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1. OBIIIME MMOJIOKEHHUSI
1.1. B MyHAIIUIIAIBHOM aBTOHOMHOM JOLIKOJBHOM o6paszoparenbHOM yupexaennd Ne 240
«Jletckuii caj KOMOHMHHMPOBAaHHOIO BHIA» (namee — VYupexJeHHe) UL XpaHCHHS
3aKOHYEHHBIX JIEJIONPOU3BOICTBOM JOKYMEHTOB CO31Aa€TCsl apXUB.
1.2. VYupexjaeHwe BbIIENAET IO apXuUB IOMEIICHUS, OTBEUAOMICe TpeGOBaHUAM
0GecreueHNsl COXPaHHOCTH JOKYMEHTOB, a TAKXKE COOTBETCTBYIOIICE o0opyIOBaHHE.
1.3. 3aBenOBaHHE apXMBOM IOPYYaeTCs OTBETCTBCHHOMY 3a apXUB JIUIY, HAa3HA9aCMOMY
IPUKa30M PyKOBOJAMTEIIS OpraHU3al|H.
1.4. B cBoeil paboTe apXWB OpraHHM3allM¥ PYKOBOACTBYETCS 3aKOHOIATENbHBIMH aKTAMU
Poccuiickoit Pemepanyy M0 apxUBHOMY JeJly, HOPMaTHBHO-METOMMICCKIMH JTOKyMEHTAMU
MuskyneTypbl Poccun u @eepaibHOTO apXHWBHOTO AreHTCTBA Poccun, mpHKazaMu H
YKa3aHUAMH PYKOBOJCTBA OpraHU3aliy ¥ HAaCTOAIIAM TIONOXKCHUEM.
1.5. KOHTpONb 3a JESTENbHOCTBIO apXMBa OCYINECTBJIACT PYyKOBOJCTBO OPraHM3AlUH MM
CTPYKTYPHOTO HOZpa3esIeH s, B COCTaB KOTOPOro BXOAHUT apXHB.

2. COCTAB JOKYMEHTOB APXUBA

B apxuB nepenaroTcs:
2.1. 3aKoHUeHHbIe NEIONPOM3BOICTBOM JOKYyMEHTBI, O0pa30BaBIIMECS B IEATCIEHOCTH

OpraHM3aLlMK U ee CTPYKTYPHBIX MOJpa3eIeHUH:
— JleN1a TIOCTOSTHHOTO XPaHEHUs;
— nena BpeMeHHOro (cBblme 10 JieT) cpoka XpaHeHHUs,

— JOKYMECHTHI 110 JINYHOMY COCTaBY,
— JOKYMEHTBI [IOCTOSIHHOTO XpaHC€HusaA M 110 JIUYHOMY  COCTaBYy OpFaHHBaHPIﬁ-

IIpeAILEeCTBEHHUKOB,;
— CIpaBOYHBIN ammapar K JOKyMEHTaM apXuBa (ormucu, HOMEHKIATYPhI Jiell, KapTOTeKH 1

T. IL.).

3.3AJJAYM 1 ®YHKIIUU APXUBA

3.1.OcHOBHBIMH 3a/1a4aMH apXUBa SIBISIFOTCS:
— KOMIUIGKTOBAaHHE apXMBa JOKYMEHTaMH, COCTaB KOTOPHIX MPEAYCMOTPEH pasleIoM p

HACTOSIIEro MOJIOXKCHUS,
— obecrieyeHue COXPaHHOCTH U Y4CT IIPUHATBHIX Ha xpaHeHHe JOKYMEHTOB,;



— OpraHu3zalus TMPakTH4YeCcKOM padoThl, CBS3aHHOW C HMCIOJb30BAHHEM JAOKYMEHTOB,
XpaHSIIHUXCS B apXUBE; |

—  KOHTpOJlb 3a [paBUIIbHBIM (HOPMHUPOBAHHEM H  ODOPMIICHHEM JIOKYMEHTOB B
JIeNIONIPOU3BOICTBE, OTOOPOM U MOArOTOBKON UX K Mepe/iaye Ha apXMBHOE XpaHEeHHE.

3.2. B cooTBETCTBHM C BBIMOJHAEMBIMH  3ala4yaMU apXMB OCYLUECTBISAET CleAYOLIH1e
byHKIUU:

— NMPYHUMAeT 0C/Ie 3aBepLIEeHHMs! 1eI0NPON3BOICTBA, YUUTBIBAET U XpaHUT 00Opa3oBaBLInecs
B JeATEeJIbHOCTM OpraHu3aldd JOKYMEHTbl, oOpaOoTaHHble B  COOTBETCTBMH ¢
JIeMCTBYIOLIMMHU MTPaBUIIAMM,

— opraHusyeT paboTy [0 T[OATOTOBKE OMNMCEH 3aBEPLICHHBIX J1€JI0NPOU3BOICTBOM
JIOKYMEHTOB [TOCTOSIHHOI'O XPaHEHUs 1 110 JIHYHOMY COCTaBY:;

— OCYIUECTBJISET Y4YeT [0 HOMEHKJIATypam Jell, HaXOMSLIMXCA B  CTPYKTYPHbIX
rnoapasaeieHusx (y HCIIOJHUTENeN) JOKYMEHTOB BPEMEHHOTO XPaHEHHUS,

