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1. OBILME TTOJIOXKXEHUA
1.1. B myHummmansHoM OFOKETHOM JOIIKOIFHOM 00pa30BaTeIbHOM YyUpexaeHuH ropona PocroBa-Ha-
Hony «Jlerckmii cag Ne 21» (manee — YupexxaeHnue) sl XpaHEHUS 3aKOHYEHHBIX JIEIOTPOU3BOIACTBOM
JOKYMEHTOB CO3/1a€TCsl apXUB.
1.2. VYupexxaeHue BblAETSIECT IOJ apXuUB IIOMEIIEHHE, OTBEHarollee TpeOOBaHMUAM OOeCTIeUeHuUs
COXPAaHHOCTH IOKYMEHTOB, a TAKXKE COOTBETCTBYIOLIEE 000PYA0BaHHUE.
1.3. 3aBenoBaHHE apXUBOM IIOPYdYaeTCsl OTBETCTBEHHOMY 3a apXMB JIMIy, Ha3Ha4YaeMOMY IPHKa30M
PYKOBOAMTENS] OpraHU3aIIH.
1.4. B cBoeit paboTe apXuB OpraHu3allil PyKOBOJICTBYETCS 3aKOHOJATENFHBIMU akTaMu Poccuiickoit
®enepanyii O APXUBHOMY JIENTy, HOPMaTUBHO-METOAMUECKUMHU TOKyMEHTaMu MUHKyNbTypbl Poccun u
®enepallbHOTO apPXUBHOTO areHTcTBa Poccuu, mpuKa3aM M yKa3aHUSIMH PYKOBOJICTBA OpTaHHU3AIMH U
HACTOSIIIM MOJI0KEHUEM.
1.5. KoHTpoJIb 32 IesITeNbHOCTRIO apXUBa OCYILECTBISIET PYKOBOACTBO OPraHU3aLUU WIH CTPYKTYPHOTO
HOJpa3JeleHUs], B COCTaB KOTOPOI'O BXOJUT apXUB.

2. COCTAB IOKYMEHTOB APXNBA
B apxuB nepenarorcs:
2.1. 3aKOoHUYEHHBIE IETIOPON3BOACTBOM JIOKYMEHTHI, 00pa30BaBIINECS B IEITSIFHOCTH OPTaHU3AINH U
€€ CTPYKTYPHBIX MMOIPA3IEIICHHIA:
— Jiena OCTOSTHHOTO XPaHCHUS;
— nena BpeMeHHoro (cBbimre 10 et) cpoka XpaHeHus;
— JIOKYMEHTBI 10 JIMYHOMY COCTaBY;
— JIOKyMEHTBI TOCTOSIHHOTO XPAHEHHUS U 110 TNYHOMY COCTaBY OpraHU3alUi-IPeAIeCTBEHHHKOB;
— CHPaBOYHBIH aInapar K JOKyMEHTaM apXxuBa (OIHCH, HOMEHKJIATYPBI JIe), KAPTOTSKH U T. I1.).

3. 3AJAYN 1 ©YHKIUUN APXVBA
3.1.OCHOBHBIMH 3a7auaMU apXHUBA SBJISIOTCS:
— KOMITJICKTOBAaHHWE apXuBa JOKYMEHTAMH, COCTAB KOTOPHIX MPEAYCMOTPEH pa3aeioM 2 HACTOSIIETO
MIOJIOKEHUS;
— obecrieueHNe COXPAHHOCTH U YUeT MPUHATHIX Ha XPaHEHUE IOKYMEHTOB;
— OpraHm3aiusl MPaKTUIECKON paboThl, CBA3aHHON C HWCIIONH30BAHHUEM JTOKYMEHTOB, XPAHSIINXCS B
apXUBe;



— KOHTpOJb 3a MpPaBWIBHBIM (popMupoBaHHeM U O(OpMIICHHEM JIOKYMEHTOB B JEIONPOU3BOJICTBE,
0TOOpPOM M MOJTOTOBKOW UX K Mepeiavye Ha apXUBHOE XpaHEHHE.

3.2. B COOTBEeTCTBMM C BBHINONHSAEMBIMH 3aJadyaMH apXHB OCYILECTBISET CIEAYIOmNe (QYHKIUH:
— TpPUHUMAaET TIOCJIE 3aBEpUICHUS AEJONpPOM3BOJCTBA, YUYHMTHIBAET M XPaHUT 0Opa3oBaBIIMECS B
JIeSITEeIbHOCTH OPTaHU3aIiH JOKYMEHTHI, 00pa00TaHHBIE B COOTBETCTBHUH C JAEHCTBYIOMINMH MPaBUIIAMU;
— oOpraHm3yeT paboTy 1O TIOATOTOBKE ONMCEH 3aBEpIICHHBIX JEJONPOU3BOACTBOM JOKYMEHTOB
MIOCTOSTHHOTO XpaHEeHU U TI0 JINYHOMY COCTaBY;

— OCYHIIECTBIISIET y4eT MO HOMEHKJIATypaM [eJI, HaXOISIIIUXCS B CTPYKTYpPHBIX TOMpa3ieneHusx (y
WCTIOJTHUTENEH ) JOKYMEHTOB BPEMEHHOTO XpaHEHUS;

— obecreunBaeT NOJIHYIO COXPaHHOCTh MIPUHATHIX HA XpaHEHHUE JelT;

