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[TOJIOKEHHE :
06 apxuBe ABTOHOMHOM HEKOMMEPYECKO# OpraHu3alii J0LIKOIEHOTO 00Opa3oBaHus
Ierckuii cax «CoMHEYHbBIN» ‘

1. OBLLIME TTOJIOXKEHKA1 ;
1.1. B ABTOHOMHOI HEKOMMEPYECKOH OpraHu3aliy A0UIKOTBHOTO obpasoBaHus JleTckui
«ConHeuHbliy (nanee — OpraHu3alus) /Ul XPaHEHHs 3aKOHHYCHHbIX J1€JIOTIPOU3BOJICT]
JIOKyMEHTOB CO3/1aeTCsl apXHB.
1.2. Oprauusaiys BbIIEIAET MO/ apXHB MOMELUCHNE, OTBEHAIOMICS TpeGoBaHmsAM obecreye
COXPAHHOCTH JIOKYMEHTOB, & TAK)KE COOTBETCTBYIOMIEE 000py10BaHKE.
1.3. 3aBeoBaHMe ApPXHBOM [OpPYYaeTcsl OTBETCTBEHHOMY 32 apXuB JIHILY, Ha3HA4aeM!
[IPMKA30M PYKOBOJMTEJIsi OPraHu3alkH.
1.4. B cBoell paGoTe apXWB OpraHd3aliy pyKOBOACTBYCTCS 3aKOHOIATE/IbHBIMUA  aKT
Poccuiickoii dejepanuy 110 apxXMBHOMY /€Iy, HOPMAaTHBHO-METOIMYECKMMHU JIOKYMCHT
MuHKyasTypbl Poccuu u (DefiepanbHOro apXuBHOTO ArcHTCTBA Poccuu, IpuKasami
YKA3aHUAMHE PyKOBOJCTBA OPraHU3alMK U HACTOAILIAM TIOJIOKEHHUEM. L
1:5., KOHTPOJIb 3a IeSTeIbBHOCTBIO apXHBa OCYLIECTBIIALT IMPEKTOP OpraHM3aluu.

B apxuB nepeaaroTes:

2.1, 3aKoHYeHHbIE JIeJIONIPOKU3BOICTBOM JOKYMEHTEI, 00pa3oBaBUIMECS B AEATEILHOCTH
OpraHu3alldy U ee CTPYKTYPHBIX noJipa3ieseHui:

— JleJ1a TIOCTOSIHHOIO XPaHEeHHs;

— jiena BpemeHHoro (cBbiie 10 siet) cpoka XpaHeHHs;

—JIOKYMEHTBI 110 JINYHOMY COCTaBY;

—CHPaBOYHBIN anmnapar K J0KyMeHTaM apXuba (onucu, HOMEHKJIATYPbI JeJl, KAPTOTEKH U T

Ay gy 2 COCTAB JIOKYMEHTOB APXUBA

3. 3AJIAUM U @ YHKILIMM APXMBA
3.1. OCHOBHBIMM 3a/la4aMU apXuBa sIBJIAIOTCS:



— KOMIIJIEKTOBaHHE apXHBa J0KyMEHTaMHU, COCTAaB KOTOPBIX MPELYCMOTPEH pa3ic/ioM 2
HACTOSILLETO MOJIOKEHHUS;
— obecrieueHHe COXPAHHOCTH U ydeT NPUHATBIX Ha XpaHEeHHEe JIOKyMEHTOB,
— OpraHM3alys NPakTHYecKoi paboThl, CBA3aHHOM C UCIIOJIB30BAHUEM JOKYMEHTOB,
XPaHSIIUXCS B apXUBe,;
~ KOHTPOJIb 3a IPABUJILHBLIM (HOPMHPOBAHKEM U OPOPMIIEHHEM JIOKYMEHTOB B
J1e/10MPOU3BOJICTBE, OTOOPOM U MOArOTOBKOH MX K [I€pe/iauc Ha apXHBHOC XpaHEHHE.
3.2. B COOTBETCTRUH C BBITIOIHAEMBIMHU 3a/1a4aMH apXyB OCYILECTBIACT CICIYIOLINC GyHKIMH:
— NPUHAMAET MOCJIE 3aBePLICHHMs JIeIONPOU3BO/CTEA, YUUTBIBACT U XPAHUT oOpasoBaBIlnecs B
IeSTeILHOCTH OpraHn3allik JIOKYMeHTbl, 00padoTaHHbie B COOTBETCTBHM € JICMCTBYIOLIUMH
npaBUIaMM; ‘
—.QpraHusyer paboTy 110 [MOArOTOBKE OMUCeH 3aBEPLICHHBIX ACIONPOU3BOACTBOM JOKYMEHTOB
MOCTOSHHOI'O XPaHEHHUs W I10 JIMYHOMY COCTaBY;
— QCYIIECTBIISIET YT [0 HOMEHK/IATYPaM JIeJl, HAXOMSIIUXCA B CTPYKTYPHBIX OApa3aeIeH X
(y,ﬁ-cnonnmeﬂeﬁ) JIOKYMEHTOB BPEMEHHOI'0 XpaHEHH;
— gfecriednBaeT MOJIHYI0 COXPAHHOCTDb IPUHATHIX Ha XpaHEHHE JIC]L;
—..G03JIaeT, [OMOJIHIET M COBEPLICHCTBYE] yUeTHO-CIIPABOUHBIA anmnapar K XpaHsiuMmes B
apxuBe JejlaM M JIOKyMEHTaM;
— QPraHu3yeT UCIIOJIb30BAHUE XPAHALIMXCA B ADXUBE NOKYMEHTOB, .
—_;uHMOPMUpYET PYKOBOACTBO M PabOTHHKOB OpraHusaluu O COCTaBe H COJIEPIKAHIH
JOKYyMEHTOB apXuBa;
— BBIA€T B YCTAaHOBJICHHOM IOpsJKe XpaHsllMecsd B apXuBe Acda H JOKYMEHTbBI 15l
MCIIOIB30BaHMs B IIPAKTHHYECKUX M APYTHX LEC/IAX]
— WMCMOJHSAET 3alpochl YUPEKICHUH M Ipaxian 00 yCTAHOBICHWH TPYJOBOrO cTaxa W 10
APYFMM BOIPOCAM COLMA/IbHO-ITPABOBOI0 XapaKiepa,
_ ,BeleT, ydeT BbIIAYM ApXMBHBIX Jel W JOKYMEHTOB, OCYLICCTBIACT KOHTPOIEL 33
CBOEBPEMEHHBIM MX BO3BPALLCHUEM B XPAHHIIHLIC;
~; [[POBOJUT 3KCMEPTHU3Y LEHHOCTH JOKYMEHTOB, XPAHAILIMXCA B apxXuBe, CBOEBPEMEHHO
0TOMpPAeT K.yHHITOKEHUIO JieJ1a ¢ UCTeKIIMMH CPOKaMU XpaHCHHUSE
— OKa3bIBAaeT METOAMUCCKYIO MOMOLLE CilyKOe /1e/10MPOU3BOICTBA OPraHu3allik B COCTABIICHIH
HOMEHKJIATYpPbl €/, KOHTPOIMPYET MNpaBH/IbHOCTD gopMupoBaHus W O(GOpMICHUA OeT B
JIeNONPOM3BOJCTBE, [OArOTOBKY JIOKYMEHTOB K Ilepefade B apxus  OpraHHsallii,
9 541

i ; 4. TIPABA APXMBA : i
4ilyi B 1ensx BblIIOJHEHMS BO3JIOKEHHBIX 3ajlad 'y (QYHKUMH apxvB HMMEeT [paBo:
— KOHTPOJMPOBATh COOJIIOJAEHHE B OpraHusaldd W B €€ CTPYKTYpHBIX MOAPasACICHUAX
yCTAHOBIIGHHBIX PABUI PabOThl ¢ JIOKYMEHTaMU, ODecreueHHsl X COXPAaHHOCTH, Kadectba
oTbopa 1 MOATOTOBKH JIe/1 K Nepeaie Ha apXuBHOE XpaHCHHE, ;
—BHOCHTH HA pPACCMOTpEHHE PYKOBOACTBA OpraHU3alMK MNPEJIOKEHHMS, HANPaBICHHBIC HA
ylydllleHHe B CTPYKTYPHBIX [O/pasieieHusX padoThl 10 0OPMIIEHUIO JOKYMEHTOB,
DOPMHPOBAHUIO UX B JIeJ14, TIOrOTOBKE JOKYMEHTOB K [€pe/iaie Ha apXHBHOE XpaHCHHE;
— [IPEACTAB/ISITH B yCTAHOBJICHHOM IOPsIKE 3asBKM Ha ODECIeUeHUe apXuBa HEoOX0UMbIM
0GOpYI0BAHIEM 1 MaTepUalaMu, IPOBE/IeHHe PEMOHTHBIX PAbOT U T. I1.;
— YYacTBOBATb B OPraHH3yeMbIX yupexieHusAMI De1epanbHoro apXuBHOrO arcHTCTEd Poccun
MEpOIIPUATHAX 10 MOBBIILICHHIO KBalM(pUKaUky PadOTHMKOB BEJOMCTBCHHBIX APXMBOB M
JENEIPOU3BO/ICTBEHHBIX CIIYKO, YUPEeXKICHUH 1 IPEIPUSTHH.
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5. OPI'AHM3ALIMS JIOKYMEHTOB B APXHMBE.

i '
cvy 5.1, JlokyMeHTaIbHBIH ¥ apXUBHBIM (POHI OpraHu3aLny.
.« Best COBOKYNHOCTH JIOKYMEHTOB, 00pasyrolMXcst B JIeATE/bHOCTH  OpraHusalui,
COCTaBIISACT €¢ JAOKYMEHTAIbHBIA (POHL.
. JlokymeHTbl, OOpasytoluecs B JICATE/IbHOCTH OpraHu3aluu [0 CpOKaM XpaHeHHusl
NOAPa3aALAIOTCS Ha:
"] IOKyMEHTBI BPEMEHHOTr0 CpoKa XpaHeHus (10 10 JeT BKIIOYHTEIBHO);
[ IOKyMEHTBI JI0JrOBPEMEHHOr0 cpoka xpanenus (csbitie 10 jer);

[ IOKYMEHTBI TOCTOSIHHOTO (BEYHOI0) XpaHEeHHUS.

