Mage nofpund or type unknown

BBepeHue

HNeatenbHOCTb Ntobon opraHmn3aLmMm HEBO3IMOXXHO NpeacTaBuTb 6e3 cbopa, obpaboTkuy,
HaKOMJIEHUSA, XpaHEHNS, MOUCKa N pacnpocTpaHeHns nHgpopmaumn. Mpu 3ToM
nHdopMaLmsa BCe Yalle NPpUHNMaeT PUKCUPOBAHHLIA AOKYMEHTaJIbHbIN XapaKTep.

Ka)xgomy yesnioBeKy XoTs Obl 0ANH pPa3 B TEYEHUUN CBOEN XU3HU NMPUXOAMNTCSA COCTABNSATh
NOKYMEHThI, a paboTatolime B yrnpaB/ieHY€CKOM annapaTte NOCTOSSHHO UMEIT Aeno C
NOKYMEHTAaMW: COCTaBAAT N 0QOPMASIOT Ux, 0bpabaTbiBalOT, XPaHAT, HAXOAAT Mo
3anpocy 1 T.4. OT Toro, HACKONbLKO PUANYECKN FrPaMOTHO ByaeT cocTaB/ieH U
opopMJIEH IOKYMEHT, OpraHn3oBaHa paboTa ¢ HUM, BO MHOFOM 3aBUCUT
CBOEBPEMEHHOCTb U MNPAaBUSIbHOCTb MPUHSATUS YNPaBAEHYECKUX PELLIEHWIA.

JOKYMeHTbl (PUKCMPYIOT KaXKabll War Hallen XXNU3HW, HaYnHas C MOMEHTa POXXKAEHUS,
NOCTYMNJIEHNS B LWKOJY, 3aTEM B CreLmnalibHoe CcpeiHee Nnu Boicliee y4ebHoe
3aBelleHune, 3aTeM yCcTpamnBasicb Ha paboTy. B HUX 3acmkcrupoBaH 6pak 1 pa3sof, yxon4
4yenoBeKa U3 XKN3HN.

Micnonb3oBaHMe OOKYMEHTOB - CJIOXKHAs U OTBETCTBEHHas paboTa, kKoTopas TpebyeT
BbICOKOI0 npodeccnoHanmaMma, 3HaHUA B COBEPLLUEHCTBE Hay4YHO-CMPaBOYHOro anmnapaTa
[AaHHOIO apxMBa, UCTOYHUKOBEAEHUS N aPXUBHOW 3BPUCTUKIN. [T03TOMY B apXuBax
NCMNosb30BaHNEe AOKYMEHTOB CHATAOT Pa3HOBUAHOCTbIO Hay4YHOW paboThl.

Ncnonb3oBaHMe apXMBHbLIX OKYMEHTOB B Halle CTpaHe OCHOBbIBAETCA Ha NpUHLMNAXx
OTKPbLITOCTU N AOCTYMHOCTU. DTO 3HAYUT, 4TO NtoboN 0TKa3 B NpefocTaB/ieHUn
MHopMaLMKM A0JIKEeH BbITb OCHOBaH Ha 3akKoHe. 1 apXUBUCTa 0ONHAKOBO Ba>KHO
obecnevyeHne MHGpOPMaLMNOHHBLIX NOTpebHOCTEen rocygapcTBa U OTAEbHON JINHHOCTN.

Ncxonsa n3 3Toro uenbio Kypcoson paboThl, ABASIETCS U3y4YeHUe BONMpoca NCNO0JIb30BaHUS
NOKYMEHTOB roCcyapCTBEHHOIr0 N BEAOMCTBEHHOI0 apxmBa.

