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[NOJIOYKEHUE
00 apxuBe MYHHIHIANLHOTO JOIKOILHOIO 00pa3oBaTeNLHOTO YYPEKICHHS
«Jletckuii can Ned4»

1. OBITIME TTOJIOXKEHK A
1.1. B MyHuumnansHoM  10mxommbHOM 06pazoBatesHom yapekaeHun «Jletckuii can Noddy
(manee — YupexieHue) 118 XpaHEHHS 3AKOHYEHHBIX JEIONPOM3BOICTBOM JIOKYMEHTOB
CO3/14€TCA apXHB.
1.2. Vapesxk/icHue BuIICTACT MOl apXHB NMOMELIEHHE, OTBEHAOIICE TpeboBanusaM obecniedenns
COXpaHHOCTH JIOKYMCHTOB, @ TAKKE COOTBETCTBYIOLIEE 000PYI0BaHNE,
1.3. 3aBeniosanne apXHBOM MOpYHaeTcs OTBCTCTBEHHOMY 3a apXHB JIHILY, Ha3HauaeMOMY
NPHKA30M PYKOBOIWTE/NS OPraHU3aLHH.
1.4 B cBoeii paboTe apXWB OpraHus3auMu pyKOBOICTBYETCS 3AKOHOAATCTLHBIMM AKTAMH
Poccuiickoil Denepalu 110 apXMBHOMY /Ty, HOPMATHBHO-METOIHYECKHMMU NOKVMEHTaMM
MunkymeTypst Poccnn u DefiepansHoro apxmBHOrO areHTcTBa POCCHH. npyKasamMu |
VKa3aHUSAMU PYKOBOJICTBA OPTAHK3AIMH H HACTOALLIMM MOTOKEHHEM.
1.5. KoHTpons 33 nesTensHOCTBIO apXiBa OCYLIECTBSET PYKOBOACTBO OpPraHH3alUHHd HIH
CTPYKTYPHOTO MOAPA3/CACHUS, B COCTAB KOTOPOrO BXOAHT aPXHB.

2. COCTAB JOKYMEHTOB APXHUBA

B apxuB nepenatores:
2.1. 3aKoHYEHHBIE [€10NPONIBONCTBOM JA0KYMEHTHI, 00Pa30BABIIHECS B ACATEIbHOCTH
OPraHH3ALKH H €€ CTPYKTYPHBIX MOAPA3/IETEHHIT:
— J€7a NOCTORHHOTO XPaHEeHHS;

Aena BpemeHHoro (cesie 10 neT) cpoka XpaHeHus:;
— NOKYMEHTBI 110 JINYHOMY COCTaBY;
— AOKYMCHTBI IOCTOAHHOIO XPAHEHHS H 110 JIAYHOMY COCTaBY OPraHH3alHii-
NPEIIIECTBEHHHKOR;

CTIPABOYHbIH anmapat Kk A0KyMEHTaM apXHBA (ONHCH, HOMEHKIATYPbI 1T, KAPTOTEKH M
T. 1)

3. 3AJIAYHU U ®VHKILIUMU APXUBA
3.1.0cHOBHBIMH 3a1a9aMH APXHBA SBIAIOTCS:
~ KOMILICKTOBAHHE apXHBa IOKYMCHTAMH, COCTAB KOTOPBIX MPEAYCMOTPEH pasienoM 2
HACTOAILETO MOJIOKEHHS
— OGCCH&'—IEHHE COXPaHHOCTH H y4er IPUHATBIX Ha XpaHEeHHE AOKYMEHTOB,

OpraHu3auMs MpaKTHYeCkod paboThl, CBA3AHHOH C HCTIONB3OBAHHEM JOKYMEHTOB,
XPaHALIHXCH B apxHBe;
— KOHTPOIb 33 TPaBHIbHBIM ~ (DOPMHPOBAHHEM M  O(DOPMIEHHEM JOKYMCHTOB B
A€N10NPOM3BOICTBE, 0TOOPOM M NIOATOTOBKO MX K MEPEaYe Ha APXMBHOE XPAHEHHE.



3.2. B COOTBETCTBUU C BBINOJHAEMBIMU 33JadyaMH apXHUB OCYLIECTBISET CIEAYIOIINE
byHKIMU:

— IIPUHUMAET OCNIE 3aBEPILIEHUs AEIONPOU3BOJICTBA, YUUTHIBAET U XPAHUT 00pa30BaBIINECS
B JICSATEIILHOCTH OPraHU3alluy JOKYMEHThI, 00pabOTaHHbIE B COOTBETCTBUU C ACHCTBYIOUIUMU
IIpaBUIaMH;

— opraHusyeT paboOTy IO TOATOTOBKE OMNHCEHl 3aBEpLICHHBIX JEIONPOHU3BOACTBOM
JOKYMEHTOB IIOCTOSIHHOI'O XPAHEHUS U 110 JUYHOMY COCTaBY;

— OCYyHECTBISET YY4eT 10 HOMEHKIATypaM Jell, HaXOJdIUUXCAi B  CTPYKTYPHBIX
noJpaszeneHusx (y UCIOJIHUTENEH) JOKYMEHTOB BpEMEHHOIO XPAHEHUS;

— o0ecre4ynBaeT MOJHYI0 COXPAaHHOCTb IPUHATHIX HA XpaHEHUE Je;

