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1. O0mue mo10KeHUA

1.1. JIOKyMEHTHI 11O JIMYHOMY COCTaBy — apXHBHBIE JOKYMEHTHI, OTpaXKaro-
1[ye TpyAOBbIE OTHOIICHUS paboTHHKA ¢ paboToaarenem (DenepanbHbIil 3aKOH OT
22 okts6ps 2004 1. Ne 125-03 «O06 apxuBHOM aene B Poccuiickoit denepanuny»
cT. 3, 1. 3).

JIOKYMEHTBI 10 JIMYHOMY COCTaBY XPaHATCS B TOCYJAapCTBEHHBIX, MYHUIIH-
NaJbHBIX ApXMBaX, B T.4. apXHUBaX M0 JIUYHOMY COCTaBYy, apXHBaX OpraHU3aIUu.

1.2. IlpaBoBoii OCHOBOHM PabOTHI C JOKyMEHTaMH IO JUYHOMY COCTaBY $SIB-
nsrores: ['paxxnanckuit Kogexce Poccuniickoit @enepannn; Tpynosoit Konexe Poc-
cuiickoit @enepanun; OenepanbHbiii 3aK0H OT 22 okTAOps 2004 r. Ne 125-D3 «O6
apxuBHOM jene B Poccuiickoit denepanun» U aHAJOTHUYHBIC 3aKOHBI CyOBEKTOB
Poccuiickonn @enepanuu; lIpaBuna opranuzanuy XpaHEHUs, KOMIUIEKTOBAHUS,
ydeTa U MCIOJIb30BaHMs TOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit denepanuu
U JIPYTUX apXUBHBIX JTOKYMEHTOB B IOCYJApCTBEHHBIX U MYHUIIUMAIBHBIX apXH-
Bax, My3esX W OmOnmoTekax, opranm3anusix Poccuiickoii Axamemun Hayk (M.,
2007); TlepedyeHb TUMOBBIX YMHPABICHYECKUX ApPXUBHBIX JTOKYMEHTOB, 00pa3ylo-
IIUXCSl B MPOLIECCE ACSITEIBHOCTU TOCYITAPCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO
caMOYTNpaBJIEHUs W OpraHu3aluid, ¢ ykazaHueM cpokoB xpanenus (M., 2010) u
aHaJIOTWYHBIC MEePeUHH 3a npeapyaymme rogsl (1943, 1957, 1967, 1989, 2000 rr.),
a TaKKe APyrie HOPMATHBHBIC K METOJUYECKUE JOKYMEHTHI 110 APXUBHOMY Aey.

1.3. Cpoku xpaHeHus! JOKYMEHTOB 10 JUYHOMY COCTaBY OBbLIN YCTaHOBJICHBI
MEepPEYHSIMU TUMOBBIX JOKYMEHTOB, COOTBETCTBOBABIIMMHU BPEMEHH OOpa3oBaHUs
TOKyMeHTOB. J[o 1967 . OCHOBHBIE BUJIbI JOKYMEHTOB IO JUYHOMY COCTaBy (JI14-
HBIE JIeJIa, JIUIIEBBIC CUETa, KAPTOUKHU ydeTa paOOTHUKOB) UMEJIU MOCTOSIHHBINA CPOK
xpanenus. C 1967 r. no cepeaunnt 90-x rr. XX Beka CPOK UX XpPaHEHUS COOTBET-
ctBoBall «75 ner—Bo3pact DIIK». C cepenunbl 90-x rr. XX Beka MO HACTOSAIIEE
BpeMsi CpoK xpaHeHust yctaHoBieH «75 netr DIIK», 1okyMeHTbl paOOTHUKOB PYKO-

BOJISIIETO COCTaBa (BBICIIETO M CPEIHETO 3BEHA), pAOOTHUKOB, UMEIOIINX Harpa-

! Cm. Hpunosxenne. CIIMCOK HCTOYHHUKOB.
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JIbl, 3BAHUSI, CTETICHU OTHECEHbI, KaK U paHee, K MOCTOSHHOMY CPOKY XpaHEHHS,
T.€. BKJIFOUEHBI B cocTaB ApxuBHOro ¢ounaa Poccuiickoit deaeparumu.

1.4. ®epepanbHbiM 3aKk0HOM OT 22 oKkTAOps 2004 r. Ne 125-®3 «O06 apxuB-
HOM gneine B Poccuiickoit denepanum» cr. 22, 1. «0» yCTaHOBIIEH 75-IETHUM CPOK
XpaHEHUsI JOKYMEHTOB MOCTOSHHOTO CPOKa XpaHEHUs IO JINYHOMY COCTaBy B Op-
raHu3aIusXx.

1.5. llenps MeToauyeckux peKOMEHAAIMid — pelIeHre aKTyajdbHOU Mmpooie-
MbI ONTUMHU3AIMU 0TOOpa B cocTaB ApxuBHOro (ouga Poccuiickoit denepanuu
JIOKYMEHTOB MO JINYHOMY COCTAaBY.

Meroauyeckre peKOMEH AU PacKPbIBAIOT:
- JIOTIOJIHUTEJIbHBIC U YTOYHEHHBIC JACHCTBYIOIIME KPUTEPUHU DKCIEPTU3BI 1IEHHO-
CTU JOKYMEHTOB I10 JUYHOMY COCTaBYy;
- HE0OXOIUMOCTh YCTAHOBJIEHHUSI O0COOBIX MEPHOJOB BPEMEHH, TPEOYIOIINX OCTO-
POXKHOCTH MpU OTOOpE HAa YHHUTOXKEHHUE JIOKYMEHTOB IO JIMUHOMY COCTaBy U
MPUMEHEHUSI UX BHIOOPOYHOTO MpHEMa Ha MOCTOSIHHOE XpaHEHWE 3a OIpeesiCH-
HBIE TOJIBI,
- YCOBEPIIEHCTBOBAHHYIO METOJAUKY OTOOpA JOKYMEHTOB 10 JUYHOMY COCTAaBY.

Meroaunueckue pexkomeHaanuu npeanasHadensl 15 1K deaepanbubix ro-
CYIapCTBEHHBIX APXUBOB, YIIOJTHOMOUYEHHBIX OPTaHOB UCTIOJIHUTEIILHON CyObEKTOB
Poccuiickoit deneparuu B 006J1aCTH apXUBHOTO JIea, TOCYJaPCTBEHHBIX, MYHHUIIH-
MajJbHbIX APXUBOB, B T.U. aPXUBOB JIOKYMEHTOB I10 JUYHOMY COCTaBY, U CIICIIHAIH-
CTOB OpraHU3aIUU-UCTOYHUKOB KOMIUIEKTOBAHUS YKA3aHHBIX apXUBOB.

Metoanyeckiue peKOMEHIAIMKA COCTOST U3 4 pa3zesioB M MPHIOKeHUS (Criu-

CKa UCTOYHHUKOB).



2. CocTaB BHJI0B IOKYMEHTOB 10 JUYHOMY COCTABY (KJaccupuranms)

2.1. Knaccudukanus JOKyMEHTOB IO JIMYHOMY COCTaBY BKIIFOYAET CIEAYIO-
1Y€ TPYIIbL:

- HOKYMCHTHI O IpHUEME, IICPEMCIICHUHN, aTTCCTAallu, YBOJIbHCHUHA pa6OTHI/I-

KOB,;

- IOKYMEHTBI O HarpakJIecHUu pabOTHUKOB;

- YYETHBIE JOKYMEHTHI paOOTHHUKOB;

- IOKyMEHTBI TI0 BBITLJIATE 3apaO0THOM IJIaThl M IPYTUM JCHEKHBIM BBITLIA-
Tam;

- TOKYMEHTBI O TPYJOBOM JIESITSIHPHOCTH Ha pab0OTax ¢ BPEIHBIMH, OIACHBI-
MU U UHBIMH OCOOBIMU YCJIIOBUSIMU TPYQ;

- OTYETHBIE JOKYMEHTHI IO KaJJpOBOMY COCTAaBY;

- TPYJIOBblE KHMKKA M BKJIQJBIIINA K HUM, IPYrUe HEBOCTPEOOBAHHBIC JIMY-
HbIE JJOKYMEHTHI (JIUTIOMBI, aTTECTaThl, CBUJICTEIILCTRA).

CocrtaB BUAOB IOKYMEHTOB B YKa3aHHBIX IpyMHax, OTPAXKEHHBIN B COOTBET-
CTBYIOIIIMX TEPEYHSIX TUIIOBBIX JJOKYMEHTOB, UMeeT paziuuus. [lepeuHr TUMOBBIX
JIOKYMEHTOB 3aKPEIUISIOT COCTaB BUOB JJOKYMEHTOB KaK CYIECTBOBABIIUX paHee,
TaK ¥ BO3HUKAIOUIUX BHOBb B CUCTEME YIIPABJICHUSI.

BxitoueHue BUIOB JOKYMEHTOB B YKa3aHHBIC TPYIINBI B OMPEETICHHOMN CTe-
MEHU YCJIOBHO, T.K. HEKOTOPBIE U3 HUX MOTYT OBITh OTHECEHBI K YIPaBICHYECKON
JIOKYMEHTAIIMU U MOTYT BKJIFOYaThCSI B COOTBETCTBYIOIIINE ommcn.”

2.1.1. JIokyMeHTBI O TpuUeMe, MepeMeIIeHNH, aTTECTAIliU, YBOJbHCHUH Pa-
OOTHHKOB BKJIIOYAIOT.

- PUKa3bl, PACIIOPSIKEHUS, IOCTAHOBIICHHUS, YKA3aHUS;

- 3aIHICKH O TIpueMe, epemMenieHny 1 ypoiabHernn (¢ 1943 r. mo 1989 r.);

! B cocraB mHuHBIX e paGOTHHKOB MOTYT OBITh BKITFOUEHBI KOITHH YKA3aHHBIX JOKYMEHTOB. B TeKcTe Takue BUIBI
JIOKYMEHTOB OTMEUEHBI 3Be3104Koi (*).
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- pemieHusl 3acelaHuil 3aKOHOJATEIhHBIX WM HCIOJHUTEIBHBIX OpPTaHOB

MECTHBIX, TOPOJACKUX U pallOHHBIX COBETOB, Ha KOTOPBIX PACCMATPUBAIIUCH BO-

IIPOCHI YTBEPKIAECHUS PYKOBOJSALIETO cocTaBa UCOJKOMOB (¢ 1943 r. mo 1989 r.);

- MPOTOKOJIBI pUeMa B WieHbl kKoyixo3a (¢ 1943 r. mo 1989 r.);

- TPYJIOBBbIE JIOTOBOPHI (KOHTPAKTHI), IOMOJHUTEIbHBIE TPYIOBBIE COTJIAllle-
HUsI, HE BOIIEIINE B cOCTaB JUYHBIX Aen (¢ 2000 r.);

