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NOJIOYKEHUE :

00 apxuBe MyHHIMNAJIBHOT0 KA3€HHOI0 A0KOJBbHOI0 00pa3oBaTeJIbHOI0 y4pPeKIeHHs!
nerckum caa Ne 22 «YasiOka» x. Kpacubin Ilaxaps, MunepaioBoackoro pamoHa

1. OBIIME MOJIOKEHUS

1.1. B MyHuLunaipbHOM Ka3eHHOM JOIIKOJIbHOM 00pa30BaTEIbHOM YUPEXKACHUU NETCKUU Cal
Ne 22 «YnwiOka» x. Kpacubiii ITaxapb, MuHepasoBOACKOro paiiona (nanee — YUpexaeHue)
JUIS XpaHEHUSI 3aKOHYEHHbBIX J1EJI0NPOU3BOACTBOM JOKYMEHTOB CO31AE€TCSl aPXHUB.

1.2. YupexaeHue BbIIENSET MO apXUB MOMELIEeHUe, OTBevaroLee TpedoBaHusM obecreueHus
COXPAHHOCTH JOKYMEHTOB, a TaK)Ke COOTBETCTBYIOLIEE 000pyI0BaHHE.

1.3. 3aBenoBaHHE apXMBOM TMOPYYAE€TCS OTBETCTBEHHOMY 3a apXuB JIMLY, Ha3Ha4aeMOMY
MPUKA30M PYKOBOAUTEJISI OpraHu3aliuu,

1.4. B cBoeii pabore apxuB OpraHu3aluyd PyKOBOACTBYETCsS 3aKOHOAATENbHBIMU aKTaMM
Poccuiickon @enepauuu 1no apXxuBHOMY €1y, HOPMaTUBHO-METOAUYECKUMU NOKYMEHTAMMU
Munkynetypel Poccun u @DenepanbHOro apxuMBHOrO areHrcrBa Poccum, npukasamu U
yKa3aHUAMH PYKOBOACTBA OPraHU3aLMK U HACTOSILIUM TOJIOXKEHHUEM.

1.5. KoHTponb 3a HEATENbHOCTBI) apXuBa OCYIIECTBJISET PYKOBOJCTBO OpraHM3alluvd WA
CTPYKTYPHOTO MOAPA3ACJIEHUs], B COCTAB KOTOPOr'O BXOJAUT apXUB.

2. COCTAB IOKYMEHTOB APXUBA

B apxuB nepenarotcs:
2.1. 3aKkOHYEHHbIE 1EJIONPOU3BOACTBOM JIOKYMEHTBI, 0Opa30BaBIIMECS B AEATEIbHOCTH

OpraHU3aluy U €€ CTPYKTYPHBIX NOAPA3AEICHUN.

— JieJia MOCTOSIHHOTO XpaHEeHHUS,

— nesia BpeMeHHOro (cBoite 10 jer) cpoka XpaHeHusl,

— ODOKYMEHTHI I10 JINYHOMY COCTaBY,

— IOKYMEHTBI MOCTOSTHHOIO XpaHEHHUsI U 0 IMYHOMY COCTaBY OpraHu3aLuil-
MPeaIeCTBEHHUKOB;

— CIIPAaBOYHbBIN anmnapar K JOKyMeHTaM apxuBa (OIMUCH, HOMEHKJIATYPbI J1€JI, KAPTOTEKH U
T: 1Y),



3. 3AJ/IAYU U ®PYHKIIUU APXHUBA

3.1.OCHOBHBIMH 3a/la4aMU apXuBa sIBJIAIOTCS:

— KOMIUIEKTOBAHUE apXHBa JIOKYMEHTaMH, COCTaB KOTOPBIX MPEyCMOTPEH PasiicjioM 2
HACTOSIIEro MOJIOKEHUS,

— obecrnieyeHre COXPaHHOCTU M YYET NPUHATBIX Ha XPaHEHUE IOKYMEHTOB,

— OpraHM3alMs NPAKTHYECKOi paboThl, CBA3aHHOH C MCIOJIb30BAHHEM IOKYMEHTOB,
XPAHSLIUXCS B APXUBE,

— KOHTPOJIb 3a TIPaBUIIbHBIM (POPMUPOBAHUEM U OPOPMIICHHEM NOKYMEHTOB B
NEI0NPOM3BOCTBE, OTOOPOM M MOArOTOBKO# MX K Mepeayie Ha apXuBHOE XPAHCHHE.

3 2 B COOTBETCTBMH C BBIMOJIHAEMbIMH 3a/la4aMy apXUB OCYLUECTBIISAET CICAYHOIINE
byHkuMU:

— IIPUHUMAET T0CIIe 3aBEPLUICHUS [eJI0NPOU3BOICTBA, YIUTHIBACT U XPAHUT oOpazoBaBLIKECS
B IESITEIbHOCTH OPraHU3aluy I0KYMEHTbI, 00pabOTaHHbIE B COOTBETCTBUH C NEUCTBYIOIIIUMHU
MpaBUJIAMHU;

— opranusyer paboTy o MOArOTOBKE OMUCEH 3aBEPLUIEHHBIX AEJIONPOU3BOACTEOM
JIOKYMEHTOB MOCTOSHHOTO XpaHEHUs U 1O JINYHOMY COCTaBY,

