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O BHeceHMHU M3MeHeHUI B mocTaHoByeHue [lpaBurenncrBa PecnyOsiukn Kaszaxcran
ot 20 cents0ps 2018 roga Ne 576 '"O0 yrBep:xkaenuu IlpaBuia KOMILUIEKTOBAHMS,
XpaHEeHMS, y4eTa U HCIOJIb30BaHus JOKYMeHTOB HanmonaabsHoro apxuBHoro gponaa
U APYTUX apXUBHBIX JOKYMEHTOB IOCYAAPCTBEHHBIMH U CHIENMATbHBIMHU
rocy1apCcTBeHHbIMH apxuBamMu''

[Toctanosnenue [IpaBurenscta Pecyonuku Kazaxcran ot 29 mapta 2022 roga Ne 174

[TpaButensctBo Pecnybmuku Kazaxcran [IOCTAHOBJISIET:

1. Buectu B moctanosnenne [IpaButensctBa PecmyOmmku Kazaxcran ot 20 ceHTAOps
2018 roma Ne 576 "OO6 yrtBepknenuu IIpaBuin KOMIUIEKTOBaHMS, XPaHEHHUsS, ydeTa U
UCIIOJIb30BaHUSl JIOKyMEHTOB HalmoHanbHOro apXMBHOTO (POHIIa U JIPYTHUX aApPXUBHBIX
JOKYMEHTOB TOCYJIapCTBEHHBIMU H CIHEHHAIBHBIMU TOCYJIAPCTBEHHBIMU apXHBaMH"
CJIEIyIOIME U3MECHEHMS:

npeamMOyJy U3JI0KUTh B CIACAYIONIECH PeAaKIIUU:
"B coorBercTBUM ¢ moAanmyHKTOM 2) myHKTa 1-1 cratbu 18 3akona PecmyOnuku

Kazaxcran "O HanuoHanbHOM apxuBHOM Qonne u apxubax" [IpaBurensctBo PecnyOnuku
Kazaxctan IOCTAHOBJISIET:";

[IpaBuna KOMIUIEKTOBaHMWSA, XPAaHCHUS, Yy4e€Ta W HCIOJB30BAHUS JIOKYMEHTOB
HanmonanpHOTro apxuBHOr0O (POHIA U APYTHX apXHBHBIX JOKYMEHTOB I'OCYIapCTBEHHBIMU
U CHEUHATBHBIMA TOCYJIAPCTBCHHBIMU  ApXHWBAaMH, YTBEPKICHHBIE  YKAa3aHHBIM
MMOCTAHOBJICHUEM, U3JIOKUTh B HOBOW PEAKIMU COTJIACHO MPUIIOKEHUIO K HACTOSIIEMY
MMOCTAaHOBJICHUIO.

2. Hacrosmee mnocTaHOBICHHME BBOJUTCS B OCHCTBHE IO HCTCUECHUHM OECITH

KaJICHJAPHBIX JTHEH MOCIIe IHSA €ro MepBOro opuIIMaIbHOTO OMyOJIMKOBAHUSI.
Ipemvep-Munucmp Pecnyboauxu Kazaxcman A. Cmaunos
[Ipunoxenue
K roctaHoBJIeHUIO [IpaBuTensCTBa
PecnyOmuku Kazaxcran
ot 29 mapta 2022 rona
Ne 174
Y TBepKIaeHbI
nocraHoBieHueM [IpaBurenbcTBa
Pecnry6mmkn Kazaxcran
ot 20 cents0ps 2018 rona
Ne 576
IIpaBu/ia KOMIJIEKTOBAHUSA, XPaHEHNs1, YUeTa U UCIO0JIb30BaHNsl JOKyMeHTOB HaunoHaibHOro apXuBHOTO
¢onaa u APYrux apxXuBHLIX JOKYMEHTOB rOCYyJapPCTBEHHBIMH U CIIEUAJBLHBIMH IOCYIaPCTBEHHBIMHU
apxuBaMu
I'napa 1. O0mue noJioxeHust

1. IlpaBuna KOMILIEKTOBAaHHMS, XPAHEHHUs, Y4Y€Ta W MCHOJb30BAHHUS JOKYMEHTOB
HanuonansHOro apxuBHOro (poHja U APyrux apXMBHBIX JOKYMEHTOB IOCYyJapCTBEHHBIMU
U CHelMaIbHBIMU FOCYJapCTBEHHBIMU apxuBaMu (nanee — [IpaBuna) onpeaenstoT nopsaok
KOMIUIEKTOBAaHHs, XPAaHEHMs, ydeTa M UCIOIb30BaHUA [JOKYMEHTOB HanMoHaIbHOIO



apxuBHOro (onzaa (nanee — HA®) u qpyrux apxuBHbIX JTOKyMEHTOB I'OCY1apCTBEHHBIMU U
CHeUaIbHbIMHU I'OCYJaPCTBEHHBIMHU apXUBaMH (Jjajiee — apXUBBbI).

[Topsanok nedaTeabHOCTH apXUBOB roCyAapCTBEHHBIX opraHoB Pecny6muku Kazaxcran
nomMuMo Hactosimx I[IpaBuil ompenensercs HOPMAaTHBHBIMUA IMPAaBOBBIMU  AKTaMU
rOCYJIJapCTBEHHBIX OPTaHOB, B KOTOPBIX UMEIOTCS APXUBBI.

2. OCHOBHBIE ITOHATHS, UCIIOJIb3yeMbI€ B HacTosuuX [IpaBuiax:

1) uHpOpMAUMOHHOE MNHUCBMO — JOKYMEHT, COCTaBJICHHBIM Ha OJaHKE MHCbMa
OpraHu3allid 10 3aIpocy IMOJb30BaTENs WIM WHHULIMATHBE apXuBa OpraHU3allH,
coJepKalIuil MHPOPMALMI0 O XPaHAILIMXCA B apXUBE JOKYMEHTax IO OIpeNeICHHON
npobiiemMe, TeMe;

2) apXuBHas KOJUIEKIHS — COBOKYITHOCTh OOBbEIMHEHHBIX M0 OAHOMY WJIM HECKOJIBKUM
npU3HaKaM JOKYMEHTOB, 00pa30BaBUIMXCS B AesATeNbHOCTH (hOHI000pa3oBaTeNeH;

3) apxuBHBIA (OH]I — COBOKYITHOCTb UCTOPUUECKU WU JIOTUUECKU CBSI3AHHBIX MEXKIY
c000i1 apXHBHBIX JJOKYMEHTOB;

4) UCTOYHUK KOMIUIEKTOBAHUS apXuBa — (PU3MUECKOE WM IOPUIUYECKOE JIULO, YbH
JOKYMEHTBI B YCTAHOBJIEHHOM IOpSJKE IMOCTYyNAlOT Ha IOCYJAapCTBEHHOE XPAaHEHUE B
apXuB;

5) apxuBHas crHpaBKa — JOKYMEHT, COCTaBJICHHbII Ha OJaHKE MUChbMa OpPraHHU3alUH,
colepKaluii HeoOXOAUMYI0 (DU3NYECKUM U IOPUIWYECKHM JHIAM HHPOpPMAaLUIO, C
yKa3aHWEM apXUBHBIX IHU(GPOB U HOMEPOB JMCTOB EAUHMI] XPAHEHUS TEX ApXUBHBIX
JOKYMEHTOB, HA OCHOBAaHHM KOTOPBIX OHA COCTABJICHA, MMEIOIIMKM HOPUAMYECKYIO CHILY
(MOTMHHUKA);

6) apXuMBHasg KOMUS — KOMHUSA, JOCIOBHO BOCHPOU3BOJAIIAS TEKCT apXUBHOTO
JOKYMEHTa, C yKa3aHUEM apXUBHOIO MH(pa U HOMEPOB JIUCTOB €IMHMIIBI XPAHEHUS,
oopMIIEHHAsl B COOTBETCTBUU C MYHKTOM 455 HacTosmumx [IpaBui;

7) apXUBHBIA JOKYMEHT — JJIOKYMEHT COXPaHSE€MbI WM MOJJIeXKAIIUA COXPAHEHUIO B
CUJIy €ro 3Ha4MMOCTHU JJi1 OOUIECTBAa M TOCYyAapCTBa, a PAaBHO MMEIONIMI LIEHHOCTh IS
COOCTBEHHUKA;

8) TemaTnueckas noadOpKa KOMHUM apXMBHBIX JOKYMEHTOB — CHCTEMaTHU3UPOBAHHBIH
KOMIUIEKT KOIHMW apXUBHBIX JOKYMEHTOB WJIM HMX 4YaCTE€d II0 OIPEINEICHHOU TeMe,
MTOATOTOBJICHHBI APXHWBOM OPTaHMU3alM IO 3alpocy IMOJb30BATENS WM WHULUATHBE
apX#vBa OpPraHU3allny;

9) neno3utapHOe XpaHEHUE apXMBHBIX JOKYMEHTOB — XpPaHEHHE B apXUBE apXHBHBIX
JOKYMEHTOB Ha yCJIOBUSIX, OIIPEEIIIEMBIX JOTOBOPOM MEXIY COOCTBEHHHUKOM JOKYMEHTOB
U COOTBETCTBYIOIUIMM apXUBOM, C COXPAaHEHHEM 3a COOCTBEHHHKOM IpaBa COOCTBEHHOCTH
Ha apXMBHBIE JOKYMEHTHI;

10) yuet apXMBHBIX JOKYMEHTOB (Jajiee — yueT) — yCTAaHOBJIEHUE KOJTMYECTBA U COCTaBa
apXMBHBIX JOKYMEHTOB B €IMHUIIAX yueTa U (PUKCAIUS IPUHAIIICKHOCTH KaXKI0M € MHUIIbI
y4eTa K ONpeAeICHHOMY KOMIUIEKCY U O0IIEMY UX KOJIMYECTBY B YUETHBIX IOKYMEHTAX;

11) monb3oBaTeNb apXMBHBIX JOKYMEHTOB — (DPU3MUYECKOE WJIM IOPUIUYECKOE JIHMIIO,
oOpamiatonieecss K apXMBHBIM JIOKyYMEHTaM Uil MOJYy4YeHUs HMH(OpManuu C LENblo ee
WCIIOJIb30BaHUs;



12) ynopsinoueHre apXuBHBIX IOKYMEHTOB (fjajiee — ynops104€HHEe) — KOMIUIEKC padoT
no (pOpMHUPOBAHUIO APXUBHBIX JOKYMEHTOB B €IMHUIIBI XpAaHEHUS (1€1a), ONMUCAHUIO U
OoOpMIIEHHIO TaKUX EAMHUIl XpPaHEHHs (J1eJ) B COOTBETCTBUM C 3aKOHOAATEIHCTBOM
Pecny6nuku Kazaxcran o HA® u apxuBax;

13) TeMaTryeckuii n€peUEHb APXUBHBIX JOKYMEHTOB — CHCTEMAaTU3UPOBAHHBIN KpaTKUN
VI aHHOTHPOBAHHBIN MTEPEYEHB 3ar0JIOBKOB APXHUBHBIX IOKYMEHTOB, €IMHUI] XPAaHEHUS T10
OTpe/IeTICHHON TeME C YKa3aHUEM UX JaT U apXUBHBIX MIM(POB, COCTABIICHHBIH 10 3alIpOCy
NOJIb30BATEIISI WJIM MHUIIMATUBE apXHUBa OpraHU3aluu;

14) apxuBHBIM yKazaTrelb — AapXUBHBIM CIPaBOYHMUK, MPEACTABISIONMN COOOM
an(aBUTHBIN, CUCTEMATUYECKUN WM COCTABICHHBIA MO HMHOMY TPU3HAKY TMEpPEUYCHb
HAaVMEHOBAaHHUI NPEIMETOB, YIIOMUHAEMbIX B apXMBHBIX JOKYMEHTAaX, C YKa3aHUEM HX
MTOMCKOBBIX JJAHHBIX;

15) apxuBHas BBIUCKA — JOKYMEHT, COCTaBJICHHBbIH Ha OJaHKE IUChbMa apXuBa,
JIOCJIOBHO BOCIPOM3BOJAIIMI YacTh TEKCTa apXMBHOIO JOKYMEHTA, OTHOCSIIMKCA K
orpeseneHHOMY (akTy, COOBITHIO, JIUIy, C yKa3aHWEM apXHBHOro IH(pa U HOMEPOB
JIMCTOB €IMHMIIBI XPAaHEHHS],

16) apxuBHbIN mH@pp — 0003HAYEHUE, COCTOSIIEE U3 COKPAIICHHOTO HAUMEHOBAHUS
apxuBa (ero o¢uuHanbHON abOpeBHATyphbl), HOMEPOB apXMBHOrO (OHIA, OMHUCH eI,
JOKYMEHTOB, €IMHUIIbI XPaHEHUSI 1 HAHOCUMOE Ha KaXAYI0 €IMHUILY XPAHEHUsS C LEJbIO
o0ecrniedyeHus ee yueTa U uAeHTU(PUKAIIHY;

17) 6a3a qaHHBIX apXKUBa — COBOKYITHOCTH JIaHHBIX, OPTaHU30BAHHBIX B COOTBETCTBUH C
OCHOBHBIMU MOKAa3aTeNIIMU, OMHUCHIBAIOIIMMU OOBEKT ydeTa (apXUBHBIN (HOHM, apXUBHAs
KOJUIEKIMS, €IMHHIIA XPAaHEHHWs, €IWHMIA y4eTa, Tpynna €IUHULl XPaHEHUs, €JIMHUIL
y4eTa), a TaK’Ke B3aUMOCBSI3eM MEXy UX 00bEKTaMU;

18) 0cob0 uEeHHBbI OOKyMEHT — apXuBHbIA AoKyMeHT HA®d, koTopeiii nmeer
HEMPEXOAUIYI0 HUCTOPUKO-KYJIbTYPHYI0 M Hay4YHYIO LIEHHOCTh, OCOOYIO Ba)KHOCThH IJIsi
00111eCTBa U TOCYIapCTBA;

19) ayauoBu3yanbHas JOKYMEHTalUsi — KOMIUIEKC JIOKYMEHTOB, COJepKallui
1300pa3uTEIbHYIO /UK 3BYKOBYIO HH(POPMAIINIO, CO3JJaHHYIO C ITOMOIIBI0 TEXHUYSCKUX
CPEIICTB;

20) ympaBieHUecKasi JOKyMEHTAaIUsi — KOMIUIEKC JOKYMEHTOB, HUCIOJb3YEMBIX IMpHU
peanu3anuy OCHOBHBIX (DYHKLIMI YIIPaBJIEHUS OpraHu3alry (Opranu3anus, iaHupOBaHue,
peryJupoBaHKe, KOHTPOJIb);

21) cucrema HCA — KOMIUIEKC B3aMMOCBSI3aHHBIX U B3aUMOJOMOJHSIEMBIX,
CO3JaBa€MbIX Ha €AMHOW HAay4YHO-METOAMYECKOM OCHOBE APXUBHBIX CIPABOYHHKOB O
COCTaBE€ U COJEP>KaHUU APXUBHBIX JOKYMEHTOB Ha OyMaXHOM U (WMJIM) 3JEKTPOHHOM
HOCHUTEIISIX;

22) Hay4Ho-cripaBouHbIH anmapar (nanee — HCA) — COBOKYITHOCTB OMTUCAaHUN apXUBHBIX
JOKYMEHTOB B apXUBHBIX CIPaBOYHUKAX, MPEIHA3HAYEHHBIX MJI1 TIOMCKA apXHBHBIX
JOKYMEHTOB U COZEpKalleicss B HUX MHPOPMALIMK O JOKYMEHTAX;



23) Hay4yHO-TEXHMYECKAs JOKyMEHTALMs — KOMIUIEKC JOKYMEHTOB, (PUKCUPYIOIIMX
MPOLIECC U PE3YJIbTaThl HAYYHOM, HAYYHO-TEXHUYECKOM, TPOU3BOACTBEHHO-TEXHUYECKOM,
IIPOEKTHOW, CTPOUTENBHON U APYTOU IEATEIBHOCTH;

24) eguHMIA y4yeTa — €QUHULA M3MEPEHUs KOJMYECTBA APXUBHBIX JOKYMEHTOB B
apXHuBe;

25) ¢ongoobpazoBaTenb — (HU3MUECKOE WU IOPUIAMYECKOE JUI0, B JEATEIBHOCTH
KOTOpOro o0pa3zytorcsi JokyMeHTsl HA@;

26) rocymapcTBEHHas SKCIIEPTH3a LIEHHOCTH JIOKYMEHTOB (Janee — HKCIepTHu3a
LIEHHOCTU JOKYMEHTOB) — MCCJEJOBAHHWE JOKYMEHTOB HAa OCHOBAHUU KPUTEPUEB HX
[ICHHOCTH B IIEJISIX YCTAHOBJICHUSI CPOKOB XPAaHEHUS JOKYMEHTOB HAa OyMaKHOM W (WJIH)
AIIEKTPOHHOM HOCHUTENSIX M 0TOOpa UX AJis BKItoueHus B coctaB HA®;

27) onucaHue JOKYMEHTOB — CTPYKTYPHUPOBAHHOE H3JI0KEHUE CBEIEHUN O COCTaBeE,
coJiepKaHuu, (PU3UKO-TEXHUUECKOM COCTOSIHUU, YCIOBHSX IOCTYIIA U CIIPABOYHBIX JAHHBIX
apXUBHBIX JOKYMEHTOB, 00€CIeUNBAalOIIee UX TIOMCK U MHOTOACTIEKTHOE UCIOIb30BaHUE;

28) MeTajaHHble — CTPYKTYpPUpPOBaHHbIE JaHHbIC, OIMKCHIBAIOUINE KOHTEKCT,
COEP)KaHUE U CTPYKTYpPY DJIEKTPOHHOIO JOKYMEHTA, IIPEAHA3HAYECHHBIE J[UIS €ro
UIEHTU(UKAIIMM W TIOMCKA, a TaKKe IPOIECChl YIPaBICHUS HA MPOTSHKEHHH BCETO
KU3HEHHOTO IUKJIA JOKYMEHTOB;

29) eguHuIAa XpaHEHUs — y4yeTHas €AMHMIA, MpeACTaBisAtomas coOoi (U3NYecKu
000COOJIEHHBIM JOKYMEHT WM COBOKYITHOCTh JOKYMEHTOB, UMEIOIIAsl CAMOCTOSITENIbHOE
3HA4YCHHUE;

30) xIr04YeBO€E CIIOBO — TEPMUH, XapaKTEPU3YIOIIUN B 000OIIEHHOM HMJIM CKAaTOM BHJIE
cojepkaHue oObekTa omnucaHust ((QoHIOa, €IMHULBI XPAHEHWs WIM EIUHUIBl YyYeTa,
JOKYMEHTA);

31) yHOJTHOMOYEHHBI OpraH — UEHTPAJIbHBIA HCIOJHUTENBHBIA  OpraH,
OCYLIECTBJISIOIIMNA PYKOBOACTBO B c(epe apXUBHOTO JieJa U JOKYMEHTALIMOHHOTO
oOecreueHus yupaBieHUs;

32) rocynapcTBeHHbIN y4yeT nokymeHToB HA®D (nmanee — rocynapCTBEHHBIN y4eT) —
cucrema yuera AokyMeHToB HA® Ha ypoBHe o0Oiactu, ropoja pecmyOIMKaHCKOTOo
3HAYEHHUs, CTOJMIBI U TFOCYJapCTBa B IIEJIOM, BKJIIOYAOUIAsi CBEJIECHHS O KOJUYECTBE U
COCTaBE apXMBHBIX (POHIOB, KOJIMYECTBE €AMHUI] XPAHEHUS;

33) nmoxymeHT HA® — apXuBHBIH [JOKYMEHT, NPOLIEAIINN TOCYIapCTBEHHYIO
DKCIEPTU3Y LIEHHOCTH JOKYMEHTOB, IIOCTaBJICHHBbIA Ha TOCYJIAapCTBEHHBIM Yy4Ye€T U
MOUIEKAIINI TOCTOSIHHOMY XPaHEHHIO;

34) aiin — wuACHTUPUIIMPOBAHHBIM OOBEKT HAa DJICKTPOHHOM HOCHUTEINE,
MOJJICPKUBAEMBIN ONIEPALIMOHHON CUCTEMOM, B CpElIe KOTOPOU OCYIIECTBIISIETCS CO3IAHUE
oObekTa U (MiaK) obecreynBaeTcs JOCTy K HEMY;

35) ¢opmupoBaHue nen — TrpynnUpoOBKa HCIOIHEHHBIX JIOKYMEHTOB B Jieja B
COOTBETCTBUM C HOMEHKJIATYPOM 1€l ¥ CUCTEMAaTHU3aleld TOKYMEHTOB BHYTPH JIEJIA;

36) omnuch Jaen JOKYMEHTOB (Jjajee — OINKHCh) — apXUBHBIM CIPaBOYHHUK,
MpEaHA3HAYEHHBIN ISl PACKPBITHS COCTaBa U COAECPIKAHUS €IUHUIL] XPAHEHUS, 3aKPETICHUS
MX CUCTEMATU3ALMH U YUETa;



37) nuct-3aBepuUTENb Jiefia — TOKYMEHT, CoJiepKaiuii nHGOopMaIu 00 0COOCHHOCTSIX
coJepkaHusi U (POPMHUPOBAHUS OMPECICHHOTO Jejia B apXHBE OpPraHMU3allH, BKIIOYAs
KOJIMYECTBO IMPOHYMEPOBAaHHBIX CTPAHUL] KaXIO0T0 J1ENa;

38) 3JIEKTPOHHBII APXUB — COBOKYITHOCTh APXHUBHBIX 3JIEKTPOHHBIX JOKYMEHTOB;

39) oNEeKTPOHHBIM apPXWMBHBIM TOKYMEHT — JOKyMEHTHpOBaHHas WH(OpManus,
Ipe/ICTaBlICEHHAs B 3JIEKTPOHHOU opMe U 3aBepeHHAs! SJIEKTPOHHOU IIUPPOBOM MOAMUCHIO
(manee — DUII), koTopast MOKET OBITh UACHTUPHUIIUPOBAHA U MOJJICKUT XPAHEHUIO B CHITY
3HAYMMOCTH YKa3aHHOU MH(OpMaIuu 11t 00IIeCTBa U TOCY1apCTBa;

40) wundopmalMoHHass cuUcTeMa »JJIeKTpoHHOro apxuBa (manee — HC DA) —
OpPraHU3allMOHHO YIOPSAIOYEHHAs! COBOKYIHOCTh MH(OPMALMOHHO-KOMMYHHUKAILIMOHHBIX
TEXHOJIOTH, 00CTY>KMBAIOIIEro EPCOHANIa U TEXHUYECKOU JOKYMEHTAINH, Pealln3yIolas
ONpe/IeNieHHbIE  TEXHOJOTMYECKHE  JCHCTBUSL  MOCPEICTBOM  HH(POPMAIIMOHHOTO
B3aUMOJICUCTBUS U MIpeHA3HAYCHHAS SIS PEIICHUs KOHKPETHBIX (DYHKIIMOHATIBHBIX 3a/1a4
B c(epe apXMBHOIO JeJia U TIOKyMEHTAllMOHHOTO 00eCIIeYeHHs];

41) 2JEeKTPOHHBI HOCUTEIh — MaTEPHAIbHBIA HOCUTENb, MPETHA3SHAUYCHHBINA IS
XpaHeHus: ”HGOpMaluu B AJIEKTPOHHOU (hopMe, a TaKkKe 3aIIUCH WU €€ BOCTIPOU3BEACHMUS
C IOMOUIBIO TEXHUYECKUX CPEJICTB;

42) 371eKTPOHHBIM JOKYMEHT — JOKYMEHT, B KOTOPOM HH(pOpMALHs MPEACTABICHA B
ANEeKTpOHHO-1IIU(ppoBOH hopMe 1 yaoctoBepeHa nocpenctsom I1IIT;

43) uHpOPMAIIMOHHBIN MAKET AJIEKTPOHHBIX JTOKYMEHTOB (7€) — HH(MOPMAIMOHHBIN
OOBEKT OINpEAENICHHOW CTPYKTYpbI, IE€peAaBacMblii MO CETEBBIM KOMMYHHUKALUSAM WU
TEJIEKOMMYHUKALMAM KaK €IMHOE LEN0E;

44) wmurpanus 3JEKTPOHHOTO JOKYMEHTa — IIPOLECC IepeHoca AIIEKTPOHHBIX
JOKYMEHTOB W3 OAHOW MNpPOrpaMMHO-ANMapaTHON cpedpl WM C OJHOIO HOCHUTENs
uH(popMauu B YTy Cpely WIK Ha IPYroil HOCUTENb C COXPAaHEHUEM UX MOJJIMHHOCTH,
L[EJIOCTHOCTH, HAJIE)KHOCTH M Y00CTBa B HCIIOJIb30BAHNH;

45) KoHBepTalusl SJIEKTPOHHOrO JIOKYMEHTa — MpeoO0pa3oBaHUE MCXOJHOTO
AJIEKTPOHHOIO JIOKYMEHTa MOCPEACTBOM M3MEHEHHUs ero ¢opMara € COXpaHEHUEM
CTPYKTYPBI U COICPKAHUS;

46) »SNEKTPOHHOE [0 — CaMOCTOSTENbHAs €AWHULA XPAaHEHUS BSJIEKTPOHHBIX

AOKYMCHTOB U X MCTAaJJaHHLIX, JIOTHYCCKH O6’b€I[I/IH€HHBIX B IIponecce arperaimuu.
I'napa 2. Ilopsiiok KOMIUIEKTOBAHMS apXUBOB J0KyMeHTaMu HannonanbHOro apxuBHoro (gpouaa u
APYTUMM apXUBHBIMH JOKYMeHTAMH

3. KommnekroBanue apxuBoB AokymMeHTamMu HA® wu japyrumu  apXuBHBIMH
JOKYMEHTAMH OCYILECTBIAETCS IIyTEM YCTAHOBJICHHSI UCTOYHUKOB €r0 KOMILJIEKTOBAHHSI,
OTHECEHUS! apXMBHBIX TOKYMEHTOB, apXUBHBIX (DOHIOB M KOJUIEKIMH K coctay HAOD,
ONPENEIICHNS] COCTaBa aPXMBHBIX JOKYMEHTOB, ITOJJIEKAIIUX IIPUEMY B apXUBBI, IIpUEMa-

nepcaadn apXuBHbBIX TOKYMCHTOB B apXUBHI.
aparpadg 1. [lopsaaok cocTaB/jieHUs! CIUCKOB HCTOYHMKOB KOMILJIEKTOBAHUS

4. B ciMCOK UCTOYHUKOB KOMIJIEKTOBAHUSI BKIIOUAKOTCS:
1) ueHTpasibHbIE TOCYIAPCTBEHHBIE OPTraHbl U MECTHBIE TOCYJAPCTBEHHBIE OPTaHbl;
2) rocyaapCTBEHHbIE IOPUINYECKUE JTUIA, BDEMEHHO XpaHsiue ToKyMeHTsl HAD;



3) HerocynapcTBEHHbIE IOPUIWYECKHE JIUIA, BPEMEHHO XpaHSIIUE OTHOCSIIHMECS K
roCyJapCTBEHHOM COOCTBEHHOCTH TOKyMeHTh HAD.

HerocynapcTBeHHbIE IOpUANYECKUE JIUIIA, & TaKXKe (PU3NYECKUE JIMLA BKIIIOYAIOTCS B
CIIMCOK MCTOYHHUKOB KOMIUIEKTOBAHUSI HA OCHOBAHHH JI0TOBOPA.

5. BxiroueHne opraHu3anui, yKa3aHHbIX B IyHKTe 4 Hactosummx [IpaBuil, B ciucok
MCTOYHUKOB KOMILJIEKTOBAHUS MPOU3BOJIUTCS HA OCHOBAHUH CIICTYIOIINX KPUTEPUEB:

1) dyHKIMOHATBHO-1IEIEBOE Ha3HAYEHUE OpTraHM3aluil C ydeToM O0co00W poiu
OpraHM3aliy U TUIIMYHOCTH €€ B CUCTEME YIIPABIICHHUS;

2) nosHOoTa UHGOPMALIMK O JIEATEIbHOCTH OpPTaHU3allMu B apXUBHBIX (HOHIAX JPYTUX
OpraHu3alri.

duznyeckue Juia BKIOYAI0TCS B CIUCOK UICTOYHUKOB KOMILJIEKTOBAHHSI HA OCHOBAHHUH
CIEAYIOLIUX KPUTEPHUEB:

1) Bknax (u3MyecKkoro Juia B pa3BUTHE HAyKH, KyJbTYpbl M ApPYyTrux oOiacteit
NEeATENbHOCTH;

2) poab (pU3NYECKOTO JHIA B KAUECTBE YUYACTHUKA, OUE€BH/ILIA BBIJAIOLINXCSA COOBITHI B
’KU3HU OOIIECTBA U TOCY1apCTBa;

3) pOACTBEHHbBIE, IPY>KECKHE, TBOPYECKHE CBSI3H, MECTO pabOThl, 3aHHMaemas
JOJKHOCTh (PU3NYECKOTO JIUIIA;

4) TUMMYHOCTH APXUBHBIX IOKYMEHTOB JJI SIIOXH;

5) cocraB u cofepKaHuE TOKyMEHTOB JIMUHOTO apXUBa PU3NUECKOTO JIHIIA.

6. CHHCKM HCTOYHUKOB KOMILJIEKTOBAHMS COCTaBISIIOTCA apXMBOM 1O (opme,
YTBEPXKAAEMOM  YINOJIHOMOUYEHHBIM OpraHoM B  cdepe apxXuBHOro Jeina Mo
JOKYMEHTAIlMOHHOTO O0OecreueHusl ynpaBiieHusl (najnee — YINOJIHOMOYEHHBIM oOpra).
['ocynapcTBeHHbIE apXUBBI 00JIACTEH, TOPOJOB PECIyOJIMKAHCKOTO 3HAYEHUS, CTOJMIIBI
COCTABJISIIOT  CBOJHBIE CHUCKM HMCTOYHHMKOB KOMIUIEKTOBaHUA oOnactu (ropoja
pecyOIMKaHCKOTO 3HAYEHUSI, CTOIUIIBI).

7. CIMCKHM MCTOYHUKOB KOMIUIEKTOBAHUS PaCCMATPUBAIOTCS DKCIIEPTHO-IIPOBEPOYHOM
komuccuent (manee — OIIK) apxuBa, ApxuBa I[lpesuaenta Pecnybnuku Kazaxcran wim
MECTHOTO MCIIOJHUTEIbHOTO oprana (aanee — MHMO) u HanpaBIisitoTCs HAa COIVIaCOBaHUE B
[lenTpanbHyIO dKCHIEPTHO-TIPOBEpOUHYI0 Komuccuio (nanee — LIDI1K) ymonHoMoueHHOTO
OpraHa, IMOCJI€ COTJAaCOBAHMS YTBEPKIAIOTCS YIIOJTHOMOYEHHBIM OpraHoM. B TeuyeHue
necsiTd pabouyux JHEW TMOcCie YTBEPKACHUS YIOJHOMOYEHHBIM OpPraHOM CIHMCKa
MCTOYHUKOB KOMIUIEKTOBAaHUSI COTPYJHUKAMH apXMBOB BHOCATCS COOTBETCTBYIOLIUE
nanubeie B IC DA.

Pemenne 0 BKJIOYEHWM OpraHu3alMi B CIHMCOK MCTOYHHKOB KOMILIEKTOBAHMS M
VCKIIFOUEHHH U3 HETO JIOBOJUTCS 10 CBEJIEHUS PYKOBOJICTBA OPraHU3aLUU.

8. Tlopsook coCTaBiIEHUS U YTBEPKIACHUS CIIHCKA WCTOYHMKOB KOMIUIEKTOBAHMS
apXvBa OIpEeNseTCs] MPaBOBBIMU aKTaAMH TOCYJApCTBEHHOIO OpraHa, B KOTOPOM OH
co3jan, corjiacopanubiMu ¢ [[DI1K.

9. PaboTta 1Mo yTOYHEHHUIO CIUCKOB MCTOYHHUKOB KOMIUIEKTOBAHUS MPOBOJUTCA Ha
MOCTOSIHHOM OCHOBE. VMI3MEHEHUs U JOMOJHEHUSI B CIIMCOK MCTOYHMKOB KOMIUJIEKTOBAHUS
BHOcsATcA 1o pewennto JIIK B ciryqasx:



1) co3panus, peopraHuzaluy W/ Wiy JUKBUALNH FOPUIMUECKOTO JINLA;

2) pacTOp>KE€HHs JOTrOBOpa O COTPYAHMYECTBE HErOCYIapCTBEHHOIO IOPUANYECKOIO
auia U (PU3NYECKOro JIMIA ¢ apXUBOM;

3) npunstus pemenus LOIIK wmam OIIK MecTHOro HCHONHHUTEIBHOIO OpraHa o
repeaye OpraHn3alry B CIMCOK HCTOYHUKOB KOMIUIEKTOBAHHUSI IPYIOr0 apXHBa,;

4) nmpexpallleHus CO3/1aHusl B ACSITEIbHOCTH OpraHu3auu JoKyMeHToB HA®.

IlepecMOTp M mepeyTBEPKACHUE CIIMCKOB MCTOYHUKOB KOMIUIEKTOBAHUS IIPOBOJATCS
HE pE’Ke OJTHOIO pa3a B IIATH JIET.

10. ApxuB (opMHpYyeT CIUCOK MOTEHUUAIbHBIX HCTOUYHUKOB KOMIUJIEKTOBAHMS, K
KOTOPBIM OTHOCSITCSI HETOCYJapCTBEHHBIE IOPUIUYECKUE JIMIA, B KOTOPBIX 00Opa3yroTcs
nokyMeHTbl HA®, HO IOroBopbl O Iepefade MX Ha TOCYAApPCTBEHHOE XPAHEHUE HE
3aKJIFOYCHBI.

CrucoK NMOTEHIUANbHBIX MCTOYHUKOB KOMIUIEKTOBAHUS B TEUEHHUE JECATH pabO4MX
IHEH IIOCJE€  YTBEP)KIACHUS  YIIOJIHOMOYEHHBIM OpPraHOM  CIMCKa  HMCTOYHUKOB
KOMIIJIEKTOBAHHUSI, COTPYAHUKAMH apXHUBOB BHOCATCS COOTBETCTBYIOIIME JaHHbIe B IC DA.

11. Ha kaxx1yr0 opraHu3anuo, sSBIIIOIIYIOCS HCTOYHUKOM KOMIUIEKTOBaHUS, BEETCS
Ha0JIIOIaTENBHOE €10, KOTOPOE BKIIIOYAET JOKYMEHTHI, XapaKTEPU3YIOLIUE €r0 IPABOBON
CTaTyC, NEATEIbHOCTb, OPraHU3aLMI0 JOKYMEHTAIMOHHOTO O00ECIEUYEeHHs YNpaBICHUS U
XPaHEHHsI APXUBHBIX JOKYMEHTOB.

Jiig yueta paboThl ¢ HCTOYHUKAMH KOMILJIEKTOBaHMSI apXUB BEJET YUETHO-CIIPABOYHBIE
KapTOTEKH U 0a3bl JaHHbBIX.

12. ApxuB OKa3bIBa€T JOKYMEHTAllMOHHBIM CIYy»X0aM, BEIOMCTBEHHBIM apXWUBaM U
DKCIIEPTHBIM ~ KOMMCCHUSIM HMCTOYHUKOB €ro KOMIUIEKTOBAaHHA METOAMYECKYI U

MPAaKTUYCCKYIO ITOMOIIb, B TOM 4YHCJIC Ha TUIATHOM OCHOBC, B IIPC€JCIax €Iro KOMIICTCHIIUH.
Iaparpadg 2. [lopsiaok npoBeaeHusi IKCHEPTU3bI LHEHHOCTH 10KYMEHTOB

13. BritoueHue apxuBHBIX JOKYMEHTOB B coctaB HA®D ocylecTBisieTcss HA OCHOBE
AKCIIEPTU3bI HEHHOCTH TOKYMEHTOB.

14. DxcnepTr3a HEHHOCTH TOKYMEHTOB IIPOBOJIUTCS HA OCHOBE:!

1) 3akononarenscTBa PecryOonuku Kazaxcran o HA® u apxuBax;

2) TUMOBBIX WJIA OTPACIEBbIX (BEIOMCTBEHHBIX) MEPEYHEH JOKYMEHTOB C YKa3aHUEM
CPOKOB XpaHEHHMs, THUIOBOH (TpUMEpHON) HOMEHKJIATYypbl JI€1 M HOMEHKJIATypbl el
OpraHU3alMH 3a COOTBETCTBYIOIINN MTEPUOL;

3) MeToauyecKuxX JOKYMEHTOB YMNOJHOMOYEHHOro opraHa, ApxuBa IIpe3uaeHta
Peciyommuku Kazaxcran, MUO obGnacteii, ToposoB pecnyOJUKAaHCKOTO 3HAYEHUS U
CTOJIMIIBI U APXUBOB.

15. DkenepTr3a HEHHOCTH TOKYMEHTOB B apXHUBE MTPOBOAUTCS:

1) o ucTeyeHM CPOKOB BPEMEHHOTO XPAHEHHUSI apXUBHBIX JOKYMEHTOB, B TOM YHCIIE
JOKYMEHTOB MO0 JIMYHOMY COCTaBY, IOCTYNMBUIMX B apXWB OT JMKBHUJUPOBAHHBIX
OpraHu3anuu;

2) npu NOCTYIJIEHUU JOKYMEHTOB B HEYIIOPSIIOYEHHOM BUJIE;

3) npu HaIMYMM B apXUBHOM (HOHAE 3HAYUTENHLHOTO KOJIMYECTBA IyOJIETHBIX U
MAaJIOLEHHBIX TOKYMEHTOB;



4) npu HaIWYUU B apXUBHOM (oHjAe (apXUBHBIX (POHIAX) HOKYMEHTOB W JIeJ, HE
MOJIEXKAIINX XPAHEHHUIO;

5) B mporiecce nepepaboTKH OMHCei;

6) 1o 3asABJICHUAM (PU3NYECKUX U IOPUTUIECKHUX JIHII 151 OTHECEHUS UX IOKYMEHTOB K
nokymentam HA@;

7) st nokymentoB HA® — B cityyae BbIBO3a JIOKYMEHTOB 3a pyOeiK;

8) 10 penIeHuIo cyna;

9) npu npoBe/IeHNH KOHBEPTAILIMU IEKTPOHHBIX TOKYMEHTOB;

10) 10 ¥ moclie MPOBEACHUSI MUTPAILIUU AJIEKTPOHHBIX TOKYMEHTOB.

16. Dxkcneptuza LEHHOCTH JIOKYMEHTOB IPOBOJUTCA APXUBOM C YYacTHEM
COOCTBEHHHUKA apXMBHBIX IOKYMEHTOB B COOTBETCTBHHU C [IpaBunamu npuema, XpaHeHUs,
ydeTa M HCIOJIb30BaHUs JOKYMEHTOB HarmonanpHOro apxuBHOTO (OHAA U APYTUX
aApXMBHBIX JOKYMEHTOB BEJOMCTBEHHBIMU M YACTHBIMU apXHWBaMH, YTBEPKICHHBIMU
noctaHoBieHueM [IpaButennsctBa PecnyOnuku Kazaxcran ot 19 centsopst 2018 roma Ne
575.

17. IIpn npoBeIEHUN IKCIIEPTU3BI LIEHHOCTU JTOKYMEHTOB Ka)Kasi €IMHNALA XPAHEHUS
Ha OyMa)XHOW OCHOBE MPOCMATPUBAETCS MOJUCTHO, POTOAOKYMEHTHI MPOCMATPUBAIOTCS,
(OHOJIOKYMEHTBI MPOCITYIIUBAIOTCS, KUHO M BHUACOJOKYMEHTBHI IMPOCMATPUBAIOTCA U
MPOCITYIINBAIOTCI HA MOHTAXHOM CTOJIE WJIM Ha JKpaHE, JJIEKTPOHHBIE JOKYMEHTBI
IpOCMaTpUBarOTCs MO(ailIoBO B COOTBETCTBUH C OMMCHIO 3JIEKTPOHHBIX JEII.

18. B pe3ysbrare sKCrepTu3bl HEHHOCTH JOKYMEHTOB apXUBOM COCTABIISIFOTCS OIHMCH
7IeJI, JOKYMEHTOB ITOCTOSIHHOTO XPAaHEHMs, ONMUCH JeJl, JTOKYMEHTOB JOJITOBPEMEHHOIO
(cBpimie 10 jeT) XpaHeHMsI, ONMUCU JEJ MO JUYHOMY COCTaBy M aKThl O BBLACJICHUHU K
YHUYTOXKEHUIO JOKYMEHTOB, HE MOJIEkKAIIMX XPAHEHHIO MO (opmam, YTBEPKIAEMbIM
YIIOJTHOMOYEHHBIM OpraHom, u corsacobiBatoTcs ¢ JIIK apxuBa, Apxusa I[IpesuneHra
Pecny6nuku Kazaxcran nnu MUO.

K 251eKTpOHHBIM IOKYMEHTaM COCTAaBJISIOTCS AHAJIIOTMYHBIE OMKMCH 3JIEKTPOHHBIX A€ U
aKThl O BBIIEJICHUH MX K YHUYTOXXECHUIO 1O (HOpMaM, YTBEPKAAEMbBIM YIIOJTHOMOYEHHBIM
opranoMm, u cornacoBeiBatorcs ¢ OIIK apxuBa, ApxuBa Ilpesugenta PecmyOnuku
Kazaxcran nnmu MUO.

19. B pe3ynbprare s3KkCnepTU3bl HEHHOCTH JOKYMEHTOB, ITIOCTYNMBIINX HA XPAaHEHUE B
HEYNOPSAJOYEHHOM BHJI€, apXHUB COCTaBIIIET ONUCU IOCTOSHHOTO XPAHEHUs, OIUCU
noJroppeMeHHoro (cspimie 10 5ier) xpaHeHWs, OMMCH O JIMYHOMY COCTaBYy M akT O
BBIJICJICHUH K YHMUTOXKEHHUIO IOKYMEHTOB, HE TOJIJIEKAIIUX XPAaHEHUIO 0€3 COTJIacOBaHUs
C UICTOYHUKAMHU KOMIUIEKTOBAHUSI.

20. ITo ucreueHn cpoka BpEMEHHOTO XPAHEHHMSI 3JIEKTPOHHBIX JOKYMEHTOB B apXUBE
IIPOBOJUTCS SKCIEPTU3A LIEHHOCTH B LEJISIX BKIFOUEHUS JIEKTPOHHBIX JOKYMEHTOB B OIHUCH
ANIEKTPOHHBIX JIeNl MOCTOSHHOTO XPAHEHUS! WJIM B aKThl O BBIACICHUU K YHUYTOXEHUIO
ANIEKTPOHHBIX IOKYMEHTOB, HE MOJIEKAIINX XPAHEHUIO.

21. DneKkTpOoHHBIE TOKYMEHTHI U Jeja C UCTEKIIMMHA CPOKaMU XPaHECHUS pa3peliaeTcs
YHUYTOXATh ToJIbKO nocie cornacoanus DK apxusa, Apxusa Ilpesuaenta PecniyOnuku



Kaszaxcran nnmu MHO akrta 0 BBIACICHHH K YHUUTOKCHHUIO 2JIEKTPOHHBIX TOKYMEHTOB, HE
IOUIEKAIIUX XPAHEHUIO.

22. IIpy yHUUTOXKEHUHN SIEKTPOHHBIX JOKYMEHTOB U3 apXUBOXPAaHUJIUIIA U3bIMAIOTCS
BCE SK3EMIUISIPbl AJIEKTPOHHBIX JOKYMEHTOB. OJEKTPOHHBIE HOCHUTENHW, MHPUTOJHBIE K
MOBTOPHOW JKCIUTyaTallMM, TIOCIE CTUpaHHWs 3alMCaHHOM Ha HUX UHPOpMaAIUU
UCTOJB3YIOTCS JUIsl TIOBTOPHOM 3amucu HMH(OpMalMH. OJIEKTPOHHBIE HOCHUTENH,
HENIPUTOAHBIE K MCIOJB30BAHUIO, CIIMCHIBAIOTCS W YHHUYTOXKAKOTCS B COOTBETCTBUM C
TpeOoBaHUSIMU B 00JacTh HH(OPMALMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTMH U
obecrnieueHuss HHPOPMAITMOHHON 6€30ITaCHOCTH.

B yueTtHble nokymeHThI apxuBa, IC DA BHOCHTCS OTMETKA 00 MX CIIMCAaHUU.

23. [Ipu HaIMYUH B 3IEKTPOHHBIX JOKYMEHTaX HH(pOopMaIiu, pacpocTpaHeHue U (HIIn)
MPEOCTaBIEHUE KOTOPOW OrpaHUYECHO, MPUMEHSIOTCA CIEAYIOUIMEe CIOocOoObI  ee
YHUYTOXKECHUS:

BO3JICHCTBHE HA IIOBEPXHOCTh 3JIEKTPOHHOIO HOCUTENS MAarHUTHBIM II0JIEM
(pa3mMarHu4MBaHue);

MEXaHUYECKOE YHUYTOXKEHHME OHIIEKTPOHHOIO HOCUTENsI BMecTe C HH(popmanuen
(u3MenpyYeHne, pacrulaBiI€HHE, UCIOJb30BAaHUE XUMHUKATOB). [l oOecnieyeHus] MOITHOU
MH(}OpPMATMOHHOW 0€30MaCHOCTH TaHHBIN CIIOCOO0 SBISAETCS MPEANOYTUTEIBHBIM.

24. B onuch NOCTOSIHHOTO XPAaHEHUS BKIIIOYAKOTCS JOKYMEHTBI, BXOJSIINE B COCTAB
HA®.

25. AKT O BBIICIICHUH K YHUYTOXEHHUIO JTOKYMEHTOB, HE IOMJICKALIUX XPaHEHUIO,
COCTaBJICHHBIN MIPU OMUCAHUU JOKYMEHTOB, IIepepabOTKe ONUCEeH, BCTYNAET B CUITY MOCIE
COrJJaCOBaHMUSl ONMUCEH ITOCTOSIHHOIO XPAHEHUs W OIKCEH M0 JUYHOMY COCTaBy B
COOTBETCTBHHM C MYHKTOM |8 Hactosimmx [IpaBun.

26. IIpu BbIIETIEHUU K YHUUTOXXEHUIO JOKYMEHTOB C MOBTOPAIONICICS HHpOpMaLIKen
apXMBOM MPOBOAMUTCS WX KOMIUIEKCHAas CBEpKAa C JOKYMEHTaMH, OCTABJISIEMbIMH Ha
MOCTOSIHHOE XpaHEHWE, W/WIU C apXUBHBIM (DOHIOM BBIIIECTOSALIEIO OpraHa, /Wi
MOJIBEJOMCTBEHHbIX ~OpraHu3aluid, W/WIM C apXuBHBIMU (OHAAMHU OJHOPOIHBIX
OpraHU3aIMd, IEATCILHOCTh KOTOPBIX CBSI3aHA C ONPEICIICHHON TEPPUTOPUEN.

He nonanexxar yHMUYTOXXEHHIO KOIHU OCOOO LIEHHBIX JOKYMEHTOB M JyOJeTHbBIE
AK3EMIUISPBI JOKYMEHTOB C BU3aMU, PE30JIIOLIUSAMU, TOMETAMU U MPABKaAMHU.

27. nst paboThl ¢ TOKYMEHTaMu OOBEMHBIX, CJIOXKHBIX M HECKOJIBKHX OJHOPOIHBIX
apXMBHBIX (DOHJIOB COCTAaBIIAIOTCS pabouve TUIaHbl MPOBEIEHUS IKCIEPTU3bl LIEHHOCTU
JOKYMEHTOB M NPUMEpPHBIE NEPEUYHU TOKYMEHTOB, MOJJICKAIIMX M HE NOAJeKaIInX
IIOCTOSIHHOMY XpaHeHHI0. K rpynnamM JOKYMEHTOB B IEPEUYHSX JOKYMEHTOB, ITOJIEKAIINX
Y HE MOJJIeKAIIMX [TOCTOSIHHOMY XPaHEHHUIO, TA0TCS TIOSICHEHUS O COCTABE U COACPKAHUU
JOKYMEHTOB, OCTAIOIIMXCSl Ha MOCTOSIHHOM XpaHEHHMH, U O JOKYMEHTaX, OTOOpaHHBIX K
YHUYTOXKEHUIO.

28. JIoKyMEeHTBI, OTJI0XKUBIIKECA B Tiepuo1 70 1917 roga BKIIOUKTENBHO, IMYHBIC J€T1a
U JIOKYMEHTBI OuorpaduuecKkoro xapakTepa, 3aBepIlleHHbIE B JEIO0NPOU3BOACTBE 10 1956
roJia BKJIFOUUTEIBHO, YHUYTOKEHUIO HE MOJJIEXKAT.



YHUYTOKEHUE JTOKYMEHTOB, OTJIOXKMBIIMXCS B mnepuoa ¢ 1917 mo 1956 ronwi,
OCYILIECTBIISIETCA MO COTJIACOBAHUIO C YIIOJTHOMOYEHHBIM OPTaHOM.
29. ApxuBHBIE TOKYMEHTHI, MMOAJNEKAIINE YHUUTOXKEHUIO, TIOJIJIEKAT MepepadoTKe B

COOTBETCTBUHM C MyHKTaMH 282-283 nHacrosmux lIpasuir.
Ilaparpad 3. Ilopsok npuema, nepeaavyu apXUuBHBIX JOKYMEHTOB

30. IIpuem noxymenToB HA® OT MCTOYHMKOB KOMIUIEKTOBAHHUS OCYIIECTBIIIETCA
apXMBOM B COOTBETCTBUU C IJIAHOM-TpaUKOM, YTBEPKIAEMBbIM PYKOBOJUTEIEM apXUBa,
[0 COIVIACOBAHUIO C PYKOBOJMUTEIEM OpPTraHU3AlWM, SABISIONICHCS HCTOYHUKOM
KOMILICKTOBAHHSI.

BrennanoBeiii npuem nokymeHToB HA®D, a Takke apXHMBHBIX JOKYMEHTOB, CPOKHU
BPEMEHHOI'O XPAaHEHUs KOTOPBIX HE HUCTEKIH, OCYLIECTBIIAETCS B CIIydasX JIMKBUJALNU
MCTOYHUKA KOMIIJIEKTOBAHUS UM YTPO3bl COXPAHHOCTH apXUBHBIX JTOKYMEHTOB.

[IpueM Ha neno3uTapHOE XpaHEHUE JOKYMEHTOB, HE OTHECEHHBIX K cocraBy HAD,
OCYILIECTBIISIETCS ITyTEM 3aKIIFOUEHUS JOTOBOPA.

Cpoku npuema JOKYMEHTOB OT HErOCYJApCTBEHHBIX OPTaHU3AlU OMPEACIIIOTCS B
ZIOTOBOPE.

31. ApxuBHbBIE JOKYMEHTHl IPUHUMAIOTCS B apXuB B yrnopsigoueHHoM Buae ¢ HCA u
CTPaxXOBBIMHU KOMUSIMU Ha 0CO00 IIEHHBIE JOKYMEHTHI (ITPU X HATUYHH).

[Ipu npremMe apXUBHBIX TOKYMEHTOB IIPOBOJUTCS IPOBEpKa (PU3MUECKOT0, CAHUTAPHO-
TUTHEHUYECKOT0, TEXHUYECKOTO COCTOSIHUSA TOKYMEHTOB M CTPAaXOBBIX KOMUN Ha 0C0O00
LIEHHBIC IOKYMEHTBI, & TAK)KE KOMIJIEKTHOCTH YUETHBIX JOKYMEHTOB.

[Ipuem apXMBHBIX JOKYMEHTOB, CPOKM BPEMEHHOTO XpaHEHUsI KOTOPBIX HE UCTEKIIH,
ohopMIISIETCS aKTOM TMpHUeMa-Tiepeadyd JOKYMEHTOB Ha TIOCTOSIHHOE XpaHEHUE U
MIPOU3BOJIUTCS 110 HOMEHKJIATYpe JEJN, MPH €€ OTCYTCTBUM — IO OIHUCH, COCTaBISIEMOMU
OpraHU3aIUEH.

32. Ilpuem nen, MOKYMEHTOB MPOU3BOAUTCS TMOEAMHUYHO, O0COOO IICHHBIC Jeia
IIPUHUMAKOTCS. C WX MOJMCTHOM IPOBEPKOM. BO Bcex 3K3eMIuIsipax OINKCH JIENAKTCS
OTMETKH O TIpUEME apXMBHBIX IOKYMEHTOB B apXuB. [Ipu OTCYTCTBUM €IMHUI] XpaHEHUS,
YKa3aHHBIX B OIKCH, B HEW JI€JIA€TCS HOBAasl UTOroBas 3amuchb. HoMmepa OTCYyTCTBYIOIIMX
€MHUI] XPAaHCHHUS U MNPUYMHBI OTCYTCTBUSI OTrOBApUBAIOTCS B aKTe MpHeMa-Teperadn
JOKYMEHTOB Ha XpaHEHHWE U MPUIaraéMou K akTy crpaBke. ICTOUHHUK KOMIUJIEKTOBAHUS
MIPUHUMAET MEPbI MO PO3BICKY HE MOCTYNUBIIMX HA XPAHEHHE apXHUBHBIX JTOKYMEHTOB.
VY TpadueHHbIE TOAJIMHHBIE APXUBHBIE IOKYMEHTBI 3aMEHSIIOTCSI KOMUSAMU MPU UX HAJTUYUH.

[Tpuem apXuUBHBIX TOKYMEHTOB 0(hOPMIIIETCSI aKTOM TTpHeMa-Tiepe1adn JOKYMEHTOB Ha
XpaHeHue 1o Gopme, yTBEpKIaeMOW yIOJHOMOYEHHBIM OPTraHOM, COCTaBJISIEMbIM B JIBYX
sk3emIuiApax. OAWMH SK3EMIUISIp OCTaeTCsl B apXWBe, JpPyrol — B HCTOYHHKE
KOMIUIEKTOBaHMS. BMecTe ¢ apXuMBHBIMM JIOKYMEHTaMH B apXuB IIEepefaloTcs Tpu
AK3EMILUISIPA OIUCH JIET, JOKYMEHTOB.

[Ipy nepBoM IMpueMe apXHMBHBIX JOKYMEHTOB OT MCTOYHHKA KOMIUJIEKTOBAHUS
MPUHUMAETCSI UCTOPUYECKASI CTIPABKa K apXUBHOMY (DOHTY.

33. JlokymeHThl (PU3UYECKHUX JUIl, OTHECEHHbIe K cocTaBy HA®D, mpuHuMarOTCS B
apXvB IO JOTOBOpaM [apeHus, KyIUIM-TIPOJa)KH, 3aBEIIAHMI0 WM PELICHUIO CyJa Ha



ocHoBanuu pemienus OIIK apxuBa, ApxuBa Ilpe3unenta PecnyOmuku Kazaxcran wiam
MUO.

[IpueM yka3zaHHBIX JOKYMEHTOB B apXuB O(OpPMIISIETCS aKTOM IpHieMa Ha XpaHEHUE
JIOKYMEHTOB JIMYHOTO TMPOUCXOXKACHUS 1O (opme, yTBEpPKAAEMON YHOJIHOMOYEHHBIM
OpraHoM.

B cnydae npuHsATHS penieHus Mo pe3ysbTaTaM IKCIEPTU3bl IIEHHOCTH TOKYMEHTOB O
MOJIHOM WJIM YaCTUYHOM BO3BpPATE YKA3aHHBIX apXUBHBIX JOKYMEHTOB, O(POPMIISIETCS aKT
BO3BpaTa apXMBHBIX JOKYMEHTOB JUYHOIO MPOUCXOXKIECHUS B JABYX JK3EMIUISIpax IO
dbopme, yTBEepKIAaeMOW YIMOJIHOMOYEHHBIM OpraHoM. OJMH 3K3eMIUIAp aKTa OCTaeTCs B
apXuBe, IPYTOl BMECTE C IOKYMEHTAaMHU BO3BPAIAETCS UX COOCTBEHHHKY WJIM BIIAJCIbITY.

34. JIOKyMEHTBl MOCTOSIHHOIO W JOJTrOoBpeMeHHOro (cBeimie 10 5eT) XxpaHeHus,
MTOCTYTHBIIIME B apXHB B HEYMOPSAOYECHHOM BHUJIC IO COCTABIICHUS OTHCH, TTOIIMBAIOTCS B
TBEPYI0 OOJOXKKY M3 KapTOHA WM MEPErIeTaloTCs ¢ YYE€TOM BO3MOXXHOCTH CBOOOJIHOTO
YTEHUS TEKCTa BCEX JOKYMEHTOB, JIaT, BU3, PE30JIIOINI U IPYTUX OTMETOK Ha HUX.

Ha oOnoxke gena ykasplBaloTcs HauMMeHOBaHHUS (GOHA00Opa3oBaTelns, €ro
CTPYKTYPHOTO MOJpa3jiesieHus, HoMep (MHIEKC) Jiea, 3arojI0BOK Jela, AaTa jiena (ToMma,
Y4acTH ), KOJIUYECTBO JIMCTOB B JIeie, CPOK XpaHECHUS Jejia, apXUBHBIA mudp nena.

JIOKyMEHTBI, OTHECCHHBIC K KYJIbTYPHBIM IIEHHOCTSM, U 0CO0OO IICHHBIE JTOKYMEHTHI
XPAHSTCS B TBEPJIBIX MAMKaxX C TPeMs KJIallaHaMH, 3aBS3KaMH WJIA B KApTOHHBIX (DyTispax
(kopoOkax wiu Tyoycax).

35. AynroBu3syalibHbI€ JOKYMEHTBI IPUHUMAIOTCS B ApXUB Ha TIOCTOSIHHOE XPaHEHUE B
CIEAYIOIIEM KOMIUIEKTE:

1) KMHOJIOKYMEHTBHI — HETaTUB HM300pakKeHUs, TyOJib-HeTaTUB (KOHTPATUIT), HETaTUB
(¢hoHOTpaMMBI, MAarHUTHBIH OpWUTHUHAT (OHOTPAMMBI, ITO3WTHBHAS KOIHWS, MAarHUTHas
(dboHOrpaMmMa IIYMOB M MY3BIKM, MPOMEXYTOUHBIA MO3UTUB H300pakeHUs (J1aBaHza),
YCTAaHOBOYHBIE POJIMKH W TIACTIOPTa TSI IBETHBIX KWHOJAOKYMEHTOB, dTAJIOHHAS KOIIHSI;

2) (GOTOMOKYMEHTBI — HETAaTHUB, KOHTPOJBHBIA (POTOOTIEUYATOK WA TIO3UTHB IPHU
OTCYTCTBUU HETATUBA;

3) GOoHOIOKYMEHTHI U BUACOIOKYMEHTBI — OPUTHHAI M KOTIHSI.

OHOBpPEMEHHO MPUHUMAETCS TEKCTOBAsI COMTPOBOIUTEIbHAS JOKYMEHTAITHS:

1) nns KUHOJOKYMEHTOB — MOHTQ)XHBIC JIUCTHI, AHHOTAIUW, pa3peIINTEIbHbBIC
YAOCTOBEPEHUS K 3aKOHUYCHHBIM MPOU3BEICHUSIM, aKThl TEXHUYECKOTO COCTOSIHHSI, 3aITUCH
IIBETOBBIX M CBETOBBIX MAaCIIOPTOB;

2) nas PoTOOKYMEHTOB — aHHOTAIIUH;

3) nmns (QOHOJOKYMEHTOB W BHJICOJOKYMEHTOB — MOHTQXHBIC JIUCTHI, aKThI
TEXHUYECKOTO COCTOSHUSA, TEKCThl BBICTYIUICHHM, KaTaJIOTH, CIUCKH BBICTYHAIONIUX,
MIPOTrpamMMBbl BEUEPOB, KOHIIEPTOB, PEIICH3NHU, CTAThU U IPyTHE.

