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10 OIIMCAHUIO JOKYMEHTOB JJUYHOIO
MIPOUCXOXKACHUS OOIIECTBEHHBIX U MOJIUTUYCCKUX JIeATENeH

Lensto  paszpaborku [lamMsaTkM 1O  ONUCAHUIO  JIOKYMEHTOB  JIMYHOTO
MPOUCXOXKJICHUSI OOIIECTBEHHBIX W TNOJUTHYECKUX aAesTenedt (manmee — Ilamsarka)
ABIISIETCSA OINPEIEICHUE OCHOBHBIX J3TalOB [0 OINUCAHUIO JIOKYMEHTOB JIMYHOTO
MPOUCXOKJICHUS OOIIECTBEHHBIX M TOJUTUYECKUX JIESTeNiel, MOCTyNaloluX B
rOCapXuB.

[TamsiTka mnOpenHa3zHaueHa ISl CHEHUAIMCTOB OTAENa HAyYHO-CIIPABOYHOTO
anmapara ¥ aBTOMAaTU3UPOBAHHBIX HH(OPMAIMOHHO-TIOMCKOBBIX CHUCTEM (Janee —
HCA u AUIIC), 3aHUMaOIIMXCST ONMMUCAHUEM JTOKYMEHTOB JIMYHOTO TIPOUCXOXKICHUS, U

OTAcCJIa KOMIIJICKTOBAaHMA.
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¥ METOJMYECKON PabOThI



IHAMATKA
110 ONNMCAHUIO IOKYMEHTOB JMYHOI'0 IIPOUCXOKICHHUS
00LIeCTBEHHBIX U MOJUTHYECKHX AesTe el

BBenenue

CoumanpHo-oauTHYecKue coObITUa KoHIa XX - Hauvajma XXI| B. KOpeHHBIM
0o0pa3oM HM3MEHWIH >KU3Hb POCCHUHCKOTO 0OIecTBa. DTH M3MEHEHHS, B YaCTHOCTH,
KOCHYJIHCh TICPEOIEHKH POJIM JTUYHOCTH B HCTOPUUECKOM TIPOIIeCcCe.

’Ku3Hb KOHKPETHOTO YEJIOBEKA HAXOUT OTPaKEHHE B PA3HOOOPA3HOM KOMILIEKCE
JIOKyMEHTOB JINYHOTO MPOUCXOXKICHHS, KOTOPhIE PACKPBIBAIOT HE TOJHKO €ro JINYHYIO
KW3Hb, HO W JOTOJHSIOT CBEICHHSAMU 00 OpraHM3allusX, KOJUICKTHUBAX, Pa3IWYHBIX
COOBITUSIX  TOCYIApCTBEHHOTO, IOJUTHYECKOTO, OOIIECTBEHHOIO, KYJIBTYpPHOTO
3HAYEHHUS.

KommiekroBanne AOKyMEHTaMH JIMYHOTO TPOMCXOKJACHUS HAa COBPEMEHHOM
ATare SBISICTCS OJJHAM W3 OCHOBHBIX HAIIPaBJICHUH JESITEIHHOCTH TOCAPXUBA.

B memsax obecmeueHuss AocTynma K JOKyMEHTaM JIMYHOTO TIPOUCXOXKICHUS W
BBCJIICHUS WX B HAy4dHBI 0OOpPOT B TOCApXMBE MPOBOJAUTCSA IUIaHOBas pabora o
CO3/TaHMIO TIOJTHOTICHHOW HH(POPMAITMOHHO-TTOMCKOBOW CHCTEMEI.

enpro  paspaborku  [lamMsATKM 1O  OMHCAaHWIO  JOKYMEHTOB  JIMYHOTO
MIPOUCXOXKJICHHUSI OOIIECTBEHHBIX W TOJUTHYCCKHX aAesTeneh (mamee — Ilamsarka)
SBIIICTCSI OMPEACIICHHE OCHOBHBIX JTAallOB TIO OIMCAHUIO JOKYMEHTOB JIMYHOTO
MIPOMCXOXKICHHS OOIIECTBEHHBIX M TIOJIUTUYECKUX JCATEIICH.

[TamaTka mpemHasHAYeHA IS CICIHUAIMCTOB OTAENA HAYYHO-CIPABOYHOTO
armapara u aBTOMATH3UPOBAHHBIX MH(POPMAIIMOHHO-TTOUCKOBBIX CHUCTEM,
3aHUMAIONUXCSA OMUCAHUEM JIOKYMEHTOB JIMYHOTO TPOUCXOXKIICHUS, MOCTYMAIONUX B
TOCApXHB 10 CIATOYHBIM OITHUCSIM.

1. O0mue mosi0:KeHUs

1.1. JIOKyMEHTBI IMYHOTO MPOUCXOKACHUSI — ATO JOKYMEHTBI, CO3TaHHBIC JTUI[OM
BHE cdepbl €ro CiIy)keOHOH JeATebHOCTH WJIM BBITIOJHEHUS OOIIECTBCHHBIX
00s13aHHOCTEM.

