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IOJIOKEHHUE
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1. O6mme monoxeHust

1.1. Tlonoxenne 06 apxWBe MYHHIMIANBHOTO JOIIKOILHOTO 0GPA30BATENHLHONO YUPEXIEHHS JIETCKOTO cana
No5 (nmanee — Ilonoxenwue), pa3paboTaHo B coorBeTcTBUU ¢ DemepanbHeM 3aKoHOM «O6 apXHBHOM Ieie B
Poccuiickoit ~ @Dexmepannn, MeToIMYeCKIMI  DEKOMEHJAAUUSIMH Mo  paboTe ¢  JOKYMEHTaMH B
001m1e00pa3oBaTCIbHBIX YUPEKICHUSIX.

1.2. Hacrosmee Ilonoxenne pa3paboTaHo B HEISX:

- COBCPIICHCTBOBAHMSI JEATENBHOCTH B chepe OpraHM3allil XpaHCHHUsS, KOMIUIEKTOBAaHHS, ydeTa U
HCIOJIE30BAHMS apXUBHBEIX OKYMEHTOB MYHHUIMIIAJIEHOIO MOLIKOIEHOTO 06Gpa3’0BaTENbHOTO YYPEXKICHHUS
nerckoro cana Ne 5 (MIOVY Ne 5);

- pallMOHATBHOM OpTaHU3alUH JOKYMEHTalMOHHOro obecneuenus B MJIOV Ne 5;

1.3. Apxus MJIOY Ne 5cosmaetcst B UeNAX XpaHEHHs, KOMILIEKTOBAHMUS, yUeTa W HCIIOJIB30BAHHS JOKYMEHTOB,
obpasytomuxcst B npouecce mestenpHoctn MJOY Ne 5 1 3aKOHYCHHBIX AETONPOU3BOACTBOM JOKYMEHTOB
IPaKTHYECKOTO Ha3HAYEHHs, KX 0TOOpa U MOATOTOBKH K Nepeiaue Ha XpaHeHHe B MyHHUIMIIAIBHEIA apXUB.

1.4. B cBoeit pabore apxus MJIOY Ne 5 pyKOBOACTBYETCS 3aKOHOIATENHCTBOM OO APXMBHOM €€ B
Poccnitckoit Geneparnmy, MHEIMA HOPMATHBHBIMHU [PAaBOBBIMHA aKTAMH 110 apXMBHOMY Iy OPTaHOB MECTHOTO
caMmoyIpaBJIeHUs U HacTosmuM [TostoxeHneM,

1.5. Konrpone 3a mesrensHocThIO apxmBa MJIOV Ne 5 oCymIecTBISeT €ro pyKOBOIUTEINb, KOTOPBII
00€CTIEYMBAET apXHB HEOOXOIUMBIM TIOMEIIEHHEM B 000PYIOBAHUEM.

1.6. Henocpencteennoe pykosoacTso apxusoM MIIOY Ne 5 posnaraercs mpukasoM 3asemyromero MJIOY Ne 5
Ha JINI0, OTBETCTBEHHOE 3a BEACHUE apXuBa,

2. CocTaB 10KYMEHTOB apXHBa

2.1. B apxuB MJIOY Ne 5 moctymaror:

2.1.1. ApxuBHEBIe JIOKYMEHTBI, 06pa3oBaBIIHecs B Mpomecce AesitenbHocTd MJIOY Ne 5, BpeMEHHOTO XpaHEHHUsI
(HeOOXOMUMBIE B IPAKTHYECKOM AESTETLHOCTH),

2.1.2. JTokyMEHTBI TI0 JIAYHOMY COCTaBY, OTPaXXaroIye TPyI0Bble OTHOIEHHs pabOTHHKA ¢ paGoTomaTeseM.
2.1.3. ApXuBHBIE TOKYMEHTBI IOCTOSHHOTO XPAHESHHS U 110 JIAYHOMY COCTaBY YUPEXKICHUH, PaBOIPEEMHAKOM
KOTOpBIX sBisteTcss MJIOY Ne 5.

