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JUisl mprBeleHNs y4eTa apXUMBHBIX JIOKYMEHTOB B cooTBeTcTBUE C «lIpaBu-
JaMU OpraHu3aldyd XpaHEeHMs, KOMIUIEKTOBaHUS, y4yeTa U UCIOJIb30BaHUS JOKY-
MeHTOB ApxuBHOro ¢gonga Poccuiickoit denepanuu U Ipyrux apXuBHBIX JOKY-
MEHTOB B I'OCYIapCTBEHHBIX U MYHUIIMNAJIBHBIX apXUBaX, My3esiX U OMOIMOTEKAX,
opraHuszanuax PoccHiickoM akanemMuu HaykK», yTBep:KaeHHbIMU [Ipukazom Munu-
CTEepCTBa KYJIbTYpPbl M MAacCOBbIX KOMMyHuKauuil Poccuiickor denepauuu ot
18.01.2007 roga Ne 19, u pykoBoactBysick denepanbabiM 3akoHoM ot 22.10.2004
roga Ne 125-®3 «O06 apxuBHOM jene B Poccuiickoit denepanuny», 3akoHoM Pec-
nyonuku Kpeim ot 14.08.2014 Ne 50-3PK «O6 apxuBHOM pene B PecmyOnnke
Kpbim» (mpunst I'ocynapcreennsiM CoeroM Pecnyonuku Kpeiv 30.07.2014),

NMOCTAaHOBIJAIO:

1. VTBepauTh MOPSIIOK U CXEMY ydeTa apXHMBHBIX JOKYMEHTOB B apXMBHOM
ceKTope (MyHUUUIAIbHBIM apxuB) AAMUHHUCTpauuu Pa3noibHEHCKOro paiioHa
Pecniybnuku Kpeim (mipuioxenue).

2. Hacrosiiee mocTaHOBJIEHUE BCTYNAET B CUITy C MOMEHTa €ro OnyOJIMKO-
BaHUS (OOHAPOIOBAHUS).

3. Hacrosimee mocTaHOBJIEHHE MOJJICKHUT OMyOJUKOBaHUIO (0OHApOI0Ba-
HHUIO) Ha OQHUIMATBLHOM caiiTe AaMuHHUCTpanuu Pa3zmonmpHeHCKOro paiiona Pec-
nyOomuku KpbiM.

4. KoHTpOIb MO BBIMTOJHEHUIO TAHHOTO MMOCTAHOBJICHHS BO3JIOKUTH Ha TIEp-
BOTO 3aMECTUTENs TJIaBbl AJIMUHUCTpauuu Pa3gonpHeHCcKoro paiiona 3axapoBa
AT.

I'naBa AnMHUHHCTpALIMHA
Pa3gosibHEeHCKOT O paiioHa E.Il. Akumos



[Ipunoxenue

K MIOCTAHOBJICHUIO AJIMUHUCTPAIIUU
PaznonpHeHCcKOrO paifona

ot 24.07.2017 roma Ne 324

IHopsinok u cxemMa yuyeTa apXUBHBIX IOKYMEHTOB
B APXHBHOM CeKTOpe (MyHHIHMIAJbHBbIM apXUB) AIMUHHCTPAIMA
Pa3noabHenckoro paiiona Pecnmy6sauku Kpbiv

1. O0umme noJ1oKeHus

1.1. Tlopsamok m cxema ydera apXMBHBIX JOKYMEHTOB B APXMBHOM CEKTOpE
(MyHULIMIIATILHOM apXxuBe) AnMHUHHUCTpanuu PaznonbHeHCcKoro paiiona PecryOmu-
ku Kpeim (manee — «llopsimok») pa3paboTaHbl B COOTBETCTBUM € MyHKTOM 3.2.1
«[IpaBui opraHu3any XpaHEHUs], KOMIJIEKTOBAHHUSI, YU€Ta U MCHOJIb30BAHUS J10-
KyMeHTOB ApxuBHOTo ¢onna Poccuiickoit denepanuu U Ipyrux apXuBHBIX JTOKY-
MEHTOB B TOCY/IapCTBEHHBIX U MYHHUIMNAJIBHBIX apXUBaX, My3esX U OMOIHOTEKAX,
opranuzanuax PoccUCKOM akaJeMuu HayK», YTBEP)KICHHBIX INPHUKAa3oM Mus-
KynbTypbl Poccum ot 18.01.2007 roga Ne 19, npukazom Munkynetypsl Poccun ot
16.02.2009 rona Ne 68 «O BHecenuun n3meHeHui B [IpaBuiia opraHu3anny XpaHe-
HUS, KOMIUICKTOBaHUS, y4eTa M MCIOJIb30BaHUS TOKYMEHTOB ApPXHUBHOrO (poHIa
Poccuiickoii @enepanuu U Jpyrux apXUBHBIX JOKYMEHTOB B FOCYAapCTBEHHBIX U
MYHHUITUTIAIBHBIX apXUBaxX, My3esx U OuOimorekax, opraHuzanusax Poccuiickoi
aKaJIeMUu HayK».

1.2. [Topsiaok ydyera JOKYMEHTOB B apXUBHOM CEKTOPE (J1aJiee — «apXUBY):

- OIpE/eNiAeT COCTaB YYETHBIX JOKYMEHTOB M yUETHBIX 0a3 JaHHBIX, BEIY-
IIMXCA B ApXUBE, UX LIEJIEBOE HA3HAYEHUE U TPEOOBAHUS K BEICHHIO;

- 3aKpeIuIsieT I0CIeI0BaTeIbHOCTh PA0OT M0 yYeTy JOKYMEHTOB APXUBHOTO
donaa Poccuiickoit deneparuu (nanee — «AD PDy);

- ONpENENsACT U 3aKPEIUIAET OTBETCTBEHHOCTh PYKOBOAMTEISI apXHBa 3a CO-
3/1aHUE, BEACHNUE U XPAaHEHNE YUETHBIX IOKYMEHTOB.

1.3. Yuery nojanexar XpaHsUIMECS B apXUBE apXUBHbIE TOKYMEHTBI, B TOM
Yyclieé HEONHUCAHHbIE M HENPO(UIbHbIE AJI apXuBa, OMHMCH JI€d U JOKYMEHTOB.
JIOKyMEHTBI YYUTBIBAIOTCA MO apXHUBHBIM (OHAAM, KOJUIEKIUSAM, €IUHUIIAM Xpa-
HeHus (nasee — «ea.xp.»). [lodHOTa U TOCTOBEPHOCTH ydeTa JOCTUraeTcs MpoBe-
JICHUEM KOMILIEKCa MEpONPHUATHM, 00ECHEeYMBAIOIIUX CTPOroe COOJIOICHUE TO-
psAKa BEACHUS YYETHBIX JOKYMEHTOB, OTPAXXE€HUE B HUX (DAKTUUECKOTO KOJIUYe-
CTBa, COCTABa U COCTOSIHUS XPAHSLIUXCS B ApPXUBE JJOKYMEHTOB.

1.4. Yuer apXMBHBIX TOKYMEHTOB BEIETCA KaK B TPAAUIMOHHOM, TaK U aB-
TOMAaTU3UPOBAHHOM PEXKUMAX.

1.5. OcHoBO# y4eTa apXUBHBIX JOKYMEHTOB SBJISIETCSI €AMHAsl CUCTEMa pe-
TUCTPALIMKA APXUBHBIX (POHJIOB, KOJUIEKUUH, EAMHUL XPAHEHHS, 00eCeurBaroas
OpPTaHU3AILMOHHYIO YIIOPSI0Y€HHOCTh, HICHTU(PHUKALINIO K BO3MOKHOCTH aIpECHO-
r'o MOUCKa JOKYMEHTOB.



1.6. Cxema y4yera JOKYMEHTOB B apXuBe B rpaduueckoit popme dpuxcupyer
HOPSAOK YY€Ta, 3aKperisisi MOCIeI0BaTENbHOCTh ACHCTBUN MO YYETY apXHMBHBIX
JIOKYMEHTOB NP BBIIIOJIHEHUH ONPEIETIEHHBIX BUJIOB PaboOT.

1.7. Ilopsinok m cxema ydera JOKYMEHTOB B apXUBE, SIBISETCS BHYTPEHHUM
HOPMATHUBHBIM aKTOM M YTBEP)KIIA€TCS IMOCTAHOBJICHUEM AJIMUHUCTparuu Pa3z-
JIOJBHEHCKOr0 paoHa.

2. CucTeMa YY4eTHBIX JOKYMEHTOB apXMBHOI'0 CEKTOpPA
(MyHHIIMTIAIHLHOTO APXWBA)

2.1. B apxuBe BemyTcs:

2.1.1. JIokyMeHTBI IIEHTPATU30BAHHOI'O I'OCYJJAPCTBEHHOTO y4eTa, KOTOphIe
COCTaBJISIFOTCSL HA OCHOBAaHWM OCHOBHBIX (00SI3aTENbHBIX) M BCIOMOTATEIbHBIX
YUYETHBIX JOKYMEHTOB apXHBA U apXUBOXPAHMUIIMILL:

- K JIOKYMEHTaM HEeHTPAJIU30BAHHOI0 TOCYyJAPCTBEHHOI0 y4eTa OTHO-
csatesi: macnopT apxuBa Ha 01 sHBapsi, kapTouka ¢oHIa, CBEACHHUS 00 U3MEHEHUIX
B coctaBe 1 o0beme ¢onoB Ha 01 sHBaps.

2.1.2. OcHoBHBIE (00s3aTENBHBIC), BCIOMOTATEIbHBIC YUYETHBIE JOKYMEHTHI:

- K OCHOBHBIM Y4YE€THBIM JOKYMEHTAM apXHMBa OTHOCSTCS: KHHWra y4dera
NOCTYIUJIEHUH TOKYMEHTOB, CIIMCOK (POHO0B, JIUCT (DOHJA, OMKCH JIEN, TOKYMEHTOB,
peecTp onucei e, JOKyMEHTOB, acopT apXUBOXPAHWINILA, 110 (poHAa, JTUCT-
3aBEPUTENH JeNa;

- K BCIIOMOraTeJIbHbIM YYEeTHBIM JOKYMEHTAM apXuBa OTHOCATCA: XKYp-
HaJl ydera nepepabOTKU U YCOBEpUICHCTBOBAHUS OMHUCEH Nied, JOKYMEHTOB JIM4-
HOT'O MPOUCXOXKJICHUS U (DOTOIOKYMEHTOB, KypHall ydeTa OMHCeil, HOMEHKIATYp
7€, UHCTPYKIIUN TI0 JIeTONPOU3BOJICTBY, MOJIOKEHHN 00 AKCHEPTHOM KOMUCCUU
(OK) u apxuBe opraHu3aiyii, YTBEPKICHHBIX IKCIEPTHO-IPOBEPOUHO KOMHCCUECH
(OIIK) TI'ocymapctBeHHOM ApxuBHOU ciy:k00i PecryOnuku KpbiM, cormacoBas-
HBIX PYKOBOJUTEIIEM apXMBA, )KypHAJ ydeTa NOJIIMBKH, KaPTOHUPOBAHUS U pe-
MOHTa JieJl, ’KypHaJl ydyeTa MHUIMATUBHBIX MH(QOpMaLU, BHICTABOK JOKYMEHTOB,
nyONMKaIui U JIEKIUH, CBEJCHUS O PACXOXKICHUAX B oObeMe (DOHNIOB, BBISBICH-
HBIX B XOJI¢ MPOBEPKU HAJIMYUS JIeNl apXUBa, U €€ UTOrax, *KypHaj perucTpaiuu
NOCEILIEHUI apXuBa MOJIb30BATEISIMU, KHUTA BbIAAYM apXUBHBIX JTOKYMEHTOB W3
XPaHUJIUIIA [TOJIB30BATENSIM, KHUIA BbIJAYM apXHWBHBIX JOKYMEHTOB W3 XPaHWIU-
ma pabOTHUKAM apXuBa, KypHaJl yyeTa Jiell, BhIIaHHBIX BO BPEMEHHOE IMOJIb30Ba-
HUE, )KypHAJ Y4eTa U3bATHIX MMOJIMHHBIX €AUHUL] XPAHEHHS, apXUBHBIX TOKYMEH-
TOB, JKypHaJl y4eTa BBIXOJIOB B OpraHU3AlMU - UCTOYHUKH KOMILUIEKTOBAHMUS, MPO-
BEJIEHHBIX CEMUHAPOB, WHIMBUIYAIbHBIX KOHCYJIbTAlMH MO BONPOCAM BEICHUS
JIEJIONIPOU3BOJICTBA U apXMBa OpraHU3alUi, >KypHaJI PETUCTPALMM TEMaTHYECKHUX
3aMpoCcoB, KYpHaJI PETUCTPAIMU 3alIPOCOB OpPraHU3alui U 3asBICHUN TPaXIaH 10
BOIIPOCAM HABEJEHHUS CIIPABOK COLMAIBHO-IIPABOBOI'O XapaKTepa, *KypHajl ydyera
BHECEHUsI MH(QOpMAaLIMK Ha YPOBHE eIUHUIIBI XpaHeHus B b/1;

- K OCHOBHBIM YYeTHbIM JOKYMEHTAM APXHBOXPAHMJIMIL OTHOCSATCA:
wiaH (cxema) pa3MelleHHs] apXUBHBIX (DOHIOB MO apXHWBOXPAHWIHILY, KapTOUYKa



NOCTEJUIAKHOTO0 TONOrpa)uuecKkoro ykasaTelnsl, KapTouka nmo(oHA0BOro TOMOIrpa-
budeckoro ykazarers.