5.2. Opranusaius JJOKYMEHTOB B IIpe/le/1aX apXuBHOIro (oH/a.

OCHOBHbIE MTOHATHUS U TPeOOBaHUS.

B nmpesjenax apXxuBHOTO (JOHJA YHUETHO-KIACCU(DMKALMOHHON eIMHULIEH sBIAETCs
em@HHua XpaHEeHMsl JOKYMEHTOB. EJMHHIBI ~XpaHEHMsl IOJUKHbI  OBITb . ONHMCAHBI,
CHCTeMaTU3UPOBAHbI, BHECEHBI B ONUCH ¥ O(QOPMIICHBI B IIOPs/Ke, 0OeCIeYHBAIOIIEM UX YUeT,
MOMCK M UCIOJIb30BAHKE.

EfuHALBL XpaHeHHs ([es1a) apXMBHOIO (DOHAA CHCTEMATU3UPYIOTCs B Mpezenax (poHia
COIIAaCHO cxeme cuctemarusauun. CucremMardsauus JA0KYMEHTOB (oH/Ja MPOBOAMUTCS B
JIeJIONPOU3BOJCTBE U B ApXMBE OPraHM3alMu [pd [OJArNOTOBKE JOKYMEHTOB K Iepeiade B
rOCY/IapCTBEHHbIE aPXHBBI.

Opranu3zaiys J10KyMEHTOB I10 JINYHOMY COCTaBY.

JIOKYMEHTBI 110 JHYHOMY COCTABY BbUICNISAIOTCS B 0OCOOYIO IPYIIIlY, CUCTEMATU3HPYIOTCS
00QEO0NIEHHO M BKIIIOYAIOTCSE B OTAEIBHYIO OIHUCh.

;o Peruerpannonno-yuerHbie GOPMBI JOKYMEHTOB [0 JIXYHOMY COCTABY (KHHIH, JKypPHAJIbI
yuera IpHKa3oB O [pUeMe, [epeBoJe, YBOJbHEHHMH, JHMYHBIX KapTOYeK, JIMYHBIX e,
COIVIALIEHHIT, KOHTPAKTOB M JIp.) BKIFOYAIOTCS B OIIKUCh JOKYMEHTOB I10 JINYHOMY COCTaBY.

Ha nuunbie J1e1a yBOJIEHHBIX COTPYAHMKOB MOKET COCTABIIATLCS OT/Ie/IbHAs OMUCh.

Jlena 1o IMYHOMY COCTABY, KaK IPABWIIO, CHCTEMATU3UPYIOTCS [0 XPOHOJIQIMIECKOMY
npusHaky. B apxuBax KpylHbIX OpraHusaiidii ¢ OOJbIIAM KOJIMYECTBOM PaOOTHUKOB MOXKET
MCII0J1b30BAThCsA CTPYKTYPHO-XPOHOJIOTUHECKUHA NPUHIUIT CHCTEMATU3aLUK JIMYHBIX [ 1.

— B npesenax kaxaoro rona aeja 1o JMYHOMY COCTaBY CHCTEMAaTH3UPYIOTCs MO CTENEHHU
Ba)KHOCTH - NPUKAa3bl O 3a4MCIeHUH Ha padoTy, NepeMeIleHNH, YBOJIbHEHUN , JTMLEBbIE CUeTa,
CITECKH, XKYPHAIIBl yUeTa JIOKYMEHTOB 10 JIMYHOMY COCTaBY, APYIHe PerHCTPALHOHHO-YYETHBIE
JIOKYMEHTbI, IMYHbIE Jel1a. A .

.w; JluyHple Hena W JIMYHBIE KapTOUKHM YBOJIGHHBIX COTPYIHMKOB OTHOCATCA K ro,r_{y
YBOJIbHEHHS U CHCTEMATU3UPYIOTCS B [pe/ieliax KaK/10H rpyIsl 1o aapaButy GaMUITHi.

6. YUET JIOKYMEHTOB B APXUBE.

6.1. O0ume TpeOoBaHUs K y4YeTy A10KYMEHTOB. ¢
Yder J0KYMEHTOB B apXMBe OpraHu3alliy - 9TO Ollpe/le/IeHHe UX KOJIMYECTBa U COCTaBa B



YCTaHOBJICHHBIX €AMHHUIAX y4eTa U (UKcalus (perucTpalus) IPUHAIIEKHOCTH Kax I\
CIMHULBI y4eTa K ONPCCTEHHOMY KOMIUICKCY M OOIIero WX KOJIHYCCTBA B yUETHbI
JOKyMEHTaXx.

[on yd4eTHbIM  J0OKYMEHTOM IOHHUMAETCsi [OKYMEHT yCTAHOBJEHHOH  (hopMbl,
(pMKCHPYIOLIMHA 1OCTyNeHHe, BBIOBITHE, KOJNMYECTBO, COCTAB M COCTOSHHE ApPXHBHBIX
JOKYMEHTOB B € JMHHUIIAX ydeTa. |

 Vder 10KYMEHTOB B apXHBe OpPraHU3aliH ABJISETCS OJHUM U3 cpejcTB oOecreyeHus: ux
COXPaHHOCTH U KOHTPOJISI 38 UX HAJUYHUEM.

