IMpMHATO Ha 3acefaHum

nefarornyeckoro coBseTa MBOOY
MBAOY «OCUHCKMIA AeTCKMiA cag Ne3» [Tckuii cap No3»
npotokon Ne3 ot 20.12.2018 . P.P. NHkeeBa

8r. npuka3s Ne59/2

MOJTOXXEHNE
06 apxvBe MyHULMMNANIbHOTO OHOAKETHOMO AOLLKOIbHOrO 06pa30BaTe/lbHOr0 YUpeXaeH s
«OCUHCKWUIA aeTcKuiA cad No3»

1 OBLWWME MONOXEHNA
11. B MyHuumnanbHOM GHOMKETHOM [AOLLKO/BHOM 06pa3oBaTe/lbHOM yupexkaeHnn «OCUHCKWUIA AEeTCKUIA caf
Ne3» (fanee —YupexaeHue) Ans XpaHeHUs 3aKOHYEHHbIX AeN0NPON3BOACTBOM AOKYMEHTOB CO3AAETCS apXmB.
1.2, Yupex/zeHue BblAenseT noj apxve MOMELLEHME, OTBevarollee TpeboBaHMsSM 06eCreYveHNs COXPaHHOCTU
[AOKYMEHTOB, a TakXKe COOTBETCTBYHOLLiEe 060PYAOBaHNE.
13 3aBefoBaHME apXVMBOM OPYYaeTcs OTBETCTBEHHOMY 3a apxMB /MLy, Ha3Ha4YaeMOMYy MPMKa3oM
PYKOBOAWTENS OpraHu3auun.
14. B cBoeil paboTe apxvB OpraHu3auuM PYKOBOLCTBYETCS 3aKOHOAATe/bHbIMM akTamu Poccuiickoi
degepaumn N0 apxXmBHOMY feny, HOPMATMBHO-METOAMYECKUMM [OKYMeHTamn MUHKybTypbl Poccun u
®efepa/lbHOr0  apxXvMBHOTO areHTCTBa Poccuun, nprkasamum W yKasaHUsMWU PYKOBOACTBa OpraHvsauum u
HaCTOALLMM MOJOXKEHVEM.
15. KOHTponb 3a [eATeNbHOCTbIO apXumBa OCYLLECTBNSET PYKOBOACTBO OpraHu3auum Wi CTPYKTYPHOro
noapasaeneHuns, B COCTaB KOTOPOro BXOAWT apXyB.

2. COCTAB JOKYMEHTOB APXVBA

B apxuB nepepatotcs:

2.1. 3aKOHYeHHble [enonpons3BOACTBOM LOKYMEHTbI, 06pa30oBaBLUNECS B AeATENbHOCTY OpraHu3aumn uee
CTPYKTYPHbIX MOAPa3LeNneHuiA:

- [iena rnoCTOSAHHOr0 XpaHeHus;

- [Jena BpemMeHHOro (csbiwwe 10 1IeT) cpoka XpaHeHus;

- JOKYMEHTbI 0 JIMYHOMY COCTaBy;

-[LOKYMEHTbI MOCTOAHHOI0 XpaHeHWs 1 Mo IMYHOMY COCTaBY OpraHu3aLmnii-npesLecTBeHHUKOB:

- CMpaBOYHbI/ annapar K JOKyMeHTam apxuBa (Onmcu, HOMEHKNATYpPbI [ie/l, KapTOTeKN U T. .).

3. SAJAUYN N DYHKLN APXNBA

3.1 .OcHOBHbIMK 33fa4aMmn apXxmBa ABAAKOTCH:
- KOMI/IEKTOBaHWe apxmBa [OKYMeHTaMMW, COCTaB KOTOPbIX MPeLyCMOTPeH pas3fenom 2 HaCTOALWero
MOJSIOXKEHNS;

- obecneyeHVe COXPaAHHOCTU M YYeT MPUHATBIX Ha XpaHeHWe LOKYMEHTOB;

- OpraHusauma npakTUYecKol paboTbl, CBA3aHHON C MCMO/b30BAHWEM [OKYMEHTOB, XPaHALLMXCS B apXuBe;
- KOHTPO/b 3a NpaBu/ibHbIM (HOPMUPOBaHMEM N OHOPM/IEHMEM [OKYMEHTOB B [€/I0NPOM3BOACTBE, OTOOPOM U
MOArOTOBKOM WX K nepegaye Ha apXMBHOE XpaHeHMe.

