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BBeneHue

YCTaHOBMEHHbIE B CTAHAAPTE TEPMUHbI PACMONOXEHbl B CUCTEMATU3MPOBAHHOM MOPSAAKE, OTpaaro-
LLEM TEPMUHOMOTUYECKYO CUCTEMY NOHATUI B 06nacTu 4enonpon3BoACTBa M apXUBHOTO fena.

NS kaXkgoro NOHATMSA YCTAHOBMEH OAMH CTaHAaPTU3MPOBAHHbLIN TEPMUH.

CTaHaapTM3MPOBaHHbIE TEPMUHBI HaBpaHbl NONY>XUPHLIM LWIPUETOM, UX KpaTkue hopmbl NpeacTaene-
Hbl a60peBMaTypoit, 8 CHUHOHUMbI — KYPCUBOM.

TepMUHbI-CUHOHUMbI, HE PEKOMEHAYEMbIE K MPUMEHEHUIO, MPUBEAEHLI B KPYIIbIX CKOBKaxX Nocne craH-
[apTU3MPOBAHHOIO TepMuHa 1 0603HaYeHbl NOMETKOWM «Hpk».

TepPMUHbI-CUHOHUMbI 6e3 NOMETbl «HpPK» NpuBeaeHbl B KAYECTBE CNPaBOYHbIX AaHHLIX U HE ABMAIOTCS
CTaHAapTU30BaHHbIMN.

BaknioyeHHas B Kpyrnble cKOOKM 4acTb TEPMUHA MOXKET BbITh OMyLUEHA NPU UCMOMb30BaHUM TEPMUHA B
AOKyMEHTax no ctaHgaprusauuu.

TepMuHbI, B ONpeaeneHn KOTopblX pa3paboTumnkiu He MPULLISIM K eAMHOMY MHEHUIO, COAepXKaT ABa Bapu-
aHTa onpeaeneHuii, ykasaHHbIX Nog OAHUM HOMEPOM.

Momerta, ykasbiBaoLlas Ha 06nacTb NPUMEHEHUSA MHOrO3HAa4YHOIO TEPMUHA, NPUBEEHA B KPYITbiX CKOG-
Kax CBETNbIM LUpUTOM nocre TepmuHa. NoMeTta He ABNSETCHA 4acTbio TEPMUHA.

MpuBeaeHHble onpeaeneHns MOXHO Mpu HeoBX0AMMOCTU U3MEHATb, BBOASA B HUX NPOU3BOAHbLIE NpU-
3HaKu, packpbiBatoLimMe 3Ha4eHns Mcnonb3yemMbiX B HUX TEPMUHOB, YKa3biBas 06beKTbl, BxoasLue B obvem
onpeaensieMoro noHATUA. MIaMeHeHusi He AOIMKHbI HapyLlaTk 00bEM U COAepXKaHUe NOHSATUI, OnpeaeneHHbIX
B JAHHOM CTaHgaprTe.

CTaHaapTM30BaHHbIE TEPMUHBLI HAabpaHbl NONY>XMPHBLIM LWPUTOM, UX KpaTkue opMbl, NpeaCTaBMeH-
Hble ab6peBnaTypomn, — CBETMbIM, CHHOHUMbI — KYPCUBOM.
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HALUMWOHANBHBLIN CTAHAOAPT POCCUNCKOWN DEQLEPALUMUMN

CucrtemMa cTaHgapToB No uHdopmMmauum, GMGNMOTEYHOMY U n3aaTenbCKoOMy Aeny
DENOMNPON3BOACTBO U APXUBHOE OEJNIO
TepMUHbI U OnpeaeneHna

System of standards on information, librarianship and publishing. Records management and organization of archives.
Terms and difinitions

Nara BBeaeHuna — 2014—03—01

1 O6nactb NpUMeHeHuA

Hacroawmii ctaHaapT ycraHasnMBaeT TEPMUHBI U ONPEAENEeHnst OCHOBHbIX MOHATUN, UCMONb3yeMble B
obnactu 4enonpou3BoACTBA U apXUBHOTO Aena.

TepMUHBI, YCTAHOBAEHHbLIE HACTOSLLMM CTaHAAPTOM, PEKOMEHAYIOTCA AN MPUMEHEHUs BO BCEX BUAAX
AOKYMEHTaLMM U nuTepaTypbl NO AEnNonpou3BoACTBY U apXMBHOMY AEry, BXOAALWMX B cepy AencTeusi pabor
no ctaHgapTusauuu u (MnNu) UCNOMNb3yIOLLMX pe3ynbraTbl 3TUX padoT.

2 HopmaTtuBHbIe CCbISIKN

B HacTosLLEeM cTaHaapTe UCMOoNb30BaHbl HOPMATUBHbLIE CChINIKM Ha creayloLme cTaHaapTbl:

FOCT P 1.2 Crangaprtusauus B Poccuiickon deaepauuun. CtaHaapTbl HauMoHanbHble Poccuiickon de-
Aepauuu. Mpasuna pa3paboTku, yTBEMKAEHUSA, 0OHOBNEHNA N OTMEHbI

FOCT P 1.5 Crangaptusauus B Poccuiickon ®egepauumun. CtaHgapTbl HauMoHanbHble Poccuiickon de-
aepauuun. MpaBuna NoCTPOEHUs, UNOXKEHUS, 0hopMINEHUs1, 0603Ha4eHUA

MOCT P NCO 704 TepmuHonoruyeckas pabdora. MpuHUmMnbl 1 METOAbI

MpuMeyaHue—TIpu NONb30BaHUU HACTOSILLMM CTaHLapTOM LienecoobpasHo NpoBepHTh AeHCTBUE CChINOHHBIX
CTaHzapToB B MHEOPMALIMOHHOM cucTeMe OBGLLErO NOMb30BaHWA — Ha oduLMansHOM caiiTe PefeparbHoro areHTCTsa no
TEXHUYECKOMY PErynUpPOBaHUI0 M METPOSIOTUN B CETU VIHTEPHET UK MO eXerogHoMy UHopMaLMOHHOMY ykasaTernto «Ha-
LMoHasbHble CTaHAapThl», KOTOpLIA onyBriMKoBaH Mo COCTOSHUIO Ha 1 SHBaps TEKYLLEero roaa, 1 no Bbinyckam exemecsy-
HOTO MHOPMAaLIMOHHOrO yKasaTens «HauuoHanbHble CTaHAapThI» 3a TekyLui rog. Ecnin 3aMeHeH cebinoyHbIi cTaHgapT,
Ha KoTopblil fJaHa HefaTWpoBaHHas CCbifika, To PEKOMEHAYETCA UCMONb30BaThb AeCTBYHOLLYI0 BEPCUIO STOMO CTaHaapTa
C Y4ETOM BCEX BHECEHHLIX B JaHHYt0 BEPCUI0 USMEHEHWIA. ECNM 3aMEHeH CChINOYHbIN CTaHAapT, Ha KOTOpbIN JaHa AaTu-
poBaHHas cchbifka, TO PEKOMEHAYETCS UCMONb30BaTh BEPCUIO STOMO CTaHAapTa C yKa3aHHBIM BhILLEe FOfO0M YTBEPXAeHNUS
(NpWHATUA). Ecnn nocre yTBepXAeHUs HAaCTOSLLEro cTaHAapTa B CCbINOYHLIA CTaH4apT, Ha KOTopbIii AaHa AaTupoBaHHas
CChINKa, BHECEHO U3MEHEHWe, 3aTparuBatoLLee MoroxeHue, Ha KOTopoe AaHa CChifka, TO 3TO MONOXeHWe pekoMeHAyeTcs
NpUMeHsTb Ges yueTa AaHHOro 3MeHeHWs. ECnu cebinouHblii cTaHAapT oTMeHeH Ge3 3aMeHbl, To NOMoXeHUe, B KOTOPOM
AaHa ccblfika Ha Hero, PEKOMEHAYETCs MPUMEHSTE B YaCTH, He 3aTparusaioLLeil STy CCbInKy.

3 TepMmuHbI U onpeaeneHusn

3.1 O6wme NOHATUA

1 penonpousBoacTBO: [eAaTenbHOCTb, obecnevmBaoLlan LOKYMEHTMPOBaHWE, AOKYMEHTO0OopoT,
ornepaTUBHOE XPaHEHUE U UCNONb30BaHUE AOKYMEHTOB.