— obecrne4nBaeT MoJHYI COXPAHHOCTb MPUHSATBIX HA XpaHEHHE JIeJ1;

— CO3/aeT, MOMOJHAET M COBEPLIEHCTBYET YYEeTHO-CMPaBOYHbIN annapar K XpaHamuMmes B
apXuBe JieJlaM U JOKyMEHTaM,;

— OpraHuM3yeT MCIO0JIb30BaHUE XPAHSILMXCS B aDXHUBE JIOKYMEHTOB;

— MHGbOPMHUPYET PYKOBOACTBO M PabOTHHUKOB OpraHu3alMd O COCTaBe M COAEPKAHHH
JOKYMEHTOB apXHBa;

— BbIJAET B YCTAHOBJEHHOM IOPSIAKE XPaHsALIMECs B apxuBe [efla W AOKYMEHTbI /Ul
UCIIOJIb30BAHMUS B MPAKTUYECKUX U APYTUX LEIIsX;

— MCIOJIHSIET 3ampochl YYPEKIEHUH M rpaxciaH o0 yCTaHOBJIECHUW TPYAOBOro CTaka W Mo
ApPYr¥M BOIMPOCaM COLMaIbHO-TIPABOBOTO XapaKkTepa;

— BejeT Y4YeT BblAa4d apxXUBHbIX Jel M JOKYMEHTOB, OCYLIECTBJIACT KOHTPOJL 3a
CBOEBPEMEHHbBIM MX BO3BpAILEHUEM B XPaHHIIHILIEC,

— TIPOBOAMT JKCIEPTU3Y LEHHOCTH IOKYMEHTOB, XpaHsIIMXCs B apXWBe, CBOCBPEMEHHO
OTOUpaeT K YHHYTOXKEHHIO J1eJ1a ¢ UCTEKIIMMK CPOKAMH XpaHCHHS;

—  OKa3blBaeT METOAMYECKYH [OMOLIb CJayk0e AeJoNpor3BOACTBA OpraHu3alln B
COCTABIEHMH HOMEHKIATypbl JIeJ, KOHTPOJHPYeT MPaBWUILHOCTL (POPMHUPOBaHHMs U
oopMlieHHs1 el B [1eJIONPOU3BOACTBE, [OAIOTOBKY [OKYMEHTOB K Mepejade B apXuB
OpraHu3aluy;

— B cJydae 3aK/IOYEHHs C COOTBETCTBYIOLIMM yupexieHnem denepanbHOro apXuBHOIO
areHTcTBa PoccuuM Ioroeopa o Iepejaue Ha rocydapCTBEHHOE XpaHeHHE JIOKYMEHTOB
opraHuzamMu  o0ecriedMBaeT  MOArOTOBKY — 3THX  JOKYMEHTOB M CBOEBPEMCHHOEC
NpeJCTAaBIEHME OMWUCH Jel TOCTOSHHONO XpaHeHWs Ha  YTBEPKAEHHE OKCIEPTHO-
TPOBEPOUHOM KOMHCCUH YKA3aHHOIO apXUBHOTO YUPEIKACHHS.

4. IPABA APXHNBA

4.1. B wuensX BbHIMOJHEHUS BOIOKEHHbIX 3a1ady M (QYHKUMH apXHB HMMEET [paBo:
— KOHTPOJHPOBATH COOJIIOJIEHHE B OpraHu3allMid W B €€ CTPYKTYPHBIX MOAPA3ACNCHUAX
yCTaHOBJEHHbIX [PaBH paboThl C JOKyMEHTaMH, 0DCCHEHeH s HX COXPAHHOCTH, KadecTsa
orOopa U MOAMOTOBKHU el K Iepelaye Ha apXHBHOE XPaAHEHUE;

— BHOCHUTb Ha pacCMOTpEHHE PyKOBOJCTBA OpraHMW3alWM NpPeAOKEHHUs, HAlPaBJICHHBIC Ha
yIydllleHHe B CTPYKTYPHBIX TMOJApa3jeNeHnsax padoTsl MO 0 OpPMIIEHHIO JTOKYMEHTOB,
(GOPMHPOBAHHKIO HX B 1eNa, MOArOTOBKE JOKYMEHTOB K Nepeaayc Ha apXMBHOC XpaHCHHC,



— MPEACTaBNIATH B YCTAHOBJICHHOM MOPsAKe 3asiBKH Ha oOecnevyeHre apxuBa HEOOXOAUMbIM
000pyI0BaHHEM U MaTepHalaMu, POBEAEHHE PEMOHTHbBIX padOT U T. I.;

— y4acTBOBAaTh B OpraHu3yeMbIX YyupexjieHusimu DeaepajbHOr0 apXWBHOroO areHTCTsa
Poccun MeponpusiTHSX MO MOBBILIEHHIO KBalTU(PUKALMKH PabOTHUKOB BEAOMCTBEHHLIX
apXMBOB U JI€I0NPONU3BOACTBEHHBIX CITYKO, YUpeKAEHHH H NpeanpUsITHH.

5. OPTAHU3ALUS JOKYMEHTOB B APXHUBE

5.1. JIokyMeHTaJIbHBIN 1 apXUBHBIA (POH OpraHU3alry.

Bcsi COBOKYMHOCTh JOKYMEHTOB, OOpa3ylrOILMXCs B JA€ATEIIBHOCTH OpraHu3aluy,
COCTaBJISIET €€ JOKYMEHTaJIBbHBIA (POH/.

