIEKT COMpOBOAUTENbHOW AOKYMEeHTauuu, BUA HOCUTenen.

209. MNpu nepepade 3NeKTPOHHbIX AOKYMEHTOB M MHOOPMALMOHHBIX peCcypCcoOB B rOCYyAapCTBEHHbIN
apXxuB MpoBepAlTCA:

1) KOMMNEKTHOCTb NepefaBaeMbiX AOKYMEHTOB;

2) KOMNJIEKTHOCTb U NpPaBUJIbHOCTb COCTaBJ/IeHUA COHpOBOAMTeanOﬁ AOKYMeHTauuu;

3) ¢M3MHECKOE N TexHun4eckoe COCTOAHUE HOCMTeneﬁ;

4) Hanu4uMe BUPYCOB U MHbIX BPEAOHOCHBIX KOMMbHTEPHbIX MPOrpamM;

5) BOCMPOU3BOAMMOCTb KOHTPOJIbHBIX XapaKTepUCTWUK MPOrpaMMHbIMU CpeAcTBaMU FOCYLAPCTBEHHOrO
apxuBa.

210. B c/ly4ae HeCOBMeCTUMOCTU MPOrpaMMHbIX CPeACcTB, MPUMEHSEMbIX A/S BbipaboTKW U MPOBEPKM
KOHTPOJIbHbIX XapaKTepUCTUK B Mepejakleid opraHusauuMm M B rocyfapCTBEHHOM apxuBe, paboTHUKU
rocyfapCTBEHHOrO apxuBa B NPUCYTCTBUM MNpeacTaBUTENs OpraHW3auuMu 3aHOBO pa3pabaTbiBawT KOHTPOJbHbIE
XapaKTepUCTUKM CBOMMM MPOTrPaMMHbIMU CPeAaCcTBamMu. [laHHble KOHTPOJibHble XapaKTepUCTUKM YKas3blBaWTCA B
aKTe npuema-nepefadn 3NeKTPOHHbIX AOKYMEHTOB.

B cny4ae HenpaBWibHOW NOAFOTOBKM COMPOBOAUTENIbHOW AOKYMEHTAaLUUMWU HOCUTENN C SNeKTPOHHbLIMU
AOKYMeHTaMn U conpoBoauTesibHaA AOKYMeHTauuA BO3BpallalTCA B OpraHu3auui Ha Aopa60TKy.
FnaBa 5. Y4yeT [OKYMEHTOB
Maparpa¢ 1. Mopagok y4eTa AOKYMEHTOB apXMBa OpraHu3auuu

211. Y4eT AOKYMEHTOB B apxXuWBe opraHusauuMm - 3TO YCTaHOBJ/ieHMe Ko/auMyecTBa U COCTaBa
APXUBHbLIX OOKYMEHTOB B e€AWHUUaX y4eTa U ¢MKC8HMH NMPpUHaANEeXHOCTH Kaxaou eauHuupl ydyeTa K
onpegeneHHoOMy KoMnnekcy WU o6memy NX KONn4eCcTBY B YYE€THbIX OOKYMEHTaX.

YYeTHbIMU OOKYMEHTaMU ABJIAGTCA KOMMJeKC AOKYMEHTOB YCTaHOBJIEHHbIX ¢OpM, ¢MKCMpyWMMX
nocrtynneHune, BH6HTM€, KOnn4ecTBO, COCTaB U COCTOAHME aAPXUBHbLIX AOKYMEHTOB B e€AgUWHULUAX y4eTa.



YyeT AOKYMEHTOB B apxXxuBe OpraHusauun AapndaeTca oaHMM U3 CpeacTB obecneyeHus ux COXpaHHOCTH
M KOHTPONA 3a UX Halu4dumem.

212. Y4yeTy noafexaT BCe XpaHAWMECA B apxuBe AOKYMEHTbl, B TOM 4ucsie HeobpaboTaHHble u
HenpobunbHble AN AAHHOIMO apxuBa.

ApXuB OpraHu3auuu ocywecTBASeT y4eT AOKYMEHTOB HauMOHanbHOro apXWMBHOTO (OHAA, XpaHAWMXCA B
apxuBe OpraHu3auuu, B NopsAAKe, YCTAHOB/IEHHbIM YMOJHOMOYEHHbIM OPraHoM B 06/1aCTU apXUBHOro Aena, u
npeAcTaBAseT y4yeTHble CBEeJEeHUA B COOTBETCTBYHIEE apXUBHOE yupexzeHue.

213. YyeT Mpou3BOAMTCA MYyTEM MPUCBOEHUA APXMBHbIM LOKYMeHTaM (eAuHUULaAM yyeTa, eauHuuam
XpPAHEHUA) HOMEpOoB, ABMAHWWMUXCA HacTbH apxXMBHOro wudpa.

ApXuBHbli wnPp - 06O3HaYeHWe, HaHOCMMOE Ha Kaxayw eAWHULY XpaHeHus C uenbl obecrnedyeHus ee
yyeTa U UAEHTUPMKAUMUM. APXMBHbIA WKMPpP COCTOUT U3 HOMEPOB - apXMBHOro $oHAa, MPUCBAMBAEMOIO
rocyAapCTBEHHbIM ApXWBOM nocne odopMiIeHWs NepBOro MOCTYMNJeHUs AOKYMEHTOB Ha MOCTOAHHOE XpaHeHue
B rOCYJBApPCTBEHHbI apXMB, OMUCU, EAWHUUb XpaHeHus.

214. OCHOBHbMM eAWHULAMM yYeTa LOKYMEHTOB HE3aBUCMMO OT BMAA HOCUTENS, crnocoba U TexXHUKH
3akpenneHusa MHbOOpMaUUU ABNAKNTCA:

1) apxuBHbI1 GOHA, ApXUBHaA KONNEKLUUA;

2) eAuHMUa XpaHeHuA.

215. Y4yeT OOKYMEHTOB B apxvMBe OpraHuM3auuu CTPOUTCA Ha OCHOBe COb6MAeHMA NPUHLUMMNOB:

1) ueHTpanu3auuu, BbIpAXEHHOW B MPUMEHEHUU eAUHbIX efUHWUL y4eTa;

2) yHUOMKALMM, OCHOBAHHOW Ha COBMAEHUM NPEeeMCTBEHHOCTU y4YeTa apXMBHbIX AOKYMEHTOB Ha BCex
cTaguax paboTbl C HUMK;

3) ANHAMUYHOCTMH, obecneynBaemoi cBoeBpeMeHHbIM N onepaTuUBHbIM BHeCceHMeM U3MEHEeHW B y4deTHble
AOKYMEHTbl UM COCTaBJiIieHNEM HOBbLIX Yy4YeTHbIX OAOKYMEHTOB;

4) NONHOTHl M JOCTOBEPHOCTU yyeTa.

216. Y4eTHble AOKYMEHTbl, Kpome onucei fen, AOKYMEHTOB, MNpefHa3Ha4yeHol AnA cayxebHoro
Nnosb30BaHUA U MOJIb3OBaTesiAM He BblaawTcA.

Bce y4yeTHble JOKYMEHTbl XpaHATCSA B apxXuBOXpaHuauwe B ceidax WAM MeTannumyeckux wkadax.

217. OCHOBaHMEeM KaxgoW 3amnucu B OCHOBHbIX Y4HeTHbIX AOKYMeHTaX ABnAeTCcA nocrtynjsieHue pen,
AOKYMEHTOB B apXumB OpraHusauuu, BblGbITHE AOKYMEeHTOB U3 apxuBa OpraHusauum, B CBA3UN C UX



nepepayeil B apxuB ApPYroW OpraHW3auuum WauM B FOCYAAPCTBEHHbIA apXuUB, BbiAENEHUE K YHUYTOXEHUH
[OKYMEHTOB, He MOAJIeXalWnX XpaHeHWw, He OOHapyXeHWeM AOKYMEHTOB, MYyTW pPO3bICKA KOTOPbIX MCHeEpnaHbl,
HeMcrnpaBUMbIMU NMOBPEXAEHUAMM .

218. OCHOBHbIMW Yy4YeTHbIMU AOKYMEHTaMW ABAAKTCA:

1) KHMra y4YyeTa MOCTYMJEHUA U BbiGLITUSA LOKYMEHTOB MO GOpME COrjacHO MPUIOXeHUw 23 K
HacToAwum lMpaBuiam, npefHAa3HaYeHHAs ANA y4yeTa B apXMBe OpraHu3auuu Kaxgoro MOCTYMJIeHUA W
BbIObITUA [OKYMEHTOB, a TakxXe KO/JMYecTBa U COCTaBa [LOKYMEHTOB, MOCTYMUBWUX Ha BpEeMEHHOe XpaHeHue
U BbiObIBWMX 33 OMpejesfieHHbli XpOHOMOrMyeckuii nepuos, BpeMeHU, COCTOAHUA UX OMUCAHUS;

2) onucu pen, AOKYMEHTOB, YKa3aHHbIX B MpuioxeHuax 1-9 Kk HacToAwum MpasBunam,
npefHasHa4yeHHble A1A NOeAWHUYHOrO U CYMMapHOro y4yeTa eAuHUL, XpaHeHuA, 3akpenneHuAa nopagka wux
cucTemaTU3laLumn, yyeTa WU3MEHEHWA B COCTaBe U ObbemMe AOKYMEHTOB, 3aro/IOBKM KOTOpbLIX BK/YEHbl B
[aHHY OMnuchb.

onucu gen, AOKYMEHTOB ABAAKNTCA MEpPBUYHBIM YYEeTHbIM AOKYMEHTOM ANA y4yeTa [fesl NMOCTOAHHOro,
BpeMeHHOro (cBbllle 10 fieT) XpaHeHUA M MO JIMYHOMY COCTaBy.

Mpu BbIOBITUM BCEX AeNl MO KakKOW-NMb6O 3aKOHYEHHOW OMUCKU ee HOMep ApPYruM OMUCAM He
npucsauBaetca. B rpade "lMpumeyvaHue" nNpoTUB KaxAoiW BbibbiBakWend efuMHULb XpaHeHua (eauHUUbl y4yeTa)
CTaBUTCA oTMeTKa "Bblbbino".

MoeAVMHUYHbIA YyYeT OCyWecTBAAETCSA NyTeM 3aKpenseHus 3a Kaxabm genom (eauHuueih XpaHeHus)
CaMoOCTOATENIbHOrO HOMepa.

CyMMapHblil y4YeT gen, OOKYMEHTOB B ONUCAX AOCTUraeTCA COCTABAEHUEM UTOroBOW 3anucu K OnucAm
. B nTOroBoi 3anucu yKasbiBaeTCA KOAMYECTBO e€AMHUL, XpaHeHua (uudpamum v B KpYribiX CKOOKaxX -
Nponucbi), MNepBblii U NOC/AEAHWA HOMEpa eAUHWUL, XpaHeHUA MO CBOAHOW OMNUCM, OroBapuBAKNTCA WMMeHWwWwMecs
Nponyckn HOMEPOB, eAWHWULb XPaHEHMA C JINTEPHbIMA HOMepamu, BblObiBWME efUHULBI XpPaHEHUA.

3aKOHYEeHHble onucK aen, LOKYMEHTOB COCTOAWMe U3 rofOBbIX pa3fefioB, UMewT oblyl MTOroByH
3annucb KO BCeW OMUCKU B LIeJIOM.

Kaxgoe uamMeHeHue obbema geni, AOKYMEHTOB B OMWCU, CBSI3aHHOE C BblbLITUEM, MNOCTYMNJIEHUEM,
obbefuHeHneM MaM pacGopMUpoBaHMEM fes, Ha OCHOBAHUW COOTBETCTBYHWMX LOKYMEHTOB OTpaxaeTcs B
WTOroBOW 3anucu K OMnucwu.

Onucu pgen, JOKYMEHTOB CTPYKTYpPHbIX MOAPA3AeNieHUi OpraHuW3auuMu cayxaT YyYeTHbMU AOKYMeHTaMu
[0 COCTaB/IEHUA COOTBETCTBYHIWEN CBOAHON OMWUCKU Aen, MoC/e Yero MoanexaT XpaHeHuw B gesne ¢oHAa Ao
nepefayn fen 3a 3TU rofbl Ha MOCTOAHHOE XpaHeHWe B rOCYAAapCTBEHHbIN apXUB WAW BblAeNeHUA K
YHUYTOXEHUIO;

3) nucT-3aBepuTenb Aena, no ¢opMe COracHO MPUAOXeHW 24 K HacToAwum MMpasunam,
npefHa3HayYeHHbId ANA yvyeTa KO/AMYecTBa NUCTOB B Aese;



4) nacrnopTa apXxvMBOB OpraHuWsauuit no dopme COrnacHO MNpUIOXeHUAM 25-28 K HacToAwuMm lMpaBunam;

5) neno ¢oHAA - KOMMJIEKC AOKYMEHTOB Mo ucTopuu ¢oHpgoobpasoBaTend u ¢oHaa, BedeTcs Ha
KaXAblh apXWBHbIA GOHA,.

ApXVB OpraHusauuu BrnpaBe BeCTU BCMOMOraTesibHble yYeTHble JOKYMEHTbl, KOTOopble BeAyTcsA Ha
6yMaxHOM M/WAU DNeKTPOHHOM HOoCUTesne.

219. KHMra y4yeTa NOCTYN/JeHUA M BbIGLITUA LOKYMEHTOB NpeAHa3HayeHa ANA y4eTa BCeX TeKywux U
uToroebix (Ha 1 sHBapsA KaxAoOro roga) W3MeHeHWW B cocTaBe M obbeme apXUBHbIX (POHAOB U Aen. KHura
yyeTa MOCTYNaeHUA W BblbLITUA AOKYMEHTOB CJ/YXMT OCHOBOM ANA COCTaB/AeHMA nacrnopTa apxuBa
opraHusauuu.

Kaxpoe nocTtynneHue uau BbIObITUE nonydvaeT CaMOCTOATENbHbIV HOpHﬂKOBHﬁ HOMep .

EC/M MOCTYNNeHUe COCTOUT U3 AOKYMEHTOB HECKOJIbKUX apXMBHbIX (POHAOB, TO AAHHble MO Kaxaomy
apxuBHOMY ¢oHAY (HaMMeHOBaHME apXUBHOTO GOHAA, €ro HOMep, MpU HaNMYMM M TaK Aajee) 3anucbiBawTCA
C HOBOW CTPOKM 3a TeM Xe MopALKOBbIM HOMEPOM.

ExerogHo B KHUre y4yeTa NOCTYMNJIeHUA " Bbl6bITUA AOKYMEeHTOB noABOAUTCA WUTOI KosimyecTBa
nOoCTYNUBWNX WU BbIObIBWKMX 33 oA AOKYMEHTOB.

220. [Jleno ¢oHAa BedeTCA Ha KaxXAbll apXWUBHbIA GOHA. B HEro BK/AKWYAKNTCA AOKYMEHThl, OTpaxaiwlme
UCTopui opraHusauun-doHaoobpasoBaTensa M ee apxuBHoro doHAaa:

1) ucTopuyeckas cnpaska;

2) cxemMa cuCTeMaTu3auuu apxuBHOro ¢oHAa;

3) NMCTbl NPOBEpPOK;

4) onucu Aen CTPYKTYpPHbIX MOApa3fefieHuit opraHusaumm (40 nepefaydu fen 3a 3TU rogpl Ha
NOCTOAHHOE XpaHeHWe B FOCYAApCTBEHHbIi apXUB WAWU BbiAeNeHUA K YHUYTOXEHU) ;

5) aKTbl nepeaayu gen, AOKYMEHTOB Ha MOCTOSHHOE XpaHeHMe B COOTBETCTBYWWWA FOCYAAapCTBEHHbIN
apxuB;

6) aKTbl O BblAae€/IeHUN K YHUHTOXEHUKW AOKYMEHTOB, He noajsexawux XpaHeHUW;

7) KapTo4kuM yyeTa HeobHapyXeHHbIX APXWUBHbIX AOKYMEHTOB;

8) aKTbl O NMpPOBEAEHUN MPOBEPOK HANMYMA M COCTOAHWA OeNn U Apyrue AOKYMeHTbl, duKcupylume
W3MEeHeHUs B CoCTaBe U obbemMe apXMBHOro QOHAA, BKWYAKWTCA B Aefo ¢poHAA TONbKO C OTMETKOMR o



BHECEHUU WU3MEHEHUI BO BCE Yy4YeTHble JOKYMEHTbl apxuBa OpraHu3auuu. AKTbl HyMepywTcAa B npepenax
apxuBHoro ¢oHaa Mo BuAaM akTOB B BaJiOBOM MOpsAKe.

Bce AOKYMeHTbl B Aefie apxMBHOro poHAa pacnonaranTca B XPOHOMOrMYeCcKOoW mnocsefoBaTeNbHOCTH
WX COCTaB/eHUs. Ha AOKyMeHTbl Aena GoHAa COCTaBAAETCS BHYTPEHHSA OMUCb, JIMCTHl Aefla HyMmMepywTcs, K
geny ¢oHAa COCTaBNSAETCS 3aBepuTesbHas Haanucb. o Mepe MoMnofHeHMA (oHAA 3aBepuUTeNibHas HaAnucb U
BHYTPEHHSA OMUCb NepecocTaBNAwTCA.

Kaxgomy feny doHAa npucBauBaeTCcA HOMep COOTBETCTBYHIEro apxuBHOro ¢oHaa.

221. NacnopT apxuBa OpraHusauunm COCTaBNAETCA eXerofHo U OAMH pa3 B Tpu ropja nepepaerca B
COOTBETCTBYHWMIA rOCYAApCTBEHHbI apXuB ANA AanbHelwero BHeceHuAa cBefeHuidh B CBoA (KaTanor) pAaHHbIX
O COCTaBe U CoAepXaHUU AOKYMEHTOB HauUMOHANbHOFO apXMBHOTro GoHAA M UCTOYHMKAX €ro nonosHeHusa (
nanee - CBof), BeAeHUWe KOTOPOro npeaycMOTpeHo 3akoHoM Pecnybsvku KasaxcTaH "O HauuoHasbHOM
apxuBHoM doHAe u apxuBax" .

Maparpa¢ 2. MopAaaoK yyYeTa Hay4YHO-TEXHUYECKOW, 3JIeKTPOHHOW AOKYMEHTauuu

222. Kaxpas egvHuua ydeTa HAy4yHO-TeXHUYeCKOW AOKYMEHTAUWW, MOMMMO OCHOBHBIX PEeruCTpPaLMOHHbIX
JOKYMEHTOB perucTpupyetca U Yy4YuTbiBaeTCA B MHBEHTAPHbIX KHUFAX W KApTO4YKax perucTpauuu
Hay4YHO-TeXHUYEeCKolW AOKyMeHTauuu no ¢opmam coOrnacHo npuaoxeHusm 29,30 Kk HacToAwum [lpasunam.

Uenam y4yeTa Hay4HO-TEXHUYECKOW AOKYMEHTAUUW CAyXaT nepeyvyHu MPOeKTOB, NpobaeM HAyYHO-TeXHU4ecKown
OOKYMEHTauMM Mo KOTOpbIM NOANEXMT nepefada Ha MNOCTOSIHHOE XpaHeHue.

223. WHBeHTapHble KHUIUM 3anoJSIHAKNTCA Ha OCHOBAHWM OaHHbIX OCHOBHOWN Hapnucu HepTexeﬁ,
TUTYNbHbLIX TNCTOB.

224. Ha noasvHHMKax M AybnvkaTax NpPOEKTHOM, KOHCTPYKTOPCKOW, TEXHONIOrMYeCKOW AOKYMEeHTauuu
, COCTOAWWX U3 HECKONIbKUX JIMCTOB, WHBEHTApHbIM HOMEp MpoCTaBNAETCA Ha KaxAaoM SuUCTe.

225. VHBEHTapHble KHUMM BeayTcA OTAENbHO MO KaxAOMy BMAY HAyYHO-TEXHMYeCKOn JoKymeHTauun (
NpoeKTHasA, KOHCTPYKTOpPCKaA, TEXHOMOruM4yeckan, Hay4yHO-UCCNefoBaTeNbCKasA, MAaTEHTHO-JIMLEH3UOHHAA).

226. PerucTpauus MOAJIMHHUKOB MPOEKTHOW AOKYMEHTAUMM MPOU3BOAUTCA MO OTAE/IbHbIM
CaMOCTOATE/IbHBIM YacTAM MO Mepe MNOCTYNAeHWs npoekTa.

OTpenbHble MWHBEHTApHble KHUIM BeayTCA Ha:

1) NOANMHHMKKU NPOEKTHON [AOKYyMeHTauuu;

2) KOMUU NpPOEKTHbIX AOKYMEHTOB JApYruX OpraHu3auuii;

3) Tunosble MPOEKTHI.



Pernctpauma KOMWMWHOW MPOEKTHOW AOKYMEHTauuu NpouU3BOAUTCA MO COPOWHPOBAHHLIM TOMaM B
KapToykax y4eTa.

227. [nA KOHCTPYKTOPCKOW M TEXHONOTrMYeCKOW AOKYMEHTAUUMU WHBEHTApHble KHWUIMM yyeTa
NOA/IMHHUKOB W YepTexen, NoCTynawwux OT APYruX OpraHusauui, BeayTcA OTAENbHO Ha u3penus
OCHOBHOIO M BCMOMOraTe/IbHOrO NPOU3BOACTBA.

MpUHATbIE MOANMHHUKU KOHCTPYKTOPCKOW U TEXHONOrUYECKOW AOKYMEHTauuu perucTpupywTcs MOSUCTHO
no ysnam.

Konuu KOHCTPYKTOPCKUX M TEXHONMOTUYECKUX AOKYMEHTOB, MPWHATbIE OT APYruX OpraHu3auui,
perucTpupywTCcs B OTAE/IbHON MHBEHTApPHOW KHUre M B KapTO4kKax yyeTa, KOTOpble COCTaBAAWTCS Ha
Kaxayw nanky, anbbom WM OTAENbHbli AOKYMEHT.

228. [nA y4eTa Hay4HO-UCCNefOBaTeNbCKON AOKYMEHTauun BeAyTCA OTAeSibHble UHBEHTapHble KHUMM
no dopme cornacHo npuaoxeHuw 31 K HacToAwum lMpaBunam.

229. MNaTeHTHasA AOKYMeHTAUMs perucTpupyeTcsa B XypHanax perucTpauuy 3asaBOK Ha Bbioayy
naTeHTa Ha u3o06peTeHue Mo ¢opMe COrnacHO MPUOXEeHW 32 K HacToAwum lMpaBunam.

230. CBefeHMA O KaxAoil efAuHULE y4yeTa 3/IeKTPOHHbIX AOKYMEHTOB BBOAATCA B Y4YeTHyw 6asy
JaHHbIX WM B YYeTHYHl KapTouyky Mo ¢opMe COrjacHO MpUIOXeHW 33 K HacToswum [paBusiam.

JNIeKTPOHHble AOKYMEHTbl YYMTHIBAWTCA B COCTaBe apXWBHOro ¢oHAa opraHusauuu-¢poHfoobpasoBaTens
Mo OMUCAM 3NeKTPOHHbIX AOKYMEHTOB MOCTOAHHOINO XpaHeHWs, eAWHULAM y4yeTa WM eauHUUAM XpaHeHus.
WHPOPMALIMOHHBIA 06bEM AOKYMEHTOB Ha 3/IeKTPOHHbIX HOCUTENnAX WHGOpMauMM yKasbiBaeTcs B Merabaintax (
panee - M6T).

231. MNocCTynaeHus 3NeKTPOHHbIX AOKYMEHTOB Ha BpPeMeHHOe XpaHeHWe B 3/IEKTPOHHbI apXus
OpraHu3auun y4YuTbiBAaWTCSA B ObWel KHUIre NOCTYMAeHUA U BbiObITUA AOKYMEHTOB. KOnM4ecTBO AOKYMEHTOB
KaXAOro MOCTYM/NEHUA WM BbIOBITUA, A TakKKe B eXerofHblX M HapacTawwum UTOroM 3anucAX yKasbiBaeTcA
Apobbl - B eauMHMUAX yyeTa/eauHuuax XpaHewusa/MOT.

232. W3MeHeHMe KOJIM4YecTBa eAMHUL, XpaHeHUA Wu/Uanm UHPOPMAUMOHHOTrO ObbemMa 1eKTPOHHBIX
[OKYMEHTOB, Mpou3oWeaUnMx B pe3y/bTaTe Mnepe3anucu Ha HOBble HOCUTENM MAn Murpauuum (KOHBepTUMpOBaHMUA
), duKCcUpywTCs B akTe O nepesanucu M Murpauum no Gopme COrfiacHO MPUNOXEHUH 34 K HACTOAWMM
MpaBunam, B HOBOW MTOrOBOW 3aMWCU K OMUCU 3SNIEKTPOHHLIX AOKYMEHTOB.

233. B nacnopTe apxuBa OpraHusauuMu, XpaHAWEro 3/eKTPOHHble AOKYMEHTbl, Y4YUTbiBATCA
cneundpuyeckme MHPOPMALMOHHBIE pecypcCbl, He WMellwue aHasoroB Ha OymMaxHbIX HOCUTenAXx.

MacnopT cocTaBAAeTCA eXerofHoO W OAMH pa3 B TPpU roja nepepaeTca B COOTBETCTBYHWWIA
rocyfapCTBeHHbI apxXvWB ANA [ajibHeilwero BHeceHuA cBegeHui B CBOA,.



234. XypHan y4eTa MuUrpauumit M nepesanucein 3NeKTPOHHbIX AOKYMEHTOB ABAAETCA BCMOMOraTesbHbIM
y4eTHbM [JJOKYMEHTOM.

Maparpa¢ 3. Mopagok y4eTa U BeaeHuA 6a3 AaHHbIX

235. Y4yeTHble 6a3bl AaHHbLIX BefyTCcs B LenAx:

1) COCTaB/leHMA B aBTOMAaTU3UPOBAHHOM peXxume nacnopTa BeAOMCTBEHHONo, 4aCTHOro apxuBa
opraHusauuu;

2) noaoroToBkn B aBTOMAaTU3UPOBAHHOM pexumMme pa3ZIMHHOINo poaa CTaTUCTUHECKUX cBeeHui,
aHa/IMTU4eCKux Ta6nmu, B TOM 4ucae O AWHAMUKE W3MEeHEeHUN 06'bEMaJ COCTaBa U COCTOAHUA apPXUBHbIX
AOKYMEHTOB,;

3) onepaTMBHOro NpeACTaBNEHMA CBEAEHWA O Ha/lMYMM B apXuMBe OpraHu3auuMu AOKYMEHTOB 3a
onpefefieHHbl NPOMeXyTOK BpemeHM.

236. MNepeyeHb peKBU3UTOB y4eTHbIX 633 AaHHbIX COCTABAAETCA B COOTBETCTBUU C OCHOBHbIMU
nokasaTenAMU, OMUCHIBAWLWMMU OBBLEKT y4eTa - apXuBHbli GOHA, eAMHMLA XpaHEeHUA, eauHuua y4yeTa,
rpynna eauvHwuu, XpaHeHuA, eAuHUL y4yeTa, BKJINYEHHbIX B COOTBETCTBYHWIYHW CBOAHYH OMUCb Aern.

237. Y4eTHble 6a3bl AaHHbIX AEWCTBYKWT BO B3aUMOCBA3W C APYTrUMU MHPOPMALMOHHBIMM 6a3amMu AaAHHBIX
, WMewWwuMMMcsa B apxvMBe OpraHuM3auun, M oTBedawT TpeboBaHMAM COBMECTMMbIM C COOTBETCTBYHWUMM
y4eTHbIMU 6a3aMM [AHHLIX FOCYAAPCTBEHHbLIX apXWBOB.

MpeeMcTBEHHOCTb y4eTHbIX 6a3 AaHHbIX U TpaAUUNOHHBIX OCHOBHbLIX Y4Ye€THbIX AOKYMEHTOB
obecneynBaeTCcA UCNONb30BaHMEM B 6a3ax [AaHHbIX peKBU3UTOB OCHOBHbLIX Yy4YeTHbIX AOKYMEHTOB.

238. Y4yeTHble 6a3bl AaHHbLIX 3aMOJIHAKTCA Ha OCHOBE Y4YeTHbIX AOKYMeHTOB. [lna obecnevyeHus
eAnHOoOobpa3nAa 3amnosIHEeHUA U BeAeHUA y4eTHON 6as3bl AaHHbLIX pa3pabaTbiBaeTCA WHCTPYKUMA, OMUcChiBawwWan
cojlepxaHue Kaxaoro pekBuM3MTa W OpraHu3auuw sBedeHua 6a3bl faHHbIX. Mepen Havanom paboThl NMpoBoOAUTCA
LeneBadA BblBepKa y4YeTHbIX JOKYMEHTOB Be[OMCTBEHHOIro, 4acTHOroO apxuBa OpraHu3auuu.

FnaBa 6. Ucnonb3oBaHWe apXUBHLIX AOKYMEHTOB
Maparpa¢ 1. MNMopAfoK OMUCAHUA ApPXUBHLIX AOKYMEHTOB ANA HAay4YHO-CMpaBOYHOrO anmnapaTta

239. ApxuB MpefocCTaBAseT MNOMb30BaTes) Hay4YHO-CMNpaBOYHbIi annapaT (CnpaBoOYHO-MOUCKOBbIE
cpenctBa) (panee - HCA) K apXvBHbIM AOKYMEHTaM (COBOKYMHOCTb OMWCAHWIA apXUBHbIX AOKYMEHTOB,
NpeacTaB/ieHHbIX B apXMBHbIX CMPABOYHUKAX, MNpeAHa3HAYeHHbIX ANA MOUCKA apXMBHbIX AOKYMEHTOB U
cogepxalenca B HMUX LOKYMEHTHOW uHdopmaumm) .

240. KoMmnnekc B3auMMOCBA3aHHbIX U B3auUMOAOMOJIHAEMbIX, CO3[aBaeMblX Ha eanHOWn
Hay4YHO-MeTOAMYECKON OCHOBE, apXMBHbIX CMNPaBOYHUKOB O COCTaBE U COAEPXaHUU apXMBHbLIX AOKYMEHTOB (
cuctema HCA apxuBa) BKJHYAET OCHOBHble apXWBHble CNpaBoOYHWKKM (OMUCb Aen, AOKYMEeHTOB, MNyTeBOAUTENb
, CUCTEeMaTU4YeCKMid KaTanor) u AONOJSHUTEsNIbHblE apXWBHble CnpaBoYHUKKM (ykasaTenb, 0630p).



Lenecoobpa3HoCTb BeAEHWUS AOMOJIHUTENIbHbIX APXMBHBIX CMPAaBOYHUKOB YCTAHAB/IMBAETCA apXUBOM
opraHusauuu.

241. B cuCTeMe Hay4HO-CMPaBOYHOrO anmnapaTta peanu3yeTca NPeemMCTBEHHOCTb Y4YeTHO-CMpPaBOYHOrO
annapaTa, CO343aBaeMoro B Ae/IONpOM3BOACTBE M apxuMBax OpraHu3auuii, ero coBMelleHUMe C CUCTeMoi
Hay4HO-CMpaBOYHOro annapaTa rocyaapCTBEHHbIX apXWBOB.

MpeemMCcTBEHHOCTb CUCTEMbl Hay4yHO-CMpPaBOYHOrO annapaTa apxXWMBOB OpraHW3aLuuM OCHOBLIBAETCA Ha
eMHCTBe TpeboBaHWn U MPUHLUMNOB ee MOCTPOEHUS.

