MYHHIIHNIAJbHOE OI0’KeTHOE JOIIKOIbHOEe 00pa3oBaTe/ibHOe YUpexKIeHne
ropoaa PocroBa-na-Jony «/lerckuii cag Ne 231»

 YTBEPKIAIO:
/-3apenyromutrMBIOY Ne 231

IHOJOKEHHUE
00 apxuBe B MB/IOY Ne231 na 2020 roa



1.1. B MyHununaibHoM OIOPKETHOM  JOLIKOJIBHOM  00pa30BaTeIbHOM
yupexzaeHun ropona PocroBa-Ha-Zlony «/lerckmit cam Ne 231» (manee —
MBJIOY Ne231) myst xpaHeHUs] 3aKOHYEHHBIX JIeJTONPOU3BOJICTBOM JJOKYMEHTOB
CO3/IA€TCA APXUB.

1.2. MBIOY Ne231 BeigensieT 1OJ apXuUB IOMEIICHHUE, OTBEYAIOIIEE
TpeOoBaHMsIM  OOECIIEUYeHUs]  COXPAHHOCTH  JOKYMEHTOB, a  Takxke
COOTBETCTBYIOIIIEE 000PYyI0BaHUE.

1.3. 3aBemoBaHuME AapXWMBOM INIOPYYaeTCs OTBETCTBEHHOMY 3a AapXWB JHLY,
Ha3HAYa€MOMY IIPUKA30M PYKOBOIUTENSI OpraHU3alliH.

1.4. B cBoeit paboTe apxuB OpraHU3aINKA PYKOBOJICTBYETCSI 3aKOHOAATEIHbHBIMU
aktamu Poccuiickoi ®epepauun 100 apXMBHOMY J€ly, HOPMaTUBHO-
METOAUYECKUMH JIOKyMeHTamMu MuHKynbTypsl Poccun u  ®DepepanbHOro
apXuBHOro areHTcTBa Poccum, mnpukazamMu ¢ yKa3aHUSIMHA PYKOBOJCTBA
OpTraHu3allii U HACTOSIIUM IOJIOKEHHUEM.

1.5. KoHTponap 3a JeATEeNbHOCTBIO apXuBa OCYIIECTBISECT PYKOBOJCTBO
OpraHu3allii, B COCTaB KOTOPOTO BXOJUT apXUB.

2. COCTAB IOKYMEHTOB APXNBA

B apxuB nepenatorcs:

2.1. 3akOHUYEHHBIE JIETONPOU3BOICTBOM JIOKYMEHThI, 00pa30BaBIIMECS B
NEATEIIbHOCTH OPraHU3alliu U €€ CTPYKTYPHBIX MOpa3IeICHUN:

— JieJ1a MOCTOSSHHOTO XPaHEHUS;

— nena BpeMeHHOTo (cBhiie 10 1eT) cpoka XpaHeHus;

— JOKYMEHTHI 110 JINYHOMY COCTaBY;

— JOKYMEHTBI TOCTOSTHHOTO XPaHEHUS U 10 JUYHOMY COCTaBY OpraHU3alUii-
pPEAIIECTBEHHUKOB;

— CIPABOYHBIH anmapar K TOKyMEHTaM apXuBa (OIUCH, HOMEHKJIATYPHI 1€,
KapTOTEKH U T. I1.).

3. 3AJJIAYN U ©YHKINU APXIMBA

3.1.0OCHOBHBIMHM 33Ja4aMH apXHUBA SBISIOTCS:

— KOMIUIEKTOBAaHUE apXHBa IOKyMEHTaMHU, COCTaB KOTOPBIX MPETyCMOTPEH
pa3aesioM 2 HaCTOAIIETO MOJIOKEHUS;

— obecrieueHre COXpPaHHOCTH U y4eT MPUHATHIX Ha XpaHEHUE JOKYMEHTOB;

— OpraHu3anys NpakTU4ecKor paboThl, CBI3aHHOM € NCIIOJIb30BaHUEM
JOKYMEHTOB, XpAHSIUXCS B apXUBE;

— KOHTPOJIb 33 IPABWIBHBIM (POPMHUPOBAHUEM U 0(OPMIIEHHUEM JOKYMEHTOB B
J€JIONPON3BOACTBE, OTOOPOM U ITOATOTOBKOM UX K Iepeiaue Ha apXUBHOE
XpaHEHHUeE.

3.2. B coOTBETCTBHH C BBINOIHIEMBIMU 33JJa4aMU aPXUB OCYIIECTBIISET
cnenyronue GyHKIIAN:

— MPUHUMAET MOCJIE 3aBEPLICHUS 1JIO0MPOU3BOJICTBA, YUUTHIBAET U XPAHUT
oOpa3oBaBIIMECs B JEATEIBHOCTH OpraHU3alluu JOKYMEHTbI, 00pa0OTaHHBIE B
COOTBETCTBHUH C JCHCTBYIOIIMMU IPaBUIIaMU;

— OpraHu3yeT paboTy MO NOArOTOBKE ONMHCEN 3aBEPIICHHBIX
JeJIONPON3BOACTBOM JOKYMEHTOB IMIOCTOSIHHOTO XPAaHEHUSI U 110 TUYHOMY
COCTaBy;



— OCYLIECTBJISIET YYET 10 HOMEHKJIaTypaM JAeJl, HaXOASIINUXCS B CTPYKTYPHBIX
1o/Ipa3iesieHusIX (y UCIIOJIHUTENEN) TOKYMEHTOB BPEMEHHOI'O XPAHECHMUS;

