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1. O0mue MOJI0KEHHUS

50 s MyHHIUIIATPHOM  OIOJDKSTHOM  JIOIIKOJIEHOM 006pa30BaTEILHOM
YUPe)KIEHUHM LEHTPE Pa3sBUTUSL peOeHKa NETCKOM cany Nel3 «JIroiMOBOYKAY
(nanee — MBJIOY) mist XpaHEHUs 3aKOHICHHBIX JIeJIOIIPOU3BOCTBOM JIOKYMEHTOB
CO3JaeTCs apXUB.

1.2. MBJIOY BBIZIENSET O apXuB (110 BO3MOYKHOCTH) TIOMEILIEHHE, OTBEYAIOIICe
TpeGoBaHusIM 00ECIIedeH s COXPAHHOCTH IOKYMEHTOB, a TAKAKE COOTBETCTBYIOLIEE
o0opyaOBaHHE.

1.3. 3aBefoBaHWe apXWBOM IOpydaeTcs OTBCTCTBEHHOMY 3a apXWB JIHILY.
Ha3HAYAEMOMY TIPHKa30M PyKOBOIUTEIIS OPTaHU3aIAH 3aBEIyIOTICTO MBJIOV.
1.4. B cpoeit pabore apxus MBJIOY pyKOBOINCTBYETCS 3aKOHOAATEILHBIMA
axtamu  Poccuiickoit ®@emepanuy 10  apXHBHOMY  Jiely, HOPMAaTHBHO-
METOIMYeCKUMU  JOKyMeHTamu MuHKyIbTypsl Poccnn 1 ®DenepalbHOro
apXMBHOTO areHTCTBa Pocchu, TpHUKasaMu M yKasaHIIMU PYKOBOJCTBa
OpraHM3allyy ¥ HACTOSIIUM IIOJIOKEHUEM.

1.5. KoHTpoJib 3a IedTelIbHOCTBIO apXHBa OCYIIECTBISACT pyxosoactso MBJIOV, B
COCTaB KOTOPOTO BXOJHUT apXUB.

2. CocTaB JOKYMEHTOB apXHUBa

2.1. 3aKOHYEHHbIE IEIOIPOU3BOICTBOM JOKYMEHTHI, 00Pa30BaBIINECS B
nesitensHOCTE MBJIOY !

— 1eJia TIOCTOSTHHOTO XpaHEHUS;

— nena BpeMeHHoro (cBbIme 10 jeT) cpoKa XpaHeHUST,;

— JIOKYMEHTBI 110 JINYHOMY COCTaBY;

— IOKYMEHTBI [TOCTOSHHOTO XpaHEHHs U TI0 JITTHOMY COCTaBy OpraHu3alui-
IpeIIIeCTBEHHUKOB;

— CIIPaBOYHBIN aImapar K JOKyMeHTaM apXuBa (omwcH, HOMEHKJIATYyPBI e,
KapTOTEKHX U T. IL.).

3.3agaun 1 pyHKIHHE apXHBA

3.1.OcHOBHBIMH 3a/1a4aMU apXUBa SABJIAIOTCS:

— KOMIUIEKTOBaHME apXyBa JOKyMEHTaMHU, COCTaB KOTOPBIX IIPENyCMOTPeH
pasaesioM 2 HacTOAIIETO MMOJIOKEH;

— obecrieyeHre COXPAaHHOCTH U YUeT IIPUHSATHIX Ha XpaHEHUE TOKyMEHTOB,;

— OpraHu3alys IPaKTHIECKON paboTEL, CBSI3aHHOM C UCII0IE30BaHUEM
JIOKYMEHTOB, XPaHSIIIXCS B APXHUBE;

— KOHTPOJIb 3a MPaBUIBHEIM (QOPMHUPOBAHUEM H ohopmiIeHrEM JOKYMEHTOB B
JIeTTONIPOU3BOICTBE, OTOOPOM U TIOATOTOBKOH HX K TIEpe/iatic Ha apXHBHOE
XpaHEHHE.

3.2. B cooTBeTCTBUM C BBITOJNHSEMBIMH 3aJad4aMH apXWB OCYIICCTBIACT
CIeYIOLINE hyHKIHUU:
— TpUHWMAeT [OCTe 3aBepIIeHHUs IeIONPOM3BONACTBA, YIHTBIBACT W XpaHWT



00pa3oBaBIIMECS B JeATENBHOCTH MBJIOY  moxymeHTHL, obpaboTaHHble B
COOTBETCTBHHU g JNENCTBYIOIIMHU [IpaBUJIAMH;
— OPraHu3yeT paboTy IO IOArOTOBKE OMHCElf 3aBEPIICHHBIX EIOMPOU3BOICTBOM
AOKYMEHTOB IIOCTOSIHHOT'O XPaHEHHs U 110 THIHOMY COCTaBy;

— OCYIIECTBIIACT y4€T II0 HOMEHKJIATypaM Jes, HaXOIAIIMXCS B CTPYKTYPHBIX
Io/pasNeNeHusX (Y UCIOMHUTEIEH) TOKYMEHTOR BPEMEHHOIO XpaHEHHS,

— 00eCIIeYnBaeT MOJHYI0 COXPAHHOCTS NPUHATHIX HA XPaHEHHE JIET;

