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IMOJIOXKEHUE
00 apxuse MBJIOY «JI/C Nel5

1. OBLLIME [MOJIOXKEHUA
I.1. B MyH1UMnNansHOM GIOMKETHOM JOLIKOILHOM obpa3zoBarenbHOM yupexcaenun «[lerckuii can Ne
IS5 (nanee — Yupexnenue) ans xpaHeHHs 3aKOHYEHHBIX JENOoNpOH3BOACTBOM JOKYMEHTOB CO3aeTcs
apxHB.
1.2. Yupexaenue BbifessieT NOA apXuB MOMELUEHHE, OTBEUAIOLLEE TpeboBaHusIM obecneueHus
COXpaHHOCTH IOKYMEHTOB, a TaKiKe COOTBETCTBYHOLIEE 060pYA0BaHME,
1.3. 3aBenoBanue apxusom nopyuaercs OTBETCTBEHHOMY 3a apXWB [IMLY, Ha3HAa4aeMOMY MPHKa3oM
PYKOBOJMTEJISl OPraHH3aLuK.
1.4. B cBoeii paGore apxus oprauuzaumu PYKOBOACTBYETCS 3aKOHOMATeNbHbIMH akTamMu Poccuiickoi
®ezepaumy N0 apXHBHOMY /€y, HOPMATHBHO-METOTUYECKHMH AoKymeHTamMu MuHkyneTypel Poccuu
1 deslepaibHOrO apXUBHOTO areHTcTBa Poccku, npukasamu u YKa3aHUsIMH DYKOBOJICTBA OpPraHu3aLiu
M HACTOALLMM MOJIOKEHHEM.,
I.5. Koutponb 3a pJestenbHOCTBIO apxuBa OCYLLECTB/IACT PYKOBOJACTBO OpPraHU3alMH WM
CTPYKTYPHOTO NOAPA3NENCHHUS, B COCTAB KOTOPOrO BXOAMT apXHB.

2. COCTAB JOKYMEHTOB APXHUBA
B apxus nepenaiorcs:
2.1. 3aKOHUEHHBIE 1€0NPOH3BONCTBOM IOKYMEHTHI, 06pasoBaBlIHecs B A€STENLHOCTH OPraHH3aLHH H
€€ CTPYKTYPHBIX MoApa3ae/leHHit:;
— J1ef1a NOCTOAHHOTO XPAaHEHUS;
— Aena BpeMeHHOro (cBbiwwe 10 net) cpoka xpaHeHus:
— IOKYMEHTbI 0 THYHOMY COCTABY:;
— AOKYMEHTbI MOCTOSHHOTO XPAHEHHS U M0 IHHHOMY COCTABY OPraHW3aLMii-NpeaiecTBeHHHKOB!
~ CMpaBOYHbIH annapat k J0KyMeHTaMm apXusa (OMHCH, HOMEHKIATYpPbl A€/, KAPTOTEKHM U T. 1.).

3. 3AJAYU U OYHKLIUU APXUBA
3.1.OCHOBHBIMH 3a1a4aMH apXHBA ABIAIOTCA:
— KOMIJICKTOBAHHE apXHBA JOKYMEHTaMH, COCTaB KOTOPLIX MPEAYCMOTPEH pasde/ioM 2 HaCTOALIEro
NOOKEHUS;
— obecrneueHHe COXPAHHOCTH M YYeT NPUHATBIX Ha XPAHEHHE JOKYMEHTOB;
— OpraHu3auMs NpakTH4YecKoA paboThl, CBA3AHHON C WCMONb30BAHMEM HOKYMEHTOB, XPaHALIMXCH B
apxuse; '
~ KOHTPO/b 3a MpaBH/IbHBLIM (DOPMHUPOBAHHEM U OQOPMIIEHHEM NOKYMEHTOR B JeJIONMPOU3BO/ICTBE,
0TOOPOM M NMOATOTOBKOM KX K Mepeaade Ha apXHBHOE XpaHEeHMHe.,
3.2. B COOTBETCTBHH C BBHIMONHAEMBIMM 3a7auamy ApXHMB OCYLUECTB/IAET CleAyIOWHe (DYHKLHH:
~ MPHHUMAET MOCNE 3aBEPLICHWA NENONPOM3BOACTBA, YUMTHLIBAET M XPAHHT OOpPa3OBABUIMECH B
ACATEILHOCTH  OPraHnW3aliK  [AOKYMEHTbl, 0OOpaboTaHHbIE B COOTBETCTBMH ¢ AeHCTBYIOLHMH
MnpaBHIaMH;
— OpraHusyer paboTy Mo MOArOTOBKE OMMCEH 3aBepLUeHHbIX AeNONpOU3BOACTBOM JJOKYMEHTOB
MOCTOAHHOrO XPaHEHHA U 110 JIHYHOMY COCTaBY;
— OCYLIECTBAACT Y4ET MO HOMEHK/IATYPAM: IeNl, HAXONSLIMXCS B CTPYKTYPHBIX noapasaeneHusax (y
WCMNONHKTE IeH) JOKYMEHTOB BPEMEHHOTO XPAHEHHUS;
— obecreunBaeT NoNHyYIO COXPAHHOCTh MPHHSTHIX HA XpaHeHHe aen;
— CO31aceT, NONONHAET U COBEPIIEHCTBYET YYETHO-CNPABOYHBI annapar K XpaHAlLHMCA B apXHBe
A€/1aM W 10OKyMeHTaM;
— OPraHH3YeT HCMO0/1b30BAHME XPAHSAILMXCS B ADXHBE JOKYMEHTOB:



