MOJIOKEHHUE
06 apxuBe MyHHLMNATBHOTO GIOKETHOTO JIOLIKOABHOTO 06pa30BaTebHOro yupexaeHns
netckuii caa Ne 4«CBeTNAHOK?

1. OBLLME MOJIOXKEHHA
1.1. B MyHHLHNalbHOM GIOPKETHOM IOIIKOIBHOM oGpazoBaTelbHOM YHPEeKICHHH nerckuit can Ne 4
«Cpetasuoky (nanee — Yupeskaenue) ans XpaHeHHs 3aKOHYEHHBIX JEONPOU3BO/ICTBOM JIOKYMEHTOB
CO3/1aeTCsl ApXHB.
1.2. Vupexkaenue BbiaeaseT Moi apxus floMelleHle, OTBEHaroLLee TpeboBaHUAM obecnevyeHu
COXPAHHOCTH JJOKYMEHTOB, a TAKKe cOOTBETCTBYIOLIEE 000PY10BaHHE.
1.3. 3aBejOBaHHE APXHBOM OPYHacTCs OTBETCTBEHHOMY 3a apXHB JIHLLY, Ha3HA4YaeMOMYy TpHKa3oM
PYKOBOJIMTENS OpraHH3aliy.
1.4. B cBoeii paboTe apxuB OpraHu3alih PYKOBOJICTBYETCA 3aKOHOAATETbHBIMH aKTaMH Poccuifckoi
deaepauik 110 apXHBHOMY JICTY, HOpPMATHBHO-METOHYECKHMH pokymeHTaMi MUHKYJIbTYpPbI Poccuu
u MegepanbHOro apXHBHOTO arcHTCTBA Poccuu, NpUKasaMH M yKasaHuaMu PYKOBOJICTBA OpraH13altH
¥ HACTOSALIUM TOJIOKEHHEM.
1.5. KoHTpodb 3a JEATENBHOCTHIO apXuBa OCyILECTBSET ~PYKOBOACTBO opraHu3alin - HIH
CTPYKTYPHOTO NOJpa3ae/ieHus, B COCTaB KOTOPOrO BXO/IMT apXHB.

2. COCTAB JJOKYMEHTOB APXHUBA
B apxuB nepeaarorcs:
3 1. 3aKOHUYEHHBIE J1ONPOH3BOACTBOM JOKYMEHTDI, 06pazoBaBIIMECs B 1CATEBHOCTH OpraHu3aluu 1
ee CTPYKTYPHBIX noapasae/ieHUiM:
— j1ena NOCTOAHHOIO XpaHeHH,
— jlena BPEMEHHOTO (CBbIIIE 10 neT) cpoKa XpaHCHHs,
— JIOKYMEHTBI 110 THYHOMY COCTaBY,
— JIOKyMEHTBI TIOCTOSIHHOTO XpaHeHHs 1 110 JIAYHOMY COCTaBY opraHmaum‘&-npenmecmeunuxosg
— crpaBOYHBIH annapar K A0KyMEHTaM apxuBa (ONMCH, HOMEHKIATYPbI e KapTOTEKH M T. IL.).

3. 3AJIAUMA U @YHKLIMA APXHWBA
3.1.OCHOBHBIMM 3a1a4aMH apX1Ba ABIAIOTCH:
_ KOMIJIEKTOBAHHE apXMBa JIOKYMEHTaMH, COCTaB KOTOPbIX MPEIYCMOTPEH Pasie/ioM 2 HACTOALLErO
MOJIOKEHHA,
_ obecrieueHre COXPaHHOCTH M yUeT NPUHATHIX Ha XpaHeHHe JIOKYMEHTOB;
— opraHuszauus npaKTHueckor paboTbl, CBS3aHHOM ¢ MCMONb30BAHMEM JOKYMEHTOB, XpaHALIMXCs B
apXvBe;
— KOHTpOJIb 3a MpPaBHIIbHBIM opmupoBaHuem H opopmIIEHHEM OKYMEHTOB B 71e7I0TPOH3BO/CTBE,
0T6OPOM M MOArOTOBKOH MX K NEpe/iate Ha apXMBHOE XPAHEHHE.
32. B COOTBETCTBUM C BHITIONHACMbIMA 3a/1a4aMH apXMB OCYILECTBIACT CNIC/YIOMHE (byHKUMK:
— MPUHMMAET [oc/ie 3aBepLICHHA I€JIONPOM3BOICTBA, YUHTBIBACT H xpanut 00pasoBaBliHecs B
JeSTENLHOCTH  OpraHu3aliii  JOKYMEHTRI, oGpaGoTaHHbie B COOTBETCTBHH ¢ JCHCTBYIOLIHUMH
paBHIIaMHK;
— oprauuzyer paboTy Mo MOAroTOBKE onmceil 3aBepLIEHHBIX €10NPOH3BOACTEOM JOKYMEHTOB
HOCTOSIHHOIO XPAaHEHHUs U 110 JINYHOMY COCTaBY:
— OCyLIECTBAET YUET MO HOMEHKJIATYpaM JIell, HaXOAAUMXCA B CTPYKTYPHBIX 0/1pa3/e/ICHIAX (y
yerosHUTENei) 10KYMEHTOB BPEMEHHOTO XpaHeHHs:



— obecnevymBaeT MOJHYH COXPAHHOCTh MPUHATBIX HA XpaHEHHE AE;

— CO3/1aeT, MOMOJHACT H COBEPLICHCTBYET YHYETHO-CMPABOYHbIH annapar K XpaHsLMMCS B apXuBe
Je/aM W JOKYMEHTaM;

— OpraHu3yeT MCMOJIb30BaHHE XPaHALLMXCH B APXHUBE JOKYMEHTOB;

— WHOOPMHUPYET PYKOBOJACTBO M PabOTHUKOB OPraHM3allMM O COCTABE M COJIEPIKAHWM JOKYMEHTOB
apxuBa;

— BBIJAET B YCTAHOBJIEHHOM TMOPSJIKE XPaHALLIMECs B apXHBE J1€/1a M JIOKYMEHTBI 1715 HCNO/b30BaHHUA B
MPAaKTHYECKMX M IPYTUX LIENAX;

— MCMOJIHSET 3anpochl YUPEKAeHUH W rpaxk]aH 00 YCTaHOBJIEHHM TPYIOBOTO CTaXa W [0 JApYyrum
BOMPOCAM COLMAILHO-IPABOBOIO XapaKrepa,

— BEJIET YYeT BblJa4yd apXMBHBIX JIe] M JIOKYMEHTOB, OCYLIECTBISET KOHTPOJIb 38 CBOEBPEMEHHBIM HX
BO3BpALLEHHUEM B XPaHWIIHILIE;

— MPOBOAMT JKCMEPTH3Y LEHHOCTH JAOKYMEHTOB, XPaHAIIUXCA B apXMBE, CBOEBPEMEHHO OTOMPAET K
YHHYTOKEHHIO J1e/1a ¢ MCTEKIIUMH CPOKAMH XPAHEHHS,

— OKa3blBa€T METOIMYECKYIO TOMOIb CciyxkOe AeNonpou3BOACTBA OPraHW3alld B COCTaBJCHHMH
HOMEHKJIATYPbl  JIeJl, KOHTPOJIMpYeT MNpaBUAbHOCTL (OpMHpOBaHWA M OodopmieHus Jen B
JEJONPOM3BOJCTBE,  TOArOTOBKY  JIOKYMEHTOB K  Mepejade B apXMB  OpraHM3alluu,
— B Cllyyae 3aKJIOYeHHMs C COOTBETCTBYIOIIMM yupexkieHHem (DeepaibHOr0 apXMBHONO areHTCTBa
Poccuu Joroeopa O [fiepejade  Ha rOCYAApCTBEHHOE XPAHEHWE JIOKYMEHTOB  OpraHu3aluM
obecrneynBaeT TMOArOTOBKY 9STHX JOKYMEHTOB H CBOEBPEMEHHOE Tpe/CTaBlieHHe ONUCH J1en
MOCTOSIHHOTO XPaHEHHs HAa YTBEPKACHHE IKCNEPTHO-NPOBEPOUHOH KOMHCCHM YKa3aHHOrO apXHBHOIO
YUPEKIEHHUS.

4. TTPABA APXHUBA
4.1. B uensx BbINOJHEHHS BO3IOKEHHBIX 3a7a4 W (QYHKUMH apXuB HMMeeT Mparo:
— KOHTPO/MMpOBaThb colQuiofeHHe B OpraHd3alMd H B €€ CTPYKTYPHbIX [10/pa3fAeaeHHax
YCTAHOBJIEHHBIX NpaBu/l paboThl C JOKYMEHTaMH, 0OecneueH s HX COXPAaHHOCTH, KauecTBa oTOopa M
NOJIFOTOBKH JIeJ K Mepeiade Ha apXHBHOE XpaHeHHe;
— BHOCHTb HA PACCMOTPEHME PYKOBOJCTBA OPraHn3alMy NpeinokKeH1s, HanpaB/IeHHbIC Ha ylyvlleHHe
B CTPYKTYPHBIX MO/pa3ae’eHusx padboTsl Mo ohopMIeHHIO JOKYMEHTOB, (JOPMHUPOBAHHIO MX B JIea,
NOArOTOBKE JOKYMEHTOB K Nepeaye Ha apXMBHOE XpaHeHHe;
— TMpEACTaBiATb B YCTAHOBJIEHHOM TMOpsAJKe 3asBKM Ha olecrieyeHue apxuBa HEOOXOAMMbIM
obopyaoBaHHEM W MaTepHalaMH, NPOBeIeHHE PEMOHTHBIX paboT U T. 1.
— YYacTBOBaTb B OpraHusyembiX yupexkaeHusmu @enepanbHOro apxuBHoro arentcersa Poccuu
MEpONpUATUAX 110  MOBBILIEHWIO KBadudHKaLMK  PabOTHMKOB  BEJOMCTBEHHBIX apXHBOB U
JeNIONPOU3BO/ICTBEHHBIX CITYKO, YUPEHIEHHH W MpeAnpHATHIA.

5. OPTAHU3AIIMA TOKYMEHTOB B APXHKBE.

5.1. JlokyMeHTalbHBIH U apXHUBHBIH (OH/ OpraHu3aluH.

Besi COBOKYITHOCTBH JIOKYMEHTOB, 00pasyIOIIUXCS B JIEATEIbLHOCTH OpraHH3aliH,
COCTaBJISIET €e JIOKYMEHTAILHBIN (OHIL.

