«YTBEPXJIEHO»
3asenyronpm MBJIOY
[lerckuit camg No 2
YK eMUy KIHKa»
{ AramanoBa

TTOJIOXKEHUE Ne 59

00 apxuBe
MyHHIHIIATBHOTO GIOHKETHOTO JOIIKOIBHOrO 00pa3oBaTeIbHOTO
yupexaenus aerckuit cag No2 «KemuyxuHka»

1. OBIIHE ITOJIOXXEHMA
1.1. B MyHununaisHOM OKOKETHOM  JIOIIKOJIBHOM  00pa3soBaTebHOM
yupesxaennn aerckuii can Ne 2 «Kemuyxuakay (nanee — YupexaeHue) s
XpaHEHHsI 3aKOHYEHHBIX JIEJIONPOU3BOICTBOM JOKYMEHTOB CO3/IACTCS aPXHB.
1.2. VupexaeHue BbIAEIAET MO/ apXUB OMEIICHHE, OTBEYaronee TpeboBaHuAM
obecrieyeHusl COXPAaHHOCTH JOKYMEHTOB, a TakKe COOTBETCTBYIOIIEE
obopy10BaHHE.
1.3. 3aBenoBaHME apXMBOM IOPY4YaeTCs OTBETCTBEHHOMY 3a apXuB JIHILY,
Ha3HAYaeMOMY ITPUKA30M PYKOBOJHUTEIS OPraHU3aluu.
1.4. B cBoeii paboTe apXuB OpPraHU3aMH PYKOBOACTBYETCS 3aKOHOAATEIbHBIMU
akramu  Poccuiickoii ®Denepanuy MO  apXUBHOMY J€lly, HOPMaTHBHO-
METOJMYECKAMH JIOKyMeHTaMu MuskynsTypsl Poccun u  DezepaibHOTO
apXMBHOTO AareHTcTBa POCCHMM, INpHKa3aMH M yKa3aHWsIMH DPYKOBOJACTBA
OpraHM3aIHy 1 HACTOSIIUM IOJIOKEHHUEM.
1.5. KoHTpoms 3a [JeATETBHOCTBIO apXMBa OCYILECTBIIET PYKOBOICTBO
OpraHU3alMd WM CTPYKTYPHOTO TOJPA3ACICHNs, B COCTaB KOTOPOrO BXOIUT
apXUB.

2. COCTAB JJIOKYMEHTOB APXMBA
B apxuB nepenarorcesi:
2.1. 3aKOHYEHHBIE JEIOMPOU3BOACTBOM JOKYMEHTHI, 00pa30BaBIIUECS B
JIESATEIHOCTH OPraHM3aLUK U €€ CTPYKTYPHBIX MOAPA3AEICHHN:
— JieT1a TIOCTOSIHHOT'O XPaHEeHUS;
— nena BpemenHoro (cBbime 10 jiet) cpoka XpaHeHHUs;



— IOKYMEHTHI TI0 INYHOMY COCTaBY;

— JIOKYMEHTBI TIOCTOSTHHOTO XpaHEHUS 110 JITYHOMY COCTaBY OpraHU3aIlnii-
IPE/IIIICCTBEHHUKOB;

— CTIPaBOYHBIN ammapar K TOKyMEHTaM apXuBa (OMUCH, HOMEHKIIATYpPHI Jel,
KapTOTEKH U T. 11.).

