PECITYB/INKA MOPAOBUNA

ALMNHUCTpaUVUA
ATIOPbEBCKOI0 MyHMLNMANbHOIO paioHa

NMOCTAHOBJIEHUE

«*% 2017r.
c. ATIOpbeBO

OG6 yTBepXAEHNU NopsiKa 1 CXeMbl yUeTa,
apPXVBHbIX OKYMEHTOB B OTZAENe MYHULMNANbHOIO
apxvBa aAMUHUCTpaLMKU ATIOPbEBCKOTO
MyHWUMManLHOro paiioHa Pecny6iuku Mopgaosust

PykoBogcTBysicb Pefiepa/ibHbIM 3aKOHOM 0T 22.10.2004 Ne 125-®3 «O6
apxmBHOM fienie B Poccuiickoii ®egepayum» n 3akoHoM Pecny6auku Mopgosus
oT1 07.02.2005 Ne 10-3 «O6 apxuBHOM fene Pecny6avku MopLoBua» 1 B Liensx
npuBeLeHNs yyeTa apXMBHbIX JOKYMEHTOB B COOTBETCTBUE C «[pasuiamu
opraHu3auumn XxpaHeHus, KOMMIEKTOBaHUA, yYeTa n UCMOo/b30BaHUA JOKYMEHTOB
ApxmBHoro hoHaa Poccuiickoii Pefepaunn n 4pyrux apXnBHbIX JOKYMEHTOB B
rocyflapCTBEHHbIX N MyHULMNANbHbIX apXuBax, My3esx u 6ubnmortekax,
opraHusaumsax Poccuniickoin akagemnm HayK», YTBEPXKAEHHbIMU NPUKa3oM
MuHMCTEPCTBA KY/bTYPbl M MAacCOBbIX KOMMYHUKaumuin Poccuiickoii degepaymm
ot 18.01.2007 Ne 19, nocTaHOBAAIO:

1.YTBepanThb:

1.1. MNMopsfoK yyeTa apXUBHbLIX AOKYMEHTOB B OTAE/IE MyHULMNAbHOTO apXuBa
agMUHUCTpauun ATIOPLEBCKOrO MYHULMMANBLHOMO paioHa Pecny6imku
Mopgosus (MpunoxeHne Ne 1)

1.2. CxeMy yyeTa apXMBHbIX AOKYMEHTOB B OTAeNe MyHULMNAIbHOTO apxXuea
aaMUHUCTPaLMM ATIOPbEBCKOTO MYyHMLMNANLHOMO painoHa Pecny6imku
Mopgosus (MpunoxeHue Ne 2)

2. HacToswee nocTaHOBNEHWe BCTYNAeT B CU/Y CO AHA €ro ouLManbHOro
ony6nnkoBaHus B IHpopmaLMoHHOM 6ronneTeHe ATHOPLEBCKOTO
MYHULMNanbHOro paioHa Pecny6avnkun Mopaosus.

W.C.IN'ycapos



MpunoxeHune Ne 1
YTBepxaeHo MocTaHOBNEHMEM [N1aBbl
ATIOPbEBCKOTO MyHULMMNaNbHOro painoHa

oT No y#

MopsifoK yyeTa apXMBHbIX JOKYMEHTOB B OTAE/€ MyHULMNAAbHOTO apX1Ba afMUHUCTPALNM
ATIOPLEBCKOTO MYHMUMNAaNbLHOTO paiioHa Pecny6imkun MopaoBus

B oTpene MyHMUMNanbHOro apxuBa (ganee - apxuB) BeAyTCA OCHOBHble
(o6s3aTenbHbIe) YYETHbIE JOKYMEHTHI.

