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Hanmenosarne noxymenta: ¢Ilofomenne of skcnepTiae HeHHOCTH Pepaxuus Nel Jacr2u3 16
JOKYMEHTON IJIA nepenivi HX na XPEHEeHHS o YHHHTOMEHHH
AOKYMEHTOB U HOCHTeNeH HH{OpMaLIHHT Mamenenut N0 | 3xa.Ne

CHE TBETIOY «ManooxTHICKEH KoAaenmy

1. OxeneprHasn KoMHcCHS
1. O6mue nosromeHust

1.1. DxcnepTras KOMHUCCHA SBAACTCSE BPEMEHHO AHCTRYIOUM pafounmM opragoM CII6 I'b
HOV «Manooxrunckmt xomnemx» (manee — Kolmemxa), oCyIHECTRIMIONEM paBoTsl 0
OpTaBH3atiiy K IIPOBCMEHUI0 IKCIEPTH3bE LEHHOCTH AOKYMEHTOB C Helbio orfopa uX Ha
TOCYAAPCTBEHHOE XpAHCHHE M YCTAHOBICHHE CPOKOB XpaHEHHS ¥ JeHCTBYIOIHHM Ha
OCHOBaHMHK HacTosuero TTomoxenus.

1.2. Dxcneprias komuccns (Aanee — IK) Bosrnasngercs (mo gomxioctn) HagannHuKoM
OTZella XaJpOB i HEMOCPEACTBEHHO HOAINHACTCS JUPEKTOPY KOMeKa.

1.3. B croeii aesrensHocTy DK pyKoBoacTByeTCs:

HopMaTyBHO-IPaBOBEIMH ~ aKTaMM,  PEMMaMEHTHPYIOLIAMH  JOKYMEHTAaI[HOHHOE
ofecreuende paboTHl U ApXUBHOE XpaHEHHE NOKYMEHTOB, NIPHKA3aMH K PacIOpSOKEHUSIMY
qupextTopa  xoiie/mka, IHomokeHueM 0 eNONPOH3BOACTBE Clle I'b TIIOY
«MaJOOXTHHCKHRKOJIIEIIKY , HACTOALINM [1010KeHUEM.

2. OyHKOHMHE H3aaaYH

2.1, 3agageit K sBIA€TCA NOATOTOBKE B IepeAauy Qe Ha XpAHEHHE B apXKB 1 Ha
YHHYTOXKEHHE.
2. @ynxinun SK:
3.1. IIposenenne 3KeMepTH3bLI HEHHOCTH JOKYMEHTOR

DKCnepTysa UEHHOCTH AOKYMEHTOB - OnpefeeRre UEHROCTH JOKYMEHTOR ¢ Lenbio oTbopa
WX HA FOCYZAPCTBEHHOE XPAaHEHHE H YCTAHOBICHUE CPOKOB XPAIIEHHS,

DKCIIePTH3a HEHHOCTH JOKYMEHTOE B KOMTeke IpoBOANTCA:

- IPY COCTaBIEHIHA HOMEHKNATYP O,

- pu GOPMHUPOBAHHAK JIEN U ITPOBEPKE MPABAIBHOCTH OTHECEHHS IOKYMEHTOB K JIelaM;

- IPH NOAXOTOBKE AEll K TOCIEAYIOMEMY KPAHEHHUIO,

JKCreprTu3a HEHHOCTH [JKOKYMEHTOB @XErofHO OcymecTisercs B Kommemxe ¢
OPUBIEUEHAEM COOTBETCTBYIOIIUX CEUHATHCTOB.

OxonuarensHoe pernenue mpuruMaer DK,

Or6op NOKYMEHTOB IUlsf IIOCTOSHHOIO XPaHEHWS MPOBOAMTCA HA OCHOBAHMH IlepedHeit
IOOKYMEHTOB C YKAa3aHHEM CPOKOB MX XpaHCHHS M HOMEHKIAatType aenm Kosiemxa IryTem
NOJIHCTHOrO NPOCMOTPa Ael. B Zenax NoCTOSHHOFO XpaHEHMs HOMIeRaT H3BITHIO AYOIeTHEIE
3K3EMITTIAPE! ROKYMEHTOB, YePHOBUKY, HEO(OPMICHHEIC KOIHH JOKYMEHTOR U He OTHOCALHECK
K BOIIPOCY MOKYMEHTEI ¢ BpDEMEHHBIMHI CPOKAMH XPAHEHHA.

Onnospemenno ¢ 0TO0POM JOKYMEHTOB MOCTOSHHOTO M BpemeHHOro (cssime 10 mer)
XpaHeHUS 7] Hepeliaty B apX4B IPOBOAKTCS OTOOP JEN U NOKYMEHTOB BpeMeHHEOTo (o 10 neT)
XpaHEHHs ¢ HCTEKUIHMH CpOKaMHd XpaHeHwda. [Ipu 3ToM yuUMTBIBAIOTCH TONMBKO OTMETKH B
HOMEHKIIATYpe Jel «J10 MAHOBAHUST Hag0OHOCTI U T.I.

[lo pesynprataM OKCIEPTH3BI TEHHOCTH NOKYMEHTOB COCTABAMIOTCA ONWCH el
MOCTOAHKOrO, BpeMeHHO (csbire 10 J€T) XpaHeHHS W IO JMYHOMY COCTABY, @ TAKKE AKTHL O
BBIIENICHHH el K YHHUTOKEHHIO,

3.2. Othopmaenne aen
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Jiver 3 u3 16

k3. Me

Hena Komnemxa mommexar oQOpMICHWIO TpH HMX 3aBElCHMM H [0 3aBEPIICHVH
kanexaapyore roga. Odopmiesrne Hel BKIIOYACT KOMIUIEKC paboT OO HX TeXBHUecKOl
00paboTke H MPOBOAUTCSE COTPYMHUKAME COOTBETCTBYIOMMX CTPYKTYPHBIX ITOAPE3EENeHN TPy

METOIUHECKON IOMOIMH OJ KOHTPOJIEM BEOOMCTBEHHOTO apXHUBa.

B 33BHCHMOCTH OT CPOKOB XpaHEH:s IPOBOJHTCS MOMHOE HIM YaCTHYHOE 0dOpMIeHHe
nen. Jena MOCTOAHHOTO, NOATOBpeMeHHOTo (cBhIUe 10 JeT) XpaHeHus H N0 JIMIHOMY COCTABY

MOAIEXKAT HOJHOMY ODOPMIIEHHIO.
ITonroe oopMIIEHNE NETa IPeAyCMATPHBAET:
- [IONMKBKY M IEpenneT Aesa;
~ HyMEPAaLHIO JHCTOB B NEJIE;
- COCTaBJICHHE JIMCTA - 3aBEPUTEN JLIa,
- COCTABNCHUE B HEOOXOIMMEIX CIIYUasX BHYTPEHHEH OMICH JOKYMEHTOB;
- o(POpMIIEHYE PEKBH3UTOB OOIOXKY Ae/Ia.

Hena BpemeHHOTO (%0 10 JIET BKIIOWHTENBHO) XpaHEHus He MEPErLIETAIOTCS, MHCTH B

HHX HE HYMCPYIOTCH, JCKYMCHTE! B HHUX XPaHATCA B CKOpPOCIIHBATENAX.,

Jlema MOCTOSHEOYO ¥ AOIFOBPEMEHHOFO XPAHEHHS NOMIIMBAIOTCA B TBEPAYIO 0BIOKKY B 3-4
NpOKOIIA € YYSTOM BOSMOXKHOCTH CBOOOAHOIO YTEHHS TeKCTa BCEX AOKYMEHTOB, JIaT, BH3 K

PE30MIOUHM HAa HUX. MeTalIMIecKue CKPeIIeHRAA0MKHEL GhITh YIANCHEl U3 e

Jluctet B nene (3a MCKIIOUEHHEM JIMCTOB-3aBEpHTCNCH W BHYTPeHHEH OIHCH) HYMEPYROTCS
apabexumu uudpamu BagoBoH (MOpSAKOBOi) HyMepaurell B MPaBOM BEPXHEM YIIY, HE 3aHeBas

TEKCTa, YEPHEIM KapaHdAIIIOM.

KonuyecTBo auMCTOB B Rene, 0CODEHHOCTH HeNa, a TAKKe BCE NOCHENRYIOUWE M3MEHEHHS B
COCTABC H COCTOAHMM Jena (MOBPEXIACHHS, HPUCOCHHHEHHE HOBBIX JOKYMEHTOB, 3aMCHA
HOMUIMHHBEIX EOKYMEHTOB Hd KOMH) OTMEYAKOTCA B JIACTE-34BEPHTENIE CO CCHUIKOH Ha

COOTBETCTBYIOIIHM aKT.

Obnoxka OC IIOCTOAHHOrQ H JOATOBPEMCHHOTO XPaHCHHA OCIJOPMJISIGTCH II0 }"CTQHOBJTCHHOﬁ

dropue.

