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ADXHMBHbI€ CMPaBKH COCTAaBJSIOTCS HA OCHOBAHHU ZAOKYMEHTOB (MOAJHHHHUKOB U
3aBEPEHHBIX KOMUH), XPaHSLUXCS B apXUBE; HCII0/Ib30BaHHeE He3aBepeHHbIX J0KYMEHTOB,
OTHOCALMXCS K BONPOCY 06palieHHsi, OroBapHBaeTCsl B TEKCTe cnpaBku ("He3aBepeHHas
xonus"). Ilpu OTCYTCTBHH B apxuse ZIOKYMEHTOB, COJepXallliX CBeJeHHS [0
3anpalliBaeMoMy BOTPOCY, apXMBHas CIpaBKa MOXET GbITh BblAaHa MO XpaHAMUMCS B
dPXHBE MeYaTHbIM MaTepHanaM, OTHOCAUMMCA K NpeAMeTy 06palleHHs], C TOYHBIM W
MOJIHbIM YKa3aHHeM HCTOYHHKA.

ApXHBHbI€ CIIPaBKH COCTABJSIIOTCS 110 YCTaHOBJIEHHOH popMe Ha 6J1aHKe apXHBHON
CIIPaBKH HJIM 061eM G1aHKe OpraHu3aLuiu.

B cnpaBke npuBoAsiTCA HasBaHus, aTH U HOMepa JI0KYMEHTOB M HW3JIaraloTcs
CBE/ICHHUs], HMEIOLIHeCs B Ha3BaHHBIX JJOKyMEHTAX H OTHOCSLLHECH K BOTIpOCY O6pauieHusl.
Hanoxenue fnaercs B XpoHosoruueckoii NOC/Nel0BaTe/IbHOCTH  COObITHH, a He
AOKYMEHTOB, B KOTOPbIX OHH OCBEL|alOTCsl.

Jlonyckaercs NpUBOAMTDL B CrpaBke BBIJIEPXKKH M3 JJOKYMEHTOB, 3aK/JI04asi UX B
KaBbIYKH. HasBaHWs opraHMsauuii B TekcTe cnpasku NpH TEpBOM ynoTpe6ieHuHn
IPHUBOJAATCA TOJIHOCTBIO, @ B CKOGKaX MX OQULMANbHO MPHUHSTbIE COKpalleHHsI; [pH
TIOBTOPHBIX yIOMHHAHHSAX — TOJILKO COKpallleHHbIe.

B cnipaBky BK/II04aK0TCA TONMBKO CBeseHHUS, YNOMHHaeMble B JOKyMEHTax.

B Tekcre apxuBHOH cmpaBku He JIONYCKAIOTCS KOMMEHTapHH, COGCTBEHHbIe
BBIBO/IbI UCTIOJIHHTEJIS! 110 CO/lePXKAHHIO HCIIONIb30BAHHBIX JJOKYMEHTOB.

ApXMBHas  CIpaBKa NOZAMNHCbIBAETCA PYKOBOAWTEJNIEM OpraHU3alMH  HJIH
noApas/eeHusl.

ApXMBHbIE KONHH H BbIMHCKH M3 [OKYMEHTOB BBIZAIOTCA B COOTBETCTBHH C
3ampocoM.

WAEHTHYHOCTD NOATMHHHKY BblAAHHbIX apXUBHBIX KOIHWH U BBINMCOK 3aBepseTcs
TOAMHUCBIO PYKOBOAHTEIS OPraHU3alUH1 HJIH YIIOJTHOMOYEHHOTO UM JIULA (pyxoBoauTens
To/pas/ie/IeHHsl, B COCTaB KOTOPOTO BXOJUT apXxuB) M repGOBOii MeYaThio OpraHM3aLHH.

Bbinicka nponsBoAMTCS TONBKO M3 JOKYMeEHTa, B KOTOPOM COZEPXKUTCS HECKONbKO
OTAC/BHBIX, HE CBA3AHHBIX MEKAY 060K BOMpocos. Beimucka go/mkHa BOCMPOM3BOAUTDH
TOJIHBIH TEKCT YacTH JJOKyMEHTa, OTHOCSILEeHCs K 3arnpocy.

llonyckaercss M3bATHE M3 ApXMBHBIX Jel M Bbljaya BJIaJie/ibllaM  WJIH  MX
POACTBEHHHKAM MOANMHHBIX JIMYHBIX JOKYMEHTOB O TDa¥/aHCKOM COCTOSHHH, 06
06pa3soBaHUH, TPY0BbIX KHHKEK H PYTHX, He T0JIy4€HHBIX B CBO@ BpeMsl BJafle/iblieM
JIOKYMEHTOB.

[lop/IMHHbBIE NUYHBIE JOKYMEHTbI BBIAAIOTCA C paspelleHuss pyKOBOAUTEJIS
OPraHU3alMK  3asBUTENAM N0  NpeAbABJIEHHH NaclopTa, HHOIO JIOKyMEeHTa,
YAOCTOBEPSAIOLIEr0 JIMYHOCTb, HX POACTBEHHHKAM MJIH 4OBEPEHHbIM JIHLAM HOTapHaJbHO
3aBEPEHHOH /Jl0BepeHHOCTH. [loA/NMHHbIE JHYHbIE AOKYMEHTbl MOTYT GbITb BbICAAHBI
3asIBUTEJIIO LIeHHbIM TUCbMOM.