Ydery nojiekar Bce XpaHsllMecs B apXHBC OpPraHu3aliMd JIOKYMEHTbl, B TOM YHCJIe
HEOIUCaHHbIC H HeNPOMUIIbHbIE /IS JIAHHOTO apXUBa.

Y4erT npousBOAMTCS IyTeM MPUCBOCHHs apXMBHBIM JIOKYMEHTAM (eJMHHLAM Yyuera,
C/IMHHULIAM XPAHEHHS) YYETHBIX HOMEPOB, SBIISIOLLMXCS YAaCThIO QpXUBHOTO KA. |

ApxuBHbli WKdp - 0003HaUYeHHE, HAHOCHMOE Ha KAXK/IYI0 eIMHHUILY XPAaHEHHs C LEeNbIo
obecriedyenus ee ydera MAEHTUUKALMKA. APXUBHBIH WIUQP COCTOUT U3 HOMEPOB; APXMBHOIO
Gonna mo crMcKy (OHAOB apXMBa OpraHU3allMM W 4epe3 Apodb MO CIUCKY (OHIOB
roCyNapCTBEHHOrO apXmuBa, UCTOYHHKOM KOMILICKTOBAHHS KOTOPOIO SIBISETCS OpraHu3aLus,
ApXUBHOM KOJIIEKIHH, OIIUCH, €(MHHLbI XpaHeHHUsl. ]

. Homep apxuBHOro Qonza npucsauBaercss TroCyJapCTBEHHBIM —apXMBOM  I10C/E
O(OpMIIeHHUSI IEPBOTO  MOCTYIJICHHS 10KYMEHTOB OpPraHu3alliy Ha MOCTOSHHOE XpaHeHHe.

6.2. Enqunune yuera. I
i1 OCHOBHBIMHM @IMHHMLIAMH y4eTa JIOKYMEHTOB HE3aBUCHMO OT BH/I4 HOCHTENs, Crocoba u
TeXHMKH 3aKperuieHus MHOOPMaLKUH SIBIISIFOTCH
Ouv o L apXHMBHBIA (DOHI, apXUBHAS KOJUICKLUS;
bii L €IMHMLA XPaHCHUS. .
vy JOKyMeHTBI  JMYHOrO NPOMCXOXKIACHHMsS, HE MpPOIIEAIIME HAYUHOLO & ONHMCAHMS,
YHMUTBIBAKOTCS, KaK MMPAaBHIIO, [10 JOKYMEHTAM H JINCTAM.
Heobpaboranmbie JOKYMEHTHI (POCCHIIB) yuUTBIBAIOTCS U3 pacyera 150 IHCTOB B OfHOM
YCIIOBHOHM eIMHULIEe XPaHCHHS. :
Enuuuna  Xpanenus - ¢usuuecku 000COO/IEHHBIE [TOKYMEHT WJIM  COBOKYITHOCTb
NOKYMEHTOB, HMEIOLLIHE CAMOCTOSITC/IbHBIE 3HAUEHHE.
Enunuua  xpanenuss J0KyMeHTOB Ha OymakHOH ocHoBe (zei10) COBOKYITHOCTb
AOKYMEHTOB, OTAC/IbHbIN JIOKYMEHT, 3aK/I04eHHbIe B 000CO0/ICHHYIO 0BIOKKY, MAIKY.
Y4eT 10KyMEHTOB B apXHBe OPraHU3alMH CTPOUTCS HA OCHOBE COGIIIO/IEHH S [IPUHLUTIOB: ~
ICHTpaIU3alMH, BbIPAXKEHHOH B NPUMEHEHWM €/MHBIX eIUHMI ydYeTa; YHU(PUKAIHH,
OCHOBaHHOH Ha COOJIONEHMH [PEEeMCTBEHHOCTH Y4YeTa apXMBHBIX JIOKYMEHTOB HAa BCEX
CTAHAX PabOThl C HUMH; JMHAMHMYHOCTH, 00ECreYnBaeMoil CBOEBPEMEHHbBIM U ONepaTUBHLIM
BHCCCHHEM HU3MEHEHMH B  YYCTHBIC JOKYMCHTBI MJH COCTABICHUEM HOBBIX YYETHbIX
JAOKYMEHTOB; [IOJIHOTbI H JIOCTOBEPHOCTH yyeTa.
llopsinok mocryna K ydeTHbIM JOKyMEHTaM, a TakKe K yYeTHbIM 0a3aM JaHHbIX apxuBa

OpraHu3alyiu OolpeaciisaeTca IMPHUKAa30M AUPEKTOPA OpraHvs3aluu. Bce YYCTHBIC
AOKYMEHTBI apXydBa OpraHu3aliuu JOJDKHBI  XPaHHUTBCS B CliCHaJIbHO  BbIJICJIEHHOM
ITOMCIICHHH.