JIoKyMeHTbI, 00pa3yroliiecss B AEATEIbHOCTH OpraHW3alrd 10 CpOKaM XpaHCHH:
Moipa3iesistoTCs Ha:

- IOKYMEHTbI BDEMEHHOIO CpOKa XpaHeHHs (10 10 JeT BKIIOUHTENIbHO);

- JOKYMEHTBI J0JIrOBPEMEHHOr0 CpoKa XpaHeHus (cBbitie 10 jeT);

- IOKYMEHTBI MOCTOSIHHOTO (BEYHOr0) XpaHeHHUs!.

5.2. OpraHusalus JOKyMEHTOB B [1pe/ie/laX apXuBHOro (poHxa.

OCHOBHbIE MMOHSTHSI U TPEOOBAHHS.

B mpenenax apxuBHOro (OHIA YHYETHO-KIACCHM(PHUKALUMOHHOW CAMHMLECH ABJIACTCS
eNMHMLA XPAHEHWs JOKYMEHTOB. EMMHMIBI XpaHeHMs JIOJKHBI ObITh — OMHMCaHbI,
CHCTEMATH3UPOBAHbl, BHECEHbI B ONMUCH W OpOPMIEHBI B MOpPsijKe, 00ecrneynBalolemM Hx
y4eT, [IOUCK U UCIIOJIb30BaHHE.

EquHULB! XpaHeHHs (1ena) apxMBHOTO (OHAa CUCTeMAaTU3UPYIOTCs B Mpeesiax GoH/1a
COIJIAaCHO cxeMe cucTeMaTu3aluu. Cucremarusalusi A0KYMEHTOB (oHIa MNPOBOIMTCS B
JIeNIOTIPOM3BOJICTBE W B apXMBe OPraHu3alMu IpH MOArOTOBKE JIOKYMEHTOB K Mepeiaic B
roCy1apCTBEHHbIE apXHUBBI.

OpraHuzauus 10KyMEHTOB I10 JINYHOMY COCTaBy.

JIOKyMEHTbl 110 JIWHOMY  COCTaBy  BBLIEIAIOTCS B 0COOyto  rpyniy,
CHUCTEMATU3UPYIOTCS 060C00IEHHO U BKIIOHYAKOTCS B OTAC/IbHYIO OMUCD.

PerucTpallioHHO-y4eTHbIe (OPMbl JOKYMEHTOB [0 JIMYHOMY COCTaBYy (KHWIH,
KypHaJIbl yueTa MPUKa30B O [PUEME, MePeBOJIe, YBOJIBHCHUH, JIMUHBIX KAPTOUCK, JHYHbLIX
7€, COIVAalleHHUH, KOHTPAKTOB M [p.) BKJIOYAKTCS B OMWUCh JOKYMEHTOB 10 JHYHOMY
COCTaBy.

Ha nuuHble fej1a yBOJEHHBIX COTPYAHUKOB MOJKET COCTABISATLCS OTAEbHAsH OMUCh.

Jlena 1o JUYHOMY COCTaBy, Kak MPaBUJIO, CHCTEMATU3UPYIOTCS 110 XPOHOJIOTMHYCCKOMY
Mpu3HaKy. B apxuBax KpYIHbIX OPraHU3alui ¢ OOMBLIMM KOTHYECTBOM paOOTHUKOB MOXKET
HCIIOb30BAThCS CTPYKTYPHO-XPOHOJIOrHYECKHI MPUHLMIT CHCTEMATH3aLMK JTHYHBIX €.

B npenenax Kaxmoro roja Jejla 1o JHYHOMY COCTABY CHCTEMATH3MPYIOTCH 110
CTeNEeHM BAXHOCTH - MPUKa3bl O 3a4dciieHny Ha ciyxkOy (B ydeOHoe 3aBe/leHHE H T.1L.),
repeMelieHny, yYBOJbHEHHHM (OKOHYaHMH y4eOHOro 3aBeleHMs H T.A.), JULEBbIE CUETa,
CIIMCKH, KypHalbl ydeTa NOKYMEHTOB [0 JIM4YHOMY COCTaBy, Apyrue perncrpalmoHHO-
y4eTHbIE JOKYMEHTbI, JIMYHbIC JIeJ1a.

JluyHble nefa M JIMYHbIE KApTOUYKH YBOJIEHHBLIX COTPY/IHUKOB OTHOCATCS K IOy
YBOJIbHEHUS U CUCTEMATH3UPYIOTCS B Npefetax Kakaol Ipynmbl 1o andasuty
baMuIun.



6. YYET JOKYMEHTOB B APXUBE

6.1. O6wme TpeGoBaHMsl K yUeTy J0KYMEHTOB.

Y4er NOKYMEHTOB B apXMBe OpraHu3allMk - 3TO OMpCACNeHHE MX KOIMYECTBA I
COCTaBa B YCTAHOBJIEHHbIX €AMHHMLAX y4yeTa W (UKcalus (PerucTpaums) NMpUHALIEKHOCTH
Ka)kKJOH e[IMHHULb] y4eTa K ONpe/Ie/IeHHOMY KOMIIEKCY M OBLIEro UX KONHYECTBA B YUETHDIX
JOKYMEHTaXx.

