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OO01Me moJIoKeHus

Meroguyeckue pEeKOMEHJAlUWW TOJArOTOBJIEHBI C LEJIbI0  CO3JaHHUS
METOJMYECKOW OCHOBBI I MPOBEACHHUs pabOT MO MOATOTOBKE K Iepenaye
B TOCYAapCTBEHHBIC ApPXUBBI YIIPABICHUECKUX JOKYMEHTOB IOCTOSIHHOTO
XpaHEHMs, a TakkKe JOKYMEHTOB II0 JIMYHOMY COCTaBy, B TOM YHCIIE
JMKBUIMPOBAHHBIX OpraHU3aIHii.

PekoMeHmanuu NOArOTOBIEHBI HA OCHOBE METOJWYECKOro MOCOOMs
['maBapxuBa MOCKBBI « Y IOPSJOYECHHUE YIIPABICHUYECKUX JOKYMEHTOB ITOCTOSTHHOTO
XpaHeHHsT M TI0 JIMYHOMY COCTaBYy», OJI0OpeHHOro pemieHueM Hayuno-
metoauueckoro Coseta ['maBapxuBa MockBsI (TipoTokost ot 13 ampens 2006 Ne 2).

PexoMenpanuu pazpadaTeIBaIUCh B COOTBETCTBUH ¢ DeiepanbHbIM 3aKOHOM
Poccuiickoit @enepanuu ot 23 okTsi0ps 2004 roga Ne 125-03 «O6 apxuBHOM jerne
B Poccuiickoit ®@enepanun» (nanee — OeaepanbHbil 3aKk0H « OO0 apXUBHOM Jielie
B Poccuiickoii denepannny»), 3akonoMm ropojga Mocksbl oT 28 HOs0ps 2001 rona
Ne 67 «O06 apxuBHOM ¢onne MockBel U apxuBax», IIpaBunamu opraHuzanuu
XPaHEHHUsI, KOMIUIEKTOBAHMS, Y4€Ta M MCIOJb30BAHMS JTOKYMEHTOB APXHBHOIO
donma  Poccuiickoit ~ ®enepani U IPYTUX ~ APXUBHBIX  JIOKYMEHTOB
B FOCYJJapCTBEHHBIX 1 MyHUIIUIIATIBHBIX apXUBaX, My3€sX U OMOIMOTEKaX, HAyUYHbIX
OpraHu3alusiX, YTBEPKICHHbIMU NpukazoM Pocapxua oT 2 mapta 2020 No 24,
[IpaBunamMu opraHu3alMi XpaHEHUs, KOMIUJIEKTOBAHUS, YYeTa M HMCIOJIb30BaHUS
nokymeHToB ApxuBHoro ¢onpa Poccuiickoit denepanuu u Apyrux apXUBHBIX
JIOKYMEHTOB B FOCYJJaPCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYINpAaBIICHUS U
OpraHu3alusaX, YTBEpKICHHbIMH mpukazom PocapxuBa ot 31.07.2023 Ne 77,
[lepeuyHeM TUIOBBIX YIPABICHYECKUX APXMBHBIX JOKYMEHTOB, OOpa3yrOIIUXCs
B IIpoliecC€ MIEATEIbHOCTH TOCYJApPCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO
CaMOYIIPaBJI€HUS W OpraHu3alMid, C YKa3aHHEM CpPOKOB UX XpaHEHHUS,
yTBEpXKACHHBIM TpuKa3oM PocapxuBa ot 20.12.2019 Ne 236 (manee — Ilepedens
TUIIOBBIX ApPXUBHBIX JTOKYMEHTOB), MHCTpykumeil mno mnpumeHenuto Ilepeuns
TUIIOBBIX YTNPABJIEHYECKUX APXUBHBIX JOKYMEHTOB, O0O0pa3yrouuxcs B Ipolecce
JEATEIbHOCTH FOCYJAPCTBEHHBIX OPraHOB, OPIrAHOB MECTHOI'O CaMOYIIPABIICHUS U
OpraHu3aldid, C YKa3aHUEM CpPOKOB HUX XPAaHEHHMs, YTBEPKIECHHON IPUKA30M
Pocapxusa ot 20.12.2019 Ne 237.

[Ipy mOArOTOBKE pPEKOMEHJAIMI ObUIM HCIOJIB30BAHBI METOJUYECKHE
MaTepuanbl,  MOArOTOBJICHHble  DenepaldbHbBIM  APXUBHBIM  areéHTCTBOM
(Pocapxusom), BHUNJIA/I, apxuBHbiMH yupexaeHusiMu Poccuiickoit deneparyu.

[TonoxeHuss METOAMYECKUMX  PEKOMEHAAIMi HE  paclpoCTPaHSAIOTCS
Ha  DJJIEKTPOHHBIE  JOKYMEHTBI, JOKYMEHTbl  JIUYHOIO  MPOUCXOXKIECHHUS,
ayJIMOBU3YaJIbHbIE JOKYMEHTBHI, HAy4YHO-TEXHUYECKYIO JOKYMEHTALHIO,
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JOKYMEHTBI, COAEp KallUue CBEACHUS, OTHOCAIIMECS K TOCYyAapCTBEHHOW TalHE,
a TaKke Ha CIEHUAIbHYI) OTpPACIEBYI0 JTOKYMEHTALMIO BPEMEHHOI'O CpPOKa
XpaHEHHUsI, 00pa3yIONIyIOCs B ICSITEIIbHOCTHA OpTraHU3aIlHii.

MeTonnueckre peKkoOMeHAAINK IpeIHa3HAYCeHbI JIJIs1 paOOTHUKOB apXUBOB U
JIEIOMPOU3BOICTBEHHBIX CIY>KO OpraHu3aluii, NepeIaouX JOKYMEHTbI B apXUBbI
ropoaa MOCKBBI (B TOM YHCJIE€ TIPH JTUKBUAAIMN OpTaHu3aIum), paboTHukoB I'BY
«II'A  Mockse», I'BY «MocapxuB», 3aHUMAIOUIUXCS  YHOPSIOYCHUEM
JIOKYMEHTOB, KOMILUICKTOBAHUEM TOCYJapCTBEHHBIX AapXHWBOB ropoaa MOCKBHI,
yeHOB L{eHTpanbHOM 3KCEPTHO-TTPOBEPOUHOM KoMK ccuH | maBapxuBa MOCKBBI U
otopo lleHTpanbHOM SKCIEPTHO-TIPOBEPOUHON KoMHccHU [naBapxuBa MOCKBBI
(manee - LIDIIK I'naBapxuBa MOCKBBI).

B MeToau4eckux pPEeKOMEHIAMAX MCIIOIB3YKOTCS CIEAYIOIIME OCHOBHBIC
ITOHSTHS:

- ApxuBHblil pona Poccuiickoit denepannul - MICTOPUYECKU CIOKHUBIIASICS U
MOCTOSIHHO TIOMOJIHAEMAass COBOKYIHOCTh APXMBHBIX JTOKYMEHTOB, OTPAKAIOIIMX
MaTepUaANbHYIO U JYXOBHYIO )KH3Hb 00IIECTBA, UMEIOIINX UCTOPUUYECKOE, HAYUHOE,
COLMAIBHOE, JKOHOMHMYECKOE, IIOJUTUYECKOE U  KYJIbTYpHOE 3HAYECHHUE,
MOJIEKAIIUX IIOCTOSIHHOMY XPaHECHUIO.

- apXUBHBIA (POH]I OpPTaHMU3AIUU — COBOKYITHOCTH APXHMBHBIX JIOKYMEHTOB
OpraHu3aluy, UCTOPUUYECKH WIIN JJOTUYECKU CBA3AHHBIX MEXKIY COOOM;

- nokymeHT ApxuBHoro ¢ounga Poccuiickoit ®enepanun - apXUBHBIN
JOKYMEHT, MPOIICAIINNA 3KCIEPTU3Y LEHHOCTH JTOKYMEHTOB, ITOCTABJICHHBIN
Ha TOCYAApCTBEHHBINA YUYET U MOJICKAIINN TOCTOSHHOMY XPaHEHHIO

- QpPXUBHBIA JOKYMEHT — MaTepHaIbHBIA HOCUTENHh C 3a(QUKCUPOBAHHOM
Ha HeM wuHPOpMaIMer, KOTOPBHIA HUMEET PEKBU3UTHI, TO3BOJISIONIUE €T0
UJACHTUDUIIUPOBATh, W TOJUICKUT XPAHCHUIO B CHJIY 3HAUYUMOCTH YKa3aHHBIX
HOCHUTEJIS U MH(OpMAIuu I TpakiaH, OOIIeCTBA U TOCY1apCTBa;

- YHOOpSA0YEHUE JOKYMEHTOB — KOMIUIEKC padoT mo (HOpMUPOBAHMIO
apXMUBHBIX JTOKYMEHTOB B €IUHUIIBI XpaHEHHUs (Jies1a), ONMUCAHUI0 U OPOPMIICHUIO
TaKuX €IUHUI] XpaHEHHs (JIeJ1) B COOTBETCTBUM C IPaBUJIAMH, YCTAHOBJICHHBIMU
YIOJHOMOYCHHBIM (peiepaibHbIM OPraHOM HCIIOJHUTENBHONW BiacTH B cdepe
apXUBHOIO J€J1a U JEJIOIPOU3BOICTBA;

- SKCNEPTU3a HEHHOCTH JOKYMEHTOB — U3YUYE€HHUE IOKYMEHTOB Ha OCHOBAaHUHU
KPUTEPUEB UX LIEHHOCTHU B LEIAX ONPEAEIEHUS] CPOKOB XPAHEHUS JTOKYMEHTOB U
otOopa ux i BKIOUEeHHS B cocTaB ApxuBHoro (oHaa Poccuiickoit denepanuu.

- OIIUCB €N, JOKYMEHTOB - CIIPAaBOYHbBIN U YYETHBIA JOKYMEHT, COACPKALLUN
CHUCTEMATU3UPOBAHHBIM TMEpPEUEHb €IUHMI] XPAHCHMS/CIUHUIl ydeTa apXHUBHOTO
dboHa, TpeAHa3HAYCHHBIN JIJIs1 PACKPBITUS UX COACPKAHUS U yUueTa.
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- OINKCaHWE AapXUBHBIX JAOKYMEHTOB - CTPYKTYPHPOBAHHOE W3JI0KCHUE
CBEJICHUI O COCTAaBE U COACPKAHNU IOKYMEHTOB B apXUBHBIX CITPABOYHUKAX;

- (onmooOpazoBaTenh - IPUANICCKOE WM (PU3MUESCKOE JIUIO, B MPOIEcCce
JESTEIbHOCTH KOTOPOTo 00pa3yeTcst JOKYMEHTaIbHbINA (DOHT;

- JIeTI0 - JOKYMEHT MJIM COBOKYITHOCTh TOKYMEHTOB, OTHOCSIIIUXCS K OJTHOMY
BOIIPOCY WJIM YYACTKY JESATEILHOCTH, TOMEIICHHBIX B OTACIBHYIO O0JI0XKKY

- CPOK XpaHEHHs JOKYMEHTOB - IEPHOJ BPEMCHH, B TEUCHHE KOTOPOTO
JIOJDKHO 00€CIIeunBaThCSl XPAHEHUE JIOKYMEHTa B COCTaBE JIOKYMEHTAIBHOTO WIIH
apxuBHOTO (POHA;

-IIOCTOSIHHOS ~ XpaHCHHE  JOKYMEHTOB —  XpaHEHHEC  JIOKYMCHTOB
0e3 onpezeeHus cpoka (beccpouHoe);
-BPEMCHHOE XpaHCHUEC AapXHMBHBIX JOKYMEHTOB — XPaHCHUC apXHUBHBIX

JOKYMEHTOB [0 HX YHMUYTOXKEHHMS B TEUYEHHM CpPOKA YCTAHOBJIECHHOIO
HOPMAaTUBHBIMH MPABOBBIMU aKTaMU;

- TOKYMEHT BPEMEHHOT'O CPOKA XPAHEHUS - TOKYMEHT OTPAaHUYEHHOIO CPOKA
XpaHEHUs, 110 UCTEYEHUH KOTOPOTO OH MOMJICKUT YHUUTOKEHUIO.

- JIOKYMEHT TIIOCTOSIHHOTO CpOKa XpaHEHUs - JOKYMEHT, KOTOpOMY
B COOTBETCTBHM C HOPMATHBHBIMU IIPABOBBIMU AaKTaMH YCTAHOBJIEHO BEYHOE
XpaHEHUE.

- TOKYMEHTHI 110 JINYHOMY COCTaBy — apXUBHBIE JJOKYMEHTBI, OTpaXkaroliue
TPYIOBBIE OTHOIIEHHUS pa0OTHUKA C pabOTOAATENIEM;

- (hopmupoBaHme e — rPYNIUPOBKA TOKYMEHTOB B JIeJia U CHCTEMAaTH3alNs
JIOKYMEHTOB BHYTPH JI€71a;

- odpopMmieHHE JeNl — MOArOTOBKAa JeNl K XPaHeHHI0 B COOTBETCTBUU
C YCTaHOBJICHHBIMH MPABHUIIAMU;

- TOJ/UIMHHUK JOKyMEHTa - TEpBbIH WM €IMHCTBEHHBIM HSK3EeMILISp
JIOKYMEHTA.

- TyOnMKaT TOKyMEHTA - TIOBTOPHBIHN SK3EMIUISP MOATMHHUKA JOKYMEHTA.

- KOIUS JOKYMEHTA - SK3eMILUTSP TIOKYMEHTa, TTOTHOCTHI0 BOCITPOM3BO SN
uHGOPMAITHIO TTOITTMHHUKA TOKYMEHTA.

- 3aBepeHHas KOIHWs JOKyMEHTa - KOIHUs JOKyMEHTa, Ha KOTOpOWH
B COOTBETCTBHHM' C YCTAaHOBJIEHHBIM TIOPSAKOM MPOCTaBICHBI PEKBU3UTHI,
o0ecreunBaroIIre e IOPUINIECKYI0 3HAUUMOCTb.

- 00beIMHEHHbIN apXWBHBIN (oHI - apXxuBHBIA (OHA, CHOPMHUPOBAHHBIN
U3 JIOKYMEHTOB JIBYX (hoHI000pazoBaTeneil win 0ojee, UMEIOIUX MEXIy cOo00i
UCTOPUYECKHE W/UITH JTIOTUYECKUE 00YCIOBICHHBIC CBS3H.

- apXWBHAas KOJUIEKIHUS - COBOKYIHOCTH JOKYMEHTOB, OOBEIMHEHHBIX IO
OJTHOMY WJIA HECKOJIBKUM OOIIMM JUISI HUX CYIITHOCTHBIM MPH3HAKaM.
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- MCTOpUYECKasl CIIpaBKa K apXUBHOMY (OHAY - AOKYMEHT, COJECp KaIlHii
CBeleHHd 10 HcTopuu (oHmooOpa3oBaTenss M apXUBHOTO (OHAA, KPaTKyro
XapaKTEPUCTUKY COCTaBa U COJIEPKaHUs JOKYMEHTOB apXUBHOTO (DOHIA U HAyYHO-
CIPaBOYHOI'O anmapara K HeMy.
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1. OPTAHU3AIIUA PABOTHI 110 YHHOPAJOYEHHUIO TOKYMEHTOB

1.1. B coorBerctBuu ¢ ®DenepanbHbiM 3aKOHOM «(O0 apXUBHOM Jielie
B Poccuiickoii ®enepaunun» TroCyJlapCTBEHHBIE OpraHbl, OpraHbl MECTHOTO
caMOYIIpaBJICHUs, OpraHU3alllM, B MPOIIECCE EATEIbHOCTH KOTOPBIX 00pa3zyroTcs
JIOKYMEHTHI (B TOM YHCJIE 10 JMYHOMY COCTABY ), OAJIEKALUE TPUEMY HA XPAaHEHHE
B TOCYJAapCTBEHHBIE apXHBBI OOECIEUMBAIOT OTOOp, MOJATOTOBKY M TEpeaady
B YIIOPSIAOYEHHOM COCTOSIHUM JOKYMEHTOB Ha ITOCTOSIHHOE XpPaHEHUE.

[logroroBka K mepenade JOKYMEHTOB Ha XPAaHEHUE B T'OCYJIApPCTBEHHBIN
apXuB, HX YIOPSAJOYEHHE BKIIOYAaET B ce0s CIEAYIOMUA KOMIUIEKC pPaboT:
HKCIEPTU3Y LIEHHOCTH JOKYMEHTOB, YTOUHEHHE MX (POHIOBOM IPUHAJJIEKHOCTH,
dbopMupOBaHUE J1€], MX OIHUCAaHUE C LEIbI0 COCTABJICHUS ApPXUBHOW OIHCH,
COCTAaBJICHHE OIIMCH U CO3JaHME CIPABOYHOIO ammapara K HEW, COCTaBJIICHUE
VCTOPUYECKON CIPaBKHU K (POHIY OpraHHM3aluu, TEXHHYECKOE O0(OpMIICHHE NIeT U
JIpyrue BUIbI padoT.

1.2. Pabota mo moAroToBKE JOKYMEHTOB K Tepefade B TOCYIapCTBEHHBIN
apxuB, HMX YINOpsJOYEHUE (nanee - YMNOpsSA0YEHHE) MOXKET OCYILECTBIATHCS
OpraHu3alMell caMOCTOSITENIbHO, JM00 Ha JOTOBOPHOM IJIATHOW OCHOBE MOXKET
BBIMOJHATHCSI paOOTHUKAMU CHEIMATIM3UPOBAHHBIX OpraHu3anuil mo oopaboTke
JOKYMEHTOB. Takke IIpyu HAIMYUKA BO3MOKHOCTH Ha JIOTOBOPHOM IUIATHOW OCHOBE
JAHHYIO0 pa0OTy MOTYT BBINOJHATH PA0OTHUKU CTPYKTYPHBIX MOJApAa3JEICHUN U
pabounx rpymnn I'BY «II'A Mocks» u I'BY «Mocapxusy.

1.3. IlpenBaputenbHO TMepel HadajloM padOThl HEOOXOAUMO YTOUYHUTH
IIPOU3BOIMIIOCH JIK PaHee YIIOPSAI0YEHUE JOKYMEHTOB, IPOBEPUTH HATUUNE OITUCEN
JIeJ1 IPEABIAYIIETO ONMCAaHNs JOKYMEHTOB, HAJTUYUE CAMUX ONMCAHHBIX JEIl.

Taxoke Heobxoarmo o3HakoMHUThCS ¢ [lonoxenuem (YcTaBom) opranuzanuu
U TIOJIOKEHUSIMU O €€ CTPYKTYPHBIX MOAPA3ACIICHUAX, CTPYKTYpPOU OpraHU3aluH,
UCTOPUYECKOM crhpaBko K GOHAY opraHuzanuu (Opu €€  HAIUYUH),
pacIoOpsSAUTENbHBIMUA JOKYMEHTAMH O CO3JaHUM, PEOPTraHM3alNM, JUKBUIAALUN
OpraHW3alli{, YTOYHWUTH CBEICHHS O MPEAUIECTBEHHUKAX M IPEEMHHUKAX
OpraHU3alH.

YhnopsgoueHue  TOKYMEHTOB — OPTaHM3allMM  JOJDKHO — IPOBOJAUTHCS
B COOTBETCTBUHM C HOMEHKJIATYpPOM JEl OpraHu3aluy 3a COOTBETCTBYIOLINN
XpoHOJIOTHYEeCKuW  mepuoa. Ilpm ee  OTCyTCTBMM  pPabOTHHK  JIOJDKEH
PYKOBOACTBOBATHCS IPUMEPHON HOMEHKIJIATYpOU JeJI JJIsi OpraHu3aluid JaHHOIO
tuna (eciu oHa wumeercs), [lepedyHeM THUIMOBBIX AapXUBHBIX JAOKYMEHTOB U
OTpacJEeBbIMHU MEPEUYHSIMU JOKYMEHTOB CO CPOKaMU XpPaHEHHUs, pa3padOTaHHBIMU
IUI OpraHM3alMil OTACIBHBIX OTpacied. YKa3aHHbIE MEPEYHU Pa3MEIArTCs
Ha caiite OenepabHOTO APXUBHOTO areHTCTBA.
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Ecnu B opraHuzauuy paHee NpOXOJWIO YHOPAJOYEHHE JTOKYMEHTOB,
HEOOXOJMMO HW3YYHUTh TMPEABIAYIINE OMUCH Jel TOCTOSHHOTO XpaHEHUs u
M0 JIMYHOMY COCTaBY, aKThl O BBIJCJICHHUM K YHUYTOXKEHHUIO JTOKYMEHTOB M €]
C UCTEKIIMMU CpPOKaMU XpaHEHWs IS COXPAaHEHHs IPEEeMCTBEHHOCTH
IPU YIOPSIIOYEHUH TOKYMEHTOB.

1.4. PaGoty mo ymopsaodeHWI0 JOKYMEHTOB IIEIeCO00pa3HO HadvaTh
C NpEeIBapUTEIbHON CUCTEMAaTU3alMK MPEICTABICHHBIX JOKYMEHTOB M el
M0 CTPYKTYPHBIM MOAPA3ICICHUSIM U TOJaM WIH, €CIU JOKYMEHTHI B COCTOSIHUU
pocchllli — IO BHUAAM JOKyMEHTOB. IIpWHaIIeKXHOCTh JOKYMEHTOB W Jel
K CTPYKTYPHOMY TOJPA3/CNICHNUI0 YCTaHABIMBAETCA MO HAa3BAHUIO CTPYKTYPHOIO
nojapasjiefieHusi, 0003HAYEHHOr0 Ha  OO0JOXKe  Jeid, CcPOPMUPOBAHHBIX
B JICJIONIPOU3BOICTBE, MOAIMMUCSIM JOJKHOCTHBIX JIUL], PETUCTPALIMIOHHOMY LITaMILy,
COJICP>KaHUIO JOKYMEHTA.

Ecin B apxuBe opraHuzanuud TpH TPOBEIACHUH TMPEIBAPUTEIHHON
CUCTEMAaTU3allMK OOHApYKEHbl Jefla M JAOKYMEHTBl JPYTrUX OpraHu3auui, TO
HEOO0XO0JMMO OTCUCTEMATU3UPOBATH BBISIBJICHHBIE JOKYMEHTHI U JIeJia 10 Ha3BaHUSAM
OpraHu3alMii, a B JajJbHEHIIEM @pU MPOBEIECHUU OSKCIEPTU3bI IIEHHOCTH
JOKYMEHTOB  YTOYHUTb UX  (OHAOBYIO  NPUHAMJIEKHOCTb, YCTAHOBUTH
(MO  BO3MOXKHOCTH) CBSI3M MEXKIY OpraHuM3allMsIMM W PEHIMTh  BOMPOC
O HeoOXOIMMOCTH (OPMHpPOBAHUS HA OCHOBE BBISABIECHHBIX JOKYMEHTOB
CaMOCTOATENbHBIX (POHIOB, O0BETMHEHHBIX (POH/IOB.

[Ipu cucremaTH3auu JOKYMEHTOB IO TOJaM MOTYT OBITh BBISIBICHBI
JOKYMEHTBl TIOCTOSHHOI'O XpaHEHHS U MO JIMYHOMY COCTaBy 3a IEpHUOI,
IIPEAMIECTBYIOIIUI NEPUOY, 32 KOTOPBINA MPOBOJUTCS YIIOPSIA0OYEHUE TOKYMEHTOB.
B »TOoM ciyyae HEOOXOIUMO MPOBECTH CBEPKY OOHAPYKEHHBIX JTOKYMEHTOB
C JIOKyMEHTaMM, BKJIFOUEHHBIMH B OIUCH J€N 3a Ipenplaymuid nepuoi. Eciu
B OIUCAX TakKWX JOKYMEHTOB HE OOHapy>KE€HO, NPOBOAMUTCA YIOPSI0UYEHHUE
BBISIBJICHHBIX JIOKYMEHTOB M COCTABIISICTCS IOTIOJTHUTEIbHAS OTIHUCH 32 TTPEIbI YA
MIEPHUO/I.

1.5. Tlocne mpeaBapuTENBLHOTO O3HAKOMIICHUSI C COCTOSIHUEM, COCTABOM U
CoJep>)KaHUEM JTIOKyMEHTOB (oHIa, paOOTHUK, 3aHUMAIOLIUIICS YyHOpsAAOYECHUEM
JIOKYMEHTOB COBMECTHO C SKCIIEPTHON KOMHCCHEH OpraHU3allii, OTBETCTBEHHbIMU
3a apXuB JIMLIAMHU TPOBOJUT COOpP HEOOCTAIOIIUX JOKYMEHTOB IOCTOSIHHOTO
XPAaHEHMS U M0 JINYHOMY COCTaBYy, TOKYMEHTOB ¢ OTMeTKOM «IIIK» B cooTBEeTCTBNM
C HOMEHKJIATYpOU AE.

1.6. lna popmMupoBaHusi MOJHOLEHHOTO apXMBHOIO (POHJIA OpraHU3alMKU U
JUIsL  O0JIeTYEHUs] TMOUCKa HENOCTAIoIIUMX JIOKYMEHTOB, TIpU  OTCYTCTBUU
HOMEHKJIATyphl /i€l B OpraHu3alud, padOTHHUK, MPOBOASIIMKI YHOpsAOYEeHUE
JIOKYMEHTOB, MO>KET MOJTOTOBUTH MPUMEPHBIM CIUCOK TOKYMEHTOB MOCTOSIHHOTO



XpaHEHHUs U MO JUYHOMY COCTaBY, MOJJIEKAIINX BKIIOUYEHHUIO B OMUCH MTOCTOSTHHOTO
XpaHEHUs U M0 JIMYHOMY COCTaBY JAaHHOW opraHu3anuu. CIUMCOK MpPeaCTaBIseTCs
PYKOBOJICTBY OpTraHM3alliy WM OTBETCTBEHHBIM 3a apXWB JIMIIAM M TEpeNaeTcs
B CTPYKTYpHBbIE TOJpa3lielieHus njisi cOopa MOISKAUMX YHOPSIOUYECHUIO
JIOKYMEHTOB.

Crucok cocTaBiisieTcs NOCIIe M3y4eHUs MoJI0KeH s (ycTaBa) 00 OpraHu3anuu
U €€ CTPYKTYpPHBIX MOAPA3JEICHUAX, APYTUX HOPMATUBHBIX JIOKYMEHTOB
OpraHu3alliy, MPUMEPHBIX HOMEHKIATYp AN U MEPEedHeil, C yKa3aHUEM CpPOKOB
XpaHEeHUs, KOHCYNbTAIlUi ¢ pabOTHUKAMH OpraHu3anuu. B HeM HOKHBI OBITH
NPEACTAaBICHbBl B TMEPBYIO OYEpellb JTOKYMEHTBI, OTpaXarollue THUIIOBBIC
yOpaBieHUYeCKUEe  (DYHKIMHM, BBIMOJHSAEMbIE OpTraHU3aIUsIMUA, HE3aBUCHUMO
oT (YHKIMOHAJILHO-IIEJIEBOIO HAa3HA4YeHHUs, MacliTada AedaTelbHOCTH, (popm
COOCTBEHHOCTH, a TakKXK€ JOKYMEHTBI, OTpaKalolue crenupuieckue (QyHKIUH
KOHKPETHOM OpraHU3alyu.

1.6.1. B kaxnoi opraHu3anuu oO0pa3yloTcs OAHOTUIIHBIE JAOKYMEHTbI
NOCTOSIHHOTO0 XPAHEHHUsl, OTPAXAIOIIUE €€ OpPraHu3alMOHHBIE OCHOBBI U
NesATeNbHOCTh  (TUIaHUpOBaHME, (UHAHCUPOBAHWE, Y4YE€T H  OTYETHOCTb,
HPKOHOMHUYECKHE, Hay4Hble M KYyJbTYpPHBIE CBS3U, KaJpoBoe oOecreueHue,
MaTepUaIbHO-TEXHUYECKOe 00eCIIeueHHne H JIp.):

- oJjiokeHue (ycraB) 00 opraHu3aluy;

- MIOJIO’KEHUS O CTPYKTYPHBIX MOJAPA3ACICHUSX;

-pacnopsIuTeNbHbIC TOKYMEHTHI (TOCTaHOBJICHUS, TPUKA3bI, PACTIOPSIKCHHUS )

Y TIPWIOKCHUS K HUM;

- )KypHAJIbI, PEECTPHI PETUCTPAIIUHU PACTIOPSAUTEIBHBIX TOKYMEHTOB,;

- TOKYMEHTBI KOJIJIETHAJIbHBIX OPTraHOB (ITPOTOKOJIBI 3aCEIaHU U IOKYMEHTHI
K HUM);

- IPOTOKOJIBI COBEIIaHUN, KOH(PEPEHITNI, KOHTPECCOB, ChE3I0B U JOKYMEHTHI
K HUAM,;

- IEPCTIEKTUBHBIE U TOJIOBBIE TIJIaHBI, POTPAMMEBI;

- TOJIOBBIE OTUYETHI IO OCHOBHOM JI€SITEILHOCTH;

- TOJIOBBIE CTATUCTUYECKUE_OTUETHI;

- CTIPaBKH, AHATUTUYECKHE 0030PHI IO OCHOBHOM 1€ TEIHOCTH;

- IOTOBOPBI, COTJIANIEHUS 00 YKOHOMUYECKUX, HAYUHBIX, KyJTbTYPHBIX CBA3SX;

- IITATHBIE PACTIMCAHUS U U3MEHEHUS K HUM;

- TOJIOBBIE CMETHI PACXOJI0B U JI0XOJIOB;

- Oyxrajntepckue oT4eThl (0aaHChl) U MOSICHUTEIbHBIE 3aMMCKHA K HUM;

- TOJIOBBIE OTUETHI 10 HAJIOTaM, MO0 BBITIATaM B (POHJIbI TOCYIAPCTBEHHOTO U
HEroCyAapCTBEHHOTO CTPAaXOBAHUS;

- KOJUICKTUBHBIN JOTOBOP;
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- TMepenucKa 1O OCHOBHOW [EATENbHOCTH OpraHu3anvuud (BBIOOPOYHO,
0 pe3ysbTaTaM dKCIEPTU3bI IICHHOCTH);

- JIOKyMEHTBhl TOCTOSIHHO JCHCTBYIOINIMX KOMHUCCUM U COBETOB IpHU

OpraHu3allly;

- Ipyrue JOKYMEHTHI.

Jlmst  HETOCYyNapCTBEHHBIX  OpPTaHM3aIlldid  MMOMUMO  BBINICYKa3aHHBIX
JIOKyMEHTOB THIIOBBIMU JTJOKYMEHTAMU SIBIISTFOTCSI:

- YUpEIUTEIbHBIC U PETUCTPAITMOHHBIC TOKYMECHTHI;

- MPOTOKOJIBI OOIIHMX COOpaHUil aKIIMOHEPOB,;

- peecTp akIMOHEPOB, CIUCOK MAWIIMKOB, CIIHUCOK YJIECHOB OOIIECTBEHHOM
OpraHu3allly;

- Ipyrue JOKYMEHTHI.

Ha ocHoBaHMM M3y4eHUs MOJOKEHHS (yCTaBa) OpraHU3aIMU MOXKHO TaKkKe
OTPENCNUTh  PSAA  JOKYMEHTOB  IOCTOSHHOTO  XPAaHECHHS,  OTPaKAFOIINX
cnerupuyeckne  (QYHKIUH  OpPraHW3alMH, KOTOpPHIE  IPETyCMaTPUBAIOTCS
B COOTBETCTBYIOIIMX OTPACIIEBBIX TMepeuyHsx. Hampumep, macmopT coruanbHO-
HPKOHOMHYECKOTO pa3BUTHUsS paiioHa B (OHAAX PAOHHBIX yNpaB, CyAcOHbIE jerna
(BB100pOYHO) B (poHIE MOCKOBCKOTO TOPOJICKOTO CYyJa U JIp.

1.6.2. B xaxmoil opraHuzanud o0pa3yeTcss 00s3aTeIbHBIM KOMIUIEKC
JOKYMEHTOB II0 JJHYHOMY COCTaBY CO CpokoM XpaHenus — 50/75 ner, KkoTopbie
SIBJISFOTCSI OCHOBAHUEM JUTSI BBIIAYN CIPABOK COIMAILHO-TIPABOBOTO XapaKTepa W
KOTOpBIE TOJJISKAT TIepeaade B COOTBETCTBYIONIHME TOCYIApCTBEHHBIC apXUBBI
B CJIydae JTMKBHIAIUHA OPTaHU3aIUH.

- IPUKa3bl (PACIOPSHKEHHUS ) TIO INYHOMY COCTaRBYy;

- )KypHaJIbl, PEECTPhl PETUCTPALMU MPUKA3bl (PACTIOPSKEHUS) TIO JTHIHOMY
COCTaBYy;

- TNYHBIC KAPTOYKU YBOJICHHBIX PAOOTHHUKOB,;

- TUYHBIC JIea YBOJICHHBIX pA0OTHUKOB;

- aKThl TIpUEMa-TIepelaydl JIMYHBIX JCJ TOCYAapCTBEHHBIX TPaXKTAHCKUX
CITyXKaIluX;

- TPYZIOBBIE TOTOBOpa (KOHTPAKTHI) M COTJIAIIEHHUS, HE BOIICIIINE B COCTAB
JUYHBIX JIETT;

- JINTIEBBIE CUETa pAOOTHUKOB WJIM KaPTOUYKU-CIIPABKH 10 3apabOTHOM II1aTe
(MpH UX OTCYTCTBHHU- PACUETHO-TUIATEIKHBIC BEIOMOCTH);

- aKTBI O HECUYACTHBIX CITyYasiX, CBI3aHHBIX C TPOU3BOICTBOM;

- JOKYMEHTBI, TIOJATBEPIKAAIONINE IPAaBO Ha JILIOTHI B OPTaHHU3AIUAX
C BpEIHBIMU YCJIOBUSAMHM TpyJa (Tabeau W Hapsaabl pPabOTHUKOB BPEIHBIX
npodeccuii, CHUCKH pabOTAOIIMX Ha IIPOU3BOJICTBE C BPEIHBIMHU YCIIOBHSIMU TPY/Ia,
TEXHOJIOTHYECKHUE KapThl U JP.);
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- MOJIJTMHHBIE JTUYHBIE IOKYMEHTHI (TPYIOBbIE KHUKKH U JIp.).

B coorBerctBun ¢ @DenepanbHbiM 3aKOHOM «(O0 apXWBHOM Jefie
B Poccuiickoit denepanum» MAOKYMEHTHI IO JIMYHOMY COCTaBY, 3aKOHUCHHBIC
nenonpousBoacTBoM A0 1 auBaps 2003 roma, xpanstca 75 neT. JJOKyMEHTHI MO
JIMYHOMY COCTaBY, 3aKOHUYEHHBIE JAeI0npon3BoacTBoM mocie 1 aaBaps 2003 roxa,
xpansres 50 ner.

[Ipu orcyrcTtBuM (yTpare) JMLEBBIX CUYETOB (KApTOYEK CIPaBOK
110 3apa0OTHOM IJIaTE) U PACUETHO-IIATEXHBIX BEAOMOCTEH, IPUKA30B 10 TUYHOMY
COCTaBy, JUYHBIX KapTOUEK B OpraHU3alMd Ha XPAHCHUE MOXKHO OCTABUTH PAJl
JIOKYMEHTOB C BPEMEHHBIM CPOKOM XPaHEHUS — K MHIUBUIYaJIbHbIC KAPTOUKH yueTa
CyMM HAUMCJICHUS BBIIJIAT M MHBIX BO3HArPaXKJICHUH, CYMM HA4YHUCICHHOIO
COIMAJIBHOTO HAJIOra, a TAaKKE CYMM HaJIOTOBOI'O BBIYETAY, )KYPHAJIbl PETUCTPAIIUN
MIPUKA30B, IBUKEHUS TPYJIOBBIX KHUKEK U JIp.

1.7. Ecnu opraHuzanusi, TOKYMEHTBl KOTOPOM MOIJIEkKAT YIOPAIOYEHUIO,
SBJISIETCS WMCTOYHUKOM KOMIUJIEKTOBaHUSI TOCYJIapCTBEHHBIX apXUBOB OIMCAHUE
JIOKYMEHTOB JIOJDKHO TPOBOJUTHCS TMPU METOAUYECKOW TOMOIIM PaOOTHUKOB
OT/ACJIOB KOMIUICKTOBAHUSI TOCYJApPCTBEHHBIX APXWBOB, KYPUPYIOIIUX JTaHHYIO
OpraHu3aIri (KOHCYJIHTUPOBAHUE IO BOIPOCAM OIHMCAHMS, IIPOBEPKa MPOEKTOB
omucel u ap.).
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2. 3KCHHEPTHU3A HEHHOCTHU JOKYMEHTOB OPI'AHU3ALINN

[Ipu ynopsimoyeHUH JAOKYMEHTOB OpraHu3aluu Haubojee CI0KHBIM
SBJIIETCSI KOMILJIEKC paOOT MO ONpPENENICHUI0 COCTaBa JIOKYMEHTOB, MOJICKAITUX
IpUEMY B apXUB.

CocTtaB JOKyMEHTOB apxXWBHOTO (DOHIAa OpraHU3alud OMPEAeIIIeTCS
B PE3yJITATE IKCIIEPTU3HI UX IICHHOCTH M YTOUHECHHS (POHIOBOM MPUHAIIC)KHOCTH.

3amauaMu SKCIIEPTU3BI IIEHHOCTH IOKYMEHTOB SIBJISTFOTCS:

- ONpEIEJIEHUE CpOKAa XPAHEHHS JIOKYMEHTOB (OCYIIECTBIISIETCS MpHU
pa3paboTKe HOMEHKJIATyp JeJl B OpraHu3alliu, MpU €€ OTCYTCTBUHU- B IMPOIIECCE
YIOPSIOYCHHUS );

- OTOOp JOKYMEHTOB /I BKJIOYEHHUS B coOcTaB ApXUBHOro (QoHja
Poccuiickon ®@enepanuy;

- BBISIBJICHHE JIOKYMEHTOB C UCTEKIIUMH CPOKAMU XPAHCHUS IS BKIFOUCHUS
WX B aKT O BBIJICJICHUHU K YHUUTOKEHUIO TOKYMEHTOB, HE IMOICKAUX XPAaHEHUIO.

2.1. Kputepuu 3xcnepTu3bl HEHHOCTH

OkcnepTh3a  IIEHHOCTM  JIOKYMEHTOB  OpPraHM3alldd  OCHOBBIBAETCS
Ha TPATUIIMOHHBIX KPUTEPUAX (HAyYHO-OOOCHOBAHHBIX MPU3HAKAX, HA OCHOBAHUU
KOTOPBIX OMPENENSETCS CTENeHb IEHHOCTH JOKYMEHTOB), BbIpaOOTaHHBIX
B [IPOLIECCE APXUBHOW MPAKTUKH.

['TaBHBIM TIPUHITUIIOM TIPH OTOOPE TOKYMEHTOB SIBJSIETCS BCECTOPOHHEE W
MOJIHOE  OTpaXXe€HUe  JeaTeNbHOCTH  (oHA00O0pazoBaTessi —  MCTOYHHMKA
KOMITJIEKTOBAHUSI TOCYJaPCTBEHHBIX apXHUBOB

[Ipu mpoBeneHHWU SKCIEPTU3Bl IIEHHOCTH TOKYMEHTOB M OTOOpE WX Ha
MOCTOSSHHOE ~ XPaHEHHE  HEOOXOAMMO  PYKOBOJCTBOBATHCS  KPUTEPHUSIMU
MIPOUCXOXKJICHUS, COICPIKAHUS, BHEITHUX OCOOCHHOCTEN JOKYMEHTA.

2.1.1. Kpurepum npoucxoxiaeHus
QDOYHKIMOHAIBHO-LIEJICBOE  3HAYCHWE  OPraHM3alud, B  PE3yJbTare

JEeATEIbHOCTH KOTOPOI1, CO3/1aHbl JOKYMEHTHI, €€ CTaTyC (OpraHbl 3aKOHOAATEILHON
U WCHOJIHUTEJIBHOW BJACTH, JIPYTHE TOCYJApPCTBEHHBIE M HErOCYIApCTBEHHBIE
OpraHu3aluy, OOIIeCTBEHHble OOBeAMHEHUA M Jp.). LleHHOCTh JOKyMEHTOB
OTIpPENIENSETCS C Y4EeTOM, Kak OCO0OW pOJM OpraHu3aliM, TaKk U €€ THUIIOBOTO
XapakTepa B CUCTEME OPTaHOB BJIACTH M YIIPABJICHUSI, B IPOMBIILICHHOCTH, HAYKE U
KyJbTYpE, 3HAYUMOCTBIO BBITIOJIHSIEMBIX €10 (DYHKIIH.

Bpems u mecto co3maHus JOKyMeHTOB. [Ipu mpoBeaeHuMM SKCIEpTU3bI

HEOOXOIMMO OO0paTuTh 0co00€ BHUMAHHME Ha JIOKYMEHTBI, OTHOCSIIHECS
K HayaJbHOMY JTally pa3BUTHS OpraHU3AIlMM, KOTJAa 3aKJIaJIbIBAJHCh OCHOBBI €€
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JESTENIbHOCTH, U IOKyMEHTUPOBaHHE ObUIO MUHUMANbHBIM. Takxke TIIAaTeIbHOTO
ot6opa TpeOyIOT JOKYMEHTHI MEepHojia peopraHnu3ainu (¢ u3MeHeHueM (PyHKIUi),
JUKBUIALMKA OpPraHU3allMM, TaK KaK B 3TH IEPHOJBl 4acTO MPOUCXOIUT yTpara
NOKYMeHTOB. ClrielyeT BHHMMATEIbHO MOAXOJIUTh K OTOOpPY JIOKYMEHTOB
TEPPUTOPUAIBHBIX OPraHOB OpPraHU3alliy, €CJIU OHU BKIIIOYAIOTCS B €UHBIN (OH],
KOTOPBIE TIO3BOJISIIOT BCECTOPOHHE OTPA3UTh AEATEIBHOCTD OPraHU3ALNH.

2.1.2. Kpurtepum coaep:kaHusi JOKyMeHTA

3HAUYUMOCTb  MH(QOPMALMKM  AOKYMEHTA, YHHUKAJIbHOCTb, THUOUYHOCTb

IOKYMEHTA.
HauGounbiryro LIEHHOCTh cpenu JIOKyMEHTOB, o0pa3yrolmuxcs

B JICATEIBHOCTU OpPTaHU3AIMH, WMEIOT JTOKYMEHTBI, OTPa)KaIOIIHEe OCHOBHYIO
JESATEILHOCTh OPTAaHU3AIIMHY B LIEJIOM U €€ CTPYKTYPHBIX MOJIpa3/ieieHui (BOPOCHI
OpraHu3alud padoThl, TUIAHUPOBAHUE U OTYETHOCTb, OCHOBHBIC HAIPABJICHHUS
NEATeIbHOCTH, KOHTPOJAbL ® Ap.). Jlpyras rpymnma JOKYMEHTOB HWMeEET
BCIIOMOTATENIbHBIN XapakTep, OOJBITYI0 YacTh KOTOPOW COCTaBIISIOT NMEPBUYHBIC
OyXxTanTepcKkrue TOKYMEHTHI, JOKYMEHTHI 110 BOMPOCAaM CHAOXEHHUS OpTaHHW3alliy,
OBITOBBIM M aIMUHUCTPATUBHO-XO35CTBEHHBIM BOIPOCAM.

[Ipu mpoBeeHUH IKCIEPTU3BI HEOOXOAUMO TAKKE YUYUTHIBATH 3HAUYMMOCTD
COOBITHSI, OTPAXKEHHOTO B JIOKYMEHTaX OpraHU3alllu.

O6o0011eHue, ToBTOpeHUne UHMOOPMAIIMK JIOKYMEHTa B MH)OpPMAIIUU APYTUX
TOKYMEHTOB. Ha mocTositHHOEe XpaHEeHHe OTOMPAIOTCS TOKYMEHTBI, B KOTOPBIX
uH(opMarus mpeacTaBiieHa B Hanbosiee 0000IIEHHOM BUJIE, HAIPUMEP, CBOJIHbBIC

JOKJIaJIbl, OTYETHI, CIIPABKHA, OCHOBAHHBIE HA IEPBUYHBIX JOKyMEHTaX. OJIHaKoO Npu
OTCYTCTBHUHM IMOJOOHBIX MAaTEPHAJIOB Ha XPAHEHHWE MOTYT OCTaBJIATHCS MEPBUYHBIC
JOKYMEHTBI, HampuMep, OTYeThl, CIpaBKH, HWHGOPMALUU CTPYKTYpPHBIX
noapasaenenu. Kpome TOro, Ha XpaHEHME OCTaBJSIIOTCS  IIEpBUYHBIC
(TIOTJIOIIEHHBIE) TOKYMEHTBI, €CJIM B HUX COJEPKATbCS KOHKPETHBIE CBE/ICHUS,
KOTOPBIE MOTYT MPEACTABIATh MHTEPEC MPHU U3YYEHUH OCBELIAEMOI0 BONpPOCA U
HE HaXOJAT AOCTATOYHOI'O OTPAKEHUS B CBOJAHBIX JOKYMEHTAX.

[Ipyu mpoBeneHHUH SKCIEPTU3bl BBIACISIOTCS K YHUYTOXEHUIO TyOJeTHBIE
JOKYMEHTBI, OJHAKO IIPYM HAJIW4YMU HA HUX NOJIMHHBIX PE3OJIIOLMM, IIOMET, BU3
Ha XpaHEHUE OCTABJIAETCA MEPBBIA IK3EMIULIP U KOIMS JTOKYMEHTA C IIOMETAMHU U
BU3aMH.

Taxke BBIICHAIOTCS K YHUYTOKEHMIO NPOEKThl U BAPUAHTHI JOKYMEHTOB,
32 UCKJIFOUEHHUEM MTPOEKTOB U BAPUAHTOB Han0oJiee BaXKHBIX IOKYMEHTOB B OpraHax
3aKOHOAATENBHON ¥ UCITOJIHUTEIBHOMN BIIACTH.