3. 3AJAYN U ®YHKIIMU APXNBA
3.1.0cHOBHBIMH 3a7]a9aMH apXUBA SBIISIOTCS:
— KOMIUIEKTOBAaHUE apXuBa JOKYMEHTaMH, COCTaB KOTOPBIX MPEIyCMOTPEH
pasnenom 2 HACTOSIIETO MTOJIOKEHHS;
— o0ecrieyeHrne COXpPAaHHOCTH U YUET MIPUHATHIX HA XPAaHEHUE JOKYMEHTOB;
— OpraHM3anusi NPaKTUYECKOWl paboThl, CBA3aHHOM C HCIOJb30BaHUEM
JIOKYMEHTOB, XPaHSAIIUXCS B apXuBE;
— KOHTpPOJb 3a MpaBWIBHBIM (OPMUPOBAHUEM U O(POPMIICHHEM JIOKYMEHTOB B
JIEJIONPOU3BOICTBE, OTOOPOM U TMOJTOTOBKOM HX K Iepefadye Ha apXUBHOE
XpaHEHUE.
3.2. B COOTBETCTBMU C BBINOJHAEMBIMU 3aJa4aMU APXUB OCYIIECTBISET
CIEAYIOIINE byHKINU:
— TMPUHUMAET I[IOCIE 3aBEPLICHUS MAEJONPOU3BOJACTBA, YYUTHIBAET M XPAHUT
oOpa3oBaBIIUECs B JCSATEIBHOCTU OpPraHU3AIMH JOKYMEHTBI, 0OpaboTaHHBIC B
COOTBETCTBUU c JNEUCTBYIOTUMHU MpaBUJIaMH;
— opraHuzyeT padoTy IO MOJTOTOBKE ONMUCEW 3aBEPIICHHBIX IEIONPOU3BOJICTBOM
JIOKYMEHTOB MOCTOSIHHOTO XPaHEHUS U 110 JINUHOMY COCTaBY;
— OCYIIECTBJSICT Y4EeT MO HOMEHKJIaTypaM JieJl, HaXOMISIIUXCS B CTPYKTYPHBIX
noApazaeiaeHusx (y UCIOJIHUTEIICH ) TOKYMEHTOB BPEMEHHOI'O XPaHEHHUS;
— 00ecreunBaeT MOJHYI0 COXPAHHOCTh MPUHSATHIX HA XPAHEHUE JIETT;
— CO3/1aeT, TMOMOJHSAET W COBEPIICHCTBYET YYETHO-CIIPABOYHBIM ammapar K
XpaHALMMCS B apXHBE JejaM U JOKYMEHTaM;
— OpraHn3yeT UCIOJIb30BAHUE XPAHIIINXCS B ApXUBE JOKYMEHTOB;
— uHPOPMHUPYET PYKOBOJACTBO U pAOOTHUKOB OPTraHM3allMd O COCTaBe U
COJIEp’KaHUH IOKYMEHTOB apXHBa;
— BBIJIAET B YCTAHOBJICHHOM MOPSAKE XPAHSIUIMECS B apXUBE JIeJla U TOKYMEHTBI
JUIS1 UCTIOIb30BAaHUS B MPAKTUYECKUX U JIPYTUX LETAX;
— MCHOJIHSET 3alpoChl YUPEKICHUM W TpakJaH o0 YCTaHOBJICHUU TPYIOBOTO
CTaxka U MO JAPYTHM BOIIPOCAM COIMAILHO-TIPABOBOI0 XapaKTepa,;
— BEJIET y4eT BBbIJIAUYM apXUBHBIX JI€J U JOKYMEHTOB, OCYIIECTBIISICT KOHTPOJIb 32
CBOEBPEMEHHBIM UX BO3BPAILICHUEM B XPaHWIIHIIIC,
— TMPOBOJUT OKCHEPTU3Y IIEHHOCTH JOKYMEHTOB, XpaHSIIMXCS B apXuBeE,
CBOEBPEMEHHO OTOMpPAET K YHUUTOXKEHUIO JieJIa ¢ UCTEKIIMMH CPOKaAMU XpaHCHUS;
— OKa3bIBA€T METOJMYECKYIO TTOMOIIb CIy>K0e JASIONMPOU3BOICTBA OPraHU3allUU B
COCTaBJICHMM HOMEHKJIATYPHI eI, KOHTPOJIUPYET MPABUIHHOCTh (POPMHUPOBAHUS U
oopMIIeHUST JIel B JEIONPOU3BOCTBE, MOATOTOBKY JOKYMEHTOB K Tepeaade B
apXuB OpraHu3alluy;
— B Clly4ae 3aKJIIOYEHUS C COOTBETCTBYIOIIUM yupexJeHnem @DenepabHOro
apXMBHOIO areHTcTBa Poccum poroopa o0 Imepefadye Ha TrOCYIapCTBEHHOE



XpaHEHHE TOKYMEHTOB OpraHU3aIii 00eCreuynBaeT MOATOTOBKY ATHX TIOKYMEHTOB
U CBOEBPEMEHHOE IIPEACTABJICHUE OIMUCH JIeNl TMOCTOSHHOTO XpaHEHUs Ha
YTBEPXKIIEHUE HKCIEPTHO-TIPOBEPOYHON KOMHCCHUHM  YKa3aHHOTO apXUBHOTO
yUpexKIACHUS.

4. [TIPABA APXVNBA
4.1. B nensix BBIIOJHEHUS BO3JIOXKEHHBIX 337a4 U (QYHKIUN apXUB UMEET MPaBo:
— KOHTPOJUPOBAaTh COONIOACHHWE B OpraHU3alid W B €€ CTPYKTYPHBIX
NOJIPA3/ICJIECHUSAX YCTAHOBJICHHBIX MPaBUJI PadOThI ¢ TOKYMEHTaMH, 00ECIeYeHUs
UX COXPaHHOCTH, KauecTBa OTOOpa M MOATOTOBKH €N K IepeAade Ha apXUBHOE
XpaHEHHE;
— BHOCHTb Ha pAacCMOTPEHHME pYKOBOJCTBA OpraHU3aluy IPEIIOKEHHUS,
HaIlpaBJI€HHbIE HA YJIY4YLNIEHUWE B CTPYKTYPHBIX MOJPA3ACICHUSIX PAOOTHI IO
o(popMIIEHUIO TOKYMEHTOB, (JOPMUPOBAHUIO UX B JI€JIa, IOATOTOBKE TIOKYMEHTOB K
repeaye Ha apXUBHOE XPaHECHUE,
— TPEACTABIATh B YCTAHOBJICHHOM IOpSAKE 3asBKM HAa OOECIeYeHHE apXuBa
HEOOXOMMBIM 000PYIOBAaHUEM U MaTepHallaMu, IPOBEACHUE PEMOHTHBIX paboT U
T. IL.;
— Y4acTBOBaTb B OPraHU3yeMbIX YyuypexacHUAMU DenepasbHOr0 apxXuBHOIO
areHTcTBa Poccum MeponpusTUSX MO HOBBILIEHUIO KBAIM(QHUKAUMN PaOOTHUKOB
BEJIOMCTBEHHBIX ApXUBOB U JIEJIONPOU3BOJCTBEHHBIX CIIYKO, yUpexAeHUN U
PEAIPUATHN.

