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YaCTHOTO JIONIKOJIBHOTO 00pa30BaTeIbHOTO yupexaeHus «Jlerckuit camx Ne 198
OTKPBITOTO aKIIMOHEPHOTO o01IecTBa «Poccuiickue xeyne3Hbie JopoTr»

1.001me moJ1oKeHus

1.1.B yacTHOM [IOMIKOJBHOM OOpa30BaTEIbHOM YUpexaeHuu «JleTckuii can
Ne 198 otkpsiToro akimonepHoro ooiectBa «Poccuiickue xene3Hsie J0poru» (aanee -
VYupexxaeHue) Uisi XpaHEHHs] 3aKOHYEHHBIX JEJIONPOU3BOJICTBOM JIOKYMEHTOB
CO3/1a€TCs apXUB.

1.2.YupexneHve BbIIEISICT MOJ apXUB MOMELICHHE, OTBevarouiee TpeOOBaHUSAM
o0ecrneueHns: COXpaHHOCTH IOKYMEHTOB, a TAK)Ke€ COOTBETCTBYIOIIEe 000pyA0BaHNUE.

1.3.3aBeroBaHMEM apXUBOM OCYILECTBIISET 3aBEYIOIINM JIETCKUM CaZOM.

1.4.B cBoeii paboTe apXHMB YUpPEKIEHUS PYKOBOJICTBYETCS 3aKOHOAATEIbHBIMHU
aktamMu Poccuiickon @enepanuu 1o apXUBHOMY A€y, HOPMaTUBHO-METOIUYECKUMU
IokyMeHTamu MunKynbTypbl Poccnu u denepaibHOro apXuBHOTO areHTcTBa Poccuu,
IIPUKAa3aMU U YKa3aHUSAMU PYKOBOIUTEIIS YUPEKIACHUA U HACTOALLHUM I1OJIOKECHUEM.

1.5.KoHTponb 3a [€ATEIBHOCTBIO apXUBa OCYLIECTBISIET PYKOBOJUTEID
YUPEKIACHMUSL.



2.CocTaB JOKYMEHTOB apXHBa

B apxuB nepenarorcs:

2.1.3akOHYEHHbIE  JCNOMPOM3BOACTBOM  JOKYMEHTHI, OOpa3oBaBIIMECS B
JESITEIbHOCTH YUPEKICHUS:

- JIeJia TIOCTOSIHHOTO XPaHEHUS:

- nena BpeMeHHoro (cBeiie 10 j1eT) cpoka XpaHeHus;

- TOKYMEHTHI 110 JINYHOMY COCTaBY;

- JIOKyMEHTBl  IIOCTOSSHHOTO  XpaHEHHs M 10  JIMYHOMY  COCTaBy
YUPEXKICHUA-TIPE/IIECTBEHHUKOB;

- CIpPaBOYHBIM ammapar K JOKyMEHTaM apxuBa (OIUCH, HOMEHKIATYpPbI €7,
KapTOTEKH U T. I1.).

3.3agaum U QyHKUUM apXuBa

3.1.OCHOBHBIMU 3aja4aMH apXHUBA SIBIISIOTCS:

- KOMIUICKTOBAaHHWE apXWBa JOKYMEHTAMH, COCTaB KOTOPBIX TNIPEIyCMOTpPEH
pazziesioM 2 HaCTOSIIETO MOJOKECHUS;

- o0ecTieueHIEe COXPAHHOCTH M YUET MPHUHSTHIX Ha XpaHEHUE TOKYMEHTOB:

- YIPEKICHNUE PAKTUICCKOMN pabOThI, CBI3aHHOM C HCIIOIh30BAaHUEM JOKYMEHTOB,
XPpaHSIINUXCS B apXUBE;

- KOHTPOJIb 32 TMPaBWIbHBIM (OpMHUpPOBAHUEM U OGOPMIICHUEM JTOKYMEHTOB B
JIEIOTIPOU3BOICTBE, OTOOPOM U MOJTOTOBKOM MX K MIEpe/iaue Ha apXHUBHOE XpaHEHHE.

3.2.B COOTBETCTBUM C BBIMOJHAEMBIMU 3ajJlauaMUd apXUB  OCYIIECTBIISACT
cneayromme GyHKIUU:

- IPUHUMAET TIOCJI€ 3aBEPIICHMs JEJONMPOU3BOJICTBA, YUYUTHIBAET WU XPAHUT
oOpa3oBaBIIMeCs B JCATEIBHOCTU YUPEKICHUS JIOKYMEHTBHI, OoOpaboTaHHBIE B
COOTBETCTBHH C JICHCTBYIOIMINMH MPABUIIAMU;

- OpraHu3yeT paboTy MO MOATOTOBKE OMUCEN 3aBEPIICHHBIX JIETOMPOU3BOICTBOM
JTIOKYMEHTOB TIOCTOSTHHOTO XPaHEHHUS U T10 JITYHOMY COCTaBY;

- o0ecreynBaeT MOJIHYI0 COXPAHHOCTh PUHSTHIX HA XpaHEHHUE JCIT;

