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1. OBIIUE ITOJIOXXEHMI

1.1. B MyuununaneHoro  GIODKETHOTO — 00IMeo0pa3oBaTeNbHOTO  YUIPEKICHUA
Kyparuackas cpequss ofmeobpasoBaTenbHas mkona Nel mmenm I'epos Coserckoro
Coroza A.A. IletpseBa (mamee - VYupexneHue) i XpaHEHHI 3aKOHYCHHBIX
IEJIOMPOU3BOACTBOM JOKYMEHTOB CO3Ia€TC apXHUB.

1.2.VupexmeHre BBIIEISET T[OJ apXwWB IOMeIeHHe, OTBEYalollee TPeOOBaHHUIM
obecredeHns COXPAaHHOCTH JOKYMEHTOB, & TAK)KEe COOTBETCTBYIOIIee 000pYI0BaHHE.

1.3. 3aBegoBaHue apXHBOM IIOPYJAETCS OTBETCTBEHHOMY 3a apXHB JIMITY, HA3HAa4aeMOMy
MIPUKa30M PYKOBOAMUTEI OPraHHU3aIUH.

1.4. JIOKHOCTHOE ~ JIAIT0, KOTOPOMY IIOPYYE€HO 3aBEJOBaHHE apxXWBOM, HECET
OTBETCTBEHHOCTE 34 COCTOSHNE pabOTHl apXWBa W BBINOIHEHKE BO3JI0XKEHHBIX Ha HETO
3ama4q 1 QyHKIUH.

1.5.B cBoeit paboTe apxWB OpraHU3alMy PyKOBOACTBYETCS 3aKOHONATEIbHBIMU aKTaMH
Poccuiickoit @emepanuu 1O apXWBHOMY J€ly, HOPMAaTHBHO-METOIWIECKUMU
JNOKyMeHTaMK MuHKynsTypsl Poccru u @emepalbHOrO apXHWBHOIO areHTcTBa Poccuwy,
IIprKa3aMu ¥ YKa3aHUSIMY PYKOBOJCTBA OpraHU3alliy ¥ HACTOSAIINM ITOJIOKCHUEM.

1.6. KOHTpOIIb 32 IeITEIFHOCTEIO apXBa OCYIECTBIIIET PYKOBOJICTBO OpPraHU3aIuy UITH
CTPYKTYPHOTO IIOJIpa3eNeHNs, B COCTaB KOTOPOI'O BXOJUT apXHB.

2. COCTAB JOKYMEHTOB APXIVBA

B apxuB mepenaroTcs:

2.1. 3akoHUYEHHEIE IEIOMPOU3BOJCTBOM JOKYMEHTEI, 0Opa30BaBIIMeECs B A€ATEIHHOCTH
OpraHU3alliH U €€ CTPYKTYPHBIX HNOApa3AcICHHH:

- IeJia TIOCTOSHHOTO XPaHEHNUS;

- fera BpeMeHHOTO (cBhIie 10 JeT) cpoka XpaHEeHHS,

- IOKYMEHTBI I10 TIUYHOMY COCTaBY;

- JOKyMEHTHl IIOCTOSHHOTO XpaHEeHWs M 10 JHYHOMY COCTaBy OpraHW3alldi-
IIPeIINeCTBEHHUKOB;

- CIPaBOYHEIH ammapar K JOKYMEHTaM apXuBa (OIKCH, HOMEHKIATYPhI 1e]l, KapTOTSKH H
T. IL.). '



3. 3ATAYM U ®VHKIIMI APXVIBA

3.1.OcHOBHEIMH 33/1a9aMU apXUBa SABJIAIOTCA:

- KOMIUIEKTOBaHME apXuBa JOKYMEHTaMH, COCTaB KOTOPBIX NPEAyCMOTPEH Pa3leloM 2
HACTOSIIETO IIOJIOXKEHUS;

- obecriedeHre COXpaHHOCTY U yUeT IPUHATHIX Ha XpaHEHUE JOKYMEHTOB;

- OpraHu3alys NPaKTUYecKOod paboTHI, CBA3aHHOM C HCIIOJIE30BaHMEM “IOKYMEHTOB,
XPaHAIINXCS B apXUBE;

- KOHTPOJIb 32 TPABMIBHEIM (GOPMHUpPOBaHWEM U OQOPMIICHHEM IOKYMEHTOB B
IIEIOIIPOU3BOACTBE, OTOOPOM U IIOATOTOBKOM KX K Iepeiade Ha apXHMBHOE XPaHEHHE.

