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1. OBIIUE ITOJIOXEHUA
1.1. B MBOY COO «llIkona Ne 2 r. OGnyube» (masiee — YupexaeHue) s
XPaHEHUS 3aKOHYEHHBIX JEJIONPOU3BOICTBOM JOKYMEHTOB CO3/1a€TCS apXHUB.
1.2. YupexxaeHne BbIICISIET MO apXUB IMOMEIICHNE, OTBeYaroIiee TpeOOBaHUSIM
o0OecrieyeHUss COXPAHHOCTH JIOKYMEHTOB, a TaKX€ COOTBETCTBYIOIEE
0o00opynoBaHueE.
1.3. 3aBemoBaHue apxXxuMBOM MOPYYAETCA OTBETCTBEHHOMY 3a apXuB JIWILY,
Ha3HA4Ya€MOMY IIPUKA30M PYKOBOIUTENS OPTaHU3ALIAH.
1.4. B cBoeii paboTe apxuB OpraHu3aluy pyKOBOJCTBYETCS 3aKOHOAATEIbHBIMU
aktamu Poccuiickon ®enepanun MO0 apXMBHOMY  JI€Iy, HOPMATHUBHO-
METOJIMYECKUMHU JTOKyMeHTamMu MuHKyibTypsl Poccunm u  ®depepanbHOro
apXMBHOro areHTcTBa Poccum, MpukKazamMu ¢ yKa3aHUSIMHA PYKOBOJACTBA
OpraHU3alMH U HACTOSLIUM IOJIOKEHHUEM.
1.5. KoHTpoib 3a J€ATEIBHOCTBIO apXWBa OCYLIECTBISIET JIUPEKTOP
YupexaeHus.

2. COCTAB JOKYMEHTOB APXIVBA
B apxuB nepepnarorcs:
2.1. 3akOHUYEHHBIE JIEJTOTPOU3BOJCTBOM JIOKYMEHTBI, 00pa30BaBIIIHECS B
NEeATEeIbHOCTU OPTaHU3AINU U €€ CTPYKTYPHBIX TOAPA3ACICHUMN:
— Jiesia OCTOSTHHOTO XPaHEHUS;
— nena BpeMeHHoro (cBaiie 10 JieT) cpoka XxpaHeHus,
— JOKYMEHTBHI 10 JINUHOMY COCTaBY;
— JOKYMEHTHI TOCTOSIHHOTO XPaHEHUS U 0 JUYHOMY COCTaBy OpTraHU3aINii-
MPEIIIECTBEHHUKOB;
— CIIPAaBOYHBIN anmnapar K JOKyMEHTaM apXuBa (OMUCH, HOMEHKIJIATYPHI e,
KapTOTEKH U T. I1.).

3. 3ATAYN 1 ©YHKIIMN APXNBA
3.1.OCHOBHBIMM 33/1a4aMU apXHBa SIBJISIFOTCSL:
— KOMIUIEKTOBaHUE apXxuBa JOKYMEHTAaMH, COCTaB KOTOPBIX IHPEAYCMOTPEH
pa3enaoM 2 HaCTOSILIETrO MOJIOKEHNUS;



— o0ecrieueHue COXpPaHHOCTU U YUYET NMPUHATHIX HA XpaHEHUE T0KYMEHTOB;

— OpraHu3anus TPaKTUYECKOM paboOThl, CBA3AaHHONM C HCIOJIb30BAaHHEM
JOKYMEHTOB, XPaHSIINXCSA B ApXUBE;

— KOHTPOJIb 3a MPAaBHIBHBIM (hOpMHUpOBaHHEM U O(OPMIICHHEM IOKYMEHTOB B
JIEJIONPOU3BOACTBE, OTOOPOM M TOJIOTOBKOM HMX K Mepeiaue Ha apXUBHOE
XpaHEHUE.

3.2. B COOTBETCTBHM C BBINOJHIEMBIMU 33Ja4aMd apXUB OCYIIECTBISET
cienyrouue GyHKIUN:

— NPUHUMAET TMOCJE 3aBEPUICHUS JEJIONPOU3BOACTBA, YUUTHIBAET U XPAHUT
oOpa3oBaBIIMecs B ACSATEIBHOCTA OpraHu3alii JOKYMEHTHI, 00pabOTaHHbIE B
COOTBETCTBUHM C JICUCTBYIOIINMH IIPABUJIAMHY;

—  opraHu3yer  paboTy 1O  TOATOTOBKE  ONHCEH  3aBEPILICHHBIX
NEJTONPONU3BOACTBOM JOKYMEHTOB IIOCTOSHHOIO XPAHEHHs M 10 JIMYHOMY
COCTaBY;

— OCYILECTBIJISIET yUY€T [0 HOMEHKJIATypaM JeJl, HaXOIAIIUXCA B CTPYKTYPHBIX
Mo/Ipa3ieNeHusIX (y UCIIOJIHUTENIEN ) TOKYMEHTOB BPEMEHHOTO XPAaHEHUS;

— o0ecreynBaeT NOJIHYI0 COXPaHHOCTh IPUHSATHIX HA XpaHEHUE JIETT;

— CO3Ja€T, IIOIOJIHAET W COBEPUICHCTBYET YYETHO-CIPABOYHBIM armapar K
XPaHSIIHAMCS B apXUBE JIe]aM U JIOKYMEHTaM;