3aronoBox nena Ha 00JOXKKe AGIKSH COOTBCTCTBOBATL BKIIFQYCHHBIM B HOMCHKIATYPY
Jen 3aronoekaM. [lo okoHdaHuH roja B HaANHWcH Ha O0AOMKKAX JAeH [IOCTOSHHOIO K
AONIOBRCMCHHOIO XPaHCHHUA BHOCATC YTOUHCHUA, MPOBEPACTCS COOTBETCTBHE 3aT0NOBRKOB Jen
Ha ofoxKKe COUCPIKAHHIO TIOOIIATEIX JOKYMCHTOB, B HEOOXOXUMBIX CAOyUasdx B 3arCJIOBOK Jejia
BHOCATCA AOIIONHHTCIBHEIC CBEICHHS (HpOCTaBIIHIOTCH HOMEPa TIPHKAa30B, [IPOTOKOJI0B, BHIBL K

GOpMEI OTYETHOCTH H T.IL.).

Ha o0noxke fena yKa3bIBaIOTCs JATA HAYANA ¥ JATA OKOHYAHUA J€Ia. B 1ese, HMeromeM
JOKYMEHTEI 3& OoJiee paHHHE TOALL, 4eM rof ofpasoBaHus JeNa, Mo MATOH BHOCHTCS 3&IMCh:
"HMEIOTCH NOKYMEHTHI 3a ... Tognl”. Ha o6moxkax fmen, COCTOAMMX M3 HECKONBKHX TOMOB
(4acTel), MPOCTABISIOTCA KpaiHue NaThl OKYMEHTOB KaXkaoro ToMa (dacth). IIpu oGo3uavennn
TOYHOH KaleHJapHOW NaTsl YKA3BIBAIOTCS YHCIO, MECAM, rof. JIaTod mpuuHOTO Aena ABIMOTCA
JaThbl MOATUCAHUA TIPUKA3OB O IIPHEME H YBOJIBHEHHE JIYLA, Ha KOTOPOS OHO 3aBEHEHO.

Ha ofnosxkxe npocTaBiseTcs HOMED AENa IO OMHCH.

[Ipy u3MEHEHHH HAHMEHOBAHHMA CTPYKTYPHOTO MOZpasfelcHMs] B TeUeHUE HEpHONa,
OXBATHIBAEMOTO JOKYMCHTAMK J€Na, MAM IpH Iepedade Aena B APYroe CIPYKTYpHOE

noapasseicHye Ha 00T0XKKE Aela JOOTHCHIBACTCHE HOBCS HAaHMCHOBAHHS,

JAKNIOUAETCS B CKOOKH,

a IIpENHES

Hapgnuer Ha oOmojkkax neil NMOCTOSHHOTO M JONTOBPEMEHHOTO XpaHeHus Cclexyer

MPOM3BOAKTD YETKO, TEMHBIMH CBETOCTOMKIME QEPHUNAMH HJIH TYILIBIO,
3.3. CocTaBaenue u ohopMJIcHHE OMMUCEH e
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CIIE I'G OV «ManooxTHHCHMI KOLaSDH0

Ilepen BHECEHHEM B ONHCH NPOBEPSIETCS HATAIAE JEI B COOTBETCTBHH ¢ HOMEHKIIATYPOM
Jen, B cnydyae 0TCYTCTBUH JEIT, YHCASIIMXCA IO HOMEHKIATYPE, CTPYKTYPHBIM IIOAPasAeIeHHeM
IPUHAMAIOTCA MEPHI 110 UX PO3BICKY. O0HAPYKEHHBIE NIe)Ia BKIIOYAIOTCS B OTtuch, B IpoTHBHOM
CMydae COCTEBIIIETCH CHOpaBKd O I[IPHYKMHAX OTCYTCTBHA JEN, KOTOpas IMOANMCHIBASTCH
PYKOBOAHTENIEM CTPYKTYPHOTO TIOApa3IeleHH,

Onpcu Zen COCTABNSKIOICA [0 YCTAHOBAGHHOH QopMe B 2  OK3eMIUISpax ¥
HpEeACTABIAIOTCA BMECTE © NIEPEAABACMEIMH HA XPAHEHHAE EIIaMH,

[Ipy mepenave IeH K3 CTPYKTYPHOTO MHOAPA3NCHCHHS B APSUB B KOHIE K&KFOTO
KIEMINIAPE OIUCH IPOCTEBIAETCA BH(PAMH U HPOIHCHEO KONHICCTBO DaKTHYSCKH TepeIaHHEIX
(MpUMEATEIX) B apXuB e, HOMEpa OTCYICTBYIOINUX Jefl, TIOAIMCH COTPYAHHKOB,
OCYIIECTRIABIINX NpUeM-Tiepeady AeH, YKassIBaeTCA JaTa.,

Ilpu coctaBnenuy onucy HeoOXOMUMO PYKOBOLCTBOBATHCS CIIEAYIOIMHMHE IIPABHIIAMH:

- KaXZO€ JeA0 BHOCHTCA B OMHKCH II0J CaMOCTOATENLHEIM IMOPSAKOBEIM HOMEpOM. Ecmm nemno
COCTOHMT K3 HECKOJIBKHMX TOMOB (4acTed), TO Kaxhbll TOM (4aCTh) BHOCHTCS B ONHCH TION
CaMOCTOATENBHEIM HOMEPOM,

- MOPANIOK HYMepalllil B OIIHCH BAJIOBOI;

- CHCTeMATH3aMHA AC] 8 ONHCH CIPYKTYPHOTO NOJpasfAeieHHA AODKHA COOTBETCTIBOBATH HX
CHCTEMATH3aLUWH B HOMeHKIaType ned JluyHble Iena CHCTEMATH3UPYIOTCS B OMUCH MO
andgapuTy;

- rpa(bl ONKCH 3alOJHAIOTCH B TOYHOM COOTBETCTBHH C TEMH CBEHCHHAMH, KOTODHIS
BEIHECEHE] HA OONIOXKKY nena;

- OpH BHECCHHMH B ONUCH TOAPSIA HECKONBKHUX JeN ¢ OJUHAKOBBIMM 3arOJIOBKAMYU [HINETCH
TMONHOCTRIO 3arojIOBOK IIEPBOTO JEeNa, a Bce OCTANBHEIE OAHOPOAHBE Aena 0003HAYAIOTCH
crnosaMu "TO Xe", NP 3TOM JIpYTMe CBEIEHHSI O JENAX BHOCATCA B ONHCH IONHOCTRIO (Ha
KaX10M HOBOM JIMCTE OIUCH 3arONOBOK BOCIPOH3BOAUTCA IONHOCTEIO ),

- rpadha onucu "npuMeyanue’ HCIONB3yeTCA LI OTMETOK 00 OCOOEHHOCTIX (QH3HYECKOTO
COCTOSHHA JEN, 0 Nepenaye aeil IpyruM OpraHU3alnaM CO CCBUTKOM Ha aKT, 0 HAJHYIH KON 0
T.IL

B KoHIE ON¥CH HENaeTCsi WTOTOBAS 3aITHCh, B KOTOPOH YKa3bIBaeTCs KOJMUECTRO JEN
(uudpaMi ¥ IIPONACKHIO), YHCALIIAXCS TI0 OITHCH, NEPBBIA U NOCIHeAHUIl HOMEpA el 110 OITHCH;
QTOBApHMBAIOTCSA OCOOEHHOCTH HYMEPAHKH AEN B ONMCH (JINTEPHbIEC HOMEpPR IeX ¥ NPOMYIIEHHbIS
HOMEpa).

Onnrcs aen CTPYKTYPHOTO TOAPA3ACNEHHUS TOAMKCHIBACTCH COCTABUTENIEM C YKAZAHHEM
ero AO/KHOCTH U YTBEPIKIACTCA PYKOBOHTENeM nofpasfencHns. CroAHyo omichk Komiemka
YTBEPXKIACT JUPEKTOP KOJIIEIKa,

3.4, Ilepenaqa xet B ApXHE

B apxmB npuHUMarOTCA JeNa MOCTOSHHOIO ¥ BpeMeHHOro (csemie 10 ner) Xpamenwus:.
ADXHB IPHHHMAaET Aeia TONBKO N0 onucaM. Jlena no/mkasl ObiTe YBS3aHEL B CBI3KH, Ha KO IYIO
CBA3KY TIPUKPEILTACTCS APIALIK, Ha KOTOPOM YKa3hIBACTCS KpaiHHe HaThl Hes, HOMepa OIHCH,
Iena CBA3KY, CPOK XpaHeHus. BMecTe ¢ JenaMy epeaarTes OINCH.

Hena BpemerHOro xpaenaus (o 10 net BKIIIOYHUTENBHO) Nepefade B apXUB, KaK IPaBHIO,
He nognexar. OHE XpaHATca B mogpasaencHusx Komremka U 10 HCTEUCHUE CPOKOB XpaHEHUT
MIOATEXKAT YHHHTOMEHHIO B YCTAHOBICHHOM TOPSIKE.

llepenava fen 8 apXUB OCYHISCTBISIETCA TTO IPadHKY, COCTARICHHOMY apX#BOM.

Cortpyneuxu apxuBa MPOBEPAIOT [PABUNBHOCTE (opMHUpOBaHHS H ODODMICHHS O,
COOTBETCTBHE KOJIHYECTBA MeJ, BKIIFOUEHHBIX B OIUCh, KOMMYECTBY JEH, 34BSCHHEIX B
COOTBETCTBHK C HOMEHKIIATYPOH JE.
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CIIB ' IOV «ManooxTHHeKHT KOIIemKs

Bce BpIIBNCHHBIC NPH NPOBEPKE HEZOCTATKM B (DOPMHPOBAHHH H OQOPMICHHE Jel
COTPYNHHUKH CTPYKTYPHBEIX IOApa3feicHull, OTBETCTBEHHBIC 3a BEICHME LENOIPOH3BOJACTRA
Kenamu o0A3aHBl YCTPaHHTE.