[lon y4eTHBIM JOKYMEHTOM MOHMMAETCsi [OKYMEHT YCTAHOBJEHHOH (DOPMbI.
(QUKCUPYIOIMI TOCTYMJIEHHE, BBIOBITHE, KOJHYECTBO, COCTAB M COCTOSHHE aApXUBHbIX
JIOKYMEHTOB B €IMHMLIAX y4erTa.

Yuer 10KyMEHTOB B apXMBE€ OpraHHU3alMK SIBJISETCS OJHUM M3 CPEICTB 00ecredeHus
HX COXPAaHHOCTH M KOHTPOJIS 32 UX HAJTHYHUEM.

Ydety moanexar Bce XpaHsLIMecs B apXMBE OPraHM3alMH JOKYMEHTBI, B TOM 4YMCIIE
HEOMKUCAHHbIE U HENPO(UIIbHBIE 11 JaHHOTO apXHBa.

YueT npou3BOAMTCS MyTeM NPUCBOCHUSI aPXMBHBIM JOKYMEHTaM (eAMHULAM yyeTa,
€IMHULIaM XPaHEHHUs) YUETHBIX HOMEPOB, SBJISIOLLMXCS H4aCThIO ApXUBHOTO LK (pa.

ApXUBHbIA LIHQP - 0003HAuEHME, HAHOCHMOE HA KAXKAYH EAMHHMILY XPaHEHHs C
LeJIbI0 ODecrieyeHus ee y4eTa W MASHTH(UKALMK. APXUBHBIA LIM(BP COCTOMT M3 HOMEPOB:
apXMBHOro ()OHIA MO CHUCKY (DOHJOB apXuBa OpraHW3alUWKM W uepe3 ApoOb MO CIUCKY
(OHIIOB TOCYNapCTBEHHOIO apXHMBa, WCTOYHMKOM KOMIJIEKTOBAHMS KOTOPOrO SIBJSICTCS
OpraHM3alusl, apXUBHOH KOJIJIEKLIMH, OTNIUCH, e/IMHULIbI XPAHEHHSI.

Homep apxuBHOro dQonma mnpucBauBaeTcsi rocyaapcTBEHHBIM apXHBOM  TOCIIE
O()OpMIIEHHsI IEPBOTO  MOCTYIIEHUs JOKYMEHTOB OpraHu3alMK Ha NOCTOSHHOE XpaHEeHHe.

6.2. Enunune! yyera.

OCHOBHBIMM €IMHMLIAMH y4eTa JIOKYMEHTOB HE3aBUCUMMO OT BHJA HOCHTEJsl, Criocoba
U TeXHUKH 3aKpeIeHnst UHPOpMaLUH SBIISIHOTCS ;

- @pXHBHBIA (POH/1, apXUBHAS KOJJIEKIINS;

- €IMHHLA XPaHEHHUS.

JIOKYMEHTBI JIMYHOTO MPOMCXOXKAEHHs, HE [pOLIEAIIME HAYYHOIO OMNHCAHHS,
YUUTBIBAIOTCS, KaK [PaBUJIO0, 10 JOKYMEHTaM U JIMCTaM.

HeobpaboTtannble J1OKYMEHTB! (POCChINb) YUMTBIBAIOTCS M3 pacuera 150 aucToB B
OJIHOH YCIIOBHOMW €[IMHHULIE XPaHEHHUSI.

EnvHuua xpanenus - Qusndeckn 0060COOMEHHbIE AOKYMEHT MM COBOKYIHOCTD
JIOKYMEHTOB, UMEIOLLIHUE CAMOCTOSATE/IbHbIE 3HAYEHHE.

Ennnuua  xpaneHus [JOKyMEHTOB Ha OyMaKHOHW OCHOBE (J1€/10) COBOKYIHOCTb
AOKYMEHTOB, OTACIbHbBIA JOKYMEHT, 3aK/I04eHHbIE B 000CO0IeHHYI0 00/10KKY, MarnkKy.

Y4er [OKyMEHTOB B apXHWBe OpraHU3allid CTPOMTCS Ha OCHOBE COOIIONEHMUS
IPUHIUIIOB:

- LIEHTpaJIM3al1H, BbIPAXKEHHON B IPUMEHEHHH €/IMHBIX €JIMHHUIL yyeTa;

- YHU(]HUKALKWK, OCHOBAHHOH Ha COOMIOJAEHMM MPEEMCTBEHHOCTH YydeTa apXMBHbBIX
JOKYMEHTOB Ha BCEX CTaAUsAX pabOThbl ¢ HUMH;

- JIMHAMMYHOCTH, OOECreuynBaeMoil CBOEBPEMEHHbIM U  ONEpPaTUBHbIM BHECEHHEM
M3MEHEHUH B yUYETHbIE JOKYMEHTbI WJIK COCTaBJIEHUEM HOBbBIX YUETHBIX JOKYMEHTOB;

- MMOJIHOTBI U JOCTOBEPHOCTH y4eTa.

[Topsiiok mocTyna K y4yeTHbIM JOKyMEHTaM, a TakKe K yueTHbIM 0azam JaHHbIX
apXuBa OpraHM3alMK  OINpeJessieTcsl IPUKA30M PYKOBOJICTBA OpraHW3aliy. Bee yuerHbie



JIOKYMEHTBI apXKBa OpraHu3alMyd  JIOJKHBI XPAaHWTBCS B XpaHWJIMLIE (MK CHELMalbHO
BbIIEJEHHOM MOMELIEHUH) B celdax HiIM MeTATHYeCKUX IKadax.