Opranamu mpaBomopsigka M3 apxuBa MOTYT O6bITb H3BATHl JOKYMEHTbI B
COOTBETCTBHH C 3aKOHO/ATEILCTBOM Poccuiickoii ®ezeparyu.

Ha mecto usbaToro gokymenta B gesio BkIagbiBaeTcs CrpaBKa 0 Bbljjaye, CHATAs C
HErO KOMUA UM B y4eTHBIX apXMBHbIX JOKYMEHTAX [e/]aeTcss OTMEeTKa 06 M3bATHH,
YKasblBalOTCs HOMEp, ZlaTa M Ha3BaHHe JOKYMEHTA-OCHOBAHMs [/l M3DBATHS, a TakKKe
PacnucKa nosyyaTes JokyMeHTa (pH JIM4YHOI nepezaye).

[Ipy oTCyTCTBMH B apxuBe 3allpaliMBaeMbIX CBe/JeHHH OTpHLjaTeJbHbIH OTBET
COCTaBJIAETCS Ha G/1aHKe MHCbMA OpraHM3aLuu. B HeM ykasbiBaeTcs dakT oTcyTcTBUA B
AOKYMEHTaX apX1Ba MHTePeCyIOLHX 3aBUTe s CBeIeHHI 1 Jal0TCA peKOMEeH/aLUH, KyAa
C/lenyeT 06paTUTbCA 3a HEOGXOAMMOIt MHdOpPMarHeil. B CJIy4asiX OTPULIaTeJbHOrO OTBETa,
COAepIALLEro CBe/IeHHs 06 OTCYTCTBMU B apXHBE HEOBXOAUMBIX JIOKYMEHTOB BCJIe/ICTBHE
HX THGEH WK yTpaThl.

9. OTBETCTBEHHOCTH 3aBeyI0IEro apxXMBOM
9.1. JloJKHOCTHOE JIMLO, KOTOpOMy NOpy4eHO 3aBe/l0OBaHHE apXUBOM, HeceT

OTBETCTBEHHOCTb 3a COCTOSIHHE PaGOThbI APXHBA M BbIMOJHEHHE BO3JIOXKEHHbIX HA HEro
3a/a4 U QYHKLHIA.
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1. O6mmue noyoxenus

151, B MysuuunaneHoM — KaseHHOM  06Imeo6pasoBaTENbHOM YUPEKICHUU
«llluHKGaNaKkaTMHCKas OCHOBHA 061Ie06pa3oBaTeIbHas WKOMa (nanee — Yapexnenue) s
XPaHEHHS 3aKOHYCHHBIX JEI0NPOM3BOJICTBOM IOKYMEHTOB CO3/A€TCS ApXUB.

1.2. Vupexienne BBUIeNSeT IO apXWB IOMEIEHHE, OTBEHAONIEE TpeGoBaHUIM
ofecrieueHns1 COXpaHHOCTH JIOKYMEHTOB, a TAKKe COOTBETCTBYIOLIEE oGopynoBaHue.

1.3. 3aBenoBanye apXUBOM IOpydYaeTcs OTBETCTBEHHOMY 3@ apXHB JIMIly, Ha3HAYaeMOMY
IPHKA30M PYKOBOJHUTEISl OPTaHH3ALMH.

1.4. B cBoeii paboTe apXuB OpraHH3aLEH PYKOBOACTBYETCS 3aKOHONATETBHBIMH AKTAMH
Poccniickoii ®eneparin 1m0 apXMBHOMY JIely, HOPMATHBHO-METOHYECKHMH JIOKYMEHTaMH
MurkyneTyper Poccun u  QDenepalbHOTO apXMBHOTO areHTcTBa PoccHy, IpUKa3aM# |
YKa3aHUAMHU PYKOBOJCTBA OPTaHU3ALMK M HACTOSIIUM II0JI0KEHHEM.

1.5. KOHTpOIb 3a eAATeIbHOCTBI0 ApXHUBA OCYIIECTBIISET PYKOBOACTBO OpraHU3alliU HITH
CTPYKTYPHOT'O [OZAPA3/Ie/IEHHs, B COCTAB KOTOPOIO BXOIHUT apXHB.

2. CocTaB JOKYMEHTOB apXHBa

B apxus nepenatores:

2.1. 3aKOHYEHHBIE JIeTONPOM3BOACTBOM I0KYMEHTHI, 0OPa30BaBIIHECS B ESATENbHOCTH
OpraHU3aIWH U €€ CTPYKTYPHBIX II0Jpa3/ie/IeHUiA:

— [eJ1a IOCTOSAHHOTO XPaHEHH I,

— Jien1a BpeMeHHOTO (cBpime 10 j1eT) cpoka XpaHeHus;

— JIOKyMEHTBI 110 JITYHOMY COCTaBY;

— NOKYMEHTBI IIOCTOSIHHOTO XPAHEHHUs H TI0 JTHYHOMY COCTABY OpTaHH3aIuii-
Npe/IIEeCTBeHHUKOB;

— CNIPABOYHBII ANapaT K 10KyMEHTaM apXHBa (OIHCH, HOMEHKJIATYPHI JIeN, KapTOTEKH
HT.IL).

