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1. OBLLME ITOJIOXEHUA
1.1. B MyHunmmnaasHOTo OFOHKETHOTO JOIIKOIFHOTO 00pa30BaTEbHOTO yUpekaeHns «JleTckuit can
No 27» (mamee — VYupexxaeHwne) M XpaHEHHs 3aKOHUYEHHBIX JEJOMPOW3BOICTBOM JOKYMEHTOB
CO3/1a€TCs APXUB.
1.2. VYupexjeHue BBIIENSAET MOJ apXUB IIOMEIICHHE, OTBedaroliee TPeOOBaHUAM OOcCIIeUeHHs
COXPaHHOCTHU TOKYMEHTOB, a TAKXKe COOTBETCTBYIOIIEE 000PYIOBaHUE.
1.3. 3aBenoBaHHE apXHMBOM IOPYYAETCs] OTBETCTBEHHOMY 3a apXMB JIMITy, Ha3HAYAEMOMY INPHKa30M
PYKOBOAUTEIIA OpraHru3alnu.
1.4. B cBoeii paboTe apXxuB OpraHHU3aIlH PYKOBOJICTBYETCS 3aKOHONATEIBHBIMH akTaMu Poccuiickoit
denepanyy 1Mo apXUBHOMY JI€]ly, HOPMaTHUBHO-METOANYECKUMHU AOKyMeHTaMu MUHKynbTypsl Poccuun
n OenepabHOrO apXMBHOTO areHTcTBa Poccnu, npukasamMu U yKa3aHUsIMU pyKOBOJCTBA OpraHU3alluA
1 HACTOSAIIMM IOJI0KEHHEM.
1.5. KouTponb 3a JeSTENbHOCTBIO apxXHBa OCYIIECTBIISIET PYKOBOJACTBO OpPraHU3ALMH  WIIH
CTPYKTYPHOT'O TIOJIpa3/ieJIeHNs, B COCTaB KOTOPOT'O BXOAUT apXUB.

2. COCTAB IOKYMEHTOB APXNBA
B apxuB nepenarorcs:
2.1. 3akoHYEHHBIE JCJIONPONU3BOCTBOM JOKYMEHTHI, 00pa30BaBIINECS B ICITEIBHOCTH OpraHU3aliy U
€e CTPYKTYPHBIX MOIpa3/IelICHHHN:
— JieNia TIOCTOSTHHOTO XPaHCHUS;
— nena BpeMeHHOro (cBbime 10 jieT) cpoka XpaHeHUs;
— JIOKYMEHTHI I10 JINYHOMY COCTaBY;
— TIOKYMEHTBI MTOCTOSIHHOTO XPAaHEHHS U 10 TMYHOMY COCTABY OpraHU3aIHi-TIPEIICCTBEHHUKOR,;
— CIPaBOYHBIH anmapar K JJOKyMEHTaM apXxuBa (OIMKUCH, HOMEHKIIATYPhI JeJI, KAPTOTCKH H T. IL.).

3. 3AJJAYN U ®YHKINUN APXVBA
3.1.0cHOBHBIMU 3aJlauaMH apXHUBa SBISIFOTCS:
— KOMIUIEKTOBAaHHE apXuBa JOKYMEHTaMH, COCTaB KOTOPBHIX MPETYCMOTPEH pPasfesioM 2 HaCTOSIIEro
IOJIOKEHUS;
— obecrieueHre COXPaHHOCTH U yUeT NPUHSTHIX Ha XpaHEHUE JJOKYMEHTOB;
— OpraHu3alus MPaKTUYeCKOW paboThl, CBA3aHHOM C MCIOJIB30BAHMEM JOKYMEHTOB, XPAaHSIIUXCS B
apXuBe;
— KOHTpPOJIb 33 MPaBWIBHBIM (OPMHUPOBaHHUEM U O()OPMIIEHHEM IOKYMEHTOB B JIEJIONPOM3BOJICTBE,
0TOOpPOM M TIOATOTOBKOHM MX K MEpesjade Ha apXUBHOE XpaHEHHE.
3.2. B COOTBETCTBHM C BBINOJHSIEMBIMH 33/Ia4aMH apXUB OCYIIECTBISIET CIEAYIOIUe (YHKIUH:
— TPUHMMAET I[OCJIe 3aBEPLICHUS JEJIONPOU3BOJCTBA, YUYUTHIBAET M XpAaHUT OOpa3oBaBIIMECS B
JESITeIbHOCTH  OPTaHM3alMd  JIOKYMEHTHI, 0Opa0OTaHHBIE B COOTBETCTBHM C JCHCTBYIOLIMMU



MpaBUIJIAMHU;

— opraHusyeT pabOTy MO MOATOTOBKE OINHUCEH 3aBEPIIECHHBIX IEIONPOU3BOJICTBOM JOKYMEHTOB
[IOCTOSTHHOT'O XPaHEHMsI U TI0 TMYHOMY COCTaBY;

— OCYIIECTBJISET y4eT MO0 HOMEHKJATypaM Jell, HaXOAAIIUXCA B CTPYKTYPHBIX MojpasaeneHusx (y
WCTIONTHUTENEH ) JOKYMEHTOB BPEMEHHOTO XPaHEHHS;

— obecrneuynBacT MOJIHYI0 COXPaHHOCTh MPUHSATHIX Ha XpaHEHUE Jel;

