
MynuqurraJrbHoe 6roAxernoe AorrrKoJrbHoe o6pasonareJrbHoe yqper{AeHne
rIeHTp pa3Brrrrrfl pe6enna - AercKrrfi cag Nb13 <<flrofirvroBorrKa>>

VrnepxgeHo
3aee4yroqzu ME,{OV LpP - a/c
J\b 1 3 <<,4rofirr,rosoqKa)

09,.0J,2019r. J\b39

ETHI4KOBA

IIOJIOXEHIIB
o6 apxHBe B MyHrrrlrr[aJrbHoM droAxernoM AorrrKoJrbHoM o6paroeareJlbHoM
yqpexAeHrrlr rIeHTp pa3BI{THn pe6euKa - Aercrcufi cag J\b13 <<.{rofiruoBorrKa>

u. llo6eaa



1. Obruue rroroxteHuq

1.1. B MyHr,rqulaJrbHoM 6rOANeTIroNt AOIIIKOJIbHOM O6pa:oeareJibHoM

yqpelqeHr4r4 rleHrpe pasBr Tr4fl, pe6eHKa AercKoM caly J\b13 <.{rofiuoeoqKD)

ia-.. - IvIEAOV) anl xpaHeHr4.rr 3aKoHrreHHbIX,ueJIorpoI43BoAcrBoM AoKyMeHroB

co3AaeTcf, apxl{B.

1.2. MEAOY sgleJlseT IISA apxl4e (uo Bo3Mo6Hocru) IIoMeuIeHI4e' oTBerlalorlee

rpe6oearu4flM O6ecleqeHl4.f, cOXpaHHocTIz AoKyMeHToB' a TaU(e cOoTBeTcTByroUee

o6opyAonankre.
1.3. 3aeeAoeaHrae apxHBOM flOpyqaerc{ oTBeTCTBeHHOMy 34 apx?IB iIl',lu-v'

Ha3Har{aeMoMy [pr4Ka3OM pyKoBoAr,lTeJrfl opfaHI'I3aIII{H 3aBeAylou]efo MEAOy'

l.4. B cBoefi pa6ore apxvrB ]\4EAOy pyKoBoAcrByercfl 3aKoHoAareJIbHbI\1H

aKTaMr4 Pocczficr<ofi @e4epaUuu rro apXI4BHoMy AetrY' HopMarHBHo-

MeToAr{r{ecKI4MI4 AoKyMeHTaMu MrEnrynlTypbl Poccuu Lr @e4epallHoro

apxr,rBHoro afeHTcTBa Pocculr, npI{Ka3aMI4 VI yKa3aHI{tMI4 pyKoBoACTBa

o p f aHI4 3 a r\VV Vl H aCTOfl IrII{M lI O JI O Xt e H 14 e M'

1.5. Korlponb 3a AesreJlbHocrblo apxl{Ba ocyulecrB1r-ser pyKoBoAcreo ME'{OY' e

cocraB KOTOpOfo BXOAI4T apXHB.

2. Cocras AoKYMeHToB aPxI{Ba

2. 1. 3axoHrIeHHbIe AenoupoLl3BoAcTBoM AoKyMeHTbI, o6pasonaBlxl4ec{ B

Ae{reJrbHocrtl MEfov:
- Aena nocrotHHoro xpaHeEr4fl-;

- AeIIa BpeMeHHoro (cBblure 10 ner) cpoKa xpaHeHl4f,;

- AOKyMeHTbI rIO II{qHOMy COCTaBy;

_AoKyMeHTbIIlocTo-'IHHofoxpaHeHIIf,I4IIoJII4I{HOMycocTaByopfaHI43aII4V-

npeAlxecTBeHHI{KOB;

- crrpaBor{Hblfi arr[apaT K AoKyMeHTaM ApxpIBa (ouHcz, HoMeHKJIaTypbI AeII'

KaproreKll I4 r. n.).

3.3aaa'ru H QYHnUI{u aPxI{Ba

3. 1 .OcnoBHbIMI'I 3ag.aqautr apxvBa tBJlalorc'fl:

- KOMIIIeKTOBaHI4e apxl{Ba AoKyMeHTaMI4, COCTaB KOTOpbIX IIpeAycMoTp eH

pa3AenoM 2 nacrosulefo roJloxeHvrfl';
_ O6ECNC'{EHI4E COXPAHHO QTYI YI YIIET IIPI{HtrTbiX HA XPAHEHI4E AOKYMEHTOB;

- opraHl4 3a1\afl. npaKTgr{ecKofi pa6orrr, cB.a3aHHoft c ucnonb3oBaHl4eM

AOKyMeHTOB, XpaHfluII4XC-s B apxHBe ;

- KoHTpoJIb 3a rpaBlaJlbHrru $oprrtl4poBaHllen'r u oSopMJIeHLIeM AoKyMeHToB B

Aenonpoq3Bo.qcTBe, oTSopoM I{ IIoAroToBKoft uX K nepeAar{e Ha apXI'IBHoe

xpaHeHI{e.

