AIMHHHCTpanHs AHIapcKoOro ropoackoro OKpyra
YIIPABJIEHUE OBPA30OBAHUS

IIPUKA3

%

ot /6. .AA3 0o ABIEX

O nopsiike y4era JOKYMEHTOB,
BXO/ISIIINX B cOCTaB O6MOIMOTEYHOro HoHIa,
B OMOMoTeKax 00pa30BaTEIbHBIX YUPEKACHUH

B coorBercTtBUM ¢ mnpukasom MuHucTepcTBa KyJABTYphl  Poccuiickoii
Oeneparmn ot 08.10.2012 roma Ne 1077 «O6 ytBepxnenun Ilopsaka yuéra
JIOKyMEHTOB, BXOJMIIMX B cocTaB OubnnoredHoro ¢oHIa» ¢ H3MEHEHUAMU WU
nornonHenussmMu ot 02.02.2017r. Ne 115, mucemom Muno6pazoBanus P® «IIpumepHoe
MOJIOXKEHUE 0 OMOIMoTEKEe 00pa3oBaTEabLHOr0 yupexaeHua» ot 23.03.2004r. 3a No 14-
51-70/13,

INIPUKA3BIBAIO:

1. PykoBomurensmM oOpa3oBaTeIbHBIX YYPESKACHUNH B IEIAX COXPAHHOCTH
(GoHma, YCTAaHOBIEHUS €AUHOIO IOpAAKAa ydera OUOIMOTEYHBIX JOKYMEHTOB,
CO3JaHUSA YCJIOBUH JUIS COBEPIIEHCTBOBaHMS OpraHM3alMd TpPyla M BHEIPEHUSA
CPEIICTB KOMIIBIOTEpH3ALMM M MeEXaHH3allud B OHUOJMOTEKax 00pa3oBaTeIbHEIX
YUpEXKJACHUN, PYKOBOACTBOBAThCS IpUKa3oM MUHHCTEPCTBA KYJIBTYpHl Poccuiickoii
Qenepatmn or 08.10.2012 roma Ne 1077 «O6 yrBepxknaenun Ilopsnaka yuéra
JIOKYMEHTOB, BXOJSIIUX B cocTaB OuOIMoTedyHOro (oHma» ¢ H3MEHEHHAMHU U
nononHenussMu ot 02.02.2017r. Ne 115, a Takke METOIUYECKMMH PEKOMEHIALUAMU
no npuMmeHeHuio «llopska yyéra TOKyMEHTOB, BXOAAIIMX B COCTaB OHMOJMOTEUYHOIO
donna» B Oubimorexkax 00IIe0Opa3oBaTeNbHBIX  YYPSKIACHHHA AHIApCKOro
ropojckoro okpyra (IIpunoxxenue Ne 1 k HacTosIieMy npukasy).

2. Hcnonp3oBate (GOpMBI akTa 00 UCKIIOYEHUH U3 OUOIMOTEYHOro (oHaa
JOKYMEHTOB JUIMTEJIBHOIO XPaHEHUS M KHUTY CYMMapHOro ydeTa OHOIHMOTEYHOIO
¢donna 6ubanorexu obmeoOpasoBatensHoro yupexnaenus (Ilpuwnoxenne Ne 2
HACTOSIIIEMY TIPUKA3Y).

3. KoHTposb MCIIOJTHEHMS NIpHUKa3a BO3JIOKHUTH Ha 3aMECTHTENS HayalbHUKA 110
CTpaTeruyeckKoMy pa3BUTHUIO o0pa3oBaHus YnpapneHus obpazoBaHUS
aIMUAHUCTPALUA AHIapCKOIO rOPR#eKy ra (I'ammanenxo T.A.).
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Havanpuuk JI.W. JIbicak




[Iprnoxenue Ne 1

K [IpHMKa3y YIpaBiieHUs 00pa3oBaHus
aJIMMHUACTpALUU AHIapcKOro
TOPOJICKOI0 OKpyTa

ot 76. /1 A0Z5Ne /65X

Mertoanueckuie peKOMEHIAIUH 110 IPUMEHEHUIO MOpAIKa YUETa JOKYMEHTOB,
BXOJIAIIMX B cOCTaB OMOIMOTEUHOTO hoHIa, B OMOIMOTEKAX
061eo0pa3oBaTeIbHBIX YUPEKICHHIA

bubnuorexu 00111€00pa30BaTEIbHBIX YUPEKACHUN BXOIAT B OOIIYIO CTPYKTYPY
00pa30BaTEILHOTO YUPEXKIECHUS U HE SABJISAIOTCS CaMOCTOSATEIbHBIMU I0PUIAICCKIMHU
JULIaMHU.

