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1. O0mmue mo/10KeHUA

1.1. [Monoxxenue 06 apxue MJIOBY «JICKB Ne61» Menapexuit Ctan pa3paboTaHO B
COOTBETCTBUM C MPUMEPHBIM MOJOXKEHUEM 00 apXWMBE OPraHu3aluy, YTBEPKACHHBIM
npuka3zom Pocapxusa ot 11.04.2018 Ne 42.

1.2. Apxus MJZIOBY «JICKB No61» Menpexknii CtaH  BBICTYNACT WCTOYHHUKOM
KOMIUIEKTOBAHMsI TOCYIJAPCTBCHHBIX, MYHHULMINAIBHBIX ApXHWBOB (Jamee — ApXuB
YupexneHus).

1.3. ApxuB VYupeKIEHUs CO3JACTCI HA MpaBax CTPYKTYPHOTO MOAPA3ACIICHUS,
OCYLIECTBIISIOIIET0 XPAHEHUE, KOMIUIEKTOBAHUE, YUET U UCIIOJIb30BAHUE JTOKYMEHTOB
ApxuBHoro (onaa Poccuiickoii deaepanum, TOKyMEHTOB BPEMEHHBIX (CBbIIIE 10 jeT)
CPOKOB XpaHCHHs, B TOM UYHCJIE€ IO JIMYHOMY COCTaBy, OOPA30BABIUMXCS B
NEATENBHOCTA OPraHv3alyy, a TakKe IOATOTOBKY JOKYMEHTOB K IMEpenaye Ha
NOCTOSIHHOE XPAHECHHWE B TOCYNAPCTBEHHBIH (MYHULIMNAIBHBINA) apXUB, UCTOUYHUKOM
KOMIIJIEKTOBAHUSI KOTOPOTO BBICTYNIAET ACTCKUI Cal.

1.4. ApxuB YupeKIeHus B CBOEH AEATENBHOCTU PYKOBOJACTBYETCA DenepaibHbIM
3akOHOM OT 22.10.2004 Ne 125-®3 «O0 apxuBHOM jene B Poccuiickoit deneparmy
(CobOpanue 3akoHomarenbcTBa Poccuiickoit denepanmu, 2004, Ne 43, ct. 4169;

2006, Ne 50, ct. 5280; 2007, Ne 49, ct. 6079; 2008, No 20, ct. 2253; 2010, Ne 19, cr.
2291, Ne 31, c1. 4196; 2013, No 7, c1. 611; 2014, Neo 40, ct. 5320; 2015, No 48, cr.
6723; 2016,Ne 10, ct. 1317, No 22, ct. 3097; 2017, No 25, c1. 3596; 2018, No

1, cr. 19), 3akoHaMK, HOPMATHBHBIMU MPABOBBIMU akTamu Poccuiickoii denepanum,
cyobektoB Poccuiickoii denepanuu B cepe apXMBHOIO Jeia U JEIONPOU3BOJICTRA,
NpaBUIaMU OPraHu3alMi XPAHCHHUs, KOMIUIEKTOBAHHWS, YYE€TA W HCIIOIB30BAHUS
JOKYMEHTOB ApxuBHOro (onaa Poccuiickoii denepaumum W IPyrux apxXUBHBIX
JOKYMEHTOB B TOCYJAPCTBEHHBIX OPraHax, OpraHax MECTHOTO CaMOYIIPABICHUS W
OpraHu3aLusXx.

II. CocTaB 10KyMEHTOB ApXHBa AE€TCKOI0 caaa

2.1. ApxuB YUpEKICHHS XPAHUT:

a) TOKYMEHTbI MOCTOSIHHOTO W BPEMEHHBIX (CBbIlIE 10 JIET) CPOKOB XPaHEHUS, B TOM
YHUCJIE JOKYMEHTHI MO JUYHOMY COCTaBy, oOpa3zoBaBlmecs B aestenbHocTH MJIOBY
«JICKB Ne61» Meapesxunit Ctan

0) TOKYMEHTHI TOCTOSSTHHOTO XPaHEHUS M JIOKYMEHTHI 1O JINYHOMY cocTaBy (hoHAA(OB)
OpraHM3alMi-MPEAIIECTBEHHUKOB (ITPH X HATMYKH ),

B) apXUBHBIC (DOHABI INYHOTO MPOUCXOKACHUS (TIPA UX HATTUYUN ),

r) (hona mosb30BaHus (apxuBa) (MPU HAJTMYWN ),

1) CIIPaBOYHO-TIOMCKOBBIE CPEICTBA K JOKYMEHTAM M YYETHBIE JOKYMEHTHI ApPXHBa
YupexaeHusl.

IIL. 3agaun ApxuBa 1eTcKOro caga

3.1. K 3amauam ApxuBa YUpeKICHHASI OTHOCATCS:

3.1.1. Opranuzaums XpaHeHHsI JOKYMEHTOB, COCTAB KOTOPBIX MPEAYCMOTPEH MMyHKTOM
5 Hacrosuero [lonoxenus.

3.1.2. KommiektoBanue ApxuBa YUpeKICHUS JOKyMEHTaMH, 0Opa30BABLIMMHUCS B
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nearensHoctd MJIOBY «JICKB Ne6 1» Menpexuii Ctan

3.1.3. Y4eT 1OKyMEHTOB, HAXOIALIMXCS HA XPAHEHUN B APXUBE Y UPEKICHHUS.

3.1.4. Hcnonb3oBaHWE JOKYMEHTOB, HAaxOIAIIMXCS HA XPaHCHHMUM B ApXuBE
YupexxaeHusl.

3.1.5. TloarotoBKa W CBOEBpPEMEHHAs NEpenaya AOKYMEHTOB APXMBHOTO (poHIa
Poccmiickoii  depepani  Ha  [OCTOSHHOE  XpaHEHHWE B IOCYIAPCTBEHHBII
(MyHULMOAIBHBIN ) ApXUB.