2.1.3. IOKyMEHTHI 10 y4eTy paOOThl C OpraHU3aIUsIMUA - UCTOYHUKAMHU KOM-
IUIEKTOBAaHUS apXuBa!

- K IOKYMEHTaM 10 y4eTy padoThl ¢ OPraHu3alUsiMu OTHOCATCS: HaOJO-
JATEIbHOE JI€JI0 OPTaHU3alMU — UCTOYHMKA KOMIUIEKTOBAHMSI, ONUCH JEJN, HaXO-
JSIIUXCS HA BPEMEHHOM XPaHEHUH, KapTouKa y4deTa paboThl ¢ OpraHu3aluen.

2.1.4. [IporpaMMHBIM OO€ecIiedeHrEeM y4eTHBIX 0a3 AaHHbIX (mamnee - «bJI»)
U CBOJHBIX yueTHbIX B/l 17isi BeleHHsl TOCyAapCTBEHHOrO yuera JoKyMeHToB A®D
P® B aBTOMaTU3UPOBAHHOM PEKUME SIBISAETCS MPOrPAMMHBIN KOMILIEKC «ApPXUB-
HBIA OHTY.

2.2. Tlopsiiok BeieHHs IIEHTPAIM30BAHHOIO TOCYAapCTBEHHOr0 yuera, (hop-
MBI JTOKYMEHTOB LEHTPAIU30BAHHOTO I'OCYJAPCTBEHHOIO y4Y€Ta apXUBHBIX JIOKY-
MEHTOB apXMBa WU IOPSANOK UX IPEACTABICHUS YCTAaHABJIMBAIOTCA PernmameHrom
roCy/IapCTBEHHOI'0 y4yeTa JokymMeHToB ApxuBHoro donaa Poccuiickoit denepa-
1 (yTBEp)KIEHHBIE TIPUKA30M [ OCyIapCcTBEHHON apXWBHOM Ciyx0bl Poccun ot
11.03.1997 roma Ne 11).

CocTaB 1 (pOpMBI OCHOBHBIX YYETHBIX JJOKYMEHTOB apXHUBa U apXUBOXpPaHH-
muug onpenenensl [IpaBunamu (cm. m. 1.1. Hactosmero [lopsigka), a Takxke npuka-
30M MuHHCTEpPCTBA KYJIbTYpPhl U MacCOBbIX KOMMYyHUKalui Poccuiickon denepa-
muu ot 10.09.2007 roma Ne 1273 «O06 yrBepxkaeHun (popM yUeTHBIX M HHBIX J10-
KYMEHTOB [0 OPraHU3alluy XpPaHEHUs, KOMIUIEKTOBAHUs, Y4e€Ta U UCIOJb30BAHUSA
nokymeHToB ApxuBHoro (onaa Poccuiickoilt @enepauuu u Apyrux apXuBHBIX J10-
KYMEHTOB B T'OCYJIapCTBEHHBIX U MYHHUIIMIIAJbHBIX apXUBaX, My3esix U Oubauore-
Kax, OpraHu3anusax Poccuickon akageMuu HaAyK».

2.1. Ilopsinok BeaeHHUsI U HA3HAYEHHE JOKYMEHTOB
LHEHTPAJHU30BAHHOI0 TOCYAAPCTBEHHOI0 yueTa JOKYyMeHTOB AD PP

2.1.1. Ilacnopt apxuBa Ha 1 stHBaps - g pUKcalMKU B MacuTabe apxuBa
BUZIOBOTO COCTaBa M KOJIMYECTBA CAMHHI] XPAaHEHHs/€IUHUI] y4eTa TOKYMEHTOB
A® PO, cocraBa Hay4yHO-CIIPAaBOYHOI'O ammapaTa apXxuBa, yCIOBUN XpaHEHUs J10-
KYMEHTOB.

2.1.1.1. ®opma macnopra ycTtaHoBiieHa mnpuioxenueM 1 k Ilomoxkenuro.
[TacnopT cocTaBisieTcs €XKEroJHO U IpenocTaBiseTcd B 1'0CyaapCTBEHHYIO ap-
xuBHYI0 cnyx0y Peciyonuku Kpsim g0 1 stHBaps cnepyromero roga. Ilacnopr 3a-
HOJHSETCS. B COOTBETCTBUU ¢ MHCTpyKIMEH 0 mopsiKe 3al0JHEHUS Macrnopra ap-
XMBa, YTBEpKJIEeHHOHN npuka3zoM Pocapxusa ot 17.11.1997 roga Ne 61. Bropoii 3k-
3eMIUISIp MacropTa MOCTyNaeT Ha XpaHeHHe B (POH/1 apXUBa.

2.1.2. Kaprouka ¢oHaa — 1j1s ydyeTa B paMKax apXUBHOTO (poHIa Kojuye-
CTBa U COCTaBa OMUCEH Jell, JOKYMEHTOB, UX HyMepaluu, KpaiHuxX aat, pukcanuu
U3MEHEHUI B 00beMe U U3MEHEHUH B HA3BaHUU apXUBHOTO (poHA.

2.1.2.1. ®opma KapTOYKH YCTaHOBJIEHaA IpuioxkeHuem 2 k I[lomoxkeHwuto.
CBeneHus B KapTOUKHU BHOCSITCS Cpa3y MOCJE MPUEMa ApXUBHBIX 1€, TOKYMEHTOB,
¢donnos. Kaprouku poHI0B Ha BHiepBbIe MOCTYNHBIINE B Te€UEHUE Toga HOHABI CO-



CTaBJISIIOTCS B IBYX 9K3EMIUIApaxX, OJAWH SK3EMIULIp mpegocTasisercs B ['ocymap-
CTBEHHYIO apXuBHYIO ciyx0y Pecriyonuku Kpsim 1o O1 stHBaps ciieayromiero ro-
na.

2.1.3. CBenenusi 06 U3MeHeHHsIX B cocTaBe U 00beme (ponaoB Ha 01 sAH-
Baps — /Ui (puKcaruu B MaciiTade apxXvuBa U3MCHCHHUH B cOCTaBe U 00beMe (POH-
JIOB, C YKa3aHUEM OCHOBaHUMU.

2.1.3.1. ®opma cBeaeHUil 00 U3MEHEHUAX B COCTaBe U 00beme (OHIIOB HA
01 suBaps ycranoiieHa npuiokenneM 3 K [lonoxennro. CBeeHNs] COCTABISIOTCS
1o TopsAIKy HoMepoB ¢GoHmoB. Hazpanue (oHaa yka3pIBaeTCs MO MOCIEAHEH qaTe
TIOCTYITMBIINX M BBIOBIBITUX TOKYMEHTOB. CBEICHUS COCTABIISTFOTCS €KETOIHO B 2-
X 9K3EMIUISIpax, OJUH 3K3EMIUIAP KOTOPBIX MPEIOCTaBIsAeTCS B [ 0Cy1apCTBEHHYIO
apxuBHYto cnyx0y Pecniyonuku KpbiM 110 1 siHBaps cieayroiiero roaa.

2.2. llopsiiok BeJleHUsI M HA3HAYEHHE OCHOBHBIX YYeTHbIX
JTOKYMEHTOB apXHBa

2.2.1. Knuura ydera moCcTynJieHHWH JOKYMEHTOB NpedHA3HAYeHA - IS
ydeTa KaKJOro MOCTYIUICHUS! apXMBHBIX JOKYMEHTOB B apXHB, a TAaKKe KOJIUYE-
CTBa M COCTaBa apXUBHBIX JOKYMEHTOB, IOCTYNHUBIINX HAa XpPAaHEHUE 3a OIpeJe-
JICHHBIN XPOHOJIIOTUYECKUI TIEPUOJT BPEMEHH; COCTOSIHHSI UX OMHCAHUSI.

2.2.1.1. ®opma 1OKyMEHTa yCTaHOBJICHA MpHiIokeHueM 5 K [Topsaxy.

2.2.1.2. B KHUTY y4eTa MOCTYIUICHHN JTOKYMEHTOB MOCJIEA0BATEIILHO BHO-
CSITCSl BCE MEPBUYHBIC W MOBTOPHBIC MOCTYIICHHUS apXWBHBIX TOKYMEHTOB. Kak-
710€ MOCTYIUICHHE B Mpe/iesiaX OTYETHOr O Tojia MoTyvaeT MopsiAKOBbIA HOMEp B Ba-
JIOBOH TocienoBaTenbHOCTH. CBEACHHS O TOCTYIUIGHWH JOKYMEHTOB BHOCSATCS
Cpa3y IocJie MOCTYIUIeHHUsI JOKYMEHTOB. EjkeroqHo B KHMrax ydera Ha | siHBaps
MOJIBOJIUTCSI UTOT KOJIMYECTBA MOCTYMUBIIUX 32 T'OJ] ApXUBHBIX JIOKYMEHTOB.

2.2.2. Cnucok (pOHAOB - [JIsI PETUCTPAIIMH PUHATHIX HA XpPaHEHUE apXUB-
HBIX (DOHIIOB, IPUCBOEHUS UM HOMEPOB, y4yeTa KOJIWYECTBA apXUBHBIX (DOHMIOB,
HaXO/ISIIINXCS HA XpaHEHUH U BBHIOBIBIITHUX.

2.2.2.1. ®opma 1OKyMEHTa yCTaHOBJECHA npuiiokenueM 6 k [lopsaxy.

B cmrcok goHnoB apxuBHBIA (DOHJ 3aMUCHIBAETCS TOJIBKO OIWH pa3, MpH
NEpBOM TOCTYIUIEHWU B apxuB. He momyckaercs BHeceHHE apXUBHOTO (oHAA B
CHHMCOK (DOHNIOB /10 MOCTYIUIEHHS €ro apXUBHBIX JOKYMEHTOB Ha XpaHeHue. Ho-
Mep, PUCBOEHHBIN apXUBHOMY (DOHIY MO CUCKY (POHJIOB, ABJISETCS €r0 YUETHBIM
HOMEPOM, COXPaHSETCS 32 HUM BO BCEX YUETHBIX JOKyMeHTax. Jlyisi yuera apXuB-
HBIX (POHJIOB MCTOJB3YIOTCSI HOMEpa B BaJIOBOW TOCIEIOBATEIBHOCTH, a TaKXKe
«CBOOOJHBIE HOMEpaA» - HOMEpa apXUBHBIX (POHIOB, APXUBHBIE TOKYMEHTHI KOTO-
pBIX paHee ObUIM BBIJACIEHBl K YHMUYTOKEHUIO B YCTAaHOBJIEHHOM IMOPSAIKE WU
BKJIFOUEHBI B COCTaB OOBbEIMHEHHBIX apXMBHBIX (POHIOB, M KOTOPHIE paHEe HE HC-
nojbp30Bauch. Homepa yTpadeHHbBIX, MEpelaHHbIX B APYTH€ apXHBBI apXHUBHBIX
¢$oHIOB, a TaKKe HOMEpPA apXUBHBIX (POHJIOB, BOIIEIINX B COCTaB 00bEIUHEHHO-
ro apxuBHOTro ()OHJIA, APXUBHBIE TOKYMEHTHI KOTOPHIX paHee MCIIOJIb30BAINCH, HE
MOT'YT OBITh IPUCBOEHBI BHOBb MOCTYNMUBIINM apXUBHBIM (POHJIAM.