"Kaura cymmapHoro ydera OubinoreyHoro (oHma" COAEpXKUT IOKa3aTeH,
XapaKTepU3YIONIUE Ka4eCTBO GOPMHUPOBaHUS OMOIMOTEYHBIX (HOHIOB IO UX IIETICBOMY
Ha3HAUYCHHIO: o0OecrieyeHue Yy4eOHOro IIpoliecca ¢ HAYYHOM  JCSATECIBHOCTH
00pa30BaTeILHOTO YUPEXKICHHs; OUOIMOTEKH 00I1e00pa30BaTEbHBIX YUPESKICHUI
JUIs obecrieueHus y4eOHOro Irpolecca npruodperaroT yueOHble M3JaHus B OOJIBIIMX
KOJIMYECTBaX OJK3EMIUIIPOB OIHOIO Ha3BaHMS, WHIUBUAYAIBHBIN Yy4Ye€T KOTOPHIX
OCYILIECTBJIIETCS 110 METOAMKE OE3BIHBEHTAPHOI'O YYETa.

1. Yuer nmocTymieHus JOKYMEHTOB B OMOIMOTEYHBIN (OH]T.

IIpu ydere mocTyIuieHUs: JOKYMEHTOB B ()OHJl OHU HE JIEJIATCSI Ha JOKYMEHTEHI
MOCTOSTHHOTO U JUIMTEJIBHOTO XpaHEHUs. BBIIENeHUIO MOJIekaT TOJBKO JIOKYMEHTHI
BPEMEHHOTO XpaHEHUS OTICJIBHBIX BUIOB HM3JaHUU 1O O00OBEMY M IO Xapakrepy
uaopmanuu ('OCT 7.60-90), xotopele He cTaBsTcs Ha OanaHc. K HUM OTHOCSATCS:
Opourropsl (00beM - 10 48 cTp.); TUCTOBKH (00BEM - 10 4 CTp.); KaJleHAapH; TUTaKaTHhI,
METOIMYECKUE pa3pabOTKH; IpOrpaMMbl; MaTepUabl, TOUIekKAIIUEe 110Ce CIUCaHUS
pazade ydamumcs U rejparoraM (KOHKPETHBIA IepeueHb OMOIMOTEKU OIpPEACISIOT
CaMOCTOSATEIIBHO).

2. CyMmMapHbIi y4eT JOKYMEHTOB.

Jlst 6ubsinoTex 00pa3oBaTEIbHBIX YUYPEKACHUA PEKOMEHAYIOTCS CIICIIHATIBHO
paspaborannsle ¢Gopmbel "KHurm cymmapHoro ydera OubauoreuHoro ¢onma"
T depeHIMpoBaHHO: JUIsi OMOIMOTEK BRICHINX YUeOHBIX 3aBEJCHUM, A1 OMOINOTEK
CpeIHUX CIENMAIbHBIX YYEOHBIX 3aBeleHUH, I OUOIHMOTEK 00Ie00pa3oBaTeIbHbIX
yupexaeHuit (mpuioxxenue «Ne3 k MeTtouyeckuM peKOMEHIALMAM ).

3. HuauBuayanbHBINA y4ET JOKYMEHTOB.

MHoOrosk3eMIUISIpHBIE  JIOKYMEHTBl  (y4eOHMKH,  y4eOHble  mocoOwus,
CIPaBOYHHKH, CJIOBApU U JPyrHe HU3HaHUs), MpeIHa3HAYCHHBIC IS MCIIOJIh30BaHUS
CTYACHTAaMU M y4YallMMHCS B y4eOHOM IIpoliecce, YYUTBHIBAIOTCS OE3bIHBEHTapHBIM
ciocoboM. Ilpu Oe3pIHBEHTapHOM MeETOJIe ydeTa IpeaycMaTpHBacTCs CyMMapHas
3aIUCh TOKYMEHTOB 10 Ha3BaHUSAM, CTOUMOCTh UX OTHOCHUTCS Ha OajaHC OMOIHOTEKH.