— CO37aeT, MOMONHSIET W COBEPIICHCTBYET yYETHO-CHPABOYHBIN ammapaT K XpaHAIINMCS B apXvBe
JeaM U IOKyMEHTaM;

— OpPTraHu3yeT UCIOJIb30BaHUE XPAHAIIMXCS B apXHUBE JOKYMEHTOB;

— UH(GOPMHUpPYET PYKOBOACTBO M PaOOTHHKOB OpPraHU3allMd O COCTaBE M COACPKAaHHH IOKYMEHTOB
apxuBa;

— BBIJIA€T B YCTAHOBJIEHHOM IOPSIIKE XpaHALIUECS B apXUBE Jeia U JOKYMEHTHI AJIs UCIIOJIb30BaHUS B
MPAKTUYECKUX U APYTUX LEISIX;

— WCTOJHSET 3ampochl YUPeXkJAeHUH M TpakIaH 00 YCTaHOBJICHHH TPYAOBOTO CTaka M 1O APYTUM
BOIIPOCaM COIHAIFHO-TIPAaBOBOTO XapaKTepa;

— BEJIET y4YeT BbIJaul apXMUBHBIX JI€]1 U TOKYMEHTOB, OCYILECTBIISIET KOHTPOJIb 33 CBOEBPEMEHHBIM MX
BO3BpAIllEHUEM B XPaHWJIUILE;

— MPOBOAWT 3KCHEPTU3Y IIEHHOCTH AOKYMEHTOB, XPaHSIIMXCS B apXHBE, CBOEBPEMEHHO OTOMpAeT K
YHUUYTOXKEHHIO JIea C UCTEKIIMMHU CPOKaMH XpaHEHUS;

— OKa3blBacT METOAMYECKYIO IOMOIIb CIIYy)KOe JeIONPOU3BOJICTBA OPraHW3allMd B COCTAaBIICHUH
HOMEHKJIATYpBl JIeNl, KOHTPOJHUPYET MPaBIILHOCTE (OPMUPOBaHUS U OQOpMIICHHS JeNl B
JENOTPON3BOJICTBE,  IMOATOTOBKY  JIOKYMEHTOB K  TlepeAade B apXWB  OpraHHU3alliW;
— B Cly4ae 3aKIIOUEHHUS C COOTBETCTBYIOIIMM yupexkaeHuem denepaibHOro apXMBHOTO areHTCTBA
Poccum nmoroBopa o Tmepemade Ha TOCYJapCTBEHHOE XpaHEHHE JIOKYMEHTOB OpTaHH3aIlhd
o0ecrieynBaeT MOATOTOBKY J3THX JOKYMEHTOB M CBOEBPEMEHHOE IMPEICTABICHUE OMWCH JIeN
MIOCTOSTHHOT'O XpaHEHHUsI Ha YTBEP)KJIEHHE IKCIEPTHO-IIPOBEPOYHON KOMUCCHH YKa3aHHOT'O apXMBHOI'O
YUpEKICHUSL.

4. ITIPABA APXIBA
4.1. B wmensix BHINONHEHHS BO3JIOKEHHBIX 3a7a4 M (QYHKOMH apxXuB HWMeEET MpaBo:
— KOHTPOJNHMPOBaTh COOJIONEHHE B OpraHW3aldM W B €€ CTPYKTYPHBIX IOAPa3AEICHHUIX
YCTaHOBJICHHBIX NPaBHJ PabOTHl C JOKYMEHTaMH, O0ECICUeHHsI UX COXPaHHOCTH, KadecTBa oTOopa u
[IOATOTOBKY JIET K Tepe/iaye Ha apXUBHOE XpaHEHMUE;
— BHOCHTB Ha PacCMOTPEHHE PYKOBOJCTBA OPraHN3ALNHY IIPEUIOKEHNS, HAIPaBJICHHBIE HA yITydIlIeHne
B CTPYKTYPHBIX MOJpa3aesicHuAxX paboThl 10 OQOPMIICHUIO TOKYMEHTOB, (DOPMUPOBAHUIO UX B €A,
MIOITOTOBKE JIOKYMEHTOB K Iepeiade Ha apXUBHOE XpaHEHUE;
— TPEJCTaBIATh B YCTAHOBICHHOM TIOpSIKE 3asBKM Ha oOeclieYyeHHe apxuBa HEOOXOAMMBIM
000pyZOBaHUEM M MaTepHaIaMu, IPOBEICHIE PEMOHTHBIX PadoT H T. I1.;
— ydYacTBOBaTh B OPraHMU3YyeMBIX yupexaeHusMu @DenepaqbHOro apxXuBHOrO areHTcTBa Poccun
MEpPONPHUATUAX TIO0 TOBBIIICHUIO KBATU(PHUKANIUKN pPaOOTHUKOB BEJAOMCTBEHHBIX apXHMBOB U
JIeTIOTIPOU3BOJICTBEHHBIX CITYKO, YUPEXKIACHUN U MPEATNPUATHIH.

5. OPTAHM3AIINA JOKYMEHTOB B APXUBE.

5.1. JIoKyMeHTaNbHbIM U apXUBHBINA (YOH]T OPraHU3aLHH.

Bcest cOBOKYMHOCTh JOKYMEHTOB, 0OOpa3yIOLIUXCS B JIEATENbHOCTH OpraHU3alllH,
COCTaBJISIET €€ JIOKYMEHTaJIbHbIHN (oH.