7. 11OPAJIOK BEJIEHMS OCHOBHbBIX YUETTHDBIX JOKYMEHTOB:
cti 7.1, OcHOBaHMEM KaK 10U 3alIMCH B OCHOBHbIX YUYETHBIX JIOKYMEHTaX SABJISETCH:



- npu nocmynieHuu OOKYMeHMO8 6 apxXue opeaHuzayuul.
(*" 7] crnaTouHble OIMCH CTPYKTYPHBIX MOpas[e/ieHHH Ha [NOKYMEHTEI MMOCTOSHHOTO,
nonrospeMenHoro (csbinie 10 jieT) XpaHeHHs U 110 JHYHOMY COCTaBY (npustoxenue 12);

{1}

7 cBOjHAs HOMEHKJATYpa JeJ OpraHH3allid WM HOMEHK/ATypa el CTPYKTYpHOTO
noapaszgenenus ¢ O(QOPMICHHOH MTOTOBOH 3alUCBIO O KOJHHECTBE 3aBeeHHBIX U
3aKOHUEHHBIX JCII.

- npu 6616BLIMUU QOKYMEHNO8 U3 APXUEA OPAHUSAYUL. ]

[ aKkT npuema-fnepesadn JOKyMEHTOB Ha MOCTOSIHHOE XPaHCHHE B rocyaapcTBeHHbIN
apXMB WM apXUB JIPYrO#l OpraHu3aliu;

"] aKT BO3BpATA JIOKYMEHTOB COOCTBCHHHKY;

(] aKT O BblJEJIEHUH K YHUUTOXKEHHIO JOKY MEHTOB, HE NOIEKALIHIX XpaHEeHHIO;

] aKT O HEUCIPABUMBIX MMOBPEIKICHUAX JOKYMEHTOB; .

‘ - NO pe3yaemamam  6blNOIHEHUL EHYMPUAPXUEHBIX pabom (cocmasienusi C800HbIX
onuicell, HAYYHO2O ONUCAHUS OOKYMEHMOS JUUHOSO NPOUCXOINCOCHUSL, APXUBHBIX 'KOMNEKYUL,
cocmaenenus onuceli 0cobo YeHHbIX Oell U OJOKYMEHMOs, Cmpaxoéoeo ponoa u ¢orda
NONB308AHUSA, CO30AHUSL 0OBEOUHEHHBIX APXUBHBIX (hoHoos, nposepKu

T akT 00 OOHapy:KeHWH A0KYMEHTOB (HE OTHOCHLIMXCsS K JaHHOMY ¢doHTy, apXuBy,
HEYUYTEHHBIX U T.JL.). a

P&l

Kuura yuera nmocTyIuieHus ¥ BbIOBITHS JOKY MEHTOB.

Kaura yuera MOCTYIUIEHMS! M BbIOBITHS JIOKYMEHTOB Ipe/HasHadeHa MId yHeTa BCex
TeKyIIMX ¥ UTOrOBBIX (Ha | siHBaps Kax10ro roja) y3MeHeHH B coctaBe u o0beMe (OHI0B U
el B apxMBe OPraHW3aluM, CBS3aHHBIX C [PUEMOM, BBIISICHHEM eI, HE TOUIekKaIHMX
nanbHeillleMy XpaHCeHHIO, mepejaded el B rocyapcTBeHHbI WM apyro# apxus. Kuura
yHeTa MOCTYIUICHHS M BbIOBITHS JOKYMEHTOB CJIyKHT OCHOBOM JUJIsl COCTaBJICHHs JIMCTOB
(oH0B, Nacnopra apxusa.

Kaska0e rocTyIuieH|e Wik BeIObITHE [10TyHaeT CaMOCTOSITENIbHBIN TTOPSIKOBBIA HOMEP.

¢y« EciM MoCTynyieHue COCTOMT U3 JOKyMEHTOB HECKOIIBKHMX GOHIOB, TO JaHHBIE 10
kakoMy Gony (HasBaHue (OH/A, ero HOMEP U T.[.) 3alMChIBAIOTCS ¢ HOBOH CTPOKM 3a T€M
Ke MOPSIKOBLIM HOMEPOM.

VyeT MOoCTYIUIEHHs! U BBIOBITUS JOKYMEHTOB B apXKBE, XPAHALIEM OIMH donn, Benercs
[OJIUCTY (POH/A. .

ApXHB OpraHM3alldy CO CJIOKHOW CTPYKTYPOH MOXKET y4uTbiBaTh B KHUIC YHeTa
MOCTYIUICHMs] W BbIOBITHS JIOKYMEHTOB CAMOCTOATC/LHO  MOCTYIUICHAE Il BbIOBITHE
JIOKYMEHTOB KakK/0r0  CTPYKTYPHOI'O 110/1pa3/ie/ICHHsL.. 3

Ecnu aokyMeHTsl QOHIA MOCTYIAIOT B apXUB BIIEPBbIC, TO HOMEP (on1a IpocTaBIIsgeTCs
B KHWIe ydeTa MOCTYIUIeHWs W BbIOBITUS JIOKYMEHTOB IOC/E MPUCBOCHHA €My HOMEpa IO
criucky onaos. Eciii  NMOCTYNHUBIIME — JOKYMEHTBI  SIB/IIOTCA  HACTDIO dboHga, yxe
UMEIOIIErocs B apXMBe, TO B COOTBETCTBYIOIMIEH rpade KHHIM YKa3blBaeTcs HOMED,
npucBOeHHbIH dTOMY oy paHee. Eciu nocTynnin uin BbIObLIA HEONIMCAHHbIE JOKYMEHTBI,
10 B rpade 6 aeiaeTcsi OTMETKA: “HE OMKMCaHbl”, a CBCACHHUS 00 ob6beme jatorcsi B 13 u 14
rpadax.

