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MOPSIIOK
MO MPUMEHEHHUIO NEPEYHSI TUMIOBBIX YIIPABJIEHYECKHUX APXUBHbBIX
JOKYMEHTOB, OBPA3YIOIUXCSI B IPOLECCE JESITEJIbHOCTH
MYHUIUTAJIBHOI'O KA3EHHOT'O OBILIEOBPA30BATEJIBHOI'O YUPEXJIEHUS
«CYUKOBCKASI CPEJIHSISI OBIIEOBPA3OBATEJBHAS IIKOJIA», C YKAZAHUEM CPOKOB
UX XPAHEHUS

1. O0mne moJ10KeHUSA

1.1. Tlopsmox mno mnpumeHenuto IlepeuHss THMOBBIX YHPABICHUYECKUX aAPXMBHBIX JIOKYMEHTOB,
00pa3ymIIUXCs B MPoLecce AATeIbHOCTH MYHHUIIMIIATHHOTO Ka3eHHOTO 00111e00pa30BaTEIbHOTO YUPEKACHUS
«CyuKoBCKasi cpeiHsisi 001eo0pa3zoBaTebHas MKoJa», ¢ YKa3aHUEeM CPOKOB UX xpaHeHus (nanee - Ilopsiok)
pa3paboTaH B COOTBETCTBHUH C 4acThI0 3 cTaThu 6 PenepalibHOTO 3akoHa OT 22 okTsi0ps 2004 r. N 125-03 "O06
apxuBHOM Jeine B Poccuiickoit @enepauun", noanyHkrom 6 nyHkra 6 Ilonoxenus o denepaibHOM apXUBHOM
are’HTcTBe, yTBepkaeHHoro Ykazom Ilpesupentra Poccuiickoir @epepamuu ot 22 uroHs 2016 r. N 293,
[Ipukazom PocapxuBa ot 20.12.2019 N 237 «O0 yrBepxkaenun MHCTpykiuu mno npumeHeHuro llepeuns
TUTOBBIX  YIPABIEHYECKUX apXUBHBIX JOKYMEHTOB, O0OpasymoIIMXcsi B  Ipolecce JesATEIbHOCTH
roCy/lapCTBEHHBIX OpPraHOB, OPraHOB MECTHOI'O CAMOYIPABJICHHUS W OpraHu3alui, ¢ yKa3aHHEM CPOKOB MX
XpaHEHUs», PErIaMeHTUPYIOIIMMHU COCTaB U CPOKU XPaHEHUS OTJENIbHBIX BUOB IOKYMEHTOB.

1.2. Hacrosmuii MOpsIOK yCTaHABIUBAET MpUMEeHEeHHE [lepedHs THUITOBBIX YIPABICHUYSCKUX apPXUBHBIX
JOKYMEHTOB, 00pa3yIouxcs B Mpolecce NesSTENIbHOCTH IIKOJbI, C YKa3aHUEM CPOKOB UX XpaHeHus (najiee -
[lepeuens) u peTHa3HAYCHA JIJIS KCTIOIB30BAHUS B MPAKTUKE PAOOTHI IITKOJIBI.

I1. Haznavenue Ilepeuns

2.1. Ilepeyens ABASAETCSI HOPMATUBHBIM IIPABOBBIM AKTOM, YCTaHABJIMBAIOIINUM CPOKH XPAHEHUS THUIOBBIX
YIPaBIE€HYECKUX apPXHUBHBIX JOKYMEHTOB, OOpa3yIOLIMXCsS B IpoOLiecce AESITEIbHOCTH IIKOJIBI, HA OCHOBE
TpeOOBaHUH EHCTBYIOIIETO 3aKOHOIATEIbCTBA, MHBIX HOPMATHUBHBIX MPABOBBIX AaKTOB C YU€TOM MPAKTUYECKUX
3aJ1a4 XpaHEeHUs JJOKYMEHTOB M X UCTOPUYECKOM 1IEHHOCTH.