JlokyMeHTBI, 00pa3yromuecs B JeSTeIbHOCTH OpPraHH3alMM 1O CPOKaM XpaHCHHS
MOIpa3IeNsIIOTCs Ha:

[] TOKYMEHTBI BpEMEHHOTO cpoka XpaHeHus (10 10 j1eT BKIIOYHTEIBHO),

[] TOKYMEHTBI JIOJITOBPEMEHHOTr0 ¢cpoka xpaHeHus (cebiite 10 aeT);

[] TOKYMEHTBI MMOCTOSSHHOTO (BEYHOI0) XPAHEHHS.

5.2. Opranu3sanus JOKYMEHTOB B IIpeJiesiaX apXHBHOTO (oH1a.

OcHOBHbBIE TOHATHS U TPeOOBaHMUSI.

B npenenax apxuBHOro (oHAa YYeTHO-KJIACCU(PHKALMOHHON €IMHMIECH SABIACTCS
€MHHIIA XPaHEHWs JOKYMEHTOB. [EIMHMIBI XpaHeHHs JOKHBI  OBbITh  OIHMCAHBI,
CHCTEMATH3UPOBAHBI, BHECEHBI B OIIUCH W 0(OPMIIEHBI B OPAJIKE, 00ECIICUNBAIOIIEM X YYeT,
MOKMCK M HCIIOJIb30BAHHE.

EMHuIB XpaHeHus (J1e51a) apXuBHOTO (POH/Ia CHCTeMAaTH3HPYIOTCs B mpejesiax Goun/a
corjacHo cxeMe cHcremarnsanuu. Cucremarus3anus IOKYMEHTOB (oOH/A TPOBOJHTCS B



JEONPON3BOJICTBE W B aPXHMBE OPraHM3alli¥ IIPH [OJrOTOBKE JIOKYMCHTOB K MeEpeiatc B
roCyJapCcTBEHHBIE ApPXHBBI.

Opranu3anust JOKYMEHTOB 110 JIWTHOMY COCTaBY.

JIOKYMEHTBI 110 JHYHOMY  COCTaBy  BbIACIAIOTCH B 0cobyI0  Tpymimy,
CHCTEMATH3HPYIOTCSA 000CO0ICHHO M BKIIOYAIOTCS B OT/IC/IbHYIO OIHCE.

PerucTpanmoHHo-ydeTHbie  (GOPMBI  JIOKYMEHTOB TI0  JIMYHOMY  COCTaBy (KHHUTH,
JKypHA/IBI yueTa MPUKa30B O MPHEME, NEPEBOJE, YBOJIBHEHUH, JHYHBIX KapTOUCK, JHUHBIX
e, COrjialieHuii, KOHTPAKTOB M Jp.) BKIIOYAKOTCS B OMUCh JOKYMEHTOB 110 JIMTHOMY
COCTaBY.

Ha panble J1e1a YBOJIEHHBIX COTPY/HHKOB MOXKET COCTABJIATHCS OT/C/IbHAS OTHCh.

JleJia o JTHYHOMY COCTaBY, KaK MPaBHJIO, CHCTEMATH3HPYIOTCS 10 XPOHOJIOTHYECKOMY
npusHaKky. B apXuBax KpyHHBIX OpraHu3aluii ¢ OOJNbIIMM KOIHYICCTBOM pabOTHHKOB MOXKET
HCIIONB30BATHCS CTPYKTYPHO-XPOHOJIOTHYECKHMH IIPUHIIAIT CHCTEMATH3ALMH JTHIHBIX JICIL.

B npesenax KaxJA0oro rojga jena Mo JIHYHOMY COCTaBy CHCTEMAaTH3HPYIOTCA 11O
CTEMeHH BKHOCTH - NPUKa3bl O 3aunciieHnn Ha ciyxOy (B yueOHOe 3aBejieHHe M T.L),
nepeMelieHAN, YBOJIBHCHHH (OKOHYAHHH Y4eOHOro 3aBC/CHHS M T.1.), JIMIEBBIE CYeTa,
CIIMCKH, JKypHAlbl ydeTa JOKYMEHTOB IO JIMYHOMY COCTaBY, JPYIHE PErucTpalHoHHO-
yueTHbIE JOKYMEHTbI, JIMYHBIC JIe/1a.

JluuHple Jiela ¥ JIMYHBIE KAPTOYKH YBOJICHHBIX COTPYIHHUKOB OTHOCATCA K IOIY
YBOJIbHEHHS H CHCTEMATH3UPYIOTCS B TpejesaX KakIoH Tpynibl MO anpaBuTy
dhamumii.

6. VUET JIOKYMEHTOB B APXHBE.

6.1. O6me TpeboBaHUs K YUETY JOKYMEHTOB.

Vuer JOKYMEHTOB B ApPXHBE OPraHM3alliM - OTO ONPEJICICHHE MX KOIMvecTBa H
cocrapa B

YCTAHOBJIGHHBIX EIMHMI@AX ydeTa M (uKcauus (Perucrpanus) MPHHALICIKHOCTH
KasK/I0M €IHHHMIIBI ydeTa K Onpe/e/leHHOMY KOMILIEKCY M OOLIero uX KOJIMYECTBA B yUETHDIX
JIOKYMEHTaXx.