3.2. B COOTBETCTBI4LI C BbITOIHqEMbIMH 3A!.A.s.AMVT APXI4B OCYUIECTBJUIET

cneAyroIqI4e
IIpI4HI4MaeT

SyHxuuli:
[ocJle 3aBepIIIeHHfl Aenonpou3BoAcTBa, y{HTbIBaeT u xpaHI'iT



oopa3oBaBlul4ect B AellTenbHocrl4 MEAoy AoKyMeHTbr, o6pa6oraHHbre BcoorBercrBr{r4 c 4eficreyroqrzMr,r [paB]rnaMr4;
- opraHklsyer pa6ory tlo noAroroBKe olLIcefi :aneprueHHbrx Aenolpor43BoAcrBoM
roKyMeHToB rlocro-f,HHoro xpaHeHr.r{ 14 ro rur{HoMy cocraBy;
- ocyqecrBJr'fier yr{er rro HoMeHKnarypaM AeJr, HaxoA.flxluxcfl. B CTpyKTypHbrx
rloApa3AeJleHr{tx (y ucuonHrarenefi ) AoKyMeHToB BpeMeHHoro xpaHeHr4,;
- o6ecne'ruBaer rronHyro coxpaHHocTb npr4Hf,Tbrx Ha xpaHeHr4e AeJr;co3AaeT' IIoIIoIH-f,eT u coBepIIIeHcTByeT fIeTHo-cupano.rHufi anlapaT KxpaHru{uMcr B apxr4Be AenaM r4 AOKyMeHTaM;
- opfaHr43yer r4cnoJrb3oBaHr4e xpaH.f,uluxcfl B apxr4Be AOKyMeHTOB;
- uuQopul4pyer pyKoBoAcrBo 14 pa6oruuxoe MEIOV o cocr u" 

^ 
coAepxaHr4r4

AOKyMeHTOB apxr,rBa;

- BbIAaer B ycraHoBJIeHHOM noptAKe xpaH.rrqaecf, B apxHBe Aena Lr AoKyMeHTbr
AN{ UCIOJIb3OBAHI{.'I B IIPAKTAqCCKI4X LI APYTLTX IICJI.X;
- I4cloJrH'ger 3alIpocbl frpeNAeHuft 14 rpaxAaH o6 ycrauoBJreHr4a TpyAoBofocraxa u no Apyfr4M BonpocaM coru4€urbHo-lpaBoBofo xapaKTepa;
- BeAer yrleT BbrAarrl4 apxIlBHbIX Aen r{ AOKyMeHTOB, OCyUIecrBJr{er KoHTponb 3acBoeBpeMeHHbrM HX BO3BparrIeHr4eM B XpaHrrnrrqe;

npoBOAI4T 3Kcneprl'I3y IIeHHocrI4 ,qoKyMeHToB, xpaHrrrlr4xc, B apxr{Be,
cBoeBpeMeHHo or6zpaer K yHut{To)KeHaro Aena c acreKrrrprMrd cpoKaMI4 xpaH e11vrfr;- oKa3brBaer MeToAI4rIecKyro [oMotl{b cnyx6e Aenonpol{3BoAcrBa opraHr{3a rJuLr BcocraBJIeHI4I{ HoMeHKJraTypbI AeJI' KoHTponl4pyer [paBI'IJIbHocrr SopMr{poBaHr.r.rr r4oSoprtneHus' Aen B Aenonpol{3BoAcrBe, [oAroroBKy AoKyMeHToB K nepeAarre BapxrrB 

o pfaHu3arluu;B Cnyqae 3aKJIrOr{eHI4t C COOTBercrByroqr4M rrpexAeHr4eM @eaepanrHofoapxI4BHoro areHTcrBa Pocczra AoroBopa o nepeAarre Ha focyrapcrBeHHoe
xpaHeHl4e AoKyMeHToB opraHn3ar\Hpr o6ecne'IuBaer lo.qforoBKy 3Tax AoKyMeHToB14 cBOeBpeMeHHOe npeAcraBJIeHI{e ofrr4crr Aen I]ocTorHHOfO xpaHeHr4' HayrBep)KAeHI{e 3KcneprHo-npoBepoqHofi KoMI4ccI4I'I yKa3aHHoro apxr4BHoroyqpexAeHa.f,.

4. Ifpana apxuBa

4'1' B uen''x BbIrIoJIHeHI4f, Bo3JIoxeHHbrx 3araq ra QyHrcqrafi apxvtur,rMeer npaBo:KoHTponkrpoBarb co6ffotreHze B OpfaHr,r3ar{r4r4 H B ee crpyKrypHbrx
rloApa3AeJleHllf,x ycraHoBneHHbIX rIpaBI{n pa6oru c AoKyMeHTaMr4, o6ecue.reur4.s
I4x coxpaHHocrl{, KaqecrBa or6opa 14 [oAroroBKI4 Aen K [epeAaqe Ha apxr{BHoe
xpaHeHr4e;

BHocI4Tb Ha paccMoTpeHl'Ie pyKoBoAcTBa opraHLI3aIII{I4 npeAnox eH.'r'*)HanpaBneHHble Ha ynfrlxeHae B crpyKTypHbIX noApa3AeJreHr4-f,x pa6orrr ,,ooQoplueHzlo roKyMeHToB' SopuupoBaHr{ro HX B AeJra, rroAroroBKe AoKyMeHToB KlepeAarle Ha apxr.rBHoe XpaHeHne;
npercraBJl'f,Tb B ycraHoBneHHoM riop.f,AKe 3a.f,BKI4 Ha o6ecne.{euue apxprBaueo6xoAraMblM o6opy4oeaHl4eM I4 Marepr{ aJraMvr,) rrpoBeAeHr,re peMoHTHbrx pa6or uT.n.;



yrlacrBoBarb B opraHI43yeMbIX frpexAeHuflMu (De4epanrHoro apxrurBHoro
areHTcrBa Poccuu MepolpllllTprflx rro rroBbrrrreHLrro nnanraSnrapu pa6orHHxon
BeAoMcrBeHHbIX apxHBoB u AeJrolpor{3BoAcrBeHHbrx clyx6, yrpeN4enufi u
upe4upuxrufi.