1.2. JInaabpIM (OHJIOM HA3BIBACTCSI COBOKYITHOCTH JOKYMEHTOB, OTJIOKHBIIIHXCS B

PpE3YJIbTATC ) KU3HU U ACATCIIBHOCTU OTACJIBHOTIO JIMIIA.



1.3. ITo cBoeMy cocTaBy JOKYMEHTBI JIMUHOTO MPOUCXOXKICHUS HEOJHOPOJAHKI. B
rocapXxuB Ha TOCTOSHHOE XPAaHEHHWE MPUHUMAIOTCS  JTOKYMEHTHI  JIMYHOTO
NPOUCXOXKICHUST HAa  OyMaKHOM OCHOBE, ay/MOBU3yaJbHbIE JOKYMEHTBHl U
($OTOTOKYMEHTHI (HETaTUBBI, TO3UTHUBBI, CIIAl/Ibl, aTbOOMBI) U My3€HHBIE MTPEIMETHI.

2. Buabl JOKYMEHTOB JIHYHOTO MPONCXOKIEHUS

2.1. B cocraB nu4yHOro (hoHJa COBPEMEHHBIX OOIIECTBEHHBIX M MOJUTUYECKHUX
JesiTesiel MOTYT BXOAUTD CIEAYIOIINE JOKYMEHTHI:

2.1.1. lokyMeHTBbI K OMorpadum:

CBUETENHCTBA O POXKIICHUH, OpaKe, CMEPTH;

JIMYHOE JIeJI0 (€CIIH €CTh);

aBroOuorpadusi, aHKeTbl, JHEBHUKH, 3alMCHbIE KHW)XXKH, BOCIIOMUHAHUS,
3aBeIaHUS;

JUYHBIC JOKYMEHTHI (IUIUIOM, aTTecTaT, CBUICTEIbCTBO, TPYAOBas KHUXKKA U
ap.);

JIOTOBOPBI, COTMAIICHUS TPaKJAHCKO-TIPABOBOTO XapaKkTepa, CIpaBKU C MecTa
paboThl, COCTABE CEMBU;

JOKYMEHTBHI O IIPUCBOCHUY 3BaHUI U CTEIICHEMN;

yAOCTOBEPEHUS K Harpaiam;

YUYCHUUYECKUE TETPAJId, CTYICHUECKHUE KOHCIIEKTHI, JHEBHUKH, €KEIHCBHUKH U
JpyTHe JTUYHBIC 3aIMCH;

JIOKYMEHTBI 00 OTHOIIICHUH K BOMHCKOM CITyKOe;

JOKYMEHTBI O TPa3JHOBAHWW FOOWIICEB, HArPa)XJICHUU, MPUCBOCHUH TOYETHBIX
3BaHMI

JIOKyMEHTHI (Ta3eTHBbIC CTaThU, BOCIOMHHAHUS, MUChMA, PEIEH3UU U Jp.) O
dhongoo0paszoBarere;

JTUYHAs mepenucka (MMchMa, OTKPBITKH, TEJIETPaMMBbI, IPUTIACUTEIbHBIC OMIICTHI
u 1p.);

MIOYETHBIE TPAMOTHI, IPUBETCTBEHHBIE aipeca, 0J1aroapHOCTH.

2.1.2. JlokyMeHTHI  O0LIECTBEHHOH, MNOJUTHYECKOH U  Ciay:keOHOI

ACATECJIbHOCTH .



YEPHOBUKM W KOMHH CTaTe, TEKCTOB BBICTYIUICHHH, OKJIAJ0B, OTYETOB,
CITy>keOHBIX 3aITUCOK (hOHI000pa3oBaTeIs;

KOTIMM yCTaBOB, MOJIOXKEHHUH, MPUKA30B, IPOTOKOJIOB OpraHU3allMi, HA KOTOPBIX
pabotan ¢poHm000pa30BaTENb;

JIOKYMEHTBI O Ha3HAYEHUU U TIEPEMEILICHUH T10 CITYKOE;

YJICHCKUE OWJIETHI M YJIOCTOBEPEHUSI PA3JIMYHBIX OOIIECTB M OpraHu3aIui;

(bOopMyIISIpHBIC U TTOCTY)KHBIE CITUCKH,

CIIy’keOHbIE yI0CTOBEPEHUS, ICYTaTCKUE OUIIETHI;

JIOKYMEHTBHI, CBSI3aHHBIC C PA0OTON Ha BEIOOPHBIX JOHKHOCTSX;

aruTaIlMOHHBIE MaTepHaibl 00 Yy9acTHH B BBIOOpaxX B OpPraHbl TOCYIapCTBEHHOMN
BJIACTH M OPTaHbl MECTHOTO CaMOYTPABIICHUS,

