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PEIIEHUE Ne 3/11

or «18» masa 2016 . 1. Ky3pmuun

006 yrBepxkaenun Ilonoxenusi o popmMupoBaHuu
apxuBHOro ¢onaa agMuHucTpanuu Ky3bMHueBCKOro ceJibCKOro mnocejieHus

B cootBerctBuu ¢ 3akoHoMm oT 22.10.2004 Ne 125-®D3 «O06 apXuBHOM Jielie
B Poccuiickoit deneparuny», Ilomoxenuem o0 apxuBHom Donne Poccuiickoit
Oeneparuu, 1. 1 cr. 14 deaepanpHoro 3akoHa ot 06.10.2003 Ne 131-®3 «O6
OoOIIMX TPHUHIMIAX OpraHW3allMd MECTHOTro caMoympamieHuss B Poccuiickoi
Odeneparun», YcraBom Ky3bMHUEBCKOTO CEIBCKOTO TIOCEJICHUS, B IEIIX
oOecriedyeHUs] COXPAHHOCTU JOKYMEHTOB, O0Opa3ymoluxcs B  Ipoliecce
JIEATeIbHOCTH OpPraHOB MECTHOI'o caMmoymnpaBieHus Ky3bMHYEBCKOTO CEIbCKOTO
MOCEJICHUs, NI TOCIEayIONero ydera, ordéopa M MOATOTOBKM K Tiepeaade Ha
MMOCTOSIHHOE XpaHEHHUE B apXWB MYHHUIIMNIAILHOTO oOpa3zoBaHusi Ky3pMHUUEBCKOTO
cenbckoro nocenenusi, CoBet nenyratoB Ky3pMHUYEBCKOTO CEITLCKOTO MTOCETICHUS

PEIINJI:

1. YtBepautes Ilonmoxxenne o  ¢GopMuUpOBaHMM  apXuUBHOro  (oHAa
Ky3bMU4€BCKOro ceabcKoro nocenenus cornacHo [punoxenuto.

2. Hacrosmee pemieHue MOICKUT OQPUUMATBHOMY  ONMYyOJMKOBAHUIO
(oOHapo0BaHUIO).

3. KoHTposib 32 UCTIOJTHEHUEM HACTOSIIIIETO PELICHUSI OCTABIISIIO 32 COOOM.

I'maBa Ky3pmuueBCcKOro
CEJIbCKOT'O TIOCEIICHUS




[Ipunoxxenue

K pemenuto CoBera JenyTaToB
Ky3pMH4EBCKOTO CETECKOTO MOCETCHUS
o118.05.2016r. Ne3/11

MHOJIO)KEHHUE
0 (OpMHPOBAHUM aPXUBHOIO (poHIA
agMuHUCcTpanuu Ky3bMH4€BCKOI0 CeIbCKOI0 NMoceIeHus

1. OO01mme moJioKeHus

Hacrosimee I[lonoxenue paszpabdoraHo B 1endax (OpMHpPOBaHHUS apXUBHOro (GoHAa
nocenenust (1. 1 cr. 14 ®eaepansroro 3akoHa ot 06.10.2003 Ne 131-03 «O06 o0mmX MpUHITUTIAX
OpraHu3alud MECTHOro camoymnpasiieHusi B Poccuiickoin ®enepaunn», peKOMEHIAUU
OenepanbHoit  apxuBHOM ciayxObl Poccunm ot 24.10.2003 Ne 10/1880-A). Ilonoxxenue
MOATOTOBJIEHO ¢ ydeToM TpeOoBanuii denepanbHbix 3akoHOB oT 06.10.2003 Ne 131-03 «O0
oOLIMX MPUHLMIIAX OPraHM3allMd MECTHOrO camoymnpasiieHusi B Poccuiickoii dexnepanum», oT
22.10.2004 Ne 125-®3 «O6 apxuBHOM Jniene B Poccuiickoit @enepanumy».

Ucnonb3oBanue Hacrosimero [lonokeHus opraHamMp MECTHOTO — CaMOYIIPaBJICHUS
CEJIbCKOTO MOCEJIEHUS T03BOJIET O0ECIEUUTh:

- COXpaHHOCTb JOKYMEHTOB 00pa3yIoUIuxcs B IpoLecce ASSITEIbHOCTH OPraHOB MECTHOTO
CaMOYNpaBJI€HUs, C ILEJbl0 IMOCIEAYIOIIEro ydera, ordopa M MOATOTOBKM K Ieperadye Ha
IMOCTOSIHHOC XPAaHCHUC B apX”B MYHHUIUIIAJIBHOI'O 06pa301aaHI/1$1 KY?;BMI/IT-IGBCKOFO CCIIBCKOT'O
MOCEJICHUS;

- o0ecreunTh XpaHCHHUEC JOJOKYMCHTOB IIOCTOSHHOI'O XpaHCHUA II0 JIMYHOMY COCTaBYy
aaMuHHCcTpanu Ky3pbMHUEBCKOTO CEIbCKOTO MOCEIEHUS.

2. OcHOBHbIE NIOHATHUS U TEPMHUHbI

OcHOBHbIE IOHATHS U TEPMUHBI, UCTOJIb3yeMble B [lonoxenuu:

celbcKoe nocenenue - OIUH WIM HECKOJIbKO OOBEIMHEHHBIX OOILIed TeppuTopHei
CEJIbCKMX HACEJIEHHBIX IYHKTOB (TMOCEIKOB, CEl U JPYrUX HACEJNEHHBIX IYHKTOB), B KOTOPBIX
MECTHOE CaMOYIIPaBJICHHUE OCYILECTBISETCS HACEJIEHHEM HENOCPEACTBEHHO M (WJIM) dYepes
BBIOOPHBIE Y MHBIE OPTaHbl MECTHOTO CaMOYIIPaBJICHMUS;

apXueHulil O0OKYMEHm - MaTepUAIbHBIA HOCHUTENTh C 3adUKCHPOBAHHOW Ha HEM
uHpopmanuen, KOTOPbIH HKMEET PEKBU3UTHI, IO3BOJSIOUIME €ro HWACHTU(UUUPOBATh, H
MOJJICKUT XPAaHEHHUIO B CUJIy 3HAUMMOCTH yKa3aHHBIX HOCHUTENs W MH(OpMaluu Ui rpakJaH,
o01ecTBa, TOCyAapCTBa;

OOKyMEHmbl NO JTUYHOMY COCMAGY - APXUBHBIE JOKYMEHTHI, OTPa)KalolUe TPYJOBbIE
OTHOIIEHUsI pabOTHHKA C paboTOAaTeNeM;

MYHUUUNAIbHGLIL apXué - CTPYKTypHOE TOJpa3felieHue opraHa MECTHOro ca-
MOYIIpaBieHUs (aAMUHHCTPALMH CEJIbCKOTO IMOCEJIEHUS), KOTOPOE OCYILECTBISIOT XpaHEHHE,
y4YeT U UCMOJIb30BaHUE apXUBHBIX JIOKYMEHTOB;

6peMeHHoe XPaHeHUe apXUueHbIX 0OKYMEHM 08 - XPAaHEHHUE apXUBHBIX JJOKYMEHTOB 10 UX
YHUUTOKEHHSI B TEYEHHE CPOKOB, YCTAaHOBJICHHBIX HOPMAaTUBHBIMU PABOBBIMU aKTAMH;

IKCnepmu3za WEeHHOCMmU OO0KYMEHMmO6 — W3yuyeHue JOKYMEHTOB Ha OCHOBaHUU
KPUTEPUEB UX LICHHOCTH B LIEJISAX ONpEAETICHUSI CPOKOB XpaHEHHs JOKYMEHTOB U 0TOOpa UX AJIs
BKJIIOUEHUS B cOCTaB apxuBHOro (hoHaa Poccuiickoit denepanuu;

YnopaooueHue apxueHviX OOKYMEHmMOE8 - KOMIUIEKC paboT 1o (GopMHUpPOBAHHIO
apXUBHBIX JOKYMEHTOB B €MHMIIBI XpaHEHUs (J1e]1a), ONMCAHUIO U OPOPMIICHUIO TaKUX €IUHUI]



XpaHEHUs (Jlel) B COOTBETCTBUU C IPaBWJIAMH, YCTAaHOBJIEHHBIMH DenepalbHbIM apXUBHBIM
arcHTCTBOM.
3. ®opMupoBaHHe aPXUBHOI0 (GoHIA NOCeTeHusI

®opmupoBaHue (KOMIUIEKTOBAHME) apXUBHOTO (OHAA MPOUCXOAUT B pE3yJbTare
BEJICHUS JIEIONPOU3BOJICTBA OPTaHaMU MECTHOTO caMoyIpaBieHHus: Ky3bMUYEBCKOTO CEeTbCKOTrO
MIOCEJIEHUSI B COOTBETCTBUM C TPEOOBAaHUSIMHU €IUHOM CUCTEMbI JEJIONPOU3BOJICTBA, A TAKKE
IyTeM IpHUeMa JOKYMEHTOB IIOCJI€ MCTEUEHHUS YCTAaHOBJIEHHOTO CpOKAa XpPAaHEHHUS YKa3aHHBIX
JOKYMEHTOB WJIH JIUKBUJAIIMH OpraHUu3alui.

dopmupoBaHuEe apXUBHOTO (OH/A MOCEIECHUSI BKIIOYAET:

- OMNpeJesieHue HWCTOYHUKOB KOMIUIEKTOBAaHUS apXUBOB OPraHoOB MECTHOIO cCa-
MOYIIpaBJICHUSI, MyHULIUIIAJIbHBIX OPraHU3alIHii;

- OpraHu3anys JOKyMEHTOB Ha CTaJ1H JI€JI0NPOU3BOJICTBA;

- OIpENENIEHHE COCTaBa JOKYMEHTOB, MOJJISKAIIUX XPAaHEHHI0 B TEYEHHE YCTa-
HOBJICHHBIX CPOKOB B OpraHax MECTHOTO CAMOYINpPaBICHHUS M MYHHIMIAJIbHBIX OpraHU3alUsaX
(IOKyMEHTBI TOCTOSIHHOTO XpaHEHWsI W 1O JIMYHOMY COCTaBy, JOKYMEHTbl OpraHM3aluii-
MPEIIECTBEHHUKOB U JIMKBUIMPOBAHHBIX OTUMHEHHBIX OpraHu3aluil);

- OpraHu3anMsi Mepeiayd JOKYMEHTOB OpPraHoB MECTHOIO  CaMOYIIPAaBJICHUS,
MYHHUIMIIAIBHBIX OpraHu3aliii B MyHULUINAJIbHBIA apXuB (MPOBEIAEHHUE SKCIEPTU3bI IEHHOCTH
JOKYMEHTOB, (QopmMupoBaHue Hu O0GOpMIIEHHE [eJl, COCTaBJIEHUE OMUCEH Jed U aKTOB O
BBIJICJIEHUU K YHUUTOXEHUIO JOKYMEHTOB, HE IOJUIEkKAIINX XPAHEHHUIO).