36. Hay4HO-TeXHMYECKass JOKYMEHTAIUs NMPUHUMACTCS HAa XpaHCHHUE I10 OIHCSM,
COCTaBJICHHBIM [0  TpyIIaM:  Hay4YHO-UCCIIEIOBATENIbCKas,  KOHCTPYKTOpCKasi,
TEXHOJIOTUYECKasi, MPOEKTHO-CMETHAs, MaTEHTHO-JIMIICH3UOHHAs, KapTorpaduyeckas,
reojie3uyecKas, reoJioruyeckas, TeJleMeTpuuecKas, 3eMJICyCTpOUTEIbHAS,
JIECOYCTPOUTEIIbHAS U MHAS TOKYMEHTAIUS HA PA3IMYHBIX HOCUTEIISIX HH(POPMAIIUH.



37. IlpueM 3JIEKTPOHHBIX JI€J Ha IOCYJapCTBEHHOE XPAaHEHHWE OCYILECTBISIETCS IO
KaHajaM DdJIEKTPOCBA3M B  COOTBETCTBHM C  PErJIaMEHTOM  HH(POPMAIMIOHHOTO
B3aMMOJICHCTBHS MKy WH(OPMALIMOHHBIMU CHCTEMaMHU.

DJNEeKTPOHHBIE JTIOKYMEHTHI NEPENaloTCsl Ha TOCYAapCTBEHHOE XpaHeHue B ¢opmare
xpanenust PDF/A-1 u coneprkar ciemyromnme (hauibl:

1) daiiasl 371eKTPOHHBIX MOAMHUCEH;

2) Qailibl IPOBEPKU SJIEKTPOHHBIX MOANUCEN, MOATBEPKAAIOIINE MOJIOKUTEIbHBIN
pe3yJIbTaT NPOBEPKH JIEKTPOHHOM MOANNCH;

3) ¢aiin MeTaJaHHbBIX IEKTPOHHOTO JOKYMEHTA.

38. Ilo wroram mnpuema O(OPMISAIOTCS aKT MpUeMa-Tiepeadynd 3JIEKTPOHHBIX
JOKYMEHTOB, aKT O MHTpaIlMi W Tepe3alucu S3JCKTPOHHBIX TOKYMEHTOB MO (opMe,
YTBEPKIAEMON YIIOJTHOMOUYEHHBIM OPraHOM.

39. DIIeKTpOHHBIE JeNa MEPENarTCsl Ha TOCYJapCTBEHHOE XPAHEHHE M0 E€IWHUYHO
COTJIACHO OIMCHU 3JIEKTPOHHBIX €Nl MOCTOSHHOTO XpaHEHUs Mo (opMme, YTBEep:KIaeMoil
YIOJJHOMOUYEHHBIM OpPraHOM, C CONPOBOJUTENBHBIM IMHCHMOM, B KOTOPOM YKa3bIBaKOTCS
HOMEpa M Ha3BaHMUs ONUCEH, crmocod mnepeaauu (MASHTHU(PHUKATOP HHPOPMAIMOHHOTO
MaKeTa UM JaHHbIE 00 3JIEKTPOHHBIX HOCUTENIAX ).

Onucu 37EKTPOHHBIX JAEN MOCTOSTHHOTO XPaHEHHUS JIOJKHBI OBITh MPEIBAPUTEIHHO
cornacoBanbl L[DIIK ynomaomoduenHoro oprana wim OIIK MECTHOro MCHOJIHUATEIBHOTO
oprasa.

40. HNudopmanMOHHBIA MAaKET COACPKUT CIEAYIOIIME METaJaHHble Ha YpPOBHE
AJIIEKTPOHHOTO JIEJIa:

NOPSIKOBBI HOMEP 3JIEKTPOHHOTO J€JIa B OIKCH 3JEKTPOHHBIX AEJI CTPYKTYPHOIO
MO/Ipa3/IeNICHUS;

MHJIEKC 3JIEKTPOHHOIO JIeNa;

3aroJIOBOK 3JIEKTPOHHOTO JIENa;

KpailHHE JaThl 3JIEKTPOHHBIX TOKYMEHTOB 3JIEKTPOHHOIO JIENa;

KOJIMYECTBO 3JIEKTPOHHBIX JIOKYMEHTOB JIEKTPOHHOTO JEJIa;

00BEM DJIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOTO JIEJIa;

A3BIK (S3BIKH) AJIEKTPOHHBIX JOKYMEHTOB 3JIEKTPOHHOTO JIETIa.

[{enocTHOCTh METaJaHHBIX HA YPOBHE 3JIEKTPOHHOTO JIejia MOATBEPKIAETCA YKa3aHUEM
B MH(OPMALIMOHHOM IMAKETE UX MOJTHOTO COCTABA JAHHBIX.

41. MuabopMalMOHHBIA TAKET COJEPKHUT CIEIYIOUME METaJaHHble Ha YpOBHE
AJIIEKTPOHHOIO JIOKYMEHTa BpeMeHHoro (110 10 jeT), nonroBpeMenHoro (cBeime 10 net) u
MTOCTOSIHHOT'O XPAHEHHSL:

Ha3BaHUE BHUJIA MIEKTPOHHOTO JOKYMEHTa (IIpUKa3, MUCbMO, CMETA U Ap.);

JlaTa 3JIEKTPOHHOI'O JIOKYMEHTA;

npaBo JOCTyNa K 3JIEKTPOHHOMY JOKYMEHTY (JOCTyn pa3pelieH BceM; AO0CTYI
ycTaHaBiIuBaeTca (poHaoo0pa3zoBaTeiem);

JlaTa CHATHUSL OTpaHUYEHUN A0cTyna (MpU UX HATMYUN);

PEruCTPALIMOHHBIN UHAEKC 3JIEKTPOHHOTO JTOKYMEHTA;

A3BIK JIEKTPOHHOTO JJOKYMEHTA;



JaHHble 00 aBTOpe DJJIEKTPOHHOIO JIOKYMEHTa (HAauMEHOBAaHHE JOJHKHOCTU
VCIIOJIHUTENISI, HAMMEHOBAaHNE OPTraHU3ALMH, TOATOTOBUBUIEH 3JIEKTPOHHBIA TOKYMEHT);

CBeICHHsSI O (paillax 3JIEKTPOHHOrO TOKyMeHTa (MMeHa, OoOBbEeM, IOJHBII COCTaB
JAHHBIX);

cBelleHHss 00 airopuTMe BbIPAOOTKH IMOJHOIO COCTaBa JIaHHBIX (AJIroOpUTMe
XAIIUPOBAHUSL — KPUNTOIPAPUUECKOM aITOPUTME BBIUMCICHUS 3HAYCHUS XAII-(QYHKIUN)
(o003HayYeHUE ANrOpUTMA, CChIIIKA HA TEXHUYECKUM HOPMATUBHBIN MPaBOBOM aKT).

[{eTOCTHOCTh METAIAHHBIX HA YPOBHE AJIEKTPOHHOTO JOKYMEHTA MOJTBEPKIACTCS
MOJIHBIM COCTABOM JIAHHBIX, YKa3aHHBIX BO BHYTPEHHEN OMUCH.

B cnyyae HapylieHMs LIETOCTHOCTH METAJAHHBIX COCTABISETCA aKT O HapyUIEHUU
[EJOCTHOCTH AJIGKTPOHHOT'O JOKYMEHTa MO (opMme, YTBEpKIAeMOW YHOJTHOMOYEHHBIM
OpraHoM.

42. Tlpm HeoOXOIUMOCTH HJisi ONHUCAHMS Ha YpPOBHE 3JIEKTPOHHOIO JOKYMEHTa
HCIIOJIb3YIOTCS IONOJHUTENIbHBIE METaJaHHbIE, XapaKTEPU3YIOIINE OCOOCHHOCTH CO3IaHMsI
Y BOCIIPOU3BEIECHUS NIEKTPOHHBIX JOKYMEHTOB:

CCBUJIKU Ha JIPyTUE TOKyMEHTHI, 00pa3yrolue o0muid ynpaBIeHueCKU KOHTEKCT;

CBelIeHUsI 00 MH(OPMAIIMOHHOW TEXHOJIOTUU (BEPCHH MPOTPAMMHOTO MPOAYKTA), C
MTOMOILIBIO KOTOPOU CO3/1aH 31€KTPOHHBIN JOKYMEHT;

CBEIEHUS O TEXHUYECKHMX M NPOrPAMMHBIX CpEICTBAaX, HEOOXOAMMBIX IS
BOCITPOU3BEJCHUS MIEKTPOHHOTO JOKYMEHTA,

CBEJICHUS O 3aLIUTE 3JIEKTPOHHOI'O JTOKYMEHTA.

43. IIpu nepenaye 3MEKTPOHHBIX TOKYMEHTOB Ha ITIOCTOSIHHOE XPAHEHHUE MCIOJIb3YETCs
YETBIPEXYPOBHEBAsI CUCTEMA ONTMCAHUS:

Ha ypoBHE (oH[a;

Ha YPOBHE OMUCH JIEKTPOHHBIX JIET;

Ha YpOBHE 3JIEKTPOHHOIO JI€]1a;

Ha YPOBHE 3JIEKTPOHHOIO JOKYMEHTA.

44. Jlna onucaHMsl SJEKTPOHHBIX JOKYMEHTOB Ha YpOBHE (OHIAa HEOOXOAUM
CJIEIyIOIMI COCTAB METAIAHHBIX:

HAaMEHOBAaHUE OpPraHU3ALNY;

HOMEP TOCYJAapCTBEHHOM pErucTpaluyd OpraHu3aliuy WIK YYETHBI HOMep
JIaTeNbIINKa;

KOMMYHUKAIIMOHHbIE JJaHHbIE OpraHu3aluu (MOYTOBBIA aapec, HoMmepa TenedoHa,
tenedakca, BKIOYAs KOJ  aBTOMATHYECKOM  MEXIYropoJHOM  (MEXIyHAapOIHOIN)
TenedOHHOU CBSA3U, OUITUATIEHBIN aJIpec IEKTPOHHOM MOYTHI);

HUCTOPUKO-apXMBHasi CHOpaBka K (OHIY, CcOCTaBisieMass B COOTBETCTBUU C
3aKOHOJATEIHCTBOM B c(hepe apXUBHOTO JeNIa U JOKYMEHTHUPOBAHUSI.

45. JIOKyMeHTBI, CO3JaHHbIE apXMBOM B  pe3yJibTaT€ HWHULUATUBHOIO
JOKYMEHTUPOBAHUSI COOBITUNA COBPEMEHHOCTH WM MPOUUIOro (aHkeThl, (ororpaduu,
3amucy BOCIIOMHHAHMM, Oecell, MHTEPBbIO U Tak Jajee), BKIoudaroTcs B coctaB HAD u
BHOCSITCA B OIHUC.



46. [IpueM ceKpeTHbIX JOKYMEHTOB OT HCTOYHUKOB KOMILJIEKTOBAHUS OCYIIIECTBIISAETCS
B COOTBETCTBHHM C 3aKOHONATeIhCcTBOM PecmyOmmkm KazaxcrtaH o rocyaapCTBEHHBIX
CeKpeTax.

47. ApXuBHBIE JOKYMEHTHI, IPUHATHIE apXUBOM OT JIMKBUJIMPOBAHHOW OpraHu3aIluy,
SIBJISIBILICCS] HICTOYHUKOM KOMIUIEKTOBAHMS, BBIJICTSIOTCS K YHUUTOXEHUIO 110 UCTCYCHUU
YCTaHOBJICHHBIX CPOKOB XpaHEHUs. ApXUBHbIEC JOKYMEHTHI, UMEIOIINE B COOTBETCTBUHU C
THUTOBBIMU WJIM OTPACIIEBBIMU IIEPEUHIMU CPOK XpaHeHus ¢ momeTkor "IIIK", BeimensroTcs
K YHUYTOXKEHUIO TOJIBKO MOCIE MPOBEACHUS SKCIIEPTU3BI UX IIEHHOCTH.

48. JIoKyMEHTBI 10 JINYHOMY COCTaBY JIMKBUAMPOBAHHON OpraHU3alluKd HE3aBUCUMO OT
¢bopMbl COOCTBEHHOCTH B CiIy4a€ OTCYTCTBUS IPABOMNPEEMHHKA WM BBIICCTOSIICH
OpraHu3alliy MPUHUMAIOTCS Ha XPAHEHUE B APXUB B YIOPSIZIOUEHHOM BHJIE B COOTBETCTBUU
c 3akoHaMu Pecnyonuku Kazaxcras.

49. TIlepemaua apxXWBHBIX JOKYMEHTOB, HaxOJSIIUXCS B TOCYIapCTBEHHOM
COOCTBEHHOCTH, U3 OJHOrO apXHWBa B JAPYTrOd OCYIIECTBISETCS HA OCHOBAHUM PEIICHUS
ynojiHoMoueHHoro opraHa wiu MHWO nmubo mo coriacoBaHWio € YHOJIHOMOYEHHBIM
OpraHOM B CBSI3M C YTOUHEHHUEM MPOQUIs apXuBa, a TAaKKe MO pe3yJbTaTaM dKCIEePTU3bI
IIEHHOCTH JIOKYMEHTOB.

[Ipu nepegave cocTaBisieTCsl aKT IpUeMa-fepeiadyu TOKYMEHTOB Ha XpaHEHUE B IBYX
AK3EMIUISIPAX, OAHOBPEMEHHO MEPENAIOTCd TPHU IK3EMIUISIpAa OINHUCEH, JIEJ0 apXUBHOIO

dboHAa 1 TUCT apXUBHOTO (PoHTA.
Haparpa(l) 4. KoMmjieKkToBanue apxuBa apXuBHBIMHU JTOKYMECHTaAMHU 3apy6emn0r0 MPOUCXO0KACHUSA,
HMEIIINMHU 3HAYCHHUE NJIs Pecnyﬁ.m/llm Ka3aXCTaH, WJIM UX KONMUSIMU Ha NMpaBax NOAJITMHHUKOB

50. KowmmiekToBaHMe apxuBa  apXWBHBIMH  JOKYMEHTaMH  3apyOeKHOIO
MIPOUCXO0XKJICHUS, UMEIOIIMMU 3HaueHue ais Pecnyonuku Kazaxcran, 3akitodyaeTcs B:

1) BBIABIIGHWU apXHWBHBIX W OMyOJMKOBAHHBIX CBEICHUI 00 ITHX TOKyMEHTax 3a
pyoexomMm;

2) BBISBJIICHUW TOCYAAPCTBEHHBIX, HETOCYJAPCTBEHHBIX M WHBIX IOPUAMUYECKUX U
(bu3nyecKuX UL, pacrojaramiux J0KyMeHTaMu 1o uctopuu Kazaxcrana;

3) paspabotke Oubmmorpaduu CHPaBOUYHUKOB M JAPYTUX HU3JAHUNA O 3apyOeKHBIX
rOCy/apCTBEHHBIX M HETOCYAAPCTBEHHBIX apXUBaxX, XPaHSIIUX JIOKYMEHTHI IO HCTOPUU
Kazaxcrana;

4) cocTaBieHUM NEpPEUYHE apXUBHBIX (DOHIOB, KOJJIEKIMI, COOpAaHUN U OTIEIbHBIX
JOKYMEHTOB T10 CTpaHaM, apXUBOXPAHUJIUINAM, BIIaIeIbIIaMm;

5) BBISBJICHUH CBEJICHUI O TOKYMEHTaX 1Mo uctopuu Kazaxcrana, moiydeHHBIX B BHUJIC
KOIUI Ha TIpaBax MO yTNHHUKOB;

6) cBOeBpeMEHHOM HH(GOPMHUPOBAHWN YTMOJTHOMOUYEHHOTO OpraHa O BBISBICHUU H
NpUOOpPETEHUH TOKYMEHTOB 3apyO0eKHOro MPOUCXOXKIAeHHs 1o uctopun Kazaxcrana umu
WX KOTIMI Ha MpaBax MOJIMHHUKOB;

7) oOCyIIeCTBICHUH pPabOThl MO JKBUBAJIEHTHOMY OOMEHY KOMHMSIMH apXHUBHBIX
JOKYMEHTOB B COOTBETCTBUM C MEXKIYHApOJHBIMUA JOTOBOPAMH U COTJIALICHHUSIMHU
YHOJTHOMOYEHHOTO oprana, MO ¢ apXWBHBIMHU OpraHu3alusIMU 3apyOeKHBIX CTpaH;



8) mpreMe apXUBHBIX JOKYMEHTOB UJIM KOIIUI Ha IpaBax MOJIMHHUKOB Ha IOCTOSIHHOE
XpaHEHHE.

51. YnomHOMOYEHHBI OpraH OCYyIIECTBISET KOOPAMHAIMIO pabOThl apXUBOB IO
BBISIBJICHUIO W TNPUOOPETEHUIO AapXUBHBIX JOKYMEHTOB WJIM HMX KONUM Ha MpaBax
MO/VIMHHUKOB 10 uctopun Kazaxcrana 3a pyoexom.

52. Ilpuem nosiydeHHBIX U3-3a pyOeka apXMBHBIX JOKYMEHTOB MJIM KOIMN Ha IpaBax
HOJYIMHHUKOB B apXUB OCYILECTBISETCS HA OCHOBAaHUM JJOTOBOPA MEXKAY COOCTBEHHHUKOM
yYKa3aHHBIX JOKYMEHTOB U apXHUBOM O MPOAAXKE, JaPEHUU IOUIMHHBIX JTOKYMEHTOB WM UX
KOIHi, 0OMEHE KONMUSAMU JOKYMEHTOB. 3aKJIIOUEHHE JIOTOBOPA OCYILECTBISIETCSA C yUETOM
3aKOHOJATEIbCTBA COOTBETCTBYIOIIECH CTPAHBL.

B noroBope oroBapuBarTCi OCOOBIE YCIOBHSI HCIIOJIB30BAHHS IEPENAaBAEMBIX
ApXMBHBIX JOKYMEHTOB WJIM KOIMK Ha IpaBax IOJJIMHHUKOB. lIpueM 1n0KyMeHTOB
odopmiseTcs akToM NpueMa-nepeaadn JOKyMEHTOB Ha XpaHEHHE.

53. JIoKyMEeHThI, IOCTyNMBIINE H3-3a pyOeka B BHUJIE€ MOJIMHHUKOB WJIM KONMHUWA Ha
[IpaBax I[OJJIMHHUKOB, IIPUHATHIE HA ITIOCTOSIHHOE XPAaHEHUE B apXUB, HE3aBUCUMO OT UX
IIPOUCXO0KICHU BKIt0YaroTcs B coctaB HA®u noasiekar rocy1apCcTBEHHOMY YUETYy.

I'napa 3. Ilopsinok xpaHeHusi 10KyMeHTOB HanlMoOHAJIbHOr0 apXuBHOIO (pOHAA U APYIUX APXUBHBIX
AOKYMEHTOB
Iaparpad 1. ®oHanpoBaHue apXUBHBIX IOKYMEHTOB

54. B apxuBe nqokyMeHTbl HA® u apyrue apXWBHBIE TOKYMEHTBI OPTraHU3YHOTCS IO
apxuBHbIM (oHAam. [lo OTHOIIEHWIO K OTAEJIBHBIM BHJAM AapXWMBHBIX JOKYMEHTOB
JoMycKaeTcst ux He (OHAO0Basi OpraHU3alvs B COOTBETCTBUU C IMMyHKTaMu 93-94 HacTosIImx
IIpaBu.

55. Bupl apxuBHBIX (DOHIOB:

1) apxuBHBIN (HOHA OpraHU3alMU, COCTOSIIMM M3 00pa30BaBLIMXCSA B IPOLECCE €€
NEATEIIbHOCTH APXUBHBIX JOKYMEHTOB;

2) apXuBHBIM (HOHJA JIUYHOTO IMPOUCXOXKJICHHS, COCTOSIIMK M3 00pa30BaBIIMXCS B
Mpolecce XU3HU U AEATENbHOCTH OTIEIBHOrO (PU3MYECKOTo JIMIA, CEMbH apXHBHBIX
JTOKYMEHTOB, BKJIFOUYEHHBIX B cocTaB HA®D;

3) oObenMHEHHbIH apXUBHBIM (OHA, COCTOSIIMI M3 apXUBHBIX JIOKYMEHTOB,
00pa30BaBIIMXCA B MPOILIECCE JACITENBHOCTH JBYX WM OOJiee OpraHu3aluii, a Takxke
(U3UYECKUX JIUIT, UMEIOIINX MEXTy COO0N MCTOPUYECKH U/UITH JIOTHYECKU 00YCIIOBJICHHbBIE
CBA3U.

[Ipu xmaccudukanuu JOKYMEHTOB MO apXWBHBIM (DOHIAM MPUMEHSETCS TPUHITUT
HeApOoOUMOCTH (HeneauMocTH) (oHAOB. JJOKyMeHThl apXuBHOro (pOHIA OpraHU3aINH,
OTIIETBHOTO (PU3MYECKOr0 JHIAa MPEJACTaBIAIOT COOOM HMCTOPUYECKU CIIOXKUBIIUNCS
KOMILJIEKC JOKYMEHTOB. EIMHCTBO MPOUCXOXKACHUS, TECHbIE UCTOPUYECKHUE U JIOTUYECKUE
CBS3H, CYILIECTBYIOIIME MEXKAY TOKYMEHTaMU Takux (OHIO0B, 00ycIaBIMBalOT TpeOOBaHUE
COOJTIOICHUS UX LIETIOCTHOCTH.

B cooTBeTcTBUMM C NPHUHLMIIOM HEAPOOMMOCTH (HEAECIMMOCTH) apXUBHBIX (DOHIOB
KOMIUIEKTOBAHHE apXUBOB OCYILECTBIISIETCS TAKUM 00pa30M, UTOObI apXHUBHBIE TOKYMEHTHI
OJTHOTO (POHJIA MOTHOCTHIO KOHIIEHTPUPOBAIUCH B OJTHOM apXHUBE.

56. K apxuBHOMY (DOHy IpUPaBHUBAETCS apXUBHASL KOJUICKIIHS.



57. Pabora mo ompeneneHuro, yTOUHEHUIO (POHIOBOM MPUHAIC)KHOCTH apXUBHBIX
JOKYMEHTOB, OIPENEICHUIO IOPUAMYECKON CaMOCTOSTENIbHOCTH (POHI000pazoBaTens M
XPOHOJIOTHYECKUX PaMOK JOKYMEHTOB (DOHMA, XPOHOJOTMUYECKUX TPAHULl ApPXUBHBIX
(OHIOB OCYIIECTBIISICTCSI B MCTOUHUKAX KOMIUIEKTOBAHUS HA CTaIUU JEJIONPON3BOCTBA B
nporecce GOpMUPOBAHUS JI€] B COOTBETCTBUU C HOMEHKIIATYPOii 1e71 M 0TO00pa JOKYMEHTOB
VISl TEpEeladyd Ha TOCYJAapCTBEHHOE XPAaHEHUWE B apXWB, B APXWBE — IPU ONUCAHUU
IPUHATHIX HEYIOPSIAOYECHHBIMU apXHUBHBIX JOKYMEHTOB, nepepadoTKe
HEYJIOBJICTBOPUTEILHO COCTABJIEHHBIX OINKUCEH, CO3JaHUU OOBEIUHEHHBIX apPXMBHBIX
(OHAOB U apXUBHBIX KOJUICKIUH, HCIPABIEHUH OMIMOOK (POHIUPOBAHMUS.

58. CBeaeHus 0 MPUHAMAIIEKHOCTH JOKYMEHTOB K OIPEACIIEHHOMY apXUBHOMY (DOHITY
YKa3bIBAIOTCA Ha 00JIOKKE JIena.

59. ®oH0Bas MPUHAMIC)KHOCTh HAYYHO-TEXHUYECKON TOKYMEHTAIUH OIPEICIISIETCS
IO CJIEAYIOLIUM IPU3HAKAM:

1) nns Hay4YHO-HMCCIEA0BATENbCKOM M TEXHOIOTMUECKON TOKYMEHTALUHU — [10 Ha3BaHUIO
pa3paboTurKa, B35ITOMY C TUTYJIBHOTO JIUCTA;

2) g KOHCTPYKTOPCKOM M NMPOEKTHOM JOKYMEHTAallMM — MO YIJIOBOMY LITaMIly Ha
YepTekax, TUTYJIbHOMY JIUCTY TEKCTOBBIX JTOKYMEHTOB, LITaMIy NPUMEHEHHS, COCTABY
MIPOEKTa WX ClieUU(PHUKALUN.

HayuHo-TexHu4ecKkass JTOKyMEHTalus, CO3/JaHHas OpraHu3alueil pa3padOTUYUKOM
IpoeKTa (TeMbl), MOCTYNAeT Ha MOCTOSHHOE XpaHEHHE B cocTaBe (POHJA OpraHU3alUU
TE€HEPAIBHOTO ITPOEKTUPOBIIUKA.

60. B ciyuae peopraHuzanmMy OpraHU3allM{, 3aKOHYEHHBIE MPOU3BOJCTBOM €I
BKJIIOUYAIOTCS B apXUBHBIM (POH]I pEOpPraHU3yeMOil OpraHu3aliy, a HE3aKOHUYEHHBIE Jiera
MEepPEeAAOTCS MPABOMPEEMHUKY [IJI OKOHYAHUS JEJIONPOU3BOACTBA M BKIIIOYAIOTCS B
apXUBHBIN (DOHJ MPAaBOMIPEEMHUKA.

61. B cmydae oOHapy» eHus1 JOKyMEHTOB, OLIMOOYHO BKJIFOUEHHBIX B apXUBHBIN (POHI,
OHM BBIJEISAIOTCA U MPUCOEIUHAIOTCS K JOKYMEHTaM Te€X apXMBHBIX (POHIIOB, K KOTOPHIM
OHM OTHOCSITCS.

62. W3 apxuBHOro (oHAa JIUYHOTO MPOUCXOXKACHUS AapPXUBHBIE JIOKYMEHTHI
OpraHM3alMM BBLACISAIOTCA U MPUCOEIUHSAIOTCA K COOTBETCTBYIOIIEMY apXUBHOMY (OHIY
MIpU yCJIOBUH, €CIIA 3TOT APXUBHBIN (DOHJ HAXOJIWUTCA HAa XPAaHEHUH B JIAHHOM apXHUBE U
apXMBHbIE JOKYMEHTbl OPraHU3AlMM HE CBSI3aHbI C JEATEIbHOCTHIO (PU3UUYECKOTO JIMILIA,
00pa30BaBILIETO APXUBHBIN (POH]T TMYHOTO MTPOUCXOXKICHHUS.

He mnoanexaT BbIAEIECHUIO M3 apXUMBHOTO (OHJA JIMYHOTO MPOUCXOKICHHS
PYKOBOAMTENEH WM YJICHOB OOIECTBEHHBIX OOBEIMHEHUI apXMBHBIE JOKYMEHTHI 3THUX
OOIIECTBEHHBIX 00BEIMHEHUH.

63. ApxuBHBIC JOKYMEHTHI, C(HOpPMUPOBAHHBIC B apXUBHBIN (OHA (00bEIMHEHHBIN
apxuBHbIN (HOHA), TepedOHANPOBAHUIO HE MOJIEKAT.

[lepedonaupoBanrie apXMBHBIX JIOKYMEHTOB JIOIMYCKA€TCA TOJBKO B CIydasx
oOHapyxkeHHsI OIHUOOK (POHIUPOBAHUS, 3ATPYAHSIONIMX MOUCK APXUBHBIX JOKYMEHTOB,
P YCIIOBUH, UTO JOKYMEHTHI ()OH/Ia HE BBEJCHBI B HAYYHBI 000POT.



[TepedonanpoBanue nposoautcs no pemenuto DIIK apxuBa, ApxuBa [lpesunenta
Pecry6mmku Kazaxcran uimu MUO.

64. Kaxngomy apxuBHOMY (OHIy MpHCBauBaeTcs OQUIMAIbHOE HAMMEHOBAaHUE
COOTBETCTBYIOIIEro (oHAo0Opa3oBaTeNsd C YyKa3aHWEM €ro MOJYMHEHHOCTH, BCEX
MEPEMMEHOBAHUI B XPOHOJIOTMYECKOM MOCIEI0BATEILHOCTH, a TAK)KE MECTOHAXOKICHUS.

65. HaumeHnoBanue 00beIMHEHHOTO apXUBHOTO QoHIa (popMyIIUpyeTcst IO OJJHOMY M3
CJIEIYIOIIUX MPU3HAKOB:

1) 060011eHHOE HAUMEHOBAHKE BKIIOUEHHBIX B HETO apXUBHBIX (DOHIIOB;

2) HaMMEHOBaHUE PYKOBO/ISIIET0 OpraHa u 00001eHHOE HAUMEHOBAHKE MO TYMHEHHBIX
€My OpraHH3aLnl;

3) nepedrciieHne HAMMEHOBAHUI CMEHSIBIIMX JPYT ApyTa OpraHu3aluii;

4) nocnenHee HAMMEHOBAHUE OPTAHU3ALMU C 100aBJIECHUEM " €€ MPEAIIECTBEHHUKN "

KoHnkpeTHble HaMEHOBaHHUS BCEX OpraHU3alui, JOKYMEHThl KOTOPBIX BOIIM B
O0OBETMHEHHBIN apXUBHBIN (POH[, MPUBOASITCS B YUETHBIX JOKYMEHTAaX.

66. B HauMeHOBaHNM apXUBHOTO (POHA YKA3bIBAIOTCS €T0 XPOHOJOTUYECKUE MPAHULIBI.

67. B HauMeHOBaHMM apXMBHOM KOJUJIEKLIMH YKa3bIBAIOTCS MPU3HAKK OOBEIMHEHUS
JIOKYMEHTOB U €€ COCTaBUTENb ((hU3NUECKOe WK IOPUINYECKOE JIUIIO).

68. B 3aBucMMOCTHM OT BpeMeHHM OOpa3OBaHMS W MPABOBOIO CTaTyca MCTOYHHUKA
KOMILJIEKTOBAHUSI €r0 APXUBHBIE JOKYMEHTHI IPUHUMAIOTCS B apXHUB KaK HOBBIM apXHUBHBIN
(GOHI WM TPOJOJIKAIOIIASICS YACTh YKE UMEIOILErocs apXUBHOTO (OHA.

69. OcHOBaHUEM JIJIS CO3/1aHUsI HOBBIX apXUBHBIX (POHIOB HE SIBISIOTCS:

1) mepenMeHOBaHHE WIM W3MEHEHUE AIMUHUCTPATUBHO-TEPPUTOPHAIBHBIX TPaHMUIL
JESITeIbHOCTU WM (PYHKLIUNA OpraHu3aliy;

2) peopranuzauusi (CIUsSiHUE, TPUCOCIMHEHUE, pa3lIeJICHUE, BbIACIICHUE,
peoOpa3oBaHKE) OPraHU3ALINH.

70. XpOHOJIOTMYECKUMHU FPAHULIAMH apXUBHOTO (DOHIA SIBISIOTCSA:

1) nnst apxuBHOTO (POHIa OPraHU3ALMU — YCTaHABIIMBAEMbIE HA OCHOBE ITPABOBBIX AKTOB
ouIManbHbIC AaThl UX CO3JAaHUS M JUKBUAAIMH (IIPU HATUYUH HECKOJBKUX MPABOBBIX
aKTOB 3a JIaTy 00pa30BaHUs OpraHU3allK PUHUMAETCS JJaTa HauboJiee paHHETO U3 HUX);

2) nisi 00BEeAMHEHHOTO apXWBHOTO (POHIA — JNAThl CO3/IaHMs HauOojiee paHHEH H
JUKBUAALMK HamOoJiee MO3JHEN MO BPEMEHU AESATENBHOCTH OpraHU3allMid, TOKYMEHTHI
KOTOPBIX BOIIJIM B COCTaB O0BEAMHEHHOTO apXUBHOTO (OHA;

3) nns apxuBHOro (OHIA JTUYHOTO MPOUCXOMKACHHS — JAThl POXKICHUS U CMEPTH
(r3MYECKOro JIMla, YWICHOB CEMbU UJTU POA;

4) s apXMBHOM KOJUIEKIMU — JaThl CAMOT'O PAHHEr0 U CaMOT0 MO3HEr0 JOKYMEHTA.

71. XpoHOJIOTHYECKUE TPAHUIIBI apXUBHOTO (HOHAA MOTYT HE COBMAJaTh C KPAaHUMU
JaTaMU COCTABJIIOLINX €r0 apXUBHBIX JOKYMEHTOB:

1) B apxuBHOM (pOHJIE OpraHu3ali — B CBSI3U C BOBMOXHBIM OTCYTCTBUEM apXHUBHBIX
JOKYMEHTOB HAYaJIbHOTO W/WJIM 3aBEpPIIAIOIIEr0 ATAarloB JAESITENIbHOCTH OpraHU3alliH,
BKJIIOYEHHEM B COCTaB (oHAA OoJjiee paHHUX APXMBHBIX JOKYMEHTOB, MEpEAaHHbIX AJis
3aBEpILEHUS MPOU3BOJCTBOM Jielia MPEAIIECTBEHHUKOM OpPraHU3aluu;



2) B apXMBHOM (POHJIE JTUYHOT'O MPOUCXOKACHUS — 332 CUET JOKYMEHTOB, COOpPAHHBIX
dbong000pa3oBaTeeM, MPOBEACHHS MAMSITHO-IOOMICHHBIX MEPOTIPUATHI U IPYTUX.

72. Ilopsimok (OHAMPOBAHUS APXUBHBIX JOKYMEHTOB apXHBa OMPEACIISICTCS TPABOBBIMH
aKTaMU TOCYJJapCTBEHHOTO OpraHa, B KOTOPOM OH co3jaH, corjacoBanHbiMU ¢ [[DTIK.

IHaparpad 2. Opranu3anusi apXuBHBIX JOKYMEHTOB B Mpe/ejax apxuBHoro ¢gonaa

73. B mpenenax apxuBHOTO (hOHAA ApXUBHBIC TOKYMEHTHI OPTaHU3YIOTCS TI0 STUHUTIAM
XpaHeHusi. EquHUIBI XpaHeHUsT CUCTEMATU3UPYIOTCS, BHOCSTCS B OIIUCH M O(DOPMITSIFOTCS B
MOpsIIKE, 00ECIEYNBAIOIEM UX YUYET, IOUCK U UCHOJIb30BAHUE.

74. B apxuBe cucteMaTtu3aius €AUHUIl XpaHEHUs MPOU3BOJAUTCS MPU COCTABICHUH U
nepepaboTKe OMHUCEH.

75. Cxema cuCTEMAaTU3AlNKN €AUHULL XPAaHEHUS SIBJSIETCSI OCHOBAaHUEM [IJIs1 BHY TPEHHEM
OpraHu3alMK JOKYMEHTOB apXUBHOTO (DOH/A U 3aKPEILISETCS OMUCHIO (OMTUCIMH).

76. CuctemaTH3alysl €IMHUALl XPAaHEHUsS B Mpejesiax apXUBHOTO (OHIA MO pazaenam
(mompazaenam) cxembl CUCTEMAaTU3alUUd MPOBOAUTCS C YYETOM OJHOIO WJIM HECKOIBKHUX
CIEAYIOIIUX MPU3HAKOB:

1) cTpykTypHOro (B COOTBETCTBHUU C NPUHAICKHOCTHIO €IWUHUIIBI XpaHEHUS K
CTPYKTYPHBIM TOJPA3ACIICHUSIM);

2) XpOHOJOTUYECKOro (MO0 MEepUoJaM WJIM JaTaM, K KOTOPHIM OTHOCSITCS €IMHUIIBI
XpaHEHHUs);

3) GyHKIMOHANBHOTO, OTPAaCIeBOr0, TEMAaTUYECKOIro, MPEIMETHO-BOMPOCHOTO (C
y4eToM (YyHKIMI OpraHu3aliy Wik BOIMPOCOB, KOTOPBIX KACACTCS COACPKAHUE €IUHUIIBI
XpaHEHHUs);

4) HOMUHAJBLHOTO (10 BUJIaM U Pa3HOBUIHOCTSM JIOKYMEHTOB);

5) KOpPECTIOHIEHTCKOTO (TI0 HANMEHOBAHUIO OpTaHU3aIui Wiu pamMuiusaM GU3NIecKux
JIUII, B pe3yJIbTaTe MEPENUCKU ¢ KOTOPBIMU 00Pa30BaTIUCh SAMHUIIBI XPAHCHU S );

6) reorpaduueckoro (B COOTBETCTBHH C ONPECICHHBIMU TEPPUTOPUSIMHU, HACETICHHBIMHU
MyHKTaMU U JPYTUMHU TeorpadudecKuMu 00ObEKTaMH, C KOTOPHIMU CBSA3aHBI COJCPKaHUE
JTIOKYMEHTOB, UX aBTOPbI, KOPPECTIOHICHTHI);

7) aBTOPCKOro (10 HAMMEHOBAHUSIM OpraHu3aluil Wik GaMuIusaM (GU3NYECKUX JIULL,
KOTOPBIE SIBJISIFOTCSI aBTOPAMHU JIOKYMEHTORB).

77. CTpyKTYpHBII U XPOHOJOTUYECKUN MPU3HAKU MPUMEHSIOTCS B JIByX BapUaHTax
CXEMBI CUCTEMAaTU3ALINH: XPOHOJOTUYECKU-CTPYKTYPHOM U CTPYKTYpPHO-
XPOHOJIOTUYECKOM.

78. XpOHOJOTUYECKU-CTPYKTYypHasi CX€Ma CHCTEMaTHU3allid MPUMEHSETCS IO
OTHOIIICHUIO K (PoHIaM JeHCTBYIOIIEH opraHu3aiuu (yUuThIBas JalbHEHIIee TOMOJHEHUE
JOKYMEHTOB 3THX apXWBHBIX (OHAOB) M JIMKBUJIUPOBAHHBIX OpPraHU3allUi C YacTo
MEHSBILIENCS CTPYKTYPOM.

[Ipu cuctemaTu3aiuu 1Mo ATOM cxeme eUHULIBI XpaHEHUs TPYNIUPYIOTCS B ApXUBHOM
dbonae, MO BpeMEHM WX co3faHus (MepuojaM WM JaTaMm), a B Mpeaenax Kaxkaou
XPOHOJIOTUYECKOM TPYIIIBI — MO CTPYKTYPHBIM NMOAPA3AECICHUSM OpraHU3aIIH.

79. CTpyKTYypHO-XpOHOJIOTUYECKAasi CXeMa CUCTEMATH3alMk MPUMEHSETCA 10
OTHOUIEHUIO K (OHAAM OpraHU3alMi, UMEBIIMX CTAOWIBHYIO CTPYKTYpPY, HU3MEHEHUS



KOTOPOM IIPOUCXOIMIM PENKO, a TaKKe IMPH CHCTEMATH3aLUUU EAUHULBl XpaHCHUS
JMKBUAVMPOBAHHBIX OpraHU3aLUN.

IIpn cucremarn3anMu MO 3TOM CXEME EAUHULBI XPAHEHUS TIPYyNIUPYIOTCA IO
CTPYKTYPHBIM TOApa3aeieHusM (HoHI000pa3oBaTesl, B peaeiax KakIoH CTPYKTYpPHOU
IPyIIIBI — IO BPEMEHU MX CO3aHus (IEpHoJaM WM J1aTaM).

80. XpoHosornyeckuii 1 PyHKIMOHAIBHBIN IPU3HAKU IPUMEHSIOTCS B ABYX BapUaHTaxX
CXEMbl CHCTEMATU3ALUU: XPOHOJOTMYECKU-(PYHKIIMOHATBHON WM (PYHKIMOHAIBHO-
XPOHOJIOTMYECKOM.

XPpOHONOrMYeCKU-(DyHKIMOHAIbHAS WM (PYHKIIMOHAIBHO-XPOHOJIOTMYECKAs] CXEMBI
CHUCTeMAaTHU3allMi TPUMEHSIOTCS IO OTHOLIEHWI0 K (OHAAM OpraHu3aluii C 4YacTo
MEHSBIIEHCS CTPYKTYPOH MM HE UMEIOLIUM €€.

[Ipu cucTemaTH3aIUN €IUHUI] XPAHEHUS TI0 XPOHOJIOTHUECKU-(DYHKIIMOHAIBHOM cxeme
UX TPYIIIHAPOBKA IPOUCXOAUT BHAYAJIE 10 XPOHOJOTMYECKOMY IMPHU3HAKY, a 3aTeM II0
GyHKIMSIM eaTebHOCTH (OHI000pa3oBaTels.

[Tpu cucremaTuzauuu M0 (PYHKIMOHAIBHO-XPOHOJOTMUYECKONH CXEME€ €IMHHULIBI
XpaHEHUs! TPYNIUPYIOTCS BHavyane Mo (pyHKUUAM JesTeIbHOCTH (poHAooOpa3oBatens, a
3aTEM II0 XPOHOJIOTUYECKOMY MPU3HAKY .

81. XpOHONOTrNYECKUN U TEMATHYECKUU NPU3HAKK NMPUMEHSIOTCSA B JBYX BapHaHTax
CXEMBbl  CHCTEMATU3AllMU:  XPOHOJIOTMYECKU-TEMATUYECKOM  WIM  TEMaTHYECKH-
XPOHOJIOTUYECKOM.

XPpOHOJIOTUYECKU-TEMATUYECKass WA TEMaTUYECKU-XPOHOJIOTUYECKAsT  CXEMBI
CUCTEMATHU3allMi €IMHULl XPaHEHUS MPUMEHSIOTCS MO OTHOLIEHUIO K HEOONBLIUM IIO
00BbEMyY apXUBHBIM (POHJAM, a TAKXKE OTIEIIbHBIM KOJUICKIUSIM.

82. XpOHOJIOTWYECKU U HOMUHAJIBHBIA NPU3HAKN MPUMEHSIOTCA B JIBYX BapHaHTax
CXEMBI CUCTEMATU3ALINU: XPOHOJIOTHYECKN-HOMUHAIBHOM 17} HOMUHAJIBHO-
XPOHOJIOTHYECKOM.

XPpOHONOTUYECKU-HOMUHAIIBHAST W HOMHMHAJIBHO-XPOHOJIOTMYECKAS  CXEMBI
OPUMEHSIOTCS s CUCTeMaTHU3allMd  €JUHUI] XpaHeHWs  apXMBHBIX  (POHJOB
OEeCCTPYKTYPHBIX OpraHU3aIIUN.

83. Ilpu cucremMaTu3ali €AUHULBI XPAHEHUs ayJUOBU3YaJbHON M JJIEKTPOHHOM
JOKYMEHTAIMH IOMOJIHUTENIbHO UCTIOJIB3YIOTCS OOBEKTHBIN U (POPMATHBIN TPU3HAKH.

84. EnHUIBI XpaHEHUsI TPYNIIUPYIOTCS OCIEN0BATENBHO 110 TPU3HAKAM, TIPUMEHEHUE
KOTOPBIX SBJISETCS LEJIECOO0pa3HbIM [JIsi BCEX WM OTAENbHBIX TPYNI apXUBHBIX
JOKYMEHTOB apXUBHOTO (hoHAA.

85. JIOKyMEHTBl IO JMYHOMY COCTaBY, HAYyYHO-TEXHUYECKasl JOKYMEHTalHs B
apXUBHBIX (OHIAX HAYYHO-UCCIIEIOBATEIbCKUX OPraHu3alui, pyKOIIUCH B U3/1aTeIbCTBAX,
HCTOpUH 00JI€3HEHN B MEUIIMHCKUX OPraHU3aLUsAX, aKThI IPOBEPOK B POHIAX KOHTPOJIBHBIX
OpraHOB BBIJEJSIIOTCS B OCOOBIE TPYIIBI M CHCTEMAaTH3UPYIOTCS OOOCOOJIEHHO OT
YIIPABJIEHYECKOUN TOKYMEHTALUU.

86. ApXHBHBIE JOKYMEHTBl JMYHOTO IPOUCXOXKICHUS CUCTEMATU3UPYIOTCS B
COOTBETCTBHHM C pa3zpabaThIBa€MON apXMBOM CXEMOM CHCTeMaTH3AINH.



87. EnuHuLBI XpaHEeHUsT B OObEIUHEHHOM AapXUBHOM (DOHJE pacHoJararoTcsl Io
3HAYUMOCTH (hoHT000pa30BaTENCH, XPOHOJIOTUN WX CO37aHUs, andaBuTy HazBaHUM. J[ms
apXUBHBIX  (POHIOB OJHOTUIIHBIX OpraHU3allMi  HKCIIOJB3yeTCs  oOmas  cxema
CUCTEMAaTH3alIHH.

88. B mpegenax apXWBHOW KOJJICKIIMM apXUBHBIE JIOKYMEHTHI OJHOTO BHJA
(pa3HOBUIHOCTH) TPYNIUPYIOTCS MO aBTOPCKOMY IPHU3HAKY C PACHOJIOKEHHUEM TPyl
€IMHULl XpaHEHUs B aj()aBUTHOM IOPsIKE HAaMMEHOBAaHWM opraHu3auui win (aMuini
¢usnueckux sun. B mpenenax apXMBHOW KOJUIEKIMM, CO3JaHHOW IO TEMaTHYECKOMY
NpU3HAKYy, TPYNIHUPOBKA ApPXUBHBIX JTOKYMEHTOB MPOBOJUTCS IO TEMaM WJIM BOIpOCaM,
PacMoJI0KEHHBIM B IOPSAIKE UX 3HAYUMOCTHU WIIH XPOHOJIOTHH.

89. B cOOTBETCTBUU CO CXEMOUW CUCTEMATHU3ALNNA €IUHUIIBI XPAHEHUS TPYIIIUPYIOTCA
CIEAYIOIIUM 00pa3oMm:

1) enMHHULIBI XpaHEHUsI OTHOCSITCS K TOMY TOAY, C KOTOPOTO HayaTo JI€JI0NPOU3BOJICTBO,
WIM B KOTOPOM MOCTYNWIM B JAHHYIO OpraHU3aluio (CTPYKTYpPHOE MOJpa3felieHuE) U3
Apyroil  opraHuzaiuuu  (CTpyKTYpHOro  NOJpa3AesieHus)  Uid  NPOJOJDKEHUS
JeJIONPOU3BO/ICTBA;

2) eqUHUIIBI XpaHEHUs, COJIEPIKaIIHe TIAHbI, OTYETHI, CMETHI U MaT€PHAJIbI, OTHOCATCS
K TOMY TOJdy, Ha KOTOPBIA HIJIM 332 KOTOPBIA OHU COCTaBJICHBI, HE3aBUCHUMO OT JAThl UX
COCTaBIICHUS, SAMHUIIBI XPAHEHUS JAOJITOCPOYHBIX TUIAHOB OTHOCATCA K Ha4ajJbHOMY TOILY
UX JEHCTBUS, @ OTUETHI 3 3TU T'O/IbI — K [IOCIIETHEMY IOly OTYETHOTO MEPUOJIA;

3) enuHUIBl XpaHEHUs, HayaTble JEJIONPOM3BOACTBOM B OJHOM CTPYKTYpHOM
NOJIpa3/IeJIEHNH U NepeJaHHble 1JIs IPOJOJKEHHS B APYTrO€ CTPYKTYPHOE MOApa3IeIIeHuUE,
OTHOCSITCS K TOMY MO/Ipa3JIeIeHNI0, B KOTOPOM OHU ObLIN 3aBEPIICHBI;

4) B mpepenax ToAa WIM XPOHOJOTHYECKOTO TEpHOoJa €IWHUIBI XpaHCHHs
pacmojararoTcs Mo 3HAYMMOCTH (YHKIMI OpTaHW3allMd WM B TOPSAKE 3HAYMMOCTH U
JIOTUYECKOW B3aMMOCBSI3H BHIIOB M PA3HOBUIHOCTEHN TOKyMEHTOB;

5) equHUIIBI XpaHEHUS, TIPEACTABIIAIONINE COOON IMYHBIE JIeNa, CHCTEMAaTU3UPYIOTCS T10
roJilaM yBOJIbHEHHS U andaBuTy (pamuinii pabOTHUKOB.

90. EnvHuIbl XpaHeH!s B Ipejienax MoCcaeHHUX (3aBEepIIAOIINX ) CXEM CUCTEMAaTH3aL[H
pacnpeensoTcs Mo UX 3HaAYMMOCTH WJIM XPOHOJIOTHH.

91. Cucrematuzauus 53JE€KTPOHHBIX JOKYMEHTOB, C(OPMHPOBAHHBIX B CHUCTEMax
AJIEKTPOHHOTO JOKYMEHTOOOOPOTa, OCYIIECTBISIETCS TaKXe, KaK W CHUCTeMaTH3allus
JOKYMEHTOB Ha OYMa)KHBIX HOCHUTEIISX.

92. JIOKyMEHTBI Ha DJIEKTPOHHBIX HOCUTEISIX CUCTEMATH3UPYIOTCS 10 BUAM HOCHUTETICH
uH(popMalu (MarHUTHBIE JICHTHI, JTA3€PHBIE U KECTKUE TUCKU, KOMITAKT-TUCKH, TUCKETHI),
BHYTpU BUIOB — MO ¢dopMaraM MpeAcTaBieHUs WHPOpMalluu, Jajgee — MO XapakTepy

3a(puKCUpPOBAHHON MHGOPMATIHH.
Ilaparpad 3. Ilopsnox HeOHIOBOM OPraHNU3ANMH AYIMOBHU3YATbHBIX JOKYMEHTOB H JOKYMEHTOB Ha
3J1eKTPOHHBIX HOCUTEJISAX

93. Opranuzaimus CO3JaHHBIX B  JICSATEIBHOCTH  Pa3JIMYHBIX HCTOYHHKOB
KOMIUIEKTOBAaHMS ayIMOBU3YAIbHBIX JIOKYMEHTOB 10 X BUJAM, OJJHOMY WU HECKOJIbKUM
BHEIIIHUM TpU3HAKaM (IIBETHOCTH, MaTepuaiy HOCHUTeNls HHpopMainuu, ero (opmary,



CUCTEME 3aliCH 3BYKOBOUM MH(MOPMAIIMHU U IPYTUM) ABIIsIeTCsl He()OHIOBOW OpraHu3anuen
aApPXVBHBIX JJOKYMEHTOB.
94. KHUHOJOKYMEHTHI U BUICOTOKYMEHTHI CUCTEMaTH3UPYIOTCS:

1) mo Bumam (PWIBMBI, CHEUBBITYCKH, KHHOXXYPHAJIBI, OTACIbHBIE KHHO- U

TEJIECIOKETHI);

2) 10 TOJIaM BBIITYCKa;

3) enuHUIIAM y4eTa (KOMILJIEKTaM);

4) 1BeTHOCTH (IIBETHBIC, UePHO-OCIBIC);

5) popmary meHku (8 MIILITUMETPOB (Hanee — mm), 16 MM, 35 MM, 70 MM | IpyTHE).

3a eAMHUITY yueTa KHHOJJOKYMEHTOB IPUHUMAETCS YaCTh SIUHUIIBI XPaHCHHUSI, OJTHA WU
HECKOJILKO EIWHHI] XpaHEHWS C 3alUChI0 OMpPENeNeHHOTO (uibMa, CIeN BBITYCKa,
KHHOKYpPHaJIa, OTAEIbHOIO KHHO- MJTU TEJIECIOXKETA.

3a eAMHUIBI XpaHEHUS KWHOJOKYMEHTOB MPUHHUMAETCS (PU3UYECKH 000COOJICHHBIN
PYJIOH KMHOILJICHKH WJIM MAarHUTHOMW JIGHTHI C 3aMUCHI0 U300pa3UTEbHON W/WIIH 3BYKOBOM
uHdopmaIuu.

Enununel XpaneHus pacrosararoTcsi 1Mo dJeMEHTaM KOMIUIEKTa, a BHYTPU HUX — TIO
MOPSIIKY HOMEPOB YacTel KHHOJJOKYMEHTA.

KoMIiekT KWHOJOKyMEHTa COCTOWT M3 OPUTHHAJIA M KO, OTHOCSIIUXCS K OJHOMY
(bUIBEMY, CTIEIIMAIBHOMY BBIITYCKY, KHHOKYPHAITY, KHHO- U TEJICCIOKETY.

Ha KWHOMOKYMEHTBI W BHJACOJOKYMEHTBHI OIPECICHHOTO BHUIA COCTaBISETCS
OTJIeJIbHAsL OMUCh. BHYTpH OMUCH KMHOJOKYMEHTBI CUCTEMATH3UPYIOTCS MO BPEMEHU UX
M3TOTOBJICHUSI, TIPOU3BOJICTBEHHBIM HOMEpaMm, MaTepually u (opmaTy HOCHUTENs
uH(popMaIuu, IPyrUuM MPU3HAKAM.

95. 3a eguHuIly y4yeTra BUACOAOKYMEHTOB MPUHUMAETCS YaCTh €IWHUIBI XpaHEHHS,
OJIHA WJIA HECKOJIBKO €AMHUI] XPAHEHHUSI C 3aITUCHIO ONPEEICHHOTO CIOKETa, TPOU3BEACHUS
JUTEPATYpPhl W HMCKYyCCTBA (HECKOIBKUX TPOU3BEICHUN JMTEPATyphl W HCKYCCTBa,
00BEIMHEHHBIX IO ABTOPCKOMY, TEMAaTHUYECKOMY WJIH JIPYTUM MPU3HAKAM ).

3a eqUMHUIly XpaHEHUsI BHUJICOJOKYMEHTOB NMPUHUMAIOTCS (HU3UUECKH 000COOJICHHBIN
PYJIOH MarHUTHOW JICHTBI, KacceTa, JMCK C 3alUChi0 M300pa3UTENIbHOW U 3BYKOBOM
uHdopmaIuu.

96. ®OTONOKYMEHTHI CUCTEMATU3UPYIOTCS O BUAAM:

1) HeraTUBHI Pa3IMYHON IIBETHOCTH (IIBETHBIC UJIM YEPHO-0EIIBIC) U PA3MEPOB;

2) craiipl (AMANO3UTUBEI) PA3IMYHON IIBETHOCTH;

3) no3uTuBkI, (HOTOOTHEUYATKY,

4) ¢potoansOOMBI;

5) nnaduabMbI,

6) (oTomoKyMEeHTH Ha MH(PPOBBIX WIM HWHBIX MAINTHHOYUTAEMBIX HOCHUTEISX
uHdopmanuu, KOTopsle 0003Havar0TCss OykBoi "I".

Pa3mepsl HeratuBoB 0003HavaroTCs Hudppamu oT 2 1o §: uudpa "2" cOOTBETCTBYET
HEraTUBY pa3MepoMm 2,5 caHTUMETPOB (ajiee — cM) X 3,5 cm; "3" —6 cm x 6 cMm; "4" — 6 cMm
x9cm;"5" -9 cmx 12cem;"62—-10cmx 15 ¢em; "7" — 13 ecmx 18 cm; "8" — 18 cm x 24 cwm.



IIpu cucremaruzanyuu HeOONbIIMX OOBEMOB HEraTUBOB pa3MepoB 6-8 NOIMycKaeTcs HMX
oObeIMHEHUE B OJJHY TPYIILY.

Ha ¢otomokyMeHTHI ONpeneseHHOro BUAa COCTABISETCS OTAENbHAs ONMUCh. BHyTpH
KXo omucu (HOTOJOKYMEHTHI CUCTEMATH3UPYIOTCSA MO aBTOpaM, OOBEKTY WM MECTY
CHEMKH, JIPYTHUM MPU3HAKAM.

3a eauHuIly ydera (OTOJOKYMEHTOB NMPUHHUMAIOTCA OJIHA WM HECKOJIBKO E€IMHHIL
XPaHEHUS C 3aIHUChIO ONPENEICHHOIO JUapuiIbMa.

3a enuMHHULly XpaHEHUs (POTONOKYMEHTOB NMPUHUMAETCS (PU3MUECKH 000COOJICHHBIN
Kajgp (HeratuB, ayOJb-HETaTUB, IO3UTHUB, CIAWJ (AMANO3UTUB), HECKOJIBKO KaJpoB
MaHOPAMHOW ChEMKH, (OTOOTIIEYATOK, PYJIOH AraduibMa, GoToaIbo0M).

97. 3a enuHuIly ydeTa AapXUBHBIX JOKYMEHTOB Ha 3JEKTPOHHBIX HOCHUTEISIX
NPUHUMAETCS YacTh CIWHUIBI XPAaHEHHs, OJHA WM HECKOJIbKO EIWHUI] XPAaHEHUs C
3aIMUChHIO 3JIEKTPOHHOTO JOKYMEHTA.

3a enMHUIly XpaHEHWs AapXUBHBIX JIOKYMEHTOB Ha DJJEKTPOHHBIX HOCHUTENSAX
IPUHUMAETCS PU3NUECKH 000COOJIEHHBIM HOCUTENb C 3alMChIO YaCTU JOKYMEHTA, OJTHOTO
WM HECKOJIBKUX TOKYMEHTOB.

98. ®OHOOKYMEHTHI CUCTEMATU3UPYIOTCS 110 BUJIAM 3aMKMCH 3BYKOBOM MH(MOPMALIUH:

1) ponorpaduueckas;

2) rpamMoOHHas;

3) onTuueckas;

4) MarHuTHasi,

5) nazepHasi.

Ha ¢poHOZ0KYMEHTBI ONPEIEIEHHOTO BU/IA 3aIIUCH COCTABIISIETCS OTENIbHAS OMHUCh.

Buytpu omucu (QOHOZOKYMEHTBHI CHCTEMATHU3UPYIOTCS TIO TPUHAIJICKHOCTH K
BBIMTYCTUBIINM HX OpraHU3aIusM, POU3BOJICTBEHHBIM HOMEpaM, COACpKaHuIo, (hopMarty
HOCHTEJIS 3aITUCH U JPYTUM MTPU3HAKAM.

BryTpu BU0B ()OHOAOKYMEHTHI PACIIONAraloTCs M0 eUHHUIIAM YIeTa U KOMIUIEKTaM.

3a equHUILy ydeTa (POHOAOKYMEHTOB NMPUHUMAIOTCS YaCTh €AMHULIBI XpAaHEHHUS, OJIHA
WJIM HECKOJIbKO €MHHUIIBI XPaHEHHMsI C 3alUChI0 3BYKOBON MH(pOpMaLuu 00 onpeIeIEeHHOM
COOBITUH, TPOU3BEACHUM JIUTEPAaTyphl W MCKycCTBa (HECKOJIBKMX MPOU3BEICHUI
JUTEepaTyphl U UCKYCCTBA, OOBEAMHEHHBIX 10 aBTOPCKOMY, TEMAaTHUYECKOMY WJIHM JAPYTUM
MIPU3HAKaM).

3a equHUIly XpaHeHUs (HOHOJOKYMEHTOB MPUHUMAIOTCA (hr3mdeckn 000COOICHHBIS
PYJIOH KUHOIIJICHKH, MAarHUTHOM MJIM OyMa)KHOM JICHTHI, KACCETa, BOCKOBOM BaJMK, JHCK C
3aMKChIO0 3ByKOBOW MH(POPMAIIUH.

KoMmuiekT ¢oHOmOKyMEHTa COCTOMT M3 OpHUIMHAjia MU KONHUM, OTHOCALIMXCSA K
ONPENEIICHHON €IMHULIE YUeTa.

99. EnuHuIBI XpaHEHWs BHYTPU EIAWHHI] Y4eTa pacIoyiaraloTCs B TOPSIKE
MPOM3BOJCTBEHHBIX HOMEPOB, O0O3HAUEHHBIX HA ATHKETKAaX, a BHYTPH KOMILJIEKTa B

CJICIYIOLLEH TTOCIIEN0BATEIBHOCTH — OPUTHHAIIBI, KOTIHH.
ITaparpad 4. Ilopsaok XxpaHeHHsI apXUBHBIX JOKYMEHTOB

100. ApxuBHBIE TOKYMEHTBI XpPaHATCS B YCIOBHSIX, 00ECIIEUMBAIOIIUX UX COXPAHHOCTb.



101. YcioBus xpaHeHHs! apXUBHBIX TOKYMEHTOB 00€CIIeYUBaIOTCS:

1) cTtpouTenbCTBOM, PEKOHCTPYKIIMEN U PEMOHTOM 3aHUI apXUBOB;

2) co3JaHUEM MPOTUBONOKAPHOTO, OXPAHHOIO, TEMIIEPATYpPHO-BIAXKHOCTHOIO,
CBETOBOI'O U CAHUTAPHO-TUTUEHUYECKOTO PEKUMOB B 3[JaHUH U MTOMEILICHUAX apXHBa;

3) mpuMEHEHHEeM CHEIUAIbHBIX CpPEACTB XpPaHEHUS M TEPEMEUICHHsS] apXUBHBIX
JIOKYMEHTOB (CTeJIJIaXxH, IKadbl, ceidbl, KOPOOKH, MANKHU U IPYTHE).