BOCIIOMMHAHUS WJW JHEBHHUKOBBIC 3allUCU O CIIY>)KEOHOM, OOIIECTBEHHOW U
MOJINTUYECKOMN IeITeNbHOCTH;

JOKYyMEHTBl O KOMaHJUPOBKaxX (YEPHOBUKM OTYETOB, TEKCThI JIOKJIAJOB,
BBICTYIUICHUM, CTEHOTPaMM, CITY>KEOHBIE 3alUCKHU);

cinyxeOHasi mepenucka (IMUCbMa, OTKPBITKH, TEJErpaMMbl, Tele(OHOrpaMMBbl,
MPUIIIACUTENIbHBIE OUIIETHI U JIP.);

JOKYyMEHTBl 00 y4acTUM B KOH(EpEHIHUAX, Che3ax, Mpe3eHTAIusX,
OaroTBOPUTEIBHBIX aKIMSAX, BCTpeYaxX C TpakIaHaMU, H30UpaATENIMH, «KPYTIIBIX
CTOJax» u T. 11.;

JIOKYMEHTHI, cOOpaHHbIe (POH000pa3oBaTeseM 0 UHTEPECYIONTUM €ro TeMaM.

2.1.3. UMy1iecTBeHHO-X03s1iiCTBEHHbIE JIOKYMEHThI:

JOKYMEHTBI, OTpa)kalollie HSKOHOMHYECKOE TIOJIOKCHHE W  MaTepuajbHbIC
yCIJIOBUSI KU3HH (DOHI000pa30BaTeNs: aKThl KYILTU-TIPOJAXKH, JApCHUsI U HACIICIOBAHUS
UMYIIIECTBa, (DMHAHCOBBIC JOKYMEHTHI, MEPEHHUCKA IO OBITOBBIM M XO3SHCTBEHHBIM
BOTIpOCaM u Jip.*

2.1.4. lokyMeHTBI 41eHOB ceMbHU (poHT000pa3oBaTe/isi (keHbl (MYy3Ka), 1eTei,
poauresieil, OparbeB, cecrep):

JIMIHBIC TOKYMCHTHBI 9JICHOB CCMbH,




>kaI/I HC3HAYUTCIBPHOM KOJHUYCCTBEC I/IMYIJ_ICCTBCHHO-XOSHﬁCTBeHHLIX JOKYMCHTOB OHH MOTYT OBITh
MMPUCOCANHCHEI K 6I/IOI‘pa(1)I/I‘lCCKI/IM JOKYMCHTAaM.

TIeperurcKa.
2.1.5. U300pa3urtebHble JOKYMEHTbHI*:
PUCYHKH, PUCOBaHHBIC TTOPTPETHI POHI000pa30BaATEIIS;
dororpaduu GpongoodpazoBarens (MHAUBUIYATbHBIC U B TPYIIaX);
cemetlinbie ¢potorpadum, pororpadun poaCTBEHHUKOB (HOHI000pa30BaATEIIS;
¢doTorpaduu pa3HbIX JIUII C JAPCTBEHHBIMU HAAMHCIMH (POHI000pa30oBaTEIIIO.
2.1.6. Knuru u Gpouropsi:
MaJIOTHUpPaXXHbI€ H3JaHUSI CO CTAaThMH, JOKJIaJaMH, TEKCTAMHU BBICTYILJICHUM
dhonm000pazoBarers;
KHUTH C TOMEeTKaMu (POHT000pa3zoBaTes;

KHHUI'Y C JapCTBCHHBIMU HAAIIUCAMU (bOHI[OO6pa3OBaTeJHO.

2.1.7. AynnoBu3syajibHble TOKYMEHTbI:

IpaMMIUIACTUHKH U (DeppOMarHuTHBIC TUICHKH,

ayJMOKaCCEThl U BUJICOKACCETHI;

CD u DVD-nuckn.

2.1.8. My3eiinble npeamMeThl **,

3. Onucanue JOKYMEHTOB JHYHOIO NPOUCXO0KIECHUS

3.1. lepBuyHas cucTeMaTH3anusi JOKYMEHTOB.

3.1.1. Yamie Bcero JOKYMEHTBI JJUYHOTO MPOUCXOKICHUS MOCTYIAOT B TOCAPXUB
M0 CAATOYHOM OMHCH B pocchinu. [IepBbIM 3TarmoM paboThI MO OMUCAHUIO JOKYMEHTOB
JIOJIKEH OBITh MEPBUYHBIA pa300p TOKYMEHTOB, TO €CTh JIOKYMEHTBI pa30OUparOTCs IO
OCHOBHBIM T'pyTIaMm.

