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1. O01ue moJIoKeHus.

1.1 Hacrosiiiee Ilosoxxenue o nopsiike 1 Cpokax XpaHEHUs JOKYMEHTOB
(nanee — Ilonoxenue) paszpaboraHo ¢ yderom TpeboBanuii MenepaabHOroO
3akona ot 22.10.2004 r. Ne 125-®3 «OO6 apxuBHOM jeie B Poccuiickoit
Degepauyn» W PEryjaupyeT OTHOLLUEHHUS B cdepe OpraHm3alid XpaHeHus,
KOMIUIEKTOBAHMS, yueTa U UCIO0JIb30BaHus J0kyMeHTOB B ['BITOY «1-i1t MOK»
(nanee — Kommiekc), B TOM 4YucClie MOPSJOK YHUUYTOKEHHUS JTOKYMEHTOB ¢
UCTEKIIMMU CPOKAMH XPaHECHHUSI.

1.2 JleficrBue IlonoxkeHust pacrmpocTpaHsieTcsl Ha BCE JIOKYMEHTHI,
KOTOpble  cozepkarcss B JoKkymeHTooOopore  Komruiekca — corjiacHo
JICUCTBYIOLIEMY 3aKOHOAATENbCTBY, YCTaBy M BHYTPEHHUM JIOKYMEHTAM,
BKJIIOYasl, HO HE OIpaHMYMBAsACH JOKYMEHTaMH, IepeaBacMbIMH Ha XpaHCHHE
WM TIOJIEKAIIMMHU YHUUTOKEHHIO.

ITonoxenue cocrtaBieHo ¢ yuderoM TpeboBanuii MC ISO 9001:2008,
cucTeMbl MeHekMeHTa kadectBa Komruiekca, [lonuTukol u ueinssMud B 00JiacTu
Ka4yecTna.

1.3 B nogpaspenenusix Kommiexkca OWKHBI OBITh MPUHSTHI  MEDDI,
obecrieyuBaroOIMe  COXPAHHOCTb  JIOKYMEHTOB M KOH(HIAEHIHAILHOCTD
COAepKAIIMXCs B HHUX  CBeJEHMW. 3amura  Cciay)xeOHOW — WHQOpManuu
OCYIIECTBIISIETCS B COOTBETCTBUM C YTBEP)KJIEHHBbIM BHYTpeHHHM [lojiokennem o
PAcCKpBITUHU U 3alUUTe UHPOPMAIIUH.

1.4 MarepuanbHo-TexHUUeCKOoe obOecledeHne XpaHeHUs JIOKYMEHTOB
OCYILIECTBIISIETC  3a cyeT (PUHAHCOBBIX cpeiacTB Komrmiekca,  COrjacHo
YTBEP KIEHHOI0 O10KeTa (CMeThl) Ha OYepeHON (MHAHCOBBIN IO/,

2. CocTaB/ieHHe HOMEHKJIATYPBI U GopMHpOBaHHUE 1€/

2.1 B nensx co3gaHus METOJMYECKOM OCHOBBI Ul  pariMOHANbLHON
OpraHM3aluy JOKYMEHTOB B Jenolnpoussoacrse Komiuiekca, ymnopsaodeHus:
ydera, IIOMCKa M 00OecHnedeHuss COXPAaHHOCTH JIOKYMEHTOB €XKEeroJHO
nepecmarpusaercs Homenknarypa gen (nanee — Homenkmiarypa).

2.2 Komrmuieke XpaHUT Jejia COTPYJAHUKOB, Y4all[UXCs, B T.4. YBOJIEHHBIX,
OTYMCJICHHBIX M 3aKOHUYMBLIMX OOydeHue B Komruiekce, Takke BCe HOKYMEHTEI,
Gopmupyemble B Impolecce 00pa3oBaTEIbHON JESTENLHOCTH IOApa3eNeHuil.
JlokyMeHTb!l  (hOpMUPYIOTCS, O(GOPMIISIOTCSI M XPaAHSITCSI B COOTBETCTBUU C
IIpuxkazom MunucrepcrBa Kynbrypsl PO ot 25 asrycra 2010 r. N 558 "O6
yrBepkaeHun llepeunss THUIOBBIX YIPABIECHUYECKUX AapPXUBHBIX JOKYMEHTOB,
00pa3ylolMxcsl B Ipolecce AesITeIbHOCTH IOCYIAapCTBEHHBIX OpPraHoOB, OPraHOB