102. B paiioHe pacrnojio)KeHUsI 3JaHHUS apXuBa HE JIOMYCKAETCS IPEBBLIINICHUE
CJIEIYIOIIUX CAHUTAPHBIX HOPM CPEIHECYTOYHOW KOHIICHTPALlMU BPEIHBIX NpHUMeEceil B
aTMOC(EpHOM BO3IyXE:

1) cepnoit kuciotel — 0,1 MumHTpamMMm Ha KyOudeckuit meTp (nanee — mr/m3);

2) okcunoB cepsl — 0,05 mMr/m3;

3) okcuaoB azora — 0,085 mr/m3;

4) xnopa — 0,03 mr/m3;

5) cepoBogopoaa — 0,008 mr/m3.

103. CTpoUTEnsCTBO U PEKOHCTPYKIUS 3[aHUs apXHBa MPOU3BOASTCA B COOTBETCTBUU
C HOPMaTUBHBIMU TEXHUYECKUMU IOKYMEHTAMHU, COJIEPKALIUMHU TPEOOBAaHUS K 3/1aHUSAM, U
ITPOEKTHOU TOKYMEHTAIUEH.

104. 3nanue apxuBa npeacTaBiIsieT cO00M KOMIUJIEKC OCHOBHBIX M BCIIOMOTaTEIbHBIX
MOMEIICHUI, MpeJHa3HAuYeHHbIX 1 cOopa, MpUOOpPETEeHUs, KOMIUIEKTOBAaHUA,
YHOPSI0YECHUS, XPAaHEHUS], YUETa U UCTIOJIb30BAaHUS apXUBHBIX JTOKYMEHTOB.

3naHue apxuBa O0OpyAyeTCs CHUCTEMaMU M CPEICTBAMH OXPAaHHOW M IMOKapHOU
CUTHAJIN3aIUH.

105. K nomenieHusiM apxuBa OTHOCATCSL:

1) apXxHBOXpaHWINILA;

2) pabouune nomenieHus: padOTHUKOB apXUBa;

3) momemeHuss ISl TpUeéMa W BPEMEHHOTO XPaHEHUS, aKKIMMATH3aIMH apXUBHBIX
JOKYMEHTOB;

4) noMemeHus Ui U30JIALUY, 1e3UH(EKINU U JEe3NHCEKLINN MTOPAKEHHBIX apXUBHbBIX
JOKYMEHTOB;

5) mnomeuienust uis OOECHbUIMBaHUSA, IEpeIuieTa M PECTaBpallid apXUBHBIX
JOKYMEHTOB,

6) momeleHust JUisl KOMMPOBAaHUS U PECTaBPaLlU apXUBHBIX IOKYMEHTOB, 00paOOTKU
TUICHKH ¥ TTPOBEICHUSI TEXHUYECKOTO KOHTPOJIS Ay AMOBU3YaJIbHBIX TOKYMEHTOB;

7) moMeteHus Al XpaHEHHS YYETHBIX JOKYMEHTOB;

8) moMenieHust sl XpaHEHUs apXUBHBIX JJOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTEISX;

9) momeleHusl YUTAJIBHOTO 3aJla C YYaCTKaMH BbIA4YM JI€] U CIIPAaBOYHO-TIOMCKOBBIX
CPEICTB, BPEMEHHBIM XPAHUIIUILIEM;

10) HayuHO-CIpaBOYHasi OMOJINOTEKA;

11) meTonuueckuii KaOUHET;

12) BbICTaBOYHBIH 3aI1.

106. Pazmenienue apxuBa B 3JaHUSAX U TOMEILIEHUSIX, MPUCTIOCOOIEHHBIX AJI1 XPaHEHUSI
aApXUBHBIX JIOKYMEHTOB, TPOM3BOAUTCS HA OCHOBAaHUHM PE3YJIbTATOB SKCIEPTHU3BI



COOTBETCTBUS 37aHusl (MoMelleHust) s pa3menieHus apxupa pemenuem OIIK apxuBsa,
Apxusa IIpesunenta Pecniyomuku Kazaxcran wniun MUO.

DKcrepTr3a yCTaHABIMBAET CTENEHb OTHECTOMKOCTH 3JaHUs, JOJITOBEYHOCTh €ro
OCHOBHBIX KOHCTPYKIHUA © MPOYHOCTh MEXKITAKHBIX MEPEKPBITUM C  y4ETOM
MOTEHIIUAJIBHBIX HArpy30K, COCTOSHUE MOMEIICHUM 3/1aHus (IMOITaKHBIX, MOJBAJIbHBIX,
YepJlayHbIX ), HAJIMYUE U COCTOSTHUE OTOMUTENbHBIX U BEHTWISLIUOHHBIX CUCTEM.

He nomyckaercst pa3zMmenieHue apXuBoB:

1) B BETXUX CTPOEHUSIX, IEPEBIHHBIX MOCTPOUKAX;

2) B 3@HUSIX C CHIPBIMU OCHOBHBIMH, MOABATIBLHBIMU, YEPIAYHBIMHU TTOMEIICHUSMH;

3) B 37JaHUSIX C NIE€YHBIM OTOTUJICHUEM;

4) B 34aHUAX, 3aHATHIX CIYy>KOaMH OOIIECTBEHHOI'O MUTAHUS, MUIIEBBIMU CKJIaJaMu,
OpraHU3alMsIMHU, XpaHSIIUMU TOXKApOOMAaCHbIE W  arpecCUBHBIC BEIIECTBA WJIU
MIPUMEHSIOIIMMU MOKAPOOTACHBIE U XUMUYECKHE TEXHOJIOTHH.

107. IIpeqna3zHaueHHBIE 1JI1 XPAHEHUS APXUBHBIX JOKYMEHTOB IIOMEIICHUS B 3[JaHUSX,
MPUCTIOCOOJICHHBIX JIJISI XpAaHEHUs apXUBHBIX JOKYMEHTOB, U30JIMPYIOTCS OT OCTaJbHBIX
MMOMEILIECHUN 3JaHUs.

108. ApXHMBOXpaHWIHILE PACIOJIAraeTCsi MaKCUMaJIbHO YJAJI€HO OT JabOpaTOpHBIX,
MIPOU3BOJICTBEHHBIX, OBITOBBIX MOMEIIEHUW apXvBa U H30JIUPYETCS OT OOLIMX C HUMU
BEHTWJISIIUOHHBIX KaHAJIOB. APXMBOXPAHWIHUILE OTIAEISACTCS OT COCEAHUX MOMEIICHUMN
apXvBa HECTOPAEMBIMU CTEHAMHU U NIEPEKPBITUSAMHU C MPEJAEIaMU OTHECTOMKOCTH HE MEHEE
JIBYX 4acoB. B apXuBOXpaHUIUIIE HE JIOMYCKAIOTCS MPOKiIaaka TpyO BOJOCHAOKEHUS U
KaHAJIM3aIUH1, TEXHOJIOTMYECKUE WK ObITOBBIC BHIBOJBI BOIBI.

109. ApXxuBOXpaHHWIIUILIEC Pa3MEIIAeTCs C COOIIOICHUEM YCIOBUS YA0OHOTO BBIXOAA K
nudTam U JTECTHUYHBIM TIJIOIIAIKaM.

110. Jlna TOKpBITHS  CTE€H, IIOJOB, MOTOJKOB, BHYTPEHHEHM apMaryphl
apXUBOXPAHWIINILA, W3TOTOBJICHUS OOOPYIOBAaHUS U CPEACTB XPAHEHUS AapPXHUBHBIX
JIOKYMEHTOB HE JIOMYCKAeTCs HCIOJb30BaHWE MaTEpPHalOB, COOMPAIOUIUX MbUIb W/WUIU
BBIJICTISIFOIINX arpeCCUBHBIE XUMUYECKHUE BEIIECTBA.

111. ApXuBOXpaHWUIUIIE OCHAIAETCS €CTECTBEHHOM WJIM HUCKYCCTBEHHOM
BEHTWIALIUEH, CHCTEMOW KOHIUIIMOHUPOBAHUS, 00€CTICUNBAIOIIEH PEITUPKYIISIINIO BO31yXa
C KpaTHOCTBIO 0OMeHa 2-3, CTa0UILHOCTh TEMIIEPATYPHO-BIAXKHOCTHOTO PEKUMA, OUUCTKY
BO3/yXa OT MbUIA U arPECCUBHBIX TPUMECEH.

B apxuBoxpanwnuiie obOecneduBaeTcsi CBOOOJHAs IUPKYJSAIUS  BO3yXa,
HCKITIOYarolas o0pa3oBaHUE HEMPOBETPUBAEMBIX 30H YCTOMUMBOTO MUKPOKJIMMATA.

BricoTa apxuBOXpaHuIMIa OT oJja A0 MOTOJIKA COCTABIIsIET HE MEHee 2,5 METPOB U HE
6onee 4 METPOB.

112. He momyckaercsi xpaHeHue (OHO-, BHUACO- U DJIECKTPOHHBIX JOKYMEHTOB Ha
HOCUTEJISIX C MAarHUTHBIM pPabOuYMM CJIOEM B apXUBOXPAHWIHIIE C Mapa3uTHBIMU
MOCTOSIHHBIMUA HWJIM TIEPEMEHHBIMM MAarHUTHBIMHU TOJIIMU HampsikKeHHOCThbIo Oosee 400
aMmriep.



113. ApXHBOXpaHWIHILE APXUBHBIX JTOKYMEHTOB HAa HUTPOOCHOBE H30JMPYETCS OT
IPYTUX apXUBOXPAHWIMIL. B HMKHEN 30HE apXUBOXPAHWIMILA APXUBHBIX JOKYMEHTOB Ha
HATPOOCHOBE IIPEAYCMATPUBAETCS JOMOJHUTEIBHAS BBITSKKA BO3LyXa.

114. TIlpoTBOMOXKapHBIi pEXHUM B 3JaHUM apXUBa W APXHWBOXPAHMIMIIAX
OCYLIECTBJISIETCS B COOTBETCTBUU C 3aKOHOAATENbCTBOM PecryOnnku Kazaxcras.

115. OxpaHHbII pexuM apxuBa 00ecreynBaeTCcs KOMILUIEKCOM Mep MO 00ECIeUEHUIO
MH)KEHEPHO-TEXHUYECKON YKPEIUJIEHHOCTH, 000pYI0BaHHIO 3/1aHUs (IIOMELIEHMsI) apXHuBa
CPEICTBAMHU OXPAaHHOM CUTHAJIM3ALMM, OPraHU3aIMH 110CTa (OB) OXpPaHbl, ONEYaThIBAHUIO
IOMEIIEHUM, COOJIIOJIEHUI0 BHYTPHOOBEKTOBOIO U IMPOIMYCKHOTO PEKUMOB, XPAHEHMIO
KITFOUCH OT CITYKEOHBIX TTOMEIICHUH.

TpeOoBaHMs K apXWBOXpAaHWJUIIAM W JIPYTMM MOMEIIEHUSAM apXuBa, B KOTOPBIX
XpaHITCSl CEKPETHbIE apXHBHbIE JOKYMEHTBI M HPOBOJATCA pabOThl C HUMH,
yCTaHABJIMBAIOTCSA B COOTBETCTBUU C 3aKOHOJaTeNIbcTBOM PecryOnuku Kazaxcras.

116. 3nanne apxuBa MOJUICKUT OCHALICHHUIO CPEACTBAMU OXPaHHOW CUTHAIM3ALUU.
OneyaTeIBaHUIO TOJIEKAT APXWBOXPAHWIIMIIA, MaTEpUAJIbHBIE ILIEHHOCTH, a TaKkKe
aBapUMHBIC W 3aIlaCHBIE BBIXOJBI M3 3/aHMS ApXUBA, OCHOBHOM BXOJ IIPU OTCYTCTBHUU
KPYIJIOCYTOYHOT'O IIOCTA OXPAaHBI.

117. ApxuBoxpaHunuiia ¥ APyrue IOMEIICHHS, TJ€ IOCTOSHHO WM BPEMEHHO
XPaHSTCSl apXUBHbBIE JOKYMEHTBI, 00OPYIYIOTCA JIBEPSAMH C MOBBIIIEHHON TEXHHYECKOU
YKPEIUIEHHOCTBI0 IPOTUB BO3MOKHOI'O B3JI0Ma, OCHAILCHHBIMM 3aMKaMH IIOBBILIECHHOU
CEKPETHOCTH.

Ha oxHax [OKOJIBHBIX 3TaKEH U MOABAJIbHBIX IIOMEIEHUN YCTaHABIUBAIOTCS OTKUIHBIC
METAJINYECKUE PEILIETKH.

Bce sx3eMIuispsbl Kitouel (3a HCKII0YEHUEM OTHOCSAIIMXCS K MOMEILIEHUAM apXuBa, Ha
KOTOpPbIE  PAcCHpOCTPAHSIOTCS  CIeUUaldbHble TPeOOBAaHUS pPEKUMA  CEKPETHOCTH)
YUYUTBIBAIOTCS B JKypHAJIE PETUCTPalMU KIKOYEH K 3aMKaM ITOMEIIECHUN apXWBa, BEJICHUE
KOTOPOT'O PYKOBOJUTEIEM apXMBa BO3JAraeTcsi Ha OTBETCTBEHHOTO pabOTHUKA apxuBa. B
YKa3aHHOM J>KypHaje OTMEYaeTcs, y KOro u3 pa0OTHUKOB apXuBa HUMEIOTCA KIIOYHU OT
Ka)KJ0T0 U3 MOMEILEHUH, C pacCUCKOM paOOTHHKA B OJYUYEHUH SK3EMIUIIpa KIIrova.

Ko Bcem momemeHusM apxuBa, OCHALIEHHBIM 3aMKAMH, UMEIOTCS HE MEHEee NBYyX
KOMILJIEKTOB KJIFOUEH, OJIMH U3 KOTOPBIX MOCTOSIHHO HaXOJIUTCA B CITy>KO€ OXpaHbl apXUBa.

[Topsimok xpaHeHus: kiroued B pabodee W Hepabouee BpeMs, MOJyUYEHHs KIIIOYeH B
ciyx0e OXpaHbl, CHauud KJIIOYEH W TMOMEIIEHUH T10J] OXpaHy yCTaHaBIMBAETCS
PYKOBOJUTEIIEM APXUBA.

ApXuBOXpaHUJMIIIE B pabouee BpeMs, €CIM B HEM HE paboTalT pabOTHHKH,
3aKpbIBaeTcsl Ha Kitod. Kilouum OT apXMBOXpaHWJIMINA B pabouee BpeMs HaXOAATCS y
3aBEYIOLIET0 ApXUBOXPAHUIIMIIEM HJIU JIMLA, €r0 3aMEIAI0IIETO.

118. B apXuBOXpaHWIHILE HUMEIOT OCTYN 3aBEAyIOUUMH U PAOOTHUKU JAHHOTO
apXMBOXPAHWINILA, PYKOBOJAWTENb apXWBa W €ro 3aMECTHUTENIH, TJIABHBIM XPAHWUTEINb
apxuBHbIX (QoHI0B. IlopamMuiIbHBIA CHUCOK JIMI, MMEIOUIMX MpaBO JOCTyla B
apXMBOXPAHWIIMIIE, HAXOAUTCS HA TMOCTy oOxpaHbl. Jlpyrue paOOTHUKH apxuBa
NOIYCKAIOTCA B  apPXMBOXPAHWIMILE TOJBKO B  CONPOBOXKICHUHM  3aBEAYIOLIETO



apXMBOXPAHWIMIIEM WIM JIMIA, €ro 3aMmelnaroniero. MHble Jauma AOMycKalTcs B
ApPXMBOXPAHWIMILIE B UCKIIOYUTENBHBIX CIydYasX TOJBKO MO MUCBMEHHOMY DPa3pelieHHIO
PYKOBOJIMUTENS apXHBa U B COMPOBOKIECHNUN 3aBEYIOLIEr0 apXUBOXPAHWINILEM WJI JIHIIA,
€ro 3aMeILaoIIEero.

119. BeiHOC M3 apXWBa apXUBHBIX JOKYMEHTOB, MATEPUAIBHBIX LIEHHOCTEW M KHUT
Hay4YHO-CIIpaBOYHOU 6mbmmoteku, a Takke HCA paspemaercs TOJNBKO MO CHEUATIBHBIM
IPOITYCKaM.

120. B apxuBoxpaHWIMIAX OOECHEUYMBACTCS CIEAYIOUMN TeMIepaTypHO-
BJIQXKHOCTHBIN PEKUM JIOJITOBPEMEHHOTO XpaHEHUSI:

1) nnsg [OKyMEeHTOB Ha OyMaKHBIX HOCUTENsIX — Temmeparypa +17 - +19° C,
OTHOCHTEIbHAS BIAKHOCTH Bo3yxa 50-55%;

2) Uit KHHOJOKYMEHTOB Ha YEPHO-0€TbIX MIIEHOYHBIX HOCUTEISX:

Ha HUTPOOCHOBE — TeMriepaTypa +10° C, oTHocuTenpHas BIaxHOCTh Bo3ayxa 40-55%;

Ha Oe3omacHoi ocHOBE — TeMriepaTypa +15° C, oTHocuTenbHas BIaXHOCTh Bo3yxa 40-
55%);

JUIsI KHHOJIOKYMEHTOB Ha ILIBETHBIX IUICHOYHBIX HOCHUTEISIX — Temreparypa -5° C,
OTHOCHUTEJIbHAS BIIAXKHOCTh Bo3ayxa 40-55 %;

3) mna depHo-Oenbix (poromokymeHToB —temneparypa +15° C, oTHocuTenbHas
BJI&YKHOCTb Bo3ayxa 40-55%);

JUIs IBETHBIX (POTONOKYMEHTOB — Temrieparypa -5° C, OTHOCHUTEIbHAsl BIAXXHOCTh
Bo3ayxa 40-55%);

4) nns TOKYMEHTOB HAa MAarHUTHOM JIEHTE U IMCKOBBIX HOCUTEISAX — Temmeparypa +8 -
+18°C, oTHOCHTEIbHAS BIIAXKHOCTH BO3yXa — 45-65 %);

5) 1Sl JOKYMEHTOB Ha 3JIEKTPOHHBIX HOCHUTENAX MH(popMaluu — temneparypa +15 -
+20°C, oTHOCUTENBHAS BIAKHOCTH Bo3ayxa 50-65 %.

121. Opranu3zanusi XpaHeHus AMEKTPOHHBIX JTOKYMEHTOB (J1€1) BKIIOYAET:

rapaHTUPOBAHHOE XPAHEHUE DdJEKTPOHHBIX JOKYMEHTOB (lIeJ1) B TEUYEHHUE
YCTaHOBJICHHBIX CPOKOB XPaHEHHS;

oOecrieueHne HaMUuusg W (U3HUUECKOM COXPAHHOCTH BCEX OOBEKTOB XpaHEHUS;
o0ecrnieueHre EeJIOCTHOCTH BCceX 00BEKTOB XpaHEHMUS,

oOecrieueHre YCIOBUHM JUIsl BOCHPOU3BEIAECHUS 3JEKTPOHHBIX JOKYMEHTOB (7€) B
JOJITOBPEMEHHOM MEPCIIEKTHUBE;

KOHTPOJIb TEPEMEIICHUS] DJIEKTPOHHBIX JOKYMEHTOB (1ed) (mepe3anuch Ha HOBBIM
AJIIEKTPOHHBIA HOCHUTEIb U T.I1.).

XpaHeHue IEKTPOHHBIX JOKYMEHTOB ([I€1) B ApXUBE OCYLIECTBISAETCS:

1) Ha Puznueckn 000COOICHHBIX HOCUTEIIAX — B JIBYX IK3EMIUISIPax, OJIUH U3 KOTOPBIX
SIBJISICTCSI OCHOBHBIM, JIPYroil — pa®ounm (IIpU 3TOM OCHOBHOW M pabOUYUil IK3EMILISIPHI
XPaHSTCS B PA3HBIX ApXUBOXpaHUIUIIAX (TOMEILIEHUSX ) PU TEMIIEPATYPHO-BIAKHOCTHOM
peXKUME, PEKOMEHI0BAaHHOM IIPOU3BOIUTENSIMA HOCUTENEH );

2) B UC DA — Ha coOcTBEeHHOM 0O0OPYJIOBaHMU apXvBa WJIM B LIEHTpax o0pabOTKU
JAHHBIX TOCYAAPCTBEHHBIX OPIaHOB.



O0s13aTeIbHBIMU YCTIOBUSIMU XPAHEHHUS 3JIEKTPOHHBIX JOKYMEHTOB (71eJ1) Ha (U3HYeCcKu
000COOJIEHHBIX HOCUTEIISX SIBIISFOTCS:

1) npuMeHeHrne HocuTeNel, NpeHa3HaYeHHbIX IS J0ATOBpEMEHHOTrO0 (cBbIe 10 ser)
XpaHEeHHs] HHPOPMALIHH;

2) HalMuMe TeXHUYECKUX U MPOrpaMMHBIX CPEJICTB, MO3BOJISIIOIINUX OCYIIECTBIISTh UX
BOCIIPOU3BEACHUE, MUTPALIUIO U KOHBEPTALIUIO, a TAKXKE€ KOHTPOJIUPOBATH (pU3myeckoe u
TEXHUYECKOE COCTOSTHUE;

3) mpoBelleHHEe MUTpAllMd Ha HOBBIE HOCUTEIM W KOHBEPTAIMM B COBPEMEHHBIC
dhopmarsl;

4) opraHu3anusi KOHTPOJS 32 UX AYTEHTUYHOCTBIO, LIEJIOCTHOCTBIO, JOCTOBEPHOCTHIO,
MPUTOJHOCTBIO JJI UCTIOJIb30BAHHUS.

HopmaTuBHBIE yCIIOBHSI XpaHEHHsI 3JIEKTPOHHBIX JOOKymMeHTOoB (men) B MC DA
o0ecreunBaroTCs:

1) ee cooTrBeTcTBHEM TpeOOBaHUSIM 3akoHojAaTelbcTBa PecnyOmuku Kazaxcran B
o0JacCTH  CO3/laHus,  Ppa3BUTHA, BBOJAA B  OKCIUIyaTallMl0  TOCYJIapCTBEHHBIX
MH(OPMAIMOHHBIX CUCTEM M XpaHEHUS B HUX UH(POPMAIINH;

2) cobiroieHuEM MpHU €€ IKCIUTyaTaluu TpeboBaHUM HHPOPMAITMOHHON OE30MaCHOCTH
Y 3aIUTHl HTHPOPMALINH;

3) pe3epBHOI MUTpaIuel AIEKTPOHHBIX JTOKYMEHTOB, B TOM YHUCJE MPU NPUMEHECHUU
00JIaYHBIX TEXHOJIOTHI, U UX KOHBEPTAI[UEH B COBpEMEHHbIEC (DOpPMATHI.

122. YcnoBus XpaHeHHs 3JIEKTPOHHBIX JOKYMEHTOB (J1€)1) JOJIKHBI 00eCTIeUnBaTh:

co0ntoieHue TEeMIIepaTypHO-BIAXKHOCTHOTO, CaHUTAPHO-TUTHEHUYECKOTO,
MIPOTUBOIOKAPHOTO U OXPAHHOT'O PEKUMOB XPaHEHUS;
MPUMEHEHUE CIEUHATbHBIX CPEJACTB XpaHeHus (cepBepHOE 00OpyJOBaHUE,
MeTaJTnyeckue mKadbl, 00KChl, QYTIASAPBI U IPYTHE).

123. OCHOBHBIMU MapaMeTpamu, OMPEACIAIOIMMU HAIEKHOCTh YCIIOBUM XPaHCHUS
AIEKTPOHHBIX IOKYMEHTOB (J1€J1), SIBJISTFOTCS:

3arpsI3HEHHOCTD CPEABL;

TeMIEpaTypHbIE YCIOBUS XPaHEHNUS,

OTHOCHUTEIbHAS BIAXKHOCTb CPEJIbL;

BO3JIECTBHE JIEKTPOMArHUTHBIX MOJIEH;

o0OecrieueHne HWHXXEHEPHOM HMHQPPACTPyKTypbl LEHTpa 0OpabOTKM  JaHHBIX
HEOOXOJIMMBIMH YCIIOBUSIMU ISl €T0 PaOOTHI;

KOHTPOJIb CPOKa SKCIUTyaTallUU 3JIEKTPOHHBIX HOCUTENIEH.

124. Jlns obecrnedeHuss ONTHUMAIBHOTO TEMIIEPaTypPHO-BIAKHOCTHOTO peXUMa
XpaHEHHsI DJIEKTPOHHBIX JOKYMEHTOB (JIeNl) B XPAaHWIUIIE HEOOXOAUMO O00€CIeunTh
coOJI0/IeHrE CISAYIOMNX TPEOOBAHUM:

JUISl MATHUTHOM JIGHTBI ¥ IUCKOBBIX HOCUTENIEH TeMIlepaTypa BO3/1yXa JOJKHA ObITh OT
+8m10 +18°C, oTHOCHUTENBHAS BIAXKHOCTh BO3/IyXa JOJDKHA MOAAEPKUBATHCS B AUAIAa30HE
oT 45 110 65%;

JUISL OITHYECKUX JHUCKOB TeMIepaTypa He[oJKHA MpeBbimarb+25°C, oTHOCUTENbHAS
BJIQYKHOCTH BO3/yXa JOHKHA cocTaBIsATh 20-50%;



JJIsL CEPBEPHOT0 00OpYI0BaHUS TEMIIepaTypa BO3ayXa JokHA ObITh 0T+1810+24°C,
OTHOCHTEIbHAS BIAKHOCTh BO3/lyXa A0JKHA cocTaBisaTh 30-50 %.

CKOpOCTh U3MEHEHMSI BIAKHOCTU BO3yXa HE JOJDKHA MpeBbIIaTh 6% B yac.

ATMocdepHOoe TaBiIeHne JOKHO HaXOAUThCs B peaenax ot 84 mo 107 kIla.

125. B apXMBOXpaHWIHILE C HEPETYIUPYEMBIM KIMMATOM OCYILECTBIIIOTCA
MEPOIPUATHS [0 ONTUMH3AIMU TEMIIEPaTypPHO-BIAKHOCTHOTO PEXKUMA C MPUMEHEHHUEM
ONTUMAJIBHOTO OTOIUJICHUS U TPOBETPUBAHMS IOMEIICHUH, 8 TAKKE MEXaHUUECKUX CPEJICTB
YBJIQKHEHHS WM OCYIIEHUs Bo3ayXxa. He momyckaroTcst pe3kue Ce30HHbIE U/UIM CyTOYHbBIE
Kojebanus TemmnepaTyphl (£5°C) 1 OTHOCUTENIBHON BJIAXKHOCTH Bo3ayxa (+£10%).

[Ipu nnuTenbHOM HapyLIEHUH TEMIIEPATYPHO-BIAKHOCTHOTO pexuMa (OT TPEX CYTOK U
6oJiee), COPOBOKIAIOIEMCS TTOBBIIIICHHEM OTHOCUTEIBHON BIIAKHOCTH Bo3ayxa 10 79-90
%, MIPUHUMAIOTCSI MEPHI IO €r0 HOpMAJIU3alMU (MHTEHCUBHOE MTPOBETPUBAHUE, OCYLIEHUE
apXUBOXPaHWINIIA).

126. B nepuoa TeXHOIOTHUECKOH 00pabOTKK apXUBHBIX JOKYMEHTOB JOITYCKAETCs UX
BPEMEHHOE XpaHEHHE (O JBYX MECSIEB) B TMOMEIICHUAX C HEPETyIUpyEeMbIM
TEMIIEpaTypPHO-BIAXKHOCTHBIM pexuMoM npu temneparype 20+5°C M OTHOCHUTEIBHOU
BIIAXKHOCTH Bo3ayxa 50+20%.

TemnepaTypHO-BIa)KHOCTHBIM ~ PEKHMM  XpAaHEHHS]  apXHMBHBIX  JIOKYMEHTOB
KOHTPOJIUPYETCSI TYTEM PETYJSIPHOIO M3MEPEHUs TEMIEPATypbl M OTHOCUTEIBHOU
BJIAKHOCTH KOMHATHOT'O ¥ Hapy’KHOI'O BO3/lyXa B OJJTHO U TO 7K€ BPEMsI.

B KOHIMIIMOHUPYEMBIX OMEIICHHUIX U3MEPEHNUE IPOBOJUTCS HE PEXKE OJHOIO pas3a B
HEJIENI0, B apXUBOXPAHWINIIAX C HEPETYJIUPYEMBIM KIMMAaTOM — JIBa pa3a B HEACIIO, IIPU
HapyLIEHUAX PEKUMA — OJIUH Pa3 B CYTKH.

127. Tloka3zaHus KOHTPOJIbHO-U3MEPUTEIBHBIX MPUOOPOB  (PUKCUPYIOTCA B
PErMCTPALMOHHBIX XYpHallaX, B KOTOPBIX TaKXe OTPaKaroTCs MPOBEPKa MPaBUIBLHOCTH
MOKa3aHuil MpUOOPOB U MEPBI, MPUHATHIE 10 HOPMATU3ALUN TEMIIEPATYPHO-BIAKHOCTHOTO
pexuMa B CIIy4asix ero HapyIieHHusl.

128. HomenkiaTypa nNpuMEHSIEMbIX KOHTPOJIbHO-U3MEPUTEIbHBIX TPHOOPOB, OPSIOK
WU3MEPEHHUSI U PETUCTPALIMM [TapaMETPOB KOMHATHOI'O M HAPY>KHOI'O BO3/LyXa ONPEIEIISIOTCS
HOPMAaTHUBHBIMHA U METOJUYECKUMHU JOKYMEHTaAMHU.

KoHTposibHO-U3MepuTeIbHbIE TPUOOPHI MOHTHPYIOT Ha OJIHOM IIIMTKE, PA3MEIIEHHOM B
[JIABHOM TIPOXOJI€ APXMBOXPAHWJIMINA HAa CTEJUIaXKe, BAAIM OT OTONUTENbHBIX U
BEHTWISILIUOHHBIX CUCTEM (KOHTPOJbHAs TOYKA), HE MEHEE OJJHOM KOHTPOJbHON TOYKH Ha
KOMHATY WJIH Ha ApYyC.

129. XpaHeHHe apXHMBHBIX JOKYMEHTOB OCYILECTBIIAETCS B TEMHOTE. ApPXHUBHBIC
JOKYMEHTBI pa3MellatoTcsl B IMeperuvieTax, namkax, KopoOkax, mkadax, Ha CTellaxkax
3aKpBITOrO THIIA, a TAKXKE C COOTIOICHUEM CBETOBOTO PEXXHUMA, YCTAHOBJIEHHOTO MYHKTOM
131 nacrosimux [Ipasui.

130. ApxuBoxpaHWIMIA OCHAIIAIOTCA E€CTECTBEHHBIM WM MCKYCCTBEHHBIM
OCBEIICHUEM M Pa3MEIIAIOTCS B TOMEIICHHUSIX ¢ OKHAMU UJTU 0€3 OKOH.

131. EcrecTBEeHHOE OCBELIEHNE B ApXUBOXPAHUIIUIIE JIOITYCKAETCS PACCESTHHBIM CBETOM
IIPY yCJIOBHM NIPUMEHEHUS HA OKHAX CBETOpPACCEUBATENE, aBTOMAaTUYECKUX PErYJISITOPOB



CBETOBOTO TOTOKa (CIEUUANTbHBIX CTEKOJd), 3alllUTHBIX (UIBTPOB, >KaIIO3HM, IITOP,
HAHECEHHBIX HA CTEKJIO MOKPBITUM.

JInsi MCKYCCTBEHHOIO OCBEIICHHUSI B apXMBOXPAHWIIUILE MPUMEHSIOTCS JIaMIIbI
HaKaJIMBaHMS B 3aKPBITHIX TIadOHAX C TJIATKON HAPYKHOUM MOBEPXHOCTHIO.

132.  DnekTponpoBOJKa B  apXMBOXPAaHWJIMIIAX MPOKIAIBIBAETCS  CKPBITO,
UCIIONB3YIOTCS TE€PMETUYHBIE WM TOJYTE€PMETUYHBIE IITEICEIbHBIE PO3ETKU IS
NEPEHOCHOM anmnaparypsl (IIbLIECOCOB, JaMIl U Apyrux). [IIHypsl nepeHocHoit anmapaTypbl
OCHAILIAIOTCSl PE3MHOBOM H3O0JISIIMEH. ApPXUBOXpaHWIUILA OOOPYAYIOTCS OOIIMMH U
MOATAKHBIMU  AJIEKTPUYECKUMHU pyOusibHUKamMu. PyOwiibHHMKHM, pacnpeleauTe/bHbIe
AJIEKTPOILHUTHI U TIPEIOXPAHUTENH, 00ECIIEUNBAIOIINE TUTAHUE PO3ETOK U UX OTKIIOUYCHHUE,
YCTaHABIMBAIOTCS BHE apXuBOXpaHwinma. [1o okoHuaHnuu pabOThl B apXUBOXPAHUIMILE
amnmaparypa, dJEKTPHUECKHE PO3ETKH MOCIEI0BATEIbHO 00ECTOUHBAIOTCSI.

JlomyckaeTcsi mpuMEeHEHHUE JIIOMUHECIIEHTHBIX JIaMII C YPE3aHHBIM YIbTPa(pHOIECTOBBIM
ydacTtkoM crektpa tumna JIb (mammnet 6enoro ceta), JIXb (mammel xonogHo-0enoro ceeta),
JITh (nammbl Teruio-6esoro cBeTa). YpPOBEHb OCBEIICHHOCTH B JMANa3OHE BHIUMOIO
CIIEKTpa HE MPEBBIIIAECT HA BEPTUKAIBHOW MMOBEPXHOCTU CTEIJIaXka, HAa BBICOTE 1 METp OT
nosta — 20-50 nrokc, Ha pabounx cromax — 100 mrokc.

133. 3ammTa apXUBHBIX JIOKYMEHTOB OT Pa3pylIAOIIETO JACHCTBUSA €CTECTBEHHOTO U
MCKYCCTBEHHOI'O CBETa OCYIIECTBIISIETCS BO BCEX MOMEUIEHUSAX apXHUBa MPH JHOOBIX BUIAX
paboThI C ApXUBHBIMU JTOKYMEHTAMH.

134. ApxuBoxpaHwiuilla U APYrue IMOMEIICHUS apXuBa COAEPKATCi B YCIIOBHSX,
HCKJIIOYAIOIINX BO3MOKHOCTh MOSIBIEHUSI HACEKOMBIX, TPBI3YHOB, IIJIECEHH U MbLIN.

135. B apxuBoxpaHuiuiie BiaxkHas yoopka, 00ecrbUIMBaHUE TBLIECOCAMU CTEIIaXeH,
mkadoB, CPeICTB XpaHeHUs (KOpOOOK, MarokK, yIakoBOK) MPOBOJISATCS HE PEKE OJTHOTO pa3a
B roi. llokonbHbIE YacTH CTEJUIAKEW, TMOJbl, IUIMHTYChI, TMOJOKOHHUKHA MOJJIeKAT
00pabOTKe BOJHBIMU PaCTBOPAMH aHTHCENTHKOB ((opMairua — 2 %, katamuHa Ab — 5 %).

B apxuBoxpaHuiuiie He JOMYCKAaOTCs MpeObIBaHME B BEpXHEH OACKEC, MOKPOU U
TpsI3HON O0YBH, XpaHEHUE JIIOOBIX MOCTOPOHHUX MPEIMETOB, MCIIOJIB30BAHUE MUIIEBBHIX
MIPOIYKTOB.

136. ApxuBHbBIE JOKYMEHTHI Pa3MEIIAIOTCA CTPOrO B YHOPSAJIOYEHHOM COCTOSIHUU B
OTBEJIEHHOM JIJIsl ’TOTO MecTe (CTeliaxax, mkadax U Tak aajiee).

137. OxkHa B NOMEWIEHUSAX apXHWBa, OTKPBIBAIOLIMECS B TEIUIOE BpEMsS Toja,
BEHTUJISIIIUOHHBIE OTBEPCTUSI B CTEHAX, MOTOJIKAX, MOJaxX apXUBOXPAHWIIUILA, HAPYKHBIE
OTBEPCTHSI BEHTUJISIIUOHHBIX CUCTEM 3allIUIIAIOTCS CETKAMHU C IMaMETPOM siueeK He Ooliee
0,5 mMm.

138. C nenbro 0OHApyKEHUST HACEKOMBIX M TUIECHEBBIX TPUOOB apXHUBHBIC IOKYMEHTHI
(BRIOOPOYHO) ¥ TIOMEIICHHS apXUBOXPAHKIIUII JIBA pa3a B To (B Hauaje W MO0 OKOHYaHUU
OTOIUTEIBHOTO CE30HA) IMOABEPraroTCS SHTOMOJOTMYECKOMY H  MHUKOJIOTHYECKOMY
ocMmotpy. [Ipn oOHapykeHUrn OMOJOTMYECKUX BpEeAMUTENed NMPUHUMAIOTCA HEMEJICHHbIE
MephI TI0 00pabOTKe apXUBHBIX TOKYMEHTOB, CPEACTB XPAHEHUS, ApXUBOXPAHIIIHIIL.

Jl71st mpoBeIeHNsI CAHUTAPHO-TUTHEHUUECKUX pabOT MJIaHUPYIOTCS CAHUTAPHBIE THMU.



139. ApxuBoxpaHunuuia OOOPYAYIOTCS CTallMOHAPHBIMU WU TEPEIBMKHBIMU
METaJUIMYECKUMU CcTesaxamu. Jlomyckaercs 3KCIuTyaTalrs CTallMOHAPHBIX JEPEBSHHBIX
CTeJJIaKel, HaXOAIINXCS B COOTBETCTBYIOIIEM CAaHUTAPHO-OMOIOTUYECKOM COCTOSTHUH U
00pa0OTaHHBIX OTHE3AIUTHBIMUA COCTABAMH.

B kauyecTBe BCIOMOraTEeNbHOTO WM CIELHUAIBHOIO OOOpPYAOBAHMS HCIOJIb3YOTCS
MeTanyeckue mKadol, cedbl, mKapbl-CTEIUIAKH, @ TAKXKE CTAITAOHAPHBIE OTCEKU-OOKCHI
C METAJUTMYECKUMU NIEPETOPOJAKAMH U MOJIKAMHU.

140. ApxuBHbIE JOKYMEHTHl Ha OyMa)KHOW OCHOBE pa3MeIlaloTCsi Ha CTeliaxax, B
METaNIMYECKUX IKa(pax TOPU30HTAIBHO UM BEPTUKAIBHO B KOPOOKax, nmarnkax, Qyrispax.

141. KuHOIOKYMEHTBI, PYJIOHHBIE MHKPO(DUIBMBI XpaHSATCS B TOPU30HTAIBHOM
MOJIO’KEHUHU B METAUTMYECKUX WIIM TUIACTUKOBBIX KOpPOOKaxX Ha CTeJUIakax Tura "enouyka"
aM00 Ha CTAalMOHAPHBIX CcTeJuiaxax. KWHONOKYMEHTBI Ha HEroproued TpHaleTaTHOU
OCHOBE XpAaHATCS B HEIUIOTHO 3aKPBIBAOIIMXCS METAUIMYECKUX HIIM IUIACTUKOBBIX C
OTBEPCTUSIMU KOpOOKax MJisi NpPEeJOTBpAICHMs] CKAaIJIMBaHUs BHYTPU KOPOOKH IapoB
YKCYCHOM KHCJIOTBI, BBIAEISIEMBIX OCHOBOW KMHOIUIEHKH.

142. JIokyMEHThl Ha MAarHUTHOM JICHTE HAMATBHIBAIOTCSI HA CEPJICUYHUKH, KATyIIKA WU
KAacCeTbl COOTBETCTBYIOILETO pa3Mepa, YMAKOBBIBAIOTCA B IMAKET M3 MOJUITUICHOBOU
IUICHKHU M 3aBOJICKYIO KOPOOKY WJIHM ITOMEINAIOTCS B TTOJUATHIICHOBBIA (QyTIISAp (KOHTCHHED)
C BBIpPE3aMU JIJIs1 STUKETOK.

143. KOMITakT-IHCKHU YKIIAbIBAIOTCSA B 3aBOJICKYIO YIIAKOBKY, a 3aT€EM ITOMELIAKOTCS B
KOPOOOUYHYIO Tapy.

144. MukpoduiabMbl, KUHODUIbMBI OGMGOPMIISIIOTCS CTAHJIAPTHBIMHU 3aIUTHBIMHU
paKkopaaMu, HaMaThIBAEMBIMU IUJIOTHO B PYJIOH Ha CepAeYHUKU (HOTOrpaduIeCcKUM CIOEM
HapyKy 0e3 BBICTyNAIOLMX BUTKOB Ha TOPLAX PYyJIOHA, U YKJIAJAbIBAIOTCS B METAINTMYECKUE
KOPOOKH.

145. BuieoqoKyMeHTBI XpaHATCS B BEPTUKAIBHOM I10JIOKEHUH B 3aBOJICKOM YITAKOBKE.

146. VckmodaeTcs XpaHEHHUE ApXUBHBIX JOKYMEHTOB Ha HOCHUTENSAX C MAarHUTHBIM
pabounM cioeM Ha (peppo MarHUTHBIX METANTMYECKUX CTEIIaXax.

CranpHble CTEUIaK1 UCTIOJIB3YIOTCS B HCKIIOUUTENBHBIX CIY4asiX, TOJIBKO IPH YCIOBUU
pa3MarHUYMBaHUS U 3aMbIKaHHUS KOHTYPOB CTeIaXKa (COeTMHEHHE METAJUTMUYECKUX YacTel
CTeJUIaXKa DJIEKTPOMPOBOJOM U UX YP(HEKTUBHOE 3a3eMIICHUE).

147. TI'paduueckasi HaydyHO-TEXHMYECKAsl JAOKYMEHTAlMsl XPAHUTCS B Tamkax C
KJIallaHaMHd B cayiblloBaHHOM 10 gopmara A4 Buzae. UepTexu Ha BaTMaHE, OCTPAJIOHE,
TJIeHKE He (ablyIOTCs U XpaHATCs B TyOycax.

148. Kaxxnad eguHuIa XpaHEeHUs] ayJUOBU3YyalIbHOTO WJIM 3JEKTPOHHOTO JOKYMEHTa
YKJIa/IbIBACTCs B HETEPMETUUHYIO MHIMBUTY AJIbHYIO YIIAKOBKY, HCKITFOUAIOIIYI0 CBOOOHOE
IepeEMELICHUE APXUBHOTO JOKYMEHTA BHYTPU HEe.

149. B apXuBOXpaHWIHUILE C ECTECTBEHHBIM OCBECIICHHEM CTEJUIAXKU U IKadbl
OTKpPBITOTO THIIa YCTAHABIMBAIOTCS MEPIEHIUKYIISIPHO CTEHAM C OKOHHBIMM IIpoeMamu. B
apXMBOXpAaHWIMIIE ©0€3 OKOH CTelJlaXu M IKadbl YCTaHABIMUBAIOTCA C YYETOM
O0COOEHHOCTEW MOMEIIeHHs, KOHCTPYKIMU OOOpYAOBaHHS W HOPM €ro pa3MeIICHUS.



Hcknrouaercst pa3MelieHue creiuiaxei, mkadoB U Jpyroro 000py/1I0BaHUs JJi1 XpaHEHUs
aApPXUBHBIX JOKYMEHTOB BIUIOTHYIO K HapYXHBIM CTE€HAM 37aHUS U K HCTOYHUKAM TeIIa.

150. CrauuronapHble CTeIaKu U MKadbl YCTAHABIUBAIOTCS B apXMBOXPAHWIMIIAX C
COOJTIO/ICHUEM CIIEAYIOIHNX HOPM:

1) paccTostHue MEXY psiIaMu cTeJIakel (TIIaBHbIN Tpoxoa) — He MeHee 120 cwm;

2) paccrosiHue (MPOXOJ) MEKIY CTEIIaKaMHu — HE MeHee 75 cM;

3) paccTosiHuEe MEKy Hapy>KHOM CTEHOM 3/1aHUs U CTEJUIaXKaMu, apaieIbHBIMU CTEHE
— He MeHee 75 cM;

4) paccTosiHhE MEXIY CTCHOM U TOPIIOM cTesulaka uiu mkada (00Xoa) — He MeHee 45
CM;

5) paccTostHEE MEXTy TIOJIOM W HUKHEH TOJIKOU cTeutaxka (mkada) — He MeHnee 15 cwm,
B IIOKOJIBHBIX dTaxax — He MeHee 30 cMm.

Paccrosius (mpoxo/is1) 17151 000pYy1I0BaHUS C BEIIBUKHBIMHU SIIIMKAMU PACCUUTHIBAIOTCS

C YYCTOM THUIIOpA3MCpa O60py,Z[OBaHI/ISI.
ITaparpadg S. PasMenieHne apxXuBHbBIX JOKYMEHTOB B apXMBOXPAHUIHIIE

151. ApxuBHBIE NOKYMEHTBI B APXMWBOXPAHWJIMIIE pPACIIONAraroTCsa B IOPSIKE,
o0ecreunBaroIleM UX KOMIUIEKCHBIH yuyeT, XpaHeHHE W omnepaTuBHbIN mouck. [Topsmox
pacrojIoXKeHUs apXUBHBIX (POHJOB B apXUBE OMPEEIISIETCS IUIAHOM (CXEMOM) pa3MelleHUs
apXUBHBIX (POHIIOB, YTBEPKIAEMbIM PYKOBOAUTENEM apxuBa. [lnaH (cxema) pazMenieHus
apXUBHBIX  (POHIOB TMPEIYyCMATPUBACT pACIpPEACICHUE apXUBHBIX (OHIOB IO
ApXMBOXPAHWIMILY C YKa3aHUEM UX HOMEPOB MO KAXKJIOMY CTEIAXy apXHUBOXPAHWIHILA.
[1nan (cxema) pa3MenieHus: apXUBHBIX (POHAOB HAXOJUTCS B CTPYKTYPHOM MOJAPA3ACIICHUH,
OCYULIECTBJISIFOIIEM yY€T apXHMBHBIX JOKYMEHTOB, WJIM Y PaOOTHHKA, OTBETCTBEHHOIO 3a
y4eT apXUBHBIX JTOKYMEHTOB, a COOTBETCTBYIOILLME pa3/eibl MIaHa (CXEMbl) pa3MelleHUs
apXUBHBIX (POH/IOB — B APXHUBOXPAHMIIUIIAX.

152. O60cob6eHHOMY XpaHEHUIO MTOJIEKAT CIIEIYIONUE ApXUBHbBIE JOKYMEHTHI:

1) cekpeTHbIe;

2) OTHECEHHBIE K KYJbTYPHBIM LIEHHOCTSIM, 0()OPMIIEHHbIE ParoleHHbIMU MeTaslaMU
Y KaMHSIMU, UMEIOIUE B IPUIOKEHUU PArOLICHHbIE METAJUIbl U KAMHU;

3) Ha HUTPOOCHOBE;

4) mopaxeHHbIC OMOJIOTUYECKUMH BPEIUTEIISIMU;

5) BpEMEHHBIX CPOKOB XpaHEHUs, NEPENAHHbIC HAa XPAHEHHE B apXWB B CBS3U C
JMKBUAALMEN HCTOYHUKA KOMIUIEKTOBAHMSL.

153. Pa3menieHue CEKpETHBIX AapXWBHBIX JOKYMEHTOB B apXWBOXPAaHUJIUIIE
OCYULIECTBJISIETCSI B COOTBETCTBUM C 3aKoHojaarenbcTBOM PecnyOnuku Kaszaxcran o
rocyJapCTBEHHBIX CEKpEeTax.

ApXUBHBIE JOKYMEHTBI, OTHECEHHbIE K KYJbTYPHBIM LIEHHOCTAM WM O(OpMIICHHbIE
IparoleHHbIMK METaJNIaMU M KaMHSMH WIM MMEIOIIME B TPWIOKEHUH AparoleHHbIC
METaJlIbl M1 KaMHHU, U3BIMAIOTCA M3 COCTaBa apXMBHBIX (POHIOB U MOAJIEKAT CelpoBOMY
XpaHeHHto. Ha MecTo U3bsATOro apXMBHOIO JOKYMEHTA BKJIAbIBAIOTCS KapTa-3aMECTUTENb
Y KOIUS apXUBHOTO IOKYMEHTA.



154. AyauoBusyanbHble U SJEKTPOHHBIE JOKYMEHTHI XPaHITCS B 000COOJIEHHBIX
MOMEIEHUSIX B 3aBUCUMOCTU OT HOPMATUBHBIX PEXKUMOB XPAHEHUS JIJIsl UX HOCUTENEH.

JlomyckaeTcsi pa3MEIIEHUE B OJJHOM ApXMBOXPAHWIMIIE APXUBHBIX JTOKYMEHTOB Ha
Pa3HBIX HOCUTENSAX, HO TPEOYIOIMINX OJMHAKOBBIX PEKUMOB XPaHEHUS.

155. DnekTpoHHBIE HOCHTENM pa3MEIAOTCS B HECropaeMbIX IIKadax, Ookcax,
byTisipax, siaeikax, a JIeKTPOHHBIE TOKYMEHTHI (J1eJ1a) — Ha CIeIUaIbHBIX YCTPOMCTBAX.

156. IIpu paboTax Cc 3JIEKTPOHHBIMU HOCHUTENISIMH HE JIOIYCKAETCS KacaHHe pyKaMu
pabouux MOBEPXHOCTEH 3JIEKTPOHHBIX Hocutened. [Ipu ouuctke m pydHoit oOpaboTke
AJNIEKTPOHHBIX HOCHUTENEH paspemiaeTcss Ux OpaTh TOJIBKO B MepyaTKax 3a KPOMKU WIIU
3aIIUTHBIA KOPITYC.

[Tpu 06paboTKe ONTUYECKUX IAUCKOB HEOOXOIWMO, YTOOBI MEpUYaTKH, MPOTUPOUYHBIN
MaTepual, caadeTku 00Jaaanu yCTOMUYNBOCTBIO K BO3ICHCTBUIO TPUMEHIEMbIX YUCTSIINAX
BemlecTB. Haumbonee mnoaxoismyM MarepuaioM JJid TEepYaToOK SBISETCS XJIOTOK.
JlommyckaeTcsi TakXke UCIOJIb30BaTh HE IUIACTU(UIMPOBAHHBIA TMOIUAITUIICH, (TOp
CoJIeprKalllie MOJMMEPHI U JIaTeKC. B cocTtaB marepuana mepyaTok HE JTOJKHBI BXOAHUTH
KPACHUTEIH.

157. ApxuBHbIil POH/ TTOTB30BAHUS PAa3MEIIACTCS B ApXUBOXPAHUIIUIIE B 3ABUCUMOCTH
OT BHJIa HOCUTEIS KOUM.

Komnuu apxuBHOTO (pOHIA OJIb30BaHUs Ha OyMa)KHO OCHOBE, B TOM YHUCJI€ (POTOKOIHH,
XPaHSITCSI BMECTE C TMOJJIMHHBIMU apXUBHBIMH JOKYMEHTaMH Ha OyMaKHOW OCHOBE Ha
OTJICTFHBIX CTEJUIaXKaxX WU B IIKadax B MOPSAKE HOMEPOB apXUBHBIX (DOHAOB U JIE.

Komuu apxuBHOro (QoHIa MOJIb30BaHUS HA ITUICHOYHOM OCHOBE pPa3MEIAloTCsS B
apPXMBOXPAHWIIMIIAX C COOTBETCTBYIOIIMMHU PEKUMAMH XpaHeHus. B kaxnpiii Orokc
BKJIQJIBIBAETCA OTPE30K IJIEHKH, HA KOTOPOM OTCHSITBI OJIHO JIEJI0 WJIM €r0 YacTb. B mopsiake
MCKIIFOUEHHUS TPU HEOOJIBIIOM 00bEME JIea B OJJHOM OTPE3Ke MOXKET HAXOAUTHCS He Ooiiee
TpPEX CKOMUPOBAHHBIX JE.

158. OCHOBHBIE M BCHOMOTATEIbHBIE YUETHBIE JTOKYMEHTBI apXHBa Pa3MEIIAIOTCS B
W30JJUPOBAHHOM  TIOMEIICHMM Wi paboyeM  TMOMeNIeHWH  pabOTHHKA(OB),
OTBETCTBEHHOTO(bIX) 32 YUET JOKYMEHTOB apXHUBa.

159. TlepBbie 3K3eMILISIPHI ONMUCEN 1€, JOKYMEHTOB Pa3MENIaloTCs B U30JUPOBAHHOM
MOMEIIEHUH WM paboueM MOMEIICHUH pabOTHUKA(OB), OTBETCTBEHHOIO(BIX) 3a YYeT
JOKYMEHTOB apXMBa C COOJIIOJIEHUEM PEKMMOB XPaHEHHUS, yCTAaHOBICHHBIX JUIsl TOJTUHHBIX
apXMBHBIX JIOKYMEHTOB Ha OyMaKHOM OCHOBE.

Bropsie 3x3eMIuIsipbl onucel e, JOKYMEHTOB pa3MelaloTcs B U30JIUPOBAHHOM 30HE
apXMBOXPAHHUIIUIIA Ha CTEIJIAXKe WM B IIKady.

TpeThu SK3eMILISIPbl OTUCEN JEN, TIOKYMEHTOB Pa3MeIalOTCA B YUUTAIBHOM 3alle.

160. Bce momertieHus apxuBa, 3Taxu, IPYChl 3IaHMsI apXUBa, a TAKKE CTEIUTAKU, CEUPBI,
mKadbl ¥ OJIKK HYMEpYIOTCH.

B kaxa0M OTAEIbHOM MOMENIEHUH CTEJIaXH U MKadbl HyMEPYIOTCS CAMOCTOSITENHHO
cieBa HampaBo oT Bxoja. [lonku Ha cremnaxkax W B mKadax HyMEpYIOTCS CBEpXY BHU3,
cJieBa HaIpaso.



161. B memsx 3akperuieHHs MecTa XpaHEHHsl M IIOMCKAa apXHUBHBIX JOKYMEHTOB B
ApXUBOXPAHWIHUIIE  COCTABISAIOTCA  KapTOYKM  MOGOHIOBBIX M IOCTEIAXKHBIX
Tonorpaduueckux ykasarenei no ¢opMam, yTBepK1aeMbIM YIOJTHOMOYEHHBIM OPTaHOM.

162. Kaprouku nooHA0BOr0 TOMOrpaduuecKoro yka3zaTessi COCTAaBISIOTCS OTIEIbHO
Ha KOKIBIA apXUBHBIN (DOH/ U pacronaraloTcsl B MOPSAKE HOMEPOB apXUBHBIX (OoHI0B. B
cily4ae He0OXOJUMOCTHU Ha OJMH apXHUBHBIN (POH]I 3aBOAUTCS KApTOUKA C IPOAOKEHHUEM.

KapTrouku nocrennaxHOro Tonorpapuyueckoro ykaszareis COCTABIISIOTCA HA KaKJIblil
CTEJUIaXX M PACHOJIararoTCs IO IMOPSAKY HOMEPOB CTEIUIAKEW B IIpPEAesiax OTACIBHOIO
noMmenieHuss apxuBa. OAMH 5SK3eMIULIp ToHoOrpapuyeckux ykKazaTesled XpaHUTCS Y
paboTHHKa (OB), OTBETCTBEHHOTO(BIX) 3a YyuYeT JIOKyMEHTOB apxuBa, BTOpPOH — B
apXHWBOXPAHWINLLE.

Benenue Tonorpadguueckux ykazaTenen oCyIecTBIsSETCS Ha OyMa)kHOM HOCUTEINE WU
B aBTOMAaTHU3UPOBAHHOM PEKHUME B COOTBETCTBHH C YCTAHOBJICHHBIMU PEKBU3UTAMU.

M3meHenus B pa3MELIEHUN apXUBHBIX IOKYMEHTOB CBOEBPEMEHHO OTPAKAIOTCS BO BCEX
AK3EMILUIIpax TOMOrpapuuecKux ykasaTeled, a TakkKe B IUIaHE (CXEME) pa3MELICHUsS
apXUBHBIX (POHJIOB.

163. Ha xaxa0e nepBUYHOE CPECTBO XPAHEHUS APXUBHBIX TOKYMEHTOB O(POpMIISETCS
ApJBIK, HA KOTOPOM YKa3bIBalOTCSI HAMMEHOBAHUE U HOMEPA APXUBHOTO (hOHAA, ONUCU U
€AMHUIL] XpaHEHUs1, HAaXOJAIIUXCS B KOPOOKE.

Haparpa(l) 6. HpOBeIleHI/Ie MPOBEPKU HAINYIMSA U COCTOAHUA AaPXUBHBIX TOKYMECHTOB

164. IIpoBepka HanM4us U COCTOSAHUS APXHUBHBIX JOKYMEHTOB IPOBOAMUTCS B LEIAX
YCTaHOBJICHHSI (DAKTUUECKOTO HAJTMYMS HAXOIAIIMXCS HA XPAaHEHUU ApXUBHBIX JOKYMEHTOB
M BBISIBJICHUS OTCYTCTBYIOIIMX ApXMBHBIX JTOKYMEHTOB JJIsi OpPTaHHU3alMU HMX PO3bICKA,
BBISIBJICHUS M YCTPAaHEHUS HEJOCTATKOB B yYETE€ APXUBHBIX JTOKYMEHTOB, BBISBICHUS U
ydyeTa apXuBHBIX JIOKYMEHTOB, TpeOYIOIUX pEecTaBpallMOHHOW, KOHCEPBALMOHHO-
MPOPHIAKTHIECKON 1 TEXHUYECKON 00pabOTKH.

165. IlpoBomsATcs IUIaHOBas LMKIMYHAS W BHEOYEpPEIHAs IMPOBEPKH HAIWYUA U
COCTOSIHUSI ApXUBHBIX JOKYMEHTOB.

[InaHoBass IMKIMYHAs MpPOBEPKAa HAJIMYMS MPOBOJUTCS CO  CIEAYIOMIEeH
MEePUOIMYHOCTHIO, YCTAHOBIIEHHOM /17151 ONPEeIeHHOW KaTerOpHH TOKYMEHTOB:

1) s noxkymentoB HanmoHnanbHOro apXxuBHOTO (POHJA, OTHECEHHBIX K KYJIBTYPHBIM
LIEHHOCTSIM, — €KEr'0JIHO;

2) st 0000 IEHHBIX IOKYMEHTOB — OJIuH pa3 B 10 jeT;

3) U1 ayIMOBU3YaIbHBIX U JIEKTPOHHBIX JOKYMEHTOB — OJIMH pa3 B 5 JIET;

4) 1 KHHOJOKYMEHTOB Ha HUTPOOCHOBE — OJIMH pa3 B 2 TOJ1a;

5) 1St BIEKTPOHHBIX HOCUTENIEH — OJIMH pa3 B 3 roja.

[IpoBepka Hamuuus >7EKTPOHHBIX AOKyMeHTOB B MC DA ocymectBisiercss B
aBTOMATUYECKOM PEKUME.

[{UKJIMYHOCTH TPOBEPKHU OCTAJIBHBIX APXUBHBIX JTOKYMEHTOB ONPENEISETCS ApXUBOM B
3aBUCUMOCTH OT HWHTEHCUBHOCTM HCIIOJIb30BAHUS W COCTOSIHHMSI YYe€Ta AapXUBHBIX
JOKYMEHTOB, HO HE pexe OJHOro pa3a B 20 Jer.