— CO3MaeT, TONONHSET M COBEPIIEHCTBYET YYE€THO-CIIPABOYHBIM ammapat K
XPaHAMUMCS B apXUBE JeNaM U TOKYMEHTaM;

~ OPTaHHU3yeT UCIIOJIB30BaHKE XPAHALIUXCS B APXUBE JOKYMEHTOB;

— HHGOPMHUPYET PYKOBOACTBO U PabOTHUKOB MBJIOY o cocrase u COLEpKaHUU
JAOKYMEHTOB apXHBa;

— BRIACT B yCTAHOBIECHHOM IOPANKE XPaHSLIMECT B apXHBE JeNa U JIOKYMEHTEI
UL ACTIONIE30BAHNS B IPAKTUYECKUX H IPYTUX LEJISX;

— HCIIOTHACT 3aNPOCBI yYPEXKTEHHH W Tpakaad o6 YCTaHOBIIEHUH TPYOBOrO
CTaXxa M 110 ApyTUM BOIIPOCAM COLUATBHO-IPABOBOTO XapakTepa;

— BOIET yHeT BBINAYM apXHMBHBIX e U JOKYMEHTOB, OCYILIECTBIIAET KOHTPOJIb 32
CBOCBPEMCHHBIM HX BO3BPAIIEHHEM B XPAHMIIALLE,

~ UPOBOMHT SKCHEPTH3Y LEHHOCTH IOKYMEHTOB, XpaHAIUXCS B apXHUBe,
CBOCBPEMEHHO OTOMPAET K YHUUTOKEHHIO Ne/1A C HCTEKIIMII CPOKaMU XpaHEHUS;
— OKa3pIBACT METOAUIECKYIO ITOMOIIb CIIykKOe AEIONPOU3BOCTBA OPraHU3alliK B
COCTABIICHUN HOMEHKJIATYPEI JIe]I, KOHTPOIHPYET IPaBUIIBHOCTh ()OPMUPOBAHUS U
obopMIeHus nenm B ACTIOIPOU3BOJICTBE, MOATOTOBKY MOKYMEHTOB K repegade B
apXuB OpraHu3alliy;
— B CIyYac 3aKMOYEHHI C COOTBETCTBYIONIUM YyUpeskIeHHeM DenepanbHoro
dpXHBHOTO areHtcTBa Poccmm norosopa o mepemave Ha roCyJapCTBEHHOE
XPaHCHUE TOKYMEHTOB OPraHU3alUuu 00eCcIeYnBaeT MOATOTOBKY 3TUX JOKYMEHTOB
M CBOCBPEMEHHOE IIPE/ICTABICHHWE ONUCH [el IIOCTOSHEHOLO XpaHEeHUs Ha
YTBEPKACHUE  OKCIEPTHO-NPOBEPOYHON  KOMMCCHH YKa3aHHOI'O  apXHMBHOTO
YUPEKIeHHU.

4. IlpaBa apxuBa

4.1. B mensx BBINOTHEHUS BO3JIOKEHHBIX 3a7a4 ¥ QYHKIUN apXUB UMeeT IIpaBo:
— KOHTPONHPOBAaTE COOMIOJEHHE B OpPraHW3aldd W B  ee CTPYKTYPHBIX
TOAPasICNeHHsX YCTAHOBIECHHEIX IIPABUI PabOTHI ¢ JAOKYyMEHTaMH, 00ecClIeueHus
HX COXpaHHOCTH, Ka4ecTBa 0TOOpa W IOATOTOBKU el K [Iepeave Ha apXHBHOE
XpaHeHue;

— PBHOCHTR Ha pacCMOTPeHHE pPYKOBOACTBA OpraHM3aIliy MIPEIJI0KEHN,
HAIPABIICHHBIC Ha yNy4IIEHHE B CTPYKTYPHBIX IIOApa3AeNeHUAX paGoThl II0
O(OPMIIEHHIO TOKYMEHTOR, opMHUpOBaHKIO WX B feNa, TOArOTOBKE JIOKYMEHTOB K
Iepesiade Ha apXUBHOE XpaHEeHHe;

— IPCICTABIATE B YCTAHOBIEHHOM IOPSIKE 3asBKA Ha obecreyerne apxusa

HEOOXOMMBIM 060pyIOBaHHEM I MaTeprajlaMy, IPOBeACHUE PEMOHTHBIX pabot u
Tl



— Y4JacTBOBAaTE B OPraHM3YeMBIX YyuYpexIeHusMH DenepanbHOro apXUBHOTO
areHTCTBa POCCHM MepONpUSTHAX IO MOBBILICHHIO KBATM(GUKAINU PaGOTHHKOB
BEIOMCTBCHHBIX apXWBOB M IEJONPOU3BOJACTBEHHBIX CIYXKO0, yUpexneHuil u
NIPEANIPUATHH.

5. Opranusanusi JOKyMeHTOB B apXHBe

5.1. JlokyMeHTaIBHEIN U apXUBHBIA (OHI OpPraHU3AIHH.

Bes  COBOKYMHOCTE  IOKYMEHTOB, 00pasyloIUXCsS B IeSATeIbHOCTH
OpraHu3alyM, COCTABJISAET €€  OKYMEHTAJIbHBIN (QOH/.

