KOBJIOPCKOI'O PAHOHA MYPMAHCKOH OBJIACTH

PACIHHOPAXEHHUE

2108, 10)8 Ne_#64

r. Kosaop

O npoBeeHHH HHBEHTapU3alHH I0KYMEHTOB NOCTOSIHHOI'0 XpaHeHHs
¥ [0 JHYHOMY cOCTaBy B MyHHMIHIIaJIbHOM ABTOHOMHOM yupexaennn «Pegakuus
0011IeCTBEHHO-IOJIUTHYECKOM ra3eThl «KoBaop4yaHHH»

Bo wucnonHenne ®enepalbHOro 3aKoHa OT 22.10.2004 Ne 125-®3 «O6
apXWUBHOM JIeJi€ B Poccuiickoit eneparnun», DelepanbHOro 3akoHa OT 06.10.2003
Ne 131-®3 «0O6 0OmMX NPUHIMIAX OPraHM3ald MECTHOrO CaMOyIpaBICHHS B
Poccuiickoii ®emeparum», 3akoHa MypMaHCKOH 00IacTy OT 20.02.2006 Ne 730-01-
3MO «O6 apxuBHOM jene B MypMaHCKOH 001acTW», Ha OCHOBAHHMH VYcraBa
MYHHIMIATEHOro o0pasoBanus KoBropckui pavoH:

1. YTBEepauTh:

1.1. TlonoxeHue O NMPOBEJECHHH WHBEHTapU3alMH JOKYMEHTOB IOCTOSHHOTO
XpaHeHHs M TO JAYIHOMY COCTaBy B MyHMIMIIATEHOM aBTOHOMHOM yHPEK/CHHH
«Penakimsi  OGIIECTBEHHO-TIONMTAYECKOR — raseTsl  «KoBjopYaHHMED)  COIJIACHO
npuiIoxeHnio Ne 1 K HacTOSIIEMY PACTIOPSIKEHHIO.

1.2. CocraB KOMHCCHHM II0 TIPOBENEHUIO HMHBEHTapU3alud [OKYMEHTOB
TIOCTOSIHHOTO XpaHEHHs M MO JHYHOMY COCTaBy B MyHHIMIAIBHOM aBTOHOMHOM
yupexnennn «Pepakius 0OIIECTBEHHO-TIONUTHYECKOH Ta3eThl «KoBmopyaHum»
COIJIaCHO MpHIIOKEeHUIO Ne 2 K HacTOSIIEeMY PaCIIOPKEHHUIO.

1.3. T'paduk mpoBeneHUs MHBEHTApU3allMM JOKyMEHTOB IIOCTOSAHHOTO
XpaHEeHHs ¥ [0 JIMYHOMY COCTaBy B MyHHIMIIAIEHOM aBTOHOMHOM YHPEXKACHUH
«Penakis  OGIIECTBEHHO-IONUTHYECKOH raseTsl  «KoBmopuaHMH» — COTJTIACHO
npuitoxKeHUIo Ne 3 K HaCTOAIIEMY pacliopsKEHHUIO.

2. HauanpHHKy apXWMBHOTO OTAela angMUHHCTpanuu KoBropckoro paiioHa
Jenucosoii E.B. opraHu3oBaTth paboTy 10 MPOBSACHHIO HMHBCHTApU3AIUK
JOKYMEHTOB IOCTOSHHOTO XpaHEHWs ¥ II0 JMYHOMY cOCTaBy B MyHHIMIIANBEHOM
ABTOHOMHOM  yupexieHun «Pemakims — OOIIECTBEHHO-TIONUTAIECKOH — Ta3€Thl
«KoBmnopyaHun».

3. IleHTpanbHOM SKCIIepTHON KOMHCCHM anMuHKCTpanui KoBropckoro paiioHa
(AnTonoBa M.H.) paccMOTpeTh UTOTH HMHBEHTApU3allM{ JOKYMEHTOB IIOCTOSHHOIO
XpaHEHHs W IO JIMYHOMY COCTaBy B MyHMIMNAIBHOM aBTOHOMHOM YHYPEKICHHH
«Pemaxuus 06IIeCTBEHHO-IIOIUTHYECKON razeTsl «KoBIopYaHUuH».

