®EONEPANIbHOE APXUBHOE ATEHTCTBO
NPUKA3

ot 8 aBrycta 2022 ropa N 111

06 yTBepXXaeHUU TMNOBLIX HOPM BPEMEHU U BbIPaboTKM Ha paboThl (YCnyru), BbinonHAeMble (OKka3biBaeMble)
rocyaapcTBeHHbLIMU U MyHULUNANbHbIMWA apXuBaMm
B cootBeTcTBUM ¢ mognyHkTom 14 nyHkTa 6 MNMonoxeHus o PegepanbHOM apXMBHOM areHTCTBe , YTBEPXKAEHHOTO
Yka3owm [NpesngeHta Poccuiickon Pepepaumm ot 22 nioHa 2016 r. N 293 (CobpaHue 3akoHogaTtenbcTBa Poccunckom
®epepaumm, 2016, N 26, c1.4034) n nyHktom 2 [MpaBun pa3paboTkm M YTBEPXKAEHMS TUMOBbLIX HOPM Tpyda |,
YTBEPXAEHHbIX NocTaHoBneHveM [NpaButenbctBa Poccunckon Pepepaumm ot 11 Hosa6ps 2002 r. N 804 (CobpaHue
3akoHogaTenbcTBa Poccuickon denepaunn, 2002, N 46, c1.4583),

npuKasbiBato:
YTBEpAMTb npunaraemMble TunoBble HOPMbl BpemMeHu W BbipaboTkM Ha paboTbl (ycnyru), BbINONHAEMble
(okasblBaeMble) rocyJapCTBEHHbLIMY U MyHUUMNANbHBIMU apXUBaMy .

PykoBogutens
A.H.ApTunsos
3apeructpmpoBaHo
B MuHucTepcTBe tocTULmnm
Poccwuinckon depepaumm
27 ceHTa6pa 2022 roaa,
pervctpaunoHHbii N 70238
YTBEPXOEHbI

npukasom Pocapxusa
ot 8 aBrycta 2022 roga N 111

TunoBble HOpMbI BpeMeHU M BbIpaboTkn Ha paboTbl (ycnyru), BbinosfHseMble (OKa3biBaeMble)
rocyfapcTBeHHbIMU U MyHULMNaNbHbIMU apXUBamMu

l. O6wume nonoxeHns
1. Hactoswme TunoBble HOPMbI BPEMEHM U BbIPAbOTKM Ha paboTbl (ycryru), BbiNOMHsieMble (Oka3biBaeMble)
rocyaapCTBEHHbIMU U MyHULMNANbLHbIMKY apxuBamu (ganee - Hopmbl), npeaHasHaveHbl AN onpeaeneHns onTuManbHbIX
nokasartenen TPyLOEMKOCTM BbIMOMHAEMbIX pPaboT (okasbiBaeMblX YCNyr) nNpyv  NNaHMPOBaHUWN  LOEeATENbHOCTU
rocyfapCTBEHHbIX M MyHMLUMNANbHbIX apXMBOB (Janee - apxvB), WX CTPYKTYPHbIX MNOAPa3geneHuin U KOHKPETHbIX
UCMONHUTENEN, ydeTa M aHanmsa akTMyeckux 3aTtpaT pabo4vero BpemeHu, pacyeta u 0OOCHOBaHUA HEOOXOAMMOM
LUTATHOM YUCINEHHOCTN OCHOBHOMO NEepcoHana.

2. C yyeToM cneumdukn AesTenbHOCTN BCS COBOKYNHOCTb paboT (ycnyr), BbINOMHAEMbIX (OKa3blBaeMbIX) apX1BOM,
pasgeneHa Ha HopMmupyemyto (A) n HeHopmupyemyto (B) yacTu, cornacHo NpunoxeHuto K Hopmam .

3. KonuuecTtBeHHble 3HadeHus Hopmupyemon 4Yactu (A) Hopm ycTaHOBNEeHbl MNyTemM pacveta cpegHux
rapMOHUYECKNX BEMNWYUH Ha OCHOBE MpPOBeAEeHUs BbIDOPOYHBLIX 3aMepoB BpemeHun (poTorpacdmm pabodero BpemMeHu u
XpOHOMETpaxa) Ha pabounx MecTax, C y4eTOM AaHHbIX OTPacrieBOW CTaTUCTMYECKOW oTyeTHOCTW. [ns paboT (ycnyr),
TPYLOEMKOCTb KOTOPbIX B 3HAYUTENBbHOW CTENEHM 3aBUCUT OT MCTOPMYECKOro nepuoaa u (unun) cBoncTe (Buaa, popmara,
A3blka U Opyrve) apXuBHbIX JOKYMEHTOB, NMPEAYCMOTPEHbI MOBbLILLAKOLNE UMW MOHMWXKAOLWMNE KO3PPULMEHTHI.

4. TpyposaTpatbl no pabortam (ycnyram), BKIHOYEHHbIM B HEHOpMUMpyeMylo vactb (B) Hopm, onpegenstoTca no
hakTuyeckn oTpaboTaHHOMY BPEMEHMW.

5. KonnyecTtBeHHble 3HavyeHuss HopM ycTaHoBneHbl B cooTBeTcTBMM C OBLLIEPOCCUMNCKMM KnaccudurkaTopom
eanHnu nsmepenmns (OK 015-94 (MK 002-97) (panee - OK).




B cnyyae HeBO3MOXHOCTU Mcnonb3oBaHud OK B kavyecTBe eOuHWL U3MEPEHUSA MUCMONb3YHTCA MOHATUA: dOHA
Nnonb30oBaHus, BOKC (KOMMMEKT Mukpodm), kagp (HeraTus, Aybnb-HeraTme, NO3NTMB, crnang (OUano3nTMB), XpaHUNMLLE
(MpocMOTPOBLIN 3an, KOMHATbI MPOCYyLWNBaHUS POHOOOKYMEHTOB).

Il. OpraHusauums Tpyaa

6. ApxvuB OCyLleCcTBNsSIieT CBOK AeATEeNbHOCTb Ha OCHOBaHUUW YyCTaBa, 3aperMcTpMpoBaHHOrO B COOTBETCTBUU C
3akoHogaTenbcTBoM Poccuiickon denepaumm, a Takke B cooTBeTcTBMM ¢ PepepanbHbiM _3akoHOM oT 22.10.2004 N
125-93 "O6 apxuBHom gene B Poccunckon Pegepaumnn”  (Cobpanne 3akoHogaTtenbcTBa Poccuickon ®egepauun, 2004.
N 43, c1.4169; 2021, N 24, c1.4188), [IpaBunamu opraHu3aumm XpaHeHWs, KOMNIEKTOBaHWS, y4eTa N UCNOfb30BaHUS
OokymMeHToB ApxmBHOro donHga Poccuiickon Pepepaumm 1M OpPYrMxX apXMBHbIX [AOKYMEHTOB B TOCYOApPCTBEHHbIX WU
MYHMLIMMNANbHbIX apxmMBax, My3esix, Oubnmnortekax, Hay4HbIX OpraHvM3aumax , yTBEPXAEHHbIMU Npuka3omM PocapxuBa ot
02.03.2020 N 24 (3apeructpupoBaH MuHnctepcteom toctmumm Poccuiickon deapepaumm 20.05.2020, permctpauMoHHbIn
N 58396) (nanee - lNpasuna), [MopaaKkoM MCNOMNBb30BaAHUS apPXMBHbIX JOKYMEHTOB B FOCYAAPCTBEHHbLIX U MyHULMOANBHbIX
apxuBax Poccuiickon ®epepaunu , yTBepxaeHHbIM fnpukasom PocapxuBa ot 01.09.2017 N 143 (3apeructpupoBaH
Mwunnctepcteom toctmumm Poccuinckonn ®epepaummn 01.11.2017, peructpaumoHHein N 48765), ¢ uamMeHeHuaMmn,
BHeCeHHbIMY npukazom PenepanbHoro apxmeHoro areHtcTBa ot 09.06.2021 N 51 (3apeructpuposaH MUHUCTEPCTBOM
tocTuumm Poccuinckon ®epepaumm 19.08.2021, permctpaumoHHbii N 64708).

7. TpyooBble pyHKUUM pabOTHUKOB apxmBa PernameHTUpyTCa AOMKHOCTHBIMU UHCTPYKUUSAMUY, pa3paboTaHHbIMU
B COOTBETCTBUM C MpukazoMm MuHMUCTEpPCTBa 30paBoOXpaHeHuUss U couuanbHoro passutus Poccuiickon Pegepaunmn ot
11.04.2012 N338H "O6 yTBEpXOEHUN edVHOro KBanMdUKaLMOHHOIO CcnpaBOMHMKa [OOJKHOCTEN pYKOBOAUTENEN,
cneumanucToB U cny)awmx, pasgen "KsanndukaLnoHHble XapakTepPUCTUKN JOMKHOCTEN pabOTHUKOB rocyaapCTBEHHbIX
apXMBOB, LIEHTPOB XpPaHEHUs [AOKYMEHTaLWW, apxXMBOB MYHMUMMOANbHbLIX 00pa3oBaHWA, BEOOMCTB, OpraHusauumn,
nabopartopuii _obecneyeHns COXPaHHOCTU apXMBHbIX OOKYMEHTOB"  (3apeructpupoBaH MMWHUCTEPCTBOM HOCTULMN
Poccunckon ®epepauun 28.05.2012, pernctpauuoHHbin N 24339), a Takke npukasoMm MwuHucTepcTBa Tpyda U
coumanbHon 3awmTtbl Poccuimnckon Pepepaumm ot 18.03.2021 N 1401 "O6 yTBEpPXAEHUN NpOodheccrMoHanbHOro ctaHgapTta
"Cneumannct _apxvBa" (3apeructpmpoBaH MwuHuctepcteom toctuummn  Poccuiickon  ®epepauun 21.04.2021,
pernctpaunoHHbin N 63193).

8. OpraHu3aunMoHHO-TEXHUYECKUMM YCIOBUSIMU B apXxuBe npedycMaTpuBaeTcsl pauuoHanbHasi opraHusaums
pabounx MecT B CNyXebHblX MOMeLLeHusIX, cobrofeHne paunoHanbHOTO pexuma Tpyda M oTabixa paboTHMKOB U
YCTAHOBIIEHHBIX CaHWUTapHbIX HOPM. Pexum Tpyda u oTAbixa paboTHWMKOB apXMBOB YCTaHaBNMBAETCH B COOTBETCTBUU C
npaeuiamy BHyTPEHHEro TPYAOBOro pacnopsiaka.

9. Ycnosust paboTbl B apxvBe A0IMKHbI COOTBETCTBOBATD:

B apxuBoxpaHunuuiax - TpeboBaHuaM, npeaycMOTpeHHbIM rnason |l "TpeboBaHua K 34aHWI0O M NOMELLEHUAM
apxuBa" wu nyHkTamu 5.12-5.16, 5.19, 5.21 MNpasun ;

B pabounx koMHaTax (kabuHeTtax) - CaHluH 1.2.3685-21 "lvrmeHudeckne HopmatuBbl U TpeboBaHusa K
obecneyeHuto BesonacHocTn u (unv) Ge3BpedHOCTM Ans YenoBeka hakTopoB cpedbl obuTanus" , yTBEPXAEHHLIM
NOCTaHOBMAEHNEM [1laBHOro rocynapCTBEHHOrO caHuTapHoro Bpada Poccuiickon Pepepaummn o1 28.01.2021 N 2
(3apeructpupoBaHo MuHioctom Poccum 29.01.2021, peructpaumoHHein N 62296), genctaytowmm go 01.03.2027.

10. Paboune mecta pabOTHUKOB apxMBa OCHallaTca ob6opygoBaHMEM N MeBenbo, NpeayCMOTPEHHBIMW [aBon
IV _"OGopyaooBaHne ONs XpaHEHWUs] apXMBHbIX OOKYMEHTOB" u nyHkToM 6.1 lMpaBun , a Takke HopmaTuBaMu 3atpar,
YTBEPXKAEHHLIMM B COOTBETCTBMM C NMocTaHoBneHnem [NpaButenbctBa Poccurickon Pepepaumm ot 13.10.2014 N 1047
"O6_ 0b6Lux npaBunax onpeaeneHns HopMaTuBHbIX 3aTpaTt Ha obecneyeHne YHKLUWA rocyaapCTBEHHbIX OpraHoB,
OpraHoB ynpaBleHNS rocyJapCTBEHHbIMU BHEOHMKETHBIMM DOHOAMM U MYHULMNAMNBHLIX OpPraHoB, ONpeAeNnieHHbIX B
COOTBETCTBMM _C BromkeTHbIM _KoaekcoMm Poccunckon dPepepaumm  Havmbonee 3HAaYMMbIX  YYPEXOEHUA  HayKW,
obpaszoBaHus,  KynbTypbl W 30paBOOXPaHEHMUs, BKNKYash COOTBETCTBEHHO  TeppuTopuanbHble  opraHbl U
NoABEJOMCTBEHHbIE Ka3eHHble ydpexaeHus, a Takke [[ocyaapCTBEHHON Kopnopaluu no aToOMHOW SHeprum "PocaTtom”,
["ocygapcTBEHHOM KOpnopaumMm Mo _KOCMUYeckon gestenbHocTu "Pockocmoc" M NoaBeAOMCTBEHHbIX MM _opraHusaumn”
(CobpaHue 3akoHogaTenbctBa Poccuiickon Pegepaumm 2014, N 42, ¢1.5753; 2019, N 30, c1.4330).

11. Mpwn BbINOMHEHNM MOrPY304HO-PA3rPy304HbIX PaboT, TPAHCMOPTUPOBKE, Pa3MEHEHNN N XPAHEHUN JOKYMEHTOB,
CMpPaBOYHO-MOMCKOBBIX CPEACTB K HUM HEOOXOAMMO PYyKOBOACTBOBATbCS NpukazoMm MuHTpyaa Poccum ot 28.10.2020 N
753H "O6 yTtBepxaeHun [NpaBun No oxpaHe Tpyga Mpu MOrpy304YHO-pasrpy3oyvHbIX paboTtax M pasmelleHun rpysos”
(3apeructpuposaH MuHioctom Poccum 15.12.2020, permctpaumoHHein N 61471), gericteytowmm go 31.12.2025.

OOwuin Bec pasmelLlaeMbiXx JOKYMEHTOB, CMpPaBO4YHO-MOUCKOBLIX CPEACTB K HUM B TeyeHune pabouyelt CMeHbl He
[OIMKeH npeBblllaTh NpeaenbHO O0NYCTUMbIE HOPMbl HArpy3ok Ans XXEHLIMH Npu NogbeMe U NepeMeLLeHnn TSKecTemn




BPYYHYIO , YTBEpXAeHHble npukazom MwuHTpyga Poccumn ot 14.09.2021 N 629H "OG6 yTBEpXaeHuu npegensHo
OONYCTUMbIX HOPM Harpy3oK AN KEeHUWWH NPy NoAbeME W NEpPEeMELLEHUUN TsKeCTel BpYYHYK" (3aperMctpvpoBaH
MwuHiocTtom Pocenn 25.11.2021, pernctpaumoHHbii N 65973), genicteytowmm go 01.03.2028.

lll. OnucaHme ycnoBum BbINONHEeHUs1 paboT
12. Hopmbl paspaboTaHbl NPUMEHUTENBHO K TUMOBLIM TEXHOMOrMYeckUM (TPYLOBbLIM) Mpoueccam U TUMOBbLIM
OpraHM3aLnOHHO-TEXHUYECKUM YCMOBUSIM Ha paboTbl (ycnyrn) apxvea, npegycMaTpuBalowLMM MUHUMarbHbIe 3aTpaThbl
BPEMEHN Ha WX BLINOSIHEHNE Npu COONIOAEHMM HeoOXOoOUMOro KayecTBa, obecneyeHve coaepXaTenlbHOCTU U
ONTUMaribHON CTENEHUM MHTEHCUBHOCTWU Tpyaa, 6esonacHocTb paboTbl M HOpManbHble YCINOBUS Tpyda, COOTBETCTBME
TPYOOBOrO npouecca COBPEMEHHOMY YPOBHIO MPUMEHSIEMOrO OOOPYAOBaHUS M TEXHOMOMMM, OpraHv3auuMn Tpyda M
ynpaeneHus.

13. HopMmbl MpuUMEHAITCA NpW BbIMOSTHEHUM NPEAYCMOTPEHHbIX [lpaBunamu  paboTt (ycryr) ¢ apXuBHbIMU
pokymeHTamm XVIII-XXI BB. Ha Gymare, MarHUTHOM NneHTe, KMHO- U (boTonneHke, oTobymare, CTekne, a Takke C
rpamnnactuHkamu, rpamopurmHanamm, CD, DVD, dnaw-kaptamu.

14. [Ins ynpaBneH4Yeckon U Hay4YHO-TEXHUYECKON LOKYMEHTALUN, JOKYMEHTOB MO SINYHOMY COCTaBy Ha GyMaXkHOM
HocuUTEene CTaHZ4apTHOW eQMHULIEN XpaHeHWs aBnsieTcs gerno obbemom 150 nuctoe hopmaTa A4 £20%, AN JOKYMEHTOB
NIMYHOTO NpoucxoxaeHust - oobemom 50 nuctoB +20%, KpynHohopMaTHOM eAMHULEN XpaHeHUst - o6bemoM Bonbie 500
nuctoB n (unn) popmata A3 1 6onee.

doTogokyMeHThl anddhepeHumnpytoTca no dopmaty HeratueBa unu ¢potooTneyaTka: pasmep 0 - 2,5 X 3,5 cwm;
pa3mep 1 -6 X 6(9) cm; pasmep 2 - 9 X 12 cm; pasmep 3 - 10 X 15 cm; pasamep 4 - 13 X 18 cm; pasmep 5 - 18 X 24 cwm; a
Takke B 3aBUCUMOCTM OT coAepXaHusi uHdopmMauun, HeoOXOAMMON [ANs BbISBIIEHUS 3MIEMEHTOB ONWCaHus,
npegycmMoTpeHHbIX nyHkToM 41.2 [Mpasun : He MeHee 50% - cogepxawme 4vacTudHyo mMHdopmauuo; meHee 50% -
copepalime MUHUManbHY MHOPMaLMIO.

15. B Hopwmbl BkntoYeHbl TOMbkO paboTbl MO BeOeHW0 OCHOBHbIX (06s3aTenbHblX) YYeTHbIX OOKYMEHTOB.
HopmupoBaHne paboT no BedeHWI0O BCMOMOraTesnbHbIX — YY4ETHbIX [JOKYMEHTOB  OCYLUECTBNSETCS  apXvMBOM
CaMOCTOATENbHO.

16. Hopwmbl ycTtaHoBneHbl ncxogd us 40-yacoBor paboyven Hegenu npu NpoaorbkuTenbHocTu paboyero aHa 8
4YacoB M Yy4YMTbIBAIOT TaKKe BPEMS Ha MOAroTOBUTENbHO-3aKMHOYMTENbHbIE, BCOMOraTernbHble paboThl U OpraHM3aumto
obcnyxmBaHust pabovero MecTta, Ha OTAbIX M NIYHbIe HagobHOCTN B pa3mepe He MeHee 30 MMHYT B TeyeHne pabouyero
OHS (6e3 yyeTa BpeMeHM Ha pernameHTUPOBaHHbIE NepPepbIBbI).

17. Tpn BbINOAHEHUN paboT (OKa3aHWM yCnyr) C  WCMONb30BaHMEM  KOMMbIOTEPHOW  TEXHUKM U
KONUpOBanbHO-MHOXUTENbHOrO 060pyaAOBaHUSA MPOOOIMKUTENBHOCTL paboyert CMeHbl AOMmKHa ObITb yCTaHoBMeHa C
Yy4eTOM MX NPOM3BOANTENBHOCTU COrNacHO TEXHUYECKOMY NacnopTy.

IV. HopmaTtuBHas 4yacTb

18. Apx1B BnpaBe MO COrfacoBaHWO C COOTBETCTBYIOLLUM YMOSTHOMOYEHHbLIM OpraHOM MCMONHUTENBbHOW Bactu B
cepe apxvMBHOrO Jena Ha OCHOBE XPOHOMETPaXKHbIX HabnwogeHun u camodoTtorpacpmm pabovero BpeMeEHU, Npu
HanM4YMM ocobbiX PAKTOPOB N YCIOBUA OESATENBHOCTU apXxmBa, B TOM YMCIE NPU UCMOMb30BaHWUN CTENNAXeN BbICOTON
bonee 2,5 MeTpoB; ABYXbSAPYCHOM W (MN) TPEXBAPYCHOM XPaHEHUM [OOKYMEHTOB, (OYHKLMOHUPOBAHUM B
NPUCNOCOBNEHHbIX 30aHNAX; XPaHEHUM 3HaYMTerNbHbIX OOBLEMOB CMeuMdUYECcKOn OOKYMEHTauuM UM OOKYMEHTOB 3a
nepuwoa go XVIll B., He nognexawux TMnM3aumm; Hann4inmm B apxmee MHAPOPMaLMOHHOM CUCTEMBI, OYHKLIMOHA KOTOPOW
nossonseT aBToMaTusmMpoBaTb paboTbl (ycryru), oTMedyeHHble B Hopmax 3Hadkom (*); nosBreHuss HeobxoammocTu B
npoBegeHun paboT (oKa3aHuM ycnyr), He NpeaycMoTpeHHbIX [paBunamu , - paspabaTbiBaTh JIOKaNbHbIE HOPMbl BPEMEHN
1 BblpaboTku. JlokanbHble HOpMbl MOTYT BbiTb Bonee geTanMaMpoBaHHLIMU, YYUTEIBATL OMbIT U YPOBEHb KBanudmkaumm
NCMNOSMHWTENEN, CIOXHOCTb paboTbl, YCNOBUS XpaHEHUs OOKYMEHTOB, MPOU3BOAUTENBHOCTL 0OOpydOBaHMA M Opyrue
hakTopbl, BAUSIOLLME HA KONMYECTBEHHbIE MOKa3aTenn HOPM. 3Ha4YeHWUst KONMYECTBEHHbLIX MoKasaTenem HOpM MOryT
ObITb HVXXE UNK BbILLE YyCTaHOBMEHHbIX Hopmamu.