MECTHOI'O CaMOyIpPaBJIEHUs] W OpraHuM3alMi, ¢ yKazaHUEM CpPOKOB XpaHeHwus ',
[OCT P 6.30-2003  «YHUQUUMPOBAHHBIE  CHCTEMBI  JIOKYMEHTALMH.
YuudpuuupopanHas cucreMa OpraHU3alMOHHO-PACTIOPSJIUTENIbHOM
nokymeHralun. TpeGoBaHuss K OQOPMIICHHIO JIOKYMEHTOBY, YTBEPIKAECHHBIM
nocraHosjeHneM ['ocynapcrBenHoro komutera Poccuiickoit ®Demepauuu 110
cranapTu3aiu U meTpostoruy ot 03.03.2003 Ne65- nmpaBuit 1 CpoOKOB XpaHEHHMSI.

2.3 Ecim B TeyeHue ropa B mojpaszueneHusx Komiuiekca Bo3HMKaer
HEOOXOJMMOCTh B 3aBefleHMH (O(GOpPMIIEHHM) Jiell, HEe IIPeLyCMOTPEHHbIX
Homenkiatypoi, To OHM JIONOJHUTEIBHO BHOCSTCSI B HOMEHKIATY Y, T/I€ 10JKHbI
OBITh ITPEYCMOTPEHBI pe3epBHbIE HOMEpA.

2.4 B Howmenxnarypy JOJDKHBI OBITH BKJIIOYEHLI BCE 3arOJIOBKH JIEll,
KOTOpble odopmisitoTcss B noxapasgeneuusx Kowmriekca. Homenknarypa jen
Komrmuiexca BusupyeTcsi INIaBHBIM JIOKYMEHTOBEIOM OOIIEro orjena (apxupa),
MOJIITUCBIBACTCS PYKOBOJUTEIEM OOLIEro OTAENA, COrMIACOBBIBACTCSI ¢ DKCIIEPTHOM
Komuccuei Kommekca, rnocie 4ero yTBepKaaeTcst JUPEKTOPOM.

2.5 Ilpu popmupoBaHuU Jies1 HeOOX0AUMO COOITIOIATH CIIEAYIOIIHNE OCHOBHbIE
TpebOBaHUSI:

® [IOMELATh B JI€JIO TOJBKO UCIOJHEHHbIE JJOKYMEHThI, COOTBETCTBYIOIIHE 110
CBOEMY COJIEPIKaHHIO 3ar0JI0BKY Jieja 10 HOMEHKIIaType e,

® [oMellaTh B J€J0 BCE JOKYMEHTBI, OTHOCSIIHMECS K pa3pelieHui0 OIHOIO
BOIIpOCa,;

® [IPUJIOXKEHHS ITOMELATD B JI€JI0 BMECTE ¢ OCHOBHBIMH JIOKYMEHTAMH;

® IPYNIMPOBATL B JEJIO JOKYMEHTbl OJIHOIO KaJCHJAPHOIO TIoja WIN
yu4ebHoro roja (MCKIIOYEHHME COCTAaBIAIOT JIMYHBIE Jiejia, KOTOpbIe

(GopMHpyIOTCs B TeUeHHE BCEro mepuojia paboThl WK y4eObl JaHHOTO JIMIA

B Kommiekce);

® JIOKYMEHTBI MOCTOSIHHOI'O U BPEMEHHOI'O CPOKOB XpPaHEHHs I'PYIIHUPOBATH
pas3/iesbHo;
® HE BKIIOYaThb B JEJI0 JOKyMEHTBHI, IOJJeXalllue BO3BpaTy, JIMIIHHE

¥ YE€PHOBBIE DK3EMIUIAPBI JOKYMEHTOB (32 UCKITIOYEHUEM 0C000 IEHHBIX);

e (axcorpaMmel, Telerpammbl, Tene(OHOTpaMMBbl IOMEIIATL B Jella Ha
00LIMX OCHOBAHMUSIX;

® KaX/blH JOKYMEHT, IOMELIEHHBbIH B JIeJ0, JOJDKEH ObITh IPaBUIILHO
oopmiieH (MMETh HEOOXOIUMbIE PEKBU3UTBI).

[To o0beMy neno He HOMKHO IHpeBblIaTh 250 JKUCTOB, IPU TOJIIMHE HE
Oosee 4 cM. (MpU NPEBBILIEHUU JAHHOTO 00beMa 3aBOIHUTCS BTOPOHM TOM, HpH
HAJIMYMK B JIeJIe HECKOIbKMX TOMOB MHAEKC U 3arojIOBOK Jiejia MPOCTaBIISIOTCS Ha
Kay<JIoM ToMe ¢ J00aBIIeHUEM «T. 1», «T. 2» U T.1.).

