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1' Oburue rloJroll(eHl'lr

1.1. floroxeHr4e o6 apxune MyHHIII4IIaJIbHOTO 6rcANernofo AOIXKOJIbHO|O

o6pa:onarerlbHoro yr{pe)KAeHza <,,{ercxrafi ca'n' Ne 25) (Aanee-

floloxeuue),pa:pa6orauo B cooTBeTCTBI4I4 C se4epanbHblM 
garouovr <<06

apxr4BHoM Aerre s Poccuficrofi @e4epauzIl4>> or 22.10.2004 Ns 125-@3'

MeroAz'recKI,IMlI peKoMeHAarJvrflvrpr no pa6ore c {oKyMeHraMI4 B

oSureo6p a3oBareJIbHbIX yqpex(AeH[sx

| .2. Hacroflulee lloroxenue pazpa6oraHo B Ilertxx:

- c oBepueHcTB O B aH Lrs. [e flT e IIbH O CTI4 n C Q ep e op f aHI{3 aI]I4I4 Xp aH eH.l4fl )

KOMIIJIEKT OBA.HYIfl"YIIETA I4 I4CIIOIIb3OBAHI'I{ APXI4BHbIX AOKYMEHTON MEAOV

<,{ercrr,rfi caa J\b 25>;

- p arIr4oHaDHOfr Opf aHr{3 aIII4I4 AOKyMeHTaIILIOHHO| O O6 ecne'IeHuq MEAOV

<,.{ercr<rafi caA N 25).
t.3.Apxran MEAOy <<',{ercr<nfi caA J\lb 25>> cozl:aerc{ B Ilenf,x xpaHeHlIfl'

KOMTIJIeKT OBAHI4fl,,yqeTa I4 I4cIIoJlb3OBaHI4q .qoKyMeHTOn' o6pa:yrcUll4x B Ilpoqecce

AeflreJrbHocrr,r MEAOy <fercxuft caA Jrlb 25>> u 3aKoHrIeHHbIX

Aenoilpo?T3BoACTBOM AOKyM9HTOB np aKTgr{ecKof o Ha3HaqeH vrfl" vx orSop a u

loAroToBKr{ K nepe ila!{vHa xpaHeHue B MyHI4III4IIaJIbHbIfi apxnn'

1.4. B csoefi paSote apxr4B MEAOy <,{ercrufi cal J\|9 25> pytcoBoAcrByerct

3aKoHoAaTeIIbcTBoM ob up^ruHoM AeJIe e Poccuficrofi @elepa{t4l4' IdP'bI}ilTI

HOpMaTIIBHbIMI4 aKraMI4 MEAOy <[ercgafi ca,U JVs 25>> u Hacrof,tIII4M

lloloxeslreu.
1.5. PaSor a apxvrBaopfaHr43yeToq B COOTBeTCTB]/.hI A yTBepxqeHHbIM IIJIaHOM

pa6oTbr o6pa:oeareJrbHofo yqpexAeHras. Pa6orHI4K' OTBercreeHHblft ga

oSecne'Ieuue 
vLpa6ore nepeA 3aBeAyrourl4M

coxpaHHoCTI4 AOKyMeHTOB, OTr{I4TbIBaeTCq B cBoel

o6pa:onareJlbHoro Yr{PexAeHI4t'
1 . 6. KoHrpoJrb HaA AeflrenbHOCTbIO apxl4Ba OgyilIecrBl.f, eT aaee4ytoutt'tfr

o6pa:onareJlbuofo YqPexAeHufl '



2. Cocras AoKYMeHToB aPxI{Ba

2.1,.ApxuBHbIe AoKyMeHrbi, rlocryrlarcql4e "u "puo"I4e 
B apxl4s MEAOY

<,{ercr<ufi caA Ns 25>,oruo cflTC' K MyHl{Ilunalruofi co6creeilHooTl4', He noAnex(aT

rrplrBaTlr3 aIJkIvI,He MofyT 6rtrr o6lepolt npoAaxu, MeHbI' [apeuvrfl" a TaKx(e

LrHbrx aAeJIOK, Mofyulr{x npr{Becrl4 K I4X yHI4qro}KeHI{rO'

2.2.8 apxI,IB MBAOy <flercrrafi caA Ns 25> uocryraror:

2,2.I.ApxunHrte.{oKyMeHTbI' oSpaaoeaBlll?Iea,g B npouecce Ae,'ITeJIbHocTIl

MEAoy<!'ercrraircuaNs25>,npeueHHofoXpaHeHI4{(ueo6xo4l,,IMbleB
[paKTl4r{ecrofi Aerren bHocrn )'

2,2.2. ApxI,IBHbIe AoKyMeHTrt, o5p a:oBaBluuecq B npouecce Ae-f,TeJIbHo cTI{

MEAOY <,,{ercrnfi ca.q J\'e 25)'

2.2.3. [oryrraeHTbl IIo nHr{HoMy cocTaBy' oTpax{aloql4e rpyAoBble orHoIIIeHIls

pa5otrzxa c Pa6oroAareJleM'
2 .2 . 4 . ApxI'IBHbI e Ao KyMeHTbI rlo or o{HH o ro xp aHe HrItr'

3.3ala'Iu u {Yttlcuurr apxuBa

O c u o sHltMI4 3 aAar{ awv apxvlBa -fl BJIf, Iorcfl :

3.1. Korr,ruJIeKToBaHI{e apXI4Ba AoKyMeHTaMI4' cocraB KoTopbIX [peAycMoTpeH

pa3AenoM 2 nacroqulero lloloxeHll{' ''
3.2.Yraer. o6eclle.IeHl,1e COXpaHHOCTI4, ynopqAor{eHue 14 CO3'[aHI{e HayI{HO-

c[paBotlHofo allllap u|a, yIQ|IoJIb3oBaHI{e AoKyMeHToB' XpaH'uILlXcf B apxuBe.

3.3.ocyurecTBJleHl4eKoHTponfl'Ha[,sopuzpoBaHl4eMrao$optuleHl{eMAenB
Aenoilpol43BoAcrBe oSpa:onareJlbHoro yqpexAeHu{'

3.4.floaroToBKa14cBoeBpeMeHHaf,[epeAal{aAoKyMeHToBH3upxvBaHa
rro cTofl HHOe Xp aHeHI4e B a ooTBeTcTByIOillr ft ro cyAapcTBeH ]Hutit', uttu

MyHr{ rlr4rr alr nlrfi apxl4B C C O 5 nlo AeHI4eM rp e 6 on aH uit'' y ct auoBJIeHHbIX

HOpMaTT4BHbTMII ,qOKyMeHTaMI4 nO apXI'IBHOMy Aeny, eCJII4 o6pa:onareJlbHoro

yqpelcAeHLIfl.flBIIfl.eTC{I4CTOI{HI4KOMKOMIIJIeKTOBaHI',I',sfocyAapcTBeHHOfOI4JII{

MyHI,IIII4naJIbHof o apxl4B a'

3.5.|IolroToBKannepeAaqaAenyIIpeAI4TeJI}oBcIlyqaeJII4KBI{AauI{u
o6pa:oeareJlbHofo yqpexAeH^r, 

""ito6pasonareJlbHoe 
yLIpexAeHI{e He frB[rfl'erafl'

I4cToiIHIIKoMKoMIIJIeKToBaHI4flfocyAapcTBeHHolo:1^Ir]1.MyHI{III,I[aJIbHo|oapXI4Ba.
4.IIPana u orBercrBeHHocrb

4.L[JlnBbrrrorrHeHutr BO3JIOXeHHbIX 3A&aqu $yuxuufi lpltlo' oTBeTcTBeHHOe 3a

BeAeHI4eapXIIBaMFAoy<.[.ercxraficalJt25>>,utueeTnpaBo:
4,I.I.KoHrporrupoBaTbBbIIIOJIHeHIIeycTaHoBJIeHHbIXIIpaBI4npa6orrtc

AoKyMeHraMI4 e-MEAOV <,,{ercxrafi caa Ns 25)'

4,2.J1uuo.oTBeTcTBeHHoe3aBeAeHI4eapXI,IBaMEAoy<flercr<rafica,uJtfs
25>>,gecer OTBeTCTBeHHOCTb 3a BbIIIOJIHeHUe BO3JIO)KeHHbIX Ha apxl4B 3aAaq 14

$yuruufr.
4.3. sayrpary rr ropqy AoKyMeHroB AOnxHocrHbIe nI4IIa yqpexAeHl4fl

(pyrono4r,rTeJrb ya{pexAeH vrfl. v nvIJo, oTBeTCTBeHHOe 3a BeAeHI4e apxnna) HecyT

orBercrBeHHocrb B coorBercrBr4r4 c 4efi crnyrcull{M 3aKoHoAareJIbcrBoM'

