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1. 06JiaCTb npHMeHeHHH 

ITpaBHJia 5IBJI5IIOTC5l HopMaTHBHO-MeTO.[(HqecKHM .[(OKyMeHTOM, 

oTpa)l(aiOII(HM .[(e5ITeJI:oHocT:o apxHBa <DCEOY BO MrMA MHH3.[(paBa PoccHH. 

,[:(oKyMeHTDI, o6pa3yiOII(HeC5l B .[(e5ITeJI:OHOCTH <jle.[(epaJI:OHOrO 

rocy.[(apcTBeHHoro 6IO.[()l(eTHoro o6pa3oBaTen:oHoro yqpe)l(.[(eHH5l B:OIClllero 

o6pa30BaHH5l «YbKeBCKa5l rocy.[(apCTBeHHa5l Me.[(HIJ;HHCKa5l aKa.[(eMH5I» 

MHHHCTepcTBa 3.[(paBooxpaHeHH5l PoccuifcKoli <De.[(epau;HH (.[(anee - AKa,[(eMH5I), 

HMeiOII(He HCTOpHqecKOe, HayqHoe, COIJ;HaJI:OHOe, 3KOHOMHqeCKOe, nOJIHTHqecKOe 

H Kyn:oTypHoe 3HaqeHHe, BKJIIOqaiOTC5l B cocTaB ApxHBHoro cpoH,[(a PoccHlicKoli 

<De.[(epau;HH H, KaK ero cocTaBJI5IIOII(eli - ApxHBHoro <jloH.[(a Y .[(MypTCKoli 

Pecny6rrHKH, 5IBJI5IIOTC5l rocy.[(apcTBeHHOH (MYHHIJ;Hnan:oHoli) co6cTBeHHOCT:OIO H 

nO,[(Jie)l(aT nOCT05IHHOMY xpaHeHHIO B T'ocy.[(apCTBeHHOM Ka3eHHOM yqpe)l(,[(eHHH 

«U:eHTpan:oH:oili rocy.[(apcTBeHHDIH apxHB Y .[(MypTCKoli Pecny6JIHKH» (.[(anee -

rKY «I.:(f A YP» ). 

AKa,[(eMH5l .[(O nepe.[(aqH .[(OKyMeHTOB ApxHBHoro <jloH.[(a Y .[(MypTcKoli 

Pecny6rrHKH, o6pa3oBaBlllHXC5l B cBoeli .[(e5ITerr:oHocTH, B T'KY «W A YP» 

OCyll(eCTBJI5leT HX BpeMeHHOe xpaHeHHe B TeqeHHe 3aKOHO.[(aTeJI:OHO 

ycTaHOBJieHH:OIX CpOKOB. 

ITo HCTeqeHHH 3aKoHo.[(aTeJI:oHo ycTaHOBJieHH:OIX cpoKoB AKa.[(eMH5I 

o6ecneqHBaeT cBoeBpeMeHHYIO nepe.[(aqy .[(oKyMeHTOB ApxHBHoro <jloH.[(a 

Y .[(MypTcKoli Pecny6JIHKH Ha nocT05IHHoe xpaHeHHe B T'KY «W A YP». B 

He06XO,[(HM:OIX crryqa5IX cpOKH BpeMeHHOrO xpaHeHH5l .[(OKyMeHTOB B apXHBe 

AKa.[(eMHH MoryT 6:on:o npo.[(JieH:oi no corrracoBaHHIO c Me)l(Be.[(OMCTBeHHOH 

3KcnepTHo-npoBepoqHoli MeTO.[(HqecKoli KOMHCCHeli KoMHTeTa no .[(eJiaM apxHBOB 

npH ITpaBHTerr:ocTBe Y .[(MYPTCKOH Pecny6rrHKH (.[(anee - 3ITMK KoMHTeTa no 

.[(eJiaM apXHBOB) B ycTaHOBJieHHOM nop5I.[(Ke. 

3a yTpaTy H HecaHKIJ;HOHHpoBaHHoe YHHqTo)l(eHHe, a TaK)l(e HapyllleHHe 

npaBHJI XpaHeHH5l, KOMnJieKTOBaHH5l, yqeTa H HCnOJI:030BaHH5l .[(OKyMeHTOB 

ApxHBHoro <jloH.[(a, .[(OKyMeHTOB no JIHqHoMy cocTaBy, HayqHo­

Hccrre.[(OBaTen:ocKoli .[(OKyMeHTaiJ;HH .[(OJI)l(HOCTH:Oie JIHIJ;a HeCyT OTBeTCTBeHHOCT:O B 

cooTBeTCTBHH co cTaT:oeli 27 rrraB:oi 7 <De.[(epan:oHoro 3aKoHa P<D "06 apxHBHOM 

.[(erre B PoccHHCKOH <De.[(epau;HH", a TaK)l(e cTaT:oeli 13.20. Ko.[(eKca P<D o6 

a,[(MHHHCTpaTHBH:OIX npaBOHapyllleHH5IX. 
AKa,[(eMH5l o6ecneqHBaeT <jlHHaHCOBDie, MaTepHan:oHo-TeXHHqecKHe H HH:Oie 

ycJIOBH5l, He06XO.[(HM:Oie .[(JI5l KOMnJieKTOBaHH5l, xpaHeHH5l, yq(ha H HCnOJI:030BaHH5l 

apXHBH:OIX .[(OKyMeHTOB, npe.[(OCTaBJI5leT nOMell(eHH5l, OTBeqaiOII(He HOpMaTHBHDIM 

Tpe6oBaHH5IM xpaHeHH5l apXHBH:OIX .[(OKyMeHTOB H YCJIOBH5IM Tpy.[(a pa60THHKOB 

apXHBa, He06XO.[(HMOe o6opy.[(OBaHHe, nepBHqH:Oie cpe.[(CTBa xpaHeHH5l H T.,[(. 

2. HopMaTHBHbie ccbiJIKH 

HacT05lll(He OcHOBH:Oie npaBHJia pa6oTDI apxHBa <DT'EOY BO MrMA 
MHH3.[(paBa PoccHH (.[(anee- ITpaBHrra) cocTaBJieH:oi Ha ocHoBaHHH <De.[(epan:oHoro 

3aKoHa oT 22 OKT5!6p5I 2004 ro.[(a .NQ 125-<D3 «06 apxHBHOM .[(erre B PoccHHCKoif 

<De.[(epau;HH»; ITpaBHJI opraHH3aiJ;HH xpaHeHH5l, KOMnJieKTOBaHH5l, yqeTa H 

Hcnorr:o3oBaHH5l .[(OKyMeHTOB apxHBHoro <jloH.[(a PoccHlicKoli <De.[(epau;HH H .[(pyrHx 
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apXHBHhiX ,ll;OKyMeHTOB B opraHaX rocy.n;apCTBeHHOM BJiaCTH, opraHaX MeCTHOrO 
caMoyiTpaBJieHH51 H opraHH3aU:H5IX, YTBep)l{.n;eHHI>IX ITpHKa30M MHHHCTepcTBa 
KYJII>TYPI>I PoccwlicKoli <I>e.n;epau:ww OT 31 MapTa 2015 ro.n;a .M~ 526. 

