HOJIOXKEHHE
OB APXHKE

MYRHUNIAILHOTO GIOBKeTHON0 A0MKOTLHOTO 00PAIOBATEALHOND Y PEATEHNS
wlerexuii can Ne 3 « Pyueesn obmepazsusaiomero swia Horpannanoroe
ANLROTO pafionan

MYHHIHIR S
(MBIOY «/lercuii can M 3 «Pyueex»)

L. OBIIHE NOJOKEHHSA

L1 B symunamas uom SIomsetHoM 20WN0NEHOM 0Gpasonarensuon yupesnesni «lerormit can Ne 3
«Pyscexn  obmepomipmomero  wwaa  [orpamenoro  MymIBMATHONO  pafionay  (saiee —
YHPERALHNE) % XPAHEHIR TAKOHUCHHAIX JCTONPORIBOICTIOM JOKYMCHTOR COIAACTCR APXHN.

1.2, Yupemacsne SeICAICT NOA SPXHE TOMELICHHE, OTECHRIOIIEE TPEOOBAHMAM OOCCIICHEHMN
COXPEHIOCTH JOKYMOHTOR, 8 TREKE COOTSETCTRYIOMISS COOPYAORAMME,

1.3, 3aneonamie SpXHBOM NOPYNBETCH OTBETCTHEHNOMY 30 APXHE THILY, HATHETACMOMY MPHKAIOM
PYROBOJIHTENN OPTEHHIALHK.

L4, B cooeit pabote apxis opraniiaiim PyKOBOACTEYETCH SAKOHOMATCTRHRMK AKTAMH Poccuiicxol
Denepaisy 1o apXHEHOMY ATy, HOPMATHEHO-METOMMYCCKIMM N0KYMCHTAIMH Muty mTypsi Poccuy
W DEACPATHROTO APXHBHONO ArenTeTEd POCCHI, MPHKDIAMH H YKA3AHIANM PYXOBOACTEA OPIHMIGAIINN
W HACTONIIMM [OIOREHHEM.

1.5, Kowtpomm 33 NCHTEAMHOCTMIO GPXMEA OCYMICCTBASCT PYKOBOACTIO OPraMMSAIHON  IWIH
CTPYKTYPHOTO NOAPEUIENEHIT, B COCTAR KOTOPOTO BXOINT APXHN.

2. COCTAB JOKYMEHTOB APXHBA
B spxus nepeaaores:
2.1, 3aKomyenmEe AENONPOHIBOACTROM JOKYMCHTH, OOPRIOBANIIECH B ACSTCEHOCTH OPraHHIALMNN

M 8¢ CTPYRTYPHBIX NOAPaIIenemiii:
— TS TOCTONHHOTD XPUNCHHE;




2. COCTAB IOKYMEHTOB APXHUBA

B apxus nepepnatorcs:

2.1. 3akoHUEHHBIE ACTONPOU3BOACTBOM JOKYMEHTHI, 00pa30oBaBIIecs B ACATEILHOCTH OPTaHU3AINN U €€

CTPYKTYPHBIX IOAPAa3ACIICHUM:

Aciia NOCTOSIHHOI'O XpaHCHUA

nena BpeMeHHoro (cBole 10 ner) cpoka XpaHeHus,

— JIOKYMEHTBHI 110 JINYUHOMY COCTaBY;

JOKYMEHTBI ITOCTOAHHOI'O XpAaHCHUA U 110 JIUYHOMY COCTaBYy OpFaHI/I3aHHﬁ -IIPEAIICCTBCHHUKOB,

— CIpaBOYHBIN ammapaT K JIOKyMEHTaM apXvBa (OMUCH, HOMEHKIATYPhI J1e]l, KAPTOTEKH U T. II.).

3.3AJJAYY 1 ®DYHKIIMU APXUBA

3.1.OcHOBHBIMH 3aa9aMH apXUBA SBITIOTCS:

— KOMIUICKTOBAHUE apXuBa AOKYMCHTaAMH, COCTaB KOTOPBIX MPEAYCMOTPEH pas3aciioM 2 HACTOAIICI O ITOJIOXKCHU A,
— obecreueHre COXPaHHOCTH M YUET MIPUHATHIX Ha XpaHCHUE TOKYMEHTOB;

— OpraHm3anus NPaKTHIECKOW pPabOTHI, CBA3aHHOW C WCIIOIL30BAHHEM JTOKYMEHTOB, XPAHSIIUXCS B apXUBE;
— KOHTPOJIb 3a IPaBUIbHBIM (DOPMHUPOBAHHEM M O(POPMIICHHEM TOKYMEHTOB B JICIOMPOU3BOACTBE, OTOOPOM U
MOJTOTOBKOM MX K IE€peaue Ha apXUBHOE XpaHEHHE.