5. Opranv3arrkrfl AoKyMeHToB B apxr{Be

5 . I . [orcyMeHraJrbH wir u apxznnrrfi $onra opraH]r3arluu.
Bc.s coBoKynHocrb AoKyMeHToB, o6pa:yroqr4xcfl B Aef,TeJrbHocrr,r

opraHra3aqr,rr4, cocraBJr.rrer ee AoKyMeHTalrurrfi $oH,q.
floxylteHrrr, o6pa:yrorqvrecfl B Aef,TeJrbHocrkT opraHra3ar{r4r4 rro cpoKaM

xpaHeHr4s [oApa3Aer.rrroTc.f, Ha :

- AoKyMeHTbI BpeMeHHoro cpoKa xpaHeHr{rr (ao 10 ner BKJrroq{TenrHo);
- AoKyMeHrbr AoJrfoBpeMeHHofo cpoKa xpaHeHpr.rr (cnrrlxe 10 ner);
- AoKyMeHTbr rrocrorHHoro (ne.ruoro) xpaHeunx.

5,2. opraHvrsarJvrs AoKyMeHroB B rrpeAeJrax apxr{BHoro Son4a.
OcnosHrre rloH.srr4 x u rpeloBaHprfl .
B npeAenax apxl4BHofo SoH4a yqerHo-KlaccusvxaquouHofi e4unuqefi

-sBr-{erc-f, eAI{HI4I{a xpaHeHl{t AoKyMeHTon. E4uHHrIbr xpaHeHg.rr AojrxHbr 6urs
oII{caHbI' cI{cTeMaTI43I4poBaHbI, BHeceHbI B orlklcu LI o$opnaneHu B rrop.rrAKe,
o6ecne.IuBalorleM I,IX )rqer, IroLIcK I4 rrcrloJlb3oBaHl4e.

EAuuuqrr xpaHeHl{.f, (aena) apxlrBHoro SoH4a crzrcreMarrr3prpyrorc.r B
npeAenax Sou4a corJlacHo cxeMe cl4creMarv3arlnu. Czcreuaru3arlus.AoKyMeHToB
QoH4a [poBoAI{Tct B AeJIoupoI43BoAcrBe u B apxr{Be opraHLr3arlr4r{ rrpg
rroAforoBKe AoKyMeHTOB K lepeAaqe B focyAapcrBeHHbre apxr4Bbr.

Opranz:arlu.rr AoKyMeHToB rlo r[rrHoMy cocraBy.
[or<ynreuru rro nlrrrHoMy

crrcreMarr{3rrpyrorcs o6oco6JreHHo
P eru crp arlrzroHuo -f{ erHbre

cocraBy BbrAenflrorc.fl B oco6yro lpyrry,
Lr BKlroqaroTc_[ B oTAenbHyro orrr4cb.

Sopnmr AoKyMeHToB fro rr4rrHoMy cocraBy
rrpneMe, nepeBoAe, yBoJrbHeHvrL\ IUqHbrx
KoHTpaKToB r{ 4p.) nxnroqarorcr B orrrlcb

(rnzrra, xypHarrbr yrrera [praK€BoB o
KapTor{eK, JII4TIHrIX AeJI, COfJIaUeHIAft,

AOKyMeHTOB rro nprqHoMy cocTaBy.
Ha rI{qHbIe Aena yBoneHHbIX corpyAHLrKoB Mox{er cocraBJrrrbcr orAeJrbH€ur

o[II4Cb.

[ena uo rI4r{HoMy cocraBy, KaK rrpaBr4Jro, clrcreMarr43r4pyrorcr rro
xpoHonorl{qecKoMy npzsHaxy. B apxuBax KpynHbrx opraHr43aqrafi c 6olrrunrra
KoJll{rlecrnona pa6orHHKoB Mo)I{er I{cnoJlb3oBarbcr crpyKTypHo-xpoHororra.{ecKufi
rlpu HrIrru cz cTeM aTu3arJvru lr4qHbrx .4eI.

'B upe4enax KaxAoro roAa Aena Iro Jrr4rrHoMy cocraBy crrcreMarg3r4pyrorc.rr
Iro crerleHl{ Ba)KHocrIz - npl{Ka3br o 3arrr4cJreHuu Ha cnyN6y (n yue6noe 3aBeneHr{e
I4 T.A.), [epeMeuleH%vt', yBonbHeHvu (oxonLranuu yue6Horo 3aBeAeHr4rr n r..{.),
nuIIeBbIe crlera, cllIcKI,I, )KypHaJrbI r{era AoKyMeHTOB rro nuqHoMy cocraBy,
Ipyf I4e p erlzlcrp aIII{oHHo -f{ erHble AoKyMeHTbr, Jrr.rqHbre Aena.



JIz.rHHe Aelra u
roAY yBOJrbHeHr{r Lr

anQanury SauranrEfi.

6.1. O6urue rpe6onaHnfl K yqery AoKyMeHroB.
V'Iet AoKyMeHToB B apxl{Be opraHr43arlr4r4 - oro orrpeAeneHr{e vx

KoJII4rIecrBa I4 cocraBa B ycraHoBneHHbrx eAr{Hr4r{ax f{era kr Szxcaqzx(perzcrparlzf,) npr,rHaAJre)KHocrr4 xax4ofi eAr.rHr{r{br yrrera K orpeAeJreHHoMy
KOMTIJICKCY Z O6rrlEfO T4X KOJII4IICCTBA B r{ETHbIX AOKYMCHTAX.

llo4 ylerHblM,{oKyMeHToM IloHllMaerc-f, AoKyMeHT ycraHoBJreunofi Sopl6r,
$uxcrapyroqufi flocryrlJreHue, srr6rrrue, KoJrl{qecrBo, cocraB n cocro-rlHr4e
apxr4BHbrx AoKyMeHTOB B eAr4HArIaX yreTa.