5. OPTAHM3ALIMA JOKYMEHTOB B APXUBE.

5.1. JlokyMeHTaIbHBIM U apXUBHBIM (POH]T OpraHU3ALMH.

Best  COBOKYNMHOCTH  JIOKYMEHTOB, OOpa3yloIIUMXCS B JIE€ATEIbHOCTH
OpraHu3ally, COCTABISET €€ JOKYMEHTalIbHbIN (OH]I.

JIOKyMEeHTBI, 0Opa3yloliecss B JEATEIbHOCTH OpPraHM3alMM IO CpOKam
XPaHEHMs NOAPa3AEISIFOTCS Ha:

[} TOKyMEHTBI BpeMEHHOI'0 cpoka xpaHeHHus (110 10 JieT BKIIOUUTENBHO);

[} TOKyMEHTBI TOJITOBPEMEHHOr0o cpoka xpaHeHus (cBoime 10 jer);

[} TOKyMEHTBI MOCTOSTHHOTO (BEYHOT'0) XpaHEHHS.

5.2. Opranuszaius JOKyMEHTOB B Mpejiesiax apXuBHOTo (PoHa.

OCHOBHBIE MTOHSITHS U TPEOOBAHUS.

B mnpenenax apxuBHOro ¢oHaa y4eTHO-KJIACCHU(PUKAIMOHHON eauHUIEH
SBJISIETCS €IMHMIIA XPAHCHUS JOKYMEHTOB. EMWHMIIBI XpaHEHUs JOJKHBI ObITh
OMHCaHbI, CUCTEMATHU3UPOBAHbI, BHECEHbI B OMUCHU M O(OpPMIIEHBI B TOPSJIKE,
00eCIeunBaOIIEeM UX yUeT, TOUCK U HCTIOIb30BaHHE.

Enununer xpanenust (mema) apxuBHOTO (OHAQ CHUCTEMATH3UPYIOTCS B
npenenax GoHAa COTIaCHO cxeMe cuctemarn3anuu. CucremMaTu3aius JOKYMEHTOB
dboHIa TPOBOAMTCS B JCIONPOU3BOACTBE W B apXHMBE OpraHU3aluud IIpH
MOATOTOBKE JOKYMEHTOB K MEpeIade B roCy1apCTBEHHbBIC aPXUBHI.



Opranu3zanus JOKYMEHTOB I10 JINYHOMY COCTaBYy.

JIOKyMEHTBl TIO JUYHOMY COCTaBy BBIICISIOTCS B OCOOYIO TIpyMILy,
CHCTEMAaTH3HPYIOTCA 000COOJICHHO U BKIIIOYAIOTCS B OTJCIBbHYIO OIHCh.

Perucrpanmonno-yuernsie (OpMbl JOKYMEHTOB II0 JIMYHOMY COCTaBYy
(KHHUTH, >KypHaJbl y4yeTa MPUKA30B O IpUEMe, MEePEeBOJE, YBOJbHEHHH, JTUYHBIX
KapTo4eK, JIMYHBIX JeJ, COTJIAIlIeHUH, KOHTPAKTOB U Jp.) BKIIOYAIOTCA B OIKCH
JOKYMEHTOB TI0 JINYHOMY COCTaBY.

Ha nuuHble Aena yBOJEHHBIX COTPYAHUKOB MOXET COCTABISATHCS OTACTbHAsS
OTIKCh.

Jlena 1o JIMYHOMY COCTaBy, KakK IIPaBUJIO, CUCTEMATU3UPYIOTCS IO
XPOHOJIOTHYECKOMY TpHU3HAKy. B apxuBax KpymHBIX OpraHu3alnuii ¢ OOJBIINM
KOJIMYECTBOM PaOOTHHUKOB MOYET UCIHOIB30BATHCS CTPYKTYPHO-XPOHOIOTHUECKUNA
MPUHIINAT CUCTEMATU3AIMH JTUYHBIX JeIl.

B npenenax kaxaoro roga Jena mno JUYHOMY COCTaBY CUCTEMATHU3HPYIOTCS
IO CTETIEHU BAYKHOCTU - MPUKA3bl O 3aYMCICHUM Ha CiIykO0y (B yueOHOE 3aBe/ieHue
U T.J.), IEPEMEUICHUH, YBOJbHEHUN (OKOHUYAHMU Y4YEOHOro 3aBeJeHUs U T.1.),
JUILEBBIE CU€Ta, CHUCKHU, JKypHalbl ydeTa JIOKYMEHTOB IO JIMYHOMY COCTaBy,
JIPYTUe PErucTpalliOHHO-yUYETHBIE JOKYMEHTBI, TUUHBIC Jea.

JIuuHble Aena U JUYHBbIE KaPTOUYKU YBOJIEHHBIX COTPYAHHKOB OTHOCSTCS K
rOJly YBOJbHEHUS U CUCTEMATHU3UPYIOTCSl B MpeAesiaXx KaXI0H TIpynmbl IO
andaBuTy QpamMuiImii.

6. YUET IOKYMEHTOB B APXHNBE.

6.1. O6mue TpeOoBaHUS K YUETY TOKYMEHTOB.

Yd4eT IOKyMEHTOB B apXWBE OpraHu3allMd - OTO OINpEAeNieHne UX
KOJIMYECTBA M COCTaBa B

YCTAaHOBJICHHBIX  C€IAWHMIIAX y4eTa W Qukcarmus  (perucTparms)
NPUHAUICKHOCTH KXKIOW CIMHUIBI ydeTa K ONPEACIICHHOMY KOMIUICKCY W
OOIIEro WX KOJIMYECTBA B YUETHBIX JIOKYMEHTAX.