JlokyMeHThI, oOpasyromuecss B JEATEIbHOCTH OpraHU3allMd [0 CPOKaM XpaHEHUs
MO/IPA3AEIIAIOTCS Ha:

[] TOKYMEHTBI BpeMEHHOT0 cpoka xpaHeHus (10 10 JieT BKIIOYUTENBHO);

[] TOKYMEHTBI JOJITOBPEMEHHOTO cpoKa XxpaHeHus (coime 10 ner);

[] TOKYMEHTBI MOCTOSIHHOTO (BE€YHOT'0) XpaHEHUSI.

5.2. Opranuzanus JOKyMEHTOB B Mpe/eiax apXuBHOTO (HoH/Ia.
OcHOBHBIE TIOHATHUS U TPEOOBAHHUS.



B mpenenax apxuBHOro (oHAa y4eTHO-KIACCU(UKAIMOHHONW EIWHUICH SBISETCS
€IMHUIIA XpaHEHUs JOKYMEHTOB. EnuMHuIBI XpaHeHHs JOJKHBI OBITh  OIHUCAHBI,
CHCTEMaTU3HPOBAHbI, BHECEHBI B OMMCU U 0()OPMIICHBI B IOPs/IKE, 00ECIIEYMBAIOIEM UX YUET,
IIOMCK Y HCIIOJIb30BAHUE.

Enununes! Xxpanenus (z1ena) apxuBHOTO (OHIA CUCTEMATU3UPYIOTCS B Tpenenax GpoHaa
COIJIaCHO cxeMme cucremaruzanud. Cucrematusanusi JAOKYMEHTOB (OHJA IPOBOJUTCS B
JIEJIONIPOU3BOJCTBE M B apXMBE OPraHM3alMU IPH IOATOTOBKE JOKYMEHTOB K II€penade B
roCylapCTBCHHBIC aDXUBBI.

Opranu3anus JOKYMEHTOB 10 JTHYHOMY COCTaBY.

JIOKyMEHTBI 10  JIMYHOMY COCTaBy  BBIICHSIOTCA B OCOOyI  Tpymiy,
CHCTEMATH3UPYIOTCSE 000COOICHHO U BKITIOYAIOTCS B OT/ICIBHYIO OIHUCH.

Peructpanmonso-y4eTaple  (OpPMBI JOKYMEHTOB [0 JIMYHOMY COCTaBy (KHUTH,
KYpHaJIbl ydeTa MPHKA30B O MPHEME, NEPEBOJIE, YBOJIbHEHHUH, JTHYHBIX KapTOYEK, JIMYHBIX
JIe, COTJIANICHWH, KOHTPAaKTOB W JIp.) BKIIOYAIOTCS B ONUCh JOKYMEHTOB IO JIMYHOMY
COCTaBy.

Ha nuunbie nena yBOJICHHBIX COTPYAHHKOB MOXKET COCTABIISATHCS OT/ICIbHAS OITUCH.

Jlena 1o JIMYHOMY COCTaBY, KaK IPABUIIO, CUCTEMAaTU3UPYIOTCS 110 XPOHOJIOTHUECKOMY
npu3HaKy. B apxuBax KpyImHBIX OpraHH3aIMi ¢ OOJBIINM KOJIUYSCTBOM PAOOTHHUKOB MOXKET
UCIIOJIB30BATHCS CTPYKTYPHO-XPOHOJIOTUYCCKUN TIPUHIIMIT CUCTEMATH3AIUHU JIMYHBIX JICJ.

B mpenmemax kaxkmoro rojga Jena 1o JMYHOMY COCTaBY CHUCTEMAaTH3UPYIOTCS TIO
CTEIIEHU BAXHOCTH - IMPHKa3bl O 3a4MCICHUU Ha ciayxOy (B ydyeOHOe 3aBeleHUE U T.1.),
MEPEMEIICHUH, YBOJBHCHHH (OKOHYAHWW YYeOHOrO 3aBeJCHUS W T.J.), JIMIEBHIC CYETa,
CIIMCKH, JXYpPHAJbl ydYeTa JOKYMEHTOB IO JIMYHOMY COCTaBY, JIPYIHE€ PETUCTPAIMOHHO-
YYeTHBIC JOKYMEHTHI, INYHBIC JIeNa.

JluuHble NeNa W JIMYHBIC KAPTOYKU YBOJICHHBIX COTPYJAHHUKOB OTHOCATCS K TOMY
YBOJILHEHUS U CUCTEeMATH3UPYIOTCS B TIpelneiax KakIOoH Tpymnmbl IO  aigaBUTy
hamunid.

6. YYET JIOKYMEHTOB B APXHMBE.

6.1. O0ure TpeboBaHUS K YUETy JJOKYMEHTOB.

VY4er HOKYMEHTOB B apXHMBE OpraHU3alMd - 3TO OINpeAeNieHuE HX KOJIMYEeCTBa U
COCTaBa B

YCTaHOBJICHHBIX €AMHULAX Yy4yeTa M (uKcauus (perucrpanusi) HIpUHAUIEKHOCTU
KaX/10}1 €JMHHUIIBI ydeTa K ONpeJeIeHHOMY KOMITJIEKCY M OOIIEro MX KOJUYECTBAa B YUETHBIX
JIOKYMEHTaX.