- TU4HbIC fena (mTaTHeie GopMyIsipbl ¢ 1967 r. mo 1989 r.) paboTHHKOB (BO
BCC XPOHOJIOTHYECKUE TIEPHOIBI 0CO00 BBIACISLINCH JOKYMEHTBI PYKOBOJSIINAX
(HOMEHKJIATYpPHBIX) pPaOOTHUKOB; YYaCTHHUKOB PEBOJIOIMOHHOTO JBWKCHHUS U
IpaXKJaHCKON BOMHBI; paOOTHUKOB, UMEIONIUX HArpajibl; HAYYHBIX COTPYIHUKOB U
podeccopcKo-NpenoaBaTeIbCKOr0 COCTaBa, UMCIOIIUX YUCHBIC CTCTICHH U 3Ba-
HUS; TBOPUYCCKUX PAOOTHHUKOB);

- TUYHBIE KAPTOUKHU pab0OUMX U CIIyKalMX (MIPU OTCYTCTBUU JIMUHBIX J1eN);

- BBIC3/IHBIE JIeJIa CTIEI[MaIUCTOB, BhIEXaBIINX 3a rpanuity (¢ 1989 r.);

- XapaKTEePUCTUKN PAOOTHUKOB, HE MMEIOIINX JIMYHBIX 11e (¢ 1989 r.);

- yBeIOMIICHHS paboroaaresis 00 yBOJBHCHHHM PAOOTHHKOB C yKa3aHHUEM
MIPUYXH, HE BOIIEIINE B COCTAaB TUYHBIX Aena (¢ 2010 1.);

- TepenucKa O MpHeMe, NMEPEeMeIlIeHUH, YBOJIbHEHUU PaOOTHUKOB (BO BCE
XPOHOJIOTHYECKHUE TIEPHOJIBI 0CO00 BBIICISIIUCH MEPENrcKa O TPeIOCTaBICHUH Pa-
00Tl yuacTHUKaM Benukoit OTeuecTBEHHON BOWHBI, TIEPENHCKa O TepeKBaIu(U-
KallMk y9acTHUKOB Benmkoit OTeuecTBEHHOW BOWHBI; TIEPEMHMCKAa O MOOMIM3AIIUN
CTHEIUAIMCTOB IO IMOCTAHOBJICHUSAM TPABUTEILCTBEHHBIX OPTaHOB U CITUCKH MO-
OMJIN30BaHHBIX ™

- TIepenucKa Mo BoIpocaMm peadmimmTanuu (mpodeccHoHaaIbHON, METUITNH-
ckoit) paborankoB (c 2010 1.)*;

- IOKYMEHTHI (3asiBJIieHNE paOOTHUKA O COTJIACUU Ha 00pabOTKY MepCcoHAalb-
HBIX JAHHBIX, CBEJICHHS, YBEJOMIICHHUS) O CYOBEKTE MEPCOHANBHBIX JTaHHBIX (C
2010 r.)*;

- aKThl MpUEMa-Tiepeaun JUYHBIX JIeJl TOCYAapCTBEHHBIX T'PAXIAHCKUX U

MYHULUNAIBHBIX CIYKAIIUX MPHU Mepexoie Ha IpyTyro padoty (¢ 2010 r.)*;
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- CBEJICHHS O J10X0JaX, 00 UMYIIECTBE U 00s3aTeIbCTBAX UMYILIECTBEHHOTO
XapaKkTepa TOCyIapCTBEHHBIX TPAXJAAHCKUX W MYHHUIMIAIbHBIX CIy)KalllUX, HE
BOIIIE/IIINE B cOCTaB JIUYHBIX aer (¢ 2010 r.)*;

- BBIMMCKU W3 TIOCTAHOBJICHUW aTTECTAIMOHHBIX, KBATHU(PUKAIIMOHHBIX KO-
MUCCHUH, JOKYMEHTBI K HUM™.

2.1.2. JIokyMeHTBI O HarpakJIeHuu pabOTHUKOB BKIIIOYAIOT:

- JIOKYMEHTBI O MPEACTaBICHUH K HArpa)KI€HUIO FOCYIapCTBEHHBIMU U Be-
JIOMCTBEHHBIMHM Harpajamu, MPUCBOCHUIO MOYETHBIX 3BaHUM, MPUCYKACHHUIO TIpe-
MU (B OTACITBHBIC XPOHOJIOTUYECKHE MEPHOBI 0CO00 BBLICISUIUCH CTaXaHOBIIHI,
YAAPHUKHU TPYJa, OTIUYHUKUA U MOOEAUTENIN COIICOPEBHOBAHUS, HOBATOPHI; JIHIIA,
uMmerme 3BaHue «Martb-repouHs», opaeH «MarepuHckas cnaBay, «Menanp ma-
TEPUHCTBa», Menallb «Betepan Tpyaa»™;

- JOKYMEHTBl O Harpax/JeHUM WHOCTPAHHBIMU OpJEHAMU U MeJansiMu (c
2010 r.)*;

- X0JlaTaliCTBa O BBIJIaye JyOJMKATOB JIOKYMEHTOB K TOCYJapCTBCHHBIM Ha-
rpajaaM B3aMeH yTpadeHHbIx (¢ 2000 r.)*.

2.1.3. YdeTHbIC JOKYMEHTHI PAOOTHUKOB BKJIIOYAIOT:

- TUYHBIC KAPTOYKU pabOYMX U CIyXallMX, B T.4. HA BPEMEHHBIX PabOTHHU-
KoB (c 1967 1.);

- TOJDKHOCTHBIE KQPTOYKH HOMEHKIIATypHBIX paboTHHKOB (¢ 1967 1. mo 2000
r.);

- KHUTH U KapTOYKHU y4yeTa MpHuema, MepeMellieHus, YBOJIbHEHUs pabouux U
CITyKallHX;

- KQpPTOYKHU y4yeTa MpuemMa, IepeMelleHHs] U YBOJIbHEHUS JIUL, padOTarOIMINX
110 COBMECTHUTEINBCTBY, I KOTOPBIX B COOTBETCTBUU C NEHCHOHHBIM 3aKOHO]A-
TEJIBbCTBOM, COBMECTUTENBCTBO BIMSAET HA pa3mep neHcuu (¢ 1989 r. mo 2000 r.);

- CHOUCKH pabOTHUKOB (0CO0O BBIIEISIIOTCS HOMEHKJIATypHbIE paOOTHUKH,
YIEHBl PYKOBOJSIINX U UCIIOJHUTENBHBIX OpraHoB (¢ 1943 r. mo 1989 r.), Berepa-
HbI, ydacTHUKU Benukoit OTedecTBEHHONW BOWHBI U APYTUX BOCHHBIX JEHCTBHI (C

1967 r.), HarpaXkJeHHbIE TOCYIAPCTBEHHBIMU HArpajiaMH, YJOCTOCHHBIC 3BaHUN U
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TOCIIPEMH, BpEMEHHBIC COTPYIHUKHU (¢ 1967 T.), BhIeXaBIINEe HA HOBOCTPOWKH, B
KOJIXO3bI, COBXO03bI, Ha JIECOPa3pabOTKU, HA OCBOCHHME LIETUHHBIX U 3aJICKHBIX 3€-
menb (¢ 1957 1. mo 1967 r.);

- CIIMCKH JIMII, OKOHYMBIIIMX KYPChI M CAABIIMX TEXMUHUMYM (¢ 1943 1.);

- anaBUTHI TUYHBIX JIETT;

- IITATHBIE PACCTAHOBKH, IITATHBIE pacHUCaHUs (IITATHO-CIIUCOYHBIN CO-
CTaB)™.

2.1.4. JlokyMeHTBbI MO 3apa0OTHOW IUIaTe U APYTUM JIEHEKHBIM BBIILIATaM
BKJTFOYAIOT:

- TUIEBBIE cUeTa PabOUYUX U CIYXKAIUX;

- pacueTHbIC JTUCTKH,

- YHU(UIIMPOBAHHBIE KOJIBI OIUIATHI TPYAA U yACPIKAHUN;

- pacyeTHO-TUIATeKHbIE BEJOMOCTH, BEJOMOCTH Ha BbIJady 3apa0OTHOM
IJIaThI, IPYTUX BBIILIAT (ITPU OTCYTCTBUU JUIEBBIX CYETOB);

- KAPTOUYKH OpHUTraJi KOMMYHUCTHYECKOTO TPyJa C JAHHBIMU O CpeIHEMECY-
Hol 3apriate (¢ 1967 r. mo 1989 r.);

- Ta0yJISITPaMMBI,

- CIIUCKU Ha mpeMupoBaHue paboTHUKOB (¢ 1957 r.)*;

- MPOTOKOJIBI JIJIsl BBITLIATHI HaJ0aBKH 3a BeicayTy JeT (¢ 2000 r.)*;

- UHIUBHJyaJbHbIE CBEACHUS 3aCTPAXOBAHHOIO JIMIA O TPYJIOBOM CTaxe,
3apa0OTHOM TIaTe U yIUlaTe CTPAXOBBIX B3HOCOB;

- HAJIOTOBBIE JICKJIapalliu, KapTOUKH MO YYETYy JOXOJO0B U HAJIOTOB Ha JOXO-
ael (c 2010 r.);

- peecTp CBeICHUH 0 10X0AaX (PU3NUECKUX JIUIT™.

2.1.5. JIokyMeHTBI O TPYIOBOHM MAESITEIBHOCTH Ha paboTax C BPEAHBIMH,
OTACHBIMU Y UHBIMHU OCOOBIMH YCIIOBHUSIMU TPyJa BKIIOUYAIOT:

- CIIUCKH MpoQeccuit, MpOU3BOJCTB U pabOUYUX MECT Ha paboTax ¢ BPEIAHBI-
MU, OMACHBIMU W WHBIMH OCOOBIMHU YCJIOBHSIMU TPyAa Ha KOHKPETHOM MPEINpPH-

TN
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- CIIUCKH W TEpPEYHH PAOOTHUKOB W JOJHKHOCTEH, 3aHATBHIX Ha paboTax c
BpPEAHBIMH, OMACHBIMU U UHBIMU OCOOBIMH YCJIOBHUSIMU Tpyaa™;

- JIOJDKHOCTHBIE MHCTPYKIIMA PAOOTHHUKOB, CBSI3AHHBIX C BPEIHBIMU YCIIO-
BUSIMU TpyJa™;

- Tabenu y4yeTa pabouero BpeMEeHH U Hapsi bl paOOTHUKOB,;

- KHUATH 3alich padoT U OTpabOTaHHOTO BPEMEHU B II€XaX C BPEAHBIMU yC-
JIOBUSIMU TPY/Ia;

- IOKYMEHTHI (aKTbl, 3aKJIIOYEHHS, OTUETHI, IPOTOKOJIbI, CIIPaBKH) 00 aBapu-
X, HECUACTHBIX CIy4dasX Ha IPOU3BOJICTBE™;

- TOKyMEHTHI O pacclieIOBAHUU HECUACTHBIX CIIy4aeB™;

- aKThl paccieoBaHus MPO(EeCcCUOHABHBIX OTpaBiIeHUN U 3aboneBaHui (C
1989 r.)*.

