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Meroauyeckre yKazaHWsl JUIA  [PAKTUYECKUX 3aHATUA MO  JAUCIUIUIMHE
«Opranuzanusi paboThl apXuBa B CYJI€» COCTABICHBI B COOTBETCTBUH C TPEOOBAaHUSIMU
®I'OC CIIO. IIpeanazHadyeHsl i CTYyI€HTOB, oOyyatomuxcs no crneunanbHoctu CI10
40.02.03 IIpaBo u cyqaeOHOE aAIMUHUCTPUPOBAHUE



IHosicHUTEILHAA 3aIHCKA

Meronuueckie yKazaHMs CO3[JaHbl Ha OCHOBE JICHCTBYIOIIEH pabodell MporpaMmsl 10O
mucuuminHe «Opranuzanust paboTel apxuBa B cyne» B coorBercTBuM ¢ ®PI'OC no crnenumaibHOCTH
CIIO 40.02.03 IlpaBo u cyaebHOe ammuHHCTpupoBaHue. OHU MOTYT OBITH HEMOCPEACTBEHHO
UCIIOJIb30BaHbl KaKk B y4yeOHOM IIpoliecce, Tak M CTaTb OCHOBOH Juid pa3paOOTKH COOCTBEHHBIX
METOJMYECKUX yYKa3aHUW. MeToaudyeckue yka3aHus IPU3BaHbl PELINTh CIEAYIOIUE 3a0a4Hu:

- 03HAKOMUTb CO CTPYKTYPOM U METOIMKON NIPENOJaBaHUs Kypca,

- IPE/ICTAaBUTh TEMATUKY CEMUHAPCKUX 3aHATHH, 1aTh HHPOpMAIHIo 00 yueOHOI auTepaType.

KoHTpospHBIE BOIIPOCHI, pa3MEILEHHBIE B KOHIIE, MO3BOJIAT CTYJEHTY IPOBECTH CaMOKOHTPOJIb
CBOMX 3HAHUU U JIy4lI€ MOArOTOBUTHCS K 3a4ETy.

[IpakTyeckue 3aHATUSA - OJHA U3 BaXHEHIIMX (OPM KOHTPOJIS 3a CAaMOCTOSTENIbHONH paboToil
oOyyaromuxcss HajJ y4yeOHbIM MaTepHajioM, KaueCTBOM €ro yCBOCHHs. ['OTOBSCh K MPAaKTHYECKUM
3aHATHAM, OOydaroluecs [OJDKHbI HM3YYUTh PEKOMEHIOBAaHHYIO JIUTEpaTypy: IEpBOMCTOYHUKH,
COOTBETCTBYIOIIME pa3/ielbl Y4eOHHKOB, y4eOHBIX IMOCOOWH, KOHCIEKTh W JieKnuid u T.4. Ha
IPaKTUYECKOE 3aHATHE BHOCATCS HauboJiee 3HauuMble BOIIPOCHI U TEMBI 110 JUCLIUIUIMHE.

Ienp nmpakTHyecKMX 3aHATHH - [IOMOYb OOYYalOUIMXCS B YCBOEGHUU BOIPOCOB TEOpPUH, B
npUOoOpPETEeHUH MMM HEOOXOAMMBIX HABBIKOB JJISI CAaMOCTOSATENBHOIO M3yY€HHs! NEPBOUCTOYHHUKOB,
HOPMATHUBHBIX aKTOB, Y4YeOHOW JHMTEpaTyphl, B O3HAKOMIICHMM C MOHOTpadusiMd U APYTUMH
Hay4YHbIMM paboTamMHM 0O JuCHMIUIMHE. /U1 MOATOTOBKM K NPAaKTUYECKUM 3aHITHUSAM CTYJIEHTaM
MOKHO PEKOMEHJIOBATh CIIEAYIOIIHE (POPMBI IPAKTUIECKUX 3aHATHI:

- paboTta HaJ HOPMATHBHBIMM MCTOYHHKAMM, JOKYMEHTAMH, CaMOCTOSITEJIbHBIA aHAlU3 HX,
OTBETHI HA BOIIPOCHI IIPENO1aBaATENIS;

- COCTABJICHUS CAMHUX OINOPHBIX KOHCIIEKTOB MJIM KOHCIIEKTOB Pa3BEPHYTHIX.

B pesyabTare nzyuenunsi npoecCHOHAJIBLHOI0 MOAYJIsI 00y4aIOIMIiCSl I0JI7KEeH:

HMeThb MPAKTHYECKUH ONBIT:

— 0 OpraHu3anyy padoThl ¢ JOKYMEHTaMH;

— TI0 KOMIUICKTOBAHUIO CYJI€OHBIX JIEJI U HAPsIOB JUIs IOCTOSIHHOTO XPaHEHMUS,

— I10 OpraHU3alMKU XPAaHEHUS apPXUBHBIX JOKYMEHTOB;

yMeThb:

— TOATOTaBIUBAThH Cy/IeOHbIC Jiena (Haps/Ipl) 1 MaTepHaIbl 1JIs CIaYM B apXHB;

— OCYLIECTBJIATH MOJHOE odopMieHHE Ae (MOAUIMBKY WM HEpeIvieT JAeia, U3bATUE U3 Jea
METAJUIMYECKUX CKPENOK U CKOOOK, HyMEpallMIo JUCTOB U 3alI0JHEHUE JINCTA-3aBEPUTEIIS);

— COCTaBJIATh BHYTPEHHIOKO OIMCh JIOKYMEHTOB;

— BHOCHUTb HEOOXO/JMMBbIE YTOUHEHUS B PEKBU3UTHI 00JIOKKH J1€71a;

— 0o(opMIATH pe3ysbTaThl CAAYM JI€]1 HA apXUBHOE XPAHEHUE;

— co0uIt01aTh OXPAaHHBIM PEKUM IMOMEIICHUN XPaHUJIIHILL;

— BBINOJIHATH NOPSI0K UCIIOIB30BAHMS IOKYMEHTOB apXHBa Cy/1a;

— OpraHu30BaTh MOPSI0K 0TOOpPa JOKYMEHTOB U O(OPMIICHUS UX Ha YHUUTOKEHUE;

3HATh:

— TOPSIOK OTOOpa Ha XpaHEHHE B apXHB CyJIOB JOKYMEHTOB, MX KOMIUIEKTOBaHHSA, y4eTa U
UCIIOJIb30BAHUS;

— IIepeYeHb JOKYMEHTOB CYJ0B C YKa3aHUEM CPOKOB XPaHCHUS;

— HOPMAaTHUBHBIE YCIIOBUS XPAaHEHUS ApXUBHBIX IOKYMEHTOB;

— TIOJIOKEHHS O MOCTOSIHHO JICMCTBYIOIIEH SKCIEPTHON KOMHUCCHUU CyAa.

Pa3nen 1. KommiekroBanue apxusa. TpeGoBaHUsI K apXHBHOMY J1€JTy.
dopMuUpoOBaHHMe Jejia.
IpakTnueckoe 3ansitue Nel KomiuiekroBanue apxusa.

Heab: HayuyuTbCs COCTaBISATH HOMEHKIIATYPBI JIed CTPYKTYPHOIO MOJAPA3JeNIeHUsl Cyla, CBOJIHYIO
HOMEHKJIATypy [IeJl; OCYIIECTBIATH (OpMUpOBaHHE [elI B Cyle; COCTaBIATh ONUCH Jeld U
MOJrOTaBIMBATh UX JJIS CAaUu B apXUB



KommuiekToBaHue apxuBa - CHCTEMaTHYECKOE TIIOMOJIHEHHWE apxXuBa JIOKyMEHTaMH B
COOTBETCTBUM € €ro npoduiaeM U JEHCTBYIOIIMM 3aKoHoJareiabcTBOM. IIpodmns apxuBa
onpezensercs OenepaibHON apXUBHOU cityxk00i PO.

['ocynapcTBeHHBIE apXHMBbI KOMIUIEKTYIOTCS apXMBHBIMHM JOKYMEHTaMH, OOpa3yIOUIMMHUCS B
JIeATEIHOCTH OPraHOB T'OCYJIaPCTBEHHOM BIJIACTH, TOCYJAPCTBEHHBIX YUYPEXKICHHUM, OpraHu3aluid U
OPEANPUATHA WM MPUOOPETCHHBIMM 3TUMH apXHMBaMH, a TAKKe JIOKyYMEHTaMH, MepelaHHBIMH UM
HETroCy/IapCTBEHHBIMU YUPEKIACHUSIMU, OPTraHU3aUSIMU, IPEATNPUATUIMHI U TPAKIaHAMH.

Llenbl0 KOMITJIEKTOBAHUS SABJsiETCA HanOojiee MOJHAs KOHLEHTPAIMs B apXuBe MPOPHUIBHBIX
eMy J0KyMeHTOB. J[o mepenadu JOKYMEHTOB B rOCapXMBbI OHU XpaHATCS y (hoHmooOpa3oBaTeneil B
BEJIOMCTBEHHBIX WJIM YaCTHBIX apXUBAX.

PaboTta 1o KOMIUIEKTOBAHUIO apXHBa TIOKyMEHTAMHU CKJIaIbIBAETCS:

* U3 YCTaHOBJICHUS NPODUIIS apXUBa;

* OIpeieJIeHHsI HICTOYHUKOB KOMIUIEKTOBAHUS,

* OIIPENIEIEHHSI COCTaBa JIOKyMEHTOB, IIOUIEKAIINX XPAaHEHHUIO B apXUBE;

* OpraHu3aluy KOMIUIEKTOBAHHUS.

VICTOYHHK KOMIUJICKTOBAaHUS - IOpUAMYECKOE WM (DU3MYecKoe JHUI0, YbH JOKYMEHTHI
MOCTYHAIOT UM MOTYT MOCTYIUTh Ha XpaHeHHe B apxuB. Eciu GpoHnoobpazoBaTens co3AaeT B cBoe
KHU3HENIEATEIbHOCTH BECh JOKYMEHTAIbHbIM (DOHN, TO HMCTOYHMK KOMIUIEKTOBAHHS IepelaeT Ha
XpaHEHUE B apXUB TOJBKO apXUBHBIN (POHI, M0o3TOMY MoHATHE "(oHI000pa3oBaTens" MIMpe MOHATUS
"MCTOYHUK KOMIUIEKTOBaHUsA".

KommuiekToBaHre apXuBoB CyI0B 3JIEKTPOHHBIMU Cy/1€0HBIMU JJOKYMEHTaMHU.

Crioco6 nepeauu B apXuB CyJia IEKTPOHHBIX TOKYMEHTOB!

[lepBoiit crioco6. Ha ceroaHsimHuil JeHb SJE€KTPOHHBIE JOKYMEHTBHI B apXHB CyJa MOTYT
npefaBaTbCs B COCTaBe CyAE€OHOro fena, Ha (pu3nuecKkd 000COOICHHOM MaTepUalbHOM HOCHUTENe
OJIHOKpPATHOM 3amucH B BUJE KOHTEHHEPOB JJIEKTPOHHBIX JeJl, BKIIOYAIOLIUX 3JIEKTPOHHBIE
JIOKYMEHTHI;

Bropoit cmoco6. MoxeT OBITh peanu3oBaH IO CpPEICTBaM JEHCTBYIOIMIETO B CyIe
nporpaMMHoro oOecrneueHus. ([laHHbBIM TOPSIOK KOMIUIEKTOBAaHHMS apXHBOB  JJIEKTPOHHBIMH
JOKyMEHTaMHU 3akperyiéH B II. 7.1. PexoMeHmanmii mo KOMIUIEKTOBAaHWIO, YYETY W OpTraHM3aluu
XpaHEHUs JIEKTPOHHBIX apXUBHBIX JOKYMEHTOB B apXUBaX OpraHU3aIMii).

B cynmax Poccumiickoit ®denepanmu uisi o0ecriedeHUs Mepedadyd BO3MOXKHOTO MacCHBa
AIIEKTPOHHBIX JOKYMEHTOB IIPUMEHSIOTCA:

1.'ocynapctBeHHast aBTOMaTu3upoBaHHass cucrtema «IIpaBocyame» - B cynax ooOmei
IOpUCIUKINH (BKII0OUast Moayib «kAMUPCy» nist obecniedenus cy10NpoU3BOJCTBAa y MUPOBBIX CyAeH);

2.IlporpammHusrii komruieke «CynedHo-apouTpaknoe aenornpou3BoacTBo» (ITK «CAl»).

['maBHOM OTIMYUTETHLHOH OCOOEHHOCTHIO KOMILJICKTOBAHUS ApXHBOB CYJIOB 3JIEKTPOHHBIMH
CyleOHBIMU JIOKYMEHTaMH — HUX HpPUCOEIMHEHHE K (POpMHUpyeMbIM B TPaJAULMOHHOM THOpPSAKE
OyMa)KHBIM HOCHUTEISIM (CyIeOHBIM JieaM, MaTepuanaM) U YCTaHOBJIEHHE €MHOTO CPOKa XpaHEHHS,
BEJICHUS Y4€Ta B apXUBe [0 €AUHOMY HOMepy (1udpy).

B cBs3u ¢ mynkTom 7.9 «MHCTpYKIMK TO CyA€OHOMY JIeONPOU3BOACTBY B PAOHHOM CyJie»,
yTBepkaeHHBIM TpukazoM CyaeOnoro aemapramenta ot 29. 04. 2003 r. Ne 36: «Ilpu ucnonpzoBanun
CPEZCTB ayJHO3aIMCH U MHBIX TEXHUYECKHX CPEICTB JUIsl (PMKCUPOBAHMS XO/Aa CyJeOHOro 3acelaHus
AIIEKTPOHHBIE HOCUTENIN MHPOPMAIUH (JUCKHU, TUCKETHI, (hJemi-KapThl) TOJKHBI ObITh BIIUTHI B JIEJI0
(mpHOOIIEHBI K MPOTOKOY CYAEOHOTO 3acelaHusi) B YIMaKOBaHHOM BHJE (KOHBEPT) C yKa3aHHEM Ha
yIaKkoBKEe HOMepa Jenia, AaThl, a TakKKe IMOJANUCAHBl YINOJHOMOYEHHBIM DPAOOTHHUKOM armapara.
YnakoBka JJ0JKHA 00ecreunBaTh COXPAHHOCTh JIEKTPOHHOTO HOCUTENS OT MOBPEXKICHUH U TOPUM».
AHaJOrM4HbIe HOPMBI JIEUCTBYIOT U B IpYTHX cynax cyaeOHoi cuctemsl Poccuiickoit deneparuu.

KoHTpoJibHbIE BONPOCHI K CEMHHAPY.

1. KommuiekToBaHue apxuBa cyja.

2.ICTOYHUKHN KOMIUIEKTOBAHUS apXUBa.

3.CocTaB TOKYMEHTOB, OAJIEKAIIUX Mepeade B apXUB.



4. Homenknatypa nen. [lopsmok ¢hopMupoBaHus el B OpraHU3aI|H.
5. TpeboBanust k 0hOPMIICHHIO /I, TPUHUMAEMBIX B apXUB.
6.CocraBienue u opopmiieHHE Onrcelt aed.

7.1loaroToBka aen k caaye B apxuB. CocTaBlI€HHE HOMEHKIIATYPHI JEII.

IpakTnueckoe 3ansitue Ne2
Tema 2. D1eKTPOHHBIE JOKYMEHTbI. 3aNI0JTHEHUE JIeKTPOHHOH 0a3bl
Lenb: U3yYUTh SJEKTPOHHBIE JOKYMEHTBI U 03HAKOMUTHCS C FIEKTPOHHON 0a30ii.

3akoHOJaTeNbHAas W HOPMAaTHUBHO-METOAMYECKas ©Oa3a 10 apXUBOBEJICHHIO BKIIIOYAET
CJEYIOIINE TOKYMEHTHI:

1. denepanbhblii 3ak0H “O0 apxuBHOM jnene B Poccuiickoit @enepannu’”, KOTOPHIA MPUHAT
['ocynapcrsennoit Jlymoii 1 oktsiOpst 2004 roga. 3aKoH peryiupyet OTHOUIEHHS B cepe opraHu3aiiu
XpaHEHHUs, KOMIUIEKTOBaHMs, y4eTa M HCIOJIb30BaHUS JOKYMEHTOB ApxuBHoro ¢onga Poccuiickoii
Qenepallil U APYTUX apXHUBHBIX JTOKYMEHTOB, HE3aBUCUMO OT (POPM COOCTBEHHOCTH, a TaKxke
OTHOIIECHMS B chepe yIpaBleHHUsI apXUBHBIM JieioM B Poccuiickoii denepannu B HHTepecax IpaxJiaH,
o01ecTBa v rocy1apcTBa.

3akoH pasrpaHuuMBaeT mnoiHoMouus Poccuiickoit ¢denepanmu, cyOnekToB Poccuiickoii
®denepaliny, a TaKkKe MyHUIIUIAIBHBIX 00pa30BaHuil B 00J1IaCTH apXUBHOTO JIENa.

B 3akoHe 3akperuieHO pas3felNeHUE AapXUBHBIX JOKYMEHTOB HA: AapXMBHBIE JOKYMEHTHI,
OTHOCSIIIMECS K TOCYJapCTBEHHOM COOCTBEHHOCTH; AapXHBHBIE JIOKYMEHTBHI, OTHOCSIIHMECS K
MYHUIUNAILHONH COOCTBEHHOCTH; apXWBHBIE JOKYMEHTBI, OTHOCAILIMECS K YaCTHOW COOCTBEHHOCTH.
OnpeneneHo MpaBOBOE TMOJOXKEHUE AapPXUBHBIX JOKYMEHTOB, HAaXOJSIIMXCS B COOCTBEHHOCTH
Poccuiickoit @enepaunu, cyobekToB Poccuiickoit denepanuu 1 MyHHUIMIATIBHBIX 00pa3oBaHUM, a
TaKkkK€ OCOOCHHOCTH TpakJaHCKOTo o00opoTa JTOKYMEHTOB ApxuBHOoro ¢onna Poccuiickoit
Denepauy, HaXOAAUIMXCS B YaCTHOM COOCTBEHHOCTH.

3aKOH perilaMeHTHPYET CO3/IaHWE ApXWBOB, OPTaHM3ALHI0 YIPABJICHHUS apXUBHBIM JEJIOM B
Poccuiickoii denepanyn, pUHAHCOBOE W MaTepUAIbHO-TEXHUYECKOE 0OecrieyeHre apXUBHOTO Jena,
KOHTPOJIb 32 COOJTI0O/ICHUEM 3aKOHOIAaTeNIbCTBA 00 apXuBHOM Jielie B Poccuiickoit denepannu, a Takxke
XpaHEHUE U y4ET apXUBHBIX JOKYMEHTOB, KOMIUIEKTOBAHUE aPXUBOB apXUBHBIMU JJOKYMEHTaMHU.

3aKOH BBOJUT HOBBIE CpPOKM BPEMEHHOIO XpaHEHHs JOKyMEHTOB ApxuBHOro ¢oHJa
Poccuiickont @enepanuu 10 UX lepesadyu Ha IIOCTOSTHHOE XpaHEHUe.

2. OcHOBHbIE TIpaBHIia pabOThI TOCYIAPCTBEHHBIX apXUBOB, IPUHATHI MpHKazoM DenepanbHON
apxuBHOH ciy»0b1 Poccun (Pocapxus) Ne 16 ot 13 depains 2002 rona.

[IpaBmiia MOATOTOBIEHBI HAa OCHOBE NEpepabOTKHM paHee JeCTBOBABIIMX HOPMATHUBHO-
METOAMYECKUX JIOKYMEHTOB C YYETOM HaKOIJICHHOTO B IOCIIEIHEE JECATUIIETHE ONbITa PabOTHI
ApXUBHOM CITy»Obl B HOBBIX YCIIOBHUSIX, B TOM YHCJIE€ OIbITa IPUMEHEHNS COBPEMEHHBIX TEXHUUECKUX
CPEeICTB U MH(POPMAITMOHHBIX TEXHOJIOTUI U MEXTYHAPOAHON apXUBHON MPAKTUKU.

IIpaBuna, CHHTE3UPYsI OIBIT OTEYECTBEHHOI'O apXHUBHOIO JIE€JIA, 3aKPEIUISIOT NPUEMIIEMBIE JUIS
BCEX TOCYJapCTBEHHBIX apXUBOB Poccun yHU(UIIMPOBaHHBIE MOJIOKEHHUS U HOPMBI, 00€CIIeUHBaIOIIHe
€IMHCTBO apXMBHOTrO Jiena B Poccuiickoit @enepannv B COOTBETCTBHH C COBPEMEHHBIMU PEATHSIMH.

B IIpaBunax packpbIBaeTCsi COBpeMEHHasl INpaBoBas 0a3a NEsTEIbHOCTH TOCYJapCTBEHHBIX
apXMBOB, YUYTEHO HaJIM4YHE Pa3IMYHBIX (JOPM COOCTBEHHOCTH HAa apXHMBHbIE JOKYMEHTHI, BIUSHUE Ha
npolecc MX OpraHu3anuu MU paboTel ¢ HUMU. TpeOoBanus IIpaBun B wactu oOmMX JUIS
rOCYy/IapCTBEHHBIX apXWBOB HOPM pAacCUMTaHbl Ha TOCYJAapCTBEHHBIE apXHUBBI Pa3IMYHOIO O0bEMa,
cocTaBa U MpoQuisi, B TOM YUCIIEC HAa apXMBbI, XpaHSAIIKE ayAUOBU3YaJIbHYIO0 U HAYYHO-TEXHUYECKYIO
JIOKYMEHTAINIO.

ITpaBuiia, B COOTBETCTBUM C CYLIECTBYIOIIMM 3aKOHOJATEIBCTBOM, HE PACIPOCTPAHSIOTCS Ha
MYHMIIMNIAJIbHBIE apXWBbl W JIPYTrH€ XPAaHWIMINA, OCYIIECTBISIONIUE XpaHEHUE JOKYMEHTOB
MYHUIUTAIBLHON COOCTBEHHOCTH, U MOTYT OBITh JIMIIb PEKOMEH/I0BaHbI JUIsl HCIIOJIB30BAHUS UMH.

[IpaBuiia BIepBbIE H3JIArar0T HEKOTOpPHIE BUABI PadOT C¢ MalIMHOYUTAEMOH (3JIEKTPOHHOM)
JOKYMEHTAIUEH, SBISIOMIEHCS HOBBIM 00BEKTOM JESITEILHOCTH TOCYJapPCTBEHHBIX apXHBOB.

B IIpaBunax mo-HOBOMY TPaKTYIOTCS BOIIPOCHI KaTErOpUpoBaHUs apXUBHBIX (oHI0B. [IpaBuna
Ha OCHOBE 0oJiee OOBEKTUBHBIX KPUTEPUEB UCXOAAT U3 TOTO, YTO BCE JOKYMEHTHI APXUBHOIO (OHAA



Poccuiickoit denepanny 1Mo ONPEECIICHUIO SBISIIOTCS LEHHBIMU, U B HUX BBIIEISIIOTCS KAaT€ropuu
0Cc000 IEHHBIX M YHUKAJbHBIX JOKYMEHTOB. APXHBBHI BIPaBe MPOBOJUTH JIPYroe KaTeropupoBaHHE
apXUBHBIX (POHIOB 10 CBOEMY YCMOTPEHHIO, €CIIM 3TO YJOOHO UM JUIsS YCTAHOBJICHUS OYEPEIHOCTH
apXUBHBIX pa0OT WUJIH MO APYTUM IPUYUHAM.

Ocob6ennoctsamu [IpaBuit SBISIOTCS TaKxKe:

. yeTkas auddepeHnmanys Bo BceX paszziesiax HOpM U TpeOOBaHMM MO OTHOUIEHHIO K
JOKYMEHTaM, OTHOCSIIIIUMCS K pa3IMYHbIM (JOpMaM COOCTBEHHOCTH;

. W3JI0)KEHHE B OOJBIIMHCTBE pasfeiaoB [IpaBui MOJOXKEHHMH, OTHOCSIIMXCA K
BO3MOXHOCTSIM MH(pOpMaTH3allUU apXUBHBIX padoT;

. 3HAYUTENIbHOE YCWJIEHHE BHHMaHHUS K BOIpocaM (U3HKO-XMMHYECKON COXpaHHOCTH
JIOKYMEHTOB M COXPaHEHHIO apXWBHOM MH(POPMALINH, COIEPIKAIIEHCS B HUX.

3. PernmameHT rocynapCTBEHHOIO Yy4eTa JOKYMEHTOB ApxuBHOro ¢onga Poccuiickoit
Deneparun, yTBepxkIeH npukazom denepanbHoil apxuBHOi ciyk0b1 Poccuu Ne 11 ot 11 mapta 1997
roja.

PernameHnT onpeaenil Mops0K ToCyJapCTBEHHOTO y4yeTa JOKyMEeHTOB ApXHUBHOTO (¢oHga PO
JUisi 00ecreYeHHuss TOCKOHTPOJIS 3a MX COXpaHHOCThIO. COrjacHO NaHHOMY MOPSAKY JOKYMEHTHI
YUUTBIBAIOTCS IO apXUBHBIM (OHIAM, KOJUIEKIMAM, €AMHUIAM XpaHeHus. OCHOBON yueTa sIBISETCS
eMHas CcHUCTeMa UX perucrpanuy, oOecrneuyunBaroias OpraHU3alMOHHYI0 YHOPSIOYEHHOCTD,
UICHTU(UKAIMIO, BO3MOXKHOCTH aJIpECHOTO TOUCKa JOKYMEHTOB. CpeacTBOM yueTa JIOKYMEHTOB
ABIIIETCS TMPUCBOCHHME apXMBHBIX IHMQpOB eauHHIaM XxpaHeHus. Ilo wmepe mepexoma K
ABTOMATU3UPOBAaHHBIM apXHWBHBIM TEXHOJIOTHSM BBOJUTCS CUCTEMA aBTOMATHU3MPOBAHHBIX YYETHBIX
TEXHOJIOTHH.