BreouepenHas npoBepka HAIMYUSA U COCTOSHUS apXUBHBIX JTOKYMEHTOB IIPOBOJIUTCS
JUIS BCEX WJIM OTHEIBHBIX IPYII apXUBHBIX JOKYMEHTOB B CIIy4ae CTUXUUHBIX O€ICTBUM,
MacCOBBIX TEPEMEIICHU U JIPYTHX OOCTOSTENBCTB, @ TAKXKE MPHU CMEHE 3aBEAYIOLIETO
aApPXHUBOXPAHWINLLIEM.

166. Jlnsa obecrieueHHs] COXPAaHHOCTH 3JEKTPOHHBIX JOKYMEHTOB (J1€7) MPOBOASTCS
paboThl, BKIIOYAIOIINE:

IIPOBEPKY HAJIMYMS U COCTOSIHUS JIEKTPOHHBIX HOCUTEIEH;

MUTPALMIO JIEKTPOHHBIX JOKYMEHTOB € JIEKTPOHHBIX HOCUTENEH, CPOK IKCILITYaTalUU
KOTOPBIX MUCTEK, Ha CBOOOHBIE 3JIEKTPOHHBIE HOCUTEH;

MIPOBEPKY KOHTPOJIBHBIX XaPAKTEPUCTUK JIEKTPOHHBIX TOKYMEHTOB.

167. IlpoBepka HamIW4YUsi M COCTOSHHS CEKPETHBIX AapXMBHBIX JOKYMEHTOB
OCYLIECTBJISIETCS B COOTBETCTBUU C 3aKOHOAATENIbcTBOM PecryOonnku Kazaxcras.

168. B Havane npoBEpKU HAIWYMUSA U COCTOSIHUS apXUBHBIX JOKYMEHTOB IPOBOJMTCS
BBIBEPKA YUYETHBIX JIOKYMEHTOB, BKJIIOYAIOIAsl YCTAHOBJICHHUE IIOJHOTHI YYETHBIX
JOKYMEHTOB IPOBEPSEMBIX ApXMUBHBIX (DOHIOB M APXUBHBIX JTOKYMEHTOB, CBEPKY HX
CONOCTAaBUMBIX ITI0KA3aTENEH, yTOUHEHUE MOPSAAKAa HyMEpaly €IMHUL] XPAHEHUS 110 OIUCH
(KHUTE y4eTa U ONHMCAaHMs) U IPOBEPKY MPABMIIBHOCTU COCTABIICHHS KX UTOTOBBIX 3aITUCEH.

169. EnnHOBpeMEHHBIE NMPOBEPKU HAIWYHS U COCTOSIHUS JJIEKTPOHHBIX HOCHUTENEH
MIPOBOJIATCS:

II0CJIE MTEPEMELIEHUS MIEKTPOHHBIX HOCUTENEH apXUBa B APYroe XpaHWINILE;

[I0CJIE YPE3BBIYANHBIX POUCIIECTBUM;

IIPU CMEHE PYKOBOJAUTENS apXHBa (JIUIa, OTBETCTBEHHOIO 32 TOCYAAPCTBEHHBIN yUeT U
apXUBOXPAHUIIUILIE).

170. IIpoBepka HaMM4Us U COCTOSHUS aPXUBHBIX JOKYMEHTOB B apXUBE MPOBOJIUTCA
KOMMCCHEN, CO31aBAEMOU PEIICHUEM PYKOBOJIUTENS APXUBA U COCTOSILIEN U3 HE MEHEE TPEX
paOOTHUKOB apXUBa.

171. 1lpu mpoBepKe HAIWYWS €IWHHL] XPAaHEHUs, apXUBHBIE TOKYMEHTBI KOTOPBIX
YUTEHBI IO BHYTPEHHUM OIMCSM, IMPOBOAUTCS CBEPKA HAJIMYHS apXUBHBIX JOKYMEHTOB C
BHYTPEHHEN ONMCHIO, HAJMYHS JJUCTOB B €JUHUIAX XPAHECHHMS, TOJIEKAIINX XPAHEHUIO B
HecOpOUTIOpoBaHHOM (0€3 MOIIUBKY) BUIE.

ApXUBHBIE JIOKYMEHTBI, OTHECEHHbIE K KYyJIbTYPHBIM II€EHHOCTSIM, MPOBEPSIOTCS
ITOJIMCTHO.

ApXUBHBIE JOKYMEHTBI, BbIIAHHBIC B UATAJBHBIN 321 U paboure MOMEIICHHs apXHBa,
MPOBEPSIIOTCS Ha OOUIMX OCHOBAHUSX, WX IMHUQPHI YCTaHABIMBAIOTCA IO KapTam-
3aMECTHUTENIIM U KHUIaM BbIAa4H apXUBHBIX JOKYMEHTOB U3 apXUBOXPAaHWIHIL. APXVUBHbBIE
JOKYMEHTBI, BBIIaHHBIE BO BPEMEHHOE I0JIb30BAHUE, MPOBEPSIOTCS MO KHUI'AM U aKTaM
BBIJIa4YH U CYUTAIOTCA UMEIOIIMMUCS B HAJTUYHH.

172. Ilpu npoBepke HATUYUS U COCTOSIHUS QpXUBHBIX IOKYMEHTOB HEOOXO0IUMO:

1) coxpaHsaTh MOPSIIOK PACIOJIOKEHUS apXMBHBIX JOKYMEHTOB Ha CTEJUIAKaX U B
MEPBUYHBIX CPEICTBAX XPAHECHHUS;

2) BO3BpallaTh Ha CBOM MECTa, OOHApy>KEHHbIE BO BPEMsl IPOBEPKH, HEMPABUIHHO
pa3MelIeHHbIE eIMHUIBI XPaHEHUS JAHHOTO apXUBHOTO (PoHAA;



3) u3bIMaTh U3 MPOBEPSIEMOr0 apXMBHOTO (GOHMA (KOMIUIEKCA apXUBHBIX TOKYMEHTOR)
Y MepeaaBaTh IIIaBHOMY XPAHUTENIO WU 3aBEAYIOIIEMY apXUBOXPAHUIMUILA HENPABUIBHO
pa3MelIeHHbIE eIMHUIBI XPaHEHUS IPYTUX apXUBHBIX (POHIOB;

4) wu3pIMaTh €IMHMIBI XPAHEHHS, 3aPAKECHHBIE IUIECEHBIO WM JPYTHUMH
OMOJIOTHYECKUMH BPEAUTEISIMU;

5) u3bIMaTh €AMHUIIBI XPAHEHUS, HE BHECEHHBIC B OMUCH (KHUTY y4YeTa U OMUCAHUs), U
NOMEIaTh WX B KOHEI[ apXMBHOrO (PoHJa (KOMIUIEKCA apXUBHBIX JIOKYMEHTOB) Jis
nocleayromieil 00paboTKU U ONMCaHUsI B CPOKH, YCTAaHOBJICHHBIE PYKOBOJIUTENIEM apXUBa;

6) U3bIMAaTh APXUBHbBIC JOKYMEHTHI, CHITHIEC C YU€Ta, HO CBOEBPEMEHHO HE U3BATHIC U3
apXMBOXPAHWIINILA;

7) BBISIBIATH apXUBHBIE TOKYMEHTHI, UMEIOIINE (hru3nueckue AePeKThI.

173. B xone npoBEPKH HAIMYUSA U COCTOSIHUS aPXUBHBIX JTOKYMEHTOB HE JIOITYCKAETCS:

1) BHOCUTD B OIIUCH (KHUTY YU€Ta U ONUCAHUS) HEYUTEHHbIE €IUHUIIBI XPaHEHMUS;

2) NpOU3BOJUTH UCTIPABICHUS WM 3aIIUCH B OMUCAX U APYTUX YUETHBIX JOKYMEHTaX.

174. Pe3ynpraThl NPOBEPKHM HAJIMYMUS U COCTOSIHUS ApPXHMBHBIX JOKYMEHTOB U
OoOHapyXEHHbIE B XOJI¢ €€ HEJOCTaTKU (UKCHUPYIOTCS B JIMCTE IMPOBEPKH HATUYUS U
COCTOSIHHSI apXMBHBIX JOKYMEHTOB (J1aJiee — JIUCT MPOBEPKHU) U AKTE MPOBEPKU HATUUUS U
COCTOSIHHSI apXHUBHBIX IOKYMEHTOB 10 (hOpMeE, YTBEPKIAEMOI YIIOJIHOMOUYEHHBIM OPTaHOM.

JIucT mpoBEPKU COCTABIISIETCS HEMOCPEACTBEHHO B X0/I€ IPOBEPKU HA KaXKIAYIO OIUCH
oraenbHO. [Ipu mpoBepke HeOONMBIMIMX MO 00BEMY AapXUBHBIX (OHIOB JOIMYCKAETCS
COCTABJICHHE OJHOTO JINCTA ITPOBEPKHU HA BCE OIHKCH.

B ciyuae oOHapy keHus B X0/1€ POBEPKU HATTMUMSI K COCTOSIHUSI QpXUBHBIX JJOKYMEHTOB
HEJ0CTaTKOB, HE MPEIyCMOTPEHHBIX IpadaMu JUCTAa MPOBEPKH, a TAKXKe MPHU MOJIUCTHON
MPOBEpPKE [€J], B JIUCT BBOJATCA YTOUHEHHS WU JOIMOJHHUTENbHbIE PEKBU3UTHI. JIMCTHI
MIPOBEPKU HYMEPYIOTCS B BAJIOBOM NOPAJKE B Mpeaenax apXWBHOro (OHIA MO Kaxaou
MPOBEPKE U MOMUCHIBAIOTCS YJI€HAMU KOMHUCCHUU.

175. Ha ocHOBaHMM JKCTa (JIUCTOB) MPOBEPKH COCTABIISIETCS aKT MPOBEPKU HATUYMS U
COCTOSIHHSI apXMBHBIX JOKYMEHTOB. OJHOBPEMEHHO C AaKTOM IPOBEPKM HAJIWYUSA M
COCTOSIHUS apXUBHBIX JOKYMEHTOB ITPH HEOOXOJUMOCTH COCTABIISIFOTCS aKT O TEXHUYECKUX
OomMOKaxX B YUYETHBIX JIOKYMEHTax, akKT 00 OOHApy>XCHHH apXUBHBIX JTOKYMEHTOB, aKT O
HEUCIIPAaBUMBIX  TOBPEXKIEHUSAX  JOKYMEHTOB 1O  (QopMaM,  yTBEpKIaeMbIM
YIIOJIHOMOYEHHBIM OPTaHOM.

176. Hannuue >7€KTPOHHBIX AOKYMEHTOB W HOCHUTEJNIEH, BBIIAHHBIX M3 XPaHWIMINA,
MPOBEPSIETCS] MYTEM COIMOCTABJICHUS MX HOMEPOB Ha KapTax-3aMECTUTENSX BbIIAHHBIX
ANIEKTPOHHBIX JOKYMEHTOB M HOCHUTENIEH C 3allUCSIMU B KHUIE BbBIIAYM 3JIEKTPOHHBIX
HOCHUTEJICH W3 XPAaHWJIUII, COCTaBIsieMON 1Mo ¢GopMe, YTBEPKIaeMOU YIOJIHOMOYECHHBIM
OpraHoM.

[Ipu oOHapyXEeHUU HEYCTPAHUMBIX JNE(HEKTOB JIEKTPOHHBIN HOCUTENb YJAIAeTCs U3
XPaHWJIUIIA U CIIHCBIBAETCS MO aKTy O CIIMCAHUM AJIEKTPOHHBIX TOKYMEHTOB M HOCHUTEIIEH
1o ¢popMe, yTBEPKIAEMOIN YITOJTHOMOYEHHBIM OPTaHOM.



Ha kaxaplii cCIMCaHHBIN 3JIEKTPOHHBIN JOKYMEHT U HOCUTENb (POPMUPYETCS KapTOuKa
CIHCAHHOTO JJIGKTPOHHOTO JOKyYMEHTa M HOcHTens 1o (opme, yTBepKAaeMOn
YIIOJTHOMOYEHHBIM OPIaHOM.

177. I1o OKOHYaHUHU MPOBEPKU HAJIMYUSA U COCTOSTHUS aPXUBHBIX JOKYMEHTOB B KOHIIE
ONKCH (KHUTH y4eTa U OMKCAHUS) MPOCTABISAIOTCA IITAMII "IPOBEPEHO", AaTa, TOKHOCTh
1 TIOJITNCH JIUL, IPOU3BOJUBIINX IIPOBEPKY .

B cinydae oOHapyXeHHS B WTOTOBOW 3alUCH ONHMCHU (KHUTM y4€Ta M OIHCAHUS)
HEYUYTEHHBIX JIMTEPHBIX W TNPOMYLIECHHBIX MOPAJKOBBIX HOMEPOB, BBHIOBIBIIMX B
COOTBETCTBUM C YCTAHOBJICHHBIM IIOPSIAKOM €IUHULl XPAHECHMs, HUTOrOBas 3alluCh
IIEPECOCTABIISIETCSL.

178. Ha Bce oTcyTCTByrOIIME B XOJ€ NPOBEPKH HAJIUYUSA M COCTOSHMS APXMBHBIX
JOKYMEHTOB €IMHHUIIBI XPAaHEHHs] COCTaBJSIOTCS KApTOUYKU YydeTa HEOOHapy>KEHHBIX
apXUBHBIX JTOKYMEHTOB IO (hopMe, YTBEPK/1aeMOil yIIOJTHOMOYEHHBIM opraHoM. Benenue
KapTOTEKH HEOOHAPYKEHHBIX apXUBHBIX JTOKYMEHTOB OCYIIECTBISETCS LIEHTPAIU30BAHHO
Ha OyMa)XHOM HOCWUTEJIE€ WM B aBTOMATU3HUPOBAHHOM pPEXKHUME B COOTBETCTBUHU C
KapTOYKaMHU yueTa HeOOHapy>KEHHBIX apXUBHBIX JOKYMEHTOB.

Pe3ynbTaThl IpOBEpKH (PU3HUECKOTO COCTOSHUS APXUBHBIX IOKYMEHTOB 3aHOCATCS B
KApTOYKYy yudera (PU3MYECKOro (TEXHUYECKOIO) COCTOSHUS ApXUBHBIX JOKYMEHTOB IIO
(dbopme, yTBEpKIaeMOW YIIOJIHOMOUYEHHBIM OPTraHOM.

179. IlpoBepka HaJIW4Yus M COCTOSIHUSL APXUBHBIX JOKYMEHTOB, 3JIEKTPOHHBIX
JOKYMEHTOB (JI€J1) CUMTAETCs 3aBEPIICHHON 10C/Ie BHECEHUS] U3MEHEHUI BO BCE YUETHbBIE
HoKyMeHThL. [locine nmpoBepkr HaIM4yusl U COCTOSIHUSA apXUBHBIX JOKYMEHTOB KOPOOKH C
apXUBHBIMU IOKYMEHTaMHU, HECTOpaeMble IKadbl, 00KCHI, QY TIAPHI, SYCHKU IPU XpaHEHUH
JOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTENSX PEIKO UCIOJIb3yeMbIX (DOHI0B ONEYaThIBAIOTCSI.

180. Po3bICK apXUBHBIX JOKYMEHTOB, HE OOHAPY>KEHHBIX B XOJ€ MPOBEPKH HATUYUS U
COCTOSIHUSI ApXUBHBIX JIOKYMEHTOB, AJIEKTPOHHBIX JTOKYMEHTOB (/€J1), OpraHu3yeTcsi ¢
MOMEHTA BBISBICHHS MX OTCYTCTBHSI M TNPOBOJWUTCS B TEYEHUWE OJHOIO Toja
HEIOCPEJICTBEHHO B apXuBe U Jpyrux oprau3aunusax. Cpok po3pICKa IPOJJIEBAETCS
PYKOBOJMTEJIEM apXWBa HAa OCHOBAaHWMM  JOKJIAJHOM  3allUCKU  PYKOBOIUTEIS
COOTBETCTBYIOIIETO CTPYKTYPHOI'O NOAPA3ACIICHUS apXUBa.

181. ApxuBHBIE JOKYMEHTBI, OOHAPYEHHBIE B XOJ€ PO3bICKA, EPEAAIOTCS TJITABHOMY
XPAHUTENIO WU 3aBEAYIOLIEMY APXMBOXPAHMUIMIIEM, KOTOPBIA BO3BPALIAET UX HA MECTO.
B nucte mpoepku B rpade "llpumeuanue”, B KapTOTeke HEOOHAPYKEHHBIX apXHUBHBIX
JOKYMEHTOB JIeJlaeTCsi OTMETKa 00 OOHapyXEHUU AapXMBHBIX JIOKYMEHTOB, KOTOpas
3aBepsETCs MOANKCHIO 3aBEAYIOIIETO APXUBOXPAHWIINILIEM.

182. ApxuBHBIE JOKYMEHTHI, MPUYUHBI OTCYTCTBUSI KOTOPBIX MOATBEPKICHBI
JOKYMEHTAJIBHO, CHUMAIOTCSI C YUE€Ta B COOTBETCTBUHU € ITyHKTOM 282 Hactosamux [IpaBuir.

Ha apxuBHbIE TOKYMEHTBI, HE OOHAPY>KEHHBIE B X0JI€ PO3bICKA, COCTABIISIOTCA aKT O
HEOOHApPY)XEHUM JIOKYMEHTOB, IIyTH pO3bICKA KOTOPBIX HCYEpNaHbl 1o Qopme,
YTBEPKIAEMOW YIOJIHOMOYEHHBIM OPraHOM, U CIIPAaBKa O MIPOBEIAEHUN PO3BICKA, KOTOPHIE
BMECTE C aKTOM MPOBEPKU HAJIMYUS U COCTOSHUS ApXUBHBIX JTOKYMEHTOB IPEACTABISIOTCS



B YIOJHOMOYEHHBIA OpraH JJis pELICHUS BOIMPOCAa O CHATHUU C y4e€Ta TAKUX APXUBHBIX
JIOKYMEHTOB.

183. Pemienne o CHATHUU apXWBHBIX JOKYMEHTOB C ydeTa O(GOopMIIsETCS MPUKA30M
PYKOBOJUTENSI apX1MBa HA OCHOBAHUM MTUCbMEHHOTO COTJIACHS YIIOJTHOMOYEHHOTO OpraHa.

B kaproreke HeOOHapy>KEHHBIX apXUBHBIX JTOKYMEHTOB JIEJA€TCA OTMETKA O CHSTUH
ApXUBHBIX JOKYMEHTOB C yd4eTa. M3MEHEHHsS BHOCSTCS BO BCE YUETHBIE JTOKYMEHTBHI,
BKiroyaroTcs B "CBefieHus 00 M3MEHEHHUSX B COCTaBe W 00beMe apXHUBHBIX (DOHJIOB",
KOTOphIC HAMNpPAaBJAIOTCS B YMNOJHOMOYEHHBIM OpraH JJjisi BHECEHUS W3MEHCHUH B
INocynapcTBeHHBIN (DOHIOBBIN KaTAJIOT.

184. IIpoBepka HaTUYUsL U COCTOSIHUSI ADXUBHBIX JIEJ, TOKYMEHTOB, BbIaBaBIINXCS U3
apXMBOXPAHWIIUIL B TEYEHUE T0Ja, MPOBOIAUTCSA PETYJISIPHO B CPOKH, YCTAHOBJICHHBIC
pyKoBoJCcTBOM apxuBa. Ee pesynbTaTbl O(QOPMISIOTCS AaKTOM MPOBEPKU HAIMYUS U
COCTOSIHMSI apXUBHBIX JIOKYMEHTOB.

185. Ilpu BbISIBIEHHUH HEOOOCHOBAHHOI'O OTCYTCTBHMS AapXHMBHBIX JIOKYMEHTOB
OCYIIIECTBIISIETCS HMX OIEPAaTUBHBIM PO3BICK. B ciaydae Oe3pe3yabTaTHOCTH PO3bICKa
OTCYTCTBYIOIIIMNE apXUBHBIC JIOKYMEHTBHI BKJIIOYAIOTCS B KApTOTEKy HEOOHApPYKEHHBIX
JIOKYMEHTOB JIJIs JaJTbHEUIIIETO UX PO3bICKa.

IHaparpad 7. llopsaaok NpoBepKH U y4eTa TEXHHYECKOT0 U GU3UKO-XUMUYECKOI0 COCTOSIHUSI APXUBHBIX
AOKYMEHTOB

186. Ilpmem um pasmemieHWE B aAPXUBOXPAHWIHINAX APXHUBHBIX JTOKYMEHTOB,
NOCTYNUBIIMX B apXuB 0€3 MpeIBapUTEIbHON MPOBEPKU UX (PUINUYECKOTO COCTOSHUS, HE
nomyckatorcsa. llocTynuBimine B apXWB apXHMBHbIE JIOKYMEHTHI JI0 Tepefadyd B
apXUBOXPAHWIHUIIE pa3MELIAlOT B IOMEIIEHWHM MpHeMa M BPEMEHHOTO XpaHEHUs,
0CBOOO0XK/IAIOT OT TPAHCTIOPTHOM TAPhI, PACKIIIbIBAIOT HA CTEJIAXkKaX U CTOJIAX, BpEMEHHBIX
sTYeHKax, OOKcax.

187. OueHka (pu3MUECKOr0 M TEXHUYECKOTO COCTOSHUS MOCTYNUBIIMX apXHWBHBIX
JOKYMEHTOB, @ TaK)K€ MX CTPaxOBBIX KOMHI MPOBOJUTCS HE MO3JHEE TPEX MECSIEB C
MOMEHTa [TPUEMa apXUBHBIX JOKYMEHTOB B apXMB.

188. B pesynbpTaTe OLIEHKH (PU3MUYECKOTO COCTOSIHHS apXUBHBIX JOKYMEHTOB Ha
OyMa)KHON OCHOBE BBISIBIISIFOTCS CJICAYIOLIUE apXUBHbBIE JOKYMEHTHI:

1) mopaskeHHbIE OMOTOTUYECKUMHU BPETUTEISIMU;

2) C MOBBIIIEHHOW BIAXKHOCTBIO;

3) ¢ moBpexkaEeHUAMU OyMaru U TEKCTa;

4) 3ambUICHHBIE.

VY panenuto mojyuiexkaT MeTaUTMYecKue, KapTOHHbIe, OyMa)kKHbIE U JIPYTHe 3aKJIaJKH,
MPOKJIAJKHU, CKPETIKH, HaXOIIMeCs B Jieax, Mankax, Kopookax.

189. Ilpu oOLEHKE TEXHUYECKOIO COCTOSIHUS ayAUOBHU3YaJIbHBIX W 3JIEKTPOHHBIX
JOKYMEHTOB, CTpPaxOBBIX KOMHM  yCTaHABIMBAIOTCS  BO3MOXHOCTb  CUMTHIBAHUS
uH(pOpMaIMU C MaTepUaTbHOTO HOCHUTENSl, COOTBETCTBHE TEXHUYECKUX XapaKTEPUCTHUK
ATUX JIOKYMEHTOB CBEJICHUSIM, COJIEP)KAIIMMCA B CONPOBOAUTENHLHON JOKYMEHTALIMH.
OAHOBPEMEHHO BBISIBIISIETCS BUJ] OCHOBBI KHHO(OTOJOKYMEHTA. ApXHBHBIC JOKYMEHTHI Ha
HUTPOOCHOBE TIOJUIeKAT HEMEJICHHOM NpOBEpKE Ha CTAOUIBHOCTH C MOCIEIYIOIINM



NEPEeKONMPOBAHUEM Ha O€30MacHyr0 OCHOBY, MPU HEOOXOIUMOCTH — C pecTaBpaluen
AMYJIbCUOHHOTI'O CJIOSL.

190. Ilpu o6HapyxeHun [e(EeKTOB COCTaBISIETCS AaKT MPOU3BOJBHON (OPMBI,
OTpaXarIUK XapakTep Ne()eKTOB W Mephl MO WX YCTPAHEHHUIO. YCTpaHeHue Ae(EeKTOB
IIPOBOJIUTCSA 34 CYET UCTOYHMKA KOMIUIEKTOBAHUS.

191. IlocTtynuBiine apXWBHBIE JOKYMEHTBI, TMOpPaXKEHHbIE OHOJIOTUYECKUMHU
BpeAUTENIMH  (HACeKOMble, aKTHBHAas IUJIECEHb), HAMNpAaBIAIOTCS Ha CaHUTApHO-
TUTUEHUYECKYI0 00paboTKy (Ae3uH(EKITUs, TC3UHCEKIIHS).

[Ipu oOHapyXeHMM YBIQXHEHHBIX apXMUBHBIX JOKYMEHTOB TMPOBOJUTCI HX
AKKJIMMAaTHU3alUsl 10 TMOJHOTO BBICYIIMBAHUS. AKKIMMATU3ALUI0 TPOBOJAT B MOMEIICHUN
IpyUeMa U BPEMEHHOI'O XpaHEHUs B TeueHue 7-14 cyTok (B 3aBUCUMOCTH OT CTEIECHHU
YBIIQXKHEHUS) TP UHTEHCUBHOM BEHTWISILIMU BO3/1yXa U Pa3MEIICHUU €UHULl XPAHCHUS B
pPa3BEpHYTOM BHUJIE HA CTOJAaX, CTEIIAXKaX.

KadectBo Oymarm M TeKCTa MOCTYNUBIIUX ApPXUBHBIX JTOKYMEHTOB IPOBEPSAETCS
BBIOOPOYHO 11 OOLIEH OLEHKU UX COCTOSHUS.

192. O6ecnbpuTMBaHKE MOCTYMUBIINX APXUBHBIX JOKYMEHTOB MPOBOJIST B CIEIIHAILHOM
MOMEIICHUH C MPUMEHEHUEM BBITSKHBIX IKadoB. OOeCbUIMBAHUIO MOJJIEKAT KOPOOKH,
TManku, 00JI0KKH, KOPEIIKHU JE.

193. IlocTtynuBuive ayauoBH3yalbHbIE JOKYMEHTBHI, B TOM YHMCJIE Ha SJIEKTPOHHBIX
HOCUTEISIX, IMOJJIeKaT IEPEMOTKE, OYUCTKE OT TMbUIM, OYUCTKE OT 3arpsi3HCHUM,
AKKJIMMAaTH3alUH U YIIaKOBBIBAHHUIO.

AKKIIMMaTU3alMsl ayAUOBU3YAJIbHBIX U JJIEKTPOHHBIX JOKYMEHTOB HA IUICHOYHON M
JMCKOBOM OCHOBAxX IMepe]l pa3MEICHUEM UX B apXUBOXPAHMIIUILIEC POBOAUTCS B OTKPBITON
yrnakoBke Ipu temneparype 20+3°C 1 OTHOCHTENBHOU BIIaXXHOCTU Bo3ayxa 35+15%, mns
LIBETHBIX KUHO- U (DOTOJOKYMEHTOB — TMpU OTHOCUTEIBHON BiIaxkHOCTH 35+15%.
[TpoAomKUTENbHOCTh AKKJIMMATU3AIMM KUHOJOKYMEHTOB U PYJIOHHBIX MUKPO(DUIBMOB
coctapisieT He MeHee 10 CyTOK, apXMBHBIX JOKYMEHTOB HA MAarHUTHOM JIEHTE U JUCKOBBIX
HOCHUTEJISIX — HE MeHee 3 CYyTOK, (POTOOKYMEHTOB U MUKPO(UII — HE MeHee 24 4acoB.

194. TlpoBepka (PUIHKO-XMMUYECKOTO M TEXHHUYCCKOTO COCTOSHHUS apXHBHBIX
JOKYMEHTOB B MPOLECCE XPAHEHHS] MPOBOJUTCS C LIEJIbIO BBISIBICHUS MOBPEXKICHHBIX
APXUBHBIX JOKYMEHTOB M apXUBHBIX JOKYMEHTOB C TOTEHIIMAIBLHO OMACHBIM (PU3UYECKUM
WM OMOJOTUYECKUM COCTOSTHUEM.

[IpoBepka (HU3MKO-XUMHUUECKOTO U TEXHUYECKOTO COCTOSIHUSI apXUBHBIX JIOKYMEHTOB
OCYILIECTBIISIETCS B XOJI€ MPOBEPKU HAIUYMS U COCTOSHUSI apXUBHBIX JTIOKYMEHTOB, MPHU
MOJATOTOBKE ApXMBHBIX JOKYMEHTOB K BbIJIau€ W3 apXWUBOXpPAHWIIMINA, MpU pabdoTax,
CBSI3aHHBIX C €UHUYHBIM (TIOJIUCTHBIM) MPOCMOTPOM apPXUBHBIX TOKYMEHTOB.

195. TlpoBepka pu3nUECKOTO COCTOSIHHS ApXUBHBIX IOKYMEHTOB Ha OyMa)KHO OCHOBE
B TIpOLIECCE XPAHEHMS MPOBOAMTCS C LEIbI0 BBISBICHUS BIIAXHBIX, MOPAXKEHHBIX
OMOJIOTUYECKUMH BpEIUTENSIMU (IJIECEHb, HACEKOMBIE), ¢ AedeKkTamMu OyMard M TEeKCTa
aApXHUBHBIX JIOKYMEHTOB.

VYBiaxHEeHHbIE ApXUBHBIE JOKYMEHTHI (JieJ1a, TPYNMbl JAeN) NOAJekKaT HEMEAJIEHHOMY
BBIJICTICHUIO, BHEOUYEpeAHONW o00paboTke (cymika, akkiaumaruzamnus). llpu maccoBom



YBIQKHEHUM  apXUBHBIX  JIOKYMEHTOB  MPUHUMAIOTCS  MEPbl [0  OCYUICHUIO
apXMBOXPAHWINIIA, HOPMATU3ALHUH PEKUMA XPAHEHU.

ApXUWBHBIE JOKyMEHTHI, MOPAKEHHBIE OWOJIOTHYECKUMHU BPEAUTEISIMH (TIJICCEHb,
HACEKOMBIE), MOJIEKAT HEMEICHHOW N30 LUN.

Hannuue nedexToB Oymarm M TeKCTa yCTaHABIMBACTCS BU3YaJbHO MPU MOJUCTHOM
npocMoTpe Aen. JedexTsl kiaccu@uimpyroTcs Ha OCHOBE €AMHOW OyKBEHHO-IIM(GPOBOH
WHEKCAllUU 110 TUIIOBBIM MTpU3HaKam fedekToB Oymaru (OykBeHHasi HHAECKCAIUS) U TEKCTa
(umdpoBasi MHAEKCAIUSA) C YYETOM METOJUYECKUX PEKOMEHJAIUNA YHOJIHOMOYEHHOTO
oprasa.

ApXUBHBIE TOKyMEHTHI, OOJIbIIasi YaCTh TEKCTa KOTOPBIX B PE3yJIbTaTe MOBPEKICHHUS
HEJOCTYIIHA ISl NPOYTEHUS, U BOCCTAHOBJIEHUE HX HE MPEICTABIAECTCS BO3MOXKHBIM,
OTOMpAIOTCSI K YHMUYTOXKEHHUIO. B cimywasix, Korma BO3MOXHO XOTS Obl YaCTHYHOE
BOCCTAHOBJICHUE TEKCTAa MOBPEKICHHBIX APXUBHBIX JIOKYMEHTOB, OHH OCTAaBIISIIOTCS Ha
MIOCTOSIHHOM XPaHEHUH, CKAHUPYIOTCS, PECTaBPUPYIOTCS UM (OTOKOIUPYIOTCS.

196. [IpoBepka TEXHUYECKOIO COCTOSIHUS ayITMOBU3YAJIBHBIX JOKYMEHTOB B IIpOLIECCE
XPaHEHHsI OCYIIECTBIISIETCS C LIEIBIO ONPEACIICHNUS:

1) cocTosiHMS UX YITaKOBKH;

2) HaIM4KS CTAaHJAPTHBIX PAKOPJIOB;

3) TEXHUYECKOr0 COCTOSIHUS UX TIOBEPXHOCTH U NMEeP(OPAIIMOHHBIX IOPOKEK U CKIIEEK;

4) HanmU4us 3arpsI3HEHUM U MEXaHUYECKUX TOBPEKICHUM;

5) cTaOMIBHOCTH HUTPOOCHOBHI;

6) mara nepdopairy KHHOTICHOK U MarHUTHBIX JICHT MUPUHOM 35 MM 1 16 MMm;

7) pU3UKO-MEXaHUIECKUX XapaKTEPUCTUK (KOPOOJICHUE, OTCIIANBaHUE SMYJILCHOHHOTO
WJIU OChIMIaHue pabouero clios U Jpyroe);

8) Hanuus 1ePEKTOB XUMUYECKOTO0 U OMOJOTMYECKOT0 MPOUCXOKACHUS (ITOpaKEHUE
MUKpPOOpPTaHU3MaMH, HACEKOMBIMH M TpPBbI3YyHAMH, CIEIbl KPUCTALIU3ALMHU COJEH U
Pa3NOKEHMs OCTaTOUYHBIX MPOAYKTOB XUMHUKO-(PoTOrpaduueckoit 00paboTKu);

9) a5eKTpOaKyCTUYECKUX XapaKTEPUCTHK (OHO- U BUJICOIOKYMEHTOB;

10) mapameTpoB BHI€OJOKYMEHTOB B BUICOKAHAJIE;

11) xauecTBa N300paKeHUsI KHHO-, (POTO-, BUICOJOKYMEHTOB;

12) Hanmuuus pasMarHUYEHHbIX YYAaCTKOB M MEXaHUYECKHUX MOBPEKICHUN OTIEIbHBIX
YYaCTKOB MAIlIUHHOTO HOCUTEJIS;

13) Hanuuus yKCYCHOTO CUHAPOMA TPUALIETATHOMN TIJICHKHU.

197. IIpoBepka TEXHUYECKOTO COCTOSHUSI SJIEKTPOHHBIX JOKYMEHTOB (J1€)1) B IIpoLiecce
XPaHEHHsI OCYIIECTBIISIETCS C LIEJIBIO ONPEACIICHHUS:

1) cocTostHUS YITaKOBKH (TOJIBKO 7151 GU3HUECKH 000COOTICHHBIX HOCUTENEH);

2) Hanm4usl BPEAOHOCHOTO MPOTPAaMMHOTO 00ECTICUCHMS;

3) BOCTIpOM3BOAUMOCTH;

4) HanuuMs BHEIIHUX TOBPEXACHUN (TOJbKO Mg (U3MYECKH O000COOIEHHBIX
HOCHUTEINECH);

5) mOTpeOHOCTM B MUTpAIlMM HA HOBBIE HOCHUTENH (TOJBKO JUIsi (DU3HUYECKU
000CO0OJIEHHBIX HOCUTEIICH );



6) MOTPeOHOCTH B KOHBEPTAIIUHU B JIpyrue popmarsl;

7) ypOBHSI MapaMeTpOB, XaPaAKTEPUIYIOIIMX 3JIEKTPOHHBIE JOKYMEHTHI (Hampumep,
YHCJIO COOEB MPY CYNTHIBAHUY HHPOPMAIIUU B STUHUILY BPEMEHH ).

198. [IpoBepka TEXHUUYECKOTO COCTOSIHUSI KHHOJJOKYMEHTOB (HeraTuBa n300pakeHus,
KOHTpartuna (1y0Jib-HeraTuBa), MO3UTUBHON KON ) OCYIIECTBIISETCS IyTEM IIPOCMOTpa Ha
(UITBEMOIIPOBEPOYHOM MJTM 3BYKOMOHTAXHOM CTOJIE CO CBEPKOM C MOHTAKHBIM JICTOM.

[Ipu mpoBepke TEXHUYECKOTO COCTOSIHUSI TTO3UTHUBHOM KONMUHU MyTeM MPOCMOTpa Ha
OTpa)kaTeJIbHOM JKpaHe B YCIOBHUSAX ONTHYECKON MPOEKIIMU yCTaHABIMBAIOTCS KaueCTBO
U300pa’KeHUs, POBHOCTH IIJIAHOB IO MJIOTHOCTH, IO I[BETY BHYTPH YaCTH U POBHOCTb YacTen
BHYTPU KONUU BU3YaJbHO U MO CIIYXOBOH OIIEHKE, YCTOMUMBOCTH Kajapa, KOHTPACTHOCTh
n300paxeHusi, OTCYTCTBUE WM Haiu4yue Ne(eKTOB M300pakeHHs B COOTBETCTBUU C
KapTOUYKOW y4eTa TEXHUYECKOTO0 COCTOSHUS KUHOJIOKYMEHTA.

KoHTposib mpoMexyTOUHOTO MO3UTHBA (J1aBaH/a), HeraTuBa (POHOTpaMMBbl IIEPE3aIuCH,
MarHUTHOTO OpHUTHUHANa (POHOTrPAMMBI, MArHUTHOW (HOHOTPaAaMMBI IIYMOB U MY3bIKU
OCYIIECTBIISIETCS MTyTEM MPOBEPKU Ha (DUIILMOIIPOBEPOYHOM CTOJIE.

B pe3ynbprare mpoBEpKM TEXHUYECKOTO COCTOSIHUSI KMHOJOKYMEHTOB COCTaBIISIETCS
MEpeUYeHb OCHOBHBIX J€(PEKTOB, BCTPEYAIOIIMXCS HAa KHUHOAOKYMEHTaX, Mo ¢opme,
YTBEPKIAEMOW YIIOJHOMOYEHHBIM OPTaHOM.

199. IIpoBepKy 3JEKTPOAKYCTHUECKUX XAPAKTEPUCTUK (POHOIOKYMEHTOB (4aCTOTHBIC
HCKaXKEHMUsI, ypOBEHb Konupahdekra, ypoBeHb (hOHA U IIIyMOB, HATMYKE TPECKa U MIEITYKOB,
IIyM Tay3bl) IPOBOJISAT HA CIyX Ha MPOPECCUOHAIBHBIX MarHUTOGOHAX C KOHTPOJIbHBIMU
arperatamM JUisl TPOCIYUIMBAHMS, YCWIHTEISIMA MOIIHOCTH, TPOMKOTOBOPUTEISIMH H
ApPYTUM HEO0OXoIuMMBIM oOopynoBaHueM. Ormnpeaensercs COCTOSHUE MOBEPXHOCTH
(beppoOMarHuTHOTO TOKPBITUSI, KOPOOJIEHUE IJICHKH, HAJIUYUE HCKPUBICHHOCTU KPACB,
MEXaHUYECKUX TMOBPEKIECHUN U CIEJIOB 3arpsi3HEHHS] XUMHUYECKOTO WJIM OMOJIOTUYECKOTrO
MIPOUCXOXK/ICHUS), HAJIMYME HAYaJIbHBIX M KOHEUHBIX PaKOPJOB, KaueCTBO HMMEIOIIUXCS
CKJIeeK Ha (OHOJOKYMEHTaxX COIJIACHO KapTOUKe YyyeTa TEXHMYECKOTO0 COCTOSHUS
(hOHOIOKYMEHTA.

200. KonTpoabs GOTOJOKYMEHTOB MPOBOJAUTCS ITyTEM MPOCMOTPa POTOAOKYMEHTOB U
KOHTPOJIBHBIX OTIEYAaTKOB HAa MOHTQKHOM MWIJIM TPOCBETHOM cToJie. OmnpenenstoTcs
TEXHUYECKOE COCTOSIHUE TTOBEPXHOCTH (OTCYTCTBUE LIAPANUH, TPSI3H, MOTEPTOCTH U APYTHUX
nedexToB), poTorpaduueckoe KauecTBO (PE3KOCTh, KOHTPACTHOCTD, TUANAa30H ONTHYECKUX
IJIOTHOCTEH, OTCYTCTBUE Byalld, HAJTM4KE NMPOTNEYATHIBAIOMIMXCS Je(EKTOB U TaK J1ajiee).

B Ttex ciywasx, Korja BU3yaldbHO TPYIHO OMNpPEAEIUTh Pa3HOBUIHOCTH Je(EKTHOTO
oOpazoBanusi, POTOAOKYMEHT MPOCMATPUBACTCS TIOJT JTYTION MJIM MHUKPOCKOTIOM.

201. ITpoBepKy TEXHHUYECKUX MAPAMETPOB BHUJICOJOKYMEHTOB MPOBOAST C MOMOIIBIO
KOMILJIEKCA  KOHTPOJBHO-MU3MEPUTEIBHOW  ammapatypbl —  BUACOMAarHUTO(GOHOB
COOTBETCTBYIOIIETO THIA, OMpeAessieMoro (opmMaTrom 3amucd, CTaHAAPTOB U CUCTEM
BUJICO3AIMKCH.

202. IIpoBepKy TEXHHUYECKMX NAapaMETPOB AJIEKTPOHHBIX TOKYMEHTOB IPOBOIST C
UCIIOJIb30BAaHUEM  CHEIHUAJbHOW  anmapatypbl M IOPOrpaMMHOrO  OOecreueHus,
MpeHA3HAYEHHBIX JIJIs1 pa0OThI C COOTBETCTBYIOIIETO BU/Ia APXUBHBIMU JTOKYMEHTAMH.



203. HaxoasiiuuMucs B HEYJIOBJIETBOPUTETLHOM (DU3NYECKOM COCTOSTHUU MPU3HAIOTCS
nokymeHTsl HA® ¢ BBICOKOW CTENEHbIO pa3pyLICHHs MaTepUajbHbIX HOCUTENEH,
yrposkaroero Gpu3n4ecKoi 1eI0CTHOCTH JOKYMEHTOB.

Pemenne o npusHanum noxkymenta HA®, HaxomdmuMcs B HEYyAOBIETBOPUTEIBHOM
(bU3MYECKOM COCTOSIHMM, €r0 MOCTAaHOBKE Ha CHELUMaIbHBIA ydYeT Al OpraHu3aliy B
CPOYHOM TMOPSAKE CHElUaIbHON 00pabOTKH, MPOBOAUMON B COOTBETCTBUU C IMYyHKTAMU
205-206 wnacrosuux IlpaBwi, mnpuHUMaeT pyKOBOAMTENb apXvBa Ha OCHOBaHUU
AKCIEPTHOTO 3aKJIIOYEHUS PECTABpATOpPa U PYKOBOJUTEIA CTPYKTYPHOTO MOAPa3ACIICHUS,
OTBETCTBEHHOTO 32 XpPAaHEHHUE apXUBHBIX TOKYMEHTOB.

204. ApxuBHbIE JOKYMEHTHI, (DU3MUYECKOE COCTOSIHUE KOTOPBIX HCKIIFOYAET
BO3MOKHOCTh BOCCTaHOBJICHHMSI HMX MATE€pUAJIbHBIX HOCHUTEIEHW M HCIOJIb30BaHUS
colepkamieiicss B HHUX JIOKYMEHTHOM HH(OpMAIMK, MPHU3HAIOTCS HEHCIPABUMO
ITOBPEXKICHHBIMU apXUBHBIMH JJOKYMEHTaMHU.

Pemenune o npu3HaHUM apXUBHOI'O JJOKYMEHTA HEUCIIPABUMO ITOBPEKICHHBIM U CHITUH
ero ¢ ydera npunuMaeT [[OIIK nHa ocHoBanuu 3akmtoueHusi JIIK apxuBa, ApxuBa
[Ipesunenta Pecny6nuku Kazaxcran nian MUO, skcniepTHOTO 3aKiIr04eHHs pecTaBpaTopa
U PYKOBOJUTENS CTPYKTYPHOTO TOJIpa3eieHus, OTBETCTBEHHOI'O 3a XpaHEHUE apXUBHBIX
JOKYMEHTOB, M aKTa O HEUCIPaBUMBIX IOBPEXKIACHUSAX JOKYMEHTOB. Ha ocHOBaHuM
nucbMeHHoro pemenus LOIIK wm3maercs mnpukas pyKOBOAMTENSI apxXWBa O CHATHH
HEHCIIPaBUMO NOBPEKICHHBIX apXUBHBIX JOKYMEHTOB C y4eTa.

CHATHE € ydeTa U YHHUYTOKCHHE HEHUCIIPAaBUMO IOBPEKICHHBIX NOKYMEeHTOB HAD,
OTHECEHHBIX K KYJIbTYPHBIM LIEHHOCTSIM, HE IOy CKatOTCS.

205. Yuer (pu3nueckoro M TEXHUYECKOTO COCTOSHUS APXUBHBIX JTIOKYMEHTOB Ha
OyMa)KHOH OCHOBE OCYILIECTBIISETCS:

1) B mucTe-3aBepurene aena no GopmMe, yTBEpKIa€MON YIIOTHOMOYEHHBIM OPTaHOM;

2) B JIUCTE NPOBEPKHU HATUYMS U COCTOSHUS apXUBHBIX TOKYMEHTOB U aKT€ IIPOBEPKU
HaJIM4Ms U COCTOSTHUSL apXUBHBIX JTOKYMEHTOB;

3) B KapTOUKE yueTa apXUBHBIX JIOKYMEHTOB C IOBPEXKACHUSIMUA HOCUTETIS;

4) B KapTOUKE yueTa apXUBHBIX JOKYMEHTOB C MOBPEXACHUSIMH TEKCTA.

206. Yder puU3NYECKOro U TEXHUYECKOTO COCTOSIHUS ayIMOBU3YaIbHBIX JIOKYMEHTOB
OCYILIECTBJIISETCA:

1) B KapTOUKE y4yeTa TEXHUUECKOTO COCTOSIHUS KHHOJIOKYMEHTA;

2) B KapTOYKE y4YeTa TEXHUYECKOTO COCTOSAHUS (POTOAOKYMEHTA,

3) B KapTOUKE yueTa TEXHUUYECKOTO COCTOSTHUS (DOHOIOKYMEHTA;

4) B KApTOYKE yUYeTa TEXHUYECKOTO COCTOSIHUSI BUJIEOJJOKYMEHTA.

Yyer pgoxymentoB HA®D, Haxonmsmuxcss B HEYIOBIECTBOPUTEIHHOM (PU3NYECKOM
COCTOSIHUH, BEJIETCS B KOHTPOJIbHO-YUETHBIX KapTOUYKaX WJIA KHUTE yYeTa.
Yyer (@uznueckoro M TEXHUYECKOTO COCTOSHUS apXUBHBIX JOKYMEHTOB

OCYIICCTBJIACTCA HA 6YM3)KHOM HOCHUTCIJIC NJIKM B aBTOMATU3UPOBAHHOM PCIKUME.

ITaparpad 8. Ilopsanok npoBeneHnst PU3NKO-XUMHYECKON H TeXHNYECKOH 00pad0TKM apXHUBHBIX
AOKYMEHTOB



207. @®u3zuKo-XUMHUYECKass M TeXHHUYecKass oO0paboTKa apXMBHBIX JOKYMEHTOB
MIPOBOJIUTCS € LENBIO:

1) ycTpaHeHHs IPUYMH YCKOPEHHOI'O CTAPEHUS U Pa3pyLUEHUsI apXUBHBIX IOKYMEHTOB;

2) BOCCTaHOBJICHUS UX CBOMCTB, TEXHUYECKHX XapAKTEPUCTHUK, T0JITOBEYHOCTH;

3) Bocipon3BeIeHUS TOKYyMEHTHON HHPOPMAIIUN HA 00JIee YCTOMYUBBIX HOCUTEISIX.

208. OcHOBHBIMU BHJIaMH (PU3UKO-XUMHUUYECKOU U TEXHUYECKOU 00pabOTKH apXUBHBIX
JIOKYMEHTOB Ha OyMa)KHOU OCHOBE SIBJISIFOTCS:

1) ne3undexuus, 1e3nNHCEKLNs, AepaTU3alis apXUBOXPAHUIIUII KaK COBOKYITHOCTh MEp
OnonpopuIaKTUKH, OWO3alMUTHl M YHUYTOKEHUS OWOJIOTMYECKUX BpeauTened B
apXMBOXPAHWIMIIAX U HA APXUBHBIX JTOKYMEHTAX;

2) pectaBpanus (pecTaBpalliOHHO-KOHCEPBaIMOHHAs 00pab0TKa), Kak KOMITJIEKC paboT
Y TEXHOJIOTHYECKUX OIepaliii 10 BOCCTAHOBJIEHHIO CBOMCTB U JIOJITOBEYHOCTH OPUTMHAIIOB
apXMBHBIX JIOKYMEHTOB;

3) BOCIIpOM3BEACHHUE APXUBHBIX JTIOKYMEHTOB C LIEIbI0 CO3JaHUS CTpaxoBoro (hoHjaa
Konuii 0co00 LIEHHBIX JOKYMEHTOB U ()OHJA MOJIb30BaHUs, (POTO pecTaBpalisi apXUBHBIX
JOKYMEHTOB C YracliuM M CIIa0OKOHTPACTHBIM TEKCTOM, 3aMEHa OpHUTHMHAJOB C
HEJIOJITOBEYHBIMUA WJIM  Pa3pyLICHHbBIMU HOCUTEISIMU KONMUSAMHU JUJII  COXpaHEHUs
JOKYMEHTHOW MH(QOpMaLIUK;

4) neperieT apXuBHbBIX TOKYMEHTOB;

5) obecnblIMBaHUE APXUBHBIX TOKYMEHTOB;

6) 00paboTKa apXUBHBIX JOKYMEHTOB B PEKUME aBapUiHO-CIIacaTeIbHbIX PabOT, B TOM
quclie C NPUMEHEHUEM CpEACTB M CIOCOOOB CYIIKH, J€3MH(EKINH, IE3UHCEKIINH,
3aMOpaXMBaHWUs, peCTaBpallii, BOCIIPOU3BEACHUS, I€3aKTUBALIMNA U APYTUX BUIOB IIEJIEBOU
00paboTKH.

209. Ins apXMBHBIX JTOKYMEHTOB HAa MAarHUTHOW JIEHTE€ HCHOJIb3YIOTCS CIIEAYIOIIHE
BUJIbI (DU3UKO-XUMHUYECKON U TEXHUYECKOU 00paboTKu:

1) ourcTKa NOBEPXHOCTH OT MBUIA W YACTHIL IPSI3U HA CHEUUATBHOM OYMCTUTEIILHOM
000pyI0BaHUMY;

2) 3aMeHa NEPECOXIINUX U MTOKOPOOJICHHBIX CKIICCK;

3) odopmiieHHEe PYJIOHOB MarHMTHOM JICHTHI 3aIIUTHOM MArHUTHOM JICHTOM C JBYX
CTOPOH 110 2-2,5 meTpa;

4) nmepeMOTKa C LIEJbIO CHATUSI BHYTPEHHUX HAMPSKEHUN B PYJIOHAX MAarHUTHBIX JICHT,
BO3HMKIIMX H3-32 TEPENajoB TEMIeEpaTypbl W BIAKHOCTU TMPU XPaHEHUU U
TPAaHCIIOPTUPOBKE aPXUBHBIX JOKYMEHTOB.

210. Ins apXMBHBIX TOKYMEHTOB Ha JIMCKOBBIX HOCUTEJSIX UCIIOJIb3YIOTCS CIEAYIOIINE
BHJIBI (DH3UKO-XUMHYECKON U TEXHUYSCKOM 00pabOTKHU:

1) obecnpiTuBaHuE;

2) NpoTUpPKa aHTUCTATHUKOM.

211. Jns kuHO-, (POTOJOKYMEHTOB, MUKpO(hOpPM U (POHOrpaMM K KUHOPHIbMam
UCIIOJIB3YIOTCS CIEAYIOIINE BUIbI (PU3UKO-XUMHUUYECKON U TEXHUUECKOU 00pabOTKu:

1) obecnblTuBaHuE;

2) yaaneHHne BOCKOBBIX, )KHPOBBIX U MHBIX 3arpsi3HEHHI;



3) yKperuieHHe CKJIEEK U MPOCEUEK;

4) pemoHT nepdopannu;

5) mepenenka rpyObIX, KOPOOJIEHHBIX 3aIJIaT U CKJIEEK;

6) PEMOHT MOBPEXKJIECHHBIX MOJIEH KaJpOB.

212. Jlna TpaMOpPUTHHANIOB (DOHOJOKYMEHTOB HCIIONB3YETCA JIIEKTPOTEXHUYECKAs
OUHMCTKA.

213. PaGotbl 10 (PU3MKO-XMMHUYECKOW M TEXHUYECKOW 00paboTKe apXUBHBIX
JOKYMEHTOB MPOBOSTCS B IUTAHOBOM U BHETJIAHOBOM TIOPSIJIKE.

[1nanoBast 0OpaboTKa apXMBHBIX TOKYMEHTOB IIPOBOJUTCS O PE3yJIbTaTaM MPOBEPKHU
HAJIMYUS U UX COCTOSIHHUS B MOPSAJIKE OYEPEIHOCTH, YCTAHOBJIICHHOM B apXHBE, C YUETOM
NPUHAJISKHOCTH MX K Pa3IMYHBIM LEHHOCTHBIM TpyMIaM, 0COOCHHOCTEH (PU3NUECKOTO
COCTOSIHUS apXUBHBIX IOKYMEHTOB Pa3IMYHBIX BUAOB U BO3MOKHOCTEH apxuBa. B mepByto
ouepellb MPOBOAUTCS (UBUKO-XMMHUYECKass M TeXHUYeckas o0paboTKa TOKYMEHTOB,
OTHECEHHBIX K KYJbTYPHBIM LIEHHOCTSIM, U 0CO0O LIEHHBIX JIOKYMEHTOB.

BuennanoBast (¢u3MKO-XMMHMUYECKas M TeXHUYeckas oO0paboTKa MpOBOJUTCS B
aBapUiHO-CIacaTEIbHBIX CUTYAllUAX, CBS3aHHBIX C JIOKAJbHBIM WJIH MAacCOBBIM
MOpaXCHUEM apXHUBHBIX JTOKYMEHTOB OTHEM, BOJIOH, XUMUYECKUMU WA PAJAHMOAKTHBHBIMU
BemectBaMu. CpoyHble MEpbl IO BBIIEICHUIO, HW30JSLUU, CAHUTApPHOH 0O0paboTke
aApXUBHBIX JOKYMEHTOB M MECT WX XPaHCHHs MPEANPUHUMAIOTCS TaKXKE MPU MOPAKCHUH
apXUBHBIX JOKYMEHTOB OMOJIOTUYECKUMU BPEIUTEISMHU.

214. HomeHnknaTypa, TMOpPSIOK MPOBEAEHUS M TEXHOJOrus padoT mo (u3HKO-
XUMHUYECKOM M TEXHHUYECKOM 00paboTKe apXMBHBIX JOKYMEHTOB ONpPEIEISIIOTCS
HacToAmmMHy [ IpaBuiiamu.

Iaparpad 9. Ilopsiaok BbIa4u ApXUBHBIX JOKYMEHTOB U3 APXMBOXPAHUIMIIA

215. ApxuBHBIE JOKYMEHTHI, UMEIOIINE (OH/I TOJIB30BAHMS, U3 APXUBOXPAHUITUIIA HE
BBIJIAFOTCHI.

[MognmuaaMKK 0cO00 IEHHBIX JTOKYMEHTOB, B TOM YHCJIE OTHECEHHBIE K KYJbTYPHBIM
IIEHHOCTSIM, a Takke JoKyMeHThl HA®, Haxopsumecs B HEYJIOBICTBOPUTEILHOM
(bU3MYECKOM COCTOSIHUM, W3 apXMBOXPAHWIMINA HE BBIJAIOTCSA, 32 MCKIIOUYCHUEM
pecTaBpallMOHHBIX pPabOT, KpoMe TOro 3ampelieHa ux paciuBka. CKaHUpOBaHUE
OCYIIECTBIISIETCS. Ha CHEIUAIbHOM TEXHUYECKOM O0OpyJOBaHHH, HE TpeOyroieM
PaCILUBKHU JETI.

216. B unTanpHBIN 3a7 apXWBa MOJIL30BATENISIM, B pabovre MOMEIICHUS pabOTHHKAM
apxuBa JUIsl CIY>KEOHBIX IIeJIed apXWBHBIE JTOKYMEHTHI BBIJAIOTCS U3 apXUBOXPAHMIIUIIA
apxvBa C TIMCBbMEHHOIO pa3pelieHus 3aBeAYIONIEro  apXUBOXPAHWIUILEM WU
PYKOBOJUTENS OT/AEa 00ECIeUeHHs] COXPAHHOCTH.

®dona000pazoBaTessiM, CyJaeOHbIM, MPABOOXPAHUTEIBHBIM U UHBIM YIIOJITHOMOYEHHBIM
opraHaM BO BPEMEHHOE TIIOJIb30BAaHUE AapXUBHBIC JOKYMEHTHI BBIJIAIOTCS U3
apXMBOXpPAHWIIMILA apXHWBa, a TaKXKe JOCTYH K SJIEKTPOHHBIM JOKyMEHTaM (zenam)
OCYILIECTBIISIETCS C MUCbMEHHOTO pa3pelIeHUs PYKOBOAUTEISI apXUBA HIIA €TI0 3aMECTUTETIS.



OpranusanusM JUisi  SKCIIOHMPOBAaHMsI APXUBHBIE JIOKYMEHTBHI BBIIAKOTCS U3
apXMBOXPAHWIMIIA apXWBa HA OCHOBAaHUM JOrOBOpPAa O IMPOBEACHUM BBICTABKH U
COOTBETCTBYIOIIETO MPUKa3a PyKOBOJUTENS apXUBa.

PaboTHukam maboparopuu apxuBa, CHEUUAIU3UPOBAHHBIM OpPraHU3aLMUsAM IS
npoBeaeHUs paboT Mo CO3AaHUIO CTPAXOBOro (GoH/A U (POH/IA MTOIB30BAHUS U CIICIIUATBHON
0o0paOOTKM  apXMBHBIX  JOKYMEHTOB  apXWUBHbIE  JIOKYMEHTBl  BBIJAIOTCS U3
apXMBOXpAaHWIMIIA apXWBa Ha OCHOBAaHWHM COOTBETCTBYIOLIEIO  JIOrOBOpa €O
CHeUaIu3upPOBaHHON OpraHu3anuei.

217. Bblaauy apXMBHBIX JIOKYMEHTOB U3 apXHMBOXpPAaHWIHIA, UX MpuUeM oOpaTHo,
MOJIUCTHYO TPOBEPKY HAJIUYHS U COCTOSIHUSA aPXUBHBIX JTOKYMEHTOB IEPE]T BbIIaYeh UX U3
apXUBOXPAHWIUIIA U IPU BO3BpATE MPOU3BOAUT PAOOTHUK apXHUBOXPAHUITHUIIA.

[TonucTHYO IPOBEPKY HAIMYMUS U COCTOSIHUS apXUBHBIX JOKYMEHTOB, BO3BPALAEMBbIX
M0JIb30BATESIMU B UNTAIIBHOM 3aJI€, OCYLIECTBIIIET PAOOTHUK YUTAIBHOTO 3aJja.

218. IlosmcTHOM NpPOBEpKE HAIWYUSA W COCTOSHMS IEpel BbLAAYEH apXHMBHBIX
JOKYMEHTOB M3 apXMBOXPAHWIMIIA U IIPU UX BO3BPATE MOJJIEKAT:

1) JOKYMEHTBI, OTHECEHHBIE K KYJIbTYPHBIM LIEHHOCTSAM, U 0CO00 IIEHHBIE IOKYMEHTBI;

2) apxuBHbIE JOKYMEHTHI, MUMEKOIIHE B OQPOPMIECHUU WM MNPWIOKEHUU K HHUM
JparoleHHble KAMHU U METAJLJIBI;

3) HecOpOUTIOPOBAaHHBIE APXUBHBIE TOKYMEHTHI,

4) nena, paHee HE BBIJABABIIUECS W3 ApPXUBOXPAHWJIUIIA M HE HMMEIOLIUE JHCTOB-
3aBEPUTEIIEH;

5) nena, conepsaue aBTorpadsl, rpadpuyeckie T0KyMEHTHI, IOYTOBBIE U T€pOOBbIE
3HAKH, [I€YATH, OTKPBITKH, KOHBEPTHI C aAPECAMH, MAPKAMH.

CoctaB apyrux Jen, MOJJIEKAIIUX TMOJUCTHOM MPOBEPKE, OIpeAesIeTcs
PYKOBOJIUTENIEM apXMBa Ha OCHOBE PEIICHUS SKCIIEPTHO-METOANYECKON KOMUCCHH apXHBa.
OTMeTKa 0 TpOBEICHHON MOJIMCTHON MPOBEPKE CTABUTCS B JINCTE-3aBEPUTEIIE JEna.