— OpPraHU3yeT UCIOJb30BAHUE XPAHALIMXCS B APXUBE JOKYMEHTOB;

— uHGOPMHUPYET PYKOBOACTBO M paOOTHUKOB OpraHU3allid O COCTaBe H
COJIepKaHUU JTOKYMEHTOB apXHBa;

— BBIJJAET B YCTAHOBJIICHHOM IOPSAJIKE XPAHSIIHAECS B apXUBE JEJIA U JTOKYMEHTBI
JUTSl UICTIOJIb30BAHMS B MPAKTUYECKUX U IPYTUX LIEISX;

— HUCIIOJIHSIET 3alpOoChl YUPEKIECHUN U TpakJaH 00 yCTAaHOBJIEHHUH TPYAOBOIO
CTa)ka M I10 APYI'MM BOIIPOCaM COLMAIILHO-IIPABOBOTO XApaKTEPA;

— BEJIET YUeT BbIJIAaYN APXUBHBIX JI€] U JOKYMEHTOB, OCYIIECTBIISIET KOHTPOJIb 3a
CBOEBPEMEHHBIM MX BO3BPAILICHUEM B XPaHUIULIE;

— TMPOBOAMUT BKCHEPTU3Y UIEHHOCTH JOKYMEHTOB, XpaHSIIMXCA B apXHBE,
CBOEBPEMEHHO OTOMpAaeT K YHUYTOXKEHUIO Jella C MCTEKUIMMHU CpOKaMu
XpaHEHHS],;

— OKAa3bIBa€T METOJUYECKYIO MMOMOIIb CIIyX0€ JeTOoNpOU3BOICTBA OpraHU3aLuU
B COCTaBJIEHMM HOMEHKJIATYpbl  JI€J, KOHTPOJUPYET  IPAaBHIBHOCTh
dopmupoBanus U OoQOpMIEHUS J€1 B JEJIONPOU3BOJCTBE, MOATOTOBKY
JOKYMEHTOB K nepenaye B apXuB OpraHu3alny;
— B Clly4yae 3aKJIIOYEHHUS C COOTBETCTBYIOLIMM YyupexacHueM dDenepabHOro
apXMBHOTO areHTrcrBa Poccum [oroBopa O mepeaadye Ha TrOCyAapCTBEHHOE
XpaHEHHE JIOKYMEHTOB OpraHu3aluu o0ecrneyuBaeT MOATOTOBKY 3THX
NOKYMEHTOB W CBOEBPEMEHHOE TMPEICTABICHUE OINHUCHU 1€ TOCTOSIHHOTO
XpaHEHUsT HAa YTBEPXKICHUE DKCHEPTHO-IIPOBEPOYHOM KOMHCCUHM YKa3aHHOIO
ApXUBHOT'O YUPEKICHHUS.

4. TIPABA APXVBA
4.1. B uensix BbIMOJHEHUS BO3JIOKEHHBIX 3a7a4 U QyHKUIUN apXUB UMEET MPaBo:
— KOHTPOJHUPOBATh COOJIOJIEHUE B OpraHM3allid U B €€ CTPYKTYPHBIX



MOJPa3JeICHUsIX  YCTAHOBJIICHHBIX TMpaBWi  paboOThl C  JOKYMEHTaMmH,
o0ecrnieueHns UX COXpPaHHOCTH, KauecTBa 0TOOpa U MOATOTOBKH JIe] K Iepeaaue
Ha apXHWBHOE XPAHECHHUE;
— BHOCUTh Ha PACCMOTPEHUE PYKOBOJCTBA OPraHU3aluy MPEIIOKECHHUS,
HalpaBJCHHbIE Ha YJIYYLIEHUE B CTPYKTYPHBIX MOJPA3AEICHUSIX padOThl IO
OoQOpPMIIEHHIO JOKYMEHTOB, (OPMHUPOBAHHIO UX B Ji€Ja, MOJArOTOBKE
JOKYMEHTOB K II€pe/iaye Ha apXUBHOE XPAaHEHHUE;
— TPEACTaBIATh B YCTAHOBJICHHOM NOpPSAKE 3asiBKM Ha OOECIEUEHUE apXHBa
HEOOXOAMMBIM 000PYAOBAHUEM U MaTepUalaMHU, IPOBEIEHUE PEMOHTHBIX padoT
U T.IL;
— Y4acTBOBAaThb B OPraHU3yEMBIX Yy4UpexAcHUsIMU DenepabHOro apXHBHOIO
areHTcTBa Poccun MepornpusiTUsX MO MOBBIIIEHUIO KBATU(PUKALMK paOOTHUKOB
BEJIOMCTBEHHBIX apXWBOB U JIEJONPOU3BOJICTBEHHBIX CIYXKO0, YUYpexIACHUN U
MIPEAIPUATHN.

5. OPTAHU3ALIUA JIOKYMEHTOB B APXHBE.

5.1. JlokyMeHTanbHBIN U apXUBHBIN (POH]T OpraHU3aLIH.

Bcsi  COBOKYNMHOCTh JTOKYMEHTOB, OOpa3yrlolmuxcsi B J€ATE€IbHOCTH
OpraHM3alllM, COCTABIISIECT €€  JOKYMEHTaJbHbIN (DOHI.