MBHOro3K3eMIUISIpHBIMHA JIOKYMEHTaMU CUUTAIOTCS JOKYMEHTHI, ITOCTYIIAIOIINE
B KoJuecTBe cBbile 10 sx3eMIUIsIpoB. [IBa-TpH SK3eMIUIApa U3JaHUS 3alMCHIBAIOTCS
B MHBEHTAapHbIE KHUIM Ha OOIMX OCHOBaHUSAX. KOHKpETHOE KOJIMYECTBO JIOKYMEHTOB,
MOJIeXKAIIUX 3allMCH B MHBEHTApHBIE KHUTM U YYeTy Oe3bIHBEHTapHBIM METOJIOM,
onpeaensiercs OUOIUOTEKOM.

IIpn Ge3pIHBEHTapHOM METOJE yueTa O(pOpMIISIOTCS CIEAYIOIHUE JOKYMEHTHI:
y4eTHasi KapTouka JOKYMEHTa (U3/1aHUs), PETUCTPAIMOHHAS KHUTA YYETHBIX KapTOUYeK
(npunnoxxenus Ne 4, 5).

YderHass KapTOyka COCTaBIS€TCS Ha KaXJ0€ BIEPBbIC IIOCTYNMBIICE B
OMOJIMOTEKY Ha3BaHME B KonudyecTBe cBblie 10 sk3eMIUIsipoB. YdyeTHass KapTouka



COZICPKHT CBEJICHUS: aBTOp, 3arjlaBUe, BEIXOIHBIE JIaHHBIE, [IEHA, JaTa 3alluCh, HOMED
3allMCH B KHUT'€ CYMMApHOIO yyeTa, KOJWYECTBO SK3EMIUIIPOB - MOCTYIIHUBIIUX,
BBIOBIBIINX, COCTOSALIMX Ha YYETeE.

VYyeTHass KapToyka OTpa)kaeT [BIDKEHHE KaXXJOTO OTACIBHOrO Ha3BaHUA
JIOKyMeHTa (M3/1aHus), poleanero Oe3pIHBEeHTapHbIN yueT. B kapTouke oTpakaroTcs
BCE IOCTIEAYIONINE MOCTYIUIEHUS JAaHHOTO Ha3BaHUsl, HE3aBUCUMO OT IICHEI.

VYdeTHple KapTOYKH 3allMCHIBAIOTCS B PErMCTPALIMOHHON KHUTE, IS KOTOPOH
MOXeET OBITh HCIOJb30BaHA WHBEHTapHass KHUTa. B perucTpallMoHHON KHHUIE
3alOJIHAIOTCS Bce TIpadbl Kak NpH HMHIMBUAYAIGHOM YYeTe, KaXI0e Ha3BaHHE
3allUCBIBAETCS HA OTAEIBHOH CTpOKe. PerucrpallioOHHBIA HOMEp IMEPEHOCHTCH Ha
y4eTHyIo KapTouky. Ha nokymenTe (M31aHun), yuTeHHOM O€3BIHBEHTAPHBIM METOIOM,
HOMEp PETUCTPaLIMOHHONM KapTOYKU HE IPOCTABIIAETCS.

4. Yder BBIOBITUS JJOKYMEHTOB U3 OMOIMOTEYHOTO QOHIA:

4.1. JlonmyckaeTcsl 3aM€Ha CIIMCKa BCEX HCKIIOYAaeMbIX M3 (OHAA JOKYMEHTOB
KHIDKHBIMH  (opMyJisipaMu (KaK COCTOSIIMX Ha OyXrajJTepcKoM ydeTe, TaKk U He
COCTOSIIHUX);

4.2. AKTBl Ha CHIHCaHHE JOKYMEHTOB B OuHOIHOTEKax o00pa3oBaTEIbHBIX
YUPEKACHUN YTBEPKAAIOTCS JUPEKTOPOM Y4eOHOrO 3aBEICHHUS.

HopmatuB cromcaHus JOKYMEHTOB ©3 (OHJOB OTKPHITOTO JOCTyHa IO
HEYCTaHOBJICHHBIM IIpUYMHAM (HEJO0CTaya) JOJDKEH cocTaBiaATh He Gosnee 0,1% ot
00beMa KHUTOBBIJIAYH.

HckmoueHnne NOKYMEHTOB M3 (oHAOB OuOIMOTEK 00111€00pa3oBaTeIbHBIX
YUPEXACHUN 110 NMPUYMHE YCTapesOCTH IMPOM3BOJUTCS HE pPEXE OJHOIO pa3a B JBa
roja.

