ITAMATKA O HOPAIKE 3AITIOJIHEHUSA ITACIIOPTA APXUBA OPI'TAHU3ALINUY,
XPAHAIIEN YIIPABJEHYECKYIO JOKYMEHTAIIAIO
JJISA TEPPUTOPHAJIBHBIX OPTAHOB ®EJIEPAJIBHBIX OPT’TAHOB
WCHOJIHUTEJIbHOM BJIACTH

Ipu 3anoaHennn ¢popm (¢. 4) macnmopra apxuBa yIpeKJICHUS CICTyET IOMHUTB!

- IACIIOPT apXWBa 3alOJHACTCA B JBYX OJK3EMIUIApax: OJUH JIK3EMIULIP Iacrnopra OCTaeTcs B
YUPEXKIEHUHU, APYrOMl HaIpaBiIsAeTCs B TOCYAAPCTBEHHBIM apxuB, B ['OCynapcTBEHHOE Ka3eHHOE
yupexaenue TBepckoit obnactu «TBepckol LIEHTp JOKyMEHTaluu HoBelei nuctopun» (nanee — I'KY
TLYIHI);

- Jlena, IepeJaHHbIe B apXUB, B ITACIIOPT HE BKIIIOYAIOTCS;

-(opMbI macnopTa 3amoJHSAIOTCS Ha OCHOBAaHMM CBEIEHUH ONUCeH, HOMEHKJIATyp Jel, IyTeM
MOEIMHUYHOro noxcyera aen. [lepen BkiIIOUEHHMEM 3TUX CBEAEHUH B IACHOPT CIEAYET IPOBEPUTH
IIPAaBUJILHOCTh COCTABJICHMS JAHHBIX YYETHBIX JOKYMEHTOB;

- B MacMopTax AAIOTCS CBEIEHUSA 00 00beMe BCEX, XPAHSAIIUXCS B YUPEKJIECHUU YIPABICHUYECKUX
JOKYMEHTaX IOCTOSIHHOTO CPOKA XPAHEHUS U JOKYMEHTaX I10 JUYHOMY COCTaBY, COCPEAOTOUEHHBIX KaK B
IIOMEIIEHUN BEIOMCTBEHHOIO apxuBa, TaK M HaXOMAIIMXCS B CTPYKTYPHBIX IOAPA3JIEICHUIX
yupexaeHus. CBeleHUS O KOJUYECTBE HEOMHCAHHBIX [€J, B T.4. HAXOJSAIIUXCS B CTPYKTYpPHBIX
MO/Ipa3/IeJIEHUSAX, MOJCUNTHIBAIOTCS IO HOMEHKJIATYpaM JIeJ, UM JA0TCS MO0 UX (PaKTUYECKOMY HAJIUYHUIO
Ha OCHOBAHUU IOEIUHUYHOIO MTOCUETA;

- B @/IpeCHOI yacTu OJaHKa MacnopTa, paclojI0kKEHHON B JEBOM BEPXHEM YIIy, B CTPOKE «KOMY
MPEACTABIISIETCS» YKa3bIBa€TCA IIOYTOBBIA MHJIEKC M ajapec rocyaapcrBeHHoro apxuBa — I[KY
THAHU — yn. Bok3anbnas, 10 r. Teeps, 170100 . B cTpoke «kem mpencTaBiseTcs» OTUUTHIBAIOIIASCS
OpraHu3aIysl yKa3blBaeT CBOE MOJHOE HAa3BaHUE, aJpec C MOYTOBBIM MHAEKCOM. [ToMrMoO oduIMaIbLHOrO
azipeca OpraHu3alliy, yKa3blBaeTCsl M aJpec apXuBa 3TOM OpraHU3alluy, €CIM OH PAaCIOJOXKEH Ha JAPYrou
TEPPUTOPHUH; NACHIOPT MOAIUCHIBAET TOJIBKO PYKOBOAMTENb OPraHU3AlMM, 4 HE OTBETCTBEHHBIN 33 apXUB,
MOJIKCH 3aBepseTCs NeYaThlo, yKa3biBaeTcs haMuins u TeaedoH ucrnonHurtens. B ciydae 6e3B03BpaTHOM
yTpaTbl JOKYMEHTOB IIOCTOSSHHOTO XpaHEHUs M 10 JIMYHOMY COCTaBy BMECTE€ C IaclopTOM
NPEJCTaBISAETCS CIIpaBKa ¢ MOJPOOHBIM yKa3aHHWEM MPUYUH M OOCTOSATENBCTB UX YTPaThl 3a MOAMHUCHIO
PYKOBOJMTEIS OPraHU3aLUH.