JIokyMeHThI, oOpa3yomuecs B JAEATEIbHOCTH OpPraHM3alluyd IO CPOKaM
XPaHEHMsI IOAPA3IAEISIFOTCS Ha:

[} TOKyMeHTBI BpeMEHHOI'0 cpoka XpaHeHus (10 10 jeT BKIIIOUUTENBHO );

] TOKYMEHTBI I0JITOBpeMEeHHOTo cpoka xpaHeHus (cBbimie 10 ser);

[} TOKyMEHTBI TOCTOSIHHOTO (BEYHOI'0) XpaHEHUS.

5.2. Opranuszaiusi JOKYMEHTOB B IIpeiesiax apXuBHOTO PoHa.

OCHOBHBIE MOHATUA U TPEOOBAHHUS.

B mpenenax apxuBHOTO ()OHAA YYETHO-KIACCU(DUKATMOHHOW €IUHULEH
ABJISIETCSl €IUHUIIA XPAaHEHUS! IOKYMEHTOB. ENMHULIBI XpaHEHUS! JOJKHBI OBITH
OMKCaHbl, CUCTEMATHU3UPOBAaHbl, BHECEHbl B ONMUCU W O(POPMIIEHBI B MOPSIKE,
00€eCreynBaoIIeM X yU€eT, TOUCK U UCIOJIb30BAHHE.

Enununel xpaneHus (zena) apXuBHOTO (DOHJA CUCTEMATU3UPYIOTCS B
npenenax (¢GoHIAa COMIAaCHO cXxeMe cuctemaruzanuu. Cucremarusaius
JOKYMEHTOB (pOHIa MPOBOAMUTCA B JIETONPOU3BOJICTBE U B apXUBE OpPTraHU3aLUN
IIPU HOJArOTOBKE IOKYMEHTOB K II€peaade B rOCYJapCTBEHHBIE APXUBBI.

Opranun3aius JOKYMEHTOB 110 JINYHOMY COCTaBY.

JIOKyMEHTBI 1O JHYHOMY COCTaBY BBIACIAIOTCS B OCOOYIO Tpymmy,
CUCTEMATU3UPYIOTCSI 000COOJIEHHO U BKIIIOYAIOTCS B OTJIEIBHYIO OMHCH.

PeructpanionHo-y4eTHble (OpPMBI JOKYMEHTOB IO JMYHOMY COCTaBYy
(KHUTH, )KypHaJIbl y4eTa IPHUKA30B O MpUEME, NMEePEBOE, YBOJbHEHUU, JTUUHBIX
KapTOUY€eK, JIMYHBIX JEJI, COTJAIIeHNI, KOHTPAKTOB M JIp.) BKIIOYAIOTCA B OINHUCH
JOKYMEHTOB MO JUYHOMY COCTaBY.

Ha swmuHbple pena  yBOJEHHBIX COTPYAHHUKOB MOXKET COCTaBIIATHCS
OTZIEIIbHAS OIUCH.

Jlena 1o JNMYHOMY COCTaBy, KakK IpaBWJIO, CHCTEMAaTHU3UPYIOTCS 10
XPOHOJIOTHYECKOMY TMpHU3HAKy. B apXuBax KpymHBIX OpraHu3anuil ¢ OOJbIIUM



KOJIUYECTBOM pabOTHUKOB MOJXKET UCITOJIB30BATHCS CTPYKTYpPHO-
XPOHOJIOTMYECKUH TPUHITAI CHCTEMATH3aIlUN JTUIHBIX JIETI.

B  mpegenax  kaxmoro roja  Jena [0 JMYHOMY  COCTaBy
CUCTEMATHU3UPYIOTCS MO CTENEHH BaXKHOCTHU - IPHUKA3bl O 3a4MCICHUU Ha CITYKO0Y
(B ydeOHOE 3aBeicHHME W T.J.), TMEPEMEIIEHWU, YBOJbHCHUH (OKOHYAHUU
y4eOHOro 3aBeleHWs W T.1.), JMIIEBBIE CUYETa, CIHCKH, XYpPHAJIBI YydeTa
JOKYMEHTOB 10 JHUYHOMY COCTaBy, JPYTH€ pErHCTPaIlMOHHO-YICTHBIE
JTOKYMEHTBI, JTHYHBIC JIea.

JludHbIe feNa U TUYHBIE KAPTOYKHA YBOJICHHBIX COTPYAHHKOB OTHOCSITCS K
TOJly YBOJBHEHUS U CUCTEeMATH3UPYIOTCS B Tpefesiax KaXAOoW TPYIIbI 10
andaBuTy haMUIHIA.

6. YYHET IOKYMEHTOB B APXVBE.

6.1. O6mue TpeOGoBaHUS K YUETY TOKYMEHTOB.

Yder NOKyMEHTOB B apXWBE€ OpraHM3ald - JTO OIpEAeJeHHEe UX
KOJIMYECTBA M COCTaBa B

YCTAaHOBJICHHBIX ~ €IMHMIIAX ydera ©  (Qukcauusa (perucrpauus)
NPUHAIIICKHOCTH KKJIOM EIUHUIBI ydeTa K OINPEJCICHHOMY KOMIUIEKCY U
0O0IIIero UX KOJIMYECTBA B YUYETHBIX JJOKYMEHTAX.