4. Hacrosiee pacropsDkeHHEe BCTYNAeT B CHILY CO JHS €T0 IOAIMACAHNS.
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5. KOHTpONb 32 HCIONHEHHEM HACTOAIIETO DPAaCHOPMKCHUS BO3JIOXKUTH Ha
YIPaBISIOIIETO JeIaMy aIMUHHACTPAliK Kospopckoro paiiona V.H. AHTOHOBY.

6. Otmenry MHDOPMALMOHHEIX TEXHONIOTHH aJMUHUCTPAIMH KoBnopckoro
paiiona (AHamkuH J[.A.) pasMECTHTh HACTOAILCE pacropsDKeHHe C IPUIOKEHIIMH
Ha caiite anvuHEcTpamuu Kopmopckoro —paiioHa B UH(OPMaIMOHHO-
TeIeKOMMYHHKALMOHHOM CeTH HNuTepHET (www.kovadm.ru).

T'1aBa

Kosaopckoro paiiona C.b. ComoB




Ipumnoxenue Ne 1
K pacIopsKEHUIO aIMUHHACTPalluH

KoBmopckoro paioHa
OT &/ﬂ[/ /Zz/f NQ %/’/Z

MOJIOXKEHHE

0 NpOoBeJeHHH HHBEHTAPH3AIMH JOKYMEHTOB NOCTOSIHHOr0 XpAHEHHS U 110
JHYHOMY cocTaBy B MyHHIHNIAJIbHOM aBTOHOMHOM y4YpeXACHHH «Pepakuus
061eCTBeHHO-OJTHTHYeCKOii razeThbl «KoBaopyaHHH»

1. O01ue moJIoKeHHu s

1.1. TlonoxeHWe YyCTaHAaBIMBaeT IOPSAMOK IPOBEACHUA WHBCHTApHU3AINH
JIOKyMEHTOB TIOCTOSHHOIO XPaHEHWs W IO JIMIJHOMY COCTaBy B MyHULUIIATBEHOM
aBTOHOMHOM  yuYpexJaeHHH «Pemakius 00OIECTBEHHO-TIOTUTUYECKON ~ Ta3eThl
«KoBaopuanuny (nanee — ydpexaeHue).

1.2. Tlonoxenue pa3paboTaHo ¢ ydeToM TpebGoBaHuil IIpaBul OpraHU3allMH
XpaHEHHs, KOMIUICKTOBaHHsA, yd4eTa ¥  HCIONB30BaHMA [OKyMCHTOB ApXUBHOTO
dorma Poccuiickoii Pemepamuu M APYTMX  apXMBHBIX  JIOKyMEHTOB B
rOCy[apCTBEHHBIX W MYHHMIMNAIBHBIX apXHWBax, OpraHM3alldsiX Poccuiicko
Axanemun Hayk, yTBepXIeHHBIX IPHKa30oM MHHHCTEPCTBa KyJIBTYpPhl M MAacCOBBIX
xoMMyHuKarui PO ot 18.01.2007 Ne 19.

1.3. ViHBeHTapHU3alliy [IOJUIEXAT BCE Jeja NOCTOSHHOTO XpaHCHUA 3a 2012 -
2015 romel W mo nmgHOMy coctaBy 3a 2003-2013 roABl BKIFOYUTEIBHO,
00pa3oBaBIIKECs B AEATEIBHOCTH YIPEIKACHHA.