7. MOPSIAOK BEAEHUA OCHOBHBIX YYETHBIX JTOKYMEHTOB

7.1. OcHOBaHMEM KaXKIOM 3aMKUCH B OCHOBHBIX YYETHBIX JTOKYMEHTAX ABJSACTCS:

- npu nocmynieHuu OOKYMeHIMos 8 apfru@ OpeaHU3aAYy UL

- CIaTOYHblE ONWUCH CTPYKTYPHBIX [0/pa3/e/leHu Ha JIOKYMEHTbl MOCTOSHHOIO,
f0JrOBpeMeHHoro (cBbile 10 JeT) XpaHeHHus 1 N0 JIMYHOMY COCTaBY (MPUIOKEHHE 12);

- CBOJIHAS HOMEHKJIATypa [eJl OpraHu3alMy WM HOMEHKJATypa Jejl CTPyKTYpHOro
rnojpasjaenends ¢ O(OPMIIEHHOH HWTOrOBOW 3aMMChi0 O KOJIMYECTBE 3aBC/CHHBIX M
3aKOHYEHHBIX AEl.

- npu bIbLIMUU OOKYMEHMOB U3 APXUEA OPAHUZAYUU.

- aKT npueMa-repesadyy JO0KyMEHTOB Ha MOCTOSHHOE XpaHeHHEe B roCy1apCTBEHHbBIH
apX¥B WIH apXUB JPYyrOd OpraHu3alum,;

- aKT BO3Bpara JOKYMEHTOB COOCTBEHHHUKY

- aKT O BBIJEJIEHUU K YHHUYTOXKEHHUIO JOKYMEHTOB, HE MOAJIE)KALMX XpaHCHHIO;

- QKT O He OOHapy)KEHMUHU TOKYMEHTOB, ITyTH PO3bICKA KOTOPBIX UCYCPIAHBI;

- aKT O HEHUCIIPABUMbIX MOBPEKACHUIX JOKYMEHTOB,

- MO pe3ynLmamam 6bINOAHEHUA 6HYMPUAPNUBHBIX paDom (COCMAenenus c600HbIX
onuceli, HaAy4yHo20 ONUCAHUS OOKYMEHIMOE NUUHOSO NPOUCXOHCOCHUR, APXUBHOLX KONLTEKYUl,
cocmagnenus, onucetl 0cobo YeHHblx 0en U OOKYMEHmO8, Cmpaxoéoeo ¢onda u ponoa
NONBb308AHUS, CO30AHUS 0OBLEOUHCHHBIX APXUBHBIX POHO0E, NPOBEPKU

~ aKT 00 OGHApYXKEHHH JOKYMEHTOB (HE OTHOCALIMXCS K JAaHHOMY (OHIY, apXHBY,
HEY4TEHHBIX U T.1.).

Kuura yuera nOCTyIJIEHUS U BbIOBITHS IOKYMEHTOB.

KHura yuera mocTymjeHus U BbIOBITHS JOKYMEHTOB MpEeJHa3Ha4eHa s yueTa BCex
TeKyIIMX ¥ UTOroBbIX (Ha | SHBaps Ka)K[10ro rojia) W3MEHCHUH B COCTABE oobeme (hoH10B
M JeJ B apXMBe OpPraHU3alliH, CBS3aHHBLIX C [IPHEMOM, BBIJEJICHUEM JIEJI, HE MOMICKALINX
nanpHeHIleMy XpaHeHUIo, repenadedl gejl B roCyapCTBeHHbIH WU apyroi apxus. Knura
ydeTa MOCTYIICHHs M BBIOBITHS JIOKYMEHTOB CJ1YKMT OCHOBOH /A COCTABICHHA JIMCTOB
(hoHI0B, NacnopTa apxmaa.

Kaxoe MOCTYIJIEHHE WM BbIObITHE [10JIy4aeT CaMOCTOSITENbHBIA [OPAAKOBbIH
HOMED.

Eciy 1mocTyrieHHe COCTOMT M3 JAOKYMEHTOB HECKOJBKHX (POHIO0B, TO JaHHbIC 110
Kax oMy GoHay (Ha3BaHHe (QOHJA, ero HOMEP M T.A.) 3aMUChIBAIOTCS € HOBOW CTPOKH 3a TEM
’Ke TIOPSIAKOBBIM HOMEPOM.

V4yeT NoCTyIJeHHs W BbIOBITHS [JOKYMEHTOB B apXWMBE, XpaH:LIEM OJMH donn,
BeJIETCs 10 JIUCTY (hoHaa.

ApXHB OpraHu3aldM CO CJIOKHOH CTPYKTYPOH MOXET YYMTBIBATH B KHUIE yHcTa
OCTYIJIEHHs] ¥ BBIOBITHA JOKYMEHTOB CaMOCTOATEbHO MOCTYIICHHE W BBIOBITHE
JIOKYMEHTOB KaXJO0ro  CTPYKTYPHOTO MoJApa3/e/eHHs.