Ha MecTto BbIIaBaeMbIX U3 apXUBOXPAHWIMINA E€IUHUL XPAaHEHHUS M ONucen
BKJIQJ[bIBAETCA KapTa-3aMECTUTENb 110 (pOopMeE, YTBEPKIAEMON YITOJTHOMOUYEHHBIM OPTaHOM.

219. ApxuBHBIE JOKYMEHTBI, BbIIABAEMbIEC M3 APXWBOXPAHUJIUIIA, UMEIOT apXUBHBIM
mudp, MTPOHYMEPOBaHHBIE JMCTbHI, JUCT-3aBEPUTENb Jejla M JIUCT HCIHOJIb30BaHUS
JOKYMEHTOB 10 (hopMe, YTBEPKAAEMOU YIIOJTHOMOUYEHHBIM OPTaHOM.

220. IIpu BbIIaue apXUBHBIX JTOKYMEHTOB M J€J U3 apXHWBOXPAHUJIMIIA IPOBOIATCS
CBEpKa apXWBHOTO IK(pa W 3aroyioBKOB (AHHOTALMM) C OMHCHIO (KHUTOM yueTra H
OMMCaHMs), a TAK)KE B YCTAHOBJICHHBIX CIIy4asiX MOJIUCTHAS MPOBEPKA apXUBHBIX JEII.

IIpu BpI1aye TOKYMEHTOB Ha 3JIEKTPOHHBIX HOCUTENAX U3 XPAHWINILA OCYIIECTBIISIETCS
MPOBEPKa IIEJIOCTHOCTH BCEX OOBEKTOB XPaHEHMsI, COCTABIISAIOIIUX BbIAABAEMbIN JOKYMEHT
Ha AJIEKTPOHHOM HOCHTEJIE.

[Ipu cBepke apXMBHOTO MIM(ppa APXUBHBIX JOKYMEHTOB C OMUCHIO (KHUTOW ydeTa u
OMKCaHUs) TPOBEPAETCA MPABMIBLHOCTh O(POPMIIECHHUST 00JI0KKU U TUTYJIBHOTO JIUCTA Jela,
MEPBUYHOIO CPEJICTBA XPAHEHUs ayJUOBU3YaJIbHOTO, D3JIEKTPOHHOIO JOKYMEHTAa,
MpaBUJIBLHOCTh COCTaBJIEHUS 3arojoBka W Mmudpa eauHUIBl XpaHeHus. B cioydae



HEOOXOAMMOCTH BHECEHHUS 3HAUUTENBHBIX MCIPABICHUNA O0JI0)KKA M TUTYJbHBIM JIUCT
3aMEHSIOTCS C COXPAaHEHUEM CTapOil OOJIO0XKKH.

[Ipu mOAroTOBKE K BbIAAYE U3 APXUBOXPAHWINILA OTAEIbHBIX APXUBHBIX JTOKYMEHTOB,
U3BATHIX U3 JIe], HA 000POTHOM CTOPOHE KaXKAOTO JINCTA BHE TEKCTAa QpXUBHOTO JJOKYMEHTA
MPOCTABJISIOTCS IITAMIT C ApXUBHBIM MIM(PPOM U JaTa BBIJAYH.

221. ApxuBHBIE JOKYMEHTHl BBIJAIOTCA M3 AapXUMBOXPAHWIMINA Ha CPOK, HeE
IIPEBBIIAOIINM:

1) omuH Mecdll NOJB30BaTENsIM B YUTAJIbHBIM 3al M paOOTHMKaM apxuBa, 3a
UCKJIIOYEHHEM 0CO00 IIEHHBIX U ayJUOBU3YaJIbHBIX JOKYMEHTOB, BbIJJABAEMbIX Ha CPOK HE
Oomee IByX HEJCIb;

2) Tpu Mecsa GoHm000pa3z0BaTeNsIM BO BPEMEHHOE MOJIb30BAHUE;

3) mecth MecsleB CyAeOHbIM, NPABOOXPAHUTEBHBIM W WHBIM YIOJHOMOYEHHBIM
oprasam;

4) BbLAaUa CEKPETHBIX JOKYMEHTOB OCYILECTBISIETCS B IMOPAIKE, OINpPEAeIsieMOM
3akoHoAarenbcTBOM Pecrybnuku Kazaxcran o rocy1apcTBEHHBIX CEKpETax;

5) mecTh MecsLEB JUIsl BPEMEHHOTO BbIBO3a 3a IPEJAEIbl CTPaHbl B COOTBETCTBUU C
[IpaBunamMu BbIJAUYM pa3pelIeHUs HA BPEMEHHBIM BBIBO3 3a mpenensl PecnyOnuku
Kazaxcran pokymentoB HA®, Haxoasumxcsi B TOCYJapCTBEHHOM COOCTBEHHOCTH,
yTBEPKI€HHbIMU TIocTaHoBIIeHueM [ IpaButenbcrBa PecyOnmku Kazaxcran ot 12 geBpasns
2007 roma Ne 98.

222. Beljaya apXyMBHBIX JOKYMEHTOB U JI€J U3 apXUBOXPAHUIINIIA ISl SKCIIOHUPOBAHUS
OCYLIECTBJISIETCS HA OCHOBAHMHM JIOTOBOPA O IIPOBEIECHUH BBICTABKHU.

Cpok BbIIauu apXMBHBIX IOKYMEHTOB M JI€J Ul CO3/laHus cTpaxoBoro ¢ouna, GoHaa
MOJIb30BAHUS U AJI CHEelUaibHOW 00pabOTKHU ompenensieTcs MmiaHaMu padoThl apXuBa U
JOTOBOPAaMH Ha MPOBEJACHUE COOTBETCTBYIOLIUX PA0OT CO CTOPOHHUMH OPraHU3aLUSIMH.

223. IlpoaneHue yCTaHOBJIEHHBIX CPOKOB BBbIIaYM apXHUBHBIX JTOKYMEHTOB W JI€l
JOIyCKaeTCsl B 0COOBIX CITy4asiX M0 MMCbMEHHOMY Pa3pelleHUI0 PyKOBOAUTEIIS apXHBa.

224. Bplaya apXvUBHBIX JTOKYMEHTOB U JI€Jl U3 apXUBOXPAHWINILA PETUCTPUPYETCS B
KHHUTaX BbIJa4M apXUBHBIX JOKYMEHTOB, KON (POHA MOJIB30BAaHUS U3 apXUBOXPaHWIUIIA,
KOTOpBIE BEAYTCS pa3[eibHO M0 KaXJIOMY apXUBOXPAHWJIHUILY U BUAY BbIIA4U N0 GopMe,
YTBEPKIAEMON YIIOJTHOMOYEHHBIM OPTaHOM.

225. Bbgaya apXMBHBIX JOKYMEHTOB, KOINWW apXHMBHBIX JOKYMEHTOB W3 (oHIa
MOJIb30BAHUS, ONUCEW B YMTAIBHBIN 3a1 OQOpMIISIETCS 3aKa30M Ha BbIJAYy apXHUBHBIX
JOKYMEHTOB, KONui (OHJa MOJIb30BAHMUS W3 APXMBOXPAHWIIMINA, omHced mo dopme,
YTBEPKIAEMOM YIIOJTHOMOYEHHBIM OPTaHOM, U PETUCTPUPYETCS B KHUTE BbIIAYN ApXUBHBIX
JOKYMEHTOB, Komui (OHAA TMOJb30BaHMUS M3 apXUBOXPAHWIMIIA B YWTAIbHBIA 3aj, B
KOTOPOM pacImchIBacTCs PaOOTHUK YMTAIBHOTO 3aja. VICTIOIHEHHBIN 3aKa3 MOoJb30BaTeIs
HaIpaBJsieTCsl B YUTAJIBHBIA 32l BMECTE C BBIJIAHHBIMU APXUBHBIMU JOKYMEHTaMHU U
XPAaHUTCSA B JINYHOM JEJI€ TIOJIb30BATEIIS.

226. Brijaya apXUBHBIX JOKYMEHTOB U JIeJ paOOTHUKY apXuBa JUJIsl UCTIOJIb30BaHUs B
CIIy€OHBIX LEAX O(QOpMIISIETCS 3aKa30M Ha BbIJAYY APXUBHBIX JTOKYMEHTOB, KOMUH
dboHa MOIBb30BaHUS, OMUCEH, KOTOPHIN BU3HPYETCS PYKOBOJIUTEIEM COOTBETCTBYIOIIETO



CTPYKTYpPHOTO TMOApPA3JACICHUs. 3aKa3 PErUCTPUPYETCS B KHUIE BBIJAYM ApPXUBHBIX
JOKYMEHTOB, KO ()OH/1a MOJIb30BAHUS U3 XPAaHUJIHINA B pabouune MOMEIIEHUs, B KOTOPOI
pabOTHHUK, MOJYYUBIIMA apXWBHBIE JOKYMEHTHI, PACIUCBHIBACTCS 32 KAXKAYIO €AMHUILY
XpaHEHHS.

227. Bplgadya apXMBHBIX JOKYMEHTOB U JieJl B JabopaTtopuio apxuBa odopmisieTcs
3aKa30M Ha MPOBEJEHUE COOTBETCTBYIOIIMX PA0OT M PETUCTPUPYETCS B KHUTE BbLAAYU
apXUBHBIX JIOKYMEHTOB, KONUW (DOHJA TMOJIb30BAHUS W3 XpaHWIMINA B JIaDOpaTOpHIO, B
KOTOpPOH pacnuchiBaeTCsi pabOTHHUK JIabopaTopuu. 3aKa3 YUMUTHIBAETCS B J1TaOOpaTOpPUH,
COOTBETCTBYIOIIEM CTPYKTYpPHOM MOJPA3CIICHUN AapXvuBa M CIYXKUT KOHTPOJIbHBIM
JOKYMEHTOM 3a XOJ0M MPOBEACHUS BCEX 3TANOB PA0OTHI C APXUBHBIMH JTOKYMEHTAMH.

228. Beigaya apXuBHBIX JIOKYMEHTOB U JIe] BO BPEMEHHOE TI0JIb30BaHUE O(POPMIISETCS
aKTOM O BbIJIay€ AapXUBHBIX JOKYMEHTOB BO BpPEMEHHOE IOJIb30BaHHE M0 Qopme,
YTBEPKIAEMOM YIIOJITHOMOYEHHBIM OPraHOM, U PETUCTPUPYETCS B KHUT'E BbIIAYN ApXUBHBIX
JOKYMEHTOB, KO ()OH/1a IOJIb30BAaHUS U3 XPAHUINILA BO BPEMEHHOE I0JIb30BaHUE.

229. Onucu BBIJAIOTCS HA CPOK, HE MPEBBIMIAIONIMN MNATh AHEH. Bbimada omucen,
MMEIOIINXCA B OAHOM 3K3EMIULIPE M XPAHAIIMXCS LIEHTPAIU30BAHHO, JOIYCKAaeTCs B
HCKJIIOYUTEIBHBIX CIy4YasX C pa3pelieHrs pyKOBOJMTEIS apXUBa WM €T0 3aMECTHUTEIS Ha
CPOK, HE MPEBBIIIAOIINI OJIUH JCHb.

230. JJocTyn 1 mpeaoCTaBICHUE SJIEKTPOHHBIX OMUCEN A€M, JJIEKTPOHHBIX JOKYMEHTOB
COTpYJHUKaM apxuBa U i pabOThl B YUTAJIBHOM 3aje apxuBa (CIEUUAIbHO
00Opy/I0BaHHOM paboyeM MecTe) pabOTHUKAM TOCYAAPCTBEHHBIX OpraHoOB, CYJIOB,
3aMHTEPECOBAHHBIX OPraHU3alvil, IPAXKIAH OCYLIECTBISIOTCS IOCPEICTBOM JIOKAIBHOU
CeTH, KaHaJIoB 3IeKTpocBs3u, UC DA.

JInst ynaneHHoro J0CTymna K 3J€KTPOHHBIM OMMCSIM JI€N U 3JEKTPOHHBIM JOKYMEHTam
PYKOBOIMTENIEM apXuBa BeiaaeTcs pazpenienue B MIC DA nosp30BaTento Ha OCHOBAHUU €TI0
aBTopu3anuu u 3assieHus B UC DA.

231. IIpoBepka KHHI BBIIAYM APXHMBHBIX JOKYMEHTOB U €]l NMPOBOJAUTCA HE pEkKe
OJIHOTO pa3a B nosyrogue. Ecnu B pe3yibTare NpoOBEpKU KHUT BbIIAYU YCTAaHOBJEH (PaKT
HapylIEHUsT CPOKOB BO3BpAIlCHMS AapXUBHBIX JOKYMEHTOB W JIEJ, BBIICHSIOTCS €rO
IIPUYMHBl W TNPUHAMAIOTCS MEphl K BO3BpaTy AapXUBHBIX JOKYMEHTOB W Jei. Ecin
HEBO3BPAILIEHUE AaPXMBHBIX JOKYMEHTOB M JIe B CPOK B apXMBOXPAHWIMILE BHI3BAHO
HEOOXOAMMOCTBIO MX JaJIbHEMILEro HMCIOJb30BaHUA, Bblaada nepeodopmisercs. [lpu
3a/iepKKe BO3BpAICHUS apXMBHBIX JIOKYMEHTOB U JeNl 0€3 YBaKHUTENbHbIX NPUYUH
MPUHUMAIOTCS. MEPHI 111 UX HEMEIJIEHHOTO BO3BpaTa B apXUBOXPaHWIIHILIE.

232. B memsix KOHTPOJISI 3a COXPAHHOCTBIO AapXHMBHBIX JOKYMEHTOB M J€J
MI0/Ipa3/ieJIEHNue, OTBETCTBEHHOE 3a XPAaHEHUE APXUBHBIX JOKYMEHTOB, IPOBOJIUT ITPOBEPKY
COXPAHHOCTH BBIJAHHBIX M3 ApXUBOXPAHWJIUILA apPXUBHBIX TOKYMEHTOB M Jei. [IpoBepku
MPOBOJATCA B IUIAHOBOM TMOPSJIKE WM MO MEpe HEOOXOAMMOCTH IO COTJIACOBAHHIO C
PYKOBOJUTEIIEM APXUBA.

233. Ilpum BO3BpAlICHUM APXUBHBIX JOKYMEHTOB M JIel B apXHWBOXPAHUJIWILE
OCYULIECTBJISIETCSl MOJIMCTHAsA MPOBEpPKAa MX (PU3NYECKOTO COCTOSHHMSI B COOTBETCTBUU C
nyHktamu 186-206 nacTosiuux [TpaBu.



B kHure BpIJIauM apXUBHBIX JOKYMEHTOB U JI€JI AEJIACTCI OTMETKA O BO3BpALCHUU
apXMBHBIX JJOKYMEHTOB B MPUCYTCTBUU JIML], X BO3BpATHBIIMX. B cilyyae oOHapyx eHus
ITOBPEKAECHNN BO3BPAILIAEMbIX aPXUBHBIX JTOKYMEHTOB, COCTABIIACTCS aKT B IPOU3BOJIBHON
dbopMe, KOTOpBI MOAMHUCHIBAETCS PAOOTHUKOM  apXMBOXPAHWIHUINA H  JIHIIOM,
BO3BpALAIOIIMM apXUBHBIE JOKYMEHTBI M J€ja, W INPEICTABISIETCS HAa PAaCCMOTPEHUE
PYKOBOJIHUTEIS apXUBA.

234. ApxuB yBeIOMJIET IOJ POCIHUCH MOJIb30BaTENI 00 €ro OTBETCTBEHHOCTH 32
COXPaHHOCTH ITOJTyYEHHBIX apXUBHBIX JOKYMEHTOB U 1.

235. B cinyyasix XUILEeHNs WU TOBPEXKICHNS apXUBHBIX JOKYMEHTOB U €1, B TOM YUCJIE
BHECEHMSI B UX TEKCT U3MEHEHMI, apXrUB 00paIaeTcsi ¢ COOTBETCTBYIOIINUM 3asBICHHEM B
OpraHbl BHYTPEHHHX J€JI IO MECTy pACIOJIOKEHUS AapXWBA, B TPEXIHEBHBIM CPOK
uH(GOPMHUPYET YHOTHOMOYEHHBIN opran, ApxuB [Ipe3unenrta Pecrybnuku Kazaxcran umu
MUO, npuHuMaer Jpyrue Mepbl K BO3MELIEHUIO yiiepda B COOTBETCTBHM C

3aKOHOAAaTCIbCTBOM PCCHY6JIHKI/I Kazaxcras.
IHaparpad 10. [lopsinoxk TpaHCIOPTHPOBKH M MepeMellleHUs] apXUBHBIX JOKYMEHTOB

236. Ilpu TpaHCHIOPTUPOBKE ApXUBHBIX JOKYMEHTOB M JIe] Ha JIFOOBIE PacCTOSHUSA
COOJIONIAlOTCST MEPhI IO OXpaHE€ M 3allUTe MX OT BO3ACHCTBUS BpEIHBIX (HAKTOPOB
OKpYXawlleh cpeapl NyTeM  NPUMEHEHUs  CICLUAJIbHBIX  BHUIOB  YIIAKOBOK,
00ecreynBaIIMX 3allUTy apXUBHBIX JOKYMEHTOB OT OCAJKOB, CBETa, MEXaHMYECKHX
ITOBPEXKACHUN.

237. JIns TpaHCHOPTUPOBKUA APXUBHBIX JOKYMEHTOB M JI€JI UCIOJB3YETCS IUIOTHAS
YKJIaJKa, UCKIKOYAONIas BO3MOXXHOCTh MEPEMEIICHUS apXUBHBIX JTOKYMEHTOB W JEl
BHYTPH YIIAKOBKH, YIAPOB U PA3JIMYHBIX COTPIACEHUM.

®oT10-, POHOJOKYMEHTHI YIAKOBBIBAIOTCS B BEPTHUKAIHLHOM TOJIOXKEHUH B KOPOOKU
KECTKON KOHCTPYKITUU COOTBETCTBYIOIIETO pa3Mepa, 00epHyThIE BO BIIATOHETIPOHHUIIAEMYIO
TKaHb.

Jpyrue ayauoBu3yalbHbIE U DJIEKTPOHHBIC JOKYMEHTHI, rpaduyeckue U
KpynHo(opMaTHbIE Aesia U JOKYMEHTHI MEPEMEIIAt0TCs TOJIBKO B YIIAKOBKE, B KOTOPOI OHU
XPaHATCS, WM B CIICHUAIBHO MPEIHA3HAYCHHBIX JJISI UX IEPEMEIICHUS CPEICTBAX.

238. BHyTpuropoJickue nepeBO3KH apXUBHBIX JOKYMEHTOB W JI€JI MPOU3BOIATCS B
3aKPBITHIX aBTOMAIIIMHAX B COMPOBOXK/ICHUU PaOOTHUKA apXHBa.

TpaHcnOpTUPOBKA ApXMBHBIX JIOKYMEHTOB M J€J1 Ha JaJIbHUE PACCTOSIHUSA

IMPOU3BOAUTCA B YIIAKOBAHHOM BHAC B KPBITOM TPAHCIIOPTHOM CPCACTBC.
IMaparpad 11. IIopAaoK BHISIBJIEHHUS U OTHECEHHS TOKYMEHTOB, OTHOCAIIUXCA K KyJIbTYPHBIM HEHHOCTSIM,
M 0c000 eHHBbIX T0KyMeHTOB. Co31aHne GpoHIa MOJIH30BAHUS

239. BrisiBienue u oTHeceHue JOKyMEeHTOB HA® Kk KyJIbTypHBIM LEHHOCTSIM U 0CO00
LEHHBIM JIOKYMEHTaM TIPOBOJSTCS B IUJIAHOBOM MOPSAAKE KBAIH(PUIIUPOBAHHBIMU
CHelualicTaMl Ha OCHOBAHUM OTPACIEBBIX HAYYHO-METOJUYECKHX pa3pabOTOK U
ocoOui.

240. Omnpenenenue B cocraBeé HA®D 10KyMEHTOB, OTHOCSALIMXCS K KYyJBTYPHBIM
LEHHOCTSIM, OCYILIECTBISIETCSI B COOTBETCTBUM C 3aKOHOAATEIbCTBOM PecmyOnnku
Kazaxcran, OIIK apxuBa, ApxuBa Ilpesunenta Pecnybnmukm Kaszaxcran wnu MUO u



3aKpEIUIseTCS YYETHBIMU JOKYMEHTAMH apXUBA B COOTBETCTBUU C ITyHKTOM 287 HACTOSIIIINX
IIpaBu.

241. ®oua Noab30BaHUSI M3TOTABIMBAETCS OAHOBPEMEHHO CO CTPAaxOBBIM (POHIOM B
KOMIUIEKTE, BKIIOYAOIIEM:

1) nns apXWBHBIX JOKYMEHTOB Ha OYMa)KHOW OCHOBE OJHY MHUKpPOhOpMy 2-TO
MOKOJICHUSI Ha TajoreHUuJocepeOpsiHOM IUJIeHKe (HeraTUBHAs WJIM  IO3UTHUBHAs),
M3TOTOBJIEHHYIO C HETAaTUBHON MHUKPOQOPMBI 1-TO MOKOJIEHUS, U OAHY MUKpOhOpMy 3-TO
MIOKOJICHUSI, U3TOTOBJICHHYIO C MUKPO(QOPMBI 2-TO MOKOJICHUS;

2) nst GOTOJJOKYMEHTOB OJIMH MO3UTUBHBIN (DOTOOTIIEYATOK U OJIUH AyOJIb-HETraTUB;

3) nmud KAHOJOKYMEHTOB OJHY NO3UTUBHYIO COBMEUIEHHYIO KOMHIO, OIUH
MIPOMEKYTOYHBIN MO3UTUB M300paXKEHUS U OAUH KOHTpATHI (POHOTPAMMBI (7151 3BYKOBBIX
KMHOJOKYMEHTOB). [103uTHBHAS KOMUS U IPOMEKYTOUHBIN MO3UTUB U300paKEHUS BXOIAT
B KOMIUIEKT KMHOJOKYMEHTA, IPUHHMAEMOI0 Ha IOCTOSHHOE XpaHeHue. Jlomyckaercs
JOTIOJIHUTENIbHOE  M3rOTOBJIIEHHE (OHJA TIOJb30BAaHUS KHUHOJIOKYMEHTOB B  BUJE
BusieodoHorpamm B popmatax Betacam u VHS;

4) nns (HOHOJOKYMEHTOB OJHY KONHMIO HAa MAarHUTHOM JIGHT€ WU Ha LU(PPOBOM
Hocutene (DAT-kaccera);

5) nnst BUACOJOKYMEHTOB OJHY Komuto B (popmare VHS.

242. BxirodyeHue B (OH/ MOJIb30BaHUS KOIMI apXUBHBIX IOKYMEHTOB, B TOM YHCIIE Ha
AJIEKTPOHHBIX HOCUTEISAX, CO3/1aHHBIX B IIPOIIECCE IPYTUX pabOT, OCYIIECTBIISAETCS apXUBOM
CaMOCTOSTEIIBHO.

B ¢ona monb3oBaHMS BKIIOYAIOTCS KONUHU IOJHOCTHIO CKONMMPOBAHHBIX E€IUHMUIL
xpaHeHus. Konuu oTaenbHbIX apXUBHBIX JOKYMEHTOB BKJIIOYAIOTCS B (POH]T TIOJIb30BaHUS B
COCTaBE TEMATUYECKUX MOJOOPOK apXMBHBIX TOKYMEHTOB.

243. TIpoBepka HaNU4UMs U COCTOSHUA (DOHIA MOIB30BAHUS OCYIIECTBISIETCS C LENbIO
KOHTPOJII 3a COXPAaHHOCTBbIO KOMHMM W OpraHu3alnuu padoThl MO CBOEBPEMEHHOMY
BOCCTaHOBJIEHUIO (DOHA MOJTB30BAHMUS.

O0beM W TMEePUOAMYHOCTH PabOTHI TO TPOBEPKE HAIMUUA M COCTOSHUS (oHAA
MOJIb30BAHUSL OTPEAEISAIOTCA C YYETOM €ro oomero odbema, cocTaBa, MHTEHCHUBHOCTH
BBIJIa4M KOIIMI M YaCTOTHI X BOCIIPOU3BECHNUS, & TAKKE YCIIOBUN XPAHECHHUS.

Iaparpad 12. Ilopsinok oGecneyeHnsi COXPAHHOCTH APXMBHBIX JOKYMEHTOB MPHU YPe3BbIYAHHBIX
CUTYyaIUsIX

244, C yuyeToM BO3MOXHBIX YpPE3BbIYANHBIX CHUTyallMid apXuB pa3padaTbiBacT
MOOHMIU3AIIMOHHBIN MJ1aH coryiacHo 3akoHy Pecry6nuku Kazaxcran "O moOwimn3ainoHHON
[IOATOTOBKE U MOOMIM3amu'.

245. 1lpu HaCTyIUIEHMM YpE3BBIYAWHBIX CHUTyalMd pPYKOBOJIUTEIb AapXUBa
HE3aMeNIUTEeTbHO HHPOPMUPYET 00 HTOM YIOJTHOMOYEeHHBIM opran u MHMO, mo
COTJIACOBAaHUIO C HUMHU NPUHUMAET pelIeHre O padoTe apXuBa B peKUME Upe3BbIYaliHOM

CHUTYyaIUH.

I'maBa 4. Ilopsiaok rocyaapcTBeHHOro y4era J0KyMeHTOB HanmoHa/ibsHOro apxuBHOro (poHaa U y4yera
APYTUX apXMBHBIX IOKYMEHTOB

Ilaparpad 1. Ilopsnok rocyrapcTBeHHOro y4era f0kyMeHToB HanmonaasHoro apxuBHoro (poHga u yuera
APYTUX APXUBHBIX IOKYMEHTOB



246. ApxuB OCYLIECTBISICT TOCYAAPCTBEHHBIN yueT 1okyMeHTOB HA® u yuer apyrux
aApXMBHBIX JIOKYMEHTOB.

Y4eT JOKYMEHTOB B AapXMBE CTPOMUTCS HAa OCHOBE MPUHLMUIIOB LIEHTpPAIU3alUH,
yHU(UKAIUY, JUHAMUYHOCTH, MOJHOTHI, TOCTOBEPHOCTH U NPEEMCTBEHHOCTH YUETHBIX
JOKYMEHTOB Ha BCEX CTaausAX paldOTbl C JOKYMEHTaMHU. YKa3aHHbIC MPHHLIMIIBI
pEeanu3yroTCs Ha OCHOBE:

1) ycraHoBieHUss OOMMX I BCEX OCHOB (OPMHUPOBAHUS U HCTOUYHUKOB
koMIuiekToBanust HA® enuuunn yuera;

2) eIMHCTBA OPTaHU3AIMU XPAHEHHUS U y4€Ta apXUBHBIX JOKYMEHTOB;

3) cONOCTaBUMOCTH YUYETHBIX MOKa3aTENEH;

4) cTporoii periaMeHTaIui U CTAOMIbHOCTH (JOPM YUETHBIX JOKYMEHTOB U TpeOOBaHUI
K UX 3aI0JHEHUIO;

5) omepaTUBHOrO BHECEHMsI BO BCE YUETHbIE JTOKYMEHTbl U3MEHEHUH 00 oObemMe u
cocraBe JokyMeHToB HA®D, oTpakaromux ux pakTH4eckoe KOJIMUECTBO U COCTAB.

247. Tlopsinok BeAeHUs JOKYMEHTOB LEHTPAIN30BAaHHOIO I'OCYAAPCTBEHHOIO yyeTa
nokymeHToB HA®, B ToM uunciae ¢opmbl macmopra apxuBa M Iaclopra HCTOYHHMKA
KOMILUIEKTOBAHMS, @ TaKkKe HX  MPEJICTABICHUS  ONPENESAIOTCS  MpaBHIAMU
LHEHTPAIU30BAaHHOIO TOCYJApPCTBEHHOIO Yy4Y€Ta, YTBEPKIAEMOI0 YIOJIHOMOYEHHBIM
OpraHoM.

248. Ydery noanexaT XpaHSAIIUECS B apXWBE apXWBHbIC JOKYMEHTHI, B TOM YHCIIE
HEONHCaHHblE U Henpo(duibHBIE [Js JAHHOTO apXuBa, a TaKXKE CTPaXxOBble KONMUU
ApPXUBHBIX JOKYMEHTOB U KOIIUH (POH/A MOIb30BAHUS, OIIUCH.

249. Yyer 2JIEKTPOHHBIX HOCHUTEJICH, Pa3MEIICHHBIX B KKJIOM XPaHWUJIUILE, BEACTCS
pa3lieIbHO B COOTBETCTBUU CO CPOKAMHM XPaHEHHUS 3alMCAHHBIX HAa HUX AJIEKTPOHHBIX
JOKYMEHTOB.

250. Yder Bcex NOCTYNMBIIMX B XPAaHWINILE JJIEKTPOHHBIX HOCUTEJIEN BEIETCS B KHUTE
ydeTa 3JIEKTPOHHBIX HOCUTENEH 10 (popMe, YTBEPKIAEMOM YITOJTHOMOYEHHBIM OPTraHOM.

Ha ’xecTkuil KOpITyC 3JEKTPOHHOI'O HOCHUTENS C 3alMCaHHBIMHM 3JIEKTPOHHBIMU
JOKYMEHTaMHU HaKJIEHBAeTCsl 3TUKETKa O (opme, YTBEp)KIAeMOW YHNOJIHOMOYEHHBIM
OpraHoOM.

Ha xaxnp1il 3aperucTpupoBaHHbBINA B XPaHUJIMIIE AJIEKTPOHHBIA HOCUTEIb 3aBOAUTCS
KAapTOYKa 3JIEKTPOHHOTO HOCUTENS 10 (hOpMe, YTBEPKIAEMOIN YITOJTHOMOYEHHBIM OPTraHOM.

251. Y4et npou3BOIUTCA IMyTEM NMPUCBOEHUS €IMHULIAM XPaHEHUS! YYETHBIX HOMEPOB,
ABJISIFOIIUXCSI COCTABHOM YacThIO apXUBHBIX IIH(POB.

B coctaB apxuBHOro mmugpa eIWHUIBl XPAHEHUS ayJHOBU3YaIbHBIX JTOKYMEHTOB
BKJIFOYAIOTCS Takxke o0o3HaueHUs (OyKBEHHbIE W IU(POBBIE) AIEMEHTa KOMILIEKTA,
pa3Mepa HeraTuBa, BUJla HOCUTENSI 3ByKOBOW MH(GOpMaIUK.

B cocraB enquHuUIBI XpaHEHUS AIEKTPOHHBIX JOKYMEHTOB BKIIIOUAIOTCS (pOpMaT 3arucH
Y BUJI HOCUTEII HHPOPMALIUU.

252. Vder apXHMBHBIX JOKYMEHTOB B apXHBE OCYIIECTBISETCS CHEIHaIbHbIM
MO/Ipa3/IeICHUEM WJIM BO3JIAaraeTcsi Ha CIEUMAIbHO BBIICJIIEHHOTO pabOTHUKA. 3amucu B
y4eTHBIE TJOKYMEHTbI BHOCATCS TOJIbKO paOOTHUKAMHU, OTBETCTBEHHBIMHU 32 YUET.



253. B apxuBe pa3pabaTbIBaeTCsi U yTBEPKIAaeTCd MPUKA30M PYKOBOJMTEIS apXuBa
CXeMa yueTa apXUBHBIX IOKyMEHTOB.

Cxema yudera apXWMBHBIX JOKYMEHTOB B rpaduueckoil (gopme (uKcHpyeT MOpsI0K
ydera.

254. VYderTHble JOKYMEHTBI, KpOME ONMUCEH, NpeIHa3HA4YEHbl IS CIIy)KEOHOIro
M0JIb30BaHUS U MOJIb30BATEIISIM HE BBIAIOTCS.

XpaHeHUEe YYETHBIX JIOKYMEHTOB OCYIIECTBIISIETCS B COOTBETCTBUM C ITyHKTamu 158-
159 nacrosimux [Ipasui.

255. OCHOBHBIMU €IMHMIIAMHU yYe€Ta apXUBHBIX JOKYMEHTOB HE3aBHUCHUMO OT BHJA
HOCHTESI, CI0c00a U TEeXHUKHU 3aKperuieHus] nHPOpMaIluu SBISIOTCA apXUBHBINA (HOHA U
€/IMHULIA XPAaHCHHUSI.

ApXUBHBIE JTOKYMEHTBI JIMYHOTO MPOUCXOKICHHUS, MPOILISAIINE TOJIBKO MEPBUUYHYIO
00pabOTKy, yUUTHIBAIOTCS 1O JOKYMEHTaM WUJIU JINCTaM.

HeynopsinoueHHble apXuBHbIE JOKYMEHTHI (POCCHINb) YUUThIBalOTCA U3 pacuera 150
JIMCTOB B OJIHOM YCJIOBHOM €IMHULIE XPAHEHMUS.

256. Benercs cienyronmii y4eT apXUBHBIX JOKYMEHTOB:

1) enuHuLEl XpaHEHHs] ApXUBHBIX JOKYMEHTOB Ha OyMa)KHOW OCHOBE SIBJISIETCA JE€10;

2) enWHULIEH XpaHEHWs KHHOJAOKYMEHTOB — (U3MYECKH OOOCOOJICHHBIM PYJIOH
KUHOIUICHKM WJIM MAarHUTHOW JIEHTHI C 3alKChi0 W300pa3UTENbHOM W/ WM 3BYKOBOM
uHdopmanuu;

3) equnHUIEH XpaHeHUsT POTOAOKYMEHTOB — PU3nYecKu 000COOIECHHBIN Kajip (HETaTUB,
nyOnb-HEraTuB, MO3UTUB, CIIAW] (IMAMlO3UTUB), HECKOJIBKO KaJpOB MAaHOPAMHOW CHEMKHU,
(dboTooTHEYaTOK, pyJIoH Anaduibma, GoToanbooM;

4) enuHuueld XpaHeHHUs (POHOJOKYMEHTOB — (U3MUECKH O000COOJEHHBIE PYJIOH
KUHOTUICHKM, MArHUTHOM WJIM OyMa)KHOM JIEHTBI, KacceTa, BOCKOBOW BaJlK, JHUCK C
3aMKChIO 3ByKOBOW MH(POpPMALINU;

5) enuHuLEW XpaHEHUs BHUACOJOKYMEHTOB — (DU3UYECKH OOOCOOJICHHBIM pPYJIOH
MarHUTHOM JIEHTHI, KACCETAa, IMCK C 3aIUCHI0 N300pa3UTENbLHOM U 3BYKOBOW HH(MOpMAITNH;

6) enMHUIICH XpaHCHHS JJICKTPOHHBIX JOKYMEHTOB — (DU3MYECKH O000COOICHHBIM
HOCHUTENb C 3alMChi0 YaCTH DJEKTPOHHOTO JIOKYMEHTa, OJHOTO WM HECKOJIbKUX
AIIEKTPOHHBIX TOKYMEHTOB;

7) enuHUIIECH yueTa KHHOJOKYMEHTOB — YacTh €IUHUIIBI XPAHEHHUs, OHA JIK HECKOJIBKO
€IMHUILL XpaHEHUS C 3aMKChI0 ONPeIeTICHHOTO (hUIbMa, )KypHaia, CIICIBBITYCKa, CIOXKETa;

8) emuHuiel yuera (OTOAOKYMEHTOB — OJHA WJIM HECKOJIBKO CIUHHI] XPAHCHUS C
3aMKChI0 ONPEETICHHOTO Anaduibma;

9) enquHuIIeH yueTa POHOJOKYMEHTOB — YacTh €AMHUIIBI XPaHEHUsI, OJTHA WJIK HECKOJIBKO
SAVHUI] XPAaHCHHsI C 3alUChI0 3BYKOBOW HHGpOpMAIMK 00 OIMPEACIICHHOM COOBITHH,
MPOM3BEICHUN JIUTEPATypbl U HMCKYCCTBAa (HECKOJBKHUX TPOM3BEACHUNA JHUTEPATyphl H
HCKYCCTBa, 00bEIMHEHHBIX [0 AaBTOPCKOMY, TEMAaTUIECKOMY W APYTUM MPU3HAKAM);

10) eguHMIIel ydeTa BUACOAOKYMEHTOB — YacTh CJAWHUIIBI XpAaHEHWS, OJHA WJIH
HECKOJIBKO €JMHUIl XPaHEHHWS C 3aluChI0 OIPEAEICHHOTO CIOXKETa, MPOU3BEACHUS



JUTEPATYphl M MCKYyCCTBA (HECKOJBKUX MPOU3BEICHUN JMTEpaTypbl U HCKYCCTBa,
00BEIMHEHHBIX IO ABTOPCKOMY, TEMATHUYECKOMY WJIH IPYTUM MPU3HAKAM );

11) enuaMIICH ydeTa SJEKTPOHHBIX TOKYMEHTOB — YaCTh €IMHUIIBI XPAHEHUS, OJTHA WU
HECKOJIBKO €MHUIL XPaHEHUS C 3aMUChIO AIEKTPOHHOTO JOKYMEHTA.

257. B apxuBe Be1yTCsl OCHOBHBIE U BCIIOMOTATEbHBIC YUYETHBIC IOKYMEHTHI.

VYyeTHbie TOKyMEHTHI POPMUPYIOTCS HA OYMa)KHOM OCHOBE U B AJIEKTPOHHOM (hopmate
B C DA.

258. B cocTtaB OCHOBHBIX YYETHBIX JOKYMEHTOB apXvWBa MOMHMO JIOKYMEHTOB,
yCTaHOBJICHHbIX  [IpaBuiamMu  IEHTPATM30BAHHOIO  TOCYJIapCTBEHHOTO  y4eTa,
YTBEPKIa€MbIMH YIIOJTHOMOYECHHBIM OPTaHOM, BXOJIST:

1) kHWra ydera TIOCTYIUICHHH JOKYMEHTOB 10 (opme, yTBepKaacMoiu
YIIOJITHOMOYEHHBIM OPTaHOM,;

2) cicok (oHJI0B TIO (popMe, YTBEPKIAEMOHN YITOTHOMOYEHHBIM OPTaHOM;
3) muct donaa o popme, yTBEPKIaeMON YIIOTHOMOYEHHBIM OPTaHOM;
4) nuct yudera o opme, yTBEp>KIaeMOI YIIOJTHOMOYEHHBIM OPTaHOM;

5) omuck e JOKYMEHTOB;

6) peectp omuceil nen, NJOKYMEHTOB MO (opMe, YTBEPKAAEMOU YIOITHOMOYEHHBIM
OpraHoM;

7) WHBEHTapHas KHHWTa yd4eTa Jell, JOKyMEHTOB, O(QOPMJICHHBIX IparoleHHBIMHU
MeTaJUlaMH U KaMHSIMU, UMEIOIINX B MPUIOKEHUU JIPArolleHHbIE METAJUIbl U KaMHH, TI0
dbopme, yTBEepK1aeMON YIIOTHOMOUYEHHBIM OPraHOM,;

8) macmopT apXuBOXpaHWIUIIA (TIPOU3BOJIBLHON (HOPMBI);

9) muct y4yeTa M OomHMCaHUS JOKYMEHTa, OTHECEHHOTO K KYJIbTYPHBIM LIEHHOCTSIM, IO
dbopme, yTBEepKT1aeMON YIIOJTHOMOUYECHHBIM OPTaHOM;

10) cnucok QonmoB, coaepkamMXx O0CO00 IIEHHBIE JOKYMEHTHI, Mo ¢dopme,
YTBEPKIaeMOH YIIOJTHOMOUYEHHBIM OPTaHOM;

11) ommce 0co0O TIIEHHBIX [, JOKYMEHTOB T0 (opMe, YTBEpKIaeMou
YIOJIHOMOYEHHBIM OPTaHOM, HJIUA MEePEYeHh HOMEPOB 0CO00 IIEHHBIX Jes (HOMEPHHK) 10
dbopme, yTBEepK1aeMON YIIOJTHOMOUYEHHBIM OPTaHOM;

12) peectp ommcelr 0co0O IEHHBIX JIeJl, JIOKYMEHTOB IO ¢opme, yTBEepKIaeMou
YIIOJITHOMOYECHHBIM OPTaHOM;

13) kHura yyera mnocTyIuieHMM cTpaxoBoro (onia U (oHAA MOJb30BAHUS HA
MUKpO(HUILIaX, KHUIa y4eTa MOCTYIUIeHUH cTpaxoBoro ¢oHaa u (oHJa MoJb30BaHMs Ha
PYJIOHHOM IIEHKE 10 (hopMe, YTBEPIKIaeMO YIIOJTHOMOYEHHBIM OPTaHOM;

14) onuck cTpaxoBoro GoHIa Ha MUKpO(DHUIIIAX, OTTMCH CTPAaXOBOro (oHIa HA PYJIOHHOMN
MJICHKE 10 hopMe, YTBEPKIAEMON YITIOJTHOMOYEHHBIM OPTaHOM;

15) neno ponna;

16) nuct-3aBepuTeNb Aena;

17) BHYTpEHHSISI OITMCH IOKYMEHTOB Jieja 1o popMe, yTBepKIaeMOU YITOTHOMOYEHHBIM
OpraHoM.

259. B cocTaB BCIOMOTATENIBHBIX YUETHBIX JOKYMEHTOB apXHBa BXOIAT KapTOUKH M

KHUTU JBWXKEHUS (HOHAOB, OMHUCEH, KHUTH y4eTa JOKyMEHTOB, MEpPEAaHHBIX B JIPYTHE



apXuBbl, KHUIM yuyeTa (OHJIOB M JOKYMEHTOB, BBIICJIEHHBIX K YHMUYTOKEHUIO, KHUIH
MOJIBUI0BOTO Y4€Ta JOKYMEHTOB.

BcnomorarenbHble ydeTHbIE TOKYMEHTHI BEAYTCS KaK Ha OyMa)KHOM HOCHTEJNE, TaK U B
NC DA.

260. I'ocynapcTBeHHBId y4€T apXMBHBIX JOKYMEHTOB, natupyemsix 10 1917 rona,
BEJIETCS OTACIIBHO OT ydyeTa apXMBHBIX JOKYMEHTOB, JaThpyeMmsbIx Iocie 1917 ronma, ¢
CaMOCTOSITENIBHOM ~ MOpsAKOBOW  HyMmepauuedl (oHmoB. VCKIIOYEHHE  COCTaBIISIFOT
CHEUMAIN3UPOBaHHBIE  APXUBBI,  XpaHAIIUME  ApPXHMBHBIE  JTOKYMEHTbl  JINYHOTO
IIPOUCXOKICHUS U ayTMOBU3YAIBHYIO TOKYMEHTALUIO.

Homepa apxuBHBIX (POHAOB, TOKYyMEHTBI KOTOPBIX AaTupyrloTcs mocie 1917 roga, B
apxuBe UMeroT uHaekc "P", oTaensemslii oT nudpoBoro 0003HaAUCHU HOMEPA aPXUBHOTO
dbonnaa ueptoii (P-1, P-2 u Tak nanee).

Homepa apxuBHBIX ()OHJIOB JIMKBUAUPOBAHHOTIO MApTUHHOTO apXHBa, BKIIOUEHHBIX B
COCTaB apXMBHBIX (OHJOB apxuBa oO1acTu (ropoja pecrnyOJUKaHCKOIO 3HaueHus,
cronuibl), uMmeroT unaekc "[1", oraenseMsiii oT uM@poBOoro 00O3HAUEHUS HOMEpa
apxuBHoro (ouaa yeproii (I1-1, I1-2 u Tak nanee).

[lepenymepanusi apXxuBHBIX (POHAOB MPOU3BOAMTCS B HCKIIOUHMTENIBHBIX CIy4asX Ha
ocHoBanuu pemienuss JIIK apxuBa, ApxuBa Ilpesunenta PecnyOnuku Kazaxcran wium
MMHMO, cornacoBaHHOTO C YIIOJJHOMOYEHHBIM OPTaHOM.

261. 3meHeHuss B y4eTHbIE JOKYMEHTBI BHOCSTCS Ha OCHOBAHHMHM aKTOB COIVIACHO
nyHkTaMm 280-285 Hacrosmux [IpaBui.

[Tocne BHECEHMS U3MEHEHU B yUETHBIE JOKYMEHTBI aKThl TIOMEILAI0TCA B 110 hoHAa,
npu HEQOHIOBON OpraHU3aIMM apXUBHBIX JOKYMEHTOB — B JIEJIO OpraHU3allid, KOTopas
nepeaaia JOKyMEHTbl HA XpaHEHUE B apXHUB.

AKTBl HyMepyroTcs B Jnene (oHAa MO BHAAM aKTOB B BAaJOBOM IMOPSAKE, NpHU
He(DOHJOBOM OpraHM3aluu apXUBHBIX JOKYMEHTOB — B JI€J€ OpraHu3alud, KOTopas
nepeaaia JOKyMEHTbl HA XpaHEHUE B apXHUB.

262. B kHUT'Y yueTa MOCTYIUICHHMH IOKYMEHTOB MOCJIEIOBATEIbHO BHOCATCS BCE
IIEPBUYHBIE U MTOBTOPHBIE MOCTYIUIEHUS! apXUBHBIX JTOKYMEHTOB. Kaxxaoe mocrymieHue B
Ipezeiax OTYETHOrO ro/a MOIy4YaeT NOPSAKOBBI HOMED B BAJIOBOM MOCIIENOBATENBHOCTH.

ExxerogHo, mo cocTtosiHMIO Ha 1 siHBapsi HAacTyHarolero roaa, MOJBOJUTCS HMTOT
KOJIMYECTBA MOCTYNUBILIUX 32 TOJ] ApXUBHBIX TOKYMEHTOB.

263. B cniicok ¢hoHA0B apXUBHBIN (HDOHJ 3aMMCHIBAETCS TOJIBKO OAMH pa3 (IpU MepBOM
MOCTYIUICHUU B apxuB). He momyckaetcsi BHECEHHWE apXWBHOTO (hOHJa B CIUCOK (hOHIOB
paHee NOCTYIUIEHUS €r0 apXUBHBIX JIOKYMEHTOB Ha XpaHEHUE.

Howmep, npucBoeHHbI apXUBHOMY (OHIY MO CIUCKY (POHIOB, SIBISIETCS €r0 yUYETHBIM
HOMEPOM, COXPaHSAETCS 3a HUM BO BCEX YUETHBIX JOKYMEHTaX.

B apxuBe JOKYMEHTOB IO JIMYHOMY COCTaBy K HOMEpY apxXuBHOro «Gouza,
MPUCBOEHHOMY KOMIUIEKCY JTOKYMEHTOB I10 JTUYHOMY COCTaBy (hOHA000pa3oBaTelis, yepes3
IpoOb 100aBisieTCs HOMEP ApXMBHOTO (POHA, 32 KOTOPHIM yYT€Ha JTOKyMEHTAlusl 10
OCHOBHOMU AesiTeTbHOCTH (DOHI000pa3oBaTEIsI.



Jliis yueTta apXuBHBIX (DOHAOB MCIOJIB3YIOTCS HOMEPA B BaJIOBOW IOCIIEI0BATENBHOCTH,
a TaKXKe HOMepa apXWBHBIX (OHIOB, APXUBHBIC TOKYMEHTBI KOTOPBIX paHee ObLIH
BBIJICJICHBl K YHUYTOXKEHHUIO B COOTBETCTBMM IyHKTOM 285 Hactosmmx I[IpaBun wnm
BKJIIOUEHBI B COCTaB OOBEAMHEHHBIX AapXUBHBIX (OHIOB, KOTOpHIE paHee He
HCITIOJIb30BAJIHCh.

Homepa yTpadeHHBIX, NEpENaHHbIX B JPYIHME€ apXHMBbl apXUBHBIX (DOHIOB, a TaKKe
HOMEpa apXUBHBIX (POHIOB, BOLIEIIIMX B COCTaB OOBEIMHEHHOIO AapXUBHOrO (OHIA,
apXUBHBIE JOKYMEHTBI KOTOPBIX PAHEE UCIIOJIb30BAIUCH, HE MOTYT OBITh IPUCBOEHBI BHOBb
MOCTYNUBIINM apXUBHBIM (POHIAM.

264. O0benuHEeHHbIE apXUBHBIE (OHABI W apXMBHBIC KOJUICKIIMM YYUTHIBAIOTCS Ha
oOumx ocHoBaHusX. OObeIMHEHHOMY apXUBHOMY (OHIY, 0Opa30BaHHOMY M3 apXUBHBIX
GbOoHI0B, paHee YUTCHHBIX CaAMOCTOSTEIBHO, PUCBAUBAETCS HOMEP OJHOTO W3 apXHUBHBIX
(OHI0B, BKIIOYEHHBIX B €TI0 COCTAB.

265. Ha3panue apXxuBHOTO (OHIa BHOCHTCS B CIHUCOK ()OHJAOB HAa OCHOBaHUU
VCTOPUYECKON CITPAaBKH WJIM TUTYJIBHOT'O JIMCTA OIHUCH.

Ecnu Ha3Banue GpoHa000pa3oBaTesss MEHSAIOCh, TO B CIIUCKE (POHIOB YKA3bIBAETCSI €T0
MOCJIe/THEE HA3BaHUE B pAMKax MepUoa, 3a KOTOPBIM MPUHATHI ApXUBHbBIE JTOKYMEHTHI.

Ha3Banue apxuBHOro (OHIa JMYHOIO MPOUCXOXKIECHUS COCTOMT W3 (PaMWIMH H
WHULMAJIOB (PU3MYECKOro JMIA, €ro ICEeBAOHHMMA, TUTYJa, paHra, 3BaHus. Ha3BaHue
apXUBHOTO (POHJA CEMbU WM POJA COCTOUT M3 (paMUIIMI U MHUIMAJIOB TJIABHBIX YJICHOB
CEMbU WJIM pOJia U UX TUTYJIOB, PAHTOB, 3BaHMNA. DaMUINU, UMEHA, OTYECTBA, TUTYJbI,
paHIy, 3BaHUsl, POACTBEHHBIE OTHOLICHMS BCEX WICHOB CEMbU WM pOJa YKa3bIBAIOTCS B
mucte dhoHaa.

266. ExeroHo, Mo COCTOSIHMIO Ha | siHBapsi HACTYMAIOIIETro roja, K CIUCKy (OHI0B
COCTABJISIETCSI WUTOTOBAasl 3alKMChb O KOJWUYECTBE AapXUBHBIX (OHAOB, MOCTYMHUBIIUX U
BBIOBIBIIMX B T€UEHHUE T0J1a, U OOIIEM KOJUYECTBE apXUBHBIX (POHAOB, HAXOASIIMXCS Ha
XpaHEHHH B apXUBE.

Crincox (poHI0B 3aKITI0YAETCS B TBEPAYIO O0JIOKKY, TUCTHl HYMEPYIOTCS, COCTaBIISIETCS
JIMCT-3aBEPUTETI.

[lepeneuaTka cnucka (OHAOB OCYIIECTBIISIETCS TOJBKO B Cllydae IMEpeHyMepaluu
(OHAOB B COOTBETCTBUU C MyHKTOM 367 Hactoamux I[IpaBun. B 3Tom ciyyae B cucok
(OHAOB BHOCSATCS HOMEpA, HAa3BaHWA M OCHOBAHUS BBIOBITHSI BCEX APXUBHBIX (POHIOB,
HOMEpPA KOTOPBIX 3aHUMATh 3aIPEIaeTCs.

267. JIuct poHaa cocTaBisieTcs: Ha KaxAbld apXUBHBIA (OH].

B nmucte goHaa yuuThIBaloTCA BCe apXUBHBIE IOKYMEHTHI apXUBHOTO (POHIA, BKIIIOYas
HEONMCAHHBIE U CEKPETHBIE.

JlommyckaeTcsi mepecocTaBieHe JucTa (OoHIa TOJIBKO B CIy4asX €ro HeHMCIPaBUMOTO
MOBPEXICHUS UJIM HECOOTBETCTBUS €0 cojiepKaHusl (PaKTUUECKOMY COCTOSIHUIO M 00BEMY
apXMBHOro (oHJa 1mociie nepepaboTKu apXUBHOTO (OHAA WM CO3JaHUsI 00BETUHEHHOTO
apXMBHOTrO (POHJA, YTOUHEHHS UCTOPUHU (HOHA000pa3oBaTENs.

B cnyuae mepecocraBnenus nucta ¢GoHIa, paHee AeHCTBOBaBIIUK JHUCT (OHAA
nomerniaercss B neno ¢oHma. B BepxHeM mpaBoM yriry 0060ux JUCTOB (OHAA JeaeTcs



oTmeTka — "JIucT mepecocTaBieH" C yKa3aHHWEM JaThl MEPECOCTABIECHUS, OJKHOCTH U
MOIKUCH JIU1IA, OTBETCTBEHHOTO 3a yYeT.

Ecnu ma nucte dhoHma HE ocTaeTCs MecTa I OUYEePEAHBIX 3alUCeH, 3aBOJAUTCS JIUCT-
MIPOJI0JDKEHUE, BBEPXY KOTOpOro ykassiBaetcs "[Ipomomkenue, ¢. Ne  muct 2". Ha mepBom
JIUCTE JIeTIAaeTCs CChLIKA ""'cMOTpeTh npoaokenue 1. 2 (3, 4, 5 u Tak nanee)".

Jluctel HOHAOB XpaHITCS B MOPSJIKE HOMEPOB apXUBHBIX (POHIOB B manke. K kaxmoin
NaIKe COCTaBIISIETCS JINCT-3aBEPUTEIb, IJI€ YKa3bIBAKOTCA HAYAJIbHBIE U KOHEUHBIE HOMEpPA
apXUBHBIX (POH/IOB U 0011Ie€ KOJTUYECTBO APXUBHBIX (POHIOB, JIUCTHI KOTOPHIX HAXOMASTCS B
TarKe.

K mucram GoHIOB BemyTCsl yKa3aTeNu sl OTIEPATUBHOTO IMOMCKA B APXHUBE apXUBHBIX
JIOKYMEHTOB.

268. JIuctel y4yera ayJuOBH3yaJbHBIX JTOKYMEHTOB COCTAaBJISIOTCS MpPU HEPOHIOBOU
OpraHu3alliy ApXUBHBIX JIOKYMEHTOB pa3/ielIbHO Ha pa3IMYHbIC BUJIbI KHHO-, (hOTO-, hoHO-
U BUJICOJOKYMEHTOB. [lopsA/10K HyMepalu U XpaHEHUs JINCTOB yUeTa ayJuOBU3YyaIbHBIX
JIOKYMEHTOB aHAJIOTMYEH MOPSIIKY HyMEpaluy U XpaHeHUs JIUCTOB (POHIOB.

269. B onucu eguHULBl XPAHEHHWS YUYUTHIBAIOTCA B COOTBETCTBUM C HX
cUCTeMaTH3alMel 3a MOPSAIKOBBIMU YUETHBIMH HOMEPAMHU.

Homepa nen ¢ TeKCTOBOIM COMPOBOIUTEILHONM JOKYMEHTAlMEeW K ayJMOBU3yaIbHBIM
JIOKYMEHTaM COOTBETCTBYIOT YUETHBIM HOMEpaM ayJuOBU3yIbHBIX JJOKYMEHTOB.

OnucsaM NpUCBaMBAIOTCS Y4Y€THble HOMepa Mo JucTy ¢oHAa, npu HEPOHIOBOM
OpraHM3allid apXHBHBIX JOKYMEHTOB — IO JINCTY y4eTa ayJuOBU3YAJIbHBIX JTOKYMEHTOB
ONPEICIICHHOTO BU/IA.

270. K HOMEpy ONHCH HAyYHO-TEXHUYECKOM JTIOKYMEHTAIlMU J00aBIseTCS TPYIIOBOM
WHJIEKC, COCTOSIIINI U3 ABYX apaOCKux udp, OTACISIEMbIX IPyT OT JApyra 3HaKOM THPE:
nepBas nudpa 03HAUYAET HOMEP OIMHUCHU, BTOpask — TPYIIOBOM HHACKC YMHpaBICHYECKOU
JIOKYMEHTAIINH.

He pomyckaercsi mnpuCBOEHUE OMUCSAM OJIMHAKOBBIX YYETHBIX HOMEPOB, 3a
HCKJIIOYEHUEM CIIy4aeB, PEyCMOTPEHHBIX myHKTaMu 290-298 nactosimux [Ipasu.

B koHIIe onucu BO BCEX €€ 3K3EMIUISIpax MPOU3BOAUTCS UTOTOBAs 3alUCh, B KOTOPOM
YKa3bIBAIOTCA KOJUYECTBO HAXOJAIIMXCA HA XPAHCHUM E€IUHUIl XPAHEHUS, MEPBBIM U
MOCJeAHUN HOMEpa €AWHUIl XpPaHEHUs] MO OINUCU, HMEIOIIMECS MPOMYyCKH HOMEPOB,
JUTEPHBbIE HOMEPA, BHIOBIBIIINE €AMHUIIBI 1 OCHOBAHUE UX BBIOBITHS.

B urToroBoii 3anucu k onucu apXyMBHOTO (POH/IA, BKIIFOYAIOIIEH SAMHUIIBI XpaHEHUS Ha
Pa3JIMYHBIX HOCHUTENSAX, JOMOJHUTEIBHO YKa3bIBA€TCSl KOJWYECTBO TaKUX EIUHUIL
XpaHEHUS.

[Tocne kaxaoro MOCTYIJICHUS! WM BBIOBITHS APXUBHBIX JTOKYMEHTOB COCTAaBIISIETCS
HOBAasl UTOTOBAasl 3aMUCh K OMUCH, KOTOpasi MOANUCHIBAETCS €€ COCTABUTENIEM C YKa3aHUEM
JIOJDKHOCTH U JIAThl COCTaBJICHUSI.

K omnwucu, cocrosimiedt M3 HECKOJBKUX TOJIOBBIX Pa3/iesioB, TOMOB, UTOIOBas 3aIlUCh
COCTABJISIETCS K K&KJIOMY TOZ0BOMY pazzieny, ToMy. K kaxxaomy nocieayomnemMy roioBoMy
pazzieny, TOMy B HApacTaloIlEeM MOPSIAKE COCTABIISIETCS] CBO/IHASI UTOTOBasl 3aIUCh.

Kaxpnast onuck, TOM OMUCH UMEIOT JTUCT-3aBEPUTED.



3aKoHYEHHas OMKCh BKIIFOYaeT He Oosiee 9999 enunuIl XpaHEeHHUS.

Ecnmu omuce mepecocraBieHa, TO OAWH JK3EMIULSIP PaHEE JIEWCTBOBABIIEH OIKUCH
BKJIFOYAETCS] BO BHOBb COCTABJICHHYIO OMUCh 32 IMOCIEAHUM YYETHBIM HOMEPOM, OCTaJIbHbIE
AK3EMIUISPBI BBIIEISIOTCS K YHUUTOKEHHIO B COOTBETCTBUM ITyHKTaMu 283-284 HacTOSIINX
IIpaBu.

271. Ilo peecTpy omnuceit BEAETCs MOCAMHUYHBIA M CYMMapHBIN y4eT ONUCEN apXUBa.
Peectpnl onuceit BeayTcs B paMKax apXUBOXPAHUIIUIL apXUBOB W/UJIM apXUBOB B IEJIOM,
YTO OTPAXKAETCA B CXEME yUeTa IOKYMEHTOB.

Kaxxnoii HOBOI OMMCH MPUCBAUBAECTCS OYEPEIHOW IMOPSAIKOBBIII HOMEP IO PEECTPY
OMKCEN, KOTOPBIN MTPOCTABIIIETCS HA 00JIOKKE ONUCU B BEPXHEM JIEBOM YTITY.

ExeromHo, mo cocrositHuio Ha | sSiHBaps HACTYyNamOIIEro0 TOJa, B PEECTPE OMUCEU
COCTABJISIETCSI MTOrOBasl 3alldCh O KOJWYECTBE OMNMUCEH, MOCTYNUBLIMX, BBIOBIBIIMX B
TE€YEHHE I0J]a B ApXUB U UX OOIIEM KOJIMYECTBE.

272. [TacnopT apXUBOXPAHWINILA COCTABIISIETCS €KETOJHO B KOHIE TOJla U OTPAXKAET
00BEM pa3MEIEHHBIX B HEM apXUBHBIX (DOHIIOB, JI€T M apXUBHBIX TOKYMEHTOB.

