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AHCTPYKIWSI
O IOATOTOBKE TOKYMEHTOB K IIEPEJAYE B APXIB

I'KY « JETCKHI JJOM Ne 35

1. Obmue mososkenus:

1.1. Hacrosumas uncrpykous onpenender oOmui NOpsSmOK MOATOTOBKH U [IEpEIayll B apxuB
SAKOHYCHHBIX JITIONPOU3BOACTBOM N TIOCTOSHHOTO U BpeMeHHOro (cBbime 10 ner) xpanennus.
1.2. Jlena nocrosiHHOTO, BpemenHoro (ceeime 10 jieT) XpareHus mojuiexar nepejiaue B apxuB
I'KY «Jletckuit nom Ne 35y (mamee opranuzanms) mocie OKOHUYAHHS KalleHIapHOrO roja, B
KOTOpPOM OHM OBLITH 33BeJIeHEL

1.3. llepenaye nen B apxus OpTaHH3allii IPEMECTBYET paboTa CTPYKTYpPHbIX noJpasieneHui
110 TIOATOTOBKE ACT (OPOPMIEHHIO I ONHCAHHMIO) B COOTBETCTBHM C TpeOOBaHUAMH HACTOSIIE
Hucrpykmumu.

1.4, Apxus oprammsarmm OCYIIECTBIIAET METOIMYECKOE PYKOBOACTBO IO obopmireHuIO

CTPYKTYPHBIMH NOoJApasICICHHAMH el 1A nepenavyu B apxXHB, a TakKxe IpenocraBiasdeT
KOHCYJIBTAIMK H Pa3bSICHEHUS.

- 2 Odopmuenue nen
2.1. B 3aBHCHMOCTH OT CpOKOB XPaHCHUS IPOBOIATCA IOTHOE UK YaCTHYHOE O(OPMIIEHHE e,
2.2. Jlena BpeMeHHOro Xpanenus (mo 10 mer BKIIOYUTEIILHO) OJUIERAT YacTHIHOMY
obopMIeHHIO:  jena AOMYCKAaCTCs  XPaHUTh B CKOPOCINMBATENSIX, He IIPOBOTHTE
TICPECHCTEMATH3AIMIO TOKYMEHTOB B Jlelle, JIMCTHI Jiea He HYMEpOBaTh, 3aBepPHTE/ILHBIC
HAJIITHCH HE COCTaBJIATS.

2.3. TomHomy odopmiteHnio mosuexar AiCNa MO JIMYHOMY COCTaBY (NPHKA3Bl 10 ITHYHOMY
COCTaBY, IMYHbIE JIETIa, JIMIEBbIE CIETa).

2.3.1. Ilonmmeka wnu mepemier nena IIpH nepeavye B apXWB JOKHBI OBITH BEBIOTHEHEI
CIIETYIOIUM 00pazoMm:

JIOKYMCHTBI MOJNIMBAIOTCSA HAa YETHIPE IIPOKONA B TBEPAYIO OOJOKKY H3 KapToHA WM
HEPEITICTAIOTCS € YIETOM BO3MOKHOCTH CBOGOHOTO YTEHHS TEKCTA BCEX JIOKYMEHTOB, IIaT, B3
U PE30JIFOLIMIL B HUX;

TIPH TIONITOTOBKE JIe1 K TOAIIMBKe (NEPEIieTy) M3 AOKYMEHTOB YIQISIOTCS MeTalUIMYecKHe
CKperienus (OynaBKku, cKoObl, CKPEnKH);

JMICEBBIC cYeTa pabOTHHKOB 1O 3apaboTHOM marte pacnonaraiorcs no anhaBuTy (hammmii,
MPAKA3Bl — CTPOTO IO NOPSIKOBEIM HOMEpPaM;

0c000 LEHHBIE TOKYMEHTHI (JOKYMEHTEL, HMEIOIIHE HUCTOPHYECKOE 3HAYCHHE W 7Ip.), a TaKKe
HEBOCTPEOOBAHHBIE JIHYHBIE TOKYMEHTEHI (aTTecTaThl, JMILIOMBI TIPEIBIIYIIErO obpazoBanus
U JIp.) BKJIAJBIBAIOTCS B JIelo;

B KOHIE KaxJI0ro Jejla MOMIIMBAETCS YHCTLIH OJamk JIACTa-3aBEPUTENS JIeNa, KOTOPHIii
3alOTHACTCS JIMIOM, IPOBOAMBIINM (POPMUPOBAHHE [IENA;

B JIMYHOE NeNo  MOC/€ JMCTA-3aBEPUTENS MONNIMBACTCS JIHCT  HCIOMB3OBAHMS nena
(upunoxenue 1);

B HA4AJIC INHOTO JIeNa MOIMBaeTCs OIaHK BHYTPEHHEH OMUCH TOKYMEHTOB JI€JIa.