— CO3J1aeT, MOMOJIHAET U COBEPIIEHCTBYET YUYETHO-CIIPABOUHBIN almapaT K XpaHAIIUMCS B apXHBE JeJlaM U
JIOKyMEHTaM;

— OpPraHU3yeT UCIOJIb30BAaHUE XPAHAILINXCS B ApXUBE JOKYMEHTOB;

— uH(POPMHUPYET PYKOBOACTBO U PAOOTHMUKOB OPTaHU3aLMU O COCTaBE U COJACPKAHUH JOKYMEHTOB apX1Ba;
— BBIJIa€T B YCTAHOBJICHHOM IIOPSIZIKE XPAHAILINECS B apXWBE JI€1a W TOKYMEHTHI JUIS MCIIOJIb30BaHUS B
MPAKTHYECKUX U APYTUX LEISIX;

— UCTIOJTHSAET 3aIPOChl YUPEKACHUH U IpakJaH 00 yCTaHOBJICHUH TPYJOBOTO CTaXa U MO IPYTUM BOIIPOCcaM
COIMAJILHO-TIPABOBOTO XapaKTepa;

— BeJIeT y4eT BBIJAa4YM apXWBHBIX JEN W JOKYMEHTOB, OCYIIECTBISET KOHTPOIb 332 CBOEBPEMEHHBIM HX
BO3BpAILlEHUEM B XPAHUIIHILIE;

— TMPOBOJIUT IKCNIEPTHU3Y LEHHOCTH TOKYMEHTOB, XPaHALIMXCS B apXWBe, CBOEBPEMEHHO OTOMpAaeT K
YHUUYTOXKEHHIO JIeTIa C UCTEKIINMHU CPOKaMH XPaHEHUS;

— OKa3blBa€T METOAMYECKYIO MOMOIIL CIIyXOe JeIONpOM3BOACTBA OpPraHW3AllMd B COCTAaBICHHU
HOMEHKJIATYpbl JieJ, KOHTPOJHPYET MNpaBHIBHOCTh QopMupoBanus U oQopmieHus el B
JISIONPON3BOJICTBE,  IOATOTOBKY  JOKYMEHTOB K  Tlepeade B apXuB  OpTaHU3alUY;
— B CJTy4ae 3aKII0YCHHS C COOTBETCTBYIOIINM yupexaeHneM denepanbHOT0 apXUBHOTO areHTcTBa Poccnn
JOrOBOpa O Tiepelavye Ha TOCyJapCTBEHHOE XpaHEHHE JIOKYMEHTOB OpraHH3alud oOecrieyrBaeT
MOJTOTOBKY 3THX JIOKYMEHTOB M CBOEBPEMEHHOE MPEACTaBICHHE OMHUCH JEJ MOCTOSHHOTO XpaHEHUs Ha
YTBEpXKICHUE IKCTIEPTHO-TIPOBEPOTHON KOMUCCHH YKAa3aHHOTO apXHUBHOTO YUPEKICHISL.

4. ITIPABA APXMBA
4.1. B memsix BHINONHEHWS BO3NIOKEHHBIX 3ama4y ©  (QyHKOUH apXwB WMeEeT MpaBo:
— KOHTPOJIUPOBATh COOJIIOACHUE B OPraHU3alMU U B €€ CTPYKTYPHBIX IOJAPa3/IEICHUSIX YCTaHOBIECHHBIX
NpaBuII PabOTHl C IOKYMEHTaMH, 00€CTIeYeHUs] UX COXPaHHOCTH, KauecTBa 0TOOpa M MOATOTOBKH JeJ K
nepeaaye Ha apXMBHOE XpaHEHUE;
— BHOCHTb Ha PACCMOTPEHHE PYKOBOJCTBA OPraHM3aMH MPEIUIOKEHUS, HAIPABJICHHbIE Ha YJIyYlleHUE B
CTPYKTYPHBIX TO/Ipa3/ieieHusIX padoThl MO0 O(QOPMIICHHIO JIOKYMEHTOB, (DOPMHUpPOBAHHIO WX B JIela,
MOJITOTOBKE JIOKYMEHTOB K Iepe/iade Ha apXHUBHOE XPaHEHHUE;
— TMPEICTaBNSATh B YCTAHOBICHHOM IMOPSAKE 3asBKM Ha oO0ecledyeHHe apxuBa HEOOXOIMMBIM
000pyZI0BaHKEM U MaTeprajaMy, MPOBEJACHUE PEMOHTHBIX PaloT | T. II.;
— Yy4YacTBOBaTh B OpraHM3yeMbIX yupexjaeHusmMu dDeqepanbHOro apxXUBHOrO areHrcrsa Poccun
MEpPONPHUATUSAX 1O MOBBIIICHWIO KBaJU(QHUKALUKM PaOOTHUKOB BEAOMCTBEHHBIX apXHUBOB H
JIeJIOTIPOM3BOJICTBEHHBIX CIIYKO, YUpEXKICHUN U MPEANPHUITUI.

5. OPTAHM3AIUA JOKYMEHTOB B APXUBE.

5.1. JlokyMeHTaIbHBINA U apXUBHBIN (POH OpraHU3aI1H.

Bcesi  COBOKYNMHOCTH  JIOKYyMEHTOB, OOpa3yloIUMXCsl B JIEATEIHOCTH OpraHHU3alluu,
COCTAaBJISIET €€ JIOKYMEHTaJIbHbIN (OH]I.

