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MNOJIOKEHHUE
06 apxuBe MyHHUMNATLHOIO JONIKO/ILHOIO 00PAa30BATEILHOTO YUPEXKICHHS!
«dercknii can Nel « Ckazka»

1. OBLIHME NOJIOXKEHMA

1.1. B MyHHUMNIATbHOM [101IKOTBHOM 06pa3oBaTebHOM yupexaeHHu aetckuii cax Nel «Ckazka» (nanee
— YupexkaeHue) 1isi XpaHeHHs 3aKOHUYEHHBIX JIe/IONPOH3BO/ICTBOM A0KYMEHTOB CO3/1a€TCS apXHB.

1.2. YupexuieHue BbIAENsET MOl apXMB NOMELLEHHE.

1.3. 3aBeoBaHME apXMBOM MOpPYHaETCs OTBETCTBEHHOMY 38 apXHB JIULLY, HA3HAYaEMOMY TIPHKA30M
PYKOBOJHTE/ISi OPraHu3aLum. .

1.4. B cBoeii paboTe apXuB OpraHM3aLiK PyKOBOACTBYETCA 3aKOHONATETbHBIMH aKTaMu POCEHiiCKoi
deepaliuu 110 apXMBHOMY Jielly, HOPMATHBHO-METOAMYECKHMH AOKyMeHTaMH MunkyabTypbi Poccuu 1
DejiepanibHOTO apXMBHOTO areHTCTBA POCCHM, MPHKA3aMHK H YKa3aHHAMH PYKOBOJICTBA OPraHM3aLHAH U
HACTOLIUM TOJIOKEHHUEM. )

1.5. KoHTpoub 3a AeATeIbHOCTBIO apXHBa OCYLIECTBIISET PyKOBOACTBO OPraHH3aLHK

2. COCTAB JOKYMEHTOB APXHUBA

B apxus nepepatorcs:

2.1. 3aKkOHYEHHbIC AeTONPOH3BOCTBOM IOKYMEHThI, 0GPa30BaBIIMECS B AEATENHOCTH OPraHH3aIHH:
— [ieJia MOCTOSHHOrO XpaHeHHs;
— [ena BpemMeHHoro (cabitie 10 ner) cpoka xpaHeHus;
— JIOKYMEHTBI TI0 JIN4YHOMY COCTaBY;

3. 3AJJAYHM H ®VHKIIUU APXWUBA

3.1.0cHOBHBIMH 3a]a4aMH aPXHBa SBJIAIOTCH!

— KOMIJIEKTOBAHWE apXHBA IOKYMEHTAMH, COCTAB KOTOPBIX MPEIYCMOTPEH Pas3IeNioM 2 HaCTOALIErO
TIOTOYKEHHH;

— ofecrnieyeHre COXPAaHHOCTH H YUET MPHHATBIX HA XPAHEHHE IOKYMEHTOB;

— OpraHM3als MpaKTHYECKO paboThl, CBA3AHHON ¢ HCIO/IB30BAHHEM JOKYMEHTOB, XPAHAIIMXCS B
apxuBe;

- KOHTPOIb 32 NPaBHJIbHbIM (POPMUPOBAHMEM H ODOPMICHHEM J0OKYMEHTOB B /IEJIONPOM3BOICTBE,
0T60pPOM M MOJArOTOBKOMH HX K Mepe/iaye HAa apXHBHOE XPaHEHHE.

3.2. B COOTBETCTBHH C BHINONHAEMBIMH 33/1a4aMH APXHB OCYLUECTBIISET CleyIolMe (BYHKLMH: —
NPHHUMACT NOCJIE 3aBEPIICHHUA IeNONPOU3BO/ICTBA, YUHTBIBAET U XPaHUT 06pa3oBaBiKecs B
AEATEIBHOCTH OPraHM3aliK JIOKyMEHTHI, 00paboTaHHbie B COOTBETCTBHM C AEHCTBYIOUIMMH MPAaBHIAMY;
— OpraHusyet, paboTy 10 NoIrOTOBKE ONUCEli 3aBePIIEHHBIX AEONPOH3BOICTBOM JOKYMEHTOB
MOCTOAHHOIO XPaHEHHs! M 110 JINYHOMY COCTABY;

— OCYIUECTBIIAET YYET [10 HOMEHKIIATYPaM JIEll, HAXOASAIMXCH B CTPYKTYPHBIX MOApasiesieHHax (Y
MCTIOJIHUTENIEN) JOKYMEHTOB BPEMEHHOTO XPaHEHHS;

— 0becnevrBaeT NoHyH COXPAHHOCTh MPHHATHIX HA XPaHEHHE JIeT;

— CO3/1a€T, MONONHAET H COBEPIICHCTBYET y4eTHO-CMPABOYHBIH anmapar K XpaHsAIIMMCA B apXHBE J€1aM
W IOKyMEHTaM;

— OpraHM3yeT UCro/Ib30BaHHE XPaHALLHXCA B apXHBE NOKYMEHTOB;

— MH(OPMHPYET PYKOBOACTBO H pabOTHHKOB OPraHM3aLHH O COCTABE W CONEPKAHNH AOKYMEHTQB -
apxuea;

