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MOJOKEHHE 06 apxuse 'BOY «lllkona «ii'fﬁ «BekTop»
1. O0mue nmoxoxeHus
1.1. Hacrosmee ITonoxenue o6 apxuse (nanee — [Tonoxenue) perinaMeHTHpPYeT LEH,
3a/a’u, MOpsJI0K OpraHu3alliy U OCYIECTBIICHUS JesTenbHocTd Apxusa I'BOY «lllkona
Nel270 «Bexrop» (nanee — apxus).
1.2, Hacrosamee ITonoxenue pazpaboTaHo B COOTBETCTBHH C:

— ®@enepanbHeM 3aKOHOM 0T 29.12.2012 Ne 273-®3 «O6 o6pasosanuu B PoccHiickoit
Oenepamun»;

— ®@enepanbHbIM 3aK0HOM 0T 22.10.2004 Ne 125-®3 «O6 apxuBHOM aene B Poccuiickoit
@eneparun»,;

— ®enepansHev 3akoHoM Poccniickoit ®eneparuu ot 27.07. 2006 No 152-D3 «O
NEPCOHATBHBIX JTAHHBIX»;

— Ilpuxasom Munkynetyper Poccuu ot 25.08.2010 Ne 558 «O6 yrBep:kaeHun Ilepeuns
THIIOBLIX  YIIDABICHYCCKHX ApXMBHBIX JOKYMEHTOB, 00pasylolXcs B IIpomecce
ACATCILHOCTH  TOCYJIapCTBEHHBIX OPraHOB, OPraHOB MECTHONO CaMOYNpPABICHAS K
OpraHU3aIMi, ¢ yKa3aHHeM CPOKOB XPAHEHHS Y,

— Ilpukazom Munkynstypsr Poccun ot 31.03.2015 Ne 526 «O6 YTBEPXKIECHUN TPABUI
OpraHM3allik  XpaHCHUs, KOMIUIEKTOBAHHS, yYeTa M HCIONb30BAHHA IOKYMEHTOB
ApxusHoro ¢onja Poccuiickoit ®enepamuu u APYTHX apXMBHBIX JJOKYMEHTOB B OpraHax
FOCYAapCTBEHHOM BIIACTH, OPTaHaX MECTHOTO CaMOYNPABIICHHUS U OpraHU3aIHAX »;

— OcHoBHbME [IpaBHiamMu paGoTEl apXHBOB OpraHu3anui, OHOOPEHHBIMH peICHHEM

Kosuterun Pocapxusa ot 06.02.2002;

MeToauyecknME peKOMEHIAMsAMHE 110 npumeneHuto «IIpapun opranusauum xpanenus,
KOMIUICKTOBAHHS, y4eTa U UCIONB30BAHUS JOKYMEHTOB APXHBHOIO donna Poccuiickoit
Qenepanvv H IPYrEX apXMBHEIX JOKYMEHTOB B FOCYIapCTBEHHBIX OpraHax, OpraHax
MECTHOr0 CaMOyNpPAB/ICHHUs 1 OPraHU3aLHMsX », YTB. PocapxusoM;

— Merommdeckumu  pexomenmanusMu [naBapxuBa  MockBsl «YmopsimoueHue

YIpaBICHYECKUX JHOKYMCHTOB ITOCTOSHHOIO XPaHCHHA U 110 JINYHOMY COCTaBYy;



— [lpumepHoil WHCTPYKIHE# IO JIeJOTMPOU3BOJCTBY B TOCYNApCTBEHHBIX OpraHU3aIMAX,
yTB. PocapxuBom ot 11.04.2018 Ne 44;
—  V¥Ycrarom I'BOY «lllxona Ne 1270 «Bektop»
1.3.  ApxuB I'BOV «lllkoma Ne 1270 «Bekrop» (manee — apxXHB) CO34aH Ui XpaHEHHS
JOKYMEHTOB, 00pasylomuxcsi B IEATETBHOCTH YUPEXKIECHHWS, a TakkKe 3aKOHYEHHBIX
JIETTONIPOU3BOACTBOM JOKYMEHTOB TPAKTHYECKOr0 Ha3HaueHMs, WX Y4eTa, COXPaHHOCTH,

YHOOpAOOdYCHHUA M HCIOJIB30BaHWA, a TaKKEe IMOATOTOBKH K IEpeaade MOOKYMCHTOB Ha

MIOCTOSIHHOE XPaHEHHE.

1.4. ApXMB OCYILIECTBISIET IPUEM U XpaHCHHUE apXHUBHEIX TOKYMEHTOB.

1.5. I'BOY «Illxona Ne 1270 «Bekrop» (nanee — Illkona) obecneunBaet apxuB
HeoOXOJUMBIM ITOMEIEHUEM H 000PYIOBAHHEM.

1.6. B nacrosmem [lonoxeHnu HCNONB3YIOTCS CIEAYIOMIKE TOHSITHS:

1.6.1. apXHUBHBIA JOKYMEHT — MaT€pUaIbHBIH HOCUTENH C 3aQUKCHPOBAHHON HA HEM

HH(pOpMaNKEH, KOTOPBIH UMEEeT PEKBH3HTEI, O3BOJISIIONIHE €r0 HACHTH()UIUPOBATD, U
MOTICIKAT XPaHCHHIO B CHIY 3HAYMMOCTH JJIsl TpaXkaaH, obImecTsa U rocy1apcTaa;

1.6.2. apXHBHAS OIHCH — aPXMBHBIN CIIPABOYHHK, COACPIKAIIMM CHCTEMATH3HPOBAHHBIH
NIePEeYeHB JIeT apXUBHOIO (poH/a, KOJUICKIHH H IIpeIHa3HAYSHHBIN A HX y9eTa H
PACKpPBITHSA UX COEPIKAHUS;

143 apXHBHAas CIIPABKa - TOKYMEHT, COIEPIKaIi apXHBHYIO HHOOPMAIIHIO O MpeaAMETe
3ampoca, ¢ ykazaHHeM IMOMCKOBBIX JaHHBIX JOKYMEHTOB, HA OCHOBaHHH KOTOPEIX OHA
COCTaBIICHA.

1.6.4. apXuBHas KOIIUs - IOKYMEHT, BOCIIPOHU3BOALIMH TEKCT WK H306pakeHue
apXHBHOI'O JOKYMEHTA, C YKa3aHHEM €TI0 IOMCKOBBIX JAHHBIX.

£:6.5: apXHWBHAs BBIIUCKA - TOKYMEHT, JOCIOBHO BOCIIPOH3BOIAIIHN YacTh TEKCTA
ApXUBHOI'0 JJOKYMEHTA, OTHOCSIIYIOCH K OIIPEAEICHHOMY BOIIPOCY, GakTy Mid JHIy, ¢
YKa3aHHEM MMOMCKOBBIX JIaHHBIX JOKYMEHTA.

