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VYTBEPXIAIO

Hupexrop 'KY bO I'ABO
A.W. ennpuk
2019r.

l. OBIIUE ITOJIOXKEHUA

Hacrosmas IlamsaTka ycraHaBiauBaeT equHble TpeOOBaHMS U INOPAJOK IEpeAayvd Ha
XpaHEHHE B TOCYIapCTBEHHOE Ka3eHHOe yupekaeHue bpsiHckoit obmactu «l'ocynapcTBeHHBIN
apxuB bpsuHckoit obmactm» (mamee - 'KY BO I'ABO) HOKyMEHTOB IO JHUYHOMY COCTaBY
JIMKBUJIMPOBAHHBIX OpPraHU3alui HErOCyAapCTBEHHOM (hOpMBI COOCTBEHHOCTH HE SIBJISIOLIMXCS
€ro UICTOYHUKAMU KOMIUIEKTOBaHUSI.

[TamsTka paspabortana B coorBercTBUU ¢ DenepanbHbiM 3aKoHOM 0T 22.10.2004 No
125-®3 «O6 apxuBHOM Jnene B Poccuiickoit ®epeparun», dDenepanbHbIM 3aKOHOM OT
02.03.2016 Ne 43-®3 «O BHecenun udmeHeHuid B denepanbHblii 3akoH «O0 apXHWBHOM Jiejie B
Poccuiickoit deneparuny», OenepanbabiM 3akoHOM 0T 27.07.2006 No 152-D3 «O nepcoHaIbHBIX
JAHHBIX» C U3MEHEHUsAMH, BCTynuBMMH B cuity ¢ 01.09.2015, 3akonom bpsiHckoit obnactu ot
18.12.2007 Ne 171-3 «OO0 apxuBHOM Jene B bpsHckoil obOmacTu», a Takke MPOYUMHU
3aKOHOJATEIbHBIMA W WHBIMH TpPaBOBBIMH akTamu Poccuiickoit @enepauuu B cdepe
uH(poOpMaly, JTOKYMEHTAllUM, apXUBHOIO JI€J1a; TOCYAAapCTBEHHBIM cTaHaapToM Poccuiickoit
®enepaunn ['OCT P 7.0.97-2016 npunsateiM npuka3oMm Poccranaapra ot 25.05.2017 Ne 435-cr;
[TpaBuiiaMu opraHu3alluy XpaHEHUsS, KOMIUIEKTOBAaHUS, ydyeTa M HMCIOJIb30BaHUS JOKYMEHTOB
ApxuBHoro Qouga Poccuiickoii ®Denepanuu W IpYrHX apXHMBHBIX JOKYMEHTOB B
rOCYy/IapCTBEHHBIX M MYHUIMIAIbHBIX apXWBax, My3esX U OHOIMOTEKax, OpraHu3alMsIX
Poccuiickoii akagemun Hayk M. 2007 ¢ u3MEHEHHSIMH, YTBEPXKACHHBIMH MPHKA30M
MunucteperBa KyabTypsl Poccuiickoit @enepanun ot Ne 68 (3apeructpupoBaH B MuHiocte
Poccuiickoit ®enepaumu 05.05.2009, peructpanmonnsiii Ne 13893); [IpaBunamu opraHuzanuu
XpaHEHUs, KOMIUIEKTOBAaHMUS, YydeTa M HCIIOJIb30BAaHUS JOKYMEHTOB ApXMBHOro (¢oHa
Poccuiickoit denepannu u Jpyrux apXMBHBIX JOKYMEHTOB B OpraHax rocyapCTBEHHOW BIIACTH,
OopraHax MECTHOTO CaMOYIIpaBJI€HHWS MW  OpPraHU3alMAX, YTBEPKACHHBIMH IPUKA30M
MunucrepctBa KynbTypsl Poccuiickoit ®enepanyu ot 31.03.2015 Ne526 (3apeructpupoBaH B
Munrocte Poccuiickoit ®deneparuun  07.09.2015, peructpanmnonnsiii Ne 38830) (manee -
[TpaBuna), IlepeuHeM THUIOBBIX YHIPABICHUECKUX APXUBHBIX JOKYMEHTOB, 0Opa3yroIuxcs B
IpOLECcCe JIEATENbHOCTH TOCYIApPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYNpaBIEHUS U
OpraHM3alyii, ¢ yKa3aHHEM CpPOKOB MX XpaHEHMsI, YTBEPXKIECHHBIM Ipuka3oM Pocapxusa or
20.12.2019 1. Ne 236 (nmanee - [lepeuens).

[TamsiTKa cocTaBiieHa B LENAX OKa3aHUS OPraHU3allMOHHO-METOINYECKON TOMOIIN
JMKBUJIALIMOHHBIM KOMHUCCHSIM (JIMKBUAATOpPaM), KOHKYPCHBIM YIPaBJSIONIMM U JAPYTUM
JOJKHOCTHBIM JIMIIAM JIMKBUIUPYEMBIX HETOCYAAPCTBEHHBIX OPraHU3alUN, YIMOJIHOMOYEHHBIM
OCYIIECTBIISATh pabOTy MO MOATOTOBKE M Mepeqadye Ha XpaHEHHE B apXUB JIOKYMEHTOB IO
JMYHOMY COCTaBY, Ha BCEX JTalax.
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1. HNOPAAOK HEPEJAYU HA XPAHEHUWE JOKYMEHTOB I10

JUYHOMY COCTABY JIUKBUJIUPOBAHHBIX OPTAHU3AIIUI

B cootBerctBrum ¢ 1. 10 cr. 23 denepanpHoro 3akona ot 22.10.2004 Ne 125-d3 «O06
apxuBHOM jzene B Poccuiickoit @enepanum», 1. 2 cT. 29 denepanbHoro 3akoHa oT 26.10.2002 Ne
127-®3 B ciydae JMKBHIAMM OpPTaHU3AIMH JIMKBHIAIMOHHAS KOMHUCCHS (JIMKBUIATOP),
Ha3HAYCHHbIE PEIICHUEM OOIEro coOpaHus Yy4ypeauTeslell OpraHu3alud WM KOHKYPCHBII
yIpaBJIAOLUI, Ha3HAUEHHBIN ompeaerneHueM ApOUTPaKHOTO cyna, 00s3aHbl OpraHU30BaTh
NOJATrOTOBKY U Meperavyy Ha XpaHeHHEe JOKYMEHTOB IO JMYHOMY COCTaBy, 0Opa30BaHHBIX B €€
JESATEIIBHOCTH.

JIOKyMEHTBI OpraHM3aly, HMEIOIIEH MPaBONPEEMHUKA WU  BBIILIECTOSIIYIO
OpPraHM3aLMIo, IEPEJAIOTCS B YIIOPSIOYEHHOM COCTOSIHUM Ha XpaHEHHE ITPaBONPEEMHUKY, a IPU
€ro OTCYTCTBUU - BBILIECTOSILENH OpraHU3alny; JOKYMEHTBl OpraHu3aluuu 0e3 npaBolpeeMHHKA
(BBILLIECTOALIECH OpraHU3alMK) NepeAaloTCs JIMKBUIAIIMOHHON KOMUCCHEN (JIMKBUAATOPOM) HIIU
KOHKYPCHBIM YIIPaBJISIIOLIMM B YIOPSA0YEHHOM COCTOSIHUM Ha XPAaHEHUE B COOTBETCTBYIOLIUI
rOCyJapCTBEHHbIN apXuB (A1 OpraHu3alMid, pacloyoKEHHbIX Ha TeppUTOpuH I. bpsHcka - B
I'KY BO I'ABO).

JIOKyMEHTBl C HEHUCTEKIIMMHU CpPOKaMU BPEMEHHOIO XPAaHEHHUs JIMKBUIUPOBAHHBIX
opraHuszanuii Moryr ObIThb nepeaaHbl Ha jenosutapHoe xpaneHue B ['KY BO I'ABO mnpu
HAJINYUK CBOOOTHOM IUIOLIA/N U TOJIBKO 110 COIJIACOBAHHIO C HUM.

Bce pabotbl, cBs3aHHBIE C MOATOTOBKOW M Iepenayeil B rocydapCTBEHHBIM apXuB
BbpsiHCKOl  00J1aCTH JOKYMEHTOB 110 JINUHOMY COCTaBY OCYILECTBIISIIOTCS 3a CUET Nepelaroleit
CTOPOHBI (YyHOpSAA0YEHHUE, TPAHCTIOPTUPOBKA).

