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NOJIUI$HTIE OE APXUBE

MlrnuqunanbHoro 6roAxeTuoro AOIIIKOnbHOTo o6pa:onaTeJIbHOIO )^{pexAeHl'.It

,/IeTcKo|ocaAaxotrl6uHupoBaHHoloBI{Aa<Al6rryurxa>

1 . OEUIIIE TIOJIOXEHI4',I

1.1. B Myrnunnan'rolr 6ror:NerHoM ooilnonu,,ona o6paronareJlbHoM ) Ipex'{eHxu PTCKOI-o

CAAA KoMEI4HI4Pogeru{oro BI4AA nA,,e,,yulnun (,qanee _ Yupex4err[e) ruu xpaHeHI.I'

3aKoHqeHHbrx AenolpoI43BOACTBOM AOKyIueHTOB CO3Aaerc'[ apx]IB'

1.2. YupeXAeHr{e BbIIenseT iloA apxl'IB noMeIIIeHI'Ie, OTBeqarcUee rpe6Onar*txtu o6ecueqenuq

coxpaHuocrtr AoKyMerrroB' a raKxe coorBercrBytouee o6opyloBaulle'

1.3. 3aseloBaul'Ie apxlrBoM rlop)^raflcfl orBercrBeHHoMy 3a apxl,IB JTLIIry' Ha3HaqaeMoMy rIpI'IKa3oM

lf.o;"ffifr:E:Hff# opmHr3aqr,Lr pyKoBoAcrByercn 3aKoHoAarenb'brMu aKraMLr poccuficxofi

Oe4epaquu no apxrBHoMy AeJIy, HopMaTI'IBHo-MEroAI{qecKI'IMI'I AolyMeHTaMu Mraunylrryprr Poccuu

uOegepa-nr"Oroup*tu"O.ou."rrt"tuaPoccltl't,[pI'IKa3aMI'IlIyKa3aHU'IMlIpyKOBOAcTBaopraHIBaIII4]I
I,I HACTO'IqUM IIOJIOX(EHUCM.

i.5. KonrpoJlb 3a Ae{TeJrbHocrbrc apxl{Ba ocyqecrBnter 3aBxo3 AercKofo caAa'

2. COCTAB AOKyMEHTOB APXI4BA

"rii;f^"H:ffi#:nonpou3BorcrBoM AoryMeHrbr, o6pasonanrrrecq B Ae.r{renbHocr'r opraHu3a*r4kr

ee cTpyKTyplrBrx noApasAeJreHl{u:

- IIeJIa IIocTosHHoro xpaHeHHq;

- Aena BpeMeHHoro (cnuure 10 ner) cpoKa xparreHruI;

- AOKyIUeHTbI rlo nI,ttIHOMy cocTaBy;

- AoKwerrTbr rrocTo.rrHHOIO XpaHeHLIt u flo nI{qHoMy cocTaBy oplaHlBaufifi-upeqruecreeHHl'IKoB;

- crrpaBormbrfi annapar K AoKyMeHTaM apxllBa (onucu, HOMeHKIIaTypbI AeJI' KapToTeKI',I U r' n')'

3. 3AAATM 14 OyHKl[4I4 APXI4BA

3 . l .OcnonnbrMu 3aAatIaMI'I apxllBa sBnqlorc'fi :

- KOMrrrreKTOBaHne apxplBa AoKyMeIITaMLt' cocTaB KOTOpEX npeAycMOTpeH pa3Aenou 2 nacrosrqero

nonolKeHlr-U;
_o6ecneqeHl4ecoxpaHHocTLI14rIeTnpI.IH-flTbIxHaxpaHeHI,IeAoKyMeIIToB;

- opraHr.Barlwr ,rpin""t"a*ofi pa6orrr, csxgaHHofi c uc[oJIb3oBaHLIeM AoKyMeHToB' xpaHtlqrxcs B

ln#lh"* 3a rlpaBldrlbnsrlr sopuupoBaHr{eM u oQoprvneHrreM AoK)rMer{roB B Aenonpou3BoAcrBe'

o'r6oporvr r,r [o,IxforoBrofi nx K rlepeAaqe Ha apxl'IBHOe xpaHeHlre'

3.2. B cooTBeTcrBI{H c BbIIIoJlHteMbIMlI 3aAaqaMLI apxl'IB ocylqecTBnteT cneAyloque SyuttUnu:

* - rrpLrHLrMaeT rrocJle 3aBeprlreHr{t Aenonpou3BOACTBa' )qI',ITbIBaeT u xpaHLIT o6pasonanurvecfl B

ae.sTerbHOCTLI OpmHI,I3aI+'III go*yt"our' o6pa6oranuue n COOTBeToTBIII{ c AeftcrsyrcIql4Mll

yX"#lTl;er pa6ory ro rroAroroBKe onucefi sanepureHr{brx Aenoilporl3BoAcrBoM AoI(yMeHroB

r"ilffi;:Hr ;H"J"TJ##y"ff;?1,, o_u*o** xcs B crpyKrvp'brx roApa3Aene'urx (v

ucflonHl{renefi),qoryrvrenroB BpeMeHlroro xpaHeHu'fl ;

- o6ecnequsuat,,o""yro coxpaHHocrb [puHsrbrx Ha xpaHeHLIe Aen;