19. MNprMeHeHe TUNOBbLIX OTPacneBbiX HOPM Tpyda npu paboTe ¢ My3elHbIMY NpeaMeTaM, C XpPaHSaLWUMNCS B
apxvMBe KMHOLOKYMEHTaMM OCYLLECTBMSIETCA Ha OCHOBe npukada MuHkynbTypbl Poccumn ot 30.12.2014 N 2478 "O6
YTBEDXAEHMN TUMOBbLIX OTPacneBbiXx HOPM TpyAda Ha paboTbl, BbiNONHAEMbIE B 300napkax, duinbModoHaax, My3esx u
OpYruX opraHusaumsax My3enHoro tuna"  (3apeructpupoBaH MuHucTepcTtBoMm toctmumm Poccuiickon depepauum
07.05.2015, perncrtpaumnorHsii N 37153).

MNpyMeHeHMe  TUMOBbLIX  OTpacneBblX HOPM Tpyda npu pabote C  nevyaTHbIMA  U3JaHUAMU U
CNPaBOYHO-MHOPMALMOHHBIM (POHAOM apxvMBa OCYLLECTBMSETCA Ha OCHOBe npukasda MuHKynbTypbl Poccumn ot




30.12.2014 N 2477 "O6 yTBEP)XAEHUM TUMOBbLIX OTPAcneBbIX HOPM Tpyaa Ha paboThl, BbiNonHAeMble B bubnnortekax”
(3apeructpupoBaH MuHuctepctsom roctuumm Poccuinckon depepaumm 12.05.2015, pernctpaumoHHbii N 37244).

20. HopmupoBaHme paboT C nocTtynawWwmmm U3  CUCTEM  OMEKTPOHHOro  AOKymeHToobopoTa
OpFaHI/I3aLI,I/Il7I—I/ICTOLIHVIKOB KOMMNNEKTOBaHNA 3NEKTPOHHbIMU OOKYMEHTaMn apxuB OCyLleCTBNAEeT CaMOCTOATENIbHO, C
y4eToM npoBeaeHnda npuemMa IJNEeKTPOHHbIX OOKYMEHTOB, MPOBEpPKU UX Halmndna un TexXHUYeCKOoro KOHTpOnA B
aBTOMaTUYECKOM peXuMe C NOMOLLbIO NPOrpamMmmMHO-annapaTHbIX CPEACTB.

21. ApxvB pykoBoacTByeTcss Hopmamu npy popMMpoBaHMM rogoBoro nnaHa paboTbl ¥ COCTaBMNEHUU pacyeTHOM
4acTu K HeMY, a TaKkxke Npu HeoBXoAUMOCTM onpeaeneHus LUTaTHOW YMCIIEHHOCTM pabOTHMKOB.

MpunoxeHwne

K TnoBbIM HOPMam BpeMeHU

1 BbIpaboTKM Ha paboTbl (ycnyru),
BbINOMHAeMble (OKa3blBaeMble)
rocygapCTBeHHbIMU U
MyHUUMNanbHbIMK apXmBamu,
yTBEpPXXAEHHbIM Npukasom Pocapxumea
ot 8 aBrycta 2022 roga N 111

I. Hopmupyemas yactb (A)

1. O6ecnevyeHne COXpaHHOCTU JOKYMEHTOB

N n/n | HaumeHoBaHune paboThl CopepxaHue paboThl EanHuua Hopma Hopma MpumeHeHne
n3mepeHus |BpemeHn,| BbipaboTkm | koaddumumneHTa
B Yyen.gH | Ha 1 yen.gH
1.1 KoHmponb
cobnodeHus
PeXXUMO8 XpaHeHUst
doKyMeHmos:
1.1.1 OXpaHHOro n 06xop ¢ BU3yarnbHbIM OCMOTPOM XpaHunuiue 0,04
NPOTUBONOXaPHOro XpaHunuiia (nomeLleHuns) - otTknodeHune |(nomewieHune)| (20 MuH.)
UMEHOLLIErocsl B HEM OCBELLEHMNS U
anekTpoobopyaoBaHus - 3aKpbITHE U
oneyaTbiBaHME XpaHWUnmLLa (NoMeLLeHus )
- BHECEHUE OTMETKM B PErMCTPALMOHHBIN
XypHan n/unu coctaeneHve akrta ob
0BHapY>XEHHbIX HAPYLLEHUSIX PEXUMa
1.1.2 [TemnepaTypHO-BMaXHOC [CHATUE MOKa3aHUi XpaHunuiie 0,03
THOrO KOHTPOJbHO-N3MepUTENbHBLIX NPUMOOPOB - | (NomeLeHne) [ (15 MuH.)
pervcTpauus nokasaHui B
perucTpauvoHHOM xypHane nnu b6ase
AaHHbIX (nanee - bA) -
NH(OPMUPOBaHUE CNyXObI
3KCnnyaTaumm B criyyae HapyLUeHus
pexuma
1.1.3  |caHuTapHoO-rurmeHuyeck |obxop ¢ Bu3yanobHbIM OCMOTPOM XpaHunuiue X
Oro 1 CBETOBOro XpaHunuiia (nomeLleHus) - coctaBneHue | (nomeLyeHune)
(ocywectBnseTca B akTa 06 obHapyXeHHbIX HapyLUEeHNAX
Xo4e npoBeneHnst pexuma (npu HeobxoaMMocTK)
3annaHMpoBaHHbIX
CaHUTapHbIX OHEN)




1.2 Paspabomka nnaHa onpegeneHne NpMopuTETHOCTH XpaHunuiie
(cxembl) pazmeuwseHus1 |pasmMelLieHns (POHAOB - BU3yarbHbI (nomeLueHune)
apxueHbix ¢poHdoe OCMOTp NOMELLEHUSI - U3yHEHME
0coBeHHOCTEN pacnonoXeHust ABepeW,
cTennaxHoro o6opygoBaHus, CUCTEM
Xun3HeobecneyeHus n 6e3onacHoOCTM -
COCTaBIieHME NraHa (CXembl) C y4eTOM
TpeboBaHu MpaBun
1.3 CocmaeneHue u BHeceHue 3anuncu B B[] (HanncaHve X
eedeHue KapTo4yku) Ha oHA UK cTennax no
monozpaguyecKkozo |yCTaHOBMNEHHON hOpMe - BKIOYEHNE
yKa3zamens*: KapTO4YKu B KapTOTeKy (Npu Be4eHUU
ykasaTensi B TpaguuUmMoHHON chopme) -
cucTeMaTU3aunsi KapTodek No nopsiaky
HOMepoB (DOHAOB MNK MO NOPSOKY
HOMEepOB cTennaxen B npegenax ogHoro
nomMeLLeHns (Npy BeAEHWUN yka3aTens B
TpaguUNoHHON chopme)
1.3.1 nocoHO0BOro 3anucb 80
(kapTouka)
1.3.2 nocTesnaxHoro 3anucb 50
(kapTouka)
1.4 Pa3meuweHue paccTaHOBKa NepBUYHbIX CPEACTB
doKkymMeHmoe, onucel |XpaHeHWs1 JOKYMEHTOB, ONUCEN UM
e xpaHunuuwe npu CBSI30K JOKYMEHTOB Ha CTENNaXHbIX
npuemMe Ha xpaHeHue |nNofkax B COOTBETCTBUM C NIAHOM
(cxemon) pasmeLLeHNss apXMBHbIX
doHaoB
1.41 ¢ paboyen NoBEPXHOCTH en.xp. 1080
1.4.2 cnona en.xp. 540
1.5. lNepemeweHue py4HOE UNnn € UCMONb30BaHNEM CPELCTB
doKkyMeHmoe, onuced |Manon MexaHu3auun nepemeLLeHme
eHympu apxuea: [JOKYMEHTOB, OMUCEN Ha ApYroe MecTo -
pasmeLLeHMe Ha CTeNMaxHbIX MNosikax B
COOTBETCTBMM C MraHOM (CXemon)
pa3smeLLeHns apXuBHbIX (HOHO0B
1.5.1 ¢ paboyel NoBepxHOCTU en.xp. 1080/X, roe X
- paccTosiHue,
Ha KoTopoe
Nnpou3BoaAnTC
A
nepemMeLLeHn
e (m)
1.5.2 c nona en.xp. 540/X, roe X -
paccTosiHue,
Ha KoTopoe
npousBoanTC
S
nepemMeLLeHn
e (m)
1.6. KapmoHupoeaHue nomeLleHne equHUL, XxpaHeHus B X

dokymeHmoe, onucel

CPEeACTBO NEPBUYHOIO XPaHEHUs
(kopo6Ky, nanky ¢ knanaHamu, KOHBEpT,
AYENKy MUKPOTEKM) MO NopsiaKy HOMepoB
- (hmKcaLms HomMepa apx1BHOro goHAa,
HoMepa onucy Aen, AOKYMEHTOB,
KpaliHne HoMepa eAnHUL, XPaHEHNS,
HaxofsLLMXCs B NEPBUYHOM CPEACTBE




XpaHEeHUst - MoOMELLiEHEe HeraTUBOB
hOTOAOKYMEHTOB B
CBETOHENPOHMLAEMbIA KOHBEPT UMK
KOHBEPT M3 Karnbku (gns
HPOTOAOKYMEHTOB) - pasMeLLleHne
NepBUYHOIrO CPEACTBA XpaHeHUs Ha
ctennaxe (B wkady)

OOKYMEHTOB

cpeacrtee XpaHeHudA

onucu, NepBoro 1 nocrneaHero HOMepPoB
pa3smeLLeHHbIX B KOPOOKe (marnke, CBA3KE)
eaVHUL, XpaHeHus (Mpy HeoBXoaAUMOCTH -

1.6.1 Ha BymaxxHOM HocuTene ea.xp. 450 Ons
HecbpoLutopoBaH
HbIX
OOKYMEHTOB
npumeHsieTcs
KO3 PULMNEHT
0,4,
KpynHodopMaTH
bIX - 0,5
1.6.2 [ayanoBusyanbHbIX en.xp. 350
1.6.3  |[Mukpodopm Otoke 800
(komnnekT
MUKPOGOULL)
1.7 lMepekapmoHupoeaHu |BblEMKa €4MNHWL, XPaHEHUSI U3 CTapou
e doKyMeHmos, KOpoOKM (CBA3KM, KOHBEpPTA) -
onucel: nomMeLLeHne B HOBYH KOPOOKY (KOHBEpT)
no nopsiAKky HOMepoB - chmkcaums
HOMepa apxMBHOro ooHaa, Homepa
onucy gen, AOKYMEHTOB, KpalHMX
HOMEpPOB €AUHUL, XPaHEHWUS,
HaxoasLwmuxcsa B KOpobke (KOHBepTE) -
pasmMeLleHne Kopobku (KoHBepTa) Ha
ctennaxe (B wkady)
1.71 Ha BymaxkHOM HocuTene en.xp. 300 Ons
HecbpoLutopoBaH
HbIX
[OKYMEHTOB
npuMeHsieTcs
Koo puLneHT
0,4,
KpynHodopmatH
bIX -
0,5
1.7.2  |ayanoBu3yanbHbIX en.xp. 350
1.7.3  |Mukpodopm 6rokc 700
(komnnekT
MUKpOULLY)
1.8 dopmuposaHue rpynnupoBKa Aen rno nopsaaky HOMepos - LUT. 55
cesi30k den HanncaHue sipnbika C HOMEpPOM
apxvBHoOro boHAa, Homepa onucy aern,
OOKYMEHTOB, KpalHUX HOMEPOB €ANHNL,
XpaHeHust - ynakoBka Aen B 06epTouHyto
6ymary - nepeBs3biBaHWE [en -
npuKpenneHve (BKrnagbiBaHne) sipnbika K
CBsi3Ke
1.9 Od¢hopmneHue
ApbIKa*:
1.9.1 Ha NepBUYHOM HanncaHue Ha aprblke HOMepoB hoHaa n LT 105




HOMepOB OTCYTCTBYHOLLUMX Aen U HoMepa
KOpoOkwu (nanku, cBsA3KK))

1.9.2 Ha O0MOXKY eAuHMUbl  [HaHeceHWe Ha neyaTHy opMy spribika ea.xp. 200
XpaHeHusi HoMepoB coHAa, onncK, eanHULbI
XpaHeHusi
1.10 lpocmaHoeka BbleMKa eVHWLbI XpaHEeHNs N3 KOpobku -
apxueHozo wugpa Ha |yoaneHue crtaporo wudpa (npm
06s10kKe eQUHUUbI HeobX0aAMMOCTH) - HAHECEHWE HaAMUCK
XpaHeHust unu wramna "®.N, On.N, [.N" - cBepka
doKyMeHmos: 3aronoBka eauHULblI XpaHEHWS! C ONUCHIO
- 3anosniHeHne (HaHeceHne) apxXmMBHOIo
wudpa
1.10.1 |Ha GymaxHom HocuTene en.xp. 280 Ons
KpynHodgopmatH
bIX [JOKYMEHTOB
npumeHsieTcs
KO3 pUUNEHT
0,7
1.10.2 [ayanoBuayanbHbIX, en.xp. 200 Ons
ANEKTPOHHbIX Ha (hOHOOOKYMEHTO
dranyeckm B NpYMeHsieTcst
060Cc06EeHHbIX KoachuumneHT
HocuTensx 0,5,
BMAEOA0KYMEHTO
B-0,15
1.10.3 |[mMukpodhopm Otoke 100
(komnnekT
MUKPOGOULL)
1.11 OghopmneHue pa3nuHoBKa (pa3meTka) OBroXKM - en.xp. 50
06J10)KKU eQUHUUbI HanncaHue Ha 06NoXKe Ha3BaHWUi
XpaHeHusi apxuBa, poHaa (doHpoobpasosaTens),
CTPYKTYPHOM 4YacTu, 3aronoBka eauHuLbI
XpaHeHUs1, KpaHUX AaT JOKYMEHTOB,
KOn4yecTBa NUCTOB B €AUHMLE XPaHEHNS
1.12 Haknelika sspnbika Ha |HaHeceHue kres Ha 06OPOTHYHO CTOPOHY LT, 170
nepeuYyHoe cpedcmeo |siprbika - NpUKNenBaHune sprblika Ha
XpaHeHusi 06noXKY - yaaneHue U3nuLIKoB Krnes ¢
doKyMeHmos, NMOBEPXHOCTN OOMOXKM - pasrnaxvsaHue
0610)KKy eOUHUUbI Apnbika
XpaHeHusi
1.13 Hymepayusi nucmoe e |HaHeceHne HOMEPOB NMCTOB B NMPaBOM [na LOKYMEHTOB
eduHuUUe XpaHeHUs1:  |BEPXHEM YIMy CTPaHWLbl €4MHNLbI B NJIOXON
XPpaHEeHUst UNN B MeCTe, He HapyLlaLleM dusmnyeckon
BOCNpUATME AOKYMEHTA - 3arofHeHMe no COXpPaHHOCTU
yCTaHOBNEHHON hopme npumMmeHsieTca
nucTa-3aBepuTens - ero Noaknemnka K ko3 puLmeHT
eOVHULE XpaHeHnst 0,75
1.13.1 |cTaHpapTHOWM n. 2250
1.13.2 [kpynHocbopmaTHOM Unu . 900
umetoLLle 0cO6eHHOCTH
odhopmneHus
1.13.3 [gokymeHTOB NMYHOro . 1700
NPOUCXOXAEHNS
1.13.4 |umetowen B coctase . 600

VI306pa3VITEJ'IbeIe
MaTtepuarnbl, B TOM




yucne oToanLGoMbI

1.14 lNepeHymepayusi 3a4YepKuBaHVe NMEKLLIMXCH HOMEPOB
Jsiucmoe e eQuHuye NWCTOB - HAHECEHME HOBbIX HOMEPOB
XpaHeHusi: NIMCTOB B NPaBOM BEPXHEM YTy
CTPaHULbl €AMHULIbI XPaHEHUS UK B
MeCTe, He HapyLLaloLLEeM BOCNIpUSITUE
[OKYMEHTA - 3anosfHeHue no
yCTaHOBMNEHHOW hopme
nucTa-3aBepuTens - ero Noaknenka K
eOuHNLE XpaHeHNst
1.14.1 |cTaHpapTHOWM n. 1900
1.14.2 [kpynHocbopmaTHOM Unu n. 700
UmetoLLlen 0COGEeHHOCTH
odhopmMneHus
1.14.3 |QOKYMEHTOB NTMYHOrO n. 1200
NPOUCXOXAEHNS
1.14.4 |umetowien B coctaBe . 450
n306pasunTenbHble
mMaTtepwvarbl, B TOM
yncne cotoans6ombl
1.15 lpoeepka HymMepayuu |NONUCTHbIN NPOCMOTP €ANHUL, XpaHeHUs
Jsiucmoe e eQuHUUe - BbIsIBNIEHUE U chukcauus B
XpaHeHusi nucTe-3aBepuTene OTCYTCTBYIOLLNX
(npumensieTcs, korga (MponyLUEeHHbIX) N NINTEPHBIX NNCTOB,
Mpasunamu OWMBOK B HyMepauuu, Hanm4ms
npegycMoTpeH ocobeHHocTen B ohopMeHnr (Mapok,
NOSINCTHLIN NPOCMOTP  |chboTorpadmii n 4pyrux) - NpocTaHoBKa B
[OKYMEHTOB): nucTe-3aBepuTene WwramMna
"MpoBepeHo", aTbl NPOBEPKN 1 NOANNCK
NpPOBEPSIIOLLETO
1.15.1 [cTaHpapTHOWM n. 4000 [na ookymeHTOB
1.15.2 [kpynHocbopmaTHOM unu n. 1800 [OCOBETCKOro
umetoLLen 0Co6eHHOCTH nepuoga
ochopmneHus npumeHsieTcs
1.15.3 |QOKYMEHTOB NUYHOrO n. 3000 KoapduumneHT
NPONCXOXAEHUA 0,75
1.15.4 (B anbbome ¢ n. 1000
n306pasunTenbHbLIMU
martepvanamu unm
doToaoKyMEHTaMMU
1.16 Cucmemamu3sayusi pa3smeLleHne KapTodek B npegenax LT 450
Kapmod4ek 8 KapTOTEYHOro simka (Kopobku) B
Kapmomeke, COOTBETCTBMM C YCTAHOBIEHHBIM
xpaHsawelcs Ha NPUHLIMNOM cucTeMaTnsaunm
npaeax nNoOsIUHHUKO8
1.17 Hymepauyusi kapmoyek |npoBepka npaBunbHOCTN pasMeLLeHns LT 900
e Kapmomeke, KapTouyek B npefenax KapToTe4YHOro
XpaHAWUXcs Ha silmka (kopobkm) - HaHeceHKe Ha
npaeax MoO/IUHHUKOB (KapTO4Ky NOpsiAKOBOro HOMepa B
yCTaHOBNEHHOM MecCTe
1.18 lpocmaHoeka

cnyxe6HbIX omMemok
06 omHeceHUU K
0c060 UEeHHbIM
doKyMeHmMam,




cmpaxoeomMm

KonupoeaHuu,
Hanu4uu ¢hoHOa
nosnb308aHusl,
Kamarnozau3ayuu,
paccekpeyusaHuu:
1.18.1 |Ha nepBMYHOM CBepKa BbIHECEHHbIX Ha SAPblK KOPOGKM Kopobka 300
CpeAcTBe XpaHeHus, (obnoxky gena) HoMepoB eAuHUL, (eq.xp.)
06noxKe egMHULbI XPaHEHUs1 C COOTBETCTBYHOLLIMM aKTOM -
XpaHeHusi HaHeceHue OTMETKM Ha ApnbIK (0BMOXKY)
1.18.2 |B onucu, B TOM Yucne HaHeceHue COOTBETCTBYIOLLErO WTamMna |onucarerbHa 350
BHYTPEHHEN HaMpoTMB ONMCaTENbHON CTaThk (M Ha S cTaTbs
06noxke onncy Npy ee NofHoOMm
paccekpe4mBaHuy 1 (Unn) NOSTHOM
CTPaxoBOM KOMUPOBaHMM) BO BCEX
3K3eMMspax onucu
1.19 Panbyoska yepmexeu
e cocmase
Hay4YHO-mexHu4eckol
doKkyMeHmauuu:
1.19.1 |- dopmaTta meHee A1 n. 300
1.19.2 |- dbopmata Gonee A1 n. 100
1.20 lpoeepka Hanu4us u
cocmosiHusi
dokymMeHmoe, onucel
1.20.1 [BbiBepka y4eTHbIX yCTaHOBMNEHME NOMHOTLI Y4eTHbIX onucartenbHa 1000
[OKYMEHTOB nepes [OKYMEHTOB - CBEPKA COMOCTaBUMBbIX s cTaTbA
npoBeaeHMeM NPOBEPKY |NokasaTenei
Hanmuus
1.20.2 [MpoBepka Hanuums n BblEMKa €ANHWLbI XpaHEeHUS 13 X
COCTOSIHWSI JOKYMEHTOB |NEPBUYHOIO CPeACTBa XPaHEHUsI - CBEpKa
Ha BymaKHOW OCHOBE:  [3aronoBka (3TMKeTKW) 1 Wndpa eauHULbI
XpaHeHus1 Ha obnoxke (kapTo4ke) ¢
onucaTernbHOW CTaTbeln onucu -
BM3yarbHbI OCMOTP eOUHULbI XpaHEHWS
- BO3BPAT €AVHULIbI XPaHEHUS B
nepBUYHOE CPEACTBO XPaHEHUs - CBEpKA
haKTMYECKOro Hanuuusa eauHnL,
XpaHeHUst fen ¢ UTOrOBOW 3anuchbio B
OnncK - NPOCTaBMeHre WTamMna u aathbl
NpOBEpPKU, MEPECOCTABMEHHbIE (B Cryyae
HeoOX0AMMOCTM) UTOrOBOW 3anucu B
KOHLIE BCEX IK3EMMIIAPOB OMNUCK -
odopmIieHne pe3ynbTaToB B akTe u
NMCTE NPOBEPKN HaNMYNs N COCTOSIHNSA
[OKYMEHTOB
1.20.2.1|- cbpoLopoBaHHbIX B en.xp. 300 [na LOKYMEHTOB
eaUHULY XpaHeHus [OCOBETCKOro
1.20.2.2|- HecOpoOLLIOPOBAHHBIX n. 2000 nepuoga
1.20.2.3|- ¢ NONNUCTHBLIM en.xp./ 10/1500 |npumeHsieTcs
NPOCMOTPOM n. KoachpuumneHT
0,5,

KpynHodpopmaTtH




bIX -
0,3

1.20.2.4

- KapTo4eK B KapToTeke,
XpaHALWMXcAa Ha npaBax
noaNMMHHUKOB

wT.