Ecnu otxensreie gena HEOOXOZMMO OCTABHTH NS TeKylned paGoThl, apxus odopmiser
BBLIAUY TAKHX JIe BO BPEMEHHOE TI0JIb30BaHHE.

Ilpuem Jnenm  mpoBOAMTCH COTPYAHHKAMM apXuBZ B IPUCYICTBHA  COTPYAHHKA,
OTBETCTBEHHOTO 34 CJla4dy JAEN B apXuB. B kOHHE KaXIOTO 9K3EMILIIPa OIMCH YKa3HIBAETCS
nudpaMH ¥ OPONMCHIO KONHWYECTRO (DAKTHYECKH TIPHHATHIX B apXdB HAeN, HOMepa
OTCYTCTBYIOIHHX AN, JaTa NPUeMa - Mepefady Hel, 4 TakkKe TMONNHCH COTPYNHUKA PXHBA H
TG, [IPEaaBIIETO Keia.

3.5. YAHUYTOXKEHHE 16T ¢ HCTEKMHMHE CPOKAMHE XPaMenus

[Tocrne caavwm mes NOCTOSHHOTO M HONTOBPEMEHHOIO XPAHEeHHS B APXHB, Jela ¢ HCTEKIUMH
CPOKaMH XPaHEHHA 38 3TOT JKE MMEePUO/| BRIASIAIOTC K YHHUTOKEHMIO,

Ha 0ToOpannsie K YHHYTOXKEHMIO [ENa COCTABNACTCs aKT. B aKTe yKasplBarOTcs BCE Jena,
BBIACNCHHEIE K YHHUTOKEHHIO. Jlena BRIIOYAIOTCA B aKT O BHIGCACHHH K YHHUTOMEHHIO, ecld
IPElyCMOTPEHHBIA I HEX CPOK XPaHEHNUA UCTEK K | sHBAps rojia, B8 KOTOPOM COCTABJICH aKT.
Ecan B akT BHOCATCA OXHODOJHEIC [ENA 3@ DA3HBIE FoABL, TO Ha3BAaHHA BCEX Jel He
TEPEUUC/IAIOTCA, & 3aT0JIOBOK IHINETC OJUH a3 ¥ YKa3sIBaeTes 001ee KONHYSCTBO el

AKT 0 BHIOEICHHA HENl K YHHUYTOXEHHIO COCTARMNSTCS WICHAME ODKCIHSPTHON KOMHCCHH,
YTBEPIKACTCA AMPEKTOPOM KOINEM KA M IepefaeTcs A PaceMOTPeHus Ha 3acemaHmu K
Konnemxa.

O16op NOKYMEHTOB K YHHUTOXEHHIO H COCTABJICHHS AKTOB O BELACICHUH K YHHUITOKEHHIO
TPOU3BONUTCA ITOCHE COCTABICHHS TONOBBIX Pas/IeNoOB CBOAHBIX ONHWCEH MeN HOCTOSHHOILO
XPaHEHHS 3d TOT K€ TEPHOJ. YKasaHHEIE OITHCH W aKTH pacCMaTpHBAIOTCA Ha 3acemaHuH DK
OZHOBPEMEHHO.

Ono6pennsle K akTh yTBEpIKAAIOTCS AUPEKTOPOM KOJIEHKA TOMABKO HOCIE YTBEPKACHMS
OTIK IocapxmBa OIHCEH IOCTOSHHOIC Cpoka xparenus. Toneko mocie storo Komnemx umeer
IPaB0 YEHYTOXKATh Jefla, BKIIOUCHHEIE B JaHHAIE aKTH,

Toanexammye yHUUTOXEHUIO OeTa CHUTAIOTC,

YHHUTOKEHHE TOKYMEHTOB 0e3 0OPMIEHHUS COOTBETCTBYIOIINX AKTOB HE JOMYCKAETCS.

3.6. Ucnorp30BaHAE apXUBHBIX JOKYMEHTOB

OcropupiMd ~ QopMaMH  KCTIONB30OBAHMS ~ APXHBHBIX  JOKYMEHTOB  SBIAIOTCS
uH(QOpPMUPOBARKE PyKoBOACTB2 Komemka, IPYTHX OpraHu3aliil 0 JOKYMEHTaX, HaXOmIHXCH
HA ApPXMBHOM XDaHEHWH, W WCIOJHEHHE HX 3alPOCOB; MCTIONHEHHE 3AIPOCOB COLMATBHO-
IPABOBOTO XapaKTepa; IPeJCTaRICHUE IOKYMEHTOB HILT U3YUCHHSL.

s ACHOTIE30BAHNS NPEAOCTABIMIOTCA NOKYMEHTH, Xpawsmuecs B Konnemxe, kpome tex,
KOTOpBle MOTYT HaHECTH yuiepd uHTepecaM rocylaperea HiM rpaxcaad. McmonbzopaHue
AOKYMECHTOB TNPOH3BOAMTCA TOJNLKO C pa3penieHHs JUPEKTOpa XONNeMKa WIH JHNA €ro
3aMEHAIOILET0.

HudopMupoBanre 3aMHTEPSCOBAHHEIX OpTaHu3anyil mpousroautes Komjemxem 1o
3aIpocaM OpraHM3allH IyTeM COCTaBleEHA HH(pOPMANMOHHLIX ITHCEM, APXHBHOH CIpaBKH,
HyTeM BBIIAYH apPXHBHBIX KOMWH U apXHBHEIX BRIMCOK, 4 TAKAKES BBIAAYH AOKYMEHTOE H JIEN BO
BPEMEHHOE TIONB30BaHKe,

3.7. Ilopsaok BBIXAYH, COCTABIEHNE N OPOPMIACHNE APXHBHBIX CIPARGK

ApXHBHAf cNPaBK2a - 0UUHAILHO 3aBEPEEHAs CHPABKA, HMEIOIAS I0PUAUYSCKYIO CHTY U
coxeprcamas cooOImenue (IOATBEPKACHHE) 00 HMEIOIRUXCA B MOKYMEHTAaX apXHBa CBENICHUSX,
OTHOCAIMEXCA K MIPEAMETY 3al1poca, ¢ YKazaHHeM IMOUCKOBBIX MAHHEIX JOKYMEHTOB.
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ApxuBHBIe CIPaBKM BHIAAIOTCA HA OCHOBAHMHM 3aIPOCOB OPraHHzalllii 110 BOMPOCaM,
COOTBETCTBYIOMUM NMPOQHIIC MX IESTEABHOCTH, W IPAXKAAH - HA OCHOBAHHM HX 3agsieHHil 1o
BOIIPOCAM, CBS3AHHEIM ¢ 0DecIieueEueM UX IIPaB M 3aKOHHEIX HHTEPECOB,

ADXWBHBIE CHPaBKH COCTAaBIAIOTCH HA OCHOBAHAM JOKYMGHTOB (LOMIHMHHHKOB H
3ABEPCHHBIX KONHMI), Xpamsauxcad B Komme/pke ¥ OTHOCAIIMXCA X BOIPOCY 3aABICHUSA.
Vicmons3opanue HE3aBEPEHHEIX KONHMH JIOKYMEHTOB OrOBapUBaeIcs B TEKCTE CHPaBKy
(«He3aBepeHHAT KOTTHY).

[ipy orcyrcTun B Konneaxe AOKYMEHTOB, COOEPIKAIMMX CBENCHHS IO 3aIpAIIMBAEMOMY
BONPOCY, @pXHBHAS CIIpaBKa MOXeT OBITH BHIZaHa& HA OCHOBAHWHM uMeroummxes s Kommemke
NeYaTHBEIX MAaTEPHANIOB, ECIU B HUX CONEPKATCS HeOOXOAMMEIE CBEICHS.

ApXHBHAA CIIpaBKa cocTaBAeTCs Ha obmem Grmanke Konnemsua ¢ o6o3HavedHeM Ha3BaHuA
JOKYMEHTA «APXHBHAA CHpaBKay.

B cnpaBke nNpuBOOATCA Ha3BAHHS IOKYMEHTOB, WX JaThl W M3JIAraloTCs CBEHEHHS,
HMEIOIHECS B B3TUX JOKYMeHTax. lIpH 3ToM u3moXeHUE JgeTcd B XPOHOIOIHYECKOH
OCNEI0BATENLHOCTH COOBITHH, & HE JOKYMEHTOB, B KOTOPEIX OHH OCBEINEHEI,

Tlocme TekcTa CHOpaBKH TNIOMENIAIOT APXHBHBIE LIM(PHl JOKYMEHTOB, IIOCHY)KHBIIMX
OCHOBAaHHEM [T COCTABJICHNA apXHBHOR CpaBKu (HoMepa (HOHAOB, omtvceit Aen U THCTOB aen).

ApXHBHasA CIPaBKa MOANNCHIBACTCA IHPEKTOPOM KOJDIEAKA HITH JHIIOM €T0 3aMeHAFOIIMM.
ApxuBHas crpaBka 3aBepseTcs rep0OoBod neuarpio Komnemka. 3aBepeHHAs MHCHOONHHTENEM
KOIIHS CIPABKH OCTACTCH B ASIIE.