3.2. B COOTBETCTBMM C  BBINOJHSEMBIMH  3aJadaMH  apXuB  OCYIIECTBIISIET
cilenyrome QyHKIHN:

- IpUHUMAeT IIOCNIe 3aBEpINCHMsS  JeNONPOM3BOACTBA, YYMUTBIBAET M XPaHUT
o0pazoBaBIIKECs B AESITEIBHOCTA OpPraHM3alliyl  JOKYMEHTEHI, oOpaboTaHHBIE B
COOTBETCTBHH C JCHCTBYIOIIMMHU IMpaBUIaMU;

- opraHu3yeT paboTy ©O IIOATOTOBKE OIKMCEH 3aBEPIIECHHBIX HEIIONPOU3BOICTBOM
JIOKyMEHTOB IIOCTOSHHOTO XpaHEHHUS U IO JUIHOMY COCTAaBY;

- o0ecrieunBacT IIOTHYI0 COXPaHHOCTh IPUHATHIX HA XPAaHEHUE JIE;

- CO3Ia€ET, IIOIIOIHIET ¥ COBEPIICHCTBYET YUETHO-CIIPABOYHEIN anmapar K XpasAluMes B
apXWBe JejlaM U JOKYMEHTaM;

- OpraHu3yeT KUCIIOIB30BaHNE XPAHAIINXCS B apXUBe JOKYMEHTOB;

- THOOPMHPYET PYKOBOICTBO U PaOOTHMKOB OpraHU3allMM O COCTaBE U COACPXKaHUU
IIOKYMEHTOB apXUBa;

- BEIJ2CT B YCTaHOBJIIEHHOM IMOPSAJNKE XpaHAIIHWECS B apXuBe Jejla U JOKYMEHTHI UL
HCIIONB30BaHMUS B IPAKTUYECKUX U APYTUX LEIIX;

- WCTOJHSIET 3aIpPOCEH pabOTHUKOB OO0 YCTAaHOBJIEHMM TPYAOBOIO CTa)ka U IO JIPYI¥UM
BOIIPOCaM COLMATIEHO -IIPaBOBOI0 XapaKTepa;

- BEIIET y4YeT BBIJAYM apXUBHBIX J€1 U JOKYMEHTOB, OCYIIECTBISET KOHTpOJIb 3a
CBOEBPEMEHHEIM HX BO3BPAIIICHUEM B XPaHUIIUIIIE; »
- IIPOBOJMUT 3KCIIEPTU3Y LIEHHOCTH HOKYMEHTOB, XPaHAIIUXCS B apXUBE, CBOEBPEMEHHO
0oTOHpacT K YHUYUTOXEHHUIO Jiefla C UCTEKIITUMHU CPOKaMH XPaHEHMUS;

- OKa3BIBaeT METOIMYECKYHO IIOMOIb CIyX0e [IeOmpOM3BOACTBA OpraHU3allid B
COCTaBJICHUN HOMEHKIATYPHl I, KOHTPOJHUPYET IIPaBIIBHOCTE (OPMUPOBAHUSA U
ohopMIeHUS JIeN B JEIOIPOU3BOCTBE, IOATOTOBKY JOKYMEHTOB K Ilepe/iade B apXuB
OpraHU3alliy; :

- B cJIydae 3aKIIOYeHMS C COOTBETCTBYIOIIMM yupexseHueM DefepalbHOro apXHBHOI'O
areHTCTBa Poccum IOTOBOpa O Iepedade Ha rOCyHapCTBEHHOE XpaHEHUE NTOKYMEHTOB
opraHm3anuu obecrmeuwBaeT IOJATOTOBKY O3TUX JOKYMEHTOB U CBOEBPEMEHHOE
MPEACTaBIIEHUE ONNCH Jell IIOCTOSHHOIO XpaHEeHWs Ha YTBEPXKIEHHUE HKCIEPTHO-
IIPOBEPOYHOM KOMUICCUY YKa3aHHOTO apXUBHOTO YUPEKISHHUS.