5.Koruu;reKToBaHI{e a PxI{Ba



5.l.IlolroroBKa AoKyMeHroB K IlepeAar{e B apxl{B MEAOy <',{erci<rafi caA N 25>

BKIIIOqaeT 3K0neprl43y HayrlHofi ra uparruqecrofi TIeHHOCTI4 AOKyMeHTOB'

o S opivrneHl'Ie Ae JI' c ocraBJIeHI4e orII4 cI{'

5.2. 3rcneprl43a IreHHocrI'I AoKyMeHroB

5.2.I.3xcuepru3a UeHHOcTI4 AOKyMeHTOB - onpeAeneHl4e IIeHHOCTI4 AOKyMeHToB C

uenbloor6opavIxHaXpaHeHI{eHycTaHoBn?TI4eapoKoBXpaHeHI4g.
3rcuepru3y IIeHHocrI4 AoKyt."tou MEAOy <|^{ercr<rafi caA Ns 25> ocyrUecrBJlser

rro crofl HH o .qefi crnyrc ulafl 3Kc rleprH a{ KoMllc cLIfl '

5 .2 .2 .}xclr eprH a{ KOMI,I C cl4f, H a3 H ar{ aerc{ IIpI4Ka3 oM 3 aB eAyIO ulefi ME [ov

<,{ercxrafi.ulJs25).BcocTaB3xcneprrrofixotr,luccl{I4BKJIIoqaIoTHeMeHeeTpeX
CoTpyAHI4KoB, B ToM r{I4cJIe e o6ssareJlbHoM nopqAKe JIpIUO' OTBeTCTBeHHOe 3a

BeAeHue apxr4BaMEAOy <,{ercrrafi cal Ns 25)'

SrcuepTHaqKOMI,ICCI4flHa3aceAaHI',IqXpaccMaTpl4BaeT:HOMeHKJIaTyPYlen

MEAOy <<'.{ercKlaff CaA NS Zl>>,ortucl4 AeII IIocro.flHHofo xpaHe'Hkrs' i{ no nuqHoMy

cocTaBy,aKTbIHaAoKyMeHTbI'BbIAeJI'eMbIeKyHI4I{ToXeHI{Io.
5.3. OQoPMJIeHIIe Aen'

5 . 3 . 1 .!,ela rocTo.f, HHO| O XpaHeHI4s [oAIXI4BaIoTCfl B rBep'4yIO O6noxtty cypoBbIMI4

HllrKaMI4. Jlucrrt HyMepyrcrcq B rpaBoM BepxHeM yrny [pqprblM KapaHAaIuoM'

KoJTu.{ecrBo JTT4CTOB B KaN(AOM AeJIe He AoJIXHO IIpeBbIIIIaT:b 250's KOHIIe AeJIa Ha

oTAenbHoMJII,IOTeaocTaBI-'IeTcq3aBepI4TeJIbHatrHaAIII4cb.

5 .3 .2.Hao6loxlce AeJI IIOCTOflHHO|O XpaHeHI4f, AOJIXHbI 6rtrr npocraBJleHbl

oneAyrolqr4e peKBZ3I4TbI: HaI4MeHOB AH:'t) o6pasonareJlbHofo yqpexAeHl'If HoMep

lraullrc) AeJra rro HoMeHKrlarype, 3aroJIoBoK AeJIa' KoJII4r{ecrBo JII4croB

cpoK xpaHeHI4{ I4JII4 OTMeTKa (xpaHl',lTb IIOCTOqHHO))' HOMep son'qa', oIII4QI4', Aena'

5.3.3. flo oroH qaHvryrAenorpor43BoAcrBeHHoro roAa n o$opN'rneHHble o6loNru

AeJI rrocTo.f,HHofo XpaHeHI4{ BHOC'TC{ ueoSxoAt',tMble yTorIHeHI{t: B 3afoIIOBKI4

AeJr, coAepxarrlr4x pacnopqAl4TeJlbHble AoKyMeHTn (nprar<a3bl', llpoTor<onrr)'

Bnocg'rcg HoMepa: eaJIII AeJIO C [epelucrofi cocToI4T I43 HecKoJIbKI{X TOMOB' B

KaIKAOM TOMe yKa3blBaeTcf, KOppecIIoHAeHT, aBTOp' TeppI{TOpvIfl' npyrr4e AaHHbIe'