K apxuBHOH cIpaBxe MOTYT NPHIAraThCsd KOMMYM JAOKYMEHTOB H BBIIMCKK U3 HKHX,
HOATBEPKAAIOMINE CBEIEHHS, NPABEICHHBIE B apXUBHOTH CIIPABKE.

[Ipu OTCYTCTBHH Ha apXMBHOM XPAHEHHH JOKYMEHTOB, HEOOXOMMMBIX IS TTOATBEPACICHYS
3arpani¥BaeMbIX CBEASHUH, COCTARIIeTCA IUCEMO Ha ONaHKe ¢ YKa3aHHeM IMPHYHH OTCYTCTBHA
AOKYMCHTOB H PEKOMEHIAIIHAMM, KyHa cnelyeT ofparuTses 3a cupaBkoil. [Ipn meobxogumMocTa
NUCBEMO, COfepiKallee CBegeHHA 00 OTCYTCTBHM AOKYMEHTOB B KOJUISIUKE BCIEHCTBHE HX
rUbeNH UK YTPaThi, MOXKET OBITE 3aBePeHO TepOOBOH MeYaThIO.

3.8. Berga4a u opopmiaenye apXHBHBIX KONMIA H BHINMCOK U3 J0KYMEHTOB

Ha ocHoBaHHM XpaHAMEXCS JOKYMeHTOB KONIEIK BHIIAET OpraHu3alldsM ApXHMBHBIC
KONMAHY M BBITACKHE K3 NOKYMEHTOB. |'pacnaHaM BBIAAIOTCA apXHBHBIE KOMHH U BBINHCKH U3
TOKYMEHTOB, COIEpXalux CBEAEHHs CONMANbHO-IPaBOBOTO XapakTepa, HeoOXOAuMEle NI
ofecriede s HX TIPaB U 3aKOHHBIX HHTEPECOB,

ApXUBHAs KOIIHA - NOCTHOBHOE BOCIIPOK3BE/ICEAE MAIUHHONMCHEIM WIH APYrHM cirocofom
BCEIO TEKCTa HOOKYMEHTA, OTHOCHILETOCA K OIpENeneHHOMY sBonpocy, (akTy Wi JIHOy,
0OHILMANBHO 3aBEPCHHOE aPXHBOM.

Hopagok BEIAaYH apXHBHBIX KONHH W apXMBHEIX BBIIHCOK GHAJOTHYEH IIOPSIKY BEIIATH
APXUBHLIX CIIPaBOK.,

Haspanue mOKYyMEHTa, €r0 HOMEp H JATa BOCHPOH3BOIATCHA MONHOCTBIO. ComepikaHue
APXHBHOU KONMH (BEITHCKH) TOJDKHO OTBEYATh BOMpOCY 3asBienus. [locie TekcTa apXUBHOM
KOIIBM (BBITTUCKH) YKA3bIBAETCA ApXUBHEBIH IH(P KOKYMEHTA.

ApXMBHEIE KOTHHM H BBITHCKM 3aBEPSIOTCS INOANHCHI) HAYANBHMKA OTAENA KaApPOR H
repbopoil nevarsio Komneniaa By newarsio « /s cripaBoky.

Ha apxuBHEIX KOIHAX, M3TOTOBICHHBIX (DOTO- WIIM 3NEKTPOrpadmiueckiM CcrnocofoM,
MOHCKOBBIC JIAHHBIC NPOCTABIASIOTCA Ha ofopoTe KaXIOTO JIHCT4, 3aBepHTCNbHAi Halmuch K
Imevath - Ha 000POTE NOCIIEEHErO IHCTA 33BePIeMOT0 JOKYMEHTA.

TloaroroBneHHblE apXWBHEIE KOIMH W BBUIMCKH HAIPEBISIOTCA C CONPOBOZMTEBHBIM
MHCHMOM, TIOANHMCAHHBIM — AUPEKTOPOM  KOJIGMKA IDIH  JHIOM €TI0 3aMEHSIOMIHM,



CI16 I'b [TOY «MancoxTuHCKHH KOMIEmLKN

Hasvenonarue aoxyMenTa: «Ilonoxenue oG 3KCTEPTH3E UEHHOCTH Penarung Nel Jimer 7 m3 16
JOKYMEHTOB JUTA NEPEAATH UX Ha XPAHEHHE H YHRMTOXEHHH
AOKYMENTOE 1 HOCHTENEH HAdopMAItEH Hamenenus Ne@ | Duz No

CIMB T'E MOV «MamooXTHHCKHH Koanemxus

38MHTEPECOBAHHON OPTAHN3ANN WK JHIlY ¢ VKA3aHHEM, YTO OHM HE MOTYT ORITH PASMHOMKEHE]
6e3 paspeluenus OdmecTsa.

3.9. Bpiga4a JOKYMEHTOB BO BpeMeHHO€ M0JIbI0BAHMe

ApXMBHBIE JOKYMEHTHI BBIJGIOTCA BO BPEMCHHOE TIOIB30BAHKE  CTPYKTYPHEIM
nogpaseneHraM Konemxa ¥ CTOPORHHM OPraHu3anisIM IO TTPHKA3Y TUPEKTOPa KOJISHKa,

Hena 13 apxyBa BEIAAIOTCH BO BpEMEHHOE HOJIG30B2HKE HA CPOK, HE IPEBBIIAIONIIHA:

- 10 gpeii ~ 214 paCOTHHKOB CTPYKTYPHEIX DozpazaeacHuil Komnemka,;

- 3 Mecsnz - i COTPYIHHKOB APYTHX OPraHu3amuii.

[lo wncTeuyeHHM  YCTAHOBNEHHOIO CPOKa HpH  HEOOXONMMOCTH  HPOM3BOIMTICA
nepeoopMICHHE JOKYMEHTOB Ha BLIIaHHBIE JIENa IIOCHE O3HAKOMIICHUS C HX COXPAHHOCTHEO.

Brinaua gen peructpapyercs B KypHANAX YUCTa BHIAAUN e,

Brinaya gen B ApyrHe OpraHH3aldM OPOU3BOJMTCS TONLKO HA OCHOBAHHH MHCBMEHHOIO
38IpOCa ¢ Dpa3spelICHHs OMPEKTOpa KOIeMKa ¥ OQOPMISeTcs akTaMyi O BRIZAYE HOEN BO
BpeMeHHOe Ionb3oBaHue. llocne BO2BpauIeHHs Jed B IBYX 3K3€MIUIAPAX aKTa JASHaetcs
COOTBETICTBYIOUIAR OTMETKA: ONHH 3K3EMIUILP OCTaeTCd B OpraHM3alHH-TIONyIaTeNe, ApYyroi
xpanutcs B Komnemie,

[Tepen BBImawued Aen BO BpeMEHHOE HIONB3OBAHWE IMPOBEPIETCS COOTBEeTCTBHE mindpad W
3arolloBKa Zena Ha oOnojxke mudpy H 3aroiioBky Jella B omuucd. Ilepen Beimaueif u npu
BO3BPAILEHNH ZENl B apXUB MPOBEPSIOTCA TAKXKE HyMepalus JIHCTOB H COCTOSHHE JIOKYMEHTOB
Ka)KI0TO BBIZAHHOro Aena. COCTOSHAE BO3BPAIIAEMEIX e NPOBEPSeTcs B MPHCYTCTBHH JIHIE,
CHAFOINETO 3TH HOKyMEHTHL [Ipu ofHapyKeHUH HemocTaun Aen MM OTAEIBHEIX JIHCTOB B HUX, &
TAKKe IOBPENIACHUH Jel H JOKYMEHTOB COTPYAHHUKAMY , OTBEHUAIOIIUMY 34 JENONPON3IBOACTRO
COCTABJIIETCA AKT B JBYX 3K3EMIUIAPAX, OJHH M3 KOTOPEIX TNPEABSBIAETCS PYKOBOANTEIIO
OpraHM3allun-MONL30BATEN ANd NPUBICUCHHMS BHHOBHRIX K OTBETCTBEHHOCTH HJIH B
COOTBETCTBYIOUIHE OPradbl A IPHBIEUEHHS OpraHu3alli K OTBETCTBEHHOCTH, APYTOH -
OCTAETCS B apXUBE.

3. Hpasa

2.1. 3K nmeer nparo:
* BpIBISTS HEJOCTATKY B (POPMUPORAHUY U OQOPMIICHUH [ed H PEKOMEHIOBATh MEPHI TI0
HX YCTPAHEHHIO.

o PexoMEHZOBATE OCTABIATE OTACABHBIC ena st TeKylel paBoThL,

¢  OQOopMIIITE BBIIAYY TAKUX JEN BO BpeMEHHOE HOIB30BAHKE.
OT16upaTs NOKYMEHTH] K YHHITOWKEHHIO U COCTARIATH AKTHL O BRLICTICHHH K
VHUYTOKESHUIO I 0 TOKYMEHTOB.

4, OTRETCTBEHHOCTE

4.1. DK HeceT OTBETCTREHHOCTE 38!

o [lpaBunsHoe u nonHoe odOpMIEHHUE e, TIEPEAABAEMBIX HA TOCYJAPCTBEHHOE XPAHCHUE,
o DBrpipagy e u JOKyMEHTOB B JIPYTHE OpPraHH3aIuH,

*  YHy4TOXEHHE JeN ¥ JOKYMEHTOB.