2.6 JlokyMeHTbI BHYTPH JieJla PAcIoIaraloTcsi B XPOHOJOIHYECKOH,
BOIIPOCHO-JIOM'MYECKON MOCIIe0BATEILHOCTH T UX COUETaHHH,



2.7 PacnopsiutenbHble  JOKYMEHTBI TIPYNIMPYIOTCS B Jeia 110  BHAM
1 XPOHOJIOTMH ¢ OTHOCSIIMMUCS K HUM TPUITOIKEHUSIMHU.

2.8 Ilpukasbl 10 OCHOBHOM [ESTEIBHOCTH TI'PYIIHMPYIOTCS OTAENBHO OT
NPUKA30B 110 TMYHOMY COCTaBY.

2.9 Ilpukaspl 1Mo JUYHOMY COCTaBY IPYNIMPYIOTCS B OTAEIBHBIE jeia
B COOTBETCTBUU CO CPOKAMHU XpaHeHHsl (IIPUKa3bl O IpUeMe, MepeBOE, YBOIbHEHUH
pabOTHHUKOB (POPMHUPYIOTCS OTAEIBHO OT IPUKA30B 00 OTIyCKAX, KOMAHAPOBKAX
ap.).

2.10 YcraBbl, [10JIO)KEH U, UHCTPYKIIWH, YTBEPXKACHHBIC
pacnopsAAUTe/IbHbIMU  JIOKYMEHTAMHM, — SIBJISIIOTCS  NPUJIOKEHUSMU K  HUM |
FPYNIMPYIOTCS BMECTE ¢ YKa3aHHbIMU JOKyMEHTaMU. Eciu ke OHM yTBEpiK/IeHbI B
Ka4eCTBE CAMOCTOSITCIIBHOIO JIOKYMEHTA, TO UX TPYIHIUPYIOT B CAMOCTOSITEbHBIE
Jena.

2.11 TIpoToKosbl B Jiesie PacIoaraloTesi B XpOHOJIOIHYECKOM TOPSIKE T10
HOMEpaM.

2.12 VYTBepXJeHHbIE IUIaHBI, OTYETHI, CMETbI, JIUMHUTHI, TUTYJIbHbIE
CIIUCKK W APYTHMe JIOKYMEHTBI TPYNIUPYIOTCA OTIEIBHO OT IPOEKTOB ATHUX
JIOKYMEHTOB.

2.13  Ilnampl Ha HECKONBKO JIeT (OPMHUPYIOTCS 10 HAYaIBHOH JaTe,
OTYEThI 38 HECKOJILKO JIeT (POPMHUPYIOTCS 10 KOHEYHOM Jare.

2.14 OOpaiuenus (MpemioKeHUsl, 3asBICHUS U KanoObl) TIpakIaH I10
Borpocam paboTel Komruiekca M Bce JIOKYMEHTBI 10 MX PACCMOTPEHHIO U
UCTIONIHEHUIO TPYNIMPYIOTCS B COOTBETCTBUU ¢ DenepasbHBIM  3aKOHOM  OT
02.05.2006 r. Ne 59-®3 «O mopsiake paccMOTpeHus O6palleHHil rpakian
Poccniickoit Denepaunn» (¢ u3MeHeHusmu corsacHo PejepanbHOMY 3aKoHy OT
07.05.2013 r. No 80-D3)

2.15 Tlepemucka rpynmupyercst 3a KaJeHIapHbld WM yueGHBIA Toj
1 CUCTEMATHU3MPYETCsl B XPOHOJOTHYECKOH IOCIEeI0BATEIbHOCTH; JOKYMEHT-OTBET
MOMEIIACTCA  3a  JIOKyMEHTOM-3armpocoM. Ilpm BO30OHOBIIEHHHM IEpENUCKU O
ONPEICICHHOMY  BOIPOCY, HA4YaBIIEHCS B NPEABIAYIIEM T[OJY, JJAOKYMEHTbI
BIJTFOYAKOTCsL B JIGJI0 TEKYLIET0 rojia ¢ yKazaHueM MHJeKca Jesa MpebIAyIIero roia.

