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1.06/acTh NpHMeHeAna

1.1. HacTosniuii cTAHAAPT OpraHW3alliH ABIAETCS HOPMATHBHBIM JOKYMEH-
TOM, YCTAHABIUBAIONIKI TOPANOK GOPMAPOBAHUS K 0QOPMIEHHMS Ael K TIOPSKOK
nepesiadM JOKYMEHTOB Ha XpaHerue B apxus HOY BITO «Cankr-IlerepSypreksii
YHMBEPCHTET yNpaBIeHH: M IKOHOMHKH

1.2, HacTosmmuii CTaEapT paclpoCTPaHIeTCs Ha Bee CTPYKTYpHEIE MoJpas-
ZleNeHus YHUBEPCUTETa,

2. HopmaraBHBIE CCLUIKH

B HacToAIIEM CTaHAApTe UCNOIB30BAHB CCEUIKH HA CIIEAYIOIMEe HOPMATHB-
HEIE JOKYMEHTRI:

TOCT P 51141-98 «/IenonponsBoACTBO U apXHBHOE AeN0. TEpMUHE! H OTI-
peleneHIa»;

TOCT 19.701-90 « EguHas cucTeMa IporpaMMHoi JokyMeHTaums. CxeMbl
ITOPHTMOB, IPOrPaMM, AaHHBIX U cucreM. OGO3HaYeHUs YCIOBHbIE H IPaBHIIa
BEINONHEHHAY;

QenepansHbIi 3akoH 0T 22.10.2004 . Ne 125-03 «O6 apx#HBHOM Jene B
Poccniickoil Deaepaiym»;

«OCHOBHEIE [IpaBANa paboTEL apXHBOB OpraHW3alHihy onobpensl Konneruel
Pocapxuga ot 06.02.2002;

«ITpyMepHas AHCTPYKINA N0 ZCAONPOMIBOACTBY B BhICIIEM yueGHOM 3aBe-
ZIeHHH» YTBepXKIeHa mpHKasoM Munobpaszosanns PO or 24.07.2000 r. Ne2286;

«MHCTPYKIMS TI0 AENONPOM3BOACTBY B (DeflepaisHOM areHICTBe 1o obpa-
30BaHHIO», YTBEPKAEHHas MpHKasoM DeNeparcHOro areHTCTBa 1Mo 00pasoBaHMIo
ot 29.06.2006 r. Ne 598;

«[Tepedens THIIOBBIX YIPARICHYSCKAX AOKYMEHTOB, 06pa3ylonMmXcs B Aes-
TeMBLHOCTH OpraHM3alluil, ¢ YKa3saHHeM CPOKOB XpaHEHWA» yTRepaJeH Pykosomu-
TereM PenepansHoft apxusHoil ciryx6er Poccun 06.10.2000 r.;

«MeToauecKkie ykasaHUS 110 IPAMEHEHHIO IIPHMEpHOH HOMEHKIIATYPE e
BHICIICrO Y4¢OHOTO 3aBeAeHHA» YTBEpKAeHH MunucTpoM obmiero i npogeccuo-
HATBHOTO 06pasosanus Poccnitckoit Penepamnu 11.05.1999 r.

3 TepMHHEDBI B onpeje/Ien st

B nacrosniemM CTaHAAPpTE MPAMEHAIOTCA CIENyIOIHE TEPMHHEL C COOTBETCT-
BYIOIHMH ONPeACNCHAAMEA
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3.1 apxmB: yupexeHve WM CTPYKTYypHOE IOApa3AelieHHe OpraHW3ailiH,
OCYIIECTBISIONIHE XPaHEHHE, KOMIIEKTOBAHHE, YUeT M HCIONB30BAHAE aPXHBHBIX
JIOKYMEHTOB.

3.2 apxuBHEIf AOKYMEHT: MAaTCpHANBHLI HOCHTENb C 3ahMKCHPOBAHHON
Ha HeM MEGOpManueH, KOTOPHIl UMEET PEKBH3WTHI, O3BOILIIOUME €r0 MAeHTH-
GUIEPOBATS, ¥ TIOMIEKHT YCTAHORICHHOMY CPOKY XpaHeHus.

3.3 apxnBHbIii $OBA: COBOKYIHOCTH apXMBHBIX JOKYMEHTOB, HCTOPHYECKH
MJTH JIOTHYECKH CBA3aHHRIX ME&XAY COGOH.

3.4 apxupumii wiHpp: 0Go3HaUCHME, HAHOCHMOE HA KAXIYIO SIHHUILY
XpaHeHHA ¢ 1IeNbio 00ecIede s e¢ yIeTa H MACHTHOHUKAINH.

3.5 BpeMeHHOe XpaHeHHe APXHBHBIX JOKYMEHTOB: XDaHCHUC APXHBHBIX
JIOKYMEHTOB [0 HX YHHYTOXKCHHA B T¢9CHHE CPOKOB, YCTAHOBICHHBIX HOPMaTHB-
HEIMH NIPABOBEIMH aKTaMH.

3.6 rocymapeTBeHHBIH apPXHB: TOCYIapCTBEHHEIH apXHB - BefepanbHoe ro-
CyJapcTBeHHOE yupexjeHHe, cosfiaBaemoe IIpaBrTenscTBoM Poccuiickoii Pene-
pauuu (Janee - denepanbHE rocyaapCTBEHHBIR apXxHB), KIH TOCYAapCTBEHHOE
y4pexaeHne cyosexta Poccuiickoli Penepari, cosmaBacMOe OpTaHOM Tocyaap-
cTBenHoOl BIacTH cyObexta Poccuiickof dencpanmy (gaiice - rocyAapCTBeHHRIR
apxuB cybsexra Poccuiickoii ®enepalii), KOTOpEe OCYLICCTBISIOT XpaHCHHE,
KOMIUTGKTOBAHWE, YdeT H MCIONb30BAHHE NOKYMEHTOB ApxmBHoro dompma Poc-
cuiickoit Peaepalyy, a TAKKe APYTHX apXUBHBIX JOKYMCHTOB,

3.7 noxyment ApxuBaoro ¢onga Poccuiickoii Dexepauun: apXuBHKIIA 10~
KyMeHT, TIpOLIE I’ 9KCePTH3Y LEHHOCTH JOKYMEHTOB, [IOCTABICHHEIH Ha ro-
CyRapCTBEHHEIH yUeT M ITOUIeXALIHiA HOCTOSHHOMY XPaHeHHIO.

3.8 HOKYMEHTHI IO JIHYHOMY COCTABY: aDXHBHEIE JOKYMEHTHI, OTPAXAl0-
mHe TPyIOBhIe OTHOIICHUA paboTHHKa ¢ paboToaTeneM.

3.9 enpHuNa xpameHnsi: GusHIeckH 060COGIECHHEbIE TOKYMEHT WIH COBO-
KYIHOCTb ZOKYMCHTOB, HMEIOLIHE CAMOCTOATEIBHOE 3HAYEHME; ¢/MHHIA XpaHe-
HEA JOKYMEHTOB Ha OyMaikHoH OCHOBE (H€N0) — COBOKYNIHOCTh JOKYMEHTOB, OT-
JAeNBHEINA JOKYMEHT, 3aKII0IcHHEIE B 060c0o0IeHHYIO 06710KKY, ManKy.

3.10 xaranor: Mexx$hOHAOBLIT apXUBHEIA CIIPABOYHMK, B KOTOPOM HHQOD-
MaLs O COAEPKAHHHA AOKYMEHTOB apXuBa CTPYNIIMpOBaHa 110 IpeaMeTaM (TeMam,
OTpacHiM), PACIIONOMEHHEIM B COOTBETCTBHH ¢ TIPUHATOR ANA JAHHOIO KaTanora
cxeMoll KiaccHbUKAIyH J0KyMeHTHOH HHbOpMalH.

3.11 kOMDIEKTOBAHAE APXABA: CUCTEMATHIECKOE TIOMONHEHUE apXaBa J0-
KYMEHTAMH CTPYKTYPHBIX IOQpa3/ieleHHi,

3.12 Hayuno-cupaBOMHLIH aNHAPAT: CTPYKTYPHPOBAaHHAsA COBOKYITHOCTB
37IEMEHTOB ONHCAHHH JOKYMEHTOB (BTOpHUHON [OKYMEHTHOM WMHGOpMAIHH),
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Npe/ICTABICHHLIX B PAasNMTHEIX BUJAX aPXUBHEIX CNPABOYHUKOB, §a3ax NAaHHEIX,
npeHa3HauYeHHBIX TS TIOMCKA OKYMEHTOB ¥ JJOKYMEHTHOM HHGOpMaIHY.

3.13 HomemKnaTYypa Aei: CHCTEMATH3HPOBAHHEIA MepedeHb 3aroliOBKOB
(HaMMEHOBAHMIA) Je, 3aBOJMMEIX B YHMBEPCHTETE, C YKa3aHHEM CPOKOB HX Xpa-
Henus. HoMmeHKyaTypa fien npeaHasHadeHa 4 IPYNIAPOBKA MCHONHEHHHIX J0-
KYMEHTOB B JIe)ia, CHCTEMATH3AIAH H Y4eTa Jell, ONPeAeNeHNA CPOKOB HX XpaHe-
HHS U ABNACTCA OCHOBOH T4 COCTABIECHHA ONHCe! JeI NOCTOSHHOTO H BPEMCHHO-
ro (ceemne 10 Jer) xpaHeHHs, a Takke s ydeTa Aenl BpeMensoro (o 10 ner
BKJIIOYHTENEHO) XPaHEHHs.