— BbI1ACT B YCTAHOBJICHHOM MOPAJIKE XPAHSALLIMECA B aDXMBE €14 M JIOKYMEHTHI 1S HCMOJIb30BAHHS B
MPAKTHYECKHX H IPYTHX LEIAX;

— HCTIOJIHSACT 3aMpoChl YHPEKACHHH U rpajiaH 00 yCTaHOB/IEHHH TPYI0BOIO CTaXA M 10 APYTHM
Bonpocam COLHA/IbHO-TTPaBOBOTO Xapakrepa,

— BEJIET YHET BbIIa4¥ apPXMBHbIX €]l U I0OKYMEHTOB, OCYLIECTBIISET KOHTPOJIb 3@ CBOEBPEMEHHbIM HX
BO3BpalllICHHEM B XPaHHUIIMILIE,

— MPOBOAMT 3KCINEPTH3Y UEHHOCTH JIOKYMEHTOB, XPAaHAILMXCS B apXHBE, CBOEBPEMEHHO OTOHpAeT K
YHHUYTOXKEHHIO J1€/1a C MCTEKLIMMH CPOKAMH XPAHEHHA;



— OKa3bIBaeT METOIMUECKYIO MOMOLIE CiTyKOe IeNONpPOH3BOACTBA OPraHU3alHH B COCTAB/ICHHH
HOMEHK/IATYPBI Ie]T, KOHTPOIHPYET NPaBHIILHOCTh (HOPMUPOBAHHA H ODOPMICHHA 1€/ B
JIeI0NPOU3BO/ICTBE, TIOATOTOBKY IOKYMEHTOB K Nepe/iaie B apXHB OpraHH3aliuH,

— B CAIyyae 3aKITI0UEHHsA C COOTBETCTBYIOMMM yupexaennem DeaepanbHOro apxHBHOrO areHTCTBa
Poccuu 10roBopa o fiepejiaye Ha rocy1apcTBEHHOE XpaHeHHe JOKYMEHTOB OpraHH3allii obecneynBaet
MOArOTOBKY ITHX IOKYMEHTOB H CBO@BPEMEHHOE NPEACTABJIEHHE OTTMCH JIEN MOCTOAHHOrO XpaHeHH: Ha
YTBEpIKICHHE IKCTIEPTHO-POBEPOUHOH KOMHCCHH YKa3aHHOTO aPXHUBHOTO yUPEKICHHS.

4. TIPABA APXHBA

4.1. B Liensix BbINOTHEHHUS BO3JIOKEHHBIX 3a/1a4 W QyHKIWH apXHB HMEET NPaBo:

— KOHTPONMPOBATH COO/IOICHHE B OPraHH3aLIHK H B €€ CTPYKTYPHBIX N0pa3/IesicHHsX yCTaHOBICHHBIX
npasul paboThl ¢ NOKYMEHTaMH, 00€CNeueHHs HX COXPaHHOCTH, Ka4ecTsa ot0opa U NOArOTOBKM A€l K
rnepejaye Ha apXMBHOE XPaHEHHE; i

— BHOCHTb Ha PACCMOTPEHNE PYKOBOICTBA OPraHH3ALIMH NPEUIOKEHHS, HAMPABICHHBIC HA YIyHUICHAC B
CTPYKTYPHBIX MOZipa3jie/ieHusix paboThbl 110 OPOPMIICHHIO IOKyMEHTOB, (OpMHPOBAHHIO KX B Jiena,
[OIFOTOBKE JIOKYMEHTOB K [lepe/ia4ye Ha apXHUBHOE XPaHCHHE,

~ MPeACTARIATH B YCTAHOBIEHHOM OPS/IKE 3asBKH Ha 0becrieueHHe apxuBa HeoOXO0AUMBIM
06OpYAOBAHHEM W MAaTePHA/IaMH, TIPOBE/ICHHE PEMOHTHBIX PaboT U T. 1.}

— y4ACTBOBATH B OPraHK3yeMbiX yupexaerusmu DesiepaibHOro apXHBHOrO areHTCTBa Poccun
MEPOTIPHATHAX 1O NOBBILEHHIO KBaMpHKaLMM pabOTHHKOB BEIOMCTBEHHEIX pXHBOB H
NeIONPOU3BOCTBEHHbIX CTYHO, yUpexKAeHHH 1 npeAnpUiTHR.

5. OPTAHM3AILIMS JJIOKYMEHTOB B APXUBE.

5.1. JlJoKkyMeHTa/bHBI} ¥ apXUBHBIHA (POHI OPFAHH3ALIHH.

Bcsl COBOKYMHOCTh JOKYMEHTOB, 00pasytomyxcs B ACATEIbHOCTH OPraHH3aliiK, COCTABIIACT €¢
JAOKyMEHTaNbHbIH QOHA.

JlokymeHTBI, 00pa3yloluecs B AeATENbHOCTH OPraHH3alnK Mo CpOKaM XpaHCHHS NoIpa3Ac/IAroTCA
Ha:~

-JIOKyMEHTBI BPEMEHHOTO cpoka XpaHerus (10 10 ner BKJIFOYMTEIIBHO);

~IOKYMEHTBI I0ITOBPEMEHHOTO CPOKa XpaHeHust (CBblile 10 ner);

~IOKYMEHTBI MOCTOSHHOTO (BEYHOT0) XpaHEHHA.