[log yd4YeTHBIM JOKYMEHTOM TOHMMAETCS JOKYMEHT YCTaHOBJICHHOM
dbopMbl, (PUKCUPYIONINI TOCTYIUICHHE, BBIOBITHE, KOJHWYECTBO, COCTaB U
COCTOSIHME apXHBHBIX JOKYMEHTOB B €IMHUIIAX yUeTa.

Y4eT NOKYMEHTOB B apXHMBE OpPraHHU3allMd SBJSIETCS OJIHUM W3 CPENICTB
o0ecrneveHns UX COXPAaHHOCTU M KOHTPOJIS 33 UX HATHUHEM.

VY4yety mojuiexkaT BCce XpaHsIIMEcs B apXUBE OPraHU3aIH JOKYMEHTHI, B
TOM YHCJIC HEONMMCAaHHbIE U HENPO(QUIIbHBIC IS JAHHOTO apXUBa.

Y4eT mnpou3BOAUTCA TYTEM TMPUCBOCHUS apPXHUBHBIM JOKyMEHTaM
(emMHMIIAM ydYeTa, CIAWHHWIIAM XPAHEHHWS) YYETHBIX HOMEPOB, SBJISIONIAXCS
YacThIO apXUBHOTO Hudpa.

ApxuBHbli 1mUdp - 0003HAUECHHE, HAHOCHUMOE Ha KaXAYI0 CIUHUILY
XpaHEHMsI C 1eNIbI0 00eCcTieUeHHsI €€ yueTa U uaeHTuGUKanuu. ApXuBHbIN mudp
COCTOMT H3 HOMEPOB: apxXWMBHOTO (QoOHIAa MO CHUCKy (OHIOB apxuBa
OpraHu3alMi U 4Yepe3 ApoO0b MO CHUCKY (DOHIOB TOCYJApPCTBEHHOTO apXWBa,
HMCTOYHUKOM KOMIUICKTOBAaHUSI KOTOPOTO SIBJISICTCS OpraHW3alus, apXUBHOU
KOJUICKITUH, OTIMCH, SUHUIIBI XPAHCHHUS.

Homep apxuBHOTO (OHIAa TpHICBAMBACTCA TOCYAAPCTBEHHBIM apXHBOM
nocine oopMIIEHHUS TIEPBOTO  MOCTYIUICHUS] JJOKYMEHTOB OpraHU3allid  Ha
MOCTOSTHHOE XpaHEHHE.

6.2. Equnune! yuera.

OCHOBHBIMH €IMHHIIAMH y4YeTa JOKYMEHTOB HE3aBHCHMO OT BHJA
HOCHTEJIA, C1Ioco0a U TEXHUKH 3aKperieHrs HH(POpMaUu SBIISIOTCS:

[} apXWBHBIN QOHJI, ApXUBHAS KOJUICKIIHS;

] equHULIA XpaHEHUSL.

JIOKyMEHTBI JTUYHOTO TMPOWCXOXKICHHS, HE TMPOIICAIINEe HAYIHOTO
OTHCAHMS, YIUTHIBAIOTCS, KaK TIPABUIIO, TIO JOKYMEHTAM U JIUCTAM.



HeobOpaboTanabie JOKYMEHTHI (POCCHINL) YUUTHIBAIOTCS U3 pacueta 150
JIUCTOB B OJJTHOW YCJIOBHOM €IMHHUILIE XPAHEHHUSI.

Enununa xpaHenust - (¢usnueckd 0O0OCOOJIEHHBIE JOKYMEHT WU
COBOKYIHOCTb JOKYMEHTOB, HMEIOLIUE CAMOCTOATEIbHbIE 3HAYEHUE.

Enununa XxpaHeHuss JOKYMEHTOB Ha OyMaKHOM OCHOBe (1€110)
COBOKYMHOCTh  JOKYMEHTOB, OTIEIbHBIM  JOKYMEHT, 3aK/IIOYCHHbIE B
000C00JICHHYIO 00JIOXKKY, TIAIKY.

YyeTr JOKyMEHTOB B apXuB€ OpraHu3alldd CTPOUTCS Ha OCHOBE
COOJII0/ICHUS TPUHITUIIOB:

HEHTpaIU3allii, BBIPAXKCHHOW B MPUMEHEHUM E€IUHBIX CIAWHHI] Y4YeTa;
yHU(DUKAITIU, OCHOBAHHON Ha COOJIFOJICHUH MTPEEMCTBEHHOCTH YUeTa apXUBHBIX
JIOKYMEHTOB Ha BCEX CTaJUsAX pabOThl C HUMU;, TMHAMUYHOCTH, 00eCTIeUrnBaeMOM
CBOEBPEMEHHBIM U ONIEPATUBHBIM BHECEHUEM U3MEHEHUMN B YUETHBIE JOKYMEHTHI
WM COCTaBJICHUEM HOBBIX YUETHBIX JOKYMEHTOB; MOJHOTHI U JIOCTOBEPHOCTH
y4era.

[Topsimok JoCTyma K y4E€THBIM JIOKYMEHTaM, a TakXe K y4eTHhIM Oazam
JTAHHBIX apXWBa OpraHU3alluu OIpeAeIsIeTCs PUKA30M PYKOBOJICTBA
opranu3zanuu. Bce yueTHble TOKYMEHTBI apXUBA OPTaHU3ALMHN JOJLKHBI
XPaHUTHCS B XpaHWIUIIE (WM CTICIIMAIBHO BBIJICJICHHOM IOMEIIEHUH) B ceripax
WM METATMYECKUX IIKadax.

