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00 apxuBe MyHUIIUNIATBHOrO OFOKETHOTO TOIIKOJIBHOI0 00pa30BaTEIbHOIO YUPEKICHUS
« Komynmaesckwmit netckuii cag NoS «Tomomexk »

1. OBILME ITOJIOXEHUA
1.1. B MyHunumnansHOM OO/IKETHOM JIOHIKOJIBHOM 00pa3oBaTeIbHOM yupekaeHun « KomyHnaaeBckuit
netckuii  cam  NoS «Tomomek » (mamee — VYupexzaeHune) Uil XpaHEHUS 3aKOHYEHHBIX
JIEJIONPON3BOICTBOM JOKYMEHTOB CO3/1a€TCS apXUB.
1.2. VupexneHue BBIACISACT IMOJA apXWB ITIOMEIEHHE, OTBedarollee TpeOOBaHUSIM OOeCIeYeHHUs
COXPaHHOCTHU IOKYMEHTOB, a TAKXKe COOTBETCTBYIOIIEE 000PyIOBaHUE.
1.3. 3aBegoBaHMEe apXUBOM IOPYYaeTCs OTBETCTBEHHOMY 3a apXHB JIMIly, Ha3HAYaEMOMY IIPHKAa30M
PYKOBOAMTENS OpraHU3aI|H.
1.4. B cBoeii paboTe apXuB OpraHHU3allMi PYKOBOJCTBYETCS 3aKOHOJATEIILHBIMHM akTaMu Poccuiickoit
denepanyy 1Mo apXUBHOMY JI€]1y, HOPMaTHUBHO-METOANYECKUMHU JOKyMeHTaMu MUHKynbTypsl Poccuun
n enepabHOTO apXUBHOT0 areHTcTBa Poccuu, MprKa3aMu U yKa3aHUSMHU PyKOBOJICTBA OPTaHU3aLUN
Y HACTOSIIUM TOJIOKEHUEM.
1.5. KouTponb 3a JeSTENbHOCTBIO apXHBa OCYIIECTBIISET PYKOBOJACTBO OpPraHU3ALMH  WIIH
CTPYKTYPHOT'O TIOAPA3/AEICHUs, B COCTaB KOTOPOTO BXOJHUT apXHB.

2. COCTAB IOKYMEHTOB APXMBA
B apxuB nepenatorcs:
2.1. 3akOHYEHHBIE JCJIONPON3BOCTBOM JOKYMEHTHI, 00pa30BaBIINECS B ICITEIBHOCTH OpraHU3aliy U
€€ CTPYKTYPHBIX TOJIpa3ICIICHUN:
— JieNia TIOCTOSTHHOTO XPaHCHUS;
— nena BpeMeHHOro (cBbImie 10 jieT) cpoka XpaHeHUs;
— JIOKYMEHTHI 10 JINYHOMY COCTaBY;
— TOKYMEHTBI MTOCTOSTHHOTO XPaHEHHS U 10 TMYHOMY COCTABY OpraHU3aIHi-TIPEIICCTBEHHUKOR,;
— CIIPaBOYHBIN ammapaT K JOKYMEHTaM apxuBa (OMUCH, HOMCHKIIATYPHI Je], KAPTOTEKH H T. IL.).

3. 3AJJAUYU 1 ®YHKI N APXVBA
3.1.0cHOBHBIMHU 331a4aMU apPXUBA SABJISIFOTCS:
— KOMIUICKTOBAaHHE apXuBa JTOKYMEHTaMH, COCTaB KOTOPHIX MPEIYCMOTPEH pa3iesioM 2 HaCTOSIIEro
M0JIOKEHUS,
— o0ecrieueHre COXPAaHHOCTH U YU€T MPHUHSATHIX Ha XpaHEHUE JIOKYMEHTOB;
— OpraHu3anus MPaKTHIECKON PaOOTHI, CBA3aHHOW C WCITOJIB30BAaHHUEM JOKYMEHTOB, XPAHSIIUXCS B
apXuBe;
— KOHTPOIIb 3a MPaBWJIBHBEIM (OPMHUPOBAHUEM H O(OPMIICHHEM JIOKYMEHTOB B JIEIOMPOU3BOJICTBE,
0TOOpPOM U TIOJrOTOBKOH MX K Tiepejadye Ha apXUBHOE XpaHEHHE.
3.2. B COOTBETCTBMM C BBINOJHSACMBIMU 3ajJadyaMH apXUB OCYIIECTBIISICT CIEAYIONUEe (DYHKIUH:
— TNPUHUMAET TIOCIIC 3aBEPINEHUS JEIONPON3BOACTBA, YUUTHIBAET M XPaHUT OOpa30BaBININCCS B
JESATeILHOCTH OpTaHW3allid  JIOKyMEHTBhI, O0Opa0OTaHHBIE B COOTBETCTBHU C JIEHCTBYIOIIUMHU
MIpaBUIIAMU;



— opraHusyer pabOTy IO TOJTOTOBKE OIHWCEH 3aBEPIICHHBIX JEIONPOU3BOJICTBOM JIOKYMEHTOB
[IOCTOSTHHOT'O XPaHEHMsI U 110 TMYHOMY COCTaBY;

— OCYyLIECTBIISIET y4eT MO HOMEHKJIATypaMm Jell, HaXOAALIMXCS B CTPYKTYPHBIX MOApasaeiceHusx (y
WCTIONTHUTENEH ) JOKYMEHTOB BPEMEHHOTO XPaHEHHS;