Bua nokymenta. KOHKpETHBIN BUA JOKYMEHTA IPEATIONIATraeT ONPEIEICHHbBIN
YpOBEHb cojepxkalieiicss B HeM HH(OpMaluu, TakK, HauOOJbIIMKA HHTEpEeC

NpCACTABIAIOT PACIIOPAINTCIIBHBIC  JTOKYMCHTBI (HOCTaHOBHeHI/IH, IIPHUKAa3bI,
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paclopsKCHUA U I[p.), IMPOTOKOJIbI KOJUICTHAJIBHBIX OpPraHoB, ICPCIICKTHBHBLIC
IJIaHbI U IIPpOIrpaMMbl, CBOJHBIC OTUYCTHI U AHAJIUTUICCKUC CIIPABKU U JIP.
[lognuHHOCTE  JOKYMEHTa. Ha mnocTosHHOE XPaHCHUC OT6I/IpaI-OTCH

MOJIJTMHHBIE JOKYMEHTHI, B CJIydyae OTCYTCTBHS MOJJIMHHUKA €T0 MOTYT 3aMEHUTh
3aBEpEHHBIE KOMHUM JOKYMEHTOB. IIpy T1IOXOH COXpaHHOCTH JOKYMEHTOB
KOHKPETHOM OpraHu3aIiii, 0COOCHHO B HAYaJILHBIN MTEPUO]T €€ PAa3BUTHSI, UMES 11EITh
dbopmupoBaHus HauOoJiee TMIOJTHOTO KOMIUIEKCAa JIOKYMEHTOB TIO HCTOPHH
OpraHW3allid, MOXKHO OTOMpaTh HAa TIOCTOSHHOE XpaHEHHWE W JIOKYMCHTHI,
HE OoOJajaronme pPEeKBU3UTAMU HOPUANYECKOM JOCTOBEPHOCTH (TOAMUCSIMU,
MevyaTsaMH | JIp.), HO UMEoIIue HHHOPMAIIMOHHYIO IICHHOCTh. ITO — HE3aBEPECHHBIC
KOMMUH, KOMWU JIOKYMEHTOB, IIOJIOTOBJICHHBIE C MPUMEHEHUEM CPEACTB
MHOXKHUTEIbHOU TeXHUKH. OTHAKO TaKUE IOKYMEHTBl MOTYT UMETh TOJIbKO CTaTycC
nmpoekTa (YepHOBHUKA, BapuaHTa). [Ipu onmucaHum Takux JOKYMEHTOB HEOOXOIUMO
yKa3aHHUE Ha UX KOMUHUHOCTh. [IoMUMO TOTO, KOMTHMU, KCEPOKOITHHU U KOMITBIOTEPHBIE
pacriedyatku B OTIEIBHBIX CIIy4asiX MOXKHO 3aBEPUTh Yy COOTBETCTBYIOIIETO
JIOJDKHOCTHOTO JIMIA OPraHU3aluu NMPpU MPOBEACHUN ONMUCAHUS IOKYMEHTOB. Eciu
JIeJIO MOJIHOCTBIO COCTOUT M3 KOIMHUM JOKYMEHTOB, TO TaKO€ JIeJI0 3aBepsAETCS
MOJJOKYMEHTHO, 32 UCKJIIOYEHUEM KOMUI IOKYMEHTOB, TOAMHUCAHHBIX 3JIEKTPOHHO-
udpoBoi moanuckio (maisee — DLII). Jlemo, cocTosiiee U3 KOMMA TOKYMCHTOB,
noanucanHplx OIII, - MOXHO 3aBepuTh MEIMKOM (IPOIIUTH M 3aBEPHUTH
Ha 000POTHOM CTpaHUIIE MOCIEIHETO JIUCTA).

2.1.3. Kpurepuu BHEIIHUX 0COOEHHOCTEH

dopma GUKCUPOBAHUS W TEpelayd CoJep)KaHWs, VIOCTOBEPEHHS M

opopmueHuss jgokyMmeHnrta. JIoKyMeHTh Ha OyMa)XHOW OCHOBE, MepeaaBacMbIe

Ha TIOCTOSHHOE XpaHEHHWE, JOKHBI OBITh MPaBWIBHO OGOPMIICHBI, U HMETH
COOTBETCTBYIOIIHME PEKBU3UTHI IOPUIUUECKON TOCTOBEPHOCTH (OJaHKH, MOIIMKCH,
MeyaTy U Jp.).

Oco0eHHOCTH BHENTHETO 0(OpMIICHHS.

[Ipu sKkcmepTu3e LEHHOCTH CcleAyeT oOpallaTh BHUMAaHHWE Ha BHEIIHEE
odopMmIIeHUE JOKYMEHTA, €ro HeoObIYHYI0 (popMy, Ha U300pa3UTEILHYIO LIECHHOCTh
JOKyMeHTa (HaJluue YHHUKAJIbHOTO IEpeIuieTa, WLIFOCTPATUBHOIO MaTepuaa).
Takue JOKYMEHTHI BIOCIEACTBUUA MOTYT OBITh MCIIOJIb30BAHbI B BHICTABOYHOW MITU
U3JIaTENIbCKON JAESITETbHOCTH.

du3uyeckoe COCTOSHME JOKYMeHTa. HeucnpaBuMoO MOBpEXKICHHbBIE

JIOKYMEHTBI TOCTOSIHHOTO XPaHEHHUsI, KOT/1a 00JIbIIasi 4acTh TEKCTa HEJOCTYITHA AJIs
MPOYTEHUSI, MOTYT OBITh BBIJICICHBI K YHHUUTOXEHUIO. [Tpn Hanmuum pusmyeckux
ne(eKTOB OCHOBBI JIOKYMEHTOB (yTpara 4YacTeil JOKyMEHTa, pa3pbiBbl U Jp.)
HEJIOMYCTUMO CKJIEUBATh YaCTH TEKCTa CKOTYEM, MPUKIIEUBATh UX HA OyMary u T.1.
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B pspe cinydaeB BO3MOXHa 3amMeHa JOKYMEHTOB, MMEIOIIUX (DHU3HUECKUE
nedexThl Ha 3aBepeHHbIe konuu. Hanbomnee 3HaunMble TOKYMEHTHI ¢ (PU3HUECKUMU
nedekTamMu MoJIJIeKaT pecTaBpaliu.

C 1enbo BCECTOPOHHETO U MOJIHOTO OTPAKEHUS IEATEIIbBHOCTH OpraHu3aluu
pu GOPMUPOBAHUU €€ apXUBHOIO (POHa HEOOXOAUMO KOMIIEKCHOE MPUMEHEHUE
KPUTEPHUEB IKCIIEPTU3BI HEHHOCTH IOKYMEHTOB.

2.2. [lopsaiaok npoBeaeHUs IKCIEPTU3bI HEHHOCTH JOKYMEHTOB

DKcrepTr3a IEHHOCTH JIOKYMEHTOB OCYIIECTBISIETCSI B OpraHU3aIusax
B Mpolecce GopMUPOBaAHUS JIe]l HA OCHOBE HOMEHKJIATYP JIe] U 0TOOpa IOKYMEHTOB
JUIs TIEpelaud Ha XPAaHEHUE B apXUB, a TAKXKE B TOCYJapCTBEHHBIX apXUBAaX —
IIPYU ONMHMCAHUK MPUHATHIX HE 00paOOTaHHBIMHU apXUBHBIX JOKYMEHTOB (HAIpUMED,
OOIIECTBEHHBIX OpraHu3aluii), epepadoTKe HEYJOBIETBOPUTEIHLHO COCTABICHHBIX
omnucel, Ipu Co3JaHuN 00bEIMHEHHBIX APXUBHBIX (DOHJIOB U APXUBHBIX KOJUICKIUN
v JIp.

2.2.1. Ilpm mnpoOBEOECHHH DSKCIEPTU3bl LEHHOCTH JOKYMEHTOB CIIEIYET
pykoBoacTBOBaThca IlepeduHeM THUMOBBIX apXHUBHBIX JOKYMEHTOB C YyKa3aHUEM
CPOKOB XpaHEHUs, TEPEUHSIMH JIOKYMEHTOB, OOpa3yIoluXcsi B Ipoliecce
NEeATEeIbHOCTH  (peiepalbHBIX  OpPraHoOB  TOCYJapCTBEHHOM  BJIACTH, HHBIX
rocyJapCcTBeHHBIX opraHoB Poccuiickoii @enepanuu, a Takke, H0ABEJOMCTBEHHBIX
UM OpraHu3alui, ¢ ykazaHhueM CpPOKOB XpaHeHUs (oTpacieBble nepeunu). Kpome
TOTr0, CPOKH XPAHEHMSI apXUBHBIX JIOKYMEHTOB yCTaHABIUBAIOTCS (DeaepaibHbIMU
3aKOHaMU U UTHBIMA HOPMAaTUBHBIMU MMPABOBBIMU akTaMu Poccuiickoit denepanuu.

Cpokn  XpaHEHMS, YCTAaHOBJIEHHbIE  YKa3aHHbIMH  HOPMATHUBHBIMU
JIOKyMEHTaMHU, SIBIISIIOTCSI 00s3aTeIbHBIMU JJISI BCEX OpPTaHMU3aIuil HE3aBUCUMO OT
(hopMbI COOCTBEHHOCTH.

2.2.2. OCHOBHBIM METOAOM 3KCIEPTU3bl LEHHOCTH JOKYMEHTOB SIBJISIETCA
HEMOCPEICTBCHHAS OIICHKA JIOKYMEHTOB, MPOBOIUMAs PabOTHUKOM
NPy YHOOPSAJOYEHUH JTOKYMEHTOB, KOTOpas OCYLIECTBISIETCS MYyTEM IMOJUCTHOTO
MPOCMOTpA U aHaIu3a ] U JOKYMEHTOB.

He nomyckaercst 0oTOOp TOKyMEHTOB JIJIsl XpaHEHUSI M YHUUTOKEHUS TOJIBKO
Ha OCHOBAHHHU 3aroJIOBKOB €.

[IpoBeneHne sKCHepTU3bl CIEAyeT HAYMHATHL C IPOCMOTpPa JIOKYMEHTOB
CITy’OBbl TOKYMEHTAITMOHHOTO oOecrieueHus (yIpaBIeHUE NeJlaMu, KaHIICISIpUs U
JIp.), 3aT€M TaKUX CTPYKTYPHBIX MOJApa3ACIICHUN, KaKk OyXTrajiTepus, OTIe] KaJpoB,
OTpacieBbI€ OTAENbI, IPOMU3BOJICTBEHHBIE CTPYKTYpbl U np. Ecaum B opranuzaiuu
OTCYTCTBYIOT CTPYKTYpHBIE TOApa3eieHus (Hampumep, B OOIIECTBEHHBIX
OpraHu3alusx), TO W3yYeHHE JOKYMEHTOB OpraHu3aluyd CJeAyeT HavaTh
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C  OpraHU3alHMOHHO-PACIOPSAMTENBHBIX  JIOKYMEHTOB,  IUJIaHOBO-OTYETHOM
JOKyMEHTALUH.

Cnenyer oOpaTuTh BHMMaHHE Ha TO, YTO B JOKYMEHTAaX CTPYKTYPHBIX
MOAPA3NAECIECHUNA MOTYT OTJIOKUTHCS JOKYMEHTBl KOMHUCCHM M KOJUIETHAIbHBIX
OpraHOB OpraHMU3alH, JTOKYMEHTAllMOHHOE O0O0ECHeuYeHHE KOTOPHIX IMOPYUYEHO
pabOTHUKY OJIHOTO W3 CTPYKTYPHBIX ToApa3aeiacHuid. JOKyMEHTbl KOMUCCHUU H
KOJUUIETMAJIbHBIX OPTaHOB BBIICISIIOTCS B OTJEJIBHBIC JETA.

2.2.3. B mpenenax KaxIOro IOAPa3AelCHUs IMOJUCTHO IMPOCMATPUBAKOT
CHayajla  JOKYMEHTbl  IOCTOSIHHOTO  XpaHEHWs:  MOJIOKEHHUS, IPHUKa3bl,
NEPCIEKTUBHBIC TUIAHBI, OTYETHI, NOKIAAbl U T.1. Ecnu mo kakoi-mubo mpuuuHe
IOJUIMHHUKHU JOKYMEHTOB OTCYTCTBYIOT, U MX IIOMCK HE Jal pe3yJbTaTOB, MOTYT
OBITh BBISBIICHBI U OTOOpaHbI HA XpaHEHUE 3aBEPEHHbIE KOMUH JOKYMEHTOB.

B 1mpomecce  MOAMCTHOrO  HPOCMOTpa  JTOKYMEHTOB  IIPOBOAMUTCS
IPEIBAPUTEIILHOE BbICIIEHUE TyOJETHBIX SK3EMIUIIPOB, MPOEKTOB, BAPUAHTOB.
BrieneHue K YHMYTOXKEHHIO JOKYMEHTOB C TMOBTOpPSIONICHCS HHpopmalruen
IIPOBOAMUTCS TOJBKO IIOCIIE CBEPKH HMX C JOKYMEHTAMH, OCTABIISIEMBIMU
Ha xpaHeHue. Kpome MOUIMHHUKOB MOTYT OCTaBJISIThCSL HA XpaHEHHE TyOJeTHbIE
AK3EMILUISIPHI, MPOEKThI, BAPUAHTHI JOKYMEHTOB IPU HAJWYUU TMOMJIMHHBIX BU3,
PE30II0LHUI, TOMET U IIPAaBOK TEKCTA, OTCYTCTBYIOIIMX HA MOUIMHHHUKE, & TAKXKe,
€CJIM NOJYIMHHUK HAXOJIUTCS B TNIOXOM (PU3NYECKOM COCTOSIHUU.

[Ipy OTCYTCTBHM NOJJIMHHBIX AK3EMIUILSIPOB MPOTOKOJOB M CTEHOIPAMM
KOH(epeHUn, Che30B, OOIMX COOpaHMM, «KPYIJIBIX CTOJIOB», KOTOpbIE ObLIN
W3J1aHbl TUINOTPACKUM CHOCOOOM, HA TOCTOSSHHOE XpaHEHUE OTOMPAIOTCS
N€YaTHBIE FK3EMILISAPBI.

Taxke Ha TOCTOSTHHOE XPAaHEHUE OCTABJISIOTCS OpOLIIOPBI, MaJOTHUPAKHbIE
NepPUOANYECKUE W3/laHus, aruTallMOHHbIE MaTepuaibl, aQuIlIH, MOATOTOBICHHbIE
B OpraHM3alMd M MMEIIME 3HAYEHUE JUIsI BCECTOPOHHETO PACKPBITHSA
ee JeATEeNbHOCTU. ODTO B OOJbIIEH CTENEHW OTHOCUTCA K OOIIECTBEHHBIM
OpraHu3alysM, OpraHu3alusM B 00J1aCTU KyJIbTYPBI U JIp.

JIOKyMEHTBI TOCTOSTHHOTO XpaHEeHHs (MpUKa3bl, IITaTHbIE PACIUCAHUA,
yKa3aHusd M Jp.), Pa3MHOXKEHHbIE B HECKOJBKHUX JK3eMIULIpax (AyOsieTHbIC
DK3EMIUISIPBI) BBIACISIIOTCS K YHUYTOKEHHUIO IIOCJIE€ CBEPKH C IOJJIMHHBIMU
AK3EMIUISIPAMH, KOTOpPBIE OCTAIOTCSI Ha XpPaHEHUE B COCTAaBE JOKYMEHTOB TeEX
CTPYKTYPHBIX MOJpa3ieJICHH, I/ie OHU OBbLIN CO3JaHbl U OTIOXKMINCE. [Ipu yTpaTe
NOVIMHHOTO ~ 3K3eMIUISIpa JOKYMEHTa MOYKHO B3SITh Ha XpaHEHUE OJIUH
U3 QyOJETHBIX 3K3EMIUIIPOB, C 00S3aTeNbHBIM 3aBEPEHUEM KOIUH, C YKa3aHUEM
KOIMUHUHOCTH MPU ONTUCAHUU.

PacniopsauTenbHble JOKYMEHTBI BBIIIECTOSIIMX OpraHu3aliii, NpuciaHHbIe
B OpraHU3alMI0 Il PYKOBOJACTBA M CBEIEHUS, MNPOCMATPUBAIOTCS C ILEJbIO
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BBISIBJIICHUS JJOKYMEHTOB, OTHOCSAIINXCS HEMOCPEACTBEHHO K JEATEIbHOCTHA JaHHOU
opranm3zaimu, Ux QopMuUpyloT B OTHENbHBIC JeNa i1 BKIIOYEHUS B OIHCH
IIOCTOSIHHOI'O ~ XpPaHEHWs, €CIM JOKYMEHTBI  BBIIIECTOSIIMX  OpraHU3anui
HE MOCTYNAalT B OJUH apXUB C JOKYMEHTaMU OPraHM3alMd, B KOTOPOU BeIeTcs
YIOPSAOYECHHUE JTOKYMEHTOB. BBISBICHHE yKa3aHHBIX JOKYMEHTOB Ba)KHO TaKKe
JUISl IOATOTOBKM MCTOPUYECKOM CIPABKH 00 MCTOPUU OPraHU3allMM, a TAKKE OHU
MOTYT OBIThb HCIIONB30BaHBl MPH YTOUYHEHUU (OHIOBOM TMPUHAMICIKHOCTH
JOKYMEHTOB OpraHu3auvy (IOCTAHOBJIEHMsS, MpPUKa3bl U Jp. O CO3JAHHH,
peopraHu3alyy, TMKBUIALUHA OPraHu3alim).

Ecin B QoHIe opraHuzanud UMEIOTCS OTYETHl O IMPOBEACHUU HAY4YHO-
UccIeoBaTeNIbckux paboT (ordetst o HUP), commonornveckux ompocos,
METOAUYECKUE  PEKOMEHJAMU [0  BOIPOCAaM  OCHOBHOM  JEATEIBHOCTH
OpraHU3alli{, BBIIIOJIHEHHBIE JAPYIMMU OpPraHM3alUsIMU II0 3aKa3dy JIaHHOHN
OpraHM3all{, OHU BKJIFOYAIOTCS B OIIUCH €N, TOKYMEHTOB IOCTOSIHHOTO XPAHEHUS
C LIEIbI0 BCECTOPOHHETO OCBEILICHUS AECATENbHOCTU opranu3aunu. [Ipu onncanumn
TaKUX JOKYMEHTOB HEOOXOIUMO 00513aTeIbHOE YKa3aHHE aBTOPCTBA.

Ecnu npu npoBeneHnn 3KCepTU3bl HEHHOCTH JOKYMEHTOB OBLIIO BBISIBICHO
OTCYTCTBHE T'O/I0BBIX IJIAHOB, OTYETOB 10 OCHOBHOM JI€ATEIBHOCTH, OYyXTadTepCKUX
TOJOBBIX OTYETOB, CTATUCTHMUECKUX OTYETOB, TO HA XpaHEHUE HEOOXOIUMO
OCTaBUTH [1OJIyTOJIOBbIE, KBAPTAJIbHBIE IIJIAHBI U OTYETHI, IPU OTCYTCTBUM CBOAHBIX
TOJIOBBIX OTYETOB [0 OCHOBHOM JESTEIbHOCTH OPTraHU3allM HA XPAaHEHHE MOYKHO
B35Th F'OJ0BBIE OTYETHI CTPYKTYPHBIX MOAPA3ACIICHUN OpraHu3alyu.

2.2.4. Ilpu ytpare JAUIEBbIX CYETOB WIJIM KapTOUYEK-CIPABOK MO 3apabOTHOM
iate pabOTHUKOB OpraHU3allMi Ha XpaHEHHUE OCTaBIISIFOTCS PaCUETHO-TUIATEXKHbIE
BEJIOMOCTH 110 3apabOTHOM I1aTe, peecTpbl CBEACHUM 0 10X0AaX (PU3HUECKUX JIULL;
HAJIOTOBbI€ KAPTOUYKU MO YYETY JIOXOJOB M Hajora Ha JIOXOJAbl (PU3MUECKHX JIUI]
(b. Ne 1-HA®DJ); cBeaenus o poxomax ¢usmdeckux juir (2-HADJI);
WHIVBUAYAJIbHBIE KAPTOYKM yde€Ta CYMM HA4YUCICHHS BBIIUIAT W HHBIX
BO3HArpaKJIcHU. B psae opraHm3annii JMIEBBIE CYETa BEAYTCA TOJBKO
Ha IITAaTHBIX PA0OTHHUKOB, HA BPEMEHHBIX — 3aMOJHSIOTCS paCYETHO-IIIATEKHbIC
BEIOMOCTH. B 3TOM ciiydyae Ha XpaHEHHE OCTABIISIOTCS JIMLEBBIE CUETA IITATHBIX
pabOTHUKOB U PACUETHO-TUIATEKHbIE BEIOMOCTH, B KOTOPbIE BKJIIOUEHBI BPEMEHHbBIE
pabotHuku. Kpome TOro, B TBOpUECKHX OpraHu3alusax (peJakuusx >KypHajoB,
U3/1aTeIbCTBAX, TEATPAX M JIp.) UMEIOTCS JIMLEBBIE CUETA MO BBIIIATE TOHOPAPOB,
KOTOPBIE TAKKE BKJIIOYAIOTCS B OIUCH JIE€JT, JOKYMEHTOB I10 JUYHOMY COCTAaBY.

PacueTtHO-I1aTe€)KHBIE BEAOMOCTH B JIEJIONPOU3BOJACTBE OPraHM3alMU Yallle
Bcero (QopMupyrOTCS B Jela BMECT€ C [MEpPBUYHBIMH OyXrajaTepCKUMHU
JIOKyMEHTaMHu. PacdeTHO-IIaTeXHble BEJOMOCTHU BBIACISIOTCA U (GOPMHUPYIOTCA
B OTZIEJIbHBIE JIEIIA.
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[Ipu npoBeAEHUH FKCIIEPTU3BI LIEHHOCTU JOKYMEHTOB, BKIIFOUEHHBIX B COCTAB
JUYHBIX 7€l PaOOTHUKOB, MOMHMO BBIIEJIEHUS K YHUUYTOXKEHHUIO JTyOJETHBIX
DK3EMIUISIPOB, YEPHOBUKOB IIPUKA30B W XApAKTEPHUCTHK, BBIACIIOTCS KOINU
JUYHBIX JOKYMEHTOB: IACIOPTOB, TPYAOBBIX KHIKEK, MEAUIMHCKHAE CIPABKH,
CIPAaBKH C MeECTa JKUTEIbCTBA, KOTOPBIE YHHMUYTOXXAKTCA B YCTAHOBIECHHOM
JUTSl JOKYMEHTOB C IEPCOHAIIBHBIMU JIAaHHBIMU MOPSAKE( IOMUMO aKTa O BbIACICHUN
JOKYMEHTOB K YHHUYTOKEHHIO, COCTABJISIETCS aKT 00 YHUUYTOKEHUU MEPCOHATBHBIX
naHHbIX( cM. [Ipuka3 Pockomuanzopa ot 28.11.2022 Ne 71167 «O0 yTBep)aeHUN
TpeboBanmii K TMOATBEPKICHUIO YHHUYTOXCHUS TEPCOHAIBHBIX JAHHBIX»).
JIOKyMEHTBI YHUUTOXKAOTCS IIyTEM LIPEIUPOBAHUS.

OTO TNOJIOKEHUE HE OTHOCUTCA K JIMYHBIM JI€JIaM TI'OCYJapCTBEHHBIX
IPaKIAHCKUX CITyXKaIIUX, YKCIIEPTU3a LIEHHOCTU KOTOPBIX HE ITPOBOIUTCH.

2.2.5. Ilpu mpoBeneHUHU 3KCHEPTU3bl LEHHOCTU CleAyeT oOpamarb ocodboe
BHHMAaHHE Ha JIOKYMEHTbI C BpEMEHHBIMH CPOKaAMU XPaHEHUS!, UMEIOIIIMMHU OTMETKY
«OIIK». Ormerka «OIIK» o3Ha4yaeT, 4To 4acTh AOKYMEHTOB, IPEIACTABICHHBIX
B JIeJI€ MOKET UMETh HAYYHO-UCTOPUYECKOE 3HAYEHUE U B YCTAHOBIIEHHOM MOPSIKE
JOJDKHA TEPEeNaBaThCsl B IOCYAAapCTBEHHBIE apXMBBI WJIM IOCTOSHHO XPaHUTHCSA
B opranuzanuu. K TakuM JOKyMEHTaM OTHOCATCA HWH(OPMAaLUU, CIPAaBKU
II0 ONEPaTHUBHO-OTPACIIEBOW JEATEIBHOCTH, NEPENMCKA, IOKIAIHBIE 3alMCKU
PYKOBOACTBY opranuzauuu u Jp. OTOOpy Ha MOCTOSIHHOE XpaHEHHUE IMOAJIexar
JIOKYMEHTBI, OTpaXarollMe OCHOBHBIE HANPABJICHUS AEATEIBHOCTH OpraHU3aluu
B COOTBETCTBUHU C €€ 1I€JIEBBIM HA3HAUECHUEM.

[Ipu mpoBeAeHUM SKCIEPTU3bl LIEHHOCTH JOKYMEHTOB JEJI0 C OTMETKOU
"OITIK" npocmarpuBaeTcsi TMOJUCTHO. JIOKYMEHTBI IMOCTOSIHHOTO XpaHECHUS
BBIJIETISIIOTCS U U3 HUX (DOPMUPYIOTCS OTAENbHBIE JIe1a, KOTOPhIe OyIyT BKIIOUEHBI
B ONUCH JEJI, JOKYMEHTOB IOCTOSHHOIO XpaHeHus. OcTaBuivecs JOKYMEHTHI
BPEMEHHOI'O XPaHEHUs! XPAHITCS B TEUEHHE CPOKOB, YCTAHOBJICHHBIX MEPEYHSIMU
WJI1 HOMEHKJIATYpOU eI

Cpeaun Takux JOKYMEHTOB 0CO0O€ MECTO 3aHUMAET KOMILUIEKC JTOKYMEHTOB
«mepenuckay. OHa o0pa3yercs B pe3yJbTaTe OCYLUIECTBICHUS CBSI3€l OpraHu3aluii
C BBILIECTOSIUIMMYU M JIPYTUMH OpraHu3alusMu. B muceMax MOryT conep:karbes
BOIIPOCHI, HE OCBEILIEHHBIE WIIM HEJOCTATOYHO OCBEILIEHHBIE B IPYTUX JOKYMEHTAX.
B HUX OTpakaroTcs BOMPOCH! O MJIAHUPOBAHUM M (DUHAHCUPOBAHUU JIEATEIBHOCTH
OpraHu3alliy, O COTJIACOBAHUU WM YTBEP)KIECHUH JOKYMEHTOB, HH)OPMHUPOBAHUH
O XOJIe W pe3ysibTaTax HCIOJIHEHUs TMopyyeHud u Ap. Haumbosee BaxkHble U
obOnanaromnye WH(QOPMAIIMOHHOW IIEHHOCTBIO TMHChbMa HEOOXOJUMO OCTABUTH
Ha MIOCTOSIHHOE XpaHEHHUE.

B nesne ¢ nepenuckon MOTryT COAEpKAThCS KOIUU CIIPABOK, OTYETOB U APYTUX
JIOKYMEHTOB, HAIIPABJISIEMBIX B BBILIECTOSAIINE U MTOJAYNHEHHbIE opranu3anuu. [lpn
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IUIOXOM COXPaHHOCTH JOKYMEHTOB OpraHM3alli HEOOXOAMMO BBIACIUTH KOMHUU
Hanbosee BaXXHBIX JOKYMEHTOB JJisi BKJIIOYEHHS B OMNKHCHh JEN TOCTOSHHOTO
XpaHEHHUS.

B nHacrosiee BpeMs 3HaUUTENIbHASI YacTh MEPENUCKU B FOCYJapCTBEHHBIX
OpraHM3alisX  OCYIIECTBISAETCS  MOCPEACTBOM  CUCTEMBI  DJIEKTPOHHOTO
JOKyMEHTOO0OpOTa M OTHOCUTCS K DJIEKTPOHHBIM JTOKYMEHTaM, o0paboTka
KOTOPBIX B IAaHHOM MOCOOWHU HE pacCMaTpUBAETCH.

IIpu otOope Ha MOCTOSTHHOE XpaHEHUE AOKYMEHTOB C oTMeTkor OJIIK
clieqyeT oOpaTuTh BHHMaHWE Ha MHUCbMa, oOparieHus rpaxnaad. [Ipenmoxenus,
3asiBJICHUS, >KAJIOObl TpaKJaH B OpraHbl 3aKOHOJATENHbHON U HCIOJHUTEIbHOU
BJIACTH, TOCY/JApCTBEHHbIC, OOIIECTBEHHBbIC W JIPYyTM€ OPTraHU3aIlUU SIBIISAIOTCS
MCTOYHUKOM MH(OPMAILIMU O PA3IMYHBIX CTOPOHAX YKU3HHU OOIIECTBA U YEIOBEKA,
N03TOMY HanboJee BayKHbIE U3 HUX MOJIEKAT IPUEMY Ha IIOCTOSIHHOE XpaHEHHE.

PexoMeHnyeTcst 0TKa3aThCs OT MpHEMa Ha ITOCTOSTHHOE XpaHEeHHe 00paIieHnii
TpaXXJAaH W3 YUCIA OJHOTHIHBIX, WH(OpMAILKA O KOTOPHIX JOCTATOYHO TIOJTHO
OTpa)KaeTcs B JOKYMEHTAX [0 aHaJIU3y U 0000IIEHHIO 00OpaIlleHHUI TpaXKIaH.

[Ipennourenue oTaaeTcs TeM OOpalllEeHUsIM rPpaXKiaH, J0CTOBEPHOCTh (PaKTOB
KOTOpBIX TIOATBEP)KJIEHA B XOJ€ pAcCMOTPEHMs, IOCBALICHHBIM Haubosee
3HAYMMBIM B KOHKPETHBIN MEPHOJI BPEMEHH BOMPOCaM, KOTOPBIE OTIOKUIUCH, KaK
IPAaBUJIO, B MOJIHOM KOMILIEKCE, Haubosee SpKUe MO H3JI0KEHUIO, SIBISIFOIINECS
MO NTMHHUKAMHU.

***

[Ipu mpoBeneHHWM OHKCHEPTHU3Bl IIEHHOCTH JOKYMEHTOB OpTraHU3aIlluu
BBIJICJISIFOTCS. K YHHYTOXEHHUIO Jiefla U JIOKYMEHTBI C HCTEKIIMMH CPOKaMu
XpaHEeHHs, KOTOPbIE CHUCTEMATHU3UPYIOTCS TI0  OMNPENEJICHHBIM  TpyIaM
JUISL TTOCJIEYIOIIET0 COCTABIICHUS aKTa O BbIICJIECHUH K YHUUTOXKEHHUIO TOKYMEHTOB
U JIeNl C UCTEKIIMMU CPOKAMU XPaHEHUS.

[To pe3ynpTaTam 3KCHEPTU3BI IEHHOCTH TOKYMEHTOB COCTABIISIFOTCS OIHCU
JieJ1, JOKYMEHTOB IMOCTOSIHHOTO XPaHEHHS U TI0 TMYHOMY COCTaBY.
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3. ONPEJEJIEHUE ®OHJIOBOM IMPUHAJIJIEXKHOCTH
JOKYMEHTOB OPI'TAHU3ALIUU

B npouecce mnpoBeneHuss SKCOEPTH3bI IIEHHOCTH JOKYMEHTOB IIpU
HEOOXOJMMOCTUA OCYIIECTBISIETCS paboTa MO YTOYHEHUIO U OMNPENETICHUIO
($bOoHI0BOI MPUHAIIICKHOCTH JOKYMEHTOB.

Omnpenenenre Wi yrouHeHrue (POHI0BON MPUHAIJICKHOCTH OCYIIECTBIISETCS
B opraam3anusax (hoHgo0Opa3oBaTeNsiXx) B Tpolecce OTOopa JTOKYMEHTOB
JUIS  TepeJaud  Ha XpaHEeHHWe B TOCYIJApCTBEHHBIM  apXuB, a Takke
B TOCYJapCTBEHHBIX apXWBaX — NPHU OMUCAHWUU MPHUHATHIX HE 00pabOTaHHBIMU
aApXUBHBIX JOKYMEHTOB, IE€pepabOTKe HEYIOBJIECTBOPUTEIBHO COCTABIECHHBIX
OIKCeH, IPU CO3/1aHUU 00bETMHEHHBIX aPXUBHBIX (POHIIOB U APXUBHBIX KOJUIEKIUH,
UCIPABJIEHUU OLIMOOK (POHAMPOBAHUS U JP.

Onpenenenne (QOHIOBOM MPUHAMJIECKHOCTH JOKYMEHTOB 3aKIIFOUAETCS
B OTHECEHUH UX K (DOHAY COOTBETCTBYIOIIEH OpraHU3aIlHH.

3.1. Tlpu onpenenenun (HOHAOBONH MNPUHAMICKHOCTA JIOKYMEHTOB
OpraHM3allMy YUYUTHIBACTCS CIEAYIOIIEE:

Becb  KOMIUIEKC ~ JTOKyMEHTOB, OOpa3ylolIuics B  JEATEIbHOCTH
IOPUIMYECKOTO WK (PU3HYECKOTO JINIA, COCTABIISIET €r0 JOKYMEHTAIbHbBIN (POH/.

IOpuanueckoe nnm pusnyueckoe JuIo, B ASSITEIbHOCTH KOTOPOro 00pa3yeTcs
JTOKYMEHTaIbHBINA (DOHJ, siBiIsieTCS (POHA000pa30BaTENIEM.

Jlns opranuzanuu - GoH1000pa3oBaTess XapakKTepHO HaJIUYUE:

- IPaBOBOr0 aKkTa 00 ero oO0pa3oBaHWU, 33/Jadax U MOPSAIKE ACSITEIbHOCTU
(monoxeHue, ycraB, NOCTAHOBJICHUE, PACTIOPSKEHUE, IPUKA3 U Ap.);

- CaMOCTOSITEJILHOTO OajaHca (CMEThl) M paCYETHOTO cueTa B OaHKeE;

- LITATHOTO PaCIUCaHUs;

- IeYaTu U OJIAHKOB.

Bxopsmiye 10KyMEHTBI OTHOCATCS K (POHTy TOM OpraHU3aliu, KOTOPOil OHU
MOJTy4eHbl, UX (DOHAOBAS MPUHAMJICKHOCTh ONPECISIETCS MO TaKHUM PEKBU3UTAM
JIOKYMEHTa Kak aapecar, peruCTPallMOHHBINA IITaMII, PE30JIOLNH, MO0 COJIEPKAHUIO
JIOKYMEHTOB.

Komuu ucxopsmux AOKYMEHTOB OTHOCATCA K (DOHAY TOW OpraHu3aluu,
KOTOpasi SIBJISIETCS MX aBTOPOM, UX (POHIOBasi MPUHAIJICKHOCTH OMPEIENIIeTCs
0 MOATHUCSM, JAEIONPOU3BOACTBEHHBIM IIOMETaM, COICPKAHUIO IOKYMEHTOB.

JIOKyMEeHTBI BHYTPEHHETO 00palieHust OTHOCATCS K POHIY TOW OpraHu3allny,
KOTOpPOW OHHU COCTaBJCeHBI, WX (POHAOBAs TMPUHAMICIKHOCTh OIMPEACIACTCS
110 HAa3BaHWIO OPTAHU3AINH, TIOJITUCSIM, COACPKAHUIO.

Jlena, KoOTOpble BENHMCh TIOCIEJOBATENbHO B JBYX OpraHu3aiusx,
BKJIFOYAIOTCS B COCTaB apXMWBHOTO (POHJA TOM OpraHU3aliy, B KOTOPOH OHU OBbLIU
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3aKOHYEHbl TMPOM3BOJICTBOM. B ciydae JMKBHJALUMM WM PEOpPraHu3aluu
OpraHu3alMd ¢ mnepenadeid ee (yHKIUNA BHOBb CO3/aHHOM OpraHu3alu,
3aKOHYEHHbIE MPOMU3BOACTBOM JieJla  BKJIIOYAIOTCS B apXWUBHBIA  (QOHI
JUKBUJUPOBAHHOW OpraHU3allk, a HE3aKOHYEHHBbIE JIeJIa, [EpelaHHbIC
Il OKOHYaHUS MPOW3BOACTBOM OPTraHU3AlMU - MPEEMHHUKY, BKIOYAKOTCS
B apXUBHBIN (POH MOCIIeTHEH.

JInuHble nena, eciii OHHU NEepPelaBaCh W3 OJHOW OpraHU3alud B JAPYTYIO
B CBSI3U C TEPEBOJOM COTPYAHHKOB, BKJIIOYAIOTCS B (DOHI MOTyUYMBIIEH HX
opranu3anuu. B opranuzainmu, nepenaBmieii JTUYHOE €10 pabOTHHKA, OCTAETCs
AKT nipueMa-repeay JMYHOro JIeIa.

3.2. B cocTaB ¢oH1a OpraHu3aly BXOIAT:

- JIOKYMEHTBI COBEIIATENbHBIX OPraHOB, CO3JAHHBIX IPU OPTraHU3ALUU
(xoMHCccHHU, COBETHI U 1. );

- JIOKYMEHTBl BPEMEHHBIX aJIMHHHCTPAlUi OpraHu3alui, HaXOIALIUXCS
B CTaJuu OAHKPOTCTBA (KOHKYPCHBIE YIPaBJISIOLIUE U JIP.);

- TOKYMEHTHI JTUKBUAALMOHHON KOMUCCUN OpTaHU3aliy;

- JOKYMEHTBI OOLIECTBEHHBIX OpraHu3anuil (Mpo(coro3HbIX, CHIOPTUBHBIX U
JIp.), CYUIECTBOBABIIMX TMPU OPraHU3alUsiX 10 MPUHATHS 3aKOHOJATEIhCTBA
Poccuiickoit @eaepanuu 06 o01ecTBeHHBIX 00bequHeHusx (1992 rox).

3.3. He siBnsieTcst OCHOBaHMEM JUJIs1 CO3/ITaHUSI HOBOT'O apXMBHOTO (pOH[A!

- paclIMpeHHe WIH CY)KEHUE TEPPUTOPUATIbHBIX T'PaHUL] ACSATEIbHOCTU WUIU
(GyHKUMIA OpraHu3aluy;

- BBIJICJICHHE U3 OPTraHU3allii OJHON MJIM HECKOJIbKMX HOBBIX OpraHu3aiuil
C mepenavyeil UM OTJeNbHBIX QYHKIIUI TePBON OpraHU3allnu;

- W3MEHEHHE IOJYMHEHHOCTH OpraHu3alid, WU3MEHEHHE €€ CTPYKTYpBHI,
NIEPEMMEHOBAHUE WJIM BHECEHUE U3MEHEHHI B HA3BAHHE, HE CONPOBOXKIAFOLINECS
M3MEHEHUEM TIEPBOHAYATBHBIX (DYHKIIHIA;

- peopranm3anus OpraHu3aluu, eciii OHa HE TOBJIEKIa 3a COO0H KOPEHHOTO
U3MEHEHUS €€ IS TeIbHOCTH;

- CMEHa yupeauTessl opraHu3anuu, 6e3 u3MeHeHus: PopMbl COOCTBEHHOCTH
MMYILIECTBA 3TOM OpraHU3aLNH.

- JIMKBUJIALIMsl OPTaHU3aliy IPH €€ MOCIEAYIOIEM BOCCTAHOBIEHUN C TEMH
e QYHKIHUSIMHU ¥ Ha3BaHHUEM.

3.4. CamocTosITeNIbHBIC apXUBHBIC (DOHIBI CO3AIOTCS:

- MPU PEOpraHu3alMyd OpPraHU3aAlMK B Cllydae KOPEHHOIO0 H3MEHEHHUs ee
LEJIE€BOTO Ha3HAYEHUs1, TPOPUIIA 1EeATETbHOCTH U PYHKIUH;

- TIpU TIpe0Opa30BaHUM OPTaHU3AIMU C U3MEHEHHEM (DOPMBI COOCTBEHHOCTH
MMYIIIECTBAa OpraHu3aluu (IpuBaTU3alKs, aKIIMOHUPOBAHUE U JP.);
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- Tpu TIpeoOpa30BaHWM MYHUITMTIATBHBIX 00pa3oBaHuil (MX O0OBETUHEHUH,
pa3zie’eHu, U3MEHEHUHU CTaTyca FOPOACKOTO OCEJICHHUS);

- TMpU CO3JaHUU JOYEpPHUX OpraHuzanui, GUIMaNoB, OTACIICHUN,
ABJISIFOIINUXCS FOPUANYECKHUM JIUILIOM;

- JOKYMEHTBI OOIIIECTBEHHBIX OpraHH3aluu, CYIIECTBYIOIINX
npu ¢GoHI000pa3oBaTENIX C MOMEHTa HX PETUCTpPAllMd B COOTBETCTBUU
C 3aKOHOAATENbCTBOM Poccuiickoit deneparinu 06 00MIECTBEHHBIX 00bETUHEHUSX,
NPEICTaBISIIOT COOON CaMOCTOSITENIbHBIE (POH/IBI.

3.5. B cBA3M ¢ uU3MEHEHHWEM KOHCTHUTYLHOHHBIX OCHOB Poccuiickon
denepanvd JOKYMEHThI 3aKOHOJIATENbHON M HCHOJHUTEIBHOM BIIACTU CYOBEKTa
Poccuiickoit ®eneparuu (B 4acTHOCTH TOpojia MOCKBBI) COCTaBISIIOT HOBBIE
apXUBHBIE (HOHBI.

JIOKYMEHTBI OTpAaCJEBBIX OpPraHOB MCIIOJIHUTEIBHOW BIJIACTH CyOBEKTa
Poccuiickoit  ®enepanuu  (ropoga MoCkKBbI) 10 W TOCIAE HU3MEHEHUS
KOHCTUTYIIMOHHBIX OCHOB Poccuiickon denepanuu COCTaBIAIOT €IUHbIE ADXUBHBIC
(boHABI, €CIIH UX 33Ja4U U PYHKIUU OCTAIIUCH 0€3 N3MEHEHUH.

3.6. JIOKyMEHTBl OpraHoB T'OCYJAapCTBEHHOM BJIACTH M MECTHOI'O
camMOyTpaBJiieHUs, 00pa30BaHHBIX B CBSA3H C BBEJIEHUEM HOBOI'O aJMUHHCTPATUBHO-
TEPPUTOPUAIBHOTO JAEJICHUS, COCTABJISIIOT HOBBIE (DOH/IBI.

W3MeHeHne TrpaHull TEppPUTOPHAIBHBIX OOpa30oBaHM NpPU COXPAaHEHUU
MIPEKHUX OPTraHOB TOCYJApCTBEHHOM BIJIACTM W MECTHOTO CaMOYNPABICHUS
HE SBJISIETCS] OCHOBAHUEM ISl CO3JaHUsI HOBBIX (POH/I0B COOTBETCTBYIOLIUX OPTaHOB
roCyJapCTBEHHOM BJIACTU U MECTHOTO CaMOYTIPABJICHUS.

3.7. JOKyMEHTBI IPEICTAaBUTEIIBHOIO U HCIIOIHUTEIBHO-PACTIOPAAUTEIBHOTO
OpPraHOB MYHHUIIMIIAJIBHOTO 00pa30BaHUs COCTABIISIOT €IMHbIM apXUBHBIN (POH].

3.8. XpoHOJOrMYeCKUMH T'paHUL[AMU apXUBHOTO (HDOHAA rOCYAapCTBEHHOTO
opraHa, OpraHa MECTHOI'O  CaMOYIpABJICHHS, OpraHu3aluu  SBISIOTCS
YCTAHABJIIMBA€MbIE HA OCHOBE COOTBETCTBYIOIIMX HOPMATHMBHBIX  aKTOB
ouImanbHbIe AaThl X 00pa30BaHUsl, PErUCTPALMK U JUKBUAAMK. [Ipn Hamuuuu
HECKOJbKMX HOPMAaTHBHBIX AaKTOB 3a Jary oOpa3oBaHUs NPUHUMAETCS JaTa
HanOoJIee PAaHHETO U3 HUX.

XpOHOJIOTUYECKUE TPaHUIBl apXUBHOTO (OHJA MOTYT HE COBMAIATh
C KpalHMMH JlaTaMH COCTAaBISIOIIMX €ro JOKYMEHTOB B CBSI3M C BO3MOXHBIM
OTCYTCTBHUEM JTOKYMEHTOB HAa4aJIbHOI'O WJIM 3aBEPILAIOIIETO 3Tana JESATeIbHOCTH,
BKJIIIOYEHHMEM B cocTaB (oHga Oosiee paHHUX JIOKYMEHTOB, IepeJaHHBIX
JUIS1 3aBEPIIEHUS MPOU3BOJICTBA JENa NPEAIECTBEHHUKOM.

3.9. Ilpu onucaHuMd JOKYMEHTOB OpraHU3allMid, MpU MepepadoTKe omucei
MOTYT CO3/1aBaThCsl 00beAUHEHHbIEC (POH/BI.
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OObenuHeHHbIE  apXWBHBIE  (OHABI  MOTYT OBITh  CPOPMHUPOBAHBI
U3 TOKYMEHTOB:

- OpraHu3alui, OJHOPOJHBIX IO LEJIEBOMY HA3HAYEHHIO M (PYHKIIHUSM,
JEHCTBYIOLUX HA ONPEAEIIEHHON TeppUTOPUH;

- PYKOBOJSIILEIO OpraHa U MOJAYMHEHHBIX €My OpraHu3alui, JeCTBYIOIUX
Ha OIPEACIICHHOW TEPPUTOPUH;

- opraHu3anuii, 00beTMHEHHBIX 00BEKTOM JESITEIbHOCTH;

- TIOCNIEZIOBATEIbHO CMEHSBIINX JAPYT JApYyra OpraHu3aluid, eciu (yHKIUH
IPEAIIECTBEHHUKOB, MOJIHOCTBIO WA YacTUYHO MEPENAaBAIUCh U IEpPEeAaroTcs
UX [IPEEMHUKAM.

XPpOHOJIOTUYECKUMHU ~ TpaHULlaMU  OOBEMHEHHOTO apXWBHOTO  (oHJIa
SBIIAIOTCA — JIaThl 00pa30BaHUs (perucrpalnuu) Haubosee paHHEW U JIMKBUAALUU
HauboJee MOo3/JHEH 10 BpEMEHU JeATEIIbHOCTH OpraHu3alui, T0KyMEHTbl KOTOPBIX
BOILJIM B COCTaB OOBENMHEHHOIO apXUBHOIO (POHA.

3.10. 13 oTnenbHBIX pa3pO3HEHHBIX HOKYMEHTOB OPTraHU3alNN, MMEKOIIUX
Hay4YHOE 3HAYECHHE U OTIPEECICHHbIE PU3HAKU OOIIHOCTH (TIpH OTCYTCTBUU (DOHIOB
YKa3aHHBIX OpraHu3aluil B apxuBe) MOTYT ObITh C(HOPMHUPOBAHBI KOJLIEKLIHHU
JOKYMEHTOB. ApXMBHbIE KOJUIEKIIMM MOTYT IOCTYNIUTh B apXuUB B BHJE YK€
CIIO)KMBILUXCS JOKYMEHTAJIbHBIX KOMILUIEKCOB, KOTOpbIE pachOpMHUPOBAHUIO
HE NOJJIeXKaT.

XPOHOJOTUYECKUMH TPAHUIAMU apPXWBHOM KOJUIEKIIMU SIBISIOTCS JAThI
CaMoro PaHHErO U CaMoTo MO3JHETO TOKYMEHTA.
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4. DOPMUPOBAHUE U IEPE®@OPMHUPOBAHMUE JIEJI

B cootrBeTcTBMM ¢  COBpPEMEHHBIMH  TPEOOBAHHMSMHU  IOCTAHOBKH
JIEJIONPOU3BOCTBA Jieja NOCTOSIHHOTO XPaHEHUS U 0 JUYHOMY COCTaBY JOJIKHBI
dbopmupoBaTbes, a TakkKe OQPOPMISATECA B CTPYKTYPHBIX MOAPA3IEICHUIX
B COOTBETCTBUH C HOMEHKJIATYPOH JI€1 U TOJIBKO MTOCIIE 3TOr0 EPEIABATHCS B APXUB
OpraHu3alyu.