3.2. B COOTBEeTCTBMM C BBIIOIHAEMBIMH  3a1aYaMU apxXuB  OCYIICCTBILICT  CICOYIOIIHE (byHKuI/II/I:
— NPHUHUMACT II0CJIC 3aBEPUICHUA OEIIOIPOU3BOACTBA, YUYUTBIBACT U XPAaHUT O6pa3OBaBIHI/IeC${ B JOCATCIBPHOCTH
OpraHu3anuu JOKYMEHTEI, o6pa60TaHHHe B COOTBETCTBHU C z[eﬁCTBy}OHmMI/I IIpaBUJIaMU;
— OpraHusyecT pa60Ty IO IIOATOTOBKEC onucei 3aBCPIICHHBIX OCIONPOU3BOACTBOM JOKYMEHTOB IIOCTOSIHHOI'O
XpaHEHUA U 11O TNYHOMY COCTaBY,

— OCYIIECTBIISIET y4eT MO0 HOMEHKIATypaM Jej, HAXOAAIUXCA B CTPYKTYPHBIX MOApa3JeNeHHsIX (Y UCHOTHUTEIEH)
JTOKYMEHTOB BPEMEHHOI'O XpaHECHHU,

— obecrieurBaeT MOTHYI0 COXPAHHOCTH MPUHSATHIX Ha XpaHEHUE JIEl;

— CO3[1a€T, MOMNOJHSAET U COBEPUICHCTBYET YYETHO-CIPABOYHBIM amnmapaTr K XpaHsIIIUMCS B apXuBe JelaM U
AOKYMCHTaM;

— OpraHu3yeCT UCHOJIb30BAHUC XPAHAIINUXCA B ApXUBC JOKYMCHTOB,

— MH(POPMHPYET PYKOBOJICTBO U PAOOTHUKOB OPTaHU3AI[MHU O COCTAaBE U COAECPKAHUH JJOKYMEHTOB apXUBa;

— BbIJACT B YCTAHOBJICHHOM ITOPAJAKE XPAaHAIIUECSA B apXUBC ACiIa U JOKYMCHTbBI JJIS1 UCITIOJIb30BAHUS B MTPAKTHYCCKUX
H IpYrux HEaX;

— HCIOJHACT 3alpOChl yqpexmeﬂnﬁ U TpaxaaH 00 YCTAHOBJICHUU TPYAOBOro CTaXXa W IO APYruM BOIIPpOCaM
COLMAJIBHO-TIPABOBOI'O XapaKTepa,

— BCACT YUCT BblJaYM apXUBHBIX JCIT U JOKYMCHTOB, OCYHICCTBJISICT KOHTPOJIb 3a CBOCBPCMCHHLIM UX BO3BPAIICHUCM

B XPaHWUJIMIIC,



— MPOBOJUT SKCIEPTU3Y I[EHHOCTH JOKYMCHTOB, XPaHSIIIUXCS B apXUBE, CBOCBPEMEHHO OTOMpAET K YHHYTOXKCHHUIO
JieNa ¢ UCTEKITUMHU CPOKAMH XPaHCHHUS;

— OKa3bIBa€T METOJUYCCKYIO MTOMOIIb CITYX0€ JACIOMPOU3BOCTBA OpraHU3aI[Mi B COCTABJICHUM HOMEHKJIATYPHI JICI,
KOHTPOJIUPYET MPAaBUIBHOCTh (POPMHUPOBAHUS M OPOPMIICHUS JCT B JEIOMPOU3BOACTBE, MOATOTOBKY JTOKYMEHTOB K
nepeaaue B apXuB OpraHu3allny;
— B CJIyyae 3aKJIIOUEHHUS C COOTBETCTBYIOIMM YyupexaeHneM DenepalbHOro apXuBHOro areHTcrsa Poccum morosopa
0 Iepeayue Ha roCyIapCTBEHHOE XpaHEHHE TOKYMEHTOB OPTaHU3aI[MU 00ECIICUUBALT MOATOTOBKY 3THX JOKYMEHTOB U
CBOCBPEMEHHOEC TMPEACTABJICHUE OMUCH JeNl IMOCTOSHHOIO XPaHEHUs Ha YTBEPXKICHUE HKCIIEPTHO-TIPOBEPOUHOM

KOMUCCHUHU YKAa3aHHOI'0 apXUBHOT'O YUPCKIACHUA.

4. TPABA APXHUBA

4.1. B LEeNAX BBITIOJTHEHHUS BO3JIOKEHHBIX 3a1a4y u byHKIUH apXuB UMeeT IpaBo:
— KOHTPOJHMPOBATh COOJIOJICHUE B OpPraHM3allMM M B €€ CTPYKTYPHBIX MOJpa3JIeJICHUSX YCTAaHOBJICHHBIX TMPaBHI
paboTBl ¢ MOKyMEHTaMH, OOECIedeHHs] MX COXPaHHOCTH, KadecTBa OTOOpa W TOATOTOBKM [N K Iepenade Ha
apXWBHOE XPaHEHHE;

— BHOCHUTh HAa pPACCMOTPEHHE pPYKOBOJACTBA OpraHW3al[MM TMPEUIOKEHNS, HANpaBICHHbIE Ha yIy4lIeHHe B
CTPYKTYPHBIX TOJpa3JieleHusk padoTel 1Mo O(GOPMIICHHIO JIOKYMEHTOB, (OPMHUPOBAHHWIO WX B JieNa, IOJIrOTOBKE
JIOKYMEHTOB K II€peaue Ha apXUBHOE XPaHEHUE;

— TIPEACTaBISATH B YCTAHOBJIEHHOM TOpPSAKE 3asBKA Ha oOecliedeHne apxXuBa HEOOXOAMMBIM OOOPYIOBaHHEM U
MaTepuaiamMH, IpOBeleHHEe PEMOHTHBIX padoT | T. 11.;

— y4acTBOBaTh B OpPraHU3YyEMbBIX yupexIeHusAMH dDenepanbHOr0 apXWBHOIO areHTCTBa Poccuum MeponmpusaTHsAX IO
MOBBIIICHUIO KBaTH(PUKAUH PAaOOTHUKOB BEJJOMCTBEHHBIX apXHBOB U JIEJIOMPOU3BOACTBEHHBIX CITYKO, YUPEKICHUHA

U NPEAITPUATHM.