2.3.2. Hymepanus nuctos B jene:

BCE JINCTHI (KPOME JIMCTA-3aBEPHTENSt M BHYTPEHHEH OIHCH) HyMEPYIOTCS apabeKuMu udpamMu
BAJIOBOH HyMepauyeil B NpaBOM BEepXHEM YINy, He 3aieBasi TeKcTa JIOKYMEHTOR, YEPHBIM
rpauyeckuM KapaHIamoM, yHoTpeGieHue UCPHHII M LBETHBIX KapaHJallell Wi HyMeparuu
JIMCTOB 3amperaercs;

TUCTBI ZIE/1, COCTOAMIMX M3 HECKOJIBKHX TOMOB MIIH 4acTeif, HYMEPYIOTCS 110 KakOMy TOMY HJIH
110 KQKI0M YacTH OTAENBHO,




croxeHHbIA ucT (popmara A3, A2) pasBopauuBacTCs U HyMEpyETCs B TIPABOM BEPXHEM yIIy,
TIPH 3TOM JIHCT 060ro opMara, IOIIKTEIN 33 OUH Kpai, HyMepyeTcs KaK OJIUH JIACT, JIACT,
CIIOXEHHBIM U MOMIIUTEIA 33 CEepEeNUHY, TOIEKHUT MEPENINBKE W HYMEPYeTCs TOKe KaK OJ(HH
JIHCT;

JMCT C HAaK/ICCHHBIMM JOKyMeHTamu ((ortorpadusMu, BBIpe3KaMH, BHIIHCKAMH M T. II.)
HyMepyeTcsi KaKk OJIMH JIHCT;

€CI K JIOKYMEHTY TOJKJICCHBI OJHMM KpaeM Jpyrue JOKYMEHTHI (BCTaBKH TEKCTa, IEPEBOI,
BBIPE3KH U T. I1.), TO KaX/Iblil TIOKYMEHT HyMepyeTcsl OTIEIBLHO;

TOANTHTEIE B JICIO KOHBEPTEI ¢ BIOKCHHAMH HYMEpPYIOTCS CIIEAYIOmAM 00pa3oM: BHadale
HYMEPYETCsA CaM KOHBEPT, a 3aTeM OYEPEIHBIM HOMEPOM KaXK10€ BIIOKEHHE B KOHBEPTE;

B cllydasX 0OHapyKeHus OOIBIIOro Ymcia OmMHO0K B HyMEPAIMH JIMCTOB Jiea TPOBOIHTCS HX
MEPEHYMEpaNus, IIPH STOM CTapble HOMepa 3a4ePKUBAIOTCS OJHOM HAKIIOHHON YepTol W PAIOM
CTAaBUTCA HOBBIA HOMEP JIHCTA, & B KOHIIE JIENA COCTABIACTCS HOBBI JIMCT-3aBEPUTEND, CTAPhIil
JIMCT-3aBCPUTEIIb 3aYEPKUBACTCS, HO COXPAHSETCA B JEIE.

2.3.3. CocraBneHue JicTa-3aBepuTeIs Jema:

I ydeTa KOJMYeCTBA JIHCTOB B Jielie M (QUKcaluy 0cOOEHHOCTE!H X HyMEpalMi COCTABISETCS
JHCT-3aBEPHTEND Jela (IPHIoKeHHE 2);

JIHCT-3aBEPUTENb COCTABIICTCS B JICNC HA OTAENIBHOM JIHCTE IO YCTAHOBIEHHOH (opme, B
KOTOPO# YKa3bIBAIOTCS NHU(ppaMH M HPOIHCHIO KOJHUYECTBO MPOHYMEPOBAHHBIX JHCTOB e,
KOJIAYECTBO JIMCTOB BHYTPCHHEH OMHCH, OTOBAPHBAIOTCA OCOOEHHOCTH HyMepalnu HOMEPOB
Jiela (Ha/li4ie TMTCPHBIX HOMEPOB Jie/la, IPOIYIIEHHBIX HOMEPOB, KOHBEPTOB C BIOKEHHSIMH H
KOJIMYECTBOM BIIO)KCHHBIX B HHUX JMCTOB). JlMcT-3aBepuTens B KHMIrax COCTABISIETCS HA
0DOPOTHOH CTOPOHE MOCIEAHEr0 YHCTOTO JIHCTA;