- CO3/aeT, TIOMOJHSAET M COBEPIICHCTBYET YYCTHO-CIIPABOYHBIA ammapar K
XPaHSIIMIAMCS B apXUBE JIeJIaM U IOKYMEHTaM;

- OpraHU3yeT UCTOJIb30BAHUE XPAHSIINXCS B ApXUBE JJOKYMEHTOB;

- BBIJIACT B YCTAHOBJICHHOM TIOPSIJIKE XPAHSAIIUECS B apPXHUBE Jiea U TOKYMEHTHI JIJIs
WCITOJIb30BAHUS B MMPAKTUUECKHUX U APYTHX IENIX;

- ICTIOJTHSIET 3aITPOCHI YUPEKICHUHN U TpaxKaaH 00 YCTaHOBJICHUH TPYIOBOTO CTaXKa
U TI0 IPYTUM BOIIPOCaM COITMATBLHO-TIPABOBOTO XapaKTepa;

- BEJICT y4YeT BbIIaUM apXHUBHBIX JIET U IOKYMEHTOB, OCYIIIECTBIISET KOHTPOJb 32
CBOEBPEMEHHBIM MX BO3BPAIIIEHUEM B XPAHIIIUIIIE;

- IPOBOAMUT DKCHEPTH3y LIEHHOCTH JOKYMEHTOB, XpaHAUIUMXCS B apXuBe,
CBOEBPEMEHHO OTOMPAET K YHUUYTOKEHHUIO JIeJIa C UCTEKITUMU CPOKAMU XPaHEHUS;

- KOHTPOJIUPYET TNPABWIBHOCTh (opmupoBanuss u  odopmieHHs 1€l B



JEJOMPOU3BOACTBE, OJATOTOBKY JOKYMEHTOB K IIEpPEIaye B apXUB YUPEXKICHHUS;

- B CJIy4Yae 3aKIIOYEHUs C COOTBETCTBYIOIIMM YyupexzacHueM DenepaabHOro
apXMBHOTO areHTcTBa Poccum morosopa o mepenaye Ha TOCYHApPCTBEHHOE XPAaHEHUE
JOKYMEHTOB  YUpPEXJCHHS O0O0eCleyrMBacT TMOATOTOBKY JTHX JOKYMEHTOB U
CBOEBPEMEHHOE NPEJICTABICHUE OMMCHU JI€] NOCTOSHHOIO XPAHEHUS! Ha YTBEPKIACHHUE
AKCHEPTHO-MIPOBEPOYHON KOMUCCHH YKAa3aHHOTO apXUBHOTO YUPEKICHHUS.

4 IlpaBa apxuBa

4.1.B 1ienx BBINOJHEHUS BO3JIOKEHHBIX 33/1a4 M (YHKIMHM apXyUB UMEET MPaBo:

- KOHTPOJMPOBATH COOJIIOJICHUE B YUPEKICHUU YCTAHOBJICHHBIX MPaBUiI pabOTHI C
JOKYMEHTaMH, O0ECIIeUeHUsI UX COXPAHHOCTH, KayecTBa OTOOpa U MOATOTOBKH JIEd K
nepesavye Ha apXUBHOE XPaHEHUE;

- paccMaTpuBaTh MPEJIOKEHUS, HAINpaBICHHBIE HA YIYUIICHUE YUYPEKICHHS
paboThl MO OQOPMIICHUIO JTOKYMEHTOB, (DOPMHUpPOBAHWIO MX B JieJia, IMOJTOTOBKE
JIOKyMEHTOB K II€pe/iaue Ha apXUBHOE XPaHEHHUE;

- IPEJICTAaBIISAITh B YCTAHOBJICHHOM TMOPSAKE 3asBKM Ha OOECIEYEeHHE apXuBa
HE00XO0IMMBIM 000PYIOBAaHUEM U MaTepuaiaMu, MPOBEACHUE PEMOHTHBIX pa0oT U T.II..

5.0pranusanusi J0KyMeHTOB B apXuBe

5.1.JIokyMeHTaNbHBIN 1 apXUBHBIN (POH]T yUPEKICHUSI.

Bcs cOBOKYIMHOCTH JJOKYMEHTOB, 00Opa3ylOUIUXCA B JAEATEIbHOCTH YUPEKICHUS,
COCTaBJISIET €€ JJOKYMEHTaIbHbBIN (POH]I.

JIoKyMeHTbI, oOpa3yromuecs B ACSITEIbHOCTH YUPEXKICHHUS 0 CPOKaM XpaHEHHUs
NOJIpa3eAtoTCs Ha:

- TOKYMEHTbI BpEMEHHOT0 cpoka XpaHeHus (10 10 J1eT BKIIOYUTENBHO);

- TOKYMEHTHI JTIOJITOBPEMEHHOTO cpoka xpaHeHus (cBeime 10 ner);

- TOKYMEHTBI IOCTOSTHHOTO (BEYHOI'0) XpaHEHHUS,

5.2.0pranuzarnus JOKYMEHTOB B Ipeeax apXuBHOTO (poHMa.

