YTBEPXJIAIO

PexTop CapaHCkoro KoonepaTuBHOTO UHCTUTYTa
(punmana) aBTOHOMHOM HEKOMMEPUYECKOI
06pa3oBaTeHAH OPLAANSALMH BHICIIETO

IIOJIOKEHUE Ob APXUBE

1. OBINME ITOJIOKEHU A

1.1. ApxuB sABNAETCS CTPYKTYPHEIM NoApaszaeneHueM CapaHCKOro KOONepaTHBHOTO
MHCTUTYTA, OCYLIECTBJIAIOIIETO XpaHEHHE, KOMILIEKTOBAHME, Y4€T M HCIONB30BaHUE ap-
XMBHBIX JOKYMEHTOB.

1.2. OcHoBHbIe 321244 H QYHKUHH apPXHBA

OCHOBHBIMH 331a4aMM apXUBa HHCTUTYTA SBJISIOTCH:

- KOMIUIEKTOBaHHME apXuBa JIOKYMEHTaMH, COCTaB KOTOPBIX NpenycMotpeH Ilonoxe-
HUeM o0 apxuBe;

- y4eT ¥ obecrieueHre COXpaHHOCTH JOKYMEHTOB;

- CO3/1aHNE HAyYHO-CIIPaBOYHOTO anrapara K JOKyMEHTaM apXuBa;

- UCIOJIb30BaHNE XPaHAIIUXCS B apXUBE TOKYMEHTOB.

B uensx BHINONHEHNS OCHOBHEIX 3224 apXUB OCYLIECTBIIAET CEAYIOMIHE (ByHKIIUU:

- BEACT CIIUCKH CTPYKTYPHBIX IOApPa3JENeHUN HHCTUTYTA - HCTOYHHUKOB KOMILIEKTO-
BaHUS apXUBa;

- IPUHUMACT YTOPAJOYCHHBIE IOKYMEHTHl CTPYKTYPHBIX IIOApa3eieHUil HHCTH-
TyTa - HCTOYHMKOB KOMIUICKTOBaHHUS apXUBa,;

- YYHUTBHIBACT U 00€CIIEUMBAET COXPAHHOCTH IPHHATHIX B apXMB JOKYMEHTOB;

- OpraHu3yeT MH(GOPMAIMOHHOE OOCITy)XUBAaHHE CTPYKTYPHBIX IOApa3fieeHui HH-
CTUTYTa, OCYLIECTBIACT MCIIOJb30BAHNE JJOKYMEHTOB II0 3alpOCaM OpPTaHU3aLMi ¥ YaCTHBIX
JIALI, B TOM 9HUCJIC COIMAIbHO-IIPABOBEIM 3aIIpOCaM I'pak/laH, BEJET YUeT U aHaJIN3 UCIIOJIb-
30BaHMS;

- OCYINECTBIIAET MPOBEPKY MPABUIBHOCTH (OPMHUPOBAHMS U O(QOPMIICHHUS el B
CTPYKTYPHBIX IMOAPA3AEICHUAX HHCTUTYTA - UCTOUHUKA KOMIUIEKTOBAHUA;

- OpraHusyer paboTy IO COCTaBICHHUIO HOMEHKJIATYPhI 6]l HHCTUTYTA,

- OKa3pIBACT METOAMYECKYIO U NMPAKTUYECKYIO IIOMOIIb CTPYKTYPHBIM IIOJpa3eie-
HMAM B paboTe ¢ JOKyMEHTaMHu;

- Y4acTBYET B pa3paboTKe HOPMATUBHBIX H METOJMYECKUX JOKYMEHTOB O apXHUBHO-
My €1y ¥ JOKYMEHTallHOHHOMY 00€CIIEUeHHIO.



1.3. IIpaBa apxuBa

JIJ1s BBIMOTHEHUS. OCHOBHBIX 3a/1a4y U QyBKIMH apXUB MHCTUTYTa UMEET MPaBo:

- Tpe6GOBaTh OT CTPYKTYPHBIX NOAPA3JE/CHUI CBOCBPEMECHHOW Iepe/lauyd B apXuB
JOKYMEHTOB B YIIOPSAAOYECHHOM COCTOSHHUH,

- KOHTPOJIUPOBATH IpaBuiia paboTHl ¢ JOKYMEHTaMH B CTPYKTYPHBIX NOJPA3/C/ICHH-
SIX MTHCTUTYTA - ICTOYHUKAX KOMIIIEKTOBAHUS apXMBa,

- 3ampaliuBaTh OT CTPYKTYPHBIX IOAPA3/eIEHUH HHCTUTYTA - HCTOYHUKOB KOMILJIEK-
TOBaHMsI HEOOXOTUMBIE JIst pa0OTHl apXUBa CBEJCHMUS.

1.4. OTBeTCTBEHHOCTh AapXHBa

ApXUB HECET OTBETCTBEHHOCTh 34:

- HECOOITI0IeHUE YCIIOBUM 00€ecTIeueHus COXPaHHOCTH JOKYMEHTOB;

- YTpaTy ¥ HECAaHKIIMOHUPOBAHHOE YHUYTOXKEHUE JOKYMEHTOB;

- HEOOOCHOBAHHBIM OTKa3 B [IpUEME Ha XpaHEHUE JOKYMEHTOB IIOCTOSHHOIO XpaHe-
HUS U 10 JUYHOMY COCTaBY IOJIBEIOMCTBEHHBIX OpraHU3alliii UHCTUTYTA.

JIOMKHOCTHEIE JIMIa, BUHOBHBIE B HApYILIEHHM 3aKOHOJATENhCTBA 00 apXMBHOM Je-
Jie, HECYT TPakKJAaHCKO-IIPaBOBYIO, aJMHMHHUCTPATHBHYIO U YTOJIOBHYIO OTBETCTBEHHOCTD,
YCTaHOBJICHHYIO 3aKOHOMaTeNbcTBOM Pocculickoi denepanuu.

2. KOMIIVIEKTOBAHHUE APXHUBA

2.1. KomnuiekToBaHHEe apXHBa HHCTHTYTA

KoMrexkroBanue apxuBa MHCTHTYTa - 3TO CHCTEMAaTHUECKOE IOIIOJIHEHHE apXuBa
JOKYMEHTAMH CTPYKTYPHBIX [IOApa3IeICHUI HHCTUTYTA.

KoMmnekroBaHue apXxyuBa BKIIOYAET:

- OIpeleIeHNE HCTOYHUKOB KOMIUIEKTOBAaHUS apXUBa,

- OIIPEZIENIEHUE COCTaBa JOKYMEHTOB, ITOAICKAINX IIPHEMY B apXHB;

- Opra’Husanys nepeadyu JOKyMEHTOB B apXUB.

2.2. UcTOYHHKH KOMILIEKTOBAHNSI apXUBa

OCHOBHBIMH HUCTOYHHUKAMHU KOMIUTEKTOBAHUS apXUBa MHCTUTYTA SIBJISIOTCS:

- JIMYHEIE JieJ1a U3 IIPHUEeMHOI KOMUCCHU;

- TIPUKA3Bl 110 JINYHOMY COCTaBY CTYACHTOB U COTPYAHMKOB MHCTUTYTA U3 aJMHHH-
CTPaTUBHO-IIPABOBOIO yIIPABJIEHHUS;

- yueOHBIE KapTOUKH CTYIEHTOB U3 J€KaHATOB (DaKyIBTCTOB.

2.3. CocTaB NOKYMEHTOB, IIO/I/Ie:KALIUX NepeAayde B apXHB

ApXMB MHCTMTYTa B COOTBETCTBUM C IIOJIOXKEHHEM O HEM KOMIUIEKTYETCS IEIaMu
IIOCTOSHHOT 0, BpeMEHHOT0 (cBhIE 10 JIeT) XpaHeHHs, a TaKKe AeIaMH 10 JIMYHOMY COCTa-
BY.

Jlena BpeMEHHOTO XpaHEeHHsI CO CpOKaMu xpaHeHus 1o 10 jet nepenaue B apXuB HH-
CTUTYTa, KaK MpaBUjIO, He nomuexar. OHU XpaHATCS B CTPYKTYPHEIX IOApa3Ae/ICHUSIX HH-
CTUTYTa U M0 UCTEYEHUH CPOKOB XpaHEHHUS NTOJIeKaT YHHUTOKEHHUIO.

2.4. Homenkaarypa aeJ

HomenxnaTypa Zen npeicraBisieT coO0H CHCTeMaTH3UPOBaHHBIM MEPEUCHb HAUME-
HOBaHUH eI, 33aBOJUMEIX B AETONPOU3BOICTBE NHCTUTYTA, C YKa3aHHUEM CPOKOB HX XpaHe-
HUA, 110 YCTAaHOBJICHHOU (opMe.

ApPXUB B LIEJIAX KaYECTBEHHOTO KOMIUIEKTOBAHMS AOKYMEHTaMM apXHUBHOTO (oHIa
KOHTPOJIUPYET M OKa3bIBa€T HEOOXOOUMYI0 METOJUUYECKYI0 U MPaKTUYECKYIO TOMOIIH
ciyx0e TOKYMEHTallMOHHOro OOeCIedeHHs YNpaBACHUS B COCTaBJICHHM HOMEHKJIATYPHI
Je.



HomenxnaTypa nen SBiaseTcss OCHOBOH I COCTaBJICHHS OIHCEH JeJ MOCTOSHHOIO U
BpeMeHHOro (cBeime 10 JIeT) XpaHeH!s] 1 OCHOBHBIM YYETHBIM JOKYMEHTOM B JCJIONpPOM3-
BOJICTBE, & B apXHUBE WHCTUTYTa HCIOJB3yeTCS IUIA ydeTa [esl BpeMmeHHoro (o 10 jer
BKJIIOYMTEIHHO) XPAHEHUS.

3akperyieHHas B HOMGHKIIATYPE CXeMa CUCTeMaTU3aliH /Il MOXET OBITh MCIIOJb30-
BaHa Mpu pa3paboTKe cXeMbl KAPTOTEKM Ha UCIIOJHEHHBIE JOKYMEHTEI.

Paznnuarorcs Tpyu BAJa HOMEHKIATYp Jejl: TUIIOBas, IpUMEPHas ¥ MHAUBUAYaIbHAsL
HOMEHKJIaTypPBI JIeJ KOHKPETHOM OpraHu3aliu.

TunoBas HOMEHKNaTypa Jejl yCTaHaBIMBAET COCTaB JEJI, 3aBOAUMBIX B JIEJIONPOU3-
BOJICTBE OJHOTUITHBIX OpPTaHU3aIM, U SIBASETCS HOPMATUBHBIM JJOKYMEHTOM.

[IpumepHast HOMEHKJIaTypa [l YCTaHaBIUBAET IPUMEPHBII COCTaB JieJ, 3aBOJUMBIX
B JICJIONPOM3BOJICTBE OpraHU3alliii, Ha KOTOPBIE OHA PACIpPOCTPAHSAETCS, C YKa3aHUEM HX
UHJIEKCOB, U HOCUT PEKOMEH/IaTEIbHBIN XapaKTep.

THUIIOBBIE ¥ IPUMEPHBIE HOMEHKIIATYPHI €1 UCHOIB3YIOTCS JUISl COCTaBJIEHUS WH/IU-
BUYaJIbHOI HOMEHKJIATYPHI Al

B HOMEHKNATypy [1e OpraHu3alliy U3 THUIOBOX WM MPUMEPHONU HOMEHKIATYPHI [l
[IEPEHOCATCA NPEAYCMOTPEHHBIE UMU 3ar0JIOBKH JI€JI, KOTOPHIE MPE/IONIaraeTCs 3aBECTH B
JEJIONIPOU3BOICTBE OPTaHU3AIMH, KOHKPETU3UPOBAHHEIE C YUETOM €€ CIIeIM(BUKH.

Cpoxu XpaHeHuUs [ieJl, IPeAyCMOTPEHHbIE TUIIOBOM WM NPUMEPHON HOMEHKIATYPOii
JeJ1, IEPEHOCATCS B MHIMBUIyAJIbHYIO HOMEHKJIATYpY e 06€3 N3MEHEHHIA.

Homenxnarypa nen opranusanuu (CBOJHAs) COCTaBISETCS M0 YCTaHOBJIECHHOU (op-
M€ Ha OCHOBAaHHHM HOMEHKJATyp MEN CTPYKTYPHBIX MOJApasfieNeHud, paspaOOTaHHBIX II0
aHaJIOTUYHOHR (POpMeE, COITIAaCOBAHHBIX MMM C apXWBOM U MOIMHCAHHBIX PYKOBOIUTEIIMHU
9THUX NOApa3HeIeHU.

Homenxknartypa Jen opranusanyy oopmisgercs Ha o01eM OJaHKe OpraHu3alluy.

Homenxnatypa nen opraHu3aliiil BU3UPYETCS PYKOBOJHUTENEM apXuBa KM JIHIOM,
OTBETCTBEHHBIM 34 apXuB, IOANKUCHIBAECTCS PYKOBOJIUTENIEM CIyXOBI WIM JIUIIOM, OTBET-
CTBEHHBIM 3a JOKYMEHTALIMOHHOE O0ecleueHue ynpaBieHus, u mocie onobpenus LIDK
(OK) opranuzanuu HampasisieTcs Ha cornacoBanue ¢ DITK cOOTBETCTBYIOIEr0 apXUBHOTO
YUPEXKIEHH, ITOCIIE YEro YTBEPKAACTCS PYKOBOIUTEIEM OPraHU3aLIHH.

ITocne yTBep)KIEeHUS HOMEHKJIATYpPHI /€ OpraHU3allii CTPYKTYpHBIE MHOApasjele-
HHS I10JIy4ar0T BEIIIMCKH COOTBETCTBYIOIINX €€ Pa3feiioB ISl UCIIOJIB30BaHUs B paboTe.