— o0ecrneurBaeT NOJHYI0 COXPaHHOCTb IIPUHATHIX HAa XpaHEHUE J1ET;

— CO3/1a€T, MOMOJIHAET U COBEPIIEHCTBYET yUETHO-CIIPAaBOYHBIN anmapar K
XPpaHSALIMMCS B ApXMBE JIeJaM U JOKYMEHTaM;

— OpPraHU3YeT UCIOJIb30BAHUE XPAHSIIINXCS B APXUBE TOKYMEHTOB;

— uH(OPMUPYET PYKOBOJCTBO U paOOTHUKOB OPraHU3alMK O COCTABE U
coJiepKaHUM JIOKYMEHTOB apXHBa;

— BBIIAET B YCTAHOBJIEHHOM IOPSAKE XPAHSIIHUECS B ApXUBE J€1a U JOKYMEHTBI
JUISL UCTIOJIb30BAHMSI B PAKTUYECKUX U IPYTUX LIEISX;

— UCTIOJHSET 3apOoChl YUPEKACHUHN U rpaxaaH 00 yCTaHOBJICHUH TPYIOBOTO
CTa)ka Y 110 APYTUM BOIIPOCAM COLIMAIBHO-IIPABOBOIO XapaKTepa;

— BEJIET yUeT BbIIa4N apXUBHBIX €I U JOKYMEHTOB, OCYILECTBISAET KOHTPOJIb 32
CBOEBPEMEHHBIM MX BO3BPALLCHUEM B XPaHWIHILE;

— IPOBOJUT IKCIEPTU3Y LIEHHOCTH JOKYMEHTOB, XPaHSIIUXCS B ApXUBE,
CBOEBPEMEHHO OTOMPAET K YHUUTOXKEHHIO JIeJIa C UCTEKIIMMHU CPOKaAMU
XpaHEHHS;

— OKa3bIBaeT METOJANYECKYIO IIOMOILB CITykK0€ JeI0NPON3BOACTBA OPraHU3aluu
B COCTaBJIEHUU HOMEHKJIATYPHI JI€], KOHTPOJIHUPYET MPABUIBHOCTh
(bopmupoBanus 1 0(pOpPMIIEHHUS 1€ B 1EJIONPOU3BOICTBE, MOATOTOBKY
JOKYMEHTOB K II€pe/iaye B apXUB OpraHU3aluu;

— B CJIy4ae 3aKJIF0YEHMS C COOTBETCTBYIOIUM yupexaeHueM PenepaabHoro
apXMBHOTO areHTcTBa Poccum norosopa o nepeaye Ha rocy1apCTBEHHOE
XpaHEHUE IOKYMEHTOB OpraHU3alii 00eCcIeunBaeT MOArOTOBKY 3TUX
JOKYMEHTOB M CBOEBPEMEHHOE ITPEICTABICHHUE ONIUCH JEJI IOCTOSIHHOTO
XPaHEHHMsI Ha YTBEPKICHHUE dKCIIEPTHO-NIPOBEPOYHON KOMUCCHN YKAa3aHHOTO
ApPXUBHOTO YUPEXKICHUS.

4. ITPABA APXVMBA

4.1. B nensix BBIMIOJHEHUS BO3JOKEHHBIX 3a7a4 U (PYHKIMI apXUB UMEET MPaBo:
— KOHTPOJMPOBaTh COOJIOJEHUE B OpPraHU3alMM YCTAHOBJIEHHBIX IPaBUI
paboThl C JOKyMEHTaMH, OOECIeUeHHUs] MX COXPAHHOCTH, KayecTBa OTOOpa U
IIOATOTOBKH €N K IIepejaue Ha apXUBHOE XPAHEHUE;

— BHOCUTb Ha pAacCMOTPEHHME PYKOBOACTBA OpraHU3allUU IPEIJI0KECHUS,
HAIpaBJICHHbIE HA YJIYYIIEHHWE B CTPYKTYPHBIX MOJPa3IelICHUsX pPadOTHI IO
Oo(OpMIIEHHIO JOKYMEHTOB, (OPMHUPOBAHHIO UX B Jie€Ja, IOJITOTOBKE
JOKYMEHTOB K II€pe/iaye Ha apXUBHOE XPaHEHHUE;

— MPEACTaBIATh B YCTAHOBJIEHHOM MOpSJKE 3asBKM Ha OOECIEYEeHHE apXuBa
HEO0OXOUMBIM 000PYJOBaHUEM U MaTepHallaMu, IIPOBEAEHUE PEMOHTHBIX paboT
U T.IL;

— y4acTBOBATb B OPTraHU3YEMBIX yudpexaeHusamMu DenepasbHOro apxXMBHOIO
arenrcTBa Poccun MeponpusTHsIX MO MOBBIIMICHUIO KBATH(PHUKAIIUN PaOOTHUKOB
BEJJOMCTBEHHBIX apXUBOB U JEJOMPOU3BOJACTBEHHBIX CIYXO, YUPEKACHUN U
MIPEAIPUATHN.

5. OPTAHU3ALINA JOKYMEHTOB B APXHBE.



5.1. lokyMeHTaIbHBIA U apXUBHBIN (POH] OpraHU3aIiy.

