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1. O0mme moI0KeHus.

1.1. DkcnepTHas KOMUCCHS SBJSIETCS IIOCTOSTHHO JCUCTBYIONMM padouum opranoM MBJ/IOY Ne
62 «Yneioka» (manee JIOVY), ocymecTBISOMMM pabOThl MO OPTraHHM3alldd W IPOBEICHHIO
OKCIEPTHU3BI [IEHHOCTH JOKYMEHTOB C IEbI0 OTOOpa WX Ha TOCYJApCTBEHHOE XpaHEHHE U
YCTaHOBJICHHE CPOKOB XpaHEHHs WM Ha YHUYTO)KCHHE U JICHCTBYIOIIMM Ha OCHOBAaHUU
Hacrosiuiero Ionoxenus.

1.2. DOkcneptHas komuccusi (manee — OK) Bosrnamisiercss (MO JOHKHOCTH) 3aBEIYIOLIETO
YUPEKICHUEM.

1.3. B cBoeli pearensHocTH DK pyKOBOACTBYETCS: HOPMATHBHO-IIPABOBBIMU aKTaMH,
pErJIaMeHTHPYIOIUMH JIOKYMEHTAIIMOHHOE o0ecrieueHne paboThl W apXWBHOE XPAaHCHHUE
JIOKYMEHTOB, MPUKa3aMH U PACcTIOPsKEHUSMU 3aBelytolero, HacToamumM [lonoxenuem.

2. OyHKIMHU U 331a4H.

2.1. 3apaueit OK sBisieTcsi TOATOTOBKAa W IMepelayd Jejdl Ha XpaHEHHWE B apXuB U Ha
YHUUYTOKEHUE.

2.2. ®yukuuu OK:

2.2.1. IlpoBenenue sKcrepTU3bl HEHHOCTU JOKYMEHTOB

DKcrnepTr3a LEHHOCTH J0KYMEHTOB - OIpe/eNieHHe EHHOCTH JOKYMEHTOB C IIeJIbI0 0TOOpa UX
Ha rOCYJJapCTBEHHOE XPaHEHUE U YCTAHOBJIEHUE CPOKOB XPaHEHHUSI.

OKcrnepTu3a HeHHOCTH AoKyMeHToB B JIOY npoBouTes:

- [IPY COCTaBJIIEHUH HOMEHKJIATyphl JIET;

- Ipu (POPMUPOBAHMH € U IPOBEPKE NPABUIBHOCTH OTHECEHUs JOKYMEHTOB K JIeJIaM;

- [IpU MOATOTOBKE JIe] K MOCJIEYIOIIEMY XPaHEHHUIO.

OKcnepTu3a LEHHOCTH JIOKYMEHTOB exerojaHo ocyuiectsisercs B JIOY ¢ npuieueHuem
COOTBETCTBYIOILIUX CIIELIUATIUCTOB.

OxoHuarenpHOE pemenue npuHumaet JK.

OTO60p [OKYMEHTOB /sl TOCTOSHHOTO XpaHEHWsI IPOBOAMTCS HAa OCHOBAaHMM MepeyHei
JOKYMEHTOB C YKa3aHUEM CPOKOB X XPaHEHHUS M HOMEHKIaTypsl fen JJOVY myreM nmoiaucTHoro
pocMoTpa Jei. B nenax MocTOSHHOTO XpaHEHMsI MOJIeKAT U3BITHIO 1yOJETHBIE IK3EMILISPbI
JTIOKYMEHTOB, YEPHOBUKH, HEO()OPMIIEHHBIE KOMUM JOKYMEHTOB M HE OTHOCSIIHECS K BOIIPOCY
JIOKYMEHTBI C BpEMEHHBIMU CPOKaMU XpaHEHUSI.

OnHOBpPEMEHHO ¢ 0TOOPOM JJOKYMEHTOB ITOCTOSIHHOTO U BpeMeHHoro (cBbiuIe 10 siet) xpaHeHus
JUISL TIEpEeIavyl B apXUB MIPOBOAUTCS OTOOP JIeN U JOKYMEHTOB BpeMeHHOro (710 10 neT) xpaHeHus
C UCTEKUIMMH CpPOKaMU XpaHeHHus. [Ipu 3TOM y4MTBHIBAIOTCS TOJIBKO OTMETKM B HOMEHKJIATYype
nen «J1o MuHOBaHUS HaAOOHOCTU» U T.1II.

ITo pesynpTaTamM SKCIEPTU3bI LIEHHOCTHU JOKYMEHTOB COCTABIISIOTCS OMMCH JAEN MOCTOSHHOIO,
BpeMeHHO (cBbIe 10 1eT) XpaHeHHs ¥ 10 JINYHOMY COCTaBY, a TaKXke aKThl O BBIJCJIIEHUHU JENT K
YHUUTOKEHUIO.

2.2.2. Odopmaenue aen

Jlena mMocTosSHHOTO M BpeMeHHOTro (cBblmie 10 jeT) XpaHeHus Mociie OKOHYAaHUS KaJIeHAapHOTro
roja, B KOTOPOM OHHU OBLIM 3aBEJEHBI, /U MOATOTOBKM UX K IEepegadye B apXuB, MOJUIEKAT
0(pOpPMIICHHIO M ONHCAHHIO B COOTBETCTBMM C TpeboBaHMsIMU [OCynapCTBEHHOH CHUCTEMbI
JIOKYMEHTAIlMOHHOTO 00ecrieueHus yIpaBIeHUs.

