AIMUHUCTPALUMA MYHHI[HIIA.!I:HQ_FO OBPA30OBAHU S
YCTb-IABMHCKHI PAIIOH

HOCTAHOBJUEHMUE

or_28. 41, 2019 Ne @14

ropoa Ycrs-Jlabunck

O Iopsaake yuera APXHBHLIX IOKYMEHTOB B apDXHBHOM OTJeJie
AIMHHHCTPANHH MyHHUHIAILHOTO 06pa30Baus
YeTs-Jlabusuckuii paiion

B coorsercTBEHM ¢ denepanenbiMu 3akomamm ot 6 oxrabps 2003 roma
Ne 131-®3 «O6 o6unx [UPHHUHNAX OPraHu3alUH MeCTHOrO CaMOYIIpaBlicHHA B
Poccuitckoii Denepanumy, ot 22 okTAGps 2004 rona Ne 125-03 «O6 apxuBHOM fEIIE
B Poccuiickoit ®enepamum», PernaMenrom TOCYNapCTBEHHOTO y4eTa JOKYMEHTOB
ApxusHoro ®omma  Poccuiickoii Qenepaly,  yTBEPXAEHHBIM IMPHKA30M
@enepanbHol apXUBHOM Clly %651 PoccHHU ot 11 Mapra 1997 roma Ne 11, IIpaBunamu
OPTaHH3alM¥ XpaHeHHs, KOMIUIEKTOBAHHs, y4€Ta H HCHONB30BAHHMSA JOKYMEHTOR
ApxusHoro dounma Poccuiickoi Penepauuy u APYTHX apXWBHBIX JOKYMEHTOB B
TOCYIApPCTBEHHBIX M MYHHLHNAIBHBIX apxuBax, MyseaX u Gubiuorexax,
opranmsaumax  Poccuiickoii  akagemun HayK, YTBEPXKIOCHHBIMH  IIPHKA30M
MHuHHuCcTepCTBa KyIBTYpE! M MaccoBhIX KoMmynuKanu# Poccuiickoii ®exepanuu or
18 smBaps 2007 roma No 19, pykomoxctsysce ycrasom MYHHIUIIANEHOLO
obpazoBanns Vers-JlabHucKmii PaHOH, IO CTAH O B J A 10

1. Vreepmuts Tlopsmox YHCTa apXUBHBIX NOKYMEHTOB B apXHBHOM oTAeNe
aAMHHHCTPAUMH MYHULHUIIATBHOIO 06pa3oBaHus Yere-Jlabunckuii paion cornacuo
[IPHTIOKEHUIO K HACTOAIIEMY TIOCTAHOBIICHHIO.

2. Havanpmuky apxmBHOro ornena AIMHUHHCTPAHA  MYHUUMIAIEHOTO
obpazopanus  Ycre-JlabuHcKuil palion (Paguenxo) BHecTH B JOJDKHOCTHEIE
MHCTPYKUHU CTIEUHATHCTOB apXHBHOTO OTHENa 4IMUHHCTPallMH MYHHIHIAILHOID
obpasoBanus Vcre-Jlabunckuii palioH H3MEHEHUS B COOTBETCTBUM ¢ YTBEP>KIeHHEIM
HaCTOAIMM MOCcTaHOBNeHHEeM [TopsakoM B CpoK 1o 25 Hoa6ps 2019 ropa.
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Edpemenko B.I,

4. Hacrosimee nocranoBenue BCTYTIA€T B CHUIY CO MHA €ro NOMMHCAHKL

Hcoonusronuix obs3aHHOCTH

TIaBbl MYHHLMIIANEHOTO 06pazoBanus

Yerb-Jlabunckuii paifon A.A. Tensn
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TITPUJTOXXEHME

YTBEPXJIIEH

MOCTAHOBJICHUEM aIMHUHHCTPALMH
MYHUIHNIATLHOrO 06pazoBaHHU
Ycrp-Jlabunckuid paiton

ot Zh. /1. A0/ Ne G4V

HOPAJOOK
y4eTa apXHBHBIX JOKYMEHTOB B ApPXHBHOM OT/ENE
aIMHHUCTPAIMH MyHHLHIANBHOTO 0Opa3soBanusa Y cre-JlaGHHCKHI pation

1. Obume nonoxeHus

l.1. Tlopsimox yd9eTa apxWBHBIX JOKYMEHTOB B apXHBHOM OTHele
aJMUHICTPAllHH MYHHLHNANLHOro obpasosanus Ycrb-Jlabuuckuit paiion (nanee -
Ilopspox) paspaGorarn B  cooTBercTBMH ¢  TpeboBaHMsMH Pernamenra
FOCYNapCTBEHHOTO ydeTa JoKyMeHToB ApxusHoro Moupa Poccuiickoit ®epepariuy,
YTBEPXKIEHHOro NpHKa3oM PenepanbHoil apxusHOH cmyxOb1 Poccuu ot 11 Mapra
1997 roga Ne 11 u IIpaBunamp opraHM3alluM XpaHeHws!, KOMILIEKTOBAHHAS, y4eTa
HCIIOJIB30BaHMA JOKYMeHTOB ApxuBHOro Qoxpa Poccuiickoii ®epepaunn U apyrux
ApXHUBHEBIX JOKYMEHTOB B TOCYJdPCTBEHHBIX M MYHHLUHNAILHBIX ApXHBAX, My3eqxX U
6mbmuorexax, opraHuzanusx PoccHickold akaJleMMH Hayk, YTBepKIECHHBIMU
MpHKa3oM MHMHHCTEpCTBA KYJIBTYPl M MAacCOBBIX KOMMYHHKaiMii PoccHifckoit
Pepneparuu ot 18 suBapa 2007 roga Ne 19.