3.14 onmeb pedi, AOKYMEHTORB: apXMPBHEIA CTIPABOMHMK, IpeAHasHAYeHHBIH
JUIS PACKPEITHS COCTABa M COMCPXKaHMs eJHHUI] XpaHeHH s, eHHHUI] yIeTa, 3aKkpern-
MECHHA WX CHCTEMATH3aIWH BHYTPH GOH/A M HX y9eTa; OIMHCH Jell ABIIIOTCA iep-
BHYHBIM Y4ETHRIM JIOKYMEHTOM JJIf yUeTa Aell MOCTOAHHOTO, BPEMEHHOTO (CBHIIIE
10 net) XpaHeHHS M NO NHIHOMY COCTaBY; OIHCH COCTOHT M3 ONHACATEIBHBIX CT4-
Teit, HTOTOBOMH 3aITMCH, JTHCTa-3aBEPHTEN H CIIPABOYHOIO aNNapaTa K OMHCH.

3.15 opraumsanus paGoTht ¢ JOKYMEHTAMH: COBOKYIIHOCTE BHJIOB paGor,
06ecrneunBaioNX COXPAHHOCTD, Y4eT, CHCTEMATH3alUIO JIOKYMEHTOB, (hopMHpO-
BaHUe W oopMIeHHe el Ha JENONPOH3ROJCTREHHOM CTATHH, HX Nepeady B ap-
XHB B COOTBETCTBHH C TpeOOBAHMAMH, YCTAHOBJCHHBIMH HODMATHBHO-
MeTOUYECKHMH TOKYMEHTAMM TI0 apXHBHOMY JIelTy K JeNONPOH3BOACTBY.

3.16 oprauH3anKA XPAHCHHSA JOKYMEATOB: CHCTEMA MEPONPHATHN, BEIO-
9alomad PAIMOHATEHOS pa3MEIieHNe JOKYMEHTOB, KOHTPONE 33 HX JBIKCHHEM H
HU3MIECKUM COCTOAHMEM, KONHPOBAHHE IOKYMEHTOB C LENBIO CO3NAHMA CTPaXo-
Boro ¢Gonga u GoHza TONB30BAHNS, BOCCTAHOBICHHE (PECTABPALIVA) [IEPBOHA-
YalBHEBIX Wiy GAHIKAX K MIePBOHAYANBHEIM CBOMCTB M BHEIIHHX IIPH3HAKOB JIOKY-
MEHTOB, HOABEPTIIIHMXCH NOBPEXICHHIO UM Pa3pyIISHHIO.

3.17 odopmaenne aens: KoMIUIEKC paboT 10 ONKCAHUIO [eNla Ha 0BII0XKKe,
6SpoLIopoBKe, HyMePaIUH JIMCTOB U COCTARICHHIO 3aBEPHTENLHON HAIIINCH.

3.18 mocTosiHAOE XpaHeHHe JOKYMEHTOR: XpaHeHMe IOKYMEHTOB ApXHB-
Horo poraa Poccrlickoil ®exepaunu Ges onpenenenns cpoka (Geccpoinoe).

3.19 cHCTeMA HAY4HO-CHPABOYHOIO ANMOAPATa K AOKYMEHTAM apXHBa:
KOMIDIEKC B32MMOCBS3aHHBEIX ¥ B3aVMMOJONONHACMEIX apXMBHBIX CIPaBOYHMKOB,
6a3 JaHHBIX O COCTABE M COAEPKAHWH JOKYMEHTOB, CO3aBACMBIX H2 STMHOH Ha~
YHHO-METOMYECKOH OCHOBE JUIs MOKMCKA JOKYMEHTOB ¥ JOKyMeHTHOR undopma-
LMK B UeaX 3¢heKTHBHOro HCIONB30BAHHA.

3.20 ynopsnoYeAne APXUBHLIX JOKYMEHTOB: KOMIlIEKe pabor o popmu-
POBAHHIO APXMBHEIX AOKYMEHTOB B CIAHMLBI XpaHeHHs (Zena), ONMHCAHHIO K
ohOPMIISHIIO TAKHX S7MHKI] XPAHEHN (fef) B COOTBSTCTBHY ¢ TIpaBuiaMu, yCta-
HOBJCHHBIMM HOPMATHBHBIMH JOKyMEHTAMH.
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3.21 y¥er 10OKyMEHTOB B apXHBe OPraHH3ALMA: ONpelelieHHe UX Kolade-
CTBa M €OCTaBa B YCTAHOBIEHHHIX €IMHHLIAX Y4YeTa M (uKcalps (perucrpanns)
NPHHANEKAOCTH KKAOH eTUHAIB! YIeTa K ONpeNeIeHHOMY KOMILTeKCY B obmie-
TO MX KOJMYECTBA B YHETHEIX JOKYMEHTAX; YYeT TOKyMEHTOB B apXHBE OpTaHH3a~
MU ABASETCS OHHM H3 CPeCTB 0DeCIeTeHUA NX COXPAHHOCTH H KOHTPOIIA 33 HX
HANYHEM.

3.22 ydernnill AOKYMEHT: JOKyMEHT YCTAHOBNEHHON (GopMEI, GUKCHpYIO-
[l TOCTYINIEHHE, BRIGHITHE, KOIMIECTRO, COCTAB H COCTOAHHE apPXHBHEIX JOKY-
MEHTOR B eIMHULAX Y4eTa.

3.23 popmapoBanHe AeJ1: rPYNIMPOBKA HCIOMHEHHKIX JOKYMEHTOB B JI¢lla
B COOTBETCTBHM ¢ HOMEHKIATYpPOIl JIeN H CHCTEMAaTH3aLHel TOKyMEHTOB BHYT-
pu gem.

3.24 sxcmepTH3a LEeHHOCTH JOKYMEHTOB: H3yUYeHHe JOKYMEHTOB Ha OCHO-
BAaHHH KPHTEPHCB MX ICHHOCTH B LE/IX ONpPEACICHH. CPOKOB XPaHEHNA JOKYMEH-
TOB U OTGOpa MX HA MOCTOSAHHOE XPAaHEHWe; HKCIIEpTA3a LEHHOCTH HOKYMEHTOB
IPOBOAKTCA B ASIONPOU3BOACTEE (IIPH COCTABIEHHH HOMEHKIIATYp JEl, B IIPOIECc-
ce (opMupoBaRHS Ien ¥ OpH MOATOTOBKE [N X Iiepesiade B apXHR); B apXuBe (B
Tpoliecce MOATOTOBKH K Nepefaye aesl Ha MOCTOAHHOE XPaHeHHe).

3.25 akemepTrHas KOMBCCHA: KOMUCCHS, BBIIONHAIOIEAA KOMILIEKC PaboT 1o
OPTaHA3AIME H [POBEAECHHIO SKCIePTH3bl LEHHOCTH JOKYMEHTOB, 0TOOpY M MOI-
FOTOBKE K Tepe/iade Ha [I0CTOSHHOE XpaHeHHe JOKYMEeHTOB ApXMBHOTO (GOHAA
Poccuiickoii Oenepanun.
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4 OGo3uaveHns M COKpPANICHHS

Vicnonbsyemsie obosnHadenus (B coorsercteau ¢ I'OCT 19.701-90):

Haumenosanue
AOKYMEHTa

Homep
H HaHMeHOBaHHE
Tmponecca

<>

e

Jlokyment. CuMBon oroGpaikaeT NaHHEIE Mpej-
CTaBICHHEIE Ha HOCHTENE B YyJA00COYHTacMOiM

bopme.

Tponece. Cumeon oToGpaxaeT BHIOMHEHHE ONi-
pencieHHol Onepanyy WM TPYIIE! ONepauui,
MPHBOAANIEE K W3MEHEHHIO 3HAYCHHA WIH pas-
MelleHAs. HHGOPMAaNiy Wi K OIPeleNeHHIO, 10
KOTOPOMY U3 HECKOMBKUX Hanpanneﬂm‘«i TIOTOKa
CliefyeT ABUTATBCA.

Pemenve. CuMmBon oTOGpaXaeT pelleHHe WIH
YHKIHIO, HMEIOIIYI0 OJUH BXOX M P ajibTep-
HATHBHBIX BHIXONOB (HampuMep, Aa/uer). B nen-
Tpe CHMBOJIA (HM/H BO3JIE HETO) — BOIPOC, TIO KO-
TOpOMY MPHHUMAIOT PEINCHHUE.

Jusua. Orobpaxaer Hepexofd OT OJHOH omepa-
IHH K apyro#i (HanpaBlicHHe Iporecca).

Coemuautens. CAMBOI 0TOOpaKkaeT BXOX M BhI-
XOJl B 4aCTh CX€MBI M HCIIONB3YeTcs I 00phiBa
JIHHWM H IPOJIOJDKEHHS e€ B IPYTOM MECTe,

TepmunaTop. CHMBOI OTOOpa)KaeT BRIXOJ BO
BHEIIHIOIO cpely ¥ BXOJ H3 BHeIHelt cpeynl (Ha-
<aNo WK KOHEH CXEMBL Hpoliecca.)