3. 3KcnepTH3a QeHHOCTH ~OKyMeHTOB 
OpraHH3au:mo H BhiiiOJIHeHwe MeTo.n;wqecKoli w ITpaKTwqecKoli pa6oTI>I ITO 

3KCITepTH3e [(eHHOCTH )l;OKyMeHTOB, ITO,ll;rOTOBKe K ITepe.n;aqe Ha ITOCT05IHHOe 
xpaHeHwe .n;oKyMeHTOB ApxHBHoro <PoH.n;a PoccwlicKoli <I>e.n;epau:ww w, KaK ero 
cocTaBJI5IIOI.I.l;eli - ApxHBHoro <l_}oH.n;a Y .n;MypTcKoli PeciTy6JIHKH, o6pa3oBaBIIIHXC51 
B xo.n;e .n;e51TeJII>HOCTH AKa.n;eMHH ocyi.I.l;eCTBJI5IeT 3KciTepTHa51 KOMHCCH51 
(.n;arree-3K) <l_)e.n;eparri>Horo rocy.n;apcTBeHHoro 6IO.n;)l{eTHoro o6pa3oBaTeJII>Horo 
yqpe)l{)l;eHH51 BDICIIIero o6pa30BaHH51 «YbKeBCKa51 rocy.n;apCTBeHHa51 Me)l;H[(HHCKa51 
aKa.n;eMH51» MHHHCTepcTBa 3.n;paBooxpaHeHH51 PoccwlicKoli <I>e.n;epau:ww. 

3K 51BJI51eTC51 coBei.I.l;aTeJII>HI>IM opraHOM ITPH peKTope AKa.n;eMHH, co3.n;aeTc51 
ITpHKa30M peKTOpa H )l;eMCTByeT Ha OCHOBaHHH I10JIO)KeHH51 06 3KCITepTHOM 
KOMHCCHH AKa.n;eMHH, yTBep)l{.n;eHHoro 25 .n;eKa6p51 2019 ro.n;a. 

4. KoMnJieKTOBauue apxuBa AKa~eMuu 
KoMITJieKTOBaHwe apxwBa AKa.n;eMHH ocyi.I.l;eCTBJI51eTc51 ITyTeM 

cwcTeMaTwqecKoro ITOITOJIHeHH51 apxwBa .n;oKyMeHTaMH CTPYKTYPHDIX 
ITo.n;pa3.n;erreHHM AKa.n;eMHH. 

KoMITJieKTOBaHwe apxwBa BKJIIOqaeT B ce651 crre.n;yiOI.I.l;He 3TaiTDI pa6oTI>I: 
OITpe.n;eJieHHe HCTOqHHKOB KOMITJieKTOBaHH51 apXHBa; 
OITpe.n;eJieHHe COCTaBa )l;OKyMeHTOB, ITO)l;Jie)l{ai.I.l;HX ITpHeMy B apXHB; 
opraHH3a[(H51 ITepe.n;aqH )l;OKyMeHTOB B apXHB. 
KoMITJieKTOBaHwe apxwBa AKa.n;eMHH ocyi.I.l;eCTBJI51eTc51 Ha ocHoBaHHH 

CBo.n;Holi HOMeHKJiaTypoi .n;err AKa.n;eMHH, ITPHKa3a PocapxwBa oT 20 .n;eKa6p51 20 19 
ro.n;a N~ 23 6 «06 YTBep)l{.n;eHHH I1epeqH5J: THITOBDIX yiTpaBJieHqecKHX apxHBHI>IX 
)l;OKyMeHTOB, o6pa3yiOI.I.l;HXC51 B ITpou:ecce )l;e51TeJihHOCTH rocy.n;apCTBeHHhiX 
opraHOB, opraHOB MeCTHoro caMoyiTpaBJieHH51 H opraHH3aU:HM, c yKa3aHHeM cpoKa 

HX xpaHeHH51». 
ITpw ITpHeMe .n;err B apxHB, .n;erra ITO)l;Jie)KaT ITOJIHOMY HJIH qacTwqHoMy 

o<l_>opMrreHHIO. O<l_)opMrreHwe .n;erra o6eciTeqwBaeT crpyKTypHoe ITo.n;pa3.n;erreHHe, 

KOTopoe ITepe.n;aeT .n;erra B apxwB. 
IJOJIHOMY o<l_)opMJieHHIO ITO)l;Jie)l{aT .n;erra ITOCT05IHHOrO, BpeMeHHOrO ( CBhiiiie 

1 0 JieT) xpaHeHH51 H ITO JIHqHOMY COCTaBy. 
ITorrHoe o<l_)opMJieHwe .n;err ITpe.n;ycMaTpHBaeT: 
ITO)l;IIIHBKY HJIH ITepeiTJieT .n;erra; 
HyMepa[(HIO JIHCTOB .n;erra; 
COCTaBJieHHe JIHCTa-3aBepHTeJI5I; 
COCTaBJieHHe, B He06XO)l;HMDIX crryqa5IX, BHyTpeHHeM OITHCH ,ll;OKyMeHTOB; 
BHeCeHHe He06XO)l;HMhiX yToqHeHHM B peKBH3HThl 06JIO)I{KH )l;eJia 

(yToqHeHHe Ha3BaHH51 opraHH3a[(HH, perHCTpa[(HOHHOrO HH)l;eKCa .n;eJia, KpaMHHX 

.n;aT .n;erra, 3arorroBKa .n;erra). 
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,l.J;oKyMeHTbi, COCTaBJHIIOI.U:He )J;eJia, nO)J;IIIHBaiOTC51 Ha 4 npOKOJia B TBep,ll;YIQ 

06JimKKY H3 KapTOHa HJIH nepenJieTaiOTC51 C yqeTOM B03MO)KHOCTH CB060)J;HOrO 

qTeHH51 TeKCTa BCeX )J;OKyMeHTOB, )];aT, BH3 H pe30JIIOIJ;HH Ha HHX. llpH nO.[l;rOTOBKe 

)J;eJI K nO)J;IIIHBKe (nepenJieTy) MeTaJIJIHqeCKHe CKpenneHH51 (6yJiaBKH, CKpenKH) H3 

)J;OKyMeHTOB y.ll;aJI51IOTC51. 

llpH HaJIHqHH B .[l;eJie HeBOCTpe6oBaHHbiX JIHqHbiX )J;OKyMeHTOB 

(y.ll;OCTOBepeHHH JIHqHOCTH, Tpy.ll;OBbiX KHH)KeK, BOeHHbiX 6HJieTOB) 3TH 

)J;OKyMeHT1I BKJia)J;1IBaiOTC51 B KOHBepT, KOTOp1IH nO)J;IIIIIBaeTC51 B .[l;eJIO. llpH 

HaJIHqHH 60JibiiiOrO KOJIHqecTBa TaKHX )J;OKyMeHTOB nOCJie)J;HHe H3biMaiOTC51 H3 

)J;eJI H Ha HHX COCTaBJI51eTC51 OT)J;eJihHa51 OnHCb. 

B KOHIJ;e Ka)K)J;OrO )J;eJia nO)J;IIIHBaeTC51 qfiCTbiH 6naHK JIHCTa-3aBepHTeJI51, a B 

Haqane )J;eJia (.ll;JI51 yqeTa OC060 QeHHbiX )J;OKyMeHTOB) - 6JiaHK BHyTpeHHeH onHCH 

)J;OKyMeHTOB )J;eJia. 

B u;eJI51X o6ecneqeHH51 coxpaHHOCTH w 3aKpenneHH51 nop51.ll;Ka 

pacnOJIO)KeHH51 )J;OKyMeHTOB, BKJIIOqeHHbiX B )J;eJIO, BCe JIHCTbi 3TOrO )J;eJia (KpOMe 

JIHCTa-3aBepHTeJI51 H BHyTpeHHeH OnHCH) HyMepyiOTC51 apa6CKHMH IJ;H<ppaMH 

BaJIOBOH HyMepau;HeH B npaBOM BepxHeM yrny JIHCTa npOCTbiM KapaH)J;aiiiOM HJIH 

HyMepaTOpOM. JlHCTbi BHyTpeHHeH OnHCH )J;OKyMeHTOB )J;eJia HyMepYIQTC51 

OT)J;eJihHO. 

JlHCTbl )J;eJI, COCT051I.U:HX H3 HeCKOJibKHX TOMOB HJIH qacTeH, HyMepyiOTC51 no 

Ka)K)J;OMY TOMY HJIH no Ka)K)J;OH qacTH OT)J;eJibHO. 