5. OPTAHM3ALUA JOKYMEHTOB B APXHUBE

5.1. lokyMeHTaJIbHBIN 1 apXUBHBIN (OH]] OPraHU3aLIUH.

Bes cOBOKYMHOCTH JTOKYMEHTOB, OOpa3ylOIIMXCS B JAEATEIHHOCTH OpraHU3allul, COCTaBISET €€
JOKYMEHTAJIbHBIN (DOH]I.

JlokyMeHTBI, 00pa3yromuecs B IEATEIbHOCTH OPraHU3aIMH 110 CPOKAM XpaHEHUS MOAPa3IENIAIOTCS
Ha!

[ MOKYMEHTbI BPEMEHHOTO CpoKa XpaHeHus (10 10 JeT BKIFYUTEIHHO);

[ MOKYMEHTBI TOJITOBPEMEHHOTO CpoKa XpaHeHwus (cBbitie 10 jer);

[ TOKYMEHTBI MOCTOSTHHOTO (BEYHOTO) XPAHEHHSI.

5.2. Opranusanus JOKyMEHTOB B IIpeJiesiaX apXUBHOTO (OH[A.

OcCHOBHBIC IOHITUS U Tpe60BaHI/I$I.



B mpenenax apxuBHOro (oHAa y4ETHO-KIACCU(PUKAIMOHHONW EIMHHUIECH SBISETCS eAMHUIA
XpaHEeHUsI JIOKyMEHTOB. EMMHHUIIBI XpaHEHHs IOJDKHBI OBITH OMHCAHBI, CHCTEMAaTU3UPOBAHBI, BHECEHHI B
OMHCH 1 0POPMIICHBI B MOPSIKE, 00ECIIEUNBAIOIIEM UX YUET, ITOUCK M NCIOIb30BAHNUE.

Enununel xpaneHus (zena) apXuBHOTO (OHAA CHCTEMATH3MPYIOTCA B Ipenenax (oHma coriacHo
cxeme cuctemaruzanuu. Cucremarnsanus JOKyMeHTOB (JOH/Ia MPOBOAUTCS B JICIIOTIPOU3BOJICTBE U B ApXUBE

opranu3alnuu 1Ipu NOoArOTOBKE NJOKYMCHTOB K IIEpEaayuc B roCyJapCTBCHHLIC apXHBHI.

Opranuzanus JOKyMEHTOB I10 IMYHOMY COCTaBYy.

JIOKyMEHTBI TIO JMYHOMY COCTaBY BBIJICISIOTCS B OCOOYIO TPYIIY, CHCTEMAaTH3UPYIOTCS
000CO0JIEHHO U BKJIIOYAIOTCA B OTAEIBHYIO OIUCH.

Peructpanmonno-y4yernoie (opMbl JTOKYMEHTOB IO JIMYHOMY COCTaBy (KHHUIH, >KypHalbl ydeTa
IIPHUKA30B O MMpUEME, TIEPCBOJAC, YBOJIbHCHUH, JJUYHBIX KAPTOUCK, JIMYHBIX OCII, COFJ'IZlIHGHI/Iﬁ, KOHTPAKTOB "
7Ip.) BKJIFOYAIOTCS B ONUCH JJOKYMEHTOB T10 JJHYHOMY COCTaBYy.

Ha gnunrie JcJ1a YBOJICHHBIX COTPYAHHUKOB MOXXET COCTABJIATHCA OTACIIbBHAA OIMUCH.

Jlena 1o TIMYHOMY COCTaBy, KaK MPaBUIIO, CHCTEMATH3HPYIOTCS TTO0 XPOHOJIOTHYECKOMY TpU3HaKy. B
apxyBax KpYMHBIX OpraHu3aluii ¢ OOJBIIMM KOJMYECTBOM pPAaOOTHUKOB MOXET HCIHOJb30BATHCS
CTPYKTYPHO-XPOHOJOTUYECKUN MPUHINAI CHCTEMATU3A1H JIMYHBIX JE.

B mpenenax kaxmoro roja jiena 1o JUYHOMY COCTaBY CHUCTEMATU3UPYIOTCS MO CTETIEHU BaKHOCTH -
MPUKAa3bl O 3aUHUCICHUN Ha CIYXOy (B yueOHOE 3aBeJICHUE U T.J.), IEPEMEIICHUH, YBOJIbHCHUH (OKOHUYAHUU
y4eOHOTO 3aBEICHUS | T.J.), JHUIEBbIC CUYeTa, CIUCKH, KYPHAIBI y4eTa TOKyMEHTOB IO JTUYHOMY COCTaBY,
Jpyrue perucTparioHHO-Y4eTHBIC TOKYMEHTHI, TMYHBIE JIea.

JluuHble neNa M JIMYHBIE KapTOYKU YBOJICHHBIX COTPYJHHKOB OTHOCSTCS K TOJY YBOJIBHEHUS U

CUCTEeMAaTHU3UPYIOTCS B Mpefesiax Kak10i rpynmsl 1o andaButy GaMumuii.

6. YHET JOKYMEHTOB B APXHBE

6.1. O6ue TpeOoBaHUsA K YU€Ty JOKYMEHTOB.

Y4er NOKyMEHTOB B apXWBE OpraHU3alUU - 3TO OIPEIECIICHHE HX KOJIMYECTBA M COCTaBa B
YCTaHOBJICHHBIX €IMHUIIAX yueTa U (uKcanus (perucrpanus) NpUHAAIS)KHOCTH KaXJIOW €INHUIIBI yyeTa K
OTIpe/IelIEeHHOMY KOMIUIEKCY U OOIIEro MX KOJMYECTBa B YUETHBIX JOKYMEHTaX.