OCHOBHBIE TIOHATHUS U TPEOOBAHUA.

B npenenax apxuBHOTO (hOHAA YIETHO-KIACCU(PUKATMOHHON SIMHUIICH SIBIISICTCS
eIMHUIIA XpAaHCHHUS JOKYMEHTOB. EJMHMIIBI XpaHEHHS OJKHBI OBITH OIHCAHBI,
CUCTEMAaTHU3UPOBaHbl, BHECEHBI B ONMHUCHU U O(POPMIIEHBI B TOPSAKE, 00ECIIEYNBAIOIIEM
UX Y4YeT, IOUCK U UCTIOJIb30BaHUE.

Enunuuel xpaneHus (gena) apXMBHOTO (pOHIA CUCTEMATH3UPYIOTCS B IMpenaeax
donma cormacHo cxeMe cucrematusanuu. CucremaTuzanus TOKYMEHTOB (oHIa
OPOBOAMUTCA B JIEJONPOM3BOJACTBE U B apXUBE YUPEXKIEHHUS IMpPH TOJATOTOBKE
JIOKYMEHTOB K IIepeJiaue B roCy/1apCTBEHHbIEC apXUBBI.

5.3.0Opranuzaius 10KyMEHTOB IO JTUYHOMY COCTaBY.

JIOKyMEeHTbl 1O JMYHOMY COCTaBY BBIJIEISIOTCS B OCOOyH0 Tpynmy,
CUCTEMATU3HUPYIOTCS 000CO0JIEHHO U BKIIFOYAIOTCS B OTJEIbHYIO OMKChH.

PeructpanrionHo-y4eTHble (OPMbI JOKYMEHTOB IO JUYHOMY COCTaBYy (KHHTH,



JKypHajbpl ydyeTa IMpPUKA30B O IpUEME, MEPEBOJAE, YBOJbHEHUHU, JIMYHBIX KapTOYEK,
JUYHBIX J€J1, COIJAIICHHWH, TPYAOBBIX JIOTOBOPOB M Jp.) BKJIKOYAKOTCA B OIKCH
JOKYMEHTOB MO JJUYHOMY COCTABY.

Ha nuuHble fea yBOJIEHHBIX COTPYJHUKOB COCTABISETCS OT/AENIbHAS OIHUCH.

Jlena 1o JMYHOMY COCTaBYy CHCTEMATHU3HMPYIOTCS IO XPOHOJIOTMYECKOMY
IPU3HAKY.

B mpenenax xaxmoro roaa jena Mo JMYHOMY COCTaBY CHUCTEMATH3UPYIOTCS IO
CTENEHU BaXHOCTH - MPUKA3bl O 3aYMCIIEHUU HA paboTy, MepEMEIIECHNH, YBOJIbHEHNUH,
CIMCKH, )KypHAJIbl Y4E€Ta JOKYMEHTOB IO JJUYHOMY COCTaBY, IPYrU€ PETUCTPALIMOHHO-
-Y4ETHBIE IOKyMEHTBHI, IUYHBIE JIeTa.

JInuHble €na U JIMYHBIE KAPTOUKHU YBOJIEHHBIX COTPYIHHMKOB OTHOCSITCS K TOXY
YBOJBHEHUS M CHUCTEMATH3UPYIOTCA B MpeAesiax KaXJIoW Ipynmnsl Mo andaBuTy
bamunuii.

6. YueT 10KyMeHTOB B apXHuBe

6.1.00mue TpeboBaHMS K yUETy TOKYMEHTOB.

YdeT NOKyMEHTOB B apXHMBE YUPEKICHHUS - 3TO OMpEJCNICHHE WX KOJMYECTBA H
cocTaBa B YCTAaHOBJEHHBIX €IUMHUIAX ydera U (ukcauus (perucrparus)
MPUHAICKHOCTH KaXKJIO0U €TUHUIIBI YUeTa K OMPE/IeICHHOMY KOMILUIEKCY U 00IIIero ux
KOJIMYECTBA B YYETHBIX JOKYMEHTAX.

[Tog y4eTHBIM HOKYMEHTOM IIOHUMAETCS JOKYMEHT YCTAaHOBIICHHOW (DOpMBI,
(bUKCUPYIONUH TOCTYIIJICHUE, BBIOBITHE, KOJMYECTBO, COCTAB U COCTOSIHUE apXHUBHBIX
JIOKyMEHTOB B €IMHHIIAX y4YeTa.

YyeT [OKyMEHTOB a apXuBe YUYPEXKICHUS SBISICTCS OJIHUM U3 CPEICTB
oOecrieueHus: UX COXPAHHOCTU U KOHTPOJIS 32 UX HATUYUEM.

YdeTy moanexar BCE XpaHAILIUECS B apXUBE YUPEKACHHUS IOKYMEHTHI, B TOM
YHCIie HEOMMCAHHBIE U HEMPOUIBHBIE 1711 TaHHOTO apXHBa.