CI6 T'B FIOY «ManooXTHHOKMIT KOILIE A

Hamverosanne fokymenra: «Tlomosenne 08 dkemepTiae NeHHOCTH Pegpakniya Nel Jucr 8 u3 16
JOKYMSHTOR ML HEPENAYY VX Ha XPEHEHHE H YHHHTOREHHH
NOKYMEHTOB & HocuTeneh nuopmatmn Mamenenna Ne | Dxa.Ne

CIIb T TIOV «ManooXxTHHCKHIT KogASDHKS

[Tpunoxenus: 1. Popma o0I0KKH fena HOCTOSHHOTO ¥ BpeMersoro (casiue 10 neT) XpaHeHns
2. opMa TOLOBOTO Pa3enia OIHCH AL TOCTOSHHOrO XpaHeHNH
3. DopMa TOQOBOIC paz/eNna OUCH AeH BPEMEHHOTO XPAaHEHUS
4. QopMa aKTa ¢ BBIIENCHHH X YHAUTONEHHIO JOKYMEHTOB, HE MOJUTEHKAITAX
XPaHeHHIO

Ipunoxenne Ne 1

CHBE I'B IMTOY «ManooxTHHEKMH wonnemw

(HAHMEHOBARKE CTPYKTYPHOTO HOAPA3ACNCHHS)

Heao N Tom N
(3arosioBOK Aena)
Hauaro 200 T,
OKoHYeHO 200
Goxp N Ha JTHCTAxX
Onues N
Heno N XpaHutb

Mpunoxenne Ne 2

CIIE I'B TIOY «MastooxTHHCeKIE KOJLTEIR

(HaAMeHOBAHHE CTPYKTYPHOTO NOPA3IeseHys)

YTeepIan
HanmeHOBgHEE AOINKHOCTH
PYKOBOIHTENA CIPYKTYPHOIO

neApasacieHus

Topmick Paciindposka moanucu




CIT6 I'B IOV «ManpoxTrHCKHE KONnens: s

Hanmenosanne nokymenta: «[loNoxenne 06 JKcHCpTHIE HEHHOCTH Peaaxuma Nel Jiner 9 mz 16
ZOKYMCHTOB JUI% TIEPEIA4H HX Ha XPaHeHHe M YRUUTOREHHHM :
ACKYMEHTOB Y HOCHTENEH HHGOPMaLHH Hamenenus Ne@ | Dws.Ne

CIHE I'b [T0Y aManooxTHHCKHE KOANSHKS

Onues N
AOKYMENTORB NOCTORNHOrO Xpanenus 3a 200 TOABI
NuNe ri/m Huneren: 3arojosKH ged Jatnl Keandectpo [Ipimeyannd
aena JHCTOB
i 2 3 4 5 6

B maunyo omuch BHECEHO Zen

{umdpaMy 1 IpONUCHKY)
cN rno N
HaumenoBanie IOMKHOCTH
COCTABMTENA OITHCH Tlonmcs Pacwmdposxa noamic
Cornacosato Ouzobpeno
3ap. apXHBOM TpoTtokon 3K cTpykTYpHOrO

TTonpasnenets
Hoamucs PacundipoBka noanKCH ot N
Hata
Hepenan

HaumenopsaHHe NOMEHOCTH
COTPYIHHKA CTPYKTYPHOTO
noapasaenaeHns Moanucs Paciingiposka HOANUCH

[punan

HaumeHosaHHe JOLKHOCTH
COTPYIHIKa apXuBa [Tonnucs Pacmnpposka moaituch

Ilpuaoxenne Ne 3

Cile T HOY «VancoxTHHCKHIT KoMTenx

{HANMEHORARNE CTPYKTYPHOIO NOAPAIAEIEHNN)

YrRepm g
HanmeHroBaHHE JONKHOCTH
PYKOBOAUTENA CTPYKTYPHOTO

MO ApPa3neneHya

[onnuck Pacimdpoeka MOAMHMCH
Hara

Onnce N
AOKYMEHTOB BPCMEHHOIO Xpanenust 3a 200 roanl



CIIO 't NTOY «ManooXTHHCKEI KOMNe oKy

Haumexosamne aokymenta: «Ilonoxenne of SKCHEPTH3IE LIEHHOCTH Pemaxuus Nel Juer 10 u3 16
ZOKYMEHTOR AN EPESAATH UX 1A XPARHEHHE M YHHUTOKEHUHA
JOKYMEHTOB U HOCHTeREH HHpOPMaLHH Msmenerua NeO | Dxs.Ne

CITE TB IOV ¢ManooxTuscKuil KONNeLHY

NeNe n/n Hanexcnl 3arosioBKH Aen Jarsl Komnuecreo Hpumeuanusn
oen JHICTOB
1 2 3 4 5 6
B danHVvo GTHICE BHECEHD Hen
(it (pamMu ¥ NPOITHCHIO)
cN no N
HaxmeHoBaHHe ACMKHOCTH
COCTABHTENA OMMHCH IMonrics Pacmudpopka moARACH
CornacoBaHo Crnolpeno
3as. apXuBROM TIpotoxon 3K cTpyKTypHOTrO
HoapasacneHns
flonnuce Paciin(ppoBka MOARKCH oT N
HNepenan

HaumMeHoBaHHE NOITKEOCTH

COTPYOHHKA CTPYKTYPHOTO
TIOApa3AeNeHus TTonmuce Paciundporka noanycH
Ipunaan

Hamnvenozaule JOMAHOCTH

COTPYRHKKA apXHBa [Toamics PacurgpoBka DOAMHCH
Ilpuiroxenne Ne 4
CIB I'E MTOY «ManooXTRECKNH KOJLIeLH YTBEPKIAKD
HaHMeHOBAHHe JOMIHOCTH
HawumMenoBatye CTPYKTYPHOIO PYKOBOAUTES CIPYKTYPHOIO  IIOAPAIAENIEHUA
oApasneneHns

Momnuce  Pacumdposxa
MOATHCH

AKT No
Harta
0 BLIAENTEHNH K YHUMTOXREHHIO JOKYMEHTOB, He NOMISKAINX XPAHSHNIO

Ha ocHoraxuu
(Ha2BaHHEe nepeyHn, npuKasa)
oTobpalisl K YHRYTOMEHHIO KAK HE MMEIOUIHe HAYRHO-HCTOPHUECKON LEHHOCTH H
ymammue'npalfmqecxoe 3HaNEHHE Cnemynine )IO[{yMeHTI;I




CII6 I'b TIOY «ManooxTHHCKHI KOIIEAX)

Haumenorarie Tokymesta: «llonoxenue of JKCTICPTH3E IEHHOCTH
HOKYMEHTCB [UTH TIEPLIEUI X HA XPaneHHe M YHHYTORSHHY

Pegpaxuus Nel

Juct 11 y3 16

DOKYMEHTOR M HOCHTENEH HuBopMatii Wsmenenus Ne0 | Sks.Ne
CTIB TB QY «Manooxtiuckiil xoanemss
(HauMEHOBAHNME CTPYKTYPHOTO NOAPAINEACHHS, B AEATENLHOCTH KOTGPOFO
OTIOMMINCE SOKYMEHTE!, He NOANeKaLie AATbHeHIuemMy XpaHeHHIO)
NeNe | 3aronoso | data pena NeNo onmeed Hupexe geaa no | Konnueerso | Homepz | Ilpumeuanma
n/n K Jena R {HOMEHKNATYP) | HOMEHKAATYPE | JeA (TOMOB) | ¢raTei B
Kpaiinue 34 roanl iiu Ne gena CPOKRN
AaTHI gen KXpanenna
no
HepedHio
1 2 3 4 5 6 7 8
Bceero nem

(WAGPaMN Y NPOTHCHIO)

Tpencegarens JxcneprHo#

KOMMCCHA [Toznucs Paclui(ppoBKa DOAHCH
Ynene! DKenepTHOH
KOMHCCHH [Topmucu Pacimudposka nognycei
Onobpeno
NpoTokon 3K
or N

JOoKYMEHTE! ChaHbl ANA YHHUTOMSHHA
nO NpHEMO-CAATOUHON HAKIIaNHO OT

(nara)

OrsercTBennLif uenondutens  [loamuce Paciundpoerka noanucu

Jata

II. YauuToxKeHHe JOKYMEHTOB H HOCHTe1el HEdopManun

B cootsetrcTBhE ¢ 0. 3.5, YHHYTOKEHHE A€ ¢ HCTEKHIMME CPOKAMH XPAHEHAS [IOCIE
craun et TIOCTOAHHOTO H IONTOBPEMEHHOIO XPAHEHHS B apXHB, Jela ¢ HCTEKIIUMH CPOXAMHU
XPaHeHMs 33 ITOT K€ TIEPHOJ BBIISNAOTCS X YHHYTOKEHHIO,

Tomnexawne yRHUTOKECHUIO €8 CHKUTAIOTCH.