- co3AaeT, flofloJrrureT rr coBeprxeHcTByeT yreTHo-cnpaBotrHbrfi anlapaT K xparljllquMc.fl B apx]IBe

AenaM r,r AoqrMerilaM;

- opraHlByeT vcnoJlb3oBaHl4e xpaHtlqnxc{ B apxuBe AoKyMeHToB;

- r.rHoopMr,rpyeT pyKoBoAcrBo u pa6orHlrKoB opraHu3arlr,rH o cocTaBe I,I coAep)KaHLII{ AoKyMeHToB

apxI,IBa;

- BbrAaeT B ycTaHoBneHHoM nop.rrAKe xpaHsrquecfl B apxLtBe Aena I,I AoKyMeHTbI Ant rlcnonb3oBaHllrl B

npaKT[qecK[x r,r Apyrlx qen,Ix;

- ncnoJrrrlrsr 3arrpocBr )qpenqeHr{fi u rpaxgau o6 ycranoBJreHl{I,r TpyAoBoro crzDKa I{ no ApyrI4M
BonpocaM coqr{anbHo-npaBoBoro xapaKTepa;
_ BEAET )^IET BbIAAqN APXUBHbIX AEN I,I AOKYMEHTOB, OCYIICCTBJI'ET KOHTPONb 3A CBOEBPEMEHIIBIM pIX

BO3BparrIeHr,reM B xpaHr,uruIe ;

- npoBoAr4r gKcnepTr43y rleHHocTr.r AoKyMeHToB, xpaHrrrrlrlD(ct B apxllBe, cBoeBpeMerruo orSupaer r
yHLITITOXeHI{IO Aena C IICTeKItrLIMII CpOKaMI.I XpaHeHIXI;

- oKzl3brBae'i iueroAprqecKyro noMorrlb crryx6e Aenonpor,r3BoAcrBa opmHLBaIIuI{ B cocraBreHvlvl
HoMeHKJrarypbr A€n, Korrrponupyer rrpaBr4nbHocrb Qoprrruponauur v oQopMneHl4s Aen B

Aenolpor{3BoAcTBe, noAforoBKy AoKyMeHToB K flepeAarle B apxI,IB opraH]rcaquu;

- B CtD^Ias 3aKrrroqeHzjr c cooTBeTcTB)'roqlrM ) rpex(AeHueM oeAepanbHofo apxlrBHoro arerrrcTBa

Poccr,rpr AoroBopa o nepeAaqe Ha rocyAapcrBeHHoe xpaHeHLIe AoKyMeIrroB opmHI,I3aIII{tI

o6ecnequsaer noAroroBKy grlrx AoKyMeHToB Lr cBoeBpeMeHHoe rlpeAcraBneHue orrvcu Aen
rrocrosHHoro xpaHeHr.rr Ha yrBepxAeHlre gKcrreprHo-npoBeporrHofi KoMl{ccuu yxa3aHHoro apxl4BHoro

) {pexAeH}It.

4. fIPABA APXI4BA
4.L B rIeJUrx BbrnoJrHeHrrr Bo3JroxeHHbrx 3aAaq v QWxqefi apxr,IB I{Meer npaBo:

KorrrponupoBarr co6nroAeur,re s opraHr,Barluu u B ee crpyKTypHbIX noApa3AeneHI4JIX

ycraHoBJreHHBrx npaBr,rn pa6orbr c AoKyMeHTaMH, o6ecneqeHr/ur r.rx coxpaHHocrl4, Kaqecrea or6opa u
loAroToBKrr Aen K nepeAaqe Ha apxI,IBHoe xpaHeH[e;

- BHOCIiTb Ha paCCMOTpeHr4e pyKOBOACTBa OpfaHH3arIUlr [peAnOXeHI{', HarrpaBJIeHHbIe Ha yJryqlreHl4e

B crpyKTypHbrx rroApa3AeneHrlrx pa6orbr no o$opnrneHlrro AoKyMeHToB, QoprunponaHl/ilo lrx B AeJIa,

noAroToBKe AoKyMeHToB K flepeAaqe Ha apxl{BHoe xpaHeHl4e;

- rrpeAcraBnrrb B ycraHoBneHHoM rropqAKe 3arBKr,r Ha o6ecne.reHlle apxl{Ba neo6xoAuurw
o6opyAoranueM r,r Marepr,raJraMvr, npoBeAeHlre peMoHTHbx pa6or I{ T. n.;

- ) {acrBoBarb B opraHu3yeMbrx } {pe)KAeHrrflMr{ @e4epamuoro apxl4BHoro areHTcrBa Poccur,r

Meponpusrr,rrx no rroBbrrrreHvro xnarurfuraquu pa6oruuron BeAoMcrBeHHbx apxr.IBoB vI

Aenolpor.r3BoAcrBeHHbrx crryx6, frpelxAeHl{fi u npe4rtpunufi .

5. OP|AFM3ArJUA AOKyMEHTOB B APXI4BE.

5.1. [orp,renrarrrnrrft u apxuuuui (|o"a opraHIBaIII4LI.

Bcs coBoKyrrHocrE AoKyMeHToB, o6pasyroquxcr B AerreJrbHocrrl opraHlr3alluu,
cocTaBJrreT ee AoKyMeHrirnbHbrft (bo"a.