B CBSI31 C MOCTaBJIEHHOW Liesibio B paboTe peluannch cnenytouine 3agadn:

1. VN3yyYyeHne noHATUA rocyaapCTBEHHbIN apXUB 1 B€AOMCTBEHHbIN apXMB;
2. MI3y4yeHne 0CHOBHbIX 3a4a4 rocyaapCcTBEHHOrO U BEAOMCTBEHHOIO apXnBa;
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3. N3y4YeHune HanpaBsieHNs UCMOJIb30BAHUS JOKYMEHTOB roCyAapCTBEHHOMO U
BE4OMCTBEHHOI0 apXnBa;

4. N3y4yeHne popM NUCMNOJSIb30BAHUA OKYMEHTOB roCy4apCTBEHHOMO U
BEJOMCTBEHHOIr0 apXxnBa.

AKTYyasIbHOCTb AaHHOW paboTbl 3aKJK04YaAETCA B TOM, 4TO OAMH N3 Ba>KHENLLNX
pe3epByapoB NMaMsATK YENOBEYEeCTBa - apXMBbl. ADXMBHOE OEN0 C APEBHENLLNX BPEMEH
OblN0 A€N0 UMEHHO roCy4apCTBEHHbIM. [la)ke KOrAa BO3HUKJIM YaCTHbIE apXUBbI, NX
OOKYMEHTbI C/TY>KWUJIN FaBHbIM 06pa3oM NpaBoBbIM 0O0OCHOBaHMEM MNPU PErynpoBaHnmn
B3aMMOOTHOLIEHNI C rOCyAapCcTBOM UM Npu NocpencTee rocygapcTaa.

KypcoBas paboTa COCTOUT N3 BBeAEHUS, ABYX YacTeN N 3aKJ04YeHUs, CNNCKa
NCNOJSIb30BaHHOW MPW HanncaHum paboTbl IMTepaTypbl N NpUIoXeHUn K paboTe.

MNnasa |. ApXuBbl
e 1. Tl’ocynapcTBeHHble apXUBbI

ApXUB - yuYpexxeHne uam CTpyKTypHOe noapasfesieHne yuypexxgeHus, opraHmsaumuy,
npeanpuaTus, ocyLecTBsoLLee MPUEM T XPaHEHNE AaPXMUBHbIX JOKYMEHTOB B
NHTepecax rnoJib3oBaTeNen.

FOCYynapCTBEHHbIN apXUB - 3TO YYPEXXOEHUS, KOTOPbIE OCYLLECTBAAT CO0Op, XpaHeHne n
OpraHmM3aumio apXnBHbIX LOKYMEHTOB B LIEJISIX X BCECTOPOHHEro NCnoJsib30BaHmA[11,
c.36].

B rocygapcTBeHHbIE apXUBbl OKYMEHTbI MOCTYNalOT Ha NOCTOSAHHOE, «BEYHOE»
XpaHeHue. NaBHas 3a4a4a rocyaapCTBEHHbIX apXUBOB - CIy>KeHne Hayke. Mo3TomMy
rocyaapCTBEHHbIEe apXWBbl HEPEAKO HAa3blBAOT MCTOPUYECKUMMU.

FocyaapCTBEHHbIE apXUBbl MO CBOEMY MPodusIo NoapasaenaTcs Ha obume un
cneunann3npoBaHHbIe, KOMMJIEKTYIOLLNECS N HE KOMIMJIEKTYOLLINECS.

ObLwne apxmBbl XpaHAT AOKYMEHTbI, OTHOCALLNECS K oNpeaesleHHON TeppUTOopuK, BHe
3aBUCUMOCTU OT BPEMEHU X CO3AaHMsA, crnocoba N TEXHUKKN 3aKpenneHns nHPopMaLnm.

CneuvannsnpoBaHHble apXMBbl XPAHAT AOKYMEHTbI, OrpaHUYeHHbIe NICTOPUYECKUM
nepruoaom, TeMaTUKOMN COAEPKaHUSA NaK CNOoCObOM N TEXHUKON 3aKpensieHuns
WHopMaLUmnN.



ApXMBbI OeNSTCS Ha KOMMJIEKTYOLWMECS N HEe KOMIMJIeKTYLWMecs (McTtopmyeckme) B
3aBMCMMOCTW OT TOrO, NOMOJIHATCA OHU UK HeT. MpuMep He KOMMIEKTYoLerocs
apxuBa - Poccuincknii rocyjapCTBEHHbIA apXMB APEBHUX AaKTOB.