4. IIPABA APXIIBA

4.1. B 1mensx  BHIIOJHECHHS  BO3JIOKEHHEIX 33Mad W QYHKIUHA  apXuB
MMEEeT MpaBo: '

- KOHTPOIHUPOBATh COONIO/IEHNEe B OpraHU3allid U B €€ CTPYKTYPHBIX INOIpa3/ieleHUsIX
YCTaHOBJIEHHBIX IPaBWJI pabOTHl C JOKyMEHTaMH, OOecleueHHs HX COXPaHHOCTH,
KadecTBa 0TOOpa U IMOATOTOBKY JIeNl K Iiepe/iade Ha apXUBHOE XpaHEHHUE;



- OPEACTABIATE B YCTAHOBIEHHOM IIOpSAKe 3afBKM Ha olbecrmeyeHwe apxubBa
He0OXOIUMEIM 060pYIOBAHKMEM ¥ MATEPHUATAMY, IIPOBEICHIE PEMOHTHEIX paboT U T. IL.;
- yU4aCTBOBATh B OPraHU3yEMBIX YyUpexIeHWAIMH DelepalbHOr0 apXWBHOI'O areHTCTBA
Poccuy MepoONpusTHSX II0 TOBBIICHHIO KBalu(UKalMy pPaOOTHHUKOB apxuBa X
IeJTOIPON3BOCTRA, YIPEXKACHUS.

5. OPTAHM3ALIMA JOKYMEHTOB B APXVIBE.

5.1. JIoKyMeHTaIbHEIN U apXUBHBIM (QOHA OpraHu3alyy.

Bcsl COBOKYIIHOCTH TOKYMEHTOB, 00pa3ylomuXcs B NEATEILHOCTH OpraHU3allvy,
COCTaBIISIET ee JOKYMEHTAIBHBIA (QOH/I.

JIoKyMeHTEI, 00pa3yromiyecs B AeATEIBHOCTHA OpraHU3alliy 0 CPOKaM XpaHCHH:
MOApa3feNsIiOTCs Ha: JOKYMEHTHL BPEMEHHOIO Cpoka XxpaHeHums (mo 10 et
BKITIOUNTENBHO); JOKYMEHTEl JOJITOBPEMEHHOTO CpOKa XpaHeHMs (cBeime 10 iet);
JIOKYMEHTHI IIOCTOSHHOTO (BEYHOI'0) XpaHEHH .

Opraauzanus JOKyMEHTOB [0 JUYHOMY COCTaBY.

JIOKyMEHTEI IO JIAYHOMY COCTaBy BBIAENIOTCE B  OCOOyr0  IpyImimy,
CHCTEMATHU3UPYIOTCS 000COOIEHHO U BKIIFOYAIOTCS B OTACIBHYIO OIKCE.

PervcTpaloHHO-yYeTHEIE (OPMBI TOKYMEHTOB IO JIMYHOMY COCTaBy (KHUIH,
KYpHaJIBl ydeTa IPHKa30B O IIpHEME, IIEPEBOAE, YBOJIBHEHWH, JIMYHBIX KapTOUYEK,
JWYHBIX [€J, COINANICHMM, KOHTPAKTOB U Jp.) BKIIOYAIOTCA B OIMCH JOKYMEHTOB IIO
JUIHOMY COCTaBY.

Ha nuunple nOema YBOJEHHBIX COTPYJHHMKOB MOJXET COCTaBIITBCS OTACIbHAT
OIINCE.

Jlema 1O JWYHOMY COCTaBy, Kak IIPaBUJIO, CHCTEMaTH3UPYIOTCS IO
XPOHOIIOTHYECKOMY MPU3HAKY. MOXET HCIIONB30BATECS CTPYKTYPHO-XPOHOJIOTMIECKHH
TIPUHITAI CUCTEMATHU3AIMK JINYHEIX JEIL.

B mpegenax KaXIoro roja Aeia IO JHYHOMY COCTaBy CHCTEMAaTH3UPYIOTCS IIO
CTEIIEHH Ba)XHOCTH - IPHKA3El O 3a4UCIICHUA Ha CiyxO0y (B yueOHOe 3aBe[icHUE H T.1.),
TIEpEMENIEHAY, YBOIBHEHNN (OKOHYaHWY y4eOHOTO 3aBEJEHUS W T.X.), JHIEBEIEe CYCTa, -
CIIMCKY, JXYPHAIEI ydeTa JOKYMEHTOB IO JIMYHOMY COCTaBy, IPYTHe PErHCTpallOHHO-
VYeTHBIC JOKYMEHTEI, JUYHBIE JeIa.