3. 3amaum u GpyHKUMH apXUBa

3.1.0CHOBHBIMH 331a4aM# apXUBA SIBJITIOTCS:

~ KOMIUICKTOBAHHE ~ apXHBa JOKYMEHTAMM, COCTAaB KOTOPBIX  IIPEXyCMOTpEH
pasznenom 2 HACTOSAIIETO TIOJIOXKCHUST;

— obecrieyeHue COXPAHHOCTH H Y4eT PHHATHIX Ha XPaHEHHe JOKYMEHTOB;

—  OpraHM3alsi  NPaKTHYeCKOW  pa0OTBI,  CBA3aHHOM ¢  HCIOJIB30BAHHEM
JIOKyMEHTOB, XPaHAIIHXCS B apxuBe;

— KOHTPOJNb 3a MpPAaBHIbHBIM (OpMHpOBaHHEM M OQPOPMIEHHEM HOKYMEHTOB B
JIeJIONPOHU3BOICTBE, OTGOPOM H NOJIrOTOBKO#M X K IIepe/iade Ha apXUBHOE XPAHEHHE.

3.2. B COOTBETCTBHH C BBITOJNHACMEIMH 3aJa4aMH apXUB OCYIIECTBISET CIEAYIOIHE
byHKIHH:

— TpPUHUMACT TOC/E 3aBEPUICHUS JEJONPOM3BOJNCTBA, YUYHTHIBAET W  XPAHHT
obpasoBaBLIrecs B JeSTeTbHOCTH OpraHH3aIuu JIOKYMEHTEI,
obpaboTtausbie B COOTBETCTBUH c JIEHCTBYIOIUMH IpaBHJIAMH;

— opraHusyer pabOTy IO TOATOTOBKE OIHCEell 3aBEIICHHBIX /ENONPOU3BOICTBOM
JIOKYMEHTOB [IOCTOSHHOTO XPAHEHHS | 110 JINYHOMY COCTaBY;

— OCYIECTBISIET y4YeT 1O HOMEHKIATypaM Jej, HAaXOMIUIMXCS B CTPYKTYPHBIX
T0/(pa3/ieNleHusX (Y HCTIOTHHTENei) JOKYMEHTOB BPEMEHHOTO XPaHEHHS,;

— ofecrieynBaeT TOJTHYIO COXPAHHOCTD IPUHATHIX HA XPAHEHHE JIETT;

— CO3/1aeT, MONONHSCT U COBEPUICHCTBYET YYETHO-CIIPABOYHBIH aIlllapaT K XpaHAIIEMCS B
apXuBe JIeJlaM M JIOKyMEHTaM;

— OpraHM3yeT KCII0JIb30BaHUE XPAHALIUXCS B aDXUBE JOKYMEHTOB;

— HH(OPMHpYeT PYKOBOACTBO M PaGOTHHKOB OPTaHH3AIMHM O COCTABE H COZIepKaHHU
JIOKYMEHTOB apXHBa;

— BBIJAET B YCTAHOBIICHHOM IOpSJKE XPAHSIIMECS B apXHBe Jea M JIOKYMEHTBI I
HCIIOJIb30BAHHUS B PAKTHYECKHX U JAPYTHX LENSX;

— UCIIOJHSET 3aNpPOChl YUPEKACHHH U rpakIaH 00 YCTAHOBIEHHH TPYIOBOTO CTaXa U 110
JpPYTHM BOIPOCAM COLHMATbHO-TIPABOBOIO XapakTepa;
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— BCICT yuCT BHIIAYM ApXMBHBIX el M JOKYMEHTOB, OCYLIECTBISICT KOHTpOJIb 3a
CBOCBPEMEHHBIM HX BO3BPAIICHHEM B XPAHHITHLLE;

~ MPOBOAUT SKCNIEPTH3y UEHHOCTH NOKYMEHTOB, XPAHAWIMXCSA B ApXHBE, CBOEBPEMEHHO
OTGHpaCT K YHHYTOXKEHHUIO Oesia ¢ HCTCKUIUMHU CPOKaMH XpaHEHHS;

~ OKAsbIBACT METONMYECKYIO MOMOUIb CiykOe Iel0NpoH3BOACTBA OpraHM3aluu B
COCTABICHHH HOMEHKIIATYPbI 1€, KOHTPOMHPYET MPAaBHIBHOCTS (opmupoBanus u obopmirenus
ACI B JICTONPOM3BOACTBE, MOATOTOBKY JOKYMEHTOB K Iepenaie B apXHMB  OpraHW3alIlH;

~ B Cllydae 3aKIOYEHHS C COOTBETCTBYIONUM yupeskienuem DeepanbHoro ApXHBHOIO
arentctBa Poccnm noroBopa o mepenaue ma TOCYNAPCTBEHHOE XDAHEHHE JI0KyMEHTOB
OPraHHM3aliK OGECIIEYHBACT TIOArOTOBKY 3THX JOKYMEHTOB CBOEBPEMEHHOE IPE/CTABICHHE
OMHMCH JIe/l [OCTOSHHOIO XPAaHEHWsS Ha YTBEp)KIEHUE 9KCIIEPTHO-NIPOBEPOYHOM KOMUCCHH
YKa3aHHOT'O apXMBHOTO YIPEK/ICHHUS.

