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MyHHUHIAIBHOTO KA3EHHOT0 J10WKO0JILHOT0 o6pa3oBaTenbHOTO
yupexaennst «3aokeknii qeTexuii cax No3 koMOHHHPOBAHHOTO BHAA»

Ha ochosanun denepanshoro sakoxa Ne 125-@3 or 22.10.2004 roga «O6 apxvBHOM €€ B
Poccuiickoii Denepaimy ¢ H3IMEHeHHAMH oT 25 aekabps 2023 rojia, HOpMATHBHBIMH MPABOBBIMH AKTAMH
Poceniickoii Meaepaimn, cyosekra Poccuiickoit Denepaunu B cepe apxBHOTO €1 H
1€7I0TPOM3BO/CTRA, JOKATBHBIMH HOPMATHBHBIMM aKTAMH I0LIKO/ILHOTO 00pa3oBaTeIbHOTO Y YPEHICHHA.

1. OBIIHE MOJOKEHHA
1.1. B MyHHUMNATbHOM Ka3€HHOM [OLIKOJbHOM obpazoBare/ibHOM  Y4pEeAKICHHH JeTcKHi cas
xomBrHHpoBanHoro Buaa Ne 3 3aokckoro paioHa (nanee — YUperxIeHHe) 11 XPaHEHHA 3aKOHHUCHHBIX
J€JI0TNPOH3BOICTBOM JIOKYMEHTOB CO3/1€TCS aPXHB.
1.2. Vupe/aeHHE BbIIEISET N10] apXUB MOMELIEHHE.
1.3. 3aBejOBaHME ApPXMBOM MOPYYAETCS OTBETCTBEHHOMY 32 apXMB JIMLLY, Ha3HA4AaECMOMY MPHKAIOM
PYKOBOJHMTE/IS OPraHH3aliH.
1.4. B cBoeii paboTe apXMB OpraHM3aLMH PYKOBOJCTBYETCA 3aKOHONATENBHBIMH 4
denepaluy N0 apXMBHOMY /€Ty, HOPMaTHBHO-METOAHYECKHMH JI0KYMEHTAMH MHuH
1 DeepanbHOro apXMBHOIO areHTCTBA POCCHM, MPUKa3aMy M YKa3aHUAMH PYKOBOACTEA OpraHH3aLmH
¥ HACTOALIMM MO/IOKEHHEM.
1.5. KoHTponb 3a AeATENbHOCTBIO ApXHBA OCYLIECTBIAET PYKOBOICTBO OpraHM3alHH
KOTOPOTO BXO/IMT ApPXHB.

ktamMH Poccuiickoii
KynbTypei Pocciu

B COCTae

2. COCTAB JOKYMEHTOB APXUBA

B apxuB nepealTcs:
2.1. 3aKOHUEHHBIE A€TONPOH3BOJCTBOM JOKYMEHTbI, 00pa3s0BaBLIMECcs B ACATC/ILHOCTH OpraHH3aLHH :
— J1eN1a MOCTOSHHOTO XPaHEeHHA;

— nena BpemenHoro (cebie 10 siet) cpoka XpaHeHHS;

— IOKYMEHTBI 110 JJUYHOMY COCTaBY;

— JIOKYMEHTBI IOCTOAHHOTO XpaHEHHS H
— crpaBOYHBIA annapar K A0KyMEHTaM apxHBa (onucH,

3. 3AJIAYH U ®YHKITHH APXHBA
3.1.OcHOBHBIMHM 3a/1a4aMH apXHBa ABIIAIOTCA:
— KOMIUIEKTOBAHHE apXyBa JIOKYMEHTAaMH, COCTaB KOTOPBIX MpeLyCMOTPEH pasieio

MOIOKEHHU,

_ oBecrieyeHue COXPAHHOCTH M YHET NPHHATLIX HA XpaHEHHE I0KYMEHTOR;
— opranM3auMs npakTHyeckoi pabotel, CBA3AHHON ¢ HCMO/IB30BAHHEM JOKYMEHTOB, XPaHALHXC B
apxuee;

— KOHTPOJIb 3a NPaBHIbHBLIM (OPMHPOBAHHEM H o(opMIEHHEM IOKYMEHTOB B JEJIONPOH3

01GOpOM M NOArOTOBKOH MX K rnepe/iade Ha apXHBHOS XpaHEHHE.
32. B COOTBETCTBHH C BbIMOJHAEMBIMH 3a/1a4aMH apXHB OCYLIECTBIACT cnenytowme ynKumMm:

— NPMHMMAET NOCHE 3aBEPLICHHA JE0NPOH3BOACTEA, YUHTBIBAET W XPaHuT ofpa3oBaBliMecs B
JIEATEBHOCTH OpraHH3alMK  JOKyMeHThl, 00paboTaHHblie B COOTBETCTBMM ¢ JeHCTRYIOIHUMH
NpaBHIaMH; '

— opranuzyer paoTy N0 NOArOTOBKE ONHCEH 3aBEPLICHHbIX ACNOMPOH3BOACTEOM NOKYMEHTOR
NOCTOAHHOTO XPaHEHHA W 110 JIMYHOMY COCTaBY,

110 JIA4HOMY COCTaBY OPraHU3aLHH-TPEILIECTBEHHHKOB,
HOMEHKIaTyphl €1, KAPTOTEKH H T. I1.).

M 2 HACTOALLEro

BOJICTBE,




— OCYLIECTBIAET YHeT N0 HOMEHKIaTypam Aer, (y uenonHuTeeH) A0KyMEHTOB BpeMEHHOTO
XpaHeHus,

_ obecrieunBAaET MOAHYIO COXPAHHOCTD MPHHATBIX HA XPAHEHHE JICTT;

_ co3zaeT, NONOMHAET W COBEPLICHCTBYET yueTHO-CMIPABOUHbIH annapat K XpaHAlHMCA B apxHBe

71e1aM W JIOKYMEHTaM,

— OpraHu3yeT MCNONb30BAHME XPAHALLMXCA B APXHBE JIOKYME@HTOB,

— uHhOPMHpPYET PYKOBOACTBO H paGOTHHKOB OpPraHM3alMK O COCTaBe W COACPAKAHHH JIOKYMEHTOB
apxmpa,

_ BblIAET B YCTAHOBJCHHOM NOPA/KE XPaHALIMECH B apXHBE J¢1a H JIOKYMEHTBI JUIA HCTO/b30BAHHA B

NPaKTHYECKHX H APYrHX Le/AX;
_ MCTIONHSET 3aNMpochl YUPEKICHHH W rpakian 06 yCTAHOBNEHHH TPYJOBOTO CTaXKa M MO JAPYTHM

BOMpOCaM COllHEUlI:HO-ﬂpaBOBOI‘O xapax’repa;
— BEJIET YUET BbUIAYM APXUBHBIX A€ W JOKYMEHTOB, OCYLUECTB/IACT KOHTpOJIb 34 CBOEBPEMEHHBIM HX

BO3BpALIECHHEM B xpalmnumc;
— NMPOBOJANT IKCNEPTH3Y LIEHHOCTH J1OKYMEHTOB, XpaHALUMXCH B ApXHBE, CBOEBPEMEHHO 0T6Hpa€T K

_\HH‘lTO)KCHHIO jeiia ¢ HCTeKIIHMH CpOKaMH XpaHeHH:.

4. OPTAHU3ALIMS JIOKYMEHTOB B APXHBE.

4.1. JIoKyMeHTaIbHBIiH 1 apXMBHBIH (POH/T OpraHH3alHH.

Best COBOKYIHOCTh J0KyMEHTOB, 00pa3yiomuxca B J
COCTaBNsET €€ JIOKYMeHTabHbIH POH/.

JlokymeHTbI, 00pasyronuecs B A€ATCIbHOCTH OpraHH3aIMH [0 CPOKAM XpaHCHHA
o/pa3Ie/IsAI0TCA Ha:

- JIOKYMEHTBI BPpEMEHHOI'0 CPOKa XpaHCHHA (mo 10 net BKJTIOYHTENIBHO);

- JIOKYMEHTBI 10JTOBPEMEHHOI0 CPOKA XPaHCHHA (cebime 10 siet);

- TOKYMEHTBI IOCTOSHHOTO (BEYHOI0) XPAHCHHA.

eATEJIBHOCTH OpraHu3alyH,

4.2. Opraau3auus JOKyMEHTOB B pee/1ax apxuBHOTO (OH/IA.

OCHOBHBIE TOHATHS H TPeOOBAHUSL.
B npeaenax apXHBHOIO donya yquHO-KnaccudeauHOHHoﬁ eIHHHUICH SBIACTCA

¢/AHMIIA XpaHEHHA JIOKyMCHTOB. EnuHATbl  XpaHEHHs  JIOJDKHBI ObITE  OIHCAHBL,
CHCTEMATH3HPOBAHBI, BHECCHBI B OIHCH H 0(OpMIIEHBI B TOPAKE, obecrieuHBaIOIIEM HX YHET,
[IOMCK ¥ HCIIOJIb30BaHHE.