JIOKyMeHTBI, oOpa3yloluecs B JESITEIbHOCTH OpraHM3allid 10 CPOKaM XpaHEHUs
HOJPa3JIeNIAI0TCS Ha:

[] JOKyMEHTBI BpEMEHHOT'0 CpoKa XpaHeHus (710 10 J1eT BKIIOUUTENBHO);

] TOKYMEHTHI JOJITOBPEMEHHOT0 cpoka xpaHeHus (cBeie 10 ner);

] TOKYMEHTBI IOCTOSIHHOT'O (BEYHOI'0) XPaHEHUS.

5.2. Opranu3anus JOKYMEHTOB B IIpe/esiaXx apXuBHOTrO (POH[A.



OCHOBHBIE IOHATHS U TPEOOBAHMUSL.

B mnpenmenax apxuBHOTO (oOHIA YYETHO-KIACCH(UKAIMOHHONW EIUHUIICH SBISICTCS
(187050700828 XpaHCHUA AOKYMCHTOB. EI[I/IHI/II_IBI XpaHCHUA JOJI?KHBI OBITD OIINCAaHBbI,
CUCTEMAaTHU3UPOBAHBI, BHECEHBI B OMUCU M O(OPMIIEHBI B MOPSAKE, 00ECIIEUNBAIOIIEM HX YUET,
MOMCK U UCIIOJIb30BAHUE.

Enununbl xpanenus (nena) apxuBHoOro ¢GoHIa cCUCTEMaTHU3UPYIOTCA B npeaenax (oHpaa
corimacHo cxeme cucreMatusanuu. CucremaTu3anusi JOKYMEHTOB (OHJIA MPOBOIUTCS B
JEJIONPOU3BOJCTBE U B apXWBE OpPraHU3allMy IMpPH MOATOTOBKE JOKYMEHTOB K Iiepelaye B
rOCyJapCTBEHHBIE apXUBEIL.

Opranu3zanys JOKYMEHTOB I10 JINYHOMY COCTAaBY.

JIOKYMEHTBI 10 TUYHOMY COCTaBY BBIACISIOTCA B OCOOYIO IPYIIY, CUCTEMATU3UPYIOTCS
000CO0JICHHO U BKITIOYAIOTCS B OTAEIBHYIO OIHUCH.

Perucrpanuonno-y4yetnoie (OpMbl JOKYMEHTOB MO JIMYHOMY COCTaBY (KHHIH, >KypHaJbl
yueTa [IPUKa30B O [IPUEME, IEPEBOJIE, YBOJIBHEHUH, TMUHBIX KApTOUEK, IMYHBIX JIE], COIIALICHUH,
KOHTPAKTOB U JIp.) BKJIFOUAIOTCA B OMKCH JOKYMEHTOB I10 JJUYHOMY COCTaBY.

Ha nnunble fnena yBOJIEHHBIX COTPYAHUKOB MOXKET COCTABIIATHCS OTJEJIbHASL OMKCH.

Jlena mo TUYHOMY COCTaBY, KaK MPaBUIIO, CUCTEMATH3UPYIOTCS MO XPOHOJIOTUYECKOMY
npu3HaKy. B apXuBax KpymHbBIX OpraHu3aluii ¢ OOJNbIIMM KOJIMYECTBOM PAOOTHUKOB MOKET
UCIIOJIb30BATHCS CTPYKTYPHO-XPOHOJIOTUYECKUH MPUHITUI CUCTEMAaTU3alluH JINYHBIX JIe.

B mpenenax kaxxaoro roja jesna 1o JIMYHOMY COCTaBYy CUCTEMAaTU3UPYIOTCS 0 CTENEHU
BaXHOCTHU - MPHUKA3bl O 3aUMCICHUH HA CIyKOy (B yueOHOe 3aBefieHHE U T.1.), IEpEeMEIICHUH,
YBOJIbHEHUH (OKOHYAHUH Y4€OHOTO 3aBEACHUS U T.J.), JIUIEBBIC CUETA, CIIUCKHU, )KYPHAIIbI ydeTa
JIOKYMEHTOB I10 INYHOMY COCTaBY, IPYT'He PETUCTPALIMOHHO-YUETHbIE JOKYMEHTHI, INYHbIC JIeT1a.

JIuuHple nena M JMYHBIE KapTOUYKU YBOJEHHBIX COTPYAHHMKOB OTHOCSTCS K TOAY
YBOJIHEHUS U CUCTEMAaTHU3UPYIOTCS B MpeeNiax KaxI0i rpynmsl o andaButy GamMuini.

6. YYET JIOKYMEHTOB B APXHMBE.

6.1. O0ue TpeboBaHUS K YUETy JOKYMEHTOB.

VY4er TOKyMEHTOB B apXUBE OPraHU3AIMH - 3TO ONPE/CIIEHNE X KOJUYECTBA U COCTaBa B
YCTQHOBJICHHBIX €IUHMIAX YydeTa U (ukcanus (perucTpanusi) NPUHAUIEKHOCTH KaKIOH
€IMHMIIBI YUY€Ta K OIPe/IeICHHOMY KOMITJIEKCY U OOIIET0 UX KOJIMYECTBA B YUETHBIX JOKYMEHTAX.