2.1.4. CripaBouHBIil anmapart K TOKyMEHTaM apXuBa.

3. 3agaun u pyHKIHUM apXHBa

3.1. OcHoBHBIME 3aadamu apkyiBa MJIOV sBsioTes:

3.1.1. KommekToBaHHe TOKYMEHTAMH, COCTAaB KOTOPBIX TIPEIyCMOTPEH pa3ieoM 2 HacTosmero I1omoxenus.
3.1.2. OGecrieuenrie eAMHBIX TIPUHIKIIOB OPTaHU3ALMY XPAHEHHUs, KOMIUICKTOBAHMS, YIETa H HCIIONb30BAHMS
ApXMBHBIX TOKYMEHTOB, UX COXPAaHHOCTH.

3.13. Ilomrotoska W CcBOEBpeMEHHas Iepefada IOKYMEHTOB HA XPAaHEHHE B MYHHALUIATHHBIA apXuB ¢
COONIONICHHEM CPOKOB W TpeGOBaHMM, yCTAaHABIMBACMBIX 3aKOHOIATENLCTBOM 00 apXHBHOM Jelle B
Poccuiickott @eneparumn.

3.1.4. OcymecTBienre KOHTPOJIS 32 GOpMEpPOBaHKEM U OHOPMIEHHEM JEN B AETOIPOU3BOICTEE MIOY.

3.2. B cooTBeTCTBHY C BO3JIOXKEHHBIMHE Ha Hero 3anadamu apxus MJIOV ocymecTsiistet CIenyomue QYHKITHH:
3.2.1. IlpuHuMaeT TOCNE 3aBEPITCHUS NENONPOU3BOJCTBOM, YYHTHIBAET M XPAHHT IOKYMEHTHI MOV,
00paboTaHHEIC B COOTBETCTBHH C TPEGOBAHHMSIMH, YCTaHOBIICHHBIME 3aKOHOIATEECTBOM 00 apXUBHOM J€Ne B
Poccuiickoit ®eneparumn.

3.2.2. OcywecTBisIeT yueT U 00€CIeUnBaeT MOJHYI0 COXPAHHOCTH MPHHATHIX APXUBHBIX JOKYMEHTOB, B TOM
YHCIIE 110 IUYHOMY COCTaBY. '

3.2.3. Co3zpaer, MOMONHSCT M COBEPUICHCTBYET CHIPABOYHBIA aMMapaT K XPaHSIIUMCS B apXMBe IeiIaM M
JIOKyMEHTaM, 00ECICYNBACT €TI0 MPEEMCTBEHHOCTh CO CIPABOYHBIM AllIAPATOM MYHHIMIATHHOTO apXHBa,
HOMEHKJIaTypo# neinr MJIOV.

3.2.4. TIpoBOAUT CBOEBPEMEHHOE YTOPSAOYCHHE APXMBHBIX JOKYMEHTOB (IKCIIEPTH3y LEHHOCTH, Hay4HO-
TEXHUYCCKYIO 00paboTKy, COCTABICHHE OMKMCEN U T. II.). '

3.2.5. TlpencrasnsgeT OpraHaMm MECTHOTO CAMOYIPABICHHS, MYHHIHIATEHOMY apXuBy HEOOXOIHUMBIC
apXMBHYIO HHQOPMAIMIO U KOIIMM apXHBHBIX TOKYMEHTOB, a TaKke HHM)OPMAIMIO O COCTABE, COZCp)KaHUH U
00BeMe XPaHAIUXCS B APXUBE JOKYMEHTOB.