, Y'{er AoKyMeHToB B apxl4Be opraH'3ar\u?r flBrrflercfl oAHr,rM H3 cpeAcrB
o6ecne.IeHufl Lrx coxpaHHo ar?r u KoHTpon.f, 3a uxHaJrrrqueM.

V'lery rIoAne)KaT Bce xpaHtlrll{ec-f, B apxr4Be opraHr43auur{ AoKyMeHTbr, B
TOM rrracJre Heorr4caHHbre u Henpoor4JrbHbre An.f, AaHHO|O apxr4Ba.

Vqer up o H3BoA ?rr c fl lyreM rIpI4 cB o eH Hfl apxHBHbrM AoKyMe HTaM (e4rznraqau
)rqera' eAI'IHI{IIaM xpaHeHl4t) yverriux HoMepoB, f,BJrrrorr{r{xcr qacrbro apxr4BHoto
uruQpa.

Apxrznurrft rurzOp - o6osuarleHr4e, HaHooHMoe Ha KaxAyro eAr,rHr4r{y
xpaHeHI4rI c ueJIbIo o6ecue'IeHLrfr ee y{era u u$elTLr$uraqrzu. Apxzenufi rua$p
coarol4T LI3 HoMepoB: apxl4BHoro $on4a IIo crII4cKy SoH4oa apxkrBa opraHr/i3ar{r4r4
14 rlepe3 4po6r ro cnl{cKy Son4on rocyAapcrBeHHofo apxr4Ba, r{crorrHr4KoM
KoMITJIeKToBaHI4-f, Koroporo tBJl.aercr opfaHrl3arJufl, apxzreHofi KoJrJIeKrIr4H, ofrLre2r.
eA[HHrIbr xp aHeHr4_rr.

Horr'rep apxnBHoro Sou4a rlpl4cBar4Baercs rocygapcrBe'HbrM apxr4BoM
IIocJle o$opnaneH]It rrepBoro nocryrlJlenr4{ .{oKyMeHToB opraHr43ardqr4 Ha
[ocTo,IHHOe XpaHeHr{e.

JII{IIHbIC KAPTOqKU YBOJICHHbIX COTPYAHI4KOB OTHOC.STC-f, K
curcreMarr43r4pyrorc-fl B rrpeAenax rcaxAofi fpylrrbr rro

6. Yqer AoKyMeHToB B apxr{Be

HOCIITEJI'.

6.2. F,aurtrlllbr yrrera.
ocuonurrMkr eru*urlaMr{ yqera AoKyMeHToB He3aBr4cr4Mo or Br4.rla

c no c oo a 14 TexHr4Kr.r 3 aKp eIIn eIJufl raH$ oplta rJvru flBIrflrorc, :

- apxr{BHbrfi Sou4, apxi4BHa_fl KonneKrlr{f,;
- eAr4Hr4rla xpaHeHH.f, .

[oryuenru JII4qHoro rlpol4cxo]i(AeHrr.s, He rrpoureArur{e HayqHoro
orrucaH.[fl' yrll4TblBarorc.f, 

' KaK rlp aBI4JIo, ro AoKyMeHT aM u Jrr4cTaM.
Heo6pa6oraHHbre AoKyMeHrbr (poccrrnr) y.rnrlrearorcf, Lr3 pacr{era 150

nucroB e o4uoft yclonuofi eAr{Hr4rle xpaHeHr4.f,.
EAIanuqa xpaHeHl4-a - SusrvecKr4 o6oco6neHHbre AoKyMeHT r4rru

coBoKyrIHOCTb AOKyMeHTOB, I{Meroql{e caMo cro.f, TeJrbHbIe 3HarIeHI4e.
EAznuua xpaHeHr4{ AoKyMeHroB Ha 6yuaNuoft ocHoBe (aeno)

COBOKYIIHOCTb AOKYMCHTOB, Or4EIrHrTft AOKYMCHT, 3AKJIIOqCHHrIC B
o6oco6neHHyro o6noxxy, rarrKy.



r
ocHoBe co6nrcIeH"\Y.{er,{oKyMeHToB B apxxBe opraHrr3aTilili crporrrc, Ha

ripr,rHrdr{IIoB:

IIeHTpanI43aIJLrH, nrtpaNeuuofi B nprDreHeHIIII eJrrr{br\ e.t1aHtrrl yrrera;
ynzSaxaIII'IH, ocuoBaHHofi sa co6mo.ueHrlrrir rrpee\rcrBeHHocrri \-rrera apxr{BHbrx
AoKyMeHToB Ha Bcex aralihrflx pa6orur c HI{\IH: JnHa\rrrqHocrrr. t6a..ra""eae\aofr
cBoeBpeMeHHbIM H o[epaTpIBHbIM BHeceHLIe]f H3\IeHerutfi e \qeTHbre .loKyMeHTbr
r4lru cocraBJIeHI4eM HOBbIX yrIerHbIX AOKyMeHTOB; IOJHOTbI r], .locroBeDHocTr4
yr{eTa.

llopx4ox Aocryla K yr{erHblM AoKyMeHTaM, a raKxe K \-r{erHbnr 6a:alr
AAHHbIX APXLIBA OP|AHII3AIIHII OIIPEAEIfCTC-tr IIPHKA3ON{ P\'KOBOICTBA
opraHl43aqIzH. Bce yqeTHbre AoKyMeHTbr apxaBa opraHr,r3aUr{r4 lo.;riKHbr xpaHHTbc.sB xpaHI'InHirIe (utm cnel{HaJlbHo BbIAeneHHoM uouerqeHura) B cefiQax vrru
MeraJrJII.{qecKpIX urxad ax.