JlHCT C Harnyxo HaKJieeHHbiMH )J;OKyMeHTaMH ( cpOTOrpacpH51MH, Bbipe3KaMH, 

BbiTIHCKaMH H T.n.) HyMepyeTC51 KaK O)J;HH JIHCT. EcJIH K )J;OKyMeHTY nO)J;KJieeHbl 

O)J;HHM KpaeM .ll;pyrwe )J;OKyMeHTbl (BCTaBKH TeKCTa, nepeBO)J;bl, Bbipe3KH H T.n.), TO 

Ka)K)J;biH )J;OKyMeHT HyMepyeTC51 OT)J;eJibHO. 

ilO)J;IIIHTbie B )J;eJIO KOHBepTbl C BJIO)KeHH51MH HyMepyiOTC5I; npH 3TOM 

BHaqane HyMepyeTC51 CaM KOHBepT, a 3aTeM oqepe,ll;HbiM HOMepOM Ka)K)J;Oe 

BJIO)KeHHe B KOHBepTe. 

B cnyqa51x o6Hapy)KeHH51 6onoiiioro qwcna oiiiw6oK B HyMepau;ww JIHCTOB 

)J;eJia npOBO)J;HTC51 HX nepeHyMepaiJ;H51. llpH nepeHyMepaiJ;HH JIHCTOB CTapoie 

HOMepa 3aqepKHBaiOTC51 H p51,ll;OM CTaBHTC51 HOBbiH HOMep JIHCTa; B KOHIJ;e )J;eJia 

COCTaBmieTC51 HOBbiH JIHCT-3aBepHTeJih, npH 3TOM CTapoiH JIHCT-3aBepHTeJib 

3aqepKHBaeTC51, HO coxpaH51eTC51 B )J;ene. 

JlHCT-3aBepHTeJib COCTaBJI51eTC51 B )J;eJie Ha OT)J;eJibHOM JIHCTe, B KHHrax - Ha 

o6opOTHOH CTOpOHe nOCJie)J;Hero qfiCTOrO JIHCTa, B KapTOTeKaX - Ha OT)J;eJibHOM 

qHCTOM JIHCTe cpOpMaTa KapToqKH. 

JiwcT-3aBepwTeJio .[l;ena cocTaBJI51eTC51 no YTBep)K,ll;eHHOH B HHcTpyKIJ;HH no 

)J;enonpoH3BO.ll;CTBY AKa)J;eMHH <}lopMe, B KOTopoH: YKa3oiBaiOTC51 u;w<}lpaMH H 

nponHCbiO KOJIHqecTBO npoHyMepoBaHHbiX JIHCTOB )J;eJia, KOJIHqeCTBO JIHCTOB 

BHyTpeHHeH OnHCH, oroBapHBaiOTC51 OC06eHHOCTH HyMepaiJ;HH HOMepOB )J;eJia 

(HaJIHqHe JIHTepHbiX HOMepOB )J;eJia, nponyi.U:eHHbiX HOMepoB, HOMepoB JIHCTOB C 

HaKJieeHHbiMH cpOTOrpacpH51MH, HOMepOB KpynHOcpOpMaTHbiX JIHCTOB, KOHBepTOB C 

BJIO)KeHH51MH H KOJIHqeCTBO BJIO)KeHHbiX B HHX JIHCTOB ), a TaK)Ke YKa3biBaeTC51 

HaJIHqHe B )J;eJie THnorpa<}JCKHX 3K3eMnJI51pOB 6pOIIIIOp C KOJIHqeCTBOM JIHCTOB B 

HHX, eCJIH OHH He 6oiJIH OTMeqeHbi B 06I.U:eH BaJIOBOH HyMepaiJ;HH B )J;eJie. 
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1IHcT-3aBepHTenb .n:ena no,n:nHCbiBaeTC.H ero cocTaBHTeneM. Bee 

nocne,n:yrorn:He H3MeHeHH.H B COCTaBe H COCTO.HHHH ,n:ena (noBpe)l(.[(eHH.H, 3aMeHa 

no,n:nHHHbiX .[(OKyMeHTOB) OTMeqaiOTC.H B nHCTe-3aBepHTene CO CCbiJIKOH Ha 

COOTBeTCTB)'IOIUHH aKT. 

3anpemaeTC.H BbiHOCHTb nHCT-3aBepHTenb Ha o6nO)I(KY ,n:ena HnH qlfCTbiH 

o6opoT nHcTa nocne,n:Hero ,n:oKyMeHTa. EcnH .n:eno no,n:IIIHTO HnH nepenneTeHo 6e3 

6naHKa nHCTa-3aBepHTen.H, OH HaKneHBaeTC.H 3a BepXHIOIO qaCTb nHCTa Ha 

BHyTpeHHeH CTOpOHe o6no:>KKI1 ,n:ena. 

BHyTpeHH.H.H OnHCb COCTaBn.HeTC.H Ha OT,[(enhHOM nHCTe, B KOTOpOH 

CO,n:ep)l(aTC.H CBe.[(eHH.H 0 nop.H.[(KOBbiX HOMepax .[(OKyMeHTOB ,n:ena, HX HH.[(eKCaX, 

,n:aTaX, 3aronOBKaX H HOMepax nHCTOB ,n:ena. K BHyTpeHHeH OnHCH COCTaBn.HeTC.H 

HTOrOBa.H 3anHCb, B KOTOpOH YKa3biBaiOTC.H ~H<}:>paMH H nponHCbiO KOnHqecTBO 

BKniOqeHHbiX B Hee .[(OKyMeHTOB H KOnHqeCTBO nHCTOB BHyTpeHHeH OnHCH. 

BHyTpeHH.H.H onHch no,n:nHcbmaeTC.H ee cocTaBHTeneM. EcnH .n:eno 

nepenneTeHO HnH nO.[(IIIHTO 6e3 6naHKa BHyTpeHHeH OnHCH .[(OKyMeHTOB, TO 

COCTaBneHHa.H no ycTaHOBneHHOH <}:>opMe OnHCb nO,[(KneHBaeTC.H K BHyTpeHHeH 

CTOpOHe nH~eBOH o6nO)I(KH ,n:ena. 

l13MeHeHH.H COCTaBa .[(OKyMeHTOB ,n:ena (H3'b.HTH.H, BKniOqeHH.H .[(OKyMeHTOB, 

3aMeHa HX KOnH.HMH H T.,n:.) OTpa)l(aiOTC.H B rpa<}:>e «llpHMeqaHH.H» CO CCbiJIKaMH Ha 

COOTBeTCTB)'IOIUHe aKTbl. llpH He06XO.[(HMOCTH COCTaBn.HeTC.H HOBa.H HTOrOBa.H 

3anHCb K BHyTpeHHeH OnHCH H 3aBepHTenbHa.H Ha.[(nHCb ,n:ena. 

llpH H3MeHeHHH HaHMeHoBaHH.H opraHH3a~HH ( cTpyKTypHoro 

no,n:pa3,n:eneHH.H) B TeqeHHe nepHo,n:a, oxBaTbiBaeMoro ,n:oKyMeHTaMH .n:ena, Ha 

o6no)I(Ke .n:ena yKa3biBaeTC.H HOBoe HaHMeHoBaHHe :no:H: opraHH3a~HH, a npe)I(Hee 

HaHMeHoBaHHe opraHH3a~HH ( cTpyKTypHoro no,n:pa3,n:eneHH.H) 3aKJIIOqaeTC.H B 

CK06KH. 

3aronOBOK ,n:ena Ha o6nO)I(Ke ,n:en nepeHOCHTC.H H3 HOMeHKnaTypbi ,n:en 

AKa,n:eMHH. 