C Uenpr0 MHHHMMH3RIHH BEPOSTHOCTH (elle NydiHe TIONHOCTBI) — WCKMIOUSHNS)
BOCCTAHOBJ/ICHHS COOepIKaieiica B JOKYMEHTAX H Ha HHBIX HOCHTENIX HHQOpMAalMHU H
obecrieaerus  HHGQOPMANHOHHON  Oe30IACHOCTH  NPUMEHSIOTCH  CEAYIOIIHE  METOHEI

YHHYTOKEHHA JOKYMECHTOB ¥ HHBIX HOCHTENCH HHPODMALFH;

YHEYTOKeHHE HH(pOPMALME BMECTE ¢ HocHTeneM nH(popmamu (Oymara, zuckera, Qisi-
RAMAMb, ONMUYECKUY OUCK).

Ecnn HOcurens He yHMYTONMWTh, DAHO HIH IO3ZHO Hafizercs crmocol H3Bieus paHee
3aNECARKYIO HHPOPMALITIO.

YHuuTOKeHHe OYMAaKHBLIX AOKYMEHTOB H HHGopManiu HA GYMaKHBIX HOCHTEIAX

Hia OyMamHBIX TOKYMEHTOB OCHOBHBIMM METONAMH YHWYTOJKEHHS Ha CeroiHsmHuE JeHb
SBIAFOTCS:

- HIpeTHPOBAHUE,




CI16 I'B TIOY «ManooXTHHCKHI KOMTenK»
Hassenosanne goxymenta: «Tlonomkenne 06 3KCOEPTH3E HEHHOCTH Penaximsa Nel Jiner 12 3 16
AOKYMEHTOB JIN% NePeiad WX HA XPAHSHNE B YHUUTMKEHHH
JOKYMEHTOB M HOCHTENEH HHQOPMALIMU Hamenenun NeQ | Dxa.Ne
CIIE T'b TIOY «ManooxXTHHCKH KonAeRKy
- CHHTaHKE,
- xumudeckas ofpaborka
Hlipeouposarue

Ipeaupopatine - HarbONee paclpoOCTPaHEHHBIH ¥ MOUYISIPHBLHT  CETOZHS METOH

YHHATOHEHHAA 6YMEI}KHBIX HOKYMCHTOB.
Canocmosnmesnbnoe FPHUHTHONCEH e ()o:cymeumoe @G mpe()epe.

JIOKYMEHTBl YHMYTOXAIOTCA II03TalHO §e3 BEIBO3a C TEPPHTOPHH OPTAHM3ALMM.
OGecnieuensie 6e30NacHOCTH JOKYMEHTOB H COAEPYKAUIEHCH B HUX HHPOPMAIME JOCTHIAETCS
OyTeM YHHYTOKEHHS HeGONBmoro odbeMa NOXYMEHTOB, HOMNEKAINNX NHKBHpanud. VmeHHo
ITOT BEPHAHT PEeKOMEHAYESTCA MCIOJL30BATh B ONCpaTHBHOM paloTe, a obssarennhoe
YHUYTOKEHHE TeKymuX (paBodnx) DOKYMEHTOB B UIpEAcpe IPH HEOOXONUMOCTH IyuIne
BKJIIOYATE  BO BHYTPEHHHE DEIrfaMEeHTEl — B TOM YMCAE M B COOTBETCTBYIOLIAE IIOJIOMKEHHA

ITpaBHn BHYTPEHHErO TPYZOBOTO PACTIOPAAKA,

[Tocne mpemwposanus OymaxHas Mmacca nuGo Cmaercd B MakylaTypy A BTOPHYHOM

mepepaboTiy, 1100 cxuraercs, o nogBepraeTcs XuMu4YecKo# obpadorxe.

Carcuzanue

Cxuranne - Ha OPOTHKEHHH MHOTHX JIeT OBUIO CAMBIM PAacIpOCTPAHEHHBIM METOLOM
YHHYTOXERUA OyMaKHBIX JOKyMeHToB, OCHOBHOE JOCTOMHCTBO NAHHOTO METOHE — IIPOCTOTA,
TapadTHUPYIOmas YHHYTOXKEHHE HH(pOpMamydM, H, To3ROIHOmMas OOOHTHCH MOAPYYHEIMH

cpencTBamH, &3 HenoNb30BaHUs CI0KEOrO OPOTOCTOSIIETO O00PY IOBAHMS.
HenocraTru:

- IJIl YHUYTOMKEHHS OOnbLIoro odwpeMa NOKYMEHTOB Tpefyercs BpeMs M OIMTEIBHOCTE
HCTIONHATE/IEH, T.K. XOTh OyMara m FOPHT XOPOMIO, HO [pH €€ MNOTHOH YHAKOBKe (1eNa, KHUTEH,

CBE[BKH) MOKET CIOPEeTH HE MONHOCTLIY,

- CKUTaTh JIOKYMEHTB MOXHO TONBKO Ha IOAXOIAIieM O000pYAOBaHUH (HATIPHMED,
B K0TenbHol). (IIpy nomeiTKe Cxkedb NOKYMEHTH! Ha KOCTPE IIe-HUOYAb Ha CBANKE BEPOATHOCTS
TOTO, 4YTO BeTep OyAeT pa3sHOCHTH NONYOOTOpEeBIIHE HOKYMEHTHI IO BceMy DatOHy HIH OHH

CrOPAT HE TIONHOCTHIO BECEMA BEICOKA).

Xumuveckas obpabomra

Xumuueckas oOpaborka - pasMsarieHne GYMarn H NpeBpailleHuio ¢ B OyMaByIO Maccy.
D710 HANENKHBIH, HO HENEUICBEI METOX, M B HACTOMMIEE BPEMS €r0 HCHONL3YIOT B KAYECTHE

JOTONHHMTENBHOH Mephi  0e30macHOCTH TOpH  YHHYTOXKEHHH — CEKPETHRIX
LIPEIAPOBAHHEM.
HenoctaTxu:

HOKYMEHTOB

- TpebyeTcs cHennansHoe 00OpYNOBAHHE HW/HIM XUMHYECKHE DPEaKTHBBL, 49TO BO MHOTHX
CHyuas NOAPAasyMEBAET HKCIIOAL30BAHKE YCIYr CICLHAIH3UPOBAHHBIX KOMITaHHN (YTO B
ycnousx ofecneuenya Oe30MacHOr0 W rapaHTHPOBAHHOTO YHUUTOKEHHS MHGOPMAIYM H ee

HOCHTENA HE BCETIA BOIMOIKHO);

- IPOMECC  YHHYTOKCHHS JOCTATOYHO HNUTSABHENE, HecTh OIPEJENCHHEIA  PHCK

HECaHKLHOHHPOBAHHOTO IOCTYNA K HHPOPMALIHUH,

- BCRGACTBHE JNIMTC/IBHOCTH Ipoiecca, IPHCYTCTBOEAT:E NPH YHHYTOMCHHH CBOHX
JOKYMEHTOB OT Havydjia OO 3aBCepIICHHA NpOIecCa YHHYTOXEHHSI HE BCerla BO3MOIKHO;

- 3T0 JOCTATOUHO JOPOTOH CIOCOD YHHYTOKEHUS.




CIT5 I'B ITOY «ManooXTHHCKNI KOLIe DKy

Hanmenosanue noxysenta: «Ilonoxenne 06 3KCNEPTHIE EHHOCTH Penaxmus Nel Jver 1313 16
ZOKYMCHTOB /IS MEPENAYM HX HA KDAHEHHE B YHHUTOKEHHH
JOKYMEHTOB # HOCHTENEH HEdOpMaLiy HMsmerenns NeO | Dra.Ne

CIIE T'B TTOY «Manooxtrackui ROMTEKy

Boceranosnenne GyMaskHBIX JOKYMEHTOB

BoccranopieHMe  AOKYMEHTOB —  BCETAA JOCTATOYHO — AAWTENBHEINA, TPYROSMKHEH
1 HENEIIEBEIH ponece, NOITOMY K HeMY IpuberaoT TONBKO MPH HAIHUHH BECKHX OCHOBAHHIL.
Taxumu OCHOBAaHMAMYE MOTYT OBIT, HATIPEMED, BAKHOCTE COOTBETCTBYIOIIHX MATEPHAIOB I
CyneOHOro pasOupaTelIseTBa UM paccleOBAHNS, HX KyJAbTYPHO-UCTOPUYECKAs HEHHOCTh, M
OPOCTOH IKOHOMHYECKHH pacyeT, UTO BOCCTAHOBICHHE AOKYMEHTOB 00OMAETCH AEIEBNe, YeM
TIONMYUYeHEE HX 3aH0B0.

MeTonel  BOCCTAHOBAGHHA  3ABHCAT OT BHJAa  TIONYYEGHHBIX  TOBpeXACHUiE WM
KCTIONB30BAHHOTO Ccroco0a YHHUTONEHHMS. BONbINoe 3HAUEHHE MMEIOT KAK ¢unancoBbIE, TAK
¥ TEXHRYECKHE BO3MOKHOCTH OPraHW3alHi.