2.1.6. OT4eTHBIC TOKYMEHTHI 110 KaAPOBOMY COCTaBY™:

- OTYETHI 10 HATMYUIO, YUETY, TEKYUECTH U PACIPEIEICHUIO KaIPOB;

- TOKYMEHTBI O COCTOSIHUU U TIPOBEPKE pabOTHI C KaJIpamu;

- Tapu(HO-KBATN(DUKAITMOHHBIC CIIPABOYHUKHU, CETKH, CTABKU;

- OTYETHI 1O 3apaboTHOM mate 1mo mpodeccusm (¢ 1943 r. mo 1989 r.);

- YTBEPKJICHHBIE Pa3Mephl OTUIATHI TPYJA MO JOJDKHOCTSIM paOOTHUKOB;

- CBEJICHUS O COCTaBe paOOTHHUKOB, 3aMEUIAIOLIUX TOCYIAPCTBEHHBIE JTOJK-
HOCTH, TI0 TI0JTy, BO3pacTy, 00pa30BaHUIO U CTaxy padotsl (¢ 2010 T.).

OT4yeTHbIE TOKYMEHTHI IO KaJIpOBOMY COCTaBY HEMOCPEJICTBEHHO HE OTHO-
CATCS K IOKYMEHTaM MO JJMYHOMY cocTaBy. OHaKo, B HUX COAEPKUTCS MH(DOpMa-
IUs1, TTO3BOJISIIONIAs YTOYHUTh CBEJEHUSI OOIEro XapakTepa, U KOHKPETHO O Kaj-
POBOM COCTaBe OpraHu3anuii (KOJIM4ecTBO pabOTHUKOB, MOJ, BO3pACT, npodeccus
u Jp.).

2.1.7. Ocobyro KaTeropuro JOKyMEHTOB COCTABIISIOT TPYAOBHIE KHIKKU U
BKJIQJIBIIINA K HAM, JIPYTHE HEBOCTPEOOBAHHBIC IMYHBIC TOKYMEHTHI (JIMTLIOMBI, aT-
TECTaThl, CBUJICTEIHCTBA);

2.2. Ha nporsokernun 1943-2010 rr. npoucxoawio U3MEHEHUE CPOKOB Xpa-

HCHHA OTACIIbHBIX BHUAOB JOKYMCHTOB, YKA3aHHBIX B IICPCUHAX THUIIOBBIX IOOKY-
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MeHTOB. [Ipu mpoBeneHNN AYKCIIEPTU3HI IIEHHOCTH M OTOOpE Ha TMOCTOSHHOE Xpa-
HEHHUE TOKYMEHTOB IO JINYHOMY COCTaBY, CO3JaHHBIX B ONPEIAEIECHHBINA XPOHOJIO-
TMYECKUM TIEPUOJ, YUYUTHIBAIOTCS T€ CPOKH XpaHEHHUs, KOTOphbI€ JEHCTBOBAIU B
ATOT MEPUO/I.

2.2.1. VI3ameHeHus B rpynne «J{oOKyMEHTHI O mpuemMe, MepeMelleHnH, aTTe-
CTalliy, YBOJIbHEHUN paOOTHUKOBY.

Hoxymentam 3a 1943-1967 rr. mo BceMm BujaM JOKYMEHTOB O NpUEMe, Iie-
pEMEIICHUH, YBOJIBHEHUU, aTTECTAllMd M TepeKBaaudUKanuu ObLUT YCTaHOBIICH
CPOK XpaHEHUS «IIOCTOSTHHOY.

st mokymeHToB ¢ 1967 1. cpoku XpaneHust Obuth TudPpepeHIpoBaHbl Ha
JIB€ TPYMIBI: JJIsI OpraHU3aIui, SBISIIOIIUXCA UCTOUHUKAMH KOMILJIEKTOBAHUS U
JUIS OPTaHU3alMil — HE SIBISIONIMXCS UCTOYHUKAMU KOMILIEKTOBaHUA. [ moKy-
MEHTOB OpraHu3alMii BTOPOM TPYIIIbl YCTAHABIUBAIUCH TOJIBKO BPEMEHHBIE CPO-
K XpaHeHus: 6e3 otMeTku «IITK». [l oTaenbHbIX BUAOB JOKYMEHTOB (JIMYHBIX
JIeJ, CIUCKOB paOOTHUKOB, TMYHBIX KaPTOUYEK paOOTHUKOB, KHUT y4eTa U ajdaBu-
TOB JIMYHBIX JICJI) OpraHU3aIuil MepBOM IPYMIIbI CPOK XPAHEHUS KITOCTOSHHOY» ObLT
3ameHeH Ha «75 aet — Bo3pact DIIK». UckmodeHns ObIM CIETaHBl TOJIBKO JIIS
OTJICIBHBIX JTUYHBIX JIe] (HOMEHKJIATYPHBIX, PYKOBOJSAIINX PaOOTHUKOB, TBOpYE-
CKMX pPa0OTHUKOB, PaOOTHUKOB, MMEIOIIMX CTENEHU, 3BaHUs, Harpagbl) U HUX
JIOJDKHOCTHBIX KapTOUEK, JJI1 KOTOPBIX ObLUT OCTAaBJIEH MOCTOSIHHBIM CPOK XpaHe-
HUSL.

C 1989 r. cpok XpaHEHUs JIMYHBIX J€1 TBOPUYECKUX PAOOTHUKOB ObLT U3Me-
HEH — C «IIOCTOSIHHO» Ha «75 JIeT».

I noxkymentoB ¢ 2000 r. quddepeHanmsi CpoKOB XpaHEHUS JIJIsl opra-
HU3aIUN, SBISIONMXCS UCTOYHUKAMHU KOMIUICKTOBAHUS, U JUIsl OpraHu3alui, He
SBIIIONINXCS UICTOYHUKAMHU KOMITJIEKTOBaHUsI, Obllla OTMEHEHA, KaK U CPOK XpaHe-
Hus «75 ner — Bo3pact OIIK», rae « — Bo3pacT» ObUT CHAT.

C 1967 1. cpok XxpaHEHUSI «IIPOTOKOJIOB U IMOCTAHOBICHUN aTTECTAIMOHHBIX

KOMHUCCHI» OBLI YMCHBIICH 10 «25 JIET»,; a «CIHCKOB JIMI], OKOHYHMBIINX KYPChI
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IIKOJIbI U CHIABIIMX TEXMHUHUMYM» 10 «3 JieT (Iocjie BHECEHHS JaHHBIX B JIMYHOE
neno (KapTouKy)».

C 1989 r. cpok xpaHeHHUs sl KIIPOTOKOJIOB 3aCeTaHUM, MOCTAHOBIICHUM aT-
TECTAIMOHHBIX KBATH(UKAIMOHHBIX KOMHUCCHI» ObUT ycTaHoBieH «15 mer DI1K»
u «15 ner».

2.2.2. I3menenwus B rpytie «/{oKyMeHThI 0 HarpakJeHUN pabOTHUKOB.

C 1967 r. mo 2000 r., B cBsi3u ¢ qudPepeHnnanmet CpokoB XpaHSHHsI Ha JIBE
TPYIIBL: JJISI OpTaHU3alUM, SBIISIIOIIUXCS MCTOYHUKAMHU KOMIUJICKTOBAHUS, U IS
OpraHu3aluid, HE SBIISIIOIIMUXCA HCTOYHHMKAMHM KOMIUICKTOBAHMS, JJISl «CIHMCKOB
JIMI, HArPaJHbIX 1€, XapaKTepUCTUK U JIp. JOKYMEHTOB I10 HArpa)KJCHUIO MpaBH-
TEIbCTBEHHBIMU Harpajammu», «MaTepUaioB O MPEACTABICHUH K MPUCBOCHUIO TO-
yeTHbIX 3BaHui ['epos Counanuctuueckoro Tpyna, naypeara Jlenunckoit u ['ocy-
JAPCTBEHHOW MPEMUM, 3aCTyKEHHOTO JIeATelsl HAyKH, UICKYCCTBA U IPYTUX MOYET-
HBIX 3BaHUU (B TOM YHCIIC M TIO0 OTKJIOHEHHBIM IPEICTABICHHUSIM) YCTaHOBJICHBI
CPOKM XPaHECHUSI «ITOCTOSTHHO» U «75 JIeT».

C 2000 r. cpoku XpaHEHHS] JOKYMEHTOB O MPEICTABICHUN K HarpaXJACHUIO
mudepeHIUPOBaHb: I HATPAXKIAAIONIUX OPTaHU3AIUNd — «IOCTOSTHHOY; IS
Ipyrux opranuzanuid — «75 net SITK».

2.2.3. 3amenenus B rpyimme «J{oKkyMeHTHI 10 3apaOOTHOM TUIaTe U APYTHM
JICHEKHBIM BBITLIIATAM:

Cpoku xpaHEHHUS JUIEBBIX CYETOB, BeAOMOCTe B 1967 T. ObUTH U3MEHEHBI
— ¢ «nocTosiHHO» Ha «75 jer — Bospact DIIK». B 2000 r. cpok XpaHeHus ycra-
HOBJEH «75 net JIIK».

2.3. I3MeHeHus B CUCTEME YIPABJICHUS U €r0 JTOKYMEHTHUPOBAHUH, IMOBTO-
peHue uHopMaluu B JIOKYMEHTaX, U3MEHEHHUE MPEJICTaBICHUN O LEHHOCTU JO-
KYMEHTOB I10 JINYHOMY COCTaBY B HACTOSIIIEE BPEMsI, KaK U paHee, SABISETCI OCHO-

BOU ONIPEACIICHUS] CPOKOB XPAHEHUS JOKYMEHTOB.
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3. IIpyHIUNBI 1 KPUTEPUH IKCTIEPTU3HI IEHHOCTH JOKYMEHTOB M0 JINY-

HOMY COCTaBY

3.1. IlpUHIHUIIBI PKCTIEPTU3BI IEHHOCTH JOKYMEHTOB 10 JIMYHOMY COCTaBY:
UCTOPHU3M, CUCTEMHOCTb, LIETIOCTHOCTH MO3BOJISIOT PACCMaTPUBATh 3TU JOKYMEHTHI
C TOYKH 3PEHHS MX BOSHUKHOBEHMSI, PA3BUTHSI U KOHKPETHO Ha CETOHSIITHUN JACHb
KaK €IUHBIA KOMIUIEKC IOKYMEHTOB, OINpEAeNeHHBIM 00pa3oM CHCTEMaTH3HUPO-
BAHHBIN.