Best  cOBOKYMHOCTH  IOKYMEHTOB, 0OpasylOIIMXCS B J€ATEIbHOCTH
OpraHM3allM, COCTABIISIET €€  JTOKYMEHTaJIbHbIN (DOHI.

JlokyMeHThI, oOpa3yromuecs B ACSITEIbHOCTH OpPraHM3alMM 0 CpPOKam
XPaHEHMsI IOAPA3IAEISIFOTCS Ha:

] TOKYMEHTBI BpEMEHHOT0 cpoka XpaHeHHUs (10 10 J1eT BKIIIOUUTENBHO);

[} TOKyMEHTBI IOJITOBPEMEHHOTO cpoka xpaHeHus (cBbiie 10 ser);

[} TOKyMEHTBI MOCTOSIHHOTO (BEYHOI'0) XpPaHEHUS.

5.2. Opranu3zanus TOKyMEHTOB B MIpeesiax apXuBHOTO (PoHTa.

OcHOBHBIE IOHATHS U TPEOOBAHMUSI.

B mpenenax apxuBHOTO (OHAA YYETHO-KIACCU(DUKAITMOHHONU EAMHUIICH
SBIIICTCS] €IUHUIIA XPAaHEHUSI IOKYMEHTOB. EMUHUIIEI XpaHEHUS JOJDKHBI OBITH
OTHCaHbl, CUCTEMATHU3UPOBAHbI, BHECEHbI B ONMUCU U OGOPMIICHBI B MOPSIKE,
00€ecIeurBaroIeM UX YU€T, TOUCK U UCIOJIb30BaHUE.

Enununel xpaHeHust (zena) apxuBHOro (oHAa CHUCTEMaTHU3UPYIOTCS B
npenenax (¢GoHAa corjacHO cxeMe cucremarusauuu. CucremaTu3anus
JIOKYMEHTOB (pOH/1a MPOBOJUTCS B JEJIOMPOU3BOJICTBE U B apXUBE OpraHU3alUU
MIpU MOATOTOBKE JOKYMEHTOB K Mepeaade B TOCYJapCTBEHHBIC apXUBBHI.

Opranu3zaiys JOKYMEHTOB I10 JIAYHOMY COCTaBYy.

JIOKyMEHTBl MO JUYHOMY COCTaBY BBIJECISIOTCS B OCOOYIO TpYIIILY,
CUCTEMATHU3UPYIOTCS 000COOJIEHHO U BKIIIOUYAIOTCS B OTIIEIBHYIO OIHCh.

Perucrpammonno-yuetrnoie  (poOpMbI JOKYMEHTOB IO JUYHOMY COCTaBY
(KHUTH, )XypHaJbl y4eTa MPHUKA30B O MpUEME, MEPEeBOJIE, YBOJIbHEHUH, JIMUYHBIX
KapTOYEeK, JIMYHBIX JIEJ, COTJIAICHUHN, KOHTPAKTOB M JIp.) BKIIOYAIOTCS B OINKCH
JIOKYMEHTOB TIO JIAYHOMY COCTaBY.

Ha nuunble pgenma yBOJNEHHBIX COTPYJHUKOB MOXKET COCTaBIISITHCS
OTJENbHAS OTHCH.

Jlena 1Mo JMYHOMY COCTaBy, KakK MpPaBWIO, CHUCTEMATU3UPYIOTCS TIO
XPOHOJIOTHYECKOMY TIPU3HAKYy. B apXuBax KpymHBIX OpraHu3anuii ¢ OONBIIAM
KOJIMYECTBOM pabOTHHUKOB MOJKET UCIIOJIb30BATHCS CTPYKTYPHO-
XPOHOJIOTUYECKUHN TIPUHITUI CUCTEMAaTH3allUN JTUIHBIX JIC]T.

B mpenmemax  kaxporo roma  Jena 1o JUYHOMY — COCTaBy
CUCTEMATHU3UPYIOTCS TI0 CTETICHH BAXKHOCTH - TIPUKA3bl O 3a4MCICHUHU Ha CITYKOY
(B ydeOHOE 3aBeicHHUE W T.1.), NEpPEMENIEHUH, YBOJbHCHUH (OKOHYAHUU
y4eOHOro 3aBelACHHS W T.JI.), JHUIEBBIE CYETa, CIHCKH, >XypHajbl ydeTa
JOKYMEHTOB 10 JUYHOMY COCTaBy, JPYTrH€ pErucTpaliOHHO-YYETHEIC
JTOKYMEHTBI, THYHBIC Jea.

JluaHbIe Aena U TUYHBIE KAPTOUYKH YBOJICHHBIX COTPYIHUKOB OTHOCSATCS K
rOJly YBOJIBHEHUS U CUCTEMATU3HUPYIOTCA B TpEeIax KaKJIOW TPYIIBI 10
andaBuTy paMUIHA.

6. YHET IOKYMEHTOB B APXVBE.

6.1. O6mue TpeOoBaHUs K yUeTy JOKYMEHTOB.



Y4yer OOKyMEHTOB B apXHBE OPraHM3aldd - 3TO OINPEIEICHUE HX
KOJIMYECTBA M COCTaBa B

YCTAaHOBJICHHBIX ~ €IMHMIIAX ydera U  (Qukcauusa (perucrpaunus)
OPUHAIJICAKHOCTH KAKJIOM €IUHHUIBI ydeTa K ONpENEICHHOMY KOMIUIEKCY U
0O0IIEero NX KOJIMYECTBA B YUETHBIX JTOKYMEHTAX.