Opranbl ~ MECTHOTO  CaMOYIIPaBJICHUS CEJIbCKOTO  TOCENIEHUSI  SBIISAIOTCA
[IPaBONPEEMHUKAMU OPraHOB MECTHOTO CAaMOYIPAaBICHUS M JOHKHOCTHBIX JIMIL MECTHOTO
CaMOYNpaBJIEHUS, MUHBIX OPraHoB M JOJDKHOCTHBIX JIMI], OCYUIECTBIISIBIIMX Ha TEPPUTOPUU
MYHHUIMIIAIBHOTO O00pa30BaHMs MOJHOMOYHMS MO PELIEHUI0 BOIPOCOB MECTHOTO 3HAUYECHUS Ha
OCHOBAHMU 3aKOHOJATEIbHBIX akTOB Poccuiickoi denepannm.

[Ipu n3MeHeHUH CTPYKTYphl OPraHOB MECTHOTO CaMOYIIPaBJICHUSI apPXUBHBIE TOKYMEHTBI
B YHOPSJIOYEHHOM COCTOSIHUM IE€PElaloTCsi BHOBb (OPMHUpPYEMBIM OpraHaM MECTHOIO
camoyrnpasiieHus. B cBsA3M ¢ 3TUM HEOOXOAMMO MPOBECTH PAOOTY MO YIMOPSA0OUEHHUIO aPXUBHBIX
JOKYMEHTOB YIPa3JHEHHBIX OPraHOB MECTHOTO camoympasieHus (m. 5 cr. 23 denepanbHOro
3akoHa OT 22.10.2004 No 125-®3 «O06 apxuBHOM nene B Poccutickoit @enepanuny», peKoMeH1a-
uuu @enepanpHoro apxuBHoro areHTcTa oT 20.01.2005 Ne 4/79-K).

4. HomeHnkJjaTypa jaena

JIOKyMEHTbl B TEKYIIEM JEJONPOU3BOJACTBE OPraHOB MECTHOTO CaMOYIPaBICHUS
(GbopMUPYIOTCS B COOTBETCTBUM C HOMEHKJIATYpOH JIEII.

Homenknamypa oen - CUCTEeMAaTH3UPOBAHHBIN TEPEYEHBb 3aroJOBKOB (HAMMEHOBAHMI)
JieJl, 3aBOJIMMBIX B JIEJIONPOM3BOJICTBE OpraHU3allH, C yKa3aHHUEM CPOKOB HX XpaHEHHs, IO
ycranoBneHHoU popme ([Tpunoxxenue Ne 1).

Homenknartypa pen mnpeaHasHaueHa Jjsl OpraHM3allMM TPYNIHUPOBKUA HCIHOJHEHHBIX
JOKYMEHTOB B JieJla, CUCTeMaTH3allM, ydyeTa U HHJIEKCAIlMH JeJ, ONpEAETCHHUs] CPOKOB HX
XpaHEHUsS! U SIBJISIETCS OCHOBOM JUISl COCTaBJIEHHsI OMHMCEH e MOCTOSHHOTO XpaHEHUs U IO
JUYHOMY COCTaBY.

Homenknarypa nem opranu3yeT NHOKYMEHTalbHBIM (oHA opraHu3amuu. OHa sBIsSETCA
METO/JMYECKOM OCHOBOW oOecliedeHHs] ydeTra U TIOMCKa JIOKYMEHTOB B IIpoLecce HX
ONEpaTUBHOIO XpaHEHMs] B JenomnpousBoicTBe. I[lpm ee cocraBieHUU CleayeT pyKo-
BOJICTBOBATbCS ~ YUPEOUTENbHBIMU  JOKYMEHTAaMU OpraHu3alid, [OJIOKEHUSIMH O €€
CTPYKTYPHBIX MOJpa3/e/ICHUsX, IITATHbIM pacHUCaHHEM, IJJaHAaMH M OT4YeTaMH O pabore,
MEPEYHSIMU THUIIOBBIX YIPABICHUECKUX JOKYMEHTOB C YKa3aHHEM CpPOKOB HUX XpaHEHWS,
HOMEHKJIaTypaMy JeJ 3a MpellecTBYIomMe rojapl. M3ydarores JOKYMEHThI, oOpa3yrouuecs B
NEeSITeIbHOCTH OpPraHu3allii, X BUJbl, COCTAB U COJIEpKaHHE.



Homenknarypa gen yrBepxknpaerca I'maBoi MYHULUIAIBHOTO  00pa3oBaHMs
Ky3bMHYEBCKOTO CEIBCKOTO IOCEICHHUS IIOCIE COIVIACOBAHUSA C PYKOBOAMTEIEM apXWBHOU
CIIy’KObI MyHUIIMIIAJILHOTO palioHa. YTBEp)KJICHHAs U COTJIAaCOBAaHHAs HOMEHKIIATYpa JIeJl IeHCT-
BYET B TEUEHHUE 5 JIET U INMOJIEKHUT IEPECOCTABICHUIO U COTJIACOBAHMIO B CIIy4ae KOPEHHBIX
U3MEHEHUH (YHKUMH M CTPYKTYphl OpraHu3auuu. B mocienHeM KBapraje KaxAoro roja
HOMEHKJIaTypa JieJl YTOYHSETCs, MeperneyaThlBaeTcs U yTBepxkaaeTcsa [ 1aBoil MyHHULIUIIAIbHOTO
oOpazoBanusi Ky3pMHUEBCKOIO CENbCKOrO IOCEJIEHUs, BBOAUTCA B JeiictBue ¢ 1 sHBaps
CIIEAYIOIIEro KajleHaapHoro roja. Eciu B TeueHue roja B opraHu3anuu oOpa3yroTcs HOBBIE
JOKYMEHTUPYEMBIE y4acTKH pPalOThl, HENpPeAyCMOTPEHHbIE Jejla, OHHU JIOTOJIHUTEIHHO
BKJIIOYAIOTCS B HOMEHKJIATYPY €1 COOTBETCTBYIOIIErO CTPYKTYPHOTO MOAPAa3ACICHHUS.

Ilo oxOHYaHMM IENONPOU3BOACTBEHHOIO roja B KOHIE HOMEHKJIATYpPHI JEI JEIacTCs
UTOrOBAasl 3allUCh O KOJIMYECTBE 3aBEACHHBIX JI€)1 (TOMOB) OTAEIBHO MOCTOSIHHOTO U BPEMEHHOTO
XpaHEeHUSI.

5. ®opMupoBaHHe AapXMBHBIX eI

Dopmuposanue apxuenvlx 0el - TPYNIUPOBKA UCIIOJHEHHBIX JOKYMEHTOB B JIeJla B COOT-
BETCTBUHU C YTBEPKJICHHOM HOMEHKJIATYpOH A€ U cucTeMaTu3alus JOKYMEHTOB BHYTpHU Jela.

Jlena ¢ JOKyMEHTaMHU MOCTOSIHHOTO XpPaHEHMs U M0 JIMYHOMY COCTaBy (pOpMHUpYIOTCS B
COOTBETCTBUU C HOMEHKJIATYpOH Aell.

@dopmupoBaHueM Jell B OpraHax MECTHOIO CaMOYIPABIIEHUS CEJIbCKOTO IOCEJIECHUS
3aHMMAETCS JIMIO, B JOJDKHOCTHOW HMHCTPYKUMH KOTOPOTO 3aKpEIUIEHbl BOIPOCHI apXUBHOM
paboTHL.

[Ipu popmupoBaHuM apXMBHBIX JIe]1 HEOOXOAMMO COOJNIONATH CIIEAYIOIINE OCHOBHBIE
TpeOOBaHUsA:

- JIOKYMEHTBhl MOCTOSIHHOTO W BPEMEHHOTO XpaHEHHsS HEOOXOIUMO TpYIIUPOBaTh B
OT/Ie/IbHbIE JIETIa;

- BKJIIOYATh B JIEJO IO OJHOMY 3K3EMIUIIPY KaXJ0ro JTOKyMEHTa, He MOMeUaTh B /€0
JOKYMEHTBI, [TO/IJIEXKAIUE BO3BPATY, JIMITHUE SK3EMIUISIPhL, YePHOBUKH, TYOIMKATHL;

- TIOMeENIaTh B JIEJO TOJIbKO HCIIOJIHEHHBIE TOKYMEHThI B COOTBETCTBHUH C 3aroJIOBKAMU
JIeJ1 IO HOMEHKJIaTypE;

- B JIEJI0O TOMEUIaTh TOJBKO TIOJJIMHHBIE JOKYMEHTBI, MOJANUCAHHBIE, MPAaBUIBHO
opopMiIeHHbIE (HAJIWYME PETUCTPALMOHHOTO HOMEpA, JaThl, 3alOJHEHHBbIX TpudoB
YTBEPKICHUS UJIM COIJIACOBAHUS U T.11.);

- TpyNmnupoBaThb B JIENO JOKYMEHTHl OJIHOTO KaJEeHJApHOro ToJa; HCKIIOYEHUE
COCTaBJISIOT: MEPEXOSIINE JIENa; JOKYMEHThI BEIOOPHBIX OPTaHOB U UX MOCTOSIHHBIX KOMHCCHI,
NeMyTaTCKUX FPYII, KOTOPbIE TPYIIIUPYIOTCS 3a MEPUOJI UX CO3bIBA;

- IeTI0 TOJDKHO coeprKaTh He Oosiee 250 IMCTOB, TTPHU TOJIIIUHE HE O6ojee 4 cM.;

- BHYTPH J€Ja JOKYMEHTBl JOJDKHBI OBITh PAacIoOJIOKEHbl TakK, 4TOObI OHHM IO CBOEMY
COJIEpP’)KaHUIO TIOCJEI0BAaTEIbHO OCBEIAIN OIpeAeieHHbIe BONpochl. Ilpu 3ToM JOKyMEHTHI
pacroJjiaratroTcsi B XpoHOJIOTMUECKOM MOpsIKe (BXOSAIINE — [0 JaTaM MOCTYIUICHUS, UCXOISIINE
— 10 JjaTaM OTMPaBJIEHUS) WU 110 alN(aBUTy aBTOPOB U KOPPECIIOHIEHTOB;