7. rropnaoK BeAeHuq ocHoBHbrx yrrerHbrx AoKyMeHToB

7 .1. OcnosaHaeN4 rax4ofi 3arrr4au B ocHoBHbrx yr{eTHbrx
-SBItrCTC.tr:

- npu nocmynneuuu dorcyueHmos 6 apxu6 opzaHusqquu;
- CAATOIIH'IC OilI4CLI CTPYKTYPH'IX NOAPA3ACIEHNfi

rrocrosHHofo, AOJTfOBpeMeHHOfO (Cnrrrue 10 ner) xpaHeHr4{
cocraBy (upranoNe une l2);

r rrvlvavrrr\JL'LLJ pa AvrL upr dril 3a\Au HIIId HOMeHKJIaTypa AencrpyKTypHoro no,4pa3Aelre]F.vrfl c o0opunesHofi rzrorosofi 3ali,rcbro o KoJrur{ecrBe

- cBoAHa{ HoMeHKnaTypa ren opfaHr43arlr{r4

3aBeAeHHbrx I4 3aKOHr{eHHbIX .{eJI.
- npu eu1umuu dorcyueumo, u3 qpxu,a opeoHusqLruu;
- AKT I]PHEMA-IEPCtrAqI4 AOKYMCHTOB HA TIOCTO{HHOE XPAHCHI'C B

ro cyAap cre eHrlbrfr apxrlB Lrnkr apxua 4pyro ft opraHn 3 auHrr ;
- aKT Bo3Bpara AoKyMeHToe co6crseHHr4Ky;
- aKT O BbIAeJTeHI{u K yHI{TITOXeHI4IO .{OKyMeHTOB, He noAIrexaIuHX

xpaHeHr,rlo;

- aKT o ue o6napy)KeHl{I4 AoKyMeHToB, rryrr{ po3brcKa Koropbrx HcrrepnaHbr;
- AKT O HEHCTIPABHMbIX IIOBPCX.4CH]Z.flX AOKYMCHTOB;
- no p%ynbmamalvt ?unorHeHufl zHympuapxunHbtx pa6om (cocmae,teHun

ceo)uutx onuceti, HayHHozo onucQHufl dorcyueumor nuLtHozo npoucxocrcdeuun,
apxu?Hblx rconnerct\uti, cocmQ7neHutr onuceil oco6o LleHHbtx den'u dorcy*teumoei,
cmpaxo'oeo Qouda u Qouda norb3oleHLtfl, cosdauun o6.aeduueHHbtx apxuuHbtx
Qoudoe, npolepKu

- AKT O6 O6TTAPYXCHHH AOKYMCHTOA (UC OTHOC.f,III LIXQfl K AAHHOMY QOH:1,,apxlrBy, Hef{TeHHbrx r{ r..q.).

Kuura yqera no cryrrne HHfl Lr err6rrrus IoKyMeHToB.
Kuura yr{eTa rlocrynneHprfl u err6rrrz.f, 4onyra"toB [pe.{H.BHaqeHa J,-rryr{era Bcex TeKyIrII4x H HToroBrrx (Ha 1 xunapx KaxAoro rora) H3lreHeHr{r-I BcocraBe x o6renae $on4on v Aen B apxlrBe opfaHI43arl'r{, cB-f,3aHHbrx c [prre\ro]r.

AOKyMeHTaX

Ha noKyMeHTbr
u IIo nr4rlHoMy



BbIAeneHI4eM AeJI, He noAne)Kaqr4x AaJrbHefirueMy xpaHeHr4ro, [epeAaqefi 4en e
rocyAapcteeHHlrft unu Apytofi apxun. Ksura yqera nocryrJreHvrfl vr esi6rrrra.f,
AoKyMeHToB cnyx{I,IT ocuonoft [nfl aocTaBJIeHH.rr Jrr.rcToB $oH4on, ilacnopra
apXIzIBa.

KaxAoe nocrynneHr,re ulrkr
rrop{AKoBufr Houep.

BbroblTr4e nony{aeT CAMOCTO.f,TEJIbHbII4

Ecln nocrylJleHl4e cocronT vr3 AoKyMeHToB HecKoJrbKr4x Sou4oe, To
AaHHbIe no Ka)KAolty $onay (uasnanue $oH4a, ero HoMep ur r.A.) 3arrr4cbrBarorc.f, c
Hoeofr crpoKrz 3a reM xe noprAKoBbrM HoMepoM.

V'{er rrocrynnennfl. H srr6Hrn-r AoKyMeHToB B apxuBe, xpaHrrrleM oAr4H

0o"A, BeAercf no nrzcry SoH4a.
Apxun opraHr43arlzu co cloxnofi crpyKTypofi uoNer yr{r4TbrBarb B KHr{re

y{era uocrynne]e^ufl. pr err6rrruq AoKyMeHToB caMocro-flTeJrbHo rrocTyrr rre1ve krrrLr
err6rirl,Ie AoKyMeHToB Kax{AO|O CrpyKTypHofo noApa3AeJreHr4r.