3.1.2. BropsiM 3Tanom paOoThl ABISETCS COCTABICHHE MPEABAPUTEIILHON CXEMbI
CUCTEMAaTH3alluu JOKyMEHTOB JINYHOTO (hOH/A.

B KaxIoM KOHKpETHOM cilyyae [P ONHCAHUU JIOKYMEHTOB JIMYHOTO

IMPOUCXOKACHUA HYXCH I/IHI[I/IBI/I,I[yaJ'IBHBII\/'I IIoaxond. Cxema CHUCTEMAaTHU3alnuu

* (bOTOZ[OKYMeHTBI AOJZKHBL ~ COACPIKATh HCO6XO}_'[I/IMI)IC AHHOTAlWu¥, BHUACOAOKYMCHTbBI —
COOTBCTCTBYIOLIYIO COMTPOBOAUTCIIBHYIO JOKYMCHTAIUIO,



**%  My3eWHbIE NpeAMEThl NPUHUMAIOTCA 10  BOJICU3BABICHHIO  (DOHmZOOOpa3oBaTellss WM
(boHaOonEpKATEIS ¥ TPHU HATUYHUU COOTBETCTBYIOIINX YCIOBUH XpaHCHHUS

JIOKYMEHTOB JIMYHOTO (POHJIa pa3HBIX OOLIECTBEHHBIX U MOJUTUUYECKUX JesITeNen
HE MOYKET OJMHAKOBOM.

[Tocne 3aBeplieHHs HAYYHO-TEXHUYECKONM OOpaOOTKHM JAOKYMEHTOB JIMYHOTO
MIPOUCXOXKICHUSI HEOOXOAMMO YTOYHUTH CXEMY CHCTEMATH3aIu! JJOKYMEHTOB B OITHCH.

3.1.3. JloxyMeHTBbl OOBEAMHSIOTCA B pa3lielibl C TOYKHM 3pPEHUS] MX COCTaBa,
coJiepkaHusl, y1o0CTBa XpaHEHHS U UCTIOIb30BaHUS.

3.1.4. Ha3Banus u mnoCIeq0BaTEIbHOCTh PAa3ACiIOB B CXEME CUCTEMaTU3alUU
YCTaHABIMBAIOTCA B  3aBUCHUMOCTH OT XapakTepa OCHOBHOM  JI€ATENbHOCTH
dbonnoo0pa3zoBaresns u cocrara GoHA.

3.2. PacnipenesieHne JOKYMEHTOB 110 pa3jiejiaM ONMCH.

3.2.1. JIOKyMEHTOB JHMYHOIO MPOUCXOXKICHHS B 3aBHCUMOCTH OT COCTaBa M
KOJJMYECTBA TMPU OMHCAHWU MOTYT  pacHojiararbCsi IO  XPOHOJIOTHYECKOMY,
TEMaTUYECKOMY WJIM aBTOPCKOMY MPU3HAKAM.

3.2.2. [lepenucka B Tu4HBIX (HOHAAX JACIUTCS HA JIBE TPYIIIHI:

MUChbMa Pa3HbIX JIUI] K (HOHI000pa30BaTEINIO;

nucbMa (HoHI000pa3oBarensi (YepHOBBIE, HEOTIPABICHHBIC, BO3BpAIlCHHBIC W
T. IL.).

Ilepenricka 1O BoOmpocaMm CIyXkeOHOHM, OOIECTBEHHOW U TMOJUTUYECKOU
NesATeTbHOCTH (PoHI000pa3oBaTeNis MOMENIAeTCs B OMHCH B pas3fiesl JOKYMEHTOB O
CITyeOHOM U 0OIIeCTBEHHOMN JEATEbHOCTH.

3.2.3. Cpenu MOKyMEHTOB JIMYHOTO TPOUCXOXKIEHUS MOTYT OBITh IE€YaTHbBIC
MaTepuanbl. Eciu medatHeie Marepuaibl HE UMEIOT MoMeT (OoHI000pa3oBares U HE
CBSI3aHBl C €ro OOUIECTBEHHOM, MOJUTUYECKON W CIYKEOHOW NeATeNbHOCThIO, HX
MEePENaoT M0 aKTy B HAyYHO-CIPABOYHYIO OMOJIOMOTEKY TOCapXUBa.

3.2.4. Ecimu medaTHble MaTepHaibl MMEIOT JapCTBEHHBIC HAJIHUCH aBTOPOB,
aJpecoBaHHbIe (POHI000pPA30BATENIO, UX BKIIOYAIOT B OIMKUCH, KaK 0COOYIO TPYIIIY, 3a
MIEPETUCKOM.

3.2.5. Ilewarnble Mmarepuanbl 0O€3 TIOMET, SIBISIIONIMECS MPUIIOKEHUSIMU K



JIOKyMEHTaM CITyKeOHOH, OOIIECTBEHHOM, MOJIUTHYECKON NESTEIIbHOCTU
dbonm000pazoBaTes, OMMCHIBAIOTCS B cCOCTaBe (PoHIA.

