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P OBIIME IMOJOKEHHWUA

1.1. B Mynuuunansiom  OrJuKeTHOM  JIOHIKOJIEHOM obpazoBareibHoOM
yupexxaeHun «Jlerckuit  ca No 35» (nance Yupeu/icHue) JuUls  XpaHcHHs
3aKOHYEHHBIX JICJONPOU3BOJICTBOM JIOKYMEHTOB CO3AACTCs apXHB.

1.2. VupexjaeHue BbIAEISeT [10J  apXHB  [OMCIICHHE, OTBCHAIOIEC
TpeboBaHusAM ObecredeHts COXpPaHHOCTH JIOKYMCHTOB, a TaKXKe COOTBETCTBYIOIIEE
o6opy/10BaHHKE. ‘ .

1.3.- 3aBe0BaHUE apXHBOM 110PY4aeTCsi OTBCTCTBCHHOMY® 38 dAPXHB JHILY,
Ha3HAuaeMOMY [TPUKa30M PYKOBO/IMTE/S @pPraHH3allim.

14. B cBoeil pabore apxup  OpraHuM3auud  PYKOBOACTBYCTCH
3aKOHOJATENbLHBIMU  akTamu  Poccuiickod  Deaepaiy 110 apXUBHOMY  JICIY,
HOPMATHBHO-METOAMYECKUMH JIOKyMEHTaMi MUHKYILTYPbI Poccuu 1 DenepanbHOTrO
apXMBHOTO areHTcTBa POCCHM, NpUKA3aMK M yKa3aluaMy PYKOBOICTBA Opratnsaiii
W HACTOSIIIIMM [10JIOKEHUEM.

1.5. KoHTponb 3a [JeATeJbHOCTHIO apXuBa OCYIIECTBIACT PYKOBOACTBO
OpraHM3allMK WK CTPYKTYPHOTO 110/(pa3/ie/ieHUs, B COCTaB KOTOPOTO BXOIMT apXHB.

Zs COCTAB JIOKYMEHTOB APXHUBA

B apxuB nepeiaroTes:

2.1. 3aKoHYEHHBIE JIeJIONPOU3BOJICTBOM JIOKYMEHThI, 00pasoBaBlIHeCs B
JeSITENIBHOCTH OpraHru3aly U €€ CTPYKTYPHbIX [oJipasjielIeHUMn:

— fieNia oCTOSIHHOTO XpaHeHUs,

- nefa BpeMeHHoro (cpbiie 10 jieT) cpoka XpaHeHUsl;

- JIOKYMEHTBI 10 JINYHOMY COCTaBy;

- JOKYMEHTBI  TOCTOSHHOTO ~ XpaHeHHWss M 110  JIHYHOMY  COCTaBy
oprau3aldi-npeaneCcTBEHHUKOB;

- CrpaBoOYHbI arnapar K JIOKyMeHTaM apXxuBa (OTHCH, HOMCHKIATY bl
JIe]T, KapTOTEeKH U T. I1.).

3 3AJIAYU U ®YHKIIUU APXUBA

3.1.OcHOBHBIMHU 3a/1a4aMK apXuBa SBISIOTCS!

- KOMITJIEKTOBaHWEe  apxXxuBa  JIOKYMEHTaMH,  COCTaB  KOTOPhIX
NpeayCMOTPEH pa3esioM 2 HACTOSLIETO MOJIOKCHU,

= obecriedeHne COXPAHHOCTU W y4deT TIPUHSATBIX HA XPaHCHHWC
JIOKYMEHTOB;

- opraHu3aliisg NpaKTHYecKoi paboThl, CBI3AHHON C HCTIONB3ORBAHHCM
JIOKYMEHTOB, XpaHsAIIIUXCsl B apXHBE; ’

- KOHTPOJIp 33 [pPaBWIbHLIM  (QOPMHUPOBAHHEM U oopmiieHHEM
JIOKYMEHTOB B JIEJIONPOVM3BOACTRE, *OTOOPOM M IOArOTOBKOW WX K repenade Ha
apXWBHOE XpaHEHHUeE.

3. B COOTBETCTBUM € BbINOIHICMBIMH 3a/1a4aMu APXHUB OCYIHICCTRIACT



crienyroue QyHKUMm:

- NPUHAMACT 110CJIC 3aBEPIUICHUS JICJIOTIPOU3BOJICTRA,  yHUHThIBACT ¢
XpaHUT 0Opa30BaBILMECS B JACIATCIBHOCTH Opratu3allii JOKyMEHTI, obpadorattbIc
B COOTBETCTBMH C ACUCTBYIOLLIMMHU [1IPABUIIAMH;

- opranusyet paboTy 10  IOAIOTOBKE OMUCEN  3aBEpPLICHHBIX
JIeNIONIPOM3BO/ICTBOM JOKYMEHTOB MOCTOSHHOIO XPAHCHUS W 110 JIMHHOMY COCTaBY,