2.2. TlepeueHp BKJIIOYAET BHUIBI JOKYMEHTOB, 0Opa3yloIIUXcs MPU JOKYMEHTUPOBAHUHM OIHOTHUITHBIX
yIpaBIeHYECKUX QYHKIUH.

II1. Crpykrypa Ilepeuyns

3.1. Ilepeuens conepxut 12 pa3nenos:

3.1.1. Tlepmorii pasmen "OpraHuzamusi CHCTEMBI YIpaBJICHUS" COICPKHUT IOKYMEHTBI, OTpPa)Karollue
HOPMAaTHBHO-TIPABOBOE OOECIIEYEHUE JESATEIBHOCTH, PACHOPSIIUTENBHYIO JAEATeNIbHOCTh, JOKYMEHTBHI IO
OpraHMU3alOHHBIM OCHOBAaM YIIPaBJIEHHUS, BKIItOUas co3faHHue (JTMKBUIAIMIO) OpraHU3alUid, OpraHu3aluino ux
NeSTeNbHOCTH, YIpaBICHHE M PACHOPSHKEHHE HMYIIECTBOM, OCYIIECTBIEHHE (DYHKIMM  KOHTPOJI,
OpraHM3aIMI0 JOKYMEHTAIIMOHHOTO 00ECTeYeH s YIPABICHUS U XpaHEHHs IOKYMEHTOB, a TaKKe JOKYMEHThI
110 BHEAPEHHIO NH(OPMAIIMOHHBIX TEXHOJIOTHH.

3.1.2. Bropo#t paznen "llmaHnpoBaHue OEATEIBHOCTH" COAEPKHUT JTOKYMEHTBI, OTPAXAIOIIHUE BOIPOCHI
IIPOrHO3UPOBAHUS, NMEPCHEKTUBHOTO M TEKYLIETO IUIAHUPOBAHMS M OTYETHOCTH O BBINOJHEHWM IUIAHOB,
LIEHOOOPa30BaHus, a TaKKe JOKYMEHTBI, 00pa3yroIiuecs: B JeSTEIbHOCTH OpPraHU3alMy MPH OCYLIECTBICHUU
3aKyNOK TOBapoB, pa0oOT, yCIAyr AN  MYHUIMNAIBHBIX HYXK[, 3aKyIOK OTAEIbHBIMH BUJAMHU IOPHIUYECKUX
JIULL; TOKYMEHTBI, HEOOXOIUMBIE JIIsl TOTY4YEeHUsI TPAHTOB.
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3.1.3. Tperuii pazgen "®duHaHCHUpPOBAHUE JEATEIBHOCTH" COJNEPKUT JOKYMEHTHI 1O (HOPMHUPOBAHHIO
OI0/KETOB, O pa3padOTKe W M3MEHEHUN (PMHAHCOBBIX IUIAHOB, O (PMHAHCOBOM OOECTICUCHHUH BCEX HAIPaBJICHUI
JesTeIbHOCTH OpraHu3auy, (HHAHCOBOW OTYETHOCTH; JOKYMEHTHI IO 3aJ0KEHHOCTSIM OpraHu3alliu.

3.1.4. Yeteptoii paszmen "YdUeT M OTYETHOCTH"' BKJIIOYACT JOKYMEHTHI MO OyXTalaTepcKoMy,
CTAaTHUCTUYECKOMY YYETY M OTUETHOCTH, YUETY OIUIATHI TPYAA, JOKYMEHTHI TI0 HAIOTOOOIOKEHHIO, & TAKXKE 10
y4eTy UMYIIEeCTBa.

3.1.5. Tlareiii paznen "MHopmanroHHas NeSTEIBHOCTL" COIACPKUT JOKYMEHTHI 00 MH(DOPMAIMOHHOM
NesITeNIbHOCTH, 00 y4acTUH B BBICTABKAaX, sipMapKax, ecTUBAIIAX, IPE3EHTAUAX U JP.