HoMmenxnatypa nes opraHuzaliiy Ha IPeCTOSALINI KaleHAapHbIi IO COCTABIAETCA
B IIOCJIEIHEM KBapTalie TeKYIIEro rojaa.

CornacoBaHHas C apXMBHBIM YUpPEXKJIEHHEM HOMEHKIATypa el B KOHIE KaXJOro
roJla yTOYHsAETCs, YTBEP)KAAECTCS PYKOBOLUTEIEM OpraHU3allii U BBOAUTCS B JeicTBHE C 1
SIHBAps CIEAYIOIIEro KaJeHJapHOTo rojia.

Homenxnarypa men cornacoBBIBaeTCS ¢ apXUBHBIM YUPEKAECHHEM HE Pexe OIHOro
pasa B 5 JieT. B ciy4yae KOpeHHOro U3MeHeHHs QYyHKUUI ¥ CTPYKTYPHI OpraHu3alliy pa3pa-
OaTpIBaeTCA HOBass HOMEHKJIATYpa Ae.

HoMeHKknatypa e COCTaBSIETCs Ha OCHOBE M3YUEHHUsS! COCTaBa U COAEPIKAHUA JO-
KYMEHTOB, 00pa3yIOIMXCs B IEATENbHOCTH OPTaHU3alHH.

Ilpy cocraBieHMHM HOMEHKJIATYpHI [ CIEXYET PYKOBOACTBOBATHCA YCTABOM I
NOJIOKEHHEM 00 OpraHu3alliy, MONOKEHUSIMH O €€ CTPYKTYPHEIX MOApa3IeIeHMIX, IITaT-
HBIM paciucaHueM, HOMEHKIATYpOil Jesl Oprasu3allvy 3a IPOUUILINA rOJ, OMMCIMU A€ IOo-
CTOSIHHOTO M BpeMeHHOro (cBbime 10 JieT) XpaHeHus, perucTpalMoOHHBIMU (opMaMH, Be-
JOMCTBEHHBIMM ¥ TUIIOBBIMU IIEPEYHAIMM JOKYMEHTOB C YKa3aHUEM CPOKOB UX XpPaHEHUS,
TUITOBBIMH U IPUMEPHBIMU HOMEHKJIATypamu JIed.



B HOMeHKIaType A€ HpedyCcMaTpUBAIOTCA 3arojOBKU A€l IJIA IPYNIMUPOBKU JOKY-
MEHTOB, OTPaXKarollye BCE JOKYMEHTHPYEMBIE YJacTKU U BONPOCH! AEATECIBHOCTH OpraHu-
3aIHH.

B HOMeHKNaTypy [en OpraHM3alyy BKJIIOYAIOTCA Jiejla BpEMEHHO JEHCTBYIOIIUX Op-
raHOB, JJOKYMEHTHl KOTOPHIX CIIy>KaT IPaBOBBIM OCHOBaHUWEM I HOATBEPXKACHUS IOJHO-
MOYHMI OpraHU3aIy WM MIPEKPAICHHs €€ ACATEIbHOCTH (HanpuMep, Jella JIMKBUAALMOH-
HOM KOMHCCHM OpraHM3alliy BKJIIOYAlOTCS B HOMEHKJIATYpY JeNl JUKBUIUPYEMOM opraHu-
3aluHu).

OcHOBOH ISl OmMpeneNieHus CTPYKTYphl HOMEHKJIATYpPHI e SBISETCS CIPYKTYpa
(lUTaTHOE pacmycaHue) opraHusanuu. Paznenamu, nojpasjienamu U APYTUMHU JAEICHUSIMU
HOMCHKJIaTyphl A€ SBJISIOTCA Ha3BaHUS MOJApasJieieHuil (HarnpuMmep: Kasuenspus, Oyxrai-
TEpHsl, OTIEN KapOB U T.IL.).

I'padel HOMEHKIATYpHI 1€ OpPraHU3allMH, €€ CTPYKTYPHBIX MOApa3AeICHUM 3aImoi-
HAIOTCSA CHEAYIOIUM 06pa3oMm.

B rpade 1 HOMeHKIATYpHI A€T MPOCTABIISIOTCS MHACKCH KaXIOT0 Je)a, BKIFOUECHHO-
ro B HOMEHKJarypy. IHJeKC fena COCTOUT U3 YCTaHOBJIEHHOIO B OPTaHU3aLUK HH(POBOTO
0003HaueHUsl CTPYKTYPHOTO HOApa3/ieNieHus U IOPSAKOBOTO HOMEpa 3arojoBKa eja II0
HOMEHKIAType A€l B Mpeaesax CTpyKTYpPHOro noapasneneuus. MHAeKCH Aei 0003HaYaroT-
ca apabekumu mMdpamu. Hanpumep: 02-03, rae 02 - uHOEKC CTPYKTYPHOTrO IOApasesie-
Hus, 03 - IOPAAKOBEINA HOMED 3aTr0JIOBKa Jiella 110 HOMEHKIIaType Jell.

B HOMeHKIaType [1e/l peKOMEHAYETCS COXPaHATh OJUHAKOBEIE MHIEKCH IS OQHO-
POMHBIX A€ Pa3sHBIX CTPYKTYPHBIX IIOAPA3AEICHUN (HanpaBieHui eI TeIbHOCTH).

ITpumep: "IIpuka3pl o ocHOBHOH AestensHocTH" (02-03, 03-03, 04-03 U T.4.).

B rpady 2 HOMEHKIaTypHl A€/ BKJIIOYAIOTCS 3ar0JIOBKH Jie)T (TOMOB, YacTel).

ITopsox pacnooxeHns 3aroJ0BKOB €N BHYTPH Pa3fesioB M IOAPa3Ie/ioB HOMEH-
KJIaTyphI A€J1 ONPEEIIETCA CTEINEHBI0 BAKHOCTU JOKYMEHTOB, COCTaBJISIONIMX A€Ia, ¥ UX
B3aMMOCBSI3BIO.

Bravaje pacnosnaraloTcs 3arojOBKM e, COAEP)KAUIMX OpraHU3alHOHHO-
PacTopsAAUTENIbHYIO NOKyMEHTaluio. [Ipa 5TOM 3aronoBKH A€, CoaepKaluxX IOCTaHOBIIe-
HUSl U MPHUKa3bl BRIIECTOAINUX OpraHU3alui, paclioylaraloTcs Mepen 3aroJIOBKaMu Jell
IpuKa3aMy pPyKOBOJMTENS OpraHu3aly. Jlajee pacnonararoTcsi 3arojoBKU e, COlepKa-
IIKX IJIAHOBHIE M OTYETHBIC JOKYMEHTEI, '

3aroyIoBKHM [I€N, 3aBEICHHBIX 110 IeorpaGuueckoMy ¥ M0 KOPPECIIOHAEHTCKOMY IIpH-
3HaKaM, BHOCATCSA B HOMEHKJIATYpy A€ 1O andaBUTy reorpadyyeckux Ha3BaHWUN WU KOp-
PECIIOHIECHTOB.

3aroJioBOK Jiesia IOJDKEH YETKO U B 000OILICHHOM (opMe OTpax)aTh OCHOBHOE COJEp-
XKaHHE U COCTaB JOKYMEHTOB Jeja.

He momyckaercs ymoTpebieHne B 3arofioBke feiia HEKOHKPETHBIX (hOPMYIMpPOBOK
("pasHele MaTepuansl”, "oOmas mepermucka” W T.I1.), a TAKKE BBOJHBIX CJIOB U CIOXHBIX
CHUHTaKCHYECKUX 060POTOB.

3aroyIOBKHM JieJI MOTYT YTOUHATHCS B Iporiecce GOPMUPOBAHUI B 0BOPMIECHUS Hel.

CocraB 271€MEHTOB 3aT0JI0BKa JieNla, PacroaraeMbiX B IPUHATOMN HOCIEN0BATENbHO-
CTH, ONpeEeNIeTC XapaKTepoM JOKYMEHTOB Jiela.

B 3aronoskax men, cogepykamux JOKYMEHTHI 10 OJHOMY BOIIPOCY, HO HE CBA3aHHBIX
[I0CJIEI0BATENIBHOCTRIO JEJIONPOU3BOJICTBA, B KaUECTBE BUJA JAe€Na YIOTPEeONSIeTCS TepMUH
"IIOKyMEHTHI", a B KOHIIE 3aroJIOBKa B CKOOKaX YKa3bIBArOTCS OCHOBHBIE Pa3’HOBHAHOCTH
JOKYMEHTOB, KOTOPBIE AOJIKHBI OBITE B JIEIE.

Ilpumep: "JIOKyMEHTHI O IpPOBENEHUH HAYYIHBIX KOH(EPEHIMH U CHMIIO3UYMOB
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(TUtaHbl, CIIUCKH, TOKIaabpl)".

TepMuH "HOKyMEHTEI" NPUMEHAETCS TAKKE B 3arojloBKax [eJ, COACpXKaIUX ITOKY-
MEHTBI - PUTOKEHUS K KAKOMY-ITU00 TOKyMEHTY.

IIpumep: "JIOKYMEHTHI K IPOTOKOJIaM 3aceaHUs KOJUIETUH MUHUCTEPCTBA" .

3aroJIoBKH 1€ IO BOIIPOCAM, HE Pa3pelIeHHBIM B TEYEHUE OJHOIO I'0Ja, SBJIAIOTCS
"MepexoMIUMU" 1 BHOCATCS B HOMEHKJIATYpy A€Jl OpraHU3alliy CIEAYIOIIero roja ¢ TeM
K€ UHIEKCOM.

Ecnu neno Oyner cocrosTh U3 HECKOJIBKMX TOMOB MJIM YacTel, TO coCTaBisieTcs 00-
LM 3aroJIOBOK JIejia, a 3aTeM IpU HEOOXOJUMOCTH COCTABJISIFOTCS 3ar0JIOBKH KaKJI0TO TO-
Ma (4acTH), YTOYHSIOIIUE COICPKaHUE 3ar0JIOBKa Jea.

B rpade 3 HOMEHKIATYpHI €N YKa3BIBACTCS KOJMYECTBO A€ (TOMOB, yacTeit). OHa
3ar0JIHAETCS 10 OKOHUYAaHUM KaJ€HIapHOro roja.

B rpade 4 yxa3pIBalOTCsl CpOK XpaHEHMS [ej1a, HOMepa CTaTel o MepeuHro (THIIo-
BOMY, BEJOMCTBEHHOMY), & IIPU €r0 OTCYTCTBHHU - [0 TUIIOBOH MJIM MPUMEPHON HOMEHKIIa-
Type Hell.

IIpy BrIIOYEHHH B HOMEHKJIATYpy 3arojIOBKOB, JOKYMEHTOB, CPOK XpaHEHUSI KOTO-
PBIX HE IPETyCMOTPEH THUIIOBBEIM WM BEJAOMCTBEHHBIM IEPEYHSIMHU JNOKYMEHTOB, CPOK HX
Xpanenus ycraHasuBaercd OIIK COOTBETCTBYIOIIEro apXMBHOTO YUpEXKACHHS IO IIPE-
crasieHuro apxupa u [{OK (OK) opranmzanumn.

B rpage 5 "lIpumeuanue” B TedeHHE BCETO CpPOKa IEHCTBUS HOMEHKJIATYpPHI IIPO-
CTaBJIAIOTCS OTMCTKH O 3aBCACHUHU JEJ, O NEPEXONAIUX [€Nax, O BBIAENECHUU Aell K YHH-
YTOXKEHHUIO, O ITepeiade el B APYTyI0 OpraHU3aluIo Uil [IPOJODKEHHS U Jp.

ITo oxoHYyaHuM NENONPOU3BOICTBEHHOTO rofla B KOHIIE HOMEHKJIATYPHI €]l 3aMeHs-
€TCSA MTOroBas 3alMCh O KOJIMYECTBE 3aBEICHHBIX [€d (TOMOB), OTACIHHO ITOCTOSHHOIO U
BpPEMEHHOTO xpaHenus. CBEICHU, COAEpKAILKECS B UTOMOBOM 3aIICH HOMEHKIIATYPHI Ael
OpraHu3aLyuy, B 005A3aTeJbHOM IMOPSIKE COOOLIAIOTCA apXUBHOMY YUPEXKIECHUIO, O YEM B
HOMCHKJIaType JeJ MPOCTABIACTCI OTMETKA C YKa3aHUEM MOJDKHOCTU JIMIA, CIAENIAaBINEIrO
OTMETKY, ¥ pacIu(pOBKH €0 ITOAMMCH.

2.5. Hopsinox ¢popMHpOBaHMS J€J1 B HHCTHTYTE

®opMUpPOBaHHUEM J€JT Ha3BIBAETCS IPYIITUPOBKA MCIIOJHEHHBIX JOKYMEHTOB B Jiea B
COOTBETCTBUU C HOMEHKJIATYpOH Jel.

B neno moMemaroTcst JOKYMEHTHI, KOTOPEIE IO CBOEMY COZEPKAHUIO COOTBETCTBYIOT
3arojIOBKyY Jeja, IIpH 9TOM 3alpeliaeTcs rpyIupoBaTh B JIe]a YePHOBEIE U TyOJIETHERIE JK-
3EMILIAPE] JOKYMEHTOB (32 HCKIIOUEHHEM 0C000 IIEHHBIX), a8 TakKe JOKYMEHTHI, TIOIIEKa-
HIMe BO3BpATYy.

®opMHUPOBaHUE JIEN BEAETCA 0] HENOCPEACTBEHHBIM METOJUUECKIM PYKOBOACTBOM
apXyBa UHCTUTYTA.