Ilon yd4eTHBIM JOKYMEHTOM IOHHMAeTcs JIOKyMEHT YCTaHOBJIEHHOH (opMbl,
(GUKCUPYIOMUIT TOCTYIUIEHUE, BBIOBITHE, KOJMYECTBO, COCTaB W COCTOSHHUE apXWBHBIX
JJOKYMEHTOB B €JUHMIIAX yYeTa.

VYder TOKyMEHTOB B apXUBE OPTaHMU3AINU SBISIETCS OJHUM U3 CPEJICTB 00ECIICUEeHUST HX
COXPaHHOCTH U KOHTPOJIS 32 X HATUYHEM.

VYdery moanexaT BCe XpaHSIIUECS B apXUBE OpPTraHU3aIMH JIOKYMEHTHI, B TOM YHCIIE
HEOIUCAaHHbIE U HEMTPO(DUIIbHBIE ISl JAHHOTO apXHBa.

VYder mpom3BOAMTCS IyT€M IPHCBOSHHS ApXWBHBIM JIOKYMEHTaM (eIMHUIAM YdYerTa,
€IMHUIIAM XPaHEHMs) YUETHBIX HOMEPOB, SBJISIOIINXCS YaCThIO apXUBHOTO MHU(pA.

ApxuBHbIi mHQp - 0003HaAUCHHE, HAHOCUMOE Ha KXKAYIO SIWHUILY XPAaHEHUS C IEIbI0
oOecrieyeHus ee ydyera M UACHTU(UKAIUU. APXUBHBIA MHU(P COCTOUT U3 HOMEPOB: APXUBHOIO
dbonga mo cnucky ¢GOHIOB apxuBa OpraHU3AMM M dYepe3 JApoOb MO Chucky ¢GOHIOB
rOCyJapCTBEHHOTO apXHBa, MUCTOYHHKOM KOMIUJIEKTOBAHUS KOTOPOTO SIBISIETCS OpraHu3alusd,
ApXMBHOM KOJUICKIINH, OTIMCH, CTUHHIIBI XPaHCHHSI.

Homep apxuBHOro ¢QoHma mpucBauBaeTcs TOCYJAapCTBEHHBIM apXMBOM IIOCIE
o opMIIEHHUS TIEPBOTO MOCTYIIEHUSI JOKYMEHTOB OpPraHU3alliy Ha MOCTOSIHHOE XPaHEeHHeE.

6.2. EnuHune! ydera.



OCHOBHBIMHU €TMHHIIAMHU YY€Ta JOKYMEHTOB HE3aBUCHMO OT BHJIa HOCHTEN, crocola u
TEXHUKHU 3aKpeIICHUsI UHPOPMALIUU SBIISIOTCS:

[} apxuBHBIN (OH, apXUBHAS KOJIJICKIIHS,

(] eaMHUIIA XpPaHEHMUSL.

JIOKyMEHTBl ~JMYHOTO MPOUCXOXKICHUS, HE TMPOUICAIINEe HAYYHOTO ONHCAHU,
YUUTBIBAIOTCS, KaK NIPaBUJIO, IO JOKYMEHTAM U JIUCTaM.

Heo6paboTtannble JOKyMEHTHI (POCCHINb) YUUTHIBAIOTCS M3 pacyera 150 aucToB B OHON
YCIIOBHOH €IMHMIIE XPaHEHUS.

Enununa xpanenuss - Qusuueckd 000COOJIEHHBIE JOKYMEHT WM COBOKYITHOCTh
JOKYMEHTOB, UMEIOIINE CAMOCTOSITEIIbHbIC 3HAUCHHE.

Enununa XxpaHeHuss JOKYMEHTOB Ha OyMaXXHOW OCHOBE (Z€710) COBOKYITHOCTb
JIOKYMEHTOB, OT/IE/IbHBIM JOKYMEHT, 3aKIF0UEHHBIE B 000CO0JIEHHYIO O0JI0XKKY, MAIKY.

VYdeT 10KyMEHTOB B apXHBE OPraHU3ALUU CTPOUTCS HAa OCHOBE COOJIIOICHHSI TPHHLIUIIOB:

LEHTpaJIN3alluK, BBIPAXEHHOM B IPHUMEHEHHWU EAMHBIX €AMHUI] y4eTa; yHH(]UKauuu,
OCHOBAHHOM Ha COOJIIOJICHNH MPEEMCTBEHHOCTH y4eTa apXMBHBIX TOKYMEHTOB Ha BCEX CTaHIX
paboThl ¢ HUMH; IMHAMHYHOCTH, 00€CIIeYnBaeMON CBOEBPEMEHHBIM U ONEPaTUBHBIM BHECCHHEM
U3MEHEHHUH B YYE€THBIC JIOKYMEHTHI MJIM COCTABJICHUEM HOBBIX YYETHBIX JJOKYMEHTOB; TOJHOTHI U
JIOCTOBEPHOCTH yueTa.

[Topsimok mocTymna K y4eTHBIM JIOKyMEHTaM, a TakKe K YU4eTHBhIM 0a3aM JaHHBIX apXuBa
OpraHu3aly ONpeAessieTcs MPUKa30M PYKOBOJACTBAa opraHusanuu. Bce yueTHble JOKYMEHTHI
apx¥Ba OPraHU3alMU JIOJDKHBI XPAHUTHCS B XpaHWIHIIE (WM CHENUATBHO BBIICICHHOM
MIOMEIICHUH ) B Ceiidax WIN METAITMICCKUX IKadax.