EserojHo B KHUIe yuyeTa IOCTYIUICHMs M BbIOBITHS JOKYMEHTOB MOABOAMTCA HTOT
KOIMYECTBA MOCTYMBILHMX W BBIOBIBLIMX 38 TOJI IOKYMEHTOB (1e71).

8. UCTIOJIL3OBAHUE JIOKYMEHTOB APXMBA.



8.1. IloHsiTHE WCIIOJIB30BaHUs JOKYMEHTOB apXuBa.

Vcriosib30BaHMe ApXUBHBIX JIOKYMEHTOB - [IPUMEHEHHC vH(GOpPMALIMM  apXHBHBIX
JIOKYME@HTOB B KyJTbTYPHBIX, HAy4HbIX, TMOJUTHYECKHX, OKOHOMHHYECKHX MEAX H 151
obecreueHus 3aKOHHbIX MPaB U HHTEPECOB I'PaK/IaH.

JIOKYMEHTBI apXMBOB OPraHM3allkil SB/ISIOTCA OTKPBITBIMU JUTA UCTIOJIL3OBAHHA apXUBOM
U T10JIb30BATEIIAMM.

Hcknouenue cocTaBiseT JOKyMEHTHpOBaHHas  WH(popmaius, OTHECeHHas
3AKOHOIATEIbHBIMHM aKTaMH K KaTETOPUH OrpaHHYEHHOr0 10CTYIIA.

OCHOBHBIMH (HOPMAMH KCIIOJIb30BAHMs JIOKYMEHTOB apXuBa ABJIAIOTC:
HHGOPMHUPOBAHHE PYKOBOJCTBA W CTPYKTYPHbIX [o/ipas/lelieHHi  OpraHu3alim, a TaKKe
APYFUX OpraHu3allii O HAJIMYMK B APXUBAX TEX UM MHBIX JOKYMEHTOB 1 X COACPKAHMH;
MCHOMHEHHE 3aNPOCOB IPakKIaH U OPraHM3aLii COLMAbHO-PaBOBOr0 XapakTepa,
T10/iFOTOBKA MH(OPMALMOHHbIX MEpPOIPHUSITHIi: BBICTABOK, KOH(EPEHIUH U JIp.;

BbIfla4a JOKYMEHTOB BO BpEMEHHOE I10JIb30BaHNE.

MudopMupoBaHue M HCIOJIHEHHE  3alpoCoB PYKOBOAMTENEH  OpraHu3aluu ¥
CTPYKTYPHBIX nojpas/ielieHnil, a TakkKe APYIMX OpraHM3allMi OCYLIECTBIACTCA apXHBON
[0 ONpeJe/IeHHON TeMaTHKe [0 3a1pocy Wik B HHHIHATUBHOM nopsiike : B opme
MHPOPMALIMOHHOTO IMCbMA WJIX CIIPABKU O HAJIMYHH B apXUBe COOTBETCTBY IOLIUX.

MupopmMupoBaHue  PyKOBOJHMTENCH — MOXKET — NPOM3BOAMTLCS Takke B popme
TeMaTHYECKOH TOI0OPKH KONUH JOKYMEHTOB, K noa0OpKe KOIUU IpujiaraeTcs THTYJIbHbIE
JTACT, @ TAK)Ke NPU HEOOXONUMOCTH ~ UCTOpUHecKas CIpaBKa, nepeyeHb U Apyrve MaTepHabl.

(8.2, VCTioHeHHe 3anpocoB MPak/iaH W Oprainsalii CoLMalbHO-IIPABOBOIO XapaKTepa.

(v MHDOpMaLMs COLMaIbHO-TPABOBOIO XapaKTepa [0 3alpocaM Ipakiad 1 opraHusalui
BbigaeTcst B QopMe apXUBHO#H CIIPABKH, apXUBHON KOMMH U ApXMBHOM BBIITUCKH.

. ApXxuBHas CIpaBKa - J1OKYMEHT, coJep KAl apXUBHYIO HHQOPMALMIO O MPEaMET
3anpoca, C yKa3aHMeM [IOMCKOBBIX JIaHHBIX JOKYMEHTOB, Ha OCHOBAaHWM KOTOPBIX OH
CO¢TaBIIeHa.

ApXHBHAsl KOIMsl - JOKYMEHT, BOCIPOH3BOJAIIMEA TCKCT HJIH 1300paskeHHe apXMBHOT
NOKYMEHTA, ¢ YKa3aHUEM €0 MOUCKOBBIX JaHHbIX.