JloKyMeHTbI, 06pa3syloluecss B IeATebHOCTH OPraHH3allid I10 CpOKaM
XpaHEeHHS [TOApa3aesIIoTCs Ha:

- AOKYMEHTBI BPEMEHHOTO CpoKa xpaHeHus (10 10 j1eT BKIIOYHUTENBHO);

- AOKYMEHTEI JONTOBPEMEHHOI0 CpoKa XpaHeHUs (cBbiiie 10 jer);

- IOKYMEHTBI IIOCTOSIHHOTO (BEYHOT0) XpaHEHH .

5.2. OpraHusanus 10KyMEHTOB B [IpeJieNiaX apXHBHOTO (GOHIA.

OCHOBHBIE TTOHSTHS U TPEOOBAHHUS.

B mpeznenax apxuBHOro (oHIa y4eTHO-KIACCH(UKALMOHHON elvHHUIeH
SIBJISICTCS. €IMHUIA XPAHEHUS MOKYMEHTOB. EIWHUIEI XpaHEHHs IOKHLI OBITH
OIIMCAHBI, CHCTEMATU3MPOBAHBI, BHECEHBI B ONMCH M O(QOPMIIEHBI B IOPSIKE,
00eCIeYnBalOIIeM HX yUeT, IOUCK U UCIIONB30BaHKE.

Enununer xpanenus (zmena) apxuBHOToO (oHIa CHCTEMATHU3UPYIOTCSA B
npenenax GOHIa COrNacHo cxeMe cucTeMatn3anuu. CrcTeMaTU3aIIs IOKYMEHTOB
$OHIAa NPOBOAUTCS B HENONPOU3BOACTBE M B apXUBE OpraHH3AIMH npu
IOATOTOBKE IOKYMEHTOB K TIepe/iade B FOCYAapCTBEHHBIE apXHBEL

OpraHuzanus TOKyMeHTOB II0 JTUIHOMY COCTABY.

JIOKyMEHTBI 1O JIMYHOMY COCTaBy BBIIETAIOTC B OCOGYIO rpymmy,
CHCTEMATU3UPYIOTCsI 060COOIEHHO U BKIIOYAIOTCS B OTAEIBHYIO OIIHC.

PerucTpanioHHo-y4eTHEIE (HOPMBI LOKYMEHTOB IO JIHYHOMY COCTaBy
(KHWIH, JXypHaNbl yd4eTa IPHUKA30B O NpHeMe, [epeBOJIE, YBOJIBHEHHH, JTUYHBIX
KapTO4eK, JUYHBIX A€, COTJIAIIECHHN, KOHTPAKTOB U Jp.) BKIIOYAIOTCS B OITHCEH
AOKYMEHTOB II0 INYHOMY COCTaBY.

Ha nnuHBble nena yBOT@HHBIX COTPYIHHUKOB MOYET COCTABIISATECS OTHeIbHAS
OITUCB.

flena 1o JMMHOMY COCTaBy, Kak IPABHIO, CHCTEMATH3HDPYIOTCS TIO
XPOHOJIOTHYECKOMY IIPH3HAKY. B apXuBax KpYIHBIX OpraHU3alUil ¢ GOJBIIAM
KONMYECTBOM PabOTHHKOB MOKET HCIIONB30BAThCS CTPYKTYPHO-XPOHOIOIHIECKHMiT
NPUAHIKII CUCTEMAaTH3AIUH IMYHEIX [E.

B npenenax xaxuoro roxa Jeia mo JHYHOMY COCTaBY CHCTEMAaTU3UPYIOTCS
TI0 CTeICHH BAXHOCTH - IPUKA3bl O 3aUMCIICHUN Ha CIyK0y (B yueOHOe 3aBejieHue
M T.I.), I€PEMEIIECHNY, YBOJIbHEHNH (OKOHYAHHH Y9eGHOTO 3aBENCHHS | T.1.),
JIALEBBIE CHETa, CIMCKH, JKYPHAIBl yd4eTa NOKYMEHTOB IO JMYHOMY COCTaBY,
ApPYTHe PErUCTPalliOHHO-YYEeTHBIE JOKYMEHTEL, INIHbIE IeJIa.



JlraHEle Nena W JMYHBIE KapPTOYKU YBOJEHHBIX COTPYIHHKOB OTHOCSTCS K
FOLy YBOJBHCHHS WU CHCTeMAaTHU3HUPYIOTCS B Ipefeiax KaxmoH TIpyImsl 1o
andaBuTy hamMuIHii.

6. Y4er 10KyMEeHTOB B apXHBe

6.1. O6ume Tpe6OBAHMUS K YUETy JOKYMEHTOB.

Yd4er NOKyMEHTOB B apxmBe OpraHH3alUM - 3TO OIpelelleHne HX
KOJIMY€eCTBa U COCTaBa B YCTaHOBJIEHHBIX €IMHHUIIAX y4yeTa W (UKCALUS
(perucTpanys) NPHHAMIEKHOCTH KaKIOW eIHHUIEI ydeTa K OIpeneIeHHOMY
KOMIITIEKCY H OOIIEro WX KONMYECTBA B YUETHBIX JOKYMEHTAX.