242. OnucaHue apXMBHbIX AOKYMEHTOB (cCo3AaHue WHPOpMaLMUW ANA APXMBHLIX CNPaBOYHUKOB)
NpOBOAMTCA Ha TpPex YpOBHAX:

1) apxuBHbiii QOHA;

2) eAuMHMUA XpaHeHuA/eauHuUa y4deTa;

3) apXxuBHbIN AOKYMEHT.

243. OcHoBo# APXUBHOI0O CnpaBO4YHUKa ABNAETCA oOnucaTe/ibHaA CTaTbA, B KOTOpOVI n3narawnTcAd
cnepywuue ceegeHuA:

1) waeHTudMuupywme uMHGopMauui (Ha3BaHWE U CrNpPaBOYHble AAHHbIE apXWBHOro ¢oHAA, eauHWLB
XpaHeHUA/eauHULBl y4YeTa, apXMBHOTO AOKYMEHTa);

2) 0 cocTaBe U copepxaHuu UHbOpMaLUM;

3) 06 ycnoBuAX AOCTyNa U YCJOBMAX WCMOMb30BaHMA MHGOpMALUK;

4) no ucTopum apxusHoro doHza (AN YPOBHA aApXMBHOro ¢oHAQ) .

244. TMpu HeobXOAUMOCTM B OMUCATENbHYKW CTaTbl BK/IKYAWTCA AOMNOJIHUTENbHbE CBEAEHUA O
MEeCTOHaXOXAEHUN OPUTMHANOB, O HaJIMYUM apXMBHLIX LOKYMEHTOB (QoHAoOOpa3oBaTenda B coCTaBe ApPYrux
apXMBHbIX (OHAOB M MecCcTax MX XpaHeHusa, 6ubnvnorpadua u ppyrue.

245, OnucaTenbHas CTaTbA apXMBHOIO CMpaBOYHMKA Ha YPOBHE apXWBHOro ¢oHAa BKJOYaeT:

1) Ha3BaHWe apxuBHOro GoHAa;

2) cnpaBoYHble faHHble 06 apxuBHOM ¢oHAe. CrnpaBoyYHble AaHHble 06 apXUBHOM ¢OHAE COCTOAT M3
o/leMeHTa apxuBHoro wuppa (Homepa ¢doHAa), obbemMa apXUBHOrO GOHAA B eAMHULAX XPaHEHMA U/uau
eIMHMLAX y4yeTa Mo BMAAM LOKYMEHTaUMW, KpaiHUX AAT apXMBHLIX AOKYMEHTOB MO KaXaoMmy Buay
LOKYMEHTaLUuUK, MNepeyHs UMewwerocs BHYTPUPOHAOBOro HAyYHO-CMNPaBOYHOrO annapaTa;



3) ucTopuyecKkykw cnpaBky K ¢oHAy. WcTopuyeckas cnpaBka K ¢oHAY COCTOUT M3 MHPOpMaLUM Mo
ucTopum ¢GoHpoo6pasoBaTeNAa U UCTOPUU apXUMBHOTO GOHAA.

CBegeHua no uctopun doHpoobpasoBaTens BKAWYAT - AaTbl ero obpasoBaHUs, MNepeuMeHOBaHUA,
peopraHusauuun, AuKBUAAUWW, BEAOMCTBEHHYKW MPUHAANEXHOCTb, CTPYKTYpY M QYHKLMM, HA3BaHUA
opraHusauun-npeawecTBeHHUKA WM MpaBonpeeMHuKka. CBeAeHua o ¢oHAoobOpa3oBaTene apxMBHOro ¢GoHAa
JINYHOT O MPOUCXOXAEHUA BKJWYAWT ero kpaTkue 6uorpaduyeckue paHHole (dpamunusa, uMMmsa, OTYHeCTBO,
nceBAOHUM, AeBUYbA QamMunva, AaThl XM3HU, npodeccusa, AaHHble O C/YXebHOW M obluecTBEHHON
AeaTenbHOCTU) . [lnA apXxuMBHOro ¢GoHAa CeMbW, poAA aHaNOrUYHble CBEAEHWUS JANTCS O KaxAoM U3
poACTBEHHUKOB. [N 06beAMHEHHOrOo apXMBHOro $oHAA COCTaBAseTCs obwasa ucTopuyeckaa cnpasBka.

CBeAeHUs Mo UCTOPWUM apXMBHOTO QOHAA BKJKWYAWT ATy ero MNocTyrnjieHWs B apxuB, O6bem W
KpaiHue [aTbl apXMBHbIX AOKYMEHTOB, CTeneHb UX COXPAHHOCTU, OCOBEHHOCTU GOPMUPOBAHMSA, OMUCAHUA U
cucTemaTU3auuM, WMHOOPMaUMK 06 M3MEHEHUAX B COCTaBe U obbemMe apXMBHOro GOHAA U UX MPUYUHAX, O
Ha/IM4uN apXMBHbIX AOKYMEHTOB ApYrux opraHusauumin uaum nuy (GoHAOBble BKIHEHMA), O cOoCTaBe
Hay4HO-CMpaBOYHOrO annapaTta K apxuBHOMYy ®OHAY. [J1S apXMBHON KONNEKUWU YKa3bIBAWTCA CBEAEHUA O
BpPEMeHW, YCNOBUAX, NPUYMHAX ee CO3[aHuA, NpUHUMNAX GOPMUPOBAHUA, MECTOHAXOXAEHUU KOANEKUUU A0
NOCTYN/IeHUA B apXuB, COCTaBUTesNe.

NUcTopuyeckas cnpaBka K GoHAY AOMNOAHAETCS MNpU U3MeHeHWUM obbeMa apxXWMBHOro ¢oHAa, a Takxe B
C/lyyae peopraHu3auuu, M3MeHeHWs CTpyKTypbl, ¢yHKuMi doHmoob6pasoBaTens u ToMmy nomobHoe;

4) aHHOTauUMI O COCTaBe U COAEPXAaHWU AapXUBHLIX AOKYMEHTOB. AHHOTALMSA O COCTaBe WU COAEepXaHWuu
APXMBHbIX JOKYMEHTOB apXWBHOro ¢oHAa BK/WYAeT KpaTKyWw O6O6WEHHYHW XapaKTepUCcTUKy STUX AOKYMEHTOB
no BMAAM W UX COAEpXaHWs MO TeMaM, OTpPaxXawWuM HanpaBfieHUs AeATeNbHOCTU ¢oHAoobpa3oBaTend, C
YKa3aHMeM XPOHOJOruu TeM U 0b6o3HayeHueM uUx reorpaduyeckux (aAMMHUCTPATUBHO-TEPPUTOPUASBHBIX)
rpaHuu;

5) WHbopMauuio 06 YCNOBMAX LOCTYyMa W WUCMNOJb30BaHWA. YC/JOBUA JOCTYMa K apXWBHbIM AOKYMEHTaM
apXMBHOro GoHAA M UX MCMONb30BAHMA BKAWYAWT CBEAEHUA O HANM4YWUU apXUBHbLIX AOKYMEHTOB, AOCTYM K
KOTOpbIM W MOPAAOK WX WCMO/Mb30BAHMA OrpaHUYeHbl 3aKOHOA4ATEeNbCTBOM PecnybaMku KasaxcTaH wiau
doHaoo6pasoBaTeneM, a Takke CBeAEHMA O HANUYMKU MOAJMHHUKOB 0CO60 LEHHbIX AOKYMEHTOB, B TOM 4ucCie
LOKYMEHTOB, OTHECEHHbIX K 06beKTaM HAUMOHANbHOrO AOCTOAHMA Pecnybauku KasaxcTaH M AOKYMEHTOB,
HaxoAAWMXcA B HeyAaoBIETBOPUTENIbHOM PU3MYECKOM COCTOAHUMU, O HaAU4YUM (oHAA MOJIb30OBaAHUA;

6) 6ubnuorpadu. bubnuorpadma K apxumBHomy GOHAY BKAWHAET CMUCOK CMPaBOYHUKOB MO AAHHOMY
doHAY ¥ NOodOHAOBBIX AOKYMEHTaNbHbIX NMYO6JUKALMA, BbINOJHEHHBIX Ha €ro OCHOBeE.

246. OnucaTenbHasA CTaTbfA apXMBHOIO CMNpPaBOYHMKA HA YPOBHE eAWHWUbI XpaHeHUA/eAuHUUbl y4yeTa
BK/IWYaeT:

1) nopAAKoBbIi HOMEp eAuHWLUbBl XpPaHEeHWUA/eAuHUUbl y4YeTa;

2) CcTapblii MHBEHTapHbIN HoMep;

3) 3arofioBoK eAuHMUbl XpaHeHWA/eauHuUbl yyeTa.



3aronoBoK eAuHULbl XpaHeHuA ynpaBnqueCKoﬁ OOKyMeHTauun, eauHuubl XpaHeHUA apXUBHbIX
AOKYMEHTOB JINYHOIO NPOUCXOXOAEeHUA BKIHWYaeT:

HanMeHoBaHMe BuAa apXUBHLIX AOKYMEHTOB;

aBTopa (OB) apxuBHbIX AOKyMeHTa (0B);

agpecaTta (oB) wauM KoppecnoHAeHTa (OB), KOTOpbIM HampaB/ieHbl, WAM OT KOTOPbLIX MOSYYeHs
LOKYMEHTbI;

BonpocC wau npegmeT, Ha3BaHUA CO6bITVIF|J ¢aKTa, MeCTHOCTH, ¢ammnmm n MHUUKManoB nuua, K
KOTOpPbIM OTHOCUTCA coepXaHue yKa3aHHbIX OOKYMEHTOB;

[aTbl COBLITUN .

B cny4ae oTcyTcTBMUA HeobxoAMMbIX CBEAEHU B 3aro/loBOK BKJIWYAETCHA MOACHAWWaN MH¢OpMauMH -

aBToOp He ycTaHoBneH", "6e3 paTtbl", "He paHee..r." u Tak panee.

3arosioBoK eAMHUUbI XPaHEHUA MPOEKTHOW WM KOHCTPYKTOPCKOW AOKYMEHTauuu BKAWYaeT wudp
obbekTa, HaumeHOBaHWe npoekTa, CTaAulw, 4acTb, HOMep TOMa, aBTOpa, roJ OKOHYaHWA pa3paboTku.

3arofnoBoK eAMHWLb yYeTa KMHOBUAEOAOKYMEHTA BKJ/WYaeT aBTOPCKOe Ha3BaHue oOunbma,
CneuBbiNyCcKa, KWHOXYpHana WAM Ha3BaHue CO6bITUS, OTPAXEHHOro B KUHO - WM TesnecwxeTe, AaTy
NpOM3BOACTBA M/WAM AAaTy CbeMKU, GaMUAUM U MHULMAMLI pexuccepa M/Wau onepaTopa CbeMKu, SA3bIK
LOKYMeHTa.

3aronoBoK eaMHMUb y4eTa (OHOLOKYMEHTa BKJ/WYaeT Ha3BaHWe M XaHp (OHOAOKYMEeHTa, Ha3BaHue,
MeCTO U AATy OTPaXeHHOro cobbiTusA. MpuU OTCYTCTBUM Ha3BaHMA (OHOLOKYMEHTA YKa3biBaeTCSA OCHOBHOE
collepxaHue Tene - WAM paauonepefadn, BhICTYnaeHuA, 6ecedbl M Apyroe. 3aronoBOK eAMHWLBI yyeTa
GOHOOOKYMEHTa, cofepxallero 3anucb MNpPou3BeAeHMA NUTepaTypbl U UCKYCCTBa, BKAWYaeT Ha3BaHue
npou3BefeHUA M ero XaHp, MepByw CTPOKY TeKCTa, KOoTopaAa 3aK/wn4yaeTcA B KaBblYKu, ec/u
GOHOAOKYMEHTOM ABMAETCA He MUMelllee aBTOPCKOro Ha3BaHMA M He ony6/JMKOBaHHOe paHee npou3BedeHue,
GaMuAMKM M MHMUMANLI aBTOPOB U/WAU UCMONHWUTEeNei, Kak caMoro npousBefeHuUs, Tak M ero obpaboTok,
nepesoxeHuit, nepeBofoB, A3blKk GOHOAOKYMEHTA.

3aro/ioBoK eAauHUUbl XpaHeHus (GOTOAOKYMEHTA BKJ/IWYAET onucaHuve u3obpaxeHus UM Ha3BaHue
¢oToanbboma, cnainpa, HeraTuBa, OGaMUAUK W WMHULMANLI aBTOpa, MeCTO U AATY CbEMKMW;

4) cnpaBoO4Hble AaHHble O eguHuue XpaHEHMH/EAMHMue ydyeTa, KOTOpble COCTOAT:

U3 3/eMeHTOB apxuBHoro wudpa (Homepa ¢oHAa, HOMepa OMUCU Aefl, LOKYMEHTOB, HOMepa eAMHWLbI
XpaHeHUa/eauHuubl yyeTa);



U3 obbema eAuHUUbl XpaHeHuA/eauHuubl y4eTa (418 apXMBHbIX LOKYMEHTOB Ha OyMaxHoOW OocHoBe -
KONNYeCTBO JIMCTOB, [ANA KUHO-, BUAEO-, POHOAOKYMEHTOB (B 3aBUCUMOCTM OT BMAA) — KOJMYECTBO
eAVHUL, XpaHeHWA B eAMHMULE y4eTa WAU eAMHUL, yyYeTa B eAMHULE XPaHeHUA, MeTpax, XPOHOMeTpax, Bpems
3By4YaHuA (B MMHYTax M CeKyHAax), ANA GOTOAOKYMEHTOB — KOJMYECTBO HEraTWBOB, COCTaBAAWWMX
eAVHULY XpaHeHuA, ans GoToanbboMoOB - KoAMYecTBO GOTOOTNEYATKOB);

n3 KpaﬁHMX AAT apXuUBHbIX OOKYMEHTOB, ANA ayAWOBU3YaJibHbIX OOKYMEHTOB - OaTbl 3anncun unu
nepe3sanncu;

5) W3 yKasaHUA Ha MOAJNMHHOCTb/KOMUAHOCTb;

6) N3 yKa3aHuAa BUAA HOCUTeNA UIu cnocoba BOCrnpousBeneHuA. B kavecTBe BUOOB MaTepuanbHOro
HOCUTeNnAa eaAuHULUbl XpaHEHMH/EAMHMHH ydeTa nNpun ONUCaHUM YKa3blBaWTCA:

AnAa ynpaBnqueCKoﬁ OOKYMEeHTauMn un apxXmBHbIX AOKYMEHTOB JINYHOIO NPOUCXOXOEHUA - 6ymara,
KanbKa, neprameH un TaK Aanee;

AnAa GOHOAOKYMEHTOB rpaMMOPOHHON 3anucu - mMaTepuan HoCuTens;

AnA ¢OHOAOKyMEHTOB MArHUTHOW 3anNUCuU — TUMN MAarHUTHOW NEeHThl;

AnAa BnoeonoKyMeHTOB - ¢opmaT 3annucu;

ana doTo- M KMHOAOKYMEHTOB - dopMaT M OCHOBA MJIEHKU, LBeTonepenava;

ANA 3NeKTPOHHbIX AOKYMEHTOB - KOMMNAaKT-AUCK n/vnu Aperﬁ HOCUTENb;

7) ycnoBus AJOCTYMa M UCMONb30BaHMA apXMBHbIX AOKYMEHTOB, A3blK, BHEWHWE OCOBEHHOCTH.
YcnoBus [oCTyna K eAWHULAM XpaHeHuAa/eAWHUMLaM y4YeTa U UX WUCMONb30BaHUA BKJYAWT CBEAEHMA O
Ha/ZIMYUN APXUBHBIX JOKYMEHTOB, AOCTYMN K KOTOPbIM U MOPSAAOK WX MCMOJNb30BaHMA OFpPaHUYEHD
3aKoHoAaTenbCcTBOM Pecnybnumku KasaxcTaH unau doHpoobpasoBaTeneM, a Takke CBeAEHUA O HaAu4duu
NOANIMHHUKOB 0CO60 LEHHbIX AOKYMEHTOB, B TOM 4UC/e [OKYMEHTOB, OTHECEHHbIX K ObbekTam
HaUMOHaNbHOrO AOCTOAHUA Pecnybnuku KasaxcTaH M AOKYMEHTOB, HaXOAAWWXCA B HeyLO0BJeTBOPUTESIbHOM
dU3M4YeCcKoM COCTOAHUM, CBeAeHUA O Hanu4uum GoHAa NOSb30BaHUA, O A3bIKE U BHEWHUX O0COBEHHOCTAX
apXMBHbIX [OKYMEHTOB, O Hanu4uum HCA K eauHuue XpaHeHua/efuHuue y4yeTa.

OnucaTenbHaa cTaTbA [AONOMHAETCA Ha3BaHMEM apXUBHOro GoHAa WM ero CTPYKTYpHOiM 4YacTu (onucu
Aen, JOKYMEHTOB), aHHOTauuen OTAeNbHbIX apXMBHbIX LOKYMEHTOB WAM MX FpyMn AaHHOW eAWMHULb XpaHeHuA
/eluHnLBl yyeTa.

247. OnucaTenbHasa CTaTbA apXMBHOIMO CrpaBOYHUKA Ha YpOBHE apXMBHOIO AOKYMEHTa BKW4YaeT:

1) 3aronoBok. 3arosioBOK apXWMBHOr0O AOKYMEHTa BKJ/WYAeT - HaMMeHOBaHWEe BUAA aPXMBHOTO
LOKYMeHTa, aBTopa, aApecaTa WAM KOppecrnoHAeHTa, KOTOpPOMY HampaB/ieH WAW OT KOTOPOro MnoayyeH



OOKYMEHT, BOMpPOC WAM npegmeT, cobbiTue, ¢akT, /AMUO, Ha3BaHUE MECTHOCTU, K KOTOPbIM OTHOCUTCSA
coflepXaHue YKa3aHHOro JAOKYMeHTa, AaTy cobbiTua. B cnydae OTCYTCTBUA HEOOXOAUMbIX CBeAeHWi B
3aro/IoBoK BK/WYAeTCA MOACHAWWaa uHbopmaumsa - "aBTop He ycTaHoBneHn", "6e3 pgaTtbl". Mpwu
HeobXoAUMOCTMU 3aronoBOK AOMOJIHAETCA aHHOTauuen, pacKpbiBakweihd He OTpaXeHHoe B 3arosoBke
cofepxaHue AAHHOIrO AOKYMEHTa;

2) cnpaBoYHble faHHble 06 apXMBHOM AOKyMeHTe. CnpaBoYHble AaHHble 06 apXWMBHOM AOKYMeHTe
COCTOAT W3 3/eMeHTOB apxuBHoro wudpa (Homepa ¢oHAa, HOMepa OMUCU AeNl, LOKYMEHTOB, HOMepa
eIMHWLBl XpaHeHWUA/eanHULpl y4YeTa, HOMEpOB JIMCTOB), obbema (KOMYECTBa JIMCTOB) apXMBHOIO AOKYMeHTa
, ZaTbl ero cospaHus;

3) yKasaHue Ha MNOAJIMHHOCTb/KOMUAHOCTL

4) Bua HocuTena (uMnum cnocob BocCnpousBedeHUS);

5) ycnoBuA [JOCTyna M UCMOMb30BaHUA. YC/NOBMA JOCTYNa K apXMBHOMY [OKYMEHTY M WUCMONb30OBaHWA
BKJ/INYAWT CBEAEHWA O HaJIM4UMU OrpaHMYEHUn Ha AOCTYM U OrpaHUYeHUMn NO MCMNOJb30BaHWUI, YCTAHOBJIEHHbIX
3aKoHoAaTenbcTBOM Pecnybnuku KasaxcTaH uau poHpoobpasoBaTeseM, a Takke 06 OTHeCeHWM ero K 4ucny
0C060 LEHHbIX JOKYMEHTOB, B TOM 4YuC/e, [AOKYMEHTOB, OTHECEHHbIX K 06beKTaM HauWOHaNIbHOro LOCTOAHUA
Pecnybnukn KasaxcTaH M JOKYMEHTOB, HaXOAAWWXCA B HEYAOBNETBOPUTENbHOM (PU3NHECKOM COCTOAHUM,
CBeAeHMA O Hann4mm ¢oHAa MONb30BaHWA, O A3blKe U BHEWHUX OCOBEHHOCTAX apXMBHOrO AOKYMEHTa, O
BKJIOYEHUU MHPopMauum o Hem B cucTemy HCA.

Mpn co3paHun HCA apxuB y4uTbiBaeT He TONbKO obume TDE6OBaHVIF| K COCTaB/iIeHUH onucaTesibHbIX
cTaTen APXUBHbLIX CMpaBOYHUKOB, HO WU 0CO6EHHOCTM MOAFOTOBKM UX KaxAoro Tuna v Buaa.

248. MNpu coCTaBNieHUU 3arosioBKa eAMHULbI XPaAaHEeHUA HeobXoAMMO Y4YUTbIBaTb, KakKuWe SNeMeHTbl U KX
COYeTaHUA NONOXeHbl B OCHOBY ee GOpMMpPOBaHUA, B COOTBETCTBUM, C 4eM U GOpMyupyeTCsa ee 3arosioBOK
. B cBA3n ¢ sTuUM:

1) BWA eAuHWUbl XpaHeHua (peno, nepenucka, AOKYMeHTbl, peecTp, anbboMm, XypHaa, KHUra u
apyroe) wnau Bua (pa3HOBUAHOCTb) AOKYMEHTOB (MPOTOKOJMbI, AOKAadbl, MPWUKAsbl, OTYEeTbl, AKThbI
BOCMOMUHAHUA, CTaTbW, POMaH, 3anuCHble KHUXKM M ToMy nogobHoe), XapakTepusywuue COCTaB eauHMUbI
XpaHeHWA, YKa3blBaWTCA B Hayajle 3aroJioBka;

2) 3arosioBKuM CynebHbiX, CNeACTBEHHbIX, JIMYHbIX, MEPCOHAsIbHbIX, APOUTPAXHbBIX U APYruxX Aen,
coepxawnx AOKYMEHTbl, CBA3aHHblE MOC/Ief0BATE/bHOCTbLI AESIONPOU3BOACTBA MO OAHOMY BOMpOCY,
Ha4uHawTCcAa co cnosa "peno";

3) eauHWUbl XpaHEHUA, COAEpXaWuxX AOKYMEHTbl MO OAHOMY BOMPOCY, HO He CBA3aHHble
nocnefoBaTeNbHOCTbI [LEe/I0NPOU3BOACTBA, HAYMHAWTCA CO C/ioBa "[AOKYMeHTH", a B KOHLE 3aroJioBKOB
YKa3blBalOTCA OCHOBHble BUAbl JOKYMEHTOB. TepMUHOM "AOKYMeHTbl" 0603HayvalTcA Takxe
LOKYMEHTbI-MPUSIOKEHUA K KaKoMy-Mbo obobuawweMy AOKYMeHTY (npukasy, pacnopsaxeHuw, npoTokony). B
doHAAX NIMYHOrO NMPOUCXOXAEHUA 3TOT TEPMUH ynoTpebnaeTca ANA ONUCAHUA Pa3HOPOAHLIX MO BUAY
LOKYMEHTOB, OTHOCAWMXCA K OQHOMY /uuy;



4) ec/NM eAuMHULA XpaHeHUA npeAcTaBnAeT coboil nepenucky, B 3arofioBKe YKa3biBawTCA
opuuUMaNbHble HaMMEHOBAHWA KOppecrnoHAeHTOB M Bonpoc (npeameT) nepenucku. B cnyyae BeaeHus
nepenucku ¢ OAHOPOAHLIMU KOppecrnoHAeHTaMW, B 3arosioBke yKasbiBaeTcs obliee BMAOBOE HaWMeHOBaHWe
KOppeCnoHAEHTOB;

5) u3n0oxeHue Bonpoca (npeameTa), OTpaxawwero coaepxaHue AOKYMEHTOB, ABAAETCA OCHOBHO
YacTbl 3arofioBKa M JaeTCA Mocsie yKasaHus BuAa Aena, aBTopa, KoppecnoHaeHTa (aapecaTa)
[OKYMEHTOB.

249. Mpu U3OXEeHUM B 3arosoBkax Borpoca (npeameTa), OTpaxawlero CoAepxaHue LOKYMEHTOB,
cnepyeT:

1) npuBOANTHL MOJIHbIE WAU OdULMANbHbIE COKpalleHHble HaUMEHOBAHMA OpraHus3auuit uUnuM Gamuanu u
MHUUMaMLl UL C yKa3aHUeM UX OONXHOCTeW, 3BaHui, npodeccuit B clyyasax, e€CAu codepxaHue OOKYMEHTOB
Jena KacaeTca Kakux-nubo opraHuMsauuin Uau nuu, ecnu ynomumHaeTcsa Tpu M 6onee opraHvWsauuin uam nuuy
[aBaTb WX BWAOBOE MOHATHE;

2) B 3arofioBkax cyaebHbX Aen, Kpome damunuii, MMeH M oT4yecTB (MM WMHULMANOB) nul,
packpblBaTb CyTb fefa;

3) ec/in coaepxaHue AOKYMEHTOB eAMHMUbI XpaHEeHWUA KacaeTCA HeCKOJIbKUX BOMPOCOB, ABAANWMXCSH
YacTbl OfHOro obuwero Bompoca, B 3aroJioBke oTpaxaeTcsa obwuit BOoNpoC B TakoW ¢popMy/nuMpoBKe, KoTopas
OXBaTbiBaeT BCE BOMPOCH YAacTHOro xapakTepa.

250. HaumeHoBaHWe MeCTHOCTU (HaceNeHHbIX MYHKTOB, reorpaduyeckux 0o6bLEKTOB,
aAMUHUCTPATUBHO-TEPPUTOPUANbHEIX €AMHUL) BHOCUTCA B 3arojioBOK Aefla, ec/M HeobxoAuMMo yKasaTb
MECTO COBbITUIA UM MEeCTOHaXOXAeHuWe aBTOpoB (aApecaToB, KOPPEeCMNOHAEHTOB) [OKYMEHTOB. WX
HauMeHOBaHMA MPUBOAATCS B BO3pacTawwem nopsake - ayn (ceno, AepeBHs), ropof, paioH (yesgn),
obnacTtb (rybepHus, Kpait) M Tak fanee.

251. Mpu COCTAB/NIEHUU 3arOJIOBKOB €AWHUL, XpAaHEHUS C OpraHWM3aLMOHHO-paCNopAAUTEbHOM
JOKYMeHTauuei ofHOro BUAa, B 3arojloBOK BbIHOCMTCA HaWMEHOBaHWE AOKYMEHTOB BO MHOXECTBEHHOM 4ucC/e
C npocTaBNeHMEM WX KPaTKWUX HOMEepoB.

252. Mocne obo3HayeHWd BuAA LeNa WM BUAA AOKYMEHTOB B 3aro/ioBKe YKasbiBaeTcA aBTop
BXOAAWMX B A0 AOKYMeHTOB. ECiM aBTOpPOM AOKYMEHTOB ABNAETCHA OpraHu3auusa, B AeATeSbHOCTU
KOTOpOVI OHU OT/NIOXUNINCb, B 3arojioBke pAesia HaumMeHOBaHWe oOpraHumsaumnm uam onyckKkaeTca wWaum npuBoauTCA
ero obliee BWAOBOE HaumeHoBaHMe (KOMUTET, Cyd, KOMMCCUA M ToMy nogobHoe).

253. [aTbl, K KOTOpbIM OTHOCATCA M3/I0OKEHHble B AOKYMEHTaX COObITUA, BHOCATCA B 3aroJloBOK,
€CNM TOYHaA AATUPOBKA OTpaxaeT UCTOpUYECKME CBA3M Mexay cobbltuamM M dakTamum M Heobxoguma anA
NOHUMaHNA KOHKpPETHOro coAepXaHUA AOKYMEHTOB.

254. Ecnn peno COCTOUT U3 OAHOro [OKYMeHTa, TO B 3arosoBKe yKa3blBalwTCA BWA AOKYMeHTa, OT
KOro OH WCXOAMT, KOMY ajpecoBaH, ero gaTa M KpaTKoe cofepxaHue.



255. B eAMHMLAX XpaHeHWs, COCTOAWMX W3 MJ3aHOB U OTYETOB, B 3aronoBke ykasbiBaeTcA rog (
nepuon), Ha KOTOpLIA COCTaBNeH NnaH, uau rog (nepuop), 3a KOTOpLIi COCTaBNEH OTYeT.

3aro/fioBKU eAuMHUL, XPaHeHWA, COAepXaWux CTAaTUCTUYEeCKUe OT4YeTbl, COCTABAAWTCA C YKa3aHueMm
HOoMepoB ¢$OpM CTAaTUCTUYECKOW OTYETHOCTH.

256. Ecnu peno cocTtouT M3 HecKoNbKux TomoB (4YacTei), Bcem ToMam (4acTAM) paeTcs obwmii
3arosioBok, a 3aTtem (NpuM HEOBXOAMMOCTM) AeNaeTcA YTOYHEHWE COoAepXaHus Kaxaoro Toma (4acTu) B
OTAEeNbHOCTU, B nocnegHem Tome (4YacTu) pobasnseTcsa cnoBo "nocneaHuin” ("nocnepHaa™).

257. YacTb AOKYMEHTOB MOANEXUT aHHOTUPOBAHWIO. AHHOTAUUSA LOKYMEHTOB €AMHUL, XpaHeHus
npefacTaBnseT coboil KpaTKyw XapakKTepucTUKy COAEpPXaHUA OTAENbHbIX AOKYMEHTOB, OCOHEHHOCTU KOTOPbIX
He OTpaxeHbl B 3aronoBKe eAuHULbl XpaHeHusA.

AHHOTMPYKTCA 0CO60 LEeHHble AOKYMEHTbl, AOKYMEHTbi-MPUIOXEeHUA K OCHOBHOMY AOKYMEHTY,
LOKYMEHTbl OpraHuW3auuin-npeawecTBEHHUKOB, AOKYMEHTbl, COoAepXawue CBeAeHUs MO JIMYHOMY COCTaBy,
“MeKWMne CrpaBoYHOE 3HaYeHWe, AOKYMEHTbl, KOTOpble CAyXaT MpeaMeTOM CaMOCTOATE/IbHOro noucka,
Ha/n4Me KOTOpbIX B AAHHOM fAene He MoXeT 6biTb OonpedeneHo MO ero 3arosioBky (BO33BaHWA, JINCTOBKM,
npoknamauuun, 6powiopbl, KapTbl, MAaHbl, 4YepTexu, GoTorpadum u Tak fdanee).

258. AHHOTauMAa cocTassAeTCcA B nopsafake, MNPUHATOM AA ONMUCAHUA OTAENbHOrO AOKYMEeHTa WAW Kak
KpaTKoe W3/0XeHUe 4YacTu copepxaHua AOKYMEHTa.

an AHHOTUPOBAHUU Ne4HaTHbIX MaTepuasoB yKa3blBaeTCA BUL OLOKYMeHTa, ero HauMmeHoBaHWe unu
Ha4asibHble C/i0OBa AOKYMEHTa (an OTCYTCTBUHU HaMMeHOBaHMﬂ)J BbIXO[Hble [aHHblIe.

B aHHOTaUMAX 4YepTexHbIX M APYrux n3obpasuTesnbHblX MaTepuanoB peKoOMeHAyeTCA yKasbiBaTb
mMaTepuan, Bua, dopmaT AOKYMEHTa U cnocob ero WUCNoJHeHUA, ANA KapT - MacwTab.

B aHHOTauuMuM TakxXe MPUBOAUTLCA UMEHA /UL, HaWMEHOBAHMA OpraHu3auuin, reorpapudeckue
HauMEHOBaHMA U TaK fAafee, ynoMUMHawWwMecAa B LOKYMEHTax U uMelwue cywecTBEeHHoe 3Ha4veHue (
nepeyncasnTCca B KOHUE aHHOTauuu noj pybpukoil "ynomuHawTca").