7. TIOPAJOK BEJIEHM I OCHOBHBIX YYETHBIX JJOKYMEHTOB.

7.1. OcHOBaHMEM KaKJIOHM 3alUCHU B OCHOBHBIX YYETHBIX JOKYMEHTAX SIBJISCTCS:

- npu nocmynieHuu OOKyMeHmo8 8 apXue OpeaHu3ayuuL.:

[] cparouHble ONUCH CTPYKTYPHBIX TMOApa3ACICHUN Ha JOKYMEHTHI ITOCTOSHHOTO,
nonroBpeMeHHoro (cBbiiie 10 1eT) XpaHeHus U 10 JIUYHOMY COCTaBy (Mpuiioxenue 12);

[] cBomHasi HOMEHKJATypa Jed OpraHu3allid WIM HOMEHKJIATypa el CTPYKTYPHOTO
noJpasiesnieHus: ¢ 0(pOpPMIICHHON UTOrOBOM 3alMChIO0 O KOJIWYECTBE 3aBEICHHBIX U 3aKOHYEHHBIX
JIelI.

- npu GuIOBLIMUU OOKYMEHMO8 U3 APXUBA OPSAHUIAYUL:

[ akT mpuema-miepeaadd JOKYMEHTOB Ha TOCTOSHHOE XPaHEHHE B TOCYJapCTBEHHBIN
apXUB WM apXUB IPYTroi OpraHu3allvy;

(] akT BO3BpaTa TOKYMEHTOB COOCTBEHHUKY

[J aKkT 0 BBIJEJICHUN K YHHUTOKEHUIO TJOKYMEHTOB, HE TIOJIJIEIKAINX XPaHEHUIO;

[] akT 0 He OOHAPYKEHUH TOKYMEHTOB, ITYyTH PO3bICKA KOTOPBIX HCYEPIIAHEI,

[J aKT 0 HEHCTIPAaBUMBIX TIOBPEXKICHUSAX IOKYMEHTOB;

- N0 pe3ybmamam 6bINOJIHEeHUS 6HYMPUAPXUSHBIX pAOOm (COCMABNeHUs C8OOHbIX Onucell,
HAY4HO20 ONUCAHUS OOKYMEHMO8 TUUHO20 NPOUCXOHCOCHUS, APXUBHBIX KOJIEKYUL, COCMABIEHUS
onucetl 0co60 YeHHbIX 0ell U OOKYMEHMO8, CMPaAx08020 Gonoa u ¢onoa noab306anus, cO30aHUs
00bEOUHEHHBIX APXUBHBIX (POHO08, NPOBEPKU

[J akT 00 OOHapy>X€HUHU JIOKYMEHTOB (HE OTHOCSIIMXCS K JaHHOMY (OHAIY, apXuBY,
HEYUYTCHHBIX H T.1.).

KHura yuera nocTyrniaeHus U BBIOBITHS JOKYMEHTOB.

Kuura ydera mocTymiaeHuss U BbIOBITHS JOKYMEHTOB IpeJHa3HaueHa JUIsl ydeTa BCex
TEKYIIUX 1 UTOTOBBIX (Ha | SHBaps KaXJ0ro ro/1a) U3MEHEHH B cocTaBe U 00beMe (POHI0B U J1e
B apXMBE OPraHU3AINH, CBSI3aHHBIX C IPUEMOM, BbIACIIEHUEM JeJl, HE MOAIeKAIUX JaTbHEeHIeMy
XPaHEHUIO, IEpeadeii el B TOCYJapCTBEHHbIN WM Apyroi apxus. KHura ydyera noctryruieHus u
BBIOBITHS IOKYMEHTOB CIIY>KHT OCHOBOM JIJIsl COCTaBJIEHUS JINCTOB (POHIOB, [TACMIOPTa apXHBa.

Kaxnoe nmocrymieHue win BEIOBITHE MOJIY4aeT CAMOCTOATENbHBIN MOPSAAKOBBIM HOMED.



Ecnu moctyriiieHre cOCTOUT U3 TIOKYMEHTOB HECKOJIBKHX (DOHIOB, TO JAHHBIC 11O KAXKIOMY
donay (Ha3zBanwe (oHIA, €ro HOMEpP W T.J.) 3AMHUCBHIBAIOTCS C HOBOM CTPOKH 3a TEM XKe
MOPSITKOBEIM HOMEPOM.

VYdeT MocTyIieHHsI U BBIOBITHS JOKYMEHTOB B apXHBE, XpaHAIIEM OJUH (DOHII, BEJETCS 110
ucty GoHJa.

ApXUB OpraHM3allid CO CIOXKHOW CTPYKTYpOW MOXKET YYMUTHIBaTh B KHUTE ydeTa
MOCTYTUICHUS ¥ BEIOBITHS JOKYMEHTOB CAMOCTOSATEIBHO MOCTYIICHUE WU BBIOBITUE TOKYMEHTOB
Ka)JI0TO CTPYKTYPHOTO ITOJIpa3/ICCHHUS.