Tox yaeTHBIM TOKyMEHTOM MOHMMaeTesl JOKYMEHT YCTaHOBJIEHHOI bopmel,
(UKCHPYIOIIMH IIOCTYIUICHHE, BBIOBITHE, KONHYECTBO, COCTAB M COCTOSHUE
ApXUBHBIX TOKYMEHTOB B €AWHHIIAX YYETA.

YHeT IOKYMEHTOB B apXWBE OpraHM3allHH SBIAETCS ONHUM U3 CPEICTB
obecrieYeHust X COXPaHHOCTH U KOHTDPOJIS 32 X HAHIHEM.

Ydery HOMIeKaT BCe XPaHSAIIMECS B apXHBE OpraHU3aIlHH JTOKYMEHTHI, B
TOM HHCJIe HEOMMCaHHbIE U HEMPO(UIBHEIE IUIsI IAHHOTO apXHBa.

YHeT [pOU3BOUTCS ITyTeM IPHCBOSHHS apXUBHBIM OOKyMEeHTaM (eIUuHHUIaM
YHeTa, CAMHHULAM XPAHEHHS) yYCTHBIX HOMEPOB, SIBISIIOMIUXCS YACTHIO dPXHUBHOTO
ammdpa.

ApXuBHBIH IHGP - 06O3HAYEHHe, HAHOCHMOE Ha KaXIylo eIuHUILY
XPaHCHHS C LENbIO OOecreYeHns ee ydeTa U MAeHTUbUKAMY. ApXUBHBI mudp
COCTOUT M3 HOMEPOB: apXUBHOTO (OHAA MO CIHCKY HOHIOB apXHBa OPraHU3AIHH
M 9epe3 Npo0b MO CHHCKY (OHIOB TOCYIApCTBEHHOTO apXWBa, HCTOTHHKOM
KOMIUIEKTOBaHUSA KOTOPOTO SABJIACTCS OpraHU3alys, apXUBHON KOJIIEKIUH, OIIHCH,
€IMHUIBI XpaHEHHS.

Homep apxuBHOro ¢omga mpucsansaercs TrOCyTapCTBEHHBIM apXHBOM
Tocyie OQOPMIIEHHS IEPBOTO  [OCTYIVIEHHS  JOKYMEHTOB OpraHu3aldd  Ha
IIOCTOSIHHOE XpaHeHHe.

6.2. Enuane: yyera.

OCHOBHBIME €IMHULIAMY yYeTa JOKYMEHTOB He3aBUCHMO OT BHJla HOCUTEJIS,
CII0c00a U TEXHUKH 3aKPEIUIEHUs HH(DOPMALIUH SBIISIOTCS:

- ApXUBHBIN (DOHM, apXUBHASI KOJIIEKITHS;

- €IMHULIA XpaHEHHS.

JIOKyMEHTBI ~ TMYHOTO MPOUCXOXKIEHHS, He IOPOIIEIIINE HAYYHOIO
OIMCAHUS, YIUTHIBAIOTCS, KaK MPaBUIIO, ITO JOKYMEHTAM U JIHCTAM.

HeoOpaboTanHble 1OKYMEHTHI (pocchink) yduTEIBaIOTCS U3 pacuera 150
JIUCTOB B'OJJHOU YCJIOBHOH eIMHMUIIE XPAaHEHNSI.

Enununa Xpadenus - Qusndeckn 060COGIEHHEIE JOKYMEHT WU
COBOKYIIHOCTH JOKYMEHTOB, UMEIOIIHE CAMOCTOSTEIbHEIE 3HAUCHHE.,

Enununa XpaHeHWs JOKYMEHTOB Ha OymaxHOM  OCHOBe (zmeyo)
COBOKYIIHOCTB ~ NOKYMEHTOB,  OTHENBHBIM  JOKYMEHT, 3aK/IIOYCHHBIE B
0bocobneHHyr0 06II0KKY, arKy.



Y4eT HOKyMEHTOB B apXHBe Oprasmsammy CTPOHMTCH Ha OCHOBE COOJIIOIeHUS
IPUHIUIIOB:

UCHTpaNN3alMY, BBIDXCHHOM B NPHMEHEHHH ENMHBIX EIWHHI Y4era;
YHU(QHUKAIH, OCHOBAaHHOM Ha COO/IIONCHHH INPEEMCTBEHHOCTH Y4eTa apXUBHBIX
AOKYMEHTOB Ha BCEX CTaJHAX paboThl ¢ HUMH; IHHAMHYHOCTH, 00eCIIeYHBaAEMOi
CBOCBPEMEHHEIM ¥ ONEPATHBHEIM BHECEHHEM H3MEHEHHi B yUeTHbIE TOKYMEHTBI
I COCTABIICHHEM HOBBIX YYETHBIX NOKYMEHTOB; IONHOTHI H JOCTOBEPHOCTH
yJera.

Tlopsimok mocTyma Kk yd4eTHBIM JOKYMeHTaM, a Tamke K YyYeTHBIM Oazam
AaHHBIX apXWBa OPraHU3aINK ONPENEISIeTCs IPUKA30M DPYKOBOJICTBa
OpraHu3aluy. Bee yueTHble TOKYMEHTEI apXHBa OpraHU3AMHH TOJKHEL XPaHUTHCS
B XpaHWIHUINE (WIM CIENHWAIbHO BbIIEIEHHOM IIOMELIeHUH) B ceiidhax uaH
METaTHYECKUX IIKadax.