[Tox y9eTHBIM TOKYMEHTOM ITOHUMACTCS TOKYMEHT YCTaHOBICHHOU (POPMBI,
(bUKCUPYIONUH TOCTYIUIGHUE, BBIOBITHE, KOJIUYECTBO, COCTaB U COCTOSTHUE
ApXUBHBIX JIOKYMCHTOB B SJIMHHIIAX y4eTa.

Y4eT JOKYMEHTOB B apXWBE OPTaHM3AIlMU SIBISICTCS OJHHM U3 CPEICTB
oOecIieueHus UX COXPAHHOCTH U KOHTPOJIS 32 UX HATHYHEM.

Y4eTy mojuiexxar BCe XpaHSINIUECS B apXWBE OpPTaHM3aIlMU JOKYMCHTHI, B
TOM YHCJIC HEOMMCAHHBIC U HEMTPO(MIbHBIC TSI TAHHOTO apXHBa.

Y4eT npou3BOUTCS ITyTEM PUCBOCHHS apXUBHBIM JOKYMEHTaM (€IMHUIIAM
ydeTa, CAMHHUIIAM XPAHCHHS) YICTHBIX HOMEPOB, SIBIISIOIIMXCS YaCThI0 apXUBHOTO
mdpa.

ApxuBHBI mUdp - o003HAYEHWE, HAHOCHMMOE Ha KAKIYI CIUHUILY
XpaHEHHs C LETbI0 O0eCreyeHus ee yueTa U uAeHTU(UKAIMU. APXUBHBIA mUDP
COCTOUT M3 HOMEPOB: apXHWBHOTO (HOHA 1O CIUCKY (POHIOB apXHBa OpTraHU3AINH
U 4epe3 apo0b Mo CnHucKy (OHAOB TOCYAapCTBEHHOTO apXWBa, HWCTOYHHKOM



KOMIUIEKTOBAHHSI KOTOPOTO SIBJIIETCSI OPraHU3allUsl, ApXUBHOW KOJUIEKI[UH, OMKCH,
CAMHUIIBI XPAHECHHUS.

Homep apxuBHOrO (QoHIa mNpHCBAaMBAETCS TOCYJApPCTBEHHBIM apXHBOM
nocyie 0hOpMIICHHUS NIEPBOTO  TOCTYIUICHUS ~ JOKYMEHTOB  OpraHM3allid  Ha
MOCTOSIHHOE XpaHEHHUE.

6.2. Equnuiie! yuera.

OCHOBHBIMH €IMHHUIIAMH y4eTa JOKYMEHTOB HE3aBHCHMO OT BHJ1a HOCUTEIIS,
croco0a ¥ TEXHUKH 3aKpeIyieHUsT HGOPMAITUH SBIISIOTCS

[] apXWBHBIA (OHJI, apXUBHAS KOJJICKIIHS;

] equHALIA XpaHEHHUS.

JIOKyMEHTBI ~ JIMYHOTO TPOMCXOXKICHUS, HE TMPOIMIEANINE HAYIHOTO
OIMCAHWS, YIUTBIBAIOTCS, KaK TPABHIIO, IO JOKYMEHTAaM M JINCTaM.

HeoGpaboranHbie JOKYMEHTBI (POCCHITNIb) YUYWTHIBAIOTCS W3 pacuera 150
JIUCTOB B OJTHOM YCIIOBHOM €IMHUIIE XPAHCHUSI.

Enunuma  xpanenuss - ¢dusuuecku 000COOJICHHBIE JTOKYMEHT — WIIU
COBOKYITHOCTh JIOKYMEHTOB, HIMEIOIINE CAaMOCTOSTEIbLHbBIC 3HAUCHHE.

Enunuiia  XpaHeHWs  JOKYMEHTOB Ha OyMaXHOH OCHOBE  (J1€710)
COBOKYITHOCTb  JOKYMEHTOB,  OTACIBHBIM  JIOKYMEHT, 3aKJIIOYCHHBIC B
000CcO0JIEHHYIO 00JIOKKY, TAIKY.

Y4eT NOKYMEHTOB B apXHBE OpTraHU3AINH CTPOUTCS Ha OCHOBE COOIIOICHHUS
MIPUHITUTIOB:

[IEHTPAIU3aIlii, BBIPAKCHHOH B TIPUMCHCHWHM CAWHBIX EIUHUI] Yy4YeTa;
yHU(UKAITMH, OCHOBAaHHOW Ha COOJIIOJICHUM TPEEMCTBEHHOCTH y4YeTa apXHBHBIX
JIOKYMEHTOB Ha BCEX CTaAMSAX padOTHl ¢ HUMH;, TUHAMHYHOCTH, 00ECIIeYnBaeMOM
CBOCBPEMEHHBIM U OINEPATHBHBIM BHECCHHEM W3MCHCHHU B YUCTHBIC JTOKYMEHTHI
WU COCTABJICHUEM HOBBIX YYETHBIX JOKYMEHTOB; ITOJHOTBHI M JOCTOBEPHOCTHU
ydeTa.

ITopsimox gocTyma K y4eTHBIM JOKYMEHTaM, a TakKe K yYeTHBIM 0a3zaMm
JTAHHBIX apXHWBa OpraHU3aIluyd  OIpPEACIIseTCS MIPUKa30M PYKOBOJICTBA
opranuzaiuu. Bce yueTHbIe TOKYMEHTBI apXUBa OPTaHU3AIMHN JOJDKHBI XPaHUTHCS
B XpaHWIHIIE (WM CIEIUAIbHO BBIJICICHHOM IIOMEIIEHWH) B ceidax uiu
MeTaJUTMYeCKUX mkadax.