2 poKyMmeHTauuMoHHoe oGecneveHue (ynpaBnenus), JOY: [eatensHOCTb, LeneHanpaeneHHo obec-
neynBaroLLas OyHKLMKU YNPaBrneHnst JOKYMEHTaMM.

W3paHue oduumnanbHoe
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3 ynpaBneHue AokyMeHTaMu: [leaTenbHOCTb, o6ecneunBalolias peanu3auuio eanHon NOSIMTUKK K
CTaHAapTOB MO OTHOLLEHUIO K AOKYMEHTaNbHOMY ¢hOHAY OpraHu3aLmu.

4 apxuBHoe aeno: [leatTencHoCTb, 06ecneynsaioLLlas opraHu3aUmio XpaHeHusl, KOMNNEKTOBaHUS, yve-
Ta U UCNONb30BaHUSI aPXUBHBLIX JJOKYMEHTOB.

5 cnyx6a penonpousBoactsa: CTPyKTypHOe nojpasfeneHue, Ha KOTOpPoe BO3NOXEHbI PyHKLUMKU No
BEAESHUWIO AENONPOM3BOACTBA, a TaKXe Nuua, OTBETCTBEHHbIE 32 BeeHWe Aenonpou3BoACTBa B APYrmx noj-
pa3aeneHusix opraHusaumm.

6 apxmB (Hpk apxuBoxpaHunuwie): OpraHusauma unu CTpyKTypHOE noapasaeneHme opraHusauum, ocy-
LLIEeCTBMAIOLLEE KOMMIIEKTOBAHNE, YYET, XPaHEHNE U UCMONb30BAHWE apXUBHbLIX JOKYMEHTOB.

7 pokyMmeHT: 3adhuKCMpOBaHHasa Ha HocuTene nHdopMaLus C pekKBU3MTaMu, NO3BONAIOLWUMN €€ AEH-
TMUUMPOBaTb.

8 oduumanbHbIN AOKYMEHT: [JOKYMEHT, CO3aHHbIM OpraHu3auuen, JOMKHOCTHLIM JINLIOM UMK FPaXx-
A aHUHOM, O(POPMIIEHHbIN B YCTAHOBNEHHOM NOpPSAAKe.

9 apxXvBHbIA AOKYMEHT: [JOKYMEHT, COXPaHAEMbIN MU NOANEXALLUA COXPAHEHUIO B CUIY €r0 3HaYu-
MOCTM Ans rpaxkaaH, o6LecTBa, rocyaapcrsa.

10 3NeKTPOHHLIN JOKYMEHT: [l0KyMEHT, uHhopmaLmMsa KOTOPOTro NPEACTaBIEHa B NEKTPOHHON dhopme.

11 gokymeHTUpPOBaHHaA uHdopMaumna: CTpykTypupoBaHHas MHAOPMaUus, 3apMKCUPOBAHHAA Ha
HocuTene.

12 HocuTenb (AOKYMEHTUPOBAHHON) uHgopMauuu: MarepuanbHblii 06bLEKT, NpeAHa3HAYEHHbIN Ans
3aKkpenneHuns, XpaHeHus (M BOCMPOU3BeAeHUs) pe4eBon, 3ByKOBON Unu n3odpasutensHon uHdopmaumu.

13 aBTOp AokymeHTa: OpraHusaumns, AOMKHOCTHOE NULIO UMK FPAXKAAHMH, CO34aBLUNE AOKYMEHT.

14 opuguyeckas 3HaYMMOCTb AOKyMeHTa: CBOMCTBO JOKYMEHTA BbICTyNaTb B Ka4eCTBe NOATBEPXK-
NEeHUs 0enoBoii AeaTenbHOCTU NUGOo coBbITUIN NUYHOTO XapakTepa.

15 opuguyeckana cura aokymeHTta: CBOWCTBO O(pMLMANbLHOMO JOKYMEHTA Bbi3biBaTb NPaBOBbLIE NO-
CneacTBusS.

16 ayTEHTMYHOCTb (3NIEKTPOHHOro AOKyMeHTa): CBOWCTBO SMEKTPOHHOIO AOKYMEHTA, rapaHTUpYio-
Le€e, YTO SMNEKTPOHHBIA JOKYMEHT WAEHTUYEH 3asBIEHHOMY.

17 BOCTOBEPHOCTb (3NEKTPOHHOro AOKyMeHTa): CBOMNCTBO 3MNEKTPOHHOIO AOKYMEHTA, NPU KOTOPOM
coaepXaHue 3NEeKTPOHHOro AOKYMEHTA SBMAETCA MOMHbIM U TOYHBIM NPEACTaBMNEHMEM NOATBEPXKAAEMbIX
onepauui, AeATENbHOCTU UNu PakToB MU KOTOPOMY MOXHO JOBEPATb B MOCNEAYIOLMX onepauusix unu B no-
crneayoLlen AesaTenbHOCTH.

18 LEeNOCTHOCTb (3NEeKTPOHHOIro AOKYMeHTa): COCTOSAHME BNEKTPOHHOIO AOKYMEHTAa, B KOTOPbINA NO-
Cne ero co3aaHus He BHOCUIIUCh HUKAKUE U3MEHEHMUS.

19 NpurogHoCTb A4S UCNOSIb30BaHUA (INEKTPOHHOro A0KYMeHTa): CBOWCTBO SNEKTPOHHOTO JOKY-
MEHTA, NO3BOMNAIOLLEE €ro NOKar3oBaTb 1 BOCNPOM3BECTU B M0G0 MOMEHT BpEMEHM.

20 noanuHHBbIAN OOKYMeHT: [JOKyMeHT, cBeaeHus o6 aBTope, BpEMEHU U MeCTe CO3JaHUsl KOTOpOro,
coaepxalumecs B CaMOM JOKYMEHTE UMK BbISIBIIEHHBIE WHBIM NYTEM, NOATBEPXAAIOT 4OCTOBEPHOCTL €r0 Npo-
UCXOXKOEHUSA.

21 NOAsfIMHHUK AOKYMeHTa: [epBbli NN €4UHCTBEHHbIV 3K3eMnnap AOKYMEHTA.

22 pyo6nukaT OOKyMeHTa: [MOBTOPHbIN SK3eMNNAP NOANMHHUKA JOKYMEHTA.

23 KONMA [OKYMeHTa: OK3eMnisip JOKYMEHTa, NONMHOCTbI0 BOCNPOU3BOASALLMIA MHOPMALIMIO NOATUH-
HWKa AOKYMEHTA.

24 anekTpoHHas Konusa AokyMmeHTa: Konus JOKYMEHTa, co3aHHas B ArEKTPOHHOW dopMe.

25 3aBepeHHas konusa AokymeHTa: Konus JoKyMeHTa, Ha KOTOPOI B COOTBETCTBUM C YCTAHOBIEHHBLIM
NopsaKOM MPOCTaBMNEHbl PEKBU3UTLI, 06ECNEYnBaIOLLNE €€ IOPUANYECKYIO 3HAYUMOCTb.

26 BbINUCKA U3 AOKYMeHTa: Konus 4yactu JOKYMEHTa, 3aBepeHHas B yCTaHOBMEHHOM NOpPSAKe.

27 NUCbMEHHbINA AOKYMEHT: [JOKyMEHT, MHOPMaLMs KOTOPOro 3achMkcMpoBaHa 3Hakamu MUCbMEHHOCTMU.

28 TEeKCTOBOW OOKYMeHT: Coaepxaliuii peyeByto MHopmauuio, 3adhKCMPOBAHHYIO NMOBLIM TUMOM
nucbma unm nobon CUCTEMON 3BYKO3anucu.

29 n3obpasuTenbHbIi OOKYMEHT: [OKyMEHT, BOCNPOM3BOAALLMIA BHELUHWIA BUA W/WNU BHYTPEHHIOD
CTPYKTYpY kakoro-nubo o6bekTa.

30 dorogokymeHT: N306pasuTenbHblii JOKYMEHT, CO3A4aHHbI oTorpadpuyeckum UM 3NeKTPOH-
HbIM (UMchpoBLIM) CnocoboM, hUKCUPYIOLLMIA MHGOPMALMIO B BUAE OTAENbHBLIX M30OpaXKeHUt — CTaTUYHbIX
o6pa3sos.