JIMCT-3aBEPUTENb TIOJIIHCHIBAETCS €r0 COCTABHTENEM C YKazaHHEM paciM(pOBKH IIOIIKCH,
JIOJDKHOCTH M JIaThI CocTaBlieHud. Bee mocnenyromue U3MeHEHHS B COCTABE M COCTOSIHUYU Jlena
(OBpeXICHAS, 3aMeHa IOUTHHHBIX JOKYMEHTOB) OTMEYAKOTCS B TACTE-3aBEPHTEIE.

2.3.4. CocraBiieHie BHYTPEHHEH OMACH JOKYMEHTOB JeNa:

AJIA ydeTa JJOKYMEHTOB B [IEJI€, 3ar0JIOBKH KOTOPBIX HE PAacKphIBAIOT KOHKPETHOE COAEPIKAHHE
JOoKyMeHTa (0c000 IeHHBIE, THYHBIE JeNa U JIp.), COCTABISAETCS BHYTPEHHSS OMHCh JOKYMEHTOB
nena (npunoxenue 3);

BHYTPEHHSISl OITHCH COCTABIIETCA HA OTAEIBHOM JIHCTE IO YCTAHOBICHHOH (opme, B KOTOPOM
YKa3bIBAIOTCS CBEJECHHS O TMOPSIKOBBIX HOMEpax MOKYMEHTOB JI€lla, JarTax, 3aroliOBKax W
HOMEpPAx TUCTOB Jiela;

BHYTPEHHSsl OIIMCh MOJIMHCBHIBAETCS €€ COCTABHUTENEM; €CIH JIeNI0 NMEPEIIETEHO MIIM MOIIIUTO
0Oe3 OJraHKa BHYTPEHHEH OIMCH JOKYMEHTOB, TO COCTABIEHHAS 110 YCTAHOBIEHHOH GOpMe OmuCkh
MOIKIEHBACTCA K BHYTPEHHE CTOpOHE TUIEBOM 000K Hea.

2.3.5. Obnoxxa Jjiena:

00J10%Ka JieNia OCTOSHHOTO, BpeMeHHOro (cBeimte 10 JIeT) XpaHeHHs W IO JHYHOMY COCTABY
cocTaBimsiercss M OQOpMIIeTCs MO yCTaHOBICHHOH ¢opme (mpunoxkenwe 4), B KOTOpPOi
YKa3bIBalOTCsi HAMMEHOBAHHE OPraHM3alliy, CTPYKTYPHOTO IIOIpa3AeICH s, HHCKC JIejia, HOMED
Aerna (ToMa, YacTH) 110 FOJI0BOMY pa3fielly CBOJHOM OIIMCH eI, 3ar0JI0BOK JIeJa, CPOK XPAHEHHS;
B TEX ClIy4asiX, KOrjga A€o0 COCTOMT M3 HECKOJIBKMX TOMOB (4acTeii), Ha 00JI0KKY KaX/I0ro ToMa
(4acTH) BBIHOCUTCS OOIIUIT 3ar0JI0BOK Jie)ia | 3aroJIOBOK KasKJI0ro ToMa (4acTH);

Ha 00JIOKKE JieTa yKa3hIBaloTCs apaOCKUMHE U(paMy KpaifHie HaThl Aeia — roj(bl) 3aBeaeH s
U OKOHYAHWA Jena. Ecnm B €0 BKIKOYEHB! TOKYMEHTHI (IPUIIOJKEHHS | T. I1.), JAThl KOTOPHIX
BBIXOIAT 3a KpaWHWe JaThl [ejla, TO MOJ JaTaMU Jela, C HOBOH CTPOYKH 00 3TOM BHOCHTCS
| 3aIHCh: "B J€JIe HMEIOTCH JIOKYMEHTHI 3a ... rof(sl)". KpaliHuMu natamu el caMTaroTes aara
PErucTpanuy (COCTaBIEHHS) CAMOTO PAHHETO M CAMOT0 MO3HEr0 JOKYMEHTOB, BKIIOYEHHBIX B
neno. Kpaliuumu 1ataMy JIMYHOTO Jena SIBISIOTCS JAThI MMOIIMHCAHUS MPHKA3a O IpHEME H
YBOJIbHEHHH JIHIA, HAa KOTOPOE 3TO JEJI0 3aBeICHO.