1100

1.20.3

MpoBepka Hanuyns
ayamoBm3ayarbHbIX
[OKYMEHTOB:

1.20.3.1

hOTOOOKYMEHTOB

BbleMKa eANHULIbI XpaHEeHNs 13 KOHBepTa
- cBepKa 1300paeHUsi C ONMCbIo (KHUrow
yyeTa 1 onMcaHus), CooTBETCTBUS
apxMBHOro wmndpa Ha HeraTuBe C
apXMBHbIM WMPOM Ha KOHBEPTE U NO
onucu (KkHWUre yyeta u onucaHus) -
BbISIBNIEHNE BUAMMbIX AedEKTOB Ha
HeraTvBe - 3anucb peKoMeHAaLMIN No
pecTaspaumnn B XXypHarn NnpoBepku
Hannyus

en.xp.

250

[nsa pasmepa "1"
n"2"
npumeHsieTcs
Koo puLmeHT
0,8; pasmepa "3"
n"4" - 0,36,
pa3mepa "5" -
0,28

1.20.3.2

hOHOLOKYMEHTOB

cBepka haKTUYeCcKoro Hanmuns
dOHOOOKYMEHTa C OMUCLIO (KHWUIoM yyeTa
1 OMmMcaHus), apxXmBHOTO Wndpa n
3arofioBka OMMCH C ONUCaHNEM Ha
3TUKETKe U LMppPOM Ha yrnakoBKke -
onpegeneHne Heo6xoaAMMOCTU 3aMeHbI
yNaKkoBKW - BbleMka hOHOOOKYMeHTa 13
YNaKoBKW - BU3yarnbHOe onpeaeneHne
ero M3n4ecKoro COCTOSIHNS - yKnagka
doHOOOKYMEHTa B YMaKOBKY,
3abaHgeponvBaHue, ynakoBka -
3anonHeHne NucTa NPoOBEPKM Hannunsa n
COCTOSIHWNS! JOKYMEHTOB MO
yCTaHOBMNEHHON hopme

en.xp.

100

1.20.4

MpoBepka Hanuyns
CTpaxoBoro goHaa u
doHAa Nornb3oBaHus:

1.20.41

- Ha MUKpodopmax

CBepka onmcK cTpaxoBoro doHaa u
doHaa nonb3oBaHus, kapToTekn doHAa
NONb30BaHMSA C NMOUCKOBBIMU AaHHBIMU
Ha Blokcax (KaTyLukax, KoHBepTax C
MuKpoduLLammn) - NpoBepka
COOTBETCTBUS MOUCKOBbIX AaHHbIX Ha
pakopAax MUKpoduUnbLMOB 1 Ha Brokcax -
COCTaBIieHMe NNCTa NPOBEPKN HanMuns
MUKPOUNBMOB (MUKPOULL) - BeAEHNE
B[l (coctaBneHune kapTodek) Ha
MUKPOUNbMbI (MUKPOMULLK), NMetoLLne
noBpeXaeHNs

pyInoH (6rokc,
KOMMnekT
MUKPOGOULL)

230

1.20.4.2

- Ha hmsmyecku
060Cc0o6neHHbIX
HoCUTENSsIX
(3nekTpoHHoro poHaa
MornbL30BaHWs)

npoBepka NPaBUNbLHOCTY BEAEHWUS KHUMM
yyeTa HocuTenei an1eKTPoHHOro dhoHaa
NOMb30BaHMWs - CBEPKA KHUMM ydyeTa
HOCUTENeNn aNeKTPOHHOro hoHAa
MOMb30BaHUS C NMOVUCKOBLIMU AaHHLIMY
3NEKTPOHHbIX KOMWI, 3anMcaHHbIX Ha
punsmnyeckn 060CoGNEHHBIX HOCUTENSX -
cocTaBneHue nucTa NPoBepKN Hanuuus
pun3mnyeckm 060coGeHHbIX HocuTene -
BbISIBNIEHMe HocuTenen, TpebytoLmnx
nepesaniucu

efl. Hocutena

150

1.20.5

MpoBepka Hanuuns
onucen

CBepka 3arosioBka 1 wmdpa onucy Ha
obnoxke (KapTodke) C peecTpoM onucei
- BO3BpaT ONncu B KOPOOKY (KapTOTEYHbIN

3K3. onuncu

200




9|LL|,VIK) - NpocTaBlieHne OTMETKN B
peecTpe onuncen o HanMunm
9K3eMnnAapoB onnucu

1.21

OueHka (npoeepka)
¢husuveckoz20 u
mexHuU4YecKo20
cocmosiHusi
doKyMeHmos npu
npueme, 8 npouyecce
XpaHeHus1, nocne
¢busuKko-xumu4yeckol u
mexHuYeckol
obpabomku, e yensx
npusHaHus
dokyMeHmos 8
HeydoeJsiemeopumerb
HOM ¢bu3su4yecKom
cocmosiHuu:

NOEANHWNYHBIA NPOCMOTP e4UHNL,
XPaHEHUS! - COCTaBIEHNE 3aKMIOYEHUS O
HeobXxoAMMOCTM NPOBeAEHUS
06paboTku/aKkcnepTHOE 3aKmnyeHne o
Npu3HaHUM JOKYMEHTa HaxoAsLeMcs B
Hey[0BNeTBOPUTENIbHOM COCTOSIHUM -
ogopmMIieHre 3akas3a Ha obpaboTky
[OKYMEHTOB

1.21.1

- Ha BymaxxHOM
HocuTene ¢
NPUMEHEHNEM eaNHON
OYKBEHHO-LIMGPOBONA
nHaekcauum

eq.xp.

32

1.21.2

- OTOOOKYMEHTOB

ea.xp.

70

[na 4OKYMEHTOB
pa3mepom Gonee
1 npymeHsieTca
KO3 PULMNEHT
0,65

1.21.3

- )OHOOKYMEHTOB

Yac 3By4YaHUA

1.21.4

- BUAEO40KYMEHTOB

en.xp./
Yyac
BOCTpPOU3-
BedeHus

8/
2,5

1.21.5

- QEKTPOHHbIX
[OKYMEHTOB Ha
dumandeckn
000CO6NEHHbIX
HocuUTensx

ef. Hocutena

30

1.21.6

- MMKpPOdopMm

pynoH/
6rokc/
KOMMneKT
MUKpoULL

30
550

Mpn npneme
MUKpPOOULL
npuMeHsieTcs
Koo puLmneHT
0,5

1.22

BedeHue yyema
gusu4ecKoz0
COoCMOosiHUSI
doKyMeHmos:

3anonHeHNe KapTOYKM YCTaHOBIEHHOW
dhopmbl (BHECEHWE 3anNUCK B KHUTY UMK
B[) - BkNOYEHNE KAPTOUKM B KAPTOTEKY
(Npn BEAEHUN KAPTOTEKN B
TpaguuunoHHon copme) -
cucTeMaTnsaumsi KapTodek no nopsaky
HoMepoB oHAO0B (MpU BEAEHUN
KapTOTEKU B TPAQULMOHHOW dhopMe)

1.221

- Ha OymaxHOM
HocuTene

3anucb
(kapTouka)

50

1.22.2

- OTOOOKYMEHTOB

en.xp.

85

1.22.3

- OHOOOKYMEHTOB

3annchb
(kapTouka)

75




1.22.4 |- aneKkTpOHHbIX Ha 3anncb 110
dunsunyeckm (kapTouka)
060Cc0o6neHHbIX
HoCUTENsX
1.22.5 |- mukpodopm 3anncb 60
(kapTouka)
1.23 TexHu4eckul
KOHMPOJIb:
1.23.1 [chboHOOOKYMEHTOB: NoOeaUHUYHbIN BU3yaribHbI OCMOTP X
hOHOOOKYMEHTA - BbISIBNIEHNE
r3n4ecKMx NOBPEXOEHUN - HAaNUcaHne
3aKM4YeHNst 0 HEOBXOOUMOCTM N CPOKaxX
nposegeHus
KOHCepBaLMOHHO-NPOMNaKTUYeCKNX
MEPOMNPUATUI 1 CPOKax CNeayoLLero
KOHTpOns
1.23.1.1{- ¢ npocnyLwmBaHnem Ha Yyac 3ByYaHus 4
3BYKOBOCMPOW3BOASALLEN
annapaTtype
1.23.1.2|- 6e3 npocnyLumBaHus en.xp. 40
Ha
3BYKOBOCMNPOU3BOASILLEN
annapaType
1.23.2 |cTpaxoBoro goHaa u X
doHAa Nonb3oBaHMS:
1.23.2.1{c ucnonb3oBaHnem BM3yarbHbIN (MK C UCNONb30BaHNEM Kagp 10000

KOHTPONbHOM
annapaTypbl

COOTBETCTBYHOLLMX NPNBGOPOB) OCMOTP
COCTOSIHWS YNaKOBKN MUKPOHOPMBbI
(pynoHa, 6rokcbl, MUKpOdULLIM),
COOTBETCTBUSI MapKMPOBKW Ha pakopaax,
ynakoBke (3TukeTkax, bopTax, BepxHeWn
KpbiLLKe KOPOBKN) 1 AaHHBIX B aKTe
TEXHUYECKOrOo COCTOSIHUSI U OMUCH
cTpaxoBoro choHAa - NpoBepka Hanuums
3aLMTHBIX U CTAHAAPTHBIX PAKOPAOB,
wara nepdopaumu, Hymepauum nNnaHos,
ANVHBI €ANHULIBI XPaHEHUS!, KayecTBa
CKIeeK, TEXHUYECKOro COCTOSAHNSA
nepdopaLmMoHHOro psaa (HagKkonsl,
Ha[CeuKm, BLICTPUIN U Apyrue), KayecTsa
cdhoTorpacuyeckoro n3obpaxeHus,
CTabunbHOCTM TpUaLeTaTHON OCHOBBI
NMAEHKN, COCTOAHUSA 3MYNbCUOHHOIO Cos
(Hanuuue yapanvH, conpoB, OTNEYaTKoB
nanbLeB, NTOKanbHbIX NMOBPEXAEHWUI),
COCTOSIHNS! OCHOBbI (Hanuyve LapanuH,
pasnuyHbIX Kanesb, pasBogoB.) -
onucaHue BbISIBIEHHbIX AedeKToB
cornacHo "Knaccudukaumy 0CHOBHbIX
nedekToB pmnbMoBbLIX MaTEpPUAanoB 1
MukpodopM" - NpoBegeHne
HeobXxoaMMOoN py4YHON pecTaBpauun
(ymaneHune macnsiHbIX NATEH,
obecnbinBaHne, PeMOHT
nepdopaLMoHHOro paaa, ykpenneHvue
CKIeeK v apyrue.) - HaMoTka npoLleaLune
KOHTPOIb CTPaxoBbIX KONWUIA Ha
CepAEYHMK - yKrnagka B MeTannmnyeckyo
WKW NnacTUKOBYO KOPOBKY - NpoBepka
COOTBETCTBMSA AaHHbIX Ha 3TUKETKE
YMaKOBKW - COCTaBMNeHne akTa
TEXHUYECKOro COCTOSAHUS - COCTaBMeHne




KapTouyeK fedeKkToB

1.23.2.2|6e3 ncnonb3oBaHus NOeaUHUYHbIN BU3yaribHbI OCMOTP Kagp 10250
KOHTPOIbHOM MUKpPOOpPMbI (pyrnoHa, BLoKchl,
annapaTypbl MUKpPOULLIN) - BbISIBNEHNE (DU3NYECKUX
NOBPEXAEHWUI - HaNMCcaHWe 3akmNioYeHUs
0 He0BXOAMMOCTU 1 CpoKax NPOBEAEHUSI
KOHCepPBAaLMOHHO-NPO(UNAKTUYECKMX
MepOonpUSATUA U CPOKax CreayrLero
KOHTpOns
1.24 One4YamsbigaHue npocTaBneHune Ha nucTte Gymaru Kopobka 120
KOpOob6OK ¢ (6ymakHOM NeHTe) gaThl oneyaTbiBaHUS,
Manoucnonb3yeMbIMU |MOANNCK UCMONMHUTENS - HAKNeMBaHWe
¢hoHOamu, Oymaru (bymaxkHOM NeHTbI) Ha KOpoobKy
npowedwumu
npoeepkKy Hanu4usi
1.25 CocmaeneHue u npeaBapuTernbHOE cornacoBaHue ¢ en.xp./ 100/
oghopmIieHUe 3asi8KU  |cnonHUTENnem odobema 1 coctaea et 15000
(3aka3a) Ha [JOKYMEHTOB Ha 06paboTKy - 3anonHeHne
npoeedeHue 6raHka 3asBkM (3aka3a) B He0OXxo4MMoMm
¢bu3uko-xumu4eckol u|KOnM4ecTBEe 3K3EMMIISIPOB - BU3MPOBaHWE
mexHu4yeckou GnaHka 3asBKM (3aka3sa)
obpabomku
1.26 lMpuem 0oKymMeHmMo8 |MOeAUHUYHBIV NPUEM eAUHUL, XpaHEeHUs -
nocne BbIGOpPOYHAs MMM CnoLiHas NpoBepKa nx
¢pusuKko-xumuyeckol u|pran4eckoro n/mnm TEXHNYECKOro
mexHu4eckol COCTOSIHWA - pa3MeLLeHne Ha MecTa
ob6pabomku: XpaHeHUst - NpocTaBneHne
COOTBETCTBYHLLMX OTMETOK B YYETHbIX
[OKYMeHTax U kHure Bbigaum (B[)
1.26.1 |c BbIGOPOYHBIM ea.xp. 75
NPOCMOTPOM
1.26.2 |c nonucTHbIM en.xp./n. 30/1500
NPOCMOTPOM
1.27 Bbidaya/eo3epam
MoONUHHUKO8
dokymeHmoe, ¢ghoHOa
nosnb308aHusi, onuceu
(Hopma BpeMeHu
yCTaHOBMNEHA Ncxoas un3
BbICOTbI CTENNaXen, He
TpebytoLen
[OMOMNHUTENbHBIX
CPEeACTB BbIEMKM U
noaKnaaky JOKYMEHTOB,
W pPacCcTOsiHNSA NX
[OCTaBKM K MecTam
Bbla4n U XpaHeHUs He
npesbiwatoLero 200
MeTpoB)
1.27.1 |Bbligava/Bo3Bpat 03HaKOMIeHne C 3aka3om (TpeboBaHVeEM) X
[OKYMEHTOB U3 Ha Bblgayy JOKYMEHTOB Ha npegmeT
apXMBOXpaHWUNMLLA*: OorpaHuYeHust 4oCcTyna, HanuMuus oHaa

NoNb30BaHWSA - perncTpauus 3akasa B
kHure Bblgaun (B) - ytouHeHne mect
XpaHeHUst eAVHUL, XpaHeHNst no
Tonorpadu4eckomy ykasartenio (B criyvyae
HeobxoAMMOCTK) - 3anofHeHne KapT
3amecTuTenew - BbleMKa 3aKa3aHHbIX
edVHWL, XpaHeHWs 13 NepPBUYHBIX
CPeACTB XpaHeHus - NpoBepka
COOTBETCTBUSA LWndpa 1 3aronoska Ha




06noXKe eaUHULLBI XpaHEHUS U B 3aKase
(TpeboBaHun) - BU3yanbHas oLeHka
(h13nYECKOro CoCTosIHMS - ochopMreHne
1 nogknelka nucta nucrnonb3oBaHus (Npu
HeobXoaAMMOCTH) - NnepemMeLleHne 4o
COOTBETCTBYHLLENO CTPYKTYPHOTO
noapasaeneHns - noryyYeHne Noanucu
3aKasymKa 3a Kaxaylo eauHULY XpaHeHus
B KHUre Bblaauv unmv 3akase
(TpeboBaHun) - Bo3BpaT oTpaboTaHHbIX
e4VHUL, XpaHeHMs1 Ha MecTa XpaHeHus -
npoBepkKa 3anofIHEHUS NINCTOB
MCMonb30BaHust - NpoBepka PU3N4eCKOro
COCTOSIHWA J€en - BbleMKa
KapT-3aMecTuUTenen 1 pasmMeLleHne nx B
NepBUYHbIE CPECTBA XPaHEHUS -
perncTpauus npvema Bo3BpaLleHHbIX
eaVHUL, XpaHeHus1 B kHure Bblgaun (BL)

1.27.1.1{- Ha BymaxxHOM en.xp. 100 [nsa nokymeHTOB
HocuTene [OCOBETCKOro
nepvoga,
[OKYMEHTOB
TINYHOTO
NPOVCXOXAEHNS
npuMeHsieTcs
KoadppmumneHT
0,8,
KpynHodopmaTtH
biX - 0,65
1.27.1.2|- oHOAOKYMEHTOB en.xp. 100
1.27.1.3|- dpoTogokymeHTOB en.xp. 120
1.27.2 |Bblgava/Bosspat oHaa
Nonb30BaHNS™:
1.27.2.1|aHanorosoro 03HaKoMIeHue ¢ 3aka3om (TpeboBaHmeMm) | pyrnoH (6Hokc, 150
Ha Bblgayy MMKpodopMm - perucTpaums KOMMneKT
3akasa B kHure Bblgaum (b[) - MUKPOGULL)
3anonHeHne 1 pasmeLleHne kapT
3amecTmTenen - BbleMka 3aka3aHHbIX
MUKPOPOpM - BU3yanbHas OLieHkKa
dm3nyeckoro coctTosiHWA - opopmneHne
1 BKNagbiBaHne NvucTa Ucnornb30BaHns
(Npy HeobxoouMOCTK) - NepemMeLLeHne
[0 YnTanbHoro 3ana - nony4yeHve
noanucy 3a Kaxayo Mukpodopmy B
KHUre Bbl4aym unu 3akase (TpebosaHun) -
nepemMeLlleHme oTpaboTaHHbIX
MWUKPOOpM [0 MecTa XpaHeHus -
npoBepka 3anofIHEHUs NNCTOB
MCMonb30BaHuUs - NpoBepka PU3N4eckoro
COCTOSIHNS MMKPOOOPM - BbleMKa
KapT-3amecTuTenewn u pasmeLleHne nx B
nepBUYHbIE CPeACTBa XPaHeHUs -
perncTpaums npvema Bo3BpaLleHHbIX
MuKkpodopM B KHure Bbigaym (B)
1.27.2.2|aneKkTpoHHOro (Ha ef. HocuTens 100
dunanyeckm
060c0o6neHHbIX
HocuTensx)
1.27.3 |Bblgava/sosspaTt 03HaKoOMMeHuWe ¢ 3aka3oM (TpeboBaHvem) en. 170
onucen - perucTpaums 3akasa B KHUre Bblgauu -

3anoJiHeHne KapT 3amecTuTenem -
BbleMKa 3aKa3aHHbIX Onucen 13




NepBUYHbIX CPEeACTB XpaHeHus! -
npoBepka COOTBETCTBUS LMpa U
3arofioBka Ha 0BIIoXKKe OMNUCK 1 B 3akase
(TpeboBaHum) - NnepemMeLLieHre 4o MecTa
HaxoXOeHUs 3aKa3uuka - nonyyeHue
MOANMCM 3aKa3uuka 3a KaxayH Onuch B
KHWre Bblaayun onuceil - nepeMeLleHme
0TpaboTaHHbIX ONucel fo MecTa
XpaHeHusi - BbieMKa KapT-3aMecTUTenen
N pa3MeLLieHne UX B NepBUYHbIe
cpefcTBa XpaHeHust - peructpaums
npvemMa Bo3BpaLLeHHbIX ONUCEN B KHUre
BblOauu

1.27.4 |OdopmneHue akta o odopMIeH1e akTa o Bbligaye BO nosmuusa akta 24
BblJaye BO BpEMEHHOE [BpeMeHHOe MNonb30BaHue no
nornb3oBaHne yCTaHOBMNEeHHoW hopme
1.27.5 |BbiBEpka KHUI BblAAYM  |MOCTPaHWYHBIA NPOCMOTP OAWH pas B 3anucb 650
[OOKYMEHTOB™ KBapTan He3akoH4YeHHbIX kHur (B[)
Bbl4a4u JOKYMEHTOB U3 XpaHunuwia -
BbISIBNEHNE ef. XpaHeHUs ¢
MPOCPOYEHHBLIMM CPOKaMu BO3BpaTa -
NPUHATUE Mep MO BO3BpaTy Uin
ocylecTBreHve nepeodopmMneHns
BblJayu B criyyae hakTUyeckoro
OTCYTCTBUS €fl. XPaHeHWsl Ha mecTe
XpaHeHusi
1.28 Pa6boma c oco6o
UEeHHbIMU
dokymMeHmamu
1.28.1 |BbisiBNeHune ocobo CoCTaBneHne nepeyHsa ooHAoB,
LIEHHbIX N YHUKambHbIX  [NpeanofioXunTensHO cogepxalumx ocobo
[OKYMEHTOB: LieHHble JOKYMEHTbI - N3y4YeHne NCTopum
doHaa n oHaoobpasosaTtens,
Hay4YHO-CMpaBOYHOro annaparta (ganee -
HCA) kK BOKyMEHTaM - MONUCTHbIN
BM3yasbHbIi MPOCMOTP ONUCEN Unn
AOKYMEHTOB (aHHOTauui ¢
0OHOBPEMEHHbBIM MPOCMOTPOM
doTOHeraTnBoB) - onpeaeneHve
LlEHHOCTM JOKYMEHTOB Ha OCHOBaHWK
COOTBETCTBYIOLLUX KPUTEPUEB -
NoAroToBKa NpeasioxeHuin ob oTHeCceHUn
[OKYMEHTOB K 0C060 LIEHHBIM UMK
YHUKanbHbIM 4715 pacCMOTPEHWS
3KCMEepPTHO-NPOBEPOYHON KOMMUCCUM
(nanee - 3MK)
1.28.1.1|- no onucam onvcaTenbHa 550 Ons onucen
A cTaThs AOKYMEHTOB
FINYHOrO
NPOVCXOXAEHNSA
[OCOBETCKOro
nepvoga
npumeHseTcs
KoadppmumneHT
0,6
1.28.1.2{- no gokymeHTam Ha n. 800 Ons pen
OymaxkHOM HocuTene [10COBETCKOro
nepuoga
npuMeHsieTcs
KO PULMEHT
0,5, BoKyMeHTOB
FINYHOrO

nponcxoxaeHusa -




0,8
1.28.1.3(- no cboTogokymeHTam ea.xp. 250 [ns gokymeHTOB
pa3mepom bornee
2 npumeHsieTcsa
KO PULMEHT
0,5
1.28.1.4{- no boHOAOKYMeHTaM, X
BMAEOA0KYMEHTAM
- C MpocnyLBaHMem yac 3By4YaHus 2
(wocmoTTIOM) Ha
BOCNPOU3BOASILLEN
annapaType
1.28.2 |CocTaBneHue onvcu Ha |cpopmmpoBaHme onncy ocobo LieHHbIX X
ocobo LieHHble aena, Oen, HOKYMEHTOB - ohopMIIEHME ONncK
OOKYMEHTbI:* Nno yCTaHOBMEeHHoW opme -
coCTaBneHue TUTYNbHOro NncTa,
MTOroBOW 3anMcu - HymepaLms NMCToB
onucu - CoCcTaBreHWe NUcTa-3aBepuTenst
1.28.2.1|- Ha BymaxxHOM onucartenbHa 60
Hocutene 51 cTaThs
1.28.2.2{- doHOQOKYMEHTbI onucartenbHa 35
51 cTaThbA
1.28.2.3|- doTOAOKYMEHTHI onucaTenbHa 100
s cTaThbA
1.28.2.4(- BaeogokymeHTbl onucaTenbHa 150
s cTaTbA
1.28.3 |[CocTtaBnenue nucta npoBoANTCA cornacHo [1pasunam OOKYMEHT
yyeTa u onncaHusi opraHvsauuun xpaHeHus,
YHUKarnbHOrO OKYMEHTa [KOMMIEeKTOBaHWS, y4eTa u
UCMONb30BaHUSA JOKYMEHTOB APXMBHOIO
doHaa Poccunckon ®enepaumm n opyrux
APXMBHbIX JOKYMEHTOB B
rOCY4apCTBEHHbIX Y MyHULIMNANBHbIX
apxuBax, My3esx, bubnuorekax, Hay4YHbix
opraHusaumax 1_,

1 Mpukas PocapxmBa ot 02.03.2020 N 24 "O6 ytBepxaeHuu [NpaBun opraHusaumm XpaHeHWsl, KOMMMEKTOBaHUA, ydYeTa U

MCNONb30BaHUsA OOKYMEHTOB ApxuBHOro doHaa Poccurickon Pefepaumnun n Opyrmx apxmMBHbIX OOKYMEHTOB B rOCYAAPCTBEHHbLIX U

MYHUUMNANbHbLIX _apXxuBax, My3esx W OubnuoTekax, Hay4HblX opraHusaumnsax” (3apeFVICTpVIpOBaH MwuHKucTepcTBOM tOCTULINN

Poccuickon ®epepaumnn 20.05.2020, pernctpaumoHHbin N 58396).