259. B KOHLUEe aHHOTauunm npuBogATCA HOMepa JIMCTOB aHHOTUPYEMbIX OOKYMEHTOB. B dHHOTauuun
MOXEeT OTMeYaTbCA CTeneHb NoAapobHOCTM cBefeHuit ("kpaTkue cBefeHus", "nogpobHoe coobuweHue").
AHHOTAUMUA NUWETCA MOoCJie 3arofioBKa C KPACHOW CTPOKMU.

Mpu 3Ha4YUTEeNbHbIX 06beMax aHHOTUPYEMbIX AOKYMEHTOB, aHHOTauMA MOXeT 6biTb COCTaB/ieHa Ha
OTAENbHOM NINCTE, KOTOpas BKJaAblBaeTcA Mexay O6J0XKOW W MepBbiM IMCTOM AOKYMeHTa.

260. lpu aHHOTMPOBaHWM He cyieayeT ynoTpebaAaTb ¢pa3s M BbipaXeHWn, He HeCYWUX OCHOBHOW
CMbIC/IOBOW Harpy3ku ("B HOKyMeHTax coaepxuTtca", "AOKYMeHTbl KacawTcA"), a Takxe Takux
cybbekTuBHbIX GOpMYNMPOBOK, KakK "BecCbMa LEHHble AOKYMEHTb", "O4eHb MHTepecHble JOKYMEeHTH" U Tomy
nopobHoe.

Naparpa¢ 2. MNMopsAAoOK AAaTUPOBKM AOKYMEHTOB MpU ONUCaAHUU



261. MonHaA paTa (4ucnio, MecAu, rof) CJOBECHO-UWUPPOBLIM CNOCOBOM yKasbiBaeTCcA MPU ONUCAHUU
HOPMaTMBHbIX MPABOBLIX akKTOB, TBOPYECKOW AOKYMEHTAUWMW, AOKYMEHTOB, KAacCaWWMXCA MpaB WM 3aKOHHbIX
MHTEepecoB rpaxaaH, OUHAHCOBLIX AOKYMEHTOB, AN MO OAHOMY BOMPOCY, a Takke AOKYMEHTOB, A/A
KOTOpbIX AAaTMPOBKa MMEeT BaxHoe 3HayeHue (JOKNadpl, SIMCTOBKM, CTEHOrpaMmbl, MUCbMa M ToMy nofobHoe

).

262. Tpu BbIABNEHUWN KpaWHUX AAT AOKYMEHTOB, COCTaBAANWMX Leno, HeobxoAWmo uMeTb B BUAY
cnepywlee:

1) HavanbHOW paTol Aena ABASETCA AaTa cOCTaB/eHus (perucTpauuMu) CamMoro paHHero AOKYMeHTa,
a KOHeYyHOW - jaTa cocTaBneHuAa (perucTpauuum) Camoro Mo3AHero JOKYMEeHTa;

2) paTbl AeKpeToB, YKa3oB, [LOrOBOpPOB, MOCTAHOBJEHWIA, MPUKA30B, PaCMOpPSAXEHUA WU ToMy
nogobHoe yKas3blBAWTCA MO BPEMEHM UX MOATMWCAHUS, €C/IM JOKYMEHTbl He AAaTUpPOBaHbl, AaTbl YKa3biBalTCSH
no BpemMeHu ony6/MKOBAHUS WM BBeAEHUS B AeUCTBUE;

3) KpaﬁHme AaTbl ona nporpaMmMm, njlaHoOB, CMeT pacXxodoB, WTATHBLIX pacnmcaHMﬁ, oT4eTOB U TOMY
HOAO6HOE OOKYMEHTOB He NpOoCTaBNAWNTCA;

4) ecim B Agene AOKYMEHTbI-NPUNOXeHUA LaTUpPOBaHbl paHee nNepBOro AOKyMeHTa Aejla, TO WUX AaThbl
oropapmBanTca C HOBOW CTpOKKN - "nmewTCAa AOKYMEHTbl 3a... rog";

5) ec/iM fefioM ABAAWTCA KHUMWM WUAW XypHaibl, TO KpaiHMMM JaTamu AnA HUX 6yayT AaTel NepBoi W
nocsfieaHei 3anucu;

6) ecnau Aeno COCTOUT M3 KOMMUIAHBIX AOKYMEHTOB, M3rOTOBJ/IEHHbIX 3HAYMTE/NIbHO MO3Xe CO3JaHMA MUX
NOAJIMHHUKOB MW MONYYeHHbIX poHaoo6pa3oBaTenem anAd paboTol (Hanpumep, B apXMBHbIX GOHAAX penakuuit,
pas/iMyHbIX KOMUCCHUA M TOMy MopobHoe), TO KpalHUMWM AaTamu 6yayT SBAATLCA AATbl U3rOTOBMEHMA KOMWIA
(maTbl NOANMHHUKOB MPUBOASATCA B 3arosioBKe);

7) ecnu peno 6b10 Ha4YyaTO B OAHOW OpraHM3auuM, a 3aKOHYEHO B APYroW, TO BbLIABNAWTCA Tpu
faTbl - AaTa 3aBejeHuA Aena B AeNONpOU3BOACTBE MepBOi OpraHu3auuun, AaTa NOCTYMNNEHUA ero BO
BTOPYW OpraHu3auuio M JaTa 3aBepleHWA ero B AeoNpou3BOACTBE Noc/iefHeil opraHusauuu (nepsble fBe
AaTbl 0603HaYaKwTCA B Buae Apobu).

263. MNpu co3panun HCA apxuB Y4YMTbIBAeT He TOJbKO obuwue TpeboBaHWA K COCTaBNEHUH
onucaTenNbHbIX CTAaTel apXUBHbLIX CNPaBOYHUMKOB, HO M OCOBEHHOCTM MOArOTOBKM MX Kaxaoro Tuna v BuAaA.

Maparpa¢ 3. MopAaok cocTaBieHUA OnNUCU Aen, AOKYMEHTOB

264. Onucb fen, AOKYMEHTOB (apXWBHbIM CMpaBOYHUK, MpefHAa3HAYeHHbId ANSA pacKpbiTUA CocTaBa U
CoAepXaHUA eaMHUL XpaHeHWA/eAWHUL, yyeTa, 3aKpenneHus UX BHYTpUPOHAOBOW cucCTemMaTU3auuMu U y4deTa),
COCTOUT U3 ONUCATeNbHbIX CTaTel efUHUL XpaHeHWA/eauHWUL y4yeTa, MTOroBOW 3anucu, NUCTa-3aBepuTens
M CMpaBOYHOrO annapaTta K OMucK.



265. OnucaTenbHaa CcTaTbA ONUCKU BKJKWYaeT:

1) nopAAKOBbli HOMEp eauHWLUbl XPaHeHWA, eauHUUbl yyeTa;

2) [enonpou3BOACTBEHHbIA WHAEKC WAM MHBEHTApHbIi (NPOU3BOACTBEHHLIN) HOMep;

3) 3arofioBOK eAMHULBl XpaHeHWUs, eAuHULb y4eTa;

4) KkpaitHMe pJaTbl AOKYMEHTOB;

5) KOn4eCcTBO JIMCTOB B eAMHULE XpaHEeHUA;

6) yKasaHuWe Ha KOMUWHOCTb AOKYMEHTOB;

7) cnocob BOCMpOM3BELEHUA, LOKYMEHTOB.

OnucaTenbHas CTaTbs MOXeT 6biTb LOMOJIHEHA AHHOTAUMeld OTAENIbHbIX AOKYMeHTOB (rpynnbl
JOKYMEHTOB) eAMHUUbl XpaHeHWUs, eAuHUUbl y4yeTa.

266. B cnpaBo4Hbii annapaT onucu gen ([OKYMEHTOB) BXOAAT:

1) TMTyﬂbHHﬁ amcT, Ha TUTynbHOM nucTe onucu fen, OOKYMEHTOB MOMeWawnTcA caefywuue AaHHble:

HauMeHOBaHMe apXMBHOrO GOHAA, KOTOpoe NuWeTCs B Buae OoOULMANbLHOMO HaUMEHOBaHUA
opraHusaumu - ¢oHAoObpa3oBaTeNa CO BCEMU €ro nepeuMMeHOBaHUAMU, WU3MEHEHUAMWU MOAYMHEHHOCTMU U
COKpaleHHbMW HauMeHOBaHUAMKU (B KpYr/blX CKOB6Kax), OTHOCAWMMUCA K Mepuomy, 3a KOTOpblii AOKYMEHTbI
BKJIOYEHbl B apXWMBHYW OMUCb, B XPOHOJIOrMYeCKON NociefoBaTeNbHOCTH;

HOMep apXMBHOTro QoHAA;

HOMEp apXWBHOW OMUCHK;

HaumeHOBaHUe apXMBHOﬁ onucu;

KpaﬁHme OaTbl JOKYMEHTOB, BHECEHHbIX B apXUBHYKW ONUCb. Ecnn B apXMBHYKW ONUCb BHeCEeHbl Aena
3a HeCKOJIbKO sieT C nepepbiBamMn, TO Ha TUTYJIbHOM NUCTe NPOCTaBAANTCA TOJIbKO Te rodbl, 3a KOTOpbie
MMETCA OOKYMEHTbI,

2) copepxaHue (ornaeneHue). B copepxaHuu (orniaBneHuMU) pasfenioB apXMBHOW ONUCK aen W
CMpaBOYHOro annapaTa K Heill nepeyvyucnanTCcs NpeaucsioBue, CMUCOK COKpaWeHUid HauMeHOBaHWA BCex
pasfenoB, nogpasfenoB U 6osiee MeNKWUX rpynn Aen, BKJKWYEHHbIX B ApXUBHYK OMWUCb, YyKasaTenu npu
Han4um;



3) npeaucnoBue cocTaBnfeTca NUb6O K Kaxaoi onucu gen, AOKYMEHTOB, nnbo obliee KO BCeM
ONUCAM apXMBHOro ¢oHAa. B mpeaucnoBuu KpaTKO M3narawTca UcTopua ¢oHAoobpasoBaTenAa CO CCbiAKaMu
Ha 3aKoHofaTes/ibHble UCTOYHUKM U JOKYMEHTbl ¢$oHAa.

K apXxuBHbIM OMUCAM OObeAUHEHHbIX ApPXUBHbIX GOHAOB COCTaBAseTCA obuee npegucnosue, ecau
apxuBHble GOHAbLI, BXOASWME B HUX, BK/KYEHbl B OAHY apXWBHYW OMWCb. Kpome TOro, COCTaBAAWTCA
npeaucioBna K apXWBHbIM OMUCAM OTAENbHbIX APXUBHBIX (GOHAOB, BKJIHYEHHbIX B OH6bEeAMHEHHbI APXUBHbI
¢oHA. B 3Tux cnyvaax B obuee npeaucsioBre BKWYAWTCA BCce obwue cBefeHUA OTHOCUTESNbHO
06beAMHEHHOr0 apXUBHOIo ¢OHAA WM OTAENbHbIX €ro ApPXUBHbIX GOHAOB U UX ApPXMBHLIX onucein. B
npeaucioBUAX K apXWBHbIM OMUCAM OTAENbHLIX APXUBHBIX GOHAOB M3/arawTcsa CBeAeHMA, Kacawwuecsa aulb
3TUX ApPXMBHbIX GOHAOB, W [ATCA CCbIAKM Ha obuwee npeaucrioBue.

B nepBoit YacTu MpeancNoBMA, MOCBAWEHHOW MCTOPUM OpraHu3aumn - ¢GoHAoobpasoBaTena, KpaTKo
u3narawTca:

AaTa CcOo34aHuA opraHumsauun - ¢OHAOO6P83083T€HH CO CCbUIKOM Ha HOpMaTuUBHble NMpaBoOBble aKThbl,
TakKXe HauMeHOBaHWe OopraHusauuun-npeawiecTBeHHMKa, NOAYUHEHHOCTb OpraHu3auun - ¢OHAOO6pa3OBaTeﬂﬂ

KoMneTeHUuuA, CTpYyKTypa M OYHKLUMM OpraHusauum - ¢oHpaoobpasoBaTensd;

N3MeHeHne HauMeHOBaHWUA, CTPYKTYpbl WU BenOMCTBeHHOﬁ NOAYNHEHHOCTU OpraHusaumm -
¢oHpoObpa3oBaTena C yKa3aHUMEM OCHOBHbIX BbI3BABWMX WX MPUYMUH;

JaTa NMKBUAauuu (peopraHu3auuu) opraHusauumu - GoHAoo6pa3oBaTeNA CO CCbIIKOW Ha HOPMATMBH
npaBoBble aKTbl, @ TakkXe HauMMeHOBaHWe OpraHu3auuu, yHacnenoBaBweil ee QGYHKUWM.

B XapakTepucTuke UCTOpPUM apXUBHOIO ¢0Hﬂa n ero CoCtoAHUA yKa3biBaeTCA:

NOIHOTa AOKYMEHTOB B apXMBHOﬁ onucu;

Hanu4ne pen, BbIXOAAWUX 3a XpPOHONOrun4deckume rpaHuubl apXnMBHOIo ¢0Hﬂa.

Mpu 3TOM MPUBOAATCA HAaUMEHOBAHWS U HOMepa apXWUBHbIX GOHAOB OpraHW3auuii-npepwecTBEHHUKOB
NpaBOMpPEEeMHUKOB W OpraHW3auuil, BbLINONHABWUX OTAE/IbHble QYHKLMM AAHHOW opraHusauuv (npu ero
NMKBUAALUMU UKW pEeOopraHM3auMn), B KOTOpPbIX MMEKWTCA YKa3aHHble gena.

B KpaTKOﬁ XapakKTepuncTtuke coCctaBa U cogepxaHuAa nen B apXMBHOﬁ Oonucu oTMeyvawTcA Haubonee
TUNWYHbIE Tpynnbl gen, Kak no ux Bugam M pa3HOBUOHOCTAM AOKYMEHTOB, TakK U NO UX coAepXaHUK.

B npepoucnoBun yKasbiBalKTCA OCHOBHble MPUHLMUMLI ¢OpMMpOBaHMﬂ Aen, npuembl pacKpbiTuAa cogepxaH
AOKYMEHTOB, 0COB6EHHOCTU OMUCaHUA U O¢OpMHEHMﬂ Aen. YKasbiBawTCA TakKXe NpUHUWUMb MOCTPOEHuUA
apXMBHOﬁ onucu 6es BocnpousesegeHnAa cCxembol cuCctemMaTmsauuu, 0COBEHHOCTM CUCTEeMaTM3auum aen,
cogepxawmx OOKYMeHTbl 3a HeCKOJIbKO neT.
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3ak/unTeNbHaA YacTb MPEeAUCIOBUS COAEPXMUT XapaKTepucTUKY CNpaBOYHOrO annapaTa K apXWBHOI
OMUCU, OCHOBHbIE MPUHLMUMbLI €ro COCTAaBNEHUA W YyKa3aHUA O MOpAAKE MOJb30BaHUA WM.

Mpeancnosne noanucbiBaeTCA COCTaBUTeNeM C yKasaHuem AaTbl COCTaBJieHUA;

4) CNWCOK COKpalWeHWin coCTaBNseTCA, eC/M MpU ONUCAHUWU WUCMNONb3YWTCA COKpaleHHble C/oBa.
CokpalieHuss pacrnosaranTca B andaBWTHOM nopsafake, cCneBa - COKpaleHue, Tupe, pacuuppoBka. B cnucok
He BKJ/IYATCA obWenpuHATbe COKpaweHus c/ioB. [pou3BoOSbHOEe 06pa30oBaHME COKpaleHUd He [OoMyCKaeTCs;

5) ykasaTenu.

Maparpa¢ 4. MopAAoOK cocTaBieHUA UCTOPUYECKON crnpaBKu

267. B apxuBe opraHuM3auuMuM COCTABAAETCA UCTOpUYECKAsas CrnpaBkKa K apxuBHOMYy doHAY,
npeacTasnAwwas cobor LOKYMEHT, COAEpXaWwuin cBepeHWA Mo ucTopuu GpoHAoo06pasoBaTeNA U apXUBHOMO
doHAa, KpaTKyw XapakKTepucTUKYy COCTaBa W COAEpXaHUA ero AOKYMEHTOB U CUCTEMbl Hay4HO-CNpaBOYHOro
annaparTa.

WcTopuyeckas cnpaBka COCTOMT M3 uUcTopun poHaoobpasoBaTend, UCTopun ¢oHAA, XapaKTepUCTUKU
LOKYMEHTOB apXMBHOro ¢oHAaa.

268. UcTopua doHpoobpasoBaTens BKAWYAET XapaKTEpPUCTUKY UCTOPUYECKUX YCNOBUNA BO3HUKHOBEHUA
opraHusauuu, HauMeHoOBaHWe OpraHuW3auuu-npeawecTBEHHUKA, B XPOHOJIOrUY4ECKOW NOCNefoBaTeNbHOCTU BcCeX
peopraHusauuiti, B TOM 4YUCne chepywume CBefeHUA:

1) AaTbl CO34aHUA, npeo6pa303aHMﬂ n nnKkeupgaunmun opraHusaumun co CCbIIKOW Ha HOpPpMaTUBHbIE
npaBoBble aKTbl UM pacnopAgAuTesibHble OOKYMEHTbI;

2) HauMeHOBaHMe OpraHu3auuu-rNpeemMHUKa;

3) 3a4a4vM M OYHKLMM OpraHu3auuMm U WX M3MEHEeHUs;

4) MacwTab feAaTeNnbHOCTH OopraHusaumm, cCoCTaB CUCTEMbl TEPPUTOPUAJIbHLIX OpPraHOB n/mnm
noaBegoMCTBEHHbIX opraHM3auMﬁ;

5) MecTo opraHu3saumMum B CUCTeMe roCcyAapCTBEHHOro annapaTta, 3KOHOMUYEeCKOM,
06WecTBEHHO-MOIMTUYECKON, KYAbTYPHOW U APYTrOi XU3HW;

6) n3MeHeHuA B O¢MHMaﬂbHOM HanmeHoBaHUM U NMNOAYNHEHHOCTU OpraHusauuu;

7) CTpyKTypa OpraHu3auuM M ee WU3MEHeHwus.

lnAa obbegMHEHHOro apxuBHOro ¢oHAa cocTaBnAaeTcA obwas uctopua ¢oHgoobpasoBaTeneil.



269. UcTopuAa apxuBHOro ¢oHAa BKIKYAET chepywuue CBeAEHUSA:

1) paTa nepBOro MOCTYNNEHUS AOKYMEHTOB apXWBHOro ¢oHAa B BeAOMCTBEHHbIA (4aCTHbIA) apxuB
opraHusauuu;

2) obbem W KpaikHue AaTbl BrepBble MOCTYMUBWMX AOKYMEHTOB;

3) W3MeHeHMA B cocTaBe U obbemMe apXMBHOro GoHAA U MX MPUYMHbLI (NpoBefeHue 3KCMepTu3bl
LEeHHOCTU, yTpaTbl, He3a4OKYMeHTMpPOBaHHble Nepuoasl);

4) cTeneHb COXPaHHOCTU AOKYMEHTOB,;

5) 0cobeHHOCTU (OPMUPOBAHUSA, OMUCAHUA U CUCTEMATU3AUUU LOKYMEHTOB;

6) cBeneHnAa O Haanydmnm OOKYMEHTOB, BbIXOAAWWX 3a XPOHOJAOrn4eckue rpaHuubl apXuBHOIO ¢OHAa;

7) CoCTaB Hay4HO-CMpaBOYHOro annapaTta K apXuMBHOMY ¢OHAY .

270. Pasgen no uCcTopuuM apxvMBHOro GoHAA TaKxe COAEPXUT aHHOTauwuw, 6ubnuorpaduw, uHbopmauuw
06 ycnoBusax AOCTyna M UCMNONb30BaHUA [OKYMEHTOB.

AHHOTauUMA BKJYaeT B cebA KpaTKylw 0606WEeHHYH XapakTepucTWKYy COCTaBa AOKYMEHTOB MO
CTPYKType apXuMBHOro ¢oHAa U MO BUAAM AOKYMEHTOB, COAEPXaHUA [LOKYMEHTOB MO TemMaM, BOMpOCaM,
OTpaxawuMm HanpasBieHUa AeATenbHocTU PoHpoobpas3oBaTens, C yKa3aHUEM XPOHONOTMM Tem U 06O3HaYeHueMm
ux reorpadpuyeckmx (agMUHUCTPATUBHO-TEPPUTOPUANBLHBIX) FpaHUL.

Bubnuorpadusa BkAwYaET CNMCOK ONYOGJAUKOBAHHBIX U HEOMY6/JMKOBAHHBIX CNPAaBOYHUKOB MO apXWUBHOMY
doHAY M JOKYMEeHTanbHbIX NybnuMKauui, BbIMOSHEHHBIX HA ero OCHOBe.

271. TpeTwuih paspen BkJWYaeT 0606WEHHYH XapaKTEPUCTUKY apXMBHOro ¢oHAa No COCTaBy M
COlepXaHUW AOKYMEHTOB B LE/IOM U OTAENbHbIX rpynn [OKYMEHTOB, CBEAEHWS O Ha/lMyuu AOKYMEHTOB,
BbIXOAAWNX 33 XPOHOJIOrMYyeckue pamku GoHAA, O HAyYHO-CMPaBOYHOM annapaTe K apxuBHoMy ¢oHay, O
BMAax Hocutenen nHGopmauumu.

272. CnpaBka rnoanucbiBaeTcA WCMOJIHUTEsIeM U pykoBoauTenemM apxmBoM OpraHusauuu.

WcTopuyeckas cnpaBka nevyaTaeTcs B 4YeTbipex 3K3eMmnaspax. Tpu dK3emnaspa nepepanTcsa B
rocyfapCTBEHHbIi apxuB Mpu nepBoil nepefaye AOKYMEHTOB apXWMBHOro ¢oHAA, OAMH XpaHUTCA B Jefe
doHAa B BEAOMCTBEHHOM M/IM YACTHOM apxXuWBe OpraHu3auuu.

273. WUcTopuyeckas cnpaBKa [OMOJHAETCS MNPpU MOMOJHEHUU apXUBHOro GoHAA WAM B cCiyyae
peopraHu3auuMu opraHusauum. UcTopuyeckaa crnpasBka (Y4acTb ee) MpeACTaBAAETCA B FOCYAAPCTBEHHbIN
apXMuB BMeCTe C KaxAoih 3aKOHYeHHOM onucblo Aesn (AOKYMEHTOB).



Maparpa¢ 5. MopAanok cocTaBiAeHUA KaTasoroB U KapToTek

274. KaTanor npeacTtaBnseT coboi MexPOHAOBLI APXMBHLIA CNPAaBOYHUK, B KOTOPOM MHPopmauua o
coflepXaHuu AOKYMEHTOB CrpynnupoBaHa Mo npeameTam (TemaMm, OTpacfifiM), PacnoO/IOKEHHbIM B
COOTBETCTBUU C MPUHATOW ANA AAHHOrO KaTajora CXemMou Knaccudukauum AOKYMEHTHOW MHbopmauuu.

COBOKyI'IHOCTb Pa3/IN4HbIX KaTasoroB COoCTaBnAeT CUCTeMy KaTazloros.

275. PaboTbl MO NOAroTOBKEe, CO3[aHWMW U BedeHWw KaTasIoroB Ha3blBaeTcCA KaTasiorusauuei
[OKYMEHTOB.

KaTanorusauma MoxeT MpPOBOAUTLCA KAaK CAMOCTOATENIbHbIM BUL paboTbl (TemaTuyeckasa paspaboTka),
a Takxe B npouecce Apyrux BUAOB paboT, CBA3aHHbIX C OMUCAHWMEM U BbiABIEHWEM AOKYMEHTOB (MonyTHas
KaTanormusauusa).

Mpu KaTanorusauuu npumeHseTca AuddepeHUMPOBAHHLIA MOAXOA, KOTOpbIA 3akaw4aeTca:

1) B onpejefieHNn o4epefHOCTU Bbi6Opa apXMBHbIX POHAOB, UX CTPYKTYpPHbIX YacTel;

2) B oTbope gen M AOKYMEHTOB W WHOOPMALMM U3 HUX;

3) B NMpUMEHEeHWU COOTBETCTBYHIWMUX NMPUEMOB OMUCAHUA LOKYMEHTHOW WHdOpMaLUM.

276. KaTanorusauua BKAWYaeT cieaywume Buabl paboT:

1) cocTaBneHMe cXeMbl Knaccupukauuu;

2) BbiABAEHME U OT6Op LOKYMEHTOB;

3) onucaHue Ha KaTaJOXHbIX KapTo4yKax;

4) cucTemaTu3auuAa KapToyek;

5) BeleHWe KaTaforos.

277. Bblibop cxembl KjiaccupuMkauumum onpepenAaeTcA COCTAaBOM AOKYMEHTOB BeAOMCTBEHHOrO Wau
YaCTHOro apxuBa OpraHuM3auuuM M 3ajav4amMm UX WUCMONb30BaHUA.

Cxemoit knaccuomkaumm [OKYMEHTHOW MHPOpMaLUKM ABAAETCA MUCBMEHHbIN UAM Fpaduyeckuii JOKYMEHT,
cojepxawuin nepeveHb KNACCUOUKALMOHHBIX [eNleHuii KaTanora, pacrnosoXeHHbIX B onpeaesieHHON
nocnefoBaTeNlbHOCTU, W MNpeAHa3HaYeHHbIn ANA pacnpefeneHUA CBeAeHWWA U3 JOKYMEHTOB MO YKa3aHHbIM
AeneHnaAm.



278. B 3aBUCUMOCTM OT CXeMbl MOCTPOEHUA KaTasoru noAapasfenaAnwTcA Ha cucTemaTu4yeckue,
TemMaTuyeckue, npeaMeTHble MU UX Pas3HOBUAHOCTM (MMEHHOWN, reorpaduveckuii, O6bEKTHbIN).

279. [lokyMeHTHasa MHbOpMauMsa B CUCTEMATUYECKOM KaTanore kaaccupuumpyetcs no oTpacism
3HaHWUIA U NPaKTUYeCcKOW AEATENbHOCTU OpraHu3auuuM U pacnonaraeTcAa B JIOrMYecKoW MocnefoBaTe/IbHOCTH.

B MmeHHOM KaTasnore AOKYMEHTHaA uHPopmauua knaccubuumpyetca no andasuty damunuin nuu,
YMNOMUHAEMbIX B AOKYMEHTAX MWAM ABAANWMXCA UX aBTopamu. [anbHelwasa cucTemMaTuM3auua NpoBOAUTCA B
XPOHOIOFMY4ECKON UM NOrnu4eckKon MocnefoBaTesIbHOCTHU.

280. B cocTaB onucaTesibHOMW CTaTbW KaTasiora BXOAAT:

1) HauMeHOBaHWe apxuWBa OpraHU3auuu;

2) WHAOeKC;

3) pybpuka, noapybpuka;

4) paTa cobblTUA, MecTo CobbiTuA;

5) coaepxaHue;

6) HOMep apxXuBHOro ¢oHAa, HauMMeHOBaHME apXMBHOro ¢GoHAaA;

7) Homepa onucu gena (AOKYMEHTOB), eAMHUUbI XpaHEHUsA, JINCTOB;

8) A3bIK AOKYMEHTa;

9) cnocob BocnpousBeeHUA AOKYMEHTa.

InAa cBA3M MexAy pa3fenamu KaTanora Wau pasfenoB KaTanora C ApYruMU apXUBHbIMU
CMpaBOYHUKAMU MPUMEHAETCA CUCTEMA OTChUIOK.

281. BepeHue kaTanora, npefcTaBnAwuwee coboi Komnaekc paboT, obecrneyuBawwMx ero
GYHKUMOHMPOBAHNE, B KOTOpbLIA BXOAAT:

1) Hay4yHo-MeTomu4veckoe obecnevyeHue paboThl;

2) WHAEKCUpOBaHWE KapTouvek;

3) cucTemMaTu3auMa KapToyeK MO MHAEeKCaM U pybpukam;



4) cocTaB/ieHMe OTCbJIOYHOrO annapaTa K KaTajnory;

5) ycoBepweHCTBOBaHWE KaTasora.

Hay4Ho-MeToaM4Yeckoe obecrnedveHune BK/YaeT pa3paboTKy MeToAMYECKMX MOCO6MIA Mo KaTanorusauuu
OTAENbHbBIX apXMBHbIX (GOHAOB (MAM UX Tpynnbl), paboyux cCXem Kaaccupukauuum KaTanoroB, UX YTOYHEHWE U
ZlonosiHeHue .

WHpoekcupoBaHue, sABAlWeecA BbI60pOM nnn cocTtasjieHneMm UHAEeKCa Nno cxeme KﬂaCCM¢MKauMM n
OTHeCceHUeM ero K COOTBETCTByPOU.I,eVI VIH¢OpMaLl,VIVI KaTasioxXHOWM KapToykn. B MmMeHHOM KaTasiore KapTO4Yku He
MHOEKCUPYHWTCA, a pacnosarawnTcAa no afl(])aBl/lTy.

YcoBeplweHCTBOBaHWE KaTajsora BK/WYaeT B cebs yCOBEpWeHCTBOBaHWE CXeMbl Kaaccupukauuu,
NnpoBepKy COAepXaHuA W opopMIeHUs KaTanora, NpoBepky onucaHuii (pepakTupoBaHue, ob6beauHeHue
ONWCaHWUit C OAHOPOAHOW MHPOPMaLMeil Mo OAHOMY apXMBHOMY QGOHAY WAM onucu Aen (AOKYMEHTOB),
YTOYHEHUE WX CUCTeMaTu3auuu).

282. OQHMM U3 MCTOYHWUKOB MOMOJIHEHMA CUCTEMbl KaTasoOroB ABMANTCA TemaTuyeckue u
npegmMeTHO-TEMaTUYeCKUe KapTOTeKkW, KapTOTeKW MO JIMYHOMY COCTaBY Ha AOKYMeHTbl Haubonee
MHPOPMATUBHBIX U HACTO WUCMOSb3YyeMbIX APXUBHbIX (OHAOB.

283. ApXMB OpraHuW3auuuM, XpaHAWMIA yrpaBJeHYeCcKyWw AOKYMEHTAUMW, CO3J4aeT WUMEHHYH KapToTeky.

UmeHHaa KapToTeka (KapToTeKka MO JAUYHOMY COCTaBYy) CO3AaeTCA ANIA MOUCKAa CBEeAEHUA O TpyAOBOM
cTaxe, 3apaboTHO# mnaTe W ApPYrux AaHHbIX COLMaNbHO-NPaBOBOro xapakTepa. KapToyku cogepxaT
damununi, umA, oTyecTBO paboTHMKA, CCbIIKM Ha HOMepa apxXuMBHOro ¢oHAa, rojoBOro pasfesa CBOLHOW
ONuCKU Jen, Ha HoMmepa Aesl, JMCTOB CO CBeAeHUAMM O Hem. KapTouku cucTemaTusupywTcA B andaBUTHOM
nopsake ¢damununii, a B npegenax ¢amunuii - no andaBUTy MMEH U OTHeCTB.