31 ayauoBu3yanbHbIi OOKYMEHT: [JOKYMEHT, coAep alumin n300pasuTenbHyO U/Unu 3BYKOBYIO WUH-
copmaumio.
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32 BMAEOOOKYMEHT: AyaMOBU3yanbHbIA AOKYMEHT, CO34aHHbIi cnOCOO6OM BUAE03aNNUCKH, PUKCUPYIO-
UMM MHpOpMALIMIO B BUAE NOCIEA0BaTENbHO PACMONOXKEHHbIX N300paXKeHNn — AMHaMUYHbLIX 06pa3os.

33 KMHOOOKYMEHT: N306pasutenbHblil Unn ayanoBusyarbHbld OKYMEHT, CO34aHHbIi hoTorpadude-
CKMM MWINN 3NeKTPOHHbIM (LMAPOBLIM) CNOCOBOM, (DUKCUMPYIOLLMI MHAOPMAaLMIO B BUAE MOCNEAOBaTENbHO
pacnonoXeHHbIX N306paxkeHnit — AUHaMUYHbIX 06Pa3oB.

34 ¢oHOOOKYMEHT: AyanOBU3yanbHbIVi 4OKYMEHT, COAEPXaLuui 3BYKOBYIO MHAIOpMAaLMIO, 3adpUKCHpPOo-
BaHHYIO M0OOW CMCTEMON 3BYKO3aNUCH.

35 rpadmueckuiti JOKyMeHT: N306pasnTenbHbIi JOKYMEHT, B KOTOPOM M300paxkeHne o6bekTa nony-
YEHO NOCPEeACTBOM fIMHUI, LUTPUXOB, CBETOTEHU, TOYEK, LIBETA.

36 peKkBU3UT OOKYMEHTa: OremMeHT OPOPMIEHNS OKYMEeHTa.

37 dopmynsap nokymeHta: COBOKYNHOCTb PEKBU3UTOB AOKYMEHTA, PACNONOXEHHbIX B YCTAHOBMEHHOW
nocrnefoBaTenbHOCTH.

38 xpaHeHue OOKyMeHTOB: OpraHusauusi paumMoHanLHOro pasmeLleHus u obecnevyeHne COXPaHHOCTH
JOKYMEHTOB.

39 akcnepTu3a LIEHHOCTU AOKYMEHTOB: V3yyeHue JOKYMEHTOB Ha OCHOBAHUM KPUTEPUEB UX LIEH-
HOCTU ANS onpeaeneHnst CPOKOB XPaHEHUS JOKYMEHTOB.

40 cpok xpaHeHUs AOKyMeHTOB: [lepnoa BpEMEHU, B TEYEHNE KOTOPOro AOMKHO obecneynBaTbCs
XpaHeHue JOKYMEHTa B COCTaBe AOKYMEHTANBLHOrO Uu apxXuBHOro ooHaa.

41 nocTosiHHOe XpaHeHne AOKYMEHTOB: BeyHoe xpaHeHne JOKyMEeHTOB 6e3 npaBa UX YHUHTOXEHUS.

42 BpeMeHHOe XxpaHeHue OOKYMEHTOB: XpaHeHWe JOKYMEHTOB 40 UX YHUMTOXEHUSA B TEYEeHUe Cpo-
KOB, YCTAHOBJNEHHbIX HOPMaTUBHbLIMK NPaBOBbLIMU aKTaMu.

43 pocTyn K AOKYMEHTY: BO3MOXHOCTb M YCNOBKSA NOMy4YEeHUs U UCNONb30BaHUA JOKYMEHTA

3.2 Nlenonpou3BoacTBO

3.2.1 [lokymeHTUpOBaHUe

44 pokymeHTUpoBaHue: 3anucb MHMOPMaLUK Ha HOCUTENE NO YCTAHOBAEHHbLIM NpaBunam.

45 cpepcTBa oOKyMeHTUpOBaHuA: CpefacTea OpraHW3auMOHHON U KOMNLIOTEPHOW TEXHUKW, UCNOMb-
3yemble ANns 3anMcu MHAOpMaLMmn Ha HOCUTEne.

46 cuctema AoKymeHTauum: COBOKYNHOCTb 4OKYMEHTOB, B3aMMOCBSA3aHHbIX MO NPU3HaKaMm HasHade-
HUSA, cchepbl AEATENLHOCTU M €AUHBIX TPeBOBaHUNM K UX 0CHOPMITEHUIO.

47 Bua OOKyMeHTa: KnaccuukaumoHHOe noHATue, 0603HavyaioLlee NpuHaAneXXHOCTb JOKYMEHTa K
onpeaeneHHoi rpynne AOKYMEHTOB MO NPU3HaKy 0BLHOCTU DYHKLUMOHANBHOIO HA3HAYEHUS.

48 ©naHk goKyMeHTa: JIuct Gymaru unm arneKkTPOHHbIN LWAbNoH C PEKBU3UTAMU, UAEHTUDULMPYIOLLU-
MU aBTopa 0hMLManbLHOro AOKYMeHTa.

49 yHudpmumpoBaHHasa copma gokymeHTta; YO[: dopMmynap AOKYMEHTa OnpeaeneHHoro suaa, co-
JepXalumin MOCTOAHHYIO YacTb TEKCTA.

50 Tabenb yHUthUUUpPOBaHHBLIX hOPM AOKYMEHTOB: [epeyeHb YCTAHOBMEHHbIX K MPUMEHEHUIO YHU-
pnumpoBaHHbIX POPM JOKYMEHTOB.

51 anb6omM yHMpUUMpPOoBaHHbIX (DOPM AOKYMEHTOB: COOPHUK YCTAHOBMEHHBIX K MPUMEHEHUIO YHU-
puumMpoBaHHbIX POPM JOKYMEHTOB C YKa3aHUAMM NO UX 3aNOSTHEHUIO.

52 odpopmneHue aoOKyMeHTa: [pocTaBneHne Ha JOKYMEHTEe HEOOX0ANMbIX PEKBU3UTOB.

53 cormacoBaHue AOKYMEeHTAa; suauposaHue: OLeHKa NnpoekTa oPuLmanbHOro JOKYMeHTa 3auHTepe-
COBaHHbIMU OPraHn3auusiMu, AOMKHOCTHBLIMW NULaMK, cneymanmcramu.

54 nuct cornacoBaHus (BUSMPOBAHUSA) AOKYMeHTA: YacTb 0puLmanbLHOro AOKyMEHTa C OTMETKaMu
(BM3amu) 0 cornacosaHum.

55 Bu3a: PekBu3nT, OUKCUPYIOLLMIA COrnacue UnuM Hecornacue AOMKHOCTHOIO nuua ¢ cogepXxaHmem
JOKyMeHTa.

56 rpud cornacoBaHuA: PEKBU3UT, BbipaXkaloLMi cornacue opraHusaumm, He ABMAIOLWENCS aBTOPOM
JOKYMEHTA, C ero cogepaHuem.

57 nognucaHue (OOKyMeHTa): 3aBepeHne AOKyMeHTa COOCTBEHHOPYYHON MOAMUCHIO AOIMKHOCTHOIO
unun rU3n4eckoro nuua no ycTaHoBNEHHON opMe.

58 nognucb: PekBu3nT, cogepKalumii COGCTBEHHOPYUHYIO POCMUCH AOIMKHOCTHOO Uu chU3MYECKOro nuua.

59 aneKkTpoHHas nognuck: MHdopmauus B 9NEKTPOHHON hopme, NPUCOEANHEHHAsA K ANEKTPOHHOMY
JOKYMEHTY UM UHbIM 06pa3oM CBA3aHHAs C HUM U NO3BONAIOLLAA UASHTUULMPOBATL NNULIO, NOANKUCABLLEE
3MNEKTPOHHbIN JOKYMEHT.
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60 yTBepxaeHue gokymeHTa: Cnocob npuaaHusa AOKYMEHTY NpaBoOBOro craTyca.