1.29 lMepedaya
cmpaxoeoz2o ¢poHOa
Ha cneyuasnbHoe
XpaHeHue

AocTaBka MUKpOOpM CTPaxoBoro 20000
doHaa 13 xpaHunuwa Ha paboyee MecTo
- CcBepKa onncu cTpaxoBoro hoHaa ¢
MOWCKOBBIMWU AaHHBIMW Ha cpeacTBax
NepBUYHOrO XpaHeHus - MpoBepka
COOTBETCTBUS MONCKOBbLIX AaHHbIX Ha
pakopAax MneHkn n Ha brokcax -
NMoAroToBKa nakeTa JOKYMEHTOB,
npeaycMoTpeHHbIX [paBunamu -
MapK1MpoBKa TPaHCNOPTHON Tapbl -
nomMeLleHne MMkpodopm B
TPaHCMOPTHYIO Tapy - nepeaaya no
HaknagHoW opraHn3aunm-nepeBo3vmnKy

Kanp




1.30 Co3daHue
3/71eKMPOHHO20 ¢hoHOa
nonb3oeaHusi e
PYYHOM pexume:
1.30.1 [Ha ookyMeHTbl Ha pacnpasneHue NMCTOB U NoasioxKa nog Onsa
OyMaxxHOM HocuTene:  [HUx Benbix NMCTOB (Npy HEOBXOAMMOCTH) KpynHodopmaTH
- ouMdpoBKa - MapKMpOBKa NOyYEeHHbIX bIX JJOKYMEHTOB
daninos - pa3meLLeHne B npuMmeHsieTca
NHMOPMALIMOHHYIO CUCTEMY apxvBa KoadppmumneHt
0,75, noKyMeHTOB
B M10XON
buramnyeckon
COXpPaHHOCTH -
0,4
1.30.1.1|- TekcTOBBIE (C n.z 800
pa3pelueHnem 300/600
dpi TIFF)
206pa3, ckaH nucta 6e3 obopoTa.
1.30.1.2|- kapTorpadunyeckas, n.z 300
KOHCTpYKTOpCKas
OOKYyMEeHTaums,
n3obpasunTtenbHble
mMaTepumansl (c
paspeLueHmem 600 dpi
TIFF)
206pa3, ckaH nucta 6e3 obopoTa.
1.30.2 |Ha dpoHOAOKYMEHTHI (B |NONyYeHNe 1 BU3yarbHbI OCMOTP Yyac 3By4aHus 4 Onsa rpamsanvcu
dopmare WAV, 96 k' |hoTOOOKYMEHTA - BbISIBNEHME npumeHsieTcs
n 24 6ur) hr3nYeCKMX NOBPEXOAEHUN - MPOMbIBKA KoadppmumneHT
POHO4OKYMEHTA rpam3anucu (nepemoTka 0,75,
hOHOOOKYMEHTA HA MarHUTHOW FeHTE) - ANEKTPOHHbIX
ouundpoBKa - co3gaHne MeTa-AaHHbIX Ha (POHOOKYMEHTOB
ouUMdPOBaHHbIN (POHOAOKYMEHT Ha
060c0o0neHHbIX
Hocutensx - 1,5
1.30.3 |Ha poTOAOKYMEHTHI (C  |NONyYeHUe 1 BU3yanbHbIA OCMOTP en. yyeta 240
paspeLueHnem HeraTvBa hOTOAOKYMEHTA - OLMcppoBKa -
2400/3200 dpi TIFF) co3faHune MeTa-AaHHbIX Ha
ouundpoBaHHbIN POTOAOKYMEHT
1.31 CmpaxoeaHue ornpegeneHne KaTeropun LeHHOCTH no3numa akta 10
dokymMeHmoe [JOKYMEHTA 1 BEMUYMHbLI €0 CTPaxoBOW

OLIEHKM B COOTBETCTBMU C OTPacrneBbIMU
MeToan4Yecknmun paspaboTkamu -
odopMIIEHME aKTa CTPaxoBOW OLEHKU Mo
yCTaHOBMNEHHOW hopme




2. BepeHue y4yeTa apXUBHbIX OKYMEHTOB

N n/n PaboTbl CogaepxaHue paboTbl EnovHuua Hopma Hopma MpumeHeHne
n3MepeHuss (BpemeHu,| BbipaboTkn | koacpdumumeHTa
B Yen.gH | Ha 1 yen.gH
2.1 CocmaeJsieHue YTOYHEHME MoKa3aTenen rno y4eTHbIM X
(¢popmupoeaHue) JOKYMEHTaM - 3anornHeHve rpad -
OCHOBHbIX NoALUMBKA aKTOB - COCTaBMNeHne
(o6s13amenbHbIX) NOSICHUTENBHOW 3anmncKkX no
y4YemHsbix yCTaHOBNEeHHOW dopme (AN nacnopra
JOKyMeHmoes: apxvBa)
2.1.1 nacriopta apxvea*: X
2.1.1.1 |- kOMNneKTyoLwerocs OOKYMEHT 15
2.1.1.2 |- HekoMNnekTyloLerocs OOKYMEHT 12
21.2 nacnopTta X
apxuBoxpaHunuwa*:
2.1.2.1 |- kOMNnekTyoLerocs OOKYMeHT 5
2.1.2.2 |- HeKOMMMeKTytoLLerocs OOKYMeHT 3
2.1.2.3 |- MukpochoTOoKONUIA OOKYMEHT 4
21.3 |dopmbl "CBeageHnst 06 3annch 22
M3MEHEHUSAX B COCTaBe
n obbeme poHaa™
214 aena cdoHaa doHa 12
2.1.5 |nucta dhoHaa doHa 6
2.1.6 KapTo4ku choHaa doHa 6
2.1.7 |nucTa yyeTa ea.xp. 6
ayanoBu3yarnbHOro (ea. yyeta)
OOKyMeHTa
2.2 BedeHue OCHOBHbIX |BHeCeHWe HeobXxoaMMbIX CBEOEeHUIN n/unu X
(06s513amesibHbIX) N3MEHEHU B yYETHYH AOKYMEHTALMIO Ha
y4YemHbix OCHOBaHMWN COOTBETCTBYIOLLUX aKTOB
OOKyMeHmoes:
2.2.1 KHWUIMM yyeTa X
NnocTynneHnn
OOKYMEHTOB:
2.2.1.1 |- Ha BymaxkHOWN OCHOBE 3annch 35
2.2.1.2 |- HdOTOOOKYMEHTOB 3anucb 25
2.2.1.3 |- bOHOOOKYMEHTOB 3anucb 33
2.2.2 cnucka ¢poHaoB 3anvcb 70
2.2.3 peecTtpa onucen gen, 3anvcb 50
OOKYMEHTOB
224 VMHBEHTAPHOW KHUTK 3anucb 20

yyeTa gen, uMmeroLmx B




0ohopMIEHUN UNn B
NPUMOXEHNMN K HAM
AparoueHHble MeTannbl
N KaMHK

2.2.5 |cnucka poHOoB, 3anncb 50
cogepxalumx ocobo
LieHHble U YHUKanbHbIe
OOKYMEHTbI
2.2.6 |peecTpa onucen ocobo 3anucb 40
LieHHbIX gen,
OOKYMEHTOB
2.2.7 Aena cdoHaa OOKYMeHT 24
2.2.8 |nucta doHaa 3anncb 20
2.2.9 onucen gen, 3anvcb 32
AOKYMEHTOB
2.3 OdpopmrieHue akmoe |CoCTaBneHue Mo YCTAaHOBIEHHOM hopMe  |Mo3nums akTa 24
Mo umozam pabomel ¢ |aKTOB: NpYeMa-nepeayn apxmBHbIX
doKkyMeHmamu AOKYMEHTOB Ha XpaHeHune; 06 OTHeCeHUn
K 0cO60 LieHHbIM JOKYMEHTaM; O
paccekpe4mBaHuK; N3bATUN NOAMNHHBIX
eaVHWL, XpaHeHWs, apXUBHbIX
[OKYMEHTOB; TEXHUYECKMNX OLINOKax B
YyYeTHbIX AOKYMEHTaxX; pasgeneHnu,
obbeauHeHnn gen (eanHNUL, XpaHeHns
(eavHny yyeTa); BKNOYEHUN B AENO0
HOBbIX apPXMBHbIX JOKYMEHTOB; 06 yTpare
APXMBHbIX JOKYMEHTOB; O HEMCNpPaBUMbIX
NOBPEXAEHUSX JOKYMEHTOB; 06
oBHapyXeHUn JOKYMEHTOB, He
OTHOCSILLIMXCSH K AaHHOMY DOHAY, apXumBY,
HEeYyYTEHHbIX 1 ApYruX; Bo3BpaTa
OOKYMEHTOB COOCTBEHHUKY Unn
BNajenbLy apXMBHbIX AOKYMEHTOB, O
BbIAENEHNN K YHUHTOXEHWNIO apXUBHBIX
AOKYMEHTOB, He NOoAexallnx XpaHeHuo
24 Yyem
paccekpe4eHHbIX
OOKyMeHmos
241 MpocTaHoBKa OTMETOK O [BHECEHME HEOBXOAMMbBIX U3MEHEHWI B
paccekpeymBaHun/ YYETHYIO AOKYMEHTaLMI0 Ha OCHOBaHUN
3aceKkpeuvBaHuM B aKTOB O paccekpevnBaHun
YYETHbIX AOKYMEHTaX:
2.4.1.1 |- peecTtpe onucen, gene 3annch 40
¢doHaa, nucTe poHaa
2.4.1.2 |- obnoxke 1 TUTYNLHOM 9K3. onucum 150
nmcTe onucu
2.4.1.3 |- nucte-3aBepurtene ea.xp. 300
€AVHWLbI XpaHeH s
242 CocTtaBrneHne HoBOM odhopMIeHMe ON1CK No YCTaHOBMNEHHOW | onucaTernbHa 85
onvcuy npu ee dopme - cocTaBrneHne TUTYNLHOTO McTa | 9 cTaTbs

4YaCTU4YHOM
paccekpevynBaHun

CO CMMCKOM NepenmMeHOBaH1N
hoHpoo6pasoBaTens, ornaBneHust
(copepkaHus) - UITOroBOW 3anuncy -
HyMepauus fMCTOB ONUCK - COCTaBReHne
nucTa-3aBepuTens




2.5

Y4yem cmpaxoeozo
¢ghoHOa u ¢hoHOa

nonb3oeaHus
JOKyMeHmoe
2.5.1. |BeneHwue kHWr yyeTa BHeceHne HeobxoaMMmbIX cBegeHUn u/unm 3anvcb 35
nocTynneHun N3MEHEHWUIA B YYETHYIO JJOKYMEHTaUMIO Ha
CTpaxoBoro oHaa u OCHOBaHMW 3aKa30B Ha U3rOTOBIEHWE
doHAa NonNb3oBaHWA CTPaxoBbIX KOMWUI N aKToB
OOKYMEHTOB npuema-nepegaym - CoctTaBneHue
MTOroBOW 3anvcu
252 CocraBneHue onuncu 3anonHeHue rpad onucum no X
CTpaxoBoro oHaa YCTaHOBMNEHHON hopMe - NpoBepKa
AOKYMEHTOB: KONnyecTBa KagpoB B PyJiOHe
(konmMyecTBa MUKpOULL) - CBEPKA C
KHUron yyeTa NOCTyNneHumn -
COCTaBfieHMe UTOrOBOW 3anuncu
2.5.21 |- Ha BymaxHoMm Kagp 13000
HocuTene
2.5.2.2 |- hOoTOOOKYMEHTOB ea.xp. 100
2.5.2.3 |- bOHOOOKYMEHTOB en.yu. 150
2.5.2.4 |- BUOEOOOKYMEHTOB ea.yy. 50
253 BepneHne kHurv yyeta  |3anonHeHue rpad kHuru (nonen B) no 3anncb 100
HocuTenen yCTaHOBMNEHHOWN hopMe - CBepKa C KHUron
3MeKTPOHHOro hoHAa  |ydeTa MoCTYNSIEeHNI - cocTaBneHne
Nnonb30BaHus UTOroBOW 3anvcu
2.6 BedeHue
asmomMamu3upoeaHHO
20 yyema
doKymMeHmos 8
npoe2pamMmMHOM
KoMriiekce
"ApxueHbiii poHA"
2.6.1 3anonHeHue nonen BHECEHME COOTBETCTBYIOLLMX PEKBU3UTOB X
pasgenoB (kapToyek):  |M MHopMaLMM Ha OCHOBAHWUM YYETHbIX
AOKYMEHTOB apxusa
2.6.1.1 |- "®oHg" (1-3 akpaHbl) 3anuch 4
2.6.1.2 |- "Onucb" 3anncb 8
2.6.1.3 |- "EovHuua xpaHeHus" 3anuncb 65 Ona
Hay4HO-TexXHu4ec
KoW
[OKyMeHTaumn
npumeHsieTcs
KoadppmumneHT
0,5
26.2 3anonHeHune BHECEHME COOTBETCTBYIOLLMX PEKBU3UTOB X
oTAEenNbHbIX Nonew 1 MHpOPMALMN HA OCHOBAHUMN Y4ETHbIX
pasfenos: AOKYMEHTOB apxusa
2.6.21 |- "Bubnuorpadus” 3anucb 48
2.6.2.2 |- "MNepenmeHoBaHne 3anucb 53
¢oHaa"
2.6.2.3 |- "buorpaduyeckas 3anncb 80




cnpaska"

26.24

- "®oHpoBbIE
BKItoYeHns"

3anncb

80

26.25

-"He
3a0KyMEHTMPOBaHHbIE
nepuogb!"

3anncb

80

26.2.6

- "®usnyeckoe
cocTosHune"

3anncb

40

26.2.7

- "®uanyeckoe
COCTOsIHME" C
OGYKBEHHO-LMPOBOW
vHaekcaumen gedektos
6ymaru n Tekcta
OOKYMEHTOB

3anncb

20

2.6.2.8

- "[BmxeHne
OOKyMeHTOB"

3anncb

60

2.6.2.9

- "UcTopuyeckas
cnpaeka" (oobemom 0,2
aBTOPCKOro nucTa)

3anncb

2.6.3

BBog Tekywwmx
N3MEHEHUN
(koppekTupoBka):

BHeCeHne COOTBEeTCTBYHOLLUNX PEKBU3NTOB
N UHpOPMALUKN HA OCHOBAHUN Y4ETHbIX
OOKYMEHTOB apxuBa

2.6.3.1

- B pasgenbl

3anncb

10

2.6.3.2

- B nonga pasgenos

3anncb

80

26.4

BBog knto4eBbIX CNoB

BBOZ, KIIOYEBbIX CMOB, BbIOUpaeMbIx UX
YyYeTHbIX JOKYMEHTOB choHaa v (unu)
apXMBHbIX JOKYMEHTOB

3anncb

80

2.7

BpemeHHbIl y4em
GOKyMeHmMos JIUYHO20
npoucxoxoeHusi

COCTaBreHNe NepeyHsi JOKYMEHTOB,
NOCTYNMBLUKX B NpoLiecce
KOMMEKTOBaHMS OT BragenbLa
(cobcTBEHHMKA) - OChOPMITEHNE UTOTOBON
3anmcu

nocrtynneHune

0,366
(3 vaca)

3. KomnnektoBaHue

N n/n

PaboTbl

CopepxxaHue paboThbl

EovHuua
n3mepeHus

Hopma
BpEMEHM,
B Yen.gH

Hopma
BbIpaboTKK
Ha 1 yen.gH

MpumeneHne
KoadpdpuumneHTa

3.1

OnpedeneHue
UCMOYHUKO8
KoMmnsekmoeaHusi

BbisiBneHue u
obcnegosaHne Ha
nNpeAaMeT BKIOYEHNS B
CMNCOK NCTOYHMKOB
KOMMNIIEKTOBaHUS UK
WCKMIOYEHUS U3 HEro:




3.1.1.1 |- opraHusauum M3y4yeHue NpuMepHbIX U OTpacneBbIX
(BEOOMCTBEHHBIX) CMUCKOB MCTOYHUKOB
KOMIMJEKTOBAHUSI, HOPMATUBHOM,
MEeTOANYECKON U CNPaBOYHOMN
nutepaTtypsbl, VIHTEpHET-CanToB -
BbISIBNIEHME OpraHn3aumm ¢ npounbLHoN
OOKyMeHTaumel - ycTaHOBINEHNE
KOHTAKTOB C OpraHusaumen - nsy4yeHue ee
PYHKUMOHANbHO-LENEBOro Ha3Ha4YeHUs 1
cocTaBa 06pasyoLLMXCs B ESATENBHOCTU
[OOKYMEHTOB - COCTaBIIEHME CMPaBKM,
3KCNEPTHOrO 3aKMYEHNs O
LenecoobpasHOCTU HaxOXaeHUs
opraHv3auum B CrUcKe MCTOYHMKOB
KOMMIIEKTOBAHUS
rocyfapCTBEHHOrO opraHvsauus 5
apxuBa
MYHULMNANbHOrO apxmBa opraHusaums 2
3.1.1.2 |- rpaxxgaHunHa M3y4yeHne Hay4yHou, MeMyapHoWn, yen. 4
(cobeTtBeHHMKa unn CMpaBOYHON NUTEpPaTyphl,
BnajenbLa apXMBHbIX VHTepHET-CaliToB - BbISIBIIEHNE NMLA,
OOKYMEHTOB) SABMAIOLLErocsi COOCTBEHHUKOM UK
BnagenbLuemM npouibHbIMK
OOKYMEHTaMU - YCTaHOBIIEHWE CBSA3EN U
BeJeHMe NeperoBopoB C Bnagernblamm
OOKYMEHTOB JINYHOIO NPOUCXOXAEHUS -
03HAKOMIEHNE C COCTaBOM FIMYHOIO UNn
CEMENHOro apxmBa - COCTaBrneHue
CMpaBKK, SKCMEPTHOrO 3aKMOYEHUS O
LenecoobpasHOCTU HaxoXaeHNs!
rpaxkgaHvHa B CrMCKE NCTOYHMKOB
KOMMIEKTOBaHUS
3.1.2 CocTraBneHve 1 BeAeHne |CocTaBreHNe NpoeKkTa Crnmcka no opraHu3aumsi | 0,091 (45
cnucka yCTaHOBINEHHON hopMe - cornacoBaHue (ven.) MUH.)
opraHusauuii/rpaxxgaH €ro ¢ opraHusaumsimu/rpaxxgaHamm -
(cobcTBEHHMKOB MK npeactaenenne Ha AMNK n gopaboTka no
BNafenbLeB apxmMBHbIX  |pe3ynbTatam obcyxaeHus -
OOKYMEHTOB) - cornacoBaHue C BbILIECTOSILLMM OpraHoM
WUCTOYHUKOB yrnpaBneHus apxXmBHbIM OEeroM -
KOMMEeKTOBaHNs yTBEpXAEHME (NepeyTBepKaeHne)
cnucka
3.1.3 dopmupoBaHue 1 BKNIOYEeHMe B HabntogaTensHoe aeno opraHmsaumsi| 0,25
BegeHue HOMEHKNaTypbl Aen, UHCTPYKLMKN MO (ven.)
HabnogaTenbHOro gena |genonponssoacTsy, NONOXeHW 06
Ha apxvBe 1 3KCnepTHOM koMmuccumn (ganee -
opraHunsauuto/rpaxxgaHuH |9K) opraHusauum, BeINMCOK 13
a (cobcTBeHHMKa unm npotokonoe 3K, nacnopTa,
BnagenbLa apXuBHbIX YTBEPXKAEHHbIX OMUCEN, aKTOB, CNPaBOK,
OOKYMEHTOB), NOACHUTENbHbLIX 3aMUCOK,
BKITHOYEHHYIO (0ro) B MHAOPMaLMOHHBIX MaTeprarnos,
CMNCOK NCTOYHMKOB [OroBOpPOB, OTHOCSLLMXCS K OpraHunsaLmu,
KOMMJIEKTOBAHUS rpakgaHuHy - OOMOJTHEHWE BHYTPEHHEN
Oonucy - coctaerneHne (npm
HeobxoaMMOocTN) MHPOPMAaLIMOHHON
cnpasku gns MK
3.1.4 3akntoveHne goroBopa 0 |MOAroToBKa MPOEKTa AOroBopa Ha OCHOBE X [nsa goroeopos

nepengadvye JOKYMEHTOB Ha
XpaHeHne B apxmBe:

TUMOBOIO - COrflacoBaHNe NpPoeKTa
[OroBopa c opraHusaumen/rpaxaaHuHOM
- KanbKynsumus ctoumoctn paboT (npu
HeobxoanmMocTu) - ohopmeHue 1
nognvcaHue gorosopa

Ha nnaTHou
ocHoBe
npuMeHsieTcs
KoacppuumeHT
1,25




3.1.4.1 |HerocygapCTBeHHOMN [0roBop
opraHusauuen
3.1.4.2 |- rpaxxgaHNHOM [0rosop
(cobcTBEHHMKOM MIn
BnagenbLemM apXnBHbIX
[OOKYMEHTOB)
3.1.4.3 |- nukBMAALMOHHOMN [0roBop
KOMWUCCUHEN opraHu3auum
(nukBngaTtopom)
3.2 Skcnepmu3a yeHHocmu (U3y4eHne uctopun oHaa u X
JdoKyMeHmoe u doHaoobpasoBaTens, coctasa 1
onpedesieHUe CPOKO8  |codepXKaHusl JOKYMEHTOB - HanncaHue
ux xXpaHeHusi: 3aKIMYEHUS C KPaTKUM U3MNOXEHMEM
CBeLEeHU 0 COCTaBe M CoAepXKaHum
OOKYMEHTOB, NpeanaraeMbix K npuemy -
COCTaBIieHVe nnaHa nposeaeHnst pabor -
BU3yarbHbIA OCMOTP AOKYMEHTOB -
onpegeneHne LeHHOCTU LOKYMEHTOB Ha
OCHOBaHMKN COOTBETCTBYIOLLUX KpUTEPHEB
(cocTaBneHne 3KCNepTHOro 3aKmniyeHust
0 NpUemMe JOKYMEHTOB FIMYHOTO
NPOVCXOXAEHMS) - OTOOP JOKYMEHTOB, HE
noanexawux XpaHeHu o - NPoBepKa Ha
OyGneTHOCTb - onpegenexne m
YyTOYHEHWe bOHOOBOW NPUHAATIEXXHOCTY -
nepBuYHas cuctemaTtmsaums
OOKYMEHTOB, NpeanonaraemMbix K npuemy
Ha XpaHeHne - HOPMUPOBaAHNE YCITOBHbIX
nen
3.21 yrnpaBneH4Yecknx
3.2.1.1 |- Cc NONUCTHbIM n. 1500
NPOCMOTPOM
3.2.1.2 |- 6e3 nonucTtHoro en.xp. 120
npocmoTpa
3.2.2 HaY4YHO-TEXHNYECKMX:
pa3paboTka nepeyHs KOMMNIEKT 15
NpOeKToB, Npobnem, Tem, OOKYMEHTOB
noanexawyux nepegave
Ha NOCTOSIHHOE XpaHeHue
(1-v atan)
oT60p JOKYMEHTOB (2-i
aTan):
3.2.2.1 |- TEKCTOBbIX C NOMAUCTHbIM n. 900
NPOCMOTPOM
3.2.2.2 |- TekcToBbIX 6e3 en.xp. 100
NOJIMCTHOro NpocMoTpa
3.2.2.3 |- rpadpmyeckmx n. 200
3.2.3  |no nu4yHOMYy cocTaBy:
3.2.3.1 |- C NONUCTHbIM n. 1500
NPOCMOTPOM
3.2.3.2 |- 6e3 nonucTtHoro en.xp. 200




npocmoTpa

3.24 OTOAOKYMEHTOB en.xp. 150
(dparin)
3.25 |doHogokymeHTOB X
3.2.5.1 |- c npocnywmnBaHneM Ha yac 3ByYaHud 2
3BYKOBOCTPOU3BOASILLEN
annapaType
3.2.5.2 |- 6e3 npocnywmBaHus Ha en.xp. 50
3BYKOBOCTPOU3BOASILLIEN
annapaType
3.2.5.3 |BnoeonokyMeHTOB ea.yu. 4
3.2.6 JINYHOrO NPOUCXOXOEHNA . 300
3.2.6.1 |CocTaBneHue coaTto4yHoun onucaTenbHa 50
UIN OLLEHOYHOW OMUCK Ha s1 cTaTbst
OOKYMEHTbI TUYHOro
NPOUCXOXAEHUS
3.3 lModzomoeka cBepKa OOKYMEHTOB, He noanexatimx en.xp. 160
JOKyMeHmoe, He XPaHEHMIO, C aKTOM O BblAENEHUM K
nodnexauwyux YHUUTOXEHWIO - TPYNNMPOBKa [OKYMEHTOB
XpaHeHUuro, K B CBSI3K/ - NepeBA3bIBaHNE CBA3OK
YHUYMOXXEHUI LwnaraTtom
(ymunu3sayuu)
34 Mpuem dokymeHmos
3.41 dopmMmrpoBaHMe rofoBOroO |BbiSBNEHWE OpPraHN3aLuii-nCTOMHUKOB nosmumns 5
nnaHa-rpaduka npyemMa B [KOMNIIEKTOBAHMS C UCTEKAIOLLIMMMI nnaHa
apxuB OOKYMEHTOB 13 CpoKamMu BEJOMCTBEHHOIO XpaHeHUs
OpraHn3aunii-MCTOYHNKOB |JOKYMEHTOB - BHYTPUAPXMBHOE
KOMIMIEKTOBAHUA U OT cornacoBaHue BO3MOXHbIX 06BbEMOB
rpaxaaH npvema LOKYMEHTOB - COrfacoBaHue
CPOKOB Nnprema-caaqn JOKyMEHTOB C
OpraHn3aunsiMU-MCTOYHMKaMM
KOMMEKTOBAHNS U rpaXaaHamu -
COCTaBneHVEe 1 yTBEPXXAEHNE
nnaxa-rpadvka npvema 4OKyMEHTOB
3.4.2 Mpuem fOKyMeHTOB B NoeauHNYHbIN BU3yanbHbI OCMOTP X
apxuB C NPOBEPKOW eauvHvL aen (4OKyMEHTOB), BbIGOPOYHbIN
bum3mnyeckoro, WAW CNOLWHOW NOSIMCTHBIN NPOCMOTP
CaHUTapHO-TUrMeHnYeckor |(MpocnyLwmnBaHe) OKYMEHTOB B Aernax -
0, TEXHUYECKOTO (cBepka COOTBETCTBUSI HEraTMBA,
COCTOSIHUS, aHHOTaLMKN Y KOHTPOSBHOro
KOMMMEKTHOCTU YYeTHbIX |cpoTooTnevaTka (4na OTOAOKYMEHTOB),
OOKYMEHTOB: (npoBepka kayecTBa U3obpaxeHus (ons
BUOEOAOKYMEHTOB) - COCTaBMNEHUE aKTa
npy obHapyXeHnn 4edeKTOoB -
COMOCTaBMEHNEe 3arofioBKOB, apXMBHbIX
LWMPOB, KparHUX AaT JOKYMEHTOB B
onucu n Ha obnoxkax gen - npuem HCA
Ha nepefaBaeMble JOKYMEHThI
3.4.2.1 |ynpaBrneH4ecKkom X
OOKyMeHTaumu,
Hay4HO-TEXHNYECKOW
OOKyMeHTaumu,

OOKYMEHTOB Mo JINYHOMY
cocrasy:




6e3 npoBepkn
KOnunyecTBa fIMCTOB B
aenax

en.xp.

225

C NpOBEPKON KonmnyecTea
JNINCTOB B genax

en.xp./

10/
2500

3.4.2.2

- (hOHOOKYMEHTOB

6e3 npocnywmnBaHmna

en.xp.

130

C npocnywmBaHnem

Yac 3By4YaHuA

2,5

34.23

- bOTOOKYMEHTOB

en.xp.

125

34.24

- BUOeo4OKyMEeHTOB

ef.yu.

34.25

OOKYMEHTOB JTUYHOro
NPONCXOXAOEHUA:

nepBUYHbIV

OOKYMEHT

500

Ha NoCTOoAHHOE XpaHeHne

en.xp./n.

60/
2000

3.5

B3aumodelicmeue ¢
op2aHu3ayusiMu-ucmo4
HUKamMu
KOMI/IeKmoeaHusi

3.5.1

PaccmoTpeHune u
cornacosaHue
(mogroToBka K
COrnacoBaHumio):

0O3HAKOMIIEHUE C MPOEKTOM - MPOBEpPKa
COOTBETCTBUS €ro NofioXXeHnn
HOPMaTnBHbIM TpGGOBaHMﬂM -
NoAroToBKa 3akITOYEHUI - cornacoBaHue
WX C opraHusaumen

3.5.11

- MIHCTPYKLUMM MO
[eronpousBoACTBY,
pa3paboTaHHON Ha

OCHOBE MpPUMEPHOM

[OKYMEHT

3.5.1.2

- HAMBMAOYaNbHOM
MHCTPYKLMU NO
[enonponsBoacTBy
06bEMOM 10 3 aBTOPCKUX
nucTos

3.5.1.3

- HOMeHKNaTyphbl gen,
COCTaBMEHHON Mo
TMNOBOW NN NPUMEPHON
HOMeHKnaType

nosnunA

200

35.14

- IHAUBUAYanNbHOA
HOMeHKNaTypbl gen

nosnunA

120

Onsa
HOMEHKNaTypbl
aen,
copepxatlen
cBbiwe 1000
3arofioBKOB,
npuMeHsieTcst
KO3 puLUNEHT
0,75

3.5.15

- onnucu gen NnoCTtoAHHOro
CpOKa XpaHeHunsA

onucartersnbHa
A CTaThbA

200




3.5.1.6 |- onucu gen no nMYHOMy onucaTenbHa 300
cocTaBy 51 cTaTbsi
3.5.1.7 |- nonoxeHuns 06 apxuse OOKYMEHT 0,5
opraHusauum
3.5.1.8 |- nonoxeHus 06 3K OOKYMEHT 0,5
opraHusauum
3.5.2 |Yuactue B 3acegaHum npeaBapuTenbHOE O3HaKoMIEHNE C mMeponpuatme 0,5
LeHTPanbHbIX marepvanamu - IpucyTCTBne Ha
3KCNEPTHBIX (AKCMEPTHbLIX)|3acefaHnm - y4acTue B 06CyXaeHUm
KOMMUCCUSIX OpraHn3auum |npodunbHbIX BONPOCOB - BbIABWXEHNE
NpennoXeHni - y4actme B NPUHATAN
peLueHui
3.5.3 CocrtaeneHne opMbl aHanms3 NacnopToB opraHM3auum u opraHusauus 0,5
"CBefieHNs O COCTOSIHUM  |y4eTHbIX AaHHbIX apXMBOB OpraHn3auni -
XpaHeHWst JOKYMEHTOB B |0606LLeHne cBeaeHni 06 apxuBax
OpraHn3aunsix-uCTOYHNKa |opraHn3aLmin, COCTaBe U COCTOSIHUM UX
X KOMMNJIEKTOBaHUSA OOKYMEHTOB - 3anofiHeHne popmbl -
apxvBa Ha 1 fekabps npegcTtasnexHve opMbl B
...roga" YNOSIHOMOY€EHHbIN OpraH
MCTOSHUTENBHOW BNactu B obnactu
apxuBHOro aerna
3.54 Oka3aHne MeTOAMYECKON |03HAKOMIIEHME C OMNUCHIO - MPOBEpPKa X
1 MPaKTUYECKON NOMOLLM |MPaBUIIbHOCTM OTOOPa OKYMEHTOB Ha
B MOArOTOBKE onucew XpaHeHMe - yCTaHOBIIEHUE NOMHOTHI
nen: cocTaBa JOKYMEHTOB, BKIIOYEHHBIX B
Onnch - NpoBEepKa NpaBUIIbHOCTK
onucaHnsi 4OKyMeHTOB U Hanunuma HCA k
onncK - NOAroToBKa pekoMeHaaLuin no
YCTPaHeHMo HeJoCTaTKoOB
3.5.4.1 |- nocTtosiHHOroO cpoka onucartenbHa 130
XpaHeHus 51 cTaTbst
3.5.4.2 |- no nu4yHoMy cocTaBy onucarernbHa 200
51 cTaTbst
3.5.5 KoHcynbTupoBaHue no 03HaKkoMreHve ¢ npobnemoi - X
BOMpPOCaM apXMBHOMO ob6palleHue k
aenau HOpMaTMBHO-MeToanYeckon 6ase (npu
[enonpon3BoACcTBa: HeobxoanMocCTH) - NpefocTaBneHNe
COOTBETCTBYHOLLMX peKOMeHAaL N -
Be[ileHVe y4eTa KOHCynbTaunm
3.5.5.1 |- npu o4yHOM OGpalleHun KOHCynbTaum 4
B apxvB o
3.5.5.2 |- cBblesgom B KOHCynbTaum 1
opraHusaumto o
3.5.5.3 |no kaHanam cBsA3un KOHCYynbTaum 0,03
A (15 MuH.)
4. OnucaHue apXuBHbIX AOKYMEHTOB M cO34aHUe CNPaBOYHO-MONCKOBbIX CPeACTB K HUM
N n/n |HanmeHoBaHue paboTbl CogaepxaHue paboTbl EavHnua Hopma Hopma MpymeHeHne
N3MEpPEHUsI |BpeMEHU,| BbIpaboTku koadppuumeHTa




B Yen.gH | Ha 1 yen.gH
4.1 OnucaHue apxXueHbIX
dokymeHmoe
411 MogroToBska Kk n3y4YeHne NCTOPMYECKON N CMPaBOYHON Yyen.gH 4
ONMCaHNI0 JOKYMEHTOB |NUTepaTyphbl, NCTOPUM
(1 apxuBHbIN hoHA doHaoobpasoBaTtens -
obbemom go 500 npegsapuTenbHoe 03HaKOMIEHNE C
€0VHWL, XpaHeHUs1) COCTOSIHMEM, COCTaBOM U COAepKaHNeM
[OKYMEHTOB ¢hoHAa - onpeaeneHne
CTeneHn Ux ynopsigoveHus
4.1.2 Pa3paboTka cxembl n3y4yeHne MeToamyeckon nutepaTypsbl - X
cucTemartumsauum BbIGOP MPUHLMINOB cUcTEMaTM3aLmmn Ha
OOKYMEHTOB B OCHOBaHMW pe3ynbTaToB NMOArOTOBKU K
npegenax 1-ro OMUCaHNIO AOKYMEHTOB - COCTaBMneHne
apxvBHOro oHaa CXeMbl cMcTemaTusaumm
obbemom go 500
€0VHWL, XpaHEeHWS:
4.1.2.1 |- ynpaBneH4yeckom yen.gH 3
OOKyMeHTaumm
4.1.2.2 |- Hay4yHO-TEXHUYECKOW yen.gH 6
OOKyMeHTauum
4.1.2.3 |- BOKYMEHTOB NIMYHOrO yen.gH 3
NponCXoXaeHus
4.1.2.4 |- poKymMeHTOB Mo yen.gH 1,5
NNYHOMY COCTaBy
4.1.3 Cuctematunsauns gen B [npeasapuTenibHas cuctematTmsauus ea.xp. 250 [nsa gokymeHTOB
npegenax 1-ro €OMHUL, XpaHeHUs! B COOTBETCTBUM CO TINYHOTO
apxuBHoro doHzaa: CXeMoW cuctematusauum oHaa NPOUCX0XAEHUSI
npuMeHsieTcs
koadppumumenT 0,8
4.2 dopmuposaHue u N3y4YeHue LOKYMEHTOB - BbIsIBIEHNE
onucaHue eQUHUUbI  [HENPOMUNBHBLIX U AYONETHBLIX
XpaHeHUs1 U3 POCChINU |0JOKYMEHTOB - yaaneHne nnacTukoBbIX
doKkymeHmos obnoxek 1 gannos, CKpenox -
rpynnyMpoBKa Ux B eAVHULY XpaHEeHNs B
COOTBETCTBMM C BbIOPaAHHBIM NPUHLMMNOM
hopMUpoBaHus - cuctemaTusauusi
NWCTOB - onpefeneHne KpanHux aat
[OKYMEHTOB - COCTaBIIEHME 3aronoBka
4.3 OnucaHue apxueHbIX |NONUCTHbIA NPOCMOTP eANHULIbI X
0oKyMeHmoe, XpaHeHust - yaaneHue nracTuKoBbIX
cghopmupoegaHHbIx 8 |0bnoxek n annos, CKPenok -
eduHUUy XpaHeHuUs1:  (BbisiBNEeHNe HeNpPOUnbHbIX U OyONeTHbIX
[JOKYMEHTOB - onpegeneHne KpanHux gat
[JOKYMEHTOB - COCTaBMNEHUe 3arosioBka
4.31 yrnpaBrneH4Yeckon en.xp. 25 [nsa nokymeHTOB
OOKyMeHTauum [0COBETCKOro
nepvoga
npuMeHsieTcs
koadppuumneHT 0,5
4.3.2 Hay4YHO-TEXHMNYECKON ea.xp. 8
OOKyMeHTaumm
4.3.3 OOKYMEHTOB JIMYHOrO ea.xp. 4

npouncxoxaneHua




no 0,25 aBTopckoro
nicra

4.3.4 OOKYMEHTOB Mo ea.xp. 90
NNYHOMY COCTaBy
4.3.5 cocTaBfieHue COCTaBfeHne N BHeCeHMEe B ONUCH MO onucarenbHa 60
BHYTPEHHEN onucu NOPSIAKY PacrnosfioKeHUs B eAnHNLE 51 cTaTbA
€OVHWLbI XpaHEHNSI B |XPaHEHMWS! 3arofoBKOB JOKYMEHTOB C
cnyvasix yKka3aHMeM HOMEPOB JINCTOB -
YCTaHOBIEHHbIX COCTaBIIEHME UTOrOBOW 3aMnmcK
Mpapunamm *
4.4 CocmaenieHue onucu |rpynnupoBka 3aronoBKOB eANHUL, X
desn/0okymeHmoe *:  [xpaHeHusi/y4eTa B COOTBETCTBUM C
BbIOpaHHON CXeMOoW cuctemaTmnsaumm (no
CTPYKTYpPHOMY/TemaTtumdeckomy/
HOMMWHanbLHOMY/XpoHonoruyeckomy/anda
BMTHOMY Npu3Hakam) - odpopMneHne
OonucK no ycTaHoBMEHHOW opme -
COCTaBIiEHME TUTYNBHOrO NUcTa co
CNUCKOM NepemMeHoBaHNUM
doHaoobpasoBaTens, ornasneHns
(cogepkaHus), cnucka CokpaLleHui,
UTOroBOW 3anMcu - HyMepaLms NMMCToB
ONnCK - COCTaBIEHME NUCTa-3aBepuTens
4.4.1 yrnpaBrneH4Yeckon ea.xp. 65
OOKyMeHTauum
4.4.2 Hay4HO-TEXHNYECKON en.xp. 48 Onsa rpadunyeckon
OOKyMeHTaLmm Hay4YHO-TEXHUYECKO
N OOKYMeHTauum
npuMmeHsieTca
koadppuumneHT 0,5
443 |BOKYMEHTOB NMYHOrO ea.xp. 30
NpoMCXoXaeHns
4.4.4 [OOKYMEHTOB Mo en.xp. 110
JINYHOMY COCTaBy
4.4.5 $OHOAOKYMEHTOB ea.yy. 45 [nsa xpoHukanbHo-
OOKYMEHTanbHbIX
UNbMOB 1
3ByKO3anucewn Ha
MHOCTPaHHbIX
A3blKax
npuMeHsieTcs
ko3 puumneHT 0,6
4.4.6 (POTOLOKYMEHTbI ea.xp. 50
4.4.7 BUOEOAOKYMEHTHI en.yu. 50
4.5 CocmaesieHue U3y4yeHne UCTOPUYECKOW U CpaBOYHON X
Hay4HO-CNpagoYyHO20 (nuTepaTypbl, UCTOPUU
annapama K onucu: doHaoobpasoBaTens - onpegenexHve aat
€ro BO3HVKHOBEHWUSI, peopraHu3aumm,
nepevMeHOBaHus 1 NMKBMaaumm -
N3y4YeHue CTPYKTYypbl, PYHKLUMIA 1 MecTa B
nepapxvm opraHv3avmn, BpeMeHu
NMOCTYNIEHUSI U XapakTepa JOKYMEHTOB
doHAa - HanucaHne NpeancrnoBns K
OMNMUCU NN NCTOPUYECKOW CMPaBKM K
coHAay
451 npegucnoeusi 06 LemMomM yen.gH 1,5