[lon y4yeTHBIM JOKYMEHTOM TIOHMMAaETCsl JIOKYMEHT YCTaHOBJICHHON (OpMbI, (UKCHPYIOLIHIA
MIOCTYIJICHNE, BBIOBITHE, KOJIMYECTBO, COCTaB M COCTOSIHUE APXUBHBIX JIOKYMEHTOB B €IMHUIIAX YUeTa.

VYdyeTr JOKYMEHTOB B apXuUBE OpraHHM3allid SBISETCS OJHUM M3 CpEICTB oOecrnedeHus HX
COXPAHHOCTH U KOHTPOJIS 32 UX HAINYUEM.

VY4ery noJyiekat Bce XpaHsAIIMECS B ApXUBE OPraHU3alMi JOKYMEHTBI, B TOM YHMCJIE HEONIMCAHHBIE U

HerO(bI/IJ'IBHBIe AJId JAHHOT'O apXuBa.



VYder mpou3BOAUTCS MyTeM IPUCBOCHUS APXUBHBIM JOKYMEHTaM (eIMHHIIAM Y4YeTa, EIUHHIIaM
XPaHEHUs1) YIETHBIX HOMEPOB, SIBJISIOIINXCS YaCThI0 apXUBHOTO MHU(pa.

ApxuBHbIH mUp - 0003HAUCHHE, HAHOCUMOE Ha KKIYI0 SIMHUILY XpPaHEHHUS C IIeTIbI0 00eCTIeYeHUs
ee ydyera ¥ UACHTU(PHUKAIMUA. APXUBHBIN MIH(P COCTOUT U3 HOMEPOB: apXUBHOTO (poHMIA O CIIUCKY (POHIOB
apXWBa OpraHM3alMUd W dYepe3 JpoOb MO CHUCKY (OHIOB TOCYAApCTBEHHOTO apXHWBa, HCTOYHUKOM
KOMIUIEKTOBAHHUSI KOTOPOTO SIBIISIETCS OPTaHU3alusl, apXUBHOW KOJUICKIIMHU, ONIMCH, €TMHUIIBI XPaHEHHUS.

Howmep apxuBHOTO (pOHIA MPUCBAMBAETCS TOCYIAPCTBEHHBIM apXMBOM TOCIIE O(POPMIICHHUS TIEPBOTO

MOCTYIUICHUA JOKYMCHTOB OpPraHu3anyi Ha MOCTOAHHOC XPaHCHUC.

6.2. Enununs yyera.

OCHOBHBIMH €AMHHUIIAMHU y4yeTa JOKYMEHTOB HE3aBUCUMO OT BHJA HOCUTENS, CIOCO0a U TEXHUKH
3aKperuieHus] HHOOPMAIUH SBIISIOTCS:

() apxuBHBIN (HOHJI, APXUBHAST KOJUIEKIIUS,

[l eqruHULIA XPAHEHUS.

JIOKyMEHTBI JIMYHOTO TPOMCXOXKJICHUS, HE TMPOIICANINE HAYYHOTO OIMCAHUS, YYUTHIBAIOTCS, KaK
MPaBUJIO, IO JOKYMEHTAM H JINCTaM.

Heob6paboTanubie TOKyMEHTHI (POCCHITIb) YIUTHIBAIOTCS U3 pacuera 150 JIMCTOB B OHOW YCITIOBHOM
€IMHHULIEC XpaHEHHUSI.

Egununa xpanenust - Qusudyeckd 000COOJNEHHbIE IOKYMEHT HWJIM COBOKYMHOCTh JOKYMEHTOB,
MMEIOIIUE CAMOCTOSITENIbHbIE 3HAYCHHE.

Enununa xpaHeHus JOKYMEHTOB Ha OyMaXKHOW OCHOBE (Z€710) COBOKYIHOCTH JTOKYMEHTOB,
OTJIeNbHBIN JOKYMEHT, 3aKII0U€HHbIE B 000CO0IEHHYIO 00JI0KKY, MAlKYy.

VY4er JOKyMEHTOB B apXMBE OPraHU3AIMU CTPOUTCSI HA OCHOBE COOIOICHUS IPUHIIUIIOB:

LEHTPATU3alliH, BEIPAKEHHON B MPUMEHEHUH €MHBIX eUHUI] yueTa; yHU(UKAIIMU, OCHOBAHHOM Ha
COONIOCHUN TPEEMCTBEHHOCTH Yy4yeTa AapXUBHBIX JOKYMEHTOB Ha BCEX CTaausiXx pabOThl C HUMHU;
JMHAMHYHOCTH, o0OecreyrnBaeMOll CBOEBPEMEHHBIM M OINEPATUBHBIM BHECEHHUEM H3MEHEHHI B yUeTHBIC
JOKYMEHTBI U COCTaBJICHUEM HOBBIX YUETHBIX JOKYMEHTOB; MOJTHOTHI U JOCTOBEPHOCTH y4eTa.