— CO3/aeT, MOMNOJHIET U COBEPIICHCTBYET YYETHO-CIIPABOYHBIM ammapar K XpaHSAIIUMCS B
apxuBe JieJaM U JOKYMEHTaM;

— OpraHu3yeT UCIO0JIb30BaHUE XPAHAIIUXCS B APXUBE JOKYMEHTOB;

— uHpOpPMUpPYET PYKOBOACTBO M PAaOOTHUKOB OPraHU3allMM O COCTAaBE U COJEpIKaHHU
JOKYMEHTOB apXUBa;

— BBIJACT B YCTAHOBJICHHOM IMOpSJAKE XpaHAIIMECS B apxWBe Jella U JOKYMEHTBl IS
UCIOJb30BAHUS B IPAKTUYECKUX U APYIUX LETAX;

— MCIOJHSAET 3alpoChl YUPEXKACHUI M IpakJaH o0 YCTaHOBICHHUH TPYAOBOIO CTaxa U IO
IPYrUM BOIIPOCAM COLIMAIBHO-IIPABOBOIO XapaKTepa;

— BeleT Yy4eT BBbIJAYM apXMBHBIX JE€I U JOKYMEHTOB, OCYLIECTBIIIET KOHTPOJb 3a
CBOECBPEMEHHBIM X BO3BPALLEHUEM B XPAHUIIMIIIE;

— MPOBOAMUT DKCIEPTU3Yy LEHHOCTU JOKYMEHTOB, XPaHSAILIUXCA B apXHBE, CBOEBPEMEHHO
0TOMpAET K YHUUTOKEHHUIO IeJ1a C UCTEKIINMU CPOKAMH XPaHEHMUS,

— OKa3bplBaeT METOAUYECKYI0 IIOMOIIb CIIy’KO€ J[eJONpPOU3BOJICTBA OpraHU3aLUU B
COCTABJICHUM HOMEHKIATYpbl 1€, KOHTPOJUPYET NPaBHWIBHOCTb (OPMUPOBAHUS U
oopmiieHHst €1 B JIENONPOU3BOJCTBE, MOArOTOBKY JOKYMEHTOB K IIE€pefade B apXuB
OpraHu3aluy;

— B Cllydae 3aKIIOYEHUS C COOTBETCTBYIOUIMM YyupexaeHueM DenepaabHOro apXuBHOTO
arenTcrBa Poccum gmorosopa o Iepeladye Ha TOCYJapCTBEHHOE XPAHEHUE JIOKYMEHTOB
OpraHu3anuy 006ecreunBaeT MOArOTOBKY 3THUX JOKYMEHTOB U CBOEBPEMEHHOE IPE/ICTABICHUE
ONKCU J€] TOCTOSHHOIO XPaHEHHs Ha YTBEP)KICHUE HKCIIEPTHO-IPOBEPOYHON KOMHCCHU
YKa3aHHOT'O apXMBHOT'O YUPEKICHHUS.

4. IIPABA APXVBA
4.1. B 1mensx BbINOJHEHUS BO3JIOKEHHBIX 3a1ady M (QYHKIUH apXuB HMeEET MpaBo:
— KOHTPOJIUPOBATh COOJIOJIEHHME B OpPraHU3allMd W B €€ CTPYKTYPHBIX MOJPa3/eIeHUsX
YCTaHOBJICHHBIX MpPaBUJI PabOTHI C TOKYMEHTaMH, 00ECIeYeHUsI UX COXPAaHHOCTH, KayecTBa
0TOOpa ¥ MOATrOTOBKH /€] K Iepeaue Ha apXUBHOE XpaHEHHE;
— BHOCHUTb Ha PAaCCMOTPEHHME PYKOBOJCTBA OPraHMU3ALUU IIPEIUIOKEHUsS, HAIPABIICHHBIE Ha
yAy4IlIeHHe B CTPYKTYPHBIX THOJpa3JeNeHUusIX paboThl MO OQOPMICHHUIO JOKYMEHTOB,
(bopMUpPOBaAHUIO UX B JI€TIa, MOJATOTOBKE JOKYMEHTOB K Iepeiaue Ha apXUBHOE XPaHEHUE;
— MPEICTaBIATh B YCTAHOBJICHHOM MOpSJAKE 3asiBKUM Ha oOecreueHue apxuBa HEOOXOIUMbBIM
00OpyZI0BaHUEM U MaTepHallaMH, IPOBEICHNE PEMOHTHBIX Pa0OT H T. I.;
— y4acTBOBAaTh B OpraHU3yeMbIX yupexacHussMUu DenepaibHOro apXuBHOro areHrcrsa Poccun
MEpPONPUATHAX IO TOBBIIIEHUIO KBaTU(HUKAIMK PAOOTHUKOB BEIOMCTBEHHBIX apXWBOB H
JETOTIPOU3BOACTBEHHBIX CITY)KO, YUPESIKICHUN U MPEANPUATHH.

5. OPTAHM3ALINA JOKYMEHTOB B APXUBE.

5.1. JIOKyMEHTaJIbHBINH U apXUBHBIN (DOH]T OpraHU3aIHH.



Besi COBOKYNMHOCTH JJOKYMEHTOB, OOpa3yloLIMXCSl B JEATEIbHOCTH OpraHU3allHH,
COCTaBIISIET €€ JTOKYMEHTAJIbHBIN (QOHI.