Bocemanosienue wpeduposannsix 0OKYMenmog

HeyMpImneHHOE MpeRMpoBaHUe XOTH H BCTpedaeTcs, HO JOCTATOUHO peiaxo. OCHOBHAS
Macca MaTepHaioB YHHYTOXKAETCA OCO3HAHHO, B HHTepecax ofecleueHHA HHGOPMAIMOHHON
0e30MMacHOCTH, U, NPeXkAe BCero, SesomacHocTy cOOCTBEHHHKA XOKYMEHTOB. BoccTaHOBICHUEM
HHPOPMALHHE 3aHUMAOTCS JPYTHe 3aHHTePeCOBAHHAIC OPTAHE! i JINIA,

OmbIT nmokasan, 4TO BOCCTAHOBHTH LIPSJHPOBAHHEIE AOKYMEHTHI BO3MOXKHO, W B 3TOH
o0nacTH WAET CBOS, He3aMeTHas M HIUPOKOM nyOmMKH, «ToHKA BOOpy:keHuity. C ommoi#
CTOPOHBI, «DECTABPATOPBI) AKTHBHO TPUMEHSIOT COBPEMEHHYIO TEXHUKY W IIPOTpaMMHOE
obecneyenne, ¢ EPYToH — I YHUYTOKEHRS IIPHMEHSIOTCS HIPedepEl, pexylue OyMary Ha Bce
Gosee MENKME KYCOUKH, a Ay OoNbINel HaleKHOCTH OyMayHas «CONOMKA» MepeMEIlHBacTCa
u obpabarbiBaeTCs XUMHUUESCKUME COCTABaAMEH.

BoccTasoBUTE JOKYMENHTSI B GOBLINX MacHiTadax Takike BO3MOKHO, HO HA 3TO TPeOyIOTCA
BECbMa 3HAYHTEIBHBIE CPEACTBA ¥ BPeMd, a «IPOUCHT ycrexXay Bpsi Ik OYy/eT OueHb BHICOK.
Hazxe Apy HACANBHEIX YCIOBHAX 8EPOAMHOCHIY BOCCHAROBNICHIA QOKYMEHMA, TIPOTYINECHEOTO
uepes ImpegepcoctasmieT 90 %. Ecenm XKe MCTONB3YIOTCS COBpEMEHHBIE HIpeAephl LS
CEKPETHRIX HOKYMEHTOB, TO BEPOATHOCTE YCHeXd [PH MOPHMEHEHHHM HMEIOIHMXCA CerOnHs
cpexcts He npespiuaet 10 %.

Boccranosnenne, naxe B HeCOmpIIMX o0heMax, OOXOZUTCS 3aKa3uuKy B KPYTIEHBKYIO
CyMMY, ¥ NpuberarT K HeMy TOJIBKO B HCK/HOYHTENLHLIX CIyJasIX.

Bocemarognenue HamMORULUX OOKYMENMOE

Bona — Bpar AZOKYMEHTOE H3IOTOBJIEHHBIX Ha OyMaxHBIX HocuTensx. K mpupomaem
CTUXMHHBIM OCACTBHSAM — HABOJHEHHAM, IOTONAM, NUBHAM, IYHAMH — HYXHO IOOaBHTH
U TEXHOFEHHBIE KATACTPO(L], TAKUE, KaK MPOPHIBEL KAHANHU3AHN H OTOTLIEHHS,

Boza He cpasy paspyillaeT JOKYMEHTH] M cojepicaltytocs B HuX uHdopManuio, OCHOBHBIM
dakTopoM, OT KOTOPOrQ 4acTo 3dBHCHT YClieX cracareNsHBIX paboT, sBngercs Bpems. Kak
HPaBHio, BCE PELIAOT nepBhie 48 1acos, a HEKOTOpLIE NOKYMEHTBI HAZO clacaTh HeMeJIEHHO.
Ilpu OGonpmmx MaciuTabax OENCTBUN IOMBISETCS ONACHOCTE IIOBPEMICHMS JOKYMEHTOB
T7IECEHBI0, 8KTHBHO paspylialcinedl Bnaxuyio Oymary. /Ing HaMoknmx GyMaKHEIX AOKYMEHTOB
TTaBHBIM METOZOM BOCCTAHOBICHYS SBJISETCS CYIIKA.

Ecnu ee HEBO3MOMKHO HPOBECTH OBICTPO, HAMOKITHE JOKYMEHTHI He0OX0auMO B Tedenue 48
YacOB 3AKOHCEPBHPOBaTb, & UMEHHO, 33MOpPO3WTh. J3aMOpPAKHBaHHEe CeHuac peryiapHo
NPHMEHSIETCA [IPH PA3IHYHOIC POJa YPe3BhHMANMHBIX NMPOHCLUSCTBHAX. MOXKHO HCHIOIB30BAThH
OBLIKHOBEHHBIE GBITOBBIC MOPO3HITEHEIE KAMEDEL.
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CIIB T'B TIOV «ManooxTHHCEHIH ROMIS D,

MeToap! CYIIKH ZOKYMEHTOB.

Hugpepyzuonnan  cymra. TloBpexneHHeie BOJON JTOKYMERTHI [POKIAZHIBAIOT YEpE3
kaxapie 10 — 15 nucTor Gymaroll c BBICOKOW BIMTHIBAIOIIEH crocoOHOCTHIO. s yTofl uemu
MOJKHO MCIIONB30BATE (DHIBTPOBANILHYIO M TAa3eTHYIO SyMary, U amxe cantdeTkn 1 GyMaKHbie
IOJOTEHUA. MEHATh BOMTHBAIONLYIO OyMary HY)KHO KK MOYKHO GdIle, HE pexe, YeM uepe3 5—6
vacoB. MeTton He Tpebyer crenmaneHoro oGOpYNOBAHKSA K MOXKET HOPHMEHSTHCA «B IIONEBEIX
yenopusx». Ob Hambonee >(dexTHBeH nNp HeGONBIIOM KONHYECTBE TIOBPEKACHHEIX
MaTEPHANIOB.

Henocrarku:

- METO[l JOPOToCTOAIIHH, T.K. TpebyeT Hemonb3opaHus GOABIIOrO  KONHYECTBA
pacxoayeMbIX MATEPHAIIOB;

-METOJ, OuY€Hb TPYAOSMKHil, TpelyeT Opradu3auuy  KpYTIOCYTOUHOM  paboThi
C IOBPSIKIACHHBIMA AOKYMEHTAMH.

Koneexmusnan cywika (6030yutnan) — Hantoiee pacIpocTPAHSHHEIA METO CYIIKY KHUT
W NOXYMEHTOB IIyTe€M 00/yBa WX HArPETHIM BO3AYXOM. JWIs YCHIIEHMS NHMPKYJSIMH BO3OYyXa
MOHO HCIONB30BaTh OBITOBBIE BEHTMISTOPEL Merton Haubosee 3dhexTHBEH B TeX ClIydadx,
KOoTJa [OBpEXIEHO HeDONBIIoe KONUYECTBO JOKYMEHTOB, H CTENEHB MX HAMOKAHMA
HE CIMLIKOM BeNHKa. KOHBEXTHBHYIO CYHIKY OGLIYHO cOYETAIOT ¢ Xu(Py3HOHHOM,

Meroa memoporofi, T.K. He TpeCyeT CHENUANLHOIO AOPOTOCTOAINEIO OGOPYAOBAHHL

Hemoctarkm:

- IJis TIPOBEACHHS CYHIKH HEeO0OXOAUMO CHEUHaTU3UPOBAHHOE NOMEILICHHE CO CTEITANAMHE
H ITOJIKAMH 1Ji51 pa3sMeIleHns MOKPEIX JOKYMEHTOR, annapaTypa QI8 OpraHH3alul UHPKY ISy
HarpeToro BO3AYXa B 30HE CYLIKH;

- TpeOyeT OoMBINNX 3aTPAT TPYIa M BPEMEHH;

- He Beerja 00ecneunBaeT Xopollee KauecTBO CYIIKH. [IpH CHNBHOM YBIAXHEHHM IIOCIE
cyuiky Oymara Kopobutes.

Baxyymuasa cywika — BBICOKONPOUZBORUTENBHEIT CIIOCOD, CO3MAIOINHA  «MATKHEN
YCIOBHS CYUIKH /I OYMAars, KOXKH H APYrux MarepuaaoB. MOKpBIE KHHMTH BBEICYIIHBAIOTCS
B BAKyYMHOM Kamepe MpH OTHOCHTENBHO HeSOnbIHoM BakyyMe {3 — 4 MM pT. CT.) i THOJIOTpeBe
no 60 — 80 °C.

Jinsl CymiKH MOXHC HCIIONB30BaTh NPOMBIINCHHEE KAMEPSLL, KOTOPHIE €CTh Ha MHOTHX
OONBINMX TNpPOM3BOACTBAEX. Ha MmepBoM 3Tame CYHIIKM MAatepuan IporpeRaioT RO 3aJasHON
TEMIEPATYPEI, 34TeM JABJCHIE CHYOKAIOT M YAANMIOT Naphkl BOKEl YEpPe3 BaKYYMHYI) CHCTEMY.
I1px HeoGXOOUMOCTH IIHKII TIOBTOPSIOT.

[TpoMbIILICHHBIE KAMEDPB MOFYT BMECTHTH IO 2 — 2,5 T NJOKYMEHTOB. JIMHTembHOCTS
CYILUKY 3aBHCHT OT KOJIMYECTBA MATEPHANOB U CTEIIEHN UX HaMOKAaHUA H COCTABISET B CpemHeM
or § wacog 1o 1 — 2 cyrox, KadecTso cyurxu op co0NMoeHHH TEXHOAOTHYECKUX PEXHMOB —
Xoporiee.