- IPWIOKEHHUS K IOKyMEHTaM, HE3aBUCUMO OT JIaThl UX YTBEP)KJIEHUS WU COCTABJICHMUS,
MPUCOEIUHSIOTCS K JOKYMEHTaM, K KOTOPBIM OHU OTHOCSITCS;

- NpuiIoKeHus: 00beMoM cBbilie 250 JHMCTOB COCTaBISIOT OTIENbHBIA TOM, O YeM B
JOKYMEHTE JIEJIaeTCsl OTMETKA;

PacniopsinutenbHble JOKYMEHTBHI TPYNIHUPYIOTCS B Jejla MO BUJAM U XPOHOJIOTUU C
OTHOCSIIIUMUCS K HUM MPUIIOKEHUSIMHU:

- YCTaBbl, NIOJIO)KEHUSI, UHCTPYKIINH, YTBEPKACHHBIE PACTIOPSIAUTEIbHBIMU JOKYMEHTAMU,
SIBJIIOTCS IPHJIOKEHUSIMA K HUM U TPYIIHUPYIOTCS BMECTE C YKa3aHHBIMU JoKyMeHTamu. Eciu
K€ OHU YTBEPXKICHBbl B KAyeCTBE CaMOCTOSITEIBHOIO JOKYMEHTa, TO HX TIPYHNIUPYIOT B
OT/IebHbBIE IETIa;



- TIOCTAaHOBJIEHUS (PACTIOPSIKEHNS) IO OCHOBHOM JESITEIbHOCTH IPYIIUPYIOTCS OTAEIBHO
OT JOKYMEHTOB 10 JINYHOMY COCTaBY;

- pacnopspKeHUs IO JIMYHOMY COCTaBy T'PYHNIHPYIOTCS B Jiejla B COOTBETCTBUM C YCTa-
HOBJICHHBIMH CpOKaMu UX XpaHeHus. LlenecooOpa3Ho mpu Oosibmx o0beMax JOKYMEHTOB IO
JUYHOMY COCTaBY, KacarolllMecs Pa3JIMYHBIX CTOPOH JAESTEIbHOCTH OpraHu3aluu (MpueM Ha
paboTy, YBOJIbHEHHE U IEepeMelIeHIe, KOMaHIUPOBKU U T.[.), TPYNIHPOBATh UX B OTACIbHBIE
Jieia WIK 110 CPOKaM XpaHEHUsI IOKyMEHTOB;

- TOpYYEHHs BBIIIECTOSIIUX OpraHu3aluid M JOKYMEHThl 10 HUX MCIOJHEHUIO
IPYNIUPYIOTCS B JI€JIa MO HAIIPABJICHUSAM AEATEIbHOCTH OpraHU3aluH;

- YTBEpXKJEHHbIE IUIaHbI, OTYETbl, CMETbI, JIMMUTBHI, THUTYJIbHbIE CIHUCKA W JApYyrue
JOKYMEHTBI TPYIIIUPYIOTCS OTJIENBHO OT UX NMPOEKTOB;

- IOKYMEHTHI B JINYHBIX JIeJaX Pacrojaraiorcs B XpOHOJOTHYECKOM MOPSIIKE M0 Mepe UX
MOCTYIUICHHUS;

- JIMLEBBbIE CueTa MO 3apabO0THOM IUIaTe IPYNIUPYIOTCS B OTAENbHBIE JAela U pac-
oJIararoTcsl B HUX 1o andaButy haMuiuii;

- IPEJIOKEHHUS, 3asIBJICHUS U ’KaJI00bl Ipa’kJaH 1o BompocaM paboThl OpraHu3aluy U Bce
JOKYMEHTBI 10 WX PAacCMOTPEHUI0 U HCIOJIHEHUIO TPYNIUPYIOTCA OTAEIBHO OT 3asiBICHUM
rpaXkJaH 1o JIMYHBIM BOIIPOCAM;

- MepenucKa rpynmnupyercs, Kak MpaBuiio, 3a KaJleHJapHbIN roJl 1 CUCTEMaTU3UPYETCs B
XPOHOJIOTMYECKOH TOCIIE0BATEIIBHOCTH.

6. DxcnepTH3a HEHHOCTH JOKYMEHTOB

OkcnepTu3a I[EHHOCTH JOKYMEHTOB IMPOBOJUTCS JUIsl yYCTAHOBJIEHHUS HAy4YHOM,
HUCTOPUYECKOM M MPAKTHUYECKON 3HAYMMOCTH JIOKYMEHTOB C II€JIbI0 O0TOOpa UX Ha MOCTOSIHHOE
XpaHEHHUE U YCTaHOBJICHUS! CPOKOB XpaHEHUs IPU COCTABICHUM HOMEHKJIATYpHI Jell, B Ipoliecce
(dbopMupoBaHMs Jell, IPU MOATOTOBKE [ K MOCIEIYIOIIEMY XPaHEHNI0. DKCIepTU3a IIEHHOCTH
JOKYMEHTOB OCYIIECTBIISIETCS €KETOJHO IMOJ METOJUYECKHUM PYKOBOJCTBOM MYHUIUIAIBHOIO
apxuBa.

Jlyis opranusanyu 1 nIpoBeAeHHs pabOThI 10 IKCHEPTHU3E HEHHOCTU JOKYMEHTOB, 0TOOpY
U MOATOTOBKE K Iepefjaue Ha MOCTOSIHHOE XpaHEHHE JTOKYMEHTOB, 00pa3yloIIUXcsl B IMpoliecce
NESTeIbHOCTH OpraHu3aliii,  IJIaBOH CEeJIbCKOTO TIOCEIEHMSI YTBEP)KIAeTCsl DSKCIepTHas
komuccus (OK). @ynkmuun u mpaBa DK, a Taxke opranuzanus ee padOoThl ONPEAeSIOTCS
IMOJIOKCHHUEM, YTBCPIKICHHBIM TJIaBoOM AIMUHUCTpAlIMU CEJILCKOTO IMMOCCIICHUS.

OT1O0p NOKYMEHTOB IOCTOSSHHOTO XpaHEHHS NPOBOAMUTCA Ha OCHOBAHMHU IIepeuHei
THUITIOBBIX YITPABJICHUCCKHUX JOKYMCHTOB C YKa3aHHUEM CPOKOB UX XpaHCHUA 1 HOMCHKIIATYPHBI €1
OpraHu3aluy IyTeM IOJMCTHOIO IpocMoTpa jaen. M3 nena mojuiexaTr U3bATHIO NyOJeTHbIE
OK3EMIIIAPBI JOKYMCHTOB, YCPHOBUKH, H€0(1)0pMJ'I€HHI)I€ KOIMMKU JOKYMCHTOB W HC OTHOCAIINECA
K BOIIPOCY JIOKYMEHTBI C BPEMEHHBIMH CpPOKaMH XpaHeHHs. OKOHYATEIbHOE pEelIeHUuEe II0
pe3yiabTaTaM SKCIICPTU3BI HCHHOCTU JOKYMCHTOB IIPUHUMACT DK OpraHu3aluu.

[ToqmmBka chHOPMUPOBAHHBIX 1€ MPOU3BOAUTCS TOJBKO TIOCIE  3aBEpIICHUS
OKCIIEPTU3BI HECHHOCTU JOKYMCHTOB.

Ormerka «3IIK», mocraBieHHas B MEpeUHsSIX U B HOMEHKJIAType A€l K KOHKPETHBIM
BHJaM OOKYMCHTOB, O3HA4Yac€T, 4YTO YaCTb TaKUX JOKYMCHTOB MOXCT HMMCETb HAY4YHO-
HCTOPHUYCCKOC 3HAYCHHC. K UM oTHOCATCS AKThI, ITPOTOKOJIbI, JOKJIAAHBIC 3aIlIMCKU, IICPCIIUCKA
C OpraHamMM TOCYJapCTBEHHOU BIACTH (MPaBUTEIHLCTBEHHAS MEPENUCKA), MUChMa, 3asBIICHUS,
’Ka00bI rpaxiaadn u Jp. Ot JOKYMCHTBI OJOJI?KHBI OBITH JOIOJTHUTECIBHO HU3YYCHBI U TOJIBKO
3aTeM MPUHUMAETCS OKOHYATEIbHOE PEIIEHUE O LIEIECO00Pa3HOCTH UX OTOOPa Ha MOCTOSHHOE
XpaHCHHUEC UJIKW BO3MOXXHOCTH UX YHUYTOXKCHUA.

[Ipu npoBeneHUH HKCHEPTU3bl LIEHHOCTH JOKYMEHTOB Jeno ¢ oTMmeTkoil «OIIK»
IMpOCMAaTpPpUBACTCA IIOJTHOCTBIO. N3 mero BBIACIIIIOTCA OOKYMCHTBI IMOCTOAHHOI'O XpaHCHUA,



MPUCOEIUHSIOTCS K OJHOPOIHBIM JIOKyMEHTaM M O(QOPMIISIOTCS B CAMOCTOSITENbHbIE JIeNa,
KOTOpBIE 3aT€M BKJIFOUAIOTCA B OIUCH /1€ MIOCTOSIHHOTO XpaHEHHUSI.

Cpoku XpaHeHus Jej, COAEp KallluX OCTaBIIHMECS JOKYMEHTbl BPEMEHHOIO XPAaHEHUS,
ONpENENAOTCd MO TIEpPeYHI0 JOKYMEHTOB C YKa3aHMEM CpPOKOB HX XPaHEHUS WIH IO
HOMEHKJIAType Jel OpraHu3aluu.

[lo pesynpTaTam »SKCIEpPTH3bl LEHHOCTH JOKYMEHTOB COCTaBIISIIOTCA OIUCH I
nocrosinHoro XpaHneHus (IIpmnokenme Ne 2) u mo nuunHomy cocrtaBy (IIpmnoxxenne Ne 3), a
TakKe AaKThl O BBIACICHUM K YHUYTOXKCHHUIO JTOKYMEHTOB, HE TMOJUICKAMNX XPaHEHUIO
(ITpunosxxenue Ne 4).