JIOKyMEHTBI, 00pa3yromuecsi B JAEATEIHOCTH OpPraHM3allid IO CPOKaM XpaHEHUs
MOAPA3JENIAIOTCS Ha:

[ mokyMeHTBI BpeMEHHOTO CpoKa xpaHeHus (10 10 1eT BKIIOYUTEIBHO);

[ moKyMeHTBI TOITOBPEMEHHOT0 cpoka xpaHenust (cBoimie 10 ser);

[ 1OKyMEeHTBI IOCTOSIHHOTO (BEYHOT'0) XPAaHCHHSL.

5.2. Opranusanus J0KyMEHTOB B IIpeJiesiaX apXUBHOTO (OHTA.

OcCHOBHBIE TIOHATHS U TPEOOBAHMSL.

B mpenenax apxuBHOro (oHAa y4eTHO-KIACCU(PUKALMOHHON eIUHHIeH SBIseTCS
eIMHUIIA XpPAaHEHUS JOKYMEHTOB. EJMHUIBI XpaHeHHS JOJDKHBI OBITh  OIHCAHBI,
CHCTEMaTH3HPOBaHbI, BHECEHBI B OITMCH U 0()OPMIIEHBI B IOPSAKE, 0OECIIEYMBAIOIIEM UX YUET,
IIOUCK U HUCIIOJIb30BAHUE.

Enunune! xpaneHnus (aena) apxuBHOTO (GOHJIA CHCTEMATU3UPYIOTCS B Ipezenax (GoHaa
COIJIaCHO cxeMe cucremaruzanuu. Cucremaruzans JOKYMEHTOB (poHAA NPOBOAMUTCS B
JEIONPOU3BOJCTBE U B apXMBE OpraHU3allUM NpU MOATOTOBKE JOKYMEHTOB K Iepefade B
roCylapCTBEHHbBIE apPXUBBI.

Opranuzanus J0KyMEHTOB I10 IMYHOMY COCTaBYy.

JIOKyMEHTBl [0  JMYHOMY  COCTaBY  BBIACHSAIOTCS B 0COOyl0  Tpymnmy,
CHCTEMaTH3UPYIOTCSI 000COOICHHO U BKITIOYAIOTCS B OTAEIBHYIO OIHUCH.

Perucrpannonno-yyetnoie (OpMbI JOKYMEHTOB IO JIMYHOMY COCTaBY (KHHUTH,
KYpHaJIbl ydeTa MPHUKA30B O MpHEMe, NMEPEeBOJe, YBOJBHEHHUH, JMYHBIX KapTOUeK, JHMYHBIX
7e7, COTJalleHUH, KOHTPAKTOB M Jp.) BKJIIOYAIOTCS B OMHCH JOKYMEHTOB IO JIMYHOMY
COCTaBY.

Ha nuuHbIe nena yBOJIEHHBIX COTPYAHUKOB MOKET COCTABIATHCS OTICIbHAS OTHCh.

Jlena 1mo JTMYHOMY COCTaBY, KaK IMPaBUIIO, CHCTEMATU3UPYIOTCS 110 XPOHOJIOTUYECKOMY
npu3HaKky. B apxuBax KpymHBIX opraHu3anuii ¢ OOJBIIUM KOJIMYECTBOM PAaOOTHHUKOB MOXKET
MCIOJB30BAThCS CTPYKTYPHO-XPOHOJIOTUYECKUN PUHIIUIT CUCTEMATH3aIMHU JINYHBIX JE.

B mpenmemax kaxxjaoro rojga jAena o JIMYHOMY COCTaBY CHUCTEMAaTH3UPYIOTCS I10
CTENEHN BAXHOCTH - IMPHKa3bl O 3a4MCICHUM Ha CIyxkOy (B ydeOHOe 3aBeeHHE H T.I.),
NepeMEIeHUH, YBOJbHEHUN (OKOHYAaHWMU Y4eOHOrO 3aBelNeHHMs M T.J.), JIUIEBBIC CYeTa,
CIIMCKM, >KypHaJbl ydeTa JIOKYMEHTOB IO JMYHOMY COCTaBY, JAPYIHM€ PErUCTPaIlMOHHO-
y4YeTHbIE TOKYMEHTHI, INYHBIC JeTa.

JluuHble fAena W JIMYHBIE KAapTOUKU YBOJIGHHBIX COTPYIAHHMKOB OTHOCATCS K TOJIY
YBOJIbHEHHUS U CHCTEMATH3UPYIOTCS B TpeAenax Kaxaod rpynmnsl 1o  andaButy
bamumii.

6. YYET JIOKYMEHTOB B APXUNBE.

6.1. O6uue TpeOOBaHUA K yUeTy JOKYMEHTOB.

Yyer NOKYMEHTOB B apXWBE OpraHH3alUHM - 3TO ONPEICICHHE UX KOJIWYECTBa H
COCTaBa B

YCTaHOBJICHHBIX EIMHHIAX ydeTa M (QuKcanus (perucTpaiys) TPUHAICKHOCTH
Ka)XJ0W SIMHUIBI yYeTa K OTIPEICICHHOMY KOMIUIEKCY U OOIIEro MX KOJMYECTBA B YUETHBIX
JTOKYMEHTaX.