[Ton ydeTHBIM JIOKYMEHTOM IOHMMAETCSl JOKYMEHT YCTaHOBJIEHHOM (HOpMBI,
(GUKCUpYIOIMN TOCTYIJIEHUE, BBIOBITHE, KOJIUYECTBO, COCTaB U COCTOSHHE AapXMBHBIX
JOKYMEHTOB B €IMHULIAX Y4ETa.

VY4er T0OKyMEHTOB B apXMBE OpPraHU3allMU SBIISETCS OJHUM U3 CPEACTB OOecCreueHus
UX COXPAHHOCTU ¥ KOHTPOJIA 32 UX HAJTUYUEM.

VY4yery nojsexar Bce XpaHsIIUECs B apXUBE OpraHU3ali JOKYMEHTBI, B TOM YHCIIE
HEOIMCaHHbIe U HePO(UIbHbIE [T JAHHOTO apXUBa.

VY4er npousBOAUTCS MyTEM MPHUCBOEHHUS apXHUBHBIM JIOKYMEHTaM (€AMHMIIAM Y4eTa,
€IMHUIIAM XPAaHEHHUS) YIETHBIX HOMEPOB, SBJISIOIUXCS YaCThIO0 apXUBHOTO MHU(pA.

ApxuBHBII QP - 0003HAUCHHE, HAHOCUMOE Ha KOKIYIO €UHUILY XPAaHEHHUS C 1EITbI0
obecrieyeHuss ee ydera M HJIEHTHU(UKAUMU. ApXMBHBIM MHUEGP COCTOUT U3 HOMEPOB:
apXUBHOTO (POHJIA IO CIIUCKY (POHJIOB apXMBa OPraHU3alMU U Yepe3 Ipo0b Mo CIUCKY (POHIO0B
roCy/lapCTBEHHOI'O apXMBa, HCTOYHUKOM KOMIUIEKTOBAaHUS KOTOPOTO SIBJISIETCA OpraHU3alus,
apXUBHOM KOJUIEKIINH, OMIMCH, €IMHULIBI XPAaHEHHUS.



Homep apxuBHOTO (hOoHIAa TPUCBAMBAETCS TOCYAAPCTBEHHBIM apXWBOM IIOCIE
o opMIIeHHS [TEPBOTO MOCTYIUIEHU ~JOKYMEHTOB OpraHU3allMd Ha IOCTOSHHOE
XpaHEHHUE.

6.2. EnuHunel yuera.

OCHOBHBIMHU €IMHMIIAMHU Y4eTa JOKYMEHTOB HE3aBHCHMO OT BHJA HOCHUTENS, ClIOc00a
Y TEXHHUKH 3aKpeIuIeHus] MH()OpMaIiK SBISIOTCS:

[ apxuBHBII QOH, apXUBHAS KOJUIEKLIMS;

[] enyHULA XpaHEHHUS.

JIOKyMEHTBI JINYHOTO TIPOMCXOKJIEHUS, HE MPOLIEAINUE HAy4yHOIO ONMCAHUSA,
YUUTBIBAIOTCSI, KaK IIPABUJIO, [10 JIOKYMEHTaM U JIUCTaM.

HeoOpaboTanHble JOKYMEHTHI (POCCHIIb) YUMTBIBAIOTCS M3 pacuera 150 1uCTOB B
OJIHOM YCIIOBHOM €AVHULIEC XPAHECHHUS.

Enununa xpaHeHus - Qu3nuecku 00O0COOJIEHHBIE JIOKYMEHT WM COBOKYIHOCTh
JIOKYMEHTOB, UMEIOIIUE CAMOCTOSITEIIbHbIE 3HAUEHUE.

Enununa xpaHeHMs JOKYMEHTOB Ha OyMaXHOH OCHOBE (Z1e10) COBOKYIIHOCTb
JTOKYMEHTOB, OT/ETIbHBIN JOKYMEHT, 3aKII0OYEHHBIE B 000COO0JICHHYIO 00JI0XKKY, MAIKYy.

VY4yer NOKyMEHTOB B apxXHBE OpraHU3alUU CTPOMTCS Ha OCHOBE COOJIOACHUS
MIPUHIIMIIOB:

LEHTpaIN3aliK, BbIPA)KEHHONH B IMPUMEHEHMU €IMHBIX €AMHUI] yueTa; yHH]UKaluu,
OCHOBAaHHOM Ha COOJIIOJIEHUU IPEEMCTBEHHOCTH Yyd€Ta apXWMBHBIX JOKYMEHTOB Ha BCEX
CTagusX paboThl C HUIMM; TMHAMUYHOCTH, 00€CIIeYnBaeMOil CBOEBPEMEHHBIM M OIIEPaTUBHBIM
BHECEHMEM U3MEHEHUN B Y4YETHbIE JOKYMEHTHl WM COCTABIEHHEM HOBBIX YUYETHBIX
JOKYMEHTOB; IIOJTHOTBI U JOCTOBEPHOCTH Y4€Ta.

[Topsimox nocTynma K y4eTHBIM JOKYMEHTaM, a TakKe K Y4YeTHbIM 0a3zaM JaHHBIX
apXuBa OpraHMU3alMM ONPENENAeTCs IPUKa3oM PYKOBOACTBA OpraHu3aunuu. Bce ydeTHble
JIOKYMEHTBI apX1Ba OpraHU3alluyd  JOJDKHBl XPaHUTbCS B XpaHWIMILIE (WIM CIEUUAIbHO
BBIJICJIECHHOM IIOMEIIIEHUH) B ceiax MM MEeTaIIIMYeCKUX HKadax.