3.2.6. OprasusyeT HCMONB30BAHHE TOKYMEHTOB:

- HHGOPMUDYET aMHHHACTpAIHIO U paboTHHkoB MJIOV 0 cocTaBe u comepkaHnn JIOKYMEHTOB apXWBa;

- OeCIIaTHO MPENOCTABIIAET TONB30BATENSIM APXUBHBIMU TOKYMEHTAMH OMODMIICHHEIE B YCTaHOBJICHHOM
TNIOPsIAIKE ApXUBHBIC CIPABKHM MJIM KOIMH apXMBHBIX JOKYMEHTOB, CB3AHHBIC C YCTAHOBIECHHEM TPYIOBOTO



CTaXKA, CONMANBHOM 3amuTOdl TP@KNAH, HpPEAyCMATPHBAIOMICH HX ICHCHOHHOC ofecriedueHre, a TaKKe
TIONyHYeHHUe JIBTOT ¥ KOMIIEHCAlM# B COOTBETCTBHH C 3aKOHOAATEILCTBOM Poccuiickoit denepanuu;

- BBUIAET B YCTAHOBJIEHHOM IIOPSIKE JeNa, IOKYMCHTHI HMIM KONMK NOKYMCHTOB B ILCJX ciryebHOro u
IPAKTHYECKOTO MCIIONB30BAHUS IUIsl PAOOTHI B IOMCIICHUN apXuBa;

- BeJICT YUET UCIIONB30BaHMUs JJIOKYMCHTOB, XpaHAUIMXCS B apXUBE.

4. UcnoJb30BaHNe JOKYMEHTOB apXHBa,

4.1. TloHsiTHE UCIIOB30BAHUS JOKYMEHTOB apXHBa.

Hcrnomp30BaHKle apXUBHBIX JOKYMEHTOB - IPHMCHCHUC MHGOPMALNK apPXUBHBIX JOKYMEHTOB B KyIbTYPHBIX,
HAY4HBIX, [IONTUTHYECKAX, 9KOHOMWIECKUX [EISIX U [T 06eceucHAs 3aKOHHBIX ITPaB ¥ MHTEPECOB TPAXKAAH.
JIOKYMEHTBI 2DXMBOB OPraHU3AIUHN SBIISIOTCS OTKPBITBIMI UL HCTIOJIB30BAHNA ApXHWBOM U TIOJIL30BATEIIIMH.
McKTiodeHHe COCTABIAET JOKYMEHTHpPOBaHHAs WH(OPMAIMs, OTHECCHHAs 3aKOHONATCNIBHBIMU aKTaMi K
KATETOPUH OTPAaHUIECHHOTO TOCTYTIA.

OcHOBHBIME HOPMaMH HCTIONB30BAHUS JOKYMEHTOB apXHBa SBJIAIOTCH:

- mHQOPMHpOBAHME DPYKOBOJACTBA H CTPYKTYPHBIX MoApas[e/ieHuil OpraHW3allid, a TaKKe ApYrux
opraHm3ammil 0 HAINYMK B APXUBAX TEX HIIM MHBIX JOKYMCHTOB H HX COACPIKAHMII;

- HCTIONHEHHE 3aIIPOCOB TPAXKIAH M OPTaHU3alUH CONUATBHO-TTPABOBOTO XapaKTepa,

- OJTOTOBKA HHPOPMAIOHHBIX MEPOTIPUSITHH: BRICTABOK, KOH (eperumi 1 1p.;

- BBIIa4a JJOKYMEHTOB BO BPEMCHHOE TOJIb30BAHHUE.

MHpOpMUPOBaHHUE U HCIIONHECHHE 3aIIPOCOB pyKOBOAUTENEH OpraHu3aliy U CTPYKTYPHBIX [Opa3aeieHull, a
TAaKKe APYTWX OpraHu3aiui OCYIIECTBIACTCS apXHBOM IO ONpeNesieHHO! TEMaTWKe IO 3alpocy WIH B
MHWIMATUBHOM Topsake B GopMe HHOOPMAIMOHHOTO IHMCbMA HIM CIPABKM O HAIHHHM B apxuBe
COOTBETCTBYIOIINX JOKYMEHTOB.

