


— OCYIIECTBJISIET y4€T MO0 HOMEHKJIATypaM M€, HaXOMALIMXCA B CTPYKTYPHBIX MHOApa3aeNeHusaxX (y
WCIIOJTHUTENEN) TOKYMEHTOB BPEMEHHOT'O XpaHEeHHUS;

— obecrieunBaeT MONHYI0 COXPAHHOCTh TPUHSATHIX Ha XpaHEeHUe JIeT;

— CO3/1aeT, TMOIOJHACT U COBEPUICHCTBYET YYETHO-CIIPABOYHBIN ammapaT K XpaHALNIIMCS B apXuBe
JeJlaM U I0KyMEHTaM;

— OpraHu3yeT UCIOIb30BAHNE XPAHSIINXCS B APXUBE JOKYMEHTOB;

— MHQOPMHUPYET PYKOBOACTBO M PaOOTHMKOB OPraHU3allMd O COCTaBE U COJAECPKAHWUHU JOKYMEHTOB
apxuBa;

— BBIJIAET B YCTAHOBJIEHHOM IOPSJIKE XpaHAILIUECSd B apXUBe Jeia U JOKYMEHTHI Ul HCIIOIb30BaHuUs B
MPAaKTUYECKUX U APYTHX LIENAX;

— WCIIONHSET 3alpOoChl YUPEKACHUN W IpakgaH 00 YCTaHOBICHHU TPYJOBOTO CTaka M IO JPYTHUM
BOIPOCAM COLIMAJIFHO-TIPABOBOI'0 XapaKTepa;

— BelleT y4eT BBIJaul apXWBHBIX A€ U JTOKYMEHTOB, OCYIIECTBIIIET KOHTPOIb 32 CBOEBPEMEHHBIM HX
BO3BpAIlIEHUEM B XPaHUINIIIE;

— MPOBOAMT SKCHEPTH3Y LIEHHOCTU NOKYMEHTOB, XPAHSILMXCS B apXHBE, CBOCBPEMEHHO OTOMpPAET K
YHUYTOXKEHHIO JIeIa ¢ HCTEKIIMMH CPOKaMH XpaHEHHUS;

— OKa3bIBaeT METOIMYECKYIO IOMOIIbL CIYKOe IeIONpOM3BOJCTBA OpPraHU3allMd B COCTABICHUH
HOMEHKIIATYPbl Jie7l, KOHTPOJMPYET NpPaBWIBHOCTH (opmupoBaHuss u OQOpMIICHHS JAeT B
JISNIONPOU3BOJICTBE,  IMOATOTOBKY  JIOKYMEHTOB K  Ilepejade B apXWUB  OpraHM3alluy;
— B CIIyYae 3aKJIIOUYEHHUS] C COOTBETCTBYIOIIMM yupexkieHneMm denepanbHOr0 apXWMBHOTO areHTCTBA
Poccum noroBopa o 1neperaue Ha TOCYIapCTBEHHOE XpPAaHEHUE JOKYMEHTOB OpraHM3aLlUU
obecrieunBaeT IMOAIOTOBKY JTHX JOKYMEHTOB M CBOEBPEMEHHOE IIPEJICTABICHHE OINUCH eIl
MOCTOSIHHOTO XPaHEHUS Ha YTBEPXKIEHHE 3KCIIEPTHO-IPOBEPOYHON KOMHUCCHH YKAa3aHHOI'O APXMBHOTO
YUPEKICHHS.

4. IIPABA APXHUBA
4.1. B wmensix BHIIOJHEHHWS BO3JIOXKCHHBIX 3agad H  (QYHKIUH apXWB HMMEET MpaBo:
— KOHTPOJHMPOBaTh COONIOJICHME B OpPraHu3alldd W B €€ CTPYKTYPHBIX MOIpPa3JeNiCHHIX
YCTaHOBJIEHHBIX TpaBUJI paboThl ¢ JOKYMEHTaMH, OOECIIEUeHHsI UX COXPAHHOCTH, KadecTBa 0TOOpa |
HO/ITOTOBKH JI€ K Tepeiade Ha apXuBHOE XPaHCHNE,
— BHOCHTbH Ha PaCCMOTPEHHE PyKOBOACTBA OPraHU3ALMH HPEUTOKEHHS, HalpaBJIeHHbIC Ha YIydIlIeHHEe
B CTPYKTYPHBIX IOJpa3AeIeHHsIX paboThl Mo 0(OPMIICHUIO JOKYMEHTOB, HOPMHPOBAHUIO HX B Jiela,
MOArOTOBKE JJOKYMEHTOB K Ilepe/iaue Ha apXUBHOE XPaHCHHE;
— HOpPEACTaBJIATbH B YCTAHOBJICHHOM IIOPSAAKE 3adBKM Ha obecrieueHune apxuBa HCO6XOI[I/IMBIM
000pyZIOBaHHEM M MaTepUalaMu, IPOBEJICHHE PEMOHTHBIX paboT U T. 11.;
— Y4YacTBOBaTb B OPraHU3yeMbIX YyupexacHusMu DenepalbHOr0 apXMBHOIO areHTCTBa Poccun
MCPOIIPUATUAX TI0 IMOBBIHICHUIO KBaHI/I(i)I/IKaHI/H/I pa60THI/IKOB BCOAOMCTBCHHBIX apxXWBOB U
JIeITTOTPOM3BOJICTBEHHBIX CITYXKO0, YUPEKICHUN U MPEIIPUSTHI.