[lofl ydeTHBIM JIOKYMEGHTOM [OHMMAeTCsi JIOKYMEHT —YCTAHOBJIEHHOH (opmbl,
UKCHPYIOIIHMIT [OCTYIUIEHHE, BBIOBITHE, KOJHYECTBO, COCTaB M COCTOSIHME apXHBHBIX
JIOKYMEHTOB B €ZIMHUIIAX YYeTa.

Yyer J0KYMEHTOB B apxHBe OPTaHM3allMH SBISETCS OJHMM M3 CPEJICTB 00eCIeYeHHs
MX COXPAHHOCTH W KOHTPOJIS 3a UX HAJTMYHEM.

Yuery nojyiexkar Bce XpaHsiMecs B apxuBe OpraHu3anuy JOKYMEHTBI, B TOM HHCIC
HEONHCAHHBIE U HENMPO(UIbHBIC Ul JAHHOIO apXHBa.

Yyer MpOH3BOIMTCS IyTEM IMPHCBOCHHs APXHUBHBIM JOKYMEHTaM (€MHHMIAM y4era,
¢/IMHULIAM XPAHEHHS) YUIETHBIX HOMEPOB, SABISIOIIMXCS YACTHIO APXHBHOTO MIH(pa.

ApXHUBHBI HQp - 0003HAUEHHE, HAHOCHMOE HA K&XKAYIO €/IMHUILY XPaHEHHU C TICIBIO
obecrieyeHnsl ee ydeTa M HIACHTH(HMKAIMH. ApPXMBHbIA MH(pP COCTOMT W3 HOMEPOB!
apXMBHOTO (DOH/IA 10 CIIUCKY (DOHIOB apXHBA OPraHH3ALMK K Yepes JPoOb 10 CIIHCKY (oHI0B
roCy/IapCTBEHHOr0 apXMBa, HCTOYHUKOM KOMIUIEKTOBAHUS KOTOPOTO ABJISCTCs OpraHu3aius,
ApXMBHOM KOJUICKIMU, OTTUCH, €JIMHHIIbI XPAaHCHHUS.

Homep apxuBHOTO (OHAA TNPHCBAMBAETCA IOCYJIapCTBEHHBIM —apXHBOM  IIOCIC
oopmIiIeHHSs TEPBOTO MOCTYIUIEHHS  JIOKYMEHTOB ~ OpraHH3allid  Ha  TOCTOAHHOC
XpaHeHHe.

y

6.2. EnuHHIBI yUeTa.

OCHOBHBIMH €/IMHHIIAMH Y4€Ta JOKYMEHTOB HE3aBUCHMO OT BUJIA HOCHTEIS, crocoda
M TEXHHMKH 3aKperuicHus HHGopMaluu sBIsAIOTCS:

(] apxuBHBIH (POH/I, apXHUBHASA KOJUICKIIHS:



| ¢IMHHIIA XPAHEHHH.

JIOKYMEHTBI JIHYHOTO IPOMCXOKIEHHs, HE TIPOLIEIIIHE HAy4HOro OMHCaHHA,
YUHTHIBAIOTCS, KK MPABUIIO, 110 JIOKYMECHTAM H JIMCTaM.

HeobpaboraHHble TOKYMEHThHI (POCCHINb) YYHTHIBAIOTCH W3 pacteTa 150 nucroB B
OJIHOM YCJIOBHOH €/IMHMIIC XPAHCHHS.

Enununa xpaHenus - Qusudeckn 000COOMEHHBIC NOKYMEHT WM COBOKYIHOCTDH
JIOKYMEHTOB, MMEIOIINE CaMOCTOATETIbHBIC 3HAYCHHE.

EjMHHI@ XpaHEeHHs JIOKYMEHTOB Ha OyMaxkHO# OCHOBE (J1€/10) COBOKYIHOCTD
JIOKYMEHTOB, OT/ICITbHBIN JOKYMEHT, 3aKIOUeHHbIe B 000COOICHHYIO 00JI0KKY, NIAIKY.

Vyer JOKYMEHTOB B apXHBE OpraHH3allid CTPOMTCA Ha OCHOBC colmo/1eHus
NPUHIIUIIOB:

LIeHTPATH3allMH, BHIPAKEHHOH B NPHMEHEHUH €IMHBIX €/IHHHMIL yqeTa; yHU(PHUKALMH,
OCHOBAaHHOH Ha COOMIOJIEHHH TMPEEMCTBEHHOCTH Y4eTa apXMBHBIX JOKYMCHTOB Ha BCEX
cTajUaX paboThl ¢ HUMK; JMHAMHYHOCTH, 00ECTICYMBACMO CBOCBPEMEHHDBIM H ONCPATHBHBIM
BHECEHHEM M3MEHEHHH B Yy4YeTHbIE JIOKYMEHTBI MJH COCTABJICHHCM HOBBLIX YYCTHBIX
JIOKYMEHTOB; TIOJIHOThI M IOCTOBEPHOCTH ydeTa.

[TopsloK 70CTyNa K YYeTHBIM JIOKYMEHTaM, a TaKKe K y4CTHBIM OazaM JIlaHHbBIX
apxMBa OpPraHU3alluy ONpe/Ie/AeTCs TMPUKa3oM PYKOBOJICTBA OPraHH3allkH. Bce yuerHbie
JOKYMEHTBI ADXHUBA OPTAHM3ALME  JIOJDKHBl XPAHHTHCS B XPaHHIHINE (WM ClEUHATbHO
BBUIE/ICHHOM [IOMEIIIEHHH) B ceiihax MM MeTAIHYCCKHX IKapax.