JInuHEBle [eia ¥ JUIHBIe KapTOUYKU YBOJICHHBIX COTPYIHMKOB OTHOCATCS K TOZLY
YBONIBHEHNS U CHCTEMATHU3UPYIOTCA B IIpeenax Kaxaoi IPyIIsI 1o andaBuTy GaMuimii.

6. VUET JIOKYMEHTOB B APXVBE. .

6.1. O6mue TpeOOBaHMUS K yUeTy JOKYMEHTOB.

Vder JOKYMEHTOB B apXWBe OPTaHM3aIlMM - 3TO OIPEEICHME UX KOJIMICeCTBA U
cocTaBa B YCTaHOBIGHHBIX EIMHHIAX ydeTa ¥  (Qukcarus (perHcCTpaiys)
TIPYHAJJIEKHOCTA KXION eIMHULBI yIeTa K OIpeelleHHOMY KOMILIEKCY M OOIIero uX
KOJIMYECTBA B YIETHBIX JIOKyMEHTAaX.

[Tox ydYeTHBIM [JOKYMEHTOM IIOHMMAETCs MOKYMEHT YCTaHOBIEHHOH (OpMEL,
(QUKCHUPYIOIIWH TIOCTYIUIEHNE, BBIOBITHE, KOJIMYECTBO, COCTAB U COCTOSHHE apXHBHEBIX
JOKYMEHTOB B eIMHUIIAX ydeTa. _

VdeT IOKYMEHTOB B apXWBe OpraHM3allii SBIACTCS OINHHAM U3 CPEJCTB
o0ecIieueHysl KX COXPaHHOCTH ¥ KOHTPOJIA 33 UX HAJIIIHEM.



ytIGTy IIOJJICXKAT BCE XpaHAIMUECA B apxXmBE€ OpraHu3anuy AOKYMCHTBI, B TOM
YHCJIC HEOIIUCAaHHBIC v HerOCbI/IJILHBIe JJ1 JAHHOI'O apXuBa.

7. TIOPSIOK BEJEHMSI OCHOBHBIX YUETHBIX TOKYMEHTOB.

7.1. OcHoBanymeM KaXIOH 3alliCHE B OCHOBHBIX YYETHBIX

JOKYMEHTaX SIBIIETCS:
-Npu NOCMYNIEHUYU OOKYMEHMOE 6 pXUE OP2AHUAYUU:
° CBOJHAas HOMCHKJIaTypa [Jel OpraHM3alli¥ WIM HOMEHKJIaTypa Hell

CTPYKTYPHOTO  IIOfpa3ieleHus C O(OPMICHHON HTOTOBOH 3allMCBI0 O
KOJIMYECTBE 3aBEICHHBIX U 3aKOHUEHHBIX ACIL.

-npu 8v10vIMUY OOKYMEHMOE U3 APXUEA OP2AHUSAYUL:

° aKT TIpueMa-liepeaud JOKYMEHTOB Ha IIOCTOSHHOE XpaHEHHWE B
TOCYIapCTBEHHEIN apXUB WIH apXUB APYTroil OpraHu3alluy,

° aKT BO3BpaTa JIOKYMEHTOB COOCTBEHHUKY;

° QKT O BEIIEIECHNN K YHUYTOXECHHIO IOKYMEHTOB, HE IOJISXKAINX XPAaHEHHIO;

° aKT O He OOHApYXCHUM JOKYMEHTOB, I[yTH PO3bICKa KOTOPEIX UCYEPIIaHEL; -

° aKT O HEWCIIPaBUMBIX IIOBPEXKIECHUIX TOKYMEHTOB;

-10 pe3ynemamam 8ulNOJIHEHUs 8HYMPUAPXUBHEIX pabom (COCMABNEHUA CE00HbIX
onuceti, HAYYHO20 ONUCAHUSL OOKYMEHMO8 JUYHO20 NPOUCXOHNCOEHUS, APXUEHbIX
KONEKYUl, COCMasnerus onucel 0cobo yeHHvix 0ell U OOKYMEHmMOos, Cmpaxoeo20 ¢onoa
U (POHOA NONBL30BAHYS, CO30AHUL 00BEOUHEHHBIX APXUBHBIX POHO08, NPOBEPKU

° axT 00 OOHapyXeHHM MOKYMEHTOB (HE OTHOCSIIUXCS K JaHHOMY (OHIY,
apXUBY, HEYYT€HHEIX U T.1I.).