5. OPTAHU3AIIUA JOKYMEHTOB B APXUBE.

5.1. JlokyMeHTalbHbINA U apXUBHBIN (DOH]] OpraHU3aALNH.

Bes COBOKYNHOCTH JTOKYMEHTOB, OOpa3ylOIIMXCS B JESITEIbHOCTH OpraHU3allly,
COCTABJISIET €€ JIOKYMEHTAJIbHBIN QOH/I.

JlokyMeHTBI, 0Opa3yroluecss B JEATEIbHOCTH OpPraHU3allud IO CPOKaM XPAaHEHUS
MOJPA3ACIAIOTCA Ha:

] TOKYMEHTBI BpEMEHHOT'0 CpoKa XpaHeHus (10 10 JeT BKIIOYUTEIHHO);

] JOKyMEHTBI JOJIFOBPEMEHHOTr0 CpoKa XpaHeHus (cbiie 10 ner);

[ JOKyMEHTBI IOCTOSIHHOT'O (B€UHOI'0) XpaHEHHUSI.

5.2. Opranu3anus JOKyMEHTOB B IIpeJiesax apXUBHOIo (poHxa.

OCHOBHBIE TIOHATHS U TPEOOBAHMSL.

B mnpenenax apxuBHOro (oHAa Y4ETHO-KIACCHU(PUKAMOHHON eIWHULIEH SBISETCS
eIMHHUIA XPAHEHUS JOKYMEHTOB. EIuHHIBI XpaHeHMs JOMKHBI OBITH  ONKCAHBI,
CHCTEMaTHU3UPOBAHbI, BHECEHBI B OMHMCU U O()OPMIICHBI B MTOPsAKE, 00ECIIeYMBAIOIIEM HX yUeT,
MOUCK U UCIOJIb30BaHUE.



Enuauns! xpanenus (emna) apxuBHOTO POHAA CUCTEMAaTU3UPYIOTCS B Mpeaenax GpoHaa
corjacHo cxeme cucremarusanuu. Cucremarusanus AOKYMEHTOB (OHIA MPOBOJUTCA B
JIEJIONPOU3BOACTBE U B apXMBE OPraHU3aLlMM NPU IMOATOTOBKE JOKYMEHTOB K Ilepelade B
rOCyJ1apCTBEHHBIE APXUBBI.

Opranuzanusi JOKYMEHTOB 110 TUYHOMY COCTaBYy.

JIOKyMeHTBI 1O  JIMYHOMY COCTaBy  BBUICISIOTCS B OCOOyIO0  Tpymnmy,
CHCTEMATH3HPYIOTCSI 000COOIEHHO U BKITFOYAIOTCS B OTIEIBHYIO OTHCh.

PerucrpanmonHo-y4detHbie  (OpMBI JIOKYMEHTOB TIO JIMYHOMY COCTaBy (KHHTIH,
JKypHAIIBI ydeTa MPHUKAa30B O MpHUeMe, MEPeBOJe, YBOIHHEHHH, JTUYHBIX KapTOYCK, JTUIHBIX
JIeTl, COTJIAIICHWH, KOHTPAaKTOB W JIp.) BKJIIOYAIOTCS B OMNKCH JOKYMEHTOB IO JIMYHOMY
COCTaBy.

Ha nuuHbie Aena yBOJIEHHBIX COTPYIHUKOB MOXKET COCTABIISATHCS OTJCNIbHAS OIHCh.

Jlena 1o JIMYHOMY COCTaBY, KaK MPAaBHUIIO, CUCTEMAaTU3UPYIOTCS 110 XPOHOJIOTHYECKOMY
npu3HaKy. B apxuBax KpyNmHBIX OpraHU3alfii ¢ OOJIBIIUM KOJTMYECTBOM PAaOOTHUKOB MOXKET
UCIIOTIB30BAThCS CTPYKTYPHO-XPOHOIOTUYECKHII MPUHITUTI CUCTEMATU3AIUN JTHYHBIX JIE.