2.4. Jleno nomxHO conepkate He Oomee 250 mucToB mpH TomimHEe He Oonee 4 cM. [lemo
obbemoM cBhIme 250 JHCTOB JENUTCS HA OT/ENIBHBIE TOMA, H 00 ITOM B JOKYMEHTE JIENIAeTCs
OTMETKA. '

2.5. Buytpu nena JOKYMEHTBI JODKHBI OBITH pACIONIOMNKEHBI TAaK, YTOOBI OHH [0 CBOEMY
COJICPIKAHUIO ITOCIIECAOBATENLHO OCBEINAIM ONpEIeieHHbIe BONpochl. IIpu 3TOM HOKyMEHTEHI




paciiojiaraloTci B XPOHOJIOTHYECKOM nopsnake (BXOI[HIJ.IHG — [0 [garaM MOOCTYIUICHHS,
HCXOIIMHE — II0 JaTaMm OTHpaBJIGHHSI) HJIA 110 aJI(I)aBI/ITy aBTOPOB U KOPPECIIOHACHTOB.

3. Ilepenaua men
3.1. B apxuB mepenaroTcs nena IOCTOSHHOTO, BpeMeHHOro (cBhime 10 jer) XpaHeHHS W 1o
JIMYHOMY COCTaBYy (Zefa MO JIMYHOMY COCTaBy MOJDKHBEI OBITH IPOHYMEPOBAHBI MOJHCTHO). Mx
TiepeJiada NPOU3BOAUTCA 110 aKTaM (mpuioxenue S). Jlnunsie nena Gopmupyrores B andasuTHOH
MOCIIE/IOBATEIBHOCTH (haMuImii. AKTHI pHeMa-TIepeiaul COCTABISIOTCS B IBYX SK3eMILISIpaXx.
3.2. Jlena Bpemennoro (jio 10 jeT BKIFOUATENHHO) XPAHEHHS Tiepeiade B apXHUB YHUBEPCHTETA,
KaK ITpaBHJI0, He moexkar. OHH XpaHATCSA B CTPYKTYPHBIX MOAPa3/Ie/IeHHSIX YHHBEPCHTETA U TI0
MCTCYCHHH CPOKOB XPaHEHHMS MOJIJIEXKAT YHHUTOKEHHIO B YCTAHOBIEHHOM MOPSIIKE.
3.3. B mepron monroToBKH CTPYKTYPHBIM IIOApPA3ZC/ICHHEM M€, TOMIEKANNX IHepeiade B
apxuB, pabOTHHKOM apXHBa MPEIBAPHTEILHO TPOBEPAETCS NPABAIBHOCTh MX (POPMUPOBAHUS,
o(opMIIEHHSI W COOTBETCTBHE KOIMYECTBA [IeJl, BKIIOUEHHEIX B aKT, KOJHYECTBY [elL,
3aBEJICHHBIX B COOTBETCTBHH ¢ HOMEHKJIATYpOH el yHHBEpPCHTeTa. Bce BBISBICHHBIE IIpH
NPOBEPKE HEAOCTATKH B (POPMHPOBAaHMH H O(GOPMIEHHH el pPabOTHHUKH CTPYKTYPHOTO
IIoIpa3aesieHus 00s3aHbI yCTPAHUTE.
3.4. llpueM KaxJI0ro sena NPOM3BOIAUTCSA 3aBEAYIONMM apXMBOM HIIH apXHBAPHYCOM B
MPUCYTCTBHH PabOTHHKA CTPYKTYPHOTO MOApassienenus. [Ipr 5ToM Ha 060MX IK3EMIUISPax aKTa
yKaspiBaeTcs nu(pamMu | IPOMHCHIO KONTHYECTBO (PAKTHUCCKH NMPHUHSATHIX B apXMB JIET, a TAKKE
OINHCH pabOTHHKA apXHMBa U JIHIA, IEPEIABIIETO Jela.
3.5. JluyHple Jena CTYNEHTOB, OKOHYMBIINX OOyueHHEe B YHHBEPCHTETE, IIEpeIaloTCs
YIPaBICHHEM KaJIpOB B apXHB YHHBEPCUTETA IIOCIEC OKOHYAHHS y4eOHOro roga B TEUCHHE
BOCEMHANATH MecsleB. JInanble jiena paboTHHKOB, YBOJICHHEIX B TEYEHHE KaJICHIAPHOTrO To/a,

Iepe/latoTes YIpaBIeHHEM KaJpoB B apXUB YHHMBEPCHTETAa IIOCIE OKOHYAHHS KAIEHAPHOTO
roja.

