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1. OBILME ITOJIOXKEHNW A
1.1. B MyHununaisHoM OrOKETHOM JIOUIKOJIBHOM —00pa3oBaTelbHOM
yupexaeHun «Jlerckuii can obepasBuBaromiero Bumga Ne 28 «PsiOuHka» cena
bonpmme Kifloun 3enenonombekoro MYHHIMIIAIBHOTO paiioHa PecmyOmuku
Tarapcran»  (mamee —  VYupexaeHue) Ul  XpaHEHUs  3aKOHYEHHBIX
JIeJIONPOU3BOICTBOM JIOKYMEHTOB CO3Ja€TCsl apXUB.
1.2. Yupexxnenue BBIIENSET IIOJ apXUB IOMeIleHHUE, OTBedarollee TpeGOBaHUAM
obecrieueHnss  COXPAaHHOCTH  JIOKYMEHTOB, a TakKXe COOTBETCTBYIOIEE
obopyoBaHuUeE.
1.3. 3aBeoBaHMe apXMBOM IOpy4aeTcss OTBETCTBEHHOMY 3a apXWB JIHILY,
Ha3Ha4YaeMOMY ITPHKa30M PyKOBOIHUTEIIS OpraHU3aIHH.
1.4. B cBoeii paboTe apxXWB OpraHH3aUUH PYKOBOJACTBYETCS 3aKOHOJATETBHBIMU
aktamu  Poccuiickoit @exepauuu 1O apXWBHOMY Jelly, HOpPMaTHBHO-
METOAMYECKUMH JOKyMeHTaMH MHUHKyNnbTypel Poccun u  DenepalbHOTroO
apXMBHOTO areHTcTBa Poccuu, TIpHKa3aMd ©  yKa3aHUSIMH PYKOBOJCTBA
OpraHM3alMK U HACTOSIIUM IOJIOXKEHHEM.
1.5. KoHTpoiab 3a [eATeNBbHOCTBIO apXHBa OCYILECTBISIET PYKOBOICTBO
OpraHM3alii WX CTPYKTYPHOTrO MOJpa3fielieHus, B COCTaB KOTOPOTO BXOIUT
apXUB.

2. COCTAB JOKYMEHTOB APXVBA
B apxuB nepenatorest:
2.1. 3aKoHYEHHBIE [EJONPOU3BOACTBOM JOKYMEHTBI, OOpa30OBaBIIMECS B
JeATeNIbHOCTH  OpraHM3allud U ee  CTPYKTYpPHBIX  IOApa3JelleHHN:
- Jena IIOCTOSIHHOT'O XpaHEHUs;



— nena BPEMEHHOTO (cBpILIE 10 ner) CpOKa XpaHEeHNs,
- JIOKYMEHTBI o JUYHOMY COCTaBY;
— JIOKyMEHTBI IOCTOSIHHOTO XpPaHEHUs M IO JIMYHOMY COCTaBy OpraHM3aluil-
IPEIIECTBEHHUKOB;

— CHpaBOYHBIM ammapaT K JOKyMEHTaMm apxuBa (OMHCH, HOMEHKJIATYpbl e,
KapTOTEKH U T. I1.).