[Topsimox mocTyma K y4YeTHbIM JOKYMEHTaM, a TakKe K YYeTHhIM 0a3aM [aHHBIX apXuBa
OpraHM3aIuy OIpeAesseTcsl MPUKA30M PYKOBOJCTBA OpraHu3aluu. Bce ydeTHble JOKYMEHTBI apXuBa
OpraHMU3aIiy JIOJDKHBI XPaHUTHCS B XpaHWIHIIE (MU CHEIMaTbHO BBIJEICHHOM IMOMEIICHUH) B ceiidax

NI MCTATJIMYCCKHUX H_IKa(i)aX.

7. HOPAAOK BEAEHHUA OCHOBHbBIX YYETHBIX TOKYMEHTOB

7.1. OcHOBaHUEM Ka)kJ0¥ 3alKMCHU B OCHOBHBIX YUYCTHBIX TOKYMCHTAX SABJISICTCA:

- NpU NOCMyNnaIeHuU OOKYMEHMO8 8 apXue Op2aHuU3ayuU:



[J cmaTO4YHBbIE OMUCU CTPYKTYPHBIX MOAPA3IEICHHUA Ha TOKYMEHTBI MOCTOSIHHOTO, TOJITOBPEMEHHOTO
(cBbrmie 10 siet) XpaHeHus U MO JIMYHOMY cOcTaBy (mpuiioxenue 12);

] cBOgHAst HOMEHKJIATYPa J1eJ OPraHU3aly WM HOMEHKJIATypa Jesl CTPYKTYPHOTO TOAPa3aeIeHHs
¢ 0(pOpPMIIEHHOM UTOTOBOM 3aMMHUCHIO O KOJIMYECTBE 3aBEICHHBIX U 3aKOHYCHHBIX JICII.

- npu 8v16LIMUU OOKYMEHMO8 U3 APXUBA OPSAHUSAYUU.

[J akT mpueMa-Tiepesadd JOKYMEHTOB Ha TMOCTOSIHHOE XPAaHCHHE B TOCYJApCTBEHHBIN apXWB WA
apXyB APYrod OpraHu3aluu;

[J aKkT BO3BpaTa JOKYMEHTOB COOCTBEHHHKY,

[J aKkT O BBIAEICHUH K YHHUYTOKEHUIO IOKYMEHTOB, HE MOAJIeKAIUX XPAHEHUIO,

[J akT 0 He OOHAPYKEHUU JOKYMEHTOB, MyTHU PO3BICKA KOTOPHIX UCUCPIIAHBL;

[J aKT 0 HEMCMPABUMBIX TTOBPEKACHUSX TOKYMEHTOB;

- NO pe3ynbmamam 6blNOJHEeHUs BHYMPU apXUBHBIX pabom (cocmaenenus CB0OHLIX Onucell,
HAY4YHO20 ONUCAHUS OOKYMEHMO8 TUUHO20 NPOUCXOHCOEHUS, APXUBHBIX KOIEKYUL, COCMABLeHUsl Onucel
0c000 YeHHbIX 0ell U OOKYMEHMO8, Cmpaxo8o2o Gonoa u oroa noab308anus, co30aHUs 00beOUHEeHHbIX
apxusHvix hoHO08, NPOBEPKU

[ akT 00 oOHapyXKeHHH JOKYMEHTOB (HE OTHOCSIIHUXCS K TaHHOMY (POHAY, apXUBY, HEYYTEHHBIX U

T.J.).

KHura y4yera nocTyrsieHus U BBIOBITHS TOKYMEHTOB.

KHura yuera mocTymiieHHs W BBIOBITHSI JOKYMEHTOB IpeIHA3HAUYEHA JUIsS ydeTa BCEX TEKYIIUX U
UTOTOBBIX (Ha 1 sSHBapsg KaXIOTO T0OJa) M3MEHEHHWH B COCTaBe M 0o0ObemMe (POHIOB W JIeT B apXHUBE
OpraHu3alluM, CBSI3aHHBIX C IMPUEMOM, BBIJICJICHUEM JIeJI, HE MOJUICKANMX JaIbHEHIIeMYy XpaHCHHIO,
nepeadei 1en B TOCYJapCTBEHHBIN WM Jpyroi apxuB. KHHUTra yueTa MOCTYIUICHHS U BBIOBITHS IOKYMEHTOB
CIIY’)KUT OCHOBO¥ JUISI COCTaBJICHUS JIMCTOB ()OHIOB, ITACTIOPTA apXHBA.

Kaxmoe nmocryriieHne win BEIOBITHE MTOJTy4aeT CaMOCTOSTEIbHBIA MOPSAKOBBI HOMEP.

Eciu nocryruieHne coCTOMT U3 JOKYMEHTOB HECKOJIBKHX (DOHIIOB, TO JAHHBIE IO KaXJI0My (OHIY
(Ha3Banue GOHJA, €r0 HOMEP U T.JI.) 3aIIUCHIBAOTCS C HOBOM CTPOKH 33 TEM XK€ MOPSIKOBHIM HOMEPOM.

VYder mocTymiaeHus: U BBIOBITHS JOKYMEHTOB B apXWBe, XpaHsIIeM OJWH (OH[, BEIAETCS MO JIUCTY
dbonma.

ApXUB OpraHu3allii CO CJI0XHOW CTPYKTYpPOM MOXKET YYUTHIBATh B KHUTE y4eTa MOCTYIUICHUS U
BBIOBITUSL  JOKYMEHTOB  CAMOCTOSITENIbHO  IOCTYIUIGHWE WM  BBIOBITHE  JOKYMEHTOB  Ka)JIOTO

CTPYKTYpPHOTO TOpa3aeaeHHUS.