[IpakTHKa MOKa3bIBaeT, YTO ATH TPEOOBAHUSA B OOJBIIMHCTBE OpraHU3alUi
HE COOJIIOIAI0TCS UM COOITIOIal0TCA YacTUUHO. JIOKyMeHThI POpMHUPYIOTCS B Aefa
C OTCTYIUICHHSIMA OT HOMEHKJATYphl €N, a MPU €€ OTCYTCTBUM TPYNIUPYIOTCA
B JieJla B IPOM3BOJIBHOM mopsiake. Yacto, B ciayyae JMKBUAALMU OpraHA3aluu
JIOKYMEHTBI IIEPENAIOTCS B apXHUB B COCTOSIHUM pocchini. [loaTromy, mpakTudecku,
BCEI/1a IIPU YIOPSIIOYEHNH TOKYMEHTOB TpeOyeTcs IpOBOAUTH (P OPMUPOBAHUE WIIH
nepeopMHpPOBAHUE AEJT TOCTOSIHHOTO XPaHEHUS U N0 JINYHOMY COCTaBYy.

4.1. OcHoBHBbIE TpeOoBaHMs K GOPMHUPOBAHMIO [1€J1

[Ipu ¢dopmupoBaHMM €51  OCYIIECTBISETCS OTHECEHHE JOKYMEHTOB
K OIpPEACIICHHOMY Jely W CHUCTEMaTh3alMs [IOKYMEHTOB BHYTpU Jena. Ilpu
nepeopMUpPOBaHUM 1€ HENPABWIBHO CTPYNIUPOBAHHBIE JOKYMEHTHI B Jela
pachopMUPOBBIBAIOTCSA U JieTIa POPMUPYIOTCS BHOBB.

I[Ipy mpoBeneHMM  TpPYNIHUPOBKM  JTOKYMEHTOB B Ji€Jla  CIIEAYeT
PYKOBOJCTBOBATbCS HOMEHKJIATYpOM JAEJN OpPraHu3alHH, MPU €€ OTCYTCTBUU —
IIPUMEPHON HOMEHKJIATYPOU JI€JI ONHOPOAHBIX OpraHu3aunii, llepeunem THIOBBIX
aAPXMBHBIX JIOKYMEHTOB, OTPAaCiIEBBIMU NEPEYHSAMU JIOKYMEHTOB CO CpOKaMu
XpaHEHUH.

4.1.1. IIpu »TOM HEOOXOAUMO COONTIOAATH CIIEAYIOIINE TPEOOBAHUS:

- BKJIKOYATh B JI€JIa NOJUIMHHBIC JTOKYMEHTBI, U, KaK Y)X€ YIIOMHUHAJIOCh paHee,
B OTHENBHBIX CIIydasX NpPH OTCYTCTBUM IOJJIMHHBIX JOKYMEHTOB B JEJIa MOTYT
BKJIFOUAThCS 3aBEPEHHBIC KOITUH;

- JIOKYMEHTBHI TIOCTOSHHOTO M BPEMEHHOIO XPAaHEHUS TIPYIIIAPOBATH
B OTZIEJbHBIE JIEIIA;

- HE BKJIIOYAaThb B COCTAaB OJHOTO J€JIa IO JUYHOMY COCTaBY JOKYMEHTHI
C pa3sHbIMM CpOKaMU XpaHEHMs, HANpPUMEpP, TPYAOBBIE JTOrOBOpa CO CPOKOM
xpaHeHus 50 JIeT U co CPOKOM XpaHeHus 75 JIeT;

- BKJIIOYATh B JIEJIO MO OJHOMY 3K3EMIUIAPY KaXKJIOTro JTOKYMEHTa, (B JEJI0
MOTYT BKJIIOUATbCSl YEPHOBBIE U TyOJETHBIE 3K3EeMIUIAPhl HauOoyiee 3HAUMMBIX
JOKYMEHTOB, KOIUH JOKYMEHTOB Ha KOTOPBIX MUMEIOTCS MOJJIMHHBIE PE30JIOLNH,
BU3bI, TOMETKH, SBIIAIOIIMECS IOMOJHEHHUEM K OCHOBHOMY JIOKYMEHTY);
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- TpyNnApoBaTh B Jeda JOKYMEHTbl OJHOTO KaJ€HAApHOIo Troja.
HckiroueHne COCTaBJISIOT: MEPEXOLIUe JieNa, CyAeOHbIe Jela, JIMYHbBIE NIeNa,
JIOKYMEHTBI YYEOHBIX 3aBEICHHM, KOTOPbIE POPMUPYIOTCS 32 YUEOHBIN roj (KpoMe
JIOKYMEHTOB IO aJMHUHUCTPATUBHBIM U OyXTaJTEpCKUM BOMpPOCaM), JOKYMEHTHI
TE€AaTPOB, XapaKTEPU3YIOIIME CUHEHUYECKYI0 JAESATEIbHOCTh — B Ipeenax
TEaTPaAILHOIO CE30HA U JP.

Kpome Toro, npu HeOOJbIIOM 00BEME JOKYMEHTOB OJHOTO BHJA, B Cllydae
IIPOBEICHUS YIOPAJOUYECHHSI JOKYMEHTOB 32 HECKOJIBKO JIET, JOKYMEHThI MOTYT
ObITh CPOPMHUPOBAHBI B JEJI0 MO BUAAM JOKYMEHTOB B Mpefesiax HECKOJIbKUX
KaJIeHIapHbIX JeT. Hanpumep, Ipuxazvl no auunomy cocmagy 3a 2019-2021 200w..
[Ipu 3TOM B KOHIIE TOJOBBIX PA3/AEIIOB OMMCH JIEJ, TOKYMEHTOB 3a MOCIEIYIOIINE
TOJIbI IEJIAETCS OTCHUIKA.

- HE BKJIIOUYaTh B Jeno Oonee 250 cTaHIApTHBIX JUCTOB, IPU TOJIIUHE
Kopelika He 0osiee 4 cM. (KOJTMYECTBO HECTAHIAPTHBIX JTUCTOB MOXKET OBITH OOJIBIIE,
HO TOJIIIMHA JIeJa CoXpaHseTcs B npeaenax 4 cM.). Eciu B npouecce popmupoBaHus
JIeNa KOJIMYECTBO JINCTOB IPEBBICHIIO HOPMY, JEJIO MOJIEKHUT PA3AEICHUIO HA TOMA,;

- CHCTeMaTH3HMpOBaTh JOKYMEHTbl B J€Jl€ TaK, 4TOObl OHM 10 CBOEMY
COLEPIKAHMIO [TOCIIEIOBATEIBHO OCBEILAJIN OIIPEACIICHHBIE BOIIPOCHI;

- (opMHpOBaTh JTOKYMEHTHI BMECTE C IPUJIOKEHUSIMU, HE3aBUCUMO OT JIaThl
UX YTBEpPXKAEHUsS WIM cocTaBieHus. [lpunokeHuss K JOKyMEHTaM O0beMOM
cBbilIe 250 TMCTOB (POPMUPYIOTCS B OTJETBHBIE TOMA.

4.1.2. JoxymeHTHl POPMUPYIOTCS B A€JIa MO CIECIYIOUIUM TPU3HAKAM:

Homunanbubiii. OcHOBaHMEM ISl TPYNIHUPOBKU CIYXHUT BUJI JOKYMEHTa
(MpuKa3bl, PacHoOpsHKEHUs, MPOTOKOJIbI, IITATHBIE PACIIUCAHUS, TUTAHBI, OTYETHl U
ap.);

ABTOpCcKMii. B gene rpynnupyroTcs JIOKYMEHThl OJHOTO —aBTOpa
(opranuzauun). Hanpumep, [lpuka3svl, ykasanus, pewienus koanecuu PedepaibHo2o
aApXUBHO20 azeHmcmea, omHocawuecs Kk oeasmenvrocmu I nasapxuea Mocksoi.

IIpeameTHO-BONIPOCHBIN (TeMaTHYecKuii). OCHOBaHUE JJIS TPYIIIIUPOBKY —
€IUHCTBO TeMbl JoOKyMeHTOB. Hanpumep, /Joxymenmor no npogedenuro us copooa
(namnsl, omuemvl, CnpasKu, UHGopmayuu u op.).

Koppecnonaenrckuii. Yaine BCEro CIIy)KUT I TPYNIIUPOBKU MEPETUCKU
C OIHMM WIM Tpynmnod KoppecnoHaeHtoB. Hampumep, [lepenucka
¢ [enapmamenmom ¢unancos eopoda Mockebi no eonpocam u3MeHeHus
20poockozo brddcema. [lpu hopmMupoBaHUM JIe7 JAHHBIN MPU3HAK HCIOJIB3YETCS
peaKo (B OCHOBHOM B COBOKYITHOCTH C IPYTUMU MPU3HAKAMM).

I'eorpadmueckmii. [Ipeanonaraer oObeIMHEHUE B OHOM JI€JI€ HECKOIBKHUX
KOPPECTIOHJIEHTOB, HAXOJSIIMXCA Ha ompeaeraeHHol Tteppuropur. Hampumep,
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Ilepenucka ¢ scumenamu MyHUYUNAIbLHO20 0OPA308AHUS NO BONPOCAM CO30AHUS
moeapuujecms coOCMEEeHHUKOB8 HCUTIbSL.

AndaBuTHblii. B OCHOBHOM WCHONB3yeTcs MpH (OPMUPOBAHUU JIEI
10 JIMYHOMY COCTaBy (JIMYHBIC JeNa, JIMYHBbIC KapTOUYKH, JIUIEBBIC cUeTa U JZIp.).
JIOKYMEHTBI CUCTEMATH3UPYIOTCSI B CTPOTOM aiaBUTHOM TOpsIKe haMUIHA WITH
HA3BaHUU BIUIOTH J0 MOCIEAHEN OYKBBI CIIOBA.

Xpounojoruueckui. CroyXdT g TPYNIOUPOBKH B JieJa JIOKYMEHTOB
3a KaKoW-1100 XPOHOJIOTUYECKUH TIEPUO/I.

Yaire Bcero mpuMEHSIETCSl COUETaHNE HECKOIBKUX MPU3HAKOB TPYIITHUPOBKU
JOKYMEHTOB B JieJla, YTO JaeT BO3MOXKHOCTHb TJIy0)XK€ pacKphITh COCTaB H
COJEp’)KaHUE JIOKYMEHTOB, YETKO CQOpPMYyJIUpOBaTh 3arojioBKU Jen. Tak,
pacropsaauTenbHble JOKYMEHTHI (TPUKa3bl, paCHOPSDKEHUS U Jp.) TPYINIUPYIOTCS
B /IO TIO HECKOJbKUM TpHU3HAKAM: HOMHHAIBHOMY, aBTOPCKOMY H
xpoHonoruueckomy. Hampumep, Pacnopsowcenus NeNe [-200  xomumema
no ocnognot deamenvrocmu 3a 2021 200.

[11aHOBO-OTYETHBIE JOKYMEHTHI MOTYT TPYIIIUPOBATHCS 10 HOMHHAIEHOMY,
aBTOPCKOMY,  IPEAMETHO-BOIIPOCHOMY, M  XPOHOJOTMYECKHUM  IPHU3HAKAM.
Hanpumep, ['ooosas cmema pacxooos oenapmamenma na 2021 200, T'odosoiu
omyem KoOMUmema O NpPOBeOeHUU KyabmMyPHO-NPOCEEMUMENbHOU pabombl
3a 2021 2o00.

[lepemmcka Tpynmupyercs MO HOMHHAIBHOMY, MPEIMETHO-BOIPOCHOMY,
KOPPECTIOHICHTCKOMY WJIH TeorpaduueckomMy MprU3HAKaM.

JIunesbie cuera (QOPMHUPYIOTCS MO XPOHOJOTUYECKOMY M al(paBUTHOMY
(o andaBury dhamunuii pabOTHUKOB) TPU3HAKAM.

4.2. @opMHpOBaHNE OTACIBHBIX KATErOPH /1eJI IOCTOSIHHOIO XPaHEeHUs

Ionoxkenuss, Y ctaBbl OpraHu3aliy OPMUPYIOTCS B OTAEIbHBIE Jiefia IO TOAY
YTBEPXKIEHHUSI WM perucTpaiuu. Tak Kak MOJUIMHHBIE 3K3EMIUBIPbl YKAa3aHHBIX
JOKYMEHTOB ~MOTYT XpaHUTbCS B  (POHAAX  BBIMIECTOSIIMX  OpPraHU3alMid,
YTBEPXKJAIOIIMX HX, B PErHCTPUPYIOUIMX OpraHax, TO B JEJ0 MOMEIIATCs
3aBEPEHHBIE KON JIOKyMEHTOB, UTO OTPAYKAETCS B 3ar0JIOBKE JIENIA.

[TosmoxkeHust O CTPYKTYPHBIX MOAPA3AEICHUSAX W THUIIOBBIE JOJDKHOCTHBIE
UHCTPYKIMKA PaOOTHUKOB (POPMHUPYIOTCS B OTAENbHBIC J€ja B MpeAeax roja, eciiu
OHU He OBbLIM YTBEP’KACHBI MPUKAa3aMH IO OCHOBHOM JiesiTelnbHOCTH. B Takom ciydae
OHU SBJISIIOTCSL TPUWIOKEHUSMU K TpukazaM. WHAMBHIyanbHbIE JOJKHOCTHBIE
WHCTPYKIIMY BKJIIOYAIOTCS B JIMUHBIE JI€1a paOOTHUKOB.

PacnopsiautesibHbIe IOKYMEHTBI (TIOCTaHOBJIEHUSI, PACTIOPSKEHUS, IPUKA3bI)
IPYNIIUPYIOTCST B JieNa IO BHJAM, XPOHOJOIMU W PETUCTPALMOHHBIM HOMEpam
C OTHOCSIILIMMUCS K HUM ITPHUIIOKEHHUSAMU.
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[Tpuka3pl MO0 OCHOBHOM AEATEILHOCTH (DOPMHUPYIOTCS OTACITBHO OT MPUKA30B
0 IMYHOMY COCTaBY U MPUKA30B [0 aIMUHUCTPATUBHO-XO3SIICTBEHHBIM BOITPOCAM.

B cnyyae ecnu B J€IONpPOU3BOACTBE OPraHU3ALMU MPUKA3bl, PACIIOPSKEHUS
[0 OCHOBHOW, a/IMUHUCTPAaTUBHO-XO3SIICTBEHHON MESATEILHOCTU U 1O JINYHOMY
COCTaBy M3/Ial0TCA C €IMHOW BaJIOBOM HyMepalKen, MPOU3BOINUTCS BBIJIETICHUE U3 €T
MPUKA30B 0 aJIMUHUCTPATUBHO-XO3SUCTBEHHBIM BOIIPOCaM (CPOK XpaHEHUS - 5 JIeT)
¥ 10 IMIHOMY COCTaBY ¢ ()OPMHUPOBAHKEM OTAEIBHBIX Jie. O BBIICTICHUN YKa3aHHBIX
JIOKYMEHTOB W3 JIeJl YKa3bIBAETCSl B MPEAUCIOBUM K OINUCU IyTEM MEPEUUCIICHUS
HOMEPOB BbIJICJICHHBIX JIOKYMEHTOB.

K npukazam 1o aaMUHUCTPAaTUBHO-XO3SIMICTBEHHBIM BOMNPOCAM OTHOCSATCS:
MPUKa3bl 10 BOMPOCAM MAaTEepPUATIBHO-TEXHUYECKOTO 00eCHeueHUs JesTeIbHOCTH,
3aKyIKU 00OPYJ0OBaHUs, MaTEPUAIOB, TOBAPOB M YCIYT, O MEpeHoce pabouero JHs,
0 paboTe B MPa3IHUYHBIC U BHIXOIHBIC JTHU U JIP.

Ecim  konuuecTBO mpuKazoB  (PacHopspKEHWE) 1O aJIMUHUCTPATHUBHO-
XO3SIICTBEHHBIM BOIIPOCAM WJIM TIO JIMYHOMY COCTaBy S-JIETHETO CPOKa XPaHEHUs
HE3HAYUTETHLHO, UX BBIJICJICHUE MOYKHO HE MPOBOIUTH.

B HekoTOphIX OpraHu3alMsaX NpaBO U3IAHUS PACHOPSIUTEIBHBIX TOKYMEHTOB
UMEET HECKOJIBKO JOJDKHOCTHBIX JIMII (T€HEpaIbHBIA AUPEKTOP, TIIaBHBIN WHKEHED).
Eciu pacnopsiaiurenbHble JOKYMEHTBI OJHOTO BUIA, MOANKUCAHHBIE HECKOIBKUMHU
JOJDKHOCTHBIMU  JIMIIAMH, W3JABAIUCh C €IMHOM BAJIOBOM HyMeEpalued, TO OHHU
dbopMupyroTCS B OAHO Jieno. B ciiydae u3maHus pacnopsaUTEIbHBIX JOKYMEHTOB
OJTHOTO BHJIA, TIOJIMUCAHHBIX HECKOJBKUMHU JOJDKHOCTHBIMHU JIMIIAMH, C OTIEIBHOMN
HyMepalel JTOKyMEHTOB, (POPMUPYIOTCSI OTICNbHBIE Jieja C PacIopsIUTEIIbHBIMU
JIOKYMEHTaMH 10 aBTOPCKOMY IPU3HAKY.

Ecnu B [1€70TIPOM3BOACTBE OpraHMU3alMK PACTIOPSIUTENLHBIM JOKYMEHTaM
pa3HbIX BUIOB (IPUKA3bl M PACIIOPSHKEHUS) MPUCBOCHA €IMHAS BajoBasi HyMeparus
(4TO HE COOTBETCTBYET TPEOOBAHMSM JICJIONIPOU3BOJICTBA), TO X (DOPMUPYIOT B OJTHO
JIeJI0, O YEM OTMEUAETCS B MPEIUCIOBUM.

B psine opranoB UCOTHUTENHLHOM BIIACTH TOPOAA U3IAKOTCS PACHIOPSAUTEIBHBIC
JIOKYMEHTBI 1o Pa3IMYHBIM HaIpaBJICHUSIM JIESITEIbHOCTH
C OTZETbHOW HyMepaluen TOKyMEHTOB (paclopsKEHUs O SKIIMIHBIM BOIIPOCaM U
np.) B takom cimydae hopMupyroTCs OTAENBHBIE JieNia TI0 KaXIOMy HarpaBICHUIO
JIESITEJIbHOCTH, O YeEM OTMEUAETCS B IPETUCIIOBUU.

PacniopsinuTenbHble TOKYMEHTBI BBIIIECTOSIIIUX OpPraHU3alfii, OTHOCSIIUECS
K JICATEJIbHOCTU KOHKPETHOW oOpraHu3aiuu, (HOpMHUPYIOTCS B OTACIBLHOE JIEJI0
MOCTOSTHHOTO XpaHeHusl. B ciydae moctyrieHust B oivH apxXuB (JOH/Ia BHIIECTOSIICH
U KOHKPETHOM OpraHu3aiu, 4ToObl H30€kaTh MEXK(POHIOBOIO TyOIUpOBaHUS
JIOKYyMEHTOB, B (DOHJ KOHKPETHOW OpraHW3alii JOKYMEHTHI BBIIIECTOSIIIEH
opraHu3anvy He BKIrouarorca. Hampumep, pacriopsbkennst Mapa u [IpaBurenscTa
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MockBbl, pacropspkeHusi MPePeKTOB aTMUHUCTPATHBHBIX OKPYTOB, MOCTYIAIOIINE
B ['BY «lI'A MockBbl», HE BKIFOYAIOTCS B (DOHIIBI HIDKECTOSIIUX OPTaHHW3AIlNH,
MIEPENAIOIINX CBOU JIOKYMEHTHI B TOT )K€ apXHUB.

PacriopsiiurenbHble  JOKYMEHTHI TPYNIHUPYIOTCS B JI€Ia B BO3PACTAIOLLEM
MOPSAZIKE JaT U HOMEPOB. BBIABIAIOTCS OTCYTCTBYIOIIME JOKYMEHTBI, OPraHU3yeTCsl MX
nouck. [Ipu yrpare pacnopsimuTenbHOrO JOKYMEHTa BO3MOXKHA €T0 3aMEHA 3aBEPEHHOM
konverd. Ecnm B pacnopsiiMTeNbHBIX  JIOKYMEHTAX HAapylIeHAa PErucTpaliOHHAs
HyMEpalysi, IMEIOTCS JIMTEPHBIE HOMEPA, MPOMYIICHHBIE B AEJIOIMPOU3BOJICTBE HOMEPA,
JIBOMHBIE HOMEPA, TO JIOKYMEHTBbI CHCTEMATU3UPYIOTCS IO JaraM, HE3aBUCUMO
OT HOMEPOB, O YEM YKa3bIBACTCA B IPEAUCIIOBUM K OMKCH ITyTEM MIEPEUHUCIICHUS] HOMEPOB
JIOKyMEHTOB.

YcrasBbl, 10J105KeHHUS], THCTPYKIUM, PErJIAMEHTbL, INTATHbIC PACTIMCAHUS U
JIPYTU€ JTOKYMEHTBI, YTBEPKJICHHBIC PACTIOPSAIUTEIbHBIMUA JTOKYMEHTAMH, SIBJISTFOTCS
MPUWIOKEHUSIMA K HUM U TPYIIIAPYIOTCS BMECTE C YKa3aHHBIMH JJOKYMEHTaMH. Eciu
K€ OHH YTBEPKIEHBI B KAYECTBE CAMOCTOSITENIBHOIO JOKYMEHTA, TO UX TPYHIUPYIOT
B CaMOCTOSITEJIbHBIC JICIIA.

IMopy4yenusst Mapa MockBbl, MockoBckoi ropojickout Jlymsl, IIpaBurenbcTBa
MOCKBBI, OpraHOB MCHOJHUTEIILHOW BJIACTH ropoAa MOCKBBI U JIOKYMEHTBHI MO HX
VICITOJIHEHUIO TPYIIIUPYIOTCS B J€JIa B TTOPSIJIKE BO3PACTAHUS 1aT K1 HOMEPOB IOPYUYCHHUIA.

IIpoTokoabl (3aceqaHuii KOJUIETHALHBIX OPraHOB, KOMHCCHH, COBEIAHUH,
KOH(EpEeHIMI, Che3/I0B) TPYMIUPYIOTCS BMECTE C JOKYMEHTaMHM, Ha OCHOBaHUU
KOTOPBIX OHU TOTOBWIMCH (TIOBECTKA MHS, JOKJIAJbI, MPOEKThl PEIICHUA U Jp.),
[0 TOPAJIKY HOMEPOB M XPOHOJIOTMM B OJJHOM JIENIE€ WM OTHAEIIBHO KAXKIIbIA MPOTOKO,
B 3aBHCHMOCTH OT OObeMa IPOTOKOJIA M TpHaraéMbIX K HEMY JOKYMEHTOB, KOTOpPbIC
TTOMEIIIAKOTCSA MTOCIE TIPOTOKOJIOB B TIOCIIEIOBATEIBHOCTHA PACCMOTPEHHS! BOITPOCOB.

[Tpu 3HaUMTETEHOM 00BEME TIPHJIaracMbIX K TPOTOKOJIaM JOKYMEHTOB (JIOKYMEHTHI
K IPOTOKOJIAM MEKBEIOMCTBSHHBIX KOMHUCCHH (YEPTEKH, CITPABKH, IUIAHBI - CXEMBbI) MOTYT
COCTABIISITh HECKOJIBKO TOMOB), OHHM BBIICISFOTCS B OTACNBHBIC JIEa, IJIE JOKYMEHTHI
CHCTEMATH3UPYHOTCS TT0 TOPSIIKY PACCMATPUBAEMBIX BOIIPOCOB B IPOTOKOJIE.

CreHorpaMmmabl 3acejaHui, KaK, MPaBuiio, GOPMUPYIOTCS B OT/ICTbHBIC AeIa.

IlnanoBast M OoTYeTHAsi JOKYMeHTANUsA (B TOM YHUCJIE CMEThI JOXOJ0B U
pacxos0B, GUHAHCOBBIC IJIAHBI, OyXTANTEPCKUE OTYETHI U AP.) TIOMEIIAETCS B JIea
TOr0 roja, K KOTOPOMY OHa OTHOCHUTCS IO-CBOEMY COJEPKAHUSA, HE3aBUCUMO
OT BPEMEHM €€ COCTABJICHUS, YTBEPKICHUS WM JaTbl MOCTYIUJICHHUS.
[lepcrieKkTHBHBIE TIJIaHBI JJOJDKHBI OBITh OTHECEHBI K HAYaIbHOMY TOJly UX JICHCTBUSI,
OTYETHI O BBIIIOJHEHUHU MEPCIEKTUBHOTO IJIaHA — K MOCIEIHEMY TOAYy JACUCTBHS
maaHa. JIOKyMeHThI O KOPPEKTUBAX K MEPCHEKTUBHOMY IJIAHY OTHOCATCSI K TOMY
rojay, Ha KOTOPBIM OHU COCTABJICHBI.
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[IporHO3bI, IEPCHIEKTUBHBIE TUIAHBI (HOPMHUPYIOTCS OTAEITHHO OT TOIOBBIX
1aHoB. [Ipu OTCyTCTBUM TOJOBBIX IJIAHOB (OTYETOB) HAa MOCTOSIHHOE XPaHCHHE
OCTaBJISIFOT TMOJYTrOAOBBIE, KBAapTaJIbHbIE WM MECAYHbIC IUIAHBL, KOTOPBIC
bopMupyIOTCA B JIeja M0 XPOHOJIOTHH.

[losscHUTENbHBIE 3alUCKH JOJDKHBI TPEABapATh OTYET WA IUIAH,
MIPUJIOAKEHUS PACIIONAral0T 32 OCHOBHBIM JJOKYMEHTOM

["o0BBIC MITAHBI IO OCHOBHOM JIEATEILHOCTH MOTYT (DOPMUPOBATHCS BMECTE
C TOZOBBIMH OTYETaMH 00 WX BBITTOJIHCHUH MTPU HEOOIBIIIOM 00hEME TOKYMEHTOB.

CraTucTuyeckue OTYEThl MOTYT TPYHIUPOBATHCS B OJIHOM JI€JI€ BMECTE
C JpPYrMMH JOKYMEHTaMH MO JaHHOMY BOINpocy (K OT4YeTy OpraHu3aluu
M0 OCHOBHOW JEATETLHOCTH MOTYT NPHJIAraThCsi COOTBETCTBYIOIIUE (HOPMBI
CTaTUCTUYECKON OTUETHOCTH).

[omoBoit  Oyxrantepckuit  oT4eT  QopMUpYETCs, Kak  MPaBUIIO,
B JICJIONIPOU3BOJICTBE OpraHu3aluu U pacOpMUPOBAHUIO HE MOICKUT. B ciydae
MOCTYIUICHUSI JOKYMEHTOB B POCCHIMM OYyXTaITEpCKUUA OTYET (PopMHUpyETCs
B CJICYIOIIEM MOPSAKE: MOICHUTEIbHAS 3alUCKa K OTUETY, OallaHC U IPUIIOKEHHUS.
[Tpunoxenus K OyxrajnTepckoMy OTYETY CUCTEMATU3UPYIOTCS
B TIOCIIEJIOBATEIIbHOCTA CTaTell OanaHca WM B TOPSIKE, YCTAaHOBJICHHOM
COOTBETCTBYIOIIEH OyXTraJITepCKON MHCTPYKIIUEH.

IITaTHbIe pacnUCAHUA U U3MEHEHHUS K HUM (OPMUPYIOTCS B OJHO JIEIO
B MIpeiesiax rojia B XpOHOJOTMYECKOM OCIEA0BATEILHOCTH U3MEHECHUM.

JJOKyMeHTBbI MOABEAOMCTBEHHBIX OpPraHU3aluii, TEPPUTOPHUATBHBIX
OpraHoOB OOIIECTBEHHBIX O00BEAMHEHUMN, MOCTYNAOIINE HA MTOCTOSTHHOE XpaHEHUE
B coctaBe (oHIa BBHINIECTOAIICH OpraHW3AlMK, IIEHTPAJIBLHOTO ammnapara
OOIIECTBEHHOTO OOBEAUHEHUS, TPYNIHUPYIOTCI B CaMOCTOSTENbHBIC Jelia
M0 KKI0M OpraHu3aiyu 00 1Mo NpeMETHO-TEMAaTHY€CKOMY WM HOMUHAJIBHOMY
IIPU3HAKAM [0 BCEM MOABEIOMCTBEHHBIM OPTaHU3ALIUSIM.

JloroBopsbl, coryialmieHusi MOCTOSHHOTO CPOKa XPaHEHUs NMPU OTCYTCTBUU
B JIOKyMEHTE CpPOKa OKOHYAHWS JIEUCTBUS JOTOBOpA, COMIAIICHUS (OPMUPYIOTCS
B JIeJIO TI0 TOAy mojanucanus. BuyTpu nena (mpu HaJu4uu HECKOJIBKUX JOTOBOPOB)
OHH MOTYT pacrojaratbcs B aihaBUTHOM MOPSAKE Ha3BaHUS OpraHU3AINMA, CTPaH,
10 XPOHOJIOTMHU WJIH 110 TEMAaTHYECKOMY IPU3HAKY.

JIorOBOpHI C yKa3aHHMEM CPOKOB WX JEUCTBUS (OCOOCHHO T€, KOTOPBIC
coziepkaT (PMHAHCOBBIE 00513aTEIHLCTBA) U ICITOTPOU3BOJICTBO, 10 KOTOPHIM BEACTCS
B TEUYCHHUE JJIUTEIBLHOIO NEepHoJa BpEeMEHH, (OPMUPYIOTCS IO JaT€ OKOHYAHUS
CpOKa JEUCTBUS 1O0TOBOPA.

Ilepenucka, oToOpaHHas Ha MOCTOSHHOE XpPaHEHHE, TPYIIIUPYETCS B JCie
B XPOHOJIOTUYECKOMW TMOCIIEI0BATEILHOCTH 33 OJUH KAICHAAPHBIN IO/, JOKYMEHT-
OTBET TMOMEMNIAeTCs 3a JOKYMEHTOM-3alpocOM. XPOHOJOTUS COOJIIOTaeTCs
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0  MWHULUMATUBHBIM  JIOKyMeHTaM. IIpu  BO30OOHOBIEHMH  TEPEMNUCKU
[0 ONPEACIECHHOMY BOIPOCY HAYABIIEHCS B MOPEABIAYIIEM TOAY JOKYMEHTHI
BKJIIOYAIOTCS B Jelo Tekymero ronaa. Ilpu dopmupoBanum Takux Jaen
B JIEJONPOU3BOACTBE HA JOKYMEHTaxX TEKYIIEro I'o/la yKa3bIBaeTCs MHACKC Aeia
MPEABIIYIIErO ro/a.

B 3aBucumoctu oT crnenupukA ESATEILHOCTH OPTaHMU3AIMU TIEPETHCcKa
MOKET TPYNIHPOBATHCS TaKXKE 3a yU€OHBIN TOJ, CPOK CO3bIBA BEHIOOPHBIX OPTaHOB
U T.[I.

[Tepenucky HEOOXOAUMO TPYNMIUPOBATH B JieJIa CO BCEMU MPUIOKECHUSIMU,
BO3HHUKIIMMU B XOJIE€ pELlIEHUs JaHHOTO Bompoca. Bo3MoxHO GopMupoBaHue aeln
C IEPENUCKON MO KOPPECIOHIAEHTCKOMY, TEMATUYECKOMY U APYTMM IIPU3HAKaM.
BHyTpu Takux Aen JOKYMEHThl CUCTEMATU3UPYIOTCS 110 XPOHOJIOTHH.

Ipennoxennsi,  3asiBJIeHUH,  KAJIO0BI rpaxkaaH, OTOOpaHHbBIC
JUIS. TIOCTOSTHHOTO XpaHEHUs, TPYNIUPYIOTCS B Jiefie 1Mo andaBUTy 3asBUTENEH
34 KaXKIbli KallCHAApHBIM TOHA. Bce MOKYMEHTBI, OTHOCAIIMECS K OIHOMY
3asIBUTEIII0, COCTABJISIOT CAMOCTOATENbHYIO Tpynny. [[OBTOpHBIE NpemioxKEHHUs,
3asBJICHUS IPAXKJIaH IPYNIIUPYIOTCS BMECTE C IEPBUYHBIMU JTIOKyMEHTaMU. BHyTpu
IPYIIBI JOKYMEHTBI PACIIONAratoTCs B XPOHOJIOTUYECKOM MTOPSAIKE.

Hena, chopMUpOBaHHBIE W3 PA3IUYHBIX JOKYMEHTOB IO OJHOMY BOIIPOCY,
HO HE CBA3aHHBIX C MOCJIEA0BATEIILHOCTHIO UCIIOJIHEHUS, TJI€ B KAUECTBE BU/IA JI€Ia
yHOOTPEOJIAETCS TEPMUH <«IOKYMEHTbDY, CUCTEMATH3UPYIOTCS IO XPOHOJOTHH,
10 aBTOPCKOMY, TEPPUTOPUAIBHOMY TIPU3HAKY U JAP.

JIOKYMEHTBI TOCTOSTHHOT'O XPaHEHU S, BHITIOJIHEHHBIE B KYPHaJIbHO opme
(IpOTOKOJIBI 3acelaHuii KOMUCCHUA W Ap.) pachOpMHUPOBAHUIO HE MOJJIEKAT.
[TpunoxeHust K HUM (CIIPaBKH, OTUYETHI U JIp.) POPMUPYIOTCS B OT/ICTBHBIC JIeTa.

Hoxymentsl ¢ rpudom «ACII», conepxamme CBeAEHUS OTPAaHUUYEHHOIO
pacnpocTpaHeHusi, JoImyckaeTcss (GOpMHpPOBaTH B Jelila OTACIBbHO WM BMECTE
C IPpYTUMHU TOKYMEHTaMHU B COOTBETCTBUU C TEMATUKOW JOKYMEHTOB U UX BUAAMHU,
TakuM 00pa3oM BCE€ JIeJI0 CTAaHOBUTCS JI€JIOM OTrpaHW4YeHHOro noctyna. l[lpu
OOJIBIIIOM ~ KOJMYECTBE JIOKYMEHTOB OJIHOTO BHJIa, MO OJHOMY BOIPOCY
11eJIeCO00pa3HO rPynmupoBaTh JoKyMeHTHI ¢ Tpudom «ICII» B oTnensHbIC nema.

4.3. ®opMupoBaHHe OTAEIbHBIX KATEropuii e Mo JUYHOMY COCTABY
IIpuxka3sel (pacnopsizkeHus1) MO JIMYHOMY COCTaBY I'PYHIIUPYIOTCS B Jieya
B COOTBETCTBHH C YCTAHOBJICHHBIMH Cpokamu ux xpaHenus (75 / 50 net, 5 nert, 3r.).
K npukazam, umeromum cpok xpanenus 75/50 net, OTHOCSTCS ClIeyIOIIHe:
- 0 TIpUeMe, TIepPeBo/Ie, EPEMEIIEHUH, YBOTbHEHUH (TIPEKpAIICHUH TeHCTBUS
TPYAOBOTO KOHTPAKTa), COBMEIICHINH, COBMECTUTEIHCTBE, POTALIUH;
- 00 UI3BMEHEHNH aHKETHO-OMOTpapuIecKux JaHHBIX,
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- 0 IOOUIPEHHUH, HarPAKICHUU;

- 00 omutare Tpyzaa, 00 YCTaHOBJICHUH OKJIAJIOB;

- 0 BpEMEHHOM 3aMEIIECHUU T0JHDKHOCTH;

- 00 yCTaHOBJICHUH JIOIJIAT, HAJI0ABOK K OKJIAJy;

- 0 IPEMHUPOBAHUY;

- 0 IPUCBOCHHH KJIACCHBIX YAHOB, Pa3psA0B. 3BaHUN;

-00 aTTecTanuy, MOBHIICHIH KBATU(UKAINH;

- 0 ICKPETHBIX OTITYCKAX;

- 00 OTITyCKax MO yXO1y 3a peOEHKOM;

- 0 TIPEJIOCTaBJICHUH OTITyCKa 0€3 coXpaHeHus 3apabOoTHOM IJIaThI;

K mpukazam mo JWYHOMY COCTaBy, UMEIOIIUM CPOK XpaHEHUS S5 JeT
OTHOCATCA CIEAYIOIIHE:

- 0 IPEAOCTABJIECHUHN €KETOAHBIX OIJIaYMBAEMBIX OTIIYCKOB;

-0 0 OTITyCKax B CBS3U C O0OyYEHHEM,;

- 0 CIIy’KEOHBIX IPOBEPKAX;

- 0 IGKYPCTBaX, HE CBSA3aHHBIX C OCHOBHOU JI€ATEIbHOCTBIO;

- 0 HaIPaBJICHUH B KOMaHJAUPOBKY PaOOTHUKOB.

K mpukazam 1o JIMYHOMY COCTaBy, MMEIOIIMM CpPOK XpaHeHus 3 roja
OTHOCSITCSI ITPUKA3bl O TUCHUIUIMHAPHBIX B3bICKAHUSX.

B ciydae eciu B 1€710MPOU3BOJCTBE OPraHU3alMK PUKa3bl, pacIOPsLHKEHUS
0 JINYHOMY COCTaBY C Pa3HbIMHU CPOKAMH XPAaHEHUS U3AAIOTCS C €IUHOMN BaJIOBOM
HyMepalKen, TpOU3BOJAUTCS BBIACICHUE U3 JIe]l MPUKA30B CO CPOKOM XPaHEHHUS —
75/50 mer, 5 mer, 3 roga ¢ ¢dopMHpOBAHWEM OTACIBHBIX nael. O BEIICICHUH
YKa3aHHBIX JOKYMEHTOB U3 JI€Jl YKa3bIBA€TCS B IPEAUCIOBUU K OIHUCH.

[Ipyka3pl MO JMYHOMY COCTaBY CHUCTEMATHU3UPYIOTCS B JieJlax B MOPSJIKE
BO3pAaCcTaHUs JaT 1 HOMEPOB MIPUKA30B B Mpejiesiax KaJIeHIapHOIo roja.

BbISIBASIOTCS OTCYTCTBYIOIIME MPHKa3bl, OpraHu3yercs ux mnouck. llpu
yTpare NpuKasa no JUYHOMY COCTAaBY BO3MOKHA €r0 3aMEHa 3aBEPEHHOU KOMHUEH.
Ecnu B mpuka3zax no JMYHOMY COCTaBY HApYyILIEHA HyMEpPALHsl, UMEIOTCS JINTEPHBIE
HOMepa (¢ OyKBEHHBIM HHJIEKCOM), MPOIYIIEHHbIC B JCJIIOMPOU3BOJICTBE HOMEPA,
JIBOMHBIE HOMEpPA, TO MPHUKA3bl CUCTEMATU3UPYIOTCS IO JaTaM, HE3aBHCUMO OT
HOMEpPOB. OTCYTCTBHE OTIEIBHBIX MPUKA30B MPU HE3HAYUTEIBHOM KOJIMYECTBE
OTMEYaeTcsl B 3arojoBKE Jefia, a Mpu OOJBIIOM KOJIUYECTBE OTCYTCTBYIOLIUX
JIOKYMEHTOB TOJIbKO B IPEIMCIIOBUH, BO H30€kKaHHEe Neperpy>kKeHHOCTH 3ar0JI0OBKOB
JIEJI, TIPY 3TOM B 3aroJIOBKE YKa3bIBACTCS MEPBBIM U MOCIEAHUN HOMEDP, BXOIAAIINN
B JIEJIO.

[Ipu ynopsiioueHnr KOMILUIEKCOB JOKYMEHTOB IO INYHOMY cocTaBy 3a 1960-
80-e rozpl ciaeayeT yUYuThIBaTh, YTO B OTAEIBHBIX OpraHU3alMsAX BOMPOCHI IPUEMA,
NMepeMENIeHrs] W YBOJbHEHUS PAOOTHUKOB  OGOPMIISIIUCH  MPUEMHBIMH,
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NEPEBOHBIMU U YBOJIBHUTEJIbHBIMU 3anmuckaMmu. Kaxaplil BbIIE€yKa3aHHBIA BHJ
JIOoKyMeHTa (OpMHUpPYETCs B OTIEIbHOE JEN0 U B Ipenaenax KaleHAApHOTO roja
CUCTEMATU3UPYETCA [0 HOMEPAM U J1aTaM 3aIHCOK.

Tpynoseie JOrOBOPBI (KOHTpaKTHI), TPYAOBbIE COTJIaILLEHMUS,
HE BOLLIEAIINE B COCTaB JIMYHBIX JIE]I.

[lo mnpaBunam KaapoBOro JAEJIONPOU3BOJACTBA TPYAOBBIE JIOTOBOPBI
(KOHTpAKTHI), COrJameHusi ¢ pabOTHUKAMHU OpPTaHU3AIMH MTOMEIIAIOTCS B JTMYHOE
neno paboTHUKA.

B HexoTOpBIX OpraHu3anusax JUYHbIE JIe7a Ha paOOTHUKOB HE 3aBOJISTCS WU
HE BEAYTCS JIMUHBIE JIe]a Ha BPEMEHHBIX pabOTHUKOB. B 3TOM ciyuae TpynoBble
JIOTOBOPBI, COTJIALIEHUSI YBOJIEHHBIX pAOOTHUKOB (POPMUPYIOTCS B OTACIBHBIE Aeiia
no andaButy Gamuinii pabOTHUKOB B PEJeNiax ro/1a, OKOHUAHUS CpOKa JeHCTBUS
JI0OTOBODPA.

B nenax ¢ TpyJ0OBBIMH IOIOBOPaMHU COCTABIISIIOTCS BHYTPEHHHUE OIHCH.

[Ipyn HEOONBIIOM KOJIMYECTBE JOKYMEHTOB (JOrOBOPOB, COTJIAIICHHI) OHH
MOTYT (OPMHPOBATHCS B OJHO JEJO 32 HECKOJIBKO JIET U CHCTEMaTU3UPYIOTCS
no andasuty pammimii paGOTHUKOB.

JInuHble Aena paOOTHUKOB 3aBOJATCS MPHU MX MOCTYIUIEHUU Ha paboTy, U
3aBEPILIAIOTCS 1aTOM UX YBOJIBHEHUS.

JIuuHble nena B AEONPOU3BOACTBE OpraHu3auuil GOpMHUPYIOTCS OTIAEIBHO
Ha KaKJI0ro pabOTHHKA.

[Ipn ynopsiio4eHUH JUYHBIX €71 YBOJICHHBIX PAOOTHHUKOB JOKYMEHTHI
B JIMYHBIX JleJaX CHUCTEeMAaTU3UPYIOTCS B XPOHOJOTUYECKOM MOPSAKE MO0 MEpEe UX
NOCTYILJIEHUS B CIEAYIOLIEH ITOCIIEI0BATEIbHOCTH:

- aHKeTa (JINCTOK MO y4YeTy KaJIpoB);

- IOTIOJIHEHUE K aHKETE (JIUCTKY 0 YUYETy KaJpoB);

- aBpToOHMorpadus;

- 3asIBJIEHUE O MpUeMe Ha paldoTy;

- KOTIHSI TpUKa3a o MpueMe Ha paboTy WIIM BBIITUCKA U3 HETO;

- TPYJI0BOM OTOBOP (KOHTPAKT);

- JIOTOBOP O MaTe€pUaIbHON OTBETCTBEHHOCTH (IIPU €r0 HAIMYUN);

- Jajee JOKyMEHThI, MOMEIICHHBbIE B JMYHOE JeJI0 (KOMHHM IPUKA30B
0 JIMYHOMY COCTaBYy, XapaKTEpUCTUKH, AaTTECTALMOHHBIE JHUCTBI W Ap.),
CUCTEMATU3HUPYIOTCS B XPOHOJOTMYECKOM IOCIEN0BATEIBHOCTH, HE3aBUCUMO
OT BHUJIa IOKYMEHTA;

- 3asiBJIeHUE 00 YBOJIbHEHUH;

- KOTHS MpurKa3a (BbIMUCKa) 00 YBOJIbHEHUH.

Ecnu B 1enonpoun3BoACcTBE OpraHu3alny ObLIO 3aBE€AEHO HECKOIBKO JIMYHBIX
JieJl Ha OAHOro paboTHHKA (MpPU HEOJHOKPATHOM IMOCTYIUICHMM U YBOJIbHEHHU



32

C paboThl), TO KaXJ0€ JUYHOE AEJIO 3TOr0 pabOTHHUKA (POPMUPYETCS OTACIBHO U
BKJIIOYAETCSI B OMUCH IO KaKJIOMY T'OJTy YBOJIbHEHUSI.

JIndHbIe fena CUCTEeMAaTU3UPYIOTCS B CTPOTOM ajihaBUTHOM MOPSIIKE BILIOTh
JI0 TIoCJIeTHEeW OYKBBI (haMIITUH.

CrenanosB — CrenaHoBa

Bonbckas - Bonbckuit

Ecnu hamunmm noJIHOCThIO COBIMAIAOT, BO BHUMAaHUE MPUHUMAIOTCSI UMEHA,
a 3aTe€M OTYECTBA:

['pabnes lBan NBanoBu4

I'pabnes IleTp MiBanOBUY

['pa6nes Iletp CepreeBuu.

B mnporecce ymopsiioueHuss JOKYMEHTOB B OTACNbHBIX Ciay4asx (Mpu
00b1I0M 00BEME JITT) TUYHBIC JIeJIa MOKHO TPYNIUPOBATH B KOMIUIEKCHI (HapsI/Ibl)
JUYHBIX JIe] MO0 TOoAy YBOJIbHEHUS PaOOTHUKOB, a BHYTPH Jeia - Mo aldaBUTy UX
dbamummii. [Ipu 3TOM cocTaBisieTcsi BHYTPEHHSISI OMUCH JTUYHBIX JE.

B rocynapcTBeHHBIX OpraHax BJIACTH U YIIPaBICHUS (POPMUPYIOTCS JTUYHBIE
Jiefa  TOCYIAapCTBEHHBIX TPAXTAHCKUX CIYXaIIUX, KOTOpbie (POPMHUPYIOTCS
B JICJIOTMIPOU3BOJICTBE B COOTBETCTBHUM C HOPMATHBHBIMU IPABOBBIMU aKTaMHU
O BEJICHUM JINYHOTO Jeja FOCYIapCTBEHHOTO TPaKIaHCKOTO ciryxauiero. JInunsie
Jena  rocyJapCTBEHHBIX IPaKIaHCKUX CITyXKaIIX HE MOJIJIeXkKaT
nepeOopMUPOBAHUIO U OOBEAMHEHNIO B KOMIUICKCHI (HapsiAbl) Je.

ITocne yBoJibHEHUsT pabOOTHUKA JIMYHBIE JieJla  TOCYJApPCTBEHHBIX
IPKIAHCKUX CIYXKAIMX XPAHATCS KaJIPOBOM CITy>KO0W rocy1apCTBEHHOTO OpraHa
B TeueHue 10 jeT, mocse yero nepearoTcs B apXuB opranuzanuu. Ha nuansie gena
rOCyAapCTBEHHBIX TPAKITAHCKUX CIIY>KAIIUX COCTABIISIETCS] OTJEIbHAS OMHKCh.

[Ipn mepeBoie, Ha3HAUYEHUM CIIYXKAIIEr0 Ha APYIYyH0 TOCYJApCTBEHHYIO
JIOJDKHOCTH €r0 JIMYHOE JIEJ0 MepelaeTcs B KaAPOBYIO CIIyKOY rocy/1apCTBEHHOTO
opraHa Mo MecTy 3aMelIeHUs TOHKHOCTH M0 aKTy NpueMa-nepeau JUIHBIX Ae.