e 1. BenpoMCTBEeHHbIE apXUBbl

NMOMMUMO apXUBHbIX YYPEXXOAEHNN, T.€. FOCYAaPCTBEHHbIX YY4peXAeHUN, crneumanbHo
CO3[aHHbIX On4 paboTbl B 061aCTN apXMBHOIo Aena, B KaX4on opraHm3aumm
cywectByeT cBon apxuB. TOCT paeT onpegesieHne BnaoBoro rnoHATUS "BeJOMCTBEHHbIN
apxuB". BeooMCTBeHHbIe apXUBbl, COCTaB/IAA FOCYLAPCTBEHHYIO YaCTb apPXUBHOIO
doHAa, He BXOAAT B CUCTEMY rOCy4apCTBEHHON apXUBHON CNYy>KObl, HO ABAAIOTCS
NCTOYHUKaMK nornosiHeHns A® PO. OHK BbIMOJIHAKT CXO04Hble C rocapxmBaMmu yHKL NN,
paboTaloT B COOTBETCTBMM C NpaBuaamun, paspabotaHHbiMn FAC, obecnedmsas
rnpeeMCcTBEHHOCTb B HEKOTOPbIX HanpaB/ieHNAaX OesATeNIbHOCTN roBapvBaB, 4TO fgaeT
ornpegnesieHHble SJKOHOMUYeCKue BbiroAbl rocynapcTBy.

BeaOMCTBEHHbIN apXMB - CTPYKTYpPHbIE NoApa3aeneHns y4pexxaeHnm nam BeaoMcTB,
XpaHSLmMe OOKYMEHTbl 3TUX BEAOMCTB U OpraHmn3ytowme nx NCrnoab3oBaHne ans
nHdopmMaumoHHoro obecnevyeHmsa nx paboTtsi[11, c.37].

MUHUCTEpPCTBA U LieHTpaJibHble BeAOoMCTBa obecneymBaloT COXPAaHHOCTb U y4eT
NOKYMEHTOB, NpuBeaeHne Nx B NopsaaoK, OpraHnU3aLnto NCrnosib30BaHUs, Co3faHmne
CTpaxoBoro ooHaa 0cobo LeHHbIX OKYMEHTOB (MpU UX HANNYMN), @ TakKxXe
CBOEBPEMEHHYI0 Nepefayvy Ux Ha rocyapCTBEHHOE XPaHEHME HE TOJIbKO B CBOEM
apXUBE, HO 1 B NOABEOOMCTBEHHbIX yYpexxaeHunax. Bce paboTbl ¢ JOKYyMeHTaMu B
BEeJIOMCTBEHHOM apXuBe 1 AesIoNnpon3BoACTBE BeayTca C cobnogeHnem npaBsun,
yCTaHaB/MBaeMbIX Pocapxmeom.

CyLLEeCTBYIOT Takne pa3HOBUAHOCTUN BEIOMCTBEHHbIX apXMBOB KaK:

e OTPaC/IEBON roCyfapCTBEHHbIN (hoHA;

LLeHTpaJibHbI OTpac/ieBON apXuB MUHNCTEPCTBa, B€AOMCTBa;
LeHTpaJibHbI apXUB MUHUCTEPCTBA, BEAOMCTBAa;
o06beaNHEHHbIN BeLOMCTBEHHbIN apXuUB;

06beaNHEHHbIN MeXBe4OMCTBEHHbIN apXUB;

ApPXUB y4YpexxaeHus, opraHusaynm, npeanpusaTus.

B ropogax n panoHax, roe MHoro HebonbLNX opraHn3aLnin, SKOHOMUYECKN
LenecoobpasHoO co3aaBaTh MEXBEAOMCTBEHHbIE apXUBblI HA KOOMNEpPaTUBHbLIX HaYaax.
Takune apXuBbl OCYLLECTBASAT OJINTENbHOE XPaHEHNE U UCMOIb30BaHNE JOKYMEHTOB,



MMeLWmnx CrnpaBo4YHOE 3Ha4YeHNEe, KOTOpbIe NMOCTYNalT OT YYpeXAeHUN, He caatoWmnX
CBOU (pOHAObI B rOCApPXUBbI.