Ecnu nokymeHTsI (hOHIa TIOCTYIIAIOT B apXUB BIEPBBIC, TO HOMEP (HOH/Ia IPOCTABIISICTCS B
KHUTE y4eTa IMOCTYIUICHUS U BBIOBITHS JOKYMEHTOB IOCJIC IPUCBOCHUSI €My HOMEpa 10 CITUCKY
¢don10B. Eciu mocTynuBIINE TOKYMEHTHI SBISIOTCS YacThio (DOHJIA, YIKE UMEIOIIETOCS B apXUBE,
TO B COOTBETCTBYIOIEH rpade KHUTH yKa3bIBae€TCsl HOMEp, MPUCBOCHHBIN 3ToMy (hoHIY paHee.
Ecnu moctynuiy wiv BEIOBUIM HEONMCAHHBIE JOKYMEHTHI, TO B rpade 6 nemaercst oTMETKa: “He
onucaHsl", a cBefieHUs1 00 oObeme naroTcs B 13 u 14 rpadax.

ExeromHo B KHUTE yd4eTa TOCTYIUICHUS W BBIOBITHS JOKYMEHTOB TIOJBOJUTCS HTOT
KOJINYECTBA MOCTYIHUBIINX U BBIOBIBIIHX 32 IOl JOKYMEHTOB (J1€).

8. UCIIOJIb3OBAHUME JJIOKYMEHTOB APXIBA.

8.1. [TonsiTHe UCTIONB30BAHUS TJOKYMEHTOB apXHUBa.

Hcnonb30BaHWe apXWUBHBIX JOKYMEHTOB - MpPUMEHEHHE HH()OpPMAIK apXHBHBIX
JIOKYMEHTOB B KYJIbTYPHBIX, HAY4YHBIX, MNOJUTUYECKHX, SKOHOMUYECKHUX LEISIX U IS
obecrieueHus 3aKOHHBIX MPaB U UHTEPECOB TPaXkKaaH.

JIOKyMEHTBI apXHUBOB OpraHU3alUil SABJISIIOTCA OTKPBITHIMU JIJISl HCIIOJIb30BaHUSI apXUBOM
1 TI0JIb30BaTCIISIMH.

Hckntouenne cocTtaBisieT  JOKYMEHTHPOBaHHAs uHdopMaIs, OTHECCHHAS
3aKOHOJIaTEJIbHBIMU aKTaAMHU K KaTETOPUU OTPAaHUYECHHOrO JOCTYIIA.

[Topsmox wucnonb3oBaHus AOKyMeHTOB ApxuBHOro (ouma Poccuiickoit denepauuu,
HaXOJSIIMXCA HAa BPEMEHHOM XPAaHCHUM B OpraHU3alUsAX, OINPEIEIACTCS HMMU Ha OCHOBE
HacTosmiero [lomoxxenus.

OcHoBHBIMU (hOpMaMU UCTIOJI30BAHUS JJOKYMEHTOB apX1Ba SBIISIFOTCS:
MH(OPMUPOBAHHUE PYKOBOJICTBA U CTPYKTYPHBIX MOAPA3/ICICHUN OPraHU3alluY, a TaKXkKe APYTux
OPraHU3aIMi O HAJIMYUHU B apXUBaX TE€X WJIM MHBIX JOKYMEHTOB H UX COJICPHKAHUH;

WCIIOJIHEHHE 3alPOCOB IpaXkJaH U OPraHU3alMil COLMAIbHO-TIPABOBOr0 XapaKTepa;
MOATOTOBKA MH(DOPMAIIMOHHBIX MEPOTIPUSITHIL: BRICTABOK, KOH(MEPEHIIUH U Jp.;
BbIJIaya JOKYMEHTOB BO BPEMEHHOE M0JIb30BAHUE.

NudopmupoBanue u HCIIOTHEHUE 3aITPOCOB PYKOBOIUTENICH OpraHU3aIlMKi U CTPYKTYPHBIX

MOJpa3IeNICHU, a TaKXe JAPYrMX OpPraHu3aluil OCYILECTBISAECTCS apXUBOM IO
OTIpeIETICHHOM TeMAaTHKE IO 3apocCy WIH B HHUITMATUBHOM MOPSIKE B (popmMe HHPOPMAIIMOHHOTO
MACbMA WJIY CIIPABKU O HAJIMYMHU B apXUBE COOTBETCTBYIOLIUX

NupopmupoBanue pykoBoAUTENEH MOXKET IPOU3BOAUTHCS TaKXKe B pOopMe TeMaTHUECKON
MoI00OPKU KON TOKYMEHTOB, K MOAOOpKE KOMUM MpuiaraeTcsi TUTYAbHBINA JIUCT, a TaKXKe MPU
HEOOXOJIMMOCTH HUCTOpUYECKas CIPABKA, MEPEUYCHb U APYTUe MATEPHUAIIBI.

8.2. McnonHeHue 3anpocoB IrpakaaH M OpTaHU3alnil CONNATFHO-TIPAaBOBOTO XapaKTepa.

WNudopmanus conuaabHO-IPaBOBOIO XapakTepa MO 3ampocaM IpaxJ1aH U OpraHu3aiui
BbI1aeTcsl B opMe apXUBHOI CIIpaBKH, apXUBHOM KOMHUU U apXUBHOM BBIITUCKHU.

ApxuBHas crpaBKa - JOKYMEHT, COAEp)KALIMi apXUBHYIO HH(POPMALMIO O IpeaMeTe
3anpoca, ¢ yKazaHueM MOUCKOBBIX TIAHHBIX JJOKYMEHTOB, HA OCHOBAaHNUH KOTOPBIX OHA COCTABIICHA.