7. OdopMmieHnue xena

Ocopmnenue den - 5T0 NOArOTOBKA UX K IMOCIEAYIOIIEMY XpaHeHHo. [lena opraHos
MECTHOTO CaMOYIMpAaBJIEHUS,, MYHUIMIAIbHBIX OpPraHu3aluil mojuiexar o(pOpPMIICHUIO MPU HX
3aBEJICHUHU U 110 3aBEPUICHUU KAJIEHAAPHOI0 ro/a.

Odopmienue aen NpoBOAUTCS PaOOTHUKOM, B JOJKHOCTHOM HMHCTPYKIMH KOTOPOIO
3aKpeIJIeHbl BOIPOCHl apXUBHOM pabOThl, NpH METOJWYECKOM MOMOIIM CIEHUaINCTa
MYHHIIMIIAJIBHOTO apXUBa.

B 3aBUCHMOCTH OT CPOKOB XpaHEHHMsI JOKYMEHTOB MPOBOJUTCS MOJIHOE WJIM YAaCTHUYHOE
opopmiuenue nen. IlonHomy odopmileHHIO MOMIEkKAT Jejla MOCTOSHHOIO XpPAaHEHUs U 10
JMYHOMY COCTaBY.

[TosHOE OopMIIEHHE AET TPELyCMATPUBACT:

- MIOJILIMUBKY JIeNa;

- HyMEpALUIO JIUCTOB JIENa;

- COCTaBJICHHE JINCTA-3aBEPUTEIIS,;

- cOCTaBJIeHHE (B HEOOXOAMMBIX CIy4asix) BHYTPEHHEH ONUCU JOKYMEHTOB;

- BHECEHHE HEOOXOIUMBIX YTOUHEHUN B PEKBU3UTHI 00JI0KKH JIea.

JIOKyMEHTBI, COCTABJIIOLINE JIe)1a, MOAIMBAIOTCA HA 4 IPOKOJIa B TBEPAYIO OOJIOKKY U3
KapTOHa WM HEpeIUIeTalTCs € YYETOM BO3MOJKHOCTH CBOOOJHOIO 4YTEHHMsI TEKCTa BCeX
JOKYMEHTOB, JaT, BU3 U pe3oitouuil Ha HuX. [Ipu moaroToBke nen K MOAUIMBKE (IEpEIUIETY)
MeTainyeckue ckperieHus (OyiaaBKU, CKpPEnKr) U3 JOKYMEHTOB yAaJIsOTCS.

[Ipy Hanuuuu B JAene HEBOCTPEOOBAHHBIX JIMYHBIX JIOKYMEHTOB (yIOCTOBEPEHMI
JIMYHOCTH, TPYAOBbIX KHUKEK, BOGHHBIX OMJIETOB) 3TH JAOKYMEHTHI BKJIQ/IbIBAIOTCS B KOHBEPT,
KOTOpbIM mojmuBaercss B aAeno. llpu Hammumu OO0JBIIOTO KOJUYECTBA TAaKUX JIOKYMEHTOB,
MOCJIEIHUE U3BIMAIOTCA U3 JI€Jl, U HA HUX COCTaBJISIETCS OTAEIbHAS OIUCh.

B KoHIe KaX10ro Jea NoIIMBAaeTCs YUCTBIN OJaHK JIMCTAa-3aBEPUTEIIs, a B Hadase Jela
K HEKOTOPBIM BUJAaM JIOKYMEHTOB (TIpHKa3bl, IOCTAHOBJICHUSI, PACTIOPSIKEHUS, JIMYHbIE KAPTOUKH
YBOJIEHHBIX, JIMLIEBbIE CUETA COTPYAHUKOB U JIp.) — OJJaHK BHYTPEHHEHN ONUCU JOKYMEHTOB Jiea.

B wmensx oOecriedeHHsi COXpAaHHOCTH M 3aKpEIJICHUS TOPSAIKAa PACIOIO0KEHHS
JOKYMEHTOB, BKJIIOYEHHBIX B J€J0, BCE JIUCTBI 3TOro Jena (KpoMe JIMCTa-3aBEepuTelis U
BHYTPEHHEIl OIMCH) HYMEpYyITCs apaOCKuMu LUppaMHu BajJoBOH HyMmepauued B MpaBOM
BEPXHEM YIIIy JIUCTa MPOCTHIM KapaHJAIIOM WM HyMepaTopoM. JIMCThl BHYTpEHHEW OMHCH
JOKYMEHTOB JIeJIa HyMEPYIOTCS OTENBHO.

JlucTel nen, cocTosMMX U3 HECKOJIBKUX TOMOB WJIM 4YacTe, HyMEpYIOTCSA MO KaXJAOMYy
TOMY WJIH 110 KaXJI0H 4acTU OTIEJIBHO.

®ororpaduu, YepTexKH, aUArpaMMbl U JIPYrU€ WIUIIOCTPATUBHBIE JOKYMEHTHI,
IIPEJCTABISIOIINE CAMOCTOSTENIBHBIA JINCT B JI€]le, HYMEPYIOTCS Ha OOOPOTHON CTOpPOHE Ha
BEPXHEM I10JI€ JIUCTA.

Crnosxennblil nuct (popmara A3, A2) pazBopauuBaeTcs U HyMepyeTcsl B MpPaBOM 4YacTu
BepxHero noJjs aucta. [Ipu s3tom snuct moboro ¢popmara, MOAMKUTEIN 32 OUH Kpail, HyMepyeTcs
KaK OJUH JIUCT; JIMCT, CJOKEHHBIM M MOJIIMUTBHIA 3a CEepeluHYy, IMOJUIEKUT TMEepelIuBKE U
HyMepyeTcs KaK OJIUH JIUCT.



JlucT ¢ Harnyxo HakJIeeHHBIMU JAOKyMeHTaMH ((poTorpadusMu, BeIpe3KamMH, BBITUCKAMU
U T.I.) HyMepyercss Kak OAMH JUCT. Eciau K NOKYMEHTY MOJIKJIEEHbI OJHUM KpaeM Jpyrue
JOKYMEHTHI (BCTaBKM TEKCTa, MEPEBOJIbI, BBIPE3KH U T.I.), TO KaXIbIA TOKYMEHT HyMepyercs
OTJIEJIBHO.

[lopmuTeie B 1110 KOHBEPTHI C BIIOKEHUSMH HYMEpPYIOTCS; MpU 3TOM BHauaie
HyMepyeTcs caM KOHBEPT, a 3aTeM OYepeIHbIM HOMEPOM KaXK/10€ BJIO)KEHHE B KOHBEPTE.

[ToamuTeie B 170 TOKYMEHTHI C COOCTBEHHOI HyMepalliei JIMCcToB (BKJIIOYasl IieyaTHbIe
W3J1aHUs1) MOTYT HYMEpOBAThCS B OOIIEM IMOPSIKE WIM COXPAHATH COOCTBEHHYIO HyMEpalulio,
€CJIM OHAa COOTBETCTBYET MOPSAKY PaCIOIOKEHUS JIUCTOB B JIENeE.

B cnyuasx oOnapyxeHuss OO0JbIIOro 4YHcia OMMOOK B HyMepaluu JHUCTOB Jelia
MIPOBOJUTCS UX nepenymepauus. [lpu nepenymepanuu JUCTOB CTapble HOMEpa 3a4yepKUBaIOTCH,
U PSIIOM CTAaBUTCS HOBBIM HOMED JIMCTA; B KOHLIE JIeJla COCTaBIISAETCS HOBBIN JIUCT-3aBEPUTEIND,
IIPU 3TOM CTapblii JIMCT-3aBEPUTEIIb 3aUEPKUBACTCS, HO COXPaHSAETCs B Jee.

[Ipn HanMuuM OTAENIBHBIX OMIMOOK B HyMEpalMH JIMCTOB B JAeaX, MPU MOATOTOBKE UX
apXMBOM OpraHH3allUMU K Mepe/laue Ha MOCTOSIHHOE XpaHEHHUE, JOIYCKAeTCs 10 COIIAaCOBAHUIO C
MYHHULMIAIBHBIM apXUBOM YIOTPEOJIEHNE TUTEPHBIX HOMEPOB JIUCTOB.

JlucT-3aBeputens cocTaBisieTcs B Jiefie Ha OTACIbHOM JIUCTE, B KHUraX — Ha 000pOTHO
CTOpPOHE IOCJIEHET0 YUCTOrO JIMCTA, B KapTOTEKax — Ha OTAEIbHOM YHUCTOM JjucTe (opmara
KApTOUKH.

Jlucr-3aBepuTtens nena cocrasiseTcs mo ycranosineHHon dopme (IIpmnoxenue Ne 5), B
KOTOpO#l yKa3pIBalOTCS Lu(ppaMu U IPOIMUCHIO KOJWYECTBO NMPOHYMEPOBAHHBIX JHUCTOB J€ja,
KOJIMYECTBO JIMCTOB BHYTPEHHEH ONMUCH, OTOBAapHUBAIOTCS OCOOEHHOCTH HyMEpalll HOMEPOB
nena (Haluyue JMTEPHBIX HOMEPOB JieNa, MPOIYLIEHHBIX HOMEpPOB, HOMEPOB JIHCTOB C
HaKJIeeHHBIMU QoTOrpadusiMu, HOMEPOB KPYNHO(GOPMATHBIX JIUCTOB, KOHBEPTOB C BIOKEHUSIMH
1 KOJIMYECTBO BJIOKEHHBIX B HUX JINCTOB), a TAKXKE YKa3bIBACTCS HAJUYUE B J€JIe TUIOrpadCcKux
AK3EMILIPOB OpOIIIOp C KOJUYECTBOM JIMCTOB B HUX, €CJIM OHU HE ObUIM OTMEYEHBI B OOIIEiH
BAJIOBOM HyMEpaluH B JIETI€.

Jluct-3aBepurens Jnena MOANMCHIBAETCS €ro cocraBuTeneM. Bce mnocneayromiue
U3MEHEHUsI B COCTaB€ M COCTOSHUHU Jena (MOBPEXICHHS, 3aMeHa IOJUIMHHBIX JIOKYMEHTOB)
OTMEYAETCsl B JINCTE-3aBEPUTEIIE CO CCHIIIKOM Ha COOTBETCTBYIOLIUMN aKT.