3.2. B COOTBETCTBUMM C BbINOSHAEMbIMU  33fa4aMy  apXMB  OCYLLECTBASET Cregytowmne  yHKUMK:
- MPYHUMaET Moc/e 3aBepLUeHNs 4e/ONPOM3BOACTBA, YUUTLIBAET M XPaHUT 06pa30BaBLUMECS B LeATe/IbHOCTM
opraHusaumMm  [OKYMeHTbl,  00paboTaHHble B  COOTBETCTBMM  C  [EACTBYHOWWMMW  MpaBuIaMu:
- OpraHusyeT paboTy No NOArOTOBKE OMWCEN 3aBepLUEHHbIX 4eN0NPOU3BOACTBOM AOKYMEHTOB MOCTOSHHOIO
XPaHeHus 1 no IMYHOMY COCTaBy;

- OCYLUeCTB/AET Y4YeT MO0 HOMeHKnatypam Aen, HaxoAaWwmMxcad B CTPYKTYPHbIX nogpasgeneHusx (y
NCNOMHUTENEN) LOKYMEHTOB BPEMEHHOIO XpaHEeHMS;

- 006ecneymBaeT MosHYH COXPaHHOCTb MPUHATLIX Ha XpaHeHWe fen;

- CO3J@aeT, MOMOJHAET W COBEPLUEHCTBYET YYETHO-CMPaBOYHbIV annapaTr K XpaHAWMMCs B apxuBe fefiaM

AOKYMeHTaMm;
- OpraHm3yeT MCMO/b30BaHMe XPaHSILLWXCA B apXMBE JOKYMEHTOB;

- MH(OPMMPYeT PYKOBOACTBO ¥ PaGOTHNKOB OpraHu13aLm 0 CoCTaBe U CofepXaHun JOKYMEeHTOB apXuBa:

- BblaeT B YCTaHOB/IEHHOM TOPSAKE XpaHALIMECS B apxvBe f[ena W AOKYMEHTbl A1 WCMOMb30BaHUA B

MPaKTUYECKNX U APYTNX LEeNax;



- VCMOMHSAET 3anpochl YUPEXAEHWA U rpakaaH 06 yCTaHOBNEHMM TPYAOBOrO CTaka M Mo ApyruM BOMpOcam
coLManbHO-NPaBoOBOr0 XapaKTepa;
- BEAET YYeT BblJauyM apXMBHbIX AEN W [OKYMEHTOB, OCYLUECTB/SIET KOHTPO/b 3a CBOEBPEMEHHbIM WX

BO3BPALLEHVEM B XPaHW/ULLE;

- MPOBOAWT 3KCMEPTW3Yy LIEHHOCTM [OKYMEHTOB, XpaHSLUMXCA B apXvBe, CBOEBPEMEHHO OTOMpaeT K
YHUUTOXEHWNIO fieNa C UCTEKLLIMMU CPOKaMU XPaHEHWS;

- OKa3blBaeT MeTOAMYECKYHO NMOMOLLb Cy>XK6e AeN0NPON3BOACTBA OpraHM3aLMy B COCTaB/IEHUM HOMEHKATYPbI
JeN, KOHTPONMMPYeT MpaBUIbHOCTL (POPMMPOBAHUS U OCDOPMIIEHMS [en B AeNONPOU3BOACTBE, MOArOTOBKY
[OKYMEHTOB K nepesave B apxuB opraHmsauuu;
- B CNyyae 3aK/IOYEHWs C COOTBETCTBYHLIMM yupexzaeHneM deaepasbHOro apxMBHOFO areHTcTea Poccum
[0roBopa 0 nepefaye Ha rocyfapCTBEHHOE XpaHeHWe [OKYMEHTOB OpraHu3auum o6ecneymBaeT MOArOTOBKY
3TVX [OKYMEHTOB U CBOEBPEMEHHOE MNpPEeACTaBNEHME OMUCU Ae/l MOCTOSIHHOTO XPaHEHUs Ha YTBEpXAeHUe
3KCMEePTHO-NPOBEPOYHON KOMUCCHMN YKA3aHHOTO apXVBHOTO YUPEXAEHUS.

4. TIPABA APXVIBA
4.1. B uUensax  BbIMOMHEHUS  BO3/IOXKEHHbIX  3ada4 WM (PYHKUMIA  apXvMB  MMEET  Mpaso:
- KOHTPO/MMPOBaTh COO/MOAEHNE B OpraHn3aLuy 1 B ee CTPYKTYPHbIX NOAPa3feNeHnsx yCTaHOBEHHbIX NpaBu
paboTbl C AJOKYMeHTaMu, obecreyeHns MX COXPaHHOCTM, KauecTBa 0TGOpa M MOArOTOBKM AeN K nepefaye Ha
apXVBHOEe XpaHeHWe;
- BHOCUTb Ha PacCMOTPEHVe PYKOBOACTBA OpraHv3auun MpensioXKeHUs, HarpaB/eHHble Ha YnyulleHue B
CTPYKTYPHbIX MOApa3AeneHnsax paboTtbl Mo opopMIEHNIO JOKYMEHTOB, (DOPMUPOBAHUIO UX B A€Na, NOArOTOBKe
[LOKYMEHTOB K nepejaye Ha apxXvBHOE XpaHeHue;
- MpeACTaBNATb B YCTAHOB/IEHHOM MOPSAKE 3asBKM Ha 06ecrneyeHve apxmBa HeOO6X04MMbIM 060pyL0BaHMEM U
maTepviasiaMmun, NpoBeAeHVe PEMOHTHBIX paboT U T. M;
- Y4yacTBOBaTb B OpraHM3yeMblX yupexzaeHuamy defepasibHOr0 apxXMBHOMO areHTcTea Poccuy MeponpuaTusx
MO MOBbLILEHNIO KBa/IM(MKaLMN PabOTHVWKOB BEAOMCTBEHHBLIX apXVBOB W [EeN0NPON3BOACTBEHHBLIX CIyXO,
YUPEXAEHNA 1 NpeanpUATU.