= OCYIIECTBJSIET Yy4ueT 110 HOMEHKIATYpam JIej, HaXOMAIMXCA B
CTPYKTYPHBIX  NOJApasAeeHusx (Y UCITOJIHUTE/IEH) JIOKYMEHTOB  BPEMECHHOIO
XpaHEHUS; -

r obecrieynBaeT MoHy0 COXPAHHOCTh NPHUHATBIX Ha XpaHCHUC JICJL,

- co3/aeT, TONOJIHSIET M COBEPIICHCTBYCT — YHUETHO-CIIPABOUHbI]
anrapar K XpaHslIMMCs B apXHUBE Jiejiam 1 JIOKYMCHTAM]

= OpraHMu3yeT UCIO0Jb30BAHUE XPAHALLMXCA B APXHBC JIOKYMCHTOR,

= MHGOPMHUPYET PYKOBOJACTBO W pabOTHUKOB OPIaHU3aLMK O COCTABE
COAEP)AHWHU JOKYMEHTOB apXuBa,

= BLIJIAET B YCTAHOBJICHHOM MOPSJIKE XpaHsllecs B apxuse jicja H
JIOKYMEHTBI JUIsl UCITOJIB30BAHMS B IIPAKTHUCCKHX H JIPYTHX THCIAX, )

= WCTIONIHSIET 3alpOoChl YUPEKICHHI M rpaxian 00 yCTaHOBJICHMH
TPYIOBOrO CTa)ka U 110 JAPYIHM BOIPOCAM COIMAILHO-TTPABOBOTO XapaKTepa,

- BEJCT YYET BbLJAUYM apXUBHBIX JIeJ W JIOKYMEHTOB, OCYHICCTBIACT
KOHTPOJIb 32 CBOEBPEMEHHBLIM WX BO3BPAILICHUEM B XPaHHJTHIIC,

- MPOBOJIUT JKCIHEPTU3Y 1EHHOCTU JIOKYMEHTOB, XpaHsiuxcs B
apXuBe, CBOEBPEMEHHO OTOMPAcT K YyHMUTOKCHHUIO Jeja ¢ HCTCKIIHMH CPOKAMH
XpaHeHus, '

w=r OKa3bIBACT METOAMYECKYIO TOMOUIL CIly)K0e Je0MpOr3BO/ICTRA
OpraHuM3alMyd B COCTABJEHWM HOMCHKJIATYpbl JICJ], KOHTPOJUPYET MPaBUILHOCTL
dbopmupoBaHust ¥ 0OQOPMIIEHHUS JIET B JICJIONPOU3BOJICTBE, TOJIFOTOBKY JIOKYMCHTOB K
nepejade B apxyuB opraHuzaiiu.

4. ITPABA APXHBA

4.1. B 1eisgx BbITOJIHEHHS BOZJIOKCHHBIX 33,124 M (PYHKIIMA apXuB UmeeT
1paBo:

— KOHTpOJIMPOBAThL COOJIIOJIEHHE B OpraHu3alud U B €€ CTPYKTYPHBIX
MOApa3ie/IeHUsX yCTAHOBICHHBIX MPaBUII paboThl ¢ JOKyMeHTaMu, obecrieHeHus 1x
COXpaHHOCTH, KauecTBa OTOOpa M IOArOTOBKM JieJl K Tiepejlaye Ha apXuBHOE
XpaHEHHUE;

— BHOCHUTh Ha PACCMOTPEHUE PYKOBOJICTBA OpraHusallii I[PEeIOKCHHUS,
HarpaBjeHHble Ha YJydlleHWe B CTPYKTYPHBIX MOJpa3je/cHusiX paboThl 110
OQOPMIICHHIO JTOKYMEHTOB, (POPMUPOBAHHUIO WX B jiedta, TIOJIrOTOBKE JIOKYMEHTOR K
nepejave Ha apXxUBHOE XpaHeHUe,

— NPEACTABRNIATE B YCTAHOBICHHOM NOPSJIKE 3aiBKH HA O0CCIICHCHUE apXHBa
HEOOXOMMbIM O0OPYIOBAHMEM M MATCPHATIAMM, [POBEIEHUC PEMOHTHBLIX padoT H
i i



5. OPTAHU3ALIUA JOKYMEHTOB B APXHBE

5.1. JlokyMeHTaJbHbIH ¥ apXMBHbIH (POHL OpraHu3allky.

Bcsi  COBOKYMHOCThH  JIOKYMEHTOB, — 0Opasylomuxcs B - JICATCALHOCTH
OpraHU3allMH, COCTABISCT ¢ JIOKYMEHTaIbHBIH (POHIL.

JIokyMeHTbl, 00pa3ylollecs B JESTE/ILHOCTH Opradu3alii 110 CpoKam
XpaHeHUs OJAPA3AE/ISIOTCs Ha!

e TOKYMEHThI BDEMEHHOTO cpoka xpanenus (j1o 10 JieT BKIII0K TEJILHO);
o JIOKYMEHTHI JIOJITOBPEMEHHOIO Cpoka xpanenns (csbitie 10 JeT);
e JIOKYMEHTHI TOCTOSIHHOTO (BEYHOr0) XpaHCHHUS.