61 rpud yrBepxaeHus: PeKBU3UT O0PULMANbLHOMO JOKYMEHTa, CBUAETENbCTBYIOLLUMI O NPaBOBOM CTa-
Tyce JOKYMEHTa.

62 rpud orpaHMyYeHus AOCTYNa K AOKYMEHTY: PeKkBu3uT, CBUAETENLCTBYIOLWMI 06 0cOBOM XapakTe-
pe uHdopMauum JOKYMEHTa U OrpaHUYMBaOLLMIA JOCTYM K HEMY.

63 paTta gokymeHTa: PekBu3uT, 0603Ha4aloWmMin Bpems noanucaHusa (YyTBemkaeHus) JOKYMEHTa Unu
3a(pUKCMPOBAHHOIO B HEM CODBITUS.

64 mecTO cocTaBneHus (M3aaHusa) oOKyMeHTa: PekBu3ut, 0603HavaoLWwmii HanMeHOBaHWe HaceneH-
HOTO MYHKTA, ABNAIOLLErocs MECTOHAXOXAEHUEM OpraHu3aLun — aBTopa JOoKyMeHTa.

65 pesontouus: PekBu3uT, cogepxalluin ykazaHusa 4OMKHOCTHOTO Nuua no UCMOMNHEHUIO JOKYMEHTA.

66 TeKcT nokymeHTa: OCHOBHasA codepXaTenbHas YacTb JOKYMEHTA.

67 apgpecart: PekBusut, cogepxaiyui MHopmMauuio o nosyyarene JOKyMeHTa.

68 oTMeTKa 0 HanMMuuKn NPUNOXeHUs: PEKBU3UT, coaepxaLlui CBEAEHUA O AOMNOMHUTENLHO npunara-
€MOM JOKYMEeHTe (JOKYMEeHTax).

69 oTmeTKa O MOCTYNSIEHUU AOKYMeHTa: PeKkBM3UT, NnoATBEpXAAOLMIA aKT Nony4eHUs JOKYMEHTa
opraHusaumen.

70 oTmeTKa O 3aBepeHuM Konuu: PeKBU3UT, UCNONbL3YEMBIN ANA NPUAAHUA KOMUKU NPaBOBOro cTaTyca.

71 nevyaTb: YCTPOWCTBO, UCNOMb3yEMOE ANA 3aBEPEHUS NOASIMHHOCTU NOANMUCH AOSMKHOCTHOrO nuua
nocpeacTBOM HAHECEHUS ero OTTUCKA Ha JOKYMEHT.

72 oduumnanbHoe onyonukoBaHue AoKyMmeHTa: MNepsas nybnukayusa NnoONHOro TEKCTA 3aKOHOAaTeNb-
HOTO M MHOTO HOPMATMBHOIO NPAaBOBOrO akTa B OPULMANBEHOM U3OAHUWM UNKU €ro NepBOE pa3meLleHue Ha
oduumansHoM MIHTepHeT-noprane.

3.2.2 OpraHusauusa paboTbl ¢ JOKYMEHTaMU

73 BOKYMeHTOO6opOoT: [IBMKEHNEe JOKYMEHTOB B OpraHu3auum ¢ MOMEHTA UX CO34aHMA UMu nonyye-
HUS 0 3aBePLUEHMS UCMOMHEHUSA UMW OTNPAaBKW.

74 3neKTPOHHbLIA AOKYMEHTOO60pOT: [J0OKyMEHTOOOOPOT C MCMONb30BAHUEM aBTOMATU3UPOBAHHOM
UHGOPMALMOHHOW CUCTEMBI (CUCTEMBI ANEKTPOHHOTO J0KYMEHTO000pOTa).

75 o6Bbem pnokymeHTo060pOTa: KONMMUYECTBO AOKYMEHTOB, MOCTYNUBLUWNX B OPFraHN3aLMIO N CO3AaHHbIX
€10 3a onpeaerneHHbIn nepuoa.

76 pokymeHTONOTOK: COBOKYNHOCTb AOKYMEHTOB OAHOTO BUAA UMW HA3HAYEHUA, UMEIOLLNX eANHbIN
MapLUpyT.

77 NNOTHOCTL AOKYMEHTONnoTtoka: Konuuecrso AOKYMEHTOB, MPOXOAALWMX Yepes onpeaeneHHbINn
NYHKT 06paboTKM 32 eAUHULYY BPEMEHU.

78 BknoyYeHue aokymeHta B COJ1: OcywiecTBneHme aencTeuin, o6ecneymsalolmx pasmeLleHue cee-
AEHUI O OKYMEHTE U/MNU JOKYMEHTa B CUCTEME SNEKTPOHHOIO AOKYMEHTOO0opoTa.

79 meTagaHHbie: [laHHble, ONUCBLIBAIOLLME KOHTEKCT, COAEpXXaHWe, CTPYKTYPY AOKYMEHTOB, o6ecneun-
BaloLLUe ynpaBneHme J0KyMEeHTaMn B UH(pOPMALIMOHHON CUcTeme.

80 kOHBepTUpPOBaHME (3EKTPOHHLIX AOKYMEHTOB), KOHeepmauus (31eKMpPOHHbIX OOKyMEHImos):
Mpouecc nepemeLleHns ANeKTPOHHbLIX JOKYMEHTOB C OZIHOTO HOCUTENS HAa APYron unu us ogHoro hopmara B
OPYrow.

81 murpaums (3neKTpOHHbIX AOKYMEHTOB): [lepemeLLeHne neKTPOHHbIX JOKYMEHTOB M3 OAHOW WUH-
(hOPMALIMOHHOI CUCTEMBI B APYTYIO C COXPAHEHWEM ayTEHTUYHOCTM, LIENOCTHOCTU, JOCTOBEPHOCTU JJOKYMEH-
TOB M UX MPUrOAHOCTU AN UCTIONb3OBAHUS.

82 nepBuuHana o6paboTKa AOKYMEHTOB; KkcrieduyuoHHas obpabomka 0okymeHmos: ObpaboTka fo-
KYMEHTOB (NpOBEpKa LENOCTHOCTU, KOMIMIEKTHOCTU, COPTUPOBKA W Ap.) NPU MOCTYNSIEHUN B OPraHU3aLmIo.

83 npeasapuTenbHoe pacCMOTPEHUe NOKYMEHTOB: M3yyeHne JOKyMeHTa, NOCTYNUBLLEro B OpraHu-
3auuio, Anga onpeaeneHusa A0MmKHOCTHOrO nuua, B KOMNETeHUUI0 KOTOpOoro BXoanT €ro pacCMoTpeHue.

84 perucTpaumsa nokymeHta: [NpucBoeHUE [OKYMEHTY PErucTpalMoOHHOr0O HOMEpa U BHECEHUE AaH-
HbIX O JOKYMEHTE B PErMCTPALIMOHHO-YYETHYIO (hopMy.

85 permcTpauvoHHbIA HOMEP AOKYMEHTA; peaucmpayuoHHbili uHdekc dokymenma: Lincposoe unm
OykBeHHO-LUpoBOE 00603HAUEHUE, NPUCBAUBAEMOE JOKYMEHTY NPU €10 perucrpauuu.

86 peructpaumoHHo-yyeTHaa dpopma: [JoOkyMeHT (KapTouka, >XypHan), B TOM YUCNne B 3MEKTPOHHOM
BUAE, UCMONb3yEMbI AN 3anucy CBEASHUN O OKYMEHTE B LUENSX y4eTa, NOMCKa U KOHTPONS.

87 rocypapCTBEHHbINM PermcTpauuoHHbIM HOMEpP AOKyMeHTa: Homep, npucsanBaeMblit JOKYMEHTY
npu €ro BKMIOYEHUU B COOTBETCTBYIOLLWI FOCYAAPCTBEHHbIN peecTp.
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88 KOHTpPONb UCMOMIHEHUA OOKYMEHTOB: COBOKYMHOCTb AEWCTBUI, 06ecneynBaioLmx CBOEBpPEMEH-
HOe UCronHeHne AOKYMEHTOB.