ApXuBHas KONUS - JJOKYMEHT, BOCIIPOU3BOAALINM TEKCT WJIM M300pa)K€HHE apXHUBHOTO
JIOKYMEHTA, C YKa3aHUEM €ro IMONCKOBBIX JaHHBIX.



ApXI/IBHaSI BBIITMCKA - JOKYMCHT, JOCJIIOBHO BOCHpOI/IBBO,[[SIH_[I/II\/JI YaCTb TCKCTA ApXUBHOI'O
JIOKYMEHTa, OTHOCSIIYIOCS K OIpENeIeHHOMY BOMpocy, (akTy WM JHIy, € yKa3aHHEeM
IMOUCKOBBIX JAaHHBIX NTOKYMCHTA.

ApXUBHBIE CIIPaBKH, BBIITMCKH U KOIUHU BBIJAIOTCS HA OCHOBAaHMM ITMCHbMEHHOTO 3a1poca

I10JIb30BATENSA, KOTOPBIM JOKEH COJAEpKaTh HAUMEHOBAaHUE (M aJpec IPU NEPECHUIKE)
opraHuzanuu (apxuBa), KOTOPOH OHU aJPECOBAHBI; U3JI0KEHHE CYILLECTBA 3ampoca; (haMuiuio,
UM 1 OTYECTBO OOPAIAIOLIETOCS; €T0 apec, KOHTAKTHBIE TelNe(OHBI; 1aTy U JUYHYIO MTOAIHUCH.

OOpaienust TpaxJaH, B KOTOPbIX OTCYTCTBYIOT (aMuiauu, ajgpeca U IOAIUCH
06paH_[aIOH_II/IXCSI, CUUTAKOTCSA AQHOHUMHBIMU M HC IOMJICIKAT PACCMOTPCHUIO, IIPpH JHWUYHOM
oOpalleHun INpH HaaIuuuu (GaMuwiIiMM M ajJpeca HeAocTaooumas HHPopMalus MOXET ObITh
BOCIIOJIHEHA.

CpOK UCHOJHEHUS 3alpOCOB COLMATBHO-IIPABOBOTO XapakTepa IpakAaH M OpraHu3alui
[0 MaTepuaiaM apXuBa He JOJDKEH npeBbimath 30 1HEH co qHs peructpanuu odpameHus. [pu
CJIOKHBIX 3alpocax CPOK MOXKET ObITh MPOJUIEH, HO He Gosee ueM Ha 30 aHel ¢ 00s3aTebHBIM
YBEJIOMJIEHHEM 00 3TOM 3asBUTEIIS.

CpOK MCHOJHEHUS 3alpOCOB € MCIOJIb30BAHUEM TOJIBKO HAyYHO-CIIPABOYHOIO armapara
apxuBa — He Oosee 15 mHel ¢ MOMEHTa perucTpalnuu o0parieHusl.

ApXUBHBIE CIPAaBKM COCTaBJIAIOTCS HAa OCHOBAHUU JIOKYMEHTOB (IIOJUIMHHUKOB U
3aBCPCHHBIX KOHHﬁ), XpaHAIMXCA B apXHMBC; HCIIOJIB30BAHWC HC3aBCPCHHBLIX JOKYMCHTOB,
OTHOCSIIMXCS K BOIPOCY 00palleHtsl, OTOBapUBAETCs B TEKCTE CIIPaBKH ('He3aBepeHHas Konus").
IIpu OTCYTCTBHHM B apXuB€ JTOKYMEHTOB, COJEpXKalllMX CBEICHUA 110 3alpalliuBacMOMY
BOIPOCY, apXUBHas CIpaBKa MOXET ObITh BBbIJAHA IO XPaHAIIMMCS B apXUBE IE€YaTHBIM
MarcpuajiaM, OTHOCAIIMUMCA K HOpPCAMCTY 06pa1ueH1/1$1, C TOYHBIM U IIOJIHBIM YKa3aHUCM
UCTOYHUKA.

ApXUBHBIC CIPaBKH COCTAaBIAIOTCS IO YCTaHOBIIEHHOW (opMe Ha OlaHKe apXUBHOMN
CIPaBKU WM 00111eM OJIaHKe OpraHU3aLuu.

B CIIpaBKEC NPUBOAATCA Ha3BaHUsA, JATbl U HOMCPA JOKYMCHTOB U U3JIararoTCsa CBCACHUA,
UMEIoIMecs] B Ha3BaHHBIX JIOKYMEHTAaX M OTHOCAIIMecs K Bompocy oOpamieHusi. M3noxenue
JIa€TCsl B XPOHOJIOIMYECKOM IOCIIE10BaTEIbHOCTH COOBITUM, a HE JOKYMEHTOB, B KOTOPBIX OHHU
OCBEHIAIOTCA.

I[OHYCKaeTCSI IMPUBOJUTH B CIIPABKC BBIACPIKKH U3 JOKYMCHTOB, 3aK/I04as UX B KaBbIYKH.
Ha3zBanus opranu3zanuii B TeKCTe CIIPaBKU NpU MEPBOM yIOTPEOICHUN MPUBOIATCS MOJIHOCTHIO,
a B cKOOKax ux 0(1)I/IHI/Ia.TII>HO MOPHUHATBIC COKpAICHUA,; IMPU IMOBTOPHLIX YIIOMUWHAHUAX - TOJIBKO
COKpAILEHHBIE.