Eclu AoKyMeHru SoH4a rocrynaror B apxr4B BnepBbre, To HoMep Sou4a
rlpocraBnflercfl B KHI4re yqera [ocrynneHprr vr etr6rru4.[ AoKyMeHToB nocJre
nprrcBoeHr4fl. eMy HoMepa rro cnzcKy Sou4oe. Ecnu rrocTyul{BIrIue
AOKyMeHTbT sBr.f,rorc-f, rracrbro soH4a, yxe rrMeroqefoc_f, B apxrrBe, To B
coorBercrnyorqefi rpa$e KHI4II4 yK€BblBaerc.fl HoMep, npkrcBoeHHsrfi oroMy Sotray
paHee. Ecnu nocryrrl4nu krlru err6rrrr,r HeonucaHHbre AoKyMeHTbr, ro n rpaSe 6
AeJlaerc{ orMerKa: "He orucaHbl", a cBeAeHus, o6 o6teue .uarorcf, B 13 u 14
rpa$ax.

Exero4no
IIOABOAT4TCT I{TOI
(rer).

B KHrrre yqera nocrynneHr4-s tI esr6rrrzs AoKyMeHTOB
Korr{rrecrBa nocryrrr{BrrrHx u nrr6rrsruI4x 3a for AoKyMeHTOB

8. I4cuolb3oBaHue AoKyMeHToB apxrrBa

8 . 1 . lloHgrr4 e r4crroJrb3oBaHr.r.f, AoKyMeHToB apxr{Ba.
ZcnonlgoBaHl{e apxI4BHbIX AoKyMeHroB - rrprzMeHeHr,re vru6opuaquv

apxIlBHbIX AOKyMeHTOB B KynbTypHbrx, HayrlHbrx, fIoJrI4Tr4rIeCKr4X,
3KoHoMI'lqecKI4x llen.sx u Anfl. o6ecne.IeHl,I.r 3aKoHHbrx npaB r4 r{HTepecoB lpaxAaH.

.{oxyueHrtr apxl{BoB opranu:aqvft .rrBJr.f,rorcr orKpbrrbrMr4 Anfr
Lr crr o Jrb3 oBalJufl, apxIIB oM r4 ti oJIb3 o B aTe JI'MI4.

I4cxlroqenze
OTHECEHHA.tr

co cTaBJrreT AoKyMeHTr4pOBaHHa_f, r,lHQOpMarlr4rr,

3 aKOHOAareJrbHbrMr4 aKTaMr,r K Karef opr4rr ofp aHr4rreHH of o Ao cryn a.
rropflAoK I4arIoJIb3oBaHHfl AoKyMeHToB Apxunuoro Sou4a Poccuficr<ofi

@e4epaqzn, HaxoAtrtl{vrxefl Ha BpeMeHHoM xpaHeHr4ra B opraHr.r3ar{rr.f,x,

llop14ox

onpeAentrercf, r{Mr{ Ha ocHoBe Hacro.rrqero llono)KeHr4_rr.
o c n o eHrrntv $ oprvraMl{ I{ crlo JIb3 oBaHr{f, AoKyM e HToB apxrrBa f, BJrrrorc.tr :

uu$opurapoBaHl{e pyKoBoAcrBa kr crpyKrypHbrx noApa3AeJreur{fi opraHr,r3ar\uv, a
TAKXE APY|I4X OP|AHI,I3AqTIfr O HATT:1jc.:/|/- B APXI{BAX TEX HJII{ I4HbIX AOKYMCHTOB I4
I{X AOAep>KaHuLr;

IrcloJIHeHI4e 3anpocoB rpax{AaH 14 opraHrzsauufi coquaJrbHo-npaBoBoro xapaKTepa;



crpyKrypHbrx
ocyqecrBJrfleTct

rroAforoBKa r{HoopMarluoHHbrx MepollpuflTuiT,: BbIcraBoK, KoHoepeHIIHfi v Ap;
BbrAaqa AoKyMeHToB Bo BpeMeHHoe noJIb3oB AIIIiI9.

[4nQoprrarapoBaHrre Lr r4crroJrHeHr4e 3anpocoB pyKoBoAzrenefi opraHl{3arluu a

noApa3Aeteuuit, a raKxe Apyrl4x
apxrrBoM Iro olpeAeJlenHofi TeMarLIKe rlo

,rlrulJuarkrBnoM nop{AKe a Sopvre HnQopvraqlroHHoro rIZcbMa urru anpaBKI{ o

HaJIuI{IdI4 B apXIzIBe COOTBOTCTByIO{UX

I,IHSopnarapoBaHr{e pyKoBoAr{rerefi Mo)Ker npol{3BoAr4Tbcfi. raKxe n Sopvre
TeMarr{rrecxofi no46opr<ra ronnfi AoKyMeHToB, K uo46oprce rouufi npl4naraerc.tl

Tr,rryJrbHbrfi rucr, a raKxe upu ueo6xoAtlMocrl4 I,Icropl4rlecKat

neperreHb u Apyfl4e MaTepI4aJIbI.

8.2. VIcno.rrHeHr{e 3alpocoB fpaxAaH H opraHusallufr
xapaKrepa.

I4H$opuarlr4{ coqlraJlbHo-rpaBoBofo xapaKrepa uo
opraHnsaqufi BbrAaerc{ B Qopue apxuauofr clpaBKH,
apxranHoft Bbrrrr{cKr4.