3.1.6. MeTomuecKkoe pyKOBOJCTBO U KOHTPOJIb (popMupoBaHus U 0(pOPMIICHUS AENT B
CTPYKTYPHBIX MOAPA3ACICHUAX OPraHu3allMi W CBOCBPEMEHHOW mepenayedl ux B
ApXUB YUpPEKICHUS.

IV. ®yaxkuun Apxusa AeTCKOro caaa

4.1. ApxuB YUpekaeHUs OCYIIECTBISAET CAEAYIOIME (PYHKIIHH:

4.1.1. Opranu3yer nNpueM NOKYMEHTOB MOCTOSIHHOTO M BPEMEHHBIX (CBbIE 10 jer)
CPOKOB XpaHCHHs, B TOM UYHCJIE€ MO JIMYHOMY COCTaBy, OOpPA30BaBIUMXCS B
JEATENIBHOCTHA Y UPEXKACHHUS, B COOTBETCTBUM C YTBEPXKIACHHBIM TPa(QUKOM.

4.1.2. Beger y4er NOKYMEHTOB M (POHAOB, HAXOAAIIUXCS HA XPAHCHHUU B ApXHBE
YupexxaeHus.

4.1.3. . IlpeacraBnseT B TOCYAAPCTBEHHBIA (MYHHMLMITAJIbHBIA) apPXWB YYETHBIC
cBeACHHS 00 00BEME M COCTABE XPAHSIIUXCS B APXHBE YUPEXKICHUS NOKYMECHTOB
ApxuBHoro (¢onna Poccuiickoii denepaumm w ApYyrux apXuUBHBIX JOKYMEHTOB B
COOTBETCTBUM C MOPSIAKOM IOCYJIAPCTBEHHOIO y4eTa JOKYMEHTOB ApPXMBHOTO (GoHAA
Poccwuiickoii deaepanuu.

4.1.4. CucremMaru3upyeT ¥ Pa3MEIIacT AOKYMEHTHI, NOCTYNAKIIME HA XPAaHEHUE B
ApxuB VYupexacHus, OOpa30BaBIIMECS B XOJE OCYIIECTBICHHS JCATEIBHOCTH
MJIOBY «JICKB Ne61» Menpexuii CtaH.

4.1.5. OCylmeCTBISAET MOATOTOBKY W IPEACTABIISCT:

a) Ha PaCCMOTPEHHUE U COMIACOBAHUE SKCMEPTHOW KOMUCCUU JAETCKOTO Caaa OMUCH JIEN
NOCTOSIHHOTO XPaHEHUs, BDEMEHHBIX (CBbIIIE 10 JIET) CPOKOB XPAaHEHMS, B TOM YHCIIE
N0 JMYHOMY COCTaBy, & TAKXE AaKThl O BBIICICHHM K YHHUYTOXKCHUIO APXUBHBIX
JOKYMEHTOB, HE MOMJISKAIMMX XPAHEHHWIO, aKThl 00 yTpare MOKYMEHTOB, AKTHI O
HEUCTPABUMBIX MOBPEKIACHUIX APXUBHBIX JOKYMEHTOB;

0) Ha  YTBEPXKACHHE  JKCHOEPTHO-MPOBEPOYHOH  KOMHUCCHMU  (elepalibHOTO
rOCYy/JapCTBEHHOIO apXWBAa WM YIOJHOMOYEHHOIO OpPraHa WCHOJHUTEIIBHON BIIACTH
cyobekra Poccuiickoit denepanuu B cepe apxupHoro aena (nanee — OI1K apxuBHOro
YUPEKICHUS ) OMTUCH JET MOCTOSIHHOTO XPaHCHHS,

B) Ha coryacoBaHue OIIK apXWMBHOTO yUpPEXKICHUS WM TOCYIAapCTBEHHOTO apXxHBa
cyonsekra Poccuiickoit denepanun (MyHUIUNAIEHOTO apXHUBa) B Clydac HAJCICHUS
€r0 COOTBETCTBYOLIMMU MOTHOMOYHSMH OMKUCH JIENT IO TUYHOMY COCTaBY;,

r) Ha cornacoBanue OIIK apxXMBHOrO y4YpeXIEHHWsS WM TOCYNapCTBEHHOTO apxuBa
cyonsekra Poccuiickoit denepaninn (MyHULIUNAIBHOTO apXyUBa) B CJy4ac HAACICHUS
€r0 COOTBETCTBYIOIIMMM TOJHOMOYMSIMM aKThl 00 yTpare IOKYMEHTOB, aKTBl O
HEUCTPABUMBIX MOBPEKIACHUIX APXUBHBIX JOKYMEHTOB;

1) Ha YTBEPXKACHUE 3aBEIYIOMIEMY JACTCKMM CaJOM OMNUCH J€l1 TMOCTOSHHOTO
XPAHEHUs, OUCU BPEMEHHBIX (CBbILIE 10 JIET) CPOKOB XPAHECHHUS, B TOM YHKCJIEC OMHUCH
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A€l 1O JHWYHOMY COCTaBYy, AaKThl O BBIACICHHUM K YHHYTOXKCHUIO apXHBHBIX
JOKYMEHTOB, HE MOMJISKAIMX XPAHEHHIO, aKThl 00 yTpare MOKYMEHTOB, AKTHI O
HEUCTIPABUMBIX  TIOBPEKACHUSAX  APXUBHBIX  JIOKYMEHTOB,  YTBEP>KACHHBIC
(cormacoBanubie) OIIK wnM rocygapcTBEHHBIM apXWBOM CyObekTa Poccuiickoi
Oenepanii (MyHUOUOAIBHBIM ~ apXMBOM) B ClIy4ae  HAACICHHS  €ro
COOTBETCTBYIOIIUMHU OJTHOMOYHSIMH.

