MysuHnanbHoe 610/pKeTHOE TOIIKOIBHOS ofpazoBarenbHOe
yupexaenue « JleTckuii caj KOMOMHHPOBAHHOTO BH/A Ne 17»
r.Yecypuiicka Y ccypuiCKOro ropoJICKoro okpyra

TPHHSITO /) TBEPAVIEHO
wa sacemanuu  [lenaroru4eckoro  coeera Aapgyotiy MB/I0OY
MBJOY m/c Ne 17 G  ceypuiicka

nporokon Ne 1 ot «01» cenradpsa 2022 r. AYpOBa
Ne39-a/a
92022 .

IMOJIOXKEHUE
00 apxHBe, O MOPAIKE XPAHEHUS APXHBHBIX
JIOKYMEHTOB

r. YccypHicK



1 . OBume nonokKeHus

1.1. JlokyMeHTtsi, oOpasylommecs B  Irpouecce  ACATCILHOCTH
MyHu1HnaTEHOro GIOKETHOrO J0MKOILHOIO 00pa30BaTEIBbHOIO YUPEKACHHA
«JleTckuit can komOuHupoBanHoro Buaa Ne 17» r. Veeypuiicka, YccypuiCKoro
rOpOJCKOr0 OKpyra (Jaee-yupekicHHe) HMCIOIHE HAYYHOE, HKOHOMHIECKOS,
COLMATBHOE M MCTOPHUECKOE 3HAYCHHE JOKYMCHTBI SBIAIOTCSH CODCTBEHHOCTHIO
VupexaeHus M MOLIEKAT NOCTOAHHOMY XPaHCHHIO B apXuBe VupexiaeHus B
npeieiax, yCTaHOBIEHHBIX 3aKOHOIATE/IbCTBOM 00 ApxusHoM donie PO.

1.2. Yupexaenue obecneynBaeT COXpaHHOCTh, 0TOOP, YUeT, YyIopsA0YeHHe
¥ MCMOJIb30BaHUE JIOKYMEHTOB, 00pa3ylolIMXCs B ICATENbHOCTH YUPEHACHHUA.

3a yTpaTy H MOpUYy AOKYMEHTOB, NepeaBacMbIX HA XpaHCHHE, YypexjaeHue
HEeceT OTBETCTBEHHOCTh B COOTBETCTBHH C JACHCTBYIOLIMM 38KOHOAATEIBCTBOM.

1.3. OTBETCTBEHHOCThH 3a XPAHEHHE W HCMNONbL30BAHHC APXHBHBIX
JOKYMEHTOB YUpekIeHWs HECYyT paOOTHHKH, HA3HAYCHHBIC 3aBCIyIOUIHM
YupexkaeHHeM, H 3aBeIyIONiHi Y YperkICHHEM.

B cBoeii paGoTe OTBETCTBEHHbIE 3a XPAHEHUE aPXUBHBIX JIOKYMCHTOB

1.4. B cBoeii paGoTe OTBETCTBEHHBIE 332 XPAaHEHHC apXWBHBIX JTOKYMEHTOB
PYKOBOJICTBYIOTCS  3dKOHO/IATE/ILCTBOM Poccuiickoit ®enepaunn, OcHOBaMH
sakOHOMaTenbCTBa Poccmitckoit ®eaepaunn «O6 apxuBHOM (oHIe Poccuiickoii
denepauuy¥ ¥ apxXuMBax», OCHOBHBIMH TpaBHIAMH paboTHl  BEJOMCTBEHHBIX
apXMBOB, PUKA3AMH, YKa3aHUAMHU, HHCTPYKIHAMH W APYTHMH HOPMATHBHO-
METOIMYCCKMMH  JOKYMEHTAMH  BHIIIECTOAIMX  OpPraHu3aliWH, HACTOAUIMM
HIONOKCHHEM.

1.5. KoHTpOb 32 COXPaHHOCTBIO AOKYMEHTOB OCYIIECTBIIACT 3aBeLyONIHN

VupexAeHHEM.

2.Cocras 10KyMeHTOB. [Topaaok XpaHeHus.

ApPX1B KOMILIEKTYETCA A€I1aMH [TOCTOSHHOIO, BPEMEHHOTO
XPaHEHHUs, KOTOPhIE YHHYTOKAKTCA 110 HCTEHCHNM CPOKa
XpaHeHus. APXHBHOMY XPAHEHUIO OLIEHKAT:

2.1. JIOKyMEHTHI 110 THYHOMY COCTABY.

B 3aBHCHMOCTH OT CPOKA XpaHEHHs Pa3In4aioT BHIBI
XpaHeHUs: - TEKYyIee; - apXHBHOE.