B TeX cnyqa.HX, KOr.[(a ,n:eno COCTOHT H3 HeCKOnbKHX TO MOB ( qacTeH ), Ha 

o6nO)I(KY Ka)I(,[(OrO TOM a ( qacTH) BbiHOCHTC.H 06IUHH 3aronOBOK ,n:ena H 3aronOBOK 

Ka)I(,[(OrO TOMa (qaCTH). 

Ha o6no)I(Ke .n:ena yKa3biBaiOTC.H apa6cKHMH ~H<}:>paMH KpaH:HHe ,n:aThi .n:ena -

ro,n:(bl) 3aBe,n:eHH.H H OKOHqaHH.H ,n:ena. 

Kpa:H:HHMH ,n:aTaMH nHqHoro .n:ena .HBn.HIOTC.H ,n:aThi no,n:nHcaHH.H npHKa3a o 

npHeMe H YBOnbHeHHH nH~a, Ha KOTOpoe :no ,n:eno 3aBe,n:eHO. 

,z::(n.H o6ecneqeHH.H KOMnneKTOBaHH.H apXHBa B opraHH3a~HH Ha BCe 

3aBepiiieHHbie B ,n:enonpOH3BO.[(CTBe ,n:ena nOCTO.HHHOrO, BpeMeHHOrO ( CBbiiiie 10 
neT) xpaHeHH.H H no nHqHoMy COCTaBy, npoiiie.[(IIIHe 3KCnepTH3Y ~eHHOCTH, 

COCTaBn.HIOTC.H apXHBHbie OnHCH. 

ApxHBHa.H onHCb (.n:arree onHCb) npe,n:cTaBn.HeT co6o:H: apxHBHhiH 

cnpaBoqHHK, co,n:ep)l(aiUHH CHCTeMaTH3HpOBaHHbiH nepeqeHb e,[(HHH~ xpaHeHH.H 

apXHBHOrO <}:>OH.[(a, KOnneK~HH H npe.[(Ha3HaqeHHbiH .[(n.H HX yqeTa H pacKpbiTH.H 

co.n:ep)l(aHH.H. 

OnHcH cocTaBn.HIOTC.H oT,n:enhHO: Ha .n:ena nocTO.HHHoro xpaHeHH.H; .n:ena 

BpeMeHHoro ( CBhiiiie 10 neT) xpaHeHH.H; .n:ena no nHqHoMy cocTaBy; .n:ena, 
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COCTO.HI.I1;Fie H3 .l(OKyMeHTOB, xapaKTepHbiX TOilbKO .l(il.H ,n;aHHOM opraHH3aii;HH 
(cy.n;e6HI>Ie, cne.n;cTBeHHhle .n;ena, HaytiHI>Ie oTqeTbl no TeMaM H T.n.). 

OT.n;eni>Ha.H onHcb npe.n;cTaBn.HeT co6o:ll nepeqeHb .n;en c caMOCTO.HTeni>HOM 
BaiTOBOM(nop.H.l(KOBOM)HyMepau;HeM. 

ro,n;OBOM pa3,n;en CBO.l(HOM OnHCH ,n;en COCTaBn.HeTC.H B 4-X 3K3eMnn.Hpax. 
,[(ena nocTo.HHHoro H .n;onroBpeMeHHoro xpaHeHH.H, BKmoqa.H .n;oKyMeHTI>I no 

nwiHOMY cocTaBy, nepe.n;aiOTC.H B apxHB AKa,n;eMHH He no3,n;Hee qeM qepe3 TPH 
ro.n;a nocne HX 3aBeprneHH.H B .n;enonpoH3BO.IJ:CTBe. 

Ilepe.n;aqa .n;en B apxHB AKa,n;eMHH ocy:r.u;ecTBn.HeTC.H no e)l(ero.n;HoMy rpaqmKy, 
cocTaBneHHOMY apxHBOM, cornacoBaHHOMY c pyKoBO.IJ:HTen.HMH CTPYKTYPHI>IX 
no.n;pa3.n;eneHHM, nepe.n;aiO:r.u;Hx .n;oKyMeHTbi B apxHB, H yTBep)l(,n;eHHOMY peKTopoM. 

B nepHo.n; no.n;roTOBKH .n;en CTPYKTYPHI>IM no.n;pa3.n;eneHHeM K nepe.n;aqe B 
apxHB AKa,n;eMHH COTPY.IJ:HHKOM apxHBa npe.n;BapHTeni>Ho npoBep.HeTC.H 
npaBHilbHOCTb HX <}_lopMHpOBaHH.H, ocpopMneHH.H H COOTBeTCTBHe KOIT~eCTBa ,n;en, 
BKniOqeHHbiX B OnHCb, KOITHqecTBY ,n;en, 3aBe.l(eHHbiX B COOTBeTCTBHH C 
HOMeHKnaTypo:ll .n;en opraHH3aii;HH. Bee Bbi.HBneHHI>Ie npH npoBepKe He.n;ocTaTKH B 
cpopMHpoBaHHH H o<}lopMneHHH .n;en pa6oTHHKH CTPYKTypHoro no.n;pa3.n;eneHH.H 
o6.H3aHbl ycTpaHHTb. IlpH 06Hapy:>KeHHH OTCYTCTBH.H ,n;en COCTaBn.HeTC.H 
COOTBeTCTBYIO:I.II;a.H cnpaBKa. 

IJpHeM Ka)l(,l(OrO ,n;ena npOH3BO.l(HTC.H apXHBapHyCOM B npHCYTCTBHH 
pa6oTHHKa CTPYKTypHoro no.n;pa3.n;eneHH.H. IlpH 3TOM Ha o6oHx 3K3eMnn.Hpax 
OnHCH npOTHB Ka)l(,l(OrO ,n;ena, BKITIOqeHHOrO B Hee, ,n;enaeTC.H OTMeTKa 0 HanHqHH 
.n;ena. B KOHU:e Ka)l(.n;oro 3K3eMnn.Hpa onHcH YKa3I>IBaiOTC.H U:H<}lpaMH H nponHCbiO 
KOnHqecTBO <}laKTHqecKH npHH.HTbiX B apxHB .n;en, HOMepa OTCYTCTBYIO:I.II;HX .n;en, 
.n;aTa npHeMa-nepe.n;aqH .n;en, a TaK)I(e no.n;nHCH apxHBapHyca H nHu;a, nepe.n;aBrnero 

.n;ena. 
IJpH npHeMe OC060 II;eHHbiX ,n;en npOBep.HeTC.H KOnHqecTBO ITHCTOB B ,n;enax. 
,[(ena, YB.H3aHHble B CB.H3KH, .n;ocTaBn.HIOTC.H B apxHB AKa,n;eMHH COTPY.IJ:HHKaMH 

CTPYKTYPHI>IX no.n;pa3.n;eneHHM. 

5. 06ecneqenHe coxpauuocTH ,LJ;OI\:yMeHTOB apxHBa AKa,LJ;eMHH 
ApxHB AKa,n;eMHH pa3Me:r.u;eH B a,n;MHHHCTpaTHBHOM 3.l(aHHH AKa.n;eMHH 

(TeopeTHqecKHM Kopnyc ). 
C u;eni>IO HaH6onr,rne:ll coxpaHHOCTH .n;oKyMeHTOB B apxHBe AKa,n;eMHH 

3anpe:r.u;eHO HCnOITb30BaHHe OrH.H, HarpeBaTeiTbHbiX npH60pOB, pa3Me:I.II;eHHe 

nOCTOpOHHHX o6oeKTOB. 
OT.n;enKy noMe:r.u;eHHM xpaHHnH:r.u; npoBO.IJ:.HT c Hcnoni>3oBaHHeM 

HearpeCCHBHbiX, HenbiiT.H:I.II;HXC.H MaTepHanOB, a B CHCTeMaX H cpe,n;CTBaX 
nO)I(apoTyiiieHH.H npHMeH.HIOT HeMTpaiTbHble, 6e3onaCHble .l(il.H .l(OKyMeHTOB 

Be:r.u;ecTBa. 
,[(oKyMeHTbl .l(Oil)I(Hbl xpaHHTbC.H B ycnOBH.HX, o6ecneqHBaiO:I.II;HX HX 3a:I.II;HTY 

OT noBpe)l(,l(eHHM, Bpe,n;HbiX B03.l(eMCTBHM OKpy)l(aiO:r.u;e:ll cpe,n;bl H HCKmOqaiO:I.II;HX 

yTpaTy .l(OKyMeHTOB. 
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ITocT051HHoe xpaHeHIIe .n;oKyMeHTOB .n;omKHO ocyi.IJ;ecTBJI51TbC51 B TeMHOTe. 