3anperiaeTrcs BHIHOCUTDH JIMCT-3aBEPUTENIb HAa OOJIOKKY Jejia WM YUCThII 000pOT JucTa
MOCJIETHET0 JTOKyMeHTa. Eciu nieno noamuro UM nepemiereHo 6e3 OnaHka JUCTa-3aBepuTes,
OH HaKJIEMBAETCS 32 BEPXHIOIO YaCTh JINCTA HA BHYTPEHHEN CTOPOHE OOJI0KKH JIena.

BHyTpeHHsis omnuchb JOKYMEHTOB Jiela COCTaBJsieTCs JUIsl ydera JIOKYMEHTOB
MIOCTOSIHHOTO U BpEMEHHOro (cBbime 10 Jer) XpaHeHHs, y4eT KOTOpPbIX BBI3bIBAETCA
crenu(pUKON TaHHOW TOKyMEHTaluu (JIMUHbIE, CyAeOHbIE, CIIEICTBEHHBIE JIefla U T.]l.) XpaHEHuS,
cOPMUPOBAHHBIX [0 PA3HOBUIHOCTSM JIOKYMEHTOB, 3aroJIOBKHU KOTOPBIX HE PaCKpbIBAIOT
KOHKPETHOE COJIep>KaHUE JJOKYMEHTA.

BHyTpeHHsI1 onuCh COCTaBis€TCS Ha OTIEJIBHOM JIUCTE MO YCTaHOBJIEHHOU (opme
(ITpunoxxenue Ne 6), B KOTOpOHl cojaep:KaTcs CBEACHHUS O IMOPSIKOBBIX HOMEpPAX JTOKYMEHTOB
Jena, UX MHJAEKcaX, JaTax, 3arojloBKax M Homepax JucToB jena. K BHyTpeHHell omucu
COCTaBJIIETCS UTOTOBAsi 3alliCh, B KOTOPOHM yKa3bIBaeTCs HU(PPaMHU U MPOMHUCHIO KOJIUYECTBO
BKJIFOUEHHBIX B HEE JIOKYMEHTOB U KOJIMYECTBO JIMCTOB BHYTPEHHEH OMHUCH.

BHyTpeHHsis omnuch NOJANUCHIBaeTCA €€ cocTraBuTenaeM. Eciau neno mepemieTeHo Wiu
noAwuTO Oe3 OnaHKa BHYTPEHHEH OMHMCH JIOKYMEHTOB, TO COCTaBJIEHHasl MO YCTaHOBJIEHHOMN
(dhopme ONHCh MOKIEUBACTCS K BHYTPEHHEH CTOPOHE JIMIICBOW OOIOKKH JIea.

W3menenust coctaBa TOKyMEHTOB Jefla (U3bSTHs, BKIIOUEHUS JOKYMEHTOB, 3aME€Ha UX
KOMUAMU M T.JA.) oTpaxkatorcs B rpade «lIpumeuanus» co CChUIKAMU Ha COOTBETCTBYIOIIKE
akTel. [Ipm HEOOXOOMMOCTH COCTaBIIETCS HOBask MTOrOBas 3alUCh K BHYTPEHHEH ONHMCH U
3aBepuTeIbHAs HAIUCh JIea.

O06noKa Jaena MOCTOSIHHOTO, BpeMEeHHOro (cBeimie 10 JeT) XpaHeHus U MO JUYHOMY
cocTaBy cocTaBisieTcd M odopmisieTrcss 1o ycraHoBiaeHHOH ¢opme ([Ipunoxxenue Ne 7), B



KOTOpPO#l YKa3bIBalOTCSd HAaUMEHOBAHHE OpPraHU3allud, CTPYKTYPHOIO MOJpa3fesieHusi, MHAEKC
Jiena, apXuBHBIN mKQp 1ena, HoMep Jena (ToMa, YacTH) M0 roJI0BOMY pa3/iesly CBOJHOM OIUCH
JeJ1, 3aroJIOBOK JIeNna.

Ha 06505kKe Aes NOCTOSHHOTO XpaHEeHUs IPeyCMaTpUBAETCsl MECTO /Il HAMMEHOBAHUS
MYHMIMIIAIBHOTO apXHBa, B KOTOPBIH J1ea opraHu3auu OyayT NPUHSTHIL.

[Ipy u3MeHeHMHM HaWMEHOBAHUS OpraHu3auuu (CTPYKTYpHOTO MOJApa3/esieHus) B
TEYEHHE IEepPHOJla, OXBATbIBAEMOTO JOKYMEHTAMM [ella, WIM IpH Iepeaaye Jiena B JIPYryro
opraHu3aiuio (B Apyroe CTPyKTYpHOE MOIpa3ieiieHue) Ha OOJO0XKKE Jeia YKa3bIBAe€TCs HOBOE
HAaUMEHOBaHWE JTOM OpraHM3alud WM OpraHU3alUU-NPABONPEEMHUKA, a IpexHee
HaMMEHOBaHUE OpPraHu3alui (CTPYKTYPHOIO MOAPa3/IeJICHNUsI) 3aKI0YaeTCs B CKOOKH.

Ha oGnoxxke nena ykas3blBalOTCsl apaOCKUMU LM(ppaMu KpalHHE HaThl jaena — Toj(bl)
3aBe/ICHUs U OKOHYaHUS JIejIa.

Ecnu B neno BK/IIOYEHBI JOKYMEHTHI (IIPHJIOKEHUS M T.I1.), JaThl KOTOPBIX BBIXOAT 32
KpaliHue JaThl Jiena, TO Mo/ JaTaMH Jiejla, C HOBOW CTPOUKH JAENaeTcsi 00 3TOM 3alUCh: «B Jelie
UMEIOTCS JIOKYMEHTBI 3a ... roj(bl)». JlaTbl nena MOTYT HE yKas3blBaTbCsid Ha OOJIOKKE Jell,
COJIEp’KalUX I'OJIOBbIE IUIAHBI U OTYETHI, TAK KaK OHU OTPa)KaloTCs B 3aroJIOBKax Jejl.

Kpaithumu  pgaramu  fgen,  colepiKallMX — OpraHU3alMOHHO-PACHOPSIAUTEIBHYIO,
TBOPUYECKYIO U UHYIO JJOKYMEHTAIUIO (IPOTOKOJIbI, CTEHOTpaMMBbl, TUCbMA, JOKIAAbI U T.1.), 111
KOTOPBIX TOYHAsl JaTUPOBKA UMEET BaKHOE 3HAYEHHE, a TAK)KE JI€JI, COCTOSIUX U3 HECKOJIbKUX
TOMOB (4acTeil), MpOCTaBISAIOTCS KpallHUE AaThl JTOKYMEHTOB JieNla, T.€. JIaThl perucTpaiuu
(cocraBieHHs) CaMOT0 paHHETo M CaMOT'0 MO3/IHEr0 JOKYMEHTOB, BKIOUEHHBIX B JIEIIO.

Ecnu nenom siBisiercs xKypHall perucTpaluy IPUKa30B, paCHOPSKEHUH U T.I., TO aTOM
nena OyAayT TOUHbIE KaJleHAapHbIEe JaThl IEPBOW U MOCIEAHEN 3aMucel B )KypHaJe.

Kpaithumu ngatamu nena, coaepiKamlero MIPOTOKOJIbI 3aCENaHUM, SBISIOTCA aThl
YTBEpKIACHUST (JUIsl JIOKYMEHTOB, KOTOpbIE YTBEP)KIAIOTCS) WJIM COCTaBJICHUS IEPBOrO M
MIOCJIETHETO MPOTOKOJIOB, COCTABIISIONIUX JEJIO.

KpaitHumu natamu JTUYHOTO JA€na SIBJSAIOTCA JaThl NOJMUCAHUS NpHKa3a O MpUeMe U
YBOJIbHEHUH JIM1IA, HA KOTOPOE 3TO JEJIO 3aBE/ICHO.

OO0s3aTenbHBIMA PEKBU3UTAMU OOJIOKKH JieJia SIBJISIOTCS KOJIMYECTBO JIUCTOB B JCIIE,
KOTOpOE€ MPOCTABIISAETCS HA OCHOBAHWU 3aBEPUTEJILHON HAJIIIUCH JIeNla, ¥ CPOKU XpPaHEHHUs Jiena
(Ha Jienax MOCTOSTHHOTO XpaHEHUs MUIIETCs: «XPaHUTh IIOCTOSIHHO).

8. CocTaBienue onucei e

Ha Bce 3aBepiieHHbIE B ACTONPOU3BOACTBE JIea MOCTOSHHOTO XPAHEHHUs U IO JIMYHOMY
COCTaBy, MPOILIEAIINE IKCIIEPTU3Y HEHHOCTH, COCTABIIAKOTCS APXUBHBIE OIHCH.

B cootBerctBun ¢ Hammonanbueim ctranmaptrom PO I'OCT P 7.0.8-2013 «Cucrema
CTaHAApTOB MO WH(MOpPMAIUK, OMOIMOTEYHOMY M HM3ATEIHCKOMY neny. lenomnpousBoacTBO U
apXWBHOE J€J10. TepMUHBI W ONPEIECICHUs», APXUBHOW OIKCHIO SBISAETCS APXUBHBIN
CIIPaBOYHHK, COJCPKAIIANA CHUCTEMATU3MPOBAHHBIN TMEpPEUEHb CIUHMI] apXUBHOTO (POHIA WU
KOJUIEKIMH U MPEIHA3HAYCHHBIN U1 UX YY€Ta U PACKPBITHS COAEPKaHUS.

Omucu, mnocrymaromme Ha OIIK agmuaucTparmuu Ky3pMHUYEBCKOTO  CEIBCKOTO
MOCEJICHUs, JOJDKHBI OTBEYATh TPEOOBAHUSAM, MPEABSIBISEMBIM K OMUCAHUIO 1€, MUMEIOIIUX
Hay4YHO-HCTOPUYECKOE 3HAYECHUE.

Onuce COCTOMT W3 OMNUCATENbHBIX CTAaTE€l, UTOTOBOM 3alUCH, JIMCTa-3aBEPUTENS U
CIPaBOYHOIO anmapara K ONHUCH (TUTYJIbHBIM JHCT, OIJIaBJIEHUE, MPEIUCIOBHUE, CIIHCOK
COKpAIICHUH).

OnucH cocTaBIsIOTCS OTJAENIBHO Ha:

- JleJ1a IOCTOSIHHOTO XPaHEHMS;

- JIeJa 10 JIMYHOMY COCTaBY;

- Jlena, COCTOsIIIUE U3 JOKYMEHTOB, XapaKTEPHBIX TOJBKO JUIS JTaHHOW OpraHU3aluu
(MOXO035UCTBEHHBIE KHUTH U T.I1.).