IlonroroBka JOKYMEHTOB IIO JUYHOMY COCTaBYy K II€pelade Ha XpaHEHHE, BKIIOYACT
CJIEYIOINE JTAIbI:

— mnanpasnenue B ['KY bO I'ABO nucbma 0 npueme JOKYMEHTOB IO JIMYHOMY COCTaBy B
nopsiike, u310keHHOM B pasnene Il nacrosmen [TamsaTky;

— oT0Op JMJOKYMEHTOB  JJisi YIOPSAJIOYEHUsS B COOTBETCTBHMM C [lepeuHeM THUMOBBIX
YIPaBICHUYECKUX AapXUBHBIX JIOKYMEHTOB, O0Opa3ylouIuxcs B MpoIlecce AeSITeIbHOCTU
rOCYy/IapCTBEHHBIX OPraHOB, OpPraHOB MECTHOTO CaMOYIPABJIEHUS M OpraHu3alui, ¢
YKa3aHHWEM CPOKOB MX XpaHEHUs, YTBEPKAECHHbIM Ipuka3zom Pocapxusa ot 20.12.2019 r. Ne
236, HOMEHKJIATYpoOl J1es opraHu3anuu 1 pasznenom 1V Hacrosmieit [lamsatkuy;

— YIOpsIOYE€HHE JOKYMEHTOB B COOTBETCTBUM ¢ TpeOoBaHusiMu [IpaBun opranuzanuu
XpaHEHMs, KOMIUJIEKTOBAHMS, ydeTa M MCIIOJIb30BaHMs JOKYMEHTOB ApXHUBHOro (oHJIa
Poccniickoit @enepanuy M JAPYTUX apXMBHBIX JIOKYMEHTOB B TOCYAApCTBEHHBIX U
MYHUIIUNAIBHBIX apXHUBax, My3esix M Oubimorekax, opranuzanusx Poccuiickoil akanemuu
Hayk M. 2007 ¢ u3MEHEHMSIMM, YTBEP)KIEHHBIMU NpHUKa3oM MUHHCTEPCTBA KYIbTYpPbI
Poccuiickoit @enepanyu ot 16.02.2009 Ne 68 (3apernctpupoBan B MuHrocte Poccuiickoi
®enepanuu 05.05.2009, peructpanmonsusiii Ne 13893); IlpaBun opraHuzanuu XpaHEHUs,
KOMILJIEKTOBAHUS, y4eTa U HCIOJIBb30BaHUS JTOKYMEHTOB ApxuBHOro (onna Poccuiickoii
®denepanii ¥ Ipyrux apXrMBHBIX JOKYMEHTOB B OpraHax rocy/lapCTBEHHON BJIAcTH, OpraHax
MECTHOI'O CAaMOYIIPABJICHUS M OPraHu3alusAX, YTBEP)KIEHHBIX INpUKa3oM MUHHUCTEpCTBa
KynbTypbl Poccuiickoit @enepanun ot 31.03.2015 Ne 526 (3apeructpupoBan B MuHiocrte
Poccuiickoit ®eneparuun 07.09.2015, peructpaumonnsiii Homep Ne 38830), a Ttaxxe
paszzaenoM V Hacrosimen [lamsaTku;

— CcocCTaBJIeHHE ONucH (OMHCcel) Jel Mo JUYHOMY COCTaBy M Hay4HO-CIIPaBOYHOTO arfmapara K
HUM B COOTBETCTBUU C pasnesnoM VI Ilamsarkuy;

— IpeacTaBiIeHHE oNMucH (Omuceil) Jen Mo JMYHOMY COCTaBy OpraHM3allid Ha COTJIACOBaHUE
9KCIIEPTHO-IIPOBEPOYHON KOMHCCHHU JierapTaMeHTa KyabTypsl bpsiHCckoi o6mnactu;

— npuoOpeTeHHe apXMBHBIX KOPOOOB C IIENBI0 Mepelaun Jel B apXUB B 3aKapTOHUPOBAHHOM
BUJIE.



I11. INHEPEYEHD JOKYMEHTOB OPI'AHU3AIINN,
INPEACTABJISIEMBIX B I'KY BO I'ABO JJIAA PEHIEHUSA BOITPOCA O
ITPUEME JOKYMEHTOB

[Tucemo, copepkamiee Mpock0y O TMpHeMe TOKYMEHTOB MO JIMYHOMY COCTaBy
nukBUAMpyeMoi opranusanuu Ha XxpaneHue B 'KY BO I'ABO nomxHO comepkaTh CIEAYIOLIYIO
UHPOPMALIUIO:

— TIOJTHOE U KpaTKOe HauMEHOBaHHE JTUKBUIUPYEMOU OpraHU3aIuy;

— CBeACHMS O JHUKBHIAIMM oOpraHu3anuu (yka3aHhe TOYHOM JaThl CO CCBUIKOM Ha
COOTBETCTBYIOIIUN JOKYMEHT);

— PEKBU3WTHI OpPraHU3alMH (FOPUAMYECKHA M (haKTHUEeCKUH ajpec, TeaedOHbl OpraHU3aIUH,
OI'PH, UHH, perucrpanuonssiii Homep [1OP, Bug nesrenbHOCTH U Ip);

— (opma cobcTBeHHOCTH (TOCYAapCTBEHHAs, HETOCY/IapCTBEHHAS ),

— nara oOpa3oBaHUS;

— HaJIWYUE OpraHu3alUN-TIPEIIECTBEHHUKOB (C YKa3aHHEM Ha3BaHUM);

— 1puOIM3UTENbHBIN 00bEM JOKYMEHTOB I10 JINYHOMY COCTaBY U UX KpalHUe

— Jarsbl;

—  HCIIOJHUTEIb, KOHTAKTHBIA TeJIe()OH NCTIOTHUTEIIS.

K nucemy B 00s13aT€IbHOM MOPSIKE TPUKIIAIBIBAIOTCA:

— JIOKYMEHT, IOATBEPKAAOUIUN JINKBAJALUIO OPTaHU3ALUH.

— CBUJETENbCTBO (JMCT 3amuCH) O BHeceHUMM B ENMHBIM rocyaapcTBEHHBIM peecTp
IOPUINYECKHX JIUL] 3alIMCH O TOCYAAPCTBEHHOW PErMCTPALMK FOPUANYECKOrO JINLA B CBS3H C
€ro JINKBUAALNEH;

— PpELIeHUS HUCHOJHUTENIbHBIX OPraHoB oOpraHu3anuud 00 00pa30BaHMU, PEOPraHU3ALNM,
[IEPEUMEHOBAaHUH, TUKBUIALUA OPTaHU3aLUY;

— CBMJIETEIBCTBO O BHECEHMM B EJMHBIN TrOCYy1apCTBEHHBIN PEECTP IOPUANYECKUX JIUIL 3aIIUCH
0 rOCYJTapCTBEHHOM PETUCTPALMU FOPUINYECKOTO JIMIA IIPU €r0 CO3/1aHNH;

— CBHUJETEIBCTBO O IIOCTAHOBKE OPraHM3allMd Ha Y4YE€T B HAJOrOBOM OpraHe II0 MeECTy
HaXOXJICHUS,

— CBMJIETEIBCTBA O BHECEHUU B EAMHBIN rOCYIapCTBEHHBIN PEECTP HOPUAMYECKUX JIALL 3aIIUCH
0 TOCYJAapCTBEHHOM pErucTpallii W3MEHEHUH, BHOCHMBIX B YCTaBHbBIC JIOKYMEHTHI
IOPUINYECKOTO JIUIA, CBA3AHHBIX C U3BMEHEHUEM €I0 HAMMEHOBAHUs; I0JUYMHEHHOCTH;

— yCTaBHbIE JOKYMEHTBI OpraHu3aluu (IepBasi pelakiysl ycTaBa, a TaKKe BCe MOCIEayIoIIne
pelakuMM ycrtaBa M HM3MEHEHHs K HEMy, OTPAXKAIOIME CMEHY HauMEHOBAHUS,
MOYMHEHHOCTH ).