[log y4YeTHBIM JOKYMEHTOM IOHUMAETCA JOKYMEHT YCTAaHOBIIEHHOMN
dbopmbl, (QUKCHpPYIOMMI TOCTYIJICHHE, BBIOBITHE, KOJIUYECTBO, COCTaB U
COCTOSIHME apXHMBHBIX JOKYMEHTOB B €IMHUIIAX yUeTa.

VYuer OKYMEHTOB B apXWBE OpraHHW3alliM SIBJISAETCS OJHUM W3 CPEICTB
oOecrnevyeHns UX COXPAaHHOCTU U KOHTPOJIS 32 X HATUYHEM.

VYuery noasie:katr Bce XpaHSIIUECSd B apXWBE OpraHU3allid IOKYMEHTBI, B
TOM YHCJIC HEOMCAHHBIE U HEMTPO(PMIbHBIC SISl TAHHOTO apXUBa.

Yyer npou3BOAUTCS TyTEM NPUCBOCHUSI APXUBHBIM JIOKYMEHTaM
(emvHUIIAM YydYeTa, CIAMHHUIIAM XPAHEHUs) YUYETHBIX HOMEPOB, SBISIOIMIUXCS
YacThIO apXUBHOTO MK ppa.

ApxuBHbI mUPp - 0003HAUECHHE, HAHOCHUMOE Ha KaXAYI0 €IUHUILY
XpaHEeHHMsI C LEebI0 00ECIeUeHMsI €€ yueTa U UIeHTU(PUKAIUU. APXUBHBIN (P
COCTOUT M3 HOMEpOB: AapXMBHOTO (OHIAa TO CHOUCKY (OHIOB apxuBa
OpraHu3alMi W 4Yepe3 ApoOb MO CHUCKY (DOHIOB TOCYJIAapCTBEHHOIO apXuBa,
MCTOYHUKOM KOMIUIEKTOBAaHUSI KOTOPOTO SIBJISIETCS OpraHu3alus, apXUBHOU
KOJUIEKI[UH, ONUCH, EAMHULBI XPAHCHHUSI.

Homep apxuBHOTO (hoHIA MPUCBAMBAETCS TOCYJAPCTBEHHBIM apXUBOM
nociue opopmiIeHUs IEPBOrO  MOCTYIJICHUS] JOKYMEHTOB OpraHu3allud Ha
IIOCTOSIHHOE XPaHEHHE.

6.2. EnuHunbl yyera.

OCHOBHBIMM €JIMHUIIAMH y4Ye€Ta JOKYMEHTOB HE3aBHUCHMO OT BHUJA
HOCHTEJIS, CITOc00a M TEXHUKHU 3aKPETUICHUS HHPOPMAITUN SBIISTFOTCSI:

] apxuBHBIN POH, ApXUBHAS KOJUICKIIUS;

| equHALIA XpPaHEHHUS.

JIOKyMEHTBl JIMYHOTO MPOUCXOXKJCHUS, HE MPOIIEJAIINEe HAYYHOIO
OMUCAHUS, YYUTHIBAIOTCS, KaK MPABUIIO, IO IOKYMEHTAM U JIUCTaM.

HeobOpaboTanHbie MOKyMEHTHI (POCCHITIb) YUUTHIBAIOTCS U3 pacuera 150
JIMCTOB B OJTHOM yCIIOBHOW €IMHULE XPAHEHUS.

Enununa xpanenus - ¢usmyecku 000COOJIEHHBIE JOKYMEHT WIU
COBOKYIHOCTb JOKYMEHTOB, UMEIOLIUE CAMOCTOATENIbHbIC 3HAYCHHE.

Enununa XpaHeHuss JOKYMEHTOB Ha OyMakHOM OcHOBe (ZeJo)
COBOKYMHOCTh  JOKYMEHTOB, OTIEJIbHBIM  JOKYMEHT, 3aKJIIOYEHHbIE B
000C00JICHHYIO 00JIOXKKY, TIAIKY.

Y4yer JOKyMEHTOB B apXWBE OpraHW3alldd CTPOUTCS Ha OCHOBE
COOJTIOICHUS TPUHIIUIIOB:

LEHTpaIu3allii, BBIPAXKEHHOW B MPUMEHEHUH E€IUHBIX EIUHUI] YYeTa;
yHU(DUKAITMH, OCHOBAHHON Ha COOJIIOJICHUH MPEEMCTBEHHOCTH y4eTa apXUBHBIX
JIOKYyMEHTOB Ha BCEX CTAIUAX pabOThl C HUMU; TUHAMUYHOCTH, 00€CTICUMBAEMOM
CBOEBPEMEHHBIM U ONEPATUBHBIM BHECEHHEM U3MEHEHUN B YUETHbBIC JOKYMEHTBI
WM COCTaBJIICHUEM HOBBIX YYETHBIX JIOKYMEHTOB; MOJHOTHI U JOCTOBEPHOCTH

y4derTa.



[Topsimox mocTyma K y4yeTHbIM JOKYMEHTaM, a Takke K y4eTHbIM 0azam
JAHHBIX apXHUBa OPraHU3ALUU  OIPEIEISIETCS IPUKA30M PYKOBOJICTBA
opraHuszauuy. Bce yueTHble TOKYMEHTBI apXUBA OPTaHU3ALNHN JOJIKHBI
XPaHUTHCS B XpaHWIKIIE (WK CHEIMATbHO BBIJIEJICHHOM MOMEILIEHUN) B ceidax
WJIM METAJUTMYECKUX IKadax.