[Tog yd4eTHHIM JOKYMEHTOM TOHUMAETCS JIOKYMEHT YCTaHOBJICHHON (OpMBI,
(UKCHUPYIOIIUI TIOCTYIUIGHUE, BBIOBITHE, KOJMYECTBO, COCTaB U COCTOSHHE apXHBHBIX
JOKYMEHTOB B €MHUIIAX y4eTa.

VYuer TOKyMEHTOB B apXWBE OpPraHH3allMH SBISETCS OAHUM M3 CPEICTB 0OeCIICUCHHS
UX COXPAHHOCTH U KOHTPOJISI 32 UX HATHYHEM.

VYuery moanexar Bce XpaHSIINECs B apXUBE OPraHU3allMH JTOKYMEHTBI, B TOM YHCIIC
HEOIHMCaHHbIC U HEPO(HIIbHBIC TS JAHHOTO apXUBa.



VY4eT nmpou3BOAUTCS IyT€M IPUCBOCHHUS APXHBHBIM JOKYMEHTaM (€AMHHUIAM Y4eTa,
eIMHUIIAM XPAaHEHHUS) YUETHBIX HOMEPOB, ABJISAIOMINXCS YaCThI0 apXUBHOTO MHU(pa.

ApxuBHBIN mH}p - 0003HAYCHHE, HAHOCUMOE Ha KXKIYI0 SMHULLY XPAaHEHHS C IIEIBI0
oOecrieyeHus ee ydera W HACHTH(PUKAUUU. ApPXUBHBIM IMHUEQP COCTOMUT M3 HOMEpOB:
apXWBHOTO (POHJA 0 CIIUCKY (POHJIOB apXHBa OPraHU3aMH U Yepe3 ApoOb MO CIUCKY (POoHI0B
rOCyJapCTBEHHOTO apXHMBa, UCTOYHUKOM KOMIUIEKTOBAHHUS KOTOPOTO SIBJISIETCS OpraHu3alIlus,
apXMBHOM KOJUICKLIUH, OTICH, CTUHHIII XPAaHCHHSL.

Homep apxuBHOTO (hOHOA TPUCBAMBAETCS TOCYIAPCTBEHHBIM apXWBOM TMOCHE
o(opMIICHHSI TIEPBOTO MOCTYIUICHHUS  JIOKyMEHTOB  OpraHM3allid Ha IOCTOSHHOE
XpaHeHHe.

6.2. Enununes! yuera.

OCHOBHBIMU €IMHUIIAMHU Yy4eTa JOKYMEHTOB HE3aBHCHMO OT BUA HOCHUTENs, crocoda
Y TEXHHUKH 3aKpeIUIeHus] HH()pOpMaIuH SBISIOTCS:

[ lapxuBHbIii (OHI, apXUBHAs KOJUICKIIUS;

[ leauuuna xpaHeHwus.

JIOKyMEHTBl JIMYHOTO TPOMCXOXKJIEHHUS, HE MpPOIIEIINe HAyYHOTO OIHCAHMUS,
YUHUTBIBAIOTCS, KaK MMPABHUJIO, IO JOKYMEHTAM U JIUCTaM.

HeoOpaboTanHble TOKYMEHTBI (POCCHINb) YYMTHIBaIOTCS M3 pacuera 150 yimcToB B
OJIHOU yCIIOBHOW €JUHULIEC XPAHEHUS.

Enuanma xpaneHus - ¢usnyeckd 00OCOOJNCHHBIE MOKYMEHT WM COBOKYITHOCTB
JOKYMEHTOB, UMEIOIINE CaMOCTOSATENIbHBIE 3HAUCHHE.

Envnuna XpaHeHHs JTOKYMEHTOB Ha OyMaXHOW OCHOBE (J€70) COBOKYIHOCTh
JOKYMEHTOB, OT/ICIbHBIA JOKYMEHT, 3aKII0OUECHHBIE B 000CO0JIEHHYIO 00I0XKKY, MalKy.

VYueTr JOKyMEHTOB B apXHMBE OPraHM3aLUU CTPOUTCS Ha OCHOBE COOJIOACHUS
MPUHLUTIOB:

LEHTPAJIN3ALNH, BEIPAKEHHOW B NMPUMEHEHUM €AMHBIX €MHUIl y4eTa; YHH(HUKAIHUH,
OCHOBaHHOM Ha COONIIOJICHMM MPEEMCTBEHHOCTH Yy4yeTa apXUBHBIX JIOKYMEHTOB Ha BCEX
CTagusiX paboThl C HUIMH; TMHAMHYHOCTH, 00eCIIeUnBaeMOl CBOCBPEMEHHBIM M ONEPATUBHBIM
BHECEHMEM W3MEHEHMH B YYETHbIE€ JOKYMEHTHI HJIM COCTAaBJICHHMEM HOBBIX YYETHBIX
JOKYMEHTOB; TIOJTHOTHI U JJOCTOBEPHOCTH y4eTa.

[Topsimok nocTyma K Y4eTHBIM JIOKYMEHTaM, a TakkKe K YYeTHbIM 0a3aM JIaHHBIX
apXyBa OPraHM3allUU OMpEEIeTCs NPUKAa30M PYKOBOJCTBA OpraHu3anuu. Bce yueTHble
JOKYMEHTBI apXUBa OpraHU3allMi  JOJDKHBl XPAHUTHCS B XpaHWIMIIE (WM CIEHHAIBHO
BBIJICJICHHOM MIOMEIICHNH) B ceii(ax MM METANTHUECKUX IIKadax.