IV. CPOKU XPAHEHUA U COCTAB IOKYMEHTOB 110 TUYHOMY
COCTABY, HOVIEXKAINUX ITEPEJAYE HA XPAHEHHUE

Bunel 1OKyMEHTOB 1O JIMYHOMY COCTaBY JOJTOBPEMEHHOIO CpPOKa XpaHEHUs,
o0pa3yroImuxcs B AeSITEIbHOCTH OpraHu3aiuil, onpezeneHsl [lepeunem.
®enepanbHbiM 3aKk0HOM 0T 02.03.2016 Ne 43-d3 B CpoKM BPEMEHHOI'O XpaHEHHUS

JIOKYMEHTOB I10 JIMYHOMY COCTaBY OpraHU3allii BHECEHBI CIIEYIOIINE N3MEHEHHUS:

— coracHo 1. 3 4. 1 cT. 22.1. BbIlIEHA3BaHHOT'O 3aKOHA B HETOCYAAPCTBEHHBIX OpraHU3AIHIX,
HE SIBJIAIOIIMUXCS MCTOYHHKAMHM KOMIUIEKTOBAHUS TOCYJApPCTBEHHBIX U MYHHUIIMIAIbHBIX
apXMBOB, JIOKYMEHTHI 10 JIMYHOMY COCTaBy, co3aanubie A0 2003 roaa, JOMKHBI XPAaHUTHCS
HE MeHee 75 JEeT co AHS CO3JaHus;

— COIVIaCHO 4. 2 cT. 22.]1. BBIILIEHA3BAHHOI'O 3aKOHA B HErOCYJAapCTBEHHBIX OpraHU3alusiX, HE
ABIISIOIIMXCST MCTOYHMKAMHM KOMIUIEKTOBAHUS TOCYJApPCTBEHHBIX M MYHHUIIMIAIbHBIX
apXMBOB, JOKYMEHTHI MO JUYHOMY COCTaBy, co3fgaHHble HauuHas ¢ 2003 roga IOJKHBI
XpaHuThcs He MeHee 50 JIeT co THS CO3/AaHuUs.

IlepeyeHb 10KYMEHTOB 10 JUYHOMY COCTABY /10JITOBPEMEHHOI0 CPOKA XpPAHEHUs],
NMO/VIe;KANIMX Nepeaye HA FoCy1apCcTBEHHOEe XPaHeHHe B C/Iyyae JUKBUAAIUH
OpPraHu3alMu.

K noxymeHnTam 1o JMYHOMY COCTaBY J0JITOBPEMEHHOI'O CPOKA XPAHEHUS, IIOIJIEKALTM
nepeaaye Ha roOCy1apCTBEHHOE XpaHEHHE B ClIydyae JUKBUAALMN OpraHU3aliu, OTHOCSITCS:

— pacnopsIuTeNbHble JOKYMEHTBI 110 JIMYHOMY COCTaBY (IPUKAa3bl, PACIIOPSKEHUS, 3alUCKH,
3aMEHSIOIINE TpUKa3bl 10 JIMYHOMY COCTaBy, IIOCTAHOBJIEHUS M Jp.) O IpPHEME,
YBOJIbHEHUH, [1€PEBOJIE, YCTAHOBJICHUH JIOJDKHOCTHBIX OKJIAJI0B, OTIIyCKaxX 0e3 coOXpaHEHUs
3apabOTHOM TUIaThl, JEKPETHBIX OTIYCKaX BCEX KaTeropuié pabOOTHUKOB; O BCEX BUIAX
OTITYCKOB U KOMaHAMPOBOK paOOTHUKOB BPeHBIX Mpodeccuii;

— CHHUCKHM JIMYHOTO COCTaBa, B T. Y. CIHMCKH pabOTAalONIMX Ha IMPOU3BOJICTBE C BPEIAHBIMU
YCIIOBUSIMU TPYAa;

— CIIHMCKU PaOOTHHUKOB, YXOJSIIMX Ha JIbFOTHYIO IIEHCHUIO;

— TPYIOBBIE JJOTOBOPBI, KOHTPAKTHI, COTJIAILICHHsI ¢ paOOTHUKAMH;

— JMIEBBIE cyeTa MO 3apadOTHOW IUIaTe COTPYAHHMKOB (JIMOO NMPH OTCYTCTBUM TaKOBBIX -
JIOKYMEHTBI, MX 3aMEHSIOIINE: pPacUYEeTHO-IUIATE)KHBIE BEJOMOCTH, HAJIOTOBBIE KapTOUKH,
JIOKYMEHTBI Ha Bbl1auy [TOCOOUI, TOHOpapOB, MaTEpHAIbHOM MMOMOIIM U IPYTHX BBIIUIAT);

— pacmudpoBKa KOJOB BHIOB HAYUCIEHHH 3apabOTHOM IulaThl M yaepkaHui (Ipu
HAYMCJICHUH KOJIOB B PACYETHBIX JIUCTKAX);

— Tabenu 1 HapsIbl pAOOTHUKOB BPEAHBIX Mpodeccui;

— chnuckd TabenbHBIX HOMEPOB (B ciyyae (OPMHPOBAHMSA JHMIIEBBIX CUYETOB MO TaOEIbHBIM
HOMEpam);

— JIMYHBIC KAPTOUYKHU YBOJICHHBIX COTPYIHHKOB, B TOM YHCIIe BpeMeHHbIX (popma T-2);

— JIMYHBIE JeNla YBOJICHHBIX paOOTHUKOB (3asiBI€HHS, aBTOOMOrpaduu, KOMUU MPUKA30B U
BBIMHICKU U3 HUX, KOMUHU JTUYHBIX JOKYMEHTOB, XapaKTEPUCTUKH, JINCTKU IO yUETYy KaJpoB,
AHKETBI U T.J1.);

— JIOTOBOPBI MOJPSI/Ia U aKThl BBHITIOJHEHHBIX pabOT K HUM;

— aKThl O HECUaCTHBIX CJIydYasiX, CBSI3aHHBIX C MPOM3BOJACTBOM U JIOKYMEHTHI (IPOTOKOJIBI,
CIIPAaBKH, CBEJIEHUS, CXEMBI U JIp.) 110 UX paccieI0BaHHUIO;

— HEBOCTpeOOBaHHbIE JMUHBIE JOKYMEHTHI (TPYIOBBIE KHIKKH/TPYAOBBIE CIUCKH, JUIJIOMBI,
aTTecTaThl, CBUJETENHCTBA U T.I1.);

— KHUTM (KypHajibl, KapTOYKM) ydeTa MpHeMa, IepeMelleHus (mepeBoja), YBOJIbHEHHS
pPabOTHUKOB.



IlepevyeHb 10KYMEHTOB MO JIUYHOMY COCTaBY, MO/JIE:KALIMX NepeJaye B ApXUB B ciIy4dae

OTCYTCTBUHA JIMIEBLIX CIYETOB 110 HAYUCJICHUTO 3apaﬁoTHoifl IJ1aThbl.

B cootBeTcTBHH C HepequM B CJIydac OTCYTCTBUS B OpraHrU3alvu JIULCBBIX CYCTOB

YHOOPpAAOUCHHUIO U IEPEAAYEC B ApXUB MMOJJICKAT CIACAYIOIHUE BUABI JOKYMCHTOB!:

JIOKYMEHTHI (CBOJIHBIE pacUETHBIC (PacUueTHO-TIIATEKHbBIC) TUIATEKHBIE BEJOMOCTH U
JOKYMEHTBI K HUM, pacueTHBIE JIUCTHI Ha BhIJauy 3apab0THOMH MaThl, ocoOuii, TOHOPapoB,
MaTepuaIbHOU MOMOIIN U JPYTUX BBIIIAT) O MOJIYYSHUH 3apa0O0THOM MIIaThl U APYTUX
BoITLIAT (CT. 295 Ilepeuns);

KapTOYKU MHANBUAYAIBHOTO yYeTa CyMM HAUMCIICHHBIX BBIIUIAT U MHBIX BO3ZHATPAXKICHUM U
CyMM HA4MCJIEHHBIX CTPaxoBbIX B3HOCOB (cT. 309 Ilepeuns);

JIOKYMEHTHI (pacueThl CyMM Hajora, COOOIICHHsI O HEBO3MOKHOCTH yAep KaTh HaJIOT,
PErUCTphl HAJIOTOBOTO YYeTa) IO Halory Ha 1oxoAbl ¢pusznueckux i (ct. 311 [epeuns);
CIpaBKa O J0X0JlaX U CyMMax Hayora ¢usudeckoro juuna (cr.312 Ilepeuns).

Hepeqenb AOKYMEHTOB 110 JIMTYHOMY COCTaBy, MNOATBEPKAAIOIIUX 3AHATOCTD HA paﬁoTax C
THKEJIbIMHA, BPCAHBIMA M OMMACHBIMM YCJIOBUSIMM TPyJAa, MOAJICKAIUX MMepeaavie B apxXuB.

K nokymeHTam 1o JIMYHOMY COCTaBY, MOATBEPKIAIOIINM 3aHATOCTh HA paboTax C

TSAKEJIBIMH, BPEAHBIMU U OITACHBIMU YCJIOBUAMU TpYJad, IMOMJICKAIIUM IIEpCaavuc B apXuBs,
OTHOCATCA:

V.