B mpenmenax Kaxxaoro roga Jena MO JHMYHOMY COCTaBy CHUCTEMATH3UPYIOTCS 10
CTENEHW BaXHOCTH - TPHUKA3bl O 3aYUCICHUU Ha CIyxOy (B ydeOHOe 3aBefeHHE W T.1.),
MepEeMEeIICHUH, YBOJBHEHUU (OKOHYaHWHM Yy4eOHOro 3aBeleHHUs W T.1.), JHUIEBBIE CUETa,
CIIUCKH, XYypHAJIBI ydeTa JOKYMEHTOB IO JIMYHOMY COCTaBY, APYTHE PEruCcTPaIlMOHHO-
YUYETHBIE IOKYMEHTEI, THYHBIC JIea.

JluuHble Nena W JWYHBIE KAapTOYKU YBOJECHHBIX COTPYJHUKOB OTHOCITCS K TOIY
YBOJILHEHUS U CUCTEeMATHU3HPYIOTCS B Tpelenax KaKIOoW TPYNmbl IO aipaBUTy
bammni.

6. YYET JOKYMEHTOB B APXWUBE.

6.1. O6mue TpeOOBaHMS K yUETy JOKYMEHTOB.

VY4er NOKYMEHTOB B apXHMBE OpraHM3allUd - 3TO ONpEICICHHE HMX KOJIWYecTBa U
COCTaBa B

YCTaHOBJICHHBIX €IUHHMIAX ydeTa W (UKcanus (perucrpanus) HpUHAIICKHOCTH
K10 €IMHUIIBI yUeTa K ONpeeICHHOMY KOMIUIEKCY U OOIIEro MX KOJIMYECTBA B yUETHBIX
JOKYMEHTaX.

[log ydYeTHBIM [JOKYMEHTOM IIOHMMAeTcsi JOKYMEHT YCTaHOBICHHOW (hopMbl,
(GUKCHpYIOIUIT TOCTYIUIEHHE, BBIOBITHE, KOJIMYECTBO, COCTAaB U COCTOSIHME AapXHUBHBIX
JOKYMEHTOB B €JMHUIIAX Y4ETa.

VYuer JOKyMEHTOB B apXUBE OpraHU3AIMU SBJISETCS OJHUM M3 CPEICTB OOECIIeUeHUs
UX COXPAaHHOCTH U KOHTPOJIA 3 UX HATUYHEM.

VYdery moanexar Bce XpaHAILIUECS B apXWBE OPTaHU3ALUU JOKYMEHTHI, B TOM YHCIIE
HEOIHMCaHHbIEC  HEMPO(QMIBHBIC JUIS JAHHOTO apXHBa.

VYder npou3BOAUTCS MyTEM IMPHCBOSHHS apXUBHBIM JOKYMEHTaM (€AMHUIAM YyuerTa,
eIMHUIIAM XPaHEHHUs1) YUETHBIX HOMEPOB, SIBIISIONIUXCS YaCThIO apXUBHOTO MK (ppa.

ApxuBHBII QP - 0003HAUYCHHE, HAHOCHMOE Ha KaKAYIO €MHUILY XPAaHEHHS C LEIBI0
obecriedeHns ee ydera M HAGHTH(PUKALMU. ApPXMBHBIH HIM(pP COCTOUT U3 HOMEPOB:
apxXUBHOTO (POHIA O CIUCKY (DOH/IOB apXKBa OPTaHU3AIUMH U Yepe3 IPoOb MO CIUCKY (HOHIO0B
TOCYJapCTBEHHOTO apXWBa, HICTOYHUKOM KOMIUIEKTOBAHUS KOTOPOTO SIBIISIETCS] OpTraHH3aIlHs,
ApXWBHOW KOJUIEKIIMH, OITMCH, €ANHHIIBI XPaHESHUS.

Homep apxuBHOro ¢QoHma mnpucBauBaeTcs TOCYIapCTBEHHBIM apXHBOM IOCTE
o(hopMITeHHST TIEPBOTO MOCTYTUICHUSI TOKYMEHTOB OpPTaHW3allid Ha TIOCTOSTHHOE
XpaHeHHUe.

6.2. Enquaune! yJera.



OCHOBHBIMHU €IMHHUIIAMU y4yeTa JIOKYMEHTOB HE3aBUCHMO OT BHJIa HOCHUTEJIS, crioco0a
Y TEXHUKHU 3aKpETICHUS] HHPOPMALIUU SBIISIOTCS:

[J apXuBHBII (OHJ, apXHUBHAS KOJUICKIIHS,

[] eIMHALA XpAHEHUS.

JIOKyMEHTBI JIMYHOTO TIPOMCXOXKJEHHUS, HE TMPOMIEANINE HAYYHOrO OIMUCAHUS,
YUUTBIBAIOTCS, KaK MPABUIIO, O TOKYMEHTaM U JINCTaM.