4.5.2 MCTOPMYECKOWN CrpaBKu yen.gH
K dpoHay o6bemom o
0,5 aBTOpCKOrO NUCTa
4.6 YcoeepweHcmeoeaHu |[aHann3 kayecTsa 3arofiIOBKOB - onucartenbHa 50 [nsa gokymeHTOB
e onucu YTOYHEHMWE U (Unn) peaakTMpoBaHue 51 cTaTbA [0COBETCKOro
Odesn/0oKyMeHmMoe 3aronoBKOB C MPOCMOTPOM Aen - nepuoaa,
N3y4YeHne CnpaBoYHON NUTEpPaTyphbl - OOKYMEHTOB
YHUpMKaLUSA NOHATUI, TEPMUHOB, JINYHOrO
nepcoHanun - coctTaBrneHne NPOVCXOXOEHMS,
HeLoCTaloLLMX 3NEMEHTOB CNPaBOYHOr0 (HPOHOOKYMEHTOB
annapaTta K Onuncu - BHeCEHNe npuMeHsieTcs
N3MEHEHUIN BO BCE 3K3EMMNIISAPbI ONncU koadppuumneHT 0,5
(nmbo ee nepeneyatka)
4.7 lepepabomka onucu (13y4yeHne eanHULL XpaHeHust - onucarenbHa 30 [ns gokymeHTOB
Odesl/0oKyMeHmMoe 3KCnepTn3a LEHHOCTM JOKYMEHTOB - 51 cTaTbA [0COBETCKOro
yTOYHeHWe OHAOBON NPUHAJNEXKHOCTY - nepuoaa,
N3y4YeHWe CnpaBoOYHON NUTEpPaTyphbl - OOKYMEHTOB
YTOYHEHMWE WUIU NepecocTaBeHne TINYHOTO
3arofloBKOB - YTOYHEHWE KpalHuX Aar - NPOVCXOXOEHMS,
pa3paboTka HOBOW CXeMbI HOHOOOKYMEHTOB
cucTemMaTtusauum eguHnL, XpaHeHus B npuMeHsieTcs
onucu - cuctemaTu3aumnsa JOKYMEHTOB B koadppuumneHT 0,5
COOTBETCTBMM CO CXEMOW - COCTaBleHne
nepeBoAHON Tabnuubl WMGPOB Aen un
HeLoCTaloLWMX 31EMEHTOB CNPaBOYHOro
annapaTa K Onucu - CoCTaBrneHne akTa
nepepaboTkM onucK - ochopmneHve
OonncuK No ycTaHoBMNEHHON hopme
4.8 OnucaHue
ayduoeu3syasibHbIX
OOKyMeHmos
4.8.1 CocrtaBneHue
aHHoTaumKn (onucaHus)
Ha (HOTOAOKYMEHT:
4.8.1.1 |- doTocHUMOK BM3yarbHbIN NPOCMOTP POTOAOKYMEHTA - ea.xp. 20 Ona
COCTaBIiEHME aHHOTALMUN C U3NOXKEHNEM (POTOAOKYMEHTOB,
cBefeHni 06 n3obpakeHHbIX COObITUSX, MMELmMX
npegmeTax n(unu) nuuax - nomck (Npu YaCTUYHYIO
HeobXoaAMMOCTH) JOMONMHUTENBHBIX MHOpMauumio,
ceegeHnii no HCA v cnpaBoyHoOM npumeHsieTcs
nutepartype koadpdpuumeHT 0,75,
MUMEILLNX
MUHMMATbHYO
nHdpopmauumio - 0,3
4.8.1.2 |- doToanbom BM3yarbHbI NPOCMOTp doToansboma - ea.xp. 12
COCTaBIEHME aHHOTaLMK, BKIOYaloLLEN B
cebs1 HazBaHue hoToanbLboma, KpaTkyto
XapaKTepuUCTUKy CHUMKOB, aBTopa, AaTbl
1 MecTa coObITUIA, KONWUYECTBO FINCTOB,
KONMYECTBO CHMMKOB, XapakTepUCTUKY
BHELLHMX ocobeHHocTeln choToansboma
4.8.3 |[CocraBneHune npocnywmsaHne oOHOAOKyMeHTa - Yyac 3By4YaHus 2
aHHOTaumMu (onMcaHus) |CoCTaBMNeHNe aHHOTaUun C yKaszaHuem
Ha (HOHOAOKYMEHT Ha3BaHWs 1 XaHpa (POHOAOKYMEHTA,
Ha3BaHWsi, MecTa 1 AaTbl OTPaXKEHHOro
cobbITUs, hamunum n nHMLManoB
aBTopa(oB), A3blka (POHOAOKYMEHTA 1
Opyrux.
4.8.4 CocTtaBneHue NpOCMOTpP BUAEOAOKYMEHTa Ha MWH. 15
MOHTa)XHOrO NCTa Ha  |COOTBETCTBYHLLEN hopmaTy 3anncu BOCMNpOU3-
BUAEOOOKYMEHT annapaType - onMcaHne B MOHTaXHOM BeAeHus




NUCTE C MOMOLLbHO CMPaBOYHbIX
MaTepuarnoB nocrnegoBaTeNibHO KaXaoro
nnaHa B COOTBETCTBUM C TaliM-KO4aMu B
Hayane Kaxzoro nnaHa - onucasue (npu
HeobxoaMMocTn) 0cobeHHOCTEN CbeMOK
(naHopamHasa cbemka (ganee - MHP),
panua, MynbTUNMKaums u gpyrve)

4.8.5 [CocrtaBneHue X
aHHoTaumMu (onucaHms)
Ha BUOEOOOKYMEHT:
4.8.5.1 |- passepHyTOW NPOCMOTP BUAEOAOKYMEHTA Ha MUH./ 10/300
COOTBETCTBYIOLLEM rnor. MeTp
obopyaoBaHun-pacLumMdpoBka ¢
MOMOLLIbIO CNPaBOYHOrO MaTtepuana
CcoObITWIA, aKTOB 1 NEpPCoHaNum -
rpynnyMpoBKa 1 onncaHne ogHOPOAHbIX
rpynn nnaHoB B Nopsiake
nocrnenoBaTenbHOrO MOHTaXa
BMAEOAOKYMEHTa - onncanune (npwm
HeobxoamMmMocTh) ocobeHHOCTEN CbeMOK
(MHP, panng, MynbTUNIMKaums un
Apyrve)
4.8.5.2 |- kpaTkon N3y4YyeHne MOHTaXKHOro nucTa unm MUH./ 52/1500
pa3BepHYTOWN aHHOTaLmMu rnor. MeTp
BMAEOA0KYMEHTA - FpynnupoBKa u
onncaHne OAHOPOAHbIX rPyMn MraHoB B
nopsifike nocrnefoBaTenbHOro MOHTaxa
BMOE00KYMeEHTa - hopMMpoBaHmne
Crnucka KroYveBbIX CroB
4.9 CocmaeneHue
apxueHbIx
crpaeo4yHUKO8 Ha
ypoeHe ¢hoHOa*
4.9.1 Hanuncanue nsyyerHne HCA, y4yeTHbIX JOKYMEHTOB - doHa 1,5
XapakTepucTukn n3yyeHue nctopumn doHgoobpasosarensi
(onucaTenbHoM cTaTbn) |M poHAa - COCTaBNEHNE aHHOTaUNn O
doHAaa (rpynnbl CoCTaBe 1 CoAepKaHUM [LOKYMEHTOB,
¢oHaoB) BXOAALWMNX B POHA - HAanMcaHue
XapakTepUCTVKN MO YTBEPXKOEHHOMN
CTPYKTYpe (CXeMe) C ykasaHnem
Ha3BaHus oHAa, KparHuX aar,
BHECEHUWE CMPaBOYHbIX AaHHbIX O doHae
- cocTaBrneHune 6ubnuorpaduu k oHay -
COCTaBIIEHME NCTOPUYECKON CNPaBKN K
cdoHay - cocTaBneHne nHdopmauum 06
yCNoBUsIX JOCTYNa 1 UCMOMNb30BaHUS
OOKYMEHTOB ¢hoHAa
492 CocrtaBneHue kpaTtkoro |o3HakomneHune ¢ HCA apxuBa - doHa 3
CcrnpaBoYHMKa No noaroToBKa onucaTenbHbIX cTaTen
doHaam doHaoB (rpynn doHAOB) U/MnK cnucka
HeaHHOTMpyeMbIX POHAOB -
cuMcTeMaTusauusi onmcaTternbHbIX CTaTen -
COCTaBIIEHME CMpPaBOYHOro annapara u
o6Lwen budnuorpacdum
4.10 Co3daHue
Ccrpaeo4yHO-MoUCKO8bI
X cpedcme
(kamanoezos,
yka3amenel, 5[])*:
4.10.1 |- 6e3 npocmoTpa NPOCMOTP OMNUCK - BbIsIBNIEHNE KapTo4ka 48 Ons
OOKYMEHTOB 3aronoBKOB, noaexalumx (3anucb) (POHOOKYMEHTOB




KkaTanornsaumu - 3anosiHeHne
peKBM3NTOB KapTouku (nonew BM) no
yCTaHOBNEHHON hopMe - BKMoYeHue
KapTou4ku B kaTarnor (4ns TpaguLMOHHOro
katanora)

npumeHsieTcs
koadppuumneHT 0,75

4.10.2 |- c npocmoTpom NpPOCMOTpP ONUCKU Ha NpeaMeT oTGopa KapToyka 18 [nsa nokymeHTOB
[OKYMEHTOB edVHWL, XpaHeHus Ans KaTanormsaumm - (3anuceb) [OCOBETCKOro
MOMUCTHbIV NPOCMOTP €AVHULIbI nepuoaa,
XpaHeHUs - BbiSIBIEHWE JOKYMEHTOB, OOKYMEHTOB
noanexatumx katanornsaumm - FINYHOrO
3arnofHeHne PeKBN3NTOB KapTOYKN NPOUCXOXAEHMSA 1
(noneit B[1) no yctaHoBneHHoN chopme - Ha MHOCTPaHHbIX
BKIIOYEHME KapTOYkM B KaTanor (ans A3bIKax
TPaAULMOHHOrO KaTanora) npumeHsieTcs
KoadbpumumenT 0,5
4.10.3 [[MpoBepka NOEAUHUYHBLIN NPOCMOTP KapTo4ek B KapTo4ka 500
cucTemaTtumsaumm KaTanoxHOM SiLLUMKe - nepecTaHoBKa (B
KapTouek B kaTanore cryvyae HeobxoQMMOCTM) KapTOYKM Ha
Apyroe MecTo COrnacHo ee MHAeKcy
4.1 Mepeegod 3anofiHeHne COOTBETCTBYIOLLMX NONen X
mpaduyuoHHozo HCA |B[] nHcdbopmauuel (MHaekcaums) us
(onuceli, kamanozaoe) |oNUCK UMK KaTanOXHOW KAapPTOYKM
8 MawuHo4Yumaemyio
¢gopmy:
- 6e3 npocmoTpa KapTo4ka 100
[OKYMEHTOB (3anuceb)
- C NpOCMOTPOM KapToyka 72
OOKYMeHTOB (3anuce)
5. OpraHusaums ncnonb3oBaHUs
N n/n | HaumeHoBaHne paboTel CopepxaHuvie paboThbl EavHuua Hopma Hopma MpumeHeHne
n3MmepeHus [BpemeHu,| BbipaboTkn | koadpdumumeHTa
B Yen.gH | Ha 1 yen.gH
5.1 UngopmayuoHHoe
obcnyxueaHue
nonb3oeamersel
5.11 KoHcynbTupoBaHMe no  |npueM nosnb3oBaTtens - NPoCMoTp X
cocTaBy U cogepxaHuio |cnpaBoyvHukoB n HCA no
OOKYMEHTOB apxmBa, 3anpawBaemMon TemaTuke -
opraHunsauum paboThbl npegocTaBneHne COOTBETCTBYHOLLMX
apxuBsa: pekomeHgauui - BeAeHue yyeta
obpaTtusLUMXCS nonb3oBaTenemn
5.1.1.1 |- npn o4yHOM OGpaLueHnn koHcynbTaum | 0,06 (30
B apxvB A MMH.)
5.1.1.2 |- no kaHanam cBA3n koHcynbTaum | 0,04 (20
A MUH.)
5.1.2 |O6paboTka X

MOCTYMMUBLLETO B apXvB
3anpoca:




5.1.2.1 |- npuem pa3bop 3anpoca - npoBepka Ha en. 60
NOBTOPHOCTb - pErMcTpauus 3anpoca
(BHeceHue B yyeTHyto B[1) -
CKkaHMpOBaHWe 3arnpoca - pacrnevaTka
3NEKTPOHHOro 3anpoca (npu
Heo6XxoAMMOCTH) - HanpaBneHne Ha
UCMOJSTHEHNE
5.1.2.2 |- oTnpaBska oTBeTa perucTpaums (npoctaHoBka OTMETKN 06 en. 40
UCMOSTHEHUN) OTBETA - CKaHNpOBaHWe
oTBeTa (Npn HeobxoaMMOCTH) -
npukpenneHve ganna c oTBETOM Unu
NpUNoXeHnsiMun (Npu HeobxoaAMMocCTH) -
HanpaBneHue pe3ynbTaToB UCMONHEHNS
3anpoca uHuumaTopy Ha bymaxHom
HOCUTENE UMW B 3NEKTPOHHON hopme
51.3 VcnonHeHne 3anpoca no |n3yyeHune 3anpoca - npocmoTp HCA -
OOKyMeHTaM (Ha oauH  [3aka3 HeobXoaMMbIX Aen - UX NOSNIUCTHbIN
dakT, NMLUo, AOKYMEHT): [NPOCMOTP AN BbIABMEHWUS CBEAEHUI Mo
Teme 3anpoca - HanucaHue u
oopmneHne apxmBHOM CripaBKu,
VMHEOPMaLMOHHOIO NUCbMa, WIu
oTpuuaTensHoro oTBeTa no
yCTaHOBIEHHON hopMe - opraHusauusi
N3roTOBINEHUS KONWIA JOKYMEHTOB (Mpwu
HeobXxoaAMMOoCTH) - nepegaya oTBeTa Ha
3anpoc Ansi CHATUSI C KOHTPONS 1
OTNpaBKW UHULMATOPY
5.1.3.1 |- TemaTtnyeckumn 3anpoc Mpn ncnonHeHun
3anpoca no HCA
npumeHsieTcs
KO3 pULMEHT
0,08
5.1.3.2 |- coumnanbHO-NPaBoBOMN: Mpu ucnonHeHuu
3anpoca no HCA
npumeHsieTcs
KO3 puumneHT 4
0 NoaTBepXAeHnn cTaxa 3anpoc 3 Mpun
paboTbl (Cnyxobl) HeobxoanmocTn
NoATBEPXKAEHNS
NbrOTHBIX
nepvonos
npumeHsieTcs
KoacppuumeHT
0,33
0 pa3mepe 3apaboTHo 3anpoc 4 Mpwn
nnatbl (3o 5 net HeobxoanmocTn
BKITHOYNTENBHO) pa3bueku no
wundppam
HaYUCreHnm
npumeHsieTcs
KO3 puLUmneHT
0,25
0 NepervMeHoBaHUn 3anpoc 8
opraHusauum-paborogat
ens
0 HarpaxgeHum 3anpoc 3
0 MOUCKE apXMBHOW 3anpoc

MHdopMauun Ans
HasHayeHus




NbroT 1 KOMnNeHcaunn

5.1.3.3 |- Ha paccekpeumBaHne [M3yyeHue 3anpoca - npocmoTp HCA - 3anpoc 3
3aka3 HeobXoaAMMbIX Aen - UX MNONUCTHbIN
NPOCMOTP ANs1 BbIABNEHUS JOKYMEHTOB C
rprdooM CEKPETHOCTU - HaNMcaHne u
odopMIieHne 3aKoYeHUst 0
BO3MOXXHOCTU paccekpeymBaHus ans
npeacTaBieHUs: B COOTBETCTBYIOLLYIO
KOMMWCCUIO UM BEOOMCTBO - COCTaBIeHne
OTBETa 3asiBUTENIO O pe3ynbTaTax
paccMOTpeHMs 3anpoca
51.4 CocraBneHue oTBeTa n3yyeHune 3anpoca - NpocMoTp
npu OTCYTCTBUW Ha cnpasoyHon nutepaTypbl n HCA -
XpaHeHN JOKYMEHTOB |HanMcaHue n ohopMrieHne oTBeTa
no npegmeTy 3anpoca*: |(ConpoBOAMTENBHOMO NUCbMa)
5.1.4.1 |be3 pekomeHgaumi no 3anpoc 15
[anbHenwemMy noucky
MecTa UX XpaHeHUs
5.1.4.2 |- c pekomeHgauMaMm 3anpoc 8
no ganbHenwemy
NoncKy MecTa nx
BO3MOXXHOFO XpaHeHusi
5.1.4.3 |c nepecbinkon 3anpoc 50
HenpounbHOro
3anpoca no
NpVYHaOIeXHOCTN
515 MoarotoBka n3yyeHune HCA - 3aka3 HeoOXOAMMbIX Aen
TEMaTU4eCKoro - X MOSIUCTHbIVA NPOCMOTP - BbISIBIIEHNE
nepeyHsi JOKYMEHTOB  |JOKYMEHTOB MO TEME - aHHOTUPOBAHME NX
(o6vemom po 0,5 COAEPXXaHWsl - COCTaBIEHNE NepeyHst
aBTOPCKOro nucra)*: 3arofioBKOB JOKYMEHTOB C yKa3aHUeM
NMOUCKOBbIX AaHHbIX - HAaNUcaHue
MHOPMALMOHHOIO NMCbMa
5.1.5.1 |- kpaTkun yen.gH 2 [na gokymeHTOB
5.1.5.2 |- aHHOTMpPOBaHHbIN yen.gH 5 [10COBETCKOro
nepuoga,
[OOKYMEHTOB
NNYHOro
NPONCXOXAEHUS,
[OOKYMEHTOB Ha
WMHOCTPaHHbIX
A3blKax
npuMeHsieTcst
KO3 pULUNEHT
1,25
5.1.6 MogroTtoBka 0630pa nsyyeHme HCA - 3aka3 Heobxoaumbix
(o6bbeMom 1 aBTOPCKUIA  |eaNHUL, XPaHEHUS - UX MOJUCTHbIA
nneT)*: NPOCMOTP - BbISIBIIEHWNE JOKYMEHTOB - UX
cucTeMaTtusaums - HanmcaHve TekcTa
0630pa - obopmIeHne TUTYNbLHOro NncTa
- COCTaBlieHME OrnaBrneHus,
NPeANCoBUS, CMCKa COKpaLLLEHUN,
yKasaTtenewm - COCTaBleHne, cnucka
OHA0B, MHPOPMALMSA O KOTOPbIX
BKMtoYeHa B 0630op, 6ubnuorpadun no
Teme (ons Tematuyeckoro ob63opa)
5.1.6.1 |- doHpa yen.gH 20




5.1.6.2 |- TemaTnyeckoro yen.gH 30
5.2 OpezaHu3ayus
KonupoeaHusi
JOoKyMeHmoe o
3akaszam
nonb3oeamersiel
5.21 OpraHuzsauus npuem 3akasa Ha WUCMOSIHEHME - NpoBepKa n.2 150
BbINOMHEHUS [OrOBOpPa |HaNM4YMs KOMUI JOKYMEHTOB B hoHAE
(3aka3a) Ha nonb30BaHust - onpeaeneHne
KonupoBaHue BO3MOXXHOCTM U cnocoba KonnpoBaHus
OOKYMEHTOB cunamu OOKYMEHTOB - paCCMOTPEHNe
apxuBa PYKOBOACTBOM apxvBa unu
YMONHOMOY€EHHbIM AOIMKHOCTHBIM NTULIOM
ANs ornpeaerneHns BO3MOXHOCTU ero
UCMNONHeHUs - ohopmneHne bnaHka
3akasa - nepejaya 3akasa Ha
UCMOSHEHWE - MOSy4YeHNEe NCMOSNTHEHHOTO
3aKasa - cBepka OGraHka 3akasa ¢
N3roTOBMEHHBbIMU KOMUSIMM - MPOCTAHOBKA
apXMBHbIX LWUMEPOB U WTamna
"PaccekpeyeHo" (npy HeobxoanmocTu)
Ha nucTax Konum - opopmneHne akra
CcAaun-NPUEMKN OKa3aHHbIX YCyr -
Bblaava (Nepechifika) Konui 3akasdmky
52.2 BbinonHeHne gorosopa |pacnpasrieHne NUCTOB M MNOAMOXKKa nog X [ns AOKyMeHTOB
(3akasa) Ha umMdpoBoe  |HMX 6enbix NMCTOB (NPY HEOBXO0ANMOCTH) dopmartom bornee
KOnupoBaHue - CKaHVMpoBaHWe JOKYMEHTOB C A3 npumeHseTca
OOKYMEHTOB: UCMONb30BaHWEM MMaHeTapHOro ckaHepa K09 puLMeHT
- pasMeLleHne B NoKanbHON nanke - 0,75, BoKkyMeHTOB
MapKMpoBKa (nepeMmMeHoBaHue) B MIOXON
nonyyeHHbIX hannos - npoBepka dumsunyeckon
KayecTBa CKaHMPOBaHUS - 3anucb Ha COXPaHHOCTY -
BHELLHMI HOCUTENb UHOPMaLMK Un 0,4
pacrnevaTtka Ha BymaxHoM HocuTerne ¢
npocTaBneHNEM apXUBHOrO LWndpa
(cornacHo poroBopy Ha KonMpoBaHue) -
bopMUpOBaHUE OTHETA O KONNYECTBE
OTCKaHMPOBaHHbIX JOKYMEHTOB
5.2.2.1 |Ha BOKYMeHTbIl Ha X Mpwn BbIGOPOUYHOM
GyMaxHOM HocuTenNe: KOMMpoBaHMK
npuMeHsieTcs
KO3 pULMEHT
0,75
- TEKCTOBbIE (C n. 2 440
paspeweHmem 300 dpi
JPEG)
- TEKCTOBbIE (C n. 2 400
paspelueHmem 600 dpi
JPEG)
- TeKcToBbIE (C n. 2 360
paspeweHmem 900 dpi
JPEG)
- TeKcToBbIE (C n. 2 324
paspelueHnem 1200 dpi
JPEG)
- KapTorpadumyeckas, n. 2 120
KOHCTpYKTOpCKas
OOKyMeHTauus,

n3obpasutenbHble




maTtepuansl (c
paspeLueHmem 600 dpi
JPEG)