OObenMHEeHHBIE apXUBHBIC (POHIBI W APXHUBHBIC KOJUICKIIUHA YIUTHIBAIOTCS
Ha o0mux ocHoBaHMSIX. OObETUHEHHOMY apXUBHOMY (OHAY, 00pa30BaHHOMY W3
apXUBHBIX (POHJIOB, paHEE YYTECHHBIX CAMOCTOSTEIBHO, MPUCBAUBACTCS HOMED OJI-
HOT'O M3 apXUBHBIX (POHJIOB, BKIIFOUCHHBIX B €TI0 COCTaB.

Esxeromno Ha 1 ssHBapst K CUCKY (DOHIOB COCTABISICTCS] UTOTOBAs 3aMUCh O
KOJIMYECTBE apXHMBHBIX (DOHIOB, MOCTYMHUBIIUX M BBHIOBIBIINX B TEYCHHUE TO/a, U
00II1eM KOJIMYECTBE apXUBHBIX (DOHIOB, HAXOASIIMXCA Ha XPAHEHUH B apXUBE.

[lepeneyarka crucka (OHAOB OCYIIECTBISIETCS TONBKO C pa3perieHus ['ocy-
JApCTBEHHOM apxuBHOU ciyx0bl Pecmyonuku Kpeim. B cnmcok dbonmoB o06s3a-
TENHHO BHOCSATCS HOMEpPA, Ha3BaHUS M OCHOBAHUS BBHIOBITHS BCEX apXWUBHBIX (POH-
7I0B, HOMEpa KOTOPBIX 3aHUMATh 3aMpeIIacTcs.

2.2.3. JIuct doHaa - 1jis ydera B paMKax apXUBHOI0 (OH/IA KOJIMUECTBA U
cocTaBa OMHCEH Jiel, JOKYMEHTOB U X HyMepalluu, KOIMYeCcTBa U COCTaBa apXUB-
HBIX JIOKYMEHTOB, COCTOSIHUSI MX OIMCaHUSA, JUHAMUKA HU3MEHEHHHA MO0 KaXKI0i
OINKCH JIeJl, TOKYMEHTOB U apXUBHOMY (OHIY B IEJIOM, (PUKCALUA U3MEHEHHUI B
Ha3BaHWU apXUBHOTO (HOHA.

2.2.3.1. ®opMa JOKyMEHTa yCTAHOBJICHA MPUIOKEHHWEM 28 K MpUKazy OT
10.09.2007 roma Ne 1273. JIuct hoHma cocTaBiseTcss HAa KaXKAbIA apXUBHBIN (OH].
B Hem yuMTHIBalOTCS BCE apXWBHBIE JOKYMEHTHI apXWBHOTO (POHIA, BKIIIOYAS
HEOINMCaHHbIE M ceKkpeTHbIe. JIuCT hoHma MoKeT OBITh MEPecoCTaBleH TOJNBKO B
cllydae, €ClIM OH HEHMCIPAaBUMO MOBPEXICH MU MEPECTAeT OTpakaTh (PaKTHIECKOe
COCTOSIHUE U 00beM apXUBHOTO (PoH[a, TTOCTIe IepepadoTKu apXUuBHOrO GOHIA UITH
CO3/1aHUsI O0OBEIUHEHHOTO apXUBHOTO (DOHJA, YTOUHEHHSI UCTOpUHU (HOHT1000pa3o-
Barens. B cimyuae mepecoctaBieHus jmcta (oHAa paHee JEWCTBOBABIIHMKA JUCT
dbonaa nomemniaercs B aeno Gonaa. B BepxHem npaBoM yriy o0oux JucTOB GoHAA
JIEITAt0TCsl OTMETKH: «JIMCT TepecocTaBIeH» ¢ YKa3aHUEM JIaThl IEPECOCTABIICHHSI,
JOJKHOCTHU Y TIOATKCH JIMIIA, OTBETCTBEHHOTO 32 YUeT.

Ha BmiepBbie moctynaromiie (GOHIbI 10 JIUYHOMY COCTaBY JIUCTHI (POHIOB Be-
IyTCS OTJEIBHO.

JIucTel pOHIOB XpaHATCS B MOPSIAKE HOMEPOB apXMBHBIX (hOHAO0B B manke. K
KaX/JIO0W ManKe COCTaBJISIETCSA JIMCT-3aBEPUTENb, /1€ YKa3bIBAIOTCS HadajbHbIC U
KOHEYHbIE HOMEpa apXHMBHBIX (POHAOB U OOIIEe KOJIUYECTBO ApXUBHBIX (POHIIOB,
JIUCTBI KOTOPBIX HAXOJISTCS B TIATIKE.

2.2.4. Onuce aes1, JOKYMEHTOB - ISl TIOSTMHUYHOTO ¥ CYMMApHOT'O y4eTa
aApXUBHBIX JOKYMEHTOB, 3aKpEIUICHUS MOpsAJIKa UX CUCTeMaTH3allud, y4eTa U3Me-
HEHUH B COCTaBE W OO0BEME apPXHMBHBIX JOKYMEHTOB, BKJIIOUEHHBIX B JTAHHYIO
OIHCh.

2.2.4.1. ®opMbl JOKYMEHTOB YCTaHOBJIEHbI npuioxeHusiMu Ne 32-38, 42 k
npuka3zy ot 10.09.2007 roga Ne 1273, npunoxenusmu Ne 7, 8 k [IpaBunam.

[Ipu cocraBiieHHH B apXUBE ONMUCU (POTONOKYMEHTOB HCIIOJIb30BATh rpadsl
dbopMbI omucH, ycTaHoBIIeHHOW mpuioxeHueM Ne 37 k mpukaszy ot 10.09.2007
Ne 1273, odopmiarh omuch cienyeT coriacHo (opme OMHMCH el MOCTOSHHOTO
XpaHEHHUsl, COCTaBIIeHHOM B apxuBe (mpuioxenue Ne 7 k IIpasuiam) (mpu odopm-
JICHUM OMHCH B BEPXHEM IMPABOM YIIy TEPBOr0o JHUCTa OMHCH BMeECTO rpuda
YTBEPXKACHUSA OpraHm3aIiel HeoOXOIUMO OCTaBISITH MECTO IUIS MPOCTABJICHUS



rpuda yrBepxkaenus OIIK T'ocymapcTBeHHON apxuBHOW ciyx0bl PecnyOnuku
Kpbim, k onvicu cocTaBiisieTcss TUTYIbHBINA JTUCT U JIp.).

Kaxxgast BriepBbIe MOCTYNUBIIIAs OMUCH JIEN, TOKYMEHTOB YUYUTBHIBACTCS B pe-
€CTpe ONMUCEN J1ell, JOKYMEHTOB. Kax10il HOBOM ONMCH JeN, TOKYMEHTOB IPHUCBa-
MBAETCS OYEPEAHON TOPSAKOBBIA HOMEP TI0 PeecTpy, KOTOPBIA MPOCTAaBISIETCS Ha
00JIOKKE OMHUCH JIel, JOKYMEHTOB B BEpXHEM JieBoM yriy. Ha Bcex sk3emruisipax
OIKCH JeJl, JOKYMEHTOB MOCTYMAIOIINX B apXUB, JENAIOTCA OTMETKHU O MpUEME ap-
XUBHBIX JJOKYMEHTOB B apXUB.

OnucsM ne1, TOKYMEHTOB NPHUCBAMBAIOTCS YYETHBIE HOMEpa MO JIHCTY
¢onn. He momyckaercst mpruCBOSHHUE OMUCAM /€T, TOKYMEHTOB OJIMHAKOBBIX y4eT-
HBIX HOMEPOB, 32 UCKIIOYEHHUEM CIIy4aeB, CBA3AHHBIX C PAaCCEKPEUMBAHUEM JIOKY-
MEHTOB.

B koH1e onucu e, TOKYMEHTOB BO BCEX €€ dK3eMIUIsIpax AeslaeTcs UToro-
Bas 3aIMCh, B KOTOPOM yKa3bIBAECTCS KOJIMYECTBO HAXOMAIINXCS Ha XpaHEHUU €Iu-
HUI| XpaHEHUsS/€UHUI] y4eTa, MEPBBIM W TOCIETHUNA HOMEpa EIUHUI XpaHe-
HUSI/€IMHULl y4eTa MO OMHUCH, OrOBapHBAIOTCS MMEIOLIUECS MPOMYCKH HOMEpOB,
JUTEPHbIE HOMEPA, BBHIOBIBIIME €IMHUIIBI U OCHOBaHUE MX BBIObITHS. [locie kax-
JIOTO TIOCTYIUICHHUS WM BBIOBITHS apXMBHBIX JOKYMEHTOB COCTaBIISIETCS HOBAas
UTOrOBasl 3allUCh K OIMKUCH JIeJI, TOKyMEHTOB, KOTOpas MOJANUCHIBACTCS €€ COCTaBH-
TEJIEM C yKa3aHWEM JOJHKHOCTH M JIaThl COCTaBJICHUsA. B UTOTOBOII 3amiCcH K onucH
JIeNT apXUBHOTO (POHAA TUYHOTO MPOUCXOKIEHHUS, BKIIOYAIOIICH SAMHHIIBI XpaHe-
HUS/€UHUIBI YYeTa Ha Pa3IMYHBbIX HOCHUTENSX, JHOMOJHUTEIBHO YKa3bIBAETCS KO-
JTMYECTBO TAaKUX EIUHUI XpaHEHHUsI/CIUHHUIL yueTa.

Kaxnas omuch nen, JOKyMEHTOB, TOM OIKCH JEN, JOKYMEHTOB JOJKHBI
UMETh JIMCT-3aBEPUTENb. 3aKOHYEHHAs] OMHCH Jel, JTOKYMEHTOB JOJDKHA BKITIO-
4aTh, KaK MpaBwmiio, He Oonee 9999 enuHuIl XpaHEHUs, €AUHUI] yueTa. APXUB J10J1-
KEH UMETh 3 IK3EeMIUIsIpa OMHUCEH /1eT, JOKYMEHTOB, MEPBbIN U3 KOTOPHIX SBISETCS
CTPaxOBbIM.

B cnyuae BBIOBITHS BCEX apXUBHBIX JIOKYMEHTOB OIMCHU JIEN, JOKYMEHTOB
HOMEp ITOM OMHCU IPYTHM OIUCSAM JIeNl, TOKYMEHTOB HE TPUCBANBAETCS U OCTACT-
csi CBOOONIHBIM; B JIMCTE (POHIA W PEECTPE OIMUCEH NEeTaeTCs COOTBETCTBYIOIIAS
OTMETKa.

2.2.6. PeecTp omuceii aen, JOKYMEHTOB - I PErHCTpAIlMU OMHCEH e,
JOKYMEHTOB, y4eTa UX KOJIMYECTBa U COCTaBa.

2.2.6.1. ®opma g0oKyMeHTa ycTaHOBJIEHA npuiiokeHueM Ne 44 k npukasy ot
10.09.2007 roma Ne 1273. B apxuBe BemyTcs peecTp omuceid. CBeeHHsS B peecTp
BHOCSITCS IIPU TIOCTYIUICHUH U BBIOBITUU OIMKCEN e, JoKyMeHTOB. Exxerogno Ha 1
SHBapsl B PEECTPE OIMUCEW COCTABIISIETCSI UTOTOBAsl 3alKMCh O KOJWYECTBE ONMUCEN
Jiel, JOKYMEHTOB, TIOCTYITUBIIUX U BHIOBIBIIUX B TE€UEHUE T0/Ia B apXHB, U UX 00-
IeM KOJINYECTBE.

2.2.7. IlacmopT apXHBOXPAHMJIMIIA - JIJIT CYMMAapHOTO y4eTa apXUBHBIX
¢GboHI0B, ONKCeN U eIUHUIl XPAHCHUSI, COCTOSIHUS UX XpPaHEHUs B MaciiTabe KOH-
KPETHOT'O apXHWBOXPaHUIIUIIIA.