Ecnu nokymeHTHl OHIA MOCTYNAIOT B apXUB BIEpPBBIE, TO HOMEpP (OHA MPOCTABISAETCS B KHHUIE
ydeTa MOCTYIJICHHUSI U BHIOBITUSI JIOKYMEHTOB TOCTIE MPUCBOEHHSI eMy HOoMepa mo crucky ¢oumos. Ecnm

MOCTYNUBIINE JOKYMEHTHI SIBISIOTCA 4YacThlo (oHIa, yKe HMEIoIerocss B apXuBe, TO B

COOTBETCTBYIOIIEH rpade KHUTH yKa3bIBaeTCs HOMEP, PUCBOCHHBIN 3TOMY QoHy paHee. Ecnu noctynuimm



WIA BBHIOBUIM HEOINMCAHHBIE JOKYMEHTHI, TO B rpade 6 nenaercss OTMETKa: “He ONMUCaHbI', a CBEACHUS 00
o0beme matorcs B 13 u 14 rpadax.
E>xeroqHo B KHUTE ydeTa MOCTYIJICHHS M BBIOBITHS JIOKYMEHTOB IOJIBOJAMTCS WUTOT KOJIMYECTBA

MOCTYNUBIINX U BHIOBIBIINX 32 T/ JIOKYMEHTOB (z1€7).

8. UCIIOJIb3OBAHUE JOKYMEHTOB APXHUBA

8.1. IlonsiTre UCIONB30BAHUS JOKYMEHTOB apXHBa.

Hcnonb3oBaHne apXMBHBIX JOKYMEHTOB - IpUMEHEHUE WH(GOpMalluud apXUBHBIX JTIOKYMEHTOB B

KYJIbTYPHBIX, HAYYHBIX, TOJIUTUYECKUX, SKOHOMHUECKUX LIEISIX U JUId 00ecredeHNs 3aKOHHBIX MpaB
Y UHTEPECOB I'PaKJaH.

JIOKyMEHTBl apXUBOB OpraHM3allMil SBISIOTCS OTKPBITBIMU ISl MCIOJIB30BaHMSI apXUBOM H
M0JIb30BaTEISIMHU.

HckiroueHne cocTtaBiasieT  JAOKYMEHTHPOBAHHAS uH(popMalrs, OTHECEHHas
3aKOHOJATEIbHBIMU aKTaMU K KaTETOPUHU OIPaHUYEHHOTO JOCTYIa.

[Topsimox ucmonap30BaHus JOKyMEHTOB ApxuBHOTO (poHma Poccmiickoit deneparuu, HAXOIAITAXCS
Ha BPEMEHHOM XpaHEHHH B OpraHU3alusaX, ONpeenseTcss UMU Ha OcHOBe HacTosiero [lonoxenus.

OcHoBHBIMHU (hOpMaMH UCTIOTIH30BaHUS TOKYMEHTOB apXUBa SBIISIOTCS:
nH(OPMHUpPOBaHHE PYKOBOJACTBA M CTPYKTYPHBIX TOJpa3fefieHud OpraHu3aluy, a TakkKe JIpYyrux
OpraHu3alil 0 HAJIUYMH B QpXUBAX T€X WU UHBIX JOKYMEHTOB U MX COJICPKaHUU;
WCIIOJIHEHUE 3alIPOCOB IPak/IaH U OPTraHU3alMil COLMAIBHO-IIPABOBOIO XapakTepa;
MOATOTOBKA UH(POPMALIMOHHBIX MEPOTIPUSATUI: BBICTABOK, KOH(pEpEeHIUH U 1Ip.;
BbIJIa4a JIOKYMEHTOB BO BPEMEHHOE I10JIb30BaHUE.

NudopmupoBanre W HCIOIHEHHWE 3aMpPOCOB PYKOBOIUTENEH OpraHu3aldd M CTPYKTYPHBIX

MOJPA3ACIICHUM, a TaKXKe JPYrUX OpraHu3aluid OCYHIECTBJISETCS apXUBOM II0 OIpPEACIICHHON
TEMaTHKe 10 3alpocy WIK B MHUIIMATUBHOM MOPsIKe B popMe HHPOPMAIIMOHHOTO MHUChMa WU CIIPaBKU O
HaJU4YUU B apXUBE COOTBETCTBYIOLIUX

NudopmupoBaHre pyKoBOIUTENEH MOKET MIPOU3BOIUTHCS Takke B (hopMe TeMaTHIeCKO il moa00pKu
KOMUU JOKYMEHTOB, K MOJOOpKE KOMHUIl Mpuiaraercs TUTYABHBIM JUCT, a TaKKe MPH HEOOXOIUMOCTU

HUCTOpHYCCKaAsd CIIpaBKa, IEPCUCHb U APYTUC MAaTCPUAIIbI.

8.2. McnosHeHne 3anpocoB rpakJjaH U OpraHu3aliil COLUaNbHO-IIPAaBOBOIO XapaKTepa.

WNudopmanus connanbHO-NPaBOBOTO XapakTepa 10 3alpocaM I'paXkJaH U OpraHu3alvil BbliaeTcs B
(dopme apXuBHOM CIPaBKU, ApXUBHOM KONIMM U apXUBHOM BBIMHUCKU.

ApxuBHas CrpaBKa - JOKYMEHT, COJEp)KALIUi apXWBHYIO MH(POpPMAIMIO O MpeAMETe 3ampoca, C

YKa3aHUCM IMMOUCKOBBIX JAHHBIX JOKYMCHTOB, HAa OCHOBAHNUN KOTOPBIX OHA COCTABJICHA.