KoHTpoJibHbIE BONIPOCHI K CEMUHAPY.

1. 3akoHonmaTenbCcTBO 00 apxuBHOM jeine. Penepanbublil 3akoH Nel25-D3 ot 22.10.2004 r. «O6
apxuBHOM gene B Poccuiickoii @enepauun». YHOpaBieHUE apXHBHbBIM nelioM B PO.
[TonHomouust P®, cyosexkToB PO, MyHHIIMTIAIBHBIX 00pa30BaHUi B 00JIaCTH apXUBHOT'O JIEa.

2. Uzyuenue @enepanpHoro 3akoHa Nel25-d3 ot 22.10.2004 r. «O6 apxuBHOM jene B
Poccwiickoii ®eneparumny» (rnasa 1,7,8)

IIpakTHyeckoe 3ansaTue Ne3
Tema 3. JkcnepTr3a HEHHOCTH JOKYMEHTOB
Heab: u3y4uTh 3KCMEPTU3Y HEHHOCTH IOKYMEHTOB

OTHeceHne TOKYMEHTOB K cocTaBy ApxuBHOTO (hoHma Poccuiickoii deneparnuu mpon3BOIUTCS
Ha OCHOBaHUH 3KCIIEPTU3bI UX LIEHHOCTH.

DKcnepTh3a HEHHOCTH JOKYMEHTOB - 3TO M3YYE€HHE IOKYMEHTOB HA OCHOBAaHWU KPUTEPHEB UX
[IEHHOCTH B IEJSIX OMpEACNICHUs CPOKOB XpaHEHHUS JOKYMEHTOB M OTOOpa WX Ha MOCTOSHHOE
XpaHEHHE.

OtHeceHne JOKYMEHTOB K coctaBy ApxuBHoro ¢ouga Poccuiickoit  ®enepanuu
OCYIIECTBIIECTCS HA OCHOBE MPUHIUIIOB HCTOPU3MA, CHUCTEMHOCTH W UEJIOCTHOCTA IyTEM
KOMIUIEKCHOTO TPUMEHEHHUSI KPUTEPHEB MPOUCXOXKICHUS, COACpX AHHUS M BHEIIHUX OCOOEHHOCTEH
JIOKYMEHTOB.

K kputepusm npoucxoxaeHus OTHOCSTCS:

. (YHKITMOHATBHO-TIEJICBOC HAa3HAUCHHUE OPraHU3aIluy (C YIeTOM KakK €€ 0COOO0M pOJTH TaK
Y THIIOBOTO XapaKkTepa);

. 3HaYEHHE JINIA B )KU3HU OOIIECTBA;

. BpEMS 1 MECTO CO3/IaHUS JTIOKYMEHTA.

K kputepusm cojepkaHust OTHOCSTCS:

. 3HAYUMOCTh UH(OPMALIUU JOKYMEHTa (YHUKATHHOCTh M TUIIUYHOCTH );

. MOBTOpEHHE HH(OPMALIUK JOKYMEHTa B MHPOPMAIUH IPYTHX JOKYMEHTOB;

. BUJI IOKyMEHTA;

[ IIOJIMHHOCTB )IOKYMCHTa.

K kputepusiM BHEIIHUX OCOOCHHOCTEI OTHOCSTCS:



. dopma ¢uKcUpoBaHMS M TeEpelayd CoOJEp>KaHHs, YIAOCTOBEpPEHHUsS M odopMiIeHHUs
JIOKyMEHTA,;

. (bu3HUeCcKOe COCTOSHIE JOKYMEHTA.

[Ipu  oTHeceHMH  JOKYMEHTOB K  coctaBy  ApxuBHoro ¢onma  Poccuiickoit
Denepaliuil yUUTHIBAETCS Takke (PAKTOp MOTHOTHI COXPAHHOCTH (hOoHA.

OKCIepTu3a HEHHOCTH JIOKYMEHTOB ITPOBOJIUTCS:

. B JICJIONPOU3BO/ICTBE OpraHU3aluy;
. B apXuBe (apXUBHOMU CiIy»0€) opraHusaluy;
. B apXUBE.

OKkcnepTu3a IEHHOCTM B apXHBE MPOBOJUTCS: TMpPHU MOCTYIJICHUH JTOKYMEHTOB B
HEYIOPSA0YEHHOM COCTOSIHUM; MO (hOHJAM, COJCpXKAIUM 3HAYUTEIbHOE KOJIWYECTBO TYOJIETHBIX U
MaJIOLEHHBIX JOKYMEHTOB; B IpoIlecce MepepadOTKH OMUCEH; MO 3asBICHUSM HEroCyAapCTBEHHBIX
IOPUJINYECKUX U (PU3NYECKUX JIUI — COOCTBEHHUKOB JIOKYMEHTOB JJISi OTHECEHUSI X JIOKYMEHTOB K
coctaBy ApxuBHoro ¢onma Poccuiickoit denepainnu, a Takke B crydae ux 0€3BO3BpaTHOTO BHIBO3A 32
pyOex; Mo PeLIeHHUIO Cy/aa.

OKCrepTu3a I€HHOCTH JOKYMEHTOB HAUMWHAETCS C M3Yy4YEHMS MWCTOPUM OpraHHU3aluu
(Omorpaduu pu3nUecKoro JMLA) U apXUBHOTO (POHMAA, COCTaBa U COAEPIKAHUS €ro JOKyMEeHTOB. Jlis
paboThl € JIOKyMEHTaMH OOBEMHBIX, CJOXHBIX M HECKOJbKUX OJHOPOJIHBIX (DOHAOB MOTYT
COCTaBJIATBCS paboure HMHCTPYKIUH W TNPUMEpHBbIE IEpPeYHH JOKYMEHTOB, MOJJICKAIIUX U HE
MOJJIEXKAIINX [TOCTOSIHHOMY XPAaHEHHUIO.

Kaxnas enuHuma XpaHeHHs IPOCMATPUBAETCS BU3YalbHO W TOJHMCTHO; (DOHOAOKYMEHTHI
MPOCITyIINBAIOTCS. BbleneHne K yHHUYTOXKEHHIO JIOKYMEHTOB C TMOBTOpsmolleics HHpopManuen
IIPOBOAMTCA TOJBKO IIOCJIE€ CBEPKM HX C JOKYMEHTaMM, OCTaBlIsieMbIMM Ha XpaHeHue. Kpome
MOJTMHHUKOB MOTYT OCTaBJISATHCS HA XpaHEHUE TyOJeTHbIE SK3eMIUIIPhl 0CO00 LIEHHBIX TOKYMEHTOB,
a TaK)Ke€ BApUAHTHI JOKYMEHTOB IIPH HAJIMYUU BU3, PE30JIIOLIMINA, IOMET U MPABOK TEKCTA.

PacmmBka u nepedopMupoBaHue jeia OCYLIECTBISIETCs, KaK MPaBWiIo, NP HATUYUU B HEM
OoJiee MOJOBUHBI IOKYyMEHTOB BPEMEHHOT'O XpaHEHUSI.

JIOKYMEHTBI, cozepKallue OpAMHAPHYIO (IIOBCEAHEBHYIO), MOBTOPSIOIIYyIOCS HH(OpMaIHNIo,
OJTHOPOJIHOTO TIPOUCXOXKICHUS M (HOPMBI, co3faroliuecss B OOJIBIIMX KOJIMYECTBaxX (Hampumep,
oOpallleHusi TpaxK/i1aH), MOT'YT OBITh IPUHATHI B apXHuB BbIOOpouHO. [IpeaBapuTenbHO cocTaBisieTCs
paboyast MHCTPYKIHS IO MPOBEACHUIO BBIOOPOYHOTO OTOOpa, paccMaTpuBaeMmas Ha ODKCHEpTHO-
Metonudeckol komuccun (OMK) apxuBa. Bung BeIOOpKkM W ee  NpeACTaBUTEIbHOCTH
(penpe3eHTaTUBHOCTh) ONPEIENSIOTCS B 3aBUCMMOCTH OT BHJA JOKYMEHTOB, OJHOPOAHOCTH
coJieprkalieiicss B HUX UH(opMaluu, KoJnyecTBa JOKyMEHTOB. [IpuMeHsoTCs mocae10BaTeNbHO, KakK
MPaBUJIO, HECKOJIBKO BHJIOB BBIOOPOK, MEPBOM M3 KOTOPBIX JOJDKEH OBITH II€JIeBOK O0TOOp, T.€. OTOOP
JIOKYMEHTOB TIO 3apaHee OIpENeICeHHOMY JUIsl JTaHHBIX JOKYMEHTOB IpH3HAKy (HampuMmep, Cpeau
oOpalieHuii TpakJaH BBIOMpAIOTCA MPEUIOKEHUS TpPaKIaH W MHCbMa TBOPYECKOTO XapakTepa).
Pe3ynbratel paGoThl MO MpenBAPUTEILHOMY HM3YUYEHHIO BCErO0 MaccHBa JOKYMEHTOB, ONPEJEICHUIO
BUJOB BBIOOPKH, €€ NPEeJCTaBUTEIILHOCTH, METOJMKE OTOOpa OTpaKaloTcs B NPEAUCIOBUU K
COOTBETCTBYIOIIEH OIHUCH.

JIOKYMEHTBI, OTJIOXKHUBIIMECS B Nepuo] 10 1922 roga BKIIOUHUTENBHO, K YHUUYTOKEHHUIO HE
BbIAEAIOTCA. JIMuHble Jena M JIOKyMEHTBbl Ouorpauyeckoro XapakTepa, 3aBeplIEHHbIE B
JeJI0Npou3BOACTBE MO 1945 roj BKIIOYUTENBHO, TAKKE YHUUTOKEHHUIO HE MOJJIEKAT. Y HUUTOKEHUE
JIOKYMEHTOB, OTJIOKHUBIIMXCS B mepuoa ¢ 1922 mo 1945 rox BKIIOYMTENIBHO, OCYIIECTBISECTCS B
YCTaHOBJICHHOM IOPSIKE TOJIBKO C pa3peuieHus denepanbHOi apXxuBHOU ciry:x0b1 Poccun.

IIpn ompeneneHnn CpPOKOB XpPAaHEHHS JOKYMEHTOB OPTraHM3alUid HCIOJIB3YKOTCS THUIIOBBIE,
IIPUMEpHBIE, BEIOMCTBEHHBIE IEPEUHU JOKYMEHTOB C YKa3aHUEM CpPOKOB XpaHEHMsS U IEPEYHU
JIOKyMEHTOB, TIOJUJIEKAIINX NIepeIade Ha MOCTOSTHHOE XPAHEHHUE.

Cpoku XpaHEHMsS OTHEIBHBIX KAaTeropud JOKYMEHTOB, HE BOLIEAUIMX B IIEPEYHH,
YCTaHABIIMBAIOTCS TaK)K€ B IPAaBOBBIX M HOPMATHUBHBIX aKTax, corjacoBaHHbIXx ¢ dDenepanbHOU
apxXUBHOM cy»k00it Poccun minn Ha ocHOBaHMM cniennanbHbIX perennit LBIIK npu Heit.

OKCrIepTu3a LEHHOCTH JOKYMEHTOB OCYILIECTBIISIETCA OpraHaMU M YUYPEXKICHHSIMHU CHCTEMBI
DenepanbHOI apXUBHOMU CiTy:k0bI POcCHU B COOTBETCTBUU CO CIEAYIOIIUMH TOJTHOMOYHSAMU:



. QenepanbHas apxuBHas ciyx0a Poccum ompexaensier: NPUHUMIBL M KPUTEPUU
dbopmupoBanust ApxuHoro ¢ouma Poccuiickoit deneparuu, cocTtaB TOKYMEHTOB, OTHOCSIIHUXCSA K
ApxusHoMy ¢onay Poccuiickoit deneparyn, cpokd XpaHEHHs TOKYMEHTOB; YTBEPXK/IaeT: THIIOBBIE,
IpUMEpHbIE TEPEeYHH JOKYMEHTOB CO CpPOKaMHU XpaHEHHMsS W TOJUIekAallUX Iepefaye B apXUBBHI,
U3MEHEHHUS U JIOTIOJHEHUS K HUM; aKThl O BBIJICICHUH K YHUUTOXEHUIO JOKYMEHTOB, 00pa30BaBILINXCS
nmo 1945 rox BKIIOYHMTENBHO M HAXOAAIIMXCS HAa XPAHEHHMM BO BCEX apXHMBaX; COIIACOBBIBAECT:
BEJIOMCTBEHHBIE NIEPEYHU IOKYMEHTOB, U3MEHEHHUS U IOTIOJHEHMS K HUM, IPUMEPHBbIE HOMEHKJIATYPbI
JIeJT; peliaeT CIOpHbIE BOMPOCH! IO 0TOOPY TOKYMEHTOB Ha XpaHEHHE U YHUUYTOKEHUE;

. OpraHbl yNpaBJICHUS AapXMBHBIM JieloM cyOowekToB Poccwuiickoii  ®eneparmu
ONpEeINAI0T COCTaB JOKYMEHTOB, OTHOCAIIMXCS K ApPXUBHBIM QoHIaM cyObekToB Poccuiickoit
@denepany U NMOAJISKAINUX XPAHEHUIO B apXMBaX; YTBEP)KJIAIOT: IPUMEPHBIE NIEPEYHHU JOKYMEHTOB,
MOJUIeKAIUX Mepeiade B COOTBETCTBYIOIIUE apXUBbI, N3MEHEHHUS U JOIMOJHEHUS K HUM, OIHUCH Jel,
JIOKYMEHTOB TOCTOSTHHOTO XPAaHEHUS U aKThl O BBIJICJICHUN K YHUUYTOXKEHUIO JOKYMEHTOB U3 (DOHIOB
apXUBOB, OMKCHU JIeJ, JOKYMEHTOB MOCTOSIHHOT'O XPAaHEHHUs, MMOAJIeKAIIUX IPUEMY B apXHBBI, IEPEUHU
Konuil (MUKpPOKOIHI) TOKyMEHTOB, MOJIEKAIINX [TOCTOSHHOMY XPaHEHHIO Ha MpaBax MOAJUHHUKOB,
JUCTBl y4YeTa U ONMUCAHUS YHUKAJIbHBIX JOKYMEHTOB; COIJIACOBBIBAIOT: OMHCH el 1O JIMYHOMY
COCTaBy M JIOJTOBPEMEHHOI'O XPAaHEHMS, aKThl O BBIIEJICHUU K YHHUTOXECHHIO TOKYyMEHTOB U3 (POHIIOB
COOTBETCTBYIOIINX OpPraHU3alMNA, TPUMEpPHbIE HOMEHKIATYPHI 1€71 1 HOMEHKJIATYphl JIeJ1 OpraHu3aui
— HCTOYHUKOB KOMIUIEKTOBAaHHUS apXMBOB; PEIIAIOT B IpEJelax CBOEH KOMIETEHLIMH CIIOpPHBIE
BOIPOCHI IO OTOOPY JOKYMEHTOB Ha ITOCTOSIHHOE XPaHEHUE;

. apxyB OpraHu3zyer OTOOp M CBOEBPEMEHHYIO Iepelauy B apXuUB JIOKYMEHTOB
IOPUAMYECKUX U (PU3UUECKUX JTUI] — MCTOYHUKOB KOMIUIEKTOBAHUS; pacCMaTpUBAET CIIUCKU (OHJIOB,
MOJUIEKAIINX IKCIEPTU3E LEHHOCTH; MPOBOJUT B YCTAHOBJIEHHOM IOPSIKE DKCIEPTH3Y LEHHOCTH
JIOKYMEHTOB; pacCMaTpHUBaeT C MOCIEAYIOIIUM NPEICTaBICHUEM OpraHy YIpaBieHHUs apXUBHBIM
JIeIOM COCTaBJICHHBIE, NEepepa0OTaHHBIC OMMCU Ha JIOKYMEHTBHI, XpaHsSIIMECS B apXHUBE, aKThl O
BBIIEJICHUM K YHMYTOXKEHUIO JOKYMEHTOB M3 (DOHJOB apXuBa, OMNHMCH [eJl IOCTOSHHOTO U
JOJITOBPEMEHHOIO CPOKOB XPAaHEHHS M aKTbl O BBIACIEHUM K YHHMUYTOKEHHUIO JIOKyMEHTOB,
00pa30BaBIIMXCS B ACSITEILHOCTH CAMOTO apXHBa.

ApXUB, UMEIOIUI COOTBETCTBYIOIIME IOJHOMOYMSI, paccMarpuBaeT U yTBepxkaaeT Ha OIIK
ONMMCHU JIeJI, JOKYMEHTOB TIIOCTOSIHHOIO XpaHEHUs OpraHu3aluif, OMHCH Jiel1 IOCTOSHHOTO U
JOJTOBPEMEHHOIO  CPOKOB  XPaHEHMs, aKThl O BBIJCJIEHUN K YHUYTOKECHHIO JIOKyMEHTOB,
00pa30BaBIIMXCSA B JEATEIBHOCTH CaMOr0 apXHBa, COCTaBJICHHbIE W TMepepabOTaHHbIE OMHCH Ha
JIOKYMEHTBI, XpaHSIIMECs B apXWBE, aKThl O BBIIEICHUU K YHHUTOXKEHHIO JIOKYMEHTOB U3 (DOHJIOB
apXuBa; COTJacOBBIBAET HOMEHKJIATYPHI JIEJI U OMKCH JIeJ 110 JINYHOMY COCTaBY OpraHM3alluid, akThl Ha
YHUUTO)KEHUE JOKYMEHTOB.

B pesynbpraTe SKCHEpTH3bl LEHHOCTH JOKYMEHTOB apXMBOM COCTAaBIISIFOTCS: OINHUCH [,
JIOKYMEHTOB IIOCTOSIHHOT'O XpaHEHUs1, OUCH el BpeMeHHOT o (cBbime 10 jeT) cpoka XpaHeHHs, OTIUCH
JIeNl 10 JMYHOMY COCTaBy M akT O BBIIEJICHHM K YHHUYTOKEHHIO JIOKYMEHTOB, HE MOJIEKAIIUX
XpaHEHU0. AKT M ONMCH NPEJICTaBISIIOTCS HAa PACCMOTPEHHE, COIVIACOBAHME U YTBEP)KIECHUE B
YCTaHOBJIEHHOM ITOPSIKE.

AKT 0 BBIJICJICHUN K YHUUYTOXEHHUIO JIOKYMEHTOB, HE MOAJIEKAIINX XPAHEHUIO, COCTABICHHBIN
IIPU ONMCAaHUM JOKYMEHTOB, IepepadoTKe onucel, BCTyMaeT B CHITy IIOCJIe YTBEPKACHUS ONUCE e,
JIOKYMEHTOB IIOCTOSIHHOI'O XpaHEHUS M OIIUCEH J1e] 110 JINYHOMY COCTaBYy.

JIOKyMEeHTBI, TOJUIeXkKallie YHUYTOXKEHHUIO, MepenaloTcs Ha mnepepaboTKy (YTHIM3aLuIo) U
CHMMAIOTCSl C y4yeTa B YCTaHOBJIEHHOM mopsake. Crnada nen ogopmisieTcs MNpHEeMO-CIaTOYHOM
HaKJIaJHOM, B KOTOPOM YKa3bIBAIOTCS Jara Ieperayd, KOJUYecTBO CAaBaeMbIX Jell U Bec OyMaskHOM
Makynatypbl. Ilorpy3ka ¥ BBIBO3 Ha YTWIM3ALMI JOKYMEHTOB OCYILECTBISETCS IOJ KOHTPOJIEM
paboTHHKA apXUBa.

KoHTpoJibHbIE BONIPOCHI K CEMUHAPY.

1.HopMaTuBHO-METOAMUYECKHE OCHOBBI OKCIIEPTU3bI LIEHHOCTH JJOKYMEHTOB.
2.0Opranuzanus poBeIeHUs HKCIIEPTU3bI IEHHOCTH TOKYMEHTOB.
3.IlopsAiok IpoBeAECHMSI IKCIIEPTU3bI LIEHHOCTH JJOKYMEHTOB.



4.0(bOpMJ'IeHI/I€‘ PE3YJIbTATOB SKCIICPTU3BI ICHHOCTU NOKYMCHTOB.

IIpakTyeckoe 3ansaTue Ne4
Opranusanusi JOKyMEHTOB B apXuBe
Lesb: aHanM3 TOKYMEHTAJIBHOT'O M apXUBHOTO (hOHJIA

[Tpu kaxxnom ¢denepanbHoM cysie PO neficTByeT apXuB, KOTOPBI OTpa)kaeT UCTOPUIO PabOTHI
CTPYKTYpPBI C MOMEHTA ee co3aHus. BaxHeiine HanpaBiaeHus paboThl apXKBa Cy/la — BEJICHHE yueTa
M TpPENOCTaBICHUE JIeJd MO 3alpocy CyJAed MECTHOTO M IPOYMX CYJOB, COTPYIHUKOB
COOTBETCTBYIOLIETO arapara, OpraHoB IIPEABAPUTEIILHOIO CIIEACTBUS, aJBOKAaTYphl, IPOKYpaTyphl,
¢burypantoB cyneOHbIX mporeccoB, mpexacraButened CMM U HHBIX JUI W OpraHMU3alMil.
Opranmzanuio apxuBHOro jena pernameHtupyior P3 «0O6 apxuBHoM jgene B Poccuiickoit
Oeneparum» ot 22 okta0pst 2004 1. Ne 125-03, UHCcTpyKLKs 0 OpsiAKE 0TOOpa Ha XpaHEHHUE B apXUB
denepanbHBIX CylOB OOIIEH IOPUCAMKIMU JOKYMEHTOB, MX KOMIUIGKTOBAaHHs, ydeTa H
WCIIOJIb30BaHUs, yTBepkKAeHHas npukazoM CyneOHoro aenapramenTta ot 28 aexadbps 2005 r. Ne 157, a
TaK)Ke PsAJl UHBIX HOPMATUBHBIX aKTOB.

CyneOHblil apXuB SIBISETCS CTPYKTYPHBIM TIOJpa3/e€l€eHUEM COOTBETCTBYIOLIETO OpraHa,
OCYILECTBISIOIIUM XPaHEHHUE, YIIOPSIJIOYMBAaHUE, YUET U MCIOJIb30BAHUE TOKYMEHTOB. PyKOBOACTBO
HaJ paboTOM apxXMBa HAXOJWUTCA B KOMIETEHLIMH TMpeicenaTess cyJaa, a HeNoCpeACTBEHHO
JeSITeIbHOCTD BEYT pAaOOTHHUKH Cy/IeOHOTO armnapara.

ApXUB cy/ia IPU3BaH BBIMOJIHATH CIEAYIOUINE PYHKIIMU:

* IpUeM, y4eT, XpaHeHHue, oOecrieueHue COXPaHHOCTH U UCIIOJIb30BAHUS JOKYMEHTOB, MOSBIISIOIIUXCS
B TIporiecce padoThI Cya;

* 0oTOOp, MOJArOTOBKA M Iepejgada JOKYMEHTAllUd Ha XpaHEHHWE B apXHUBBl TOCYAAPCTBEHHOTO
ITOTYNHEHHS;

* IOJArOTOBKA U Iepelaya IMpeIceaTeNto Cy1a MaTeprasoB O COCTOSIHUM apXUBHOIO Jiefa B CyIE;

* pa3paboTKa u BHeipeHue 0oiee COBEPUICHHBIX METO/I0B OpraHU3aIK paboThI;

* y4acTHe B IIOATOTOBKE U UCIIOJIHEHUM PELIECHUN IIpeiceiaTels Cyaa;

* BbIJ1aya Jiell, JOKYMEHTOB WM WX KOMHH AJis pabOoThl B MOMEIICHUN apXHBa C LEIbI0 CIYKEOHOro U
Hay4HOI'0 IPUMEHEHUS,;

* BBIMIOJIHEHUE UHBIX (PYHKIIUH COOTBETCTBEHHO 3a/layaM Cy/a.

Ilepenada nen Ha XpaHEHHUE B apXUB CyJa

PernamenT mepegaun aen B CyIeOHBIM apXUB MPONUCAH B MHCTPYKLUMSIX AJIS T'Pa)JIaHCKHX,
aIMMHHMCTPATUBHBIX U YTOJIOBHBIX Jel. COINIaCHO 3aKOHOJATENbCTBY, JEJa CIEIyeT IepenaTh Ha
apxuBHOE XpaHeHue B TedeHue 30 qHe# ¢ TOro MOMEHTa, KOT/1a 3aBEPIIAIOIIUi Cy1IeOHBIN aKT MO ey
BCTYIIUT B CUIY.