OTYETHI 10 MPOBECHHUIO criennaibHOl onieHku ycnoBuid Tpyna (COYT) u 1oKyMeHTBl K HUM
(IPOTOKOJIBI, peIIEHHs, 3aKIIF0YECHHUs, IEPEeUHU pabounX MECT, CBE/ICHUS, JTaHHbIEC, CBOJIHbIE
BEJIOMOCTH, JEKJIapallii COOTBETCTBUS, KapThl CIIELMAIbHON OLIEHKH YCIIOBUM Tpy/a Ha
KOHKpPETHBIE paboune MecTa, IepeyHr MEPOIPUATHH 110 YIYULIEHUIO YCIOBUN U OXPaHbI
Ttpyna) (ct. 407 a [lepeuns);

CIMCKH pabOTaOLINX HAa IPOM3BOJICTBE C BPEIHBIMHU, OMACHBIMU YCIOBUSMH TpyAa (cT. 414
[Tepeuns);

tabenu (rpadukn), )xypHaibl yueta padodero Bpemenu (ct. 402 Ilepeuns);

JIOKYMEHTHI (3asiBJIEHUS, JOKJIAAHbIE 3alIMCKU, CIIPAaBKH, HH(OpMAaILIUN) O IEpeBOJIE
PabOTHUKOB Ha COKpAIIEHHbIN padouuil IeHb WIN COKPAILLEHHYIO0 pabouyto Henemo (cT. 392
[Tepeuns);

aKThl, 3aKJII04YeHUs 00 oOecrieueHnn pabounx U CIyXKallliX CpeACTBaMH UHIUBUYalbHON
3alllUThl, CMBIBAIOIIUMHU U 00€3BPEKUBAIOLIUMH CPEACTBAMU, MOJIOKOM U IPYTUMHU
PABHOLICHHBIMH MUILEBBIMU POAYKTAMH, JIe4€OHO-IPOPHIAKTUIECKUM MMUTAaHUEM (TIpU
OTCYTCTBHH JIPYTMX JOKYMEHTOB O BPEJIHBIX U OMACHBIX YCIOBUSX Tpyaa, cT.427 [lepeuns).

HOPAAOK MOAI'OTOBKU JOKYMEHTOB 11O IMYHOMY

COCTABY K HEPEJAYE HA TOCYJAPCTBEHHOE XPAHEHUE

IHopsaaok popmupoBanus e

IIpuka3bl M0 JTUYHOMY COCTABY (GOPMHUPYIOTCS B XPOHOJIOTHUECKOM MOPSAKE B

npeJenax roja, CMCTeMaTU3UPYIOTCS IO HOMepaM IPUKa30B, 110 JaTaM (pu O0IbIIOM
KOJINYECTBE BO3MOXXKHO (POPMHUPOBAHUE JIE]I IO BUAAM IIPUKAa30B (MpUeM, yBOJIbHEHHE U T.11.)). B
OTJIEbHBIX CIy4asiX MMPU OYeHb MajoM 00beMe MPUKA30B TOMYCTUMO (POPMHUPOBATH X B OJTHO
JIEJI0 COBMECTHO 3a HECKOJIBKO JIET.



Tpynosslie 10roBopsl GOPMHUPYIOTCS MO CTPOrOMY an(aBUTy 3a HECKOJBKO JIET; IPU
3HAYUTEIHHOM 00BbeMe 10 aj(aBHUTy B Mpeesiax roaa.

BenomocTu u JinneBbIe CYETAa M0 HAYNCJIEHUIO 3apa00THOM IJIATHI MOTYT
dbopmupoBaThcs:

- B XPOHOJIOTMYECKOM IopsKe (110 rofam, Mecsalam);

- 1o andaBuTy;

- IO CTPYKTYPHBIM [OJIPA3/IEIEeHUSM;

- 1o TabenbHBIM HOMepaM. @OpMUPOBaHUE 110 TAOETLHBIM HOMEPAM MOXKET
IPUMEHSATHCS TOJIBKO B TOM Cllydae, KOrJla MMEeTCs CIUCOK TaOeIbHbIX HOMEPOB PaOOTHHUKOB,
KOTOPBIN NOALIMBACTCS B JAEJIO B KAYE€CTBE BHYTPEHHEHN OMUCH.

JInuHbIe KAPTOUYKH YBOJEHHBIX padoTHuKoB (. T-2) GopmupyroTcs B mpeaenax
TOJIOBOTO pa3jielia OMUCH 10 aln(aBUTy U B Cliydae HEOOXOJUMOCTH TIPH OOJIBIIOM 00BEME
pa30uBaroOTCs HAa OTJENIbHBIE TOMA. B OTAENBHBIX cydasx AOMYCTUMO (pOPMHUPOBATH UX 110
andaBUTy 3a HECKOJIBKO JICT.

JIn4Hble Aes1a yBOJIeHHBIX PA0OTHUKOB (OPMUPYIOTCS MHIUBUAYAIBHO Ha KaXKI0I0
pabotHuKa. JJOKyMEHTHI B IMYHOM JIeJIe PACTIONAraloTCs B COOTBETCTBUH C XPOHOJIOTHEH HX
CO3J1aHMsl, HO NIEPBBIMU U MOCJIECIHUMH SBJISIFOTCS 3aBEPEHHBIE KOIMU IPUKA30B O
npueme/yBoJIbHEHHH paboTHUKA (cM. 1.2.1. MeToanyecknx peKoMeHJalui o padore ¢
JOKYMEHTaMH 110 INYHOMY COCTaBY B F'OCY/IapCTBEHHBIX U MYHUIIMIIAJIbHBIX apXHBaxX, apXHUBax
opranuszanuii. M.,2018). JIuuHble fena yBOJIEHHBIX pAOOTHUKOB CUCTEMATU3UPYIOTCSI BHYTPU
rOJIOBOTO pa3zesia OIKMCH IO a(aBUTy, IPU 3TOM 32 OCHOBY JaThl IMYHOTI'O JI€ja YBOJIEHHOTO
paboTHHKa OepeTcs rofl yBOJIBHEHHUS, a HE TOJl MpuemMa paboTHUKA Ha paboty. JImuHble nena
coJiepKaT BHYTPEHHIOI OMMCh JOKYMEHTOB JIeJIa.

[Tpu 3HaYMTETHPHOM KOJIMYECTBE JIMYHBIX JEJ YBOJICHHBIX PAOOTHUKOB MOTYT
(bopMHpOBATHCS KOMIUIEKCHI JIMUHBIX /11 10 ajihaBUTY C pa30MBKON Ha OT/ENbHbIE TOMA B
3aBHCUMOCTH OT 00beMa. Kaxioe femno ¢ TMYHbIME J1eriaMu, ¢hOpMUPOBAHHBIMH B KOMILIIEKC,
COJICPKHUT BHYTPEHHIOIO ONMUCh. B TOM ciydae, koraa B opranuzanuu popMupyercs HeOOoIbII0e
KOJIMYECTBO JIMYHBIX JIEJI, OHU BKJIFOUAIOTCS B OOIIYIO OIHUCH JIEN 1O JIMIHOMY cocTaBy. [Ipu
00JIBIIIOM KOJIMYECTBE JIMYHBIX J1€] OHU MOTYT BKJIFOYATHCS B OT/IEIBbHYIO OIUCH JIMYHBIX JEJT
YBOJICHHBIX Pa0OTHHUKOB.

HeBocTpebGoBaHHbIE IMYHBIE TOKYMEHTHI (TPYAOBbIE KHUKKH, JUIJIOMBI,
CBUJIETEJIbCTBA) CUCTEMATU3UPYIOTCS B IIpeiesiaX KaJeHJapHOoro rojia 1o BUaaMm, a

[Tpu 3HaYUTETHFHOM KOJIMYECTBE JIMYHBIX JEI YBOJICHHBIX PAOOTHUKOB MOTYT
(bopMHPOBATHCS KOMITJIEKCHI JINYHBIX /1€ 10 aja(aBUTy ¢ pa30UBKON HA OTJENbHbIE TOMA B
3aBHCHUMOCTH OT 00beMa. Kaxioe ferno ¢ TMYHbIME JiernaMu, ¢hOpMUPOBAHHBIMH B KOMILIEKC,
COJIEPKHUT BHYTPEHHIOIO ONMKCh. B TOM ciydae, koraa B opranuzanuu popmupyercs HeOO0bII0e
KOJIMYECTBO JIMYHBIX JIEJI, OHU BKJIFOUAIOTCS B OOIIYIO OMUCH JIEN MO JMYHOMY cocTaBy. [Ipu
00JIBIIIOM KOJIMYECTBE JIMYHBIX JI€] OHU MOTYT BKJIFOYATHCS B OT/IEIBbHYIO OIUCH JTMYHBIX JEJT
YBOJICHHBIX Pa0OTHHUKOB.