[Tokazarenu nacnopra apXUBOXPAHWIHILA OMPEAECISAIOTCS apXUBOM CAMOCTOSITETILHO C
YYETOM COCTaBa U COCTOSIHUSI XPAHSIIUXCSA B KOHKPETHOM apXUBOXPAHUJIUIIE apXUBHBIX
JOKYMEHTOB.

273. Jleny dhoHga nprcBanBaeTCs HOMEP apXUBHOTO POH/IA, HA KOTOPHIA OHO 3aBEJICHO.
Jleno GoHaa COCTOUT U3 CIEIYIOMIUX JOKYMEHTOB:

1) ucropuueckasi crpaBka Mo UCTOpUH (POHI000pa30BaTENsl U UCTOPUU APXUBHOIO
dbonna;

2) akThl, (PUKCUPYIOIINE U3MEHEHUSI B COCTaBE M 00beMe apXMBHOTO (OHIA, B TOM
YHCJIE aKThl O PACCEKPEUYNBAHUM IOKYMEHTOB;

3) Komus XapaKTePUCTHKH apXWBHOTO (DOHIA, COCTABJICHHOW JUIS ITyTCBOIMTEIIS
(cnpaBOYHUKA);

4) nHCTpYKUMU MO paboTe C apXUBHBIMH JJOKYMEHTAMU apXUBHOTO (DOH/IA, B TOM YHUCIIE
[0 YCOBEPIICHCTBOBAHUIO U IEpepadOTKEe OMHUCEH, CXeMbl CHCTEMAaTU3alUU apXUBHBIX
JIOKYMEHTOB apXUBHOTO (hOHA.

BmecTo apXuBHBIX JOKYMEHTOB, MOMJIEKAIIMX BKIIOUEHUIO B nei0 (oHaa, HO
HaxOJAIIMXCS B COCTaBE EAMHMI] XpaHEHUs, B JAeno (oHAa BKIIOYAETCS CIIpaBKa C
MEPEUYUCIICHUEM 3TUX €IMHUI] XPAHCHUS U UX apXUBHBIX MIU(POB.

274. Jlena ¢ougoB opranoB Kommynuctuueckoi mnaptum Coerckoro Coro3sa,
Bceecorosznoro Jlenunckoro Kommynuctnueckoro Coroza Monogexu, B KOTOpBIE
BKJIFOYCHBI apPXHMBHBIC JTOKYMEHTHI 1O HCTOpPUHM (OHIOB TEPBUYHBIX MMAPTUHHBIX U
KOMCOMOJIBCKMX OpraHu3anuii, pachopMHpOBaHHIO HE mojjexar. B ngema ¢oHmoB
MEPBUYHBIX NAPTUHUHBIX M KOMCOMOJBCKMX OPraHU3alMil MOMEMAIOTCS CHPAaBKU CO
CBEJICHUSIMU O HAaXOXKJEHUU apXMBHBIX JOKYMEHTOB MO MCTOPHUM JAHHOTO (POHJA B JieJie
npyroro (oHna.

275. Jlena ¢oHAOB, BOMIEAIIMX B COCTaB OOBEAMHEHHOIO apXWBHOTO (QoH/A,
BKJIIOUYAIOTCS B J1€J1I0 OOBETMHEHHOTO apXUBHOTO (PoHA.



276. JlokymeHThl jAena (oOHJIa HYMEPYIOTCS C COCTABJICHHEM JIMCTa-3aBEPUTEINS,
MOJIIINBAIOTCS B TBEpAYIO 00510kKy. K nemy ¢ponna coctaBnsercs BHyTpeHHsIs OnKCh. Jlena
(GOHIOB XpaHATCS B MOPSIAKE HOMEPOB (DOH/IOB.

277. CocTtaB [NOKyMEHTOB Jefla HCTOYHHMKA KOMIUIEKTOBaHHS MpH HE(HOHIOBOI
OpraHM3alK apXUBHBIX JOKYMEHTOB aHAJIOTUYEH COCTaBy JJOKYMEHTOB Jieia (oHa.

278. YdetHble 06a3bl JaHHBIX apXHBa 00ECIIEYUBAIOT:

1) nHpOopMaIIMOHHYIO OJIIEPIKKY YUETa;

2) BeleHUE IIEHTPAJTU30BAHHOTO TOCYJApCTBEHHOIO YyyeTa JIOKYMEHTOB B

aBTOMATU3UPOBAHHOM PEKUME;

3) onepaTuBHOE MPEACTABICHUE CBEACHUN O HAIMYMH B apXUBE JOKYMEHTOB TOTO WJIH
uHOTO (POHI000pazoBaTENS.

279. B mmaHOBOM MOPSAKE 3aMlOTHEHNE YIeTHBIX 0a3 gaHHbIX, IC DA ocyIecTBiseTcs
[0 COCTOSTHUIO Ha | stHBapsl CIEIYIOMIEro 3a OTYETHHIM rojoM. OmnepaTUBHOE BHECEHUE
M3MEHEHUH B yUeTHBIEC IOKYMEHTHI, yueTHbIe 0a3bl NaHHBIX, UC DA Benerca apXxuBOM Ha
IIOCTOSIHHON OCHOBE.

Iaparpadg 2. [lopsaaok yyera mocTynjaeHus U BLIOLITUSI APXUBHBIX IOKYMEHTOB

280. YdeT mocTyruieHus1 apXuBHBIX JOKYyMEHTOB o MC DA B apXuB OCYILIECTBISIETCS
Ha OCHOBaHHH:

1) akTa npuema-riepeadu JOKyMEHTOB Ha OyMaKHOM HOCUTEJIE Ha XpaHEHHUE;

2) aKkTa mpueMa Ha XpaHeHHE JIOKYMEHTOB JIMYHOTO MTPOUCXOXK]ICHHUS,

3) akTa O MHTrpalMi W TEepe3amucH dJIEKTPOHHBIX JOKYMEHTOB 1O (opmMme,
YTBEPKIAEMOU YIIOJTHOMOYEHHBIM OPTaHOM.

ApXUBHBIC JTIOKYMEHTBI CTaBSITCSA HAa Y4YeT TaKkXkKe B CilydasX, MPeayCMOTPEHHBIX
nyHKTOM 164 HacTosimux [Ipasui.

281. Bce npuHATBIE B apXHWB AapXUBHbIE JIOKYMEHTHI BHOCSTCS B KHUTY YyueTa
MOCTYIUIEHUHM TOKYMEHTOB. Kaxk/1ast apXviBHas KOJUIEKLIUSI, BIIEPBbIC OCTYIHBIIAS B APXUB,
apXuBHBIA (HOHJA, OOBETUHEHHBIN ApXUBHBIN (DOHJI, 3alUCHIBAIOTCS B CIHCOK (POHIIOB.
Kaxknas BepBbie MOCTYIUBINIAS OMKUCH JE JIOKYMEHTOB YUUTHIBACTCSI B PEECTPE OMUCEH.

282. YyeT BbIOBITHS apXUBHBIX JOKYMEHTOB U3 apXMBa OCYLIECTBIISETCS HA OCHOBAHUMU:

1) akTa 0 BBIICICHUU K YHUUTOKEHHUIO IOKYMEHTOB, HE TIOJICKAIUX XPAHEHUIO;

2) aKTa O HEUCIIPABUMBIX MOBPEKICHUSIX TOKYMEHTOB;

3) akTa npuemMa-repeaadn JOKyMEHTOB Ha XpaHEHUE;

4) akTa 0 HEOOHAPYKEHUH TOKYMEHTOB, ITyTH PO3bICKA KOTOPHIX UCUEPIIAHbI;

5) akTa BO3BpaTa apXUBHBIX JOKyMEHTOB COOCTBEHHHUKY;

6) akTa 00 U3BATUU MOJTMHHBIX €IUHUI] XPAHCHUSI apXUBHBIX TJOKYMEHTOB 110 (hopMme,
YTBEPK1aeMON YIIOJTHOMOUYEHHBIM OPTaHOM.

ApXUBHBIC JOKYMEHTBHl CHUMAIOTCA C YyueTa TakKKe B CIydasx, MPeayCMOTPEHHBIX
nyHkToM 284 Hacrosamux [IpaBu.

283. HeoOxonumple U3MEHEHUSI BHOCSATCS B OCHOBHBIE M BCIIOMOTATEIIbHBIC YUCTHBIC
JIOKyMEHTHI apxuBa. B ciydae BBIOBITHS BCEX apXUBHBIX JOKYMEHTOB OMHUCH, HOMED ITOU
OMKCH JPYTUM OIHUCSIM HE MPHCBAWBAaETCAd M OcTaeTcs cBoOOAHBIM. B peectpe omuceit
JENAeTCs COOTBETCTBYIOIIAsl OTMETKA.



B cimydae BbIOBITHSI apxuBHOro (poHma (apXUBHOM KOJUIEKIIUM), B CIUCKe (OHIOB B
rpade "OTmeTKa O BBIOBITUH" YKa3bIBaIOTCS, KyAa BBIOBLI apXUBHBIM (QOHI (apXuBHas
KOJUIEKIINA), U aKT, HA OCHOBAaHUHU KOTOPOTO OH BBIOBLI.

284. Ilpu mepemaue apxuBHOro (poHAA U3 OJHOIO apXWBa B JAPYroil mepemarorcs 3
AK3EeMILIsIpa OnucH u neio Gonaa. Konus onucu octaercss B KauecTBE MPUIIOKEHUS K aKTy
npueMa-nepesaud JOKYMEHTOB Ha XpaHEHHE U BKJIIOYAETCS B apXUBHBIA (OH]I apXuBa,
HepeJaBUIero apXUBHbBIN (OHI.

285. Ilpu BBIIENEHUN K YHUUTOKEHUIO BCEX apXUBHBIX JOKYMEHTOB apXUBHOIO (hOHAA
OJIMH 3K3EMIUISIp ero omnuced u auct (Gonaa nomemarorcs B aeno ¢ouaa. [Jeno gonna
BKJIIOUAETCS B apXUBHBIN (DOH]T apXHUBa.

286. KonnuecTBO apXHUBHBIX JJOKYMEHTOB apXHUBa U3MEHSETCA B pE3yJIbTaTe:

1) mpoBepkr YYETHBIX [TOKyMEHTOB, MO HUTOraM KOTOPOM BBISIBICHBI OIIMOKH,
JOIYLIEHHBIE IIPU NIOJICYETE KOJIMUYECTBA XPAHIIIMXCSA aPXUBHBIX JOKYMEHTOB;

2) OpOBEpPKU HAJIMYMA M COCTOSHUS ApPXMBHBIX JOKYMEHTOB, B XOJA€ KOTOpOH
OOHapyXeHbl HEYUTEHHBIC, 3a JIMTEPHBIMU MU MPOIMYIIEHHBIMH HOMEpamMH €IMHHULIBI
XpaHEHHS],;

3) pecraBpaluy apXUMBHBIX JOKYMEHTOB, MOCJI€ KOTOPOM OJIHO JIEJI0 pa3lejieHO Ha
HECKOJIBKO JIEJT;

4) onucaHusi apXMBHBIX JOKYMEHTOB, MepepabOTKH OMHUCEH, B MPOLIECCE KOTOPBIX
BO3MO>KHBI pa3/ieJICHUE WK 00beTUHEHNE EIUHUL] XPAHECHNUS;

5) mpoBeJeHNe SKCIEPTU3bl LIEHHOCTH JOKYMEHTOB, B IPOLECCE KOTOPOH BO3MOKHBI
BBIJICJICHHE K YHHUTOKCHHUIO €MHUL] XPAHEHUS.

287. OcHOBaHUEM JUIsi BHECEHHS] U3MEHEHHUI B yUeTHBIE IOKyMEHTHI, yUeTHbIEC 0a3bl
naHHbIX U UC DA mo pe3ynbTaTam yKa3aHHbBIX pa0OT SBIISFOTCS:

1) akTBI 0 TEXHUYECKHUX OIIMOKAaX B YUETHBIX IOKYMEHTAX;

2) aktbhl 00 OOHApY>XEHHWU JTIOKYMEHTOB, HE OTHOCSIIMXCA K JAHHOMY apXHBY,
apXMBHOMY (DOH/Y, HEYUTEHHBIX U TaK Jajee;

3) aKkThl O pazlieNeHnn, OObETMHEHUH JeJl, BBIJICIICHNN K YHUUTOXKEHUIO JOKYMEHTOB,
HE MOMJEXKAIUX XPaHEHWIO, BKIIOYEHUH B J€J10 HOBBIX JOKYMEHTOB IO (opMe,
YTBEPKIAEMOW YIIOJJHOMOUYEHHBIM OpraHOM;

4) akThl OmUCaHUs JOKYMEHTOB, nepepaboTku omuced mo (opme, yTBepx AaeMoid
YIOJIHOMOYEHHBIM OPraHOM,;

5) aKThl IPOBEJIEHUS SKCIEPTU3bI IEHHOCTH JOKYMEHTOB, B IIPOIIECCE YETO BO3ZMOMKHO

BBIJICJICHUE K YHUUYTOKEHUIO €IMHUILL XPAHCHMUS.
Ilaparpad 4. Ilopa1ok y4eTa ceKpeTHbIX U pacceKpe4eHHbIX APXUBHbBIX IOKYMEHTOB
288. VYyer CEKpeTHbIX AapXMBHBIX JIOKYMEHTOB BEIETCSI B COOTBETCTBUM C
3aKoHOJaTeabCTBOM Pecnybnmuku KazaxcTan o rocy1apcTBEHHBIX CEKpETax.
B yueTHbIX TOKyMEeHTaX U apXUBHBIX MK (Ppax eUHULl XPAHEHHUS CEKPETHbIC apXUBHbIC
n"n..n

GboHABI, OMUCH e, MOKYMEHTOB, €IWHUIIBI XpaHEHUs O0003HAYaIOT WHACKCOM 'C
(cexpeTHO), "cc" (coBepIIeHHO CEKpeTHO), "oB" (0c000H BaXKHOCTH).



289. I3MeHeHus B yUeTHbIE JOKYMEHTHI MO pe3yibTaTaM pacCeKpeunBaHUs apXUBHBIX
JOKYMEHTOB BHOCSITCSI Ha OCHOBaHHMH aKTa O PAacCEKPEUYMBAHMH JOKYMEHTOB IO (opme,
YTBEPKIAEMON YIIOJJTHOMOYEHHBIM OPTaHOM.

290. ApxuBHble (DOHIBI, ONTUCH /€], JOKYMEHTOB U €IMHULIbI XPAHEHUS, BKIIFOUAIOIIHE
Hapsiy C CEKPETHbIMH HECEKPETHbIE (pacCEKpEUEHHBbIE) IOKYMEHTBI, B YYETHBIX
JOKYMEHTaX M apXMBHBIX MIU(pax eIuHUIl XpaHeHus 0003HauYaroTCcs HHIEKcoM 'cu'
(CEKpeTHO YaCTHUYHO).

291. Ilpu paccekpeurMBaHUM BCEX €IMHMI] XpPAHEHUS MO CEKPETHOM ONUCU JaHHas
OMKCh TAKKE PACCEKPEUMBAETCS, MEPEJACTCS HAa OTKPHITOE XpPaHEHUE M YUYUTHIBACTCS B
nucTe pOoH/a 3a TEM XKe HOMEPOM, HO O6e3 uHAeKca ""c", KOTOPBIN 3auepKUBaeTCs Ha 00JI0KKE
Y Ha TUTYJBHOM JIMCTE JAHHOW OoNMCH. B mpaBoM BepXHEM yIily OOJIOKKH U TUTYJIBHOIO
JIMCTA ONKCH MpOCTaBIsieTcs mramn "PaccekpeueHo”.

292. ITpu paccekpeunBaHUM YaCTH JI€] U APXUBHBIX JOKYMEHTOB IO CEKPETHOM OIUCH
Ha paCCEKPEUYEHHBIE J€JIa U apXUBHBIE JIOKYMEHTBI COCTaBJISETCS OTACIIbHAS OIIUCh, HOMEPA
€AVHUL] XPAaHEHUs B KOTOPOM OCTarOTCS NPEKHUMH. [[ BamoBOW HyMepaluuu TaKHX
€IMHUL XpaHEeHU UCTIoNb3yeTcs rpada 2 onucu. HoBast onuck BMecTe ¢ pacceKpeueHHbIMU
JIeIaMH M ApXUBHBIMU JIOKYMEHTAMH NE€PEaeTCa Ha OTKPHITOE XPAaHEHUE, YUUTHIBAECTCS B
nucte (POHJIOB 3a TEM KE HOMEPOM, UTO U CeKpeTHas1, HO 0e3 uHaekca "c".

293. Ilpu paccekpeunBaHUU OOJIbIIEH YaCTU J€d M APXUBHBIX JOKYMEHTOB IO
CEKPETHOM OIIMCU C JaHHOM OINKMCH B IMOPSJAKE, YCTaHOBJIECHHOM 3aKOHOIATEIbCTBOM
PecniyOnmukn KazaxcraH o TrocylapCTBEHHBIX CeKpeTax, CcHUMaerca komus. [lpu
KOIMPOBAaHUM 3arojIOBKM E€IWHULl XPAaHEHHs, OCTABJICHHBIX HA CEKPETHOM XPaHEHWH,
3aKkpbIBatoTCs. Konus onrcn Ha pacceKpedeHHbIE Jea M apXUBHbBIE TJOKYMEHTBI IIEPEIaeTCs
Ha OTKpBITOE€ XpaHeHHe. B sKk3emIuisipe ommcH, OCTaBIIEHCS Ha CEKPETHOM XPAHEHUH,
coxpaHsieTcss MX Hymepauus. B nucre QoHma Takas ONUCh YUYUTHIBAETCS JBAXKIIbI:
AK3EMIUISIP OIMCH, OCTABIIMICS Ha CEKPEeTHOM XpaHEHUU C COOTBETCTBYIOIIEH
WHJIEKCAllUE CEKPETHOCTH, M CKOIHUPOBAHHBIA JK3EMIULIP, MEPEIaHHBI HA OTKPBITOE
XpaHenue 0e3 unjekca "c'".

294. TIpu paccekpeurMBaHUM OTIEJIBHBIX €AVMHUI] XPAHEHUS MO CEKPETHOM OMUCU OHU
BKJIIOYAIOTCS B OIKCh OTKPBITOIO XpPaHEHMsI COOTBETCTBYIOIIETO apXMBHOTO (oHAa 3a
JUTEPHBIMA HOMEPAMH WJIH B BAJIOBOM MOCIE0BATENbHOCTH.

295. B onwucsx, OCTalOIIMXCA HAa CEKPEeTHOM XpaHeHuu, B rpade "lIpumeuvanus"
HAIlpOTUB 3aroJIOBKOB PACCEKPEUYECHHBIX €IMHMI] XPAHEHUS MPOCTABISIOTCS IITAMII
"PaccexkpeueHo" ¥ UX HOBBI HOMED, €CJIM OHU BKJIFOYEHBI B ONMHUCH OTKPBITOIO XPaHEHUS
(3a TMTEpHBIMU HOMEPAMH WJIU B BaJIOBOM MOCIEA0BATEILHOCTH).

296. Ilocne paccekpeyuBaHUSI K OMNUCAM OTKPBITOTO W CEKPETHOTO XpaHEHUs
COCTaBJISIFOTCSL HOBBIE UTOTOBBIE 3aITCH 00 00beMax, (PaKTUYECKH YYTCHHBIX B HUX €UHUI
XpaHEHHS.

297. Ilpu paccekpeurnBaHUK OJHOTO WM HECKOJBKUX apXUBHBIX JJOKYMEHTOB B COCTaBe
CEKpPETHOTO JIea, OHO OCTAaeTcsi Ha CeKpeTHoM XpaHeHuu. K apxuBHOMy mudpy Ha
00J10kKe nena K uHaekcy "¢ mobamisiercs OykBa "4". Homepa JIMCTOB pacCEeKpeUeHHBIX



apXMBHBIX JOKYMEHTOB mepeuucisitorcs B rpade "llpumedanus" HanmpoTUB 3aroJOBKOB
YaCTUYHO PACCEKPEUYEHHOIO JIEa, a TAK)KE BO BHYTPEHHEH OINKCH Jena.

[Ipu oTcyTCTBUU B J1€7€ BHYTPEHHEW ONMUCH CBEAEHUS O PACCEKPEUYEHHBIX apXHBHBIX
JOKYMEHTaX OTPAKAIOTCS B JIMCTE-3aBEPUTENIE C YKA3aHUEM HOMEPOB COOTBETCTBYIOLIUX
JIUCTOB.

298. B mpaBoM BepxXHEM YTy 00JIOKKHA PACCEKPEUEHHOTO Jelia MPOCTABIISIETCS IITAMIT

n.n

"Paccexpeueno". Munaekcsl "c", "cc" wnm "oB" B HOMEpe Jies1a 3a4epKUBaIOTCS.
ITaparpadg S. Ilopsaaok yuyera apXUBHBIX JOKYMEHTOB JIHYHOI'0 NIPOUCXO0KACHHUS U 110 TUYHOMY COCTABY

299. VYder mnOCTYIUICHMM apXUBHBIX JOKYMEHTOB JIMYHOTO IIPOMCXOKJICHMUS,
IepeJaBaeMblX COOCTBEHHMKOM B TOCYAApCTBEHHYIO COOCTBEHHOCTb, BEIETCS Ha
OCHOBAHMM aKTa NPHUEMA HA XPAHECHHE JTOKYMEHTOB JMYHOro npoucxoxaeHus. K akry
[IPWJIAraroTcs ONKUCH APXUBHBIX T0KyMeHTOB U pemienue JIIK apxusa, Apxusa [Ipe3nnenra
Pecny6muku Kazaxcran winmu MO o npueme 3TUX TOKYMEHTOB B apXUB.

300. Yuer apXUBHBIX JOKYMEHTOB JUYHOT'O MPOUCXOXKACHUSA, HAXOISIIUXCS B YACTHOM
COOCTBEHHOCTH, NEPEIaHHbIX IO JOTOBOPY HAa XpaHEHHE B aAPXMUB, OCYLIECTBISIETCS B
cootBeTcTBUM C MyHKTaMH 305-309 nacrosmux IIpasui.

301. M3meHeHus KOJIMYECTBA M COCTaBa apXMBHBIX JOKYMEHTOB JIMYHOIO
IIPOUCXOXKJICHHUA B pE3yJIbTaT€ HX OIMCAHMS JIOKYMEHTHPYIOTCS aKTOM OIMCAHUs
JOKYMEHTOB, HA OCHOBAHUHU KOTOPOT'O BHOCATCS] U3MEHEHUS B YUETHBIEC JOKYMEHTBI.

302. Ha apxuBHbBIE JOKYMEHTBI, HE ITOJIEKALIUE XPAHEHUIO B apXHBE, COCTABISACTCS
aKT BO3BpATa JOKYMEHTOB COOCTBEHHUKY B ABYX K3EMIUISIPAX, OJJUH U3 KOTOPBIX BMECTE C
JOKYMEHTaMU MepelaeTcsd COOCTBEHHUKY .

Hckntouaercss XpaHEHUE B APXMBE HEYYTEHHBIX apPXUBHBIX JOKYMEHTOB JIMYHOTO
IIPOUCXOKICHHUS.

303. YyeT apXUBHBIX JOKYMEHTOB 10 JIMYHOMY COCTAaBY OCYILIECTBIISIETCS Ha OOLIUX
OCHOBAHHUSX B COOTBETCTBUU C MMyHKTamMu 262-263 Hactosiiux [IpaBun.

304. Yuer xonMuyecTBa XpAHSIIMXCS B apXHUBE apXUBHBIX JOKYMEHTOB IO JINYHOMY
COCTaBy MPOBOJUTCA HAa OCHOBE MX MOJCYETa MO JIMCTaM (OHIOB M OMUCSAM IO JIUYHOMY
cocTaBy B OyMaxHOM (hopMaTe U ONMUCAM SJIEKTPOHHBIX A€l ¢ (puKcanuen pe3ynbTaToB 1Mo
KKJI0MY (OHIy 1 CYMMApHO 1O apXHBY B KHUTE y4eTa JOKYMEHTOB 110 JUYHOMY COCTaBY
(mpou3BoSIbHOM (HOPMBI).

1o pe3ynbraTaM npoBeACHUS SKCIIEPTU3bI LIECHHOCTH JJOKYMEHTOB I10 JIMYHOMY COCTaBYy
10 UCTEYEHHUH 75-JIETHETO CPOKA X XpaHEHMs B yueTHbIe JOKyMeHThl 1 IC DA BHOCATCS
COOTBETCTBYIOIIUE U3MEHEHUS.

ITaparpad 6. Ilopsnok y4eTa apxXMBHBIX IOKYMEHTOB, HAXOASIIMXCS B YACTHOH COOCTBEHHOCTH, MPHMHSATHIX
10 J0TOBOPY HA XpaHeHHe B apXUB

305. Yuet gokymenToB HA®, HaxoAsIuXcsi B 4aCTHOM COOCTBEHHOCTH, MPUHSTHIX MO
JIOTOBOPY Ha XpaHEHWE B apXWB, Ha OCHOBAaHUU aKTa IMpHeMa-Tiepeaadyd JOKYMEHTOB
OCYILIECTBIISIETCSA B OCHOBHBIX YUETHBIX JOKYMEHTAX apXUBa.

B kHure ydyera mocTyIuieHHM TOKYMEHTOB YKa3bIBAIOTCS COOCTBEHHMK WIIM BIIAJIENIeI]
nokymeHToB (rpada 3), HoMep u Jara akta npuemMa-nepenaun (rpada 4), mata moanucaHus
JIOTOBOpA O MepeIade U CPoOK JECUCTBUS JOTOBOPA.



ITpu BKIHOYEHMM apXMBHOIO (pOHAA B CHMCOK (POHIOB K €ro HOMEpY A00aBiseTcs
unaekc "AI™ (" moroBop"), KOTOPBII COXpaHSAETCS 32 HUM BO BCEX YUETHBIX JOKYMEHTAX U
apxuBHBIX ImU(ppax eaunuil xpaneHus. B rpade "llpumeuanus” crucka (GOHIOB Takxke
YKa3bIBalOTCA COOCTBEHHUK WJIM BIAJEJEL apXUBHBIX JTOKYMEHTOB, JaTa MOJANUCAHUSI U
CPOK JIEVCTBHS JOTOBODA.

306. KonnuecTBO apXuUBHBIX (DOHAOB, IPUHATHIX IO JOTOBOPY Ha XpaHEHUE B apXuB,
YKa3bIBAETCsl OT/AEIBHOW CTPOKOM B MTOTOBBIX 3alMCAX B CIUCKE (POHIOB, KHUIE yyeTa
NOCTYILJIEHUM JOKYMEHTOB.

DK3eMIULIp JI0TOBOPA, 3aKIIOUYEHHBIM ¢ COOCTBEHHUKOM MJIM BIIAJENIbLEM apXUBHBIX
JOKYMEHTOB, BKJIIOYAEeTCs B Aes0 (HoHAA.

307. Ilpu BBIOBITHM apXUBHBIX TOKYMEHTOB apXUBHOTO (DOHAA B CBSI3U C UCTEUCHHUEM
CpOKa €ro XpaHeHHUsl B COOTBETCTBHH C JOTOBOPOM €r0 HOMEP HE MOKET OBbITh MPUCBOEH
APyroMy apXuBHOMY (DOHTY.

308. IIpuHsATHIE 10 JOTOBOPY HA XpaHEHHUE B apXuB JOKyMeHTol HAD, HaxoauBIIMecs
B YAaCTHOM COOCTBEHHOCTHM M NEpeleAline B TIOCYJapCTBEHHYI0 COOCTBEHHOCTD,
YUUTBHIBAIOTCS B OCHOBHBIX YYETHBIX JOKYMEHTAaX Ha OOIIMX OCHOBAHMAX. B yueTHBIX
JOKYMEHTaX M apXUBHBIX MK(ppax equHul xpaneHus unjaekc "I 3auepkuBaercs, B rpady
"Ilpumeuanus" cnrcka (OHAOB BHOCSITCS COOTBETCTBYIOIINE CBEICHUS.

309. ApxuBHBIE JOKYMEHTHI, HE BXoas1ue B coctaB HA®D, B TOM 4uCiie JOKYMEHTHI 110
JUYHOMY COCTaBy, IpPHUHATBIE Ha XPaHEHHWE B apXMB, YYHUTHIBAIOTCS OTAEIBHO OT
nokymeHToB HA®. Jlng ux ydera BeAyTCs OTACNIBbHAs KHUIA ydeTa IOCTYIUICHUN
JOKYMEHTOB, CIIMCOK (POHJIOB, a TaKXke JINCThl (POHJIOB U APYTUE YUETHbIE JOKYMEHTHI U B
NC DA.

Iaparpad¢ 7. lopsiaok yyera Konuii apXUuBHbBIX JOKYMEHTOB HA NIPaBax NOJJIMHHUKOB

310. KomnusiMu apXuBHBIX JOKYMEHTOB Ha IMpaBaxX IMOJJIMHHUKOB SIBIISIOTCA
BKJIIOUYEHHBIEC B YCTAHOBIICHHOM Mopsike B coctaB HA®:

1) MUKPODHUIIEMBI APXUBHBIX TOKYMEHTOB;

2) KONIUU apXUBHBIX JOKYMEHTOB, MOUIMHHUKN KOTOPBIX YTpaueHbl UM HAXOMSTCS B
COOCTBEHHOCTU (PUBMUECKUX WM IOPUIUUYECKUX JIUIL;

3) KOonuu apXUBHBIX JTOKYMEHTOB, MOCTYMUBIIUX U3-3a pyOexa.

311. Konuu apxuBHBIX JTOKYMEHTOB Ha MpaBax MOJIMHHUKOB, NIEPEAAHHBIE B apXHUB
(dhonmooOpa3oBaTeaeM, YIUTHIBAIOTCS B COCTaBe ero (hoHa 10 OTAeIbHOM oncH. [1pu aTom
B rpade nannoi onucu "KommuecTBo TucTOB" yepes IpoOb YKa3hIBACTCS TAKKE KOJTUIECTBO
KaJpoB, (aitioB, OTCHATHIX C OJTHOTO Jea.

312. Komuu apXMBHBIX JAOKYMEHTOB Ha TMpaBax MOMJIMHHUKOB (POPMHUPYIOTCS B
apXMBHBIE KOJUICKIIMH, KOTOPHIE YUUTHIBAIOTCS B CIIUCKE (DOHIOB.

313. Konum apXuBHBIX JOKYMEHTOB Ha IMpaBax MOMJIMHHUKOB (OPMHUPYIOTCA B
€UHUIIBI XPaHEHUs, KOTOPhIC YUUTHIBAIOTCS B OMMCSAX [0 AHAJIOTHU C TOJJIMHHBIMU
apXUBHBIMU JJOKYMEHTAMHU Ha COOTBETCTBYIOIINX HOCUTEIISIX.

314. 3a equHuIly XpaHEHUs] KOMUM apXUBHBIX JIOKYMEHTOB Ha MpaBax MOJJIMHHHUKOB,
W3TOTOBJICHHBIX B BUJIE MUKPOKONHUH, MPUHUMAIOTCA (HU3NYECKH 000COOJICHHBIN pPYJIOH
MUKpO(UIbMa WM KOMILJIEKC MUKPO(DUII BHE 3aBUCUMOCTH OT KOJIMYECTBA OTCHSATHIX Ha



HEM ACJI U apXUBHBIX JOKYMCHTOB. Kamz:aﬂ CAWHHNIA XPAaHCHWA YUYUTBIBACTCA B OIMMCH I1OJ
CaMOCTOATCIIbHBIM HOMCPOM.
B utoroBoii 3anucu K ornucu YKa3bIBAOTCA KOJIMYCCTBO CANHUILL XPAHCHHA MI/IKpOKOHI/Iﬁ

U CYMMApPHOC KOJIMYCCTBO COCTABIIAIOIINX UX KaJIPOB.
Iaparpad 8. Ilopsaok yuera ayiMOBH3YAJIbHBIX JOKYMEHTOB, CTPaxoBoro ¢Goxaa u (poHIa N0/1b30BaAHUSA

315. KonnyecTBO JIMCTOB B JI€li€ M €IMHMUL] XPAaHECHHS B COCTABE E€IMHUIBI ydeTa
ayJIMOBU3yaJIbHBIX TOKYMEHTOB YUUTHIBACTCS HA OCHOBE UX HyMepaluu U GUKCUPYETCS B
JUCTE-3aBEPUTENIC U COOTBETCTBYIOIIEH rpad)e OMUcH MOCTOSHHOTO XPaHEHHUSI.

KommnuectBo doTooTnedarkoB B (oToansbomMe (GUKCHPYETCs BO BHYTPEHHEW OMHCU
dboToanrbOMa, a TakKe B COOTBETCTBYoIIEeH rpade onucu ¢GhoToaTbOOMOB, KOJIMYECTBO
CAVHUI] XpAHEHUS JPYTUX ayJIMOBU3YaJbHBIX JOKYMEHTOB — B COOTBETCTBYIOIIUX Ipadax
OTKCEH ITUX JTOKYMEHTOB.

316. Ilpu yyere eauHUIl XpaHEHUS B COCTAaBE E€AMHUIL[ Yy4yeTa ayAHUOBH3yaJIbHBIX
JOKYMEHTOB:

1) enuHuLbl XpaHeHus: AMapUIBMOB PACIIOIATAIOTCS IO MOPSIAKY HOMEPOB PYJIOHOB;

2) eNVHMIIBI XpaHEHUS! KHHOJIOKYMEHTOB pAaCIOIaraloTcsl MO AJIEMEHTaM KOMILIEKTa,
BHYTPHU KOTOPOTO HYMEPYIOTCS 110 MOPSAAKY HOMEPOB 4aCTEW;

3) enuHUUBl XpaHeHUs (OHOJAOKYMEHTOB pacrojaralrci B  HOpsSAKe
IIPOU3BOICTBEHHBIX HOMEPOB.

317. O6bem ctpaxoBoro (oHma ¥ (GoHAA TMONB30BAHUS H3MEPSACTCS B EIUHHUIIAX
XpaHEHHsI U €IMHULIAX Yy4YeTa, a TAKXKeE:

1) B kagpax — /Uil KONMH apXMBHBIX JOKYMEHTOB Ha OyMa)XHOW OCHOBE U
(OTOJIOKYMEHTOB;

2) B MeTpax — JuIsl KONUN KHHOJIOKYMEHTOB;

3) 1o BpeMeHU 3By4YaHus — JiJIs1 KON (hOHOTOKYMEHTOB;

4) B MerabaiTax — Jyisi KO 3JIEKTPOHHBIX JOKYMEHTOB.

OTAenbHO YUYUTHIBAIOTCS CTPAXOBBIE KOMUU IOKYMEHTOB, OTHECEHHBIX K KYJIbTYPHBIM
LEHHOCTSIM, 0CO00 IEHHBIX JOKYMEHTOB, ()OHAA MOJIb30BAaHUS, OTCHATHIE C apXHBHBIX
JOKYMEHTOB Ha OyMa)KHOW OCHOBE (pa3/lesibHO Ha PYJIOHHOM IUIEHKE W MUKpo(uUIIax),
KHHOJOKYMEHTOB, (POTOAOKYMEHTOB, ()OHOIOKYMEHTOB, BUACOPOHOTPAMM, 3JIEKTPOHHBIX
JOKYMEHTOB.

318. Yuer Bemercs Mo KHUTaM yueTa MOCTYIUIEHHWH cTpaxoBoro ¢ouaa u QoHmaa
MOJIb30BAHUS M OMHUCSIM CTpaxoBoro (oHaa Ha MUKpoduIIax. YYeT MOCTYIUICHUS U
BBIOBITHSI CTPAaXOBBIX KOIMUN OCYIIECTBIIIETCS HA OCHOBAaHUHM 3aKa30B Ha M3TOTOBJICHUE
CTPaxOBbIX KONUN M Komui (OHAA MOJIb30BAHUS, AKTOB IMpUEMa-TIEPEIayl CTPaxOBbIX
KOMUWA Ha CHelualbHOE XpaHEHHEe U ApYyrux akTtoB. K KHUram ydera MOCTYIJICHUN
€KEeroJHO COCTAaBJISIETCSI UTOTOBas 3aMKCh.

319. Onucu ctpaxoBoro (poHa Ha MUKpOodUIIaxX, HAa PYJIOHHON IJICHKE COCTaBJISIIOTCS
B 3-x 3K3eMIuIsipax. [lepBble 3K3eMILIAPBI TEPEAAFOTCS BMECTE CO CTPAXOBBIMUA KOITUSIMU 110
MECTY XpaHEHUsI, BTOPbIE U TPETbU OCTAIOTCS B apXUBE.



[Io mepe komupoBaHHMsS M MepeAadyd CTPAXOBbIX KOMUU HA XpaHEHUE K OIUCIM
CTPaxoBOTO (POH]Ia COCTABIIFOTCSI HOBBIE HTOTOBBIC 3aIUCH B COOTBETCTBUH C IyHKTOM 321
Hactosiux [IpaBuo.

320. B onucsx B rpade "[Ipumedanns" HaTpOTHUB 3ar0JI0BKa CKOMTUPOBAHHOM €TUHUIIBI
xpanenusi npoctasisercs mramn "CO". Eciaum ckonupoBaHbl Bce Jerna, JTOKYMEHTHI,
BKJIFOYEHHBIE B ONUCh, Imrammn "CO" mpocTaBiseTcs TOJBKO HAa THUTYJBHOM JIHCTE U
00JI0KKE OTHCH.

321. 3a enuHUIly XpaHEHUS CTPaxoBOoro (oHga JTOKYMEHTOB, OTHECEHHBIX K
KYJIbTYPHBIM LIEHHOCTSIM, U 0CO00 IIEHHBIX JIOKYMEHTOB Ha OyMaKHOM OCHOBE Ha PYJIOHHOM
MJICHKE TPUHUMAaETCs (GU3NIECKH 000COOIEHHBIN PyJIOH MUKPO(DUITBEMA.

B xaury ydera moctymieHui crpaxooro (GoHaa U (GOH/IA MOIB30BaHMS HA PYJIOHHON
IJICHKC B BAJIOBOM TMOpsSAKe (BHE 3aBUCUMOCTH OT (DOHIOBOW MPHHAMICKHOCTU
JIOKyMEHTOB) Ha OCHOBaHHUH 3aKa3a Ha M3TOTOBJICHHE CTPAXOBBIX KOMHUI BHOCUTCS 3aIUCh
0 KaXJI0M eIMHUIIe XpaHeHHs cTpaxoBoro (poupa. [lo kaure yuera nocryrieHuit (rpada 1)
CAVHUIIAM XpaHEHUs CTPaxoBOro (OHIA MPHUCBAMBAIOTCS YUYETHBIE HOMEpa, KOTOPbHIE
SBJISIFOTCSI COCTABHOM YaCThIO MX apXUBHBIX MIU(POB.

Ha Bce cTpaxoBbie KONMMM JOKYMEHTOB BHE 3aBUCUMOCTH OT HX (POHI0BOM
MIPUHAJIJICKHOCTH COCTABJISIETCS OMHUCh CTpaxoBOro ¢oHJa Ha PYJOHHON IUICHKE,
HyMepanus CIUHUIl XpaHEHHUs CTpaxoBoro (oHAa B KOTOPOH COOTBETCTBYET yYETHBIM
HOMEpPaM, MPUCBOEHHBIM UM 10 KHUT€ y4eTa MOCTYIUICHUH.

ApXUBHBIM MIUGPOM EAUHUIBI XPAHEHUS CTPAXOBOTro (OHIA SBISIOTCS COKPAIICHHOE
HaMMEHOBaHME apxuBa (ero oduimanbHas abOpeBHaTypa), HOMEP OMHCH CTPaAXOBOIO
dboHma, HOMEp yd4eTa €AMHUIBI XpaHEHHUs cTpaxoBoro (oHAa ¢ J00aBIIEHHEM HHIEKCA
"Co".

322. 3a enuHuIly yuera cTpaxoBoro ¢GoHJa JTOKYMEHTOB Ha OyMa)KHOW OCHOBE Ha
MUKpO(DHIIAX MPUHUMAIOTCS OJTHA WJIH HECKOJIBKO MUKPOQUII, OTCHATHIX C OJTHOTO JeNa U
MTOMEIICHHBIX B OJIMH KOHBEPT, 32 SAUHUIIBI XPAaHEHUS — MUKPOQHIIIA.

[lo xHure ydera mOCTyIUJIeHWH cTpaxoBoro (onHma u (GoHJa MOIH30BaHUS Ha
MUKpO(DHUIIIAX KaXKIOMY OCTYIIJICHUIO TPUCBAUBACTCS MOPSIKOBBIN HOMED.

KonuvecTBeHHBIE MMOKa3aTeNM BHOCATCS C y4eToM (DOHIOBOW MPUHAMJICKHOCTH
OTCHSITBIX KOTIHH TI0 KaXKIOMYy apXUBHOMY (POH]TY ¥ OITUCH OTAEIHHO.

Onucu cTpaxoBoro GoHaa Ha MUKPO(]UIIAX COCTABISAIOTCS pa3feiIbHO HAa CTPaXOBBIC
KOIIMH KaXKJI0TO apXUBHOTO (pOH/A, OJTHY WJIM HECKOJBKO €T0 OIMKCEH.

YyeTHbIM HOMEPOM E€AMHUII ydeTa cTpaxoBoro ¢onaa W (QoHAa MOJIB30BAHUS
JOKyMEHTOB Ha OyMa)XHOW OCHOBE, M3TOTOBJICHHBIX HA MUKPOQUIIIAX, SIBISETCS YICTHBIN
HOMEpP OTCHSTOTO Jela, apXWUBHBIM IMHU(PPOM —, COOTBETCTBEHHO, APXHBHBIM MIHGD
OTCHSATOTO Jiesia ¢ jmoOaBieHneM uHaekca "CD" mias crpaxosoro ¢orma, "I1" (ITo3utus),
"I" (Jdnazoxomnus) njs oHA MTOTB30BaAHUS.

323. Enqunuiiel XpaHeHUs CTpaxoBoro ¢oHaa U (HoHIa TOJTB30BaHMS Ay IHOBU3YaTbHBIX
JOKYMEHTOB MJICHTUYHBI €IMHUIIAM XPAHCHHS ayTHOBHU3YaJIbHBIX JOKYMEHTOB.

CrpaxoBble KOMUH KHHO- M (OTOJOKYMEHTOB YYHMTHIBAIOTCS B KHUTAX YydeTa
MOCTYIUICHUHN U OMUCSAX cTpaxoBoro GoHaa u (hoHAa MOJIb30BAHUS.



CrtpaxoBbie Komuu (HOHOJJOKYMEHTOB HAa MATHUTHOM JIEHTE M TIPaMOPUTHHAIIOB
YUYUTBHIBAIOTCS B PA3HBIX KHUTAX y4yeTa MOCTYIUIEHUN U OMUCSX.

324. B UTOroBbIX 3aMMCAX KHUT y4eTa MOCTYIUICHUA U OMHCEN CTpaxoBoro (GoHaa u
¢dboHIa MOIB30BaHUS KUHO-, (OTOTOKYMEHTOB JOIMOJHUTEIBHO YKa3bIBAIOTCS KOJTHMUYECTBO
€UHUIl XPaHEHMS, COOTBETCTBEHHO, MPOMEXKYTOUYHBIX MO3UTUBOB W KOHTPATHUIIOB,
MO3UTHBOB U AyOJbHEraTuBOB, HeueTHBIX (1) 1 yeTHbIX (1) rpamMmopuruHaios.

B UTOroBBIX 3amucsSX K OMUCSAM CTPAaXOBBIX KONMUN KUHO-, (HOTO-, (POHOIOKYMEHTOB
yKa3bIBaeTCs TAKKE UX 00bEM B METpax, KaJpax, 4acax 3ByUaHUsI.

Homep eaunuipl ydera cTpaxoBoro ¢oHaa KUHO-, (GOTO-, (HOHOJTOKYMEHTOB
MIEPEHOCHUTCSI B ONTUCh U3 KHUTH Y4eTa MOCTYIUICHHH. APXUBHBIM MHA(PPOM EAHMHUIIBI yIeTa
cTpaxoBoro ¢oHga KHHO-, (OTO-, (HOHOJOKYMEHTOB SIBIISIETCS  COKpAIICHHOE
HAaMEHOBaHME apxuBa (ero odunuampbHas abOpeBHaTypa), HOMEpP CIWHUIII ydeTa
cTpaxoBoro ¢oHaa ¢ nodasienueM unjekca "Cd".

325. Ydet konui apXUBHBIX JOKYMEHTOB, CO3IaHHBIX B IIPOLECCE UX UCIOJIB30BAHUS U
BKJIFOYEHHBIX B (JOH]I MOJIH30BAHUS, BEACTCS B apXHUBE B OTJCIBHONW KHUTE yueTa KOIMUU
3TUX N0KymMeHTOB U B IC DA.

I'napa 5. Ucnonb3oBanue 1okyMeHTOB HaninonaabHoro apxuBHoro ¢goHaa u Apyrux apXuBHbIX
AOKYMEHTOB
Iaparpad 1. Onucanue apxXuBHbIX JOKYMEHTOB

326. OnucaHre apXuBHBIX JOKYMEHTOB apXuBa NPOBOAMUTCS HAa TPEX OCHOBHBIX
YPOBHSIX B COOTBETCTBUU C OPraHU3alMeN €ro JOKYMEHTOB: (POH/I, EAMHUIIA XPAHEHU S UITU
€AMHUIIA YYeTa, TOKYMEHT.

Eannuneit onucanus 1 00bEKTOM OMMCAHUSA SIBISIIOTCA (POHJI, €AUHUIA XPAHEHUS WA
€AMHUIIA YUYeTa, TOKYMEHT.

I'pynnsl  (poHAOB, ONUCH, KOMIUIEKTHI, TPYMIbl JAOKYMEHTOB, 4YacTH JOKYMEHTa
OTHCHIBAIOTCS KaK JOTOJIHUTEIbHbIE OOBEKTHI ONMCAHMSL.

327. IIpuHUUIBI ONTMCAHKS APXUBHBIX TOKYMEHTOB:

1) coorBeTcTBUE MHGOPMALIMN YPOBHIO €JUHULBI OMTUCAHUS;

2) B3aUMOCBS3b M B3aMMOJIONOJHAEMOCTh HWH(MOpPMAIUMU PA3NHYHBIX YPOBHEU
OMHCaHUS;

3) HenmoBTOpPAEMOCTh (HEAyOIMPOBAHHOCTH) MH(POpPMALMA B OMHCAHUSAX PA3HOIO
YPOBHSI.

328. OnucaHue apXWBHBIX JOKYMEHTOB HMEET CBOKO CTPYKTYpPy M COCTOUT W3
OTJENbHBIX 3JIEMEHTOB, KOTOpBIE IOMEIIAIOTCS B COOTBETCTBYIOIIME pa3zaeibl (6a3bl
naHHbIx) apxuBa u B UC DA.

DJIEMEHTHI ONMCAHMS COCTABIISAIOT CIIEAYIOIINE TPYTIIbL:

1) nadopmanus mo UAECHTU(GUKAIMN €IUHULBI ONMHCAHUS: HAUMEHOBaHUe (Ha3BaHUE
dbonaa, CTpyKTypHOH yacTu (HOHA00Opa3oBaTENsl, 3aroJIOBOK €IWHHULIBI XPaHEHUS WU
€IMHHULIBI y4eTa, JOKYMEHTa), CIIPaBOYHbIC JaHHbIC (apXUBHBIA MHU(p, 00bEM €IUHUIIBI
ONMCaHMs, KpailHWME NIaThl (JaThl Hayajda MU OKOHYAHMUS JeJjla) JOKYMEHTOB B €IUHULIE
OTHCAaHUs), BUJI HOCUTENS HH(POPMAIIHIH;

2) ucropudeckas crpaBka K GoHIY;

3) aHHOTAIMS;



4) unpopmanus 06 yCIOBUSIX IOCTYIA U UCIIOJIb30BAHUS;

5) nononmHUTeNnbHas HMHGPOPMAIUS: MECTOHAXOXKIECHWE OPHUTMHAIOB, HAJIWYHE U
MECTOHAXOXKICHHE  KOMWW  apXUMBHBIX  JOKYMEHTOB, TEMaTH4YeCKH W/HWIH IO
MIPOUCXOKJICHUIO CBSI3aHHBIX C IAHHOW SAMHUIIEH omucanwsi, Onbamorpadus.

329. Onucanue apXUBHBIX JOKYMEHTOB Ha ypOBHE (POH/a COCTOUT U3 Ha3BaHUs (poH/a,
CIIPABOYHBIX JaHHBIX, MUCTOPUYECKOW crpaBku K (OHAY, aHHOTauH, OubIMorpaduu,
uH(popMaI 00 YCIOBUAX HOCTYNa U UCTIOIb30BaHMUS.

330. CnpaBouHble JaHHbIe 00 apXWBHOM (OHAE COCTOSIT U3 TMOWUCKOBBIX JIaHHBIX
(Homepa onma), oobeMa hoHIA B €AMHUIIAX XpaHEHUS /WM €AUHUIIAX y4yeTa Mo BHUJIaM
JOKYMEHTAIH, KpalHUX JaT TOKYMEHTOB M0 KaXKAOMY BHAY TOKYMEHTAIIUU, YKa3aHUS Ha
Hanmnuue BHYTpH QongoBoro HCA.

331. Hcrtopuueckas crupaBka K ¢GOHIY COCTOUT M3 UCTOpuU (PoHmOOOpazoBaTens u
ucropuu GoHpa.

Jiisg 00beMHEHHOTO (POH/1a COCTABIAETCS 00IIast HCTOpUYECKas CIpaBKa.

332. Ucrtopus honnooOpazoBaTesiss apXMBHOTO (OHJIa OPraHU3alMK BKJIIOYAET AAThl
ero o0Opa3oBaHUs, INEPEUMEHOBAHUS, PEOPraHU3alWd, JIUKBUIAIMH, BEIOMCTBEHHYIO
MPUHAJICKHOCTD, CTPYKTYpY U (YHKIIMH, Ha3BaHUS OPTraHU3AIMU-TIPEANICCTBEHHUKA U
MPABOIIPEEMHHKA.

Hcropus ponnooOpazoBarenst apXMBHOTO (DOHIA TUYHOTO MPOUCXOKACHHS COCTOUT U3
KpaTKux Ouorpauyeckux JOaHHBIX ((GaMuius, UMs, OTYECTBO, IICEBIOHHUM, JI€BUYBS
bamunusi, Oatel OKU3HM, mpodeccus, JdaHHblE O CIyKeOHOW U OOIIECTBEHHOM
nesitenbHOCTH). i apXuBHOTO (DOHAA CEMbH, POJla aHAJIOTMUYHBIE CBEIECHUS JAIOTCS IO
CTENIEHH POACTBA O KaXJIOM W3 Jull mnociuenosarenbHo. Ha Qonpa, cocrosmmii u3
JOKYMEHTOB HECKOJIbKHX JIUI], CBSI3aHHBIX TBOPUYECKON AESITEIHbHOCTHIO, AHAOTUYHBIE
CBEACHMS JAIOTCS O KKJOM U3 HUX B aJi()aBUTHOM MOPSIAKE PaMIITU.

333. HUcropusa ¢oHAa BKIIOYAET AATy €ro NEepBOro MOCTYIUIEHUS B apXUB, 00bEM U
KpailHMe JaThl ApXWUBHBIX JOKYMEHTOB, CTEMEHb HX COXPAHHOCTH, OCOOCHHOCTH
(bopMHpOBaHUs, ONMUCAHUS U CHUCTEMATH3allMH, CBEACHHUS OO0 HM3MEHEHMSX B COCTaBE U
o0bemMe apxXMBHOro (oHAa U UX MPUYMHAX, HATUYUU APXUBHBIX JOKYMEHTOB JPYTUX
opranuzanuii unu jmil (pougossie BkrodeHus ), HCA k apxuBHomy poHy.

334. Uctopuueckas cripaBKa JIOMOJHSAETCS MPU JdajbHEelIeM nomnojHeHuu (oHma, a
TakKe B CIydasiX peopraHu3aliii, U3MEHEHUs CTPYKTYpbI, pyHKINH PoHI000pazoBaTeNs u
TakK Jiajuee.

335. Uctopuyeckas cripaBKa K apXMBHOM KOJUICKIIUM BKJIFOYAET CBEACHUSI 00 UCTOPUU
€€ CO3/laHusl, BPEMEHHU, YCJOBHSIX, NPUYMHAX CO3/[aHUSA, MPHUHILMUIAX TOCTPOCHHUS,
MECTOHAXO0XICHUH KOJUIEKIIMH JI0 MOCTYIUICHUS B apXUB, a TAK)XKE COCTaBHUTEJIE.

336. AnHHOTanusi BKJIIOYAeT KpaTKyl0 OOOOIICHHYIO XapaKTEPUCTUKY COCTaBa
apXUBHBIX JOKYMEHTOB IO CTPYKType (HOH/Ia 1 BUIaM apXUBHBIX JJOKYMEHTOB, COJIEPKAHUS
aApXUBHBIX JJOKYMEHTOB IO T€MaM, BOIIPOCaM, OTPAKAIOIIUM HAMPABJICHUS JESTEIBHOCTH
(bona000pazoBaTes, ¢ yKa3aHUEM XPOHOJIOTUU TEM U 0003HAYEHHEM MX reorpaduyecKux
(aAMMHUCTPATUBHO-TEPPUTOPHAIIBHBIX ) TPAHMUII.

337. Undopmanus 06 yclnoBUsAX TOCTyIa U UCIIOIb30BAHUS BKIIIOUAET CBEACHHUS O:



1) HaTUYUKM ApXUBHBIX IOKYMEHTOB, IOCTYN K KOTOPBIM U MOPSAIOK UX UCIOJIb30BaHUS
orpaHHYeHbl 3aKoHOAaTenbCTBOM Pecrybnuku Kazaxcran unn ¢ponnooOpazoBarenem;

2) NOAJIMHHOCTU WM KOIMITHOCTU apXUBHBIX IOKYMEHTOB, B TOM YUCJIE OTHECEHHBIX K
KYJIbTYPHBIM IIEHHOCTSIM, U 0CO00 IIEHHBIX JOKYMEHTOB;

3) ¢u3nUeCKOM COCTOSHUU apXHBHBIX JTOKYMEHTOB, BIHUSIONINX HAa BO3MOXKHOCTh UX
UCIIOJIb30BAHUS;

4) sanumuuu GoHA TOJIH30BAHMS;

5) Hanmuunu HCA k equHUIIEe ONMCAHMS;

6) s13bIKE TOKYMEHTOB, CIIOCO0OE MX BOCIIPOU3BEICHUS U APYTHUX OCOOCHHOCTEH.

338. bubmmorpadust k apxuBHOMY (DOHIY BKIIOYAET CIHCOK OMyOJWKOBAHHBIX H
HEONYyOJMKOBAHHBIX CIIPABOYHUKOB 1O (OHIY H JOKYMEHTAJIbHBIX ITyOJUKAIIHiA,
BBIIIOJIHEHHBIX HAa €r0 OCHOBE.

339. OnucaHue apXMBHBIX TOKYMEHTOB Ha YPOBHE €IUHULIBI XPAHEHUS WU €IUHHUILIBI
ydeTa BKJIFOYAET:

1) mopsiAKOBBIM HOMEP €AMHUIIBI XPAHESHUS WIIM €UHUIIBI YUETa;

2) cTapblii HHBEHTapHBIA HOMED;

3) 3aroJI0BOK €IMHUIILI XPAHCHUS WJIK €IMHUIIBI YUETa;

4) cnpaBOYHbBIC JIaHHBIC 00 €AMHUIIAX XPAHCHUS WU €UHUIIAX YUETa;

5) yka3aHus Ha IOJJIMHHOCTh WJIM KOMUUHOCTD;

6) yKazaHusi BUJa HOCUTEIISI WM CI0C00a BOCTIPOM3BEICHMUS,;

7) A3bIK, BHELIHHE OCOOEHHOCTH;

8) ycloBUs JOCTYIA U UCIIOJIb30BaHUS ApXUBHBIX JIOKYMEHTOB.

340. 3aroyioBOK €IWHHUIIBI XPAHEHHS YIPABICHYECKON IJOKYMEHTAIUU, €IWHHUIIbI
XpaHEHUs apXUBHBIX JOKYMEHTOB JIMYHOTO MPOMCXOXKJICHUS BKIIFOYAET HAMMEHOBAHUE
BHJIa APXUBHBIX JIOKYMEHTOB, aBTOpa(OB) apXUBHBIX TOKyMeHTa(OB), ajapecaTa(OB) WU
KOpPPECMOHEHTa(0B), KOTOPbIM HaIpaBJIEHbl, WJIA OT KOTOPBIX IMOJIYyYEHbl JOKYMEHTHI,
BOIPOC WJIM MPEJIMET, Ha3BaHUsI COOBITHSI, (DaKTa, MECTHOCTH, (DAMUJINU U MTHUIIAAJIOB JIUIIA,
K KOTOPBIM OTHOCHUTCSI COJIEP’KaHUE YKa3aHHBIX JOKYMEHTOB, TaThl COOBITUH.

B cnydae oTcyTcTBUSI HEOOXOIUMBIX CBEACHHUI B 3ar0JIOBOK BKJIFOYACTCS TOSICHSIOIIAS
nHopmarus — "aBTOp He ycTaHoBIIeH", ""0e3 naThl", ""He paHee...roja" U Tak Jgajiee.

[Ipu cocTaBiaeHHWU 3arojOBKa €IWHUIIBI XPAaHEHUs] BUJ €IWHUIIBI XpaHEHUS (€70,
MepernuckKa, JOKYMEHTBI, peecTp, aiab0oMm, >KypHal, KHUTa UM JpYyroe) WIM BUJ
(pa3HOBUJIHOCTH) JIOKYMEHTOB (IIPOTOKOJIBI, JOKJaibl, TMPUKA3bl, OTYETHI, AaAKThI
BOCIIOMHMHAHUs, CTaTbU, POMaH, 3alIMCHBIC KHIKKH), XapaKTEPU3YIOIINE COCTAB €IUHUIIBI
XpaHEHUs, YKa3bIBAIOTCS B HA4aJI€ 3ar0JIOBKa.

3aroioBKu CyNeOHBIX, CJIEICTBCHHBIX, JIMYHBIX, MEPCOHATBHBIX, ApPOUTPAKHBIX H
OpYTux  JAed,  COAEepKalluX  JIOKYMEHTBI,  CBSI3aHHBIE  MOCJIEIOBATEIILHOCTHIO
JETOMPOU3BOACTBA IO OJJHOMY BOIPOCY, HAUUHAIOTCS CO clioBa "nesno".

Enunuipl XpaneHusl, cojieprkaiiyie TOKyMEHThI IO OJTHOMY BOIIPOCY, HO HE CBSI3aHHBIC
MOCJIEI0BATEIBLHOCTBIO AEJIONPOU3BOACTBA, HAUMHAIOTCS CO CJIOBA "TOKYMEHTHI'', @ B KOHIIE
3aroJIOBKOB YKa3bIBalOTCS OCHOBHBIE BHJbI JIOKYMEHTOB. TE€pPMHHOM "ITOKYMEHTHI"
0003HAYAIOTCSI JTOKYMEHTBHI-IPUIIOKEHUST K KakoMy-au0o 0000IIameMy TOKYMEHTY



(mpukasy, pacropsKeHUI0, IPOTOKOIY). B poHaax TMUHOTO NPOUCX0KIEHUS 3TOT TEPMUH
ynoTpeOmsieTcst Il OMUCAHHUS PA3HOPOAHBIX IO BHAY OKYMEHTOB, OTHOCSIIUXCS K
OJIHOMY JIULLY.

B 3aronoBke €IMHULBI XpPAHEHWs, COJEpXkAIIel MEepernucKy ¢ OJHOPOJHBIMU
KOPPECIOHIEHTaMH, yKa3bIBaeTCs 00IIee BUJOBOC HAUMEHOBAHUE KOPPECIIOHICHTOB.