7. TIOPAJOK BEJIEHM I OCHOBHBIX YUETHBIX JIOKYMEHTOB.

7.1. OcHOBaHUEM KaXKI0H 3aIMCH B OCHOBHBIX YUETHBIX JJOKYMEHTAX SIBJISICTCS:

- NpU NOCMYNAEHUU OOKYMEHMOS 8 APXUE OPSAHUZAYULL:

[] cmaTouHble ONMWUCH CTPYKTYPHBIX MOJPA3JCIICHUH Ha JIOKYMEHTHI MOCTOSHHOTO,
nonroBpeMeHHOro (cBbiiie 10 1eT) XpaHeHus U 10 JIMYHOMY COCTaBy (Mpuiiokenue 12);

[] cBOJHAsS HOMEHKJIATypa JeJl OpPraHW3allid WIA HOMEHKJIATypa JIeJd CTPYKTYPHOTO
nojapasaeneHus ¢ OGOPMICHHONM UTOTOBOM 3alHChI0 O KOJMYECTBE 3aBEJCHHBIX U
3aKOHUYEHHBIX JICTI.

- npu 8b1OLIMUU OOKYMEHMOB8 U3 APXUBA OPAHUZAYUU.!

[] akT mpuema-mepeayu JOKYMEHTOB Ha IMMOCTOSSHHOE XpPaHEHHE B TOCYAapCTBEHHBIN
apXuB WM apXUB JPYTroil OpraHu3aluy;

[] akT BO3BpaTa JIOKYMEHTOB COOCTBEHHUKY;

[] aKkT 0 BBIJICIEHUU K YHUUTOXKEHUIO JJOKYMEHTOB, HE TIOJIJIEKAIINX XPaHEHHIO;

[] akT 0 HE OOHAPYKEHUH IOKYMEHTOB, ITyTH PO3bICKA KOTOPBIX HCUEPITAHEI;

[] akT 0 HEUCTIPAaBUMBIX MOBPEXKICHUSAX TOKYMEHTOB;

- N0 pe3yIbmamam 6blNOIHEHUs. BHYMPUAPXUBHBIX pAbOm (COCMABNIeHUs C800HbIX
onuceu, HAY4HO20 ONUCAHUA OOKYMEHMO8 JUUHO2O0 NPOUCXOHNCOEHUS, APXUBHBIX KOMIEKYUIL,
cocmaenenuss onucell 0cob60 YEHHbIX Oel U OOKYMEHMO8, Cmpaxo8oco ¢oHoa u ¢honoa
NOb308AHUSL, CO30AHUSL 00BEOUHEHHBIX APXUBHBIX (YOHO08, NPOBEPKU

[] akT 00 OOHapyXeHHH JOKYMEHTOB (HE OTHOCSIIMUXCS K JaHHOMY (OHIY, apXHUBY,
HEYUYTEHHBIX H T.1.).

Kaura y4€Ta NOCTYINICHHA U BBLIOBITHS JOKYMCHTOB.



KHura yuera moCTyIUICHUS W BBIOBITHS JTOKYMEHTOB MpEAHA3HAYCHA ISl yueTa BCeX
TEKYIIUX U UTOTOBBIX (Ha 1 sSHBapst KaXKJ0ro Toj1a) K3MEHEHHI B cOCTaBe U 00bemMe (HOHIOB U
Jiell B apXWBE OpPraHU3alliM, CBSI3aHHBIX C MPHUEMOM, BBIJCICHHEM JeJl, HE MOJJIeKAIIUX
JaJbHEeNIIeMy XpaHEHUI0, Meperadeid Aed B TOCYJapCTBEHHBIM WM Apyroil apxus. Kaura
ydeTa TIOCTYIUICHUSI U BBIOBITUS JTOKYMEHTOB CIIY’)KHT OCHOBOH JJIsSi COCTaBIICHUS JIMCTOB
¢dboHI0B, MacmopTa apxuaa.

Kaxxnmoe mnocrymiienre wuind BbIOBITHE TMOJMYy4aeT CaMOCTOATENbHBIA MOPSIKOBBIMA
HOMEp.

Ecnu mocTyruieHHe COCTOMT U3 JOKYMEHTOB HECKOJNBKHX (DOHIOB, TO JaHHBIC IO
Kaxxaomy Gonay (HazBanue (oHIA, €r0 HOMEp U T.J.) 3aIUCBHIBAIOTCS C HOBOM CTPOKH 3a TEM
e TIOPSAIKOBBIM HOMEPOM.

VY4eTr nocTyIuieHus U BBIOBITHS IOKYMEHTOB B apXUBE, XpaHsIeM OAuH (OH[, BeAeTCs
o JUCTy GOoH/A.

ApXMB OpraHM3ali CO CJOXKHOM CTPYKTYpOW MOXET y4YUTHIBAaTh B KHHUIE yueTa
MOCTYIUICHUST W BBIOBITHS JIOKYMEHTOB CaMOCTOSTEIHHO TIOCTYIUICHHE WM BBIOBITHE
JTIOKYMEHTOB Ka)J10T0 CTPYKTYpPHOTO MOpa3ieICHUS.