1.6.6. apXHMBHBIA (POH]I OPraHU3aIHH — COBOKYIIHOCTh APXHBHBIX JOKYMEHTOR
OpraHH3alyH, HCTOPHYECKH MITH JIOTHYECKH CBS3aHHBIX MEKIY COOOI;

1.6.7. ACJIO NOCTOSTHHOTO XPaHEHHS — JIeJl, COICPKAIIlee apXHUBHEBIC JOKYMEHTEI,
HO/UIeHAIHEe XpaHeHHIo 6e3 onpenenenus cpoka (6eccpouno);

1.6.8. ZICJIO TI0 JIMYHOMY COCTaBY — JIENO, CO/IEPIKAILEe aAPXUBHEIE TOKYMEHTEL,
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3.1

OIHCAHME JIE]T — OTIPE/IEICHHE H 0003HAYECHHE CBEICHHI O COCTaBe, COEPKAHMH,
BHELIHMX 0COOCHHOCTSIX JIEI, IPUBEEHHBIX TI0 YCTAHOBJIEHHBIM IIpaBHJIaM K
NpeIHa3HAYeHHBIX 11 HX HICHTH(QHUKALHY,

oopmITeHHE [1e/ — IOATOTOBKA [T K XPAaHEHHIO B COOTBETCTBHH C
YCTaHOBJIEHHBIMHE IIPaBHJIAMH;

YHOPANIOYCHHE OKYMEHTOB — KOMILIEKC PaboT 10 (JOPMHUPOBAHMIO APXHUBHBIX
AAOKYMEHTOB B Jie/1a, OTIHCAHHIO H 0hOPMIIEHHIO 11T, COCTAaBIEHHE OIHCEH el B
COOTBCTCTBHH C IIPABHJIAMH, YCTAHOBJICHHBIME CIIEMAIBHO YIIOTHOMOUYEHHBIM
[Ipasurenscrom Poccuiickoit ®eneparmu (heneparbHBIM OPraHOM HCIIONHUTENBHOM
BJIaCTH;

hopMHpOBaH¥e [eN — IPYNIHPOBKa AOKYMEHTOB B JI€Ia M CHCTEMATH3aI|s
JOKYMEHTOB BHYTPH JI€NIa;

SKCIEPTH3A IEHHOCTH JIOKYMEHTOB — H3YYCHHE JJOKYMEHTOB Ha OCHOBAHHH
KpHUTCPHEB MX IICHHOCTH B LE/IAX OIIPENENIEHHs] CPOKOR XPAHEHHS TOKYMEHTOB U otbopa
HX Ha MMOCTOSHHOE XpaHEHUE;

TOIB30BATENb ApXUBHBIMH JIOKYMEHTAMH - TOCYJApCTBEHHbIHA OpraH, Opra
MECTHOTO CaMOYNPABIEHHS IM00 FOPHAMYECKOE HITH (U3HIECKOE JIHIIO, oOpamaromuecs
Ha 3aKOHHBIX OCHOBAHUSX K aPXMBHBIM JJOKYMEHTAM IIsl IIONYYEHHS ¥ WCIIOJIb30BAHHS

HeoOXo1uMoit HHbOpMalHH.

2. 3agayu apxmBa

.1. OcHOBHBIMH 33/1a9aMu apXUBa ABJIAIOTCA:

KOMILJICKTOBaHKHE ApxXHBa 3aKOHYCHHBIMHA AETIOIIPOU3BOACTRBOM IIMKOJIBI JOKYMEHTaMH

b1

COCTaB KOTOPBIX IPEyCMOTPEH HAacTOSIMM [1oI0kKeHEEM.

YHET 1 0becIeueHne COXPaHHOCTH TIOKYMEHTOR, HAXOISIIHXCS Ha XPaHEHUH B apXHUBE;
MCTIOJIE30BAHKE TOKYMCHTOB, XPAHSIIHXCS B apXHBE;
TIO/TOTOBKA M CBOCBPEMEHHAS [Iepe/iada JIOKYMEHTOB B IOCYJapCTBEHHbII apXuB;
MCTOAMHECKOE PYKOBOACTBO W KOHTPOIE 3a (JOPMHPOBAHHEM 1 odopmieHHeM en B

CIPYKTYPHBIX TOPA3/IENCHHUSX IIKOJIBI H CBOEBPEMEHHOH nepejayeii uX B apxus.

3. @®yuxuuu apxusa

B COOTBETCTBHH C BO3JI0XKEHHBIMHA HA HEro 3azadyaMu ApXHB OCYILECTBIISET

CIeIyIOIHe (QyHKIUH:



311 BCACT  CIMCKH  CTPYKTYpHBIX  mofpasfencHud  IIIKOmBI -  HCTOYHHKOB

KOMIIJIEKTOBAHU A apxusa,

3.1.2 HIPHHMMACT YIIOPANOYEHHBIC TOKYMEHTEl CTPYKTYPHBIX MompasaencHuii IIIKoIbl i
OpraHU3alyi - HCTOYHUKOB KOMIUIEKTOBAHHMS apXUBA;

3:1.3 YYHUTEIBAET U 00ECIIEIHBAET COXPAHHOCT IIPHHSTHIX B apXHB JIOKYMEHTOB;

3.1.4 CO3MIACT M IOANCPKUBAET B aKTYaIbHOM COCTOSHHH HAyIHO-CIIPABOYHEIMN anmapar
K JIOKYMEHTaM apXHBa;

313 OpraHmsyeT  WHQOPMAIHOHHOE  OBCIyKHUBaHWE mupekropa  [lkomer
PYKOBOIHUTENEH  CIPYKTYPHBIX NOApA3JeNeHHH, OCYIIECTBISET HCIOJb30BAHME
AIOKYMCHTOB 1O 3al[pOCaM OPraHM3alMii W YaCTHBIX JIMI, B TOM YHCIE COIHATHHO-
[IDABOBBIM 3aMpOCaM TIpaXKOaH, BEJET Y4eT M aHATIA3 HCHOIb30BAHMS JIOKYMEHTOB
apXuBa;

3.1.6. TIPOBOHT SKCIEPTH3Y LEHHOCTH U OCYNIECTBIINET KOMILIEKC OPraHM3aMOHHBIX H
METOIMYIECKUX MEPOLIPHATHI 110 IIepeade TOKYMEHTOB Ha IIOCTOSHHOE XpaHeHwue;

3.1.7. OCYIMIECTBIAET NPOBCPKY MPABUIBHOCTH (OPMHPOBAHHS ¥ O(OPMIEHHS AeT B
CTPYKTYPHBIX moapa3senenusx [1Ikosr;

3.1.8. y9acTByeT B pa3paboTKe HOPMATHBHBIX M METOIUYECKHX nokymeHToB Illkoner mo
AOKYMEHTALMOHHOMY 00€CIIEUEHHIO YIIPaRIICHHS,

3.1.9. Y9aCTBYEeT B IIPOBEINCHHH MEPONPHATHH 10 TNOBLILEHHIO KBauuKaIuK

PabOTHHKOB apXHBa U CITyKOBI JOKYMEHTAMOHHOTO 06eceYeH s YIPaBICHHS ,

4. KomnuexroBanme apxusa
4.1.  KoMIIeKTOBaHHE apXWBa - 3TO CHCTEMATHUECKOE TIOTIOJIHEHHE apXWBa TOKYMEHTAMH

CTPYKTYpHBIX Tonpasjencuuii [llxomel, a Ttawke mpyrmx OpTraHu3anvi, SBIAIOLMXCS

HCTOYHHKaMH KOMIIJICKTOBAHMS apxuBa.