— 00ecTieYnBaeT MOJHYI0 COXPAaHHOCTh MPUHSATHIX Ha XpaHEHHE JIET;

— co37aeT, MOMNOJHSIET U COBEPIIEHCTBYET yYETHO-CIPAaBOYHBIM ammapaT K XpaHALIMMCS B apXuBe
JeaM U IOKyMEHTaM;

— OpTaHU3yeT UCIOJIB30BaHME XPAHSIINXCS B apXHUBE JOKYMEHTOB;

— UH(GOPMHUpPYET PYKOBOACTBO M PaOOTHHKOB OpPraHU3allMd O COCTaBE M COACPKAaHHM IOKYMEHTOB
apxuBa;

— BBIJIa€T B YCTAHOBJIICHHOM TIOPSIIKE XPAHAIIHECS B apXUBE Jelia U JOKYMEHTHI ISl NCIIOJIB30BaHUS B
MPAKTUYECKUX U APYTUX LIENSIX;

— HCIIONHSET 3alpOChl YYPESKACHUN M TpakdaH 00 YCTaHOBICHHU TPYAOBOTO CTaka W 1O JAPYTHM
BOIIPOCaM COIMAIFHO-TIPABOBOTO XapaKTepa;

— BEJNIET y4YeT BBIJaul apXHUBHBIX JIe] U TIOKyMEHTOB, OCYIIECTBISIET KOHTPOJIh 33 CBOEBPEMEHHBIM HX
BO3BpAIllEHUEM B XPaHUJIUILE;

— MPOBOJUT JKCIIEPTU3Y LEHHOCTH JOKYMEHTOB, XPaHAIIUXCS B apXHMBE, CBOCBPEMEHHO OTOMpaeT K
YHHUYTOKEHUIO JIeTIa ¢ UCTEKIINMHU CPOKaMH XPaHEHUS;

— OKa3blBacT METOAMWYECKYI0 IOMOIIb CIIYy)KOe JeIONPOU3BOJICTBA OpPraHW3allMd B COCTAaBIICHUH
HOMEHKJIATYpBl JIeJI, KOHTPOJNHUPYET TMPaBUIBHOCTh (OPMHUPOBAHMSA U OQOpPMIICHUS Jiel B
JENOTPON3BOJICTBE,  MOATOTOBKY  JIOKYMEHTOB K  TlepeAade B apXWB  OpraHU3alliW;
— B Cly4ae 3aKIIOYEHHUs] C COOTBETCTBYIOIIMM YyupexkaeHuem denepaipbHOro apXMBHOTO areHTCTBA
Poccun noroBopa o mepenade Ha TOCYJapCTBEHHOE XpaHEHHE JOKYMEHTOB OpraHM3aluu
o0ecrieynBaeT IMOATOTOBKY O3THX JOKYMEHTOB M CBOEBPEMEHHOE IIPEICTABICHUE OMHCH e
MTOCTOSTHHOT'O XPaHEeHUs Ha YTBEPKIEHHE IKCIEPTHO-IIPOBEPOYHON KOMUCCHH YKa3aHHOTO apXHBHOTO
YUpEKICHUSL.

4. IIPABA APXUBA
4.1. B mensix BHINONHEHHs BO3JIOKEHHBIX 3a1a4 ¥ (QYHKOMH apxXuB HWMeEeT MpaBo:
— KOHTPONHMPOBaTh COOJIONEHNE B OpraHM3alldd W B €€ CTPYKTYPHBIX IOJApa3AeleHUIX
YCTaHOBJICHHBIX NPaBHJ PabOTHl C JOKYMEHTaMH, 00eCleueHHsI UX COXPaHHOCTH, KadecTBa oTOopa u
[TOATOTOBKH JIET K Mepe/iaue Ha apXUBHOE XPaHEHMUE;
— BHOCUTb Ha PACCMOTPEHUE PYKOBOJACTBA OPraHU3aLMHU IIPEJIOKEHHS], HAIIPABJICHHBIEC HA YIIyUILICHHUE
B CTPYKTYPHBIX MOJpa3esicHuAX paboThl 10 OQOPMIICHUIO TOKYMEHTOB, (POPMUPOBAHUIO UX B €A,
[TOATOTOBKE JIOKYMEHTOB K IIepeiaue Ha apXUBHOE XPaHEHHUE;
— TPEJCTaBIATh B YCTAaHOBICHHOM TIOpSJKE 3asBKM Ha oOecredeHHe apxuBa HEOOXOAUMBIM
00OpyZOBaHHEM 1 MaTepHalaMH, IPOBEICHIE PEMOHTHBIX Pa0OT H T. I1.;
— Y4acTBOBaTb B OPraHMU3YEMBIX yupekIeHUsIMH DenepaqbHOro apxXWBHOIO areHTcTsa Poccun
MEpPONPHUATUSAX TIO TOBBIIICHUIO KBATU(PHUKANIWKN pPaOOTHUKOB BEJIOMCTBEHHBIX AapXWBOB U
JIEJIOTPON3BOICTBEHHBIX CITYXKO, YUPEXACHUN U MPEATIPUITHH.

5. OPTAHM3AIINA JOKYMEHTOB B APXUBE.

5.1. JIoKyMeHTaJIbHbIM U apXUBHBINA (YOH]T OpraHU3aIHH.

Bed  cOBOKYNMHOCTH JTOKYMEHTOB, OOpa3yroIIMXCs B JESATENbHOCTH OpraHU3aluy,
COCTaBJISIET €€ JIOKYMEHTaIbHbIN (oH.