K nacnopram mnpuiaraercs MOSCHUTENbHAsl 3alKcKa, B KOTOPOM MPUBOAATCA CBEACHUS 00
U3MEHEHUAX B HAaUMEHOBAaHUU, NOAYMHEHHOCTH, JaHHBIE O MpPEAbIAYLIEN Nepenadye JOKYMEHTOB Ha

rocyaapCTBCHHOC XpPaHCHUC (HaI/IMCHOBaHI/Ie apxuBa, BH]JHI, 00BEMBI H KpaﬁHHe AaTbl TMCPCAAHHBIX
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JOKYMEHTOB, M TOJ| TE€peayu); COOOIIAIOTCS CBEACHHUS O NPHHATOM B OpPraHU3allMM CHCTEME ydeTa
JIOKYMEHTOB, HAJIMYMHM HAyYHO-CIPABOYHOIO ammapara K HHUM, YKa3bIBAIOTCSA NPUYUHBI W3MEHEHUS

MOKAa3aTeNei, MPOUCILEAIINX B TCYCHUE OTYSTHOTO TIepro/ia (Iepeaada JOKyMEHTOB).

Hopsinoxk  3amosinenust  ¢opmbl  Ilacmopra  apxuBa  opraHMsamum, XpaHsel
ynpasJieH4eckyr gokymenranuio (Ilpuinoxenue 4 k «PeriaamenTy»).

Pa3znen 1:0O0mme cBenenust

crpoka 101 rpada 1 — yka3pIBaeTCsl KOJIMYECTBO (POHJIOB, XPAHSAIIUXCS B BEJOMCTBEHHOM apXHUBE
(B OCHOBHOM, 3TO OAWH (OHA MAHHOTO YyupexkaeHus — (QoHao0OpazoBatTens, AN OO0bEIUHEHHBIX
BEJIOMCTBEHHBIX apXMBOB 3TOT ITOKA3aTelb OyIeT MMETh KOJUu4ecTBO (OoH10B OoJee 1);

rpada 2 — ykas3pIBaeTCs IUIOIIA/(b MOMEIICHUS BBIICIICHHOIO TOJIBKO IO/ apXHBOXPAHWJIMILE B
KBaJIpaTHBIX MeTpax (0e3 yuyeTa miom@aau padouero NOMENeHHs, eCIH apXUBOXPAHUIIHIL HECKOJIBKO U B
Pa3HbIX MOMEIIEHUIX, TO CYMMHPYETCs 00111asi TUIOMIA/lb BCEX apXUBOXPAHUIIUIIL);

rpadpa 3 — yKkaspIBaeTCs CTEINEHb 3arpyKECHHOCTH apXHMBOXPAHWIHINA B TporeHTax. CTerneHb
3arpy’»KCHHOCTH PACCUMUTHIBACTCS ITyTeM JCIICHUS KOJHMYECTBA JEJI, HAXOMSIIUXCS Ha XpaHCHHWH, Ha
KOJMYECTBO /i€, KOTOPOE MOKET BMECTUTh apXUBOXPAHHWIUIIE (IPOCKTHAsE BMECTUMOCTh) U YMHOXKaeM
Ha 100.

B cayyae Hanuuus B XpaHHJIUINE CTAHAAPTHBIX CTe/UIaKell BMECTHMOCTh apXMBOXPAHMITUIIA
BBIYHUCIISIETCS. M3 pacuera /5 Aes Ha 1 MOTOHHBIN METp: TO €CTh OOIIYIO JUTMHY TMOJIOK MBI YMHOXaeM Ha
75 ¥ B pe3ynbTare mojyyaeM BMECTUMOCTh apXHUBOXPAHUIHIIA.

Ecnu, x mpumepy, obmias nnuHa moiok coctaBisieT 120 mMOroHHBIX METPOB, TO BMECTHMOCTh
xpanuuima cocrasisieT 9000 men (75x120).

B apxuBe xpanurcsi 7000 mem, cTemneHp 3arpyKEHHOCTH apXWBOXPAaHWIHINA cocTaBisier 77%
(7000:9000x100=77).

Pa3nen 2:CBeeHust 0 J10KyMeHTaxX

crpoka 201 rpader 1-3 yka3piBaeTCS KOJIMYECTBO XPAHAINIMXCS B BEIOMCTBEHHOM apXWBE W
CTPYKTYPHBIX IOAPA3JICIICHASIX OpraHU3aIllui JOKYMEHTOB MOCTOSHHOTO XpaHEHHS, cOpMHUpPOBAHHBIC B
JeNna Mo TOf, MPEANISCTBYIOMIMNA JBYM TOJaM TEKyIero roja. Tak, B MacmopTe, COCTaBICHHOM Ha
1 nexabps 2012 roga, cBenenus aarotces no 2009 rox BKIIIOUUTENBHO.