3.3AJAUYN U ©YHKIIMUN APXNBA
3.1.0cHOBHBIMM 337]a4aMH ApXUBA SBIIIOTCS:
— KOMIUIEKTOBAHHE AapXuBa JIOKYMEHTaMH, COCTaB KOTOPBIX HPEIyCMOTPEH
pasnenom 2 HACTOSIIETO MTOJIOKEHUS;
— o0ecrieyeHne COXpaHHOCTH U yY€T MPUHATHIX HA XpaHEHHUE JOKYMEHTOB;
— OpraHM3anusi TNpPaKTUYEeCKOWl paboThl, CBSA3aHHOM C HCIOJb30BaHUEM
JIOKYMEHTOB, XpaHALIUXCS B apXuBE;
— KOHTpPOJb 3a MpaBWIbHBIM (POpMUpOBaHUEM U O(POPMIICHHEM JIOKYMEHTOB B
JEJIONPOU3BOACTBE, OTOOPOM M TOATOTOBKOM HMX K Ieperade Ha apXUBHOE
XpaHEHUE.
3.2. B COOTBETCTBMH C BBINOJHAEMBIMU 33Ja4aMU APXUB OCYIIECTBIISIET
CIEAYIOIINE byHKINH:
— TMPUHUMAET IMOCIE 3aBEpPUICHUS JACJIONPOU3BOJICTBA, YYUTHIBAET M XPAHUT
oOpa3oBaBIIMECS B ACATEIBHOCTH OpPraHU3ALMHM JOKYMEHTBI, 0OpabOTaHHBIE B
COOTBETCTBUH C JEHCTBYIOIMMHU MpaBUJIamMu;
— opraHuzyeT padoTy MO MOJTOTOBKE OMUCEW 3aBEPILICHHBIX IEIOMPOU3BOJICTBOM
JIOKYMEHTOB MOCTOSIHHOTO XPaHEHHUS U IO JINYHOMY COCTaBY;
— OCYLIECTBJISIET y4YeT IO HOMEHKJaTypaM Jel, HaXOMSIIUXCS B CTPYKTYPHBIX
nojpaszieneHusix (y UCIIOJIHUTENEH) TOKYMEHTOB BPEMEHHOTO XPaHEHUS;
— obecrnieurBaeT MOJHYI0 COXPAaHHOCTh MPUHATHIX HA XpaHEHHE JIET;
— CO3JacT, IMOMNOJIHAET W COBEPIICHCTBYET YUYETHO-CIPABOYHBIM amnmapar K
XpaHALIMMCS B apXHUBE JejaM U JOKYMEHTaM;
— OpraHn3yeT UCIOJIb30BAHUE XPAHIIINXCS B apXUBE JOKYMEHTOB;
— uH(OpPMHpPYET PYKOBOJICTBO U pabOOTHUKOB OpraHu3allid O COCTaBe U
COJIEp’)KaHUH IOKYMEHTOB apXHBa;
— BBIJIAET B YCTAHOBJICHHOM MOPSJKE XPAHSIIUMECS B apXHBE JI€JIa U JIOKYMEHTHI
JUTSL UICTIOJIb30BAHMS B TIPAKTUYECKUX U IPYTUX LIEJIAX;
— HCIOJHSET 3ampoChl YUPEXKIACHUH U TpaxaaH o0 YCTaHOBIEHUU TPYAOBOIO
CTa)ka U M0 APYTUM BOIPOCAM COLIMAJIbHO-TIPABOBOTO XapaKTepa;
— BEJIET y4YeT BBIJAYM apXUBHBIX /€]l U JOKYMEHTOB, OCYLIECTBIISIET KOHTPOJb 32
CBOEBPEMEHHBIM MX BO3BPAILEHUEM B XPaHUIIUILE;
— TIPOBOJUT OJKCIEPTU3Y LIEHHOCTU JOKYMEHTOB, XpaHSIIMXCS B apXuBe,
CBOEBPEMEHHO OTOMPAET K YHUUTOKEHHIO JIea C UCTEKIIMMH CPOKaMH XPaHEHUS;
— OKa3bIBaeT METOJUYECKYIO TIOMOIIb CIY>KO€ J1eI0MPOU3BOJCTBA OPraHU3alUH B
COCTaBJICHMM HOMEHKJIATYPHI JIe]I, KOHTPOJIUPYET MPABUIHBHOCTh (POPMHUPOBAHUS U
oopmiieHust 1€ B JI€JIONPOU3BOJICTBE, MOJATOTOBKY JIOKYMEHTOB K Iepejade B
apXuB OpraHu3allNy;
— B CJyyae 3akJIOUEHHsS C COOTBETCTBYIOIIMM yupexaeHueM DenepanbHOro



apXMBHOIO areHTcTBa Poccum poroBopa o mieperadye Ha TOCYJapCTBEHHOE
XpaHEHHE IOKYMEHTOB OpraHU3alMKi 00ECIeYMBAET MOATOTOBKY 3TUX JOKYMEHTOB
U CBOEBPEMEHHOE IMPEACTABICHHE ONUCH JIeJl TOCTOSHHOIO XpaHEHUS Ha
YTBEPXKJICHUE HKCIEPTHO-MPOBEPOYHON KOMHUCCHMM YKAa3aHHOTO apXHMBHOIO
yUpexKIACHUS.

4. [TIPABA APXNBA
4.1. B uensx BBIIOJHEHUS BO3JOXKEHHBIX 3a7ad U (YHKIUN apXUB UMEET MPaBo:
— KOHTPOJUPOBAaTh COONIOAEHHME B OpraHU3allid WU B €€ CTPYKTYPHBIX
MOJIpa3eNIeHUsIX YCTaHOBJICHHBIX MpaBUi pabOTHl ¢ TOKYMEHTaMH, 0OecTeueHus
UX COXPaHHOCTH, KauecTBa O0TOOpa M MOATOTOBKH JEJ K Iepeaadye Ha apXUBHOE
XpaHEHHE;
— BHOCHTb HAa pAacCMOTPEHHE PYKOBOJCTBA OpraHU3alMy IPEIJIOKEHNUS,
HalpaBJIEHHbIE Ha YJY4YLIEHHE B CTPYKTYPHBIX MOJpPA3AEICHUSIX pabOThl IO
0o(popMIIEHUIO TOKYMEHTOB, (JOPMUPOBAHUIO UX B J€JIa, IOJrOTOBKE JOKYMEHTOB K
repeaye Ha apXUBHOE XPaHEHUE,
— TPEACTABIATh B YCTAHOBJICHHOM IIOpSAKE 3asBKM Ha OOECIEUeHHE apXuBa
HEOOXOMMBIM 000PYJOBaHUEM U MaTepHallaMu, IPOBEACHUE PEMOHTHBIX padboOT U
T. IL.;
— Y4acTBOBaTb B OPraHU3yeMbIX YupexAcHUAMU DeneparbHOro apxXuBHOIO
areHrcrBa Poccun MeponpusTHUAX MO MOBBIIMICHUIO KBaJU(pUKALMK PAOOTHUKOB
BEJIOMCTBEHHBIX ApXUBOB U JIEJIONPOU3BOJCTBEHHBIX CIIYKO, YUpexIeHUH U
PEANPUATHN.

5. OPTAHM3ALIMA JOKYMEHTOB B APXUBE.

5.1. JIokyMeHTanbHBIN 1 apXUBHBIN (POH]T OpTraHU3aIIIH.

Bcst COBOKYNMHOCTD JTOKYMEHTOB, OOpa3yIOMIUXCsl B JIEATEILHOCTH OpPraHU3alluy,
COCTAaBJISIET €€ JIOKyMEHTAJIbHBIN (HOH]I.