'{oryuenrrr, 
o6pa:yroqfiecr B, AesrenbHocrrr opraHI43aIIvwr rro cpoKaNI xparreHllf,

[oApiBAeJUrroTcs Ha:

! 4oryueurbr BpeMeHHoro cpoKa xpaHeHr.rr (ao 10 Jrer BKJlloqrrrenbHo);
! .qorryenrbr AoJrroBpeMeHHofo cpoKa xpaueHr{rl (cnrnue 10 ler);
! 4oryruenrbr rro cro.fi HHof o (neuuoro) xpaHeHLIt.

5.2. Opraun3arrkrs, AoKyMeHroB B rrpeAenax apxl,IBHoro (foH4a.
Ocnon#ue rroHrrr{r ra rpe6onanzr.
B npe4enax apxrBHofo 1pon4a ,yqeruo-K;raccu(furaqfioHHoft eAIanuqefi tBrffercq

eAuur,rua xparreHlrr AoKyMeHToB. EAunuqrr xpaHenfis AoDKHbr 6rrrr olrl{caHbr,

cr,rcreMaru3lrpoBaHbr, BHeceHbr B onucu u o(fopuneHbr B flopsAre, o6ecneql,IBarorleM ux )FIer,
IOLICK I,I I{CIIOJIb3OBaHUe.

EAuur.rqrr xparreHr{r (4ena).apxr.rBHoro $o"aa c}rcreMarr3l{pyrorct B rlpeAenax (bo"aa
cofJracuo cxeMe cr4creMarr.r3ar\Lrn. Cr.rcrevrarusa\vs. AoKyMeHroB (bonaa rpoBoAl{rcs B



AenolpoLI3BoAcTBe LI B apxtrBe OpfaHrr3arlkrpr npv no.{roroBKe AoKyr(eHToB K [epeAaqe
rocy.uapcTBeHHbre apxLl Bbr.

Oprannsaqlrr AoKyr!{eHToB rro nrlqHoMy cocraBy.
,{orylreuru ''o rr.FrHoMy cocraBy BbrAeJrrrorcr B oco6yro

cllcrgMarr,r3zpyrorcfi o6oco6leuuo r{ BKJrroqarorcr B orAenbH}.ro oltrcb.
PerrcrpaqlroHuo-frerHbre (fopnru AoKyr!{eHToB rro nrufioMy cocraBy (rnvrr.r,

)KypHZUIbI fleTa IIpIIKa3OB O IIpIIeMe, nepeBoAe, yBOnbHeHI{I{, JILIIIHbIX KapTOqeK, II4qHbrX
AeJr, corJriurrettuit, KoHTpaKToB I{ Ap.) BKJrroqarorcr B orrvcb AoKyr![eHToB rro nr{qHoMy
cocraBy.

Ha nra'urrre AeJIa yBoJIeHHbx corpyAHr4KoB Moxter cocraBnrrbcr orAenbHaf orrrlcb.
.{ena no n}IqHoMy cocraBy, KaK rrpaBuno, crrcreMarrr3rlpyrorcr rro xpoHonorraqecKoMy

lppl3HaKy. B apxuaax KpyrlHbrx opraHrr3arlrafi c 6olrruvM KoJrtrqecrBoM pa6ornzroB Momer
LtcrloJlb3oBarbcr crpyKTypHo-xpouonornqecmft npr.rHrlr{[ crrcreMar]r3arlwr Jr]rrHbD( Aen.

B npegenax Kax(Aofo roAa Aena flo rr{qHoMy cocraBy cLrcreMarr{3r4pyrorcr rro
crerleHl{ Baxuocrl4 - rIpLIKa3br o 3arrr{cnenvrvr Ha cnyN6y (n yre6noe 3aBeAeHr.re u t.4.),
rIepeMeIqeHI4I'I, )rBoJIEHeHur4 (oxouuanuu yre6noro 3aBeAeHvfr. vr r.4.), maqeBbre crrera,
crII4CKlI, )KypHanbl rrera AoKyMeHTOB ilO rr{rrHoMy cocraBy, Apyrfie pefr{crparlr4oHHo-
rreTHble AoKyMeHTbr, JIr,FrHbre .4eJIa.

Jha'nrrre Aena u JILInHbIe KaprotrKrr yBoneuHbrx corpyAHLrKoB orHocrrc.rr K roAy
yBonbHeH[rl 14 cl{creMarl{3l4pyrorcr B rrpeAenax xaxAoft lpyrrrbr rro an(fanury
(favr.rnuff.

6. YqET,IIOKYMEHTOB B APXTIBE.

6.1, O6rque rpe6onaru4r K frery roKyMenroB.
Y'rer AoKWeHToB B apxuBe opraHu3arlurr - aro orrpeAeneHr4e ux KonuqecrBa 14

cocTaBa B
ycraHoBneHHbrx eAI4HlIIIax frera E Szrcaqvx (pervcrpaqrax) rpr4Ha,4nexHocrrr

raxlofi eAzHI{IIbI frera K orIpeAeJIeHHoMy KoM[neKcy z o6rqero krx Korr,rqecrBa B ]ru{erHbx
AOKyr\4eHTrX.

floa frerHblM AoKyMeHToM [oHr4Maercr AoKyN[eHT ycranonrennofi
(pzrcupyroqufi locryrrJreHr{e, nu6bruEe, KorfqecrBo, cocraB fi cocrosHlle
AOKyr\[eHTOB B eAr{Ht4rlax rreTa.

