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IIOJTOXXEHHUE OF APXUBE
MyHHIUTIBHOTO GI0IDKETHOTO AOMUIKOIBHOTO 06pa30oBaTENBHOTO YIPEKNCHNIA
JETCKOTO cana KoMOMHUPOBAHHOTO BHAA «AJEHYIIK2»

1. OBLIME TIOJIOXKEHMA
1.1. B MynuimnamsHOM OHOIKETHOM JOIKOJEHOM OOPa30BaTENIbBHOM yHPEHICHHH JETCKOI'O
CAJIA KOMBUHUPOBAHHOI'O BUIIA «Anénymkay (mamee — VupexneHue) i1 XpaHeHud
3aKOHUYEHHBIX IeJOIPOM3BOACTBOM JOKYMEHTOB CO3AACTCA apXHB.
1.2. VupexneHue BbIIeAeT IOI apXus MoMelIeHHe, OTBevarolee TpeGOBaHMAM obecredeHus
COXPaHHOCTH JOKYMEHTOB, a TaKke COOTBETCTBYIOIIEe 0G0PYROBAHKE.
1.3. 3aBemoBaHHe APXHUBOM IOPYHACTCHA OTBETCTBEHHOMY 33 apXuB JIMI, Ha3HATacMOMY MPUKA30M
PYKOBOJIUTEIsSE OPTraHU3aLH.
1.4. B cBoeii paGoTte apXuB OpraHu3allii PYKOBOZCTBYETCS 3aKOHOAATEIbHBIMH axramu Poccuiickoit
Depepaliy IO apXUBHOMY €Iy, HOPMaTHBHO-METOMMECKUMH JTOKYMEHTaMH MuHKyJIBTYpEl POCCHH
1 QeepalbHOrO apXHBHOTO areHTCTB Poccuu, MpUKa3aMH U YKa3aHHAMY PYKOBOZCTBA OpraHu3alyu
¥ HACTOSAIIMM TIOJIOKESHHEM.
1.5. KOHTpOIIb 32 AEATEIBHOCTBIO apXHBa OCYIIECTRISET 3aBX03 IETCKOro cala.

2. COCTAB JOKYMEHTOB APXUBA
B apxuB nepenaroTes:
2.1. 3aKOHUEHHbIE IEIONPOU3BOACTBOM JIOKYMEHTEL, 06pa30BaBIINECS B NEATEIBHOCTH OpraHM3aUKu U
ee CTPYKTYPHBIX TIOApa3AeIeHUH:
— mena MOCTOSHHOrO XpaHeHWs,
— nenia BpeMeHHOTo (CBBIIIE 10 net) cpoKa XpaHeHHMA,
— [IOKyMEHTHI I10 JITYHOMY COCTaBY;
— HOKYMEHTbI [OCTOSHHOTO XPaHeHHA U 110 JMYHOMY COCTaBY OpraHu3alii-IpemecTBEHHIKOB,
— CIIpaBOYHBIH armapar K JOKyMEHTaM apxXusa (OTIHCH, HOMEHKJIATYPBI JIeJ1, KapTOTeKH U T. I.).

3. 3AJJAUM U ©YHKIIH APXVBA
3.1.0cHOBHBIMH 3aadaMu apX1Ba SBJIAIOTCA.
— KOMIUIEKTOBaHMe apXHBa JOKyMeHTaMH, COCTaB KOTOPBIX TNpefycMOTPeH Pa3feiioM 2 HACTOAIETO
TOJIOKEHM;
— ofecrieueHre COXPAHHOCTH ¥ YUeT IPHHATHIX HA XpaHEHHE JOKYMEHTOB;
— opranm3alms MPAKTHIECKOH paGoTHL, CBA3AHHOW C WMCTIONB30BAHKCM [OKYMEHTOB, XPaHAIMXCS B
apXHBe;
— KOHTPOJIb 3a TPABMJTBHBIM (OPMHpOBAHHMEM U ohopMIIEHHEM [OKYMEHTOB B JeITIONPOM3BOICTBE,
oT6OPOM H TIOZff OTOBKOH HX K Iepe/iate Ha apXHBHO® XpaHEHHE.
32. B COOTBETCTBHH C BHINONHSIEMbIMH 3afaaMH apXyp OCYIIECTBIAET Cleyome GyHKIMH:
— TpMHMMAaeT Moc/e 3aBepLICHHA JeTIOTIPOM3BOACTBA, YUMTBIBACT M XpaHHT obGpa3oBaBldecs B
JeATeNPHOCTH OpPraHM3ally NOKYMEHTBI, oGpaboTaHHble B COOTBETCTBHHM C JeHCTBYIOIIMMH
IIpaBAJIAMH;
— opramm3syer paboTy MO MOATOTOBKE ommcell 3aBEpIICHHBIX [eNONPOU3BOACTEOM JOKYMEHTOB
[IOCTOSHHOT'O XPAHEHHS M TI0 JTHIHOMY COCTaBY;
— OCYILECTBIIAET y4eT IIO HOMEHKJIATypaM eJl, HaXOAAWMXCA B CTPYKTYPHBIX noxpazzenenuax (y
HCTIONHMTeNE) JOKYMEHTOB BPEMEHHOI'0 XpaHeHI,
_ ofecrieunBaeT MONHYEO COXPAaHHOCTH IPHHATHIX Ha XpaHEHHE ne,