HeoOpaboTtaHHble TOKYMEHTHI (POCCHINB) YYHTHIBAIOTCS W3 pacdera 150 TUCTOB B
OJIHOW YCITOBHOW €IMHUIIE XPAHEHHUSI.

Enununa xpaneHuss - Qusndeckd 000COONEHHBIE JOKYMEHT WM COBOKYIHOCTD
JIOKYMEHTOB, UMEIOLIUE CAMOCTOATENIbHbIC 3HAYEHHUE.

EnvHuna xpaHeHuss JOKYMEHTOB Ha OyMaXHOH OCHOBE (/1€710) COBOKYITHOCTb
JIOKYMEHTOB, OT/AEIbHBINA JOKYMEHT, 3aKIIOYCHHBIE B 000COOICHHYIO O0JIOKKY, MaMKYy.

Y4er QOKYMEHTOB B apXWBE OpraHU3allMd CTPOUTCS HA OCHOBE COOJIOJCHUS
MIPUHITUTIOB:

LEHTpaIN3alii, BBIPAKEHHOW B MPUMEHEHUU EIMHBIX €IWHUIl y4deTa; YHU(UKALUH,
OCHOBAaHHOW Ha COONIOJICHUU TPEEMCTBEHHOCTH Yy4YeTa apXWMBHBIX JOKYMEHTOB Ha BCEX
cTaausx pabOThl C HUMU;, AMHAMUYHOCTH, 00OECIIEYMBaEMON CBOEBPEMEHHBIM U ONEPATHBHBIM
BHECEHHMEM W3MEHEHUN B Yy4YeTHbIE JOKYMEHThl WJIM COCTaBJICHHEM HOBBIX YYETHBIX
JIOKYMEHTOB; TIOJIHOThI U IOCTOBEPHOCTH yUeTa.

[Topsimok AoCTyma K yYeTHBIM JOKYMEHTaM, a TaKKe K YYEeTHBIM 0a3aMm JaHHBIX
apXuBa OpraHU3allK ONpENeNseTcs NPUKa3oM pPYKOBOJCTBA OpraHu3auuu. Bce ydeTHbIe
JIOKYMEHTBI apXyBa OpPraHU3allii  JOJDKHBI XPAHUTHCS B XpaHWIHIIE (WU CIEHUATBHO
BBIJICJICHHOM TIOMEIICHNH ) B celi(hax UM METAJUTMUECKUX IKadax.

7. HOPAAOK BEAEHUSA OCHOBHbBIX YYETHBIX JOKYMEHTOB.

7.1. OcHOBaHUEM KaXKJI0M 3aIIMCH B OCHOBHBIX YUYETHBIX JIOKYMEHTAX SIBJISICTCS:

- npuU NocMynieHuy OOKyMeHmMo8 8 ApxXue Opeanu3ayuu.

[J cnaToyHble ONUCH CTPYKTYPHBIX MOJApA3JeleHU Ha JOKYMEHTBI MOCTOSHHOTO,
J0AroBpeMeHHOoro (cBpiie 10 eT) XpaHeHus U 10 JIMYHOMY COCTaBy (IIpriiokeHue 12);

] cBOIHAs HOMEHKJIATypa JejJ OpraHu3allid WIM HOMEHKJIaTypa /el CTPYKTYPHOIO
noapasAeneHuss ¢ O(QOPMIIEHHOM HTOrOBOM 3amMUChI0 O KOJMUYECTBE 3aBENCHHBIX H
3aKOHYCHHBIX JIEIL.

- npu 8vb166IMUU OOKYMEHMO8 U3 APXUBA OPLAHUIAYUU:

] aKkT mpuema-nepenayd JOKyYMEHTOB Ha MOCTOSHHOE XpaHEHUE B rOCyIapCTBEHHBIN
apXUB WM apXUB JIPYTOi OpraHu3alluu;

[J akT BO3BpaTa JOKYMEHTOB COOCTBEHHUKY;

[J aKT O BBIACIICHUU K YHUUYTOXKEHHUIO JOKYMEHTOB, HE TOJIEkKAIIUX XPAHEHHUIO;

[J akT 0 HEe OOHAPYKEHUH IOKYMEHTOB, ITYTH PO3BICKA KOTOPHIX UCUEPIIAHBL;

[J aKT O HEUCIIPABUMBIX ITOBPEKICHUSIX TOKYMECHTOB;

- N0 pe3ynIbmamam 6blNOJHEeHUs SHYMPUAPXUBHLIX pabom (cocmasieHusi c80OHbIX
onucetl, HAY4HO20 ONUCAHUSL OOKYMEHMO8 JUUHO20 NPOUCXONHCOCHUSl, APXUBHBIX KOIEKYUL,
cocmaenenuss onucell 0co00 YEeHHbIX Oel U OOKYMEHMO8, Cmpaxoeoeo ¢Gonoa u ¢Gonoa
NOb30BAHUS, CO30AHUSL 00bEOUHEHHBIX aAPXUBHBIX POHO08, NPOBEPKU

[J akT 00 OOHaApy:XEHUH JAOKYMEHTOB (HE OTHOCAIIUXCS K JaHHOMY (OHIY, apXHBY,
HEYUYTEHHBIX U T.J1.).