Yqer AoxylrenToB B apxLIBe opraHrcarllrrr rBJrrercs oAHuM lrs cpeAcrB o6ecueqenzs
llx coxpaHHocTr{ 14 KOHTpOnt 3a I,IX HaJlr{rrr{eM.

Yuery rloAnexar Bce xpaHtlqvecfl B apxr{Be oprarrr{3arl[r{ AoKyMeHTbr, B ToM trficre
Heorrr4caHnbre lr HerrpoQranrrrrre AJrr AaHHoro apxlrBa.

Yver nporcBoAllTct [yreM rlpucBoeHrlr apxrrBHbrM AoKyMeHTaM (e,qznuqav yqera,
eAr{HLtIIitM xpanenrx) }^rerubrx HoMepoB, flBJrrrorquxc.rr qacrbro apxraBHoro rura(fpa.

Apxunnuft mzQp - o6osHaqeHl,Ie, HaHocr{Moe Ha KaxAyro eA[H]rqy xpaueHrarr c rlenbro
o6ecneqerl}I.f, ee y'reTa vI Ia4enru(furaqrfi. Apxnrnrrft urn$p co"to"t n3 HoMepoB:
apxl4BHoro (fou4a rlo crrrcKy Qon4on apxr.rBa opraHlrarlkru fi qepe3 Apo6r ro crrr4cKy (|o"ao"
rocyAapcrBeHHoro apxl4Ba, pICTOTIHLTKOM KOMIIneKToBa]f^]1rs. KOTOpOTO rBJlferc.f opfaHr{3arlr4r,
apxunnofi KoJrJre_KrII,rr4 ) orrvtcvI, eAlrHrrrrlbr xpauerrlrr.

- Horraep %pxu"noro {on4a [pr4cBar{Baercs rocyAapcrBgHHbrM apxr.rBoM 11ocne
g(fopunenut rrepBoro fiocDmneHr.rr ' roKyMeHToB opfaHr{3arlrrr4 Ha rrocro.,ruHoe
xparreHrre.

6.2.Elurrurlbr frera.
ourosHrndl'I oAI{HITIIaMI yqera AoKyMeHToB He3aBr{c[Mo or Br,rAa Hocr4renx, cnoco6a

u rexHr,rKtr 3aKperrJreHrax r.tr(f opuarlr{u sBrfiorcr :

E apxurnrrft $ou4, apxr.rBrlar KonneKrlr{r;

fpyrrry,

(foprr.ru,

apxr4BHEIX



! eAunuqa xPaHeHI'It.

!.orymerrrsrJII{IIHO|oIlpoucxoxAeil:i|g.'HeIIpoilIeAmI4eHay{HoroorwIcalJivIq,
rrl4TbrBarorcq, KaK [paBI4JrO' rlo AoKyMeHTa]vI rl JrI{craM'

Heo6pa6orarrHbre AOKyMeHTbI (poccunr) yq[rbIBaIOTCs Lrs pacqeTa 150 nucros s

oAnoft ycnonnoft eAI4HlIrIe xpaHeHrlt'

EAunurla "p*""""' 
- lpIISUueCrra o6oco6lennrre AOKyMeHT VrIrur COBOKyIIHOCTB

AOKyIUeHTOB, uMelolllue caMocTotreJlbHbre 3HaqeHl',Ie'

EAuuuqa xpaHoHI,Is AoKyMeHToB Ha 6p'raxnofi ocHoBe (Aelo) coBoKy[Hocrb

AOKyMeHTOB, OTAeJrbrrbril AOKyMeHT' 3aKJIIOqeHHbIe n o6oco6neHHylo o6loxry', IIaIIKy'

Yqer AOKyM9HTOB B apx[Be opIaH]I3aq]I]I cTpoIITcs HA ocHoBe co6moAenras

rIprrHqI'IrIoB: 
aJrvrgarrvrvr,BbrprDKeHHoft r upur'reHeHlrr{ eAuHBD( .AI{HI'' yrrera; ynuQurauur'

oCHOBaHHOfi sa cO6nrOAenull [peeMcTBeHHoCT]I yqeTa apx[BHbx AoKyMeHTOB Ha BCex

cTaAr4sx pa$orrr c HraMr,r; AIIHaMIIqHOCTU, o6ecflequBaeMoft cnoenpenaellHblM ?I OIepaTLIBHbIM

BHeCeHIIeM USI{eHeHUft B yqeTnble AOKyMeHTbI uIrrtt COCTaBJIeHI'I9M HOBLIX yIeTIIbIX

AOKIMeHTOB; rIonHOTbI I',I AOCTOBepHooT[I rreTa'
IlopxAorAocTy[aKrIeTHbIMAoKyMeHTaM,aTaKXeKyIIeTHbM6agauAaIIHbIx

apxrrBao 
v-'J--- -- r 

pyKoBoAcrBa opraHr.r3arlr{I'I. Bce yreilrrre

AoKyruerr paHflTbct B xpaHl'Inllqe (uttu clleqflaJlbHo

BbIreJIeH rruqecKux rura(fax'