EiHHUIBI XpaHEHHA (/1€71a) apXHBHOTO doHIa CHCTEMATH3HPYIOTCA B npeaenax goxna
corjacHo CcXeme CHCTeMaTH3alHH. CucreMaru3alus JOKYMEHTOB ¢onma mposoauTCH B
JIeIONpPOH3BOICTBE U B apXHBE OpraHM3aliHy IpH [OArOTOBKE JIOKYMEHTOB K nepesatc B

!‘Ocy'llapCTBBHHb]G dpXHUBbIL.

Oprasu3aius J0KyMEHTOB 110 JIAYHOMY COCTaBY.
JIOKYMEHTBI 110 THYHOMY COCTaBY BBIAC/SIOTCS B

060coDIeHHO ¥ BKITIOMAIOTCH B OT/IeIBHYIO ONHKCH.
PerucTpaldoHHO-y YeTHbIC dopMBI IOKYMEHTOB [10 JTHIHOMY COCTaBY (KHHIH, XKy pHATBI

yyeTa NpHKa3oB O MpHEME, MEpeBOC, YBOJIHCHHH, JTHTHBIX KapToueK, JMYHBIX AE,
COrAlIeHNH, KORTPAKTOB H /Ip.) BKITIOYAIOTCS B ONACH A0KYMEHTOB [0 JIHUHOMY COCTaBY.
Ha nuumbie 1€/ YBOJIGHHBIX COTPY AHHKOB MOKET COCTABIATECS OTAEIbHAS OIHCE.

0co0YIO TPYIIIY, CHCTEMATH3HPY foTCA



Jliumble Jena W JHYHbIC KAPTOYKH YBOJEHHBIX COTPYAHHKOB OTHOCATCH K TOIY
yYBONBHEHHS H CHCTEMATH3HPYIOTCA B MPE/ICIax KaJ10# rpymnIibl o anaBuTy pamMmHHit.

5. VYET JOKYMEHTOB B APXHBE.

5.1. O6me TpeboBaHMs K yUeTy JOKYMEHTOB.

Vuer JOKYMEHTOB B apXHBE OPraHH3alHH - 370 OMPe/Ie/ICHHE HX KOJTHYECTRa M COCTaBA
B YCTAHOBJICHHBIX CAMHMUIAX yueTa H dukcaums (perucTpaius) npHHALICKHOCTH Kaxa0H
CIMHWIB yueTa K ONpENeNeHHOMY KOMIUIEKCY H ob1ero MX KOMHYECTBA B YHETHBIX
JOKYMEHTaXx.

[log yYeTHBIM JOKYMEHTOM MOHMMAETCH JOKYMEHT ~yCTAHOBJIEHHOH  opMmBl,
uKCHpYIOUMii NOCTYTICHHE, BHIGBLITHE, KOJHUECTBO, COCTAB M COCTOSAHHE APXHBHBIX
JOKYMEHTOB B ¢IHHHIIAX yyeTa.

Vyer JOKYMEHTOB B apPXHBE OpraHH3aliH ABIACTCH OAHHM M3 ¢
COXPAHHOCTH H KOHTPO/IA 38 HX HATHYIHEM.

Vyery MOJUIGKAT BCe XpaHALIMECH B
HeOTMCAHHBIC ¥ HeMPOHIbHBIC JUIS JAHHOTO apXHBA.

VyeT MPOM3BOJMTCA MyTEM MPHCBOCHHA apXHBHBIM JIOKyMEHTAM (EMHHIAM yHeTd,
e IMHWIIAM XPAHCHHS) YUCTHBIX HOMEPOB, SB/IAIOIIHXCA 4aCTBIO APXMBHOTO MH(pPA.