— CO37a€eT, TOMOJHAET H COBEPIICHCTBYET YHYEeTHO-CIPAaBOYHBIN ammapaT K XpaHAINWMCH B apXuBe
aenam ¥ JOKyMeHTaM;

— OpraHm3yeT UCTIONB30BaHKE XPAHAIIUXCS B apXUBE JOKYMEHTOB;

— uH(OpPMHPYET PYKOBOACTBO M PabOTHHKOB OPraHHM3allMH O COCTAaBE U CONEPIKAHHM IOKYMEHTOB
apXuBa;

— BBIIaeT B YCTAHOBJIEHHOM IMOPSAKe XpaHAIINecsd B apXyBe Aejla U JOKYMEHTSI VIS MCHOIb30BaHH B
NPaKTHYECKUX M APYTHX LEIIX;

— HCIIOJIHAET 3alpOCHl YUPEKASHMI W IpaKIaH 00 YCTAHOBJICHHMH TPYNOBOIO CTaXa M IO OPYTHM
BOIIPOCaM COLMATEHO-TIPaBOBOTO XapaKTepa;

— BeJIET y4eT BbIAAaYH apXHBHBIX J€JI H JOKyMEHTOB, OCYLIECTBIIIET KOHTPOJIb 3a CBOEBPEMEHHBIM HX
BO3BpaIICHHEM B XPAHIIHILE;

— NPOBOAWT 3KCIEPTH3Y LEHHOCTH AOKYMEHTOB, XPaHSLIMXCSA B apXHBE, CBOEBPEMEHHO OTOHPAET K
YHHYTOXKEHHUIO JieJIa ¢ HCTeKIIUMH CPOKaMH XpaHeHMS;

— OKasplBaeT METOAWYECKYI0O IOMOIIb CIy>KOe [eJIONpOM3BOACTBA OPraHU3aLMH B COCTABICHHH
HOMEHKJIATYPBl €N, KOHTPOJUPYET TMpPaBHIBHOCTH (pOpMHPOBaHMA H OGQOPMIIEHHA Jeil B
JEJONPOM3BOACTBE,  MOATOTOBKY  NOKYMEHTOB K  Ilepefjade B  apXuB  OpraHHU3allHu,
— B ClIy4yae 3aKIOYEHHsS ¢ COOTBETCTBYIOLIMM YydpexxneHueM DerepaqbHOro apXMBHOIO areHTCTBA
Poccun poroBopa © Tepegade Ha TOCYAAPCTBEHHOE XPaHEHHE JOKYMEHTOB OpraHH3alluM
obecreynBaeT MOATOTOBKY OSTHX IOKYMEHTOB K CBOEBPEMEHHOE IMIPEACTABJICHHE ONMCH Oei
MOCTOSHHOTO XpaHeHH Ha YTBepKIeHHe dKCIepPTHO-IIPOBEPOYHOM KOMHUCCHH YKa3aHHOIO apXMBHOIO
YUPEXICHUS.

4. TIPABA APXVBA
4.1. B uensx BBIIOJNHEHHS BOJIOKEHHBIX 3agad M (QYHKUMH apxXMB HMeEET IIpaBo:
— KOHTPOJIHPOBaTh CcOOMIOAEHHE B OpraHM3allud W B €€ CTPYKTYPHBIX IIOApAa3AeIeHHIX
YCTaHOBJIEHHBIX NPaBHI paboThl ¢ HOKYMEHTaMH, 00eCTieueH s X COXPAHHOCTH, KadecTBa oT6opa U
MIOATOTOBKH /€)1 K Ilepefiaye Ha apXMBHOE XpaHEHHE;
— BHOCHUTB Ha pacCMOTpeHHe PyKOBOICTBA OpraHH3alliHY IIPeIUIOKEHUS, HANIpaBjIeHHbIE Ha YITyYLIeHHe
B CTPYKTYPHBIX MOAPa3eNIeHUsX paGoThl 0 0QOpMIIEHHIO JOKYMEHTOB, (POPMHUPOBAHHIO MX B Jea,
MOATOTOBKE JOKYMEHTOB K Iepefiade Ha apXUBHOE XpaHEHHUE,;
— MpeACTaBJsTh B YCTAHOBJICHHOM TNOPSOKE 3asBKH Ha ofecriedeHHe apXxuBa HEOOXOAWMBIM
000pyIOBaHHEM W MaTepHATIAMH, IPOBEIECHAE PEMOHTHBIX paboT U T. I1.;
— Y4acTBOBaTh B OpraHM3yeMbIX YyupekaeHusamu @enepanbHOrO apXMBHOTO areHrcTsa Poccum
MEPONPHATHAX 1O I[OBBIIIEHHIO KBATMGHKAIMH pabOTHMKOB BEINOMCTBEHHBIX apXMBOB U
JeJTOTIPOU3BOACTBEHHBIX CITy>KO, yUpeskAeHHUI U NpeaTpHUATHH.

5. OPTAHUBAIIVA JOKYMEHTOB B APXUBE.

5.1. JIoKkyMeHTaJIbHBINA ¥ apXUBHBIA (HOHI OpraHU3aLlHH.

Bcsl COBOKYITHOCTH JTOKYMEHTOB, 00pa3ylOIIUXCs B JEATEIbHOCTH OpPraHU3aIlWH,
COCTaBJISIET €€ JOKYMEHTANBHBIA QOHI.