— OCYILECTBJISET Y4€eT 10 HOMEHKJIaTypam eI, HaXOAAIIMXCs B CTPYKTypPHBIX
noapasaeaeHusx (y UCIOJHUTENEH) JOKYMEHTOB BPEMEHHOI O XpaHEHHA, .
— obecrneuyrBaeT MOJHY COXPAHHOCTDb MPUHATHIX HA XpPaHEHHE Nel,

- CO371AeT. TOMOJIHSAET ¥ COBEPLIEHCTBYET y4ETHO-CIIPABOYHbIN annapar K XpaHALNMCA B
apXxuBe JejlaM U IOKYMEHTaM,

— OpraHu3yeT UCTIOJIb30BAHHE XPAHSLIHMXCs B apXUBE NOKYMEHTOB,

— uadopMHpyeT PyKOBOJACTBO U pabOTHHKOB OPraHU3aluu O COCTaBe 1 COACPHKAHNH
JIOKYMEHTOB apXH1Ba,

— BBIZIAET B YCTAHOBJIEHHOM TOPSAZIKE XPaHsIIHecs B apXuBe Aesa i NOKyMEHTbI T
MCITOJIb30BAHUSI B TIPAKTUYECKUX U IPYTUX LEJISX,

— MCMOJIHSET 3aMpOChl YUPEXKAEHUH 1 rpakiaH 00 yCTaHOBJIEHHH TPYAOBOrO CTaxa H IO
IPYrUM BOMPOCAM COLMAJIbHO-TIPABOBOI0 XapakTepa,

— BeZIeT yueT BblIa4i apXUBHBIX JIE]l K JOKYMEHTOB, OCYIIECTBIIACT KOHTPOJIL 34
CBOEBPEMEHHBIM UX BO3BPAIEHUEM B XPAHUJIHILIE,

— [IPOBOJIUT IKCTIEPTH3Y LIEHHOCTH HOKYMEHTOB, XPaHALIUXCsA B apXHBE, CBOCBPEMCHHO
OTOMpaeT K YHUUYTOKEHMIO J1eJ1a C UCTEKIIMMH CPOKaMH XpaHCHHS,

— OKa3bIBAET METOJIMUECKYIO MOMOLIb CITyKO€ 1€I0NPOU3BOACTBAa OpraHu3alumn B
COCTaBJIEHUM HOMEHKJIATYPBI J1eJ1, KOHTPOJUPYET NMPaBUJIbHOCTD dbopmuposanus u
odopMIIeHNs e B A€IONPOU3BOJICTBE, MOArOTOBKY IOKYMEHTOB K NEPE/Iaie B apXHB
OpraHu3alvu,

— B CJIyYae 3aKJII0O4YEeHHs ¢ COOTBETCTBYIOIIHUM yUPEXKACHUEM denepaibHOro apXMBHOIO
arenTcTBa Poccun oroBopa o repesave Ha rocy1apCcTBeHHOE XpaHEHNUE TOKyMEHTOB
opranuzaLuy 06ecrevnBaeT NoAroTOBKY STHX IOKyMEHTOB M CBOCBPEMEHHOC npeacTaBJIeHUe
OTTUCH J1€J1 TIOCTOSHHOTO XPaHEeHUs Ha YTBEPIKIACHHUE 3KCNIEPTHO-MPOBEPOYHON KOMUCCHH
yKa3aHHOT'O aPXUBHOTO YUPEKIAEHUS.

4. IPABA APXHUBA

4 1. B 1ensix BbIMOJIHEHUS BO3JOKEHHBIX 3a/1a4 ¥ QyHKLUH apX1B UMEET NPaBo.

— KOHTPOJIMPOBATH COONIOACHHE B OPraHU3aLMK U B €€ CTPYKTYPHBIX MOJPA3ACTCHHAX
yCTAHOBJIEHHBIX TPaBuJl pabOThI C IOKYMEHTaMH, obecrieueHus UX COXPaHHOCTH, Ka4eCTBa
oTbOpa ¥ MOArOTOBKM JIeJ K nepezate Ha apXMBHOE XpaHECHHE,

— BHOCHTb Ha PACCMOTPEHHME PYKOBOCTBA OPraHN3aLM NPEUIOKEHHs, HANPABICHHbIC Ha
yJIydLIeHHe B CTPYKTYPHBIX TOJPa3/eieHnsiX padoThl Mo 0(hOpMIIEHUIO TOKYMEHTOB,
(hOPMUPOBAHMIO MX B /1€J1a, OArOTOBKE I0KYMEHTOB K Iepe/iaie Ha apXUBHOE XPAHCHHIC,



— MPEeJCTABJIATH B YCTAHOBJICHHOM TOPS/IKE 3asBKM Ha 0OecreyeHue apxuBsa HEOOXOAUMbIM

obopy1I0BaHUEM U MaTepHUaaMu, MPOBEACHHE PEMOHTHbIX paboT U T. 1]
— yYacTBOBATh B OPTaHM3YEMbIX YupeKAeHUsIMH DeiepalbHOro apXUBHOIO areHTCTBa Poccuun

MEPOTIPUATHSX 110 MOBBILIEHHIO KBaIn(UKanu pabOTHUKOB BEJOMCTBEHHBIX apXUBOB
EJIONPOM3BOICTBEHHBIX CIYXKO, YUPEKIEHUH 1 MPEATIPUATHH.