1.2. Tlopsaok paspaboraH B LeasX YHOOPSAJAOYEHHS Y4YeTa APXMBHBIX
JOKYMEHTOB, BO3MOXXHOCTH HX IIOMCKa, KOHTpPONs 33 HAIHYMEM H COCTOSHHEM
IOKYMEHTOB, '

1.3. Tlopsmok ompefesnser COCTAB YYETHEIX JOKYMEHTOB apXMBHOTO OTHENA
a[MUHUCTPAMY MYHULIHNATEHOro obpazopanus Ycrb-Jlabuuckuit paiion (nanee -
apX¥B), BeyIIUXCA LIEHTPATH30BAHHO M B KKIOM ApXHBOXPAaHHIIHILE.

1.4, B ocnoBy Ilopsaaka monoxeHsl NPUHUHIBL,  LEHTpAIN3aL#H,
YHHQHKALMYM, JUHAMHYHOCTH, IOTHOTHI M JOCTOBEPHOCTH. lleHTpanmsarms
AOCTHUraercd perjaMeHTALMCH CHCTEMBl YYETHBIX JAOKYMEHTOB. YHMQHKAIHS
o0ecrieunBaeTCs E€AMHCTBOM (OPM YUETHBIX JOKYMEHTOB apXHBa € YUETHBIMH
(opmamu, ycTaHOBNEHHBIMM PernaMeHTOM rocyZapcTBEHHOTO Y4eTa JOKYMEHTOB
ApxusHoro ®omna Poccuiickoli @enepauun. JMHAMHYHOCTE OOeCIedUBacTCS
ONEepPaTHBHEIM BHECEHHEM H3MCHEHHI B YUETHEIE IOKYMEHTHI.

1.5. Yuety noanexar Bce XpaHsIHecs B apXUBE JOKYMEHTEL

1.6. 3amuc B y4YeTHBIE MOOKYMEHTHI BHOCATCA TOJNBKO HAYAIHLHHKOM
apX#UBHOTO OTAENA.

1.7. Vvuer apxuBHBIX JOKYMEHTOB [IPOBOJMTCA ITyTeM IIPHCBOCHUS €JHHULIAM
XpaHEHHs YYETHBIX HOMEPOB, ABIAIOIIMXCA COCTABHON YacThIO apXHBHEIX IHMQPOB.
ApPXWBHbBIA WP COCTOMT M3 HOMEpa apXMBHOrO (hOHIA, OMHCH Hell, €IHHMIILI
XpaHeHHs.
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1.8. OCHOBHLIMH eHHMIAMH V4eTa AOKYMEHTOB SABNIAIOTCA APXUBHEIH (POH
1 ¢IMHHLIA XPaHEeHHS.

1.9. B apxuBe BeIyTCs OCHOBHEIE H BCIIOMOTATe/ILHELE YYETHBIE JOKYMEHTEI.

B COCTaB OCHOBHBIX y4€THREIX JOKYMEHTOB BXOMIAT:

KHHI'a y4eTa NOCTYILUIEHHI JOKYMEHTOR;

crucok ¢boHaog;

JHCT GoHAa;

ONHUCH Jien (B 3 sK3eMIIApax);

PeecTp ommceH felt, TOKYMEHTOR;

NacTIOPT apXUBOXPAaHMITHILA;

aeno (oupa;

NHCT-3aBEPUTEND JENa.

B cocras BcnioMoratensHeIx yaeTHBIX JOKYMEHTOB apXHBa BXOJT:

KHHra y4eTa pH3HYECKOro COCTOSHHS feN H JOKYMEHTOB;

KapToTeKa HeOOHApYKEHHBIX JIEl;

KHHTA y4eTa BbIAAYH Jell BO BpEMEHHOE MOJIb30BaHHC.,

1.10. Ceeaenna o6 o6beMe, cocTaBe m COMlepPKaHUH (OHIOB BHOCATCH B
NIPOTPaMMHBIH KOMIUIEKC «APXHUBHEILA (oHIY.

1.11. H3smeHeHus B ydeTHble AOKYMEHTBI BHOCATCS HAa OCHOBAaHHH
COOTBETCTBYIOIMX AKTOB, YTBEPKICHHBIX B YCTAHOBIEHHOM IOpSAZIKE, KOTOpBIE
NOMEWAIOTCS B Aen0 (HOHAA 1 HyMEpPYIOTCH.

1.12. Tlpnroxennem x Ilopsaky paspaborana Cxema yd4era apXMBHBIX
AOKYMEHTOB, 3aKpEIUISIONas MOC/IeJOBATEbHOCTE BEINONHEHUS paboT mo Y4eTy B
rpaguseckoif hopme (npunoxenus Ne 1 — 5).

2. OCHOBHEIE yYeTHEIE JOKYMEHTHI

2.1. Kuura yvera noctymtenuii 10KyMeHTOB.

B xHMIy y4eTa moCTyIUIeHHi HOKYMEHTOB MOC/ENOBATEIBHO BHOCSTCS BCe
MIEPBHYHBIC W HOBTOPHBIC IOCTYINIEHHA OKYMEHTOB. Kaxoe NOCTyIUIeHHE B
TIIPEACNaX rofa IONy4aeT NOPSAKOBBIH HOMEP B BANOBOH I0C/]EN0BATENLHOCTH.
Exeromno Ha 1 smBaps noxsogurcs mror TOCTYNHBIIHX 33 TOH apXHBHBIX
JIOKYMEHTOB.

2.2. Crucok ¢oHIoB.

B cmmcox (oHAOB apxuBHBIH (GOHA 3AMHCHIBAETCH TONBKO OIHMH pa3, NpH
TICPBOM TOCTyILICHHM B apxuB. He pomyckaercs BHecenme apxusHoro ¢doHza B
CIIHCOK ()OH/IOB paHee NOCTYIUIEHHS ero apXUBHELX JOKYMEHTOB Ha XpaHEHHE.