5.2. Opranuzaiius J10KyMEHTOB B IIPEJIe/iax apXuBHoro dbonna.

B npenenax apxuBHOro (oHja YHETHO-KIACCH(PUKALMOHHOM eJIMHUILEH
SBISeTCS eNMHUIA XPaHeHWs JIOKYMEHTOB. EJMHMIIGI XpaHEHUs JIOMKHBI ObITh
OIMCAHbl, CHCTEMATH3UPOBAHbI, BHECCHBI B ONUCH K O(OPMICHBI B OPsJIKE.
obecreynBarolEeM UX YUET, MOUCK W UCTIONIH30BaHHC.

EaMHuLbl  XpaHeHus  (jiesia) apXMBHOro  (orjia  CHCTEMATU3MPYIOTCS 1B
npejenax (oHjga coracHo cxeme cucremarusaian. CucTemarnsaling 10KyMCHTOB
(OHIa MPOBOMWUTCS B JACJIONPOU3BOJICTBE M B apXMBE OPraHu3aliu npu MoAroToBKe
JIOKYMEHTOB K 1epejiade B rocy/lapCTBEHHBIC apXHBbI.

JIOKyMEHTBl 1O JIMYHOMY COCTaBy BBUICJAIOTCS B 0COOYIO  Ipyriy,
CUCTEMATU3UPYIOTCs 000COOIEHHO U BKJIHOUAIOTCST B OT/ICJILHYIO OTUCh,

PerucTpallioHHO-ydeTHbIC (POPMBI IOKYMEHTOB 10 JIHYHOMY COCTaBY (KHHIH,
KYPHaJIbl ydeTa IMPHKa30B O MpHeMe, MEPEeBOje, YBOJIBHEHUH, JIMYHBIX KapTOHeK,
JIMUHBIX JIeJl, COIVIAIEHUH, KOHTPAKTOB U JIp.) BKJIIOYAIOTCS B OMMCh JIOKYMEHTOB [10
JTUYHOMY COCTaBY. ‘

Ha nuuHble jiena yBOJICHHBIX COTPYJAHHUKOB MOKCT COCTABISTLCS OT/ICIILHAS
OIIUCb.

Jlena 1o JIAYHOMY COCTaBy, KaK [paBWJIO, CHCTEMaTH3MPYIOTCS 110
XPOHOJIOIMYECKOMY TMpH3HaKy. B apxuBax KpynHbIX opranusanui ¢ 00/biinm
KOJIMUECTBOM PAaBOTHUKOB MOXKET HCIOIBL30BATHCS CTPYKTYPHO-XPOHOIOIHHCCKHH
MPUHLMIT CUCTEMATU3ALIMHU JIH U HBIX JICIT.

B npeaenax Kaxjoro roja jesa 1o JIMYHOMY COCTaBY CHCTEMATH3UPYIOTCH
10 CTENEHH Ba)XKHOCTH - NPUKA3bl O 3a4MCIICHUN Ha Ci1yk0y (B y4eOHOE 3aBe/ICHHUE U
T.1.), IepEMELIEHUH, YBOJbHEHUH (OKOHUAHUN Y1eOHOTO 3aBe/IeHUs U T.1L.), JIMLCBhIC
cueTra, CITMCKM, JKypHajbl ydeTa JIOKYMEHTOB [0 JIMYHOMY COCTaBy, Jpyrue
PErUCTPALIMOHHO-YUETHbBIC JOKYMEHThI, JINYHbBIE JIc/I1a.

JIuuHble Aesa U JIMYHBIC KapTOUKH YBOJCHHBLIX COTPYAHWKOB OTHOCSTCS K
FOJly YBOJIbHEHHUS U CUMCTEMATU3UPYIOTCS B Ipejenax KaxkJIoH Cpyniibl 110
andaButy GpamMUIUN.

6. YHET JTOKYMEHTOB B APXUBE
)
6.1. O6uue TpeboBaHus K yHeTy JIOKYMEHTOB.
YueT JOKYMEHTOB B apXMBE OPraHu3allMu - 3TO OMNpPEeJIeIeHUE UX KOJIIMYeCTRA
M cocTaBa B YCTAHOBJICHHBLIX EIMHHUIIAX yueTa W (ukcauus (perucrpaiins)



IPUHATEKHOCTH KaXK/10H IMHHLBI yUeTa K ONpEiC]CHHOMY KOMIIJIEKCY U 00111ero
WX KOJIMUECTBA B YUETHBIX JIOKYMECHTAX. _

[Tox y4eTHBIM JIOKYMEHTOM MOHWUMACTCs JIOKYMCHT yCTaHOBJICHHON (POPMBb,
(DUKCHUPYIOLMH OCTYILICHUE, BLIOBITHE, KOJIMHECTRO, COCTAB 1 COCTOSIHHUE apXHMBHBIX
JIOKyMEHTOB B €JIMHHIIAX y1eTa.