4.1.6. Opranusyet nepenady 10KyMeHTOB ApxuBHOro (onaa Poccuiickoit denepanumn
Ha MOCTOSIHHOE XPAHEHKWE B TOCYAAPCTBEHHBIN (MYHULIMNAIBHBIN ) ApXHUB.

4.1.7. Opranu3yeT M TMPOBOJUT IKCIEPTU3Y LEHHOCTH JOKYMEHTOB BPEMEHHBIX
(cBbimie 10 JIE€T) CPOKOB XpaHEHHMsI, HAXOAAIIUXCS HA XPAHEHUU B APXMBE JETCKOTO
caja, B Hensx 0TOOpa JOKYMEHTOB IJIi BKIIFOUEHUS B COCTaB ApPXHMBHOro (poHaa
Poccuiickoii ®denepaumu, a TakKKE BBISBICHUS JOKYMEHTOB, HE MOAJIEKAIMX
JAJIBHEUIIEMY XPAHEHUIO.

4.1.8. TIpoBOAUT MEPONPUATUS TO OOCCICUCHHUIO COXPAHHOCTU JOKYMEHTOB,
HaXO/AIIAXCS HA XPAHCHUU B APXUBE ACTCKOTO caja.

4.1.9. Opranuzyer HHPOPMUPOBAHUE PYKOBOJCTBA M PAOOTHUKOB OpPraHW3alluud O
COCTaBE W COAECPKAHUU TOKYMEHTOB APXHBA JIETCKOTO Caa.

4.1.10. MudopmupyeT nojp30Baresicid Mo BOMPOCAM MECTOHAXOKJCHUS APXUBHBIX -
JOKYMEHTOB.

4.1.11. Opranuszyer BbIIa4y JOKYMEHTOB M Jel Ajis PpadoThl B YWTAIBHOM
(IPOCMOTPOBOM ) 3aJI€ WJIK BO BPEMEHHOE MOJIb30BAHHUE.

4.1.12. HMcnonmHseT 3anmpockl MOJb30BATEINEH, BBIIACT APXUBHBIE KOIMHA JOKYMEHTOB,
APXUBHBIC BBITUCKU U APXUBHBIE CIIPABKH.

4.1.13. Bener yuer uCnosib30BaHusl JOKYMEHTOB ApXuBa Y UpeKICHUS.

4.1.14. Cozpmaer (OHA MOJB30BAHHS ApXWMBA YUPEXKICHUS W OPraHU3yeT €ro
MCIOJIb30BAHUE.

4.1.15. OcCylIECTBISAET BEACHUE CHPABOYHO-NIOMCKOBBIX CPEIACTB K JOKYMEHTaM
ApxuBa YUpexacHus.

4.1.16. YuacTByeT B pazpaboOTKe JOKYMEHTOB JIETCKOrO caja Mo BOMPOCaM apXUBHOTO
JIENa U AENOMPOU3BOACTBA.

4..17. Oka3bIBaCT METOAMYECKYHO MOMOILB!

a) cuyx0e nenonpousBojactea MJIOBY «JICKB Ne61» Menpexuit CraH B
COCTaBJICHUM HOMEHKIIATYPBI Aei, POPMUPOBAHUU U O(DOPMIIEHUH JIEN,

0) CTPYKTYpPHBIM MOJPA3AC/ICHUSIM W PaOOTHHUKAM JETCKOr0 caja B MOATOTOBKE
JOKYMEHTOB K nepeaade B ApXuB YUpeKIACHUS.

V. YUET JOKYMEHTOB B APXUBE.

5.1. O6wmue TpeOOBaHMs K YUETY JOKYMEHTOB.

Y4eT TOKYMEHTOB B apXUBE OPraHU3ALMU - 3TO OMPEACICHUE UX KOJIMYECTBA U
COCTaBa B

YCTAHOBJICHHBIX €IMHUIIAX yueTa U (Ppukcaius (perucrpaius) NpuHaJIeKHOCTH
KOKI0M €MHHUIBI yYeTa K OMPEeIEHHOMY KOMILIEKCY M OOLIEro WX KOJIMYECTBA B
YUETHBIX JTOKYMEHTaX.

[Ton y4eTHBIM JOKYMEHTOM MOHUMAETCS JOKYMEHT YCTaHOBJICHHOW (POpPMBI,
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(pUKCHUPYIOIIUT TOCTYIIJICHUE, BBIOBITHE, KOJIMYECTBO, COCTAB U COCTOSTHUE apXWUBHBIX
JOKYMEHTOB B €IMHULAX YYETA.

Y4er NOKYMEHTOB B apXWMBE OPraHu3alWd SBISCTCS OJHUM M3 CPEACTB
00eCneYeHUs X COXPAHHOCTH U KOHTPOJIS 32 UX HATUYUEM.