JlokyMeHThI, oOpa3yromiuecss B JEATEIbHOCTH OpraHU3allMy [0 CPOKaM XpaHEHUs
MO/IPA3AEIIAIOTCS Ha:

] TOKYMEHTBI BpEMEHHOT0 cpoka xpaHeHus (10 10 JieT BKIIOYUTENBHO);

[] TOKYMEHTBI JOJTOBPEMEHHOTO cpoKa XxpaHeHus (coime 10 ner);

[] TOKYMEHTBI MOCTOSIHHOTO (BEYHOT'0) XpaHEHUSI.

5.2. Opranuzanus JOKyMEHTOB B TIpeiesiax apXuBHOTO (poHa.

OcHOBHBIE TIOHATHUS U TPEOOBAHHUS.

B mnpenenax apxuBHOro ¢oHAA Y4YETHO-KIACCUDUKAITMOHHOW EIMHUIICH SBISCTCS
€IMHHIIA XPAHEHHWS JOKyMEHTOB. EQWHUIBI XpaHEHHWs JOJKHBI OBITh  OMHUCAHBI,



CUCTEMAaTHU3UPOBAHBI, BHECEHBI B OMHCH U OOPMIICHBI B TIOPSAKE, 00SCIIEUNBAIOIIEM HX yUET,
MIOMCK ¥ UCTIOIb30BaHHE.

Enuauner XxpaneHus (J1ena) apXuBHOTO (hOHIA CUCTEMATH3UPYIOTCS B mpeaenax GoHaa
corlacHo cxeme cuctemaruzanuu. CucremaTuzanus TOKYMEHTOB (OHJIAa MPOBOJIUTCS B
JICJIONIPOU3BOJICTBE M B apXHMBE OpPraHM3allMy MpU MOATOTOBKE JIOKYMEHTOB K Tepeaaue B
roCy/1apCTBEHHbIC apXUBBI.

Opranu3anus JOKYMEHTOB IO JJUYHOMY COCTaBY.

JIOKyMEHTBI 10  JIMYHOMY COCTaBy  BBIICHSIOTCA B OCOOyIO  TpyIy,
CHCTEMATH3UPYIOTCSl 000COOJICHHO U BKITIOYAIOTCS B OT/ICIBHYIO OIHUCH.

Peructpanmonso-y4eTaple  (OPMBI JOKYMEHTOB [0 JIMYHOMY COCTaBy (KHUTH,
KYpHaJIbl ydeTa MPHKA30B O MPHEME, NEPEBOJIC, YBOJIbHEHHUH, JHYHBIX KApTOYCK, JIMYHBIX
JIe, COTJIAICHWH, KOHTPAaKTOB W JIp.) BKIIOYAIOTCS B ONUCh JOKYMEHTOB IO JIHYHOMY
COCTaBy.

Ha nmuunbie nena yBOJISCHHBIX COTPYAHHKOB MOXKET COCTABIISATLCS OT/ICIbHAS OITUCH.

Jlena 1o JIMYHOMY COCTaBY, KaK IPABUIIO, CACTEMAaTU3UPYIOTCS 10 XPOHOJIOTHUECKOMY
npu3HaKy. B apxuBax KpyImHBIX OpraHH3AIMi ¢ OOJBIINM KOJIWYSCTBOM PAOOTHHKOB MOXKET
UCIIOJIB30BATHCS CTPYKTYPHO-XPOHOJIOTUYCCKUN TIPUHIIMIT CHCTEMATH3AIUHU JIMYHBIX JICI.

B mpenmemax kaxkmoro rojga ena o JMYHOMY COCTaBY CHUCTEMAaTH3UPYIOTCS TI0
CTEIICHU BAXHOCTH - IMPHKa3bl O 3a4YMCICHUU Ha ciayxOy (B ydueOHOe 3aBeleHUE U T.1.),
MEPEMEIICHUH, YBOJBHCHHH (OKOHYAHWM YYeOHOrO 3aBeJCHHS W T.J.), JIMIEBHIC CUETa,
CIIMCKH, JXYpPHAJbl ydYeTa JIOKYMEHTOB IO JIMYHOMY COCTaBY, JIPYIHE€ PETUCTPAIMOHHO-
YYeTHBIC TOKYMEHTEHI, INYHBIC JIeNa.

JluuHble neNa W JIMYHBIC KAPTOYKU YBOJICHHBIX COTPYJAHHUKOB OTHOCSATCS K TOMIY
YBOJILHEHUS U CUCTEeMATH3UPYIOTCS B TMpelenax KaKJIOW Tpymmbl IO aigaBUTy
hamunid.

6. YUET JJIOKYMEHTOB B APXHMBE.

6.1. O6uue TpeGoBaHUs K yUEeTy JOKYMEHTOB.

VY4er HOKYMEHTOB B apXHBE OpraHM3alMd - 3TO OINpeAeNieHuE UX KOJIMYeCTBa U
COCTaBa B

YCTAaHOBJIEHHBIX €AMHULAX Yy4yeTa M (uKcauus (perucrpanusi) HIpUHAUIEKHOCTU
KaX/10} €JMHHUIBI ydeTa K ONpeeIeHHOMY KOMILJIEKCY M OOIIEro MX KOJUYECTBAa B YUETHBIX
JIOKYMEHTaX.