7. IOPAJJOK BEJEHW A OCHOBHBIX YUETHBIX JOKYMEHTOB.

7.1. OCcHOBaHMEM Ka)XXOM 3allMCH B OCHOBHBIX YYETHBIX JOKYMEHTax
SABIISICTCS:

- npuU NOCMYNIeHUU OOKYMEHMO8 8 APXUB OPSAHUAYUU.!

] cmaTrouHble OMNHMCH CTPYKTYPHBIX THOJpa3fefieHUuil Ha JIOKyMEHTbI
MMOCTOSIHHOT'0, JO0JTOBpeMEHHOro (cBbimie 10 J€T) XpaHEHUs U MO JUYHOMY
cocTaBy (mpuiioxkenue 12);

] cBOmgHAsT HOMEHKJIATypa Jiell OpraHu3allid WM HOMEHKJIATypa Jeil
CTPYKTYpPHOTO MOJpa3feneHusi ¢ O(GOpPMIIEHHOW WTOTOBOM 3allUChi0 O
KOJIMYECTBE 3aBEJICHHBIX U 3aKOHYEHHBIX JIEII.

- npu 8b1OLIMUU OOKYMEHMO8 U3 aPXUBA OP2aAHUSAYUL:

[l akT mnpuema-nepesayd JOKYMEHTOB Ha IIOCTOSHHOE XpaHEHUE B
rocyJapCTBEHHBIN apXUB WM apXHUB APYTOM OpraHU3alNM;

] aKT BO3BpaTa JOKYMEHTOB COOCTBEHHUKY;

[] akT O BBIACICHHMH K YHUYTOXXEHHUIO JOKYMEHTOB, HE MOJIECKAIIUX
XPaHEHUIO;

[] akT 0 He OOHapy>KEHUU JOKYMEHTOB, IIyTH pPO3bICKA KOTOPBIX
UCYEPIIaHbI;

[} aKT 0 HEUCIIPaBUMBIX MOBPEXKICHUAX TOKYMEHTOB;

- O pe3yIbmamam BblNOJHEHUS 6HYMPUAPXUBHBIX pabom (CoOcmagieHus
CBOOHBIX ONuUcell, HAYYHO020 ONUCAHUSL OOKYMEHMO8 JTUYHO20 NPOUCXOHCOEHUS,
APXUBHBIX KOJNEKYUL, COCMABNEHUs Onucell 0co00 YeHHbIX 0ell U OOKYMEHMO8,
cmpaxoeo2o Gonoa u Gounoa nonvL308aHUs, CO30AHUSL 00BEOUHEHHBIX APXUBHBIX
¢onoos, nposepku

] akT 00 OOHapyXeHHH JOKYMEHTOB (HE OTHOCSLIMXCS K JaHHOMY
¢dboHy, apXUBY, HEYYTCHHBIX U T.1I.).

Kaura ydera nmocTymieHus ¥ BBIOBITHS TOKYMEHTOB.

Kuura yyera mocTyrmieHus U BbIOBITUS TIOKYMEHTOB MpeJHA3HAYEHA IS
ydeTa BCEX TEKYIIMX W UTOrOBbIX (Ha 1 sHBapsi KaXkJ0ro rojia) M3MEHEHUH B
coctaBe U o0beme (OHIOB M [ B apXWBE OPraHU3alluu, CBS3AHHBIX C
NpPUEMOM, BBbIJICJICHHEM Jiell, HE TOJUIeXAalluX JajbHEHIIeMy XpaHEHUIO,
nepejavend Jaen B TOCYJApPCTBEHHBIM uiau npyroil apxuB. Kaura yuera
MOCTYIJICHUST W BBIOBITUSA JOKYMEHTOB CIIY’)KUT OCHOBOWM JJII COCTaBIICHHUS
TuCcTOB (hDOHJIOB, TTACTIOPTA APXHBA.

Kaxnmoe mocryrieHre wiud BBIOBITHE TOMy4YaeT CaMOCTOSTEIbHBIN
MOPSIKOBBIA HOMED.

Ecnmu mocTyrmiieHne COCTOMT M3 JOKYMEHTOB HECKOJIBKUX (DOHIOB, TO
JTaHHBIC 110 KaXI0My (QoHIy (HazBaHue POHIIA, €r0 HOMED U T.J.) 3aIUCHIBAIOTCS
C HOBOM CTPOKH 3a TEM K€ MOPSIKOBEIM HOMEPOM.



VY4eT mocTymieHuss U BBIOBITHSI IOKYMEHTOB B apXWBE, XpaHSIIEM OIUH
dona, Benercs 1o Jmcty GoHaa.

ApPXUB OpraHU3aIMH CO CIOKHON CTPYKTYpOHl MOXKET YUHTHIBATh B KHUTE
ydeTa MOCTYIUICHUS ¥ BBIOBITHS JOKYMEHTOB CAMOCTOSITENTFHO MOCTYIIJICHHE HUITH
BBIOBITHE TOKYMEHTOB KaXJI0TO CTPYKTYpPHOTO MOpa3IeICHHSI.