3.2. Kpurepuu 11eHHOCTH JOKYMEHTOB IO JINYHOMY COCTaBY IMOPA3CIISIOT-
Csl Ha OOIIKE U IOTIOTHUTEIbHBIE.

3.2.1. O01mme KpPUTEPUM DKCIIEPTU3BI ICHHOCTU JOKYMEHTOB IO JIUYHOMY
COCTaBYy:

- ponp smna (paOOTHUKA) B KOHKPETHOM OpraHu3anuu (pyKOBOJSILNE
JIOJDKHOCTH), UMCIOIINE HArpaJIbl, CTEIICHH U 3BAHUS;

- pOJib OpraHu3alMy Ha KOHKPETHOU TeppuTopuu ((pyHKIIMOHATBHO-1IEJIEBOE
Ha3HA4Y€HUE), B KOTOPOUl paboTaeT JaHHOE JIUIIO;

- XpOHOJIOTHYECKUN TIEpUOJT (BpeMsi CO3JaHUs JOKYMEHTOB), 3HAYMMBIN TSI
KOHKPETHOW OpTraHU3aluy U 3HAYUMBIN JJ1s1 CTPAHBI;

- 0COOCHHOCTU TEPPUTOPHUH, TJI€ HAXOAUTCS OpraHU3AIMS — MECTO padOThI
KOHKPETHOTO JINIIA,

- 3HAUUMOCTh MH(popMaIuu (CBeACHUI 0 pabOTHUKE, CBEICHU 00 OpTraHu-
3alun);

- MONTMHHOCTD JJOKYMEHTA,

- MOBTOpeHUE UH(OPMAITUU JOKYMEHTOB 10 JIMYHOMY COCTaBY B JIPYTUX JO-
KyMEHTaXx (YYETHBIX, OTUYCTHBIX, PACTIOPSAUTEIIBHBIX H JIP.);

- BUJI TOKyMEHTA,

- (hu3MUecKoe, TEXHUYECKOE COCTOSHUE HOCUTEINS JOKYMEHTOB (OyMasKHBIX,
AIIEKTPOHHBIX);

- COXpaHHOCTb KOMIUICKCAa JOKYMCHTOB OpTraHU3alnu.
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3.2.2. lonojHUTE/IbHbIEe KPUTEPUH SKCIIEPTU3HI IICHHOCTH TOKYMEHTOB 10
JUYHOMY COCTaBY':

- YYaCTHUKHU Benukol oTeuecTBEHHON BOWHBI U IPYIMX BOWH U BOOPYKEH-
HBIX KOH(DJIUKTOB;

-YYaCTHUKHU JIMKBUJIALIMU TIOCIEICTBUNA CTUXUMHBIX OCJCTBUNA M TEXHOTEH-
HBIX KaTacTpoQ;

- npodeccuoHalIbHAs (TPY10Basi) AMHACTHS paOOTHUKOB;

- paOOTHUKH TBOPYECKUX Npodeccuii;

- penpeccupoBaHHbIE, pea0MIUTHPOBAHHbBIE PA0OTHUKY;

- CTaXX paboTHI (B LIETIOM B OpraHU3alliy U B ONpEJIEICHHbIE, Han0oJiee 3Ha-
YUMBbIE JUIsl HEee, IepUO/Ibl);

- POJIb W 3aCNIyTH JIMLA B OOIIECTBEHHOM U JIpYrux cdepax AesTEIbHOCTH
BHE OpraHU3aLNY;

- IOCTOSIHHAS, BPEMEHHAS PETUCTPALMS JIMIA HA KOHKPETHON TEPPUTOPUU;

- 3HaYE€HUE UMEIOIMXCS CBEICHUI OOIIEero XapakTepa;

- IOJTHOTA JIOKYMEHTOB ((OpMYJIsIp), KOJTMYECTBO JIOKYMEHTOB;

- KOMMMHOCTh JJOKYMEHTOB (BHYTPH OpraHU3alliy, BHE OPTraHU3ALIMH).

3.3. Ha ocHOBaHUU yKa3aHHBIX KPUTEPUEB SKCIIEPTU3bI IIEHHOCTH JOKYMEH-
TOB TI0 JUYHOMY COCTaBY OCYLIECTBISETCS UX OTOOP B cOCTaB ApXMBHOTO (pOHIA
Poccuiickoit @enepannu, Kak COBPEMEHHBIX, TaK U JOKYMEHTOB 3a Oojiee paHHUE
NEPHUOJIbl BPEMEHH.

3.4. JIoKyMEHTBHI 10 JIMYHOMY COCTaBY OTHOCSTCS K YHCIy MacCOBBIX, OJHO-
POJIHBIX 10 BUJAM U COJIEPKaHUIO, 00Pa3yIOLIUXCs B JOCTATOUYHO OOJIBIIOM KOJIH-
yecTtBe. K MacCcoOBBIM IOKYMEHTaM BO3MOKHO IPUMEHEHHE BHIOOPOYHOTO MpUEMA.

[Ipumensiercs meneBoid OTOOP JOKYMEHTOB MO JUYHOMY COCTaBy OIpese-
JICHHBIX OpraHu3anuii. BeIOOpOYHBIA TpHEM JOKYMEHTOB IO JTUYHOMY COCTaBY
MO3BOJISIET PACIIMPUTh UCTOYHUKOBYIO 0a3y MCCIIEIOBAHUN U PACKPBITh CBEACHUS
O PAZIOBBIX (CPEIHECTATUCTUYECKUX ) PAOOTHUKAX.

3.5. JIoKkyMeHThI TIO JJUYHOMY COCTaBY HMCHOJB3YIOTCS, MPEXE BCEro, s

NOATBEPKIAEHUS TPYIOBOIO CTa)ka U 3apabOTHOM I1aThl pabOTHUKOB, UTO OCOOEH-
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HO aKTyaJIbHO ISl TPYAOCIOCOOHBIX B HACTOSIIIEE BpEMs rpaxKaaH, HE JOCTUTTIIHNX
TIEHCHOHHOTO BO3pacTa.  JJOKYMEHTBI PaK/IaH, JOCTHTIINX IEHCHOHHOTO BO3PAc-
Ta, Y€ HCMOJIb30BaHbI JJIsI HA3HAYEHUS] TIEHCUH U MOTYT UMETh UCTOPUUYECKYIO
LIEHHOCTb.

3.6. K nmoxymeHTaMm 1o JUYHOMY COCTaBY OINPEICICHHBIX XPOHOJIOTHYECKUX
NIEPUOJIOB BPEMEHHU CIIETYET MOJIXOIUTh C 0COO0N OCTOPOKHOCTHIO B CHITY UX 3HA-
YUMOCTH (OTpaK€HHUE TEPEIOMHBIX, CYJIbOOHOCHBIX, YPE3BBIYAMHBIX IEPHUOIOB
pa3BuThs Poccun 1 ee KOHKPETHBIX PETHOHOB).

K takum nepurosiam MOTyT OBITh OTHECEHBI:

a) 1917-1945 rr.

0) 1990-1994 rr.

B) OT/JIEJIbHBIE XPOHOJIOTMYECKHE MEPUOAbl BPEMEHH I KOHKPETHBIX TEp-
PUTOPUH.

JIOKYMEHTBI MO JIMYHOMY COCTABY YKAa3aHHBIX MEPHUOJIOB BPEMEHU PACKPbI-
BAIOT HE TOJBKO TPYAOBYIO JEATENBHOCTh U JKM3Hb IpaxaaH Poccuu, HO U Aar0T

MMpCaACTAaBJICHUC 00 HCTOPHHU CTPAHBI B ICJIOM.

4, MeToauka NMPOBCACHUA IKCHICPTU3bI HECHHOCTHU JTOKYMECHTOB I10 JIUYHO-

MYy COCTAaBY U KOMILICKTOBAHUEC UMH AaPXHBOB

4.1. Drtanbl TPOBEACHUS SKCIEPTU3bI IIEHHOCTH U OTOOpa HA XpaHEHUE J0-
KYMEHTOB T10 JINUHOMY COCTAaBY.

DKCIepTU3e LIEHHOCTH MOJABEPraloTcsl BCe JOKYMEHTBI MO JUYHOMY COCTaBY
HE3aBUCHMO OT BPEMEHHU MX CO3JIaHMs. DKCHEPTH3a IIEHHOCTU JOKYMEHTOB IPO-
BOJIUTCSA MOCJIC UCTEYCHUSI YCTAHOBIICHHOTO CpOKa ux xpaHenus. [Ipu stom cremny-

€T Y4YCCTb, YTO psAd JOKYMCHTOB II0 IMYHOMY COCTaBYy MOJKCT OBITH OTHECEH K J0-

! B cOOTBETCTBHY C 3aKOHOATENECTBOM HAYANIO TPYIOBOMH JEATETHHOCTH BO3MOKHO MO JOCTIDKCHNH 14 JIeT, a Bb-
XOJ] Ha IEHCHUIO0 — 1o gocTmkernu 60 net. Hanpumep, 11 pabOTHUKOB, yXoasmux Ha neHcnto B 2014 r., Heobxo-
JIMMBI TOKYMeHTHI, HaunHas ¢ 1967 r. (60 net — 14 et = 46 net. 2014 — 46 = 1968. Tonpaeka B 1 rox gaet 1967
roju).
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KYMEHTaM IIOCTOSIHHOTO CpPOKa XpPaHEHHUs 10 UCTEYEHHUS! YCTAaHOBJIEHHOI'O CpPOKa
XpaHEHUS.

JIOKyMEHTBI MO JINYHOMY COCTaBY MOJPa3JeistOTCA Ha JOKYMEHTBI MOCTO-
SHHOTO M JOKYMEHTBl BPEMEHHOIO CPOKOB XpaHEHHs. PackpblBaeTcsi OTMETKa
«OIIK» B nensix onpeaesieHus LIEHHbIX TOKYMEHTOB, TEM CaMbIM IOMOJIHIETCS CO-
CTaB JIOKYMEHTOB, OTHECEHHBIX paHee K IOCTOSIHHOMY CpPOKYy xpaHeHus. Pabora
npoBoautcs apxuBoM, [[OK (OK) opranuzainuu, rocynapcTBEHHbIMU, MYHUIIH-
najgpHbIMUA apxuBamu, JIIK yrnmoaHoOMO4YeHHOro opraHa MCIIOJTHUTEIBHOM BIACTH
cyobekta Poccuiickoit denepannu B o6iactu apxuBHoro jaena, JIIK dbenepanbao-
ro rOCy/1IapCTBEHHOTO apXUBa.

4.2. OnpefenieHHbIE IEPUO/IbI BPEMEHHU, TPEOYIOIIHE 0CO00i OCTOPOKHOCTH
pu 0TOOpE TOKYMEHTOB TI0 INYHOMY COCTaBY, OMPEEISIIOTCS Ha OCHOBAaHUU KPH-
TEpUEB: BPEMEHU CO3JaHUs TOKYMEHTOB, 3HaueHUsl MH(MOpPMAIUH, CoJepKalencs
B JIOKYMEHTaX, MOJHOTHl KOMIUJIEKCA JOKYMEHTOB, CTENEHU COXPAHHOCTU JIOKY-
MeHTOB. K M3yueHHIO IOKYMEHTOB JIJIsl ONPEIECTCHUS 3HAUUMBIX TIEPUOJIOB BpeMe-
HU, TpeOYIOIUX 0CO00H OCTOPOKHOCTU MPU 0TOOPE TOKYMEHTOB 110 JIMYHOMY CO-
CTaBy, MPUBIICKAIOTCS CICIMAINCTHI APXUBHBIX YUPEKICHUN, HAYIHBIX, YICOHBIX
opranuzauui u ap. Ix npennoxenus: paccmarpupatorcs JIIK opraHoB ncnosiHu-
TeNbHOU BlacTu cyobekTa Poccuiickoit ®Denepanuu B 00JaCTH apXUBHOTO Jea,
OIIK denepanbHbIX TOCYIAPCTBEHHBIX APXUBOB.

