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1. O6urue fio,to]KeHr4fl
1.1. B MyuuqunanbHoM 6ro4xiernona o6rqeo6pa3oBa.reJrbHoM ylrpex/teuaa <Lllxo,ra 1\b43>

ropoAcKoro oKpyfa Calrapa (aanee LUxo:ra) 
^nfl 

xpaHer{Hl 3aKoHrregHblx
Aenonp or4 38 OACTBOM AOKyMeHTOB cO3AaeTc fl apx4B.

1'2' IIIr<ona BbIAeJLser noA apxt4B rloMerreHr4e, orBeqarculee rpe6oBaHrlflM o6ecue.leHu.q
coxpaHHocrh A'KyM.HTOB) a raK)Ke coorBercrByroulee o60py40eaHne,

1'3' 3aeeaoBaHIre apxl{BoM nopyqaercs orBercrBeH'oMy nuuy, Ha3HaLraeMOMy rrprzKa3oM
nr4pelflopa LUrcortr.

1'4' B ceoefi pa6ore orBercrBeH.'stit sa apxaB LUro,ru pyKoBoAcrByercr 3ar(oHoAare,rrbHbrMa
aKTaMV Poccaficrcofi @e4epaqzu no apxl{BHoMy AeJry, }ropMarr4Blro-Me.foA}.rLrecKr.{Mr4
AoKyMeHTauu MuurpyAa PoccaI4 a oe4epalbHoro apxuBr'rofo afeHTcrBa Poecnn, [puKa3aMr4 14

yKa3aHr4rMr4 AAp eKTOpa lllxolrr 14 Ha0To.suluM n o J,r ox er r H e M .

I . 5, KoHrponb AerreJrbHocrri apxHBa ocyqecrB,,r.qer AupeKTop ILI xol'.

2. Cocras AoKyMeHToB apxr.rBa
B apxun repeAarorcrr:

2'1' 3ar<ouqeHHbIe Aenorrpol'I3BoAcrBoM Aor{yMeHTbr, o6pa:onaB[ruecfl B Aer-r.eJrbHocrt,
IIIxolu:

- Aena locTorrHFrofo xpaHeHr4{;

- Aena BpeMerrHoro (casrrue l0 ,rer) cpoKa xpaHelrnr;

- AOKyMeHTbT rro nvr{HoMy cocTaBy;

- cnlpaBor{Hltfr annapar K AoKyMeHTaM apxl4Ba (onncu, HoMeFrKnarypbr Aen, Kaprorer(r4 a r. n.).

3,3aAa.rlr r,r Qyuxqr.rn apxr.tBa
3. LOcnoeHbrMr.r 3aAar{aMr4 apxuBa rB:trrrorcr:

- KOMrIJieKroBaHIie apxr4Ba AoKyMeHTaMU, COcraB KoropL,rx [peAyoMorpeH pa3Ae tor,t 2
HacTorruefo |Iono]KeHU.q;

- o6ecne.{eHue coxpaHHOCTr4 14 yqer npr4Hrrrbrx Ha xpaHeHr4e AOr(yMeHTOB;
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opraHu3arlHn npaKrarrecKoft pa6orbl cB.r3aHHorI s uclloJlb30BaHueM A0l(yMeHTOB.
xpaHf,urr4xcx B apxr4Be, *,

- KOHTpOnb [paBr{nbHoro QopnrrnpoBaHr4rr r.r oooprurrertrlr AOKyMeHl.OB B AenOnpo},r3B0/tc.rBe.
or6opa u roltforoBKr,r lrx K nepelaqe Ha apxvr BF{oe xpane}lHe.