7'iloP,flAoKBEAEHI4'oCHoBHbIXyqETHbIXAOKyMEHTOB.
7.1. OcnonaHneM rax,qoft 3a]ilvcfiB ocHoBHbD( frerHbrx AoKyMeHTax flBlIsercs"

- npu nocmynneHuu dotgueumos 6 apxus opzaHu3aquu:

!cAaToqHbleofl}IcucTpyKTypHbrxlloApa3AenerruftHaAoKyMeHTbIIIocTo'HHofo'
AOnroBpeMeHHOrO (CUbIIIre 10jler) xpaHeHI'It u rlo JITIIIHOMy CocraBy (upranoxenue l2);

I csoAHafi HOMeHKJrarypa AeJr opraHu3arlvrvt vrrw HOMeHKJIarypa AeJI CrpyKTypHofo

rroApa3AeneHr4f, c o$opulennofi rarorosoft 3afII'ICbIO O KOJIIIqecTBe 3aBeAeHHbx pl

3aKoHqeHHbD( AeJI.

- npu eat6utmuu dorcyueHmor u3 apxuaa opzaHu3al4uu:

E arr fiprreMa-Ilepe&ailv AOKyMeHTOB Ha IIocTotHHOe xpaHeH]Ie B rocyAapcTBeHHbI]I

apxliB \rlrvr apxrlB Apyroff opraul{3 aulru ;

n arr Bo3Bpara AoKyMeHTos co6ctseHHllKy;

! arr o BbrAeneH[I,I K yHI4TITOXeHI',IIO AOKyMeHTOB' He [oAJIexaIIII4X XpaHeHIIIO;

D arr o ne o6napyxeHl{U AOKyMeHTOB, [yTI{ po3bICKa KoTOpbIx ucqepflaHbl;

fl arr o Herrc[PaBrIMbD( rIoBPexAe

- no p%yubmamaM nbrnotmeHun pa6om (cocmaeneuun ceoduutX

onuceil, HAyVHOZO onucaHut dotEUeumo| uuttHOZO npou'*o*deuun' apxu1Hbtx xonnerct4uil'

cocma,treHun onuceti oco6o qeHHbtx den u dotEueumoe, cmpmcoTozo Qouda u fiouda

nO Jrb s O 6 AHItfl , c o s d auun o 6u e d uu e uHbN apxu1Hwx S O ud O e' np O 6 epKu

! arr.o6 o6napyxen"" ao*ylr."rOr (ne orHoc{Iquxct K AaHHOrrly (fou4y, apxrBy'

HeyqreuHbx u r.A.).

Knura
Knura

TeKylqux u IIT
* ASn B apxuBe opfaHl',I3aqlll4' cBt3al{Hbx c

AalrnefiureMy xpaHeHI4Io' flepeAaqeff Aen

freTa IIOCTyIIJI9H41 u 13st6blT1lfi AOKyMSHTOB cnyxl{T oCnOrOfi Anfl CoCTaBJIeHut JIIIcToB

(f oIr4on, nacropTa aPxlIBa.

Kax,qoe rrocryrlneul,Ie vllrr
HOMSp.

su6urfle rroJrfraer caMocrosrenurrrft nopx4ronrd



ECln nOCtynJIeHlIe COCTOI{T lI3 AOKW9HTOB HSCKOJIIKI'Ix (!on4Oe' TO AaHHbIe rro

Kax,{oMy oorrAy (narranue (!ou4a, efo HoMep u r.A.) 3aIII{cbIBaIoTct c HoBoft crporu 3a reM

xe floptAKoBbIM HoMepoM' 
roKwreHToB B aDx[r (bonA, BeAercs

vqer [ocTy[neHr4s u err6rrrut AoKyN{SHTOB B apx[Be, xpaHtIIIgM OAI'IH

rro JIlIcry (fon4a.
Apxun OpmHll3aqvfir Co cnOXnOft cTpyKTypoft uOXer rILITbIBUITb B KHI4fe )rqeTa

rrOcTyIIneHI4t vI nsr6rrrus AOKyM9HTOB CtIMOCTosTe1tbHO IIOcTyIIJIeHI'I9 vl^llllr srr6rrrue

AOKyMeHTOB Ka)KAOTO crpyKTypHofo rIoApa3AeJIeHut'

Ecnu AoKyMeHrbr (bon.4a IIO0TyII or B apxllB BIIepBbIe, ro HoMep (pon4a

rrpocTaBJureTc.rr B KHr4re rreTa rIocTyIIJIeH[s r,r srr6blrus AOKyN{eIITOB IIOCJIe [pI4CBOeHI',Ifl eMy

HoMepa [o ClIIcKy (pOn4oe. EClra flOcTyIILIBIII]Ie AoKyMeHTbI tBJItIOTCt qaCTbIo SOn4a' yxe

r,rMergrqerocs B apxuBe, TO B COOTBeTcTByIOUeft rpaQe KHIIII{ yKa3bIBaeTCt HOMgp'

rrplroBoeHHuft erortry oOnly pauee. Ecnn uoCryntlll:ltLr:Ilut rrr6rrm HeOIIIICaHHbIe AOKyMeHTbI'

rc r rpa(pe 6 aenaercs otr"t*u, "He o[I4CaHbIrr, a cBeAeH]It o6 o6rervre AaroTcs n 13 u 14

rpa(bax.
ExeroAno B KHlrre rreTa IIOCTy[JIeHfis u srr6rrrl{t AOKyM9HTOB IIOABOAI',ITCfl }lTOr