(Pexomennyemble paHee CpPOKM MCIOJIB30BAaHUS YYECOHMKOB W Y4EOHBIX
nmocobuit B 00111€00pa3oBaTeNbHBIX YUPEKIECHUAX B IpejesaX YeThIpeX JIET CUUTATh
OpPUEHMUPOBOUHBIMIL. )

5. JlemonpousBOJACTBO B OpraHU3aIMy ydeTa hoH/a.

B cooTBeTcTBMM ¢ IpaBWJIaMH OpraHU3ALMUA TOCYAapCTBEHHOTO apXHBHOI'O
Jiejla YCTaHaBJIMBAIOTCS CJIEAYIOIUE CPOKH XpaHEHHUS IOKYMEHTOB, 00eCIIeYnBAIOIIIX
yY€T U COXPAHHOCTH (HOH/IOB:

ConpoBoaUTEILHBIE TOKYMEHTHI

(HaKJIaHBIE, CYETa, OMKCH, CIICKH Ha IOCTYIAIONIYIO JUTepaTypy) - 3 roaa.
[IpuxonHple aKThl Ha  JUTEparypy, MOJIy4YyeHHYHO OecrulatTHo wiM  0e3
COIIPOBOJIUTENIHHBIX JOKYMEHTOB - 3 rojia.

Knura yuyera siureparypbl, yTepsIHHOM YMTATEIAMU U IPUHITON B3aMeH - 3 roja.
AKTBI Ha CIIUCAHUE KHUT U NEPUOTUYECKUX U3TAHMIA,

YUYETHBIE KapTOYKU, KHWKHBIE (OPMYJIAPHI CIIUCAHHBIX W3JaHui - 10 neT.



IIpunoxxenne Ne 2

K IIpUKa3y YIpaBjieHUs] 0Opa30BaHUs
aJIMMHHUCTpaluy AHIapcKoro
TOPOJCKOTO OKpyra

oT /6. /1 RN 7654

2.1 ®opma akTa 00 UCKITIOUCHUH
13 616IMOTEYHOrO (POHA TOKYMEHTOB JUIUTEIBHOIO XpaHEHHS

Pexomenayetcs cnemyromast popMa CIUCKOB BHIOBIBAIOIIMX M3 JAHUIA:
a) U U3JJaHU#, 3aHECEHHBIX B HHBEHTAPHbBIE KHUTH
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2.2 ®opma akTa 00 UCKIIOYECHHH
13 QOH/A YTEPSAHHBIX YUTATEIIMU JOKYMEHTOB U IIpUeM B (DOHJI JOKYMEHTOB,
IIPU3HAHHBIX PaBHOIICHHBIMH

Cromcku u3/1aHuid, NCKITI0YaeMBIX 13 6M6IMOTEeYHOro (OHIA [0 IPUYUHE YTEPH
YUTATENIIMU, COCTaBIAIOTCS 10 ¢opme, "dopma akTta 00 HCKIIOYEHUH U3
6uba1oTeYHOro (oHAa JOKYMEHTOB JUTMUTEIHHOTO XpaHeHus" .



Cnucoxk uW3IaHUM, TIPUHATBIX OT YHWTaTeNel B3aMEH YTEpSHHBIX, HE
cocraBiserca. B "Terpagum ydera KHUI U JPYTUX JOKYMEHTOB, HIPHUHSTBIX OT
YyUTaTeslel B3aMEH YTEPSHHBIX' KHUIH, IPUHIATBIE B3aMEH YTEPSAHHBIX, 3aHCCCHBI B
MHBEHTapHYIO0 KHUT'Y ¢ N 110 N, ydeTHbIe KapTOUYKA MHOT03K3EMIUISIPHOM JIUTEpaTyphl
N N., 3an1ch akra o rpueMe u3gaHui B GOHJ B KHUT€ CyMMapHOro yuyera N.

2.3 Knaura cymmapHoro yuyera OubnuoredyHoro GpoHa
6ubsnoTekn 0611e00pa30BATENEHOTO YUPEKICHUA
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Yacts 2. Be1ObITHE TOKyMEHTOB U3 GOHJ1a
Yactp 2 JIucr 1
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Yactp 2. Bei6bsITHE U3 doHAA
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Yacts 3. UToru nBmxenus ¢poHaa
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Yacts 3. Utoru neuxenus Gpoxaa
Yacrs 3 JIuct 2
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