JlokymMeHTBI, 00pa3yromuecst B ASSTEIHHOCTA OpPTaHU3aIliu 10 CPOKaM XpaHEHUs
MOAPA3AEISAIOTCS Ha!

] TOKYMEHTBI BDEMEHHOTO CpoKa XpaHeHus (10 10 JeT BKIIOUUTENBHO);

] TOKYMEHTBIIOJITOBPEMEHHOTO CpoKa xpaHeHus (cBbiie 10 ser);

] TOKyMEHTBI TOCTOSTHHOTO (BE€UHOT'0) XpaHEHHS.

5.2. Opranu3zaiysi JOKYMEHTOB B IIpejiesiax apXuBHOTO oHa.

OCHOBHBIE MTOHATHS U TPEOOBaHUS.

B npenenax apxuBHOro (poHja y4eTHO-KJIACCU(PUKAIMOHHON €IUHUIICH SBIISIETCS
€IUHUIIA XpaHEHUsI JOKYMEHTOB. ENMHUIIBI XpaHEHUs IOJDKHBI OBITH OMHCAHBI,
CUCTEMATU3UPOBAaHbI, BHECEHHI B ONUCH W O(QOpMICHBI B  TMOPSJIKE,
00eCIeunBaOIIEeM UX yUeT, TOUCK U HCTIOIb30BaHHE.

Enunauier xpanenust (1ema) apXuBHOTO (DOHIA CHCTEMATH3UPYIOTCS B Tpeaeiiax
dbonma cormacHo cxeme cuctemarm3anuu. CuctemMaTusamnus JOKyMEHTOB (poHma
MPOBOAUTCS B JEJIONPOU3BOACTBE W B apXMBE OpPraHU3allMi MpPU IMOJATOTOBKE
JIOKYMEHTOB K IepeJjaye B rOCY/IapCTBEHHBIE apXUBBI.



Opranun3anus JOKYMEHTOB 110 JINYHOMY COCTaBY.

JIOKyMEHTBl 10 JIMYHOMY COCTaBy BBIIEISIOTCA B OCOOyI0  Trpymmy,
CUCTEMATU3UPYIOTCSI 000COOJEHHO U BKIIIOYAIOTCS B OTJEJIBHYIO OIHCH.
PerucrpanmonHo-y4eTHble (OpMBI JOKYMEHTOB IO JUYHOMY COCTaBy (KHMIH,
KYpHaJIbl yyeTa MPUKA30B O MPHUEME, NIEPEBOJIE, YBOIbHEHUH, JIUUYHBIX KAPTOUEK,
JUYHBIX JI€Jl, COTJIAIIEHUH, KOHTPAKTOB U Jp.) BKIKOYAIOTCS B OIUCH TIOKYMEHTOB
10 IMYHOMY COCTaBY.

Ha nuuHbple Aena YBOJEHHBIX COTPYIHHUKOB MOXET COCTAaBJISATBCA OTIEIbHAs
OIHCh.

Jlena 1o JIMYHOMY COCTaBy, Kak IIPaBWIO, CUCTEMATU3UPYIOTCA IO
XPOHOJIOTHYECKOMY MpHU3HAKy. B apXuBax KpYIHBIX OpraHH3aluid ¢ OOJIbIIUM
KOJIMYECTBOM PaO0OTHUKOB MOKET HCIIOJIb30BATHCS CTPYKTYPHO-XPOHOJIOTUYECKUN
IPUHIUI CUCTEMATU3aLUN JTUYHBIX JIE]T.

B mpenenax kaxaoro roja Aena Mo JIMYHOMY COCTaBy CHCTEMATH3UPYIOTCS 110
CTENEHU BaXHOCTH - IPUKa3bl O 3aUMCICHUU Ha cIykO0y (B yueOHOe 3aBeieHUE U
T.1.), NEPEMEIIEHNUH, YBOJbHEHUM (OKOHYAHUM Y4ye€OHOTO 3aBENEHUS U T.1.),
JMLEBBIE CYETA, CIMCKH, JKypPHAJIbl ydeTa JOKYMEHTOB II0 JMYHOMY COCTaBy,
JIPYrUe perucTpPalMOHHO-YYETHBIE JOKYMEHTBHI, JINYHBIE JIETa.

JInuHble Aena W JIUYHBIE KapTOYKU YBOJIEHHBIX COTPYIHHMKOB OTHOCATCS K IOy
YBOJIbHEHHUS U CUCTEMAaTU3HPYIOTCA B MPEAENax KaJA0M rpymbl 1Mo andaBuTy
bamunuii.

6. YUET JOKYMEHTOB B APXUBE.

6.1. OGuue TpeboBaHuUs K YUeTy JOKYMEHTOB.

Y4eT TOKyMEHTOB B apXWMBE OpPraHU3AIMH - ITO OMPEIEICHUE MX KOJIMYeCTBa U
COCTaBa B YCTaHOBJICHHBIX €IWHUIAX Yy4deTa © (¢uKcaus (perucrparms)
MPUHAIIICKHOCTH KaXKIOW EAUHUII y4eTa K OINPEIACICHHOMY KOMIUIEKCY H
OOIIEro WX KOJIMYECTBA B YUETHBIX JIOKYMEHTAX.