5. OPTAHUSALVA JOKYMEHTOB B APXVBE.

5.1. lOKyMeHTa/IbHbIA 1 apXMBHBIA (POHL, OpraHmn3aumm.

Bca COBOKYMHOCTL JOKYMEHTOB, 06pasyoLMXcs B AeATeNbHOCTY OpraHm3aLm, CocTaBnseT ee
[LOKYMEHTa/TbHbIN (HOH,

[ OKyMeHTbI, 06pasyroLmecs B LeATeNIbHOCTW OpraHm3auuy Mo CPoKam XpaHeHus NOApasfenstoTcs
Ha:

[0 AOKYMEHTbI BPEMEHHOI0 CpoKa XpaHeHus (40 10 neT BK/IOUUTENBHO);

00 AOKYMEHTbI [0/ITOBPEMEHHOI0 CpoKa XpaHeHus (cBbiwe 10 net);

[0 AOKYMEHTbI NOCTOSHHOIO (BEYHOr0) XpaHeHMs.

5.2. OpraHu3ayms JOKYMEHTOB B npejesiax apxXmBHOro (hoHaa.

OCHOBHble MOHATUS ¥ TpeboBaHUS.

B npegenax apXxvBHOro POHAA YUYeTHO-KNACCU(DUKALMOHHON eAVHULIEN ABNAETCA eAMHULA XpaHeHWs
[NOKYMEHTOB. EAMHULBI XpaHeHMs JOKHbI ObITb OMMCaHbl, CUCTEMATU3MPOBAHbI, BHECEHbI B OMCU 1
othopM/ieHbl B NOPsAKe, 06ecneynBaroLLemM X YYeT, NMOUCK U UCMO/b30BaHMe.

EanHuupl XpaHeHus (fena) apXMBHOrO (POHAA CUCTEMATU3UPYHOTCA B npefdenax (poHpa cornacHo
cxeme cuctemartmsauymn. Cuctemarusayms JOKYMEHTOB (DOHAA NPOBOAMUTCA B AeNONPOU3BOACTBE U B
apxuBe OpraHuMsauum npu noAroToBKe LOKYMEHTOB K rnepejaye B rocyAapCTBEHHbIE apXMBbl.

OpraHu3auus JOKyMeHTOB M0 IMYHOMY COCTaBy.

[LOKYMEHTbI M0 IMYHOMY COCTaBY BbIENSHOTCA B OCOBYH rpynmy, CUCTEMATU3NPYIOTCS 060C06/1EHHO
1 BKNIOYAIOTCS B OT/E/bHYHO OMUCh.

PermcTpaLyoHHO-y4YeTHble (OPMbl [JOKYMEHTOB MO JMYHOMY COCTaBY (KHWUIW, >XYpHa/bl YyuyeTa
NMPMKa3oB O MNpuieMe, NEPeBOAE, YBOMbHEHUM, fIMYHBIX KAapTOYeK, NMYHBIX [N, COr/alleHuA,
KOHTPAKTOB M [Ip.) BK/IHOUAIOTCS B OMUCh AOKYMEHTOB MO SIMYHOMY COCTaBY.

Ha nnuHble aena yBOMeHHbIX COTPYAHMKOB MOXET COCTaB/ISTLCA OTAE/bHAs OMUCh.



[lena no MYHOMY COCTaBY, KakK MpaBW/O, CUCTEMATM3UNPYHOTCS MO XPOHOMIOrMUYECKOMY MpU3HaKy. B
apxvBax KPYMHbIX OpraHu3auuii ¢ GOMbLUMM KOMMYECTBOM PaBOTHUKOB MOXET WMCMO/b30BAThCS
CTPYKTYPHO-XPOHOMOTMYECKUIA NPUHLMN CUCTEMATU3ALMN NINYHBIX [EN.

B npeaenax Kaxaoro roga Aena fo SIMYHOMY COCTaBY CMCTEMATM3MPYHOTCA MO CTEMeHW BaKHOCTU -
MPUKasbl O 3a4YNCNIEHUM Ha CNyX6y (B yueGHOe 3aBefieHVMe W T.4.), MepeMeLLeHNN, YBONbHEHWUN
(OKOHYaHWK y4YeBHOro 3aBeAeHUs U T.A.), NMULEBbLIE CUETA, CMIUCKM, YKYpHasibl yyeTa AOKYMEHTOB MO
NIMYHOMY COCTaBY, APYrue PErncTPaLMOHHO-YUETHbIE JOKYMEHTbI, IMUHbIE [ena.

JInuHble aena v MyHble KapTOUKW YBOMEHHbIX COTPYAHUKOB OTHOCATCS K FOZY YBO/bHEHMS 1
CMUCTEMATUMPYIOTCS B Mpeaenax Kaxaol rpynnbl Mo andasuTty hamumnmii.