7. TIOPAAOK BEAEHMA OCHOBHbBIX YYETHbLIX TOKYMEHTOB.

7.1. OcHOBaHMEM KaXJOW 3aluCH B OCHOBHBIX YUYETHBIX JOKYMEHTax
SIBJISICTCSL:

- npU NOCMYNnIeHUU OOKYMEHMO8 8 APXUE OPSAHUZAYUU.

] cmatouyHble OMHWCH CTPYKTYPHBIX TMOApPa3AeeHnid Ha JOKYMEHTHI
MOCTOSIHHOTO, JOJITOBpeMEHHOro (cBbilie 10 JeT) XpaHeHHss W 1O JUYHOMY
cocTaBy (mpuiioxxenue 12);

[] cBonHass HOMEHKJaTypa Jell OpraHu3aliy WM HOMEHKJIaTypa JAel
CTPYKTYPHOTO MOApa3AesieHusi ¢ 0hOPMICHHONW UTOTOBOM 3aMMChI0 O KOJTMYECTBE
3aBEJICHHBIX U 3aKOHUYEHHBIX JIE]I.

- npu 8bIOLIMUU OOKYMEHMO8 U3 APXUBA OPSAHUSAYUU:



[] akT mnpueMa-mepeayd JOKYMEHTOB Ha TIOCTOSHHOE XpaHEHUE B
TOCyIapCTBCHHBIN apXHUB WIIM apXUB APYTrOi OpraHu3allny;

[] akT BO3BpaTa JOKYMEHTOB COOCTBEHHUKY;

[] aKkT O BBIJENIEHUHW K YHUYTOXKEHUIO JOKYMEHTOB, HE IMOJIekKaIIINX
XpaHEHUIO;

[] akT 0 He 0OHapYKEHUH TOKYMEHTOB, ITYTH PO3BICKA KOTOPBIX HCUEPITAHEI;

[] aKT 0 HEUCITPABUMBIX MTOBPEXKACHUSIX IOKYMEHTOB;

- N0 pe3yibmamam GblNOJHEeHUs GHYMPUAPXUBHLIX pabom (cocmasieHus
CBOOHBIX Onucell, HAYYHO20 ONUCAHUSL OOKYMEHMO8 JUYHO20 NPOUCXOHCOCHUS,
APXUBHBIX KOJLIEKYUL, COCMABLeHUsi OnUcel 0cob0 YeHHbIX Oel U OOKYMEHMO8,
cmpaxo6o20 onoa u PoHoa Noab308aHUSA, CO30AHUS 0OBLEOUHEHHBIX APXUBHBIX
¢onoos, nposepku

[J] akT 006 0OHApY)XEHUU JOKYMEHTOB (HE OTHOCSINUXCS K JaHHOMY (OHY,
apXUBY, HEYYTEHHBIX U T.JI.).

Knura ydera nocTyrmieHus U BHIOBITUS TOKYMEHTOB.

Kuaura yudera mocTyrieHHSt M BBIOBITHS JOKYMEHTOB MpeIHA3HAUYCHA IS
ydeTa BCEX TEKYyIIMX M MTOTOBBIX (Ha | sHBapsl KaXJOro roja) M3MEHEHUUN B
cocTtaBe U 00beMe (DOHIOB U JIeT B apXUBE OPTaHU3AIMH, CBI3AHHBIX C IIPUEMOM,
BBIJICJICHUEM JIeJ, HE TOMJIekAIINX JajlbHEeHIIeMy XpaHeHHUIo, Tepeaadeit nen B
TOCYJapCTBEHHBIA WU Apyrod apxwB. KHuTa ydeTa TOCTYIUICHHS M BBIOBITHS
JIOKYMEHTOB CIIY)KUT OCHOBOW IS COCTaBJICHHWsI JINCTOB (DOHIOB, Tacmopra
apxuBa.

Kaxmoe mocTyrmieHHe WM BBIOBITHE  TMOJIY4YaeT CaMOCTOSTEIbHBIN
MOPSIKOBBIA HOMED.

Ecnu mocrymiieHre COCTOMT W3 JOKYMEHTOB HECKOJIBKUX (OHIIOB, TO
JaHHBIE TI0 KaxaoMy (oHy (Ha3BaHue (poHIa, €ro HOMEP U T.JI.) 3aIHCHIBAIOTCS C
HOBOM CTPOKH 32 T€M K€ TMOPATKOBHIM HOMEPOM.

VY4eT mocTymiieHuss U BBIOBITUS JOKYMEHTOB B apXWBE, XpaHAIIEM OJIHMH
dbonx, Benercs no jucty GhoHjaa.

ApXHMB OpPraHM3aIlMU CO CJIOXKHOW CTPYKTYpOH MOKET YYUTHIBATh B KHUTE
ydeTa MOCTYIUICHUS U BBIOBITHS JOKYMEHTOB CAMOCTOSATENLHO MOCTYIICHUE WU
BBIOBITHE JJOKYMEHTOB KaXJI0TO CTPYKTYPHOTO TOPA3ACIICHHUS.