Yd4eTy noanexar BCe XpaHsALIMECS B apXMBE OPraHU3allu JOKYMEHTHI, B TOM
YHCJIE HEOMTMCAHHBIE U HEMPOQUIIBHBIE /ISl JAHHOTO apXHBA.

Y4er Npou3BOAMTCS MyTEM MPHCBOCHUS APXUBHBIM JOKYMEHTaM (€IUHUIIAM
yu€Ta, €IMHULAM XPAHEHUS) YUYETHBIX HOMEPOB, SIBJISIOLIMXCS YAaCThIO APXHBHOIO
mudpa.

ApxuBHBII TP - 0003HAUECHUE, HAHOCUMOE HA KOKAYIO €AMHULLY XPAHEHUS C
LENNbI0 00ECIEYCHHsI €€ ydueTa M WACHTU(PUMKAUMH. ApPXHBHBIA MKUQP COCTOUT H3
HOMEPOB. apxXMBHOTO (PoHAA MO CIUCKY (POHIOB ApXHMBA OPraHU3aluu U 4epe3 Ipodb
N0 CHucKy (OHIOB TOCYJAPCTBEHHOIO ApXHMBA, HCTOYHHKOM KOMILJIEKTOBAHUS
KOTOPOTO SIBJISIETCS OPraHU3alusl, ApXUBHON KOJIJIEKIIMHU, ONTUCH, €TMHUIBI XPAHEHUSI.

Homep apxuBHOro (poHma mpucBamBacTCs TOCYAAPCTBEHHBIM apXHUBOM IMOCIIE
0(OPMJICHUS IEPBOTO  MOCTYIUICHHAST JOKYMEHTOB OPraHu3aldd Ha MOCTOSIHHOE
XPAHEHUE.

5.2. EnquHuIe! yuera.

OCHOBHBIMM €IMHHMIIAMHA Y4YeTa AOKYMEHTOB HE3aBHCMMO OT BUJA HOCHTEIS,
croco0a U TEXHUKH 3aKPETIEHUS] HHPOPMALIMH SBIISTFOTCS:

(] apxuBHBII QOHJ, ApXUBHAS KOJUICKIHS;

] equHUIA XpAHECHUS.

JIOKYMEHTBI JINYHOTO MPOMCXOKACHUS, HE MPOILICAIIAEC HAYYHOTO OMUCAHUS,
YUMTHIBAIOTCS, KAK MTPABUIIO, MO TOKYMEHTAM W JIUCTAM.

HeoOpaGoTaHHble TOKYMEHTHI (POCCHIIb) YUUTHIBAKOTCS U3 pacuera 150 nmuctoB
B OJTHOH YCJIOBHOM €IMHUIIC XPAHCHUSL.

Envnanna xpanenus - gpusndeckn 000COOICHHBIE TOKYMEHT WM COBOKYITHOCTh
JOKYMEHTOB, IMECIOIIUE CAMOCTOSITENIbHBIC 3HAUYEHUE.

Enununa xpaHeHuss TOKyMEHTOB Ha OYMaKHOH OCHOBE (JIEN0) COBOKYMHOCTB
JOKYMEHTOB, OTHEJIbHBIA JOKYMEHT, 3aKIIFOUEHHBIE B O0OOCOOJICHHYHO OOJIOKKY,
nanky.

Y4er TOKYMEHTOB B apXMBE OPraHM3alKM CTPOMTCS HA OCHOBE COOIHOJACHHS
N PUHLIATIOB:

LHEHTPAIM3alil, BBIPAKCHHOM B TMPUMEHEHMH C€OUHBIX CIWHULl YYETa,
YHU(UKAMU, OCHOBAHHOW Ha COONIOJCHWM TPEEMCTBEHHOCTH YYETa ApPXUBHBIX
JOKYMEHTOB Ha BCEX CTAaausiX padOThl ¢ HUMH, AMHAMHYHOCTH, 00ECNEYMBACMOMN
CBOCBPEMEHHBIM M ONEPATHBHBIM BHECCHHEM U3MEHCHUH B YUECTHBIC TOKYMEHTHI WM
COCTaBJIEHUEM HOBBIX YUETHBIX JOKYMEHTOB; MOJHOTHI M TOCTOBEPHOCTH YUETA.

[Topsmok nocTyna K YYETHBIM TOKYMEHTaM, a TAKKE K YUETHBIM 0a3aM JTaHHBIX
apXWBa OPraHM3allid  ONPEIENSIETCS MPUKA30M PYKOBOJACTBA Opranu3auuu. Bce
YUETHBIE TOKYMEHThI apXHBa OPraHu3alui JODKHBI XPAHUTHCA B XpaHWIMUIC (WA
CHELMAIBHO BBIACIICHHOM IMOMENICHUN ) B Cei(pax WA METANTMYECKUX Ka(ax.

VI. HOPAIOK BEAEHUWSA OCHOBHbBIX YYETHBIX TOKYMEHTOB.



6.1. OCHOBaHMEM KKI0M 3aITUCH B OCHOBHBIX YYETHBIX JOKYMEHTAX SIBIISICTCA:

- NpU NOCMYNIEHUU OOKYMEHMOB 8 APXUE OPAHUSAYUU:

[1 choaTouyHble ONHWCH CTPYKTYPHBIX TOApa3leleHuii Ha JOKYMEHTHI
NOCTOSIHHOTO, JOJITOBPEMEHHOTO (CBbIlIE 10 JI€T) XpaHEHHUs U MO JTUYHOMY COCTaBY
(npunoxenue 12);

[J cBomgHasi HOMEHKJaTypa Jed OpraHu3allid UM HOMEHKJIarypa Jen
CTPYKTYPHOIO ToApasAcicHuss ¢ OQOPMIICHHOH WTOTOBOM 3alMCBI) O KOJMYECTBE
3aBEJCHHBIX U 3aKOHYCHHBIX JIEIT.