2.2.7.1. ®opma macnopTa yCcTaHOBJIEHA MpwioxkeHueM 1 k Hacrosmiemy Ilo-
psaaky. C ydeToM cocTaBa M COCTOSTHUS, XPaHSIIUXCS B KOHKPETHOM apXHBOXpa-



HUIWIIE apXUBHBIX JIOKYMEHTOB, MOKAa3aTeId BHUIOBOT'O COCTaBa JIOKYMEHTOB B
dbopMe macnopra AJig KaKIOro apXUBOXpaHWIHUINA MeHsaroTcs. [lacmopt apxuBo-
XpaHuUuIIa cocrapisiercs exxeroqno Ha 01 sHBapsi.

2.2.8. lesio ¢poHma — KOMILJIEKC JOKYMEHTOB 0 UCTOPUU UCTOYHHKA KOM-
riekToBaHus (poHg000pa3oBaTelisl) U apXUBHOIO (POH/IA, a TAKXKE XapaKTepusy-
IOLIUI €ro KOJIMYECTBEHHOE U KaUeCTBEHHOE COCTOSIHUE.

2.2.8.1. [leno ¢onma BeneTcss Ha KKl (DOHI, eMy MPUCBAUBAETCS HOMEP
apXuBHOTO ()OH/IA, HA KOTOPBIMA OHO 3aBeAeHO. B neno ¢poHna BKIOYAKOTCS: UCTO-
puyecKast cripaBKa [0 UCTOPUH (POHI000pa30BaTessl 1 HICTOPUM apXUBHOTO (HOH/A;
aKThl, (PUKCUPYIOIINE U3MEHEHHSI B COCTaBE U O00bEME apXUBHOrO (POHIA, B TOM
YHCIIe aKThl O PACCEKPEUMBAHUH JOKYMEHTOB; KOMHUS XapaKTEPUCTUKH apXUBHOIO
dboHa, COCTaBICHHON JJI MyTEBOAUTENS (CIPABOYHUKA); HHCTPYKIMU TI0 paboTe
C apXMBHBIMHU JIOKYMEHTaMU apXUBHOTO (DOHAA, B TOM YHCJIE MO YCOBEPIICHCTBO-
BaHUIO U MepepadoTKe OMUCell J1eN, TOKYMEHTOB, CXeMbl CUCTEMATHU3allMi apXUB-
HBIX JOKYMEHTOB apXMBHOro (oHna u Ap. B geno ¢boHma IUYHOTO MPOUCXOXK]IE-
HUS BKJIIOYAIOTCS TaK)Ke CAAaTOYHAsl OMUCh apXMBHBIX JOKYMEHTOB, perienne JI1K
l'ocynapcTBenHoi apxuBHOU ciyk0bl Pecnyonuku KpbiM o mpueme 3THX JOKY-
MEHTOB B apXWB, JOTOBOp JapeHus. Ecnu apXuBHBIE JOKYMEHTHI, MOAJIEKAIINE
BKJIFOUEHHIO B J1e10 (POHJA, HAXOASTCS B COCTaBe €AMHMII XpAaHEHHs, TO B JEJO
(doHIa BKIIIOUAETCS CIPaBKa C MEPEUUCICHUEM JTHUX €IMHUIl XPAaHCHUS W UX ap-
XUBHBIX MHQpoB. Jlena poHI0B, BOMIEAMINX B COCTaB OOBEAUHEHHOTO APXUBHOI'O
donna, BKiIrO4aroTcs B ero aeno ¢onaa. CocraB JOKYMEHTOB Jiella OpTraHU3aliu-
MUCTOYHHKA KOMIUIEKTOBAHUS JOKYMEHTOB MpH HE(OHIOBOW OpraHM3alliu apXHB-
HBIX JIOKYMEHTOB aHAJIOTUYEH COCTaBy JOKYMEHTOB Jieia oH[a.

JlokymeHThl ena (oHJa JOMKHBI ObITh MOAMMTHI (TIPOLUTHYPOBAHBKI), MPO-
HYMEPOBAHbI C COCTaBJICHHEM JIMCTA-3aBEPUTENIS, 3aKIIOYEHBI B TBEPAYIO OOJI0XK-
ky. K neny donna cocrapinsiercs BHyTPEHHSISI OMUCh, KOTOPasi 0 MEPEe BKIFOYECHUS
B J1e710 ()OH/1a HOBBIX JOKYMEHTOB JOIOIHSIETCS.

2.2.9. JIucT-3aBepuTeib esa — sl ydeTa KOJIMYecTBa JUCTOB B JIETIC.

2.2.9.1. ®opma 10KyMeHTa ycTaHOBJIeHA npuioxenueM 3 k [lopsaxy.

2.2.10. Yuernas B/l «ApxuBHblii poHI» — 11 0OecrieueHus: nHGOpMaLu-
OHHOM MOJJIEPXKKH y4yeTa; BEJEHUs EHTPAIU30BaHHOTO IOCYIapPCTBEHHOI 0 yueTa
JOKYMEHTOB B aBTOMAaTH3UPOBAHHOM PEXHUME; OTIEPATUBHOTO MPEIACTABICHHUS CBe-
JCHUH O HAJIMYUU B apXUBE JOKYMEHTOB TOI'O WK HHOTO (pOHI000pa3oBaTes.

[lepedenb pexkBu3UTOB yueTHbIX BJl dhopMupyercss B COOTBETCTBUM C MOKa-
3aTeIsIMH OCHOBHBIX (00s3aTE€bHBIX) YUETHBIX JOKYMEHTOB apXuBa W ONpEes-
€TCsl TPU 3aI0JIHEHUH B COOTBETCTBUM BpeMeHHBIM MOPSIKOM aBTOMAaTHU3UPOBAH-
HOro yyera 10KyMeHTOB A® P®, xpaHsAmumxcss B MyHUIUMIIAJbHOM apXUBE, YTBEP-
KIeHHbIM nTpuka3zoM Pocapxusa ot 23.10.2000 roga Ne 64.

b/l «ApxuBHblil (hOHI)» YCTAaHABIUBAETCA HA KOMIIbIOTEP, TEXHUUYECKUE Xa-
PaKTEPUCTUKH KOTOPOT'O TMO3BOJISIIOT 00ECNeYrnBaTh KAUeCTBEHHYIO paboTy mpo-
IPaMMHOT'0 KOMILJIEKCA.

2.2.18. OcHOBHBIE yYeTHBIE JOKYMEHTHI apxuBa (cMm. m.2.2.1, 2.2.2, 2.2.6
Hactosiiero Ilopsiaka) AOMKHBI OBITH 3aKIIOYEHBI B TBEPAYIO OOJIOXKKY, JHCTHI
IPOHYMEPOBAHBI, COCTABJICHBI JIUCThI-3aBEPUTEIIH.



2.3. Ilopsinok BeaeHns 1 HA3HAYEHUE OCHOBHBIX YUETHBIX 10KYMEHTOB
apXuBOXPAHUJIMINA

2.3.1. Ilnan (cxema) pa3menieHusi AapXuBHBIX (GOHIOB MO APXUBOXPAHU-
JUILY - JJI1 ONPENCICHUs MOPsIAKA PACIONIOKEHHS U Pa3MEIICeHUsT apXUBHBIX
¢$boHIOB B apXUBeE.

[1nan (cxema) B rpaduueckoit ¢popme npeaycMaTpuBaeT pacipeaeneHue ap-
XUBHBIX (JOHJIOB 1O apXHBOXPAHWIHINY, C YKa3aHUEM MPU HEOOXOAMMOCTU MX HO-
MEpOB II0 KaXIOMYy CTeJUIaXy apxuBoxpaHwmmiua. Ilepseit sk3emiursip [Dliana
(cxeMbI) HaXOAUTCSl B KaOWHETE PYKOBOAMTENS apXHBa, & COOTBETCTBYIOIINE €r0
pazJienbl - B apXUBOXPAHUIIUIIE.

2.3.1.2. Tlnan (cxemMa) COCTaBISAETCS PYKOBOAUTEIEM WM CHEIUATMCTOM
apxuBa, yTBEpXKAaeTcs pykoBojauresneMm apxupa. [lman (cxema) mepecocTaBisieTcs
B CBSI3U C MEepeMelieHueM apXuBHOro ¢oHnaa. 3aBeplieHHasi B JIEIONPOU3BOICTBE
[Tnan (cxema) mocTymnaer Ha XpaHeHue B (PoH apXuBa.

2.3.2. Kaprouka mocTe/UIa’KHOTO TONMOrpadguyueckoro ykasaressi - JUis
3aKperyIeHus MecTa XpaHEeHUs U JJi ONepaTUBHOIO MOUCKa (OHJIa B IIpesienax ap-
XUBaXpaHUJIUIIIA.

2.3.2.1. ®opmMa 10KyMEHTa yCcTaHOBJEeHa npuioxenueM Ne 15 k npukasy ot
10.09.2007 roma Ne 1273.

Tonorpaduueckue ykazarenu COCTaBISIOTCS B KapTOYHOUM GopMe B HEOO-
XOJMMOM KOJINYECTBE AK3eMIULsIpoB. KapTouka mocremiaxHoro ronorpaduyuecko-
ro yKa3aTessli COCTABIIAECTCS HAa Ka)XIbll CTEIUIaXK; 3TU KAPTOYKHU PaCIONararoTcs
10 MOPSAKY HOMEPOB CTEIUIaXeH B IMpenenax oTAeNbHOro noMenienus. OauH dK-
3eMIUTSP MOCTEIIAKHOTO TOMOTrpaduecKoro yka3aTensi XpaHUTCS Y paOOTHHUKOB,
OTBETCTBEHHBIX 32 YYET JIOKYMEHTOB, BTOPOH — B apXUBOXPAHWJIHUIIIE.

Benenue Tonorpaguyeckux NOCTENIAXHBIX yKa3aTelel OCylecTBIsAETCA Ha
OyMa)KHOM HOCHTEJIE.

2.3.3. Kaprouka no¢oH10Boro Tonorpaguyeckoro ykasareis — Jjis 3a-
KpEIUIEHUS] MECTa XPAaHEHMs U JUIsl ONIEpaTUBHOIO Moucka (oHAa B Mpenenax ap-
XMBA.

2.3.3.1. ®opma noKkymeHTa ycTaHOBIIeHA mpuiiokenneM Ne 16 k mpukasy ot
10.09.2007 roma Ne 1273. Tonorpaduyeckue yka3aTellil COCTaBISIOTCS B KapTOU-
HOM (popmMe B HEOOXOIMMOM KOJIMYECTBE 3K3eMIUIsipoB. KapTouka modoHmoBoro
Tonorpauueckoro ykasareiss COCTABJISIETCA OTACIbHO Ha KaXKIbld apXUBHBIN
boHT; ATU KapTOUYKU pacrojararoTcs B MOPSIKE HOMEPOB apXUBHBIX (QoHIOB. Be-
JeHue Tonorpaguueckux noOHIOBBIX yKa3aTelel OCyUIECTBISETCS Ha Oymax-
HOM HOCHTEJIE, BEIyTCsl JIB€ KAPTOTEKH, O/IHAa U3 KOTOPBIX pa3Mellaercs B paboueM
KaOWHeTe PYKOBOJIUTEINS apXuBa, APyras — B ApXUBOXPAHUIIHILIE.

W3meHeHus B pa3MELIEHUN apXUBHBIX JOKYMEHTOB CBOEBPEMEHHO OTpaXa-
IOTCS BO BCEX DK3EMIUIsIpax Tornorpadguuecknx ykazaresei, a Takke B IiaHe (cxe-
Me) pa3MeIleHHs apXUBHBIX (POH]IOB.
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2.4. Ilopsinok BeJleHUs1 ¥ Ha3HAYEHHE BCIIOMOTraTeJIbHbIX
YUYE€THBIX JOKYMEHTOB apXHBa

2.4.1. ’KypHaj yyeTa TeKylIMX U3MeHEHUI B cocTaBe U 00beMe (GoH/I0B
— JUISl yueTa U3MEHEHHUs KaXKJO0ro KOJIMYECTBEHHOrO M BHJIOBOI'O COCTAaBa apXMB-
HBIX JOKYMEHTOB B ()OHJIaX, COCTOSIHUSI UX OMMCAHUs, MPOU3OIIEANIETO 3a Ompe-
JICJICHHBIA XPOHOJIOTUYECKUH MEPUOl BPEMEHH B pe3yibTaTe YHUUTOKEHHS, OOHA-
PYKEHHUs, HAYyYHO-TEXHUYECKON 00pabOTKH, pecTaBpalli apXUBHBIX JOKYMEHTOB,
a TAaK>Ke BBIBEPKU OCHOBHBIX YUETHBIX JOKYMEHTOB apXUBa.