Howmep, npucBoeHHsIi apXxuBHOoMy dbouny mo cnucky donnos, sEnsteTcs ero
YACTHBIM HOMEPOM, COXPaHSACTCS 32 HUM BO BCEX YYETHBIX JIOKYMEHTAX.

His  ydeta apxuBHBIX doHIOB HCIIONB3YIOTCA HOMEpPa B  BaNOBOM
MOCIIEI0BATEIEHOCTH, a TAkKe «CBOGOIHEIE HOMEpa» - HOMEpa apXUBHBIX doHAOB,
AIOKYMEHTEI KOTOPBIX PaHee GhUIH BEIENEHb! K YHHYTOXKEHHIO B YCTAHORIEHHOM
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NOpsJKe WIH BKJIOYEHBl B COCTaB OOBEJMHEHHBIX apXHBHBIX ()OHIOB, H KOTODHIE
paHee He UCTIIONb30BAIIACS.

Homepa yTpayeHHBIX, NEpENAHHEIX B APYTME apXHBHE (OHIOB, & TAKKE
HoMepa (OHIOB, BOMIEAUIMX B COCTaB OObEAWHEHHOTO AapPXHBHOTO (OHAS,
MOKYMEHTBl KOTOPHIX paHee HCIONB30BANMCE, He MOTYT OBITE MPUCBOEHEI BHOBB
NIOCTYIIMBIINM apXHUBHBIM (OHIAM.

ObreuuenHoMy apxuBHOMY ¢(oHAy, obpazoBaHHOMY M3 (OHIOB, paHee
YYTEHHEBIX CaMOCTOSITENBHO, IPHCBAUBAETCA HOMEP OQHOIO U3 (POHIOB, BKIMIOUEHHBIX
B €r0 COCTaB.

Haseanuwe apXxuBHOro (oHZa BHOCHTCSA B CIHCOK ()OHIOB H4 OCHOBAaHHH
HCTOPUYECKON CIIPaBKH HIIH TUTYIHHOTO JIMCTA OMFCH JIEJ, JOKYMEHTOR.

Hassanue apxuBHOro GoHIa COCTOMT U3 MOJMHOTO | (B CKOOKaX) oQMIHATBHO
NPHHATOIO COKPalEHHOTO HasgaHMA (oHAooOpazoBaTeNs ¢ YKa3aHHEM €ro
MIOAYHHECHHOCTH, MECTOHAXOX/eHHs, KpallHUX JIaT CyIIeCTBOBaHuA. Ecny HasBanue
donmoobpazoparenss MEHANOCE, TO B CIHCKE (POHIOB YKAa3hIBAETCHA €ro IMOCIEIHEE
HasBaHHe B paMKaX MEpHO/d, 33 KOTOPBIi NPUHATE] apXHUBHEIE JOKYMEHTEL

Haspanue 00begMHEHHOTO ApXHBHOTO (OHAA COCTOMT H3 0000UIEHHOTOo
Ha3BaHKs BKIIOYEHHEIX B Hero (OHIOB, U3 HA3BAHHA PYKOBOIMAILEH OpPraHM3anud u
060011IeHHOTO HA3BaHHS TOAYHHEHHBIX el OpraHu3auui, us3 MepedYHst Ha3BaHUM
CMEHABILMX ApYyr JApyra opraHu3aiuif. KOHKpeTHEIC Ha3BaHWS BCEX OPraHH3allMid,
apXHBHBIE JOKYMEHTEI KOTOPBIX BOLIIM B OOBEAMHEHHBIA apXUBHEIH (DOHJI, 8 TaKXKe
HX NIepEUMEHOBAHNA YKa3bIBAOTCS B IACTE (DOHIA.

Exeronno Ha | saBaps K cmucky (GOHAOB COCTaBISETCS UTOTOBAs 3AIHCH O
KOJIMYECTBE APXMBHBIX (JOH/OB, MOCTYNMHMBLIMX H BBHIOBIBIIMX B TeUeHWE roja, U
obmem xonuuecTBe GOHIOB, HAXOAAMMUXCA Ha XpaHeHHH B apxube. CHcOK (OHOOB
33aKIMIOYAETCA B TBEPAYI0 OONOMKKY, JHCTBI HYMEPYIOTCH, COCTABIAETCH JIUCT-
3aBepHTEIb.

Ilepenevatka crnucka (GOHZOB OCYIIECTBISETCH TONBKO € paspellieHHs
YOpaBIIeHHd [0 JellaM apXHMBOB  YIpaBlieHUS JenaMH  aJMHUHHCTPALHH
Kpacnomapckoro xpas. B stom cimydae B cumcox (OHIOB 0643aTeNbHO BHOCSTCS
HOMEpa, Ha3BAHUA ¥ OCHOBAHMSA BHIOBITHA BCEX apXHBHBIX (OHIOB, HOMEPa KOTOPKIX
3aHMMATh 3allpeniaeTcs.

2.3. JIucr ¢onaa.

Jlucr donpa cocrapnserca Ha Kaxapli apXuBHEIi GoHA. B HeM yunTHIBarOTCH
BCE apXHUBHBIE JJOKYMEHTEHI (JOHJA.

Jluct ¢onga MoxeT OHITH NepecocTaBleH TONBKO B Cly4ae, €CIH OH
HEHCIIPaBUMO ITOBPEXEH HIM [epecTaeT OTpaXarb (aKTHYECKOE COCTOSHHE H
00seM apxuBHOro (OHA2, mocie NepepabOTKH ApXHBHOrO (OHAA WIH CO3JaHHSA
o0beJuHEHHOrO apXHBHOTO (oHAa, YTOUHEHHs ucTOpHH honxoo6pasoBaTeNs.