Ecnu nokymeHTsl (poHIa MOCTYMAIOT B apXUB BIEPBEIE, TO HOMEP QoHIa
IIPOCTABIIICTCS B KHUTE ydeTa MOCTYIUICHHS M BBIOBITHS JIOKYMEHTOB ITOCIIEC
IIPUCBOCHUS €My HOMepa 1o criucKy (GoHmoB. Ecin MTOCTYITUBIIIAE
JIOKYMEHTBI SIBIISIIOTCST 9acThio (OHMAA, YK€ HMMEIONIErocs B apXuBe, TO B
COOTBETCTBYIOIIEH Trpade KHUTH YKA3bIBAETCS HOMEpP, MPUCBOCHHBIA STOMY
donmy panee. Ecnu mocTtynuiv win BBHIOBUTM HEONMMCAHHBIC JOKYMEHTHI, TO B
rpade 6 nenaeTcs OTMETKA: “He OIMUCaHbI', a cBeleHust 00 oObeMe marotTcs B 13
u 14 rpadax.

ExxeromHo B KHUre yd4eTa TMOCTYIUIGHHUS U BBIOBITHS JIOKYMEHTOB
MIOJIBOJTUTCS UTOT KOJIMYECTBA MOCTYMHBIINX W BBIOBIBIINX 3a TOJ JOKYMEHTOB

(men).

8. UCIIOJIb3OBAHUE JOKYMEHTOB APXHMBA.

8.1. IlonsATHE NCIOJIB30BAaHUS TOKYMEHTOB apXUBA.
Hcnonbs3oBaHne apXMBHBIX JOKYMEHTOB - IpPUMEHEHUE HWH(pOpManuu

APXUBHBIX JOKYMCHTOB B KYJIbTYPHBIX, HAaY4HBIX, ITOJINTHYCCKHX,
OKOHOMHWYCCKHX HOCIX MW A oOecricyeHUsT 3aKOHHBIX IIpaB U HHTCPCCOB
I'paKaaH.

JIOKyMEHTBl ~apXWBOB  OpPraHMW3allMil  SIBISIOTCA  OTKPBITBIMU IS
MCIIOJIb30BaHUs ApXUBOM U MOJIb30BATEISIMU.

UckntoueHue COCTaBJISIET JOKYMEHTHpPOBaHHas  uHMOpMaIus,

OTHECEHHAst
3aKOHOAATENBHBIMU aKTAMU K KATETOPUH OTPAaHUYEHHOTO JOCTYTIA.

[Topsmox wmcnonp3oBaHusl JOKYMeHTOB ApxuBHOro (oHma Poccuiickoii
Penepanuy, HAXOMAIIMXCS HAa BPEMEHHOM XPAaHEHMM B OpPraHHU3aLUsX,
ONpENEIIAETCS UMU Ha OCHOBE HacTosero Ilonoxenus.

OcHoBHBIMHU (hOpMaMU UCTIOTB30BAHUS TOKYMEHTOB apXHBa SBIISIOTCS:
UH(POPMUPOBAHUE PYKOBOJICTBA U CTPYKTYPHBIX MOJpa3AesieHuil OpraHu3aIu,
a TaK)Ke IPYTUX OpraHu3alui O HAJIU4YUHU B apXUBAX TE€X WJIU UHBIX JOKYMEHTOB
U UX COJICP/KAHNM;

WCIIOJJHEHHWE 3allPOCOB TPaXJaH W OPraHU3aluil  COIMAaJIbHO-IIPAaBOBOIO
XapakTepa;

MOATOTOBKA MH()OPMAIIMOHHBIX MEPOIIPUSATUI: BHICTABOK, KOH(EpEeHLIUA U Jp.;
BbIJ]aya JOKYMEHTOB BO BPEMEHHOE ITOJIb30BAHUE.

HNudopmupoBanre 1 UCIIOTHEHHE 3alIPOCOB PYKOBOAMUTENECH OpraHU3aIlu
U CTPYKTYPHBIX  ITOAPA3JACICHUN, a  TaKkKe  IpYyrux  OpraHu3anui
OCYILECTBIISIETCS APXMBOM IO OIPEAEICHHOM TEMAaTUKE IO 3aIlpocy WIA B
MHUIIMATUBHOM TOpsiake B (popme MH(OPMALMOHHOIO MUChMa WJIM CIPaBKU O
HaJINYUU B ApXUBE COOTBETCTBYIOLIUX

NudopmupoBanue pykoBOAUTENEH MOXKET TMPOUZBOJIUTHCA TakkKe B
dbopMe TEeMaTHYECKOW TOMOOPKH KOMUN JOKYMEHTOB, K MOJOOPKE KOMUN



MpUJiaraeTcs TUTYJIbHBIN JIUCT, a TAKXKE MPU HEOOXOIUMOCTH HUCTOpUYECKas
CIPaBKa, IEPEUYEHb U JIPYTrUe MaTEpHaJIbI.

8.2. HcnomHeHue 3ampocOoB TpaXJgaH M OpraHU3allMid COLUAJIBHO-
IIPAaBOBOTO XapaKTepa.

WNHupopmanus coluaabHO-IIPABOBOTO XapakTepa I0 3alpocaM I'paXkaaH U
opraHu3aluii BblAaeTcss B (opmMe apXUBHOM CIpaBKH, apXUBHOM KOMUU H
ApXUBHOM BBIIIUCKU.