5.2. Opranu3aius IOKyMEHTOB B MPe/e/iax apXMBHOTO GoHza.

OcHoénbie noHAmus u mpebosanus.

B npejienax apXMBHOro (hoHJa yUeTHO-K1acCH(PUKALTHOHHOH eMHHLEH ABJISETCA eIMHULA
XpaHEHHA JOKYMEHTOB. EIMHHLIBI XpaHEHUS I0JKHbI 6bITh OMUCAHBI, CHCTEMATH3HPOBAHEL,
BHECEHBI B OMUCH 1 0(hOPMIIEHDI B TIOPA/IKE, 00€CTIeUMBAIOLIEM WX YYET, MOMCK W HCMOIb30BAHHE.
Enuuuubl xpaHeHus (1e/1a) apxMBHOTO OH/1a CUCTEMATHU3HPYIOTCS B NpEAeIax ¢oHaa cornacHo
cxeme cucTematuzaumn. CUcTeMaTH3alMs JOKYMEHTOB (POH/1A IPOBOAMTCA B ASJIONPOU3BOJICTEE H B
ApXHBE OPraHM3aLMK TPH TIOATOTOBKE J0KYMEHTOB K NEPEAate B rocy1apCTBEHHbIC apXUBbI.
Opeanuzayus, 0OKYMENMO8 No IUYHOMY COCMasy:

JIoKyMEHTBbI 10 JIH4HOMY COCTaBY BBIAC/IAIOTCS B 0co0yto rpynimy, CHCTEMATH3UPYIOTCS
060Cc06IEHHO M BKJIIOYAIOTCA B OTAC/IbHYIO OMHCE.

PerucTpauMoHHO-yueTHbIe GOPMBbI JOKYMEHTOB [0 JIAYHOMY COCTaBY (KHMTH, )KYpHAJIbI ydeTa
MPUKA30B O PUEME, MePEBOIE, YBOILHEHMUH, INUHBIX KAPTOUCK, THYHBIX 1€, cornaweHu,
KOHTPAKTOB H JIp.) BKIIOYAIOTCS B OMHCH IOKYMEHTOB N0 JINYHOMY COCTABY.

Ha ninuHbIC fIe/a yBOJIEHHBIX COTPYAHHKOB MOXET COCTAaB/ISTHCS OTAC/IBHASA OTHCh. Ny 7
Jlena no JIMYHOMY COCTaBY, KaK IPaBHIIO, CHCTEMATH3HPYIOTCS N0 XPOHOIOrMHECKOMY MPU3HAKY. B
apXMBaX KPYIHbIX OpraHu3aiyii ¢ GoMbIIMM KOIHYECTBOM paBGOTHHKOB MOXET HCTIOJIb30BATHCA
CTPYKTYPHO-XPOHOJIOTHUECKHIi MPUHIYAN CUCTEMATH3ALIMHA JINTHBIX AEI.

B npezenax Kaaoro roja je/ia no JM4HOMY COCTaBy CUCTEMATH3HPYIOTCH 10 CTENEHH BAMHOCTH -
MpHKA3B O 324MCIICHIH Ha ciyxOy (B yueOHOE 3aBEICHHE H T.J1.), IEPEMEIIEHUH, YBOJIBHCHUU
(oKOHYaHUHM yueBHOTO 3aBeICHHs H T.1L.), THLIEBbIC CUETA, CITUCKH, KYPHAJIbI yueTa JOKyMEHTOB 110
JIMYHOMY COCTABY, APYI'Me PErUCTPALMOHHO-Y4ETHBIC IOKYMEHTBI, JIMHBIC eI,



JIMunble aena v IMYHbIE KAPTOUKH YBOJNEHHBIX COTPYAHHKOB OTHOCATCA K rOAY yBOJBHECHHA H
CHCTEMATH3MPYIOTCA B Mpee/ax KaxA0M rpyrisl o angasuty GaMHITHA.

6. YUYET JOKYMEHTOB B APXHUBE.

6.1. O6wue TpeboBaHMA K yYETY JOKYMEHTOB.

VyeT J0KYMEHTOB B apXUBE OPraHU3aliy - 3TO ONpe/ie/ieHHe WX KOIMYEeCTBa U cocTasa B
YCTAHOB/EHHBIX EAMHULAX yueTa U GuKcaums (perucTpaiys) NpUHaIeRHOCTH KaXK10H €AMHHLIbI
y4eTa K Onpe/Ie/IeHHOMY KOMILIEKCY M 001Iero ux KOIHYECTBA B YUETHBIX JOKYMEHTAX.

TToa y4eTHBIM JOKYMEHTOM NOHUMAETCS IOKYMEHT YCTAHOBIEHHOM (GopMbI, (ukcupyromui
MOCTyIUIeHHe, BEIOEITHE, KOJIMYECTBO, COCTAB H COCTOAHHE ApXMBHbIX JOKYMEHTOB B CAMHHLAX
ydera. |

VyeT JOKYMEHTOB B ADXMBE OPraHU3alMK ABJISETCA OJHUM M3 CPECTB 0DeCTIeueH s UK -
COXPAHHOCTH H KOHTPOJIA 3@ HX HaJIHYHEM.