3. Cpoku XxpaHeHHUsI JOKYMEHTOB.

3.1.Ilpu ompeneneHun CPOKOB XpaHEHUsI JOKYMEHTOB HEOOXOIUMO
pyKoBoACTBOBaThCS  «llepedneM — TUIOBBIX — yNpaBieHYECKMX  ApXHMBHBIX
JIOKyMEHTOB, 00pa3yrOLIMXCsl B MPOIEcce JESITENbHOCTH [OCYAapCTBEHHbIX
OpraHoB, OPraHOB MECTHOI'O CaMOYIIpaBJI€HHMs W OpraHu3alui, C yKa3aHHeM
CPOKOB XpaHeHHUsD», yTBepxaeHHbIM [Ipukazom Munkynbrypsl PO ot 25.08.2010
r. No 558 (nanee — Ilepeyens THIOBBIX yIpaBIeHYECKUX JOKYMEHTOB).



3.2. Pacuer cpoka xpamenus pousBoautest ¢ 01 sHBaps ropa, KOTOPBIH
CIICAYET 3a TOJOM OKOHYAHUSI MX ACIONpPOn3BOACTBOM.  Cpoku  XpaHeHus
AOKYMEHTOB OpraHu3allyd He MOTYT OBbITh MeHee YCTaHOBJICHHLIX HOPMAaTUBHO-
MpaBOBLIMK akTaMu PD, perynupyroummu nopsigok XpaHEHHUs JOKYMEHTOB.

—
Ne O6mue HaumenoBanus Cpok
MIOKYMEHTOB (IpyIn J0KyMeHTORB) XpaHeHust

Pemenne 06 yupexumenun (cozmanuu) u
IIPOTOKOJI YupeaurensHoro coOpanwus
OpraHu3aruu. IIOCTOSIHHO
Pewenne o peopranmsanum (paznenenun,

BBIZICTIEHUH MJIH TIPe0Opa3oBaHum ).

YCTaB, U3MEHCHUS U JIOTIONHEHUS, BHECEHHbIE B
YCTaB M 3apEeruCTPUPOBAHHbIE B YCTAHOBJIEHHOM
3aKOHOMATEILCTBOM Iopsifike, CBUAETENHLCTBO O
FOCYNApCTBEHHOM pPErucTpaliiy, JOKYMEHTHI O OCTOSIHHO
BHECCHMM B roCylapCTBeHHBIA  peectp,
TTOCTAHOBKE B yCTAHOBJICHHOM IIOPSIIIKE HA y4eT B
cooTBeTcTBYtOmMe  Douupl, Brmouas OHC
Poccuu.

ﬂOK}/MeHTBI, IHOATBEPXKAAIOIIUE IpaBa Ha ITOCTOSIHHO
UMYIIECTBO, HAXOAMIIEECs HAa ero OasaHce.




BHyTpenHue JOKYMEHTBI, B T.4. JOKYMEHTBI,
PeyCMOTPEHHBIE €r0 Y CTaBOM, YTBEPIKICHHbBIE
o01IMM coOpaHueM:

-TpeboBaHMsl, OJOXKEHHUsI, ITPABUIIA U JIp.
JOKYMEHTBI, OTHOCSILIMECS K ITPABOBBIM aKTaM;
-CTaHIapThl, PErIAMEHThl OpraHU3aI|H;
ornpeseeHus,
3aKJIIOYCHHS,

-TOKYMCHTDI (HOCT&HOBHGHI/I}I,

pelIeHusi, TPOTOKOJIbI, 3aIpocChlI,
3asiBJICHMsl, IIE€penucKa) o COOJIOACHUM HOPM

3aKOHOAATEJIbCTBA, HMHBIX BOIIpOCax IIpaBOBOI'O

xapakrepa;
-IOKYMEHTBI, peJicTaBIsieMble B
[IPaBOOXPaHUTEIIbHBIE, cyneickue OpraHsbi,

Tpereiickue cybl. Konnu;

-IIePEIMCcKa ¢ rocyAapcTBeHHbIMU opraHamu Pd,
r. MOCKBBI 10 OCHOBHOM JIeSIT€JIbHOCTH,
(peructpanuu YCIIyT,
JIOBEPEHHOCTEN, perucTpauu apOUTpaKHbIX Jell,

~)KYPHaJIbI JIOTOBOPOB

IIPETEH3UI U UCKOB

JO 3aMCHBI
HOBBIMH
MMOCTOSHHO

5 et

5 et

5 ner

5 ner

IMTOCTOSIHHO

Omnucu ACJI HOCTOAHHOI'O XPaHEHU I

Omnucu ACJI BODEMEHHOTI'O XPaHCHUA

[IOCTOSIHHO (He
YTBEPIKICHHbIE-
J10 MUHOBaHUSI
HaJIOOHOCTH)

3 rona

HomeHnxuarypsl gein

J10 3aMEHBI
HOBOM

MHble TOKyMEHTBI, NpeayCMOTpPEHHbBIE
JEUCTBYIOIIUM 3aKOHOJATEILCTBOM, Y CTaBOM,
BHYTPEHHUMHM JIOKYMEHTaMU, a TaKkKe
JIOKYMEHTBI, IIPEAYCMOTPEHHbIE IIPAaBOBLIMHU
akrtaMu Poccuiickoit deneparun.