284. ApXuWB OpraHvW3auuu, XpaHAWWA ayaMoBM3yanbHYW LOKYMEHTauuw, Co34aeT:

1) vMeHyWw KapTOTeKy, COAepxauyl cBeieHus o6 aBTopax (pexuccepe, cueHapucTe M onepaTope)
KUHOAOKYMEHTA, XPOHO/MOrMYecKkyl KapToTeKy, coAepxauwyw CBefeHWA O JaTe BbiMycka KUHOAOKYMEHTa,
andaBUTHYl KapToTeky, cojepxawyw B afpaBUTHOM MopsiAKe CBeAEeHUA O HAWMEHOBAHUAX KWHOLOKYMEHTOB;

2) WMeHHyKW KapToTeKky, COAepXalwyw CBefeHWA O JiMuax, MHGOpMauuA O KOTOpbIX UMeeTCA B
PoTOAOKYMEHTAX, U O6bEKTHYH KapTOTeky, coaepxalyl cBefeHua 06 obbekTax, COobbITUSAX, MHPOpMauus o
KOTOpbIX MMeeTcsA B $OTOLOKYMEHTaXx;

3) uWMeHyw KapToTeKy, cojepxalylw cBeaeHuA 06 aBTope W MCMOJHUTENe XYAOXEeCTBEHHOrO,
MY3bIKaJIbHOr O WM AOKYMEHTaNbHOrO MPOW3BEeAEeHWUA, 3anuCaHHOrO Ha (OHOJOKYMEHT, XaHPOBYW KapTOTeKy,
cojepxaly CBeAeHUA O XYAOXECTBEHHOM, My3blKaJlbHOM WAW AOKYMEHTasIbHOM MPOU3BeAEHUU, 3aMUCAHHOTO
Ha GOHOAOKYMEHT;



4) andaBUTHYW KapTOTeKy, COAepxXawyl B anpaBUTHOM MOpsifike CBeAEeHUS O HAUMEHOBAHUAX
BUAEOLOKYMEHTOB, XPOHOMIOMMYeCcKyl KapToTeKky, COAepXalyl CBeAeHMs O AaTe BbiNycka BUAEOAOKYMEHTA.

285. ApXWB OpraHuW3auuMu, XpaHAWWA HayYHO-TEXHUYEeCKYH AOKYMeHTauuw, COo34aeT:

1) 06beKTHbIA KaTanor, KOTOpb COCTaBAAETCA Ha OObEeKTbl KanuMTalbHOrO CTPOUTENbCTBA U
06beKTbl KOHCTPYMPOBAHUSA;

2) MMEeHHOW KaTafnor, KOTOopbli cocTaBnAeTcA no ¢amuansMm aBTOPOB MPOEKTOB, pPa3paboTok,
usgenuii, TeMm UCCNefOBaHWUi;

3) reorpaduyeckuit KaTanor, KOTOpbiii COCTaBAAETCA Ha O6beKTbl MPOEKTUPOBAHUA MO MecCTy WX
pacnonoxXeHus ;

4) andgaBWTHbIA KaTanor, KOTOpbM cocTaBnseTcA B andaBUTHOM MopsAaKe HaUMeHOBaHMWIA
Hay4HO-TexHW4Yeckux paspaboTok.

Naparpa¢ 6. MopAKoOK cocTaB/ieHUA yKa3aTeneh, 0630pOB, MOHTaXHbIX JIMCTOB
KUHOBUAEOAOKYMEHTa

286. YKa3zaTenb ABNAETCA apXWMBHbIM CMPaBOYHUKOM, MpencTaBnAwwuM co60i andaBUTHSI,
CUCTEMATUYECKUI WAN COCTABJ/IEHHbIA MO MHOMY MPU3HAKYy nepevyeHb HaUMEHOBaHWiK MpeaMeToB, YMNOMUHAEMbIX
B apXMBHbIX AOKYMEHTax, C YKa3aHWeM MX MOUCKOBbIX AaHHbIX.

YKasaTenum B apxvMBe OpraHusauuu KiaccuouumpylTca:

1) no obbemy - MexdoHAOBbE M BHYTPUHOHAOBbLIE;

2) no ¢opmMe - 3NEKTPOHHblE, SIMCTOBbIE WAM KapTOYHbIE;

3) no cTpyKkType pybpuk - rayxue (npeameTHble MOHATUA U UX MOUCKOBbLIE AaHHbIE) W
QHHOTMPOBaHHble (MpeaMeTHble MOHATUA COMPOBOXAAWTCHA MNOACHEHUAMU) ;

4) no rpynnupoBKe MOHATUIA BHYTpU yKasaTenen — angaBUTHbIMU, CUCTEMATUYECKUMM,
XPOHONIOFUYECKUMH .

YKasaTeNm COCTaBAAKNTCA K 3aro/ioBKaM efuHuL xpaHeHus (6e3 ux npocMoTpa) WM K AOKyMeHTaMm (
C NPOCMOTPOM eAMHUL, XpaHeHus).

OCHOBHbIMM BMAAMU yKa3aTenew SABAAWNTCA npeameTHbln (TemMaTudeckuit, WMeHHOW, reorpadpuyeckuin) wu
XpoHonorudyeckuin. Mo rpynnupoBke MOHATWWA BHYTpW yKasaTena pasnudanTcA andaBuUTHbe,
cucTemMaTU4eckue M XpOHONOrU4yeckue ykasaTesnu.



287. YKasaTenu K JOKYMEHTaM COCTaB/IATbCA Ha AOKYMEHTbl OAHOW ONUCKU Aen, AOKYMEHTOB,
HeCKOMbKUX onucei Aen, AOKYMEHTOB apXMBHOro ¢oHAa, onucei Aen, AOKYMEHTOB OAHOIO apXWUBHOMO
GOHAA MNIM HECKONIbKUX apXMBHbIX (OHAOB.

288. OnucaTenbHas CcTaTbA AWb6Oro BuAa yKasaTeNa COCTOUT W3 NpeaMeTHOro MoHATUA (pybpuku) w
MOMCKOBbLIX AaHHbIX. B 3aBMCMMOCTM OT Ha3HayeHUA ykasaTens pybpuka 6biBaeT npocToi (6e3 noapybpuk)
U cnoxHoi (umewwana noapybpuku).

MoucKkoBble AaHHble yKasaTens K eAMHULAM XpaHeHUs OAHOW OnMucCu Aen, LOKYMEHTOB BKJ/INYalT
nopsAKOBble HOMEpA eAMHUL, XpaHeHWUs, MOUCKOBble AaHHble yKa3aTens K eAWHWLAM XpaHeHUA HeCcKOoNbKUX
apXMBHbIX (QOHAOB OAHOIrO apxWBa OpraHM3auuW yKa3aHHble JaHHble AOMOJIHAKNTCA HOMepaMu onucei gen,
JIOKYMEHTOB, apXMBHbIX GOHAOB.

289. TemMaTu4yecCkuit ykasaTesb BK/WYAET MOHATUA, KOTOpble NpefAcTaBAAwT coboi McTopuyeckue
GaKkTbl U ABNEeHUA. HaumeHOBaHUA pybpUK U NoapybpuK B HEM MPUBOAATCA B UMEHUTE/IbHOM Majexe.

290. MNpeaMeTHbIA yKasaTeslb BK/WYAET MOHATUA, Pacro/iOXeHHble B anpaBUTHOM MNopAnKe.

O6wuit NpeAMeTHbIN yKasaTeNlb BK/AKWYAET Pa3HOPOAHble MOHATUA U MO CTPYKType pybpuk MOXeT 6biTb
TONbKO FNYyXuUM.

CneumnanbHblii NpegMeTHbIA yYKasaTeslb BKWYAET OAHOpPOAHble MOHATMA (BUAb AOKYMEHTOB, ¢amunuu
aBTOPOB, Ha3BaHWA OpPraHW3auuil, WX CTPYKTYPHLIX NoApasfeneHuin, HauMeHOBAHWA OTpacnei u Tomy
nofobHoe) u MoxeT ObITb FAYXUM WA aHHOTMPOBAHHBIM.

UMeHHOW yKas3aTesb CTPOUTCA NO anpaBUTHOMY MpPU3HAKY U BKAKWYaeT ¢aMuauu, uMeHa, oTyecTBa (
pa3sHOYTEHUA, MCEBAOHWMbI, MPO3BUWA, KAUYKM) M 6uorpaduyeckme cCnpaBKu.

Feorpapuyeckut ykasaTenb BK/IKWYAET HaUMEHOBAHWA rOCYAApCTB, aAMUHUCTPATUBHO-TEPPUTOPUASBHBIX
eANHUL, MOpen, peK U WUHbIX reorpadpuyeckux obbEeKTOB.

O6obwaiwme MOHATUS WUAUM AAMUHUCTPATUBHO-TEPPUTOPUAJIbHBIE HAaWMEHOBaHMA BHOCATCS B yKa3aTesb
6e3 noscHeHuA.

291. XpOHONOrUYeCcKUi ykasaTeslb COCTOUT M3 pybpuK, BKIYAWWMX AATbl UCTOPUYECKUX COBLITUA,
ABMIEHUA U GaKTOB WAU [aTbl AOKYMEHTOB, PaCMO/IOXEHHbIX B XPOHOMOrMYeckoMm nopAgake.

292. B MOWCKOBbIX yKa3aTeNAX K apXMBHbIM CMNPaBOYHWKAM CCbUIKM AATCA Ha CTpaHWuubl MAW pasgesbl
(&AnAa KaTanoroB) CrpaBOYHUKA.

293. O630p ABNAETCA apXUBHbIM CNPaBOYHUKOM, BKJIHWYaWWMM CUCTEMaTU3NPOBaHHble CBedeHUA O
COCTaBe U copepXaHunm oTAeNIbHbIX KOMMNeKCOB AOOKYMEHTOB.



Bugamn ob63opa B apxuBe opraHusauuu ABAANTCA 0630p apxuMBHOro ¢oHAa M TemaTudeckuii ob63op.

06beKkTOM onucaHua Ana ob3opa apxvWBHOro ¢oHAa ABAAeTCA AOKYMeHT (rpynna AOKYMEHTOB, YacTb
[OKYMEHTa), eAMHMLA XpaHeHWA, eAuHULA yyeTa OfHOro apxuBHOro doHAaa.

06bLeEKTOM OMMUCaHUA ANA TeMmaTuyeckoro ob3opa MO AOKYMEHTaM apxuBa OpraHu3auuu fBAAETCH
AOKYMeHT (rpynna AOKYMEHTOB, YacCTb AOKYMEHTA), eAVMHULA XpaHeHWs, eAWHULA y4YeTa OAHOrO apXMBHOIO
¢oHaa (4YacTu apxuBHoro ¢oHza, rpynnbl apxXuMBHbIX QOHAOB) MO OMpeAesieHHON Teme.

294. 0630p apXuBHOIro ¢0Hﬂa BK/IK4aeT CUCTeEMaTU3INpOBaHHble CBedAeHMA O COCTaBe U coaepXaHuu
AOKYMEHTOB OTAE/IbHO B3ATON0 apXuBHOIO ¢0Hﬂa.

295. TemaTuyeckui 0630p BK/IK4HaeT CUCTeMaTU3INpOBaHHble CBefeHUA O COCTaBe U cohepXaHuu
HacCTu OOKYMEHTOB OAHOIo wuan rpynnbl apXUBHbIX ¢OHAOB no OHPEAGHEHHOﬁ Teme.

296. MNpu cocTaBneHun 0630poB MpuMeHAeTCA AnddepeHUMPOBAHHLIM MOAXOL, 3aKANYAWWUACA B
BblbOope apxMBHOro $GoHAa U/UAM TeMbl, MPUHUMNA TPYNNUPOBKM UHGOPMALMM B OCHOBHOM YacTu ob63opa,
NPUMEHEHUU Pa3/IMYHOW MeTOAMKU MPeACTaBNEeHUA MHOOPMaUMM O LOKYMeHTax (MHAMBUAYANbHbE UK
rpynnoBble aHHOTauUWW), Pa3/IMYHOW MeTOAMKM OMUCAHUA OTAENbHbIX BUAOB AOKYMEHTOB, BbiABJEHUU
Luenecoobpa3HOro cocTaBa W CTEMeHW MOJSHOTH CNPaBOYHOrO anmnapaTta K 063opy.

297. 0630p COCTOMUT W3 COBOKYMHOCTU aHHOTAUMN OTAENbHbIX Fpynn eAMHUL XPaHeHWA, eauHuL
yyeTa, [LOKYMEHTOB M CMpaBOYHOro amnnapaTa.

B aHHOTAuMM u3naraeTcA copepxaHue rpynnbl eauHWL XpaHeHus, eAuHWL y4eTa, AOKYMEHTOB,
YKa3blBAWTCHA OCHOBHble PAa3HOBUAHOCTU AOKYMEHTOB, WX aBTOpbl, XPOHONOrMYeckue pamku, MNOANUHHOCTb,
MoucKoBble AaHHble. B 0630pe apxuBHOro ¢oHAa MOUCKOBbIE AAHHblE COCTOAT M3 HOMepoB onucei gen (
[OKYMEHTOB), eAWHUL, XpaHeHWUs, eAuHUL, y4deTa, JIMCTOB eAWHUUbl XpaHeHus. B MexpoHAOBOM TemMaTuyeckom
0630pe NOUCKOBble [aHHble AOMOJHAKNTCA HOMepamu GOHAOB. B Hay4YHO-cCMnpaBoOYHbli anmapaT ob63opa BXoAAT
TUTYNbHLIA NUCT, copepxaHue (ornaBneHue), NpeaucinoBue, CNUCOK COKpPAWEHHbIX C/OB, yKasaTenu. K
TeMaTU4yeckomy 0630py COCTaBAAKTCA CMUMCOK ApXMBHbIX QOHAOB, WHOOPMALUSA O KOTOpbIX COAEPXUTCH B
ob3ope, u 6ubanorpadus no Teme.

B npeancnioBun K 0630py M31arawTcA CBeAeHMA MO UCTopuu ¢oHAoOobpasoBaTenNs M UCTOpUM
apxuBHOro ¢oHAa, CTpykType o630pa, COCTaBy Hay4yHO-CMpaBOYHOro annapaTa.

298. 0630pbl COCTABAANTCA MO CTPYKTYpHOMY, oTpacneBoMy (pyHKUMOHANbHOMY),
npeamMeTHO-TeMaTU4yeCKoMy, reorpapuyeckoMmy, XPOHONOrMYECKOMY U APYTruM MpU3HaKaM.

299. MOHTaxXHbA NCT KUHOBUAEOAOKYMEHTA - apXWBHbIN CMPaBOYHUK, KOTOPbLIM pacKpbiBaeT
coflepxaHue M 3akpennfeT CUCTEMaTU3auW OTAesNbHbIX MNAaHOB (MOHTaXHbIX KazpoB) .

MOHTaXHblA NUCT KMHOBUAEOAOKYMEHTA NpeAcTaBiseT coboi MoKaapoBOe ONWCaHUe 3aKOHYEHHOro
KMHOMpousBedeHua (Gunbma, crneuBbinycka, KUHOXYpHana, TenecwxeTa). MOHTaxHbliii nucT obpasyeTcs B
npouecce coO3faHUs KUMHOMPOU3BEAEHWA U MOCTYMNaeT B apXWB B COCTaBe TEKCTOBOW COMPOBOAUTENLHOM
JOKYMEHTaLUUU K KWUHOAOKYMEHTY WAU BUAEOGOHOrpamme.



MOHTaxXHbI NUCT KWHOBMAEOAOKYMeEHTaA COCTaB/IAETCA B apXuBe B CJ/lydae ero OTCyTCTBUA U COCTOUT
M3 3arsaBHbIX HaAHMCEﬁ, ONMCaTenNbHbIX CTAaTeW U UTOrOBOW 3anucu.

300. B 3arsaBHbIX HaAMUMCAX YyKa3blBaeTcA:

1) HasBaHue apxuBa;

2) "MOHTaXHbld AMCT N.." U Ha3BaHWe KUHOAOKYMEHTA C yKa3aHMeM ero XxapakTepucTtuk (
03BYYMBaHWe, LBETHOCTb, KO/JMUYECTBO YacTei);

3) HauMmeHOBaHWe CTyAauW, AaTa NPOU3BOACTBA KUHOAOKYMEHTa, aBTopbl ¢uibMa (pexuccepbl,
onepaTopbl, aBTOpbl CLeHapuAa).

301. CocTaBJ/ieHWe MOHTAXHOro /sMcTa MPOU3BOOUTCA MO MO3UTUBY KUHOAOKYMEHTa Mpu npocmoTpe
ero Ha 3BYKOMOHTaXHOM CTO/Ie C ero OAHOBpEeMeHHbIM MO MJaHOBbIM onucaHuem. [pu npocmoTpe Ha
3BYKOMOHTaXHOM CTOJIe B MOHTaXHOM NUCTe OTMeYalTCA LAaHHble B cnenymmeﬁ nocnenoBaTe/IbHOCTU

1) HoMep nnaHa no nopaaky (NpuM CMeWeHWM pamMKu Kagpa Ha dKpaHe BMAHbI HOMepa CTapTOB), ec/u
Xe MO3UTUB He CTapTOBaH, TO cjlefyeT OCTaBWUTb MeCTO AN HOMepa MNjaHa, C TeMm, 4Tobbl BNUCATb ero
BO BpeMA paboTbl C HEeraTUBOM KWHOLOKYMEHTa;

2) nocfie HoMepa nnaHa JaeTcA onpeaeneHne nnaHa (obwuit, CpeaHWUil UAW KPYMHbIA) ;

3) MeTpax niaHa, KOTOpbIA onpejenAeTcsA C MOMOWbH MEeTpoMepa WAM KagpupoBaHHOW NuHelku. [lpu
U3MepeHWn niaHa MeTpoMepoM ero AJUHY caefyeT yKasbiBaTb C TOYHOCTbW O OAHOW AeCATON Kajpa, a
npu U3MepeHUW JIMHEAKON — C TOYHOCTbK A0 OJHOro Kagpa (B OAHOM MeTpe KWHOMJIEHKU comepxutca 52,4
Kaapa);

4) cogepxaHue M306an€HMﬂ naaHa KWHOAOKYMeHTa ONucbiBaeTCA KpaTKoO.

CobblTMe yKa3biBaeTCA TOYHO, CHUMaeMble O6beKTbl Ha3biBATCA MOJMHOCTLH, /JMLA MO BO3MOXHOCTU
pacunppoBbiBaTCA (€C/M HeCKONbKO 4YesoBek, TO MX cliefyeT MepeyYucnaTb C/ieBa HamnpaBo, WHULMAbI
CTaBuTb nepen ¢amuavein), ecnu YenoBeK WAM Tpymnna ML CHATb CO CMWHbl, B MOHTaXHOM /JUCTe 3TO
cnefyeT OTMeTUTb. [pu HaAMYMKU B Kagpe OTAeNbHbIX JIO3YHIOB, TPaHCNapaHTOB COAepXaHuWe WX
0TMEYaeTCsA B MOHTAaXHOM /UCTe.

B aToi Xe rpade oTmevawTca BCce cneunduyeckne npuembl KMHOCbEMKM (MaHopama, 3aTeMHeHwue,
OBWXEHUS, HaAMMCb M TOMY NOAJO6HOE), B MOHTAXHOM JIMCTE 3TU Npuembl OTMeYawTcsa cokpaweHHo (MHP,
3TM, CAB, HAM u ToMmy nomobHoe). Bce O0COB6EHHOCTM CbeEMKM (CbEMKU C ABUXEHWEeM, Hae3doM, CBepxy, C
camosieTa, HOYbW WM Apyrve) Takke OTPaxawTcCcA B ONUCATENIbHOW CTaTbe MOHTAXHOrO JIMCTA U YKA3biBAWTCH
B CKObKax mocsie onucaHuWa u306paxeHua nnaHa. B aToi xe rpage "CopepxaHue u306paxeHUAa™ MOHTAXHOrO
InCTa, COCTAaBAAEMOro Ha KWHOXYpHas, YKa3blBaeTCA Ha3BaHMe KaxAOro ClxeTa, MecTa CbemMku u damunuu
KMHOONEpaTOpOB, CHUMaBWMKX CHXET.



B rpade "TekcT ¢oHOrpammbl" NpuMBOAUTCA CUHXPOHHO TEKCT GOHOrpamMmbl MPOTUB OMUCAHUA Tex
NnjaHoB U306paxeHus, K KOTOPbIM OTHOCATCA CJIOBa AUKTOpA.

Nocne okoH4YaHUA pa60Tu C NMO3UTUBOM Ha 3BYKOMOHTaXHOM CTOJ/e HeobxoAnMo oCcyuecTBUTb CBeEpPKY
nO3nTMBA C HEraTUBOM M JIaBaHOOW Ha npeamMeT COOTBeTCTBMA Apyr Apyry BcCeX 3/1eMeHTOB KOMNJieKTa
KWHOLOKYMEHTaA.

B MTOroBoOi 3anMMCuM MOHTAXHOrO JIMCTA KMHOAOKYMEHTAa YKa3biBaeTcA O6WMil MeTpax KWHOAOKYMEHTa
Mo KaxAoMy 3/eMeHTY KOMMaeKTa B OTAEeNbHOCTU, AOMKHOCTb UM GaMuAMA COCTaBUTENIA MOHTAXHOro NUCTa,
JaTa CoCTaBneHus.

B 3aknw4eHne paboT MO COCTAB/IEHMK MOHTAXHOrO JIMCTa OCYWeCTBAAETCA ero nepeneyaTtka B ABYX
ak3emnnApax (oAMH ucnonb3yeTcs B paboTe uccnepoBaTenei U COTPYLHUKOB, BTOPOW nepenneTaeTcs u
CNYXUT CTpaxoBoW Konuen).

MnaH (MAM MOHTaXHbLIA KaAp) - COCTaBHaA YacTb BuAeopOHOrpamm, npeAcTaBnAwwWas coboi
HenpepbiBHO CHATOe M30b6paxeHue OTAENbHOrO CO6LITUA WM ABMEHUA. B 3aBUCMMOCTU OT BEJSIUYMHDI
BUAMMOIO WM306paxeHUA MaHbl ObIBAT OOWMMU, CpeAHUMU WU KPYMHbIMUA. B OTAENbHbIX CAy4anax MaaHbl
pasgenawTca Mexay coboi CBEeTOBOW NPOCEYKOWn.

302. MOHTaxXHbIM NINCT Ha BUAEOAOKYMEHT CO3[aeTCA B apxuBe. MOHTaXHble JIMCTbl CrNeuBbinyCcKoB,
KMHOXYpPHaNoOB WAW NETOMUCHOrO MaTepuana HaYMHAWTCA C yKa3aHuA roga BbiMycka, CTyAuuM NpOU3BOACTBA,
LUBETHOCTU, O3BYYEHHOCTU, CEKYHAbl, NMOCEKYHAHOro XpoHoMeTpaxa (Hayana M KOHLA 3anucu).

B ciyyae, ec/v Ha BMAEOAOKYMEHT 3anucaHoO HeCKOJIbKO CaMOCTOATE/bHbIX (UIbMOB, XYpHasloB M
ToMy nofobHoe, TO OMUCaHWe KaxAoro M3 HUX HaYMHAeTCA C HaMMCaHWA ero HasBaHWA, C yKasaHuem roga
BbiNycka, CTYyAUW MPOU3BOACTBA, CEKYHAbl, C KOTOpOW HauyMHaeTcA ¢uabM (CneuBbinycK, KWHOXYPHaN WU
NeTOMUCHbI MaTepuan), U CeKyHAbl, KOTOpPOi 3aKaH4YMBAETCS 3anucb M306paxeHuA, a Takxe obuee
KOMIMYECTBO BpPEMEHU 3anucu B CeKyHAaX.

Mocne onucaHuAa TUTY/NILHOIO JINCTa OCYWECTBAANTCA MO MJaHOBble OMNMcaHuA BMﬂeo¢0HOFpaMMH. Mo
niaHoOBOe onucaHue BMAEO¢OHOFpaMM nponcxoguT B cnenywmeﬁ nocsefoBaTe/IbHOCTHU

1) HOMep nnaHa Mo MopaaKy;

2) onpepeneHue nnaHa (obwWMin, CpegHUt UAM KPYMHbIRA) ;

3) NopAAKOBbI HOMEp CeKyHAbl, C KOTOPOW HAaYMHAeTCHA 3anucCb M306paxeHUs MnaHa;

4) Npyv HaNM4YUMU LBETHbIX MJIAHOB B 4YepHO-6esioM M306paxeHun BuAeoPOHOrpaMMbl AU YepHO-OenbiXx B
LUBETHOM, YyKa3blBaeTCs COOTBETCTBEHHO "us." wuam "4/6".

EcAn TOT wWAM WMHOW NnaH npeacTaBnAeT Cob6oi MynbTUNAMKAUMOHHOE M306paxeHne (MATN),
doTOrpaduio MAM KapTUHY, B MOHTAXHOM JIMCTE OTO OTMeYaeTcCcA. ECAM AaHHbIA NiaH ABNAETCA UIpoOBbM, B
MOHTaXHOM NiMCcTe AenaeTcA 3anucb ("Kaap U3 XyaoxecTBeHHoro ¢unbma"). Ecnu nnaH npeacTtasaseT
cob0Ol MHCLEHMPOBKY, B MOHTAXHOM JIMCTE Heobxogumo 3TO OTMeTUTb. CnedyeT BHMMaTE/NbHO CAeAWTb 3a



CMEHOW MNJIaHOB, MOMHSA O TOM, 4YTO, B OT/IM4ME OT KUHOAOKYMEHTOB, MJiaHbl BUAEODOHOrpaMM He MUMeKT
CTapToB.

EciM BUAEOJOKYMEHT 3BYKOBOW, TO TeKCT MPUBOAUTCH MOC/e ONMUCAHWA M306paxeHus Tex MJaHoB, K
KOTOpbIM OTHOCSATCA C/ioBa AUKTOpa. TekcT ¢OHOrpammbl nevaTaeTcCs 3arjaBHbMU OyKBaMu.

B MOHTAXHOM /IMCTE OTMEYAeTCH Ha/U4YMe CUHXPOHHBLIX MIAHOB (BLICTYM/IEHUE WM UHTEPBbLH
Kakoro-imbo nuua, UCMNo/HEeHWe ¢GparMeHTa MECHUM WAWM TaHua, CUEeHbl M3 CMNeKTakJs M ToMmy nogobHoe). B
MOHTAXHOM NUCTE MNOC/Ne OMNUCAHWA MNaHa [eflaeTcA OTMeTKa "CUHXPOHHO". OTAenbHble cfoBa, ¢pasbl B
nepebuBKe AUKTOPCKOFO TeKCTa, anJloOAUCMEHTbl, WyMbl He CleflyeT CHYUTATb CUHXPOHHbIMU. Ecnu Ha nneHke
CHAT 4YesioBeK BO BpemA paboTbl, OoTApIXxa M TOMy nogobHoe, a 3a KaApOM 3BYYUT rONOC 3TOro 4YesoBeka,
ropopswero o 4em-nAubo, ecnuM 3a Kagpom 3BYYUT ronoC, KOMMEHTUPYHWWUIA KaApbl Kakoro-nmb6o cobbiTus,
TO B 3TUX CJly4adAX Hago nucaTb "ronoc (ecnu M3BeCTHO, TO yKasaTb - 4Yeil) 3a kagpom".

B KOHUe MOHTaXHOro JINCTa yKa3biBaeTCA AONKHOCTb, ¢aMMﬂVIF| COCTaBuUTeNnA MOHTaXHOro ncTa wu
AaTa COCTaB/ieHUA.

Naparpa¢ 7. MopAAOK COCTaB/leHUA aBTOMAaTU3MPOBAHHOIO HAy4YHO-CMpPaBOYHOrO annapaTa apxusBa
opraHusauuu

303. ABTOMaTM3MpPOBAHHLIA HAy4YHO-CMNPABOYHbIA anmapaT apxvMBa MpeacTaBnseT coboil KoMmmnaekc
3/IEKTPOHHbIX CMPaBOYHUKOB (633 [aHHbIX ONUCAHWUW AOKYMEHTOB), MnpefHa3Ha4veHHbiX AnA 3ddekTUBHOro
NMOMCKa apXMBHbIX JOKYMEHTOB U WHdopMaLuu.

304. ABTOMATM3WMPOBAHHLIA HAY4YHO-CMNPABOYHbI annapaT ynpaBJieHYeCKON AOKYMeHTauuu 6asupyeTcs
Ha WHOOPMALMOHHO-MOUCKOBOW CUCTEME, CO3[aBaeMOl B TeKylem [efionpouM3BOACTBE OpraHusauuu, wu,
npexge BCero, TakKWX ee 3feMeHTax, KakK DNeKTPOHHble perucTpauMoOHHO-KOHTPOJbHbIE KapTOTeKu U
SN1eKTPOHHAA HOMeHKNaTypa Aen.

OCHOBHbIMU MOJIAMU 3JIEKTPOHHON PerucTpauMoOHHO-KOHTPONIbHON KapTouku sBnAawTca aBTop (
KOppecnoHAEeHT), Ha3BaHue BMUAA AOKYMeHTa, JaTa, WMHAEKC AOKYMeHTa, 3aronoBok (KpaTkoe cojepxaHue)
, pe3osiouuAa, CpoK WUCMONHEHUA, OTMEeTKa 06 MUCMOJIHEHUU.

NMouck MHbOOpMaALUUKM O AOKYMEHTE MOXET OCYWeCTBAATbLCHA KaK MO OAHOMY MO/ KapTOYKW, TakK M Mo
KOMBUHaLUMn nonem.

305. MNone perncTpauMOHHO-KOHTPONLHON KApTO4Yku "HOMep pena No HOMeHknaType" ABnAeTcA
CBA3YHWWUM MOUCKOBbLIM PEKBU3UTOM NpU Mepexofe OT MoUCKa MHPOPMaUMM HA YpOBHe [AOKYMeHTa K MOoUCKY
Ha ypoBHe jgena.

MpW HanM4YMM 3NeKTPOHHON HOMEHKNATYpbl AeN B aBTOMAaTU3UPOBAHHOM peXuMe OCYyWeCTBAAETCH
CnMcaHue [JOKYMEHTOB B AeN0 W WU3BJeYeHWe AOKYMEHTOB W3 Aena.

OCHOBHbIMU MOWUCKOBLIMA PEKBU3UTAMW HOMEHKNATYpbl Aen SABNANTCS MHAEKC Aena, 3arosioBok gena (
TOMa, YacTu), KonuyecTBo Aen (TOMOB, YacTei), CPOK XpaHeHUa U NyHKT (MOANYHKT) MO MepeyHw.



306. Ha ocHOBe 31eKTPOHHON HOMeHKANaTypbl Aes B aBTOMAaTU3WPOBAHHOM pexume OCylleCTBAAETCA
dopmupoBaHue onucen gen.

Npu >Tom "¢PunbTpom" Ans oTbopa MHOOPMALMUU SBAAKTCS CPOKM XPAHEHUA AOKYMEHTOB (MOCTOAHHOIO
,» BpemeHHoro (cBblle 10 neT), BpemeHHoro (Ao 10 neT BKAHWYUTENbHO) XpaHeHusa).

307. B 3/1eKTPOHHON onuUCKU Aen cofepxaTcs cliefylume pekBU3UTbl ONUCAHUA MHOOPMALMM HA YpOBHeE
nena:

1) nopsaKoBbii HOMep 3anucu (Homep nena);

2) uHpeKkc pena;

3) 3arosioBokK fena;

4) ykasaHue Ha NOANMHHOCTb (KOMWWHOCTL);

5) KpaiHue JaTbl AOKYMEHTOB;

6) KOon4ecTBO JINCTOB B Aene;

7) aHHOTAuuMA [OKYMEHTOB.

COBOKYMHOCTb 3JIEKTPOHHbIX Onuceil JaeT MHbOpMauui 06 apXMBHOM ¢oHAE B LE/IOM.

308. JneKTpOHHble perncTpauuMoOHHO-KOHTPOJIbHbIE KapTOYKW ABNAKTCA OCHOBOW Ans co3[aHusa
AaBTOMAaTU3NPOBAaHHOIo KaTtasjsora.