'-).2' B coorBercrBl4t{ c BblllorHqeMbrMr4 3aAaqaMr4 orBe'rc'rBeuHuil :a apxuts ocyruecrBnrer
cne4ylorque Qyurcqurz :

- npI4HI'IMaer rlocJle 3aBepIIreHI4q Aenonporz3BoAcrBa, yqr4TbrBaer 14 xpalrr4T o6pa:oaan[ruecn
B AeflTerlbHocrl4 opraHI43ar\vr4 AoKyMeHTbr, o6pa6oraurrbre B coorBercrBr.l.l c AeiicrevrourHN{a
npaBr4rraMa:'

- opraHl43yer pa6ory no roAfoTosKe oflnceil 3aBepuer{Hbtx /\enonpoh3uoi{c'r'uoM llol{yMetl.oB
IIocTo.sHHO|O Xpar{eHuf, LI ilo Jr}1qr{oMy cocTaBy;

- ocyulecTBrltler yr{er ilo FIoMeHI(JlarypaM !,en AoKyMerrroB BpeMeHHOfO Xpar{eHHq;

- o6ecnequBaer nonHyro coxpaHHocrr rrplir,lfllbrx Ha xpaHeHr4e Aen;

- co3Aaer, nonorH.ser Ir coBepueHcrByer yqerHo-cnpaso.rutril annapar K xpaHrulqMcr B

apxaBe AenaM r,1 AoKyMeHTaM;

- opfaHtr3yer acnorrb3OBaHrre xpar{flLquxcr B apxrrBe AoKyMe il1.OB;

uuSopur'tpyer aAMI4Hacrpatlt'tlo u pa.6orrruron LLIrcolsr o cocraBe A ooAepr(aHr414

AOKyMeHTOB apxr4Ba;

- BbIAaer B ycraHoBrIeHIlOM IOpqAKe xpaFr.qrur.{ecn B apxHBe Aena ].i Aor(yMeHrbr Ant
II C rro JI b3 O B arrr4tr B np aKTr4 r{ e cr( r4x t r Apyf r4x rle Jrsx ;

BeAer yrler BbIAaqu apxHBHbIX Aen v Aor(yMeHTOB, OCyLqecrBnrrel. r(orrrporlb 3a
CBOT3BpeMeHHbIM I,IX BO3BpaxleHr4eM B XpaH[nhI]le,

- npoBoAl4r 3I(CneprI,I3y I{eHIlOCTH AOr{yMeHTOB, XparrflulHXct B apxhBe, 0BoeBpeMerIHo
or6npaer K yHr4r{Tor(eHzro Aena c j4creK[ruMrj cpoKaMr.] xpaHel{hr;

- oKa3blBaer MeroAl4r{ecKylo rloMou{b B COCTaBrer{r.rr4 FroMerrrsarypbr Aen, KoHTponr4pyer
npaBI4nbHocrb SopuzponaHlla 14 oQopvleuu fl l\en ts Aexorpor{3BoAcl.Bc, rroAforoBKy
IoKyMeHToB K rrepeAaqe B apxr4B LUxo,rtr;

,4. OreelcrBeHHoe rrnrlo 3a apxuB
4f.1. B qe,rfix BbrrrorrHeHzr Bo3ro)r(eltrJr,lx 3a/la,r n (lyurcL1nil orBerc.fBculroe J]14t_[o 3a apxr4B

hMeer 
trpaBo:

- KoHTpoJrI'IpoBarL co6lro4euue e ]lh(o,'Ie ycraHoBnennbrx npaBu,r pa6o.r.u s /loKyMeHTaMH,
o6eone'leH]att r4x coxpaHllocra, Kaqecrea or6opa 14 noAlo'r'oBrc.i Ae.Jr K uepeAalre Ha apxuBHoe
xpaHeH14e;

- BHocI4Tb Ha paccMorpeHlie aAMuHllcrplaquu LlkoJtbt rlpeAJro)t(errnrr, HalpaBreHlbre flzl
yry't{ureHl4e B crpyKTypIIr,IX nof(pa3AeJleFtl4.qx pa6olst tro ocpopr',r:retruru Aor(yMeH1oB,
Qopuzpona'ulo ux B AeJIa, noAfo'foBl{e AoKy\,reHroB r( ,,epeAaqe r]a apxhBHoe xpelHerr4e;

--npeAcraBr.srE, B ycraHoBJIeHHoM uoprAxe 3arBr(r4 ua o6ecneqeHr4e apxhBa ueo6xo4r4Mr,rM
o6opy4onaHr4eM a Marepr4anaMz, rrpoBeAernte peMoHrurrx pa6or a r. n.