3.2.6. JIOKyMEHTBI POACTBCHHUKOB, APY3€H, KOIUIEr U JPYrUX JIUI OMELIAI0TCS
mociie BceX MarepuanoB (GOHI000pa3oBaTeNis M CHCTEMATH3UPYIOTCS 1O TEM Ke
rpynnam, 4Tto ¥ JJOKyMEHThI CaMOro JepKaTelist IOKYMEHTOB JIMYHOTO MPOUCXOKIACHHUS.

3.2.7. Komnnekiuu, BKIIOYEHHBIE B JIMYHBIN (DOH, COCTABIISIIOT 0COObIE TPYIIIIBI U
BKJIIOYAIOTCSI B OMHUCH IMOCJIE BCEX OCTalbHBIX MaTepuaioB. K KOJIEKIMU OTHOCSTCA
JIOKYMEHTBI, coOpaHHbIe (QoHI000pa3oBaTeieM IO HWHTEPECYIONIMM €ro TeMaw,
BOIIPOCaM, HO HEMOCPEACTBEHHO HE OTHOCSIIMECS K €ro OOIIeCTBEHHOM,
MOJIMTUYECKOM, CITy>KEOHOM JIeSITeIbHOCTH.

4. Cucremaru3anusi JOKYMEeHTOB BHYTPH pa3iesioB

4.1. JlokyMeHnTsl K Ouorpaduu oOBEIUHAIOTCA MO BUJaM (IO CONIEPKAHUIO) U
pacronaratoTcs o XpoHOJOTHUH B CJIEYIONIEM HOPSJIKE:

CBUJICTEIBCTBA O POXICHUHU, Opake, CMEPTH, YIOCTOBEPEHMs] K Harpajam,
JIOKyMEHTBI 00 00pa30BaHNUU, HATPAKICHUU U T. [1.;

JUYHOE JeN0 (€CIv eCTh);

aHKETbI, aBTOOMOrpadus, 3aUCHbIC KHIKKU (HE OTHOCSIIUECS K OOIIECTBEHHOM,
MOJIMTUYECKOM, CITY>KeOHOU 1eITeTbHOCTH, MEMYapPHBIM JOKYMEHTaM);

IPUBETCTBEHHBIE a/ipeca B Y€CTh F0OMIIeEB, 3HAMEHATEIbHBIX COOBITUI;

MepernucKa Mo JIMYHBIM U OBITOBBIM BOTIPOCAM.

4.2. JIoKyMEHTBl OOIIECTBEHHOM, MOJUTUYECKON U CIY)KEOHOW AEsITeIbHOCTU
CUCTEMATU3UPYIOTCS MO BUJAM JCATEIBHOCTH, C YYETOM €€ 3HaueHus s
dbong000pazoBarens:

JIOKyMEHTBI, OTHOCSIIIIHECS K OJHOMY MECTy palOoThl, TPYNIHUPYIOTCS TIO
3aHUMAeMbIM JIOJDKHOCTSIM WJIM OOBEKTaM JESITEIBLHOCTU (€CIU TaKoe ACICHUE YETKO
MPOCIIEKUBACTCS);

JOKYMEHTBl OJIHOTO BHUJA JCATEILHOCTH TPYNIUPYIOTCA MO MecTaM pPaboThI
(IeATeTbHOCTH) M PACIoNaraTcsl B XpOHOJIOTHYECKOM MOCIeA0BATEIbHOCTH;

ecnu B (POHIE WMEIOTCS JOKYMEHTHI JAesSTeNbHOCTH (oHIooOpazoBaTenst B

PAa3HBIX OpraHu3alugX, Ha Pa3HbIX BBI60pHBIX JOJDKHOCTAX, TO JOKYMCHTLI K&)KJIOﬁ



OpraHu3alyy, KaKJ0ro BUa JEATEIbHOCTH BBIIEISIOTCS B OTACIBHYIO TPYIIILY.

4.3. Tlepenmcka B ¢oHAAX OOMECTBEHHBIX M TMOJUTHYCCKUX JesSTeNeh
pacnonaraetcs o andaButy HamMuIIniA agpecaToB UM KOPPECIIOHICHTOB.

B koH1IEe pa3zena pacnojaratoTcsi IMCbMa HEYCTAHOBIIEHHBIX JIUL.

4.4. JlapcTBeHHBIC 3alMCH Ha TMEYaTHBIX MaTepuajiax CUCTEMAaTU3UPYIOTCS IO
andaButy GpamMuInil UL, CACIABIINX UX, WU IO XPOHOJIOTHH.