- Npu 6LIOLIMUL OOKYMEHMOE U3 APXUBA OPSAHUAYUU!

(] akT mpuemMa-nepeNayd JOKYMEHTOB HA TMOCTOSHHOEC XPAHCHHE B
rOCYIapCTBEHHBIN apXUB WJIM apXUB APYTOil OpraHu3aluuy,

[} akT BO3BpaTa IOKyMEHTOB COOCTBEHHUKY

[] aKT O BBIZICNIEHUU K YHUUTOKEHHUIO JOKYMEHTOB, HE TIOJJIeKAINX XPaHEHHIO;

[] akT 0 He OOHapyXeHUH TOKYMEHTOB, ITyTH PO3bICKa KOTOPBIX MCUEPIAHBI;

[] akT 0 HeuCIPaBUMBIX MOBPEXKICHUSIX TOKYyMEHTOB;

- N0 pe3yIemamam GuINOJHEHUS GHYMPUAPXUSHBIX pabom (cocmasieHus
CBOOHBIX ONUCEH, HAYYHO2O — ONUCAHUS OOKYMEHMO8 JUYHO2O HNPOUCXOICOEHUS,
APXUBHBIX KOJLIEKYUH, COCMABIeHus. onuceli 0cobo yeHHvlx Oel U OOKYMEHMO8,
CMpaxoeoeo oHoa u oHOA NONL306ANHUS, CO30AHUS O0O0BEOUHEHHBIX APXUGHBIX
¢onoos, nposepru

[J akT 00 OOHApYXCHWH JOKYMEHTOB (HE OTHOCSIIMXCS K JaHHOMY (OHIY,
aApPXUBY, HEYUTEHHBIX U T.1. ).

KHura ydera nocTymjieHusi 1 BIOBITHS TOKYMEHTOB.

Knura ydera mocTymieHusl U BBIOBITUS TOKYMEHTOB MPEIHA3HAYEHA YISl y4YeTa
BCEX TEKYIIUX W HMTOTOBBIX (Ha 1 sHBaps Ka)KI0ro roja) M3MEHEHWH B COCTABE W
o0beMe (POHIIOB M JIEN B apXHMBE OPraHU3AlMK, CBS3AHHBIX C TPUEMOM, BBIICICHUEM
JIEN, HE MOJUICKAMX AATBHEHIIIEMY XPaHCHUIO, Mepeaadei 1en B TOCYy1apCTBEHHBIN
U Japyroi apxuB. KHura yyera mOCTYIUIEHUS W BBIOBITHS JOKYMEHTOB CITY>KUT
OCHOBO JUIsl COCTaBJICHUS TUCTOB (DOHIOB, MACTIOPTA APXUBA.

Kaknoe noctymieHre uian BbIOBITHE MOIYYAET CAMOCTOSTEIbHBIN MOPSAKOBBIMA
HOMED.

Ecnu noctymieHre coCTOUT U3 JOKYMEHTOB HECKOJIBKUX (DOHIOB, TO JJAHHBIE 11O
Kaxnomy (ouay (HazBaHue (POHMA, €O HOMEP U T.J.) 3aMUCHIBAOTCS ¢ HOBOW CTPOKH
3a TEM K€ MOPSIAKOBBIM HOMEPOM.

Y4eT nocTymieHus: U BbIOBITUS JOKYMEHTOB B apXWBE, XPaHsAIIeM OJuH (HOHI,
BEJIETCA MO JIUCTY (POHAA.

ApXHB OpraHu3alyu CO CJI0KHON CTPYKTYPOIl MOXKET YUMTHIBATh B KHUTE y4yeTa
MOCTYIJIEHUS W BBIOBITHS JOKYMEHTOB CAMOCTOSITEJIBHO MOCTYIJIEHUE WM BBIOBITUE
JOKYMEHTOB K&KJOI0  CTPYKTYPHOTO MOAPA3ACICHUS.

Ecnu nokymeHThl (oHAAQ MOCTYyNarOT B apXWB BIEPBBIE, TO HOMEDP (oHIa
MPOCTABJISICTCS. B KHUIE€ Y4ye€Ta MOCTYIJIEHUS M BBIOBITHS JOKYMEHTOB TOCHE
MPUCBOCHUS EMY HOMEpa 1o crucky (GpoHmoB. Ecnu MOCTYMUBIIIME  JOKYMEHTBI
SBJISIFOTCS 4aCThiO (POHJA, YIKE€ UMEIOLIETOCS B apXUBE, TO B COOTBETCTBYIOIICH rpade
KHUTH YKa3bIBAE€TCSI HOMEP, MPUCBOCHHBIN 3TOoMY (oHAY paHee. Ecnu moctynwim wim
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BBIOBUIM HEONTMCAHHBIE JOKYMEHTHI, TO B rpade 6 nemaeTcs OTMETKA: “He OMUCaHBI", a
cBeacHus 00 o0beme narotes B 13 m 14 rpadax.