Y4eT mpou3BOAUTCS TYTEM IPHUCBOCHUS apPXWBHBIM JIOKYMEHTaM (€IUHHUIIAM
ydeTa, €IWHUIIAM XPaHEHHWs) YYETHBIX HOMEPOB, SIBJISIOIIMXCS YaCcThIO apXHWBHOTO
mudpa.

ApxuBHbI mmdp - 0003HAUCHNE, HAHOCUMOE Ha KKIYIO CIUHUILY XPAHCHHS C
1eabl0 OOeCreYeHusl ee ydera W WACHTHU(UKAIMU. APXUBHBIA MHQPP COCTOUT H3
HOMEPOB: apXUBHOTO (POH/IA IO CIHCKY (POHIOB apXHBa YUPEIKIACHUS U Uepe3 Ipo0k 10
CIUCKY (DOHIOB TOCYJapCTBEHHOTO apXHWBa, UICTOYHUKOM KOMIUIEKTOBAHHUS KOTOPOTO
SBJISICTCS YUPEKICHUE, apXUBHON KOJUICKITUH, OTIMCH, SIUHUIIBI XPaHEHUS.

Homep apxuBHOro (oHma mpucBamBaeTcs TOCYAAPCTBEHHBIM apXWBOM TIOCIIC
oopmileHHsI TIEPBOrO TOCTYIUICHUS JIOKYMEHTOB YUpPEXACHHUS Ha TMOCTOSHHOE
XpaHCHHE.

6.2.Eqununpl yuera.

OCHOBHBIMM €IMHUIIAMH Y4eTa JIOKYMEHTOB HE3aBUCUMO OT BUJIa HOCUTEJIS,
croco0a ¥ TEXHUKH 3aKperyieHus: UHGOpMAaIUK SBISIOTCS:



- apXUBHBIN (POH[, ApXUBHAS KOJIICKIHS;

- €IMHULA XPaHECHHUS.

HeobpaboTtanHble TOKyMEHTHI (POCCHITIB) YIUTHIBAIOTCS U3 pacueTa 150 JucTOB B
OJIHOW YCJIOBHOM €IMHULIEC XPaHEHUS.

Enununa xpaHeHus: - puU3n4ecK 00OCOOJIEHHBbIE JOKYMEHT WM COBOKYITHOCTH
JIOKYMEHTOB, UMEIOIIINE CAMOCTOSITENIbHBIE 3HAUECHUE.

EnvHuna xpaHeHUs TOKYMEHTOB Ha OyMaKHOH OCHOBE (ZI€J10) COBOKYITHOCTb
JIOKYMEHTOB, OT/AEJIbHBIA JJOKYMEHT, 3aKJII0UEHHbIE B 000COOJIEHHYIO 00JIOKKY, NAIKY.

VY4er NOKyMEHTOB B apXHMBE YUPEXKJIEHHUS CTPOUTCS HAa OCHOBE COOJIOACHMS
HIPUHLIUIIOB!

LEHTpAJIN3allii, BBIPAKEHHOM B TPUMEHEHHHM C€IMHBIX CIWHHI] YYETa;
YHU(HUKAMU, OCHOBAaHHOW Ha COOJIIOJIGHUU MPEEMCTBEHHOCTH YyuyeTa apXUBHBIX
JIOKYMEHTOB Ha BCEX CTaAMsIX pabOThl C HUMH; JTHUHAMHYHOCTH, OOecleurnBaeMou
CBOEBPEMEHHBIM U ONEPATHUBHBIM BHECEHMEM M3MEHEHHH B YUETHBIE JOKYMEHTHI WU
COCTABJICHHEM HOBBIX YYETHBIX JOKYMEHTOB; IIOJHOTHI U JIOCTOBEPHOCTHU yUeTa.

[Topsimok 1OCTyna K y4E€THBIM JOKYMEHTaM, a TakKe K YYETHhIM 0a3zaM JaHHBIX
apXvBa YUYPEXKIECHUS OIpEAeNsieTcs] MPUKAa30M 3aBEAyIOLIEro JIEeTCKUM cajgoMm. Bcee
YYETHbIE JOKYMEHTBl apXMBa YUPEKIEHHUS IOJDKHBI XPAHUThCS B XpaHWUJIUIIE Ha
METaJUIMYECKHUX CTEIUIaXKax.

7. IlopsioKk BeleHUsI OCHOBHBIX YUETHBIX JOKYMEHTOB
7.1.0cHOBaHUEM KaXKJIOM 3aITUCH B OCHOBHBIX YUETHBIX JOKYMEHTAX SIBIISCTCS:

- npu nOCMynjieHuU 0OKYMEHMO08 6 APXUG YUPEeHCOCHUA .