2.4.1.1. Kypnan cocrapisgercss 1o ¢opMe B COOTBETCTBUU C MPUIIOKEHUEM
Ne 19 k mucemy ynpasiennst ot 20.02.2001 roga Ne 202. Benercs obmuii XKypHan
ydeTa TeKylIuX U3MEHEHUU B cocTaBe U o0beMe (hOHIO0B, B KOTOPBIM MOCIEA0Ba-
TEIbHO BHOCSTCS BCE TEKYIIME M3MEHEHHUS] B COCTABE U 00bEME apXMBHBIX JOKY-
MeHTOB (QoH0B. Kaxxoe mocryruienue B nmpeenax OT4eTHOro To/ia MoidyvaeT mo-
PSAIKOBBII HOMEp B BaJIOBOM MOCIEA0BATEILHOCTH.

2.4.2. KypHaa ydera mnepepadOTKM M YCOBEpPIIEHCTBOBAHUSI oOmMUcCeil
JeJi, ONMCAHUS YIPABJEHYECKOH JOKYMEHTAUMHU, JOKYMEHTOB JHYHOIO MPO-
HUCXO0XKIeHUus] M1 GOTOTOKYMEHTOB — /Uil y4€Ta BCEX BUJOB OIUCEN €M1, COCTaB-
JIEHHBIX B MYHUIIUIIAJILHOM apXHBE, U y4€Ta KOJUYECTBA €IMHUIL] XpPaHEHUs, MO/-
BEPrIIMXCs MepepadoTKe, YCOBEPIIEHCTBOBAHUIO, OMUCAHHBIX E€IMHMI] XPaHEHUS
JUYHOIO MMPOUCXO0XKICHUS U (POTOTOKYMEHTOB.

2.4.2.1. Kypnan cocraBnsgercs 1Mo (opMe B COOTBETCTBUH C MPUIOKCHUEM
Neo 15 k mucemy ynpasnienust ot 20.02.2001 roga Ne 202. JKypHai MOXKET COCTOSATH
U3 4-X pa3/ienoB, COOTBETCTBYIONINX YKa3aHHBIM BUIaM PaOOTHI.

2.4.3. KypHaubl ydyeTa onuceil; HOMEHKJIATYP /1eJl, HHCTPYKIUii 1Mo Je-
JIONIPOM3BOJICTBY, MOJIO:KeHNH 00 sKkcnepTHON Komuccnu (JK) u apxuBe opra-
Hu3anuii, yreep:xaeHubix JIIK I'ocynapcrBeHHoit apxuBHOM ciy:xk00u Pec-
ny0auku KpbiM, COrIacOBaHHBIX PYKOBOJAMTEJEM apXuBa - JUIsl yyeTa BceX
BUJIOB JIOKYMEHTOB, COCTABJIICHHBIX B OpraHU3aIUsAX, KOJWYECTBA €IUHUIl XpaHE-
HUSl, YTBEPKIACHHBIX WM COIVIACOBAHHBIX YCTAHOBJIEHHBIM 00Pa3oM.

2.4.3.1. XKypHalbl cOCTaBISIOTCS MO POpME B COOTBETCTBUU C MPHI0KEHU-
eM Ne 16 k mucbemy ynpasienus ot 20.02.2001 roga Ne 202.

2.4.4. ) KypHan yyeTa NOAIMIUBKH, KAPTOHUPOBAHUS M PEMOHTA JIeJ - IS
ydeTa KOJUYECTBA JUCTOB, €MHUL] XPAaHEHUs, TOJBEPTIINXCS MOMAIIUBKE, KapTo-
HUPOBAHHIO, PEMOHTY, BOCCTAHOBJICHHUIO YTacarolINX TEKCTOB.

2.4.4.1. Kypnan cocraBnsgercs 1mo ¢opmMe B COOTBETCTBUH C MPUIOKEHHUEM
Ne 17 x mucemy ynpasnenus ot 20.02.2001 roma Ne 202.

ExxerogHo B KypHane Ha | sHBapsi MOABOAMTCS UTOT MO KOJIUYECTBY JIU-
CTOB, €AVHUIl XpPAHEHUS, MOJUIUTHIX, 3aKAPTOHUPOBAHHBIX, OTPEMOHTUPOBAHHBIX,
C BOCCTAHOBJIEHHBIMU yTacalolUMH TEKCTaMHU.

2.4.5. KypHan yyera MHHUMATHUBHBLIX HH(pOpMaUMii, BLICTABOK JIOKY-
MEHTOB, MyOJIMKALIMI U JIEeKIUH — 71 yuyeTa HEKOTOPBIX (POopM MCTIONB30BaHUS
ApXUBHBIX IOKYMEHTOB.

2.4.5.1. Kypnan cocrapnsercs 1mo (Gpopme B COOTBETCTBUU C MPHIOKEHUEM
Ne 18 k nucemy ynpasnenus ot 20.02.2001 roma Ne 202.
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2.4.6. CBeieHHUs1 0 pacxoxaeHUsiX B o0beMe (OH/10B, BHISIBJIEHHBIX B X0-
Je MPOBEPKHM HAJMYMS JieJ]l apXUBa, U ee UTOrax — JiJIs yuyera pacXoxKIeHUM B
o0bemMax (OHIOB, BBIABICHHBIX HEOOHAPYKEHHBIX CAMHHII XPAHCHUS, TEXHHYE-
CKHX OIIIMOKaX.

2.4.6.1. CBenenust CoCTaBIAIOTCS IO (hOPME B COOTBETCTBUU C MPUIIOKEHH-
em Ne 20 k nmucemy ynpasienus ot 20.02.2001 roga Ne 202.

2.4.7. /KypHa/l perucTpauMu TNocCelleHUd apXuBa MOJb30BATEISIMH —
JUISl ydeTa KOJIUYecTBa IMOJIb30BaTeNel, MOCEUEHUH MMH MYHULIUIIAILHOTO apXH-
Ba.

2.4.7.1. Kypnan cocrapnsgercs no opMe B COOTBETCTBUU C MPUIOKEHUEM
Ne 21 x mucemy ympasnenus ot 20.02.2001 roma Ne 202. B rpade 1-oit xxypHaia
yKa3bIBA€TCSI IOPSAIKOBBIA HOMEpP MOCEIIeHUs], B rpade 4-oi MOpsSAKOBBII HOMED
N0JIb30BAaTelsA, KOTOPbI MPUCBAUBAETCS MPHU MEPBOM MOCELIEHUHU, a MPU MOCIIe-
JYIOIUX MOCEIIEHUIX TOTO K€ MOJIb30BaTeNsl B TEUCHHUE I'0J1a HE MMPOCTaBIISAETCS.

2.4.8. Knura BbIIa4d apXMBHBIX JOKYMEHTOB W3 XPAHWJIMINA I0Jb30-
BaTeJsIM — JUI y4yeTa KOJIMYECTBA €IWHUI] XPaHEHUS M OMHUCEW NeJ, BBLAAHHBIX
HOJIb30BATEIISIM.

2.4.8.1. ®opma noKyMeHTa yCcTaHOBJIeHA MpuiiokenneM Ne 24 k mpukasy OT
10.09.2007 roma Ne 1273. Kuuru BemyTcst pa3ieiabHO MO KKIOMY apXHBOXPaHU-
JWIY ¥ BUY BbIIa4yd. Beiiada apXWBHBIX TOKYMEHTOB, OMUCEH A€l B YUTAIbHBIN
3a11 oopMIISIETCSl 3aKa30M (TpeOOBaHKEM) Ha BbIauy apXHWBHBIX JIOKYMEHTOB, KO-
nuit GoH/IA MONIB30BAHUA, OMUCEN /e, JOKYMEHTOB (hopMa TOKYMEHTa yCTaHOB-
nena npuinokenreM Ne 12 k nmpukasy ot 10.09.2007 roga Ne 1273).

2.4.9. Knura BbI1a4M apXVBHBIX JOKYMEHTOB M3 XPAHUJIMINA PadOTHM-
KaM apXuBa — /IS yueTa KOJUYECTBa SAMHUI] XPAHCHUS U OTHUCEH e, BhIIaHHBIX
paboTHUKAM apXuBa.

2.4.9.1. ®opma 10KyMEHTa yCcTaHOBJIEHa npuioxeHueM Ne 24 K npukaszy ot
10.09.2007 roma Ne 1273.

2.4.10. KypHaa yyera Jesl, BBIJAHHbBIX BO BpeMeHHOe MO0Jb30BaHHE -
JUIS PETUCTpPAllMK €IWHUIl XpaHEHHWs HE HaXOMSIIMXCS B 3JaHUM apXuBa M HE
HaXO/SIIINXCSI BPEMEHHO M0 3aKPEIUICHHOMY MECTY MX XpaHEHHs B apXHUBOXPaHU-
JUIIIE.

2.4.10.1. XKypnan coctaBnsiercs Mo GopMe B COOTBETCTBUHU C MPUIOKECHHEM
Ne 23 x nucemy ynpasinenust ot 20.02.2001 roga Ne 202. Beigaua apXuBHBIX J0-
KYMEHTOB BO BPEMEHHOE I0JIb30BaHHE O(OPMIIIETCS aKTOM O BbIJaue apXUBHBIX
JOKYMEHTOB BO BPEMEHHOE MOJb30BaHHE ((hopmMa TOKYMEHTa yCTaHOBJIEHA NpPH-
noxxkerrneM Ne 2 k mpukasy ot 10.09.2007 roma Ne 1273) npu Hanu4Iuu rapaHThii-
HOT'0 MTMChMa OT OPTaHU3AIIHH.

2.4.11. KypHana yyeTa U3BATHIX MOAJIUHHBIX €IMHUL XPAHEHHS, APXUB-
HBIX JIOKYMEHTOB — JUIsl y4eTa €IMHMI] XpaHEHUsI (JJOKYMEHTOB), U3BSATHIX Opra-
HaMH, OCYIIECTBIISIOIIMMHU OINEPATUBHO-PO3BICKHYIO NEATENbHOCTh, JTO3HAHUE U
peaBapUTEIbHOE CIE/ICTBUE.

2.4.11.1. XKypnan coctaBisiercs Mo GopMe B COOTBETCTBUHU C MPUIOKECHHEM
Ne 3 k mucemy ympasienust ot 06.06.2007 roga Ne 534. B yka3zaHHOM MUCBEME CO-
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oOuraercst MopsIOK JEUCTBUIM apXUBOB B Cllydae U3bATUS (BBIEMKH) €IUHUL] Xpa-
HEHMsI (JOKYMEHTOB) COOTBETCTBYIOLIMMH OpraHaMu.

2.4.12. ’KypHaa y4eTa BbIX0I0B B OPTraHU3AIUM - HCTOYHUKH KOMILJIEK-
TOBAHMS, NMPOBEJEHHbIX CEMHHAPOB, MHIAMBHAYAJIbHBIX KOHCYJbTAUMI IO
BOIIPOCAM BeJeHHS /1eJIONPOU3BOICTBA U apXWBa — JIJIsl yyeTa KOJIMYECTBA BbI-
XOJI0OB B OpraHU3alliy C LENbI0 OKa3aHHs METOAMYECKON U MPAaKTHUYECKOM MOMO-
1Y, IPOBEAECHHBIX CEMUHAPOB, MHINBHUIyaIbHBIX KOHCYJIbTALHM.

2.4.12.1. dopma xypHala yCTaHOBJCHA MPHIOKEHHEM 2 K HACTOSIIEMY
[Topsanky.

2.4.13. KypHaJl perucTpauMu TeMaTH4YeCKHX 3alPOCOB — I y4yeTa Te-
MaTHYECKUX 3aIPOCOB MOJIb30BATENEH, KOHTPOJIS 32 CPOKAMH HCIIOJIHEHHSI 3aIpo-
COB.

2.4.13.1. XKypnan coctaBmisiercs Mo GpopMe B COOTBETCTBUHU C MPUIOKEHHEM
Ne 25 k mucemy ynpasnenus ot 20.02.2001 roga Ne 202.