4.5. Imy111ecTBEHHO-X035ICTBEHHBIE IOKYMEHTBI CUCTEMATU3UPYIOTCS 110 BUAM
JIOKyMEHTOB, BHYTPH — 10 XPOHOJIOTHH.

4.6. AynnoBusyasbHble JOKYMEHTBI ONMCHIBAIOTCS MO OTJEIBHBIM OIHUCSAM.

5. ®opmMupoBaHue eIMHUL XPAHECHUS

JIOKyMEHTBI yHOPSAJOYMBAKOTCS B E€AMHULIBl XpaHEHUs. ENuMHMIA XpaHeHus
JUYHOTO (POHJA MOXKET COCTOATh M3 OJHOIO JTOKYMEHTA WM TPYIIbI JOKYMEHTOB,
OObEIUHEHHBIX 110 CIEAYIOUUM IpPU3HAKAM: aBTOPCKOMY, KOPPECHOHIEHTCKOMY,
HOMHUHAJIbHOMY, XPOHOJOTHYECKOMY, TreorpauueckoMy, TEMAaTUYeCKOMYy U T. 1.
Kaxxaplii 13 NPU3HAKOB MOXKET OBITh IMOJIOKEH B OCHOBY (DOPMHUPOBAaHUS €IWHHULIBI
XpaHEHHsI KaK CaMOCTOSITENIbHO, TaK M B COYETAaHUU C OJHUM WM HECKOJIbKHUMHU
npu3zHakamMu. GopMUpPOBaHUE E€IUHUL] XPAaHEHUS JTOJKHO OOECIeurBaTh HAaMOOBIILYIO
COXPaHHOCTb JOKYMEHTOB U yA0OCTBO MOJIb30BaHUS UMH.

5.1. B cinydae, ecnum 4dYacThb €AMHHUI] XpaHEHUs JUYHOTO (oHga ObLIa
chopmupoBana camuM (QoHaooOpazoBareneM, crnenuaiuct otaena HCA u AUIIC
rocapxmpa IpU OMNHCAHMU JIOKYMEHTOB JOJKEH YYUTHIBaTh CHUCTEMY (DOPMHPOBaHUS
SMHUIL XpaHEHUs1, BIOpaHHY10 (POH1000pa3oBaTeieMm.

5.2. OONOXKM €IWHHULl XpaHEHHusd, HamucaHHble (HOHA00Opa3oBaTENEM,
COXPAHSIIOTCS U HyMEPYIOTCSI BMECTE C IPYTUMU JIHCTaMHU.

5.3. JIuunbie TOKyMEHTHI (JOKYMEHTHI K Ouorpadun) GopmMupyrorcs B €IUHUILIBI
XpaHEHUs] 10 HOMHMHAJIBHOMY HWJIM TEMAarH4eCKOMY IMPHU3HAKY: O TPaXkIaHCKOM
COCTOSIHUU (pOKIeHUH, Opake, CMepTH), 00pa3oBaHNM, aBTOOHOTpadus u T. 1.

5.4. EauHUIBI XpaHEHHS U3 JOKYMEHTOB OOIIECTBEHHOM, MOJIUTHYCCKON U
CITy>K€OHON e TeIbHOCTH (POPMUPYIOTCS IO TeMaTHueckoMy npusHaky. [Ipu onucanuun

JAHHOW TpYIIBbl JOKYMEHTOB MOTYT NIPUMEHSATbCA aBTOPCKHM, HOMHUHAJIbHBIM,



reorpaUyecKkuid, XpOHOJOTHYECKUI U JApyrue MpHU3HAKW WM COYETaHHE OSTUX
IIPU3HAKOB.

5.5. 3anucHble KHWXKKUA W TETpaau, €KEIHECBHUKH, JHEBHUKH MOTYT
OOBETUHATHCS B CIUHUIBI XPAaHEHUS IO XPOHOJOTHYECKOMY, TEMaTUYECKOMY,
KOPPECHOHICHTCKOMY U IPYTUM MPU3HAKAM.

5.6. IluckMa OAHOrO KOPPECHOHJIEHTAa HE3aBUCUMO OT UX KOJIMYECTBA
COCTaBJISIIOT ONHO Jeno. [Ipyu OONBIIOM KOJMYECTBE MHCEM OJHOTO KOPPECIOHACHTA
JIOITyCKAeTCsl ICJICHUE UX Ha TEMbI, BHYTPH €IMHUI] XPAHEHUS] — 110 XPOHOJIOTHH.

[Mucema poHgo0OpazoBaresis K OAHOMY JIMIY COCTABISIIOT OAHO Aeno. ITucema
JiepKareiasl JOKYMEHTOB JIMYHOTO MPOUCXOXKIEHUS K HEYCTAHOBJICHHBIM JIMIAM
dbopMUpyIOTCST B OAHY enuHMIy XpaHeHUs. OCHOBHOW MPUHIUI (DOpMUPOBAHUS
CIMHUIIBI XPAHEHUSI — XPOHOJOTHYECKUIA.

5.7. JlokyMeHThI, coOpaHHble (OHI000pA30BaTENEM IO HMHTEPECYIOLIUM €ro
TeMaM, (POPMHUPYIOTCS B OTZIETBHBIE JIeJia TI0 KaKI0M TeMe.