Ecau nokymeHTbl (OHIa [OCTYMalT B apXWB  BIIEPBBIC, TO HOMEP don1a
IPOCTABJISCTCS B KHMUIE ydeTa MOCTYIUICHHS W BbIOBITHSI JIOKYMEHTOB 10CJI€ [IPUCBOCHMS
eMy HoMepa 10 crucKy GpoH1oB. Ecan MOCTYNMBLIWE JOKYMEHTbI SBJISIOTCS  HacTbIO
(ona, y’Ke HMEIUIerocst B apXuBe, TO B COOTBETCTBYIOLIEH rpade KHUIM yKa3blBaCTCA
HOMEp, MPUCBOEHHBIH 3TOMYy (oHay paHee. Eciu [MOCTYIHJIM WJIM BbIObLIM HEONUCAHHbIE



JOKYMEHTBI, TO B rpade 6 aenaercss OTMeTKa: “He onucaHbl", a cBeeHus 00 00bemMe 1aloTes
B 13 u 14 rpadax.

ExeroqHo B KHUIe yuyera MOCTYIUIEHUsl W BbIOBITHSI JIOKYMEHTOB MOABOIMTCS HTOI
KOJIMYECTBA MOCTYMUBLLKWX W BbIOBIBIIUX 3a [0/ JOKYMEHTOB (1e1).

8. UCITIOJIb3OBAHUE 'IIOKYMEHTOB APXHUBA

8.1. IToHsiTHE MCIIONB30BAHUS TOKYMEHTOB apXMBa.

Hcnonp3oBaHne apXMBHBIX JOKYMEHTOB - [PHMEHEHHE WHPOPMAIMH apXHBHBIX
JIOKYMEHTOB B KYJbTYPHbIX, HAayYHbIX, MNOJMTHYECKUX, DKOHOMHUUYECKHUX LEJIAX WU JUIs
oOecrevyeHus 3aKOHHBIX MPaB U UHTEPECOB I'PaXk/iaH.

JIOKYMEHTbl apXUBOB OpraHu3alWi SIBASIOTCS OTKPBITBIMU 111 MCIIOJIb30BAHMS
apXHUBOM U IOJIb30BATENSAMHU.

Hcknrouenue COCTaBJISIET JOKYMEHTHPOBAHHasI nHpopmanus, OTHECEeHHasl
3aKOHOAATEJbHBIMU aKTaMH K KaTerOpuM OrpaHM4YeHHOro J10CTyIa.

[lopsinok Mcnonb30BaHMs NOKYMEHTOB ApxuBHOro ¢ounaa Poccuiickoin Peaepallnu,
HaXOJSALIUXCS HA BPEMEHHOM XPAaHEHWU B OpraHM3alusX, OINpeAessseTcs UMW Ha OCHOBE
Hactosero [lonoxeHus.

OCHOBHBIMHM (pOpMaMU UCMOJIb30BAHHUS JOKYMEHTOB apX1Ba sIBJISIOTCSI:

- UHQOPMHUPOBAHUE PYKOBOJCTBA U CTPYKTYPHBIX MOJApPa3AC]I€HUH OpraHu3aluy, a Takke
JPYTUX OpraHM3alui O HaJIMYWK B apXHUBaxX Te€X MJIM MHbIX JIOKYMEHTOB U UX CO/IEPIKAHNH;

- UCITOJIHEHHKE 3aMpOCOB PpaX<1aH U OpraHu3allMil COLUaIbHO-NIPABOBOrO XapaKkrepa,

- NIOArOTOBKA MH(OPMALIMOHHBIX MEPONPUSITUI: BbICTABOK, KOH(EPEHUHH U p.;

- BblJ1a4a JJOKYMEHTOB BO BPEMEHHOE [10JIb30BAHUE.

UupopmupoBaHde W UCIOJHEHHE 3alpoCOB pPYKOBOAWUTENECH OpraHu3aluu W
CTPYKTYPHBIX MOJpa3ieIeHUH, a TaKXkKe APYruX OpraHu3alMui OCYLLECTBIISETCS apXUBOM
[0 OINpEeNeJeHHON TeMaThKe [0 3alpocy WM B HHULMATHUBHOM [MoOpsijike B (opme
MH(POPMALIMOHHOIO MUCbMa WJIM CIIPaBKU O HAJIMUKUU B @pXMBE COOTBETCTBYIOIIMX

NudopmupoBaHue pyKOBOAMTENEH MOXET TMpPOU3BOAMTBLCS Takke B (opme
TEMaTU4YECKON NMOAOOPKU KOMHUHU AOKYMEHTOB, K MOAOOpPKE KOMUH MpuUiaraeTcsi TUTYJbHbIN
JIUCT, @ TAK)Ke NIPU HEOOXOAUMOCTH MCTOpUYeckass  CrpaBka, [epeyeHb W JApyrue
MaTepuallbl.

8.2. HcnonHeHue 3amnpocoB rpaxaaH M OpraHM3aluid COUMAIbHO-TPABOBOIO
Xapakrepa.

Wudopmauus  couuanbHO-NMpaBOBOIO — xapakTepa [0  3anpocam  IpaxiaH W
opraHu3alui BblaeTcsi B ¢GopMe apXMBHOH CHpaBKW, apXMBHOM KOIMMU WU apXHUBHOM
BBIITUCKH.

ApxuBHas cripaBKa - JOKYMEHT, COAEpPKallUi apXHBHYIO MH(MOPMALMIO O IIpeIMeTe
3arnpoca, C yKa3aHMEM I[IOMCKOBBIX JaHHBbIX JOKYMEHTOB, Ha OCHOBaHWHU KOTOPbIX OHa
COCTaBJIE€HA.