[log yd4eTHBIM JOKYMEHTOM TIOHUMAETCS JIOKYMEHT YCTaHOBJIEHHON (OpPMBI,
(bUKCUpPYIONUN TOCTYIUIEHHWE, BBIOBITHE, KOJWYECTBO, COCTaB U COCTOSIHHE
ApXWBHBIX JIOKYMEHTOB B €JIMHUIAX YYETa.

Y4eT OKYMEHTOB B apXWBE OpraHU3alMHM SBISICTCS OJHHUM W3 CPEICTB
oOecrieueHust UX COXPAHHOCTH M KOHTPOJIS U 3a UX HATMIUEM.

YyeTy momiiexaT BCE XpaHAINIMECS B apXHWBE OpPTraHM3aIldd JOKYMCHTHI, B TOM
YKCJIC HEONTUCAHHBIC U HEMTPOPUIIBHBIC JIJIS JAHHOTO apXHBa.

Y4eT mnpou3BOAUTCS TYyTEM IPUCBOCHUS apPXHWBHBIM JOKYMEHTaM (EIUHUIIAM
ydera, CAMHUIIAM XPaHCHUS) YICTHBIX HOMEPOB, SBIISIOIIMXCS YaCThI0 apXUBHOTO
mdpa.

ApxuBHBIN mudp - 0003HaAUCHNUE, HAHOCUMOE Ha KAXAYI0 SIUHUILY XPAHCHHS C
1eIbI0 O0ecreyeHusl ee yuera U UAeHTU(DUKAIMU. APXUBHBIA MH(PP COCTOUT W3
HOMEPOB: apXWBHOro (OHAA MO CHUCKY (POHJIOB apXWBa OpPraHHU3allMd W 4Yepe3
apoObp 10 cnucky  (GOHAOB  TOCYIApCTBEHHOTO  apXWBa, HCTOYHUKOM



KOMIIJICKTOBAHHA KOTOPOTO ABJISICTCA OpraHu3alusd, apXHBHOﬁ KOJIUICKIINH, OIIMCH,
CANHUIIBI XPAHCHUI.

HOMGp dAPXUBHOI'O (I)OHI[a IIpUCBAUBACTCA TOCYHNAPCTBCHHBIM d4pPXHUBOM IIOCJIC
O(I)OpMJ'IeHI/IH IICpBOIO IMOCTYIUICHHUA JOKYMCHTOB OpPraHHU3allMU Ha IMOCTOSAHHOC
XPaHCHHC.

6.2. EnuHunpl yyera.

OCHOBHBIMHM E€IUHUIIAMH y4€Ta JOKYMEHTOB HE3aBUCUMO OT BHJa HOCHUTENS,
crioco0a ¥ TEXHUKH 3aKpeTieHUs HHOOPMAITUH SBIISIOTCS:

] apxuBHBIN (HOHM, apXUBHAS KOJUICKITUS;

] enuHUNA XpaHEHUS.

JIOKYyMEHTBI JIMYHOTO MPOUCXOXKICHHS, HE MPOLICAIINE HAYYHOTO OIUCAHUS,
YUYUTBIBAIOTCS, KaK MPABUJIO, IO JOKYMEHTAM M JINCTaM.

Heo6paboranHbie TOKYMEHTBI (POCCHITNBb) YUUTHIBAIOTCS U3 pacuera 150 JucToB B
OIHOM YCIIOBHOW €IMHUIIEC XPAHCHUS.

Enununa xpanenus - gusndeckn 000COOJICHHBIE JOKYMEHT WM COBOKYITHOCTH
JIOKYMEHTOB, UMEIOIIUE CaMOCTOSITCIIbHBIC 3HAYCHHUE.

Enununa xpaHeHus TOKYMEHTOB Ha OyMaKHOW OCHOBE (JI€JI0) COBOKYITHOCTH
JIOKYMEHTOB, OTACIBHBIN JIOKYMEHT, 3aKIIOYCHHBIE B 00OCOOJEHHYIO OOJIOXKKY,
TATKY.

VYyer HOKYMEHTOB B apXWBE OpraHu3allMd CTPOUTCS HA OCHOBE COOJIIOJACHUS
MIPUHITUIIOB:

LHECHTPAIN3AIMKA, BBIPAKEHHOWM B TNPUMEHEHHM €IWHBIX €JAWUHUI] Y4YETa;
yHU(DUKAIMK, OCHOBAHHOW Ha COOJIOJICHUM MPEEMCTBEHHOCTH y4e€Ta apXHUBHBIX
JIOKYMEHTOB Ha BCEX CTaAusAX pabOThl ¢ HUMH; TUHAMUYHOCTH, 00eCIeunBaeMOmn
CBOCBPEMEHHBIM M OINEPATUBHBIM BHECEHUEM M3MEHECHUW B YUETHBIE JTOKYMEHTHI
WA COCTaBJICHHUEM HOBBIX YYETHBIX JOKYMEHTOB; MOJHOTHI W JOCTOBEPHOCTH
yyera.

[Topsimok AOCTyIa K yY4eTHBIM JIOKYMEHTaM, a TakKe K yYeTHbIM 0a3aM JaHHBIX
apXvBa OPraHU3allii  OMPEIEJISECTCS MPUKA30M PYKOBOACTBA OpraHu3anuu. Bee
YYETHBIE IOKYMEHTHI apXHUBA OPraHu3allii JIOJDKHBI XPAHUTBCS B XPAHWIMIIE
(WM crienuanabHO BBIJICIGHHOM IIOMEINIEHUH) B celdax WM MeTaIMYeCKUX
mkagdax.