Odopmitenne en IpoBOAUTCS ACTONPOU3BOIUTENIEM YUPEKACHUS.

Jena BpemenHoro (10 10 jeT BKIIOUMTENBHO) XpaHEHUS O(OPMISIOTCS YHpOIIeHHO. Takue
JIeJ1a OCTaBIISIOTCA B CKOPOCUIMBATENSAX, JIMCTHI B HUX HE HYMEPYIOTCS.

Jena nocrostHHOTO U BpeMeHHOTro (cBbiIe 10 eT) XpaHeHus MoAJexat NOJTHOMY 0(hOpPMIIEHUIO.
[TonHoe odopmieHne BKIOYAET B ceOs MOALIIUBKY WU HEeperuieT jeia, HyMepaluio JUCTOB B
JieNie, COCTaBJIEHHE 3aBEPUTENIbHOM HaIMKNCH Jejla, BHECEHHE YTOUYHEHUH B 3arojioBOK Jiejia, B
natel fena u T.4. [lpn Heo6X0IMMOCTH COCTaBIsIeTCs BHYTPEHHSS ONUCH IOKYMEHTOB JIefa.



JIOKyMEHTBI JTOJKHBI OBITH TEPEIUICTeHbl WM MOAIMIUTE Ha 4 TPOKOJa B TBEPAYIO OOJIOXKKY
CypOBBIMH HUTKaMU WM IIHYpKaMH. MeETaIIMYecKue CKpPENKH, OYyJaBKH JOJIKHBI OBITh
yAaJIeHbI U3 Jiena.

B Hauaje kaxa0ro aejia NoAIIMBaeTCs YUCTBIN JIUCT.

Bce nuctel gena, kpome YHCTBIX, a TAKXe JIMCTOB 3aBEPUTEIBHOM HAANMHUCH U BHYTPEHHEH
OTHUCH, HYMEPYIOTCS MPOCThIM TpadUTHBIM KapaHIalloM, B IIPAaBOM BEPXHEM YINIy JIUCTa
apaOckumu 1udpamu, HE 3ajJeBas TEKCTa JOKYMEHTOB. HymepoBaTh JUCTBI YEpHWIAMH U
IIBETHBIMU KapaHJalllaMu 3arpeniacTcs.

JlucTel e, COCTOSIIMX U3 HECKOIBKUX TOMOB, HYMEPYIOTCS 0 KaXX10MY TOMY OTJIE€IBHO.

B koHIle Aena Ha crenualbHOM JIMCTE-3aBEPUTENIC COCTABIISAETCS 3aBepUTEIbHAS HAIIUCH IS
ydeTa KOJIMYECTBA JINCTOB B Jieiie U (PUKCAI[MH OCOOCHHOCTEH X Hymepanuu (IpUI0KEHUE).
3anpemaeTcss BHOCUTH 3aBEPUTEIbHYIO HAAMUCh HA YHUCTBI OOOpPOT JIMCTA TOCIEIHETO
JIOKYMEHTA WM BHYTPEHHIOIO CTOPOHY OOJIOKKH jeyia. Eciu n1eno moJmmTo Wid nepenieTeHo
0e3 OraHKa JIMCTa-3aBEPUTENS, TO OH HAKJICMBACTCSI HA BHYTPEHHEH CTOPOHE OOJIOKKH Jiea.
KonmuecTBo mpoHYMEpOBaHHBIX JIMCTOB JIEJIa B 3aBEPUTEIBHON HAIMUCH YKa3bIBaeTCs nudpamu
Y TIPOITHCHIO.

Ha oGnoxxke gen (Ilpunoxkenue Ne 1) moctossHHOTO W BpeMeHHOTO (cBbime 10 jer) xpaHeHus
YKa3bIBAETCS:

- HaUMEHOBAaHHUE MOJHOCThI0 — MyHHMIIMTIAIBHOE OIOJKETHOE JOIIKOJIbHOE 00pa3oBaTelbHOE
yupexnenue «Jlerckuit cam Ne62 «VYnpiOka» oOmiepa3BUBaONICl U KOMICHCHPYOIIEH
HaIPaBJIECHHOCTH .

- HHJIEKC JIeNna;

- 3aroJIOBOK JI€TIa;

- KpailHHE aThl;

- KOJIMYECTBO JINCTOB B ACIC;

- CPOK XpaHCHHS JIeTIa;

- Homep (oHa, ONHUCH, JIena.

[Ipu odopmnenun o6moxku nen HaumeHoBaHue JIOY  ykas3piBaeTCsi TMOJHOCTBIO B
MMEHHTEILHOM IIaJIeKeE.

B 3aromoBkax jen, coAep)KallMX KOMHMM JOKYMEHTOB, YKa3bIBa€TCs UX KOINUWHOCTB.
[ToaIMHHOCTH TOKYMEHTOB B 3ar0JIOBKE HE OTOBAaPUBAETCHI.