U 1. Obwume YepThbl U Ppa3yinina Mexay rocyaapCrBeéHHbIMM n
BeaOMCTBEHHbIMM apXuBamMu

O6LWKUMKN YepTaMn, NPUCYLLIUMN FOCYAaPCTBEHHbLIM U BEAOMCTBEHHbLIM apXnBam,
ABNAOTCA:

e NX LlesIeBOe Ha3HavyeHne (XpaHeHne JOKYMEHTOB N NCMOJIb30BaHNE ONS HY>X],
obuwecTBa);

e €AVNHCTBO METOONKWN apXMBHOW paboThbl (BCe BUAbI HAYYHO-TEXHNYECKoN 06paboTku
OOKYMEHTOB, ONMCaHne gesn, Nopsaok HyMepauum JNCTOB N COCTaB/IeHnE
3aBellaTeNbHbIX Haanucen, ohopmMmaeHne obnoXXKeK n onnucaTesibHbie CTaTbl
OOVNHAKOBbI);

e OCYLLECTB/IEHNE KOHTPONSA 3a OPMUPOBaAHNEM AeN B AeSI0NPON3BOACTBE U
3KCNepTMn30M LEHHOCTMN OOKYMEHTOB.

MpeeMcTBEHHOCTb B paboTe apXx1MBOB 3aKJlO4AETCS B TOM, YTO FrOCapXmUB MoJiyvyaeT nena,
obpaboTaHHble Noa KOHTPOJIEM BEAOMCTBEHHOIO apxuMBa Cc cobnoaeHnem npasu.
BeooOMCTBEHHbIN apXuB NMpeacTaB/IseT rocCapxmBy NACMopT CO CBEAEHUSAMU O COCTaBe U
ob6beme hoHA0B, Ha OCHOBAHUM KOTOPLIX FOCAPXNB onpenensieT nepcrnekTuBbl CBOEro
NOMOJIHEHNSA MO KOJIMYECTBY N COCTABY AOKYMEHTOB 3a CHET YYPEXXOEHUN - NICTOYHMNKOB
KOMMJIEKTOBAHMS.

focynapCTBEHHbIE N BEAOMCTBEHHbIE apXUBbl MMEIOT Pa3/InyHbIN MPaBOBON CTaTYC:
rocynapCTBEHHbIE apXUBbl ABAATCA CAMOCTOATENIbHbIMU YYPEXOEHNAMMU,
BEOOMCTBEHHbIE (3@ HEOONLLUMM UCKIIIOYEHMNEM) - CTPYKTYPHbLIMN NoApa3aeneHnaMm, He
BCerga opraHusaunoHHo opopMneHHbiMn[1ll, c.37].

PazsindeH n NopsaaoK KOMMJeKTOBaHUA: BE4OMCTBEHHbIN apXUB NMPUHUMaET OOKYMEHTbI
OT CTPYKTYPHbIX Nogpa3nesieHnn n NnoABefoMCTBEHHbIX YYpeX4eHNN BCeX CPOKOB
XpaHeHus; rocapxme oTbmpaeT LOKYMEHTbI MOCTOAHHOIMO XpaHeHUs B BE€4OMCTBEHHbIX
apxuBax. [o-pa3HOMYy opraHmsyeTca paboTa No aKcnepTuse LEeHHOCTU OOKYMEHTOB:
BEOOMCTBEHHbIN apXMB y4acTBYyeT B 3TOW paboTe Ha BCex 3Tanax, OT COCTaBJ/IeHUS
HOMEHKaTypbl AeN 00 BblAe/IeHUSA N3 apXnBa LOKYMEHTOB C UCTEKLWNMMN CPOKaAMU
XpaHeHnA. FlocapXxnB KOHTPOIMPYET NpoBefeHne 3KCNepTu3bl LLEHHOCTN Ha BCeX 3Tanax,
a 3aKJIOYUTENbHbBIN 3Tan - yTBEP)XXAEHUE ONUCU e MOCTOAHHOI0 XpaHeHus -
BbIMOJIHAET 3KCMEepPTHO-NPOBEPOYHAA KOMUCCUSA, B COCTaB KOTOPOW BXOAAT paboTHUKN
rocapxuBa. PaboTa no cocTaBAEeHUIO N YCOBEPLUEHCTBOBAHMNIO HAaY4YHO-CNPaABOYHOIr0O