JlokyMeHTHI, 0oOpa3yiomuecss B. NeSTeNLHOCTH OpraHW3allMM II0 CPOKAaM XpPaHEHHUS
NOApa3IeNAIOTCs Ha:

[0 TOKYMEHTBI BPEMEHHOTO CpoKa XpaHeHus (70 10 JieT BKIIOYHUTENBHO);

0 TOKYMEHTHI JOJITOBPEMEHHOTO CpoKa XpaHeHHs (cBbie 10 yeT);

0 TOKYMEHTBI HOCTOSSHHOTO (BEYHOI'0) XpaHEHHSL.

5.2. Opranu3anus JOKYMEHTOB B IIpeAeNax apXUBHOTO (GoHa.
OcroBHBIE TIOHSITHS ¥ TPeGOBAHMAL. ’

_ B mpenmenax apxuBHOrO (oHIa -YUETHO-KIACCHPHUKANMUOHHON EIWHMIEH sBIIETCS
COVHWIIA XpaHEHHA [OOKYMEHTOB. EIWHWIBI XpaHCHWS MOJDKHBI OBITH  ONHCAHEL,
CHCTEMATH3WPOBAHBI, BHECCHEI B OMTUCH ¥ O()OPMIICHBI B IOPSIIKE, OOECIIEUNBAIOIEM HX YYET,
TIOWCK W MCIIOJIb30BaHHUE.

EnuHuIB XpaHeHus (Iefia) apXUBHOTO (OHIA CHCTEMaTH3UPYIOTCS B TIpeaenax ¢poHzaa
COTJIaCHO CXeMe cucTeMaru3anuu. CHcTeMaTH3alus IOKYMEHTOB (DOHIA IpPOBOAUTCS B



ACTIONPOU3BOJACTBE M B apXABE OPraHM3alliM IIPH IMOATOTOBKE JOKYMEHTOB K IIepefade B
TOCYIapCTBEHHBIC ADXHUBHL

Opranuzaius J0KyMEHTOB II0 JIAYHOMY COCTABY.

JIOKyMEHTBI 1[I0 JIHYHOMY COCTaBy BBIAGISIOTCA B 0cobyl0  Tpymmy,
CHUCTEMaTU3UPYIOTCA 000COOIEHHO U BKIFOYAIOTCA B OTAECIBHYIO OIHCH.

PerucrpanuonHo-yseTHsle  GOPMBI JTOKYMEHTOB IO NMYHOMY COCTaBY (KHHTH,
XKYpHAJIBI yd€Ta IIPUKa30B O IPHEME, NEPEBOJE, YBONBHEHHMH, JHUYHBIX KAPTOYEK, JIMYHBIX
ZEM, COTJIAIICHAH, KOHTPAKTOB M Jp.) BKIIOYAIOTCA B ONHCH JOKYMEHTOB IO JIHYHOMY
COCTaBy.

Ha nu4HbIe fe1a yBOJNIEHHBIX COTPYAHAKOB MOYKET COCTABIISATHCS OTAEIBHAS OIHCE.

Jlena 1o TMYHOMY COCTaBy, KaK PABUIIO, CHCTEMATH3UPYIOTCS TI0 XPOHOIOTHIECKOMY
pU3HaKy. B apxXuBax KpyITHBIX OpraHH3aIHii ¢ GONBITAM KONHUECTBOM PabOTHHUKOB MOXET
HCIIOTIE30BAThCA CTPYKTYPHO-XPOHOJIOTHYECKHUIM TIPHHIIMIT CHCTEMATH3AIINH THYHBIX €.

B mperenax xaxnoro roma gena Io JIMGHOMY COCTaBY CHCTEMATH3HPYIOTCS IIO
CTCNCHH BAXHOCTH - NPHKA3bl O 3a4HCICHHM Ha CIyxO0y (B yueOHOe 3aBelieHHE W T.X.),
TICPEMCIICHAHY, YBOJNBHCHUHM (OKOHYaHMH YYeOHOTO 3aBEI€HHs HW T.I.), JMIEBBIE CUETa,
CITMCKH, JKypH&IbI ydeTa JOKYMCHTOB IO JIHYHOMY COCTaBYy, APYTHE pPETHCTPAIHOHHO-
YYETHBIE TIOKYMEHTHI, TAYHEIE JEIIa.

JlydHbIe fela M JIMYHBIE KapTOUKH YBOJNCHHBIX COTPYIHUKOB OTHOCSTCS K TOLY
YBOIIBHEHHS U CHCTEMATU3MPYIOTCS B IpefeNaX KaXIoH TIpynmel mo  andaBury
bamrmit,

6. YUET JOKYMEHTOB B APXUBE.

6.1. O6mue TpeGoBaHMS K yUeTy TOKYMEHTOB.

YHeT NOKYMEHTOB B apXWBe OpPraHW3alldd - 3TO OUpPECICHHE HX KOIAYECTBA M
COCTaBa B

YCTAHOBJICHHBIX EIMHUIAX YydYeTa M (QuKcanus (PEerucrTparys) IPHHAIIESKHOCTH
KaKJI0H €IMHHUIIEL Y9eTa K ONpPEICICHHOMY KOMIIIEKCY U OGIIEro MX KOJIMYECTBA B YUETHBIX
JOKyMEHTaX.