— MH(GOPMHPYET pyKOBOACTBO M PaGOTHMKOB OPraHM3aLMH O COCTABE M COEPIKAHWHM JIOKYMEHTOB
apxuea;

— BbINACT.B yCTAHOB/ICHHOM MOPA/IKE XPAHSLUMECS B ADXHBE eN1a W JOKYMEHTbI /15l MCTIONb30BAHHS B
MPaKTHYECKUX M JPYTHX LEAX;

~ MCTOMHACT 3anpoChl yupeKAEHUH W rpaxkaaH 00 YCTAHOBJEHWH TPyLOBOTO CTAXa M Mo ApYrum
BOMPOCaM COLMALHO-NPaBOBOIrO XapaKkTepa;

— BEJIET y4eT Bbl1a4H apXMBHBIX [/ H JOKYMEHTOB, OCYLLECTBJISIET KOHTPOJIb 3@ CBOEBPEMEHHBIM HX
BO3BPALUECHHEM B XPaHUIHILE;

~ MPOBOAMT SKCNEPTH3Y LEHHOCTH NOKYMEHTOB, XPaHAIIMXCS B apXHBE, CBOEBDEMEHHO otbupaer k
YHHHUTOKEHHIO J1€1a C HCTEKLIHMH CPOKAMH XPaHEHHS:

— OKasbiBaCT METOAMYECKYIO Momoulb c/yxOe AeNOoNpoM3BOACTBA OPraHM3aUMKM B COCTABIEHMM
HOMEHKIATYpbl N1, = KOHTPOAMPYET MPaBHAbHOCT (OPMMPOBAHHS oopmienus gen B
ACIONPOM3BOACTBE,  MOATOTOBKY — [NOKYMEHTOB K  Mepejaie B apXus OpraHu3auuH;
— B CIy4ae 3aKMOYCHHS C COOTBETCTBYIOUWMM YyupeskaeHHem (DelepanbHOro apXMBHOTO areHTCTBa
Poccun  norosopa o nepenave Ha rocyaapeTemHoe XpaHEHHE [IOKYMEHTOB OpraHM3aluH
obecneuuBaeT MNOArOTOBKY 3THUX JOKYMEHTOB M CBOCBPEMEHHOE TMpEeACTAB/IEHHE OMHCH el
MOCTORHHOTO XpAHEHHA HA YTBEPKICHHE IKCNIEPTHO-MPOBEPOYHON KOMHCCHH YKA3aHHOTO apXHUBHOIO
YUPEKACHHS.

4. TIPABA APXUBA
4.1. B uensx BbIMONHEHHS BOBNOXKEHHbIX 3azay M GyHKUMI  apxuB  umeer Mpaso:
— KOHTPOIMpOBaTh COOMIOEHHE B OpPraHM3auWu M B  ee CTPYKTYPHBIX  TMOJApPA3JeNeHHsX
YCTAHOB/ICHHBIX NPaBHil paboThl ¢ JOKYMEHTAMH, ObecrnieyeHus ux COXPAaHHOCTH, KauecTBa 0TOOpa H
MOATOTOBKH /161 K Nepe/iaye Ha apXUBHOE XpaHEeHHe;
— BHOCHTb HA pacCMOTpEeHHE PYKOBOACTBA OPraHH3aLMH NIPEI0KEHHA, HANPABIEHHbIE Ha yJyuleHue
B CTPYKTYPHBIX noApasieneHnaX paGoTel no oopmIEHHIO JOKYMEHTOB, topmupoBanuio ux B aena,
MOArOTOBKE 10KYMEHTOB K Mepeaaye Ha apXMBHOE XPaHEHHE,
~_TPCACTABIATE B YCTAHOBJIEHHOM MOpsAKE 3afABKH Ha OOECeuEHHE apxXuBa HeOGXOMMMBIM
0bopynoBaHHEM H MaTEpHAIAMH, TPOBEAEHHE PEMOHTHBIX paboT U T. 1.;
~ YHacTBOBATbL B OpraHusyembiX yupexaeHuamu (DenepanbHOro apxuBHoro aremtersa Poccum
MEPONPHUATHAX 1O MOBBIIEHUIO KBATHQUKAUMKM PaGOTHUKOB  BEJOMCTBEHHbIX apXWBOB M
ACONPOM3BOACTBEHHBIX CITY3KO, YupeskIeHHH W npeAnpUsTHiA.

5. OPTAHM3AILIMS IOKYMEHTOB B APXUBE.

5.1. lokymeHTanbHBIH ¥ ApXUBHBIL HOHI OpraHMU3aIuy.

Bes coBokynHocTh AOKYMEHTOB, 00pasylommxcss B JIeSTEILHOCTH OpraHu3aiuy,
COCTaBJIsIET ee JOKYMEHTATbHbIH (DOHL.