7. TIOPSIJIOK BEJIEHM S OCHOBHBIX YUETHBIX JJOKYMEHTOB.

7.1. OcHOBaHMEM Ka)KJI0H 3aIIUCH B OCHOBHBIX YUETHBIX JIOKYMECHTAX SBJIACTCH!

- npU NOCMYNIEHUU OOKYMEHMOE 6 APXUE OPeaHU3AYUL.

| ¢jaToYHbIe OIKMCH CTPYKTYPHBIX NOJApa3/ie/leHui Ha JIOKYMCHTBI [1OCTOSHHOTO,
JI0TOBpeMeHHOro (cBbiie 10 1eT) XpaHeHHs H 110 TMYHOMY COCTaBY (IPHIIOKCHUE 12);

[ cBOAHAs HOMEHKJATYpa JieJl OpraHu3ally MM HOMEHKIATypa Jel CTPYKTYPHOIO
nojapasaeneHus ¢ oGopMICHHOH HWTOrOBOH 3alMHMCBIO O KOJIHYECTBE 3aBC/ICHHBIX M
3aKOHUYEHHBIX JIEL.

- Npu BLLOLIMUL OOKYMEHMOS U3 APXUBA OPeAHUZAYUU:

(] aKT mpHeMa-nepeadd JOKyMEHTOB Ha MOCTOSHHOE XPAHEHHE B rOCYIapCTBEHHbIH
apXuB WM apXHB JAPYIoi opraHu3aluu,

[] aKT BO3BpaTa JJOKYMEHTOB COOCTBEHHHKY:

[] aKT O BBIJICJICHHH K YHHUYTOXKEHHIO JJOKYMEHTOB, HE MOJIIeIKALMX XPAaHEHHIO;

] aKT 0 He OOHApYKEHUH JJOKYMEHTOB, IYTH PO3BICKA KOTOPBIX UCUEPIIAHBI,
| aKT O HEHCIIPABMMBIX MOBPEKICHHAX JOKYMEHTOB;

- NO pe3yIbmamamM EbINOIHEHUs. GHYMPUAPXUGHBIX padom (cocmasienus c600HbIX
onucell, HAYYHO20 ONUCAHUS OOKYMEHMOG TUYHO20 NPOUCXONCOCHUS, APXUSHBIX KOLIEKYUL,
cocmaenenus onuceil 0cobo yennvix Oen U OOKYMEHMO8, CMpaxoeo2o onoa u gonoa
RONL306AHUA, CO30AHUSL 0OBEOUHEHHBIX APXUGHBIX (POHO0E, NPOBEPKU

] akT 06 0OHAPYKEHUH JOKYMEHTOB (HE OTHOCSLIMXCA K JaHHOMY (OHIY, apXHBY.
HEYUYTEHHBIX U T.JL.).

Kuura ydera nocTyrieHus U BbIOBITHSA JIOKYMEHTOB.

Knura ydera nocTyrieHusi ¥ BbIOBITUS IOKYMEHTOB MpEHa3HAYeHa I ydeTa BCeX
TEKYIIUX H UTOTOBBIX (Ha | sHBAps Ka/10r0 roja) M3MeHEHNH B COCTABE U obbeme (OHJI0B H
Jell B apXMBe OpraHu3allii, CBA3AHHBIX C [PUEMOM, BBIICJICHHEM JI€J, HE TOICKANINX
JaibHEHIIeMY XPaHEHHMIO, Tepejadeii e B rocyIapCTBEHHbIH WM JPYroH apXuB. Knura
ydyera MOCTYIUICHHSI M BHIOBITHS JOKYMEGHTOB CJIY)KUT OCHOBOHM JUIs COCTAB/JICHHS JIUCTOB
¢oHI0B, NacnopTa apxmsa.

Kaxk0oe NOCTYIUICHHE HIM BBIOBITHE MOJYYaeT CaMOCTOATENbHBIA [OPSIKOBbIH
HOMeEP.



Ecid TMOCTYIUIGHHE COCTOMT M3 JIOKYMCHTOB HecKoJIbKUX (POHIO0B, TO JaHHbIE IO
kaxaoMy (GoHay (HaspaHHe dona, ero Homep T.1.) 3QIHCHIBAIOTCS ¢ HOBOW CTPOKHM 32 TEM
e TOPSIKOBBIM HOMEPOM.

VueT NOCTYIUIEH!S B BHIOBITHA JIOKYMCHTOB B apxXuBe, XpaHsiieM OJ1H don, BejeTCH
no nucty Gonja.

ApXHMB OpraHu3aluH co CIIOKHOM CTPYKTYpOil MOXKET Y4MTHIBATE B KHUIe ydera
[oCTYIUIeHUs. M BBIOBITHS JIOKYMEHTOB CcaMOCTOATENILHO TIOCTYIJICHHE  HIIH BBIOBITHE
JIOKYMEHTOB K100 CTPYKTYPHOTO TOJIPa3/Ie/ICHHS.