VyeTy noasexar Bce XpaHAIIHecsa B apXUBe OPraHH3aLMK IOKYMEHTBI, B TOM YHCJIC HCOMMCAHHMIC H
HernpoduiIbHBIE A5 JaHHOIO apXHBa. )

V4eT npOH3BOAKTCS TyTeM NIPHUCBOCHUS apXMBHBIM I0KyMEHTaM (CAMHHLIAM Y4€Ta, eIMHHLIAM
XpaHEHHs) YHeTHBIX HOMEPOB, ABJIAOIIMXCSA YACTBIO APXHBHOIO WH(pa.

ApxHuBHBIH WP - 0603HaYEHHE, HAHOCMMOE Ha Kaj1yiO €AMHUILY XPAHCHHA C LIENbIO obecrnieueHus
ee yueta u uaeHTHbUKALMK. APXHBHBIH NP COCTONT H3 HOMEPOB: APXHBHOTO ¢onza no cnucky
(oHa0B apxuBa OpraHM3alMKU U Yepe3 Apodb No CIHCKY (OHI0B rocy1apCTBEHHOIO apXHBa,
MCTOYHMKOM KOMIUIEKTOBAHMS KOTOPOTO SABJIAETCS OPraHu3auus, apXMBHOH KOJLIEKLIHH, OITHCH,
eAMHHUIBI Xpanenus. Homep apxuBHOro GoH/a MpUCBAUBACTCA roCyIapCTBEHHBIM apXHBOM MOC/IE
ohopMIEeHHS NEPBOrO NOCTYTUIEHHS IOKYMEHTOB OPraHH3aLMH Ha MOCTOAHHOE XPaHEHHE.

6.2. Enununer yyera. .

OCHOBHBIMM €JMHULAMH YIETa JOKYMEHTOB HE3aBHCHMO OT BHJa HOCHTEJIS, Crocoba 1 TeXHUKH
3aKperieHus HHPOpMaLHu SABISIOTCSA:

apXMBHBIH (OH/, apXHBHAA KOJUICKLHA;

€/IMHULIA XPAHEHHSL.

JIOKYMEHTBI JIMYHOTO TIPOMCXOMKICHHSA, HE MPOLLE/IINE HAYYHOTO ONHCAHMUS, YUHTBIBAIOTCH, KaK
NpaBUJIO, MO JOKYMEHTaM H JIMCTaM.

HeobpaboTaHHble JOKYMEHTBI (POCCHINB) YHATHIBAIOTCA U3 pacicTa 150 HCTOB B OHOMH YCJIOBHOH
€IAMHHLE XpaHEeHH.

Enuunia xpaHeHus - Gusndeckd 060c00I€HHbIE JOKYMEHT WM COBOKYITHOCTE JOKYMEHTOR,
MMEIOLIME CAMOCTOSTEIbHBIE 3HAYEHHE.

EAMHHLA XPaHEHHUs! JOKYMEHTOB Ha GyMaHO# OCHOBE ([1€J10) COBOKYNHOCTE IOKYMEHTOB,
OT/e/bHBIH JOKYMEHT, 3aK/TI0YeHHbIe B 060c061eHHYI0 0610KKY, NArKy.

YyeT JOKYMEHTOB B apXMBE OPraHH3alliH CTPOUTCS Ha OCHOBE COOJIIO/ICHHUSA NPUHLITIOB:
LIEHTPaNH3alI1MH, BEIPAKCHHON B NPUMEHEHHH CAMHbIX E/IMHULL y4eTa; yHU(HKALMH, OCHOBAHHOM Ha
cO6IIOIeHUH TPEEMCTBEHHOCTH YY€Ta apXMBHBIX IOKYMEHTOB Ha BCEX CTaaMsX paboThl C HUMM;
JMHAMMYHOCTH, 00eCTIeYMBaEMOii CBOEBPEMEHHBIM H OTIEPATHBHBIM BHECEHHEM H3MEHEHUH B
y4ETHBIE JOKYMEHTBI HJIH COCTARJIEHHEM HOBBIX YYETHBIX JOKYMEHTOB; NOJIHOTBI H I0CTOBEPHOCTH
ydera.

[Mopsinok A0CTyMA K yYETHBIM JOKYMEHTaM, @ TAK/KE K yHETHbIM 6a3aM JaHHBIX apXHBa OpPraHu3aliuu
OmnpefeNsercs Npuka3oM pyKOBOCTBA OpraHu3almi. Bee yueTHbIe JOKYMEHTBI apXHBa OpraHn3aLiu
JIOJKHBI XPAHUTELCS B XPAHUIMILE (MM CIICHABHO BBIJEICHHOM noMelineHux) B ceiidax uiu
METaIIHYECKHX Kadax. Mo T

7. MOPSANOK BEJIEHMSI OCHOBHBIX YYETHBIX JOKYMEHTOB.

7.1. OcHOBaHHMEM KAXA0H 3aNUCH B OCHOBHBIX YUYCTHBIX JIOKYMEHTaAX ABJIACTCA:

- MPY TIOCTYTUIEHHH [OKYMEHTOB B @DXHB OPraHH3aLIMK:

CATOYHBIE OTTMCH CTPYKTYPHBIX MOAPa3/ie/ieHUH Ha JOKYMEHTBI NIOCTOSHHOTO, 10/ITOBPEMEHHOr0
(cBbime 10 neT) XpaHEeHKs | 110 JIMYHOMY CoCcTaBy (npuaokenue 12);

(]



CBOJHas HOMEHKIIATYpa J1e]l OPraHH3alMK HIIH HOMEHKJIATypa Jiell CTPYKTYPHOTO MOApa3/ie/IeHHs ¢
othopMIEHHOMH HTOTOBOH 3aMHChIO O KOJIMYECTBE 3aBEACHHBIX M 3aKOHYCHHBIX JIeT.

- npu 8b1OBIMUU OOKYMEHMOE U3 APXUBA OP2AHUIAYUU!

aKT MpHema-nepeayv JOKYMEHTOB Ha NMOCTOSHHOE XpaHEeHKE B rOCYIapCTBEHHBIH apXUB WIIK apXuB
JpyToit OpraHU3aLu;

aKT BO3BpaTa JOKYMEHTOB COOCTBEHHMKY;

aKT O BbIAENCHHH K YHHYTOMKEHHIO JOKYMEHTOB, HE TOJ/ICXKALIHX XPAHEHHIO,

aKT 0 He 0OHapy»KEHHH JIOKYMEHTOB, IyTH PO3bICKa KOTOPbIX HCYEPTaHbl;

AKT O HEMCTPAaBUMBbIX [MOBPEXHKIEHHAX JOKYMEHTORB;

- NO pe3yNomamam 6bINOJIHEeHUs BHYMPUAPXUBHBIX pabom (COCMABIEHUs. CBOOHBIX ONUCET, HAYYHO20
ONUCAHUA OOKYMEHMOB IUUHO20 NPOUCXONCOCHUS, APXUBHBIX KONNEKYULl, COCMABNeHUA onuceil 0cobo
YeHHbIX 0eNl U OOKYMENMOS, CMpaxos020 QorOa U GOHOA NOALI06AHUA, CO30AHUA 0OBLEOUNEHTBIX
apxuensix (oHO06, NPoGepKuU .

akT 06 o6HapyKeHUHU JOKYMEHTOB (He OTHOCALIMXCS K JaHHOMY (OH/Y, apXHBY, HEYUTEHHBIX W
T.1.).

Knura yuera nocrynjieHusi H BbIObITHS JOKYMEHTOB.

Kuura yyera nocTynjieHqs v BLEIOBITHA JOKYMEHTOB NpeHazHaueHa 1Jisl yueTa BeeX TeKyLIUX H
MTOTOBBIX (Ha | sHBaps Ka)ka0ro roja) M3MEHEHHH B cocTaBe U 0bbeme (OHIOB H JIe]T B apXHBe
OpraHu3aluH, CBI3aHHbBIX C TIPHEMOM, BBIJICTICHHEM JIEN, HE TIO/UIeHKALIHUX JabHERIIIEMY XPaHEHHIO,
nepejaueii e/ B rocyiapcTBEHHBII WK Apyro# apxus. KHura y4yera noctyruienus U BeiObITHS
JIOKYMEHTOB CJIYXKHT OCHOBOH /1J151 COCTaBJIEHHs JIHCTOB (DOHAOB, MAcnopra apXHaa.

Kaxnoe nmoctyrieHne KK BEIOBITHE MOTy4aeT CaMOCTOATE/IbHbIH MOPSAKOBBIH HOMED.

Eciin nocryrnieHne COCTOMT M3 JIOKYyMEHTOB HECKONLKHX (POH/I0B, TO 1aHHbIE 1O KaxzaoMy (GoHLy
(na3panue QoH/A, €ro HOMEp M T.J.) 3aITUCHIBAIOTCS C HOBOM CTPOKM 3a TEM XKE MOPAJIKOBBIM
HOMEPOM. *

Yyer nocTynieHus H BHIOBITHS JJOKYMEHTOB B apXHBE, XpaHalUeM OHH (HOHJ, BEJETCH 10 JIUCTY
¢oHna. -

APpXHMB OpraHU3aLuM ¢O CIOKHON CTPYKTYPOH MOKET yYHTHIBAThD B KHHIE Y4€Ta NOCTYIUIEHHA H
BbIOBITHA JOKYMEHTOB CAMOCTOSITE/IBHO MOCTYIJICHUE WK BbIOBITUE JJOKYMEHTOB KaX/10T0
CTPYKTYPHOTO MO/pa3/ieNieHus.