E>keroHo B KHUIe y4yeTa MOCTYIUICHHS W BBIOBITHSI JOKYMEHTOB IOJBOJIUTCS
UTOT KOJIMYECTBA MOCTYMUBIIMX W BBIOBIBIIMX 32 TOJ TOKYMEHTOB (J€N).

VII. UCITOJIB30OBAHHUE JOKYMEHTOB APXUBA.

7.1. IloHdTHE UCTIONB30BAHUS TOKYMEHTOB apXMBA.

Hcnonb30BaHnEe apXMBHBIX TOKYMEHTOB - PUMEHEHNE HHPOPMALIMKM apXUBHBIX
JOKYMEHTOB B KYJBTYPHBIX, HAYYHBIX, MMOIUTHYECKUX, IKOHOMUYECKUX LEIAX U
T 00€CTIEYCHH S 3aKOHHBIX MTPAB U HHTEPECOB IPAXKIAH.

JIOKyMEHTBI apXUBOB OPraHU3alMi ABIAKOTCA OTKPBITBIMUA I UCIIOJIb30BAHUS
ApXUBOM U IOJIb30BATEIIAMMU.

Hcximrouenue COCTaBJIIET JOKYMECHTUPOBAHHAsA  HMHQpOpMaLMs,

OTHECEHHA
3aKOHOJATEIBHBIMU aKTaMH K KaTErOPUH OIPAHUYEHHOT'0 JOCTYIIA.

[Topsmok HKCHONB30BaHHUS JOKYMEHTOB ApxuBHOro (onma Poccuiickoit
denepanu, HaXOAAMIMXCS HA BPEMEHHOM XPaHEHUH B OPraHU3alUsaX, ONMPEIEseTCs
UMH Ha OCHOBE HacToswero [omoxenus.

OCHOBHBIMH ()OPMaMH HCIIOJIB30BAHMS TOKYMEHTOB apXMBa SBJISIOTCS:
WH(POPMHUPOBAHUE PYKOBOJACTBA M CTPYKTYPHBIX MOAPA3ICICHHUNA OpraHu3anuu, a
TaKOKE APYTUX OpraHu3aniil 0 HAUIWYAKA B apXUBax T€X WJIM WHBIX JOKYMEHTOB U UX
COIEPIKaHNH,

HCIIOJIHEHHE 3alIPOCOB I'PaKIaH U OPraHu3aluii COMAILHO-IIPABOBOIO XapaKTepa,
NOATOTOBKA WH()OPMALIMOHHBIX MEPOITPUATHIA: BBICTABOK, KOHPEPEHIUH U 1Ip.;
BBIJIa4a JOKYMEHTOB BO BPEMEHHOE M0JIb30BAHNUE.

HupopMupoBaHre W HMCIOIHEHHUE 3alpPOCOB PYKOBOIUTENICH OpraHu3aluud
CTPYKTYPHBIX MMOJPa3ACIICHUNA, a TaK)Ke APYIUX OPraHM3aldil OCYIIECTBIIACTCS
ApXUBOM I10 ONPEACICHHOW TEMATHUKE IO 3arpocy WM B WHAIUATUBHOM IIOPSJIKE B
¢opmMe HMHPOPMALMOHHOIO TNHChbMA WJIA CIOPAaBKM O HAJIMYUM B  aAPXHBE
COOTBETCTBYIOIINX

HupopMupoBaHre pPYyKOBOIWTENICH MOXKET MPOU3BOAWUTHCA TaKXKE B (opme
TEMaTUYECKOW NOMOOPKM KONWM MOKYMEHTOB, K MOAOOPKE KOMWIA MpHIIaracTcs
TUTYJBHBIN JIUCT, & TAKKE MPU HEOOXOAUMOCTH ~ MCTOpPUYECKas CIpaBKa, MEPEUYCHb U
JIPYTHE MaTEPHAITEL.

7.2. VIcTIONHEHWE 3ampOoCOB TI'PAKAAH M OPraHU3aluii COLMATIBHO-TIPABOBOIO
Xapakrepa.

HMupopmanys COLMATBHO-MPABOBOIO XapakTepa MO 3ampocaM TPaKIaH M|
OpraHu3alyii BblIacTcs B POpMe apXWMBHOWM CIPABKW, apXWBHON KOMWW M APXWUBHOM
BBITTACKHU.

ApXvBHas cChOpaBKa - JOKYMEHT, COJAECPKAUMNA apXWBHYK HHQOPMALUIO O
IpEAMETE 3arpoca, ¢ yKa3aHWEM IMOUCKOBBIX JAHHBIX AOKYMEHTOB, HA OCHOBAaHHUH
KOTOPBIX OHA COCTABJICHA.



ApXvBHas KOMMS - JOKYMEHT, BOCIPOM3BOAAIIMN TEKCT WIA H300paKCHUE
APXUBHOTO IOKYMEHTA, C YKa3aHUEM €r0 MOMCKOBBIX TAHHBIX.

ApXWBHAas BBIMHCKA - JTOKYMEHT, JOCIIOBHO BOCHPOM3BOJSIIMI YacThb TEKCTa
APXUBHOTO JIOKYMEHTA, OTHOCALIYOCS K ONMPEACIEHHOMY BOMPOCY, (GaKTy WK JTULY, C
YKa3aHHEM MOMCKOBBIX TAHHBIX JOKYMEHTA.