KommenTapuit. CHMBOX HCIONB3YIOT 1A foGas-
JICHAA KOMMEHTAPUECB, ITOACHATENBHBIX 3anuceit
i npuMeyarni. TekcT KOMMEHTApHEB HITH
TPUMEYAHU TOMKeH GBITh TIOMEIIEH 0KOJIO Or-
panduMBaromlei GHIYpHL
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I/IcrxomyeMHe COKpaIneHMA:

BJ — Gasa AaHHEX;

rocr — MEXTOCYJapCcTBEHHEI! CTAHAAPT;

IF'OCTP - wanuoHamsHEIH cTanmapT Pocchiickoii Oencparmm;

HCA —  HayYHO-COPABOYHEIH ammapar

00 —  OOmpit otaex;

orn —  OpraHW3AIHOHHO-PACTIOPARMTENbHAA JOKYMCHTAIHS,

A —  apxus;

3K —  3KchiepTHAs KOMUCCHS

CTO — CraHpapT opraHu3aman

CI6YYe3 — Cankr-Ilerep6yprekuii yHUBEPCHTET YIIPARJICHUS U 3KOHOMHAKH

5 O6mue nooxKeHus

JlokyMeHTBI, 06pasylolnpeca B mponecce AesTedbHOCTH YHHBEPCHTETa, AB-
JASOTCA €r0 COOCTBEHHOCTHIO, M TOC/E HPOBEeHHS SKCIEPTH3Bl MX LEHHOCTH
nofnexar obg3aTenbHON Nepefade B yoTaHOBACHHOM nopsiike B apxus CIIGYV-
1O WIH Ha NOCTOSHHOE XpaHeHWe B ¢elepalbHELi apXHB KaK JacTs APXHBHOTO
tonna Poccuiickoit ®epeparmu.

ApxuB yHUBepcuTeTa OGECIEUMBAET XpaHEHHE [OKYMEHTOB, HMEIONIMX
MpakTHYECKOe 3HaueHne W JOKYMEHTOB IO IMYHOMY COCTABY, HX Y4ET, HCIONb30~
BaHHe, 0TGOp ¥ MOATOTOBKY K Nepesiavue Ha OCTOSHHOE XpaHeHHe B COOTBETCTBHH
cO CpokaMH H TpcOOBaHHAMM, YCTaHOBACHHEIMH DemepansHoll apXUBHOM CIYK-
Goit Poccun ¥ opraHamM#l YIIpaBlIeHUS apXUBHEIM ETIOM.

ApXVB YHHBEPCHTET2 OCYIIECTBISIET MPHEM SIEKTPOHHEX JOKYMEHTOB,
ofecleqNBaeT UX COXPAHHOCTH, Y4eT, 0TGOp H HCTIONB30BaHAe, a TAlKe MOATO-
TOBKY H Nlepe/iady Ha NOCYAapCTBEHHOE XpaHEHHE.

Oprasnsands paboT 1Mo 0GecTeUeHNIo YyeTa H XPaHeHHA apXUBHBIX JOKY-
mentos CII6Y YD npencrasiena B HacopTe Hpomecca.

5.1 Cxema mponeccoB dgopMapoBaHRs, 0QOPMIICHUS H OPraHH3ALHA
XpaHeHHH JOKYMEHTOB

B jlanHOM pasziene HA pUCYHKe 1 npefcTaBieHa obmas cxeMa MpoLeccos
¢opMEpoBaHHS, OPOPMIIEHAS B OPraHU3aI{iy XPaHEHHs JOKYMEHTOB, 06pasyro-
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IMHXCA B MpOLecce OPraHA3AHORHOM, NeNONPOM3BOACTBEHHOH H yaeGHOM fed-

TensHocTH CIIGY YD,

JokymeHTE!
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TOTCA H TPYTNE-
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CPOKA XpaHEHHA
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6 ACATEILHOC . O1B.: pyK. CTPYKTYPHOIO TOAPAsAEREHIAX
TIONpa3CTEHHA; HOIpAsICTeRAA 70 OKOHJaHHK
HOMEHKIIATYPa NEX (oTB. 38 ACIONIPOAIBOACTBO B CTPYK-| CPOKA XpaHeHAL
\/— TYPHOM TNOXPA3AEIICHHN)

|

CéopuupopanHLIe AKT 3aKDOUEHHST
nena * 3. IIpoBeaeHHe IKCHEPTHILL HEH- 3KCIEPTHIH
HOCTH JIeJ1 B CTPYKTYPHOM HOA- UEHHOCTH AeN
—_— PAsIeACHHH
OTR.: pyK. CIPYKTYPHOTO
TOApA3ACICHHS

4. [loaroToBKka gen K

YHHITORCHEW

OTB.: OTB. 32 ASTOMPOM3-

llenoa::wl eagm BOZCTBO B CTPYKTYPHOM
XpaneHmo OpasIeeHHE

}

5 Yuuuroxenne qen
€ HCTEKIIHM CPOKOM Xpa-
HeHust
O18.: OTB. 32 IENOTIPOHIBOL-
CTBO B CTPYKTYPHOM TIOApAas-|
AeneHM
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Prcyrok 1 — Cxema nponeccos hopMApoBaHns, odopMIeHns,
OpraEH3aLMH YICTa H XPAHCHHS JOKYMEHTOB

6. Tipoanenne cpoia

BeeHAH ENR
OTB.: OTB. 33 ACIONMPORIBOACT-
BO B CTPYRTYPHOM NIOpasae-
TeEwH

-
CdopurposasHse OdopmrcriLe [Hena mepena-
mena > 7. Odopm.ienre || fena, axr o fored 1:3 ;;(myen °
H IlepeAava Aell B APXHB Tiepezae Jell Ha mronmm
OTB.: 0TB. 32 JCNOIPOHIBOACT- XpaHeEde o Bpearesatoe
s mykzs:;: porpasie: (Gonee 10 net)
XpaHeHHe
™ .
-
Jlena pacnoma-
Tena, ynopsuo- TAKTCA B 4pXH-
Obopunermste tens, L» 8 X 9EHHRIE B COOT~ BE R COOTBETCT-
ommck fen . Xpanenne neq 8 aApxuee —| antt C opua-
Orm.: 3a. apxHBOM serctemd ¢ HCA
THRHBIMH Tpe-
GORAHIAMH H
YCIOBHAMH
\ Xpancuss
HoMeHKnaTypa Iex,
OIHCH Ae ™ 9. lpopeaenue
SKCHEPTHIE! UEHHOCTH e/

OTB.: NpeaCe AT, CEXpE-
Taps, wieHs IK

Pacynok 1, nuer 2
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10. HoaroTorxa aen
K YHHITOKEHIIO
OTB.: OTE. 3aB. aPXHBOM

}

11 YaRuTOREHHE A6
€ HCTEKIUHM CPOKOM Xpa-
BA Henus
Ote.: 328, apXUBOM

ToanexnT nepenase

12. Odopmnenne
H mepejava aen
B rocapxus
OTB.: 388, 4XHBOM

AKT 0 Iepeziate Aen Ha
TMOCTOAHHOE XPAHEHHE

Pucyrox 1, mucr 3

5.2 Henonn3oBaHHe JOKYMEHTOB apXHBa

OcHOBHEIME QDYHKUIHAMH apXHBA ABIAOTCH KOMIUICKTOBaHHE (GOHIOB, YUET H
ofiecriedenre COXPAHHOCTH HMEIOIUXCH JOKYMEHTOB, 8 TAKKE HX HCTIONbLIOBAHHNE
C IENBI0 HCIOJMHEHHA 3alpOCOB COLMANBHO-NPABOBOIO XapaKkTepa OT IPaxaaH u
opraHu3aiUii, BEJAYa APXMBHEIX JOKYMEHTOB BO BpeMeHROe nojsjosanne. Ha
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was cripa a HoMY EUY (OpraHmIALMK) CEM H BPXHBHEIX
Ora.: 3a8. apxHBOM CTIPABOK XPAHATCS
B APXHBE

Pucynok 2 — Cxema niponecca oTOTOBKHE O(HIMATEHEIX OTBETOB MO 3aIPOCAM Tpak/IaH i
opraHu3anui
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6. Opranusanus paGoThl ¢ AOKYMEHTAMHE B A¢/IONPOA3BOICTEE
6.1 CocTaBi/IcHHE HOMEHKJIATYPHI A€/

6.1.1 Homenxmarypa Jenl npejHa3HadeHa JUIA IPYIIIHPOBKY UCTIOMHEHHBIX
JIOKyMEHTOB B /IeNia, CACTEMATH3alMH H YIeTa Jell, HHISKCALHH AT H ONpelele-
HMA CPOKOB HX XpaHeHHA. HoMeRKIaTypa men ABiseTca OCHOBOM I COCTABICHHA
onuceii 1€ NOCTOAHHOTO H BpeMeHHOTo (cBBime 10 JeT) XpaHeHHd H OCHOBHBIM
Y9IETHBIM JOKYMCHTOM B JIENOTIPOH3BOJICTRE, 4 B CTPYKTYPHEIX IOAPA3AENECHHIX U
apxyBe MCNONB3yeTcs MU ydeTa fen BpemenHoro (mo 10 meT BKDOYHTENRHO)
XpaHeHH:.