B COOTBETCTBUU
¢ [lepeunem
TUIIOBBIX
YIIpaBJIEHYECKH
X JJOKYMEHTOB

33 B cayuae mnpoBeneHUs

MPOBEPKU  (pEeBU3UH), a

TaxXe

BO3HUKHOBEHUS CIIOPOB, pamornacnﬁ, CJIICACTBEHHbIX U Cy,He6HI:IX JECII,

HOKYMCHTDI Kommekca ¢ BPpEMEHHBIM CPOKOM XpaHCHHsI, HMEIOLIHE

OTHOLICHHUE K PACCMOTPEHHUIO CIIOPOB, pa3HOFﬂaCHﬁ nwin aeJi, a TakKxKe



NPOBCICHUIO NPOBEPKH (PEBU3UHU), XPAHSTCS J10 NPUHSTHS (BBIHECEHMS )
OKOHYATCJILHOTO  PCLICHHS, €CIM  yKa3aHHOE pelleHHe [IPUHUMAETCS
(BBIHOCHUTCSI) IIOCJIE HCTEYEHMUs! YCTaHOBIIEHHOI'O CpOKa XpaHeHUs s
JokymMeHTOB KoMmruiekca.

4. Ilopsi1ok XpaHeHUs: A0KYMEHTOB

4.1. Opranusanus xXpaneHus AO0KyMeHTOB Kowmiuiekca oGecrieunpaercs
OTBETCTBEHHLIM, — HA3HAYEHHBIM  IPUKA30M  JIMPEKTOPA W MOXKET  GbiTh
OpraHM30BaHa KaK ¢ OMOIIBIO OyMa)XKHBIX HOCUTENEH, TaK U B 3JICKTPOHHOM BH/IE.
[Ipn HeoOXomuMoOCTH MOXKET OBITH OCYIIECTBJIEHO PE3ePBHOE KOMMPOBAHUE
MH(pOpMaLH, comeprkaleiics Ha MaTepHalbHOM HOCHUTEJIE, IPEAHA3HAYEHHOM JIJIs]
XpaHEeHUs: MH(POPMALMK B 5JIEKTPOHHOM BHJIE.

4.2. Opranmsaiys  xXpaHeHus JAOKYMEHTOB, 00pa30BaBILIUXCS B
ACATCJILHOCTH IIO/pa3NeIeHNH, 10 Nepelaun MX Ha XPaHEeHHE B Kommnexke,
obecrieunBaeTes: pyKOBOIUTENSIMHI NOApa3/eIeHH.

4.3. Bce n0KyMeHTBI, obpasyroruecss B JesITelbHOCTH Kowmruiekcea,
JIOIDKHBL - (hOpMUpPOBATLCSL B jiela, IEPEUYCHb KOTOPBIX BKJIIOYAETCS B
Homenxknarypy yupesxnenus.

4.4. JlokymeHTBl ¢ rpudom "KoMMepueckass TaifHA"  JIOMIKHBI
HaXOJIUTHCS HAa XPaHEHUU B celax.

4.5. Ilepemaya JOKYMEHTOB [OCTOSHHOIO XpaHEHUsI W3 OJHOIO
noApasjenenus (oTAena) B Apyroe (uUKcHpyercs B KypHallax ydeTa B
YCTAHOBJIEHHOM IOPSIJIKE.

4.6.  XpaHeHHe  JIOKYMEHTOB, 00pa3oBaHHBIX B  Ipolecce
ACATCIIPHOCTH TIONPA3AeNeHUH ¥ HE INEepelaHHBIX 110 OIHCH IS XpaHEeHUs B
CIICLMAJIbHO-BBIZICTICHHOE  IIOMEIIeHHe, O00ecIeunBaeTcss B CITY)KeOHBIX
TIOMEIIEHUSX 10JIpa3/ie/IeHHUs.