AKTBI IpUeMa-nepeaayn JUYHBIX JeJ FOCYIaPCTBEHHBIX I'PAXKIAHCKUX
CIAYKAIIMX TPYNIUPYIOTCS B CAMOCTOSTEIbHBIE J€lia B MPEenax KajleHIapHOTO
roJia ¥ pacroJiaratoTcs B HUX IO JaTe akTa. B ciyyae eciu JaThl OTCYTCTBYIOT, aKThI
CUCTEMATU3HUPYIOTCS 1O andaBUTy pamMuiInii B mpejenax KaJeHIapHoTo rojia, 0 4emM
OTrOBApUBAETCS B MPEIUCIOBUM.

JInuHble KAPTOUYKHU YBOJCHHBIX PAOOTHUKOB (POPMHUPYIOTCS B OTHEIHHBIC
Jefa 1Mo TOJAy YBOJBHEHHUS] U CHUCTEMATH3UPYIOTCS BHYTPU Jela B CTPOTOM
an@aBUTHOM MOpsaKe pamMuinii pabOTHUKOB.

Ecnu uMmeercss HECKOJIBKO JIMYHBIX KapTOYE€K Ha OJHOTO pPabOTHHKA,
SIBJISTIOIIUXCS. TIPOJIOJDKEHUEM TIEPBOM KapTOUKH, TO OHU (POPMHUPYIOTCS BMECTE
B XPOHOJIOTMYECKOM MOCIEA0BATEILHOCTH.
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[Ipu ©HebGompmioM oOBEME JAOKYMEHTOB JIMYHBIE KApPTOUYKH MOYKHO
¢dbopMUpOBATH B OJHO JEJIO 32 HECKOJIBKO JIET 1O an(aBuTy haMuinil ¢ ykazaHuem
B KOHIIE TOJIOBBIX Pa3/Ie]IOB OMMUCH COOTBETCTBYIOIICH CCHUIKH HA JIEJO.

JIuneBblie cueTa pabOTHHKOB (KapTOYKAa —CIPaBKa) 110 3apa00THOM 1aTe
TPYNIAPYIOTCSI B CAMOCTOSITENILHBIC JIeJIa M PAaCIONIaraloTCsl B HUX B CTPOTOM
andaBuTHOM TOpsiAKe (pamrumii pabOTHHUKOB B Mpefenax KajieHaapHoro roga. [Ipu
007bIIOM 00bEeMe J1eJI0 pa30UBAIOT Ha TOMAa C YKa3aHHWEM B 3arojIOBKe ToMa OyKB
andasuTa, KOTOPHIMA HAUMHAETCS M KOHYACTCS TOM.

JIOKyMEHTBI, MPUII0KEHHBIE K JTUIIEBBIM cueTaM (KOIMU TPUKA30B, YEPHOBBIC
pacdeThl JEHEKHBIX BBITUIAT, COPaBKU WU Jp.) W3 JIeJ C JIMIEBBIMH CUYCTaMH
U3BIMAIOTCS.

Eciu x kaproyke JMIIEBOTO cyeTa TOJKICUBAIOTCA PACUETHBIC JIMCTKH
IO 3apIuiaTe, TO B ’TOM CIy4Yae KOMIUIEKC IOKYMEHTOB, MPECTABISAIONIUX JTUIIEBON
c4eT paboTHUKA pacHOPMUPOBAHUIO HE TTOJICIKHUT.

JIumeBo¥i cuet pabOTHUKA WHOTAA BEJETCS HE B TEUEHUE OJHOTO roja, a 3a
HECKOJIbKO JieT. K KapTouke JHIIeBOrO cyeTa MOAKIEHBAIOTCS PACUETHBIE JINCTKU
10 3apIuiate 3a psij JeT. B 3Tom ciayyae nuieBsle cueta OPpMHUPYIOTCS B OJIHO JI€J10
3a HECKOJBKO JIET M CHUCTEeMAaTH3UPYIOTCS B HUX 1o aindaButy. B ommcu nena
MOMEIIAIOTCS 110 TOy 3aBE/ICHUS JIULIEBBIX CUETOB.

Ecnu k kapTouke JMIIEBOTO cueTa, 3aBEICHHOTO Ha paOOTHHKA TPHU €ro
MOCTYIUIGHHM Ha paldoTy, B TEYEHHWE BCETO IMEpHoJa €ro JAesSTeIbHOCTH,
MOJIKJIEUBAIOTCS PACUYETHBIC JIMCTKU TI0 3apIuiaTe, TO JUIEBBIE cueTa TOMEIIAIOTCS
B Jella TO TOXy YBOJBHEHHS pPAOOTHHUKOB M CHCTEMAaTHU3UPYIOTCS B HHX
o andaBury.

PacyeTHo-m1aTe:KHbIE BEJOMOCTH 10 3apa0OTHON mate (GOPMHUPYIOTCS
B JieJla 3a KaXKIbIi TOJl OTJCIIBHO, 2 BHYTPU B TOPSJIKE KaJICHIAPHBIX MECSIIEB.
PacueTHO-IaTEXXHBIE BEOMOCTH, KOTOPBIE COCTABIISIOTCS B JIEIONPOU3BOJCTBE
OpTraHU3AIMH [0 CTPYKTYPHBIM MOIpa3AeieHUsIM, CHCTEMAaTU3UPYIOTCS B JIeJax Mo
CTPYKTYPHBIM TOAPA3JEICHUSIM B COOTBETCTBHM CO CTPYKTYPOW OpTraHH3aIliH,
a BHYTPH B TMOPSAJIKE KaJlEHAAPHBIX MecsieB. B ciydae HEOOXOAMMOCTH B Jiefie
MOXXET OBITh COCTaBJIcHA BHYTPEHHSS ONKWCh HAWMEHOBAHUH CTPYKTYpPHBIX
nonpaszaenenuil. [Ipu 6onbiiom o6beMe JOKYMEHTOB Jiejia pa3aeisioTCs Ha TOMA.

AKTBI 0 HECYACTHBIX CJy4YasiX, CBSI3aHHBIX C NPOM3BOJACTBOM
dopmupytorcs B Jnena mo aindaButy ¢daMuauil paOOTHHKOB B Tpeaesiax
KaneHaapHoro roaa. [Ipu HeOOIbIIOM KOIMYECTBE aKTOB UX MOXHO C(POPMUPOBATH
B OJIHO JIEJIO 332 HECKOJIBKO JIeT 10 anaBUTy (amMuIIni.

TpynoBble KHHKKH, HEBOCTPEOOBaHHBIC PAaOOTHWKAMH OpTraHU3alUA WU
NpE/CTaBICHHBIE I OMHCAHWA B Jelda HE (QOPMHUPYIOTCS, a BKIIOYAIOTCS
B OT/ICJIBHYIO OMTUCH 10 asipaBuTy (pamMuimii.
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Tabesn u HapsiAbl paOOTHUKOB BPEAHBIX Mpodeccuii popMupyroTcs B Aena
B MIOPSZIKE KaJICHAApHBIX MECSIIEB B MpeAeiax roja.

PacueTsl M0 cTpPaxoBbIM B3HOCaAM (POPMHUPYIOTCS B JI€J0 MO KBapTajam
B TIpezieniax KaJeHJapHoro roa.

[Ipu HeOompmiOM O00BEME  JOKYMEHTOB IO  JIMYHOMY  COCTaBYy
JUKBUIUPOBAHHBIX HErOCyIapCTBEHHBIX OpraHu3anuii (He npesbimaromem 5-10
JHUCTOB) J0MycKaeTcs (popMUpOBaHUE MX B OJHO J€10. BHYTpHU nena TOKyMEHTHI
dbopMupyroTcs o BuaaM A0KyMeHTOB. K TakuM enam 1enecoodpa3Ho cOCTaBIATh
BHYTPEHHHE OINKCH TOKYMEHTOB.
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5. OIMCAHMUE JIEJI

Onucanue el BKIIOYAET COCTaBJICHUE 3arojioBKa Jeia, OIpelesieHUue
Ha3BaHUSl CTPYKTYPHOTO MOJpa3JeieHus, JeJONPOU3BOJICTBEHHOIO HHJEKCa
1o HoMeHkiarype fen u rpuda «ICID» (mpu ux Hanmuuum), onpeneacHue KpahHux
AT JOKYMEHTOB [I€Na, KOJWYECTBO JIUCTOB B Jene (IOocCie HyMepaluu) H
INPOCTAHOBKY apxuBHOro Immudpa pgena (mocie OMHMCAHUA BCEro KOMIUIEKCA
JIOKYMEHTOB M CHCTEMAaTH3allUN KAPTOUEK).

Omnucanue aen ueiaecooOpa3HO MPOBOAUTH HA KapTOYKaX, KyJa 3aHOCATCS
BbIIIEYKa3aHHbIE cBeleHus. Kaxaas kapToyka MojydyaeT MOPSIKOBBIA HOMED,
KOTOPBIA BBIHOCUTCSI KapaHAAIIOM Ha O0JIOKKY JIeJla U SIBJSIETCSI €r0 BPEMEHHBIM
paboYrM HOMEPOM 10 OKOHYATEIbHOM CHCTEMAaTH3alliu JIeJ B OMHCH U (OHIE.
[Tocne 3aBepIIeHMs ONMCAaHUS BCE CBEACHUS C KAPTOUKH IIEPEHOCITCS B OIIUCH.

Ha3BaHue CTpyKTYypHOTrO MOApPA3ACIICHUS OINPENEISIeTCS U YKa3bIBaeTCs
[0 COJEPKAHUIO JOKYMEHTOB, MOAMUCAM JOJDKHOCTHBIX JIMI, PE30TIOLUSAM,
a TaKkXke IO HUHACKCY CTPYKTYPHOrO MOJpa3JeieHus MO0 HOMEHKJIAaType MAell,
0003HaUYEHHOTO Ha 00JI0KKE J1eNa, C(OPMUPOBAHHOTO B IETIONPOU3BOJICTBE

5.1. CocTaBJjieHHe 3aroJjI0BKa JeJia

OCHOBHBIM 3JICMEHTOM OITMCAHUS JIeJIa SBJIICTCS 3ar0JIOBOK.

[Ipy cocraBiaecHUM 3arojOBKOB JCJ HCIOJB3YeTCS HMHIWBHUIyaTbHAs
HOMEHKJIaTypa JieJl OpraHu3alliyi 3a COOTBETCTBYIOIIHI ITepro/, a Takxke [lepeueHb
THUIIOBBIX aPXHUBHBIX JOKYMEHTOB U OTPACIIEBhIC MEPEUHHU JJOKYMEHTOB C YKa3aHHEM
CPOKOB XpaHCHHS.

OpgHako ~ HEIb3d ~ MCXAHMYECKHM  IICPCHOCHUTH  3arojOoBOK  Jelia
13 HOMCHKJIATYPhI ST WK TIEPSUHS IIPH OIMCAHUU JIe]l. 3ar0JIOBOK JIOJDKEH KPaTKO
B 00001IeHHON (opMe OTpakaTh OCHOBHOE COJEp)KaHHWE M COCTaB JIOKYMEHTOB
KOHKPETHOTO JIeJIa M €r0 0COOCHHOCTH.

3aroJI0BOK J1eJ1a ynpaBJIeHYeCKOH JOKYMEHTAIMH COCTOUT U3 3JICMCHTOB,
pacrojaraeMbIX B CJICIYOIIEH MOCIeI0BATSIIbHOCTH - Ha3BaHKUE BUA JOKYMEHTA,
pErHCTpallMOHHbIE HOMEpa (IIPH HAJIM4YKK), aBTOp, aJpecaT WU KOPPECIOHJICHT,
COJIep)KaHue IOKyMEHTOB, Ha3BaHWE MECTHOCTH, JaThl COOBITHSA. [Ipn cocTaBieHNM
3aroJIOBKa Jiea 00s3aTeIbHBIMA JICMEHTAMH SBJISCTCS BUJ JOKYMEHTOB B JIeJie U
ux cojepkanue. OCTaJbHBIE AJIEMEHTHI MOTYT OTCYTCTBOBAaTh B 3aBHUCHUMOCTH
OT 0COOCHHOCTEH JIOKYMEHTOB, BKJIIOUCHHBIX B JICJIO.

Eciu 1e51o coCTOUT U3 0JTHOTO IOKYMEHTA, TO B 3ar0JIOBKE YKa3bIBAIOTCS BCE
OCHOBHBIE 3JIEMEHTHI: BHJI JOKYMEHTA, aBTOP, aJpecar, CoAepKaHhe U ero Jara.



36

3aroyioBOK JOKYMEHTa, JAAHHBIA €My aBTOPOM JOKYMEHTa, MOXXET OBITh
NIEPEHECEH B 3aroJIOBOK Jena (MeYaTHble U3AaHUs, JUCTOBKUA U 1p.). ABTOPCKUI
3aroJIOBOK JTA€TCS B KaBbIUKAX.

B ciydae, korjga TEKCT aBTOPCKOTO 3aroJioBKa HE TMOJIHOCTHIO PacKphIBaeT
COJEp)KaHUE JIOKyMEHTa, OH JOJDKeH OBITh JIOTIONHEH MOSCHCHHMSIMH WU
anHoTanuen. Hanpumep,

«I pasxcoane Poccuu u pechopmay. Obpawenue Poccuiickoti napmuu mpyoa k
epadicoanam Poccuu o msaxcenom 3KOHOMUYECKOM NONONACEHUU MPYOSUWUXC U
NYMAX UX npeoooneHus, npunsamoe Ha 5 cve3oe napmuu 18 anpens 1998 2ooa.
Ileyammnoe uzoanue.

5.1.1. Ha3Banue BUaa J1OKYMeHTA jiena (IIpUKas3, MPOTOKOJ, OTYET, KypHaI
perucTpanuu u ap.).

Ecnu neno cocTouT m3 HOKYMEHTOB OJTHOTO BHJA, B 3ar0JOBOK BBIHOCHUTCS
Ha3BaHHE JOKYMEHTOB BO MHOKECTBEHHOM 4HCIIe (HApUMEp, NpUuKdasbl).

Ecnu B nenmo BKIIFOUEHO HECKOJIBKO BHIOB JOKYMEHTOB, HO HE Oojiee Tpex
B 3ar0JIOBKE Ja€TCsI MEPEUUCIICHUE BUAOB TOKyMeHTOB. Hampumep,

Omuemnwi, cnpagku o nposederuu JHsa MeOUYUHCKO20 pabomHuKa 6 oxKpyee
22 cenmsabps 2009 cooa

[Ipu Hanuuuu B nene OOJBIIETO KOJUYECTBA BUOB JOKYMEHTOB, CBSI3aHHBIX
CAMHCTBOM COJIEpKaHUs, MPU COCTABJICHUHM 3aroJioBKa yMOTPEOJSeTcs] TEPMHUH
«TOKYMEHTBI». B CKOOKax yKa3bIBarOTCsS Ha3BaHUS OCHOBHBIX BHUIOB JIOKYMEHTOB,
BKJIFOUEHHBIX B Jies10 (HO He Oosiee 3-4 BuaoB). Hampumep,

Jloxymenmuol  (cnpasxu, mabauyel, epaguku u 0p.) O NpPoBedeHUuuU
MOHUMOPUHEA U3BMEHEHUsl YeH 68 UHBeCMUYUOHHOU c@epe Ha CMpOUmerbHy
NPOOYKYUIO.

B Tom cmydae, korma B AENONpPOM3BOJCTBE OpraHu3auu cHOpMUPOBAHO
JIeJ10, BKJIFOYAIONIEE OCHOBHOW JTOKYMEHT (IIPOTOKOJ U JAp.) U JOTOJHSIONINE €ro
MaTepHaybl, COCTOSIINE M3 JOKYMEHTOB Pa3HOTO BHJA (CIpaBKH, TEXHHYECKAs
JTIOKyMEHTAIUsA, 3asBJIICHUS W Jp.), B 3aroJIOBKE YKa3bIBAETCS BUJ OCHOBHOTO
JIOKyMEHTa, €ro CoJIep KaHue, aBTOPCTBO U JP., @ B KOHIIE 3arojoBKa YKa3bIBACTCS
«M TOKYMEHTHI K HEMY» 0€3 pacKpbITUS BUIOB JOKyMeHTOB. Hampumep,

IIpomoxon obwezo cobparnus apxusa, cocmossuiecocs 25 ausaps 2003 2ooa
U OOKYMEHMbl K HEM) .

[Ipu cocraBmeHur 3arojloBKa K TaKUM JIOKYMEHTaM KaK IITaTHOE
pacrcaHye, CMEThl JJOXOJO0B M PacXoJOB U JIp., KOTOPbIe (POPMHPYIOTCS B OJTHO
JIEI0 CO BCEMHM M3MCHCHHSAMHU W JIOTIOJHEHUSIMH K HHUM, YKa3bIBAe€TCsS Ha3BaHUC
OCHOBHOTO JIOKYMEHTa B €IWHCTBEHHOM YHCJIC M B KOHIIC 3ar0JIOBKa OTMEYACTCS
«¥ U3MEHEHUs K HeMy». Hanpumep,

llImammnoe pacnucanue oenapmamenma na 2021 200 u usmenenus Kk Hemy



37

[Ipunoxenus, yka3aHHbIe B TEKCT€ OCHOBHOTO JOKYMEHTA, HE SBISIOTCS
OTIICTTLHBIM IOKYMEHTOM H B 3ar0OJIOBKE HE OTPaKAIOTCSI.

Jlemo, comepikaiee MHUChMa-3allpochl W OTBETHI Ha HHUX, HA3bIBACTCSA
«TIEPETIHCKOI.

B 3aronoBkax fen ¢ MmiaHOBO-OTYETHBIMU JOKYMEHTaMH K HAa3BAaHUIO BHJA
JOKyMEHTa PEKOMEHAYETCS J00aBIATh XPOHOJOTHYECKOE YTOYHEHHE (TOIOBOM,
KBapTaJbHBIN), TaK KaK B 3aBUCUMOCTH OT COXPaHHOCTH JIOKYMEHTOB
B OpraHM3aIlMi Ha TOCTOSHHOE XpaHEHHWE MOTYT OTOMpAThCs KaK TOJIOBBIC, TaK U
KBapTaJIbHBIE TUTAHbI, U OTYETHI. Hampumep,

IlepcnexmusHolil naaH COYUATLHO-IKOHOMUYECKO2O PA3BUMUSL  PAliOHA
na 2017-2021 20061

Keapmanvnwvie ¢punancosvie niamst denapmamenma na 2021 200.

T'o0osoti byxeanmepckuii omuem denapmamenma 3a 2021 200.

B 3aromoBkax men ¢ pacnmopsauTEIbHBIMH JOKYMEHTAMH, TPOTOKOJIAMH,
KOTOPBIE B JICTOMPOU3BOCTBE PETUCTPUPYIOTCS ITyTEM MTPOCTABICHHS TOPSITKOBBIX
HOMEpPOB, TIIOCJIE HAWMCHOBAaHWS BHUJA JOKYMEHTa  YyKa3bIBAIOTCS  HX
perucTpanuoHHbie (mopsakoBbie Homepa). Hanpumep, Ipuxaszer NeNe [-120... Eciu
UMEIOTCSl TIPOIYIICHHbIE HOMEpa, TO IMpPU HEOONBIIOM HX KOJUYECTBE OTO
OTpa)kaeTcs B 3aroJIOBKE U OTOBapuBaeTcd B nipeaucioBun. Hanpumep, Ilpomoxonvl
NeNe [-10, 13, 15-80.... [Ipu 3HAUUTEIHPHOM O0BEME OTCYTCTBYIOIIMX HOMEPOB,
9TOOBI HE TIEPETpyXaTh 3aroJIOBOK OIMCH, B 3ar0JIOBKE YKa3bIBACTCS TIEPBBIA U
MOCJICTHUN WMEIOIIMEeCsT HOMEpa, a BCE OTCYTCTBYIOIIHME - OTOBapHUBAIOTCS
B TIPEAVCIIOBUM.

Ecnu B nmenmompou3BoJICTBE OpraHu3aliid K HOMEPAM PacCIoOpSAUTENbHBIX
JIOKyMEHTOB J10OaBJIEHbI OYKBEHHBIC MHACKCHI, TO OHU 00513aTEJILHO YKa3bIBAIOTCS
B 3ar0JIOBKax Jiedl.

5.1.2. ABTop (Ha3BaHWE OpraHU3AIMH, [OJDKHOCTh WM daMuius u
WHUIIAAJIBI JTUIA, KOTOPBIM COCTABIJICHBI IOKYMEHTHI ).

Bcenen 3a ykazanueMm BuJa JOKYMEHTOB JOJDKHBI ObITh 0003HAYEHBI aBTOPbI
NOKyMeHTOB. Hanpumep,

IIpeonooicenus npegpexmypuol FO20-3anaonozo aomunucmpamusHo2o okpyea
00 U3MeHeHUU 20POOCKOU UHBECMUYUOHHOU NPOSPAMMbL N0  HCUTULYHOMY
cmpoumenvcmay Ha 2021 200

Ecnu aBTOpOM nokyMeHTa siBisieTCs opraHuzaius — (GoHmooOpa3oBaTerb,
YbH JIOKYMEHTHI TIOJIBEPTralOTCS YIOPSIOYCHHUIO, TO Ha3BaHWE OPTaHHU3AIUU
B 3aroJIOBKax, KaK IMPaBHJIO, WJIK COBCEM HE IPUBOAMTCS (HAIIpUMED, B TIEPETTUCKE),
WJIM TaeTCs TOJIBKO €ro olIee pooBoe moHaTue. Tak, B onucH e JlemapramMmeHnTta
MEXIYHAPOJHBIX CBs3el TOpoja MOCKBBI B 3arojioBKax el YIOTpeOssercs
pOJIOBOE MOHSTHE — AenapTamenT. Hampumep,
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IlIpomokonvr NeNe 1 -20 cosewanuu y pyxogooumens oOenapmamenma u
OOKYMEeHmMbl K HUM.

B pacnopsauTenbHbIX JOKYMEHTax aBTOp (Ha3BaHME OpraHu3alud M|
HAaMMEHOBAaHUE JOHDKHOCTU PYKOBOJUTENS) HE YKa3bIBAETCS, 3a HMCKIIOYECHUEM
Clly4aeB, KOTJa pacloOpsAUTENIbHbIE JOKYMEHTBI, MOAMUCAHHbIE HECKOJIbKUMHU
JOJDKHOCTHBIMH JIUTIAMHU, W3IaBAINCH C pa3HOW Hymeparued u (HopMHUpPOBAIUCH
B OT/ICJIBHBIE JIeJIa TI0 aBTOPCKOMY pu3HaKy. Hampumep,

Ilpuxazer NeNe [ - 100 no ocnosHoti dessmenvHocmu denapmamenma. nu:
Ilpukazvr NeNe [-100 eenepanvnoco oupexmopa 00veOuHeHus Nno OCHOBHOLU
oesmenvrHocmu, Ilpuxazor NeNe [-25 enasnoco umdcenepa 00beOUHeHUs
1O OCHOBHOU OesimelbHOCHU.

5.1.3. Anpecar WM KOPpPeCNOHAEHT (Ha3BaHWE OpPraHU3alUd KOTOPOU
aJIpeCOBaHbI WJIA OT KOTOPOU MOJTyYEHbI TOKYMEHTHI).

Anpecar WiaM KOPpPECHOHJIEHT OOBIYHO YKa3bIBA€TCS MOCIE Ha3BaHMs BHJIA
nena B ¢popme opUIMaIbHOrO Ha3BaHMSI OpPraHU3AIMU, WIH JOJDKHOCTH, 3BaHUS,
(dbaMunuu, MTHUIMAIOB JIUIA.

Ecnu peno mpencraBisier coOOi «IEpEeNuCKy», B 3arojiOBKE YKa3bIBAIOT
TOJIBKO Ha3BaHUs KOPPECTIOHICHTOB, a Ha3BaHHUE OpraHu3aIuu-
dbonmoobpazoBarens, Kak MpaBUiio, HE MNPUBOAUTCS. Eciu mnepenucka Benach
C OJIHOPOJHBIMH KOPPECIIOHACHTAMHU B 3aroJIOBKE yKa3bIBaeTCsl OOIee BUIOBOE
Ha3BaHHE KoppecnoHaeHToB. Hampumep,

llepenucka c¢ KpeoummuvimMu opeanuzayuimu Mockebl no onpocam
pe2yiupoeanus 6AHKOBCKOU 0esameIbHOCHU.

5.1.4. Conep:xaHue 10KyMeHTOB (BOIIPOC, MpeaMET, COObITHE, (HaKT U JIp.,
K KOTOPOMY OTHOCUTCS cojepkKaHue AokymeHTOB). CojepikaHue TOKYMEHTOB
U3JIaraeTcs B 3ar0JIOBKE JIeJIa COBPEMEHHBIM SI3bIKOM, 0€3 BBOJAHBIX CIIOB M CIIOKHBIX
CHHTaKCHYECKUX 000POTOB.

He  pmomyctumo  ymoTpeOiieHme B~ 3arojioBKE  HEKOHKPETHBIX,
HE PACKPBIBAIOIINX COJACpPKAHWE JOKYMEHTOB, (POPMYIUPOBOK, TAaKUX, HATIPUMED,
KaK «pa3Hasi epenucKay, «o0mias mepenucKka u ap.

Crennduieckrne TepPMUHBI B 3aT0JIOBKaX MPUMEHSIOTCS 6e3 n3meHnenui. [Ipu
COCTABJICHMH 3aroJIOBKOB HE JOMYCKAeTCS MOJIEPHU3AIMS JIEKCUKU, HO B TOXE
BpeMs He0OX0AMMO U30eraTh apxau3aluu BeIpaKeHU 1 000pOTOB.

[Tpu cocTaBieHNM 3arojioBKa HEOOXOIUMO 00ECTICUUTh TTOJTHOE COOTBETCTBHE
nH(pOpMaIUH, 3aKITFOYCHHOW B HEM, JEHCTBUTEILHOMY COJEPKaHUIO HH(DOPMAITUU
JIIOKyMeHTOB zena. Hampumep,

Llokymenmul (nosicnumenvHble 3aNUCKU, pacyembl, mabauysl, nepenucKka u
0p.) 0 pazpabomke HOPMAMUBO8 (HUHAHCOBBIX 3ampam OJisl NIAHUPOBAHUS U
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Qunancuposanus — UHBECMUYUOHHBIX — NPOSPAMM 6  001acmu  HCUTUUHOSO
cmpoumenscmea

Ecnu conepkaHue TOKyMEHTOB Jiefla KacaeTcsl HECKOJIBKUX BOIPOCOB,
SBJISIOIINXCS YaCThIO OJTHOTO OOIIEro BOMPOCa, B 3ar0J0BKaX OTpakaeTcsl 0Omuii
Bonpoc. Hampumep,

Jokymenmul (n1amnvl, omuemol, CnpagKu, uH@Gopmayuu u op.)

0 N0020Mo6Ke U npogedeHUU npasoHoeanus /[Hsa 2opooa.

B 5T0 neno BKIIOYEHBI JOKYMEHTHI OO0 OpraHU3aliy B3aUMOJICHCTBUS
CO CpeACTBaMH MaccoBOM WH(pOpMalWU, O Mpa3AHUIHOM O(OPMIICHUH paiioHa,
00 opraHu3alMKi BPEMEHHBIX TOPTOBBIX TOYEK U JP.

[Ipu cocraBiieHUM 3arojOBKOB K JOKYMEHTaM ChE3/I0B, KOHTPECCOB UX
HOMEpa MOTYT 0003Ha4yaThcsi puMckuMu Idpamu (1X koHrpecc) win apabckumu
nudpamu.

5.1.5. HazBaHue MeCTHOCTH (TEPPUTOPHH ), C KOTOPOU CBSI3aHO COAEPIKAHHE
JIOKYMEHTOB, aBTOD, aJpecaT HJIM KOPPECTIOHCHT.

Ha3Banue mecTHOCTH (HAcEeNEeHHBIX IYHKTOB, I'€orpauuecKkux OOBEKTOB,
aJIMUHUCTPATUBHO-TEPPUTOPUAIBHBIX €IMHUI]) BHOCUTCS B 3aroJIOBOK JeJia, €CIH
HE0OXOMMO yKa3aTh MECTO COOBITHH MJIM MECTOHAXO0XICHHS aBTOPOB (apecaTos,
KOPPECTIOHJIEHTOB) TIOKyMeHTOB. Hanpumep,

Omuem o npebvisaHuu Oenecayuu pabomuukos xomumema 6 2. Caukm-
Ilemepbypee

Hazpanwus CTpaH, aIMUHUCTPATHBHO-TEPPUTOPHATBHBIX SIUHUII,
HACEJICHHBIX ITYHKTOB B 3ar0JIOBKE J€Jia YKa3bIBAIOTCS TTOTHOCTHIO.

Ha3Banue HaceneHHBIX MYHKTOB M aJIMHHHCTPATUBHO-TEPPUTOPHATBHBIX
€IMHULl IPUBOJUTCS B BO3PACTAIOLIEM MOPSIIKE: CEI0, TOPO, 00JacTh U T. 1.

5.1.6. JaThl, K KOTOPHIM OTHOCSITCSI IOKYMEHTHI JIeJIa MIIH U3JI0’KEHHBIE B HUX
COOBITHSI, B HEKOTOPBIX CIy4yasx BHOCSTCS B COCTaB 3aroJioBKa Jiefa.

B 3aronoBke nema mpuMmeHsieTcsi OykBeHHO-IIM(PpOBOe 00O3HAUYEHUE AThI
(25 despans 2006 rona).

JlaTel BHOCSTCSI B 3arojIOBOK, €CIIM TOYHAas JaTHpPOBKAa HeoOxoauma
JUTSl TOHUMAaHMsI KOHKPETHOTO COJIepKaHusl ToKyMeHTa. Hampumep,

Lokymenmol (npocpammul, omuemuvl, OOKIAObL, CHPABKU U Op.. O NPOBEOEHUU
Heoenu Jlpyocowr copooa Mockewl 6 copooe Muncke 4 —11 anpensa 2021 2o0a.

[Ipu onrcanuu JOKyMEHTOB ChE3/10B, KOH(MEPEHINH, TUICHYMOB, COOpaHUil 1
Ip. B 3arojIoBKe O0Os3aTENLHO yKa3bIBACTCS JaTa MPOBEACHHUS MEPOTPUSATHS.
Hanpumep,

Cmenocpamma yupeoumenbHo20 cbe30a 00uecmeenHo- NOIUMUYECKO20
o0vedunenuss «/leudicenue 3a IKOHOMUUECKYIO peqhopmy», COCMOA8UIEL0CA
6 2. Mockse 7 okmsaops 2008 cooa.
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IIpomoxon 3aceoanus Cosema Accoyuayuu 0IOHMEPCKUX YEHMPOS
15 mapma 2016 2.

[Ipu onucanuu fei, B KOTOPbIe BKJIIOYEHBI TIJ1aHbl, OTUYEThI, CMETHI, IITATHBIE
pacrnucaHus, B 3aroJIoBKe yKa3bIBaeTcs rnepuoi (Toj, KBapTai, Mecsil), Ha KOTOPHIi
COCTABJICH IIJIaH WJIM 32 KOTOPBI cocTariieH oTueT. Hampumep,

«l 0006011 Oyxeanmepckuti omuem denapmamenma 3a 2021 200»; «Keapmanvhbwitl
oyxeanmepckuti omuem oenapmamenma 3a 1 keapman 2021 2ooay.

PexomMenyeTcst yka3bIBaTh 1aTy YTBEPIKICHHS B 3ar0JIOBKE K TAKUM JOKyMEHTaM
KaK YCTaBbI, TTOJIOKECHHSI, IIPOTpaMMbI 1 ip. Hamprimep,

IIlpoepamma  Coyuan-oemokpamuueckou — napmuu  Poccuu,  npunamotl
yupeoumenvbvim cvezoom 4 urons 1996 2ooa.

Yemas OO]] «becemepmuviii nonk Poccuuy, ¢ uzmenenusmu u OONOaIHeHUAMU,
ymeeparcoeHHbiMU BHeouepeonvim cvezdom 3-4 mapma 2016 2. 3aeepernas konus

5.1.7. OcoO0eHHOCTH OTACIBLHBIX BU/IOB 3ar0JI0BKOB

Ecnu nemo cocTouT M3 HECKOJBKMX TOMOB, BCEM TOMaM JaeTcs OOIIui
3aroJioBOK, a 3areM (IpH HEOOXOAMMOCTH) JAENIaeTCd YTOYHEHHUE COJIEep KaHMs
Ka)XJI0TO TOMa B OTAeNbHOCTU. Hampumep,

Jlokymenmoul  (omuemvl, cnpasku, nepenucka u O0p.) o0 pabome
npedocmagumenbcms 2opooa Mockeswl ([Jomos Mockebwl) 3a pybesicom

Tom 1. Kumau

[Ipu  ommcanmm  pacmoOpPSOUTEIBHBIX  JOKYMEHTOB,  IPOTOKOJIOB,
c(OpPMHPOBAHHBIX B HECKOJBKO JCN 32 OJWH KaJICHIAPHBIA T'OJl, HOMEpa TOMOB
HE TIPUCBAMBAIOTCS, TaK KaK OHHM SBISIIOTCS CaMOCTOSTEIbHBIMU JICJIAMH.
B 3aronioBke Kk HUM yKa3bIBalOTCS HOMEpa JOKYMEHTOB (MPUKA30B, MPOTOKOJIOB) U
XPOHOJIOTHYECKUH TIEPHUOJ], K KOTOPOMY OHU OTHOCSTCS.

To >xe oTHOCHTCS K JiejaM MO JIMYHOMY COCTaBy (JIMUHBIE JeNa, JTUYHBIC
KapTOYKH, JIUIEBbIE CUETa, TPYAOBBIC JOTOBOpPa), COPMUPOBAHHBIM IO BHUIAM
JIOKyMEHTOB B HECKOJIPKO JIeJl 32 OJWH KaJCHAApHBIM roa. Tak Kak JOKYMEHTHI
B HUX CUCTEMAaTU3MPOBAHEI 1O ali(haBUTY (paMUIHil paOOTHUKOB, B 3aT'0JIOBKE K HUM
YKa3bIBaIOTCSl HayalbHble OYKBBI ajipaBuTa pamunuii. Hanpumep,

Jluyesvie cuema no 3apabomnou niame pabomuukos komumema ¢ A no b.

Ecin na omny OykBy andaButa (amunmii paObOTHHUKOB c(HOpMUPOBAHO
HECKOJIBKO JIeJI, TO B 3arojlOBKE YKa3bIBAIOTCS TPU TMEPBBHIX OYKBHI (haMuIuit
paboTHuKOB. Hanpumep,

Jluyesvie cuema no 3apabomuou niame pabomuuxos xomumema c¢ ABA
no AILLY.

Ecnu B aene mo IMYHOMY cOCTaBY MOA00paHbl JOKYMEHTBI TOJBKO Ha OIHY
OYKBY, TO B 3ar'0JIOBKE YKa3bIBAaCTCs OJIHA OYKBa, C KOTOPOW HAYMHAIOTCS (haMUTTUU
pabotHuKOB. Hanpumep,
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Jluyesvie cuema no sapabomuou niame pabomuuxkos komumema Ha A.

Ecnim B omHOM Jene MO JMYHOMY COCTaBY COJEPXKATHCS JTOKYMEHTHI,
chopmupoBaHHbIe 10 andaBUTy (paMUIUH 32 BECh TOJl, HaYalbHbIe OYKBBI IEPBOI
U nocieHel pamMunuu pabOTHUKA He yKa3biBatoTcs. Hampumep,

Jluyeswvie cuema no 3apabomuoti niame pabomHUKOS.

[Ipu onMcanny OTHOTO TUYHOTO Jieja YKa3bIBaeTCs (haMUIIUs, KM, OTIYECTBO
KOHKPETHOTO JIMI]a B UMEHHUTEIILHOM MaJekKe, KpailHUuEe JaThl €r0 MOCTYIUICHHUS U
YBOJIBHEHHS C pa0OThI, KOJMYECTBO JINCTOB.

[Ipu yka3aHuu B 3aroioBKax Ha3BaHUS OpTaHM3AIMU (32 HCKIIOYCHHUEM
dbonmoobpazoBarens), MOHKHOCTH, 3BaHHUS KOHKPETHOrO JIMIIA HEOO0XOIUMO
MPUBOIUTH UX MOJIHBIC HA3BAHMUSI.

Eciu B 3aronoBke yHMOMHHAETCS HECKOJBKO OpraHW3aluid WM JIHII
HEe00X0IMMO JlaBaTh UX BUAOBOE MoHsATHE. Hanmpumep,

Ilepenucka ¢ npeghexmypamu 2opooa Mockebl no 6onpocam HCUIUUWHOSO
cmpoumensbcmea.

3arojoBKM e, COAEpIKAIUe CTATHCTHYECKHUE OTYEThI, COCTaBIISIOTCS
C YKa3aHHEeM HOMEpOB (JOpM CTaTUCTUUECKOM oTueTHOCTH. Hampumep,

l'000601i pacuém no HA4YUCIEHHLIM U YHIAYEHHbIM CHPAXO08bIM B3HOCAM
Ha obs3amenvHoe coyuanvHoe cmpaxosanue (popma-4 @CC) 3a 2021 200.

Ecnu B nene uMeroTcsi TOKyMEHTHI HA MHOCTPAHHBIX SI3bIKAX, HEOOXOIUMO
yKazaTh 3TO B 3aroyioBke. Hampumep,

Ilepenucka ¢ unocmpannviMu npedcmasumenvbcmeamu 6 2opode Mockage
00 yuacmuu 6 nposedenuu /[nsa copooa 6 cenmsope 2021 2ooa.

Ha pycck. u anen. as.

N

llepenucka ¢ unocmpaHHbiMU npedcmagumenvcmeamu 8 2opooe Mockee
00 yuacmuu 6 npogedenuu /[Hsa copooa 6 cenmsaodpe 2021 2ooa.

Hmeromces 0okymenmol Ha anen. 3.

[Ipy HEOOXOAMMOCTH K TaKUM JOKyMEHTaM MOXXHO J1aTh aHHOTAITUIO
C YKa3aHHUEM JIUCTOB JIOKYMCHTOB.

I[Ipy onucanumm  TpPOTOKOJOB 3acemanui Komuccum no  jaenam
HecoepmennoneTHux (K/H), chopmupoBaHHBIX B OIHO NI€JI0 C TOKyMEHTaMHU
K HAM, 3aT0JIOBOK BBITJISIIUT CIAEAYIOIIUM 00pa3oMm:

Ilpomoxonvr NeNe [-5 3acedanuti xomuccuu u OOKYMEHMbl K HUM
(nocmanosnenus, onpeoenerus u op.)

B cayuae BeacHMS B ICJIONPOM3BOJCTBE JOKYMEHTOB K IIPOTOKOJIAM
3acenanusi KJIH otnensHo ot [Iporokonos 3aceqanust KJIH 3aromoBok BBITISIAT
CJIEAYIOIINM 00pa3oM:
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Loxymenmul k npomokoaam NeNe -5 3acedanuii komuccuu (nocmanosienus,
onpeoenenusi u op.).

5.2. Onucanue NOJJIUHHOCTH IOKYMEHTOB

JIJIsi ynpaBiIeHUYECKUX JOKYMEHTOB IMpPHU3HAKAMH IOJIMHHOCTH SIBJISIOTCS:
ounmanpHEld OJAHK OpraHW3alldd, HAJIWYWe IOINMCH JODKHOCTHOTO JIWIIA,
nevyatd opraHuzanud. [Ipyw Hanwuuu oQUIMANIBHOTO OJaHKa OpTraHW3aIllud M
TIOJIITMCH JIOJDKHOCTHOTO JIMIIA TIeYaTh He o0sA3arenbHa. Eciu JokyMeHT oopMIieH
He Ha OJIaHKe, TO MOAINKCH JOJKHOCTHOTO JIMIIA 3aBEPSICTCS MeYaThio.

[TomIMHHOCTH JOKYMEHTOB Jiejla B 3arojIoBKe K JiejaM C YIpaBICHUYCCKOM
JIOKYMEHTAITUEeH He OTOBapHBACTCH.

[Ipu omucaHuM JTOKYMEHTOB Jiella YKa3bIBACTCSA MX KOIMUHHOCTH, KOTOpAs
obo3Havaercss cioBoM «Komus» wmm «3aBepeHHAss KOMHS» TOCJIE 3arojioBKa
C MPOIMUCHOMN OYKBBI.

Ecin B Jiesie IMEIOTCS M TIOJUTMHHUKH, W KOIMW JOKYMEHTOB, M TaKHX JCI
B OITUCH - 3HAYUTEILHOE KOJMYECTBO, TO ATO OTMEYACTCS B MPEIUCIIOBUU K OIHCH
0e3 yka3aHus KOMMWHOCTH K 3ar0JIOBKAM JIEII.

JlaHHBIE O TTOJTMHHOCTH ¥ KOTIMHHOCTH, OTHOCSIITUECS KO BCEM JIOKyMEHTaM
Jiea, IPUBOIATCS IOCIIE 3aroJIoBKa CO CTpoYHOM OykBBI. Hanmpumep,

IlImamnoe pacnucanue oenapmamenma na 2021 200 u uzmenenus x Hemy.
Konuu.

Eciu 5T naHHBIE OTHOCSTCS JIMIIL K OJHOMY JIOKYMEHTY, YIIOMHHAEMOMY
B 3ar0JIOBKE, yKa3aHWE O MOJIMHHOCTH JIaeTCs IMOCJE OMMCAHUS 3TOr0 JOKYMEHTa
B 3ar0JIOBKE B CKOOKaX co cTpouHoM OykBbl. Hampumep,

IlImamnoe pacnucanue oenapmamenma na 2021 200 u usmenenus K Hemy.
(3asepennas konusi)

5.3. Onucanue cnocoda BoCIpou3BeAeHUS JOKYMEHTOB

Cnoco® Bocmpou3BeeHUsI JOKYMEHTOB Jelia yKa3bIBaeTcs Juisi Hauboiiee
IIEHHBIX JIOKYMEHTOB, a TaK)K€ B TEX CJIydasx, KOTJa OH SBISICTCS HEOOBIYHBIM
JUTSl TAaHHOTO BHJIa JOKYMEHTOB WJIM UMEET 3HAUCHUE TSl KX XapaKTEPUCTUKH.

Jiis 0603HaueHus: crnocoba BOCIPOU3BENEHUS YHOTPEOSIOTCS TEPMHHBIL:
pyKomuch, aBTorpad, MaIIMHOMHUCH, TEYATHOE HW3JAAHWE W JAPYTHE, KOTOPHIC
MIPUBOJISITCS TIOCTIE 3ar0JIOBKA CO CTpOUYHOM OykBbI. Hampumep,

Obpawenue Poccutickoti napmuu mpyoa k epaxcoanam Poccuu na 5 cvezoe
napmuu 18 anpens 1998 cooa. [lewamnoe uzoanue.
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5.4. CocraBiieHre AaHHOTALMM JOKYMEHTOB

AHHOTaIMSl JTOKYMEHTOB JieJla - KpaTKas XapaKTepHUCTHKA OTACJIbHBIX
JIOKYMEHTOB, TPYMIbI JOKYMEHTOB JieJia, COJCpKAHUE U OCOOEHHOCTH KOTOPBIX
HE OTpa)karoTCsl B 3ar0JI0OBKE JIENa.

AHHOTaIUsl COCTaBJISETCS Ha HauOoJsiee BaKHBIC JOKYMEHTBI WM TPYIIIBI
JIOKYMEHTOB JieJia, COJIep>KaHne KOTOPhIX HEOOX0AMMO OTpa3uTh OoJiee moapoOHO,
YEeM 3TO MOKHO CZIE€JIaTh B 3ar0JIOBKE J€a.

AHHOTHUPYIOTCSI, KaK MPaBUIIO, 0CO0O0 IIEHHBIE JOKYMEHTHI, JTOKYMEHTHI —
NPUJIOKEHUST K  OCHOBHOMY  JIOKYMEHTY,  JIOKYMEHThl  OpraHu3alui-
MPEAIIECTBEHHUKOB. BO3MOXHO Tak»ke aHHOTUPOBAaHHUE TOKYMEHTOB, COAEPKAIINX
CBOJHBIE CBEICHUS 110 INYHOMY COCTaBY, a TAK)KE COJIEPIKALIUX CBEICHUS O BUIHBIX
roCyapCTBEHHBIX, OOIIECTBEHHBIX JIEATENSNX, U3BECTHBIX JIMIAX B 00JIACTH HAYKH U
KyJbTYpBI, a Takke aBTorpadsl 3Tux Juil. Kpome TOro, aHHOTUPOBATHCS MOTYT
KapTorpaduueckue U u300pa3uTeIbHbIE MaTepUalIbl, IICHHbBIC MeYaTHbIC U3aHus,
UMEIOITUECS CPer JOKYMEHTOB U JIp.

AHHOTAIMS COCTABISAETCA B MOPSIAKE, IPUHATOM JJI1 OMUCAHUS OTACIBHOTO
JOKYMEHTAa WM TOPUBOJUTCA KpPATKOE H3JI0KEHUE YaCTH  COAEp KaHUs
AHHOTUPYEMOT'O JOKYMEHTA.

[Ipu aHHOTHPOBAHUU TEYATHBIX MATEPUAIOB (JUCTOBOK, OPOIIIOP W T.IL.),
MOMHUMO BHJIa JOKYMEHTa (JINCTOBKA, OpOIITIOpa), YKa3bIBACTCS TAKKE €T0 Ha3BaHUE
WJTU Ha4aJIbHBIE CJI0BA IOKYMEHTA (MPY OTCYTCTBUU Ha3BaHUs), BRIXOHBIE TAHHBIC.

B aHHOTanusx n300pa3uTEIbHBIX MaT€pUAIOB PEKOMEHIYETCS YKa3bIBaTh
Martepual, GopMaT JOKYMEHTA U CIIOCO0 €ro UCTIOJHEHHUS.

B anHOoTamuu, MOryT Takxke, MPHUBOJWTHCA HMEHA JIMI, Ha3BaHUs
OpraHu3alri, YIIOMUHAEMBIX B JOKYMEHTaX U UMEIOIIUX CYIIECTBEHHOE 3HAYEHUE
(MepevyucisaoTCsa B KOHIIE AHHOTAIIMHU TTOJI PyOPUKON «YTTIOMUHAIOTCS).

B KOHIle aHHOTaUMK TPUBOJATCS HOMEpa JIMCTOB aAHHOTHUPYEMBIX
JIOKYMEHTOB.

Bo wu30bexanue 3arpoMOXKACHHSI TEKCTa MPU AHHOTUPOBAHUM CJICYET
n30erath MPUMEHEHUS JTUITHUX (pa3 U BbIpAXKEHUN («B JOKYMEHTAX COJICPIKUTCS,
«JIOKYMEHTBI KaCaroTCs», U T.I1.).