3axpenieHHas B HOMEHKJATYpE CXEMa CHCTEMATH3AlHH Jell MOXeT GHTb
MCHOJIE30BaHA IpH Pa3paGoTKe CXeMBI KapTOTEKH Ha MCHIOTHEHHBIe JOKYMEHTEI.

6.1.2 Homenxnatypy men CII6YVYuD (mpunoxkeHHe A) COCTABIAST 3aBe-
JYIOIMH apXMBOM TIOJ pyKOBOACTBOM HadambHAka OO Ha OCHOBE HOMEHKIATYD
JIeN CTPYKTYPHEIX NofpasnencHuit (mpunoxenwe B).

Homenxnarypa zen CIIGYVYHD, npexsapurenbHo cornacoBasHas ¢ 9K
CII6YYuD3, yTBEpXRA2€TCE PEKTOPOM.

6.1.3 TIpm cocraBnenuy HoMeHKIaTyph jen CIT6YYuOd navansunk OO py-
kxoBoacTByercs YcraBoM CIIGYYuO, IonoxueHMAMY O CTPYKTYPHEIX DOZipaszene-
HHUAX, ITATHEIM pacmucanuem CIIGYYuD, IlpumepHoii HOMEHKIATYpoH jen
BHICIIErO Y4eGHOTO 3aBEJECHHA.

6.1.4 B HoMeHwiatypy Aenl CII6YYr3 BrmoUaroTcs 3arONOBKH €N, OTpa-
JKalolllue Bce JOKYMEHTHpYeMbIe BHIBL PaGoT CTPYKTYPHBIX HOApasfAcieHu YHH-
BEPCHTETa, HE BKIIOYAIOTCS TIEPHOTHYSCKHE H3JaHHA.

6.1.5 HasBaHusaMu pa3znenoB HoMeHKNaTypei den CII6YYn) spnaorcs Ha-
3BAHHS CTPYKTYPHBIX NOAPAa3fecHH}; pasaelsl PAacIONaraloTca B COOTBETCTBHHE ©
YTBEPIKACHHON CTPYKTYpoii yHHBEPCHTETA.

6.1.6 Ipadus Homenxnatypst gen CIIGYY#D, ero CIpyKTypHEIX NOZpasfe-
NeHHH 3aN0NHIOTCA CleRyIonMM o0pasoM:

B rpace 1 BuNOMHACTCS HyMepaus.

B rpade 2 mpocTaBIIOTCA HHAEKCE KaXKIOFO [€Nd, BKIIOYEHHOrO B HO-
MeHKmaTypy. MHIeKc Aena coCTOMT M3 ycerarosnenHoro B CII6YYu3 mudposoro
ofo3HaueHHs CTPYKTYPHOTO MOJPAa3lENCHHA H MOPAIKOBOTO HOMEpA 3arolOBKa
Jieia 10 HOMEHKJIAType B IpefeaX CIPYKTYpHOTO HofpasaeneHua. Viuaexcsl aen
ofoznavaroTes apabekumu upbpamMy, 11 IepeXoIAnuX Al HHACKC COXPABAETCS.

B rpady 3 BHOCSTCS 38roNOBKH A€l (TOMOB, yacTeif).

TIopsAnoK pacHoNOKEHHs 3arofOBKOB BHYTPH Da3felioB H ITOApa3fCIeHU
HOMEHKJIATYDHI A€l OTIPefieNAeTCA CTEIEHBIO BaXKHOCTH JOKYMEHTOB, COCTABIIAO-
IIHX jena, MX B3aMMOCBA3AIO H CHCTEMaTH3anell JOKYMEHTOB BRYTPH Jena.
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B Hagane pacnonararotcs 3arofioBku gel, cogepxkaumx OPJl, nanee pacmo-
JIATAI0TCA 3ATONOBKK figH, COAEPIKAIIMX MAAHOBHE U OTYETHHE JOKYMEHTH, nepe-
MHCKY | T. 1.

Jaronopok fena AOMKEH YeTKo B 06o0meHHo# {opMe OTpaXaTh OCHOBHOS
cofepKaHMe ¥ COCTaB AOKYMeHToB xena. He nomyckaercs ynorpeGiuense B 3aro-
JIOBKAX A€ HEKOHKPETHEIX GOpMYIHAPOBOK («pasHbIC MaTepHAIbD», «o6mas nepe-
MUCKa» U T. I.). 3aroJoBKH Aell MOTYT YTOYHATBCH B TIpolecce (hOpMUPOBAHUA H
otopMiieHAA el

TIpy cocTaBIIEHHH 3ar0JIOBKOB JieNl HCIONE3YIOTCS (GopMyIHMpoBKH H3 IIpu-
MepHO# HOMEHKIIATYPHI /1SNl BEICILIETO yueGHOTO 3aBejIcHHS.

T'pada 4 3anonuseTcd Ho OKOHYAHUH Y3eGHOTO (MIH KaleHJapHOTO) roja.

B rpate 5 yka3sipaeTcs CpOK XpaHeHus jena, HoMepa crateli mo ITpumep-
Hoif HOMEHKIIaType Jel Bysa H IIepeuHio THNOBBIX YNPaBIeHYeCKHX JOKYMEHTOB,
00pa3yoLIIXCs B AEATENBHOCTH OpraHu3aLuii, ¢ yKa3aHUeM CPOKOB XpaHCHUA.

B rpade 6 «[Ipumeuanne» yKasmBAIOTCH HA3BaHWA nepeuHell JOKYMEHTOB,
HCHOJB30BAHHEIX TIPH ONpPE/ICNIEHHA CPOKOB XPaHEHHUS JIEN, TPOCTARIAIOTCA OT-
METKH 0 3aBeIeHUH JIe]l, IEPexOAAIINX Jelax, BRIEIeHHH Jel K yHHITOKEHHIO, O
JIMLAX, OTBETCTBEHHEIX 3a ohopMiIerHe Jel, © nepenade A B JPYTYIO OpPraHn3a-
LUI0 A TIPOJOIDKSHUS H JIP.

6.2 ®opMHpoBaHRE nex

6.2.1 Jlena 8 CII6YVHI dopMupyroTcs ASHeHTPATA3OBAHO, T. €. B CTPYK-
TYPHEIX IOSpPa3ReNeHHsIX COTPYAHAKAMH, OTBETCTBEHHBIMH 33 IeONPOH3BOICTEO.

MeTonrueckoe pyKOBOJACTBO M KOHTPOIE 33 IPABHILHEIM GopMHpOBaHHEM
[iell B yHUBepCUTETe ocymecTRmoTes OO 1 3aBeyIonmMM apXHBOM.

6.2.2 Ipu bopMHpoBaHUY ieN HeODXOAUMO COGIOAATE Cieyrolue obmue
OpaBMiId: MOMEUIATE B IENO TONBKO WCIONHEHHES, NPABUILHO 0GOPMIIEHHEIE 0~
KYMEHTHl B COOTBETCTBHH C 3aI0IOBKAMH JIeJI TIO pa3penicHHIO OJHOTO BOTIPOCa;
rpyNNHpOBATH B N0 JOKYMEHTH yIeGHOTO rofia (W KaJeHAapHOro), 3a HCKIIo-
YSHHEM NepexofdumX Jen; pasacnbHo HopMUpOBATE: B AeNa NOKYMEHTH NOCTO-
SIHHOTO H BPEMEHHOTO CPOKOB XpaHEeHHA.

B zieno He DOIDKHBI IOMEIIATECA JOKYMEHTEI, TOIEKALIIE BO3BPATY, JHIL-
HYE SK3EMIUISPH], YePHOBHKY; [0 He JODKHO NPEBHIaT 250 JHUCTOB,

6.2.3 Homep znena, B KOTOpoe JAOIDKEH OBITH HOMIIMT JOKYMEHT, OIpefeser
HCIIONHUTENb N0 HoMeHKIaType. Ha A0KyMeHTe NpOCTAaB/IOTCA: OTMETKA «B ae-
10 Ne ..», gata, IOAONUCH NCTIONHHTENS HIH PYKOBOJATENA CTPYKTYPHOTO NOIpas-
nenenus. JIOKyMEHTH BHYTPH JelIa pacofiaraioTcs B XpOHONOrHIECKOH, BOIPOC-
HO-JIOTHYECKOI ITOCIENOBATENEHOCTH MM HX COMETAHHH.
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6.2.4 PacropsauTeNbHEIG JOKYMEHTH IPYIIMPYIOTCS B Ielia N0 BUAAM B
XPOHOJIOTAIECKOM MOPAIKE ¢ OTHOCAIOHMHCA K HUM [IPHIOKEHHAMH.

YCTaBE, WONOKEHUA, MHCTPYKIMY, YTBePHKACHHEIE PACTIOPANMTENRHBIMY
HOKYyMEHTAMH, SABIIIIOTCA HNPHUIOKECHAAMA K HAM H IPYIITHPYIOTCH BMECTE C yKa-
3aHHLIMA JOKyMeHTaMH. Ecny jke OHH yTRepX/IeHRl B KAUSCTBE CaMOCTOATENLHO-
TO IOKYMEHTa, TO 1X TPYTINHpPYIOT B CEMOCTOATENBHEIE JSNa.

6.2.5 JIpHKass 0O OCHOBHOM AEATENBHOCTH [PYNIMPYIOTCA OTISHBHO OT
pHKA30B O JMIHOMY CocTaBy. ITpHKaskl IO JIMYHOMY cOCTaBY (O KOMaHEMPOB-
KaX, OTIYCKaX, B3BICKaHAAX) GOPMHPYIOTCA B OTAENLHOE ACIO, XPAHATCH MATH JIeT
¥ He NOANeNAT Nepeiate B apxug.