6. YUET JOKYMEHTOB B APXVBE.

6.1. O6Lme TpeboBaHMS K YYeTY [OKYMEHTOB.

YYeT JOKYMEHTOB B apXM1BE OpraHm13auumn - 3T0 onpeaenieHne NxX KonmyecTsa 1 cocTaBa B
YCTaHOB/IEHHbIX eAuHMLAX y4yeTa M (mkcaums (permctpaums) NpPUHALIEXXHOCTU KaXKOON eAuHULbI
yyeTa K onpefesieHHOMY KOMM/IEKCY M OOLLEro MX KOMMYECTBa B YYETHbIX JOKYMEHTax.

Mog y4YeTHbIM [JOKYMEHTOM MOHWMAeTCA [OKYMEHT YCTaHOB/IEHHOW (DOPMbl, (DMKCUPYHOLLWIA
MOCTyn/IeHNe, BbIObITUE, KOIMYECTBO, COCTaB M COCTOSIHWE apXMBHBIX LOKYMEHTOB B eIMHMLAX Y4eTa.
Y4eT JOKYMEHTOB B apXxvBe OpraHv3auumn SBNSeTCs O4HUM U3 CPefCTB 06ecrneveHns UX COXPaHHOCTM
1 KOHTPOAA 3a UX Ha/IMUMEM.

Y4yeTy nognexar Bce XpaHsLLMecs B apXmBe OpraHv3aummn AOKYMEHTbI, B TOM YMCe HEOMNMCaHHbIE U
HenpounbHbIE AN AaHHOTO apxmBa.

YyeT Npom3BOAMTCA MyTeM MPUCBOEHUS apXMBHbLIM [OKYMeHTam (eguHuuUaM YyyeTa, eavHMLaM
XpaHeHUs!) YYETHbIX HOMEPOB, ABNSAOLLMXCSA YaCTbHO apXMBHOTO LUMGPA.

ApPXMBHbIVA WGP - 0603HAYEHME, HAHOCUMOE Ha KaXKAYH eAMHULLY XpaHeHUs C Lenblo 06ecrneyeHms
ee yyeTa U UAEHTUMKALUMN. APXMBHBIA LINPP COCTOUT M3 HOMEPOB: apXMBHOro (POHAA MO CMUCKY
(hOHOOB apxvBa OpraHM3auuMnm M 4epes Apobb MO CNMCKY (OHAOB FOCYAAPCTBEHHOTO apxmBa,
MCTOYHMKOM KOMM/IEKTOBaHNA KOTOPOro SBASIETCA OpraHv3auusi, apxvBHOM KOMNEKLUMW, OMUCK,
eAMHULbI XPaHEHNS.

Homep apxvBHOro oHAa NprcBavMBaeTCs rocy4apCTBEHHBIM apXMBOM MOC/Ee O(OPMIEHUS NEPBOrO
NOCTYM/IEHNA JOKYMEHTOB OpraHM3aLummn Ha NOCTOSHHOE XPaHeHWe.

6.2. EAMHUUBI yueTa.

OCHOBHbIMX eAVHULLAMM Y4eTa AOKYMEHTOB He3aBMCMMO OT BuAa HOCMTENs, Crocoba U TeXHUKU
3aKpenneHns Hpopmaummn SBASKOTCS:

(] apXMBHbI (DOHA, apXMBHas KOMIEKLMS:

[0 eAMHMLA XPaHEHNS.

[OKYMEHTbl NIMYHOIO MPOUCXOXAEHUS, He NPOLUEALLINe HAy4YHOro OMUCaHWs, Y4YUTbIBAKOTCS, Kak
npasuno, no AOKyMeHTam W1 IMCTaMm.

HeobpaboTaHHble AOKYMEHTbI (POCChIMb) YYMTbIBAKOTCS M3 pacyeTa 150 NMCTOB B OAHOW YCOBHOM
eIMHNLE XpPaHEHNS.

EavHMua XxpaHeHust - (U3NYECKM 060COBMEHHbIE [OKYMEHT WAM COBOKYMHOCTb [OKYMEHTOB,
MMEIOLLIME CaMOCTOSATE/NbHbIE 3HAYEHME.

EAMHMUA XpaHeHUs [OKYMEHTOB Ha OyMaxkHO OCHOBe ([4en0) COBOKYMHOCTb [OKYMEHTOB,
OTAENbHbIA JOKYMEHT, 3aK/IHOUEHHbIE B 060CO6MEHHYO 06/0XKY, Nariky.

Y4eT JOKYMEHTOB B apXVBe OpraHun3aLymn CTpoOMTCA Ha OCHOBE COO/HOAEHUS NMPUHLIMMOB:
LIEHTPaNM3aLUmn, BbIPKEHHOW B NPUMEHEHUN eUHbIX eAVHUL, YYeTa; YHU(UKALMK, OCHOBAHHOW Ha
COO/MOAEHNN MPEEMCTBEHHOCTM Y4eTa apXMBHbIX [AOKYMEHTOB Ha BCEX CTaAusX pPaboTbl C HUMM:
ANHAMUYHOCTW, 0OecrneynBaeMoli CBOEBPEMEHHbIM W OMNepaTUBHbIM BHECEHMEM W3MEHEeHWIA t
YYETHble JOKYMEHTbI WM COCTaBNEHMEM HOBbIX YYETHbIX JOKYMEHTOB; MO/IHOTbI M AOCTOBEpPHOE™

yueTa.
MopsoK AOCTYNa K YYeTHbIM JOKYMEHTaM, a TakxKe K YUYeTHbIM 6a3aM [JaHHbIX apXuBa OpraH13aLum



onpeensieTca nprKasom PyKOBOACTBA OpraHv3aumun. Bce yueTHble JOKYMEHTbI apXvBa OpraHm3aumm
[O/MKHbI XPaHUTLCA B XpaHwnuwe (Mn cneumanbHO BblAENEHHOM MOMELLEeHUM) B cerdax wnm
METa/ININYECKUX LLIKagax.