4. Tlpasa apxupa

4.1. B uensxX BBINONHEHHS BO3MOMKEHHBIX 3a%a4 ¥ QYHKUMHA apXuB Hmeer npaBo:

— KOHTPOJIMPOBATHL COOMIOCHHE B OPraHH3aLUK U B ee CTPYKTYPHBIX MOApA3/ENEHHIX
YCTAQHOBJICHHBIX TPaBHI PaGOTEI C NOKYMEHTaMH, 00ECTIeYeHHS HX COXPaHHOCTH, KadyecTBa
0T00pa 1 MOATOTOBKHU e/l K nepefade Ha ApXHBHOE XpaHEHHE;

— BHOCHTL Ha paccMOTpeHHe PyKOBOACTBA OPraHH3ALMH MPEIIOKEHUS, HalnpaBlIeHHbIe
Ha ylydlleHWe B CTPYKTYPHBIX MNOAPa3sAeNeHHAX paGOTH 1O ODOPMIIEHHIO JIOKYMEHTOB,
(opmupoBanmIO HX B meNa, MOATOTOBKE JIOKYMEHTOB K Ilepe/iade Ha apXHBHOE XpaHEHHE;

~ TPCACTABIATE B YCTAHOBIEHHOM IOpSAKE 3asBKH HA ObeCIeueHHe apxuBa
HEOOXO/IMMBIM 0G0PYIOBAHHEM U MaTepHaTaMHy, TPOBE/ICHHE PEMOHTHEIX PaboT U T. In.;

~ YUAcTBOBAT B OPraHM3yeMbIX yupexieHusMu DeleparbHOro apxHBHOTO areHTCTBa
Poccuu MeponpusTHsaX 10 MOBbIEeHMIO KBATHGHKALKM PaGOTHHKOB BeOMCTBEHHBIX APXHBOB H
ACIONPOU3BOJCTBERHBIX CITy:KO, YIPeXKACHHH U IPeIIPHSATHIL.

5. OpraHusauus /IOKYMEHTOB B apXuBe

5.1. JloKyMeHTaNbHbIi M apXUBHBIH doHy| opraHuzanuu.

Best coBokynHocTh fokymeHTOB, 06pasylolnXca B /I€ATeNbHOCTH OpraHW3aLuH,
COCTaBJISIET ee JOKyMeHTalbHbIA GOoHJ.

JlokyMeHTEI, 06pasylouuecs B AeATebHOCTH OpraHHM3aLWH 10 CPOKAaM XpaHeHHUs
T0ApasesoTcs Ha:

AOKYMEHTbI Bp0eMEeHHOr0 Cpoka XpaHenus (0 10 et BKJIIOYHTENIbHO);
AOKYMEHTbI 0JIr0OBPEMEHHOr0 CpoKa XpaHeHus (cebiue 10 jiet);
AOKYMEHTbI IOCTOSHHOTO (BEYHOT0) XpaHEeHHSI.

5.2. OpraHu3auus JOKyMEeHTOB B npeJiesiax apxuBHOro $poH/a.

OCHOBHbIE MOHATHS U TPe6OBaHHUS.

B npenenax apxusHoro ¢ponga YYETHO-K/IaCCHUKALMOHHON eUHHLEl ABASeTCS
CAMHHLA  XpaHEHWs JIOKYMEHTOB. EJMHHLbI XpaHeHHs AOMKHBI GbITb OMHCAHBI,
CHCTEMaTH3HPOBaHbI, BHECEHBI B ONUCH H 0QOpPMIIEHbI B MIOPSIAKE, o6ecne4ynBaLIeM ux
Y4eT, [IOUCK U HCMO0JIb30BaHue.

Eannnupl xpaHenns (gena) apXMBHOTO (OH/Ia CHCTEMATH3UPYIOTCS B npejesax
OHAA cOTNIAcHO cxXeMe  cHMCTeMaTH3alMH. CucremaTusanus  jokyMeHTOB (oHAa
TIPOBOAHTCA B 1€JIONPOM3BO/ICTBE U B ap¥MBE OPraHH3aLMHU MIPH OATOTOBKE JIOKyMEHTOB
K nepejiaye B rocy/lapCTBeHHbIE apXMBbI.

OpraHM3sauus 10KyMeHTOB Mo JINYHOMY COCTaBYy.

JlokyMeHTBl MO JMYHOMY —coCTaBy  BblesslOTCH B ocobyio  rpymmy,
CHCTEMATH3NPYIOTCA 060COBIEHHO U BKJIIOYAKTCS B OT/IENBHYIO OMHC.

PerucrpaunonHo-yueTHble GopMbl 10KyMeHTOR MO JIUYHOMY COCTaBY (KHHTH,
’KypHaJIbl y4eTa NPHKA30B O NPUeMe, [IePEeBOJie, YBONbHEHHH, TUYHbIX KapToYek, IMYHbIX
A€Jl, cornaueHnt, KOHTPAKTOB M Jp.) BK/IIOYAKTCH B OMHChH AOKYMEHTOB M0 JIMYHOMY
cocTaBy.