4.2,  llensro KOMILIEKTOBaHUS apXHBa ABIIACTCA CO3JaHHE W (DOPMHPOBAHHE APXHBHOIO
(oHIa, KOTOPEIH OAIEKUT XpaHEHHIO.

4.3. OCHOBHBIMH HCTOYHMKAMH KOMILIEKTOBAHMS apXuBa SBISAHOTCA:
4.3.1. CTpPyKTypHbIe moJpasenenus xomer;

4.3.2. Qusnyeckue muna U OpHIYECKHe JHIA.

4.4, KomnrexroBanue apxusa sxmouaer:
4.4.1. ompeneneHHe HCTOYHUKOB KOMIUIEKTOBAHHS apXHBa;

4.4.2. MpoBeNEHHE IKCHEPTH3HI IEHHOCTH AOKYMEHTOB B JICJIONIPOU3BO/ICTRE;
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4.4.5.
4.5.
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4.6.1.

4.6.2.
4.7,

ODPENIENIEHHE COCTABA NOKYMEHTOB, MOAIEIKAIIHX IPHEMY B apXHB;
o opMIIEHHE JIETT;

OpraHH3alusA ePEladu JOKYMEHTOB B apXUB.
JIOKyMEHTEI IOCTYIIAIOT B @pXUB MOCIE IPOBEICHHS IKCIEPTH3EI IEHHOCTH.

LIEJIBIO SKCIIEPTHU3BI HEHHOCTH JAOKYMEHTOB SBJIACTCH:
OT60]) JOKYMEHTOB JJIS BKJIFOYEHHS B COCTAB apxHBa.

BBISIBJICHUE NOKYMEHTOB, HE MOIJICHKAIINX I[ELTII:HGI‘;ILIICMy XPaHCHHIO.

9Kcnepm33 NEHHOCTH OOKYMEHTOB IIPOBOOUTCA €IKETOIHO, B CPOKH, YCTaHOBJICHHBIE

JIUPEKTOPOM LIKOJIEL.

4.8.

HJIH IIPOBENCHUSA SKCIIEPTUIEI IIEHHOCTH JOKYMEHTOB CO3J1acTcd JKCIEPTHAsA KOMHCCHS

(manee - DK)

4.9.

OK ABISIETCS COBELIATETBHBIM OPraHoM pu mgupextope lIkonsl, co3gaercs mpukazoM mo

HIKOJIE, neﬁchyeT Ha OCHOBaHUH COOTBETCTBYIOLIETO MOJIOKEHHS.

4.10.

4.10.1.

4.10.2.

4.11.

4.11.1.

4.11.2.

4.11.3.

4.11.4.

4.12.

'3KCH6pTP.[33 HNEHHOCTH JOKYMEHTOB IIPOBOJUTCA:

B JCIONPOHU3BOJICTBE - IIPH COCTaBJICHUH HOMEHKIIATYPEBI I IIKOJIEI U IIPpH IOATrOTOBKE

ACII K [Iepeiave B apXuB;

B apxuBe [Ixomne! - B IIpOLECCE MOATOTOBKH e K Iepeaade Ha noCTosSHHOe XpaHcHHE.

OcnosrbME GyukmsaMu DK gisroTes:
OpraHU3al|s €XETOHOro 0T60pa e ik XPAHEHHS H YHHUYTOKEHHUS,

PacCMOTPCHHE M COINIACOBAHHE MPOEKTa HOMEHKIATYDHI [EN, OMHcelt J1en, TOKYMEHTOB
TIOCTOSIHHOT'O H BPEMEHHEIX (CBBINE 10 JIeT) CPOKOB XpaHEHHMS, B TOM YHCIE 110 JTHYHOMY

COCTaBY, aKTOB O BBIOCIIEHHH K YHUYTOXKCHUIO eI, HE NOJICIKAIHX XpaHCHHIO, U

APYIHX aKTOB;

Y4aCTHE B NOIATOTOBKE U paccMOTpeHHHA IPOCKTOB HOPMATHBHBIX H MCTOJJHYECCKHX

AOKYMEHTOB II0 BONpOcaM paboTsl ¢ fokyMenTamu B [IIkorre;

METOAMYECKOE pYKOBOACTBO paboTaMu B  006JacTH obecneuenus COXPaHHOCTH

AOKYMCHTAIIBHOI'O ¥ apXHUBHOTO (oH0B I1IKO0IBL.

HpH IIPOBEACHHUHA SKCHEPTHU3EI [IECHHOCTH AOKYMEHTOB IIPH IIOATOTOBKE ACI K mepenavye B

apXHB OCYLICCTBIIAETCS:




4.12.1. oTO0p HOKYMEHTOR IOCTOSHHOTO H BpeMeHHBIX (cBhIme 10 1eT) cpokos XpaHEHHs st

Hepeayl B apXuB;

4.12.2. oT6Op IOKYMEHTOB BpEeMEHHEBIX (m0 10 rner BKIIOYHTENHEHO) CPOKOB XpaHEeHHS H C
OTMETKaMH «Jlo MHHOBaHHsS HaLOGHOCTHY, «Jlo 3aMeHBI HOBBIMHY», OIIEKAITHX

JAIbHERTIEMY XPAHEHHIO B CTPYKTYPHBIX TIO/[PA3ICIeHHSX,

4.12.3. BRIjIENICHHE K YHHYTOXCHHIO el 3a IPE/BILYIIHE TONBI, CPOKH XDAaHEHHS KOTOPBIX

HCTCKIIH.

4.13. O160p 9NEKTPOHHEBIX AOKYMEHTOB Ul MEpefiayd B apXHB OCYIIECTBISETCHS B
dBTOMAaTH3HpOBAHHOM — peXHME 1yTeM oT0Opa JOKYMEHTOB M3  6as JIAHHBIX

HH()OPMAIHOHHBIX CUCTEM 10 npusHaky «Muaekc nenay.

4.14.  Ilo pe3ynbTaram SKCIEPTH3BI HEHHOCTH B CTPYKTYPHBIX NOJpa3feNeHusIX OpraHH3alliu
COCTABJIAIOTCS OIMCH NIeN CTPYKTYPHEIX MOAPa3ACIeHUH: TTOCTOSHHOTO, BPEMEHHBIX (CBBIIIIE
10 nret) cpokoB xparenwus, mo mranOMY COCTaBy, Ha OCHOBE KOTOPKIX B apXMBE OpraHH3alUH

COCTaBIIAKOTCA I'OJOBBIC pasnoensl COOTBETCTBYIOIIHX CBOIHBIX OITHCEH A€, TOKYMEHTOB.