5. OPTAHU3AIIUA JOKYMEHTOB B APXUBE.

5.1. JIokyMeHTaJIbHbII U apXUBHBIH (POH/I OPraHU3aLIHHU.

Bcst COBOKYIMHOCTD JIOKYMEHTOB, 00pa3youxcsi B A€ATEIbHOCTH OpraHu3aluy,
COCTAaBJISIET €€ JIOKYMEHTaJIbHbIN (DOHLI.

JIokyMeHTBbI, 00pa3yroIIHecs B AEATEIbHOCTH OPraHU3aLMK MO CPOKAM XpaHEHHU
MOAPA3AEIAOTCSA Ha!

i J(OKYMEHTbI BDEMEHHOIO Cpoka XpaHeHus (10 10 JieT BKIIOUMTENBHO),

i JIOKYMEHTBI IOJITOBPEMEHHOTO CpoKa XpaHeHus (cBbie 10 jer);

i JIOKYMEHTBI MOCTOSIHHOTO (BEYHOI0) XpaHEeHHS.

5.2. Opranuszauus JOKyMEHTOB B Ipe/eax apXuBHOro (hoHaa.

OcCHOBHbIE TTOHATHS U TPeOOBaHUSI.

B npenenax apxuBHOro GoHaa y4eTHO-KIACCU(PUKALMOHHOM eMHULICH SBJIAETCA
eIMHULIA XPAHEHHs JOKYMEHTOB. EMHULIBI XpaHEeHHsl IOJDKHBI ObITh ONMCAHBI,
CHCTEMATH3NPOBAHBI, BHECEHBI B OMUCH 1 O(OPMIIEHBI B NOPsiaike, 00ECeYnBarOIEM UX yHeT,
MOMCK M MCIOJIb30BaHUE.

EnuHuLbl XpaHeHus (Jiena) apXxuBHOro (POHAA CUCTEMATU3UPYIOTCS B NPEALIax ¢dboHna
COrNIaCHO cxeme cucremarusauuu. CucreMaTusaius JOKYMEHTOB (POH/Ia POBOUTCS B
NEeNONPOU3BOICTBE ¥ B APXUBE OPraHU3aLMu MPU MOJArOTOBKE I0KYMEHTOB K Iepeaatie B

roCy1apCTBEHHBIE APXUBBI.

Oprasu3aius JOKYMEHTOB MO JJMYHOMY COCTaBYy.

JIOKYMEHTBI 110 JITYHOMY COCTaBY BBIIENSAIOTCS B 0COOYIO rpymniy,
CHUCTEMATH3UPYIOTCS 000COOIEHHO U BKJIFOYAIOTCS B OTACJIbHYIO OIKCh.

PerucTpaliOHHO-y4eTHbIE (POPMBI JOKYMEHTOB M0 JINYHOMY COCTaBY (KHMTH,
JKYPHAJIbI yU€Ta MPUKA30B O MPHEME, NIEPEBO/IE, YBOJIBHEHUH, JIMYHBIX KAPTOUCK, TMIHBIX
7ieJ1, COrJIallleHuii, KOHTPAKTOB U JIp.) BKJIKOYAKOTCs B OMKUCh JTOKYMEHTOB 110 JINYTHOMY
COCTaBY.

Ha nuuHbIe eJ1a YBOJIEHHBIX COTPYIHMKOB MOJKET COCTABJIATLCSA OTAC/IbHAS OMHCD.

Jlena no JMYHOMY COCTaBy, Kak MPaBUJIO, CUCTEMATU3UPYIOTCS MO XPOHOJIOTHIECKOMY
npu3Haky. B apxuBax KpynmHbIX OpraHU3aLUH C OOJILIIUM KOJIMYECTBOM PAOOTHUKOB MOXKET
HCIOJIb30BATHCA CTPYKTYPHO-XPOHOJOTHYECKHH MPUHLIMIT CHCTEMATU3ALUHU JINTHBIX JIEL.

B npezenax Ka)kaoro roja Aena rno JHYHOMY COCTaBy CHCTEMAaTH3UPYHOTCA TIO
CTENeHH BaXKHOCTH - PUKA3bl O 3a4KCiIeHnH Ha cityxOy (B yueOHOE 3aBeieHUE U T3.)
repeMeleHnH, YBOJIbHEHUN (OKOHYaHUH y4yeOHOro 3aBe/ieHus U T.11.), JIMLIeBbIE CUETa,
CITUCKH, JKYPHAJbl y4eTa I0KYMEHTOB I10 JIMYHOMY COCTaBY, APYrue perucTpalnoHHO-
y4YETHBIE JIOKYMEHTBI, JIMYHbIE 1€J1a.

JInuHbIe eN1a 1 JIMYHbIE KAPTOYKH YBOJIEHHBIX COTPYAHUKOB OTHOCATCS K FOZY
YBOJIbHEHUS U CHCTEMATH3UPYIOTCS B MPEIeNiax Ka /10 rpynmbl 1o ajngasuty
bamunuii.

6. YUET JOKYMEHTOB B APXUBE.

6.1. O6mue TpedboBaHUs K y4ETY JOKYMEHTOB.
Vuer JOKYMEHTOB B apXMB€ OpPraHU3aliu - 3TO ONpPEACIEHUE X KOJIMIECTBA 1

cOCTaBa B



YCTAHOBJIEHHBIX €IMHMIIAX yueTa U (pukcauus (perucTpanus) NpUHaIJIEKHOCTH
Ka)KIOM €IMHULIbI yUeTa K ONpeAeJICHHOMY KOMIUIEKCY U OOIIero ux KOJIMYEeCTBa B YUETHBIX
JIOKYyMEHTaX.