B cocTaB 0CHOBHbIX (0643aTe/NbHbIX) YUYETHbLIX JOKYMEHTOB BXOAAT:

- KHura y4yeta nOCTYnneHWn [OKYMEHTOB  [NA yyeTa KaXAoro nocTynaeHus
LOKYMEHTOB B apXMB, a Tak)Ke KONMYeCcTBa ¥ COCTaBa apXMBHbIX JOKYMEHTOB, NOCTYNMBLUKX Ha
XpaHeHue, COCTOAHUA UX OMUCaHNS;

- CNMCOK (hOHAOB ANA Perncrpaumyu MPUHATbIX Ha XpaHeHWe apxMBHbIX  (DOHAOB,
NPWCBOEHUS VM HOMEpOB, y4éTa KONMYEeCTBa apXUBHbIX (POHAOB, HAXOAAWMXCSH Ha XpPaHEeHUN U
BblObIBLUUX;

- NCT GoHAa ANa yuéTa B rpaHML,ax apxMBHOro pOoHAa KOAMYecTBa M cocTaBa OMMCen
X HyMepauuu, KO/M4yecTBa M COCTaBa [OKYMEHTOB, COCTOSHWUA WX OMUCAHWUS, U3MEHEHUIA MO
KaXJol onucy n apxvBHoMy GoHAY, UKcauny nsmeHeHnid B Ha3BaHUM HOHAA;

- INCT yyeTa ayanmoBuM3yaNibHbIX AOKYMEHTOB ANA y4éTa KONn4vecTBa ayAnoBU3YyabHbIX
LOKYMEHTOB OnNpefenéHHOro Buaa Mpu ux HeOHAOBOW OpraHusauuun; yuyéta u Hymepauuu
onucen ayfnmoBu3yanbHbiX JOKYMEHTOB, JUHAMUKN X U3MEHEHWIA;

- onucb fen ANd MOEAMHWYHOT0 M CYMMapHOro  y4yeta apXMBHbIX [OKYMEHTOB,
3aKpenieHns nopsgka ux cucrtematusauuun, yyéta U3MeHeHWd B cocTaBe M 06BbEME apXUBHbIX
[OKYMEHTOB, BK/TIOYEHHbIX B JaHHYIO OMWUCh;

- peecTp onucein Ans perncTpauny onucen gen, yuéta ux KonmyecTsa v cOCTaBa;

- geno oHAa - KOMMeKC AOKYMEHTOB MO MCTOpMM (POHAO006pa3oBaTens M apxXmBHOrO
thoHAa, BeAETCA Ha KaXAbli apXWBHbIA (hOHA, 06BLEAUHEHHBIA apXMBHbLIA (POHA W apXUBHYIO
KONMNEeKUMIO;

- IUCT- 3aBepuTeNb fena Ana y4éTta Konm4yecTsa IMCTOB B Aene.

B apxuBe TakXe COCTaBAAKTCA [LOKYMEHTbl LEHTPannM30BaHHOIO0 rocyAapCTBEHHOr0
yyéra:

- NacnopT apxunBa ANg 0TpaXeHMs cocTosAHMSA apxuea Ha 01.01 .kaxoro roga;

- KapTouka (hoHAa;

- CBeAeHus 06 n3MeHeHMAX B cocTaBe M 06béme hoHAoB Ha 01.01. KaXgoro roga.

1. Y4éT nocTynneHnA [OKYMEHTOB

JLOKYMeHTbl NOCTYMalT Ha XpaHeHUe B apXunB Ha OCHOBaHUN:

aKkTa npuéma - nepefaym AOKYMeEHTOB Ha XpaHeHwue;

aKkTa npuéma Ha XpaHeHue JOKYMEHTOB MYHOIO NPOUCXOXAEHNS.

Bce NpuHATbIE B apXMB AOKYMEHTbI BHOCATCSA B KHWUTY Yy4éTa NOCTYMNAEHUA JOKYMEHTOB.
Kaxpabllii BnepeBble MOCTYMWBLUWIA B apxuB (HOHA 3amucbiBaeTca B CNMCOK (POHAOB, Ha HEro
3anofHAeTcA NUCT (PoHAa, KapToyka ¢oHAa, 3aBoAMTCsA Aeno ¢oHaa. Ha ayamoBusyanbHble
OOKYMEHTbI MpU MX He(OHLOBON OpraHuM3auum 3anoHATCS NNCTbI yyeTa (OTOLOKYMEHTOB,
KaXJas BrepBble NOCTYNMBLUAA ONWCb AeN YYNUTbIBAETCS B PeecTpe Onunceil.

CooTBeTCTBYIOLWNE YUETHbIE CBEEHNS B YCTAaHOBMIEHHOM MOPSAKe BHOCATCA Takxe 6asy
JaHHbIX « APXUBHbBIA HOHA».