6.2.6 JIOKyMEHTHI [0 JIMIHOMY COCTABY BBIIEISIOTCA B OCOOYIO Ipyminy,
CHCTEMATHIHPYIOTCS H ODOPMIISIOTCS B OT/ENELHYIO OIMCh.

JIOKyMEHTH B JIMYHKX AelaX PacTioNaraloTea 1O Mepe HX TIOCTYIUISHMS 1o
XPOHOJIOTHYECKOMY NPH3HAKY. B mpesenax kaxmoro roaa nefa 1o NAIHOMY CO-
CTaBy CHCTEMATH3HPYIOTCA IO CTENCHH BaXHOCTH. JIMUHEIC fefa B JIMYHEIE Kap-
TOYKM YBOJNECHHBIX COTPYIHHKOB OTHOCSTCS K TOJly YBONBHEHHS M CHCTEMATH3H-
PyIoTes B npeaenax Kaxuoi rpynnsl no andasuty damummii.

6.2.7 IIpoToKONKEI B g€ PacHoiaraioTcsl B XPOHONOFHYECKOM TOPAAKE 110
HOMepaM. JIOKyMeHTH K IPOTOKONAM, CTDYIIIHPOBAHHKIC B OTAEIBHEIE JieNia, CHC-
TeMATH3MUPYIOTCSA N0 HOMEPaM TIPOTOKONOB,

6.2.8 YreepiaeHHEIe IUIAHbL, OTYETHI, CMETHI, NUMHTHI, THTYIBHbIE CITHCKH
H OpyTHe JOKYMEHTH IPYIIIMPYIOTCS OTACIBHO OT IPOSKTOB,

6.2.9 Jluresble cuera pabodHx M CIYXaliMX TPYONHPYIOTCA B CAMOCTOS-
TENbHLIC ZIeNa M PAcIoNaraloTcA B HEX B ropsyke andasura o GaMUIHAM, HMe-
HaM H OTYECTBaM.

6.2.10 TlpemoxeHus, 3aABICHAS W XKaao0sl COTIPYZHAKOB HO BOIPOCAM
JIeATENBHOCTH YHUBEPCUTETa ¥ BCe HOKYMEHTH TIO MX PacCMOTPeHHIO W HCHONHE-
HMIO IPYIIMPYIOTCS OTACIBHO OT IpeUIokKe i, 3adBieHul 1 Kano6 rpaxmaH mo
JIMYHBIM BOTIPOCAM.

6.2.11 Hepemucka rpynnupyercs, KaK IPaBHANO, 3a NEPHOA KATCHAAPHOrO TO-
Za U CHCTEMATHIUPYETCA B XPOHONOTHHECKOH TIOCIEIOBATENBHOCTH; JOKYMEHT-
OTBET MOMEIIAETCA 38 AOKyMEHTOM-3a1pocoM. IIpH BO30GHORNEHHH MIEPENTHCKH 10
OMnpeleficHHOMY BOIIPOCY, HadaBuieHicd B MPeXbLTYINEM rofy, JIOKYMEHTEl BKIIFO-
YAIOTCH B [EJI0 TEKYIIEro rofia ¢ yKasaHHeM HEASKCA 1efa NPeAnTyIero roaa.
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7 JKcmepTH3A NEHHOCTH JOKYMEHTOB H 0(OpMICHNE et

OKenepTisa UEHHOCTH AOKYMEHTOB IIPOBOIMTCS IIPH COCTABIEHHH HOMEHK-
NaTyp Aen, py oDOPMICHHH Al B HPOBEPKE NPABMIEHOCTH OTHECEHHUS AOKYMEH-
TOB K JellaM, PH TOATOTORKE AEN K NOC/IeYIOMEMY XPAHEHHUIO.

7.1 Oprann3anns NpoBeAeHAA IKCHEPTH3HI MEHHOCTH JOKYMEATOB

7.1.1 Ins opraHu3anfy U NpOBEACHHS SKCIEPTH3bI LICHHOCTH JOKYMEHTOB B
CII6YYHD IpHKA30M PeKTOpa CO3NAETCA [OCTOAHHO ASHCTBYIOWIAS 3KCIEpTHas
koMuccus. IIpencenarenem DK Hasnauaercs npopextop 1o yueGHoit pabote, B co-
craB DK Brmodarores cekperaps K u wiens JK .

Qynriyn 1 npasa OK, a Takke opranmzaius ee paGoTH ONpeNenMOTCA O~
TOKSHIEM, KOTOPOE YTBEPAKAASTCH PEKTOPOM.

7.1.2 B cTPYKTYPHBIX NMOJAPA3ACAcHUAX SKCTEPTH3a HEHHOCTH MPOBOXHTCS
€XETORHO ¢ YHacTAEM 3aBe/yIOIero apxuBoM. OTBETCTBEHHOCTE 33 OPTAHH3AIMIO
H OpoBeieHHe SKCIEPTH3hl HECeT PYKOBOAHTENs CTPYKTYPHOTO MO/ApasfelcHHAs.
OxonuarensHoe pemenue npuaaMaet OK CIIGYYuO.

7.1.3 Ot60p NOKyMEHTOB ANA NOCTOSHHOTO XpaHeHHs NPOBORHTICA B COOT-
BeTCTBHH ¢ HoMeHKIatypo# aen CII6YYu3, IlepedHeM THIOBRIX AOKYMEHTOB C
YyKa3aHACGM CPOKOB HX XPaHSHHA IyTeM HOCTPaHNYHOIO HPOCMOTpa Zenl (He J0-
TyCKaeTeA 0TOOp NOKYMEHTOB JUIS XPaHEHHS ¥ YHHYTOXCEHMA TONBKO HA OCHORA-
HUM 3aTONOBKOB fen). B Nenax NoCTOSHHOIO XPaHCHMA MOANEKAT HIBATHIO Ny6-
JETHBIE YK3EMILIAPBI ZOKYMEHTOB, JEPHOBAKH, HeO(OPMICHHEIC KOTIHM JOKYMEH-
TOB M HE OTHOCAIMIKECS K BOIIPOCY JOKYMEHTBI ¢ BpEMEHHBIMH CPOKAMH XPaHCHHS.

OJIHOBPEMEHHO C 0TGOPOM AOKYMEHTOB TIOCTOSHHOIO H BPEMEHHOTO (CBBI-
me 10 ner) XpaHeHUs AL NepefadH B aPXHB B CTPYKTYPHEIX MOAPasfEieHHIX
MPOBOAMTCA OTGOpP JeN U AOKYMEHTOB BpeMEHHOro (io 10 mer) XpaHeHus ¢ HC-
TEKIIAMH CPOKaMH XpaHeHud. [Ipu 3TOM OJHOBPEMEHHO NIPOBEPSIOTCS KAaYECTBO H
HONHOTA HOMEHKIATYPHI e, IPaBUIbHOCTS ONpE/IeicHHsA CPOKOB XPAHEHHR Jed,
YUHTHIBAIOTCA OTMETKH B HOMEHIUaType Aen «Jlo MAROBaHNA HafoGHOCTIY.

7.2 OdopmneHHe peyNLTATOB YIKCIEPTH3BI HEHHOCTH TOKYMEHTOB

Ilo pesynsraTaM SKCIEPTH3LL IIEHHOCTH AOKYMEHTOB COCTABJIAIOTCH OIHCH
JieJ [IOCTOSHHOTO XpaHeHud (npuioxende B) ¥ 0 1HiHOMY COCTaBY (HPHIOKe-
uua I, JT), a Taioke AKTHL 0 BBUIE/ICHUH A6 K yHHIToNeHnio (npunoxenus E, JK).
Tlopsaok obopMIIeHUs U YTBEpKIEHUA OIucell yCTaHOBIEH B pazfienc 8 Ha-
croamero CTO.
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VYka3aHABIC OMHACH U AKTH! paccMaTprealotcs Ha 3acefannu K CII6YYuD
ONHOBPEMEHHO M YTBEPXKAAIOTCS pexropoM . [Tocne 3T0ro 3aBeylomHi apXuBoM
HMMEIOT IIPaBO YHAYTOXATE [€/1a, BKIIOTeHHEIE B JaHHKIE AKTBL

Tlorpysxa, BEIBO3 Ha YTUIM3AIMIO Aell, HONISKAIUMX YHAUTOKEHWIO, W
YHHYTOXKEeHHe JOKYMEHTOB OCYILECTBIMETCS 10/ KOHTPONeM 3aBeLYIOMEro ap-
XHBOM.

7.3 Odopmaenne feJi ANs Mepefadu B APXHE

7.3.1 Jlena yHuBepcHTeTa MOAIEKAT ODOPMIEHHIO IIPH MX 3aBEAEHHH H 110
3apepriensH rofia. Oopmienne el BKIOY9aeT KOMILIEKC paboT Mo HX TeXHUYe-
cko# 06paGoTKe X IPOBOAMTCA COTPYAHMKAMU CTPYKTYPHBIX HOAPA3fieNeHuil Ipu
METOHYECKOH NOMOILHM H IIOA KOHTPOIeM apXuBa By3a.