Kuura yyeTta IOCTYIUIEHUS ¥ BBIOBITHS JOKYMEHTOB.

Kuura ydera MOCTYIUICHHS W BBIOBITHS JOKYMEHTOB IpefHa3sHauyeHa IUId ydeTa
BCEX TEKYINMX ¥ UTOTOBBIX (Ha 1 sHBaps KaXJOro roja) U3MEHEHHM B cocTaBe U 00peMe
GOHIOB M IeN B apXWBE OpraHW3alluM, CBS3aHHBIX € NPHEMOM, BBIACICHHMEM eI, He
IIOJIEXKAIUX NalbHEHIIIEMY XpaHEHUIO, Iepefadeii el B TOCYJapCTBEHHBIN WK APYTOU
apxuB. KHura ywera [OCTYINIEHHMS ¥ BBIOBITHS OKyMEHTOB CIYXHT OCHOBOM JId
COCTAaBJICHHS JINCTOB (DOHIOB, IaCIIOPTa apXUBA.

Kaxxmoe IOCTYILIEHHE WM BHEIOBITHE IONy4YaeT CaMOCTOSTENBHBIM MOPSIAKOBBINA
HOMED. '

Eciu mocTyIuieHne COCTOMT U3 JIOKYMEHTOB HECKONBKUX (OHIOB, TO AAHHBIE IO
kaxmoMy dhouny (Hazanume GOHIA, €ro HOMEp U T.J.) 3allCHIBAIOTCS C HOBOM CTPOKH 3a
TEM e MOPSIKOBEIM HOMEPOM. : s

V4eT MOCTYIUIEHUS ¥ BBIOBITHS JOKYMEHTOB B apxHUBE, XpaHAIeM ofuH (OHI,
BezieTcs 1Mo JucTy QoHza.

Ecnmu nmoxymeHTHI (DOHIa IIOCTYNalOT B apxWB BIEPBEIE, TO HOMep (QoHIa
MIPOCTABIISIETCS B KHUTE yderta
IIOCTYIUICHUS ¥ BEIOBITHS JOKYMEHTOB ITOCIIE IIPHCBOCHHS €My HOMepa IO CIIHCKY
donnoB. Ecnu mocTynuBIMEe JOKYMEHTHI SBISIFOTCS 9acCThIO (DOHIA, y)Ke MMEIOLIerocs B
apXuBeE, TO B COOTBETCTRYIOIIEH rpade KHUTH yKa3bIBAeTCSI HOMEP, IIPUCBOSHHEIM 3TOMY
douay paHee. Eciy mMOCTYIMIN MW BEIOBLTH HEONMCaHHBIE JOKYMEHTEHI, TO B rpade 6
IenaeTcs OTMeTKa: "He ommcaHkl", a cBeqieHus 006 oobeme narores B 13 u 14 rpadax.

E>xerolHO B KHUTE y4eTa IOCTYIUICHUS U BEIOBITHS JOKYMEHTOB ITOABOAMUTCS UTOT
KOJIMYECTBA ITOCTYIUBIINX U BEIOBIBIIMX 3a IO JOKYMEHTOB (Iel).



8. ICIIOJIb3OBAHME JOKYMEHTOB APXIBA.

8.1. IloHsaTHe HCIOJIB30BaHUS JOKYMEHTOB apXHBa.

VcIIONB30BaHAE ApXUBHEIX IOKYMEHTOB - IPHMEHEHVE MHOOpMAlUM apXHUBHBIX
JOKYMEHTOB B KYJBTYPHBIX, Hay4YHBIX, IIOJUTHYECKUX, SKOHOMHUUCCKUX LCIIX K A
obecIieueHrs 3aKOHHBIX IIpaB ¥ UHTEPECOB IPaKIaH.

JIOKyMEHTBI apXHWBOB OpraHU3allMi SBJLIFOTCS OTKDPHITHIMH JUIS HCIIONB30BaHMA
apXYWBOM U IIOJIB30BATEISIMU.