Ilon y4eTHEIM JOKyMEHTOM TIOHHMACTCS MOKYMEHT YCTAHOBNEHHOM (OPMEL
¢ukcupylOmuit IOCTYIUIEHME, BBIOBITHE, KOIHYECTBO, COCTAB H COCTOSHHE ApXHBHBIX
JOKYMEHTOB B €IMHHUIIAX y4eTa.

YH4eT IOKYMEHTOB B apXMBE OPraHM3ALWH SBJSETCS ONHHM M3 CPEICTB 00eCTIeUeHHs
UX COXPaHHOCTH M KOHTPOJIS 33 UX HAJIMUHEM.

YdeTy noanexar Bce XpaHSIIHECs B apXMBE OPTAHM3AIMH JOKYMEHTHL, B TOM UHCIIE
HEOIHCAHHbIC U HEPOQUIBHEIE ISl JAHHOTO apXHBa.

YH4eT MPOM3BOMMTCS TyTeM TIPHCBOCHHS apXMBHBIM JOKYMEHTaM (IMHHIAM ydeTa,
€/IMHAIIAM XPAHCHHST) YICTHBIX HOMEPOB, ABISIOIIUXCS YaCThIO APXUBHOTO MH(pa.

ApXHBHBIH P - 0603HAUCHHE, HAHOCUMOE Ha KAXKIYIO EIVHUIY XPAHEHHS C [ETbIO
obecriedeHHs ee ydeTa M HICHTHGUKAUMHA. ApXHBHBIN ITH(QpP COCTOHT W3 HOMEPOB:
apXWBHOTO (hOHMA 110 CIMCKyY (OHIOB apXHBA OPraHH3AIMH U YePe3 APO6h IO CIIHCKY (OHIOB
TOCYAapCTBEHHOIO apXHBa, HCTOYHHKOM KOMILUIEKTOBAHHUS KOTOPOTO SBJIAETCS OpraHM3allus,
apXMBHOH KOJUIEKITMH, OIIMCH, SIUHHIIEI XPaHEHHS. A

Homep ‘*%pxusroro (oHIa TPHCBAMBACTCS TI'OCYIAPCTBEHHEIM apXMBOM [IOCIE
0hOpPMIIEHHUS TIEPBOTO IIOCTYIUIEHHS - JOKYMEHTOB OpraHM3allid Ha IIOCTOSHHOE
XpaHCHHE,

6.2. Equnaurs! yyera.

OCHOBHBIMH €IMHHLIAMH y4eTa TOKYMEHTOB HE3aBHCHMO OT BHJA HOCHTEI, crocoba
M TEXHUKH 3aKPETICHHS HHQOPMAITHH SIBIISIOTCS:

0 apxuBHEI QOHI, apXUBHAS KOJICKITHS,
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0 enwHULIA XPAHCHUS.

JIOKYMEHTBl JIYHOrO TPOMCXOXNACHWA, HE [pOINEAIIHE HAY9IHOTO ONHMCAHMU,
VUUTEIBAIOTCS, KaK TPABAJIO, 110 IOKYMEHTaM H JIMCTaM.

Heo6paboTaHHBIE JTOKYMEHTBI (pOCCHITB) YUHMTHIBAIOTCS M3 pacteTa 150 nuctoB B
OZIHOM YCIIOBHOH €TMHUIIC XPAHCHH.

ExuHuna XpaHeHHs - (QU3HUCCKH 060COOIcHHBIE JTOKYMEHT HIIH COBOKYIHOCTD
JIOKYMEHTOB, HMEIOIIIIE CaAMOCTOATEIBHEIC 3HATCHIC.

Equauiia XpaHeHus JIOKYMCHTOB Ha 6yMaXHOH OCHOBE (Z€70) COBOKYIHOCTE
JIOKYMEHTOB, OTAETbHBIA JOKYMEHT, 3aKIIF0ICHHBIC B 060c006IeHHYI0 00I0XKKY, MAlKY.

Vuer [OKyMEHTOB B apXuBe OpraHH3al|H CTPOUTCH HAa OCHOBE COOMIONCHHS
IPHHITAIOB! '

[[eHTpANM3alliH, BRHIPAKCHHON B NPAMCHCHHH CHMHBIX eIVHMI yueTa; yHAQUKAIWH,
OCHOBAHHOM HA COGIIONEHWE MPEEMCTBEHHOCTH yHeTa apXHBHBIX JIOKyMEHTOB Ha BCEX
cramusx paGoThl ¢ HUMH; JAHAMAYHOCTH, oGeceanBaeMoii CBOSBPEMEHHBIM H OIICPaTHBHBIM
BHECCHHEM M3MCHEHHH B YUETHBIC JOKYMEHTHI HIJIH COCTABIICHHCM HOBBIX YYETHBIX
JOKYMEHTOB; TIOJIHOTHI ¥ IOCTOBEPHOCTH yHETa.