Ecau nokymenTsi GpoHAa MoCTynaioT B apXUB BrepBhie, TO HoMep (HOHIA MPOCTABASETCs B KHUTe
y4eTa MOCTYIUICHHS W BbIOBITHS JOKYMEHTOB TOC/e NIPUCBOCHHUS €My HOMEpA M0 CIUCKY (PoHIO0B.
Ecnm noctynueime JOKyMEHTHI ABISIOTCS 4acThio (DOH/IA, yXKe UMEIOILErocs B apXuBe, TO B
COOTBETCTBYIOLIEH rpade KHUIM yKa3bIBaeTCs HOMEp, IIPUCBOCHHBIH 3TOMY (hoHLy paHee. Eciu
NOCTYNH/IH WK BHIOBLTH HEOMHMCAHHBIE AOKYMEHTSI, TO B rpade 6 aenaeTcs oTMeTKa: “He OnMcaHbl",
a cBezieHHA 00 o6beMe patotes B 13 u 14 rpadax.

E3KeroHo B KHMIre y4eTa MocTYMIEHHA H BBIOBITHS JOKYMEHTOB MOABOAHTCA UTOI KOJIMYECTBA
MOCTYITHBIIMX W BBIOBIBIIMX 32 TOJ IOKYMEHTOB (zen).

8. HUCIIOJIb30OBAHHUE NOKYMEHTOB APXHUBA.

8.1. TonsiTne MCcnonb30BaHKUA JOKYMCHTOB apXHBa.

HcnonezoBanne 4APXUBHbIX JOKYMEHTOB - IPUMEHEHHE HH(l)OPMa]_[HH apxpmnmx JOKYMEHTOB B
KYJIbTYPHBIX, HAYYHBIX, MTOJIMTHYECKUX, JKOHOMHUYECKHX LENsX U A obecneyeHns 3aKOHHbIX 1paB
M HHTEPeCOB rpaX</laH.

JIOKyMEHTBI @pXHBOB OpPraHM3aLui ABIAKOTCA OTKPHITBIMH /1Sl HCIIOIL30BAHUA ADXHBOM H
MOJTE30BATESIMH. Sar
HMcknroueHne coctapiser A0KYMEHTHPOBaHHas HHOPMALHA, OTHECCHHAA

3aKOHOJIATETbHBIMU aKTAMH K KATErOpUM OFPaAHMYEHHOO JI0CTYNA.

INopsaok ucnonb3oBaHus A0KyMeHTOB ApxuBHOTro (oHaa Poccuiickoit Menepaluy, HaXoasmKUXCA
Ha BPEMEHHOM XpPaHEHHH B OPraHM3aLMsX, ONpeaeseTcs HMH Ha OCHOBE HacToamiero [Monoxenus.
OcHOBHBIMH )OpPMaMH HCTIONB30BAHKS JOKYMEHTOB apXHBa sBJSKOTCS:

MHDOPMHMPOBAHME PYKOBO/JCTBA U CTPYKTYPHbIX M0/pa3JeeHHi OPraH13aLiiim, a TakoKe Apyrux
OpraHu3alifii 0 HAJIMYMK B aPXMBAX TEX MIIA MHEIX JOKYMEHTOB M UX COJEPKAHUH;

HCTIOJTHEHHE 3aMpPOCOB IPa){IaH M OpraH13aliuii CoLHaNbHO-TIPABOBOIO XapaKTepa;



MOJAroTOBKa HH(OPMALMOHHBIX MEPOTPUATHIA: BEICTABOK, KOH(EPEHLIMH H ap.;

BblAa4ya JOKYMEHTOB BO BpEMEHHOE MOJIb30BaHME.

HHpopMHpOBaHHE U UCTIONIHEHHE 3aMPOCOB PYKOBOMTENEH OPraHHU3aLMHK H CTPYKTYPHBIX
NoApa3/ieNieHUi, a TAKKe JAPYrUX OpraHnu3aLuii OCYIIECTBIAETCA ADXMBOM M0 OTpeeIeHHOH
TEMaTHKE [0 3aNpocy MK B HHHIIMATHBHOM nopsijike B opMe HHPOPMALMOHHOIO MTHCEMa HIIH
CMpPAaBKH O HAJIMYMH B apXHMBE COOTBETCTBYIOLIHNX

MHdopMUpOBaHHE PYKOBOJAMTENEH MOKET NPOM3BOAUTECS TakkKe B (hopMe TeMaTHYECKO#H NMoiGopKH
KOIMHH JTOKYMEHTOB, K N0100pKe KOMHii PUIIAraeTcs THTYJILHBIH JTHCT, a TAKKe NMpH
He0OX0AMMOCTH HCTOPHYECKas CrIpaBKa, NepeyeHb U Ipyrue MaTepHalbl.

8.2. UcronHenue 3anpocoB rpakaad v OpraHu3alMi colraabHO-MpaBoBOrO XapaKrepa.
MudopMauus coumatbHO-MpaBoBOro XapakTepa no 3anpocaM rpaxiaH W OpraHu3allii BeIIAcTCS B
(hopme apXUBHOIA CrpaBKHu, apXHMBHOM KOMMH M aDXHBHOH BBINTMCKH.

ApXHBHasi CIIPaBKa - JOKYMEHT, COAep)KaLmii apXuBHYI0 HHPOPMALIIO O NpeaMeTe 3ampoca, ¢
YKasaHHEM MOHUCKOBBIX JaHHBIX JOKYMEHTOB, HA OCHOBAHHH KOTOPBLIX OHA cocTaBJcHa.