VICKIIOYEHHE COCTaBISET  JIOKYMEHTHpOBaHHas MH(OpMallusd, OTHECCHHAas
3aKOHOJATEIbHBIMU aKTaMU K KaTeTOPUU OIPaHHYEHHOIO JOCTyTIa.

OcHoBHEIMH ~ (OpMamM{  HCIONB30BaHMA JOKYMEHTOB apXwBa  SBIIIOTCH:
UH(DOPMHUPOBaHYE PYKOBOACTBA U CTPYKTYPHEIX IOApAa3feeHUH OpraHu3alliy, a TakKe
' IpYyTEX OpraHuW3alyii O HaIW4YNM B apxwWBaX TeX HWIA HHBIX JOKYMEHTOB H HX
COMIEPKaHHNM; WCIIOJHEHNE 3aIpOCOB TPaXJaH X OpPraHH3alldi COIUalbHO-IIPaBOBOIO
XapakTepa; MOArOTOBKa HH(MOPMAIMOHHEIX MEPOIPHUATHIL: BEICTABOK, KOH(EpEHIUA U
Ip.; BEIJa49a JOKyMEHTOB BO BPEMEHHOE IIOIH30BaHHE.

HMudopMupoBanrie ¥ WCIOIHEHHE 3allpOCOB DYKOBOIMTENIEH OpraHM3allud H
CTPYKTYPHEBIX TIOIPa3[eleHIH, a TaKKe JPYyTrUuX OpraHu3aliil OCYIIeCTBICTCS apXUBOM
IO OIpeNeNeHHOM TeMaTWKe IO 3alpoCy WIM B HHWIMATHBHOM IOpSAKe B Qopme
HHGOPMAIIMOHEHOI0 IIMChMa MK CIPaBKK O HAIWYHK B apXHUBE COOTBETCTBYIOIIUX.

MHdopMUpOBaHKE DPYKOBOAUTENEH MOXKET INPOMSBOAUTECA TakkKe B (opme
TEeMaTU49eCKOM TIONOODKM KOMHM JOKYMEHTOB, K IIONOOpKE KOIMH IIpUIaraeTcs
TUTYJIBHEIN JINCT, & TakXe IIpU HEOOXOMMMOCTH MCTOPHYECKas CIpaBKa, IEPEedcHb U
IpyTye MaTepUuasl.

8.2. UcmomHeHue 3ampOCOB IpaKOaH M OpraHM3alMii COIMaBFHO-IIPaBOBOIO
XapakxTepa.

HudbopMarms CcoOLKaNbHO-NPAaBOBOIO XapakTepa IO 3ampocaM TpaxAaH H
OpraHu3allyii BHIIaeTcs B (OpMe apXMBHOM CIPaBKH, apXWBHOW KOIMU U apXUBHOH
BBINIACKH.

ApxvBHasS cOpaBKa - JOKYMEHT, COIEpXaluii apXWMBHYIO HHQOPMAIMIO O
IIpeaMeTe 3alpoca, C yKa3aHWeM IIOMCKOBBIX MAHHBIX JOKYMEHTOB, Ha OCHOBaHHH
KOTOPHIX OHa COCTaBIEHA.

ApxvBHas KOIMS - JOKYMEHT, BOCIPOM3BOIAIIMK TEKCT WIH H300paKeHue
apXWBHOTO TOKyMEHTa, C YKa3aHUEM €TI0 IIOMCKOBBIX JaHHBIX.

ApxuBHas BBHINKWCKA - JOKYMEHT, JOCIOBHO BOCIIPOM3BOIAIIAN HYacTh TEKCTa
apXMBHOTO JOKYMEHTa, OTHOCSILYIOCS K OIPEIENeHHOMY BOIPOCY, (DaKTy WM JIHILY,C
yKa3aHWeM ITOVCKOBBIX JaHHEIX JOKYMEHTA.

ApXUBHEIE CHPaBKY, BBIIKMCKUA M KOIMM BEINAIOTCA Ha OCHOBaHWH IKMCBMCHHOIO
3ampoca IIOIBE30BATENs, KOTOPHIA HOIDKEH CORepXXaTh HaWMEHOBaHME (U anapec IpH
[IEPECBUIKE) Opranm3ayy  (apxuBa), KOTOPOM OHH aIpeCOBaHBI; U3JIOXKCHHUE CYIIECTBA
sampoca; GaMmIno, ¥MsS M OTYECTBO OOpallaloINerocs; €ro aapec, KOHTAKTHEIC
TeJaeOHBL; NaTy U JTUYHYIO IOAIHKCE.