7. NMOPAAOK BEAEHNA OCHOBHbLIX YYETHbIX JOKYMEHTOB.

7.1. OCHOBaHVEM KaXX[JO0W 3arnncy B OCHOBHbIX YYETHbIX JOKYMEHTaX ABNSETCS:

- NPU NOCTYNNEHUN LOKYMEHTOB B apXmB OpraHusaLmm:

[0 cAaTO4Hble ONUCU CTPYKTYPHbIX NOApasfefieHnin Ha LOKYMEHTbI MOCTOSAHHOTO, [0/ITOBPEMEHHONO
(cBbiwe 10 net) xpaHeHWs ¥ NO IMYHOMY cOCTaBy (NpuioxkeHve 12);

[ cBOAHAA HOMEHK/aTypa Ae/l OpraHnsaumMmn UM HOMeHKnatypa Aen CTPYKTYPHOro noApasaeneHuns ¢
0(hOPM/IEHHO UTOrOBOI 3anMUCbIO O KO/IMYECTBE 3aBefeHHbIX 1 3aKOHYEHHbIX Jen.

. NpY BbIOLITUN JOKYMEHTOB 13 apXvBa OpraHu3auuu:

00 aKT npvema-nepesayn LOKYMEHTOB Ha MOCTOSIHHOE XpaHeHWe B roCyAapCTBEHHbIA apXuB Wi
apxvB Apyrov opraHm3aumu;

[0 aKT BO3BpaTa [JOKYMEHTOB COOCTBEHHWKY;

[J aKT 0 Bblfe/IeHNN K YHUYTOXEHUIO JOKYMEHTOB, He MOAJIEXALLMX XPaHEHWIO;

[0 aKT 0 He 0OHapY>XeHNW JOKYMEHTOB, MyTWN PO3bICKa KOTOPbLIX UCYEpMaHbI;

[J aKT O HencnpaBMMbIX MOBPEXAEHMAX JOKYMEHTOB;

. N0 pe3yNbTaTam BbIMOJHEHNS BHY TPUAPXMBHbIX Pab0T (COCTaBNEeHNsA CBOAHbLIX OMWCENR, Hay4yHOro
onvcaHna [OKYMEHTOB IMYHOIO MPOUCXOXKAEHUSA, apXMBHbIX KOMMEKLWA, COCTaB/eHNs onuceln 0cobo
UEHHbIX Aen U [AOKYMEHTOB, CTPaxoBoro (poHaa W (hoHAa nonb30oBaHWs, CO3LaHWUsA 00beAMHEHHbIX
apXVBHbIX (POHA0B, NPOBEPKY

[0 aKT 06 06Hapy>XeHUN [OKYMEHTOB (He OTHOCALUMXCA K JaHHOMY (DOHZY, apXMBY, HEYYTEHHbIX U
T.4.).

KHura yyeTta noctynneHns 1 BblobITUA LOKYMEHTOB.

KHura ydyeta noctynieHns v BblObITUS [OKYMEHTOB MNpefHa3HayeHa And yyeTa BCEX TeKyLUMX U
UTOroBbIX (Ha 1 AHBaps KaXXAOro rofga) M3MeHeHWn B cocTaBe UM 06beMe (POHALOB W [en B apxmee
opraHu3auun, CBA3aHHbIX C MPUEMOM, BbieNeHNEM [efl, He NOoAMexawmnx fanbHeeMy XpaHeHuHo,
nepefadein fen B rocyfapCTBEHHbIA WM Apyror apxuB. KHura yderta MOCTYMNIEHUS U BblObITUSA
[AOKYMEHTOB CMY>XUT OCHOBOW /11 COCTaBNEHUA NNCTOB (DOHAOB, MacrnopTa apxmBa.

Kaxxgoe nocTynsieHve unm BblObITUE MOMYyYaeT CaMOCTOATE/bHbIA MOPSALKOBbIA HOMEP.

Ecnu noctynneHve COCTOUT M3 [AOKYMEHTOB HECKONIbKMX (POHAOB, TO [JaHHble MO KoMy (hoHL>
(Ha3BaHVe (hoHAR, ero Homep W T.4.) 3arUCbIBalOTCA C HOBOW CTPOKM 3a TEM >ke MOpsiAKOBbIX*
HOMepoM.

Y4yeT NOCTYN/IEHNS N BbIObITUA [OKYMEHTOB B apXmBe, XPaHALLEM OAWMH (DOH[, BEeAEeTCA MO JIACT)
(hoHAa.