ApxusHbii mH(p - 0003HaYEHHE, HAHOCHMOE Ha KQXIyIO eIHHHIY XPaHEHHA C MEBO
obecrmeueHHs e¢ y4eTa i HIeHTH(QUKAIIHH. ApXHBHBIH mgp COCTOHT H3 HOMEPOB: apXHBHOTO
donga mo CrHCKy (OHIOB apXHBa OpraHM3allil H 4epes apobp MO CHHCKY donaoB
rOCYIapCTBEHHOTO apXHBa, HCTOYHHKOM KOMILIEKTOBaHHS KOTOPOTo ABISETCA OpraHM3amns,

apXWBHOM KOJUICKIHH, OTIHCH, €/IHHHIIBI XpaHEeHHA.
Homep apXuBHOro (poHIa MNPHCBAHBACT
oopMICHHS IEPBOTo TMOCTyIUIEHHS ~ JIOKYMEHTOB
XpaHeHHE.
5.2. ExHuALb yYeTa.
OCHOBHBIMH €IHHHIL
TeXHMKY 3aKpeIIeHHs HHpopMalMu ABIAIOTCH:
- eJIMHHIA XPaHCHHS.
HeobpaboTaHHble JAOKYMEHTBI
0/IHO#M YCIOBHOH eTHHHILC XpaHEHHS.
Equuuna XpaHeHHs - (U3MHECKH 060coG/IeHHBIE IOKYMEHT HIH COBOKYIHOCTE
JIOKyMEHTOB, HMEIOIIIHE CaMOCTOATE
EjmHuna XpaHeHHs JOKyME
JIOKYMEHTOB, OT/Ie/IbHBIN JTOKYMEHT, 3aKJTIOYEHHBI
Vyer JOKyMEHTOB B apXHBC opraHu3aiuH ¢

[IPUHIIATIOB:
eHTpaIH3AlIMH, BHIPAKEHHOH B NPUMEHCHHH eJIMHBIX €IMHHUIL YUeTa; yHH(HKALAH,

OCHOBAHHO Ha COBITIOIEHAH IPEeMCTBEHHOCTH yueTa apXHBHBIX JIOKYMCHTOB Ha BCEX CTaHAX
paboThl ¢ HMMH; JAMHAMHYHOCTH, obecriednBaeMoil  CBOEBPEMEHHBIM - H onepaTHBHbIM
BHECEHMEM WM3MEeHEHMil B YYETHbIE JOKYMCHTEI WIH COCTaBJIEHHEM HOBBIX y4eTHBIX

JOKYMEHTOB; OJHOTI M I0CTOBEPHOCTH yuera.
Tlops/0K JI0CTYI1a K y4ETHBIM JOKYMEHTaM, a TaKiKe K y4eTHRIM GasaM JaHHbBIX apXuBa
OpraHM3alyy ONpe/IeAeTCA MPHKA3OM pYKOBOJCTBA OpraHH3aliH. Bee yueTHbIE A0KYMEHThI
apxXuBa OpraHu3allid JOJUKHEI XPaHHTbCA B XPaHHIHILE (WM CreLHAIBHO BBLJICJICHHOM
noMemenun) B cedax uiH MeTaIHIecKHX mkadax.

peacTB obecTiedeH A HX

ApXHBE OopraHd3aluH JIOKYMEHTBI, B TOM YHCJIC

cA l"OCYlIapCTBCHHBIM apXuBOM mocie
opraﬂmamm Ha [OCTOSAHHOC

aMH ydera JIOKYMEHTOB He3aBHCHMO OT BHAA HOCHTEIA, cnocoba 1

(pocchinb) YUHTHIBAIOTCS H3 pacyera 150 1uCTOB B

pHbIE 3HAUEHHUE.
HTOB Ha OyMa@XHOH OCHOBE (neno)
e B 060CO0JICHHYIO 00/I0KKY, MalIKY.
TPOMTCA Ha OCHOBC cobmoaeHAA

COBOKYITHOCTB



6. MOPSIIOK BEJIEHHUSI OCHOBHBIX YYETHBIX JTOKYMEHTOB.

KHura yuera nocTyIUIeHHs 1 BRIOBITHS IOKYMEHTOB.

Knura yuera nocTyIUIeHHs M BBIOBITHS JIOKYMEHTOB Tpe/Ha3Ha4yeHa Ui y4yera Beex
TEKYILIHX H HTOrOBBIX (Ha | SHBAps KAXA0r0 roja) M3MEHEHHH B COCTABE H obweme ponI0B U
Jen B apXWBe OPraHM3allii, CBA3AHHBIX C MPHEMOM, BBIJCICHHEM Jej, HE MOUIeKALIHX
TaTbHEHIIEMY XPAHEHHIO, Iepeiadeit e/ B rocy 1apeTBeHHbIH Wil Apyroi apxuB. Kiura ytera
MOCTYIJICHHS M BHIOBITHS JOKYMEHTOB CITY)KHT OCHOBOH JUISl COCTAB/IEHHS JIHCTOB donos,
nacnopTa apxuaa.