B ciyqae mepecocTaBiienus JHcTa (oA paHee AeicTBOBABILMIA AKcT GoHAa
IoMemtlaeTcs B A€o0 QoHza. B BepxHeM npasoM yrity o60ouX JTHCTOB GOHAA AeNaroTcs
orMeTKH: "JIMCT nepecocTaBien" ¢ yKazaHHeM AaThl IEPECOCTABICHHA, JOIKHOCTH U
TOATMCH JIMLA, OTBETCTBEHHOTO 34 yYeT.
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Jlucret donnos xpanarca B nopsake Homepos (oHAOB B manke. K kaxmoi
ITaTIKe COCTABIETCS JIMCT-3aBEPHTEND, I'ZI€ YKa3bIBAIOTCH HAYAIBHBIE H KOHEYHBIe
HoMepa GOHIOB H 06IHee KOMMIECTBO (IOHIIOB, IUCTHL KOTOPEIX HAXONSTCS B AIKE.

2.4. Onucu gen.

B onucu nen enMHMLEI XpaHCHHS YYMTHIBAIOTCH B COOTBETCTBHH C HX
CHCTEMATU3alMEH 32 OPSAKOBBIMHA YIETHEIMUA HOMEPAMH.

OnucsiM 71e1 TpUCBAMBAIOTCS YYETHBIE HOMepa mo JucTy doHga. He
AOITyCKAaeTCsl IPHCBOESHHUE OIKCAM JIeTl OJMHAKOBBIX YUETHEIX HOMEDOB,

Bo Bcex osk3emmiApax ONMCH JENAeTCi HMTOTOBas 3allMch, B KOTOPOIf
YKa3pIBACTCS KOIMYECTBO HAXOAAUIAXCA HA XPAaHEHWH €IMHMI[ XpAaHEHHS, IEPBLI 1
NOCHeTHAA HOMEpa EeNMHHI] XPaHEHHA [0 ONHCH, OrOBapHBAIOTCA HMEIOIIHECH
NPOIyCKH HOMEPOB, JHMTEPHEIE HOMEpa, BHIOBIBILIHE €IUHHUIEI M OCHOBaHHWE HX
BBIOBITHA.

Kaxnas omuce fen, TOM OMHCH A€, HOKYMEHTOB JOJDKHBI UMETH JHCT-
3aBepHUTENb.

B apxuBe crenyer MMeTh 3 3K3eMILIApa OMUCEH JeN, NEpPBbIf B3 KOTOPHIX
ABIIAETCS CTPaXOBbIM.

Ecnu onuce e nepecocTasieHa, TO OIUH SK3EMILIAp paHee JeicTBOBaBLIEH
OITMCH /8]l BKJIIOYAETCS BO BHOBb COCTABIEHHYIO OITMCEH A€ 32 TIOC/IEHMM YIETHRIM
HOMEpOM, OCTAIBHBIC 9K3€MIUAPHI OMNHUCH BBIZEISIOTCH K YHHYTOXEHMIO B
YCTaHOBIICHHOM IOpsIIKe.

2.5. Peectp omuceii ge.

Ilo peectpy omuceil BefeTcs MOSAUHUYHBIN U CyMMapHEBIH yJeT onuceil nen
apxuBa. Kax0if HOBO ONHCH JieN IIPHCBAHBACTCA OYCPEHON NOPAIKOBHIA HOMep
TIO PEecTpy, KOTOPLIH IPOCTABIAETCA Ha 0GIOMKKeE OMHCH el B BEPXHEM JIEBOM YTy.

Exeronno Ha 1 SHBaps B peecTpe onMcell COCTABIASTCA WTOrOBas 3aIIHCh O
KOJIMYECTBE OMUCEH NeN, MOCTYNHBIIMX ¥ BRIGHIBIIMX B TCUCHHWE rOJla B ApXMB, X UX
001eM KOIM9IeCTRe.

2.6. IlacnopT apXHBOXpaHHIIHILA.

ExerozHo Ha KaXa0e apXMBOXPAHMIIHIIE COCTABJIAETCS ACIIOPT, B KOTOPOM
oTpaxkaeTcs 06beM apXHMBHEIX GOHIOB, Jie)l H aPXHUBHEIX JOKYMEHTOB ([IPHJIOXKESHHE
Ne 6).

2.7. Jleno donaa.

Heny donaa mpucBamBaeTcsi HOMEp apXUBHOrO (GOHIA, HA KOTOPHIA OHO
3aBefieH0. B nemo Qonpa BmoualoTCA: HMCTOpHHMECKas CIpaBKa [0 HCTOPHH
donnoobpazosarens 1 HCTOPHH apXUBHOTO QOHJA; AKTHI, (PUKCHPYIOLIHE UIMCHEHUS
B COCTaBe M 06bemMe apXMBHOTO (OH/IA, PErHCTPALIHOHHEIE JOKYMEHTS], NIPOLIEALIHE
3KCTIEPTH3Y LEHHOCTH [OOKYMCHTEI [0 OCHOBHOH JEATEIBHOCTH, MMEIONHE
CIIpaBOYHOE 3HAYEHHE.

Eciii apXMBHBIE JOKYyMEHTEI, MOJUIEXAIHE BKXIOYEHHIO B 1eno (omia,
HaxonATCA B COCTABE COHHHLI XpaHEeHHs, TO B Jen0 GOHAA BKIOYAETCH CHpaBKa C
NepevrCIIeHeM 3THX €IUHHUIL XPaHEHHS M X apXUBHBIX IM(pPOB.

Hema ¢onmoB, BOmENIIHMX B COCT2B OGBEIWHEHHOTO APXHBHOILO ¢doHIa,
BIUTIOYAIOTCS B €ro ieno (poHxaa.
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HoxkymeHTHl fena (onna AomKHB OBITE IPOHYMEPOBAHEI ¢ COCTaBICHHEM
JIMCTa-3aBepUTeNs, MOAMMTH (TPOIIHYPOBAHEL), 3aKII0YEHE] B TBEPAYI0 0010%Ky. K
meny (oHaa COCTaBIAeTCs BHYTpeHHsS omuch. Jlena GOHIOB XpaHATCA B HOPSfKe
HOMEpPOB (OHIOB.