7. TIOPAJOK BEJAEHUA OCHOBHBIX YUETHBIX JOKYMEHTOB.

7.1. OcHOBaHMEM KaX/101 3aIIMCH B OCHOBHBIX YUETHBIX JJOKYMEHTaX SIBJISETCS:

- NpU NOCMYNIeHUuU OOKYMEHMO8 8 apXue OP2aHU3AYUU:

[ ] cmarouHble OMUCH CTPYKTYPHBIX MOAPA3ACICHUI HA JOKYMEHTBI MOCTOSHHOTO,
JoJaroBpeMeHHoro (cBelie 10 j1eT) XpaHeHus U 10 JIMYHOMY COCTaBy (MpuilokeHue 12);

[] cBoHAs HOMEHKJIATypa Jell OPTraHU3alid WM HOMEHKJIATypa Ael CTPYKTYPHOTO
nojpasfeicHuss ¢ O(OPMICHHOW WTOTOBOM 3amKMChI0O O KOJMYECTBE 3aBEICHHBIX U
3aKOHYCHHBIX JICTI.

- npu 8bIOBIMUU OOKYMEHMOS U3 APXUBA OP2AHUZAYUU.:

[ ]akt mpuema-tniepesaun JOKYMEHTOB Ha MOCTOSHHOE XPAaHECHHE B rOCYAAPCTBEHHBIH
apXWB WM apXUB JAPYrOd OpraHU3allHH;

[]akT Bo3BpaTa JOKYMEHTOB COOCTBCHHHKY;

[]akT 0 BBIICICHUH K YHUYTOXKCHUIO JJOKYMEHTOB, HE MOICKAIINX XPAHCHHIO;

[ ]akT 0 He 0OHAPYKEHUU TOKYMEHTOB, TyTH PO3BICKA KOTOPHIX HCUCPIAHBL;

[]akT 0 HerCIpaBUMBIX TIOBPEKICHHUSIX TOKYMEHTOB;

- N0 pe3yIbmamam GblNOIHEHUs 6HYMPUAPXUBHLIX pabom (cocmagneHus C80O0HbIX
onucetl, HAYYHO20 ONUCAHUSL OOKYMEHMOS8 TUYHO20 NPOUCXOHCOCHUS, APXUBHBIX KOLIEKYUl,
cocmasnenusi onuceti 0cob60 YeHHbIX O0ell U OOKYMEHMO8, CMmpaxo8oco Gonoa u gouoa
NOIb308AHUS, CO30AHUL 00EOUHEHHBIX APXUBHBIX (POHO08, NPOBEPKU



[ ]akT 006 oOHapy:KeHUH JTOKYMEHTOB (HE OTHOCSIIUXCS K JAaHHOMY (DOHIY, apXHBY,
HEYUYTEHHBIX U T.[1.).

KHuura yyera noctyrnsieHus U BIOBITHS TOKYMEHTOB.

KHura ydera mocTyrieHuss U BBIOBITHS JTOKyMEHTOB ITpEJHA3HAYEHA Ul yueTa BCeX
TEKYIIMX U UTOTOBBIX (Ha 1 sHBapsi Ka)KJOTro rojia) M3MEHEHUH B cocTaBe U 00beMe (HOHI0B U
7€l B apXWBE€ OPraHU3allid, CBS3aHHBIX C IIPUEMOM, BBIJIEJICHHEM J€J, HE IOJUIekKAIINX
JalbHENIIEMY XpaHEHHUIO, MepeAayeil e B rocyJapCTBEHHbIM WM Apyroil apxus. Kuura
yueTa TMOCTYIUICHHS] M BBIOBITUS JOKYMEHTOB CIY)KUT OCHOBOW JJIsI COCTABIICHHS JIMCTOB
(boH10B, acoOpTa apXMBa.

Kaxnoe mnocryruieHne WM BBIOBITHE TOJIYYaeT CaMOCTOSTENbHBIM MOPSIKOBBINA
HOMEp.

Ecnu mocryruieHue COCTOMT M3 JIOKyMEHTOB HECKOJNBKUX (DOHIOB, TO JaHHBIE IO
Kaxaomy ponay (HazBaHue GOHIA, €rO0 HOMEP U T.J.) 3alKUCHIBAIOTCS C HOBOW CTPOKHU 3a TeM
K€ MOPSAAKOBBIM HOMEPOM.

VY4eT nocTyruieHus ¥ BHIOBITHS JOKYMEHTOB B apXHBe, XpaHALIeM OAWH (OH[, BeeTCs
1o Jucty (oHna.

ApXUB OpraHu3aly CO CJIO0KHOM CTPYKTYpOHl MOXKET YUUTBHIBaThb B KHUIE YydeTa
MOCTYIUICHUST W BBIOBITHS JOKYMEHTOB CaMOCTOSTENBHO TOCTYIUICHHE WM BBIOBITHE
JOKYMEHTOB KaX10I0 CTPYKTYpPHOTO TIOJpa3ACICHUS.