[Ton ydeTHBIM JIOKYMEHTOM IOHMMAETCS JOKYMEHT YCTaHOBJICHHOM (hOpMBI,
(buKCUpYIOIUN TOCTYIIJICHHE, BBIOBITHE, KOJUYECTBO, COCTaB M COCTOSHUE apXHUBHBIX
JOKYMEHTOB B €IMHULIAX Y4ETa.

VY4er TOKyMEHTOB B apXMBE OpPraHU3allUU SBIISIETCS OJHUM U3 CPEACTB OOecreueHus
UX COXPAHHOCTU ¥ KOHTPOJIA 32 UX HAJTUYUEM.

VY4yery nojsexxar Bce XpaHsIIUecs B apXUBE OpraHU3alMi JOKYMEHTBI, B TOM YHCIIE
HEOIMCaHHbIe U HePO(UIbHBIE [T JJAHHOTO apXUBa.

VY4er npousBOAUTCS MyTEM MPHUCBOEHHUS ApPXMBHBIM JIOKYMEHTaM (€AMHMIIAM Y4eTa,
eIMHUIIAM XPAaHEHHUS) YUETHBIX HOMEPOB, SBJISIOIINXCS YaCThI0 apXUBHOTO MHUdpA.

ApxuBHBII QP - 0003HAUCHHE, HAHOCUMOE Ha KOKIYIO €UHUILY XPAaHEHHUS C 1EITbI0
obecrieyeHuss ee ydera M HJIEHTU(UKAUUMU. ApPXMBHBIM IMHUEGP COCTOUT U3 HOMEPOB:
apXUBHOTO (POHJIA IO CIIUCKY (POHJIOB apXMBa OPraHU3alMU U Yepe3 Ipo0b M0 CHUCKY (POHIO0B
rOCy/IapCTBEHHOI'O apXMBa, UCTOUHUKOM KOMIUIEKTOBAaHUS KOTOPOTO SIBJISIETCS OpraHU3alus,
apXUBHOM KOJUIEKIINH, OMUCH, EAUHUIIBI XPAaHEHHUS.

Homep apxuBHOrOo ¢oHIa mNpHUCBAMBAETCS TOCYAAPCTBEHHBIM apXWBOM IIOCIE
oQopMIIeHHS [TEPBOTO MOCTYIUIEHUS JIOKYMEHTOB OpraHM3alli Ha IOCTOSHHOE
XpaHEeHHue.



6.2. Enununsl yuera.

OCHOBHBIMU €JMHUIIAMHU Y4Ye€Ta JOKYMEHTOB HE3aBHCHMO OT BHJAa HOCUTENS, CIIOCO0a
Y TEXHHUKH 3aKpeIuIeHus] HH)OpMaIUK SIBISIOTCS:

[ apxuBHBII (OHJ, apXUBHAS KOJJICKIINS;

[] enHULA XpaHEHHUS.

JIOKyMEHTBI JIMYHOTO TPOUCXOXICHHS, HE MpPOIIEeAIINE HAyYHOTO ONHCAHHS,
YUUTBIBAIOTCS, KaK MPABHJIO, IO JOKYMEHTAM U JIUCTaM.

HeoOpaboTanHbsle TOKYMEHTHI (POCCHINB) YYHMTHIBAIOTCA M3 pacyera 150 nmcToB B
OJIHOM YCIIOBHOM €AVHULIEC XPAHCHHUS.

Enmuanna xpanenust - Qusndecku 000COOJICHHBIC JOKYMEHT WM COBOKYITHOCTh
JOKYMEHTOB, UMEIOIINE CAMOCTOSITEIIbHBIC 3HAUCHHE.

Enuanna XxpaHeHHS TOKYMEHTOB Ha OyMaXHOM OCHOBE ([e710) COBOKYITHOCTH
JOKYMEHTOB, OT/ICJIbHBINA JOKYMEHT, 3aKIIOUEHHBIE B 000COOICHHYIO 00JIOXKKY, MaIKY.

Yyer JOKyMEHTOB B AapXHMBE OpraHU3allid CTPOUTCS Ha OCHOBE COONIOJCHHUS
MIPUHIUIIOB!

HEHTPAIN3aIH, BHIPAKEHHON B NMPUMEHEHUH €IMHBIX CIUHHUI] y4eTa; YHU(PUKAIIH,
OCHOBAHHOW Ha COOJIIOJICHMH TMPEEMCTBEHHOCTH y4eTa apXUBHBIX JTOKYMEHTOB Ha BCEX
cTaausx paboThl ¢ HUMH; JUHAMHUYHOCTH, 00ECIICUNBAEMON CBOEBPEMEHHBIM U OTIEPATUBHBIM
BHECCHHEM H3MEHEHHH B YYETHBIE MJOKYMEHTHI MM COCTAaBJICHHEM HOBBIX YYETHBIX
JTOKYMEHTOB; ITOJTHOTHI M JOCTOBEPHOCTH yYeTa.

[Topsimox mocTynma K Y4eTHBIM JOKYMEHTaM, a TakKe K YYeTHBIM 0a3aM JaHHBIX
apXyBa OpraHU3alliy ONpEAeIIeTCs NPUKAa30M PYKOBOACTBA oOpraHu3aunuu. Bce ydeTHble
JOKYMEHTHI apXUBA OpTraHU3allMd  JOJDKHBI XPAHWUTHCS B XpaHWIHUINE (WJIM CIIEHUATBEHO
BBIJICJICHHOM TIOMEIIICHUH) B cef(ax MM METAUTMUECKHUX MKa]ax.