annapaTa B Be[JOMCTBEHHbIX apXuBax orpaHnyeHa (B OCHOBHOM OMUCAMU U
yKa3aTensaMu, pexxe - KaTasoramu). B rocapxmeax LUMPOKO pa3BepHyTa paboTa no
COCTaBJIEHMIO PA3/INYHbIX BUAOB apXMBHbIX CMPAaBOYHUKOB. FOCAapPXNB KOHTpPOAUpyeT
paboTy BEAOMCTBEHHbIX apPXMBOB, @ Yepe3 HUX - paboTy apX1MBOB MOABEAOMCTBEHHbIX
yypexx AeHNN 1 opraHn3aLmno 4JOKYMeHTOB B Ae0Npon3BoACcTBe.

MNnasa Il. ®opMbl UCNOJIL30BAHUA aPXUBHbIX AOKYMEHTOB

CDOprI MCMNoJib30BaHNA aPXUBHbLIX OOKYMEHTOB - 3TO onpenesieHHble VIHCpOpMaLI,I/IOHHbIe
yCnyrin, BblinoJiIHAEMbIE apPpXUBaMWN MO Ka>XO0MY HalpaBJ1IEHNIO UCTMOJIb30BaHWA.

B cooTBeTCcTBUM C OCHOBHbLIMUK NMpaBuaamMmm paboTbl apXMBOB OpraHM3aLmnin
NCNoJIb30BaHME apXUBHbIX LOKYMEHTOB - MPUMEHEeHNEe NHPOPMaLLMN apXUBHbIX
OOKYMEHTOB B KYJIbTYPHbIX, HAaY4YHbIX, MOJIMTUYECKUX, IKOHOMUNYECKUX LEensax n ans
obecne4vyeHmns 3aKOHHbIX NPaB U MHTEPECOB rpa>xaaH[6].

®OpPMbI UCMOJIb30BAHUA B rOCYAapPCTBEHHOM M BEAOMCTBEHHOM apXMBE UMEIOT CBOIO
cneundguky. EcTecTBeHHO, 4TO B apxmBax PeaepasbHON apxXMBHOWN cnyxbbl Poccun
(PocapxuBa), roe XxpaHsATCsS COTHU U ThiCS4M POHA0B, 06beM MHPOPMALIMOHHbBIX YCIyT
lnpe n pasHoobpasHee. OAHAKO TEXHOIOMMN, HaNpMMep MeToAnKa UCNOJIHEHUS
3aMpoCcoB, He OT/ZINYAIOTCA OT APYrnX apXnBOB.

e 1. NHdOpMHUpOBaHME PYKOBOACTBA U CTPYKTYPHbIX NoApasaesieHun
OopraHuM3auumn, a TakXXe ApPYyrux opraHMsauum O HaJIMYUMKM B apxXuBax Tex
WJIM UHbIX ALOKYMEHTOB U UX coaep)XaHue

dTa popMa MCNONb30BaHMA ocyuwecTBaseTca MMbo NoO MHMUMATMBE NOMb30BaTeNs
(ncnonHeHMe 3anpocoB), MBO NO NHUUKATMBE apxmBa (MHNLUMATUBHOE
NHOpMUpoOBaHMeE).

NHdpopMmnpoBaHmne pykosogmnTenen opraHmsaunm MoXxxeT Npon3BoanTbLCA B hopme
nepe4vyHs 3aro/I0OBKOB Aes UM OKYMEHTOB Mo ornpenesieHHoOn TeMaTuke Ui no suaam c
yKasaHuem gaT AOKYMEHTOB M MOMCKOBbLIX AaHHbIX. B HE0bXoAuMbIX Criy4asax oatTcs
aHHOTaLWNn.

NHpopMmnpoBaHme pyKoBoANTENEN MOXKET NMPOU3BOANTLCS TakXXe B hopme
TeMaTnyeckom noabopkKm Konmm OKYMeHTOB. Konnu pacnosiaratoTcs B JIOrMYeCKomn
nocnenoBaTeNbHOCTU; K noabopKe KoNun npuiaraeTcsa TUTYbHbIN JINCT, @ TakXe Npu
HeobXxoaAMMOCTU NCTOpMYECKas CrpaBKa, NepevyeHb N gpyrmne matepuaibl.