JlokymenTsl, obpasyrouuecs B AEATENBHOCTH OPraHM3AHH MO CPOKaM XpaHEeHHS
NOApa3aAesIfroTCs Ha: ’

L' NOKYMEHTBI BPDEMEHHOr0 CpoKa XpaHeHus (10 10 JeT BKIIOYHUTENBHO);

Ll IOKYMEHTBI J0JI"OBPEMEHHOIO CpoKa XpaHeHus (cBbiue 10 ser);

| IOKyMEHTBI MOCTOSHHOTO (BEYHOT0) XpaHEHHS.

5.2. Opranu3auus JOKyMEHTOB B IIpeenax apXHMBHOro (ouaa.

OcHoBHBIE TOHSTHS U TpeGoBaHus.

B npenenax apxusnoro ¢omna Y4CTHO-KIaCCH(pUKALMOHHON eIUHWUIeH SBiseTcs
CAMHHLA  XpaHEHHA [OKYMEHTOB. ENMHHMUBI XpaHeHHS [OMKHEI OBITH OIHCaHBbI,
CHCTEMATH3MPOBAHEI, BHECEHBI B OMCH M 0OPMIICHBI B NIOPS/IKE, 00€CIeTHBAIOIEM UX yder,
TIOHCK H HCTIOIb30BaHHE.

Ennnuusl Xpauenus (nena) apXHBHOI0 (DOHIA CHCTEMATH3UPYIOTCS B npegenax Gonaa
COIIACHO CXeMe cucTemarnsauuu. CHCTeMaTH3auus JOKYMEHTOB Gonna mposomurcs B
ACIONPOH3BOACTBE M B apXMBE OPraHM3alUH NPH MOATOTOBKE JOKYMEHTOB K Iepejgaye B
rOCYapCTBEHHBIE ApXUBEI.

Opranusauss 10KyMeHTOB 110 JTMYHOMY COCTaBY.



JIOKyMEHTBl ~ 10  IMYHOMY  COCTaBy  BBUIGJLUIOTCA B ocobyo  rpymmy,
CHCTEMAaTH3MPYIOTCs 000C00IEHHO U BKIKOHAKOTCS B OTACIBHYIO OHUCD.

PernCTpalHOHHO-y4eTHEIE (YOPMBEI  JIOKYMEHTOB 10 JIHYHOMY cocraBy (KHHIH,
JKYpHANTBI ydeTa NpPHKa30B O MPHEME, MEPEBOC, YBOILHCHHH, JUYHBIX KapTOYEK, JUYHBIX
Nen, COrNauIeHHH, KOHTPAaKTOB W /p.) BKIOYAOTCA B OMHCH JOKYMEHTOB [0 JTHYHOMY
COCTaBy.

Ha nuuHble fe71a YBOJEHHBIX COTPY/AHUKOB MOXKET COCTaBIATECA OT/ieNbHAsl OMHCH,

Jleia 10 THYHOMY COCTaBY, KaK IIPABHJIO, CUCTEMATH3NPYIOTCS 110 XPOHOJIOTHYECKOMY
npusHaKy. B apxuBax KpyHHBIX opraHu3auyii ¢ GONBIIMM KOINYECTBOM pabOTHUKOB MOJKET
MCTIONB30BATHCA CTPYKTYPHO-XPOHOIOrHYECKHH MPHHIHIT CHCTEMATH3ALIH JIAYHBIX Jel.

B npemenax Kakaoro roja Aena mo JHYHOMY COCTaBy CHCTEMATH3UPYIOTCH IO
CTEleHH Ba)KHOCTH - MPHKa3kl O 3aUMCICHHM Ha ciayx0y (B yueOHOE 3aBEICHHC H T.A.),
nepeMeleHiH, YBOJIbHCHHH (oxoHuaHuH Y4eOHOro 3aBENCHUS M T.I.), JIALEBBIC CHETA,
CTIMCKH, KYDHAIBl ydYeTa JOKYMEHTOB IO THYHOMY COCTaBy, APYIHE PErucTpaloHHO-
yueTHblE JTOKYMEHTEI, JIMYHBIC Jea.

JIMuHBle Zeja M JIMYHbIE KAPTOYKM YBOJCHHBIX COTPYAHHMKOB OTHOCATCA K IOAY
YBOJIbHEHHS U CHCTEMATH3UPYIOTCS B Tpefenax KaK[IOH Trpymnmsl IO andaBuTy
bamuinii.

6. VUET JJOKYMEHTOB B APXVBE.

6.1. O6mue TpedboBaHHA K y4€Ty JOKYMCHTOB.

VueT [OKYMEHTOB B apXMBe OpraHM3alui - 5TO OMNpEAC/ICHHE HX KOJIMYECTBA H
COCTaBa B

YCTaHOBJICHHBIX €IMHHIAX y4eTa H dukcauust (perucTpaius) NPHHALICKHOCTH
KaXKION eIMHUILBI ydeTa K ONpe/IeIeHHOMY KOMIUIEKCY H 00IIero X KOJM4YeCTBa B YYECTHBIX
JOKYMEHTax.

[Tog y4YeTHBIM J[OKYMEHTOM TMOHMMAETCs JOKYyMEHT YCTAHOBJIEHHOH ~ (OPMEL,
(UKCUPYIOLIMA TOCTYIICHHE, BLIOBITHE, KOJMUYECTBO, COCTaB M COCTOSHHE AapXHBHbLIX
JIOKYMEHTOB B €/IMHHLIAX y4YeTa.