[Ipu GopmupoBanuy gea HEOO6XOAUMO COOMIONATh CACAYIOMME OCHOBHEIE TpeGoBa-
HUS:

- JIOKyMEHTBI TIOCTOSIHHOI'O M BPEMEHHOI'O XPaHEHUS HEOOXOIMMO IpYIIUPOBATH B
OTJEJIbHEIE Jella;

- BKJIFOYATh B IEJIO0 10 OHOMY 3K3EMIULIPY KaXIO0T0 TOKYMEHTA,;

- TPYNNHPOBATh B JEI0 JOKYMEHTHl OAHOIO KaJ€HOApHOTO roja; MCKIIYEHHE CO-
CTaBJIAIOT: MEPEXOsINKE Aea; JUYHbIE JIej1a, KOTOphle POPMUPYIOTCS B TEYSHUE BCETO IIe-
puona paGoTHl NaHHOTO JIMLA B HHCTUTYTE; NOKYMEHTHl YYEOHBIX 3aBEIEHUM, KOTOpHIE
bopMupyroTCs 32 yueOHBIH Tof.

PacniopsauTenbHble JOKYMEHTHI PYIIUPYIOTCS B Je€ia IO BUAAM M XPOHOJOTHH C
OTHOCAILMMMCS K HUM IPWIOKECHUIMU:



- YCTaBBbl, MOJIOXKEHUS, HHCTPYKIIY, YTBEP)KICHHbIE PAaCIOPSIIUTEIbHBIMU JOKYMEH-
TaMHU, ABJIAKOTCA IIPUITOXKCHUAMU K HUM U IPYIIIHPYIOTCA BMECTEC C YKa3aHHBIMHU JOKYMCH-
TaMU. ECii jxe OHU YTBEpXKAEHH! B KaYeCTBE CAaMOCTOSTEIHHOIO JOKYMEHTa, TO UX IPYIIIH-
PYIOT B OTZENbHBIE A€Ta,;

- MPUKa3bl 110 OCHOBHOH AEATENBHOCTH IPYNNUPYIOTCS OTAENBHO OT IIPHKAa30B IO
JUYHOMY COCTaBY;

- IPHKa3bl 110 JIMYHOMY COCTaBy IpYNIUPYIOTCSA B J€ja B COOTBETCTBUH C yCTaHOB-
JIEHHBIMU CpOKaMU MX XpaHeHud. llenecoobpasHo mpu OGompmnx o6beMax TOKYMEHTOB
IIPUKa3bl 10 JITYHOMY COCTaBY, KacaroLUecs PasINYHBIX CTOPOH NEATCIBHOCTH UHCTUTYTA
(nprieM Ha paboTy, yBOJBHEHUE U MEpeMeIleHre, KOMaHIUPOBKH U T.J.), FPYNIUPOBATEL B
OTHAETBHEIC JeNa;

- TMIOPYYEHHUs BBILIECTOSINUX OpTaHU3alMi U JOKYMEHTHI [0 UX MCIIOJHEHUIO IPYII-
IIUPYIOTCS B JleJ1a [0 HallpaBICHUAM JEATENEHOCTH OpraHU3alluy;

- YTBEPXKICHHBIE TUIAHBI, OTYETHl, CMETHI, IMMUTHL, TUTYJIBHBIE CIIUCKY U JPYIHE J10-
KyMEHTBI TPYIIIUPYIOTCS OTACTBHO OT UX NIPOEKTOB;

- JOKYMEHTEI B JINYHBIX [€JIaX PaclojaraloTcs B XPOHOJOTHYECKOM IOPSIKE IT0 Me-
pe UX NOCTYIUICHHUS, '

- JIMIEBHIE cYeTa pabounX M CIIy)KalUX Mo 3apaboTHOM IiaTe IpyIIMpYIOTCS B OT-
JeJIbHBIE JIeNla ¥ PAaCcIoNaraloTcs B HUX 10 apaBUTy haMUIHii;

- ICPETINCKa IPYINUPYETCs, KaK NPaBUiIo, 3a KaJCHAAPHBIN rO U CHCTEMaTH3UPYET-
Csl B XpOHOJOTHYECKOM I10CIE0BATENBHOCTH, NJOKYMEHT-OTBET ITOMEIIAeTCS 3a HOKYMEH-
TOM-3anpocoM. I1pu BO306HOBIEHNH NEPEITHCKY 10 ONPeNeSICHHOMY BOIIPOCY, HauaBIeics
B IIPEJBIIYIUEM Oy, JOKYMEHTHI BKJIFOYAIOTCS B IENI0 TEKYIIEro rojia ¢ YKa3aHWeM HHIEK-
ca Jiena MpeAsIayero rofga. B 3aBUCMMOCTH OT cHeMU(UKN JEeSTeIBHOCTH UHCTHTYTA IIe-
PEITHCKa MOXKET IPYIIMPOBATECS TAKOKE 32 YU4eOHBIH rofl, CPOK CO3BIBA BEIGOPHEIX OPraHOB
U T

2.6. TpeGoBanus K 0(hOPMIIEHHIO XeJI, IPUHUMAEMBIX B APXHB

Odopmnenue Jea1 npoBoAUTCS pabOTHUKAMK CIIy»K6BI JOKYMEHTALMOHHOrO obecrie-
YEHUsl YIPABJICHUS WHCTUTYTa MM JPYTUMHU CTPYKTYPHBIMH HOApPA3NEACHUAMH, B 00S3aH-
HOCTU KOTOPBIX BXOJWT 3aBelicHHE M (GOPMUPOBAHUE JEN, MPU METOJUYECKON IIOMOILM U
II0J] KOHTPOJIEM apX¥Ba UHCTUTYTA.

B 3aBHCHMOCTH OT CPOKOB XPaHEHHs MPOBOAVTCS IONHOE WIK 9aCTHYHOE OhopMIIe-
HUE Je.

Ilonxomy odopmienuto noanexar aena MOCTOSHHOTO, BpeMeHHoro (cBeimre 10 ser)
XPaHEHHUSA U 10 IMYHOMY COCTaBY.

Ilonnoe odopmieHue nen npeaycMaTpUuBaeT:

- IOJIIMBKY WJIH MEPEIUIET JIea;

- HyMEpaLHIO JIUCTOB Jiefa,

- COCTaBJIEHHE JIUCTa-3aBEPUTEIIS;

- COCTaBJICHUE, B HCOOXOMUMBIX CTy4asx, BHYTPEHHEH OMUCU JOKYMEHTOB;

- BHECCHHE HEOOXONMMBIX YTOUYHEHUH B PEKBH3UTHI OGJIOKKM jeia (YTOYHEHHE
Ha3BaHUA OpraHU3allMM, PErHCTPALIMOHHOTO MHJEKca Jieia, KpalHuX Jar Jea, 3arojoBKa
nena).

Hena BpemenHoro (mo 10 jeT BKIIOYMTENBHO) XPAaHEHUS IIOIEKAT YACTUUHOMY
O(QOPMIIEHHIO: JOMYCKAETCsl HE NPOBOAUTE CHCTEMATH3ALMIO JOKYMEHTOB B JI€JI€, JIUCTHI
JieJla He HyMEpOBaTh, 3aBEPUTEIBHbIE HAAIIUCH HE COCTABIIATh.

JIOKyMEHTBI, COCTaBNAOIIME JIeN1a, OJUINBAIOTCS Ha 4 MPOKOJIA B TBEPAYIO OOIOKKY
U3 KapTOHA WX MEPEIUIETAIOTCA ¢ YI4ETOM BO3MOXHOCTH CBOOOJHOIO YTEHHS TEKCTA BCEX



JIOKYMEHTOB, JIaT, BH3 U pe30sonuii Ha HuX. [Ipu MoAroToBKe Aen K MOAIIMBKE (Meperiie-
Ty) MeTaJUTHYECKUe CKperuieHus (0yaaBKy, CKPENKH) U3 JOKYMEHTOB yAAJIAIOTCA.

Jlena MOCTOSHHOTO XpaHEHUS, COCTOSINME U3 0CO00 LIEHHBIX NOKYMEHTOB WIIU He-
(hopMaTHBIX TOKYMEHTOB, XPaHATCS B 3aKPBITHIX TBEPBIX NANKaX ¢ TPEMs KJIallaHaMM C 3a-
BsA3KaMU WM B KOpOOKax.

Ipu Hanumuum B gene HEBOCTPEOOBAHHBIX JHUYHBIX IOKYMEHTOB (yIOCTOBEPEHHI
JIMYHOCTH, TPYAOBBIX KHIDKEK, BOEHHBIX OWJIETOB) 3TH JOKYMEHTHI BKJIAJBIBAIOTCS B KOH-
BEpPT, KOTOPBI mojamuBaercs B aeio. [Ipn Hamuuuu GONBIIOr0 KOJMYECTBA TaKUX JOKY-
MEHTOB I10CJIEAHUE U3BIMAIOTCS U3 €] ¥ Ha HUX COCTaBJISETCS OTAE/IbHAs OINHUCh,

B koHIIe Ka)XI0To Jiena MOAUIMBAETCS YUCTHIM OJIaHK JINCTa-3aBEPUTENII, a B Hadase
nena (Ui ydeta 0cob0 IEHHBIX TOKYMEHTOB) - OJIaHK BHYTPEHHEH ONMCH JIOKYMEHTOB Jie-
na.

B nensx obecrnieyeHuss COXpaHHOCTH W 3aKPEIUICHHUS MOPSAKA PaCIOIOKECHUS JJOKY-
MEHTOB, BKJIIOYEHHBIX B JIEJI0, BCE JIUCTHI 3TOTO Jiena (KpOMe JINCTa-3aBEPUTENS U BHYTPEH-
HEW onucH) HyMepyroTcs apabckuMmu LudpaMu BaIOBOH HyMepauued B MPaBOM BEPXHEM
yIily JIMCTa MPOCTBHIM KapaHJAIIOM WM HyMepaTopoM. JIMCTHI BHYTPEHHEH ONHCH JIOKY-
MEHTOB JIeJIa HYMEPYIOTCS OT/IENBHO.

JIACTEI mes1, COCTOAMMX M3 HECKOJIBKUX TOMOB WU YacTel, HyMEPYIOTCS [0 KaXKIo-
My TOMY HJIM IO KaXKJI0¥H 4acTH OTAEIBHO.

®otorpaduu, YepTExKH, AUarpaMMbl U APYTHE WITIOCTPATUBHbIEC TOKYMEHTHI, Mpeji-
CTaBJISIOIINE CaMOCTOATEIBHEINA JIACT B JIENIEe, HyMEpYyIOTCs Ha OOOpOTHOM CTOpOHE Ha
BEPXHEM I10JI€ JIUCTA.

Cnoxennnli gucT (Gopmata A3, A2) pa3zBopayrBaeTCs U HyMepyeTcs B IpaBoi ya-
CTH BEpXHero nojs jiucta. [Ipu sTom nuct moboro dpopmara, MOAMMTHIN 32 ONUH Kpaid, HY-
MepyeTcsl KaK OIUH JIMCT; JIUCT, CJI0XKEHHBIH M MOUIMTHIN 3a cepeluHy, IOIEKUT Hepe-
IIMBKE U HyMEpYeTCs KaK OIMH JIHCT.

JIACT ¢ HaryXo HaKJIEEeHHBIMH JOKYMEHTaMH ((HOTOrpa@uaMu, BHIPE3KaMH, BHIIHC-
KaM{ ¥ T.Il.) HyMepyeTcs KakK OJHMH JIUCT. ECIM K TOKYMEHTY HOIKIEEHH OJHHM KpaeM
Apyrue NOKYMEHTHI (BCTaBKH TEKCTa, IIEPEBOJBI, BBIPE3KH U T.IL.), TO KaXIBIH JOKYMEHT
HYMEPYETCS OTHEIBHO.

IToauuTeIE B €10 KOHBEPTHI C BIOXKECHUAMH HYMEPYIOTCS; [P 5TOM BHAYaJle HyMe-
pYyeTest caM KOHBEPT, a 3aTeM OYEPEIHBIM HOMEPOM KaXkJJ0€ BIOXKEHUE B KOHBEPTE.

IlopmmTeie B €70 DOKYMEHTHI C COOCTBEHHON HyMepalyei JUCTOB (BKIIOYAs Iie-
YaTHbIC U3J[@HKA) MOTYT HyMEPOBATHCS B OOINEM HOPSIKE WM COXPAHATH COOCTBEHHYIO
HYMEpalMIO, €CJIM OHA COOTBETCTBYET MOPSAKY PACIIOIOXKEHH JUCTOB B ACIE.

B ciyyasx oOHapyeHus 60IBLIION0 YKCIa OMUOOK B HyMepaly JIUCTOB Jea Ipo-
BOJUTCS UX NepeHyMmepanus. [Ipu nepenymMepaiuy JUCTOB cTaphle HOMEPA 3a4E€PKHUBAIOTCS
U psAIOM CTaBUTCA HOBBIH HOMEp JIMCTa; B KOHIIE J€la COCTAaBIgEeTCd HOBBIM JIUCT-
3aBEPUTEb, IIPH ITOM CTaphli JIHMCT-3aBEPUTENH 3aUEPKUBAETCS, HO COXPAHAETCA B JEIIE.

Ilpn HaIMYUK OTAENBHBIX OIIMOOK B HyMepalli JHUCTOB B J€jax IPH IOArOTOBKE UX
apXHWBOM MHCTHUTYTa K Iepellaye Ha roCyIapCTBEHHOE XpaHEHHE JOIYCKAETCA 0 COITaco-
BaHUIO C FOCYAAPCTBEHHBIM apXMBOM YNOTPEOICHUE TUTEPHBIX HOMEPOB JIUCTOB.

JIncr-3aBeputens cocTaBigeTcs B Neie Ha OTACIbHOM JIMCTE, B KHATaX - Ha 060pOT-
HOM CTOpOHE IMOCJIEAHEr0 YUCTOTO JIUCTA, B KAPTOTEKAaX - HA OTHEIBHOM YHCTOM JIUCTE
(popmara KapTOYKH.