Onucu cocTaBIAIOTCS €XKET0IHO TOJI HEMOCPEACTBEHHBIM METOAUUECKUM PYKOBOJICTBOM
pabOTHUKOB MYHULIUIIATBLHOTO apXUBA.

Ha nena Bpemennoro (10 10 jeT) XpaHeHHS OMMCH HE COCTABIISIFOTCSI.

Onuce Jien NOCTOSTHHOTO XpaHEHMsI CTPOUTCS MO ToJaM, BHYTPHU Ka)XJOro pasiena — B
COOTBETCTBUU C HOMEHKJIATypO#l Jie)l, @ UMEHHO: B COOTBETCTBUH CO CTPYKTYpOMH OpraHu3aluy,
WM eciii HeOOJIbLION COCTaB IOKYMEHTOB B OMKCH, [0 KOMIUIEKCaM JIOKYMEHTOB:

- OpPraHu3alMOHHO-PACTIOPSIUTENbHBIE;

- KOJUIETUAJIbHBIE;

- IJIAHOBBIE;

- OTYETHBIE;

- CIIPaBOYHO-aHAJIUTHYECKHUE.

Onucek Aen 1o JMYHOMY COCTaBY CTPOUTCS IO TOJaM, CUCTEMaTU3UPYIOTCS JIella B OMKUCH
110 HOMUHAJIbHOMY IIPU3HAKY C YUETOM CJIEIYIOLIEN OCIeA0BaTEeIbHOCTH:

- IpUKa3bl (pacopsHKEHUs ) 10 JINYHOMY COCTaBY;

- CIIMCKH JINYHOTO COCTaBa;

- KapTOUYKH M0 yYETy JINYHOTO COCTaBa;

- JINYHbIE JIETIa;

- JIMLEBbIE cyeTa (pacyeTHO-IUIaTeKHbIE BEJOMOCTH 110 3apIuiaTe);

- HEBOCTpeOOBaHHbBIE TPYIOBbIE KHUKKHU;

- aKThl O HECYACTHBIX CIyYasiX.

O06s13aTeNIbHBIM 3JIEMEHTOM 0(OPMIIEHUS 3aKOHYEHHOMN ONMCHU SBJIIETCS TUTYIIBHBIN JIUCT
(ITpunoxenue Ne 8).

K 3akoHYeHHOIl OmNHCH COCTaBIsETCS OIJIaBJIE€HUE, B KOTOPOM IOCJIEI0BATEIbHO
MIEPEYUCIISIIOTCS] BCE COCTaBHbIe YacTu onucH. OriaBieHUe NOMEIAeTcsl B Hayalle OIUCH, BCIIe]
3a TUTYJbHBIM JIUCTOM.

Onuce naen cocraBiseTcss B 4-X O3K3eMIUISIpax, MOANMCHIBAETCS COCTABUTEIEM C
yKa3aHWEeM  HaUMEHOBaHHWS  JOJDKHOCTH,  YTBEpXKJaeTcs  IJIaBOM  aJAMHHHCTpAIUU
Ky3pMHueBCKOro cenbcKoro noceneHus, coraacoBbiBaetcst ¢ DK opranuszanuu U HarpasisieTcs B
MYHHILUIAIbHBIA apXUB.

[Ipy newatanuu omucH OCTaBiAeTCA Moje Juisl nommuuBKU mupuHoil 20-30 MM Ha
JUIIEBOM CTOPOHE JIKCTA CJIeBa, a HA 00OOPOTHOM CTOpOHE JIUCTa cripaBa. MeXay 3aroJioBKaMu
Jie]l B ONHMCHU HEoOXxoauMo coOmioaath 1,5 uHTepBasia, MEXAy CTPOK 3arojioBka 1 MHTEpBai,
MeX a1y 0003HAUEHHUEM JaThl U MIEPBHIM 3ar0JIOBKOM 2 HHTEpBaa.

['onmoBoit paznmen onmucH 1€ MOCTOSTHHOTO XpaHEHUs, 10 JTUIYHOMY COCTaBY 0(OPMIISIETCS
B cooTBercTBUH ¢ TpeboBanusimu ['OCT 6.30-2003 (ITpumosxerust Ne 2, 3).

Bmecre ¢ rosoBbIM pa3ienoM OMUCH JAEN MOCTOSHHOTO XpaHEHHsS B MYHHMIIMITAJIbHBIH
apXuB IPEJCTABIISIFOTCS U OMUCH JIEJ 110 JUYHOMY COCTaBY 3a COOTBETCTBYIOLIUE I'O/IbI.

OT060p TOKYMEHTOB 32 COOTBETCTBYIOIIMM MEPUOJ K YHUUTOKEHHIO, COCTABJICHHUE aKTa O
BBIJICJICHUM HUX K YHMUYTOXKEHHUIO M YHHMUYTO)XEHHE BKJIIOYEHHBIX B aKT JIOKYMEHTOB M el
IIPOM3BOJIUTCS TOCJE TOrO, KaK OMUCH Ha JieJa MOCTOSIHHOTO XpaHEHHs 3a COOTBETCTBYIOLIUMN
nepuo] Bpemenu yreep:kieHsl JIIK anmunuctpannn Ky3pMHUUeBCKOro CebCKOro MocesieHus, a
OTMCH Ha JieJia 10 JIUYHOMY COCTaBY COIIACOBAHbI C MyHUIIUIIATbHBIM apXUBOM.

9. XpaHeHne JOKYMEHTOB M J1eJI

Hoxymentsl ApxuBHoro ¢onma Poccuiickoit ®enepanuu, Haxoasmuecss B My-
HULUIAIBHOH COOCTBEHHOCTH (JIOKYMEHTBI OpPraHOB MECTHOI'O CaMOYIIpaBJICHHS, MY-
HULUIAIBHBIX OpraHu3aluii), 10 IepeJadyr Ha IOCTOSHHOE XpaHEeHUE B MYHULIUIIAIbHBIA apXuB,
BPEMEHHO, B TE€YEHHE YCTAHOBJIEHHBIX CPOKOB, XpaHATCS B OpraHaX MECTHOTO CaMOYIPaBJICHUS
U MYHUIMOAIBbHBIX opranu3anusx (. 3 cr. 18 denepanbHoro 3akoHa ot 22.10.2004 Ne 125-03
«O0 apxuBHoM jpene B Poccuiickoit ®enepauun). Opranbl MECTHOTO CaMOYIpPaBJEHUS,
MYHHIIMIIAJIBbHBIE OpraHU3aluy 00s13aHbl 00€CeYMBaTh COXPAaHHOCTh apXMBHBIX JOKYMEHTOB, B



TOM 4HCJIE JIOKYMEHTOB IO JMYHOMY COCTaBYy, B TE€UYEHHE CPOKOB MX XpaHeHus (m. 1 ct. 17
@enepanbHoro 3akoHa ot 22.10.2004 Ne 125-®@3 «O06 apxuBHOoM pene B Poccuiickoit
denepanun»).

Opranbl MECTHOTO CaMOYIpAaBJICHUS, MYHHUIMIAIbHbIE OpraHu3aldd  0O0s3aHBbI
obOecrieunBaTh (PMHAHCOBbIE, MATEPHAIBHO-TEXHUYECKUE M HHBIE YCIOBUS, HEOOXOIUMBIE IS
KOMILJIEKTOBAHMSI, XpaHEHUs], y4eTa U HCIOJIb30BaHUS APXUBHBIX JOKYMEHTOB, MPEIOCTAaBIAThH
CO37/aBa€éMbIM UMU apXHBaM MOMELIEHUS, OTBEYAIOIINEe HOPMAaTUBHBIM TPEOOBAHUSM XpaHEHUs
apXUBHBIX JOKYMEHTOB M YCIOBHUSM TpyAa paOOTHUKOB apxuBoB (m. 1 cT. 15 PexnepasibHOrO
3akoHa 0T 22.10.2004 Ne 125-03 «O6 apxuBHoM nene B Poccuiickoit denepannn»).

Jlena Tekyliero AeIONpOU3BOACTBA HAXOATCS B pabo4yMX KOMHaTaX. YIOPSIOUYEHHBIE
apXUBHBIE JOKYMEHTBHI XpaHATCS B 3alMparoluxcs mkadax, IpeIoXpaHsomiX JOKYMEHThl OT
MTOBPEXKACHUM, BPEIHBIX BO3JCUCTBUN OKPYXKAlOLIEH Cpelbl, B CHENUAIBHO OTBEACHHBIX IS
STOM LEeNU MOMELIEHUSAX AaJIMUHUCTPATUBHOIO 3/1aHUS OpraHa MECTHOIO CaMOYIIPaBJICHUS,
MYHULUITAJILHON OpraHU3alyH.

YHuutoxxeHue IT0KyMeHTOB ApxuBHoro ¢onna Poccuiickoit ®enepauuu 3amnpeniaercs
(. 2 ct. 17 ®enepanbpHOro 3akonHa oT 22.10.2004 Ne 125-D3 «O06 apxuBHOM J1ene B Poccuiickoit
denepanun»).

10. Ucniosib30BaHuEe JOKYMEHTOB

Hcnonvzoeanue 00Kymenmoe - NpuMeHEHUE JOKYMEHTOB U (WiK) uHGOpMaluu, B HUX
colepkauieiicsi, B IeNAX YIOBJIETBOPEHUS HWHGOPMALMOHHBIX MOTPEOHOCTEH TIpak/iaH,
o01ecTBa, TocyaapcTBa.

OcHoBHBIMU (hOpPMaMU HCIHOJIB30BAHUS JOKYMEHTOB SIBJISIFOTCS:

- “”HQOpPMAIMOHHOE 00eCcreueHne OpraHoB MECTHOT'O CAMOYIIPaBJICHUSI, MYHUIUIAIbHbBIX
OpraHu3alyil B COOTBETCTBUHU C UX 3allPOCAMH, a TAK)KE B UHULIMATUBHOM IOPSIJIKE;

- HCIIOJIHEHHE 3allpOCOB COLIMAIbHO-IIPABOBOIO XapakTepa (MHpopMalus MO 3anpocam
BBIJIAETCS B BUJE APXMBHOM CINPAaBKH, apXUBHOW KOIMM M apXWBHOM BBINMCKA HA OCHOBAHWH
MMUCHbMEHHOTO 3asIBJICHHS U 110 YCTAHOBJICHHOU (popme);

- BblJJa4a JJOKYMEHTOB BO BPEMEHHOE I10JIb30BaHKE (B YCTAHOBIEHHOM IOPSIKE).