VyeT JOKyMEHTOB B apXmBe OpraHu3alliu sBIACTCA ONHMM 13 CPEJCTR
obecriedeHns UX COXPAHHOCTH W KOHTPOJI 38 UX HAJTMHHUEM. :

YueTy MOUIeKaT BCe XpaHsIIMecs B apXUBe opraHusalni JIOKYMEHTBI, B TOM
Yucle HEOMUCAHHBIE U HENTPOMHIIBHBIC VI JIAHHOTO apXrid. +

VyeT MpOU3BOANTCS [TyTeM MPHUCBOCHHUs apXUBHBIM JIOKyMCHTaM (equHuUIlaM
ydeTa, eJMHHML@AM XPaHEHMs) yHETHBIX HOMEPOB, ABJAIOMMXCH 4acThl apXMBHOTO
i gdpa.

ApxuBHBIH 1Mpp - obo3HaucHME, HAHOCHMOC Ha  KAKIYIO CIIMHUILY
XpaHeHHWs C Lie/ibio odccrieueHus ec yHera U uieHTUGUKAlK. APXHUBHBI (P
COCTOMT U3 HOMEPOB: apXMBHOIO (DOHJIA [0 CIMCKY GOH/IOB apX1Ba OpraHu3alliu 1
yepes Jpobb 10 CHMCKY (OHIOB rOCYAapCTBCHHOIO  apxuBd, MCTOYHHKOM
KOMIUIEKTOBAHUS KOTOPOTO SIBJISETCH OpraHM3alius, apXxMBHOHM KOJUICKLMH, OIMCH,
eIIMHU1bl XPaHCHHUS.

6.2. Eqpnuubl y4era.

OCHOBHBIMY €JIMHUIIAMK ydeTa JOKYMEHTOB HE3aBUCUMO OT BH/la HOCHTCIIA,
criocoba ¥ TeXHUKH 3aKperuieHust nHPOopMauy SBIAOTCs

e apXMBHBIH (DOHJ1, apXUBHAS KOJUICKIIHS,
e ¢JIMHMIIA XPAHEHMUSI.

JIOKYMEHTbI JIMHHOTO [TPOUCXONJICHHUS, HE MPOHIC/UINC HAYHHOIO ONMCAHMA,
YUUTBIBAIOTCSI, KAK [PABUJIO, [10 JIOKYMEHTAM 1 JIMCTaM.

Heo6paboTanHble JOKYMEHTbI (pOCChIlb) Y4UThIBAIOTCA M3 pactcta 150
JIMCTOB B OJ{HOM YCJIIOBHOM €MHHIIE XPAHCHHUS.

Eauuuna  xpaHenus -  Qusuueckn  0060coOIeHHBIC  JIOKYMCHT — MJIH
COBOKYMHOCTE JIOKYMEHTORB, HMCIOIIMEC CAMOCTOATE/ILHBIC 3HAUCHHE,

EjiHunIa XpaHeH|st IOKyMEHTOB Ha GyMakHoii 0CHOBE (/18/10) COBOKYITHOCTD
JIOKYMEHTOB, OTJEJILHBIN - JIOKYMEHT, 3aKJIIOYCHHbBIC B 000COOIEHHYIO  O0JIOKKY,
TarKy.

VueT NOKyMEHTOB B apXMBe OpraHu3allii CTPOMTCS Ha OCHOBE coburoneHus
MPUHIMIIOBR: [EHTPAIN3AIIAH, BLIPAKEHHON B NPUMEHCHHUH CAMHBIX CAMHUMIL yHCTa,
yHUDHUKALWK, OCHOBAHHOW Ha cOOMOACHUH TPEEMCTBCHHOCTH yHCTA APXHBHbLIN
JIOKYMEHTOB Ha BCEX CTajusaX paboThl ¢ HUMH; JAMHAMUYIHOCTH, obecrieynBacMoH
CBOEBPEMEHHBIM U OTIEPATHBHBIM BHECEHUEM M3MCHCHHH B YHETHBIC JOKYMCHTHI HIlH
COCTABJICHUEM HOBBIX YUETHBIX JIOKYMEHTOB; MOJHOTBI U JIOCTOBEPHOCTH yHCTA.

[Topafok NOCTYNa K YUETHHIM JIOKYMCHTAM, a TaKKe K yHCTHBIM Hazam
JIAHHBIX apXMBa OPraHM3aAIMK  ONPE/ISISCTCS IPUKA30M PYKOBOJICTRA OpraHu3aliiit.
Bce ydeTHble IOKYMEHTBI apXHBa OpraHu3alnd  J0JOKHBL XpaHWUTBCA B XpaHWIHLILC
(VUIH CTIELHANTBHO BBIJEACHHOM MOMEIIEHHH) B cei(ax Uil METaTHHECKUX ikadax.

&
#



7. NOPSIOK BEJEHUS OCHOBHBIX YUYETHBIX
JNOKYMEHTOB

7.1. OcCHOBaHMEM Ka)KJIOM 3arucu B OCHOBHBIX YYETHBIX JIOKYMCHTAX
SIBJISIETCSL:

- npu nocmynienHuu OOKYMeHMO6 6 apXug Opeant3ayu.

e CHATOMHBIC OMKUCH CTPYKTYPHBIX MOJpayIc/eHuit Ha~ JIOKYMCHTEI
[OCTOSIHHOTO, [A0JroBpeMeHHoro (cBbitie 10 Jjier) XpaHCHUA W 110 JHHHOMY COCTaRY
(npunoxenue 12); b

e CBOJHAS HOMEHKJATypa Hejl OopraHuszally WIH HOMEHKJaTypa Jicj
CTPYKTYPHOIO Tojpazjie/iecHus ¢ oOPMIICHHON MTOrOBOH 3aMUChio O KOJHHECTRE
_3aBeJICHHbIX M 3aKOHYCHHBIX JIC].