4.7. JIokyMeHTbI, nepenaHHble Ha XPpaHeHHe, JOJKHbI HaXOJUTHCS B
CHCUUAIBHO ~ OTBEACHHOM  JIIL  9TOW  LEJNM  IOMEIIEeHUH. JlokyMeHTEI
OPTaHU3AIMH, HAXOISAIIMECS HA XPAHEHUH B CIICLMAIBLHO OTBEACHHOM JUIS TOI
L€ MOMCILICHHUH, JOJDKHBI PAacIoaraThCsi Ha CHeLHalbHBIX CTeILIAKAX
(wkadax), rme  gomkHa GObITH oGecredeHa ux CUCTEMAaTH3aLMsl M II0JIHAS
COXPAHHOCTD.

4.8. Tlocrynaroume J0KyMEeHTHI s XpaHeHUs B CHELHabHO-
Bbl/IC/ICHHOE rTomelenre KoMiiekca, MPUHUMAIOTCS COTPY IHUKOM apxuBa, Ha
KOTOPOIo 10 (hyHKIHOHAIBHEIM 00S3aHHOCTSIM BO3JIOIKEHA OTBETCTBEHHOCTH 34
OCYIICCTBIICHHUE MTOPSI/IKA XPAHEHHs JOKYMEHTOB.

[IpunsTeie Ha XpaHeHue 1OKYMEHTHI PErUCTPHUPYIOTCS B CHELUAILHOM
XKypHase.

4.9. B ciydyae yrparel umu moBpexieHus NOJUTMHHUKA JIOKyMeHTa
YAPCAICHUS, XPAHCHUIO TIOMJIEKUT 3aBEPEHHAS B YCTAHOBJIEHHOM IOpsI/IKe



KOMMSI Takoro JokyMeHTa. O KaxaoM ciydae yTpaTbl WM IOBPEKICHHUSI
MOUIMHHUKA JOKYMEHTa JO0JDKeH OBITh COCTaBJIEH COOTBETCTBYIOIIMH akT C
yKazaHWeM [PUYMHBl  yTpaThl WM  [OBPEXACHUs, MpUOOUIaeMblil K
nepejaBacMoi Ha XpaHeHUe KOMWUU JOKYMEHTA YUPEXKJICHUS U IMOJJIeKaIInN
XpaHEHUI0 BMecTe ¢ Hel. YKa3aHHbIM aKT JOKEH ObITh IOJAMNUCAH YJIeHaMU
KOMHMCCUM U YTBEPXKJIEH JHUPEKTOPOM, a B Cilydae yTpaTbl WM ITOBPEXKJICHUS
JOKYMEHTOB OyXraJITepcKOro yyera, OyXrajaTepckoid OTUETHOCTH — COIJIacOBaH
['naBHBIM Oyxranrepom U yTBepiaeH nupekropoM Komriekca.

4.10. Jloctynm yNOJIHOMOYEHHBIX COTPY/IHUKOB OpraHu3aluii K
XPaHSLIAMCS JOKYyMEHTaM TPOU3BOUTCS 110 UX ITMCbMEHHOMY WK YCTHOMY
3arpocy, II0Jl PaclUCKy, IpU TPEIbsSBICHUM JOBEPEHHOCTH, KOTOpas
MOJIIMBAETCsl B HaAOJIOAATENIbHOE JIeJI0 C COOTBETCTBYIOLIEH OTMETKOH B
JKypHaJle yueTa BblJIauu JJOKyMEHTOB.

4.11. CorTpynHUKaM OpraHu3alud JAOKYMEHTbI  BBIJAIOTCS  BO
BPEMEHHOE I10JIb30BaHKME C COOTBETCTBYIOLIEH OTMETKON B JKypHajie yuera
BblJJaUM JIOKYMEHTOB Ha CpoK He Oosiee ogHoro mecsia. llocie ncreuenus
YKa3aHHOTO CpoKa JOKYMEHT JOJDKeH ObITh BO3BpAllleH Ha MECTO ero
XpaHEeHHUS.

4.12. Kommuiekc Ha rmpaBax COOCTBEHHHUKA HAXOJSIIUXCS HIN
NOJUIeKALLUX ~ XPAHEHUIO JIOKYMEHTOB, MMEET I[IpaBO  UCIOJIb30BaTh,
nepeaaBarh, pacrpoCTPaHsTh uHpopMaIuio, COJZIEePIKALLLYIOCS B
[IPEIOCTABJIEHHBIX €MY JOKYMEHTaX, a Tak)Ke JIeJlaTh KOIIUKU JIOKYMEHTOB JJIs
JIOOBIX 3aKOHHBIX Iesedl U JiioObIM 3aKOHHBIM CIIOCOOOM, HE JOITycKas
HapyIlIeHUsl KOH(OUIECHLINATBHOCTH U PasrilallieHus KOMMEPUECKON TalHbl.