KHura yuyera nocTyruieHus U BbIOBITHS JOKYMEHTOB.

KHura ydera mocTyruieHus: U BBIOBITUSI JOKYMEHTOB IpEIHA3HAYCHA Ul y4eTa BCeX
TEKYIIUX U UTOrOBbIX (Ha | sTHBaps KaXkJ0ro roja) M3MeHEHHH B cocTaBe U 00beme HOHIOB U
JIeJl B apXWBE€ OpraHU3allid, CBS3aHHBIX C IPUEMOM, BBIJCIECHUEM J€J, HE IMOMJIEKAIIuX
JAJIbHENIIEMY XpAaHEHHUIO, Mepeaayeil Jen B roCyJapCTBEHHBIN WM apyroi apxuB. Kuura
yueTa MOCTYIUIEHUS U BBIOBITHS JOKYMEHTOB CIIYXKHT OCHOBOW Ul COCTaBJIEHUS JIMCTOB
(boHI0B, MacnopTa apxuBa.



Kaxxgoe mnocTymieHue WM BbIOBITHE IOJNYYaeT CaMOCTOSTENbHBIM IOPSIKOBBIN
HOMEp.

Ecnn mocrymiieHne cOCTOMT M3 JJOKYMEHTOB HECKONbKMX (DOHJOB, TO IaHHBIE IO
Kaxaomy oy (Ha3BaHue (QoHIa, €ro HOMEp U T.J.) 3aIUCHIBAIOTCS C HOBOM CTPOKH 33 TEM
e MOPSAIKOBBIM HOMEPOM.

VYdeT noctymieHus U BbIOBITUS IOKYMEHTOB B apXHBe, XpaHsAIIeM oJ1H (HoH/, BeaeTcs
1o JucTy GoHa.

ApXHWB OpraHu3alyy CO CIO0KHOW CTPYKTYpPOH MOYKET YYUTBHIBaTh B KHHUI€ ydeTa
MOCTYIUIEHUSI W BBIOBITUS JOKYMEHTOB CaMOCTOSATENbHO TMOCTYIUICHHE WU BBIOBITHE
JIOKYMEHTOB Ka)KJ10r0 CTPYKTYPHOTO ITOAPA3/ICIECHHUS.

Eciu nokyMeHThl (oHIAa MOCTYNMalOT B apXUB BIEpBble, TO HoMep (oHIa
MIPOCTABJISIETCA B KHUI'E y4eTa MOCTYIJICHHS U BHIOBITUS TOKYMEHTOB MOCIIE MPUCBOCHUS EMY
HOMeEpa 1o cnucKy GoHIoB. Ecmu  mocTynuBIIMe JOKYMEHTHI SIBIISIOTCS YacThio GOHIA, YKe
UMEIOUIeTrocsl B apXuBe, TO B COOTBETCTBYIOLIEH Trpade KHHMIM YKa3bIBA€TCS HOMED,
MIPUCBOEHHBIN 3TOMY (OHIYy paHee. Eciu mocTynuinu win BEIOBUTA HEONTUCAHHBIE TOKYMEHTHI,
TO B Tpade 6 nmemaercs oTMETKa: “He omMcaHbl", a cBeleHUs 00 oObeme matorcs B 13 u 14
rpagax.

E>xeroHo B KHUIE y4eTa MOCTYIUJICHHS M BBIOBITHSI TOKYMEHTOB IMOJIBOAMTCS UTOT
KOJIMYECTBA MOCTYMBILIUX U BBIOBIBIIMX 32 F0J] TOKyMEHTOB (J1eJ).

8. UCIIOJIB3OBAHUE JOKYMEHTOB APXUBA.

8.1. IlonsiTHE NCTIONB30BaHUS IOKYMEHTOB apXHBa.

Hcnonp3oBaHUE apXUBHBIX JOKYMEHTOB - IpUMEHEHHE HWH(OpMAIMU apXUBHBIX
JIOKYMEHTOB B KYJIBTYPHBIX, HayYHBIX, TOJUTHYECKUX, SKOHOMHUYECKUX LENAX U IS
o0ecrieueHnsl 3aKOHHBIX IIpaB U UHTEPECOB I'PaX/1aH.