HeBocTpeOoBaHHbIE IUYHBIE TOKYMEHTHI (TPYAOBbIE KHUKKH, JUIIJIOMBI,
CBUJICTEIIHCTBA) CUCTEMATH3UPYIOTCS B TIpeiesiaX KaJeHJapHOTO To/a Mo BUaM, a BHYTPH
BUJIOB - 110 andaBuTy paMuinii pabOTHUKOB; B CiIlydyae HEOOXOJUMOCTH Pa30UBaOTCS 1O
00BbeMy Ha OTAETbHBIE TOMA, IPECTABIISIOIINE COO0H HECKOIBKO JINYHBIX JJOKYMEHTOB,
MOMEIIEHHBIX B KAPTOHHYIO MAIMKYy «/IeJI0» Ha 3aBs3Kax, BKIIOYAIONIYI0 TOMUMO JOKYMEHTOB
BHYTPEHHIOIO OTHCH U JIUCT-3aBEPHUTENb, U BHOCATCS JHOO MOCIETHUMHE JIEJIAMH B TOJIOBEIC
pasziesnsl OMUCH JIelT IO JINYHOMY COCTaBy (TpH MajoM 00beMe HEBOCTPEOOBAaHHBIX JTUYHBIX
JOKYMEHTOB B OpPTaHH3aIIHH ), THOO B CAMOCTOSITENEHYIO OMHCH JET 110 JITYHOMY COCTaBY
(HeBOCTpeOOBAHHBIE JTUYHBIE TOKYMEHTHI) C OTJEJIbHBIM MOPSAKOBEIM HOMEPOM.

Bo BHyTpeHHEi onucH T0KyMEHTOB Jiefia MPUBOAATCS peKBU3UTHI paboTHHUKOB (PUO) -
BJIaJICJIbLIEB HEBOCTPEOOBAHHBIX JIMUHBIX JOKYMEHTOB.

B nucre-3aBepuTene Takoro Jiena yka3plBaeTcs He KOJUYECTBO JINCTOB, @ KOJMYECTBO
HEBOCTPEOOBAHHBIX JIMYHBIX JTOKYMEHTOB, BKIIOUEHHBIX B JIEJIO.



[ogmmBka HEeBOCTPeOOBAHHBIX NOJJIMHHBIX JIMYHBIX AOKYMEHTOB
TPAAMLIMOHHBIM TMepeIvieToM (HUTKAMH B 4eTbipe MPOKO0Ja) He JA0NyCTHMAa, MpH
(hopMHpPOBAHUM 1€/ HCIOJIL3YIOTCS TOJBKO NANKH € 3aBA3KAMM.

Ipasuia opopmiienus aes

Odopmrnenue nena mpeaycMaTpuBacT: OQOpPMIIEHHE PEKBU3UTOB OOJIOKKH Jenia Mo
YCTAHOBJICHHON (OpMe; HYMEpaluio JIUCTOB B JI€Ni€; COCTABICHHE, JINCTA-3aBEPUTENS JIeNa;
COCTaBJICHHE B HEOOXOAMMBIX CIIy4asX, BHYTPEHHEH OMUCH JOKYMEHTOB JieJia; MOIINBKY JIeTa;
BHECEHHE HEOOXOTUMBIX YTOUHEHHH B PEKBU3UTHI OOJIOKKH JeTa.

O6noxka (THTYJIBHBIM JIHCT) Jela 10 JUYHOMY COCTaBy oOdopMIsIeTCS 10
ycraHoBneHHOH ¢opme (Ilpuioxenne Nel). Hamnucu Ha 00nokKax Aen (TOMOB) ClEayeT
BBIMOJHATh YepHUIaMH, paz0opunBo, Oe3 cokpamieHuil. Ecnu Ha 000Ky HakjieuBaercs
TUTYJBHBIA JIUCT, W3TOTOBJICHHBIH THUHOTPa)CKUM CIIOCOOOM, TO HAINUCH HAa HEM MOKHO
nevarath. TUTYIBHBIN TUCT pEKOMEHAYETCS HAKJIEUBATh C HAKJIAJAKON KJIesl Ha BCIO TIOBEPXHOCTh
JIMCTa C TEM, YTOOBI 1101 HUM HE 00Pa30BbIBAJIOCH MTYCTOT.

Ha oOnoxke [nena ykas3bIBalOTCS PEKBU3UTHI: HAMMEHOBAaHUE OpraHU3aluu
(ponmooOpazoBaTensi) U ee HEMOCPEACTBEHHAs MMOIYMHEHHOCTh, HAMMEHOBAHUE CTPYKTYPHOTO
noJpa3JielieHusi, UHAEKC Jesa, HOMep ToMma (YacTu), 3aroJioBOK Jena (TOMa 4YacTH), KpalHue
JaThl Jena (ToMa, 9acTH), KOJTUYECTBO JIUCTOB B JeNie, CPOK XPAHEHHUs Jea, apXUBHBINA MHUP
nena.

PekBu3NTHI, MpOCTaBIIIeMble Ha OOJIOKKE (THTYJIBHOM JIUCTE) Jenia, OPOPMIISIFOTCS
clenyromuM o0pa3om:

— B pekBm3uTe HamMmeHoBaHME OpraHM3allMil B MMEHUTEILHOM IAJEKe YKa3bIBACTCS IMOJTHOE
ounmanbHOe HAMMEHOBAHUE OPTraHU3AIUH, MPUHITOE HA MOMEHT ()OPMHPOBAHUS JleNa B
JIeTIOTIPOU3BO/ICTBE; B PAJIE CIy4aeB COKpPAIIEHHOE B CKOOKaX;

— pexBu3uT HamMeHOBaHWE CTPYKTYpHOTO TOIpasesieHus] 0pOpPMIIIETCS B COOTBETCTBUU C
YTBEP)KJIECHHON CTPYKTYpOi (IITATHBIM pacliCaHHeM) OpTraHU3aIlNu;

— B pekBu3uTe MHAekc aenma — mpocramisercs LuppoBoe oOO3HadeHHEe (MHIAEKC) Aena Mo
HOMEHKJIAType Ae;

— peKBU3UT 3arojOBOK Jeja TIEePeHOCUTCS U3 HOMEHKJIATyphl Jell OpraHu3aliH, B
HEOOXO/MMMBIX CIy4dasX B 3arojOBOK BHOCATCS YTOYHEHMS: HOMepa IpPHKa30B,
pacropspkeHuid U JIp. 3arojIOBOK JieNia JOJDKEH OBITh KPaTKMM M B TO YK€ BpEMs IOJHO
pacKphIBaTh COJIEPKaHKME MOALIUTHIX B JI€10 JOKYMEHTOB. B 3arojoBke yKa3bIBalOTCS BUbI
UMEIOIUXCSA B JIeJie JOKYMEHTOB, HX aBTOP M 110 KAKOMY OHH BOTIPOCY;

— B pekBusute Jlara Jnena ykaspIBarOTCd TOA(BI) 3aBelEHHs W OKOHYaHMs Jeja B
JIeNIOTIPOU3BO/ICTBE;

— pekBu3uT KonmmyecTBO MPOHYMEpPOBAHHBIX B JIENIe JIMCTOB IPOCTaBISIETCS HA OCHOBAHHUHU
JINCTa-3aBEPUTEIIS JIEIIa;

— pexBu3uT CpoK XpaHEHHUS Jejla MEepeHOCUTCS Ha OOJOXKKY JieJla U3 COOTBETCTBYIOIIEH
HOMEHKJIATyphl JIeNl TOCJIe CBEPKH €ro cO CPOKOM XpaHEHHs, YKa3aHHBIM B IepeyHe
TUTIOBBIX JTIOKYMEHTOB WJIM OTpPAaclIeBOM NEpeYHE THIIOBBIX JOKyMEHTOB. Ha nemax mo
an4HOMY cocTaBy nuercs: «Xpanuts 75 et JIIK», «Xpanute 50 net SIIK».

— pexkBu3UT ApXuBHBIN mudp aena (cocTouT u3 Homepa (oHIA, HOMEpa OMHUCH U HOMepa
JieNia o OMUCH) Ha 00JI0XkKKax JIeJl 10 JUYHOMY COCTaBY IMPOCTABIISIETCS YEPHUIAMH TOJIBKO
1ocje BKIIOYEHHUS 9TUX JIe B TOJIOBBIE pa3zesibl CBOJAHBIX Onucei, cormacoBaHHbIX ¢ DIIK
JenapraMeHTa KyabTypsl bpsHckoi o0nactu.