89 TMNOBOW CPOK UCNONHEHUA OOKyMeHTa: CPOK UCNONHEHUS AOKYMEHTA, YCTAHOBIEHHbIA HOpMa-
TUBHbIM MPABOBbLIM aKTOM.

90 uHOMBMAOyanbHbIA CPOK UCMONMHEHUA OOKYMeHTa: CpOK UCMNONMHEHUS AOKYMEHTA, YCTAHOBIEH-
HbI OpraH13aunoHHO-pacnopAAUTENbHBIM JOKYMEHTOM OpraHn3aLmmn Ui pe3oriioLnei.

91 oTMeTKa 06 UCNMONMHEeHMU OOKYMEHTa M HanpaBfieHUU ero B Aeno: PekBusuT, onpeaensitoLmn
MECTO XpaHEHUSA AOKYMEHTAa Nocne 3aBepLUeHUs paboThbl C HUM.

92 onepaTMBHOE XpaHEeHWEe OOKYMEHTOB: XpaHeHWe AOKYMEHTOB B CTPYKTYPHOM noAapasaeneHuu A0
UX nepegayn B apxus OpraHn3auun Unu YHUUTOXKEHUS.

93 moKyMeHTanbHbIM poHa: COBOKYNHOCTb L OKYMEHTOB, 00pasyloLLMXCA B AEATENBHOCTU OpraHu3aLmm.

94 HomeHknartypa gen: CUCTeMaTu3UpPOBaHHbIA NepevYeHb 3aroslIoBKOB er, CO34aBaeMbIX B OpraHu-
3auuu, € ykasaHuem CPOKOB UX XPaHEHMUS.

95 peno: [JOKYMEHT UnuM COBOKYMHOCTb AOKYMEHTOB, OTHOCALLUUXCA K OHOMY BOMPOCY WIIU Y4YacTKy
[eATeNbHOCTHU, NOMELLEHHBIX B OTAENbHYIO 0BMOXKKY.

96 aneKTpoHHOe Aeno: SMNeKTPOHHbIN AOKYMEHT UMK COBOKYNHOCTb 3MNEKTPOHHLIX JOKYMEHTOB U MeTa-
AaHHbIX K HUM, CPOPMUPOBAHHBLIE B COOTBETCTBMM C HOMEHKNATypon Aen.

97 npu3Haku 3aBegeHusi gena: OCHOBaHWA, B COOTBETCTBUM C KOTOPbIMU (DOPMYIMPYETCA 3aronoBoK
aena un popMupyeTcsa 4eno.

98 ¢hopmupoBaHue gena: MpynnupoBka UCMOMHEHHbIX AOKYMEHTOB B 1€M0 B COOTBETCTBUM C HOMEH-
KnaTtypon aen u ux cuctematusauus BHyTpu aena.

99 ocgopmneHune gena: NoarotoBka Aena K nepegadye Ha apxXMBHOE XpaHEHUe.

100 3aronoBok gena: Kpatkoe 0603Ha4yeHne cBeaeHUi 0 COCTaBe M CoAep>XaHuM JOKYMEHTOB Aena.

101 BHYTpPeHHAA onUcb: [JOKYMEHT, BKNIOYaeMblii B A€N0 ANA y4eTa OKYMEHTOB Aena, packpbiTUA Ux
cocTaBa u cogepaHus.

102 nucTt-3aBepuTesb gena: [JoKkyMeHT, COaepXKaLlmMi CBeAEeHMS 0 KONMYEeCTBe NUCTOB Aena, puanye-
CKOM COCTOSIHUU JOKYMEHTOB U 0COOEHHOCTSIX (DOPMUPOBaHUS Aena.

103 uHpgekc gena: Lingposoe unu BykBeHHO-LMppoBoe 0603HaYEHUE Aena B COOTBETCTBUU C HOMEH-
KnaTypon gen opraHusayuu.

104 onucb aen CTPYKTYPHOro noapasgeneHuns: YUYETHbI JOKYMEHT, BKNIOYAOLWMI CBEeieHUS O ae-
nax, copMMpOBaHHbIX B NOAPAa3AeneHnn 1 noanexalumx nepegade Ha apxuBHoOe XpaHeHue.

105 YHUUYTOXEHUEe OOKYMEHTOB: MCknioueHue [AOKYMEHTOB M3 AOKYMEHTanbHOro WNW apXWBHOTO
doHAA MO UCTEYEHUU CPOKA UX XPAHEHUA C NOCNEAYIOLMM YHUUTOXEHUEM (YyTunusauuen) B yCTAaHOBNEHHOM
nopsigke.

3.3 ApxuBHoe gerno

3.3.1 XpaHeHue U y4YeT apXUBHbIX JOKYMEHTOB

106 rocygapcTBeHHbIN apxuB: deaepanbHoe rocyaapcTBEHHOE yupexaeHue, cosgasaemoe Poccui-
ckoii denepauuenn, unu rocyaapcTBeHHoOe y4upexaeHue cybbekta Poccuiickon degepauuu, cosgaBaemoe
cybbekToM Poccuiickon deaepauun, KOTOpble OCYLLECTBASAIOT KOMMMEKTOBAHUE, YYET, XpaHEHWE U UCMNOfb-
30BaHMe AOKYMEHTOB ApXUBHOTrO dhoHaa Poccuickon deaepauuu, a Takke pyrnx apxXuBHbIX JOKYMEHTOB.

107 myHMuMnanbHbIA apxuB: CTPYKTYpHOE noapasaeneHne opraHa MeCcTHOro CaMoynpaBreHus My-
HUUMNANLHOTO paiioHa, TopoACKOro OKpyra Wiv MYHULMNANbHOE YYpexaeHue, co3gaBaemMoe MyHuuunanb-
HbIM paioHOM, FOPOACKUM OKPYTOM U OCYLLECTBIIAOLLEE XPAaHEHUE, KOMIMIIEKTOBAHME, YYET U UCMONb30BaHUE
AOKYMeHTOB ApxuBHOro chonaa Poccuiickon deaepauum, a Takke Apyrmx apxXuBHbIX 0KYMEHTOB.

108 npodunb apxuBa: YCTaHOBMNEHHbIN A1 apXUBa COCTaB AOKYMEHTOB, NOAMEXaLLUUX XPAHEHUIO.

109 apxuBHbIi hoHA: COBOKYMHOCTb apPXUBHBIX JOKYMEHTOB, UCTOPUYECKU W/UMW NOTMYECKN CBA3AH-
HbIX MeXay cobon.

110 ApxuBHbIiit hoHp Poccuiickoin Pepepaumm: VIcTopuyeckn CnoXxmBLIASICA U NOCTOSHHO NONOI-
HSIEMasl COBOKYMHOCTb apXWBHbIX AOKYMEHTOB, OTPAXAILLUMX MaTePUAarnbHYIO U AyXOBHYIO XXU3Hb 0OLLECTBA,
UMEKLLUMX UCTOPUYECKOE, Hay4yHOe, COLMANbHOE, 3KOHOMUYECKOE, MONMMTUYECKOe U KYNBTYPHOE 3HAYeHue,
noanexawux NOCTOAHHOMY XPaHEHMUIO.

111 o6beauHeHHbIN apxuBHbIM oHAa (Hpk epynnoeoli apxusHbili ¢hoHO, KOMMMEKCHbIW apXMBHbIN
hoHa): ApXxuBHbIA HOHA, CHOPMUPOBAHHBINA N3 JOKYMEHTOB ABYX hoHagoobpasosaTenei unu Gonee, umeio-
LMX Mexay coboit nctopuyeckue u/mnm nornyeckne oOycnoBreHHbIE CBA3N.
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112 apXvBHbIA (POHA NMUYHOTO NPOUCXOKAEHUA: APXUBHBINA (DOHA, COCTOSALLMIA U3 AOKYMEHTOB, 00-
Pa30BaBLUMXCA B NPOLIECCE XN3HU U AEATENLHOCTU (PU3UYECKOrO nuLia, CeMbK, poaa.

113 apxuBHas Konnekuua: COBOKYNHOCTb JOKYMEHTOB, 00bEAUHEHHbIX MO OJHOMY WUNN HECKOINbKUM
06LUMM ANSA HUX CYLLHOCTHbIM MPU3HAaKaM.

114 ¢hoHaupoBaHue AoKyMeHTOB: OnpeaeneHne NPUHaANeXHOCTU AOKYMEHTOB KOHKPETHOMY (POH-
[ooBpazoBaTento u XpOHONOIMYECKUX rPaHuL, apxMBHOro hoHaa.