Ha o6noxke nema o0s3aTenbHO YyKasbiBaeTcsi jgara gena. [lpu odopmieHun natel gena
MIPOCTABJISIFOTCSL KpailHUE AaThl, T.€. JAaThl CAMOTO PAHHETO M CaMOTO TMO3IHEr0 JIOKYMEHTOB,
BKJIFOUCHHBIX B JEJIO0.

Haroii nena, coaepskailero MpOTOKOJbI 3aCElaHui, SBIISIIOTCS JAaThl MEPBOTO U IOCIETHETO
3acemaHusl.

[Ipu 06o3HaYeHUN NaTHl TOKYMEHTA CHavajla yKa3bIBA€TCS YUCIIO, 3aTeM MecsIll U roja. Yucmo u
roJi 0003HavarTCs apabckuMu udpaMu, Ha3BaHUE MECAIA MUIIETCS CIOBAMH.

Ha o0noxke pgema o0s3aTenbHO yKa3bIBA€TCS KOJMYECTBO JIMCTOB B Jiele, KOTOpPOE
MIPOCTABIISIETCS] HA OCHOBAHUM 3aBEPUTENIBHON HAIIUCH JIeNla, U CPOK XpaHEHUs JeNa, KOTOPbII
MEPEHOCHUTCS Ha 00JIOXKKY JeJia 13 HOMEHKIATYpPHI J1e7. Ha nemax mocTossHHOTO cpoKa XpaHEHUs
numeTcs: «XpaHUTh MOCTOSTHHOM.

2.2.3. CocraBnenne u 0hOpMIICHHE OTTUCEN JE.

Ha nena, nepenaBaemblie B apXxuB, Tocie UX ohoOpMIIeHHS COCTaBsieTcs onmuch. OMUCH A€l - 3TO
CHCTEMaTHU3UPOBAHHBIN MEPEUYCHD 3ar0JIOBKOB JIEJ1, PACKPBIBAIOIINM COCTaB M COJIEpKaHUE JICII.
OIHOBPEMEHHO OMUCH JEN SIBIAETCS YYETHbIM JOKYMEHTOM M OCHOBHBIM BHUJOM Hay4HO-
CIIPAaBOYHOTIO arlapara K JOKyMeHTaM, 00eCIIeUYnBAIOIINM ONEPATUBHBIN TTOUCK JIEN B apXHUBE.
Onucu coCTaBIAIOTCS OTIENBHO HA Jeia MOCTOSHHOTO XPaHEHUs, Jiela BpeMeHHOTro (cBbie 10
JIET) XpaHEHHus, Jiejla MO JIMYHOMY COCTaBy (IIPUKAa3bl MO JIUYHOMY COCTaBY, JIMIICBBIE CUETA,
JUYHBIC JIeNa).

[To >TiM onmcsiM TOKYMEHTHI caaroTces B apxuB JIOY.

[To cBOIHOM omUCH Jelia IepPeIatoTCcsl Ha TOCYAApPCTBEHHOE XPaHEHHE.




Onucu fen COCTaBNIAIOTCSA IO YCTAHOBJIEHHBIM (opMaM JUIsl Jiell MOCTOSHHOTO XPaHEHHs
(Opunoxenre Ne 2) u Bpemernoro xpanenus (IIpumoskenne Ne 3). Ommch Jaen M0 JTUYHOMY
cocTaBy opopMIIsieTcs TaK JKe, KaK JJIsl J1eJI TOCTOSTHHOTO XPaHEHHUS.

[lepen BHeceHHMEM 3aroJiOBKOB JieJ1 B ONUCH IPOBEPSIOTCS KauecTBO (HOPMUPOBAHHS U
oopmIIeHHs J1e]1, COOTBETCTBHE KOJIMUYECTBA /I, BHOCUMBIX B OIHCH, KOJIMYECTBY 3aBEACHHBIX
JeNl [0 HOMEHKJaType naein. B ciydae oOHapykeHUS OTCYTCTBHSI JI€J, YHUCISAIIUXCS I10
HOMEHKJIaType, MPUHUMAIOTCSI MEPHI 10 MX po3bIcKy. Ha HeoOHapy)KeHHBIE /1e7a COCTaBIAETCS
CIpaBKa O MPUYMHAX OTCYTCTBHS JI€J, KOTOpas IMOJANUCHIBACTCS 3aBEAYIOLUIUM U TEpenacTcs
BMECTE C OIIMCBIO €I B apXUB.

[Tpu coctaBiieHnu onucu Aes He0OXOJMMO UMETh B BUY ClIEAYIOLIee:

- JIeJ1a B ONMCH PaclioararTcs B COOTBETCTBUU C YTBEPKIEHHOW HOMEHKIIATYpOil e,

- Ka)KJ10€ JIeJI0 BHOCUTCS B OMHKCH M10J] CAMOCTOSITEILHBIM MOPSAKOBBIM HOMEPOM;

- €CJIM JIeJI0 COCTOUT U3 HECKOJbKHUX TOMOB, TO Ka)KIblii TOM J€ja BHOCUTCS B OIIUChH IO
CaMOCTOSITENIbHBIM HOMEPOM;

- rpadbl OMUCH 3aMOJHAIOTCS B TOYHOM COOTBETCTBUU C TEMH CBEJCHHUSIMHU, KOTOPHIC BEIHECCHBI
Ha O0JIOXKKY JIena;

- IIpM BHECEHUU B OIKCH JEJ C OJMHAKOBBIMHU 3aroJOBKaMH IUIIETCS MOJHOCTHIO 3arojOBOK
MIEPBOrO Jieja, a BCe OCTajbHbIe OAHOPOIHBIC Jiena 00o3HauatTes cnoBamu «To xxe». [lpu atom
JpYTrHUe CBEJEHUS O JeslaX BHOCATCS B ONUCH MOJIHOCTHIO.