1.1. KHura yyeTa nocTynneHuin

B KHUry y4éta noctynieHuii LJOKYMeHTOB NOC/ef0BaTe/lbHO BHOCATCA BCE NEPBUYHbIE U
MOBTOPHbIE MOCTYMMEHUS AJOKYMEHTOB. Kaxaoe nocTynieHne nonyvaeT OAWH MOPSAKOBbIiA
HoMmep. Hymepauus nocTynneHuii BeAeTCs B BaIOBOM MOPSAKE.

Ecnn ¢oHp nocTynaeT Brepsble, TO HOMep (OHAA MPOCTaBNSETCA B KHWre yueta
MOCTYNSIeHUiA Mocne ero MpUCBOEHUA MO CAMCKy (OHAOB. EcavM nocTynuBluMe B apxuB
[OOKYMEHTbI ABNAKOTCA YacTbio (POHAA, YXKe HAXOAALLErocs Ha XpaHeHW, TO B COOTBETCTBYIOLLIEN
rpae KHUrM yKasbiBaeTCs HOMEP, NMPUCBOEHHLIA 3TOMY (hOHAY paHee.

B rpate «KpaTkasi XxapakTepucTuKa COCTOSIHUS| AOKYMEHTOB» OTMeYaeTCs, BK/HOUEHbI U
[JOKYMEHTbI B OMWCb WM NOCTYNWIM B apxvuB B HeobpaboTaHHOM BuWAe, a TakXe COCTaB
MOCTYNuBLUEA  JOKyMeHTauuu  (ynpaBneHueckas, MO  JIMYHOMY  COCTaBy,  JIMYHOIO
NPONCXOXAEHUS, (HOTOAOKYMEHTbI 1 Ap.).

ExekBapTasibHO, a Takke Ha 1 AHBaps KaXAoro roja nojBOAMTCA UTOr KONMYecTBa
MOCTYMMBLUMX 3a KBapTa/l, FOf AOKYMEHTOB, OTAE/IbHO YKa3blBaeTCH KOMMYECTBO AOKYMEHTOB,
NPUHATBLIX HA BPEMEHHOE XPaHEHMe.

Mprém (hOTOLOKYMEHTOB YUMTLIBAETCA B KHUTE y4éTa NOCTYMNEHN (POTOAOKYMEHTOB.

1.2. Cnucok thoHa0B

B cnncok doHgoB (oHS 3anncbiBaeTCA TOMbKO OAWH pas, nMpy NepBoM NocTynieHuu B
apxvB. He gonyckaetcsi BHeceHMe (hOHAA B CMMCPK POHA0B 40 NOCTYNNEHUS €ro AOKYMEHTOB Ha
XpaHeHue.

[nsa yyeTa nocTynuBlINX (DOHAOB UCNOMb3YHOTCS HOMepa Mo CMUCKY (HOHA0B B BasOBOM
nocnefoBaTeNlbHOCTY.

HOoMep (oHfa - MpWCBaMBaeTCA B Bas0BOM MOCNefOBATENbHOCTM UAW  WUCMOMb3yeTcs
«CBOOOAHBIA HOMEP» - HOMEP apXMBHOTO (DOHAA, JOKYMEHTbI KOTOPOro paHee Gbin Bbl4eNeHbI
K YHUUTOXEHWIO MK BKHOYeHbl B cocTaB OA®, 1 KOTOpbIli paHee He MCMO/b30BasCs.

Jata nepsBoOro NOCTYM/MEHWUS - YKa3blBaeTCs [aTa, MpOCTaBfeHHas B akTe npuéma -
nepejayn JOKYMEHTOB Ha MOCTOAHHOE XpPaHeHME;

Ha3BaHWe (hoHAa - YyKas3blBaeTCs MocieAHee MOAHOE M (B CKOOKax) COKpalléHHoe
HasBaHue (hOHA000pa3oBaTeNd C yKasaHMeM €ero MOAYMHEHHOCTU B pamkax nepvoja, 3a
KOTOpbIA NPUHATLI AOKYMEHTSI;

OTMETKA O BbIObITUW - 3aMONHAETCA, ecnv POHA NOMHOCTLIO BbIAENEH K YHUUTOXEHWIO,
nepefaH B Apyroit apxus, Boweén B coctaB OA®P, yTpayeH. YKasblBaeTCsi MpuyMHa BbIObITHS,

Ha3BaHMWe akTa, fjaTa COCTaB/IEHWs aKTa, HOMep aKTa.