115 doHpoobpasoBaTens: KOpuamyeckoe unu dusnyeckoe nuLo, B npoLiecce AesaTenbHOCTU KOTOPO-
ro o6pasyercs JOKyMEHTanbHbIN hoHA.

116 oGecneuyeHue COXpPaHHOCTU JOKYMEHTOB: KOMMNeKc MEPONPUSTUI NO CO34aHMIO U COBNIOAEHMIO
HOPMAaTUBHbIX YCIOBUM, PEXXMMOB M HAANEXALLEN OpraHM3aLmn XpaHeHUs apxXMBHbLIX JOKYMEHTOB.

117 o6ecneyeHune PU3NKO-XUMUYECKON COXPAHHOCTU AOKYMeHTOB: Pa3paboTka, co3gaHue u npak-
TUYECKOE NPUMEHEHME Hay4YHO-TEXHUYECKUX CPEeACTB U METOAOB XPaHEHWs, pecraBpauuu, KOHCepsauuu,
BUOXMMUYECKON 3aLUMTbI U BOCNPOU3BEAEHNSA apXMBHbBIX JOKYMEHTOB.

118 apxuBoxpaHunuiye (Hpk apxus): CneuuanbHO 060pyA0BaHHOE NOMELLEHUE AN XPAHEHUA apXuB-
HbIX JJOKYMEHTOB.

119 peXum XpaHeHUA apXUBHbIX AOKYMEHTOB: COBOKYNHOCTb NPOTUBOMOXAPHLIX U OXPAHHLIX Mep,
TeMNepaTypHO-BNaXKHOCTHbIX, CAHUTAPHO-TUTIMEHUYECKUX U CBETOBBIX YCIOBUI, CO3laBaEMbIX B apXMBOXpa-
HumMwax ans obecneveHnss COXPaHHOCTU AOKYMEHTOB, U KOHTPOSIb 38 UX BbINOSTHEHUEM.

120 pecTaBpauus apxMBHOIo AOKyMeHTa: BoccTaHoBMneHne nepsoHaqanbHbIX Unm 6rmMsknx K nepso-
HavarbHbIM CBOWCTB U BHELUHUX MPU3HAKOB apXUBHOTO JOKYMEHTA, MOABEPILUErOCH NOBPEXAEHUIO NN pas-
PYLLEHWIO.

121 KOHCepBauUUA apXUBHOro AoKyMeHTa: Cuctema MeponpuATUii No NpeaoxpaHeHuIo I0KYMEeHTa oT
paspyLialoLero Bo3aencTBua BHELUHEN Cpeabl.

122 ctapeHue OOKYMeHTa: MameHeHne nepBoHayasnbHbIX PU3UKO-XMMUYECKUX CBOMCTB [OKYMEHTa
noja BO34ENCTBUEM BHELLHUX U BHYTPEHHUX (DaKTOPOB.

123 cTpaxoBasi KONUsl apXUBHOIO AOKyMeHTa: Konua 0co60 LIEHHOrO Wiu YHWUKanbHOrO apXUBHOIO
JOKYMEHTa, M3roTOBNEHHAs B LIENAX COXPaHEHNS COAePKaLLEeica B HEM MHOpMaLMmK Ha cryyaii yTparbl unu
NOBPEXAEHUA NOATNMHHMKA.

124 cTtpaxoBoW (pOHA aPXMBHbIX AOKYMEHTOB: COBOKYNHOCTb CTPaxOBbIX KOMWIi 0CO00 LEHHBLIX U
YHUKanbHbIX apXUBHbIX JOKYMEHTOB.

125 ¢ong nonb3oBaHua (apxuea): COBOKYNHOCTb KOMUIA apXUBHBIX JOKYMEHTOB, NpeaHasHaYeHHbIX
Ana Nonb3oBaHUA BMECTO NMOANMMHHUKOB C LieNblo npeaoTeBpaLleHnsa nx u3Hoca.

126 peno3uTapHoe XxpaHeHue AOKYMeHTOB ApxuBHoro ¢ponpa Poccuiickon degepauumn: XpaHe-
HWe AoKymMeHTOB ApxuBHOro poHaa Poccuiickoii deaepauun rocyaapCcTBEHHbIMU OpraHaMu U opraHusaumamm
B TEYEHNE CPOKOB M HA YCINOBUSAX, ONPEAENEHHbIX COOTBETCTBYIOLLIMMU J0rOBOPaMU MeXAY HUMKU U cneuuans-
HO YNONMHOMOYeHHbIM MpaBuTenbcTBoM Poccuiickon ®eaepaumn deaepanbHbIM OPraHoM UCMOMHUTENbHON
BnacTu.

127 yveT apxXvBHbIX OOKYMeHTOB: OnpejeneHue KofmMyecTBa M COCTaBa apXMBHbLIX AOKYMEHTOB B
eaMHULAax y4eTa U OTPaXeHME 3TOr0 KOMMYECTBA M COCTaBa B YYETHbIX JOKYMEHTAX AN KOHTPONA 3a UX Ha-
NUYNEM U COCTOAHUEM.

128 UEeHTpPanu3oBaHHbLIN rOCyAapCTBEHHBLIW y4yeT AoKyMeHTOB ApxuBHoro ¢onga Poccuinckon
depepaumn: Cuctema yyeta AoKymeHToB ApxuBHOro choHaa Poccuiickoii deaepauumn Ha yposHe cybbekTa
Poccuiickon degepaumu n rocyaapctea B LENOM, OCHOBAHHaA HA COCPEAOTOYEHMN B OpraHax ynpasreHus
ApXWBHbLIM AENOM CBEAEHUN O KONUYECTBE, COCTABE apXMBHLIX POHAO0B U KONMYECTBE €AUHULL XPaHEHUS.

129 eauHMUA y4yeTa apXMBHbIX AOKYMEHTOB: EagnHMLA n3MepeHns KonmyecTsa AOKYMEHTOB B apXu-
BE ANA OTPaXEHUA 3TOr0 KONUYECTBA B YYETHLIX AOKYMEHTAX U aPXMBHBIX CIPABOYHUKAX.

130 eamHMua xpaHeHUA apXUBHbIX AOKYMEHTOB: Y4YeTHas U knaccudukaumoHHaa eauHuua, npea-
craensowan coboi usnieckn 060CoOOGNEHHbIN JOKYMEHT MU COBOKYMHOCTb AOKYMEHTOB, UMEIOLLas Camo-
CTOATENbHOE 3HaYEeHUe.

131 yveTHble 4OKYMeHTbI (apxuBa): Komnnekc OKyMEHTOB YCTAHOBMEHHON (POPMbI, (PUKCUPYIOLLUX
nocTynneHue, BbiGbITUE, KONUYECTBO, COCTAB U COCTOSIHUE aPXMBHLIX JIOKYMEHTOB B €AUHMLIAX yyeTa.

132 cnucok (PpoHAOB: Y4YETHLIN AOKYMEHT, coaepkawmii nepevyeHb ouumnanbHbiX HAMMEHOBAHWUNA,
XPaHALMXCA B apxuBe, a TaKke BbiObIBLUMX apXUBHbIX (POHAOB B NOPSAKE BO3pACTaHMS NPUCBOEHHBLIX UM
HOMEpoB.

133 nnct cpoHaa: YUETHLIN AOKYMEHT, COaepXaLLuii B paMKax apxXMBHOro hoHaa CBEAEHUS O KOnn4e-
CTBE W COCTaBe ONUCEN Aen, IOKYMEHTOB U UX HyMeEpaLuu, KOMMYECTBE U COCTABE apXMBHBLIX JOKYMEHTOB,
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COCTOSIHUM UX OMUCaHUSA, ANHAMUKE U3MEHEHWI NO KaXKAOW OnuCK Aen, AOKYMEHTOB U apXUBHOMY DOHAY B
Lernom, PUKCUpPYIOLLMIA U3MEHEHUA B HA3BaHUWN apXUBHOIO POHAA.