JIucT-3aBepuTeNp A€Na COCTAaBILIETCS [0 YCTAHOBIEHHOM GopMe, B KOTOPOH yKashl-
BalOTCA UU(PaMK U NPOMUCHI0 KOJHYECTBO NMPOHYMEPOBAHHEBIX JIUCTOB J€J1d, KOJIMYECTBO
JIMCTOB BHYTPCHHEN OIMCH, OrOBapMBAIOTCS OCOOEHHOCTH HyMeEpald HOMEPOB Jeila



(Hanmu4uue JIMTEPHBIX HOMEPOB Jeja, IPOITYLIEHHBIX HOMEPOB, HOMEPOB JIUCTOB C HAKIICEH-
HBIMU (poTOrpadusMu, HOMEPOB KPyNHO(OPMATHBIX JHUCTOB, KOHBEPTOB C BJIOKCHUAMH U
KOJIMYECTBO BJIOKEHHBIX B HUX JIHCTOB), @ TAK)KE YKa3bIBACTCS HAIUYME B Jeje TUIorpad-
CKHMX DK3EMIUIAPOB OPOMIIOP C KOJIMIECTBOM JHCTOB B HUX, €CJIA OHH HE OBLIYM OTMEYEHBI B
o011eil BaJIOBOYM HyMepaluu B Jee.

Jlucr-3aBepuTens fena MOJIMUCHIBACTCS €ro cocraBuTesneM. Bee mocnenyromue us-
MEHEHMS B COCTaBE M COCTOSIHMM Aena (IOBPEXACHUS, 3aMEHA MOJJIUHHBIX JOKYMEHTOB)
OTMEYaloTCs B JINCTE-3aBEPUTENIC CO CCHUIKOM Ha COOTBETCTBYIOIUN aKT.

3amnperaeTcsi BBIHOCUTD JIUCT-3aBEPUTEINIb Ha O0JIOKKY JieJia U YHUCTBIH 000pOT JIu-
CTa TOCNEAHEro AoKyMeHTa. Eciu jneno mommuro uiau mneperuiereHo 6e3 OnaHka jucTa-
3aBEPUTEJISl, OH HAKJIEMBAECTCS 3a BEPXHIOIO YacTh JIUCTA HA BHYTPEHHEN CTOpOHE 0OI0KKHU
nena.

BHyTpeHHss onuchk JOKYMEHTOB Jiejla COCTaBJISETCS I yueTa HOKYMEHTOB ITOCTO-
SIHHOT'O ¥ BpeMeHHOro (cBeiie 10 j1eT) XpaHeHUs, yUeT KOTOPHIX BBI3BIBAETCS CIIEIUBUKOMN
JAHHOH [OoKyMeHTanuu (0cobo LIeHHBIE, IMYHEIE, CyNeOHbIe, CIeICTBEHHBIC Aeia U T.1.), a
TaKOKe U y4eTa A€l IIOCTOSHHOIO U BpemeHHoro (cBrimie 10 ser) xpaHeHus, cGopMupo-
BaHHBIX 110 Pa3HOBHUIHOCTAM JOKYMEHTOB, 3arOJOBKM KOTOPHIX HE PacKpHIBAIOT KOHKpET-
HOE COJiepKaHNe TOKYMEHTA.

BHyTpeHH:s ONKCH COCTABIAETCS Ha OTAENBHOM JIUCTE MO YCTAaHOBJICHHOU (opme, B
KOTOpOH comeprkaTcs CBENEHUS O IOPANKOBBEIX HOMEpax JOKYMEHTOB Jeja, UX HHJIEKCaX,
JaTax, 3arojJoBKax U HOMepax JIUCTOB Jeia. K BHyTpeHHEH ONUCH COCTaBISIETCS HTOroBas
3alMCh, B KOTOPOM YKasbIBalOTCSA LU(ppaMu U MPOMHCHIO KOJUYECTBO BKIIOUEHHBIX B HEE
JOKYMEHTOB U KOJIMYECTBO JIMCTOB BHYTPEHHEH OIUCH.

BHyTpenHsas onuch NOJIMCHIBAETCS €€ COCTaBUTeNeM. Eciu esio nepernieTeHo Wiln
noamuro 6e3 61aHKa BHYTPEHHEH ONUCH JOKYMEHTOB, TO COCTABJICHHAs 110 YCTAHOBICHHOM
(bopme onmuch NOAKIEUBAETCSA K BHYTPEHHEH CTOPOHE JIMIEBOM 00JI0XKKHU Jeia.

M3MmeHeHns cocTaBa TOKYMEHTOB fena (M3BSTHA, BKIIOUEHUS TOKYMEHTOB, 3aMeHa
UX KOIMAMH U T.[.) OTpaxkaroTcs B rpage "lIpumeyaHus” co cChLIKaMH Ha COOTBETCTBYIO-
mue akThl. [Ipu HeoOXOAUMOCTH COCTaBIsSETCS HOBAsk UTOrOBas 3aIlUCh K BHYTPEHHEH OINH-
CU U 3aBepUTeJIbHAs HAIUCH [ea.

O6noxka mena MOCTOSHHOTO, BpeMEHHOro (CBbIlIe 10 J1eT) XpaHeHUS U 10 JHYHOMY
COCTaBY COCTABJIAETCA M OPOPMIISIETCS IO YCTAaHOBICHHOM GopMe, B KOTOPOM YKa3BIBAIOTCH
HaMEHOBAaHUE OPraHU3allMM, CTPYKTYPHOrO IOApa3felieHus, WHAEKC Jeja, apXUBHEIM
mudp nena, HoMep Jena (ToMa, YaCTH) MO roJJOBOMY pa3jielly CBOAHOM ONMUCH eI, 3arojo-
BOK J€eJa.

Ha ofn0xxe e noCcTOSHHOrO XpaHEHUs MpeyCMaTpUBAETCS MECTO I HauMeEHO-
BaHUA I'OCYJapCTBEHHOIO apXuBa, B KOTOPBIA [eila MHCTUTYTa OYIyT NIPHUHATHI, 0003HaYe-
HUA KOJOB FOCYJapCTBEHHOrO apXyuBa U MHCTUTYTA.

ITpn u3sMeHeHNK HaMMEHOBAaHMA MHCTUTYTa (CTPYKTYPHOTO MOIpA3AEIeHys) B Teue-
HHUE Nepuojia, OXBAaTHIBAEMOr0 JOKYMEHTaMU J€Na, Wid IIpH Nepefade Jena B APYrylo op-
raHM3alMIo (B Ipyroe CTpyKTypHOE MOJpa3zeieHue) Ha O0JI0XKKE Jiefla YKa3bIBaeTCs HOBOE
HaMMEHOBaHHUE 3TON OpraHM3alUM WIX OpraHM3aluU-TIPaBOIPEEMHIKA, a MPeXHee HauMe-
HOBaHWE OpraHU3aluy (CTPYKTYpHOIO MOAPa3ACICHUS ) 3aKII0YaCTCA B CKOOKH.

3aroJioBOK Jiena Ha 00J0XKKe €T MEePEHOCUTCS U3 HOMEHKIIATYPhI €]l OpraHu3alyy,
COTJIACOBAHHOM C OKCIIEPTHO-NIPOBEPOYHON KOMUCCHUEH COOTBETCTBYIOIIETO apXUBHOTO
yupexaeHus. B HeoOXoquMBIX CIydasix B 3aTOJJIOBOK BHOCATCS YTOYHEHHs (HOMepa MpuKa-
30B, IPOTOKOJIOB U JIp.).

B Tex cimywasx, Koraa AEN0 COCTOUT U3 HECKOJBKHMX TOMOB (YacTeil), Ha OONOXKKY



Ka)KI0r0 TOMa (Y4acTh) BRIHOCHTCS OOIIMI 3ar0JI0BOK JIeNia U 3arojIOBOK Kaxoro ToMa (4a-
CTH). v
B 3arosioBkax nei, copepiKamux KONUM JOKYMEHTOB, YKa3bIBA€TCA UX KOIHMHHOCTE.
[ToATMHHOCTE TOKYMEHTOB Jiejia B 3arojIOBKE HE OrOBapUBaETC.

Ha o6noxke nena ykaspIBalOTCs apaOCKuMu UvdpamMu KpaitHue AaThl aena - roj(sl)
3aBEJICHMS U OKOHYaHMA JIeTa.

Ecnu B neno BKIIOYEHB! JOKYMEHTH! (TIPUJIOXKEHUS U T.I1.), JaTHl KOTOPHIX BBIXOJAT
3a KpaliHue JaThl Jena, TO IO AaTaMH JIea, ¢ HOBOM CTPOYKY AenaeTcs 00 3TOM 3aluch: "B
Jelie UMEIOTCS JTOKYMEHTHI 3a... roj(sl)". JlaThl jefa MOTYT HEe YKa3bhIBaThCS Ha OOJIOXKKE
JieI1, COAep AKX TONOBHBIE TUIaHBI U OTYETH, TaK KaK OHU OTPaXKAIOTCs B 3ar0JIOBKAX Il

KpaiiHuMu fpatamu fell, cCoIepKalluX OpraHHU3al[MOHHO-PACTIOPSAUTEBHYIO, TBOP-
YECKYIO ¥ MHYIO JOKYMEHTAIMIO (IIPOTOKOJIBI, CTEHOTPaMMEI, IIMChMA, JOKJIAAB U T.1.), JUIS
KOTOpBIX TOYHAasl AATUPOBKA MMEET BAXHOE 3HAYEHWE, a TaKoKe JAEJ, COCTOAIMUX U3 He-
CKOJILKMX TOMOB (4acTeil), IPOCTaBIAIOTCS KpaliHue AaThl JOKYMEHTOB jeja, T.€. JaThl pe-
TMCTPALMU (COCTABJIEHUS) CAMOI0 PAHHEro ¥ CaMOro IMO3JHEro JOKYMEHTOB, BKIIOUCHHEIX
B JIEJIO.

Ecnu nenom saBisgeTcs )KypHal peTMCTPaly MPUKA30B, PACIOPsDKEHUM | T.11., TO Aa-
TOM nena 6y4yT TOYHBIE KaJlleHAAapHbIE JaThl IEPBO U MOCIeIHeH 3anuceit B )KypHaie.

Kpaiinumu natamu fena, COIEpXKaIlero MPOTOKOJBI 3aCEHaHHM, SABISIOTCS HAaThI
YTBEPXKIACHHA (I JOKYMEHTOB, KOTOPBIE YTBEPIKJAIOTCS) WK COCTABJICHUS IIEPBOrO M I10-
CJIETHErO MIPOTOKOJIOB, COCTABJISIIOIIMX JEJIO.

KpaitHuMu naTtaMy JIMYHOTO Jeiia SBJSIOTCS AAThl MOMIMCAHUS IPHKa3a O IpHEMe U
YBOJILBHEHUH JIUI1a, HA KOTOPOE 3TO AEJI0 3aBEJICHO.

Ob6s3aTenbHBIMI PEKBU3UTAME OOJIOXKH JeIa ABJISIOTCS KOJUYECTBO JIUCTOB B AEIIE,
KOTOpO€ MPOCTABIACTCS HAa OCHOBAHUM 3aBEPUTEIBPHON HANIUCHU [I€N1a, ¥ CPOKH XPaHEHHS
nena (Ha JenaX MOCTOSTHHOTO XpaHeHHs nuuercs: "XpaHuTh TOCTOSHHO").

2.7. CoctaByienue u opopMJIeHHE ONUCEH e

M1 obecrieyeHns: KOMIUIEKTOBAHUS apX¥Ba B HHCTUTYTE Ha BCE 3aBEPUICHHLIE B Jic-
JIOTIPOU3BOJCTBE JIejia MMOCTOSHHOTO, BPEMEHHOTO (CBBILIE 10 JIeT) XpaHeHUS U 110 JIHYHOMY
COCTaBY, MPOLIEIIINE IKCIIEPTU3Y LEHHOCTH, COCTABISIFOTCS APXUBHEIE OIHCH.

ApXuBHas ONUChH (JaJiee - ONMCh) - 3TO APXUBHBIA CIIPABOYHMK, COAEPIKAIUH CH-
CTEMAaTU3UPOBAHHBIN MEPEYEHb €MHUL] XPAHEHUS apXUBHOTO (OHMAA, KOUIEKUMM U HpE-
Ha3HaYEHHBIA U1 UX y4€Ta U PacKPHITUS COEP KaHMs.

Ormmcy COCTaBIAIOTCA OTAEABHO: Ha J€Na IOCTOSHHOTO XpaHEHNs; Jejla BpEMEHHOTO
(cBbime 10 jeT) XpaHeHusd; Aeia IO JIMYHOMY COCTaBY; JIeNid, COCTOSMINE M3 JOKYMEHTOB,
XapaKTEePHBIX TOJBKO VIS JaHHOM OopraHusaluu (cylneOHbIe, CISICTBEHHBIC [efa, HayuHbIe
OTUETEHI 10 TEMaM H T.I1.).

OtnenbHas onMCh NPEJCTaBIeT coOOM IepedeHs JIeNl ¢ CaMOCTOSTENBHOM BalOBOMH
(nopsiIKOBOI) Hymepalueii.

B KaxOM CTpyKTypHOM HOZIpa3/ie/IeHHH HHCTUTYTA OIUCH COCTABISAIOTCSA €XKEroIHO
IIOA HETOCPECTBEHHBIM METOJUYECKMM PYKOBOIACTBOM apxuBa. IIo 3THM OIMHUCIM HOKY-
MEHTEI NlepefatoTcs B apxuB. OmMCH, NOArOTOBIEHHBIE CTPYKTYPHBIMHU OApa3Ie/ICHUAMH,
CITy’KaT OCHOBOX JUIS IOATOTOBKH CBOJHOM OITMCH JI€] HHCTUTYTA, KOTOPYIO TOTOBUT apXUB
U 110 KOTOPOM OH CHAET Jejla Ha IIOCTOSIHHOE XpaHEeHHUE.