4.13. Ycnosus goctyna K JokyMentam Komruiekca ycTaHaBIUBAIOTCS
OT/ICJIbHBIM PACIIOPSAUTENIBHBIM JOKYMEHTOM 3a IMOJIIUChI0 JUPEKTOpa, B T.
Y, perjaMeHTUPYIOTCsI OTpaHUYEeHUsI Ha JOCTYII K JIOKYMEHTaM, COAEPIKalliM
CBEJEHUsI O JIMYHOU M CEMEUHON J>KM3HU COTPYIHUKOB OpraHM3allud, MX
YACTHOM OKMU3HM, a TakkKe CBEACHHUSAM, CO3JAl0LMM yrpo3y JUisl HX
0e301acHOCTH.

4.14. 3a mnpenensl oguca, 0e3 COOTBETCTBYIOIIETO pa3pelieHuUs
PYKOBOJACTBA, JOKYMEHTBbI BBIHOCUTH KaTErOpUYECKH 3allpelleHo, Kpome
ClIy4daen [IPOU3BOJICTBEHHOU HEOOXOAUMOCTH [IpeI0CTaBIICHUS
(MCIIOJIb30BaHMsI)  JOKYMEHTOB Ha JIIOOBIX BHJAX  HOCHUTEJEH B
roOCyZlapCTBEHHbIX HAJA30PHBIX, MCIIOJHUATEIbHBIX OpraHax, I[pOBeJeHUH
IIPOBEPOK CIIEIUATIU3UPOBAHHBIMM OpraHamMu U T. /1.

4.15. HWcnonb3zoBaHue AOKYMEHTOB, Ha KOTOpbIE PaCIpPOCTPaAHSIETCS
nelicTBUe 3aKoHoAaTenbcTBa Poccuiickoit Menepanuu 00 UHTEIUICKTYaTbHOM
COOCTBEHHOCTH, OCYILUECTBJISETCS C  ydyeToM TpeOOBaHMM  JaHHOIO
3aKOHO/IATeJIbCTBA.



S. Ilopsiiok 0TGOpa JOKYMEHTOB HA XpaHeHHEe H YHHUTOMNKE HHe.

5.1. Jlns  opraHusallud W [POBEAEHMSI DKCIIEPTU3bI  LEHHOCTH
JIOKYMEHTOB, 00pa30BaBIIMXCs B JIEATEIBHOCTH YUPEKIAEHUs, UX OTOOPY IS
OCYILECTBJICHUS JIAJIbHEHIIET0 XPaHEHUs] WM YHHUYTOKeHUs B Komruiekce
[IPUKA30M JMPEKTOpa co3maercs OKcnepTHas kKomuccus. Ilpejcenaresnem
ODKCIIEPTHON KOMHUCCHM, HA3HAYACTCS 3aMECTHTE b JIMPEKTOPA.

5.2. Pewennst DKCepTHON KOMHUCCHH M TIPOEKTBI pacCMaTPHBACMbIX
Cl0  JIOKYMEHTOB BCTYIAIOT B CHJIy TOJILKO IIOCIEe HX YTBEPIKICHHUS
JAMPEKTOPOM.  DKCIIEpPTHAas  KOMHUCCHsS  pacCMaTpMBaeT  ONUCH  Jiejl
[TOCTOSIHHOIO, BPEMEHHOI'0 CPOKOB XpaHeHHUs W [0 KaJpOBOMY COCTaBy,
POEKThI HOMEHIKJIATYPBI JIeJl K MHCTPYKLMHU IO JIeJOIPOU3BOJICTBY, aKThl O
BBIJICJICHUH JOKYMEHTOB C HCTEKIIMMH CPOKAMU XPAHEHUsI K YHUYTOIKEHHIO.

5.3. Ilpu mpoBeeHUH SKCIEPTU3bl IEHHOCTH JOKYMEHTOB B OT/ENax
MPOU3BOAUTCSL OTOOP JIeJI IIOCTOSHHOIO U JIOJTOBPEMEHHOIO XPAHEHHUs ISl
epejiavun Ha XpaHeHHe B CIIEIMaJIbHO-BbIJICJIEHHOE TTOMEIEHHUE, a TAKKe JJIs
BBIZACJICHHS [J€J1 C HUCTCKIIMMHU CPOKAMU XPAHEHHsI K YHUYTOKEHUIO B
COOTBETCTBMM C HOMEHKJIATYypou Jen KomIulekca 3a COOTBETCTBYIOLIMIA IO,
YTBEPKIAEHHON TUPEKTOPOM.