134 apxuBHbIA WM p: O603HAYEHNE, HAHOCUMOE HA eAWHULY XPaHEeHWUS apXUBHbLIX JOKYMEHTOB B
uensax ee uaeHtTudukaumm u y4era, CoCTosiLee M3 COKpaLleHHOro Ha3BaHusa apxvea (oduuymnansHon abbpe-
BMAaTypbl), HOMEpa apxXnBHOIro hoHAA, HOMepa ONUCK e, JOKYMEHTOB, HOMepa eANHULBI XPaHEHUA, HOMepa
e4MHULBI y4YeTa.

135 npoBepka HaNM4YUA U COCTOAHUA aPXUBHbIX JOKYMEHTOB: YCTaHOBMEHUE COOTBETCTBUA (DAKTU-
YECKOro Hanuyusi KONMYECTBa €ANHUL, XPaHEHUSA 3anuMCaM B YYETHbIX JOKYMEHTaxX apXuBa, a Takxe BblsiBre-
HWE apXuUBHbIX JOKYMEHTOB, TPEOYIOLMX KOHCEpBaLMK, pecTaBpaumnmn, esnHdexkumn.

136 Tonorpaduyeckuit ykasatesb: [JOKYMEHT, COAEPXKALLUA CBEAEHUS O TOYHOM MECTOHAXOXAEHUM
apX1BHbLIX (POHAOB B apXUBOXPAHUMULLE.

3.3.2 KoMmnneKkroBaHue apxuea

137 komnnekroBaHue apxuBa: CUCTEMaTUYECKOE MNOMOSIHEHWE apXUBa JOKYMEHTAMWN B COOTBETCTBUN
C ero npounem.

138 kpuTepum 3kcnepTU3bl LLIEHHOCTU AOKYMEHTOB: [1pusHaku, onpeaenaiowme 3Ha4uMOCTb MPOUC-
XOXOEHUSA, COAEMKAHUA N BHELUHUX OCOBEHHOCTEN JOKYMEHTOB.

139 nMcTOYHUK KOMNNeKToBaHUA (apxusa): OpraHusauma unu rpaxkgaHnH, Ybu JOKYMEHTbI MOCTynatot
UK MOTYT NOCTYMNWUTL HA XPaHEHWE B apXuB.

140 BbIGOPOYHBIN NpPMeM OOKYMEHTOB: [1puem Ha NOCTOAHHOE XpPaHEHUe OTAEerbHbIX BUAOB [OKY-
MEHTOB OpraHu3aumMii UNnM BCEX LIEHHbIX JOKYMEHTOB paAa OpraHn3aLmii M3 Yucrna Of4HOPOAHbIX.

141 nepevyeHb AOKYMEHTOB CO CPOKaMU XxpaHeHuA: CUCTeMaTu3upoBaHHbIA CMIMCOK BUAOB M Karero-
PV JOKYMEHTOB C YKa3aHMEM CPOKOB UX XPAHEHUA.

142 OOKYMEHT BPEeMEHHOro Cpoka XpaHeHuA: [JOKYMEeHT OrpaHM4eHHOro CpoKa XpaHeHud, no
MCTEYEHUM KOTOPOTO OH MOASEXMUT YHUUTOXKEHMIO.

143 OOKYMEHT NOCTOAHHOIO CPOKa XpaHeHUA: [JOKyMEHT, KOTOPOMY B COOTBETCTBMM C HOPMATUBHbI-
MW NPaBOBbLIMU aKTaMMW YCTAHOBIEHO BEYHOE XPaHEHME.

144 pokymeHT ApxuBHoro ¢roHga Poccuiickon ®depepaummn: ApPXMBHbLIA AOKYMEHT, NpoLueaLumi
9KCNepTU3y LEHHOCTU JOKYMEHTOB, MOCTABNEHHbIN HA rOCYAapPCTBEHHBIN YYET U NoANEXaLwmi NOCTOAHHOMY
XpaHeHu1o.

145 0c060 LeHHbIN QOKYMEHT: [lokyMeHT ApxuBHOro hoHaa Poccuickon degepauum, MMEIOLWMIA He-
NPEXOASALLYIO KYIETYPHO-UCTOPUYECKYIO U HAYYHYIO LIEHHOCTb, 0COBYI0 BaXKHOCTL Ans obLuecTBa u rocyaap-
CTBa, U B OTHOLLEHUU KOTOPOrO YCTAHOBIIEH OCOOLIN PEXMM y4YeTa, XPaHEHUS U UCTIONb30BaAHUSA.

146 yHUKanbHbIA OOKYMEHT: OC000 LeHHbI AOKYMEHT, He umelowmii cebe nogo6HbIX No coaepxa-
Lenca B HeM MHpopmMayum U/mnu ero BHELULHUM NpU3Hakam, HEBOCMOSTHMMBIN NPK yTpaTe C TOYKU 3PEHUs ero
3Ha4eHns u/unu aBTorpacPu4HOCTH.

147 ynopsipoyeHne apxXMBHbIX AOKYMeHTOB: KoMmnnekc pabot no hopMUpPOBaHUIO AapPXMBHbIX 4OKY-
MEHTOB B €IUHULIbI XpaHEeHUSA (Aena), X ONMCaHuio N 0POPMIIEHUIO B COOTBETCTBUU C NPaBMNaMm, yCTaHOB-
NEeHHbIMU CreymanbHO YyNosTHOMOY€EHHbIM MNMpaBuTtenscTBoM Poccuitickon Pegepauumn pegepansHbiM OpraHoM
MCMOMHUTENLHON BNacTu.

148 BblaeneHue AOKYMEHTOB K YHUUTOXEeHMIO: BbisiBNeHne B npolecce aKkcnepTm3bl HAy4YHOW U Npak-
TU4ECKOWN LIEHHOCTU JOKYMEHTOB C UCTEKLLMMU CPOKAMMN XPAHEHMS 1 OTOOP UX AN YHUUTOXEHUS.

3.3.3 NndopmaumoHHan AeATenbLHOCTbL apxXmuBa

149 undopmaunoHHan AeATEeNbLHOCTb apxuBa: Co3gaHne apxXMBHbIX CPaBOYHUKOB U OpraHu3auus
MCMOMNb30BaHUSI aPXUBHbIX JOKYMEHTOB.

150 ucnonb3oBaHue apXuBHbLIX AOKYMeHTOB: [MpumeHeHue uHgopmaumMm apxueHbIX JOKYMEHTOB B
KYNbTYPHBIX, HAYYHbIX, NONMIUTUHECKMX, SKOHOMUYECKUX LIENSX U AN obecneyeHns 3aKOHHbIX NPaB U UHTepe-
COB rpaXkaaH.

151 nonb3oBaHue apXMBHbIMU AOKyMeHTaMmn: O3HAKOMIIEHME C apXMBHbLIMU AOKYMEHTaMK Nocpea-
CTBOM WX MPOYTEHUS, NPOCMOTPA UMK NPOCHYLLUMBAHUS.

152 opraiu3aums nonbL30BaHMA apXMBHLIMU AOKYMEHTaMM: [1eATENbHOCTb apXMBHBIX YYPEXAEHUIA
no NpeaoCTaBfneHuto rocyaapCTBEHHbIM OpraHam, opraHaMm MeCTHOro CaMoynpaBneHus, IPUANYECKUM UnNu
PU3MYECKUM NMLAaM apxXuBHbLIX AOKYMEHTOB A UX NPOYTEHUS, MPOCMOTPa UNu NPOCAYLUMBAHUSA.

153 nonb3oBaTenb apXxUBHbIMM AOKYMEHTaMW: [OCyJapCTBEHHbLIW OpraH, opraH MeCTHOro Camo-
ynpasneHusa nubo opuanyeckoe unu usndeckoe nuuo, obpaluaiomec Ha 3aKOHHbIX OCHOBaHUAX K apXuB-
HbIM JJOKYMEHTaM ANs Nofy4yeHUs U UCMONb30BaHUSE HEOBX0AUMOM WHpOPMALIUK.
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154 Bnapeneu apXUBHbIX BOKYMEHTOB: [0Cy1lapCTBEHHbIN OpraH, OpraH MECTHOIO CaMoynpaBneHus
nu6o pugndeckoe umm puanyeckoe nuuo, OCYLLECTBRAILWME BNageHne 1 nonb3osaHue apxuBHbIMWU [0-
KYMEHTaMW U peanuayoLLue NorIHOMOUYUA MO PACMOPSHKEHNIO UMK B Npefernax, yCTaHOBEHHbIX 3aKOHOM UNnn
[0roBOPOM.