Bee BH)J;bi pa6oT c .n;oKyMeHTaMH .n;omKHbi npoBO)J;HTbC51 npH orpaHHqeHHbiX HJIH 

TeXHOJIOrHqecKH He06XO)J;HMbiX ypOBH5IX OCBei.IJ;eHH51. 

B noMei.IJ;eHH51X xpaHHJIHI.IJ;, o6opy.n;oBaHHhiX CHCTeMaMH 

KOH)J;IIU:HOHHpOBaHH:51 B03,n;yxa, )J;OJDI<eH nOMep)I(HBaTbC51 OnTHMaJibHbiM 

TeMnepaTypHO-BJia)I(HOCTHbiM pe)I(IIM, yqHTbiBaiOI.IJ;HM cnen:m]mKy BH)J;OB 

.n;oKyMeHTOB: )J;JI51 6yMa)I(HbiX .n;oKyMeHTOB - TeMnepaTypa 17-19 rpa.n;. C, 
OTHOCHTeJibHa51 BJia)I(HOCTb B03,n;yxa 50-55%; )J;JI51 nJieHOqHbiX MaTepHaJIOB -

qepHo-6eJibiX (15 rpa.n;. C H 40- 55%) H U:BeTHbiX (2- 5 rpa.n;. C H 40- 55%); )J;JI51 

)J;OKyMeHTOB Ha MarHHTHbiX JieHTaX H )J;HCKOBbiX HOCHTeJI51X - 15-20 rpa.n;. C H 

50-65%. Pe3KHe Kone6aHH51 TeMnepaTypbi II BJia)I(HOCTH B xpaHHJIHI.IJ;ax He 

.n;onycKaiOTC51. TeMnepaTypHo-BJia)I(HOCTHbiM pe)I(HM B xpaHHJIHI.IJ;ax 

KOHTp01IHpyeTC51 nyTeM peryJI51pHOrO H3MepeHII51 napaMeTpOB B03)J;yxa: B 

KOH)J;HU:HOHHpyeMbiX noMei.IJ;eHH51X - O)J;HH pa3 B He)J;eJIIO, B nOMei.IJ;eHH51X C 

HeperynwpyeMbiM KJIHMaTOM - )J;Ba pa3a B He)J;eJIIO, npii HapyrneHH51X pe)I(HMa 

xpaHeHH51 - e)l(e)J;HeBHO. 

KoHTpOJihHO-H3MepHTeJibHbie npH6opbi (TepMoMeTpbi, ncHxpoMeTpbi, 

rHrpOMeTpbl) pa3Mei.IJ;aiOT B rJiaBHOM npoxo.n;e Ha CTeJIJia)l(e, B)J;aJIH OT 

OTOnHTeJibHbiX H BeHTHJI51U:IIOHHbiX CHCTeM. I10Ka3aHH51 npH60pOB <jlHKCHpyiOTC51 

B perHCTpaU:IIOHHOM )l(ypHaJie. 

f1oMei.IJ;eHH:51 apXHBa )J;OJI)I(Hbl CO)J;ep)l(aTbC51 B qlfCTOTe, B YCJIOBH51X, 

HCKJIIOqaiOI.IJ;HX B03MO)I(HOCTb n051BJieHH51 nJieCeHH, HaCeKOMbiX, rpbi3YHOB, nhiJIH. 

B noMei.IJ;eHH51X xpaHHJIIII.IJ; .n;oJI)I(Ha 6hiTb o6ecneqeHa cBo6o.n;Ha51 

U:HPKYJI51U:H51 B03,n;yxa, HCKJIIOqaiOI.IJ;a51 o6pa30BaHHe HenpoBeTpHBaeMbiX 30H, 

onaCHbiX B CaHHTapH0-6HOJIOrHqeCKOM OTHOllieHHH. 

0TKpbiBaiOI.IJ;HeC51 B TenJIOe BpeM51 ro.n;a OKHa, a TaK)I(e BeHTHJI51U:HOHHbie 

OTBepCTH51 B CTeHaX, nOTOJIKaX, noJiaX xpaHHJIHI.IJ; H Hapy)I(Hble OTBepCTH:51 

BeHTHJI51U:HOHHbiX CHCTeM CJie,n;yeT 3ai.IJ;HI.IJ;aTb CeTKaMH C )J;HaMeTpOM }[qeeK He 

6onee 0,5 MM. 

B noMei.IJ;eHH:5IX xpaHIIJIHI.IJ; 3anpei.IJ;aeTc51 npe6biBaHHe B BepxHeli o.n;e)l(.n;e, 

MOKpOH II rp513HOM o6yBH, XpaHeHHe H HCnOJib30BaHHe nHI.IJ;eBbiX npo,n;yKTOB, 

KypeHHe. 

B noMei.IJ;eHH51X xpaHHJIHI.IJ; He06XO)J;HMO npOBO)J;HTb CHCTeMaTHqeCKYJO 

BJia)I(HYIO y6opKy. He pe)l(e o.n;Horo pa3a B ro.n; npoBO)J;HTC51 o6ecnbiJIHBaHHe 

CTeJIJia)l(eM, liiKa<i_)oB, cpe,n;CTB xpaHeHH5I; nOJibi, nJIHHTYChl, no,n;OKOHHHKH, 

U:OKOJibHbie qacTH CTeJIJia)l(eM o6pa6aThiBaiOTC51 BO)J;HbiMH paCTBOpaMH 

aHTHcenTHKOB (2%-HhiM <i_)opMaJIHH, 5o/o-HhiM KaTaMHH AE H T.n.). 

,[(Ba pa3a B ro.n; (B Haqane H no OKOHqaHHII OTOnHTeJibHOrO Ce30Ha) 

)J;OKyMeHTbl (Bbi6opoqHo) H nOMei.IJ;eHH51 xpaHHJIHI.IJ; no,n;BepraiOT o6cJie)J;OBaHHIO 

)J;JI51 CBOeBpeMeHHOrO 06Hapy)l(eHH51 HaCeKOMbiX H nJieCHeBbiX rpH60B. 

ITpH o6Hapy)l(eHHH 6HonorHqecKHX Bpe,n;HTeneli npHHHMaiOT cpoqHbie Mepbi 

no )J;e3HH<i_)eKU:HH H ,n;e3HHCeKU:HH noMei.IJ;eHHM CHJiaMH apXHBa, 

CaH3nH)J;eMCTaHU:HH HJIH KapaHTHHHOM CJiy)l(6bi. 