Ha nnynble genia yBosienHbIx coTpyaHHKOB MOsKeT COCTaBJIATLCA OTAEJIbHAS ONHUCh.

llena  no  numunomy cocraBy, kak NpaBUJIO, CHCTEMATU3UPYIOTCA 10
XNOHONOTUYECKOMY TMNUIHAKV. B ANXURAX  KNVIHKIX ONTAHURATIUN ! oo ﬁﬂﬂhlllMM
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KOJIHYECTBOM  PaGOTHHKOB MOMET HCII0Jb30BaThCs CTPYKTYPHO-XPOHOJIOTHYECKHi
MPHHLMI CHCTEMATH3ALHH JIMYHBIX JeJ.

B npeseniax KaxAoro roga Aena mo JM4HOMY COCTaBy CHCTEMaTH3MPYIOTCH MO
CTENeHH BaXHOCTH — MPHKa3bl O 3a4MC/IEHHH Ha CyxOy (B yueGHOe 3aBefeHHe U T.J.),
NepeMeleHHH, yBoJbHEHHH (OKOHYaHHH y4eGHOTrO 3aBeJeHHs U T.[1.), JHLEBble CYeTa,
CIHUCKH, JKypHa/Ibl y4eTa JOKYMEHTOB MO JIMYHOMY COCTaBY, APYTHe DerHCTPalHOHHO-
yYeTHble JOKyMeHTbI, INYHbIe Jea.

JluvHble Aena M JIMYHble KapPTOYKH YBOJIEHHBIX COTPYAHHKOB OTHOCATCA K roay
YBOJIbHEHHS! U CHCT@MAaTH3HPYIOTCSA B NPe/esax Kax40M Ipynmbl no andaBuTy paMHIHH.

6. YYyeT J0KyMeHTOB B apxuBe

6.1. 061wHe TpeGOBaHHS K y4eTy OKYMEHTOB.

Y4eT JOKyMEHTOB B apXHBe OPraHW3allly — 3TO ONpe/eJeHHe UX KOJUYEeCTBa U
COCTaBa B yCTaHOBJIEHHBIX eJMHHMLAX y4eTa U QUKcaLus (PerncTpauus) NPUHAAIEKHOCTH
K&K/0i eJMHHLbl y4eTa K ONpeJeleHHOMY KOMIUIEKCY H OBILEro MX KOJMYECTBA B
YYE€THBIX JOKyMEHTax.

llog yueTHbIM AOKYMEHTOM NOHMMAeTCsi JOKYMEHT YCTAaHOBJIEHHOMH (OpMbl,
QUKCHpYIoUMH TOCTYI/IeHHE, BbIGBITHE, KOJMYECTBO, COCTAB M COCTOSIHHE ApXMBHbIX
ZIOKyMEHTOB B eJHHHLaX yyeTa.

Y4eT /IOKyMEHTOB B apXMBe OpraHM3auWM SIBJAETCA OJHWM W3 CPEACTB
obecrneyeH st HX COXPaHHOCTH M KOHTPOJIs 3 HX HaJH49HeM.

Y4eTy noAJexar Bce XpaHsl[Hecs B apXMBe OPraHU3alHH JOKYMEHTBI, B TOM YHCIe
HEONHCaHHbIe U HempPOHJIbHbIE JIsi JAHHOTO apXHBa.

Y4eT NpOM3BOAWTCA NMyTeM NPHUCBOEHHs ApXUBHBIM JOKyMEHTaM (eAHHULAM
yHerTa, eAMHHLAM XpaHEeHHsI) Y4eTHbIX HOMePOB, ABJIAIOLIHXCS YaCTbi0 aDXUBHOTO MHdpa.

ApXHBHBIA WM ~ 0GO3HAYEHHe, HAHOCUMOE HA KaXKAYI0 €JHHHLY XPaHEHHs ¢
LeJIbi0 OBecreyeH s ee yueTa H eHTHHKaLHH. ADXMBHBIH WHOP COCTOMT U3 HOMepOB:
apxXMBHOrO QOH/JA MO CMHMCKY GOHAOB apxMBa OPraHU3aLMH H 4Yepe3 Apobb Mo CITMCKY
OH/I0B rocyAapcTBEHHOr0 apXHBA, MCTOYHUKOM KOMILIEKTOBAHHS KOTOPOTO SIBJAETCH
OpraHM3alHs, apXMBHOH KOJUIEKLIMH, ONIHCH, eAMHHILbI XpaHEHHS.

Homep apxuBHOro Qomza mnpucsauBaeTcsi rocyAapCTBEHHBIM apXMBOM MOCIE

ocbovameﬂm NMEpBOTO TNOCTYNJIEHHsT JOKyMEHTOB OpraHM3alWH Ha IOCTOSIHHOe
XpaHeHwue.

6.2. EfMHHLbI yueTa.

OCHOBHBIMHM €[MHMLAMM yYeTa JOKYMEHTOB HE3aBMCHMO OT BHAA HOCHTeSs,
Croco6a 1 TeXHHUKH 3aKpeieHns MHPOpPMaLHH ABISIOTCS:
apXUBHbIH GOHJ, apXUBHAS KOJIEKIHS;
€/IMHHLA XPaHEHHS.

JloKyMEHTBI JIMYHOTO NPOHCXOXKAEHHS, HEe MpOWIeAMME HAYYHOTO ONMHCAHMUS,
YYHUTBIBAIOTCS, KaK PaBUJIO, 1O JOKYMEHTAM M JINCTAM.