APXWBHBIE CIPABKY, BBIMMCKN W KOMHAW BBIAAKOTCS HA OCHOBAHWM MHACHMEHHOTO

3ampoca
MOJIB30BATEINSI, KOTOPBIM JOKEH CoJepKaTh HAaUMEHOBaHWE (M aapec NpH
MEPECHIIKE ) OpraHu3aliun (apxuBa), KOTOPOH OHW AJPECOBAHBI, W3JI0KCHUE

cyuiecTta 3ampoca; (paMuiaMio, MMs M OTYECTBO OOpAINAKOIIErocs; €ro aapec,
KOHTAKTHBIE TEJIC(POHBI;, 1ATy W JIMYHYO MOANKCH.

OOpauieHus TpaXxaaH, B KOTOPBIX OTCYTCTBYIOT (PaMWJIMH, aapeca U MOAIUCH
oOpalarImmxcs, CYUTAKOTCS AHOHUMHBIMM M HE TMOJUICKAT PACCMOTPEHUIO, MPHU
JUYHOM OOpalllEeHuW Mpy HaMYMU (aMWIMKA U aapeca HehocTaromas WHPOopManus
MO>KET OBITh BOCIIOJIHECHA.

CpOoK HCIOJHEHUST 3alpPOCOB COLMATBHO-MPABOBOTO XapakTepa TPakAaH H
OpraHM3alyii Mo marepuajaM apxWBa HE JOJDKEH mnpesblate 30 aHeidl co aHs
peructpaunmn odpamieHus. [Ipu CIOKHBIX 3aMPOCax CPOK MOKET OBITh MPOJUICH, HO HE
Oonee uem Ha 30 qHEH ¢ 00s3aTEbHBIM YBEAOMIICHHEM 00 3TOM 3asIBUTEIISL.

CpOK MCIOJIHEHUS 3aPOCOB € MCMOJIB30BAHUEM TOJIBKO HAYYHO-CIPABOYHOTO
annapara apxuBa — He Oosiee 15 qHEH ¢ MOMEHTA PErucTpaly OOpaIEHUs!.

APXUBHBIE CIIPABKKM COCTABJISFOTCS HA OCHOBAHUM TOKYMEHTOB (TIOJIMHHUKOB U
3aBEPECHHBIX KOMWi), XpaHAWMXCA B AapXUBE, MCHOIb30BAHUE HE3ABEPEHHBIX
JOKYMEHTOB, OTHOCSILIIMXCSL K BOMPOCY OOpaleHtsl, OTOBAPUBACTCS B TEKCTE CHPABKU
("He3aBepenHas konus"). [Ipy OTCYTCTBAM B apXMBE  JOKYMEHTOB,  COACPXAIIMX
CBEJCHMS 0 3aNpallBacMOMY BOIPOCY, ApXHMBHAs CIPaBKAa MOKET ObITh BbIJAHA IO
XPAHAIMMCST B apXWMBE TICUYATHBIM MaTrepuajaMm, OTHOCSIIMMCS K MPEAMETY
oOpalleHust, C TOYHBIM U MOJIHBIM YKA3aHUEM MCTOYHHUKA.

ApXMBHBIC CIPABKH COCTaBJISIOTCS MO YCTAHOBJIIEHHOH (opMe Ha OJiaHKe
ApPXWBHOM CIPaBKU WK O0IIEM OJTaHKE OpraHU3aLyH.

B cnpaBke npHBOISTCS Ha3BaHMs, ATl 1 HOMEPA JOKYMEHTOB W HM3JIararoTCs
CBEICHMS, WMCIOIIMECS B HA3BAHHBIX JOKYMEHTaX M OTHOCALIMECS K BOIMPOCY
oOpateHust. M3noxxeHne naercss B XpOHOJIOTMYECKOH MOCIEA0BATENBHOCTH COOBITHH,
a HE IOKYMEHTOB, B KOTOPBIX OHU OCBELIAFOTCS.

JlomyckaeTcsi TPUBOJUTE B CIIPABKE BBIACPKKM M3 JOKYMEHTOB, 3aKIIOYasl UX B
KaBbluKWM. Ha3BaHWs opraHm3anuii B TEKCTE CHPaBKW MPU NEPBOM YHNOTPEOICHUU
NPUBOJIATCS MOJIHOCTBIO, & B CKOOKax WX OQUIMAIBHO MPUHATHIE COKPALUEHUS; MPH
NOBTOPHBIX YIOMHHAHUSX - TOJIBKO COKPALICHHBIE.

B cripaBky BKITIOYAKOTCS TONBKO CBEICHUS, YTOMHHACMBIE B TOKYMEHTAX.

B Tekcte apXWBHOH CHOPaBKM HE JOMYCKAKOTCS KOMMEHTApWHU, COOCTBEHHBIE
BBIBOJIbI HCIIOJIHATES 110 COJAEPKAHUIO UCTIOJB30BAHHBIX JTOKYMEHTOB.

ApxXvBHas COpaBKa NOJANUCHIBACTCS PYKOBOIMTENIEM OpraHu3allid WA
NOIPA3ICIICHUS.



ApPXVBHBIE KOMMW M BBIMUCKKA M3 JTOKYMEHTOB BBIIAKOTCS B COOTBETCTBHH C
3aIpOCOM.

NneHTHYHOCTh MOAJMHHUKY BBIJAHHBIX APXUBHBIX KOMUA W BBIHACOK
3aBEPSETCS MOANMUCHI0 PYKOBOAUTENS OPraHU3alK WM YIIOJTHOMOYEHHOTO MM JIALA
(pyKOBOIMTENS TMOAPA3JCICHHAS, B COCTaB KOTOPOrO BXOJWT apxuB) M repOOBOiA
NEYaThIO OPraHu3aluH.