B mensax obecrieueHus COXPAaHHOCTH U 3aKpEIUICHUs TOPSAKA PACHOJIOXKEHUS
JOKYMEHTOB, BKJIFOUEHHBIX B [EJI0, BCE €ro JIMCTHI, KPOME YHCTBHIX, JIMCTa-3aBEPUTEIS U
BHYTPEHHEH ONKCH, HYMEpYIOTCS B pa3BepHYTOM BHjAe apabckumu nudpamu, BajoBOH
HyMmepanuei. Ynctele JUCTBI U3 Jefa MU3bIMAaroTCs (0e3 TMOBPEXKICHHS IEITOCTHOCTH Jeiia).
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JIMcTel HyMEpYIOTCSl IPOCTBIM KapaHJAIIOM CBEpXY BHU3 B BO3PACTAIOILEM IOpPsIKE HOMEPOB,
HauuHas ¢ nepsoro. Ludps! npocTaBisioTcss B MpaBOM BEpXHEM YIITy JIMCTA, HE 3a/eBasi TEKCTa
JIOKYMEHTOB. JIMCTbI BHYyTpEHHEN ONUCH HYMEPYIOTCS OTAEIIBHO.

JIucThl 1€, COCTOSAUIMX M3 HECKOJIBKUX TOMOB WM YacTEeW, HyMEPYIOTCS 10 KaXI0My
TOMY WM 4YacTH OTJAEIbHO, HAayMHasg ¢ nepBoro. l[IpmiioxkeHuss K Jeny, MOCTYNUBIIME B
neperuieTe, OPOPMIISIOTCS KaK CaMOCTOSITETIbHBIC TOMA U TAK)KE HYMEPYIOTCS OTJEIBHO.

Ecnu B Hymepanuu JIMCTOB AONYIIEHO MHOTO OUIMOOK, BCE JEJI0 HyMEPYETCsl 3aHOBO.
IIpu 5TOM CTapble HOMEpa 3a4EepPKUBAIOTCA OJJHOM HAKIIOHHOW 4E€pTOM, U PSAJOM CTaBUTCS HOBBIN
HOMep JMcTa. B KOHIe Jiena cocTaBisieTcs HOBas 3aBEepUTENbHAs HaJIKUCh, IPU 3TOM cCTapas
3aBepUTENbHAs] HAAINUCH 3a4EPKUBAETCS, HO COXPAHSIETCS B JIENI€; BHOCSITCS TaKKe MCIPABICHUS
BO BHYTPEHHIOIO OIIMCh, WU OIIUCh COCTABIISIETCS 3aHOBO.

[Ipu HaIMuUM OTIENBHBIX OLIMOOK B HyMEpalH JIMCTOB B JIeJaxX MpHU MOATOTOBKE UX K
c/laye B apXUB JOIYCKAETCs MO COIJIaCOBAHHMIO C HUM YHNOTpeOsIeHne JIUTEPHBIX (C OYKBEHHBIMU
JIOTIOJIHEHUSIMU ) HOMEPOB JIMCTOB.

Ilocne 3aBepuieHHss HyMepalMM JIMCTOB COCTABIISI€TCSl 3aBEPUTENIbHAS HAJIUCH,
KOTOpasi pacroJiaraercs B KOHLE Jeja. 3aBepuTebHas HAJIUCh COCTaBISIETCS B J€Jie Ha
OTACIBHOM JucTe-3aBeputenie aena (Ilpusokenune Ne 2).

B Heil mudpamMu W NPONMUCHIO YKA3bIBACTCS KOJIMYECTBO JIMCTOB B JAHHOM JETIe.
3aBepuTenbHAs HAANUCH IOANUCHIBACTCS €€ COCTABUTEIEM C YKa3aHHMEM paciliu(pOBKH
MOJIUCH, JTOJDKHOCTU M JaThl cocTaBieHHUs. KoiaumuecTBO JMCTOB B Jiejie IPOCTaBIISIETCA Ha
00JI0KKe J1eJ1a B COOTBETCTBUHU C 3aBEPUTENLHON HAIIHUCHIO.

BHyTpeHHs onuch JOKYMEHTOB Jiejla COCTAaBIISIETCS C LIEIbI0 yueTa U 0oJiee ObICTpOro
HaXOXXJCHHUs JOKYMEHTOB B jeie. JIMCTbl BHYTpEHHEH ONUCH MOALIMBAIOTCA B Hayaje Jena.
Ecnu nmeno mepemsieTeHO WM TOAIIUTO 0Oe3 OlaHKa BHYTPEHHEH OIMMCH JIOKYMEHTOB, TO
COCTaBJIEHHAs 110 YCTAaHOBJIEHHOM (popMe omMch MOJIKIEUBAETCS 32 BEPXHUM Kpall K BHyTpeHHEH
CTOPOHE JIUIIEBOI OOJIOKKH JeTa.

BHyTpeHHs1 omnuch JOKYMEHTOB [I€Jla COCTAaBIISIETCA HAa OTHEJIBHOM JIMCTE 10
YCTaHOBJICHHOU (opMme.

Jleno Ha OyMa)kHOM HOCHTENE TOJDKHO cofiepkaTh He Oosiee 250 AMCTOB, MPH TONIIMHE
He Oounee 4 cM.

JIOKyMeHTBI B Jenax IO JUYHOMY COCTaBy IIOAIIMBAIOTCA HA YEThIpEe IPOKOJIa
OPOYHBIMA HUTKaMH B TBEPAYIO OOJIOKKY W3 KapTOHAa WM TEperieTaloTcs € y4yeToM
BO3MO>XHOCTH CBOOOJHOTO YTEHMsI TEKCTa BCEX JOKYMEHTOB, J1aT, BU3 M PE30JIIOLMHA Ha HUX.
TekcT He T0JKEeH MOJIXOANUTH K JIMHUY MOAIIMBKY (Meperuiera) 6ymxke 3 cM, a JIUCThI He OJKHBI
BBICTYNIaTh 3a Kpas oOJOXKHU. B ciydasx, korja TeKCT Ha JOKYMEHTE paclojoXeH OIM3KO K
Kparo JMCTa, K TAaKOMy JIUCTY MOAKJIEUBAEeTCA IOJOCKAa OyMaru, 3a KOTOPYK JIOKYMEHT
NOJLINBAETCs (NeperyieTaeTcs) B AeJ0.

Vka3aHus IO UCIHOJHEHMIO [JOKYMEHTa pPYKOBOJCTBA, BHU3bl, COCTaBJICHHBIE Ha
OTJIENbHBIX JIUCTAX, PA3MELIAIOTCS Mepe]] TOKYMEHTOM, K KOTOPOMY OHM OTHOCATCS, U B TAaKOM
MOPSIIKE NOIUIMBAOTCS B JIETIO.

[Ipn moaroroBke nena K NOAMIMBKE (TMEpeIuieTy) MpoBepsieTcsl MPaBUIBLHOCTb UX
dbopmupoBaHusi, 0pOpMIICHHS, METAJUIMYECKHE CKperieHus (OyIaBKH, CKPENKH) U3 JOKYMEHTOB
YIAJSIOTCA.
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V1. COCTABJIEHUE OIIUCH HA JOKYMEHTBI 11O IYHOMY
COCTABY

Ha Bce ynopsiaodeHHbIe TOKYMEHTBI 10 JIMYHOMY COCTaBY COCTaBJISIFOTCSI ONMCHU el

(ITpunoxenus: Ne 3,4).

OmnucatenbHas CTaThsl OMUCH JIeN 0 JUYHOMY COCTaBY BKJIKOYAeT B ce0s ClieAyrolIue

AJIEMEHTHI:

— TOPAIKOBBINA HOMEp Jeia (TOMa, YacTH) 110 OIHUCH;

— HHJEKC Jiena (ToMa, 4acTH);

— 3aroJIOBOK Jiesia (TOMa, YacTH), MOJIHOCTHIO COOTBETCTBYIOILIMM €ro 3aroJioBKy Ha OOJIOKKE
Jena;

— Jjata jaena (ToMma, 4acTH);

— KpailHui#l cpoK XpaHeHus jena (Toma, 4acTu);

— KOJIMYECTBO JIUCTOB B JieJie (TOME, YacTH);

— IpUMEYaHHue.

IIpu cocTaBiieHUM ONKMCH A€ OpraHU3aluyl He0OX0IUMO COOJII0aTh CIEAYIOIHe
TpeOOBaHUS:

—  Ka&XJ0€ JIeJI0 BHOCUTCS B OMKCH 110/l CAMOCTOSITEIbHBIM MOPSAAKOBBIM HOMepoM. Eciu neno
COCTOUT U3 HECKOJIBKMX TOMOB (4YacTeil), TO KaXKJblii TOM (4acTb) BHOCUTCSA B OIHUCH O]
CaMOCTOSITENIbHBIM HOMEPOM;

— rpadbl omMCH 3AMONHSIOTCS B TOYHOM COOTBETCTBUM C TEMH CBEICHUSMH, KOTOpBIC
BBIHECCHBI Ha 00JIOKKY JIeTa;

— rpada onucu «lIpumedanuey nucnoab3zyercs Uil OTMETOK 00 OCOOEHHOCTIX (PU3MUECKOrO
COCTOSIHUA /171, 0COOEHHOCTSX (POPMUPOBAHUS U JIp.