7. TIOPAAOK BEJAEHMA OCHOBHbBIX YYETHbLIX TOKYMEHTOB.
7.1. OcHOBaHUEM Ka)KI0M 3alMCHU B OCHOBHBIX YUETHBIX JOKYMEHTaX SIBJISIETCS:
- npu nocmynieHuu OOKyMeHMO8 8 apXue OpeaHu3ayulL:
] cmaTo4HbIE OMUCH CTPYKTYPHBIX MOJAPA3ACICHUN HA JOKYMEHTHI MTOCTOSHHOTO,
nonroBpeMeHHoro (cBeime 10 sier) xpaHeHUss W 1O JIMYHOMY COCTaBy
(mpunioxenue 12);
] cBojHas HOMEHKJATypa JeJ OpraHu3alid WIM HOMEHKJIaTypa el
CTPYKTYPHOTO MOApa3eieHus ¢ 0(hOPMIICHHON UTOTOBOM 3aMUCHI0 O KOJIMYECTBE
3aBEJICHHBIX U 3aKOHYEHHBIX JIE]I.
- npu 8bLIOLIMUU OOKYMEHMO8 U3 APXUBA OP2AHUZAYUU!



1 akT mpuemamnepenayd JOKYMEHTOB Ha IIOCTOSHHOE XpaHEHHE B
TOCyIapCTBCHHBIN apXHUB WIIM apXUB APYTrOi OpraHu3allny;

] aKT BO3BparTa JOKYMEHTOB COOCTBCHHHKY;

[ aKT O BBIICJICHUH K YHUUTOKCHUIO TOKYMEHTOB, HE MOIJICKAIUX XPAHEHUIO;

[ aKkT 0 HEe OOHAPYKEHNUU JOKYMEHTOB,ITYTH PO3BICKA KOTOPBIX HCUEPITAHEI;

] aKT 0 HEMCIPABUMBIX TIOBPEKICHUAX TOKYMECHTOB;

- N0 pe3yIbmamam GblNOJHEeHUs HYMPUAPXUBHBIX pAOOm (COCMABIeHUsl CBOOHBIX
onuceti, Hay4Ho20 ONUCAHUSL OOKYMEHMOB JIUUHO20 NPOUCXOHCOEHUS, APXUBHBIX
KOJLIeKYUll, coOCmasienusi onuceti 0cobo yeHHvix 0eil U OOKYMEHMO8, CIMpaxo8020
Gonoa u ¢onoa nonvzosamus, co30aHUs 00HEOUHEHHLIX APXUBHBIX (DOHOO08,
npoGepKu

] akT 00 OOHapyXeHHU AOKYMEHTOB (HE OTHOCSIIMXCS K JaHHOMY (oHmy,
apX¥BY, HCYYTCHHBIX U T.11.).

Knura ydera nmocTymieHus U BHIOBITUS TOKYMEHTOB.

Kuura ydyera mocTyrjieHuss U BBIOBITHSI JOKYMEHTOB IpeJHA3HAUYeHa JId y4yeTa
BCEX TEKYIIMX U UTOTOBBIX (Ha 1 sTHBaps Ka)X[0ro roja) U3MEHEHUH B COCTaBE U
oO0beMe (OHIOB W Jed B apXuBE OpraHU3allMH, CBS3aHHBIX C IPUEMOM,
BBIJICJICHUEM JI€JI, HE MOJJIekKAIUX AalbHEHIIEMY XpaHEHUIO, Tiepeaayed Jen B
rOCyJapCTBEHHBIA WM JApyrod apxuB. KHura ydera mocTymiieHUs U BBIOBITHS
JIOKYMEHTOB CJIY>KUT OCHOBOM JJIsi COCTaBJEHHUS JMCTOB (DOHIOB, MacHopTa
apXuBa.

Kaxnoe mocTyrmieHue WM BBIOBITHE TMOIY4YaeT CAMOCTOSTENIbHBIA TMOPSAKOBBIN
HOMED.

Ecnu mocrtymnieHue cocTOUMT U3 JOKYMEHTOB HECKOJIbKUX (DOHJIIOB, TO JIaHHBIE MO
KaxaoMmy ¢GoHay (HazBaHue (QoHAA, €ro HOMEP W T.J.) 3alUCHIBAIOTCA C HOBOM
CTPOKH 3a TEM K€ MOPAIKOBBEIM HOMEPOM.

VY4eT mocTyreHuss U BBIOBITHSI JOKYMEHTOB B apXWBe, XPAHSIIEM OJWH (OH]I,
BEJIETCS 10 JIUCTY (POHJA.

ApXUB OpraHu3allil CO CI0KHOM CTPYKTYpOUM MOKET YUUTHIBATH B KHHUIE y4yeTa
MOCTYIIJICHUSI W BBIOBITUS JIOKYMEHTOB CAaMOCTOSITEJIbHO TIOCTYIJICHUE WITU
BBIOBITHE JJOKYMEHTOB KaXJ0T0 CTPYKTYPHOTO MOJIpa3/IeJICHHUS.