VueT JOKYMEHTOB B @PXHBE OPraHM3alMH SBJACTCS OJHUM U3 CPCACTB obecrieyeHust
HX COXPAHHOCTH H KOHTPOJIS 38 HX HATHYHEM.

Yyery NMojIexar BCe XPaHSIIMeCs B apXHBE OPraHH3aliy AOKYMEHTEL, B TOM 4YHCTIE
HeomMcaHHbie 1 HenpoduIbHbIE AJis JAHHOTO apXusa.

VYuer npoM3BOAMTCA nyTeM MPUCBOCHHA APXHBHBIM JOKYMEHTaM (emmHMIIAM Yy4YeTa,
eIMHULAM XPAHEHNUs) YIETHBIX HOMEPOB, ABILIOMIHXCA HACTBIO apxuBHOTO mHUdpa.

ApxusHblii wup - 0603HaYEHUE, HAHOCHMOE Ha KKJIYI0 eJIMHUILY XPaHEeHUs C LUC/IBIO
obecrieucHus ee ydeTa M HIACHTH(HKALMH. ApxuBHBIi WHUpP COCTOMT H3 HOMEPOB:
apXWBHOTO (OH/A 1O CIHCKY (oH/I0B apxuBa OpraHU3alliK 1 Hepe3 1po6b 110 CIucKy (OHI0B
roCyapCTBEHHOTO apXHBa, HCTOTHHKOM KOMILIEKTOBAHHMS KOTOPOTO SBJIACTCA OpraHu3alud,
ApXMBHOM KOJUIEKIHH, OIMCH, CANHHIBI XPAHEHH.

Homep apxuBHOro (OHIA NpPUCBAMBACTCA IOCYAAPCTBEHHLIM apxusOM TOCIE
ohopMIIeHHUs [TEPBOTO NOCTYIJIEHHs JOKYMEHTOB OpraHM3aldd Ha IOCTOAHHOC
XpaHEHHUE.

6.2. Enuanusl yyera.

OCHOBHBIMH €IHHHIIAMH y4€Ta JOKYMEHTOB HEe3aBHCHMO OT BHIa HOCHTEIA, criocoba
¥ TEXHHKH 3aKperuieHust HHOPMALIUH SBIISIOTCS:

[ apxuBHBIH GOHJI, apXUBHAS ROJUICKIHS,

U enMHHLA XPAHEHHS.

JIOKYMEHTBI JIMYHOTO MPOMCXOXKACHMA, HE MpOLICIINE HAYHHOro OMHUCaHNs,
YUHTBIBAIOTCS, KAK MPABUIIO, [0 IOKYMEHTaM H JIHCTaM.



HeoGpaboTanHble IOKYMEHTHI (POCCHINE) yUHTHIBAIOTCA U3 pacdera 150 1UCTOB B
OJIHOH YCIIOBHOM €IMHULE XPAHEHHS.

Enpuuna xpaHeHus - (u3udeckn 000COONEHHblE IOKYMEHT HJIM COBOKYIHOCTB
JOKYMEHTOB, MMEIOLIHE CaMOCTOSTEIbHbIE 3HAYCHHE.

EnuHuna XpaHeHWs NOOKYMEHTOB Ha OyMaHOH OCHOBEe (/€10) COBOKYITHOCTbH
JIOKYMEHTOB, OT/€JIbHBIN J0KYMEHT, 3aKII0UeHHbIE B 060¢001eHHYIO 00I0KKY, MATIKY.

VYyer NOKYMEHTOB B apXWBE OpPraHH3alldH CTPOMTCA HA OCHOBE COOIOACHHSA
NPpHHLHITOB:

LEHTPATH3AlHH, BBIDAKEHHON B NMPUMEHEHMHM €IMHBIX CAMHHL yYeTa; yHH(HKALHH,
OCHOBaHHOH Ha COOMIOIEHHH MPEeMCTBEHHOCTH y4eTa apXHMBHBIX HOKYMEHTOB Ha BCEX
cramusax paboThl ¢ HUMU; IHHAMHYHOCTH, 0OecneynBaeMoi CBOEBPEMEHHBIM H ONEPAaTUBHBIM
BHECEHHEM H3MEHEHHH B YYETHBIE [JOKYMEHTHl MM COCTaBJIEHHEM HOBBIX YYeTHBIX
JIOKYMEHTOB; MIOJTHOTBI H JOCTOBEPHOCTH y4eTa.

[lopsifiok IOCTYNa K y4YETHBIM JOKYMEHTaM, a TakKe K y4YeTHbIM 0a3am JaHHBIX
apxuBa OpraHusalii OonpenenseTca NpHKasoM PYKOBOICTBa OpraHHd3allhH. BCC YYETHLBIC
JIOKYMEHTBI ApXHBA OPTaHU3ALMK  NO/DKHBl XPAaHUTBCS B XpaHWIUIIE (MIM CrENHATbHO
BBIIEJICHHOM [TOMELIeHHH) B cefidax WM MeTaVIMUecKuX mKadax.

7. IIOPSJOK BEJEHUA OCHOBHbBIX YYETHBIX JOKYMEHTOB.

7.1. OcHOBaHMEM Ka)K[OH 3allMCH B OCHOBHBIX YYETHBIX JOKYMEHTaX SBIISCTCA:

- NPU NOCMYNNEHUU OOKYMEHMOE 8 APXUE OP2AHUAYUU!