ITopsmoK JOCTYma K YYCTHBIM NOKyMCHTaM, 4 TaKKke K y4eTHBIM 0a3aM JaHHBIX
apXWBa OpraHM3alliK OTPENC/ISCTCS IIPHKA30M PYKOBOZCTBA OpTaHM3AINA. Bce ydeTHBIC
JIOKyMCHTHI apXHBA OPTAHM3ALMA  JIOJDKHBI XPaHUTBCH B XpaHwinme (WK CHCIHAIBHO
BBIJICICHHOM MTOMEIICHHH) B ceiihax wIH METAJUIMICCKHUX mkadax.

7. TIOPSAZIOK BEJAEHWS OCHOBHBIX YUETHBIX JOKYMEHTOB.

7.1. OcHOBaHHEM KaXIO! 3allUCH B OCHOBHBIX YHCTHBIX JIOKyMEHTAX SIBJISICTCS:

- npu nocmynaeHuy OOKYMeHMOo8 6 ApXUs Op2aHUSAYUL.

00 cHaTOYHEIE OMHCH CTPYKTYPHBIX HO/pa3AeCHAN Ha JIOKYMEHTBI MOCTOSHHOTO,
noarospemenHoro (cpemme 10 JIET) XpaHEHHUs H 110 JIMIHOMY COCTaBy (mpunosxenue 12);

[ cBOJHAS HOMEHKIATYpa [ell OpraHu3allih WM HOMCHKIAaTypa Zell CTPYKTYPHOTO
nonpasaeneHus ¢ OQOPMICHHOH MTOTOROH 3aIWChIO O KOJNMYECTBE 3aBCJICHHBIX U
3aKOHYCHHBIX Je]l.

- npu LI6BIMUY OOKYMEHMOB U3 APXUEA OP2AHUSAYUL.

0 akT mpHeMa-Tiepe/iadn JIOKYMEHTOB Ha IMOCTOSHHO® XpaHeHHEe B TroCyIapCTBCHHEIN
apXuB WM apXUB APYTOH OpraHu3alliy;

[) aKT BO3BpATa JOKYMEHTOB COOCTBEHHUKY;

O] aKT O BEIETCHAH K YHHUTOXCHHMIO JOKYMEHTOB, HE MOICHKATIIX XpaHCHHUIO;

0 aKT 0 He OGHAPYKEHHH JTOKYMEHTOB, IyTH PO3BICKA KOTOPHIX HCYEPIIaHHI;

[ aKT 0 HEWCIIPABUMBIX TIOBPEIKACHUSX IOKYMCHTOB;

- N0 pe3yTbmAamam EbINONHEHUS GHYMPUAPXUGHBIX pabom (cocmasnenus CBOOHbIX
onucet], HaQYYHO20 ONUCAHUSL OOKYMEHMOB TUYHO20 NPOUCXOIICOEHUS, APXUBHBIX KONLeKYul,
cocmagnenus onuceii 0cobo YeHHbIX Oel U OOKyMEHMOS, cmpax08020 Gonoa U gonoa
HONb308aHUA, CO30AHUL 0OBEOUHEHNBLX APXUBHBIX (poroos, nposepku

) axT 06 OGHApYXKEHHH IOKYMEHTOB (HE OTHOCAIIMXCS K naHeEOMY (QOHIY, apXuBY,
HEYUTEHHBIX 4 T.]1.). |

Krpra yueTa OCTYIUICHH)s U BRIOBITHS HOKYMCHTOB.

Kawra ydera TOCTYIUICHHS H BHIOBITHS TOKYMEHTOB TIpeJHA3HAYeHA U yHUeTa BCeX
TEKyIIEX ¥ HTOTOBBIX (Ha 1 SHBApS KAXI0TO roxa) M3MEHEHMH B COCTABE H obseme GOHIOB H
Jel B apXwBe OPTaHM3alliH, CBA3aHHBIX C INPHEMOM, BEUICJICHUEM JIeN, HE MMOUIeKaImX
JaTbHeMIIeMy XpaHeHHIO, Iepefiaueh Nen B FOCYapCTBEHHBIH MM JPYTrOH apXuB. Knaura
y4eTa TMOCTYIUICHHS M BBIOBITHA JOKYMEHTOB CIyKHT OCHOBOH JIi COCTABJICHHUS JIMCTOB
(OH/I0B, IACTIOPTa APXUBA. '

Kaxxaoe MOCTYIUIEHWE WIIH BHIOBITHE IONMyYacT CaMOCTOSTEEHBI  TTOPAIKOBBIA
HOMED.



Eciv [OCTYILICHHE COCTOMT M3 JOKYMECHTOB HECKOINBKHX ¢doHIOB, TO HaHHBIE IO
xaxroMy QoHAy (HasBaHHE QOHIA, ET0 HOMED 1 T.J1.) 3aIIACHIBAIOTCSA C HOBOX CTPOKH 3a TEM
e MOPSIKOBBIM HOMEPOM.

V4er IOCTYIUIEHHS U BHIOBITHSL IOKYMEHTOB B apXUBC, XpaHsleM OfHH QOHJ, BEIETCS
mo mucty doHza.

ApXWB OpraHH3alli CO CIOXHOH CTPYKTYpOll MOXET YYATHIBATH B KHHIC yHCTa
[OCTYIVIGHHSI ¥ BHIOBITHS JTOKYMCHTOB CaMOCTOATEILHO IOCTYIUIEHWE WM BHIOBITHE
JOKYMEHTOB KaXI0TO CTPYKTYpPHOTO TIOJIPa3CIICHHS.