ECM B TPaAMUMOHHOM Hay4HO-CMpaBOYHOM anmnapaTe BUAbl U Pa3HOBMAHOCTU KaTanoros (
cucTemMaTUYeCKU, TeMaTUYeCKWil, MMEHHOW, MO MCTOPUM OpraHM3auuMn M Apyrue) CBA3aHbl Mexay cobou
CUCTEeMON OTCHIIOK, TO B aBTOMAaTM3UPOBAHHOM pexume (OpMUPYETCS OAMH DNEeKTPOHHbIA KaTanor,
coaepxawuit onucaHue Ha ypoBHe AOKYMeHTa Wau nena.

KaTanor cHabxaeTcA KAKW4YeBbIMM C/NOBaMu, OTpaxawwumu Temy, reorpapuyeckoe HasBaHue,
nepcoHanuum u Tak panee. lpefyCcMOTpeHHasa B KaTajnore cxema Kaaccupukauum no3BONAET OTHEeCTU
JOKYMEHT K OJHOW WAW HecKosibkuM pybpukam. Mouck uvHPopmMauunm Mo cCxeme Kaaccupukauuu nossonaseT
MCNONb30BaTb 3JIEKTPOHHLIA KaTanor Kak CUCTeMaTU4eCcKwuit, KaTalor no reorpapuyeckum HasBaHUAM — Kak
reorpapuyeckui n Tak panee.

309. MNpu OTCYTCTBMM B OpraHu3auuMu aBTOMATWU3UPOBAHHON CUCTEMbl perucTpauun AOKYMEHTOB
co3gaeTcsa 6a3a AaHHbIX OMMCAHWIA Ha YpOBHE YMNpaBNEeHYeCKOro, ayAMOBU3YanbHOroO U
Hay4YHO-TEXHUYECKOro AOKYMeHTa (3N1eKTPOHHbIA KaTasnor).



OCHOBHbIMU pekBU3nTamMmun onucaHuin B SN1eKTPOHHOM KaTajsiore ABNAWNTCA:

1) vHpekc, py6puka, noapybpuka;

2) paTa cobbiTusA, MecTo cobbiTuA;

3) conepxaHue;

4) HauMeHOBaHWe apXMBHOro QGoOHAA, HOMEp apxuBHOro ¢oHAa3;

5) Homep onucu fen (LOKYMEHTOB);

6) Homep gena (AOKyMeHTa), HOMep JMCTa.

HaumeHoBaHMWe apxuBHOro QGoHAA, HOMep apxXxMBHOro ¢oHAA, HOMEp OMUCK Aesi, HOMep Aena, HoMmep
NNCTA COAEPXAT Y4YeTHble XapaKTepucTUKM U TpaHCHOPMUPYeTCs M3 yYEeTHOW aBTOMAaTU3MPOBAHHOW CUCTEMbI.

310. OyHKLMM Hay4HO-CMpPaBOYHOrO anmapaTa BbIMOJHAKNTCA C MOMOWbI0 Npouesyp Moucka WHPOPMaLMK
, NpeAcTaBfeHWA pe3ynbTaTOB NOUCKa AJA DKPAHHOro MpocMoTpa WMAM B Buge ¢annoB U pacnedvaTok,
$OpMUPOBaAHNA TEKCTOB CNPaBOYHUKOB.

KniuyeBble c/ioBa, xapakTepusyiwwue o6beKkT ONuCcaHus, BBOAATCS B CUCTEMy B MpoLecce OnucaHus
WAW MoC/ie ero 3aBeplieHns. KJwyeBble CNOBa AT MOJ/b30BATE0 BO3MOXHOCTM BbLICTPOro noucka
MHOPMaLMM Ha YpoOBHE apXxuBHOro GoHAa, ONUCK Aena, Aena, LOKYMEHTa.

NMonck MHbOpMaLMKU MO MONHOTEKCTOBbIM 6a3aM AaHHbIX, BKJ/YAWWWM MOJHbIE TeKCTbl MaTepuanos (
apXMBHble LOKYMEHTbl, XYpHasibHble CTaTbM, 3aKOHOAATesNbHble akTbl), MpeaycMaTpuBaeT obpaljeHue
nonb3oBaTtensa kK pedepaTy (BBEAEHWKW) M 3arosioBKam pasfenioB JOKYMEHTa C MNepexofom, npu
HeobXoaMMOCTU, K COOTBETCTBYHWEMY TeKCTY.

Monb3oBaTenw npu HeobxoAnMOCTH npenoctaBnAeTCcA onepaTuBHaA BO3MOXHOCTb MOJyYeHUA KOMWUU
NMONTHOIrO TeKCTa AOOKYMeHTa.

Mouck MH¢OpMauMM NO0 MNOJIHOTEKCTOBbIM AOKYMEHTaM MOXeT OCylWecCTBAATbCA MO AeCKPUNTOpaMm,
KOTOpble BH6MpaMTCﬂ M3 nedvyaTHbIX Bepcwﬁ Te3aypyca, uaum no KﬂaCCM¢MKauMOHHHM NnHAeKCamM, a TakKXxe no
c/ioBaM eCTeCTBEHHOIro A3blka U3 TeKCTa AOKYyMeHTa.

311. [lokymeHTbl, noAjexawme nepegadvye Ha MOCTOAHHOE XpaHeHWe, nepefawTcA B apXuB BMecTe C
aBTOMaTU3UPOBaAHHLIM HAay4YHO-CMpaBO4HbLIM anmnapaToM.

Hanuune pekBU3UTOB B CTPYyKType 6a3 AaHHbIX aBTOMaTU3UMPOBAHHOIO Hay4HO-CMPaBOYHOro annapaTa
W NpegocTaBneHWe MHOOPMALMM MO STUM pEKBU3UTAM B 3NEKTPOHHOM ¢opmaTe obecrneyuMBaeT COBMECTUMOCTb



6a3bl AaHHbIX apxumBa opraHmsaumn M aBTOMATU3UPOBAHHOINO0O HAYy4YHO-CMpaBOYHOIrO annapaTa
rocyfapCctBeHHOro apxusa.

NMaparpa¢ 8. lMopagoK MCNOJIHEHUA 3anpocoB MoJib3oBaTenei

312. Mo KaTeropuam AOCTyna apxXuBHble AOKYMEHTbl AeNATCA Ha OTKpbIThle U OrpaHWUYeHHOro AocTtyna

313. ApxuB npefocTaBfifieT MOJIb30BATEN0 OTKPbLITHE apXMBHble AOKYMEHThbl, a Takxe
CMpaBOYHO-NOUCKOBbIE CpefAcTBa (Hay4YHO-CMNPaBOYHbLIM annapaT) K HUM W U3pgaHua 6ubaunotedvHoro (
CNpaBOYHO-UHPOPMALIMOHHOT0) ¢doHAa .

OTKpbITHIMA ABNAKNTCA BCe apXuBHble AOKYMEHTbl, AOCTYM K KOTOpbIM He orpaHu4eH
3aKOHO4ATEe/IbCTBOM PECﬂy6ﬂMKM KasaxcTaH, a Takke B COOTBETCTBMUW C pacrnopAxXeHuem CO6CTBEHHMKA WU
Bnagenbua apXuBHbIX OOKYMEHTOB, HaxXo4AWUXCA B YaCTHON COBCTBEHHOCTHU.

314. K apXuBHbIM [OKYMEHTaM OrpaHW4YeHHOro AO0CTYyNna OTHOCATCA:

1) apXuBHble OOKYMeHTbl, codepXallne cBeneHunA, cCcocTaBAwwmMe rocygapCcrtBeHHble cCcekKpeTbl UKW WUHble
OoXpaHAeMble 3aKOHaMu Pecny6nMKM KasaxcTaH TaﬁHHj

2) apxuBHble OOKYMEHTbl, COAepxaliMe CBefeHUs O JIMYHOW U CeMelHOW TalHe rpaxAaHuHa, ero
YaCTHOW XM3HM, a Takke CBeAeHuA, co3jawme yrposy ero 6e30nacHocTU;

3) apxuBHble AOKYMEHTbl, COHBCTBEHHWUKWM WU Bragesiblbl KOTOpbIX, NepefaBas UX B apxuB,
YCTAHOBUAM YCNOBUA AOCTYNA K HUM U UX WUCMONb3OBaHUA.

JlocTyn nonb3oBaTens K TakuMm AOKYMeHTaM, 6a3am AaHHbIX U UX WUCMONb30BaHWEe ocylecTBaseTcA C
Yy4eTOM OrpaHUYeHUi, YCTAHOBJ/IEHHbIX 3aKOHOAATeNbCTBOM Pecnybnuku KasaxcTaH, U yc/oBuii, KOTopble
YCTaHOBUAN COBCTBEHHUKW WM BNAAENbUbl apXMBHbIX LOKYMEHTOB MpU MX Nepejade B apxuB.

K APXUBHbIM OOKYME@HTaM OrpaHMYeHHOro AoCTyna TakKXe OTHOCATCA AOKYMeHTbl, HaxojAuwuecAa B
HeyaoBieTBOPUTE/IbHOM ¢M3MHGCKOM COCTOAHUN.

JocTyn nonb3oBaTenid K yKa3aHHbIM LOKYMEHTaM, a TakKXe UX UCNoJSib30BaHWe OCYWeCcTBAANTCA B
UCKNNYNTENIbHbLIX CNly4aAX C NMUCbMEHHOroO pa3peleHnA pykKoBoauTenAa opraHuvsauuun.

315. ApxvMB OpraHuM3auuyM He MOXeT OrpaHMYMBaTb WU ONpelenATb MOAb30BaTEe/I YyCNOBUA
MCMNONb30BaHUA WMHPOPMALMKM, MONYHEHHONW UM B pe3ysibTaTe CaMOCTOATE/IbHOrO MOWCKa WX NpefoCcTaB/IEHHON
eMy B nopagke OKa3aHWA apXWMBOM OpraHu3auuu yCcnyr, 3a WUCKJWYEHWeM C/iy4yaeB, MNpenyCcMOTpPEeHHbIX
3aKoHoAATeNnbCTBOM Pecnybnukoit KasaxcTaH uinM OroBOpEHHbIX B AOrOBOpe apxuBa C NoJib30BaTesieM Mo
MHOOPMALIMOHHOMY OBCAYXMBAHUK.

316. OCHOBHbIMM (OpMaMM MCMOJIb3OBAHUA AOKYMEHTOB apxuBa OpraHW3auuu ABNANTCA:



1) uHbopmMpoBaHWe nosb3oBaTeneil No MX 3anpocam, a Takke B MHULMATUMBHOM MOpAAKE O HanU4uu
B apXuMBe OpraHu3auuu TexX WU WHbIX AOKYMEHTOB U WX coAepXaHuu. UHUuMaTUBHOe MHOpMUpOBaHME
nosib3oBaTeNel OCywWecTBAAETCA MyTeM Hanpas/ieHUA UM COOTBETCTBYHWEA UHPOpPMauUMM B BUAE MUCEM,
nepeyHein u 0630poOB AOKYMEHTOB W TakK fJanee;

2) BblAada OOKYMEHTOB ANA pa6OTH B YUTa/IbHOM 3asie apXuBa OpraHusauuu;

3) ucnonb30BaHMe AOKYMEHTOB B CpeAcTBax MacCOBOW WMHbOpMauwu;

4) nNoAroToBKa MHPOPMALMOHHLIX MEpOMPUATUA - BLICTABOK, KOHPEpeHUMid U UHbIX MeponpuATHUMA;

5) BblAa4a AOKYMEHTOB BO BpeMeHHOe MNoJib30BaHue.

317. OCHOBHbIMM [OKYMEHTaMM apxuBa B paboTe No MHPOpPMaLUOHHOMY obecneyveHUw Monb3oBaTenei
ABNANTCA:

1) apxuBHas cnpaBka - AOKYMEHT, COCTaB/IeHHbli Ha 6JlaHKe MUCbMA OpraHu3auuu, uMelwui
pUAMYECKY CUly U coAepXawuih AOKYMEHTHYW MHPOpMauuw O npeamMeTe 3anpoca C yKa3aHMeM apXUBHbBIX
WMPpOB M HOMEPOB SIMCTOB E€AUHWL XPAHEHUA TEX APXUBHbIX AOKYMEHTOB, Ha OCHOBAaHMM KOTOPbIX OHa
CoCTaB/ieHa;

2) apXuBHaA KonuAa - A0CJIOBHO BOCNpou3BoAllaA TeKCT apXUBHOMo AOKYMeHTa KonuA, C yKa3aHuem
apXWUBHOI O mM¢pa N HOMepoB /IUCTOB edUHULbl XpaHeHWA, 3aBepeHHaA B YyCTaHOBJIEHHOM MnopAaake;

3) apxuBHaa BbIMUCKA — [JOKYMEHT, COCTaB/ieHHb Ha 6naHKe MUMCbMa OpraHuW3auuu, JLOC/0BHO
BOCMpPOU3BOAAWMI YacTb TEKCTA apXMBHOIO AOKYMEHTa, OTHOCAWMIACHA K onpefeneHHomy ¢akTy, cCobbiTuw,
Mgy, C YKa3aHMeM apxXMBHOro wuppa M HOMEPOB JIMCTOB €AMHULBI XPAHEHUSA;

4) “HGOPMALMOHHOE MUCbMO - MUCbMO, COCTABNEHHOe Ha 6naHKe MUCbMa OpraHuM3auuMu Mo 3anpocy
nosb30BaTeNs UAM MO MHMUMATMBE apxXuMBa OpraHu3auuun, coaepxaljee WHPOPMaLMI O XPaHAWMXCA B apxuse
LOKYMeHTax Mo onpefefieHHoW npobneme, Teme;

5) TeMaTW4eCKuii nepeyeHb APXMBHbIX AOKYMEHTOB - CUCTEMATW3MPOBAHHbI KpaTKUiA Mau
aHHOTUPOBAHHbIA MepeYvyeHb 3arol0BKOB apXMBHbIX [OKYMEHTOB, eAMHUL XpaHeHWA/eAuHUl y4eTa no
onpepeneHHON Teme, C yKasaHMeM WX AaT U apXMBHbIX WWPPOB, COCTABJIEHHbIA MO 3anMpocy MNoAb30BaTens
WAM MO WHULMATUBE apxuBa OpraHu3auuu;

6) TeMaTu4yeckasa noA6opKa Konuin APXUBHbLIX OOKYMEHTOB - CMCTEMaTMBMpOBaHHHﬁ KOMMAEeKT KOMnui
APXUBHbLIX OOKYMEHTOB UIU UX YyacTel no OHPEAGHEHHOﬁ Teme, NOAr OTOBNEHHbIV apXuBomM oOpraHusauun no
3anpocy nonb3oBaTenA WM NO UMHUUMATUBe apxuBa. TemaTuyeckas HOA60pKa BK/IK4YaeT TMTyﬂbHHﬁ nncT,
nepe4dyeHb apXumBHbLIX AOKYMEHTOB U, NpU HEO6XOAMMOCTM, NCTOpn4eCcKyw cCnpaBKy no Teme;

7) TemaTu4yeckuih 0630p apXMBHLIX AOKYMEHTOB.



318. 3anpochl, nocTynawime B apxXuBbl, MNoApasAefianTca:

1) Ha 3anpochl 0 MpefoCTaBlAeHUM MHOPMALMM MO onpelesieHHoW npobneme, Teme, CO6LITUIO, (GaKTy
(TemaTuyeckue 3anpochl). Pa3sHOBUAHOCTbHW TeMaTUYECKUX 3arNpocoB ABAAWTCA 6Guorpaduyeckue 3anpochl,
No KOTOPbIM YCTAaHaBAWBAWTCA CBEAEHWUS, HeobXoaumble ANA WU3YYEHUS XWU3HU U AeATEeNbHOCTU KOHKPEeTHbIX
au;

2) Ha 3anpocbl O MpeAoCcTaBAEHUU WHIOPMAUMM, HeobXoAMMOW ANA YCTAHOB/JEHUS POACTBA,
pPOACTBEHHbLIX CBSA3el ABYX unAu 6onee nuy, UCTOpUM CeMbMU, poja (reHeasoruvyeckue 3anpochl);

3) Ha 3anpocbl COuMasbHO-MPaBOBOro xapakTepa. K HUM OTHOCATCA 3anpockl O MOATBEPXAEHMM
TPYZLOBOro CTaxa M pa3mepa 3apaboTHOW NiaThl, BO3pacTa, COCTaBe CeMbM, 06PA30BaAHUM, HarpaxaeHuu,
MepeyYncieHnn MEeHCUOHHBIX B3HOCOB M COUMAJIbHBIX OTYMC/EHWIA, MPUCBOEHUM Y4YeHbIX CTerneHeid U 3BaHWin, O
HECYACTHbIX C/YY4asX, HaXOXOAEHUW Ha W3/edYeHUU, >SBaKyauuu, MNPUMEHeHWin penpeccuit, o peabunuTtaumu,
CNYX6bl B BOMHCKMX 4acTAX M GOpMUPOBAHMAX, MPOXMBAHUM B 30HAX SKO/MOrMYeckoro 6encTeus,
npebbiBaHUM B MecTax AuweHus cBoboabl, 06 aKTaxX rpaxAaHCKOro COCTOSAHMA.

319. 3anpoc nosib30BaTeNA pacCMaTPUBAETCA W UCMOJIHAETCH apXUBOM OpraHuM3auuu Npu Hanuuuu B
3anpoce HauMMeHOBaHMWA wpuauyeckoro nuua (ANs rpaxaaH - ¢amunum, UMeHM M OTHecTBa), MOYTOBOro u/
WIM SN1eKTPOHHOro agpeca MNoJib30BaTesNf, yka3aHuA Tembl (BOMpoca), XPOHONOrUKM 3anpawvBaemoi
nHGopmauumu .

3anpoc noanuchiBaeTCA 3asABUTeneM. 3anpochl rpaxgaH, B KOTOPbIX OTCYTCTBYWT ¢aMVII'WIVI, agpeca u
nognucu o6pau4a|0uw|xc;|, CHUTAKNTCA AHOHMMHbIMM N He nogsexaT paCcCMOTpPEeHWUlo.

320. 3anpoc, He OTHOCAWMWCA K COCTaBY XpaHAWWUXCA B apXuBe OpraHM3auuMnm AOKYMEeHTOB, B
TeyeHue 3 KaNeHAApHbIX AHEW C MOMeHTa ero perucTpauuu HanpaBiseTcA B rocyAapCTBEHHbIi apxXuB uau
opraHu3auuio, rae XpaHATCSA Heo6XoAMMble apXMBHble AOKYMEHTbl, C yBeJoMIeHueM 06 3TOM MoJsib3oBaTens,
WAU Monb30BaTesIy AaeTCA COOTBETCTBYWWAS peKOMeHAALUS .

321. Mpu NOCTYN/ieHUM B apxuB MHTepHeT-obpaweHns (3anpoca) nonb3oBaTeNs C yKa3aHueMm agpeca
S/IeKTPOHHOI MOYTH U/UNIM MOYTOBOro agpeca, €My HanpasBnAeTCA yBeJoMJeHue O npueme obpaweHusa (
3anpoca) K pacCMOTPEHMI WAM MOTMBMPOBAHHLIA OTKA3 B paccMoTpeHun. MpUHATOE K pacCMOTPeHuto
obpaweHue (3anpoc) pacnevaTbiBaeTcA M B JajbHeiwem paboTa C HUM BefeTCA B YCTaHOBJIEHHOM Mopsiake.

322. TemaTU4YeCKWi 3anpocC rocyfapCTBEHHOro OpraHa, MecTHOro WCMOJIHUTENIbHOro opraHa,
cynebHoro opraHa, CBA3aHHbli C MCMNOJSHEHMEM MMM CBOMX QYHKUWI, apXUB paccMaTpuBaeT B
nepeBooYepesHOM MopsAAKe B YCTaHOBJIEHHble 3aKOHOAATENbCTBOM AM60 B COrlacOBaHHbIE C HUMU CPOKM.
WUcnofHeHne Takoro 3anpoca ocywecTBiseTcA Ha 6e3BO3Me34HOM OCHOBeE.

323. 3anpoc couuManbHO-NMpPaBOBOr0 XapakTepa WMCMOJNHAETCHA apXxvMBOM 6e3BO3Me3[HO, B CPOKM
yCTaHOBNEeHHble 3akoHoM Pecnybnuku KasaxcTaH "O nopaake pacCMOTpeHUs Ob6paleHuin ¢uanyeckmx u
lopuan4eckux nuu" M BbljaeTCcA Nosb3oBaTeNaM B GopMe apXWMBHOW CMpPaBKW, apXWUBHOW KOMUU M apXUBHOI
BbIMNCKM .

324. Mpun McCnonHeHUM MOBTOPHOrO 3anpoca CcouuasibHO-NPaBOBOro xapakTepa WAW COCTaB/EHUM Mo
npocbbe Monb3oBaTeNs apXMBHOW CNpaBKW, AHANOrUYHOW paHee BbiLAHHOM, apXMB OpraHu3auuu npoBepseT



COOTBETCTBUE CBELEHUI, BKJWYEHHbIX B 3Ty CMpaBKy, TeM, KOTOpble UMENTCA B apXMBHbIX AOKYMEHTax, W
B C/lydae O6HapyXeHUA LOMOJSIHUTE/IbHbIX CBEAEHWI, BKJ/YAeT MX B MOBTOPHO BbIAABAEMYH apPXMBHYK
cnpaBky.

325. ApxvMBHafA crpaBKa M apXMBHaA BbIMMCKA COCTABAAKTCA Ha obwem 6naHke ¢ obo3HaveHuem
Ha3BaHUA WHbOpMaUMOHHOrO AokymeHTa "APXUBHAA CMNPABKA", "APXMBHAA BbINMUCKA™.

326. TekCT B apxMBHOM cnpaBke no dopme COraacHo MNpuioxeHuw 35 K HacToAwum MpaBunam paeTcs
B XPOHOJ/IOrM4eCcKoW MOC/NefOBaTENbHOCTU COOLITUA C yKa3aHWeM BUAOB apXMBHbIX AOKYMEHTOB U uX AaT. B
apXMBHOW cnpaBKe AONYyCKaeTCA LUTUPOBAHUE apXUBHBIX AOKYMEHTOB.

327. HecoBnageHve OTAE/NbHbIX AAHHbIX apXMBHbIX AOKYMEHTOB CO CBEAEHUAMU, M3/I0KEHHbIMA B
3anpoce, He ABASeTCA NPenATCTBUMEM ANA BKJKWYEHUA WX B apXMBHYW CNpaBkKy Npu ycnoBuu, ecau
COBMajieHne BCeX OCTalibHbIX CBEAEHMWI He Bbi3blBAa€T COMHEHWU B TOXAECTBEHHOCTM /Mua uau GakToB, O
KOTOpbIX FOBOPUTCA B apXMBHbIX AOKYMEHTax. B apXMBHOI cnpaBKe 3TU AaHHble BOCMPOWU3BOAATCA TaK, Kak
OHM M3NIOXEHbl B APXMBHbIX LOKYMEHTaxX, a pacXOXAeHWs, HecoBMafeHUA W HeTO4YHble Ha3BaHWUs, OTCyTCTBMUe
MUMEHU, OTYeCTBa, WHULUMANOB, WIM HanM4Me OLHOIrO0 W3 HUX OroBapMBaKTCA B TeKCTe CNpaBkM B CKObBKax
("Tak B gokymeHTe", "Tak B TekcTe opuruHana").

328. B npuMeYaHuUAX MO TeKCTY apXWUBHOW CrnpaBKW OroBapuMBawWTCS Hepa3bopuYMBO HaMUCaHHbe,
“cnpaB/ieHHble aBTOPOM, He MojAalwuecs MpPOYTEeHW BCNeACTBUE MOBpexXAeHuAa TekcTa opuruHana mecta ("
Tak B TekcTe opuruvHana", "B TekcTe Hepa3bopuuBo").

B TeKCTe apXWBHOW CNpaBKW He AOMNYCKAWTCA M3MEHEHWA, WUCMNpPaBAEHMA, KOMMEHTapuu, COB6CTBEHHblE
BbIBOABI UCMOJIHUTENA MO COAEPKaHWI apXMBHbIX AOKYMEHTOB, Ha OCHOBAHWM KOTOpPLIX COCTaBJieHa apXvBHas
cnpaeka.

329. B KOHUE apXWMBHOW CMpaBKW MPUBOAATCA apxXuBHble WUPPbl U HOMEpa JIMCTOB EAWHUL XpaHeHuA
apXMBHbIX JOKYMEHTOB, Me4YaTHble M3J4aHUS, WCMOJb30BaBWMECS ANA COCTAB/EHUA apXWBHOW crpaBku. B
TEeKCTe apXMBHOW CMpaBKM LOMYyCKAeTCSA NPOCTAB/EHWE apXWUBHbIX WWPPOB M HOMEPOB JIMCTOB eauHuUL
XpaHEeHUA apXWUBHbIX AOKYMEHTOB Cpasy MOC/ie U3NOXEHUS Kaxaoro dakTa uau cobbiTus.

330. B apxuBHOW crpaBke, 0b6beM KOTOPOW MpeBbluaeT OAWH JINCT, JIMCTbl NMPOWMBAKNTCA, HYMepywTCs
N CKpenaAanTCA nevyaTbw OpraHuW3auuu.

331. ApXuMBHaA cnpaBkKa MNOAMUCbIBAETCA PYyKOBOACTBOM OpraHuM3auuu, UCNOJHWUTEeNeM U 3aBepAeTcA
neyaTbl OopraHuM3auun. B cny4yae HeMnosIHOTH MpeacTaBAAEMbIX B HeW CBegeHWn cocTaBnAeTcA
conposoaunTesibHoOe NMUCbMO C YyKa3aHUeM MNPUHUH.

K apxuMBHOW crpaBKe MpUIarawTCcA KOMWUM apXWUBHbIX AOKYMEHTOB WM BbIMUCKW U3 HUX,
noAaTBepxaawue CBeAEeHUSA, M3JIOKEHHble B apXWBHOW CrpaBke.

332. Mpu OTCYTCTBMM B apxuBe JOKYMEHTOB, Heo6XOoAuMbIX ANA WCMOJSHEHMs 3anpoca, Ha 6naHke
NMCbMa OpraHW3auMM COCTaBAAETCA OTBET O MPUYMHAX OTCYTCTBMA apXMBHbIX AOKYMEHTOB MO Teme 3anpoca
, W JanTCcA Mo BO3MOXHOCTU peKoMeHAauuu, Kyaa Heobxoaumo obpaTuTbCA. Mpu Heo6XOAMMOCTM OTBET
MOXeT ObiTb 3aBepeH MevyaTbl OpraHu3auuu.



333. B c/iyyae AOKYMeHTa/lbHO MOATBEpXAEHHbIX GaKTOB YTpaTbl apXMBHLIX AOKYMEHTOB, COAEpXaWnx
3anpawvBaeMble CBeAEHUS, apXMB OpraHu3auuu BbldaeT CNpaBKy MO AAHHOMY BOMPOCY, MpU HEOH6XOAMMOCTM
3aBepeHHy Me4vyaTbi OpraHu3auuu.

334. B apxuBHOMN BbIMMCKE Ha3BaHUe apXWBHOrO AOKYMEHTa, €ro HoMep W AaTa BOCMPOU3BOAATCSA
NOJMIHOCTbI. W3BNeYeHWA U3 TEKCTOB apXMBHbIX LOKYMEHTOB COAEpXaT WcCYeprbiBawwue AaHHble Mo 3anpocy.
Bbinucka MpOW3BOANUTCA TONbKO U3 AOKYMEHTa, B KOTOPOM COAEPKUTCA HECKONbKO OTAE/IbHbIX, He
CBA3aHHLIX Mexay coboit BOMNpocoB.

Hayano u KoHeu Kaxaoro u3BJieYeHUA, a Takxe nponycku B TeKCTe apXUBHOIMo AOKYMeHTa
OTAEeNIbHbIX C/IOB 0603HA4YawTCA MHOMOTOYMEM.

B mpumevaHMAX K TeKCTy apstHoﬁ BbIMUCKKU AeNalTCA COOTBeTCTByHWMEe OrOBOPKU O HaCTAX TeKCTa
OopuruHana, Hepa36oquBo HaMUCaHHbIX, UCNpaB/ZIeHHbIX aBTOPOM, He NoAAawWMXCA NPOYTEHUH BCenLCTBUE
nospexaeHnA TeKCTa WU TakK panee.

OTAenbHble CNoBa W BbIPAXEHWS OpUrMHaNa, Bbi3biBalWMe COMHEHMA B UX TOYHOCTM, OroBapuBaKTCA
cnoBamn - "Tak B TekcTe opuruHana", "Tak B OOKyMeHTe".

Mocne TeKCTa apXWBHOW BLIMMCKW YKa3blBAWTCA apXWBHblA WHPpP M HOMEepa NUCTOB eAMHUUbI XpaHeHuA
ApXMBHOrO AOKYMEHTA.

AyTEeHTUYHOCTb BblAaHHbLIX MO 3anpocaM apXWUBHbLIX BLIMMCOK YAOCTOBepAeTCA MNOANUCbH pyKoBoAUTenNA
OpraHusauun N nedvdaTbld OpraHuU3auuu.

335. ApXxuBHble KOMUKU, WM3rOTOBJIEHHbIE MOCPEACTBOM WCMOJIb30BaHUA MevaTalwux CpeacTs,
NMepcoHasibHOro KomnblTepa, W BbIMUCKKU opopMiAwTcA Ha obuem 6naHKe opraHusauum ¢ obo3HaveHuem
HauMeHOBaHMA AOKyMeHTa - "ApxuBHaa konua", "ApxuBHaa Bbinucka". Mpu W3roTOBNEHUM KCEPO- WM
PoTOKOMUIN AOKYMeHTa obwuii bnaHK opraHusauuMm He UCNoab3yeTcA.

Mocsfie TeKCTa apXMBHOM KOMUMU WM BbIMUCKM YKa3blBAaeTCA apXWBHbIi wudp AokyMmeHTa. Ecau konwusa
WAW BbINUCKA 3aHWMAaWT 6osiee OJHOrO JUCTA, apXMBHbIH wWWdp ykasbiBaeTcA Ha o6opoTe KaxAoro ucTa.
Bce NUCTbl apXMBHOM KOMUU WAM BLIMUCKU CKPENnANTCA, HYMEepyWwTCs U 3aBepsNTCS apXMBOM OpraHu3auuu.

336. Ha obopoTe Kaxaoro AUCTa apXUBHOW KOMUU MPOCTaBAAWTCA apXWBHble WUPpbl U HOMEpa JIUCTOB
eAVMHUL, XpPaHEeHWA apXMBHOrO AOKYMEHTAa. Bce NMUCTbl apXWMBHOW KOMUU CKPENAsTCA U Ha MecTe CKpensieHus
3aBepANTCA Me4vyaTbid U MOAMMUCLI YMOJHOMOYEHHOrO AO/IXKHOCTHOrO /iMua.

337. ApXuUBHaA cnpaBKa, apXuMBHaA BbIMUCKA, apXMBHaA KOMWA W OTBETbl Ha 3anpocChl BbICHIIAKWTCA MO
no4yTe NpocCTbiIMU MUCbMaMu.