7.3.2 B 3aBHCHMOCTH OT CPOKOB XPAaHEHUs IPOBONMTCA IONHOE HJIH Jac-
THYHOE oopMICHHE e,

Tomomy othopMIeHNIO TIOITEKAT AeNa IOCTOAHHOTO, BPEMEHHOTO (CBBIE
10 net) xpameHus ¥ HO MHYHOMY coctaBy. [lonHoe odopMieHKe Jena pegycMaT-
puBaer: odopmuerne obnoxku (unpunoxenns H, K); cocramnenme mmcra-
3aBepHTeNs jena (npanoxedue JI);cocTaBieHue BHYTPEHHEH OIMCH JAOKYMEHTOB
ngena (mpuioxeHne M); NORIIMBKY Aea; HyMepalHio JIICTOB B JieNe; BHeCEHHe
HeoGXOTUMEBIX YTOYHEHHH B PEKBH3UTH 00I0KKH fena (YTOUHeHHe MHAEKCa H 3a-
TONOBKA JieNa, JaThi AeNa ¥ Ap.).

Jena BpeMerHoro (10 10 JieT BKIIOUHTENBHO) XPaHEeHUA HOAJIEKAT JaCTHY-
HOMy O(OpMIICHHII; Jela JOIIYCKAeTCA XPAHHTh B CKOPOCIOMBATEILIX; He HPOBO-
JUTH ITEPECHCTEMATH3ALMIO AOKYMEHTa B JIeNie, THCTEL [efla He HyMepOBaTh, 3aBe-
PHTENBHEIE HAJIHCH HE COCTABIAT.

7.3.3 B nensx ofecriedeHus COXPAHHOCTH W 3aKpeINIEHHd MOpAIKa pacmlo-
JIOEHHs. IOKYMEHTOB, BKIIOYEHHEIX B IENI0, BCE JIMCTHL HYMEPYIOTCH apabekuMu
nrbpaMHA BaNoBoit HyMepaiH B MPABOM BEPXHEM YTITy, HE 3a/ieBasi TEKCTa JOKY-
MeHTa, NPOCTHIM rpadiIecKUM KapasIanioM Wit HyMepaTopoM.

7.3.4 BHyTpeHHS OHCH JOKYMEHTOB Jiefla OAIHMCHIBACTCS COCTABHTENEM C
YKa3aHHeM HO/DKHOCTH M AAThl COCTABIECHHA ONMCH M IOJIIMBAETCA B Havale Ka-
JKAOTO Aena. B KOHIE KaXAOro Aena NOALIMBAETCA YHCTHIM OJ@HK JIMcTa-

3aBEpPATEIA.

7.3.5 JIoOXyMEHTHl, COCTABIAIOINE JEN0, NOJNMBAIOTCSA B TBEPAYIO apXuB-
HYIO HANKy ¢ 4 3a8BA3KaMH W3 KapTOHA HITH TIEPEILIETAIOTC ¢ YIETOM BO3MOXHOTO
cBOGOHOTO 9TEHHS TEKCTA BCEX JOKYMEHTOB.
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8. CocraBaenue onuacedi xen
8.1 Ilopsaok cocTaBIeHHA onaced xeJ

8.1.1 Ha 3apepinicHHEIC Jena MOCTOAHHOTO, BpemeHHoro (cemmie 10 ier)
XPaHEeHHA W [0 TUIHOMY COCTEBY, HpPOMISMIINE 3KCHEPTH3Y UCHHOCTH, odopM-
JIEHHBIE B COOTBETCTBHH ¢ HACTOAMMMY TPeGOBAHIAMY, €XKETOJHO COCTABIIAIOTCS
omucH. Ha mena BpeMeHHoro (zo 10 11eT) XpaHeHHs ONHCH He COCTARISMIOTCS.

8.1.2 OmucH cocTaBIMIOTCS OTAENBHO Ha [eiTa OCTOMHHOTO XPAHEeHHU, Aeia
BpeMeHHOTro (cBBIE 10 N1eT) XpaHeHusd, Aeia o THYHOMY COCTABY.

8.1.3 B xaxioM cTpykTypHoM mopapaszenenuu CII6YVuDd corpyauuxaMy,
OTREYAIOMUMH 32 JIETIONPOH3BOACTRO, NPH METOAMYECKOM pykoBoactee OO H ap-
XMB2 €XETOAHO COCTARIOTCA OTICH Ha Jielia TIOCTOSHHOTO xpaneHus. TTo amm
ONHCAM JOKYMEHTH! CAAIOTCH B apxHB. OINCH, TIOATOTOBICHHEIC CTPYKTYPHEIMA
noapasaencHAsMy (npunokenue H), cyxar oCHOBOM A4 MOATOTOBKH CBOXHOM
OIHCH YHHBEPCHTETA, KOTOPYIO TOTOBHT 3aBEAYIOILMN aPXHBOM H 110 KOTOPOM
CIAI0T ZIefla Ha TOCYapCTBEHHOE XpaHeHHe.

8.2 TpeOGopanus k cocTaBjAcHHI0 onAced zen

TIpH cocTaRIcHUH ONHCH A& COGIIONAOTCA CEAYIOlNHe TPeOOBAHMN:

- 38TOJOBKM Jel BHOCATCA B ONHCH B COOTBEICTBAM ¢ DPUHSTON cxeMolt
CHCTeMATH3al(HH Ha OCHOBE HOMEHIUIATYPHI JeT;

- KaXAOS JeN0 BHOCHTCS B ONACH TIOX CAMOCTOATEIBLHBIM MOPAAKOBEIM HO-
MEpoM;

- HOPSALOK HyMEpaIiK A€l B OMHCH — BaIOBEIH ( B at)aBHTHOM TOpAAKe);

- HOPA/IOK [IPHCBOEHHS. HOMEPOB OIUCSM CTPYKTYPHEIX IOEpasAeIeHui yc-
TAHABIMBACTCH 3aBERYIOLIHM apXHBOM;

- Tpad)bl OMMCH 3AMONHAIOTCA B TOYHOM COOTBETCTBHH C TEMH CBEIEHHIMH,
KOTOpHIE€ BEIHECEHEI Ha OGNOXKY Jena;

- IpY BHECEHWH B ONKCH HOIPSAN AEN ¢ OJIUHAKOBRIMH 3arQIORKAMHY TIWIIET~
5 IONHOCTBIO 38TOJ0BOK MIEPBOro Aeja, a BCe OCTaNbHbIE OHOPOAHEIE Aena 060-
3Ha4aBOTCA cnoBamu «To Xe», IIPH 3TOM ApYTHE CBeIEHHSA O JAeNax BHOCATCH B
OIHUCH HOTHOCTBIO (HA KaXIO0M HOBOM JIHCTE OLHCH 3aIONOBOK BOCIIPOM3BOIHTCS
MOJIHOCTEEO);

- IUIA Ael, CoAepKallinX JOKYMEHTHI 32 HEeCKOIBKO JIET, B KOHIIE OITHCH KaX-
JIOTO CHEJYIOLIET0 roja, 33 KOTOPEI HMEIOTC NOKYMEHTH B NTaHHOM fAeNeE, Acha-
JOTCA CCRUIKH Ha HOMEpa Jejl, COIEPKAIINK MATePHaibl 32 JaHHKIH Tox (Iocne uH-
TEepBaJa 3a MocHeAH el ONHCATeNLHOM CTaThell KaXIOro HOCIEAYIOIEro roia);
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- rpada omuck «IIpuMedanue» ACIONBIYETCs s OTMETOK O IPHEME e,
0COGEHHOCTAX MX GU3MMECKOTO COCTOAHNS, O NIepefaye Al APYTUM CTPYKTYPHBIM
TIOApa3IeNeHHsAM CO CChLIKOM Ha HEOOXOMUMELH akT, 0 HaNMddH KONMii | T.1I.

9 Opranu3anus oNepaTABHOrO XPAHCHHS JOKYMEHTOB

9.1 C MoMeHTa 3aBeneHHA U A0 NCpeIadu B apXMB YHHBEPCHTETA JCTa Xpa-
HATCA IO MecTy MX Gopmuposanns. PykoBomuTenu cTpyKTypHBIX [OApa3AeeHnit
¥ COTPYHOHHKH, OTBETalOne 33 AENONPOM3BOACTRO, o0%3atbi ofecneunsars co-
XPaHHOCTE JIOKYMEHTOB H J(EN.

Jena naxoasarcs B pabodnx MOMEINEHHAX, pacloaraioIca B kapax, obec-
TIEYHBAIONIMX HX MOJIHYIO COXPAHHOCTS.

B mensx MOBHIDEHHA ONEPaTHBHOCTH MOMCKA NOKYMGHTOB [iefla pacrona-
ratorcs B COOTBETCTBAH ¢ HOMeHKIaTypoit aen (6.1). Homerknarypa men HiIH BeI-
TACKA U3 Hee MOMEILIASTCA Ha BHYTpeHHeH cropone mxada. Ha kopemxkax o6mo-
JKEK JIeNl YKa3EIBAIOTCH NHAEKCH! [0 HOMEHKIIATYDE.