5.2.2.2 |Ha doHOOOKYMEHTHI (B yac 3ByYaHus 4 [na rpamsanvcn
cdopmate WAV, 96 kl'y n npumeHsieTcs
24 6uT) K03 buLMeHT
0,75,
ANEKTPOHHbIX Ha
060Cc06neHHbIX
Hocutensx - 1,5
5.2.2.3 |Ha coToaoKymMeHThI (C en. ydeta 65
paspeLueHnem 300 dpi
TIFF)
5.2.3 |OpraHusauus npvem 3akasa Ha UCMOoSIHeHue - 3akas3 4
MCMONHEHNs JOroBopa  |paccMOTpeHue 3aka3a PyKOBOACTBOM
Ha camocTosATeNbHOE apxvBa W ynormHOMOY€HHbIM
KonmpoBaHue AOIMKHOCTHBIM NMLIOM A5 onpefeneHns
AOKYMEHTOB BO3MOXHOCTMN €r0 UCMOSNHEHUS] -
nonb3oBaTenem ochopmneHune gorosopa 1 cyeTa Ha
onnary ycnyru - pasmelleHve TpadgapeTa
"paccekpe4veHo" (npy Heob6xoanMocCTH) -
KOHCYnbTUPOBaHWe Nnonb3oBaTens no
npasuram caMOCTOSTENbHOMO
KonupoBaHus, paboTte ¢ obopyaoBaHuem
apxuBa, nyylemy pacrosioKeHNo
AOKYMEHTOB - BefjeHne rpaduka
oYepedHOCTN KONMPOBaHNA Ha
obopyaoBaHUM apxvBa - KOHTPOIb 3a
cobnogeHnem ycrnosuii gorosopa u
COXPaHHOCTbIO JOKYMEHTOB -
odhopmneHne akta coavun-npuemMKkm
oKa3aHHbIX ycnyr
5.3 O¢popmrnieHue u NPOCMOTP 3asiBNeHns nonb3oBaTens yen. 20
eedeHue /IU4HO20 (nucema opraHm3aumn) - nposepka
desla nosib308amerisi 8 [NPaBUIIbHOCTY 3aMNONHEHUS UM aHKETbI -
qumanbHoM 3asne* O3HaKOMIIeHMe nonb3oBaTens ¢
YCMOBUSAMW NCMOSb30BaHNSA AOKYMEHTOB
W pexMmoM paboTbl YnTansbHoro 3ana -
pa3bsACHeHWe O Nopsiake 3akasa
aokymeHToB 1 HCA - BHeceHue cBeaeHuin
B Bl (>kypHan) perncrpauuu
nonb3oBaTenen n X NUYHbIX gen -
odhopmneHne BpeMeHHOro nNpornycka Ha
npoxop - hopmMupoBaHue n BegeHne
NIMYHOro Aena nonb3oBaTens
5.4 Modzomoeka paspaboTka KoHLenumm - paspaboTtka yen.gH 40
Kamanoza CTPYKTYpbl, NOArOTOBKa

ucmopuko-0oKymMeHma
/IbHOU 8bicMasKu
(o6bemom 1
aemopckuli 1ucm)

nnaHa-npocnekTa, pac4yet 06bLemMoB n
napameTpoB n3gaHus - oTbop
AOKYMEHTOB M My3eWHbIX 3KCMOHAaTOB Afs
BKIIOYEHMWS - pefaKkTpoBaHmne
aHHOTUPOBAHHOIO NEePeYHsl C Hay4HbIM
onvcaHnemM JOKYMEHTOB 1 9KCMOHaToB C
yKkasaHVem MeCT XpaHeHus - NOAroToBKa
TEKCTOB Hay4HbIX CTaTen, NPMBETCTBUA 1
npeancnoBus - COCTaBMneHne cnmncka
OpraH13aTopoB M y4aCTHWKOB BbICTaBKM -
3aKIoYeHVe JOroBOPOB CO CTOPOHHVMM
opraHusaumsiMu Ha npaso nybénukauum -
CKaHMpoBaHue u poTocbemMka
AOKYMEHTOB WM 3KCNOHATOB C 3aMUCbio Ha
SMNEKTPOHHbIVA HOCUTENb - POPMUPOBaHME
PYKOMMCK KaTarnora v 3neKTPOHHOro
KOHTEHTa n3obpaxeHwn Ansa nepegayn B




n3aaTenbCTBO - COBMECTHasA paGOTa C
n3aaTenbCTBOM MO NOAroToOBKE MaKeTa
KaTtarnora, BblYUTKa U uopa60TKa MakeTa

5.5 lModzomoeka opraHu3aunoHHO-TeXHUYeckas paboTta X [na gokymeHTOB
eupmyanbHoU (cocTaBneHve cnvcka opraHn3aTopoB n [0COBETCKOro
ebicmaskKu, Y4YaCTHUKOB BbICTaBKM, 3aKr4eHne nepuoga
UHMepHem-NPoeKkma: |0oroBOPOB CO CTOPOHHUMMU npuMeHsieTcs

opraHusauusimu, neperosopsbl 1 KoacppuumeHT
nepenucka 06 otbope n NnpegocTaBneHmu 1,25,
3KCMOHATOB) - onpeaerneHne Kpyra (POHOLOKYMEHTOB
¢oHaoB no Teme - naydyeHne HCA - -2,0
pa3paboTka Hay4HOW KOHLEeNLun-3akas

HeobxoanMbIX Aen - NPOCMOoTP Aen ans

BbISIBNIEHMS] M OTOOpPa JOKYMEHTOB,

UNOCTPaTMBHOIO MaTepuana -

COCTaBfneHe CBOOHOrO nepeyHs

0TOBPaHHbIX AOKYMEHTOB - ONMUCaHNE 1

aHHOTMpPOBaHNE OOKYMEHTOB -

coctaBneHue npeancnosus n HCA -

N3roToBrieHne n 0bpaboTka 3NeKTPOHHbIX

KONWIA OKYMEHTOB - OCYLLECTBIIEHNE

NPUBA3KN 3NEKTPOHHBIX KOMWIA K NEPEYHI0

- pa3paboTka gu3anH-NpoekTa -

pasMeLLeHne KOHTEHTa Ha

MHTEpHeT-canTe

5.5.1 CaMOCTOATENBHOM C X
KONM4YecTBOM
3NeKTPOHHLIX 06pa3oB
[OOKYMEHTOB:

5.5.1.1 |cBblwe 50 yen.gH 30

5.5.1.2 |po 50 yen.aH 15

55.2 3NEKTPOHHOM BEPCUMU N3roToBreHMe N 00paboTka 3NEeKTPOHHbIX yen.gH 20
NCTOPUKO-AOKYMEHTAarbH |KONuiA JOKYMEHTOB - OCYLLECTBIEHNE
on NPUBSI3KN 3MEKTPOHHBIX KOMUIA K MePEYH!0
BbICTaBKM - pa3paboTka gu3anH-NpoekTa -

pasMeLLeHne KOHTEHTa Ha
WHTepHeT-canTe

5.6 Ucnonb3oeaHue
doKymMeHmos 8
cpedcmeax maccoeoli
uHgopmayuu

5.6.1 MoagroToBka nybnukaumm |03HaKoOMIEHNE C NMTepaTypoit No Teme - yen.gH 18 [nsa gokymeHTOB
B CMW, cante, onpegeneHne kpyra oHAOB No Teme - [0COBETCKOro
couunanbHou ceTw, n3dyveHne HCA - 3aka3 HeoOXoaMMbIX nepuoga
NeKumun, ooknaga Ha OOKYMEHTOB - MOJIUCTHbIA NPOCMOTP npuMeHsieTcst
OCHOBE apXMBHbIX €[MHUL, XpaHEHWUS NS BbIABNEHUS U KoachpuumeHT
DOKyMeHTOB (06bemom 1|oTGopa AOKYMEHTOB, UNIMIOCTPATUBHOIO 1,3
aBTOPCKUI NUCT) MaTepuarna - CoOCTaBleHue nnaHa ctaTbu

- Han1caHue TekcTta - paboTa ¢
penakTopomM
5.6.2 MogroToBKka Tene- UM [03HAKOMMEHUE C NUTEpaTypow no Teme - yen.gH 10 [na gokymeHTOB

paguvonepegayn
(NpoJoMKUTENBHOCTLIO
10 MUHYT 3dpmpHOro
BPEMEHM)

onpegeneHve kpyra oHOOB Mo TeMe -
nsyyeHve HCA - 3aka3 HeobxoanMbIX
AOKYMEHTOB - NMOMMUCTHBIN MPOCMOTP
€OVHWL, XpaHeHWs ANs BbISBNEHNS U
oTbopa AOKYMEHTOB - CoCTaBfeHve
nnaHa nepegayv - HanucaHue
AVKTOPCKOro TekcTa - paboTa ¢
peAakTopoM - 3anvchb nepeaayn

[0COBETCKOro
nepvoga
npumMmeHaeTcAa
KO3 pULMeHT
1,3




5.7 lpoeedeHue
UHOPMaYUOHHbIX
Meponpusmul ¢
ucrionb308aHuem
doKkymeHmos

5.71 MoaroToBka aKCKypCuK: |MOArOTOBKA NiaHa 3KCKypCcum -

cornacoBaHue ¢ 3a4eiCTBOBaHHbLIMM
CTPYKTYPHbIMU NoapasfeneHnsamm
apxvBa MapLipyTa u BpeMeHH
NpoBefeHNs 3KCKYpPCUm - onpegeneHne
Kpyra ooHAoB no Teme - nayvyeHne HCA -
3aKa3 HeobXoaUMbIX JOKYMEHTOB -
NOMMUCTHBIA NPOCMOTP €AUHWL, XPaHEHUS
ONsi BbISIBNEHUS1 U OTOOpa JOKYMEHTOB,
UNNIOCTPaTMBHOIO MaTepuarna ans
AEMOHCTpaLmmM - NOAroToBKa TeKkcTa
3KCKypCUM

5.7.1.1 |- o630pHOI MO apxmBy Yen.oH 3
(MpoAOMKNTENBHOCTLIO
80 90 MUHYT)

5.7.1.2 |- Tematnyeckomn unm no yen.gH 10
BbICTaBKe,

NOAroTOBNEHHOMN
apxvMBoOM
(MPOAOMKUTENBHOCTBLIO
00 60 MUHYT)

5.7.2 MposeaeHue akckypcum mMepornpusaTe
no apxvBy nnu
BbICTaBKe,

NOAroTOBIEHHON
apxvBOM

5.7.3 [NogrotoBka n noaroToBKka nraHa MeponpuaTug - yen.gH 7
npoBefeHVe BCTpeYn ¢ |onpeaeneHne Kpyra oHA40B No Teme -
o6LecTBeHHOCTLH, AHA (M3ydeHne HCA - 3aka3 Heobxoaumbix
OTKpbITbIX ABEPEN, OOKYMEHTOB - MOMMUCTHBIA NPOCMOTP
npeseHTauun, €0UVHWL, XpaHEeHWS1 ANs BbISIBNEHUS U
TemaTn4eckmx BeyepoB |oT6opa AOKYMEHTOB, UMMOCTPaTUBHOIO
n apyrux MaTepuvarna gnis UCnonb30BaHNs -

HanucaHue aBTOPCKOro TeKcTa -
npoBeaeHne MeponpusaTUsi

5.8 [JocoeopHasi paboma c
nosb3oeamensamu’;

5.8.1 noaroToBKa U npveM 3akasa Ha okasaHue ycrnyr [oroeop 0,366 [nsa noroeopos ¢
3akntoyeHne goroeopa  |(BbinonHeHne paboT) - cornacosaHme (3 vaca) WHOCTPaHHbIMU
(3akasa) yCnoBui foroeopa - opopMrieHe nonb3oBaTensamm

[OroBopa - peructpauus gorosopa B bJl npumeHsieTcs
(kypHane y4yeTa) - nepefada 3akasa Ha K09 puLMeHT
MCMONHeHne 1,5

5.8.2 COMPOBOXAEHME U YY4ET |KOHTPOJSb 3@ CPOKaMMU UCMONHEHUS [0rosop 0,5 [ns goroeBopos c

JoroBopa (3akasa) [OroBopa (3akasa) - npoBepka WMHOCTPaHHbIMMU
COOTBETCTBYWSA YCINOBUIA fOroBOpa nonb3oBaTenamm
(3akasa) BbinonHeHHoW paboTe - npumMmeHsieTcs
ohopmneHne akta caavun-npuemMKkm KOahpULNEHT
OKasaHHbIX YCnyr - nepegaya 1,5
pe3ynbTaToB BbINOMHEHUS AOroBopa
(3akasa) - npocTaHoOBKa OTMETKM O
BbINoNIHeHUU B B[] (kypHarne y4yeTa)

5.9 UHgpopmayuoHHoe

conpoeoxdeHue (e




meyeHue 200a):

5.91 Beb-CcTpaHuLpbl apxvBa yen.gH 2
Ha oduumnansHoOMm cante
rocyapCcTBEHHbIX 1
MYHULMNAnNbHbIX
yupexaeHumn
(www.bus.gov.ru)
5.9.2 odmumanebHoro canta pasMeLleHne Ha cante yen.gH 56
apxuBa MH(OPMaLMOHHBLIX MaTeprasnoB COrnacHo
PekomeHaaLmsM No co3gaHuio
apxvBHoro canTa B NHTepHeT -
peaakTMpoBaHue pasaernos canta u
nogaepXaHvne ux B akTyanbHOM
COCTOSIHUM - MoAepaunst opyma -
NOAroTOBKA aHaNMTU4eCKUX CBEAEHWIN O
Konu4yecTBe nonb3oBaTtenei 1
NPOCMOTPOB CTPaHUL, canTa
5.9.3 CTpaHuLbl apxmnBa B opMMpOBaHNE KOHTEHT-MNNaHa yen.aH 28
coumnanbHon ceTu nybnvkaumn - paspaboTka cTpaTerum
CTpaHuUbl - MeguannaHmpoBaHue -
pasmeLLeHve nybnvkauum -
MoZepupoBaHne - agMUHUCTPUPOBAaHME -
NPOABWKEHME CTPaHMULbI
5.10 Y4yem ucnonb3oeaHus |BHeceHUe CBeAeHWU O hakTe 3anuncb 40
doKkymeHmos* ncnonb3oBaHus AokyMeHToB B B[]
(kapTOTEKy) N0 YyCTAHOBNEHHOWN B apxuBe
dopwme
6. PaboTa c apxMBHbIMU JOKYMEHTaMU, ABMSKOLWMMUCA HOCUTENAMU CBESEHUN, COCTaBIAIOLMNX
rocyfapCcTBeHHy TalHy
N n/n | HaumeHoBaHne paboTbl CopepxaHue paboThbl EavHuua Hopwma Hopma MpumeHeHne
n3MepeHnsa |BpemeHu,| BbipaboTkm |koadbduumeHTa
B Yen.gH | Ha 1 yen.gH
6.1 OpezaHu3auyusi pabomsi
no
pacceKkpe4ugaHuro
OOKyMeHmos
6.1.1 NpOCMOTP onucew ¢ onpeaeneHne coctaBa JOKYMEHTOB C onucarernbHa 350
Lenbo UCTeKaloLLMM CPOKOM CEKPETHOCTHU - A cTaTbs
paccekpeynBaHus NPOCMOTP 3arofioBKOB AeN - COCTaBMneHne
cnucka en Ha paccekpeynBaHme
6.1.2 NOSIUCTHBINM NPOCMOTP  |onpeadeneHne coctasa JOKYMEHTOB C n. 1100
Aen ¢ uenbto MCTeKaloLLMM CPOKOM CEKPETHOCTHU -
BbISIBNIEHMS [JOKYMEHTOB |0chopMIieHne 3aka3a Ha Bblgady gen -
C rpudbamy CEKPETHOCTY [CBEpKa BHYTPEHHE OMNUCK C
OOKyMEeHTaMu fena - NoNUCTHbIN
NpOCMOTP Aena Ha Hanuyne B HeM
AOKYMEHTOB C rpudOM CEKPETHOCTU -
COCTaBIiEHWE CrMcKka CMrHaTyp nNMcToB
AOKYMEHTOB, MMelLwmnX rpud
CEKpeTHOCTH
6.1.3  |noprotoBka nepevHs UHdopMmpoBaHue doHaoobpasoBaTens nosuums 30




OOKYMEHTOB A11sd CEKPETHbIX JOKYMEHTOB UMK €ro nepeyHs
nposegeHnst npaBonpeeMHnKa o cocTaBe U obbemax
paccekpeynBaHus OOKYMEHTOB C UCTEKAIOLLIMM CPOKOM
CEKPETHOCTU - COCTaBreHne n
cornacoBaHue C YNofIHOMOYEHHbIMU Ha
paccekpeunBaHue opraHM3aunsamMu nraHa
pacceKkpeunBaHUs JOKYMEHTOB -
COCTaBJIEHNE NEPEYHST eOUHULL XpaHEeHNsI
(DoKymMeHTOB) Ha paccekpeynBaHue
6.1.2 NnoAroTOBKA 3KCMEPTHOrO|NMOArOTOBKA 3KCMEPTHOrO 3aKMYEHMs O nosunuus 24
3aKMoyeHns ans BO3MOXHOCTM nepeyHs
KomMuceuu, paccekpeunBaHuNs/NpoArieHMn cpoka
YMNONTHOMOYEHHOW Ha 3acekpeydnBaHNs/M3MeHeHUN rpuda
paccekpednBaHue CEKPETHOCTU [JOKYMEHTOB C
MOTUBMPOBaHHOW aprymeHTaumen
NPUHATLIX PELUEHU - NpeacTaBneHne
3aKITYEHNSA Ha KOMUCCUIO NO
pacceKkpeynBaHuto
6.2. UcnonHeHue 3anpoca
Ha paccekpevyueaHue:
3MNopnyHkT 5.1.3.3 pasgena "OpraHu3aums ncnonb3osaHuns".
6.3 BedeHue yyema
pacceKkpeYyeHHbIX
JoKyMeHmoeg 4
4T1yHKT 2.4 pasgena "BefeHue yyeTa apXmMBHbIX JOKYMEHTOB".
6.4 llpocmaHoeka
wmamnoe unu
ommemok o
paccekpeyusaHuu?
3MyHkT 1.18 pasgena "ObecneveHne COXpaHHOCTU AOKYMEHTOB".
6.5 UHghopmupoeaHue 0  |NOArOTOBKA Ha OCHOBE NepPeYHEN yen.gH

pesynbmamax
paccekpequeaHus (no
umozam 200a)

OOKYMEHTOB Ha paccekpeynBaHue
MHpopMauun ans pasmeLleHus Ha canTe
apxuBa unu B cooteeTcTBytowwen b -
VMHGOPMUPOBaHUE YNONTHOMOYEHHOTO
opraHa MCMNonHUTENbHOW BNacTu B cdepe
apXMBHOro Aena o pesynbtaTtax
paccekpednBaHusi

7. OpraHusauMoHHasa U HayYHO-MeToauYeckasa pabora




N n/n | HanmeHoBaHue paboTbl CopepxxaHune paboThbl Eannunua Hopma Hopma MpnmeHeHne
M3MepeHus |BpemeHu,| BbipaboTkM | koaddpmumeHT
B Yen.aH Ha 1 yen. a
OH
7.1 lnaHupoeaHue u
omyemHocmb
711 CocTtaBneHue rogosoro |cbop, aHan1M3 UcxogHom MHopMaLmm - X
nnaHa paboTbl apxMBa |onpegeneHue 3agay U NpMopuTETOB Ha
(c pac4eTHOM YacTbio U [rof - pacyeT nnaHoBoro GompxkeTa
NPUNOXEHNSIMU, paboyero BpeMeHM apxmBa B LENIOM -
NpeayCMOTPEHHbIMU [oBefeHne A0 CTPYKTYPHbIX
cuctemon noapasgeneHnii NpUopuTETHLIX 3a4ad U
NnaHoOBO-OTYETHOMN MeponpusATUI - c6op NNaHOB CTPYKTYPHbIX
OOKyMeHTauum)*: noapasgenexHnii - opmMnpoBaHmne Ha Nx
OCHOBE MpOEeKTa NfaHa apxvea n
NPUINOXEHWI K HEMY - COrfacoBaHve B
CTPYKTYPHbIX MOApPa3neneHnsix npoekTa
nnaHa apxvea - NpeAcTaBneHne Ha
paccMOTpeHMU aupekuun - gopaboTka no
3aMeyvyaHusIM - HanpaerneHue Ha
corrnacoBaHue BbILLECTOSLLErO opraHa -
COCTaBJIEHME pPaCYETHOM YacTn
nnaHa/oTyeTa apxmea - 3anosiHeHne
3NEKTPOHHBLIX hOPM BEAOMCTBEHHOM
CTaTUCTUKK (NNaH)
7.1.1.1 [rocynapcTBeHHoOro ¢ X
06BEMOM JOKYMEHTOB:
6onee 1000,0 KOMMNIeKT 22
TbiC.€4.Xp. [OKYMEHTOB
no 1000,0 Teic.eq.xp. KOMMIEKT 16
[OKYMEHTOB
7.1.1.2 [MyHMUMnNansHoro c X
00bEMOM JOKYMEHTOB:
6onee 100,0 TbiCc.€g.Xp. KOMMNAEKT 11
OOKYMEHTOB
no 100,0 Teic.eq.xp. KOMMNeKT 8
[OKYMEHTOB
71.2 CocTtaBneHne rogoBoro |onpeaeneHne npuopuTeTHbLIX 3adady u OOKYMEHT 4 Mpu Gonblien
nnaHa paboTbl MEPONPUSATUI - pacyeT NraHOBbIX LITaTHOM
CTPYKTYPHOTO o6bemMoB paboT u GroaxkeTa paboyero YNCINEHHOCTU
noapasgeneHnst apxuea |BPEMEHU CTPYKTYPHOro noapasfaeneHus - CTPYKTYPHOro
yncneHHocTbo o 10 KoopAnHaUma 1 cornacoBaHune nogpasgenexHu
yenoeek* nokasarternen nnaHa u BugoB paboT co a
CMEXHbIMU CTPYKTYPHBIMU npumMmeHsieTcs
noapasgeneHnsiMu - CoctaBneHme K03pPULUMNEHT
pacyeTHOI YacTu nnaHa/oTyeTa 1,25
CTPYKTYPHOro nogpasaeneHus -
cocTaBneHne NOSICHUTENbHOMN 3arnnckn K
nnaHy (npu HeobxoaMMocCTH) Nnepefada
nnaHa CTPyKTypHOro noapasgenexHus ans
BKITOYEHMS B NNaH apxuea
7.1.3 |CocraBneHue rogoBon |cHOp 1 aHanM3 OTYETHON MHAOPMALIMK X

OTYETHOCTW apxmBa™:

CTPYKTYPHbIX NoapasaeneHuii -
dhopMrpOoBaHUE NMPOEKTA TEKCTOBOW YacTu
oTyeTa M rooBbIX (DOPM OTHYETHOCTU -
COrnacoBaHue B CTPYKTYPHbIX




nogpasfeneHnsx - NpeAacTaBneHve Ha
paccMoTpeHve aupekumn - gopaboTka no
3aMeyvaHusM - HanpasneHue B
BbILLECTOSLLMIA OpraH 1 opraHbl
CTaTUCTUKM - 3anOfHEHNE ANEKTPOHHBIX
hopm BEJOMCTBEHHOW CTATUCTUKK (OTYET)