IIpu nepenade Ha XpaHEHHUE AeJIaM U MaTepHaliaM IPUCBAMBAETCS apXUBHBIM HOMED, KOTOPBIH,
BMECTE C HOMEPOM OITUCH, MPOCTABIISIETCS HA 00J0KKAX CAMUX MATEPUATIOB U B YYETHBIX KapTOUKaX.
JIOKyMEHTBI pa3MeIarTCs 0 roaM B O4€PEAHOCTH, COOTBETCTBYIOIIEH IPUCBOCHHOMY HoMmepy. [Ipu
nepeaaye Ha XpaHeHue oopMIIIETCs aKT, TJe YKa3bIBaIOT:

° COCTOSAHHE OCJIOBOTO IMPOU3BOACTBA B IICJIOM, IMOPpAAKA CUCTEMAaTH3all, OTYCTHOCTH U
apXuBa TOT'O UJIKM MHOTO CyJa,

° HaNMMCHOBAHHUEC BCCX THUIIOB JOKYMCHTAIUX, BEAYIIUXCA B CYJEC,

° 06mee YHCJIO HOMECPOB B KapTOTCKAX, )KYPHAJIAaX, KHUT'aX, HAPpAAAX,

° HEPACCMOTPECHHBIC A€jIa U HCUCITOJTHCHHBIC TOKYMCHTEI,

° BCCh MACCUB JJOKYMCHTOB cy;[e6Horo apxuBa, KOJIUYCCTBO [CJI B HEM;

° COOTBETCTBHEC q)HSI/I‘IeCKI/I UMCIOIINXCA BCHICCTBCHHBIX JOKa3aTCJIbCTB 3aluCiAM B

YYETHBIX KHUTAX.
AKT COCTaBJISIIOT B 2-X ODK3EMIUISIpaX W 3aBEPSIIOT MOAMHCSIMHU JIMI], OCYIIECTBIISIONINX
nepenady v npueM. PaboTy Mo cOCTaBICHHIO HOMEHKIIATYPHI JeNl TPOBOJAT B YETBEPTOM KBapTaie
MPEIIECTBYIOIEr0 Trojja U IO 3aBepLICHUH €€ HampaBisioT 00a oOpaslla Ha COTJacOBaHHUE B
HKCIIEPTHO-IPOBEPOUYHON KOMUCCHUEM, a 3aTEM — Ha YTBEPKJCHUE MTPEACENATEIN0 PAaHOHHOTO Cy/Ia.
HameuaTanHasi B yCTaHOBJIEHHOM KOJIMYECTBE DK3EMIUIIPOB HOMEHKIIATypa BCTYIAET B CHITY C
1 sHBaps roja, CIEOyIOUIEro 3a TroAOM cocTaBieHus. llepecocraBieHne M MepecOriiacoBaHHE



NPOBOJIUTCS HE peXe OJHOro pa3a B IATh JIET JMOO NpPU HM3MEHEHHM (GYHKUUH U CTPYKTYpHI.
E>xeronHo OKyMeHT IeperneuyaThiBaeTcs ¢ BHECEHHEM HeoOXOAMMBbIX mompaBok. HomeHnkmarypa nen
COCTaBJISIETCS B YETHIpEX OHK3EMIUIIpax, OJAMH M3 KOTOPBIX IEpeAacTcs B Hapsja, BTOPOW — B
KAHIIEJISIPUIO, TPETUHM — B TOCYIapCTBEHHBIN apXUB, YETBEPTHIN — B apXMB CY/1a.

TpeboBaHMs K MOMEILICHUIO JUIs Pa3MELICHUs apXHBa Cyla

Jis obecrniedyeHHss COXPAaHHOCTH JIOKYMEHTOB IIOMEIIEHHE CyAeOHOro apxuBa JOJDKHO
oTBeYaTh TPeOOBAHUSAM CAHUTAPHO-TUTMEHUYECKUX HOPMATHBAM, ObITh HAJEKHO 3aIUUIICHHBIM OT
HECaHKI[MOHMPOBAHHOTO JOCTyNa M JeHcTBUS (u3nueckux (QakTopoB, CHOCOOHBIX MOBPEIUTH
JIOKYMEHTBI, HallpuMep, Moxkapa, 3aTOIJICHUs, 00pa30BaHMs IUIECEHH U T. 1.
KoHTpoJibHBIE BOPOCHI K CEMHHAPY.
1.JloKkyMeHTabHBIA U apXUBHBIA (HYOH]T OpraHU3aIMH.
2.0mnpeneneHue (GOHAOBOM NPUHAIIICHKHOCTH aApXUBHBIX JIOKYMEHTOB U OOpa30BaHHE apXUBHOTO
donna.
3.XpoHoJIOrHYecKre TpaHuIlbl apXUBHOTO (POHJA.
4.0Opranu3aiysi JOKYMEHTOB B Ipeieiax apXuBHOTO (hoH/1a (IKCKYpCHUs B apXUBHBINH (HOHT cya)

IIpakTyeckoe 3ansaTHe NeS
Y4er 10KYMEHTOB B apXuBe
Hennb: cocTaBneHue U BEEHUE YUYETHBIX JOKYMEHTOB.

Vu€T moCTyIUIeHUsT M BBIOBITHSA BCEX JOKYMEHTOB, BHE 3aBHCHUMOCTH OT WX COJCpKaHHUS U
¢dusznyeckoro (MaTepuanbHOrO) Crocoda CyIIeCTBOBAHHUSA, SBISCTCS BaKHEHIIeW QyHKIHEH
ApXHUBHOTIO JI€Ia B CyJIE.

Y4yér apxXuBHBIX JIOKYMEHTOB B cyae cyaeOHoil cucrembl Poccuiickoit ®eneparyu
3aKJIK0YAETCS B YCTAHOBIICHWH KOJWYECTBA M COCTAaBA apXUBHBIX JOKYMEHTOB B €IMHMIAX ydeTa U
OTPa>XEHUHU ATOr0 KOJIUYECTBA U COCTaBA B YUETHBIX JTOKYMEHTAxX CyJAa JJIsI KOHTPOJIS UX HaJIU4us U
COCTOSIHMS. €JMHMIIA y4YeTa apXMBHBIX JOKYMEHTOB - JTO €IMHMIIA HW3MEpPEHHs KOJIMYECTBA
JIOKYMEHTOB B apXMBE CyJa Ul OTPaXEHUS 3TOr0 KOJUYECTBA B YUYETHBIX JOKYMEHTAX M apXHUBHBIX
cupaBoyHMKax. Kaxknas yueTHas u Kiaccu(UKAallMOHHAs €OUHHUIA NpPEJICTaBIsieT (U3NYECKU
000COOJICHHBIN TOKYMEHT WM COBOKYITHOCTh JIOKYMEHTOB, UMEIOIIUX CaMOCTOSTEIbHOE 3HAUYEHHUE, U
SBJSICTCS €IMHUIEH XPaHEHUsSI APXUBHBIX JOKYMEHTOB. OCHOBHBIMHM €IMHUIAMH Y4Y€Ta apXUBHBIX
JIOKYMEHTOB SIBJISIFOTCSI apXUBHBIN (DOHI M eqUHUIA XPAHEHUS — JIEJI0, dJIEKTPOHHOE Jeno. Enununam
XpaHEHUs1 IPUCBAUBAIOTCS YUETHBIE HOMEPA, SBIISIOIIMECS YaCThI0 apXUBHOTO IHdpa.

ApxuBHbIi mudp - 0003HAYCHHE, HAHOCUMOE B JIEBOM HWKHEM YIIy Ha KaXAYIO CIUHHILY
XpaHEHHUs] B LETAX OOeCleUeHUs ydeTa W HACHTU(PUKAIUA. APXUBHBIN MHM(PpP COCTOUT M3 HOMEpa
apxuBHOTO (OHJIA; HOMEpa OMHCH N, JOKYMEHTOB; HOMEpa €IWHUIIBI XPAHCHUS, HOMEpa €AMHUIIBI
y4era.

Y4Y€THOW €eOUHHULIEH DJEKTPOHHBIX APXMUBHBIX JOKYMEHTOB SBISETCS €IWHHIIA XPaHEHWS,
MMEHyeMass KOHTEHHEPOM D3JIEKTPOHHOTO JIOKYMEHTa. APXUBHBIA MHUQP IEKTPOHHBIX JOKYMEHTOB,
XpaHUMBIX Ha 00OCOOJICHHBIX DJIEKTPOHHBIX HOCHUTENSX, YKA3bIBACTCS HA BKJIAJBIIIC, BIOKCHHOM B
byTisip HOCUTENsl. ApXUBHBIA MHUQP DJIEKTPOHHBIX TOKYMEHTOB, XPaHUMBIX B WH(OPMAITMOHHOU
CHUCTEME apXuBa, SBISETCA O00S3aTeIbHBIM DJJIEMEHTOM OIMCAaHUS KOHTEHHEpa JIEKTPOHHOTO
JOKyMeHTa. [[ns Hagnexamed NOATOTOBKM JIOKYMEHTOB B AapXUB CyJla MOTYT IPUBJIEKATHCS
CHELMAINCTBl  OT/AEJIOB  HMH(OpMATH3allMd  CYAOB, KOTOpbIE  OCYILECTBIISIIOT  CHUCTEMHOE
aIMUHUCTPUPOBAaHKE WH(OOPMAIMOHHBIX cucteM, B ToMm uucie ¢umuanos PI'BY HAIl T'AC
«IIpaBocynue» B COOTBETCTBYIOMIMX cyObekTax Poccuiickoit ®enepamnnu. TexHHUUECKHE acIEKTHI
npueMa 3JIEKTPOHHBIX JOKYMEHTOB, OpraHu3allud ydera, oTOopa, oOecrnedyeHHs COXpPaHHOCTU U
XpaHeHUs, KOHBEPTUPOBAHUS B HOBBIE ()OPMATHI U MUTPAIIMU HA HOBBIC HOCUTEIU HH(POPMAITUH MOTYT
YCTaHABIMBATHCS, B TOM 4YHUCJE, JIOKAJIBHBIMM HOPMATHBHBIMM AaKTaMH IpeAceaaresied CyAO0B H
HavYaNbHUKOB ymnpaBieHuii CyaeOHoro aemnapramenta B cyobekTax PD. B xoHTeliHEp 37IE€KTPOHHOTO
JIOKYMEHTa BKJIIOYAIOTCS KaK OJJIGKTPOHHBIM JOKYMEHT B (opmare apXHMBHOIO XpaHEHUs, Tak
MMETaJaHHbIE JJOKYMEHTA, B TOM YHCJIE 3JIEKTPOHHBIE TTOAUCH.

VY4yeTHble JOKYMEHTHl apxuBa - JTO KOMIUIEKC JIOKYMEHTOB YCTaHOBJIEHHOW (OPMBI,
(UKCHUPYIOIIUX MOCTYIJICHUE, BHIOBITHE, KOIUYECTBO, COCTAB U COCTOSTHUE apXUBHBIX JTOKYMEHTOB B



eanHMIIAX yudeTa. B cymax cyneOHoi cuctemsl Poccuiickoit denepanuu yCTaHOBICHBI €IUHBIC
TpeOOBaHUs K YYETHBIM JOKyMEHTaM, €AWHash METOAWKa yuéTa W CTaHAapTHhIE (HOPMBI YUETHBIX
ToKyMeHTOB. [lopsok qoctyna K yu€THBIM JOKYMEHTaM, a TakkKe K YIETHBIM 0a3aM apXuBa cyza, Kak
MIPaBUJIO, OTIPEICTISETCSA B OPTaHU3AIMOHHO-PACTIOPSIUTEILHON JOKYMEHTAIINH CY/Ia.

Bce yuéTHble TOKYMEHTBHI JOJIKHBI XPaHUTHCSA B 3aKPBITOM JUJIsl AOCTyNa MOCTOPOHHUX JIUIT
XpaHwIMIe (WIu CICIHATIBHO BBICJICHHOM TMOMEIICHUH) B ceidax WM METaUIMYeCKuX IKadax.
[Ipu »TOM Yy4E€THBIE CHCTEMBI apXHBa SBISIOTCS AUHAMUYHOW CHCTEMOW, B KOTOPYIO BHOCSITCS
HEO0OXOAMMBIC U3MEHEHHUS ¢ YIETOM 00CCTICUCHHS TIOJTHOTHI U TOCTOBEPHOCTH OTPAYKAEMBIX CBEICHHIA.
OcHoBHBIE TIpaBUIIa BEJIEHUS] yUETHOM paOOThI B apXUBax CYJ0B MO3BOJSIOT CHOPMHUPOBATH AITOPUTM
OpraHW3aIy €XKETHEBHON CITy)KCOHON NIeATeTbHOCTH pAaO0OTHUKOB amapaToB CYJI0B, B YbH
JOJKHOCTHBIE O0S3aHHOCTH BXOJUT BEJCHHUE apXWBa Cya: KaK[as 3aluch B YUYETHBIX JOKyMEHTaX
JIOJDKHA UMETh CBOE OCHOBAHME: TPH TMOCTYIUICHUH JIOKYMEHTOB - CIIATOYHBIC OIHMCH CTPYKTYPHBIX
noJipa3ieNieHui Cy/la Ha JOKYMEHTBI MOCTOSIHHOTO, TOJITOBpeMeHHOTo (cBhImIe 10 1eT) XpaHeHus U 1o
JTUYHOMY COCTaBY; MIPH BBIOBITHH JOKYMEHTOB - aKThI MIpUEMa-TIEpeIaul IOKYMEHTOB Ha IMOCTOSHHOE
XpaHEHHE B TOCYAApCTBEHHBIM apXWB; aKThl O BBI-ICICHUH K YHHUYTOXKEHUIO JOKYMEHTOB,
HEMOJICKANTUX XPAHCHHUIO, aKThl O HE OOHAPYXEHUU JIOKYMEHTOB, TYTH PO3BICKA KOTOPBIX
WCYepHaHbl; IPU BEJICHUN apXUBHBIX paboT 0(hOpMIISETCS CTPOTO ONpeAenEHHbIN, YHU(DUIIUPOBAHHBII
B Poccuiickoii @enepauun MepedyeHb TOKYMEHTOB: CBOJHAsl OINHUCH JI€NT MOCTOSIHHOTO XpaHEHUS,
JONTOBPEMEHHOT0 XpaHeHus (cBbiie 10 JeT), mo TMYHOMY COCTaBy, OIMUCH 0CO00 IEHHBIX JeT U T. II.;
y4ETHBIC JIOKYMEHTBI apXwBa CyJa, KpOME OIHUCeH Jel, TOKYMEHTOB, MpeAHa3HAYAIOTCsS ISt
OpraHu3aIii BHYTPEHHEH CIY)KEOHON NEATEIBHOCTH U BHIHOCY U3 TTOMEIIECHUS apXyUBa HE MOMJIeXKaT.
PaGotel mo yuéry mokymeHToB B apxuBe: (1) moiacyér konuyecTBa JOKYMEHTOB B apxuBe; (2)
perucTpanus CBEICHHI O KOJMYeCTBE JOKYMEHTOB (3) 3amojHEHHE Ha HMX OCHOBE JIOKyMEHTOB
[EHTPAIIM30BAHHOTO YyuéTa, KOTOpbIE NPEICTABIAIOTCS B OpraHbl YIPaBICHUS APXUBHBIM [E€JIOM
cyonrekToB Poccuiickoit denepanuu; (4) cocTaBieHHe B OpraHax YIpPaBIEHUS apXUBHBIM JEJIIOM
CBOJHBIX JOKYMEHTOB IEHTPAIM30BAHHOTO TOCYJAPCTBEHHOTO Yy4€Ta M TPENOCTaBIEHHWE WX B
Pocapxus.

Onucu fien - 9TO NMEPBUYHBIA YUYETHBIA JOKYMEHT JJIS BEACHHS Yu€Ta JeN TMOCTOSHHOTO,
BpeMeHHOro (cBbimie 10 5eT) XpaHeHUs U MO JTUYHOMY cOocTaBy. KonMuecTBO eTUHUI] XpaHEHUS B
OJIHOI omucH, Kak MpaBWJIO, HE JOJDKHO MPEBBILIATh YEThIpEX3HAuHYI0 LUPpy - 9999. Ilpu stom
MOCTEAYIONUE €AMHULIBI XpaHeHHs (OH/Ia YUYUTHIBAIOTCS B HOBOM OIMUCH, KOTOPOU MO JIUCTY (GoHIa
IIpUCBaMBaeTCs HOBBIM, claeayonmil yuéTHbli HoMep. JlelicTByeT o01iee mpaBuiIo - PU BBIOBITUH JIEN
M0 3aKOHYEHHOH omucu €€ HOMEp APYTuM OMHCSIM He MpucBauBaercs, a B rpade «llpumedanue»
HAIMPOTHUB KaXXJ0W BHIOBIBIICH €IMHUIIBI XPAHEHHS CTaBUTCS IITaMn « BIObLTOY.

Onucu nen MOCTOSHHOTO XpaHEHUsl MPUCBAMBACTCS MOPSAKOBBIA HOMEp MO JUCTY (OHIA,
HauuHas ¢ No 1. Bce mocnenyromue omucH el TOCTOSHHOTO XpaHEHWs JaHHOTO (QoHa
YUYUTBIBAIOTCS MOJA TeM ke HoMepoM. IIpu 3ToM apxuBHBIE HOMepa Jenam mo BceM omucsiM No 1
MPUCBAMBAIOTCS B BAJIOBOM TOPSIKE MO MEpe TMOCTYIUICHUS ONMuced. AHAJIOTUYHO MPOU3BOIUTCS
HyMepalus Ha J1eJ1la BpEMEHHOTO XpaHEHHUS.

KoHTpoJibHBIE BONPOCHI K CEMUHAPY.
. B uem 3akirouaercs y4eT apXUBHBIX JOKYMEHTOB B cyjie?
. HazoBuTe OCHOBHBIC IPUHITUIIBI BEACHUS YU€Ta JOKYMEHTOB B ApXUBHOM JIEJIE.
. UTo moHuMaeTcs Mo apXUBHBIM MHU(POM U KAKOBO €0 CoAepKaHue?
. UTo moHUMaeTCs Mo/ YYETHBIMH IOKYMEHTaMU apXuBa cyna?
. HazoBuTe OCHOBHBIE U BCIIOMOTATEIbHBIE YUETHBIE IOKYMEHTHI apX1Ba CyJa.
. Uro BKIIIOYAET J1e10 apXuBHOTO (oHAa cyaa?
. KakoBo npennaznayenue nucta Gpoxaa u cnuckoB GOHIIOB apXuBa cyaa?
Kakue TpeOoBaHUS TPEIBSABISIOTCS K COCTABIICHUIO ApXMBHBIX OMHCEH Ha CyneOHBIC ena
(Hapsiabl)?
9. Kakue cBeneHUs COAEPKUT MACTIOPT apXuBa cya?

NN W=

Pa3nen 2. Ucnonib30BaHue H XpaHeHHe APXHUBHBIX JOKYMEHTOB
Tema 6. locTyn K apXHBHBIM J0KYMEHTaM M MX HCNOJIb30BAHHE



Hean: npoaHanu3npoBaTh JOCTYI K ApXUBHBIM JOKYMEHTAM U UX UCIOJIb30BAHUE

JlocTyn K apXUBHBIM JOKYMEHTaM

1. [Tonp3oBaTens apXUBHBIMH JOKYMEHTaMH MMEET MPaBO CBOOOJHO UCKATh U MOJIYyYaTh IS
U3y4YEeHUS apXUBHbIE JOKYMEHTHL. JlOCTynm K apXuBHBIM JOKYMEHTaM OO0ECleunBaeTcsi IyTeM
IIPEIOCTABIICHUS II0JI30BATENI0 AapXMBHBIMU JOKYMEHTAaMHU CIIPAaBOYHO-IIOMCKOBBIX CpPEICTB U
uHbopMalmu 00 STHUX CpPEICTBaX, a TaKXkKe MOJIMHHUKOB M (MJIM) KONUN HEOOXOJUMBIX €My
JIOKYMEHTOB.

2. YcnoBus noctyna K apXUBHBIM JTOKYMEHTaM, HaXOASIIMMCSL B YaCTHON COOCTBEHHOCTH, 3a
UCKJIIOYEHHEM apXMBHBIX JIOKYMEHTOB, JOCTYN K KOTOPBIM PETJIAMEHTHPYETCS 3aKOHOATEIbCTBOM
Poccuiickoit  deneparuu, yCTaHABIMBAIOTCS COOCTBEHHHMKOM WJIM  BJIAQJACIBIIEM  apXWUBHBIX
JIOKYMEHTOB.

OrpanudeHue Ha JOCTYI K apXHUBHBIM JIOKyMEHTaM

1. Jloctym K apXuBHBIM JIOKyMEHTaM MOET OBITh OrpaHMYeH B COOTBETCTBUHU C
MEXKIYHapOAHBIM 10ToBOpoM Poccuiickoit @enepannn, 3aKkoHoAaTENBCTBOM Poccuiickon denepanuu,
a TaKkXke B COOTBETCTBHU C PACHOPSDKEHHEM COOCTBEHHHKA WIIM BIIAJeNiblla apXUBHBIX JOKYMEHTOB,
HaXOSIINUXCS B YaCTHOM COOCTBEHHOCTH.

2. OrpaHnyMBaeTcsi JOCTYNl K AapXMBHBIM JIOKYMEHTaM HE3aBHCUMO OT HX (opMm
COOCTBEHHOCTH, COJEpPKAIllUM CBEJCHHs, COCTABISAIONINE TOCYJAapCTBEHHYI0 M HHYIO OXpaHSEMYIO
3akoHonaTenbcTBOM Poccuiickoit ®depepanuu TaliHy, a TaKke K MOMJIMHHMKAM OCO0O0 IIEHHBIX
JIOKYMEHTOB, B TOM YHCJI€ YHUKAJIbHBIX TOKYMEHTOB, U JOKyMeHTaM ApxuBHOro ¢onna Poccuiickoit
Qdenepany, NOpPU3HAHHBIM B TOPAAKE, YCTAaHOBJIEHHOM  CIELUUAJIBHO  YIOJIHOMOYEHHBIM
[TpaButensctBOoM Poccuiickoit ®enepanuu ¢eaepanbHbIM OpPraHOM  MCIIOJHUTEIBHONW BJACTH,
HAXOJSIIMMUCS B HEY/IOBJIETBOPUTEIHHOM (pr3nyeckoM cocTosiHMU. OTMEHa OrpaHMYeHHs Ha JTOCTYT
K apXMBHBIM JOKYMEHTaM, COJIEpP’KallUM CBEICHMS, COCTABIISIONINE TOCYAAPCTBEHHYIO M HHYIO
OXpaHsIeMYyI0 3aKOHOJAaTeNIbcTBOM Poccuiickoii Penepanuu TaiiHy, OCyIIECTBISAETCS B COOTBETCTBUU C
3aKOHOJATeNbCTBOM Poccuiickoi denepannm.

3. OrpaHuueHue Ha JOCTYNl K apXUBHBIM JOKYMEHTaM, COAEP)KALUM CBEJIEHUS O JINYHOU M
CEMEIHOM TailHe TpakJIaHWHA, €r0 YACTHOW >KU3HHM, a TAKKE€ CBEJACHUSA, CO3JAIOIINE yIPO3y IS €ro
0e30macHOCTH, yCTaHABJIMBAETCS Ha CPOK 75 JeT co JHS CO3JaHMs YKa3aHHBIX JOKyMeHTOB. C
MUCBMEHHOTO pa3pellieHusi TpaXJAaHWHA, a IIOCJe €ro CMepTH C NHUCBMEHHOIO pa3pelieHus
HACJICAHUKOB JJAHHOTO TpakIlaHMHA OTPaHUYECHHE Ha JOCTYI K apXUBHBIM JOKYMEHTaM, COJAEpKaIIUM
CBEJICHUS O JIMYHOM M CEMEHHOW TalHE TpakIaHWHA, €ro YaCTHOM >KM3HHM, a TaKKe CBEICHUA,
CO3JIAI0IINEe YTpo3y sl ero 0e30MacHOCTH, MOXKET ObITh OTMEHEHO paHee 4eM depe3 75 JeT co AHA
CO3/1aHUS YKa3aHHBIX JJOKYMEHTOB.

Hcnonp30BaHuE apXUBHBIX I0OKYMEHTOB

1. Tlonmp3oBarenb apXWBHBIMU JIOKYMEHTAMH HMEET IpaBO HCIONb30BaTh, IEpenaBaTh,
pacrpocTpaHsaTh MH(POPMAIUIO, COACPIKALIYIOCS B MPEIOCTABICHHBIX €My apXMBHBIX JOKYMEHTaX, a
TaK)Ke KOMMH apXUBHBIX JOKYMEHTOB JJIsl JIFOOBIX 3aKOHHBIX 1eJIel U JIF0OBIM 3aKOHHBIM CIIOCOOOM.

2. TocynmapcTBeHHblE W MYHHUIMIATbHBIE apXWBBI, My3€H, OHUONMOTEKH, OpraHU3alUuu
Poccuiickoii akageMuu Hayk OO€CIEUYMBAIOT MOJIb30BATENI0 APXHUBHBIMU JIOKYMEHTAMM YCIIOBUS,
HEOOXO0IMMBIE JIJIS TIOMCKA U U3yUEHHs apXUBHBIX TOKYMEHTOB.

3. T'ocynapcTBeHHBIE OpraHbl, OpraHbl MECTHOT'O CaMOYIpPAaBIEHUS, OpraHU3allui U Tpaxk/aHe,
3aHUMAIOIINECs TPEANPUHUMATENECKON esITeIbHOCThIO 0e3 00pa30BaHus IOPUIMUYECKOTO JHIIA, TPU
HAJIMYUU Y HUX COOTBETCTBYIOIIMX AapXHUBHBIX JIOKYMEHTOB OOs3aHbl OECIJIaTHO MPEJOCTaBISATh
MOJIb30BATENI0 APXMBHBIMU JOKYMEHTaMH O(OPMIICHHbIE B YCTAaHOBJIEHHOM IIOpSAKE apXHUBHBIC
CIOPaBKM WJIM KONUHM apXMBHBIX JOKYMEHTOB, CBSI3aHHBIE C COLMAJIbHOW 3allIUTON Tpaxk/aH,
npeaycMaTpuBarolleil X MEHCHOHHOE oOecreueHHe, a TakKe MOJIydeHHE JIbIOT U KOMIICHCAIMi B
COOTBETCTBUU C 3aKOHOJaTeNbCcTBOM Poccuiickorn denepanuu.