ApPX1B OpraHmM3aumMmnm co CNOXKHOW CTPYKTYPO MOXKET YUUTbIBATb B KHUre y4yera MoCTynneHus t
BbIObITUA  [JOKYMEHTOB CaMOCTOATENIbHO MOCTYM/IEHNEe WM BbIObITUE [OKYMEHTOB  KaXKAoMn
CTPYKTYPHOro nogpasgeneHus.

Ecnm gOKyMeHTbI (hoHAa MOCTYnatoT B apXMB BriepBble, TO HOMEP (POHAA MPOCTaBNAETCA B KHUT
y4yeTa MOCTYN/IEHNS W BbIObITUA JOKYMEHTOB MOC/e MPUCBOEHMS eMy HOMepa Mo CrUCKY (POHAOB
Ecnm nmocTtynvBlUME [OKYMEHTbl ABAAKOTCA 4acTbio (JOHAA, YXKE MMEoLWerocs B apxuee, TO
COOTBETCTBYIOLLUEN rpadie KHUMM YKasblBaeTCsi HOMep, MPUCBOEHHbIM 3TOMY (OHAY paHee. Ecnt
NOCTYNWN U BbIObIIN HEOMUCaHHbIE OKYMEHTbI, TO B rpade 6 AenaeTca OTMeTKa: “He onucaHbl",
cBefeHust 06 0b6beme patotcs B 13 1 14 rpadax.

EXerogHo B KHUre y4eTa MOCTYMMEHUA W BbIObITUA [LOKYMEHTOB MOABOAUTCA WUTOr KOMMYECTB
MOCTYMNUBLLMX N BblObIBLUMX 3a oA LOKYMEHTOB (Zen).

8. WNCIMONb3OBAHNE JOKYMEHTOB APXVBA.

8.1. loHATME MCNoNb30BaHUA OKYMEHTOB apXuBa.



cnonb3oBaHne apXMBHbIX [OKYMEHTOB - MPUMEHeHWe WHAOPMaLMM apXMBHbLIX [OKYMEHTOB B
KYNbTYPHbIX, Hay4YHbIX, MOIMTUYECKMX, IKOHOMUYECKUX LIENSX W AN 06ecneyeHnst 3aKoHHbIX MpaB 1
VHTEPECOB rpaXaaH.

JIOKyMeHTbl apXMBOB OpraHu3auuii - sBNSKOTCA  OTKPbITBIMKA AN UCMOMb30BaHWS  apXvBOM U
Mo/b30BATENSAMY.

McKntoUeHve COCTaBNsIET AOKYMEHTMPOBaHHAs UHAOPMAaLIUS, OTHECEHHas!

3aKOHO/ATE/bHbIMY aKTaMK K KaTeropuy orpaHMYeHHOro AocTyna.

MopsaoK 1CMoNb30BaHMS JOKYMEHTOB APXMBHOIO (oHAa Poccuiickoii deaepaLm, HaXoAAWmMXCs Ha
BPEMEHHOM XpaHeHUW B OpraHu3auysx, onpeaensieTcs UMM Ha OCHOBE HacTosILLEro MonoxeHws.
OCHOBHbIMMX (hopMaMi1 MCMO/Mb30BaHKS OKYMEHTOB apXiuBa ABNAIOTCS:

MH(OPMUPOBaHWE PYKOBOACTBA M CTPYKTYPHbIX MOAPAa3feNeHnidi opraHusauun, a Takke ApYrux
OpraH13aLuWii 0 HaIMUMK B apXMBaX TeX UM WHbIX AOKYMEHTOB U UX COAEPXKaHWU;

MCMOJHEHVE 3aMpPOCOB MPaXaaH ¥ OpraH13auyii CoLManbHO-MPaBOBOr0 XapaKTepa;

MOArOTOBKA MH(OPMALMOHHbBIX MEPONPUSTUIA: BbICTABOK, KOH(EPEHLIWIA 1 [p.;

Bblfaya JOKYMEHTOB BO BPEMEHHOE M0/b30BaHue.

NH(popMMpoBaHWEe W WUCMOMHEHVE 3anpoCcoB  PYKOBOAMTENEN  OpraHM3auuMm U CTPYKTYPHbIX
NoApasfdeneHnii, a Takke [ApYrX OpraHv3aUuii OCYLLECTB/SIETCS apXMBOM MO  OMpefeneHHOM
TemaTuMKe MO 3anpocy WM B MHWLMATVMBHOM MOPsAKe B (hopMe WMH(OPMALMOHHONO MUcbMa Wn
CMPaBKW O Ha/IMUMK B aPXMBE COOTBETCTBYHOLLIMX

WH(opMmpoBaH/e pyKOBOAWTENE MOXET NPOM3BOAUTLCA Takke B Jopme TeMaTuyeckoli noa6opku
KONuiA JOKYMEHTOB, K NofGOpKe KOMWIA NpuiaraeTcs TUTYNbHbIA NACT, a Takke Npyu Heo6XoaMMOCTH
MCTOpWYECKas CrpaBKa, nepeyeHb U Apyrue matepuasbi.