Ecim  nmokymeHTel (OHIAa TIOCTYIMalOT B AapXWB BIEpPBbIC, TO HOMEp (QoHIa
MIPOCTABJISIETCS] B KHUTE YUeTa MOCTYIJICHUS U BBIOBITHS TOKYMEHTOB IOCJIE MPUCBOCHUS eMy
HOMEpa 10 CUCKy GoH0B. Eciii  MOCTYNUBIIHE JOKYMEHTHI SIBJISTFOTCS 4aCThIO (DOH/IA, yiKE
UMEIOIIETOCS B apXWBe, TO B COOTBETCTBYMINEH Trpade KHUTU YyKa3bIBAaeTCS HOMED,
MIPUCBOCHHBIN 3TOMY (QOHIY paHee. Eciu mocTymm win BRIOBIIH HEOTUCAHHBIC JIOKYMCHTHI,
TO B rpade 6 aemaercs OTMETKA: “HE omucaHbl", a cBeAcHUs 00 oObeme narorcs B 13 u 14
rpadax.

E>xeronHo B KHUTE y4yeTa MOCTYIMJICHHUS M BBIOBITHS JTOKYMEHTOB IOABOJUTCS UTOT
KOJIMYECTBA MOCTYIUBIINUX U BBIOBIBIIKX 32 T'OJT JOKYMEHTOB (I€J1).

8. UCITIOJIb3OBAHUME JOKYMEHTOB APXVBA.

8.1. IlonsTHE NCIOTB30BAHMUS JOKYMEHTOB apXHUBA.

Hcnonb3oBaHue apXMBHBIX JIOKYMEHTOB - IPUMEHEHHE HH(POPMALUU aPXHUBHBIX
JNOKYMEHTOB B KYJIbTYpPHBIX, HAYYHBIX, OJIMTHYECKUX, SJKOHOMUYECKUX LEIAX U I
o0ecreyeHns: 3aKOHHBIX IIPaB U MHTEPECOB IPaxk/iaH.

JIOKyMEHTBI apXMBOB OpraHU3alMi SBISAIOTCS OTKPBITBIMHM JUISI HCIOJIB30BaHUSA
apXHUBOM H I0JIb30BATEIISIMU.

HckiroueHne CcoCTaBiIsIeT  TOKYMEHTHPOBAHHAas uH(popMalrs, OTHECEHHAast
3aKOHOJATEIbHBIMU aKTaMU K KaTErOPUU OTPAaHUYEHHOI'O TOCTYIIA.

[Topsimok ucnosb3oBaHusl TOKyMEeHTOB ApxuBHOro (onma Poccuiickoit denepanuu,
HaxOJIIMUXCA HAa BPEMEHHOM XPAaHEHUU B OpPraHU3alUsAX, OIPENEIAETCSs MMH Ha OCHOBE
Hacrosuiero Ionoxenus.

OcHOBHBIMHU (hOPMaMHU UCTIONB30BAHUS IOKYMEHTOB apXH1Ba SBISIOTCS:
nH(OPMHUPOBAHHE PYKOBOJCTBA M CTPYKTYPHBIX NOJpa3felieHuil OpraHu3alMy, a TaKkKe
JPYTUX OpraHU3alyi O HAJIWYUU B apXUBAX TE€X WM UHBIX JOKYMEHTOB U X COJEP/KaHUMU;
HCIIOJTHEHHUE 3aIIPOCOB I'PAKJIaH U OpraHU3alil COMUAIBHO-TIPABOBOI0 XapaKTepa;
MOJIrOTOBKA MH(OPMAIIMOHHBIX MEPONIPUATUNA: BBICTABOK, KOH(QEPEHIMHA U JIp.;

BbIJ]a4a JOKYMEHTOB BO BPEMEHHOE MOJIb30BaHUE.

NudpopmupoBaHHe ¥ HUCHOJIHEHUE 3alpOCOB PYKOBOAWTENECH OpraHu3alud |
CTPYKTYPHBIX MOJpa3JEJICHUM, a TaKKe JPYTUX OPraHU3alHld OCYIIECTBISETCS apXHBOM IO
OIIpeNIeJICHHOW TeMaTHKe IO 3ampocy WJIM B HMHUIMATUBHOM TMopsake B (opme
MH(OPMALIMOHHOTO MUChMA WJIM CIPAaBKU O HAJIUYUH B apXUBE COOTBETCTBYIOLIUX

NudpopmupoBaHne pyKOBOAMUTENEH MOXKET MPOU3BOAUTHCS Takxke B (opme
TEMaTU4YEeCKOH MOJOOPKH KONUI TOKYMEHTOB, K MOJ0OpKE KOMWM MpHUIaraercs TUTYJIbHBIN
JIUCT, a TaKXe MPU HEOOXOAUMOCTH HCTOpUYEcKas ClpaBKa, epeueHb U Ipyrue MaTepHraibl.



8.2. HcnonHeHue 3ampocoB TpaKAaH W OpTraHU3alMi  COIMAIbHO-TIPABOBOTO
Xapakrepa.

WNudopmanus couuaibHO-IPABOBOTO XapaKkTepa Mo 3arpocaM IpaxkJIaH U OpraHu3alui
BbI1aeTCA B ()OpME apXUBHOM CIIPAaBKH, apXUBHOM KOIIUM U apXUBHOM BBIIIMCKH.