;o1 ApxuBHas BbIIMCKA - JIOKYMEHT, JOCIOBHO BOCIIPOU3BO/ISILIMI 4aCTh TEKCTA, APXHUBHOT
JIOKYMEHTa, OTHOCSILYIOCS K OIpe]eseHHOMY BOIpOCY, GakTy WM My, C yKazaHHe!
NOWCKOBBIX JIaH:bIX JIOKYMEHTA. ‘

. ApXMBHBIE CIIPABKH, BBIIIMCKY U KOMUH BBIIAIOTCS HA OCHOBAHUM [MCEMEHHOTO 3alpOCE

. Honp30BaTeNs, KOTOPBIH JOJKEH COJepiKaTh HAMMEHOBAHHE (M ajlpec MpPH MePechUIK
OpraHu3aluu (apxMBa), KOTOPOW OHM a/pecoBaHbl; M3/10/KEHUE CYLIECTBA 3alPOC
GaMMIMIO, UM M OTYECTBO O0pallaiollerocs; ero ajapec, KOHTAKTHBIC TenaedOoHbl; aaTy
JIMUHYIO DOJUIMCh.

OGpalieHust Tpaxk/]aH, B KOTOPbIX OTCYTCTBYIOT damuiumn, azpeca U IOAINUC
OOPALIAIOIIMXCS, CUMTAIOTCS AHOHMMHBIMU M HE MOMJICKAT PACCMOTPCHUIO; IIpH JIMTHO
o0palleHi [pU HAIMYMK (amMuind W aapeca HeAOCTaromlas uH(OpMALIMsT MOKET ObI’
BOCIOJIHEHA. .

i CpoK MCIoJIHEHHMs. 3a[IPOCOB COLMA/IbHO-IPABOBOIO XapakTepa rpakial U OpraHusal
[0 MaTepualaM apx1Ba He JODKEH MpeBbiarTh 30 1HeH COo AHs perucTpaliu obpamenwust. [



O)KHBIX 3aIpocax CPOK MOKeT ObITh MPO/yIeH, HO He Oonee yeM Ha 30 gHel ¢ 00s3aTeIbHBIM
/BeJIOMJIEHUEM 00 3TOM 3asiBUTEJIsI.
CpoK UCIIOJIHEHHS 3alIPOCOB € MCIT0IB30BaHHEM TOJBKO HAay4YHO-CIIPAaBOYHOIO amnnapara
apxuBa — He Oosiee 15 aHel ¢ MOMeHTa perucTpaluy oOparleHus.

y ApXUBHBIE CIIPABKM COCTaB/SIOTCS HA OCHOBAHMH [OKYMEHTOB (MOMIMHHUKOB W
3aBEePeHHBIX KOIMHMH), XpaHALIUXCS B apxuBe; MCIOJIb30BaHME HE3aBEPEHHBIX [JOKYMEHTOB,
OTHOCSILLIUXCs K BOIPOCY oOOpallleHusi, OroBapuBaeTcss B TeKcTe clipaBku ("He3aBepeHHas
konua"). [Ipy OTCYTCTBHUM B apXMBe JTOKYMEHTOB, cojiepKalux CBEJIeHHUS o
3a11pallliBAeMOMY BOIIPOCY, apXHMBHAs ClIpaBKa MOKeT ObITh BblJaHa 110 XPaHSLIMMCS B apXuBe
NeyaTHbIM MaTepuajlam, OTHOCSUIMMCS K [pe/jMeTy oOpallleHusl, ¢ TOYHBIM H [OJHBIM
yKa3aHUeM MCTOUHMKA. -

.. ApXHMBHbIE CIpPaBKH COCTaBIAIOTCS [0 YCTAHOBJIEHHOH (opme Ha Gratke apXUBHOU
CIIPABKH MJIK 00LIeM OJlaHKe OpraHU3aliiu.

1+ B cnpaske npuBOASITCS Ha3BaHMs, 1aThl B HOMEPA JOKYMEHTOB M U3/1araloTcs CBeIeHHs,
MUMEIOLIHECs B HA3BAHHBIX JOKYMEHTaX M OTHOCSIIMECs K BOINpocy oOpauleHus. Mznoxenue
JAETCs B XPOHOJOTMYECKOH MOCIIe/10BATeIbHOCTH COOBITHH, a HE JOKYMEHTOB, B KOTOPBIX OHH
OCBEIIATCS.

winy Momyckaercss NnpUBOJMTL B CIpPaBKE BbIJICPKKH M3 JOKYMEHTOB, 3aKiodas HX B
KaBblykd. Hazpanus opranusaluii B TEKCTE CIPABKM IPH [1€PBOM yNOTPEOJEHUH IPUBOISATCS
TIOMHOCTBIO, @ B CKOOKax WX O(GUUIUATBHO T[PUHATBIE COKpPAIIEHUs; TPH TOBTOPHBIX
YHOMUHAHUSX - TOJIbKO COKPALIEHHbIE.

B cnpasky BKIIOUAKOTCS TONBKO CBEICHMS!, Y TOMUHAEMbIE B JOKYMEHTAX.