ITpH npoBe.n;eHHH y6opoK HJIH caHHTapHbiX o6pa6oTOK Bo.n;a H 

aHTHCenTHqeCKHe paCTBOpbi He )J;OJI)I(Hbl nona,n;aTb Ha )J;OKyMeHTbl. 
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)J;oKyMeHTbi B xpamumll.I,ax pa3Mell.I,aiOTC51 B rrop51,n;Ke, o6ecrre"LIJIBaiOIII,eM IIX 

KOMIIJieKCHOe 

orrepaTIIBHbiH 

xpaHeHIIe B COOTBeTCTBIIII C y"LieTHhlMII ,IJ;OKyMeHTaMII II 

IIOIICK. XpaHIIJIIIIII,a o6opy,n;yiOTC51 cTal(IIOHapHbiMII IIJIII 

rrepe.IJ;BII)I(HbiMII MeTaJIJIII"LJeCKIIMII CTeJIJia)l(aMII, B Ka"LieCTBe BCIIOMOraTeJibHbiX 

cpe,IJ;CTB XpaHeHII51 IIp1IMeH5110T MeTaJIJIII"LJeCKIIe IIIKacpbi, CeHcpbi, IIIKacpbi­

CTeJIJia)I(II II T .rr. CTenna)I(II II oTKpbiThie cpe.n;cTBa xpaHeHII51 ycTaHaBJIIIBaiOT 

rreprreH,IJ;IIKYJI51pHO CTeHaM C OKOHHbiMII rrpoeMaMII, a B IIOMell.I,eHII51X 6e3 OKOH - C 

y-qeToM oco6eHHOCTeli rroMell.I,eHIIH II o6opy,n;oBaHII51. He .n;orrycKaeTC51 

pa3Mell.I,eHIIe cpe,n;CTB xpaHeHII51 BIIJIOTHYIO K Hapy)I(HbiM CTeHaM 3,IJ;aHII51 II K 

IICTO"LJHIIKaM Terrna. 

PaccTaHOBKa cpe,n;cTB xpaHeHII51 ocyll.I,eCTBJI5IeTc51 B cooTBeTCTBIIII c 

HOpMaMII: 

paccT051HIIe Me)l(,n;y p51,n;aMII cTenna)l(eH (rnaBHbiH rrpoxo.n;)- 120 eM; 

paccT051HIIe (rrpoxo.n;) Me)l(,n;y cTenna)l(aMII- 75 eM; 

paCCT051HIIe Me)I(,IJ;y Hapy)I(HOH CTeHOH 3,IJ;aHl151 II CTeJIJia)l(aMII, 

rrapannenbHbiMII cTeHe, - 7 5 eM; 

paCCT051HIIe Me)I(,IJ;y CTeHOH II TOpl(OM CTeJIJia)l(a IIJIII IIIKacpa ( o6xo,n;) - 45 

paCCT051HIIe Me)I(,IJ;y IIOJIOM II HII)I(Hell IIOJIKOH CTeJIJia)l(a (IIIKacpa) - He MeHee 

15 CM, B l(OKOJibHbiX :na)l(aX - He MeHee 3 0 CM. 

)J;oKyMeHTbl pa3Mell.I,aiOT Ha CTeJIJia)l(aX, B IIIKacpax C IICIIOJib30BaHIIeM 

rrepBII"LJHbiX 3all.I,IITHbiX cpe,n;CTB xpaHeHII51 ( KOp060K, rraiiOK, CIIel(IIaJibHbiX 

cpyTJI51pOB, IIaKeTOB II T .II.) B COOTBeTCTBIIII C BII,IJ;aMII, cpOpMaTOM II ,n;pyriiMII 

BHeiiiHIIMII OC06eHHOCT51MII ,IJ;OKyMeHTOB: 

6. flopH)J,OK Bhi)J,3lJH )J,eJI H3 xpaHHJIHIIJ, 

)J;ena Bbi.IJ;aiOTC51 II3 xpaHIIJIIIIII, : 

.IJ;JI51 IICIIOJib30BaHII51 pa6oTHIIKaMII AKa,n;eMIIII; 

,IJ;JI51 IIpOBe,IJ;eHII51 apXIIBHbiX pa60T C ,IJ;OKyMeHTaMII; 

,IJ;JI51 rrpoBe,n;eHII51 CTpaXOBOfO KOII1IpOBaHII51 II CIIel(IIaJibHOH o6pa60TKII 

,IJ;OKyMeHTOB C l(eJibiO yny-qiiieHII51 cp1I31I"LJeCKOfO COCT051HII51 ,IJ;OKyMeHTOB. 

)J;erra Bbi,IJ;aiOTC51 BO BpeMeHHOe IIOJib30BaHIIe II3 xpaHIIJIIIIII, Ha CpOK, He 

rrpeBbiiiiaiOIII,IIli: 

1 MeC51l( ,IJ;JI51 IICIIOJib30BaHII51 pa60THIIKaMII opraHII3al(IIII; 

6 MeC51l(eB ,IJ;JI51 3KCIIOH1IpOBaHII51 ,IJ;OKyMeHTOB. 

OpraHaM cy.n;a II rrpoKypaTyphi .n;erra Bbi.IJ;aiOTC51 .n;o rrpeKpall.I,eHII51 .n;erra IIJIII 

BbiHeceHII51 cy.n;e6Horo peiiieHII51. 

IIpo.n;rreHIIe ycTaHOBJieHHbiX cpoKoB Bbi.IJ;a"LJII ,n;oKyMeHTOB BO BpeMeHHoe 

IIOJib30BaHIIe, B TOM "LJIICJie opraHaM cy,n;a II rrpoKypaTypbi, a TaK)I(e ,IJ;JI51 

3KCIIOH1IpoBaHl151 .n;orrycKaeTC51 B oco6biX cny-qa51x c pa3peiiieHII51 peKTopa no 

IIIICbMeHHOMY IIO,IJ;TBep)I(,IJ;eHIIIO IIOJib30BaTeJI51 0 COXpaHHOCTII ,IJ;OKyMeHTOB. 

Bhi.IJ;a"LJa .n;en II3 xpaHIIJIIIIII,a ocyll.I,eCTBJI51eTc51 Ha ocHoBaHIIII 3a51BKH 

( Tpe6oBaHII51) (IIpiiJIO)I(eHIIe N2 1 ). Bhi,n;a"LJa ,n;oKyMeHTOB II3 xpaHIIJIIIIII,a 

,IJ;OIIYCKaeTC51 TOJibKO C pa3peiiieHII51 peKTOpa, B IICKJIIO"LJIITeJibHbiX CJiy"LJa51X ,IJ;JI5I 

Bbi.IJ;a"LJII Tpe6yeTC51 cornaciie rrpopeKTopa no 6e3orracHOCTII II pe)I(IIMY. 
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Bni,IJ;aqa ,IJ;en Bo BpeMeHHOe noJih30BaHHe B ,I!;pyrHe opraHH3aU:HH 

o<PopMJI5leTC5l aKTOM, KOTOpblR COCTaBJI5leTC5l B ,IJ;Byx 3K3eMnJI5Ipax, O,IJ;HH HX 

KOTOporx ocTaeTc5l B apxHBe AKa,IJ;eMHH, ,I!;pyroi1: Bhi,IJ;aeTC5l nonyqaTemo. AKT 

no,IJ;nHChiBaeTC5l peKTopoM AKa,IJ;eMHH 11 pyKoBO,IJ;HTeneM opraHH3aU:HH­

rwnyqaTen5l: no,IJ;nHCH CKpenJI5IIOTC5I rep60BbiMH neqaT5IMH opraHH3aQHH. f1ocne 

B03Bpam;eHH5l ,IJ;eJI B ,IJ;BYX 3K3eMnJI5Ipax aKTa ,IJ;erraeTC5l COOTBeTCTBYIOIII;a5l 

OTMeTKa: O,IJ;HH 3K3eMnJI5Ip OCTaeTC5l B opraHH3aU:HH-norryqaTeJie, ,I!;pyrofi 

xpaHHTC5l B ,IJ;erre <PoH,IJ;a B apxHBe AKa,IJ;eMHH. 