2.8. Jlucr-3aBepuTens aena.

st yuera KOJNMYeCTBa JIMCTOB B JIeNle COCTABIAETCSA JUCT-3aBEpPUTEND Jena.
JhicT-3aBepUTENs fAeNla COCTAaBlSeTCs IO  YCTaHOBIEHHOH ¢dopMe, B KOTOpOH
yKaseBaeTcs UUGpaMH U [POMHCHI0 KONMYECTBO NPOHYMEPOBAHHBIX JIHCTOB Jelia,
KOJIMYECTBO JIMCTOB BHYTPEHHEH OIMCH, OroBapHBAIOTCS OCOGEHHOCTH HyMepanun
HOMEpOB Jiena (HATWYMe JIMTePHHIX, IPONYIIEHHBIX HOMEPOB, JIHCTOB C
HakIeeHHEIMH  (ororpaduaMy, KpynHOQOPMAaTHBIX JHCTOB, KOHBEPTOB €
BIOKEHUSMH H KOJMYECTBO BIIOXKEHHBIX B HHX JHMCTOB), 4 TaKkKe YKa3bIBACTCA
HaJM4YHE THIOTPA(CKHUX SK3EMIULIPOB OPOIIOpP ¢ KOMMYECTBOM JIMCTOB B HHX, €CITH
OHH OBLIH OTMEYeHE! B 001l BaTOBOH HyMEpalHy B NENe.

JlucT-3aBepUTEND NOAMUCHIBAETCA €ro cocraBuTeneM. Bcee mocienyromue
H3MEHEHHS B COCTaBE M COCTOSHMHM Jena (MOBPEeXACHHA, 3aMEeHa MOATHHHBIX
HOKYMEHTOB) OTMEYAIOTCA B JIMCTE-3aBEPHTENE CO CCHUIKOH Ha COOTBETCTBYHOLIMH
aKT.

3. BcmomoratenbHble yUeTHbIE JOKYMEHTHI

3.1. Knura y4era ¢pu3mMdecKOro COCTOSIHUA A€ ¥ IOKYMEHTOB.

B kHury ydera (U3A4ECKOr0 COCTOSHHS A€l K JOKYMEHTOB 33HOCATCA
pe3yNBTATH IPOBEPKH (PU3HYECKOrO COCTOSHUA APXUBHEIX TOKYMEHTOB.

IlpoBepka HaIWYUSA H COCTOSHHA APXUBHEIX [OKYMEHTOB [POBOJHTCHA B
IeJISX YCTAHOBNEHHS (AKTHYECKOr0 HAIMYHMA HAXOAALIKXCH HA XPAHEHWH
NOKYMEHTOB M BBIABJICHHS OTCYTCTBYIOLIMX JOKYMEHTOB JUIl OpraHM3alMM HX
PO3BICKA; BBEUIBJICHHS M YCTPAHEHUs HEJOCTATKOB B y4YETe apXUBHEIX JOKYMEHTOB;
BLISBJICHMS M Y4eTa ApPXHBHBIX JOKYMEHTOB, TpeOyIOIHX PpeCTaBpaljHOHHOMH,
KOHCEPBALMOHHO-TIPOQHIAKTHdecKo M TexHu4Yeckod oOpaborku. Ilposepxu
HaJIMYHMS M COCTOSHHS apXUBHBEIX JOKYMEHTOB NPOBOJATCS B INIAHOBOM IIOPSAIKE, a
TaKkKe eIMHOBPEMEHHO (BHeouepeiHble). LIMKJIWYHOCTE IPOBEPKH HAIHYMA
APXHBHBIX JOKYMCHTOB OIpefe/iieTci Ha OCHOBAaHMM peIleHHsl 3KCIEPTHO-
MeTOANYEeCKOl KOMHCCHHY apXuBa He MEHEE OHOTO pasa B 25 IeT.

B cnyuyae cTuxuHHBIX O€NCTBHH, MAacCOBBIX IIEpeMENIEHMH H ApPYTHX
0OCTOATENBCTB, B Pe3yJbTaTe KOTOPBIX MOLYT OBITH YTpau€HB! MIH [OBPEXIEHBI
apXUBHEIE JOKYMEHTHI, 4 TaKXKe IIPY CMEHE OTBETCTBEHHBIX 3a apXHUBOXPaHMIMIIA
NPOBOAUTCA BHEOYEpEAHAasd eIMHOBPEMEHHAs NpPOBEpPKa HAJIMYMA M COCTOSHHS BCEX
JOKYMEHTOB apXHBa WIH HX OTAe/bHBIX YacTe (rpymnm).

Pe3ynsTaThl NPOBEPKH HANMYHAA H COCTOSAHHA APXHBHBIX JOKYMEHTOB H
OOHapYXXeHHBIE B ee X0J/ie HefIoCTaTKA (UKCHPYIOTCs B JIUCTE MPOBEPKH HANHYHA H
COCTOSHMS apXHBHBIX JOKYMEHTOB M B aKTe IMPOBEPKH HAIWYMA H COCTOSHHA
ApXUBHBIX JOKYMEHTOB.

TIpoBepka HANMYUA K COCTOSHHS AapPXMBHBIX JOKYMEHTOB CYHTACTCHA
33BEPIICHHON ITOCie BHECEHHS H3MEHEHHH BO BCE YUETHEIE JOKYMEHTHI.
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3.2. KapTorexa HeoOHapyXEHHBIX JEIl.

Ha Bce oTcyTcTBylOmHMe B XOZ€ MPOBEPKH HANMYHA M COCTOSHHS el
€IUHUIBI XPAHEHUS COCTABIAIOTCH KAPTOHKM y4eTra HEOOHAPYXEHHBIX apXHBHBIX
NOKyMeHTOB. BeleHue KapTOTeKH oOCyINecTBIsfeTcS Ha GyMaXHOM HOCHTENe W B
ABTOMAaTH3HPOBAHHOM PEXXIME.