[Tpu mpoBeeHnn SKCIEPTU3BI IIEHHOCTH JOKYMEHTOB 10 JUYHOMY COCTaBY
3a paHHHE TNEPUOJbl BPEMEHH, TPEOYoIIue 0CO00M OCTOPOXKHOCTU MpU OTOOpE,
OTHECEHHBIE K 75-JIETHEMY CpPOKY XpaHeHus ¢ otMerkoil «IIIK» mo coorBerct-
BYIOIIIMM II€PEUHSM, MOTYT OBITh BKJIIOUEHBI B cOCTaB ApxuBHOTO (oHaa Poccuii-
ckoit denepard B TMOJHOM O00BEME HJIM BBIOOPOYHO IO PEIICHHUIO COOTBETCT-
Bytomeit DIIK. B kax10M rocy1apcTBEHHOM HWJIM MYHHIIUIIAJbHOM apXUBE MOTYT
pa3padaTbIBaThCSI CAMOCTOSITENIbHBIE METOJUKHA OTOOpa JOKYMEHTOB MO JINYHOMY
cocTtaBy B coctaB ApxuBHoro ¢onna Poccuiickori denepanyii IpUMEHUTENIBHO K

Pa3HOIINIAHOBBIM q)OHHaM.
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4.3. Ilo nokymeHTaM yBOJIUBIIMXCS (YBOJECHHBIX) paOOTHHUKOB 3a BCE XPO-
HOJIOTUYECKUE NIEPUOABI BPEMEHH, C YUETOM TeX, KOTOpbIe TpeOyIT 0C000i 0cTO-
POKHOCTH MPU OTOOpE, MPOBOAMUTCS IKCIEPTU3a HEHHOCTH JOKYMEHTOB IO JUY-
HOMY COCTaBYy Ha OCHOBAHHMH OOIIMX U JOMOJIHUTEIbHBIX KPUTEPUEB IKCIEPTU3HI
LEHHOCTH.

B nepByro ouepenp MoaBepraroTcs IKCIEPTU3E LIEHHOCTH JIMYHBIE Jelia pa-
OOTHUKOB W B3aUMOCBSI3aHHBIE C HUMHU JOKYMEHTBI (IIpHUKa3bl, JIMIEBbIE CUETa,
KapTOYKH yueTa paOOTHUKOB).

[Ipu 3TOM HCHOJB3YIOTCS: CBEACHHS NMPUKA30B, JOTOBOPOB, IITATHBIX pac-
NUCaHUM M PacCTaHOBOK, KapTOYEK yueTa pabOTHHUKOB, CIIMCKOB, HArpaJHBIX J0-
KYMEHTOB U Jp.

K 4ncity TOKyMEHTOB IOCTOSIHHOTO CPOKA XPAaHEHHUS! OTHOCSTCS TOKYMEHTBI
PYKOBOJSIIETO COCTaBa; JOKYMEHThl paOOTHHUKOB TBOPYECKUX M PEIAKUX Mpodec-
cuil; mpencraBuTenell npodeccHoHaIbHBIX (TPYAOBBIX) NWHACTUN; PEIpPECCHPO-
BaHHBIX U 3aTEM PeaObUIUTHPOBAHHBIX JIHI. YUUTHIBAIOTCS 3aCIyrd paOOTHUKOB B
OOLIECTBEHHON U Jpyrux cdepax AesTeIbHOCTH, a TaKXKe CTaX padOThl B KOH-
KpPETHOI OpraHu3aliy B LEJIOM U B Han0oJiee 3HAUMMbIE JIJIl OpraHru3alii NepHo-
Il BpeMeHH. OneHUBaeTCsl HE TOJbKO 3HAu€HHWE MHGPOpPMAalMU JTOKYMEHTOB MJIs
KOHKPETHOT'O JIMIA, HO W JUIsl OpraHU3allK B LIEJIOM, a TAaKXKe CBEJACHHI 00IIero
XapakTepa.

JlanHble JOKYMEHTBI OTMEUaroTCsl (ITyTeM CIeNHabHON HAaKJIeHKH — MoJioc-
K1 Oymaru omnpeaereHHOro LBeTa) MpH nepeaadye JOKyMEHTOB B apXUB OpraHU3a-
IIUM 110CJI€ YBOJIbHEHUSI pabOTHHKA, @ TaKXKe BKJIIOYAIOTCS B OMUCH 1€ MOCTOSH-
HOT'O XPaHEHHUs 10 JINYHOMY COCTaBY IPHU YHOPSAJOUYECHUU IOKYMEHTOB 32 COOTBET-
CTBYIOLIUE TOBI.

4.4. TlpumeHeHne BBIOOPOYHOTrO MpUEMa TOKYMEHTOB MO JUYHOMY COCTaBY
SBIIAETCS JIOMOJIHEHUEM K OTOOpPY JOKYMEHTOB Ha OCHOBAaHUMU KPUTEPUEB LIEHHO-
CTH.

IIpoBenenue BHIOOPOYHOrO IMpHEMa LIEHHBIX JOKYMEHTOB I10 JUYHOMY CO-

CTaBy OT ONPEACIICHHBIX OpraHU3aluid OCYIIECTBISETCS C YU€TOM KPUTEPUEB: PO-
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JM OpraHu3alyy CPeAM IPYTrUxX OpraHUu3aluid Ha JAHHON TEeppPUTOpPUHU, OCOOEHHO-
CTel TeppPUTOPUHU, HA KOTOPOW HAXOJUTCA OpraHU3alMs, 3HAUMMOCTH HH(OpMa-
WU, COJepKalleiics B JOKYMEHTaX, MOBTOPEHUS MH(OpMAIMU B APYrUX JOKY-
MEHTaX OpraHU3alnH.

Ncnonb3ytoTes: CUCKU UCTOYHUKOB KOMIUIEKTOBAHUSI apXUBa, IOKYMEHTHI
10 y4eTy (POHJOB apXMBOB, CIPAaBOYHHUKH, CTATUCTHYECKHUE IOKYMEHTHI H JIp.

K uucny Takux opraHuszaiuii MOTYT OBITh OTHECEHBI: TPa000pa3yoIIne op-
raHu3aluy, HanboJiee KpyIHble OpraHu3aliy, OpraHu3aluu-IpeICTaBUTENN Hau-
0oJiee TUIMYHBIX JIJIS1 JAHHOW TEPPUTOPUH OpraHU3aluid U Ap.

4.5. JIOKyMEHTBI 10 JUYHOMY COCTaBy (POPMHUPYIOTCS B JieJia B COOTBETCT-
BUU C YCTAHOBJIEHHBIMU MpaBwiiaMu. OCHOBHbIE MpU3HAKUA (POPMUPOBAHMS JIET: B
JIEJI0 MIOMEMAI0TCA JJOKYMEHTBI OJJHOIO XPOHOJOTHYECKOI0 nepruoza (Kpome nepe-
XOJISAUTUX JIeJT); B I€TI0 TTOMEIIAI0TCSl JOKYMEHTHI 110 OJJHOMY BOIIPOCY (OJHOTO pa-
OOTHHKA); B JIeJI0 TOMEIIAIOTCSL JOKYMEHTBI OJHOTO cpoka xpaHeHus. O0beM no-
KYMEHTOB B JIeJIe HE MOKET MpeBbIaTh 250 JIKCTOB NpH TOJIIUHE B YETHIPE CaH-
TuMeTpa. bonbime mo o6beMy jenna pa3ouBarOTCs Ha ToMa (4acTH).

[Tpu GpopmMupoBanuu A€ HEOOXOAMMO MPOBEPUTHh HATMINE OCHOBHBIX PEK-
BU3UTOB O(OpPMIICHUS TOKYMEHTOB (BH/a JOKYMEHTa, HOMEpa, JAaThl, MOJIUCU U
JPYTUX PEKBU3UTOB), 0€3 HATUYUS KOTOPBIX HCIOJIb30BAHUE IOKYMEHTa HEBO3-
MOHO.

4.5.1. ®opMupoBaHUE OTACIBHBIX J€]1 MO JUYHOMY COCTABY UMEET OCOOEH-
HOCTH.

IIpuka3bl, pacnopsizkeHHs 10 JIMYHOMY COCTaBYy (O MpueMe Ha paboTy, Ie-
peBojie, YBOJIbHEHUH, TOOUIPEHUH U JIp.) GOPMUPYIOTCS B OT/AENIbHBIE JIeja M0 Ka-
XKI0MY roay. BHyTpu fena JOKyMEHThI pacioJiaratoTcsi o XPOHOJOTHH B MOPSIKE
HOMEPOB, MOJIYYEHHBIX B TEUECHHE KaJEHAAPHOTO roja. JIOKyMEeHThI, SIBUBIIMECS
OCHOBAaHMEM ISl M3/IaHUs NTPUKa3a U HE BOUIEAIINE B JIMYHBIE Aea, (POPMUPYIOT-

Cia OTACJIBHO.
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OTtnenpHO (GopMUPYIOTCA Jiefa ¢ MPUKa3aMu (PacnopsizKeHUsIMH) O TIpe-
JOCTABJIICHUH OTIIYCKOB, B3BICKAHMSX, AECKYPCTBAX, KPATKOCPOYHBIX POCCUHCKHMX
KOMaHIUPOBKaX.

Ecnu B opranusanuu npuKasbl 10 OCHOBHOW JEATEIBHOCTH U 0 JIUYHOMY
COCTaBY BEJIUCh COBMECTHO C BajJOBOW HyMepalUeid, TO IPOBOJIUTCS IOJIMCTHAS
HKCIIEPTU3a EHHOCTH JOKYMEHTOB, B pPe3YyJIbTaTe€ KOTOPOU MpHUKa3bl (POPMHUPYIOT-
Csl B pa3HbIe JieJla B COOTBETCTBUU CO cpokamMu XpaHeHus. OcobeHHoctu hopmu-
pOBaHUs JIeJ1 OTOBAPUBAIOTCS B UCTOPUUYECKOM CIIpaBKe (IIPEAUCIOBUN) K OITUCH.

JInuHble KapTOUKH (HOPMUPYIOTCS B OTHAENBbHBIE Jena Mo andaBuTy (aMu-
Juil. B OTHENbHBIX CiIy4asx JOIyCKAaeTCs BBIACICHHUE JIMYHBIX KapTOYEK PYyKOBO-
JISIIIETO COCTaBa B CAMOCTOSATENBHBIC Jieiia (MIPH OOJIBIIIOM KOJIMYECTBE TAKUX JC).

JInuHble gesa SBISIFOTCS KOMIUIEKCOM JTOKYMEHTOB, COJAEPKAIINUX CBEACHUS
0 paOOTHMKE U €ro TPYAOBOM AEATEIbHOCTH.

B nuynoMm nene copepikarcs: mpukasbl (KOMKUM), aHKETA, 3asBJICHUs, TPY0-
BOI JOrOBOp, KOMHUH JIMYHBIX JOKYMEHTOB, JOKYMEHTHI 00 aTTecTaluu (mepearre-
CTalllM), UHIUBUAYaJIbHbIE TOJDKHOCTHBIE MHCTPYKIMU U Ap. JIOKyMEHTHI B JIUY-
HOM JIeJIe PacnoJlaraloTcs B COOTBETCTBHM C XPOHOJOTMEH MX CO3JaHUs, HO Iep-
BBIMH M TIOCJIEIHUMU SIBJIIOTCSI KOIIMH IPUKA30B O MpreMe/yBOJIbHEHUU PAaOOTHH-
Ka.