7.1.1.1 [rocypnapcTBeHHoOro c
00bEMOM JOKYMEHTOB:
6onee 1000,0 KOMMMeKT 26
TbiC.ed.Xp. [OKYMEHTOB
0o 1000,0 Teic.eq.xp. KOMMMEeKT 18

[OKYMEHTOB

7.1.1.2 |myHuumnansHoro c
06BEMOM JOKYMEHTOB:
6onee 100,0 Tbic.eq.xp. KOMMNeKT 13

[OKYMEHTOB
0o 100,0 Teic.eq.xp. KOMMMEeKT 9
OOKYMEHTOB

71.4 CocTtaBrneHue rogoBoro |aHanu3 pacyeTHoOW YyacTu nnaHa/oTyeTta OOKYMEHT 3 Mpwn GonbLien
oT4yeTa CTPYKTYPHOTO CTPYKTYPHOro noapasaerneHus - YNCIEHHOCTU
noapasfeneHns apxvea |NOAroToBKa OTHETHOWM MHopMaLmu CTPYKTYPHOro
yncneHHocTbio oo 10 (NOSICHUTENBHOW 3aNWCKN) ANst BKIKOYEHWS nogpasgenexu
yen.* B TEKCTOBYIO YacTb OTYETa apXx1Ba, A

3anoIHEHUS pacYeTHOW YacTu npuMeHsieTcs
nnaHa/oTyeTa apxvea, POpPMUPOBaHNSA KoadppuruneHT
rogoBbIX OTYETHLIX (hopm 1,25

7.1.5 CocTtaBneHune cbop n aHanu3 oT4eTHOM UHopMaLn OOKYMEHT 4

KBapTanbHON CTPYKTYPHbIX NoapasneneHuni -
OTYETHOCTYU 3anosfiIHEHNE pacyeTHOW YacTu
rocygapcTBEHHOro nnaHa/oTyeTa apxmsa - NOAroToBKa
apxvea* KpaTKoW CNpaBKu O NOMyYEeHHbIX

pesynbTatax - NpeAcTaBneHve Ha
paccMOTpeHne AMpeKLMm - 3anofiHeHe
KBapTarnbHbIX (POpM OTYETHOCTY -
HanpaBrieHne X B BbILLIECTOSALLMA OpraH un
opraHbl CTaTUCTUKK

7.1.6 [NogrotoBka cbop 1 aHanu3 MHOMBUAYarnbHbIX OTYETOB | [OKYMEHT 1,5 Mpun Gonbluen
KBapTarnbHOro ot4eta  |pabOTHMKOB - 3anofHEHEe pac4YeTHON YNCINEHHOCTU
CTPYKTYPHOTO YacTu NnaHa/oTyeTa - nepefaya oT4ETHOM CTPYKTYPHOro
nogpasfeneHus apxmea |MHGopMaLUmum CTPYKTYPHOTO nogpasgenexu
yncneHHocTbo go 10 nogpasgerneHus ons 3anosiHeHns a
yen.* 3anornHeHne pacyeTHON 4YacTum npumeHsieTcs

nnaHa/oTyeTa apxmea KoadppmumneHT
1,25

717 MoaroToBka MECAYHOro |exeaHeBHOe UKCMpOBaHUE 00bLEMOB yen.gH 0,25
WHAOVBMAYaNbHOro npogenaHHon paboTbl N0 yCTaHOBNEHHOMW
oT4yeTa paboTHuKa B apxvBe hopMe - NoAcHeT nx 06beMoB

3a Mecsi,

7.1.8 OcyliecTBneHne BbIOOPOYHasi NPOBEpPKa BbINOHEHHOM yen.gH 0,25 Mpwn GonbLluen
pykoBoguTenem COTPYAHUKaMU CTPYKTYPHOTo YNCIEHHOCTU
CTPYKTYPHOTO nogpasgeneHus paboTbl - NPUHATUE Mep CTPYKTYpHOro
noapasfeneHus apxmea |Nno UCNpaBfeHnIo BbISIBIIEHHbIX nogpasgenexu
uncneHHocTb 4o 10 ven. [HegocTaTKoB - MOArOTOBKA NPeasoXKeHN A
KOHTpons 3a paboToi Mo HaNOXeHWUIO B3bICKaHUs (B cny4yae npuMeHsieTcs
COTPYAHUKOB BbISIBNIEHUS HEAOCTATKOB) KoadppmumneHt

1,25




7.2 OpeaHu3auus pabomabl
coeseuwjamesibHbIX
opz2aHos
7.21 [NogrotoBka OMNOBELLIEHME YITEHOB COBELLATENBHOIO
npoBeaeHus: opraHa 0 BpEMEHU N MecTe 3acefaHus -
cbop, pa3aMHOXeHNE U JOBEAEHNE
mMaTepuarnoB [0 YIEHOB COBELLaTENbHOIO
opraHa - NoOAroToBKa NOMeLLEeHUs U
3BYKO3aNMCbIBaOLLEN TEXHUKU - BEOEHME
1 ocbopmIieHne NpoTokona
7.2.1.1 [3acemaHus mMeponpuaTne 2
coBeLLaTenbHOro
opraHa apxuBa
(anpekuunn, Kommnceum,
coBeTa)
7.2.1.2 |cnyxebHoro coBellaHns MeponpusaTe 1
722 MogroToBka AOKYMEHTOB|NoAbopka HeobXoANMbIX HOPMATUBHBIX U
(OoknagoB, COOOLLEHMI, IMETOANYECKNX JOKYMEHTOB - U3yYEHUE U
3aKIIOYEHWUIA, peLeHs3nii, [aHanua Bonpoca - HanucaHne TekcTa
CrpaBOK, MPOEKTOB
peLueHnin o6beMoM ao
0,5 aBTOpCKOrO NKUCTA):
7.2.2.1 |k 3acepanHuio OOKYMEHT 4
COBELLATENBHOrO
opraHa apxuBa
(Bvpekuun, Kommcemu,
coBeTa)
7.2.2.2 |-k cnyxebHoMy OOKYMEHT 1,5
COBELLaHNI0
7.2.3 Yyactue:
7.2.3.1 |[B 3acegaHun meponpusatue| 0,25
COBELLATENBHOro
opraHa(aupekuum,
KoMmuccun, coBeTa)
7.2.3.2 |B cnyxebHom meponpusatne| 0,122
COBeLLaHun (1yac)
7.3 Hay4Ho-memoduyecka
s paboma
7.31 MogroToBka:
7.3.1.1 |HayuHoro goknapga, nogbopka HeobX0aUMbIX HOPMATUBHBIX U OOKYMEHT 15
aHanuTnyeckoro ob3opa |MeToanYeCcknx AOKYMEHTOB, NMUTEpPaTyphI
(o6beMom 1 aBTOPCKUIA M apXMBHBIX AOKYMEHTOB - UX
nncr) cucTeMaTusaums 1 aHanuma - HanmcaHue
TekcTa - obcyxaeHne ¢
3aMHTEPEeCOBaHHbIMW CTPYKTYPHBIMMU
noapasgeneHnsmu - gopaboTka no
3aMeyvaHuaMm
7.3.1.2 [nekuuu Kk 3aHATUAM N0 [moabopka HEOOXOAMMBIX HOPMATUBHBIX U OOKYMEHT 10

MOBbILLEHWIO
KBanudmukaumu,
cemMuHapy (o6bemom 1
aBTOPCKUIA NNCT)

MeTOoOMYECKUX JOKYMEHTOB, NUTEpaTYpbI -
NX cucTemMaTu3aums n aHanms -
pa3paboTka nnaHa nekuuu - HanncaHue
KOHCNEKTa Nnekumm - cornacoBaHue
KOHCMeKTa C pyKOBOACTBOM apxvBa Unm
3anHTEpecoBaHHOW OpraHusaumen -
fopaboTka TekcTa no nony4yeHHbIM




3amMeyYaHnam

7.3.1.3 |meTognyeckoro noabopka HeoOX0AUMbIX HOPMAaTUBHBIX U OOKYMEHT 15
nocobusi, MHCTPYKLUUK,  |METOAUYECKMX AOKYMEHTOB, MTepaTtypbl -
pekoMmeHaaLmu, UX cuctemaTtmaauums 1 aHanus -
nopsifka, NnaMmaTk1 1 T.M. |paspaboTka nrnaHa nocobusi - HanucaHme
(o6vemom 0,5 npoekTta nocobus - npegcraBnexHne
aBTOPCKOro nncra) npoekTa nocobusi Ha obcyxaeHne
coBellaTenbHOro opraHa - gopaborka
TeKkcTa Mo NoMy4YeHHbIM 3amMeyaHUsiM
7.3.2 MepepaboTka KPUTUYECKNIA aHann3 MeTo4M4ecKoro OOKYMEHT 8,5
MeToamn4yecKkoro nocobus |nocobus - nogbopka HEOGXOAMMbIX
WHCTPYKLMMK, HOPMAaTUBHbIX N METOANYECKMX
pekomeHaaumu, OOKYMEHTOB, NIUTEPATYpbl - BHECEHWE
nNamsaTku U T.M. HOBaLMI B TEKCT nocobus -
(o6bemom 0,5 npeacTaBneHne HOBOWM peadakuum nocobus
aBTOPCKOro nncra) Ha obcyxaeHue coBellaTensHOro opraHa
- fjopaboTka TekcTa no NonyyYeHHbIM
3amevaHusim
7.3.3 PeveHanpoBaHue aHanu3 peueHanpyemol pa3paboTkm - OOKYMEHT 2,5
NnpoekTa HOPMaTUBHOIO |COCTaBIIEHUE TEKCTa peLeH3nn (0T3biBa)
n/unm MeToanYeckoro
AokymeHTa (o6bemom 1
aBTOPCKUIA MUCT)
74 OpezaHu3auyus
obyyeHus
7.41 [NpoBeaeHue BblSIBIEHWE NUTepaTypbl N0 U3y4aeMoMy
CTaXXMpPOBKU BOMpPOCY - COCTaBIeHMe NporpaMmmel u
NPOAOIKMTENBHOCTLIO  |rpadhmka CTaXMPOBKM C Y4ETOM COCTaBa
7-10 pab. gHew: cnywarenen - 3aknioYeHme o
NPOXOXAEHUN CTAXXMPOBKU
7.4.1.1 |[rpynnoBas MepornpusaTe 6
7.4.1.2 |nHovBuayanbHasa meponpuaTne 4,5
7.4.2 MpoBeaeHne NpakTukn |paspaboTka nnaHa NPakTUKK - mMeponpuaTne 10
CTYLEHTOB BbICLLNX U cornacoBaHue ero ¢ pykoBoauTENem
cpefHux cneumnanbeHblX [NpakTuku (NpeacraBuTenemM yyebHoro
y4ebHbIX 3aBeEHUN 3aBefeHust) - cocTaBrieHue rpaguka
NPOOOIKMTENBHOCTBIO  |NMOCELLEHUSI CTPYKTYPHbIX NoapasaeneHnii
15-20 pab. gHen - OpraHu3aumns NPakTUYEeCKNX 3aHATUN -
noaBeneHne UTOroB NPaKTUKK -
COCTaBIIEHME XapaKTEPUCTUKN
NPaKTUKaHTOB
7.4.3 MpoBeneHne cocTaBfneHvne 3aaHns No BbIMOSTHEHUIO mMeponpuaTne 2
NPaKTUYECKOro 3aHATKSA, |M3y4aeMoro npouecca - noarotoBka
oby4yatoLero cemnHapa, [KOHTPOMbHbBIX BOMPOCOB, TEMATUYECKOro
B TOM 4ncne B cnucka nuTepaTyphbl K 3aHATUIO -
CTOPOHHMUX HanncaHue Te3nCoB - IEMOHCTpaLMS
opraHusauusix onepauui
7.4.4 KoHcynbTupoBaHue No  |gadva NosiCHEHW Mo KOHKPETHOMY KOHCYynbTaum
BOMpocam BOMPOCY C UCMONb30BaHNEM HOPMaTUBHOW A

NpakTU4eCcKoro
NpUMeHeHUs
pekomMeHnaaunm,
METOANK, UHCTPYKLUNA,
namsiToK npu
BbIMNOMHEHUMN
KOHKPETHbIX BUOOB
pabot

N MeToamyecKkon nutepaTypbl -
AOEeMOHCTpauuna npakTtn4eckoro
npuMmeHeHna HopMaTUBHbIX OJOKYMEHTOB U
MeToANYECKNX pa3paboTok




ll. HeHopmupyemas 4yacTtb (B)

nposeaeHue
NCTOPUKO-AOKYMEHTarnbH
bIX BbICTABOK C
3KCMOHMPOBaHUEM
NOAMUHHWKOB apXUBHbIX

TOM 4YuMCre, COCTaBEHUE crnmcka
OpraHn3aTopoB U Y4aCTHMKOB BbICTaBKMY,
3aKIoYEeHEe JOrOBOPOB CO CTOPOHHNMM
opraHu3auusmu, NeperoBopbl U nepenucka
06 oTbope v NpeoCcTaBNeHNN IKCTIOHATOB

N n/n | HaumeHoBaHue paboThbl CopepxaHue paboThbl EavHuua Tpynosatparthl
n3MepeHust
Posbick JOKYMEHTOB, He |M3ydeHue Aena oHaa U onucK - MPOCMOoTP yen.gH Tpyposatpatbl onpegensoTcs no
0BHapy>XeHHbIX B XOA4€e  |KHUT BblAa4M - NOeANHUYHbBIN MPOCMOTP dakTnyeckn 3aTpadyeHHomy BrogxeTy
NPOBEPKN HaNUuuns un €OUMHUL, XpaHeHUs B COCeHNX Kopobkax u paboyero BpemeHu
COCTOSIHWNSI JOKYMEHTOB |(pOHAAX CO CXOXMMM HOMEpPamm -
HanpasreHne 3anpocoB
doHaoobpaszoBaTento, hoHAOCAaTUUKY
(npy HeobGxoaMMOCTH) - COCTaBneHME akTa
06 HeoGHapy>XeHUN apX1BHBLIX
[JOKYMEHTOB, BO3MOXXHOCTM pO3bicka
KOTOpPbIX MCYepnaHbl U CnpaBky No
pesynbTaTtam posbiCKa - 3anofnHeHve
KapTOYKU Ha OTCYTCTBYHIOLLYIO eOANHULY
XpaHeHust - BeAeHNE KapTOTEeKN
HeoBHapy>XeHHbIX JOKYMEHTOB
2 YyacTve B NpoBOAMMOW |y4acTue B MPOBOAVMOM KOHTPOSIbHOM yen.gH TpyposaTtpatbl onpegensitoTcs no
YMONTHOMOYEHHbIM MEpONPUATUN - MOATOTOBKA NPeasioXeHN dakTnyeckn 3aTpavyeHHomy BromxeTy
OopraHom npoBepke no ero pesynbtatam (Npy Heo6xoaNMOCTH) paboyero BpemeHu
cobnogeHus
OopraHu3aunen-MCcToOUHNK
OM KOMMJIEKTOBaHUS
apxuBa 065a3aTenbHbIX
TpeboBaHun B chepe
apxvBHOro fena
3 O6cnyxuBaHue noaroToBKa YNTanbLHOro 3ana K npuemy yen.gH TpygosaTtpaTbl ONPeaensaTCca cornacHo
nonb3oBaTenemn B nonb3oBaTeneu - BKIIOYEHNe pexvumMmy paboTbl YuTanbHOro 3ana
ynTanbHOM 3arne apxvBa |(BbIKNoYeHne) obopyaoBaHus -
npocunakTnyeckas NpoBepka nx
TEXHUYECKOro COCTOSIHUS - KOHTPOSb 3a
cobniogeHnem nonb3oBaTteneM Mopsaka
NCMNONb30BaHWs, NPOTUBOMNOXAPHbLIM
COCTOSIHNEM, COXPaHHOCTBH JOKYMEHTOB U
060pyA0BaHNS - KOHCYNbTMPOBaHWE
nonb3oBaTens Mo CoCcTaBy M COAEPXKaHMIO
[OKYMeHTOB - Bbigada/npvem HCA u
OOKYMEHTOB - OKa3aHue nomoLy npu
paboTe ¢ anekTpoHHbIM HCA
4 ObecneyeHne KOHCYNbTUPOBAHME MO Ny4yLuen yen.gH TpyposaTtpatbl onpegensitoTcs no
npoBedeHUs B apxuBe  (BU3yanusauum apxvea U ero JOKYMEHTOB - dakTnyeckn 3aTpavyeHHoMmy BromxeTy
KMHOOTOCHEMKM 3aKM4eHne JoroBopa - 3aKkas paboyero BpemeHu
HeobX0AMMbIX JOKYMEHTOB - KOHTPOIb 3a
cobntogeHnemM ycroBsmin Jorosopa u
COXPaHHOCTbIO [JOKYMEHTOB
5 O6ecneyeHne opraHusauusi paboyvero mecta aKcnepTa - yen.gH TpynosaTtpatbl onpegensitoTcs no
[eATenbHOCTY 3KcnepTa [NpefocTaBneHne eMy JOKYMEHTOB UIN KX dakTnyeckn 3aTpadyeHHomy BromxeTy
KomMmucenm, Konumn, yyeTHou aokymeHTaumm, HCA k paboyero BpeMeHu
YMOSTHOMOYEHHOW Ha [OKYMEHTaM - KOHCYNbTUPOBaHNE
paccekpevmBaHune
6 MoproToBka u OpraHu3aumoHHO-TeXHNYeckast paboTa, B yen.gH PaboTbl BLINOMHSIIOTCS B pamkax

NPOEKTHON AEATENBHOCTH,
TpyAo3aTpaTtbl N0 KOTOPbIM
onpeaensitoTcsa B 3aBUCUMOCTM OT
macwitaba n ocobeHHoCTel NpoBeeHUs
BbICTaBKM




OOKYMEHTOB

- onpegeneHue kpyra oOHA0B U Hay4YHOM
nuTepaTypbl Mo Teme - pa3paboTka
Hay4yHOW U XyO0XXeCTBEHHOMN KOHLenuun -
COCTaBneHne TeMaTUKO-3KCMO3NLIMOHHOIO
nnaHa - CocTaBrneHne no3arnbLHOro
(MOBUTPMHHOrO) NMraHa BbICTaBKN U
TonorpadmyYeCcKux Onncemn IKCMo3nLnm -
n3y4yeHune HCA - 3aka3 n npocMoTp
JOKyMeHTOB ansl otbopa Ha
3KCMOHMPOBAHUE - ONUCaHNE U
aHHOTMpOBaHWeE JOKYMEHTOB - pa3paboTka
1 cornacoBaHne apXUTEKTYPHOro ackun3aa,
Ou3aliHa CTEeHAOB, NnaHa 30HMPOBAHWS,
(PUPMEHHOTO CTUMS - XyOOXECTBEHHOE
odopMIEHME - MOHTaX/AEeMOHTaxX -
KOHTpOIb 3a COBN0AEHNEM PEXMMOB
(cBeToBOro, TEMNepaTypHO-BNaXXHOCTHOIO)
BO BpeMsi NpoBeAEHMNS BbICTABKY -
HanncaHue NOsICHUTENbHbLIX TEKCTOB K
pasgenam BbICTaBKM - COCTaBIIEHUE U
noaroToBka (hopMaTUpoOBaHMNE) STUKETaXa
BbICTaBKM - NpuemM/caada My3enHbiX 1
apPXUBHbIX AKCTMOHATOB OT CTOPOHHMX
opraHusaumm

7 MogroTtoBka
NCTOPUKO-AOKYMEHTarbH
bIX COOPHMKOB

cocTasrneHue 6ubnuorpadun no Teme
nyénvkaumm - nsydeHune nutepartypbl no
Teme - NoAroToBKa NepeyHst apxmBoB U
hOHAO0B AN BbISBIEHUS JOKYMEHTOB -
hopmMMpoBaHve nnaHa-npocnekTa -
BbISIBIIEHNE JOKYMEHTOB (MPOCMOTP
onucewn, NONUCTHbLIN NPOCMOTP Aen), no
ony6nMKOBaHHLIM UCTOYHMKAM U
nepuoan4ecknM M3gaHusam - NoaroToBka
nepeyHsi JOKYMEHTOB - hopMMpoBaHue
pasgenos cbopHUKa - BBOA TeKCTa
OOKYMEHTOB C apxeorpagu4eckomn
obpaboTkol - NpoBepka AOKYMEHTOB Ha
ony6nmnKoBaHHOCTb - cBepka HabpaHHOro
TeKCTa C opurmHanamu - aBTopckasl npaeka
pyKonucu - pasmeTka U HanucaHue
npvMeYaHuii No CoAePXKaHMo
(kommeHTapueB) - NOAroTOBKa ykasatenemn
M Ccnncka COKpaLLLeHWIN, NCTOPUYECKOTO U
apxeorpadn4ecKkoro NnpeancoBnn -
noaroToBKa pyKonucy cOopHuKa K
HayyHomy coBeTy - opraHusaums
peLeH3MpoBaHns 1 0bCyXKaeHNs Ha
HayuHom coBeTe - gopaboTtka c6opHuMka no
3aMeYaHUSM PEeLIeH3EHTOB 1 YrEeHOB
Hay4Horo coseTa - NoAroToBka pykonucu
cbopHYKa K caaye B M34aTensCcTBo -
paboTa no 3amevaHusim pegakropa
n3gaTenbCTBa - CBepka BEPCTKU C
PYKOMUCBIO - NPOCMOTP CUrHAMNbHOIo
ak3emnnsipa

Yyen.gH

PaboTbl BLINONHAIOTCH B pamkax
NPOEKTHON AeATENbHOCTH,
TpyAo3aTpaTtbl N0 KOTOPbIM
onpeaensTca B 3aBUCKMOCTM OT TUna
(Hay4Has, Hay4Ho-nonynsApHas,
y4ebHas), Buaa (nocoHaosas,
TemaTnyeckasi, O4HON Pa3HOBUAHOCTH),
dopmbl (cepusi, cOOpHUK, ansbom) n
crnocoba nsgaHus (bymaxHas,
3NEeKTPOHHAadA) NrnaHnpyemomn
nyonukaumm.

ONEeKTPOHHbIN TEKCT OKYMEHTa
nogrotoeneH AO "Koaekc" n ceepeH no:
OdmumanbHbIi MHTEPHET-NopTarn

npaBoBOW MHopMaLnn
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