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l. O6urne roJrolnenllr

1.1 . I loroxeuue o6 apxrzne f-B/]Oy JVl B2 (4alree - Ilo'roxeuue)' pa:pa6oraHo B

coo'IBe'rc'rB14vr c @e4epalbllblM 3aKol{oM (06 apXuBHoM rXele B Poccrafrq<ofi

cDe4epauuz)) or 22.10.2004 l{s I25-o.3, Mero4t'tuecKl4Ml4 peKoMeHAaIIrqMu no

paSoTe c AoKyMeHTaMH e o6uleo6pa3oBaTenbHblx yr{pexAeH[flx, @eAepaJlbHblM

3aKorroM (6;6 o6pa'.,oearrnn s Pocorilcrcofi oeAepartnu> or 29'12'2012 roAa

,N(e273- cD3 n. 1 I q. 3 c'r. 28

|.2. Hacroquee flOloxeHne paspa6orano B Ilenqx: CoBepueHcrBoBaHI'I.fl

Ae.rITeJrbHocTI4 B csepe opfaHI43aUI4I4 XpaHeHI4t' KOMrIJIeKTOBaHI4q' yrleTa LI

HctIoJIb3oBaHI'It apxzBHbIX AoKyMeHToB AOV' paul4oHaJlruofi opraHl43aul4l4

AOKyMeHraul4oHHOfo oSecneq IHVA s AOY'

1.3. Apxran AOy co3AaeTcfl B IleJltX XpalIeHI4s' KoMnJleK'roBaHUq' ylleTa V

r4ciloJrb3o BaHIIrr AoKyMeHToe, o6pasyrourr4xcfi B llpouecce Aef,reJlbHocrl] Aov u

3aKoHqeHHbIXAeJIo[pot{3BoAcTBoMAoKyMeHToBnpaKTul{ecKofoHa3HaqeHvlfl)VX

or6opa 14 IOATOT6BKI4 K 1repeAalle Ha XpaHeHue B MyHI{III4nallHE'tfi AqXlaB'

l.4. Il csoeu pa6ole apxhlr lloy pyKoTro/tcl.Byercq 3aKoLIO/ta'I'eIbcrBoM O6

apxHBHSM Aene n POCcrzilCrcOfi OeAeparlran, hl'tblMH HOpMal'I"lBIlblMl'1 npaBoBbtMH

aKraMn Poccr.rficxofi oe4epaqnu, JIOKaJIbHb1MI4 aKraMH lloy v1 Hacrosull'lM

lloroxeHneu.

1.5. Korrrponb 3a AetTeJIbHocTI'Io apXIIBa AOy ocyUIecTBIqeT 3aBeAyIoUIaq' a B ee

oTcyTcTBH14 3aMec'rr4TelF' 3alleAyloluero' KOTOpble oSecne'II4BaIOT apxuB

rr eo6xoAl4 MbIM tloMeule H I4e M 14 O6Opylo naHI4 eM'

1.6, Henocpe4crBeHHoe pyKoBOAcrBo apxl{BoM AOy Bo3Jlafaercfl rlpl4Ka3oM

3aBe/Iyrcrqefi ua,ll4tlo, orBercrBeHHoe 3a BeAeHI4e apxplBa'

2. Cocras /loKYMeHToB aPxuBa

2.1. ApxraBHbte AoKyMeHrl,l, nocryllarcUll4e Ha xpaHeHfie B apxl4n l{OY orHocttrcfl

K MyHr4llt{nalsgofi co6cTBeHHocTlt' He [OAneXaT trpuB aTuL3Aq;aV' He Moryr 6ltrl

o6'bexrotr [pOAaxZ, MeHbI, ILAI)HIfl, a TaKXe ZHbIx CAeJIOK' MO|yII]I4X IIpI4BeCTI4 K

14X OTqyx{/leHI4}O.