338. ApxXxuMBHaA CrnpaBKa, apXWBHaA BbIMMCKA M apXMBHAs KOMWA B Cay4Yae JIMYHOro obpaleHus
rpaxgaHWHa WIM ero AOBEpPEHHOro Juua B apXuB BbIJAWTCA €My Mo pacnucky npu npeabsaBfieHMM nacrnopTa
WA MHOTO YAOCTOBEPAKWEro LOKYMEHTa, [LOBEPEHHOMY nuuy - Npu NpeabsBAEHWM LOBEPEHHOCTH,



OPOpMNIEHHOW B YCTaHOBNEHHOM nopsake. lonyyYaTenb apXWBHOW CMpaBKW WM apXWBHOWN BbIMUCKK
pacnucbiBaeTCcA Ha MX KOMUAX WAW Ha obopoTe CONPOBOAMTENBHOIO MUCbMa K HUM, YyKasbiBas AaTy WX
nosfy4yeHus.

339. JlonyckaeTcA M3bATUME U3 apXWUBHbLIX AeN U Bblgadvya BriagesibLlam Uam UxX poacTBEeHHUKaM
NOAJINHHBIX JINYHBIX AOKYMEHTOB O FpaXAaHCKOM COCTOAHUU, 06 obpa3oBaHUU, TpPYAOBbIX KHUXEK U APYrux,
He NOJyYeHHbIX B CBOe BpeMA BnajenbleM AOKYMEHTOB.

MNoaonnHHbIE NUYHbIE OOKYMEHTbl BblAAKTCA C pa3pelleHnA pykKoBoAUTENA OpraHu3auun 3aAaBuTesaMm Mno
npeaobABneHUN yaoctoBepeHUA, WHOIro AOOKYMeHTa, yaocToBepAwlWero JIM4HOCTb, UX poACTBEHHUKaM WU
AoBepeHHbIM nuaM — HOTapWuanbHO 3aBep9HHOﬁ noBepeHHOCTU. [oANInHHbIE JIYHbIe AOKYMEHTbl Hanpas/iAwTCA
3aABuTent UeHHbIM NMUCbMOM.

340. Ha MeCTO M3bATOro OOKYMeHTa B [Aesio BKJaAblBaeTCA KOMUA U3BATOrO0 AOKYMeHTa. U3bATue
APXUBHbLIX OOKYMEHTOB, a TakKXe WX 3aMeHa Ha KOMUU OTpaxXawTCA B NIUCTaX-3aBeputenax pgen, B onumcax
Aen, AOKYMEHTOB.

341. Bo3BpaleHue apXUBHbIX AOKYMeHTOB 0popMaAeTcA akToOM 06 U3bATUM U3 el YKa3aHHbIX
[OKYMEHTOB. AKT W [pyrue AOKYMEHTbl, Ha OCHOBaHWU KOTOPbIX NPOM3BEAEHO BO3BpalleHUE APXUBHbIX
LOKYMEHTOB, W pacnucka fiMua, MNONYYMBLEro WX Ha PyKWU, BK/WYAWTCA B Aeno ¢oHAa.

Maparpa¢ 9. MopAnoK Bbiga4M Aen B YMTaANIbHLIA 3an U BO BpeMeHHOe MoJib30BaHue

342. B uenAx co3jaHUA ycnoBui anAa paboTbl nonb3oBaTesield B apXuWBe OpraHu3auuu co3paeTcs
YMTaNbHbl 3an (NPOCMOTPOBLIA 3a/, KOMMbIOTEPHbIA 3a/, MNOMelWeHue ANA NpocaywnMBaHUA GOHOAOKYMEHTOB),
060pylOBaHHLIN COOTBETCTBYHWUMA TEXHUYECKUMU CpeAcTBamMn ANnA paboTbl € MUKPOKOMUAMMU, SNEeKTPOHHbLIMU,
ayAnoBU3yasibHbIMU U Hay4YHO-TEXHUYECKUMU [OKYMEHTaMMU.

Pacnopsapok pa60Tu YNTaNbHOIo 3asa yCTaHaB/MBaeT pykKoBoAUTEe/Ib OpraHusauuun.

MpuW OTCYTCTBUM B apxXuBe OpraHuM3auuu CrneuuasbHO BblAe/EeHHOrO MOMEWeHUs YUTaNbHOro 3ana
paboTa nonb3oBaTeneil C AOKYMEHTaMU MPOM3BOAMTCA B paboymMx KOMHATax apxuBa OpraHu3auuMu uau
CNyx6bl AOKYMEHTAUMOHHOIO obecneyvyeHna yrnpasfeHUsa Mog KOHTPOJeM COTPYAHMKA apxXuBa OpraHuW3auuu.

343. Monb3oBaTenu AONYCKaWTCA B YMTasIbHbIl 3a7l HA OCHOBAHWW JIMHHOTO 3aABJIEHUA,
nonb3oBaTenn, BeAywme Hay4Hyw paboTy B COOTBETCTBMM C MJIAHOM HAy4HbIX OpraHuM3auuin uam
BbIMOJIHAWWME CNYyXebHble 3ajaHuA, MPeAcTaBAANT MUCbMO HamnpaBuMBWEW WX OpraHu3auuu, paboTHUKK
OpraHu3auun AonyckawTcs B YWTasbHbIA 3an NO NpeabABNEHUU CAYXeBHOro ynocToBepeHua. PaboTHUKaM
OpraHM3auun apxuBHble AOKYMEHTbl BblLalTCA B paboyne MnoMeweHus ANS UCMOJIb30BaHUA B CAYXEOHbIX Lensax

B SIM4HOM 3aABNEHUU WU NUCbMe YKa3biBaWTCA ¢aMMﬂMH, nMAa, OTHeCTBO NOsb30OBaTeNnA, AO0/KHOCTb,
Hay4YHOe 3BaHWe, y4YeHaAa CcTeneHb, TeMa U XpoHOoJAOorn4yeckKkume pamMKm unccnenoBaHuA.

PaspeweHue Ha pa60Ty B YUWTa/ZIbHOM 3ane AaeT pykKoBoAUTe/lb OpraHu3auunn Ha HeobxoAnMbIN
nonb3oBaTesiv CpoK, HO He 6onee, 4yem Ha 1 ropa co AHA O¢OpMHEHMﬂ.



344. ApxuB opraHusauuu npefocTaB/AeT MNOJib30BaTesiAM AN1A WUCMNOJIb30BaHMA B 4YUTaJIbHOM 3ane
OTKpPbITHIE AOKYMEHTbl, YYTEHHble W Mpowejwme Hay4YHO-TexHuYeckyw obpaboTky, uMewwme CNpaBOYHUKMU U
Apyrue nouckoBble cpeacTBa. HeyyTeHHble n HeobpaboTaHHble AOKYMEHTb Nonb3oBaTenAm ana paboTbl B
YWTasIbHOM 3ane He BbIJANTCA.

345. OTKa3s uMAM OTCpoYKa B Bblgade AOKYMEHTOB OCylecCcTBNAeTCA B C/y4HaAax:

1) ux nnoxoro GU3NYECKOro COCTOSHUS;

2) OrpaHW4YeHuWit Ha UCNoNb30BaHWe, YCTAHOBNEHHbIX 3aKOHOAATEeNbCTBOM Pecnybauku KasaxcTaH uau
¢oHpoob6pa3oBaTenem npu nepepade AOKYMEHTOB Ha XpaHeEHWe;

3) No/Mb30BaHUA AOKYMEHTaMu paboTHUKAMM BeLOMCTBEHHOro (4acTHOro) apxuBa OpraHuW3auuu Ans
BbINOJHEHUA CNYyXebHbIX 3aAaHuit;

4) BblJa4M LOKYMEHTOB BO BpeMeHHOe MO/b30BaHWe WKW ApPYroMy Mosb30BaTesld B YWTANbHOM 3ane.

OTKa3 apxuBa OpraHuM3auuMu B MNpefoCcTaB/eHUWN LOKYMEHTOB Bbl4aeTCsa B NMUCbMeHHOW ¢opme ¢
yKasaHueM MpUYuH OTKasa.

346. Mo 3aka3am nonb3oBaTenen, C y4eTOM TeXHUYECKUX BO3MOXHOCTEN apxuBa oOpraHusauuu,
M3roTaB/AMBAKNTCA KOMWUU apXUBHbIX AOKYMEHTOB (KCEpOKOMUW, MUKPOKOMWUM, GOTOOTMEYaTKM, KUHOKOMUMU,
BUAEOKOMUM, KOMUW GOHOAOKYMEHTOB, a TaKXe KOMWUM Ha DNIEKTPOHHbIX HOCUTENAX).

He npousBoAMTCA KOMUPOBAHME APXMUBHbIX AOKYMEHTOB HAXOAAWWXCHA B HEYLOBNETBOPUTENbLHOM
dn3nYeCKoM COCTOAHUU.

KonupoBaHue apXuUBHbIX JOKYMEHTOB OrpaHUYEeHHOro AOCTyna (CeKpeTHbX M cofepXawmx
KOHOUAEeHUMaNbHYKW MHGOpPMaLU0) NPOU3BOAMTCHA B YCTAHOB/IEHHOM MOpsAKe.

347. lNopAapoK BbIMONHEHWA 3aKa30B Ha KOMMpoBaHWe, B TOM 4ucne 06beMbl KONMMpoBaHUA apXUBHbIX
AOKYMeHTOB, HeOHy6ﬂMKOBaHHHX onucen pen, AOKYMEHTOB, APYyrux apXuBHbIX CMpaBO4YHO-MOUCKOBbLIX
cpencTse u 6a3 OAHHbIX, CTOMMOCTb M3rOTOBAEHUA KOMUK WU nopAAoOK pacyeToB 3a UX U3TOoTOBJ/EHUE
onpeapenAawTCcA pyKoBoACTBOM OpraHusauuun.

348. Ha KOMWW apXMBHOFO AOKYMEHTA, M3rOoTOBNEHHOW MO 3aka3y No/sb30OBaTeNs, apxXuB yKasbiBaeT
APXMBHbIA WMOP M HOMEpa JIMCTOB eAMHULbLI XPAHEHWUS APXMBHOIO AOKYMeHTa. lpu odbopmaeHUM Komuu
paccekpe4yeHHOro apxXMBHOTO AOKYMEHTa Ha /JULEBOW CTOpPOHe B MPaBOM BEpXHEM Yrny MepBoro u
nocnefHero MUCTa KOMUM MpocTaBnseTca wTamn "PaccekpeyeHo". lpu HEOBXOAMMOCTM AaHHbIA WTaMmn
NpoCTaBAsSeTCHA Ha JMUEBOW CTOpPOHE BCeX JIMCTOB KOMWUW pacCeKkpevyeHHOro apXMBHOIO AOKYMEHTa.

349. Konuu apXuBHbLIX AOKYMEHTOB BblJawTCA MNOJib30OBaTeNIAM, WX [AOBEpEeHHbiM SiMLamM WMAKW BbICbIIAKTCA
No yKa3aHHbIM agpecam.



Y4yeT 3aKa30B Ha KOMWpoBaHWEe BeAeTcA Ha 6YMaxHOM HOCUTese WM B aBTOMAaTU3MPOBAHHOW ¢opme.

350. B 4uTanbHbIM 3an gena u3 XpaHuauila BblAAWNTCA Ha OCHOBAHMKU 3anNOJIHEHHOI O 6naHka 3akasa
Ha Bblaa4y AOKYMEHTOB U Y4YUTHIBAWTCA B KHUIre BblAa4yn nen U3 XpaHunuia.

351. Kaxjoe BbliaBaemMoe W3 apXUBOXPaHWIMWA B YWUTaNbHbIA 3an Aeno MMeeT ANCT WUCMNONb30BaHUA
nena.

352. [lena BbI4ANTCA BO BpeMeHHOe MO/ib30BaHWe CTPYKTYPHbIM noApasfesieHuAM opraHu3auuu Ha
CpOK, He MnpeBblliawwmMii 20 AHel. Bblgava Aen BO BpeMeHHOe Mo/b30BaHWe ApPYruMM OpraHuM3auuaMm Mno ux
MUCbMEHHOMY 3anpocy o¢popmiseTcA Mo akTy Bbigave fefi, OOKYMEHTOB BO BpeMeHHOe Mojib30BaHue. AKT
CcoCTaBNAeTCA B ABYX 3K3eMniApax, OAMH U3 KOTOpbIX MepedaeTcA nosydvaTesn, a ApPYroi octaetca B
BeAOMCTBEHHOM (4acTHOM) apxuBe, akT MOAMMUCHLIBAETCA PYKOBOAWTENAMM OpraHuM3auuu, nepegailiei
[IOKYMEHTbl, W OpraHusauuu-nonyvaTena, MOAMUCU CKPENIaTCA MeyvyaTaMUM opraHu3auuii. [lena BbAaATCA Ha
cpok He 6onee Tpex MecAues.

353. Mpu BbiJaye gen BO BpeMeHHOe MNOJib30BaHMe KaxAoe [Aen0 3aHOCUTCA B KHUTY BbiAayu gen us
XpaHuauwa, a Ha MecTO Bbl4aBaeMOro Aena nomewaeTcA OoTAeNbHadA ANIA KaxAoro aena KapTa-3amecTuTelnb.
KapTbl-3aMecTUTeNN XPaHATCA B apxXMBe OpraHu3auum A0 MMHOBAHMA HafobHocTM. COCTOAHME BO3BpallaeMbIX
hen npoBepsaeTcA B MpUCYTCTBUM NuuUa, BO3Bpalwawwero aeno.

354. Kaxpoe BblgjaBaemMoe U3 apXMBOXPaHUIMUWA ANA BpeMeHHOro MCNOoJb30BaHWA Aefio umeeT NUCT
ncnosnb3oBaHUA LOena.

Maparpa¢ 10. MopAaaoK MCMNOJJb30BaHMA AOKYMEHTOB B CpeACTBaxX MAacCOBOi MHpopMauum

355. ApXxvMB OpraHuM3auuu OpraHusyeT WUCNoJb30BaHWe [LOKYMEHTOB MpW NOArOoTOBKE WHPOPMALIMOHHBIX
MepornpuATUIA, BLICTAaBOK, B CpeACTBaX MacCcoOBOM MHPOpMauuu, a Takxe ux nybauxkauuw. PaboTa
NpoOBOAUTCA KaK CaMOCTOATENIbHO, TaK U COBMECTHO C APYrMMM OpraHu3auuAMM WKW rocyfapCTBEHHbIM
apxvBoM. Ha BblICTaBKax WMCNONb3yWTCA MOAJAMHHWUKWM WUAW KOMUKU [JOKYMEHTOB, W3rOTaB/IMBAWTCA anbboMmbl,
nnakaTbl, Auarpammsl.

356. COBMeCTHO CO CpeACTBaMM MacCOBOW WHPOpPMaLMM apxuMB OpraHuM3auuu onpepenseT TemaTuKy,
06beM U CpPOKM MOATrOTOBKM OOKYMEHTOB, TeMaTMKa M CPOKU YTBEpXAaWTCA pyKOBoAMTesNeM opraHu3auuu. B
aK3emnnApax cTaTell M Apyrux $GopM neyaTu, MNOATrOTOBJMIEHHbIX ANA CPpeACcTB MacCOBOW WHbOpMaLuUK,
OCTAWWWUXCSA B apXUBe OpraHu3auuu, YKasbiBalOTCA MOWCKOBbIE JaHHbIE MCMOJb30BaHHBIX AOKYMEHTOB, a
Takxe fJaTa M MecTo ny6aukauuu.

Mpunoxenue 1
K lMpaBuiam npuema, XpaHeHuA,
y4yeTa M MCroJib30BaHuUA
AOKYMeHTOB HauuoHanbHOro
apXMBHOro ¢OoHAA W ApYyrux
ApXMBHbBIX AOKYMEHTOB
BeOMCTBEHHbBIMU U YaCTHbIMU
apxvBamu

dopma

Onucb gen nNocTOAHHOro XpaHeHuA



YTBepxaeHa YTBepxagaw

npotokosom 3MK mecTHOro HaumeHoBaHMe [OONIXHOCTHU
NCMOJIHUTENbHOrO OpraHa pykoBoAUTEeNA opraHu3auuu
(pecnybnukaHckoro rocyaapcTBEHHOMO PacundpoBka noanucu
apxuea) (nnM4yHaa noanuce)
oT roga N llaTa

OoHp N
Onuncb N

Aen NoCTOAHHOIo XpaHeHuAa

(OduumanbHoe HauMeHOBaHWE OpraHuM3aLuun)
3a rog (ol)

HaumeHoBaHue paszgena (CTPYKTYPHOro NoApasfesieHUs opraHu3auuu)

MopAapkoBbit MHaekc 3aronosok gena ( JaTbl pena ( Konun4yecTtBO NUCTOB B

MpumevaHue
N aena TOMa, 4acTu) TOMa, 4acTu) nene (Tome, 4acTu)
1 2 3 4 5 6
B AaHHbIA pa3fen CBOAHOW OMUCKU BHeCEHOo aen c N __
(undpamn n nponucbr)
no N __, B TOM 4yucne:
NInTepHble HOMepa:
nponylueHHsle Homepa:
HaumeHoBaHWe AOMKXHOCTHU PacunppoBka
cocTaBuTena pasgena CBOAHOWN onucu noanucwm
(nu4Haa noanucob)
LaTa
CornacoBaHa
npotokosom LK (3K) opraHusauuu
oT roga N
OopmaT A4 (210X297)
MpunoxeHune 2
K MNpaBunam npuvema, XpaHeHua,
y4yeTa M MCNONb30BaHUA
JOKYMeHTOB HauuoHanbHOro
apXMBHOro ¢OoHAA W ApYyrux
APXMUBHbIX AOKYMEHTOB
BEAOMCTBEHHbIMA W YaCTHbLIMU
apxuBamu
dopma
Oonucb aen BUAEOJOKYMEHTOB MOCTOAHHOIO XpaHeHuA
YTBepxaeHa YTBepxanat

HanmeHoBaHuMe [OMKHOCTH

npotokosiom 3MK MecTHOro
pyKkoBOoAUTENA OpraHu3auuu Pacuundposka

UCNONHUTENBHOTO
opraHa (pecny6/JMKaHCKOTo
rocyAapCcTBEHHOIr 0



apxuBa) noanucu
oT roga N (nnM4yHaa nognucek)
LaTa

Onucb N

(Ha3BaHMe onucu ¢ odULMANbHBIM HAaUMEHOBAHUEM OpraHU3aLum)

3a rog (bl)
Homep Homep NHpoekc, [laTa Tvin un
. 3arosoBok UcnonHunTtenb XpoHoMeTpax
eNHULUbLl eAuHULUb NMPOU3BOACTBEHHbIN ABTOp A3bIK 3anucw, dopmaT
OOKYMeHTa npousseneHunA BUAeo3anncu
ydyeTa XpaHeHusA HoMep nepesanuncu 3anucu
Of
1 2 3 4 5 6 7 8 9 10
B paHHbI pasgen onucu BKJIKYEHO eanHul XpaHeHuAa ¢ N° _ no N B TOM 4ucne:

(undpammn n nponucol)
NMTepHble Homepa

nponyueHHsle HoMepa M TeKCcToBaA CoOnMpoBOAUTENbHAA AOKYMEHTauuA K HUM.
HaumeHoBaHWe [AOXHOCTH
COCTaBUTENSA Onucu PacwnppoBka noanucu
(nognuce)
laTa
CornacoBaHa
npoTokosiom L3K (3K) opraHusauum
oT roga N

dopmaT A4 (210X297)

MpunoxeHune 3
K MpaBunam npvema, XpaHeHusA,
yyeTa M MCNONb30BaHUA
[OKYMeHTOB HauMoHanbHoro
apxuMBHOro doHza u Apyrux
APXMUBHbIX AOKYMEHTOB
BEAOMCTBEHHbIMA U YaCTHbLIMMU
apxuBamu

dopma
Onucb Aen KUHOAOKYMEHTOB MOCTOAHHONO XpaHeHus

YTBepxaeHa YTBepxaat

npotokosom 3K mMecTHOro

HanmeHoBaHuUe [OMKHOCTH
UCMONHUTENBHOrO OpraHa

(pecny6anKaHcKoro pyKOBOAUTENA OpraHuM3auuu Pacuudpposka
P d nognuncu
rocyfapCcTBEHHOro
apxuBa) (nu4yHaa noanuce)
P haTa

oT roga Ne




Onucb N

(HaBBaHMe onucu c O¢VIL|,VIaJ1beIM HanMeHOBaHUeM opraHmaauMM)

3a rog (bl)
BapuaHT
NHpoekc HeMom
? . JaTa u ( >
Homep Homep  nNpou3BOACTBEHHbIN 3BYKOBOMU
. 3arosioBok MecTo
eauHULbl eauHUUbl  HoMep (YYeTHbIi ABTOp , 4/6,
LOKYMeHTa CbeMKMH,
y4yeTa XpaHeHuA HoMep B uB.,
N3roTOBJIEHUA
opraHusauuu) dopmaT, ueraTus [lyb6nb-HeraTus
A3bIK)
1 2 3 4 5 6 7 8 9
B paHHbIM pa3gen onucu BKJKYEHO eAnHUY XpaHeHuAa c N no N B TOM 4ucne:
(undpamn n nponucbr)
NInTepHble HoMepa
npornyueHHsle HoMepa M TeKCcToBaA COMpoBOAUTENIbHAA AOKYMEHTauuA K HUM.
HavmeHoBaHMe [O/XKHOCTU
COCTaBUTesNIA OMnucH PacwudppoBka noanuncu
(noanucob)
LaTa
CornacoBaHa
npoTokoaom L3K (3K) opraHusauuu
oT roga N

OopmaT A4 (210X297)

MpunoxeHve 4
K MNpaBunam npuvema, XpaHeHua,
ydyeTa M MCNONb30BaHUA
[OKYyMeHTOB HauuoHanbHOro
apXMBHOro ¢OHAA W ApYyrux
apXMUBHbIX AOKYMEHTOB
BEAOMCTBEHHbIMA U YaCTHbLIMU

apxvBamu
®opma
Onucb aen ¢poOHOAOKYMEHTOB MarHUTHOW 3anucu

YTBepxaeHa YTBepxaat
npotokosom 3MK mMeCcTHOro

HavmeHoBaHMe [OOJXHOCTU
NCIMOJIHUTENbHOr0 OpraHa

pyKoBOAUTENA OpraHusauuu PacuundpoBka
(pecnybnukaHckoro

noanucum
rocyfapcTBeHHOro

(nMyHas nognuck)
apxuea)

flaTa

oT roga N

Konwnt

®oHor

(Here

1



Onucb N\

(Ha3BaHVIe onucu c O¢VILI,VIa]'IbeIM HanMmeHoOBaHUeM OpFaHVIBaLLVIVI)

3a rog (bl)
Home Home NHpekc laTa MecToO LaTa
P P ’ _ 3aronosok WUcnonHnTens
eANHULUbLl eguHULUB NMPOU3BOACTBEHHbIN ABTOp A3bIK  3anucu, 3anucu, 3anucu,
OOKYMeHTa npousseneHuA
ydyeTa XpaHeHusA HoMep npepsanunucu nepesanucu nepesanuc
1 2 3 4 5 6 7 8 9 10
B paHHbI pa3gen onucu BKJIKWYEHO eanHul xXpaHeHuAa ¢ N° _ no N B TOM 4ucne:

(undpamn n nponucbl)
JIMTepHble HoMmepa

nponyueHHsle HoMepa M TeKCcToBaA conpoBoAUTENbHAA AOKYMEHTauuA K HUM.
HanmeHoBaHuWe [OJ/IKHOCTHU
COCTaBUTENA OMuUcu PacwnppoBka noanucu
(nognuce)
[aTa
CornacosaHa
npoTokosom L3K (3K) opraHusauum
oT roga N°

OopmaT A4 (210X297)

MpunoxeHune 5
K lMpaBunam npuema, XpaHeHusA,
y4yeTa M UCMoJib30BaHuUA
JOKYMeHTOB HauuoHasbHOro
apxuBHoro doHza u Apyrux
apXVBHbIX AOKYMEHTOB
BEOMCTBEHHbBIMU U YaCTHbIMU

apxusamu
dopma
Onucb gen ¢otoanbbomoB
YTBepxaeHa YTBepxaat
npotokosom 3MK MecTHOro
HanmeHoBaHuUe [OMKHOCTH
MCNOJIHATENIbHOIO OpraHa
pyKoBOAUTENA OpraHusauuu Pacuudposka
(pecnybankaHckoro E—
noanucu
rocypapcTBeHHOro
(nn4yHaa noanuce)
apxuBa)
. [aTa
oT ropga N
Onucb N

(Ha3BaHMe onucu ¢ odULMaANbHEIM HAaUMEHOBAHUEM OpraHU3auuu)
3a rog (bl)



3aronoBok CocTas
Homep . .
(Ha3BaHue ABTop KpaliHne paTbl MecTo Konu4decTBoO TeKCcToBOM BHewHune
eanHNLbI . MNpumevaH
oTa ) CbeMkn GOTOOTNEeYaTKOB CbeMku GOTOOTNEeHaTKOB COMPOBOAUTENbHOW 0COBEHHOCTH
yeT
y anbboma AOKYyMeHTaLuu
1 2 3 4 5 6 7 8 9
B AaHHbI pa3gen onucu BKIKWYEHO eanHuy XpaHeHuAa ¢ N° _ no N B TOM 4ucne:

nnTepHble HOMepa

nponyleHHble Homepa

(undpamn n nponucbr)

M TeKCTOBasA COMpPOBOAUTENbHAA AOKYMEHTauMA K HUM.
doToOTNEYATKOB.

(undpamm u nponucoio)

HanmeHoBaHMe [OJ/IHKHOCTH

CcoCTaBuTena onucu

PacwudpoBKa mnoanucy

(nognucob)

[laTa
CornacoBaHa
npoTokosiom L3K (3K) opraHusauum
oT roga N
OopmaT A4 (210X297)
MpunoxeHune 6
Kk lMpaBunam npuema, XpaHeHusA,
y4yeTa M UCMONb30BaHUA
JOKYMeHTOB HauuoHasnbHOro
apxuBHOoro doHza u Apyrux
apXMBHbIX JOKYMEHTOB
BEOMCTBEHHbBIMU U YaCTHbIMU
apxvmBamu
dopma
Oonucb $OTOAOKYMEHTOB
YTBepxaeHa YTBepxaat
npotokosom 3K MecTHOro
HanmeHoBaHuWe [OMKHOCTM
NCNONIHATENIbHOIO OpraHa
pyKOBOAUTENA OpraHusauuu Pacuudpposka
(pecnybankaHckoro —
noanucu
rocypapcTBeHHOro
(nn4yHaa noanuce)
apxuBa)
. laTa
oT roga N
Onucb N

(HaasaHme onucu c o¢mumaanuM HanMmeHOBaHUeM opraHmaauMM)

3a rog (bl)

Homep
eNHULbI

3aroaoBokK

(

aHHOTauunA

)

Konn4yecTBO eAuHUL XpaHeHuA/



y4yeTa, [lpou3BOACTBEHHbIM AOKYMeHTa ABTop [laTa MecTo

efHUUbI Homep (Ha3BaHMe CbeMKM CbeMKU CbeMKU HeraTus [y6nb-HeraTus Mo3uTus ®oTo-oTneyat
XpaHeHusA anadunoma
1 2 3 4 5 6 7 8 9 10
B paHHbIA pa3gen onucu BKJKYEHO eAnHUY XpaHeHuAa c N _ no N B TOM 4ucne:

(undpamn u nponucbr)
NIMTepHble Homepa

nponyueHHble HoMmepa M TeKCTOBaA COMpPOBOAUTENbHAA AOKYMEHTaUMUA K HUM.

HaumeHOBaHWe [ONXHOCTH

COCTaBUTESNIA OMUCHK PacuudpoBka noanucu
(noanucb)

LaTa

CornacoBaHa

npoTokoaom L3K (3K) opraHusauuu

oT roga N

OopmaT A4 (210X297)

Mpunoxenune 7
K MNpaBunam npuvema, XpaHeHua,
y4yeTa M MCNONb30BaHUA
AOKYyMeHTOB HauuoHanbHOro
apXMBHOTro ¢OHAA W ApYyrux
apXMUBHbIX AOKYMEHTOB
BEAOMCTBEHHbIMA U YaCTHbLIMMU

apxvBamu
dopma
Onucb 3NeKTPOHHbIX AOKYMEHTOB

YTBepxaeHa YTBepxaat
npotokosiom 3K mMecTHOro

HavmeHoBaHMe [OO/XHOCTU
MCNONIHAUTENILHOIO OpraHa

pyKoBOAUTENA OpraHusauuu PacuundpoBka
(pecnybnukaHckoro

noanucum
rocyfapcTBeHHOro

(nu4Haa noanucob)
apxuea)

. laTa
oT roga N
Onucb N
(Ha3BaHue onucu ¢ odpuuManbHbBIM HaMMEHOBAHMEM OpraHW3aLuu)
3a rog (bl)
KpaiHue 06bem .
Homep Homep naThl dopmaT CocTaB TeKCTOBOM
eAMHWUbl  eAuHUUbl  3arosoBOK eaMHb 3N1eKTPOHHbBIX T conpoBoauTenbHOW [lpumeyaHue
ydyeTa  XpaHeHuA OOKYMEHTOB OOKYMeHTauuu
y4yeTa )

1 2 3 4 5 6 7 8



B paHHbIA pa3gen onucu BKKYEHO eAnHUY XpaHeHua c N _ no N B TOM 4ucne:

(undpamn u nponucbl)
NIMTepHble Homepa

nponyueHHsle HoMmepa M TeKCTOBaa COMpPOBOAUTENbHAA AOKYMEHTaUMUA K HUM.