HenomyctuMo co3paHue Tak Ha3bIBAEMBIX «HAPSAOB» JIMYHBIX JI€], KOrja
pSAI JIMYHBIX JIed CIIMBAIOTCA B OAHO €10, T.K. HApYLIAIOTCS OOIIMe MpU3HAKU
(bopMHpOBaHUA J€1 U MOPSAOK padOThl ¢ KOHUAECHIUATBHBIMHU JOKYMEHTAMU.

JInueBbie cuera pabOTHUKOB (GOPMHUPYIOTCS B JieJia C YYETOM CIEAYIOIINX
OOIIMX MPU3HAKOB: XPOHOJIOTHH, ajdauta haMuinii (Ha KPyIHBIX MPEIIPUSTHIX
MOTYT (hOPMUPOBATHCS U 10 CTPYKTYPHBIM To/ipa3aeneHusM). Kak mpaBuiio, K Ju-
LEBBIM CUETAM MPHJIaratoTcs Mudpbl MPOU3BOJICTB, LIEXOB, OT/AEIOB.

TaGenun u Hapsiabl ydyera padodero BpeMeHH (HOPMHUPYIOTCA MO CTPYK-
TYPHBIM MOAPA3ACICHUAM, aN(aBUTy HaMUIHA U XPOHOIOTHH.

KapToukn yyera paboTHUKOB (POPMHUPYIOTCS B JI€Na 110 AaT€ YBOJbHEHUS U

andaButTy QpamMuiImii.
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JlIokyMeHTBbI 00 aTTecTalluM, YCTAHOBJICHUU KBaIM(pUKAIUU (aTTecTallu-
OHHBIE JIUCTKN) (POPMUPYIOTCS U XPAHATCS B COCTABE JIMYHBIX JCJI.

AKTBI 0 HECHACTHBIX CJIy4asixX GOPMUPYIOTCS 1O XPOHOJIOTHUHU, aKThl O He-
CYACTHBIX CITy4asiX CO CMEPTEIbHBIM UCXO0M (POPMUPYIOTCS B OT/ICTBHBIC JIeTa.

HeBocTpeOoBaHHbIe TPYI0Bble KHHXKKHM XPaHATCS 10 alipaBuTy haMuuit
U KaXJ1ast U3 HUX SIBJISIETCS CAMOCTOSATEIIbHOU €IMHUIICH XpaHEHUS.

4.5.2. Odpopmienue aen mo JUYHOMY COCTaBY MPEACTABISIET COOOM KOM-
IJIeKC paboT MO MX TEXHUYECKOW oOpaboTKe, BKIIHOYAIOIIUNA: MOAIIMBKY (mepe-
IJIET) JeJ, HyMepaluio JIMCTOB Jejia, COCTABJICHUE 3aBEPUTEIbHON HAJIUCH, CO-
CTaBJICHHE, B HEOOXOJMMBIX CiIy4asX, BHYTPEHHEW ONUCH JOKYMEHTOB Jea,
odopmiieHHE O0JI0XKKH Jea.

4.5.2.1. Jlena nmoamuBaroTcs B 4 MpOKojda B TBEPAYIO OOJOXKKY, U3 Jena
yAQIAIOTCS BCE MOCTOPOHHUE MPEAMETHI (CKpPENKH, 3aKiIaaku U ap.). HeBoctpebo-
BAaHHBIC JIMUYHbIC IOKYMEHTHI (aTTECTAThl, JUIIJIOMbI) BKJIAQJILIBAIOTCS B KOHBEPT U
MOJIIMBAIOTCS B Jieso. B KoHIle aena momamuBaeTcss OJaHK JucTa 3aBepurtens. B
HEOOXOJIMMBIX ClTydasX B Hadayie Jiejia TMOJIIMBAeTCs OJIaHK BHYTPEHHEH OMUCH
JIOKyMEHTOB, TJI€ TIEPEUYHCIISIOTCS BUABI JOKYMEHTOB U JINCTHI, HA KOTOPHIX HAXO-
JISITCSL IOKYMEHTBHI.

4.5.2.2. Bce mucThl Aena, KpoMe JUCTOB BHYTPEHHEH OIMKMCH W JINCTA 3aBe-
pUTENsl, HyMEPYIOTCS B Pa3BEPHYTOM BHJIE B TPABOM BEPXHEM YTy MPOCTHIM
(rpaduTHBIM) KapaHaIoOM WU HyMepaTopoM. [loammTeie B 1€710 KOHBEPTHI TaK
e HyMepyloTcs (CHauaaa KOHBEPT, IIOTOM IO MOPSIJIKY BCE BIOXKCHHUS).

4.5.2.3. 3aBepuTenbHas HAAMUCh COCTABIISIETCS TOJIBKO Ha OTACIBHOM JIHC-
Te-3aBEpUTEsIe M0 YCTAaHOBJICHHOU ¢dopme. 3amperiaeTcsi BBIHOCUTh €€ Ha 000poT
MIOCJICTHETO IOKYMEHTa MiIu 000Ky nena. OHa BKIIFOYAET CBEACHUS O KOJIMUIECT-
BCHHBIX MMapaMeTpax Jieia U UX OCOOCHHOCTSX (JIMTEPHBIC JIMCTHI, MPOMYIIICHHBIC
JIUCTBIL, TUCTBI C 000POTOM, KOHBEPTHI).

45.2.4. Jlna ydera NOKyMEHTOB OIPENEICHHBIX KAaTErOpHil Aen (JIUYHBIX

JCIT U I[p) COCTAaBJIAACTCA BHYTPCHHAA OIIUCh NOKYMCHTOB, KOTOpPAasa COACPIKUT CBC-
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JIEHUSI O MOPSAJIKOBBIX HOMEpax JOKYMEHTOB B HEW, UX MHJEKCAX, J1aTax, 3arojoB-
Kax 1 HOMEpax JIMCTOB JIeNa, HA KOTOPBIX PACIOJI0KEHBI ITH IOKYMEHTBHI.

K BHyTpeHHEH omucH COCTaBISETCS UTOTOBas 3alUCh, B KOTOPOH YyKa3bIBa-
eTcs UppaMu U IPOMUCHI0 KOJUYECTBO BKIIOUEHHBIX B HEE JOKYMEHTOB U KOJIU-
YECTBO JIMCTOB BHYTPEHHEH onucH. BHYTpeHHss onuch NOANUCHIBAETCS €€ COCTa-
BUTEJIEM C YKa3aHHUEM JIOJKHOCTH U J1aThl COCTABIICHUS.

IIpn m3MeHeHun cocTaBa OKYMEHTOB Jiena (M3bATHH, BKIIOYEHUU JIOKY-
MEHTOB, 3aMEHE MX KOINUSIMH) OHU OTpaxkatoTcs B rpade «IIpumeuanue» co CHO-
CKOM Ha HOMepa BHYTpeHHeH omucH. MoeT ObITh COCTaBJl€HAa U 0co0asi OMHCH
ATUX U3MEHEHUN.

4.5.3. O0no0xKa Aena no JUYHOMY COCTaBY COJECPKUT CIEAYIOINE PEKBU3U-
THI:

- HaMMEHOBaHHE OpraHU3allui, €€ MECTOHAXO0XKJEHUE, TOAYNHEHHOCTh, Ha-
MMEHOBaHUE CTPYKTYPHOTO TOJIpa3ICIeHUS;

- UHJIEKC JIeNa;

- apXHUBHBIN mudp Aena;

- 3ar0JIOBOK JIENIA;

- KpallHUE JaThI JIEIIA;

- KOJIMYECTBO JIUCTOB JEIIa;

- CPOK XpaHEeHHus Jena.

[Ipu 5TOM HaMMEHOBaHUE OPraHU3alMU YKAa3bIBAETCS MOJHOCTHIO, B UMEHHU-
TEIBbHOM TaJekKe, ¢ yKa3aHUEM IOJIHOIO HaWMEHOBAHMS OpraHU3alllud, KOTOPOU
OHa HEMOCPEACTBEHHO NOJUYMHEHA, TaK )K€ B MMEHHUTEIBHOM majexe. Ecim cama
OpraHu3alys WK BbIIIECTOAIAs OpraHu3alus UMEIOT 0QUIIUAIBLHO MIPUHSATOE CO-
KpalleHUe HAauMEHOBAHUS, TO OHM YKa3bIBAIOTCS B CKOOKax MOCJE MOJIHOIO Ha-
UMEHOBAHUS.

4.5.4. Ilo pe3ynpTaTaM 3KCHEPTU3bI LIEHHOCTH TOKYMEHTOB 10 JIMYHOMY CO-
CTaBy COCTAaBIISIOTCS OMHCH e (JIOKyMEHTOB) M aKThI O BBIJIEICHUHN JOKYMEHTOB

K YHUYTOXCHUIO, HC ITOAJIC)KAIIINX XPAHCHHILO.
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4.5.4.1. JTokyMEHTBI MO JINYHOMY COCTaBY MOCTOSSHHOTO CpPOKa XpaHEHHs

BKJIFOYAIOTCSl B OTJIEJbHBIE ONUCH, T.K. B COOTBETCTBUU C JIEUCTBYIOLIUM 3aKOHO-

JATEIbCTBOM JaHHBIE JOKYMEHTHI JOJIKHBI XpPaHUTHCS B OpraHU3alMM 0 nepeaa-
41 B rOCY/IaPCTBEHHBIC, MyHHIIMIAIbHbIC apXHBBI 75 ert.’

[Ipu cocraBiaeHun onucel el 0 JUYHOMY COCTaBY BPEMEHHOTO XPaHECHUS
3a psAl JET, XpaHAUIMXCs B apXUBaxX KPYIMHBIX OpraHU3aluid UM apXUBHBIX (DOH-
JlaX TaKWX OpraHu3aluil, HaXOJAUIMXCS B TOCYIapCTBEHHBIX, MyHHIIMIAIBHBIX ap-
XUBaX, CIEAYET PEIIUTh BOMPOC O LIEIECOO0Pa3HOCTH CO3/IaHUsS CBOJHOM ONHUCU
(omuceid) 1€ MO JTMYHOMY COCTaBY 3a BECh MJIM HECKOJIBKO XPOHOJIOTHYECKUX ITe-
pUOMOB.

4.5.4.2. CucreMaru3aiys 3arojoBKOB JIeJ B OMKUCH, KaK IPaBUIIO, OCYIIIECT-
BJISIETCS B COOTBETCTBUU C XPOHOJIOTMYECKOW WM XPOHOJOTHYECKU-CTPYKTYPHOU
cxemoi mocTpoeHusi (oHAa, MPU KOTOPOH paszjesiaMu OMUCH SIBISIOTCS TOMbI, a
NoJIpa3/ielaMy — Ha3BaHUS CTPYKTYpPHBIX MOAPA3ACIICHUN, B KOTOPHIX 00pa3oBa-
JUCh WIN OTJIOKWINCH TOKYMEHTBI IO JIMYHOMY COCTaBy. B OTHENBHBIX Cilydasx
BO3MOXHO TNMPUMEHEHHE HOMHUHAJIBHOTO MpUHIMUIA (OPMHUPOBAHUS JOKYMEHTOB
10 INYHOMY COCTaBYy.