2.2.8 aPXI4B AOY nocryraror:

2.2.L Apxznuue AoKyMeHTbI, o6pasonaBtlll4ec.fl B Ilpoqecce AetTenbHoCTI'l AOy'

BpeMeHHOfO xpaHeHur (ueo6xoAl4Mble B [paKTl4r{eCroft AeqTeIbHOCTU)'



/

Z.2.2.ApxranHue AoKyMeHrbI, o6pasoeaB[Il4ecs B llpoqecce AetTeJIbHocTl4 AOy'

2.2.3. /{oxyvreHrur flo JII4r{tloMy cocraBy, oTpaxapulie TpyAoBble oTHO[IeHLIfl

pa6orunxa c Pa6oroAareJleM'

2.2.4. Apxraenlle AoKyMeHTbI nocrotHHoro xpaHeHLIx'

3. 3alaqu ra QYHnqnu aPxHBa'

3.1 . OcrroBHblMh 3a]larjaMn apxl4ea i]OV:

3.1.1 . KoNlnlexroBaHlre AOKyMeHraMr4, cocraB KOTOpbIX [peAycMorpeH pa3AenoM

2 sacrosruero floloxeHl4q'

3.i^2.O6ecneqesneeAr'IHbIXnpl4Hul4iloB
KoMnJleKToRaHu'I,yI]eTaV14CnoIb3oBarII4e
coxpaHrIOCl'14 '

opta]Hk]3a\vu xpaHeHl4fl,

ADX},IBHbIX AOKYMCHTOB, I4X

3.1.3. OcyrqecTBJreHHe KoHrponq :a Qoprvrr'rpoBaHl4eM LI o$opltleHueM Aen B

Aenonpol43BoAcrBe {OY'

3.2. 13 coo'fBeTcl'llnH c Bo3JIo)KeIlrlblMt4 tla r{ero 3alLalLawl apxl4B AOy

ocyuecrujlse'f cn eAyto u trae QlyH rcqnu :

3.2.I.llpunvlraeT rroclre 3aBepuleHl{fl AeJIoIlpol{3BoAcTBoM' yqI4TbIBaeT r'I XpaHI4T

AOKyMeHrbr Aoy, o6paSoraHHble B COOrBeraTBI4ZI c rpe6oBa]Hvrfl|/ln'

ycTaHoBneHHblMr.r 3aKOHOAaTeJIbcTBOM O6 apxI'.IBHOM Aene B Poccraficroil

@e4epaunu.

3.2.2. OcyruecrBJrfle'f yqe'f L\ O6ecne'{fleaer fionHyro coxpaHHOCTb npnHtTblx

apxr4BHbIX AOKyMeHTOB' B TOM qucJle rlo JILIqHoMy cocraBy'

3.2.3. IlponoAur cRoeBpeMeHHOe ynopflAoqeHHe apxuBHbIX AoKyMeHTOB

(rxCnepru3y L(eFluocTI4, FIayqlIo-TeXFIl4rlecKylo o6pa5o'rxy' CocTaBIIeHI4e OnnCefr U

r.A.).

3.2,4,oprarru:yeT[IcIIoJIb3oBaHI4eAoKyMeHTon:-nusopM}IpyeTaAMuHI{cTpaqI4ro

ra pa6oftrr{KoB AOy o cocraBe 14 COAep)KaH]if[- AOKyMeHToB apxl4Ba; - 
'eerJIaTHO

npeAocTaBJIter floJIb3oBaTeJIsM apXI4BHbIMI4 AoKyMeHTaMI4 o$optr'UeHHble B

ycraHoBneHHoMnopqAKeapxt4BHbleclpaBKI4I4JII4KorII4I'lapxuBHbIXAoKyMeHToB'

cBr3aHHbte c ycTaHoBJIeHheM TpyAoBoro cTaxa' col]I4aJllsofr :aunroft rpaxAaH'

rrpeAycMaTpl4BarcUletl tlx neHclloHHoe ofecneqeHl4e' a TaKII(e nonyqeH[e JIbroT 14

KoM[eHcaqrafr e cooTBeTCTBLiu C 3aKOHOAaTeJIbCTBOM Pooc]z^itCrcOfi', @elepaq]/M; -

BbrAaeT B yCTaHOBJIeHHOM IIOpfAKe AeJIa' AoKyMeHTbI plJII4 KOIIHI4 AOKyMeHTOB B

rleJrqx c:ryNe6uofo u ilpaKl'l4qecKofo hclloIlb3oBaHl4fl 4lr pa6oTbl B floMeuleHl4l4

/lOV, - Be/lel'yller 14cnoJlb3oBaHut lloKyMeH'tou' xpallrlul4xctl B apx14Be'



4. IIPaea Ir orBercrBeHHocrF'

4,1 , /Urq BbrloJtr{erlnfl Bo3JloxeLII{blX 3a)\av ra $ynxUrafr ltzUo' oTBeTcTBeHHoe 3a