ExxerogHo Ha 01.01. K crnucky (DOHAOB COCTaB/SETCH MTOroBas 3amucb O KOMMYECTBE
apXMBHbIX (DOHAOB, MOCTYMMBLUMX W BbIObIBLUMX B TeyeHWe roga, U 06LEM KO/M4ecTBe
apXMBHbIX (DOHAOB, HAXOASALLMXCA Ha XPaHEHWU B apXumBe.

Cnmncok (hoHA0B 3aK/THO4aeTcs B TBEPAYH0 06M10XKKY, MNCTbI HYMEPYHOTCA.

MepeneyaTka cnucka OHAOB AOMYCKAaeTCsa TOMbKO C paspelleHnss Pecrny6imMKaHCKOWA
apXvBHON Cnyx6bl. B cnyyae nepeneyaTkn B CNUCOK (DOHAOB 0653aTeNbHO BHOCATCS HOMeEpa,
Ha3BaHWA W OCHOBaHWS BbIObITUA BCEX apXMBHbIX (DOHLOB, HOMepa KOTOPbIX 3aHWMaTb
3anpeLyaeTcs.

13 Jluct thoHga

JIncT oHAa COCTaBNAETCA Ha KaXAblA apXMBHbIA (OHA W 3anosHAEeTCA C Y4éToM
CMeaytoLwmx 0CHOBHbIX Tpe6oBaHWiA.

B rpade «KpaiiHne gatbl KaX4Oro HasBaHus ()OHAa» CTaBUTCA HayaibHas M KOHeYHas
[aTta CyLleCcTBOBaHUA OpraHM3aLumy noj KaxblM Ha3BaHWeM He3aBMCUMO OT Hanuyms B oHAe
[OOKYMEHTOB 3a 3TOT nepuof. Ecnm opraHusaums npogo/mkaeT (DYHKUMOHMPOBaTb, KOHeYHas
[ata He NpoCTaBseTcs.

[na 06beMHEHHOrO apXMBHOTO (hOHAA yKasblBalOTCA faTbl 06pa3oBaHus Havbonee
paHHe ¥ NMKBMAAUMWM  Haubonee MO3AHEA MO BPEMEHW AesTeNbHOCTWM OpraHu3auui -
thoHaoo6pasoBaTeneid, JOKYMEHTbI KOTOPbIX .BKNHOUEHbI B COCTaB 00beAMHEHHOr0 apXMBHOIO
thoHaa. V.



B rpage «HasBaHue oHAa» B XPOHONOIMYECKOW MOCNeA0BaTEIbHOCTU NepevncnsatoTes
BCe MepeMMeHOBaHWA opraHm3auuu GoHgoobpasosaTens, nocnefHee W3 KOTOPbIX fABAseTCA
Ha3BaHWeM (hoHAa.

Kaxpoe nepenmeHoBaHue  oHgoobpasosartens, BK/IlOYaA  W3MEHEHMe  ero
NOAYMHEHHOCTU N MECTOHAXOXAEHUS, NMMULLIETCA C HOBOW CTPOKW. Bce mocnepytow e n3MeHeHNs
B Ha3BaHWM opraHm3auum - oHA006pa3oBaTeNs BHOCATCA B NUCT (JOHAA MO Mepe NMOBTOPHbIX
NoCTYNAEeHN JOKYMEHTOB B apXuB.

[Ona 06begMHEHHBIX apXMBHbIX (DOHA0B faéTcs 0606 EHHOE Ha3BaHWe hoHAa. Ha3BaHUsA
BCEX OpraHu3aumnil, 3 KOTOpbIX CO34aH 00beANHEHHbIV apXWBHbIA OHA, MOTYT yKa3biBaTbCH B
rpage «HassaHue oHaa» nnu B rpade «HassaHme onucu».

B rpade «/[ata nepBOoro nocTtynneHus (oHAa» yKasbiBaeTcs jgata B COOTBETCTBUM C
3anncbio B KHUTe y4éTa MOCTYN/eHUN JOKYMEHTOB, A8 00beAMHEHHOI0 apXMBHOIr0 (OHAA W
apXMBHOW KONMeKuMmn - aaTa NnoCTyNneHus nam gaTa co3gaHus nx B apxuBe.