Onucy e CTpyKTYpPHBIX HOJpa3fieIeHUH COCTaBISIIOTCS 10 YCTAHOBICHHON (hopme
B TpeX 3K3EMIUIApax U MPCACTaBIAIOTCA B apXMB MHCTUTYTA Yepe3 IOJ IOCie 3aBEePIICHHS
JIeNT B IENONIPOU3BOACTBE.

OnucarensHas CTaThs OMKCH [N CTPYKTYPHOTO IIOApa3le/IeHHs BKIOYAET B cebs



CJIEAYIOLIUE JJIEMEHTHI:

- TIOPAIKOBBIA HOMEp Aena (ToMa, YacTH) 110 OIKCH;

- UHIEKC Jena (ToMa, 9acTH);

- 3aroJIOBOK Jena (ToMa, YacTH), IIOJIHOCTRIO COOTBETCTBYIOIIMH €ro 3arojOBKy Ha
o65oXKe nena;

- aThl Aena (ToMa, 4acTu);

- KOJIMYECTBO JIMCTOB B Jiesie (TOME, YacTH);

- CPOK XpaHEeHus Jena.

IIpu cocraBneHHH ONUCH €N CTPYKTYPHOTO MOJApasfelieHUuss COOMI0NAIOTCs CleHy-
1oumue Tpe6oBaHus:

- 3ar0JIOBKH J€JI BHOCATCS B OIIUCh B COOTBETCTBUHU C IPUHATON CXEMOM CUCTEeMAaTH-
3allMM Ha OCHOBE HOMEHKJIATYPHI JeT;

- KaXJ0o€ JeJ0 BHOCUTCA B ONKUCH IO CaMOCTOSATENBHBIM MOPSAAKOBBIM HOMEpPOM
(eciu JIEJI0 COCTOUT U3 HECKOJIBKUX TOMOB WU YacTel, TO KaXKAbI TOM MM 9acTh BHOCAT-
Cs B OITUCH I10J] CAMOCTOSITEILHEIM HOMEPOM ),

- IOPAJOK HyMEpalMy Je] B ONUCH - BAJOBBIM 32 HECKOJIBKO JIET; MTOPATOK IIPHCBOE-
HHUSI HOMEPOB ONMCAM CTPYKTYPHBIX MOApa3AeIeHui yCTaHaBIUBACTCS M0 COTJIACOBAHUIO C
apXVBOM;

- rpadbl ONUCH 3aMONHAIOTCS B TOYHOM COOTBETCTBUM C TEMH CBENEHUMAMM, KOTOPHIE
BBIHECEHBI Ha O0JIOKKY Jiena;

- IPH BHECCHHUM B OITUCH NOAPAL A€l ¢ OQUHAKOBBIMHU 3aroJIOBKaMHU MUIIETCS ITOJIHO-
CTBIO 3aroJIOBOK IIEPBOTO [J€1a, a BCEe OCTalbHBIE OJHOPOIHEBIE Aeaa 0003HAYarOTCA C/IOBa-
mu "To xe", Ipu 3TOM Apyrue CBEIEHHS O AelaX BHOCATCS B ONMChH ITOJHOCTHIO (Ha Kax-
JIOM HOBOM JIMCTE OITMCH 3ar0JIOBOK BOCIIPOU3BOJUTCS ITOJIHOCTBIO);

- rpada omucy "[Ipumedanus” UCIONB3yeTCs Ul OTMETOK O MPUEME eI, OCOOEHHO-
CTAX UX (U3MYECKOTO COCTOSHUA, O Tepefade [esl APYTUM CTPYKTYPHBIM IOApa3eIeHUIM
CO CCHUIKOH Ha HEOOXOQUMBIH aKT, O HATMYUH KOIMIA U T.I1.

B xoHue onucu Beien 3a MOCIEAHEH ONMUCcaTeNbHON CTaThel 3al0IHIEeTCs UTOTOBas
3aIlUCh, B KOTOPOH YKa3BIBAIOTCA (LU(ppaMy M NPONHUCHIO) KOJTMYECTBO A€M, HEPBEIA U I10-
CJI€HMI HOMepa JIeN 10 OIUCH e, 8 TAKKe OrOBAPUBAIOTCA OCOOEHHOCTH HYMEpaLyy e
B OIUCH (HaJIM4YKE JIUTEPHBIX U IPOIYINEHHEIX HOMEPOB).

Onwce e CTpyKTYpHOTO MOAPa3ieIeHNs OANKUCHIBAETCA COCTABUTENIEM C YKa3aHU-
€M ero JOJDKHOCTH U YTBEPIKIAAETCS PYKOBOAUTEIEM CTPYKTYPHOTO HOApa3AEICHUS.

ITo TpeGOBaHMIO apXKMBa MHCTHTYTA K OIHUCU MOTYT COCTABIIATHCS OIVIABJICHHE, CITH-
COK COKpalleHU, YKa3aTe/lu.

Ha ocHOBe onmce# nen CTpyKTypHBIX IOApa3IeNeHIt COCTABISETCS TOI0BOM paszier
CBOJIHOM ONKUCH JieJl MHCTHUTYTA, MOArOTOBKAa KOTOPOTO BO3JIAraeTcs Ha apXUB MHCTHTYTA
IO/l HETOCPEJCTBCHHBIM METOAUYECKHM PYKOBOACTBOM COOTBETCTBYIOINEIO apXMBHOIO
YUPEXICHUS.

B ronosoit pasznen cBOAHON OMUCH /el MOCTOSHHOIO XpaHEHMs BKJIFOYAIOTCS 3aro-
JIOBKH JIEJ] IOCTOSHHOTO XPAHCHNS, OTJIOKMBIIMXCSA B TEYCHHUE TOJIa B IEATEIBHOCTH CTPYK-
TYPHBIX IOJPa3sACICHHM, U 3arojoBKA 1€, COPMUPOBAHHBIX M3 JOKYMEHTOB, BBIIEICH-
HBIX M3 JIeJ1 C BDEMEHHBIMU CPOKaMu XpaHeHus, nMeBmux oTMeTKy "DIIK", mpuyem Tonbko
T10CJI€ CBEPKH UX CO CBOIHOW HOMEHKJIATYpOH 3a TOT )K€ I'oJl ¥ MPOBEPKH MPaBUILHOCTH
(popmupoBanug u odpopmiieHus 1en. B HEOOXOMUMBIX CIyyasx 3arojOBKH Je] YTOUHSIIOTCS,
Aella TI0[[BEpraroTcs pacllluBKe U nepedhOpMUPOBAHUIO IPH OOHAPYKEHHUH, YTO A0 chop-
MUPOBaHO HEIIPABHIIBHO.

['omoBoii paszen cBOAHOMN OMKCH JIel IOCTOSIHHOTO XpaHEeHHs COCTABJIAETCA 110 yCTa-
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HOBJIEHHOU (opme. DIEMEHTHI ONMCATENBHOM CTaTby U NMOPSANOK BHECEHHMA 3aroJIOBKOB JE
B TOIOBOM pa3JieNl CBOJHOM ONHCH [N MOCTOSHHOIO XPaHEHWs, 3allOJIHeHHUE rpad aHaio-
T'UYHBI 3JIEMEHTAM M MOPAAKY, U3JI0)KCHHBIM BBIIIIE.

[lepBoMy romoBoMy pasfeny CBOJHOW OMMCH €N (OHIa IMPUCBAMBAETCS HOMED II0
nucty $hoHIa, BCe MOCIeAYOINe [O0BBIE Pa3 el YUCIATCS 32 9TUM HOMEPOM JI0 00pa3o-
BaHHUs 3aKOHUEHHOM ONHUCH.

3arooBKY JAef, BKIIOYEHHBIE B TOJOBOM pa3jiesl CBOJHON ONMCH HEJ MOCTOSHHOTO
XpaHeHUs, HyMEPYIOTCS B BAJIOBOM IOPSIJIKE.

3aroJoBKH AOIOJHUTEIEHO OOHAPY>XKEHHBIX 1€ B 3aBHCHMOCTH OT UX KOJUYECTBa
MOTYT OBITH BHECEHB! B TOJIOBOM pa3zes MoJ| IUTEPHBIMU HOMEPaMH B COOTBETCTBHM C IIPH-
HATOM CHUCTEMATU3AalMEN WIN B KOHEL[ TOAOBOI0 pa3jeia.

ITocne BHECEHUs. B ONMCH 3alUCeH 0 MOCTYIJIEHUH WIH BBIOBITHH JI€1 COCTaBISAETCS
OKOHYATeJIbHAasi UTOrOBas 3alliCh, B KOTOPOM YKa3hIBAIOTCS TAKXKE OCHOBAHUS BHECCHHBIX
U3MEHEHUN.

Brecenne B ronoBoOi pa3fienl CBOJHOM OMMCH Jiel M3MEHEHM II0Cie yTBEPKICHUS
ero OIIK apxuBHOro yupexaeHus HoIycKaeTcs Toinpko rocie npusstus JIIK, yrepaus-
LIEH 3TOT pa3zien, COOTBETCTBYIOIIETO PEIICHUS.

K nepBoMy rogoBoMy pasaeny CBOJHON ONMCH JieJ IOCTOSIHHOrO XpaHEHHUS COCTaB-
JAETCs MIPENUCIIOBHE U NIPY HEOOXOAUMOCTH - yKa3aTelld, OTJIaBJIeHUE, CITUCOK COKpalleH-
HBIX CJIOB, KOTOpBIE COCTaBJISIOT CIIPAaBOYHBIN anmnapaT FOJ0BOTO pa3fiefia OIHCH.

B mpenucioBue BKIIOYAIOTCS CBEIEHHSA 00 OCHOBHBIX HAIPABJICHUAX IEATEIBHOCTH
¥ CTPYKTYpE MHCTUTYTA 3a TIEPUOJ, KOTOPHIM OXBAaTHIBAIOT JIENIa OIKCH; JACTCSA KpaTKas Xa-
PaKTEpUCTUKA COAEPIKAHUA U TIOJHOTH JOKYMEHTOB (OHJIa, BKIIOYEHHBIX B pa3iei; yKa3bl-
BacTCA HAJIMYME JEJ, BBIXOAAUMX 3a XPOHOJIOTMYECKHE TpaHHLBl (OHIA; OTMEYAOTCS
Han0ojiee TUIMYHBIE TPYMNIBI €] KaK 10 Pa3HOBUAHOCTAM JIOKYMEHTOB, TaK M IO COAEp-
KaHMIO; TAaCTCSA KpaTKas XapaKTEpUCTHKa coepKauielics B onucu MHGOpMaIlMU O IOJBeE-
JOMCTBEHHBIX HJIM BBINIECTOANIMX OPraHM3aLMAX; OCBEIAIOTCS OCOOEHHOCTH (HhOpMHpOBaA-
HHS, ONIMCAHKUA ¥ CUCTEMAaTU3alMK 3ar0JI0BKOB €], HaJMYUe CIIPaBOYHOTO arrmapara K pas-
J€JTy, OCHOBHBIE NIPUHLIUIIEI €M0 COCTABJICHUS U NOPSIOK [TOJIb30BAHUS UM.

OrnasiieHye COCTaBIISIETCS, €CIU B [OJOBOM pasfesie CBOJHON ONMCH JE HMEIOTCS
noapasiensl, Apyrue Oojee MeNKHWe IPYINBl Jejl, CIIPaBOYHEIM ammapaT K paszeny. B
OIJIaBJICHUU MEPEUUCTISAIOTCS: MPEJUCIOBHE, CIIMCOK COKpaIleHMt (COCTAaBISEMBIM B HEOO-
XOMUMEIX ClIy4asx), Ha3BaHUA BCEX MOJPA3EIoOB U 6oiee MEJIKUX TPYII Je)l, BKIIOYEHHBIX
B pa3zien, yKa3aTenu (€C/Id OHU UMEIOTCS).

["onoBoi pasjien CBOAHON OIKCH A€ COCTaBIACTCS B 4-X SK3EMILISApax.

I"ot0BEIE pa3zernbl, €ClIM OHU He SABJISAIOTCS 3aKOHYEHHOM OIMCHIO, HE IOIIIABAIOTCA
U HE MEPEIIeTaloTCs; OHU JOJDKHBI XPAHUTHCS B MANKax ¢ KJIallaHaMM ¥ 3aBA3KaMHU.

I"onoBoii pasmes CBOJHON OMICH [T IOCTOSHHOTO XPaHEHUS TIOUIEKHUT PACCMOTpE-
auto [[OK (OK) uncTHTYyTa, IOCIE Yero B cilydae COTNIAaCOBAHMSA B KOHIIE pasjeia CTABUTCS
rpud "CornacoBano” ¢ ykasaHueM HoMepa mpotokosia [[DK (OK) u matel 3acenaHus, Ha
KOTOpOM OH Obl1 paccMoTpeH. O100peHHbIe FON0BEIE pa3esibl HAIIPABIAIOTCA Ha paCCMOT-
PEHUE apXMBHOTO YYPEXKICHUS B COOTBETCTBHU CO CPOKaMH, YCTAaHOBJICHHBIMU Ipa(uKoM
NpeCTaBICHUs onucer aen Ha paccMoTpeHue DIIK apXuBHOro yupexnaeHus, HO He HO3.-
Hee YeM yepes 2 roja, a LEHTPaJbHbIM apXHUBOM MHHHCTEPCTBA, BEIOMCTBA PocCHiicKoi
Oenepanuy (LEHTPATBHBIM OTPACIEBBIM apXUBOM NPU MUHKHCTEPCTBE, BEIOMCTBE Poccuii-
ckoit Denepanyu) - yepes 4 rofa Nocie 3aBEPIICHUS JETOIPOU3BOJICTBOM e, BKIIOYEH-
HBIX B pasjen. [IpencraBasiorcs 4 ero ax3emIuisapa.