I'pada 4-6 yka3piBaeTCs KOJMYECTBO JOKYMEHTOB IOCTOSHHOTO XPaHCHHS, BHECCHHBIX B OITHCH,
yrBepxkaeHHble Ha OIIK apxuBHOro oraena TBepckoit obmactu. ['on co3gaHusi camoro IMO3IHEro

nokymeHTa aaercs mo 2009r.
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I'padpa 7- yka3pIBaeTCs KONMYECTBO [N TIOCTOSIHHOTO XPaHEHHS, HaXOAAIIMXCA Ha
BEJOMCTBEHHOM XPaHEHUHU CBEPX yCTAHOBIEHHOTO cpoka. Tak, B 2012 rogy mokymeHTHI (enepanbHbIX
CTPYKTYp JOJDKHBI OBITh NPHUHATHI B TOCyJapCTBEHHbIE apxuBbl 1o 1997 rox BKIIOYUTENHHO, 32
UCKJIIOYEHUEM UMEIOIINX JUTUTEIbHBIA CPOK BETOMCTBEHHOTO XPaHEHHUS.

I'paha 8 - ykaspiBaeTcs 0OIIee KOJIMYECTBO J€N1 MOCTOSHHOTO XPaHEHHs, OOpa3yroIIuXcs B
TEYEeHUE OJHOTO roja B JEJIONPOU3BOJCTBE JAHHOTO yupexaeHus. KomudecTBo ompeaensercs aubo 1o
HOMEHKJIaType, JIMOO IyTeM MOEAMHUYHOrO MojcueTa Jen (B ciydae, Korja oObeM JIOKyMEHTOB,
00pa3ylomMxcst KaKAbI T'OA Pa3sHHUTCS, KOJWYECTBO Jei, 00pa3OBaBIIMXCS 3a IOCIEIHHE TPU Toja
CYMMHPYETCS H ICIUTCS HA TPU);

crpoka 202 rpadsr 1-3, maroTcsi CBEACHUS O JOKYMEHTAX IO JIMYHOMY COCTaBY, HAXOMSIIUXCS Ha
BEJOMCTBEHHOM XpaHCHMHM B opraHu3anuu. KoHeyHas 1ara JaeTcst Tak Ke, Kak s JIOKyMEHTOB
noctosiHHOro cpoka xpanenus (B 2012 roay - nmo 2009 rox). B nanHyto cTpoKy BKIIOYAIOTCS TOKYMEHTHI

AOJITOBPEMCHHOI'O CpPOKa XpPaHCHHA (TOJ'IBKO cBeiie 10 J'ICT): AOKYMCHTBI IIO JIMYHOMY COCTaBY

COTPYJHHKOB OpPraHU3aIHH.
rpada 4-6, 8 3anoaHII0TCS aHATIOTHYHO MOPSKY 3aIl0IHEHHS STHX ke Tpad crpoku 201;
rpada 7 —He 3aronHsAeTCs
paznen 3. Kagpel yka3piBaeTCsl KOJMMYECTBO IITATHBIX PAOOTHUKOB apXWBOB OPTraHU3aLUuH
B nosicHuTenbHOM 3amucke K craTdopMe MaroTcs MOsSCHEeHUs 1Mo BceM 3 paszjenam. [pu sToM He

ClIEIVET TOBTOPATH MMPEI cTardhopMbl 0€3 OOBSICHEHWI W KOMMEHTAPHMEB, a IaTh WHGOOPMAIHIO II0

HU3MCHHUBIIMMCA HI/Id)DaM, YKa3aTh IPUYUHBI MX YBEJIWMYCHUSI WIM YMEHbIIeHUs. B cjIydace 6C3BO3BpaTHOI7I

yTpaThl JOKYMEHTOB IIOCTOSIHHOTO XPAHEHUS BMECTE C MACIIOPTOM IIPEACTABIIAECTCS CIPABKA C YKa3aHUEM
MIPUYMH U 00CTOSTENBCTB YTPATHI, C HOJPOOHBIM MEPEUHUCICHUEM JOKYMEHTOB, X 00beMa, KpallHUX J1arT,
3a MOJIMUCHIO PYKOBOAUTEISI OPTaHU3ALINN.

OnuH U3 OCHOBHBIX NPUHIMUIIOB NOCYAAPCTBEHHOIO Y4€Ta apXHMBHBIX JOKYMEHTOB - IOJHOTA U
noctoBepHOCTh. L{ngpbl yUETHBIX (HOpM AOIKHBI OTpakaTh pealbHOE KOJIMUECTBO JOKYMEHTOB B apXUBE,
nHave OyJeT UCKa)KeHa BCsl CTaTUCTUYECKasi KapTHHa oTpaciu. [IpaBuiibHBIN YUET apXUBHBIX TOKYMEHTOB
3TO TapaHTUS MX COXPAaHHOCTH, a TaK)K€ OCHOBHOM HCTOYHUK HH(MOpPMAalUHd O KOJMYECTBEHHOM U

KauCCTBCHHOM COCTAaBC JOKYMCHTOB, 0e3 KOTOpOfI HCBO3MOXHO HUX ITOJHOLICHHOC MCIIOJIb30BAaHUC.

Otnen kommiekToBaHus ApXUBHOTO GoHAa TBepcKoit
oOrnactu u BegoMcTBeHHBIX apxuBoB 'KY «TBepckoit
LIEHTP JOKYMEHTAllUX HOBEUILIEH UCTOPUM