4. TocynapcTBeHHbIE M MyHHUIMIAIbHbIE (32 MCKIOUYEHHUEM CTPYKTYPHBIX MOJpa3aeseHHM
OpPraHOB MECTHOTO CaMOYIIPaBJICHHUsS) apXWBBI, My3€H, OMOIMOTEKH, OpraHm3anuu Poccuiickoit
aKaJIeMMM HayK, a TaKKe TOCyJapCTBEHHbIE M MYHHUIIMNAIbHbIE OPraHU3alMd B COOTBETCTBUHU C
3akoHO/aTenbCTBOM Poccuiickoit @enepanii MOTYT Ha OCHOBE HMMEIOIIMXCS y HHUX AapXHUBHBIX
JIOKYMEHTOB M CIIPaBOYHO-TIOMCKOBBIX CPEJCTB OKa3bIBaTh I10JIB30BATEI0 aPXUBHBIMHM JOKYMEHTAMU



IUIaTHBIE MH()OPMAIMOHHBIE YCIYTH, 3aKJI04YaTh C HUM JOTOBOPbI 00 MCIOJIB30BAHUU ApXHBHBIX
JTOKYMEHTOB ¥ CIIPABOYHO-TIOMCKOBBIX CPEJCTB.

5. IopAok UCIONIb30BaHUS aPXUBHBIX JOKYMEHTOB B I'OCYJAapCTBEHHBIX U MYHHUIUIAIbHBIX
apxXuBax ONpEAeNseTcs CHeUUabHO yNoiaHOMO4YeHHbIM [IpaButenscTBoM Poccuiickont ®enepanun
(benepaabHBIM OPraHOM MCIIOTHUTEIBHOHN Bi1acT. [1opsI0K UCTIONB30BaHMS apXUBHBIX JOKYMEHTOB B
FOCYJAapCTBEHHBIX  OpraHax, OpraHax MECTHOIO  CaMOYIIPaBJIE€HHUs, TOCYJIapCTBEHHBIX U
MYHUIUIAIBHBIX OpPraHU3alUsaX, TOCYJAapCTBEHHBIX W MYHHIMIIAIBHBIX My3esiX, OMOIMoTeKax,
opraHm3anusax PocCUICKON akaeMUH HayK ONpPeNeseTcss UMU B COOTBETCTBUHN C 3aKOHOAATEIbCTBOM
Poccuiickoit @enepanuu, B TOM YUCIIE B COOTBETCTBUU C IIPaBUJIAMU, YCTAHOBIEHHBIMU CIIEIUATIBHO
ynoaHoMoueHHbIM  [IpaButensctBoM  Poccuiickoit ~ ®denepaunu  QenepalbHbIM  OpraHOM
UCIIOJIHUTEJIBHON BIIACTH.

6. lcnosp3oBaHMe AapXUBHBIX JOKYMEHTOB, Ha KOTOpBIE pacHpoCTpaHseTCs MAeHCTBUE
3akoHojaTenbcTBa Poccuiickoit dexepanun 00 MHTEIEKTYalIbHONH COOCTBEHHOCTH, OCYIECTBIISAETCS
C y4eToM TpeOOBaHHI JaHHOTO 3aKOHOATENbCTRA.

7. TocynmapcTBeHHblE W MYyHMUMOAIbHBIE apXUBBI, My3eH, OHMONMOTEKH, OpraHU3aluu
Poccuiickoli  akageMuu HayK, apXUBbl TOCYJAAPCTBEHHBIX OpPraHOB, OpPraHOB  MECTHOI'O
CaMOYIIPABJICHUs,  TOCYJAapCTBEHHBIX M  MYHMIMNAIbHBIX  OpraHMU3alMil  IPENOCTaBISIOT
rOCyJapCTBEHHbIM OpraHaM U oOpraHaM MECTHOIO CaMOYIIpaBJICHHS HEO0OXOAWMble st
OCYILIECTBJICHUS] UMU CBOMX MOJHOMOYHMH apXUBHYIO MH(POPMALMIO U KOIMHM apXUBHBIX JOKYMEHTOB,
MyOJIMKYIOT U SKCIIOHUPYIOT apXUBHBIE JOKYMEHTBI, TOTOBSIT CIIPAaBOYHO-UH(POPMAIIOHHBIE W3/1aHUs
0 COCTaBE€ U COACPKAHUU XPAHAIIMXCA B HUX JOKYMEHTOB.

8. ApXMBHBIE TOKYMEHTHI, U3bATHIC B KAUECTBE BELIECTBEHHBIX JI0KA3aTEIBCTB B COOTBETCTBUH
¢ 3aKoHoJaTenbcTBOM Poccuiickoit denepaium, MOAJIEKAT BO3BpATy COOCTBEHHUKY MJIM BJIAJCIIbILy
ApXHUBHBIX JOKYMEHTOB.

KoHTpoJibHbIE BONIPOCHI K CEMUHAPY.

1.locTyn K apXUBHBIM JOKYMEHTaM.

2.0rpaHuyeHue Ha JOCTYI K apXUBHBIM JOKYMEHTaM.
3.Hcnonp30BaHnEe apXUBHBIX JOKYMEHTOB.

IIpakTyeckoe 3ansaTHe Ne7
HayuyHo-cnpaBo4HBIi annapar K J0KyMEHTaM apXuBa

Henb: U3yuynTh Hay4HO-CIIPABOYHBIH anmapar K JOKyMEHTaM apXHBa

Jns oOecriedeHus COXPAaHHOCTH M TOUCKAa ApPXUBHBIX JOKYMEHTOB, HCIIOJIb30BAHUS
cojiepxarieiicss B HUX HHPOPMAaLMU B apXUBE CO3J1aeTCsl YUETHO-CIIPABOYHBIN anmapar.

B coctaB y4eTHO-CIpaBOUHOTO anmapaTa BXOMST:

y4eTHas JOKyMEHTaIVs;

KapTOTEKH, B KOTOPBIX CBEICHHUS O COAEPKAHUU JOKYMEHTAJIbHBIX MaTEpPHUaJIOB OTPaKEHbI HA
a(haBUTHBIX U PETHCTPALMOHHBIX KapTOUYKax;

METOJMYECKHe TOCOOUs MO pa3iIMYHbIM BUAAM APXHUBHBIX PAabOT M JTOKYMEHTAJbHOW 4YacTH
JIEJIONIPOU3BO/ICTBA;

UCTOPUYECKHE CIIPaBKU U JIOMOJHEHUS K HUM KaK HOCAIME ePBUYHYIO HH(DOPMALIHIO.

ABTOMaTU3UPOBAHHBIM yUETHO-CIIPABOYHBIN ammapaT apxXuBa (Jajee - aBTOMaTHU3UPOBAaHHBIN
YCA) - KOMIUIEKC OJJIGKTPOHHBIX CIHpPAaBOYHHMKOB (0a3a J[aHHBIX ONHCAHMM JIOKYMEHTOB),
npeHa3HauYeHHbIX 115 3()()EeKTUBHOrO MOMCKA apXUBHBIX JJOKYMEHTOB U HH(POPMALIUH.

ABtomaTu3upoBanHblii YCA MoxeT 0a3upoBaThcsi Ha MH(OPMALMOHHO-TIOUCKOBOM CHUCTEME,
CO3/1aBaeMOM B TEKYyIEM JIeJIONPOM3BOJCTBE CyJa (RJIEKTPOHHBIE CIIPABOYHbIE KAPTOTEKH,
HOMEHKJIATyPbI, KJIaCCU(UKATOPHI).

OCHOBHBIMHU TOJSIMU 2JIEKTPOHHOM PETUCTPALIMOHHO-KOHTPOJIBHON KapTouku (nanee - PKK)
ABIIAIOTCA: aBTOP (KOPPECIIOHACHT), Ha3BaHUE BHJIAa JOKYMEHTa, JaTa, MHIEKC JOKYMEHTA, 3aroJIOBOK
(KpaTKoe coJiepaHue), Pe30JIOLHs, CPOK HUCTIOIHEHHSI, OTMETKA 00 HCIIOIHEHNH, apXUBHBIN MHQD.

[Touck naOpMaIuu 0 JOKyMEHTE MOXKET OCYIIECTBIATHCSA Kak mo ogHomy moiro PKK, tak u
10 KOMOWHAIIUU TIOJIEH.



ITone PKK "HOoMep nena mo HOMEHKJIAType" SBISETCS CBA3YIOIIMM IOHUCKOBBIM PEKBU3UTOM
IIPU [Iepexo/ie OT MOoMCcKa MHPOPMAIMHN HAa YPOBHE TOKYMEHTA K MIOMCKY HAa YPOBHE JIefa.

ITpu HaMM4YMK 3IEKTPOHHON HOMEHKJIATYphl B aBTOMATU3UPOBAHHOM PEXHUME OCYIIECTBISAETCS
CIUCaHKe TOKYMEHTOB B JIEJIO U U3BJIEYEHHE JOKYMEHTOB M3 JIeNa.

OCHOBHBIMHU TOUCKOBBIMHM PEKBU3MTAMHU HOMEHKJIATYpHI SIBISIOTCSA: MHAEKC JENa, 3ar0JIOBOK
nena (ToMa), KOJIMYeCTBO e (TOMOB), CPOK XpPaHEHHUS U CTAThS 110 TIEPEUHIO.

OnextpoHHble PKK sBIsI0TCSA OCHOBOM [UIs1 CO3/1aHUSI aBTOMAaTU3UPOBAHHOIO KaTajora.

Eciu B TpamuumumonHom YCA Buibl U pPa3HOBUJIHOCTH KAaTajoroB (CHCTEMaTHUECKUM,
TEMaTUYeCKUi, WMMEHHOW M Jp.) CBsI3aHBl MEXAy c000il CHUCTeMOl OTCBIIOK, TO B
aBTOMATU3HPOBAHHOM peXUMe (pOopMHUpYyeETCs OAMH AIEKTPOHHBIN KaTajor, coAepKalluil onrcaHrue Ha
YPOBHE TOKYMEHTA UJIH JIENa.

[Ipu oTCyTCTBUM aBTOMAaTH3MPOBAHHOM CHCTEMBI PETUCTpPAllMU JOKYMEHTOB co3jaercs 0aza
JTAaHHBIX OMMCAHUN Ha yPOBHE JOKYMEHTA (3JIEKTPOHHBINA KaTaJor).

OCHOBHBIMU PEKBU3UTAMU ONMHUCAHHUM B 3JIEKTPOHHOM KaTajore SBJISIIOTCS: MHAEKC, Ha3BaHUE
¢donma, Homep (oHIa, HOMEp ONKCH, HOMED Jiesia, HoMep JucTa. PekBU3UTH: Ha3BaHue (HOHIA, HOMED
¢doHa, HOMEp OMHMCHU, HOMEp [ejla, HOMEp JIHCTa COAEpX aT YYETHbIE XapaKTEPUCTHUKH U MOTYT
TpaHCc(hOPMHUPOBATHCS U3 YUETHOM aBTOMAaTU3UPOBAHHOMN CHCTEMBI.

JIOKyMeHTBI, TOJUIeKalie IepeJaye Ha TIOCTOSHHOE XpaHEHue, IepelalTcs B
rOCy/apCTBEHHBIN apXUB BMECTE C aBTOMATU3UPOBaHHbIM Y CA.

Hanuuue o0s13aTeNbHBIX PEKBU3UTOB B CTPYKTYype 0a3 JaHHBIX aBTOMaTtu3upoBaHHOrO YCA u
npefocTaBlieHHe HMH(OpManUu IO ATUM pPEKBU3UTaM B DJIEKTPOHHOM ¢opmare obOecreunBaeT
COBMECTHMOCTH 0a3 TaHHBIX apXHBa cyJa U aBToMatu3npoBaHHOro ¥ CA rocyaapcTBEHHOTO apXUBa.
KoHTpoJibHBIE BOIIPOCHI K CEMHUHAPY.

1. Cucrema Hay4YHO-CIIPABOYHOTO aIapara.

2. Omnwucu gen, TOKyMEHTOB.

3. Karanoru u BeJOMCTBEHHBIE KAPTOTEKH.

4. VYkazarenu. O630psl. McToprueckas cripaBka.

IIpakTyeckoe 3ansaTHe Ne8
Hcnonb3oBaHue JOKYMEHTOB apXuBa

IeJsib: U3yYUTh UCTIONIB30BAHUE TOKYMEHTOB apXHBa

Hcnonp3oBaHue JOKYMEHTOB apXHBa CyJla MPOBOJUTCS TOJBKO C pa3pelieHHs ImpeaceaaTess
cyna. PaboTHUK oT/ena /1e10/Cy10Mpon3BOICTBA, OTBETCTBEHHBIN 3a paboTy apXuBa, sl CIy>KEOHOTO
UCTIOJIB30BaHUs IOKYMEHTAIBHBIX MAaTEPHAIIOB apXHBa Cy/a:

BBIJIACT JJOKYMEHTaJIbHbIE MAaTepUAIIbl B CTPYKTYPHBIE MTO/Ipa3/IeICHNUS;

HalpaBiIsieT Ha OCHOBAHWW IHCHBMEHHOTO 3alpoca MaTepuaibl B JApPYTHe OpPraHU3aluN WU
YUpEXKACHHUS 0 YKa3aHUIO IpescenaTens cyaa (CyaeOHoN KOJIETHH);

uHopmMupyer mnpeacenarens cyaa (CyneOHOM KOJUIETHH) O COCTaBe M COJCpKaHUHU
JOKYMEHTaJIbHbIX MaTepHaJIOB;

BBIJIACT CIIPABKH O PeaOMIINTAIIMA U BHITICKH U3 apXUBHBIX TOKYMEHTOB.

PaboTHMKH, TOTYYUBIINE TOKYMEHTAJIbHBIE MaTEPUAIIbI, OTBEYAIOT 38 UX COXPAHHOCTb.

[Topsiiok XpaHeHUs B apXHUBE CyAa U3BATHIX Y JIHUII, COACPIKAIMXCS MOJT CTPaXKeHl, MacImopToB,
BOCHHBIX OWJIETOB U JENMyTAaTCKUX YJAOCTOBEPCHUH, OPIEHCKUX KHIKEK W JAPYTUX JHYHBIX
JOKYMEHTOB, a TaKX€ BBIAAYM KOMHH JIOKYMEHTOB M BBIMCOK TI0 3ampocaM OpraHW3aIuii,
YUpEKACHUN U (PU3NYECKUX JIUI] ONpesessieTcss B cOoTBeTcTBUU ¢ 1. 11.14, 12.4,12.5 UHCcTpyKImu 1o
CcyeOHOMY JIeTOTIPOM3BOJICTBY B paloOHHOM cyae, YyrBepxkaeHHoW [lpuxazom CynebHOTro
nenapramenta ot 29 ampens 2003 r. N 36, u m. 15.21,15.22,16.4,16.5 UncTpykuuu no cygaeOHOMY
JIEJIONPOU3BOJICTBY B BEPXOBHBIX CyJax pecrmyOiuK, KpaeBbIX M OOJIACTHBIX CyJaX, Cylax ropojioB
(denepaabHOro 3HAYEHUS, CyJaX ABTOHOMHOH 00IacTH M aBTOHOMHBIX OKPYIOB, YTBEPXKIACHHOU
[Tpukazom Cynebnoro nenapramenta ot 15 nexkadbps 2004 r. N 161 (npunoxenwns 12,13).

JlokyMeHTBI, 6€3 HEe0OXOAMMOCTH MPUOOIICHHBIE CceloBaTeIeM WM J03HaBaTeleM K Jeny
(u3bsITHIE B XOJE paccieloBaHUsl Jiela M He MNPHOOIICHHbIE K MaTepuaiaMm Jejla B KadyecTBe



BEIIECTBEHHBIX JIOKA3aTeNbCTB), C pa3pelleHuss mpezcenarens cyaa (CyaeOHOW KOJJIETuu) WM ero
3aMEeCTUTEII MOTYT OBbITh BBIAHBI MX 3aKOHHBIM BIIaJI€IbLIaM.

CBelieHHs O HAIMYHMM BBIIICYKAa3aHHBIX JTOKYMEHTOB B apXUBE U UX COJAEP)KaHUM COOOIIAI0TCS
3aMHTEPECOBAHHBIM YUPEXKICHUSIM IO 3apocam.

Belgaua nen, HaxoIsAUIMXCs B apXuBe, IMPOU3BOJUTCS IO NMHCbMEHHBIM 3asBKaM CyAed H
PYKOBOJUTENEH MOApA3AeIeHUN MOJ POCHUCh B KHUTE yyeTa BblJayd JOKYMEHTOB BO BpPEMEHHOE
10JIb30BaHue. Bbinaua nenn npou3BOIUTCS € MUCBMEHHOTO pa3pellieHys NMpeicenaTens cyJa WIH ero
3amectuTend. Ha BblIaHHOE €10 3aBOJUTCS KapTOYKa-3aMECTHTENb, K KOTOPOM MpPHUKpPEIIsSeTCs
KOIIUSI COIIPOBOAMTEIBHOIO NMUChbMAa O HANpAaBICHUM Jejla. B Hel yka3pIBalOTCS HOMEpP J€la, €ro
HAaUMEHOBAaHME, K€M OHO 3alpolIeHO M IOJIy4YE€HO, JlaTa BBIJA4YM, POCHHUCH IOIydarTens, Jara
BO3BpAIlICHUs B apXUB M MOJIUCH CIIEIMAINCTA apXUBa, IPUHABLIETO Jeno0. [lena BpIialoTcsa Ha CPOK
He 0oJiee OHOTO MECSIIA.

Bbiaya Haxonsmuxcs B apxuBe CyJeOHBIX AeN Ui O3HAKOMJICHHMS C €ero marepHuajiamu
JUIAMH, YYaCTBYIOUIMMH B JIeJie, UX NPEJCTaBUTENSIMHU, a TaKKe MHBIMH JIMLAMU OCYIIECTBISETCS B
MOPSIZIKE, YCTAaHOBJIEHHOM IIPEACENATENEM CyIa.

O3HakoMJIEeHHE C CyJIeOHBIM JEJIOM MPOU3BOJIUTCS B TIOMEUICHHHM CyAa B OOCTaHOBKE,
UCKJTIOYAIONIe BO3MOXKHOCTh HM3BATHS CYAECOHBIX J1€1 M JIOKyMEHTOB, JHOO M3 CyJaeOHOro nena
JIOKYMEHTOB (JIUCTOB) WJIM BHECEHHUS B HETO KaKUX-JINOO N3MEHEHUH.

Cynebnble nena (MHbIE MaTepHasbl), HAXOAAIIMECSs Ha apXUBHOM XPaHEHUH, BBINAIOTCS IS
O03HAaKOMJIEHHSI B MOMEILIEHUM CyJa HAa OCHOBAHWU NMHCHMEHHOTO 3asBIICHUS U NPHU MpPEIbsSBICHUU
JIOKYMEHTOB corjlacHo mnpmiokeHuto N 1 k HMHcTpykuumum mo cyaeOHOMY JIelONpOU3BOJCTBY B
pailoHHOM cyje, yTBepAeHHoH npuka3zoMm CynebHoro aenapramenta ot 29.04.2003 N 36.

IIpaBo Ha CHATHE KONUWI OKYMEHTOB C MAaTe€pHaJIOB J€ja 3a CBOW CUET, B TOM YHCIE C
HCIIOJIb30BaHUEM TEXHUYECKUX CPEJICTB, MPEJOCTABISETCS CASAYIOLUIUM JINLAM:

OOBUHSEMBIM,  TOJCYAMMBIM, OCYKICHHBIM, ONpAaBIaHHbIM, MX 3allUTHUKAM H
npeactaButessim (. 13 4. 4 ct. 47, m. 7 4. 1 ct. 53 VIIK POD);

notepneBmuM (1. 12 4. 2 ct. 42 VIIK POD);

FPaXXAAaHCKOMY HCTIly, €ro MpeJICTaBUTENI0 B YaCTH KOIMUN MpOLECCyalbHbIX PpEHICHHH,
OTHOCSIIIMXCS K IPEIBbSABICHHOMY UM I'paXXAaHCKOMy HMCKy (1. 13 u. 4 cT. 44 VIIK P®);

IPpaXXAaHCKOMY OTBETYMKY M €ro MNpEeICTaBUTENI0 B YacTH MaTEpHUajoB YIOJOBHOIO [ela,
KOTOpbIE KACAIOTCS TPa)KIaHCKOro ucka (m. 9 4. 2 c1. 54, u. 2 ct. 55 VIIK PD);

CTOPOHAM U MHBIM JIMIAaM, YYaCTBYIOLIUM B IPa’KJaHCKOM JIeNe, a TaKKe MX MpeICTaBUTENIIM
(4. I ct. 35 T'TIK PD);

peaOuUIUTUPOBAHHBIM JIMIIAM, & C UX COTJIacHsl WM B CIy4yae MX CMEPTU - POACTBEHHHKAM
(WKIMBEHIIaM) B 4YacTH O3HAKOMJIGHHMS C MaTepualaMd MPEKpAIIeHHBIX YTOJOBHBIX U
aMUHHMCTPATUBHBIX €Nl U MoiydeHus ¢ Hux komui (cT. 11 3akona Poccuiickoit ®denepauuu ot
18.10.1991 N 1761-1 "O peabunutanuu >kepTB MOTUTHYECKUX perpeccuii").

Bce mnepeuuncrnenHble uIa CHUMAKOT KOMHMHM 10 NHCHbMEHHOMY 3asBICHHMIO B THOpPSIKE,
YCTaHOBJIEHHOM IIpefcenaTeNeM cya. JJaHHOe MMChbMEHHOE 3asBIEHUE C Pa3pellaroleil pe3oaonnen
npejceaarens cyaa (ero 3aMecTuTeNsl) MoAIIMBaeTCs B CyJeOHOe J1e10, HaxosIIeecsl Ha XpaHeHU! B
apxuBe cyna. B ciaydae npeabsaBieHust JOBEPEHHOCTH K /1€y MPUOOIIAETCs TAKXKe €€ KOTHSI.

CHsATbIE IEPEYNCIICHHBIMY JIMIIAMHU 32 CBOM CYET KOIHUH C MaTepHajoB Cy1eOHOro /iena, B TOM
YHCJIe C IOMOIIBI0 TEXHUUECKUX CPEACTB, CY/I0M HE 3aBEPSIOTCS.

[Tocne o3HaKOMIIEHUS C CyZeOHBIM J1eJI0M (MHBIMU MaTepuaiaMH) yIIOIHOMOYEHHBIH pabOTHUK
apxvBa CyJa B TMPHUCYTCTBHM JIUI[A, KOTOPOE O3HAKOMHIIOCH C CYJICOHBIM J1eJ0M (MHBIMH
MaTepuaiamMH), IpOBEPSET COCTOSIHME NAHHOTO Jiela M HajJuduhe BCeX JOKYMEHTOB B Jiejie, JienaeT
OTMETKY B 3adBJICHUM O TOM, YTO JEJIO BO3BpalleHO. B ciywae ecnu mocie BO3BpaLIeHUs Jena
YIOJHOMOYEHHBIM paOOTHUKOM ammapara cy/Ja BbISIBIICHO U3bITHE, TOBPEKACHUE MaTepHUaJIoB Jieja, a
TaK)Ke BHECEHHE B HHX HCHPABICHUH M JOMHCOK, 00 3TOM HE3aMEJIUTEIbHO COOO0IIaeTcs
npejceIaTeNto Cyaa IM00 ero 3aMeCTUTEITIO.

Bbiraya xomuii JOKYMEHTOB U3 CyneOHOTO Jefla, HaxOJIIErocss B apXuBe Cyja, JUIaM,
Y4acTBYIOUIMM B JeJie, MPOU3BOAMUTCA IO MX MHUCbMEHHOMY 3asBIICHUIO C pa3pellieHusi Cylbd, B
IPOM3BOJICTBE KOTOPOTO HAXOAWIOCHh JIeN0, WM Ipejcenatens cyia (ero 3amectutens). Boiiaga



TaKUX KOMHUI U3 CyIeOHOro JieNa CIeUaTiCcTOM apXUBa HHBIM JTUIIAM M OPTaHU3AIHSIM TPOU3BOAUTCS
M0 MHUCBMEHHOMY 3allpocy WJIM 3asBJICHUI0O HAa OCHOBAaHWHW PE3OJIONMH TIpejacenarens cynaa (ero
3aMECTHUTEI).

C mpuroBopa, pemieHUs, OMNPENCICHUS WJIA TOCTAHOBJICHHs, BBIHECEHHOTO TIO Jeny,
CHUMAIOTCS KONHUH, KOTOpPHIE 3aBEPSIOTCS TMOMMUCAMU CyIbU W CEKpeTaps cyaa JTubo WHOTO
YIIOJITHOMOYEHHOTO pa0OTHHKA armapaTa cy/Ja u TepOOBOi MmevaThio cy/a.