UHdopMUpOBaHHE PYKOBOIHTENCH MOXKET IPOU3BOIUTHCS TAKKE B dbopme Temaruueckoi MOAGOPKH KOMMH
JIOKYMEHTOB, K TIONOOPKE KOMHUI TIPAIIATAETCS THTYJIBHBIA JIHCT, 4 TAKXKE IPH HeoOXOAMMOCTH HCTOPHYICCKAsA
CIIpaBKa, [IEPeUueHb | JIPYTHE MAaTEPHalIbL.

4.2, VlcrioNHeHue 3aIIpoCcOB TPAXKIAH ¥ OPraHu3anyil CONMANbHO-TIPaBOBOTO XapaKTepa.

Vudopmalys CONHATEHO-TPABOBOIO XapaKTepa o 3alpocaM TPXIAH 1 opraHu3aluii BeIAaETCS B opMe
apXUBHOW CIIPABKH, APXUBHOM KOIIUHK H apXVWBHOMW BBIITUCKH.

ApXHBHAs CTIPABKa - JOKYMEHT, COACPIKAIIMH apXUBHYIO MH(GOPMAIHKIO O TIPeAMETe 3a1poca, ¢ yKasaHueM
MOMCKOBBIX JaHHBIX JOKYMEHTOB, HA OCHOBAHUHU KOTOPBIX OHA COCTaBJICHA.

ApXHBHas KOTAs - NOKYMEAT, BOCIPOM3BOIAMNMH TEKCT HIH M300paKEHHE aPXHUBHOTO MOKYMEHTA, C
yKa3aHWeM €ro IOMCKOBBIX JaHHBIX.

ApxWBHas BBINHCKAa - JOKYMEHT, TOCJIOBHO BOCTIPOM3BOASIIM YacTh TEKCTA apXWBHOTO HOKYMCHTa,
OTHOCSILYIOCS K OTIPEE/ICHHOMY BOTIPOCY, GaKTy MM JIUILY, C YKa3aHUEM TIOHCKOBEIX JIAHHBIX JOKYMEHTA.

ApXUBHBIE CTIPABKH, BBITHCKH W KOIMH BBIIAKOTCS HA OCHOBAHMH THCHMEHHOTO 3ampoca MOoNb30BaTes,
KOTOPBIA TOIKEH COIEpXKaTe HaMMEHOBaHNC (v anpec TpH TIEPECHUIKE) OpraHA3aAKH (apxuBa), KOTOPOX OHU
aJpeCOBaHbl; M3/IOKEHUE CYIICCTBA 3ampoca; dbaMuTHMIo, WM B OTYECTBO OOpAINAFOMIErocs; ero aipec,
KOHTAKTHBIE TeIeOHBL; 1Ty W JTMIHYIO MOAIKCE.

OG6palueHus TPaXIaH, B KOTOPHIX OTCYTCTBYIOT dbammimm, apeca U MOAMUCA OOpAIAIOIIMXCs, CHUTAIOTCA
AHOHMMHBIMH ¥ HE TIOIUICKAT PACCMOTPEHMIO; TIPU JIMYHOM OOpAIlCHHH TPH HaTHIHH damMmuu U aapeca
HepocTaomas HHGOPManHs MOKET ObITh BOCIIOIHEHA,

CpOK HMCTIONHEHHS 3aIPOCOB COLUAIBHO-MPABOBOIO XapakTepa Ipaxc/ial H opraHu3anuii 1o Marepragam
apxXupa HE JOIDKeH TpeBpimarth 30 AHEH CO MHs perdCTpaliy obpamenus. [Ipy CIOXKHBIX 3aMpocax Cpox
MOeT GBITH TIPOJIICH, HO He Gornee yem Ha 30 1HeH ¢ 00513aTeIHHBIM YBEIOMIICHHEM 00 9TOM 3asiBUTEIIA.