5.8. JlokymeHThl 0 (hoHI000pazoBaresie GOpMUPYIOTCS B €AMHUIIBI XPAHEHUS TIO
HOMUHAJIbHOMY, TEMaTH4€CKOMY WJIA aBTOPCKOMY IPU3HAKY.

6. CucrtemaTruzaums JOKYMEHTOB BHYTPH €IUHHUIILI XPAHEHUSI

6.1. B enuHunax xpaneHus, cOPMHUPOBAHHBIX M3 JUYHBIX (OHOrpadUUIeCKUX)
JIOKYMEHTOB, JOKYMEHTOB OOIIECTBEHHOM, MOJUTHUCCKOM, CITYy)KCOHOU IeATEeIbHOCTH,
UMYIIIECTBEHHO-XO3SMCTBEHHBIX ~ JTOKyMEHTOB, JOKYMEHTBl  paclojiaraimTcs 10
XPOHOJIOTHH.

6.2. JlokymMeHTbl B €AMHMIIAX XpAHEHHS, CPOPMUPOBAHHBIX M3 IIHCEM,
pacnojiararoTcs o XpoHOJIOTHH.

[Tucbma, JnaThl KOTOPBIX YCTAHOBUTH HEBO3MOXKHO, pACHOJAraloTcsl Iociie
JaTUPOBAHHBIX MHUCEM.

[lucbMa HEYCTAaHOBJIEHHBIX JIUIl TPYNIUPYIOTCS B €AUHUIBI XPAHEHHS MO
nouepkaM. [lucbma, HamucaHHBIE OJHUM TIOYEPKOM, (OPMHUPYIOTCS B CIUHUIIBI
XpaHEeHHUs 1O JaTaM.

6.3. He nmnoanexar  mNOAMMBKE  JOKYMEHTBI, HUMEIOUIME  OCOOYIO

aBTO6I/IOFpa(1)I/I‘ICCKYIO HCHHOCTh, W IIHMCbMAa, YTCHUC KOTOPBLIX IIPHW IMOAIIHNBKE MOXKCT



OBITh 3aTPYJHEHO, a HApacTUTh WX HEBO3MOXKHO. TakWe JOKYMEHThl XpaHATCS B
CHEeIUaIbHBIX MaNKax.
7. CocTaBiIeHHE 3ar0JI0BKOB J1€J1

3aroyI0BOK €IMHUILIBI XPAaHEHUS JIOJKEH MAaKCUMAJIbHO CKaTO OTpa)kaTb COCTaB U
COJIepKaHNE TOKYMEHTOB J€a.

7.1. B 3aronoBke nena He0OXOAUMO yKa3aTh aBTOpa WJIM Biajeiblia JOKYMEHTA,
Ha3BaHUE WIH COJIEP’KaHue JOKYMEHTA, MOJHOTY, IEHHOCTb, A3BIK U CIIOCO0 HAHCAHMS,
KpailHME JaTbl JOKYMEHTOB, KOJMYECTBO JIUCTOB B enuHUIE XpaHeHus. Ilocie
3arojloBKa, Yepe3 TOYKY, MOXET ONHUCHIBATHCS CTENEHb IOJHOTHI, MOIJIUHHOCTH,
BHEILIHUX U JIPYTUX 0COOEHHOCTEHN TOKYMEHTA.

7.2. IIpu cOCTaBIEHUM 3arojioBKa MOTYT IPUMEHSTHCS TEPMUHBIL: «IOKYMEHTBD,
«JIETION.

7.3. ABTOpPCKHI1 3arojloBOK HNEPEHOCUTCS B 3arojOBOK EIUHUIIBI XpaHEHUs 0e3
U3MEHEHMs. B cilydae ero HenoJHOTHI U HECOOTBETCTBHS COIAEPKAHUIO JOKYMEHTOB B
JIeJI€ 3ar0JIOBOK MOXKET OBITh M3MEHEH WJIH JTOTIOJHEH.

7.4. 3aronoBKH JIeNl C 3aMUCHBIMU KHW)KKaMH, €KEIHCBHUKAMH, JHEBHHUKAMU,
pabouYMMH 3amKCsIMU JOJIKHBI COJAEPKATh YKAa3aHWE HAa BUJ JOKYMEHTA, CBEACHUS O
COAEP/KaHUU JIOKyMEHTA, HarpuMmep: 3anucHbIe KHUKKH aemyTrara
T'ocynapcrBennoro Cosera UYyBamickoit Pecnmyonukun @®.M.0. o Berpede ¢
u30uparesiMM BO BpeMsl NpPOBeIeHHMs NPeABbIOOPHOM KAMIIAHUM 1O BbIOOpam
nenyraroB I'ocynapcrBennoro Cosera UyBamickoii Pecny0sinku nsitoro cosbiBa 4
nexaops 2011 r.