2.4.14. KypHaJ perucTpanuy 3anpocoB OpPraHu3auMid W 3asiBJeHUil
rpakIaH MO0 BONPOCAM HABe/IeHHUsI CIPABOK COLMAJBLHO-NPABOBOI0 XapaKre-
pa — I y4eTa 3aIpoCcoB COLUAIbHO-IIPABOBOI0 XapaKTepa, KOHTPOJIS 32 CPOKaMHU
UX UCIIOJTHEHUSI.

2.4.14.1. XKypnan cocrapisiercs 1o (popmMe B COOTBETCTBHH C MPUIOKEHUEM
Ne 26 x nucemy ynpasnenus ot 20.02.2001 roma Ne 202.

2.4.15. Kypnaa ydera BHeceHHUs] MHPOpPMALMH HA YPOBHE eIUHMIbI
xpaHnenus B b/l — u1d yuera KonmyecTBa eAUHUL XpaHEHUs, BHECEHHBIX B b/I.

2.4.15.1. dopma xypHala yCTaHOBJICHA MPHIOKEHHEM 4 K HACTOSIIEMY
[Topsanky.

2.4.16. Bo Bce )KypHasbl (KHUTH, CBEACHUS) BCIIOMOraTeIbHOr0 yueTa apXxu-
Ba M3MEHEHMsI BHOCSTCSl cpa3y IOCJe MPOBEACHHS BHUIOB pabOT, yKa3aHHBIX B
HalMEHOBAaHUU JTOKYMEHTOB.

2.4.16. ExxeroHO B IOKyMEHTaxX BCIIOMOTaTEeNbHOTO y4eTa apXuBa Ha | sH-
Bapsi MOABOUTCS UTOT IO KaXKJIOMY BH]Y BBIITOJTHEHHBIX padoT.

2.4.16. BcnoMorarenbHble YYETHbIE TOKYMEHTBI apXvBa MOT'YT BECTHUCh Ha
OyMa)XHOM W/MJIU AJIEKTPOHHOM HocuTene. [Ipu BegeHnn BCioMoratenbHbIX y4eT-
HBIX JJOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE BCE )KYPHAJIbl, KHUTH BCIIOMOIaTEIbHO-
ro y4yera apXuBa 3aKJIIOYEHBbI B TBEPAYIO OOJIOXKKY, JIUCTHI MPOHYMEPOBAHBI, CO-
CTaBJICHBI JTUCTBI-3ABEPUTEIIH.

2.5. Ilopsinok BegeHusi U HA3HAYEHUE JOKYMEHTOB
MO yueTy padoThl ¢ OPraHU3AMUIMH - HCTOUYHUKAMM
KOMILIEKTOBAHUS apXUBa

2.5.1. HaGuioaaTeabHoOe /1€J10 OPraHU3aluu, IPaXIaHUHA — UCTOYHHMKA
KOMILIEKTOBAHMS - BKJIIOYAIOTCS JTOKYMEHTHI, XapaKTepU3YIOIIHE €ro MpaBOBOM
CTaTyC M JEATEIbHOCTh, a Tak)Ke paboTy apXvBa W OpraHU3aIldI0 TOKYMEHTOB B
JIEIIOTIPOU3BOICTRE.

2.5.1.1. HabmomaTenpHOE J1e710 MOXKET OBITh 3aBEACHO M Ha TpaKJaHHWHA-
UCTOYHUK KOMIUICKTOBAHHUS apXHWBa, B KOTOPOE BKJIFOYAIOTCS CBEICHUS O COCTAaBE
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U COJEpPKAHHM €ro apXWBHBIX JIOKYMEHTOB. B cocTaB HaOmroAaTeNbHBIX e
BKJIFOYAIOTCS CJIEYIOIINE BUABI JOKYMEHTOB: BbIUCKa M3 npoTtokona JIIK I'ocy-
JApCTBEHHOW apXWBHOU ciyxObl PecriyOnuku KpbIM ¢ pernieHnemM O BKIIOUEHUU
(MCKJIFOYEHUH) OPraHU3alMK B CIIMCOK MCTOYHUKOB KOMIUIEKTOBAHMS, SKCIIEPTHOE
3aKJII0YEHHUE, CIpaBKa O BKIIOUYEHUH (HMCKIIIOUEHHMH) OpraHu3alud B CIHMCOK HC-
TOYHHUKOB KOMIUIEKTOBAHUS, JOTOBOP O COTPYAHUYECTBE (IIpU NEPBOM Iepenade
JOKYMEHTOB OpraHM3allii B apXMB JOrOBOP BKJIIOYaeTcs B Je10 (poHAa opraHusa-
1K), KOIMU YCTaBHBIX, YYPEIMUTENIbHbIX JOKYMEHTOB OpraHU3alWld, HOPMATHB-
HBIX U PacloOpsAUTENbHBIX JOKYMEHTOB O CO3/1aHUH, IEPEUMEHOBAHUH, PEOPTAHU-
3allid, JIMKBUIALUM, OPTraHW3allMy, O COCTaBE€ MOCTOSIHHO JneucTByromen OK,
Ha3HAYE€HUM OTBETCTBEHHOIO 3a apXWB U JAEJONPOM3BOJCTBO (MOCTaHOBJIEHUS,
pacnopsbKeHuUs, PUKa3bl), HOPMATUBHBIE U METOAMYECKHE JOKYMEHTBI, perjiameH-
TUpYIOIIHE paboTy MO BEJECHUIO JEIONPOU3BOACTBA U apXHBa OpraHU3alMU: WH-
CTPYKLHS IO JeTONPOU3BOACTBY; MOJOKEHNE 00 apXHUBE OpraHMU3allM; IOJI0XKe-
HUE O MIOCTOSIHHO nelcTByrome DK opraHu3anuy, HOMEHKIIATYPHI €] OpraHu3a-
LM, YTBEPKICHHbIE PYKOBOJUTENEM U corjacoBaHHble ¢ DK opranuzanuu u mMy-
HUIMTIATIBHBIM apXUBOM, MACTOPT apxuBa opraHu3amuu Ha 01 nmexabps T,
XpaHAIIEeH YNPaBIE€HYECKYIO JOKYMEHTALMIO, aKThl, YTBEPKACHHbIE PYKOBOAMTE-
JIEM OpraHu3aluu: IpHeMa - MepeJadyu el IPU CMEHE OTBETCTBEHHBIX U 3aBENY-
IOLIMX ApXMBAaMU, TPOBEPOK HAIMYMS M COCTOSIHUS /€]l B OpraHu3aluu; o0 oOHa-
PY’KE€HHUH JOKYMEHTOB, O BBIIEJIEHUU K YHUUTOKEHHUIO JOKYMEHTOB, HE MOJJIEXka-
IIMX XPAHEHHIO; OMUCHU JI€J OCTOSIHHOTO CPOKa XpaHEHHUs, coriacoBaHHble ¢ DK
opraHusanuy, yrBepxaeHHble DK myHunmnansHeiM apxuBoM, n JOIIK T'ocynmap-
CTBEHHOU apXuBHOU ciyx00ii Pecriyonuku KpbiMm, onucu aen mo JIMYHOMY COCTa-
BY, YTBEpPKICHHbIE pYKOBOAUTENEM U coriacoBaHHble ¢ DK opraHuzanuu u MyHH-
UIIAJIbHBIM apXUBOM.

Ha tutynpHOM nucTte HaOMIOIATENBHOTO Jefia MOClie WHIEKca Jiela 4depes
KOCYIO YEepTYy YKA3bIBA€TCS HOMEP OpPraHU3aliu MO CIUCKY KOMIUIEKTOBAHMS.

2.5.2. Onucu e, HAXOASIINUXCSI HA BPEeMEHHOM XPaHEeHUH - JUIs TOoeu-
HUYHOTO U CYMMAapHOr0 y4deTa apXMBHBIX JOKYMEHTOB, 3aKPEIUICHHs TOpsAIKa MX
CUCTEMAaTHU3ALMH, YU€Ta U3MEHEHUN B COCTaBE U 00bEME APXUBHBIX JIOKYMEHTOB,
BKJIFOYEHHBIX B JAHHYIO ONUCh.

2.5.2.1. ®opMBI TOKYyMEHTOB YCTaHOBJICHBI mpuiokeHusiMu Ne 32-38, 42 x
npukasy oT 10.09.2007 roga Ne 1273, npunoxxkenuem Ne 8 k [lopsnky. Onucu e,
HaXOJSIIMNXCS HA BPEMEHHOM XPAHEHUH, XPAHATCA OTIAEIBbHO OT OMMCEW 1€, A0-
KYMEHTBI 110 KOTOPBIM HNPUHSTHI B apXUB.

2.5.3. KapTouka ydyera pa0doThl ¢ opranu3amueii — i yaera oOIIHUX CBe-
JeHUI 00 opraHu3alliM, y4eTa BbIXOJIOB B OpPraHU3aIUIO C LEIbI0 OKa3aHUs METO-
JUYECKOM U MPAKTUYECKOM MOMOIIY, CBEICHUM O JOKYMEHTaX MOCTOSHHOIO Xpa-
HEHUS U 10 JUYHOMY COCTaBY, XPAHAILINUXCS B OpraHU3al1u.

2.5.3.1. Kaprouka coctapisiercst 1o ¢OpMe B COOTBETCTBUU C MPUIOKEHUEM
Ne 30 k mucemy ympasinenus ot 20.02.2001 roma Ne 202 ¢ yueToM KOppEKTUPOBKH
Ha3BaHUU 2-To paszzaena Ha CBeneHUs O BBIXO/AaX B OPTaHU3AIIMIO C IENIbI0 OKa3a-
HUS METOIMYECKOW M MPAKTHUYECKOW MOMOIIM, 3-ero pasnena — Ha CBeneHus o
NOJICOTOBKE U Mepeadye JOKYMEHTOB B MyHUIIMTIAIbHBIN apXUB.
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3. [lopsiiok yuyeTa n3MmeHeHuii B 00beMe (POH/I0B.
AKTBI, HA OCHOBAHUM KOTOPBHIX BHOCATCS U3MEHEHUS B YYeTHbIE IOKYMEHTHI,
TPeOOBAHUSA K COCTABJICHUIO

3.1. Yder nocTymnieHus: apXuBHBIX JOKYMEHTOB B ApXUB OCYIIECTBIISIETCA Ha
OCHOBAHUH CIIEAYIOIINX aKTOB:

- aKT IIpUEMa - IEepeJayu apXUBHBIX JOKYMEHTOB Ha xpaHeHue (IIpumoxe-
Hre Ne 9 k [Topsiaky) — cocTaBisieTcsi pyKOBOJIUTENEM apXUBa B 2-X dK3EMIUISAPaXx,
OCYLIECTBIISIOLIMM IPUEM JMOO Nepenady apXHBHBIX JOKYMEHTOB, IOJIKCHIBAET-
Cs JINLIAMU, MEPENAIINMU U NPUHUMAKOIIUMU TOKYMEHTBI, YTBEPKIAETCS Opra-
HU3ALUEH-CAATYNKOM W OpraHM3alUel-TIIPUEMINNKOM apXHUBHBIX JOKYMEHTOB,
OJIMH 3K3EMILUIAP aKTa ¢ OTMETKOW O BHECEHUN U3MEHEHUH B YUETHBIC JJOKYMEHTBI
BKJIIOYAETCs B J1€710 (POHA, APYTroi epeaeTcs B OpraHu3aluio;

- aKT [pUeMa Ha XpaHEHUE JOKYMEHTOB JINYHOro npoucxoxaeHus (IIpumo-
xenue 10 x Iopsaky) — cocTaBusieTcss B 2-X dK3EMIUISIpax U MOJMUCHIBACTCS Py-
KOBOJUTEIIEM APXMBA, OCYLIECTBILIIOINAM IIPUEM aPXUBHBIX JOKYMEHTOB, ITOJIIH-
CBhIBAETCS BJIAJIENBLIEM JTMOO COOCTBEHHHMKOM JOKYMEHTOB, YTBEpPXKAAETCS, OAMH
DK3EMIUIAP aKTa C OTMETKOM O BHECEHUM W3MEHEHUM B YYETHBIE JTOKYMEHTBI
BKJIFOYAeTCs B 1710 (QOHJIa, APYroi repenaercss COOCTBEHHUKY TOKYMEHTOB.