ApXUBHas KONUs - JOKYMEHT, BOCIPOM3BOAAIIMH TCKCT MM H306pakeHHe apXHBHOTO IOKYMEHTa, C
yKa3aHHEM ero MOMCKOBBIX JAHHBIX.

ApXHBHas BEIIKCKA - JOKYMEHT, J0CJIOBHO BOCII]DOHBBOILSIL[LHH Y4CTh TEKCTa apXMBHOIO JOKYMEHTA,
OTHOCALLYIOCS K ONpee/IEHHOMY BOMPOCY, (DaKTy MK JIMILY, C YKa3aHUEM MOMCKOBBIX JaHHBIX
JOKYMEHTA.

APpXUBHbIE CTIPABKH, BBITIUCKN M KOTTMH BBIIAIOTCA HA OCHOBAHWH IMMCbMEHHOTO 3arpoca
M0/1b30BaTE IS, KOTOPbIH A0JKEH COAEPYKATh HAMMEHOBAaHHE (M a/ipec MPH NEPEChUIKE) OpraHn3aluu
(apxuBa), KOTOPOH OHH aJpeCcOBaHbl; H3N0KEHHE CYILECTBA 3aMpoca; GamMuiInIO, UMs M OTUECTBO
ofpaluarouierocs; ero aapec, KOHTAKTHLIE Tee(OHbI; AaTy ¥ JIHUHYIO TIOAMHCE.

Obpaiiesns rpak/ia, B KOTOPBIX OTCYTCTBYIOT (DaMHIIHH, aipeca H MOANHCH 00paIIAIOIIMXCS,
CYMTAKTCH AHOHUMHBIMHK M HE NMOANEKAT paCCMOTPEHHIO; NpH JIHHHOM Oﬁpal.l.lGHHH [TpH HaJIH4YHH
(amuanu 1 aapeca HegocTalowas MHGopManKUs MOKET ObITh BOCMOJIHEHA.

CpOK MCMOJIHEHHS 3aIPOCOB COLUANTEHO-TPABOBONO XapakTepa rpaXaaH W OpraHu3aLui no
MaTepHajiaM apXMBa He J0JDKEH npesbimaTh 30 auei co aHa peructpauuu obpamenus. [pu
CNIORHBIX 3aMPOCax CPOK MOKET ObITH IPOJUICH, HO He Gonee uem Ha 30 aHe# ¢ 0Bs3aTeTEHBIM
yBeAOMJIeHHEM 00 3TOM 3asBHTENA.

CpOK HCTOJIHEHHS 3aTIPOCOB C HCMOJIB30BAHHEM TOJILKO HAYYHO-CIIPABOYHOTO annapara apXusa — HE
Bonee 15 qHel ¢ MOMEHTA pErucTpaLuH oOparieHns.

ApXHBHBIE CMIPABKH COCTaBIIAIOTCS HA OCHOBAHUH JJOKYMEHTOR (TOATMHHHKOB H 32BEPEHHBIX
KOIHii), XpaHAILMXCS B aDXHBE; HCMOJIb30BaHHE HE3aBEPECHHBIX TOKYMEHTOB, OTHOCSIIHXCA K
BOTpOCY 06palleHus, OrOBApUBAETCS B TeKCTe cripaBky ("He3aBepeHHas Komus'"). 1Ipu oTcyTCTBHM B
apxmBe JOKYMEHTOB, COJIEPXKaIMX CBEACHHMS 10 3aNpaluBacMOMy BOMPOCY, apXMBHas CripaBKa
MOYKET OBITh BBIJAHA MO XPaHSAIMMCS B ApDXUBE MEYaTHHIM MaTepHaiaM, OTHOCSIIMMCS K NPEAMETY
oOpalueHus, ¢ TOYHBIM H MOJHBIM YKa3aHHEM HCTOYHHKA.

APpXHBHBIE CTIPABKX COCTABNSIOTCA M0 YCTAHOBJICHHOH (bopme Ha OaHKe apXHUBHOH CIIPaBKH HITH
obmeM G1aHKe OpraHU3aLvK.

B cripaBke NpUBOAATCS HA3BAHMS, 1aThl M HOMEPA IOKYMEHTOB U M3/1araloTcs CBE/ICHHUS,
MMEIOILHECA B HA3BAHHBIX JOKYMEHTAaX M OTHOCALLMECS K BOTpoCy obpaiueHus. M3noxenue gaercs
B XPOHONOTMYECKOMN MOCAEI0BATENbHOCTH COOBITHI, @ HE IOKYMEHTOB, B KOTOPBIX OHH OCBEILAIOTCS.
JloryckaeTcs IPUBOIMTE B CTIPABKe BBIIEPIKKH U3 IOKYMEHTOB, 3aKI04as HX B KaBbl4k. Haspanus
OpraHU3aLyii B TEKCTE CIIPaBKM NIPU NIEPBOM YTOTpebieHUH NPUBOAATCA MOJHOCTBIO, @ B CKOOKaX X
odUUMATLHO NPUHATHIE COKPALLIEHHS; TIPH NIOBTOPHBIX YIIOMUHAHUSAX - TONBKO COKPALICHHBIE.
B cnpaBKy BKJIFOYAIOTCS TOJILKO CBEICHHMs, yIOMHHAEMbIE B JOKYMEHTaX. T
B TeKkcTe apXMBHO# CHIPABKH HE J0MYCKAIOTCA KOMMEHTapHH, COOCTBEHHBIE BEIBO/ILI HCTIOTHHUTE/IS
110 CoAepPIKaHHIO HCMOJIb30BAHHBIX JOKYMEHTOB.