W3rotoBieHne 3aBEPeHHBIX KOMHA CYJeOHBIX AaKTOB M UWHBIX JOKYMEHTOB CyJa
OCYIIIECTBIISICTCA YIIOTHOMOYEHHBIMH PaOOTHUKAMHU apXHBa Cyaa. B mpaBoM BepXHEM YTy MEpBOTO
JUCTa JOKyMeHTa npocTasisiercs mramn "KOIINA".

B cmygae, ecnu BBIIECTOSIMINMNA CyJ W3MEHWJ DPEIICHHWE Cy/la, Ha KOMUHU CyAeOHOro akTa
(mpuroBopa, pelieHus, OIpeneeHHs], MOCTAHOBICHHUS) nemaercs o0 »ToM oTMeTka. Ha xommwm
Cy/e0HOTO aKTa TaKXKe JeNIaeTCs OTMETKA O JaTe BCTYIUICHHUS €r0 B 3aKOHHYIO CHITY U YKa3bIBAeTCs, B
KAaKOM JieJie TOJAIIUT MOJJIMHHBIN JOKYMEHT U B POU3BOJICTBE KAKOTO Cy/1a HAXOAUTCS JIETO.

Komuu 3ampammBaeMbix CyJIeOHBIX aKTOB M3TOTABIWBAIOTCS YIOJTHOMOYEHHBIM PAOOTHHUKOM
apxuBa CyJia B IeHb TIOCTYIICHUS 3asBIICHUS, a TIPU HEBO3MOXKHOCTH - B CPOK He OoJiee MATH pabounx
JTHEW C yKa3aHHOM JaThl.

W3rotoBieHHbIE, HO HE TOJNyYEHHBIC 3asBUTEIIEM KOIMUU CYyIEOHBIX AaKTOB, MHUChMEHHBIX
CITPaBOK TMEPEAAIOTCS TSl OTIIPABKH TI0 TTOYTE.

JIuto, moy4uBIIIee KOMUIO CYIeOHOTO aKTa, JOJDKHO HAIMCATh COOTBETCTBYIOIIYIO PACIIHCKY.
B ciygyae nampaBieHus1 KOMH JOKYMEHTA TI0 TIOYTE B JICJIO MOAMIMBACTCS KOIMHUS COMPOBOIUTEILHOTO
MUCbMa C UCXOJSIIUM HOMEPOM U J1aToil. Takxke nenarTcsi COOTBETCTBYIOIINE OTMETKU B CIIPABOYHOM
JUCTE.

[ToBTOpHas BbIIaYa KOMUH CyneOHBIX akTOB (pELICHUH, OINpeaeNeHuil, MPUTOBOPOB,
MMOCTAHOBJICHHUH, CyACOHBIX TPUKA30B) OCYIIECTBISAECTCS 110 NHCHbMEHHOMY MOTHBUPOBAHHOMY
3asBJICHUIO JIMI]a B YCTAHOBJIEHHOM IIpejceaaresieM cynaa nopsnuke. [Ipyrue, He yCTaHOBIJIEHHBIE
Hactosimedn MHcTpykimed, mpaBuiia O3HAKOMJICHHSI C MarepuajaMd CyJeOHOro jena, BBIIAaYu
MO/JIMHHBIX JOKYMEHTOB, 3aBEPEHHBIX KOIMUU MAaTepuanoB Jejia, MUCbMEHHBIX CIPABOK, KOIMUN
Cy/eOHBIX aKTOB, BCTYMHBIINX B 3aKOHHYIO CHITY, OTIPENIETISIOTCS MpeaceaTeNieM Ccyaa.

BrigaBaembie Cy1oM KOMTUH JTOKYMEHTOB JTOJIKHBI OBITH MPOIIUTHI, IPOHYMEPOBAHbI, 3aBEPEHBI
Y CKpeIUIeHHI TieyaThio. Ha xomuu yka3bsiBaeTCs, B KAKOM JIeJie TTOAMIUT MOUTMHHBIA TOKyMeHT. Jluto,
MOJIyYMBIIEE KOMHIO, JOJHKHO pacmucaThCsi B CHPaBOYHOM JKcTe. B cimydae HampaBieHusi KONMUU
JIOKyMEHTA TI0 TTOYTE B CIIPABOYHOM JIMCTE JIeTaeTCsi 00 ’TOM OTMETKa.

[TonnHHBIE TOKYMEHTHI U3 CYACOHBIX M€ (MHBIX MAaTepHalOB) U WX HAAJEXKAIUM 00pazoM
3aBEPEHHBIC KOTMH, IPEJICTABICHHBIC YIaCTHUKAMH YTOJIOBHOTO, TPAXKTIAHCKOTO CYOTPOU3BOJICTBA U
y4acCTHUKaMU TPOU3BOJICTBA MO JiedaM 00 aJMHUHUCTPATUBHBIX MPABOHAPYIICHUSAX, a TaKkke
MMMCbMEHHBIC CIPABKHU 1O JIeJlaM BBIJAIOTCA UM YIIOJJTHOMOYCHHBIMH PaOOTHHUKAMM apXuBa Cyjaa Ha
OCHOBaHUHU MUCHMEHHOTO 3asIBJICHUS; a Cy1aM OOIIel IOPUCAUKIINK, OpraHaM JI03HAHUS U CIEJICTBUS -
Ha OCHOBAaHMHM MOTHMBHPOBAHHOTO 3ampoca © (WJIM) HWHBIX HEOOXOIUMBIX JOKYMEHTOB,
MPEeIyCMOTPEHHBIX 3aKoHOAaTeNnbcTBOM Poccuiickoit ®denepanuu. Ha 3asBneHuun wnm 3ampoce o
BBIJIa4€ TO/UIMHHBIX JOKYMEHTOB W3 CYJIEeOHOTO Jejla MPOCTABISETCS pa3pelraromnias pe30TIous
npejacenarens cyna (MM ero 3aMeCTUTES).

B3aMeH BBITaHHOTO TOJJIMHHUKA K JIETy TPUOOIIAECTCS €ro KOIHWs, 3aBEpeHHas CyIbeH u
repOOBOI MEYATHIO CyAa.

[Ipu BBITAYEe MOUTMHHUKOB JOKYMEHTOB W3 CyAE€OHOTO Jejla Ha WX 3aBEPEHHBIX KOIHUAX
JOJKHBI YKa3bIBaThCs (haMUIIHS, UMsI, OTIYECTBO JIUI[A, TOTYYMBIIErO TOKYMEHT, €r0 MpoIeccyaabHOe
MOJIOXKEHUE TIO JIeTTy, IaHHbIE JOKYMEHTA, YIOCTOBEPSIOIIETO JIMYHOCTh. B monyueHnn qoKkymMeHTa 3To
JUIO JOJKHO paclucaTrbCsl U MPOCTaBUTH ATy MoiyuyeHus. JIuio, BbaaBiiee JOKYMEHT, JOJHKHO
yKa3aTh CBOKO (haMHIINIO, JOHKHOCTh M TIOCTaBUTh MOANUCH. [Ipu mpenbsBiIeHUH IOBEPEHHOCTH
HEOOXOJIMMO CHATH C HEe KOMHIO U MOAIIUTE B JeN0. Takue ke CBEACHUS YKa3bIBalOTCSA B CIIPABOYHOM
JIUCTE.

JIOKYMEHTBI, HA OCHOBaHMH KOTOPBIX W3 CYACOHOTO Jelia BBhIJaHbl MOAJWHHUKY, a TaKKe UX
3aBEpEHHBIC KOMUHU TOIITUBAIOTCS B JIeN0. B ciiydyae HampaBieHuUs MOIJTUHHOTO TOKYMEHTa 10 TI0UTe



3aKa3HbIM IMHCHbMOM B JIEJIO TAK)K€ IMOAIIMBAECTCS KOIHUS CONMPOBOAUTEIBHOIO MUCbMA C MCXOIAIINM
HOMEpPOM U JIaTOH.

Ilopsimok M CpPOKM BBIAAYM MOJJIMHHBIX JOKYMEHTOB, UX 3aBEPEHHBIX KONHUM, MUCbMEHHBIX
CIIPABOK yCTaHABJIMBAIOTCSA MPEICEIATEIIEM CYIa.

Bpimaua nUCBMEHHBIX JOKAa3aTENbCTB, HE BO3BPAILLCHHBIX MPEACTABUBIIMM HX JIMIAM [0
nepeaaydu Jena B apXuB Cya, 1Mo MPOCch0e ATUX JIUI, OCYIIECTBIISIETCS B TOM K€ IMOPSIIKE.

B cnydae nampaBiieHMS JOKYMEHTA MOYTOM B JIE€JI0 MOAIIMBAETCS KOIMS COIMPOBOAUTEIBLHOIO
MHChMa.

[Io mnUCEMEHHBIM TpPEOOBAHHSIM OpPraHOB, KOTOPHIM 3aKOHOM MPEAOCTaBICHO TPaBO
UCTpeOOBaHMS Jiea, ¥ Ha OCHOBAHHMHM DPACTIOPSDIKEHHUS TpECcenaTeNsl CyAa WIH €ro 3aMeCTUTENs
CylneOHbIC Jella HAMpaBIAIOTCS UM B TPEXJHEBHBIM CPOK MO TOYTE 3aKa3HbIM MUCHBMOM WIH C
KYpPbEpPOM.

HasnaueHHsblii pabOTHHK apXuBa cyJa 00s3aH KOHTPOJIUPOBATH BO3BPAT eI B apXUB U HE pexKe
OJHOTO pa3a B MecCAI] JOKJIaAbIBaTh MPEACEIATEIIO CYy1a.

Jlo Bo3BpaleHus Aena B Cya TpeOOBaHUE O €T0 BHICHUIKE, KOTIHH COMPOBOAUTEIHLHOTO MUCHhMA,
MIPUTOBOPA WIIM PEIICHUS XPAHATCS B KOHTPOJIBHOM TaIIKe.

B xypHane Bpiaun e U3 apxXuBa CyJa OTMEYAETCS, KOT/Ia, KOMY M [0 KAKOMY 3aIpocy AEJ0
HaIpaBJICHO, KOT/1a OHO BO3BPAIIECHO B CY/I.

KoHTpoJibHBIE BOPOCHI K CEMUHAPY.
1. TloHsTHE MCTIOTB30BaHUS TOKYMEHTOB apXUBa.

2. HcnonHeHue 3apocoB IpaX/1aH U OpraHu3alui COLMAIBHO-IIPAaBOBOIO XapaKTepa.

3. Pa0ota ynTanpHOro 3aj1a apxuBa.

4. Belnaua €1 BO BpEMEHHOE NI0JIb30BaHUE

5. Hcnonb3oBaHWe JOKYMEHTOB apXuBa IPHU MOATOTOBKE HHMOPMAIIMOHHBIX MEPONpPUSTUH, B
CpeICTBaxX MaccoBOI MH(MOPMAIMU U TyOIUKAIIMOHHOHN 1eATEbHOCTH.

6. Yder HCIOIB30BaHMS 1€ U JOKYMEHTOB apXHBa.

IIpakTH4yeckoe 3ansiTue Ne9
XpaHeHue U y4eT apXMBHBIX 10KYMEHTOB
Leab: U3y4nTh XpaHEHNE U YUET apXUBHBIX JOKYMEHTOB

VY4yer T0OKYMEHTOB B apXUBE CyJla - 3TO CPEACTBO KOHTPOJIS 32 HAJMYUEM U 0OecrieueHueM uxX
coxpaHHOCTH. OCHOBHBIMU €IMHULIAMHU YYeTa XpaHEHUS apXMUBHBIX JOKYMEHTOB SIBISIOTCS: [EIO,
AIIEKTPOHHOE JEI0.

VYyery moanexar Bce XpaHSIIMECS B apXWBE CyJa JOKYMEHTHI, BKJIHOYAsl JOKYMEHTHI IO
JMYHOMY COCTaBY U OIUCH JIE€JI, B TOM YHCJIE B 3JIEKTPOHHOM BHJIE.

9.2. OcHoBHBIMU (00513aTEIBHBIMU) YYETHBIMU JIOKYMEHTAMH apXHBa Cy1a SBJISIOTCA:

NacropT apXuBa;

y4eTHBIE CBEJICHUS O JOKYMEHTaX, XpaHIIMXCS B apXUBE Cy/a.

KHUTA y4yeTa MOCTYIJICHUS U BBIOBITHS JIeJ1, IOKYMEHTOB

CIUCOK (POHIIOB

auctT poHaa

OIHCH Jel

peecTp onucen

[TacopT apxuBa COCTaBIISIETCSI €KEr0JJHO, OTPaKaeT COCTaB, COCTOSHUE, 0ObEM M YCIIOBHUS
XpaHEHUs IOKYMEHTOB U XPaHUTCSI IOCTOSIHHO.

[TacnopT apxuBa cocTaBiIsieTCs [0 COCTOSIHUIO Ha | 1ekaOpsi OTYETHOTO roja.

ITpu HanuuuMu AOroBOpa ¢ roCyAapCTBEHHBIM apXHMBOM MACIOPT apXHBa COCTABIIAETCSA B ABYX
SK3EeMIUISIpax: OAMH S3K3EMIUISIp HaIlpaBisieTCs B TOCYJApCTBEHHBINM apXuB, BTOPOMl XpaHUTCS B
COOTBETCTBYIOIIIEM Hapsi/ie apXuBa Cy/a.

B nmacnopre apxuBa yka3bIBatoTcsi (pamMuiius ¥ TeJaedoH UCIOTHUTENS (COCTaBUTENS).

[TacniopT apxmBa NMOANMCHIBAETCS IIpeACeaaTeNIeM Cy/la C MPOCTABICHUEM JaThl NMOANMCAHUSA,
oCJIe 3aMI0JTHEHUS BCEX pa3ziesioB 3aBepsieTcsl eyaThbio cy/a.



K macnopry apxuBa NpUKIAJbIBAECTCS MOSACHUTENbHASI 3alMCcKa, B KOTOPOM YKa3bIBAIOTCS
CJIEAYIOLINE CBEICHUS:

00 U3MEHEHUAX B HAUMEHOBAHUU CY/Ia;

0 HaJIM4YUU B CyJle HOMEHKJIATyphl U HHCTPYKLUU 10 JEIONPOU3BOICTBY;

IPUYMHBl W3MEHEHMS KOJIMYECTBAa JEJI [0 CPaBHEHUIO C JAHHBIMM  [acropra
MPEIIECTBYIONIEr0 roja (KOJIWYeCTBO ONUCAHHBIX JIeJ, MEpelaHHBIX Ha MOCTOSHHOE XpaHEHHUE B
ApXUBHOE YUPEXKICHUE, CHATBIX C yUeTa B CBSI3U C YTPaTON WJIM HEUCIIPABHBIMU MOBPEXKICHUSIMN);

HaJIMYUe B apXuBe cyda (POHIO0B IPYTHX CYJIOB;

0 KaJJpOBOM COCTaBE - HAJIMUME ITATHBIX paOOTHUKOB apxuBa cyna, @.J1.0. paboTHUKOB;

0 MeCT€ XpaHEHHs JIOKyMEHTOB INPU OTCYTCTBHHM OTIEJIBHOTO IMOMEIIEHUS U OCOOEHHOCTSAX
pa3MelIeHNs TOKyMEHTOB.

KoHKpeTHBIN CNHUCOK NPUIOKEHUS K MacmopTy apxuBa MOXET ObITh COIJIacoBaH C
roCy/apCTBEHHBIM apXUBOM, KyJ1a OH IIPEJICTABIISIETCS.

B cnydae ecnu apxXumB Cyga pacmlolioK€H B HECKOJIBKMX IIOMEIIEHUSX, MAaclopT apXHBa
COCTaBJISIETCS €IMHBIM Ha BCE IOMEILLEHUS.

[Ipu xpaHeHuu B apxuBe cyjAa Jea BpeMeHHbIX (70 10 5eT) cpokoB XpaHeHUs WM "1O
MHUHOBaHHs HaloOHOCTH" paOOTHUKOM, OTBETCTBEHHBIM 3a PabOTy apXuBa, €XKEroJHO (10 COCTOSHHIO
Ha | nexaOps) AOMOJHUTENIBHO K MAclopTy apXuBa 3allOJIHAIOTCS YUYETHbIE CBEIEHUS O TOKYMEHTax,
XPpaHALIMXCS B apXUBE CYJa.

I'padbl ydyeTHBIX CBEACHHMH O JOKYMEHTaX, XpaHALIMXCS B apXUBE CyJa, 3alOJHSIOTCS I10
aHaJIOTHH ¢ TacropToM apxuBa. OObsICHUTEIbHAS 3alCKa HE TpedyeTcs.

B kxHury ydera mocTyIuieHHsI U BBIOBITHS JI€Jl, JOKYMEHTOB IOCJIEIOBATEIbHO BHOCSTCS BCE
NEepBUYHbIE M TIOBTOPHBIC MOCTYIUICHUS (BBIOBITHS) Jen, JAOKyMeHToB. Kakjgoe mocrymieHue
(BBIOBITHE) B  Tpenenax OTYETHOrO Troja [MOJIydaeT TMOpSAKOBBIH HOMEP B BaJIOBOM
[I0CJIEA0BATEIBHOCTH.

Esxeronno Ha 1 stHBaps MOABOJIUTCS UTOT KOJIMYECTBA MOCTYMUBIIMX U BHIOBIBIIUX 32 TOJ A€,
JIOKYMEHTOB.

Crnucok (poHIOB BeneTcst B apXMBe CyJa, XpaHsAIIEM JOKyMEHTHl Oojee onHoro ¢gonaa. B
CHHMCOK (POHIOB apXUBHBINA (DOH/T 3aMHMCHIBACTCS TOJBKO OJMH pa3 MPU MEPBOM IOCTYIUIEHHUH B apXUB
cyna. Ilo cnmcky (oHIOB B BaJIOBOM IMOPAJIKE €My IPHCBAaMBAaE€TCs YYETHBIM HOMEp, KOTOPBIi
COXpaHsIETCA 32 HUM BO BCEX YUETHBIX IOKyMEHTAX.

B cmywae mnepenaun apXxuBHOTO (OHOA B JpYyrod apxuB, BKIIOYEHHS €ro B COCTaB
O00BEIMHEHHOTO apXMBHOTO (oHIAa MM BBIJEJIEHUS BCEX JOKYMEHTOB K YHHUYTOXKCHHIO
O0CBOOOIMBIIHUIICS HOMED JIPYTOMY apXHUBHOMY (OH]Ty HE IPHCBAUBAETCS.

OObenuHeHHbIE apXUBHBbIE (DOHIBI YYUTHIBAIOTCS Ha OOMIMX OCHOBaHMAX. OOBEAMHEHHOMY
apXuBHOMY (OHIY, OOpa30BaHHOMY M3 AapXHBHBIX (DOHAOB, paHEE YUTEHHBIX CaMOCTOSTENBHO,
NPUCBAaNBAETCS HOMEP OJTHOTO U3 apXUBHBIX (POHJIOB, BKIFOUEHHBIX B €I0 COCTAB.

B apxuBax cylIoB MNpocTaBisieTCss HOMEp apXUBHOro (OHAA, 3a KOTOPHIM OH Y4YTE€H B
rOCy/JapCTBEHHOM apXMBE M KOTOPBIN COXPAHSETCS 3a HUM IOCJIE MOCTYIUIEHUS €ro JOKYMEHTOB Ha
MOCTOSIHHOE XpaHeHue. Ha3BaHue apxuBHOTO (OHJIA BHOCHTCA B CIHCOK (DOHJOB Ha OCHOBAaHUU
UCTOPUYECKON CrpaBKu K (DOHIy MM TUTYJIBHOTO JIMCTa omucu jen. Ha3paHue oObETUHEHHOTO
apXUBHOTO (DOHAA COCTOUT M3 0OOOIEHHOr0 Ha3BaHUS BKJIIOYEHHBIX B HErO apXHUBHBIX (HOHIOB, U3
NIEpEeYHsl Ha3BaHMW CMEHSABLIMX Jpyr Jpyra cylnoB. KoHKpeTHble HaMMEHOBaHMsS BCEX CYJIOB,
JIOKYMEHTBI KOTOpBIX BOLUIM B OOBEIWHEHHBIH apXUBHBIM (OHI, a Takke HX IeperMEHOBaHUs
yKa3bIBalOTCA B JIUCTE (hoHA.

B HazBaHMM apXHMBHOH KOJUIEKIIUH YKa3bIBa€TCS MPHU3HAK (MPU3HAKH) €€ GOPMUPOBAHUS.

ExerogHo Ha 1 sHBaps K CHHCKY (OHIOB COCTAaBIISAETCS HMTOTOBasl 3alMCh O KOJIUYECTBE
apXUBHBIX ()OHJIOB, MOCTYNUBIIUX U BBIOBIBIIMX B T€YEHHE roJa, U OOIIEM KOJMYECTBE apXUBHBIX
(OHIOB, HAXOMAIIMXCS HAa XpaHeHUU B apxuBe. CMCOK (POHOB 3aKIIIOYAETCS B TBEPIYIO OOJIOXKKY,
JMCTBl HyMEPYIOTCSl, COCTABIISIETCS JINCT-3aBEPUTETIb.

Jluct GoHaa cocTaBiseTCs HAa KaXKAbI apXuBHBINA (QOoHA. B HeM y4uTBIBaIOTCS BCE ONMUCH el
¢donpa. JIuct poHa MOXKET OBITH IEPECOCTABIIEH TOJIBKO B CIydae, €CJIM OH HEMCIIPABUMO MOBPEkKAECH
WIA TepecTaeT oTpaxaTbh (PaKTHUYECKOe COCTOsSHME U 00BbeM apxuBHOro ¢oHma. B ciygae



nepecocTaBlIeHUs JucTa QoHAa paHee JeiicTBOBaBIIMK JUCT (oHIa momeniaercs B aeno ¢oHpa. B
BEPXHEM IIpaBOM YIUIy YyKa3aHHBIX JUCTOB (oHAa aenaitorcs oTMeTkH: "JIucT mepecoctaBiieH" c
yKa3aHUEM JaThl IEPECOCTABICHUS, JOKHOCTH U MTOAIMCH COCTaBUTEIIA.

Jluctel (oHIOB XpaHATCA B TNOpSAAKE HOMEpPOB apXuBHbIX (oHmoB. K Kaxmol mnamke
COCTaBJICTCS JIUCT-3aBEPHUTEIb, TJIC YKAa3bIBAIOTCS HaYaJbHbIC U KOHEUYHbIE HOMEpPA apXUBHBIX (POH/IOB
1 o0111ee KOJIMYECTBO apXUBHBIX (POHIIOB, JTUCTHI KOTOPBIX HAXOATCS B MArllKe.

ApxuBHBIE Jiena (JIEKTPOHHBIE apXUBHBIE JIeNla) YYUTHIBAIOTCS MO OonHCcSIM. ['0710BbIe pa3/ielbl
ONMMCEeNW YYMTHIBAIOTCA IO TEM >K€ HOMEpPOM, KOTOpPbI ObUI NPUCBOEH ONUCH IPH TEPBOM
noctymieHnd. Onucu Jein MOCTOSHHOrOo M BpeMeHHoro (6osnee 10 yer) XpaHeHHsT HyMepyroTcs
OTJIENBHO.

Y4yer mocTymieHWH Jaed MOCTOSHHOTO M BpeMeHHoro (6osiee 10 ser) XpaHeHHs BeleTCs
pa3IeIbHoO.

CoctaB u (opMBI BCIIOMOTATENIbHBIX YYETHBIX JOKYMEHTOB ONPEACISAIOTCS apXHWBOM Cy/a
CaMOCTOSITEJIBHO.

VY4eTHbIE TOKYMEHTHI JOJDKHBI HAXOAWUTHCS B OJHOM MECTE M XPAaHUTHCS B METAJNIMYECKHX
mikagax. YUeTHble JOKYMEHTBI apXuBa CyAa, KpoMe OIucel Jien, IpeaHa3HadatoTcs Uil CIIyKeOHOTo
II0JIB30BAHUs U MOJIb30BATEIISAM HE BBIIAKOTCS.