7. IOPAAOK BEAEHN A OCHOBHBIX YUETHBIX IOKYMEHTOB.

7.1. OcHOBaHMEM Ka)/I0H 3aIMCH B OCHOBHBIX YYETHBIX IOKYMEHTAX SIBIISICTCS:

- npu nocmynieHuu OOKyMeHmo8 6 apxXue OpeaHu3ayuiL:

[] chnatodHble ONMCH CTPYKTYPHBIX TOJpPAa3NeeHU Ha JOKYMEHTHI IOCTOSHHOTO,
J0AroBpeMeHHOro (cBblie 10 j1eT) XpaHeHHs U 10 JINYHOMY COCTaBy (TpuiiokeHue 12);

[ cBOJHAsT HOMEHKJIATypa JIeJ OpTaHU3allMi WM HOMEHKJIATypa Jell CTPYKTYpHOTO
noJipa3sieNeHuss ¢ O(GOpPMIIEHHOW MTOTOBOW 3allUChI0 O KOJIMYECTBE 3aBEJEHHBIX U
3aKOHYEHHBIX JIEI.

- Npu 8bLOBLIMUU OOKYMEHMO8 U3 APXUBA OPSAHUSAYUU!

[] akT mpuema-nepesadu JOKYMEHTOB Ha MOCTOSIHHOE XpaHEHHE B TOCYIapCTBEHHBIH
apX¥B UM apXUB JIPYTroil opraHu3anuu;

[] aKT BO3BpaTa JOKYMEHTOB COOCTBEHHHKY;

[] aKT O BBIJIENICHUH K YHUUYTOXKEHUIO JOKYMEHTOB, HE MOAJIEKAIINX XPAHEHHIO;

[] akT 0 HE OOHAPY)KEHUH TOKYMEHTOB, ITyTH PO3bICKA KOTOPHIX NCUYEPITAHBL;

[] aKT 0 HEMCIIPABUMBIX MMOBPEXKACHUSAX JJOKYMEHTOB;

- No pe3ynibmamam 6blNOIHEHUs GHYMPUAPXUBHBIX pabom (cocmasieHusi c80OHbIX
onuceu, HAYYHO20 ONUCAHUA OOKYMEHMO8 JTUUHO20 NPOUCXOHCOEHUS, APXUBHBIX KOIIEKYUI,
cocmaenenuss onucell 0coO0 YEHHbIX Oel U OOKYMEHMO8, Cmpaxo8oco ¢hoHoa u ¢honoa
NOb308AHUSL, CO30AHUSL 00BEOUHEHHBIX APXUBHBIX (YOHO08, NPOBEPKU

] akT 00 OOHaApyXEHHH JOKYMEHTOB (HE OTHOCSIIUXCS K JaHHOMY (OHIY, apXHUBY,
HEYYTEHHBIX U T.JI.).

KHura yyera nocTyrieHus U BBIOBITHS TOKYMEHTOB.

Knura yuera nmoctyruieHrs U BBIOBITHS JTOKYMEHTOB NpeAHAa3HAu€Ha JUIsl yyeTa BceX
TEKYIUX U UTOTOBBIX (Ha 1 sHBaps Ka)kJ0ro rojia) M3MEHEHU! B cocTaBe U o0beMe (GOHIIOB U
JIel B apXHWBE OPraHU3alllM, CBSI3aHHBIX C IPHEMOM, BBIJEICHHEM JEJ, HE IOUIeKAIUX
JalbHENIIEMY XPaHEHHUIO, Nepefadedl el B TOCYyJapCTBEHHBIM WM JApyrod apxuB. Kuura



ydeTa TOCTYIUICHUSI U BBIOBITUS JTOKYMEHTOB CIIY>)KHUT OCHOBOH /JIsSi COCTaBIICHHS JINCTOB
(hoHI0B, MacopTa apXuBa.

Kaxxgoe mocTymiaeHrue WM BBIOBITHE IMOJYY4aeT CaMOCTOSTEIbHBIA TOPSAKOBBIN
HOMED.

Eciu mocTyruieHHe COCTOMT U3 JOKYMEHTOB HECKOJNBKHX (DOHIOB, TO JaHHBIC IO
kaxnomy (houay (HazBaHue (oHIa, €ro HOMEP U T.JI.) 3aIIUCBIBAIOTCS C HOBOM CTPOKH 32 TEM
K€ TIOPSAIKOBBIM HOMEPOM.

VY4eT moCTyIUIeHHS ¥ BBIOBITHS IOKYMEHTOB B apXHBE, XpaHAIIEM OJUH (POHI, BEIETCS
o JUCTy GoH/A.

ApXUB OpraHm3aldyd CO CIIOKHOM CTPYKTYPOM MOXKET y4YWUTHIBaTh B KHUTE ydeTa
MOCTYIUICHUST W BBIOBITHS JIOKYMEHTOB CaMOCTOSTEIBHO TIIOCTYIUICHHE WM BBIOBITHE
JIOKYMEHTOB Ka[0T0 CTPYKTYPHOTO TIOJIpa3/ieJICHHUS.