ApXHUBHBIE CTPaBKHW COCTABJIOTCS HA OCHOBAHMHM JOKYMEHTOB (IIOJUTHHHKKOB M 3aBePeHHBIX KOTHI),
XpAHSIIEXCA B apXHBE; WCIOJNH30BAHAC HE3aBEPCHHBIX NOKYMCHTOB, OTHOCAIIMXCH K BOIIpOCY OOpalleHus,
OroBapHBacTCs B TEKCTE CIPaBKU ('HE3aBEpeHHAs xorus"). Ilpu OTCYTCTBUH B apXHBE HOKYMEHTOB,
COIEPKAIINX CBEICHMS MO 3ampalrnBacMoMy BOLIPOCY, apXWBHAs CIpaBKa MOXeT ObITh BBIIAHA IO
XpAHSIAMCS B apXUBE TEYATHBIM MaTepHajaM, OTHOCAIMMCS K IpeaMeTy OOpAIECHHs, ¢ TOYHBIM U TIOTHBM
yKa3aHneM HCTOUHHMKA.

ApXHBHBIC CIIPABKH COCTaBISIOTCSH IO YCTaHOBIEHHOH GopMe Ha GaHKe apXWBHOH CIIPABKH HIH obmem
OJTaHKE OpTaHU3AIHH.

B crpaBke TPUBOASTCS HA3BaHMS, JATHI K HOMEpa JOKYMEHTOB M H3JIATatOTCA CBEICHUS, UMEIOUIUEC B
HA3BAHHBIX NOKYMEHTaX WM OTHOCSIIMECS K BOMPOCY OOpalleHHS. H3oeHNe NAeTCsl B XPOHOJNOTHUECKON
HOCTIEI0BATEIFHOCTH COOBITHIA, 8 HE JOKYMEHTOB, B KOTOPBIX OHY OCBCINAOTCH.



JlomyckaeTcss IIpUBOIUTH B CIIPAaBKE BBUICPXKKH W3 JOKYMEHTOB, 3aKMOuas MX B KaBelukd., Hassanus
OpTraHM3allMii B TEKCTE CIIPAaBKU IIPH IIEPBOM YNOTPeOICHUHM WPHBOMATCS IOJNHOCTBIO, & B CKOOKax HX
OoHUHATEHO IPUHATHIE COKPAIIEHHUS; TIPH TIOBTOPHBIX YITOMHUHAHMSAX - TOIBKO COKPAIIEHHEIE.

B cnpaBKy BKIIOYAIOTCS TOJIBKO CBEJICHUS, YIIOMUHAEMBIE B IOKYMEHTAX.

B TexcTe apxmBHOH cIpaBKH HE HOMYCKAIOTCS KOMMEHTApHH, COOCTBEHHBIE BBIBOALI HCIOIHUTEIS IIO
COJIEPKAHUIO UCTIONTB30BAHHBIX JOKYMEHTOB.

ApxwWBHas CIIpaBKa OANNCHIBACTCS] PYKOBOAUTEEM OPTaHHU3AI[HY HIIH [TOAPAa3/IEICHHUS,

ApXHBHBIE KOITUM U BBIIACKU U3 JOKYMEHTOB BBIIAIOTCS B COOTBETCTBUH C 3aIIPOCOM.

W neHTHIHOCTD TOANMHHEUKY BBITAHHBIX apPXUBHBIX KOMHM U BBITHCOK 3aBEPSIETCS TMOMIMCHIO PYKOBOAMUTELS
OpTaHU3alMK MM YIIOJHOMOYEHHOTO MM JIMIA (PYKOBOIMTENS MOAPA3AEICHUS, B COCTaB KOTOPOTO BXOAWT
apxuB) U repboBoii MeYaThio OpraHU3aIliH.