4.15. Ha pmena ¢ HCcTeKmmMu CpoKamMu XpaHeHus ciayxOa menompomssomcta IIIKkossr
COCTAaBIACT aKT O BBINCNCHMH K YHHYTOXEHHIO JIOKYMEHTOB, HE IMOJUIEHKAIIAX XpaHEHHUIO,
KOTOPBIA YTBEPKIAETCS JMPEKTOPOM IIIKOJIEL. DIEKTPOHHEIE JIe/a ¢ HCTEKIIHME CPOKAME
XPaHCHHS IIONUIEXKAT BBIICICHHIO K YHHYTOXKEHHIO Ha OOLIUX OCHOBaHHsX, IIOCIIE YETro
IPOBOIHUTCS UX (PH3HIECKOE YHUYTOKEHHE WM YHHUTOKEHHE IIPOrPaMMHO-TEXHHYECKHAMHU

CPEACTBAMH C COOTBETCTBYIOIIEH OTMETKOM B aKTe€ O BBIIGICHHH K YHHYTOXKEHHUIO

JAOKYMCHTOB.

4.16. Exeromno ma 1 SHBaps B apXMBe IOABOJHTCA HTOT KOJIMYECTBA MOCTYIIUBIIHY H

BBIOBIBIINX 34 T OJ O€Jl, JOKYMEHTOB.

3. Coctas noxymenToB apxuBa

~

3.1, B apxuB nocrynator:

S.1.1. 3aKkOHYEHHEIE AEMOIPOM3BOACTROM AOKYMEHTBI BpemenHoro (cemme 10 jiet) cpoka

XPaHCHHs, a TakKxe AOKYMEHTEI II0 JTHYHOMY COCTany, 06pa30}3aBmHecsl B pe3ylikTaTe

HestenbHoCcTY [TIKOIIEL

5.1.2. moxymeHTH mocTOsSHHOrO XPaHCHHS M MO0 JMYHOMY COCTaBy YIpEKACHUH-

IIpENIIEeCTBEHHHUKOBR,
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.1.3. Hay4HO-CIIpaBOYHBIM aNmapat K JOKyMEHTaM apXHBa.

wn

1.4, nuynbie doras! paboTHEKOB [11KOIEL

5.2.  Jlena BPEMEHHOTO XpaHEHHs CO CPOKaMH XpaHeHus 10 10 et nepesaye B apXHUB He
nomiexar. OHH XpaHATCS B CTPYKTYPHBIX MOAPA3ZENEHUSX U 1O HCTEUCHHH CPOKOB
XpaHeHHs ITOJIEXKAT YHUUTOKECHHIO,

5.3.  [lena BpemeHHBIX (110 10 JleT BKIIOYHTENBHO) CPOKOB XPaHEHHs MOTYT GBITh IIepe/IaHbl B

ApX{B B MCKIIOYUTENBHBIX CIyYasx, MO penleHuio aupektopa lllkomsr, mo omucsm nem,

AOKYMCHTOB HIIA IO HOMEHKINATYpe JIel.

6. Opranusanus paGoTsl apxuBa

6.1. PaGora apxmea IIIKONBI OCYIIECTBIISETCS OTBETCTBEHHBEIM 32 apXuB pabOTHHKOM,
YIIOJTHOMOYEHHBIM IIPHKAa30M JTHPEKTOPA.

0.2, OTBETCTBEHHBI 3a apXWB OprammsyeT pabOTy apXuBa W Hecer IEPCOHATBHYIO
OTBETCTBCHHOCTR 32 BBIIIOJIHEHHE BO3JIOKCHHBIX HAa apxWMB 3a4a4, TOAYHHIETCS
HEMOCPEICTBEHHO TUPEKTOPY

6.3. OTBeTCTBEHHBIH 3a apXWB BEINOJNHSET CBOM OOS3aHHOCTH B COOTBETCTBHH C
NOKHOCTHOM HHCTPYKIHEH.

6.4. OTBETCTBEHHEI 3a apXMB NPOXONTMT HHCTPYKT@X, & B HEOBXOIMMBIX CITydasx
CTAXHPOBKY B IOCY[apCTBEHHOM apXUBE, B KOTOPBIH IEpear0TCs MOKyMEHTH! I[IIkojbl Ha
rOCyJapCTBEHHOE XPaHEHHE.

6.5. DyHKIHOHUPOBAHHE apXHBA M  JEATENHHOCTH  OTBETCTBEHHOrO 32 apxuB
OCYIIECTBIACTCA B COOTBETCTBMH C 3aKOHOAATENBCTBOM Poccmiickolt  ®denmepanuu,
JIOKaIbHbIMH HOpMaTHBHBIMA aktamu IlIkonsl, B ToMm wucne, ¢ IHoaumuxoii o6pabomxu
nepcoHansHyix Oannerx, Ilonojcenuem o 3auume nepcoHansublx OaHHbIX.

6.6. Apxue paboTaeTr no rogoBoMy miaHy paGoTsr | IJIaHy-rpauKy NpueMa Jell B apXuB.

Sy l'ontoBoii mnaH paGoTEI apXHBa COCTABIAETCS C YKa3aHHEM KOHKPETHBIX BHAOB paboT u
YTBEPIKAACTCs MPHKa3oM aupekTopa IlIkomnsr;

6.8. [Inas-rpadux npuema men B  apxuB  CcOTNACOBBIBAeTCH  CO CTPYKTYPHBIMH
noxpasnenenusMu Ilkonsr u yreepixnaercs nupekropom [1IkomsL.

6.9. ApXUB NPOBOJHUT NPOBEPKH COCTOSHMS XPaHCHHUA JTOKYMEHTOB B JEIONPOH3BOICTRE
CIPYKTYPHBIX nozpasnencHuid Illkonsr He pexke 0JHOTO pasa B rop, Kak MIPAaBUIIO, TEpes
nepefader gen B apxup. OpraHH3als NPOBEPOK SABISETCS COCTABHON YACTEIO rOZ0BOTrO
IJTaHa pabOThI apXKBa.

6.10. I[lo wroram paboTel OTRETCTEEHHBIM 3a apXWB COCTABIIIETCS OTYET O BBHIIOJIHEHHH

TONOBOTO IIaHa, MJIaHa-rpaduKa, HONAIOTCA CBENCHHS O BbIIOIHEHHH MEpPOIPUATHI, HE



BKIIOYCHHBIX B rofoBoM nmad. [lociennme oTpaxarores B KOHLE OTYeTa, IpH
HEOOXOMMMOCTH, CAMOCTOATEILHBIM Pa3eIOM.
6.11. IIpy cMEHE OTBETCTBEHHOTO 3@ apXWB NMPOU3BOAUTCS IpHEM-TIEpenada JOKYMEHTOB,
CHPaBOYHOrQ anmnapara K HHM, a TakKe IOMCIICHHWH apXuBa, HHBEHTapd W 000pyIOBaHHS,
9TO OQOPMIISETCSI COOTBETCTRYIONIUM AKTOM.
6.12. Jlist npueMa-niepesauy Jel OTRETCTBEHHOIO 33 apXUB IIPUKa30M aupektopoM LIkoms:
HA3HAYACTCS KOMHMCCHS B COCTaBE HE MEHEE TPEX YeJIOREK.
013 lIpu npueme-nepenade fel IPOU3BOJUTCS NPOBEPKA HATHYMS U COCTOSHUS:
6.13.1.  JOKYMEHTOB apxXMBa, B TOM 9YHCIE 0CO00 LEHHBIX JEl M CTPAaXOBEIX KOMHH 0c000
LIEHHBIX JIOKYMEHTOB;