Ecim  nmokymeHTH (OHIAa TIOCTYMAlOT B AapXuB BIEpPBbIE, TO HOMEp (QoHIa
MPOCTABJISIETCS. B KHUT'E YUeTa IMOCTYIUICHHUSI U BBIOBITHS IOKYMEHTOB ITOCJIE PUCBOCHUS EMY
HOMepa 10 CUcKy GoH0B. Ecii  MOCTYNUBIIHE JOKYMEHTHI SIBIISTFOTCS YaCThIO (DOHJIA, YIKE
UMEIOIIETOCS. B apXHWBe, TO B COOTBETCTBYIOIIEH Trpade KHHUTHM YKa3blBaeTca HOMED,
MIPUCBOCHHBIN 3TOMY (OHIY paHee. Eciau mocTymim win BRIOBITH HEOITUCAHHBIC JIOKYMCHTHI,
TO B rpade 6 aermaercs OoTMETKa: “HE OomHUcaHbI", a cBeAcHUS 00 oObeme narorcs B 13 u 14
rpadax.

E>xeronHo B KHUTE y4yeTa MOCTYIJICHUS U BBIOBITHS JOKYMEHTOB MOABOJIUTCS UTOT
KOJIMYECTBA MOCTYIUBIINX U BBIOBIBIIKX 32 T'OJT JOKYMEHTOB (1I€J1).

8. UCIIOJIb3OBAHUE IOKYMEHTOB APXHBA.

8.1. IlonsiTe UCTIOIBL30BAHUS JOKYMEHTOB apXHBa.

Hcnonb3oBaHue AapXMBHBIX JOKYMEHTOB - IPUMEHEHHE HH(POPMALUU aApPXUBHBIX
JIOKYMEHTOB B KYJIbTYPHBIX, HAYYHBIX, ITOJINTHYECKUX, SKOHOMUYECKUX LEIAX U IJIA
o0ecreyeHrs: 3aKOHHBIX IIPaB U MHTEPECOB I'Pax/iaH.

JIOKyMEHTBl apXWBOB OpraHU3alMil SBISAIOTCS OTKPBITBIMH JUIS  HCIOJIB30BaHUSA
apXMBOM H I10JIb30BATEISIMHU.

HckiroueHre cocTaBisIeT  TOKYMEHTHPOBAHHAas uH(popMalrs, OTHECEHHast
3aKOHOJATEIbHBIMU aKTaMU K KaTErOPUHU OIPaHUYEHHOTO 10CTYyIa.

[Topsimok ucnosb3oBaHusi TOKyMeHTOB ApxuBHOro (onma Poccuiickoit denepanuu,
HaxXOJAIIUXCSA HAa BPEMEHHOM XPAaHEHUM B OPraHU3ALMSX, ONPEAEIAETCS MMM HAa OCHOBE
Hacrosiuiero Ionoxenus.

OcHOBHBIMU (hOpMaMHU UCTIONB30BAHUS IOKYMEHTOB apXHBa SBISIOTCS:
nH(OPMHUPOBAHHE PYKOBOJCTBA M CTPYKTYPHBIX MOJpa3fefieHUuil OpraHu3aluy, a TaKxKe
JIPYTUX OpraHU3alyi O HAJIWYWU B apXUBAX TE€X WM UHBIX JOKYMEHTOB U X COJEP/KaHUMU;
HCIIOJTHEHUE 3aIIPOCOB IPak/1aH U OpPraHU3aluil COLUAIBHO-IIPABOBOI0O XapaKTepa;
MOJIrOTOBKA WH(OPMAIIMOHHBIX MEPONIPUATUNA: BBICTABOK, KOH(GEPEHIIMHA U JIp.;

BbIJ]a4a JOKYMEHTOB BO BPEMEHHOE MOJIb30BaHUE.

NudpopmupoBaHHe ¥ HUCHOJIHEHUE 3alpOCOB PYKOBOAUTENEH OpraHu3alud |
CTPYKTYPHBIX MOJpa3JEICHUM, a TaKKe JPYTUX OPraHU3alWl OCYIIECTBIISIETCS aAPXHUBOM IIO
OIpe/Ie/ICHHOW TeMaTUKe IO 3ampocy WM B HMHUIMATUBHOM TMopsake B (opme
MH(OPMALIMOHHOTO MUChMA WJIM CIPAaBKU O HAJIMYUH B apXUBE COOTBETCTBYIOLIUX

NudopmupoBaHue pyKOBOAMUTENEH MOXKET NPOM3BOIUTBHCI Takxke B (opme
TEMaTU4YEeCKOH MOJO0OPKH KONl TOKYMEHTOB, K MOAOOPKE KOMWUN MpUJIaraeTcsi TUTYJIbHbBIN
JIMCT, a TaKXkKe MPH He0OXOAUMOCTH HCTOPHUYECKAs CIIpaBKa, IEPEeYeHb U APYrHe MaTepHalbl.

8.2. HcnonHeHue 3ampocoB TpaKgaH M OpraHU3allMi  COLMAIBHO-IIPaBOBOIO
Xapakrepa.

WNHdopmanus conualbHO-IIPABOBOrO XapaKTepa M0 3alpocaM IpakJaH U OpraHnu3anui
BbIIacTCA B ()OpME apXUBHOM CIPAaBKH, apXUBHOM KOMTUHM U APXUBHOM BBIIIHCKH.