FEciu  JOKYMeHTHI (OHAA IIOCTYNAOT B apXWB BICPBBIC, TO goMep QoHzaa
IIPOCTABJISETCS B KHATE y4eTa MOCTYIUICHHS U BHIOBITHS JOKYMEHTOB TIOCTIC TIPHCBOCHHS EMY
HOMepa 110 crucKy GomnoB. Ecnmi  MOCTYNHBIIAEG TOKYMEHTHL SBJISIOTCS 9acThIO QOHIA, YKe
AMEIOMErocss B apXHBe, TO B COOTBETCTBYIOIICH rpade KHHTH YKa3bIBaeTCs HOMED,
IIPECBOEHHEIH 9TOMY GOy panee. ECiy IOCTYIHIA WK BLIOBUTH HEOIMCAHHBIE JOKYMCHTEL,
10 B rpade 6 penacTca OTMETKA: “HE onucansl", a cBefleHus 00 00BeMe IAI0TCA B 13 u 14
rpadax.

E’XeroHO B KHHTE YUeTa TOCTYIUICHHS U BBIOBITHS JOKyMEHTOB MOJBOMUTCA HTOT
KONMYECTBA MOCTYIMBIIUX ¥ BEIOBIBIINX 33 FOJl AOKYMCHTOB (men).

8. ICTIOJIb30BAHME JIOKYMEHTOB APXUBA.

8.1. IToHsTHE UCIIONB30BAHHUS JOKYMECHTOB apXHBa.

WCIoNB30BaHHE ApXMBHBIX JOKYMEHTOB - NPHAMCHCHHC rHGOpPMANUH APXUBHBIX
JIOKyMEHTOB B KY/IbTYPHBIX, HaYJHBIX, MONMTHYCCKAX, SKOHOMUHICCKIX HeisIX U IS
obeclieueHns 3aKOHHBIX TPaB H MHTEPECOB IpakIaH.

JIOKyMEHTBI apXHMBOB OpraHM3alldii SBJIAIOTCS OTKPBITHIMHA U HCTIONB30BaHUS
apXMBOM H IOJIB30BATEISIMH.

Hcximouenrne cocTaBiaseT  JTOKYMEHTHPOBAaHHAsA mHQOpMAaNs, OTHECCHHAS
3aKOHOIATEIFHBIMH aKTaM¥ K KaT€TOpPUH OTPAHMICHHOTO OCTYIIA.

TTopsMOK HCIIONB30BaHMAS TOKYMCHTOB ApxusHoro donma Poccuiickoi Denepaliuy,
HaXOIAIUXCd HA BPEMCHHOM XPAHCHHW B OpraHd3alusiX, ompeneNseTcss UMM Ha OCHOBE
nactosuero IlonoxeHus.

OCHOBHBIME (OpMaMu HCIONIb30BaHUA TOKYMCHTOB apXrBa SIBIISIIOTCSI:
HHpOPMHPOBAHAE PYKOBOJCTBA M CTPYKTYPHBIX IOZpa3/leiCHuil OpraHu3alliy, a TaKkxe
JPYTEX OpTraHM3aluii O HATMYAH B apXABAX TCX YIIM HHBIX JTOKYMEHTOB ¥ MX COICPXKaHUH;
HCIIOTHEHHE 3aIIPOCOB IPAXKAAH M OPraHU3alWit COIMAIBHO-TIPABOBOTO XapaKTepa;
ITO/IrOTOBKA HH(OPMAIIMOHHBIX MEPOTIPUSTHH: BBICTABOK, KOHGepeHIUH ¥ Ip.;

BBIIAYa JOKYMEHTOB BO BPEMEHHOE NOJIb30BAHHUC.

MubopMHpOBaHHE H WCIOIHCHHE 3aIpOCOB PYKOBORHTENEH OpraHM3allid |
CTPYKTYPHBIX MOApa3eeHAH, a TakKe ApYTHX OpraHM3alyii OCYMIECTBIICTC apXUBOM TIO
OIpE/IETICHHOM TEMATHKE II0 3ampocy Wik B MHWIMATABHOM HOpsake B ¢opme
MHQOPMAIHOHHOTO IHCEMA UITA CIIPABKK O HATWHUN B apXUBC COOTBETCTBYIOIIHX

WudopMupoBaHAe DPYKOBOAHTEIEH —MOXCT TpOU3BOAUTECS ~TAKXKE B dbopme
TEMATHYECKON MOAOO0PKH KOIHHM JOKYMCHTOB, K TomOOpKe KOIMMH IpHIaracTes THTYJIBHBINA
JIWCT, & TAKOKE TIpU HEOOXOAMMOCTH HMCTOPHYIECKas CTIPaBKa, EPEHCHb I JPYTHE MaTePHAIIbL.

8.2. ﬁCHOJIHCHI/IC 3alpoCOB TPaXHaH K OpraHu3anyii COIMaIBHO-IIPAaBOBOTO
XapaKrtepa. <

VH}opMaIis cOMalb-HO-IPaBOBOr0 XapakTepa 1o 3alpocaM TpaXXIaH M OpraHu3alui
BEIAeTCS B GOpPME apXMBHOMN CIIPABKHU, APXUBHON KOIAA ApXVBHOM BBITUCKU.