Tekyimee (BpeMeHHOE) XPaHEHHE 03HAYAET, YTO JOKYMEHTHI HCIOJIHEHBI, HO
B ONpENeNeHHbIX OOCTOATENLCTBAX OHM CHOBA MOTYT MOHANO0HTbCA 1A
W3ydeHnsl, YTOYHEHHs WM TNOBTOPHOTO PAacCMOTPeHHs. XpaHEHHE JOKYMEHTOB,
CHATBHIX C y4€Ta, HMEHYIOT apXUBHBIMH.
Kanposbie JOKYMEHTBI IO CPOKY XPaHEHHS IPYIIHPYOTCS

KOHKPETHO: - C OFPAHHHYEHHBIM CPOKOM XpaHEeHHUA (TEKYILETo



XpaHeHHs); - OCTOAHHOTO XpaHeHH s (JTHIEBbIE CYETd, KAPTOHKH
pabOTHHKOB)

- XpaHeHWs 10 MHHOBAHWA HaJOOHOCTH (HANPHMED, MCTIOIHUTEIIBHbLIC
JIUCTHI),

- XpaHeHHs JI0 3aMeHbl HOBBIMH,

- XpaHenus 10 Boctpebosanus (TOATHHHHKN TPYIOBBIX KHHKEK,
YAOCTOBEPEHMIA, CIIPABOK M 1p.).

[penenbHbIl CPOK XPAHEHUs JOKYMEHTOB, COJEPXKAIIMX NEPCOHATLHBIC
fauHbie PaGOTHUKOB, COCTABISET 75 seT co aHs co3fanus (DejaepanbHbli 3aKOH
or 22.10.2004 r. Ne 125-®3 «O6 apxusHOM jene B Poccuiickoi deaepaunny).
310 TPYAOBLIE I0TOBOPH M KOHTPAKTHI, TPYA0BbIE COTMALLICHHA, IPAKIAHCKO-
[PaBOBBIE JIOTOBOPbI, THYHBIC KAPTOUYKH, HEBOCTPEOOBAHHBIE IOTHHHBIC JIHIHEIC
JIOKYMEHTHI (TPY/10Bble KHIKKH, CBHICTE/IBCTBA, YAOCTOBEPEHHA H /IP. ).

denepanbubiM 3akoHOM 0T 02.03.2016 roaa Ne 43-@3 yrouHeHo, 4TO 75-
JETHHH CPOK XpaHeHHs JOKYMEHTOB MO JIMYHOMY COCTaBy OTHOCHTCH K
nokymeHTaM, cosgansbiM 10 2003 roga. JUis JOKYMEHTOB, CO3JaHHBIX MOCIE
2003 rosa cpoK XpaHeHHs JOKYMEHTOB 10 JIHGHOMY COCTaBy COCTaBIACT 50 ner
CO JHS CO3JaHus.

[Tocie WCTEYEHHs NPEASIBHONO CpOKa XpPAHCHUA [OKYMEHTOB OHH
MOUTE/AKAT YHHYTOKEHHIO. YHHUTOKCHHE OKYMEHTOB OQOPMIAETCA AKTOM,
YTBEpAICHHBIM  3aBeayrommM. Mcnomb3oBaHHe  OTHX  JOKYMCHTOB  JUIA
XO35HCTBEHHBIX HYK 3anpenieHo. lena, BKIOUYCHHBIC B aKT AN K YHHYTOKEHHIO
JIOKYMEHTOB, OTJENSIOTCA OT OCTalbHBIX J@Jl M XpaHATCA B CrCUHAILHO
OTBEJIEHHOM MecTe /0 YHHYTOKCHHSA. AKT O BbIICTCHHH JIOKYMEHTOB K
YHHYTOKCHHIO BMECTE C ONMHCAMM J€J XPAHATCA B apXUBE.

B uensx OpraHu3alny M MPOBEJICHHS METOAMYECKOH M MPaKTHYCCKOH
paboThl 10 ONPENICNCHHIO CPOKOB XPaHCHHA NOKYMEHTOB, oOpasylonmxcs B
AESTEIBHOCTH YUYPEKACHHS, OTOOpY AOKYMEHTOB Ha apXHBHOC XpaHCHHE H
YHHYTOKEHHIO JOKYMEHTOB C HCTEKUIHM CPOKOM XDaHEHHS  CO31aeTCs
JKCHEPTHAA KOMHUCCHA. Bee pelneHns 3KCrepTHOH KOMHCCHH IO XPAHCHHIO HIlH
VHHYTOKEHHIO JOKYMGHTOB BCTYNAlOT B CHIY NOCAE MX YTBEPKACHHSA
3aBEYIOIHMM YUpeKaeHHs.

XpaHeHHIO TOAeKAT MOJIMHHAKHA JOKYMEHTOB YUPEKICHUS. B cnyuqae
yIpaTel WIH TOBPEAKICHHA MOMIHHHHKA [OKYMEHTA XPaHCHHIO TIOMIEKHT
3aBEPCHHAS B YCTAHOBICHHOM IOPAAKE KONMA TAaKOro AOKyMeHTa. O Kakiom
ciiyuae yTpaThl WIH TOBPEK/ICHHS TMOJVIMHHAKA JOKYMEHTa COCTaBIACTCH aKT C
yKa3aHueM NPHYUHb! YTPAThl HIIH MOBPEKICHHS, NPHOOIAeMbIH K nepeaBacMoi
HA XpaHeHHe KOMHH JOKYMEHTa H TOMJIC/KAICH XPaHCHHIO BMECTE C HEH.
VkaszaHHblil aKT TMOANHMCHIBACTCA 3aBEAyHOIMM, a B CIydac yTpatbl HIH
MOBPEK/ICHAA TOKYMEHTOB OyXra/TepCKoro yu€Ta, SyXranTepekon OTYETHOCTH -
[JIaBHBIM OyXraaTepoM Y UpexKIeHHs.
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