 CJIATOYHBIE OMUCH HA JOKYMEHTHI IIOCTOSTHHOTO, JOJTOBPeMEHHOT0 (CBbIme 10
JIET) XpaHEeHUs U 0 JTUYHOMY COCTaBY;

« CBOJHAs HOMEHKJATypa Jel VyUYpPeXKACHUS WM HOMEHKJIATypa el
CTPYKTYPHOTO TOJApa3eicHus ¢ OPOPMICHHOW HTOTOBON 3alUChI0O O KOJIHYECTBE
3aBEICHHBIX M 3aKOHYCHHBIX JICIT.

- npu 6vl0ObIMUU OOKYMEHM 08 U3 APXUEA YUPEIHCOCHUA .

® aKT TIpUEMa-Tiepelayd  JIOKYMEHTOB Ha  TIOCTOSHHOE  XpaHCHHWE B
TOCYAapCTBEHHBIA apXUB WIIA aPXUB JIPYTOM YUPEKICHUS;

® aKT BO3BpaTa JIOKYMEHTOB COOCTBEHHUKY;

® aKT O BBIJICJICHUU K YHUUYTOKEHUIO JIOKYMEHTOB, HE TIOJITISKAIUX XPAHECHUIO;

® aKT 0 HE OOHAPYKEHUU JOKYMEHTOB, ITyTH PO3bICKA KOTOPBIX UCUYCPITAHHI;

® AKT O HEHMCITPABUMBIX MOBPEKICHHUIX TOKYMEHTOB;

- HO pe3yIbmamam GbINOTHEHUA GHYMPUAPXUEHBIX padom (cocmaeienus
CB0OHBIX oOnucCell, HAYYHO20 ORUCAHUA OOKYMEHMO08 JIUUHO20 HNPOUCXOIHCOCHUS,
APXUGHBIX KOJIIEKUYUI, COCMABNEHUA OnUcell 0C000 UEHHBIX 0ell U OOKYMEeHMO08,
cmpaxoe020 gonoa u gonoa noav3osanus, co30aHUs 00LEOUHEHHBLIX APXUBHBIX
¢onoos, nposepku:



e akT 00 OOHAPYKEHUH JOKYMEHTOB (HE OTHOCSIIUXCS K TaHHOMY (DOHTY, apXHUBY,
HEYUYTEHHBIX U T.1.).

7.2.KHura yyera mOCTYIJICHUS U BBIOBITHS JJOKYMEHTOB.

Kuura yuyera mocTyrieHUs ¥ BBIOBITHSI JOKYMEHTOB IMpEJHA3HAUEHA JUIs ydeTa
BCEX TEKYIIUX U UTOTOBBIX (Ha 1 SHBaps KaXKI0TO rojia) U3MEHEHUH B COCTaBe U 00beMe
GOHIOB U JIeN B apXUBE YUPEKIACHUS, CBSI3aHHBIX C MPUEMOM, BBIJICICHUEM J€J, HE
NoJJIekKAIINX JaJIbHEHUIIIEMy XpaHEHUIo, Mepelnadyell Jiledl B TOoCYJapCTBEHHBIM WU
npyroit apxuB. KHura ydera mocTyIIeHUs U BBIOBITHS IOKYMEHTOB CIIYKUT OCHOBOM
JUTSL COCTaBIICHUS TUCTOB (DOH/IOB, MACIIOPTA apXHBA.

Kaxxmoe mocTyruieHre Wiy BBIOBITHE TIOMyYaeT CaMOCTOSITCIIBHBINA TOPSIKOBBIN
HOMED.

Ecnu noctyrieHre coCTOUT U3 JOKYMEHTOB HECKOJIBKUX (DOHIOB, TO JaHHBIE 1O
KoMy GoHAY (Ha3BaHUE (POH/IA, €TO HOMEP U T.[.) 3aIHCHIBAIOTCS C HOBOU CTPOKH 32
TEM K€ MOPSTKOBBIM HOMEPOM.

VYyeT nocTymieHuss U BBIOBITUSI IOKYMEHTOB B apXHWBE, XpaHsIIEM OJUH (POH,
BeJIeTCs 0 JIMCTy (hoHa.

ApXUB YUPEKIECHUS CO CIOKHOW CTPYKTYpPOH MOXET YUUTHIBATH B KHUTE ydeTa
MOCTYIJICHUSI ¥ BBIOBITHS JOKYMEHTOB CAMOCTOSITEIBHO MOCTYIUJICHUE WM BBIOBITHE
JIOKYMEHTOB Ka)KJIOTO CTPYKTYPHOTO TOAPA3AECICHUSI.

Ecnu noxymeHThl (OHJA MOCTYyHarOT B apXuB BIIEPBbIE, TO HOMEp (QoHIa
MPOCTABIIACTCSI B KHUTE YyuyeTa IMIOCTYIUICHUS W BBIOBITUS JOKYMEHTOB TIOCTIE
MPUCBOCHUSI €My HoMepa mo cnucky GougoB. Ecnum moctynuBmime JOKYMEHTHI
SBJIAIOTCS 4acThiO (DOHJA, YK€ UMEIOIIETOCs B apXHUBE, TO B COOTBETCTBYIOIIEH rpade
KHUTH YKa3bIBAa€TCS HOMEP, IPUCBOCHHBIN 3TOMY (DOHIY paHee.