B CIIPaBKYy BKJIIOYAIOTCA TOJIBKO CBCACHHA, YIIOMHHACMBIC B JOKYMCHTAX.

B Tekcre apXMBHOH CIpaBKM HE JOIYCKAaOTCd KOMMEHTapuHu, COOCTBEHHBIE BBIBOJbI
VCIIOJTHUTEIS IO COACPKAHUIO HCIIOIb30BaHHBIX JOKYMEHTOB.

ApxuBHasl cIipaBKa MOJMUCHIBACTCSA PYKOBOJUTEIEM OPraHNU3aLuU UITH MTOIpa3/IeIeHuUs.

ApXUBHBIE KOTIMH U BBIMKMCKHU U3 JOKYMEHTOB BBIIAIOTCSI B COOTBETCTBUH C 3aIIPOCOM.

WneHTuuHOCTh TMOMJIMHHUKY BBIJAHHBIX ApPXUBHBIX KONUH M BBINHCOK 3aBepseTcCs
MOJAINUCBI0 PYKOBOAMTENS OpPraHM3alMM WM YHOJHOMOYEHHOIO MM JHMIA (PYKOBOIWUTENS
NoJipa3/iesieHus1, B COCTaB KOTOPOTO BXOJAUT apXUB) U repOOBOM ME€YaThi0 OpraHU3alnu.

Beinucka npou3BOAWUTCSA TOJIBKO M3 JOKYMEHTA, B KOTOPOM COAEPKHUTCS HECKOJBKO
OTJIENbHBIX, HE CBA3aHHBIX MEX1y c000i BOpOocoB. Brinucka qomkHa BOCIPOU3BOIUTH MOTHBIN
TEKCT 4acTU JOKYMEHTA, OTHOCSIIENCS K 3a1pocy.

JlomyckaeTcsi U3bsITHE U3 apXUBHBIX /1€ U BblJaya BiajesbllaM UM UX POJICTBEHHUKAM
HOJ/UIMHHBIX JIMYHBIX JIOKYMEHTOB O T'Pa)XaHCKOM COCTOSIHMM, 00 00pa30BaHUM, TPYHAOBBIX
KHWKEK U APYTHX, HE MOJIyYEHHBIX B CBOE BpeMsl Bia/IeIbIIEM IOKYMEHTOB.

[lonnuHHBIE TMYHBIE JOKYMEHTBI BBIIAIOTCS C PAa3pELIEHUs] PyKOBOJUTEINS OpraHU3aLUU
3asBUTENSIM I10 MPEIbsABICHUM MaclopTa, UHOTO JOKYMEHTA, yIOCTOBEPSIOUIEr0 JIMYHOCTb, UX



POJICTBEHHUKAM WJIM JIOBEPEHHBIM JIMI[aM HOTapHaAJIbHO 3aBEPEHHOM JoBepeHHOCTHU. [loIMHHbIe
JIMYHbIE TOKYMEHTBI MOT'YT OBITh BBICJIAHBI 3aIBUTEIIO LIEHHBIM MMHCHMOM.

Opranamu npaBoOMOpPSIIKA U3 apXHUBA MOTYT OBITh U3BSATHI JOKYMEHTBI B COOTBETCTBHH C
3aKkoHoJaTenbcTBOM Poccuiickont denepanum.

Ha mecTo n3bATOrO 10KyMEHTa B JIEJI0 BKJIAJbIBAETCS CIIPABKA O BbIJA4e, CHATAs C HErO
KOIUS WIK B YYETHBIX apXMBHBIX JIOKYMEHTax JeJaeTcsi OTMETKAa 00 M3bITHH, YKa3bIBAIOTCS
HOMEp, JlaTa U Ha3BaHUE JOKYMEHTa-OCHOBAHUS JUISl U3BATHS, a TAKXKE PACIMCKa I0JIy4aTess
JIOKyMeHTa (TpU TUIHOM Tepeaaye).

IIpu otcyrctBUM B apxXuBe 3alpallMBAa€MbIX CBEICHHUM OTPHULATENIBHBIA  OTBET
cocTapisieTcss Ha OJaHKe MUChMa oOpraHu3anuu. B Hem yka3bpiBaeTcs (akT OTCYTCTBHS B
JOKYMEHTaX apXHWBa HHTEPECYIOIIMX 3asBUTENS CBEICHUN M JAlOTCS PEKOMEHJAlUHU, KyJa
cienyer oOpaTuTbes 3a HeoOxonuMoil mHpopMmanued. B ciydasx oTpuuiateabHOro OTBETa,
COJIepIKAIIETO CBEACHUS 00 OTCYTCTBHM B apXHMBE HEOOXOIUMBIX JOKYMEHTOB BCJIEICTBHE HX
ruOenu Win yTparhl.

5. OTBETCTBEHHOCTbD 3ABEYIOIIEI'O APXNBOM
5.1. JIomKHOCTHOE JIMI0, KOTOPOMY ITOPY4YEHO 3aBEJOBAaHUE apXHUBOM, HECET OTBETCTBEHHOCTD
3a COCTOSTHUE pabOThI apXHBA U BHITIOJTHEHHE BO3JIOKEHHBIX Ha



		2021-09-09T17:43:28+0300
	Гудко Лариса Александровна