Heo6pa6oTaHHbie 10KyMeHTBI (POCChINb) YYUTHIBAIOTCA U3 pacdeta 150 JHCTOB B
O/AHOM YCJIOBHO# e/jiHMLIe XpaHeHHs.

Enunnua xpanenus - ¢pusnyeckd 060co6/ieHHble JOKYMEHT WJIH COBOKYIHOCTb
ZIOKyMEHTOB, HMeIoLIHe CAMOCTOSITe/IbHbIE 3Ha4YeHHe.

Envnuna xpaHeHus AOKYMEHTOB Ha GymMaXKHOH OCHOBe (/Z€J10) COBOKYMHOCTb
AOKYMEHTOB, OT/IeJIbHbIN JOKYMEHT, 3aK/II0YeHHbIe B 060COBJIEHHYI0 06I0KKY, MarKy.

Y4eT JOKYMEHTOB B apXWBe OpraHM3aluu CTPOMTCH HAa OCHOBE COBJIIOJeHHs
NPHHLHKIIOB:

UEHTpa/lM3alny, BbIPDaKEHHOW B NPUMEHEHWHM e/MHbIX eAMHHML, YYeTa;
YHMQHKALMH, OCHOBAaHHOW Ha COG/IIOZEHHH NPEEMCTBEHHOCTH ydeTa apXMBHBIX
AOKYMEHTOB Ha BCeX CTajusfX paboThl C HUMH; AWHAMHUYHOCTH, OGecrneYnBaeMoii
CBOGBPEMEHHbIM U ONEpaTHUBHBIM BHECEHHEM M3MEHEHHH B yYeTHble JOKYMEHTbI WJIH
COCTaBJIEHHEM HOBbIX Y4ETHbIX JOKYMEHTOB; IOJIHOThI M J0CTOBEPHOCTH yyeTa.

Topsiok AocTyna K y4eTHbIM JOKyMeHTaM, a Takie K YYeTHbIM 6a3aM JaHHBIX
apXHBa OpraHH3aLMHK ONpe/e/seTcs IPHKA3OM PYKOBO/ACTBA OpraHW3aLuH. Bce yueTHble
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AOKYMEHTbI apXvBa OpraHW3alliK AOJDKHbI XPaHUThLCA B XpaHUJHILe (HJH CELHanbHO
BBI/I€/IEHHOM NOMellleHHH) B celipax M MeTaIMyeckux mkadax.

7. Tops/0K Be/ieH sl OCHOBHBIX YYeTHbIX JOKYMEHTOB

7.1. OcHOBaHUEM KaX/I0¥ 3aNIHCH B OCHOBHBIX yY€THBIX JOKYMEHTaX sABJISeTCS:

= npu nocmynieHuu 00KyMeHmMo8 8 apxus op2aHu3ayuu:

CAATOYHbIE ONMUCH CTPYKTYPHBIX 10/pa3/ieJIeH it Ha JOKyMEHTbI IOCTOSIHHOTO,
Zl0/IrOBpeMeHHOro (cBbiuie 10 sieT) XpaHeHHUs U 110 JIMYHOMY cocTaBy (npuJoxkeHue 12);

CBOAHAs HOMEHKJAaTypa /el OpraHMsalu¥ MJIM HOMEHKJaTypa Jes
CTPYKTYpPHOTO Mo/Jpas/iefieHuss ¢ OOPMJIEHHOW HTOrOBOH 3aMHChI0 O KOJMYECTBE
3aBe/IeHHbIX U 3aKOHYEHHbIX JieJ1.

— Npu 6bI6bIMUU JOKYMEHMOB U3 apXU8a Op2aHU3AYUU:

Y aKT  NpUeMa-Tepejayd  JOKYMEHTOB Ha TOCTOSHHOE XpaHeHHe B
TFOCY/lapCTBEHHBIH aPXMB MJIM apXUB APYTroi OpraHH3aLHH;
aKT BO3BpATa JOKyMEHTOB COGCTBEHHHUKY;
aKT O BBI/IEJIEHHH K YHUYTOKEHHIO JOKYMEHTOB, He NI0AJIeXKaLHX XPaHEeHHIO;
aKT 0 He 0GHaPYKeHHH JOKYMEHTOB, IIyTH PO3bICKa KOTOPbIX HCYepnaHbl;

AKT O HEUCNPABHUMBbIX NOBPEX/IEHUSIX JOKYMEHTOB;

~ N0 pesynabmamam 6bInoNHeHUS BHyMpuapXusHbIX pabom (cocmasneHus c80dHbIX
onucet, Hay4H020 ONUCAHUS JOKYMEHMO8 AUUHO20 NPOUCXOHCOEHUS, apXuBHbIX Koaekyull,
cocmaenenus onucell 0co6o YeHHbIX den u OOKYMeHMOS, CMpaxosozo ¢oHda u gonda
Nn016308aHUS, CO30aHUS 06BeIUHEHHbIX APXUBHBIX POHA0B, nposepku

aKT 06 06HapYKEHHH JOKyMEHTOB (He OTHOCSIIMXCS K JAaHHOMY GOH/Ly, apxuBY,
HEYYTeHHBIX U T.A.).