KoJrlrqecrBa [ocryIrI',IBIrIUx u grr6uB[Iax 3a roA AOKyMeHTOT (lel)'

8. ZCTIOJIb3OBAHI4E AOKyMEHTOB APXI',lBA'

8. l. Ilonsrr,re ]rc[oJl63oBaHus AoKyMeHroB apx]IBa'

IrlcuOurgOnanue apxfiBurrx AOKyMoHTOB - IIp]IMeHeHIIe un(fOplvraquu apxuBHbD(

AoKyMeHToBBKynbTypHBIx'HarIHbrX,[IoJII4TI4IIeoKI.IX'SKoHoMI{IIecK}IxIIeJUIX}IN|$
o6ecueqerurt 3aKoHHbx rlpaB rl unTepecoB rpaxAaH'

,{oryrvrenrH apxr.rBoB opranulaquft sBIf,IOTCfi oTKpbITbIM}I Anfl I{cfIoJIb3oBaHI',If,

apxlIBOM U noJIb3oBaTeJItMIA.

Zcxffo'reHl{e cocraBiuler AoKyMeHTrIpoBaHHaJl nnlpopuauu.f,, orHeceuHax

3aKOHOAaToJIBHbIMII aKTaMLI K KaTeIOpuu OfpaHI'IqeHHoIo AoCTyIIa'

Ilopxgor rc11oJlb3oBagus AoKyMeHroB Apxrannoro Qou4a Poccuftcxofi @e4epaqull'

HaxoAtlquxct Ha BpeMeHHOM xpaHeHI'II{ B OpIaIII43aIIu'ttx, oflpeAeJlteTgfl' L4MVI Ha ocHoBe

HacrotilIef o flonoxenlrs.
o cnonnrnr,ru (f opuarr,ru I{oII o Jrb3 o B aHI{.[ AoKyM eHToB apxxBa f, B JISIOTCfl :

un<[oprvrupoBallue pyKoBoAcTBa ]I cTpyKTypHbIX IloApa3Aenenuft opranlr3alltrr4' a TaKXe

Apyrux OpIaHlBaIIu[ O nalr,rqu]I B apXI,IBt1;5 Tex I,IJII'I I4HrD( AOKyMeHTOB I4 ]Ix COAepXaH[I{;

rrcrroJrHeHl{e 3aIIpoCOB rpaXAaH I'I opraHIa3allkr%r COI\IIauIrHO-IIpaBOBOTO xapaKTepa;

rroAfoToBKa Unsopuau[oHHbx MeporplltTl,Ift: SrrcraBor, ron(lepeulll{ft u Ap;

BbrAaqa AoKyMeHToB Bo BpeMeHHOe rIOJrL3 OBaHI',Ie'

Irln(fopnflapoBaHlre v lrcfroJrHeHr{e 3a[pocoB pyrono4urenefi opfaHI'I3aqI'I[ 14

crpyKrypHblx IIoApa3 ge;1euuit, a TaKxe lpyr1ax opraHII3aIII4fi ocylqecTBJlteTc{ apx}IBoM no

OrrpeAeneHggf TeMaTI,IKe IIo 3a[p6cy PTII1I B ]IHI'IIII4aT]IBHOM IIOptAKe n {Oprvre

un(fOpuaq[ollHoro rlllcbMa LIJILI c[paBKr4 o HaJIvtqYII'I B apxl4Be cooTBeTcTByIOqux

?In(poprr,rupoBarrfie pyKoBoAllrenefi Mo)Ker rlpoll3BoArlTbcf raKxe B $opue

reMarlrqecroft noA6opxlI xouuft AoKyMeHTon, x uo46opre xonuft [p]IJlaraeTct T]ITynbHbIfi

rrvrcT) aTaKxe IIpI4 HeO6xoAlIMOcTlI I'IoTOpIFIeCKIUI clpaBKa' rlepelleHb lI Apylue MaTepllanbl'

E
8.2. ilcrroo"e""e 3a1lpocoB rpDKAaH vI opranusaqraft coqlIaJIbHo-IIpaBoBoIo

xapaKrepa..I,IrrQopMaIIuscoqllanbHo-fipaBoBo|oxapaKTepaIIo3allpocaMrpaXAaHI{opraHl,I3aqu}I

BbrAaeTct 
" Oopta apxllBHoft cilpaBKll, apxl{BHoft KoII}Ifi }I apxl'IBllofi srmracrfi'

Apxurrraa crpaBKa - AoKyMeHr, do4epxarqufi apxunnyo uH(bopMallllrc o rpeAMere

3arrpoca, c yKa3aHI{eM IIOIICKOBbIX AaHHbX AOKyM9HTOB' Ha ocHoBaH]II4 KOTOpBIX OHa

COCTABJIEHA.