ApXMBHAS CTIPAaBKA MOANUCHIBAETCS PyKOBOAMTENIEM OPraHU3aLiMK MK T0/1pa3/Ie/ICHuUs.
ApXHBHbI€ KOTTHH U BBIMUCKH M3 JJOKYMEHTOB BbIAAKOTCS B COOTBETCTBHH C 3alIpOCOM.

r



W 1eHTHIHOCTH MOJTMHHUKY BbiJIaHHBIX aDXHBHBIX KONTHA M BbIMMCOK 3aBEPACTCA MOANUCHIO
PYKOBOMTE/IA OPraHW3aLMH WIIH YNIOJTHOMOUYEHHOTO MM JIMLA (PYKOBOAUTEIIS NOAPA3IAEICHUA, B
COCTaB KOTOPOro BXOHMT apXHB) H repOOBOH NeYaThiO OPraHU3alvH.

Brinucka npoM3BOAMTCS TOJIBKO W3 IOKYMEHTa, B KOTOPOM COACPIKHTCSA HECKOJIBKO OTAE/BHBIX, He
CBSI3aHHBIX MexX/1y coB0M BompocoB. Beimucka 10/KHA BOCTIPOM3BO/IMTh MOJHBIH TEKCT 4acTH
JIOKYMEHTa, OTHOCALIEHCS K 3a1pocy.

Jlonyckaercs U3bsTHE W3 apXMBHBIX J1€71 M BbiJa4a B/IaJE/IbLAM WIIH UX POJCTBEHHUKAM MOTHHHBIX
JIMYHBIX IOKYMEHTOB O IPa)IaHCKOM COCTOSAHHH, 00 0Opa3oBaHuK, TPYAOBBIX KHHIKEK U IpYTHX, HE
MOJYYEHHBIX B CBOE BPEMs BJIAJIC/IbLIEM JOKYMEHTOB.

[Toa/IMHHBIE IMYHBIE TOKYMEHTHI BBIAAIOTCS C Pa3peliCHUs PYKOBOAMTE IS OPraHU3alliH 3aABHTEIAM
N0 NMpPeABABNIEHHN NACNOpPTa, MHOTO IOKYMEHTA, YI0CTOBEPSIOMIETO JIHYHOCTD, X POACTBEHHHKAM
HITH IOBEPEHHBIM JIMIAM HOTAPHAIIBHO 3aBepeHHOM noBepeHHOCTH. [lofnvHHbIe THYHBIE JOKYMEHTHI
MOTYT ObITH BBICTAHBI 3asBHTEIIO UEHHBLIM MUCEMOM. B

OpranamMy NpaBOMNOPSIKA W3 ApXKBA MOTYT ObITh H3BATHI JOKYMEHTbI B COOTBETCTBHH C
zakoHoaTenscTeoM Poccuiickoit @eepauuu.

Ha MecTo U3BSTOro J0KyMEHTa B IeJI0 BKJIa/IbIBAETCS CIIpaBKa O BblJa4e, CHATAsA C HErO KOMHA HIIH B
YHYETHBIX apXHBHBIX JOKYMEHTaX JEJIaeTCs OTMETKA 00 U3BATHM, YKA3BIBAIOTCA HOMED, 1aTa U
Ha3BaHHE AOKYMEHTA-OCHOBAHMA 1A H3LATHS, 4 TAKXKE PACITHCKA MO/yyaTesl JOKyMeHTa (1pu
JIMYHOM nepenaye).

[Ipu oTcyTCTBUM B ApXMBE 3aNpalIMBAEMBIX CBE/ICHHH OTPHIIATE/IbHBIH OTBET COCTABIIACTCS Ha
GnaHke NUcbMa oprauu3aiuu. B Hem ykasbiaeTcs (akT OTCYTCTBHs B JOKYMEHTAX apXuBa
WHTEpeCYIOLIMX 3aABHTE IS CBECHHI U 1I0TCS PEKOMEH/IALIMK, Ky/1a Clle/lyeT 00paTUThes 3a
HeoBX0auMOil HEdopMalMeil. B ciryyasx oOTpHLIATEIHONO OTBETA, COAEPXKAIIETo CBEAEHUs 00
OTCYTCTBHHM B apXMBE HEOOXOAMMBIX IOKYMEHTOB BCIIE/ICTBHE HX THOC/H HIIH YTPATHL.

5. OTBETCTBEHHOCTH 3ABEAYIOIEI' O APXHBOM

5.1. [lO/MKHOCTHOE UL, KOTOPOMY NOPYYEHO 3aBeA0BaHNe apXMBOM, HECET OTBETCTBEHHOCTL 33
cocTosHue paboTbl apXMBa 1 BbINOIHEHWE BO3/IOXEHHbIX Ha HEro 3a4a4 U GyHKUWA.