Ecnmu  nmoxkymeHTsl (OHIA TMOCTYMalOT B apXuB BIEpBbIE, TO HOMeEp (QoHAA
MPOCTABJICTCS B KHUTE y4eTa MOCTYIJICHUS M BBIOBITUS JOKYMEHTOB IOCTIE TIPUCBOCHUS EMY
HOMepa 1o cnucky ¢oHnoB. Eciin  mocTynuBIIMe JOKYMEHTHI SBIISIOTCS 4acThio (poHIa, yKe
UMEIOIIETOCs B apxWBe, TO B COOTBETCTBYIOIIEH rpade KHHUIHM YKa3bIBaeTCs HOMeEp,
MPUCBOCHHBIN 3TOMY (hOoHYy paHee. Eciu mocTynuiny uiu BIOBUIM HEOTIMCAHHbIE TIOKYMEHTHI,
TO B rpade 6 aenmaercs OTMETKa: “He OmMMCcaHBI', a cBeleHUs 00 oObeme marotTcs B 13 u 14
rpagax.

E>xeroqHo B KHUTE ydyeTa MOCTYIUICHHS M BBIOBITHS JTOKYMEHTOB ITOJBOJMUTCS HTOT
KOJIMYECTBA TIOCTYIHUBIINX U BBIOBIBIINX 33 TOA JOKYMEHTOB (JIe1).

8. UCIIOJIb3OBAHUME JIOKYMEHTOB APXIBA.

8.1. [ToHsATHE UCTIOIB30BAHUS JJOKYMEHTOB apXUBa.

Hcnonp3oBaHWe apXWBHBIX JIOKYMEHTOB - MNpHUMEHEHHE HWH(POPMALUU apXHUBHBIX
JOKYMEHTOB B KYJIbTYPHBIX, HAy4YHBIX, ITOJIUTUYECKUX, SKOHOMHUYECKHUX LEIAX U UL
oOecrieyeHNs 3aKOHHBIX MIPAaB U HHTEPECOB IPaXKIaH.

JIOKyMEHTBI apXWBOB OpPraHU3alUi SBISAIOTCS OTKPBITBIMU JJI1  HCIIOJIb30BAHUS
apXUBOM H I10JIb30BATEIISIMH.

HcxiroueHne coCTaBiasieT  JOKYMEHTHPOBAHHAS uHpopMaIus, OTHECEHHAs
3aKOHOJATEIbHBIMU aKTAMU K KaTETOPUU OTPAHUYEHHOI'O JOCTYIIA.

[Topsinok mcnosnbp3oBaHusl JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoit denepanmu,
HaxOJAILIMUXCS HAa BPEMEHHOM XpAaHEHUM B OpPraHU3ALMAX, ONpPEACIAeTC MMU Ha OCHOBE
Hacrosuero [lonoxenus.

OcHoBHBIMU (hOPMaMHU UCTIOIBb30BAHUS TIOKYMEHTOB apXHUBa SBIISIOTCS:
MH(POPMHUPOBAHUE PYKOBOJCTBA M CTPYKTYPHBIX TMOJApA3JCICHUNA OpPraHM3allud, a TaKxke
OPYTMX OpraHu3aluil O HAIMYUU B apXUBaX TE€X WIHA MHBIX TOKYMEHTOB U UX COJEPKAHUM;
HCIIOJIHEHHUE 3alIPOCOB I'PaklaH U OPraHMU3alUil COLUAIBHO-IIPABOBOIO XapaKTepa;
MOJArOTOBKA MH(OPMAIIMOHHBIX MEPOTIPUATHIA: BEICTABOK, KOH(EPEHIIHA U JIp.;

BbIJIa4a JJOKYMEHTOB BO BPEMEHHOE I10JIb30BaHUE.

WudopmupoBanue ¥ HCIOJHEHHE 3alpOCOB PYKOBOIUTENCH OpraHu3alud MU
CTPYKTYPHBIX IOJApA3JEICHUM, a TAKKe APYTUX OpPraHU3alMi OCYLIECTBISAETCS apXHUBOM IIO
OTpENeNIeHHOW TeMaTuKe IO 3ampocy WM B HMHUIMATUBHOM TMopsake B  Qopme
MH(POPMAIIMOHHOTO MHUCHhMA UITH CIIPABKH O HAJIMYUH B ApXUBE COOTBETCTBYIOIINX



NudpopmupoBanue pyKOBOJIUTENCH MOXKET MPOU3BOAUTHCS Takke B (opme
TeMaTHUYeCKOW MOJA00PKH KOMHN JOKYMEHTOB, K MOAOOPKE KOMUHN MPHIIATaeTCsl TUTYIIbHBIN
JIMCT, a TAaKXKe NMPH HE0OXOAUMOCTH MCTOPHYECKAs CIIPaBKa, IEPEYCHb U APYTUE MaTepPHAIIbL.

8.2. MHcnonHeHue 3ampocoB TpaXJaH M OPraHM3aLUN  COIHAIBLHO-TIPABOBOTO
XapakTepa.

Wudopmanust conuanbHO-IPaBOBOTO XapakTepa Mo 3ampocaM rpakaaH U OpraHu3alii
BbI1aeTCs B (popMe apXUBHOM CIIPABKH, ApXUBHOM KOIIUU U APXUBHOM BBIITUCKH.

ApXUBHas CIpaBKa - JOKYMEHT, COJEpKaIlMi apXUBHYIO HH()OPMALUIO O MpenMeTe
3ampoca, C yKa3aHHEM IOMCKOBBIX JAaHHBIX JOKYMEHTOB, Ha OCHOBAaHMU KOTOPHIX OHa
COCTaBJICHA.