4.5.4.3. T'ooBoi1 paznen OmucH Jieid Mo JUYHOMY COCTaBy BPEMEHHOTO Xpa-
HEHUs1 COCTaBJISIETCS IO YCTaHOBJIEHHOU (popme, nanHou B [IpaBunax.

[Tpu 3anonHennn Gopmbl onucH cieryeT 00paTuTh 0cob0e BHUMaHUE Ha TO,
4yTO B Tpade «CpoK XpaHEHHs» HJs JAHHOTO BHJA JIOKYMEHTa (Zejia) CTaBUTCS
CPOK XpaHEHHUs, MPEeyCMOTPEHHbII JEHCTBYIOIUMM B TOT nepuoa Ilepeunem Tu-
HOBBIX JJOKyMEHTOB.

3aroyioBKM JIeJ1 B OMKCH JIEJ MO JIMYHOMY COCTaBY PacroJiaraloTcs o HOMHU-
HaJIbHOMY IIPU3HAKY B CIEAYIOIIEH MTOCIEI0BATEIbHOCTH:

- TIPUKa3bl, PACHOPSIKEHNUs, IOCTAHOBJIEHUS, YKa3aHUs 110 JIMYHOMY COCTa-
BY,

- CIIMCKH JIMYHOI'O COCTAaBa,

! Vnpasnenueckue JOKyMEHTbI TOCTOSHHOTO CPOKA XPAHEHHS XPAHATCS B OPraHU3ALMAX 10 TIEPEau B roCyIap-
CTBEHHbIE, MyHUIIUIAIbHbIE apXUBBI COOTBETCTBEHHO 15, 10 u 5 ner.
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- JINYHbIE KAPTOYKU PAOOTHUKOB;

- TWYHbBIC JIea;

- TPYJOBBIE IOTOBOPBI;

- JINLIEBBIC CUETA;

- pacyeTHbIEC BEIOMOCTH;

- HEBOCTPEOOBAHHBIE TPYIOBbIE KHIXKKHU U JIP. JIMYHBIE JOKYMEHTHI;

- TOKYMEHTHI 110 aTTECTAINH, TIOBBIIIICHUIO KBATHU(UKAIIHIH.

Hexotopele BUABI JOKYMEHTOB, 00pa30BaBIIMECS B OpPraHU3AIMSAX B 0OJIb-
mux o0beMax (JIMYHbIE JIe1a, TUYHBIE KAPTOUKH, TPYJOBbIE KHUAKKH) MOTYT BBbIJIe-
JSITHCS B CAMOCTOSITEIbHBIE ONUCH. JInuHbIe Aena (JIMYHbIe KAPTOUKU) BHOCATCS B
OMKCH TI0 TOJy YBOJIbHEHUS JIMIIa, HA KOTOPOTO OHU OBUIM 3aBEJICHBI, U CHUCTEMa-
TU3UPYIOTCA 110 aaBuUTy GaMuUiIHii.

4.5.4.4, K 3aKOHYECHHON OIMMCH JeJ] IO JIMYHOMY COCTaBy B 0053aT€IbHOM
NOPAJIKE COCTABJISIETCS MPEAUCIOBHE, OIVIABIEHHE, CIMCOK COKPALIEHHBIX CJIOB,
TUTYJIbHBINA JIUCT, MOPSAJIOK COCTABJICHUS KOTOPBIX AHAJIOTMYEH MOPSIKY HX CO-
CTaBJICHUSI B OMUCIX MOCTOSTHHOTO XpaHeHus. [Ipn HE0OX0AMMOCTH MOTYT COCTaB-
JSATHCS YKA3aTeln K OMUCH.

[Ipu cocraBieHnn onMuUCeH AeI MO JIMYHOMY COCTaBY MOCTOSTHHOTO XpaHEHUSs
CJIEyeT COCTaBJISITh K HUM OTJEIbHBIC TPEAUCIOBUS, B KOTOPHIX ObLIN Obl yUTECHBI
BCE OCOOCHHOCTH U CTieIM(PUKA IIOCTPOCHHSI OTMCH, COCTAaBa IOKYMEHTOB, UX TI0JI-
HOTa U T. 1.

[Topsimox odopmiieHHs] 3aKOHUEHHOW CBOJHOM ONMuCH (Omuceid) Ael 1o Juy-
HOMY COCTaBY aHAJIOTHYEH MOPSIAKY 0(hOPMIICHHSI OTTMCEN TOCTOSTHHOTO XPaHEHUSI.

CBOJIHBIC OIUCH JIeJI MO0 JUYHOMY COCTaBY MOCTOSIHHOTO W BPEMEHHOTO
XpaHEeHUs, COCTABJICHHAs MOCIE MPOBEICHUS IKCIIEPTU3bI IEHHOCTH TOKYMEHTOB B
opranu3zanuu nociue paccmorpenus ee IOK (OK) opranuzaiuu, moaiexuT yTBep-
xaeHuto (cornacoBanuio) OIIK cOOTBETCTBYIOLIErO YMOIHOMOYEHHOTO OpraHa
WCIIOJIHUTETHLHOM BiacTH cyobekTa Poccuiickoit deneparinu B 001acTH apXUBHOTO

nena, I1IK dbenepanbHOro rocy1apcTBEHHOTO apXHUBa.
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[Tocnie coctaBieHus: (YCOBEPIIEHCTBOBAHUS) OMMCEH J€1 MO JIUYHOMY CO-
CTaBY MOCTOSIHHOTO M BPEMEHHOTO XPaHEHUS], HAXOJSALIMXCS HA XPAHEHUH B TOCY-
JTAPCTBEHHOM, MYHHUIIMIAJIBLHOM apXHBE, OHU TAKXKE JOJDKHBI YTBEPXKAAaThCs (cCo-
riacoBbiBatbest) DK ymomHoMOUYeHHOTO opraHa MCHOJHUTEIBLHON BIACTH CyOh-
exkta Poccutickoit ®deneparuu B obinactu apxuBHoro nena, DIIK deneparbHoTO
roCyJIapCTBEHHOTO apXHBa.

4.5.4.5. CocTaBiieHUE aKTOB O BBIJCICHUU K YHUUTOKEHUIO JOKYMEHTOB IO
JUYHOMY COCTaBYy, HE IMOJUICKAIINX XPAHEHUIO, SIBJISICTCS 3aKIFOYUTEIbHBIM 3Ta-
MIOM PKCTIEPTHU3bI IIEHHOCTU JJOKYMEHTOB.

AKTBI COCTaBJISIFOTCSL TOJIBKO IMOCJIE MPOBEJACHUS ONMKUCAHUS TOKYMEHTOB IO
JUYHOMY COCTaBY, BKJIIOUEHHUSI JIOKYMEHTOB B COOTBETCTBYIOIIME OMKCH JIE] U UX
corjgacoBaHus (YTBEPKIACHUS).

AKTBI COCTaBIISIFOTCS, KaK MPAaBUJIO, HA BCE JOKYMEHTHI 110 JUYHOMY COCTa-
BY, OTJOXXHUBIIUECS B PA3IMYHBIX CTPYKTYPHBIX MOAPA3JCICHUSX OpraHU3alluHu,
WIM HaMpaBleHUN JESITENBHOCTH (KaJpoBoe obecredeHue, OyxraiaTepus, oXpaHa
TpyJa U T. JI.) 1 BHECCHHBIX B paHEe COCTABJICHHBIC OIMKCH I TI0 JUYHOMY COCTa-
BY BPEMEHHOTO XpaHEHUSI.

Ha3BaHne KaXIoro CTPYKTYpHOTO MOApPA3JEiCHUs YKa3bIBaeTCA IMEPEN
TPYIION 3aroJIOBKOB JIeJl 3TOr0 MoApa3jeieHus (moapasiena OMucH). 3aroJoBKU
OJTHOPOJHBIX JIeT MOTYT BHOCUTHCSI B aKT MOJI OOIIMM 3aroJIOBKOM, C YKa3aHHEM
KOJIMYECTBA JIeJl, OTHECEHHBIX K JAHHOM TPYIIIE.

JIOKyMEHTBI BKJIIOYAIOTCSI B aKT, €CIU MPEAyCMOTPEHHBIM I HUX CPOK
XpaHEHUs UCTEK K | siHBaps rojia, B KOTOPOM COCTABJISIETCS aKT.

4.5.4.6. AKT O BBIJICJICHUM K YHUYTOXKCHHUIO ApXWUBHBIX JOKYMEHTOB, HE
MO/IJICKAIMX XPAHEHUI0, COCTABISIETCS CTPOro mo ¢dopme, ycraHoBieHHO# [Ipa-
BUJIAMH.

4.5.4.7. IIpn cocTaBlIeHUH aKTOB O BBIACICHUHU K YHUUTOXKEHHUIO JTOKYMEH-
TOB, HE MOJICKAIINX XPAHECHUIO, CIEAYET PYKOBOJICTBOBATHCS TOJBKO TEMHU HOP-
MATUBHBIMU JOKYMEHTaMH (NIEPEUHSIMU THUIIOBBIX JOKYMEHTOB), KOTOpPbIE JIEHUCT-

BOBaJIM B IICPpHOJ, KOrga CO3JaBajiuCb AJOKYMCHTHI IIO JIMYHOMY COCTaBYy, BKIIIO-
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yeHHble B akT. Hanpumep, [lepeuens TnnoBeix nokymeHToB 1989 . HenpaBomep-
HO MCIOJIb30BATh [IJI1 OCHOBAHMS BKJIFOYEHUS B AKT JOKYMEHTOB, CO3/1aBaBILINXCS
B 1940-1970 rr. B 00s13aTeIbHOM MOPSIJIKE B aKTE JOJDKHO OBITh YKa3aHO, YTO OIH-
CH JI€JI IOCTOSTHHOTO XPAHEHMS], B TOM YHUCJIE U OMHUCH JEJ OCTOSSHHOTO XpaHEHUs
[0 JIMYHOMY COCTaBY 3a 3TU T'OAbl YTBEP)KJICHBI, 4 [0 JUYHOMY COCTaBY BPEMEH-
HOro xpaHeHusi cornacoBanbl ¢ DIIK opraHa MCHOJHUTENBHOW BIACTH CyOBEKTa
Poccuiickoit deneparuu B ob6aactu apxuBHOro aAena, DIIK denepanbrOro rocy-
JAPCTBEHHOT'O apXHBa.

4.5.4.8. Ecnmu 1OKyMEHTBHI HaXxOJWJINCh HA XPAaHECHUH B BEJIOMCTBEHHOM ap-
XUBE, TO aKT O BBIJACIICHUN K YHUUYTOKEHUIO JOKYMEHTOB, HE MOJJIEKAIINX XpaHe-
HUIO, paccMatpuBaeTcs U cornacoBbiBaeTcs DK (IIDK) opranuzanuu u yrBepxkaa-
eTcsl ee pyKoBoauTesneM. Eciii akT cocTaBiieH MO pe3yJjbTaTaM MPOBEAEHUS 3KC-
MEPTU3bI LIEHHOCTU B TOCYJaPCTBEHHOM, MyHUIIMIIAJIBHOM apXHBE, TO OH paccMar-
puBaercs u yrepxaaercsa I1IK ynosHOMOYEHHOTO OpraHa UCIIOJIHUTENBHOMN Bila-
ctu cyobekTa Poccuiickoit deneparuu B obmactu apxuHoro nena, DIIK dene-
PaJbHOIO rOCYIAPCTBEHHOTO apXMUBA, a 3aTEM JUPEKTOPOM apXHBa.