ApxuBHas CTIpaBKa - JOKYMEHT, cozepKarmuil apXUBHYI0 MHGOPMAIHIO O TPeAMETC
3ampoca, ¢ YKa3aHHWEM TMOWCKOBBIX J@HHBIX [OKYMCHTOB, Ha OCHOBaHHM KOTOPBIX OHa
COCTaBJICHA.



ApxuBHas KOS - IOKYMCHT, BOCTIPOM3BOISIINI TEKCT HITH n300paXXeHHe apXUBHOTO
JIOKYMEHTR, C YKa3aHAEM er0 IOUCKOBBIX JIAHHBIX.

ApxuBHas BBINTWCKA - JMOKYMEHT, MJOCJIOBHO BOCTIPOM3BOJIANANA 9acTh TEKCTa
APXMBHOTO IOKYyMEHT4, OTHOCSIIYIOCH K OTIpe/ieIEHHOMY BOTIPOCY, daxry wom JHLy, C
yKa3aH#eM TOUCKOBBIX JAHHBIX OKyMCHTA. '

ApXUBHBIE CIPABKH, BBIICKM M KOIUMH BBIJAIOTCS HA OCHOBAHWM IHMCBMEHHOTO
3ampoca

OTB30BATE/Is, KOTOPHIH JOJDKEH COAePXKaTh HAMMCHOBAHHC (¥ ampec IPH TIEPECHUIKE)
opraHMzalii (apXuBa), KOTOpOJM OHH  aJPECOBAHBL, H3IOKCHHC CyIecTBa 3alpoca;
damMunmio, WM U OTHECTBO 0GPAINAROMIErocs; €T0 aapec, KOHTAKTHBIC tene(OoHbL;, ATy H
JNYHYIO TOAIHC.

O6pamieHust FpaxaaH, B KOTOPBIX OTCYTCTBYIOT (ammnwy, ampeca ¥ TOMIHCH
O6PANIAIONIMXCS, CYATAIOTCS AHOHUMHBIMM M HE HOJUIEXAT PACCMOTPEHHIO; TIPH JIHIHOM
obpaiesuy TIpd Hammaud Qavwunmy ¥ anpeca HejocTaromas MHPOpMaNus MOXKCT OBITH
BOCIIOJTHEHA.

CpoK WCIONHCHHS 3alpOCOB COUMATHHO-TPABOBOTO  Xapakrepa Tpaxiad H
oprasmM3auuil o MaTepuanaMm apxusa He JOIDKCH npessimars 30 AHEH cO JHS PErHCTpalyH
o6pamenys. [Ipu CIOXKHBIX 3alIpocax CpoK MOJKET OBITh TIPOIUIEH, HO He Oolee H9eM Ha 30
JHelt ¢ 06s3aTeNbHBIM YBEIOMIIEHHEM 006 3TOM 3asiBUTEIIS.

Cpok WCHOJHEHHS 3alpocoB ¢ HCIIO/IB30BAHHEM TOJBKO HAYIHO-CIPABOTHOTO
arapara apxuBa — He Gozee 15 Jieif ¢ MOMEHTA PETHCTPaIliH 0OPAIICHIS.

ApDXWBHBIE CIIPaBKM COCTaBILIIOTCA Ha OCHOBAHWMHM JOKyMEHTOB (IIOJUTMHHUKOB M
3aBEPEHHBIX KOIHH), XPaHAMMXCS B apXUBe; HCIIONTE30BAHUE HE3ABCPEHHBIX IOKYMCHTOB,
OTHOCSIIMXCS K BOIpPOCY OOpalleHus, OroBaphHBacICsi B TekcTe CIpaBKH ('HE3aBEpEHHAL
xomwst"). [Ipa OTCYTCTBHM B apXHMBE [MOKYMCHTOB, coepxaIux CBEICHUS o
3a[pAlIABAEMOMY BOTIPOCY, apXWBHad CIpaBKa MOXET OBITH BHII@HA II0 XPAHAIMMCI B
apXuBe TIedaTHBIM MaTepHataM, OTHOCHIMCA K TIpeAMeTy oOparterys, ¢ TOTHBM H TIOJHBM
yKa3aHHEM HCTOUHHKA.

ApXVBHBIE CIIPABKH COCTAaBIIIOTCS IO yCTaHOBIEHHOH Qopme Ha 67aHKE apXMBHOU
CIIpaBKY WK 00IeM OTaHKe OpraHu3alii.

B cmpasKe IPHBOMITCS HA3BAaHUS, NaThl H HOMEpa MOKYMEHTOB H H3JIAraioTCs
CBeJICHMS, MMEIOMKecs B HA3BaHHBIX JTOKyMCHTax H OTHOCSIIMECS K BOMPOCY OOparmeHus.
VI3JI0KeHAE JIAeTCs B XPOHONOTHHIECKOH MOCTIE/0BATEIBHOCTH cobBITHH, a HE JOKYMEHTOB, B
KOTOPBIX OHH OCBEIIAOTCS.

JTlomyckaeTcss IPHBOTUTE B CIPABKE BBIICPKKH W3 MOKYMEHTOB, 3aKilfodas WX B
kapuraKy, HasBaHus OpraHu3alyit B TEKCTe CIIPABKU IIPH TIEPBOM yIoTpeOIICHHM TIPUBOMATCA
IONHOCTHIO, & B CKOOKax MX OQuIManibHO MPUHATHIC COKpAIleHns; NpH MOBTOPHBIX
YIOMMHAHHSX - TOJIBKO COKPAIICHHBIC.