BeAeHhe apxnBa /loy' HMee'r IlpaBo:

4.1 .l . KourpolrapoBa'l'b llbll]OJIHel{l4e ycTatloBnelil{blx npaBuJI pa6orur c

/toKyMetIraM14 B llOY

4.2. Jlvnlo, orBercrBerHoe 3a BeAeHr4e apxl4Ba AOy, HeceT orBercrBeHHoc'rb 3a

BbrnoJIHeHr'Ie BO3JIOXeHHbIX Ha apxl4B 3allaq n $ynrunfr'

4.3. 3a y.rpary 14 [Opqy AOKyMeHToB AOIIXHOCTHbIe nI4IIa yripexAeHl',lt

(pyrcono7qr41gJtb yqpexAeH vtl V JIhl'lo, o'IBe'rcTBeHHoe 3a BeAeHI4e apXI4Ba) uecy'r

olBe'rc'rBerJLIoc't b Il coo't'llc'rc'rB14I'i c Aeilc'leylotllt'lM 3aKoHo/IareJIbc'rBoM'

5. Kon'lntreKToBaHtle aPxnBa

5,l. Ito,rroroBKa AoKyMeHToB K rlepeAaqe B apxl'IB AOy BKrrorlaer 3Kcrlepru3y

HayqHOri r.J IlpaKl'l4rlecroil I\e HuocTl4 /IoKyMel{Ton' OSopuJleHLie AeJl' cocTaBJIeHI4e

ol lt4Cl'{.

5.2. 3xcnepr[3a ueHHocru /IoKyMeHroB

5.2.L3rcnepru3a UeHHOCTI4 AoKyMeHTOB - onpeAeneHl{e qeHHoCrI{ AOKyMeHToB c

uerbro or6opa nx Ha xpaHeHue H ycTaHoBIeHue cpoKoB xpaHeHl4q' 3rcneprzsy

nerrHoc'fH AoKyMeH'roll R lloy ocylqec'r'B'lter IlocrosHrlo 4efrcreyrourar

lKcllepTlla'{ KoM14 CC14t'

5.2.2.3r<cnepruaq KoMfiC evflHa3HAr{aercf, tlpl4Ka3oM 3aBeAyrouefr AOV' B cocrae

3xcnepruofr xontuccl414 BKJItOqaloT He MeHee Tpex coTpyAHI{KOB' B TOM t{I4CIIe B

o6s:a.reltHoM ilOpsAKe JII4lIo, o'rBeTcTReHHoe 3a BeAeHLIe apXUBa AOy'

')xcrrep'rtrar KOM'.{cc14t lla 3aceitatlusx paccMa'Ipl,Bael': TIoMeIJK'TaTypy aen AOY'

ollHcl4 icjl IlocT.ofltltlo|.o XpaHeI]h' 14 llo JlIzt.l}IoMy cocTal]y, aK.fbl fla /]oKyMeHTbI'

BbuelqeMble K yHI'ILITO)KeHulo'

5.3. OQoPMTIeHHe AeJr'

5.3.1 . /\ela ilocroqHHo'o xpaHeHl4q IloAlll11Barorcfl B rBepAylo o6noxry

cypoBbtMh uHTKaMra. JIrac'rsl HyMepylo'l'cq B npaBoM BepXFIeM yrny' KoIH'Iecrso

JII4CTOBI]KaXAoMAeneHe/lon)KHoIIpeBl)Itrrar.r'250.BxoHtteAenaHao"fAeJIbI{oM

JI H CTe c o craBJIfl eTCt 3 aB epl4Ten b H a fl' Ha,4lrr4cb',

5.3.2. I-{a oSloxre AeJI IlocroqHllofo xpaHeHuq AoJIXHrI Surl rlpocraBJleHbl

cne1yrgrrlrie peKIlI43h'rbl: tlauMetloBalJne oSpa:OnaTelhllofo yqpexAeHl4t' HOMep



(rzu4ercc)

xpatleHut

AeJlaIlotloMeIlKJIal.ype.3at.oJloBoKAejla,KoJl}]r{ec.|BoJlHc.toB'cpoK
hJlH OTMeTKa (xpalrLt'fb tloc'roqllllo))' l{oMep $oH4a, oll14cH' AeJla'