ApxunHar clpaBKa - AoKyMeHT, coAepxauruit apxl4BHylo ranSopuaqurc o

[peAMeTe 3arrpoca, c yKa3aHHeM rrollcKoBbrx AaHHbIX AoKyMeHToB, Ha ocHoBaHpII4

KOTOpbTX OHa COCTaBJreHa.

Apxunuar Konr{{ - AoKyMeHT, Bocrrpou3BoA-sulufi rercr utu uzo6pax{eHl{e
apxr4BHofo AoKyMeHTa, c yKa3aHI4eM efo fIoHcKoBbIX AaHHbIX.

ApxranHax BbrrrucKa - .qoKyMeHT, AocJroBHo BocIIpoH3BoAtuIuft .Iacrb reKcra
apxr4BHoro AoKyMeHTa, orHoc.rrulyloc.rr K onpeAeJreHHoMy Bonpocy, Qar<ry unn
JrHrIY, C yKa3aHr4eM ITOI4CKOBbIX AaHHbIX AOKyMeHTa.

ApxunHue crpaBKlr, Bbrrrr4cKr4 Lr KonIi?I BblAarorc.f, Ha ocHoBaHuu
rrr{cbMeHHofo 3anpoca

rroJrb3oBareJr{, Koropufr 4onNeH coAepxtarb Ha[MeHoBaHue (ra a4pec nprz

rrepecbrJrKe) opraHra3arluu (apxnna), r<oropofi oHLr aApecoBaHbl; H3JIo)I(eHI4e

cyruecrBa 3anpoca; Savrunraro ) vrv's. u orrrecrBo o6paularoqeroc.r; ero aApec,

KoHTaKTHrte rene$oHbl; Aary H rI{rIHy}o noArll4cb.
O6pauqeurar rpDKAaH, B Koropbrx orcyrcrBylor Sauuruu,

rroArrr{cu oopaqarcquxcf,, crlrITaroTc.s aHOHHMHbIMLI v He

paccMorpeHr,rrc; npr4 rHrrHoM o6paulenrau rIpH lnaJ:rr4-ur4vr Qavrranull
HeAocraroqar zn$opMaqr4s Mox{er 6rrrr BocrroJrHeHa.

Cpox rzrcnoJrHeHr{s 3arrpocoB corlr4aJrbHo-npaBoBoro xapaKTepa rpaxAaH LI

opraHra3aqr,rfi no Marepr4anaM apx?rBa He AoJrxeH rrpeBbrrxam 30 ,qHefi co AH;I
perucrpaqran o6pauleHrafl. llpra cnoxubrx 3anpocax cpoK Mo)Ker 6um npoAneH, Ho

ire 6onee rreM Ha 30 anefi c o6ssareJrbHbrM yBeAoMJreHr4eM o6 erou 3af,BlrreJr.rr.
'Cporc ucrIoJIHeHI4f, 3anpocoB c r4ctloJrb3oBaHl4eM ToJrbKo Haf{Ho-

cnpaBoqHofo arrrrapra apxrrBa - He 6olee 15 aHefi c MoMeHTa perr4crpaur4n
o6parqeurax.

ApxunHrre clpaBKI4 cocraBirf,rorcf, Ha ocHoBaHVI4 AoKy!{eHToB
(noAnuHHIaKoB rr 3aBepeHHbIX ronnfi), xpaHrrrluxcfl B apxnBe; ucnoJrb3oBaHpre
He3aBepeHHbIX AoKyMeHToB, orHoc-trtquxcf K Bonpocy o6parqeHr4-fl, ofoBaplrBaerc{

opraHr{3ar{r{Id

3arrpocy uru B

crlpaBKa,

c oq?r€urbHo - np aB oB of o

3a[pocaM fpa)KAaH 14

apxueHofi KorII4I{ u

a4peca kr

noAJrexar
vr aApeca



B TeKcre clpaBKLI ("nesanepeHHa-f, xorz.a"). llpu orcyrcrBr'r4 B apxr4Be
AoKyMeHToB' coAepx(aull4x cBeAeHH.rr ro 3anpa[rr4BaeMoMy BoIIpocy,apxaBHat cnpaBKa Mo)KeT 6rrrr BbIAaHa rro xpaH-f,rrlr4Mcr B apxi.rBe ileqaTHbrMMareprraJraM' OTHOC-frrIr{Mc.fl K npeAMery o6parqeurzx, c ,orrrw v [oJrHbrMyKa3aHr4 eM 14 cTOqHr{Ka.
ApxzeHue cnpaBKI4 cocraBr-sloTc.f, rro ycraHoereHuofi Qoplae Ha 6naHxeapxueuofr clpaBKr4 zlu o6rqeu 6ranxe opraHr{3arlr{t4.
B crrpaBKe npr4BoArrcr Ha3BaHufr. Aarbr 14 HoMepa AoKyMeHToB HI43Jlafalorc's cBeAeHI4'f,, I4MeroxlI4ec-f, B Ha3BaHHbIX AoKyMeHTax pr orHoc-qlrlkIec;l KBOfIpOcy o6paqenax. I,lsroxeHrae AAeTcfl B xpoHonorra.recxofirlocneAoBareJlbHocru co6rrrufi, d' He AoKyMeHToB, B Koropbrx oHr{ ocBe[]arorc.f,.
lonycxaerc'f, npI4BoAHTb B crlpaBKe BbrAep)KKr4 r43 AoKyMeHToB, 3aKJrroqa-svx B KaBbrr{KH. Ha:eaHa-s opraHuaar_1ufi B TeKCTe clpaBKr4 npu [epBoMynorpe6neHuu [pr{BoA-flTct rloJlHocrbro, a s cxo6K ax vx o6rzqraanbHo npr4HrrbreCOKPAIIICHLIfl; NPIZ. NOBTOPHbIX YNOM?IH AHI4flX - TOJIbKO AOKPAIIICHHbIC.
B cnpaery BKnloqarorc.' ToJIbKo cBeAeHa-f,, yrroMr4HaeMbre B AoKyMeHTax.B rexcre apxueuofi cnpaBKa He AonycKarorc.f, K.MM.HT wkv,co6crne,nnrreBbIBOTbI ACIIOJIHI4TCI-S TO COIEPXAHI{IO ECTIOJIb3OBAHH6IX AOKYMEHTOB.ApxzeHax cnpaBKa .,o.{nl{cblBaerc.s pyKoBoAr4TeJreM opraHz3ar{r4r4 urruroApa3AerreHufl.