Ecmu nmokymeHTsl (oHIAa TOCTYMalOT B apXWB BIEpPBbIE, TO HOMep (oHma
MPOCTABJISACTCSI B KHUTE Yy4eTa TMOCTYIUICHUS U BBIOBITUS JOKYMEHTOB IOCIE
MIPUCBOCHUS €My HoMmepa 1o criucky (hoHaoB. Eciau MOCTYMUBIIINE
JIOKYMEHTBI SIBIISFOTCS 4acThio (oHAA, YK€ HMEIOIIErocs B apXWBe, TO B
COOTBETCTBYIOIIEH Ipade KHUTH yKa3bIBACTCS HOMED, MPUCBOEHHBIN 3TOMY (DOHTY
panee. Ecnu mocTynuian Wiad BBIOBUIM HEOMHMCAHHBIE JOKYMEHTHI, TO B Trpade 6
JenaeTcsd OTMETKAa: “He ommcaHbl", a cBeacHusa o0 oOwbeme marorca B 13 u 14
rpadax.

EsxerogHo B KHHUTre y4eTa MOCTYIUICHUS U BBIOBITHS TOKYMEHTOB MOJBOJAUTCS] UTOT
KOJIMYECTBA MOCTYMUBIIUX W BHIOBIBIIINX 32 TOJ TOKYMEHTOB (J1e1).

8. UCITIOJIb3OBAHHME JOKYMEHTOB APXNBA.



8.1. IToHsiTHE UCTIONB30BAHUS IOKYMEHTOB apXHBa.

Hcnonp30BaHne apXMBHBIX JOKYMEHTOB - IPUMEHEHHE MH(OpPMallUU apXUBHBIX

JTOKYMEHTOB B KYJIbTYPHBIX, HAYYHBIX, IIOJTUTHYECKUX, SKOHOMUYECKUX LEIISIX

U 17151 00€CIIeYeHNUs 3aKOHHBIX IIPAB U HHTEPECOB TPaK/IaH.

JIOKyMEHTBI apXWBOB OpPraHU3alUl SIBIIFOTCS OTKPBITBIMHU IS MCIIOJIB30BaHUS

apXMUBOM U II0JIb30BATEISIMU.

Hckirouenue COCTaBJISIET JOKYMEHTUPOBAaHHAas  HMHQOpMaIus,
OTHECEHHAsI

3aKOHOAATEIBHBIMU aKTAMU K KATETOPUM OTPAaHUYEHHOIO JOCTYTIA.

[Topsimox  ucmonb3oBaHHWsT  JOKYMEHTOB  ApxuBHoro ¢onma Poccuiickoit

denepanuy, HAXOMAIIMXCA HAa BPEMEHHOM XPAHEHUM B OpraHU3alusiXx,

ONPENEIAETCS. UMU Ha OCHOBE HacTosero Ilonoxenus.

OCHOBHBIMHM (pOPMAMH UCTIOIB30BAHUS TOKYMEHTOB apXMBa SBIISIFOTCS:

MH(POPMHUPOBAHNUE PYKOBOJICTBA U CTPYKTYPHBIX IMOJApA3JEICHUN OpraHu3aluu, a

TaKXKe NPYyruX OpraHU3aldi O HAJIMYMU B apXMBaX TE€X WIM UHBIX JOKYMEHTOB U

UX COJIEP)KaHUH;

VCIIOJIHEHUE 3aIIPOCOB IPaXJaH U OpPraHU3alHUNi COLMAIIBHO-IIPABOBOIO XapaKTepa;

HOJIFOTOBKA MH(OPMAILIMOHHBIX MEPOIIPUATHI: BBICTABOK, KOH(PEPEHIUH U JIp.;

BblJIa4a JOKYMEHTOB BO BPEMEHHOE I10JIb30BAHHUE.

WupopMupoBaHUEe U HCIOJHEHUE 3allpOCOB PYKOBOJAWUTENEW OpraHu3aluud U

CTPYKTYPHBIX MOAPA3ACTICHUN, a TaKke IPYTUX OpraHH3alnAN

OCYILECTBISIETCS APXHWBOM II0 OIPEACICHHOM TEMAaTHKE MO 3alpocy WU B

WHULMATUBHOM TMOpsiike B (opme MH(GOPMAIIMOHHOTO MUChbMAa WM CHPaBKH O

HaJIMYUU B ApXUBE COOTBETCTBYIOLINX

NudopmupoBanre pyKOBOIUTENEH MOMXKET MPOU3BOAUTHCA Takxke B (opme

TEMaTUYECKOW MOJ0OPKH KOMUW JAOKYMEHTOB, K MOJOOpKE KOMHMM MpHiIaraercs

TUTYJIbHBIN JHUCT, @ TAKXKE IPU HEOOXOIUMOCTH ~ UCTOpPHYECKas] CIIpaBKa,

[IEpeYEeHb U IPYTrue MaTepUabl.

8.2. HcnosiHeHHE 3ampocoB TpaXJaH M OpraHu3aluil COLUAJIbHO-TIPABOBOTO
Xapakrepa.

Nudopmaruss  conmanbHO-IPABOBOTO  XapakTepa IO 3ampocaM TpaxaaH U
OopraHu3anuii BbIAaeTcss B (opMe apXWBHOW CHpaBKU, APXUBHOW KOMHUU W
APXUBHOU BBIITUCKH.