15. OpraHr.rsawrl Aor(yMeHToB B apxr.tBe
15.1. [or<ynaeura,rsHni 14 apxr.rBru,rfr cboug ]Ilxo,ru.
l3c's coeoKynHocrb AoKyMeHToe, o6pa:ylonu4xcr B /lerreJrbuocru LUxoJ,rbr, oocraBrrrer ee

AoK,/MeHra.llnrrfr QoHA,

,{oxynaenTlt, o6pasyloull4ecfl B AerreJ]brrocrr4 [Uxo,rlr ilo cpor(aM xpaHer rr.J,,
noApa3AenrrloTcfl Ha:



Oprutrr.uur" aony 
ryy

{oxynreHrbr rro rruqHoMy coc.taBy Bbrl(errtorcfl B
o6oco6leHHo 14 BKnloqarorc, B orAenbHyro orlacb.

- Aor(yMeHTbr BpeMeHHOfO cpoKa xpaHeHI4.A (ao 10 JTer Br(nrcqarelsno):
- AOKyMeHTbT AonfoBpeMeHroro cpoKa xpaHerrnr (cnr,rLre 10,,rer):
- Aor(yMeHrbr nocro.qHuoro (neuHor.o) xpauenur.

5.2. Opraurnarryfl.AoKyMeHToB B rrpeAeJla.K apxaBHor.o (iou4a.

B rlpeAenax apxl{BHoro Qori4a ylrerHo-KrTaccuQaraqzosuoii enuuutlei,t flBrr'ercrreru*',rJa xpaHeHr4r .qoKyMeHTOB. E4Arraqrr xpaHeHn,rr AOJI]r(HF,r 6urr onHcaHbr,cacreMarl43hpoBaHbl' BHeceHbI B orII'Ica u oQopu.nel'I)t B topr4r<e, o6ecneLrl{Bilrorr1eM 14x ylier,IIOLICK a ucnonb3oBaHlle.

ocooyro fpynny, cLlCreMaTH3hpyroTcff

Perracrpaql4oHHo-yqerHrte 
$opnr6r nox:yMeHToB rro J'.rrrHoMy cocraBy (rcur.rru, r(ypHanbryqeTa npl'lKa3oB o nplieMe, flepeBoAe, yBoJIbHeHhtt, Jtar{Hblx KapToLtel(, JIHLtHbtX l\eII,colraureHl4i' rcoHrpaxroB 14 Ap') rrlrro'rarcTc.s B otr4cb AoKyMeHToB fro Jrr,LrroMy cocraBy.

Ha,rh.rHste Aena yBonellHbrx corpy/ull4l(oB Mo)ner.cocl.aBrrrbclt orrleJu)rrarr or14cr,.{ela no nI4qHoMy cocraBy cucreMara3upyrc'fcr no xpoFroJrofl{LrecKoMy lrpr43HaKy.B npe4e'rax KOI(Aofo fora Aena ro rII4qHoMy cocraBy cacreMaru3r4pylorc.s ro cre,'eHLlBa)KHocrI4 - IIpt4Ka3bI o npueMe Ha pa6ory (rrpur<assr no rca4pav), uepeMeuloH 1114, yBorrL,reHr4rr,
JrI4IIeBbIe cqera' clll4cKIz, xypllaJlbl yr{era AoItyMcnroB no nnqrroMy oocraBy, Apyr.r4eperulCTpar{zoHHo-yrterHble AOKyMeFlrbr, Jr}.tqHbIe Aelrla.

Jlutiulte Aena u J'laLIHbIe l(aprorlKI4 yBoJre'rII)rx co'rpy,lr..1 r{oB or-lrocr,,-crr r{ ro/lyyBoJIbHeHI4fl n cr4crewarl'I3npylorct B fipeAerax ttantlloil fpynnbl rro aLrcpaua ry Qavtntnit.

6. Yqer AoKyMeHToB B apxuBc
6.1. O6rqze rpe6onaua, K yqery AOKyMeuroB.

lloa yqerHrrM AoKyMeHToM ror{r4 Maerc, .qoKyMeFrr
srzxcrzpyroqrzii llocrynJTeFI14e, BLr6sI'Lue, I(oJIaqecrBo, ooc.faB
AoKyMeHTOB B eAaHur]ax yqera.