[l coaTo4Hble OMMCH CTPYKTYPHBIX NOAPa3sie/ICHHH Ha JOKYMEHTHI IOCTOSHHOrO,
nonroBpeMeHHOro (cBbie 10 jeT) XpaHeHus U 0 JHYHOMY COCTaBy (mpuioxenue 12);

[] cBOJHAs HOMEHK/ATypa [e/l OpraHu3aliy WIM HOMEHKIJATypa Jiejl CTPYKTYPHOTO
nojapasesieHuss ¢ 0(OpPMIEHHOH HMTOrOBOM 3alMCh0 O KOJMYCCTBE 3aBEACHHBIX H
3aKOHYEHHBIX JeJl.

- hpu gbibbIMuUU ()OK_)«’.MQHMOG U3 apxusa opeanuIayuu.

[ aKkT mpHema-Tlepeaayn AOKYMEHTOB Ha MOCTOSHHOE XpaHEeHHE B rOCYAapCTBEHHBIN
apXMB WIH apXUB APYrOoi OpraHu3alluH,

[] aKT BO3BpaTa JOKYMEHTOB COOCTBEHHHUKY;

[J aKT 0 BBIACJICHHH K YHHYTO)KEHHIO JOKYMEHTOB, HE MOIEXKAIIUX XPAaHEHHIO,

[] aKT 0 He 0OHapyXeHUH JOKYMEHTOB, IyTH PO3BICKA KOTOPBIX UCYEPTaHbI;

[l aKT 0 HEHCIIPAaBUMBIX OBPEKIECHUAX NTOKYMEHTOB;

- No pezynbmamam GbINOTHEHUS. 6HYMPUAPXUBHBIX pAGom (COCMAeNeHUs C600HbLX
onuceti, Hay4H020 ONUCAHUSL OOKYMEHMO8 AUYHO20 NPOUCXOMNCOCHUA, APXUSHBIX KOMIEKYU,
cocmaenenus onuceil 0cobo yeHHbIx Oei U OOKYMEHMOS, CMmpaxo6ozo (oHoa u @Gonoa
NOAB306AHUS, CO30aHUA 00BEOUHEHHLIX APXUGHBIX (POHOOE, NPOBEPKU

[0 akT 06 0GHapyKeHHH HOKYMEHTOB (HE OTHOCSLIMXCS K JaHHOMY doumy, apxusy.
HEYYTCHHBIX Y T.1.).

Kuura yyera MOCTYIUICHHS ¥ BBIOBITHA JOKYMCHTOB.

Knura ydera moCTyN/ieHHS W BBIOBITUS JOKYMEHTOB IMpefHa3HayeHa JUIs ydera BeeX
TEKYIIHX M UTOrOBBIX (Ha | sHBaps KaXKI0ro roja) M3MEHEHUH B cocTaBe H 00beMe HOHIOB U
Ien B apXHBE OpraHM3allMH, CBA3AHHBIX C TPUEMOM, BBIACICHHEM Jel, HE MOJIEKaIIuX
NajbHelIIeMy XpaHEeHMIO, Tepefiadell Jen B rocyaapCTBeHHBIH Him apyro# apxus. Knura
ydera MOCTYIUICHHS] M BbIOBITHS IOKYMEHTOB CIyKMT OCHOBOH IJIsi COCTaB/JEHHS JIMCTOB
(boHI0B, NacIopTa apXUBa.

Kaxzoe nocTymieHHe WJIH BbIOBITHE IOJNYyYaeT CaMOCTOATENBHBIH MOPSIKOBBIH
HOMED. g

Ecnu mocTynieHue COCTOMT M3 JOKYMEHTOB HECKOJbKHX (POHZOB, TO JaHHBIE IO
kaxzaomy Gonay (Ha3BaHue (OHIA, €r0 HOMEP M T.J.) 3AIHMCBIBAIOTCA C HOBOH CTPOKH 3a TEM
JKe MOPSIKOBBEIM HOMEPOM.



ApxMBHas BBIMMCKA - JOKYMEHT, JOCIOBHO BOCTIPOM3BOJAILMI 4acTh TEKCTa
apXMBHOTO [OKYMEHTa, OTHOCSILYIOCS K ONpEIENeHHOMY BONPOCY, baxty wimm ammy, ¢
yKa3aHHeM MOMCKOBBIX JaHHBIX TOKYMEHTA.

ApXHBHBIE CIIPABKH, BBIMHCKH M KOIHMH BBIIAIOTCH HA OCHOBAHMHM IHCHMECHHOTO
3arnpoca

MONB30BaTeNs, KOTOPBIHA JIODKEH COIEPKaTh HaMMEHOBaHHE (U ajpec NpH TepechuIKe)
opraHu3aiMM (apxuBa), KOTOpOH OHHM aIpECOBAHbL; M3JIOXKEHHE CYIIECTBA 3anpoca,
amMuuio, MM M OTY4ECTBO OOpallalolIerocs; ero aapec, KOHTAKTHBIC tenedoHBI; AaTy H
JIHHHYHO [NOAMNHCH.

OGpallieHus TpaxaaH, B KOTOPhIX OTCYTCTBYIOT (DaMHIIMH, anpeca H MOANHCH
06paIalomKXCs, CYHTAIOTCS AHOHUMHBIMM M HE TNOIVIEXKAT PacCMOTPEHHIO; MpH JIHYHOM
oOpaleHny TpY HaTMuuk (aMHIAM M ajpeca HeNOCTaomas HHYOPMalus MOKET ObITH
BOCIIOJIHEHA.