7. TIOPAOOK BEAEHMA OCHOBHbBIX YUETHBIX JJOKYMEHTOB.

7.1. OcHOBaHMEM KaXX/I0M 3alHUCHl B OCHOBHBIX YYETHBIX JIOKYMEHTax
ABJISIETCSL:

- npu NOCMYNnaeHUuu OOKYMEHMOB 8 APXUE OP2aAHUZAYUU.:

[l cparouHble ONHCH CTPYKTYPHBIX NOJApa3felieHud Ha JTOKyMEHTbI
MOCTOSIHHOTO, JIOJATOBpeMEHHOro (cBbimie 10 jer) XxpaHeHUs W MO JIMYHOMY
coctaBy (nmpuinoxenue 12);

] cBOmHAs HOMEHKJATypa [ejl OpraHu3allMd WM HOMEHKJIaTypa ael
CTPYKTYPHOTO MoOJpa3feieHuss ¢ O(OPMIIEHHOM WTOrOBOM 3alUChIO O
KOJIMYECTBE 3aBEJICHHBIX U 3aKOHYECHHBIX JIE]I.

- npu 8610LIMUU OOKYMEHMOE U3 apXUBA OPSAHUZAYUU:

[] akT mnpuema-nepeayd JOKYMEHTOB Ha IOCTOSSHHOE XpAHEHHE B
roCyIapCTBEHHBIN apXUB WJIM apXUB APYTOil OpraHu3aluu;

[} akT BO3BpaTa JOKYMEHTOB COOCTBEHHUKY;

[] akT O BBIACNEHUM K YHUUTOXEHHUIO JOKYMEHTOB, HE MOJIeKalluX
XPaHEHHUIO;

[] akT 0 He OOHapyKEHUU JOKYMEHTOB, MYyTH PO3BICKA KOTOPBIX
UCYEpIIaHbl;

] akT 0 HeMCIPaBUMBIX MMOBPEXKICHUAX TOKYMEHTOB;

- N0 pe3yIbmamam GblNOAHEHUs. GHYMPUAPXUBHBIX pabom (cocmaenenus
CBOOHBIX ONUCEU, HAYYHO20 ONUCAHUS OOKYMEHMO8 NUUHO20 NPOUCXONCOCHUS,
APXUBHBIX KOJIEKYUU, COCMABNEeHUs Onucell 0co60 YeHHblX 0ell U OOKYMEHMO8,
cmpaxoeo2o onoa u onoa nonv3oeanus, co30aHus 00bEOUHEHHbIX APXUGHBIX
@onoos, nposepxu



[] akT 00 OOHapy>KeHHWU JOKYMEHTOB (HE OTHOCSIIUXCA K JTaHHOMY
(doHIy, apXUBY, HEYYTEHHBIX U T.1.).

KHura yuera nocTyIieHUus U BBIOBITHS JOKYMEHTOB.

Knura yuyera mocTymieHus U BBIOBITHSL JOKYMEHTOB IpeIHa3HaueHa AJis
ydeTa BCeX TEKYIIMX U MTOTOBBIX (Ha 1 sSHBaps KaXIOTO roja) WU3MEHEHUH B
coctaBe U oObeme (OHIOB M JEI B apXWBE OpPraHU3alMH, CBSI3aHHBIX C
OpPUEMOM, BBIICTICHUEM JIeJl, HE TMOJUIeKAIIUX JalbHEeHIIeMy XpaHEHUIO,
nepenayer Jen B TOCYJApCTBEHHBIM WM apyroil apxuB. Kuura yuera
MOCTYIUJICHUSI U BBIOBITUS JIOKYMEHTOB CIY>KUT OCHOBOM ISl COCTaBJICHUS
ucToB (OHIOB, ACMIOPTA APXUBA.

Kaxxmoe mnocTymiieHHe Wi BBIOBITHE IOJIYYaeT CaMOCTOSTEIbHBIN
MTOPSAAKOBBIA HOMED.

Ecnu mocTyrmieHue cOCTOMT W3 JOKYMEHTOB HECKOJbKMX (DOHAOB, TO
JaHHBIE TI0 Kax1oMy (hoHy (Ha3BaHue (POHIA, €Tr0 HOMED U T.J.) 3alUChIBAIOTCS
C HOBOM CTPOKH 32 TE€M XK€ MOPSAIKOBBIM HOMEPOM.

VY4eT mocTymjieHus U BBIOBITHS TOKYMEHTOB B apXHBE, XPAHSIIIEM OJHH
dbonH, BeaeTcs 1o JucTy GpoHjaa.

ApXHB OpraHu3aIiu CO CI0KHON CTPYKTYpPOH MOXET YUUTHIBATH B KHUTE
ydyeTa NOCTYIJIEHUS U BBIOBITHSL JJOKYMEHTOB CAMOCTOATEIBHO MOCTYIUICHHUE WIIH
BBIOBITHE JOKYMEHTOB KaX/10TI0 CTPYKTYPHOT'O MOJPa3ACICHHUS.