[To y4ETHBIM JIOKYMEHTOM MOHUMAETCS JOKYMEHT YCTAHOBJIEHHON (DOPMBI,
bUKCHpYIOIIMIT MOCTYIJIEHUE, BLIOBITHE, KOJIMYECTBO, COCTAB M COCTOSIHME apPXHUBHBIX
JIOKYMEHTOB B €[UHULIAX YY€Ta.

Yuer J10KyMEHTOB B apXHMBE OpraHU3ALMH SABJISIETCS OJIHUM U3 CPEACTB ODECreyeHus]
MX COXPAHHOCTHU U KOHTPOJIS 32 UX HAJIUYUEM.

Yuery nomiekaT BCe XpaHsLUECs B APXUBE OpraHu3alii JOKYMEHTBI, B TOM YHCJIE
HEOITMCAaHHbIE U HenPO(UIIbHBIE /Il IAHHOI'O apXHUBa.

Yuer npou3BOAMTCS MyTEM MPUCBOEHHUS apPXUBHBIM TOKYMEHTaM (€IMHULIAM y4eTa,
eIMHHULIAM XPAaHEHHs) YYETHBIX HOMEPOB, SIBJISTFOLMXCS YaCThIO) apPXUBHOIO K @pa.

ApxuBHblii Udp - 0003HaAYEHUE, HAHOCUMOE Ha KaXKAYI0 €MHUIY XPaHEHUs C LIEJIbIO
obecrieueHus ee y4era u uaeHTU(UKauuu. ApXuBHbIA LIU(P COCTOUT U3 HOMEPOB!
apXMBHOTO (DOH/IA MO CUCKY (OHIOB apXHUBa OPraHU3aLMU U Yepe3 ApoOb Mo CIHUCKY (POH/IOB
roCyAapCTBEHHOIO apXKUBa, UICTOYHUKOM KOMIUIEKTOBAHUS KOTOPOIrO SIBJISIETCS OpraHu3aLusi,
APXUBHOM KOJUIEKLIMU, ONUCH, €AMHULIBI XPAHEHHS.

Homep apxuBHOro (hoHAa NpUCBanBaeTcs rocy1apCTBEHHbIM apXHBOM I10CJIE
o opmIeHHs TEPBOTO MOCTYIJICHUS] JOKYMEHTOB OPraHU3aLluy Ha NOCTOSTHHOE
XpaHEHHE.

6.2. EquHuupl yyera.

OCHOBHBIMH €IMHULAMH Y4Y€Ta JOKYMEHTOB HE3aBUCHMO OT BHJIa HOCUTEJs, criocoda
M TEXHUKH 3aKperuieHust MHPOpMaLuu SABJISIOTCS:

i apxuBHbIN (POHM, apXMBHAs KOJUIEKLIMS,

i eMHUIIA XPAHEHUS.,

JIOKYMEHTBI JIMYHOTO NMPOUCXOKACHUS, HE MPOLIEIIINE HAYYHOIO OMMCAHUS,
YUUTBIBAKOTCS, KaK MPaBUJIO, MO JOKYMEHTAM U JIMCTaM.

HeobpaboTaHHble 10KYMEHTBI (POCCHITNb) YYUTHIBAIOTCA U3 pacyera 150 JiucToB B
OHOM YCJIOBHOMW €AMHULIE XPAHEHUSI.

Ennauna xpaneuus - pusnyecku 000Co0JeHHbIE IOKYMEHT UJIM COBOKYITHOCTD
JIOKYMEHTOB, UMEIOLIINE CAMOCTOSATEIbHbIE 3HAYEHHE.

EnuHuna xpaHeHust TOKyMEHTOB Ha OyMa)kKHOH OCHOBE (J1€J10) COBOKYITHOCTD
JIOKYMEHTOB, OT/IEJIbHBIN TOKYMEHT, 3aKJII04YeHHbIE B 000CO0IEHHYI0 00JI0XKKY, Marnky.

Yyer JOKYMEHTOB B apXMBE OPraHM3alMi CTPOUTCSE HA OCHOBE COOJIIOIEHMS]
MPUHLAMNOB:

LIEHTPAJIM3aLIMH, BLIPAXKEHHOH B MPUMEHEHNH eIMHbIX €IMHUI yueTa, YHUpUKaLHH,
OCHOBAHHOM Ha COOIIOIEHNH TTPEEMCTBEHHOCTH y4€Ta apXUBHBIX JOKYMEHTOB Ha BCEX
craausix paboThl ¢ HAMU, IMHAMUYHOCTH, 00eCneYnBaeMOr CBOCBPEMEHHBIM 1 ONepaTUBHBIM
BHECEHMEM MU3MEHEHHUI B YUETHBIE JIOKYMEHThI UM COCTABJIEHUEM HOBBIX YYETHbIX
JIOKYMEHTOB; MOJIHOTBI U JIOCTOBEPHOCTH Y4€Ta.