Vuer 4oxyMeHToB B apxr4Be llkolu ,Brrercrr oAHt4M
coxpaHHOCTr4 14 KOHTpOJI' Izx Harlvrlufl.

vvery rroAnelr(ar Bce xpaHru{ uecfl B apxrBe Lllrco,ru AoKyMe}{Tbr,
vuer npou3BoAr4Tc.s nyreM npr4cBoeHar apxriBrbrM AoKyMerrr.anr (egnrrftrlaM yqera,

eAI4Hr4rIaM xpaueuux) yrrerHbrx uoMepoB B noMeHr(Jrarypc /lelr.
6'2'Yqer AoI(yMeHToB B apxt4Be ulxo,rt,r crpor4'rcr ll' ocrioBc co6lro4erru, llp,'ur,ro':

ueHTpaJrri3ar\w, Bbrpa)r(erlr.roil e rrpntretrcHur4 eAhr{brx eAr4HLtLl yrtcra; ytttzcparcaqau,
ocHo[laHHoia Ha co6rloAeHr4r4 npeeMcrBeHHocrl4 y.lela apxr.rBFtbrx AoKyMeFr.roB Ha Ilcex cralJwflxpa6ollr c HuMLr; AI4HaMur{Hocrlt, ooecleqfisaeMofi cBoeBpeMer{r-rbrM 14 oneparr4 BrblM BHeceHueM
us^aeHeHufr B yqerHble AoKyMeHTbt t'IJtI4 cocraBneH,eM roBbrx yqerHblx /loKy^4cr.foB; flonr]orbr
14 AOCroBepHocTLr yr{eTa.

llopn4orc Aocryna K yrlerHbIM AoKyMeFITaM, a'rri)r(e Ir yqerHbrM 6u:a,ra Airlrrbrx apxr4Baflkollt onpeAen.sercr flpaKa3oM pyr(oBoAcrBa oprarril3ar{ua, Bce yLrerHr,rc AoKyMeLrrbr apxrzBaLllxoLlr,r xpaH[Tcr B cneuuaJ,r.bHo Bbr/lereHHoM loMeueH14tr.

ycrarros.lreuuoil dtopnalr,
14 COC'fOt|Iflc apxtlB]lt)tx

r43 cpeAcrB o6ecneqeuufl r4x



7. llcrlo,'ru3oBa Hue AoKyMeHToB apxrdBa
7 'l ' foxyveurlt apxl4 Ba Llko,rtt tBJlrlorc' orxpr,rrr,rMr{ /-lirrr r..rc'oJlr,3or}arr}i,

coTpyAHr4r(aMZ.

Irlcxlroqesze cocraBn.ser AoKyMenrnpoBaHuarr r.iu{lop,r,raqnl, o.r.HeceHuarl
3aKoHoAareJTbHLIMI'I aKTaMI4 K Karerop r{r4 of p aH 14 q eH Lr o r.o /lo cryn a.

'7 '2' ocuosHblM14 Sopnaaurz 14 ctloJlb3oBaHr4.s AoKyMeHToB apxr4BarBJ'rorcr:
- zn0opvapoBaHl{e corpyAHl{I{os lllxomr o LraJrr4.rr4tr B apxuBe rex r4J',r l4rbrx

t4x rloAepxaH,r4r4:
llor(yMeHroB r..l

- ucrlorHeHlie 3anpocoB fpall(Aall v cropoFrHr4X Opranu:aqarZ corJnaJlbtro-trpaBoBOfO
xapaKrepa;

- BbrAar{a AOKyMeHTOB BO BpeMeHrIoe rronb3oBaHHe.

7'3' zHQopMLrpoBaHae u o'cilorlHeHl{e 3atpocoB ocyLqecrBJlsercfl orBc.rcr.tser]HbrM 3a apxr.iBro onpe4eleHHofr reMarl4Ke ro 3aupocy I4Irv B r.{rrhqr4arr.lBnoM roprrAr(e n cpopve
rzn(lopvaqLl oHHof o nr4cbMa.