ITocne yrtBepxneHus rozoBoro paszjgena OITK apXUBHOrO yupexaeHus pasiell
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YTBEPKAACTCA PEKTOPOM HHCTHUTYTA, 3aTEM MEPBBIH SK3EMILISP TOAOBOTO pas3zeia CBOIHON
ONMCHU B KAYECTBE KOHTPOJIBHOIO MEpPENaeTCs B rOCyJapCTBEHHBIN apXUB, OCTAJIBHbIE OCTa-
IOTCsI B UHCTUTYTE.

Heckonpko rofoBBIX pa3/iesioB CBOJHBIX OIUCEH NeN MOCTOSHHOIO XpaHEHHs WU
OJIMH NOIOBOM pa3fieN, YUCIIO 3ar0JIOBKOB €Nl B KOTOPBIX JOCTHUIJIO YEThIpeX3HAuHOH nud-
PBl, CUATAIOTCS 3aKOHYEHHOH apXUBHOM OIUCHIO.

B opranuzanusax ¢ He60apINM 00BEMOM €XETOLHO 00pa3yONINXCs AEN TOCTOSIHHO-
ro xpaHenus (o 200 nmesn) onuch CYUTAETCS 3aKOHUEHHOM, €CIM B Hee BKJIIOUEHBI I'OJJOBEIE
paszjiensl CBOAHBIX OMUCEN Jell MOCTOSHHOIO XpaHEHUs 3a 5 JIeT.

Kaxxnoi 3akOHUEHHON OIMCH IPUCBAUBACTCS HOMED.

3aKOHYEHHas OIUCh UMEET CaMOCTOSATEIBHYI) HYMEPalMIO 3arojIOBKOB €/, K Hel
COCTaBJIAIOTCA UTOroBas 3allChb U 3aBEpHUTENIbHAs HaAmuch. IToropas 3amuch M 3aBepu-
TebHasg HaIIUCh K 3aKOHYEHHOM OIMCH COCTABJSAIOTCA TaK K€, KaK K I'OJOBOMY pasJieiy
CBOJHOM OMUCH [ACII.

IIpu 3TOM 3aBepUTENBHBIE HAAIMCH, COCTaBIEHHBIE K MOJOBBIM pasfieliaM CBOJHEIX
OIIMCEN AEJI, U3BIMAIOTCA.

OO6s3aTebHBIM 3JIEMEHTOM OGOPMIICHHS 3aKOHYCHHON OMUCH ABIAETCS TUTYILHBINA
JIUCT.

Ha TtutynpHOM JIMCTE 3aKOHUEHHOH OIHMCH JIe] IOCTOSHHOTO XPaHEHHs YKa3hIBaIOT-
csi:

- Ha3BaHue QOHMa;

- HoMmep (oHJa;

- HOMEp OIIUCH;

- Ha3BaHHUE OIKCH, KOTOPOE BKIIOYAET yKa3aHUE KaTerOpUU JOKYMEHTOB (ITOCTOSH-
HOro, BPEMEHHOI'0 XpaHEHHS, [0 JIMYHOMY COCTaBY M T.J.), COAEPIKAILIMXCS B JiejIaX, 3aro-
JIOBKH KOTOPBIX BKJIIOUEHBI B OIHUCH;

- KpaiHMe JaThl [eJ1, BKJIFOUEHHBIX B OIUCE.

Ilepen nasBanueM (OHIA Ha TUTYJIBHOM JIUCTE OCTABJIAETCS MECTO IUIA HAIMCAHUS
TIOJIHOTO Ha3BaHUS rOCYTapCTBEHHOIO apXHBa, B KOTOPOM OYAYT MOCTOSIHHO XPaHHUTHCS JIe-
Jla JAaHHOM OpraHu3aIvy.

K 3akoHYeHHON ommcH 00s3aTeIbBHO COCTABISIOTCS OTJIABJICHHE M IIPEIUCIOBHE, a
TaIOKE YKa3aTeNIH U CIUCOK COKPAIEHHBIX CJIOB NP HAJIHYHMU MOCIEAHUX B FOMOBBHIX pas-
nenax.

3aKOHYCHHAs OIUCH BMECTE C TUTYJIBHBIM JINCTOM M CIIPABOYHBIM aIllapaToM K Heil
3aKJIF0YAETC B TBEPAYIO OOIOXKKY U IepeIuieTacTes.

B roposo#t pasmen cBogHOW OmECH Ael BpeMeHHOro (cBeime 10 jieT) xpaHeHus
BKJIFOYAIOTCSA 3aTOJIOBKU JEJI, OTJIIOXKMBIIKXCA B TEYEHHME TOAa B JAEATENHEHOCTH CTPYKTYp-
HBIX MOApAa3ICIICHUH.

ITopsioX BHECEHMS 3ar0JIOBKOB JEN B TOJOBOM pasjielnl aHAJOTMYEH HOPAAKY, YKa-
3aHHOMY BBIIIIE.

I'omoBoii pasnen comHoM ommcu men BpeMeHHOro (cbimie 10 1eT) XpaHeHHS co-
CTaBJIAETCS 10 yCTaHOBICHHOU dopme. [Topanok 3anonHeHus rpad Onucy, HyMepaluy 3a-
TOJIOBKOB JI€]1 pa3Jie/ia, COCTABICHHI UTOTOBOM 3alMCH M 3aBEPUTENBHOM HAMMKUCH K pasje-
JIy aHaJIOTUYEH NOPSIAKY, YKa3aHHOMY BBIIIIE.

CucremaTusanus 3arojioBKOB Jiell B TOXOBOM pas/ielie CBOJHOM OIUCH J€J BpeMeH-
HOTro (cBhIme 10 5eT) XpaHeHUs COOTBETCTBYET CHCTEMATH3ALUM 3arOJOBKOB JET B CBOJ-
HOW HOMEHKJIAType JeJ1 3a 3TOT € IO,

IIpn HEOOXOMUMOCTH K IOJOBOMY Pasfeiy 3TOM ONHCH COCTABIIAIOTCS OIVIaBJCHUE,
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CIIMCOK COKpAIIEHHEIX CIIOB.

I'omoBoit pasaes CBOAHOM omucH e BpeMeHHoro (cBeime 10 JeT) XpaHeHus neda-
TaeTcs B ABYX dK3eMIuiipax U onobpsercs BHagaine 1[OK (OK) uncTuryTa, a 3aTeM yTBEp-
KAAETCS €€ PYKOBOAUTEIIEM.

I'onoBo#t pasmen CBOJHONM ONUCH A€ IO JIMYHOMY COCTaBYy MMEET YCTaHOBJIEHHYIO
dopmy. Tlopsnok 3anonHenus rpad, GopMbl OMUCH, HyMEpalluy 3aroJIOBKOB e pasiena,
COCTaBJICHUsI UTOTOBOM 3alMCH U 3aBEPUTENBHOM HAaIUCH K pa3Aely aHaJOTu4eH IOpAJIKY,
yKa3aHHOMY BHIIIIE.

3arojioBKM AeN B FOJJOBOM pa3zieie CBOJHOM OMUCH el 1O JIMYHOMY COCTaBy CHUCTE-
MaTH3UPYIOTCS 10 HOMUHAJIBHOMY MPU3HAKY C YUETOM ClIeyIoLIelt mocie oOBaTeIbHOCTH:

- IpHKa3bl (PacnopsLKEHMs) 110 JIMYHOMY COCTaRYy;

- CIIMCKH JIMYHOT'O COCTaBa;

- KQpTOUKH MO YYETY JIMYHOIO COCTaBa (IpU OTCYTCTBHH OTAEABHOMN OIKCH JIMUHBIX
Je);

- IM4HBIE Jeiia (TIpU OTCYTCTBUH OTACIBHOM ONUCH JTUYHBIX JeN).

VKasaHHbIC BHIBI NOKYMEHTOB, OoOpasylomuecss B HHCTUTYTE B OOJBIIMX OObemax,
MOTYT BBIACIIATLCSA B CAMOCTOATEIbHBIE I'OXOBBIE pa3Jelibl ONUCH (JIMYHEIE A€, TPYIOBEIE
KHWKKH ¥ T.L). JInunele gena (JMuHBIe KapTOYKM) BHOCSATCS B CBOIHBIN TOJOBOM pasmen
OIKCH IO TOJY YBOJBHEHUS JIMIA, HA KOTOPOE 3aBEAEHO JUYHOE JEJI0, M CUCTEeMAaTU3UpPY-
I0TCS IO allpaBuUTY.

IIpu HeOOXOOMMOCTH K TOJOBOMY pa3/iesly CBOJHOM OMHUCH el U K 3aKOHUEHHOM
OIMCH €N TI0 JIMYHOMY COCTaBy COCTABJIAIOTCS OIVIABJIECHUSA, YKa3aTelu M CIHMCKH COKpa-
HIEHHBIX CJIOB.

I"onoBoit pasien cBOJHOM OIMCHU A€ 10 JUYHOMY COCTaBY HHCTHTYTa, IepeJarome
JOKYMEHTBI Ha IMOCTOSHHOE XpaHEHME, IIeYaTaeTCss B TPEX DK3EMIUIAPAX, ITOJITHUCHIBACTCS
COCTAaBUTEJIEM, 3aBEPACTCS HAYAJIBLHMKOM OTHEJa KaIpoB (MHCIEKTOPOM IO Kaapam) H
npencrasisiercs Ha paccmotpenue [IOK (OK) uncruryra. ITocne onobpenus pasnena LIDK
(OK) on noanexur cornacoBanmto ¢ DITK apXHUBHOTO yUpexKIeHHs ¥ MHCTUTYTA.

[Topanox cocraBienns 1 0QOPMIICHUS 3aKOHYCHHOM OIMUCH JIEN 110 IMYHOMY COCTaBY
aHAJIOTMYEH ITOPANIKY, yKa3aHHOMY BbIlie. dopma TUTYJIBHOTO JIMCTA K 3aKOHYEHHOH onucH
JJ1 110 JIMYHOMY COCTaBy MACHTHYHA (OpME TUTYJIBHOTO JIMCTA K 3aKOHUEHHOMN OIUCH e
MOCTOSIHHOTO XpaHEHUS.

IMopsanox cocrapinenus u 0QOPMIICHHS OIKCH Ha KaXIYIO Pa3HOBUIHOCTE CIENHH-
YECKUX [UIA TAaHHOTO MHCTUTYTA JOKYMEHTOB (Hay4HBIE OTYETHI, TEKCTHI MPOrpaMM pajro-
¥ Tejenepesay ¥ T.I1.), a TAKKe Ha CIy)KeOHble BEOMCTBEHHbBIE W3JaHKS ONPENEIIETCS B
3aBUCHMOCTH OT CPOKOB MX XpaHEHHA II0 aHAJIOTHHU C TIOPAIKOM COCTaBJICHHS M odopmite-
HHMSL OTUCEH NeJT MOCTOSIHHOTO ¥ BpEMEHHOI0 XpaHeHus. Jlesla CHCTeMaTH3UPYIOTCS B TOJI0-
BBIX pasjienax CBOJHBIX OITUCEH ¢ yU4EeTOM CIEeU(pUKH JOKYMEHTOB.

OT60op NOKYMEHTOB Ha YHWYTO)KEHHE U COCTABIICHUE HA HUX aKTa IPOU3BOJUTCS IO~
CJIe ITOJITOTOBKY OMHUCEH JIE)I HOCTOSHHOrO M BpeMeHHOTO (cBbie 10 J1eT) XpaHeHw s 3a 3TOT
NIepUOJ. AKTHI O BHIJIEJIEHUH JOKYMEHTOB U J€N K YHHUYTOKECHHIO pACCMATPUBAIOTCS Ha 3a-
cefanui DK 0THOBpPEMEHHO C OITUCAMU €.

Jis opranM3anuil, cIaoMmuX JejJa Ha OCTOSHHOE XpaHEHHe, aKThl YTBEPIKIArTCS
PYKOBOAMTEEM HMHCTHUTYTA IIOCIIE YTBEPXKACHUS OIUCEH AeN ITOCTOSHHOrO XpaHEHHMs 3a
3TOT NEPUOL aPXUBHBIM YUPEXKICHUEM.

[Mopsnok nepefays JOKYMEHTOB B apXUB UHCTHTYTA.

Jlena mocTOSHHOrO U AOJATOBPEMEHHOTO XpaHEHUS, BKIIOYas IOKYMEHTHI [0 JTMYHO-
My COCTaBy, IEPENAOTCA B apXUB MHCTUTYTA HE MO3J(HEE YEM Uepe3 TPH Ir'ojia Iocie ux 3a-
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BEpUICHUS B I€JIONPOU3BO/ICTRE.

Ilepenaya et B apXxuB MHCTUTYTA OCYIIECTBIISETCS 110 IPaduKy, COCTABIEHHOMY ap-
XHMBOM, COTJIACOBAaHHOMY € PYKOBOJMTENSIMHU CTPYKTYPHBIX ITOApa3AeeHUl, Iepeaaromux
JNOKYMEHTHI B apXMB, ¥ YyTBEP)KICHHOMY PEKTOPOM HHCTUTYTA.

B nepuiol oAroTOBKY Jie1 CTPYKTYPHBIM IOJpa3eieHueM K Iiepeade B apXuB HH-
CTUTyTa COTPYJHUKOM apXuBa IIPEJBAPUTENLHO MPOBEPSETCS NPABMIBHOCTE UX (HOPMUPO-
BaHUsI, OQOPMIICHUS M COOTBETCTBHE KOIHYECTBA JEJ, BKIIOYCHHBIX B OIUCH, KOJHIECTBY
A€, 3aBCJICHHBIX B COOTBETCTBUM C HOMEHKJIATYPOH Jie] MHCTUTYTa. Bce BhISBIICHHEIE IIPU
TMIpOBEpKE HEIOCTaTKU B (GOpMUPOBaHMU M ODOPMIEHHMH Jed pabOTHMKH CTPYKTYpPHOTO
nojpasaeneHus 0043aHsl yCTpaHuTh. [Ipu oGHApyKEHUH OTCYTCTBHS AEJ COCTABIAETCS CO-
OTBETCTBYIOIIAS CIIpaBKa.