J - npuU 8b1O6IMUU OOKYMEHMOS U3 APXUEA OPeAHUAYUL!

e akT Mpuema-repejaid JOKYMCHTOB Ha [1OCTOSHHOC XpaHCHHC B
roCyNapCTBEHHbIN apXUB WJIM apXUB JIPYTrOi OpraHu3aliny;

e aKT BO3BpAara JIOKYMEHTOB COOCTBEHHUKY;

o AKT O BBIJICJCHUM K YHMUYTOXKEHHMIO JOKYMCHTOB, HE TOJUICKALLINX
XpaHEHUIO;

e aKT O HE OOHapyXeHHWH  JIOKYMEHTOB, MYTH PO3bLICKA KOTOPKIX
WCUEepIIaHbl;

e AKT O HEUCITPABUMBbIX [OBPEIKICHUAX NOKYMEHTOR;

- MO pe3YILMAMam 6bINONNEHUS 6HYMPUAPXUBHBIX pabom (cocmagneniis
CBOOHBIX ONUCET, HAVYHO2O — ONUCaNUs OOKYMEHMOS JUMIHO20  NPOUCXOAHCOCHUA,
APXUBHLIX KOMNEKYUL, COCMAGIeHUs onucell 0cobo yennblx 0el U OOKYMEHINOs,
cmpaxo6o2o onda u GorHoa NoaL308AHUA,  CO30ANUA 06BEOUHEHHBIX  APXUBHbIX
poHo08, nposepKu

e akT 00 oOHapyXeHHH JIOKYMEHTOB (HE OTHOCHIIMXCH K JIAHHOMY
(QoH/LY, apXUBY, HEYHTEHHbBIX U T.JL.).

KHura ydyera nocTyruieHUs ¥ BbIOBITHSI JOKYMEHTOB.

KHura yuera MOCTYIUICHMsS W BBIOBITHSL JIOKYMEHTOB Ipe/HazHa1deHa Juls
yueTa BCEX TEKYILMX W UTOTOBBIX (Ha | sHBaps KaXJ10ro rojla) U3MEHEHUI B COCTARE
1 obbeme (OHIOB M Jiell B apXMBE OpraHu3alliu, CBA3aHHLIX C  TPHEMOM,
BBIIEJICHAEM JIeJ, HE TMOJICKAIMX JIAIbHCHIIIEMY XpaHCHUIO, Tnepe/adei e B
roCylapCTBEHHBIM WM Jpyrod apxus. Kuura yuera nocTymjcHus u BbIOBLITHS
JIOKYMEHTOB CJTy)KUT OCHOBOM [UIsl COCTABIEHHUs JIMCTOB (POHJIOB, TIACTIOPTA apXHBa.

Kaxnoe MNOCTYNJeHHE WIM  BBIOBITHE  TOJY4aeT — CaMOCTOSTE/bHbINA
MOPSIIKOBBIM HOMED.

ECiTM MoCTyIaeHUE COCTOUT U3 JIOKYMCHTORB HCCKOIBLKUX (POHJIOR, TO Jlahiibic
o xaxjomy Gonay (Ha3Banue (omjaa, €10 HOMEP M TJL.) 3alMChiBAOTCS C HOBOW
CTPOKHU 32 TeM K€ MOPsIJIKOBBIM HOMEPOM.

Vyer nocTymjieHus W BbIOBITHSL JIOKYMEHTOB B apXHBE, XPaHALIEM OJUiH
doH, BeaeTcs 1o NUcTy;poua.

ApPXUB OpraHuzallii cO CJIOKHOW CTPYKTYPOH MOKET yUHTBIBATL B KHHIC
yueTa MOCTYIUIEHHs U BbIOBLITUS JIOKYMCHTOB CaMOCTOSTC/RLHO MOCTYIUICHUE HIH
BBIOBITHE JIOKYMEHTOB KaXX10I0 CTPYKTYPHOTO MOAPA3IEICHUS.



Ecnu foKyMeHThL (DOHI@ NOCTYNAKT B apXuB BICPBLIC, TO Homep (oiia
MPOCTABJAETCS B KHWIE yudera [OCTYTUICHMs H BHIOBITHS JIOKYMEHTOB 1OC/IC
[IPUCBOEGHMS €My HOmepa IO CIHCKY donnos. Ecian nocTynuBIIKE JIOKYMEHTRI
SBIISIIOTCS YacThO (hOH/1a, Y2KE UMEIOLIEroCs B apXHBE, TO B COOTBETCTBYOIICH rpade
KHUTY yKa3bIBaeTCsl HOMED, PUCBOCHHbIN TOMY (BOHJY paHee. Fcnu nocTynuiu
WM BLIGBUIM HEOMHMCAHHBIE JOKYMEHTBI, TO B rpage O jenacrtes OTMETKA: CHe
onucanbl", a cBefienus 00 o0ObeMe Aal0TCs B 13 u 14 rpagax. : »

F5KeroHO B KHMTE ydeTa MOCTYIUICHUs ¥ BBIOBITHS JIOKYMEHTOB 1O/IBOHTCA
WTOT KOJIMUECTBA MOCTYHUBIINX U BLIOBIBIINX 32 IO/ JIOKYMCHTOB (s1001).