O6pamenys IpaxuaH, B KOTOPBIX OTCYTCTBYIOT (aMWJIMH, ajipeca W IOAIHCH
00paIlaroIuXCcsl, CIUTAIOTCS aHOHUMHBIMU U HE IOJIEXAT PaCCMOTPEHHMIO; IPH JIMIHOM
oGpalleHyy TPy Hanuduy QaMuIuy U agpeca HeZOCTalomas NHPOpMAaIys MOXeT OBITh
BOCITOJIHEHA.

Cpox WCIIONHEHMS 3allpOCOB COLMANBHO-IIPABOBOTO XapaKkTepa IpaXaaH W
OpragM3aliii II0 MaTepuanaM apxuBa He [OoIDKeH Ipepbiuars 30 nHe#l co JHA



perucTpanyy obpameHyd. [Ipy CIOXHEIX 3aIIpocax CPOK MOXET OBITH IIPOJJICH, HO HE
Gonee uem Ha 30 gHEN ¢ 00L3aTENLHEIM YBEIOMIICHUEM 00 5TOM 3asBUTEIS.

CpoK WCIIOMHEHUs 3aIlpOCOB C MCIOJNB30BAHUEM TOJBKO HAayYHO-CIPaBOYHOIO
aImapara apxuBa - He Gonee 15 mHell ¢ MOMEHTa PETHCTPalliy OOpaIeHHsL.

ApXUBHEIE CIIPaBKH COCTABIISIOTCS Ha OCHOBAHWH JOKYMEHTOB (IIOLHUHHUKOB H
3aBEPEHHBIX KOMMH), XpaHAIUXCI B AapXWBE; HCIONB30BaHNE HE3aBEPEHHBIX
JIOKyMEHTOB, OTHOCSIIEXCS K BOIPOCY OOpallleHWs, OroBapuUBacTCi B TEKCTE
crpaBku ("HesaBeperHas xomud"). [Ipy OTCyTCTBUY B apXuBe ITOKYMEHTOB,COAEPXKAIINX
CBeICHHA IO 3aMpAlIXBAEMOMY BOIIPOCY, apXUBHAs CIIPABKa MOXKET OBITH BBIIAHA 110
XPaHAIIIMCS B apXHBE [IEYATHEIM MaTepranaM, OTHOCAIIMMCS K IPEMETY OOpalleHus, ¢
TOYHEIM U IIOJHEIM YKa3aHHeM HCTOYHHUKA.

ApDXMBHEIE CIpPaBKH COCTaBISIOTCS II0 YCTaHOBIEHHOM Qopme Ha OnaHke
apXWBHOM CIpaBKY WY 00IieM OJIaHKe OpraHW3allky.

B cmpaBke MPUBOASTCS Ha3BaHUA, JaThl M HOMEpa MOKYMEHTOB W H3JIararoTcs
CBEIEHUS, UMEIOIMECS B HA3BaHHBIX JOKYMEHTax M OTHOCIINMECS K BOIPOCY
obpamenus. V3noxenre NaeTcsl B XPOHOJIIOTHYECKOH IIOCIe0BATENBHOCTH COOBITHIA, a
HE JOKYMEHTOB, B KOTOPBIX OHY OCBEIIAFOTCS.

JlomycKaeTcs TIPUBOUTE B CIIpaBKe BBIACPKKH M3 JOKYMEHTOB, 3aKJIodas UX B
KaBbuKM. Ha3BaHMS OpraHW3alMii B TEKCTE CIPaBKU IIPH IEPBOM YIOTPEOIECHHM
IPUBOMISTCS IIOJHOCTBIO, & B CKOOKax HX OQMIMANLHO NMPUHATHIE COKpAIICHHUS; IPH
ITOBTOPHBIX YIIOMUHAHUSX - TOIBKO COKpAIllEHHEIE.

B crpaBKy BKIFOYAIOTCS TOJIBKO CBEACHHS, YIIOMUHAEMEIE B TOKyMEHTaX.

B TexcTe apXHMBHOM CIPaBKM He [OIyCKAalOTCS KOMMEHTapUM, COOCTBEHHEBIE
BEIBOJIEI MCIIOJTHUTEILS II0 COAEPKAHUIO HCIIONB30BAaHHEBIX JOKYMEHTOB.