3.1.6. Llectoii pazmen "TpynoBble OTHOLICHHA" COAEPKUT JOKYMEHTHI 00 OpraHuM3aluu Tpyaa |
CIIy>)KeOHOM N1eATeNbHOCTH, HOPMHPOBAHUM TpyJa, TapuduKalMUM, OIiaTe TPyJda, a TaKKe JOKYMEHTHI IO
YIIYYLICHHUIO YCIOBUM U OXpaHe TPy/a.

3.1.7. Cenpmoii paszmen "KampoBoe oOecrieueHue" COACPKUT JMOKYMEHTHI IO IMpUEMy, NEPEBOAY Ha
IpyTylo pabory (MEepeMeIeHUI0), YBOJBHCHHIO pPaOOTHUKOB, KaJpPOBOMY Y4Y€Ty, MPOTHUBOACUCTBHIO
KOPPYILHMH, aTTECTAllH, MOBBIILICHUIO KBATH(PUKAIMK U HPOodeCcCHOHAIBHON MEepernoaroToBKe pabOTHHUKOB,
HE3aBHCHMOU OILIEHKE KB (DUKAIMH, HATPAXKICHUIO.

3.1.8. Bocemoli  pasmen  "MarepuanbHO-TeXHUYECKOE oOecreueHrne JesTEeNbHOCTH"  BKIIFOYAET
JOKYMEHTBI, 0Opasyloniuecs B Xoje 00ecnedyeHHus OpraHu3aluyd HEOOXOIUMBIMH MaTepualiaMu (CBIPHEM),
o0OpynOBaHUEM M JIPYroil MPOIyKIMEHl, a Takxke B paboTe MO OpraHu3aluy XpaHEHHUS MaTepHalIbHBIX
LIEHHOCTEM.

3.1.9. MeBarbii pasgen "AIMUHHCTPATHBHO-XO3SHCTBEHHOE OOCCIICUCHHME JEATECILHOCTH" COICPIKHUT
JOKYMEHTBl TI0 AJAMUHUCTPATUBHOMY U XO3SMCTBEHHOMY OOCTY>KMBAHHUIO OpTraHU3allMM: HKCILTyaTaluu
3/1aHuH, CTPOCHHUIA, COOPYKECHHI, TPAHCIIOPTHOMY 00CITyXKUBAHUIO, nH(pOpMaIMOHHO-
TEJIEKOMMYHUKAITHOHHOMY 00eCTIeueHHIO.

3.1.10. [Hecatsiii pazaen "OOecneyeHue pekuma 0€30MacHOCTH OpraHU3alui, rpakaaHcKas o0opoHa U
3allUTa OT YPE3BBIYANHBIX CUTYAlUNU'" COACPIKUT TOKYMEHTHI TI0 OpraHU3allMKi OXPaHbl, TPOITYCKHOTO PEKUMA,
OpraHM3ally AaHTUTEPPOPUCTUUECKON 3AIUIIIEHHOCTH U TIOKapHOI 0€30MacHOCTH, OpraHU3aIH TPAKIAHCKOM
0OOPOHBI U 3AIUTHI OT YPE3BBIYANHBIX CHTYaLUH.

3.1.11. Opunaauatsiii pazaen "CounanbHO-OBITOBBIE BOIPOCH!" COAEPKUT JOKYMEHTHI IO COLUATBHOMY
CTPaxOBaHUIO, COIMATLHOM 3aIUTE, 00CCIICUCHUIO )KIIIEEM M KOMMYHAIBHBIM YCITyTaM.

3.2.  OrtnensHble  pazfensl  llepedHss uWMEOT  MOApa3Aenbl, MO3BOJSIOIMIME  JOMOJIHUTEIBHO
CHUCTEMATU3UPOBATh CTaTbU BHYTPH pa3zeiioB. JIOKyMEHTHI B pa3zienax u nojapaszenax [lepedns pacmnoiaokeHsl,
Kak MpPaBUIIO, MO CTENEHU 3HAYUMOCTH BOIIPOCOB M BHJIOB IOKYMEHTOB B JIOTUUECKOW MOCJIEI0BATEIbHOCTH. B
pslle CaydaeB UCIOJIB3YEeTCS] TEMaTUYECKHM TPUHIUIT CHUCTEMATH3allid JIOKYMEHTOB BHYTPH pa3/iesioB
(moapasnenos).