9.2 Brigada Jen ApyruM MOApa3ieeHASM MU CTOPOHHHM OpPraHH3aIiusM
HPOM3IBOAUTCS C paspellieHHd PyKOBOAMTENS CTPYKTYPHOTO moipaspeneHuns. Ha
BEIJIAHHOE JEeN0 3aBOJIUTCA KapTa-3aMecTHTeNb fena ( Ilpunoxenne I, C) ¢ yka-
3aHHEM CTPYKTYPHOTO TMOApa3ieNeHus, MHAEKCa Aena, JAThl €r0 BhIAAYH, KOMY
JeN0 BBIAAHO, JaTH €ro BOZBPAINEHHA, NOATHKCEH B MOJYYCHHH X OpHEME NeNa.
CTOpOHHHM OpraHH3AINAM J¢Na BEAatoTca mo aktaM (IIprnoxenne IT, Py .

10. KoMniieKToBaHHe apXHBa

HcrounnkamMu komiuiekroBanns apxupa CITOYYu3 saBiIsroTcs CTpyKTYpHEIE
TIofipa3fielieH!s yHHBEPCHTETa.

Apxus CII6YVHD pyKOBOJCTBYETCA HOPMATHBHEIMH H METOJUYECKHMH
JnokyMenTamu DezepanbHoi apxuBHO# ciyx6n Poccum, TTonoxenneM o6 apxuse,
TonoxeuneM o6 JK, TonoxkenueM 06 obmeM oTASHE.

10.1 CocTaB 10KYMEHTOB, NOAJIeKANHX Nepexatic B APXHB

10.1.1 Apxune CII6YYHD KOMIUIEKTYeTCS AeJIaMH IHOCTOAHHOTO, BPEMEHHO-
ro (ceeime 10 AeT) xpaHeHHs, a TAKKS JeNaMU 110 IHIHOMY COCTaBy (YBOJICHHBIX
COTPYAHUKOB U BRITYINEHHEIX U OTYHCIECHHBIX CTYAEHTOB).

10.1.2 Jlena BpeMEHHOrO XpaHEHHS CO CPOKAMH XpaseHus 7o 10 met nepe-
fiaue B apXUB YHUBEPCHTETA He MOANEXAT; OHH XpaHATCA B CTPYKTYPHEIX NOJpas-
JeNeHUSX H N0 HCTeYeHHH CPOKOB XPaHEHHS MOIEHAT YHHUTOKEHHIO B YCTAHOB-
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NeHHOM TopAzke (7.2); B HCKIIOYATENBHBIX cIyYasx no pemenno 3K nepegaior-
ca B apxuB. MIx nepesada oCyIEcTBILETCA O OMHCAM B COOTBETCTBHM ¢ HOMEHK-
naTypoit pei.

10.1.3 3ammmenHHsie BBIyCKHEe paboOTEI CTYAEHTOB XPAHATCH B TedeHHe 5
JeT B apxuBe BhIycKaromedi kadeaps (10 cOrnacoBaHMIO — B aDXHBE YHHBEPCH-
Teta) B cooTBeTcTBAM ¢ [TosiokeHHeM 06 HTOrOBOM rocyfapCTBEHHOMN aTTecTanyu
pemyckankos HOY BIIO «Cankr-TlerepGyprekuii yHABEpCHTET yHpaBieHHA H
SKOHOMHKHR». PaboTH, oTMedeHHEIE ICPBHIMA OPEeMUAMH HA BCEPOCCHICKHX, pe-
THOHANLHEIX A BY30BCKHX KOHKYpCaX, OT3HIBEL Ha HUX W3BECTHBIX JIHLI, TICPEAaloT-
ca cexperapeM AK B TeycHne Mmecsina (mocue 3amuThi) B apxue CII6YYnI Ha
TOCTOSHHOE XpaHEHHE B YCTaHOBIEHHOM HOpsiAKe.

OTBETCTBEHHOCTD 33 YCIOBHA XPaHEHHS H HAIMYHE BROTYCKHRIX palot cry-
JieHToB Ha Kaepe HeceT 3aBe IOl BRITyCKatommei ka(enpsl.

[IpoBepkd HaMM4MA H YCIOBUI XpaHEeHHT Ha Kadeapax 3alUIICHHABIX BBITY-
CKHBIX PaboT CTYIEHTOB IIPOBOANT 3aBEAYIOLIAI aPXHBOM B COOTBSTCTBHH C Ipa-
¢uKOM, cocTaBreHHBIM HaualbHHKOM OO H  yTBepKACHHEIM IIPOPCKTOPOM 1O
yuebao# paborte.

10.1.4 Ilo okOHYaHHH YCTaHOBJIEHHOTO CPOKAa XPAaHEHHA BBITYCKHBIC paGo-
TBI CTYZIEHTOB NOIE)XAT YHHUTOXKEHHUIO (cM. 7.2).

10.2 Hopagok nepeiatn JOKYMeHTOB B apXBB

10.2.1 INepenava gen B ApXUB OCYMECTRIAETCS MO IpaduKy, COCTABIEHHOMY
HaganbEIKoM 00.

10.2.2 TpueM Kaxaoro Acnd MPOHIBOTHTCA 34BeAYIOIINM SPXHBOM B TpH-
CYTCTBHM COTPYIHWKA CTPYKTYPHOTO MOZpasieiicHHs, OTBEHAIOWIEro 3a AeNOMpo-
Hu3BoAcTBO. Ha sk3eMmuapax OIMCH IPOTHB KaXaoro [efa, BKIFOUYEHHOTO B Hee,
BHITIONHSAETCA OTMETKA O HaIIHH Jena.

10.2.3 B koHIle Ka;I0TO JKIEMILIAPA OMUCH YKA3bBAKOTCA WudpaMy M Iipo-
THCHIO KOJIMYECTBO (haKTHYECKH IPHHATHIX B apxuB Jel, HOMepa OTCYTCTBYIOMMX
Jiel, aTa IpueMa-Tiepeiaul e, NOJMICH 3aBe/yloero apXuBoM H COTPYIHHKA,
TepeaBIIero Jena.

10.2.4 [lena, yBs3aHHEIE B CBA3KH, WIH CIOKEHHbIe B KOpoba, NOCTaBIA0T-
cs B apxuB CII6YYHD cOTpyAHUKAMH CTPYKTYPHBIX NIOLPA3/IETICHHA.

11 Mopagok BLIAAYH AN K3 APXNBA

11.1 JlokyMeHTH BRIAAIOTCS M3 XPaHUIHIL JUIS HCTIONB30BaHMU:
- COTpPY/JHHKaMH YHHBEPCHTETA;
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- B UMTaIBHOM 3aJi€ I HayqHAIX HCCNeJOBAHHIA;

- OpraHaMH cyJa B IPOKypaTyphL.

11.2 JloxyMeHTHI BHIIAIOTCS BO BPeMEHHOe [OIb30BaHHE M3 XpaHMIHI] Ha
CHEAYIOMHEE CPOKH, He TIPEBLIMIAIONIHE:

- 1 Mecsn ma BenonssoBanya cotpyaaukamu CIIGY Yr3;

- 1 eHp ANs HCHONBIOBAHKA JOKYMEHTOB B YHTANBLHOM 3ajle.

OpranaM Cyfia B IIPOKYpaTyphl JOKYMEHTHl BRIJAIOTCA JO NPEKPAIICHNS Je-
112 WM BRIHECEHHA CyAeOHOTr0 pelleH .

11.3 TlpomicHAe yCTAHOBICHHBIX CPOKOB H BhIada JOKYMEHTOB IOPYrHM
OpraHM3allHAM AOMYCKACTCA TONBKO ¢ paspelleHnd mpopeKTopa Mo yyeGHoH pabo-
Te ¥ THCHMEHHOMY MORTBeP/IEHHIO [OIB30BATeNs 0 COXPAHHOCTH JOKYMEHTOB.

11.4 Brijiady fien U3 XpaHHIHINA 38BEMYIONIHH apXHBOM OQOPMIIOT Cile-
YIONIMMH JOKYMEHTAMH:

- 3aKa3aMM Ha BEIfa4y Jel B YHTAMGHEIN 3a1 M coTpynunkaM CIIGYVmD
(npunoxeHne IT);

- aKTaMH O BBIJiade [iell BO BPeMEHHOe ONb30BaHKe OPraHaM CyAa M IpoKy-
patypst (mpuioxetue P).

11.5 Beiauy JOKYMEHTOB 3aBENYIOLIN apXHBOM PETHCTPUPYIOT B KHHMTax
BhJaqd. MICIIONHEHHBIe 3aKa3bl XPAHSTCA A0 NPOBEAEHHS NPOBEPKU HANMYHA H
COCTOSHHA JIeN.

Tepen BbaYeH U Npu BO3BPANICHHH JOKYMEHTOB B XPaHHJIHILE 3aBEAYIO-
muil apxuBoM (PaGOTHUK apxWBa) MPOBEPAIOT HyMEPALWIO JIMCTOB W COCTOSHHE
ZOKYMEHTa B IPHACYTCTBHM JIMLA, BO3BPAMIAIOETO NOKYyMEHTEL.

Ha MecTO BEIZAHHBIX JOKYMEHTOB NMOAKIABIBAETCH KapTa-3aMecTHTeNb Jc-
na (mpuoskenne C).

11.6 TIpu oGHapyKeHHH HEZOCTAYH HIH HOBPEXICHHH ROKYMEHTOB 3a3Be-
JYIOIWi apXUBOM COCTABILHOT 8XT B ABYX 3K3EMILISPAX, OJMH U3 KOTOPEIX Ipen-
CTABIAETCA HCCHEJOBATENIO THTATBHOTO 3aJa A MPUBICYEHHA K OTBETCTBEHHO-
CTH, BTOPOii OCTAETCA B apXHBE.