1.4. VigBeHTapw3al¥sl IIPOBOIUTCS C LENbIO 0DOecledeHns COXPaHHOCTH
JOKYMEHTOB yYPEXKIEHHUS.

1.5. OCHOBHBIMH 3a7jadaMU UHBEHTApHU3aIlUH SABJISAIOTCS:
- YCTaHOBIIEHHE COOTBETCTBHS (PAKTMIECKOTO HAJIMIHUs NN OMUCAM AT,
- BBISBJIEHHE JIeJl, HE BKIIFOUEHHBIX B OIHCH;
- BBIABIIEHHE OTCYTCTBYIOLIUX €]l M OpraHu3alysi UX PO3BICKa;
- BBISBJIEHUE IOBPEXIEHHBIX MOeN, TPeOyIoIWX MOAIINBKH, ne3uH(eKIMH HIH
Ne3UHCEKIINH;
- IpOBepKa COOTBETCTBHS HAJMYMA JMCTOB [JOKYMEHTOB B Jejl¢ JaHHBIM JIMCTA-
3aBEepUTEIIS;
- ycTaHOBIeHHE (HaKTHIECKOTO KOJIHMYECTBA JIUCTOB JOKYMEHTOB, HaXOMAIIMXCH B
Iene;
- BHIABJIEHHE HENOCTAaTKOB B ydeTe NOKYMEHTOB, B T.4. y4€T B YCTaHOBJICHHOM
MOpsIKEe B JIHCTAX - 3aBEPHTENIX OCOOSHHOCTEH (HM3UIECKOro COCTOSHHSA H
dbopMUpOBaHUA A€,
- MIOATOTOBKA AAaHHBIX JJI MIPUHATHS PELIeHUH 0 peanu3aliy Mep, HalpaBICHHBIX
Ha yCTpaHEeHHe BHISBICHHBIX HETOCTATKOB.

1.6. VHBeHTapu3aumus OCYLIECTBISETCA JIMIAMH, OTBETCTBCHHBIMH 34



JEJIOIIPOX3BOJCTBO B YUPEIKICHHH.

1.7. OpraHu3allHOHHO-METOAMYECKOE  DPYKOBOACTBO  HMHBEHTapU3allhell
OCYINECTBIIET ApXWBHBIM OTHEN agMUHUCTpauuu KoBmopckoro paiioHa (maiee —
apXUBHBIHN OTHEN).

1.8. PaboTra 10 UHBEHTapHW3alld¥ OPraHW3yeTCs B COOTBETCTBHU C
pacnopsbkeHrueM aaMuHucTpauuu Kosnopckoro paiiona.

1.9. HopmupoBaHue paboT [0 WHBEHTApHM3ALMK OCYIIECTBISETCS Ha OCHOBE
nocraHoeneHuss Muntpyna P® ot 26.03.2002 Ne 23 «O6 yTBEp)KAEHHH HOPM
BpeMEHH Ha pabOTBl IO JOKYMEHTAIMOHHOMY OOECIEYEHHIO YIPaBIEHYECKUX
CTPYKTYp (eepalbHBIX OPraHOB UCIIOIHUTEILHOM BIACTHY.

2. IIpoBenenne HHBEeHTapH3aALHH

2.1. VMaBeHTapu3anus OCYIIECTBIAETCS IO OMUCAM Jell, YTBEPXKICHHBIM H
COTJIaCOBaHHEIM 3KCIIEPTHO-IIPOBEPOYHOM KOMHCCHEH YIIOJTHOMOYEHHOIO0 OpraHa
HCIIOJTHUTENBHOU BiacTh MypMaHcko# obiractu B cepe apxUBHOro nena (naiee —
OIIK).

2.2. Ilepen uHBeHTapu3amued B 00S3aTENBHOM MOPSAKE OCYILECTBILIETCS
BBIBEPKA YYETHBIX TOKYMEHTOB, KOTOpasi BKJIIOYAET:

- YCTaHOBJIEHHE HAJIMYIUS OMKCEH Ied;

- IPaBUJIBHOCTh HyM€epallyu JeJl B OITUCSX;

- HaJIM4Me JUTEPHBIX U NPOMYLIIEHHBIX HOMEPOB JeN B OMHCSX;

- COOTBETCTBHE HTOIOBOM 3amMCH OMHMCH (aKTUYECKH YHUCIALIUMCH II0 OIMCH
HOMepaM Jell.

2.3. VHBeHTapu3alis IPOBOJHWTCSA ITyTeM CBEPKH OIUCATENBHBIX CTaTeH
omMced el ¢ oOmMcaHMeM Jel Ha o0loxkax (HasBaHHE CTPYKTYPHOTO
HOJpa3/ieieHus], AeOMPON3BOJACTBEHHBIX MHAEKCOB JI€Jl, 3ar0JIOBKOB JIeJ, AaT Jel,
KOJIMYECTBA JINCTOB).

®duznyeckoe COCTOSTHUE Jell OTpeAelIeTcs IyTeM UX BU3YyaJIbHOI'O IIPOCMOTpA.