ExeroiHo B KHUTE y4eTa MOCTYIICHUS U BHIOBITUSL JOKYMEHTOB MOABOIUTCS UTOT
KOJIMYECTBA MOCTYIMUBIINX U BHIOBIBIIIMX 3a T'OJ] JOKYMEHTOB (A€).

8. Ucnosib30BaHNe JOKYMEHTOB apXHBa

8.1.TlonsTHE UCTIONH30BAHMS TOKYMEHTOB apXHUBa.

Hcnonp30BaHne apXMBHBIX JTOKYMEHTOB - MpUMEHEHUE MH(OPMAaLMU apXUBHBIX
JOKYMEHTOB B KYJbTYPHBIX, HAYYHBIX, [TOJINTHYECKUX, SIKOHOMHUYECKUX LEISIX U AJIs
o0ecriedyeHrs 3aKOHHBIX IIPaB U HHTEPECOB TPak/iaH.

JIOKyMEHTBI apXuBa OpPraHU3alMHU SIBISIOTCS OTKPBITBIMM JUIS HUCIIOJIb30BaHUS
noJib30BatessiMU. VIcKiTioueHne cocTaBisieT JOKYMEHTUpOBaHHas — uHopMarus,
OTHECEHHAsI 3aKOHOAATEJIbHBIMU aKTAMH K KaTETOPUHA OTPAaHUYEHHOTI0 I0CTYMA.

8.2.Ilopaoxk HCHONB30BaHUS JOKYMEHTOB ApxuBHOTro Qonna Poccuiickoit
®denepany, HaAXOASIIUXCA HA BPEMEHHOM XPAaHEHHM B YUPEXKJICHUSIX, ONpenensercs
MU Ha OCHOBe Hacrtosuero [lonoxenus.

8.3.OcHOBHBIMH (pOPMAMHM HCIIOJIB30BAHUS JOKYMEHTOB apXHBa SIBJISIFOTCSI:
MH(POPMHUPOBAHNE O HAJMUMU B aAPXUBE TEX WM UHBIX JOKYMEHTOB M UX COACPKAHUH;
UCIIOJITHEHHE 3alpOCOB I'PayKAaH H OpraHU3aliil COUaIbHO-TIPAaBOBOIO XapaKTepa;



BbIJ]aya JOKYMEHTOB BO BPEMEHHOE T0JIb30BaHHUE.

NudopmupoBanre pyKOBOAWTENS TMPOU3BOAUTECA B (HOpME TEMATHUYECKOM
MO00PKU KO TOKYMEHTOB, K MOA0OPKE KOMWW MpHIAraeTcs TUTYJIBHBIA JIHCT, a
TaKke Py He0OXOAUMOCTH UCTOPUYECKAsI CIIpaBKa, MEPEUCHb U IPYTHE MaTEPUATIBI.

HcnonHeHne 3ampocoB  TPaKJaH MW OpraHM3aluid  COLMAJIbHO-IIPABOBOTO
Xapakrepa.

Nudopmanusi conualbHO-IPABOBOTO XapakTepa IO 3ampocaM TpaxaaH U
opraHu3aluii BbAaeTcss B opMe apXMBHOW CIPABKU, apXWBHOW KOMUU M apXUBHOU
BBITIACKHU.

ApxuBHasi CIpaBka - JIOKYMEHT, COJAEp Kalluil apXWBHYI HH(OpMaIUio o
NpeaMeTe 3ampoca, ¢ YKa3aHMEM MOMCKOBBIX JaHHBIX JIOKYMEHTOB, HA OCHOBAaHUU
KOTOPBIX OHA COCTaBJICHA.

ApXuBHasi KOMHUS - JOKYMEHT, BOCHPOM3BOJAIIMA TEKCT WIM H300pa’KeHHE
apXUBHOTO JJOKYMEHTA, C YKa3aHUEM €r0 MOMCKOBBIX JIaHHBIX.

ApxuBHasi BBIIUCKA - JOKYMEHT, JOCJIOBHO BOCIHPOM3BOJSAIIMNA YacTh TEKCTa
apXUBHOTO JIOKYMEHTa, OTHOCSIIIYIOCSI K OIIPEACICHHOMY BOIPOCY, (PakTy Wi JIUILY, C
yKa3aHUEM MTOMCKOBBIX JaHHBIX IOKYMEHTA.

ApXUBHBIC CIPABKH, BBIIUCKUA U KOMUU BBIIAIOTCS HA OCHOBAHWM MHUChbMEHHOTO
3ampoca IMOoJIb30BaTeNsl, KOTOPhIN JOJDKEH COJEpKaTh HauMEHOBaHWE (M aapec IMpu
MEPECHUIKE) YUpexkAeHUs (apXrBa), KOTOPOH OHHM aJPECOBAHBI; U3JI0KEHHUE CYIIECTBA
3anpoca; (ammwinio, UM M OTYECTBO OOPAIAIOIIETOCs; €ro aJapec, KOHTAKTHHIC
TenedOHbI; ATy U JTUYHYIO MOJIHUCH.