ApxrznHue Korrr4z 14 Bbrrrr4cKrr
3anpocoM.

H3 AoKyMeHTOB BbrAarOTC_f, B cOOTBeTCTBLII4 C

vrreHtu'rHocrb noAnHHHI4Ky BbIAaHHbrx apxrzB'brx r<our.rft vr BbrrrucoK3aBepserc'fl noAnl'lObro pyKoBOAI{Tenf, opfaHr43ar\kru Hnu y[onHoMoqeHHOfO r4MnI4I{a (pyxono4vrrelrfl [oApa3re lreHLrfl, B cocraB Koroporo BXoArrr apxua) urep6 onofi rreqarbro opraHrz3ar{ur4.
Brrnvcxa npor43BoAu'rcfl ToJrbKo r43 AoKyMeHTa, B KoropoM coAepx LrrcflHecKoJrbKo orAeJrbHbrx, He cBr3aHHbrx MexAy co6ofi BorrpocoB. i"rrr""na Aon)KHaBOCripoa3BOAHTb norurrfi TeKCT *AAT' AOKyMeHTa, OTHOC_s,,Iefic.s K 3anpooy.
{onycrcaerafl u3TflTze a3 apx'BHbrx Aen 14 B'rAaqa BnaAenErI aM urru r4xpoAcrBeHHHKaM noAnkIHHbIX TLI.IHbIX AoKyMeHToB o fpa)KAaHcKoM cocTo.f,Hlr u, o6O6PASOEAHLIU' TPYD,OB'IX KHI{XCK 14 APY.I4X, HC ,,OIY'CHH'IX B CBOE BPCM-SBnaAenbueM AOKyMeHTOB.
lloAluuuble JIaqHbIe AoKyMeHTbI BbrAarorc.fl c pa3perueHr4-rr pyKoBoAr4TeJi.f,opfaHIz3aIII4I4 3a'[BI4TeJI-[M Iro npeAbsBrr eHLr:,|_ [aclopra, r4Hofo AoKyMeHTa,y'qocroBep'f,Iolrlero rHt{Hocrb, I4x poAcrBeHHr4KaMLrrrr4 AoBepeHHbrM nr4r{aMHorapl4anbHo 3aBepeHsoft AoBepeHHocri{. lloArlrHHbre JrarrHbre AoKyMeHTbr Moryr6ttrs BbIcJraHbI 3a.sBl4Terrc IIeHHbtM IIIacbMoM.
oprauanal4 [paBonop-'AKa 143 €pxr{Ba Moryr 6rr* H3b-f,Tbr AoKyMeHT'r BcoorBercrBr4'r C 3aKoHoAareJrbcrBorr pocczfi cxofi 

'@.4"puq"".
Ha uecro H3b'f,Toro AoKyMeHTa B Aeno BKJraA'rBaerc.fl clpaBKa o BbrAar{e,CH''TA' C HC'O KOIII4.f, UTILI B YIICTH'IX APXI4BH'IX AOKYMEHTAX ACJIACTC,OTMCTKA O6 Tl3TflTHI\ YK€I3'IBAIOTC.{ HOMCP, ilATA KI HA3BAHI4C IOKYMEHTA-

:$ffiff 
Ann Lr3.onrkrn'' a raKxe pacnrlcKa nonyrlaren-rr AoKyMeHra (upa nravuofi
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llpu orcyrcrBr4r.r B apxzBe 3arrparurrBaeMblx cBeAeHId;i orpntaretnmlll
oTBer cocraBJrf,ercr Ha 6lanrce [LrcbMa opfaHlr3arlvrkr. B HeM )rKa3lilBaercfl oal(r
oTcyTcTBr{.rr B AoKyMeHTax apxr4Ba llHTepecyrouvlx 3aflBuTe[s. cBeAerrrr E AaKvIt{
peKoMeH,{a]qMvL KyAa cJreAyer o6parurscfl. 3a Heo6xoAunaofi uni[opMaryefi- B
cnrrrulx oTpr4qaTeJrbHoro oTBeTa, coAep)Kalqero cBeAeHLIs 06 oTcyTclTB|rr B

apxraBe Heo6xo.{uMbrx AoKyMeHToB BcJreAcrBr{e r{x rn6erv I{JII4 yrparbr.

5. OrnercrBeHHocrb gaBeAyloulero apxlrBoM

5.1. ,{onNHocrnoe Jrrrqo, KoropoMy nopf{eHo 3aBeAoBanne apxLtBoM, Hecer

orBercrBeHHocrb 3a cocroflHr4e pa6orbr apxldBa I4 BbIrIoJIHeHrIe Bo3JIo)KeHHbIX Ha

Hero 3aAarr u Qyur<qrEfi.