Ecnu nokyMeHThl (poHAa MOCTYNaroT B apXUB BIIEpPBbIE, TO HOMEP (hoHAA
IOPOCTaBIISIETC B KHUTE Y4eTa MOCTYIUIEHHS U BBIOBITHS JOKYMEHTOB IOCIE
NPUCBOEHUS eMy HOMepa 1o cnucky Gonao. Eciu MOCTYIIHBILINE
JOKYMEHTBI SIBJISIOTCS 4YacTblo (POHIA, YXKE HMEIOIIErocs B apXHWBE, TO B
COOTBETCTBYIOIIEH rpad)e KHUTH YKA3bIBAETCS HOMEpP, MPUCBOCHHBIA 3TOMY
¢onny panee. Ecnu moCcTynuiu WM BBIOBUIM HEONMCAHHBIE TOKYMEHTHI, TO B
rpade 6 AenaeTcs OTMETKA: “He OMHUCaHBI", a CBeJeHUs 00 0Obeme narores B 13
u 14 rpadax.

ExxerogHo B KHUIE ydeTa TNOCTYIJIEHUS M BbIOBITUS JOKYMEHTOB
MOJABOJIUTCA UTOT KOJIMYECTBA MOCTYNUBIIMX U BBIOBIBUIMX 32 T'OJ JOKYMEHTOB

(mem).

8. UCIIOJIb3OBAHHME JOKYMEHTOB APXNBA.
8.1. [TonsiTHE UCIOIB30BAHUS JOKYMEHTOB apXHBa.
Hcnonp3oBaHue apxXWBHBIX JIOKYMEHTOB - TNpUMEHEHHe HH(OpMaLuu

apXUBHBIX JIOKYMEHTOB B KYJIbTYPHBIX, HAy4YHBIX, [IOJIMTUYECKUX,
DKOHOMMYECKUX MEIsIX U JUIsi OOecCleueHHs] 3aKOHHBIX TpaB M HHTEPECOB
rpak/iaH.

JIOKyMEHTBI ~apXMBOB OpPraHM3alHi  SBISIOTCA  OTKPBITBIMM IS
UCIIOJIb30BaHUs ApXUBOM U MOJIb30BATESIMU.

Hckirouenue COCTaBJIsIET JOKYMEHTUPOBAaHHAas  HMHQOpMarus,
OTHECEHHAs! 3aKOHOAATEIIbHBIMUA aKTaMH K KaTETOPUH OTPAHUYEHHOTO TOCTYTIA.

[Mopsimox mcnonb3oBaHUS AOKyMeHTOB ApxuBHoro ¢onga Poccuiickoit
@enepanuy, HAXONAIIMXCS HAa BPEMEHHOM XPAaHEHWM B OpraHU3alusx,
ONPENEIIAETCS UMH Ha OCHOBE HacTosero [lonoxenus.



OcHOBHBIMH (pOpMaMH HCIIOIH30BAHMS TOKYMEHTOB apXHBa SBISIOTCS:
MH(GOPMUPOBAHUE JIPYTHX OpraHu3aluid O HAIMYUU B apXWBaX TEX HJIM WHBIX
JOKYMEHTOB M UX COZACPKaHHH,

WCIIOJIHEHHE 3alpoCcOB TpaXJAaH M OpraHuM3aluil  COLHaJIbHO-IIPABOBOIO
XapaKkTepa;

MOJITOTOBKA MH(OPMAIIMOHHBIX MEPONPUATHI: BEICTABOK, KOH(MEPEHLIU U Jp.;
BbIJlaua JJOKYMEHTOB BO BPEMEHHOE T0JIb30BaHUE.

NudopmupoBanue U UCIOTHEHUE 3aPOCOB PYKOBOJUTENIEH OpraHu3aliu
U CTPYKTYPHBIX  TMOJpPA3JeJeHU, a  Takke  JpYrux  OpraHu3anui
OCYUIIECTBJISIETCS. apXMBOM [0 ONPENEJICHHOM TeMaTHKe MO 3alpocy WU B
MHUIIMATUBHOM TOpsAKe B GopMe MH(DOPMALMOHHOTO MUChMa WU CIPABKU O
HAJIMYUU B apXUBE COOTBETCTBYIOIIUX

NudopmupoBanre pyKOBOIUTENEH MOXKET MPOU3BOAUTHCS TaKXKE B
dbopmMe TeMaTH4YeCcKOM MOA0OPKH KOMUH JOKYMEHTOB, K TMOJ0OpKE KOMHUI
MPUIJIAraeTCsl TUTYJIBHBIN JIUCT, & TAKKE IPU HEOOXOJUMOCTH HCTOPUYECKas
CIIpaBKa, IEPEUYCHb U JPYrue MaTepHalIbl.

8.2. MHcmomHeHnue 3ampocoB TpaXkIaH M OpTraHU3alUid  COIMAIBHO-
IIPaBOBOT'0 XapakTepa.

WNudopmanus conuaabHO-IIPAaBOBOTO XapakTepa Mo 3alpocaM IpaxaaH U
opraHu3anuii BblaeTcss B (opMe apXWBHOM CIIpaBKH, apXMBHOW KOMHUU HU
apXUBHOM BBIITUCKHU.

ApXuBHas CHpaBKa - JOKyMEHT, COJEepXaIlui apX1UBHYIO HH(POPMALIUIO O
opeaMeTe 3ampoca, € YKa3aHMEM IOMCKOBBIX JAaHHBIX JOKYMEHTOB, Ha
OCHOBAHHMH KOTOPBIX OHA COCTAaBJICHA.