6.13.2.  y4eTHBIX JOKYMEHTOB H CIIPaBOYHOIO amniapara K JIOKyMEHTaM (macmopra apxuBa,
ONHCEH Jiell ¥ 3aMEHSIONIAX MX HOMEHKJIATYp Jel, JMCTOB (HOHIOB H KapTodek (POHJIOB,
KHHT NOCTYIUICHAN ¥ BRIOBITHS TOKYMEHTOR, CIIPABOYHBIX KAPTOYEK);

6.13.3.  NPOTHBOMOXAPHOTO M OXPAHHOTO 0GOPYIOBAHHS;

6.13.4.  ycnoBuii XpaHEeHHS JOKYMEHTOB.

7. IlpaBa u 06A3aHHOCTH 0TBETCTBEHHOTO 32 APXMB
71 Jl1si BBIONHEHHS BO3TOKEHHBIX HA HETO 3a7ad M (YHKIHH OTBETCTBEHHBIA 3a
apXuB UMEET IpaBo H 00g3aH:
7.1.1. npencrasnsate  pykoBoactBy Illkoobl  mpemmoMeHHs 1o COBEPILEHCTBOBAHMIO
OpraHW3allii  XpPAaHCHWs, KOMIUIGKTOBAHHs, ydYeTa M HCIIONB30BAHWA APXHBHBIX

AOKYMEHTOB B apXHBe;

7.1.2. zanpammBaTth B CTPYKTYPHBIX Toapa3meieHusix 1lIkoms: CBeJieHUs], HeoOXOaUMBIE s

paboThI apXKBa;

/.1.3. naBaTh PEKOMEHNAIMH CTPYKTYpHBIM HOAPA3EIEHASIM IO BOMPOCaM, OTHOCSIHIEMCS K
KOMIIETCHIIMY apXHBa;

7.1.4. MHGOPMHUPOBATH CTPYKTYpPHBIE MOAPA3AEIIEHAS O HEOOXOMIMOCTH IepeIay JOKYMEHTOB
B apXHB B COOTBETCTBUY C yTBEPHKACHHBIM IPahUKOM;

715 y4acTBOBaTe B  KOHTPOJE BBHIIOIHEHHsS yCTAHOBIGHHBIX IIpaBHI paGoTBHl ¢

Jnoxymenrtamu B [lxosne.

T OTBeTCTBEHHBII 32 apXUB HECET OTBETCTBEHHOCTD 32 HaJJIekalee u CBOEBPEMEHHOE

BLITIOTHEHHE apXMBOM 3a1a4 W (VYHKIHI, NPENYCMOTPEHHBIX HACTOSIIHM ITonoxxenuem, 3a



8. Opranmsauus xpanenus AOKYMEHTOB B apXHBe
8.1. ADXHBHBIE IOKYMEHTEI XPAHSTCS B CHCTCMAaTH3HPOBAHHOM BHJIE B TIpeJieax
JOKYMEHTAIBHOro oHIa.
8.2, JlokyMeHTEI B apxuBe PasMEIAIOTCA B MOPSIKE, 0DECHEeUMBAIOIIEM HX KOMILIEKCHOE
XPaHCHHUE B COOTBETCTBUM C YYETHBIMH JOKYMEHTAMH H OTIEPATHBHBINA MOMCK.
8.3.  IlopsmoK pacmonokeHHs JOKYMEHTOB B apXHBE ONpPENEIIeTCs IJIaHOM (CXeMOHM) MX

pasMeIcHus.

8.4.  He momyckaercs pasMeliense AIOKYMEHTOB Ha IOy, IIOZ0OKOHHHKAX, B Hepa3oOpaHHEIX
KHIax.

8.5.  Xpammnmuma o6opyzmyores CTAlHOHAPHBIMH HMJIH NEPEABMKHBIMU METAIHYECKAME
CTCIUIAXAMH, B Ka9€CTBE BCIIOMOTATENbHEIX CPE/ICTB XPAHEHHS IPAMEHSIOT MeTa/LTHYECKHE
mKadel, ceidsl, mKapb-cTe/UIAKY H T.11.

8.6.  CTemnmaku H OTKDHITEIE CPeCTBa XPaHCHHUsI YCTAHABIHUBAIOT NEPIICHAUKYIISAPHO CTEHAM C
OKOHHBIMH IIpOCMaMy, & B IIOMEIIEHUAX 63 OKOH - C YYeTOM 0COBEHHOCTE! TIOMEMIEeHHH U
obopynosanus. He nomyckaercs pasmemenue CPe/ICTB XPaHEeHHs BILIOTHYIO K HapyXKHbLIM
CTCHaM 3[1aHHs ¥ K UCTOUYHHKAM TeIa.

8.7.  JloKyMeHTBI pa3MeIarT Ha CTe/laXax, B IMKapax C HCIOIB30BAHHEM IIEPBHYHBIX
34lIMTHBIX CPENCTB XPAaHEHHUs (KOPOOOK, MAIOK, CHeNHATbHBIX (YTIAPOB, MAKETOR W T.IL.) B
COOTBCTCTBHU C BHJAaMH, (OPMATOM M APYTHMH BHEIIHHMH OCOGEHHOCTSIMM JIOKYMEHTOB:
OyMaKHEIE OKYMEHTHI MOCTOSHHOTO XPaHCHHS pasMemaloT B KapTOHHBIX KOPOOKax,
Nalkax, a NOKYMEHTEI BDEMEHHOTO XPaHEHHS - B CBA3KaX.

8.8.  Bce moMewienus apxusa, a Takxe CTEILIAXKH, IIKA(EI, I0IKH HYMEPYIOTCAL.

8.9. B KaxIOM OTAENHEHOM HOMENIEHHH CTCIUIAXH, IKa(Bl, NOJKH HYMEPYIOTCS CBEpXY BHH3,
ClieBa Halpago.

8.10. B memax s3akpemneHus wecTa XPaHCHHsI TOKYMEHTOB B apXHBE COCTABJISIOTCH
TIOCTEIITAXKHBIE U 1IPH GoIbInoM 06seme GOHIOB n0(oHI0BEIE TomOrpadHyecKkue yKazarenq.

8.11. Mecto xpareHus SJICKTPOHHBIX JIOKYyMEHTOB (mamee — 3JI) ompemensier IHPEKTOP
[Mxoner.

8.12. CoxpaHHOCTE NOKYMEHTOB B apXuBe ODECHEYABAETCS KOMILIEKCOM MEPOIIPUATHH 110
CO3ZIaHHUIO HOPMATHBHBIX YCIIOBHH, COOIIONCHHIO HOPMAaTHBHBIX PEXHMOB M HaIeKareh
OPTaHM3alUK  XpaHEHWs JOKYMEHTOB, HCKJIOYAIONHX XUINEHHE M yTpaty w
00CCIEeYMBAIOINX MOIEPIKAHKE B HOpPMaJIbHOM (DM3HYECKOM COCTOSHHH.