J '4'l4ctonHeHae 3anpocoB rpa)I(Aall 14 op''aHr43aquil corrn"r)lro-npaBoror-o x.rparr.l.crra.
I4uQopnaaqur. co\LtarbHo-npaBoBofo xapaKrepa rto 3arrpocaM r-pax/lal h op].aph zatluit

Bbl!,aerctl n Qopve apxunHoi crpaBl(14, apxuenoi Korrr4r4 u apxunnofi Bb-r1l.1cr{r{.
ApxnnHal cnpaBKa - AoI(yMeHr, coAepr(auryh apxr.{BHyro nucpopivaqr4ro o rrperlMere

3arlpoca' c yKa3aHI4eM [oucI(oBbIX I(aHHbIX AoKyMeHToB, IIa ocHoBar.n4t4 r(oropb]x oFra
coc:faBIeHa.

Apxueua'a Kora.s - lloKyMeFIT, Bocnponseogaquil Ter(cr vutu vtzo6pi.l)r(crrue apxhBlror.o
AOK'yMeHTa, C yKa3aHr.{eM efo rroncKoBblx aaHHbtx.

ApxunHa'a BbIrII4cKa - AoI(yMeHr, AocJIoBHo Bocnpor43Bolsurafi Lracrr) l.eKc.ra apxuBFrofo
AOK'/MeHTa, orHoc{rlyroc.s K olpeAeneHHoMy Borrpocy, Qar<ry t4nt ,t4L\y, c yKa3aHr4eM
rror4 cKoBbrx AaHHbrx Aor(yMeHra.

Apxuenlte cnpaBKI4, BbIIII{cxu AKotrLlLr Br,rAarcTcrl Fra ocHoBaHu}l IIhcbMcr'rol.o 3anpoca
IIoJlb3oBarert, xoropsti Aorll(erl coAep)Karb HaHMelroBarrL{e (n arpec np}4 nepecsl,lrrrc)

oprttHl43alll,ll, rcoropoi.r oHr.r aApecoBanbl; r43no)r(crrr4o cyulecrSa 3allpocit; cl_rlnrnrrL.1o, fr i\4rr lJ
orqecrBo o6paqarorqel-oct; ero aApec, I(oll'falrrr;bre're.lrecporrr,r; Aary lr JrHluryro rrollrrr4cr,.

O6parqeunr rpa)r(AaH, B r(o.ropbrx orcyrcrByror Savnnnu, ,iApeoa H noAnhch
o6paularoqLlx,fl', cr{I4Tarorcq aHoHLrMHbrMr{ A Fre noAne)r(ar paccMorper{ulo; ,pr4 J,rr4rrHoM
o6parqenzz npl4 HaIrLrqvr4 {ranlulnu u aApeca Herocraroqa,{ r.rHcpopnaqul Mo)r(er 6srrl
BOCtlOr'IHeHa.

cpor ucnoJIHeHHt 3anpocoB cout4aJrbHo-[paBoBOl'o xapaK'r'epa r-pa)r(,]itir n opr.arru:arluri
tro r/tarepfianaM apxl4Ba He AOJI)I(eH npeBbl[]ar;30 4Heti co AHr perr4crparJltu o6parqeunl. llp"
cJro)KHbIX 3anpocax cpoK Moll(er 6slrl rIpoAJleH, Ho ric 6olree qeM Fra 30 anefi c o6r:are,rbHbrM
yBe4oMneHzett o6 oroM 3a.rrBhreJrrr.

Apxueurte clIpaBKI4 cocraBJltlorcl Ha ocroBLluhr.r Aor(yMcIrror (Lro4,tugHuIroB tI
3aBepeHHbIx xolufi), xpaHtIUlaxc.s B apxI4 Be; 14ctlo.qb3oBaHue He3aBepcurrbrx Aot(yMegToB,
orHc)cqxruxcfl K Bonpocy o6patqertu.a, ofoBapHBaelcl u fcrrclc crrpi.rllr{r.r ("rrc:nscpcrrrrar
xonlu")' flpn orcyrerBI4Lr B apxuBe Iol(yMeHToB, oo/lep)r(auux oBcrerh' Jro 3arrpar[hBaeMoMy
Bont)ocy' apxI4BHa'[ cflpaBKa ltorlter 6rtrr BLIAaHa Ilo xpaFrrl]-lr{Mcrr B apxhBe rreLrarH[,rM
Mare)pzaraM' orHoc'stUl4Mc.s I( [peAMery o6pauleutl, c roLrHblM H qo.1rrlbrM yKa3aFrr4eM
14CTOqHv Ka.