VY4er nocTyruieHus U BbIOBITHS JIe] B apXUBE Cy/1a OCYIIECTBIISIETCS HA OCHOBAHHH:

OIIMCH JIJI CTPYKTYPHOTO IIOApa3AeIeHUs U TOJJOBOTO Pa3eiia OIUCH JeIl CYAa;

HOMEHKJIATypBbl, 3aMEHSIOIIEH TOJ0BOU pa3ies OMKCH JIET;

aKTa O TEXHMYECKUX OLIMOKaxX B YUETHBIX JOKYMEHTaX;

akta 00 oOOHapyXXeHHMH JOKYMEHTOB (HE OTHOCSIIMXCA K JaHHOMY (oHAy, apXuBy,
HEYUYTEHHBIX);

aKkTa 00 yTpaTe JOKYMEHTOB

aKTa IpUeMa-nepeaud apXUBHbIX JOKYMEHTOB Ha XpPaHEHHUE;

aKTa O BBIICJICHUH K YHUUYTOKEHHUIO aPXHUBHBIX JOKYMEHTOB, HE ITO/JIEKAITUX XPAHEHUIO

aKTa O HEUCIIPABUMBIX ITOBPEKIEHUAX aPXUBHBIX JOKYMEHTOB

Ha ocHoBaHMM yKa3aHHBIX JOKYMEHTOB BHOCSITCSI HEOOXOJUMBbIE HM3MEHEHHS B OCHOBHbBIE
(obOs13aTebHbIC) yUETHBIE JOKYMEHTHI apX1Ba:

B KHUTY yuyeTa MOCTYIJICHUS W BBIOBITUS 1€, JOKYMEHTOB M B JHCT (DOHAA - MPHU KaXJIOM
U3MEHEHUHU B COCTaBE U 00bEeME IOKYMEHTOB apXHBa Cy/1a;

B CIUCOK ()OHIOB - IPU TMOCTYIUIEHMH HOBOTO apXUBHOTO (OHJA WIIM BBIOBITUM BCEX JIET,
JIOKYMEHTOB, HaXOJMBIIETOCS HA XPaHEHUH apXUBHOIO (OHJA C yKa3aHHEM, KyJa BHIObUT apXHUBHBIH
¢doHI, a TaKKe AaThl K HOMEpa JOKYMEHTa, Ha OCHOBAaHUHU KOTOPOTO OH BBIOBLT;

B peecTp Omuceil Aen - MpU MOCTYIUIGHHH HOBOM OMMCH JeNl MM BBIOBITUM BCEX €IMHMUIL
XpaHEeHus, HaXOAMBILENCs HAa XpaHEeHUH onucu. HoMep BBIOBIBIIEH OMKCH JIe IPYTUM OIUCSAM JIeT He
MPUCBAUBACTCA U OCTAETCS CBOOOHBIM;

B OINKUCH JeJl - MPU MOCTYIUIEHUH (OOHapy>K€HHE HEYUYTEHHBIX JOKYMEHTOB) W/WIN BBIOBITUU
Jiell, TOKYMEHTOB (yTpaTa JOKYMEHTOB), YUTCHHBIX B IaHHOU OIUCH.

COOTBETCTBYIOIINE U3MEHEHUS BHOCATCS BO BCIIOMOT'aTENIbHBIC YUETHBIE JJOKYMEHTBI.

Bce akThbl, TOKYMEHTHPYIOLIUE pPEe3yJIbTaThl apXUBHBIX pabOT, BKIIOYAIOTCS B Jeso (oHIa,
KOTOPOE 3aBOJUTCS Ha KaXKIbIH (HDOH/I, HAXOASIIMINCS HAa XpaHEHUU B apXUBE.

Jleno Gonaa HapsLy ¢ JOKyMEHTaMH, OTpa)XaloIUMH UCTOpuio (hoHIa U (HoHI000pa3zoBares,
BKJIIOYAET YUETHBIE IOKYMEHTHI, XapaKTepU3yIolue u3MeHeHHs POoHa.

ApXUB cyZia MOXET BECTH TaKXe Y4eT B aBTOMAaTU3MPOBAHHOM PEXHME B BHJIE YUETHBIX 0a3
JTAHHBIX.

VYyerHble 0a3bl JaHHBIX NPUMEHSAIOTCS BO B3aUMOCBS3U C JAPYTUMH HH(GOPMAIMOHHBIMH
0a3amMH TaHHBIX, UMEIOIIMMUCS B apXHUBE CyJa, U JOJKHBI ObITh COBMECTUMBI C COOTBETCTBYIOIIMMHU
YUeTHBIMH 0a3aMH JaHHBIX TOCYJJApPCTBEHHBIX apXMBOB M OPraHOB YIIPABICHHS apXUBHBIM JIETIOM.
KoHTpoJ/ibHBIE BONPOCHI K CEMHHAPY.

1. OO6s3aHHOCTH OPraHOB 10 00ECIICYEHUIO COXPAHHOCTH APXUBHBIX JOKYMEHTOB.
2. Xpanenue n10KyMeHTOB B ApxuBHOM Ponzae PO.
3. TocymapcTBeHHBIN yueT JOKyMEHTOB B ApxuBHOM PoHae PD.



4. Wzyuenue @DenepanbHoro 3akoHa Nel25-d3 or 22.10.2004 r. «O6 apxuBHOM Jeie B
Poccuiickoit ®eneparumny (riiaBa 4)

IIpakTnyeckoe 3ansaTue Nel(
Tema 10. CoBpeMeHHbIe TEXHOJIOTHH M TEXHHYECKOe o0ecrneyeHHe COXPAHHOCTH I0KYMEHTOB
Leab: U3y4nTh COBPEMEHHbIE TEXHOJIOTUU M TEXHHUUECKOE 00eCrieueHne COXPAaHHOCTH JOKYMEHTOB

[TocnenoBarenbHOe coxpaHeHHe ApXuBHOTO ¢oHga PD sBisercs KOMIUIEKCHOW MPOOIEMOi,
CHCTEMHOE pEIICHHE KOTOPOM OCYLIECTBISETCS pa3audyHbIMM  Metojamu. IlepBag rpymma
COOTBETCTBYIOIIUX IOAXOJ0B HMMEET TPAJULMOHHBIM XapaKTep, CBSI3aHHBIA C TPagULUOHHBIMU
MepaMH, HANpaBICHHBIMA Ha COXPAHEHUS JOMUHHUPYIOIIMX JOKYMEHTAJIBHBIX KOMIUIEKCOB Ha
OymMakHOW OCHOBE. B KOHTEKCTe MOJOOHOTrO MoAxoja HEOOXOAMMO BBIICIHUTH MOCIIEIOBATEILHOE
coOII0ZIeHHE TEMIIEPATYPHO-BIAXKHOCTHOTO PeXUMa, aJIeKBaTHOE CTEJIaXHOE Pa3MeIleHne apXUBHBIX
KOpOOOK M JPYTMX YHaKOBOYHBIX CPE/ICTB, CBOCBPEMEHHOE YCTPAHEHUE MEXaHUYECKUX U IPUOKOBBIX
MOBPEXACHUN, TepervieTHble paboThl MOCIe TEXHUYECKOW pACIIMBKM MHOTOCTPAHUYHBIX Jell.
[TepenoBoil poccuiickuii U 3apyOeKHBIH OIBIT, CBA3aHHBIA C MOCIEIOBATENbHBIM IOJIEPKAHUEM
HEOOXOJUMON TemmepaTypbl W BIAXHOCTH B OOBEMHBIX apXMBOXpaHWIMIIAX, MpeArnoiaraet
IeJICHANpPaBICHHOW HCIOJIb30BAHUE KOMOMHHMPOBAHHBIX CHCTEM, pPETYJUPYIOMIUX BHYTPEHHUM
MUKPOKJIUMAT B 3aKpBITBIX moMmemnieHusx. B 2008 romy COOTBETCTBYIOIIAas YCTaHOBKa ObLia
cmoHTHpoBaHa U B ['’APO, onHako, agekBaTHas 3KCIUIyaTallUs YKa3aHHOI'O YCTPOWCTBA B HACTOALIEE
BpeMsi HEBO3MOXXHA BCJEACTBHUE BBICOKMX JHEPreTUYECKHX 3aTpar, HE KOMIICHCUPYEMBIX
BBIJICJIIEMBIMU OIOJKETHBIMU CPEICTBAMM.

CremnaxHoe pa3MeIIeHNe XPaHAINUXCS JOKYMEHTOB ONPEIEIAETC HE TOJbKO HOPMAaTUBHBIMU
TpeOOBaHUSAMH, HO U PEaJbHON Neperpy3Koi, HCIBITHIBAEMON JEHCTBYIOIIMMHU apXHUBOXPAHMIUIIIAMHU.
Opnnako, HECMOTPSI HA UMEIONINECS TPYIHOCTH, B OOJBIIMHCTBE CIy4yaeB I'PaMOTHOE paclpeieiieHue
JIOKYMEHTOB B HCIIOJIb3y€MOM IPOCTPAHCTBE OOECHEeYMBACT BBICOKYIO CTENEHb WHIMBHYaJIbHON
COXPAaHHOCTH JOKYMEHTAJbHBIX KOMIUIEKCOB, a Takke J((EeKTUBHBIA MOUCK HEOOXOAUMOMN
UH(POPMALIUYU I CBOEBPEMEHHOTO MCIIOJIHEHHSI COLMAIbHO-IIPABOBBIX U UMYILIECTBEHHBIX 3alIPOCOB.
Haubonee ynoOHbIM BapHMaHTOM CUCTEMHOW OpraHU3allid CTEJUIAXKHOTO IMPOCTPAHCTBA SIBISIOTCS
TpaHC(OPMEHHbIE METAIMYECKUE KOHCTPYKIUH C PEryJupyeMoil BBICOTOH IOABMXKHBIX IOJIOK,
MO3BOJIAIOIINE MAaKCHMajlbHO KOMIIAKTHO PACIOJIOKUTh apXuUBHbIE KOpoOKH. [logoOHBIN moaxon
OIPEIEIACTCS CIOXKHBIMU TEXHUYECKUMU YCIOBUAMU IS UCIIOJIB30BAHUS NIEPEABHKHBIX CTEIIIAXKEH,
TpeOyIOIINX HJIeabHO BBIPOBHEHHBIX 0a30BbIX MOBEPXHOCTEH. B MaHHOM KOHTEKCTE HEOOXOAMMO
OTMETHTb, YTO TEXHOJIOTUYECKU MPOJBUHYTHIE OTCUECTBEHHBIE M 3apyOeHbIE apXUBBI MCIIOJIB3YIOT
HE TOJIBKO CTEJIJIaXKHbIE KOHCTPYKIIUH [TEPEMENIAEMOr0 TUIIA, HO U aBTOMATU3UPOBAHHBIE ITOIPY3YUKH,
CaMOCTOSITENIFHO pelIaroliye 3a1a4u B 0003HaueHHOM mpoctpaHcTBe (Llentpanbhbiii apxuB Cb PO,
LenTpanpHbiil apxuB [lapnamenTtckoil accambnen Cosera EBpornbl, HEKOTOpBIE IIEHTPAIbHBIE apXUBbI
OPT, [Toneimu u Hanun).

Mexanndeckue U TpUOKOBBIE MOPAXKEHUS XPAHSAIMIUXCSA JOKYMEHTOB B OOJBIIMHCTBE CIy4yacB
YCIEUIHO YCTPAHSAIOTCS IMOCPEICTBOM aJE€KBATHOI'O HCIIOIB30BAHMS PECTABPALMOHHBIX IIPOLIENYP U
JI€3WHCEKIIMOHHBIX CPEJCTB, MpHYeM OOJIbIIIOe BHUMAHME YJeNseTcs NpoQuiIakTUYecKoil padote,
HaNpaBJICHHOW Ha MoOcJeNoBaTelIbHOE YCTpaHEHHE HEONaronmpusTHBIX Bo3jeicTBUU. Poccuiickuil u
3apyOeXHBI ONBIT MOKA3bIBAET, YTO peajbHBIH PUCK MEXAHHYECKOTO MOBPEXKICHHUS CYIIECTBEHHO
COKpAaIaeTcs Py MaKCUMAJIBHOM COKPAIEHUU CYIIECTBYIOLICH AUCTAHIUN PYYHOI'O NEPEMELICHUS.
Jlaxxe npu nmosiHOM 00ecrieueHHOCTH MPUBJICUEHHBIX COTPYTHUKOB CPEICTBAMU MaJlOl MEXaHU3alluu B
U3PAUIIbCKUX apXuBaX A(PQPEKTUBHBIM METOJMYECKUM MPHUEMOM CUMTAeTCs IMpakTHyeckas padboTa c
HCIIOJIb3YEMBIMM JOKYMEHTAMH B CIECHHMAIBHBIX YCIOBHUSX, CBSA3aHHBIX C LEJICHAIIPaBICHHBIM
pasMelleHHeM aBTOMAaTH3MPOBAHHBIX pabOYMX MECT OOILEero TIOJIb30BaHUSI B OCOOBIX 30HAX,
NPWIETAIINX K CTeJmaxHoMmy TmpocTpaHctBy. B I'APO B HacTosmee BpeMs OTCYTCTBYIOT
NPUHIUIHAIBHBIE BO3MOXXHOCTH Il 3()(PEKTUBHOTO MPOEKTHUPOBAHUS M UCIIOJIB30BAHUS MOJTOOHBIX
APM, HO yka3aHHBIH TOJIXOJ UCHOJB3YEeTCSI B TNPAKTUYECKON JEATEeIbHOCTH MOCPEACTBOM
IeJICHANPaBJICHHOTO OCYIIECTBICHUS OTACIbHBIX BUJOB HH(OPMAIMOHHON pabOThl B MPOQMIBHBIX
XpaHWINIIax. B 4acTHOCTH, NpeaBapuTelabHas NOATOTOBKA IUIAHOBBIX OTBETOB HA COLMAJIBHO-



NPaBOBblE M MMYIIECTBECHHBIE 3alpoChl OCYIIECTBISETCS B HENOCPEICTBEHHOM ONM30CTH OT
CTEJIJIAXKHOM 30HBI, Tl YCTaHABJIUBAIOTCS pabovKe CTOJIBI [T 3aKPETUIEHHBIX COTPYIHUKOB.

Oco0yto0 posib B KOMIUIEKCHOM oOOecreyeHHH OOIel COXPaHHOCTH apXMBHBIX JIOKYMEHTOB
UTpaeT CBOEBPEMEHHOE NPOBEJCHHE MEPeIUIeTHhIX paboT Tociae TEXHUYECKONW pacHIMBKU
MHOTOCTPaHUYHBIX Jie7l. B KpYyNHBIX €BpONEHCKUMX U aMEPUKAHCKHX apXHUBaX COOTBETCTBYIOIIUE
JNENCTBUSL OCYIIECTBISIIOTCS CIENMaJbHBIMA aBTOMATU3MPOBAaHHBIMU CTaHKaMH, TOTJa Kak B
POCCHIMCKHMX YCJOBUSAX JI0 HACTOAILIET0 BpPEMEHM IMpeodiasaeT pydyHOH TpPyA € JOCTaTOYHO
NPUMHUTHUBHBIM TEXHHYECKUM oOecriedeHreM. OJHaKO B KOHTEKCTE IUIAHOBOM OIU(MPOBKU
METPUYECKUX KHUT, ocymiectBisiemod ['APO B TedeHHe MOCHENHHUX JIET, CTaJl0 OYEBHJIHBIM
MOTEHUUAIbHOE PACUIMPEHUE COBPEMEHHOI0 0O0beMa pecTaBpallMOHHBIX pabOT, YTO CBSA3AHO C
€CTECTBEHHBIMU OCOOCHHOCTSIMH HUMEIONINXCSA TEepPeryieTOB M BHYTPEHHEW MPOIIMBKU OTAEIBHBIX
ctpanurl. B Hactosimee Bpemss mnpoduiabHBIM moapasaeneHueM ['APO  paccmarpuBaetcs
MPUHIUIINATIbHAS BO3MOXHOCTh CUCTEMHOTO MEPEX0/ia K IPrOHOMHUYHBIM IUIACTUKOBBIM IEpeIieTam,
MO3BOJIAIOIINM U30€XKaTh CYIIECTBEHHBIX MOBPEXKIEHUIN MPU pacUIMBOYHBIX mporenypax. [logoOHbIi
yCHeIHbIi onbIT uMeeTcst y LleHTpanbHoro apxuBa MUHHCTEPCTBA OOOPOHBI, KOTOPHIE B TEYCHUU
JIECSITH JIET OCYIIECTBIISIOT MOCIIEA0BATEIbHBINA EPEX0/l K HOBBIM (popMax TEXHUUECKOTIO COeIMHEHUS
MHOTOCTPaHUYHBIX JIE]I.

Baxneiiimux crnoco0oB obecriedeHusl COXpaHHOCTH apXHUBHBIX JOKYMEHTOB Ha COBPEMEHHOM
JTame, CBSI3aHHOM C KOMIUIEKCHBIM BHEIPEHHEM HWH(POPMAIMOHHBIX TEXHOJOTUH, SBIISETCS
MOCJIeIOBATEIFHOE CO3/IaHe cTpaxoBoro ¢oHma u Gouga monp3oBanus. B 2015 r. 6su10 3aBepIieHO
cucteMHoe ckanupoBanue onuceid 'APO, a B HacTosIee BpeMs poAospKaeTcs nudposas odpadoTka
YHUKAJIBHBIX, 0CO00 IEHHBIX U Hanbosee BocTpeboBaHHbIX nei. B 2016 r. TAPO BnepBsie mpuodpen
KOMIUIEKCHYIO YCIIYTY ayTCOPCHHTA, CBA3aHHYIO C TIOJHBIM onrdpoBbiBanreM 100 METpUYECKUX KHHT.

BMmecre ¢ Tem, cuctemMaTuyeckoe IMOMOJHEHUE KOMIBIOTEPHBIX XPaHWIMIL OLHU(PPOBAHHBIMU
JOKYMEHTaMHU HE OTMEHSIET aKTyaJbHOU MPOOIeMbl, OTHOCSIICHCS K MOCIe0BaTeIbHON OpraHu3alun
MPAKTHYECKON pabOThI C COOCTBEHHO 3JIEKTPOHHBIMH JIOKyMEHTaMH, 00J1a/1al0LIUMHU 0COObIM HA00pOM
O(UIMATEHBIX PEKBU3UTOB U TPEOYIOMIUMHU CIIEIU(DUISCKUX YCIOBUHN IS KOMITJIEKCHOW 00pabOTKH U
MOCIIEAYIOIIEro XpaHEHUSI.

OOBEKTUBHBIM  PE3yJbTaTOM  MOCJIEIOBATENIBHOTO  Iepexoja K  DIIEKTPOHHOMY
JIOKYMEHTOO0OpOTY B paMKaxX MNpOQUIBHOTO B3auUMOACHCTBUS (eaepaibHbIX U PErHOHATbHBIX
BJIACTHBIX CTPYKTYP JOJDKHO CTaTh peajJbHOE CO3JJaHUe €AMHON Oe30MacHON cpeibl, 00eceunBatoei
BBICOKYIO OMEpPAaTUBHOCTb W TOJHYIO MPO3PavyHOCTh (OPMHUPYIOIIUXCS JTOKYMEHTOMOTOKOB. OJIHAKO
CHCTEMHas MepeopUeHTalUsl JOKYMEHTAIMOHHOTO 00eCreueH s YIpaBICHYECKON AeATeNIbHOCTH Ha
0e30yMakHyl0O MOJIeIlb HE [MPEACTaBIseTCs BO3MOXKHOM 0e€3 TMpeaBapUTEIbHOW peanau3anuu
aJICKBaTHOW KOHIIETIIMHN apXUBHOI'O XPAHEHUS U UCIIOJIb30BaHUS JIEKTPOHHBIX IOKYMEHTOB.

Jlo HacTosmero BpeMeHM (PAKTHUECKH OTCYTCTBYIOT HOPMAaTHBHBIE M METOAMYECKHE
JIOKYMEHTBI, ONPEEISIONINE JIETUTUMHBIN MOPSIIOK apXUBHOTO XPAHEHUSI SJIEKTPOHHBIX JOKYMEHTOB.
«ITpaBuiia opranuzanyu XpaHeHUs, KOMIJIEKTOBAHHUS, y4eTa U UCTII0JIb30BAHUS IOKYMEHTOB AD PD u
JPYTUX apXUBHBIX JOKYMEHTOB B TOCYJAapCTBEHHBIX W MYHUIMINAIBHBIX apXUBax, My3esiX U
oubnuotekax, opranm3anusx PAH», xots u mpeamonararoT, uro B coctaB AD P® BrirodaroTcs
olpeJieIeHHbIe JOKYMEHThl HE3aBUCHUMO OT MaTepHalIbHOTO HOCUTEINs, (PaKTHUECKH He COJepKaT
MPUHLUIHAATIBHBIX MOJIOKEHUH, ONMPENeNSIONINX apXUBHYIO pabOTy C AJIEKTPOHHBIMHU JIOKYMEHTAMHU.
Ha cerogusmmii 1eHp B HauOosee MonHOM  (opMaTe  COOTBETCTBYIOIIHME  BOIPOCHI
pernamMeHTupyroTcsi Tonbko «lIpaBuiamMu oOpraHuM3allMd XpaHEHUs, KOMIUIEKTOBaHUS, ydeTa u
WCIIONIb30BaHUsl JIOKyMEHTOB ApxuBHoro ¢onna Poccuiickoit ®enepanuu U APYTUX apXUBHBIX
JOKYMEHTOB B OpraHax ToOCyJapCTBEHHOM BJacTH, OpraHax MECTHOIO CaMOYIpaBlIeHUS U
opranusanusax» 2015 r.

Jns  >QdexkTuBHOrO  JOCTHMXKEHHs TMOCTaBleHHBbIX Ilened B PoctoBckoit  oOmactu
MOCJIEIOBATEIbHO PEANM3YEeTCsl LENbIA pAJl KOMIUIEKCHBIX MPOEKTOB, CBSI3aHHBIX C CHUCTEMHBIM
pa3BUTHEM HMH(POPMAIMOHHBIX TeXHOJOorud. B wactHocTH, B 2016 T., KOMUTET MO ympaBICHHUIO
apxuBHbIM gaenoM PO u MunucrepctBo uHpopmaruzammu u cBszu PO pa3paboTanu MUIOTHBINA
MPOEKT, CBA3aHHBIH C OpraHu3alMy XpaHEHHs, KOMIUICKTOBaHUS, Y4yeTa M HCIIOJIb30BaHUS
AJNIEKTPOHHBIX APXUBHBIX JIOKYMEHTOB B OpraHax HCIOJHUTEIbHON BJIACTM M MYHHUUHUIMAIbHBIX



oOpazoBanusix PO. B KkoHTekcTe IMOCHENOBATEIbHOIO  pEIICHHS O0O3HAYeHHOM  3aJa4u
3afeicTBOBaHHBIMU coTpyaHuKaMu [TAPO OyayT mpoBenieHbl Oy1yT NpoBeAeHbI PO uiIbHbIE PA0OTHI
10 MOATOTOBKE, PETUCTPALMU U XPAHEHUIO TOKYMEHTOB ITOCTOSTHHOTO U BpeMeHHOro (cBbimie 10 ser)
CpPOKa XpaHEHHs B BUJIE 3JIEKTPOHHBIX IOKYMEHTOB MpU 0€3yCIOBHOM COXPAaHEHUH TOKYMEHTAJIbHBIX
KOMIIJIEKCOB Ha OyMa)KHBIX HOCUTEJIAX, HO C YYETOM CPEIHECPOUYHON ePCHEeKTHBHI MIOJIHOTO Mepexo/ia
Ha 0e30yMakKHBIA JJOKyMEHTOOOOPOT.

MaructpalbHON LENBI0 PACCMAaTPUBAEMOIO NMPOEKTa SBISAETCS IOCIEN0BAaTENbHOE CO3AHHE
MHGOPMAIIMOHHON CUCTEMBI, PEAHA3HAYEHHOM U1 OpraHu3aluy U MPOBEAEHUS paboT, CBA3aHHBIX C
nepefayed IEKTPOHHBIX JOKYMEHTOB OpraHU3allMi, MOJNHCAHHBIX JJIEKTPOHHON MOANUCHIO U
3aBEPIICHHBIX AEIONpOou3BOACTBOM, 3 COJl «/leno» Ha Aeno3uTapHOE M BPEMEHHOE XPAHEHHUE B
IPOTPaMMHBIA KOMIUIEKC «APXHMBHOE JIEJI0», a TAaKKe CHOCOOHOW 00eCHeyuTh LEHTPATU30BAaHHYIO
00paboTKy | yIpaBlieHHE, BpeMEHHOE XpaHeHHE U JaIbHENIIYIO nepeaaydy 3JeKTPOHHBIX JOKYMEHTOB
B aBTOMAaTU3UPOBAHHYIO CUCTEMY IOCYJapCTBEHHBIX apXUBOB.

VYcenenHas peanu3anysl 3aBeplIarolield CTaJud MWIOTHOTO MPOEKTa 3aBHCUT OT pPeajibHOM
rotoBHOCTU [IK «ApxuBHBIA (OHI» K CHUCTEMATHYECKOMY MpUEMY 3JEKTPOHHBIX TOKYMEHTOB. B
HacTosuee BpeMs DenepaibHbIM apXUBHBIM areHTCTBOM pa3palaThIBA€TCA TEXHUYECKOE 33/JaHHEe Ha
KOMILIEKCHYIO JTOpPAOOTKY M KAa4eCTBEHHYIO MOJEPHM3ALMIO YKAa3aHHOTO MPOrPaMMHOIO KOMILUIEKCa,
OOBEKTUBHBIE pE3yJIbTAaThl KOTOPOH ONpeneNnsT eCTEeCTBEHHbIE MEepPCHEKTUBBI paccMaTpHUBAEMOIO
IIPOEKTA.

KoHTpoJibHbIe BOIPOCHI K CEMUHAPY.

WNudopmatuzaius apXuBHOTO Jiesia. DTarbl, 00bEKThI U e MH()OpMaTH3aIHH.
WNupopmalinoHHbIE TEXHOJIOTUN U OPTaHU3AlIMS UX BHEIPEHUS B apXHUBaXx.
VYyerHble 6a3bl TaHHBIX. THPOPMALIMOHHOIONCKOBBIE 0a3bl JAHHBIX.
Opranu3zaiys BHepEeHNUs HH(OPMALMOHHBIX TEXHOJIOTUI B apXUBeE.
ONEKTPOHHBIE JOKYMEHTHI U apXUBBHI.

[IpoTuBonoxkapHas 6€30MaCHOCTh. 3alIUTa OT BOAbIL.

PecraBpauus. BocriponsBeneHne 10KyMEHTOB.