3.3. Ilepeuens umeer 4 rpadol. B rpage N 1 [lepeuns ykazaHbl HOMepa cTaTed (CTaThbsM MPHCBOEHA
eIMHas CKBO3HAas HyMmepaius), B rpage N 2 mpuBeeHbl HAUMEHOBAHMS BHJIOB JOKYMEHTOB, B Tpade N 3
YKa3aHbl CPOKU XpaHEHUs! IOKYMEHTOB, B rpade N 4 npuBeieHbl IPUMeUaHus K CTaThsIM (IIPU HATUYHH).

3.4. Crarbu IlepeuHsi, B OCHOBHOM, MMEIOT 000OILIEHHbIE (HOPMYIUPOBKH, TaKue Kak '"JTOKYMEHTHI",
"mepenucka", "mema". Ilpu wucnonpzoBaHUM OOOOIIEHHBIX (DOPMYIUPOBOK B CKOOKaX pacCKPBHIBAIOTCS
HaMMEHOBAHMS OCHOBHBIX BHJIOB JIOKYMEHTOB IO JaHHOMY Bompocy. B psane crareit Ilepeunss ykazanbl
OTJIETbHBIE BHUIBI JIOKYMEHTOB, Takuhe Kak 'mpukaswl', "pemenus", "mumanel", "oTuersl", "TPOTOKOIBI",
"moroBopsl".

3.5. Ilpumeuanus K craThsaM [lepedHss KOMMEHTUPYIOT M YTOYHSIOT CPOKH XPAaHEHHUS JTOKYMEHTOB WU
MOPSII0K UX UCUUCIICHHUS.

3.6. K Ilepeunto cocraBieH "YkaszaTens", B KOTOpOM B aja(aBUTHOM MOPSAKE MEPEUUCICHBI BUIbI
JIOKYMEHTOB CO CChUIKaMU Ha HOMEpPa COOTBETCTBYIOLIUX cTaTeil [lepeuns.

IV. OnpegeneHne CpokoB XpaHEeHUs1 AOKYMEHTOB

4.1. Cpoku XpaHEHHUs apXMBHBIX JOKYMEHTOB HE3aBHUCHUMO OT MECTa UX XPAHEHHS MCUUCISIOTCA C |
STHBaps TOJla, CIEAYIOIIETO 3a TOJIOM, B KOTOPOM OHH OBUIM 3aKOHUYEHBI JEIOMPOM3BOJCTBOM. BpeMmeHHbIe
CPOKH XpaHEHHUsI pEeCTPOB, KHUT, KYPHAJIOB UCUHUCIIAIOTCS ¢ | SIHBaps rojaa, CIeayromero 3a roioM, B KOTOpOM
OBLIIO 3aBEPIICHO UX BEJCHUE.

4.2. Cpoku xpaHEeHUs1 JOKYMEHTOB HE 3aBUCAT OT BUJA HOCUTEJIS U OTPAHUYEHUS JOCTYIa K HUM.

4.3. Cpoku BpeMeHHOTO XpaHeHus nokymeHToB (1 rox, 3 rona, 5 ner, 6 ner, 10 ner, 15 nert, 45 net, 50
net u 75 ner), yctaHoBlneHHbIe [lepeuHeM, MOKHBI COONIONATHCS BCEMU OpTaHU3aIlUsIMU HE3aBHCUMO OT UX



OpraHU3aIMOHHO-TIPAaBOBBIX (popM U dopm cobcTBeHHOCTH. [locie ncreueHus: CpoKOB BPEMEHHOTO XpaHEHHUs
JOKYMEHTBI IOAJIEKAT YHUUYTOKCHUIO. YHHUYTOXKCHHE JOKYMEHTOB 0 HCTCUEHHUS CPOKOB HX BPEMEHHOTO
XpaHeHus 3amnpeniaercs. Hapyiienue TpeboBaHMii 0 XpaHEHUH TOKYMEHTOB BJIEYET 3a cO00M OTBETCTBEHHOCTD,
MPEyCMOTPEHHYIO 3aKOHOAATENbCTBOM Poccuiickoit @eaepanuu.