AHHOTaIUsl TUIIETCS TIOC]e 3arojioBKa C KpacHoM cTpoku (ab3ara).
Hanpuwmep,

IIpomoxonvt NeNe 2-3 3acedanuii Ilonumcosema u 00KyMeHmbl K HUM.

llucomo Ilpeoceoamens /{yxosnoco Ynpaenenus mycynvmarn Eeponetickoti
yacmu Poccuu mygmus Pasuns [atinymouna o npazounosanuu 60-nemusi J{Ha
Ilob6eowvl 6 Benuxou Omeuecmesernnoti gotine. J1.71.
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Hepenucm Mockoeckoco komumema eemepanos BOUHbL C opeaHu3ayuAaAmMu
1O OCHOBHOLL OesimelbHOCIL.

llucomo nemuuxa-kocmonasma, o08axcovl Iepos Cosemckozo Corosa
B.B.I'opbamko (1.58)

5.5. BoisiBjieHHe U 0003HAYeHNe KPAWHUX JAaT JeJia

BakHbIM 3]IEeMEHTOM OINUCAHUSI JOKYMEHTOB SIBJICTCS OIpEICICHUE
KpalHUX J1aT JOKYMEHTOB, COCTABJISIONINX JIETI0.

5.5.1. HavyasnbHOW AaToi Aena [BISIETCS J1aTa COCTaBJIEHHS (PEruCTpaLlif)
CaMOr0 paHHEro JOKyMEHTa, a KOHEYHOW - JaTa COCTaBJCHHUsS (peructpaiuu)
CaMoOro MO3JIHET0 JOKYMEHTA.

[Ipu o603HaueHUH N1aThl CHAYalla YKa3bIBA€TCS YUCIO, 3aT€M MECSIl U TOJ.
Uwucno, mecs U Toj] nuiryTcst apadbckumu mudpamu yepes Touky (25.05.2006)

PexoMeHyeTcss yKka3plBaThb Ha3BaHHME Mecslla OyKBamH, €ClId TIpU
OTPENICICHUH J1aT JOKYMEHTa HEBO3MOXKHO YCTAHOBUTH UMCIIO, a TOJIBKO MECSIl U
roa. Ilpu srom k uudpoBomMy 0003HAUYECHHIO ToAa 00ABISETCS MOJHOE WIIU
COKpallleHHOE cJI0BO «roa» (dheBpans 2006 rona unu gpespans 2006 1.).

Kpome toro, ecnu A€o COCTOUT U3 OHOTO TOKYMEHTA WM IOKYMEHT HMEET
0CO0yI0 3HAUYUMOCTb, TaK)XE€ HCIOJIb3yeTcss O0O3HaueHuEe Mecsia OyKBEHHBIM
criocobom (25 mast 2006 roza).

Ecnu kpaitHue gaThl ena Uiy OTACIbHBIC UX 2JIEMEHTHI (YUCII0, MECSII, TOT)
OMPENENAIOTC NPUOTUZUTENBHO, TO JaThl WM OTIEJIbHBICE HX AJIEMEHTHI
3aKJII0YAlOTCA B KBajipaTHble ckoOku. Hanpumep, [He panee 1920 2.]; [He panee
mapma — He nozoce masa] 1921 e.; [He nozorce 15] mapma 1931 2.; 18 [aszycmal
1944 2.;18 aseycma [1944 2.]; [18 aseycma. 1944 2.].

5.5.2. OcoOeHHOCTH OmpeeeHNs KpaHUX AaT OT/ICIbHBIX BUIOB
JIOKYMEHTOB.

5.5.2.1. IOKyMEHTBI IOCTOSIHHOTO XPaHEHUS:

- JIaThl PacHOPSIAUTENBHBIX TOKYMEHTOB (MIOCTAHOBJICHUH, pacTOpSKEHUH,
MPUKA30B U JIp.) YKa3bIBAIOTCS 110 BPEMEHU UX YTBEPKICHUSI, & €CITU IOKYMEHTHI HE
JATUPOBAHBI, TO — TI0O BPEMEHU OMyOJIMKOBAaHUS WM BBEJICHUS B JICHCTBUE;

- TIOJIOKCHMS, WHCTPYKIIMHU, TpaBWjia, PETJIaMEHThl W T.M. JaTUPYIOTCS
10 BPEMEHH YTBEPKICHMUS;

- JlaTaMd TIPOTOKOJIOB SIBJSIOTCS JIaThl TPOBEIEHUS 3acelaHuid, MPHU
OTCYTCTBUHU Ha JOKYMEHTE JIaThl MPOBEICHUS 3aceJaHUsI MOKHO yKa3bIBaTh JIaTy
€Tr0 YTBEPIKICHUS;

- IPU OTNIMCAHUM aKTOB YKA3bIBAIOTCSA JIAThl UX COCTABJICHUS

- TIpY ONMCAHWH TUTAHOBO-OTYETHOM JTOKYMEHTAIIUH, IITATHBIX PaciuCaHui
BMECTO KpaWHHX JaT Jeja yKa3blBaeTcs mepuoj (roi, KBapTai, Mecdll) Ha (3a)
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Ha KOTOpBIM OHH cOcCTaBieHbl. Hampumep, yka3aHueMm KpalHMX Jar [Jena,
COJIEp KaIero mraTHoe pacnucanune opranm3zanuu Ha 2021 rox, Oynmer «2021y, mis
nena «byxranTepckue oTdeThl AenapramenTa 3a 1-2 kBaptaimsl 2021 rogay - «IHBaph —
utoHb 2021».

- €CIIM B JEJI€ UMEITCS TOKYMEHTBI-IPUIIOKEHUSA, KOTOPbIE JATUPOBAHBI
paHee MepBOro JOKYMEHTa Jelia, TO UX JaThl JOJDKHBI OrOBapHBAaThCA C HOBOM
CTPOKH IIOCJE 3arojOBKa: «UMEIOTCS JTOKYMEHTHI 3a ... TOJ»; HPHU aHHOTALUU
JIOKYMEHTOB YKa3bIBalOTCSI HOMEpA JIUCTOB;

- KpallHUMU JaTaMU >KypHaja (KHUTH) PETUCTPALMU SIBJISIIOTCS AaThl IEPBOI
U TIOCJIETHEH 3amuceid B )KypHalie (KHUre);

- €CJIM JIEJI0 COCTOUT U3 KOIMHI JOKYMEHTOB, U3TOTOBJICHHBIX 3HAYUTEIBHO
MO3KE COCTABJICHUS WX MOJJIMHHUKOB WJIM TOJy4YeHHbIe (oHI000pazoBareneM
JUTs1 paOOThI U HE CBSI3aHHBIE C €70 OCHOBHBIMH MaTepuaiamu (Hampumep, B hoHaax
peaKiuii, pa3IMuHbBIX KOMUCCHN U T.I.), TO KpaWHUMH JaTaMu OYAYT SIBJISITHCS
JaThl W3TOTOBJICHUSA KOMUM, a JaThl MOJJMHHUKOB MPHUBOISITCS B 3aroJiOBKE.
Hanpuwmep,

3aroJIoBOK:

Kypnan «I'panuy, 1949 200, NeNe 6-7. Penpunum.

Kpaiinue natel

1980

- npu O00O03HAYEHHM KpaWHUX Jar Jell, COJAEpXkallUX IEepernuckKy,
YKa3bIBAIOTCS JaTa PErUCTPALMH IIEPBOTO U MOCIEIHETO JOKYMEHTA B JCIIE.

5.5.2.2. JIoKkyMEeHTBI 110 TUYHOMY COCTaBY:

- KpalHUMHU JaTamMH JIMYHOTO Jiela paOOTHUKA SIBISIOTCS AaThl MPUKA30B
O €ro NpueMe U YBOJIbHEHHUH C PaOOTHI.

- KpaliHue JaThl pacueTHO-IIJIATEKHBIX BEJOMOCTEN 0003HAUAIOTCSI MECSIIIEM
U ToioM 6e3 00o3HaueHus yncina (saBapb— Mait 2021 r.).

Hanpuwmep,

3aroJyIoBOK Jiejia Kpaiinne natel
PacueTHO-1II1aTEXKHBIE BEIOMOCTH I10 sHBaph — Mai 2021
3apaboTHOM TIaTe
3a ssHBaph — Maii 2021 r.

- HpI/I OIIMCaHUH JIMLCEBBIX CUCTOB, IMYHBIX KapToqu, KOMIIJIICKCOB (HapH)IOB)
JJUYHBIX OCI, TPYJIOBBIX ,Z[OFOBOPOB BMCCTO KpaﬁHPIX JatT acjia YKa?)BIBaCTCH TOJIBKO
TOJ.
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5.6. ITopsinok onucaHusi NEPUOAUYIECKUX U3AAHUI M OIy0JIMKOBAHHBIX
JOKYMEHTOB

[Tpu onucaHuy BKIIOYEHHBIX B OMKCHU €] MaJOTHPAKHBIX EPUOTUIECKUX
u3aHui, OpolIop, OmMyONMKOBAaHHBIX JOKYMEHTOB OpTraHU3alMl U JAPYTHX
NeYaTHBIX ~ M3JaHUKA, B 3arojlOBKE  YYUTBHIBAIOTCS  OJJEMEHTHl  MX
OonbmmorpaduuecKoro OMucaHusI.

5.6.1. Ecniu u3ganue mpeacTaBisieT cOOOM aBTOPCKYIO CTaThio, KHUTY, TO
OTKCaHUE MPOBOJIUTCS CIEAYIOIIUM 00Pa30M:

B rpade «3aronoBok nena» yKas3bIBaeTCs aBTOp M Ha3BaHUE MEYATHOTO
u3nanus. Jlanee yka3pIBalOTCs €r0 BHIXOAHBIE JaHHbBIE (MECTO U TOJ U3JIaHHS).

B rpade «kpaitHue 1aTel» - TOA U3IAHUSL.

3aroyI0BOK Jejia Kpaiinue nats
[TerpoB A.b. bynymee Poccun 2005
M., 2005

5.6.2. Ecan u3paHue mpencTaBisieT coOoM OnmyOJMKOBaHHBIE JOKYMEHTHI
OpraHu3aluii (IOKyMEHTHI ChE3/0B, INIEHYMOB, KOHI'PECCOB U Jp.), TO ONUCAHHE
IPOBOAUTCS CIETYIOIIMM 00pazoM:

B rpade «3aromoBok jena» yka3blBaeTcd Ha3BaHue wu3naHus. [lanee
YKa3bIBAaIOTCS €0 BBIXOJIHBIE JaHHBIE.

B rpade «kpaiiHue paTtel» - KpalHUE AaThl JTOKYMEHTOB, BKJIFOUEHHBIX
B [IEYATHOE U3JaHUE.

Ecnun HazBaHue mne4aTHOrO W3JaHUS HE IIOJHOCTBIO OTPa)kaeT €ro
COZIEp’KaHME, TO B aHHOTALMU K 3aroJIOBKY YKa3bIBAa€TCs COCTaB BKJIIOYECHHBIX
B HET'O JJOKYMEHTOB U JIUCTHI JOKYMEHTOB.

Ecnu B u3nanuu omyOJIMKOBaHBI JOKYMEHTBI Che3fa, IUIEHYMa U JIp., TO
B aHHOTALMU YKa3bIBAa€TCS JaTa U MECTO MPOBEACHHS MEpONpUATUSA (€CU OHU
HE yKa3aHbl B HA3BaHUU OPOIIIOPHI).

3aroJIoOBOK Jeia Kpaiinue nater
Il cvesn JInbepanbHOM TapTuu 2004
Poccun. 25-26 cenrsiops 2004 r.,
MockBa. JIOKyMEHTBI 1 MaTEpUAJIBI.
M., 2005

5.6.3. Ecnu u3ganue JOKyMEHTOB OpraHu3aiuu (mporpamma, ycTaB, MPOEKT
HOPMATUBHOTO aKTa M JIp.) BBINOJIHEHO TUIMOTPAaCKUM CIOCOOOM, HO HE UMEET
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BBIXOJIHBIX JAHHBIX (YACTO BCTPEYACTCS B OOIIECTBEHHBIX OpTraHW3aIUsiX), TO
OMHCAHKE MMPOBOJUTCA CIAEAYIOIIHM 00pa3om

B rpade «3aronoBok fena» yka3zbiBaeTcs TOUHOE Ha3BaHUE TOKYMEHTA, Jajiee
YKa3bIBAa€TCs — IEYATHOE U3JaHUE.

Ecnu w3nanue mpexacraBisieT coOOM OTIEIBHBIM JTOKYMEHT, HEOOXOAMMO
yKa3aTh - K€M M KOTJa YTBEpXkJeH, NpuHAT). B Tpade «xpaitHue maTe» - oA
MPUHATHS WIN YTBEPKJICHUS JOKYMEHTA.

3aroJioBOK Jiena Kpaiinue naTel
Oo6pamenue Poccutickoit mapTun 1998
TpyJa K rpaxkaanaMm Poccuu, nmpunsToe
Ha 5 cpe3zae naptuu 18 anpesns 1998
roja.
[TeyaTHoe u3gaHMe

5.6.4. Onucanue nepuoANYECKUX U3AaHui (ra3eT, )KypHaJIOB, albMaHAXOB U
Ap.).

B rpade «3aronoBok aenna» yka3zblBaeTCsl BUJ IEPUOJUUYECKOTO U3TaHUS U €T
Ha3BaHUE B KaBbIUKaX, JaJie€ YKa3bIBACTCS MMO3aroIoBOK u3aanus («opra JIJIITPy,
«U37aHUE YIPABBI paiioHay, «OOIIECTBEHHAS TOPOJICKAsl ra3eTa» U JIp.) TOJ U3AaHUs
U HoMmepa u3nanusa. B rpade «kpaiinue matel» ykaswsiBaeTcsl roj uzganus. Ecmu
MEPUOANYECKHE W3HaHUs CrPYINIHUPOBAHBI B OTACJIbHBIE OIKUCH [0 BUIAM
MEPUOIMYECKUX U3JJTaHUH, TO B 3ar0JIOBKE BU]I U3JaHHSI MOYKHO HE YKa3bIBATh.

[Tepuonuyeckue u3anusi MOXHO (OPMHUPOBATH B OAHO JI€JIO 32 HECKOJIBKO
JIET, €CJIM MO3BOJIsIET 00beM JIOKYMEHTOB. B Takom ciiydae B rpade «3arojioBoK
Jie1ay YKa3bIBAIOTCS TOJIBI 1 HOMEpa M3IaHUH 3a KaXKIbIi TOJI, a B rpade «kpalHHue
JaThD» YKa3bIBAE€TCSI XPOHOJOTHUECKUN TIEPUOJ BKIFOYEHHBIX B €10 JOKYMEHTOB.
Hanpuwmep,

3aroJyI0BOK Jiejia Kpaitnue natsi

l'azeta «MockBa  CeBepo-3amany. sAHBapb-uroHb 2019
N3nanue npedextypsrl. 2019 roa.
Bermycku NoNe 1(422) — 24(445)

Anbmanax AccolMallud KOPEHHBIX U 2009,2011
MaJIOUMCIIEHHbIX  HaponoB  Cesepa,
Cubwupu u Jlanmsaero Bocroka PO
«Mup kopeHHBIX HapoaoB. JKusad
ApPKTHKa.

2009.NeNe22-23 — 27-28

2011. Ne29-30
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5.6.5. Eciii B onKCh BKJIFOYEHBI BBIPE3KH U3 T'a3€T U KYPHAJIOB 110 UCTOPUU
OpraHM3alyy, TO TPHU OMUCAHUHM YKa3bIBAIOTCS BHIBI JOKYMEHTOB (CTaThH,
UH(POPMAITMOHHBIE COOOIICHMSI, TJOKYMEHTHI U JIp.), @ B CKOOKax IOCJIE 3arojioBKa
YKa3bIBAETCS «BBIPE3KHU U3 ra3eT». Hampumep,

Cmamou, uHgopmayuonuvie coobuwjeHus, onyoIUKO8aHHbvle 6 CPedCcmeax
Maccogoti uHgopmayuu o desmenvHocmu meampa «JIynay (8vipesxu uz eazem)
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6. O®OPMJIEHHUE JEJI

Odopmienue aena MOCTOSHHOTO XpPaHEHUS U 110 JMYHOMY COCTaBy BKIIIOYACT
B ce0si KOMIUIEKC paboT Mo HyMepaluH JIMCTOB B J€J€, COCTABJICHUIO JIUCTA
3aBEpUTENS, BHYTPEHHEH omucHu (MpU HEOOXOIMMOCTH), MOJIIMBKE (MEPEIUIETY),
ohopmITeHITO 00JIOMKEK JIETI, TPOCTABJICHHUIO MM(PPOB HA JeTIax.

6.1. Hymepauusi 1ucToB

B nensx 3akpenieHust nopsaka pacioaoKeHUs! JOKYMEHTOB U 00ecTeueHus
UX COXPAaHHOCTH BCE JIUCTHl J€Na, KPOME JIMCTOB BHYTPEHHEW ONHCH U
3aBEPUTENbHON HAIIKUCH, HYMEPYIOTCS apaOCKUMU LIM(ppaMu BaJIOBOI Hymepaluen
YEpHBIM I'paQUUECKUM KapaHJalloOM B BEPXHEM IPAaBOM Yriy (He 3a/eBas TEKCTa
JNOKyMeHTa). JINCTBhl BHYTPEHHEN OMUCHU TIOKYMEHTOB JieJla HyMEPYIOTCSl OTAEIIBHO
(apabcxkumu dpamn).

Hcronp30BaHne YEpHUI WM LBETHBIX KapaHAAIIEW NPU HyMeEpamuu Jel
3aMpenaeTcs.

JIuctel Gospmoro ¢opmara Takke HyMEPYIOTCS B IIPAaBOM BEPXHEM YTy,
CKJIaJIbIBAIOTCA ((pasbIlyIOTCS) U MOJIIUBAIOTCA 32 OJUH Kpaidl. CI0XKEHHBIN JTUCT
(popmara A3, A2) pa3BopauuBaeTcs U HyMepyeTcs B IPaBOM BepxHeM yray. llpu
ATOM JIKCT JIF0O0Tro (hopmaTa, HOAIIUTHIN 332 OJJUH Kpail, HyMEepyeTcsl KaK OJIUH JIUCT.

Ecnu TekcT 1oKyMeHTa pacmoiokeH Ha 00euX CTOPOHAX JIMCTa, 00OpOTHAs
CTOpOHA JIUCTAa HE HyMEpYyeTCs, a MpU 0(OPMIIEHIUH CHOCOK Ha 000POTHYIO CTOPOHY
JUCTa JIOKYMEHTa YKa3blBaeTcs HOMEp JIMCTa C J100aBJIEHHEM «00», Hampumep,
1. 25 06.

JIUCT ¢ HaryXo HakJIeeHHbIMU JOKyMeHTaMu (pororpadusimu, BeIpe3Kamu,
BBIITMCKAMM U T.N.) HyMEpPYyeTCsl Kak OJMH JHCT. ECiM K JOKYMEHTY MOJIKJIECHbI
OJIHUM KpaeM JpYrue TOKYMEHTHI (pacUeTHbIC JIUCTKH K JIMIIEBBIM CUE€TaM, BCTABKU
TEKCTa, IEPEBOABI, BBIPE3KH U T.I1.), TO KAXKIBIHA JOKYMEHT HyMEPYETCs OTAEIBHO.

Ecnu B 1€710 BKIIFOYEHBI JTUCTBI — PA3ACIIUTENN MEXIY TOKYMEHTaMH, HA HUX
JNOJKHa  ObITh  uHGpOpManus (HaANUCh), KOHKPETU3UPYIOIIAs  MPHUHIIUII
CUCTEMATHU3ALMH JOKYMEHTOB B Jiejie (HAMMEHOBAHHUE CTPAHbI, BUAOB IOKYMEHTOB,
dbamunusi, uMsi, OT4ECTBO paboTHUKA U Ap.) OHU HYMEpPYIOTCS B BAJIOBOM MOPSIIKE
BMECTE C JOKyMEHTaMH.

Ecnu B nene uMeroTcs 4ucThle JUCThI, OHU HE HYMEPYIOTCS, a U3bIMAIOTCS
U3 Jena.

[ToamunTEIE B 1€710 KOHBEPTHI C BIOKEHUSAMH HyMEPYIOTCS, IPY 3TOM BHaJaje
HYMEpPYETCS caM KOHBEPT, a 3aTEM OYEPEIHBIM HOMEPOM KaXKJI0€ BIIOKEHHUE B
KOHBEpTE.
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[TogmmTeie B 1€70 JOKYMEHTHI C COOCTBEHHOW HyMepanuei JHCTOB
(BKJIrOUAsl MEYaTHbIE M3JaHWs) MOTIYT HYMEpPOBAaThCS B OOIIEM MOPSJIKE WIH
COXPaHATh COOCTBEHHYIO HyYMEpalMio, €CJIIM OHa COOTBETCTBYET IOPSAIKY
pacrnojiokeHus: JUCTOB B Jene. llpm 3TomM 00J0XKa MEYaTHOTO M3AaHUs
HyMmepyercs. Pop3all 1 Hax3all, IPU OTCYTCTBUU Ha HUX MH(POpMALUU, HyMEpALUU
HE NOJJIeXKaT.

dororpadun, uepTeKu, AUArpaMmbl U IPYTHe WITIOCTPATUBHBIC TOKYMEHTHI,
NPEACTABIAIONIME  CAMOCTOSITENIBHBIA ~ JIMCT B Jele,  HYMEpYHTCA
Ha 000POTHOI CTOPOHE HAa BEPXHEM IOJIE JIUCTA.

JIuCTBI 11N, COCTOSAUIMX M3 HECKOJIBKMX TOMOB HJIM 4acTed, HyMEpYHTCS
10 KaXJI0MY TOMY WJIM Ka)/0W 4aCTH OTHEJIBHO.

IIpn mpueme MOMIMUTBIX W NMPOHYMEPOBAHHBIX JIE€J B JIEJIONPOU3BOJICTBE
OpraHu3aluii, eciau OOHapyXEHbl OTJEIbHbIE HEMHOTOYHCICHHbIE OIIUOKU
B HyMEpalWdHU JHCTOB BO3MOYKHO IPUCBOEHUE JIMTEPHBIX HOMEPOB JIMCTaM,
Hanpumep, la, 16, Sa.

B ciydae OoipmIOro KOJMMYECTBA OLMIMOOK MPOBOJUTCS MEpPEHYyMEpalus
aucToB. [Ipu 3TOM cTapbeie HOMepa 3a4epKUBAIOTCS KapaHIallloM OJHOW HAKJIOHHOW
YEepTOi, a pSAJAOM CTaBUTCSI HOBBIM HOMEp JIMCTA (3aMpeIiaoTcs MOATUPKU U IPaBKU
CTapbIX HOMEPOB); B KOHIIE JIeJIa COCTABIISICTCS] HOBBIM JINCT-3aBEPUTEIb, IIPH ITOM
CTapbli JIMCT-3aBEPUTEIIb 3aUEPKUBACTCS, HO COXPAHAETCS B JIEIIE.

6.2. CocTraBiieHue JIUCTA-3aBEePUTEIA

JIucT 3aBepuTeNb COCTABIAETCS Il y4yeTa KOJMYECTBAa JIUCTOB B JENe
no ycranoBieHHoi popme (ITpunoxenne Ne 1.)

JIucT-3aBepuTENh COCTABISACTCA B JIeJie Ha OTAeNbHOM JucTe (popmara A4,
AS).

3anpemniaeTcss BHIHOCUTH JUCT-3aBEPUTENh Ha OOJIOXKKY Jieja WM YUCTHIN
000OpOT JIMCTa MOCJIEAHEro JOKyMmMeHTa. Eciau 1eno moamuTo Wik NeperieTeHo
0e3 OJlaHKa JMCTa-3aBEpUTENIsl, OH HAKIEHMBAETCS 3a BEPXHIOK YacTh JIMCTa
Ha BHYTPEHHEHW CTOpPOHE 00JI0XKKH Jela.

B nwmcre-3aBepuTene ykaspiBarOTCS MUGpPaMU U TPOIMUCHI0 KOJUYECTBO
MIPOHYMEPOBAHHBIX JIMCTOB M OTAEIBHO, Yepe3 3HAK «+» KOJUYECTBO JIMCTOB
BHYTPEHHEW onucH (MpH €€ HATUYHH).

B nwmcrte 3aBepurene oTMeuaroTcss OCOOEHHOCTH HyMEpAluH JIHCTOB,
(U3UYECKOTO COCTOSIHUS JOKYMEHTOB U (POpMHUPOBaHUS Jena:

- HJTMYIKE JINTEPHBIX HOMEPOB JIMCTOB;

- HJTMYKE MPONYIIEHHBIX HOMEPOB JINCTOB;

- HOMEPOB JIUCTOB C HAKJIEEHHBIMU (POTOrpaPusIMu;

- HOMEPOB KPYIMHO()OPMATHBIX JIHCTOB;
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- HOMEpPOB KOHBEPTOB C BIIOKEHUSIMU U KOJUYECTBO BIIOKEHHBIX B HUX
JIUCTOB);

- HOMEPOB MOBPEK/ICHHBIX JIUCTOB;

-HAJIMYUEe B JeJie TUNOrpapCKUX SK3EMIUISIPOB OpOUIIOP € KOJIUYECTBOM
JUCTOB B HUX, €CJIM OHU HE OBLIIM OTMEUEHBI B OOIIEH BaJOBOW HyMEpAIIMH B JIETIE.

KonuuecTBO JHUTEpHBIX, MPOMYIIEHHBIX JUCTOB JOHKHO YUYUTHIBATHCS
B WTOTOBBIX JAaHHBIX O KOJIMYECTBE MPOHYMEPOBAHHBIX JIUCTOB. Hampumep,
IIOCJIEAHUM JINCT Jea UMEET HOMeED 252, HO B JA€Ne €CTh JUCThI C HOMEpPaMH S5a U
30a u mpomymieH Homep 17. B aToM cimydae oOrmiee KOJIMYECTBO JUCTOB OyneT
COCTaBIIATh 252 + 2 — 1= 253.

JIucT-3aBepuTENh MOANUCHIBAETCS €r0 COCTABUTEIEM, YKAa3bIBAETCS €ro
JOJDKHOCTB, paciindpoBKa MOAMKUCH, JaTa COCTABIICHUS.

Bce nocnenyromire n3MeHeHHs B COCTaBE U COCTOSIHUM Jielia (MMOBPEXKICHHUS,
3aMeHa TMOJUIMHHBIX JTOKYMEHTOB) OTMEUAIOTCS B JIMCTE-3aBEPUTENIE CO CCHUIKOU
Ha COOTBETCTBYIOIINM aKT.

6.3. CocTaB/ieHHe BHYTPEHHE ONKMCH

BHyTpeHHss ONMHUCh JOKYMEHTOB COCTAaBIISIETCS B CIIy4ae HAJIM4YUS B JIEJIE
JIOKYMEHTOB, TPEOYIOIHUX 0COO0Tr0 yJerTa.

CocrapnieHue BHYTpPEHHEH omucH 00s3aTeNbHO IS CIEAYIONIeH KaTeropuu
nen:

- coJiepKaIux, 0Co000 IEHHbIC IOKYMEHTHI,
- KOMIUJIEKCOB (HapsIZIOB) JIMUHBIX JIET;
- TPYAOBBIX JOTOBOPOB (COTJIALIEHUN ).

Kpome Toro, BHyTpeHHsII OIUCh MOXKET COCTaBIISITHCA K JIEJIaM C JIMIIEBBIMU
cUYeTaMH 1o 3apabOTHOM TIaTe, TMYHBIMU KapTOUYKAMH, €CJIM OHU C(OPMUPOBAHBI
B JICJIONPOU3BOJICTBE HE MO aidaBuTy (QamMuinii, HO HE TMOMAJIEKAT PACIIUBKE,
K JIeJaM C TIePEeNucKoi, eclii OHU C(POPMUPOBAHBI IO XPOHOJIOTUUECKOMY TIPU3HAKY
0e3 yKka3aHusl TEMaTUKHU, HO KX 00bEM 3HAUUTEJICH U JIP.

BHyTpeHHsIs ONHUCh COCTABIAECTCS Ha OTIEIBLHOM JIUCTE MO YCTAaHOBJIECHHOMU
dbopme (mpuioxkeHue Ne 2), B KOTOPOH COJEPKATbCS CBEACHHUS O IOPSIIKOBBIX
HOMEpax JOKYMEHTOB Jiejla, X MHAEKCAX, JaTax, 3arojJoBKax U HOMEpax JUCTOB
nena.

BuyTpennsiss onuch K JenaM MO JUYHOMY cocTaBy (mpuioxkenue Ne 3)
BKJIIOUAET CBEJICHMUS O TMOPSIKOBBIX HOMEpax JOKYMEHTOB Jeia, 3arojoBKax
(bammust, UMs, OTYECTBO) M HOMEPAX JIUCTOB Jiea.

K BHyTpeHHEH ONHWCH COCTABISETCA WTOrOBas 3alUCh, B KOTOPOU
YKa3bIBAOTCS MIUGpaMU U MPOMKUCHI0 KOJIMYECTBO BKIIOUEHHBIX B HEE JOKYMEHTOB
Y KOJIMYECTBO JIMCTOB BHYTPEHHEU OIMKCH.
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BryTpeHnHss onuck moaAnuMckBaeTCs coctaButeneM. Eciau geno neperiereHo
WM ToamuTo Oe3 OjaHka BHYTPEHHEW ONMUCH JOKYMEHTa, TO COCTaBJICHHAs
110 YCTaHOBJICHHOH (hOpME OMHCH MOAKICUBACTCS K BHYTPCHHEH CTOPOHE JTUIECBOM
00JIOKKH Jela.

W3MmeHeHus: cocTaBa JTJOKYMEHTOB Jieia (M3bATHS, BKIFOUCHHUS JOKYMEHTOB,
3aMeHa WX KOMUSIMH W T.1.) OTpakaroTcsi B rpade «llpumeuanus) BHyTpEeHHEH
OMMCH CO CCBHUIKAMH Ha COOTBETCTBYyIONIME akThl. [Ipm HeoOXoaumMocTH
COCTABJISICTCSI HOBAasi MTOTOBAsl 3allUCh K BHYTPEHHEH OMUCH W 3aBEpHUTEIIbHAS
HaJIMCh Jeiia.

JIUCTBI BHYTPEHHECH ONHUCH JieJla HYMEPYIOTCS OTJACIbHO apaOCKUMH
rdpamMu U B JIUCTE-3aBEPUTEIE JeiIa YKa3bIBAIOTCS Yepe3 3HAK «+».

6.4. IlonmuBka (mepemnJier) aeja

[TogmmBka (meperier) Jel MPOU3BOAUTCS TOJBKO TOCJE 3aBEpIICHUs
AKCHEPTU3bI IIEHHOCTH BCETO KOMIUIEKCA JOKYMEHTOB M COCTABJICHUSI ONTUCEH JeTI.

JIOKyMEHTBI TOCTOSTHHOT'O XPaHEHHUS U 10 JUYHOMY COCTaBY, COCTaBIISIIOLINE
Jiena, TMOIIMBAIOTCS Ha YEThIpe MPOKOJia B TBEPAYIO OOJOXKKY M3 KapTOHA WIIU
MEPeruIeTaloTCsl C Y4YeTOM BO3MOXKHOCTH CBOOOJHOTO YTEHHSI TEKCTa BCEX
JOKYMEHTOB, J1aT, BU3 M pE30JIOUMA Ha HUX. MeETaNIM4ecCKue CKpEIICHUs
(OyiaBKH, CKPETIKH) TOJKHBI OBITh yJIaJIC€HBI U3 JIETT.

Ecnu  nokymeHTBl HE WMEIT TMOJied, Tpu TMOJAIIMUBKE HEOO0XO0IUMO
HapalMBaHUE «KOPEIIKOB» K JOKYMEHTaM WM HCHOJb30BAaHUE JPYTUX
TEXHUYECKUX MPUEMOB.

Jlena MOCTOSTHHOTO CpOKa XpaHEHHs, COCTOSIIME M3 0CO00 IEHHBIX WM
He(OPMATHBIX JOKYMEHTOB, JOJKHBI XPAHUTHCA B 3aKPBITBIX TBEPHABIX MaIKax,
KOpOOKaxX MJIM B 3aKPBITHIX METAJUIMYECKHX ITKadax.

[TongnuHHBIE JWYHBIE JIOKYMEHTHI  (YAOCTOBEPEHUS, CBHUAETENBLCTBA,
aTTecTaTbl, JUIJIOMBI W Jp.) TMOJIIMBKE HE TMOJJIeKaT, OHU BKJIAJbIBAIOTCS
B KOHBEPTHI, KOTOPHIE 3aT€M TMOAIIUBAIOTCS B Jea.

[Iepenner urpaer BaXHYIO pOJb B COXPAHHOCTH €A U MOATOMY JOJKEH
OTBE€YaTh CBOEMY 3alUTHOMY HAa3HAYEHUIO, HW3TOTOBIATHCS C MPUMEHEHHEM
CIIOCOOOB, TIPHEMOB M  MaTepHAOB, YAOBJICTBOPSIOMIUX  OMPEICICHHBIM
TpeboBanusIM. JIJIsi TIEPETUIETHBIX IIeIe W3TOTaBIMBACTCA KapTOH TOJIIMHON
or 0,75 no 3 mm. IIpuMmeHsitorcst clienyromne BUAbl KapTOHA: IMEpPEIUICTHBIN,
KaJIMOPOBaHHBIN, TIpecIInaH u Ap. [[BeT kapToHa CBETIbIN, YTOOBI AeaTh HAAUCH.

Kapton gnomkeH UMeTh TJAAKyH, HEKOPOOJEHHYI0 IOBEPXHOCTb,
0€3 CKJIaIOK, MOPIIMH, TOCTOPOHHUX BKJIIOUCHUH U JIp.
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Jlns meperiera NPUMEHSIOTCS TMEPEIUIETHbIE MaTepuaibl Ha TKaHEBOM
OCHOBE: KOJIEHKOD, JienepuH U Jp. Mcmonp30oBaHHE NEPEIUIETHBIX MaTEpHAIOB
Ha OYMa)KHOUM OCHOBE HE pa3peliaeTcs.

Jlns OpoIIIOpOBOYHO-TIEPEIIETHRIX paboT ucmoyib3yroTes kel «IIBAy.
Kiieii KOHTOpCKWM, KAaHLENSAPCKUM HE MPUTONEH, T.K. KJIEH JOJKEH OTBEYaTh
MOBBIIIIEHHBIM TPEOOBAHUSM B OTHOIIEHUH CTOMKOCTH, aHTUCENITUUYECKUX CBOMCTB
1 OE3BPEIHOCTH, a TIIaBHOE HE pa3pyliaTh Oymary B JieJie.

6.5. Ogopmiernne 00,105KKH 1ej1a

Odopmiienre 00J10KKH Jiesia TPOU3BOJAUTCS MTOCIE COCTABIECHUS OMKCEH Je.

Odopmienre 0OJ0XKKU JieJa OCYIIECTBISETCS M0 YCTaHOBJIEHHOW (opme
(mpumoskenuro Ne 11, 12, 13).

Ha nuueByto cTOpoHy 00JI0KKH Ji€71a BBIHOCSITCS CIEAYIOIUE CBEICHUS:

- HAMMEHOBAHKE OPraHU3aluU U €€ OJYMHEHHOCTH;

- HAMMEHOBAHKE CTPYKTYPHOI'O MOAPAa3/ACIICHNUS;

- UHJIEKC JieJa 10 HOMEHKJAaType e, Homep Toma, rpud «JICID» - npu ux

HaJIM4yuu,;

- 3ar0JIOBOK JIEJIA;

- KpallHue JaThl JIejia WK J1aTa Jena;

- KOJIMYECTBO JINCTOB B JIEIIE;

- CPOK XpaHEeHUs Jena;

- apXUBHBIN mKdp aena

Ha 0065105kKe 7eJ1 MOCTOSIHHOTO XpaHEHUs! TPELyCMaTPUBAETCSI MECTO BBEPXY
cieBa I HAWMMEHOBAaHMS TOCYAApCTBEHHOIO apxXuBa, B KOTOPBIM Jena
OpraHu3anuu OyayT NPUHSTHI.

HanMeHoBaHHMe OpraHu3anuy NPHUBOJIUTCS IMOJIHOCTBIO B MMEHUTEIBHOM
najexxe, B CKOOKax Jaercs ee O(UIMAIbHOE COKpallleHHOE Ha3BaHUE
B COOTBETCTBHM C YYpPEIUTEIbHBIMU JOKymMeHTamMu. l[lomHOoe HamMeHOBaHUE
BBILIECTOSIIIEr0 rocyapcTBEHHOI 0 oprasa, oprasa MECTHOI'0
CaMOyNpaBJIeHUsl, OpraHu3anuu  (MOJYMHEHHOCTb)  YKa3blBaeTcsd  HaJ
HauMeHoBaHUeM (hoHmo00pa3oBaTelsi B UMEHUTENbHOM naaexe. [lpu n3menenun
HAaMMEHOBAaHHs OPraHU3ALMHM B TEUYEHHE MEPHOJIa, OXBATHIBAEMOI0 JTOKYMEHTaMHU
nena, Ha OOJIOKKE Jiea YKa3bIBaeTcs IMOCieJHee HAaMMEHOBAHWE OpraHU3alluyu 3a
3TOT MEPHUOI.

HanMeHoBaHHe CTPYKTYPHOIr0 moJpa3JejieHUsl YKAa3bIBAE€TCSA MO TEM Ke
paBUIaM.

Nuaexce nena (neno Ne) mpocTaBiseTcs B COOTBETCTBUM ¢ HOMEHKIIATypOn
Jen, NEeUCTBYIOIEH B MEPHUOJ, KOrjaa Jeia0 ObLIO 3aKOHYEHO JIENIONPOU3BOJICTBOM.
Ecnm HOMEHKIIaTypa J1eN B OpraHu3alii OTCYTCTBYET, TO MHAEKC JIENa HE YKA3bIBACTCSL.
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Ha ypoBHE peKBH3WTAa «MHIEKC Jiefia» CIpaBa YKa3bIBA€TCS HOMeEpP TOMA, €CIM OH
UMEETCS.

3aroJioBOK Jejia Ha OOJIOKKY NEPEHOCUTCS TMOJHOCTBIO W3 KapTOUYKU
(omucH), COCTaBICHHOW MPHU OMHCAHUM JOKYMEHTOB, C yKa3aHHUEM KOIMUWHOCTH,
crioco0a BOCIIPOU3BEACHUS TOKYMEHTOB, aHHOTAIIUH.

B cnyuae, xorja 1em0 COCTOUT U3 HECKOJIBKUX TOMOB, Ha O0JIOKKY KaXKJI0TO
TOMa BBIHOCHUTCSI OOIIHI 3aT0JIOBOK JIeJia, a 3aTeM 3aroJIOBOK KaK10TO TOMa.

Kpaiinue gaTsl feia Ha 00JI0KKe Jea YKa3bIBalOTCA CIAEAYIOINUM 00pa3oM:
CHauaja 4HuClo, 3aTeM Mecsl U roj. YUucimo u roja o0o3HAdaloTCs apabCKUMU
nudpamu, HazBaHUE MecsIa — Nponuchio: «24 centaops 2020 — 30 nexadpst 2020».

Ecnu neno mMeer kpailHIOIO JaTy TOJIBKO TOJ, TO Ha OOJOXKKE Jena Toj
o0o3Hauaetcst apabckumu muppamu: «2020 romy.

Ecnu B neno BKIIOYEHBI TOKYMEHTHI (ITPHIJIOKEHUS U T.I1.), JAThl KOTOPBIX
BBIXO/AIT 32 KpallHUE JaThl JIe]ia, TO TOJ AaTaMH Jieja ¢ HOBOM CTPOYKH JIETAeTCs
00 3TOM 3aIUCh: «B JEJI€ UMEIOTCS JOKYMEHTHI 32 ... TOJIbD».

JlaThl Aena MOTYT HE yKa3bIBaThCS Ha OOJOXKKE 1€, COAEPHKAIINX TOJOBbIE
IJIaHBI M OTYETHI, TaK KaK OHU OTPAXKAIOTCA B 3ar0JIOBKAX JIEJI.

Ecnu pemo coctouT W3 OJHOrO JOKYMEHTAa M €ro Jara OTpaXKaeTcs
B 3aroJIOBKE, TO Ha OOJIOKKE JIeJT JOCTAaTOYHO YKa3aTh €€ TOJIbKO B 3ar0JIOBKE.

KoJsmn4ecTBO JIMCTOB B Ji€/ie MPOCTABIISETCS HA OCHOBAaHUU 3aBEPUTEIBbHON
HAJIUCH JIeTia.

Ha oO0Onoxkkax gen yka3plBaeTCsi CPOK XpaHeHusi jAejqa. Ha jgenax
MOCTOSTHHOTO CPOKa XpaHEHHsS MNUIIETCS: «XPAHUTh NOCTOSIHHO», Ha Jejax
[0 JUYHOMY COCTaBy yKa3bIBaeTcs «XpaHutb 75 jer», «Xpanutb 50 jger»,
«XpaHutsb 45 jger» u T.1I.

Hannmucu Ha 00mokke nena clieqyeT MpPOU3BOJUTH YETKO, pa30OpUYHBBIM
IIOYEPKOM, TEMHBIMU UYEPHWIAMHU WA TYUIbIO, LMIAPUKOBOM PYYKOM C UYEpPHOU
nactoil. cronbs30BaTh NBETHBIE YepHUIIA, (DIOMACTEPHI, FT€TUEBbIE U KAWL PHBIE
PYYKH 3aIperiaercs.

Bechb TekcT mnumiercs Ha OOJIOXKKE, OTCTynas OT KpaeB HE MeEHee
2 CAaHTUMETPOB.

He pexomenayercs BMecCTO 3amojHEHHUS OOJOXXKKH HAKJICUBAHUE JIMCTOB
C Hale4YaTaHHBIM TEKCTOM, TaK KaK HAKJICCHHBIEC JIUCThI CO BPEMEHEM OTPBIBAIOTCS
OT 00JIOKKH, JENI0 ocTaeTcs 0e3 mudpa u 3arojioBKa.

B nenax ¢ TeMHBIM MeperyieTOM WM MOMENIEHHBIX B TMAINKH C OOJIOKKON
u3 OyMBHHMIIA 00JIOKKHA O(DOPMIISIIOTCSA HA JIMCTEe Oymaru, KOTOPbIA BKJIECUBAETCA
noa 00s10:kKy. Ha HeM BoCipOu3BOJSATCA BCE 3JIEMEHTHI O(DOPMIIEHHS OOI0KKH.
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[Tpu namuuum rpuda «ACID» Ha nokymeHTax Jieia B MPaBOM BEPXHEM YTy
OOJOXKKM Jena TOJ IITaMIIOM JielaeTca oTMeTka «Jlias  ciiyxeOHOro
M0JIb30BAHUS.

6.6. IIpocTraBiienue apxuBHOro mudpa geiaa

Ha o6noxke nenma mpocrtaBisieTcss apxuBHbIM mudp nera. OH cocTOUT
u3 HoMmepa GoHJIa, HOMEpa OMUCH U MOPAIKOBOTO HOMEpA Jeja MO OMHUCH.

ApxuBHBII mU(p TPOCTABISIETCA MOCIE YTBEPXKIACHHUS WM COTJIAcOBaHUS
omucu nen [IOIIK, OIIK apxuBHOro opraHa, YTBEpXKJACHUS OMNHCU €l
pyKOBOAMTENIEM opraHu3anuu. J[o 3Toro Homepa Jieja Ha 00JI05KKaX MPOCTaBISIOTCS
KapaH/IalIoM.

JUis TpOCTaHOBKM apXWBHOTO MIHM(pa pPEKOMEHAYETCS HCIOIb30BaTh
cneuraneHelii mramn. udp mpocraBisercs Ha JUIEBOW CTOPOHE OOJIOXKKH
B HW)KHEM JIEBOM M BEPXHEM IMPAaBOM YIJIaX, MPHU 3TOM BEPXHAS 4acThb OOOMX
n3o0paxeHuit mudpa 10mKHa ObITH OOpalleHa K cepearHe 0010Kku. Ha 06510kkax
Jen K ToKyMeHTaM popmarta AS BO3MOKHA TPOCTAaHOBKA OJTHOT'O ApXUBHOTIO MIK(pa
B HUKHEM JIEBOM YTIIy.

Ha neHHbIX WM XyJ0’KECTBEHHBIX MeperuieTax Jeia mudp MpocTaBiseTcs
Ha 000poTe neperieTa.

Ha temHbIX mepemierax AJjis NPOCTaBICHUS MIU(pa AeNalTcs HaKICHKU
U3 CBETJION Oymaru, a Takxke IH@p MOBTOpPAETCS Ha JUCTe Oymarv, KOTOPBIN
BKJICMBAETCS 101 00JIOXKKY JIJIs1 €€ 0(popMIIeHHUS.

[Ipu nepBoHaYaIbHOM MOCTYIUIEHUH /€71 (JOHAA B TOCYAAPCTBEHHBIA apXUB
HOMED (OHJIa B ApXUBHOM I pE 3aMoHsIeTCs paOOTHUKAMH apXuBa MPH IpHeMe
JIOKYMEHTOB.
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7. CUCTEMATHU3ALIUA AEJI B OITUCH

7.1. Tlocne 3aBepuieHusi pabOTHI MO OINMWCAHUIO €], KAPTOYKU HA HUX
CUCTEMATU3UPYIOTCS IO BBIOPAaHHOMY JUIsl JaHHOTO (OHAA MPUHIIUAITY
CUCTEMATHU3AIMH WM B COOTBETCTBUHU C COCTABICHHOM JIJIs1 TAaHHOTO (hOHIA CXEMOM
CHUCTEMAaTH3alMKA (32 OCHOBY MOXXHO B35ITh HOMEHKJIATYPY JAEJI OpraHHu3allvu).
CxeMa cucteMaTtu3anuu Jen sBIsSEeTCS OCHOBAHUEM JIJIsl BHYTPEHHEH OpraHu3aiiu
Jies apXUBHOTO (OH/IA U 3aKPETUISIETCS OMUCHIO (OMTUCAMH).

CxemMa cucreMaTu3alMi el apXUBHOTO (OHAA  yHpaBICHYECKOU
JOKyMEHTAIlMU MOXET OTpakaTh HCTOPUYECKH CJIOKUBIIYIOCS CTPYKTYPY
dbongooOpazoBaTensi, ero (yHKIMU, HaAOpaBlIeHUS JCATEIBHOCTH, COCTaB
JTIOKyMEHTOB (hoHAa (110 BUAaM).

CxeMy CUCTEMaTH3alMKM KPYITHBIX KOMIUIEKCOB JOKYMEHTOB OpraHW3aIlui
CO CIOXXHOM CTPYKTYypoM Iienecoobpa3Ho coriacoBath Ha [IDIIK I'maBapxuBa
MOCKBBL.

OT0 HeoOXoAMMO B CIOydasX, €CIU  CTPYKTYpHbIE  H3MEHEHUS
dbongooOpazoBaTensi ObUIM CIOKHBIMU, M B JICJIONPOU3BOJICTBE B TEUCHHUE
HEKOTOPOTO BPEMEHH HE OBIIO YETKOTO pacipeesIeHUs 0 ToAaM U CTPYKTYpPHBIM
NOJpa3ieNieHusIM, MpU OOJBIIOM O00BEME JOKYMEHTOB B OECCTPYKTYPHBIX
OpraHW3anusx, Korga KiacCu(UKAIUs WX 110 MPUHIUIY 3HAYUMOCTH WIIH
XPOHOJIOTHH 3aTPyJIHEHA, MPU YaCTO MEHSIOIIEHCS CTPYKTYpe OpraHu3allud, Mpu
dbopMHUpOBaHUU KOJUICKIIUN JOKYMEHTOB U JIp.