B pasgene «Y4Y&T HeonucaHHbIX JOKYMEHTOB» YUUTbIBAKTCA HEOMUCAHHbIE JOKYMEHTHI,
NOCTYNMBLLWE B aPXMB B YC/IOBHbIX €4.XP., LOKYMEHTax Uan nucrax.

Mocne cocTaBNeHUs U YTBEPXAEHWA OMUCKU, JOKYMEHTbI CHMMAlTCH C yyeTa Kak
HeonucaHHble W CTaBATCA Ha Y4YET KaK OMUCaHHble, YTO OTPaXaeTcA B COOTBETCTBYHOLLUX
pasfenax nucTa oHAa.

B rpate «Ha3BaHue onucu» yKasblBAeTCA Ha3BaHWe onucu (fen NOCTOAHHOIO XpaHeHus,
[len no IMYHOMY cOoCTaBy, Aen IMYHOTO0 MPOUCXOXAEHUS, NNYHBIX AeN W T.4.) WX NPUBOAUTCS
KpaTkas XapakKTepmcTuka BK/IOYEHHbIX B OMWUCb AOKYMeHTOB. lMOCTynneHuWe [OKYMEHTOB MO
KaXkaou HOBOM onucu (Mnn eé NpPoLOMKEHNIO) PUKCMPYeTCS OTAENbHON 3anuchblo.

B rpade «Hannume (ocTaTok) ef.xp» yKasblBaeTCsi MX KOAMYECTBO KakK MO OMWCKM, NO
KOTOpOi/ Mnpou3BefeHa 3anucb, Tak W No QOHAY B LLENOM.

Ecnu Ha nucte oHAa He ocTaéTca MecTa ANs O4YepefHbIX 3anuceil, 3aBOAUTCA UCT-
NnpoAoXKeHNe, BBEPXY KOTOPOro yKasbiBaeTcs «[pogomkeHue, oHag Ne, IUCT 2», Ha NEPBOM
NINCTe fenaeTcs 3annucb «CM. MPOLO/MKEHNE
N. 2». JINCTbl NPOJOMKEHUA NOAKNAALIBAOTCSA 32 OCHOBHbIMU INCTAMU.

Ninctol ()OHJOB XpaHATCA B HecropaemMom LlikKady B nanke B MOPAAKE HOMEPOB
apXMUBHbIX (HOHAOB.

1.4. JInct y4yéta ayanoBmusyasnbHbliX JOKYMEHTOB

Niuct  yyéTta ayamoBM3yaNbHbIX [OKYMEHTOB COCTaBfseTcs npu HedOHJ0BOM
opraHunsaumm poToa0KYMEHTOB.

MopafoK HyMmepauum u XpaHeHUs /UCTOB Y4éTa ayfuoBU3YyasibHbIX [OKYMEHTOB
aHanornyeH NOpAKY Hymepauum u XxpaHeHUs NCTOB (hOHAOB.

1.5. Onuce gen

Ha kaxablii (hOHA B MyHULMNanbHOM apXuBe f0/MKHAa 6biTb COCTaBleHa onuch gen B 3-
X 3Kk3emnnspax (MoAHOM KomnaekTe). MepBblil IK3EMNAAP ONUCK ABNAETCA CTPAXOBbIM.

Kaxgomy pgeny B OnNucu  npucBavMBaeTcs MOPAAKOBbIA HOMEpP, NOA KOTOPbIM OHO
yunTbiBaeTCA.

B cnyuae BbI6GbITUS gena B rpade «lMpumedaHus» MpPOCTaBnAeTCA OTMETKa «BblObIIO»
(xpome fgen, BblJaHHbIX BO BPEMEHHOE NO0JIb30BaHMe).

B KoHLe onucu o6d3aTeNlbHO COCTaBNAGTCA UTOroBas 3anuch, rae ungpamm n NPonucsio
yKa3blBaeTCA KOMMYECTBO [ef, BKAOUYEHHbIX B OMUCb, a TakXKe uMetowwmecs nponyckm NeNe,
Jena, umeroLLne NNTepHbIE HOMEPA, BblObIBLUME U HEMPUHATLIE Aena.

Mocne Kaxgoro NOCTYNAeHNA AW BblObITUA LOKYMEHTOB COCTABNSETCA HOBAas MTOroBas
3anuce.