ApXuBHasi KOIUs - JOKYMEHT, BOCTIPOU3BOASALLMN TEKCT MIIM U300paXKeHHe apXHUBHOI'O
JNOKYMEHTA, C yKa3aHUEM €ro MOUCKOBBIX JaHHBIX.

ApxuBHas BBIUCKA - JOKYMEHT, JIOCJOBHO BOCIPOM3BOJSLIMK YacTh TEKCTa
apXUBHOTO JIOKYMEHTa, OTHOCSLIYKCS K ONpeAeJeHHOMY BOnpocy, (axkTy HiH Juiy, ¢
VKaraHUEeM NMOUCKORBBIX NTAHHBIX NTOKVMEHTA.



ApXHBHBIE CIPABKU, BBIMMCKA M KOMNWHM BBbIJAKOTCS Ha OCHOBAHMM MHCBMEHHOrO
3ampoca MOJIb30BaTess, KOTOPBI JOJDKEH coaep)KaTh HauMeHOBaHWe (M aapec IpH
IepeChUTKe) OpraHM3ally (apXMBa), KOTOPOM OHHM aJpecoBaHbl; HM3/I0KEeHME CYLIECTBA
3ampoca; GaMUIHIO, UMs U OTYECTBO OOPALIAIOLIEroCs; ero aJpec, KOHTAKTHbIe Tele(OHbI;
JaTy W JIMYHYIO TOAINHKCD.

OOpauieHusi rpaxiaaH, B KOTOPbIX é’l‘cy'rcmyxor bamuinu, aapeca U MOJIKCH
00paLIAIOLIKUXCSl, CUMUTAIOTCS AHOHMMHbBIMH M HE MOJJIEKAT PACCMOTPEHUIO; TIPH JIMHHOM
o6palleHHy Mpu Hanuuud (GaMUInKM U ajpeca HejocTarolias MH(GOpMaLus MOXKeT ObITh
BOCIIOJIHEHA.

CpoK  WCIOJHEHHS] 3alpoCcOB  COLUMANbHO-MIPABOBOrO  Xapakrepa rpakaad M
opraHu3aLuii Mo Marepuanam apxupa He JI0IUKeH peBblliaTh 30 JHEH CO JAHs perucTpaliy
obpatuenusi. [Ipu CI0KHBIX 3aNpocax CPOK MOKET ObITb NMPOICH, HO He bosee uem Ha 30
JHel ¢ 00s3aTeNbHBIM YBEIOMIEHUEM 00 STOM 3asiBUTE/IS.

CpoK HCIIOJIHEHUSI 3alPOCOB C  HMCIIOJIb30BAHUEM TOJIbKO HAy4HO-CIPaBOYHOIO
arrapara apxupa — He Gosiee 15 IHe# ¢ MOMEHTa perucTpaluy 00paieHus.

ApXHBHBIE CNPAaBKK COCTABIAIOTCA HAa OCHOBAHMM AOKYMEHTOB (MOJMHHUKOB M
3aBEpPEHHbIX KOIMHi1), XPaHSIIMXCA B apXMBE; MCIO0Jb30BaHHE HE3aBEPEHHbBIX JIOKYMEHTOB,
OTHOCSILUMXCS K BOMPOCY OOpallleHust, OroBapuBaeTcst B TeKcTe CrpaBky ("HezaBepeHHas
konus"). [Ipy OTCYTCTBUHM B apXHUBe [OKYMEHTOB, colepKallnx CBE/ICHHS o
3anpaliMBaeMoOMy BOIPOCY, apXMBHAs CIIpaBka MOXKeT ObITh BblAAHA 10 XPAHALLMMCS B
apXyBe MeYaTHBIM MaTepuajaM, OTHOCAIIMMCS K MPEAMETY OOpalleHMs, C TOUHBIM M
MIOJHBIM YKa3aHUEM UCTOYHHKA.

ApPXHMBHBIE CIPABKK COCTABIISIOTCS 110 yCTAHOBJIEHHOH (hopMe Ha OsaHKe apXHBHOH
CIpaBKK UK 0011eM OJlaHKe OpraH|3almrH.

B cnpaBke MNpUBOSTCS HA3BaHMsl, JaThl M HOMEpa JAOKYMEHTOB W M3Jlaraiorcs
CBEJIeHMs, UMEIOLMecs] B HA3BAHHAIX JOKYMEHTaX W OTHOCSILIMECS K BOMpPOCY OOpalleHHs,
M310XeHHe 1aeTcsl B XPOHOJIOIHYECKOH M0oC/1e10BaTeIbHOCTH COOBITH, 8 He JIOKYMEHTOB, B
KOTOPBIX OHU OCBELLAKOTCS.

JlomyckaeTcsl TPUBOAWTH B CIpaBKe BbLAEPKKH M3 JOKYMEHTOB, 3aKioyas WX B
KaBbIYKM. Ha3BaHMs OpraHm3aluil B TeKCTe CHPaBKM TMpPH [EpPBOM  yrnorpedieHuu
NPUBOJATCS MOJHOCTBIO, @ B CKOOKax MX O(MHLMAIbHO TMPHUHATBIE COKPALLECHUA, [1PH
IIOBTOPHBIX YTOMUHAHUSAX - TOJIbKO COKpalleHHbIE.