ApXUBHast KOTIHS - TIOKYMEHT, BOCIPOMU3BO AN TEKCT UM U300paKeHUE apXHUBHOTO
JTOKYMEHTA, C YKa3aHUEM €r0 MOUCKOBBIX JaHHBIX.

ApXuBHas BBINHCKA - JOKYMEHT, JOCJIOBHO BOCIPOM3BOMSALIMNA YacThb TEKCTa
apXMBHOTO JIOKYMEHTA, OTHOCAIIYIOCS K ONpEICICHHOMY BOIpocy, (akTy HIU ULy, C
yKa3aHHEM MOMCKOBBIX JJAHHBIX JOKYMEHTA.

ApXUBHBIE CHpPaBKM, BBIMMCKA M KONUHM BBIAIOTCS HA OCHOBAaHMM IMHUCHMEHHOTO
3ampoca

MI0JIb30BATENs], KOTOPBINA JTOJDKEH COJiepKaTh HAMMEHOBaHHE (M aipec MPHU NEePEChUIKE)
opranuzanuu (apxuBa), KOTOPOM OHM aAPECOBAHBI; M3JIOKEHUE CYIIECTBA 3arpoca;
bamMunuio, UM ¥ OTYECTBO OOPALIAIOIIErOCs; €ro ajapec, KOHTAKTHbIC Tele(OHBI; naTry U
JMYHYIO TIOJITHUCH.

OOpameHust TpakiaH, B KOTOPBIX OTCYTCTBYIOT (aMUIIMH, ajpeca M TOANUCH
oOpalamuxcs, CUNTAIOTCA AHOHUMHBIMH M HE TIOJUIeKAT PACCMOTPEHUIO; MPU JTHYHOM
oOpamieHMy NpU HaduuuM GaMIIMM M ajapeca Hexocrarouias HHQOpMaruss MOXKET OBbITh
BOCTIOJIHEHA.

Cpok WHCIOJNIHEHHS 3alpOCOB  COLMANBHO-TIPABOBOTO  XapakTepa TpaxIaH U
OpraHu3alvii Mo mMarepuajaM apXuBa He JOJDKEH mpeBblmath 30 nHEl co AHS perucrpanuu
obpamenus. [Ipu CIOXHBIX 3ampocax CpOK MOXKET OBbITh MpOAJieH, HO He Oosiee ueM Ha 30
THEH ¢ 00s13aTeNIbHBIM YBEIOMIICHUEM 00 3TOM 3asBUTEIS.

Cpok WHCIOJIHEHHsI 3allpOCOB C HCIIOJB30BAaHUEM TOJIBKO HAy4YHO-CIIPABOYHOTO
ammapara apxuBa — He 6osiee 15 nHell ¢ MOMeHTa perucTpanuu oOparieHusl.

ApXUBHBIE CHpPaBKH COCTaBJSIOTCS Ha OCHOBAHUU JOKYMEHTOB (IIOJUTMHHUKOB H
3aBEPEHHBIX KOMHUM), XPaHAIIUXCS B apXUBE; MCIOJIb30BAHHE HE3aBEPEHHBIX JOKYMEHTOB,
OTHOCSIIIIMXCS K BOMPOCY OOpaIleHHs, OroBapUBAETCs B TEKCTe chpaBku ('He3aBepeHHas
konusa"). [Ipy 0TCYyTCTBUM B apXUBE JOKYMEHTOB, coJiepaKaIuX CBEJICHUS o
3alpaluBaeMoOMy BOIPOCY, apXWBHAs CIpaBKa MOXKET OBITh BBbIJAHA 10 XpaHSAIIUMCS B
apXvBe MEeYaTHbIM MaTepHuaiaM, OTHOCSIIMMCS K IPeAMETy 0OpallieHusi, C TOYHBIM U TOJHBIM
yKa3aHHEM HUCTOYHHUKA.

ApXUBHBIEC CIPAaBKU COCTABIISIOTCS 10 YCTAHOBICHHOM (opme Ha OJlaHKE apXUBHOM
CIpaBKU WJIM 00IIeM OJaHKe OpraHu3alny.

B cmnpaBke mnpuBOIATCA Ha3BaHMSA, JAaThl U HOMEpa JOKYMEHTOB M H3JIaraiorcs
CBEJICHUS, UMEIOIINECS B HAa3BaHHBIX JOKYMEHTaX M OTHOCAIIMECS K BOINPOCY OOpalleHHUs.
N3noxxeHne maercsi B XpOHOJIOTHYECKOH MOCIEeI0BATEILHOCTH COOBITHIA, a HE TOKYMEHTOB, B
KOTOPBIX OHHM OCBELIAIOTCA.

JlomyckaeTcsi MPUBOJUTH B CIPAaBKE BBIICPKKA M3 JOKYMEHTOB, 3aKiioyas UX B
KaBbIukM. Ha3BaHus opranuzanuii B TEKCTE CIPaBKH MPHU MEPBOM YIOTPEOICHUN TPUBOIATCS
MOJIHOCTBIO, @ B CKOOKax WX O(UUIMANBHO TNPUHATHIE COKpAIICHHUS; IMPH MOBTOPHBIX
YIIOMUHAHHUSX - TOJIBKO COKpAaIlleHHbIE.