Ecnu moxkyMeHTHI ¢oHIA MOCTYHalOT B apXuB BIEpPBBIC, TO HOMEp (oHAA
MPOCTABIIICTCS B KHHUIE ydeTa IOCTYIUICHUS W BBIOBITHS JOKYMEHTOB IIOCTIC
MIPUCBOCHUS €My HOMepa 1o crucKy (GoHmoB. Ecnn TIOCTYITHBIIINC
JIOKYMEHTBI SIBIITIOTCS  4acThio (OHAA, YK€ HMEIOIIErocss B apXWBEe, TO B
COOTBETCTBYIOIIEH rpad)e KHUTH YKa3bIBaeTCs HOMEP, IPUCBOCHHBINA 3TOMY (DOHTY
panee. Eciu mocTynmuiv miaM BRIOBUTM HEOIMCAHHBIC JIOKYMEHTHI, TO B Tpade 6
ZenaeTcsa OTMETKa: “He omucaHbl', a cBeaeHus o0 oObeme marorcs B 13 u 14
rpadax.

Exeromno B KHUTE ydeTa TOCTYIUICHHS ¥ BBIOBITHS JIOKYMEHTOB
MOJIBOJIUTCA MTOT KOJMYECTBA MOCTYIHMBIIUX W BBIOBIBIINX 3a TOJl JJOKYMEHTOB

(men).



8. UCIIOJIbB3OBAHUME JOKYMEHTOB APXIVBA.

8.1. IlonsTHE HUCTIOIB30BAHMS IOKYMEHTOB apXHBa.

Hcnonb3oBaHrne apXMBHBIX JOKYMEHTOB - TIIpUMEHEHUE HUHGOpMaIu
apXHUBHBIX IOKYMEHTOB B KYJIbTYPHBIX, HAy4HBIX, NOJUTUYECKHX,
HKOHOMHUYECKHUX LIEJIAX U I 00€CIeueHUs 3aKOHHBIX MTPaB U UHTEPECOB IPAXK/IaH.

JIOKyMEHTBl ~ apXMBOB  OpPraHHM3aldi  SBJSIOTCS  OTKPBITBIMH  JIJIS
VCIIOJIb30BaHUs ApXUBOM U ITOJIB30BATEISIMU.

Hcknrouenne COCTaBISICT JOKYMEHTHUpOBaHHasi  HUHpopmanms,

OTHECEHHAs
3aKOHOAATEIBHBIMU aKTAMU K KATETOPUH OTPAaHUYEHHOIO JOCTYTIA.

[Topsmox wucmonb30BaHUS JOKyMEHTOB ApxuBHOro Qouaa Poccuiickoit
denepanuy, HAXOMAIIMXCA HAa BPEMEHHOM XPAaHEHUWM B OpraHU3alUsX,
OIPEEIIACTCS UMU Ha OCHOBE HacToA1ero Ilonoxenus.

OcHoBHBIMHU (hOpMaMU UCHOIb30BAHUS JOKYMEHTOB apXUBa ABIISIOTCS:
MH(POPMUPOBAHUE PYKOBOJICTBA U CTPYKTYPHBIX IMOJPA3JEICHUN OpraHu3aluy, a
TaKXKe JAPYruX OpPraHU3alUi O HAJIMYMU B apXUBaX TE€X WIM UHBIX JOKYMEHTOB U
UX COJIEP)KaHUH;

VCIIOJIHEHHUE 3aIIPOCOB IPaXXJaH U OpPraHU3alHUNi COLMAIIBHO-IIPABOBOIO XapaKkTepa;
HOJIrOTOBKA MH(GOPMALIMOHHBIX MEPOIIPUATHI: BBICTABOK, KOHPEPEHIUH U JIp.;
BbIJIaya JOKYMEHTOB BO BPEMEHHOE T0JIb30BAHHUE.

NudopmMupoBaHue 1 HCHOJHEHUE 3aIIPOCOB PYKOBOAUTENIEH OPraHU3aluU U
CTPYKTYPHBIX NOAPA3AEIEHUN, a TaKkKe IPYTUX OpraHu3alun
OCYILECTBIISIETCS APXHWBOM II0 OIPEACICHHOM TEMAaTHKE MO 3alpocy WU B
WHULMATUBHOM TMOpsiike B (opme MHPOPMALMOHHOTO MUChbMa WU CHPABKU O
HaJIMYUU B ApXUBE COOTBETCTBYIOLINX

HNupopmupoBaHre pyKOBOJIUTENEH MOXKET MPOU3BOJUTHCS Takke B opme
TEMaTUYECKOW TMOJOOPKH KOIMUN JOKYMEHTOB, K TMOJAOOPKE KOMHM Mpuiaraercs
TUTYJIbHBIN JHUCT, @ TAK)KE IPU HEOOXOIUMOCTH ~ UCTOpPHYECKas] CIIpaBKa,
IIEpeYEeHb U IPYTrue MaTepUabl.

8.2. UcnonHeHune 3arpocoB rpakJaH U OpraHu3aluil COUalIbHO-TIPABOBOIO
Xapakrepa.

Nudopmanus conuaibHO-IPAaBOBOTO XapakTepa MO 3ampocaM TpakKaaH U
opraHu3aluii BblgaeTcss B (QopMe apXMBHOW CHOpPAaBKH, ApXWBHOW KOMUU M
APXUBHOW BBIITUCKH.