Beimucka Mmpow3BOAWTCS TOJNBKO W3 JOKYMEHTA, B KOTOPOM COJEPKUTCS
HECKOJIBKO OTJIEJIBHBIX, HE CBS3aHHBIX MEXAy COOOH BOMPOCOB. BrImucka moikHA
BOCIPOM3BOAMTH MOJIHBIA TEKCT YaCTH JOKYMEHTA, OTHOCSIIEHCS K 3ampocy.

JlomyCKaeTcsl M3bATHE W3 APXMBHBIX JCT W BbIJAYa BIAACAbLIAM WU KX
POJICTBEHHMKAM TMOJUIMHHBIX JIMYHBIX JOKYMEHTOB O TPAKJAHCKOM COCTOSIHHM, 00
00pa3oBaHKH, TPYAOBBIX KHIKEK U APYTUX, HE  TMOJIYYEHHBIX B CBOE  BpeMs
BIAACIBLEM TOKYMEHTOB.

[ToanuHHBIE JIMYHBIE MOKYMEHTHI BBIJAKOTCS C Pa3pEUICHHs PYKOBOAMTEIS
OpraHM3ali  3asBUTEJISIM 1O NPEIBbSABICHUM MACMOpTa, WHOrO JOKYMEHTA,
YAOCTOBEPSIOLIETO JINYHOCTD, UX POJCTBEHHUKAM WJIA  JOBEPEHHBIM avam
HOTAPUAJIBHO 3aBEPEHHOW OBEPEHHOCTH. [lOAIMHHBIE JTUYHBIE AOKYMEHTBI MOTYT
OBITH BBICTIAHBI 3aIBUTEIIO HEHHBIM TUCHMOM.

Opranamu MpaBONOpPSAAKAa W3 apXMBa MOTYT OBbITh M3BATHl JOKYMEHTHI B
COOTBETCTBUHM C 3aKOHOIATENLCTBOM Poccuiickoit deaeparuu.

Ha mecTo M3bATOro MOKYMEHTAa B JIENO BKJIAABIBAETCS CHOPABKA O BbIIAYE,
CHSITasi C HErO KONUSl MJIM B YUETHBIX apPXUBHBIX JOKYMEHTAX JIEIAcTCS OTMETKA 00
U3bATUH, YKA3bIBAIOTCS HOMED, 1aTa U HA3BaHUE TOKYMEHTA-OCHOBAHHUS IJISl U3BSTHS,
a TAK>KE PACMUCKa NMOJyvaress JOKyMEeHTa (Mpy JIMYHOHN nepenaye).

[Ipy OTCYTCTBMM B apxXWBE 3ampallliBacMbIX CBEACHHIA OTPUUATEIbHBIA OTBET
COCTaBJIAETCS HA OJIAHKE MUCbMA OpraHu3anuu. B Hem yka3biBaeTcsi (PaKT OTCYTCTBHS
B IOKyMEHTaX apX1Ba MHTEPECYIOIINX 3aIBUTENSI CBEACHUIA U TA0TCA PEKOMEHAALNN,
Kyda cieayer oOpatuTecsi 3a  HeoOxoaumod uwH(popmanumed. B ciydasx
OTPULIATENILHOTO  OTBETA, COJECPKALICT0 CBEACHWS 00 OTCYTCTBHM B apXHBE
HEOOXOUMBIX JTOKYMEHTOB BCIEACTBHE UX THOEIM WIIA YTPATHI.

VIII. IIpaBa ApxuBa JeTCKOro caja

8. ApxuB YUpEKICHHUSI HMMEET MPABO:

a)  TOPEOCTaBIsATh  3aBEAYIOMIEMY  JETCKAM  CaJOM  MPEAJIOKEHUS MO0
COBEPIICHCTBOBAHUKD  OPraHU3alMM  XPAHCHWS, KOMIUICKTOBAaHMWS, Yy4Ye€Ta U
MCITOJIB30BAHUS APXUBHBIX JOKYMEHTOB B APXUBE Y UPEKIACHUS,

0) 3anpammBath B CTPYKTYpHBIX noApazaeiacHusx MJIIOBY «JICKB Ne61» Menpexuii
Cran cBencHUs, HEOOXOAUMBIE AJist PA0OOTHI ApXHBa YUpEKICHHUS,

B) JaBaTh PEKOMEHIAIMN CTPYKTYPHBIM MOIPA3ACTECHUSAM OPraHU3al|y 10 BOIPOCaMm,
OTHOCAILMMCS K KOMIIETEHIIMU APXUBA YUPEIKICHUS,

r) uHGopMHUpoBaTh CTPYKTypHbie oapazaeiacHus MJIOBY «JICKB Ne61» Menpexuid
CraHn 0 HEOOXOAMMOCTH TEpeAaud JOKYMEHTOB B ApXUB YUpEeKICHHS B
COOTBETCTBUM C YTBEPKACHHBIM TPauKOM;



IX. OTBETCTBEHHOCTbD 3ABEAYIOHIEI'O APXNBOM

9.1. JIOM>KHOCTHOE JIUI0, KOTOPOMY MOPYYEHO 3aBEJOBAHUE aPXUBOM, HECET
OTBETCTBEHHOCTH 3a COCTOSIHME PaOO0ThI apXMBa U BBINOJHEHHUE BO3JIOKEHHBIX HA HETO
3a1a4 U (PyHKIHIA.
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