OonucK AOMKHbI XPAHUTLCA B HECropaeMbiX WKagax no nopagKy HoOMepoB (HDOHAOB, a B
npefenax poHAa - Mo NOpALKY HOMepPOB ONUCH.

Ecnn onucbk gen nepecocTaB/iieHa B npouecce nepepaboTkW, yCOBEPLIEHCTBOBAHUA, TO
O4MH 3K3eMnap paHee [eliCTBOBAaBLUE ONMCP BKAKOYAeTCA BO BHOBb COCTAB/IEHHYIO OMWChb 3a
NoCNefHUM Y4YeTHbIM HOMEPOM, OCTasibHble 3K3EMNAAPbLI BbIAENATCA K YHUUTOXEHUIO.



YnpasneH4yeckas [OKYMEHTaLMs, HayYHO-TeXHUYECKas AOKYMeHTauus, LOKYMEHTbI Mo
NIMYHOMY COCTaBY, MYHbIE AeNa, NOX03ANCTBEHHbIE KHUTU, (DOTOAOKYMEHTbI YUMTHIBAKOTCA, KakK
npasuso, Mo OTAENbHbIM OMUCSAM.

1.6. PeecTp onwuceit

Kaxgoil HOBOW onucu [en npucBauBaeTCA OYepefHOI MOpALKOBbIA HOMEP MO pPeecTpy
onuceil. Ha 06/10)KKe ONMCK B IEBOM BEPXHEM YTy MPOCTaBnseTCA eé HOMep Mo peecTpy.

B cnyuyae BbIObITUA onucK B rpade «MprMeyaHns» NpocTaBaseTcs 0TMETKa «Bblbblna» 1
fata BblObITUS.

ExxerogHo Ha 1 iHBapsi HaCTynaloLero roga B peecTpe onuceli CoOCTaBNAeTCS UTOroBas
3anncb O KO/MYEeCTBE MOCTYMMBLUMX W BbIGLIBILUMX B TeyeHWe roga onuceit n 06 mux obuem
KONuyecTBe.

1.7. feno coHaa

[Jeny ¢oHga npucsansaeTca Homep (poHAA, Ha KOTOpPbLIA OHO 3aBefeHo. B geno ¢oHga
BK/IIOYAIOTCA: UCTOPUYECKAA CMpPaBKa, aKTbl, (DMKCUPYIOLWME U3MEHEHUA B COCTaBe M 00bEME
hoHaa, v T.Mm.

[Jena (oHA0B, BOWEALWMNX B COCTAB 06bEMHEHHOrO apXUBHOIO ()OHAA, BKNHOYAKOTCH B
ero geno oHaa.

[okymeHTbl gena (oHAa JOMKHbI ObiTb MPOHYMEpPOBaHbl, MOALWMNTLI, 3aK/OYEHbI B
TBEPLYIO 06/10XKKY. >

[Jena (hoH0B XpaHATCA B NOpAAKe HOMepPoB (DOHAO0B.

1.8 JlucT 3aBepuTenb

Nuct - 3aBepuTenn cocTaBnseTca And yyéta Ko/imyecTBa NUCTOB B gene. Cam nucT -
3aBepuTeslb He HyMepyeTCs N He YUUTbIBAETCH B KOMIMYECTBE JINCTOB.

NucT-3aBepuTtens Ao/MKEH ObiTb  MNOAWMT B Kaxgom pene. [lpu  oTcyTCTBUU
creunanbHOro 6naHka B [fen0 NOALMBAETCA YWCTbIA NINCT, Ha KOTOPOM  AenawTcs
COOTBETCTBYIOLLME 3anunCu.

1.9. MacnopT MyHMLMUNANBHOIO apxmea

MacnopT apxuBa ABNAeTCA LOKYMEHTOM LIeHTPannM30BaHHOIO rocyAapCTBEHHOr0 YUéTa,
OTpaxaeT COCTaB, COCTOSIHWE, 06BEM U YCNOBUA XpaHEHUS LOKYMEHTOB MO COCTOSHMIO Ha 1
AHBaps HacTynatouiero roga. acnopt apxuBa COCTaBAAETCA €XerofgHo B 2-X 3K3., OAWUH U3
KOTOpbIX MpeAcTaBnseTcs B Pecnyb6/nMKaHCKyl0 apxXuBHYH CchAyx6y, Apyroin  xpaHuTcs
MOCTOAHHO B MyHUUMNanbHOM apxuse. K nacnopTy apxuea B 0643aTeflbHOM nNopafke
COCTaB/IETCA MOACHUTENbHAA 3anucka.