5.4. B mensx rapaHTHPOBAHHOIO COXPAHEHWs JIOKYMEHTAI[HOHHOM
MHQOpMALIMM,  aKThl O  BBIAGJICHHH JOKYMEHTOB K  YHHUYTOXEHHUIO
COCTABIIAIOTCSL  TOJIBKO I1OCJIE COCTABJICHHUSI OIMMCEH el [MOCTOSSHHOTO U
BPEMEHHOI'0 CPOKOB XpaHeH s OmUcH Jiel U aKThl J0JDKHBI paccMaTpUBATLCS]
OKCIIEPTHOH KOMUCCHEH B €AMHOM KOMILIEKCE M YTBEPIAKAATHCS JUPEKTOPOM.

6. IlopsiioK yHHYTOKEHHS] JOKYMEHTOB ¢ HCTEKIIHMH CPOKAMH
XpaHeHHusl.

6.1 Jlema, BKJIIOYCHHBICE B YyTBEPXKIAEHHBI AaKkT O BbUIEICHUH
JAOKYMEHTOB K YHUUYTOXKCHHUIO, OTAENISIOTCS OT OCTAIBHBIX JIEJ U XPaHSTCs 710
X YHHYTOXKEHHUS B CIIELIUATILHO OTBEJICHHOM MECTE.

0.2 Ilopsjok, ¢rmoco6 M MecTo MpOBeJeHUs MEepONpUSITHI 110
YHUYTOKEHMIO  JIOKYMEHTOB,  OINpEJICIAETCS  3aMeCTHUTEeNIeM  JINPEKTopa
Kommekca.

0.3 AKrT 00 YyHHYTOXKEHHH JIOKYMEHTOB BMECTE C OIIHChIO
YHUYTOKEHHBIX Je]1 XpaHutes B KomIuiekce B crenuaibHO (pOpMHUpPyeMOoM
nene.

0.4 AKT 00 YHHYTOXEHHH JIOKYMEHTOB ITOJIMHICHIBACTCS YJleHAMMU
IKCIEPTHON KOMUCCHUH U yTBEPIKAAETCS AUPEKTOPOM.



7. 3al€J]lO‘ll/lTeJleble IOJIOKEeHUs.

7.1. JlokymeHTBI, 06pa3oBaBiIHecss B rnponecce  AesTeJIbHOCTH
OPTaHM3ALMKM W SBISIOIIMECS  €ro  COOCTBEHHOCTBIO,  BKIIOUEHHIE
(nmomuiexarue BIJIIOYEHHIO) B cOCTaB  APXMBHOIO onga Poccuiickoii
Denepanuu, MOryT GbITh IepesaHbI Mo AIOrOBOPY Ha MOCTOSHHOE XpaHEeHHe B
FOCYIApCTBEHHbIA  apXMB, HA OCHOBAHWH 3aKJIIOYEHHOIO norosopa. [lpu
JTOM yCJIOBHSI XpaHEHHsI STHX JIOKYMEHTOB ONPEESFOTCS Oopra"u3ainuei ¢
cobimoienneM Hopm DeepabHOro 3aKOHOZATEILCTBA 10 ApXUBHOMY JIElly.

7.2. Noxymentsl Kommiekca MOLYT OTHYXKAAThCsl UM MEePEXOAUThH OT
OIIHOTO JIMLa K APYyroMy B HOPSJKE YHUBEPCAILHOIO [paBorpeeMcTBa JInbo
HHBIM criocobom. [lpu 9ToM mpaBonpeemunk 06s3an YBEIOMHUTH O Mepexoje
K HEeMy T1IpaB COOCTBEHHHKA COOTBETCTBYIOLMN  IOCYNAPCTBEHHBIIH,
MYHULATIAIBHBIE  aDXMB, C KOTOPBIMH IPEKHHUN COOCTBEHHMK 3aKIIFOYHIT
JIOrOBOD.

7.3, OTBeTCTBEHHOCTh 3a OpraHU3aLMIO  XPaHEHUS] JIOKYMEHTORB
Kommexca Bozmaraercs ma JAUPEKTOpa (B €ro OTCYTCTBHE 3aMECTHUTEs]
JMPEKTOpa). 3a COXPAHHOCTh MEPBUYHBIX YUCTHBIX JIOKYMEHTOB, PEr'HCTPOB
OyXranTepckoro ydera u OyXranTepcKoil OTYETHOCTH HECET OTBETCTBEHHOCTL
[JIaBHBIN OyxXranrep.