KHura yueTa nocrynienns 1 BbIGbITHS JOKYMEHTOB.

Kuura ydera nocrynsienus u BbiGbITHS JOKYMEHTOB NpejHA3HAYeHA ANS y4yeTa
BCeX TEKYLMX ¥ UTOrOBbIX (Ha 1 AHBapsi KaX/0ro rosia) U3MeHEeHHH B COCTaBe U 0GbeMe
$OHIOB M e B apxWBe OpraHM3aLuM, CBA3AHHBIX C NpUEeMOM, BbljleJIeHHEM [ieJl, He
ToA/eKALINX JasibHEHLeMy XPaHeHHIO, lepejayeii el B rOCyjapCTBeHHbIH Wik Apyroii
apxuB. Kuura yuera nocTynieHus W BbIGHITHS JOKYMEHTOB CJIY’)XUT OCHOBOHM ausi
COCTaBJIEHHs JIKCTOB GOH/I0B, TACNIOPTa apXHBa.

Kaxxpoe nocrynsienne uin BbIGbITHE MOJIyYaeT caMOCTOSTENbHbIH MOPSAKOBbIH
HOMep.

Ecan nocrynnenue cocTOMT M3 ZI0KYMEHTOB HECKOJIbKUX doHz0B, TO AaHHBIE O
KaxioMy GoHAY (HasBaHHe GOH/AQ, Ero HOMED H T.J1.) 3aMHMChIBAKTCA C HOBOI CTPOKH 3a
TEM K€ MOPSA/IKOBbIM HOMEPOM.

Y4eT MOCTYNIEHHS W BbIGHITHS AOKYMEHTOB B apXHMBe, XpaHSALEM OfHH doHg,
BeJIeTCs 10 IMCTY GpoHza.

APXUB OpraHM3alMH CO CJIOXKHOH CTPYKTYPOi MOKET yYHTBIBATh B KHHTe ydera
TNOCTYN/ICHUsA H BbIGbITHS JOKYMEHTOB CaMOCTOATEJBHO NMOCTYIJIEHHE WJH BbIGHITHE
AOKYMEHTOB KX/J0T0 CTPYKTYPHOTO [10/ipa3/ieJIeHHs.

Ecin fokymenTbl Qomza mocTynaoT B apxuB BIepBble, TO HOoMep ¢oHaa
NIPOCTABJIACTCS B KHHIe y4eTa NOCTYIIEHHs U BbIGbITHS JOKYMEHTOB NOCJIe IPHCBOEHHUS!
€My HoMepa mno cnucky ¢oHAoB. Eciu mocTynuBmMe JOKYMEHTBI SBJSIIOTCS YacTbio
donpa, yxe nmerowerocs B apxuse, TO B COOTBETCTBYIOWeH rpade KHUIH yKasblBaeTcs
HOMEp, NPUCBOEHHBIH 3TOMY QpOHAY paHee. ECiM MOCTYNMIM MM BbIGbUIM HEONMCAHHBIE
AOKYMEHTBI, TO B rpade 6 JesaeTcs OTMETKa: “He ONMMcaHbl", a CBeAeHHs 06 oGbeMe
AaioTcs B 13 v 14 rpadax.

ExXero/iHo B KHHTe yueTa MOCTYIIeHHs U BLIGBITHS JOKYMEHTOB MOJBOJMTCS HTOT
KOJIUYeCTBa NOCTYNUBIIKX H BbIGBIBUIMX 3a F0/i JOKYMEHTOB (z1e1).
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8. HcnoJsb3oBaHue AOKYMEHTOB apXHuBa

8.1. lloHsiTHE HCMOIb30BaHUs JAOKYMEHTOB apxHBa.

Hcnonb3oBanue apxuBHbIx AOKYMEHTOB — NpUMeHeHHe MHPOPMaLUH apXMBHbIX
AOKYMEHTOB B KYJIbTYDHBIX, HAay4YHbIX, MOJNHTHYECKHX, IKOHOMHYECKUX uensx ¥ aas
obecrneyeHHs 3aKOHHbIX PaB 1 HHTEPECOB rpa/iaH.

JloKyMeHTbI apXHBOB OpraHH3aLuii ABJSIOTCH OTKPBITBIMH JIJIl MCNOJIb30BAHHS
apXHBOM H 110JIb30BaTE/ISIMH.

HcknmoyeHune  cocrasiser AOKYMEHTHPOBaHHass MHQOpPMaLMs, OTHeCeHHas
S3aKOHOJATe/IbHBIMH AKTaMH K KaTeropuu OrpaHH4eHHOT0 JIOCTyTIA.

Tlopsafok ucnonb3oBauus AOKYMeHTOB ApxuBHOTo dpoHza Poccuiickoii Depnepanuu,
HAXOAAWNXCS HA BPEMEHHOM XPaHeHHH B OpraHM3aLysX, OnpeJesisieTcss MU Ha OCHOBe
Hacrosiuiero [losoxenus.