B koHI11€e onycH Beile 3a MOCIEAHEN ONUCATEIbHON CTaThEM JEIaeTCs NTOr0Basl 3aIUCh,

B KOTOpPOM yka3biBaeTcs (LM(pamMu U IMPOMUCHIO) KOJUYECTBO A€, YUCISIUXCA IO OIUCH,

NEPBBIN U MOCIEAHUI HOMEpa /1] TI0 OIUCH, a TAK)KE OrOBapUBAIOTCS OCOOEHHOCTH HyMepaluu

JieN1 B ONUCH (JIMTEpHBbIe HOMEpA /1€ U MPOMYIIeHHbIE HOMEPA).

Onuce Jen opraHu3alldy IOANKCHIBAETCSI €€ COCTAaBUTENEM C yKa3aHUEM €ro

JIOJIKHOCTH.

K onucu nen opranusanuy cocTaBisieTCsl HAyYHO-CIIPABOUHBIN anmapart, BKJIIOYAOLUI

TUTYJBHBINA JHCT, TUCT NEPEUMEHOBAaHUN U MPEANUCIOBUE (MCTOPUYECKYIO CIIPABKY).

[Tocne cornacoBanus onucel Aen no auuHoMy cocraBy JDIIK nenmaprameHnTta KyabTyphl
bpsiHckOlf  00sacTM 32 COOTBETCTBYIOUIMM NEpUOJ, OMNMCH YTBEPXkAaeT JHMKBUAATOP

(KOHKYPCHBIN YIIPaBIISIFOIINM).

HOpﬂ)IOK BKJIIOYCHHUSA €] B OIIUCH

Bce nmMeromuecst BHJIbI IOKYMEHTOB I10 JIAYHOMY COCTABY Yallle BCEro MPH HEOOIBIIOM
uX 00beMe BKIIOYAIOTCA B OJHY OMKCH JIed MO JUYHOMY cocTaBy. [IpuHIMI cucTeMaTH3aIun
JIeT B OMHUCH - XPOHOJOTHYCCKH- HOMHHAIBHBIA (OMUCH JEIUTCSA HAa TOJOBBIC pa3felibl, a B
Ka)KZIOM TOJIOBOM pa3jielie OMUCH JOKYMEHTBI PACIIONaraloTcs 0 UX 3HAYUMOCTH).

[TpumepHast cucremaTu3amnus e B TOJIOBOM pa3/ielie OMUCH:

— TIPUKAa3bl, PaCTIOPSHKEHUS IO TUYHOMY COCTaBY;

— TpPYAOBBIE TOTOBOPHI,

— JUIEBbIE cUeTa (BEIOMOCTH) 10 HAYUCIICHUIO 3apa00THOM TIJIAThI,
— JUYHBIC KAPTOYKH YBOJIEHHBIX paboTHHUKOB (¢. T-2; ¢. T-2T'C);
— JIMYHBIC JIe)Ia YBOJICHHBIX pA0OOTHHUKOB;

— HEBOCTPeOOBaHHBIC JTUYHBIC TOKYMEHTEHI.
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JIOKYMEHTBI, 3aMEHSIOIINE TPU HEOOXOAUMOCTH JIULIEBBIE CUETa, TOMEUIAIOTCS B OMHICH
Ha MECTO JIUILIEBBIX CYETOB.

JIOKYMEHTBI, MOATBEPKAAIOIINX 3aHATOCTb Ha paboTax C TSDKEIbIMU, BPEIHBIMH U
OMacHBIMHM YCJOBHUSIMU TpYJa, IOMEIIAIOTCS B OIHKCH BBIIIE aKTOB U JOKYMEHTOB IO
paccieIOBaHHUI0 HECYACTHBIX CTy4aeB.

[Ipu OonpmioM o00BEMe OJHOTO BHUIA JOKYMEHTOB (HampuMmep, JHYHBIC Jena,
HEBOCTPEOOBAHHBIE TPYJIOBbIC KHUKKHU, aKThl PAcClIeJOBaHMs HECYACTHBIX CIIy4aeB U T.1.) Ha
TaKHe BUJIbI TOKYMEHTOB MOTYT OBITh COCTaBJICHBI OT/ICIHHBIC OMMKUCHU ACII TI0 THYHOMY COCTaBY.

HOpﬂ)IOK COCTABJICHUS HAYYHO-CIIPABOYHOI'0 allliapaTra K OlMCH

K onucu nen opranusanuu COCTaBiIsAeTC HAYYHO-CIIPABOYHBIM arapar, BKIYaroIun
JMCT IEpEMMEHOBaHUN U NPEeIUCIIOBUE (UICTOPUYECKYIO CIIPABKY).

JIucT mepeMMEeHOBaHMN COJEPKUT IIEPEUYECHb BCEX HAMMEHOBAHMM OpraHU3aluu C
YKa3aHUEM IOJYMHEHHOCTH, JEHCTBOBAaBUIMX B TEUEHUE BCErOo IEPUOAA ACATEIbHOCTU
OpraHu3aliy C yKa3aHHEM IEepUOJOB JCUCTBHUS OTACIHHBIX HAUMEHOBAaHUH B ¢opmare: (mara
Hauasa JieiicTBUsA HauMEHOBaHUs (IIOJUMHEHHOCTH) - J]aTa OKOHYaHMsI AEUCTBUS HAMMEHOBAHUS
(mogunHeHHocTH)). HauanbHas M KOHEYHast JaThl HAMMEHOBAHUM yKa3bIBalOTCSl B COOTBETCTBUU
C JlaTaMu BBIJJa4M CBHUJIETEIIBCTB O PErMCTpallMiM MU3MEHEHHH B YCTaB, CBA3aHHBIX CO CMEHOM
HAaUMEHOBAHMSI OpraHu3aluu. OTH JaThl JOJDKHBI YETKO COBNAJaTh CO CBEICHUSMHU O
NIEPEUMEHOBAHUAX, YKa3aHHBIMHM B UCTOPUYECKOU CIIPaBKe.

[IpenuciaoBue (ucropuueckas cIpaBKa) K ONHCH COCTOMT M3 JIBYX 4YacTei:
UCTOPUYECKOH U apxeorpaduueckoil.

B ucropuueckoil yactu npeauciaoBus (MCTOPUYECKOM CIIPAaBKH) K ONKMCH OTPa)KaroTCs B
XPOHOJIOTUYECKOW IOCIJIE0BATEIBHOCTH CIIECAYIOIINE CBEACHMS, XapaKTEPU3YIOIIUE HCTOPHUIO
o0pa3oBaHusl, 1EATEIbHOCTH U JTUKBUIAIIMN OpraHU3aluu:

—  pacmnopsIuTeNbHbIEe aKThl M PETUCTPAllMOHHbBIE JOKYMEHTHI O CO3JJaHUHU, IPeoOpa3oBaHuU U
JUKBUJALUU OpraHU3allly;

— KpaWlHME JaThl IESITEIBHOCTH OpraHNu3aluy;

— OCHOBHbBIE HamlpaBiieHUs (BU[bI) IE€ATEILHOCTH OPraHU3allii B COOTBETCTBUU C YCTaBHBIMU
JIOKYMEHTaMU U UX U3MEHEHHS;

— HW3MEHEHHUs B Ha3BaHWHU U ITOAYUHEHHOCTH OpraHU3alluH;

— CTPYKTypa OpraHu3aluy U €€ U3MEHEHHS.

B apxeorpaduueckoif 4YacTH MpeaucioBHs (HMCTOPUYECKOH CIpaBKH) K OINUCH
MPUBOJSATCS CIIEAYIOIINE CBEICHUS:
— KOJIMYECTBO JEJI B OIIMCH U KpallHUE J1aThl JEI;
— COCTaB JOKYMEHTOB OITHCH;
— IIEpeYeHb OTCYTCTBYIOIIMX JOKYMEHTOB C YKAa3aHHUEM XPOHOJIOTMYECKUX NEPUOAOB U
IIPUYUH OTCYTCTBHSL.
— CTeNeHb COXPAaHHOCTH JIOKYMEHTOB.

[IpenuciaoBre TOANMKMCHIBACTCS JIMKBUAATOPOM (TIpejcenaTeieM JUKBHIAIMOHHON
KOMHUCCHH, KOHKYPCHBIM VIPAaBISIOUUM JTHOO JAPYTUM YHOJTHOMOYEHHBIM JIOJDKHOCTHBIM
JIUIIOM) OpPTaHHU3AIUH.