ApXHBHAas KOMHUSA - JOKYMEHT, BOCIIPOU3BOIAIINIA TEKCT UM H300paKeHUE apXUBHOTO JOKYMEHTA, C
yYKa3aHUEM €r0 IOUCKOBBIX JaHHBIX.

ApXuBHas BBIIIUCKA - JOKYMEHT, JOCJIOBHO BOCIIPOU3BOISAIINM 4acTh TEKCTA ApPXUBHOTO JOKYMEHTA,
OTHOCSILITYIOCS K OTIPE/ICIIEHHOMY BOIIPOCY, (paKkTy WM JIHUILY, C YKa3aHWEM MOMCKOBBIX JAHHBIX IOKYMEHTA.

ApXMBHBIEC CIPABKHU, BEITUCKH U KOTIMH BBIJJAIOTCS HA OCHOBAHUHU MMCbMEHHOTO 3aIpoca

I10JIb30BAaTeNsl, KOTOPbIN JOJDKEH COJepkKaTh HAMMEHOBAaHUE (M aJpec IPU MEPECHIIKE) OpraHu3aluu

(apxuBa), KOTOpPOW OHHM aJPECOBAHBI; MU3JIOKEHHE CYIIECTBA 3arpoca; GaMUiinio, UMs U OTYECTBO
oOpamraromerocs; ero aapec, KOHTaKTHbIC TeNe(POHBI; AATy U JINYHYIO TTOITHCh.

OOpaieHust rpaxkJaaH, B KOTOPBIX OTCYTCTBYIOT (pamMMIMH, aapeca M TOJMUCH OOpalaroiiuxcs,
CUMTAIOTCS aHOHUMHBIMU U HE MOJJIEXKAT PACCMOTPEHHUIO; IPU JTMYHOM OOpallleHuy Ipyu HaATMIuK paMuiInu
U ajipeca HeJlocTaromas nH(opMalus MOKET ObITh BOCIIOJIHEHA.

CpoKk HUCHOJIHEHUSI 3alpoCcOB COLMAIBHO-TIPABOBOTO XapakTepa TIpaXkJaH M OpraHu3alui 1o
MaTepuagaM apxuBa He J0oJbkKeH mpesblmath 30 gHEl co nHsA peructpauuu obpamieHus. [Ipu cloxHBIX
3ampocax CPOK MOXKET OBITh MpOJjIeH, HO He Oosee yem Ha 30 gHEH ¢ 00s3aTENBHBIM yBEIOMIICHUEM 00
3TOM 3asiBUTEII.

Cpok UCTOJTHEHHUS 3aPOCOB C UCIOJIb30BAHUEM TOJBKO HAYyYHO-CIIPABOYHOTO afrapara apXuBa — He
6onee 15 nHell ¢ MOMEHTa perucTpanuy oOpaieHusl.

ApXUBHBIE CHpPaBKH COCTaBIISIIOTCA HAa OCHOBAaHUU JIOKYMEHTOB (MOJJIMHHHUKOB M 3aBEPEHHBIX
KOMUM), XpaHSAIINXCS B apXHBE; HCIOJIb30BAaHUE HE3aBEPEHHBIX JOKYMEHTOB, OTHOCSIIMXCS K BOMPOCY
oOpareHus, oroBapuBaeTcss B TekcTe crnpaBku ("He3aBepeHHas komusa'). [Ipu oTcyrcTBUM B apxuBe

JOKYMEHTOB, COJEpXallluX CBEACHHUS I0 3allpallliBaeéMOMY BONIPOCY, apXUMBHas CIIpaBKa MOXKET
OBbITh BBIJJaHA IO XPaHSIIMMCS B apXUBE NIEUYaTHBIM MaTepHaliaM, OTHOCAUIUMCS K MPeaMETy oOpalieHus, ¢
TOYHBIM U MOJIHBIM YKa3aHHEM HCTOYHHUKA.

ApXUBHBIE CIIPaBKU COCTABJISIOTCS 10 YCTAHOBICHHOW (popMe Ha OJaHKE apXWBHOW CHPaBKH WM
oOuiem OnaHKe OpraHu3aluu.

B cnopaBke mnpuBoAsTCS Ha3BaHUA, JaThl UM HOMeEpa JIOKYMEHTOB U U3JIAraloTcsl CBEICHHS,
MMEIOIIMECS B Ha3BaHHBIX JIOKYMEHTaX M OTHOCALIMECS K BOMpOCYy oOpaineHusi. M3noxeHue maercs B
XPOHOJIOTUYECKOW MOCIIEI0BATEILHOCTH COOBITUH, a HE JOKYMEHTOB, B KOTOPHIX OHU OCBEIAI0TCA.

JlommyckaeTcsi IpUBOIUTH B CIIPaBKE BBIACPKKU U3 JOKYMEHTOB, 3aKiIi04asi MX B KaBbluku. Ha3zBanus
OpraHMu3aIiii B TEKCTE€ CIpPaBKU MPU TMEPBOM YMOTPEOICHUU MPUBOAITCS MOJIHOCTHIO, a B CKOOKax MX
OoUIMATEHO MPUHATHIE COKPAIICHHS; IPY TTOBTOPHBIX YIIOMUHAHUSX - TOJIBKO COKpaIlleHHBIE.

B cnpaBky BKIIIOUaIOTCS TOJIBKO CBEICHHUSI, YIIOMUHAEMbBIE B IOKYMEHTaX.