Cpok HCNOJIHEHHs 3alpOCOB  COLMAIBHO-TPABOBOrO  XapakTepa TIpaXaaH H
OpraHM3aumii 0 MaTepuaaM apXuBa He JOJDKeH mpesblwars 30 1HEH CO JHS PErHCTpaLHu
obpamenns. [Ipyu CIOKHBIX 3aMpocax CPOK MOXKeET ObITh MPOJUICH, HO HE Gosee yem Ha 30
nHeit ¢ 00s13aTeIbHEIM YBeIOMIEHHEM 00 3TOM 3asiBUTES.

CpoK HCIOJHEHHSI 3aMpPOCOB C HCIOIB30BAHHEM TOJIBKO HAYYHO-CIIPABOIHOTO
anmnapara apxuBa — He Gonee 15 nHeH ¢ MOMEHTA PErHCTpalku ofpalueHHs.

ApXMBHbIC CIIPaBKH COCTABIAIOTCS HA OCHOBaHHM JOKYMEHTOB (IIOATHHHHUKOB H
3aBEPEHHbIX KOIMWif), XPAHAIIMXCH B APXMBE; MCIOJIB30BAHME HE3ABEPEHHBIX JOKYMCHTOB,
OTHOCSLIMXCS K BOMPOCY OOpallieHusi, OFOBApUBACTCS B TEKCTE CIpaBKH (“He3aBEpPeHHAA
korus'"). [Ipy OTCYTCTBHH B apXUBE JOKYMEHTOB, coaepaKalmx CBEEHHUs o
3aIpalIMBaeMOMy BOIPOCY, apXMBHAs CIpaBKa MOXKeT OBITh BbLIAHA 10 XpaHSAIMMCHA B
apXHBe NMEYaTHBIM MaTepHalaM, OTHOCSIIMMCA K IIPEAMETY obpateHns, ¢ TOYHBIM U TTOTHBIM
yKazaHUeM HCTOYHHKA.

ApXUBHbIE CIIPABKM COCTAaBJIAIOTCS 10 YCTAHOBJIEHHOH Qopme Ha OnaHke apXUBHOM
cripaBKu WM obuieM O1aHKe OpraHu3aluH.

B cnpaBke NpUBOAATCS HA3BaHMS. JaTbl ¥ HOMEpa JOKYMEHTOB M H3JaratoTcs
CBEJICHHA, MMEIOLIHECs B HA3BaHHBIX JIOKYMEHTaX M OTHOCAUIMECS K BOMPOCY OOpaIieHus.
M3/10%eHne JaeTcs B XPOHOJIOTHYECKOH 10Ce0BaTeNbHOCTA COOBITHH, @ HE JOKYMCHTOB, B
KOTOPBIX OHM OCBELIAIOTCA.

JlonyckaeTcs NpPUBOAWTL B CIIPAaBKe BBLAEPKKH W3 JOKYMCHTOB, 3aKmotdai HX B
kaBbruku, Ha3BaHua opraHu3almii B TEKCTE CIPABKH [PH NEPBOM YHOTPEOICHHH IPHBOAATCA
NOJHOCTBIO, @ B CKOOKax uX ‘O(QHUMATBLHO NPHHATHIE COKPAlICHHA; MPH NOBTOPHBIX
YIOMHHAHHUSX - TOJIBKO COKPALICHHBIE.

B cripaBKy BKIIOYAIOTCS TOJNLKO CBEACHHUS!, YTOMHHAEMBIE B IOKYMEHTAX.

B TekcTe apXMBHOH CIIPaBKM HE JONYCKAIOTCS KOMMEHTApHH, COOCTBEHHBIE BbIBOIbI
HCTIOJIHUTEJIS TI0 COAEPIKAHHIO HCIIOJIb30BAHHBIX JIOKYMEHTOB.

ApxuBHas ~ COpaBka  [OANHCHIBACTCA  PYKOBOTUTEIEM OpraHu3anuy  Wid
noapa3iesieHus.

ApXHBHbIE KOIIUY U BEIITHCKH H3 JOKYMEHTOB BBIAAIOTCS B COOTBETCTBHU C 3aIPOCOM.

MAeHTUYHOCTh MOUIMHHHKY BBIJIAHHBIX apXMBHBIX KOMHMH M BBIUCOK 3aBEPACTCH
[OAMMCHI0 PYKOBOAMTENS OpraHW3allii WM YIIOJTHOMOYEHHOr0 HM JIHMIA (pyxoBoauTes
NoJpa3ieieHusl, B COCTaB KOTOPOrO BXOJHT apXHB) M repOOBO MeYaThio OpraHA3allHHy.

Beinucka MPOM3BOAMTCS TOMBKO M3 JOKYMEHTa, B KOTOPOM COZAEPIKHTCS HECKOJIbKO
OTHENbHBIX, HE CBS3aHHBIX MEXIy coO0OH BOMpocoB. BeimMcKa J0/DKHA BOCIPOHU3BOIMTH
MOJIHBIA TEKCT YacTH JOKYMEHTA, OTHOCSILEHCS K 3a1pocy.