[Ipy HanMuuu B TEKCTE OMUCH TUOO TPETUCIOBUS COKpAIIeHH B 00s3aTelbHOM
nopsiIke 0POPMITSETCS CITICOK COKPAIICHUH.
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VII. TPEBOBAHUSA K APXUBHBIM KOPOBAM JIUIS1 XPAHEHUSA
JOKYMEHTOB

ITockonbKy 00513aHHOCTBIO PYKOBO/ICTBA JIMKBUIUPYEMOM OpraHU3aLUu SIBIISETCS
nepeaaya Ha TOCYAapCTBEHHOE XpaHEHHE JOKYMEHTOB I10 INYHOMY COCTaBY B
3aKapTOHUPOBaHHOM BHJE (cM. paszzen I [TamsaTku), nocie 3aBepiueHus ynopsiio4eHus
JOKYMEHTOB T10 JINYHOMY COCTaBY OCYIIECTBIISICTCS 3aKyIIKa apXUBHBIX KOPOOOB JUIsl XpaHEHHS
JIOKYMEHTOB I10 INYHOMY COCTAaBY.

KonnyecTBo apXMBHBIX KOPOOOK PACCUUTHIBACTCS HCXO/S U3 KOJIMUYECTBA AT,
HOJUIeXKAIUX IIepeiade B apXuB, U UX Pa3MEPOB.

CrannapTHasi apxuBHasi KOpoOKa ISl IeJ CTaHIapTHOTO pa3Mepa, ChOPMHUPOBAHHBIX U3
JIOKYMEHTOB, 0()OPMIICHHBIX Ha JIUCTAaX Gopmara A4, UMeeT ClIeayIole pa3Mepsl: JUIMHA -
40545 MM, mmpuna - 280+£3mM, BeicoTa - 17243 Mm.

HecrangapTHas apxuBHast KOpoOKa JUIsl XpaHEHHs JIMLEBBIX CUETOB, O(OPMIICHHBIX B
KHUTax Gopmara A3 UMeeT clenyromue pa3Mepbl: [uTnHA - 35543 MM, mmpuHa - 450+£3MM,
BbICOTA - 177+3 mm.
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Ipuiaoxenue Ne 1. @opma 00/10:KKH JeJ1a 10 JUIHOMY COCTABY

I'OCYJAPCTBEHHOE KA3BEHHOE YYPEKJIEHUE BPSIHCKOM OBJIACTHU
«T'OCYJIAPCTBEHHBIN APXHUB BPSIHCKOM OBJIACTH»
OBIIECTBO C OTPAHUYEHHOM OTBETCTBEHHOCTBIO
«CYIIEPKOHTAKT»

(000 «CYIHEPKOHTAKT)

TEJO Ne TOMNe 1

ITPUKA3BI NeNe 01 - 105 TUPEKTOPA
OBILIECTBA 110 JIMYHOMY COCTABY

Hauaro: 07 suBaps 2007

Oxonueno: 28 urous 2007

Ha 234 aucrax

Xpanuts 50 ger K

D. Ne
On. Ne
JI. Ne

Obpasey 061024cKU 0ena no TUYHOMY COCMAsy
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Ipuiaoxenue Ne 2. Oopasen opopmiieHNsI JTUCTA-3aBEPUTEIISI

JIMCT - 3BABEPUTEJIb JJEJIA Ne

B nene noamuTo 1 npoHyMepOBaHO TucT(0B)

(unpamMu U IPOIUCHIO)

B TOM YHUCJIC JII/ITepHHe HOMepa JINCTOB 5 HpOHYH_leHHBIe HOMepa
JINCTOB ; JINCTOB BHYTPEHHEW OIMUCHU
OCOBEHHOCTU ®U3NYECKOI'O COCTOSHUS U NeNe JINCTOB
®OPMUPOBAHNS JIEJIA
1 2

(0onocrnocms, noonuce, pacwugposxka noonucu, oama)

Obpasey oghopmnenus rucma-3asepumeis
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Ipuiaoxenue Ne 3. ®opma onmucH aeJ1 MO JUYHOMY COCTABY

(HanMeHOBaHNE OPTaHU3AIIIH)

YTBEPXAIO
HaunmMmeHoBaHnEe JOMKHOCTH
PYKOBOIUTEIIS OpTaHU3ALIUI
IToanucek Pacmm¢poBka noamucu
[Hara
Donpg No
OIINCDH Ne
JIeJT [0 INYHOMY COCTaBy
3a roj

Ne Nunexc 3aroJIoBOK zena JHara Cpok Komnuectso
I Jena (Toma, yactu) Jena XpaHeHHs JIMCTOB B [pumeuanue
(ToMma, nena (Toma, | jgene (Tome,
YaCTH) YaCTH) YaCTH)

1 2 3 4 5 6 7

B naHHbIl pa3aes ONUCH BHECEHO Jaen
(tdpaMu ¥ IPOITUCHIO)

¢ Ne mo Ne , B TOM YHCIIE:

JMTEpHBIE HOMepa:
MPOTyIIEHHBIE HOMepa:

HanmenoBanue JOJDKHOCTH
COCTAaBUTEIIA OITUCHU HOI[HI/ICL PaCHII/I(i)pOBKa IOAIMHUCHU

Jara

HauanpHuk otaena kagpos
(MHCIIEKTOP O KaJIpam) ITopnuce Pacudposka nmoxnucu
Jlata

COT'JIACOBAHO
[porokox LIDK (OK)

(HaMeHOBaHWE

OpTaHU3aIIH)

oT No

CDopMa onucu oen no JIUYHOM)Y cocmaegy opeaHusayuu
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Ipuiaoxenue Ne 4. Oopasen opopmiieHHsI ONTUCH 1€ 110 TUIYHOMY COCTABY

OTKpBITOE aKIIMOHEPHOE OOIIECTBO
«CynepKOHTAaKT»
(OAO «CynepKoHTaKT»)

YTBEPXIAIO
I'enepanbHbBI AUPEKTOP
OAO «CynepkoHTaKT»

H.M. HoBukon
« » 201 r.
®ong Ne P
OIINCB Ne
nen o nuyHomy coctapy 3a 2007 - 2008 romabr
Ne Wn 3aronoBok zena (Toma, 9acTH) Jlata nena (Toma, Cpox Kon-Bo IIpu-
H/H HeKC ‘-IaCTI/I) XpaHCHHA JIMCTOB B| McHa-
nea ineie HUE
Aicia (TomMa,qact |(Tome,
JacTi)
1 2 3 4 5 6 7
2007 roxn
1 [Mpukassr NeNe 1-x-98-k mupekropa 07.01.2007- 50 nret 234
oOmiecTBa 1o JMYHOMY cocTaBy. T.1. 28.06.2007 OIIK
2 [Tpuka3er NeNe 99-x-138-x mupexropa) 07.07.2007- 50 nret 28
o0rmIecTBa 1o JUYHOMY cocTaBy. T.2. 28.12.2007 OIIK
2007-2008 50 ner 228
3 T BIK
pyzossie gorosopsl ABI'-IMb
4 BenomocTu o HauMCIeHUIO 3apaboTHOM 2007 58 ﬁT}e(T 24
M1aThl pa0OTHUKAM 0O0IIECTBA
2008 rox
5 50 ner 116
[Ipuka3er NeNoe 1-x — 115-x nupekropa 05.01.2008- JIIK
o0I11ecTBa M0 JINYHOMY COCTaBY 31.11.2008
6 BenomocTu o HauMCIeHUIO 3apaboTHON 2008 50 et
AIIK 100
M1aThl paOOTHUKAM OOIIECTBA
B nanHnyro onuck BHeceHO 6 (mectsb) aen ¢ Ne 1 o Ne 6, B Tom uucie:
JUTEPHBIE HOMEPA:
MPOIMYIIEHHbIE HOMEpA!
NucnekTop no kaapam n.O.

HBanoBa

17.12.2008

Obpazey oghopmnenuss onucu oen no JUYHOMY COCMAB)Y
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IIpunoxenue Ne 5. O6pasen opopmiieHH JTUCTA IEPEMMEHOBAHUI K ONMCH

OO0111ecTBO € OTPaHUUEHHOM OTBETCTBEHHOCTHIO «22 CyNepKOHTAKT
(05.03.2003 - 14.08.2005)

OTkpBITOE aKIIMOHEpHOE 0011ecTBO «CynepKOHTAKT»
(14.09.2005 -31.12.2008)

Obpasey oghopmienus 1ucma nepeumeHo8arull K OnuUcu