ApxvBHasgE KOMHUS - JOKYMEHT, BOCHPOM3BOJSAIIMNA TEKCT WIH
M300pakeHre apXUBHOTO JOKYMEHTA, C YKa3aHUEM €r0 MOMCKOBBIX JaHHBIX.

ApXvBHas BBITIUCKA - JIOKYMEHT, JOCIOBHO BOCHPOM3BOMISIINN YacTb
TEKCTa apXUBHOTO JOKYMEHTa, OTHOCAILYIOCS K OIPEAEIEHHOMY BOIIPOCY,
(dakTy U IuILy, ¢ yKa3aHuEeM MOMCKOBBIX JaHHBIX JOKYMEHTA.

ApXUBHBIE CHpaBKH, BBIMUCKA M KOMUU BBIJAIOTCS Ha OCHOBAHWUU
NUCBMEHHOTO 3a1poca

MOJIb30BAaTENsI, KOTOPBIN JOJKEH COJepKaTh HAaMMEHOBaHUE (U aJipec Ipu
MEePEChUIKE) OpraHU3aluN (apxuBa), KOTOPOU OHU AJAPECOBAHBI; U3TT0KEHUE
CylLIecTBa 3arpoca; (pamMHuiInio, UM U OTYECTBO OOpallaroIerocs; ero ajapec,
KOHTaKTHBIE TeIE€(POHBI; ATy U JIUYHYIO MOAMKCH.

OOpainienust TpakaaH, B KOTOPBIX OTCYTCTBYIOT (amwmimu, aapeca u
NOANMUCH  OOpAIllalOIIMXCA, CUUTAIOTCS AHOHUMHBIMM M HE MOJJIEekKaT
PAaCCMOTPEHUIO; TPU JIMYHOM OOpalleHUH MNpU Haduyuu GaMuiIud U ajapeca
HEeJ0CTaroIasi tHPopMalys MOXKET ObITh BOCIIOJIHEHA.

CpoK HCIONTHEHHS 3apPOCOB COLIMAIIBHO-TTPABOBOTO XapaKTepa rpaxaaH U
OpraHu3aliii o MaTepuallaM apXuBa HE JOJDKEH npeBbimaTh 30 aHe co AHs
peructpauuu odpaimienus. [Ipu cnoHbBIX 3ampocax CPOK MOXKET ObITh MPO/IJIEH,
HO He Oosiee yem Ha 30 aHel ¢ 00s3aTENbHBIM YBEIOMIJIEHHEM 00 3TOM
3asIBUTEIIA.



Cpok HCHNOJTHEHUS 3alpoCcOB C HCHOJIb30BAHMEM TOJIBKO HAy4YHO-
CIIPaBOYHOTO ammapara apxuBa — He Oosiee 15 gHEH ¢ MOMEHTa perucTpauu
oOpailieHus.

ApXUBHBIE CIPaBKM COCTAaBISIOTCS HA OCHOBaHUU JOKYMEHTOB
(MOJJTMHHUKOB M 3aBEPEHHBIX KOMUI), XpaHSIIUXCS B apXUBE; UCIOJIb30BAHUE
HE3aBEPEHHBIX  JIOKYMEHTOB, OTHOCSIIMUXCA K  BONpPOCY  OOpalleHus,
oroBapuBaeTcs B TeKcTe cupaBku ("He3aBepeHHas komug"). [Ipu oTcyTcTBUM B
apxuBe JOKYMEHTOB, COJEpKalllUX CBEACHHUS [0  3alpaliiBacMOMY
BOIIPOCY, apXMBHAsl CIPaBKa MOKET OBITh BBIJIaHA MO XPAHSIIMMCS B apXuBe
NeYaTHbIM MaTepuaiaM, OTHOCAIIMMCS K MpEeAMETy oOpallleHHs,, C TOYHBIM U
MOJTHBIM YKa3aHUEM MCTOYHUKA.

ApXUBHBIC CIIPABKU COCTABJISIIOTCS TI0 YCTAHOBJICHHOW (hopMe Ha OJiaHKe
apXMBHOM CIIPaBKH WK 00IEM OJaHKE OpraHU3aLHH.

B cmpaBke npuBOASTCA Ha3BaHUs, JaThl W HOMEpa JTOKYMEHTOB U
W3JIaraloTCs CBEACHUS, UMEIOIMECS B Ha3BaHHBIX JOKYMEHTAX U OTHOCAIIUECS K
Borpocy  oOpamienus.  M3noxxkeHne — gaercs B XPOHOJIOTMYECKOM
MIOCJIEIOBATEIbHOCTH COOBITUM, & HE IOKYMEHTOB, B KOTOPBIX OHH OCBEILAIOTCS.

Jonyckaercsi IpUBOAUTH B CIIPABKE BBIIECPKKH U3 TOKYMEHTOB, 3aKIH0Yast
UX B KaBblukM. Ha3BaHusa opraHu3anuiéi B TEKCTE€ CIOPaBKU IPU MEPBOM
yNOTPEOJICHUH MPUBOJISTCS MOTHOCTHIO, @ B CKOOKaX UX OUIIUATBHO MPUHSATHIE
COKpAIEHHUs; IPU HOBTOPHBIX YIIOMUHAHUAX - TOJIBKO COKpAIlCHHBIE.