ApXxuBHasI CIIpaBKa - JOKYMEHT, COJEpKallli apXWBHYIO MH()OpPMAIHIO O MpEeaMeTe
3ampoca, C yKa3aHHEM IIOMCKOBBIX JAaHHBIX JOKYMEHTOB, Ha OCHOBAaHUU KOTOPBIX OHa
COCTaBJICHA.

ApxHBHAsI KONHS - JOKYMEHT, BOCIIPOU3BOASIINI TEKCT WM N300pakeHne apXUBHOTO
JOKYMEHTA, C YKa3aHUEM €T0 IMOMCKOBBIX JaHHBIX.

ApxuBHasi BBIIUCKA - JOKYMEHT, JOCJIOBHO BOCIPOM3BOJASAIIMN YacTh TEKCTa
apXMBHOTO JIOKYMEHTa, OTHOCSIIYIOCS K OIPEACICHHOMY BOIpocy, (hakTy mim nuiy, c
YKa3aHHEM MOUCKOBBIX JIaHHBIX JOKYMEHTA.

ApXUBHBIC CIIPaBKH, BBIIUCKM W KOMHMU BBIJAIOTCS HAa OCHOBAaHUHM IMHCHMEHHOTO
3ampoca

10JIb30BATENs], KOTOPBIN JOJDKEH cOoAepkKaTh HAMMEHOBaHuUeE (M aJpec IPU MEPECHUIKE)
opraHmsanuu (apxumBa), KOTOPOW OHHM aJIpeCOBaHbl; M3JI0XKEHHE CYIIEeCTBAa 3alpoca;
bamMunuio, UMsI ¥ OTYECTBO OOPAIIAIONIETOCS; €ro aJIpec, KOHTAKTHbIE Tene(oHbI; naTy u
JUYHYIO TOJITUCH.

OOpamenust TpakaaH, B KOTOPBIX OTCYTCTBYIOT (aMIJIUH, agpeca M TMOAMKUCH
o0Opalarumxcs, CYUTAIOTCS AaHOHUMHBIMU U HE MOJIJIEKAT PACCMOTPEHUIO; MPHU JUYHOM
oOparmeHuu Mpu HWYUMK (GaMUIMA U aapeca HeJocTaronas WHGOpMaIus MOXKET OBITh
BOCIIOJTHEHA.

CpoK WCIONHEHHs 3alpoCOB  COIHUAIBHO-TIPABOBOTO  XapakTepa TpaxaaH U
OpraHM3alyii Mo MaTepuaiaM apxuBa He JOJDKEH mpeBblmaTh 30 AHEH co AHS perucTpanuu
obpamenus. [Ipu CIOXKHBIX 3ampocax CPOK MOXET OBITh MPOJJICH, HO He Oojnee yem Ha 30
THEH ¢ 00g3aTeNbHBIM YBEAOMIICHHEM 00 3TOM 3asiBUTEIIS.

Cpok WCIONHEHHs] 3alpOCOB C HCIOJIb30BAHHEM TOJBKO HAYYHO-CIIPABOYHOTO
amnmapara apxuBa — He Oosiee 15 gHel ¢ MOMEHTa perucTpaluu oOpaleHusl.

ApXUBHBIC CIIPaBKH COCTAaBIIIOTCS HA OCHOBAaHUM JIOKYMEHTOB (TIOJJMHHHUKOB U
3aBEpEHHBIX KOIMMIi), XPaHSIIIUXCS B apXWBE, HCIOJb30BAHHE HE3aBEPEHHBIX JTOKYMEHTOB,
OTHOCAIIUXCS K BOIPOCY OOpallieHusi, OrOBapuBaeTCs B TEKCTE crpaBku (''He3aBepeHHas
konus"). [Ipu oTcyTcTBUM B apXuBe JOKYMEHTOB, coJiepxKalux CBE/ICHUs o
3arpamBacMOMy BOTIPOCY, apXHBHAs CIpaBKa MOKET OBITh BBIJAaHA IO XPaHSIIIAMCS B
apXuBe MeYaTHBIM MaTepuasgaM, OTHOCSIIUMCS K TIPEeaIMETy 0OpaIIeHusl, ¢ TOYHBIM U MOJHBIM
yKa3aHUEM UCTOYHHUKA.

ApXMBHBIE CTIPAaBKH COCTaBIISIOTCS MO YCTaHOBIEHHOW (hopMe Ha ONaHKe apXUBHOU
CIPaBKH WK 0o01IeM OJaHKe OpraHu3alluu.

B cnopaBke mnpuBoAATCS Ha3BaHUA, JaThl W HOMEpPAa JOKYMEHTOB W H3JIararoTcs
CBEJICHUS, UMEIOIINECS] B HA3BAHHBIX JOKYMEHTaX M OTHOCSIIMECS K BOIPOCY OOpaIICHHS.
W3noxeHue naeTcs B XpOHOJOTHUECKOM MOCIEI0BATEIbHOCTU COOBITHMH, a HE JOKYMEHTOB, B
KOTOPBIX OHH OCBEUIAFOTCS.

JlomyckaeTcsi MPUBOAWTHL B CHpPaBKE BBIAEPKKH U3 JOKYMEHTOB, 3aKiiouas UX B
KaBbIUKHM. Ha3BaHWsl OpraHn3anuii B TEKCTE CIPABKU MPH MIEPBOM YIOTPEOJICHUN MTPHBOISATCS
MOJIHOCThIO, @ B CKOOKax MX O(HIMATbHO TPUHATHIE COKpAILIEHHS; MPH MOBTOPHBIX
YIIOMHUHAHUSX - TOJIBKO COKpAIEeHHBIE.