Apxueulte c[paBKI4 cocraBrqlorcfl rro ycrauoueuuoii cpopve rra o6ule Hl 6,rarrrce
LI-lxc,ru.



B cnpanre 
''plzBoA'f,Tc 

fl' Ha3BaHus', rar6l r4 HoMepa Aor(yMeHTo B rr v3.rrararorc, cBeAer]urr,I'IMeIorII4ect B Ha3BaHHbIX AoKyMeHTax fi orHoctquec.s K Bonpocy o6pau1euu.r. i4gloxenneAaerct B xpoHonoruqecxofi [ocneAoBarerTbHocrl,r co6rrrrfi, a ne AoKyMetroB, B I(oropbrx oHr.{0cBeIIIaroTcfl.

[onycr<aerct npI'IBoAI4Tb B cnpaBKe BriAep)nKr4 ri3 AonyMeHToB, 3aKJ]roqa.q fix B KaBbrrrKI4,B cnpaexy BKJrroqaroTcr roJrbKo cBeAeHrIr, yrroMaHaeMr,re B AoKyMeHTax.B rexcrg apxunuofi cnpaBKI, He AorrycKarorcrr KoMMeHTapHh, co6c'rerrHbre BbrBoAbIucIoIIHI,ITeI.s IIo coAepxaHIIrO ucIIo.rrb3OBaHHbrx IOKyM eH TO B.
ApxunHax clpaBKa [oAnr4cbrB aerc, Ar,rpe KTop oM Ll_lxo,r lr.
Apxznuue K.III4I4 Lr BbrrrrtcKu Ii3 noKyMerrroB BHAarorct B cooTBe'crBr4h c 3anpocoM,zAesruq'ocrr [oAnI4HHhI{y BbIAaHIIb]x apxr4Br,'rx xonafr h 86rfr,oor( 3aBeprlercr{

troAnr4cbro lapeKTopa llkolu tr [er{ar6rc.
Brrnucxa npor4sBoAr4Tc.s ron'Ko rr3 AoKyMeHTa, ts KoropoM

orAeJIbHbIX, He cB.rr3aHHbIX Mex(Ay co6ofi BonpocoB. Brrlacxa roJr)KHa
TeKcr qacrrr .qoKyMeHTa, orHoc_rruIe ftcs x 3 arrpocy.

OpraHanau npaBonoprAKa lt3 apxr4Ba Moryr 6rrrs ugr.qru
3aKoHoAarenbcrBoM poccrzft cxofi Oe4epaqzrz,

coAeplt(aTct Hecr(oJlbKo

BOCrrpol43BOAtrTb no,rnufr

AOKyMeHTbT B coorBeTcTBar4 c

Ha vecro I43btroro Ao*yMellra B AeJTo BKnaAbrBaerct cnpaBr{a o BbrAaqe , cr-rrrrarc Hero
KOIII4'f, LrJlrr B yr{erHblx apxzBHbIX AOKyMeHTaX Aenaercr orMerKa o6 vtzt stl,tr4, yKa3brBarorc,
HOMep' Aara 14 Ha3BaHLre AoKyMeHTa-ocHOBaFIL{t Alrtr v3TtrrI4f, a raK}r{e paclrr4cKtl noryLraren,
AoKyMeHra (lpu lzvuoft nepe4ave).

llpra orcyrcrBtrr4 B apxv Be 3alparx14 BaeMbrx ceeAeuaIZ orpnr(are,rtrrr,rt1 orBercocraBr'serc, Ha 6laHre nucbMa LLIxolu' B ueu yKa3brBaerc.a Qaxr orcyrcrBl4.f, B AoKyMeHTaxapxl4Ba I4Hrepecyrcull4x 3atBl4Tert czeleuvh u Aatorcr peKoMeHAarIUa, KyAa cneAyero6parurrca :a Heo6xo4utvtoi't rzu$opnaaquefi. Il cnyqarx orpr4rrarenr,Froro orBe.r.a, coAepxau-rerocBereHI'It o6 orcyrcrBuu B apxaBe ueo6xoAuubrx Aor(yMeHToB BcreAcrBue 
^x 

r^6etu n,'uyrpar6r,