Ecnu  JoKyMeHTbl (oHza rocTynailor B apXWB BIEpBbie, TO HOMEP donna
[POCTAB/ISIETCS B KHATE YueTa MOCTYILICHHA 1 BLIOBITHS JIOKYMEHTOB T10CIIE TPUCBOCHHUS €My
HOMeEpa 110 CITUCKY (POH/IOB. Fern  MOCTYNMBIIME ZOKYMEHTBI ABJAIOTCA HACTRIO donna, yxe
WMeEIOIIerocss B apxuWBe, TO B cooTBeTCTBYIOMIEH rpade KHUTH yKa3blBacTCd HOMED,
pHCBOEHHBII HTOMY GOHITY paHee. Ec/1i MOCTYITHITH HITH BHIOBLIH HEONMCAHHDBIC JIOKYMEHTBI,
to B rpade 6 nenaercs OTMETKA: “ge omucaHbl”, a ceneHus 00 o0beMe NAI0TCH B 13u 14
rpadax.

EjKerogHo B KHUre yueTa MOCTYIUICHHA H BHIOBITHS JIOKYMEHTOB MOABOAUTCS HTOT
KOTMUECTBA TOCTYTHBIINX M BHIOBIBIINX 32 FOJL IOKYMEHTOB (memn).

8 MCI10JIb30BAHUE JIOKYMEHTOB APXHBA.

8.1. [ToHsiTHE WCTIOIBL30BAHMSA JOKYMEHTOB apXHBa.

Mcronb30BaHue ApXMBHBIX JOKYMEHTOB - MPHMEHCHHC uH(OpMaIMK  apXHBHBIX
JIOKYMEHTOB B KyJIbTYPHBIX, HAYYHBIX, MOTHTHICCKHX, HKOHOMHYECKHX 1eIsAX U JUIS
obecrieueHNs 3aKOHHBIX MPaB U HHTEPECOB MPaiIaH.

JIoKyMeHTBl apXHBOB opraHM3almil  ABJIAIOTCA OTKPHITHIMH JUISL  MCIOJIB30BAHUSA
APXHBOM M T10JIb30BATE/ISMH.

McK/TIOUeHHe COCTaB/IsieT  JOKYMCHTHPOBaHHAs uHpopmalus, OTHECEHHAs
3aKOHOJATEILHBIMH aKTaMH K KaTerOpHH OrpaHHteHHOTo JOCTYIIA.

[Tops/10K HMCIOJIb30BaHHs JIOKYMEHTOB Apxustoro ¢onua Poccuiickoit ®Penepal.,
HAXOJISIIMXCA HA BPEMEHHOM XPAaHCHHM B OpraHM3allisiX, orpejenseTcss UMH Ha OCHOBC
nacrosero IomoxeHuns.

OcHOBHBIMH (POPMaMH HCTOJIB30BAHNUS JIOKYMEHTOR apx#Ba ABJISIOTCS:
WH(pOPMHPOBAHHE PYKOBOJCTBA M CTPYKTYPHBIX noApas/ielieHuii OpraHu3alnn, a TaKKe
JPYTMX OpraHM3aluil 0 HATMYUHA B APXUBAX TEX MM MHBIX JJOKYMEHTOB H HX COICPKAHHH;
MCIIOJTHEHHE 3aMPOCOB IPAMKIAH H opranu3alui COIMATBHO-IPaBOBOIO Xapakrepa,
[OAr0TOBKA HHPOPMAIMOHHBIX MEpOIPUSTHI: BBICTABOK, KoH(epeHIui 1 JIp.;

Bbljlada JOKYMEHTOB BO BPEMEHHOE MOJIb30BAHUC.

WudopMupoBaHke W HUCIOJIHCHUE 3anpocoB  PYKOBOAMTENEH —OpraHH3allih u
CTPYKTYPHBIX [10/Ipa3/icieH|i, a TaKkKe JPyrux opranu3alyii 0CyIEeCTBIACTCs apXHBOM TIO
ompe/IeiEHHOH ~TeMaTHKE 10  3amlpocy Wi B MHMIHMATHBHOM TOpAAKEe B dopme
HH(GOPMAIIHOHHOIO MUCHMA HIIH CIIPABKHA O HA/TMYHH B apXHBE COOTBETCTBYIOLIMX

UnpopmupoBaHue pyKoBoauTENei  MOKET MPOM3BOJIUTBCS  TAKKE B thopme
TeMaTHYecKOi MOJA00pPKH KOMHH JOKYMEHTOB, K roGopKe KON NpuiaraeTes THUTYJIbHBIH
JIMCT,  TAKIKe TIPH HEOOXOIMMOCTH HCTOPHHCECKAst CripaBKa, MepedeHb 1 ApYrne MaTepuaibl.

8 2. McmosiHeHME 3alpocoB  rpax/iad H OpraHu3aliil  COUUATLHO-TIPABOBOIO
xapakrepa.

Uudopmaliys cOlHaIbHO-TPABOBOTO xapaKTepa 1o 3arpocam rpaiiat 1 opraHu3anui
BbIaeTcs B JopMe apXHBHOM CIIPABKH, apXHBHOM KOITHH H ApXHMBHOH BBITHCKH.

ApXuBHas CIpaBKa - JOKyMEHT, cojiepIKaIluii apXuBHYIO uHpOpMALMIO O MPEIMETE
3ampoca, ¢ YKasaHHeM MOHCKOBBIX JaHHBIX JOKyMEHTOB, Ha OCHOBaHHMH KOTOpBIX OHa
COCTaBJICHA.