Ha xa)1omM HOBOM JIMCTE OMKCH 3ar0JIOBOK JIeJa MUIIETCS MOJTHOCTBIO:

- IOPSAJIOK HyMepallK B OIIUCH - BaJIOBbIN 32 HECKOJIBKO JIET;

- rpady omnucu «lIpuMeuyaHus» HCMONB3YIOT AN OTMETOK O MpUEME Jell, OCOOCHHOCTAX X
(U3UYECKOT0 COCTOSIHMSL, O Nepeade eyl IPYruM CTPYKTYPHBIM MOAPA3JEICHUSIM, O HAIMYUU
KOIUHU U T.[.

B koHIe omucH AenmaeTcs UTOTOBasl 3alKCh, B KOTOPOU yKa3bIBaeTcs (IUppaMHu U MPOIHUCKIO)
KOJIMYECTBO JIEJI, BHECEHHBIX B OIUCH.

Onuce Jen NoJNUCHIBAETCS COCTABUTENEM C YKAa3aHHEM €ro JOJDKHOCTH, PACCMaTpPUBAECTCS Ha
3aceJaHUH SKCIIEPTHOM KOMUCCUH U YTBEPKAACTCS 3aBEAYIOLINM.

Onuce cocraBnsieTcss B 3-X 3K3eMIUISIpax, OAUH M3 KOTOPBIX MEPENacTcsli B apXWB, BTOPOH
ocraercd B jaenax IOV, TpeTuil sx3eMIusAp A0KEeH ObITh MPHIIOKEH K MPOTOKOIY 3acelaHus
AKCIIEPTHON KOMHUCCHHU, HA KOTOPOM OHa ObLTa pacCMOTpPEHAa U 0J00peHa.

Ha o6noxkax Jie1, BHECEHHBIX B OMMCh, YKA3bIBAETCS HOMEP OMUCH U JIeNa.

2.2.4. llepenaya nien B apXuB.

B apxuse IOV xpaHsTCs A€na NOCTOSHHOTO M BpeMeHHoro (cBeiuie 10 jer) xpaHeHus. ApXuB
MPUHHUMAET JIeJ1a TOJIBKO IO ONnucsM. Jlena JOKHBI ObITh YBSI3aHbI B CBSA3KH, HA KAXKAYIO CBA3KY
IPUKPEIISETCS SpJbIK, HA KOTOPOM YKAa3blBa€TCA KpanWHUE JaThbl €], HOMEpa ONMCH, Aeia
CBSI3KH, CPOK XpaHeHHs. BmecTte ¢ nenamu XpaHsTcs OMUCH.

Jlena BpemeHHOro xpaneHus (1o 10 yieT BKIIOYMTENIBHO) Nepeade B apXUB, Kak MPaBHIIO, HE
nojexar. OHM XpaHATCS B KaOMHETE 3aBeAyrolIero (1o icoOHoe MOMEIIEHNE) U TI0 UCTEUEHUN
CPOKOB XpaHEHUS MOJUIEKAT YHUUTOXKEHHUIO B YCTAHOBIIEHHOM IIOPSIZIKE.

JlenonpousBoauTens IMpoBEpseT MPaBWIBHOCTH (QopMHUpOBaHUS U OdOpMIIEHUS e,
COOTBETCTBUE KOJIMYECTBA JI€J, BKJIIOYEHHBIX B OIMUCh, KOJWYECTBY J€J, 3aBEIACHHBIX B
COOTBETCTBUU C HOMEHKJIATYPOH Jedl.

2.2.5. YHUUTOXKEHHUE €] C UCTEKIIMMHU CPOKaMU XPaHEHMUS.

[Tocne cmaum Aen MOCTOSHHOTO M JIOJITOBPEMEHHOTO XpaHEHHsI B apXUB, J€jia C HCTEKIINMU
CPOKAaMHU XPaHEHUs 3a ATOT )K€ NEPHUOJ BBIAEIAIOTCS K YHUUTOXKEHHUIO.

Ha otoGpanHble k yHHUYTOXeHUIO Jnena cocraBisercss akT (IIpunoxenue Ne 4). B akre
YKa3bIBAIOTCS BCE JIENA, BBIACIEHHBIE K YHUUTOXKEHUIO. J[€71a BKIIOYatOTCS B aKT O BBIJIECICHUH K
YHUUYTOXKEHHUIO, €CIM MPEAYCMOTPEHHBIH JUIsi HUX CPOK XpaHEHHs HUCTeK K | sHBaps roja, B
KOTOpPOM COCTaBJIEH akT. ECM B akT BHOCSTCSI OJTHOPOJIHBIE €A 3a Pa3HbIE I'0JIbl, TO Ha3BaHUS
BCEX JIeJ HE MEePEUnCIISIFOTCS, a 3ar0JIOBOK MUIIETCS OJIMH Pa3 U yKa3bIBaeTCs 00I1ee KOJIUYECTBO
JEII.