8.13.  KoHTposib 3a IesTensHOCTbIO apXHBa ocymecTBideT qupektop 1IkomesL.

9. Ilopsaok mepena4n J0KyMeHTOB B apxus:



9.1. Jlema IOCTOSIHHOTO W JIOJITOBPEMEHHOTO XPaHEHMs, BKJIFOYas JOKYMEHTBI 1O JTHYHOMY
COCTaBy, IEPENAIOTCS B ApXHB OpraHH3alMM IO37HEE YEM Yepe3 TPH roja IMocie HX
3aBepIIeHus B JEeOIPOU3BOICTBE.

0.2.  Odopmienue e s Iepejadd B apXHUB OCYIIECTBIIAETCH OTBETCTBCHHEI 38 apXHB.

9.3. Ilepemaua meil B apXHB OCYMIECTBIAETCA IO Ipa(HKy, COCTABICHHOMY apXHBOM, H
YTBEPKIAEHHOMY JupekTopoM ITIKOIBL

9.4. B mnepuoja NOATOTOBKH Jel CTPYKTYPHBIM IOJpa3lelieHHEM K Iepelade B apXuB
OpraHW3allid COTPYAHMKOM apXMBa MpPEIBAPUTENILHO IIPOBEPSETCS MNPAaBHIIBHOCTh HX
dhopmupoBaHus, OQOPMIEHHS M COOTBETCTBHE KOJIMYECTBA JIEN, BKIIOYEHHBIX B OIIUCH,
KOJIMYECTBY M€J, 3aBEICHHBIX B COOTBETCTBHM C HOMEHKJIATYpPOH e OpraHu3aiuH. Bce
BBIABJICHHBIE IIPH IIPOBEPKE HeNOCTaTKU B GopmupoBaHuy U odopMIleHUU Ael pabOTHHKH
CTPYKTYPHOIO TIOJApa3JeNieHusi o0s3aHbl yCTPaHUTh B JBYXHEIENbHEIH cpok. Ilpm
00HapyKEHHH OTCYTCTBHS JIC] COCTABJISIETCS COOTBETCTBYIONIAS CIIpaBKa.

9.5. Ilepemaya men NOCTOSHHOTO, BpPeMEHHBIX (cBbime 10 JIeT) CPOKOB XpaHEHHsS H IO
JIMYHOMY COCTaBY B apXHB IIPOBOJHUTCA TOJBKO IIO OIMCSAM, COCTABICHHBIM B CTPYKTYPHEIX
nojpa3ic/ICHUsIX.

9.6. llepenaua 57€KTPOHHBIX NOKYMEHTOB B apXWB IPOM3BOJWTICS HA OCHOBAHHH OIHCEH
SICKTPOHHBIX JI€J, MOKYMEHTOB CTPYKTYPHBIX IOApa3AeNeHuif N0 HHPOPMAIHOHHO-
TEJICKOMMYHUKAIHOHHOW CeTH MM Ha (Qu3ndeckn 000COOIEHHBIX MaTepHAIbHBIX
HOCHTENIAX B JIBYX HICHTHYHEIX SK3EMILTAPaX.

9.7. IlpueM KaxIoro jera NPOM3BOJMTCS OTBETCTBEHHBIM 3& apXUB, B HPHCYTCTBHH
YTIOJTHOMOYEHHOT0 pabOTHHKA CTPYKTYpPHOTO MojpasjeneHus. llpy 5ToM Ha 060HX
DK3EMILIApax ONHCH IIPOTHB KaAOro Oeila, BKIIOYEHHOIO B HEE, JIENaeTcsi OTMETKA O
HAJIMIUH Jea. B KOHIe KakIoro sK3eMIuIspa ONHCH YKas3bIBAIOTCA MH(pPaMH H IIPOIHCHIO
KOJIHYECTBO (DAKTHYCCKH TNPHHATBIX B apXUB JEJ, HOMEpPa OTCYTICTBYIOIIHX Jell, JaTa
lipUeMa-Tepeiavu Jell, a TakkKe IOJANUCH OTBETCTBEHHOTO 33 apXWB W JiHila, IIepeaBIIero

Acia.

9.8.  Ilpu npueme 0co60 HEHHBIX JEN IPOBEPSETCS KOIHIECTRO JIUCTOB B JC/IAX.

9.9. Jlena, yBfzaHHBIE B CBS3KH, JOCTaBISIOTCS B apXHMB COTPYAHHKAMH CTPYKTYPHBIX

[Iopa3/ieJIeHH.

10. Tlopsiok BbIXAa4M /1€JI H3 APXHBA BO BpeMEHHOE M0JIb30BaHHe

10.1.  JloxyMeHTEI BBIIAIOTCS BO BPEMEHHOE TI0JIb30BAHHE U3 apXHBOXPAHHIINIIA HA OCHOBAHUH

[HCBEMEHHOTO paspernenus gupexropa Illkost:



10.1.1. paboTHUKaM CTPYKTYpHEIX moapasaenenuii [1komsr;

10.1.2. cynebHBIM, MPaBOOXpPaHUTENLHEIM H HHBIM YIIOJHOMOYEHHBIM OPTaHaM B COOTBETCTBHH

¢ 3aKoHO/IaTenscTBOM Poccuiickoit deneparuu;

10.1.3. MHBIM IIOTBE30BATEIISIM.

10.2. Jlena BeIaroTcs BO BpEMEHHOE IOJIb30BAHHE CTPYKTYPHBIM IOAPA3/ECHUAM KOG Ha
CpoK, He mpesbiuaiomuid 30 gHel, cyaeOHBIM, NOPAaBOOXPAHMTEIBLHBIM W WHBEIM
YIIOJIHOMOY€EHHBIM OpraHaM B COOTBETCTBHM C 3aKOHOJATe/IbCTBOM Poccuiickoi ®enepamun
- Ha CPOK - He BoJiee 6 MecsAIeB, HHBIM OPTaHM3ALKIM - Ha CPOK He Goee 3 MecsIes.

10.3. Ilpomnenne yrasammeix B 1.10.2. CPOKOB BBIJAaYM JOKYMEHTOB MNONYCKAETCS C
paspemenus  jupekropa IlIkoibl Ha OCHOBAHMM IMCBMEHHOIO  MOATBEPKICHHS
TOJIL30BATENA O COXPAHEHUM/00ECIIEYEHUH COXPAHHOCTH JOKyMEHTOB.