3.1.1. ApXuBHBIE JOKYMEHTHI CTABATCS HA YYET TAKXKE IO pe3yJibTaTaM Ipo-
BEJICHUS OT/IEJbHBIX BUJIOB apXUBHBIX paboT (cMm. 1. 3.3. HacTosmero Ilopsaka).

3.2. Yuer BbIOBITHS apXUBHBIX JOKYMEHTOB M3 apXUBa OCYIIECTBISAETCSA Ha
OCHOBAHUH CIIEAYIOIINX aKTOB:

- aKT O BBLICJICHUU K YHHUYTO)KCHHIO apXUBHBIX JTOKYMEHTOB, HE IOJJIEXKA-
mux xpaHenuto (npunokenue 11 x [IpaBunam) - cocTaBisieTcs pPyKOBOAMUTENIEM
WIM CIELUAIIUCTOM apXHBa, MOJINUCHIBAETCS WMH, BU3UPYETCS PYKOBOAMTEIEM
apxuBa (B cily4yae COCTaBJICHHs aKTa CIELUUAINCTOM), YTBEP)KIAEeTCs, MepeaaeTcs
Ha paccmorpenue JIIK [NocynapcTBenHyro apxuBHyro cinyx0y PecriyOonuku Kpbim
JUIS YTBEPKIEHUs, BKIIIOUaeTCs B J1e/10 (POHAA TOIBKO C OTMETKON O BHECEHUU U3-
MEHEHUH B yUETHbIE JOKYMEHTHI;

- aKT O HEMCHPAaBUMBIX MOBPEXKICHUIX JOKYMEHTOB (nmpuioxenue 1 k Ilo-
PSIIIKY) — COCTaBIISIETCS PYKOBOAMTEIIEM apXWBa, ITOAMUCHIBACTCS MM, IepelacTcs
Ha paccmotrpenue DIIK [NocynapcTBeHHyr0 apxuBHYIO cinyk0y Pecniyonuku Kpbim,
Ha ocHoBanuu pemienus: DIIK T'ocynapcTBeHHOM apxuBHOM cityx0b1 PecmyOnnku
KpbIM B akTe fenaercs OTMETKA O CHATHUHU C y4eTa HEHCIIPAaBMMO IOBPEKIECHHBIX
ApXMBHBIX JOKYMEHTOB PACHOPSKEHUEM AJIMUHUCTPALNK PaliOHa, YTBEPKIAAETCH,
BKJIFOUAETCs B JIeJI0 (POHJIa TOJIBKO C OTMETKOM O BHECEHUU U3MEHEHUHN B YUETHBIC
JNOKYMEHTHI;

- aKT IpHUEMa - MepeJayl apXHUBHBIX JTOKYMEHTOB Ha XpaHEHHUE (IpHIIoXKe-
uue 9 x [lopsaky) (cm. myHkT 3.1. Hactosmero [opsiaka);

- aKT O HEOOHAPYXEHUHU JTOKYMEHTOB, ITyTH PO3BICKAa KOTOPBIX MCUYEPHAHBI
(mpunoxkenue 2 k [Topsinky) - cocraBiseTcss pyKOBOIUTEIEM apXuBa, TOANUCHIBA-
ercs uM, nepenaercs Ha paccmorpenue OIIK T'occymapcTBeHHONW ApXUBHOU
cyx0b1 Pecryonmnku Kpeim, Ha ocHoBanuu pemierust 11K T'ocynapctBenHoit Ap-
XUBHOM cityx0bl PecyOnuku KpbiM B akTe Jenaercs OTMETKa O CHSATHH C y4yeTa
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JIOKYMEHTOB, IyTH PO3BICKAa KOTOPBIX MCUEPIAHbI, PACIOPSKEHUEM A JIMUHHUCTpa-
MU paiioHa, BKIIOYAETCS B Jes0 (POHa TOJBKO C OTMETKOW O BHECEHUU M3MEHE-
HUMN B YYETHBIE JJOKYMEHTHI;

- aKT BO3BpaTa apXMBHBIX JOKYMEHTOB cOOCTBEeHHUKY (DPopma Ne 1 k mpu-
kazy ot 10.09.2007 roma Ne 1273) — cocTaBisieTcsi pyKOBOJUTEIIEM apXHBa, I0/I-
IMUCBHIBAETCS MM M COOCTBEHHHUKOM, YTBEP)KIAETCs, BKIIOYAaeTcs B neino (oHma
TOJIBKO C OTMETKOW O BHECEHUU U3MEHEHHI B yUETHBIEC JOKYMEHTBHI;

- aKT 00 W3BATUU TOMJIMHHBIX €IWHUI] XPAHCHUS, apXUBHBIX JTOKYMEHTOB
(DPopma Ne 5 k npukazy oT 10.09.2007 roma Ne 1273) - cocTaBisieTcsl U MOANUCHI-
BAETCsl PYKOBOAUTEIIEM apXuBa, YTBEPKIA€TCs, BKIIOUAETCs B J1e710 (DOH/Ia TOJIBKO
C OTMETKOW O BHECEHUU U3MEHEHUN B yUETHbBIC JOKYMEHTHI.

3.2.1. ApxuBHbBIE JTOKYMEHTbI CHUMAIOTCS C YUeTa TakKe B pe3yjbTaTe Mpo-
BEJICHUSI OTJICNIbHBIX BUJIOB apXUBHBIX padoT (cM. 1. 3.3. Hactosmero [lopsaka).

3.2.2. Ilpu nepenaue apxuBHOro (GOHIA M3 OJHOTO apXUBa B JIPYroi mepe-
JaroTesd 3 SK3eMIUIsipa OMUCH i, TOKYMEHTOB U Aeno ¢onna. Konus onucu gen,
JIOKYMEHTOB OCTA€TCs B apXUBE-CAATUMKE U B KQUECTBE MPUIOKEHUS K aKTy MpH-
eMa-Tiepe/ladyi apXHBHBIX JIOKYMEHTOB Ha XpaHEHHE BKIIOYAETCS B ApPXUBHBIM
dboH apxuBa-caaTUMKA.

3.3. KonudecTBO apXMBHBIX JOKYMEHTOB apXHBa MU3MEHSETCS 0 pe3ysbTa-
TaM TMPOBEJEHUS CIEIYIONIUX BUOB apXUBHBIX Pa0OT: BBIBEPKU YUETHBIX JOKY-
MEHTOB, MO0 UTOTaM KOTOPOW MOTYT ObITh BBISIBIICHBI OIIMOKHU, JTOMYIIEHHBIE MPU
MOJICYETE KOJIMYECTBA XPAHAIIUXCS apXUBHBIX JOKYMEHTOB; MPOBEPKU HAJIUYUS U
COCTOSIHUSI apXUBHBIX JIOKYMEHTOB, B X0JI€ KOTOPOU MOT'YT OBITh OOHAPYEHbI HE-
YUTEHHBIE, 32 JUTEPHBIMU WM MPONYIIEHHBIMU HOMEpPAMH EIUHHIBI XpaHe-
HUS/CIMHUIBI yUeTa; PeCTaBpallii apXUBHBIX JOKYMEHTOB, MOCJIE KOTOPOW OJTHO
JIEII0 MOKET OBITh Pa3/ieJICHO Ha HECKOIBKO JIEN; OMMCAHMS apXWBHBIX JOKYMEH-
TOB, MEPEPaOOTKU OMHUCEN JIell, TOKYMEHTOB, B MPOIECCE KOTOPHIX BO3MOKHO pa3-
JeNieHue Wi 00beIUHEHUE €IMHULl XPAHECHUSI/€IUHUIL YUeTa.

OcHoBaHMEM [Ji1 BHECEHUS U3MEHEHUM B Y4YETHbIE JOKYMEHTBHI M MPO-
IPaMMHBIN KOMIUIEKC «ApPXUBHBIN (POHI» MO pe3ysibTaTaM YKa3aHHBIX paloT sB-
JSIFOTCSL:

- aKT O TEXHUYECKUX OIMHMOKaxX B y4eTHbIX JokymeHTax (Dopma Ne 4 k mpu-
ka3y ot 10.09.2007 roga Ne 1273) — cocraBisieTcss pyKOBOJUTEIEM apXuBa, MO/I-
MUCBIBAETCS. UM, YTBEP)KIAETCsl, BKIIOYAETCS B A0 (POHJIa TOJIBKO C OTMETKOM O
BHECEHUU U3MEHEHUN B yYETHBIE IOKYMEHTHI;

- aKT 00 OOHApYKEHHH ApXUBHBIX TOKyMeHTOB (Popma Ne 6 k mpukazy oT
10.09.2007 roma Ne 1273) — cocTaBisieTcsi pyKOBOJUTEIIEM apXuBa, MO IHChIBACT-
Cs UM, YTBEPKJA€TCsl, BKIIOUAETCS B JIe70 (DOH/Ia TOJIBKO ¢ OTMETKOW O BHECEHUU
U3MEHEHUN B yUETHbBIEC JOKYMEHTBHI;

- aKT O pa3JeieHuH, OObEIUHEHUH JIeJl, BKIIOYEHUH B JIEJ0 HOBBIX apXHUB-
HBIX ToKyMeHTOB (Popma Ne 3 k mpukazy ot 10.09.2007 roga Ne 1273) — cocras-
JSI€TCA PYKOBOJIUTEIIEM apXMBA, MOJMKUCHIBAETCS UM, YTBEPKIAETCS, BKIIFOUAETCS B
neno poHa TOIBKO ¢ OTMETKON O BHECEHUH U3MEHEHUHN B YUETHBIE TOKYMEHTHI;

- aKT OINKCAaHUS apXUBHBIX JOKYMEHTOB, iepepabotku onuceit (Gopma Ne 7
k npukaszy oT 10.09.2007 roma Ne 1273) — cocTaBiiseTcsi pyKOBOAMTEIEM HJIH CIIC-
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UAIMCTOM apXuBa, MOJIUCHIBAETCSA COCTAaBUTENEM. B ciydae, Korja cocTaBUTe-
JeM aKTa SIBJSeTCsl CIEUUAINCT apXuBa B akTe odopmisterca 3amuch «Paborty
OPUHSUD) C MOJANUCHIO PYKOBOJIUTENS apXHBa; €CIU aKT COCTABIISIETCS PYKOBOJIH-
TEJIEM apXWBa, JJaHHAs 3alliCh HE OPOpMIISIETCS, YTBEp)KIaeTcs, Mepeaaercs Ha
paccmotpenue JIIK T'ocynapcTBeHHO# apxuBHOM cnyx00ii Pecnyonuku Kpeim
JUIS COTJIACOBaHUs, BKIIOYAETCS B N0 (OHJA TOJIBKO C OTMETKOW O BHECEHUHU
U3MEHEHMI B YUETHBIE JOKYMEHTHI.

3.4. Bce ykazaHHBIC B pasjiene 3 aKThl YTBEPIKIAIOTCS MEPBBIM 3aMECTHTE-
JIEM TJaBbl aIMMHHCTpAaUuU Pa3n0iapHEHCKOro pailoHa WM 3aBEIYIOIIMM apXuBa
(B cyyae BO3JIOKEHHBIX Ha HEro MOJHOMOYMN M COCTABJIEHHS aKTOB CIIELUAJIU-
CTaMU apXuBa).

3.5. AKTBI HyMepyroTcs B Jieiie (PoH/1a [0 BUJIaM aKTOB B BAJIOBOM IOPSIJIKE.

4, Cxema yyeTa JJOKYMEHTOB

CxeMa umMeeT rpauueckyro GopMmy, OTpakaeT MOCIe10BaTeIbHOCTh BHECE-
HUSI U3MEHEHUH B y4ETHbIE JOKYMEHTbI, (UKCUPYET MOPSIOK yyeTa JIOKYMEHTOB,
HE NOJJISKAIUX 0COOOMY Y4YeTy, €€ MO3UIMU MOryT ObITh M3MEHEHBI. Bce n3zme-
HEHUS B CXEMY y4€Ta BHOCATCS B JIOKYMEHT Ha OCHOBAaHUM PACIIOPSLKEHUS AJIMH-
Huctpauuu PaznonbHeHckoro paiiona PecryOnuku KpbiM.
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4.1. Cxema y4eTa JOKYMEHTOB IPU NIpHeMe I0KYMEHTOB
HA XpaHeHHe BIiepPBble

Crmcoxk Kuwura ygera Jlucr Kaprouka Heno BJ1 «Ap-
¢donIOB MOCTYIUIEHUH donma ¢donma ¢donma XUBHBIH
JIOKYyMEHTOB dboHI»
Omnwces 1- 1,
_ L2 e Peectp onu-
AxT npuema 2-1, 3-1 9K ceif JIOKyMEHTBI
nepenayn ap- 3eMITISPHL,
N — BCITIOMOTa-
XHUBHBIX JIOKY- HUTOTOBAast ACIL, TOKY
MCHTOB TEJNBHOTO
MEHTOB 3aIuCh K yuera apXu-
OTIMCH Ba
[Tnan (cxe-
Tomorpa- Ma) pa3Me- MMacmopt
uyeckue LIEHUS ap- apXHBOXpa-
yKaszaTejm XMBHBIX HUJIMIIA
toumOB

Caenenus
00 u3Me-
HEHUAX B
COCTaBE U
obbeme
11102291 (0):!