AKT O BBIACTICHMM el K YHHYTOXKCHUIO COCTaBJSIETCS WiIE€HAMHU OKCIEPTHON KOMHCCHH,
yTBepkaaercs 3apeayromum JJOY .

OTOOp NTOKYMEHTOB K YHMUYTOXKEHUIO M COCTaBJIEHHME AKTOB O BBIACICHUM K YHUYTOXXCHHIO
IPOM3BOJIUTCS. IOCJIE COCTABJICHUS TOJOBBIX pa3ZelioB CBOJHBIX ONUCEH Jell MOCTOSHHOIO
XPaHEHHUs 3a TOT K€ MEepUOoJl. YKa3aHHbIE ONMCHU M aKThl paccMaTpuUBaroTCs Ha 3acenaHuu DK
OJIHOBPEMEHHO.

Ono6pennbie DK akTel yTBepkaatorcs 3aBenywommm 1OV . Tompko mocie storo DK umeer
IIPaBO YHUUTOXATh JieJla, BKIIIOUCHHbIE B JJAHHBIEC AKTHI.

[Tonnexamye yHUUTOXKEHHIO J1€J1a CKUTAKOTCSL.

YHUUTOXKEHHE TOKYMEHTOB 0€3 0()OpMIIEHUSI COOTBETCTBYIOLIMX aKTOB HE IOMYCKAaETCs.

2.2.6. cnonp3oBaHuE apXUBHBIX TIOKYMEHTOB.

OcHOBHBIMU (OpMaMM HCIOJB30BAHUS APXUBHBIX JOKYMEHTOB SIBJISIOTCS HH(OPMHUpPOBaHHE
pykoBozctea IOV, npyrux opranuzanuii 0 JOKyMEHTaX, HaXOAIIUXCS HA apXUBHOM XpaHEHUH,
U UCIOJHEHHWE UX 3alpoCoB; HCIOJIHEHUE 3alPOCOB COLMAIBHO-IPABOBOIO XapakTepa;
IIPEJICTaBICHUE JOKYMEHTOB JUJISl U3yUEHUSI.

Jl1s MCTI0NIb30BaHUs PEIOCTABIISIFOTCS JJOKYMEHTBI, XpaHsIIUECs B apXUBe, KPOME TeX, KOTOpbIe
MOTYT HaHECTH yIiep0d MHTEepecaM TrocyAapcTBa WM rpaxaaH. Vcmonbp3oBaHHWE TOKYMEHTOB
IPOM3BOJUTCS TOJBKO € pazpeleHus 3apenyromuero JOVY.

WNupopMupoBaHre 3aMHTEPECOBAHHBIX OpraHM3allMil MPOU3BOAUTCS apXUBOM IO 3ampocam
OpraHu3aluil myTeM cocTaBlieHUs] HH()OPMAIIMOHHBIX [TUCEM, apXUBHOH CIIpaBKH, IIyT€M Bblaun
ApPXUBHBIX KOMHW M apXUBHBIX BBIMHCOK, a TAK)KE BBIAAYM JOKYMEHTOB M JIeNl BO BPEMEHHOE
0JIb30BaHHUE.

2.2.7. llopsAaoK BbIIa4M, COCTaBIeHHE U O(hOPMIICHHE apXUBHBIX CIIPABOK.

ApxuBHas cIpaBKa - O(ULIMAIBHO 3aBEpeHHas CIpPaBKa, MMEIOLIas HOPUAMYECKYI0 CHIy U
coJieprkamiasi cooomeHue (MMoATBepkKACHNE) 00 UMEIONINXCS B IOKYMEHTAX apXuBa CBEIACHHUSIX,
OTHOCSIIMXCS K MPEAMETY 3aIpoca, C yKa3aHUEM ITOMCKOBBIX JIaHHBIX JOKYMEHTOB.

ApXMBHbIE CIPAaBKM BBIJAIOTCSI HAa OCHOBAHMU 3allpOCOB OpraHM3allMil IO BOIpOCaM,
COOTBETCTBYIOLIUM NMPO(UITIO UX JESATEIbHOCTH, U TPAKIAaH - HA OCHOBAHUM MX 3asBJICHUH 1O
BOIPOCaM, CBSI3aHHBIM C OOECIIEUeHHEM UX MTpaB U 3aKOHHBIX HHTEPECOB.

ApXUBHBIE CIIPaBKU COCTABISIOTCS Ha OCHOBAHUHU JIOKYMEHTOB (TOJJMHHHUKOB M 3aBEPEHHBIX
KOTIMI{), XpaHSIIUXCS B apXWBE M OTHOCSAIIMXCS K BONpPOCY 3asBiIeHHsA. llcronmb3oBaHHe
HE3aBEPEHHBIX KOMUI TOKYMEHTOB OrOBAapHUBAETCS B TEKCTE CIIPABKU («HE3aBEPEHHAs! KOTIH).
[Tpu oTcyTCcTBHM B apXHBE JTOKYMEHTOB, COAEPKAIIUX CBEIEHUS M0 3alpalliiBaeMOMy BOIIPOCY,
apxyBHasl CIpaBKa MOXET OBITh BBbIJAHA HAa OCHOBAHWU HMEIOIIMXCS B apXHBE IE€UYATHBIX
MaTepuasoB, €CJIU B HUX CO/IepKaTCA HEOOXOIMMBbIE CBEICHUSI.