ApXUBHas CIpaBKa - JIOKyMEHT, COJACpKAIINNA apXUBHYIO HH(OPMALIHIO O
OpeIMeTe 3ampoca, C YKa3aHHEM [OWCKOBBIX JaHHBIX JOKYMEHTOB, Ha
OCHOBAaHHUM KOTOPBIX OHA COCTABJICHA.

ApxuBHas Komus - JOKYMEHT, BOCIPOM3BOJAIIMI TEKCT WU
N300pakeHHe apXUBHOT'O JOKYMEHTA, C YKa3aHUEM €T0 MOUCKOBBIX JaHHbIX.

ApxuBHas BBIIIACKA - JIOKYMEHT, JOCJIOBHO BOCHPOM3BOIALINNA YacTh
TEKCTa APXUBHOTO JOKYMEHTA, OTHOCSILYIOCA K OIPEIAEICHHOMY BOMIPOCY,
(dakTy WM Uiy, ¢ yKa3aHUEM TOMCKOBBIX JJAHHBIX JOKYMEHTA.

ApXMBHBIE CHpPAaBKM, BBIMUCKA W KOINWU BBIJAIOTCA HAa OCHOBaHUU
MMCbMEHHOTIO 3amnpoca

MOJIb30BATENSI, KOTOPBIN JOJKEH COAEpKaTh HAMMEHOBaHUE (M aJipec Mpu
NepeChUIKE) OpraHu3aluu (apxuBa), KOTOPOIl OHU AJPECOBAHBI; U3JIOKEHUE
cyllecTBa 3arpoca; (paMuiIMio, UM U OTYECTBO OOpallarolIerocs; ero ajpec,
KOHTaKTHbIE TeJIe(DOHBL; JaTy U JINYHYIO MOAIHUCH.

OOpamieHust TpakJaH, B KOTOpPBIX OTCYTCTBYIOT (aMWIMH, ajpeca U
HOJMUCH  OOpalllalolUXCs, CYUTAIOTCS AaHOHMMHBIMM M HE IOAJIeXkar
PAacCMOTPEHMIO; NPU JMYHOM OOpallleHuH NpU Hanuuuu GaMwind U ajapeca
HejocTaronast tHQopMalus MOXKeT ObITh BOCIIOJHEHA.

CpoK HCIIOTHEHUS 3alPOCOB COLUAIBHO-IIPABOBOTO XapakTepa IpaxaaH 1
OpraHM3alyid N0 MAaTEpHAIaM apXUBa HE JOJDKEH NpeBblarh 30 qHEN co JHSA
peructpanuu obpameHus. [Ipu clIoXKHBIX 3apocax CPOK MOKET OBITh MPOJIEH,
HO He Oosee yem Ha 30 nmHeW ¢ 0Os3aTENbHBIM YBEIOMIIEHHEM 00 3TOM
3asIBUTES.

Cpox HCHOJTHEHUs 3ampocoOB C MCHOJb30BAaHUEM TOJBKO HAy4YHO-
CIIPaBOYHOTO alllapara apxuBa — He OoJiee 15 mHENl ¢ MOMEHTa perucTpanuu
oOpareHus.

ApXMBHBIE CIPaBKM COCTABJSIIOTCS Ha OCHOBAaHUU  JTOKYMEHTOB
(MOVIMHHUKOB M 3aBEPEHHBIX KOIMWM), XpaHAIIUXCA B apXHUBE; UCIIOJIb30BAHUE
HE3aBEPEHHBIX  JOKYMEHTOB, OTHOCSIIMXCS K  BONpPOCY  OOpalieHus,
oroBapuBaercs B TeKcTe cupaBku ("He3aBepeHHas komus"). IIpu oTcyTcTBUM B
apxuBe JNOKYMEHTOB, COJAEpXAaIIMX CBEIACHUSA 110  3aIlpalluBacMOMy
BOIIPOCY, apXMBHAas CIIpaBKa MOXET OBbITh BbIJAHA IO XPAHALIUMCS B apXHUBE
NEYaTHBIM MaTepuanaM, OTHOCAIIUMCS K MpeAMETy oOpalleHHus, ¢ TOUYHBIM H
MIOJIHBIM YKa3aHUEM HCTOYHHUKA.

ApXUBHBIE CIIPAaBKH COCTABJIAIOTCS 10 YCTAHOBJIEHHOM (popme Ha OiiaHke
apXUBHOM CIIpaBKU WJIM 00111eM OJIaHKe OpraHu3aliH.

B cnopaBke npuBOaATCS Ha3BaHUA, JaThl M HOMEpa JOKYMEHTOB U
U3JIaratoTcs CBEICHMSI, IMEIOUIUECS B Ha3BAHHBIX JTOKYMEHTAX U OTHOCSIIUECS K



BOIIpOCY  OOpalleHus. Nsnoxenne  gaerca B XPOHOJIOTHYECKOMN
MOCJIE0BATEILHOCTH COOBITUH, @ HE JOKYMEHTOB, B KOTOPBIX OHH OCBEIIAIOTCS.

Jlomyckaercst IpUBOAUTE B CIIPABKE BBIIEPKKU U3 JTOKYMEHTOB, 3aKIII0Yas]
UX B KaBblYKHA. HaszBaHMs opraHusalvii B TEKCTE CIPAaBKU IIPU IEPBOM
yNoTpeOJIeHUH NPUBOAATCA MOJTHOCTBIO, @ B CKOOKaxX UX 0(UIUAIBHO IPUHATHIE
COKpAILEHHUs; IIPU [IOBTOPHBIX YIIOMUHAHHUAX - TOJILKO COKPAIlEHHBIE.