B crpaBKy BKITIOUAIOTCS TOJBKO CBEAICHHA, yIoMHUHaeMBIE B NOKYMEHTAX.

B TexcTe apXWBHOI CIPAaBKA HE JOTYCKAIOTCS KOMMEHTApHUH, COOCTBEHHBIC BBIBOJIBI
FICIIONHATENS [0 COIEPIKAHUIO HCTIONB30BAHHBIX IOKYMCHTOB.

ApxwBHas ~ CTpaBKa  TONMHCHBACTCS PYKOBOAWTENIEM  OpraHu3aluu WM
OApa3AETICHHUS.

Apanl;{me KOTIMH ¥ BHIMACKH U3 JOKYMEHTOB BBINAIOTCH B COOTBETCTBHH C 3aIIPOCOM.

WneHTHYHOCTh IOMIMHHUKY BBIIAHHBIX ApPXWBHBIX KONAH M BBITIHCOK 3aBEPICTCS
TOANHUCHI0 PYKOBOIUTEIIS OpraHu3aIluK - WA VIIOJITHOMOUEHHOTO MM NHIa (pyxoBOAMTEIS
Topa3feNeHus, B COCTaB KOTOPOTo BXOIUT apXuB) ¥ TepOOBOM MEIATHIO OpraHKM3alum.

Bomucka IPOM3BOUTCS TOJBKO M3 JIOKyMCHTA, B KOTOPOM COZEPIKUTCS HECKOJIBKO
OT/ICNBHBIX, HE CBA3aHHBIX MCXNY coBofi BOMpOcOB. BhIMHUCKa MOJDKHA BOCIIPOU3BOJTNTE
TOJHBIH TEKCT YacTH JOKYMEHTA, OTHOCSIMeHCA K 3a1rpocy.

JomyckaeTcsl HU3BATHE U3 apXWBHBIX Jel MW Bbllada BlafcibllaM WA HX
POJICTBCHHHKAM IIOJUIWHHBIX . JAAYHBIX JOKYMEHTOB O TIPaXIaHCKOM COCTOSTHMH, 00



00pa3soBaHWH, TPYAOBBIX KHIXKCK ¥ IPYTHX, HE  IONYy4YEHHEIX B CBOE BpPEMS BIIAIEIbLEM
JOKyMEHTOB.

IlommHHEle JIAYHBIC JOKYMEHTHI BBIIAIOTCS C  paspellicHHs pyKOBOIUTENS
OpTaHM3aIU{ 3aTBUTEISIM IO IPEABABICHHM IIACIOPTa, HHOTO JOKYMEHTA, YAOCTOBEPSIOIIETO
JUYHOCTB, UX POJCTBEHHHKAM MM JOBEPEHHBIM  JMIAM  HOTAPHAIGHO  3aBEPEHHOM
NoBepeHHOCTH. Ilo/InHHEEBIE THYHBIE TOKYMEHTEI MOIYT OBITH BBICIAHBI 3aSBHTEIIO IEHHBIM
ITUCHEMOM,

OpranaMu IIpaBOIIOPSIAKA M3 apXHBA MOTYT GBITH H3BATH JOKYMEHTH B COOTBETCTBHM
C 3aKOHOMATENBCTBOM Poccuiickoit @enepartim.

Ha MecTo M3BATOTO MOKYyMEHTa B SN0 BKIIAIBIBAETCS CIIPABKa O BhHIJAade, CHATAS C
HETO KOS I B YyYETHBIX APXHUBHBIX JOKYMEHTAaX [EJIacTCd OTMETKAa 00 W3BSTHH,
YKa3bpIBAIOTCSI HOMEpP, JaTa M Ha3BaHHE IOKYMEHTA-OCHOBAHHS IS H3BATHI, a TaKXKe
pacmucKa 1moryarens J0KyMeHTa (TIpH JINYHOM mepenaye).

Ilpn OTCyTCTBMM B apXWBE 3alpallMBa¢MBIX CBEACHHN OTPHUATEIHHBIEI OTBET
COCTaBISICTCS Ha OJlaHKe MHMCEMa OpraHW3allid. B HeM ykaseiBaeTcs (akT OTCYTCTBHS B
JOKYMEHTaX apXWBa HHTCPECYIOMIMX 3asBHTENS CBEICHUM W JAIOTCA PEKOMEHIAIUM, Kyla
crenyer oOpaTuThCs 3a HeoOxomumol HH(popMauued. B ciyuasx oTpHIATEIRHOrO OTBETA,
COJICPXKAIIETO CBEACHHSI 00 OTCYTCTBHH B apXHBE HEOOXOIUMBIX JOKYMEHTOB BCIICICTBHE HX
rubeN UK yTpaTh.

5. OTBETCTBEHHOCTbS 3ABE/IYIOIIEI'O APXNBOM
5.1. JTOJBKHOCTHOE JTMLO, KOTOPOMY TOPY€HO 3aBeI0BAHME APXUBOM, HECET OTBETCTBEHHOCTD 3a
COCTOSIHHE PabOThI apXMBA M BBIIIOJTHEHHE BO3JIOKEHHbIX Ha HETO 33/1a4 M (DYHKITHEL.
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