Nk wbhe=

IIpakTnyeckoe 3ansaTue Nell
Tema 11. buosiornyeckue U XuMH4YecKHe MPOLECCHl B MIOBPEKAEHUAX JOKYMEHTOB, 0COOEHHOCTH X
pecTaBpanuu
L[CHI)Z HU3YUYUTHh OMOIOrMYECKHE U XUMUYECKUE IMPOUECCChI B MOBPEKACHUAX JOKYMCHTOB, 0COOEHHOCTH MX
pecraBpau
ITo cBOeMy XapakTepy OHO OTJIMYACTCA OT AEHCTBUA (PU3UKO-XUMHUYECKHX (DAKTOPOB TEM, UTO JKUBBIE
OpraHHU3MBbI, B OCHOBHOM, MUKPOOPTaHU3MBI, HACEKOMBIE, TPBI3YHBI, YAaCTO 33 OYEHb KOPOTKOE BPEMSI MOTYT
NPUYUHUTE OOJiee CUITbHBIC U TTyOOKHE MTOBPEXKICHNS MaTepPUaIOB.

MUKpPOCKOTTMUECKHE TPUObI, B MIOBCEJHEBHOW JKU3HH HA3bIBAEMbIE IUIECCHBIO, CITOCOOHBI MOBPEKAATH
BCE MAaTEpHalIbl, MCIIOJIIb30BaHHBIC JJIS M3TOTOBJICHUS JHOKYMEHTOB. HecMOTps Ha TO, 4TO KOXKa W IeprameH
JIOCTATOYHO YCTOHUYUBHI K MOBPEKICHUIO TPUOAMU, B OTIPEIEICHHBIX YCIOBHUSAX (TIPH BHICOKOM BIIArocoaepia-
HUH MaTE€PHAaJIOB) H OHU CTAHOBATCS JTOCTYITHBI JJIsl YyCBOEHHS rpubamu. Vcnonb3ys 3TH MaTepualtbl AJ1sl CBOETO
pasBUTHS, TPUOBI BBIACISAIOT B CyOCTpaT pa3IMYHBICOPTaHUYECKHE KHCIOTBI, YTO BJIEYET 3a COOOH
CYIIECTBEHHOE BO3PACTaHHWE KHUCJIOTHOCTH MaTepHaioB. J[pyrHMHU TpPOIYKTaMH >KU3HEACATCIHHOCTH TPUOOB
SBISIFOTCS  (DEPMEHTHI, HEOOXOJUMMBIC JIJIsl Pa3lONEHUS OPraHWYECKHX BeENIecTB, W NUrMeHThL.Kpacsiime
BEIIECTBA IMUTMEHTOB OYEHb YCTOWYMBHI M MOTYT OBITH YyAaleHBl TOJBKO MpU 0OpabOTKE ITOKYMEHTOB
CWIBHOJICHCTBYIOIUMHU XUMHUECKUMU TIpernapaTaMu. AKTHBHBIH POCT TPHOOB MPHUBOIUT K MPOPACTAHHIO WX
CKBO3b TONIIY OyMmaru, ee yBJIXHEHUIO U OCIH3HEHHIO, TO3TOMY HHOT/IA JHCTHI MMPOYHO CIIMIMAIOTCS MEXITY
co00i.

PesynpraromM JAeATEIBHOCTH TPUOOB SBISETCS HW3MCHEHHE XHMHUYECKOTO COCTaBa M CTPYKTYPBI
MaTepualioB, O0ECIBEYMBAHHE TEKCTOB W MAaTEpPHAJIOB INepeIuIeTOB, NMUTMeHTanui. Ha ToBpexIeHHBIX
JOKYMEHTaX 4acTo MPHUCYTCTBYIOT KOJOHUH IPUOOB, 3aCTHIIAIOIINE TEKCT.

Criopbl TprOOB CHOCOOHBI BBIZCPKATh TeMiepatypy oT -270 no +150 rpamycoB, mo3TomMy KojieOaHHUs
TEMIEpaTyphl HE BIMSIOT Ha UX MPOpPACTaHHE, MOBBIIICHHAS BIAXHOCTh, HA00OPOT, TMPOBOIMPYET MPOIECC.
3arps3HEHHOCTh (DOHIA CIIOPAMHU TPUOOB OMPENENAETCS METOIOM CEACMEHTAIMH — B Yalku [leTpu ¢ arapoBbIM
pPacTBOPOM BBICEBAIOT IbLIbL, COOpaHHYIO ¢ 1 kB.AM. Eciu ipu 3ToM 00Opasyercs 6osee 10 mukpoxosionuit (100-
150 KOE/nm2), To 3T0 03HauaeT, uTo (OHA HYKAAETCS B CPOUHOM Je3MH(DEKLIUH.



CHGILCTBI/IGM KUBHCACATCIBHOCTU HACCKOMBIX ABJIAIOTCA MCEXAHWYCCKHC IMOBPCKIACHUA MATCPHUAIIOB,
3aCOpEHNE JTOKYMEHTOB TPOAYKTaMH KU3HEACSITeTbHOCTH, H3MEHEHNE MUKPOKITIMATa 3apakeHHBIX YYaCTKOB U
pacmpocTpaHeHHe MHKpPOOPTaHW3MOB. Bce BUABI HACEKOMBIX, MOBPEXKIAIONINX TOKYMEHTBI, HE SIBIISIOTCS
CHCHI/I(I)I/ILICCKI/IMI/I BpCAUTCIAMU JJIA 6I/I6J'II/IOTCK. OTO TUIUYHBIE BpCAUTECIIN CKJIACKHUX, XUJIBIX U CJ'Iy)Ke6HI)IX
noMelneHnid. B xpanuwnmimax OMOIHMOTEK HACEKOMBIE HaXOAAT HE TOJBKO caMble PasHOOOpa3HbIe MaTepHAajbl
JUTS TINTAHUS, COAEPIKaIie >KNBOTHBIN M PAaCTUTENBHBINA OelloK (KOXy, IIeNIK i OapXaT MeperuieToB, pa3IndHbIe
KJIeH, OymMary W MpOAYKTHI, BHOCHUMBIE B XPaHWINIIA COTPYAHUKAMH), HO W BIIOJHE OJAronpUsATHBIEC yCIOBHA
JUIs cylecTBOBaHUs (cnaboe ecTeCTBEHHOE OCBEIIEHHE, OTCYTCTBME MHTEHCHBHBIX MOTOKOB Bo3ayxa). Yarie
BCEro OHM NMPHUYUHSIOT yIepO B TeX XpaHWIHIIAX, TJle He COONIOJAI0TCS HOPMBI CAaHUTAPHO-TUTHEHUYECKOTO
peXKuMa, a TaKKC PasMCUICHHBIXB IMOJABAJIbHBIX W HWXHHUX JTa)KaX XHWJIbIX W aAMHUHHUCTpPATHBHBIX SHaHHﬁ,
BOJIN3U OOBEKTOB OOIIECTBEHHOTO MUTAHUS M CKJIa]I0B.

[Ipu3HakoM TOBpEXIEHHUS TOKYMEHTOB HACEKOMBIMH SIBIISTIOTCS CKBO3HBIE KpPYTJIbIE HIU OBaJbHBIE
OTBEPCTHSI BBHIIIUIIBI M BEITPHI3EI MMOBEPXHOCTH MaTepHajiOB, HEOONBIINE H3bEIeHHBIE (PparMEeHTHI KOXKH HITH
Oymary, HaJIM4re TOruOINX HACEKOMBIX, IMYMHOYHBIX IIKYPOK, SKCKPEeMEHTOB, OypoBoii Myku Bcee 310 MokeT
CBUACTCIILCTBOBATL KaK O IMPOILJIOM, TaK U O IPOUCXOAANIEM 3apaKCHUN U ITIOBPECIKACHUU JOKYMCHTOB.

[losiBieHUIO W pa3BUTHIO HACEKOMBIX B OMONHMOTEKE MOTYT CIIOCOOCTBOBATH CaMH OWMOIMOTEKApH U
YUTaTeNn. B XpaHWIHIa HACEKOMBIE TTOMANAr0T Yepe3 OKHau (POPTOUKHU, OTKPHIBAEMBIE IS IIPOBETPUBAHIIS, C
JUYHBIMH BEIIaMU COTPYIHUKOB, MPOHUKAIOT IO BEHTWIALMOHHBEIM XOJaM W3 COCEIHUX NoMelieHud. B
MOMEIICHHUS XPAHWIUII HENb3sl BHOCUTH HHUKAKWE IHIICBBIC MPOMYKTHl, TeM OoJiee NPUHUMATH IIHIILY,
IMOCKOJIBKY HNPOAYKTBI HE TOJIBKO IPUBJICKAIOT HACCKOMBIX, HO M SABJIAKOTCA NPCKpPACHBIM OOIIOJHUTCIbHBIM
IIUTaHHUEM (KpOMe MaTepUuaIoB, U3 KOTOPBIX N3IrOTOBJICHBL ):[OKYMCHTBI); 9TO MOBBIIIAET UX KU3HECIIOCOOHOCTE.

He cnenyer B xpaHWIHIE MMETh YIUIOTHUTENH JUIS OKOH U JIBEPEH, a TaKkKe JTOPOKKH TN 3aHABECH 3
MaTepHaNIOB C HATypaIbHBIMHA BOJIOKHAMH (IIIEPCTH,IIENKA).

XpaHI/ITeJII/I JOJIZKHBI O6paHIaTB BHUMAaHHEC Ha IIOSABJICHHEC KaKI/IX-HI/I6O HaCCKOMBIX B IIOMCHICHHH, TaK
KaK MHOT'MC Bp€OUTECIIN JOKYMCHTOB 0OHTaIOT B MOMEUICHNH, a JOKYMCHTHI IMOCCIIAIOT IJIsI MMUTaHUA, JIMHbKHU,
OKYKJIMBaHUS U BPEMEHHOIO YKPBITHS. Eciu OnbmmoTekapu He 3HAKOMBI C BHJIAMH HACEKOMBIX, O0OHAPYKEHHBIX
B XpaHWIHUIIE, CIeAyeT OOpaTHThCSA K CIEHUANHCTY U MX OmpeneneHus. s BeI paOOTKH MPaBHIIBHOTO U
HauOoJiee PAIMOHAIBHOTO CIOC00a OOpbOBI C BPEAUTENSIMHU HAJ0 3HATh OMOJIOIMYECKUE W JKOJIOTHYECKUE
0CcOOEHHOCTH HAaCEKOMBIX. TeM He MeHee, HEOOXOUMO CIEAUTH 3a TeM, YTOOBI B TIOMEICHUAX ONOIHOTEKH HE
OBUIIOHUKAKUX HACEKOMBIX.

BI/I6HI/IOTeKapI/I JOJDKHBI BHHMMATCIIBHO OTHOCHUTBCIA K COCTOSAHHUIO (1)0H,Z];OB, 4TOOBI CBOCBPEMCHHO
BEISIBUTH  JOKYMEHTBI, TOPaXCHHBIC OWOIIOTUYECKHMMH BpeauTenssMu. [Ipu OOHapyKeHHH NPU3HAKOB
OMOJIOTHYECKOTO TMOBPEXKICHUS JKEIATEIbHO JOKYMEHT I0Ka3aTh CHEMHUAINCTy-OMOJIOTY ISl YCTaHOBICHHS
aKTUBHOCTH TIOpakeHWsl. Eciii Takoil BO3MOXKHOCTH HET, JOKYMEHT CJeIyeT H30JMpoBarh U3 (QoHja,
THIATEIFHO OYHMCTUTH, TIOMECTUTHh B KOHTEHHep (KOpoOKy, OyMaKHBIH MakeT) W HaOIoAaTh M3MEHEHHE ero
cocTosHHUS. B ciydyae momo3peHHs Ha TMOpaKEHHE MHUKPOCKOMHMYECKUMH TPHOAMH IPOBEPSTh COCTOSHUE
JIOKYMEHTa MOKHO B TEUEHHE JBYX HEJENb, a HACEKOMBIMH - He MeHee Mecsna. Korma mosBisitoTCs HOBBIE
IMMPU3HAKU KXKU3HCACATCILHOCTU 6I/IOHOFI/ILIGCKI/IX BpeﬂHTeJ’ICﬁ, CJICAYCT MIPUHUMATL MEPLI K UX JIMKBUAAIIUU. 9Ty
pa60Ty BBIMIOJIHAIOT CIICHHUAJIBHO IIOATOTOBJICHHBIC JIUIIA.

OcCHOBHBIC HEOJIATONIPUATHBIC U KPUTHUSCKHE (QHU3HKO-XUMHUICCKUX (HDaKTOPHI - 3TO CBET, TEIUIO, BIIara,
MBUTh M TIPOYHE 3arpsi3HSAIONINE BEIIeCTBA, DJEKTPOMArHUTHBIE IONS, W3TydeHHd. lIpu mpomomKuTensHOM
XpaHEHUH apXHUBHBIX JOKYMEHTOB JFOOOT0O THITA BIUSHUE 3TUX (DAKTOPOB TOJBKO yCHiMBaeTcs U HapactaeT. Ot
3TOTO MaTEepHaJIbl, U3 KOTOPHIX COCTOUT TOKYMEHT, IOCTENEHHO Pa3pyLIaloTCs.

Cser Hambosee omacHBId W OBICTPOAEHCTBYIOMMKA (AKTOp, BBI3BIBAIOLINK paspylieHHe Oymaru u
TEKCTa JOKYMEHTOB B JIIOOBIX YCIOBHUSIX OKPYKAIOIIEW CPelbl, B TOM YMCIIE PH HU3KUX TeMIIepaTypax U Jaxe
B nMHepTHOM rasze. CKOpPOCTh CBETOBOTO CTAapeHHs BO3pPACTAeT IMPH IOBBINICHWH BIAKHOCTH BO3AyXa U B
atMoctepe, cojiepxaileil aKTHBHbIE XHUMHUYECKHE BEIECTBA KHCIOTHI, O30H, OKHCIBI CEphl M a3oTa.
JocrarouHast 1yt pa3pylIeHUs] TOKYMEHTa /1032 CBETOBOTO OOJy4YeHHUs] MOXKET ObITh IOJyYeHa He cpasy, a
IMMOCTCTICHHO, B Pa3HOC BPEMs, OT PA3HBIX C€CTCCTBECHHBLIX W HMCKYCCTBECHHBLIX HCTOYHUKOB. ByMara, KapTOoH
MEPEIIETOB W KOPOOOK, KIIEH JKENTEIOT Ha CBETY, TEPSIFOT IPOYHOCTD, CTAHOBSTCS XPYIIKUMU. beIcTpee npyrux
paspymarTcss OyMard ¢ JpeBecHOW Maccoi (Ta3eTHbIe), C CHIBHOW TPOKJIEHKON (THcume), a Takke
OKpAIlICHHBIC U 3arpsA3HCHHLIC MAaTCpHUaJIbl. Caer 06CCIIBC‘II/IBaCT BCC€ IBETHHBIC 1/13o6pa>1<eH1/1;1: TEKCTHI, IIITAMIIBI,
KpacouHble MUHHATIOPHI, (DOTOOTHEYATKH U TOMY mopoOHoe. [Ipu ocBemeHnu COTHEYHBIM CBETOM MHOTHE M3
HUX TIOJTHOCTHIO BBIIBETAIOT 32 50200 gacoB. OcoOEHHO OMACHHI ISl JOKYMEHTOB COJIEpIKaIIie yIbTpadruoeT
W3TYYCHHS: TPSIMON COJHEYHBIA CBET? CONHEYHBIH CBET, IMPOIISNIINA Yepe3 OKOHHOE CTEeKJIO, a TaKxkKe
OTPayKEHHBIN OT OEJIBIX MOBEPXHOCTEH (CTEH, MOTONKa, 000PYIOBaHUS U TaK Janee)? CBET PTYTHO-KBAPIEBHIX,
OaKTepUIUIHBIX, HEKOTOPHIX JIFOMHHECIEHTHBIX JIaMII WM MOIIHBIX JIaMIl HakanuBaHus. llpu paBHOH
OCBCIICHHOCTHU JIIOMUHCCHCHTHBIC UCTOYHUKH CBETA IMPUMCPHO B 3 pas3a oracHeC, 4e€M JIaMIIbl HaKaJIMBaHUWA.



CKOpOCTh pa3pylICHUs] 3aBHCUT OT CHEKTPAIbHON XapaKTEepUCTUKH, WHTCHCUBHOCTUA M MPOAOJDKHTEIEHOCTH
M3JIy4eHHs], @ TAKXKE OT CIIOCOOHOCTH TOKYMEHTA MOTJIOIATh SHEPTUIO CBETA.

Baxupivu ¢puzudeckumu (HakTopaMu, SIBISIFOTCA TECHO B3aUMOCBSI3aHHbBIE MEX Iy CO00H Temreparypa u
BJI&XHOCTh Bo31yXa. COBOKYIHOCTh TEMIIEpaTypHO-BIAYKHOCTHBIX YCIOBHH HAa3bIBAIOT KIUMAaTHUYECKUM
(akTOpOM, TaK KaK U3MEHEHHUS STHX YCIOBUH B JIIOOBIX MOMELICHUIX 3aBUCAT OT BPEMEHH ToJla U Crielu(UKN
KJIMMAaTHYECKUX PETHOHOB CTPAHBI.

TemsoBasi JHEprHs aKTHBHPYET BCE XUMHUYECKHE PEaKIMH CTAPCHUS, MPOTEKAIONINE C YYacTHEM
BEIIECTB JIOKyMEHTa (IeJUTIONO3b], KPAaCUTENEH, KIeeB U Jp.) M BELIECTB OKpY’KalolleH cpedpl (KHUCIopoaa U
BOJIBI, arpeCCUBHBIX NpUMecell Bo3ayxa). Bee xumuueckue peakuun crapeHus OyMard 1 TEKCTOB YCKOPSIIOTCS B
23 paza mpu MOBBILIEHUN Temreparypsl cpeasl Ha 10°C. XpaHeHne npy NOBBIIEHHBIX TeMiieparypax (25-30°C)
HE TOJBKO YMEHBIIAET JIOJTOBEYHOCTh, HO W HM3MEHSET HEKOTOPhIE CBOWCTBA JOKYMEHTOB HEOOpaTHMO.
TemmnepaTypHblii  (akTop peryaupyeT CKOpOCTh CTapeHHs BCEX BHAOB NOKYMEHTOB 0€3 HCKIIOUEHHS
(OyMaKHBIX, 3BYKO-, BUJIEO- M (DOTOMATEpHAIIOB U TaK Jaliee).

[lpu XxpaHeHMHM MeEXIy MJOKYMEHTaMH M BO3AYyXOM IIPOUCXOIUT TOCTOSHHBIA €CTECTBEHHBIN
BiarooOMeH. OH UMeeT OYeHb BaKHbIC MOCIEACTBUS. [10MUMHSASCH N3MEHEHHSAM BJIaYKHOCTH BO3yXa, IOPHCTAs
CTpyKTypa Oymarum mocTtosHHO "maeimut". Ilpm 3TOM MEHSIOTCS €€ TOPHCTOCTb, MPOHWUIAEMOCTh IS
XMMUYECKUX BELIECTB M, KakK CIEICTBUE, M3MEHIETCS CKOPOCTh IPOIeccoB cTapeHus. Hampumep, setom,
TOJIBKO 3a CYET MOBBIMIEHHUS CPETHET0 YPOBHS BIQXKHOCTH JOKYMEHTOB, CKOPOCTh BBIIBETaHUS LBETHBIX
PYKONHCHBIX TEKCTOB yBennumBaeTcs B 1015 pa3. C Touku 3peHHs COXpPaHHOCTH Hauboiee Oe30MacHBIM
CUMTACTCS TP N3MEHEHUH OTHOCUTENbHOH BiaxkHOoCTH 30-60-30% (HOpManmsHasi, cTabuibHast 30Ha). B aToii
30HE Oymara MOYTH HE pearupyerT Ha KoJieOaHHWsS BIAXKHOCTH BO3AyXa M BeIeT ceOs cTabmibHO? CBOMCTBA
Oymaru, Kak Marepuasa, 34ech HaWiaydlmue (HauMeHbllass naedopmauus? CcTaOWIBHOCTH Pa3MEpoB?
ONTUMAaJIbHbIE THOKOCTb M NPOYHOCTH? HCKIIOYAECTCS BO3MOXHOCTH IIJIECHEBOrO mopakeHus). llpenmens
M3MEHEHU OTHOCUTENbHOW BiakHocTH Bo3ayxa 0-30-0% HazpiBaroT cyxoil, HeGmarompuaTtHoil 3oHoM. [Ipu
TakoW BIKHOCTH OyMara mpuoOpeTaeT H3JMIIHIOK JKECTKOCTh M XPYNKOCTh B yHiepd THOKOCTH H
3JIaCTUYHOCTU. JIOKyMEHTHI Hallle M JIerde MOBPEXKTAOTCS NPH HArpys3Kax, Ipu HcHojb3oBaHuH. OOmacTh
W3MEHEHUH OTHOCHUTEJBHOW BIaKHOCTH Bo3ayxa 60-100-60% Ha3pIBalOT BIaXHOM, OMACHOW IJIs XpaHEHUS
30HOM. M3-32 CUIIBHOTO yBEIMYEHHUS IOPUCTOCTH OCOOCHHO OBICTPO MPOTEKAET XMMUYECKOE CTapeHue OyMaru u
TekcTa. Bymara cTaHOBUTCS BsUTOH, BOJIJIOHN, YCHIMBAIOTCS AeopMaly U CHIOBBIE HArpy3KH IO CTHIKAM H
KpasiM JIUCTOB, B Kopemkax. [1osBistoTca OnaronpusiTHbIE YCJIOBHA JUI Pa3BUTHA IJIECHEBBIX TPUOOB M Ui
HACEKOMBIX, COMYTCTBYOIIHUX TIECCHEBEHHIO.

Bymara - ruapo¢miisHbIi (BraromoOuBelif) MaTepuain. OHa HOTJIOMIAET U3 BO3AYXa U BCETAA CONEPKHUT
ornpenesieHHOe (PaBHOBECHOE) KOJMYECTBO Biard. [Ipy MOBBIIEHHMH TEMIEpaTyphl M BIAKHOCTH MPOLECCHI
cTapeHus: OyMaru pe3ko yckopstorcsi. OHa JKeNTeeT, CHWXKaeTcs ee MeXaHWdecKas MPOYHOCTh, CO3JA0TCS
yCIIOBUSL JJIsl pa3BUTHsS IUieceHH. bymara nedopmupyercs, yBenMuMBaeTcsi B pa3Mepe, a NMPH BHICBIXaHUU
ocraTouHas aedopmanusi BbI3BIBACT Ae(OPMALUIO WIM BOJHUCTOCTE Oymaru. EciM mpu MOBBIIEHUH
TEMIIEpPaTyphl BJIAXHOCTh BO3IyXa HHU3Kas, OyMara 4aCcTHYHO TEpSAET BJAary, CTAaHOBSCh MEHEE 3JIaCTHYHBIM,
Ooee MOABEPKEHHOW MeXaHWYeCKUM MoBpexaeHusM. Cyxas OyMmara TMpH MOBBIICHHH BJIAYKHOCTH BO3yXa
CHOBa TOIJIONIaeT BJary, HO MEHbIIE, 4YeM TOTepsula BO BpeMs BBICBIXaHWS. TakuM oO0pa3oMm, IpH
MHOT'OPa30BOM IIOBBIIIEHUH M CHID)KEHHM BJIa)KHOCTH BO3AyXa B XpaHWIMLIAX KOJMYECTBO BJIard B Oymare
YMEHBIIAETCS, OHA BBICHIXAET.

[Ipu ycnoBuM NOBBIIEHHOW TEMIIEPAaTyphl W BIAXXHOCTH HAa KWHO(MOTONOKYMEHTaX, B OCOOCHHOCTH
IBETHBIX, B JKEJIAaTHHE, COCTaBJSIONIEM H300paXCHWE HA HOCHTENE, YCKOPSIOTCS (PHU3MKO-XUMHYECKHE H
OHMOJIOTHUECKUE TPOIECChl. XapaKTEepHBIM TIPH STOM SIBISIETCS XWMHUYECKHHA TIpolecc THAPOPOOH3aUH
KeJaThHa - YMEHBLICHHWE POJCTBEHHOCTH C BOJON M TOBBINICHHE XPYNKOCTH. ECTECTBEHHBIM MPOIECCOM
CTapeHus! KOJUIOMJHOM CUCTEMBI JaHHBIX JOKYMEHTOB SIBJISICTCS KOAryJisilys, KOTOpasi IPUBOIUT K YBEITHUCHHIO
KOHTPACTHOCTH M300pa’K€HHE M HCYE3HOBEHHUIO MOJYTOHOB. OTH IPOLECCHl WIPAIOT PEIIAIONIYI0 PONb B
(OpMHPOBaHHUY YCAIOYHBIX, TNIOCKOCTHBIX U Ie()OPMALTUOHHBIX CBOHCTB KHHO(OTOTOKYMEHTOB.

B GonpmmHCTBE ciydaeB MPOIECC €CTECTBEHHOTO CTapeHUs MPOTEKaeT, o4eHb MeaiieHHo. Ha ocHoBe
CTaTUCTUYECKOT0 aHajM3a PEe3yJbTaTOB OMBITHl YCTAaHOBJICHBI, YTO XMMHYECKHE CBOWCTBA JOKYMEHTa Ha
npotsokeHnd 20 JeT XpaHeHHUs N3MEHSIOTCS CPaBHUTENIBHO Majlo, TOrJa KaK MHOTHE MEXaHMYECKHE CBOMCTBA
YXyIIIAIOTCS 3HAYUTENbHO. K 4HCiTy TIaBHBIX OTPUIATENbHBIX XUMHYECKHX (PAKTOPOB COXPAHHOCTH apXUBHBIX
JOKYMEHTOB CJIEyeT OTHECTH BBILIBETAHHE KPacoK Ha Oymare.