B Tekcte apxuBHOU CIpaBKU HE JOMYCKAIOTCS KOMMEHTapHH, COOCTBEHHBIE BBIBOJbI HCIIOJHUTENS
10 COAEP KaHHIO MCIOIb30BaHHBIX JOKYMEHTOB.

ApXI/IBHaﬂ CIIpaBKa IMOAIMKUCBIBACTCSA PYKOBOJUTCIICM OpraHU3alluy WKW NOAPA3ACIICHU.

ApXI/IBHBIC KOTIMHU U BBITIMCKU U3 JOKYMCHTOB BBIJAOTCA B COOTBETCTBUH C 3aIIPOCOM.



I/II[GHTPI‘IHOCTB HOIIJII/IHHI/IKy BBIJaHHBIX apXI/IBHBIX KOHI/Iﬁ 1 BBIIIUCOK 3aBep$I€TC$I IO AIIMCBHO
PYKOBOJMUTEISI OpraHU3alid WM YIOJHOMOYEHHOTO UM JHUIA (PYKOBOJIUTENS MOJpa3/ieleHusl, B COCTaB
KOTOPOT'O BXOJUT apXuB) U repOOBOI ME€UaThI0 OpraHu3alru.

BBIHI/ICKa HpOI/I3BOIII/ITCSI TOJIBKO U3 I[OKYMGHTa, B KOTOpOM COI[Gp)KI/ITCSI HECKOJBKO OTACIBHBIX, HE
CBs3aHHBIX MC)KIIy CO601>1 BOHpOCOB. BLIHI/ICKa JOOJIKHA BOCHpOI/I3BOIlI/ITB HOJIHBII;'I TCKCT 4aCTu I[OKYMGHTa,
OTHOCSIIEHCS K 3aIpocy.

I[OHyCKaCTCFI HNU3BATUC U3 apXI/IBHBIX JICJI 1 BbIJga4a BJ1aACjabllaM HUJIN UX pOI[CTBGHHI/IKaM IO JJIMHHBIX
JIMYHBIX IIOKyMeHTOB (0] Fpa)KI[aHCKOM COCTOAHUU, 06 O6p8,30BaHI/II/I, pr,[[OBI:IX KHUXCK U [[pyrI/IX, HC

HOJ'Iy‘-ICHHBIX B CBOC BpeMSI BJIAACIIBIIEM I[OKYMCHTOB.

HO)IJ'II/IHHI)IG JINYHBIC I[OKyMeHTI)I BBIJAKOTCA C pa3pemeHI/I$[ pyKOBOI[I/ITeJ'ISI 0pFaHI/ISaHI/II/I 3asIBUTCIIAM
110 HpG}I’beBJ’IeHI/II/I nacnopra, HUHOTO I[OKYMCHTa, YZ[OCTOBCpﬂIOHIeFO JINYHOCTh, HUX pOI[CTBeHHI/IKaM NN

)IOBepCHHBIM JIMaam HOTapI/IaJ'IBHO 3aBepeHH0171 I[OBCpCHHOCTI/I. HOJIJ'II/IHHI:IC JINYHBIC I[OKYMGHTI)I
MOFYT 6BITB BBICJIAHBI 3asBUTCIIFO ICHHBIM ITMCHBMOM.

OpFaHaMI/I npaBonopﬂm(a nu3 apana MOI‘YT 6BITI) N3BATHI }IOKyMeHTI)I B COOTBCTCTBHUH C
3akoHo 1aTenbcTBOM Poccniickont denepanni.

Ha MECTO U3BIATOTO JIOKyMeHTa B ICJIO BKJIAABIBACTCS cnpaBKa O BBIJIaY€, CHATAasA C HETO KOIINUA UJIN B

y‘-IeTHBIX apXI/IBHI)IX }IOKyMeHTaX ACIacTCsa OTMETKaA 06 U3BATUH, yKa3LIBaIOTC$I HOMep, aara “u
Ha3BaHUE JOKYMEHTA-OCHOBAHMS JIA M3BATHA, a TAKXKE PACIHUCKa IMOJydaTessi JOKyMeHTa (MpU JTUYHOU
nepeaaye).

[Ipu oTCyTCcTBHM B apXWiBe 3amlpaliiBacMbIX CBEICHUN OTPHUIIATECIBHBIA OTBET COCTABJISETCS Ha
OJlaHKe TTMChMa opraHu3anuy. B HeMm yka3biBaeTcs (akT OTCYTCTBHS B JIOKYMEHTaX apXWBa HHTEPECYIONTUX
3asBUTENISI CBEICHHM, M JAFOTCS PEKOMEH AU, KyJla CIeayeT 0OpaTUThCs 3a HE0OX01MMON HH(POPMaIIUCH.
B ciydasx oTpunarearHOTO OTBETA, COAEPIXKAIIETO CBEACHHS 00 OTCYTCTBHH B apXHMBE HEOOXOIUMBIX

JOKYMCEHTOB BCJICACTBUC UX ruodeny uim YTpaThl.

5. OTBETCTBEHHOCTbD 3ABEAYIOIEI'O APXNBOM

5.1. JlomKHOCTHOE JIMII0, KOTOPOMY ITOPYYEHO 3aBeJOBAHUE APXUBOM, HECET OTBETCTBEHHOCTh 3@ COCTOSHUE PaOOTHI

apXuBa U BBIIIOJHCHHUEC BO3JIOXKCHHBIX HAa HCT'O 3a/1a4 U q)YHKI_[I/Iﬁ