Bemucka npom3BOOUTCS TONBKO W3 JMOKYMEHTd, B KOTOPOM COJEPKHMTCS HECKOIBKO OTHEIBHEIX, HE
CBA33HHEIX MEXIy cOOOH BOIPOCOB. BEImucka MoMDKHA BOCHPOW3BOIWTE TIOJMHBIM TEKCT YaCTH JOKYMEHTa,
OTHOCSIIEHCS K 3aIIpocy.

JomyckaeTcss M3BSATHE U3 APXUBHBIX JEN M BbIAAYA BIAJCIbIAM WA WX POACTBEHHMKAM IIOIIMHHBIX
JMYHBIX JOKYMEHTOB O TPAXIaHCKOM COCTOSHHM, 00 0Opa3oBaHWH, TPYIOBBIX KHI)KEK H JAPYTHX, HE
IIOJIyYEHHBIX B CBOE BpeMsl BIaIeTbIEM TOKYMEHTOB,

[lomnuuHBle NMYHBIE TOKYMEHTHI BBIIAIOTCS € pa3pellieHHs PYKOBOIWMTEINS OPraHU3allMM 3asSBHTEISAM II0
HIPENbABICHAN TACIOpTa, WHOIO JOKYMEHTd, YAOCTOBEPSIONIETO JIMYHOCTh, WX POACTBCHHHKAM HIIN
JOBCPCHHBIM JIMIIaM HOTAPHAIILHO 3aBEPECHHOM N0BEpeHHOCTH. [lommHHbIE MHYHBIE TOKYMEHTHI MOTYT OBIThH
BBICIIAHBI 3aIBUTEIIIO LIEHHBIM [THCHMOM.

Oprasamu IpaBOIOPsIIKa U3 apXUBA MOT'YT OBITH H3BATHI JOKYMEHTEI B COOTBETCTBHH ¢ 3aKOHOAATEIECTBOM
Poccuiickoit eneparumu.

Ha MecTo M3BATOrO JOKYMEHTa B N0 BKIIAXBIBACTCS CIIPaBKa O BbIAAue, CHATAA ¢ HEro KOIHUS WM B
YUCTHBIX ApXHMBHBIX JOKYMEHTAX HENAacTCS OTMETKA 00 H3BATHH, YKa3bIBAIOTCS HOMED, JaTa W Ha3BaHME
NOKyMCHTA-OCHOBAHMS /I U3BATHA, A TAKXKE PACIIUCKa MOIydaTess JOKyMeHTa (TIpH JTMYHOM mepenaye).

IIpr OTCYTCTBHM B apXuBE 3alpallliBaeMBIX CBEJCHUM OTPHUIATENBLHBIN OTBET COCTABJISETCS Ha OJIaHKE
IIKChbMa OpraHu3anyu. B HeM ykasbiBaercs (HaKT OTCYTCTBHSI B JOKYMEHTAX apXHBA MHTEPECYIOMMX 3aIBUTEIS
CBEICHMH, U JAIOTCS PEKOMEHIAMH, KyJa cleayeT oOpaTUThCS 3a HeoOxomuMold mHbopManueit. B cayuasx
OTpPHUIIATENIBHOTO OTBETA, COMAEPXKALIEr0o CBEACHHUS 00 OTCYTCTBHH B apXHWBE HEOOXOMMUMBIX JTOKYMEHTOB
BCJIEJICTBUE UX THOEITH WK YTPATHL
5. IlpaBa u OTBETCTBEHHOCTH 110 BEACHHUIO apXHBA.

5.1. Jlns BBIIOJNHEHUs BO3TOXKEHHEIX 3a7ad M (QYHKIHN JHI0, OTBETCTBEHHOE 3a BeleHue apxuBa MJIOV,
HUMEET MPABO: r

5.1.1. KoHTponupoBaTh BHINOIHEHHE YCTAHOBJICHHBIX MPaBuil paboTHI ¢ JoKymeHTamMu B MJIOVY,

5.2. Jluno, oTBeTCTBeHHOE 3a BeneHMe apxuBa MJIOY, HeceT OTBETCTBEHHOCTD 3a BBIIOJIHEHNE BO3JIOKEHHBIX
Ha apXWB 33/1a4 U QYHKITHA.