JIOKyMEHTBl apXMBOB OpraHU3aLMM SBISAIOTCS OTKPBITBIMHA JUISI HCIIOJIB30BaHUSA
aApXUBOM H I0JIb30BATEIISIMU.

HcxiroueHre CcoCTaBiIeT  TOKYMEHTUPOBaHHas uH(popMaLus, OTHECEHHAs!
3aKOHOJIaTEIbHBIMM AKTaMH K KaTETOPUU OTPAaHUYEHHOIO TOCTYTIA.

[Topsinok ucnonb30BaHUs TOKyMEHTOB ApxuBHOro (onna Poccuiickoit ®eneparum,
Haxo[IIUXCS HAa BPEMEHHOM XPaHEHUU B OpPraHU3aLMsX, ONPEIEIAeTCS MMM Ha OCHOBE
Hactosuiero [Tonoxenus.

OCHOBHBIMU (POPMaMU HCII0JIb30BAHUS TOKYMEHTOB apXHUBa SBIISFOTCS:
UH(POPMUPOBAHUE PYKOBOJACTBA M CTPYKTYPHBIX IOJPA3/AEICHUN OpraHU3aliH, a TaKKe
JIpYruxX OpraHu3aluii O HAIMYUU B apXUBAX T€X WM UHBIX JOKYMEHTOB U UX COJAEPIKAHUM;
WCIIOJIHEHHE 3alIPOCOB IPAXKAAH U OPTaHMU3ALMK COLIMAIBHO-TIPABOBOI0 XapaKTepa;
MOJrOTOBKA MH(POPMAIIMOHHBIX MEPOIIPUATHI: BHICTABOK, KOH(epeHIui u 1p.;

BbIJ]a4a JOKYMEHTOB BO BPEMEHHOE I10JIb30BaHNUE.

WHpopMupoBaHHE M HUCIHOJHEHUE 3allpoCOB PYKOBOAUTENEH OpraHu3alMd U
CTPYKTYPHBIX IOJIPa3JEICHUN, a TAKXKE APYTUX OPraHU3alUN OCYLIECTBIAETCS aApXUBOM I10
OIIpENICICHHOM TEeMaTHKe IO 3ampocy WM B HMHULMATHBHOM TMopsiake B (opme
MH(POPMALMOHHOTO MMChbMA WIIM CIPABKU O HAJIMYUU B aPXUBE COOTBETCTBYIOIINX

NHpopMmupoBaHue pyKOBOIUTENEH MOXET MPOU3BOAMTHCA Takke B  ¢opme
TEMAaTUYECKON MOJAOOPKH KOIMUN TOKYMEHTOB, K MOJOOPKE KON MpHiaraeTcs THTYJIbHBINA
JIUCT, a TaK)Ke MPU HEOOXOAMMOCTH HCTOpPHYECKasl CIIpaBKa, IEpeYeHb U JPYyrue MaTepUabl.

8.2. HcnomnHeHue 3ampocoB TpaKJAaH U OpraHU3alMid  COLUAIBbHO-TIPABOBOTO
Xapakrepa.

WNHudopmarus coluanbHO-IIPaBOBOr0 XapakTepa I0 3alpocaM I'paxkJiaH U OpraHu3alui
BbIJIaeTCs B pOpME apXUBHOMN CIIPaBKHU, APXUBHOM KOMUH U APXUBHOM BBIITUCKH.



ApxuBHas CIpaBKa - JTOKYMEHT, COJCpAIIUI apXUBHYIO HH(OpMAIHIO O TPEAMETe
3ampoca, ¢ YKa3aHUEM IIOMCKOBBIX J[aHHBIX JIOKYMEHTOB, Ha OCHOBAHHUU KOTOPBIX OHa
COCTaBJICHA.

ApXUBHas KOS - JOKYMEHT, BOCIIPOU3BOASAIINI TEKCT WIH H300paKeHUE apXUBHOTO
JOKYMEHTa, C YKa3aHHEM €T0 MOMCKOBBIX JJaHHBIX.

ApxuBHas BBIMHCKA - JIOKYMEHT, JIOCIOBHO BOCIPOM3BOJAIIMN 4YacTh TEKCTa
apXMBHOTO JOKYMEHTA, OTHOCSIIYIOCS K ONPEACICHHOMY BOIpOCy, (akry wmnm nmiy, c
yKa3aHHEM TTOMCKOBBIX TaHHBIX JOKYMEHTA.