HaumeHOBaHWe [ONXHOCTH

COCTaBUTESNIA OMUCHK PacwudpoBka noanucu
(noanucob)

laTa

CornacoBaHa

npoTokosom LK (3K) opraHusauuu

oT roga N

OopmaT A4 (210X297)

MpunoxeHve 8
K MNpaBunam npuvema, XpaHeHua,
y4yeTa M MCNONb30BaHUA
[OKyMeHTOB HauuoHanbHOro
apXMBHOTro ¢OHAA W ApYrux
apXMUBHbIX AOKYMEHTOB
BEAOMCTBEHHbIMA U YaCTHbIMMU
apxuBamu

dopma
Onucb Aen Hay4yHO-TeXHUYeCKOh AOKYMEHTAUMU NOCTOAHHOIMO XpaHeHus

YTBepxaeHa YTBepxaat

npotokosom 3MK mMeCcTHOro

HanmeHoBaHue [A0JIXHOCTH
NCMNOJIHUTENbHOIO OpraHa

pyKOBOAUTENS OpraHusauum PacuudpoBka
(pecnybnukaHckoro
noanucu
rocyfapCcTBEHHOT 0
(nvyHas nognuck)
apxuea)
) haTa
oT roga N
Onucb N

(Ha3BaHMe onucu ¢ odpuuManbHbBIM HaMMEHOBaHMEM OpraHW3aLuu)

3a rog (bl)

0603Ha4vyeHue KonnyectBO nucrtos
Homep AsTop ( lfoa

obbekTa ( 3arosioBok
eaUHNLbI ape ena opraHusauuMa-pa3paboTynKk 3aBepleHus Mpumeya

n3pgenunsa nen
yyeTa s ) pa3paboTku TEKCTOBbIX rpaduyeckunx ¢oTo
TeMbl)
1 2 3 4 5 6 7 9
B paHHbIi pa3gen onucu BKIKWYEHO eanHul XpaHeHuAa ¢ N° _ no N B TOM 4ucne:

(undpamn u nponucol)
JIMTepHble HoMmepa
nponyueHHsle HoMmepa
HanmeHoBaHue [OJ/IKHOCTH

CcoCTaBuTenAa onucu PaCMM¢pOBKa noanucu




(noanuceb)
LaTa
CornacoBaHa
npoTokoaom L3K (3K) opraHusauuu
oT roga N

OopmaT A4 (210X297)

MpunoxeHune 9
K MNpaBunam npuvema, XpaHeHuA,
ydyeTa M MCNONb30BaHUA
[OKyMeHTOB HauuoHanbHOro
apXMBHOIro ¢OHAA W ApYyrux
apXMUBHbIX AOKYMEHTOB
BEAOMCTBEHHbIMA U YaCTHbLIMMU
apxuBamu

®opma
Oonucb gen no AMNYHOMY COCTaBYy

YTBepxaaw
HanmeHOBaHMe [AO/XHOCTU
pyKoBOAWTENA OpraHusauuu
Pacundposka
(nNM4Haa nognucb) noanucH
llaTa

doHp N
Oonucb N
nen no JNYHOMY COCTaBy

(oduumanbHoe HauMMeHOBaHWE OpraHu3auuu)
3a roa

HaumeHoBaHue pasgena (CTPYKTYPHOro NoApasAesieHUs opraHu3auuu)

NopsgkoBblii UHAekc 3aronoBok gena ( JaTbol pena ( KonuyecTtBO NNCTOB B

. NpumeyaHue
N jena TOMa, YacTu) TOMa, YacTu) nene (Tome, 4acTu)
1 2 3 4 5 6

B paHHbI pa3gen CcBOAHOM OMUCU BHECEHO nen c N

(umdpamn n nponucoh)
no N __, B TOM 4ucrne:

NMTepHble HOMepa:

nponyleHHble Homepa:

HauMmeHoBaHWe AOAXHOCTU PacwuudpoBKa
COCTaBUTeNA paspena CBOAHOW OMMUCH MoANMCH

(nn4yHaa noanuce)
[aTa

CornacoBaHa CornacoBaHa



npoTtokosiom 3K MeCTHOro UCNONHUTENIbHOrO
opraHa (pecnybauMKaHCKOro rocyfapCTBEHHOMO
apxuBa)

oT roga N

npoTokosom LU3K (3K) opraHusauuu
oT roga N

OopmaT A4 (210X297)

MpunoxeHune 10
K MpaBunam npuema, XpaHeHuA,
y4yeTa M MCMoJib30BaHUA
JOKYMeHTOB HauuoHasibHOro
apxuBHOoro doHga u Apyrux
ApXUBHLIX [JOKYMEHTOB
BEeJOMCTBEHHbIMU U YACTHbIMU
apxvBamu

dopma
Onucb Aen AOKYMEHTOB BpeMeHHoro (cBbie 10 neT) xpaHeHus

YTBepxaaw
HavmeHOBaHUe [OMKHOCTU
PYKOBOAUTENA OpraHu3auum
Pacuwundposka
(nNM4Haa nognucb) noanucu
laTa
OoHpg N
Onuce N
Aen BpeMeHHoro (cBblwe 10 feT) XpaHeHus
(OdnumManbHOe HauMeHOBAHWE OpraHu3auuu)

3a rog

HaumeHoBaHue pasgena (CTPYKTYPHOro NoApasfeseHUs opraHu3auuu)

. OaTbl pena ( KonnyecTtBo nuncTos
NMopaakoBebld UHAEKC 3arofioBokK Aena Cpok
| ToMa, 4acTu B nene (Tome, NpumeYvaHue
N2 fena  (Toma, 4acTu) XpaHeHuA
) YacTu)
1 2 3 4 5 6 7
B AaHHbIi pa3fen CBOAHOW OMUCUM BHECEHO gen c N

(undpamm u nponucoio)
no N* _ , B ToM 4ucne:
IMTepHble HoMepa:
nponylieHHble HoMepa:
HaumeHoBaHWe AOMXHOCTHU PacundpoBka
COCTaBUTeNIs pa3fesia CBOAHOM onucu noanucu
(nu4Haa nognucob)
HOaTa
CornacosaHa



npoTokonom LU3K (3K) opraHusauum
oT roga N

OopmaT A4 (210X297)

MpunoxeHune 11
Kk lMpaBunam npuema, XpaHeHusA,
y4yeTa M MCMosib30BaHUA
JOKyMeHTOB HauuoHasibHOro
apxuBHoro doHza u Apyrux
apXUBHbIX AOKYMEHTOB
BEeJOMCTBEHHbBIMU U YaCTHbIMU
apxvBamu

dopma

AKT O BblfesieHun K YHUYTOXEHUH A[OKYMEHTOB, He noajiexauwux XpaHeHu

OPuuManbHOe HauMeHoBaHWe YTBEpXaat
opraHusauuu HauMeHoBaHME AOMKHOCTU
pyKoBOAUTENS OpraHuM3auuu
Pacuundposka
(AM4Haa noanucb) noanucu
NaTa
AKT

MecTo cocTaBneHusA
O BblgeNEeHUN K YHUYTOXEHUKH LOKYMEHTOB,
He noanexawunx XpaHeHu
Ha ocHoBaHuu
(HaumeHoBaHWe, MecTO U roj usaaHuA lepeyHs [JOKYMEHTOB C YyKa-

3aHMEeM CpPOKOB WX XpaHeHus)
0TO6paHbl K YHWYTOXEHUID KaK He uMelwue Hay4YHO-UCTOPUYECKOW LEeHHOCTU M yTpaTuBLMe
NMpakTM4eckoe 3Ha4veHue fefia U AOKYMEeHTbl apXvWBHOro $oHAa :
(HomMep M HasBaHMe apXMBHOrO QGoHAA)

laTa CpoKM XpaHeHuA
3aronoBok WHpekc pena (
aena KonunyectBo pgena (Toma,
. Jena wuau TOMa, 4acTu) no
MopAapKoBbIi . unm aen ( 4acTU) U HoMmepa
. rpynnoBoi N HOMeHKNaType MpumeyaHue
N KpaWHune . TOMOB, NyHKTOB (
3arosoBok unn N gena no .
naThbl yacTel) MNOAMYHKTOB) noO
aen onucu
aen MepeyHio
Bcero Jen U AOKYMEHTOB 3a rogpl.
(undpamu u nponucbl)
FofoBble pasgensl CBOAHLIX OMUCKU AeNl MOCTOSHHONO XpaHeHuA gen 3a rogpl

YyTBepXAeHbl, MO JIMYHOMY COCTaBY COrJacoBaHbl MpoTokosiom JMK (aaTta M Homep)

(HaMmMeHOBaHME MECTHOT0 WCMOJIHUTENbHOrO opraHa (pecnyb6JMKaHCKOro
rocyfapcTBEHHOro apxuBa)
HaumeHoBaHWe AONXHOCTU NWLA,




nposoauBlero obpaboTky Pacuudposka

J[OKYMEHTOB noanucu

(nM4yHaa noanuce)

CornacoBaH CornacosaH
npotokosiom 3MK mecTHOro
MCNONIHUTENBLHOIrO OpraHa

npoTokosom LU3K (3K) opraHusauum
(pecnybnunkaHckoro rocyaapcTBEHHOMO .

oT roga N
apxuBa) e — -

oT roga N

OopmaT A4 (210X297)

MNpunoxeHne 12
K MNpaBunam npuvema, XpaHeHua,
y4yeTa M MCNONb30BaHUA
AOKYyMeHTOB HauuoHanbHOro
apXMBHOro ¢OHAA W ApYyrux
APXMUBHbIX AOKYMEHTOB
BEAOMCTBEHHbIMA W YaCTHbLIMU
apxuBamu

dopma

TMTyﬂbHHﬁ JIMCT OMUCUN AOKYMEHTOB MNMOCTOAHHOIO XpaHeHuA

(Ha3BaHWe rocyaapcTBeHHOro apxusa)?l

(Ha3BaHue ¢oHpa)

(MecTo HaxoxaeHus)
®oHp, N

Onucb

(Ha3BaHWe onucu)
KpallHne paTbl 4OKYMEHTOB

1 3anonHAeTCcA B rocynapCctBeHHOM apxuBse

MNpunoxeHne 13
K MNpaBunam npuvema, XpaHeHua,
ydyeTa M MCNONb30BaHUA
[OKyMeHTOB HauuoHanbHOro
apXMBHOro ¢OHAA W ApYyrux
apXMUBHbIX AOKYMEHTOB
BEAOMCTBEHHbIMA U YaCTHbLIMMU
apxuBamu

®opma

MNepe4yHb npoekToOB, ﬂpOGﬂEM, Hay4YHO-TexXHUu4ecCckaa AOKYMeHTauuA no KOTOpbiM NOANIEXUT
nepepgayve Ha rocyfapctBeHHoe XpaHeHue



OduuManbHoe HauMMeHOBaHWe OpraHu3auun
YTBepxaatw
HaumeHoBaHWe AONKHOCTU PYKOBOAMTENA OpraHu3auuu
PacwuppoBka noanucwm
(nNM4Haa nopnuceb)
laTa

MEPEYEHb N

(BMA Hay4YHO-TEXHUYECKOW LOKYMEHTaLum)
npoekToB, npobnem, Hay4YHO-TeXHUYeCKas AOKYMEHTALUMA Mo KOTOpbIM MOANEXUT nepejave
Ha rocyAapCTBEHHOE XpaHeHue

3a rogpl
313 OpraHusauuu 0O6ocHOBaHue
Tan
MoDAAKOBbI 0603HavyeHue HanmeHoBaHue fopn R KonnyecTBoO oTbopa
[ KOBbIN .
P e (MHpekc) Hay4HO-TeXHU4YecKomn OKOHYaHUA TMpUHMMaBWLKUE YYeTHbIX OOKYMEHTOB Ha
pa3paboTku pa3paboTku ) pa3paboTKu yyacTue B eguHny rocyfapcTBeHHoe
pa3paboTke XpaHeHue
1 2 3 4 5 6 7 8
Bcero B AaHHbIN NepeyvyeHb BKAKWYEHO paspabotok ¢ N© _ no N

PyKkoBoaMTeb BeAOMCTBEHHOrO (Y4acTHOro) apxuBa PacwndpoBka noanucu

(nM4yHaa noanuceb)

CornacoBaH CornacoBaH

npotokosom 3MNK mMecTHOro
NCNONIHATENIbHOIO OpraHa
P npoTokosom LU3K (3K) opraHusauum
(pecnybnunkaHckoro rocyaapcTBEHHOIMO .
oT ___ roga N
apxuBa)

oT roga N

OopmaT A4 (210X297)

MNpunoxexHne 14
K lMpaBuiam npuema, XpaHeHuA,
yyeTa U UCNOJIb30BaHMUA
AOKYMeHTOB HauuoHanbHOro
apxuBHoro ¢oHaa M Apyrux
ApXMBHbLIX JOKYMEHTOB
BEeOMCTBEHHbBIMU U YaCTHbIMU
apxvBamu

dopma

KapTouyka nocTessiakHOro Tonorpapuyeckoro ykasaTens



KAPTOYKA MNOCTEJUTIAXHOIO
TOMOr PAGUMHECKOI 0 YKA3ATENA

NlnueBas CTOpOHa KapTOYKH

Ctennax N ApxusoxpaHunuue N
lena
Wkad N° Monka N ApxuBHbIA poHA N Onuco N cN_ MpumeyaHue
no N
1 2 3 4 5 6

060pOTHaA CTOPOHA KapTOYKM

OopmaT A6 (148X105)

MNpunoxeHune 15
K lMpasBuiam npuema, XpaHeHuA,
yyeTa U UCNOJIb30BaHMUA
AOKYMeHTOB HauuoHanbHOro
apxuBHoro ¢oHaa M Apyrux
ApXMBHbBIX JOKYMEHTOB
BEeOMCTBEHHbBIMU U YaCTHbIMU
apxvBamu

dopma
3aka3 Ha Bbijavy [AOKYMEHTOB
HavmeHOBaHMe BeAOMCTBEHHOrO (YacTHOrO) apXxuMBa OpraHu3auuu
3AKA3 PA3PELAHQ Bbliga4yy AOKYMEHTOB

Ha BblAa4dyy AOKYMEHTOB

" PykoBoAMTENb apXuWBa OpraHM3auuu

I . Moanuncb PacuudpoBka noanucu
(nnM4Haa noanucb)
(MecTo cocTaBeHun) JaTa

(damunua, uHMUManbL uccnepoBaTend; paboTHWKA CTPYKTYpPHOro noapasfefieHvs)

(Tema uccnepoBaHus)



ApxuBHblii Onucb  EauHMua 3aronoBok Pacnucka Pacnucka paboTHUKa
doHa N N*  XpaHeHua N eaANHULbI nonb3oBaTens B YMTanbHOro 3ana B
XpaHeHun nonfy4eHuun npueme
1 2 3 4 5 6

OopmaT A5 (148x215)

MpunoxeHne 16
K MNpaBunam npuvema, XpaHeHusA,
yyeTa M MCNONb30BaHUA
[OKYyMeHTOB HauuoHanbHoro
apxuBHoro doHga u Apyrux
APXVBHbIX [OKYMEHTOB
BEJOMCTBEHHbBIMU U YaCTHbIMMU
apxuBamu

dopma

AKT O Bbijadve paen, AOKYMEHTOB
BO BpeMeHHOoe MnoJib30oBaHue

FocypaapcTBeHHbt Fepb Pecnybnuku KasaxcTaH
unn smbnema (TOBapHLI 3HAK) OpraHuM3auuu
OpuumnanbHoe HavMMeHoOBaHue

O¢uumanbHoe HaMMeHOBaHMe OpraHu3auuu
opraHusauuu
(Ha rocyaapcTBeHHOM fi3blke)
(Ha pyccKkoMm unu UHOM A3blke)
AKT
NQ
(mara)

MecTo usgaHuAa

MecTo u3paHuA
(Ha pyccKoM uaM MHOM A3bIKE)

(Ha rocypapCcTBeHHOM A3bIKe)

0 Bblgaye AOKYMEHTOB
BO BpeMeHHOe MoJib30BaHue

Ha ocHoBaHuu BblAawTCA

cnedywiiMe eAuMHULbLl XpaHeHua W3 apxuBHoro doHaa N

(Ha3BaHue ¢oHAa)

[opoBon paspen 3arosioBoK .
Mopaako . N eamMHuua KpanHue Konu4vecTtBo
. .. | CBOAHOW onucu aen eaNHULbI MpumevaHune
Bbl N . XpaHeHunsa LaThl NNCTOB
Ne XpaHeHusa
1 2 3 4 5 6 7

Bcero BbigaeTca eANnHnU XpaHeHuA,

(undpamm u nponucoio)

CpOK BO3BpalleHus
[lena BblaHbl B yNOpsAAOYEHHOM COCTOAHWUM, MOAWWUTHI, B O0610XKAX, C

NPpOHYMepOBAHHbIMU NUCTaMU U 3aBepUTeNbHbIMU HaAMUCAMU.



NMony4daTenb o6A3yeTcsA He MpefoOCTaBAATb Ae, MNOJIyYeHHbIX BO BpPEMEeHHOe MoJb30BaHue,
LNA 3aHATUWIA MOCTOPOHHWUM NWULAM, He Bbl4aBaTb MO HUM KOMWW, BLIMMCOK M CMpPaBOK, He
ny6/iMKoBaTb AOKYMeHTbl 6€3 pa3peleHWAa opraHu3auuu, BbligaBwen gena.

MonyyaTenb 06A3yeTCA BepHyTb Aefla B BeAOMCTBEHHbI (YaCTHbI) apXuMB OopraHu3auuun B
YKa3aHHbI# B aKTe CpoK.

MonyyaTenb npefynpexaeH o6 OTBETCTBEHHOCTU B C/lyyae yTpaTbl UM MOBpexXAeHUs
MOSly4YeHHbIX BO BPEMEHHOe MoJib30BaHue fAen.

HaumeHoBaHMe AONXHOCTU
pPYKOBOAMTENA OpraHusauuu,
nonydaiwwein pena
Pacuudposka
(nn4Has noanuck) noanucu

HaumeHoBaHME [OMXHOCTU PYyKOBOAUTENS
opraHvsauuu, Bbloawwein aena
Pacuwudposka

(nM4yHaa noanucb) noanucwu

Bbipan gena no mnopyYeHunw pykoBOACTBaA .
(HaumMeHoBaHWe opraHusauumu)

PykoBoautenb

apxuBa opraHusauuu Pacundposka
(nu4Has noanucb) noanucu

[aTa

MpuHAN gena no nopyyYeHuw pyKoBOACTBA .
(HaumeHoBaHMe opraHu3auumn)

PykoBogutenb

apxuBa opraHusauuu Pacwudposka
(nM4yHaa nognucb) noAnUcCH

[NaTa

Jena Bo3BpaleHbl B MOAHOM O6beMe U COXPaAHHOCTMU
Caan no nopyYeHulw pyKOBOACTBa OpraHuW3auuMu-nony4vaTtens

PykoBoauTenb

apxuBa opraHusauuu PacuunppoBka
(nM4Haa nognucb) noanucCH

[aTa

MpuHAN gena no rNopyyYeHuw pyKoBOACTBA, BblaaBwein aena

PykoBoauTenb

apxuBa opraHusauumu Pacuudposka
(nM4Haa nognucb) noanucH

LaTa

OopmaT A4 (210X297)

MpunoxeHune 17
K MNpaBunam npuvema, XpaHeHusA,
yyeTa M MCNONb30BaHUA
[OKYyMeHTOB HauMoHanbHoro
apxuBHoro doHga u Apyrux
APXMUBHBIX AOKYMEHTOB
BEAOMCTBEHHbIMA U YaCTHbIMMU
apxuBamu

dopma

KHMra BblAa4u [AOKYMEHTOB U3 apXvMBOXpaHWula



Mopaakosbit flaTa ApxuBHbii Onucbk Eguumua KoMy Pacnucka — [laTa Pacnucka MpumeyaHue

Ne Bblgaum ¢oHa N Ne XpaHeHuA BblAaHO B BO3BpaTa B
Ne nony4yeHuu BO3BpaTe
1 2 3 4 5 6 7 8 9 10
NWToro B roay Bbl4aHO M3 apxuBoxpaHuauwa N

(umdpamm n nponucoio)
€AMHUL, XpaHEeHUA.
HaumeHOBaHWe [ONXHOCTU pabOTHUKA
COCTaBMBLIEFO UTOrOBYH 3anucb PacumdpoBka
(nNM4Haa nognucb) noanucH
OopmaT A4 (210X297)

MpunoxeHne 18
K lNpaBunam npuema, XpaHeHuUA,
yyeTa M MCNONb30BaHUA
[OKyMeHTOB HauuoHanbHoro
apxuBHoro doHga u Apyrux
ApPXMUBHbIX AOKYMEHTOB
BEJJOMCTBEHHbLIMA U YaCTHbLIMMU

apxvBamu
dopma
JIMCT ucnosb30BaHUA [OKYMEHTOB
ApXuBHbIA GOHA, N Onucb N Jeno N
flaTa Komy BbliaHO: XapakTep ucnosib3oBaHus ( Homepa Moanucb nuua,
Oamunua, KonupoBaHue, BbIMUCKA, MCNOJIb30BAHHbLIX MCMNO/b30BaBlWero
MCNoJIb30BaHMA
NHULMaND NpoCMOTP W Apyroe) nncToB OOKYMEeHT
1 2 3 4 5

OopmaT A4 (210X297)

MpunoxeHne 19
K MNpaBunam npuvema, XpaHeHusA,
yyeTa M MCNONb30BaHUA
[OKYyMeHTOB HauuoHanbHoro
apxuBHoro doHga u Apyrux
APXMBHbIX [OKYMEHTOB
BEJOMCTBEHHbBIMU U YaCTHbIMKU
apxuBamu

dopma
KapTa-3amecTuTenb eAuHULbl XpaHeHUA

KAPTA-3AMECTUTE/Ib EAWUHULbL XPAHEHWA BbIAAHO



Homep Homep Homep epuHuupl Komy DaTa Mognucob JaTa Mognucob
doHaa onucu XpaHeHusA Bblga4un BO3BpaTa

dopmaT A4 (210X297)

MNpunoxexHne 20
K lMpasuiam npuema, XpaHeHuA,
yyeTa U UCNOJIb30BaHMUA
JOKYMeHTOB HauuoHanbHoOro
apxuBHoro ¢oHaa u Apyrux
ApXMBHbBIX JOKYMEHTOB
BEJOMCTBEHHbBIMU U YaCTHbIMU
apxvBamu

dopma
JIMcT npoBepKuU HanUuMA U COCTOAHUA APXUBHLIX AOKYMEHTOB

Hanuuua u cocToAHUA AOKYMeHTOB ¢oHaa N

(Ha3BaHue)
NpoBepky MpoBOANM

Hannyne pokymeHTOB

BbiAB/IEHbI TEXHUYecKue ownbku

JinTepHble Homepa, He [lponyueHHble Homepa, Hom
lpyrve, B pe3ynbTate HYucautcAa
Kon-Bo OTpaxeHHble B He OTpaxeHHble B eam
. - yero obwbem no onucu B
efnHuL, MTOroBOW 3anucu MTOrOBOW 3anucu XpaHe
Homepa pesynbTaTe
_ XpaHeHuA, He He BblAa
onucen yCTpaHeHus
qncnamnuxca nepeyuncieHsl nepe4uciieHsl TexXHUYeCKux Bl
no onucu He Ho He "o YBENYNNCA YMEeHbWUACA BpeMme
yuTeHHble  ° yuTeHHole Ha Ha oumbok |
y4TeHbl B yYTeHbl B
obbeme obbeme
1 2 3 4 5 6 7 8 9 1
UToro umeetcsa B Ha/M4MW BKJIWYEHHBIX U HE BKJIOYEHHbIX B OMUCb eAVHUL, XpaHeHuA.
(undpamm u nponucoio)
HanmeHoBaHue
LONXHOCTeh paboTHUKOB Moanucwm PacuudpoBka noanucew
LaTa

lMpumeyaHue: lpu npoBepke HaAMUYUA U COCTOAHUA ayAMOBMU3YasibHbIX U MaWUHOYUTAEMbIX
(BﬂeKTpOHHHX) AOKYMEHTOB BHOCATCA COOTBeTCTBYyHWIME YTOYHEHUA

MNpunoxeHne 21
K MpaBunam npuema, XpaHeHuA,



yyeTa M MCNONb30BaHUA
[LOKYMEHTOB HaLMOHaNbHOro
apxuBHOro doHza u Apyrux
ApPXMBHbIX [OKYMEHTOB
BEJOMCTBEHHbIMU U YaCTHbIMU
apxuBamu

dopma

AKT NpoBepKWU HaM4uA U COCTOAHMA apXUBHLIX AOKYMEHTOB

OduuManbHoe HauMeHOoBaHUe YTBepxaat
opraHusauuu HaumeHoBaHWe AOMXHOCTHU
pyKOBOAUTENA OpraHu3aumu
Pacuudposka
(nn4Haa noanucb) noanucu
HaTa
AKT

MecTo cocTaBneHun
[lpoBepknM HannM4nAa U COCTOAHUA Aen

(NOCTOAHHOT O, BPEMEHHOrO XpaHeHWs, MO JIMYHOMY COCTaBy)
ApxuBHbIA poHA N
HacToAawun akT cOoCTaBNeH KOMUCCUEN B COCTaBe
(®M0 npepcepaTena u 4YneHoB

B CBA3U C .

KomMmccum) (ocHOBaHMe: nnaHoBas MNpoBepka, MepeMelleHMe Aen U Tak ganee)
MpoBepka npoBoaunachb C no
MpoBepKoOin yCTaHOBNEHO, 4TO:
1. Bcero 4yucautca no onucam pen pnen, B TOM 4vucne,

(unmdpamm n nponucbr)
no onucAMm aen, yTBepXAeHHbIM (COrnacoBaHHbIM)
(HaMmeHOBaHME MeCTHOTr o

WCMONMHUTEIbHOrO opraHa (pecnybAUKaHCKOro roCyAapCTBEHHOrO apxuBa )

aen.
(undpamn u nponucolo)
2. Bcero He oKa3anocCb B Hanuyuu nen, B TOM u4ucne,

(umdpamn n nponucor)
no onucAMm aen, yTBEpPXAEHHbIM (COrnacoBaHHbIM)
(HaumeHoBaHME MECTHOrO

WCMONHUTENbHOrOo opraHa (pecnyb/MKaHCKOro rocyAapCTBEHHOrO apxuea)
nen.

(umdpamn u nponucoh)
3. WUmewT nutepHble HoMepa:
1) He yuYTeHbl B UTOFOBbIX 3anucAX onucei nen;
(umdpamm u nponuckio)
2) He nepeyvUcneHHbIX, HO YUYTEHHbIX B MTOFOBbIX 3aMUCAX ONuUcei
nen.

(undpamn u nponucbl)
4. TlponyuweHo HOMepoB:



1) He yuYTeHbl B UTOrOBbIX 3anucAX onucei

aen:

(undpamn u nponucbk)
2) He NepeyUCNeHHbIX, HO YYTEHHbIX B WTOrOBbIX 3aMUCAX OMUCEN

nen.

(umdpamm u nponucoio)

5. HenpaBuibHO pa3sMeleHHbIX Aefl, OTHOCAWMXCA K APYrUM apXMBHbIM (OHAAM,

nen.

(umdpamn u nponucoio)
6. OKasanocb B Ha/M4YMM MO AAHHOMY apXUBHOMY dOHAY
nen.

(umdpamn u nponucoh)
7. UMeeTcCs He BKJIOYEHHbIX B OMUCKU Aen

(BKNOYEHHBIX B OMNUCH)

aen,

(umdpamm u nponucki)

8. Bcero no AaHHOMYy apxuBHOMY OOHAY (BKIKYEHHbIX U
UMeeTCA B HaJaU4uu fen,
(undpamn u nponucor)

U3 HUX:
1) Tpebywunx pesuHdekuUUM

(undpamm u nponucoio)
2) Tpebywwux Ae3uHCceKuuu

(umdpamu u nponucoio)
3) Tpebywwux pecTaBpauuu

(undpamn u nponucol)
4) Tpebylwux nepensieta M MNOAWUBKU

He BKJIOYEHHbIX B OMUCHU ﬂEﬂ)

nen;
nen.
nen.

nen.

(umdpamm u nponuckio)

5) Tpebywuwux BOCCTAHOBJEHUS 3aTyXawWWX TeKCTOB

(unppamm u nponucoio)

nen.
6) HeucrnpaBuMMO MOBPEXAEHHbIX

aen.

(unmdpamm n nponucbr)
7) Tpebywwmux TexHu4eckoh o06paboTKu

nen.

(undpamu u nponucbl)

8) Bbl4aHO BO BpeMeHHOe NnoJib30BaHue

aen.

(unppamm u nponuckio)

9. Obwana xapakTepucTuKa COCTOAHUA U YCNOBUIA XpaHeH

UA AOKYMEHTOB, OCHOBHble

oTpuuaTenbHble ABNeHUA B COCTOAHUM U YyCNOBUAX XpaHeHUA OOKYMEeHTOB

MpoBepky nposoaunun (HauMeHOBaHWUS LONXHOCTeh, OUO paboTHU

(4acTHOro) apxuBa opraHusauuu).

MpunoxeHune: JINCTbl NPOBEPKN HaJIMYUA M COCTOAHMA [eNl Ha

rocyfapCTBEHHOM U PYCCKOM A3blKaX.

lNpencepaTenbs KOMUCCUM Pacuudposka
(nM4yHaa nognucb) noanucH

YneHsl KOMMCCUU PacwudpoBknu

(nnYyHble nNoanucu) noanucen

[aTa

KOB BeAOMCTBEHHOIo

n. B 3K3. Ha

OopmaT A4 (210X297)

MNpunoxeHune 22
K MpaBunam npuema, XpaHeHuA,
y4yeTa M MCroJib30BaHUA
JOKYMeHTOB HauuoHasibHOro



OoHp N

B apxuBoXxpaHuiuue

HasBaHue doHaa
[llaTa HeobHapyxeHUA LOKYMeHTa

apXMBHOro ¢OoHAA W ApYyrux
APXUBHbLIX AOKYMEHTOB
BEAOMCTBEHHBIMA U YACTHbIMM

apxvBamu
dopma

KapTouyka y4eTa Heo6HapyXeHHbIX ApPXMBHbIX AOKYMEHTOB

KAPTOYKA YYETA HEOBHAPYXEHHbIX APXMBHbIX AOKYMEHTOB

(Ha3BaHMe apXxMBOXpaHWAUWA)

Homep Homep eauHuupl  3arosioBok eauHuupl  KpaiHue Kon-Bo AuCToB (Bpemsi 3ByYaHuA

onucun

(nvueBas CcTOpOHA)

XpaHeHun XpaHeHus iR » MeTpax)

OTmMeTKa O Xofe po3bicKa Pe3ynbTaT po3bicKa

(obopoTHaA cTopoHa)

OopmaT A6 (148 105)

OopmaT A6 (148 105)

MpunoxeHune 23
K MNpaBunam npuvema, XpaHeHuA,
yyeTa M MCNONb30BaHUA
[OKYMeHTOB HauuoHanbHoro
apxuBHoro doHga u Apyrux
APXMUBHBbIX AOKYMEHTOB
BEAOMCTBEHHbIMA U YaCTHbLIMU

apxuBamu
dopma

KHMra ydyeTa nocTynJieHUa wu BbiGbITUA AOKYMEHTOB

HaumeHoBaHue
opraHusauunu
HasBaHue u .
(cTpykTypHOro HaumeHoBaHue omep KpaiHue
HOM
noapasfeneHna , Homep MU baThl
[aTa apXuBHOro
R paTta NOCTYMUBWMKX
nocTynaeHuna doHAaa,

AO/KHOCTHOIro  AOKYMEeHTa, nnun

HOCTyHﬂeHMe OMUCaHHbIX
AOKYMeHTOB

KonuyecTtso pnen



MopALKOBLIN nim NMua, apxuea Mo KOTOPOMY onucu BbIGLIBLIMX BPEMEHHOT 0
Ne BbIGLITMA ), oT NOCTYNWAW  NOCTYNMBWKNX AOKymeHToB MOCTOAHHOTO (cppue 10 nu
NIOKYMEHTa KOTOpoMn UNKN BbiBbILIMN unu XpaHeHua

nocTynuam [OKYMEHTbI  BbiBbIBWMX
Wan BbI6bIIN AOKYMEHTOB
LOKYMEHTHI

1 2 3 4 5 6 7

Utoro B rogy nocTynuno eAMHUL XpaHEHWs, B TOM 4uche:

(undpamn u nponucor)
(noka3biBaTCA pa3fenbHO UTOroBble AaHHble No rpadam 7, 8, 9, 13 KHUIK);
BbIObINO eaMHuy ydeta (+ HOKYMEHTOB, JIMCTOB), B TOM 4ucne:
(undpamm u nponucoio)
(nokasbiBawTCA pa3fesibHO UTOroBble AaHHble no rpadam 10, 11, 12, 14 KHuTK).