4.4. Cpox xpaneHus '"IlocrosHHO" (IloCcTOSIHHO), YCTAaHOBIEHHBIA JJISi ONPEICIICHHBIX BHJIOB
JOKYMEHTOB, O3HayaeT, 4YTO YyKa3aHHblE JOKYMEHTbI, OOpa3oBaBLIMECS B JAEATEIBHOCTH HCTOYHHKOB
KOMILICKTOBAHUS TOCYJAPCTBEHHBIX MM MYHUIIMIIAIBHBIX apXUBOB, BKJIFOUAIOTCS B COCTaB ApXUBHOTO (OHAA
Poccuiickoit @enepanuy 1 NOLJIEKAT IIepefade Ha MOCTOSIHHOE XPAHEHNUE B COOTBETCTBYIOIINE APXUBBI I10CIIE
UCTEYEHUSI CPOKOB UX BPEMEHHOT'O XPAHEHUS B OpraHU3aLUIX:

15 ner nast 1OKyMEHTOB (hefiepalibHbIX OPraHOB IOCYJApCTBEHHOM BIIACTH, MHBIX TOCYAApPCTBEHHBIX
opranoB Poccuiickoii @enepanuu (B TOM 4uciie OpraHoB Ipokyparypsl Poccuiickoit @enepanun, LlenTpanpHoii
n3buparenpHoi  komuccuu  Poccmiickort  ®enmepanuu, CuetHoit mamatel Poccumiickoit  deneparum,
Lentpansnoro 6anka Poccuiickoii ®enepannu (banka Poccun), a Takke a7l TOKyMEHTOB TOCYJapCTBEHHBIX
BHEOIOJKETHBIX (DOHJIOB, TI'OCYIApCTBEHHBIX KOPHOpalMH, IOCYAApCTBEHHBIX KOMIAHUNH U (eaepanbHbIX
OpraHu3alui;

10 ner 11 TOKYMEHTOB OPraHOB I'OCYAApPCTBEHHOM BJIACTH, HHBIX TOCY/IaPCTBEHHBIX OPIaHOB CYOBEKTOB
Poccwuiickoit @eneparnuu u opranuzaiuii cyobekToB Poccuiickoit denepaiuu;

5 net Ui JOKyMEHTOB OPIaHOB MECTHOI'O CaMOYIIPABJICHUS U MyHULIUIIAIbHBIX OpraHUu3alui.

HerocynapcTBeHHble OpraHW3alliy, BBICTYIAIONIME HUCTOYHUKAMU KOMIUIEKTOBAaHUS T'OCYIAapPCTBEHHBIX
WIM MYHHULMIAJIBHBIX apXHMBOB, IIEPENAIOT JOKYMEHTBI CO CcpokoMm XpaHeHus '"llocrosHHO" B
COOTBETCTBYIOILIME apXUBBI B CPOKH, ONPE/IEIIEHHBIE JOTOBOPOM.

Cpok xpanenus "IlocTostHHO" a1 TOKYMEHTOB, 0Opa3oBaBIIMXCSA B JESATEIbHOCTH OpraHM3alui, He
BBICTYNAIOUIMX MCTOYHUKAMHU KOMILJIEKTOBAHMS TOCYIapCTBEHHBIX WM MYHULIMIIAJIbHBIX apXHWBOB, O3HAYaeT,
YTO yKa3aHHBIE JOKYMEHTBI XpPaHATCA B OpraHusanusax He meHee 10 mer.