7.2. B 3aBHCHUMOCTH OT CXE€Mbl CHCTeMaTu3aluu (oHma, ero oodbema,
OCOOCHHOCTEM JeJOMpPOU3BOJCTBA OpraHW3alMk Ha Jena  ofaHoro ¢GoHaa
COCTABJISICTCS OJTHA WJIH HECKOJIBKUX OTTUCEH.

Onrcy MOTYT COCTABIISITHCS Ha:

- JIeJia OpraHu3alvy 3a ONPEAECIECHHBIA XPOHOJIOTHUYECKHUIM TTEPUO/T;

- Ha BCE JIeJIa OpraHU3aIiK 10 MOMEHTA €ro JUKBUJIAIUU, €CITH OpTraHu3aIlus
MpeKpaTHiia CBOE CYIIECTBOBAHUE;

- JieJia OJTHOM CTPYKTYPHOM 4acTH OpraHU3aluy mpu 601b6110M 00beme poHaa
(ctpykTypHble noapazneneHus Mbopunm u IIpaBurensctBa MOCKBBI) WM, KOTHa
opraHuzanus-QpoHa000pa3oBaTelb MpeKpaTuia CBOe CyIIeCTBOBAHMUE;

- Ha Jaema oAHOro BHUAAa (TIEpENMHMCKa OpraHW3aIlid, aKThl IPOBEPOK
B KOHTPOJIBHBIX OpraHaxX, PyKOIMCH B HM3AaTCIIbCTBaX, MEPUOJIMUCCKHUEC H3TaHUS
OpraHu3alvy U JIp.).

Jlena mo ATMYHOMY COCTaBY OPTaHU3AIUHU BBIJEISIOTCS B OCOOYIO TPyIIy,
CUCTEMATU3UPYIOTCS O0OOCOOJICHHO W BKJIIOYAIOTCS B OTACIBHYIO OIUCH WITU
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HECKOJIbKO omucel. [Ipu Oombiiom oObeMe TOKYMEHTOB BO3MOXKHO (DOPMHUpPOBaHHE
OTAETBHBIX OIUCEN MO BUIaM JOKyMeHTOB. Harpumep,

Onucwy Ne ILnc den, 0OKYMEHmMOo8 no JTUYHOMY COCMAsy (Npuxasvbl No JUYHOM)
cocmasy).

Onuce Ne 3nc Oen, OOKyMeHmMO8 NO JUYHOMY cOCmasgy (luyegvle cuema
PAboOmHUKO8 NO 3apabomHol niame).

7.3. Pacnipenenenue nen BHyTpU (HOHIA MPOBOAUTCS C YIETOM CICAYIOIINX
MPU3HAKOB:

- CTPYKTYPHOTO (B COOTBETCTBUU C MPUHAIJICKHOCTHIO JCJI K CTPYKTYPHBIM
NO/Ipa3/IeTICHUSIM;

- XpOHOJIOTHYECKOTO (IO MEePUOIaM WU J1aTaM, K KOTOPbIM OTHOCSITCS JIeJia);

- (PyHKIITMOHAIBHOTO, OTPACIEBOT0, TEMATUYECKOTO, TPEIMETHO-BOIIPOCHOTO
(c yuetom GyHKUMIA OpraHu3aldd, TEM WM BOIMPOCOB, KOTOPHIX Kacaercs
CoJiepKaHue Jien);

- HOMUHAJIBHOTO (TI0 BUJIaM U Pa3HOBUIHOCTSIM JJOKYMEHTOB);

- KOPPECTIOHIEHTCKOT0;

- reorpauyecKoro;

- aBTOPCKOTO.

Kak mnpaBuno, gena cuUCTeMaTHU3UPYIOTCS IO MpPHU3HAKaM, IMPUMEHEHUE
KOTOPBIX HauboJiee 1eaecoo0pa3Ho JJisl BCEX WIM OTACNBbHBIX IPYII JOKYMEHTOB
¢donaa. Yaie Bcero npu cucTeMaTU3alii UCIOIb3YETCsl HECKOJIBKO MTPU3HAKOB.

7.4. [lena nelCTBYIOIIMX OPTraHU3AMKA PEKOMEHYETCSI CUCTEMATU3UPOBATh
B ONHUCU JIeJI, JOKYMEHTOB IO XPOHOJOTMYECKU-CTPYKTYPHOMY MPU3HAKY
(mprtoxenust NeNe 16,17), T.e. cHayana mo rojam, a B mpejaeiaax Kaxjaoro rojaa -
M0 CTPYKTYPHBIM MOApPa3/IEICHUSIM, pacroyiaras ux COrjlaCHO HOMEHKJIAaType Hell
(pu ee OTCYTCTBUHU - B COOTBETCTBUU CO CTPYKTYPOI OpraHHU3aIlvu).

OueHb peako NOPUMEHSAETCS  CTPYKTYPHO-XPOHOJOTHYECKas  CXeMma
CUCTEMATH3allMk, KOrja JieJla B OINUCH TPYIIHUPYIOTCS MO CTPYKTYPHBIM
NoApa3JeiCHUsM OpraHu3allii, a B Mpeaesiax KaxJou TPYyMIbl MO0 XPOHOJIOTHU
(B OCHOBHOM B (DOHJ1aX JIMKBUAUPOBAHHBIX OpPraHU3AINI, KOT/1a ONMCh HAUMHAETCS
C TIEpBOr0 HOMEPA, a HE SABJISIETCS MPOAOJDKEHHEM). sl yupexaeHuil ¢ mpoCcTon
CTPYKTYpOH MOXKET NPUMEHATHCS HOMHUHAJIBbHO-XPOHOJOTUYECKUN MPU3HAK
CUCTEMAaTHU3alMH Jiell (10 BUJaM IOKYMEHTOB, BHYTPH MO XPOHOJIOTHH).

He  nomyckaercs  W3MEHEHME  TpU3HAKa  CUCTEMAaTH3alUd  JIell
B IIPOJOJIKAFOILIEUCS OIUCH.

7.5. Jlna OecCTpyKTYypHBIX OpraHu3aiuil MPUMEHSETCS XPOHOJOTHYECKU-
NpeIMETHBIN MPU3HAK CUCTeMaTH3aluu ieil. B TakoMm citydae B mpejesnax roja jaena
pacrojaraloTcsi Mo TpynnaM, COOTBETCTBYIOIIMM OCHOBHBIM HampaBJIECHUSIM
NESATETLHOCTH OPTaHU3aIuH JIMOO0 IO CTENEHN 3HAYNMMOCTH JIOKYMEHTOB.
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7.6. Ilpm cuctematuzanuu Jei B MpeAesiax Troja B OecCTPyKTYpPHBIX
OpraHu3alysIX WU B MpEAesax CTPYKTYPHOIO NOJpa3JeleHUs B OpPraHHU3aLUsX,
UMEIOIIUX  CTPYKTYpHbIE  MOJApA3elieHHs, Jella MOryT  pacloyiaraTbCs
N0 3HAYMMOCTU (PYHKIMI OpraHu3anuu WIM [0 3HAYUMOCTH JIOKYMEHTOB,
BKJIIOUEHHBIX B JIeJia.

Kak mpaBuio, Ha nmepBoe MeCcTO MOMEIIAIOTCS Jiejla ¢ PaclopsAuTEIbHbIMU
JIOKyMEHTaMU (B Haydaje BBIIIECTOALIMX OpraHU3aIuii, 3aTeM caMOi OpraHu3alIiu-
¢donmooOpazoBarensi) B TaKOW MOCIEAOBATEIBHOCTH: MOCTAHOBJICHUS, MPHUKA3HI,
pacnopsbkenud. Jlanee B mpedenax CTPYKTYPHBIX —MOJpa3feieHUul  Win
TEMaTUYECKUX TPYMNI Jiejla CUCTEMATU3UPYIOTCA MO MX 3HAYUMOCTH MPUMEPHO
II0 TAKOU CXEME:

- IPOTOKOJIBI U JOKYMEHTHI K HUM;

- IJIAHBI, CMETHI;

- OTYETHI;

- CTIPaBKW;

- IepenuckKa

7.7. Ilpu cucteMaTusanuu Aesl HEOONbIIUX MO 00beMy (DOHIOB, a TaKKe
OTJICJIbHBIX KOJUICKIUNA TMPUMEHSIETCS TEMaTUYECKU-XPOHOJIOTHYECKass CXeMa.
TemaTudeckue rpymibl 1€ pacroiaraloTcs Mo 3HAUMMOCTH HAMEYEHHBIX TEM.

7.8. Takxke MOTyT TPHUMEHSITHCA XPOHOJOTUYECKU-HOMUHAIbHAS |
HOMHUHAJIBHO-XPOHOJIOTMYECKAas CXEMbl CHUCTEMaTu3aluu Jed  (Omuch  Jied,
nokymeHToB «Ilepenucka Mapuu u [IpaButenbctBa MOCKBBI).

HomuHansHO-XpOHOIOTHYECKas CXeMa CHCTeMAaTH3alui PEKOMEHIYEeTCsI TIPU
COCTABJICHHH OIMCEH JIeJ M0 JUYHOMY COCTaBY JIMKBUJIMPOBAHHBIX OpPTaHHU3AIUN
pu OOJIBIIIOM 00bEME TOKYMEHTOB, KOTJIa YIOPSAT0YCHHUE JOKYMEHTOB IIPOBOUTCS
3a BCE BpeMs CYIIIECTBOBaHUS opranu3aiuu (mpuioxenue Ne 18).

7.9. Tlpu dopMupoBaHuM OO0BEAMHEHHOTO APXWUBHOTO (DOHIA, APXUBHBIC
doHAbI, BOWIEAIIME B €ro COCTaB, MOTYT paclojararbcsi IO 3HAYUMOCTH
dbon000pazoBaTeseii, Mo XpOHOJIOTHU UX CO3JIaHusl, 10 al(aBUTy HA3BAaHUM U T.I.
B npeaenax kaxxaoro poHaa MPUMEHSIOTCS pa3HbIe CXEMbl CUCTEMATHU3aIINH, BIOOD
KOTOPBIX OMPEIEISACTCS XapaKTEepOM MACSITEIBHOCTH KOHKPETHBIX OPTaHU3aIUi.
[Tpuuem nena oObeAUHEHHOTO (OHJA MOTYT OBITH BKJIFOUEHBI KaK B OJIHY OITUCH,
TaK U COCTAaBJISITh HECKOJBKO OMMCEH MO JOKYMEHTaM KOHKPETHBIX OpTaHH3aIluH,
BOIIEIINX B 00beTMHCHHBIN (HOH/I.

7.10. Cucremaruzamus [€J1 KOJUIEKIIMU OIPEACISIETCd MX TEMATUKOU M
COCTaBOM JIOKYMEHTOB. Bo3MoOXxHa TpynmnupoBka Jel [0 aBTOPCKOMY,
HOMHUHAIBHOMY, TEMAaTHICCKOMY MPU3HAKY H JIPYTHM.

7.11. Tlpum cuctemMaruzanuy 3aroJIOBKOB /ieJl B ONHUCH NOCTOSHHOIO
XpaHeHHus1 He0OOX0IMMO COOJIIOIaTh CIIEAYIONINE TPEOOBAHMUS:
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- YCTaBbl, MOJOXXEHUS 00 OpraHu3allid, PACTOPSIUTEIbHBIC JOKYMEHTHI,
MIPOTOKOJIBI OTHOCATCSI K TOMY TOJTy, KOTJ]Ja OHH YTBEP>KICHBI WJIH TTOITUCAHBI,

- 3aroJIOBKH JIeJd C PACHOPSAUTEIPHBIMU JOKYMEHTAMHU BBIIICCTOSIIINX
OpraHu3aliid, OTHOCSIIMECS K JeATCIbHOCTH KOHKPETHOW oOpraHu3aiuu
pacrojaraloTcsi B OIMCH Mepe]] pacopsIMTEIbHBIMU JOKYMEHTAMH OpraHU3aIuu.
Jlnst uckimroueHrss MeK(OHIOBOM JTyOJETHOCTH JOKYMEHTOB, Jiefla C KOIHUSIMH
pacropsauTENbHbIX JOKYMEHTOB Mbopun u IlpaBurensctBa MOCKBBI, OpraHoB
UCIIOJITHUTEIILHON  BIIACTH, TMPe(EeKTOB aIMUHUCTPATHUBHBIX OKPYTOB, TJiaB
paliOHHBIX yIpaB, OTHOCSIIHECS K JACATEIHPHOCTH KOHKPETHOW OpraHU3aIlvH,
nepearoIei CBou J0KyMeHTOB B [ 1aBapxuB MOCKBBI, B OITUCh HE BKJIIOYAIOTCS;

- IJIaHBI, OTYETHI, CMETHI, IITATHBIC PACIHCAHHUS M JIOKYMEHTHI K HUM
OTHOCSTCA K TOMY TOJTy, Ha KOTOPBIH UJIM 32 KOTOPBIM OHM COCTABIICHBI, HE3aBUCUMO
OT JaTbhl MX COCTABJICHHS; JIOJITOCPOYHBIC M TEPCIEKTUBHBIE IUIAHBI OTHOCSTCS
K HAaYaJIbHOMY TOJTy MIX JICHCTBHS, @ OTUETHI 32 HECKOJIBKO JIET — K MTOCJICTHEMY TOY
OTYETHOTO TIEpHUO/A:

- Jema ¢ JOKYMEHTaMH YYE€OHBIX 3aBEACHHH, CrPYIITAPOBAHHBIX
HE TI0 KajleHAapHOMy, a Mo ydeOHomy Tromy (1997/1998 rr.) cuenyer
CHUCTEMaTU3UPOBATh B OMKCH 110 TIEpBOMY B AaTe roay (1997);

- (TIEPEeXOSIINe» Jiesia, B TOM YHUCJIE KYpPHAJIbl PETUCTPAIIMU 32 HECKOJIBKO
JIET, BKJIIOYAIOTCS B OIIMCH T10 J1aTe 3aBEACHUS JIelia;

- JIOTOBOPBI, COTJIAINICHUS MOCTOSHHOTO CPOKa XPaHEHUS MPU OTCYTCTBUHU
B JIOKYMEHTE CpOKa OKOHYaHUS  JEHCTBHUS  JOTOBOpPA,  COTJIANICHUS
CUCTEMATU3UPYIOTCS B OTIMCH TI0 TOTy MO caHus. JJoroBOpsI ¢ yKa3aHHEM CPOKOB
uX JneucTBusl (0COOEHHO Te, KOTOpbIe cojaepKaT (hMHAHCOBBIE 00s3aTEILCTBA) U
JIEIOTIPOU3BOICTBO, IO KOTOPHIM BEACTCS B TEUECHHE JUIMTEIBHOTO TMepHoja
BPEMEHHU, CHCTEeMATH3UPYIOTCS B OIMUCH MO JaTe OKOHYAHHS CpOKa JCUCTBUS
JIOTOBODA.

- IeNia ¢ JOKyMEHTaMH 0000IIaroIero XapakTepa OJHOTO B WITH IT0 OTHOM
TEeMe MTOMEIIAIOTCS B OITUCH PaHEe, YeM Jielia 10 OTIASITBHOMY BOIIPOCY;

- JIeJ1a ¢ IEPETMCKOM CHCTEeMaTU3UPYIOTCS B OIUCH TI0 TOAY €€ BeneHus. Eciu
B JIeJaX UMEIOTCS JOKYMEHTHI 3a MPEBIIYIIHN To/1 (BKIIOYEHHBIC [T COXPaHEHUS
KOMITJIEKCA JIOKYMEHTOB IO OJHOMY BOIIPOCY), 3TO OTOBApWUBAETCS B 3ar0JIOBKE
nena;

- nena, chopMupOBaHHBIC PU YIOPSIOYCHUH JOKYMEHTOB 32 HECKOJIBKO JIET,
BKJIFOYAIOTCSI B OTTUCH 110 TIEPBOM JaTe

- Jena ¢ JOKyMEHTaMH KOMHCCHH MOTYT pacrojaratbCcsi B OMHCH JTHOO
B CoCTaBe CTPYKTYPHOTO Mo/Ipa3ieJIeHus, KOTOpOE 3aHHUMAJIOCh
JIOKYMEHTAITMOHHBIM 00ECIIEYCHUEM JIEATETbHOCTH KOMUCCHH, TUOO B KOHIIE OITUCH
MIOCJIE BCEX CTPYKTYPHBIX MOIpa3IeTICHUH.
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- JieNa ¢ JOKYMEHTaMH MEePBUYHBIX OOIIECTBEHHBIX OpraHHU3alfil, KOTOpbIE
BKJIIOUEHBI B €AMHBIN (DOHJ ¢ OpraHU3alfel, MOMENIAI0TCs B KOHIIE OMHCH MOCIIe
JIOKyMEHTOB KOMHUCCHH.

- nena ¢ rpudom «ICII» nomemaroTcst B TOJOBBIX pa3jieniax OMUCH MOCIe Ael
C QaHAJIOTMYHBIMU JOKYMEHTAMH OTKPBITOTO XapakTepa.

7.12. 3aro/10BKH J1eJ1 MO0 JUYHOMY COCTABY CHUCTEMATHU3HPYIOTCS B OIMHUCH
Jel 10 JMYHOMY COCTaBy 0 HOMHHAJIBHOMY IMPHU3HAKY C YYETOM CIEAYIOLIEH
MOCJIEIOBATEIbHOCTH:

- IPUKa3bl (PaCHOPSKEHUS 10 JINYHOMY COCTaBY);

- TUYHBIE KAPTOUKH 1O YUETY JIMYHOT'O COCTABA;

- TUYHbBIC JIea;

- TPYAOBBIE I0TOBOPHI (COTJIAIICHNS);

- JUIEBbIE cueTa paOOTHUKOB IO 3apabOTHOH miiaTe (pacueTHO-TIATEKHbIE
BEJIOMOCTH T10 3apab0THOM Tj1aTe);

- HEBOCTPEOOBAHHBIE TPYAOBbIE KHIXKKU (IIpM OTCYTCTBUHU OTAEIbHOMN
OTIHCH);

- aKThI O HECUACTHBIX ClIydasx (MpU OTCYTCTBUU OTNEIBHOMN OMUCH);

- pacyeTsl IO CTPAaXOBBIM B3HOCAM.

VYka3aHHbIE BUJBI IOKYMEHTOB, 00pa3ylolIiecs] B OpraHu3ausax B OOJIbIINX
o0beMax, MOTYT BBIIEIATbCS B CaMOCTOSITENbHBIE pa3Aeiabl ONUCH JHOO
B OT/ICJIbHBIE OMHCH.

JInunble nena, INYHbIE KAPTOUKH, TPYIOBBIE JOTOBOPHI TOMEIIAIOTCS B OIIMCH
10 FO/1y YBOJIbHEHHS pa0OTHHKA.
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8. COCTABJIEHUE U O®OPMJIEHUE OIIUCHU

3aBeplIaOIUM ITAallOM OINMCAaHHS JOKYMEHTOB SIBIIIETCSI COCTABIICHHE M
o OopMIICHUE OTIHCH.

Kommeke kapTouek, COCTaBIEHHBIX HA Ka)J0€ JIEI0, SIBISETCS KapTOUYHOU
onucklo. KaprouHas onuch mepen medaraHueM NOABEPTacTCs pPeIaKTHUPOBAHUIO
C LIETIbI0 TOBBIIICHHUA ee KadecTBa. Oco0oe BHHMaHHME HEOOXOAMMO OO0paIaTh
Ha PEJAKTUPOBAHUE 3aTr0JIOBKOB JE]I.

[locne cucremaTu3aluuy KapTOYEeK Ha JElla B COOTBETCTBHM C BBIOpaHHOM
CXEMOU CHUCTEMaTH3allMM Ha KapTOYKax MPOCTABISETCA MOPAIKOBBIA HOMEp Aeia
B3aMEH BPEMEHHOTO.

CBeneHMs ¢ KapTOYKHA BHOCSITCS B OIIMCH, COCTABJISIEMYI0 Ha KOMIIBIOTEPE,
a0 JUIsl COCTaBJIEHUSI ONKCU MCHOJb3yeTcs 0a3a JaHHBIX, COCTaBJIICHHAs IpU
onucaHu JTOKymMeHTOB. Ilocine BBOAa M BBIBEPKH BCEX JAHHBIX NPOU3BOIUTCA
OKOHYaTeabHOE OdopmileHHEe apxXxuBHOW omucH. [[oAroToBKa apXWUBHOW OMNMUCH
B AJIEKTPOHHOM (popmaTe OCYHIECTBISETCS C MOMOIIBIO TEKCTOBBIX PEIAKTOPOB U
CUCTEM yIpaBiieHUs 0a3aMu JJTaHHBIX.

Onucu, NOArOTOBIEHHBIE B 3JIEKTPOHHOM ¢opMaTe U 0a3bl JaHHBIX
II0 ONHMCAHMIO JOKYMEHTOB, COXPAHSIOTCA 10 OKOH4YaHus cornacoBanus L[OIIK n
bropo LDIIK I'maBapxrBa MocCkBbl. B HHUX BHOCATCS MOMPAaBKU IO 3aMEYAHUSAM
DKCHEPTOB M KyparopoB. Ilocie yTBepkaeHUs ONHCEN PYKOBOAUTEIEM
OpraHu3alyii, KOHKYPCHBIM YIPaBJISIOIUM/ JIMKBUAATOPOM, OMUCH MEpPEAarOTCs
B IOCYJIapCTBEHHBIN apXHUB B OYMa)KHOM BHUJI€ C KOTIMEHW OMTUCH B 3JIEKTPOHHOM BHJIE
B penaktupyemom Qopmare (TekctoBod (opmar DOC) mns mociemyromien
kouBeprauu B noacucremy HCA HMAMC TI'maBapxuBa Mockse, AUNC
«Mocapxus».

Onucu 1en SABISAIOTCS. OCHOBHBIM YYETHBIM JIOKYMEHTOM B apXuBax U
COCTaBJISIIOTCS 110 YCTaHOBJICHHOH Gopme (mprnoxenne NeNe 4, 5,6, 7, 17, 18, 19).
OHM WMEIT CHpaBOYHBIM anmapar, COCTOSAIIMKA W3 THUTYJIBHOIO JIMCTA,
MIPEAUCIIOBUS, CIIUCKA COKPAILEHHBIX CJIOB, PA3JIMYHOIO BH/IA yKa3aTEIEH.

Onucu, NOArOTOBIEHHBIE ITPH YIIOPSIOYEHUN JOKYMEHTOB, IIPU IepepadoTKe
OIKCEH, a TAKXKE TOTIOJTHUTENbHBIE OTUCH (B Cllydyae OOHApyKEHUS HE BKIIFOUEHHBIX
paHee B OMKCH JI€T) COCTABISIOTCS 110 €UHBIM ITPABUJIAM.

B ommcn paercs nepedyeHb ONUCATENbHBIX CTaTed, pPAaclOJIOKEHHBIX
B MMOPSJKE UX BAJIOBOW HYMEPALIMU B COOTBETCTBUU CO CXEMOW CHCTEMATU3ALUN.

8.1. OnucareabHas CTATHSA ONMUCH
OnucarenpHas CTaThs ONUCH - 3TO COBOKYNHOCTh CBEICHUM O Jele,
BKJTIOYAFOIIIAs CIICAYIOITHE 3JIEMEHTBI, PACTIOIOMKEHHBIE IO Tpadam:
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B rpade 1 mpocraBnsercs nopsaKOBBIA HOMEp JieJia MO OMHCH;

B rpade 2 - uHmekc nema mo HOMEHKiAatype nen (mpu ee Hamwmumu). [lpm
OTCYTCTBUU HOMEHKJIATYpPHI A€ rpada He 3amoaHAETCs TaKkKe, KaK U B OMUCH JelT
Ha KOJUIEKIIUHU JTOKYMEHTOB;

B rpade 3 - 3aroioBok jena, KOTOPbIA MEPEHOCUTCS ¢ KAPTOUKU 0€3 BCAKUX
U3MEHEHUH U COKpalleHul (B TOM YMCIe aHHOTAIM, YKa3aHUe Ha TOUTMHHOCTh U
CII0co0 BOCTIPOM3BEACHUS JOKYMEHTOB);

B rpade 4 - nara nena;

B rpade 5 yka3piBaeTcs KOIMUECTBO JTUCTOB B JIEIIE;

I'pada 6 - «mpumeyanuey 3anoaHsAETCs 10 HEOOXOAUMOCTH, B OCHOBHOM OHA
npelHa3HayeHa JUId pa3lMyHBIX 3alucel Mpu XpaHEHUH Jiel B apXuBe
(ucnonp3yeTcs i1 OTMETOK 00 OCOOEHHOCTAX (PU3MYECKOIO COCTOSHHS e, O
BBIOBITUH JCI U JIP.).

3aroy0BKY JIe7 ¢ KAPTOYKU BHOCATCS B OMHUCH B COOTBETCTBUU C MPHUHITON
CXEMOU CUCTeMaTH3alli1, B HaYaJle yKa3blBAE€TCs HA3BaHUE pa3jieia OIKUCH, a 3aTEM
IPUBOJSTCS CBEACHUS IO KAXKIOMY JIETY;

I'padbl onucH 3a0IHSAIOTCS B TOUHOM COOTBETCTBUHU CO CBEJCHUSIMU,
KOTOPbIE OTPaKEHBI Ha KAPTOUKE B PE3yJIbTaTe OMUCAHUS JET;

Kaxxmoe neno BHOCHTCS B ONHCHh MOJ CaMOCTOSTEIBHBIM MOPSAKOBBIM
HOMEPOM, €CJIA JCJI0 COCTOUT U3 HECKOJBKHX TOMOB, TO KaXKJIbIii TOM BHOCHTCS B
OMKCHh TIOJI CaMOCTOSATEIBLHBIM HOMepoM. Homep Toma mpocTaBisieTcs BCienm 3a
3aroJ0BKOM C HOBOM CTpOKkH Oe3 ab3aria.

[Topsimok Hymepaluu Je B ONKUCH BaJIOBBIN 32 HECKOJIBKO JIET (OHCh MOKET
BKJIIOUYATh He Oosee 9999 nen);

[Tpu BHecenuu B onuch nena ¢ rpudom «ICID», rpud ykassiBaercst B rpade
«TOPSAKOBBIN HOMEp JIeJIa» ToCie HOMEpa Jieja C HOBOM CTPOKH.

Harmpumep,
Ne | Unne 3aroJI0BOK Jena Kpaithue | Kom-Bo | IIpume
n/m | K¢ JaThI JUCTOB | YaHUE
nena

1 2 3 4 3) 6

5 05-10 ITpwmkazer NeNe 1-10 mo ocoBHoit  09.01.202 8
JC NEATEIBbHOCTH JiernapTameHTa 1-

II «/ms ciyxxkeoHoro  22.12.202

[TOJIb30BAHMS). 1
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[Ipu OTCYTCTBUM B OpraHU3AIMKA HOMEHKJIATYPHI JIE] 32 COOTBETCTBYIOIIHMA
nepuosa rpada «MHIACKC JAenay He 3amnojHseTcs. B oTnenbHBIX ciaydasx mnpu
ONMMCAHUM JIOKYMEHTOB OOILECTBEHHbIX, JUKBUAUPOBAHHBIX OpTraHU3aIUH,
KOJUIEKIIUH JOKYMEHTOB Tpady 2 M3 OMUCHU MOXHO H3bSITh, HO 00S3aTEIHHO
OTOBOPUTH OTCTYIICHHUE OT YCTAaHOBJICHHOM (POPMBI OMUCH B MPEAUCIOBUU.

3arooBKU 1€, COACPKAIIUX JOKYMEHTHI 32 HECKOJIBKO JIET, BKIIIOUAIOTCSA
B TOJIOBOM pa3iesl OMUCH JIeJI 110 J1aTe 3aBeJeHU iea. B KoHIle To0BbIX pa3aenoB
onucu (omuceil) aen 3a MoCJIeayIoNre TOAbl AeTaeTCsl OTChIIKA: «/JokyMenmbl 3a
OaHHbLIL 200 CM. maKdce 8 pazoene 3a ... 200, 0ena Noy, KoTopasi IOMEIIAEeTCs MOoCIie
WHTEpBaja 3a MOCJEIHENH OMHUCATEeIbHON CTaThel KaKJIO0TO MOCIEAYIOIIETO roja.
OTa 0COOEHHOCTH OrOBAapPUBACTCS B MIPEAUCIOBUU K JAHHOMY T'OJIOBOMY pa3jiely.

JlaTel nena yka3bpIBalOTCS K KaXKJIOMY Jelly B COOTBETCTBYIOIICH Trpade
HE3aBUCUMO OT TOr0, UMEETCS JIM B 3arojioBke jarta wid HeT. KpaitHue natsl
pacrmosaraloTcs 0JiHa O] APYTOil I B CTPOUKY Yepe3 THUPE.

Hanpuwmep,

(1] 2 | 3 4 ] 5 |

03.09.2021-
29.12.2021

2018 - 2021

Hos6ps -
nekabps 2021

12 nexabps
2021

1997, 2001-
2021

2021

KonuuecTBO JIMCTOB B ONUCHU IIPOCTAaBJIAACTCA HA OCHOBAHUU SaBepI/ITeHBHOﬁ
HaAIIMCH ACJ1a 0e3 YKa3aHuA KOJIMYCCTBA JIMCTOB BHYTpeHHef/'I OIINCH.

8.2. Odopmienue onmcu
B 310 monsiTHe BXOoauT: opopMIIEHHE TEPBOTO JIMCTA OMKCH, IPOCTAHOBKA
rpudoB yTBEPKIEHUS M COTIACOBAHUS, COCTABJIEHUE UTOTOBOM 3aIMUCH K OIUCH,
NeyaTaHue OMKUCH U CIIPABOYHOIO anmnapara K Heu.
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Omnucu, MOATOTOBIIEHHBIE B OpPraHU3ANMIX K JOKYMEHTaM, IOJICKAIAM
nepeadye Ha TOCTOSHHOE XpaHCHHE B TOCYIAPCTBEHHBIM apXWB W OIHCH,
COCTaBJICHHbIC TIpU TepepabOTKe OIMHCeH, MNpH YHOPSIOUYCHHH JIOKYMEHTOB,
NPUHATBHIX B TOCYJIapCTBEHHBIE apPXWBHI B COCTOSHUM POCCHINH OTIMYAKOTCS
10 0(pOPMIICHHIO OTTUCEH.

8.2.1. Omucu pgenm ACUCTBYIOIIMX OpraHU3AWM, JUKBUIUPOBAHHBIX
OpraHu3aluii, B KOTOPBIX MPOBOJMUTCS OMHCAHUE JOKYMEHTOB ITOCTOSIHHOTO
XpaHEHUs] W TIO0 JUYHOMY COCTaBy HAa MOMEHT JIMKBUJAIIMU OPTaHHU3aIlnH,
o opMIISTIOTCSI B COOTBETCTBHH ¢ TiprtoxeHussMu NeNe 4, 5, 16,17, 18.

Ha nepBoM MCcTe ONMMCH B BEPXHEM JIEBOM YTJy YKa3bIBa€TCs HAUMEHOBAHUE
OpraHuM3allid  Ha  MOMEHT  COCTaBJIGHHS  OIUCH, KOTOPOE  COCTOHUT
U3 TOJHOro U (B CKOOKax) o(uIMaIbHO MPUHATOTO COKPAIICHHOTO Ha3BaHUS
dbonmoo0pazoBaTeas ¢ yKa3aHHEM €ro IMOJYHHEHHOCTH, HoMep ¢oHIa, HOMEp
OTIMCH, Ha3BaHWE OTHCH, KPAHKE ATkl /1], BKIIFOUEHHBIX B OIHCH.

B mpaBoM BepxHeM yriy pacmoyiaraeTcss Tpud YTBEpKIACHHUS OIHCH
PYKOBOJIHTENIEM OpraHu3anuu (MpeacenareeM JMKBUIAITMOHHOW KOMHCCHH HIIH
KOHKYPCHBIM YIIPABJISIIOIINM ).

B koHue ommch, 3a TOCIEIHEH OIMCATEIbHOM CTaTbe, C HOBOM CTPOKHU
MOMEIIACTCS UTOTOBasl 3allMCh, B KOTOPOM YKasbiBaeTcs (IdpaMyd U TMPOMHKCHIO)
KOJIMYECTBO JIeJ1, BKJIFOYCHHBIX B OMHKCh, IIEPBBIA M TIOCIICAHNI HOMEpa JIeJ 10 OIFCH,
HAJIMYHE JINTEPHBIX U TIPOITYIIICHHBIX HOMEPOB.

Harmpumep,

B oannyro onuce eneceno 44 (copok yemuipe) eounuywl xparerusi ¢ Ne 1
no Ne 45, usz nux:

- umepHbi Ne 9a,

- nponyuerol NeNe 7, 18.

HeoOxoaumo, 4ToObI Hayallo UTOTOBOM 3allMCH pacrojarajach Ha TOM JKe
JIMCTE, YTO U MOCIICHSAS ONKCaTEbHas CTAaThsl.

HNrorosas 3amuch ONMCH AN TOCTOSIHHOTO XPaHEHUs B JEUCTBYIOLIEH
OpraHu3alliyd MOJIMUCHIBAECTCS 3aBEIYIONIMM apXuBa (JIMIIOM OTBETCTBEHHBIM 3a
apXWB) U COCTABUTEJIEM OIMCHU C YKA3aHUEM JIOJKHOCTHU U JIATHI.

Hrorosas 3anuch ONKUCHU 1O JIMYHOMY COCTaBY ACHCTBYIOLIEH OpraHu3anuu
HOJMUCHIBACTCS 3aBEIYIONIMM apxuBa (JIMIIOM OTBETCTBCHHBIM 3a apXuB) W
COCTaBUTEJIEM OIUCH C YKA3aHUEM JOJDKHOCTU U JIATHI.

Wrorosasg 3amuch ONMCH 110 JMYHOMY COCTAaBY JIMKBUAMPOBAHHOM
OpraHu3allid TOJIMUCHIBAETCS PYKOBOJUTEIEM OpraHu3aluu (JIMKBUIATOPOM,
KOHKYPCHBIM YIIPABJISIOIINM) U COCTABUTENIEM.
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Ha mnocnennem nucre omuicu mocie MOAMUCEH pa3MeIairTcs TpUQb
yTBepkIeHus U cornacoBanuss DK opranmzaumm u OIIK apxuBHOro oprana
(mpuoxkerue NeNe 4, 5),

Kak npasuno, rpu¢d yreepxnaenus win cornacoBanus LIOIIK I'maBapxusa
MocCKBBI HE Ie4aTaercs, a MPOCTABIAETCS ITAMIIOM IIOCJIE BBIHECEHUS PEIICHUS
KOMUCCHH.

8.2.2. Ilpu ynopsiAo4eHHH JTOKyMEHTOB OpraHH3alfil, MOCTYNHUBIIUX B
apxuB
B COCTOSIHUM DPOCCHINH, a TaKXe NpU TMepepadOTKe OMUCEH MAeN, XpaHSIIUXCS
B TOCYJapCTBEHHOM apXWBE, IpU YIOPSJOUYEHUU KOJUIEKIUI JOKYMEHTOB
oopmiieHHE OMHCH NPOBOJUTCS B COOTBETCTBMM C YCTAHOBJIEHHOH Qopmoii
(mputorkeHuu Ne 6).

8.3. Ileyaranue onucu

[Ipy meyaTaHUW ONMUCH HA KOMITBIOTEPE SJIEMEHTHI OMHCATEIBHONW CTAaThH
ONMCH TI€YATAIOTCS B BHJAEC TaONWIBI O€3 WCIOJB30BAaHUS BEPTHUKAIBLHOTO U
ropuszoHTajgbHoro rpaduienus. Omnuch medaraercs ¢ HCHOJb30BaHHEM MIpudTa
Times New Roman pasmepom Ne 14, Arial - Ne 12.

Homep nena, wuHaexkc nena, KpalHHME JaThl M KOJMYECTBO JIMCTOB
YKa3bIBAIOTCS B OITMCH HA YPOBHE MEPBOM CTPOUKH 3arojIOBKa

3aroJioBOK B ONUCH pacrojiaraercsi 0e3 OTCTYIUIEHHs] OT JIEBOrO TOJIs
COOTBeTCTBYIOMIECH rpadsl. OcTanbHbIE AJIEMEHTHI ONMHCATEIBHON CTaThU OMHUCHU
MO>KHO IIEHTPOBaTh B COOTBETCTBYIOMINX Tpadax.

JleBoe moiie nmuCTa OMUCH JOHKHO OBITh HE MEHee 25 MM, 4TOObl TpH
MOJIIIIMBKE OMMMCH TEKCT CBOOOIHO YUTAJICS.

3arosioBoK, coctosimuii w3 2 W Oojee CTPOK, U JpYyrue dIEMEHTHI
ONMMCATEeNIbHOM  CTaTbd TEYaTarTcs 4epe3 1  MEXKCTPOUHBIH  HMHTEpBal.
OnucatenpHbIE CTaThbU OTACISIOTCSA JOPYr OT Jpyra IBYMsI MEKCTPOUYHBIMHU
WHTEpBaJaMHu.

Ha3Banus paszznenoB omnucu nomemiaercs B rpade «3arojoBOK Jejay WIH
B pa3pbiBe MEXKIYy CTpOKaMU. PeKOMEHIyeTcs Ha3BaHUS pa3/elioB BBIICTSATH
xKupHbIM TpudToM. He momyckaeTcss pasmelieHne Ha3BaHUN paslesioB U
MO/IPa3/IeTIOB OMKUCH Ha OJTHOW CTPOKE.

[lepen pacrieuaTko# omucHu TEKCT HEOOXOIUMO OT(HOPMATUPOBATH.

[Ipu aTOM clietyeT yuecTh, YTO 3ar0JIOBKH JIeJT HEJb3sl IEPEHOCUTh Ha HOBYIO
CTpaHHMITY, OCTABJISII Ha TPEKHEHW CTpaHUIE TEPBYIO CTPOKY 3arojioBKa, WIIH
MEPEHOCUTh Ha HOBYIO CTPAHMILY TOJIBKO TMOCJEIHIOI CTPOKY 3arojoBka. JlaTel
3arojoBKa JOJDKHBI pa3MellaThcsl Ha OJHOM cTpaHune. He momyckaercs
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pa3MellleHne Ha3BaHUU pa3leloB B KOHLE cTpaHulbl. Hayano uroroBoil 3amicu
JOJDKHO PacrosiaraTbCsl Ha TOM e JIMCTE, YTO U MIOCIIEAHSS ONMCATETbHASI CTaThS.

dopMaTUpoBaHUE TEKCTAa ONUCU JIydllle MPOBOAUTH HA TOM KOMIIBIOTEPE,
Ha KOTOPOM OYJIET OCYIIECTBIISITHCS II€YaTh 3TON OIKCH.

8.4. CipaBo4HbIii anmapar onucu

Jlist 6onee 3¢hHEKTUBHOTO WCIIOIB30BAHUS MH(POPMAIIUU, COACPIKAIICHCS B
OTMHCSIX JIeTT apXUBHBIX (POHIIOB, TSI YCKOPEHHMSI TIOMCKA TOKYMEHTOB B HAYYHBIX U
MPAKTUYECKUX IMENAX K OINUCSIM CO37aeTCs CIPaBOYHBIN armapaTr, KOTOPBIH
BKJIIOYAET:

- TUTYJIbHBIH JIUCT;

- orJiaBieHue (coieprkanue) (pyu HEOOXOTUMOCTH)

- IPEIUCIIOBUE;

- CITIMCOK COKPAIIIEHHBIX CJI0B (TpX HEOOXOIUMOCTH);

- IIEPEBOJTHBIE TAOHUIIBI IIM(POB (B CIydae nepepabOTKU OMUCH);

- yKazarenu (pu HEOOXOAUMOCTH).

CripaBouHbIi armapar K OMHUCH BBITIONHSET (PYHKIMIO MEPBOTO O3HAKOMIICHUSI
C TOKyMeHTaMH (POHJA (TUTYJIbHBIN JIKCT, OIJIABJICHUE), @ TAKOKE CIIOCOOCTBYET MOUCKY
HeoOxommor MH(popMatmK  (YKa3aresu), YTOYHEHHIO COJCPXKaHWSI OIMMCH (CIHCOK
COKpAIIICHHUI) U JIp.

8.4.1. TuTy/ILHBII JIMCT ONUCH

TUTYIBHBIN JIUCT OMUCH SBIISETCS 0053aTEIBHBIM 3JIEMEHTOM CIIPABOYHOTO
anmapara s Bcex onuced. OH coaepXuUT uHOOpPMAIHIO, ONPEISSIONIYIO
MPUHAJICKHOCTH JOKYMEHTOB, BHECEHHBIX B OMUCHh K KOHKPETHOMY (DOH/TY UJIH €r0
4acTH, ONIPEICIICHHOMY MEPHUOIYy BPEMEHH, a TAKKE TTOUCKOBBIC JJAHHEIE.

Ha tutynpHOM JHMCTE OMUCH 1€l MOCTOSHHOTO XpaHeHUs (TIPHIIOKEHUS
NeNe 7,8) ykasbiBaroTcsi:

- IOJIHOE HAa3BaHUE TOCYJAPCTBEHHOTO apX1Ba, B KOTOPOM OYIyT MOCTOSTHHO
XpaHUThCS aena opranuzanuu (I'ocymapcTBeHHOE OIOIKETHOE YUPEXKIEHUE TOPOIa
MockBbl  «lleHTpanbHBIA  TOCyAAapCTBEHHBIM  apXuB ropoaa  MOCKBBI»,
["ocynapcTBeHHOE OIOKETHOE YUpexkaeHHe ropoaa MockBbl «MocapXuBy).

- Ha3BaHUe (HOH/A;

- HoMep PoHJa;

- HOMEp OIIUCH;

- Ha3BaHUE OTIUCH

- KpaifHHE JIaThI JIeJ1, BKIIFOUCHHBIX B OITHCH.

Ha3zpanme ponaa opraHuzanuiv MUIIETCS B BUAC OPHUITMATHPHOTO Ha3BaHHUSI
opraHuzanuu-QpoHmooOpa3oBaresis CO  BCEMU  €ro  IEPEUMEHOBAHUSIMH,
U3MEHEHUSIMU TOJYMHEHHOCTH ¥ O(PHUIMATBHO TPUHSTHIMUA COKPAIEHHBIMU
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Ha3BaHUS (B KPYIJIbIX CKOOKax), OTHOCSIIMMHCS K TI€PUOIY, 3a KOTOPBIA
JIOKYMEHTBl BKJIIOYEHBI B ONHUCh B XPOHOJOTHMYECKON MOCIEI0BATEILHOCTU
C yKa3aHUEM HavyaJlbHOM M KOHEYHOM JaThl KaKJIOTO HAa3BaHMS MPU 3TOM MOTYT
YKa3bIBaThCS TOJIKO TOAbI, TMO0 MeCSIIbl U To/bl. Eciin opranuzanus npoaomnkaeTt
(GyHKIHOHUPOBaTh, KOHEUHAs JJaTa Ha3BaHUs HE MPOCTABISETCS.

[Ipy >TOM Ha THUTYJBHOM JIMCTE YKa3bIBA€TCS CHayajla IIOCIEIHEE €ro
Ha3BaHUE, a 3aTEM BCE UBMEHEHUS €r0 Ha3BaHUM.

Ecnu nazBanue honmnooOpa3oBaTesnss MEHSJIIOCh MHOTOKPATHO, HA TUTYJIHHOM
JIMCTE JAETCs €ro MOocieIHee HA3BAHKE, a BCE IEPEUMEHOBAHNS IPUBOIATCS B JIMCTE
nepeMMeHOBaHMii, KOTOPBIA IMOMEIIAETCS 3a TUTYJIbHBIM JucTtoM. Ha mucte
NEepEeMMEHOBAHUN Ha3BaHUsl OpraHU3allMil JAlOTCS B TOM K€ MOPSAKE, KaKk Ha
TUTYJIBHOM JIUCTE.

J71st 00beTMHEHHBIX apXUBHBIX (DOHIOB YKa3bIBAETCSl 0000IIIEHHOE HA3BaHKE
dbonma, a  3aTeM  NEPEUUCISAIOTCS ~ Ha3BaHUA  BCEX  OpraHW3aluii-
dbongoo0pazoBaTeneii, HOKYMEHTbl KOTOPBIX BOIIUIA B COCTaB OOBEIWHEHHOTO
dboHma 3a Bech mepuoja HUX cymectBoBaHus. [lociae 00001eHHOTO Ha3BaHUS
oObeauHEeHHOr0 (oHAa B CKOOKAaX YKa3bIBaeTCS — «OOBEAMHEHHBIM (HOHIY.
Hanpumep,

Omoenenus Mockosckou cosemckou paboue-KpecmvsaHCKOU MUTUYUU
(06veounenmwvlil horo)

JIJIsl apXWBHBIX KOJUICKIIMA HAa THUTYJIHHOM JIMCTE YKa3bIBACTCS HA3BAHHE
KOJUIEKLINM, HAIPUMED,

Konnexyus doxymenmos o oessmenvHocmu peaucuo3Hbix 00beOUHeHU.

Homep ¢onaa npucBamBaercss B TOCYJApPCTBEHHOM apxuBe, Kyla
MepealoTCsl JTOKYMEHTBhI, WM B apXWBE OpraHU3allUM, €CIU OpraHu3aIus
HE SIBJISIETCA UCTOYHUKOM KOMIUJIEKTOBAHUS TOCYaPCTBEHHBIX apXHUBOB.

[Ipu mepBOM MOCTYIJIEHUU TOKYMEHTOB B TOCYJIapPCTBEHHBIN apXUB HOMEP
(dhoHIa HA TUTYJILHOM JIUCTE HE YKa3bIBACTCS.

Homep omucu. Onucsam npucBamBaroTcs ydeTHble HoMepa. K Homepam
OMHUCU MOXKET J00aBISATHCS OYKBEHHBIM WHJIEKC, ONPEACSIONINN COCTaB U BUJT
JIOKYMEHTOB, YYTEHHBIX B OMMCH, HATPUMEDP, «JIC» (JIUYHBIN COCTaB), «H» (Hay4dHast
JOKyMeHTaIus1) u ap. B HeoOXoauMBbIX citydasx (COo37aHUE HOBBIX OMUCEH U T.II.)
BOIIPOC O TPUCBOCHHUSI HOMEpPA OIHCH COTJIACOBBIBAETCS C TOCY/IapCTBEHHBIM
apXUBOM.

He nmomyckaercs NMpHUCBOCHHWE OIMUCSIM OJMHAKOBBIX YYCTHBIX HOMEPOB,
OTJIMYAOIINXCS TOJIbKO OYKBEHHOM uHAeKcanuel (Hanmpumep, Ne 1 u Ne 15c), ecnu
OHHM TTOCTYTAIOT B OJIMH TOCYIaPCTBEHHBIN apXUB.