10.4. Beuiada JOKYMEHTOB M3 apXMBOXPAHHIMIA O(GOPMISETCS 3aKa3oM (cmy:xeOHOM
3aIIMCKOM) Ha BBIIA4y e U PETHCTPHPYETCs B KHMIe BhauH e, Ha MecTo BhLIaBacMoro
Aejia TIOMCHIACTCH OTACNBHAS ULl KaXIOro JeNla KapTa-3aMecTHTellb. KapThl-3amecTuTeny
XPaHATCS B apXWBe /10 MHHOBaHMs HanoOHOCTH. COCTOSHHE BO3BpAlAEMBIX B apXHB JCIH
JIOJDKHO OBITh POBEPEHO B MPHUCYTCTBHM JIMIIA, BO3BPAIIAIOIIETO JEIO.

10.5. Kaxmoe BbiiaBaemoe M3 XpaHWIMINA IS BPEMEHHOTO HCIIONB3OBAHHS JEJIO JIOJIKHO
HMETE JIHCT HCIOIB30BaHMS [IelIa.

10.6. Bebimaga zien Bo BpeMeHHOE IOJIB3OBAHME B APYIHe OPraHM3aluy oopMIIseTCS aKTOM,
KOTOPBIH COCTAaBIAETCS B ABYX SK3eMIUIAPAX, OJIMH HX KOTOPBIX OCTAETCS B apxuBe I1IkosL,
JPYTOH BBHIJAETCS IONYy4YaTeNro. AKT MOIMCHIBAETCS aupexkropoMm Ilkonel, mepenaromei
A€la, W PYKOBOAMTCIEM OpPraHU3allMH-TIOAydaTeNs: IOMINHCH CKPEIUISIOTCS MedaTsMH
opranusauui. Ilocne Bosppamenus gen B BYX OK3EMILIAPaX aKTa JIeIaeTcs
COOTBETCTBYIOAA OTMETKA: ONIMH K3EMIUIAP OCTACTCSA B OPraHU3aMH-TIOIydaTere, Jpyrou
XpaHuTcs B Jiene GoHsa B apxuse I1Ikomsl.

10.7.  Tlpu o6Hapy»eHHH HETOCTAYH ey i OT/EIBHBIX THCTOB B HUX, & TAKXKe MOBPEKACHHH
ACT ¥ JIOKYMCHTOB, OTBETCTBEHHEIM 32 apXHB COCTABIISETCS aKT B JIBYX OK3EMILIApax, OJUH
13 KOTOPBIX IIPE/ICTABIACTCS PYKOBOJUTENIO OPraHHM3al[iH, HMCIIOJIb30BABIICH JOKYMEHTBI,
JULA IIPUBIICICHAS BHHOBHBIX K OTBETCTBEHHOCTH, BTOPOH - OCTAETCA B apXHBe.

10.8.  JlokyMeHTBI 3 apXHBa He BBLIAKOTCS C CIIEJYIOLINX CITydasx:

10.8.1. namauus porna nons3opaHus:;

10.8.2. HeynoBneTBOpHUTENEHOTO PHU3HIECKOTO COCTOSHHUS JOKyMeHTa;

10.8.3. orpannyenuii Ha wucnonp3oBanue, YCTaHOBJICHHBIX 3aKOHOJATENbCTBOM PocCHECKOIM
Denepanumn.



11. HcnojaHeHue 3aKpoCcoB rpakJdad H OpraHu3anHil CONHAILHO-
NpaBoBOro XapaKrepa

I1.1. Mudopmaims colmansHO-PaBOBOro XapakTepa 1o 3alpocaM IpaXk/iaH ¥ OpraHH3aIHii
BBUIAETCS B QOpME apXMBHO#M CIPABKH, ApXMBHON KOTMY M APXHBHOM BEIIUCKH.

1.2, ApxuBHEIE CIIPaBKH, BEINMCKH H KOIIMH BBLIAFOTCS HA OCHOBAHHH ITHCHMEHHOTO 3arpoca
[IONIE30BATE/Is1, KOTOPbIH NODKEH COJEPKAaTh HAMMEHOBAaHHE (M afpec IpPH TEPECBUIKE)
OpraHu3allid (apXWBa), KOTOPOH OHH aXpecOBAHbI, H3MONKEHHE CyNIECTBA 3ampoca;
hamMuHIO, UMS H OTYECTBO OOPAIMAIOIIErOCS; €r0 aIpec, KOHTAKTHEIE TeNe(QOHBI; ATy U
JAYHYIO [IONHUCH.

11.3. OOpamenuss rpaxiad, B KOTOpBIX OTCYTCTBYIOT (paMHITHM, ajpeca H MOMIMUCH
00OpallaloMKXCs, CINTAIOTCS AHOHMMHBIMH M HE MOZIJIEKAT PacCMOTPEHHIO; IPH JTHYHOM
OOpalleHHy MpH Hanuunu GaMUIMH B afpeca HeIOCTAIOIIAS AHGOPMAIHS MOXKET OBITH
BOCIOJIHEHA.

11.4. Cpok HCIIONHEHHS 3aIpPOCOB COLHATIbHO-TIPABOBOTO XapakTepa I'PaaH W OpraHu3aui
[0 MaTephallam apXuba HC M0JDKEH Mperbiuars 30 aHel co MHS permcrpanum obpareHus.
IIpu crnoxnex 3ampocax cpok MoxeT OBITH HPOIJIEH, HO HE Gonee gem Ha 30 JHEeH ¢
00s13aTENBHBIM YBeOMIIEHHEM 00 9TOM 3aSBHTEIIS.

11.5.  Cpok HCHIOIHEHHS 3aIIPOCOB ¢ UCIOIB30BAHHEM TOIBKO Hay4YHO-CIIPABOYHOI'0 anmapara
apxuBa - He Oounee 15 el ¢ MOMeHTa perucTparuu oOpameHus.

11.6. TIlepechuika HeNpoUIBHBIX 3alIpOCOB MO MPUHAUICKHOCTH B IPYTUE OPraHH3alMH WK
apXWBbl, a4 TaKXKe MHDOPMHPOBAHHE OO ITOM 3aSBHTENS JOIIKHEL OCYIIECTBIATECSA B 5-
JAHCBHBIN CPOK C MOMEHTA 0OpaleHus.

11.7. ApxuBHBIE CIPaBKH COCTABISIOTCS HA OCHOBAHHY JOKYMEHTOB (NOIJHHHUKOB H
3aBEPCHHBIX KOTMI), XPaHSAIIMXCS B ApXHBE, HCIIOIb30BAHUE HE3aBEPCHHBIX JOKYMEHTOB,
OTHOCSIIUXCSA K BOIIPOCY OOpalleHHs, OroBapUBAETCS B TEKCTE CNIpaBKH («HE3aBepeHHas
konus»). Ilpy orcyrereum B apxuse MOKYMEHTOB, COAEPXKAIIHUX CBEACHHS II0
3arpalliBaeMOMy BOIPOCY, apXWBHASA CIIPABKA MOMET ObITh BBIIAHA IO XpaHsIIUMCS B
dPXUBE [EYATHBIM MAaTepHallaM, OTHOCAIIAMCS K TIpeIMeTy O0OpallleHHs, ¢ TOYHBIM H
[IOJIHBIM YKa3aHUEM HCTOYHHUKA.