T HOpHI[OK BE€ACHHSI OCHOBHBIX YY€eTHBIX AOKYMEHTOB

7.1. OcHOBaHWEM KaXIOH 3alliCH B OCHOBHEIX YYETHBIX [OKyMEHTaX
SIBIISIETCSL:

- pU nOCMynneHuu OOKYMEHMOB 6 ApXU6 OP2aHU3AYULL

- CHAaTOYHBIE ONMCH CTPYKTYPHBIX MOApa3[eleHnil Ha IOKYMEHTEI
TMOCTOSHHOTO, IOJITOBPEMEHHOTO (cBblme 10 jeT) XpaHeHWs u Mo JTUYHOMY
cocraBy (mpuinoxxenue 12);

- CBOIHAs HOMEHKIATYpa el OpraHM3aliuy WK HOMEHKJIaTypa el
CTPYKTYPHOTO IIOAPA3AeNeHus ¢ 0(OPMIICHHON HTOTOBOM 3aMUChI0 O KOIMYECTRE
3aBEJICHHBIX U 3aKOHYEHHBIX Jell.

- npuU 8e106IMUU QOKYMEHMOB U3 apXUa opeaHuzayuu:

- AKT TIpHeMa-liepefiadn NOKYMEHTOB HA IIOCTOSHHOE XpaHeHHe B
TOCYNapCTBEHHBIN apXUB UK apXUB IPYTOi OpTraHH3aI|H;

- aKT BO3BPaTa JOKYMEHTOB COOCTBEHHUKY;

- @KT O BBIICTICHUM K YHHYTOXKEHHIO IOKYMEHTOB, HE MOIICKALINX
XPaHEeHHIO; '

- aKT O He OOHApY)KEHUH TOKyMEHTOB, IyTH PO3BICKA KOTOPBIX HCUEPIIAHBL;

- @KT O HEUCTIPABUMBIX TIOBPEXKICHUSX JOKYMEHTOB;

© N0 pesyromamam 6vlNONHEHUs BHYMPUAPXUBHBIX pabom (cocmasnerus
CB00HBIX Onucell, HAYYHO20  ONUCAHUA OOKYMEHMOB NUYHO20 NPOUCXOXHCOCHUA,
ApPXUBHbIX KONEKYUl, cocmasnenus onuceii ocobo YEHHbIX 0enl U OOKYMeHmos,
CMpax06020 Gonoa u @onda nonvzoeanus, cozdanus 00beOUHEeHHbIX apXusHbIX
ponoos, nposepxu

- aKT 00 OOHApy)KEeHMM IOKYMEHTOB (HE OTHOCSIIHXCS K JAaHHOMY (OHIY,
apXMBY, HEYYTEHHBIX H T.[I.).

KHura ygera nocrynnenns u Bei6srrus JOKYMEHTOB.

Kunra yuera mocrymnenuns w Be6brrus MOKYMEHTOB IIPeJHA3HA4YeHa IS
YHeTa BCeX TeKYIIMX M MTOTOBBIX (Ha | sAHBapst Kakaoro rola) U3MeHEHHH B
cocraBe u 00beMe OHIOB U N B apxuBe OPraHW3alNH, CBSI3aHHBIX C MPHEMOM,



BBIZICTIEHWEM [Ie]I, He MOJUIKAIINX JanbHeHIIeMy XpaHeHHIo, Iepeadeil nenl B
TOCYJapCTBEHHBIA WM Npyro¥ apxuB. KHura ydera MOCTYIJIEHHS W BBIOBITHS
AOKYMEHTOB CIy’)KHUT OCHOBOM [UISi COCTAaBIEHHUs JIHCTOB (DOHIOB, MACIIOpTa
apxuBa.

Kaxmoe mocrymieHme Wi BBIOBITHE IOMYYaeT —CaMOCTOSTENbHBIN
IIOPSIIKOBBIH HOMED.

Ecnu mocrymineHume COCTOMT M3 HOKYMEHTOB HECKOJBKHMX (OHIOB, TO
JaHHBIE TI0 KaXkoMy (onIy (HasBaHUE (hOHIA, €ro HOMED H T.1.) 3aIIMCHIBAIOTCS C
HOBO# CTPOKHM 3a TEM K€ IOPSIKOBEIM HOMEPOM.

YHeT MOCTYINeHWs U BBIOBITHSA TOKYMEHTOB B apXWUBE, XPaHAIIEM OJIUH
donz, Benetcs mo ucTy QoHAA.

ApXWB OpraHu3alMH CO CIOXKHOW CTPYKTYypOU MOXET YYHTHIBATH B KHHTE
ydeTa TOCTYIUICHUs. U BBIOBITHS IOKYMEHTOB CaAMOCTOSITENBHO MOCTYIIIEHHE M
BBIOBITHE TOKYMEHTOB Ka)KIOr0 CTPYKTYPHOTO ITOpa3eIeHHUs.