3aroJIoBOK €AMHUIIBI XpPaHEHMsI MPOEKTHOW WM KOHCTPYKTOPCKOM TOKYMEHTallUuu
BKJIFOUaeT WM@p 0o0beKTa, HAUMEHOBAaHUE MPOEKTA, CTaNI0, YacTh, HOMEP TOMa, aBTOpa,
roJi OKOHYaHUs pa3pabOTKU.

3aroJIoBOK €IUHMIIBI y4eTa KMHO-, BUIECOJOKYMEHTAa BKIIIOUAET aBTOPCKOE Ha3BaHUE
¢bunbpMa, CIeUaTbHOTO BBITYyCKa, KHHOXKYPHAJIa UM Ha3BaHUE COOBITHSI, OTPAXKEHHOTO B
KUHO- WU TEJIECIOXKETE, AaTy MPOU3BOJACTBA W/WIH JaTy ChbEMKH, (PaMUINU ¥ WHUIIUAIBI
pexxuccepa U/Uiu oneparopa ChbeMKH, SI3bIK JOKYMEHTA.

3aroyloBOK €IMHUIBI yyeTa (HOHOJOKYMEHTa BKJIIOYAET HA3BaHUE U KaHP
(OHOJOKYMEHTa, Ha3BaHUE, MECTO W JaTy OTpaxeHHoro coOwiTuda. Ilpu orcyrcTBUM
Ha3BaHUs (OHOJOKYMEHTA YKa3bIBA€TCSl OCHOBHOE COJIEP KaHUE TeJe- WK paAuonepeauH,
BBICTYIUIEHHsI, Oecelpl W Jpyroe. 3arojoBOK €OUHMIBI YydeTa (HOHOJOKYMEHTA,
COJIepKalllero 3allrcCh MPOU3BEJIECHUS JIMTEPATyphl M HCKYCCTBA, BKJIOYAET Ha3BaHUE
MIPOU3BEJECHUS U €r0 )KaHp, IEPBYIO CTPOKY TEKCTA, KOTOPAsI 3aKIHOYAETCS B KABBIUKH, €CITU
(OHOJIOKYMEHTOM SIBJISIETCS HE MMEIOIEE aBTOPCKOTO Ha3BaHMsS M HE OMYyOJMKOBAHHOE
paHee Mpou3BeJcHUE, (PaMUINK U MHULUAJIBI aBTOPOB W/WIIM UCIIOJHUTEIEH KaK caMoro
IIPOU3BENIEHUS, TaK U €r0 00pabOTOK, MEPEIOKEHUN, IEPEBOIOB, A3bIK (POHOTOKYMEHTA.
3arojIoBOK €IMHUIBI XpaHEHUs (POTOJOKYMEHTA BKIIOYACT ONMUCAHHE HU300paKeHUS
Wy Ha3BaHue poroanrOoMa, ciaiga, HeraTuBa, (aMUJIMIO M MHUIIHAIBI aBTOPa, MECTO U
JaTy ChEMKH.

341. CnpaBouHble aHHbIE 00 €AMHUIIAX XPAHEHUS WM €IMHULAX y4eTa BKIIOYAIOT
apXuBHbIA MM(Dp, 00bEM EAMHMIIBI XPAHEHUS WM EIUHULbI ydeTa, KpaillHWe AaThl
apXUBHBIX JOKYMEHTOB, JUIsl ayAHMOBHU3yaJlbHBIX JOKYMEHTOB — JaThl 3allUCU WU
Nepe3aIrcH, 11 JOKyMEHTOB Ha 3JIEKTPOHHBIX HOCUTENSAX — ATy 3aIllCH WIH IePE3aNrcH
Ha HOBBIN AJIEKTPOHHBIN HOCUTEIb.

342. ITonmMHHOCTh WJIA KOMMMMHOCTDh JOKYMEHTOB €AVHUIIBI XPAHEHUS WIH €IMHHULIBI
Y4eThl YKa3bIBAETCS MOCTIE 3ar0JI0OBKA C MMPOMUCHOU OYKBBI.

343. Cnocob BOCHpOM3BEACHUS YKa3bIBAETCA ISl JTOKYMEHTOB JieJia B CiIy4ae, €Clid OH
HEOObIYEH MJIsl COAep X allerocss B Jene BuAa (Pa3HOBUIHOCTH) JIOKYMEHTOB WJIM MMEET
MPUHIUITHATBHOE 3HAUCHHE JIJISl XapAKTEPUCTUKH COJEPIKAHMUS.

Jliis 0603HaueHus1 crnoco0a BOCIPOU3BEICHUSI TOKYMEHTOB yHOTPEOSIOTCS TEPMHUHbI
— "pykonucs", "aBrorpad", "MamuHonuce", "meuatHerit", "rekrorpad", "crexnorpad" u
ApyTHe.

344. K BHEUIHUM OCOOEHHOCTSIM apXUBHBIX IOKYMEHTOB (J1€71) OTHOCSITCS:

1) ocoObIii mucuMii MaTepuan (MeprameHT, MEIKU, TOMY OA00HOE);

2) ocoOblit MaTepHasl 00JI0KKHY U Tieperiera (Koxka, HAaOMBHAs TKaHb);

3) Hanu4Ke yKpanieHUu Ha 00JI0KKe, MIUTFOCTPALIMK WM YKPAIIeHHs TEKCTa;

4) A3bIK TOKYMEHTOB, OTJIMYHBIN OT SI3bIKa OCTAJIBHBIX JJOKYMEHTOB apXUBHOTO (DOHA;



5) neuaru;

6) HaJIM4Ke MpuiIaraeMbIx 00pa3ioB OyMaru, TKaHel U Tak Jajee.

345. JlaHHBIE O CTENEHU MOJHOTHI, CIIOCOOE BOCIPOM3BENIECHUS, BHEIIHUX U JPYTUX
OCOOEHHOCTSIX JOKYMEHTOB Jiejla MPUBOJATCS MOCJE 3arojoBKa M aHHOTALMM C HOBOM
CTPOKH.

346. VYcnoBus [OCTyNla K €IMHHMIAM XPAHEHWs WM €IUWHULAM Yy4yeTa M uX
UCII0JIb30BaHUS BKIIFOYAKOT CBEACHUS O HATMYUU:

1) apXMBHBIX JOKYMEHTOB, JOCTyH K KOTOPBIM U MOPSAJOK HUX MCIIOJIb30BAHMS
OrpaHUYEHbI 3aKOHOAaTeNbCTBOM Pecryonuku Kasaxcran win ¢ponnooOpasoBarenem;

2) NOJUIMHHUKOB JOKYMEHTOB, OTHECEHHBIX K KYJbTYPHBIM LIEHHOCTSIM, 0CO00 EHHBIX
JOKYMEHTOB W JIOKyMEHTOB, HaxOJSLIMXCS B HEYJOBICTBOPUTEILHOM (HU3HUECKOM
COCTOSIHHH;

3) dbonna noap30BaHMS;

4) HCA x enuHMIIaM XpaHEHUS WM €IMHUIIAM y4deTa.

347. Onucanue apXUBHBIX JOKYMEHTOB MPU HEOOXOIUMOCTHU JIOTIOHSETCS Ha3BaHUEM
apXuBHOTO (POH/IA U €r0 CTPYKTYPHOH 4acTH (OIUCH), aHHOTAIIMEN OTJAENIbHBIX apXUBHBIX
JOKYMEHTOB WJIM UX TPYMI JAHHON €MHUIIBI XPAaHEHHSI WM €UHULBI yUeTa.

AHHOTanusi JOKYMEHTOB €IMHHULBI XpaHEHUs NPEICTaBIACT COOOW KpaTKyIo
XapaKTEPUCTHUKY COJIEPKaHUS OTAEIbHBIX apXUBHBIX JOKYMEHTOB, OCOOEHHOCTH KOTOPBIX
HE OTPaXXEHBI B 3aI0JIOBKE €IMHULIBI XPAHEHUS.

AHHOTHPYIOTCSI 0CO00 LIEHHBIE TOKYMEHTBI, JOKYMEHTBI-IPHIIOKEHHUS. K OCHOBHOMY
JNOKYMEHTY, JOKYMEHTHl OPIraHHM3alUi-IIPEAIICCTBEHHUKOB, JOKYMEHTBI, COJEpIKallue
CBEJICHUS I10 JIMYHOMY COCTaBY, UMEIOIIME CIIPAaBOYHOE 3HAYECHHE, JOKYMEHTHI, KOTOPBIE
MOTYT CIIYXHUTb MIPEAMETOM CaMOCTOSITEIBHOTO MOUCKA, HATMYME KOTOPBIX B JAHHOM JIelie
HE MOKET OBITh ONpPENESIEHO IO €ro 3aroJIoBKy (BO33BaHUS, JIMCTOBKH, MPOKJIAMALIHUH,
OpOoLIOPBI, KAPTHI, IIJIAHBL, YEPTEKHU, (hoTOrpaduu U Tak Jayee).

[Ipy aHHOTMPOBAHUM MEYATHBIX MATEPHAIOB YKa3bIBAIOTCS BHJ JOKYMEHTa, €ro
HAaUMEHOBAaHME WJIM HayajbHbIE CJIOBAa JIOKyMEHTa (MpU OTCYTCTBUM HAUMEHOBAaHUSA),
BBIXO/IHBIE JIaHHBIE.

B aHHOTamusaX 4yepTeXHBIX M APYTrUX H300pa3UTENbHBIX MaTEpPUANIOB YKa3bIBaIOTCS
Marepuain, BuJ, (opMaT TOKyMEHTa U CIOCO0 €ro UCMOJIHEHHUS], ISl KapT — MacIuTao.

B koHue aHHOTauuu moj pyoOpuKod "ynmomMuHaroTca" MepeyucisitoTcs (paMuinu u
MMEHa (PU3NYECKUX JIUL, HAMMEHOBAaHUS OpraHu3aluid, reorpaduyeckie HauMEHOBaHUS U
IpyrUe CBEJEHUs, YIOMUHAIOUIMECS B IOKYMEHTAX U MMEIOIIHNE CYIIECTBEHHOE 3HAYCHHE,
3aTE€M YKa3bIBalOTCS HOMEPA JIUCTOB AaHHOTUPYEMBIX JIOKYMEHTOB.

AHHOTanus 0popMIIsIeTCs IOCIIE 3arojI0BKa C KPACHOM CTPOKH.

[Tpu 3HaUUTENBHBIX 00BbEMaX AHHOTUPYEMBIX TOKYMEHTOB AaHHOTAIIMSI COCTABIISIETCS HA
OTIIEJIbHOM JIUCTE, KOTOPBIA BKJIAJBIBAETCS MEXAY OOJOXKKOM W MEepPBBIM JIMCTOM
JIOKYMEHTA.

348. Ilpm aHHOTHPOBAHMM HE JOMYCKAETCA HCIOJb30BAaHUE CYOBEKTHUBHBIX
(hOpMYyJIMPOBOK M BBIPAKECHHUH, HE HECYIIMX OCHOBHOM CMBICIOBON Harpy3ku (''Bechbma



LICHHBIE JOKYMEHTHI", "OU€Hb MHTEPECHBIE JOKYMEHTHI", "B JOKYMEHTax COJEpKUTCS",
"TOKyMEHTBI KacaroTcs'").

349. Onucanue apXMBHOIO JOKYMEHTA BKIIFOUYAET:

1) 3arojioBOK apXMBHOTO JOKYMEHTA;

2) cripaBOYHbBIE JaHHBIE 00 ApXUBHOM JOKYMEHTE;

3) ykazaHue Ha NOJJIMHHOCTb UM KOMUHHOCTh ApXUBHOTO JOKYMEHTA,

4) BUI HOCUTEJS WJIA CIIOCOO BOCITPOU3BEICHUS;

5) yciioBuUsI TOCTYTIA U UCTIOJIb30BAHUS.

350. 3aronoBOK apXMBHOTO JOKYMEHTAa BKJIIOYAE€T HAMMEHOBAaHUE BUJA apXHWBHOTO
JOKyMEHTa, aBTOpa, ajpecara WM KOPPECHOHJIEHTa, KOTOPOMY HAIpaBiI€H WU OT
KOTOPOTO TMOJYYEH apXUBHBIA JIOKYMEHT, BONPOC WM MPEAMET, COOBITHE, (PaKT, JIUIIO,
Ha3BaHHE MECTHOCTH, K KOTOPbIM OTHOCHUTCS COJACpP)KaHUE YKA3aHHOTO apXWBHOTO
JIOKyMEHTa, 1aTy COOBITHS.

351. CnpaBoyHble JaHHbIE 00 apXHWBHOM JIOKYMEHTE BKJIIOUYAIOT apXUBHBIN MUQp,
cBeZieHus1 00 00beMe (KOJMYECTBE JIMCTOB) apXUBHOTO JIOKYMEHTA, 1aTax €ro Co3JaHusl.

352. Yka3aHue Ha NOAJIMHHOCTh WJIM KOIMITHOCTh JOKYMEHTA AAETCS MOCJIE AHHOTALIUU
K JIOKYMEHTY C MPOMUCHOU OYKBHI.

353. CnoBecHo-uudgpoBoil cmocod odopmiieHHs nAaThl (YKMCIIO, MECAl, TOJ)
WCIIOJB3YETCs MPHU ONMKUCAHUU MPABOBBIX aKTOB, TBOPUYECKON TOKYMEHTAIUU, TOKYMEHTOB,
Kacaroluxcsi mpaB U 3aKOHHBIX MHTEPECOB IpakKJaH, (PUHAHCOBBIX JOKYMEHTOB, JEIN MO
OJIHOMY BOIIPOCY, a TaK)K€ JTOKYMEHTOB, /I KOTOPBIX TaTUPOBKA UMEET BaXKHOE 3HAYCHHE
(mOKJIa]IBI, TUCTOBKU, CTEHOTPAMMBI, MUChbMA).

354. Ilpu BBISIBIICHUH KpallHUX AaT JOKYMEHTOB, COCTaBIIIOIIUX JEI0, YUUTHIBAETCS,
4TO:

1) HauanbHOM AaTOM Jlena SIBJISIETCS JAaTa COCTABICHUS (PETUCTPalMK) CaMOT0 PAHHETO
JOKYMEHTAa, @ KOHEYHOM — /1aTa COCTaBJIEHUS (PErUCTPALIMK) CAMOTO TO3AHETO TOKYMEHTA;

2) naThl JEKPETOB, YKA30B, TOTOBOPOB, OCTAHOBJICHHUM, TPUKA30B, PACTIOPSIKEHUN U
TOMYy TMOJ00HOE YKa3bIBAIOTCS MO BPEMEHM WX TMOAMUCAHUS, €CJIU JOKYMEHThI HE
JATUPOBAHBI, IaThl YKA3bIBAIOTCS TI0 BPEMEHH ONyOJMKOBAHMSI HJIU BBEJICHUS B JICHCTBUE;

3) kpaliHue nathl JUisl POrpaMM, IUIAHOB, CMET PAacXoJIOB, IITATHBIX PACHUCAHUMH,
OTYETOB U JIOKYMEHTOB HE MIPOCTABIISIOTCS;

4) ecnu B iesie JOKYMEHTHI-TTPUJIOKEHHS TaTUPOBAHBI paHee MEPBOro TOKyYMEHTa Jea,
TO UX JaThl OTOBAPUBAIOTCSI C HOBOM CTPOKHU — "MMEIOTCS JOKYMEHTHI 34 ... TO1";

5) ecnu aejaoM SBISIIOTCS KHUTH WK JKYPHAJIbl, TO KpallHUMU AaTaMu IS HUX OyAyT
JIaThl IEPBOU U MOCJIEIHEN 3aIUCH;

6) eciy €710 COCTOUT U3 KOMUNHBIX IOKYMEHTOB, H3rOTOBJICHHBIX 3HAUUTEIHHO MO3KE
CO37laHUsl WX TMO/JJIMHHUKOB WM TOJYYeHHBIX (oHI000pa3oBaTenemM st padOThI
(HammpuMep, B apXUBHBIX (DOHJAX PEAAKIIUNA, pa3TUIHBIX KOMUCCHUI), TO KpaWHUMU AaTaMu
OyIyT SIBASATHCS JAThl U3TOTOBIECHUS KOMUM (1aThl OJIMHHUKOB MIPUBOASTCS B 3aT0JIOBKE);

7) eciu neno ObUIO HAYaTO B OJHOM OpraHu3alvy, a 3aKOHYEHO B JPYrou, TO
BBISIBJISIFOTCS] TPU 1aThl — JlaTa 3aBEJICHUS JieJia B JIeJIONPOU3BO/ICTBE NIEPBOM OpraHU3allliH,
JaTa TMOCTYIUIEHHWS €ro BO BTOPYK OpraHu3aldio W JaTa 3aBEpUICHUS] €ro B



JIEeJIONPOU3BOACTBE TOCJIEIHEN opraHu3anuu (TepBble JIBE AaThl 0003HAYAIOTCS B BHU/E
npoon);

8) Mpu HAJTUYMUU B JieiaX JOKYMEHTOB JOPEBOJIIOIMOHHOTO U COBETCKOTO MEPUOJIOB B
KpaifHue AaThl BKJIIOYAIOTCA J1aThl JOKYMEHTOB 000UX MEPUOJIOB;

9) npu 0603HaYEHNUH J1aThl CHAYaja YKa3bIBAIOTCS YUCIIO, 3aTEM MECSII] U TO/I.

355. JlaTbl yKa3bIBatOTCS 1O TOMY CTHJIIO U TIOPSJIKY, IO KOTOPBIM JIaTUPOBAHBI CaMU
JIOKYMEHTBHI, 32 HCKITIOUCHHUEM:

1) nen, coaep Kaliux JOKYMEHTBI, OTHOCSIIHECS KO BPEMEHH IIEPEeBOJa CTApoOro Ha
HOBBIN CTHJIb, TO €CTh C 14 ¢eBpansa mo 1 urons 1918 romga, KoTopbIM JaeTcs JBOMHAs
JaTUPOBKA — CHaudajia MPUBOJUTCS JlaTa 1O HOBOMY CTHWJIIO, a 3a HEH B CKOOKax — Io-
cTapomy;

2) nmen, coAepKalux JOKYMEHThI, 00pa30BaBIIMECS O MEPEBOJA CTAPOro Ha HOBBIM
CTHUJIb U OTHOCAIIHUECS K COOBITHSM, MMEIOIIUM MEXIyHapOJIHOE 3HAUeHUE, KOTOPBIM
JaeTcs J1aTa 1Mo CTapoMy CTHITIO, a 32 HEM B CKOOKaX — IO-HOBOMY.

356. B cirydyae HEBO3MOKHOCTU YCTAHOBJICHUSI TOUHOM J1aThl, HA OCHOBAaHUM aHAJIU3a
COJICp)KaHMS JOKYMEHTOB JIeJIa OIPECAIOTCS MPUOIM3UTEIbHBIC €Tr0 JaThl, MPEaeiIbl
KOJIeOaHUM KOTOPBIX OroBapuBarOTCA. [[aThl WM OTJEIbHBIE UX 3JIEMEHTHI 3aKJIF0YAI0TCS B
KBaJipaTHbIe CKOOKHU. [1omHBIE WIIM OTAEIBHBIE UX SJIEMEHTHI, HE a0COJIFOTHO JIOCTOBEPHEIE,
COTIPOBOK/IAIOTCS BOTIPOCUTEILHBIM 3HAKOM.

Iaparpadg 2. Ilopsanok cocraBienust HCA

357. O6s3arenbHbIMU dyieMeHTaMu cucTeMbl HCA SIBISIFOTCSL apXUBHBIE CIIPABOYHUKHU
n 0a3bl JaHHBIX O COCTAaBE M COJICPKAHUM APXUBHBIX JTOKYMEHTOB, BHUJBI KOTOPBIX
OTIPENICIISIIOTCS 1[€JIEBBIM HA3HAYEHUEM: OMUCH, MYyTEBOAUTEINb, KaTaJIOT, yKa3aTelb, 0030p
JIOKYMEHTOB.

358. CocraBisroTcs MeKapXHBHBIE, MEK(GOHIOBbIE U BHYTPU(POHIOBHIE apXHBHBIC
CIIPAaBOYHUKH M 0a3bl JAHHBIX O COCTaBE U COJASPKaHUN apXUBHBIX JJOKYMEHTOB.

359. Onuce HUCNONB3YeTCs KaK AapXWBHBIM CHOPAaBOYHUK, MPEAHA3HAUYCHHBIM MJIs
PACKpBITUSI COCTaBa U COJICPKAHUS SANMHUIL XpaHEHUs, 3aKPETUICHHUS UX BHYTpHU (DOHIOBOM
CUCTEeMAaTHU3allNK U yUeTa.

Onuck COCTOUT U3 OMUCATEILHBIX CTATEH €IMHUIl XPAaHEHUSI, UTOTOBOM 3aIUCH, JINCTA-
3aBEpUTENS Jiejda M CIPaBOYHOro ammapara K onmucu. OObEKTOM OMNMHMCAaHUS apXHWBHBIX
JIOKYMEHTOB OITMCH SIBJISIFOTCS €IMHUIIA XPAaHCHUS WIIH CIMHUIIA ydeTa.

360. OnmcarenpHas CTaThs ONMUCH BKIIOYACT:

1) mOpsIAKOBBIM HOMEP €AMHUIIBI XPAHCHUSI, CTUHUIIBI YUETA;

2) nenonpon3BOACTBEHHBIN MHACKC WIHM CTapblii MHBEHTApHBIA HOMED;

3) 3aroJI0BOK €IMHUIILI XPAaHECHUSI WJIH €IMHUIIBI YUeTa;

4) kpaliHHU€ 1aThl JOKYMEHTOB, KOJMYECTBO JIUCTOB B €IMHUIIE XPAHCHUS;

5) yka3aHue Ha MOIJTMHHOCTL/KOMUUHOCTB;

6) SI3BIK, CITOCOO BOCIPOM3BEACHUS, CTETICHh COXPAHHOCTH apXUBHBIX JOKYMEHTOB,
BHEIITHHE 0COOEHHOCTH.

OmnucarenpHasi CTaThsi MOXKET OBITh JIOMOJIHEHA aHHOTAIMEH OTAEIbHBIX JOKYMEHTOB
(TpynIibl JOKYMEHTOB) €IMHUILIBI XPAaHEHUS UM €IMHUIIBI yUeTa.



361. B cripaBouHbIil anmapar K OMUCH BXOJSAT:

1) TUTYNBbHBIN JHUCT;

2) conepxaHue (OrJiaBiIeHUE);

3) npeaucioBue;

4) CIUCOK COKpAIlCHUH;

5) nepeBoiHbIE TAOIUIBI APXUBHBIX MHU(POB;

6) yka3aTelu.

362. Ha TUTYJIbHOM JUCTE OMUCH YKa3bIBAIOTCS IOJIHOE HAMMEHOBAaHUE apXHBa,
HAaUMEHOBaHKE apXUBHOTO (OH/IA, HOMEP apXUBHOTO (OH/Ia, HOMEP OMKCH, HAUMEHOBAHUE
OTIHMICH, KpalHWE TaThl apXUBHBIX JIOKYMEHTOB, BHECEHHBIX B ONTUCH. ECTN B OMMCH BHECEHBI
7ieNia 3a HECKOJIBKO JIET C MepepbiBaMu, HA TUTYJIBHOM JIUCTE MPOCTABISIOTCS TOJIBKO TE
TOJIbI, 32 KOTOPBIE HMEIOTCS JJOKYMEHTHI.

363. B conepxanuu (OTJIaBJIEHUWH) CIIPABOYHOIO ammapara K OMUCH MEePEUUCISIOTCS
MIPEUCIIOBUE, CIIMCOK COKpAIIeHUI HAUMEHOBAHMS BCEX Pa3ieioB, MOJPA3AeiioB U Ooliee
MEJIKUX TPYII JeJ, BKJIIOYEHHBIX B ONUCH, YKAa3aTEeH, MEPEeBOJHBIC TaOIUIBI MU(POB €
yKa3aHUEM HOMEPOB COOTBETCTBYIOIIUX JIUCTOB OIHUCH.

364. IIpeaucioBue COCTABISETCS K OT/EIBbHOW OMUCHU WM OOIee KO BCEM OMUCAM
apxuBHOTO (OHIA, KOTOPOE TOMIMUCHIBACTCS COCTABUTEIEM C YyKa3aHHWEM JIaThl
COCTABJICHHUSI.

B npenucnoBun kpatko uznararoTcs uctopusi GoHA000pa3oBaTelis ¢ CChUIKAMHU Ha
MIPaBOBBIC aKThI U JOKYMEHTHI oHAa. K enuHoi onrcu 00beAMHEHHOTO apXUBHOTO (hOoHIa
COCTaBJIsieTCs 0011Iee IPEIUCIOBUE.

365. CrucoK COKpAIllEHHUI COCTaBIISIETCS, €CJIM B OMKMCHU UCMOJIb3YIOTCS COKpPAICHHbIE
cioBa. CokpallleHHs pacnoJiararorcs B ajipaBUTHOM MOpsiAKe. B CMCOK HE BKIHOYAOTCS
oOlenpuHATEIE  COKpailleHus:  cioB. [IpousBosibHOE  oOpa3oBaHUE  COKpalleHUN
HCKITFOYAETCS.

366. K onricu cocTaBisitoTCsl OOIIME U CTIELIMANIbHBIE YKA3aTelu.

OO6mmii ykazaTesib OMUCH COCTOUT M3 CChUIOYHBIX JAHHBIX Ha TMOPSIKOBBIE HOMEpa
SAVHUIIBI XPAHCHUS WM €JIMHUIIBI YUeTa.

JIist BoIIEAIIMX B HAY4YHBIH OOOPOT apXUBHBIX (DOHIOB, BKIIIOYAIOIIUX APXUBHBIE
JOKYMEHTHI ApyTux (oHg000pazoBaTeneld, ¢ LENbl0 OOECIeUeHUs] MOUCKAa apXUBHBIX
JOKYMEHTOB ONpeieIeHHOro PoHI1000pa3oBaTessi COCTABISAETCA ClIEHUAIbHbIA yKa3aTelb
BKJIFOUCHHBIX (DOHIOB. B HUX yKa3bIBarOTCS HOMEpa U HAMMEHOBAHUS apXUBHBIX (DOHIOB,
HOMEpA JIeJ1, OTHOCSIIMXCS K JIAHHBIM apXUBHBIM (DOHIaM.

367. IlepeBoiHbIE TAOIUITBI APXUBHBIX MIU(DPOB COCTABISIOTCA B CIIy4ae mepepaboTKu
OTIMICH M COZICPIKAT OTCHIJIKUA OT CTAphIX K HOBBIM apXUBHBIM HIudpam 1o Gopme:

1) HOMep niena o cTapoil OIKUCH;

2) HOMeD JieJia 10 HOBOM OTHCH;

3) npuMeydaHus.

ITepepaboTka onuCcH 3aKTFOYACTCS B COCTABIICHHHM HOBOM OIMCH ITyTEM YTOYHEHUS WU
COCTABJICHHMSI 3aroJIOBKOB ©IWHHWIl XpaHCHUS WIM CIWHHII YydYeTa, COCTaBJICHUS
HE0OXO0IMMOT0 CITPAaBOYHOTO alnapara K onucH. B mpolecce pegakTHpoOBaHus 3ar0J0BKOB



IIPOBEPSIOTCS TPABWJIBHOCTh TIEPEadd 3arojIOBKOM COJEpKaHUS JOKYMEHTOB JICII,
YTOUHSIOTCS JaThl, (OHIIOBas, CTPYKTypHAas, NPUHAIJIC)KHOCTH Jel. YCTPaHSIIOTCS
WUCKOKEHMS, HETOYHOCTH, CTHJIMCTHYECKHE W TPAMMATHYECKHUE OIIMOKH, MPOBOIUTCS
yHUDUKAIUS 3ar0JIOBKOB, paciInpOBBIBAIOTCS COKpaIieHus. B HE0OXOMMMBIX Ciydasx
MIPOBOJIUTCS AHHOTUPOBAHKE OTACIBHBIX JTOKYMEHTOB.

PenakTrpoBaHre 3aroJIOBKOB MPOBOJUTCS IO TEKCTY BTOPOTO 3K3EMILISpA OIHCH C
MOCIICAYIOIICH ee rmepenedyarkoil. Bce m3MeHeHNs U YTOYHEHUS 3ar0JIOBKOB ITEPEHOCITCS
Ha O00JIOKKHU J€1.

YHHUUTOKEHHE CTapbIX OMHCEH IMOocie uX nepepadoTku 3amperniaercsa. CTapble Onucu
YYUTHIBAIOTCS TI0O HOBBIM OITHCSIM Ha MPaBax OTIACIBHBIX CAMHUI] XPAHCHUS M IIOMETIAIOTCS
B KOHIIC HOBOW OMHCH 3a IMOCJICIHUM HOMEPOM IOJi CBOUM 3aroJIOBKOM M C OTMETKOU
"Onuck nepecocrtapiieHa".

ITo nroram nepepabOTKH OMUCH COCTABIIACTCS aKT ONMUCAHUS APXUBHBIX JIOKYMEHTOB.

IMaparpad 3. [lopsaaok cocTaB/ieHUs: MyTeBOAUTE/IEl, KATAJIOIOB, yKa3aTeJieil, 0030p0OB, MOHTA:KHbBIX
JIHCTOB KUHO-, BUACOAOKYMEHTOB U apToMaTtusuposannoro HCA

368. IlyreBoauTens mpencTaBiseT COOOM apXWBHBIM CHPABOYHHK, COACpKAITUN
cBelmeHrss 00 apxXWBHBIX (OHAAX apxXWBa B CHCTEMATH3UPOBAaHHOM BHJIC U
MpeTHA3HAYCHHBIA TSI 03HAKOMJICHHS TIOJIb30BATEIISI C UX COCTABOM U COJICPKAHUEM.

[TyTeBOANTENb COCTOUT M3 OMMCATEIBHBIX CTaTeH apXWBHOTO (POHIA M CIPABOYHOTO
ammapara.

B cnipaBouHbIif anmapat myTeBOIUTENS BXOISAT:

1) TUTYBHBIN JTUCT;

2) coneprxkanue (oriaBiIeHUE);

3) npeaucnoBue;

4) CIUCOK COKpAIlICHUH;

5) npunoxeHus (Ipy UX HATUYUN);

6) ykazarelu.

K nmyreBoauTento cocrapnsercs odmas oubdauorpadusi.

B MHOTOTOMHBIX HM3IaHHSIX MYTEBOJIUTEICH COCTABIISIETCS CIIPABOYHBIN ammapar s
BCETO M3]aHUs B 11€JIOM WJIU JJISI OTACIIBHBIX €T0 TOMOB.

369. Buibl myTeBOAUTENCH:

1) myTeBoauTens 1o ¢GoHAaM apxuBa (apXUBOB);

2) TemMaTU4YeCcKui myTeBOAUTENb 10 hoHAaM apXuBa (apXUBOB);

3) KpaTKuii cipaBOYHUK 10 (OHIAM apXHUBa (APXUBOB).

CocTaBIsIOTCS apXUBHBIE (BHYTPUAPXUBHBIC) U MEKAPXUBHBIE Ty TEBOIUTEIIH.

Bun nmyteBoauTens u cxema MOCTPOCHHS ONPEEIISIETCS €T0 IEJIeBBIM Ha3HAUCHUEM.

[TyTeBoautens mo ¢oHmaMm apxuBa (apXHBOB) COICPKUT CUCTEMATHU3UPOBAHHBIN
MePEUYCHbh XapPaKTEPUCTUK APXUBHBIX (POHIIOB, COCTOSAIIMX M3 Ha3BaHUsA (PoHIA, HOMEpa
dbonma, oobemMa (QoHAAa B EAMHUIAX XPAHEHUS WIM €AUHUIIAX Yyd4eTa, KpaHUX aaT
JOKYMEHTOB 10 KaXJIOMy BHJY JIOKYMEHTAIlUH, MCTOPHUYECKOW CITpaBKH, aHHOTAIIUH,
oubmmorpaduu o Gonay. IlepedueHr XxapaKTEpUCTUK MOXKET OBITh JOTIOJIHEH CITUCKOM HE
AHHOTHPYEMBIX (DOHIOB, COCTOSIIIIMM U3 Ha3BaHUI ()OH/IOB M CITPABOYHBIX JIAHHBIX O HUX.



OOBeKkTOM omnucaHus B MyTeBoaUTENE TT0 (JOHAaM apXUBa (ApXHUBOB) BBICTYIIAET (POHI.

Tematnueckuii myTeBOoAMTENh TI0 (oHIaM apxuBa (apXWBOB) COCTOHUT U3

CUCTEMATHU3UPOBAHHOTO TIEPEUHS XapaKTEepUCTHK (OHAOB WM dYacTed (OHJOB,
COJIEpKaIlUX JOKYMEHTHI IO ONPEIEICHHON TeMe (TemMam).

Xapaktepuctuka J0KyMeHTOB ¢oHma (doumoB), yactu QoHma (dhoHIOB)
TEMaTUYECKOI0 IMyTEBOAUTENA 10 (OHIAM apXHuBa (aApXUBOB) COCTOUT U3 Ha3BaHUs (HoH/A,
HOoMepa (oHAa, KpalHUX J1aT TOKYMEHTOB (OH/Ia, HOMEpA OMKUCH (OMHUCEH), colepkKaIInx
JOKYMEHTBI TI0 TeME, yKa3aHusl Ha Hanuuue BHyTpH apxuBHOro HCA x ¢onny (ponmam),
aQHHOTAIlUM IOKYMEHTOB M OubOIuorpaduu 1o Teme.

Kparkuii cnpaBouHuk 1o oH1aM apxrBa (apXUBOB) COAEPKUT CUCTEMATU3UPOBAHHBIM
MePEUYCHb XapaKTEPUCTHUK apXUBHBIX (DOHIOB, BKIIOUAIOIINX HAa3BAHUS ApXUBHBIX ()OH/IOB
U CIpaBOYHbIC JaHHbIe O HUX. KpaTkuil CripaBOYHUK COCTABISIETCA HA BCE XPAHSIIUECS
dboHABl apxWBa WM ONpeAeNieHHYI0 rpynmy (OHIO0B (HOBBIX IOCTYIUICHUSX,
pacCeKpeUYEHHBIX U NIEPE/IaHHbIX Ha OTKPBHITOE XpaHEHHUE).

Kpatkue cipaBoyHUKH MOAPA3ACIAIOTCS HA aHHOTUPOBAHHBIE U HEAHHOTUPOBAHHBIE.

370. CocTaB peKBU3UTOB ITyTEBOJUTEIIS YTBEPIKIAECTCS YIIOTHOMOYEHHBIM OPTraHOM.

371. Katanor sBaseTrcss MeX(POHIOBBIM apXWBHBIM CIPABOYHHKOM, B KOTOPOM
CBEJICHUS O COACPKAHUU apXUBHBIX (DOHIIOB, CIUHUI] XPAHEHUS, APXUBHBIX JTJOKYMEHTOB
(WM uX 4Yacteil) crpynmnupoBaHbl MO IMpeaMeTaM (TeMam, OTPacisiM), PACIIOIOKEHHBIM B
COOTBETCTBHUH C MPUHATON CXEMOU KJIacCU(PUKAUU JOKYMEHTHOM HH(OpMAIIUK.

372. COBOKYITHOCTb pPa3IM4YHbIX B3aUMOCBS3aHHBIX U B3aUMOIOMOIHSIOIINX KaTaJ0TOB
o0Opa3yeT CUCTEMY KaTaJOrOB apXuBa.

373. CocTtaB cHUCTEMbI KAaTaJlOTOB apXHBa OMPEEISETCS COCTAaBOM U COJECpPKAHUEM
ApPXUBHBIX JOKYMEHTOB, HHTEHCUBHOCTHIO UX UCIIOJIB30BAHUS, CTETICHBIO Pa3pad0TaHHOCTH
apXUBHBIX (POH/IOB, HAUITMUYUEM U Kau€CTBOM JIPYTMX TUIIOB apXWBHBIX CIIPABOYHUKOB.

374. Cuctema KatajJoroB apXxuBa COOTBETCTBYET CIEIYIOUIUM TPeOOBaHUSAM:

1) cOOTBETCTBUE MPUHIIUIIOB MOCTPOCHUSI KATAJIOTOB UX 11€JIEBOMY Ha3HAYEHUIO;

2) pamuoHaJbHAas CTPYKTypa KaTalloroB, oOOecleurBaroias ONTUMAaIbHOE
pazHooOpasue acreKkToB MHGOPMAIIMOHHOTO TTOUCKA;

3) ucKkIIOYEHHUE TapaJlieIn3Ma B TPYIIUPOBKE HHPOPMAILIUU B PA3IMYHBIX KaTaaorax
CUCTEMBI;

4) WUCKIIOYEHUE HEOMpaBIaHHOTO AyOJUpOBaHUS U IIUPOKOE MPUMEHEHUE
OTCBUTIOYHBIX KQpPTOUYEK M YKa3aTeJIeH.

375. CocTaBnsitocsi BHyTPUAPXUBHBIE U MEXKAPXUBHBIE KATAJIOTH.

OOBEKTOM OINHUCAaHUS B KAaTaJIOTe SBIISIFOTCS JOKYMEHT (Tpymma JOKYMEHTOB, YacTh
JOKyMEHTA), €IWHHIA XPAaHCHUs] WM €JUHUIA ydeTa, omuch, ¢oHAa (Tpynma (HoHIOB),
coziepkarie HHPOpPMaIMIO 1O OTMPEIEICHHON TeMe (BOIIPOCy).

B apxuBe paboTa 1o nmoAaroToBKe, CO3JaHUIO U BEICHUIO KAaTaJIOroB (KaTajaoTu3aliusl)
BEJIETCS Ha IIOCTOSIHHOM OCHOBE.

B xoxe karamoruzanuu omnpenensercs 04epeaHOCTh BhIOOpa apXHUBHBIX (DPOHIIOB, UX
CTPYKTYPHBIX 4acTel, OTOMPAIOTCS U OMUCHIBAIOTCS JIeJla U apXUBHBIE JOKYMEHTHI.



376. B 3aBUCHMOCTHM OT CXEMbl IIOCTPOEHUS KaTajJoTH NOAPA3LAEISAIOTCS Ha
CUCTEMATUYECKHE, TEMATUYECKHE (KAaTaJIOrH IO UICTOPUHU OpraHn3aluii, aIMUHUCTPATUBHO-
TEPPUTOPUAIBHOTO JEJIECHUS] U JAPYTHE), MPEIMETHbIE U MX PA3HOBUAHOCTH (MMEHHOM,
reorpaduyeckuit, 0ObEKTHBIN).

377. B cucreMaTn4ecKkoM KaTajore 00beKT OMHUCaHus KIacCU(PUIMPYETCs IO OTPacisiM
HAayKH, 3HAaHWI, TMPOU3BOACTBA, OSKOHOMHUKM M PpACIOJIATaeTCs B  JIOTUYECKOU
MOCJIEIOBATEIHLHOCTA B COOTBETCTBUU C MPUHATON cXeMo KiacCupUKAIMKU JOKYMEHTHOU
uHpopmaruu. [lpu OTCYTCTBUM COOTBETCTBYIONIMX KATaJOTOB K CHUCTEMAaTHUYECKOMY
KaTaJory WIH €ro MOoJpa3esiaM COCTaBISIOTCS MPEeIMETHBIHN, reorpaduueckuii 1 UMEHHOU
yKa3aTelu.

378. B TemaTnuecKkoM KaTanore 00beKT OMUCAHMS IO TEME TPYNIIUPYETCA M0 MOATEMAM,
pyOpukaM U noapyOpuKaM B JIOTMUECKOHN MOCIEN0BATEIbHOCTU. TeMaTHuuecKuil KaTajaor
CO3/1a€TCs B CIy4yae rpyNIUpPOBKH MHPOPMAIIMU B HEM IO MPU3HAKY, OTCYTCTBYIOILIEMY B
CUCTEMATUYECKOM KaTaJore.

379. B karanore no UCTOPUM OpraHu3aluil OOBEKT ONMUCAHUS KIACCUPUIMPYETCS IO
OTpacisiM HayKH, 3HAHUHM, IPOU3BOJCTBA, SKOHOMHUKH, 3aTE€M II0 IOJBEAOMCTBEHHOCTH,
TUIaM opranu3anuil (0aHku, 3aBOJbl, (PaOpPUKH, TPECTHI U TaK Jajiee) 1 HAUMEHOBAaHUAM
OpraHu3alyii B ai()aBUTHOM IMOPSIIKE HAUMEHOBAHUU.

380. B karanore no UCTOPUM AIMHUHUCTPATUBHO-TEPPUTOPHAIBHOIO JEIEHUS OOBEKT
ONHUCaHUs KJIacCu(UUUPYETCs O BUAAM aIMUHUCTPATUBHO- TEPPUTOPUANIBHBIX €TUHULL U
UX HaMMEHOBAHUM B aji()aBUTHOM MOPSIJIKE.

381. B npeameTHbIX KaTajgorax oOBEKT ONMUCAHMs KJacCUPUUUpPYETCs MO ai(paBUTY
MpEAMETHBIX TOHITHH ((PaKThl, COOBITUS, TeorpaduueCcKrue HAUMEHOBAHMUS ), (PaMUITHIL JTUIT
Y CUCTEMATU3HUPYETCS B XPOHOJIOTHUECKOW WJTU JIOTMYECKOU MOCIe10BATEIbHOCTH.

382. CaMOCTOATENBHO CYIIECTBYIONINE KAPTOTEKH CBSA3BIBAKOTCS C CUCTEMOM KaTaJIOrOB
MyTEM OTCBUIOK.

383. B cocTtaB onmmucarelbHOM CTaThbM KaTajiora BXOJST: Ha3BaHHE apXUBa, WHIECKC,
pyOpuka, moapyOpuiKa, gaTa COOBITHS, MECTO COOBITHS, cojaep)KaHue, HoMmep (oHIa,
Ha3BaHue (OHJIAa, HOMEPA OIUCH, SAUHUIIBI XPAHEHUS WM €AMHULIBI yUeTa, JTUCTOB, SI3bIK
JOKYMEHTa, CIIOCOO BOCIpPOU3BEACHHUS, (aMUIMSg COCTaBUTEIS M JaTa COCTaBIICHUS
ONMUCATEIbHON CTaThH.

384. McTOYyHMKAMU TOMOJHEHUSI CUCTEMbI KaTaJOTOB SIBISIOTCS TEMATHUYECKHE H
MPEAMETHO-TEMAaTUYECKUE KAPTOTEKH, KAPTOTEKU IO JIMYHOMY COCTAaBY Ha JOKYMEHTHI
HanOoJiee MHOOPMATUBHBIX U YACTO HUCIOJIb3yEMBIX (DOHIOB.

385. Hudopmarusa KaTadoKHOM KapTOYKH, HA KOTOPOM MPOBOIUTCS OMHCAHUE
JOKYMEHTOB TIpU KaTaJOTU3allid, NPEICTaBIsIeT COOOH COBOKYIHOCTb CBEJCHUU O
COJIEpKaHUU W TIOMCKOBBIX JaHHBIX JOKYMEHTOB, COCPEJOTOYEHHBIX B OIMCATEIBHOMN
CTaThe.

Ha onnoit xaTanoxHOU KapTOUYKE ONMCHIBAXOTCH:

1) mpu onucaHuu JOKyMEHTA — OT/AEJIbHBIN TOKYMEHT U3 JIeNa, OCBSIIEHHbIA OTHOMY
BOIpocy (0cO00 IEHHBIM WM BaXXHBINA MO COACPMKAHUIO) MPHU YCIOBHUH, €CIIM OCTAJIbHbBIC



JOKYMEHTBI 3TOTO Jiejia KacaloTcsl JPYTruX BOIMPOCOB, WM YaCTh OJTHOTO JIOKYMEHTA, €Cliv
BECh JIOKYMEHT KacaeTcsi MHOTHMX BOIIPOCOB (HAaIpUMeEp, OTYETHI, TPOTOKOJbI);

2) npyu ONUCAaHUU EAVUHULBl XPAHEHWS WIM EIWHULBI ydyeTa — JEJ0 LEIUKOM,
Kacaroleecs: OJTHOr0 BOIPOca, COOBITHS, IEPENHUCKA IO OAHOMY BOIIPOCY;

3) npu rpyIIIoBOM OMMCAaHUHU — FPYIIA JOKYMEHTOB OJTHOTO JIeJia 10 OJTHOMY BOIIPOCY,
OpeIMEeTy, €CJIM IO 3TOMY K€ BOMNPOCY HMMEIOTCA JTOKYMEHTHI B JIPYTUX Jeliax, TO
JOKYMEHTBI Ka)KJIOTO JieJia OMUCHIBAIOTCS HA OTEIbHON KapTOUKe;

4) rpymnma oJHOPOJHBIX JIeT OJTHON apXUBHOM OIKCH.

386. Ilpuembl TPyNIUPOBKU CBEACHUM I OMUCAHUSA ONPENEISIOTCS COJEp:KaHUEM
JOKYMEHTOB. ['pymnmoBas KapTOouka COCTaBIIAETCS K OTACIBHOM apXMBHOW OINHUCH WIIU
rpymIe apXUBHBIX OMHUCEH, €Clii OHU OOBEANHSIOT TEMAaTHUECKYIO TPYIITY JOKYMEHTOB, a
TaKk)Ke K apXUBHOMY (DOH/IY B IICJIOM.

387. Ilocne 3aBepiIeHUs ONMUCAHMS JOKYMEHTOB Ha KaTaJI0KHOM KapTOUYKE ITPOBOISATCS
€€ MHJEKCHUpPOBaHUE, KOTOPOE 3aKJIF0UAETCsl B BHIOOPE WIIM COCTABJIEHUU OMPEIECIEHHOTO
UHJEKca (MHIEKCOB), U OTHECEHUE €r0 K COOTBETCTBYIOIIEH MH(pOpMAIUU KaTaJI0KHON
KapTO4KU. MHIEKCUPOBAHKME OCYILIECTBIIETCA IyTEM aHAINA3a COACP/KaHMUS KaTaJOXKHOU
KAPTOUYKM U OTHECEHUS €€ K ONPEIEICHHOMY CTPYKTYpPHOMY IMOAPA3ACICHUI0 CXEMBbI
KJIaCCU(PUKALINH.

388. KapTouku cucreMaTu3upyroTcs 0 MHACKCAM M pyOpHKaM M pacCTABISIIOTCS B
KaTaJiore.

389. lys1 yCTaHOBJICHHMSI CBSI3U MEXAY pa3/iellaMH KaTajora WIH pa3JeioB KaTajlora ¢
IPYTUMH ApXUBHBIMU CHPABOYHUKAMHU MPUMEHSAETCS CUCTEMA OTCHUIOK. B OTCBUIOUHBIX
kaproukax rpadsl "Pyopuka" u "IlogpyOpuka" 3anmomHstoTcs B 00b19HOM TOpsiike. B rpade
"CopepxaHue" NUIIETCA — "CMOTPETh TaKXke..." U YKa3bIBAIOTCSA WHIEKCHl HAMMEHOBAHUM
COOTBETCTBYIOIIMX MOJPA3[AEICHUN KaTajora WM APYroro CHpaBOYHHMKA, K KOTOPBIM
JAETCsl OTCHUIKA.

390. IIpy MHAEKCHUPOBAHUM MTPOBOJATCS PEIAKTUPOBAHME KAPTOUEK U MX MEPBUYHAS
JKCIIEPTH3a, B XOJIe€ KOTOPOH OOBEIMHSIOTCS OJHOPOAHBIE MO COAEPKAHUIO KapTOUKH,
BBICTISIIOTCA K JajbHEWIel mepepabOTKe HEKAYeCTBEHHbIE W MallO3HAUYUTEIbHbIC
KapTO4KU. BTOpu4Hast sKcIepTr3a OCyIECTBIISIETCS B IPOLIECCE CUCTEMATU3alUN KapTOUYEK
M0 MHJIEKCaM, IIPU 3TOM BBIJIETSAIOTCS 1yOJIETHBIE U MOTJIOUIEHHBIE KAPTOUKHU.

391. He pexe omHOro pasa B TpU Troja NPOBOJIWUTCS NEPUOAAYECKAs IPOBEPKA
CUCTEMAaTHYECKOT0 KaTajora Ha NPaBWIBHOCTh pPa3MELIEHUS KapTOUeK MEXAY
pa3lIeIUTENSIMU U HEOOXOJUMOCTh BBEJICHUSI HOBBIX pa3eiuTeNeH.

392. B mensx ydera pabOThI 1O KaTaJOTHU3AIMKA aPXUBHBIX JOKYMEHTOB B JIeJI€ HIKE
3aBEPUTEIILHON HAJAMUCHU CTABUTCA IITaMII — ""KaTajaor" Win orMedaeTcs — "JIJI. ... OITMCaHbI
JU1sl KaTtanora'. AHaJOTMYHbIE OTMETKM O 3aBEPUICHUWH KaTaJoTU3allud JTOKYMEHTOB IO
OTJIETIbHBIM OIUCAM MPOCTABJISIOTCA HA JIUCTaX ISl 3aBEPUTEIbHBIX HAAMMCEN B OMUCSX.

393. 3aBepuieHUE KaTajoru3aluu JOKYMEHTOB apXUBHOTO (oHaa odopmisieTcs
CIIPaBKOM, KOTOpasi BKJIIOYAETCS B J1e710 apXUBHOTO (hoHa. B cripaBke yka3pIBaloTCs HOMEp
Y HaMMEHOBaHUE apXHBHOTO (hOHAA, /1aTa MPOBEACHUS KAaTaJOTU3ALMH, €€ UCTIOTHUTENb,



KOJIMYECTBO COCTABJICHHBIX U BKIIFOUEHHBIX B KATaJIOT apX1UBa KaAPTOUEK, /1aTa COCTABJICHUS
CIPAaBKH, JOJDKHOCTb JIMLA €€ COCTABUBLIETO U €r0 MOJAIHUCH.

394. B xypHane, KapToTeke wind 0a3e MaHHBIX apXuBa BeneTcs MO(OHIOBBIN (TI0
Ka)KJI0 OMKCH) FOCYJApCTBEHHBIN YUET JIeJl, NOABEPTHYTHIX KaTaJOTU3allH, C YKa3aHUEM
HOMEPOB €.

395. Yder nocTyIjieHui KapToueK B KaTajor BEJETCS MO KaXJA0OMY KaTajory OTJAeIbHO
B CIICIHMAIBbHBIX KHUTaxX WM 0a3ax JaHHBIX, B KOTOPBIX OTMEUAIOTCS JaTa MOCTYILICHUS
KapTOYeK B KaTajor, HAMMEHOBAHUE U HOMEP apXUBHOTO (oHAa, PaMUIUs COCTaBUTEIS,
OTMETKa O BKJIIOUEHUU MACCHBA KApPTOYEK B KATAJIOT.

E>XeroqHo ycTtaHaBIMBaeTCs KOJUYECTBO KapTOYEK, NOCTYNHBIIMX U BKIIFOUEHHBIX B
KAaTaJIOT. YUeT COCTABJICHHBIX U BKIIFOUEHHBIX B KATAJIOI KAPTOUYEK BEAETCS B MACHOpPTE
apxuBa.

396. Vkazarenu MNpeNCTaBIAIOT €000 andaBUTHBIA, CUCTEMATUYECKUNA WM
COCTaBJIICHHBIN M0 KAaKOMY-THOO MHOMY NpPU3HAKY IePCYCHb Ha3BaHUI (HAMMEHOBAHUIA)
IPEIMETOB, YIOMUHAEMBIX B ApXUBHBIX TIOKYMEHTAX, C YKa3aHUEM UX apXUBHBIX HIU(POB.

397. Yka3zatenu nensitcs Ha BHyTPU(POHI0BbIE, MEXK(POHIOBbIE, MEKAPXUBHBIE, 8 TAKKE
TeMaTUYECKUE, MPEIMETHBIC (0OIIHE U CIIEIUATIbHBIC), XPOHOJIOTHYECKHUE.

398. OnucaTenbHas cTaThsd yKa3aTess COCTOUT U3 MIPEAMETHOTO NOHATHS (pyOpHUKH) U
apXMBHBIX MIHA(POB.

B 3aBucuMocTy 0T Ha3HAYEHUS yKa3aTels pyOpruKa MOXKET OBITh:

1) mpocToii, TO €CTh HE UMETh NOJIPYOPUK;

2) CIO0XHOM, TO €CTh UMETh OJIHY OAPYOPUKY WIIH ONPEEIICHUE;

3) THE3/I0BOI, TO €CTh UMETH JIBE WJIM HECKOJIBLKO MOAPYOpHK.

[To cTpykType pyOpHK pa3inyaroTcsa yKazaTrelu riyXue, aHHOTUPOBAHHbIE KPATKUE U
AHHOTHPOBAHHBIE TIOJIHBIE.

['myxumu SBASIOTCA yKa3aTeld, pyOpUKH KOTOPBIX BKIIFOUAIOT 0003HAUYECHHUSI MOHSATUN U
apXUBHbIE TIU(PBHI.

AHHOTHPOBaHHBIMU KPAaTKUMU SIBJSIFOTCS yKa3aTelld, B pyOPUKH KOTOPBIX BXOMST
0003HAUYECHUs TOHATUHN, AapXUBHBIE IU(QPBL, KpaTKUE TOSCHEHUS U OMNpPEJEICHHUS;
aHHOTUPOBAHHBIMHM TMOJIHBIMM — YKa3aTelld, B COCTaB KOTOPBIX BXOASAT OOO3HAYECHUS
MOHATUHM, apXWBHblE MHUQPBL, KpaTKUE TOSICHEHUS, ONpENeNieHUus | MNOAPOOHbBIE
XapaKTEPUCTHUKHU.

399. CBsa3p Mexay OJIM3KMMU TOHSATUSMU B yKaszaTelle OCYLIECTBISIETCS IyTeM
MpUMEHEHUs OOIIUX CCHIJIOK (OTCHUIOK) — "CMOTPETh" M YaCTHBIX — ""CMOTPETh Takxke'.

OO111as1 CChITIKA UCTIONB3YETCS B CIIy4ae OTCHUIKH:

1) OT CHHOHMMOB, HE IPUHSATHIX B KaUeCTBE PYOPHUKHU WM OAPYOPUKH;

2) OT cokpalieHHoH (HOpMBI TOHATHUS K TTOJTHONU U HA000POT;

3) OT YacTHOro, BUJOBOTO K POJIOBOMY TMOHSTHIO, €CJIM B yKa3aTejle CHCTeMa JIaeT
CCBUIOYHbIE JaHHBIE TOJILKO B CIIOXKHOU PYOpHKE;

4) OT BTOPOTO U MOCJEAYIOMIMX W3 TPYNIbI MOHITUH, COSTUHEHHBIX COI030M "U" Min
3aMsThIMU, K IEPBOMY;

5) oT moHsTHS B IPSAMOM (hOpMe K MOHSATHIO B UHBEPCHOM (opMe.



YacTHas ccbulKa MPUMEHSETCS ISl CBA3U POJIOBOIO MOHSTHS C BUAOBBIM, €CJIM OHU
COCTAaBJIIIOT OTHEIbHBIE CTaThU YyKa3arelsd, a Takke s TOHSATUW, CBA3aHHBIX
aCCOIMAaTUBHBIMU OTHOILICHUSIMHU.

400. Ykazarenu COCTOST U3 pyOpHUK, BKITFOYAIOIITUX JaThl COOBITHH, SBICHUHA U (PaKTOB,
WM J1aTbl JOKYMEHTOB, PACHOJIOKEHHBIX B XPOHOJOTMYECKOM MOPSIKE, B MOMCKOBBIX
JAHHBIX CCBUIKH JIal0TCS HA CTPAHUIIBI WIIA pa3/ieiibl KaTajlora MO0 CIipaBOYHHKA.

401. B TtemartnueckoM yKa3zaTelle TOHSTHS PACKPBIBAIOTCS WM MPEACTABISIIOTCA B
JIOTUYECKON (CHCTEMATHUECKOW) MOCIeI0BATEIbHOCTA Yepe3 Ipymiy (psia) MpeaMETHBIX
NOHATHH,  pACHOJOKEHHBIX  COTJIACHO  MPUHATOM  cXemMe  Kilaccuukanuu U
B3aMMOCBSI3aHHBIX MPUYHUHHO-CIEICTBEHHBIMU M CUCTEMHBIMH CBS3SIMHU: HUCTOPUYECKHUE
(bakThl, COOBITHS, SBJICHUS, HANMEHOBAHMS OPTraHU3AIMi W MpodYee, CBI3aHHBIC C ITUMH
(hakTamMu COOBITHSIMHU.

DneMeHTaMU OINKCAaHUSI TEMATUYECKOTO yKaszaTelsl SBIAIOTCS pyOpuka, moapyopuka,
naTta coOBITHSI, MECTO COOBITHS, CO/iepKaHue, apXuBHbIN mudp. HaumenoBanus pyopuk u
noApyOpUK B HEM MPUBOJIATCA B UMEHUTEIILHOM TaJIEKeE.

402. T'pynnupoBKa TOHSATUH BHYTpU OOIIMX W CIEUUATBHBIX YyKa3aTelen
OCYLIECTBISIETCS B al(aBUTHOM Mopsiike. B oOmmx ykazaTensx Mpu HAIMYUU CIOXKHBIX,
Pa3HOPOJHBIX MOHSITUI MOKET UCIIOIB30BATHCS CUCTEMATUUYECKUI IPUHIUIT TPYTIITUPOBKU
MOHATUH, al(paBUTHOE PACIIOJIOKEHUE TPUMEHSIETCS Ha MOCIEAHEM ITAIe CUCTEMATH3AIUY.

OCHOBHOHM PpEKBU3HUT OIUCATEIBLHOM CTaTb — MpPEJAMETHOE MOoHsATHE (pyOpuKa,
noapyopuka) QopMynHpyeTcss B BHJI€ HaUMEHOBAHHS, BBIPAXKEHHOTO, B OCHOBHOM,
CYIIIECTBUTEIIbHBIM WJIM COUYETAaHUEM CYIIECTBUTEIBHBIX (MHOTIa C MpUjlaratelbHbIMU) B
MMEHUTEIBHOM MaJIekKe, B €MIUHCTBEHHOM WJIM MHOXXUTEIILHOM YHUCIIE.

403. Pyopukamu B reorpaduueckoM yKaszaTese sIBISIOTCS HAMMEHOBAHUS TOCY/1apCTB,
aIMUHUCTPATUBHO-TEPPUTOPUATILHBIX €AUHUIl, MOpEH, peK W ApYyrux reorpaduueckux
noHsTui. [Ipyn nepenMeHOBaHUM TeOrpapUUECcKOro MyHKTa B TEKCTE OH YKa3bIBACTCS MO
NpeKHUM W HOBBIM HAaMMEHOBAaHUEM, 3a OCHOBHOE NPUHHMMAETCS O00O03HA4YCHHE,
SBJISIFOILIEECS] XPOHOJIOTMYECKU TTocieAHUM. [IpexxHee HaMMEHOBAaHKUE YKA3bIBAECTCS PAJIOM
C HOBBIM B CKOOKax W BHOCHUTCS B YyKazaTelib B COOTBETCTBYIOIIEH andaBUTHOU
IIOCJIETIOBATEIBHOCTH CO CCBUIKOM Ha HOBOE HAMMEHOBAHUE.

['eorpaguyeckre HaMMEHOBaHUS, IPEACTABIISIOLIME COOOM CIIOAKHBIE TTOHITHS, JAIOTCS
0e3 MHBEpPCHUU 110 MIEPBOMY CJIOBY.

404. OOoOmiaronie  MOHATHS WM AJIMUHHCTPATUBHO-TEPPUTOPHAIILHBIC
HAaMMEHOBAHHUSI BKIIIOYAIOTCS B yKa3aresab 0e3 MOsICHEHUS!.