Apxunnax KOIIU.f, - AoKyMeHT, Bocnpoll3nOlqlryIft TeKCT Ulu raso6pDKeIII{e apxIIBHOfO

AoKyMeHTa' c,yKa3aHrreM efo [o]IcKoBBX AaHHbD(' ' qacrr TeKCTa
ApxranuaxBblIIIIcKa-AoKyMeHT'AocnoBIIoBocIIpoll3BoAfIIIlII4

apxlrBHoro AoKyI![eHTa, oTHocsilIyloct K oIIpeAeJIeHHoMy Borlpocy' Qarry unfi n]Iqy' c

yKa3aH[eM rIo]lCKOBbfx AaHlrbrx AoKyMeHTa 
ilrrcbMeHHoro

Apxrnrrrrec[paBKu,BbIIII{cKIIvIKonI4L|BbIAaIoTc'HaocHoBaI{I4I,I
tutnotlroob3oBareJrr, 

xoropsrfi Aonxe' coAepxarb HalrMeHoBaHue (u aApec npu uepecrtlre)

opfar{}r3arluu (apxnra), roropofi oHI{ a'4pecoBallbl; }I3JIOXeHLIe CyilIecTBa 3aIIpOCAi

Qarrlr.uuro, r,rM.f, u Or"artro o6puru*ruefocfi; efo alpec' KOHTaKTHbIo renesonil; [ury tr

NI4IIHYIO TIOAIII'ICb.

o6paruerrur FpaxAaH, B KoTopbD( oTcyrcTByIoT Qarrlunura, aApeca !| IIoA[}IclI

O[parUarOUI4XCfl,CqIITaIOTCflaHOHI'IMHbIMI4kI]HeIIOAneXaTpaCCMOTpeHI'IIO;IIpUII4tilIOM
o6paqenrau [prr Harrr4tllllu (larvrunu v n aweca HeAocTalorqar ransopMalluq uoNer 6rrTb

BocrloJlrreHa' nnrr,"qmrro-rrllal rpax'.alr vl
CporuciloJlHeHus3allpocoBcoqfianbHo-qpaBoBoroxapaKTepa

opraHr43arlra[ no MaTepr.raJIaM apxuBa He AOJIX9H IIpeBbIIIIaTT 30 aneft co AHt pel]IoTpaquu

o6parrlenur. flpu cJroxlrbrx 3 mpocax ap& to*"t 6"t'" [poAJIeH' Iro He 6olee qerra sa 30

ruLr " 
o6ssarenrHbrM yBeAoMJIeHlIeM o6 eron'r 3aflBvreIrs"

cpoxucIIoJIHeHuq3allpocoBcI{cIIOJIb3OBaHI',IeMTOJIbKOHayqHo-ClpaBotlHoro
arrrrapaTa apxr,rBa - ne 6olee 15 anefi c MOMeHTa per,l4oTpaqur',r o6parrlenrar'

ApxunnHe cilpaBKI,I cocTaBJltloTcfi, HA ocHoBaHLIlI AOKyMeIITOB (uoAnuuHlIKOB I',I

3aBepeHHbx ronuft), xpaHflIllflxcfi B apxuBe; IltcIIOnb3OBaHI',Ie II$aBepeHHbx AOKyMoIIToB'

oTHOCfir[I,rxr" ta 
"OrrpOCy 

O6paU e1v1s'> OrOBapHBaeTCs B TeKCTe CIIpaBKI4 ("ne:anepennar

rourar"). flpu orcyrcrBllfi B apxllBe AoK]MeHroB, coAepxalqflx cBeAeH]It rlo

3arrpamr,IBaeMgMy BO[pOcy, apxI4BHiUt cIIpaBKa MOXeT 6rrrr srlqaHa IIO xpaH-t{IquMCs B

apxrrBe IIeqaTHBIM MaTepllanaM' OTHOCtilIuMcs K IIpeAMeTy o6parUenuq' C Toqubrrr,t lI [oJIHrIM

yKa3aHIIeM I4CTOaIHI'IKa 
^i,, *,^^r"p sq 6r

Apxunrrrrec[paBKI{ccTaBJIflIoTcfIIoycTaHoBnerrrroft(|opr"rerra6larrreapx}IBHolI
crIpaBKI4 ulu o6tqerrl 6nanre oprarru3aquu'

BcIIpaBKeIIplIBoA'Tcfr FIa3BaF{pIfr,AaTEI}IHoMepaAoKyMeHToBI4u3fla|aloTcs

CBeAeII[t, IIMeIoIqueCs B Ha3BaHIIbD( AOKyMeHTax I{ oTIIoCtIqueCs K BOIIpOcy o6paUenux'

I,lgloxerrueAaeTcsBxpoHoJloruqecroft[ocneAoBaTeJIbHocTI4co6rrruf,aHeAoKyMeHToB,B
KOTOpbX OHLI OCBeIIIaIOTC''

,{onycxaerc'flpIIBoAI{TbBcIIpaBKeBbIAep}KKI,IlI3AoKyN[eHToB,3aKJIIoqa'}IxB
KaBBrrrKrr. Hazsaflus.opraHu3aqufi n rexcre c[paBKrI rIpI4 rlepBou ynotpe6Ireuvlv ilpl'IBoAtrct

rroJrrrocrbro, a " anioou" rrx o(fraquanrno fiplr'ffbre coKpalqe'I'fi; rlplr noBTopHbx

yrloMllHaHlltrx - TOJrbKo coKpaIIIeHHbIe'

BcnpanryBKJIIoqaIoTcfiToJIbKo.cBeAeH[''yIIoMI4HaeMbIeBAoKyMeHTax.
B rercre aprurnoft C[paBKLI He AOIIycKaIOTCt KOMMgHTapuu', co6ctneHHble BbIBOAbI

flcno JIHUTeJIfl rlo coAepxaHl{ro ucrIoJIb3OBaIrHbx AOKyMoHToB'

Apxunnar cIIpaBKa IIOAIIIICbIBaeTo' pyKoBoAUTeJIeM opfallll3aulll4 LrIWr

rIoApa3AenelJvs.