ApxuBHas CHpaBKa - JOKYMEHT, COJCpPXKALli apXUBHYI0 MH(OPMAIHIO O MpEeaAMETe
3arpoca, C YKa3aHHEM IIOMCKOBBIX JIaHHBIX JIOKYMEHTOB, Ha OCHOBaHMM KOTOpBIX OHa
COCTaBJICHA.

ApxuBHas KONHUA - JOKYMEHT, BOCIIPOU3BOISAIINI TEKCT UM U300pakKeHNnEe apXHUBHOIO
JOKYMEHTA, C YKa3aHUEM €T0 IMOMCKOBBIX JaHHBIX.

ApxuBHas BBINHCKA - JOKYMEHT, JOCJIOBHO BOCHPOM3BOIALIMM YacTh TEKCTa
apXMBHOTO JIOKYMEHTa, OTHOCSIIYIOCS K OIPEACICHHOMY BONpPOCY, (aKTy WM JIHIY, C
yKa3aHUEM ITOUCKOBBIX JITaHHBIX JJOKYMEHTA.

ApXUBHBIC CIIPaBKH, BBINUCKM W KOMHU BBIJAIOTCS HAa OCHOBAHUHU MHCHMEHHOTO
3arpoca

MOJIb30BaTENsl, KOTOPBIN JOJDKEH COAEpKaTh HAMMEHOBaHUE (M apec IpH NEPEChUIKE)
opraHu3anyu (apxuBa), KOTOpPOM OHM aJpPECOBaHbl; U3JIOXKEHUE CYILECTBA 3alpoca;
(bamMuuio, UMs M OTYECTBO OOPAIIAIONIETOCS; €r0 aJIpec, KOHTAKTHbIE Telne(oHBI; naTy u
JIMYHYIO MOJITHUCH.

OOpamenust TpakaaH, B KOTOPBIX OTCYTCTBYIOT (GaMIJIMH, agpeca W TOAIHCH
o0pallamuxcs, CUNTAIOTCd AHOHUMHBIMU M HE TOJJIeKAT PACCMOTPEHHUIO; MPU JTHMYHOM
oOpalieHny TpyU HaIWYuu (GaMHINH M agpeca HexocTaromas WH(OpMAIus MOXET OBITh
BOCIIOJIHEHA.

CpoKk HCIIONHEHHS 3alpoCOB  COIHMAIBHO-TIPABOBOIO  XapakTepa TpaxaaH |
OpraHu3alyil Mo mMarepuaisaM apxXuBa He JOJDKEH IpeBblmaTh 30 THEH co IHSA perucrpaunuu
obpamenus. [Ipu CIOXKHBIX 3ampocax CPOK MOXET OBITh MPOJJICH, HO He Oonee yem Ha 30
JHEH ¢ 00s13aTeIbHBIM YBEIOMIIEHMEM 00 3TOM 3asiBUTEJS.

Cpok WCIONHEHHs] 3alpOCOB C HCIOJIb30BAHHEM TOJBKO HAYYHO-CIIPABOYHOTO
anmapara apxuBa — He 6osiee 15 qHel ¢ MOMEHTa perucTpanuu oOpaieHus.

ApXUBHBIC CIIPaBKH COCTAaBIIIOTCS HA OCHOBAaHUHM JIOKYMEHTOB (TIOJJMHHHUKOB U
3aBEPEHHBIX KOIWH), XPAaHALIMXCS B apXUBE; HCIOJIb30BAHHWE HE3aBEPEHHBIX JIOKYMEHTOB,
OTHOCSIIIIUXCSL K BOIMpOCY OOpalleHus, OroBapHBaeTCsi B TEKCTe cIpaBKU (''He3aBepeHHas
konus"). [Ipu oTcyTcTBUM B apXuBe JOKYMEHTOB, coJiepxKalux CBEJICHUS o
3arpamBacMOMy BOTIPOCY, apXHBHas CIIpaBKa MOKET OBITh BBIJAaHA TI0 XPaHSIIMIAMCS B
apxuBe MeYaTHbIM MaTepuaiaM, OTHOCALIMMCS K MpeAMEeTy oOpalleHus], ¢ TOUHBIM U MOJHBIM
yKa3aHHUEeM UCTOYHHUKA.

ApXUBHBIE CIIPaBKH COCTAaBJISIOTCS MO YCTAHOBJICHHON (popme Ha OiaHKe apXUBHOU
CIPaBKH WK 0o01IeM OlaHKe OpraHu3alllu.

B cmnpaBke mnpuBOAATCS Ha3BaHMA, JaThl U HOMEpa JOKYMEHTOB M H3JIararoTcs
CBEJICHUS, UMEIONINECs] B HA3BaHHBIX JOKYMEHTaX W OTHOCSIIHMECS K BOIPOCY OOpaIICHUSI.
W3noxeHue naeTcs B XpOHOJOTHUECKOM MOCIEI0BATEILHOCTU COOBITHMH, a HE JOKYMEHTOB, B
KOTOPBIX OHH OCBEUIAFOTCS.

JlomyckaeTcsi MPUBOAMTH B CIPaBKe BBIIEPKKH M3 JOKYMEHTOB, 3aKJO4as UX B
KaBbIUKHM. Ha3BaHuWs opraHn3anuii B TEKCTE CIPABKU MPH NEPBOM YIMOTPEOICHUN TTPUBOISTCS
MOJTHOCThIO, @ B CKOOKax HX O(DMUIMAIBHO NPUHATHIE COKpAIEHUs; HpPU TOBTOPHBIX
YIIOMHUHAHUSX - TOJBKO COKpAIeHHBIE.