B xaxAorur roMe yKa3brBae ras, trara (uucro, Mectu, ro4) uauaJla H oKoHsaHT4fl'

AaHHO|O TOMa. Toqutte AaTbI npocTaBJIf,IOTCt ua o6loNKaX An:6rtcrporo IIoncKa

AoKyMeHToB B rrocJleAylouleM; I43 3aBepllrelrsofi HaArIAcvI uabSloNKy AeJIa

BbIHOCI4TC' KoIIlIIrecTBO JII4CTOB B AeJIe'

5.3, .HaAnncrarrao6loNKaXAenllocTotrHHofoI,IAoJIfoBpeMeHHofoXpaHeHI4q
cneAyeT[po}I3Bo/II4TbqeTKo'cBeTocTofiruuuI{epHI,InaMI4.
5.3.5 .iltrxyqeTa KOII4qeCrBa JII4CTOB B Aene ra $r',rxcaultll ocoSessocrefr rax

HyMepauul,IHaoTAeJIbHoMJII4cTecocTaBJI{eTc.'I3aBepI,ITenbHa{HaAIII4cb.
B s aneprarel*rofi Ha*tr^c.yKa3blBaeTcfl Koll4r{ecTBo JII4ST9B (IIu$p aN{Ia u

nponr4cbro) n .uene. 3aneprareJlbHa{ HaAIII4Cb IIOAIII4CbIBaeTa.fl cocTaBI4TeJIeM c

yKa3aHI4eM efo AOJIX(HOCTVT 14 AATbr cocTaBJIeHl{t'



5.3.6.BnyrpeuHf,fl orlllcb cocraBJlflercfl K AenaM [ocroqHHoro lI

AonloBpeMeHHofo(cnrrruel0rrer)cpoKaxpaHeHuflcsoprraupoBaHHblMIIo
pa3HoBI4AHocT,trMAoKyMeHToB'3afoJIoBKI4KoTopbIXHepacKpbIBaIoTKoHKpeTHoe
coAepxaHr" oor,fr.nnto" 9oco5o IIeHHbIe' JII4TIHbIS Aena I'I Ap')'

5 .3 .7 .fiera BpeMeHHoro xpaHeullx oSoplrmlorcf, ynpouleHHo :

onu ne rroArrrr4Barorcr, rrr4crbr B Hlrx He HyMepyrorct, yror{HeHl4e Ha oSriox(Kax He

IIpoI{3BoALlTcfr,,oIII4cI{HaAeIIeHecocTaBJlqloTcf,,yI{eTBeAeTc{IIoHoMeHKnaType

AEJI.

5.4.Onuc aH:ne AoKyMeHToB rtocro'f,HHoro cpoKa xpaHeHl4t'

5.4.1. Ouucu cocTaBIItIOrOfl pa3AenbHo Ha Aena IIocTotHHOfo xpaHeHl4f, IIO

ocHoeHofi AefreJlbHocrl4 14 Ha AeJIa rto ruuHoMy cocraBy'

5 . 4 .2 .Orucr c o craerfl eTCq AenolIpll3 B OAI4re JIeM.

5.4.3.Onucr BeAeTC{. { B eAI4HOfi eanonofi HyMepaql4l4 B TeqeHI4e HecKoJIbKI4x Jier'

5.4.4,HaAelacI4OTeKIIIHMcpoKoMXpaHeHI4flcocTaBllfleTcfl'axro6
yHuqroxe'r4tr' 

6'3arc'rrroql{TeJrb'ble rloJro?KeHuq

6.1.I4sNreH evrfl.BHaCTO{UIee [oJIOXeHI4e MofyT BHocI4TbCt c 4eftcrnyroull4M

3aKoHoAareJrbcrBoM u vcranorrr ME[ov <,{ercrufi ca/_ Nl35>.

6.2.HacrostUoe rroJIoxeHL.Ie yTBepX ilaeTaflIIpI'IKa3oM pyKoBoAI{TeJIfl MEAOy

<,.{ercruafi cal J\b 25>'

6.3.Cporgefi'crvunHacTo'IqeroIIoloNe:H]/]fl'Heo|paHl4qeu.fIono)I(eHI,Ie
4efrcreyer Ao rlpllHflTvrfl' HoBoro'