7. YqeT JJ:OKyMeHTOB B apxuse AKaJJ:eMuu 
YqeT ,IJ;oKyMeHTOB B apxHBe AKa,IJ;eMHH 5IBJI5IeTC5l O,IJ;HHM H3 cpe,IJ;CTB 

o6ecneqeHH5l HX coxpaHHOCTH 11 KOHTPOAA 3a HX HaJIHqHeM. YqeT npoH3BO,IJ;HTC5I 

nyTeM npHCBOeHH5l apXHBHbiM ,IJ;OKyMeHTaM ( e,IJ;HHHU:aM yqeTa, e,IJ;HHHU:aM 

XpaHeHH5I) yqeTHbiX HOMepOB, 5IBJI5IIOIII;HXC5l qacTbiO apXHBHOrO nm<Ppa. 

YqeT ,IJ;OKyMeHTOB B apxHBe AKa,IJ;eMHH cTpOHTC5l Ha ocHoBe co6rriO,IJ;eHAA 

npHHU:HnOB: QeHTPaJIH3aQHH, Bbipa:>KeHHOH B npHMeHeHHH e,IJ;HHhiX e,IJ;HHHU: yqeTa; 

YHH<PHKaQHH, OCHOBaHHOH Ha C06JIIO,IJ;eHHH npeeMCTBeHHOCTH yqeTa apXHBHbiX 

.LJ:OKyMeHTOB Ha BCeX CTa,IJ;H5IX pa60Tbl C HHMH; ,IJ;HHaMJilqHOCTH, o6ecneqJ1BaeMOH 

CBOeBpeMeHHbiM H onepaTHBHbiM BHeCeHHeM H3MeHeHHH B yqeTHbie ,IJ;OKyMeHTbl 

HJIH COCTaBJieHHeM HOBbiX yqeTHbiX ,IJ;OKyMeHTOB; nOJIHOTbl H ,IJ;OCTOBepHOCTH 

yqeTa. 

f1p11 He06XO,IJ;HMOCTH yqeT <PaKTJilqecKOrO HaJIJilqJ15I ,IJ;OKyMeHTOB B apXHBe 

ocym;eCTBJI5leTC5l no npHKa3Y peKTOpa. f1p11 He06Hapy:>KeHHH ,IJ;OKyMeHTOB 

npHHHMaiOTC5l cpoqHbie Mepbl no HX nOHCKy, B ,IJ;aJihHeHIIIeM COCTaBJI5leTC5l aKT 0 

He06Hapy:>KeHHH ,IJ;OKyMeHTOB nyTH p03biCKa KOTOpbiX JiiCqepnaHhl. 

I1p11 cMeHe apxHBapHyca npHeM-nepe,IJ;aqa ,IJ;oKyMeHTOB 11 cnpaBoqHoro 

annapaTa K HHM, a TaK:>Ke nOMem;eHHH apXHBa, HHBeHTap5I H o6opy,I!;OBaHH5I 

npOH3BO.LJ:MTC5l no aKTY. 

,ll,rr5I npHeMa-nepe,IJ;aqH ,IJ;err apxHBapHyca npHKa30M pyKoBO,IJ;HTeJI5l 

AKa,IJ;eMHH Ha3HaqaeTC5l KOMHCCH5l B COCTaBe He MeHee Tpex qeJIOBeK. B COCTaB 

KOMHCCHH BKJIJOqaeTC5l HaqaJibHHK o6m;ero OT,IJ;eJia. 

I1p11 npHeMe-nepe,IJ;aqe ,IJ;err npoBep5IeTC5l HaJIHqHe 11 cocT05IHHe: 

,IJ;OKyMeHTOB apXHBa; 

yqeTHhiX ,IJ;oKyMeHTOB 11 cnpaBoqHoro annapaTa K ,IJ;oKyMeHTaM (nacnopTa 

apXHBa, OnHCeH ,IJ;eJI H 3aMeH5IIOIII;HX HX HOMeHKJiaTyp ,IJ;eJI, JIHCTOB <l:>OH,IJ;OB 11 

KapToqeK <PoH,IJ;OB, KHHr nOCTynrreHHH H Bbi6biTH5l ,IJ;OKyMeHTOB, cnpaBoqHbiX 

KapToqeK); 

IIITaMnOB apXHBa; 

npoTHBono:>KapHoro 11 oxpaHHoro o6opy,IJ;oBaHH5l. 

8. HcnoJiueuue Janpocos rpa~au u oprauuJaQHH 
coQHaJihHo-npasosoro xapaKTepa 

11H<PopMaU:H5I cou:HanhHo-npaBoBoro xapaKTepa no 3anpocaM rpa:>K,IJ;aH 11 

opraHH3aU:HH Bbi,IJ;aeTC5l B <PopMe apXHBHOH cnpaBKH, apXHBHOH KOnHH 11 

apXHBHOH BbiiiHCKH. 
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Bbi,naqa apxHBHbiX cnpaBOK, apxHBHbiX KOnHH H apxHBHbiX BbiiiHCOK 

npOH3BO.ll:HTC51 Ha OCHOBaHHH IJop.H,n:Ka Bbi,n:aqH apXHBHbiX cnpaBOK, KOnHH H 

BbiiiHCOK H3 apXHBHbiX .ll:OKyMeHTOB, JJHqHbiX HeBOCrpe6oBaHHbiX ,n:oKyMeHTOB H3 

apxHBa <I>rEOY BO Hf'MA MHH3,n:paBa PoccHH N2 Ilp,n:.- 26.01.2019. 
ApxHBHhie cnpaBKH cocTaBJI.HIOTC.H Ha ocHoBaHHH ,n:oKyMeHTOB 

(no,n:rrHHHHKOB H 3aBepeHHbiX KOnHif), xpaH5III(HXC.H B apxHBe AKa,n:eMHH. IlpH 

OTCYTCTBHH B apXHBe ,n:oKyMeHTOB, co,n:ep)l(all(HX CBe,n:eHH51 no 3anpalliHBaeMOMY 

BOnpocy, apXHBHa.H cnpaBKa MO)I(eT 6biTb Bbi,n:aHa no XpaH51Il(HMC51 B apXHBe 

neqaTHbiM MaTepHarraM, OTHOC51Il(HMC51 K npe,n:MeTy o6pall(eHH51, C TOqHbiM H 

norrHhiM YKa3aHHeM HCToqHHKa. 

ApxHBHbie cnpaBKH cocTaBJI.HIOTC51 no ycTaHOBJieHHoif cpopMe Ha 6rraHKe 

nHCbMa. 

B cnpaBKe npHBO.ll:51TC.H Ha3BaHH.H, ,n:aTbi H HOMepa ,n:oKyMeHTOB H 

H3JiaraiOTC51 CBe,n:eHH.H, HMeiOII(HeC.H B Ha3BaHHbiX ,n:oKyMeHTaX H OTHOC51Il(HeC51 K 

BOnpocy o6pall(eHH51. 113JIO)I(eHHe ,n:aeTC51 B XpOHOJIOrHqecKOH 

nocrre,n:oBaTeJibHOCTH C06biTHH, a He ,n:oKyMeHTOB, B KOTOpbiX OHH OCBell(aiOTC51. 

,[(onycKaeTC51 npHBO.ll:HTb B cnpaBKe Bbl,n:ep)I(KH H3 ,n:oKyMeHTOB, 3aKJIIOqa5J: HX B 

KaBbJqKH. Ha3BaHH51 opraHH3a.QHH B TeKcTe cnpaBKH npH nepBoM ynoTpe6rreHHH 

npHBO.ll:51TC51 nOJIHOCTbiO, a B CK06KaX - HX OcpH.QHaJibHO npHH51Tbie COKpall(eHH.H; 

npH nOBTOpHbiX ynOMHHaHH.HX - TOJibKO COKpall(eHHbie. 

B cnpaBKY BKJIIOqaiOTC.H TOJibKO cBe,n:eHH.H, ynoMHHaeMbie B ,n:oKyMeHTax. 