7.5. Ilpu omnmcaHum mnuceM HEOOXOIMMO YKa3blBaTh HMMEIOUIUECS MPUITUCKU
JIPYTHUX JIWI, JJIsl POACTBEHHUKOB — POJCTBEHHBIC CBSI3M (OTEIl, MaTh, CECTpa, Opar u
np.). Ilpm omucaHuM KOJJIEKTUBHBIX IHMCEM B 3arojlOBOK BBIHOCATCS HECKOJBKO
HanOoJiee 3HAYUTEIBHBIX WM TMEPBBIX MO MOPSAKY (PaMUIHi KOPPECTIOHICHTOB.

8. Hay4yHo-cnpaBo4YHbIH annapar K ONucH J0KyMeHTOB
JINYHOTO MPOUCXOKICHUS
8.1. Hna wnambomee dSOPEKTUBHOTO  HUCHOIB30BAHMS  JIOKYMEHTAIHHOM

uH(popMalK, COAEpKalEHCs B OMNHCH JOKYMEHTOB JIMYHOTO TMPOUCXOXKIEHUS B



HAayYHbIX M TPAKTUYECKUX LENsAX B HEM CO3JaeTcs Hay4HO-CIPABOYHBIN arlmapar:
TUTYJIBHBIA JIMCT, OTJIABJIEHNE, CIIMCOK COKpaIieHui, nmpeauciosue. K dongam 1udaHOTO
MPOUCXOXKICHUS OOIIECTBEHHBIX M MOJUTUYECKUX JACSTeNIe MOTYT ObITh COCTaBIICHBI
MMEHHBIC VyKa3aTeJIM M XPOHHKM OCHOBHBIX JTaloOB J>KU3HU U JICSITEIBHOCTHU
dbonmoo0pazoBarers.
9. O0ecnieyeHHe COXPAHHOCTH JOKYMEHTOB JIMYHOI'O NMPOUCX0KACHUS

duznueckne 0COOCHHOCTH TOKYMEHTOB JIMYHOTO TMPOUCXOKICHHS (OTCYTCTBHUE
cTporoii (pOpMaTHOCTU JIUCTOB, pa3MEIICHUE TEKCTa Ha JIMUCTax Oe3 MoJjel, Haauuue
M300pa3UTENbHBIX JOKYMEHTOB) 00YCIaBIMBAET 0COOCHHOCTH UX XPAHCHUS:

9.1. JIokyMEHTBI MOTYT XpaHUTbCS 0€3 MOAIIMBKY, B CIEIHAIBHBIX Mankax. B
cllydae XpaHEHHs JIOKYMEHTOB JIMYHOTO MPOUCXOXKIICHUS 03 MOJIIMBKH HEOOXOAMMO
COCTaBJIATh BHYTPEHHIOIO OMKCH IOKYMEHTOB JIefa.

9.2. MoxeT noTpedoBaThCsl U3TOTOBJICHUE 0COO0M YITAaKOBKH.

9.3. Ilocne mpoBeneHUs HAYYHOTO OIMCAHUS YacTh JOKYMEHTOB, KaKk He
MMEIOIIas MCTOPUUECKOM, HAydyHOM IIEHHOCTU W HE MOojyIexalias XpaHCHHIO, MOXKET
ObITH BO3BpaIlleHa (hOHA000pa3oBaTemio (WK BIaJEIbILy JUYHOTO (POH/A).

3akioueHue

ITo pe3ynbraraM Hay4yHOIO OINUCAHUS JTOKYMEHTOB JIMYHOTO MPOUCXOXKIEHHUSA B
coorBeTcTBUM C IIpaBwiamu OpraHu3anvi XpaHEHUs, KOMIUIEKTOBAHMS, ydeTa U
UCIIOJIb30BaHUS JOKYMEHTOB ApxuBHOro ¢onna Poccuiickoit ®@eaepauuu v Apyrux
ApPXUBHBIX JTOKYMEHTOB B TOCYIapCTBEHHBIX M MYHHUIIMIAIBHBIX apXWUBaX, My3esiX U
oubnuoTekax, opranuzanusx Poccuiickoit akagemuu Hayk (M., 2007) cocTaBisroTCs
OMHUCHU JeJ, JOKYMEHTOB IIOCTOSSHHOTO XpaHEHUs U oO(opMisieTcsl akT ONMUCAHMS
JIOKYMEHTOB.

Otnen HCA u AWIIC omucu aen W akT MNPEACTABIACT HA COIVIACOBAHUE
AKCIIEPTHO-METOIMYECKOM  KOMHUCCHM TOCapXvBa U  YTBEPXKICHUE DKCIEPTHO-
IIPOBEPOYHOM KOMUCCHUM MHUHHUCTEPCTBA KYJIBTYPbI, IO J€JaM HallMOHAJbHOCTEU U

apxuBHOro jena Yysamickoit Pecriyonuku.