ApXuBHas CIpaBKa COCTaBIJIETCS Ha oOuieM OjaHKe ¢ 00O3HAYEHHWEM Ha3BaHUS JTOKYMEHTa
«ApXMBHasl CIIPaBKa».

B cnpaBke npuBOJATCS Ha3BaHUs JOKYMEHTOB, UX JIaThl U U3J1araroTcsl CBEICHHsI, UMEIOIINECS B
TUX JOKyMeHTaX. [Ipu 3ToM H310kKeHHe TaeTcsi B XPOHOJIOIMUYECKOH MOCIe10BaTeIbHOCTH
COOBITHH, @ HE JOKYMEHTOB, B KOTOPBIX OHU OCBEIICHBI.

[Tocne TekcTa CpaBKU MOMEIAIOT apXUBHbBIE MIU(PHI JOKYMEHTOB, IMOCITYKUBIIUX OCHOBAaHUEM
JUISL COCTaBJICHUS apXUBHOM CIIpaBKM (HOMeEpa OMUCEH Jes U JIMCTOB JIe).

ApxuBHasi cmpaBka mnoanuceiBaercss 3asenyrommm JOY. ApxuBHas copaBka 3aBepsercs
repOOBOIi MevaThio. 3aBEpeHHast UCIIOTHUTEIEM KOMHS CIIPaBKHU OCTAETCS B JIeIe.

K apxwBHOH cmpaBke MOTYT TMpHJIAraTthCsi KOMUM JOKYMEHTOB W BBIMUCKH W3 HHX,
MOJTBEPKIAIOIIME CBE/ICHUS, IPUBE/ICHHBIE B ApXUBHOW CIPaBKe.

[lpr OTCYTCTBMHM Ha apXWBHOM XpaHEHHH IOKYMEHTOB, HEOOXOIWUMBIX JUIS TMOITBEPKICHUS
3arpamuBaeMbIX CBEJICHH, COCTAaBIsSETCA MUCbMO Ha OJIaHKe C yKa3aHWEM NPHYUH OTCYTCTBUS
JIOKYMEHTOB U pEeKOMEHJALUIMHU, KyJa ciaenyeT oOpaTutbes 3a cripaBkoid. [Ipu HeoOxomumocTu
IUCHbMO, COZIEprKalllee CBEJCHHUS 00 OTCYTCTBMM JOKYMEHTOB B apXMBE BCIIEJCTBHE UX THOEnn
WM YTPaThl, MOKET OBITh 3aBEPEHO TepOOBOIl MeUaThIO.

2.2.8. Boaya u opopmiieHrne apXMBHBIX KOTUN U BBIITMCOK U3 IOKYMEHTOB.



Ha ocHoBaHWM XpaHSIIUXCS TOKYMEHTOB apXWB BBIJACT OpraHU3aIllMsM apXUBHBIC KOMUU U
BBIMHICKHU U3 JOKYMEHTOB. ['paskjaHaM BBIIAIOTCSI apXUBHbBIE KOMUU U BBIITUCKU U3 JTOKYMEHTOB,
COJIepKAINX CBEACHHUS COLUAIBHO-TIPABOBOTO XapaKTepa, HE0OXOAUMBIE U 00eCreueHus] uX
IIPaB U 3aKOHHBIX HHTEPECOB.

ApXuBHas KONHUSA - JOCIOBHOE BOCIIPOU3BEICHHE MAIIIMHOMKUCHBIM WM JPYTUM CIIOCOOOM BCEro
TEKCTa JOKYMEHTA, OTHOCSILErocs K ONpeAesIeHHOMY BOMpoCy, (hakTy WM JIUIy, 0pUIIHATBHO
3aBEPEHHOE aPXHUBOM.

[Topsimox BbITAYM ApXMBHBIX KOMHMIA M APXMBHBIX BBIMIUCOK AaHAJOTUYEH MOPSAIKY BbIIAUYH
ApXUBHBIX CIIPABOK.

Hazpanue oxymeHTa, ero HOMEp U JlaTa BOCIPOU3BOAATCS MOdHOCThI0. Co/lepikaHue apXUBHOM
KONHMM (BBIMHMCKH) TOJDKHO OTBEYATh BOMpOCY 3asBiieHHs. llocie Tekcra apXuUBHOW KOMUHU
(BBIMMKMCKHN) YKa3bIBACTCS apXUBHBIN MIHQP TOKYMEHTA.

ApXUBHBIC KOIUHU W BBIMHCKH 3aBEPAIOTCS IOANUCHI0 HAYaJIbHUKA ApPXUBHOTO OT/AENA H
repOOBOM MEYAThIO UITH MeYaThio «/[71s1 cripaBoK.