Ilprnem kaxnoro nena NpOU3BOINUTCS JIUIOM, OTBETCTBEHHBIM 3a apXWB (CreI[Uallb-
HBIM COTPYAHHKOM), B NPUCYTCTBHU PabOTHUKA CTPYKTYPHOTO nompasneneHus. IIpu stoM
Ha 00OMX JK3eMIUIApaX ONUCH NPOTHUB KAXKIOro Jeja, BKIIOYEHHOTO B HEe, AeNaeTCs OT-
METKa O HaIWYMM Jeja. B KOHIle KaXIOro 3K3eMIUIIpa ONUCH YKAa3hIBAIOTCA HU(DpaMU K
IIPONHCEIO KOJUYECTBO HaKTUIECKH NPUHATHIX B apXUB JIEJI, HOMEPA OTCYTCTBYIOIIHX e,
Aata IpUeMa-TIEpeaun JIejl, a TakkKe IMOMANKMCH OTBETCTBEHHOTO 3a apXuB (COTPYIHHUKA ap-
XMBa) U JIMIA, IEPEAaBIIEro Aeia.

IIpu npueme 0co060 HEHHBIX AT MPOBEPSETCS KOJMUUECTBO JIUCTOB B J€jIaX.

Jlena, yBsisaHHbBIE B CBA3KH, NOCTAaBIMIOTCS B apXUB MHCTHTYTa COTPYIHHKAMH
CTPYKTYPHBIX MOApa3AeNICHHUIA.

Bmecte ¢ /ienamu B apXuB MepEaloTCsS PeruCTPAMOHHEIE KAPTOTEKH Ha IOKyMEH-
Thl. HaMeHOBaHUE KaXXI0H KapTOTEKH BKIIFOUAETCS B OMHCH.

3. OBECIIEYEHUE COXPAHHOCTHU JOKYMEHTOB APXUBA

3.1. Cuctema mep obecneyeHHs! COXPAHHOCTH JOKYMEHTOB

Opranusaums XpaHeHHs TOKYMEHTOB - CHCTeMa MEpPOTIPUATHIA, BKITIOUAIOINAS PALH-
OHAJIbHOE PAa3MEINEHHE NOKYMEHTOB, KOHTPOJIb 32 UX JBIDKCHHEM M (U3MUYECKUM COCTOSI-
HUCM, KONMPOBAHHE JOKYMEHTOB C LEBIO CO3JaHUs CTPaXOBOro (oHAa U (GOHIA MOJIB30-
BaHMsl, BOCCTAHOBJICHHE (PECTaBpalys) NEPBOHAYATBHEIX WM OJIU3KUX K MEPBOHAYAIBHBIM
CBOHCTB 1 BHEIIHUX MPHU3HAKOB JIOKyMENTOB, IOJABEPTIIMXCS IOBPEXKICHHIO HIIH Paspyile-
HHIO.

Jlnst oGecneyeHus COXpaHHOCTH JOKYMEHTOB B apX¥BE JOJDKHEI OCYIECTBIISATHCA:

- KOMILIEKC MEp IO OpraHM3allMy XpaHEHHUs, IpeyCMaTpUBAIOIIUil CO3JaHre MaTe-
PHATBHO-TEXHNYECKOH 0a3bl XpaHeHWs NOKYMEHTOB (3aHWE M TIOMENICHHS XPaHWIML,
CPCACTBa XpaHEHUS JIOKyMEHTOB, CPEICTBa OXpaHBl M GE30IaCHOCTH XpaHEHHUs, CPEACTBA
KINMaTHICCKOr0 KOHTPOJIA, CPECTBA KONMPOBAHKSA U BOCCTAHOBICHHA MOBPEXIECHHBIX /10~
KYMEHTOB U T.IL.);

- KOMIIIEKC MEp I10 CO3/IaHHIO U COOJIFOIEHUI0 HOPMATUBHEIX YCIOBUI XpaHEHHS J10-
KYMEHTOB (TeMIIepaTypHO-BIKHOCTHEIM, CBETOBOM, CAHUTAPHO-IHIHEHHYECKHIL, OXpaH-
HBIA PEKUMBI XPAHEHHS ).,

Cucrema Mep 10 OpTaHM3allMH XpaHEHHs OJDKHA 00ECIIeuMBATh COXPAHHOCTD JI0-
KyMCHTOB ¥ KOHTPOJIb MX (U3MYECKOr0 COCTOSHMS NPHU IIOCTYIUIEHHH TOKYMEHTOB B apXHB,
NpU UX XPAHCHUM U IIepefaue JOKYMEHTOB Ha IIOCTOSHHOE XpaHeHwue. IIpu opraHu3anuu
XpaHCHUS U CO3JAHMHU YCIOBUM XpaHEHUS CJIEMYET YyUUTHIBATh CHCIMMHUKY BHAOBOLO CO-
CTaBa JOKYMEHTOB, XapaKTEPHOIo AJs KOHKPETHOrO apXuBa.
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3.2. [lopsipok BbIZaYH €)1 U3 aPXHBA

Jlenia BEIAAIOTCS U3 apXUBa:

- U151 UICTIONB30BaHUs pabOTHUKAMU UHCTUTYTA,

- BO BPEMEHHOE I10JIb30BaHUE VISl IPYTHX IOJpa3/IeleHU HHCTUTYTA;

- JUIs IIPOBECHMSI apXUBHBIX paboT ¢ TOKyMEHTaMU;

- BO BPEMEHHOE MOJIH30BaHUE I OPraHOB BHYTPEHHMX €N, IIPOKYpaTypsl U cyned-
HOM CUCTEMBI.

Jesna BBIAAIOTCS BO BPEMEHHOE 0JIb30BAHKE U3 apXHMBa Ha CPOK, HE MPEBBIIIAOIIHIA:

1 Mecs 115 UCII0/Ib30BaHUS PaOOTHUKAMU HHCTUTYTA,

3 MecdLa BO BpEMEHHOE ITOIB30BaHUE I IPYTUX OpraHU3alluii.

Oprasam cyjia ¥ NpoKypaTyphl Jella BBIIAIOTCS 10 MPeKpalleHus Jejla Wil BhIHece-
HUS CyJ1eGHOro penieHus.

IIpoaneHue yCTaHOB/IEHHBIX CPOKOB BBIaYH JOKYMEHTOB BO BPEMEHHOE IOJIL30BAa-
HHE, B TOM YHCJIE€ OpraHaM CyJla M IPOKypaTyphl JHOIIyCKaeTcs B O0COOBIX ClIydasx C paspe-
IICHHUS PYKOBOIUTENS MHCTUTYTA 10 MMCHbMEHHOMY MOJTBEPXKICHUIO TOJB30BATENS O CO-
XPaHHOCTH JOKYMEHTOB.

Brinaua nen u3 apxuBa oQopMIISETCs CISAYIOMMMU JOKYMEHTAMU:

- 3aKa3aMH (TpeOOBaHMAMH) Ha BeIAAYy JI€Jl COTPYHUKAM HHCTHUTYTa;

- aKTaMHM O BBIJa4€ J€JI BO BPEMEHHOE IIOJIb30BAaHUE JPYIMM OPraHH3alUsSIM, B TOM
YuCJIe OpraHaM CyZa U NpoKypaTyphl.

Brigaya TOKyMEHTOB U3 apXMBa PETHCTPHPYETCS B KHUIaX BBIAQUU JOKYMEHTOB:

- BBLJa4M Jien pabOTHUKaM MHCTHTYTA,

- BBIJIa4H JIEJI BO BPEMEHHOE IOJIb30BAHUE IPYTHM OPTaHU3AIMIAM.

Hcnonnennsble 3aKka3pl (TpeOOBaHUS) HCCIIEI0BATEICH XPAHATCS B JIMUHBIX J€1aX UC-
ClIeIoBaTeNiel, BCE IPOYHE - JI0 MCTEUYEHUs CPOKOB MX XpaHEeHus. 3aka3sl (TpeOoBaHuA) Lie-
71€cO06pa3HO XPAHUTH JI0 MPOBEICHMUSI IPOBEPKU HAIUYUS U COCTOSTHMSA eIl

Bbinaua nen BO BpeMEHHOE II0JIb30BAaHUE B APYTUE OpraHu3aluu oGopMIIIETCS aK-
TOM, KOTODPBIH COCTaBJISETCS B ABYX SK3EMIUIIPAX, OJUH MX KOTOPBIX OCTAETCA B apXUBE
MHCTUTYTa, NPYTO¥ BBIJACTCS IOJYYaTeqro. AKT MOAMUCHIBACTCS PYKOBOAUTENEM IIOAPa3-
JeNeHUi MHCTUTYTa, NEepefaroliell [ena, U peKTOPOM HHCTHUTYTA-IIOJNydaTels: MOAITHCU
CKPEIUIAIOTCs repOOBBIMHU I€YaTAMH opraHu3anuii. [Tocie Bo3BpalleHUs e B IBYX 9K3€M-
TIpax aKTa JenaeTcsi COOTBETCTBYIOMIAs OTMETKA: OJUH SK3EMIUIIP OCTAETCSA B OpraHu3a-
LUU-II0IyYaTesie, ApYroil XpaHuTcs B Aee (QOHIAa B apXWBE OpraHU3alMM, BBIJABABIIEM
nena. :
CoctosiHHE ziel, BO3BPAIAEMEIX B apXHUB I0CTIE MCIIONB30BAHUS, HOJDKHO GBITH IIPO-
BEPEHO B IIPUCYTCTBUH JIMLA, BO3BPALIAIOIIETO JOKYMEHTHL

IIpu oOHapy)XeHMH HEMOCTa4yd NNl MM OTAENBHBIX JUCTOB B HHX, a TaKXKE MOBpE-
’KICHHUH el ¥ JOKYMEHTOB COTPYAHMKAaMHU apXHBa COCTAaBIIETCA aKkT B JBYX SK3EMILIAPAX,
OIUH M3 KOTOPBIX NPEACTABIIAETCS PYKOBOAUTEIIO OpraHU3aIlMH, UCIOJIB30BaBIIEH IOKY-
MEHTEI, Ul IPUBJICYCHHS BUHOBHBIX K OTBETCTBEHHOCTH, BTOPOH - OCTAETCS B apXHUBE.,

IIpu nepemenennn 10KyMEHTOB 3a TIpeleNaMy apXiBa I0JDKHB COOIIONATECA MEPHI
IPEIOCTOPOXKHOCTH, HAIEHKHO 0OECIIEUNBAIOIIUE UX COXPAHHOCTb.

3.3. IlopsiioK BBIAaYH ATTECTATOB (JHIIOMOB, pe3yabraTos EI'D) us apxusa

ATTecTaThl 0 MOJHOM (CpeaiHeM) 0Opa3oBaHUM, TUILIOMBI 00 00pa3OBaHUM, PE3YIIb-
Tatel EI'D ¥ T.1. JOKYMEHTHI BBIIAIOTCA HA OCHOBAHUM JINYHOTO 3asBJICHUA M MO/ JMYHYIO
NIOANUCH NPH NIPEIABABICHUH JIOKYMEHTA, YAOCTOBEPSIOIIETO JINIHOCTD, JIMOO MHOMY JIMILY
Ha OCHOBaHWM JOKYMEHTa, yIOCTOBEPAIOUIErO JMYHOCTh, U OGOPMIICHHOU B YCTaHOBJIEH-
HOM IOPSIAKE AOBEPEHHOCTH.
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Ha ocHoBanuu gHYHOrO 3asBJICHM aTTECTAaThl O MNOJHOM (cpemaHeM) oOpa3oBaHUM,
IMILIOMBI 00 06pa3oBaHuU, pe3ynpTaTel EI'D U T.I. TOKYMEHTH MOTYT GBITH HallpaBJieHb! B
€ro ajipec MOCPeACTBOM IOYTOBOH CBSA3M OOIIEro IOJB30BaHMS 3aKa3HbIM IIOYTOBBIM OT-
TNPaBJICHUEM C YBEIOMIIEHUEM O BpPYYEHUH (LIEHHBIM [THCHMOM C HAJIO)KEHHBIM ILIATEIKOM).

Komnus BeICIaHHOTO NOKYMEHTa, a TaKkKe JOBEPEHHOCTH MO0 3asBJIEHUE O BbIJAye
JOKYMEHTA, 3asBJIEHHE O HAlPaBJICHUH NOKYMEHTA IIOCPEICTBOM HOUTOBOU CBS3M XPAaHATCH
B JINYHOM JeJI€.

4. OPTAHU3AIIMA TOKYMEHTOB B APXUBE

4.1. lokymMeHTaJbHBIA H apXHBHBIH (OHI HHCTHTYTA

Bes COBOKYMHOCTR JJOKYMEHTOB, OOpasylOIIMXCs B JEATENBHOCTH HMHCTHTYTA, CO-
CTaBJII€T €€ JOKYMEHTAIbHBINA (OHI.

HoKyMeHTsI, 06pasyroluecs B JEATEILHOCTH UHCTUTYTa, N0 CPOKAM XPAHEHHUS IO~
pasJensaroTes Ha:

- JOKYMEHTBI BPEMEHHOT0 CpoKa XpaHeHus (10 10 JeT BKIIOYUTEILHO);

- JOKYMEHTHI JOJITOBPEMEHHOI0O CpoKa xpaHeHus (cBrie 10 ner);

- JOKYMEHTBI IIOCTOSIHHOTO (BEYHOTO) XpaHEHHU.

JIOKYMEHTB! HOCTOAHHOTO XPAHEHH, T.€. MOKYMEHTHI, HMEIOIIHE HCTOPUYECKOE,
Hay4HOe, COLMAIBHOE, SKOHOMHYECKOE, KYJIBTYpPHOE 3HA4EHHE, COCTABISIOT apXUBHBII
(OHT MHCTHTYTa, ABNAIOIMHACS COCTABHOM YacThio ApxuBHOro doHma Poccuiickoit dene-
panuu.