ApxuBHasi cripaBKa - JOKYMEHT, COJEPKAIIUMN apXUBHYIO MH(GOPMALMIO O
[IpEeIMETE 3aMpoca, C yKa3aHUEM IOUCKOBBIX JAHHBIX JOKYMEHTOB, HA OCHOBAHUU
KOTOPBIX OHA COCTAaBJICHA.

ApXUBHas KOMHUA - JOKYMEHT, BOCIIPOM3BOISIINN TEKCT WM HU300pakeHne
apXUBHOI'0 JOKYMEHTA, C YKa3aHUEM €TI0 IIOUCKOBBIX JTaHHBIX.

ApXxuBHas BBIIIMCKA - TOKYMEHT, JOCJIIOBHO BOCIIPOU3BOISIINANA YaCTh TEKCTA
ApXUBHOTO JTOKYMEHTa, OTHOCSIIYIOCS K OINpEAEIEHHOMY BOINPOCY, (GakTy WU
JIUILY, ¢ YKa3aHUEM IOMCKOBBIX JaHHBIX JOKYMEHTA.



ApXUBHbIE CHOpaBKH, BBIMUCKM U KONUU BBIJAAIOTCS HAa OCHOBaHUU
MACBbMEHHOTIO 3aIpoca

M0JIb30BaTEIsl, KOTOPhIM JOJDKEH COAepKaTh HauMEHOBaHUE (M aJpec mpu
NEePECHUIKE) OpraHU3aAINU (apxuBa), KOTOPOM OHHU aJPECOBAHbBI; U3JIOKEHUE
CylllecTBa 3arpoca; (pamminio, uMs U OTYECTBO OOpaIlarolIerocs; €ro ajpec,
KOHTaKTHbIE TeJIE(POHBI; JaTy U JUYHYIO MMOIIUCH.

OOpaiieHus TpakaaH, B KOTOPBIX OTCYTCTBYIOT (amMuinu, aapeca u
MOANUCH  OOpAalllalONIUXCsl, CYUTAIOTCS AHOHMMHBIMU W HE  MOJJIEXaT
PacCCMOTPEHHUIO; TIPH JIMYHOM OOpaIlleHWW TPpU HaTuIuu (aMUiIdd U ajapeca
HejocTaronas “HGpopMaIus MOXXeT ObITh BOCTIOJIHEHA.

CpoK MCHOJIHEHHS 3alpOCOB COLIMAIIBHO-IIPABOBOIO XapakTepa IrpaxaaH U
OpraHu3alyi M0 MaTepualiaM apXWBa HE JOJDKEH npeBblmath 30 qHEW co AHs
peructpaiuu oopaiieHus. [Ipu CI0KHBIX 3apocax CPOK MOXKET OBITh MPOJIJIEH, HO
He O6osee yem Ha 30 mHEl ¢ 00s3aTEIbHBIM YBEAOMIICHUEM 00 3TOM 3asiBUTEIIS.

Cpok WCHOJNHEHUS 3alpoCcOB C HCIOJIb30BAaHUEM TOJBKO HAy4HO-
CIIPAaBOYHOTO amnmapara apxuBa — He Oojiee 15 aHEl ¢ MOMEHTa perucTparuu
oOparreHus.

ApXUBHBIE  CIPaBKM  COCTAaBJISIFOTCS HA  OCHOBAHMU  JIOKYMEHTOB
(MOIMHHUKOB W 3aBEPEHHBIX KOMUM), XPaHSANIUXCS B apXWBE; HCIOJIb30BaHHUE
HE3aBEPEHHBIX JOKYMEHTOB, OTHOCSIIMXCS K BOIIPOCY OOpallleHus, OTOBApUBACTCS
B Tekcrte cnpaBku ("He3zaBepeHHass komwus'"). Ilpuw oTCcyTcTBUM B apxuBe

JOKYMEHTOB, COJIEpXKalllUX CBEACHUS IO 3alpalidiBacMoMy BOIPOCY,
apXWBHas CIpaBKa MOXKET ObITh BbIJaHA MO XPAHAIIUMCS B apXWBE MEYaTHHIM
MarepuajiaM, OTHOCSIIUMCS K TMpPEeAMETy OOpallleHus, C TOYHBIM M TOJHBIM
yKa3aHUEM UCTOYHHKA.

ApXUBHBIC CIPaBKU COCTABJISIIOTCSI MO YCTAHOBJIGHHOW ¢dopme Ha OyaHKe
apXWBHOM CITPaBKH WK 00IIeM OJIaHKEe OpraHU3allvu.

B cnopaBke mnpuBOmATCS Ha3BaHUA, JaThl U HOMEpa JOKYMEHTOB U
W3JIAraloTCsl CBEJECHUS, UMEIOIIHNECS B Ha3BAHHBIX JOKYMEHTAX M OTHOCSIIUECS K
BOIIPOCY oOparieHus. N3noxenue Jlaercs B XPOHOJIOTUYECKOU
MOCJIEIOBATEIHLHOCTA COOBITUH, @ HE IOKYMEHTOB, B KOTOPBIX OHU OCBEIIIAOTCS.

JlonyckaeTcsi MPUBOJIUTH B CIPABKE BBIACPKKU U3 JOKYMEHTOB, 3aKIHOYast
UX B KaBblukM. Ha3BaHuWs opraHuzaiMii B TEKCTE€ CIOPaBKU MpPU TEPBOM
yHOTpeOJICHUH TIPUBOJSATCS MOTHOCTBIO, @ B CKOOKax HUX O(UIIMATBLHO MPUHSTHIC
COKpAIIEHUS; PU MOBTOPHBIX YIIOMUHAHUSAX - TOJIHKO COKpAI[CHHBIE.