OOpaienus TpaxaaH, B KOTOPBIX OTCYTCTBYIOT (paMUJIMH, ajpeca U IOJITUCH
oOpaIiarnmMxcs, CYUTAIOTCS AHOHUMHBIMH M HE TMOMJIEKAT PACCMOTPEHUIO; TpHU
JUYHOM OOpallleHUH NMPU HAIMYUU (HaMHIIMA U aJpeca HeaocTaroias uHpopmaims
MOXET OBITh BOCIIOJIHCHA.

Cpok HCHOJHEHHS] 3alpoCOB COIMAILHO-NIPABOBOTO XapakTepa TpaxaaH U
OpraHu3alMid O MaTepuallaM apxuBa HE JOJDKEH mnpeBblmath 30 aHEW co JHS
peructpainuu oopanieHus. [Ipu cioxHBIX 3aMpocax CPOK MOKET OBITh IPOJJICH, HO HE
6osiee yeM Ha 30 AHEH ¢ 00sA3aTEIBbHBIM YBEIOMJIEHUEM 00 ATOM 3asiBUTEIIS.

CpoK HCTIOJIHEHHS 3alpOCOB C HCIOJb30BAHUEM TOJBKO HAYYHO-CIIPABOYHOIO
ammapara apxuBa - He Oosiee 15 mHel € MOMEeHTa PEeruCTpaIiK 00paIleHuS.

ApXUBHBIE CIIPABKH COCTABJISIIOTCS HA OCHOBAHUM JIOKYMEHTOB (MOJIJIMHHUKOB U
3aBEpPEHHBIX KOMMWI), XpaHAIIUXCSI B AapPXUBE; WCIOJIb30BAHUE HE3ABEPEHHBIX
JIOKyMEHTOB, OTHOCSIIIIUXCS K BOIPOCY OOpaIleHus, OTOBAPUBACTCS B TEKCTE CIPABKU
("He3aBepennast komus"). IIpy OTCYTCTBHMM B apxXuBe JOKYMEHTOB, COJEpKalIuX
CBEJICHUS TI0 3aIpalinBacMOMYy BOIPOCY, apXUBHAsI CIIPABKa MOXKET OBITh BBIJIaHA IO
XPAHSIIUMCS B apXUBE MEYaTHBIM MaTepHaiaM, OTHOCAIIIMMCS K IPEIMETY 0OpaIieHus,
C TOYHBIM U MOJHBIM YKa3aHUEM HUCTOYHUKA.

ApXMBHBIE CIPAaBKM COCTaBISIOTCS MO YCTAaHOBJIEHHOM ¢opme Ha OJlaHKe
apXMBHOM CITPaBKU UM 00IIEM OJIAHKE YyUPEKIACHHUS.



B cnpaBke npuBOASATCS Ha3BaHUA, AaThl U HOMEPA JTOKYMEHTOB M M3JIararoTCs
CBEJICHUs, HMEIOIIMECS B HA3BAHHBIX JOKYMEHTAaX M OTHOCSIIMECS K BOIPOCY
oOparmmenus. M3no0xkeHre qaeTcs B XpOHOJOTHYECKON TTOCIIEIOBATEILHOCTH COOBITHMA, a
HE JIOKYMEHTOB, B KOTOPBIX OHU OCBEIIAIOTCHI.

Jlommyckaercsi MpUBOAUTH B CIIPABKE BBIAEPKKHU U3 JIOKYMEHTOB, 3aKJIFOYas UX B
KaBbIUKM. Ha3BaHusi opraHuszanuii B TEKCTE CIPaBKU IPHU TMEPBOM YNOTPEeOJIECHUU
MPUBOMSITCS MOJTHOCTBIO, @ B CKOOKax MX O(UIIMAIBbHO MPUHSATHIE COKPAIICHUS; MpU
MMOBTOPHBIX YIIOMUHAHUSX - TOJBKO COKPAILICHHBIE.

B cnpaBKy BKJIIOYArOTCS TOJIBKO CBEJICHUS, YIIOMUHAEMbIE B IOKYMEHTAX.

B Tekcte apXuMBHOW CIpaBKM HE JOMYCKAIOTCS KOMMEHTapUHU, COOCTBEHHBIC
BBIBOJIbI HCIIOJTHUTEIIS HO COJIEP/KAHUIO UCIIOJIBb30BAHHBIX TOKYMEHTOB.

ApxuBHas CIIpaBKa MOANUCHIBAECTCS PYKOBOJIUTEIIEM YUPEKICHUS.

ApXHBHBIE KONHUU M BBIINUCKA W3 JIOKYMEHTOB BBIJAIOTCS B COOTBETCTBHM C
3alpOCOM.

N 1eHTHYHOCTh MOJJIMHHUKY BBIJAHHBIX APXUBHBIX KOMIMWA U BBIITUCOK 3aBEPSIETCA
MOANMUCHIO PYKOBOJUTENSL YUPEKIACHUS WIM YIOJHOMOYEHHOTO UM JIMIa U TepOOBOit
M€YATHIO YUPEKICHUS.