PasHoBuaHOCTAMYU apXUBHOTO (HOHA ABJISAIOTCA:

- APXMBHBIH (QOH/ MHCTUTYTA, COCTOANIME U3 TOKYMEHTOB, 0OPa30BABIIMXCS B IIPO-
Liecce ee AeATeNbHOCTH;

- OOBbeMHEHHBINH apXUBHEIH (OHJ, COCTOAIIMI U3 JOKYMEHTOB, 06Pa30BABIIMXCS B
npouecce NeATENPHOCTH ABYX WK Gosee opraHu3auuii-hoHnoo6pasosarenel, HMeBIINX
MEXIy COOOM MCTOPHYECKH U / MM JJOTHYECKH OOYCIOBIEHHBIE CBA3M: OJHOPOJHOCTD U
NPEEMCTBEHHOCTD ACATEABHOCTH, OAYMHEHHOCTD, EAUHCTBO 00BhEKTa ¥ BPEMEHH AEATENb-
HOCTH, MECTOHAXOXKJIEHUE U IIp.

4.2. Tlocne 3amuThl KypcoBBIX paboT (IIPOEKTOB) OHU XPaHATCS Ha kapenpax. PaGo-
Ta MPUHAMAETCA Ha XPaHEHHUE B yCTaHOBJICHHOM Kadenpoil mopsxe, CpOK XpaHEHUS IBa
roja. _

3alIMINCHHBIC BBIUTYCKHBIE KBATHGUKALMOHHEE (IUIIOMHEIE) paGOTH (IIPOEKTEI)
CAKOTCA B apXUB MHCTUTYTa B yCTAHOBIEHHOM Iopsiake. CpOK XpaHeHHs BBHIIYCKHEIX KBa-
TUQUKALMOHHBIX (IUIIOMHBIX) paGoT (IPOEKTOB) 5 JIeT.

4.3. Opranuzanusi 10KyMeHTOB B IIpeeJIaX apXHBHOT0 (GoHaa

Opranuzanus JOKyMEHTOB II0 ITYHOMY COCTaBy

JIOKYMEHTBI 10 TMYHOMY COCTaBY BBIACISIOTCS B OCOBYIO TPYIILY, CUCTEMAaTU3UPY-
10TCsT 000CO6IEHHO U BKIIFOYAIOTCS B OTAEIBHYIO OITHCE.

PerucrpaiinoHHO-yueTHbIE HOPMEI JOKYMEHTOB [0 JIMYHOMY COCTaBY (KHHIH, Kyp-
HaJIbl y4eTa IPUKAa30B O NPHEME, NEPEBOJIC, YBOJIGHEHNH, JINYHBIX KAPTOYEK, TMYHBIX /e,
COTVIALIEHUH, KOHTPAKTOB H [p.) BKIIOYAIOTCSA B OMUCH JOKYMEHTOB 10 THYHOMY COCTaBY.

JInymsie fena, eciu OHM MepeaBaMCh U3 OJHON OPTAHM3AIMH B APYTYIO B CBS3H C
TIEpEBOAOM COTPYIHUKOB, BKIFOYAIOTCSA B NOKYMECHTAIBHBIN (apXUBHBIN) GOHI MOMyUMB-
e UX OpraHu3alym. ’ ‘

Ha sin4HEBIe Iefia YBOJEHHEIX COTPYIHUKOB MOYKET COCTABIIATHCS OT/IEIBHAS OIHUCH.

Jlena 1o 1MYHOMY cocTaBy, Kak NPaBHIIO, CUCTEMATU3UPYIOTCS O XPOHOIOTHYECKO-
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My TIpU3HAKY.

B npenenax kaxaoro roja nena o JIMYHOMY COCTaBY CUCTEMATH3MPYIOTCA IIO CTe-
TICHX BaXXHOCTH - IPUKA3bl O 3a4YKCIICHUU Ha CIykO0y (B yueOHOe 3aBelieHUE U T.JI.), IEpe-
MEILECHUH, YBOTbHEHUN (OKOHYaHMH y4eOHOIO 3aBEICHUS U T...), IULEBBIE CUETA, CIIHCKH,
KYPHAJIBI y4€Ta JOKYMEHTOB IO JIMYHOMY COCTaBY, APYTHe PErUCTPalliOHHO-YYETHBIE JO-
KyMEHTEI, JJUYHBIE JIe]1a, TNIHbBIE KAPTOUKH.

JlmqHbie nena W JMYHBIE KAPTOUKM YBOJCHHEIX COTPYJHHMKOB OTHOCATCS K TOLY
YBOJIBHEHUS ¥ CHCTEMATU3UPYIOTCS B MpejiesiaX KaXK 10! IPyMIIbl HO andaButy GaMusmii.

4.4. OnucH e, AOKYMEHTOB

Onuce e, ZOKYMEHTOB - apXMBHBIH CIIPAaBOYHHK, MPEAHA3HAYEHHEIH 1S PACKPHI-
THS COCTaBa ¥ COAEPIKAHUS CMHUIl XPaHEHUS, EAUHUI] YUETa, 3aKPEIVIEHU UX CUCTEeMAaTH-
3alM BHYTpH (HOHIA U MX yUera.

Onuch COCTOUT U3 ONHUCATENBHBIX CTaTell, HTOrOBOMW 3aIlkcH, JIMCTa-3aBEpUTENI U
CIIPaBOYHOTO anrapara K OIUCH.

OO6BeKTOM ONUCaHNUA B ONIMCH ABNIAETCS SAMHALA XPAHEHHS, eAHHHUIA YeTa.

OrmcarenbHas CTaThsd ONMCH BKIFOYAET: TOPSAKOBEIA HOMED ©IMHUIEI XpaHeHws],
CAMHULBI y4eTa; ACTONPOU3BOACTBEHHbBIN HHIECKC WM CTaphlif HHBEHTapHBIA HOMeEp; 3aro-
JIOBOK CIUHHIIBI XPAHEHMS, CAUHHULEI YUeTa, KpaliHHE NaThl JOKYMEHTOB, KOJMIECTBO JIH-
CTOB B €IMHHUIIC XPAHCHNS; A3BIK, YKa3aHUE Ha IOAMHHOCT, KOUMHOCTB, CIIOCO6 BOCIIPO-
M3BCICHUS, CTCIIEHb COXPAHHOCTH NOKYMEHTOB, BHEUIHHE OcCOOGeHHOCTH. OmucaTe/bHAs
CTaThsl MOXCT OBITH [OMNOJNHEHA aHHOTALMEN OTIEIBHBIX JOKYMEHTOB (rpynmsl JOKyMeH-
TOB) €IMHHUIIB! XPAHCHHS, ENUHHUIIBI yJETa.

B cripaBouHpii anmapatr ONMMCH BXOAST: TUTYJIBHBIN JIHCT; coliepxkanue (oryabe-
HHE), IPEUCIIOBHE; CITMCOK COKPAIIEHHUIT; IIepeBOIHbIE TAGIUIIBI mudpos (B cirydae nepe-
pabOTKH ONHKCH); YKa3aTeH.

Ha TuTynbHOM JHCTE OMMCH IIOMEIIAIOTCS: TOJNHOE Ha3BaHHE apXyuBa HMHCTUTYTa,
Ha3BaHUe (oHIa, HOMEDP (OH/A, HOMED OIKCH, HA3BAHHME OIMCH, KpaiiHue JaThl JOKYMEH-
TOB, BHECEHHBIX B OIIHCE.

IlpenucioBue MOXKET COCTABIATEC KaK OOIIee KO BCEM OMHUCAM boHna, Tak U K 01-
IenbHoH omucu. Ob1uee IpeaucIoBre K OMUCAM (hOHIA IOMEINAETCS B IIEPBOI OMmucH.

B npenucnosuu, obmem ko Bcem onucaM GOHIA, U3NAraioTCs: ucropus ponnoobpa-
30BaTeNsd, UCTOPHA (POHJIA; aHHOTAIMA COCTABa U COJAEPIKAHUA JOKYMEHTOB bouna (npu
3TOM BBIIENAIOTCSA HauOollee TUIMYHBIE TPYIIIBI €MHUI XPAHEHHUS 110 UX BUIAM H pasHo-
BUIHOCTSM, 110 COAEPXKAHHUIO); COCTAB CIPABOYHOTO AllapaTa K OTIUCSM.

IIprt CoCTaBNeHMH OTAENBHBIX NPEMHMCIOBHN K KAXIOH OIMHCH doHma Bce obuue
JaHHBIC 110 UCTOPHM YYPEKIACHHs-POHT0OPas3oBaTeNss U MCTOPHU (BOHIA MOMEIIAIOTCS B
NIPEIUCIIOBUH K TIEPBOii OIUCH.

K ommen moryT cocraBisthes ykasatemn (kak OGIIME, Tak U crienuainbueie). Cerl-
JIOUHBIC JIAHHBIC yKasaTelld K OIHMCH JAalOTCS Ha IIOPAAKOBBIC HOMEpAa €IVHHI| XPaHEeHWUS,
€IMHULL YYETa.

4.5. UcTtopuyeckas cnpaBka

B apxuBe MHCTHMTyTa COCTaBIA€TCA MCTOPHYECKAs CrpaBKa K apXUBHOMY (GOHAY -
JOKYMEHT, COACPXKAINMH CBEACHUS 110 MCTOPHH (HOHZOOGPAa30BATENS U APXUBHOLO doHpa,
KpaTKylo XapaKTCpUCTHKY COCTaBa M COACPXAHUS €ro JNOKYMEHTOB U CHUCTEMBI HAyYHO-
CIIPaBOYHOIO alnapaTa apXuBa.

Vcropuyeckas CpaBKa COCTOMT M3 Pa3fienoB: ucropus GpoHI006pa3zoBaTeNs, UCTO-
pust QOH/A, XapaKTePHCTHKA JIOKYMEHTOB (hOHIA.

IlepBriit paszen - ucropus GpoHTO06pPA3OBATENS - BKIHOYAET XapaKTEPUCTUKY HCTO-
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PUYECKUX YCIOBHI BOZHUKHOBEHMS MHCTUTYTA, Ha3BaHUE OpraHU3AMU-TIPEIIIECTBEHHUKA,
B XPOHOJIOTMYECKOH MOCIENOBATENbHOCTH BCEX pEOpraHU3allvif, B TOM YHCIE CICAYIOIIHe
CBEJICHU:

- 3a7a4d U QYHKIMH UHCTUTYTA U UX U3MEHEHUS;

- MacmTad IesTeIbHOCTH MHCTHTYTAa, COCTaB CTPYKTYPHBIX MOJpa3/eNeHUuil HHCTH-
TyTa,

- I3MEHEHHUA B Ha3BaHUU U [TOJYNHEHHOCTH UHCTUTYTA;

- CTPYKTypa HHCTUTYTa U €€ U3MECHEHHS.

Jl1s 06BbEqUHEHHOTO apXUBHOTO (POHIA MOXET COCTaBJIATHCS 00IHas UCTOpHs (PoH-
nooOpa3oBarteiei.

B ornomennu apxuBHOH KO/UIEKLIHH - yKa3bIBAIOTCS CBEICHUS 110 UCTOPHHU €€ CO-
3/IaHHs, CBEJCHMS O COCTABUTENIE, 4 TAKKE O MECTOHAXOKICHHH KOJUICKLIMU A0 IOCTYILIe-
HUs B apXUB (€C/IM OHa He ObLIa CO3/laHa B apXUBe).

Bropoii paznen - ucropus GoHIa - BKIIOYACT CIIEAYIONINE CBEICHHU

- JlaTa IepBOro MOCTYIICHUs JOKYMEHTOB (DPOHJA B apXUB, UX 00BbEM M KpaiiHuE Ha-
THI;

- U3MCHEHUsI B COCTaBe U 00beMe (OHIA U UX NMPUYHHEI (NPOBEIACHUE HKCHEPTU3ILI
LUEHHOCTH, YTPaThl, He3aA0KyMEHTHPOBAaHHBIE IIEPHUOIE]);

- CTEIIEHb COXPAHHOCTH JIOKYMEHTOB;

- CBEJICHUS O HAJIMYMK JOKYMEHTOB (OHR000pa3oBates (B TOM YHCIE TI0 JUYHOMY
COCTaBY), HAXOJAIIMXCS B MECTaX MX XpaHEeHHs.

CrnipaBKa NOJIMCHIBAETCS apXUBAPUYCOM.

S. OPTAHM3BAIINS PABOTBI APXHUBA

Pabora apxuBa opranusyercs B coorBeTcTBUM ¢ [TonoxeHreM 06 apxuse.

JIuuo, OTBETCTBEHHOE 32 apXWB, HA3HAYAETCS Ha STy JO/DKHOCTh M OCBOOOXKIAETCS
OT JOJKHOCTU IPUKA30M PEKTOpa.

Ha umeromuecs B apXuBe JODKHOCTH COTJIACHO LITATHOMY PACIMCAHHMIO COCTABIIS-
I0TCS JOJDKHOCTHBIE MHCTPYKUMM, B KOTOPEIX YKa3bIBAIOTCS BUABI paboT, Bo3aaraeMele Ha
pabOTHMKA apXuBa, €ro 0OS3aHHOCTH U MpaBa.

6. SAKJIIOYUTEJIBHBIE TIOJOXXEHU I

Hacrosmue I1pasuna paGoTsl apxuBa pa3paboTaHs! B cooTBeTcTBUM ¢ DenepanbHbIM
3akoHOM Poccuiickoit @enepauuu «O6 apxuBHOM zene B Poccuiickoit Oenepauum» ot 22

okta6pa 2004 r. Nel125-®P3, OCHOBHBIMU MIpaBUIAMU pa60"rr>1 apxXUBOB OpraHu3aiuii oT
6 despains 2002 1.

18