HaumeHOBaHWe AONXHOCTU pabOTHUKA, Pacuundposka
COCTaBMBIIErO UTOrOBOKW FOAOBYH 3anuch noanucu

(nM4Haa nopnucob)
PykoBoauTenb BeAOMCTBEHHOrO (4acTHOro) PacuudpoBka
apXxvBa OpraHu3auuu (nu4Haa noanucob) nognucu
HdaTa

MNpunoxeHne 24

K MpaBunam npvema, XpaHeHus,

ydyeTa N nCcnosb30BaHUA

AOKYMeHTOB HauuoHanbHOro
apxuBHoro ¢oHaa M Apyrux

APXUBHbLIX OOKYMeHTOB

BeAOMCTBEHHbIMU N YaCTHbLIMU

apxXusamu

JIUCT-3ABEPUTE/Ib JENA

doHp N Onucb N Heno N
B peno nopwuMTto U NPOHYMEpOBaHO nuct (oB), B TOM uYucne:
nuTepHble NN nncToB
nponyueHHsle NN nuctos
NPOHYMepoBaHHble YUCTble JINCThI
+ NIMCTOB BHYTPEHHeil onucu
Y4TeHO AOKYMEHTOB B BUAE BNOXEHWA U NPUIOKEHUIN, He nognexawmx
HymMepauuu

(pa3HOBMAHOCTM AOKYMEHTOB M UX KOAUYECTBO)

0co6eHHOCTH ¢opMUpOBaHUA, ODOPMIEHUS, GU3UYECKOro COCTOSHUS U y4eTa
LOKYMEHTOB Aena

1 2

1. bpouopbl U Apyrue nevyaTHble M34aHuUA
2. JlucToBKHM

3. Bblpe3ku u3 raser

4. OTKpbLITKK

5. KoHBepThbl

6. Mapku no4ToBble

NN¢ nucTtoB



7. Mapku repb6osble

8. litemnenn no4TtoBble U Apyrue
9. CneumanbHble MOYTOBbLIE OTMETKM
10. CyprydHble, MacTU4Hble ne4vyaTwu
11. ®OTOAOKYMEHTHI

12. KapTbl, nnaHbl, 4YepTexu U Apyrasa Hay4yHO-TexHu4eckaa AOKYMeHTauuA
13. PuUCyHKM, rpaslpbl, akBapeun
14. ABTOorpadbl BUAHbIX fAesATenen
15. CkneeHHble AUCTDI

16. YTpaTa 4acTu NUCTOB

17. Yracawwun TekcT

HaumeHOBaHMe AONKHOCTU WL, PacuuppoBka
3anonHWBLIEro NIMCT-3aBepuTenb fena noanucu
(nnyHas nognuck)

naTa

MNpumeyaHue:

1. nucT-3aBepuTeNb COCTABAAETCA A/ y4YeTa KO/JMYeCcTBa NUCTOB B Aesie U dukcauum
ocobeHHOCTel MX Hymepauuu

2. NuCcT-3aBepuTesib COCTaBNAAETCA Ha OTAesIbHOM JnucTe (ﬂMCTaX) n noguuBaeTCA B KOHUe Jgena

3. B NMcCTe-3aBepuTesie yKasbiBaeTCA um¢paMM M Nponnucbl KosiM4eCTBO MNPOHYMepOBaHHbLIX NUCTOB

Aena n oTaeNnbHO, Y4Yepe3 3HakK +" (Han), Konn4yecTBO JZIMCTOB BHyTPEHHEﬁ onnucun OOoKyMeHTOB pnAefia

4. B NMCTe-3aBepuTene OTMEYaWT cjeaywumne ocobeHHOCTU Hymepauuun, odopmaeHua u ¢Gusn4eckoro
COCTOAHUA [OKYMEHTOB fAena

1) cpeacTtBa no4ToBOro obpaweHus (Mapku BCeX BUAOB, KOHBEPTbl, OTKPbITKWU, GJAHKMW, wTemnenu,
WTaMmnbl, MJIOM6bI)

2) nevyaTM M UX OTTUCKM

3) aBTorpadbl BMAHLIX FOCYAAPCTBEHHbIX W O6WECTBEHHbIX fAeATeseil, AeATeneidl Hayku, TEXHUKMU U
KYNbTYpbl

4) GoTOAOKYMEHTbI

5) pUCYHKMW, rpaBiopbl U akBapesnu

6) KpynHopOpMaTHbIE AOKYMEHTbI

7) CKNneeHHble INCThl, noBpexaeHnA OOKYMeHTOB



8) NMCTbl C HakfeeHHbMU doTOorpaduaAMM, LOKYMeHTaMu

9) KOHBEpTbl C BJIOKEHUAMU W KOJMUYHECTBO BJIOXEHHbIX B HUX UCTOB (NpeameToB)

10) BOKYMEHTbl, MMeHlWMe CaMOCTOATEsIbHY HyMepauuw (B TOM 4ucie u Tunorpadckue maTepuasnsl),
M KONMIMYECTBO MX AUCTOB (CTpaHuy)

5. eCc/iM Ha OAHOM /JIUCTe Jefla UMeeTCA HeCKoJibKo ocobeHHoCTel odpopmieHUA AOKYMeHTa, TO B
rpape 2 nucTa-3aBepuTeNia MpPOCTaBAAETCA HOMEp 3TOro JUCTA MPOTUMB Kaxaod nosuuummn rpads 1

6. ecnn B AOKYMeHTe Ha OAHOM JIMCTe UMeeTCA HeCKO/IbKO MapoK M MHbIX mMaTepuanoB, TO B rpa¢e
2 B cKobkax nocne HOMepa NUCTa Aesia yKa3biBaeTCA UX KOJNU4eCcTBO

7. ecAv B Aene MMeWTCA npeameTbl, HymMepauus KOTOpbIX HEeBO3MOXHAa WM3-3a 0COBeHHoCTei
maTepuana, M3 KOTOPOro OHW WUCMONHEHs (CTEeKNo, MeTann, TKaHb U Apyrue), To B rpade 2 yKasblBawTCA
HOMepa JICTOB, MexAy KOTOPbIMM HAaxXOAMTCA AAHHbIM NpeameT

8. BCe nocnepywumMe U3MeHeHUA B COCTaBe U COCTOAHUU Aena (HOBpEXAEHMe, 3aMeHa nNOoAJINHHbIX
AOKYMEHTOB KonunAamMu, npucoeguHeHue HOBbLIX AOKyMEHTOB) OTMeHawTCA B /INCTe-3aBepuTene co CCbINKOW Ha
COOTBETCTByMMMﬁ aKT

9. /NUCT-3aBepuTesb He HyMepyeTcA

dopmaT A4 (210X297)

MNpunoxexne 25
K MpaBunam npvema, XpaHeHusA,
yyeTa M UCNONb30BaHUA
[OKYMeHTOB HauMoHanbHoOro
apxuMBHOro doHZa u Apyrux
APXMUBHbIX AOKYMEHTOB
BEAOMCTBEHHbIMA U YaCTHbLIMMU
apxuBamu

dopma

MacnopT BeAOMCTBEHHOro (4acTHOro) apxuBa OpraHu3auum,
XPaHAWEro Hay4HO-TeXHUYECKYW AOKYMEHTaLMK

Komy npepacTtaBnsetcAa
(opuumnanbHOe HauMeHOBaHWe rOCYAapCTBEHHOrO apxuMBa WM ero MoYTOBbIi aapec)

Kem npeacTtaBnfaeTca
(opuumanbHoe HaMMeHOBaHME OTHYMTHIBAWWENCA OpraHW3auuMnm W ero MoYTOBbIA agpec)

(dopMma COHBCTBEHHOCTM OTYUTHIBAWWENCA OpraHU3aLum)

NACMNOPT
apxuBa OpraHu3auuun, XpaHAWero Hay4yHo-TexHUYecKylw AOKyMeHTauuw,



Ha 1 pekabps roaa
1. Obwue cBepeHuUA

KonnyecTtBOo eguHUL XpaHeHuUA

MopsaaKoBbIn .
P MokasaTenu Kpaunue AaTbl XpaHUTCA cBepX

Ne BCero ycTaHoBneHHoro (
HauanbHad KOHEYHAR 1o oeonioro) cpoka

1 2 3 4 5 6
Hay4yHo-uccneposaTenbckasn
KoHcTpyKTOpCKasn
TexHonorun4yeckas
MpoekTHasa
Mpo4ne BuAbI

Bcero

2. Hay4Ho-TexHu4yeckaa OOKyMeHTauuAa, OTHeCeHHaA K coCTaBy HauuoHanbHOro apxXuBHOroO ¢0Hﬂa

KonunyecTtBo . KonvnyecTtBO eguHm
nepe4yHein npoexkToB Kpauhue Aatel KpaiiHue AaTk
, npobnem,
. Hay4HO-TexHu4yeckas
MopaakoBbIn
e MNoka3zaTtenu OOKyMeHTaumAa no BHECEHHbIX

KOTOpbIM NOANTEXUT
nepepadve Ha

Ha4vanbHaA KoHeyHas B OMUCK  HayanbHaA KoHev

rocyfapcTBeHHOe
XpaHeHune
1 2 3 4 5 6 7 8
Hay4yHo-uccnepoBaTenbcKas
KoHCcTpyKTOpCKas
TexHonorunyeckas
MpoekTHasa

Mpoyne BuAbI

Bcero

3. YnpaBneH4yeckaa AOKYMeHTauuA

Konn4yecTBO eAuHUL XpaHeHuA

M3 HUX BHECEHO B onucwm,
yTBepxaeHHbole (
cornacoBaHHble) 3MK

JitHne na MeCTHOro
. KpaiHue paThbl XpaHUTCA CBepX
MopAaaKoBbIn NokasaTenm P MCNOJIHATENIbHOIO OpraHa P P
CTaHOBJIEHHOI O
Ne BCEro (pecnybnukaHckoro y
(poroBopHoro)

rocyAapCTBEHHOrO apXxuBa
) cpoka

KpanHue pJaThbl



Ha4Ya/lbHaA KOHeYHaA BCero Ha4dajJibHaA KOHe4YHaA

1 2 3 4 5 6 7 8 9

1 MocToAHHOrO

XpaHeHuA
5 Mo nu4yHomy

cocTaBy

3. Kagpel
MopsaakoBsbin N Buagpl apxuBoB KonnyecTBO WTaTHbIX paboOTHUKOB
1 2 3

1 Hay4HO-TexHU4YecKoh AOKYyMeHTauuu
2 YnpaBneH4Yeckon AOKYMeHTauuu
HanmeHoBaHWe [OO/XHOCTU
pyKOBOAUTENIA OpraHu3auuu PacwudpoBka

(An4Haa noanucb) noanucu
NaTa

(damunua n TenedoH ucnonHuTeEns)

OopmaT A3 (297x420)

MpunoxeHune 26
K MNpaBunam npuvema, XpaHeHusA,
yyeTa M MCNONb30BaHUA
[OKyMeHTOB HauMoHanbHoro
apxuBHoro doHga u Apyrux
APXMUBHBbIX AOKYMEHTOB
BEAOMCTBEHHbIMA U YaCTHbIMMU
apxuBamu

Ycnosua xpaH
nokymeHToB (
nogyepkHyTb)
ApxuBoxpaHun
HeT; cyxoe,
cBeTnoe,
TeMHoe
OTonneHue:
neyHoe, oTCy
Ctennaxu: me
» AepeBAHHble
KOM6MHUpOBaH
lkadbl: pepesB
MeTannnyecku
CurHanusauusa
eCTb, HeT;
OXpaHHaA: ec
YnTanbHbli 3a.
HeT
TemnepaTypHO
pexum:
cobnwpaeTtcs,
cobnwpgaeTcA



dopma

MacnopT apxuBa oOpraHuM3auun, XpaHAWero >3/J1IeKTPOHHble AOKYMEHThHI

KoMy npencTaBnaeTcs

(opuumanbHoe HauMeHOBaHME TOCYAAapPCTBEHHOrO apxuBa W ero MNo4YTOBbIA ajpec)

Kem npepcTtaBnsaeTtcAa

(odnumanbHoe HauMMeHOBaHWE OTYMTHIBAWWENCA OpraHW3auuMM W ero MoYTOBbLIA agpec)

(dopMa co6CTBEHHOCTM OTYMUTHIBAKWENACA OpraHU3aLMK)

apxvBa OpraHu3auuu,
Ha 1 pekabps

MACNOPT
XpaHAluero 3/1eKTPOHHble AOKYMEHTHI,
roga

1. CBefeHnA 06 31eKTPOHHLIX AOKYMeHTax

KonunyecTtBo
MopAaaKoBblin cneunduyeckmx
. NokazaTenu
Ne MHPOPMALIMOHHBIX
pecypcoB

2.

Ne Buapl apxusoB
1 2

1 JN1eKTPOHHbIe AOKYMEHTHI

06bem
3anuMcaHHom
nHpopmaunu

CBepeHnA 06 3NeKTPOHHbIX AOKYMEHTax

KOJIN4eCTBO
eanHuL
XpaHeHus
3/IeKTPOHHbIX
LOKYMEHTOB

4 5 6 7 8

KpanHue p[aThbl
obbem P

3anncaHHomn

NHPOPMALMMN HayasbHas KOHEYHas
(M6T)

Kagpbl

Ycnosua xpaH
[OKYMeHTOB (
noAYepKHYTb)
ApXuBOXpaHun
HeT; cyxoe,
cBeT/sioe, TeMm
OTonneHue: y
neyHoe, oTCy
Ctennaxu: me
» AepeBsAHHble
3 KOMBUHUpPOBaAH
lkadbl: pepes
MeTaIm4yecku
CurHanusauusa
ecTb, HeT;
OXpaHHanA: ec
YnTanbHbl 3a
HeT
TemnepaTypHO
pexum:
cobnwpaeTtcs,
cobniopaeTcs

Konn4yecTBO WTaTHbBIX pa6OTHVIKOB



HanmeHoBaHMEe AO0MKHOCTU

pyKoOBOAUTENA OpraHu3auuu PacuudpoBka
(nM4yHaa noanucb) noanucu

HaTa

(bamunua n TenedoH ucnonHuTEns)

OopmaT A3 (297x420)

MpunoxeHune 27
Kk lMpaBunam npuema, XpaHeHusA,
ydyeTa M MCNONb30BaHUA
[OKyMeHTOB HaluoHanbHOro
apxuBHoro doHza u Apyrux
apXMBHbIX [AOKYMEHTOB
BEeOMCTBEHHbBIMU U YaCTHbIMU
apxuvBamu

dopma
MacnopT apxuBa opraHusauuu, XpaHAawero ayAvoBU3yaJibHYK AOKYMeHTaLuio

KoMy npeacTaBnaeTcs

(opuumanbHoe HauMeHOBaHME rOCYAapCTBEHHOrO apxuBa WM ero MNoYTOBbI agpec)
Kem npeacTaBnsetcsa

(o¢wuwaanoe HavMeHOBaHMWe OTYUTLIBAKWENCA OpraHusauum n ero NOYTOBLIN aAPEC)

(dopma cOBCTBEHHOCTM OTHUTHIBAWIWENCA OpraHU3aLum)
MACMOPT
apXuBa OpraHu3auuu, XpaHSaWero ayAMoBU3YanbHYH AOKYMEHTauwuw,
Ha 1 pekabps roja
1. KnHOQOKYMEHTHI

Konn4yectBo eauHuy, XpaHeHUA

KpaWHue paThl M3 HUX BHECEeHO B Onucwm,
yTBepxaeHHble (
corsiacoBaHHble) JIMK

MeCTHOro
MopAAKOBbIiA UCMO/IHUTENIBHOrO OpraHa XpaHWTCA CBepX
\e MokasaTenu scero (pecnybankaHckoro yCTaHOB/IEHHOT O
HaYanbHas KOHEYHas rocyapcTBeHHOro apxusa (AOFOBOPHOroO)
) cpoka
KpaiHue paThl
BCero
HayasibHaA KOHe4YHasn
1 2 3 4 5 6 7 8 9
1 Ha 35-mm
nneHke
Ha 16-mm
2

nneHke



2. OOTOAOKYMEHTHI

Konun4yecTBO eauHUL XpaHeHuA

KpaiHue paThl U3 HUX BHECEHO B ONWCH,
yTBepxXaeHHble (
cornacoBaHHble) IMK

MeCcTHOro
MopsaAKoBbIN
M MokasaTenu MCNONHUTENIBHOIO OpraHa yCTaHOBNEHHOIO
BCero (pecnybaukaHckoro
Hava/ibHasA KoHeYyHasa
rocyfapCcTBEHHOrO apxuBa
KpauHue paTol
BCero
HavyasbHasA KoHeYyHas
1 2 3 4 5 6 7 8
YepHo-besble
1 HeraTusebl
uBeTHbIe
Mo3uTuBbI YepHo-besble
5 Ha NaeHke,
ANano3UTUBLI LBeTHble
(cnangb)
3 doToOTNEeYaTKHn
KOJZIn4ecTBO
anbbomoB
4 ®oTOaIbOOMDI
KO/ZIn4ecTBO
CHUMKOB
3. OOHOAOKYMEHTbI
Konn4ecTBO eavHUL XpaHeHuA
KpanHue pJaThbl M3 HUX BHECEHO B OMNUCHU,
yTBepxXaeHHble (
corsiacoBaHHble) IIMK
MeCTHOro
NopAAKOBbIA XpaHUTCA cBepX
- MokazaTenm Ccero MCNONHUTENIbHOIO OpraHa YCTaHOBNEHHOrO
- r
ecny6/MKaHCcKoro
HayasibHaA KoHeYyHasa (p y (BoroeopHoro)
rocyfapCcTBEHHOrO apxuBa cpoka
KpaiHue paTsl
BCero
HavyanbHasA KoHeYyHas
1 2 3 4 5 6 7 8 9
1 MarHuTHble
3anucu
5 I paMMOPOHHbIE
3anucu
3anucu Ha
3 Apyrux

HOCUTEeNnAx

XpaHNUTCA CBepX

(AoroBopHOro)



4. BnpeopoKymMeHThl

Konu4yecTBO eguHUL XpaHeHuUA

KpaiHue paTbl M3 HUX BHECEHO B OMUCH,
yTBepxaeHHble (
cornacoBaHHble) MK

nOpﬂ,ﬂ,KOBblﬁ MECTHOro XpaHUTCA cCBepX
" MokazaTenu MCNOJIHATENIbHOIrO OpraHa yCTaHOBNGHHOI O
i BCero
ecnyb6imMKaHCcKoro
Ha4YasibHaA KOHe4YHaA (pecny (morosopHoro)
rocysapcTBeHHOro apxuBa cpoka
KpawWHue paTol
BCero
HaYa/lbHaA KOHe4YHaA
1 2 3 4 5 6 7 8 9
5. Kagpbl
Mopapkosblid N Buabl apxuBoB KonmyecTBO wTaTHbIX paboTHUKOB
1 2 3
1 OnnbmoTeEKM
2 doTOTEKMU
3 ®oHOTeKMU
4 BupgeoTeku

HaumeHOBaHuUe [OMKHOCTU
pPYKOBOAUTENA OpraHM3auuu PacuwudpoBka
(nM4HaAa noanucb) noanucwu

llaTa

(bamunua u TenedoH ucnonHuTena)

YcnosuAa XpaH
nokymeHTOB (
noaYepKHyTb)
ApXUBOXpaHun
HeT; cyxoe,
cBeTnoe, Tem
OTonneHue:
ne4yHoe, oTcy
CTtennaxu: me
,» AepeBsAHHble
KOM6MHUpOBaH
Wkadbl: pepes
MeTann4yecku
CurHanusauusa
eCcTb, HeT;
OXpaHHaA: ec
YnTanbHbi 3a.
HeT
TemnepaTypHO
pexum:
cobnwapaeTcs,
cobnwpaeTcs



dopmaT A3 (297x420)

MNpunnoxeHne 28
K lMpaBuiam npuema, XpaHeHuA,
y4yeTa M MCroJib30BaHuA
AOKyMeHTOB HauuoHanbHOro
apxuBHoro ¢oHaa u Apyrux
ApXMBHbBIX JOKYMEHTOB
BEeOMCTBEHHbBIMU U YaCTHbIMU
apxvBamu

dopma

NacnopT BeAoOMCTBEHHOro (4Y4aCTHOro) apxuBa OpraHU3auum,
XpaHAWero ynpasneHYecKyl AOKYMeHTauuio

Komy npepcTtaBnseTtcAa
(oduumManbHOe HauMeHOBAHWE FOCYAApPCTBEHHOrO apxuMBa WM €ro MOYTOBLIA agpec)

Kem npepactasnsaetca
(oduumManbHoe HauMeHOBaHWE OTYUYUTHIBAWWEWCA OpraHM3auuMM M ero no4vYToBbIN ajapec)

(dopMa COHBCTBEHHOCTM OTYUTHIBAWWENCA OpraHU3aLum)
NACNOPT
apxuBa OpraHu3auumn, XpaHAWero ynpaBAeHYeCKYW AOKYMEHTauuw,
Ha 1 pekabps ropa
1. Obwme cBepeHMUA

MopAAKOBbI KonnyecTtBo Mnowasb apxuWBOXpaHUAUL B 3arpyxXeHHoOCTb
Ne apXMUBHbIX GOHAOB KBaZpaTHbIX MeTpax ApXMBOXPAHU/UL B MPOLEHTax
1 2 3 4

2. CBegeHnA O AOKYMeHTax

Konn4yecTBO eAuHUL XpaHeHuA

KpalHue pAaThbl M3 HUX BHECEeHO B OMucw,
yTBepxzaeHHble (
cornacoBaHHble) 3MK

MeCTHOro
ﬂOpH,ﬂ.KOBbIVI XpaHNTCA CBepXx
" NokasaTenu Scero WCNONHUTENILHOTO OpraHa v crayoBneHHoOro obpasyeTca
ecnyb6/IMKaHCKOoro
HayasbHas KOHe4yHas (pecny (moroBopHoro) B rog aen
rocyAapCTBEHHOro apxuBa cpoka
KpanHue pJaThbl
BCero
HaYasbHaA KOHe4YHasd
1 2 3 4 5 6 7 8 9 10
1 NocToAHHOIO
XpaHeHusA
5 Mo nu4yHomy

CcoCTaBy



MopaakoBbin N

HaumeHOBaHue [OMKHOCTHU
pyKOBOAWTENA OpraHuM3auuu

(nM4yHaA noanucb) noanucwu

llaTa

(bamunua u TenedoH ucnonHuTena)

3. Kagpebl

KonmyecTBO WTATHbBIX paboOTHUKOB

PacundppoBka

®opmaT A3 (297x420)

MNpunnoxexHne 29

K lMpaBunam npuema, XpaHeHwus,
yyeTa M MCNONb30BaHUA
[OKYMeHTOB HauuoHanbHoro
apxuMBHOro doHZa M Apyrux
APXMBHbIX [OKYMEHTOB
BEIOMCTBEHHbIMU U YaCTHbIMU

apxvBamu
dopma

WHBeHTapHaA KHUra y4yeTa Hay4YHO-TEXHUYeCKOW AOKYMeHTauuu

MHBeHTapHbIM  JaTa
HoMep co3/JaHua

dopmarT

YcnoBua xpaH
nokymeHToB (
noavYepKHyTb)
ApxuBoxpaHun
HeT; cyxoe,
cBeTnoe, TeMm
OTonneHue:
ne4yHoe, oTcy
Ctennaxu: me
,» AepeBsAHHble
KOM6MHUpOBaH
Wkadbl: pepes
MeTaN/IM4yecku
CurHanusauusa
eCcTb, HeT;
OXpaHHaA: ec
YnTanbHbii 3a.
HeT
TemnepaTypHO
pexum:
cobnwpaeTtcs,
cobnwpgaeTcs

MpumeyaHue



eANHNLLbI eAuHUUbl 0603HaveHue KonnvecTsBo HaumeHoBaHue Kem NMognuce o
ydeTa ydeTa eauHNLbI NCTOB eauHNLbI BbinyleH npuemke
y4yeTa y4yeTa OOKYMeHTOB
1 2 3 4 5 6 7 8
UToro B rogy nocTtynuio eAuHUL ydyeTa.
(undpamm u nponuceio)
HaumeHoBaHWe AONAXHOCTU paboTHMKA, Pacuudposka
COCTaBMUBIIEro UTOrOBOKW MOA4OBYH 3anuchb noanucu
(nM4Haa nognucob)
PykoBoauTenb BeAOMCTBEHHOrO (4acTHOro) Pacuuoposka
apxuBa opraHusauuu (nu4Haa noanucob) noanucu

[aTa

OopmaT A3 (297X420)

MpunoxeHne 30
K lNpaBunam npuema, XpaHeHuUA,
yyeTa M MCNONb30BaHUA
[OKYyMeHTOB HauuoHanbHoro
apxuBHoro doHga u Apyrux
ApPXMUBHbIX AOKYMEHTOB
BEJJIOMCTBEHHbLIMA U YaCTHbLIMMU
apxuBamu

dopma

KapToyka perucTtpauuu Hay‘-IHO-TEXHM‘-IeCKOVI AOKYMEeHTauuun

Homep komniekca
linpp obvekTa
HaumeHoBaHWe Komnsiekca
HaumeHoBaHMe obbekTa
CTaaua npoekTa
Fon paspaboTku
OTaen-paspaboTymnk
[NaBHbIM WMHXEHep npoekTa
TexHonormyeckaa opraHusauus

MpumeyaHue

JaTa WHBeHTapHbI HOMep Mapka
1 2

JivueBaa cTopoHa

Homep obbekTa

060poTHaA CTOpOHa

n HOMepa NUCTOB
3

Konn-4yectBo ANCTOB MecTO XpaHe-HuA
4 5

OopmaT A5 (148X210)

MpunoxeHue 31



K lMpasBunam npuema, XpaHeHuA,
yyeTa M MCNONb30BaHUA
[OKYyMeHTOB HauuoHanbHoro
apxuBHoro doHza u Apyrux
ApPXMUBHbIX AOKYMEHTOB
BEJOMCTBEHHbBIMU U YaCTHbIMM
apxuBamm

dopma

MHBeHTapHaA KHUra y4yeTa HayHHO-MCCHEAOBaTeanKOﬁ AOKYMEeHTauuun

PykoBoautenb
. HaumeHoBaHue Homep
MopAaaKoBbIN JaTa . ( Konu
. 0603Ha4veHune 3Tan ¥ HoMmep rocyaapcTBeHHON Pa3paboTyuk -
Ne nocTynaeHns OTBETCTBEHHbIA K
TeMbl perumcTpauunu
UCMNONHUTEND)
1 2 3 4 5 6 7 8
UToro B rogy nocTynuiao €OMHUL, XpaHeHuA, BblbbUIO eAVHUL XpaHeHuA.
(unmdppamn n nponucbr) (undpamn n nponucoh)
HaumeHOBaHWe [ONXHOCTU paboOTHMKA, Pacuundposka
COCTaBMBIIErO UTOrOBOW FOAOBYK 3amnuchb nognucu
(nu4Has noanuchb)
PykoBoauTenb BeAOMCTBEHHOrO (4acTHOro) Pacuudposka
apxuBa opraHusauuu (nu4Haa noanuceb) noanucu
JaTa
OopmaT A3 (297X420)
MpunoxeHue 32
K lMpaBunam npuema, XpaHeHuA,
y4yeTa M MCMONb30BaHUA
[OKYyMeHTOB HauuoHanbHoro
apxuBHoro doHza u Apyrux
APXMUBHbIX AOKYMEHTOB
BEJOMCTBEHHbIMA U YaCTHbLIMMU
apxvBamu
dopma
XypHan perucTtpauuum 3afABOK Ha Bblgavy
naTteHTa Ha u3obpeTeHue
. laTa Bxopsuwmni Homep . Aap
MopAaakoBbIi . HasBaHue MaTeHTHbIN
. nocTynneHna Homep rocynapcrteeHHoin CTpaHa ABTOpbl 3aaBUTENb . Tem
Ne nsobpeTteHus NOBEpPEHHbIN

3aAB/NeHNA 3aABJsieHnA pernctpauuu



OopmaT A4 (210X297)

MpunoxeHne 33
K lMpasBunam npuema, XpaHeHuA,
ydyeTa M MCNONAb30BaHUA
[OKyMeHTOB HaluoHanibHOro
apxuBHoro doHza u Apyrux
apXMBHbIX [OKYMEHTOB
BEJOMCTBEHHbLIMA U YaCTHbLIMMU
apxusamu

dopma

YyeTHaAa KapTo4yKa eAuHMUUbl y4eTa 3/eKTPOHHbIX [AOKYMEHTOB
nvueBad CTOPOHA KapToO4Ku

HaumeHoBaHue .
3aronoBok Homep OTMEeTKa O Ha/ln4YuMu Konuu
opraHusauuu, oT faTa
. eauHUUbl  eanHUUbI OOKYMEHTOB Ha 3JIeKTPOHHbIX
KOTOpOW MOCTYNuau nocTynaeHua
yyeTa XpaHeHuA HOCUTeNnAX MHPopmauumn
OOKYMEHThI
oopmaT Bua 06bem B KonudecTBO 3anucein ana 6as3bl [aTa
HocuTensa M6anT DAHHbIX co34aHuA
MNopgnucb
MecTO nvua,
CpoK XpaHeHusa MpumeyaHuAa
XpaHeHunA BHecWero
3anucb
060pOTHAA CTOPOHA KapTO4KMU
Bua pabotbl ( Homep akTa HoBbif 06bem Buz Homepa MNoanucb nuua
nepesanucob, nepesanucu wu haTa B eguHny , BHecwero
dopmaT . HocwuTens
MUTpaumn) MUT paLum M6anTt XpaHeHuA 3anuchb

OopmaT A5 (148X210)

MpunoxeHue 34
Kk lMpaBunam npuema, XpaHeHuA,
ydyeTa M MCNONb30BaHUA
JOKYMeHTOB HauuoHasbHOro
apxuBHoro doHza u Apyrux
apXMBHbIX JOKYMEHTOB
BEOMCTBEHHbBIMU U YaCTHbIMU
apxuBamu

dopma



AKT O MMrpauuM U nepesanucu 3NeKTPOHHbIX AOKYMEHTOB

YTBepxaaw
HanmeHoBaHMe [OO0MKXHOCTU
OduumanbHoe HaumeHoBaHue pykoBoAuTesnA opraHusauunu

opraHusauuu PacuudpoBka noanucu

(nu4HaA nognucob)
LaTa

AKT
MecTo cocTaBneHusa
O murpaumm v nepesannucu SNEeKTPOHHbIX AOKYMEHTOB
CBogHaa onucb pen N EanHnua ydeta N

1 2

XapakTepucTuka 3/eKTPOHHbIX LOKYMEHTOB AO Nepe3anucu/mMurpauuu:

¢opmat __ , obbem (M6anT), KO/IM4ecTBO M NN eauHUL, XpaHeHuA .
XapakTepucTuka 3N1eKTPOHHbIX [JOKYMEHTOB MOCie nepe3anucu/Murpanuu:

dopmat __, obbem (Mb6anT), Konnm4yecTBO M NN eAMHMUL, XpaHeHuA .

PaboTy BbIMOAHUAN:

HaumeHOBaHuUA [ONXHOCTEW PacumndpoBkm

(nu4yHble noanucu) noanucei
PaboTy npuHAn:
PykoBoauTeNnb BEAOMCTBEHHOFO WJIM YACTHOrO
apxvBa opraHu3auuu PacumdpoBka

(nM4Haa nognucb) noanucH
[aTa

N3MeHeHUA B yYeTHble JOKYMEHTbl BHECEHb
HavmeHOBaHMA AOMKHOCTM
Mua, BHeCWero M3MeHeHuA PacuudpoBka

(nM4yHaa nognucb) noanucwu
LaTa

dopmaT A4 (210X297)

MNpunnoxexne 35
K MpaBunam npvema, XpaHeHuA,
yyeTa M MCNONb30BaHUA
[OKYMeHTOB HauuoHanbHoro
apxuMBHOro doHZa u Apyrux
ApPXMUBHbIX AOKYMEHTOB
BEAOMCTBEHHbIMA U YaCTHbLIMMU
apxuBamu

dopma



ApxuBHafa crnpaBKa

(Ha3BaHMe apxuBa) (Mo4YTOBLIN MHAEKC, aapec, TenedoH, ¢akc)

APXUBHAA CINPABKA

Ne AppecaT
Ha N¢ oT
OcHoBaHue:
IvpekTop apxuBa noanucb PacunppoBka noanucu
UcnonHuTenb noanucb PacwnppoBka noanucwu
NeyaTb

OopmaT A4 (210X297)
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