~_~

[Tacnopt
apxuBa




4.2. Cxema y4eTa JOKYMEHTOB IIPH IOBTOPHOM IpHeMe JOKYMEHTOB HAa XpaHeHHe

18

o~

Kuura ygyera Jluct Kaprouka Heno BJI «Ap-
MOCTYIUICHUN ¢donnma donma J\ donma XUBHBIHN
JIOKYMEHTOB _l/ boum»
Omucs 1- i, 2-#,
Axt nprea- | smorosensanmes, | )| Zokerm
Hepelladn ap- K OIIMCH, CBOIHAS periomora-
XHMBHBIX JIOKY~ —‘/ WUTOTOBAs 3aITUCh —‘/ TEIBHOTO
MCHTOB K OTIMCH yHeta apxi-
Ba
- ITnan (cxema)

Tonorpa- pazmenieHus acmopt

uaeckue N apxuBHBIX dbon- apXHBOXpa-

yKasarejin 0B (B ciy4dae HUIAIIA

HE0OX0IMMOCTH)

CaeneHus
00 usMme-
HCHHUAX B
COCTaBe U
oObemMe
¢dhonm0B

J\
‘/

IMacnopt
apxuBa
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4.3. Cxema y4eTa IOKYMEHTOB IPH BbIOBITUM (DOHIA U3 apXHBa

Ceenenust
Cnucok Peectp onu- 00 m3Me-
oroB ::> ceit BJ1 «Ap- HEHUSAX B \ | Hacnopt
A€, NOKY- XUBHBIN COCTABE U apxuBa
MCHTOB dorm j[> o0beme /
]/ \[ tdonmoB

AKT nipuema-

Tepenadn apXu- N | HoxymenTbl
BHBIX JOKYMCH- BCIioMora-
TOB, OIIKCH, _‘/ TENLHOTO
neno GoHaa ydeTa apXuBa
Tomnorpa-
(uueckue ITman (cxema)
yKa3aTeIu pa3MeneHus [Tacnopr

APXHUBHBIX apxXuBOXpa-
$oHI0B HUJIMIIA




4.4. Cxema y4eTa JOKYMEHTOB IIPH ONIUCAHMHU JOKYMEHTOB, NepepadoTKe onucei

20

J\
‘/

ITacnopr
apxuBa

Ceenenus
00 u3Me-
JTuer Kaprouxka Jemno BJI «Ap- HCHUAX B
o borma boma XHBHBIH cocTaBe u
_‘/ Do o0beme
¢doHI0B
Omnucse 1- i, 2-1, P
- eecTp omnu-
AKT omucaHusI 3- SK3EMILTAPHI, °cTp
ceit
ApXMBHBIX 10~ 4\ UTOTOBAas 3aMKCh 4\ -
e ° e, JIOKY- JIOKyMEHTBI BCIIO
KyMEHTOB, IIe- K OIIMCH, CBO/JI- MOTaTEIbHOTO yueTa
6 MEHTOB
pepaboTku Has UTOroBas apXxuBa
OIHCH 3aIIMCh K OIHCH
Tomnorpa-
(uueckue Iacnopr
yKazaresm apXnuBoXpa-
HITALIA
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4.5. Cxema y4eTa JOKYMEHTOB IIPH NPOBEpPKe HAJTHYHUSA U COCTOSTHHSA eI

Omuce 1- i, 2-i, CaeneHus

3-1 K3EMILIAPEL, 00 m3me-

UTOrOBas 3aIHCh K B HEHMIX B IMacmopt
apTouKa -
K OIIHCH, CBOJI- J\ Juct J\ P Heno «ApxuB jl> cocTase H apxuBa

J L

oHJIa -
Hasi UTOTOBas | dourma bonz bonna HBIA o0beMe
3aluCh K OMUCH poum» ¢dhonmoB

AKT ¥ JUCT IIpo-
BEPKU HATUYHA U

AKTBI 00 OOHapYKEeHUH

COCTOSIHUS apXUB-
HBIX ApPXUBHBIX JOKYMEHTOB, JloKyMeHTBI
0 TEXHUYECKUX OIIHNO- BCIIOMOTaTEb-
JIOKYMEHTOB
KaxX B YUCTHBIX JIOKY- HOTO y4JeTa
MEHTax apxuBa

Kaprouxu ygera He0O-

HapyXEHHBIX apXUBHBIX Hacnopt
JOKYMEHTOB, (prznde- apXuBoxpa-
CKOT'0 U TEXHUYECKOI'O HUJIAIIA
COCTOSAHHA apXHUBHBIX

AOKYMEHTOB




IHACIIOPT: apxuBoxpanumie Ne , 3AaHHeNe
Ha 01.01.20
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IIpunoxenue

K [lopsinky u cxeme ydeTra apXUBHBIX JOKYMEHTOB

B APXMBHOM CEKTOpE (MYHHULIMIIAJIbHBIA apXuB) Anl-
MUHHMCTpauuu PasnonbsHeHckoro paiiona Pecriy6inu-
k1 Kpbim

dopma nacnopra apxXuBOXpPaHUIHINA

A. XapaKkTepHuCTHKA NMOMeIleHUs

IInomane,
KB.M.

[ToroHHBIX METPOB BCero, | 3aHATO MOJA JOKYMEHTHI, M. % 3arpy>KeHHOCTHU [TpoTuBomnoxkapHoe

M. obopynoBaHue

b. CocraB M coaep:kaHue J0KYMEHTOB

KonudecTBo GoHI0B (BCero) KonndecTBo omnuceit (Bcero) KonnyecTBo enuamI] XpaHeHUs (BCEro)
Bty (BT u. B Br.u | Bty |BT u. B B B B BTy BrT. 4. B BT u. BrT. 4. BT 4.
yopaB- | Iu4- | T.d4. [I0 JIMY- | ypaB- | JW4- |T.9. | T. 9. T. 4. T. 4. yOopaB-  [IMYHOTO | T.d4. |10 Ju4- | (oTo- MY/l

neny. | Horo |(HTJ[ | HOMy | seHu. woro |HTJ | mo |doro- | MUJ] |nmenu. mo- |mpoumc- | HTJI HOMY JIOKY- (em.xp./
JIOKY- [TpOHUC- coc- JIOKY- po- IU9- | JOKY- Ky- XOXKII. COCTa-BY | MEHTBI e.y4.)
MEH- | XOXKI. TaBy |MEHTa- | UCX- HOMY MCH-TBI MEHTAlUU
Talunu 105054 oXxne- cocTa-

HUSI BY
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
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IIpunoxenue

K [lopsinky u cxeme ydeTra apXUBHBIX JOKYMEHTOB

B APXMBHOM CEKTOpE (MYHHULIMIIAJIbHBIA apXuB) Anl-
MUHHMCTpauuu PasnonbsHeHckoro paiiona Pecriy6inu-
k1 Kpbim

@dopma :)KypHaJa yyeTa BHIX0/I0B B OPraHU3AIMHU - HCTOYHMKH KOMILJIEKTOBAHMS,
NMPOBeICHHBIX CEMUHAPOB, HHANBHUAY AJIbHBIX KOHCYJIbTALMI 10 BONIPOCAM Be/leHHs 1eJI0NMPOU3BOICTBA
U apXUBa OPraHU3aluu

Yd4er BBIX00B B opraHmsalvm - ICTOYHUKH KOMILJIEKTOBaAHUSA

Ne JlaTa BbIXOJa B OPTaHU3ALUIO HaunmeHnoBanue opranuzanuu [enp BrIXOOA Pexomennaruu
n/m.
1 2 3 4 5
1.
Hroro 3a 20 roj OCylieCTBJICHO BbIX0/JI0B B OPraHU3aluM.

(TrdpaMu 1 TPOIHUCHIO)

JL0JIKHOCTH PYKOBOAMTEJISI APXUBA N.0. ®amunus
Jara
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Yuer MPOBECACHHbLIX CEMUHAPOB, HHIAUBU/AYAJbHbIX KOHchILTaHI/Iﬁ IO BOIIPpOCaM BE€ACHHUA
ACJTOIIPOMU3BOJACTBA U APpXHBA OPpraHmM3aluvuun

Ne [[aTa IMIPOBCACHUA HaummMeHnoBaHue opra- Tema CCMHHAapa, UHAUBH- KomnyecTBo 1 cocTaB damunus JICKTOpA, HpI/IMe‘IaHI/IH
/m | ceMuHapa, KOHCYJIb- HHU3AA JlyaJlbHOM KOHCYJIbTall1 CIyILIATeJIe ceMHUHAapa, KOHCYJIbTaHTa
Taluu HOJKHOCTb KOHCYJIbTHUPY-
€MOTI'0
1 2 3 4 ) 6 7
1.
Hroro 3a 20 roji MPOBeACHO CeMHHAPOB U KOHCYJIbTAIUM.

(1rdpamu 1 IPOTTUCHIO)

J0JIKHOCTH PYKOBOAMTEJIS ApXUBa

AaTra

(1rdppamMut U IPOITUCHIO)

N.0. amuiina
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IIpunoxenue

K [lopsinky u cxeme ydeTra apXUBHBIX JOKYMEHTOB

B APXMBHOM CEKTOpE (MYHHULIMIIAJIbHBIA apXuB) Anl-
MUHHMCTpauuu PasnonbsHeHckoro paiiona Pecriy6inu-
k1 Kpbim

dopMa KYpPHAJIA YYeTa CKAHUPOBAHMS OMMCEN aeJl

Ne Howmep donna Homep onucu KonnuecTBo oTckanu- [Jara nauana JlaTta okoH4UaHUsA Hcnonuurens
n/m POBAHHBIX JIHCTOB paboThI paboThI
1 2 3 4 5 6 7
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IIpunoxenue

K [lopsinky u cxeme ydeTra apXUBHBIX JOKYMEHTOB

B APXMBHOM CEKTOpE (MYHHULIMIIAJIbHBIA apXuB) Anl-
MUHHMCTpauuu PasnonbsHeHckoro paiiona Pecriy6inu-
k1 Kpbim

dopMa )KypHaJIa yuyeTa BHeCeHUsI MH(OPMALMU HA YPOBHE eIUHULIbI XpaHeHus B b/{
PaznoabHenckoro paiiona Pecnyoimkn Kpbim

Ne Howmep ponna Homep onucu KomnuecTBo en.xp., [Hara Hauamna Jata okoHUaHUs Ucnonuurens
/i BHECEHHBIX B b/[ paboTbI paboTbI
1 2 3 4 5 6 7
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IIpunoxenue
K [lopsinky u cxeme ydeTra apXUBHBIX JOKYMEHTOB

B APXMBHOM CEKTOpE (MYHHULMIIAJIbHBIA apXuB) Anl-
MUHHMCTpauuu PasnonbsHeHckoro paiiona Pecriy6inu-
k1 Kpbim

(IlopMa JKYpHaJ/Ia yu€Ta 3aKa30B HA KCCPOKONMUPOBAHUEC JOKYMCHTOB U BbIJIa1H KcepOKOHl’Iﬁ MMoJb30BaTe/J 1AM

No JlaTa ®.1.0. 3aka3unka Hassanue noxymenra, ITouckoBrle | KommuecTBo Iloanucs JlaTa uc- Iloanwnce 3aka3un-
/T | TIOCTYIIICHUS BHUJIOB JIOKYMEHTA JTaHHBIE JINCTOB 3aKa3unKka | TOJHESHUS Ka B MTOJTy4YECHUU
3aKas3a 3aKas3a KCEPOKOIUHU
1 2 3 4 5 6 7 8 9