B criipaBKy BKIIIO4arOTCS TOJIBKO CBEJICHUS, YIIOMUHAEMbIE B JOKYMEHTAX.

B Tekcre apXuBHOW CIpaBKM HE JIOIYCKAalOTCs KOMMEHTapuHu,
COOCTBEHHBIE BBIBOJBI HCIOJHUTENS 10 COJEP)KaHUI0 HCIOJIb30BAHHBIX
JIOKYMEHTOB.

ApxuBHas CIpaBKa IMOJANMCHIBAETCS PYKOBOAUTEIEM OpraHU3aldd WU
IIOApa3/IeiICHuUs.

ApXUBHbBIE KOTIUU U BBIITUCKU U3 JTOKYMEHTOB BBIIAIOTCSI B COOTBETCTBUU
C 3aIPOCOM.

NaeHTHYHOCTh TOJJIMHHUKY BBIJIAHHBIX APXUBHBIX KOMHUWA M BBIITHUCOK
3aBEpSETCS MOJAMUCHI0 PYKOBOJIUTENS OPTaHU3alMN WM YIIOJIHOMOUYEHHOTO MM
auna (pyKOBOJIMTENS MOAPA3ACIICHUS, B COCTaB KOTOPOrO BXOJMUT apXuB) H
repOOBOM MeYaThi0 OPraHU3alUu.

Brimucka mpou3BOAUTCS TOJIBKO U3 JOKYMEHTA, B KOTOPOM COAEPIKHUTCA
HECKOJIBKO OTJIENbHBIX, HE CBS3aHHBIX MEXAY cO00OW BOMpocoB. Brimmcka
JOJDKHA BOCIIPOM3BOJAUTH TOJHBIA TEKCT YacTH JOKYMEHTa, OTHOCSILEHCS K
3amnpocy.

JlommyckaeTcsl U3bIATHE M3 apXUBHBIX JI€1 M BblJada BiajeibliaM WIH UX
POJICTBEHHUKAM TMOJIMHHBIX JMYHBIX TOKYMEHTOB O I'PaXIaHCKOM COCTOSIHUH,
00 oOpa3oBaHMH, TPYAOBBIX KHIKEK U APYTUX, HE IOJyYEHHBIX B CBOE
BpEMs BIIAJIENbLIEM JOKYMEHTOB.

[TonnmuHHBIE TUYHBIE TOKYMEHTHI BEIIAIOTCS C pa3pelIeHHs] PyKOBOAUTEIS
OpraHM3aly 3asgBUTENSIM IO TPEABSIBICHUHA NAcloOpTa, MHOTO JOKYMEHTa,
YIOCTOBEPSIOIIETO JINYHOCTh, UX POJACTBEHHUKAM WJIM  JOBEPEHHBIM HLaM
HOTApUAJIBHO 3aBEPEHHOIN JoBepeHHOCTU. [lo/yIMHHBIE JUYHBIE JOKYMEHTHI
MOTYT OBITH BBICJIAHBI 3asIBUTEIIO IIEHHBIM MHUCHMOM.

Opranamu mpaBoMoOpsiAKa U3 apXUBa MOTYT OBITb U3BATHI JOKYMEHTHI B
COOTBETCTBMHM C 3aKOHOATENBLCTBOM Poccuiickon denepanun.

Ha mecTo U3bATOrO 10KyMEHTa B JI€JI0 BKJIAABIBAETCS CIIPABKa O BbIJAye,
CHSTasi C HErO KONUS WJIM B YYETHBIX AapPXUBHBIX JOKYMEHTax JIeNaercs
OTMETKa 00 U3BATUM, YKa3blBalOTCS HOMEp, JAaTa M Ha3BaHUE JOKyMEHTa-
OCHOBaHUS U1 WU3bATHSA, a TAKXKE paclucKa Mojiydarenas IJOKyMeHTa (mpu
JUYHOU Tiepeaaye).

IIpn oTCyTCTBMM B apxuBE 3alpallMBacMbIX CBEICHUI OTpULATENIbHBIHI
OTBET COCTaBJIsIeTCs Ha OJIaHKe MUchMa opraHu3anuu. B Hem ykasbiBaeTcst (hakT
OTCYTCTBHSI B JOKYMEHTaX apXxuBa HHTEPECYIOUIMX 3asBUTEN CBEACHUU U
JAIOTCA  PEKOMEHIAIMM, KyJa CIeIyeT OOpaTUThCs 3a HEOOXOIUMOM
uHpopMarmet. B ciaydasx oTpuiiaTenbHOro OTBETa, COJAEPIKAIIEro CBeICHUS 00
OTCYTCTBHM B apXMB€ HEOOXOIMMBIX TOKYMEHTOB BCJIECJICTBUE MX THOENN WU

yTpaThl.



5. OTBETCTBEHHOCTbDB 3ABEAYIOIIEI'O APXNBOM
5.1. JIoJ>KHOCTHOE JIMII0, KOTOPOMY MOPYYEHO 3aBEIOBAHHUE APXMBOM, HECET
OTBETCTBEHHOCTh 33 COCTOSIHME pa0OThI apXKBa U BBIIIOJIHEHUE BO3JI0KEHHBIX Ha

Hero 3aj1a4 U (QyHKITUH.
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