Ha apX#uBHBIX KONUSX, U3TOTOBJICHHBIX (HOTO- MU SIEKTPOrpapuuecKiuM crocodom, MOMCKOBbIE
JAaHHBIE TIPOCTABIISIFOTCS Ha 000POTE KaXJIOTO JIMCTA, 3aBEpPUTENbHAS HAANUCh U TeyYaTh - Ha
000pOTe TOCIIEHETO JIMCTA 3aBEPSEMOT0 JOKYMEHTA.

[ToaroToBieHHbIE aPXUBHBIE KOMUH M BBIMMCKH HAMPABISIOTCSA C COMPOBOAUTEIBHBIM MHUCHMOM,
noAnucaHHbeIM 3aBeayronmm JIOY, 3auHTepecOBaHHON OpraHU3alluyd WU JIMIYy C YKa3aHHUEM,
YTO OHU HE MOTYT OBITh Pa3MHOXKEHBI 0€3 pa3pelIeHust apXUBHOTO OT/IEeNa.

2.2.9. Bpliaya JOKyMEHTOB BO BPEMEHHOE I10JIb30BAHHUE.

ApXMBHBIE JIOKYMEHTHI BBIJAIOTCS BO BPEMEHHOE I0JIb30BAHHE YUPEKACHUIO U CTOPOHHUM
OpTaHu3aIHIM.

Jena u3 apxuBa BBIAIOTCS BO BPEMEHHOE TOJIb30BaHUE HAa CPOK, HE TIPEBBIIIAIOIIHIA:

- 10 nueii - 11t paOOTHUKOB Y UPEKICHNUS;

- 3 Mecs1a - s COTPYJHUKOB APYTUX OpraHu3alui.

[To mucTeyeHnn yCTAaHOBJICHHOTO CPOKA MPH HEOOXOAWMOCTH TPOU3BOIMTCS TepeodopMiieHne
JIOKYMEHTOB Ha BbIJIJaHHBIE JIeJ1a TIOCJI€ O3HAKOMIIEHHUS C UX COXPAHHOCTBIO.

Brinaga nen u3 apxuBa perucTpupyeTcs B )KypHallaX ydeTa BBIIa4yH Jedl.

Bbiiaua fen B ipyrue opranuzaly Npou3BOAUTCS TOIBKO HA OCHOBAaHMM MMMCBMEHHOTO 3a1poca
¢ pazpemenusi 3aenyomuMm JIOY u odopmisiercss akTaMd O BbIJade JIeT BO BPEMEHHOE
nojb3oBaHue. [locne Bo3BpaleHus Jies B ABYX AK3EeMIUIIpax akTa JeNlaeTcs COOTBETCTBYIOIIAs
OTMETKA: OJINH DK3EMIUISAP OCTACTCS B OpPraHU3aIMU-TIONyYaTese, JPYroi XpaHuTCs B apXUBHOM
oTene.

[lepen BBITauEH Jen U3 apXuBa BO BpEMEHHOE MOJIB30BAHKE MTPOBEPSIETCSI COOTBETCTBUE MM (pa
U 3arojioBKa Jiesia Ha oOyokke Imu(py U 3arojoBky jAena B omucu. Ilepen Beimaueit u mpu
BO3BPAIICHUHU JIe]l B apXHUB MPOBEPSIOTCS TaKKe HyMEpalus JHCTOB M COCTOSHHE TOKYMEHTOB
KaX/10Tr0 BbIaHHOTO Jiena. CoCcTossHUE BO3BPAIIAEMBIX JIe] MIPOBEPSIETCS B MPUCYTCTBUM JIUIIA,
C/IAIOIIETO 3TH JOKYMEHTHI. [Ipn oOHapykeHNH HeJ0CTauu AeJ WM OTJCIBHBIX JIUCTOB B HUX, a
TaKXKe MOBPEXKJIEHUH Jen M JOKYMEHTOB J€JIONPOM3BOIUTENh  COCTaBIs€T akT B JIBYX
IK3EMIUIIpaX, OAWH W3 KOTOPBIX TPEABSIBISETCS PYKOBOAMTENIO OpPTaHH3AINH-TIOIH30BATES
JUI TIpUBJIEYEHHUS BHUHOBHBIX K OTBETCTBEHHOCTH WJIM B COOTBETCTBYIOIIME OpTaHbl s
NPUBJICUEHHS OPTAaHU3AINU K OTBETCTBEHHOCTH, IPYTOH - OCTAETCS B ApXUBE.

3. Ilpaea.

3.1. OK umeeT mpaso:
e  BpuBIATH HEtoCTaTKU B (GOPMUPOBAHUU U OPOPMIICHUHM JIENI U PEKOMEHI0BaTh MEpPHI 10
UX YCTPaHEHHUIO.
e  PexomeHI0BaTh OCTABIATH OT/AEIbHBIE JeNa s TeKyIeil paboThl.
e OdopmiaTh BbIaYy TaKUX JI€J BO BPEMEHHOE MOJIb30BaHUE.



° OT6I/IpaTB AOKYMCHTBI K YHHUYTOXCHHUIO W COCTaBJIATH AKTbl O BBIACJICHHUU K
YHUYTOXCHHIO ACTT U JOKYMCHTOB.