Henocrarku:

- BBICOK&s1 CTOMMOCTL ofopynopanusi, Ecam mnpumgercs ofpamarbes  3a HOMOLIBIO
K CTOPOHHUM OPrasu3auniiM, IPUAETCS IUIATHTD 33 apeHny c00pyAOBaHNS;

- noTpedyercs yNakoBaTh M NEPEBE3TH IOBPEXICHHBIE MOKYMEHTHl K MECTY CYIIKH,
HOCKOABKY NEPSABHIKHBIX YCTRHOBOK ¥ HAC B CTPAHE HET;

- T4 OpraHusaliK TaKol paboTsl TpeOyoTes BHICOKOKBANH(HIIMPOBAHHEIE CIICHHATHCTE]
B O0NacTH BOCCTAHOBNGHHS MOKYMEHTOB, T.K. HYXKHO OYeHb TIIATENBHO BHIDEPIKUBATE
TEXHOJIOTHYECKHE PEIKHMBL,
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- NoTpeGyeTes OPraHu30BaTh CHCTEMY Y4YeTa W OTCHEXXHBAHUS TEPEMEIIEHHS JOKYMEHTOB,
a3T0 BpeMfA ¥ HeHBIH. Ecin HeoOXOMMMO BBICYIINTH KOHOHICHUHANLHBIE HIM CEKPETHEIS
HDOKYMEHTEHL, TO JUI 00€CTICUEHAS HX 3alUTh] 0T HECAHKIHOHHPOBAHHOTO JIOCTYHA HEOGXOARMO
OPTaBH30BATE BBIE3E HA MECTO CYLIKH OPHTaRbl COTPYAHMKOR,

Cybarumauuonnan cywika (cymixa ssimopaxcusartem). Baxyymuas cyGiuMaHOHHAs
CylKa MpH3Ha#a B MHPOBOH IIPAKTHKE KOHCEPBAIMH HAWAYYIHAM Ha CCTORHALIHMHA OeHb
CriocobOM BOCCTAHOBMTENRHON cymuxn. 3aMopoikeHHEH 10 —30 °C Marepuan BRICYIIUBAIOT IPH
rryDOKOM BakyyMe, B pe3yibTaTe Je[ [pEBpAINacTcsl HENOCPEACTBEHHO B hap. JTo jder
BO3MOXKHOCTE 3(P(EKTHBHO BOCCTAHABIHBATE JakKe AOKYMEHTLI, HANHCAHHBIE HECTORKEMHE
depaunaMd. Crnocod JoporocToAmnil, HO Maet ONecTAllMe pe3ylbTATH ~—— KopoOieHne
BRICYIHCHHOH Oymar# MHHHManbHoe. MeToJ IIMpOKO pacupocTpaHel, uMerTes MOGUIBHBIE
¥ CTALHOHAPHEIE YCTAHOBKY,

BoccmarnoeneHue Oymanicbix QOKYMEHNO8, ROBPEHCOCHHBIX OZHEM

Mo xonHma ¢Xeub [UIOTHO CTOAMIAE HA JIOMKAX HIH JICKANIME B CBA3KAX HIM JEIax
AOKYMEHTBI HOBONBHO CIOXKHO. IJTO ODBACHAETCA TeM, YTO KHUCIOPONA B HAHHOM CIydae
HEIOCTATO4HO A4 HOJNHOTO cropaus Gymarm. Ilocae BO3OeHCTBUS OrHA IOKYMEHTHI Yaille
BCero OOYIVIEHBI MO KpasM, CHIIBHO 3aKOTYeHbl Y 3aXbIMJcHBL KpoMe Toro, mpu TyIISHHM
HOXAPA O4Yar BOSTOPaHHA OOMHIBHO 3aNHBAeTCA BOAOH, M MHOTWE MOKYMEHTHI IIPH 3TOM
HAMOKAIOT — H3BECTHO, YTO NpH II0Xapax ropasao Cosplie JOKYMEHTOB THOHET OT BOJIBIL, HEM
OT OTHS.

OcHOBHEIM METOIOM BOCCTZHOBJCHHS TOBPEXKEHHBIX OTHEM MAOKYMEHTOB ABISIETCS
obpeska Beex 00ropeBHIHX wacTel JOKYMEHTA M YKPeIUIeHHe OCHOBBI JOKYMEHTA CIICHHANEHOM
CHHTETHYECKOH mneHko#, KsamuuuuposaHHo Taxkyo paloTy MOKET OPOBECTH TONBKO
CTICIUATHCT-PECTARPATOP.

B ciryuae 4pe3BbYaiHOr0 NPOHCLIECTBUA HeoOX0MUMO QOKYMEHMATLHO 3AGUKCUPOSInD
macumabor 6edcmeun. I'oggaTes MoOble NOCTYIHEIE CTIOCOORT COCTABIEHHE aKTOB, IIONYUSHHE
cripasok 01 MUC o noxape M HABOJHEHHH, CHPABOK 0T KOMMYHANBHEIX CIYXG O NpOTEUXax
 nipophiBax Kamanusau@e. He crour 3a0eBates ¥ 06 WCIONB30BaHUA COBpeMeHHOM (OTO-
U BUACOTEXHMKH. Bce »TH MaTepuannl CTAHYT OCHOBON JNA TIPHHATHS DPeilleHHN o cyasde
JOKYMEHTOB, TOMOTYT  COCTABHT: OIIMCH  YTPaueHHOrO ¥ IPHHATE MEpHl IO €ro
BOCCTAHOBIEHHIO, Kpome TOro, OHM IIOMOTYT TOOYYMTH CTPaxoBKY U ODBACHHTHCS
C KOHTPOMHPYIOMIMMY,  UPOBEPAIOIGMMH — MHCTAHIMAMM M KIMEHTAMH  IIC IIOBOAY
OTCYTCTBYIOUIMX TOKYMEHTOB.

[Ipn onenke ymepba CTOMT cpa3y PacCMOTPETh GOIMONCHOCHIE HOAYHEHUA OYOAUKAMOE
OOKYMeHMO¢ W3 OPYTHX OpraHu3anyii, u3 0aHKOB, B KOTOPEIX HAXOMATCS pPacueTHBIE CHETa,
OT NApTHEPOB 1 KOHTPAreHTOB 10 OH3HECY, N BaXKe U3 HaJOTOBOH HHCIEKIMN. BepoarHo, yacthk
JNOKYMEHTOR NPOLUE W OCHIERIE OYAET BOCCTAHOBHTE B BUAE OyONHMKATOB, 4YeM OpeANpPHHHMATS
JOPOroCTOAIINE OIEPAIIHH TI0 PECTABPALUY IOCTPANaBIINX OyMar.

Yanurokenne HHPOpMANNH (3JACKTPOHHLIX JOKYMEHTOB) BMeECTe C HOCHTeleM
gH(popmanun (IucKeTa, QIdNI-TAMsTh, ONTHUYECKHN THCK).

Eciy gocnTens HE YHHYTOXKEH, BCerda Halizercs crocol H3BAEYh paHee 3alHCaHHYIo Ha
HeM HHPOPMALHIO,

[lps ynwuroxendn HocuTenell HHGOPMAITY TPIMEHIIOTCS CIEAYIOIIRE METOABL:

- DH3HYECKOE UBMEHEHME POPMBI
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- H3MENTBUCHYIE.
- CKUIaHUE
- KOMOBHHPOBaRHEIA CI10c00.

DusnYecKoe H3MEHEeHHEe (JOPMBI — JIOMKA, WIH H3MCHEHHE (OPMBI HOCHTENA TAKUM
00pasoMm, KOTOPEI#f He XaeT BO3MOXKHOCTE CUMTHIBATL AHQOPMALMIO, T.K. (PH3MYECKHE
napaMeTpsl HOCHTENS U3MEHEHEL

WsmenpueHne — pasfierieHne HOCHTENA HA MENKHE KYCOUKH, YTO JIO3BONSET AaXE TpH
BOCCTAHOBIIEHHH (QOPMB! (HalpHMep, ANCKE) HCKIIOYHTD BO3MOXKHOCTE CUMTEHIBAHMA 3aTHCH.

Cxuranue — (PU3NYECKOE YHHUTOMKEHHE HOCHTENS SIEKTPOHHON HHQOPMALMA METOIOM
CKUTaHUA, T.K. OOMBINHHCTBO HOCHTENEH — INTACTHK. BOCCTAHOBIEHMIO TAKO# HOCHTENb HE
HOMJIEKHUT, Jake €CIHM He MONHOCTLIO CrOpaeTt.

KomOuuupoBauHeni cnocod — waubonee ONTHMANBHEIA U3 BCEX METOHOB YHHYTOXKEHH,
T.K. HOMHMO H3MEHEHMs $u3HdecKolt QOPMEl W COCTOSHHUS HOCHTENA, OH (BEPHEE, TO, YTO OT
HETO OCTAlOCh) IOABEPraeTci BO3ASHCTBHMIO BBICOKOH TEMIIEPATYPSLL, YIO TapaHTHpYeT
OKOHYATENBHOE YHUUTOKEHNE HHPOPMAIHHL.

Hns HocHTenel, co3MaHHBIX Ha OCHOBE KEPAMHKM — (IDHI-IAMATH, HALPUMEp, NAHHBIH
croco AanseTes HanGoee HPUEMITEMbIM.