8.2. VicnonHeHwue 3anpocoB rpaxaaH 1 opraHu3aumii coumanbHO-NPaBoBOro XapakTepa.
WHhopmaumsa coumanbHO-NpaBoBOr0 XapakTepa Mo 3anpocam rpakaaH WM opraHu3auunii BblgaeTcst B
(hopme apXMBHOI CrpaBKK, apXMBHOW KOMUW 1 apXUBHOW BbIMCKM.

ApXuBHas cnpaBKa - [JOKYMEHT, COAepXaluii apxXMBHYKD WH(OpMaUM0 O MpeameTe 3anpoca, C
yKa3aHMeM MOMCKOBbIX AaHHbIX JOKYMEHTOB, Ha OCHOBAHMW KOTOPbIX OHA COCTaB/EHa.

ApXUBHasA KONWsi - AOKYMEHT, BOCNPOU3BOASALLMIA TEKCT MM M306paXKeHNE apXMBHOMO IOKYMEHTA, C
YKa3aHWEM ero MoMCKOBbIX JaHHbIX.

ApX1BHas BbINWCKA - JOKYMEHT, [JOC/IOBHO BOCMPOM3BOAALLIMIA YacTb TEKCTA apXMBHOTO [OKYMEHTA,
OTHOCALLYIOCS K OMpeAeneHHOMY BOMPOCY, (hakTy WM AuLy, C yKas3aHWEM MOWCKOBbLIX [aHHbIX
[OKYMEHTA.

ApPXMBHbIE CNPaBKK, BbINVCKU 1 KOMUM BbIJAOTCS HA OCHOBAaHWM MCbMEHHOTO 3anpoca
Mo/b30BaTeNs, KOTOPbI JO/MKEH COlepXKaTb HaMeHOBaHWe (M afpec Npu Mepechiike) OpraHM3aLmm
(apxmBa), KOTOPOW OHW afpecoBaHbl; M3MOXEHWE CyLLECTBa 3ampoca; (GamMunnio, UMS U OTYECTBO
06palLiatoLLLErocst; ero aapec, KOHTaKTHbIe TenetoHbl; AaTy U INYHYH NOAMNKCH.

OG6pallleHn s TpakaaH, B KOTOPbIX OTCYTCTBYIOT (hamunmW, agpeca M MOANMCU 0BpaLLiatoLLmXCS,
CUMTAIOTCS AHOHUMHBIMM W He MOANEXAT PAcCMOTPEHMIO; MPU JINYHOM O6pPALLEHUN MPY HAINYUK
(amMmunnm 1 agpeca HefoCTaroLLas MHAOPMALS MOXET GbiTb BOCMOMHEHA.

CpoK MCMOMHEHNs1 3arpoCcoB  COLMANbHO-NPABOBOIO XapakTepa rpaxmaaH W opraHusauuii  no
MaTepuasiaM apxmBa He [O/KeH MnpeBbilwaTh 30 AHEN €O AHA perucTpauumn obpalleHns. Mpy CnoXHbIX
3anpocax CPOK MOXET ObITb MPOASEH, HO He Gonee YeM Ha 30 AHeit ¢ 06s3aTeNbHbIM YBEAOM/IEHNEM

00 3TOM 3aABUTENS.
CpoOK MCNOMHEeHWst 3anpocoB C UCMO/b30BaHMEM TO/IbKO Hay4YHO-CMPaBOYHOrO annapara apxvea - He

6onee 15 AHel C MOMEHTa peructpauumn obpaLLleHus.



ApXVBHbIe CNpaBKM COCTaB/AKTCA Ha OCHOBaHWUWN [OKYMEHTOB (MOAMHHUKOB M 3aBEPEHHbLIX KOMWIA),
XPaHSLWMXCA B apxvBe; WCNO/b30BaHWe He3aBepeHHbIX [OKYMEHTOB, OTHOCALMXCA K BOMpocy
obpalLleHns, OroBapmnBaeTcs B TeKCTe cnpaBky (“'He3aBepeHHas konus'). MMpu OTCYTCTBMM B apxumBe
[NOKYMEHTOB, COZEepXallmx CBefleHVsi No 3anpalumBaeMoMy BOMPOCY, apXMBHas CrpaBka MOXET ObITb
BblaHa Mo XpaHsALWMMCA B apX1Be NeyaTHbIM MaTtepuasiaM, OTHOCALMMCA K NpeaMeTy obpalleHus, ¢
TOYHbIM W MOJHBIM YKa3aHVeM UCTOUYHUKA.

ApPXMBHbIE CNpPaBKW COCTaBNAKTCA MO YCTaHOBNEHHOW (hopme Ha 6/1aHKe apXMBHOW CNpaBKu WM
06Lem 6naHke opraHusauu.