B cnipaBKky BKJTIOUAIOTCS TOJBKO CBEJICHUS, yIIOMUHAEMbIE B IOKYMEHTAX.

B Tekcre apXuBHOM CIipaBKU HE JIOMYCKAIOTCSI KOMMEHTAapUU, COOCTBEHHBIC
BBIBO/IbI UCTIOJTHUTEJIS TIO COJIEPKAHUIO UCITOJIb30BAHHBIX TJOKYMEHTOB.

ApxuBHas CIIpaBKa IMOJIMCHIBACTCS PYKOBOJIUTEIEM OpraHu3aluu Wiu
OAPA3ACICHUS.

ApXUBHBIC KOITUW M BBIITUCKA U3 JOKYMEHTOB BBIIAIOTCS B COOTBETCTBUU C
3aIIPOCOM.

NAeHTHYHOCTD TOJJMHHUKY BBIJIAHHBIX APXWBHBIX KOIMHWA W BBIITUCOK
3aBepSACTCS TOIMUCHI0 PYKOBOJIUTENS OpPraHU3aIllMU WM YIOJIHOMOYEHHOTO UM



muna (pyKOBOAMTENS TMOJpa3/IeNieHHus, B COCTaB KOTOPOrO BXOAUT AapXuB) U
repOOBOI1 MeUaThIO OPraHU3aIUH.

Brinmucka npous3BOOUTCA TOJBKO M3 JIOKYMEHTa, B KOTOPOM COJEPKUTCS
HECKOJIbKO OTJEJIbHBIX, HE CBSI3aHHBIX MEXKy COO0N BOMPOCOB. Bhinucka qoimkHa
BOCIIPOU3BOJANTH MOJIHBIMA TEKCT YaCTH JOKYMEHTA, OTHOCSIIEICS K 3aMpocCy.

JlonmyckaeTcsi U3bATHE W3 apXMBHBIX 1€ M BblAAa4a BIIAJENbLIAM WM HX
POJICTBEHHUKAM MOJJIUHHBIX JIMYHBIX TOKYMEHTOB O TPaXJIaHCKOM COCTOSIHUH, 00
oOpa30BaHNUU, TPYJOBBIX KHIDKEK M IPYTUX, HE  TOJYYEHHBIX B CBOE BpeMs
BJIAJICJIBIIEM JIOKYMEHTOB.

[TopnmuaHBIE NTUYHBIE JOKYMEHTBI BBIJAIOTCA C PA3PELICHUS PYKOBOJIUTENS
OpraHu3alyd 3asBUTEISIM 10 TMPEIbABICHUM MAaclOpTa, HWHOIO JOKYMEHTA,
YAOCTOBEPSIOLIETO JTUYHOCTh, UX POJCTBEHHUKAM WJIA  JOBEPECHHBIM JULAM
HOTApUAIBHO 3aBEPEHHON JOBEPECHHOCTH. [lo1/IMHHBIE IMYHBIE TOKYMEHTHI MOTYT
OBITH BBICIIAHBI 3aSIBUTENIO IIEHHBIM TUCHMOM.

Opranamu NpaBoOMOpsIKAa M3 apXWBa MOTYT OBITh M3BATHI JOKYMEHTHI B
COOTBETCTBHHU C 3aKOHOJATEILCTBOM Poccuiickoit @enepanni.

Ha mecto u3psATOrOo HOKymMEHTa B JEJI0 BKJIAJBIBACTCS CIIPaBKa O BblIaye,
CHATAs C HETO KONMSA WJIM B YYETHBIX  ApXUMBHBIX  JIOKYMEHTaxX  JI€JIA€TCs
OTMETKa 00 U3BATHH, YKa3bIBAIOTCS HOMEp, JaTa M Ha3BaHUE JOKyMEHTa-
OCHOBAHMSI JUIsl U3BATHS, a TAKXKE pacIUCKa MOJydaTens TOKyMeHTa (TpU JTUYHON
nepeaaye).

IIpr oTCcyTCTBMM B apXMBE 3alpalllMBA€MbIX CBEACHUM OTPULATEIBHBIN
OTBET COCTaBJISICTCS] HAa OJIaHKE MUChbMa opraHu3aiuu. B HeM ykasbiBaeTcs (hakT
OTCYTCTBHS B IOKYMEHTaX apXvMBa UHTEPECYIOIINX 3aABUTEIISI CBEACHUN U JAIOTCS
pEeKOMeHJaluu, Kyaa cieayeT oOpaTuThcsi 3a HeoOxonumou uHpopMmanueit. B
Cly4asiX OTPHUIIATEJIBHOTO OTBETa, COJEPXKAIlero CBEICHUs] 00 OTCYTCTBHM B
apXvBe HEOOXOAMMBIX JOKYMEHTOB BCJICJICTBUE UX THOETH WM YTPATHI.

5. OTBETCTBEHHOCTDB 3ABEAYIOILEI'O APXNBOM
5.1. JIoImKHOCTHOE JIMII0, KOTOPOMY MOPYYCHO 3aBEJOBAHNE apXHUBOM, HECET
OTBETCTBEHHOCTH 3a COCTOSIHHE paOOThI apXHBa M BHITIOJIHCHUE BO3JIOKEHHBIX HA
HEro 3a/1a4 U QyHKIIUH.