JlonyckaeTcss H3bSTHE W3 AapXMBHBIX J€J ¥ BblAaya BilajenblaM HIM HX
POJICTBEHHHKAM TOUIMHHBIX JIMYHBIX JOKYMEHTOB 0O TIPaXIaHCKOM COCTOSAHHH, 06
00pa30BaHUH, TPY/AOBbIX KHHIKEK W APYTHX, HE MOJyYCHHBIX B CBOE BpEMs BJAIEIBLEM
JIOKYMEHTOB.



ApXuBHas BBIUCKA - JOKYMEHT, JOCJIOBHO BOCIPOM3BOJAALIMIA YacTh TEKCTAa APXUBHOTO
JIOKYMEHTa, OTHOCAIIYIOCS K OIpEeNelIeHHOMY BoOmpocy, (akTy WM JIMIY, C yKa3aHUEM
MTOMCKOBBIX JIAHHBIX JIOKYMEHTA.

ApXUBHBIE CIPABKH, BBIMUCKHU U KOITMH BBIJIAI0TCS HA OCHOBAHUHU NMHCbMEHHOT0 3aipoca

M0JIb30BaTENsl, KOTOPBIN JOJDKEH COAEpKaTh HAMMEHOBaHUE (M aJpec IpH NEPECHUIKE)
opranmzanuu (apxuBa), KOTOpOI OHU apPEeCOBAHbBL; N3JI0KEHUE CYIIECTBA 3arpoca; haMuiIHIo,
UMS U OTYECTBO OOpAIAIOIIErocs; €ro aapec, KOHTAKTHBbIC Tele(OHBI; AATy M JIMYHYIO
MOJINHUCH.

OOpamenust TpakaaH, B KOTOPBIX OTCYTCTBYIOT (aMHJIMH, agpeca M TOAIHUCH
oOpalarImMxcs, CYUTAIOTCS AaHOHUMHBIMU U HE MOJIJIEKaT PACCMOTPEHHUIO; MPHU JUYHOM
oOpaimieHuu Mpu HaM4YMK (HaMUIUM U aapeca HepocTraromias WHGOpMAINUsS MOXET OBITh
BOCIIOJTHEHA.

CpoK HCIIONHEHHS 3alpoCOB  COIHMAIBHO-NIPABOBOIO  XapakTepa TpaxaaH |
OpraHM3alyii Mo MarepuagaM apxuBa He JOJKEH MpeBblmaTh 30 AHEH co AHS perucTparuu
oOpamenust. [Ipu cloKHBIX 3aITpocax CPOK MOKET OBITh MPOJICH, HO He OoJiee yem Ha 30 nHel
¢ 00s13aTeIbHBIM YBEIOMIIEHHEM 00 3TOM 3asBUTEJIS.

CpOK HCIIOJTHEHHS 3aIIPOCOB C MCIIOJIb30BAaHUEM TOJIBKO HAYYHO-CIIPABOYHOTO armapara
apxuBa — He 6osee 15 qHel ¢ MOMEHTa perucTpanuu oOpalieHusl.

ApXUBHBIE CIIPaBKU COCTAaBIAIOTCS HAa OCHOBAaHUHU JIOKYMEHTOB (TIOJUIMHHUKOB H
3aBEPEHHBIX KOMMWIi), XPaHSIIUXCSI B apXWBE;, HCIOJb30BaHHE HE3aBEPEHHBIX JOKYMEHTOB,
OTHOCSIIIUXCSL K BOINpPOCY OOpallleHus, OrOBapUBAacTCsl B TEKCTE cIpaBKU (''He3aBEpeHHas
konus"). [Ipu oTCyTCTBUM B apXUBE JOKYMEHTOB, CoJIeprKaIInX CBE/ICHUSA 1o
3aIpalBaeMOMY BOIIPOCY, apXUBHAs CITPaBKa MOYKET OBITh BbIIaHA [0 XPAHSIIUMCS B apXUBE
MEYaTHBIM MaTepuanaM, OTHOCAIIUMCS K MpeAMETy OOpaleHusi, ¢ TOYHBIM U IOJIHBIM
yKa3aHHUEM UCTOYHHUKA.

ApXMBHBIE CIIPAaBKH COCTABIIIOTCS IO YCTaHOBIEHHOW (hopMe Ha ONaHKe apXUBHOU
CIPaBKH WK 0o01IeM OJaHKe OpraHu3alUu.

B cnipaBke npuBOAsATCS Ha3BaHUsA, JAaThl © HOMEpa TIOKYMEHTOB U M3J1araloTcsi CBeICHUs,
MMEIOIIMECs B Ha3BaHHBIX JOKYMEHTaX M OTHOCSIIHUECS K BOIpocy oOpamenus. V3noxenue
JaeTcs B XpOHOJIOTUYECKOM MOCIIeIOBATEIbHOCTH COOBITHIA, @ HE TJOKYMEHTOB, B KOTOPBIX OHU
OCBEILAOTCS.

JlomyckaeTcsi MPUBOAWTHL B CIpPaBKE BBIAEPKKHU U3 JOKYMEHTOB, 3aKiiouas UX B
KaBbIUKH. Ha3BaHuWs opraHn3anuii B TEKCTE CIPABKU TPH NEPBOM YMOTPEOICHUN MTPUBOISTCS
MOJTHOCThIO, @ B CKOOKax WX O(DMUIMAIBHO NPUHATHIE COKpAIEHUs; HpPU TOBTOPHBIX
YIIOMUHAHUSX - TOJBKO COKpAICHHBIE.