8. l/l(fll(')Jll)S()BAll-H EJIOKYMEHTOB APXUBA

Q.1. [ToHsTHE UCIOJIH30BAHUS JIOKYMEHTOB apXHnBa.

Mcnonb30BaHue apXMBHBIX JIOKYMEHTOB - [PUMEHEHHC uHopMarmu
apXUBHBIX JOKYMEHTOB B KYJIBTYPHBIX, Hay4HBbIX, MOJIMTUHECKHX,
SKOHOMHHYECKUX LIeJIsIX W JUIs 00eCIeUeHMs 3aKOHHBIX NPaB i HHTEPECOB Ipasic/iaH.

JIOKyMEHTBl ~ apXWBOB  OpraHusallii  sBIAIOTCH OTKPBITBIMH  JUIS
HCIIOJIB30BAHUs apXUBOM M TOJIL30BATCIISIMHA.

UcKIodeHue  COCTaBIIseT JOKYMEHTUPOBaHHANA uHpopmalus,
OTHECEHHas 3aKOHOIATeILHEIMA aKTaMi K KaTeropyuu OrpaHM4eHHOro J0CTyTa.

[TopsiIoK  MCIOJIB30BaHUS  JIOKYMCHTOB Apxushoro ¢onna Poccuiickoi
Dezepalluy, HAXOASALIMXCA HA BPCMCHHOM XPAHCHUH B Opratin3atlitix, OIPEC/LE/IACTCS
WMY Ha ocHOBe HacTosiero lojoxeHus.

OCHOBHBIMM (POpMaMK UCTIO/BL30BAHMS IOKYMCHTOR apXrBa ABJIAIOTCH:

- uHQOPMHUPOBAHME  PYKOBOJCTBA M CTPYKTYPHBIX rnoJipaz/ie/IcHuH
OpraHu3allvy, a TAKKe JIPYIUX  Opratu3atni o HajJHyiin B apXHBax Tex Hid M bIX
JIOKYMEHTOB U UX COJICPKAHUU;

- WCIIOJIHEHME 3alpOCOB rpaKjiaH H opraHuzaluil  colxasbHO-TIPaBoOBOI0
Xapaxkrepa,

- MOATOTOBKA MHMOPMAILMOHHBIX MEPONPHUITHH: BLICTABOK, KOH(MEepeHIIUH U
AP-5

- BblJIa4a JOKYMCHTOB BO BPEMCHHOE [10JIL30BAHKC.

HndopmupoBaHKHe U WCIOJIHEHHE 3alIpOCOB PYKOBOJIMTEJIEH OpraHu3aluu 1
CTPYKTYPHBIX rojpaz/ielieHnil, a Takke JIPYruX OpraHusalui OCylIeCTBIACTCA
apXUBOM T10 OTpECNICHHON TeMaTHKe 110 3arpocy Wi B HHWLHATHBHOM TOPAIKE B
dopme  MHGOPMALMOHHOIO  NUChMA WK - CHPABKM O HAJIMUMK - B apXMBC
COOTBETCTBYIOUIMX.

MHpopMupoBaHie PyKOBOAMUTENEH MOMKET MPOU3BOUTLCA TAKKE B dhopme
TemaTnueckoll MoaBGopKKH KOMMIl JIOKYMEHTOB, K M0J00pKe KONWH rpuiaraercs
TUTYNBHBIN JIACT, @ TAKXKE [TPY HeOOXOAMMOCTH  HCTOpUUeCKas CIIpaBka, NEpeHcHb
W JIpyTrue MaTepuaibl.

8.2. WcronHeHKe 3arpocoB rpaxk/ial ¥ opraHu3ainid colMalbHO-IPaBOBOIO
Xapakxrepa. } ‘

VH]opmManus COLMaNbHO-NPABOBOrO XapaKkrepa 110 3arnpocam rpaxiat i
OpraHM3alluii BeiaeTcs B (popme apXuBHOU CHPABKH, ApXMBHOW KOIMUMW W apXHBHOH



BBITIACKHU. ,.

ApxuBHas CIIpaBKa - JIOKYMCHT, cojieprKalluii apXUBHYIO MH(OPMALHMIO O
peaMETE 3arpoca, € yKa3aHWeM MOWCKOBBIX JIaHHbBIX JIOKYMEHTOB, Ha OCHOBaHWH
KOTOPBIX OHA COCTaBJIEHA.

ApxuBHas KOIHMs - JIOKYMEHT, BOCIIPOM3BOJAILMH TEKCT MIlM H300pakeHue
ApPXMBHOIO JIOKYMEHTA, C YKa3aHHEM €ro MOUCKOBBIX JIAHHbIX.