OCHOBHBIMH (pOPMaMU HCIIOIB30BAHHS JOKYMEHTOB apXHBa sIBJISIOTCS:

— HHQOPMHpPOBaHHE PyKOBOACTBA U CTPYKTYDPHBIX 0Apas/e/ieHnii OpraHusaLmy,
a Taloke ApYrMX OpraHU3alMi O HAJWYMM B apXMBaxX TeX HJIH MHbIX JOKYMEHTOB M HX
Co/lepXKaHHU;

~ WCNOJIHEHHe 3ampocoB rpakjaH W OpraHM3aLUid COL{Ha/IbHO-TIPaBOBOT0
XapakTepa;

~ TOATOTOBKa MHQOPMALMOHHBIX MEPONPUSITHA: BbICTABOK, KOHpepeHLHH U Ap.;

~ BbIlaya I0OKyMEHTOB BO BPEMEHHOE [10J1b30BaHHe.

Hudopmuposanue u ucnonnenne 3aMpOCOB  PYKOBOAWTENIEH OpraHM3aluu |
CTPYKTYPHBIX NOApa3/ie/ieHui, a Takke APYrHx OpraHH3alMi OCyleCTBISIETC apXHBOM
70 ONpEeAeNeHHON TeMaTHKe MO 3anpocy MM B MHHLMATHBHOM MOpsijke B ¢popme
MHOOPMALMOHHOTrO MHCbMa MK CNPaBKH O HAJIMYHH B aPXHBE COOTBETCTBYIOIIUX

HHdopmupoBanne pykosoguTeneii moxer NIPOM3BOJMTLCA Takke B dopme
TeMaTHYeCKOH MOAGOPKM KOMHM /IOKYMEHTOB, K noAGOpKe KOmMi mnpuiaraercs
THTYJIbHBI JIMCT, @ TaKke MPH HEOBXOAMMOCTH MCTOpHYeCKasl CrpaBKa, NnepeyeHb W
ApYrve MaTepuanbl.

8.2. Wcnonxenne 3ampocos FpaXJaH ¥ OpraHM3aLMi COLHANbHO-MPABOBOrO
Xapakrepa.

MHpopmaums  counanbHo-npasosoro XapakTepa MO 3ampocaM TrpaxjaH u
OpraHM3aluii BblAAeTC B $OpMe apXuBHOI CIIpaBKH, apXHBHOH KONHH W apXHBHOI
BBIMUCKH.

ApXHMBHas ClpaBKa — I0KyMeHT, CO/lePXKALHI aPXMBHYIO HHPOPMALHIO 0 npeaMere
3alpoca, ¢ yKkasaHWeM IOWCKOBBIX JAaHHBIX JOKYMEHTOB, Ha OCHOBaHHM KOTOPbIX OHa
COCTaBJIeHa.

ADXHBHAs KONUS - JIOKyMEHT, BOCNPOH3BOAAIMA TEKCT HMJIM M306paxeHHe
APXMBHOTO JOKyMEHTa, C yKa3aHHEeM €ro NOHCKOBBIX JaHHbIX.

ApXHMBHAsi BBINHCKA — JOKYMEHT, AOCJIOBHO BOCNPOM3BOASLIHI YacThb TeKCTa
APXHBHOTO JOKYMEHTa, OTHOCAIIYIOCH K OTNpe/ie/IeHHOMY BONpOCy, GaKTy WM JMLY, C
YKa3aHMeM MOHCKOBBIX JAHHBIX IOKYMEHTA.

ApXMBHbIEe CIIPaBKH, BbIIHCKM M KOMUU BbIJAIOTCS HA OCHOBAaHHWH MHMCbMEHHOrO
sanpoca mosib3oBaresiss, KOTOPbIH JOJKEeH COAEpKaTb HAMMEHOBAHUe (v agpec npu
TepechlIKe) OpraHu3aiuu (apxusa), KOTOPOH OHM aApecoBaHbl; U3JIOKEHHe cylecTsa
3anpoca; GaMHJMIO, UMSI W OT4€CTBO 06pawaIOIIerocs; ero ajgpec, KOHTAKTHbIe
TesIepOHBI; JaTy U TMYHYIO OAMUCH.

O6pameHus: rpaxjaH, B KOTOPBIX OTCYTCTBYIOT $aMUIMM, afpeca M MNOAMNHCH
06paLAIONUXCS, CIUTAIOTCS AHOHUMHBIMU H He NoAJIeXaT PaCCMOTPEHHIO; IPH JIHYHOM
o6paleHut Py HaMUYHKE GaMUAHK 1 ajipeca HejocTawwas HHGOPMaLMs MOXET GbITh
BOCIOJIHEHa.

Cpox wucnosHenus 3ampocos COLMa/IbHO-NIPABOBOr0  XapaKTepa rpakiaH H
OPraHM3aUMi MO MaTepHajzaM apxuBa He Ao/keH mnpeBblwath 30 pgHeH co AHs
PerucTpanuu obpameHus. Tlpu cnoxHbIX 3ampocax cpok MOXeT GbiTh NPOJJIeH, HO He
6Gosiee yeM Ha 30 fHelt ¢ 06513aTe/IbHbIM yBeJOMJIEHHEM 06 3TOM 3aABUTENIA.

Cpok ucniosHenus sanpocos c HMCII0JIb30BAHHEM TOJIbKO HayYHO-CNPaBOYHOIO
annapara apxuBa - He Gosiee 15 gHeili ¢ MOMeHTa Perucrpanuu o6paieHus.