B cnpaBky BK/IIOUAIOTCS TOJIBKO CBEJICHHSI, YIIOMUHAEMbIE B TOKYMEHTAX.

B Tekcre apxuBHOW CIpaBKH HE JOMYCKAIOTCS KOMMEHTApPHH, COOCTBEHHBIE BBIBOJIBI
UCTIOJHUTEJIS IO COJIEPKAHUIO NCIIOIb30BAHHBIX TOKYMEHTOB.

ApXuBHas CripaBKa MOJIICHIBACTCS PYKOBOIUTENEM OPTaHU3AIMH UITH TTOAPa3ACTICHHS.

ApXUBHBIE KONTUU U BBIMUCKU U3 IOKYMEHTOB BBIJAIOTCSA B COOTBETCTBUHU C 3aPOCOM.

N IeHTUYHOCTh NOJIMHHUKY BBIJAHHBIX APXMBHBIX KOIMM M BBIIMCOK 3aBEPSAETCA
MOAMKUCHI0 PYKOBOJUTENS OpraHU3allii WX YIOJHOMOYEHHOTO UM JHIa (PYKOBOIUTEIS
MO/Ipa3/IeNIeHus, B COCTaB KOTOPOTO BXOAUT apXUB) M repOOBOI MEYaThIO OPraHU3allnu.

Brinmucka mpou3BOAMUTCS TOJBKO U3 JOKYMEHTA, B KOTOPOM COJEPHKHUTCS HECKOJIbKO
OTJIENbHBIX, HE CBSI3aHHBIX MEXKIy COOOW BOIMPOCOB. BrIMuCKa MOMKHA BOCHPOU3BOIUTH
MOJIHBIN TEKCT YaCTH JOKYMEHTA, OTHOCSILIEUCS K 3aIpocCy.

Jlonyckaercst u3bsTHE U3 APXUBHBIX JI€J1 U BbI1a4a BIAJEIbLAM WA UX POACTBEHHUKAM
MOJTMHHBIX JINYHBIX JOKYMEHTOB O TPaKIAHCKOM COCTOSTHHUH, 00 00pa30BaHUU, TPYHOBBIX
KHWKEK U IPYIUX, HE MOJIYYEHHBIX B CBOE BPEMsI BIAJEIBLEM JTIOKYMEHTOB.

[TonnuHHBIE JWYHBIE JOKYMEHTHI BBIAAIOTCS C  pa3peuieHus PYKOBOJMTEIS
OpraHu3alMK 3asBUTENISIM T10 MPEIbABICHUH MACTIOPTA, HHOTO IOKYMEHTA, YI0CTOBEPSIOIIETO
JINYHOCTb, UX POJACTBEHHUKAM WIM JIOBEPEHHBIM  JIMIAM  HOTapUajJbHO  3aBEPEHHOU



noBepeHHOCTU. [oATMHHBIC JTUYHBIC TOKYMEHTHI MOTYT OBITh BBICIAHBI 3aSBUTENIO IICHHBIM
MTACBMOM.

Opranamu MpaBoIoOpsIIKa U3 apXHBa MOTYT OBITh U3BATHI JOKYMEHTHI B COOTBETCTBUU
C 3aKOHOAaTeILCTBOM Poccuiickoi denepanun.

Ha mecTo u3bsATOro JOKyMEHTA B 1€710 BKJIAJBIBAETCS CIIPaBKa O BblAaue, CHATAas C HEro
KOIUS WIK B YYETHBIX apXUBHBIX JIOKyMEHTaX JENIaeTCcsl OTMETKAa 00 U3BATHH, YKa3bIBAIOTCS
HOMeEp, JlaTa U Ha3BaHHE JOKYMEHTa-OCHOBAaHMS I U3BATHS, @ TAK)KE PACIIMCKA [10JIy4aTens
JOKyMEHTa (Tpy JTUYHOU TIepeaaye).

IIpu orcyrcTBMM B apXuBe 3alpallMBAEMbIX CBEICHHUW OTPULATEIBHBIA OTBET
cocTaBisieTcsl Ha OlaHKe MHUCbMa OpraHu3auuu. B Hem ykas3bpiBaeTcs (PakT OTCYTCTBUS B
JOKYMEHTaX apXuBa HMHTEPECYIOIIMX 3asBUTENS CBEIECHUM U JAIOTCA PEKOMEHAALMHU, KyAa
cienyer oopaTUThCs 3a HeoOxonumol uH(opmanuei. B cimydasx oTpHIIATETLHOTO OTBETA,
coJiep KalIero cBeeHus: 00 OTCYTCTBHM B apXUBE HEOOXOAWMBIX JJOKYMEHTOB BCIEICTBHE MX
rubeny Win yTpaThl.

5. OTBETCTBEHHOCTbB 3ABEAVYIOIIEI'O APXNBOM
5.1. JIomKHOCTHOE M0, KOTOPOMY MOPYYEHO 3aBEAOBAHKUE apXUBOM, HECET OTBETCTBEHHOCTD 3a
COCTOSIHUEC pa6OTI>I apXyBa U BBIIIOJHCHUC BO3JIOKCHHBIX HA HET'O 3aJa4 U q)yHKHI/II\/II.