3.3. Kuaura y4era BeIi/1auu IeNl BO BpeMEHHOE TIOJIB30BAHHEE.

Beijaua apXWBHBIX MJOKYMEHTOB W3 XpaHHIHINA INi HCHOJIB30BaHMA,
IIPOBEJICHUS PECTABPAI[MOHHBIX W KOHCCPBAIMOHHBIX PabOT perucTpHpyeTcs B
KHHraxX y4eTa BRIAa4YH JieJl BO BPEMEHHOE HOJIb30BaHHE.

3.4. IIK «ApxusHbii GoHI.

ITporpaMMHEI# KOMIIJIEKC «ApXUBHEBIH doHI obecnegnBaeT
HHGQOPMAIIHOHHYIO NOIIEPKKY yduera, BeJeHue LIEHTPaI30BaHHOTO
rocyJapcTBEHHOr0 y4eTra JOKYMEHTOB B  aBTOMATH3HPOBAHHOM  DPEXHME,
onepaTHBHOE MpPEACTaBICHHE CBEACHII 0 HATMYNK JOKYMCHTOB B apXMBHOM OT/EJIE.

4. Yaet BEIOBITHA JOKYMEHTOB

Yder BBIOBITHH AapXWMBHBIX JOKYMEHTOB M3 apXHMBa OCYINECTBIIIETCS Ha
OCHOBAHHH:

AaKTa O BBIICIEHHH K YHHUTOKEHHIO JIOKYMEHTOB, HE MOJIeXKalluX
XpaHeHHIO;

' aKTa 0 HEMCIPABUMBIX MOBPEXICHHAX IOKYMEHTOB;

aKTa IpHeMa-repesadyy JOKyMEHTOB Ha XpaHEHHE;

aKTa 0 HeoOHaAPY)KEHUM JOKYMEHTOB, ITyTH PO3BICKA KOTOPBIX HCYEPIAHE;

aKTa BO3BpaTa JOKYMEHTOB COOCTBEHHHKY;

akrta o6 W3IBATHU MOANMHHBIX €JMHMI[ XPAHCHHS, HOKYMEHTOB. ApXHBHEIE
JOKYMEHTBI CHUMAIOTCS € y4eTa TAaKXKe B Pe3yJbTate IPOBENEHUS OTACIbHLIX BUIOB
apXEBHEIX paboT (ITpoBepka HATHYHA U COCTOSHHS apXHBHEIX JTOKYMEHTOB, PO3BICKA
ApPXUBHEIX JOKYMEHTOB).

HeobxonuMsble HM3MeHEHHA BHOCATCA B OCHOBHBIE (0Os3arenbHBIE) M
BCIIOMOTaTeJIbHBIC YIE€THBIC JOKYMEHTBI apxuBa. [IpH 3ToM B ciygae:

BBIOBITHA BCEX ApXMBHBIX JOKYMEHTOB OITMCH JIeJ, HOMEP 3TOM ONMUCH
APYTHM ONKCSM JIeNl HE NPYCBAaHBAETCA H OCTaeTca CBOOOAHBIM; B peecTpe omucei
AenaeTcs COOTBETCTRYIONIAsS OTMETKA;

BBIOBITHS apxuBHOro ¢oHAa, B cnucke ¢(ornor B rpage "Ormerxka o
BBIOBITHH" YyKa3BIBaeTCA, KyZJa BHIOBUI apXWMBHEIH (OHJ, W aKT, HA OCHOBAaHHH
KOTOPOr'O OH BBIOBLIL.

Ilpu nepenave apxusHOro (OHJA M3 OJHOrO apXWBa B ADYIOM NepefaroTcs
3 sksemmiApa omucd Aen B geno ¢oupa. Komus omucu Jen ocraeTcs B apXube-
ClaTYMKEe M B KadeCTBE NPHIOXKEHHA K aKTy IpHeMa-liepefadd JOKYMEHTOB Ha
XpaHeHHe BKIOYAeTCs B apXHUBHEIH (OB apXHUBa-CAATYHMKA.

[Ipu BEIZENEHHM K YHHYTOXEHHIO BCEX apXMBHEIX JHOKYMEHTOB apXHBHOTO
¢oHna OfMH K3EMILTAP ero ONucel Jen, AOKYMEHTOB U MHCT GOHAA IOMEMIAIOTCS B
neno dorna. Jleno poxna BrmovaeTcs B apXuBHEINA GOHI apXHBa.

124091



7

KonndecTso apXHBHBIX I0KYMEHTOB apXuBa H3MEHAETCS B pesyapTarte:

BLIBEPKH yHCTHEIX JOKYMEHTOB, [I0 HTOIaM KOTOPOH BBIABIEHHI OHIMGKH,
AOLUYLICHHEIC IIPH HOACYETE KONHIECTBA XPAHAIINXCS aPXUBHEIX JOKYMEHTOE:

TIPOBEPKK HAIIMYHA M COCTOSHHMA apXMBHBIX JOKYMEHTOB, B XOAE KOTOpPOIl
OOHApYXeHEI HEYITEHHEIE, 33 JINTEPHBIMH HIIH IPONYIIeHHEIMH HOMEpaMH eIUHHUIIE
XpaHCHHUS,

PeCTaBpanuy apXUBHEIX NOKYMEHTOB, IIOCHEe KOTOPOH ORHO AEN0 pa3feleHo
Ha HECKOJIBKO Jeln;

OTHCAHHA apXHBHEIX JOKYMCHTOB, [epepabOTKH OIMCeH Jel, B IpolLecce
KOTOPBIX BO3MOXHO pas/ieNleHHe WM 00BeIHHEeHre eIHHHII XpPaHEeHH.