2.4. B xo1e WHBEHTapU3allii IPOBOAUTCS:
- OmpeJelieHHe COOTBETCTBHS 3arojIOBKOB e, KpaWHMX JaT JOKYMEHTOB,
KOJIMYECTBA JIUCTOB OMHMCATEIbHBIM CTaThsIM OIKCH;
- CBepKa BHYTPEHHHUX OIMCEH Jell C UIMEIOIIUMHUCS JOKYMEHTaMH,
- HalWyWe BHYTPEHHUX OIMCEH B JeNax C OpraHU3al[OHHO-PaCIOpPAAUTENbHOM
JOKYMEHTallued U IO JJUYHOMY COCTaBY: IIPHUKa3bl, PaCIOPsDKEHHs, TTOCTAHOBIICHNUS,
pellleHus, JTUIeBbIe CUeTa, IUYHbIe KapTOUYKH, JINYHBIE JIETIa;
- IpOBepKa HyMepallly JIUCTOB JIe] ¥ COOTBETCTBUS MX KOIMYECTBA JaHHBIM JIMCTOB-
3aBepUTEJIeH B OIUCATEeNFHBIM CTaThsIM OIUCEH;
- HyMepalys JIUCTOB el TPH €€ OTCYTCTBHH M COCTaBJI€HHE B COOTBETCTBUH C
YCTaHOBJIEHHBIMH TpeOOBaHUSIMU JIUCTOB-3aBEPUTEIIEH,
- OLIEHKA (PU3UUYECKOr0 COCTOSHUS NIe] U IpOoBepKa NMPaBUILHOCTH OTPAXKEHUS 3TUX
JAHHBIX, a TAK)Ke 0COOEHHOCTEH (OpMUPOBaHUS A, B INCTaX-3aBEPUTEILIX;
- OmIpelejeHHE COOTBETCTBHS 3aroJIOBKOB Je€J XapaKTepy COCTaBILIIOLIMX HX
JIOKyMEHTOB (IpOBEpKa IPaBHJIBHOCTH COCTABJIEHUS 3ar0JIOBKOB JIEN).

2.5. Bce obHapyxeHHBIE HENOCTaTKM (UKCHUPYIOTCS B JIHCTE IPOBEPKH




HaJIN4YKsl ¥ COCTOSHUS TOKYMEHTOB (Jjajlee — JIUCT MPOBEPKH) 10 (hOpPME IIPUIOKEHHS
Ne 1 ¢ nenbro ycTpaHeHHs HEHOCTATKOB B IIAHOBOM TIOPSIKE.

JIuct mpoBepkH COCTAaBISETCS HEMOCPENCTBEHHO B XOJAE IIPOBEPKH, Kak
IIPaBUJIO, HA KaXAYIO OMMCH NNl OTAENbHO. IIpu nmpoBepke HeGONBIIUX MO 0OBEMY
OIKCEH JielT NOIYCKaeTCs COCTaBIeHHe OHOTIO JIMCTA IIPOBEPKH Ha BCE OIHCH el

JIMCTBI NPOBEPKH HYMEPYIOTCS IO IIOPAAKY HOMEPOB M IOJMHCHIBAIOTCS
JHLIaMHU, OTBETCTBEHHEIMH 3a AETONPOU3BOICTBO.

2.6. B nmcre npoBepKH (HKCHPYeTcs HEOOXOAMMOCTh MPOBENEHHUS
TEXHHYECKUX paboT (COCTaBIeHHE BHYTPEHHHMX OIKCEH, 3aMeHa O6JIOXKeK,
odopmiIeHHe UK T00hopMIIeHHE 0GIIOXKEK e, TOIIIABKA Je).

277. Ilo xaxaoMy GaKTy HECOOTBETCTBMS 3arojioBKa Jela XapakTepy
COCTABJISIOIIMX €Tr0 JOKYMEHTOB BBLACHSIOTCS IIPHYMHBEI TaKOTO HECOOTBETCTBHS
(mOKyMEHTBI MOINIH OBITh BIOKEHBI B JaHHOE [0 M3 JAPYroro jena, B T.d.
HaXOJAIIETroCs B PO3BICKE; NOIYLIEHB! OMIUOKHU IPH OMHUCAHWH JTOKYMEHTOB H Ip.),
II0CTIe YET0 NMPHUHUMAETCS pelleHre 00 YTOYHEHUH WIH W3MEHEHHH 3arojioBKa Jena.