4.5.4.9. AKT 0 BBIJICTICHUN K YHUYTOKCHHUIO JOKYMEHTOB, HE TOJJICKAIINX
XPaHEHHUIO, SBIISIETCS JTOKYMEHTOM CTPOTrOM OTYETHOCTH, ITOMELIAETCS B JIEJIO

dbonxa, rae XpaHUTCS MOCTOSHHO.
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Il Cobpanue 3axonomarenbcTBa Poccuiickoit denepamnmn.-2001.-Ne 51 (B pen. ot

02.07.2013).
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®denepanbHbIii 3aKk0H Poccuiickoit @eneparuu ot 15 mexabps 2001 Ne 167-
®3 «O06 00s3aTeILHOM TIEHCHOHHOM CTpaxoBaHuu B Poccuiickoit denepamumy //
CobOpanue 3akononarenbctBa Poccuiickoit ®enepanun.- 2001.- Ne 51 (B pen. ot
02.04.2014).

®denepanbHbii 3akoH Poccuiickoit deneparuu ot 17 mexadps 2001 No 173-
@3 «O tpynosix neHcusix B Poccuiickoit ®enepanuun» // Cobpanue 3akoHOIA-
tenbcTBa Poccutickoit deneparuu.- 2001.- Ne 52.-Y.1 (B pex. ot 28.12.2013).

®enepanbHblil 3akoH Poccuiickoit @eneparuu ot 22 oktsi6ps 2004 Ne 125-
@3 «O06 apxuBHOM Jene B Poccuiickoit denepanuny» // CobpaHue 3aKOHOIATEINb-
crBa Poccutickoit ®enepanuu .- 2004.- Ne 43 (B pen. ot 11.02.2013).

®enepanbhbiil 3akoH Poccuiickoit @eneparuu ot 27 utossg 2006 Ne 152-D3
«O mepcoHanbHbIX AaHHBIX» // CobpaHue 3akoHOmaTenbcTBa Poccuiickoit dene-
paruu.- 2006.- Ne 31.- U.1 (B pex. ot 04.06.2014).

®enepanbHbiil 3ak0H Poccuiickont @enepannn ot 24 nrons 2009 Ne 213-D3
«O Bayopu3anuu NMEeHCUOHHOTO KarwuTanay // CoOpanue 3akoHomatenscTBa Poc-
cutickoit denepanmu.- 2009.- Ne 30.

VYka3 [Ipesuanyma BepxoBrnoro Coseta CCCP ot 18 suBaps 1974 «O06 yu-
pexnaennn Mmenanu «Betepan Tpyna» / Begomoctu BepxoBuoro Cosera Coroza
Coserckux Comumanuctudeckux PecrmyOmuk.-1974.-Ne 4 (¢ w3M. W JOM. OT
28.12.1987).

Vka3 IIpesugenta Poccuiickoii @eneparuu ot 06 mapra 1997 No 188-D3
«O0 yTBEp)KIEHUU NEpPEeUHsl CBEIECHUN KOH(pUIeHUUaIpHOro xapakrepa» // Co0-
panue 3akoHojaarenbcTBa Poccuiickoit ®enepanuu.-1997.-Ne 10 (B pexn. ot
23.04.2005).

Vka3 IIpesunenta Poccuiickoit @enepannu ot 30 mast 2005 Ne 609 «O0 yt-
BepkaeHnH [loNoKeHHsI O MEePCOHANBHBIX JAHHBIX TOCYAAPCTBEHHOTO T'PaK/IaH-
ckoro ciysxamero Poccuiickoit @eaepannu U Be€HUU €ro Ju4Horo aena» // Co0-

panue 3akoHomarenscTBa Poccuiickoit ®eneparuu.-2005.-Ne 24 (B pem. ot
01.07.2014).
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ITocranosnenne [IpaBurensctBa Poccniickont @enepanun ot 24 nrosst 2002
r. N 555 «O6 yrtBepxkaenun [IpaBun mojcdeTa W MOATBEPIKISCHUSI CTPAXOBOTO
cTaka JJIS YCTAHOBJCHHS TPYIOBbIX meHcwity // CoOpaHue 3aKOHOAATEIbCTBA
Poccuiickoit @eneparun.-2002.-Ne 31 (B pen. ot 24.03.2014).

[TocranoBnenne Muntpyna P® u Ilencuonnoro ¢gonma Poccuiickoit dene-
pauu ot 27 despana 2002 r. Ne 16/19 ma «O06 yrBepxkaenuu llepeuns qokymeH-
TOB, HEOOXOAMMBIX JUIsl YCTAHOBJICHUS TPYAOBOW MEHCUH M TIEHCUU T10 TOCYIapCT-
BEHHOMY TNIEHCMOHHOMY OO€CIEUEHHUI0 B COOTBETCTBUM C (peiepaibHbIMHU 3aKOHA-
Mu «O TpynoBbeix neHcusx B Poccuiickon @enepamum» u «O rocyaapCTBEHHOM
NEeHCMOHHOM oOecnieueHuu B Poccuiickoit deneparnun» // bromiereHb HOpMaTHB-
HBIX aKTOB (eJiepalIbHbIX OpPraHoB McHoJHUTEIbHON BiacTH.-2002.-Ne 26 (B pen.
ot 12.03.2010).

[Toctanosnenne Muntpyna P® ot 30 urons 2003 Ne 44 «O6 yTBepkaeHUU
[TpaBun oOpaieHus 3a NEHCUEHN 3a BBICIYTY JIET (eAepaIbHbIX FOCYJapCTBEHHBIX
CITy’>KallluX, e¢ Ha3HaYeHHs U BeITLIATE // Poccuiickas razera.- No 168 ot 26 aBry-
cra 2003 (B pea. ot 19.02.2008).

[ToctanoBnenne ['ockomctata Poccun ot 05 staBapst 2004 Ne 1 «O6 yTBep-
XKJICHUM OCHOBHBIX ()OpM MEPBUYHON JOKYMEHTAIMH IO YYETy TPYy/a U €ro oIuia-
TeI» // Bromnerens Muntpyma P®.-2004.- Ne 5.

[Tpuka3z Munznpascoupazsutust Poccun ot 31 mapra 2011 r. Ne 258 «O0
yTBepxkaeHuu Ilopsiika MOATBEPKIAEHUS TMEPUOJ0B paldOThl, JAOIIEH MpaBo Ha
JOCPOYHOE HAa3HAYCHUE TPYAOBOM MEHCHH 1o ctapocti» // Poccuiickas razera.- No
5489 ot 27 mas 2011.

OcHoBHBIE MpaBuiia paboOThl BEAOMCTBEHHBIX apXUBOB.- M., 1985.

OcHoBHBIC MpaBwia pabOTH apXUBOB opranu3anuii.- M., 2003.

[lepedyeHb TUIOBBIX JOKYMEHTAJIBHBIX MaTEpPHAIOB, 00pa3yroNIUXcs B JAes-
TEILHOCTA HAPOJHBIX KOMHCCAPUATOB W JAPYTUX YUPEKICHUM, OpraHu3aluil u

npeanpustui Coroza CCP, ¢ yka3zaHneMm cpoka XpaHeHHs MaTepuanos.- M., 1943.
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IlepedyeHb TUIIOBBIX JOKYMEHTAJIBHBIX MaTE€pHalIOB, 00Opa3yloluxcs B Aes-
TEJIbHOCTH MUHHUCTEPCTB U APYIHX YUPEXKICHHUM, OpraHU3alMi U MPEANPUATHI, C
YKa3aHUEM CPOKa XpaHEeHUs1 MaTepualios.- M., 1957.

[lepedyeHb JOKYMEHTAIBHBIX MaTE€pPUAJIOB IO JINYHOMY COCTaBY IOCYIapcCT-
BEHHBIX, OOIIECTBEHHBIX M KOONEPATUBHBIX YUPEXKJEHUI, OpraHu3aluil U mnpea-
npustuii CCCP ¢ ykazaHueM CpoKOB XpaHEHHUs MaTepuanos.- M., 1963.

[lepeueHp TUMOBBIX JOKYMEHTAJIbHBIX MaTepUajoB, 00pa3yIoLIUXCs B Jies-
TEIbHOCTH MUHUCTEPCTB, BEIOMCTB U JPYTUX YUPEKICHUN, OpPraHU3alui U mpe-
NPUATHN, C YKa3aHHEM CPOKa XpaHEHUS MaTepuasios.- M., 1967.

[lepeueHp TUNOBBIX JAOKYMEHTOB, 0Opa3zyIOLIUXCA B JAESITEIbHOCTU T'OCKO-
MUTETOB, MUHUCTEPCTB, BEIOMCTB U JAPYTUX YUPEKICHUMN, OpraHU3alMi U mpea-
NPUSATUI, C YKa3aHHEM CPOKa XpaHEeHUs: Matepuaiio.- M., 1989.

[lepeueHp TUMOBBIX YNPaBICHUECKUX JOKYMEHTOB, OOpa3yrOIIUXCS B J€d-
TEJIBHOCTU OPTaHU3allnil, C YKa3aHHEM CPOKOB XxpaHeHus.- M., 2000.

[lepeueHp THUIMOBBIX YINPaBICHYECKUX ApPXMBHBIX JOKYMEHTOB, 00pazyro-
HIMXCcs B Mpolecce AesTeNbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIIPABJIEHUS U OpraHU3alvid, C YKa3aHUEM CPOKOB XpaHeHus.- M., 2010.

ITucemo PocapxuBa ot 08 oxTsa6ps 2004 Ne 3/1811-K, TId PD ot
05.10.2004 Ne I'b-25-25/10734 «O npunsartuu opranamu [IOP apxuBHBIX cripaBOK
Y KON JOKYMEHTOB, BBIJAHHBIX OPraHU3aLASIMI.

[IpaBuna opraHu3anuy XpaHEeHUs, KOMIJIEKTOBAHMS, y4€Ta U UCIOJIb30Ba-
HUSL TOKyMeHTOB ApxuBHOro ¢ponaa Poccuiickoit @enepannu U Ipyrux apXuBHBIX
JIOKYMEHTOB B FOCY/apCTBEHHBIX U MYHMIIMIIAJIbHBIX apXUBaX, My3edx U OuMOIuo-
TeKax, opranuzanusax Poccuiickoil akageMuu HayK, YTBEp>KIEHBI MpUKazoM MuH-
KynbTypbl Poccun ot 18 siuBapst 2007 r., Ne 19.- M., 2007.

MeTtoauueckie peKkoOMEeHAaluu o 0TOOpYy Ha roCyAapCTBEHHOE XpaHEHUE

JIOKYMEHTOB MO JINYHOMY COCTaBy.- M., 1976.
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