ApXuBHbIE JOKYMEHTBI, M3bSTbIE B KAuyeCTBE BEIIECTBEHHBIX JIOKA3aTEIbCTB B
COOTBETCTBUHU C JEHCTBYIOLIUM 3aKOHOJATEIbCTBOM, IOJUIEKAT BO3BpPATYy COOCTBEHHUKY WIIU
BIIQJICNIBITy ApXUBHBIX JTOKYMEHTOB (1. 8 cT. 26 @enepanbHoro 3akoHa oT 22.10.2004 Ne 125-D3
«O06 apxuBHOM peine B Poccuiickoit denepanuny).

11. Iopsaiok nepegayu J0KYMEHTOB
HA XpaHeHHe B MYHUIIUNIAJIbHBIA apXUB

HoxymenTtsl ApxuBHoro ¢onna Poccuiickoii @exnepanuu, HaxoAdluecss B My-
HULATIAIBHONW COOCTBEHHOCTH, M0 MCTEUEHHWU CPOKOB UX BPEMEHHOTO XpaHeHHs (5 JeT) B op-
raHax MECTHOTO CaMOYIIpPaBJICHHUS U MYHUIUNAIbHBIX OpraHu3alMsIX I[epeaalTcs Ha
MIOCTOSIHHOE XpaHEHUE B MyHULMNAIbHBIA apxuB (1. 1 ct. 21, cT. 22 denepanbHOro 3aK0HA OT
22.10.2004 Ne 125-®3 «O06 apxuBHoM aene B Poccutickoit deneparumny).

Opranbl MECTHOIO CaMOYIIpaBJIECHMs, MYHULIUIAJIbHBIE OpraHu3alMu 00ecHeynuBalT B
COOTBETCTBUU C IMPaBWJIAMHU, YCTAaHOBJIEHHbBIMH DejiepalibHbIM apXUBHBIM areHTCTBOM, OTOOD,
MOATOTOBKY M IIepelady B YIOPSIJIOYEHHOM COCTOSIHUM JOKYMEHTOB ApXUBHOro (oHzaa
Poccuiickoit denepanuu Ha MOCTOSIHHOE XpAaHEHHWE B MYHUILIMIIAJIbHbIE apXuBbl. Bce paboThl,
CBS3aHHbIE C OTOOPOM, NOJrOTOBKON M Mepenadyell apXWBHBIX JOKYMEHTOB Ha IOCTOSHHOE
XpaHEHUE, B TOM YHUCIIE C UX YINOPSAOYEHHUEM M TPAHCIOPTUPOBKOM, BBIMOJIHAIOTCS 3a CUET
CPEICTB OPraHOB M OpraHM3alMil, NepeJarouX JOKyMeHTHI (1. 2 cT. 23 ®denepanbHOro 3aKOHa
0T 22.10.2004 Ne 125-®3 «O6 apxuBHOM aene B Poccuiickoit denepanun»).

[lepenaua MOKYMEHTOB MOCTOSIHHOTO XpaHEHHUS OCYIIECTBISETCS B YHOPAJOYEHHOM
COCTOSSHUM C COOTBETCTBYIOIIMM HAaY4YHO-CIPABOYHBIM alIaparoM [0 HCTEYEHUH CPOKOB



BEJOMCTBEHHOI'O  XpaHEHHUS, B COOTBETCTBHUM C IUIAHOM-IPA(QUKOM, YTBEPKICHHBIM
PYKOBOJUTENISIMA OpraHU3alliyd U MyHHULIMIIAJILHOTO apxuBa. JlocpoyHas nepenaya JOKYMEHTOB
Ha IIOCTOSTHHOE XpaHEHUE MOKET ObITh OCYILIECTBIICHA JIUILb [IPH YTPO3€ YTPAThI (YHUUTOKEHHS)
JOKYMEHTOB, a TAaK’K€ Ha OCHOBaHUHM JIOTOBOpA IO IPOChOe OpraHu3aiu.

B Heo6XoaMMBIX CiIydasiX CPOKH BPEMEHHOTO XpaHEHHsI IOKYMEHTOB I10 COTJIACOBAHUIO C
MYHHULMIAIBHBIM apXUBOM MOTYT OBITH MPOJUIEHBI B Cilydae HEOOXOJIMMOCTH MPAKTUYECKOTO
HCII0JIb30BaHUS TOKYMEHTOB.

JIOKyMEHTBI TIOCTOSIHHOTO CpOKa XpaHEHHs OpPraHoB MECTHOIO CaMOYIpaBJleHUS,
XapakTepHbIe Ul JTaHHOW opraHm3anuu (MOXO3SHCTBEHHbIE KHUTU U T.II.), XPaHITCS 110 MECTY
UX 3aI0JIHEHUS.

B cootBerctBuu ¢ [lepeuyHemM TUMOBBIX yNpaBiICHYECKUX JOKYMEHTOB, 00pa3yloluxcs B
NESITeIbHOCTH OpraHu3allid, ¢ yKa3aHUEM CPOKOB XpaHEHHUS JOKYMEHTHI 110 JUYHOMY COCTaBY
(mocTaHOBIIEHHUS, MPHUKA3bl, PACIOPSDKEHUS, JUYHbIE Aejla paOOTHUKOB, TPYAOBBIE TOTOBOPBI,
JIMYHbIE KAPTOUKH PAOOTHUKOB, JIMLIEBbIE CUETA pAOOTHUKOB U T.J.) XpPAaHATCSA B T€UeHHE 75 JeT
B OpraHax MeCTHOT'O CaMOYIIPaBJICHUSI, MyHULIUIIaJIbHBIX OPraHU3alHsIX.

[Ipu peopraHuzanuu MYHHUIUNAJbHBIX OpraHU3alUil apXWBHbIE JOKYMEHTHl B
YIOPSAJOYEHHOM COCTOSIHUM IE€PEeNaloTCs IMPaBOIPEEMHUKAM PEOPraHU3yeMbIX OpraHU3aluil.
[Ipu sTOM B ciiyyae npeoOpa3oBaHUs MYHUIUINAIbHBIX OpraHU3alUil ¢ U3MeHeHueM (opm
CcOOCTBEHHOCTH MUMYILECTBA ATUX OpraHU3aluil apXUBHbIE JOKYMEHTHI MOTYT ObITh IIEpeJaHbl Ha
BPEMEHHOE XpaHEHHWE BHOBb BO3HHUKIIMM OpraHU3aLUSIM-IIPaBONPEEMHUKAM Ha OCHOBAHUU
JOTOBOPOB MEX]ly JaHHBIMHM OpPraHMU3alUSIMH U COOTBETCTBYIOIIMM MYHULIUIAIbHBIM apXHBOM
(1. 6 ct. 23 denepanbpHOTro 3aKk0HA OT 22.10.2004 Ne 125-D3 «O06 apxuBHOM Jene B Poccuiickoit
denepanun»).

[Ipu AUKBHUIAIIMM OPraHOB MECTHOTO CaMOYIPABJIEHUS, MyHUIIMIAIbHBIX OpraHu3alui
BKJIIOUEHHBIE B cocTaB ApxuBHOro Gonaa Poccuiickoit denepanuu JOKYMEHTbI, JOKYMEHTHI 110
JUYHOMY COCTaBY, a TAK)K€ apXUBHBIE JIOKYMEHTBI, CDOKH BPEMEHHOTO XpaHEHUS KOTOPbIX HE
UCTEKJIH, B YIOPSJIOYEHHOM COCTOSIHUM IIOCTYNAalOT Ha XpaHEHHE B COOTBETCTBYIOLIUMN
MYHULIMNANbHBIA apxuB (m. 8 cT. 23 denepanbHoro 3akoHa ot 22.10.2004 Ne 125-®3 «O0
apxuBHOM Jiesie B Poccuiickoit denepammny).

[Ipn u3menenun (opmbl COOCTBEHHOCTH MYHUIMNANbHBIX NPEINPUATHNA JOKYMEHTBI
rocygapcTBeHHOM wactu ApxuBHOoTO (onma Poccmiickoit denepanny HUCKIIOYAOTCS U3
MIPUBATU3UPYEMOTO UMYIIIECTBA (T.€. HE MOJUIeKAT IPUBATU3ALINN).

JIOKyMeHTBl TMepelaloTcs B MYHUIMNAJIbHBIA apxuB 1o yrBepxkaeHHbIM OIIK
aaMuHuCcTpanuu Ky3pbMHUUEBCKOTO CEeIbCKOro MOCENEHUS OTUCSM JIE.

[Ipyem TOKYMEHTOB Ha MOCTOSIHHOE XpaHEHHE O(QOPMIISETCS aKTOM IpHeMa-Iiepelaun
nen (3arnoJiHgercs MyHuuunaibHeIM apxuBoM) (IIpunoxxenue Ne 9).



[Tpunoxenne Ne 1

(I)opMa HOMCHRJIATYPHI €1 Opranu3anumu

(HaMEeHOBaHUE OpraHU3aLIH )

HOMEHKJIATYPA JAEJI
Ne

(MecTo cocTaBiIeHHUS)

YTBEPX/IAIO
HaunmenoBanue qoHKHOCTA
PYKOBOAMTENS OpraHu3alnu

Ha TroJ Iloamuce
PacmmdpoBka noanucu
Hara
Nunexc Kon-Bo | Cpoxk xpane- | [Ipumevanue
Jena en. xp. | Hus u Ne cra-
3aroJIoBOK Jerna TeH 1o TIe-
PEYHIO
1 2 3 4 5
HaszBanue pazgena
HanmeHnoBanue T0KHOCTH
COCTaBUTEJSI HOMEHKJIATYPBI
Iloamuce
Pacmudposka noanucu
Hara
COT'JIACOBAHO COT'JIACOBAHO
[Iporokon DK
oT Ne

HaumeHnoBanue 10MKHOCTH PYKOBOIUTENS
apXUBHOM ciTy0bl ropojia, palioHa




[Ipunoxenne Ne 2

<I)0pMa roaoBoro pasaeja onmmcu aeJ1 mOCTOAHHOI0 XpaHeHUM OpraHim3anuun

(HauMeHOBaHUE OpraHu3alln)

YTBEPXKJIAIO

HanmMmenoBanue 10DKHOCTH

@onp Ne PYKOBOJHUTEIISI OpraHU3aluu
OITNCDH Ne [Toamnuce
JIEJI TIOCTOSIHHOTO XPaHEHUs Pacumdposka noanucu
3a roj Jarta
No HNupexc 3aroJIoBOK 1eia Kpaitnue Komnuaectso [IpuMeyanus
11 AcIa AaThI JIUCTOB
1 2 3 4 5 6
B nanHBII pa3zen onucu BHECEHO el. Xp.

c Ne o Ne
JTUTEpPHBIC HOMEpA!