11.7 Tlpu mepeMelleHNR JOKYMEHTOB 3a OpeleliaMH apXHBA HeOOXONHMMO
cobmonars Mephl IPeAOCTOPOKHOCTH, OGCCTIEUHBAIONME UX COXPAHHOCTS,

12 Oprannsauns yueTa JOKYMEHTOB apXHBA

12.1 Yuery nomuexar Bce XpaHAIIHecs B apXHBe JOKYMeHTHL YueT obec-
NEeYHBAET COXPAHHOCTH JOKYMEHTOB H KOHTPONb X HAIHYHIL,

12.2 OCHOBHBIMH YHOTHEIMI AOKYMEHTaMH apXHpa ABAAIOTCH:

- KHHTA y4eTa OCTYIUIeHHA M BEIGHITHS JOKYMCHTOB;

- nucT doHpa;
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- OIHUCH fAem;

- peecTp onucel;

- NACTIOPT aPXMBOXPAHANING (IPOM3BONBHOM BOpMEL);

- KHHra y4eTa IOCTYIUIGHHA | BHIOHITHA (OHMa HONB30BAHHS;

- HCTOpHYCCKas CTIpaeKa o0 opraimsaimi - poHpooGpasosarene;

- IMCT-38BEPHTEND Aena.

12.3 OTBErCTBEHHOCTB 33 Y4ET M COXPAHHOCTb NOKYMEHTOB HeceT 3aBe-
JYIOIIHH apXHBOM.

JIOCTYII K YHETHEIM JOKYMEHTaM H yYeTHEIM $a3aM JaHHBIX HMEIOT COTPYA-
uuka 00, 3apexyromuil apXHBOM B COOTBETCTBUMA ¢ HX FODKHOCTHBIMU HHCTPYK-
1HAMH,

12.4 TIpoBepKy HauH4Ius H COCTOSHMA JOKYMEHTOB BEITIONHAIOT 3aBElyIO-
1ufi apXHBOM 1107 KOHTpOJieM HauanbHika OO He pexe OFHOTO pasa B OSTH JIeT, a
TaKKe Iepe nepeayes JOKyMEHTOB HA FOCY/JAPCTBEHHOE XPaHEHHE.

EAuHOBpEMEHHEIE IPOBEPKH HAJMYNA M COCTOSHHS JOKYMEHTOB HPOBOAAT-
CS B apXHBe:

- [IOCTIE TIepeMEeIeHUs el B APYroe NOMEIeHN’E;

- mocne 4pe3BbIYAMHBIX NPOHCUICCTBHIf, BBHI3BABUINX IepeMelieHHe (9Ba-

KyallHIO) IeJl HITH JIOCTYT! B XPAHHIMIA IOCTOPOHHMX JIHII;

- TIp¥ CMEHE 3aBeMYIOLIEr0 apXHBOM;

- IIPH PeOpraHM3alliy HIIH IMKBH/LAA YHHBEPCHTETA,
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TONYYCHHBIX BO BPECMEHHOE TIOTb30BEHHE JOKYMEHTOR.

{Ipopexrop no yueGuo paore JIOIKHOCTS PYKOBOIHTENS
CPraHH3ALHA-TIOTYHATEeIA
JH9EAA TIOANUCH MHULHANL], QaMiLTAa HIHAS TIOATHCE. MEHTAATEL banrans

T'ep6onas neugts Tep6ORaA HEHATS OprasuIsALgA
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HNPHJIOXKEHHE T
(obaszaTennHoe)
Tiacmopr mpouecca
HauMenopaune mponecea |YueT u XpaEeHHe apXHBHBIX JOKYMEHTOB
Liens nponecca KommexTopanue (OHIOB, YUeT K 06CISUEHHE COXPAHHOCTH JOKYMEHTOB,
MCIONE30BANME JOKYMEHTOB 4PXHBA
Braneneu nponecea gﬁluuﬁ OTHEN , APXHUEB, Ka(eAPDI, CTPYKTYPHBIC NOAPAINEIICHUA YHHEOPCHTE-
Fcn B OTBETCTRCRHbBIE 368 AENOTPOMIBOACTSO B CTPYKTYPHEIX NOAPAINSIHCHUAX,
3aBeAYIOLTMI APXUBOM
HemAe HopMaTHeAbe NokyMenTs: (TOCT P 51141-98, TOCT 19.701-90,
DenepansHbiit 3akoH ot 22.10.2004 r. Ne125-D3), «OcHOBHSIE TpaBiuIa pa-~
GoTst apXHBOB OprafHmsauui» ot 06.02.2002; «[IprMepHas HHCTPYKIMA O
JIOKyMEHTEI, PETTIAMEHTH-  [ne/IONpPOHzROACTRY B BECIIEM yueGHOM 3aBeieHum» oT 24.07.2000 r.; «Hucr-
PYIOIIAE ACATEIRHOCTE PYKIA N0 Zefonpon3soAcTBy B MenepanbHOM AreHTCTBE 110 05PA30BAHMION
Tponecca 0T 29.06.2006 r. Ne 598; «IlepetieHh THIIOBEIX YTIPABIEHUSCKHIX JOKYMEHTOB,
0GPaTyIOMMXCA B NeATRNBHOCTH OPraNmaaluii, ¢ YKa3aHHEM CPOXOB XpaHe-
s> ot 06.10.2000 r.; «Meroamuyeckne ykazaHm N0 IPHMEHEHHIO IIPIMep-
HOH HOMEHKIIATYPH N BHICIICTo y4eGHOTO 3ase/icHH:y, HacTosmui CTO
Bxox nponecca (npemue-  ([Toctynaerue u paspaGoTka TOKYMEHTOB, (POPMHPOBAHHE JIEJ B COOTRETCT-
cTBYIOMMH mponecc) BHH ¢ HOMEHIUTATYPOH 16/ B CTPYKTYPHEIX TIOAPA3/CNEHAAX YHHBSPCHTETA
TlocTasmuk mpouecca [Katenphi, CTpYKTypHBIe IOAPa3AEIEHHA YHABEPCHTETA
Brrxon mpoecca (mocme- | Jiena, obopMISHHbIS 114 XPAREHHA B APXHBE YHHBEPCHTETA WIH B FOCYZAp-
AYIOLIMHA nponece) CTBEHHOM apXuBe
TlorpeGurenu CTpyKTypHSIE NOPASIENSHAA YHUBEPCHTETA, IPSTIPHATASL, OPraHyRALHN,
9acTHBIE MU
(OcHOBHEIE TIPOLICAYPE (OtopMTeHHe Aen Ha XpaHEHHE B aPXHB, YIeT H KOMILTEKTOBaHHe GOH/I0B,
mponecca (hOpPMHpOBaHHE HAYUHO-CTIPABOYHOTO AANAPATA, IPOBCACHHE SKCTIEPTHA
NEHHOCTH AOKYMCHTOB, YHHYTOKEHHE IOKYMEHTOB € HCTEKIIHM CPOKOM
XpaHSHWS, riepenata A6 Ha IOCTOARHOS XPAHSHHE B TOCYAADCTREHHBIH ap-
xuB, ofecneycHue HUIMISCKON COXPAHBOCTH JOKYMEHTOR, IOAIOTORK ap-
XURHAIX CHPAROK
Tlepconan TpefyeMoil KOMIIETEHTHOCTH h KBamubHKaiy, duHaHCE, HHGOP-
Heo6xonuMble pecypcsl  (MALHOHHBIE PeCYPCHL H IPOrpaMMHOe 0GecTIeHeH e, ApXHBOXPAHHITHING,
ICXONHbIE MATEPHATIEL
CdbopMupoBanHsie ¥ OOPMICHHEIE B YCTAHOBIGHHOM NOPAIKE J€Na (32K0H-
[Bromple feHHLC YEHHRBIE B JICNONPOHIBOACTEE YHHBEPCHTETA)
IBRIXOAHEIS JaHHLE OopMricHEEIe AeNa, 8XTH | OTHCH AE B COOTBETCTBHN C HAYIHO-
CrpaBouHBIM armapaTom, exThl K 0 AKMOYCHHA SKCNePTHIE IEHHOCTH
OKYMEHTOB, ApX¥BHBIE CIIPABKH, IACHMA-OTBETE! HA 3AIPOCH
Biet sammcel nponeces 3::;1;1; B KHHIE perHCTPALME BXOOAIMX JOKYMEHTOR, KHHI'® BHIIAYM JOKY-
PeayneTat npouecca OpraHmsaiis KOHTPOIA, y3eTa ¥ COXPRHHOCTH IOKYMeHToB, pafoTa ¢ oky-
MEHTAMH ADXHBA
IKpHTepHi KauecTsa fieA- | Y IOBNSTROPHTEILHOE GH3HUECKOe COCTORHHE W HANMIHE AOKYMEHTOB ap-
(TELHOCTH MPOLecca XMBHOTO Gonfia, obecneuenke GHCTPOro NOBCka HEOBXOAMMOR HAGOPMAIME
MeTonp u3Mepennii U Halmionenne v OLeHKa JoSTENBHOCTH COTPyAHNKOR OO, CBEpKa ROKYMEHTOB
MOHMTOpUHTa. apxuea.
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