5.3. 3a yTpaTy u 10opdy JOKYMEHTOB JNO/DKHOCTHBIE JIHIA YUPEKACHHS (PyKOBOIMTEND YUPEXKICHUS U JIHLO,
OTBCTCTBCHHOC 33 BEICHHE apxXWBa) HECYT OTBETCTBEHHOCTH B COOTBETCTBHH C JEHCTBYIOIIHM
3aKOHOAATENBECTBOM.

6. KommuiekToBaHHE apXuBa

6.1. IloxroroBka mOKyMeHTOB K Iepenade B apxus MJIOV BriodyaeT oOpMIIEHHE [E, COCTABICHHE OIIUCH,
6.2. Odopmnenue nem.

6.2.1. Jlena TOCTOSHHOTO XpaHEHWs IOMIIMBAIOTCS B TBEPAYIO OOIOXKY CYpPOBEIMH HUTKAMH. JIMCTBI
HYMEPYIOTCS B IIPABOM BEPXHEM YTy IIPOCTBHIM KapaHaamoM. KoIniecTBO JUCTOB B KQXKIOM JieNie HE JOJIKHO
npesbimaTh 250. B KoHIE fena Ha OTEIBPHOM JIMCTE COCTABNASTCS 3aBEPUTENLHAS HAINCH.

6.2.2. Ha o6mosxKe el MOCTOSHHOTO XPAHEHHS HOJDKHBI OBITH IPOCTABJIEHBI CIIEAYIOITHE PEKBU3HTHI: HOTHOE
HaUMCHOBAHHE BBINICCTOSIIEH OpraHU3aliy, HANMEHOBaHHE 00Pa30BaTENIBHOTO YUPEXKACHHS, HOMep (HHIEKC)
Jiena TIO HOMEHKJArype, 3arojiOBOK J€Na, KOINMYECTBO JINCTOB, CPOK XPAHEHHS WM OTMETKA «XPaHHUTEH
IIOCTOSIHHOY», HOMep GOH/a, OTIUCH, [IeIa.

6.2.3. Ilo OKOHYAHMH NETONPOM3BOJACTBEHHOTO rofia B 0(OpMIIEHHBIE 0GIOKKH e HOCTOSHHOTO XPaHEHHUS
BHOGSTCS. HEOOXO/IMMbIE YTOYHEHHS: B 3arOJOBKH M€, COACPKAIIMX PACTIOPATUTENBHbBIE JOKYMEHTHI
(pUKa3Bl, TPOTOKOIIBI), BHOCATCS HOMEPA; €CIHU IO C MIEPEMUCKONR COCTOUT U3 HECKOJIBKIX TOMOB, B KAKIOM
TOME yKa3bIBAaeTCs KOPPECIOHACHT, aBTOP, TEPPUTOPHUS, IpyrAe NaHHBIC. B KaXIOoM ToMe yKashIBaeTcs HaTa
(4ucro, Mecs, rof) Havyana ¥ OKOHYAaHHUS NAHHOTO ToMa. TOYHBIE AAaThl MPOCTABIAIOTCS HA OBJIOXKKAX IS
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6BICTpOT0 TTONCKa TOKYMCHTOB B MOCJICAYIOILIEM; U3 'SaBepI/ITeJ'II:HOﬁ HaANIHUCH Ha O6J'IO)KKy Iica BBIHOCHUTCS

KOJIMYECTBO JINCTOB B JIETIC.

6.2.4. Hagnvcy Ha OBIOKKAX A€ MOCTOSHHOTO M JOJITOBPEMEHHOIO XPaHCHHS CICAYCT TIPOU3BOAUTE YETKO,
CBETOCTONUKHAMHU YCPHUTIAMH.