B cnpaBKky BKJIIOYarOTCS TOJIBKO CBEICHUS, YIIOMUHAEMbIE B IOKYMEHTAX.

B Tekcre apXWBHOW CHOpaBKM HE JIOIYCKAalOTCd KOMMEHTAapHH,
COOCTBEHHBIC BBIBOABI HCIIOJIHUTES 1O COJEPKAHUIO HCTIOJb30BAHHBIX
JIOKYMEHTOB.

ApxuBHas CIpaBKa MOJMUCHIBACTCS PYKOBOJMUTEJIEM OpPraHU3allUd WU
MO/Ipa3IeNCHUsI.

ApXUBHBIC KOIHMH U BBIMUCKUA U3 IOKYMEHTOB BBIIAIOTCS B COOTBETCTBUU
C 3aIIPOCOM.

N neHTUYHOCTh TMOJIMHHUKY BBIJAHHBIX APXUBHBIX KOMHN M BBIMHCOK
3aBepsAETCS MOANUCHIO PYKOBOAUTENS OPTaHU3ALMKU UM YIOJHOMOYEHHOTO UM
nuua (pyKOBOAMTENS TMOApPA3[EiCHUs, B COCTaB KOTOPOrO BXOAHUT apXuB) H
repOOBOM IMeYaThi0 OpPraHU3aIlHH.

Boinucka npou3BOAUTCS TOJBKO U3 JOKYMEHTA, B KOTOPOM COIEPKHUTCS
HECKOJIbKO OTJICTbHBIX, HE CBS3aHHBIX MEXIy C000W BOMpOocoB. Brimucka
JIOJKHA BOCIPOU3BOJAMUTH TMOJHBIA TEKCT 4YacTH JOKYMEHTa, OTHOCSIIEHCS K
3anpocy.

JlonyckaeTcsi U3bATHE U3 aApPXUBHBIX €] U BblJaua BajeibllaM WU UX
POJCTBEHHHKAM TO/JIMHHBIX JIMYHBIX JOKYMEHTOB O TPa)KJaHCKOM COCTOSIHUH,
00 00pa3oBaHUM, TPYJOBBIX KHWKEK U IPYTUX, HE MOJYYEHHBIX B  CBOE
BpEMsI BIIAJIENbIIEM IOKYMEHTOB.

[ToasivHHBIE TUYHBIE JOKYMEHTBI BBIJAIOTCS C PA3peIeHUs] pyKOBOIUTEINS
OpraHu3allid 3asiBUTEJISIM 1O MPEIbIBICHUU TMACIOPTa, WHOTO JOKYMEHTA,
YAOCTOBEPSIOIIETO JIMYHOCTh, UX POJICTBEHHUKAM UJIM  JIOBEPEHHBIM JauaM



HOTapUAJIbHO 3aBEPEHHON JOBEPEHHOCTU. llonmMHHBIE JWUYHBIE JOKYMEHTHI
MOTYT OBITh BBICJIAHBI 3asIBUTEIIO LIEHHBIM MMHUCHMOM.

OpranamMu MpaBONOpPSJKA U3 apXUBa MOTYT OBITb U3BSATHI JOKYMEHTHI B
COOTBETCTBHHM C 3aKOHOATENBLCTBOM Poccuiickon Penepanuu.

Ha mecTo n3pATOro JOKyMEHTa B JIEJ0 BKJIA/IbIBAETCS CIIpaBKa O BbIIAYE,
CHSITasi C HErO KONUS WJIM B YYETHBIX AapXUBHBIX JOKYMEHTax Jienaercs
OTMETKAa 00 M3BATUM, YKa3bIBAIOTCSI HOMEp, JaTa W Ha3BaHHE JIOKyMEHTa-
OCHOBaHUS JUId U3BATHUS, a TaKXKE paclucKa Mojdydarens JOKyMeHTa (Ipu
JMYHOH mepenayve).

ITpu oTcyTCTBHM B apXMBE 3alpallliBAEMbIX CBEACHHUN OTPHULIATENIbHBIN
OTBET COCTaBJIsIETCS Ha OJIaHKe MUChMa opraHu3ali. B HeMm ykaspiBaeTcs ¢akt
OTCYTCTBUS B JIOKYMEHTaxX apXWBa HWHTEPECYIOIIMUX 3asBUTENS CBEACHHU U
JAIOTCS PEKOMEHJAluu, KyAa CcleayeT oO0paTuTbCs 3a HeoOXOOuMOU
nH(popManuei. B ciaydasx oTpULIATENIbHOIO OTBETA, COAEPIKALIETO CBEIEHUS 00
OTCYTCTBUU B apXHBE HEOOXOJUMBIX JOKYMEHTOB BCIIEJICTBUE WX TMOEIH WU
YTpATHI.

5. OTBETCTBEHHOCTbDB 3ABEJAYIOIIEI'O APXNBOM
5.1. JIoJ5KHOCTHOE JIUI0, KOTOPOMY MOPYYEHO 3aBEI0BAHUE apXUBOM, HECET
OTBETCTBEHHOCTH 32 COCTOSIHME PA0OThI apXUBa U BHITIOJIHEHUE BO3JIOKEHHBIX Ha
HEro 3a/1a4 U QyHKIUH.