[Topsiok AOCTYIA K YYETHBIM JOKYMEHTaM, a TaKXKe K y4eTHbIM 0a3am JaHHbIX
apXxyuBa OPraHM3alMy ONMpeAesieTCsl NPUKA30M PYKOBOJICTBA OpraHu3alu. Bce yueTHbIe
JIOKYMEHTbI apXMBA OPraHu3alii  JIOJDKHBI XPAHUTHCS B XPaHMIIMIIE (MM CIIELIMATbHO
BBIJIEJIEHHOM ITOMELLEHUH) B ceii(hax WiIu MeTaUIMUEeCKUX IKapax.

7. MOPSAIOK BEJAEHNWSI OCHOBHBIX YYETHBIX TOKYMEHTOB.

7.1. OcHOBaHMEM KaXkKJIOM 3aIMCH B OCHOBHBIX YYETHBIX JOKYMEHTAX SIBJIACTCA.

- NpU ROCMynaenuu OOKYMEeHmMoe6 6 apxXue Opeanu3ayui:

i C/IATOYHBIE OMMCH CTPYKTYPHBIX MOAPA3/ICICHUI HA JIOKYMEHTBI IIOCTOSIHHOTO,
noarospemMeHHoro (cauie 10 j1eT) XpaHeHus U 1o JUYHOMY COCTaBy (rpuioxeHue 12);



@ CBOIHAS HOMEHKJATypa Jej OpraHu3alni Wik HOMEHKJIaTypa AeJ CTPYKTYPHOTO
noapas3AesieHus ¢ 0(hOPMJIEHHO# HTOTOBOH 3AMHCEIO O KOJIMYECTBE 3aBEJICHHBIX U
3aKOHYEHHbIX el

- npU 6bIOBIMUU OOKYMEHMOG U3 ApXUed opeanu3ayull.

@ akT npuema-nepenain 10KyMeHTOB Hd [MOCTOSIHHOE XpPaHEHUE B roCy1apCTBEHHbIN
apXUB UJIK APXHUB Pyroit OpraHu3anui;

i aKT BO3BpATA IOKYMEHTOB COOCTBEHHHKY,

& AKT O BbIICJEHHN K YHHUTOXKEHHIO IOKyMEHTOB, HE MOUIEKALIMX XPAHEHHIO;

& aKT O He OOHAPYKEHUH JOKYMEHTOB, IyTH PO3bICKd KOTOPBIX UCUEPIIAHBbI,

& 2KT O HEMCTIPABMMBIX OBPEKACHUSAX IOKYMEHTOB,

- HO pe3yaLmamam 6binONHeHs GHYMPUAPXUGHBIX pAOOM (cocmasaenust C800HbIX
onuceii, HAy4no20 ONUCAHUs OOKYMEHMOE NUIHOCO NPOUCXOUCOCHUS, APXUBHBIX KOJLIC KYUil,
cocmagieniis onuceii 0cot0 yeHnvix 0el u OOKYMEHMOB, CMPAX06020 chonoa u ghonoa
NONB306ANUS, CO30ANUSL 00BEOUNECHHBIX APXUBHBIX (honooe, nposepKu

& axT 06 OOHApyKeHHH TOKyMEHTOB (HE OTHOCALIMXCAH K nanHoMy (OHIY, apXHBY,
HEYYTEHHbIX U T.1.).

Kuura ydyera rnocTyrnjeHus v BBIOBITHS JIOKYMEHTOB.

Kuura y4yera nocTyrjieHus 1 BLIGBITHS IOKYMEHTOB Tpe/iHa3HaueHa i yueTa BCCR
TEKYLIUX 1 UTOTOBbIX (Ha 1 ssHBapst KAXKI0TO rojia) U3MEHEHHH B COCTABE M obbeme (HOHMIOB U
nesl B apXMBE OPraHu3aliy, CB;I3aHHbIX € MPUEMOM, BbIICTIEHUEM J1e]], HE [MOJUIeKALIUX
najbHeleMy XpaHeHHIo, nepegavyen el B roCcyaapCTBEHHbIH WU npyroit apxus. KHura
yuera NoCTyIUIeHUs 1 BBIOBITHS IOKYMEHTOB CITYXKHT OCHOBOI U1 COCTaBJICeHUs JIMCTOB
(hoHIoB, NacnopTa apxnsa.

Kasknoe nocTyrnjeHue Win BbIOBITHE TTOJIYYACT caMOCTOSITEIbHBIN nopanxosbli?i
HOMED.

Ec/i MOCTYIJIEHHE COCTOUT U3 IOKYMEHTOB HeckOJIbKUX (OHAOB, TO AAHHBIC IO
kasknomy (ouHay (Ha3BaHUE ¢oHna, ero HOMep T.71.) 3aNUCBHIBAIOTCA C HOBO¥ CTPOKH 32 TEM
K€ TOPSIKOBbIM HOMEPOM.

Vuer NOCTYIUIEHHS! ¥ BHIOBITHSA NOKYMEHTOB B apxuBe, XpaHseM ONH1H dhoun, Beaercs
o sucty (oHaa.

ApXxuB OpraHuzalnuu o CIIOJKHOI CTPYKTYPOI MOXKET YUMTHIBATh B KHUTC y4dera
NOCTYIJIEHUS U BbIOBITHA TOKYMEHTOB caMOCTOSTEJIbHO MOCTYIIEHUE WIN BbIOBITHE
NIOKYyMEHTOB Ka)Ka10Tr0 CTPYKTYPHOIO MOJIPA3/ICIICHUA.