6.2.5. Jliist ydeTa KOJMYeCTBa JIACTOB B Jlene ¥ uKcaluu ocobeHHOCTeN MX HyMepallly Ha OTIACIBHOM JIUCTC
COCTABIIETCSA 3aBEPUTENbHAS HAAITUCh.

B 3aBepUTEIBHOM HaIIMICH yKa3hIBACTCS KOJHYECTBO JIMCTOB (rdpaMy ¥ TIPOLIMCHIO) B J€TE. 3aBepUTENbHAS
Ha(MCh TIOANHMCHIBACTCS COCTABUTEIIEM € YKa3aHHEM ero JIOJDKHOCTH ¥ JaTBI COCTABIICHIA.

6.2.6. BHYTpeHHsIsl OIUCH COCTABISACTCSA K JI€NIaM MOCTOSHHOTO H HonrospeMenHoro (cbmre 10 ner) cpoxa
XpaHeH#s, CHOPMHPOBAHHEIM MO PasHOBMIHOCTAM JOKYMEHTOB, 3aroJOBKH KOTODPBIX HE DPAacKphHIBAIOT
KOHKPETHOE COJIEPKAHHE TOKYMEHTOB (0000 ICHHBIE, JINTHBIC e71a 1 ap.).

6.2.7. Ilena BPEMEHHOTO XPaHEHHs OQOPMIISIOTCS YTIPOIICHHO!

OHHU HE TOANTABAIOTCS, TUCTHI B HUX HE HYMEPYIOTCH, YTOYHCHHUC Ha 00JI0KKaX HE IPOM3BOIUTCA, OMUCH HA
JleNa He COCTABIISIOTCS, YUeT BEAETCS 10 HOMEHKIIATYPS AelL.

6.3. OmrcaHue JOKYMEHTOB IIOCTOSHHOTO CPOKA XPAHCHUS.

6.3.1. TIo OKOHUYAHUHM NEJIONPOM3BOACTBEHHOrO rofa B MJIOY mpou3BoaATCs 0TOOp HOKYMEHTOB ITOCTOSIHHOI'O
CpOKa XpaHeHHs Ui BKJIIOYCHHS WX B OITHUCE. Onuch COCTOHT M3 TOMOBBIX pas3zelioB, BHYTpH rojia Acia
pACIIONATAIOTCS [0 CTETIEHH 3HAYMMOCTH C y4eTOM HOMHMHAILHOTO npuHuuna (B COOTBETCTBHH €
HOMEHKJIATYpO 06pa30BaTeIbHOIO YUPEKASHHS).

6.3.2. OmmcK COCTaBISIOTCS Pa3eNIbHO Ha Jiejia MOCTOSHHOrO XpaHCeHUs 110 OCHOBHOMH JeATENBHOCTH H Ha Aicna
110 JIAYHOMY COCTaBY.

6.3.3. OnucH COCTaBIISIOTCS CEKPETapeEM.

6.3.4. OmHch BegeTcs B €AMHON BAIOBOHM HyMepaIiy B TEHCHHE HCCKOJIBKUX JICT

6.3.5. Ha mena ¢ ACTEKIITUM CPOKOM XpaHEHUS COCTaBASACTCS aKT 00 YHUUYTOXEHHUH.

7. OTBeTCTBEHHOCTH 3aBEAYIOINEro apxHBoM

7.1. I[O.TDKHOCTHOC JIULO, KOTOPOMY IMOpYy4EHO 3aBeJOBAaHHEC apXUBOM, HEeCeT OTBETCTBEHHOCTH 32 COCTOAHHE paGOTLI
apxuBa u BBIMTOJIHEHHE BO3JIOXKEHHBIX Ha HETO 3aiad 1 ¢)YHKLII/II7I.