Homep ommcu nen ¢onHma mnpucBawBaeTcss MpU TMEPBOM IOCTYIUICHUU
JIOKyMEHTOB B apXWB, BCE MOCIEAYIOIINE TOJOBBIC PA3ACIIbl YUCIATCS 3a ITUM
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HOMEPOM 70 00pa3oBaHMsI 3aKOHYCHHOW OMHCH (IMPU 3TOM K HOMEPY OIHCH
B CKOOKax MOOABISIETCS] CJIOBO «IPOAOIKEHHUE). 3ar0JIOBKH JIe7T BO BCEX OIMMCSX
OJTHOTO HOMEpa HYMEpPYIOTCS B BaJIOBOM IMOPSAKE /O  JOCTHXKECHHUS
yeThlpex3HayHoro Homepa (9999), nociie 4ero onuch CUUTAETCS 3aKOHYCHHOW U
CJIEIyIOUIEMY T'OJI0OBOMY pa3zielly 3TOM OMUCH MPUCBAUBACTCS APYTroid HOMED.

B cimydae cocraBieHUs IONOIHUTEIBHOM ONKMCHU HA J1€J1a, HE BKJIIOYCHHBIC
B paHEe COCTABJICHHBIC OMHCH TO KAKUM-JTMOO TPHUYUHAM, U OOHApYKCHHBIC
BIIOCJICJICTBUM, ONKWCH IPUCBAUBACTCS HOBBIM MOPSAKOBBIA HOMEp, MPU 3TOM
K HOMEpY OIIMCH B CKOOKax J100aBisieTcs «aomnonHenne kK onucu Ne 1». Hanpumep,
«Onuce Ne 4 (0oononnenue k onucu Ne 1) den, 0okymenmos...»

B npenucinoBum yka3pIBalOTCST MPUYMHBI M OCHOBAHUSA COCTaBJICHUSA
JIOTIOJIHUTENBHOM OIKCH.

Eciu BHOBB BBISIBIIEHHBIE JOKYMEHTHI HE BXOIST B XPOHOJIOTUYECKUE PAMKH
paHee COCTaBJICHHOM JIOMOTHUTEIBLHON OMKUCH U MOTYT €€ MPOJIOKUTh, TO B 3TOM
CJIy4ae COCTaBJISIETCSI TIPOJIOKEHNE K JOMOJHUTEIBHON OMUCH e, TOKYMEHTOB.
Hanpumep, Onuco Ne 3 (npooonscenue) (Oononnwenue k onucu Ne 1) oOen,
OOKYMEHMOS....

Ha3zBanue omnmcH  BKIIIOYAET  YKAa3aHHE  KAaTErOpuh  JOKYMEHTOB
(ITOCTOSTHHOTO, BPEMEHHOTO XPaHEHHWsI, MO JUYHOMY COCTaBy M T.1I.), a TakKxXke
KOHKpPETHOE Ha3BaHHE OMUCHU (€CITH OHO UMEETC).

Hanpuwmep,

Onuco Ne 3
oejl, 00KYMeHmMO8 NOCMOAHHO20 XPAHEHUs.
Ilepenucka Mapuu u [Ilpasumenvcmea Mockewi

Onuce Ne 2
oejl, 0OKYyMeHmMOo8 8pemMeHH020 xpanenus (ceviuie 10 1em)
no onexe u None4umenbCmay

Kpajinue naTbl JTOKyMEHTOB M JieJl, BKIIOUCHHBIX B OMKCH, YKa3bIBAIOTCS
Ha THTYJIBHOM JIUCTE TOCJIC Ha3BaHUS OIUCH C HOBOM CTPOKH.

OHM TIOKa3bIBAIOT JATHl BCEX JIOKYMEHTOB, BKIJIFOYas JIaThl JTOKYMEHTOB,
3aBEJICHHBIX MTPEANICCTBCHHUKAMH (hOHI000pa30BaTels, a TAk)Ke JaThl TOKYMEHTOB
NPWIOKEHUH, a TakXKe JOKYMEHTOB, CO3JIaHHBIX B IIPOIECCe JIMKBUJIAIINH,
BBIXO/IAIIUX 3@ XPOHOJOTHYSCKHUE paMKH (POHIA.

Ecin B omuch BKIIOYCHBI Jejla 32 HECKOJBKO JIET C IepepbiBaMH, TO
Ha TUTYJbHOM JIHCTE IMPOCTABIAIOTCS TOJBKO TE€ TOJbI, 32 KOTOpPbIE B OIUCH
BKJItOUeHHI Aena. Hanpumep, 2012-2015, 2018, 2020-2023 2o
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8.4.2. OrsiaBienue

OrnaBieHue COCTaBISIETCA, €CIAM B ONHCU JE€J HMEITCS TOJIOBbIE,
CTPYKTYpHBIC, TEMAaTHYECKHE pa3[Eibl WU TOJpa3Jeiibl, CIPAaBOYHBIN amnmapar
K OIHCH.

B ornaBneHMM NepeUYUCHSIOTCA NPEAUCIOBUE, CIHCOK COKpAICHHI
(cocTaBnsieMbldi B HEOOXOJMMBIX Cly4asix), Ha3BaHHUS BCEX pa3leioB U
NO/IPA3/IeNIOB, BKJIOYEHHBIX B pa3led OIMCH, yKa3zaTenau (eciii OHM HMEIOTCH),
nepeBoHbIe TaOIUIIBI IIHPPOB (K IepepaboTaHHBIM OIHUCIM).

[IpoTuB Ha3BaHUA Ka)KI0TO pa3zena, HoApa3ieia 1 T.J. YKa3bIBalOTCs HOMEpa
COOTBETCTBYIOLIMX JMCTOB ONUCHU. B ciiydae HEOOXOAMMOCTH MOTYT IIPUBOJUTHCS
Y HOMeEpa Jel.

OruiaBiieHHE TOMEIIAETCS B HAYAJIE OMKCH I10CIIE TUTYJIBHOTO JIUCTA U JINCTA
MIEPEUMEHOBAHHUI.

8.4.3. [IpenucioBue

OO0s3aTeNbHBIM  AJIEMEHTOM CIIPABOYHOTO ammapara K OMHCH SBISETCS
pEeIUCIIOBUE.

[IpeauciioBrue coCTaBIsiETCS K KaXJAOW OTACIbHON omucH (POHJIA, YTOOBI
OTMETUTh OCOOCHHOCTHU TOCTPOCHHS OIMUCU M COCTaBa JOKYMEHTOB, a TakXKe UX
OTIMICaHMSI.

3aroyloBOK TPEIUCIOBUS COCTOMT W3 Ha3BaHUS OpraHU3allid W ee
nogunHeHHoctu. Hampumep,

IIpeoucnosue
K onucu Ne I (npodondicenue) 0en noCmMosHHO20 XPAHEHUs.
¢onoa Ne P-3231
I'nasnoe xoumpoavhoe ynpasinenue copooa Mockewt 3a 2021 200

K onucam o0beaumHeHHOTO apXuBHOTO (OHIA COCTaBiseTcs oOiiee
NpeaucioBue, eciu Jena GOoHI0B, BXOIMIIUX B HEro, BKIIOUEHBI B OJIHY OIMUCH.
Kpome TOrOo, MOTYT COCTaBISIThCA TPEIUCIOBHS K OMHUCAM Kaxmoro QoHna,
BKJIFOYCHHOTO B OOBEIMHECHHBIH apXwBHBIM (oHA. B sTOM ciyuae B oOriee
MIPEAUCIOBUE BKIIFOYAIOTCS BCE OOIIHME CBEJACHUS OTHOCHUTEIBHO O0OBEIMHECHHOTO
apXuBHOTO (DOHJA W OTACIHBHBIX ero (OHIOB, U UX omHced. B mpemucaoBusx
K OMHUCSAM OTJACJIBHOTO (POHAA W3JIararoTCsl CBEJEHHUSI, Kacalolluecs JUIIb 3TOTrO
dboHIa, U AAI0TCsI CChUIKM Ha 00111ee MPEIUCIOBUE.

DTO MOJO0KEHUE OTHOCUTCS U K MPEUCIOBUIO K OMTUCIM apXUBHBIX
KOJUIEKIIUI JOKYMEHTOB.

B npeaucioBuu K ONMKMCH KU31araloTcs:
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- UCTOpUS OpraHu3aiuu — GoHI000pa3oBaTens;

- ucropus HoHIa;

- COCTaB U COJIEp>)KaHNE JOKYMEHTOB OIUCH;

- 0cOOeHHOCTH (POPMUPOBAHUS, OTIUCAHUS U CUCTEMAaTU3alluuU JET;

- COCTaB CIIPAaBOYHOTO ammapaTa K OIUCH U MOPAJIOK MOJIb30BaHUS UM.

B mpenucioBun k ommcu uctopus poHI000pazoBareis U UCTOpUs (PoHIA
U3JIaraeTcsl KpaTko, C)KaTo, TaK Kak MOMUMO MPEIUCIOBHS K OMUCH COCTABIIACTCS
UCTOpHYECKasl crpaBka K (OHAY 3a MEpHOA, COOTBETCTBYIOIIMM TOKyMEHTaM
B OIHCH, B KOTOPOH MOAPOOHO paccMaTpHUBAIOTCS YKa3aHHBIE BOMPOCHI (CM. pa3zen
9).

B npenncnoBun ocBemarTCs CaeayOLIe BOIIPOCHI:

- JlaTa BO3HUKHOBEHHUS, PEOPraHM3alllM, JUKBUJIALUUU OpraHU3aLUU
CO CCBUIKOM Ha HOMepa U JaTbl pacHOPSAUTENBHBIX JIOKYMEHTOB, €ro
NOMYMHEHHOCTh, a TaKKe Ha3BaHHE YYPEKJACHUA-TIPEANICCTBEHHUKA WIN
YUPEXKIEHHUS YHACIIETOBABIIETO €T0 (PYHKIIHH.

- KOMIIETEHIIUSI, CTPYKTYpa, PyHKIUU yupexaeHus - GoHA000pa3oBaTes,
CETb MOJABEIOMCTBEHHBIX OPTaHU3ALININ;

- 1aTa 1 OCHOBaHHUE MOCTYIUICHUS TOKYMEHTOB ()OHJIa B apXUB, UX 00BEM U
KpalHUE J1aThl.

[Tocne kpaTKoM XapaKTEepUCTHUKU UCTOpUU (POHI000pa3oBaTelsl U UCTOPUU
¢dboHIa B IpeAUCIOBHH, HEOOXOIUMO 1aTh CCHUIKY HA UCTOPUYECKYIO CIIPABKY, T
yKa3aHHbIE BOIIPOCHI paccMaTpuBaroTcs 0oisiee noapooHo. Hanpumep, «/lodpobree
cm. Mcmopuueckyto cnpagky K ¢poHoy... 3a...».

Ecnu no xakoi-nu6o npuuuHe uctopudeckas crpaBka K (OHLy OTCYTCTBYET,
WIM OHA HEJOCTYIHA JUIsl MOJb30BaTeNel, B MPEIUCIOBUM IPUBOASATCS CBEACHUS
o uctopuu GHoHA000pazoBaTens U PoHIa B 00beMe TpeOOBaHUMN, TPEABABISIEMBIX
K UICTOPUYECKOM cripaBke (CM. pazzen 9).

B mpenucioBunm k ommucu OOBEAMHEHHOTO (OHIA, BKIIOYAIOIIETO
OJTHOPOJIHbIE OpTaHM3AIMH, TMPUBOASATCS OOIIME CBEACHHS IO WMCTOPUU JAHHBIX
OpraHu3anuii, B HEOOXOAUMBIX CIy4asX, OCBEIIAIOTCS WHAMBHUIyaJbHbIC
OCOOCHHOCTH KaXKJIOTO YUPEKICHUS.

[Ipu xapakTepucTHKE B NpPEIUCIOBUM COCTaBa M COJAEpXKaHUA Jed,
BKJIFOUEHHBIX B ONKCH, YKA3bIBAIOTCA XPOHOJOTMUECKUN MEpUOM, 3a KOTOPBIN
JIOKYMEHTBI BKJIIOYEHBI B OMUCh, M 00I11ee KOJIMUECTBO /e, OTMEYaroTCsl Hanbosee
TUTIUYHBIE TPYMIHI e, KaK M0 WX BUAaM, TaK U MO cojepkanuto. OroBapuBaeTcs
HAJIMYUE JOKYMEHTOB, BBIXO/SIIMX 332 XPOHOJOTHMYECKHE pPaMKH OIHCH.
[TomuepkuBaeTcsi HadWMuMe ©  COCTOSHUE  (POTONOKYMEHTOB,  allbOOMOB,
rpaduyecKuX JOKYMEHTOB, BXOSIINX B COCTaB JOKYMEHTOB OMHCH.
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Ecniu B omuch fen, MOKYMEHTOB TIOCTOSSHHOTO XPaHEHUS BKIIOUYEHBI
JIOKYMEHTBI BPEMEHHOI'O CpOKa XpaHEHHs (KBapTajbHbIE OTYETHI) HEOOXOIUMO
OOBSICHUTH 1L1€JIECO00PA3HOCTh BKJIIOUEHHUS TaKUX TOKyMEHTOB. llpu orcyrcTBUM
psaa JOKYMEHTOB IOCTOSIHHOIO XpPaHEHHMsI W IO JIMYHOMY COCTaBy B OIIUCH,
B IPEIUCIOBUM K ONUCH YKAa3bIBAIOTCSI KOHKPETHBIE BHJbI OTCYTCTBYIOLIMX
JIOKYMEHTOB, U JTa€TCsl 00BACHEHUE MPUYUH 3TOTO (HE COCTABIISIIUCH, YTPAUCHBI U
ap.). Kpome Toro, ormedaercs B Kakux JAelaX OMNUCH WM B (OHIAX APYTUX
OpraHM3alMii MOXET CcojAepkKaTbcs HHGPOpMaIUs, BOCHOJHSIONIAS CBEICHUS
OTCYTCTBYIOIIIUX TOKYMEHTOB.

B npenucnoBum  OJKHBI  OBITh  yKa3aHbl  OCHOBHBIE  IPUHIIMIIBI
(dbopMupoBaHus A€, 0COOEHHOCTH onKcanus u opopmiienus aen. [lepeuncnsiores,
Kakue BHIbl paOOT OBUIM MPOBEACHBI C LEJNbI0 YHNOPAJOUEHUS JIOKYMEHTOB
(9KcmepTU3a IEHHOCTH, (POpMHUpPOBAHUE WU MepedOpMUPOBAHUE €I, OIMCAHUE
Jel Ha OOJIOKKax, TeXHUueckoe odopmiIeHUE e, CUCTeMaTu3alus U T.1.).
OtmeyaroTcss 0COOEHHOCTH (POPMUPOBAHUS OTHENBbHBIX KATErOpud Jel H
COCTaBJICHHSI 3aTOJIOBKOB K HUM.

B mpenucnoBum cienyeT OTMETHTh HaJUMYME MOJJIMHHBIX JTOKYMEHTOB U
KOIUIl B Jiefax U 0COOEHHOCTH yKa3aHUs KONMUHHOCTU JOKYMEHTOB B 3ar0JIOBKax
Jen.

Taxxe HeoOX0IUMO 00OCHOBAaTh OOBEAMHEHHE JOKYMEHTOB 3a HECKOJBKO
JIET B OJIHO JI€JI0, €CJIM TAKHUE JIea BKIFOUEHBI B OIHUCH.

CrnenyeT yka3aTh MPUHIIMI CUCTEMATH3AIMH JIEJ B OMHCH, B HEOOXOAMMBIX
cllydasix apryMEHTHPOBAaTh €ro BBIOOP, OTMETHTHh OTCTYIUICHHSI OT MPUHATOU
CXEMBbI, €CJIH TaKOBbIE UMEIOTCSL.

VYka3bIBaeTcsl Takke CTpyKTypa (poHaa (Hamuuue Ipyrux OMHCeH 3a 3TOT
NepUoAa), B MPEIUCIOBUM K OMUCH IMOCTOSHHOTO XPAaHEHUS OTMEUYAeTCs MECTO
XpaHEHUs JOKYMEHTOB I10 JINYHOMY COCTaBy OpraHU3aluu.

B cnyuyae mepepaboTku ommcH, B TOM YHCJE€ B apXUBE OpPraHMU3AIMH TPHU
yTpaTe OONBIIOTO KOJIWYECTBA JOKYMEHTOB, B MPEAMCIOBUH K TepepaboTaHHOU
ONKCH JAaeTCs CpPaBHEHHWE C TMPEKHEW, YKa3bIBAIOTCS MPEUMYIIECTBA HOBOTO
crioco0a MOCTPOCHMsI OMUCH M MPUYMHBI NepepaboTku omucH. B HeoOXoauMbIx
cllydasix CjelyeT OTMe4YaTb OCHOBHBIE HCIPABICHHUS U BHECEHHBIC JOMOJHEHHS
(mpoBeneHa yHU(UKALMS MPUEMOB OMKCAHUS 3ar0JOBKOB B TEKCTE; MCKIIOUEHBI
JIOKYMEHTBI, He OTHOCSIIIHECs K poduitio GpoHa; MpoBeIeHa ITepecucTeMaTu3alus
nen, nepemudpoBKa e U T.1.).

B 3akmtoueHnn npeancIoBys K OMMCH JTAETCs XapaKTEPUCTHUKA CIIPAaBOYHOTO
ammapara K OIHMCH, OCHOBHBIE MPUHIIUITBI €0 COCTABJICHHS M YKA3aHUS O TMOPSAKE
MI0JIb30BaHUs CIIPABOYHBIM aIlapaToM.
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B npemmcioBunm oTMedaeTcs HauuM4yue JOKYMEHTOB, OTHOCSIIUXCS
K JICATEIbHOCTH OpraHM3aluu B APYyrux (GOHIAX HIM B TOJABEIOMCTBEHHBIX
['maBapxuBy MOCKBBI apXuBax.

IIpeguciioBrue K ONMCAM JACUCTBYIOLIMX OPraHU3alui IOANKMCHIBACTCS
3aBeJlyIOIIMM apXUBOM (JIMLIOM OTBETCTBEHHBIM 3a apXUB) U COCTaBUTEIIEM C
YKa3aHHEM JOJDKHOCTH U JAaThl COCTaBJICHUs U TOMENIAETCA B HAYaJIE OIMCH IIOCIIE
oriaBJjeHus (TIPU €0 HATMYHH).

[IpenucnoBre K ONMCAM JIMKBUAMPOBAHHBIX OpraHU3alUi, IEPEIarolIuM
JOKYMEHTBI 10 Ju4HOMYy coctaBy B IbBY «Mocapxus» noanuceiBaercs
PYKOBOJUTENIEM OpraHu3aluu (MmpeacenaTeneM JHMKBUIALMOHHOM KOMHUCCHH,
KOHKYPCHBIM YIIPABJISIOIINM) U 3aBEPsIETCS N1€YaThIO.

IIpenucnoBue, COCTAaBIEHHOE B TOCYAApPCTBEHHBIX apxuBax MOCKBBI Ipu
nepepadboTke (HOHIOB, NPU YNOPSIAOYEHUH JOKYMEHTOB (DOHIIOB, MOCTYNUBILUX U
ITIOCTABJICHHBIX HA YYET B COCTOSIHUM POCCBHINH, HOANMKUCHIBAETCA COCTABUTEIIEM.

8.4.4. CiiucoK COKpallleHHBIX CJIOB

CHOucoK COKpAILIEHHBIX CIIOB COCTAaBIIIETCS B TE€X CIIydasiX, €CIH B TEKCTE
OMUCHU MIPUMEHSIOTCS COKPAILIEHUS CJIOB.

Ha3nauenne cnucka cokpaiieHuid — YHUPHUIIUPOBATH MPHUEMbI OINHUCAHUS
B OIMCH M CIPABOYHOTO anmapara K Hell 1 yMEHBIIUTh €€ 00beM.

B cnucok BHOCSTCS BCE COKpallleHUs CJIOB W TMOHSTHH yHOTpeOJseMbIX
B OIMCH, & TAKXKE COKpallleHHbIe 0003HAaYEHU sl Ha3BaHUI OpraHu3aIui.

B cnucok He BKIIIOYAIOTCS OOMICNPUHATHIE COKPALIEHUS CIOB («T.» - TO[,
«rop.» - TOPOJ U T.IL.).

CokpalieHusi B CIHCKE MOMEIIAIOTCS CJIEBA, 3aTEM YEPE3 «THUPE» CIIEAYET
MOJIHOE€ HAIMCAHWE COKPAILCHHBIX cJIOB. COKpallleHHs] pacroiaratoT B CIHCKE
B aJ1()aBUTHOM TIOPSIJIKE.

CnHCOK COKpaIIEHHBIX CJI0B MOMEIIAETCS MOCE MPEAUCIOBUS K OIHUCH.

8.4.5. Ykaszarein

VYKkazaTenu COCTaBIISIFOTCS, KAaK IPaBUJIO, K CIOXHBIM IO CTPYKTYype H
COJIEP>KAHUIO OMUCAM JeN NIl O0JIerYeHHs MOJIb30BaHUSI UMM U 00Jee MOJIHOTO
PaCKpBITHSI COAEPKAHMS TOKYMEHTOB, COJIEPKAILINUXCS B HUX.

B 3aBHcHMOCTH OT cocTaBa U COJIEp)KaHusl TOKYMEHTOB OIKUCU MOXKET ObITh
COCTaBJIEH OJVH UJIM HECKOJIbKO yKa3aTeleH.

VkazaTrenn MOryT OBITh TEMaTUYECKUMH (IIPEAMETHBIMHU), HMEHHBIMH,
reorpau4ecKuMU, XPOHOJOTMYECKMMH U JAp. MOryT COCTaBISATBCA TaKkKe
crieruaibHbIe yKa3aTell, KaKk HallpUMEp, yKa3aTellb YUpeKIECHUH.
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CocTaBistoTcsl yKa3aTenu, Kak MPaBHIIO, MO CBEACHHSIM, COJAEPKAIIUMCS
B OINMCATENbHBIX CTaThsX paszzena, 0e3 mpocMoTpa jaen. TONbKO B TeX Ciydasx,
KOTJIa B pa3/ie] BKIFOUYCHBI 3aT0JI0BKH J1e]1, C(OOPMHUPOBAHHBIX 110 HOMUHAIIBHOMY U
XPOHOJIOTHYECKOMY MPHU3HAKY, YKa3aTelId COCTABIISIOTCS C TIPOCMOTPOM JIEIT.

[To rpynmupoBKe MOHATHI BHYTPH yKa3aTelsl pa3inyaroTcs ajipaBUTHBIC U
CHUCTEeMaTUYEeCKUe yKazaTeau. An(aBUTHOE pacOIOKEHNE TOHATUN PUMEHSIETCS
JUIS yKa3aTeseu, CoAep KalliuX OJHOPOIHBIC OHATHA ((pamMIuIiu, reorpapuuecKkue
Ha3BaHUS U JIp.).

B ykazatensx, pacKpbIBalOIIMX COJAEp)KaHUE JET B TEMaTHYECKOM IIJIaHe,
CTPYKTypa OCHOBHOM YacCTH CTPOHUTCS B CHCTEMAaTHICCKOM (JIOTHYECKOM) TIOPSIIKE,
a andaBUTHOE pACIOJOKEHUE TMOHATUN BBICTyMAeT Ha IOCIEAHEM JTale
CUCTEMAaTU3aLIHH.

OCHOBHBIM ~ DJIEMEHTOM  YyKa3zaTelsi sBIseTCS pyOpuKa, coCTOsLIas
U3 MIPEIMETHOTO TMOHSATHS U MIOUCKOBBIX JAHHBIX.

VYkazaTtenu MOTryT OBITh TTyXUMHU U aHHOTHPOBAHHBIMH.

[Tpu ymopsiaoueHn#n JOKYMEHTOB, Yallle COCTaBISIOTCS TIyXHE yKas3aTellu,
PYOpPHKH KOTOPBIX BKJIIOYAIOT TOJBKO 0003HAa4YeHMs! NMOHATUN (Oe3 aHHOTauui) U
MIOMCKOBBIC JaHHbIe (TpuiioskeHne Ne 15).

[lonsTusi, BKIIOYEHHBIE B  yKa3aTelHW, JOJDKHBI HUMETh  CCBUIKU
Ha COOTBETCTBYIOLIUE HOMEPA JIEI.

8.4.6. IlepeBoanbie Tadauubl MG pPOB

[Ipu nepepaboTKe Onucel COCTABISIIOTCS MEPEBOJHBIE TAOIUIBI CTAPBIX U
HOBBIX IIKU(POB /€M, COCTOSIMN U3 rpad: HOMEp Jiena Mo CTapoil onucu, HOMep
Jiesa 1o HOBOM OIMCH, IPUMEYAHMUS.
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9. AICTOPUYECKAS CITPABKA K ®OHAY

[Ipu ymopsimoueHHM AOKYMEHTOB COCTABJISIETCS MCTOpUYECKas CIIpaBKa
K apxXxuBHOMY (OHIYy  oOpraHu3amu 32  XPOHOJIOTHYECKUH  TEPHOI,
COOTBETCTBYIOIIMM KpallHUM JaTaM JOKYMEHTOB OIIMCEH, MEpEeNaBacMbIX Ha
XpaHEHUE B ApXUB.

[Ipu ynopsioueHr JOKyMEHTOB JTUKBUAUPOBAHHBIX OpraHU3alUi WIH TIPU
nepepaboTKe oOmuced B TOCYJAAPCTBEHHOM apXWBE MCTOpPUYECKash CIpaBKa
COCTAaBJISIETCS 32 BECh MEPUOJI JEATEILHOCTH OpPTraHU3aliu.

B wucrtopuueckoit cmpaBke coaepkurca uHPopManus 00 HCTOPUHU
opranuzanuu-QoHmoodpazoBarensa, UcCTopud (PoHIAa U JaeTcs  Kparkas
XapaKkTepUCTUKA JOKYMEHTOB (hOoH/A.

JInst 00beAMHEHHBIX (DOHIOB B UCTOPUUYECKOU CIIpaBKe JaeTcsi 000CHOBaHUE
oObeuHeHus (HPOHIOB.

9.1. B Hauasie HICTOPUYECKOW CIIPABKU NMPUBOJIUTCS KpaTKasi XapaKTEPUCTUKA
HUCTOPUYECKUX yCIIOBUM BOSHUKHOBEHHUS OpPTraHU3aIluu, CBEACHUS 00 OpraHu3alim-
MPEIIECTBEHHUKE, a 3aTeéM B XPOHOJIOTUYECKOW MOCIe0BATEIbHOCTA CBEACHUS
0 co3gaHud (0O0pa3oBaHMM), pPEOpPraHU3alMHU, JHUKBUAAIMA  OpTaHU3aAUU
CO CChUIKaMM Ha Ha3BaHUs, HOMEPA U JaThl PACIOPSIAUTENBHBIX U YUPEIUTEIbHBIX
JIOKYMEHTOB.

[Ipy HanTMYMM HECKOJBKUX MPABOBBIX aKTOB O CO3JaHUU, IEPEUMEHOBAHUU,
npeo0pa30BaHUU M JUKBUIAIMKA OPTaHU3AIMKA TPUBOASTCS HAa3BAaHUS M JAThl BCEX
JIOKyMEHTOB, 32 OCHOBY OepeTcsi HauOoyiee paHHHM 1O BPEMEHHU TMOJIUCAHUS
JIOKYMEHT.

VYka3pIBatoTCs BCE U3MEHEHUS B Ha3BaHUM U TIOTUMHEHHOCTH OpraHU3aIUu.

Ecnu cBeneHus 1o HUCTOPUM  OpraHU3allid  YCTAHOBJIGHBI HE IO
pacropsiAuTEIbHBIM JOKYMEHTaM, a KOCBEHHBIM IyTeM (pacrlopsIuTeSIbHbIC
JIOKyMEHTBI aKThl HE ObUIM OOHApPYXKEHBI), ATO 00S3aTEILHO OroBapPUBACTCS
B HCTOPUYECKOU CITPABKE.

CBeneHusl O CO3JaHUU. PEOPraHU3AIMH, JUKBUIAINH, MNPeoOpa3OBaHHUH
dbonmooOpazoBaTens JalOTCA C  ydeToM  (OPMYIHPOBOK, TPUBEICHHBIX
B PACHOPSIUTENBHBIX M YUYPEIUTEIbHBIX JIOKYMEHTaX: C03/1aTh, IpeoOpa3oBaTh,
peopraHu3oBaTh, CO3aTh Ha O0a3e u T.1I.

B ucropuyeckoii cipaBke 0OTMEUaeTCs MacIiTad JesaTeIbHOCTH OpraHu3allii,
€e MECTO B CHCTEME OpPraHOB TIOCYJIapCTBEHHON BIJIACTH, SKOHOMHYECKOM,
OOIIECTBEHHO-TIONUTHYECKOM, KYJIbTYPHOU KU3HU CTpaHbl. [Ipy HaTMInuy CUCTEMBI
MOABEIOMCTBEHHBIX OPTaHU3AIIMI YKa3bIBAETCS €€ COCTaB.
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Jlanee B HICTOPUUYECKOM CIIpaBKe YKa3bIBalOTCS OCHOBHBIE 33a4U M (PYHKIINU
OpraHU3alliy U UX U3MEHEHUS, CTPYKTYypa 3a pacCMaTPUBAEMbI XPOHOJIOTUUECKUN
NEepUoJl C yKa3aHWEM JaT M JOKYMEHTOB, MO KOTOPbIM OBUIM BBISIBICHBI 3TH
ceenenusi. Hanpumep, Coanacno wumammnomy pacnucanuio Ha 2021 200 cmpyxkmypa
opeaHuzayuu OvLia ciedyrulel.

B wucropuueckoil cnpaBke kK 00bequHEHHOMY (DOHIy HM3JaraeTcsi UCTOPHUS
BCEX OpraHu3anuii-poHmoo0pasoBaTeneii, JOKyMEHTBl KOTOPBIX 00pa3yloT 3TOT
dboHA, TIPU 3TOM HCTOPHUS KAKIOW OpraHu3aruu-GHoHI000pa3oBaTeNsI TaeTCs
CaMOCTOATEIBHBIM Pa3/IeiIoM.

J11st moucka cBeJieHui o uctopuu GoHA000pa3oBaTeis clieyeT o0paiaTbes
HEMOCPEJICTBEHHO K  JOKyMEHTaM  oOpraHuzanuu-GoHaooOpasoBaTens, K
pacnopsIIUTENLHBIM IOKYMEHTAM BBIIIECTOSIIEH OpraHu3aiuu (Mpy ee HAJMYum),
a TaKke K CIPAaBOYHOW JHUTEpaType, CHPABOYHUKAM [0 aJIMHUHUCTPATUBHO-
TEPPUTOPUATBHOMY ACIICHUIO U JIp.

CeneHus 0 cCO3aHUU, PEOPraHu3aIliy, TUKBUIAUA, N3MEHEHUN Ha3BaHMUS,
MOAYMHEHHOCTH MOXXHO HaWTHU B PaCHOPSIAUTEIBHBIX JOKYMEHTaX OpraHu3alluu-
dboHm000pazoBaTels U €€ BBIMIECTOSAIUX OpraHaxX, MaTepraliax YUpeauTeIbHbIX U
JIMKBUIAIIMOHHBIX COOpaHui, ChE3/I0B, JIEHYMOB, PETUCTPAIIMOHHBIX JOKYMEHTAX
U 1p.

OcHoBHBIE 3a7aud U (GYHKIHUMA OpPraHU3alMU OTPAKEHBI B IOJOKEHUSIX
(ycTaBax) opraHu3aiui, MOJOKEHHUSIX O CTPYKTYPHBIX MOAPA3AEICHUIX U JP.

N3menenus CTPYKTYpbI OpraHu3aluu MOHO MPOCJICIUTh
M0 pacHopSAUTENIbHBIM JOKYMEHTaM, CTPYKTypaM M CXeMaM OpraHu3aluu
YIPaBJIEHUS], IITATHBIM PACIIUCAHUSM U JIP.

OcHOBHbIE HANIPaBJIEHUS ACSITEILHOCTH OPTaHU3ALINH, €€ ITOJBEIOMCTBEHHOM
CEeTM TMPEJCTAaBICHbl B OTYETAX MO OCHOBHOW JESATEIbHOCTH, CIIPaBKax,
uHbOpMAITUIX U JIP.

[Ipy HanucaHUM HMCTOPUYECKON CIpaBKM HEOOXOIMMO OTKa3aThCs
OT TOJUTUYECKON OLIEHKU COOBITHM, SMOIMOHAIBHBIX BBIBOJIOB U 3aKIIOUCHUI
O JI€ATEIbHOCTH OPraHU3alUu.

B wucropuueckoil crpaBKe€ CHOCKHM JEJIAIOTCA HAa JIOKYMEHThI ApXMBHBIX
dboHI0B ¢ ykazaHueMm HoMmepa (HoHAa, OTIMCH, JeNa, JIUCTA, HAa UCTIOJIb30BAHHYIO TIPH
€€ HAIMCAHUU HAyYHO-CIPABOYHYIO JINTEPATYPY.

9.2. Bo BTOPOIi YacTH NCTOPUUECKON CITPABKU MIPUBOJAUTCS CTPYKTYypa GoHa
(HaMM4Me ONMUCEeW 10 pa3HbIM HANpaBICHUSIM JIESITEIBHOCTH OpraHu3alluy,
M0 OTJIEJILHBIM BHJIaM JIOKYMEHTOB), J1aeTcsl 0000IIeHHas: XapakTepucTuka (hoHaa
10 COCTaBY U COJIEPKAHUIO JOKYMEHTOB.

9.3. B 3aKi1104UTENHHON YaCTH UCTOPUUYECKON CIIPABKH MU3JIaratoTCs CBECHUS
1o ucTopuu PoHa:
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- U3MEHEHHsI B cOCTaBe M oObeme (OHIAa W WX NPUUYUHBI (IIPOBEICHHE
OKCIEPTU3bl 1LIEHHOCTH (MpU TepepadoTKe omuceit), yTpaTbl JOKYMEHTOB,
HE3aJJOKyMEHTUPOBAHHbIE Mepuobl. [lepeuncistoTcss OCHOBHBIE KaTErOpuu
HEJOCTAIOUINX JOKYMEHTOB C YKa3aHHEM JaT, 32 KOTOpblE OHM OTCYTCTBYIOT, a
TaK)Ke pe3ybTaThl IPOBEACHHON padOThI 110 PO3bICKY HEJOCTAIOIIUX JOKYMEHTOB;

- KpaTKhe CBeIeHHs 00 OCOOEHHOCTAX (OPMHUPOBAHUS, OIUCAHUS H
CHUCTEMAaTH3allud JOKYMEHTOB, CBEICHMS O HAJMYWU JOKYMEHTOB, BBIXOJISIIHNE
3a XpoHoJiorndyeckue rpanuibl ¢ponna. KpaitHue natel TOKyMeHTOB (DOHIA MOTYT
HE COBMAJaTh C KpallHMMM JaTaMHu JAeATelIbHOCTH (OHI000pa3oBaTels, €Ciu
110 KaKUM-JTH00 IPUUMHAM OTCYTCTBYIOT JOKYMEHTBI HAUaJIbHOTO M 3aBEPIIAIOIIETO
ATANoOB AESATENIbHOCTU OpraHU3alui WK €clid B (JOHJ OpraHu3aluu ObUIM B CBOE
BpeMsl IepedaHbl HE 3aBEpLICHHBbIE JEIONPOM3BOACTBOM Jejla OpraHu3aliu-
npenuiecTBeHHUKa. Ecinm  kpailHue gaTtbl  JTOKyMEHTOB  (OHIA  BBIXOJAT
32 XpOHOJIOTUYECKHE PAMKH JIEATEIHHOCTH (OHI000pa30BaTensi, BKIIOUCHHE HX
B cocTaB ¢oHa 00s13aTEIbHO OTOBAPUBACTCS,

- CBEJICHHUS O HAJIUYMU JIOKYMEHTOB (oHmo00pa3oBarenss (B TOM 4YHUCIE
[0 JIMYHOMY COCTaBY), HaXOJSAIIMXCS B COCTaBE APYruX (POHIOB WM apXUBOB, U
MeCTaX UX XpaHEHUS;

- CBEACHHUS O HAJIWYMM JOKYMEHTOB JpPYyIuX opraHuzauuil ((hoHIOBbIE
BKJIFOUCHUS);

- CTeMeHb COXPAHHOCTH JOKYMEHTOB, B TOM YHCIe (PU3HUECKOE COCTOSHHE
JTIOKYMEHTOB;

- COCTaB Hay4HO-CIIPABOYHOTO ammapaTa K QOoHIY;

- nH(popmanus 00 yCIOBUSX JOCTyNa U UCIOJIb30BaHUS JOKYMEHTOB,;

- CHHMCOK HOPMAaTUBHBIX M HHBIX JIOKYMEHTOB, Ha OCHOBAaHUU KOTOPBIX
IPOBOAMIIOCH YMOPSAJOUYEHUE IOKYMEHTOB C CCBUIKAMHM Ha YTBEP)KIAIOLIME HX
JIOKYMEHTBHI.

9.4. Uctopuueckas cnpaBka K (OHAY JUKBUAUPOBAHHOW OpPraHM3aluH,
nepearonieil JOKYMEHTHI 10 JTHYHOMY COCTaBy, JOJIKHA COJEpPIKATh CIEIYIOIINe
CBE/ICHUSA:

- CBeJleHHUsl 00 OpraHu3aNum:

- TIOJIHOE U COKPAILEHHOE HAa3BaHHUE OpraHU3alliH;

- CBEIEHHUS O CO3JaHUHU, MPEoOpPa3OBAHUHU, PEOPTraHU3ALMH, JTUKBUIAINH
OpraHu3alii, U3MEHEHUU €€ Ha3BaHMs C yKa3aHWEeM TOYHBIX JIaT M Ha3BaHUM
OpPTraHU3AIMOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB;

- chepa nesTenbHOCTH (3a/1a4u U (PYHKIIMU OpraHU3ALNN);

- COCTaB CHUCTEMBI TI0JIBEJOMCTBEHHBIX OpraHu3alui, GUINaIoB, OTACTICHHUHI
U T.IL;

>

- CTPYKTypa OpraHu3alyy U €€ U3MECHECHUS,
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- aJipec opraHu3auy (FOPUANICCKIN 1 PaKTUIECKUM );

- kog MHH, perucrpanMoHHbII HOMEp CTpaxoBaTelsi MO 00s3aTE€IbHOMY
MEHCUOHHOMY M COIMAJIbHOMY CTPaxXxOBaHUIO, HAUMEHOBAHUE TEPPUTOPUATIHLHOTO
oprana (Otnenenue @OoHga TNEHCMOHHOTO W COIMAIBHOIO  CTPAXOBAHMS
Poccuiickoit ¢henepanuu o r. MockBe 1 MoCKOBCKOH 00J1acTH), HOMEp HaJOTOBOM
WHCIEKIIUU, TPOBOAMBIIEH PEBU3UI0 (MHAHCOBO-XO3SMCTBEHHON AESITENHbHOCTU
OpraHU3allnu;

- cBeJeHus 0 poHze:

- KOJIMYECTBO J1e1 B (DOH/C M UX KpalHUE AaThl;

- CTETMEeHb COXPAHHOCTH JIOKYMEHTOB;

- MECTOHAXO0/IEHNE JOKYMEHTOB, OCTABJICHHBIX Ha XPAaHEHUU yUpeIUTEIICH,
MPEEMHUKOB JI0 KCTEUEHUS YCTAHOBJICHHOTO 3aKOHOJATEICTBOM  CpOKa
BPEMEHHOT'O XpaHEHHUS,;

- XapaKTePUCTUKA TOKYMEHTOB (oH/1a;

- BUJIBI IOKYMEHTOB, BOIICAIINX B COCTaB (POHIA;

- Hay9HO-CITPaBOYHBIN anmapart K GoHIy.

9.5. Jlnst apXUBHOM KOJIJIEKIIMM MCTOPUYECKAs CIIPABKa COJICPKUT CBEICHUS
10 UCTOPHUU €€ CO3/IaHMs, B TOM YHCJIE O BPEMEHHU, YCIOBUSIX, TPUUMHAX CO3aHUs,
OPUHIIMIAX  TOCTPOEHUS, CBEACHHS O €€ COCTaBUTENAX, a  TaKxke
O MECTOHAXOXKJIEHWU KOJUICKIIUU JI0 TOCTYIUICHUS B apXuB (€CiIM OHAa He Oblia
co3gaHa B apxuBe). Bropasg u TpeThs 4acTh MCTOPUYECKON CIPABKU apXHBHOU
KOJUIGKIIUA ~ CTPOATCA 1O aHAJIOTHH C COOTBETCTBYIOIIMMH  pa3feliaMu
HUCTOPUYECKON CITPaBKH apXUBHOTO (hOH/IA OpPTaHU3AIUH.

9.6. Uctopuueckas crmpaBka K (OHIY HMeeT 3arojioBok: «lcropuueckas
cinpaBka K ¢oHay Ne ...» ¢ ykazaHHeM B KaBbIYKaX B MMEHHUTEILHOM MaJekKe Kak
MOJIHOTO, TaK M COKPAIICHHOro O(UIMAILHOTO Ha3BaHUsA OpraHU3alUU-
dbonm000pazoBaTesis U XPOHOJIOTHYECKOTO MEpUoia, 3a KOTOPHIHA MpecTaBicHa
uHpopmauss o ¢onmooOpaszoparene. Ilpu mepBoM MNOCTYIUIEHUH JOKYMEHTOB
¢doH1a B TOCYJapCTBEHHBIN apXUB OCTABIIACTCS MECTO /ISl yKa3aHust HoMepa GoH/a.

Hampumep, Ucmopuueckas cnpaska k ¢pondy Ne 3599 «/lenapmamenm
20p0o0ocKo2o umyujecmaa 2opooa Mockewl Ilpasumenvcmea Mockewiy 3a 2018-2021
2000l.

Jist  obbenuHeHHOTO (OHIA B 3arojoOBKE K HMCTOPUYECKOM CIIpaBKe
yKa3bIBaeTCs 00I1ee Ha3BaHUe 00beIMHEHHOTO (hOHA, a I APXUBHOM KOJIIEKITHH
— Ha3BaHUE KOJUIEKIIUH.

Hanpumep, Hcmopuueckas cnpasxka x ¢onoy Ne 1800 «Axyuoneproe
obwecmeso «/enoma-By u eco ¢unuanviy 3a 2001-2004 200v1, Ucmopuueckas
cnpaska K ¢onoy Ne 35 «Konnexyus 0OKyMeHmMo8 0 no020moske u nposedeHuu
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Coopanus epaxcoan Poccutickoii @edepayuu 5 anpens 1992 200» 3a 1991-1992
200bl.

9.7. Ilpu panpHeWmIeM yHOOPSAJOYEHWH U Iepefadye JTOKYMEHTOB
B I'OCYJIapCTBEHHBIN apXHUB COCTABJISIETCS JOMOJHEHUE K MCTOPUUYECKON CIpPaBKE,
I7ie ONMKMCHIBAIOT M3MEHEHUsSI B COCTaBe (POHJIAa, HA3BAHUU, CTPYKTYpe, PYHKIIUAX,
MOTYMHEHHOCTH OPTaHU3aIIUN 32 COOTBETCTBYIOITUI TIEPHO/I.

JlomomHeHne K MCTOPUYECKOW CIPaBKE COCTABISETCS B BHJE OTICIHHOTO
JIOKyMEHTa U UMEET 3aroJioBOK «JlomoiHeHne K HCTOpUIecKoil cripaBke (oumaa No
..», C YyKazanmeM HoMepa (oHAAa ¥ TIOJHOTO Ha3BaHWE OpTaHU3AIHH-
dbonm000pazoBaTeliss B UMEHUTEIILHOM MaJIexKe.

9.8. McTopuueckyro crpaBKy (JIOMOJTHEHHE K HEH) K (OHIY JACHCTBYIOIICH
OpraHu3alliy MOJIUCHIBAIOT PYKOBOJAUTENb OPraHU3alUN/yIIOJIHOMOYEHHOE JIUIIO
OpraHu3alliy U COCTaBUTENb.

Hcropuueckas crnpaBka K ¢GoOHAAM JHKBHAHPOBAHHBLIX OPraHU3AIMIA,
NEepejaroMM  JOKYMEHTBI 1O JIMYHOMY coctaBy B [BY «Mocapxusy,
TIO/IMMICHIBACTCS PYKOBOJMTEIIEM OpraHW3amuu (MpeaceaaTesieM JTUKBUIAIMOHHON
KOMHUCCHUU, KOHKYPCHBIM YIIPABJISIONINM), U 3aBEPACTCS ME€YATHIO.

Hcropuueckasi crnpaBka, MOJATOTOBICHHAS B TOCYIAapCTBEHHBIX apXHBaXx
MockBbl Tipu nepepaboTke (OHAOB, MPHU YNOPSAOUYEHUU JTOKYMEHTOB (HOHIOB,
MOCTYIHUBIIUX U TMOCTABJICHHBIX Ha Y4€T B COCTOSHUU POCCHINHU, MOJIHUCHIBACTCS
COCTaBUTEIIEM.
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10. COCTABJIEHUE AKTA O BBIIEJIEHUU K YHUUYTOXEHUIO
JOKYMEHTOB, HE ITIOVIEXKAIIIMX XPAHEHHIO

[Tocne cocraBiaeHHs OmMMCEW JAeN MOCTOSIHHOIO XPAHEHWs U IO JIMYHOMY
COCTaBy, Ha JOKYMEHTbl C MCTEKIIMMU CpPOKaMU XpaHEHUs, OTOOpaHHBIE
K YHHUYTOXEHHUIO B IMPOILIECCE IKCIEPTU3bI LIEHHOCTU JOKYMEHTOB, COCTaBIIIOTCS
aKTbl O BBIJCICHUM K YHUYTOXEHUIO JOKYMEHTOB, HE IOUICKAIUX XPAHEHHIO
1o yctanoBJeHHOU Gopme (mpunokenue Ne 14). I'padert 1, 2, 3, 6, 7, 8 popMmsbl akTa
SBIISIIOTCS 00sI3aTENIbHBIMH, a Tpadbl 4, 5 3aMONHAIOTCS B HEOOXOIUMBIX CIIydasX.

B akre nomkHO OBITH yKa3aHO: JaTa M MECTO €ro COCTaBJICHMS, KAKUM
IIEPEYHEM IIOJIb30BAJIMCh TPHU IPOBEACHUHM OKCIEPTU3bI, 32 KAaKUE TOJbl
BBIJICIISIFOTCS. TOKYMEHTBI, HAUMEHOBAHMSI TPYII OJHOPOAHBIX JI€J, KOJIWYECTBO
JIeJ1, HOMEpa CTaTe! 10 INEPEUHIO.

B koHme akrta ykaspiBaeTcs oOIlIee KOJUYECTBO JieNl (JOKYMEHTOB)
BBIJICJICHHBIX K YHHUTOKEHHUIO.

Kpome TOro, HeoOXonMMO BHECTM B AaKT Ha3BaHHME BCEX OIMCEH e
IIOCTOSIHHOT'O XpPaHEHUs U 110 JTUYHOMY COCTABY, YTBEP KICHHBIX U COTJIACOBAHHBIX
LOIIK I'maBapxuBa MockBbl ¢ ykazanueM NeNe mportokosnoB L[OIIK I'maBapxuBa
MOCKBBI 3a ITEPUOJT TOKYMEHTOB, BKIFOUEHHBIX B aKT O BBIICJICHUU K YHUUTOXEHUIO
JIOKYMEHTOB, HE MOJICKAUX XPAHEHUIO.