Brinucka mDpOM3BOAUTCS TOJBKO M3 JOKYMEHTA, B KOTOPOM COJACPKHUTCA
HECKOJIbKO OTJICJIbHBIX, HE CBS3aHHBIX MEXKIy CO0OW BOMPOCOB. BhImucka noimkHa
BOCIIPOU3BOJUTH IOJHBIMA TEKCT YaCTH JOKYMEHTA, OTHOCAILIEUCS K 3aIpocCy.

8.4.Jlomryckaercs M3BATHE W3 APXUBHBIX JEJI M BblJadya BIAACNbIlaM WM HUX
POJICTBEHHHKAM TMOJIMHHBIX JIMYHBIX JOKYMEHTOB O TPaKIAHCKOM COCTOSIHUH, 00
o0pa30BaHUU, TPYJOBBIX KHIKEK U JPYTUX, HE TIOJYYCHHBIX B CBOE€ BPEMS BIIAJICIIbIIEM
JIOKYMEHTOB.

[lognvHHBIE JUYHBIE JOKYMEHTBHI BBIJAIOTCS C PA3pPEIICHUS] PYKOBOJIUTEIS
VUPEKIACHHUS 3aABUTEIIAM [0 MPEAbSBICHUM MAaClOpTa, HWHOTO JIOKYMEHTA,
YAOCTOBEPSIIONIETO JIMYHOCTh, KX POACTBEHHHKAM WM JIOBEPEHHBIM JIMIAM
HOTAPUAIBHO 3aBEPEHHOW JOBEPECHHOCTHU. lIoIMHHBIE JIWYHBIE HOKYMEHTHI MOTYT
OBITh BBICJIAHBI 3aSIBUTEIIO IIEHHBIM MUCHMOM.

OpranamMy mpaBoMOpsiIKA M3 apXUBa MOTYT OBITh HU3BITHI JIOKYMEHTHI B
COOTBETCTBHHM C 3aKOHOIATENBCTBOM Poccurickon denepanuu.

Ha mMecTo n3bsaTOro T0KyMEHTa B JI€JI0 BKJIAJBIBAECTCS CIIPABKA O BBLIAYE, CHATAS C
HEro KOMUS WM B YYETHBIX apXUBHBIX JOKYMEHTaX JAENIaeTCsd OTMETKa 00 U3BITHH,
YKa3bIBAIOTCS HOMEP, 1aTa U HA3BaHUE JOKYMEHTA-OCHOBAHUS JJISl U3BATHS, & TAKKE
pacrucka noiyyaresns J0KyMeHTa (MpU JUYHOHN nepeaaye).

8.5.1pu oTcyTcTBUM B apXUBE 3aMpallMBaCMbIX CBEJACHHUN OTPUIIATEIHHBIN OTBET
cocTaBisieTcsl Ha OJlaHKe MUChMa yupexkaeHus. B HeM ykaspiBaeTcst pakT OTCYTCTBHS B
JIOKYMEHTAX apXuBa MUHTEPECYIOIIUX 3aABUTEIISI CBEICHUM U JTAIOTCS PEKOMEHIALNH,
KyJa cieayer oOpaTUThCs 3a Heooxoaumon nHdopmalmeit. B ciayyasx oTpuiiareabHOro
OTBETa, COJICPKAIIETO CBEACHHUS 00 OTCYTCTBUU B apXMBE HEOOXOJIUMBIX JOKYMEHTOB
BCJICZICTBUE UX TMOEIH U yTPATHI.



9. OTBeTCTBEHHOCTH JA0JKHOCTHOIO JINLIA
9.1.10J5KHOCTHOE  JIUIIO, KOTOPOMY IOPYYEHO 3aBEJOBAHUE apXHBOM, HECET
OTBETCTBEHHOCTbH 32 COCTOSIHHE PabOThI apXHBa M BHIMOJIHEHHE BO3JIOKEHHBIX HA HETO
3a71a4 U QyHKIUH.

O BL‘I M H H M KO BA Moanucax: OBYMHHVKOBA HATAJTbA AHATOJIbEBHA
DN: C=RU, OU=3ABEOYOWWM OETCKMM CAOOM, O=4OOY
"NETCKUM CAL N2 198 OAO "PX[", CN=OBYNHHMKOBA
HATAJ-I bﬂ HATANbA AHATOJIbEBHA, ENDOU198@MAIL.RU
OcHoBanue: MOAMNCb OOKYMEHTA

AHATOJ‘I b E B HA MecTtononoxeHue: I.KPACHOAPCK
[ata: 2021.01.01 08:39:39+07'00'



		2021-01-01T08:39:39+0700
	Г.КРАСНОЯРСК
	ОВЧИННИКОВА НАТАЛЬЯ АНАТОЛЬЕВНА
	ПОДПИСЬ ДОКУМЕНТА