ApxuryrHe KOIIIIII lI BbIIIIICKII lI3 AOICyMeHTOB BbIAaIOTCfi B COOTBeTcTBIIII C 3aIIpOcoM'

LlAenrl.r.ffiocTb IIOAIUHHI'IKy BbI,4aHHbIx apxl'IBHbIX ronuft lI BbIfIlIcoK 3aBepreTct

- rroArrlrcbro pyKoBOAr{TeJrfl opfaH}I3aqw] prIM yIIoJIHOMOTIeHHOTo uM JII4IIa (pyrono4urelx

rroApa3Aen eilvr'-,B COCTaB KOTOporo BXOAIIT apxun) u rep6oroft fIerIaTbIO OpfaHLI3auI',IlI'

Brmracra [po]I3BOA]ITCS TOJIbKO I{3 AOKWeHTa' B KOTOpoM COAepxI',ITct HecKoJIbKO

oTAeJrbHbD(, He cB.rr3aHHbrx MexAy cofoft BOIIpocoB' Bsmracra AOJI6Ha BOCIIp6I'I3BOAIITI

uonnblft TeKCT qacTfi AOKyMeHTa, oTHOCfiIqeficx r 3aIIpOCy'

[onycraercr l43lJ'dTve vB apxI,IBHbIx AoJI pT BbI,qaTIa BJIaAeJIbuaM |4IIp| ux

poAcTBeHH[KaM IIoAJIIIHHbD(. JIIIqHbx AoKyMeHToB o fpaxAaIIcKoM cocToflHI,II4' 06



o6pa:onanulr, TpyAoBbrx KHlIxteK r{ Apyrr{x, He flonfreHulrx B cBoe BpeMr BJraAenbrIeM

AOKyMeHTOB.

floAlrasnrre JILrIHbre AoKyMeHTET BbrAarorc.tr c pa3perueHrrr pyKoBoAr4Ters
opfaHH3aIIvIvI3affBVrreJItM rIO IlpeAbf,BneH]rr{ [aclopra, r.rHoro AoKyMeHTa, yAocToBeprrorqefo
JITIqHOCTr, I{X pOACTBeHHIAKaM }rJrr{ AOBepeHHbIM nr,rrlaM HOTapI4anbHo sanepennoft
AoBepeHHoctu. IIoAII,IHHIIe JII,IqHbIe AoKyMeHTbr Moryr 6rrrr srrcrarrbr 3airBlrreJrro rIeHHbrM
TII|ICbMOM.

Opranauu [paBoloptAKa I,r3 apxuBa Moryr 6rrrr zgrsrbr AoKyMeHTbr B coorBercrB]rr{
c 3aKoHoAareJrbcrBoM Poccuftcroft (De,qepaqru.

Ha uecro pl3btroro roKyMeHTa B Aeno BKJraAErBaercf c[paBKa o BbrAaqe, c:aflTar c
HerO KOIrI{t LIJII'I B fIeTHbIX apXLIBHbD( AOKyMeHTaX AenaeTc.fl OTMeTKa O6 vr3tfrTvrn,
yKa3blBtlloTct HoMep, Iiara n Ha3Barrr4e AoKyMeHTa-ocHoBaHu_fi Nrs. vtgrfrTvrs) a TaKxe
pacrrlcKa ronyr{aren-s AoKyMeHTa (upu nra.nrofi nepe4a.re).

flpn orcyrcrBlala B apxLIBe 3anparrrr{BaeMbx cseAeHuft orpwlarenrnrfr orBer
cocraBJlterc . Ha 6lanre ilrlcbMa opraHu3arluu. B HeM yKtBbrBaercr (paxr orcyrcrBrrr B

AoKyMeHTax apxvBA l{HTepeoyloqt4x 3af,BllTenq CBeAer^uir u AarOTcf, peKOMeHAarIupr, KygLa
cne.4yer o6parurrcs sa Heo6xoAzIraoft rau$opuaqueft. B cnyqaflx orpr4rlarenbHoro orBera,
coAepxaTTlero cBeAeHrIx o6 orcyrcrBrll4 B apxvBe neo6xoAraubrx AoKyN(eHToB BcneAcrBr{e r{x
ru6etru r.rJM yrparbr.

5. OTBETCTBEHHOCTb 3ABEAyrOrrlFf O Apxr{BOM
5. 1 . ,{olxHocrHoe nuqo, KoropoMy [op) {eHo 3aBeAoBaHue apx}rBoM, Hecer orBercrBeHHocrb 3a
cocro.lHr{e pa6orlt apxl{Ba I{ BblnonHeHve Bo3Jro)KeHHbx Ha Hefo 3aAarr u $ynxrgafi.