405. UmenHol ykazaTeiab BKJIIOYAaeT (aMWIMK, WUMEHA, OTYECTBA, (Pa3HOYTCHWSI,
TICEBJIOHUMBI, PO3BUIIA, KITUIKH).

B nmenHOM yKkazaTese UMEHa JIMI] YKa3bIBAIOTCA B COOTBETCTBUU C JJOKyMeHTamu. [Ipu
MCIIOJIb30BAHUU HETOJHOTO MMEHU (COKpAIllEHHOE WMMsl, MPO3BHUILE, IICEBJAOHNM), HO OHO
OOIIEU3BECTHO, TOJHOE MM YKa3bIBa€TCsI B CKOOKaX M BHOCHUTCS B YyKas3aTelb IO/
COOTBETCTBYIOIIIEH OYyKBOW anaBuUTa CO CCHUIKOM Ha OCHOBHOE OOO3HAUYCHHE JIMIA B
yKazaTee.



B ciiyyae pazHouTeHMs B HAMMCAHUK OJTHOM U TOM ke (haMUIIUU, CBEICHHSI U CChUIOYHbBIE
JaHHbIE JAIOTCS IMOJ MPaBUIBHBIM HAaMMEHOBAaHUEM JHIla. Pa3HOUTEHUS MPUBOIATCS B
CKOOKax BCJIE] 32 MPaBUIbHBIM HAMMCAHUEM B COOTBETCTBYIOIIEM all(haBUTHOM MOPSIKE CO
CCBUIKaMH Ha HETo.

damuiany, MMEHAa W OTYECTBA MEPENAIOTCS B yKaszarele I0 COBPEMEHHOMY
(doneTnueckomy o003HaueHut0. Ctapble HAMMCAaHUS, UMEIOIINECS B TEKCTE, YKa3bIBAIOTCSA
BCJIE/] 32 COBPEMEHHBIMHU B CKOOKAX M BHOCSITCS B YKa3aTellb CO CChUIKOM Ha COBPEMEHHYIO
dhopmy.

[Ipu ynoMuHaHUM B TEKCTE JIMI[ C OJUHAKOBOW (amMuivedl U MHULIMATaMU UMEHA U
OTUYECTBA YKA3bIBAIOTCS MOJHOCTHIO U JIETAIOTCS MOSICHEHUS.

JIBoiiHbIC (hamMIITK 3aHOCATCS B UMEHHOM yKa3aTeNb 110 IEPBOMY CIIOBY O€3 MHBEPCHUH.

406. XpOHOJIOTUYECKHI yKa3aTelb COCTOUT U3 PYOPHUK, BKITIOUAIOIINX JaThl COOBITUH,
ABJICHUH U (PAKTOB, WM JIaThl IOKYMEHTOB, PACIOJI0’KEHHBIX B XPOHOJIOIMUECKOM MOPSIJIKE.
XPOHOJIOTUYECKUH YKa3aTellb COCTABIISCTCS TIIyXUM.

407. O630pbl MNPEACTABISAIOT COOOW apXWBHBIE CHPABOYHUKH, BKIIOYAIOIINE
CUCTEMATU3HPOBAaHHBIE CBEICHHUS O COCTAaBE U COJEPKaHUU OTIEJIbHBIX KOMILIEKCOB
ApXUBHBIX JOKYMEHTOB, JIOMOJHEHHBbIE WX HWCTOYHUKOBEAUECKUM AaHAIU30M, W
MOApAa3AEAI0TCS Ha 0030phl (POHIOB U TEMATUYECKHE 0030PHI.

O0630p ¢GoHAa BKIIOUAET CUCTEMATHU3UPOBAHHBIE CBEACHHS O COCTaBE U COAEPKaHUU
apXUBHBIX TOKYMEHTOB OJIHOT'O apXUBHOTO poHaa. OObEeKTOM onucanus A 0030pa poHaa
SABJISIFOTCSL JOKYMEHT (TpyIna JOKYMEHTOB, YacTh JIOKYMEHTA), €IUHUIIA XPAHCHUS WU
eMHHULIA yueTa OgHoro (oHaa.

Temarnueckuit 0030p BKJIIOYAET CHCTEMATU3WPOBAHHBIE CBEIEHUS O COCTAaBE MU
COJIEp’)KaHUU APXUBHBIX JOKYMEHTOB OJHOTO WM TPYMIMbl apXUBHBIX (OHIOB OJHOTO
(BHYTpUApXHMBHBIN) MM HECKOJBKUX apXHUBOB (MEKAapXHUBHBIN) MO OMPEEIECHHON TeMe.
OObeKTOM oOmucaHusl sl TeMaTH4YecKoro 0030pa MO JOKYMEHTaM apXuBa (apXHBOB)
ABIISIOTCS TOKYMEHT (Tpymia JOKYMEHTOB, YacTh JIOKyMEHTA), €IWHUIA XPAaHCHHs WU
eAUHMIA yueTa oHoro ¢oHaa (yactu GpoHaa, Tpynisl POHIOB) apxuBa (apXUBOB).

408. O630p COCTOUT M3 COBOKYITHOCTH WHIUBUIyAIbHBIX WU TPYIIOBBIX aHHOTAIUI
OTJENbHBIX TPy €IMHUL XPaHEHUS UM eIMHUL yueTa, TokyMeHToB 1 HCA.

B anHOTanum mnsnaraercs cojep:kaHue TPyIIbl €IUHUI] XPAHECHUS WM SIUHUI] yueTa,
JOKYMEHTOB C UICTOYHUKOBEIUECKUM aHAJIM30M, YKA3bIBAIOTCSA OCHOBHbBIE Pa3HOBUAHOCTHU
JIOKYMEHTOB, UX aBTOPbI, COJEPKAHHUE, XPOHOJIOTMUECKUE PAMKH, TOJJTMHHOCTh, ApXUBHBIE
U PHI.

B cripaBounslii anmapar 0030pa BXOJST TUTYJIBHBIN JIUCT, COJlepKaHue (OTIaBIeHNUE),
MpeIucIIOBUe, CIUCOK COKpaIleHui, yka3arenu. K Tematnueckomy 0030py COCTaBISIFOTCS
criucok (oHI0B, HHGOPMAITHS O KOTOPBIX COIEPKUTCS B 0030pe, U Oudanorpadus mo teme
0030pa.

409. MoOHTaXHBIA JIUCT KUHO-, BUACOJOKYMEHTA MPEACTABISIET COOOH apXHUBHBIM
CIIPAaBOYHUK, KOTOPBIA OCYILECTBISET YYET, PACKpBhIBAET COAEPNKAHUE U 3aKpEIIsieT
CUCTEMATHU3ALIMIO OTJIEIbHBIX MJIAHOB (MOHTAXHBIX KaJIPOB).



MOHTaXHBI JMCT KHWHO-, BUJCOJOKYMEHTa IPEACTaBiIsAeT CcOO0OM IMOKagpOBOE
OMHCaHWE 3aKOHUYEHHOTO KHUHOMpPOM3BeAeHUs ((uiabma, CHEUBBITYCKa, KHUHOXYpHAla,
Tenecrokera). MOHTaXHBIN JIMCT 00pa3yeTcsl B MPOIECCEe CO3AaHUs KHHOMPOU3BEACHHS U
MIOCTYIIAa€T B apXWB B COCTAaBE TEKCTOBOM CONPOBOJMUTEIBHON JTOKYMEHTAlUU K
KMHOJOKYMEHTY WJIM BUJICO(POHOTpaMME.

MOoHTaXHBI JIUCT COCTABIISIETCS B IBYX SK3EMILIIPaX, OJUH U3 KOTOPBIX UCIOJIb3YETCS
B paboTe uccienoBareneil U pabOTHUKOB apXHBa, BTOPOM — IEPEIUIETACTCS U CIYKUT
CTPaxXOBOM KOITHUEH.

410. MoHTaXHBI! JINCT KHHO-, BUJCOJTOKYMEHTA COCTABIIICTCA B apXUBE B CIIy4ac €ro
OTCYTCTBHS U COCTOUT U3 3arjaBHbIX HAAMKUCEH, OMMMCATEbHBIX CTATEN U UTOTOBOM 3aIHCH.

B 3arnaBHBIX HAANUCSX YKA3bIBAIOTCA Ha3BAHHME apXMBa, HOMEP MOHTAXHOTO JIUCTA,
Ha3BaHUE KUMHOJIOKYMEHTa C YKa3aHHEM €ro XapaKTEpPUCTHK (O3BYyYHMBAaHHE, I[BETHOCTD,
KOJIM4YECTBO 4acTeH ), HAMMEHOBAHUE CTYUH, 1aTa IPOU3BOJICTBA KHHOJOKYMEHTA, aBTOPBI
¢bunbMa (pexuccepsl, ONEepaTopbl, aBTOPHI CLICHAPUS).

411. CocraBineHre MOHTaXXHOT'O JMCTa MPOU3BOIAUTCS I10 MO3UTHUBY KMHOJOKYMEHTA
IIPM IIPOCMOTPE €ro Ha 3BYKOMOHTaKHOM CTOJIE C €r0 OJHOBPEMEHHBIM OIMCAHHEM B
CIEAYIOIIEN TTOCIEA0BATENBHOCTH:

1) HoMep m1aHa 1Mo MOPSAKY;

2) onpenesieHue T1aHa (0OIIMiA, CpeAHUIN WM KPYITHBIN );

3) MeTpax IiaHa;

4) kpaTkoe cofiepxKaHle U300paKeHUs MJIaHa KHHOJIOKyMEHTA.

412. Tlocne okoHuYaHusi PaOOTBHl C MO3UTHBOM Ha 3BYKOMOHTaXHOM CTOJIE IpHU
HEOOXOJMMOCTH OCYILECTBIISIETCS CBEpKa MO3UTHBA C HEraTUBOM U JIABaHJOM Ha IpeaMeT
COOTBETCTBHS APYT APYTY BCEX AIEMEHTOB KOMIUIEKTa KUHOJOKYMEHTA.

413. MOHTaXHBIN JIUCT HA BUACOAOKYMEHT CO31AETCS B apXUBE.

MoHTaXHbIE€ JIUCTHI CHELBBIMYCKOB, KMHOXXYPHAJIOB WJIA JIETONMCHOTO MaTepuasa
HayMHAIOTCA ¢ 0(OPMIIEHUS TUTYJIBHOTO JIUCTA, HA KOTOPOM YKa3bIBAIOTCS MX Ha3BaHUA,
roJIa BBIITYCKA, CTYIMU IPOM3BOJICTBA, [IBETHOCTH, 03ByYE€HHOCTH, CEKYH/IbI, IOCEKYHIHOTO
XpPOHOMETpaka (Hayasjaa U KOHIIA 3aIUCH).

[locne omnucaHus TUTYJIBHOIO JIMCTA OCYLIECTBISIOTCS IOIUIAHOBOE ONMCAHUE
BUJ1€0(h)OHOTrpaMMBbI, KOTOPOE MTPOUCXOUT B CIEAYIOIIEH MOCIEI0BATENbHOCTH:

1) HoMep m1aHa o MOPSAKY;

2) onpenesieHue MaHa (0OIMiA, CpeAHUN WM KPYITHBIN );

3) NOpsIAKOBBIM HOMEP CEKYH/Ibl, C KOTOPOW HAUYMHAETCA 3alUCh U300paXKeHUs IJ1aHa;

4) yka3aHMe Ha HaJM4Yue IBETHBHIX IUIAHOB B YEpPHO-0€lIoM HU300pakeHUu
BHJ1€0(hOHOTPAMMBI MJTH YEPHO-OEIIBIX B IIBETHOM.

B KoHIlE MOHTa)XHOro JHCTa YKa3bIBAIOTCS MJOJKHOCTb, (paMMJIMS COCTaBUTEIS
MOHTaKHOT'O JINCTA U JaTa COCTABIICHMUS.

414. ApxuBHBIE CIIPaBOYHUKH BEIYTCS B apXUBE B aBTOMATHU3UPOBAHHOM PEKHME,
00€ecreynBaeM BO3MOXXHOCTH OMNEPAaTUBHOTO H  MHOTOACMEKTHOIO TIOUCKA U
MPEACTABICHUS TOKYMEHTHON MH(GOPMALIMK, B TOM YKCIIE€ B PEKUME YJIAJIEHHOTO I0CTYTA.



415. OcHoBoli hopmupoBanusi aTomatuzupopanHoro HCA sBisroTCsS onucareabHbIe
CTaTbH apXUBHBIX CIIPABOYHHUKOB apXUBHOTO (DOHAA, €AMHULL XPAaHEHHS] WM €AHHUIL yUeTa,
apXUBHOTO TOKYMEHTA, a TAK)KE KIIIOUEBbIE CJIOBA U PyOPUKATOPHI.

416. OcHOBHBIMYM BHJaMHU KIIFOUEBBIX CJIOB MpHU BeleHUH aBToMatuzupoBanHoro HCA
SABJISTFOTCSL:

1) "rematuka" — TepMHUHBI, 00O3HayarIIMe B KpaTtkol dopme ¢akThl, COOBITHSA,
SIBJICHUSI, BUJIBI JICSITEILHOCTH, OTPAKEHHBIE B IOKYMEHTaX 00bEKTa OMMCAHUA U TaK Jajiee;

2) "mepcoHanuu" — TEPMHHBI, UACHTUDUIIUPYIONIUE JIUI, C KOTOPBIMU CBSI3aHbI
€AVHUIIBI OMMCAHMS JAHHOTO YPOBHS, TEPMUHAMU MOTYT ObITH (paMUIMU C UMEHEM U
OTYECTBOM, GaMWIUKd C UMeHeM, (amunuu 06e3 HHHUIMATIOB, C OAHUM WM ABYMS
MHULAAJIaMU, TICEBJOHUMBI, TPO3BUIIA U TAK JAJIEE;

3) "reorpadusa" — TEpMUHBI, ABISIOMHUECS TeOrpaPUUIeCKUMU WM TOMOHUMHUYIECKUMU
HAaUMEHOBaHUSAMM (HAaUMEHOBAHMs CTpaH, oOjacTei, ryOepHui, Ye3l0B, BOJOCTEH,
HACEJICHHBIX ITYHKTOB, MOpEH, peK U Tak Jajee).

417. KitoueBble ciioBa BBOJAATCS B 0a3y JaHHBIX B MPOLIECCE ONMUCAHUS KOHKPETHOIO
00BEKTa WJIM TOCJIE €ro 3aBEpLIECHUS,, MOTYT COCTOSITh U3 OJHOIO CJIOBA MM KOPOTKOIO
CJIOBOCOYETAHMS M IOMEIIAIOTCS B CHELMAIbHBIN (Daiiil KIFOYEBBIX CIIOB.

418. BeixogueiMu ¢Gopmamu aBTomatuzupoBaHHoro HCA sBustorcs mnepedyHu
apXMBHBIX (POHIIOB, €IMHUI] XPAHCHHS WM E€AWHMI] y4yeTa, JOKYMEHTOB, OTBEYAIOLIUE
yCIOBUSIM ~omepaTuBHOro mnoucka. Ha ocHoBe wuHpopManuu, conepkaueiics B
aBTomatuzupoBanHoM HCA apxuBa, GOpMUPYIOTCS TEKCTbl CIIPAaBOUYHUKOB BMECTE C HX
BHYTPEHHHUM CIPABOYHBIM amnmnapatoM (MyTEeBOJUTENH, KPAaTKHUE CIPABOYHUKH, apPXUBHBIC
omucu). [lpm aBTOMaTU3UPOBAHHOM (POPMUPOBAHMU TEKCTA CIPABOYHUKA (haiiiibl
KJIFOUEBBIX CJIOB MCHOJIB3YIOTCS I aBTOMAaTU3UPOBAHHOIO COCTABJIEHUS yKa3aTenel K
CIIPaBOYHHUKY.

419. Jlns xaxaoro ypoBHS ONMUCaHHW B Oa3e JaHHBIX aBToMatusupoBaHHoro HCA
CO3JAaI0TCS CUCTEMATUYECKHE U TEMAaTUYECKUE PyOPUKATOPBI.

Jls1st ypoBHs apxuBHOTO (hOHIA pyOPUKATOPOM, TTPETHAZHAYCHHBIM IS POPMUPOBAHUS
TEKCTa IMyTEBOAMUTENS MO apXUBHBIM (POHJAM apXHBa, SIBJISETCS CXE€Ma CHCTEMaTU3aluu
apXUBHBIX (POHJIOB B IIyTE€BOJAUTEIIE.

420. Ins xkaxxaoro ypoBHs onrcanus B 0a3ax nanubix HCA apxuBa npenycMaTpuBaeTcs
Ha0oOp MpoUEAYp MHOIOACIEKTHOTO MOMCKA MH(GOPMAIMK MO KIIOYEBBIM CIIOBaM, IO
TEKCTaM aHHOTAllMM, MCTOPUYECKOW CIpaBKH, MO TEKCTaM IMOJHBIX M COKpAILEHHBIX
HAaMMEHOBAaHUI 00bEKTa ONMCAHUS, TIOJHBIX U COKPAILIEHHBIX TEPEMMEHOBAHUN apXUBHOTO
dbonma w/mau GoHAO00Opa3OBaTENd, MO XPOHOJIOTHYSCKOM IPHUHAIICKHOCTH OOBEKTa
onucanus (Mo KpaltHUM JaTaM JOKYMEHTOB, BXOJAIIUX B €AMHUILY OMTUCAHMUSI), IO TFH0O0OMY
COUYETaHUIO IEPEYNCIICHHBIX PEKBU3HUTOB.

421. lIpencrapieHue pe3yabTaTOB MOMCKA MPOU3BOIUTCS B CICAYIOMMX (popmax:

1) 6a3a maHHBIX, peayLMpOBaHHAs B COOTBETCTBUU C YCIOBUSIMU 3aMpoOCa;

2) TeKCTOBBIN (paiis1 MM pacrieyaTka ONUCAaHUM, YIOBIETBOPSAIOIIMX 3aMpocC.

422. CrnpaBouHblil anmapar K 0a3aM JaHHBIX MO JIOKYMEHTaM apXuBa peaiu3yeTcs B
BuJEe 0a3bl TaHHBIX, COJEpIKAILlEH ONMMCaHNEe HUMEIOIIMXCS B apxuBe 0a3 nJaHHbIX. B 6azax



JAHHBIX COJIEP KATCsl CBEACHMS MO Ka)XXO0W aBTOHOMHOW 0a3ze JaHHBIX — HAMMEHOBAHHE
0a3bl TaHHBIX, IEPEYCHB €€ PEKBU3UTOB, YPOBEHB (YPOBHU) €IMHHUIIBI (€AMHHUIT) OMTUCAHUSA,
TEKyIIH 00beM B 3alMCSX W/WUIIHM B MerabaiiTax, ykazaHue Ha CUCTEMbI yIpaBiIeHUs OazaMu
JaHHBIX WJIH SI3BIK POTPAMMHUPOBAHUS, HCTIOIH30BAHHBIX JIJIsI CO3aHMUs 0a3bl JAHHBIX.

Ilaparpad 4. Ucnojib30BaHue apXUBHBIX JOKYMEHTOB apXHBa

423. Tlo xareropusiM JIOCTyIlla apXUBHBIC JIOKYMEHTBHI JACNSTCS HAa OTKPBITHIC U
OrPaHUYEHHOIO JIOCTYIIA.

OTKpBITBIMU SABJISIIOTCS] BCE apPXUBHBIE JOKYMEHTHI, IOCTYII K KOTOPBIM HE OTPAaHUYEH B
COOTBETCTBUM  C  MEXKIyHapoJHbIMH  JoroBopamu  PecnyOmuku — Kasaxcraw,
3aKoHOJaTeIbCTBOM PecnyOnuku Kazaxcran, a Takke Mo COIIacui0 COOCTBEHHHKA WIIU
BJIa/I€JIbIIa aPXUBHBIX JOKYMEHTOB, HAXOASIIUXCS B YACTHOM COOCTBEHHOCTH.

K apXuBHBIM JOKyMEHTaM OrpaHUYEHHOTO TOCTYNa OTHOCSTCS:

1) apxuBHBIE TOKYMEHTBI, COAEP/KAIIUE CBEJICHUSA, COCTABISIOIINE TOCYAapCTBEHHbBIE
CEKpEThI UJIM UHBbIE OXpaHseMble 3akoHamMu PeciyOnuku KazaxcraH TaliHbI;

2) apXUBHbIE JTOKYMEHTBI, COJE€p)Kalllu€ CBEACHUS O JUYHOW M CEeMEHHON TaliHe
(U3UYECKOro JIMIA, €r0 YaCTHOW KU3HM, a TAKXKE CBEICHUS, CO3JAIOUIME YIPO3y €ro
0e30I1aCHOCTH;

3) apxuBHbIE JOKYMEHTHI, COOCTBEHHUKH WJIHM BJaJeJIblIbl KOTOPHIX, MepeaBas ux B
apXHB, YCTAHOBUJIM B JOTOBOPE YCIOBHS JOCTYIIa K HUM U UX UCIIOJIb30BAHUS;

4) NOJUTMHHUKU 0CO00 IIEHHBIX IOKYMEHTOB, JIOKYMEHTOB, OTHECEHHBIX K KYJIbTYPHBIM
IIEHHOCTSIM, U apXUBHBIX JIOKYMEHTOB HA®, nmpu3HaHHBIX B COOTBETCTBUM C MyHKTaMU
203-204 wnactosimux [IpaBun HaxoAsSIIMMHUCA B HEYIOBICTBOPUTEIHHOM (U3UIECKOM
COCTOSIHHH.

Hoctyn monp3oBaTesss K TaKUM JIOKyYMEHTaM, 0a3aM JaHHBIX W UX HCIIOJIb30BAHUE
OCYILECTBJISIFOTCSI C Y4YE€TOM OrPAaHUYEHHM, YCTAHOBJIEHHBIX 3aKOHOJIATEIbCTBOM
Pecny6muku Kazaxcran, v ycioBuil, KOTOpbIE YCTAHOBWIM COOCTBEHHUKU WJIW BIIAJIEIBIIBI
apXMBHBIX JIOKYMEHTOB IIPU UX ME€pe/laue B APXUB.

JlocTyn moJib30oBateNied K JOKYMEHTaM, YKa3aHHBIM B MOINYHKTE 4) HACTOAIIETO
MyHKTa, a TaK)K€ MX HUCIOJIb30BAaHUE OCYIIECTBIIAIOTCS B HUCKIIOUMTENBHBIX CIy4asix ¢
MMCbMEHHOIO pa3pelieHus] pyKoBOAUTENs apxuBa. llosib3oBaTenio MNpeaocTaBiIsIIOTCS
KOIUU YKa3aHHBIX JOKYMEHTOB ((hOH MOJIb30BAHUS) WM JIOKYMEHTAJIbHBIC MyOIUKAIIIH,
COJIEpIKaIlliE IaHHbIE TOKYMEHTBHI.

424. ApxuB M0OpeNOCTaBISIET IMOJIb30BATEN0 JOCTYIl K OTKPBITBIM apXUBHBIM
nokymenTam, HCA k HuM u u3ganusim 6ubanorednoro Ghouaa.

425. ApXvB HE OTPAaHUYMBAET U HE ONPEAECIET MOJIb30BATENIO YCIOBUS UCTIOJIb30BAHUS
uHpopmManuu, TMOJYYEeHHOM UM B pe3ysbTaTe CaMOCTOSTEIBHOTO MOWCKA WIIU
MPEIOCTABICHHON €My B MOPSIKE OKa3aHUs apXWBOM IUIATHBIX YCIYT, 32 UCKIIOUYEHUEM
CllyyaeB, NPEIyCMOTPEHHBIX 3akoHoAarenbcTBOM PecnyOnukum  Kazaxcran — wiu
OTOBOPEHHBIX B JIOTOBOpPE apxuBa C TMOJb30BaTelieM 10 HH(POPMAIMOHHOMY
00CTy)KUBaHUIO.

426. OcHoBHBIE (POPMBI HCTIOTB30BAHMS APXUBHBIX JOKYMEHTOB:



1) nadopmanroHHoe obecrieyeHue nonb3oBaTesell B COOTBETCTBUH € UX 3allpocamy, a
TaK)X€ B MHULIMATUBHOM MOPSIKE;

2) NpeaoCTaBICHUE apXUBHBIX JOKYMEHTOB I10JI30BATEISIM B UUTAIIBHOM 3aJI€ apXUBa;

3) SKCIIOHUPOBAHUE APXUBHBIX JIOKYMEHTOB Ha BBICTABKAX;

4) HUCTIOJB30BAHNE APXUBHBIX JOKYMEHTOB B CPEJICTBAX MACCOBOM MH(POPMALINH;

5) mnpoBeneHne HHMOPMAIMOHHBIX MEPONPUATHI (BCTped € OOLIECTBEHHOCTHIO,
HKCKYPCHI B apXMBBI, IPE3EHTALINM, THEN OTKPBITHIX JIBEPEH, JIEKIUM, TOKIa10B, YCTHBIX
KYPHQJIOB, KOH(EpPEHLMH, YpOKOB [UIsl CTYJEHTOB M IIKOJBbHUKOB U JIpyroe) ¢
HCIOJIb30BaHUEM APXUBHBIX JOKYMEHTOB;

6) myOJMKaLus apXUBHBIX IOKYMEHTOB.

427. OCHOBHBIMH JOKyMEHTaMH apxXuBa B pabore 1o HHPOPMAIMOHHOMY
00€eCIeYeHNI0 T0JIb30BaTENICH SIBISIOTCS apXWBHAsI CIPaBKa, ApXUBHAs KOMMS, apXHUBHAas
BBINNICKA, UTHPOPMAIIMOHHOE MHCbMO, TEMAaTHUYECKUN MEpPEUYeHb apXHUBHBIX JIOKYMEHTOB,
TeMaTU4ecKasi oA00OpKa KOMUH apXUBHBIX JOKYMEHTOB, TEMAaTHYECKUI 0030p apXUBHBIX
JOKyMEHTOB.

428. 3anpocsl, MOCTyNAOUINE B apXUBBI, B TOM YHCJIE 10 MH(OPMALIMOHHBIM CHCTEMAM,
MO/Ipa3IeIIAI0TCS Ha:

1) TeMaTrdecKue 3anpockl (3aPOChl O MPEICTaBICHUU HH(OPMAIIUU TI0 ONPEAEICHHON
npo0Oieme, Teme, CoObITHIO, PakTy, Ouorpadun);

2) reHea’oru4ecKue 3arpochl (3arpockl 0 MpeaCcTaBIeHUN HH(OpMaLUK, HEOOX0IUMO
JUIS yCTaHOBJIEHUS POJCTBA, POJCTBEHHBIX CBSI3€W ABYX WJIM OoJiee JIMLl, UICTOPUH CEMBH,
pona);

3) 3anpocChl COUAIBHO-IIPABOBOr0 XapakTepa (3ampockl 0 MOATBEPKIACHUN TPYAOBOTO
CTaka M pa3Mmepa 3apabOTHOW IJIaThl, BO3pacTa, COCTABE CEMbH, OOpa30BaHUU,
HarpaXJI€HUM, TMEPEYUCICHUN TIEHCUOHHBIX B3HOCOB U COIMAIbHBIX OTYHUCIICHU,
MPUCBOCHUU YYEHBIX CTENEHEW M 3BaHUN, HECUACTHBIX CIy4asX, HaXOXIACHUU Ha
W3JICYEHUH, DBaKyallud, MPUMEHEHUN penpeccuid, peaduauTanuu, ciy>)kOe B BOMHCKHX
qacTaxX U GOPMUPOBAHUSAX, POKUBAHNUN B 30HAX IKOJOTMUECKOTr0 Oe1CTBUSA, MPeObIBAaHUU
B MECTax JIMIICHUS CBOOO/IbI, aKTaX IPA’KIAHCKOT0 COCTOSIHUS, UMYIIIECTBEHHBIX IIPaBax U
WHBIE CBEACHUS, XPaHALIUECS B apXMUBAX).

429. OtBeThI Ha 3aIpPOCHl TEMATHYECKOTO, T€HEATOTMYECKOTO, COLUAIIBHO-TIPABOBOTO
XapakTepa NoApa3AesaoTCs Ha:

1) monoxuTenbHbIE OTBETHI — KOTJa 3alpaliiBaeMble CBEACHUS MOATBEPKIAAIOTCSA Ha
OCHOBAaHHH JIOKYMEHTOB, UMEIOIUXCS Ha TOCYIapCTBEHHOM XPAaHEHUHU B apXUBE;

2) oTpuLATENbHBIE OTBETHl JAIOTCA B Cllydae, KOIrJa JOKYMEHTBl HMMEITCS Ha
rocyJapCTBEHHOM XPAHEHUH B apXUBE, HO 3alpallliBAEMbI€ CBEJICHNS B HUX OTCYTCTBYIOT;

3) OTBETHl IO OTCYTCTBHUIO Ha XpPAaHEHHHM JOKYMEHTOB J[alOTCs B ClydasX HeE
MOCTYIJICHUS IOKYMEHTOB YUPEXKACHUS TUOO0 MPEANPUITHS HA TOCYJaPCTBEHHOE XpaHEHUE
B apXMB M OTCYTCTBUSI BOBMOYKHOCTH YCTAHOBJICHUSI MECTA UX HAXOXKJIEHUS;

4) no npuUHAAJIEAKHOCTH (HEIPOPUIbHBIE).

[Ipu oTCyTCTBUM JOKYMEHTOB Ha TOCYAAPCTBEHHOM XPAaHEHUM M YCTaHOBJICHUU
CBEJCHMI 00 X MECTOHAXO0K/IEHUU (Ha BEJOMCTBEHHOM XpaHEHUH B OpraHu3aluu 0o B



JIPYroM apXvBe) MOCTYNUBIIUHN 3aIIPOC apXUBOM HAINPABISETCA MO MPUHAIIEKHOCTU B TY
OpraHU3aLMIo JIUOO apXUB, I/I€ HAXOAATCS JOKYMEHTHI 110 3alpallIMBAEMbIM CBEICHUSIM.

430. 3anpoc nojab30BaTeNsl PACCMATPUBAETCS W UCIIOJIHIETCS apXHWBOM IIPU HAJMYUU B
3ampoce st GU3HIecKoro Jura — haMuiini, IMCHH, a TakKe (IIPU eT0 HATMYWHU) OTYECTBA,
VMHANBUAYATbHOTO UICHTU(PUKAMOHHOTO HOMEPA, TOYTOBOTO U/MIJIH SJIEKTPOHHOTO ajipeca
MOJIb30BaTeNsl, JJI IOPUIUYECKOTO JIMIla — €ro HAaWMEHOBaHHUSA, MOYTOBOTO W/WIU
AJNIEKTPOHHOTO ajjpeca, OM3Hec-uaeHTU(UKAITMOHHOTO HOMepa. B 3ampoce ykaswpiBaroTcs
TeMa (BOMPOC), XPOHOJIOTHS 3ampamidBaeMoil WHMOpMaIUU. 3arnpoc MOAMHCHIBACTCS
(U3UYECKUM JUIIOM WJTU TIPEJICTAaBUTENIEM IOPUIUYECKOTO JIHIIA.

431. 3anpoc, HE OTHOCSIIMICS K COCTaBy XpaHSAIIMXCS B apXUBE apXHBHBIX
JOKYMEHTOB, B TeueHHUe 3 pabouux JHEH ¢ MOMEHTA €ro PErucTpaly HaIlpaBIIeTCs IO
NPUHAJISKHOCTH B JAPYrol apXuB WM OPTaHM3alMI0, TAEe XpaHATCS HEOOXOAMMbIE
apXUBHBIE JOKYMEHTBI, C YBEIOMJIEHUEM 00 3TOM MOJIb30BaTEIS.

432. ApxuB OCYLIECTBJISIET NpUeM (PU3NYECKUX JUL. PyKkoBOIUTENb apXuBa HECET
JUYHYIO OTBETCTBEHHOCTb 3a OpPraHM3alMI0 IIpUEMa M PACCMOTPEHUsS 3allpOCOB
(bU3UYECKUX JIHII.

433. TemaTU4eCKUl 3ampOC TOCYAAPCTBEHHOIO OPraHa, MECTHOTO HCIOJHUTEIBHOTO
opraHa, cyJe0OHOr0 OpraHa, CBSI3aHHBIA C HMCIOJHEHWEM HMH CBOMX (DYHKIMM, apXuB
paccMaTpuBaeT B COOTBETCTBHUM C 3aKOoHojarenbcTBOM PecmyOmmkm Kazaxcran.
HcnonHeHne Takoro 3amnpoca OCyleCTBISIETCS Ha 0€3B03ME3THOM OCHOBE.

434. BpigBlieHHUE JOKYMEHTOB IO TEMaTHMYECKUM M T'E€HEAJIOTMYECKHUM 3ampocam
($u3NYECKUX U IOPUANYECKUX JIUL OCYIIECTBISETCS Ha IJIATHOM OCHOBE.

435. 3anpochl COMATIBHO-TIPABOBOTO XapaKTepa UCTIOIHSIIOTCS apXHUBOM 0€3BO3ME3/THO
B CPOKH, YCTAaHOBJIEHHbIE 3aKOHOIaTeIbCTBOM PecnyOnuku KazaxcraH, U B COOTBETCTBUU
¢ AIMUHUCTPATUBHBIM MPOIIEAYPHO-TIPOLIECCYaNbHBIM KoekcoM Pecnybnmuku Kazaxcran.

[Ipy wHCHOTHEHUM MOBTOPHOIO 3alpoca COLUAIBHO-TIPABOBOrO XapakTepa WU
COCTABJIEHMHM MO MpOChOE TMOJb30BATENsl ApPXMBHOM CIpPAaBKW, AHAJOTUYHOW paHee
BBIJITAHHOM, apXUB MPOBEPSIET COOTBETCTBUE CBEACHUH, BKIIOYECHHBIX B 3Ty CIPABKY, TEM,
KOTOPbIE UMEIOTCSI B apXUBHBIX JOKYMEHTaX, U, B ClIydyae OOHAPY>KEHHS JOTIOTHUTEIbHBIX
CBEJICHUH, BKIIIOYAET WX B TIOBTOPHO BBIJIABAEMYIO ApXUBHYIO CITPaBKY.

436. Ilns oOcnykMBaHUS TOJIb30BATENE B apXuBax JACHCTBYIOT YMTAIbHBIA 3al,
MPOCMOTPOBBIA 3aJl, KOMHATa MPOCITYIIUBaHUS (POHOJOKYMEHTOB CO CIELHATIbHBIM
o0opyoBaHuEM AJi pabOT C MUKPOKOIIHMSIMU ApXUBHBIX JOKYMEHTOB, ayAMOBU3yaIbHBIMU
Y 3JIEKTPOHHBIMU JTOKYMEHTaMHU. [Ipyu OTCYTCTBUU ClIELUAIbHO BBIACICHHOIO MOMEIIEHUS
oOcCiTyKMBaHUE MOJIb30BaTeNei MPOU3BOAUTCA B pabouell KOMHATe apXHBa Mo KOHTPOJIEM
paboOTHUKA apXuUBa.

437. ITopsimok pabOTHI MOIB30BATEIIEH C APXUBHBIMHU JOKYMEHTAMH B UATAJIHLHOM 3aJie
apXvBa ONpENENSeTCs periaMeHTOM pabOThl MOJIb30BATENEH YMTANIBHOIO 3ajia apXuBa,
YTBEPKIA€MbIM PYKOBOJUTENEM apXvBa. APXUB O3HAKAMIIMBAET MOJIb30BATENECH C 3TUM
pEriaMeHTOM O] POCTIHCh.

438. B cnyyadx XUIIEHUS WIA TOBPEXKIEHUS MOJIb30BaTENIEM apXUBHBIX JOKYMEHTOB,
TEXHUUYECKOT0 000pyA0BaHUS U UMYILIECTBA, ApXUB C MOMEHTa OOHApY>KeHus1 oOpalaercs



C COOTBETCTBYIOIIMM 3asBJICHHEM B OpPraH BHYTPEHHHUX JEJI MO0 MECTY PpacIOOXKEHUs
apxuBa, IPUHUMAET MEPHI K BO3MEILIEHHUIO yIepoa.

439. Tlo 3aka3aM MOJB30BATENEH, C YYETOM TEXHUYECKHX BO3MOYKHOCTEH apxuBa
W3rOTaBIMBAIOTCS  KOMHWM  apXWMBHBIX  JOKYMEHTOB  (KCEpOKONMWH, MHKPOKOIIHH,
dboTooTeyaTKH, KUHOKOMHH, BHICOKOMHUH, KOTMA (POHOJAOKYMEHTOB, a TaKKe€ KOMHUU HA
DJIEKTPOHHBIX HOCHTEJISX ).

He npousBoautcs komupoBanue jAokymeHToB HA®D, nHaxomsmmxcs B
HEYJIOBJIETBOPUTEIHEHOM (PU3HUUYECKOM COCTOSTHUU.

KonupoBanue apXuBHBIX JOKYMEHTOB OIPAaHMUYEHHOTO JOCTyINa MPOU3BOAMUTCS B
MOPsIZIKE, YCTAaHOBJIEHHOM 3aKoHOAaTenbcTBOM PecryOnnku Kazaxcras.

440. Ilopsinox BBINOJHEHUs 3aKa30B Ha KOMHPOBAHHWE, B TOM YHUCIE OOBEMBI
KOIUPOBAHUSI apXMUBHBIX JIOKYMEHTOB, HeomyOnukoBaHHbIX omuced, HCA, crommocTts
W3TOTOBJICHHSI KOITUW U MOPSAJOK pACYETOB 3a X U3rOTOBJIEHUE onpeneisirores [Ipapunamu
OKa3aHUs IUIATHBIX BUJOB JEATEIBHOCTHM IO pealu3alud ToBapoB (pabot, ycmiyr),
YTBEPKIa€MBIMU ITPUKA30M YIIOJIJHOMOYEHHOI'O OpraHa.

441. Ha xonuu apXHBHOTO JJOKYMEHTA, U3rOTOBJICHHOM 110 3aKa3y ITOJIb30BATEINS, apXUB
YKa3bIBAa€T APXUBHBIN MK(p U HOMEpA JIMUCTOB €IUHUILIBI XPAHEHUSI ApXUBHOTO JOKYMEHTA.

[Ipu odopmiieHNHM KONMHHM PACCEKPEYEHHOTO apXHMBHOTO JOKYMEHTAa Ha JIMLEBOU
CTOPOHE B IPAaBOM BEPXHEM YIJIy MEPBOTO0 M MOCIEAHErO JHUCTa KOMUHU MPOCTaBISETCS
mramn "Paccekpeueno". [Ipy HeoOX0IMMOCTH AAHHBIH IITaMII IPOCTABISAETCS Ha JIULIEBON
CTOpPOHE BCEX JIMCTOB KOIIMU PACCEKPEUEHHOIO apXUBHOI'O JIOKYMEHTA.

44?2. Konuu apXUBHBIX JOKYMEHTOB BBIJAIOTCA II0JIb30BATENSAM, X JOBEPEHHBIM JIMLIAM
WJIM BBICBIIAIOTCA 110 YKA3aHHBIM aJpECaM.

VYyer 3aka3oB Ha KONUPOBaHWE BeAeTCS Ha OyMa)XHOM HOCUTENE WIH B
aBTOMATU3UPOBAHHOU (PopMme.

443. ApxuB OpPraHu3yeT CaMOCTOSITENBHO WJIM COBMECTHO C APYTMMH apXWBaMu U
OpraHu3alMsIMU NOATOTOBKY M MIPOBEICHHUE BHICTABOK APXUBHBIX TOKYMEHTOB.

JIJis TOATOTOBKM BBICTaBKU apXUBHBIX TOKYMEHTOB Pa3paldaThIBAIOTCS TEMaTUUYECKHIl
(KOHIENIHS ), TEMATUKO-IKCIIO3UIIMOHHBIN U IpapUIECKUH TITaHbI.

Ha ocHOBe TeMaTumueckoro IjlaHa MPOBOJAATCS BBISBIECHHE M OTOOpP apXUBHBIX
JOKYMEHTOB, MJUTFOCTPATUBHBIX U MHBIX MAaTE€pPUAJIOB.

B TeMaTMKO-3KCMO3WIIMOHHBIA IUIaH BKJIKOYAETCS AHHOTUPOBAHHBIM TMEPEUYEHD
OTOOpPAHHBIX JIJISI SKCIOHUPOBAHUSI APXMBHBIX JOKYMEHTOB, WILTIOCTPATUBHBIX W MHBIX
MaTepHuanioB, CACTEMAaTU3UPOBAHHBIX B COOTBETCTBHH C pa3/iesiaMU BBICTaBKH, C YKa3aHUEM
ux pasmepoB. Bce oroOpaHHbIE AJi SKCIIOHUPOBAHUS apXUBHBIE TOKYMEHTHI U JIPYTHE
MaTepuagbl aHHOTUPYIOTCS. K MHOS3BIUHBIM MaTepuanaM Mpu HEOOXOIMMOCTH IAar0TCs
MEPEBOJI UJIM PA3BEPHYTAs] AHHOTALUS COACPKAHUS.

B rpaduueckom niaHe yka3pIBaeTCs MOPSAOK pa3MEIlleHUs JOKYMEHTOB BbICTABKU Ha
CTEHJaX WJIU B BUTPUHAX, MHTEPHET-PECypPCax, COLMAIBHBIX CETHX.

OTBETCTBEHHBIMU 32 COXPAHHOCTh APXUBHBIX JOKYMEHTOB SIBJISIOTCS OPraHU3aTOPbI
BBICTABKU. ApXUB, MIPEICTABUBILINI apXUBHbIE JOKYMEHTBI ISl BBICTABKU, 00€CIIE€UNBAET



KOHTPOJIb 32 COOJII0ZICHMEM TpeOOBaHUU O0ECHeueHUs] COXPAHHOCTU JOKYMEHTOB MpHU
AKCIIOHUPOBAHUMU.

444. Tlpu moaroToBKe MyOMUKAIM apXUBHBIX JOKYMEHTOB apXWUB PYKOBOJCTBYETCS
[IpaBunamu u3ganust JOKyMeHTOB HallmoHambHOTO apXWBHOTO (POH[A, YTBEPKIACHHBIMU
npukazoM Munuctpa cBsizu u undopmanuu Pecyonuku Kazaxcran ot 16 Hos0ps 2011
roga Ne 349 (3aperucTtpupoBaHHBIM B PeecTpe rocynapcTBEHHOW perucrpanuu
HOPMATHUBHBIX MPaBOBBIX akTOB 3a Ne 7342), u ApyruMU METOAMYECKUMHU TOKyMEHTaMHU
YIOJHOMOYEHHOT'O OpraHa.

445, Tunbel (Hay4yHBbIH, HAYYHO-TIOMYJISIPHBIM M y4eOHBIH) U BUILI (1MODOHI0BAS,
TeMaTU4ecKas WIH JApyrue) MyOJMKaluy apXWBHBIX JIOKYMEHTOB OIPENENSIOTCS HX
I[EJIEBBIM Ha3HAUYE€HHUEM, crenu]ukoil oTrdéopa MCTOYHHMKOB, MPHUEMOB TMepeadyd TEeKCTa
apXMBHBIX TOKYMEHTOB U coctaBoM HCA k HUM.

446. ®opMbl MyOIUKAIIUNA apXUBHBIX JIOKYMEHTOB:

1) nedarnas: cepusi, COOpHUK, anbOOM, OYKJIET, MPOCIEKT, IUIaKaT, MyOJMKaIus B
CpeICTBaX MaccoBOW MHGOpMaIUY;

2) SNEKTPOHHAS: TUIIEPTEKCT, MyJIbTUME A, 0a3a TaHHbIX.

447. ApxuB  OCYIIECTBISICT MEPONPUSTHUS 1O  OOECNEUCHHI0  HAy4YHO-
UCCJIEIOBATENIbCKUX W TEXHMYECKHX IMPOLECCOB  MOATOTOBKM  JIOKYMEHTAJIbHBIX
nyonukanuii: (GopMUpPOBaHUE PEIAKIIMOHHON KOJUIETUM, KOJUJIEKTUBA COCTaBUTENEH,
COCTABJICHHE OPTraHU3aMOHHO-METOANYECKUX JTOKYMEHTOB, 3aKJIIOYEHHE JOroBOpa ¢
3aMHTEPECOBAHHBIMU OPraHU3AIMUSIMHI U U3AATEIbCTBAMHU U TOMY MOJ00HOE.

448. lloaroTtoBieHHass W OTPEHAKTHPOBAHHAs PYKOIKChH MPOXOJIUT BHYTPEHHEE H
BHEIIHEE pELEH3MpOBaHHME U  O0OCYXJIaeTcsi Hay4YHO-COBELIATEIbHBIM  OpraHOM
YIIOJJTHOMOYEHHOTO OpraHa wiu apxuBa, Hayunsim coBerom ApxuBa IIpesumnenra
Pecny6onuku Kazaxcran, o0agaromuMu mpaBaMyd peKOMEHI0BaTh €€ K U3/IaHUIO.

Pykomnuch cuuTaercs MOATrOTOBJIEHHOW, €CIM B COOTBETCTBHM C YCTaHOBJIEHHBIMU
TpeOOBaHUsIMU JOpabOoTaHa MO 3aMEUYaHUSM PELEH3EHTOB M HMTOraM OOCYXXIEHUS H
YTBEpKJ€HA B MI€4aTh.

C H37aTenbCcTBOM 3aKIIIOYAETCs JOTOBOP, B KOTOPOM MPELyCMaTPHUBAIOTCS IpaBa U
00s13aHHOCTH M3/aTENIbCTBA U 3aKa34HKa (apXuBa).

449. ApxuB OCYIIECTBISECT YUET UCIIOJIB30BAHNS APXUBHBIX JIOKYMEHTOB.

Haparpad 5. lopsiaok oopmiieHUs1 APXUBHBIX CIIPABOK, APXUBHBIX BBHIIMHMCOK U APXMBHbIX KOMUIA

450. ApxuBHas cripaBka odopmisercs 1o Ggopme, YTBEpKAAeMOH yIOTHOMOUYECHHBIM
OpraHoM, B XPOHOJOTHYECKON IOCIEN0BATEILHOCTH COOBITUH C YKa3aHWEM BHUJIOB
APXMBHBIX JIOKYMEHTOB M HUX J1aT.

B apxuBHOM ClipaBKe JIOMYCKAETCS IUTUPOBAHUE APXUBHBIX JOKYMEHTOB.

451. B apxuBHOM CIIpaBKE JAHHBIE BOCIPOU3BOAATCA B COOTBETCTBUH C UX U3JIOKEHUEM
B aPXUBHBIX JOKYMEHTAaX.

Pacxoxnenusi, HeCOBIaAEHUs OTIACIbHBIX JAHHBIX apPXUBHBIX JOKYMEHTOB, HETOUHBIC
HAa3BaHUsA, OTCYTCTBUE HMEHM, OTYECTBA, WHULKAIOB WIM HAJIWYUE OLHOIO W3 HUX,
Hepa30OpPUYMBO HANHMCAHHBIC, HCIPABJICHHBIC aBTOPOM, HE IIOJJIAIOIIUECS IPOUYTESHHIO
BCJIEJICTBUE TTOBPEKICHUA TEKCTAa OPUTMHAIA MECTA, OTOBAPUBAIOTCA B TEKCTE apXUBHOMU



cipaBku B ckoOkax ("Tak B mokymente", "Tak B Tekcte opuruHana", "B Tekcte
Hepa3oopunBo").

452. Cenenus o pabore, yueOe B HECKOJIbKUX OPTaHU3ALUAX, YICOHBIX 3aBECHUSX,
BBIIBJICHHBIE TI0 IOKYMEHTaM OJHOTO apXHBa, BKIIFOYAIOTCS B OHY APXUBHYIO CIIPABKY.

B Tekcre apxXxuBHOW CIpPaBKU HE JOIYCKAIOTCA W3MEHEHHUs, WCIPABICHUSA,
KOMMEHTApuHU, COOCTBEHHBIE BBIBOJbl HCIOJHUTENS [0 COACPKAHUIO apXUBHBIX
JOKyMEHTOB, HA OCHOBaHUH KOTOPBIX COCTaBJICHA apXUBHAsl CIIPABKa.

453. B kOHIlE apXUBHOM CHpPaBKH NPUBOJIATCS apXWBHBIE HMIM(PHI U HOMEPA JIUCTOB
€AVHULBI XPAaHEHUs apXUBHBIX JTOKYMEHTOB, IIEYATHBIC U3JaHUs, UCIIOJIb30BABLIMECS IS
COCTABJICHHsI apXUBHOM CIIPaBKU. B TekcTe apXMBHOM CIPABKU Oy CKAETCs IPOCTABIICHUE
apXUBHBIX MU(GPOB U HOMEPOB JHUCTOB €AUHUIIBI XPAHEHUS apXUBHBIX JOKYMEHTOB Cpa3y
MOCIIE U3J0KEHHS KaXKI0TO (paKTa MM COOBITHUS.

454. B apxuBHOW cmpaBke, 00bEM KOTOPOW MPEBBINIAET OJWH JIUCT, JIUCTHI
IIPOLLIMBAKOTCS, HYMEPYIOTCS U CKPEILISAIOTCS I1€YaThIO ApXUBA.

455. ApxuBHas cropaBKa [OAMNMCHIBAETCS PYKOBOJWUTEIEM apxXuBa JUOO
YIOJJHOMOUYEHHBIM JIOJDKHOCTHBIM JIMIIOM M 3aBEpSIETCSl Ne4aTbl0 apxuBa. B ciydae
HETIOJIHOTBI ITPEACTABIIIEMBIX B HEW CBEJICHHM, COCTABIIIETCS CONPOBOAUTENBHOE MMHUCHMO C
YKa3aHHEM IIPUYMH.

B uHpoOpManMOHHBIX cHUCTEMax apxuBHasg chpaBka mnoanuceiBaeTcs OLII
PYKOBOJHTEIS apXUBaA.

[Tpr HEOOXOAMMOCTH K apXUBHOM CpaBKe MPUJIAratoTcs KOMUHU apXUBHBIX JJOKYMEHTOB
WJIM BBIMCKU U3 HUX, IOATBEPIKIAIOIINE CBEICHM S, H3JI0KEHHBIE B apDXUBHOM CITPaBKeE.

456. ApxuBHbBIE CHpPABKH, HANpaBJsieMble B rOCyAapcTBa, MOAMUCABIINE ['aarckyro
KOHBeHIMIO 1961 roga, B COOTBETCTBUU C KOTOPOU HE TpeOyeTCsl KOHCYIbCKas Jieranu3anus
opUIMaANTBHBIX JOKYMEHTOB, 3aBEPAIOTCS MPOCTABICHUEM M 3aMOJHEHUEM CIIELHAIBHOTO
mramma — "anocTuis".

ANIOCTWJIb HE TMPOCTABISIETCS HA APXUBHBIX CIIPABKax, IPEJHA3HAYEHHBIX MJIS
HaIpaBJIEHUS B TOCYapcTBa, ¢ KoTopbiMu Pecriybnuka Kasaxcran 3akitodniia 10roBOphl O
IIPaBOBOI ITOMOILX Y IPABOBBIX OTHOLICHMSX MO TPAXTAHCKUM, CEMEMHBIM U YTOJIOBHBIM
JienaM, a Takxke B rocynapcrsa — yyactHukn Coapyxectsa HesaBucumbix I'ocynapcrs,
noanucasmue CornameHue O MNpUHLOMNAX U (GopMax B3aMMOACHCTBUS B 00JacTU
WCIIOJB30BaHus apXuBHOU nHpopmanuu ot 4 uroHsa 1999 roxa, wim ¢ KOTOPHIMU UMEIOTCS
IBYCTOPOHHHE COTJIALIEHHUS O COTPYIHUYECTBE.

457. Tlpu OTCYTCTBUM B apXuWBe apPXMBHBIX JOKYMEHTOB, HEOOXOJIMMBIX JIs
HCIIOJTHEHUS 3allpoca, Ha OJIaHKE apXHMBa COCTAaBJSIETCS OTBET O MPUYMHAX OTCYTCTBHS
APXMBHBIX JOKYMEHTOB IO TEME 3aIlpoca, M JNAITCA PEKOMEHIALMU O BO3MOKHOM
MECTOHAXO0XKICHUHU HEOOXOIUMBIX apXUBHBIX IOKYMEHTOB.

458. B ciyyae JOKYMEHTaJIbHO TOJITBEPKACHHBIX (PAKTOB YTpaThl apXHUBHBIX
NOKYMEHTOB, COJIEPKALMX 3aNpallliBacMble CBEJICHHUS, ApPXUB BBIIAET CIIPABKY 10 JAHHOMY
BOIIPOCY, 3aBEPEHHYIO NIEYaThIO apXHBa.

459. ApxuBHas BbIlUcKa opopmiigeTcsa Mo popMe, YTBEpKAAeMON yIOJIHOMOUYEHHBIM
OpPraHOM.



B apxuBHOW BBINMCKE HA3BAHWE AapPXWBHOIO JOKYMEHTa, €ro HOMEpP M Jara
BOCITPOU3BOJSATCS IOJIHOCTBIO. VI3BII€UEHUSIMH M3 TEKCTOB ApPXUBHBIX JIOKYMEHTOB
MCUEPIIBIBAIOTCS BCE UMEIOIIMECS JAHHBIE 110 3aIIPOCYy.

Hauamo m xoHenm KaXaoro M3BJICYEHUS, a TAKXKE NPOIYCKH B TEKCTE apXUBHOIO
JOKYMEHTA OTAENbHBIX CIOB 0003HAYAOTCSI MHOTOTOYHEM.

B npuMeuaHusix K TEKCTy apXWBHOH BBIIMCKU OQOPMIISIOTCS COOTBETCTBYIOIIHME
OTOBOPKM O 4YacTsSIX TEKCTa OpUIMHaJIa, HEpa30OpPUMBO HANMCAHHBIX, HMCIPABICHHBIX
aBTOPOM, HE NOJAOIIMXCS IPOYTEHUIO BCIEACTBUE NIOBPEKIACHUS TEKCTA, U TaK Jajee.

OtnenbHbBIE CII0OBA U BBIPAXXEHUS OPUTHHAJIA, BBI3BIBAIOIINE COMHEHHS B X TOYHOCTH,
oroBapuBaroTcs cioBamu B ckoOkax ("Tak B Tekcte opurunana", "Tak B tokymeHTte").

AYTEHTUYHOCTh BBIIAHHBIX IO 3allpOCAM AaPXMBHBIX BBIIUCOK YAOCTOBEPSETCS
MOANKCHIO PYKOBOJIUTENS apXMBa U MEYAThIO apXuBa, 3JeKTpoHHOM — DLIIT pykoBoauTens
apxuBa.

460. ITocne TexcTa apXMBHOM KOIIMU WJIM apXUBHOM BBIIUCKN YKa3bIBAKOTCS ApXUBHBIN
muQp AOKyMEHTa 1 HOMEpPA JIMCTOB €IMHUL] XPAHEHUS apXUBHOTO JOKyMeHTa. Ecnu konus
WM BBIIHCKA 3aHUMAIOT 00Jiee OJHOIO JIMCTA, ApXUBHBINA KD yKa3bIBa€TCs HA 000pOTe
Ka)XJI0ro JucTa. Bee JHMCThI apXMBHOM KONMU CKPEIUISIOTCS, HYMEPYIOTCS U Ha MECTE
CKPEIUICHHS 3aBEPSIOTCS MOANMCHIO PyKOBOJIUTEISA APXUBA U IIE€YATHIO APXUBA.

B wuHbOpManMoHHBIX CHCTEMax apXHBHbIE KONMM W AapXUBHBIE BBINHUCKHU
noanucsiBatroTcs DL pykoBoauTes apxusa.

461. ApxuBHas crpaBKa, apXUBHAs BBIIIMCKA, apXUBHAs KONUSA U OTBETHI HA 3aIPOCHI
BBICBUIAIOTCS 1O MTOYTE MPOCTHIMU MM 3aKA3HBIMHU ITUCbMaMHU.

ApXuvBHas CIIpaBKa, apXUBHas BBIIMCKA W apXUBHAs KOMMS, BKJIHOYas OTBETHl 0O
OTCYTCTBHUH 3alIPAIlIMBAEMbIX CBEICHUM, BBICBUIAIOTCS apXUBOM HETIOCPEACTBEHHO B apeC
3asBUTEIIA.

462. ApxuBHas cpaBKa, HOCTYIIMBIIAS 11O IUIIOMATHYECKUM KaHajaM, HaIllpaBIIAeTCs
JUTSl IPOCTABJIEHUS IITaMIIa allOCTUJISL B YIIOJTHOMOYEHHBIN OpraH.

463. ApxuBHas crpaBKa, apXMBHAs BBIMCKA M apXUBHAS KOMMS, B CIy4yae JTUYHOTO
oOpattieHust (PU3HUECKOro JIMIA UM €ro JOBEPEHHOIO JIUIa B apXUB, BbIIAIOTCS UM IO
pacnucKy MpH NpeabsBICHUN JOKYMEHTA, YAOCTOBEPSAIOIIET0 JUYHOCTD, TMO0 IU(POBOTro
JOKYMEHTa U3 cepBUCa HU(PPOBBIX TOKYMEHTOB, JOBEPEHHOMY JIMILY — IPU MPEAbSIBICHUH
JOBEPEHHOCTH, 0()OPMIIEHHOM B yCTaHOBJIEHHOM nopsiake. [loayyarens apXuBHOM ClIpaBKU
Y apXMBHOW BBIMHMCKU PACHUCHIBACTCS HA UX KOMUSAX WIJIK Ha 000POTE COMPOBOIUTEIHHOTO
MMChMa K HUM, YKa3bIBasi AaTy WX MOJYyYEHHUS.

Ilaparpad 6. [lopsaok Bo3BpaleHNs NMOATUHHUKOB APXUBHBIX JOKYMEHTOB

464. Ilo NUCHPMEHHBIM 3asBJICHUSM, C pa3pelICHUsT PYKOBOAMUTENS AaApXWBA, Ha
ocHoBanuM 3akitoueHuss DK unm skcnepTHONW KOMHUCCUM apXuBa, peaOUIMTUPOBAHHbIE
JUIA UM UX HACIHEAHUKU MOJyYaroT MOJJMHHUKH ApXUBHBIX JOKYMEHTOB TBOPYECKOIO
XapakTepa — pykomuced, Qororpaduii, muceM M APYTUX JUYHBIX JOKYMEHTOB (3a
UCKJIIOYEHHEM MacHOpTOB, BOCHHBIX OWJIETOB, CIIy)KEOHBIX YJOCTOBEPEHHUNH M APYTUX
apXUBHBIX  JOKYMEHTOB  O(DHUIMAIBHOTO  MPOUCXOXKIEHUS), COXPAaHUBLIMXCA B
[IPEKPAILCHHBIX YTOJOBHBIX U aJMUHUCTPATUBHBIX JCIIAX.



[Io mMUCBEMEHHBIM 3asBICHUSAM C pa3pellcHUs] PYKOBOJIUTENS apXWBa HA OCHOBAaHHUHU
3akmouenuss OIIK wnm skcnepTHOM Komuccuu apxuBa (U3WYECKUE JUIA TMOTy4aroT
MOJJIMHHUKA COOCTBEHHBIX TPYAOBBIX KHIDKEK, OWUJIETOB wWieHOB KoMMyHUCTHUECKOH
naptuu Coerckoro Coro3a, COXpaHUBIIUECS B apXUBE.

465. C wu3bIMaeMbIX apXMBHBIX JIOKYMEHTOB CHHMAIOTCA KOIUHU, KOTOpPbIE
npuodmaroTcs K nenaM. M3bsaTre apXuBHBIX JOKYMEHTOB, a TaKK€ MX 3aMEHa Ha KONHHU
OTPAXKAIOTCA B JIMCTAX-3aBEPUTEISIX A€ U ONUCSX JIE]l, JOKYMEHTOB.

466. Bo3BpallieHuEe apXUBHBIX JOKYMEHTOB OQOPMIISIETCS AKTOM 00 U3BATHM U3 JIE]
YKa3aHHBIX JOKYMEHTOB. AKT 00 W3bSATUM U3 JEJ1 YKa3aHHBIX JOKYMEHTOB W JIpyrHe
JOKYMEHTBI, HA OCHOBAHUM KOTOPBIX IMTPOU3BEIECHO BO3BPAILEHNUE APXUBHBIX JOKYMEHTOB,
U pacIMCKa JIMIa, TOMYyYMBIIETO UX HA PYKH, BKIIOYAIOTCS B 1710 (HoHA.
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