(mudpamMu ¥ IPONHCHIO)

, B TOM 4HCIIE:

IIPOMYIIECHHbIE HOMEpPA:

HaunmenoBanue qoHKHOCTA
COCTABUTEISA OUCHU

Iloanuce

Pacmudposka noanucu
Hara

COI'JTACOBAHO
[Iporokon DK
OpraHu3aIuu

oT Ne




[Ipunoxxenne Ne 3

<I)0pMa roaoBoro pasaeja onmmcu aeJj mo JU4HoMy CoCTaBy Opranmsanuu

(HarMEeHOBaHUE OPraHU3aLNH)

Donx Ne

OITNCDH Ne
€] 110 JINYHOMY COCTaBY

HauMmeHnosanue nODKHOCTHU

YTBEPXKJIAIO

PYKOBOJMTEISI OPTaHU3AIIUN

Tloanuce

Paciun

(dbpoBka moanucu

Hara

3a roJ

Ne | Unnexe 3aroJIoBOK 1eiIa Kpaitnue Konmnuectso [pumeanus

om | Aejia AaThbI JINCTOB

1 2 3 4 5 6
B nanHBII pa3zen onucu BHECEHO el. Xp.
(undpamu 1 NPONUCHIO)

c Neo o Ne , B TOM YHCJIE:
JIUTEpHBIE HOMEpA!
IIPOMYIIECHHbIE HOMEPA:
HanmenoBanue 10mKHOCTH
COCTaBUTENA OIIUCH [Tonnuce PacmmmdpoBka noamnucu

Hara

COI'TIACOBAHO

[Iporokon DK opranuzauuu

oT Ne

[Iporoxon DIIK agmunucTpauuu
CEJIbCKOTO MOCEICHMUS

oT

Ne




[Tpunoxxenue Ne 4

dopMa aKTa 0 BbIICJICHHH K YHUYTOKEHHIO JOKYMEHTOB, He MO/JIe/KAMX XPAHCHHIO
HanmenoBanue opranusanuu

AKT YTBEP/XKJIAIO

No HanmenoBaHue HOJDKHOCTH
PYKOBOJMTENS OpraHu3alnu

(MecTo cocTaBiIeHMs]) [Tonnuce PacumdpoBka noamnucu

O BBIJICJICHUU K YHUUTOXKEHUIO
JOKYMEHTOB, HE MOJIeKAIUX
XpaHEHUIO

Ha ocHoBanun
(HaSBaHI/Ie 1 BBIXOIHBIC JAHHBIC HepeLIHSI I[OKYMGHTOB C YKaSaHI/IeM CpOKOB ux

Hara

XpaHEHUS)
0TOOpaHbl K YHUUTOKEHHUIO KaK HE UMEIOIINE HayYHO-UCTOPUYECKOM LIEHHOCTU U yTPAaTUBILNE
MIPaKTUYECKOE 3HaUEHUE TIOKYyMEHThI poHa Ne

(ma3Banue hoHma)

Ne 3aroJi0BOK Kpaiinue | Homepa NHuneke Koi-Bo Cpoxu IIpu
n/n Jena Uiy, JaThl onuceiu 7iena 1o ea. Xp. XpaHEHUs U Meu
IpYyNIoBOH HOMEHKJIAT HOMepa CTaTe | aHu
3aroJIoBOK ype uiu Ne 0 TMEePEYHIO e
JOKYMEHTOB Jiena 1o
ONHCH
1 2 3 4 5 6 7 8
Hroro el. Xp. 3a roJpbl
(mudpamMu ¥ TPOITUCHIO)
Onucu e MOCTOSIHHOTO XpaHEeHMs 3a rojael yrBepkzaeHsl OIIK agmunucrpanmu

CCJIIBCKOI'0 IMOCECJICHUS, IO JIMYHOMY COCTaBy COTIJIaCOBaHbl ¢ MYHHIIUIIAJIbHBIM

apXUBOM

(HaMEHOBAaHUE aPXUBHOTO YUPEXKICHUSA)

(TIpoTOKOT OT Ne )
HaumMeHoBaHMe TOKHOCTH JIHIIA,
MPOBOIMBIIETO KCIIEPTUIY

LIECHHOCTHU JOKYMEHTOB [Toanuce PacmmdpoBka noanucu
Hara
COI''TACOBAHO
[Iporokon DK
OT No JIOKYMEHTBI B KOJIMYECTBE ell. Xp.
(mmdpamMu ¥ TPOITUCHIO)
BECOM K[ C/IaHbI B
(HaMEeHOBaHUE OpPraHU3aL1H )
Ha repepaboTKy M0 MPUEMHO-CAATOYHON HAKIaHOU OT No

HaumenoBanue 1oyxkHOCTH pabOTHHKA,

CHABILIETO JOKYMEHTBI [Toamnuce Paciummdposka noanucu
Hara

W3meHeHns B y4eTHbIE JOKYMEHThI BHECEHBI.

HaumeHnoBanue 10JxkHOCTH pabOTHHUKA

apXuBa, BHECIIETO

V3MEHEHHUs B YYETHBIE JOKYMEHTBI IToamuce Pacmmudposka noanucu




[Ipunoxxenne Ne 5

(I)opMa JUCTa-3aBEpuTEIis Jaej1a

JIMCT-3ABEPUTEJIb IEJIA

B nene noamuTo u npoHyMEpOBaHO

JIUCTOB

B TOM YHCJIC!:
JIUTEPHBIC HOMEPA JIUCTOB

(mrdpamMu ¥ TPOIUCHIO)

MPOMYIIEHHBIE HOMEPa JTUCTOB

+ JIMCTOB BHYTPEHHEN ONHCH

Ocob6eHHOCTH (PU3NYECKOTO COCTOSTHUSA U
dhopmupoBaHus Aena

Howmepa nmuctoB

1

HaunmenoBanue
JOJKHOCTH
paboTHHKA [Toamuce

[ata

Pacmudposka noanucu




[Tpunoxxenue Ne 6

®opMa BHYTPEHHEH ONUCH JOKYMEHTOB J1eJ1a

AOKYMEHTOB el. Xp. Ne

BHYTPEHHSA OIIUCH

No /i Nunekc Hata 3aroyoBoK Homepa [Ipumeuanue
JOKYMEHTA JOKYMEHTa JTOKYMEHTa JIMICTOB €]I.
Xp.
1 2 3 4 5 6
Hroro JIOKYMEHTOB.

KosnmuecTBo 1MCTOB BHYTPEHHEN ONUCH

(udpamMu ¥ IPOTUCHIO)

HanMmenoBanue DOJKHOCTH JINIIA,
COCTaBHUBIIIETO BHYTPEHHIOKO OTIUCH
JTOKYMEHTOB JIeJia

Hara

Tloamuce

(mmdpamMu ¥ TPOIUCHIO)

Pacumdposka noanucu




[Ipunoxenne Ne 7

dopma 00J10:KKH /1eJ1a OCTOSTHHOT 0, BpeMeHHOro (cBbime 10 j1ieT) XxpaHeHusi, 10 JUYHOMY
cocTaBy

D. No

O Ne

. Ne

(HanmeHoBaHME apXUBHOTO YUPEXKICHNSA)

(HanmenoBaHue opranusaiyy U CTPyKTYpHOTO MOJpa3/IeieHHs])

TEJO Ne TOM No

(3arosioBOK nena)
(Kpaiinue natbr)
Ha JIMCTax
XpaHuTh JeT

D. No
O Ne
. Ne




[Ipunoxenne Ne 8

(I)opMa TUTYJIBHOI'O JIJUCTA OIMMCH JOKYMCHTOB IMMOCTOAHHOI'O XpaHCHUA

(Ha3Banue apxuBa)

(HazBanue donmaa)

®ong Ne

OIIUCDH Ne

(HazBanue onucn)

Kpaiinue naTel 1TOKyMEHTOB




[Tpunoxxenne Ne 9

(I)opMa aKTa nmpuemMa-nepeaai 10KyMEHTOB HA XPAaHCHUEC

YTBEPXKJIAIO YTBEPXKIAIO
(HaMeHOBaHUE AOKHOCTH PYKOBOIUTEIS) (HaMeHOBaHUE JOJIKHOCTH
PYKOBOJIUTEIST)
OpraHu3alumu-claTIuKa) OpraHu3aluU-IPUEMILHIKA)

[Moanucy Pacmudposka noanucu [Toanuce Pacmmdposka
MOANKUCH
Hata I'epboBas Ileuats Hata [Teuats

AKT

Ne
(mara)

IpueMa-Iepeadyn JOKyMEHTOB
Ha [TIOCTOSIHHOE XPAHEHUE
B MYHULIANIAJIBHBINA apXUB

B cBs3u ¢
(ocHOBaHME TiEepenayd - HCTEUEHHWEM CpOoKa XpaHEHHS JOKYMEHTOB B OpTraHHU3allvu,
JTUKBUJAIUHA U T.]I.)

(Ha3BaHMe mepegaBaeMoro GpoHa)
ciad,

(Ha3BaHUE OpraHU3alU-CAaTIYNKA)
a TIPUHSIT
(Ha3BaHME OpraHU3AINH-TIPUEMIIIKA)

JOKYMEHTBI Ha3BaHHOTO (DOHAA U HAyYHO-CIIPABOYHBIN anmnapar K HUM:

Ne | Ha3Banwme, KomnuecTtso KommuecTtso [Ipumeuanns
IIII | HOMEp ONMCHU 9K3EMILISIPOB en. Xp.
OIIUCH robI
1 2 3 4 5
Hroro npunsrto eln. Xp.
@oHAY IPUCBOEH HOMEP
[lepenauy npoussenu: [Ipuem npoussenu:
JIomKHOCTh [Toanuce Pacmmdposka Homknocts Tloamucs Pacmudposka
MTOATIMCH HOAITUCH
Hara Hara

N3menenus B YUYCTHBIC TOKYMECHTBI BHCCCHBI