Ecin 10KyMeHThI (poH/Ia MOCTYNaioT B apXuB BriepBbIE, TO HOMEP HOHMA
[POCTABJISAETCS B KHUIE yueTa MOCTYIICHI 1 BBIGBITHSA JOKYMEHTOB 10CjIe MPUCBOCHHUS EMY
HOMepa Mo CIUCKy (HOH/IOB. Ecnu  MOCTYMMBIINE JOKYMEHTBI ABJIAIOTCA yacThiO (DOH/A, YIKE
UMEIOIIerocst B apxuBe, TO B COOTBETCTBYOLIEH rpade KHUTH yKa3blBaCTCA HOMED,
MPUCBOEHHBINH STOMY dhouny panee. Ecin nocTynmuin ik BBIOBLIM HEOIMMCAHHBIE JOKYMEHTDI,
To B rpade 6 fenaercs OTMETKA. “ye onucaHbl", a cBeieHust 00 00beMe AaK0TCA B 13ul4
rpagax.

FskeroaHo B KHUIre yuera nocTyrnieHH: 1 BBLIOBITHS] TOKYMEHTOB IMOABOAUTCA UTOT
KOIMYECTBA MOCTYTUBIIMX 1 BHIOBIBILIMX 32 MO NOKYMEHTOB (71e1).

8. UCNMOJIb30BAHHUE NOKYMEHTOB APXUBA.

8 1 [ToHSTHE UCIOIL30BaHNs IOKYMEHTOB apXHBd.

Mcroib30BaHUE apXUBHbBIX JOKYMEHTOB - npuMeHeHne nHpopMaLuy apxuBHLIX
JIOKyMEHTOB B KyJIbTYPHbIX, HAYYHBIX, TOJHTHHECKHX, HKOHOMMYECKHUX LIeJAX W IS
obecredeHnst 3aKOHHBIX NIPaB U HHTEPECOB IPaIAH.

JIOKYMEHTbI apXHUBOB opraHu3aLuil IBJIAOTCSA OTKPBITHIMK ISl UCTTOJIb30BAHM A
apXUBOM M T10JIb30BATEIISIMMU.

McK/IIOYeHNE COCTaBJisieT  JOKYMEHTHPOBAHHA undopmaLysi, OTHECEHHAA



3aKOHO/JATEJbHbIMH aKTaMH K KaTEropuu OrpaHM4€HHOTO A0CTYyMNA.
[TopsANOK UCTIOJIL30BaHUA NOKYMEHTOB ApXUBHOIO (ponaa Poccuiickon denepaunu,

HAXOASILMXCSA HA BDEMEHHOM XPaHEHUHU B OpraHu3alusX, OnpenessieTcss MM1U Ha OCHOBE
Hacrosimero I1osoxenus.

OcHOBHBIMU (POpPMAMH MCIIOJIb30BAHUs JOKYMEHTOB apXuUBa SBJISIOTCS.
MHGOPMHUPOBAHKME PYKOBOJCTBA M CTPYKTYPHBIX MOAPA3AeICHUH OPraHU3aLiK, a TAKKe
NPYrUX OpraHu3aluii 0 HAIMYUK B APXUBAX TEX MJIM MHbIX TOKYMEHTOB U MX CONAEPIKAHHH,
HCIIOJIHEHHE 3aMPOCOB IPak/iaH U OpraHu3aLi COLMaIbHO-MPABOBOIO XapaKTepa,
MOArOTOBKa MH(POPMALIMOHHBIX MEPOTIPUATHIA: BbICTABOK, KOH(DEPEHLIMH U IP.;

BbIJIa4a JIOKYMEHTOB BO BPEMEHHOE MOJIb30BAHUE.

WUnudopmupoBaHie U UCTIOJTHEHNE 3aIIPOCOB PYKOBOAUTE/IEH OPraHN3aluy U
CTPYKTYPHBIX MOAPA3IAEICHHIA, a TAKXKe APYruX OpraHu3alui OCyIleCTBIISAETCs apXHBOM 110
OTpeIeIEHHOM TEMATHKE T10 3arpOCy WK B MHULMATUBHOM MOPsi/IKe B popme
MH(GOPMALIMOHHOTO MUCbMA WJIH CIIPABKH O HAJIMYUK B apXHBE COOTBETCTBYIOLINX

UudopmMHupoBaHHe PYKOBOANTENECH MOXET MPOU3BOAMTLCS TakxkKe B (hopme
TeMaTHYECKOI MOAOOPKH KOMUI OKYMEHTOB, K MOAOOpKe KOMHIA MPUIIaraeTcsi TUTYJIbHbIH
JIUCT, a TAK)KE NPU HEOOXOAMMOCTH HMCTOPUYECKasl CIpaBKa, MepeyeHb U PYyrue MaTeprabl.

8.2. UcrnosHeHue 3arnpocoB rpakaaH 1 OpraHu3alui COLUaIbHO-ITPABOBOIO
Xapakrepa.

Mudopmanus colpaibHO-IMPaBOBOro XapakTepa 1o 3anpocam rpaxiaH u OpraHu3aLum
BbiAaeTcst B HopMe apXuBHOI CIIPaBKK, aPXUBHOM KOMUHU U aPXUBHOMW BBIITUCKH.