Eciu okymeHTB (OHa TIOCTYNAIOT B apXWB BIEPBEIE, TO HOMEp dorma
IPOCTAaBJSIETCA B KHHUIC y4eTa TOCTYIUIEHHS M BBIOBITHS OKyMEHTOB IIOCIIE
[IPACBOCHUS €My HOMepa ITo criucKy Goumos. Ecnu IIOCTYTIUBIIIKE
JIOKYMEHTBI SABIIIOTCS 4acThiO (OHHAA, y)KE€ MMEIOUIErocs B apXWBe, TO B
COOTBETCTBYIOMIEH Ipade KHUTH YKA3BIBACTCA HOMep, [IPHCBOEHHEIH 3ToMy (GOHIY
panee. Eciu MOCTYnWwiId WM BBIOBITH HEONMCAHHBIE TOKYMEHTHI, TO B rpade 6
ACIIaeTCsl OTMETKA: “He ONMCaHBI', a CBeleHUs 00 obbeme marorces B 13 u 14
rpadax.

ExeroqHo B KHHTe ydYera IOCTYIUIGHHS W BBIOBITHS JOKYMEHTOB
IIOIBOZUTCST UTOT KOJUYECTBA IOCTYMHBINMX M BBIOBIBIINX 38 TOJ JOKYMEHTOB
(mem).

8. Ucnnoab3oBanne AOKYMEHTOB apXuBa

8.1. IlonsATHE HCTIOTBE30BAHUS JOKYMEHTOB apXUBA.

Vcnomb3oBalue apXMBHEIX [TOKYMEHTOB - IpHUMEHEHHe UH(pOpMAaITHH
ApPXUBHBIX TOKYMEHTOB B KyJIBTYPHBIX, Hay4HBIX, [IOJIUTUYECKUX,
SKOHOMUYECKHX LEJIX U VIS 00eCTeYeH s 3aKOHHbIX IPAB ¥ MHTEPECOB IPaskIaH.

JIOKyMEHTBI ~ apXWBOB  OpraHM3allUii  SBISIOTCH OTKPBITBIMHA  JIJIST
UCIOJTb30BAHUSA apXUBOM M IIOJIE30BATEIISIMH.

Hckmrouenue COCTaBIICT NOKYMEHTHPOBaHHasi  WH(OpMAaIus,

~ OTHECeHHas
3aKOHOMATENBHBIMYU aKTaMHU K KaTeTOPUM OTPaHUYEHHOTO JOCTYIIA.

IIopsitok  MCHONE30BaHUS JOKYMEHTOB ApPXHBHOTO donma Poccutickoit
OQenepanyy, HaXOIIIMXCA HAa BPEMEHHOM XpaHCHHMM B OpraHH3aIusiX,
OMPENETACTCS MU Ha OCHOBE HACTOSIIETO 11010KeHMs.

OcHOBHBIME (hOpMaMH HCIIONIB30BAHMS JOKYMEHTOR apXUBa SIBIISIFOTCS
MH(QOPMHUPOBAHKE PYKOBOICTBA U CTPYKTYPHBIX ITOJIpa3felIeHni OpraHu3alum, a
TaloKe IPyrux OpraHu3alluil O HAIHYUU B APXHBAX TEX WJIM UHBIX JOKYMEHTOB U
HX COLEP KaHUM;

HUCITIOJITHEHHUE 3aIIPOCOB rpaxxaaH u OpI‘aHI/IBaHI/Iﬁ COIIMAaJIBHO-IIPAaBOBOTO XapakTepa,



IIOATOTOBKA HH(MOPMAIIHOHHBIX MEPOTIPHUSTHI: BEICTABOK, KOH(GEPEHLIUH 1 JIp.;
BbIZla4a JOKYMEHTOB BO BPEMEHHOE I10Ib30BaHUE.

HMudbopmupoBaHre 1 UCIIOIHEHHE 3aIIPOCOB PYKOBOAUTENIEH OpraHU3aluu 1
CTPYKTYPHBIX MOJPa3AeICHUH, a TaKxKe Ipyrux Opra"u3anun
OCYIIECTBIISIETCS. apXWBOM II0 OIpeNeJeHHOM TeMaTHKe II0 3alpocy WU B
MHULAATUBHOM IIOpsAKe B (Qopme MHPOPMALKMOHHOTO NHCHMa WM CIPaBKH O
HaJIMYUU B apXUBE COOTBETCTBYIOIINX

HudopMUpoBaHe PyKOBOAUTENEH MOXET IPOU3BOAUTHCS TakXke B (Gopme
TEMaTHYeCKOH MOAOOPKYM KOMHUH ITOKYMEHTOB, K IMOAOOPKE KOIWH Ipuiaraercs
TUTYJIBHBIN JIMCT, @ TAKXKEe IIPU HEOOXOJUMOCTH ~ MCTOpUYECKas CIIpaBKa,
nepedeHb U ApyTrue MaTepUalkbl.

8.2. VicrioiHeHMe 3aIpoCcoB rpakiaH U OPraHU3alii COLUAIBHO-IIPaBOBOI0
xapaxrepa.

HMubopmanms couanbHO-IPaBOBOTO XapakTepa IO 3ampocaMm IpaKaaH U
OpraHu3aliii BbIZaeTcs B (opMe apXWBHOW CIPaBKH, apXMBHOH KOIHUU H
apXWBHOM BBIITUCKHU.