ApXUBHBIE CIPaBKH, BBIMUCKM M KOMHMM BBIIAIOTCS HAa OCHOBAHUU IHCbMEHHOI'O
3ampoca

MI0JIb30BATEsl, KOTOPBII JOKEH coiep KaTh HAMMEHOBaHUE (M aJpec IMPU MEePECHLIKE)
OopraHu3anuu (apxuBa), KOTOPOW OHH aJpecOoBaHbl; M3JIOKEHUE CYILIECTBAa 3alpoca;
damMunMio, UMsI ¥ OTYECTBO OOpAILAIOIIETOCs; €ro aapec, KOHTAKTHbIE Tele(dOHbI; ATy |
JMYHYIO TIOJIITHCh.

OOpaieHust rpaxkaaH, B KOTOPbIX OTCYTCTBYIOT (GaMMIIMM, ajpeca M IOANNUCH
00paIIaoIUXCs, CYUTAIOTCS AHOHUMHBIMH M HE TOMJIEKAT PACCMOTPEHUIO; NPU JTUYHOM
oOpalieHny TpH HadMYuK (aMHIUM M ajapeca Hexocraromas HH(opMaius MOXKET OBITH
BOCITIOJIHCHA.

Cpok HCHOJHEHHUS 3alpOCOB  COLMAIbHO-NPAaBOBOIO  XapakTepa TIpaxaaH U
OpraHu3aIyii M0 MaTepuasaM apxuBa HE JODKEH npeBblmarh 30 JHEH cO ITHS perucTpanuu
obOpamienus. [Ipu CIOXHBIX 3ampocax CPOK MOXET ObITh MpojJieH, HO He Oosee yem Ha 30
JTHEH ¢ 00s3aTeNbHBIM YBEOMIEHUEM 00 3TOM 3asBUTEII.

Cpok HCHOTHEHHS 3alpOCOB C HCIHOJIB30BAHUEM TOJNBKO HAayYHO-CIIPABOYHOIO
anmapara apxuBa — He Oonee 15 aHel ¢ MOMEHTa perucTpaluuu o0pameHus.

ApXUBHBIE CIPaBKU COCTABJIAIOTCS HAa OCHOBAaHMM JIOKYMEHTOB (TOAJMHHUKOB U
3aBEpPEHHBIX KONUi), XpaHALIMXCS B apXHUBE; HCIOIb30BAaHUE HE3aBEPEHHBIX JTOKYMEHTOB,
OTHOCSIIUXCS K BOINPOCY OOpallleHHs, OroBapHBaeTcsi B TEKcTe chpaBku ("He3aBepeHHas
xonua"). IIpu oTCYTCTBUM B apXUBE JOKYMEHTOB, cofiep KaIInx CBE/ICHUS o
3alpalIMBaéMOMYy BOIPOCY, apXWBHAas CIpaBKa MOXKET OBITh BbAaHA IO XPAHSALIMMCS B
apXx¥Be TIEYaTHBIM MaTepuaiaM, OTHOCAIINMCS K TIPeMETY OOpaIieHusi, ¢ TOYHBIM U TTOTHBIM
yKa3aHHEM UCTOYHUKA.

ApXUBHBIE CIIPaBKH COCTAaBJISIIOTCS IO YCTAaHOBJICHHOM (hopme Ha OnaHKe apXUBHOM
CIPaBKH WK 00IIeM OJIaHKe OpraHu3aluu.

B cmpaBke mnpuBOAATCS Ha3BaHUA, JAaThl M HOMEpa JIOKYMEHTOB M H3JararTcs
CBE/ICHUS, UMEIOIIMECS] B HA3BaHHBIX JOKYMEHTaX M OTHOCSILIUECS K BOIPOCY OOpalleHus.
W3noxeHue naercs B XpOHOJIOTMYECKOW TOCIIEIOBATEIIEHOCTH COOBITHH, a HE JOKYMEHTOB, B
KOTOPBIX OHU OCBEILAOTCS.

JlonmyckaeTcst MPUBOAWUTH B CIPAaBKE BBIIEPKKH M3 JOKYMEHTOB, 3aKI04as UX B
KaBbIukW. Ha3zBaHus opraHuzanuii B TEKCTE CIIPABKH MPH IIEPBOM YIIOTPEOICHUH TPUBOIATCS
IOJHOCThIO, @ B CKOOKAax HX O(UUIMAIBHO MNPUHATHIE COKpAIEHUs; IPU IOBTOPHBIX
YIIOMHHAHUSAX - TOJIBKO COKpAIl[€HHBIE.

B cnpaBky BKJIFOYAIOTCS TOBKO CBEJICHUS, YIIOMUHAEMBIE B IOKyMEHTAX.

B TexcTe apXMBHOH CIpaBKU HE JONMYCKAIOTCS KOMMEHTApUH, COOCTBEHHBIE BBIBOJIBI
UCTIOJIHUTENIS TIO COJIEPIKAHUIO UCTIOIBb30BAaHHBIX JJOKYMEHTOB.