5.3.3. Ilo oxoH I{AHVIL] /leJIOtlpoI43BO/lcTBeFIHOfo 
foAa e o$opvJleHHbIe o6:roNXU

Aen nocTor{rrHor.o xpaH euL4.fl BHOCqTcq ueo6xoAuMble yTOqHeHZt: B 3afoJIOBKI4

Aer, coAepxaLuHX pacilopflAUTeIIbllbIe AOKyMeFI'I6I (npnraslt', nporoxolr't)'

Blloctl.cq HOMepa; ecJIU Aeno c hepennctcoti coc'Iol4T I43 HecKoJIbKI4X TOMOB', B

KaX/IoM.l.oMeyKa3blBaeTcgKoppec[oHAeHT,aBTop,Teppl4Top]|1.g',^pyf|leAaHHble.

B raNAoM ToMe yKa3brBaerafl. [ara (uucro, Mecqq, ro4) nauara v oKoHqaFlnfl

AaHHOr.o ToMa. Toquue AaTLI [pocTaBnflFOTCq ua o5loxKax Ant 6rtcrporo IoI4CKa

AOKyMer{roB B rrocJle/lyrcl leM; V3 3aBepl4T'enruofr HAIi\IVCV\ Ha o6loxlcy Aena

BblllocH'fcfl KOJIHL{ec'fBo Jlt',lc'foB B lleJle'

5.3.4.llaAnracra ua o6:roNKax /leJr nocrof,ItHoI'o 14 AonroBpeMeHHoI'o xpaHeLIufl

cJleAyer Irpo143tsoAl4'rb qerKo, cBerocrofixun'lu qepHhnaM14'

5.3.5.)\stsY.lelaKo'Il4r{ecrBarucroBBAenet4$rarccauur'roco6euuocrefrvx
}IyMepaI\1414 Ha oT/IeJlI)rIoM JI},1cTe cocTaBJIqeTc' 3aBepI4Ten bHafl HaAnucb. B

3aBepu.felr,Hor Ha/I|1|4c|^ yKa3blBaeTc,[ KoJIaqecTBo JII,IcToB (qu$pavu V

flponucr,ro) e Aene. 3aneprareJlbHaq HaA[I4Cb rIoAIIl{cbIBaeTcq cocTaBI4TeIIeM c

yKa3aHI4eM efo AOnxHoc-tr4 vr \arbl cocTaBJieHufl'

5.3.6.I3uyrperrunaolll4cbcocTal}Ifle'fcqK,[enaM[IocTof,HHofo14
/loJtroBpcMerrHo|o (cnrtttte 10 :rer') cpoKa XpaHeH14fl' c$oprr'tupoBaHHblM rlo

pa3llol]t4l'lt{ocTflMltol(yMeIITOL]]3a|oJloBKI4Ko.l.opblxI{epacKpbtl]afo,IKollKpeTHoe

coAepxal{I4e /lol(yMerlroB (oco6o IJeHHble' r'll4t{Hble AeJla 14 Ap')'

5.3.T.lle,raBpeMeHHor.oXpaI]eH14'o$opr,,lrrxloTcfynpouel{Ho:oHI4He
IIojIIllhBalo.|c't, JlI,,|c.|bl B Ill,1X IIe IlyMepytoTcq, yToLlHeHI4e Ha o6,roxxax He

Ilpol43Bo/1|41'c'I,oIlI4cI4Ha/leJlaHecoc,IaBJlflloTcfl'yqel.BeAeTcflnoHoMeHKnaType

/llJr.

5.4. OuHc aHVe AoKyMeHroB rocrosHHoro cpoKa xpaHeHuq'

5.4.1'ouncucocTaBJIgK)Tcqpa3AenbHoI{aAenanocToflHHofoXpaHeHuq[o
octroRnot't ilet{'reJlbllocl'l'l t'1 I{a llejla IIO JII4r{HOMy cocTaBy'

5 .4.3. Onucu cocraBrqlol'cq AeJIotlpoll3BoAhrer'IeM'

5.4.4.Onracr BeAeTCt n eAvtroii eaJlosofi HyMepauI4I4 B Ter-IeHI4e HecKoIIbKr'IX JIeT '

5.4.5. IIa J{cna c t4crcKIIlhM cpoKoM xpat{elll4fl cocraBiltercfl aKT o5

ytltltll'OXCIi H14.