ApXUHBHas CIpaBKa - JOKYMEHT, COAEpKAIlWi apXWBHYIO WH(DOPMALHIO O
mpeIMeTe 3alpoca, ¢ yKazaHUeM IOWCKOBBIX JaHHBIX JOKYMEHTOB, Ha OCHOBaHHH
KOTOPBIX OHA COCTAaBJICHA.

ApXUBHasT KOIHS - JOKYMEHT, BOCIPOM3BOISIINN TEKCT WM U300parkeHue
apXUBHOTO JOKYMEHTA, C YKa3aHUEM €TI0 IIOUCKOBBIX JaHHBIX.

ApxUWBHas BBIMUCKA - JOKYMEHT, TOCIOBHO BOCIIPOU3BOISIIUN YacTh TEKCTa
apXHWBHOTO JIOKYMEHTa, OTHOCSIIYIOCS K OIpPEeIeIeHHOMY BOIpPOCY, (BakTy WM
ULy, ¢ YKa3aHUEM [TIOUCKOBBIX JaHHBIX JOKyMEHTA.

ApXVBHBIE CHpaBKW, BBIIUCKA MW KONWU BBIAAIOTCS Ha OCHOBaHUHU
MACBMEHHOTO 3aIpoca

I0JIb30BATENSI, KOTOPBIN NOJDKEH comeprkaTh HauMEHOBaHUE (U aipec IpH
IIEPECHUIKE) OPraHU3aAUU (apxuBa), KOTOpPOW OHU aJpPECOBAHBI; H3JIOXKEHUE
cyllecTBa 3ampoca; (aMUiIuio, UM M OTYeCTBO OOpalllarolllerocs; ero ajapec,
KOHTaKTHBIE TeJIe(QOHBI; AaTy U JUYHYIO IIOJIHUCE.

OO6pareHuss TpaxaaH, B KOTOPBIX OTCYTCTBYIOT (aMmiInd, agpeca H
NOANMUCH  OOpamaroluxcsi, CUUTAIOTCS AHOHMMHBIMH M HE  IIOJUIeXaT
pPacCMOTpEHHIO; TIpU JUYHOM OOpallleHUyd Npu Hanuuuu (aMUIud U ajpeca
HejocTaromasi HGOpMAaIUsI MOXKET OBITh BOCIIOJIHEHA.

CpOoK HCIIOJTHEHHUS 3allPOCOB COIMATIBHO-IIPABOBOI0 XapakTepa TpaXKaaH U
OpraHM3alyi [0 MaTepualaM apxuBa He NOJDKeH IpeBblmarh 30 IHeW co IHA
peructpanuu obpamenwust. [Ipy CI0KHBIX 3ampocax CpoK MOXKET OBITh MIPOIIeH, HO
He 6osee ueM Ha 30 mHEH ¢ 0653aTENBHBIM YBEIOMJIEHUEM 00 3TOM 3asiBUTEIISL.

‘Cpok HCHONHEHHUS 3alpoCOB C HCIIONB30BaHWEM TOJIBKO HAYYHO-
CIIPaBOYHOTIO ammapaTa apxuBa — He Oonee 15 nHell ¢ MOMEHTa perucTpalyu
oOpalieHus.

ApDXUBHBIE  CIpPaBKM  COCTaBJSIFOTCS HA  OCHOBAaHUU  JOKYMEHTOB
(TOUIMHHMKOB U 3aBePEHHBIX KOIHI), XpaHSIIUXCS B apXHBe; WCIOJIb30BaHKE
HE3aBEPEHHBIX JOKYMEHTOB, OTHOCSAIIMXCS K BOIIPOCY OOpallleHusI, OTOBapHBaETCs



B TeKCTe cnpaBku ("HesaBepeHHas komus"). Ilpm orcyTcTBUM B apXuBe

AOKYMCHTOB, COIEpXAIllMX CBENEHUS IO 3ampalBaeMoMy  BOIIPOCY,
APXHMBHAs CIIpaBKa MOXET OBITH BBIZAHA IO XPaHAIIAMCS B apXWBE IEYATHBIM
MaTepuaiaM, OTHOCSIIMMCS K IIpeAMeTy OOpAaIle s, C TOYHBIM M IIOJHBIM
YKazaHHeM UCTOYHHKA.

ApXUBHEIE CIIPaBKH COCTABIIAIOTCS IO YCTaHOBJICHHON (hopme Ha GjamHke
ApXUBHO CIPaBKH WIIM OOIIEM GIaHKe OpraHU3aIUH.

B cnopaske npuomsrcs HasBaHWd, NaTkl M HOMEpa IOKyMEHTOB H
H3JTaratoTCs CBENICHUs, UMEIOUIUECS B HA3BAHHEIX MOKYMEHTaX U OTHOCSIIHECS K
BOIIPOCY obparrenus. Mznoxenne JaeTcs B XPOHOJIOTHYECKOH
TIOCIENOBATEIBHOCTH COOBITHH, & He TOKyMEHTOB, B KOTOPBIX OHU OCBEIIAIOTCS.

Homyckaetcst mpuBomuts B CIIPAaBKe BBIAEPIKKH M3 JTOKYMEHTOB, 3aK/IFOYast
UX B KaBbrMKW. HasBaHms oprammsammii B Tekcre CIPaBKH IIPU TEPBOM
YIOTPeOIeHUM NIPUBOIATCS [IOJTHOCTBIO, a B CKOOKax WX O(UIMAIBHO IIPUHSIThIE
COKPAIICHUS; IPH TIOBTOPHBIX YIOMHHAHHUSX - TOJIBKO COKpallleHHEIE.