ApxuBHas BbITUCKA - JIOKYMCHT, JIOCIIOBHO BOCIIPOM3BO/IIIILMH HacTh TCKCTA
APXMUBHOTO JOKYMEHTA, OTHOCSIILYIOCH K ONPE/ICICHHOMY BOTPOCY, daxTy WKW JIHILY.
C YKa3aHUEM MOMCKOBBIX J@HHbIX JIOKYMCHTA. e

ApXHBHbIE CIPaBKM, BBIIHCKM W KOIMH - BBLIAIOTEA - Ha OCHOBaHMH
[TUCHMEHHOTO 3aIpoca [10J1b30BaTeIsl, KOTOPbII JIOJIKEH CO/ICPKATE HAMMEHOBAHNC (1
aJpec TIpy MePechlIKe) OpraHu3aliu (apxuBa), KOTOPOH OHU ajipecoBaHbl:
W3JIOKEHHe CyILIECTBa 3anpoca; (pamuiinio, ums W OTHECTBO obpaliaronerocs; cro
ajlpec, KOHTAKTHbIE TeJIC(OHbBI, ATy W JIMUHYIO TTOJUTHCh.

OGparieHus rpakjiaH, B KOTOPhIX OTCYTCTBYIOT damuiinu, aapeca 1 nojumcH
06palLatoIXCs, CYUTAIOTCS AaHOHWMHBIMW W HE NoJuiexat paccmoTperuto. [lpu
JIMYHOM OOpalleHuy [Py Hajiuuuu (GaMuIMk W ajpeca HelocTalonas nHbopMalIms
MOXKET OBITH BOCIIOJIHEHA.

CpoK HCIIOJHEHHS 3aIPOCOB COLMAIBHO-TIPABOBOIO XapaKTepa rpaiian 1
OpraHM3allMii [10 Marepuajiam apxusa He JIOJKCH HPCBblLATH 30 aHed co jHA
perucTpanyy odpaueHus. [Ipu CIOKHBIX 3arpocax Cpox MOKET ObITh MPOJUICH, HO
He Gonee yeM Ha 30 JHel ¢ 06s3aTelbHBIM YBEIOMICHHEM 00 3TOM 3asBUTCIIA.

CpOK HCTIOJIHEHHs! 3aIIPOCOB C UCITONIBL30BAHUEM TOJIBKO HayHHO-CIPaBOIHOTO
anmapara apxuBa — He Gojice 15 jiHel ¢ MOMCHTA PCrueTpailii oOpatieHus.

ApXMBHBIE ~ CIIPaBKM  COCTABJSAIOTCS — Ha  OCHOBaHWM — JIOKYMCHTOB
(MOJJIMHHMKOB W 3aBEPEHHBIX KOMHUH), XpaHsAIMXCs B apXHBE. HMcnonb3oBatue
He3aBEePEHHBIX JOKYMEHTOB, OTHOCSIINXCA K BOTIPOCY obpallieHus, OropapuBaeTcs B
tekcre cripaBku ("'He3aBepeHHas konus"). [ Ipy OTCYTCTBHM B apXUBE JIOKYMEHTOB,
COZIEPXAIIMX CBEJIEHHs [0 3arpallliBacMOMy BOIPOCY, apXuBHas CripaBka MOKET
GLITH BBIAAHA 10 XPaHAIIMMCS B apXHUBE [EYaTHBIM Marepuaiam, OTHOCAILMAMCEs K
rpeaMeTy o0palleHus, C TOUHBIM U MOJIHBIM YKa3aHUMEM HCTOMHHKA.

ApXHUBHBIE CTIPaBKKM COCTABMIAIOTCS IO YCTAHOBJICHHOM bopme Ha OsaHke
apXMBHOM CIIPaBKX WK 0011eM O1aHKe Opranusaluiu.

B cripaBke MpUBOJISITCS HA3BAHMUS, JATHl 1 HOMEPA JIOKYMEHTOB 1 H3J1araioTes
CBENEHUS, MMEIOLIMecs B Ha3BaHHLIX JIOKyMEHTaX M OTHOCHLIMECH K BOIPOCY
obpamenus. M3noxkeHne 1aercs B XPOHOJIOrMUECKOM 110CII/I0BATEIbHOCTH COOBITHH,
a He JIOKYMEHTOB, B KOTOPhIX OHK OCBEIIAtOTCH.

JlomycKaeTcs NPUBOUTh B CIIPABKE BBIJICPXKKH M3 JIOKYMEHTOB, 3aKjto1as ux
B kaBbUKM. Ha3padusi opraHusaliMil B TEKCTE CIIPABKM [IPH MEPBOM YIOTpeOicH1H
MPUBOAATCS TMOJHOCTHIO, & B CKOOKAaX MX O(HIIMANBLHO NPUHATBIC COKPALLCHM, TPH
TOBTOPHBIX YITOMUHAHUSX - TOJIHKO COKPAILCHHbIC.

B cripaBKy BKIIIQHAIOTCS TOJILKO CBC/ACHMS, YTIOMHHACMBIC B IOKYMCHTAX.