B cnpaBke NpuBOAATCA Ha3BaHWs, AaTbl Y HOMepa LOKYMEHTOB W M3M1araloTca CBefeHuUs, NMetoLmecs
B Ha3BaHHbIX [AOKyMeHTaX W OTHOCAWMECS K BOMPOCY oO6palleHusi. 3noxeHne [aeTcs B
XPOHOMOrMYeCcKOoM NocnesoBaTe/lbHOCTH COBLITUI, a He JOKYMEHTOB, B KOTOPbIX OHW OCBELLAHOTCS.
JlonyckaeTcsi NpPMBOAMTL B CMPaBKE BbIAEPXKKN U3 JOKYMEHTOB, 3aKtoyas MX B KaBbluku. HassaHus
OpraHu3auunii B TEKCTe CrpaBKuM Npu NepBoM YNoTpebneHnn NpuBOAATCA MOMHOCTLIO, a B CKOOKaxX UX
0hMUMaNbHO NPUHATBIE COKPALLEHWS; MPU MOBTOPHBLIX YNOMUHAHUAX - TO/IbKO COKPaLLEHHbIE.

B cnpaBKy BK/IHOYAOTCH TO/IbKO CBEAEHUS, YNIOMUHaEMbIe B JOKYMEHTAX.

B TekcTe apXMBHOI CMpaBKu He AOMYCKAtOTCA KOMMEHTapuW, COGCTBEHHbIE BbIBOALI MCMNOMHWUTENS MO
COAEPXKaHMIO NCNOMb30BaHHbIX JOKYMEHTOB.

ApXxv1BHas cnpaBKa MNOAMUCLIBAETCA PYKOBOAMTENIEM OpraHu3aLmMmn Ui noapasaeneHus.

ApPXMBHbIE KOMWW 1 BbIMUCKW M3 AOKYMEHTOB BblatOTCA B COOTBETCTBUM C 3arPOCOM.

NAEHTUYHOCTb MOAMMHHMKY BblAAHHbIX apXMBHbIX KOMWIA 1 BbLIMUCOK 3aBEPSIETCS MOAMNMCHIO
PYKOBOAMTENS OpraHv3aumMm Wi YnosHOMOYEHHOrO MM fimua (pyKoBOAWUTENs NOApasdeneHus, B
COCTaB KOTOPOro BXOAUT apxuvB) v repboBOIi NeyaTbio OpraHu3auum.

Bbinucka npov3BoanTCA TOMbKO M3 AOKYMEHTa, B KOTOPOM COAEPXKUTCA HECKONbKO OTAE/NbHbIX, He
CBfA3aHHbIX MeXAy CO060i BOMPOCOB. Bbinucka [oMmKHA BOCMPOWM3BOAWTL MOMHbIA TEKCT YacTu
[OKYMEHTa, OTHOCSALLENCA K 3arpocy.

JlonycKaeTcst U3bATUE M3 apXMBHbLIX A€M W BblAada BfagenbLuaM Wiy UX poAcTBEHHMKAM MOA/IMHHBIX
NINYHBIX [JOKYMEHTOB O FpaXKAaHCKOM COCTOsIHWK, 06 06pa3oBaHuM, TPYAOBLIX KHUXKEK W APYrvX, He
MOMYYEeHHbIX B CBOE BPEMS BajeNbLeM [JOKYMEHTOB.

MoA/MHHbIE NINYHbIE AOKYMEHTbI BbI4AOTCA C PaspeLleHnsi PYKOBOAUTENS OpraHu3aLmmn 3asBUTeNsm
Nno NpeabsBleHNM NacrnopTa, MHOMO AOKYMEHTA, YAOCTOBEPAIOLLEro SIMYHOCTb, WX POACTBEHHMKaM
N AOBEPEHHBIM IMLAM HOTapUa/ibHO 3aBEPEHHOIN A0BEPEHHOCTU. MOANMHHBIE NNYHBIE JOKYMEHTI
MOTYT 6bITb BbICNaHbl 3a9BUTENHO LIEHHLIM MUCLMOM.

OpraHamMu MpaBornopsgka W3 apxumBa MOryT ObiTb W3bSATbl AOKYMEHTbl B COOTBETCTBUM C
3aKoHoAaTenbCTBOM Poccuiickoli depepayun.

Ha mMecTo n3bATOro JOKyMeHTa B [e/10 BK/IafblBaeTCs CripaBKa O Bbigaye, CHATas C HEro Konus wim B
YUYETHbIX apXMBHbIX [OKYMeHTax [JenaeTca OTMeTKa 00 M3bATUW, YKasblBalOTCA HOMep, dara U
Has3BaHMe [OKYMEHTa-OCHOBaHMS ANA WU3bATUA, a TakKKe pacrucka nonyyarens JOKymeHTa (nmpu
NMYHOW Nepepgade).

Mpn OTCYTCTBUM B apxuBe 3anpallvBaemblX CBEAEHW OTpuLaTe/lbHbIA OTBET COCTaB/AETCH Ha
OnaHKe MucbMa oOpraHusauun. B HeM yKasblBaeTCsi (hakT OTCYTCTBMSI B AOKYMEHTax apxuvBea
VHTEPECYIOLMX 3aiBUTENS CBEAEHWA W [JAtOTCA pPeKOMeHZauuu, Kyda crefyeT o6paTuTbca 3a
HeobXxoaMMoW  MHopmaumein. B cnyyasx oTpuuateNibHOro OTBETa, COAepXKallero cBefeHus 06
OTCYTCTBUW B apXmBe HEOOXOAMMbIX JOKYMEHTOB BC/IEACTBME UX FMOEN UK YTPaTbl.
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