ApxuBHasi CIpaBKa - JIOKYMEHT, COJEpXallluil apXuBHYIO HMHPOPMALUIO O
IpeAMETE 3aMpoca, C YKa3aHUEM MOMCKOBBIX JAHHBIX JOKYMEHTOB, HA OCHOBaHUU
KOTOPBIX OHA COCTABJIEHA.

ApxuBHasi KOMHUS - JOKYMEHT, BOCHPOM3BOISAIIMNA TEKCT WIM HU300pakeHHE
apXUBHOTO JOKYMEHTA, C YKa3aHUEM €T0 MOUCKOBBIX TaHHBIX.

ApXxuBHasi BBINHCKA - JOKYMEHT, JIOCJIOBHO BOCIHPOM3BOMSIIHI YacTh TEKCTa
apXUBHOTO JTOKYMEHTA, OTHOCSIIYIOCS K OINpEAEIEHHOMY BOIpOCY, (PaKkTy WM
JIMILY, C YKa3aHUEM MOMCKOBBIX JaHHBIX JOKYMEHTA.

ApXUBHBIE€ CIPABKU, BBHIMUCKA W KOMHH BBIIAIOTCS HA OCHOBAHUU MUCHMEHHOTO
3ampoca



M0JIB30BATENSI, KOTOPBIA JOJDKEH COJEpKaTb HAWMMEHOBaHWE (M ajpec MpHu
MEPECHUIKE) OpraHUu3aINU (apxuBa), KOTOPOl OHU aJPECOBAHbBI; U3JIOKEHUE
CylllecTBa 3arpoca; (pamMminio, UM U OTYECTBO OOpallarolIerocs; €ro ajpec,
KOHTaKTHbIE TeJIE(POHBI; ATy U JUYHYIO MMOJITHUCH.

OOpaineHusi rpaxkJiaH, B KOTOPBIX OTCYTCTBYIOT (paMWINM, ajapeca W MOAMHUCH
oOpamarnmxcs, CYUTAIOTCS aHOHUMHBIMU U HE MOMAJIEKAT PACCMOTPEHHIO; TIPH
JMYHOM OOpallleHUH MpU HAMMYUU (paMIIIMU U aJpeca HelocTaromas napopmanus
MOJKET OBITh BOCIIOJTHEHA.

Cpok HCHOJHEHHUs 3alpOCOB COLMAIBHO-IIPABOBOIO XapakTepa TpaxIaH U
OpraHu3alyy M0 MaTepualiaMm apXWBa HE JNOJDKEH mnpesblmarh 30 qHEW co aHSA
peructpauuu oOpamenus. [Ipu c10xHBIX 3ampocax CPOK MOXKET OBITh MIPOJIEH, HO
He O0osee yeM Ha 30 nHel ¢ 00A3aTeNbHBIM YBEJOMIIEHHEM 00 3TOM 3asiBUTEJIS.
CpoK HCHOJHEHHUs 3alpPOCOB C HUCIOJIb30BAHUEM TOJBKO HAYyYHO-CIPABOYHOIO
anmapara apxuBa — He Oosiee 15 nHel ¢ MOMEHTa perucTpauy OOpaleHus.
ApXUBHBIE CIIPaBKU COCTAaBJISIOTCS HA OCHOBAaHUU JOKYMEHTOB (IIOJAJUHHUKOB U
3aBEPEHHBIX KOMMI), XpaHANIMXCA B apXMBE; MCIOJIb30BAaHUE HE3aBEPEHHBIX
JOKYMEHTOB, OTHOCSIIUXCSI K BONPOCY OOpalleHHs, OrOBAPUBAETCS B TEKCTE
cipaBkH (""He3aBepeHHast konuA"). [Ipy OTCYTCTBUY B apXUBE JTOKYMEHTOB,
COJIEpIKaIMX CBEACHUS IO 3alpaliiBaéMOMY BOIIPOCY, apXHUBHAsI CIIPaBKa MOXKET
OBITh BbIJJAaHA MO0 XPAHALIUMCS B apXMBE MEYATHBIM MaTepHaliaM, OTHOCAIIUMCS K
npeaMeTy oOpaIieHus, C TOYHBIM U TIOJTHBIM YKa3aHUEM UCTOYHHKA.

ApXUBHBIC CIIPAaBKH COCTABJISIIOTCS 1O YCTAaHOBJIEHHOW QopMme Ha OJiaHKe
apXMBHOM CITPaBKH WJIM 00IIEM OJIaHKE OpraHU3aluu.

B cnpaBke mpuBomATCS Ha3BaHWA, NaThl U HOMEpa JOKYMEHTOB M M3JararoTcs
CBEJICHUS, MUMEIOIIMECS] B HA3BAaHHBIX JOKYMEHTaX M OTHOCALIMECS K BOIPOCY
oOpamenusi. M3noxkeHne naercds B XPOHOJOTUYECKOW IOCIEI0BATEIBbHOCTH
COOBITHH, @ HE JOKYMEHTOB, B KOTOPbIX OHH OCBEIIAIOTCS.

JlomyckaeTcsi MPUBOAUTH B CHPABKE BBIACPKKU U3 JOKYMEHTOB, 3aKjtouas UX B
KaBbluKU. Ha3zBaHus opranuzauuii B TEKCTE CIPABKU MPU MEPBOM YIOTPEOIIEHUU
IPUBOJATCS MOJHOCTBIO, @ B CKOOKaxX WX O(ULIMAIbHO MPHUHATHIE COKPAILLCHUS;
IPU MOBTOPHBIX YIIOMUHAHUSIX - TOJIBKO COKpAIllEHHBIE.