4.5. Cpok xpaneHus "Jlo TUKBUIALMU OpraHU3alMU" O3HAYAET, YTO YKa3aHHbIE JOKYMEHTBI XpaHsTCS B
OpraHM3alyy 10 €€ JMKBHUJALUHU, HE3aBUCUMO OT TOIO, BBICTYNA€T WM HE BBICTYNAET 3Ta OpraHu3auus
HMCTOYHUKOM KOMIUIEKTOBAHMSI TOCYJApCTBEHHOIO WJIM MYyHMLIMNAdbHOro apxuBa. [lpu nukBuzanuu
OpraHM3alMy 3TH AOKYMEHTBI IOJUIEKAT HKCIEPTU3€ LEHHOCTH M BO3MOKHOMY BKJIKOYEHHIO B COCTaB
ApxusHoro ¢onna Poccuiickoit deneparmn.

4.6. Cpok xpaHenus "Jlo MMHOBaHMS HaJOOHOCTH" O3HAYaeT, YTO OpPraHU3alMsl caMa OIpeeNsIeT CPOK
XpaHEHUsl YKa3aHHBIX JOKYMEHTOB, OJHAKO ATOT CPOK HE MOXKET ObIThb MeHee OAHOro roaa. Cpok XpaHEHHs
"Jlo MUHOBaHUS HAaZOOHOCTHU" YCTAHOBJEH AJIS TAaKUX JOKYMEHTOB, KaK MPOEKTHI JIOKAIBHBIX HOPMAaTHBHBIX
aKTOB OpPTraHU3alluU, JOKYMEHTBI, IPUCIAHHbIE /ISl CBEICHUS, KOITUHU IOKYMEHTOB.

4.7. Cpok xpanenust "J/[o 3aMeHBI HOBBIMH' NPUMEHSETCS, KaK IPAaBWIO, K KOMHUSIM HOPMaTHUBHBIX
JOKYMEHTOB, KOTOpbIE MPUCHUIAIOTCS B OPraHU3aIUI0 JJIsl UCIIOJIb30BaHMsI B pab0Te, U O3HAYaeT, YTO JIaHHBIE
JOKYMEHTBI XPAaHATCA JJO UX OTMEHBI U 3aMEHBI HOBBIMHU.

4.8. Cpok xpanenus 50/75 ner, yCTaHOBJIEHHBIH ISl JOKYMEHTOB IO JMYHOMY COCTaBYy, O3HAuaeT
CIIeyIOIIEE:

CPOK XpaHEHMs YKa3aHHBIX JIOKYMEHTOB, 3aKOHUYEHHBIX JeJonpou3BojacTBoM a0 | sHBaps 2003 roxa,
cocTaBysieT 75 NeT;

CPOK XpaHEHUsl YKa3aHHBIX JIOKYMEHTOB, 3aKOHYEHHBIX JeNIonponu3BoAcTBOM mocie 1 suBapst 2003 roxa,
cocrasiser 50 ner;

M0 UCTEYEHHUH JIaHHBIX CPOKOB XPaHEHUs JJOKYMEHTHI 110 JIMYHOMY COCTaBy, 00pa30BaBIlKECs B Mpoliecce
JESATEIBHOCTH MCTOYHUKOB KOMILIEKTOBAaHMS TOCYJAapCTBEHHBIX W MYHHULUIAIBHBIX ApPXUBOB, IOAJIEXKAT
AKCIIEPTU3E LIEHHOCTH;

JOKYMEHTbl 110 JIMYHOMY COCTaBY, OOpa3oBaBIIMECS B CBSI3M C MPOXOXJIECHHEM TIpakJaHaMU
rOCy/lapCTBEHHOM CIIy>KObI, He SBIISIIOIIENCS TOCYIapCTBEHHOM TPaXJaHCKOM CIy>KOOW, XpaHSATCS B
rOCYJJapCTBEHHBIX OpraHax, B KOTOPBIX TpaKJAaHE MPOXOJWIN TOCYAAPCTBEHHYIO CIYyXOy, HE SBISIOLIYIOCS
roCy/1IapCTBEHHON I'pa)KIaHCKOW CIy»)OOM, B TedeHHe 75 JIeT mociie MpeKpalieHus TOCyJapCTBEHHOM CIIyKOBbI C
IIPOBEJICHUEM DKCIEPTU3bI LIEHHOCTH JOKYMEHTOB I0CJIE€ UCTEUEHHsI YKa3aHHOTIO CPOKA XPaHEHUS.