155 coGCTBEHHUK apPXUBHbIX OOKYMEHTOB: [0Cy1apcTBO, MyHUUMUNansHoe obpasoBaHue nubo pu-
Juyeckoe unu puanyeckoe nuuo, B NONMHOM 00beme peanu3ylolue npasa BrnageHus, nonb30BaHusi, pacno-
PSXKEHUA apXMBHBLIMW AOKYMEHTaMM.

156 orpaHuuyeHMe AOCTYNa K apXUBHbIM JOKYMEHTaM: BpEMEHHbIE UMW UHbIE YCNOBUS, UCKIIOYaIO-
wme cso6oaHOE NONbL3OBAHWE APXMBHLIMU JOKYMEHTaMKU B COOTBETCTBUM C 3aKOHOAATENLCTBOM UIK NO BONE
doHaoobpasoBarens, COOCTBEHHUKA, BnaaenbLa JOKYMEHTOB.

157 nyGnukauus apXvMBHbIX OOKYMEHTOB: [104roTOBKa apXUBHbLIX JOKYMEHTOB K M34aHUIO U OCYLLECT-
BMNEeHWe UX U3aaHusl B COOTBETCTBUM C OBLLENPUHATLIMU HAYYHBIMU MPUHLMNAMW U HOPMaMMU.

158 pokymeHTarnbHaA BbICTaBKa: OKCNOHWPOBAHME apXWBHbIX JOKYMEHTOB UMW MX KOMUA B Cneuu-
anbLHOM, NPUCNOCOBNeHHOM AN 3TOr0 MOMELLEHUN UMK HA MHTEPHET-CaTe.

159 onucaHue apxXMBHbIX AOKYMEHTOB: CTPYKTYpUPOBAHHOE U3NOXEHWE CBEAEHUI O COCTaBe U Co-
JepXXaHun JOKYMEHTOB B apXUBHbIX CPaBOYHUKaX.

160 onucaTenbHasA cTaTbA apPXUBHOro cnpaBo4YHUKa: COBOKYMHOCTL CBeAeHUi 06 0bbekTe onuca-
HUS1 (QOKYMEHTE, ero 4yactu, eAMHULE XPaHEHUS, rpynne eauHUL XpaHeHus, apxuBHoOM A)OHAE, rpynne apxus-
HbIX (POHAO0B) B apXMBHOM CMPaBOYHUKE.

161 Hay4yHO-CnpaBOYHbLIW annapar apxuBa, CripasoyHo-rnoucKoseble cpedcmea apxusa;, HCA apxuea:
COBOKYNHOCTb ONUCaHUNA apPXWUBHbIX JOKYMEHTOB.

162 cuctema Hay4yHO-CNPaBOYHOro annapara K 4OKyMeHTaMm apxuBa: KoMnnekc B3anMoCBA3aHHbIX
U B3aMMOAOMONHAEMBIX, CO34aHHbIX HA €AUHON Hay4YHO-METOANYECKON OCHOBE apXUBHBLIX CMIPABOYHUKOB O
cocTaBe U coaepXaHuu JOKYMEHTOB apXuBa.

163 apxXuBHbIA CNpaBOYHUK: CMPaBOYHUK O COCTABE, COAEPXAHUM U MECTOHAXOXAEHUU apXUBHbBIX
[ OKYMEHTOB.

164 onucb aOen, AOKYMeHTOB: CnpaBOYHbIA M YYETHBI JOKYMEHT, COAepKaLLUiA CUCTEeMAaTM3UPOBaH-
HbIl NepeyYeHb eaMHUL XPaHEeHUs/eamHuL yd4eta apxuBHOro (poHaa, NpegHasHa4YeHHbI AN pacKpbITUA UX
coaepXaHus u yyerta.

165 apxuBHbIM nyTeBoAuTenb: CNpaBoOYHNK, COAEPXKALLMIA CUCTEMATUIUPOBAHHbIE CBEeAEHUA O (hoH-
Jax apxusa (apxvMBOB) U NPeAHa3HAYEHHbIN ANA 03HAKOMIEHUA C UX COCTABOM U COAEPXKAHUEM.

166 apxuBHbIN KaTtanor: CnpaBOYHUK, B KOTOPOM CBEAEHUA O COAEepXaHUN apXMBHbIX POHAOB, eau-
HUL XpaHeHUs/eAuHUL, yUYeTa, apxXUBHbIX AOKYMEHTOB (MU UX YacTen), pacnosoXXeHbl B COOTBETCTBUU C Bbl-
GpaHHO CxeMOIn KnaccuduKkaLuu.

167 apxuBHbIM yKasatesrib: CnpaBouHMK, coaepXawmin CUCTEMATU3MPOBAHHLIN NepevYeHb HaUMEHO-
BaHWIi NPEAMETHLIX MOHATUIA, YNOMUHAEMBbIX B aPXMBHbIX AOKYMEHTAX, C YKa3aHMEM X apXMBHbIX LUMEPOB.

168 0630p apxuBHOro ¢ponaa: CnpaBoYHUK, COAEPKALLMI CUCTEMATU3UPOBAHHBIE CBEAEHMUA O COCTa-
BE U COAEMKAHMMN apXMBHbIX JOKYMEHTOB OIHOrO apXMBHOro poHAA, AOMONHEHHbIE X UCTOYHUKOBEAYECKUM
aHanuM3omM.

169 TemMaTuuyeckui 0630p apXMBHbIX AOKYMEHTOB: CNpaBOYHUK, CoaepXaLmii CUCTEMATU3MPOBAH-
Hble CBEAEHUS O COCTaBe, CoAePXKaHUN Y NOUCKOBBIX AAHHbBIX KOMMNAEKCOB apXUBHbLIX AOKYMEHTOB OAAHOTO UIN
rpynnbl apXMBHbIX (POHA0B NO ONpPeaeneHHOoNn TeMe, AONONMHEHHbIE UX UCTOYHUKOBEAYECKMM aHaNU3oM.

170 ucTopuyeckaa cnpaBka K apxuBHomy ¢douay: [OKyMEHT, coaepalmin ceeaeHus no UCTopuu
doHaoobpasoBaTens n apxuBHOro hOHAA, KPaTKyl0 XapakTepuCTUKy COCTaea U COAepKaHUA AOKYMEHTOB
apxX“BHOIO (POHAA U HAY4YHO-CMPAaBOYHOrO annapara K Hemy.

171 katanorusauus apxuBHbIX OOKYMEHTOB: [10oArotoBka, COCTaBfMeHWe W BeAeHUe apXUBHbIX
KaTanoros.

172 apxuBHasi cnpaBka: [JOKYMEHT, COCTaBMNEHHbIN HA BnaHke apxmBa, UMEIOLUI I0PUANYECKYIO CUITY
U coaepkaLuuii JOKYMEHTHYIO MHEpOpMaLIMIO 0 NpeaMeTe 3anpoca, ¢ ykasaHueM apxXuBHbIX LWMAPOB U HOME-
POB NIUCTOB €AWHULL XPAHEHUS] TEX apXUBHBLIX JOKYMEHTOB, HA OCHOBAHUWN KOTOPbLIX OH COCTaBIEH.

173 apxuBHas konuA: [JOCNOBHO BOCNPOU3BOASLLAS TEKCT UMM M30OPaKeHNEe apxXMBHOTO AOKYMEHTa
KOMKWS C yKa3aHUem apx1MBHOTo LWMdpa U HOMEPOB NIUCTOB €4MHULLI XPAHEHUS, 3aBEPEHHASA B YCTAHOBEHHOM
nopsiake.

174 apxuBHas BbINUcKa: [I0KyMEHT, COCTaBMNEHHbIN Ha BrnaHke apxusa, AOCNIOBHO BOCNPOU3BOASALLINI
4YacCTb TEKCTa apXMBHOIO AOKYMEHTA, OTHOCALLYIOCS K ONpeAeneHHbIM (akTy, CoBbITUI0, nuuy, C ykasaHnem
apxuBHOTO WMdpa 1 HOMEPOB NUCTOB €AUHULIbI XPAHEHUS.
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