ApXMBHas CIPaBKa - JOKYMEHT, COJIepKaLMii apXUBHYI0 HHPOPMALIMIO O NPEAMETE
3anpoca, ¢ yka3aHHueM MOMCKOBBIX IaHHBIX JIOKYMEHTOB, HA OCHOBAaHMM KOTOPBIX OHA
COCTaBJICHA.

ApXHBHas KOMUs - JOKYMEHT, BOCIIPOU3BOISLIMIA TEKCT UIIM M300paXKEHNHE apXUBHOTO
JIOKYMEHTA, C YKa3aHHUEM €ro MOMCKOBbBIX JIaHHbIX.

ApXMBHas BBIMKCKA - JOKYMEHT, OCJIOBHO BOCTIPOM3BOISALINN YaCTh TEKCTA
apXMBHOTO JIOKYMEHTA, OTHOCALIYIOCS K ONPENIeIeHHOMY BONPOCY, (hakTy Wiiv JIMLY, C
yKa3aHMEM MOMCKOBBIX JAHHBIX TOKYMEHTA.

ApXUBHbIE CMIPABKH, BBIITUCKU M KOMMHU BBIJAKOTCS HA OCHOBAHUM MHUCbMEHHOIO
3anpoca

MOJIL30BATENS, KOTOPBIi 0JKEH COEPKaTh HAUMEHOBaHHE (M anpec NP NMePechLIKe)
opraHusaluu (apxuBa), KOTOPOIl OHM aJAPECOBAHbI, U3JIO)KEHHE CYIIECTBA 3aIPOCa,
haMHINIO, UM i OTYECTBO OOPAILAIOLIErocs; ero afpec, KOHTAKTHbIE Tele(OHbI; 1aTy U
JIMYHYIO MOATHUC.

O6paieHus rpaXkiaH, B KOTOPbIX OTCYTCTBYIOT (DaMUIIHH, aapeca 1 MOANHUCH
0OpaIAOIUXCS, CYNTAIOTCS AHOHUMHBIMU M HE TNOZJIEKAT PACCMOTPEHHIO, NPH JINYHOM
obpaleHny npu HanMuIuK GaMUIMK 1 afipeca HeoCTalomas HHHopMaLst MOXKeET ObITh
BOCITOJIHEHA.

CpOK MCIOJIHEHHSI 3aNPOCOB COLMAIbHO-TIPABOBOIO XapaKkTepa rpakaaH u
OpraHu3aLMii 0 MarepuaiaM apxuBa He N0JKeH npesbiuarh 30 THeH CO IHs PperucTpanny
obpatenns. IIpu CIOKHBIX 3aMpocax CPok MOKeT ObITh MPOUIEH, HO He Oosee yem Ha 30
nHeit ¢ 00513aTebHBIM YBEIOMJIEHHEM 00 3TOM 3asiBUTEIS.

CpoK HCIOJIHEHUS 3aIPOCOB C MCIOJIB30BAHUEM TOJIBKO Hay4HO-CIIPaBOYHOIO
arimapata apxusa — He Oojsiee 15 nHeit ¢ MOMEHTa perucTpanun oOpateHums.

ApXUBHbBIE CTIPABKKM COCTABJISIFOTCS HA OCHOBAHUM JIOKYMEHTOB (MOAIMHHUKOB 1
3aBEPEHHBIX KOIMMUIT), XPAHSLLMXCS B apXUBE, UCIOJIb30BAHNE HE3aBEPEHHBIX IOKYMEHTOB,
OTHOCSILLIMXCS K BOMPOCY 0Opalenusi, OroBapuBaeTcs B TEKCTE CripaBku ("He3aBepeHHas
konusi"). [Ipu OTCYTCTBUM B apXUBE JOKYMEHTOB, COAEPIKAIIUX CBEACHHUS IO
3anpalnBaeMoOMy BOMPOCY, apXMBHAsH CIIPaBKa MOKET ObITh BbiZiaHa 10 XPAHALIMMCS B
apXMBE MEYaTHBIM MaTePUaaM, OTHOCAIIMMCS K PeaMeTy oOpatieHus, ¢ TOYHbIM U TIOJIHbIM
yKa3aHUEeM UCTOYHHUKA.



APXMBHbIE CIPABKH COCTABJISIOTCS MO YCTAHOBJIEHHOI (opme Ha GaHKe apXUBHOIA
CIIPaBKH WK 0011EM OJlaHKe OpraHU3aLuM,
B cnipaBke npuBoasiTCs Ha3BaHUS, 1aThI U HOMEpA NOKYMEHTOB U M3JIarar0TCsl

CBENCHN:, NMCIOLLNECS B HA3BAHHBIX IOKYMEHTAX U OTHOCALIHECS K BOMPOCY 00palieHus.
H3ni0xeHne naercst B XpoOHOJIOrHHeCKOH NMOCIEN0BaTEIbHOCTH COOBITHH, a HE IOKYMEHTOB, B
KOTOPBIX OHU OCBEIAKOTCH,

JlonyckaeTcst IpUBOAUTL B CIIPABKE BBIAEPIKKU U3 TOKYMEHTOB, 3aKIF0Yast X B
KaBblvKM. Hassanus opranuzaumii B TeKCTe CripaBKu NPH MEPBOM yrnoTpeOJIeHUU TPUBOISTCS
[MOJIHOCTBIO, & B CKOOKAX MX OPULINATBLHO NPUHATHIE COKPALLEHHUS: IPU MOBTOPHBIX
YIIOMHHAHHUSX - TOJILKO COKPAIIEHHBIE.