4.9. Ormetka "OIIK", mpocTaBieHHas K CpoKaM XpaHEHHS OTAECIbHBIX BUJIOB JIOKYMEHTOB, O3HAYAET, YTO
yKa3aHHbIE JTOKYMEHTHI WJIM YacTh YKa3aHHBIX JIOKYMEHTOB MOT'YT ObITh OTOOpaHBI Ha MOCTOSIHHOE XpaHEHHE
10 pe3yJibTaTaM 3KCIEePTU3bl UX IEHHOCTH.

4.10. CHmXeHue CpOKOB XpaHEHMsI, yCTaHOBJIEHHbIX [lepeuneM, 3ampeaercs.

4.11. Opranuzauuu BOpaBe MPOJAJEBAaTh CPOKHM BPEMEHHOI'O XpaHEHHsS JOKYMEHTOB IpPHU IMPOBEIECHUU
9KCIIEPTU3BI LIEHHOCTH JOKYMEHTOB. [IoBbIIIEHNE yCTaHOBIEHHBIX [lepeuHeM cpOKOB XpaHEHMsI IOYyCKAETCs B



TeX CIIydasix, KOrja 3T0 00yCIOBICHO OCOOCHHOCTSIMH pa0OThl KOHKPETHON OPTaHU3AINH U €€ TPAKTUICCKIUMHU
MOTPEOHOCTSMH.

V. MNopsapok npumeHeHus MNMepeyHsn

5.1. IlepeueHb UcCMONB3yeTCS MPHU MOATOTOBKE IEpeuHed OKYMEHTOB, 00pa3yIoluxcs B Mpoliecce
JESITENbHOCTH C YKa3aHHUEM CPOKOB UX XPaHEHUs, TUIIOBBIX U MPUMEPHBIX HOMEHKIIATYp JIeJI TpHU pa3paboTke
WHJMBUIyaJIbHBIX HOMEHKJIATYp eIl

5.2. Tlpu pa3paboTke BHIIICYKA3aHHBIX MEPEeYHEH IOKYMEHTOB HCIIONb3yeTcs CTpykTypa Ilepeuns,
BHUJIOBOM COCTaB JOKYMEHTOB, OTPaXCHHBIA B €r0 CTaThsIX, CPOKU XPaHEHUs NOKYMEHTOB. CpOKHM XpaHEHHS
JOKYMEHTOB B IIEPEUHSIX HE MOTYT ObITh HHXKE T€X CPOKOB, KOTOPBIE YCTAaHOBJICHHI [lepeunem Uit TOKyMEHTOB
TOrO € BUJA.

5.3. Ilpu moAroToBKE HOMEHKJIATYp [€J1 MCIOJIb3YIHOTCS IpHUBENEHHBbIM B Ilepeune BHOBOM cocTaB
JOKYMEHTOB U YycTaHOBIIeHHble [lepeunem cpoku wux XxpaHeHusd. HaumeHOBaHMS BHIIOB JOKYMEHTOB
KOHKpeTu3upyrorcea. K cpoky XxpaneHus gaercs ccbuika Ha cratbio [lepeuns. [Ipu Hanuuuu Ipyrux nepeyHen,
TUIIOBBIX WJIM IPUMEPHBIX HOMEHKJIATYp JIe JAeTCs CChUIKA Ha COOTBETCTBYIOIIMI IepeueHb (HOMEHKIATYPY).

5.4. JIokyMEHTbI JOJKHBI IPUHUMATBCS HA XPAaHEHUE B TOCYJapCTBEHHbIE, MYHULIMIIAIbHBIE aPXUBBI, KaK
MIPaBUJIO, B BUJE MOJUIMHHUKOB. [Ipy MX OTCYTCTBMM MOT'YT IPUHUMATHCS 3aBEPEHHBIE KOIUU.
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