B cnipaBKy BKIHOYAIOTCS TOJBKO CBEAEHHUS, YTTOMUHAEMbIC B IOKYMEHTAX.

B TekcTe apXMBHOMN CIpaBKH He JOMYCKAIOTCS KOMMEHTApHH, COOCTBEHHbBIC BbIBO/LbI
UCIIOJHUTEIS 110 COJCPIKAHUIO UCIOIB30BaHHbBIX JIOKYMEHTOB.

ApxXMBHas  CrpaBka  [OAMMCHIBAETCS  PYKOBOAMTEJIEM  OpraHu3audu — Wiln
noJpasaeaeHus.

ApXUBHbIE KOMMH U BBIMUCKH U3 JOKYMEHTOB BbI1AIOTCS B COOTBETCTBMH C 3alIPOCOM.

M IeHTHYHOCTh TOMJUMHHUKY BbIAaHHBIX apPXMBHBIX KOMWH W BBITMCOK 3aBEPACTCS
MOJIMNCHI0 PYKOBOAWTENS OpraHW3aldk WM YNONTHOMOYEHHOTO MM JiMla (PYKOBOAMTES
MoApasziefieHus, B COCTaB KOTOPOrO BXOAMT apXMB) U repOoBOH MeyaThio OpraH13aimy.

Bhinucka Npou3BOJUTCS TOJBKO M3 JOKYMEHTA, B KOTOPOM COJEPHKHTCS HECKOJILKO
OTIEJIbHBIX, HE CBA3AaHHBIX MEXIy CO0O0W BOMpOCOB. Bbimucka A0JKHA BOCHPOHU3BO/IMTD
MOJTHBIM TEKCT YaCTH AOKYMEHTA, OTHOCSLIEMCS K 3aMpocCy.

JlomyckaeTcs W3bsATHE W3 apXMBHbIX Jlel M Bbllaya Blajesibliam  WiIK X
POJCTBEHHHKAM MMOAJMHHbBIX JIHYHBIX JOKYMEHTOB "0 I'PakJaHCKOM COCTOsiHMH, 00



00pa30BaHUU, TPYLOBBIX KHWKEK U IPYTHX, HE  MOJYYEHHBIX B CBOC BpeMs BIALC/LLCM
JIOKYMEHTOB.

[TomivHHbIE JIMYHBlE JOKYMEHTbl BbLAAKOTCS ¢ pa3pelleHus  PYyKOBOAMTEIIA
OpraHu3allMyd  3asBUTENAM [0  MpPEeAbsBICHWM  MACopra,  MHOro  JOKYyMEHT4,
YI0CTOBEPSIOLLIEro JIMYHOCTh, HX POJACTBEHHUKAM WM  IOBEPEHHBIM JIHLAM  HOTApHAILHO
3aBEpPEeHHON OBEpeHHOCTH. [loaMHHbIe TIMUHble JOKYMEHTHl MOTYT ObITb BbICJIAHDI
3asIBUTEJIIO LIEHHBIM [TUChMOM.

OpraHamu MpaBoMnopsiaKa U3 apXMBa MOTYT ObITh H3BATHI IOKYMEHTBI B COOTBCTCTBHH
¢ 3akoHOaTe bCcTBOM Poccuiickoi Penepatuu.

Ha MecTo U3BbATOro JOKYMEHTa B JIeJ10 BKJa/IbIBaeTCs ClpaBKa O BblAa4e, CHATAA C
Hero KOIMUS WJIM B YUETHbIX AapXMBHbIX JIOKYMEHTax Jejaetcs OTMETKa 00 HU3BATUH,
yKa3bIBAIOTCSl HOMep, JaTa M Ha3BaHMe JAOKYMEHTa-OCHOBAHMS AA M3LATHA, a TAKKE
pacrucKa rnojy4aresns 10KyMeHTa (1pH JUYHOM nepenave).

[Ipy OTCYTCTBMM B apxuBe 3alpallinBacMbIX CBEJIEHUI OTpULIATE/IbHbIM OTBET
cOCTaB/IseTCsl Ha OJaHKe MMUCbMa OpraHu3allu. B Hem ykaspiBaeTcs (akT OTCYTCTBMA B
JIOKyMEHTaX apXyMBa MHTEPECYIOLIMX 3asiBUTCIIs CBEJEHUN M Jal0TCAd peKOMEHJalMu, Kyla
clefyeT oOpaTUThCA 3a He0OXOAUMOH uHpOpMAaLHeH. B ciyyasix OTpULATENIBHOTO OTBETA,
cozepIKallero cBefieHusi 00 OTCYTCTBUM B apXMBE HEOOXOAUMBIX JOKYMEHTOB BCJIC/ICTBHE
WX rU0ey WK yTPaThl.

5. OTBETCTBEHHOCTbD 3ABEAYIOWEIO APXUBOM
5.1. JIO/DKHOCTHOE JIMLO, KOTOPOMY  TOpYY€HO  3aBE/I0BAHHE  apXHBOM,  HECCT
OTBETCTBEHHOCTH 3@ COCTOSIHUE pabOThl apXKBa W BbLITOJIHEHME BO3JIOKEHHbBIX HA HEIO 3a/1a4
U QYHKUMH.
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