OcHOBAHHEM NN BHECEHHS W3MEHEHMH B YueTHble JokyMeRrTel u IIK
«ApXUBHBIA GOHI» 10 PE3YIBTATAM YKa3aHHEIX PaGoT ABIMOTCS:

aKT O TCXHHUYECKUX OIHUGKaX B YUETHBIX JOKYMEHTAX;

aKT 00 OOHAapyXeHWH JOKYMEHTOB, He OTHOCHIIMXCH K JIAHHOMY apXHBY,
(QoHIY, HEYYTEHHBIX H T.1.;

aKT O pasjeneHHd, OOBEJMHEHWM Jed, BKIIOYEHHH B 7el0 HOBBIX
JOKYMEHTOB;

aKT ONHACaHHUA JOKYMEHTOB, NepepaboTKH onuceii.

5. PazMeinienre yaeTHBIX TOKyMEHTOB

5.1. OcHOBHBIE W BCHOMOTATE/BHbIE YUCTHBIE IOKYMEHTBI XPaHATCS B
CIeNMANBbHEIX IKadax B pabo49uX MOMEINEHHAX HAYATLHHKA apXHBHOIO OTAE]IA H B
apXUBOXPAHMJTHINAX.

5.2. OTBeTCTBEHHBIMM 33 COXPAaHHOCT H WCHOIB30BAHHE YYETHBIX
AOKYMCHTOE B apXHBOXDAHWNHMIIAX SABIAIOTCA ITABHBIE CHELMANHMCTE APXHBHOTO
oTaena.

Havanpauk apxuBHOro otaena

a/IMHHHUCTPALMH MyHHLMITAILHOTO
obpasoBanus Ycrb-JlabuHckuit paitoH C“a//é% 7 A.H. Paguenko
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[MTPHUJIOXEHUE Ne 1
Kk ITopsanxy ydera apxuBHEIx
MOKYMEHTOB B apXUBHOM OTIENE

AIMHHHCTPALAH My HHIHIATEHOIO
obpaszoBanusa Ycre-Jlabunckuii pation

CXEMA

yUueTa JOKyMEeHTOB B apXHBHOM OT/eJIe aIMHHUCTPAUMHE MYHMIHIIALHOTO
obpazoBanns Ycrb-Jlabunckuii paiion

Ilprem-nepeatia apXHBHBIX AOKYMEHTOB HA XpaHeHHE

nasteT ueT dorna, Gopmupyet feno doraa

HagansHuk apxuBHOro oT1€¢71a

aIMUHHCTPALIMA MYHHIUITATEHOTO
obpasoBaHus YcTh-JlabuHckuii paifon CMW A.H. Papuenko
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TIPUJIOXKEHHME Ne 2

k ITopsaaky ydaera apXuBHEIX
JOKYMEHTOB B apXHBHOM OTZAEJe
aIMHHVCTPALIMH MyHHIUNATLEHOTO
obpazoBanus YcTh-JIabuHCKHI paiioH

CXEMA

y4eTa JOKYMEHTOB B apXHBHOM OT/€e/1e 4IMMHHCTPANHH MYHHIHOAILHOTO
obpasoBanus Ycrb-Jlabunckuil paiion

IIpoBepka HaJIH4YUS H COCTOHAS APXMBHBIX JOKYMEHTOB

OBepsEMBIe (OH/bBI M NOKYMEHTH!, YTOUHEHRE TOPSAKa HyMepalliy e/IMHUI XPAHEeHHT 10 onuc bi(ch
MPOBEPKY MPABIILHOCTH COCTABICHHS MTOTOBEIX 3aNHCCH)

oumbKax B yqe’rfmx noxyuemax, aKT 06 oﬁﬂap)oxelmu apxmar»mx NOKYMEHTOR, Bnocmn :iam{cs
«[TPOBEPEHO» Ha nocnieanem nucre onucy. Ha HeoOHapy:keHHBle e/la COCTABIAET KapTOUKH y4eTa
HeoOHApYKEHHBIX AeH

L

Brocut mamenenns B [1K «Apxusnstit onm

Havansuuk APXHBHOI'O OTOCIIA
AIMUHHCTPpallHd MyYHHIIUIIANbHOTI'O

obpasoBanus Ycre-JlabuHckuit paiton - 7///’ éﬂ/ A.H. Paguenko

L



IMPUJIOKEHHE Ne 3

K Ilopaaxy yuera apXHBHBIX
MOKYMEHTOB B apXUBHOM OTZAEINE
aJMUHHCTPAIIHH MyHHIHIAJIBHOTO
obpazoBaHuA Y cTh-JIabHHCKHMI paion

CXEMA
yueTra A0KYMEHTOB B ADXHBHOM OTAeJie AAMHHHCTPALNH MYHHIIHNAJILHOIO
obpazoBanus Ycerb-JlabuHcKHii paiion

Bbl,l[ﬂ‘la AOKYMEHTOB BO BEpeMeéHHO€ N0Jb30BAHHE

norcymemon B zenie. CTABAT OTMETKY B nncre-sancpmene zena

ittt

HavansHuK apXMBHOTO OT/eNa
aAMUHHUCTPALMH MyHHIHMIAIFHOIO ;
obpasoBanus VcTh-JlabuHCcKuit paiton & J‘//w A H. Paguenko



ITPHJIOXEHME Ne 4

Kk [Topanky y4era apxvBHEIX
JIOKYMEHTOB B apXMBHOM OTHCIIE
AIMUHUCTPAUHH MYHULHIIAIBHOTO
obpasosanus Ycre-Jlabusckuii pation

CXEMA

yuerTa JIOKyMEeHTORB B 2APXHBHOM OTAeJIe AAMIHHCTPALMH MYHHIIUNAABHOTIO
obpazoBanus Ycrb-Jlabunckuii paiton