1.10. KapTouka thoHaa

[Ona ueHTpann30BaHHOro rocyfapCTBEHHOro Y4yéTa [LOKYMeHTOB ApPXUBHOro QoHpaa
Poccuiickoii depepaumm Ha HOBbIA  (hOHA cocTaBnsieTcs KapTtodka oHpa. KapTouka doHga
3anosiHaeTca Ha OCHOBaHUM nncta poHAaa.

KapToukn Ha BnepBble MOCTYNUBLUWE (POHAbLI EXErofHO BMeCTe C rof0BbIM OTYETOM
NpeAcTaBnATCA B Pecny6nnMKaHCKYH0 apXUBHYHO Cyxoy.

111 .CBefieHMs 06 N3MEHEHMAX B COCTaBe M 06bEME (hOHA0B

ApXM1B €XerofHo BMeCTe C ro0BbIM OTYETOM NpeAcTaBnseT B Pecny6MKaHCKYyO
apXMBHYO CNyX6y CBeAeHUs 06 U3MEHEHMAX B COCTaBe U 00bEME (hOHA0B.

CBefieHNs  COCTaBNAKTCA Ha OCHOBAHWUW JAHHbIX IMCTOB (POHAOB.

K CsefeHuam ... cocTaBfseTcs nToroead 3anucb no coctoaHuio Ha 01.01.
HacTynawoollero roga. /iItoroas 3anucb [O/MKHA COOTBETCTBOBATbL fJaHHbIM Cnucka QPOHA0B U
nacropta MyHULMUMNanbHOro apxusa.

2. BHeceHUe M3MeHeHWIi B Y4Y&THble [JOKYMEHTbl apxusa

N3MeHeHNUs B YUYETHbIE JOKYMEHTbI MOTYT BHOCMTCS HA OCHOBAHUW aKTOB
- Nprema-nepegayn JOKYMEHTOB,

- OMMCaHNUS JOKYMEHTOB, NepepaboTKy ONUCeN,

- 0 BbIJENIEHNN K YHUUTOXEHWIO LOKYMEHTOB, HE MOAEXALLMX XPAHEHUIO,
- 0 He 06HapY>XeHUN [OKYMEHTOB, MyTW PO3biCKa KOTOPbIX MCUEPMaHblI,



- 00 06HapyXeHWW [OKYMEHTOB, He OTHOCAWMWXCA K [aHHOMY (OHLY, apxuBy,
HEeYUTEHHbIX U T.4.,

- 0 TEXHUYECKMX OLINBKAX B YYETHbIX JOKYMEHTAX,

- MPOBEPKM HaIMyMs W COCTOSAHUA gen (Npy YCNOBWW 3aBEPLUEHUS CMIOLWHOWA
npoBepKu).

Vi3MeHeHNA B Y4YETHble JOKYMEHTbl AO/KHbl BHOCWUTbLCS OMEpaTUMBHO, Cpasy rfocsne
COCTaB/IEHUA U YTBEPXKAEHNSA COOTBETCTBYHOLLENO aKTa.

OchopmaeHUe MePBUYHOTO M MOBTOPHOrO Npuéma Aen B apXMB B YYETHbIX JOKYMEHTax
nokasaHo B rpagMyeckmnx cxemax 1um 2.

B cnyuyae n3meHeHuid B cocTaBe M 06bEMe (hOHAOB, Bbi3BaHHbLIX NepepaboTKON onuceil,
BblAENEHNEM K YHWUUYTOXEHWIO [OKYMEHTOB, He O06HapyXeHWeM [OKYMEHTOB, MYyTW pO3biCKa
KOTOPbIX McYepnaHbl, TEXHUYECKMMU OLIMOKAMMW B YYETHbIX JOKYMEHTaX, YYETHbIE JOKYMEHTbI
3anonHATCA Mo rpagunyeckoil cxeme 3.

B cnyuyae nepepaboTku, YCOBEpPLIEHCTBOBAHNA OMWCEW U3MEHEHWS BHOCATCHA TakXe B
peecTp Onuceil.