Kaxa0e MOCTYIUICHHE MM BHIOBITHE MMONyYaeT CaMOCTOATE/NbHBIH MOPAIKOBHIA
HOMEDP.

Ec/M NOCTYIUIGHHE COCTOMT M3 JOKYMEHTOB HECKOJIbKHX (POHIOB, TO JaHHBIE O
kakoMy (oRITy (HasBaHHe (OHJIA, €ro HOMEp H T.J1.) 3alHCBIBAIOTCSA C HOBOM CTPOKH 3a TEM
K€ MOPSAKOBBIM HOMEPOM.

VuyeT MOCTYIUICHUS ¥ BBIOBITHS IOKYMEHTOB B apXHBE, XpaHsAIIeM O/MH (ouz, Beaercs
1o JucTy onna.

Ecim 10KyMeHTBI GOH/Ia OCTY AT B ApXHB BIIEPBbIE, TO HOMEP donna npocTasnseTcs
B KHHTe ydYera MOCTYILUICHHsS M BBIOBITHS JOKYMEHTOB IOC/I¢ TIPHCBOCHHS €My HOMEpA I10
crrcky GoraoB. EC/H  MOCTYNHBIINE JOKYMEHTBI ABJIAIOTCS 4aCThIO (onaa, yKe HMEIOLIErocs
B apXHBe, TO B COOTBETCTBYIOMEH rpade KHWIH yKa3pIBaeTCA HOMEP, TIPUCBOEHHBIH ITOMY
dhormy panee. Ecii mOCTYTHIN WM BHIOBUIA HEOIHCAHHBIE JOKYMCHTBI, TO B rpade 6 nenaercsa
oTMeTKa: “He ommcanbl", a CBeIeH S 06 oobeme aarotes B 13 u 14 rpadax.

E%eroqHo B KHMTe ydeTa MOCTYIUIEHHS M BBIOBITHS JOKYMEHTOB [OJBOIMTCH MTOT
KOTMYECTBA TIOCTYITHBIIAX H BHIOBIBIIMX 3a IO JOKYMEHTOB (Ze71).

7. ACTIOJIb30BAHME JJOKYMEHTOB APXHBA.

7.1. IlorsiTHE UCIIOIB30BAHMSA TOKYMEHTOB apXHBa.
OcHOBHBIME hOPMaMH HCITOJIB30BaHHs IOKYMEHTOB apXHBA ABJISAIOTCH:
- mabopMEpoBanHKe pyKoBoAcTBa JIOY 0 HAIMYHK B apXHBAX TEX HIIH HHBIX JIOKyMEHTOB H
UX COJICPKAHHH;
- HCIIOJTHEHWE 3apPOCOB IPaKIaH M OpraHu3alni;
- BBIJIa4a JIOKYMEHTOB BO BPEMEHHOE M0JIb30BAHHE.

UudopmupoBaHHe M HCIIOTHEHHE 3apOCOB pyKoBOJHMTE/ICH OpraHM3aliH , a TakKe
JIPYTMX OpraHu3aliii OCyIECTBIAETCS apXHBOM 110 onpejie/IeHHOM TeMaTHKE 110 3alpocy M
B MHMIMATHBHOM nopsake B popme MHPOPMALHOHHOIO MHCHMA HITH CIIPaBKH O HAJIHYHH B

apxX#Be COOTBETCTBYIOIIUX JOKYMECHTOB.
MHpOpMHPOBAHHE MOXKET MPOH3BOAUTECH TAKKE B dopme TemaTHUYECKOH 1M0A00PKH

KONMA JIOKYMEHTOB, K IMOAOOpKE KOMWH MpHIaracTcs TUTYJIBHBIH JIMCT, @ TaKkKe IIpH
HeOOXOIMMOCTH  MCTOPHYECKas CIIPABKa, epeyucHb M JpYrHe MaTcpHallbl.

8. OTBETCTBEHHOCTb 3ABEJIYIOIIET'O APXHBOM
8.1. JIO/UKHOCTHOE JIAII0, KOTOPOMY NOPYYEHO 3aBeI0BAHHE APXHBOM, HECET
OTBETCTBEHHOCTH 32 COCTOAHHE paboTHI ApXMBA H BHITIOJHEHHE BO3IOKEHHBIX 1A

1 QyHKIMH.

HEro 3aja4