B cripaBKy BKJIIOYAIOTCS TOJIBKO CBEJICHUS, YIOMHHAEMBIE B IOKYMEHTAX.

B TekcTe apXMBHOW CHpaBKM HE JIOMYCKAaIOTCSI KOMMEHTapuu, COOCTBEHHbIE
BBIBO/IbI MCIIOJIHUTEIIS TIO COJEPKAHUIO UCTIOJIb30BAaHHBIX JOKYMEHTOB.

ApXvBHas COpaBKa TMOAMHCHIBAETCS PYKOBOAUTENIEM OpTaHM3AMA WA
No/ipa3ieNICHusI.

ApXUBHBIC KONMHWM W BBIMUCKKH W3 JOKYMEHTOB BBIJAIOTCS B COOTBETCTBUU C
3alpOCOM.

N 1eHTHYHOCTh NOJIMHHUKY BBIJAHHBIX APXUBHBIX KOIMN U BBIIMCOK 3aBEPSACTCS
MOAIKUCHI0 PYKOBOAUTEINA OPraHU3alMy WM YHOJHOMOYEHHOIO WM JIMLA
(pyKOBOAMTENS MOAPA3ACICHUs, B COCTaB KOTOPOTO BXOJUT apXWB) U TepOOBOM
II€YAThI0 OPraHU3aALUU.



Bpinucka nOpou3BOAUTCA TOJBKO U3 JOKYMEHTA, B KOTOPOM COAEPKHUTCA
HECKOJIBKO OTJEIbHBIX, HE CBA3aHHBIX MEXy cO00I BOmpocoB. Brinucka nomkHa
BOCIIPOU3BOIUTH MOJHBIA TEKCT YaCTH JOKYMEHTA, OTHOCAILICICS K 3aIpocCy.
JlonyckaeTcsi W3BATHE U3 ApPXUBHBIX JIEJ M BblJJadya BJaJeibllaM WIHM UX
POACTBEHHHUKAM TOUIMHHBIX JIMYHBIX JIOKYMEHTOB O TPAXKJTAHCKOM COCTOSIHUM, 00
00pa3oBaHUHU, TPYAOBBIX KHIDKEK U JIPYTUX, HE  TOJIYYEHHBIX B CBOE€ BpeMs
BJIAJICJIBIIEM JIOKYMEHTOB.

[lognvHHBIE JIMYHBIE JOKYMEHTBHI BBIAAIOTCA C Pa3pElIEHUs] PYKOBOIUTEIIA
OpraHu3ald 3asiBUTEISIM 10 TMPEIbIABICHUM MAaCloOpTa, HWHOIO JOKYMEHTA,
YAOCTOBEPSIOLIETO JTUYHOCTh, UX POJCTBEHHUKAM WUJIM  JTOBEPECHHBIM JIN1aM
HOTApUAIBHO 3aBEPEHHON JOBEPECHHOCTH. [l0NIMHHBIE INYHBIE TOKYMEHTHI MOTYT
OBITh BBICJIAHBI 3aIBUTEIIIO [ICHHBIM ITMCHMOM.

Opranamy TpaBOMOpPSAKA W3 apXUBa MOTYT OBITh U3BITHl JOKYMEHTHI B
COOTBETCTBHHM C 3aKOHOJATENBCTBOM Poccuiickoit denepanuu.

Ha MecTo u3bsATOro T0KyMeHTa B JIEJI0 BKJIAIBIBAETCA CIIPABKA O BbIJA4€, CHSTAs C
HEro KONHUS WM B YUETHBIX apPXMBHBIX JOKYMEHTaX JellaeTcsi OTMeTKa 00
WU3bATUU, YKa3bIBAOTCA HOMEpP, JaTa W HA3BaHUE JIOKYMEHTA-OCHOBAaHWSA IS
U3BATHSA, a TAK)KE PACIUCKA MMOJydaTelis JoOKyMeHTa (TIpH JIMYHOM Tepeaaye).

[Ipu oTCyTCTBMM B apxWBE€ 3alpalllMBa€MbIX CBEIACHHUM OTPULIATEIIBHBIA OTBET
COCTaBJIsIeTCS Ha OJIaHKEe NMChbMa oOpraHu3anud. B HeMm ykasbiBaeTcs (akT
OTCYTCTBHS B IOKYMEHTAaX apXrMBa MHTEPECYIONMINX 3aABUTEIISI CBEACHUN U JAKOTCS
pEeKOMEHAAIu1, KyJaa cieayeT oOpaTUTbcs 3a HeoOxoaumon wuHbopmanueit. B
Cly4yasix OTPHUIIATEJILHOTO OTBETa, COJEpKAIlero CBEICHHS 00 OTCYTCTBUU B
apXuBe HEOOXOUMBIX JOKYMEHTOB BCJICICTBUE UX THOCIIM WIIK YyTPaThI.

5. OTBETCTBEHHOCTbDB 3ABEJJYIOIIEI'O APXNBOM
5.1. JIomKHOCTHOE JHII0, KOTOPOMY IOPYYEHO 3aBEIOBAHHWE apXUBOM, HECET
OTBETCTBEHHOCTh 32 COCTOSIHME PaOOThl apXMBa U BHIIIOJHEHHE BO3JI0KEHHBIX Ha
Hero 3a/1a4 u QyHKIUN