B cnyyae o6HapyXeHUs [OKYMEHTOB, HE OTHOCHLLMUXCA K faHHOMY (DOHAY, N3MEHEeHUs
BHOCATCA B JINCT, KapTOuKy (oHga U BJl «ApxuBHblii (DOHA» MO TOMy (OHAY, OTKyaa
n3biMarTcs HenpoubHble AOKYMEHTbl, W N0 TOMYy (OHAY, B KOTOpbIA NOCTynawT
06Hapy>XeHHble AOKYMeHTbl. Takxe no ABym doHAam pgenatotca 3anucu B CBefeHusax 06
N3MEHEHUAX B COCTaBe M 06bEME (hOHAOB.

AKT 06 06Hapy>XeHN/ AOKYMEHTOB, HE OTHOCSLLUXCA K JaHHOMY (hOHAY, COCTaBNsSeTCS B
2-X 3K3emMnnspax, KoTopble MOAWMBAIOTCSA B AeN0 (OHAA, OTKYAa U3bIMaOTC JOKYMEHTbI, U B
feno oHAa, Kyja nocTynawT AOKYMEHTHI.



MpunoxeHne Ne 2

YT1Bepxaeo lNocTaHOB/IEHWEM [NaBbI
ATIOPbEBCKOT0 MYHULMMAbHOIO palioHa

oT 1Y - ItAV

CxeMmbl yyeTa apXMBHbIX LOKYMEHTOB B OTAeNe MyHULUMUNANbHOI0 apxXnusa agMmMHUCTpaLnm ATIOPbEBCKOTO MYHULUMNANBHOIO paﬁOHa

AKT
npnéma -
nepegaun

cocTaBneHue
KapTouyku poHfa

Pecny6nmkn Mopgosus

1. CxeMa y4eTa BrepBble NOCTYNUBLLETO OHAA

npucBoeHue
Ne choHpga
no CAnCKy
(hOoHJ0B

BHECEHMWE 3anucu
B peecTp onucei

BHeCeHue
3anucu
B KHUTY y4yeTa
nocTynNeHWi

3anofiHeHue b/
«APXUNBHbIN

hoHa»

-»

BHECEHME 3anucu
B CBefleHMsa 06
N3MeHEeHUAX B

cocTaBe U 06beme

thoHA0B

npocTtas/ieHue B
aKTe npuéma -
nepefaym oTMeTKM
0 BHECEHUU
M3MEHEHWIA BO BCe
yyeTHble
[OKYMEHTBI

cocTaBneHue
nncTa

thoHAa

aKT MOALNBaAETCS
B feN0
thoHAaa



AKT
npvema -
nepegayu

BHeCeHMe 3anmncu
B B/, «<APXV1BHbIA (POHA»

2. Cxema y4yeTa MOBTOPHOr0 NOCTYM/IeHUs JOKYMEHTOB (hoHaa

BHECEHVE 3arncn B KHUTY
yyeTa NnocTynseHunit

npocTaB/ieHVe B  aKTe
npuéma-nepeayn
OTMETKM 0  BHECEHUU
N3MEHEHWI BO  BCe
YUETHbIE JOKYMEHTbI

BHECEHMe 3anmcn B
cBefeHus 06
N3MEHEHMAX B

cocTaBe M 06bEME

(hoHz0B

aKT
nogLunBaeTCcA B Aeno

oHga

BHECEeHMe 3anucn B
NNCT hoHaa

BHECEHME 3anmcu
B KapTOUKy

hoHAa

3.CxeMa yueTa M3MeHeHWt B cocTaBe M 06beMe POH/0B MO pe3ysibTaTaM BHYTPMAPXMBHbIX PadoT

"CooTBeTcT
BYHOLLIIA
aKT

Jlvet
oHga

KapTouka CsefieHus

(hoHAaa 006 N3MeHeHUAX
B COCTaBe W
06béMe
(hoHa0B

BA,
«ApPXUBH
bin

thoHa»

NMpocTaBneHVe B
aKTe OTMETKM O
BHeCceHUu
N3MEHEHWIA  BO
BCe YUYETHbIE
AOKYMEHTbI

AKT
NnoALLMBaeTCH
B fleNno hoHaa