B TeKcTe apxHBHOH cnpaBKH He ,n:onycKaiOTC.H KOMMeHTapHH, co6cTBeHHbie 

BbiBO.ll:bl HCnOJIHHTeJI.H no CO,n:ep)l(aHHIO HCnOJib30BaHHbiX ,n:oKyMeHTOB. 

IJocrre TeKCTa cnpaBKH noMell(aiOTC51 apXHBHbie IIIHcppbi ,n:oKyMeHTOB, 

nOCJIY)I(HBlliHX OCHOBaHHeM .ll:Jl51 COCTaBJieHH51 TeKCTa cnpaBKH (HOM epa cpoH,n:OB, 

OnHCeH H ,n:err, a TaK)I(e HOM epa JIHCTOB B ,n:erre ). 

ApxHBHa51 cnpaBKa no,n:nHCbiBaeTC.H peKTopoM AKa,n:eMHH. CnpaBKa 

3aBep.HeTC51 rep60BOH neqaTbiO; BTOpOH 3K3eMnJI.Hp apXHBHOH cnpaBKH xpaHHTC51 

B ,n:errax apXHBa B COOTBeTCTBHH C HOMeHKJiaTypoif ,n:err. 

ApXHBHbie KOnHH H BbiiiHCKH H3 ,n:oKyMeHTOB Bbi,n:aiOTC51 B COOTBeTCTBHH C 

3anpOCOM. 11,n:eHTHqHOCTb no,n:JIHHHHKY Bbi,n:aHHbiX apXHBHbiX KOnHH H BbiiiHCOK 

3aBep.HeTC.H no,n:nHCbiO HaqarrbHHKa o6Il(ero oT,n:erra HJIH ,n:oKyMeHTOBe,n:oM o6Il(ero 

oT,n:erra H rep6oBoif neqaTbiO. 

BbiiiHCKa npOH3BO.ll:HTC51 TOJibKO H3 ,n:oKyMeHTa, B KOTOpOM CO,n:ep)I(HTC51 

HeCKOJibKO OT,n:eJibHbiX, He CB513aHHbiX Me)l(,n:y C060H BOnpOCOB. BbinHCKa .ll:OJI)I(Ha 

BOCnpOH3BO.ll:HTb nOJIHbiH TeKCT qacTH ,n:oeyMeHTa, OTHOC.HII(eHC51 K 3anpocy. 

MamHHOnHCHbie apxHBHhie KOnHH H BbiiiHCKH H3roTaBJIHBaiOTC.H Ha 6rraHKe 

nHCbMa AKa,n:eMHH c o6o3HaqeHHeM Ha3BaHH51 ,n:oKyMeHTa: «ApxHBHa51 KonH51», 

«ApXHBHa.H BbiiiHCKa». 

IJocrre TeKCTa apXHBHOH KOnHH HJIH BbiiiHCKH YKa3biBaeTC51 apXHBHbiH 

nmcpp ,n:oKyMeHTa (,n:onycKaeTC51 HCnOJib30BaHHe IIITaMna «ApXHBHa51 KOnH.H» HJIH 

«ApxHBHa51 BhiiiHCKa». EcrrH KonH.H HJIH BhiiiHCKa 3aHHMaiOT 6orree o,n:Horo rrHcTa, 

apxHBHhiH mHcpp yKa3biBaeTc.H Ha o6opoTe Ka)l(,n:oro JIHCTa. Bee JIHCTbi apxHBHOH 

KOnHH HJIH BbiiiHCKH ,n:OJI)I(Hbl 6biTb CKpenrreHbi, npoHyMepoBaHbi H Ha MeCTe 
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CKperiJieHHX 3aBepeHbl Hal.JaTihHHKOM o6rn;ero OT,z::t;eJia HJIH ,z::t;OKyMeHTOBe,z::t;OM 

o6rn;ero OT,z::t;eJia. 

IlpH OTCYTCTBHH B apxHBe 3arrpaiiiHBaeMhiX cBe,z::t;eHHH orpHIJ;aTeJihHhiH 

OTBeT cocTaBJIXeTcx Ha 6naHKe IIHChMa AKa,z::t;eMHH. B HeM yKa3hiBaeTcx cpaKT 

OTCYTCTBHX B ,z::t;OKyMeHTaX apXHBa HHTepecyiOIII;HX 3aXBHTeJIX CBe,z::t;eHHH H ,z::t;aiOTCX 

peKoMeH,z::t;aiJ;HH, Ky,z::t;a cne,z::t;yeT o6paTHThCX 3a Heo6xo,z::t;HMOH HHcpopMau;Heif. B 
CJiyl.JaXX OTpHIJ;aTeJibHOrO OTBeTa, CO,z::t;ep:a<arn;ero CBe,z::t;eHHX 06 OTCYTCTBHH B 

apXHBe He06XO,z::t;HMhiX ,z::t;OKyMeHTOB BCJie,z::t;CTBHe HX rH6eJIH HJIH yTpaThl, TeKCT 

IIHChMa ,z::t;OJI)I(eH 6hiTh 3aBepeH rrel.JaThiO «.D:nx ,z::t;oKyMeHTOB» AKa,z::t;eMHH. 
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3~KA(TPEEOBAHHE) 

« » 20 r . .NQ 
Ha Bhi,n:aqy .lJ:OKyMeHTOB 

TipMJIO)KeHIIe ,NQ 1 
K OCHOBHbiM TipaBMJiaM 

pa60Tbi apXIIBa 
<I> rEOY BO Hf'MA 

MIIH3,n:paBa Pocciiii 

Pa3peruaiO Bhi,n:aqy ,n:en 

PeKTop <I>rEOY BO Hf'MA 
MIIH3,n:paBa Pocciiii 

______ .A.E. IllKJI51eB 

(<l>I10 pa6oTHIIKa cTpyKTypHoro rro.n;pa3.n;eneHmr) 

(IJ;enb lfCilOllb30BaHIISI apXIIBHbiX .l(OKYMeHTOB) 
N2 Omtcb E.LI. 3arOJJOBOK e.ll,. KpaHHHe KonH'·IeCTB TipHMe'laHHe PacnHcKa PacnHcKa 
n/n N2 xp. N2 xp. .ll,aTbl 0 JIHCTOB, nOJJb30BaTeJil! B COTPY.LIHHKa 

<j>opMaT nony'leHHH apXHBa B 
(o6'beM, npHeMe 
M6) 

I 

Bcero Bhi,n:aeTC51 e,n:IIHII:U:a xpaHeHII51. 
CpoK Bhi,n:aqii- .no« __ » 20 r . 

.D:eJia BDI,n:aHDI B yrrOp51,n:OqeHHOM COCT051HIIII, IIO.lJ:IIIIITDI, B o6JIO)I{KaX, C 

IIpOHyMepoBaHHDIMII JIIICTaMII II 3aBepiiTeJibHbiMII Ha,n:IIIIC51MII. 

TionyqaTeJih o6513yeTC51 He rrpe,n:ocTaBJI51Th ,n:ena, rronyqeHHDie BO BpeMeHHoe 

IIOJib30BaHIIe, IIOCTOpOHHIIM JIII:QaM, He Bbi,n:aBaTh IIO HIIM KOIIIIH, BbiiiiiCOK II 

crrpaBoK, He rry6JIIIKOBaTh ,n:oKyMeHThi 6e3 pa3peiiieHII51 II.o. peKTopa <I>rEOY BO 

Hf'MA MIIH3,n:paBa PocciiH 
TionyqaTeJih o6513yeTC51 BepHyTo ,n:ena B apxiiB <I>rEOY BO Hf'MA 

MHH3,n:paBa PoccHII B yKa3aHHhiH B 3a51BKe (Tpe6oBaHHII) cpoK. 

( IIO.ll:IIIICb) 

(,n:aTa) 
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