ApXHUBHAsi KOIHS - JTOKYMEHT, BOCIIPOU3BOSIIMH TEKCT WK n300paXKeHHe apXUBHOIO
JOKYMEHTA, € YKa3aHUEM €r0 MOMCKOBBIX JaHHbIX.

ApxuBHas BBIIUCKA - JOKYMEHT, JOCJIOBHO BOCIPOM3BOALIMI  YacTh TEKCTa
APXMBHOTO JIOKYMEHTA, OTHOCSIIYIOCS K ONPENEJCHHOMY BOMPOCY. dakty wiaM iy, ¢
yKa3aHHEM TTOUCKOBBIX JaHHBIX TOKYMEHTA.

ApXMBHbIE CIPABKH, BBITMCKH M KOIMH BBIIAIOTCA HA OCHOBAHMHM IHCHMEHHOTO
3ampoca

[10/Tb30BATE)Isl, KOTOPBIi JI0JIKEH COJlepKaTh HAMMEHOBAHHUE (M /IpeC 1Py nepechUIKe)
OpraHu3aliii (apxuBa), KOTOPOW OHM AJPECOBAHBI, H3JIOKCHHE CyliecTBa  3arpoca;
daMunio, WM M OTYECTBO OOpAIIAIOIICTOCs; €ro aapec, KOHTAKTHBIC TenedoHsbl; jary H
JIMYHYIO TTOJUTHCh.

OGpaieHusi TPAKIaH, B KOTOPIX OTCYTCTBYIOT (BaMmHIMH, ajpeca M [OANHCH
0GpAIIAIOMMXCS, CYMTAIOTCS AHOHMMHBIMA M HE MOJUICKAT PacCMOTPEHHMIO; MpH JIHHHOM
obpallleHHi TIPH HAIMUMM (GaMHIHH W ajapeca HeI0CTalolast un(opMallis MOKeT ObITh
BOCIIOJIHEHA.

CpoK MCHOJHEHHMS 3alpocOB  COUMANbHO-NPABOBOTO  Xapakrepa  Tpawiad — H
OpraHM3alMii 0 MaTepuanaM apXuBa He JIOJUKCH MPEBbIIATh 30 jameit co JHS perucTpanuu
obparenus. [Ipy CIOKHBIX 3anpocax CPOK MOKET OBITH MPOICH, HO HE Gonee yem Ha 30
JHeH ¢ 00s3aTebHBIM YBEIOMIIEHHEM 00 3TOM 3asiBUTE]IA.

CpoK HCHOJIHEHHSI 3alpOCOB € HCNOJIB30BAHMEM  TOJILKO  HAyUHO-CIIPaBOYHOTO
anmapara apxuBa — He 6osee 15 jHeH ¢ MOMEHTa PEruCTpaLlii oOpaineHus.

ApXMBHBIE CIPABKH COCTAaBISIOTCS HAa OCHOBAHWH JIOKYMCHTOB (MOVIMHHHUKOB M
3aBepeHHbIX KOMMii), XPaHSIIMXCH B apXMBE, MCIOIb30BAHHE HE3ABEPCHHBIX JIOKYMCHTOB,
OTHOCSILIIUXCA K BOIpoCY oOpalleHHs, OroBapuBaercs B TEKCTE CHPABKH ("He3aBepeHHAas
korus"). [Tpu OTCYTCTBUH B apXHBE JIOKYMEHTOB, coJiepKallmnx CBE/ICHHUS 1o
3aNpalIMBaEMoOMy BOIPOCY, apXHBHAs CrpaBKa MOXKeT OBITh BblIaHa MO0 XpaHAIMMC B
apXMBE MEYaTHBIM MaTepHAIaM, OTHOCAIIMMCS K [IPEAMETY 00pallieH s, ¢ TOUHBIM H MOIHBIM
YKa3aHUEM UCTOYHHKA.

ApXHMBHBIC CIIPaBKH COCTABIAIOTCS 1O YCTAHOBICHHOH (opme Ha Oiamke apXHUBHOH
CIpaBKH MM 001IeM OlaHKe OpraHH3aluu.

B cnpaBke NpUBOIATCS HA3BaHMA, JaThl M HOMEpa JOKYMEHTOB W H3/laraiorcs
CBEICHHS, MMEIOLIMECs B HA3BaHHBIX JOKYMEHTAX M OTHOCSIIHECS K BOINPOCY OOpalleHHs.
W3nosKeHne 1aeTes B XPOHOJIOTHUYECKOI 1MOCe/10BaTeIbHOCTH COOBITHI, a HE JIOKYMCHTOB, B
KOTOPBIX OHH OCBELIAIOTCS.

Jlonyckaercss MPUBOJWTH B CIIPaBKE BBUIEPKKH H3 JIOKYMEHTOB, 3akjioyas HX B
KkaBbiuky. HasBaHus OpraHu3ammii B TEKCTE CIPABKH [PH TIEPBOM YIIOTPEOICHHH NPHBOATCS
NOJHOCTBID, a B CKOOKaXx HMX O(HIHAIBHO TNPHHATHIC COKpAILCHHS, IpPH [OBTOPHBIX
YIIOMHUHAHHSX - TOJIKO COKpAIlICHHBIE.