B cmpaBky BrimouaroTes Tomsko CBEJICHHUS, YIIOMIHAEMBIE B TOKyMEHTAX.

B tekcTe apxusHoO#t cripasku He AOITyCKaIOTCSl KOMMEHTapHH, COOCTBEHHEIE
BBIBOJIBI HCIIOJIHUTEIIS TTO CONEPIKAHMIO UCTIONB30BAHHELX JIOKYMEHTOB.

ADXHBHAs CIpaBKa MIONTHCHIBASTCS PYKOBOIUTENIEM OpPTaHU3AUH MU
oJIpa3eIeHusl.

ApPXUBHBIC KOIHMH ¥ BBIIHCKH U3 AOKYMEHTOB BBINAIOTCS B COOTBETCTBHHU C
3aIPOCOM.

HpenTrunocTs NOUIMHHUKY BBINAHHBIX apXUBHEIX KONWMH ¥ BBIIHCOK
34BCPACTCA TIOANUCHIO PYKOBOIUTENS OPTraHU3ALMH HIIH YIOJTHOMOYEHHOTO WM
mua  (pyKoBOOUTENs TIONIPA3JCNICHNS, B COCTaB KOTOPOTO BXOIHUT apXuB) u
repOOBOM MeYaTho Opranu3amy.

Brimucka mpowssomuTes Tombko u3 AOKYMEHTa, B KOTOPOM COIEPKHUTCS
HECKOJIBKO OTAENIBHBIX, HE CBA3AHHBIX MEXIy co0ol BOIpocoB. Bermucka nomkHa
BOCIIPOM3BOINUTE MOJIHEIN TEKCT YaCTH HOKYMEHTa, OTHOCSIIIEHCS K 3ampocy.

Hormyckaercss u3bsTre us APXUBHBIX M€l U BBIAAaYa BIAAETBIAM WMITH KX
POACTBEHHHIKAM TOJTUHHBIX JITYHBIX JOKYMEHTOB O T'PXITAHCKOM COCTOSHHH, 06
00pa3oBaHWK, TPYIOBBIX KHIDKEK K APYTHX, He  TOJYYEHHBIX B CBOE BpeMs
BJIaJleIbIIeM TOKYMEHTOB.

lomnuuable MUYHEIE AOKYMEHTBI BBINAKOTCS C PA3pelIeHUs pyKOBOIHTE)Is
OPTAHM3ALNM  3aABUTETAM 10 MPEIbABICHHH IaCTiopTa, HWHOrO JIOKYMEHTa,
YAOCTOBEPSIOIIEr0 INYHOCTD, UX POLCTBEHHUKAM HITH TOBEPEHHEBIM TuLaMm
HOTapHaTbHO 3aBepPeHHON NoBepeHHOCTH. 1o IHHHEE JIMYHBIE TOKYMEHTHI MOT'YT
OBITb BBIC/IAHBI 3AABHTEITIO [IEHHBIM IIUCEMOM.

Opranamu mpasomopsiika u3 dpX1Ba MOTYT OBITH M3BATHI TOKYMEHTHI B
COOTBETCTBUM C 3aKOHOIATENBCTBOM Poccriickoi Deneparuy.

Ha mecto ussstoro AIOKYMEHTa B NeJI0 BKIIAJBIBAETCS CIIPABKA O BEIIade,
CHATAA C HETO KOIMA UM B yYETHEIX APXUBHBIX  JOKYMEHTaxX  [ejaercs
OTMETKA 00 W3BATHH, YKA3BIBAIOTCS HOMEp, naTa ¥ Ha3BaHHUE JOKYMeHTa-

OCHOBAHMS VIS U3BATHSA, & TAKKE PACIIMCKA HOIyqaTess ToKyMeHTa (IIpU THYHOH
nepenayve).



[Ipy OTCYTCTBMH B apXuBe 3allpallliBacMbIX CBEICHHWN OTpHUATENbHBIN
OTBET COCTaBjsgeTcs Ha OJlaHKe MUChMa OpraHU3allud. B HeM ykasbiBaeTcs QakxT
OTCYTCTBHS B TJOKYMEHTaX apXWBa UHTEPECYIOIHNX 3aABUTENI CBEICHHH H Nai0TCH
PEKOMEHIAIINK, Kyaa CliefyeT oOpaTHThCS 3a HeoOXonuMmol MHpopmauumei. B
CIydasX OTPHIIATEBHOTO OTBETa, COAEPXKAILIEro CBEICHUS 00 OTCYTCTBHH B
apxuBe HeOOXOANMBIX TOKYMEHTOB BCIEICTBUE UX THOENN WK yTPATEL.

5. OTBETCTBEHHOCTH 3aBeYIOLEr0 apXUHBOM
5.1. JJomKHOCTHOE JTUII0, KOTOPOMY MOPY4YEHO 3aBEJOBAHUE apXUBOM, HECET

OTBETCTBEHHOCTH 34 COCTOSTHUE pabOThI apXrBa U BHIIIOJHEHHE BO3JIOKEHHBIX Ha
HEro 3a7a4 U QyHKIUH.