OtoOpaHHble K yHUUTOXKEHHUIO Aena a0 yreepxkaeHus L[DIIK I'maBapxua
MocCkBbI Omucel Jen MOCTOSIHHOTO XPAaHEHHs] M COIJIaCOBAHUSA OMHUCEH JIeN IO
JUYHOMY COCTaBY, a 3aTE€M YTBEPKICHUS YKa3aHHbBIX JTOKYMEHTOB PYKOBOJUTEIEM
OpraHM3aly, TOJKHBI XPAaHUTHCSI 000COOJIEHHO MO TpYIIaM, BKJIOYEHHBIM B aKT
O BBIJICJICHUH K YHHUYTOKECHHUIO.

Jlena, oroOpaHHbIE K YHUYTOXKEHHIO, BKIIOYAIOTCS B aKkT, €CIHU
IIPELYCMOTPEHHBIN Il HUX CPOK XPAaHEHMsS UCTEK K 1 sHBaps roaa, B KOTOPOM
cocraBisiercst akT. Hanpumep, fena ¢ 5-JI€THUM CPOKOM XpaHEHUsl, 3aKOHUYECHHbIE
nenonpou3BoAcTBOM B 2018 rogy MoryT ObITh BKIIIOUEHBI B aKT, KOTOPBIN OyAeT
coctaBiicH He paHee | saBaps 2024 rona.

AKT O BBIIEICHUM K YHHUYTOXKECHHIO JEJI, HE IOJUIEKAIUX XPAHEHUIO,
COCTABJISIETCS HA Jiea Bceld opranu3anuu. Eciu B akTe yka3aHsbl Jejla HECKOJIBKUX
NOJIpa3/IeJICHu, TO HAa3BaHHME KAXKJIOTO MOJAPA3NEICHHUS YKa3bIBA€TCA NEpeN
IPyNIION 3ar0JI0BKOB €] 3TOT0 NOApa3AeIeHUS.

3aroyioBKM OJIHOPOJHBIX €] BHOCATCS B akT MOJA OOIIMM 3arojOBKOM
C YKa3aHHEeM OO0I1Iero KOJIMYECTBa A€, OTHECEHHBIX K JaHHOU rpyIIie.

[Ipyn BKJIIOUEHHH B aKT JOKYMEHTOB, BBISIBICHHBIX HPH MPOCMOTpE e
co cpokoM xpaHeHus ¢ oTMeTKOH «IIIK», otmeTka «IIK» B akTe HE yKa3bIBaeTCA.
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AKTBI O BBIICICHHMM K YHHUUYTOKECHUIO JOKYMEHTOB, COCTaBJICHHBIC
B OpraHM3alMsAX, SBJSIIOIIMXCA HCTOYHMKAMU KoMiuiektoBanus [BY «III'A
Mocksel», mnpencrabisrorca Ha cornacoBanue LOIIK I'maBapxuBa MOCKBBI
B 2 3K3EMIUIIPAX BMECTE C OMMUCSAMHU JAEJ MOCTOSIHHOTO XPAHEHHUS U IO JINYHOMY
COCTaBy.

YHHAUYTOXKEHNE AENI C UCTEKIIMMH CPOKAMHM XPaHEHUs, BKIKOYEHHBIX B aKT,
cornacoBanHblii [[DIIK I'maBapxuBa MOCKBBI TPOU3BOAMUTCS TOJBKO IOCJIE
YTBEpPsKIACHUS PYKOBOJUTEIIEM OPTaHU3ALMHU OMKMCEHN 1]l TOCTOSIHHOTO XPaHEHHUs
Y T10 JINYHOMY COCTaBY 3a COOTBETCTBYIOIIMMI MEPUOI.
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11. MPEACTABJIEHUE OITUCEM JEJI, JOKYMEHTOB
HA PACCMOTPEHHME IDIIK u BIOPO LIIIK
I''TABAPXNBA MOCKBbBI

11.1. CocraBiieHHbBIE B pe3yibTaTe YHNOPSAOUYEHUS ONUCHU JEN, TOKYMEHTOB
MOCTOSIHHOI'O XpaHEHWs, MO JIMYHOMY COCTaBy, HMCTOpUYECKas CIpPaBKa, aKT
O BBIACICHHH K YHMYTOXKCHUIO JIOKYMEHTOB, HE IOMICKAIIMX XPAaHCHUIO
JACHCTBYIOLIEH OPraHM3alMM HAIPaBJSIIOTCA HA COINIACOBAHHWE OKCIIEPTHOU
komuccun(IK) opranuzanuu.

BrlmeykazaHHble JTOKYMEHTBl OpraHU3alMil, SBISIOIIMUXCS HCTOYHUKAMHU
komiiekToBanuss  ['BY  «I['A  MockBbl»  momiiekar  MPEICTaBICHUIO
Ha paccmoTpenue lleHTpanbHOM sKcnepTHO-poBepoyHOil komuccuu (IIDTIK)
['maBapxuBa MOCKBBI C 3aKJIOYEHUEM OTBETCTBEHHOIO pa0OTHHKA apXuBa
(kypaTopa opraHu3anuu) mocje JOpPadOTKH IO €ro 3ameuaHusM. [lepBoHadabHO
Ha paccmotpenue LDIIK I'maBapxuBa MOCKBBI IpelcTaBisIeTCs 2 3K3EMIUISIpa
OIMCEMH, aKTa, ICTOPUYECKOM CIIPABKH, OJMH U3 KOTOPBIX B JJIIEKTPOHHOM BUJIE.

Onucu e no JIMYHOMY COCTaBY JIMKBUJIMPOBAHHBIX OpraHU3alui MOJIexKar
npeacraBiaeHni0o  Ha paccmorpenne bropo L[DIIK  I'maBapxuBa MOCKBEI
c 3aknroyeHuem pabotHuka I'BY  «MocapxuB» mocine nopabOTKH MO €ro
3amevanusaM. llepBonayansHo Ha paccmorpenue bropo LIDIIK mpencraBmsercs
1 sx3emIuIsIp onuceil.

11.2. ITpu HaMU4YUMU yTpaThl JOKYMEHTOB BMECTE C OMUCAMH MPEICTABIACTCS
CnpaBka 00 OTCYTCTBYIOIIMX JIOKYMEHTaX MOCTOSHHOI'O XPaHEHUs U MO JIMYHOMY
cocraBy (nprnoxenue Ne 9) B 2 sxzemiuisipax (1 sx3eMIuIsip Isi TOCYAapCTBEHHOTO
apxuBa). CrpaBka odopmisgeTcss Ha OJlaHKE OpraHM3alud, MOJIUCHIBAETCS
PYKOBOJIUTEIIEM/ yTIOJIHOMOYEHHBIM JIULIOM OpraHu3alu,
JMKBUAATOPOM/KOHKYPCHBIM  YIIPABIISIOIIUM W 3aBEPSETCd OCHOBHOM N€YaThIO
opranu3auuu (npu Bo3MoxxHocTH). Ecin CripaBka 00 OTCYTCTBYIOIIMX TOKYMEHTaX
opopmieHa He Ha OJaHKe, TO 3aBEPEHHME OCHOBHOM II€YaThi0 OpraHU3aluU
00s13aTEbHO.

11.3. Ipu Hammumu 3amedanuii sxcrieptoB LIDTIK u bropo LDIIK I'maBapxusa
MoOCKBBI B OIICH U JPYTHUE TOKYMEHTBI BHOCSITCS IOMPABKH (B 3JIEKTPOHHOM BHJIE) U
NPEJCTABIISIOTCS KypaTopy JUIsl IPOBEPKHU.

11.4. Tlocne ytBepxnaenus LOIIK I'maBapxuBa MoOCKBBI omucei aen
noctossHHOro XpaHeHusi U coriacoBanus LDIIK wiu bropo IIDIIK I'maBapxua
MockBbI onMcer 1ea 10 JUYHOMY COCTAaBy ACHMCTBYIOIIEH M JIMKBUIWPOBAHHOU
OpraHM3alMy OMHMCH PACTIEYaThIBAIOTCA B HEOOXOJMMOM KOJIMUYECTBE 3K3EMIUISIPOB,
MOJNKCBIBAKOTCS COCTABUTEIISIMU, COOTBETCTBYIOUIMMU JOKHOCTHBIMU JIMIIAMU U
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Hanpasisitorea B LIOIIK u bropo LBIIK I'maBapxuBa MOCKBBI 1Ji1 POCTAaHOBKHU
OTMETKH (IITAMITOB) YTBEPKICHHS U COTJIACOBAHUS B CIIEAYIOIIEM KOJIMYECTBE:

- ONHUCHU Jed, JOKYMEHTOB IIOCTOSHHOTO XPAaHEHHUs JEWCTBYIOLIHUX
opraHu3anuii B 5 sKk3eMIUIsipax Ha OymakHOM Hocutene (4 sx3emiuisipa s ['BY
«III"’A MockBbI» U 1 3K3eMILISIp JJISI OpraHU3AIIH )

- OIIACH JIeJI, JOKYMEHTOB I10 JINYHOMY COCTaBY JACHCTBYIOIIMX OPraHU3AUN
B 4 sK3eMIuIsipax Ha OymaxxHoMm Hocutene (1 ax3eMIuisip /s HaOIIOJaTEIbHOTO
nena I'BY «II'A MockBbI» 1 3 3K3eMILTsApa JAJI1 OpraHu3alim).

- ONUCH Jed, AOKYMEHTOB IO JIMYHOMY COCTaBY JIMKBUIAWPOBAHHBIX
opranuzaiuii B 4 sk3eMIuisipax Ha OymMakHoMm Hocutene (3 sx3emiuisipa it I'BY
«MocapxuB» U 1 3K3eMIUIAp AJI1 OPTraHU3aIIH ).

11.5. Beimeyka3aHHble OMUCH JIE€] C OTMETKOM (IIITaMIIOM) YTBEPKACHUS UITU
cormacoBanuss LDIIK wm bropo LDIIK I'maBapxuBa MOCKBBI YTBEpPKIAHOTCA
pykoBoauteneM( YIMOJIHOMOYEHHBIM JIMIIOM) OpraHu3aluu, MOpeaceaaTesieM
JUKBUJAIIUOHHONW KOMUCCHUH /KOHKYPCHBIM YIPABJISIONINM, a 3aT€M IMepeatoTCs B
I'BY «II'A MockBe» u B I'BY «MocapxuB» B KOJIMYECTBE YKa3aHHOM B MYHKTE
11.4. JIonOTHUTEIBHO OTHUCH TepeIatloTCsl B DJIEKTPOHHOM Bue ( (aiiia ¢ omuchio
B penaktupyemom ¢opmare(DOC) i mocieayomie KOHBEPTAIUU B TIOJICHCTEMY
HCA MAUC TI'naBapxuBa Mocksbl u AUIC « Mocapxus»(MCAL).

11.6. Ilpu ymopsiio4eHUH JOKYMEHTOB, MOCTYIMBIIUX B TOCYAapCTBEHHbIE
apXWBbl B HEONMHCAHHOM BHUJE WU TepepaboTKe OMUCEH e, XPaHSIIUXCS
B FOCYJIapCTBEHHBIX apXuBaX MOCKBBI COCTABJISICTCS aKT OMUCAHUSI (MPUIIOKEHUE
Ne 10).

AKT mpeacTaBisieTcs BMeCTe C onucsaiMu Ha paccmorpenue [IIIK
['maBapxuBa MOCKBBI B 2 3K3eMILISIpax.



[MTPUJIOXXEHMA
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Ipuiaoxkenue Ne 1
®opma «JIucr-3aBepureJisb aesia»

JIMCT-3ABEPUTEJIb AEJIA Ne

B nene npommTo 1 MpOHyMEpOBaHO

JIUCTOB
(undpamu ¥ MPONUCHIO)
c Ne o Ne B TOM YHCIIEC: JUTEPHBIE HOMEpPA JIMCTOB
;
MIPONYIIICHHBIE HOMEpa JIUCTOB
+ JTMCTOB BHYTPEHHEH OMTUCHU
Oco6eHHOCTH (PU3UYECKOTO COCTOSIHUS U Howmepa
dbopmupoBaHus Jiena Jlucros
1 2

« » 20 T




BHyTpeHHsIs1 ONUCH JOKYMEHTOB jiesia Ne

85

IIpunoxenue Ne 2
®opma «BHyTpeHHsAS OIUCH JOKYMEHTOB /1eJ1a)

Ne | PeructpaunoHHbIN Hara 3aroJoBOK NoeNe | [Ipumeuanus
/i Ne nokymeHTa | IOKyMEHTa | JIOKYMEHTa | JIMCTOB
Jena
1 2 3 4 3) 6
Uroro JIOKYMEHTOB.
(urdpamMu 1 MPOMUCHIO)
KonnuecTBo MMCTOB BHYTPEHHEN JUI.

OIINCH

HanmMmenoBanne n10mKHOCTH
JINIIA, COCTABUBIIIETO
BHYTPEHHIOIO OIUCH
JIOKYMEHTOB Jieja

(g pamMu 1 MPOMUCHIO)

(moMucH)

(mara)

(pacmmdpoBKa MOMUCH)
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IIpunoxenue Ne 3

<I)0pMa «BHyTpeHHHH OIINCH JIMYHBIX J¢€JI AeJ1a»

BHyTpeHHsIfA OUCH JTUYHBIX JeJ1 Jeaa Ne

No damunms, uMs, OTYECTBO NoeNo [Ipumeyanus
/i1 JIMCTOB
Jena
1 4 5 6
Htoro JIEIT.
(mudpaMu ¥ IPOITHUCHIO)
KonuyecTBo TUCTOB BHYTpEHHEH JII.

OIINCH

HanmMmenoBanne n10mKHOCTH
JINIIa, COCTaBUBIILICTO
BHYTPEHHIOIO OIUCH
JIOKYMEHTOB Jieja

(moMucH)

(mara)

(g pamMu 1 MPOMUCHIO)

(pacmudpoBKa MOIKCH)
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IIpunoxenune Ne 4
®opma «Onuck e, J0KYMEHTOB IOCTOSHHOT0 XPAHEHUS»

(HauMeHOBaHUE YTBEPXIAIO
rocyJapCTBEHHOTO OpraHa, (HauMeHOBaHUE JOHKHOCTH PYKOBOJIUTENS
opraHa MECTHOTO WIM UHOTO YITOJHOMOUYEHHOTO MM JIMIIA)
caMOYTIpaBJICHUS,
OpraHu3alIln) (moamuce) (pacmudpoBKa MOIUCH )
(mata)
donx Ne
OITNCH Ne
JIeN, TOKyMEHTOB TIOCTOSTHHOTO XPaHCHUS
3a TOJTBI
No | Unnekc Kpaiinue | KonndecTBo
3aroJoBOK Jiena [Ipumeuanus
n/n | gena JIAThI JIMCTOB
1 2 3 4 5 6
Ha3zBanue paznena
B nanHbIM pas3iesn onucu BHECEHO
hi(Sh)
(g pamMu ¥ MPOTUCHIO)

¢ No mo Ne , B TOM 4HCJIE
JUTEPHBIE HOMEpA:

IIPOITYLIEHHbIE HOMEPA!

HaunmenoBanne n0mKHOCTH
PYKOBOJIMTENIS apXuBa (JIULO,
OTBETCTBEHHOE 3a apXHUB)

(moxmuck) (pacmmdpoBKa MOIITUCH)

(mara)

Haumenosanmue JOJ)KHOCTH
COCTaBUTEJISI OMUCH

(moamucek) (pacumdpoBKa MOAIUCH)




(maTa)

COT'JIACOBAHO
[Iporokon LIDK (3K)
OpraHU3aIHH
oT No

[TpoTtoxon LIDIIK I'maBapxuBa

MoOCKBBI
oT

YTBEPXIEHO

No
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(HauMeHOBaHUE

rocyaapCTBCHHOI'O OpraHa,
OopralHa MCCTHOT'O

YTBEPXIAIO
(HaMMEHOBAHUE JIOJKHOCTU PYKOBOAUTEIS
WJIM UHOTO YIIOJIHOMOYEHHOIO UM JINLIA)
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Ipuiaoxenue Ne 5
®opma «Onmch ey, JIOKYMEHTOB 110 JINYHOMY COCTABY»

caMOyIpaBJieHuUs],
OpraHu3aIln) (moamuce) (pacmmdpoBKa MOIIHUCH )
(mata)
®onpg Ne
OIINCDH Ne
JieJ1, JTOKYMEHTOB 10 JINUYHOMY COCTaBY
3a TOJIbI
No | Uunexc | 3aronoBok | KpaitHue Cpoxk KonnuectBo
[Iprmeuanus
/i | Jena nena JaThl | XpaHCHUs JINCTOB
1 2 3 4 5 6 7
Haszpanue paznena
B nanHbIM pas3iesn onucu BHECEHO
Tien

¢ No o Ne
JUTEPHBIE HOMEpA:

(g pamMu 1 MPOMUCHIO)

, B TOM 4HCJIE

IIPOITYLIEHHbIE HOMEPA!

HaumenoBanue nOHKHOCTH
PYKOBOJIMTENIS apXuBa (JIULO,

OTBETCTBEHHOE 3a apXHUB)

(mara)

HaumenoBanue qOKHOCTH

COCTAaBHUTCIIA OIIMCH

(moxmuck) (pacmmdpoBKa MOIITUCH)

(moamucek) (pacumdpoBKa MOAIUCH)



(maTa)

COT'JIACOBAHO COT'JIACOBAHO
[Iporokon LIDK (3K) [TpoTtoxon LIDIIK I'maBapxuBa
OpraHu3anuu MockBbI

oT No OoT No
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IIpunoxenue Ne 6
®opma «Onuch JeJ1, JOKYMEHTOB NOCTOSIHHOTO0 XpaHeHU,
COCTABJICHHOH B rocy1apcTBEHHOM apXHuBe)

YTBEPX/IEHO
[Iporokon LIDIIK I'naBapxuBa
MOCKBHI
OT No
®onpg Ne
OITMCBH Ne
JieJ1, JTOKYMEHTOB MTOCTOSTHHOTO XpaHEHUS
3a TOJIBI
No | Unnekc Kpaiinue | KonndecTBo
3aroJoBOK Jiena [Ipumeuanus
/I | Jgena JTaThI JINCTOB
1 2 3 4 5 6
Ha3zBanue paznena
B nanHbIM pas3esn onucu BHECEHO
nen
(mudpaMu ¥ MPOITUCHIO)

c Ne

o Ne , B TOM 4HCJIe

JIUTCPHBIC HOMCpaA:

IIPONYILIEHHbIE HOMEpPA:

HaumenoBanue nOHKHOCTH
COCTABUTEJIA OITUCH

(momamuck)  (pacmmgpoBKa MOIMUCH)

(nara)

Xpanutenb QOHI0B

(mogmuck)  (pacmm@poBKa MOJIMUCH)

(nata)

HaunMmeHoBaHue NOIKHOCTH
PYKOBOJUTENS apXuBa (UL,
OTBETCTBEHHOE 32 apXUB)

(moamuck)  (pacmmdpoBKa MOMUCH)
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Ipuiaoxkenune Ne 7
®opma «TUTYAbHBINA JHCT»

(Ha3BaHUE TOCYIAPCTBEHHOTrO apXxuBa)!

(Ha3Banue ponma)

®ong Ne

OITNCDH Ne

(Ha3BaHUE OMUCH)

Kpaiinue natel JOKyMEHTOB

! 3amnoHsAeTCs B ToCynapCTBECHHOM apXHUBE
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IIpuiaoxenue Ne 8
Oopasen «TuTyJbHBIA THCT)

I'ocynapcrBeHHOe 0101KeTHOE YUpeKAeHUue KyJIbTYpbl ropoaa MoCKBBI
«MOCKOBCKHH rocy1apCTBEHHbIN 00beAMHEHHBIN XYy/105KeCTBeHHbIN
HCTOPHKO-AaPXUTEKTYPHBbIN U NPUPOAHO-ITAHIIIAGTHBIM MYy3ei-3al10BEIHUK
(MockoBCKHH rocy1apCTBEHHbIN 00beIMHCHHBIN My3eii-3all0BeIHHUK,

MI'OM3)
JlemapTaMeHTa KyJbTYpPbl ropoaa MocKBbI
(aBryct 2005 T. - )

®oug Ne P-3376

OIIUCDH Ne 1 (mpoaoJixeHue)
1ieJ, TOKYMEHTOB MTOCTOSTHHOT'O XpaHEHUsI

2020-2021 romsl
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IIpunoxenue Ne 9
®opma «CnpaBka 00 0TCYTCTBYIOIIHMX JIOKYMEHTAX
MOCTOSTHHOTO XPAHEHHS U M0 JIUYHOMY COCTABY»

HA BJIAHKE

CITPABKA
00 OTCYTCTBYIOLIUX JOKYMEHTAX NOCTOAHHOIO0 XPAHECHUS M 110 JUYHOMY COCTABY

(BBIOpaTH HEOOXOAUMOR)

3a roabl
B romoy OBLIO IMPOBCACHO YIIOPAAOYCHUC JOKYMCHTOB IIOCTOSHHOI'O
XPaHCHUA U 110 IHYHOMY COCTABY 3a roJabl

(Ha3BaHNE OpPraHU3ALIUH)

B Xoac ynopAaaodcHuss AJOKYMCHTOB IIOCTOSHHOI'O XPAaHCHHA H II0 JIMYHOMY
COCTaBy 6I>IJIO BBISIBJICHO OTCYTCTBHUC CICOYIOIINX JOKYMCHTOB!:
- rox;

(Ha3BaHue noKyMeHTa, N TokyMeHTa (TIpH HaJIH9nH)

- ToJI.

(Ha3BaHUMe ToKyMeHTa, N fokyMeHTa (TIpH HaIUIUH)

[IpoBenenre po3bicka OTCYTCTBYIOIIUX  JIOKYMEHTOB OBUIO  MHPOBEACHO
DKCIepTHON KOMHCCHUEHN, B COCTaB KOTOPOUH BOLUIH:
[Ipencenarens KOMUCCUU:

(mammeHoBaHUE NOMKHOCTH, pamumust 1.0.)

YJ1eHbI KOMUCCHUU:

(mammeHoOBaHUE NOMKHOCTH, pamumust 1.0.)

(HaumeHoBaHUEe TOKHOCTH, hamumust 1.0.)

Cexperapb KOMUCCHU:

(HaumeHoBaHUe IOKHOCTH, hamumust 1.0.)

Po3bICK OTCYTCTBYIOIIMX JOKYMEHTOB MOJOXKUTEIBHBIX PE3yJIbTATOB HE JaJl.
JIoKyMeHTBI OBLTH yTPAYEHBI B CBSI3H

(TpUYMHA OTCYTCTBHS JOKYMEHTOB)

CooOmiaeM, 4YTO B HACTOSIIEE BpeMs MPHUHITHI MEPHl MO OOECMEYCHUIO
COXPaHHOCTH AapXUBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B TPOIIECCE NESITEIBHOCTH
opranuzanuu, uH(oOpMaius 00 OTBETCTBEHHOCTH 3a COXPAaHHOCTh JIOKYMEHTOB
JIOBEJIEHA 10 PYKOBOJUTEIIEN CTPYKTYPHBIX NOAPA3ACICHUN U JIUL, OTBETCTBCHHBIX 32
JEJONPOU3BOACTBO U APXUB.

(HauMeHOBaHHUE JOKHOCTH PYKOBOJUTEINS MJIM HHOTO YIOJIHOMOUYEHHOTo uM nuna, ®1O)
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IIpunoxenune Ne 10

dopMa «AKT ONIUCAHUS APXUBHBIX JOKYMEHTOB,
nepepadoTKu onmucen»

(HauMeHOBaHUE YTBEPXJIAO
roCyJIapCTBEHHOTO OpraHa, (HauMeHOBaHUE JOJKHOCTU PYKOBOJUTENS
OopraHa MECTHOTO WJIM UHOTO YIIOJTHOMOYEHHOTO UM JIUIIA)
caMOyIpaBJICHUSI,
OpraHu3allvn) (moamuck) (pacuudpoBKa MOTHICH )
(mata)
AKT
No
(mata)

OIMCAHUS APXUBHBIX IOKYMEHTOB,
nepepabOTKH OMKce
(Hy»HO€ MO TYEPKHYTH)

donpg Ne
(na3zBanue (oHa)
o
ITo cocTosiHuIO Ha B (hone No YYETHBIM
(mara Havaya
paboThI)
JTaHHBIM
YUCIIWIOCH OTIUCEN, en.Xp.
aApPXUBHBIX
JTIOKyMEHTOB, JIMCTOB POCCHINH 32 TOJTBI.
Js1st paGoTHI OJTYYEHO: TIO
ornucu No el.Xp.
HEOMMCaHHBIX en.xp., ApPXUBHBIX JIUCTOB.
JIOKyMEHTOB
B pesynbTaTe MIPOU3OIILIN CIETYIOLIUE
U3MCHCHUS:
(HaMeHOBaHHUe paboThI)
- BBIZICJICHO HE TIOIJICKAIIINX el. Xp. (T0K-0B,
XPaHEHUIO JUL.)
- BO3BPAIIICHO COOCTBEHHUKY WJIN el. Xp. (I0K-0B,

BIIAJEIbILY JUL.)




- TIepelaHo B HAyYHO-CIIPABOYHYIO
O6ubIMOTEKY

- IepeiaHo B ipyrue GpOoH/IbI
apxuBa

- IepeIaHo B JIPyTHUE

apXHBBI

- 00BEIMHEHO C IPYTUMH
en.Xp.

- chopmupoBaHo U3
pOCCHITTH

- IOCTYMHJIO U3 JPYTruX (POHI0B
apxuBa

- BKIIIOUEHA [IEPECOCTABICHHAS
OTUCH

96

elI. XP.

end. Xp. (JI0K-0B,
JIL.)

end. Xp. (JI0K-0B,
JIL.)

el XP.
el XP.
eld. Xp. (JI0k-0B,

JIL.)

ell. Xp.

BHOBE cocTaBiieHbI OnucH
Ne

Ha

e1.XP.

Ilo cocTostHMIO HA

B (porme No

(mara 3aBepiieHUst pabOThI)

YHUCIUTCS OITHCEM,

en.xp.
3a

TOabI.
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IIponosxenue npusaoxkenust Ne 10

[IpoBeneHs! cneayomme BUAbI
pabor:

(mepeuyucnsoTes NpoieaHHble BUABI padoT)

CocTaBieHo U1 UMEHHOTO
Karajgora

OITMCAaHUMH.

JJIA CUCTEMATHUYCCKOI'O KaTajaora

OITMCAHUMH.

JUTs1 0a3bl JaHHBIX

OITMCAaHUMH.

K onucsam pI(SA) | (IJOHIIa COCTaBJICH CJIGI[YI-OIHI/Iﬁ
CHpaBO‘{HBIP'I alirapar:

(MepeYncInTh KaKO UMEHHO)

Paboty BeImONTHWIN:

Haumenosanue qomkHOCTEN
PabOTHUKOB
(moamucm)

Paboty nmpunsii:

Haunmenosanue nOKHOCTH
paboTHHKA
(moamucek)

(maTa)

Onucanusg qnsa bJ/xaranora
TIPUHST
(HY>KHO€ MOJYEPKHYTh)

HaumenoBanue qOKHOCTH
paboTHUKaA
(moamnucek)

(mata)

(pacmmgpoBKH MOATHCEH )

(pacmmdpoBKa MOMUCH)

(pacmmdpoBKa MOUCH)



JlokyMeHThI (hOHa IPUHSLIT

HaumeHoBaHMe HODKHOCTH
paboTHHKa

(mata)
CripaBOYHBIN armmapaT TPUHSIT

HanMeHoBaHME TOJDKHOCTH
paboTHHKA

(mata)

HN3MeHeHus B YUYCTHBIC JOKYMCHTEI
BHCCCHBI

HaumenoBanue nOHKHOCTH
paboTHUKa

(nara)
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IIponosxenue npusaoxkenust Ne 10

(mommuce)  (pacmm@poBKa MOIKUCH)

(mogmuck)  (pacumdpoBKa MOAMKICH)

(mognuck)  (pacumpoBKa MOAMKCH)

COI'NTACOBAHO
ITporokon LIDIIK I'maBapxuBa
MockBbI
OT Ne
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Ipuio:xkenne Ne 11
®opma «O0610KKA Tes1a)

N T7
a\' "IQ
V()

(Ha3BaHME roCYIapCTBEHHOTO (MyHHIMIIATILHOTO) apXUBa):

(HaMMEHOBaHUE TOCYIAPCTBEHHOI'O OpraHa, opraHa MECTHOTO CaMOYIIPABJICHHS,
OpraHu3aIru)

(HaMMEHOBaHUE CTPYKTYPHOIO MOPA3/ACIICHNUS)

JIEJIO Ne TOM

(3aroJIOBOK JieJia)

(kpaitHue aThl 1ema)

Ha JIMCTax
XpaHUTh

dD. \e

On.

Ne

JI. Ne

13amonnsiercs apxuBom
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IIpunoxenne Ne 12
Oopa3zen «O0J105kKa AeJ1a IOCTOSIHHOTO XPAHEHUD)

¢09 N “I7
(Quuaxcrrovodu) |  a\ ‘IO
1€¢€-d NP

Js1 cJry:KeOHOTr0 NM0JIb30BaAHUS

IIpaBureabcTBO MOCKBBI
I'naBHOe KOHTPOJIbHOE YIpaBJjeHHue ropoaa MoCKBbI

(I'J1TaBKOHTPOJIb)

DUHAHCOBO-X0351liCTBEHHOE YIIPABJICHUE

JAEJIO Ne  01-05 TOM Ne 2

[Tporokon Ne 1 3acenanust Komuccuu o BonpocaM peannzanuu GQyHKUANA U
MNOJIHOMOYMM yUpeAUTENs TOCYJapCTBEHHBIX OIO/PKETHBIX YUPEKICHUH,

HaXOJAIMUXCA B BSCACHUHU YIIPABJICHUA U JOKYMCHTEI K HCMY

15 okTs0ps 2018

Ha 230 JUCTax
XpaHuTh  TMOCTOSIHHO

d. Ne P-3231
On. Ne 1 (mpogoJizkeHue)
. Ne 602




101

IIpunoxenune Ne 13
Oopasen «O0J10:kKa €712 110 JUYHOMY COCTABY)»

19 N “I7
(Quuaxcrorodu) drr 7 s\ ‘uQ
N "D

IIpaBuTeabcTBO MOCKBBI
Komuter ropoga MocCKBBI 110 IEHOBOM MMOJIUTHKE B CTPOUTEILCTBE U
roCcyapCTBEHHOM IKCIePTH3e MPOCKTOB

(MockomaKcnepTH3a)

CexkTOp NpaBoBOi M KaAPOBOH PadoThI

JAEJIO Ne  09-02 TOM Ne

[Tpuxazer NoNe 1-x — 130-x

10 TMYHOMY cocTtaBy Komurera

10 suBaps 2021-30 nexadpsa 2021

Ha 150 JIUCTaX
XpaHHUTh 50 neto

D. Ne
On. Ne 1 jc (mpoaoJxeHue)
. Ne 61
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IIpunoxenue Ne 14
®opma «AKT 0 BbIIeJICHMH K YHUYTOXKEHUIO (APXUBHBIX)
AOKYMEHTOB, He MOJJIeKANUX XPAHECHHUIO»

YTBEPXIAIO

(HaMMEHOBaHUE TOCYJIAPCTBEHHOTO (HAMMEHOBAHUE JOJDKHOCTH PYKOBOIAMTEIS
oprana,
OpraHa MECTHOTO CaMOYITPaBJICHHUS,
OpraHu3alIln)

AKT

(mara)

No

O BBIJICJICHUH K YHUUTOXCHHIO
(aQpXUBHBIX)
JIOKYMEHTOB, HE MOJIeKAITUX
XpaHEHUIO

Ha ocHOBanumn

HJIX UHOT'O YIIOJIHOMOYCHHOI'O UM J'II/IHa)

(moamuce) (pacmmdpoBKa MOIHUCH)

(mata)

(Ha3BaHI/IC 1 BBIXOAHBIC TaHHBIC NIEPCYHSA JOKYMCHTOB C YKa3aHHUCM CPOKOB UX XpaHCHI/Iﬂ)
OTOOpPaHbl K YHUUTOXKEHUIO KaK HE UMEIOIINE HAYYHO-UCTOPUUYECKOU IEHHOCTH U
yTPaTUBILKE MPAKTHYECKOE 3HAUCHHE TOKYMEHThI (poH1a No

(Ne mt Ha3BaHUe oHIA)

NeNe onucu
(ipu BBIAETIEHUH
K YHHUYTOXXEHHIO
Cpoxku
3aroyoBoK Jena JOKyMEHTOB NPH Ne en.xp. o ADAHCHMS
Ne (rpynmoBoi HOJrOTOBKE eIl omucu (uaaexkc | Kommuectso P
I'onst n NeNe IIpumeyanus
n/m 3aroJIOBOK K Iepenaye B 10 HOMEHKJIAType | ea.xp. (men) N
OKYMEHTOB) apxuB Jiel) craren no
pit HEPEeYHIO
OpraHM3alyy,
rpada He
3aII0THSIETCS )
1 2 3 4 5 6 / 8
Hroro ea.xp. (e, AIeKTPOHHBIX JIeN) 3a
oAbl

IPOTOKOJI OT

(1udpamMu ¥ IPOIUCHIO)
Ornrcu J1e71 TOCTOSTHHOTO XpaHEHUs 3a
I'maBapxuBa MOCKBBI

No

roabl yreepxkaeHsl LIDIIK
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Onucu ACJI I10 JIMYHOMY COCTAaBY 34 roabl

cornacoBansl LIOIIK ['maBapxuBa MockBbI
IIPOTOKOJI OT Ne

HaunmenoBanue JOJDKHOCTHU
PYKOBOJAUTCILA apXUBa OpraHU3allin

(moamuce) (pacmrdpoBKa MOAIUCH)

(nmaTa)

COTI'JTACOBAHO COI'JTACOBAHO
[TpoTtoxon K (IIDK) ITporokon LIDIIK I'maBapxuBa
OpraHU3aluu MocKkBbI
oT Ne 0

T Ne




104

Obopomuas cmopoua

JIOKyMEHTBI B en.xp.(aen, 3IEKTPOHHBIX
KOJINYECTBE nen):

- Ha OyMa)XHOM HOCHTEJIE KI. CJaHbI Ha

BECOM YHUYTOKECHUE

- Ha DJICKTPOHHOM HOCHTEJIE CIaHbl Ha

YHUUYTOXKEHUE

(cI0c00 YHUYTOKEHUS)

HaunmenoBanue JOJDKHOCTH pa6OTHI/IKa,
COaBIICIO JOKYMCHTBI

(moamnwucs) (pacumugpoBka
MOATIUCH )
(mata)
N3MeHeHus B y4eTHBIE TOKYMEHThHI BHECEHBI
HanmMeHnoBaHue TOJKHOCTH paOOTHHKA
(moanuce) (pacuugpoBka
MOITUCH )

(mata)
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IIpunoxenue Ne 15
Oopasen «MmeHHoi#1 a1aBUTHBIN yKa3aTeJIb»

AJpaBUTHBIN yKa3aTe/Ib

auueBbix cueToB paboTHUKOB OAO «KpoHT»

3a 1985-2002 roasl

NoNo damuius, UMs, OTYECTBO Howmep Howmepa
/o nesna JIuctoB
1. AbGpamos FOpuii BacunseBuu 41 1-38

2 AobpamoBa Hanexma KoncrantuHoBHa 28 97-107
3 A6pocumoB Urops HukomaeBud 94 200-214
4 Aobpockun Cepreit HukonaeBuu 1 130-152
5 ABBakymoBa JIto60Bs BacunbeBHa 29 53-90
6 AsneeB Anapeii HukomaeBna 120 19-22
7 ABepbsiHOB AllekcaHip PycnanoBuu 19 197-206
8 Aranos Opuit Hukurouu 28 14-30
9 ArankuHa Haranus AnekceeBHa 44 33-40
10 AradonoBa ®anna BacunbeBHa 14 82-100
11 AreeB Urops Hukomnaesuu 101 19-30
12 A3zapoB Anekcanap Hukonaesuu 79 240-249
13 AxomnoB JleBon IllanmBoBruY 57 111-125
14 AxomoB Capxkuc JIeBoHOBHY 3 139-163
1342 Axosnea Haronws [lerpoBHa 107 19-23
1343 SnaeBa Tatesana [leTpoBHa 34 131-150
1344 Apmuea Kamus TakropOaeBHa 87 240-25-
1345 Summaer Hukomnaii MiBanHoBu4 25 107-144
1346 SAmepos Bukrop Muxaitnosuu 140 17-32




JdenmaprameHT

rPagoCTPOUTEIbHON NOJTUTHKHI
ropoaa MocKBbI
IIpaBuTeabcTBa MOCKBBI

donmg Ne P - 3751
OIIUCH Ne 1 (mpopomxeHue)

ACJI, JOKYMCHTOB ITIOCTOSAHHOI'O XPaHCHUA

3a 2020-2021 roxawl
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IIpunoxenue Ne 16
Oopasen «Onuck e, J0KyMEHTOB MOCTOSIHHOTO XPAHEHUS»

YTBEPXKJIAIO

PykoBoaureanb lenapramenra
rpagoCTPOUTEILHON MOJTUTHKH

ropoaa MockBbI

N.N. Banos

« »

2024 r.

Ne | UHgek Kpaiinune Koua-Bo | Ilpume
3aroJ10BoOK jgeJia
n/n | ¢ xeaa AaThl JIUCTOB | -YaHMs
1 2 3 4 5 6
2020 roxa
YupagJenne aejamMu
260 18-01- ITpumkaszer NeNe 1-7,9-39 13.01.2020- 183
08 JierapTaMeHTa 110 OCHOBHOM 29.06.2020
TSI TEILHOCTH
261 18-01- TIlpuxas Ne 40 nenapramenta  29.06.2020 94
JCII 08 110 OCHOBHOM AEATEILHOCTHU
«/nst cmyxebHOTO
MOJIb30BAHUS»
YnpasJienne GMHAHCOBO-IKOHOMHYECKOIr0 o0ecrneuyeHusl U
OyXraJTepcKoro y4yera
275 20-10 TomoBoii OyxrajitTepckuii 2020 240
otueT 3a 2020 rog.
Tom 2
277 CBeneHus 0 HAIUYUA U 2020, 2021 21

JABHXKCHHNHU OCHOBHBIX (1)OHI[OB

(cpencTB) HEKOMMEPUECKUX
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opranuzanuii (popma Ne 11

(kpaTkas)

2021 rox

lepaBJIeHMe AcJIaMu

anaBJIeHne Hay‘IHO-TeXHI/I‘leCKOﬁ NOJIMTHKH

310 [Tpotokomsr NeNe 1/2015 —

9/2015 3acemanuii

DKCNEPTHON KOMUCCUHM TIO

WHHOBAIITMOHHBIM

30.01.2021- 46
27.11.2021

TCXHOJIOTHUAM U TCXHUYCCKHUM

PELICHUSIM.
3aBEepEHHBIEC KOTUU

Jloxymenmul 3a Oanmwlil 200
cm. makaice 6 paszoeine 3a 2020

200, oeno Ne 280

B nannbIif pa3aen onucu BHeceHO 51 (mareaecsat oaHo) aeo ¢ Ne 260 mo Ne 310,

B TOM YHCJIE
JUTEPHBIE HOMEPA:
nponyueHHble HoMmepa: Ne 27

Cosernuk OTaena TOKyMEHTAIIMOHHOTO
oOecrieueHus: U paboThl ¢ 0OpaLIEHUSIMU
rpaxxaaH YTpaBiieHuUs AeaMu
JlemapraMeHTa rpaioCTPOUTETBLHON
MOJIMTUKU TOpoJa MOCKBBI

20.03.2024

I'maBubii  apxuBuct IBY  «UT'A
MockBbD)
20.03.2024

COI''TACOBAHO
[IpoToxon OK opranuzanuun

oT 2 Ne 10.04.2024

A.A. AekceeB

ILIL IlerpoBa

YTBEPXJIEHO
[TpoTtoxon LIDIIK I'maBapxuBa

MocCKBBI
OT 4 Ne 30.04.2024
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IIpunoxenune Ne 17
Oopasen «Onucek ges1, J0KYMEHTOB 110 TUHYHOMY COCTABY»

JdemapramMeHT ciopra YTBEPXIAIO
ropoaa MocKBbI PyxkoBoaurteas [denapramenra
(Mockomcniopr) cropta ropoaa MocKBbI
IIpaBuTeabcTBa MOCKBBI
N.. NBanoB
« » 2024 r.

®onp Ne

OIIHUCDH Ne 1 nc (mpoomkeHue)

JieJ1, JIOKYMEHTOB 10 JITUYHOMY COCTaBY
3a 2020-2021 roxawl

Ne | Unpnex Kpaitaue Cpox Komn-Bo | IIpumeua-
3arojI0BOK Jiena XpaHEHU
/o | ¢ gena ATkl i JIMCTOB HUS
8 9 10 11 12 13 14
2020 roxa

YnpagsieHue rocyiapcTBeHHOU CJIyKObI, KAIPOB U HArpas

100 10-04 IIpuxazbr NoNe 1— 10.01.2020- 50 ner 210
42,44 —54,56-70  15.04.2020 OIIK
JienapTaMeHTa 1o
JUYHOMY COCTaBY

103 10-07 [IIpumkaszer NeNe 1H— 15.01.2020- 50 nmer 40
31 v nemapramenta  29.12.2020 SIIK
0 JINYHOMY
cocTaBy (0
HarpaxJeHum)

104  10-14 JluvHbIC KAPTOYKHU 2020-2021 50 mer 19
YBOJICHHBIX OIIK
PabOTHUKOB
[enapramenra
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118

119

10-16

08-19

109

AKTBI IpUeMa- 2020 50 ner 5
nepeIavn JTHIHbBIX

nen

rOCy/1apCTBCHHBIX

TPaKIaHCKHIX

CITy’KaIuX

2021

YnpasieHue rocyiapcTBeHHOM CIyKObI, KAIPOB U HATPa/l

JInunoe gemo 13.09.2006- 50 net 100
YBOJIEHHOT'O 17.02.2021 OIIK
paboTHUKA

CuTHHUKOB

Banepuii

I'ennaabeBUY

YnpasieHue 0yXraJrepcKoro yuera i 0T4eTHOCTH

JlunieBbIe cueTa 1o 2021 50 et 180
3apabOTHOM TIJIaTe OIIK
pabotuukos ¢ K mo

C

Jlokymenmul 3a
OAHHbIU 200 CM.
makoice 8 pazoeie 3a
2020 200, oeno Ne
104

B nannsif pazaen onvcu BHeceHo 20 (nBanuats) nen ¢ Ne 100 mo Ne 119,
B TOM YHCJIE
JUTEPHBIC HOMEpa:

MPOIYIIIEHHBIE HOMEpa:

Hauvansuuk
KoHTposnbHO-aHAIUTHYECKOTO

yrpasienus JlenapramenTa

criopta roposia MOCKBbI A.A. AnekceeB
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20.03.2024
I'maBublidi  apxuBuct [BY  «I'A
MocCKBBD) IL.IL. ITeTtpoBa
20.03.2024
COT'JIACOBAHO YTBEPXIEHO
[Iporokon DK opranuzanuu [Iporokon LIDIIK I'naBapxuBa
MockBbI

oT 2 Ne 10.04.2024 oT 4 Ne 30.04.2024
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IIpunoxenune Ne 18

Oopasen «Onucek ges1, JOKYMEHTOB 110 THYHOMY COCTABY
JMKBHIMPOBAHHON OPraHU3aluu,

COCTABJICHHO! 110 HOMHHAJIbHO-XPOHOJIOTMYECKOMY NPU3HAKY»

OTKpBITOE aKIIHOHEPHOE YTBEPXIAIO
00111eCTBO IIpencenarens TMKBUAAIMOHHOM
«Momuceit u Ko» komuccun OO0 «Mowuceit u Koy
N.N. UsauoB
« » 2024 1.
Dong Ne
OIINCH Ne 1

JieJl, TOKYMEHTOB MO JINYHOMY COCTaBY
3a 2001-2023 roawl

Ne | Munex Kpaitnue Cpox Koin-Bo | IIpumeua-
3aroJIoBOK Jiefa XpaHECHU

n/m | c aena JaThI i JIMCTOB HUS

15 16 17 18 19 20 21

IIpuka3spl 10 JJUYHOMY COCTABY

1 [Tpukaszer NeNe 1nc— 10.01.2001- 75 nmer 198

1601c oOmecteamo  28.12.2001 1K
JUIHOMY COCTaBY

2 [Mpuxazer NoNe 1mc- 15.01.2002- 75 ner 160

Snc, 7nc, 9nc-120nc - 26.12.2002 OIIK
o011ecTBa 0
JUYHOMY COCTaBY

3 [Tpukaspr NeNe 1mc— 09.01.2003- 50 ner 177

145mnc obmectBamo  27.12.2003 AIIK
JIMYHOMY COCTaBy

JInyHbIe KAPTOYKHU




23

24

25

26

27

28

46

47

JInuHbIe KapTOUKU 2001-2002 75 net 12

YBOJIEHHBIX OIIK
pabOTHUKOB

JInuHbIe KapTOUKU 2003-2023 50 ner 76
YBOJIEHHBIX OIIK
pabOTHUKOB

anaBJIeHne 6yxraJ1Tepc1<0r0 yYue€Ta 1 OTYCTHOCTH

Jlnuueie nena 2001 75 net 160
YBOJICHHBIX OIIK
pPabOTHUKOB C A MO

K

JInuusle gema 2001 75 et 150
YBOJICHHBIX OIIK
pabotHukoB ¢ H no

X

JInuusle gema 2002 75 et 120
YBOJICHHBIX OIIK
pabOTHUKOB

JInunele nena 2003 50 ner 120
YBOJICHHBIX OIIK
PabOTHUKOB

JluuesBble cyera mo 3apado0THOM mJare

JIuueBsble cuera 1o 2001 75 ner 62
3apabOTHOM TIaTe OIIK
pabOTHUKOB C A

no KAb

JluueBsbie cuera 1o 2001 75 ner 75
3apabOTHOM TIIaTe OIIK

paboTHukoB ¢ KAT
mo X
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48 JInuesrkie cyeTa mo
3apabOTHOM TIaTe
pabOTHUKOB

49 JIuteBbie cuera 1o

3apabOTHOM IJIaTe
pabOTHUKOB ¢ A
o P

89 Jlunesrle cuera 1o
3apabOTHOM TIaTe
pabotHukoB ¢ O
mo X
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2002 75 net 110
OIIK

2003 50 mer 175
OIIK

2023 50 netr 123
OIIK

B nannbiif pazaen onvcu BHeceHO 89 (BocembaecsT neBsTh) aen ¢ Ne 1 mo Ne 89,

B TOM YHCJIE
JMTEpPHBIE HOMEPA!
IIPOITYLIEHHbIE HOMEPA!

['maBHBIN CIEMAIIACT 110 KaJpam
000 «Mouceit u Ko»
20.03.2024

I'maBubiii apxuBuct I'bY «Mocapxus»
20.03.2024

COI''TACOBAHO
IIporokon K opranuzamuu

oT 1 Ne 11.04.2024

A.A. AnekceeB

ILIL IlerpoBa

YTBEPXJIEHO
[Iporokon 6ropo IIIK I'maBapxuBa

MoOCKBEI
oT 3 Ne 28.04.2024
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