B cnpaBky BKJIIOUAIOTCS TOJIBKO CBEICHUS, YITIOMHHAEMbIE B JIOKyMEHTAX.

B Tekcre apXMBHON CHpaBKH HE JIOIYCKAIOTCS KOMMEHTapUH, COOCTBEHHBIE BBIBOJIbI
UCTIOJTHUTEJIS MO COJICPKAHUIO UCTIOIb30BAHHBIX IOKYMEHTOB.

ApxuBHas ~ clpaBKa  IOJMMCHIBACTCS  PYKOBOIMTEIEM  OpPraHM3alMd  WJH
MOJIpa3/IeIeHusl.



ApXUBHBIE KOIIMHU U BBIIUCKHU U3 JOKYMEHTOB BBIJIAIOTCS B COOTBETCTBUHU C 3aIIPOCOM.

W neHTHYHOCTh NOJUIMHHMKY BBIJAHHBIX APXUBHBIX KONHUH U BBIIIHCOK 3aBepseTcs
MOANUCHIO PYKOBOJAWUTENS OpraHU3alMd WA YIOJHOMOYEHHOIO MM JIMLA (PYKOBOIMTENS
MOJIpa3/IeIeHus], B COCTaB KOTOPOTO BXOJUT apXUB) U repOOBOI MEeUaThI0 OPraHU3aIHH.

Beinucka nmpou3BOIUTCS TOJIBKO M3 JOKYMEHTA, B KOTOPOM COJAEP)KHUTCS HECKOJIBKO
OTIENbHBIX, HE CBS3aHHBIX MEXJy CO0OH BOMpOCOB. Bhimucka MOMKHA BOCIPOU3BOIHMTH
IIOJIHBII TEKCT YacTU JOKYMEHTA, OTHOCSILENCS K 3aIllpocy.

JlomyckaeTcsi W3BATHE W3 apXUBHBIX [JEJI M BblJaya BIaAeiblAaM WIM HX
POJCTBEHHUKAM TMOJJIMHHBIX JIMYHBIX JOKYMEHTOB O TPaXJAHCKOM COCTOSHUM, 00
00pa30BaHUM, TPYIOBBIX KHWKEK M IPYTUX, HE  TOJYYEHHBIX B CBOE BpEMS BIaJENbLIEM
JOKYMEHTOB.

[lognuHHBIE JIMYHBIE JOKYMEHTBHl BBIIAIOTCA C  Pa3pelleHUss PYKOBOIUTENS
OpraHM3alUK 3asBUTEISAM II0 IPEABABIECHUM [1aCIIOPTa, UHOTO JOKYMEHTA, yI0OCTOBEPSIOLIETO
JUYHOCTh, UX POACTBEHHUKAM WJIM JOBEPEHHbIM  JIMIAM  HOTApUAJIbHO  3aBEPEHHOMN
noBepeHHOCTU. [1o/yIMHHBIE JINYHBIE TOKYMEHTHI MOTYT OBbITh BBICIAHBI 3asBUTEIIO IICHHBIM
IIICBMOM.

OpranaMu MpaBonopsi/IKa U3 apXUBa MOTYT ObITh U3BATH JOKYMEHTBI B COOTBETCTBUHU
C 3aKOHOaTenbCTBOM Pocculickont @enepanuu.

Ha mecTto u3bATOro JOKyMEHTa B J€JIO BKJIAABIBAETCSl CIIPAaBKa O BBIJAYe, CHSATAs C
HEro KOIMHUS WJIM B YYETHBIX apXMBHBIX JOKYMEHTaX JIeNaeTcsi OTMETKa 00 W3BATHH,
YKa3bIBalOTCS HOMEp, Jara M Ha3BaHUE JOKYMEHTA-OCHOBAHMS ISl M3BATHS, a TaKKe
pacnucka nojydaresns JoOKyMeHTa (IIpH JINYHOU Iiepeaaye).

IIpu oTcyrcTBMM B apxuWBe 3alpallluBacMbIX CBEICHHUM OTPULATEIbHBIA OTBET
COCTaBIIIETCS Ha OJlaHKE NMHCbMa OpraHu3alud. B Hem yka3biBaeTcsi (akT OTCYTCTBUS B
JOKYMEHTaX apXvBa MHTEPECYIOIIMX 3asBUTENS CBEACHUN M JAIOTCA PEKOMEHIALMH, KyJa
clieyeT oOpaTHTbes 3a HeoOXxonumol uHpopmanueidl. B cnydasx oTpuIaTenbHOTO OTBETA,
COJIepKAIEro CBEACHUSI 00 OTCYTCTBUU B apXMBE HEOOXOJUMBIX JOKYMEHTOB BCJIEJICTBHE MX
ru0eny WiIn yTpaThl.

5. OTBETCTBEHHOCTbD 3ABEJIYIOHIEI'O APXNBOM
5.1. JIOMmKHOCTHOE JIUI0, KOTOPOMY IMOPYUYEHO 3aBEIOBAaHUE apXUBOM, HECET
OTBETCTBEHHOCTbH 32 COCTOSIHHE PabOThl apXUBa U BBHIMIOJTHEHNE BO3JI0KEHHBIX HA HEro 337124 U
GyHKUIHUH.
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