11.8.  ApXHBHEIC CIIPaBKHM COCTABJISIOTCH 110 dopme, ycTaHOBICHHOM hexepamsHbIM OpraHom
yIpaBjeHHs B cdepe apXuBHOTO nena Ha 6nanke [LIKOLL

11.9.  ApxwmBHas crpaBka MoAmHCHIBACTCS mupextopom IlIkonsl wimw mompas/enenus, B cocTas

KOTOpPOro BXOOHUT ApPXHB, U OTBETCTBEHHBIM 3a apXHB.




11.10. Cnpaeka 3aBepsercs neuatsro IlIkosbr; BTOPOH SK3EMILUIApP apXUBHOM CIPaBKH
3aBEpACTCST OTBETCTBEHHBIM 33 apXWB M XPAHUTCS B Jelax apXHBa B COOTBETCTBHH C
HOMEHKJIATYPOH JeJI.

11.11. ApxvBHEIE KOIHH H BBIIHCKHM H3 JIOKYMEHTOB BEIIAIOTCS B COOTBETCTBHH C 3aIIPOCOM.
VINeHTHYHOCTD MOJIMHHHKY BBIIAHHBIX APXMBHBIX KOIMH H BBITHCOK 3aBEPACTCS [OAIHUCHIO
AUPEKTOPA IIKOJIbI HIIH YIOJHOMOYEHHOI'O MM JTHIA U 11e4aThio 11IKomeL,

11.12. BbImuCcKka TPOM3BOAMUTCA TOJBHKO W3 JIOKYMEHTa, B KOTOPOM COIEPKHUTCH HECKOJIBKO
OTACIBHBIX, HE CBI3aHHBIX MeXAy co0oil Bompocos. Brmmmcka momkHa BOCHPOU3BOJUTH
TIOJTHBIH TEKCT YaCTH JOKYMEHTA, OTHOCSINEHCS K 3aIpocy.

11.13. ApXWBHBIE CHOpaBKM, KONMH ¥ BBHIIHCKA M3 APXMBHBIX JOKYMEHTOB HAaNpaBJIsIOTCH
3aABUTEISIM II0 IMOYTE ¢ COIIPOBOAMTELHBIM THCHEMOM.

11.14. ApXuWBHBIC CHOpaBKH, KOMMH W BBHIIHCKH MOTYT BBIIABAaTBbCS IO PAcIUCKy HA PYKH
3QJBUTE/ISIM TIDH NPEABABICHUM TACNOpPTa MM HHOTO JOKYMEHTA, YIOCTOBEPSIOLIETO
JIMHHOCTD; MX POJCTBCHHHKAM HIIM JIOBEPEHHBIM JIHIAM NPH HPEABABICHHH HOTAPHAIBHO
3aBEPEHHOM I0BEPCHHOCTH, ODOPMIICHHON B COOTBETCTBHH C 3aKOHOIATEIECTBOM.

11.15. Tlomy4arens apXxWBHOH CIPABKH, KONHMH MM BEITHCKH PacouCBIBaeTCS Ha BTOPOM
IK3EMILIAPE IOTY4aeMOro NOKYMEHTa, OCTAIOIIEMCS B JellaX apXHBa, C YKa3aHHEM JAHHBIX
HacIopTa Uit Ipyroro 10KyMEHTa, YAOCTOBEPSIOIIET0 THIHOCTE TTONYYaTeIs.

11.16. ApxuB B COOTBETCTBHY C 3aKOHOIATENHCTBOM OBECIETHRBAET: IIPaBO Ipak/aH Ha JOCTYII
K IOKyMEHTHPOBAHHOH MH(pOPMAITMH O HHX; [IPABO 3HATH, KTO ¥ B KAKHX IIEJIIX HCIIOINB3YeT
M UCII0JIb30BAll 3TY HHOOPMAIHIO,

I1.17. ApxuB opranusamuu o6s3aH TpPeSOCTABHTH HH(OpMAIHIO GeCIIaTHO Mo TpeGOBaHMIO
TeX OpraHu3alluil ¥ JHIl, KOTOPBIX OHA KacaeTcs. OrpaHHYeH s BO3MOKHEI JIHIIE B ClIy4asx,
TIpelyCMOTPEHHEBIX 3aKOHOAaTeNbCTBOM Poccuiickoit ®eneparum.

11.18. ApXHB MOMET HCIOIHATH TEMATHYCCKHE 3alIPOCHI IOPUJHYECKUX JIUII, & TAKIKE 3alpOCHI
(usmdgeckux JMI HMyINecTBeHHOrO u (unancoBoro xapakTepa Ha IIATHON OCHOBe.
Ilepeyens Takux ycayr u Pa3Mep OIIATEI yTBePIKAAoTCA JupekTopoM LkosL.

11.19. Iomyckaetes usbstre u3 APXMBHBIX JIC]T M BbIlaYa BIAJENbIAM MIIH X POACTBEHHHKAM
(Ha OCHOBAaHHMH HOTAPHAIBHO 3aBEPEHHOM JOBEPEHHOCTH) MOMIHHHEIX JTHYHBIX JIOKYMEHTOB
00 06pa3oBaHuH, TPYAOBBIX KHIKEK H APYTHX HE MOJYYCHHBIX B CBOE BPEMS BIIA/ENBIIEM
JIOKYMEHTOB.

11.20. INonnuunele mHuHBIe AOKYMEHTEI  BBIZAIOTCS C  paspelleHHs JupekTopa [IIkombl
SAABUTCIIAM IO NPEIBABICHAN MACIIOPTa, HHOTO JOKYMEHTa, YIOOCTOBEPSIOLIETO JTHYHOCTE,

WM IOBEPEHHBIM JIMIIAM 110 HOTApPHAIBHO 3aBE€PEHHOM JOBEPEHHOCTH.



11.21. OprasaMu npaBoIIOPSIKA U3 apXHBA MOTYT OBITh H3BATHI JOKYMEHTHI B COOTBETCTBHH C
3aKoHozaTeNnseTBOM Poccuiickoit @eneparun.

11.22. Ha MecTO H3BATOro JOKYMEHTA B J€JI0 BKIIAJBIBAETCS CIPABKa O BHIJAYE, CHATAS C HErO
KOTIHS HITH B YYETHBIX apXMBHBIX JOKYMEHTaX JIEJAeTCs OTMETKA 00 M3BIATHH, YKA3BIBAKOTCS
HOMEp, JaTa W Ha3BaHHE MNOKYMEHTAa - OCHOBAHHS JUIS M3BSATHS, & TaKKe pacIHcKa
[IOJIy4aTeNs JOKyMeHTa (IpH JIMYHOU mIepeaaye).

11.23. Ilpy OTCYTCTBHH B apXHBE 3alpallMBAcMbIX CBEJEHMH OTPHIATEILHEIN OTBET
cocraBisieTcss Ha Onanke muchMa Illkonsl. B HeM ykasbBaercs (akT OTCYTCTBHS B

JOKYMCHTaxX apXHBa BCIECICTBHE UX rubens uin YTpaThl, TEKCT IHCbMA 3aBEPACTCS I1€YaThIO

IIxomnel.