B cripaBKy BKIIIOHAIOTCS TOIBKO CBEJICHHS, YIOMHHACMBIE B IOKYMCHTAX.

B Tekcre apXMBHOM CHPaBKA HE JOMYCKAIOTCS KOMMEHTAPHH, COOCTBEHHBIE BBIBOJIBI
MCIIOJIHUTEIS 110 COACPHKAHHIO UCIIOJIB30BAHHBIX JIOKYMEHTOB.

ApXMBHAs ~ CIpaBKa  IOJANHCHIBAETCA  PYKOBOJAMTEIEM  OpraHusaliMd Wi
noJpa3AeaeHus.

ApPXHMBHBIE KOIIUH U BBIIIUCKH M3 JOKYMEHTOB BBIJIAIOTCS B COOTBCTCTBHH € 3AlIPOCOM.

UIeHTHYHOCT TO/UIMHHUKY BBIJIAQHHBIX ApXMBHbBIX KOMMH W BBHITHCOK 3aBCPACTCH
MOANUCHI0 PYKOBOJMTENSI OPraHM3alMi WK YNOJHOMOYCHHOIO MM JIHIA (pyKOBOAMTES
MoJIpas/ie/ieHus, B COCTAB KOTOPOTO BXOIUT aPXHB) H repOOBOH MeYaThbO OpraHU3alUu.

Bhinucka MPOM3BOMTCSA TOIBKO M3 JIOKYMEHTa, B KOTOPOM COJCPHKHTCA HECKOJILKO
OT/JENBHBIX, HE CBS3aHHBIX MEKIy coOoi BOmpocoB. Beimucka J0JDKHA BOCIHPOH3BOIAHTDL
[OJTHBIH TEKCT YACTH JIOKYMEHTA, OTHOCSILIEHCS K 3a1pocy.

JlonyckaeTcs W3bSATHE M3 ApPXMBHBIX Jlel M Bbllaua BIajciblaMm  WiIH - HX
POJICTBEHHMKAM  [OUTHHHBIX JIMYHBIX JIOKYMCHTOB O  IPa/aHCKOM  COCTOAHHM, 00



00pa3oBaHuy, TPYAOBBIX KHHIKEK H JIPYTUX, HE [IOJIyUEHHBIX B CBOE BpEMs BIIAJIC/IbIIEM
JIOKYMEHTOB.

[TojyiMHHBIE JIMYHBIE JOKYMEHTBI BBIAAOTCS ¢ Pa3pellCHHs  PYKOBOMTEIA
OpraHu3alMK 3aABUTEISIM 110 TIPEbABIEHUH [ACIIOPTA, HHOTO JIOKYMEHTA, YI0CTOBEPSIOLICTO
JMYHOCTB, MX POJCTBEHHUKAM HJIM JIOBEPEHHbIM  JIMIIaM HOTAPHAIBLHO  3aBEPEHHOMH
JoBepeHHOCTH. [10/UTHHHBIE JIMYHBIC TOKYMEHTBI MOTYT OBITH BBICJIAHBI 3aABUTEIIIO IIEHHBIM
TTHCBMOM.

OpraHam¥ NIPaBONOPSIKA H3 apXHBa MOTYT OBITh H3bATHI JIOKYMCHTBI B COOTBETCTBHH
¢ 3aKoHO1aTeIbeTBOM Poccuiickoit Meneparii.

Ha MecTO M3BATOrO JOKyMEHTa B JIEJ0 BKIAIbIBACTCSA CHPABKa O BbUIAYE, CHATAA C
HEro KOMHUs MJIM B YYETHBIX apXMBHBIX JIOKYMEHTaX JIeJaeTesi OTMETKa 00 U3bATHH,
yKa3pIBAIOTCS HOMEp, 1aTa M Ha3BaHWe JOKYMEHTA-OCHOBAHHSA sl M3BATHA, 4 TaKKe
pacrucKa rnojyJaTelist JoKyMeHTa (IIpH JUYHOM mepejlaye).

[lpy OTCYTCTBMM B apXWBe 3alpallMBaeMbIX CBECHHI OTpHILIATEIIbHBIA  OTBET
COCTAaB/IeTCS. HA OIaHKe NMMCbMa OpraHmsaimdu. B HeM yKa3piBaeTcsi (pakT OTCYTCTBUS B
JOKYMEHTAX apXvBa MHTEPECYIOUIMX 3asBUTENS CBEICHHH M JAIOTCH PEKOMCHIAIMH, Ky/a
cleyeT obpathThes 3a HeoOXoauMOl MH(popmauuei. B ciydasx OTpHIATENBHOTO OTBETA,
COEPIKAIIEro CBEJIeHUs. 00 OTCYTCTBHH B aPXHBE HEOOXOIMMBIX I0KYMCHTOB BCIC/ICTBUC HX
rubeld Ui yTpaThl.

5. OTBETCTBEHHOCTb 3ABEJIVIOLLEIO APXMBOM
5.1. JIO/DKHOCTHOE JIMLIO, KOTOPOMY TOPYUEHO 3aBEI0BaHME aPXHBOM, HECET OTBETCTBCHHOCTD 3a
cOCTOSIHME pabOThl APXHMBA W BLIMNOJHEHHE BO3JIOKEHHBIX Ha HErO 3a1a4 1 (hyHKUMA.
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