B Texcre apXWBHOM CIpaBKM HE JIOMYCKAIOTCS KOMMCHTapUH, COOCTBEHHbBIC
BBIBOJIBI UCTIOJTHUTEJS O COACPKAHMUIO UCTTOTH30BAHHBIX JIOKYMCHTOB.

ApXUBHas CIIpaBKa [OUITMCHIBACTCS  PYKOBOMTEIEM  OpraHusallil Wi



noJipasJieJIeHusI. .

ApXHBHbIC KOMWW W BBIIWCKH M3 JIOKYMCHTOB BbIJAIOTCS B COOTBETCTBUH C
3aIpOCOM.

AeHTUYHOCTh TMOMIMHHUKY BBIJIAHHBIX aApPXHMBHLIX KOMHHK M BBIIIMCOK
3aBEPSAETCS MOIUCHIO PYKOBOAUTEJISl OPraHn3alMi WK yITOJIHOMOYCHHOIO MM JInlla
(PYKOBOIMTENS MOJPA3/IC/ICHHUs, B COCTAB KOTOPOTO BXOJMT apXuB) W repboBO
nevarbio OpraHu3aluy. \

Bpinucka MPOM3BOJIMTCS TOJNBKO W3 JIOKYMCHTA, B KOTOPOM COJICPIKHTCS
HECKOfIbKO OT/E/IBHBIX, HE CBA3AHHBIX MEWKIY coboli BomnpocoB. Breinucka J10KHA
Bocnp()mBonHTb [MOJIHBIA TEKCT YacTH JOKYMEHTa, OTHOCSIIIEHCS K 3a11pocy.

JlomyckaeTcsi U3bsTHE W3 apXMBHBLIX JIeJl W Bbljlada BraJe/iblamM HiIn HX
POJCTBEHHUKAM TMOUIMHHBIX JIMYHBIX JIOKYMCHTOB O I'DAXK/IAHCKOM COCTOSHUH, 00
00pa3oBaHuH, TPYIOBBIX KHUKEK W JIDYTUX, HE  TOJIy4CHHBIX B CBOC  BpeMd
BJIaJIEJIBLIEM JOKYMEHTOB.

[TojuIMHHBIE JIMYHBIE JOKYMEHThI BBIJAKOTCS C pa3pelieHUs PYyKOBOIUTEIA
OpraHu3alvy  3asgBUTENISIM 110 [PEAbABICHUH  1acrnopra, HWHOro  JIOKyMEHTa,
YIOCTOBEPSIOLIEIO JINYHOCTh, HX POJICTBCHHUKAM MJIM  JIOBCPEHHbBIM Juiam
HOTApHalbHO 3aBEPEHHOW J0BEpeHHOCTH. [TOTMHHbBIC JIMUHBIC JOKYMEHTbLI MOIYT
OBITH BBICJIAHBI 3asIBUTEIIIO [IEHHLIM [TUCHhMOM.

OpraHamu TpaBoropsijika M3 apxmBa MOIYT ObITh HM3BAThI JIOKYMCHTHI B
COOTBETCTBHH C 3aKOHOATE/ILCTBOM Poccuiickoit dejiepaitnm,

Ha MecTo M3BATOrO JOKYMCHTA B JIEJIO BKJIAJAbIBACTCS CIpaBka O Bbljlaye,
CHSATAsi C HEro KOIUs WITH B YHETHBIX apXMBHBIX JOKYMEHTAX JIC/JaeTCs OTMCTKA
00 W3BATHUU, YKa3blBAIOTCH HOMEP, JlaTa M Ha3BaHWC [IOKYMEHTa-OCHOBaHHsA JUId
M3BSITHS, @ TAKKE paclucKa 1ojiydaress J0KyMeHTa (1py JIMYHOH nepenave).

[Tpu orcyTCTBUY B apXMBE 3arpalliiBacMbiX CBCACHHH OTPUILATENIbHBIN OTBET
cocrapisgeTcs Ha GilaHke rnucbMa opranuszalinu. B Hem ykasbiBaeTes GpakT OTCyTCTBHS
B JIOKYMEHTax apXxuBa MWHTEPECYIOLIUX 3asgBUTENAS  CBEJICHWH W JIAlOTCs
pEKOMEHJIalMK, Kyla cieiayer oOpaTuThbes 3a HeoOXoarMOH wuupopmauuci. B
cllydasix OTPULIATEILHOIO OTBETa, COJIEPkKaLIero cBejenus 00 OTCYTCTBHM B apXHBC
HEOOXOIMMBIX JOKYMEHTOB BCJICACTBHEC WX MHOCIH HIIH YTPAThL.

9. OTBETCTBEHHOCTbB 3ABEJAYIOHIEIN O APXUBOM

9.1. Jluumo, KOTOpOMY  TMOpPYYEHO  3aBE/lOBAHME  apXWMBOM,  HeceT
OTBETCTBEHHOCTb 3a COCTOSIHWE PadOThl apxXxyMBa W BbITOJHEHHWE BO3JIOKEHHBLIX Ha

Hero 3aja4 U QyHKIUHMH.
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