Bbipauya f0KYMEHTOB B OTJ€J pecTaBpalHi MMKPOGHILMHEPOBAHUS JOKYMEHTOB

I[OKYMCHTOB B ,[[CJIG Crasnr OTMCTK}’ B JIHCTE- 3anepm‘ene Jcia

'BHOCHT 3aIMCh B KHHTY Y4€T4 BHUIAYH [IC] BO BPEMEHHOE [IONb30BARME

I"Jlannmﬁ cneuna.rmc'r APXHBHOIO OTAEIA

HavaneHux apxXuBHOTO OTAENIA
a,unmrmc*[paunn MYHHITHOAJNEHOI O o 7
oGpazoBanust Vcrh-JlabuHCKHit pafon / A H. Pangenko



IMPHUJIOXKEHHME Ne 5

k Ilopsaxy y4dera apxHBHBIX
JIOKYMEHTOB B apXUBHOM OT/EINe
aIMUHUCTPALIMX MYHULIMNAJIBEHOTO
obpazoBanus Y cTb-JIaOHHCKHHA paitoH

CXEMA
yuera I0KYMEHTOB B ApXHBHOM 0T/ie/ie afMMHHCTPANHE MYHHIMOAILHOTO
obpazoBanus Ycrb-Jlabunckuii paiion

BLIObITHE ApXHBHBIX JOKYMEHTOB

:  MOBPEXICHHAX JOKYMEHTOB; aKT o Heoﬁnapyxcem JIOKYMEHTOR; TIYTH
posmcma RO‘I‘OpBD( HICYEPIIAHE]; aKT BO3BPATa AOKYMEHTOB COOCTBEHHHKY; aKT 00 H3BATHH
[O/IMAHEIX €JHHUL XPAHEHHS, JOKYMEHTOB

S —

HauansHUK apXMBHOTO OTAENA
aIMAHMCTPALMY MYHHLIMIAIBHOTO
obpazoBanus Ycrb-JlabuHCKMI palioH c—% % A.H. Paggenxo



IMPUJIOXKEHHUE Ne 6

K [lopsaxy ydera apXuBHBIX JJOKYMEHTOB
B apXHBHOM OTACIIC aAMHHUCTPALIH
MYHHLHIIAIEHOTO 00pa3oBaHuA
Ycre-Jlabunckuit paiion

INACHHOPT APXUBOXPAHHWUJINIIA Ne
ApXMBHOTO OTACNIA AAMHHACTPALNHA MyHULIHIIAILHOTO 00pa3oBaHus
Yerp-JIabunckmii paiion
Ha 1 suBapg 20 rona

KomagectBo GpoHIOB

KomuvecTro eamHmAI XPaHCHHA

O61mas mnomams XpaHAIKIa (M)

Hamnwwe cBo6omrol miomand (M%)

CreneHs 3arpyxeHHOCTH (%)

O6mas NPOTDKEHHOCTD CTE/LIAXKHBIX TTOJIOK
(mor. Mm.)

Bcero, B ToM uHCIIE:

METATNTHAYECKHE

KOMOWHUPOBAHHEIE

ITpoTsmxeHHOCTL CBOGOAHBIX CTE/IIAXKHBIX
110J10K (B TIOT. M)

KonmuecTBo 3aKapTOHHPOBAHHBIX €IUHHIL
XPAHCHHSA . (%a)

OGopynoBanue 1A MOAXESPKAHHS
TeMITepaTyPHO-BIAKHOCTHOTO PeKHMA
(AapMeHOBaHHE, KOTUYECTBO)

IprGophl KOHTPOJIS 32 TEMIIEPATYPHO-
BIAXHOCTHEIM PEXUMOM (HaHMEHOBaHUE,
KOJIHYECTRO)

XypHan perucTpanyy noxasaHui
nprOOPOR KOHTPONA 33 TEMITEPAaTyPHO-
BJI2XXKHOCTHBIM PEXKHMOM

XapakrepHCTHKA NaMII HAKATHBAHHS
(oTKpBITHIE, 3aKPEITEIE MIaQOHbI, BAMIBI
JIaMIT)




XapakTepUCTHKA MOKPRITHS oA (B
NOKPBITHSA, OTHECTOHKOCTD)

XapakTepHCTHKA TOKPLITHA CTeH (BHI
TOKPEITHS, OTHECTOHKOCTE)

Hanmaue pemeTox Ha oKHaX (pacHallHEIE,
IITyXH€E, KOJIHICCTRO)

XapaxkTepucTHKa ABepeit (METAIMYECKHUE,
IIOKPBITHIE METALIOM, IPEIC/I
OTHECTOHKOCTH)

Hamiune 3a0acHOTO BRIXOIA

Bun 1 xapakrtepuctika OIIC

OrgerymuTend (KOJIHIECTBO, BH)

Hayuano-cnpaBo4HbIi annapar;

KonnuecTno omuceit gen, JOKYMEHTOB/H3
HHX B 3 3K3.

Buag! xaproTex

Hamrauie TonorpadHIecKHx,
IMOCTEINKHBIX YKasaTeleH

JOMKXHOCTE TToanuce OHO
« » 20 rona

IlIpumeganns:

1. Crenens 3arpy>eHHOCTH XPaHWAHLIA paccunThBacTcs oo gopmyne X = I1°100: O; roe I1-
NIOTOHHEIE METPBI CTEIUIAXKEH, 3aHATHIC NoL foKyMeHTaMH, O — obmmee KomMYecTs0 MOrOHHEIX
METpOB cTejuraxeit B xpaawmame, 100 — 100%).

2. TIpoleHT KapTOHNPOBaHH paccUuTEIBacTCA Ho popMyne x = K.100 : A; rae K — xomauecTrO
3aKaPTOHMPOBAHHBIX e, A — obiee KomraecTso Aen, 100 — 100%). HectauaapTHeie fena MOXHO
HE YYHTEIBATb.

HavyansHUK apXABHOTO OTAENA
a[IMHEHCTPALHH MYHHIIHOAIBHOTO

obpasopauns Ycre-JlabuHckuii paiion ///7 e A.H. Paggenko
5. (‘(//po //