ApxuBHas ~ CIpaBKa  IOJANUCHIBACTCA  PYKOBOOUTEIEM  OpPraHM3aldd WU
HOZIpa3/IeIICHHS.

ApXUBHBIE KOIMH U BBIITUCKU U3 JOKYMEHTOB BBIIAIOTCS B COOTBETCTBUH C 3aIIPOCOM.

N eHTHYHOCTh MOAJIMHHUKY BBIIAHHBIX APXUBHBIX KOIWWA W BBIIMCOK 3aBEPSIETCS
HOJNKCBI0 PYKOBOAWTEINS OpPraHM3allMd WM YIOJHOMOYEHHOTO MM JHIa (PYKOBOJIUTENS
NoJpa3iesieHHs], B COCTaB KOTOPOT0 BXOJUT apXHB) U TepOOBOH MeyaThi0 OpraHU3altu.



Brimucka mpou3BOAUTCS TOJBKO W3 JIOKYMEHTa, B KOTOPOM COJACPIKHTCS HECKOIBKO
OTJENbHBIX, HE CBSI3aHHBIX MEXAY COOOH BOIpPOCOB. BhImmcka nomkHA BOCIPOM3BOAUTH
MOJTHBINA TEKCT YaCTH JOKYMEHTA, OTHOCSIIEHCS K 3ampocy.

JlomyckaeTcsi W3BSITHE U3 AapXUMBHBIX JeJl ¥ BbIJada BIAJeNbllaM WU KX
POJCTBEHHUKAM TOJUIMHHBIX JIMYHBIX JOKYMEHTOB O TPaKJaHCKOM COCTOSHHH, 00
00pa3oBaHMM, TPYIAOBBIX KHIDKEK U JPYTUX, HE MOJyYEHHBIX B CBOE BpeMs BIAAETbIEM
JIOKYMEHTOB.

[TomvHHBIE JMYHBIC JOKYMEHTBI BBIJAIOTCA C  Pa3pelICHHS PYKOBOIUTEIS
OpraHM3aIliK 3aSBUTENSAM MO MPEAbIBICHIUH MAclopTa, HHOTO JOKYMEHTA, YIOCTOBEPSIIOIIETO
JUYHOCTh, UX POJICTBEHHUKAM WJIM JOBEPEHHBIM  JUI[AaM  HOTapHalbHO  3aBEPECHHOMN
noBepeHHOCTH. [1oTMHHBIC JTUYHBIC JTOKYMEHTHI MOTYT OBITh BBICIIAHBI 3aSBUTEIIO I[EHHBIM
MUCHMOM.

Opranamu MpaBoOIOPSIKA U3 apXUBA MOT'YT OBITh U3BATHI TIOKYMEHTHI B COOTBETCTBHH
¢ 3aKOHOAATENbCTBOM Poccuiickoit @eaepanuu.

Ha mecto u3bsTOro AOKyMEHTa B JENO BKJIAJBIBACTCS CIIpaBKa O BbIJaye, CHATAS C
HEro KOMHWsSI UJTU B YYETHBIX AapXUBHBIX JIOKYMEHTax JelaeTcs OTMETKa 00 W3bATHH,
VKa3bIBAIOTCS HOMEp, JaTa W Ha3BaHWE JOKYMEHTA-OCHOBAHWS [UISI W3BATHS, a TaKKe
pacrnucka rmojxyJaTensi JOKyMeHTa (TP JIMYHOHN Tiepenade).

[Ipy OTCYTCTBMM B apXWBe 3alpalIMBacMbIX CBEJACHUN OTPUIATENbHBIN OTBET
COCTaBJIsieTCSl Ha OJIaHKE MHChbMa OpraHu3anuu. B Hem ykasbBaeTcsl (PakT OTCYTCTBHS B
JOKYMEHTaX apXvBa WHTEPECYIONIMX 3asBUTENS CBEICHUN U JAIOTCAd PEKOMEHJAlluu, Kyda
cienyeT oOpaTUThCs 3a HeoOXxoaumon uH(opmanuei. B criydasx oTpHIaTeIbHOrO OTBETA,
COJIEpIKaIIero CBEJCHHS 00 OTCYTCTBHH B apXUBE HEOOXOIUMBIX JJOKYMEHTOB BCJICICTBHE MX
TU0eN UK yTPaThI.

5. OTBETCTBEHHOCTbD 3ABEJAYIOIIEI'O APXUBOM
5.1. JIomXHOCTHOE JIU1I0, KOTOPOMY IIOPYUYEHO 3aBEI0BAHUE aPXUBOM, HECET OTBETCTBEHHOCTD 3a
COCTOsTHUE Pa0OTHI apXMBA U BHITIOJIHEHHE BO3JI0XKEHHBIX HA HETO 3a/1a9 ¥ (PYHKIIHH.
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