B cripaBky BKJIFOYAIOTCSt TONIBLKO CBeEHMSI, YIIOMHUHAEMbI€ B IOKYMEHTAaX.

B Texcre apxuBHOIt cripaBku He nOMyCKAKOTCS KOMMEHTapUH, COOCTBEHHbIE BHIBObI
MCTIOJTHUTEJISA TI0 COACPIKAHHIO UCTIOb30BAHHbBIX JI0KYMEHTOB.

ApXHBHasi CIPaBKa MONUCHIBAETCS PYKOBOIAUTEIEM OpraHv3anuu Uiu

MoApasaeJICHHS.

APXHMBHBIE KOITHU U BBIITMCKM U3 IOKYMEHTOB BbIAAIOTCS B COOTBETCTBIMU C 3aIpPOCOM.

MneHTH4HOCTb NOUIMHHKKY BbIIaHHBIX APXUBHBIX KOMHIA H BBITHCOK 3aBePSETCS
HOAMHNCBIO PyKOBOMTEISI OPraHU3aLMK WIH YTIOJIHOMOYEHHOTO MM Jiuua (PyKOBOJHUTESIs
HOZIPAs/CJICHUA, B COCTaB KOTOPOIO BXOJUT apXHB) U repOOBOI NMEYaTHI OPraHU3aL|H.

Beinicka npousBoauTes TONBKO U3 MOKYMEHTA, B KOTOPOM COZEPIKUTCS HECKOJILKO
OTACJIBHBIX, HE CBA3AHHBIX MEXy COOOH BONPOCOB. BhInncka nomKkHa BOCIPOU3BOAUTE
MOJIHBIM TEKCT YaCTHU JOKYMEHTA, OTHOCSIIEHCS K 3aIpocCy.

Jlonyckaercs u3bATHE U3 APXMBHBIX M€ U BbIAa4a BIAAEIbLAM MK UX
PONCTBCHHUKAM IMOUIMHHBIX JINYHBIX JOKYMEHTOB O I'PaXIaHCKOM COCTOSIHUH, 06
00pa3oBaHUM, TPYAOBBIX KHWKEK U IPYTHX, HE MMOJIyY€HHBIX B CBO€ BPEMSI BJIAJEJIBLIEM
JOKYMEHTOB,

[TopnmHHbIE TUYHBIE TOKYMEHTBI BBIAAIOTCS C paspeLIeHust PYKOBOAUTEIIS
OPTaHU3aLNK 3asBUTEIIAM M0 NPEABLABICHUH NACIIOPTA, HHOTO JOKYMEHTA, YAOCTOBEPSIIOLIENO
JMAHOCTD, UX POACTBEHHUKAM WJIM  IOBEPEHHBIM JIMLIAM HOTAPHAJILHO 3aBEPEHHOI
NOBEPEHHOCTH. IlonnHHbIe IMYHbIE TOKYMEHTBI MOTYT OBITh BBICIAHBI 3aABUTEIIO LEHHbIM
MMACbMOM.

Opranamu npaBonopsijika u3 apxusa MOTI'YT OBITb U3BATHI JOKYMEHTBI B COOTBETCTBUU
C 3aKOHOaTenbCTBOM Poccuiickoin Menepanmu.

| Ha mMecTo u3BsSTOro 10KyMeHTa B 1€J10 BKJIAAbIBAETCS CIIpaBKa O BbIJIa4ye, CHATAS C
HCT'O KOMHUA MM B yYETHBIX aDXUBHBIX JOKYMEHTaX JEJIAeTCsi OTMETKA 00 M3bATHH,
YKa3bIBalOTCA HOMED, NaTa ¥ Ha3BaHHUE NOKYMEHTAa-OCHOBAHUS ISl U3BSITHS, 2 TAKKE
pacnucka rnoJjy4aTesisi NOKyMeHTa (Ipu JIMYHOI nepenaye).

lIpu oTcyTCcTBUM B apXKBe 3anpalBaeMbIixX CBEACHUI OTPHULIATEJIbHbIN OTBET
COCTABJISIETCs HA OaHKe NMUChbMa OpraHu3aLyi. B HeM ykaspiBaetcs daxt OTCYTCTBHUSI B
AOKYMEHTAX apXuBa MHTEPECYIOLIMX 3asBUTENIsl CBEICHUI U NAIOTCSI PEKOMEH/IALINH, Ky/a
cienyer oOpaTuThCs 32 HeoOXx0AUMON nH(popmanmeil. B ciyuasx OTPHULIATEJIBHOTO OTBETA,
COZEPIKALUEro CBENECHHS! 00 OTCYTCTBUH B apXHBE HEOOXOIUMBIX JOKYMEHTOB BCIEICTBUE HX
rHOENN WM yTPAThI.

5. OTBETCTBEHHOCTD 3ABEJIYIOIIEIO APXUBOM

5. 1. JIoJoKHOCTHOE TULI0, KOTOPOMY MOPYYEHO 3aBEI0BAHME apXuUBOM, HECET
OTBETCTBEHHOCTD 34 COCTOSIHHUE PabOThI apXUBA U BBIMIOJHEHHE BO3JI0XKEHHBIX HAa HErO 3a1a4

1 PYHKIMH.
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