ApxuBHas CTIpaBKa IIOANIKCHIBAETCA PyKOBOJUTENEM OPraHU3aIlHH.

ApXWBHEIE KOIWKM ¥ BBEIIACKYA M3 JOKYMEHTOB BBINAIOTCS B COOTBETCTBUH C
3aIIPOCOM.

VIeHTAYHOCTE IIOMIHMHHNKY BBIJIAHHBIX apXWBHBIX KOIWM K BBIIIMCOK 3aBEPACTCS
HOIVCHI0 PYKOBOIUTENS OPTAHM3AIMH I YIIOTHOMOYEHHOIO MM JHIIA (PYKOBOAUTEILS
TIOIpa3esieHys, B COCTaB KOTOPOTO BXOJMT apPXMB) U IEYaTHIO0 OpraHu3aIky.

BrIicka IIPOM3BOOUTCS TONBKO M3 MJOKYMEHTa, B KOTOPOM CONEPXKHUTCS
HECKOJIBKO OTHENBHBIX, HE CBSI3aHHEIX MeXIy co0oif BompocoB. Brinucka HOKHA
BOCIIPOM3BOIUTE MOJHEIA TEKCT YaCTH JOKYMEHTA, OTHOCAILNEHCS K 3ampocy.

JlonmyckaeTcss W3BSTAE W3 apXWUBHBIX e M BbJa4a BIaJelNblaM WM HX
DOJICTBEHHMKAM IIOJJIMHHEIX IIMYHEIX [JOKYMEHTOB O TIPaKIAHCKOM COCTOSHHH, 00
00pa30oBaHUY, TPYAOBEIX KHIDKEK U JIPYTUX, HE IONYyYEHHEIX B CBOE BPEMS BIIANETBIIEM
JTIOKYMEHTOB.

[TomIMHEHEEIE JNWYHEIE JOKYMEHTHI BBIJAIOTCA C pa3pelleHHs DPYKOBOIUTEISL
OpraHM3alliy  3asBUTEIIM 110 IPeAbABICHHM IIacllopTa, HMHOrO JIOKYMEHTa,
YIOCTOBEPSIOIIETO JINYHOCTh, MX POACTBEHHHKAM WM IOBEPECHHBIM JIMIIaM
HOTapHalbHO 3aBEPEHHON JTOBEpEHHOCTH. [10ITHHHEEIE TUYHEIE JOKYMEHTBI MOTYT OBITh
BBICJIAHEl 3aSIBUTEIIO IIEHHEIM IIHCEMOM.

Opramamy TpaBONOpSOKAa W3 apxuBa MOIYT OBITP H3BATHl JOKYMEHTH B
COOTBETCTBHIY C 3aKOHOIaTeIbcTBOM Poccuiickoit @enepanui.

Ha MecTo H3BSTOro JOKyMEHTa B JIETI0 BKIAALIBACTCS CIIpaBKa O BBIIAYE, CHATAS C
HEro KOIHS WX B VYETHBIX apXMBHBEIX JOKYMEHTaX JENacTcs OTMETKa 00 M3bATHH,
YKa3BIBAIOTCS HOMEp, JaTa ¥ Ha3BaHWE JOKyMEHTa-OCHOBAHHUS IS H3BATHI, a TaKKe
pacmucKa MoyJareiis JOKyMeHTa (IpX JIMIHOH’ Iepeade).



[Ipy OTCYyTCTBHM B apXWBE 3allpallliBacMBIX CBEIECHMH OTPUIATENbHBIM OTBET
COCTaBJISETCS Ha OllaHKe NHChMa OpraHM3aluy. B HeM ykasplBaeTca (akT OTCYTCTBHS B
IOKYMEHTaX apXyBa HHTEPECYIOIIMX 3asgBUTENd CBEJEHHMH M MAIOTCS PEKOMEHMAIWH,
KyZa ClIeayeT oOpaTuThCs 32 HeoOXOAUMOH HHbopManueh. B caydasx oTpALAaTeIbHOIO
OTBETAa, CONEPIKAIIEr0 CBeIEHUS 00 OTCYTCTBHM B apXHBE HEOOXOIMMEIX OKYMEHTOB
BCJIEICTBHE UX r'MOEy WK yTPaTHL.