H‘-,, B Texkcre apXMBHOH CHpaBKH He JOIYCKAKOTCS KOMMEHTapHU, COOCTBEHHbIE BbIBOJBI
MCIIOJIHUTEJIS 110 COACPKAHUIO HCII0JIb30BAHHbBIX JIOKYMEHTOB. ;

ApXHMBHAas1 CIIPAaBKa MOMNNACHIBACTCS PYKOBOAUTEIEM OpraHU3alluy UK HO,[IpaSIleHeHHFI
1. ApPXHBHBIC KOIIMH U BBIITUCKU U3 TOKYMEHTOB BBIIAIOTCS B COOTBETCTBUH C 3aIIPOCOM.
 MaenrnyHOCTh NOUIMHHUKY BbIIAHHBIX APXHWBHBIX KOIUH UM BBIITUCOK (3aBEPSETCs
NOAIUCHIO PYKOBOAMTE/I OPraHu3alMKi WKW YIOJIHOMOYEHHOI0 MM JiMUa (pyKOBOJAMTES
No/ipasieieHus, B COCTaB KOTOPOro BXOJAUT apXHUB) U repOOBO MeuaThio OpraHu3alni.

i, DBpIlmMcKa NpoM3BOAUTCS TOJIBKO M3 JOKYMEHTA, B KOTOPOM COAEPIKHUTCS HECKOJIbKO
OT/E/IbHBIX, HE CBS3aHHBIX MeXJy €000 BOIPOCOB. BpINucKa 10JKHA BOCIPOMU3BOAUTH
NOJIHBIA TEKCT YaCTH JOKYMEHTa, OTHOCALLENCS K 3apocy.

~ <1 Jlomyckaerces uzbsTHE M3 apXMBHBIX 1€ M BblIaya BJIAJICIbLUAM HIIH UX POJCTBEHHHUKAM
[MOUTMHHBIX JIMYHBIX JIOKYMEHTOB O I'Pak/aHCKOM COCTOssHMM, 00 00pa3oBaHUH, TPYIOBBIX
KHHJKEK M JIPYTHX, HE  [I0JYYEHHbIX B CBOC BPeMSs BJaJAe/bLEM JOKYMEHTOB.

. Tlonnuuubie 1MYHbIE NOKYMEHTBI BBIIANOTCS C pa3pelleHHus] JAUPEeKTOpa OpraHu3aliy
3asBUTE/ISIM 110 MPeIbABIEHHH [1aClopTa, HHOIO JIOKYMEHTA, YI0CTOBEPSIOIIETO JTHYHOCTD, UX
POACTBEHHUKAM WU JIOBEPEHHBIM  JIMLAM  HOTApHallbHO 3aBEPEHHOW JOBEPEHHOCTH.
[lonnuanbIe THYHBIE JOKYMEHTbI MOT'YT ObITh BBIC/IAHbI 3aSIBUTENIO LIEHHBIM ITHCHMOM.

Opranamu 1npaBonopsiika U3 apxuBa MOIyT ObITh H3bSThI JOKYMEHTE B COOTBETCTBHHU C
3gKQHoAaTenbecTBOM Poccuiickoit dejepaiiuu. i

¢ Ha mecto u3bsaToro jokyMeHTa B J1e/10 BK/I1a/IbIBA€TCS CIPaBKa O BblAaye, CHATAS! C HEro
KOIIUS UK B YUYETHBIX apXWMBHBIX JIOKyYMEHTaxX JejaeTcss OTMeTKa. 00 U3BSTHH,
YKa3bIBaIOTCsl HOMEP, JlaTa U Ha3BaHME JI0KyMEHTa-OCHOBAHMUS U1 U3BSTHUS, & TAKIKE PaclucKa
noJTyyaTelisl JIOKyMeHTa (IIpU JIMYHOU nepe/iaye).



Ilpn orcyrcTBMM B apxuBe 3alpalllMBaeMbIX CBEACHMH OTPULATENBHBIA OTBET =
cocTaBisieTcsi Ha O/laHKe NMUChbMAa OpraHu3audd. B HeMm ykasbiBaeTcss (akT OTCYTCTBHS B
JIOKyME@HTaxX apXuBa WHTEPECYIOUIMX 3asBUTeNs CBENCHHN M JAOTCS peKOMEHIALMH, Ky.a
clelyerT oGpaTMThCs 3a HeobXoaumoll mHpopMaimedl. B cIyuasx OTpULATETBHOrO OTBETa,
COACPXKALIEro CBeJeHUsl 00 OTCYTCTBHH B apXUBE HEOOXOAMMBIX JOKYMEHTOB BCJIEACTBHE MX
riGenu um yTparsl.

9. OTBETCTBEHHOCTbL 3ABEJIVIOILEI'O APXMBOM

5:1. ,HOII}KHOCTHOE,‘ JIUIO, KOTOPOMY IIOPYYE€HO 3aBe10BaHUE aApXKUBOM, HECET OTBETCTBEHHOCTh
34 COCTOSIHHE paGOTbl dPpXHUBa M BBIIMTOJIHEHHWE BO3JIOKEHHBLIX HA HEro 3ajay U Q)yHKLII/II‘;I.