4. 3ak04HTEIbHOE MOI0KEHHE
4.1. JlunoM, OTBETCTBEHHBIM 3a CBOEBPEMEHHYK) Iepefiady Oell B ApXMB YHHBEPCHTETA,
ABJISETCA PYKOBOJMTENb CTPYKTYPHOI'O MOApa3IeIeHHUS.
4.2. Jlena, opopmiieHHEIe HeHaUIOKAIUM 00pa3oM, ¢ HAPYIIEHHAMH HACTOSINEH HHCTPYKIIHH,
Ha XpaHEHHE B aPXUB HE MPUHUMAIOTCS 10 YCTPAHEHHS! OTMEYEHHBIX HEOCTATKOB.



ITpunoxenue Ne 1

K. 2.3.1
JIMCT UCITOJIL30OBAHUSA JAEJIA

®onm Neo Omuck Ne Jlemo Ne
3aromoBok jena

Jlata Komy Beinano: pamumnms, XapakTep Ne [Toamuce suna,
UCIIOJIb30Ba |  HHHUIMAIEI (Pa300PUMBO) | MCIOJIB30BAHHSA | MCIIONB30BAHHBIX HCIIOJIB30BAaBIIe

HUSA (xomupoBaHwe, JTHCTOB TO JIENI0

BBITTHCKH,
IIPOCMOTP H
1p.)

(DopMa JIHCTA HCII0JIB30BAHUA JI€1Aa

[Tpunoxenue Ne 2




JIUCT-3ABEPUTEJIb JIEJIA Ne

B nene noxmmro 1 nporymeporano TTHCTOB,

(mudpamu 1 npomHcko)
¢ Ne mo Ne , B TOM 4HCJIE:
JTMTEPHBIC HOMEPA JTHCTOB
[IPONYIICHHEBIE HOMEPA JTUCTOR
+IIMCTOB BHYTPEeHHEH onmucH

OcobennocTi GU3HIECKOro coCTOsHUS H HOPMHUPOBAHUS €A Ne nucros
1 2
Haumenopanue nomkHocTH paboTHHKA IMopmice Pacimmdposka
MOOMHCH
Hara

Hpuaoxenne Ne 3




BHYTPEHHSSI OITUCh

AOKYMEHTOB Jie;1a Ne

No | Perucrpa- Hara 3aroIo0BOK NOKyMeHTa Howmepa [Ipumeuanue
0/I1 | IHOHHEIH JOKyMeHTa JIUCTOB
HHJIEKC nena
JOKYMEHTa |
1 2 3 + 5 6
Hroro TOKYMEHTOB

Konuuectro meros suyTpenneii

OIM1CcH

(urhpamu 1 IpoIKCEHIO)

(umpamu 1 nponuceio)

Haumenosanue HOJDKHOCTH JTHLIA,

MOANHCH

COCTABHUBILETO BHYTPEHHIOK OIUCH
JOKYMEHTa aena

Hara

Ioanuce

Pacumdposka

[Tpunoxenue Ne 4




Munucreperso o6pazosanus
CraBpono.bckoro kpas

locynapcrsennoe xaszennoe YUPEKICHAE LISl 1eTel-CHPOT | JeTeil, 0CTaBmMuIXCS Ge3

nonevenus poaureeii
«AETCKHH AOM Ne 355

JEJIO Ne 05-03-01

IIprkassl 0 OCHOBHOM mesTenbHOCTH

Haugaro
OxoHYeHO

Ha JIHCTax
XpaHuTts




AKT

IIpunoxenue No 5

lIpHEMa-TiCpeladi JOKYMEHTOR IIOCTOSHHOLO CpPOKa XpaHeHHst

e

Hazpanue Kpaiinue Kon-Bo nen Kon-so IIpumeuanne
n/n JTOKyMeHTa naTsI JIHCTOB B JIeIie
LI/Iroror
e |

Cnan:

IMommuce N.0. ®amunus
Ipunsn:
3aBenyromuit apxuBom Ioamuce H.0. Gamums

Hara