B cnpaBky BKJIIOUAIOTCS TOJIBKO CBEIEHUS, YIIOMHUHAEMbBIE B IOKYMEHTAaX.

B TexcTe apXMBHOHW CHpaBKH HE JOITYCKAIOTCS KOMMEHTAPHH, COOCTBEHHBIE BBIBOJIBI
UCTIOJHUTEJIS MO COJIEPKAHUIO NCIIOIb30BAHHBIX JOKYMEHTOB.

ApxuBHas ~ cIpaBKa  IOANMCHIBAETCS ~ PYKOBOIWTENEM  OpraHW3alud  WIH
MOJIpa3/IeNIeHusl.

ApXI/IBHBIe KOITMU U BBIITHMCKH U3 TOKYMCHTOB BBIJJAIOTCA B COOTBETCTBHUU C 3aIIPOCOM.



N neHTnyHOCTh TMOJJIMHHUKY BBIJAHHBIX ApPXMBHBIX KOMHM W BBIMHCOK 3aBEpSAETCS
MOJANUCHI0 PYKOBOJUTENSI OpraHU3allMi WIM YHOJHOMOYEHHOTO UM JiMia (pyKOBOIUTENS
MOJIpa3/IeIeHus], B COCTaB KOTOPOTO BXOJUT apXUB) U TepOOBOI NeUaThi0 OpraHU3alHH.

Brinycka npou3BOIUTCS TOJNBKO U3 JIOKYMEHTa, B KOTOPOM COAEPKHUTCS HECKOJIbKO
OTIENbHBIX, HE CBA3AHHBIX MEXIy c000il BompocoB. BrImucka AO0KHA BOCIPOM3BOAUTH
TMIOJIHBIHM TEKCT YacTH JOKYMEHTa, OTHOCALIEHCS K 3ampocy.

JlonyckaeTcss u3bSATHE U3 apXUBHBIX JEJI M BblJaya BiaJenbllaM HWIM HX
POJICTBEHHUKAM TOJUIMHHBIX JIMYHBIX JOKYMEHTOB O TPa)XJaHCKOM COCTOSIHHH, 00
00pa30BaHMUH, TPYIOBBIX KHIKEK U JJPYTUX, HE IIOJIyUEHHBIX B CBOE€ BpEMs BIIAJENIbLIEM
JIOKYMEHTOB.

[TonnuHHBIE JUYHBIE JOKYMEHTBl BBIJAIOTCA C  pa3pelleHHs PYKOBOAMUTEIS
OpraHM3aliy 3asBUTENISIM 110 IPEIbSIBICHUH MaCIIOpTa, HHOTO JOKYMEHTA, Y0CTOBEPSIIOIIETO
JUYHOCTh, UX POJACTBEHHUKAM UJIM JOBEPEHHBIM  JIMIAM  HOTApUaJbHO  3aBEPEHHOMN
noBepeHHOCTU. [lonMHHbBIC TUYHBIE TOKYMEHTBI MOTYT OBITh BBICIAHBI 3aSBUTENIO I[CHHBIM
IIUCBMOM.

Opranamu mpaBomopsiika U3 apXuBa MOTYT ObITh U3BATHI JOKYMEHTBI B COOTBETCTBUU
C 3aKOHOJaTeNnbCTBOM Poccuiickoit Penepannu.

Ha mecto u3bsATOro AOKyMEHTa B JI€NI0 BKJIAJbIBACTCS CIIpaBKa O BbljJaue, CHATas C
HEro KOIUS WJIM B YYETHBIX AapXUBHBIX JIOKYMEHTAaX JeJaeTcd OTMETKa 00 U3bATHUH,
yKa3bIBAIOTCS HOMEp, JaTa W Ha3BaHUWE JOKYMEHTA-OCHOBAHMS JUIS HU3BATHSA, a TaKKe
pacnucka nojyvaresns JOKyMeHTa (IIpH JIMYHOU nepeaye).

[Ipy OTCyTCTBMM B apXuBe 3alpallMBacMbIX CBEICHUN OTPHUIATENIbHBII OTBET
COCTaBIIsIeTCSI Ha OJaHKE NMHUChMa OpraHW3anuu. B HeM ykasbiBaeTcs (pakT OTCYTCTBUS B
JOKYMEHTaX apXuBa HWHTEPECYIOIIMX 3asBUTENS CBEIEHUN U JAIOTCA PEKOMEHAALUHU, Kyda
cieayer oopaTuThCs 3a HeoOxomumon mH(popmanmei. B cioydasx oTpHIIaTEeILHOTO OTBETA,
COJIEp>KaIIero CBeJAeHUs 00 OTCYTCTBHH B apXHBE HEOOXOIUMBIX IOKYMEHTOB BCIICJCTBUE UX
TUOEIIN U yTPaThI.

5. OTBETCTBEHHOCTbD 3ABEAYIOIIET'O APXNBOM
5.1. IomKHOCTHOE JTUI0, KOTOPOMY TTOPYUYEHO 3aBEIOBAaHUE apXUBOM, HECET OTBETCTBEHHOCTH 32
COCTOsIHHE PabOTHI apXHBA U BBIIIOJIHEHUE BO3JIOKEHHBIX HA HETO 3a/1a4 U (DYHKITHIA.
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