B apxuBoxpaHMIMIAX COXPAHSETCS OIPOMHOE KOJIMYECTBO JAOKYMEHTOB C BBILBETAIOLIMM TEKCTOM.
JlonroBeYHOCTh KpacuTellell Ha BOJIOKHE 3aBHCHUT OT MHOTHX (DaKTOPOB: WHTEHCHBHOCTH W CIIEKTPaJHHOTO
coCTaBa CBETa, TEMIIEpaTypbl, KOHLIEHTPALUH BOAOPOAHBIX HOHOB, COCTaBa M BIAXHOCTU BO3IyXa, CBOWCTB
HocuTtenst. OnpeneneHHyIo poiib MOTYT UIPaTh arperaTHhI COCTaB KpacHUTelIs U pa3Hble XMMHUYECKUE BEIIECTBA,
KOTOpBIE BXOJISIT B €T0 COCTaB.



BrlliBeTanre - OKUCIUTENBHBIN Mpoliecc, 00YCIOBICHHBIN IEHCTBUEM KHCIOPOIa Ha aKTUBUPOBAHHYIO
CBETOM MOJIeKyny Kpacurteins. Ho doTookucnenne - He eqUHCTBEHHAS PEaKIus, YTO MPUBOIUT K BEIIIBETAHUIO
KpacuTesei, KOTOpOe 3aBUCHUT M OT CBOWCTB HOCHUTENS. BblBeTaHne Ha OEIKOBBIX HOCHTENSIX (KEeNaTHHE,
HIeJIKe, CYKHE) OOYCJIOBJICHO, KaK INPaBHUJIO, BOCCTAHOBJICHHEM KpPACHUTENs, a BBIIBETAHHE Ha HEOCIIKOBBIX
MaTepuanax (IEJUTI0JI03¢ U €€ IMPOU3BOIHBIX) - MPOTEKAeT KaK OKHCIUTEIbHBIA IMPOIECC MOJ[ BIUSHHEM
KHCJIOpoa. BrIBeTanne KpacuTelieil CyIecTBEHHBIM 00pa3oM YCKOPSIETCSl TIPY HAJMYWW BOJBI M BIIAYKHOCTH.
OxucieHne KpacuTenell Ha BOJOKHE MOXKET OBITh BBI3BAHO M JCHCTBHEM pAa3JIMYHBIX Ta30B, KOTOpHIC
MPHUCYTCTBYIOT B BO3/IyXe COBPEMEHHBIX TOPOJIOB.

JlonroBeYHOCTh KpacHuTenel Ha JOKYMEHTE 3aBUCHT M OT KHUCJIOTHOCTH, HO 3Ta 3aBUCHMOCTh OOpaTHas
10 OTHOIICHHIO K Oymare: 4eM HUXE KHUCIOTHOCTh, TeM OBICTpee BHIIBETACT Kpacutedb. OcoOeHHO OBICTPO
MPOXOAMUT obeciBeunBaHue obpasma npu pH > 6. Takum o0Opa3oM, HeHTpaiabHas cpeja, KOTOpas OKa3bIBacT
COJICHCTBHE COXPAHHOCTH OCHOBHI JIOKYMEHTa, BBI3BIBAET YCKOPEHHE BBIIBETAHUS TeKCTa. Jl0JIroBEeYHOCTH
OCHOBBI JTOKYMEHTa M €r0 TEKCTa TAaK)Ke 3aBHCUT M OT CTPYKTYPHI BOJIOKOH, HAIMYHSA B HEM HAIMOTHUTENEH H
MPOKJICUBAIOIINX BEUIECTB. 3/leCh HaOyoJaeTcss o0paTHas KOPPENsus MEXIY IOJITOBEYHOCTBbIO OyMard M
KpacuTene. ApXUBHCTBI JOJDKHBI YYUTHIBATh, YTO Ps/I MTOKa3areneld Oymaru, KOTOpPbIE OKa3bIBAIOT COleiicTBUE
€e COXPaHHOCTH, OJHOBPEMEHHO BBICTYMAIOT NPWYMHON HWU3KOW CTAaOMIBHOCTH TEKCTa TOKYMEHTOB. Bot
MoYeMy Ba)KHO oOOecreynBaTh TaKWe YCIOBHUS XpaHEHHSA, KOTOpble OBl HEHTpanu30BajuM NEHCTBHE 3THX
OTPUIIATEIBHBIX (DAKTOPOB.

XuMudeckne mpeoOpa3oBaHUs BO BpeMs CTapEHUs IDICHOYHBIX MAaTEPHAJIOB 00YCIOBIICHBI B OCHOBHOM
MpoIeccaMd JEeCTPYKIMM W CTPYKTypHUpOBaHUS (CIIMBaHUA) MakpoMmoniekyid. llpum crapeHmnm mommmMepa
BO3MOXKHO OJIHOBPEMEHHOE IPOTEKAHUE MPOIECCOB JSCTPYKIMM W CTPYKTYpUpPOBaHUsA. B 3aBHCHMMOCTH OT
MPEeUMYINECTBa OJHOTO W3 HUX, MaTepuan WM pa3MArvaercs, WM HadWHAeT KpOIIUThCA. Bo3moxHa
MOJIBEP>)KEHHOCTH BO3/ICUCTBUIO OMOIOTHIECKUX YTPO3.

HOI{ CTapCHUEM MArHuTHBIX 33HI/ICGI7[, a TaKXKC DJJICKTPOHHBIX IJOKYMCHTOB IMOHHMMAIOT HW3MCHCHUC
3JIEKTPOAKYCTUUCCKUX XaPAKTCPUCTHK MarHUTHOH JieHThl. Co BpeMeHeM 0oJjiee BCETO M3MEHSIOTCS YPOBCHb
3ammcu, Komupa(ddeKT u yacToTHas xapakTtepucTika. OCHOBHBIE NMPHYWHBI YXYIIIEHUS - U3MEHEHHE (HOPMBI
(cabieBUIHOCTD, M3TMOAaHNE) M YMEHBIIIEHHE DJIACTHIYHOCTH CaMOU JICHTBI, YTO B OCHOBHOM, 00YCIIOBIIMBAETCS
ee aedopmanmeii, 3arpsA3HEHMEM W CHU)KCHHEM THOKOCTM W JJIACTUYHOCTHM H3-32 MPOIEcca CTapeHUs
MOJIUMEPHBIX MaTEPHAJIOB. DJICKTPOHHBIE IOKYMEHTBI JOKHBI OBIThH 3aIIHIICHBI OT 3JICKTPOMArHUTHBIX MOJIEH.

KonTposbHbIe BONPOCHI K cCeMUHAPY.
1. Metoabl IMarHOCTUKH OMOJIOTHYECKUX U XMMUYECKUX TOBPEXKICHUH JOKYMEHTOB.
2. MUKpOKIMMaTHYECKHE apaMeTpbl, 00ecrieunBarone 0e30MacHOCTb JOKYMEHTOB.
3. XapakTepHucTUK{ OMOJIOTUYECKUX M XUMHUYECKUX MPeTrapaToB, IPUMEHIEMBIX B MIPOIECCE PecTaBpaluu
4. IOKYMEHTOB.
5. JloctmxeHus: OMOJIOTHU ¥ XUMUH B COBPEMEHHBIX TEXHOJIOTHIX KOHCEPBAIIUU

IIpakTnyeckoe 3ansitue Nel2. IleppuyHasi pectaBpauys U KOHCEPBALMSA APXHUBHBIX IOKYMEHTOB
Ilopsinok BbIIa4HM Aes1 U3 XPAHUJIMII

Henb: n3y4nTh NEPBUYHYIO PECTABPALIMIO M KOHCEPBALMIO APXUBHBIX JOKYMEHTOB, a TAKXKE MOPSAIOK

BbIJIauy J1€J]1 U3 XPaHWINL]

B mponecce XpaHeHHs apXMBHBIX JOKYMEHTOB NPOMCXOJNUT HX CTAPEHHE — H3MEHEHUeE
NEePBOHAYAIBHBIX (U3UKO-XMMUYECKMX CBOWCTB TOJ BO3JCHCTBHEM BHEIIHUX W BHYTPEHHUX
¢dakropos. [loaTomy TpeOyeTcs ux pecraBpaliyisi — BOCCTaHOBJICHHE MTEPBOHAYAIBHBIX WM OJM3KHUX K
NIEPBOHAYAJIBHBIM CBOIMCTB M BHEIIHHUX IIPU3HAKOB ApPXUBHOIO JOKYMEHTA, IOJBEPIIIErocs
MOBPEXKACHUIO WM DPAa3pyILICHUIO, U KOHCEpBalMsl — CO3JIaHUE YCJIOBMI, 00ecreynBaronnx
JUIMTEJIBHYIO U IIOJIHYXO COXPAHHOCTb JIOKYMEHTOB. PecTaBpanuio M KOHCEPBALUIO IPOBOIAT
CIIEMAJIMCTBl B PECTaBPAIMOHHBIX MAacTepCKUX. OJTHAKO MEPBUYHYIO PECTABPALUI0 U KOHCEPBALIUIO
JIOKYMEHTOB, OCOOCHHO B BEJOMCTBEHHBIX apXHBaX, MOTYT IIPOBOJIUTH CAMU paOOTHUKH apXHUBa.

Conep:xaHue pecTaBpalii U KOHCEPBAHT

[lpu oOHapyXeHHH JOKYMEHTOB C (U3NYECKMMHU Je(eKTaMH OCHOBBI WJIM TEKCTa OHH
PETUCTPUPYIOTCS B CIELMAIbHOM JKypHaJle WIM KapTOoTeKe yuera (QU3NYECKOTO0 COCTOSHUS
JIOKYMEHTOB. 3aTeM ONpeAessIIoTCS Mepbl MO JIMKBHIAIMM 3THX JAe(EeKTOB, pecTaBpalud |
KOHCEpBAIIHH.

CriennanbHyto 00paboTKy TOKYMEHTOB MPOBOJSAT C IIEIBIO:



YCTpaHEHUs IPUYHH YCKOPEHHOTO CTApEHUs U pa3pyLIEHHs TOKyMEHTOB;
BOCCTAHOBJICHHSI UX CBOMCTB, TEXHUYECKUX XapaKTEPUCTHK, T0JITOBEYHOCTH;
BOCTIPOM3BEICHUS JOKYMEHTHOW HH(POPMALIMU Ha O0Jiee YCTOWYMBBIX HOCUTEIISX.

OCHOBHBIMH BUJAMH CIIELUATbHON 00paOOTKU TOKYMEHTOB SIBIISIOTCS:

Ne3suH(eKIus,  JAC3MHCEKLUs, JIepaTH3alys  XpaHWIWI] KaK  COBOKYHNHOCTb  Mep
OononpouIaKTUKY, OMO3alIUTHl U YHUUTOXKEHHS] OMOJIOTMUECKUX BpEIUTeNed B XpaHWIMIIAX U Ha
JIOKYMEHTaX;

pecTaBpalliOHHO-KOHCEpBallMOHHAsT 00paboTka — KOMIUIEKC paboT M TEXHOJOTHYECKUX
ornepanuil 0 BOCCTAHOBJIEHHUIO CBOMCTB U JIOJITOBEYHOCTH OPUTMHAIOB JOKYMEHTOB. B ycnoBusax
BEJIOMCTBEHHOT'O apXKBa 3TO MOXKET OBbITh 3aJieJIKa Pa3pbIBOB JIUCTOB, YKPEIUIEHUE MOJIEH, MOAKIeHKa
BBINABIINX JINCTOB;

BOCIIPOM3BEJICHNE JOKYMEHTOB C IIE€JbI0 CO3/IaHus CTpaxoBoro (QoHga komud u ¢oHaa
MI0JIb30BaHUS;

doTopecTaBpalys JOKyMEHTOB C YTacIlUM U CJIa0OKOHTPACTHBIM TEKCTOM;

3aMEHa OPUTHMHAJIOB C HEJJOJITOBEYHBIMU WM Pa3pyLIEHHBIMU HOCUTEISIMHU KOTIUSMU;

HeperIeT TOKyMEHTOB;

o0ecnbUIMBaHUE TOKYMEHTOB;

JAMUHHPOBAHUE IOKYMEHTOB.

[Tocie mepBUYHOTO YKpEIJIeHUs JOKYMEHTOB BCE MOCIJIEAYIOUIME padOThl JOJKHBI IIPOBOAUTH
CIEIHAIIUCTHI-PECTABPATOPHI.

ITopsiok BbIAAYN J1€1 U3 apXMBOXPAHWIMILA YCTaHABIMBAETCS PYKOBOAUTEIEM apXHUBa
(JIMIOM, OTBETCTBEHHBIM 32 apXMB) U 3aKPEIUIIETCS B COOTBETCTBYIOIIEM JIOKAJIHHOM HOPMAaTHBHOM
akTe. JlOKyMEHTBI BBIJAIOTCS M3 APXMBOXPAHWIMILA HAa OCHOBAHWU HHCBbMEHHOI'O Ppa3pelICHMS
PYKOBOJUTENSI apXUBa OpraHu3alnu (JMa, OTBETCTBEHHOI'O 32 apXHB), PYKOBOAUTENS CTPYKTYPHOIO
nonpazaenenus (m. 2.45 Tlpasun).

Jena w3 apXUBOXpaHWUJIUINA BBIJAIOTCA PAOOTHUKOM apXUBOXpaHWIUIIA PAOOTHHUKY
YUTAJIBHOTO 3aJ1a, Yepe3 KOTOPOro OCYIIECTBIISIIOTCS B3aUMOAECUCTBUE C TOJIb30BATENSIMHU. APXUBHI C
HEOOJBIITUM 00BEMOM apXWUBHOTO (POHJIA M MITATOM, BKIIOUYAOIMMUM | - 2-X paOOTHHUKOB, OOBIYHO HE
UMEIOT YUTAJIBHOIO 3ajia. B TakoM ciyyae paOOTHHMK apXuBa (JIMII0, OTBETCTBEHHOE 3a apXMB) BbIIACT
JIOKYMEHTBI HETTOCPEJICTBEHHO MOJIb30BATEISIM.

JIOKYMEHTBI BBIAAIOTCS U3 apXUBOXPAHMIIUINA:

- BO BpEMEHHOE MO0JIb30BaHNE PabOTHUKAM CTPYKTYPHBIX MOJIpa3esieHuii opraHu3aluy, B T.4.
Yyepe3 YMTAIBHBIN 321 apXUBa;

- cyAeOHBIM, MTPAaBOOXPAHUTENIBHBIM M HWHBIM YIOJHOMOYEHHBIM OpraHaM B COOTBETCTBUU C
3aKoHonarenbCcTBOM Pocculickon denepanuy;

- BO BPEMEHHOE MOJIb30BaHUE CTOPOHHUM OPTraHU3alNsIM;

- JUIA TIPOBEACHUS apXMBHBIX PAadOT C JOKyMEHTaMH paOOTHHKAaM apxvBa OpraHU3aALUU
(xomMpoBaHMsI, pecTaBpalluy, eperiera u Jp. ).

TpeboBaHus K CpoKaM BBIIAYU JOKYMEHTOB M3 apXHMBOXPAaHWIMINA 3aKperieHsl B m. 2.45.
[IpaBui.

Brlgaua JOKYMEHTOB M3 XpaHWINIIA PETUCTPUPYETCS B KHUTaxX BbIJAa4l JOKYMEHTOB:

- BbIJIAUU JIe71 paOOTHHUKAM OpraHU3alluy;

- BBIJIAYUN €] B YATAJIbHBIN 3a7;

- BBIJIAUU JIETT BO BpPEMEHHOE IM0JIb30BAHKE APYTUM OpraHU3aIHsIM.

Bbiaya nen Bo BpeMEHHOE MOJIb30BaHUE B JApPYTHe OpraHu3aluud opOopMIIETCS aKTOM O
BbI/1aye JIeJl BO BpeMeHHoe nosb3oBanue (mpuioxenue N 10 [IpaBuir), KOTOpsIii cocTaBiseTcs B ABYX
IK3EMIUIpaX, OJUH UX KOTOPBIX OCTAE€TCA B apXMBE OpPraHMU3alMM, APYTON BBIJACTCS IMOJIy4aTENIo.
AKT TONNUCHIBaeTCS PYKOBOAMTENIEM OpraHU3allud, Iepeiamloleil Jaena, W PyKOBOJIUTEIEM
OpraHMU3alUKU-TI0JIy4aTess: MOANNCH 3aBEPSIOTCS nevyaTsMu opranusanuil. [locine Bo3BpaiieHus aen B
JIBYX OK3eMIUISIpax akTa JeJaeTcss COOTBETCTBYIOIIAs OTMETKa: OJUH SK3eMIUIIp OCTaeTcsi B
OpraHu3aluu-noiyyaresne, Apyrod XpaHuTcs B nene (GoHJa B apXWBE OpraHU3allMM, BbIAABaBIICH
Jena.




Hanpaienne Ha KONMpOBaHME, pecTaBpalyio, meperier odgopmisercs 3akazom. U3
apXMBOXPAHWIHINA BBIIAIOTCS TOJBKO IMOJTHOCTBIO OodopmiieHHBIe (cM. pazmen 1.2. Metogudeckux
pPEKOMEH1allMii) U BHECEHHBIE B OMKCH JEJIA.

Ha mecTo BbIIaHHOTO J1e71a MOAKIAAbIBAeTCS KapTa-3aMEeCTUTENb JIeTa.

[Tpy HEOOXOTUMOCTH 3aBEPEHHSI KOITUH IEKTPOHHBIX JOKYMEHTOB HCIIOJIb3YETCS JIEKTPOHHAS
MOJMUCh PYKOBOJIUTEINS OpPraHM3allMM WIH YIOJIHOMOYEHHOTO UM JOJDKHOCTHOTO JHIa. BepHOCTh
KOMHH SJIEKTPOHHBIX JTOKYMEHTOB, M3TOTOBJICHHBIX Ha OyMa)KHOM HOCHUTENE, CBUJETEIbCTBYETCS B
ycTaHOBJICHHOM nopsiake (m. 2.47. [Ipasun).

B cnyuae Bpl1auM apXMBHBIX JOKYMEHTOB BO BPEMEHHOE II0JIb30BAHME IO 3alpocaM OpPraHoB
rOCy/IapCTBEHHOW BJIACTH, OPTaHOB MECTHOTO CaMOYIPAaBJICHUSI W OpPraHu3aluid BBIHOC W3 3/1aHUs
apxuBa WM 3/1aHUS] OPTaHU3AIMH APXUBHBIX IOKYMEHTOB O(QOPMIISICTCS aKTOM U pa3perIaeTcs: TOIbKO
O CTeIHaTbHBIM mpomyckam (1. 2.23. [Ipasun).

JIOKYMEHTBI U3 apXUBOXPAaHMUIIMILA HE BBIJAIOTCS B CIIydasx:

- Hanuuus (oH/Ia MOJIb30BaHUS;

- HEYIOBJIETBOPUTEIHLHOTO (PU3NIECKOTO COCTOSIHUS JOKYMEHTOB (1. 2.48., 5.20 [TpaBwuin);

- OrpaHMYECHU Ha WCIOJb30BAaHHWE, YCTAHOBJIEHHBIX 3aKOHOJATENBLCTBOM Poccuiickoin
Denepanny;

- OTCYTCTBUSI HAYYHOTO OMMCAHUS U TEXHUYECKOTO 0(hOpMIICHUS TOKyMEHTOB.

TpeboBaHus K MOPSAIKY BBITOJHEHHUS pabOT MpHU Bblade JOKYMEHTOB M3 apXHUBOXPAaHWIIUIIA
3aKperuieHsl B 1. 2.47. [IpaBuit.

I'paduueckoe nzoOpaxkenue nporecca 2.2.3.2. "[lopsaaok BbAaYHM el U3 apXUBOXPaHUIHIIA"
npeacTaBieHo Ha cxeme 15 npunoxenus N 4.

KoHTpoJibHBIE BOPOCHI K CEMUHAPY.

[ToHsiTE IEpBUYHON peCcTaBpallii U KOHCEPBALIMU apXUBHBIX JTOKYMEHTOB.
CopeprkaHue pecTaBpallii U KOHCEpPBALIUU

Llenu BBIIaUM Ae.

Cpoxu BbIJa4M JI€7T BO BPEMEHHOE MOJIb30BAHKE.

JIOKyMEHTBI, 0 KOTOPBIM BBIJIAIOTCSA JIETA.

Perucrpanus BbIIaHHBIX

JIOKYMEHTOB.

OdopmieHne akTOB 1 3aKa30B HA BBIAAUY JIE.

Pexomenayemas aureparypa

OcHoBHasi MTEpaTypa:

1. Mawmbikun, A.C. ApxuBHOe neno B cyae : ydeOHoe mocodome / A.C. MaMbIKuH,
H.A. JlaTeimeBa ; Poccuiickuii rocyaapCcTBEHHBI YHUBEPCUTET NpaBocyaus. — Mocksa : Poccuiickuit
rocyaapcTBeHHbIN yHUBepcuTeT npasocyaus (PI'YII), 2019. — 188 c. : cxem., Tabn. — Pexum nocryna:
no noxnucke. — URL: http://biblioclub.ru/index.php?page=book&id=560888

2. Tenpuapos, A.Jl. ApxuBoBeaenue : yaeoHoe nmocodbue : [16+] / A.Jl. Tenmpuapos. — 2-e u3a. —
Mocksa : HamkoB u K° 2018. — 184 c. : un. — (YueOHble u3nanus i OakanaBpoB). — Pexum
nocryna: no noanucke. — URL: http://biblioclub.ru/index.php?page=book&id=573440 . — bubauorp. B
KH. — [SBN 978-5-394-03033-8. — TekcT : 3JI€KTPOHHBIMH.

3. Kabamos, C.IO. Jlenonpon3BoACTBO M apXUBHOE JEJI0 B TEPMUHAX U OIpeIeIeHHSIX
yuebHoe nocobue / C.1O. Kabamos, N.I'. AchannusipoBa. — 3-e u3z., crep. — Mocksa : @nunTa, 2018.
— 295 c¢. — Pexum gocryma: mo moamumcke. — URL: http://biblioclub.ru/index.php?
page=book&id=69168 . — ISBN 978-5-9765-0784-5. — TeKkcT : 31€KTPOHHBIH.

JdonmosiHuTe/ILHAS JIUTEPATypa:

1. Kabamos, C.}O. [lenonpous3BoACTBO M apXWMBHOE €0 B TEPMHHAX U ONPEACICHUIX
yuebnoe nocodbue / C.1O. Kabamos, U.I'. Achannusposa. — 3-e uza., crep. — Mocksa : @nunra, 2018.
— 295 c¢. — Pexum gpocryma: mno mnoamucke. — URL: http:/biblioclub.ru/index.php?
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page=book&id=69168 . — ISBN 978-5-9765-0784-5. — TeKCT : 3I€KTPOHHBIH.

2. YmpaBneHue JOKYMEHTAIMEH U apXuBaMu 3a pyOexoM : yueOHoe mocobwue : [16+] / cocr.
C.B. Maxkapuyk, C.II. 3Bsarun ; KemepoBckuii rocyaapcTBeHHBI yHuBepcurer. — Kemeposo :
KemepoBckuil rocynapcTBeHHblid yHUBEpeUTET, 2019. — 274 ¢. — Pexxum JocTyna: 1mo moaNucKe. —
URL: http://biblioclub.ru/index.php?page=book&id=574229 . — bubauorp. B kH. — ISBN 978-5-8353-
2361-6. — TeKCT : 2NEKTPOHHBIMN.

3. ApacnanoBa, B.A. JlokymMeHTalmoHHOE OOECIEeYeHHE YIpaBJICHUs: Y4eOHO-IPAKTHUYECKOe
nmocodue B cxemax, tabnmiax, oopasnax : [12+] / B.A. ApacnaHnoBa. — 2-¢ u3/., 0. U mepepad. —
Mocksa ; bepnun : Jlupexkr-Menua, 2020. — 265 c. : un., Tabn. — Pexxum gocTyna: 1mo mojanucke. —
URL: http://biblioclub.ru/index.php?page=book&id=578394 . — bubauorp. B ka. — [SBN 978-5-4499-
1454-5. — DOI 10.23681/578394. — TekcT : 21EeKTPOHHBII.

4. Apacnanosa, B.A. CinyxeOHble TOKYMEHTBI: (GOpMYJISIpbI U IPUMEPHI 0popMiIeHUS. AJTbOOM:
yuebHo-npakTHueckoe nocodue : [12+] / B.A. Apacnanosa, E.C. Bypmucrposa. — Mocksa ; bepnus :
Hupekr-Menua, 2020. - 108 c. — Pexum  pocryna: o  NOAMHUCKE.  —
URL: http://biblioclub.ru/index.php?page=book&id=578396 . — bubnuorp.: c. 100-105. — ISBN 978-
5-4499-1453-8. — DOI 10.23681/578396. — TekcT : 37€KTPOHHBIH.

HNuTepHeT-pecypces:

1. DnekTpoHHo-6mbIMOTEUHast cuctema [PRbooks — www.iprbookshop.ru.

2. DnexkTpoHHas OubnuoTedHas cucTeMa «YHHMBEpcUTeTCKas Oubnuoreka on-line» —
https://biblioclub.ru/
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