4. OTBEeTCTBEHHOCTb.

4.1. OK HeceT OTBETCTBEHHOCTb 3a:
e IIpaBunpHOE U TTOTHOE OOPMIICHHE JIEI, IEpeJaBaeMbIX Ha TOCYAAPCTBEHHOE XPAHCHHUE.
e Beinauy gen u JOKYMEHTOB B IpyTre OpraHu3aluu.
e YHUYTOXXEHHE JIe] U IOKYMEHTOB.

[Tpunoxenus: 1. ®opma 0010KKH Jie71a TOCTOSHHOTO U BpeMeHHOTo (cBbiie 10 jieT) XpaHeHus

2. ®opma rogoBoro pasjesia OnucH el MOCTOSIHHOTO XpaHEHUSI.

3. ®opma roioBOro pasjesa OnucH JieJd BpeMEHHOTO XpaHeHHUS.
4. ®opma akTa 0 BBIJICJICHUU K YHUUTOKEHHUIO JIOKYMEHTOB, HE TOJIeKAIINX XPAHEHUIO.



IIpunoxenne Ne 1
MyHunumansHoe 010PKETHOE JOIIKOJIBHOE 00pa30BaTeIbHOE YUPEIKICHHUE
«Jlerckmii cag Ne62 «YabIOKam»

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3IEICHNS )

(3arooBOK Jema)

Hauaro 200 .
OKOHYEHO 200 .
Do N Ha JIMCTax
Omuce N
Hemo N XpaHuTh




IIpunoxenne Ne 2
MyHunmmansHoe 010/PKETHOE JOIIKOIBHOE 00Pa30BaTeIbHOE YUPESIKICHUE
«/lerckuii cag Ne62 «Y 1p10kan»
(HauMEeHOBaHUE CTPYKTYPHOTO MOIPA3/ICTICHUs)
Yr1Bepxaaro

3aenytouuit MBJIOY Ne62 «VYnbioka»

E.N.1BanoBa
«__» 20 1.
Ornuch N TOKyMEHTOB OCTOSIHHOTO XpaHeHus 3a 20 TrOAbl
NoNe Wnnexcel | 3aronoBku nen|  Jlatel Konunuectso [Ipumeuanus
1/ nen JIUCTOB
1 2 3 4 5 6
B nannyro onuck BHECEHO e

(tmudpaMu ¥ IPOITHCHIO)
cN mo N
HaumeHnoBanue 1omKHOCTH

COCTaBUTCIIA OIMUCHU [Toamuce Pacmn(prBKa IIOATIMCH




IIpunoxenne Ne 3
MyHnununaabHoe O10/KETHOE JTOIIKOJIEHOE 00pa30BaTeIbHOE YUPEKICHHE
«erckuii cax Ne62«Y npiOka»
(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3IEIECHNS)
Yr1Bepxaaro

3aenytouuit MBJIOY Ne62 «VYnbioka»

E.1.1BanoBa
«__» 20 1.
Onuce N
JIOKYMEHTOB BpEMEHHOT0 XpaHeHus 3a 200 rOJIbI
NoNe Wnnexcel | 3aromnoBku nen|  Jlatel Konunuectso [Ipumeuanus
1/ nein JIUCTOB
1 2 3 4 5) 6
B nanHyro onuce BHECEHO pi(Sh)

(undpamu 1 MPONUCHIO)
cN mo N
HaumeHoBaHMe JOKHOCTH

COCTAaBUTCIIA OIMUCHU [Toamuce Pacmn(prBKa IIOATIMCH
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IIpunoxenne Ne 4

MynuunaibsHoe O KETHOE JOITKOIBHOE
00pa30BaTebHOE YUpPEXKICHUE
«Jlerckmit cag Ne62 «YnpIOKam»

Yr1Bepxaaro
3asenytouuit MBJIOY Ne62 «VYnbi0ka»
E.N.NBanoBa

« » 20 T

AKT Ne

JaTa

O BBIJICJICHUU K YHUUTOXEHHUIO JOKYMEHTOB,
HE MOJUJIekKAIUX JaTbHEHIIEMY XPAHEHUIO

PykoBoacTBysich

(Ha3BaHUE MepeyHsl, IPUKa3a)

OTO6paHI>I K YHUYTOKCHHUIO KaK HC UMCIOIINEC H&y‘lHO-HCTOpH‘-IGCKOfI HCHHOCTH U YTPAaTUBIIHC
MPAKTUYCCKOC 3HAUCHUC CICAYIOIIUC NOKYMCHTBI YUPCIKACHUA HAa OCHOBAHUU UCTCUCHUSA

CPOKOB XpaHCHHA:

Ne | Mupekc nena Bun noxymenra KonnuectBo | Cpok xpanenust| Ilpumeuanue
n/m TOMOB U CTaThs MO
TEPEYHIO

Hroro: B akT Ne 3a 20 r. BHECEHO Jelt

(mudpaMu 1 TPOIUCHIO)
[Ipencenarens DxcnepTHOM
Komuccun / /.
HiteHbl DKCIEpTHOU
Komuccun / /, / / / /
Ono6peno: IIpotokon 3K ot N
JIOKyMEHTBI CIaHbl AJ11 YHUUTOXKEHUS
110 IPUEMO-CAATOUYHON HAKIATHOM OT «__ » 20 T
OTBETCTBEHHBIN UCTIOTHUTEND / /€« » 20 T
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