B cnpaBky BKJIIOHAIOTCS TOJIBKO CBEIEHUS, YIIOMHUHAEMbBIE B IOKYMEHTAaX.

B TexcTe apXWBHOHM CHpaBKH HE JOMYCKAIOTCS KOMMEHTApUH, COOCTBEHHBIE BBIBOJIBI
WCTIOJHUTEJIS TIO COJEPKAHUIO UCTIOIBb30BAHHBIX JOKYMEHTOB.

ApxuBHas ~ cIpaBKa  IOANMUCHIBAETCS ~ PYKOBOIUTENEM  OpraHW3alud  WIH
MOJIpa3/IeIeHusl.

ApXMBHBIE KOTIMH U BBIIMCKU U3 JOKYMEHTOB BBIAAIOTCSI B COOTBETCTBUH C 3aIIPOCOM.

W neHTuyHOCTh MOJUIMHHUKY BBIJAHHBIX APXWMBHBIX KOMHM M BBIIMCOK 3aBEpsieTCs
MOJIMTUCHIO PYKOBOAMUTENSI OpraHU3allMd WM YHOJHOMOYEHHOTO UM JiMIa (pyKOBOJIMTENS
MO/Ipa3/JIeNIeHus], B COCTaB KOTOPOTO BXOAUT apXUB) U repOOBOM MEeYaThi0 OPraHU3alnu.



Boinucka mpous3BOIUTCS TOJIBKO M3 JAOKYMEHTA, B KOTOPOM COJEP/KUTCS HECKOJIBKO
OTJENbHBIX, HE CBA3AHHBIX MEXIy c000il BOIpocoB. Brlmucka aomkHa BOCIHPOU3BOAUTH
ITOJIHBIA TEKCT YaCTU JOKYMEHTA, OTHOCSIIEUCS K 3a1pocy.

JlonmyckaeTcss W3BATHE W3 apXMBHBIX J€JI W BblJaya BilaAeiablaM WM HX
POJACTBEHHUKAM TMOJJIMHHBIX JIMYHBIX JOKYMEHTOB O TPaXTAHCKOM COCTOSHHH, 00
00pa30BaHUM, TPYIOBBIX KHHXKEK U JPYTUX, HE IIOJIyYEHHBIX B CBOE€ BpeMs BIIAJENbLIEM
JIOKYMEHTOB.

[lonnuHHBIE JWYHBIE JOKYMEHTBl BBIJAIOTCA C  pa3pelicHUs PYKOBOAMTEIS
OpraHU3alMM 3asIBUTEISIM 110 NPEIbABICHUN I1ACIIOPTa, MHOT'O JOKYMEHTA, YAO0CTOBEPSIOILErO
JUYHOCTh, UX POACTBEHHUKAM MM JOBEPEHHBIM  JIMIAM  HOTAPUAJIBHO  3aBEPCHHOM
noBepeHHOCTH. [loyIMHHbBIE INYHbIE TOKYMEHTHI MOTYT OBITh BBICIIAHBI 3asIBUTEIIO IICHHBIM
IIUCBMOM.

OpranaMu MpaBoNopsiiKa U3 apxXuBa MOTYT OBITh U3BATHl JJOKYMEHTHI B COOTBETCTBUHU
C 3aKOHOAAaTEILCTBOM Poccuiickoit denepanuu.

Ha MecTo u3bpATOrOo JOKyMEHTa B [I€J0 BKJIAABIBACTCS CIIPABKa O BbIIAYE, CHATAS C
HEro KOIus MJIM B YYETHBIX apXUBHBIX JOKYMEHTaX JeJaercsi OTMETKa 00 HU3bATHH,
YKa3blBalOTCA HOMEp, JlaTa M Ha3BaHME JOKYMEHTA-OCHOBAHHUS ISl M3BIATHS, a TaKKe
pacrnucka nojiydaress J0KyMeHTa (IIpH JUYHOW nepeaaye).

IIpu oTcyrcTBMM B apxXuBE 3alpalllMBAEMbIX CBEICHUW OTPULATECIBHBIA OTBET
COCTaBJIsIeTCsl Ha OJaHKe NMUCbMa opraHu3anuu. B HeMm ykasbiBaeTcs ()akT OTCYTCTBHUS B
JIOKYMEHTaX apXuBa HWHTEPECYIOIIMX 3asBUTEN CBEACHUH M JAlOTCAd PEKOMEHAAlMM, KyJa
cleyeT oOpaTuThes 3a HeoOXxonumon umHpopmauued. B ciaydasx oTpuLaTelbHOTO OTBETA,
COJIEpIKaIlero CBEJEHUS 00 OTCYTCTBUM B apXUBE HEOOXOJIUMBIX JOKYMEHTOB BCIIEJICTBUE HUX
ruleny Win yTpaThl.

5. OTBETCTBEHHOCTHB 3ABEAVYIOIIEI'O APXVBOM
5.1. JIomKHOCTHOE U0, KOTOPOMY MOPYYEHO 3aBEAOBAHKUE apXUBOM, HECET OTBETCTBEHHOCTD 3a
COCTOSITHUEC pa6OTBI apXWBa U BBIIIOJHCHUC BO3JIOKCHHBIX HA HETO 3aJa4 U q)YHKHI/II‘/'I
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