Ecnu npunmMaercs pemieHne 0 HEOOXOOMMOCTH H3MEHEHHUS WM YTOYHEHHUS
3arojioBKa Jiejla, B JIUCT€ IPOBEPKH (GUKCHPYIOTCS HOMepa Jel, TpeOyromux
YTOYHEHHs 3ar0JIOBKOB.

2.8. Ilpu oOHapyXeHHM HECOOTBETCTBHS KpaWHHX JaT JOKYMEHTOB WU
KOJINYECTBA JJUCTOB OIMCATENIBHBIM CTaThsIM OIIMCH B JIUCTE MIPOBEPKH (GUKCHPYIOTCS
HOMepa JieNl, TpeOyIoIUX YTOYHEHUS KpallHUX JaT ¥ KOJIMYECTBA JIUCTOB.

2.9. Ilpu oOHapy>XeHUH e MOCTOSHHOTO XpaHEHHs W IO JMYHOMY COCTaBy,
HE BHECEHHBIX B OIIMCH, MHIEKCHI JIe] 10 HOMEHKIJIAType AeN C yKa3aHUEM HX BHIOB
U pa3OUBKOH 10 rojaM GUKCHPYIOTCS B JIKCTE MPOBEPKH.

2.10. IIpu BIsSBIEHUN HEOOHAPYKEHHBIX A€ (aKT UX OTCYTCTBUS Ha MOMEHT
MHBEHTapU3alliH C yKa3aHHEeM HOMEPOB Jiell (UKCUPYETCs B JIUCTE IIPOBEPKH.

2.11. Ilpu npoBeleHUH WHBEHTApU3ALUH He JOIycKaeTcs AelaTh Kakue-Iubo
IIOMETKHA WJIM 3allUCH B OIHUCSX, YTBEpXKIEeHHBIX W corimacoBaHHBIX OIIK (B ToM
YHuclle U BIUCHIBaTh OOHapyXeHHbIE HEONMCAHHbIE Jella, UCIPAaBIATh WM JeaTh
HOBBIE UTOTOBBIE 3aIIUCH).

Bce HecOOTBeTCTBUS, BHISIBJIEHHBIE B X0JIe HHBEHTapU3alluu, QUKCUPYIOTCS Ha
KOIUAX YTBEPXKACHHBIX U COIJIACOBAaHHBIX OIMCEH [el, KOTOpBIE SBISIOTCS
IIPUIIOXKEHUEM K JIUCTY IPOBEPKH.

2.12. Tlo OKOHYaHWM HWHBEHTapHU3alUU IO KAKION OIMCH B KOHIE OIKUCH
I10CJIE€ 3aBEPUTENIbHOM HAAMKCH AENaeTCs 3allUCh «IIPOBEPEHO», IPOCTABIIAETCS AaTa
IIPOBEPKH; 3allUCh NOJIMUCHIBAECTCS JUIIAMU, OTBETCTBEHHBIMU 3a JIEJIOIIPOU3BOJCTBO
C YKa3aHUEM HX JOJDKHOCTEH.

3. OdopmiieHue JIHCTOB-3aBepPUTeJIEH [eJI 10 pe3yabTaTaM HHBEHTapU3alluH

3.1. Ilepen odopmieHHEM JHCTOB-3aBEpHUTENIEd IPOBEPSETCS IMPaBUIBHOCTH
HyMepalWH JILCTOB B fenaX. HempoHyMepoBaHHEIE [iella HyMEPYIOTCS.

3.2. Ilpx TONHOM COOTBETCTBHHM BBIIBICHHBIX CBEJCHHM 3amlUCsIM B
UMEIOIIeMCsl  JIUCTe-3aBepHUTelie B HEM IPOCTABISAETCA INTAaMII MM OTMETKa:
«IIPOBEPEHOY, [aTa, HAMMEHOBAHUE JOJDKHOCTb, MIOAMUCH U pacIIu(QpOBKa MOIMUCH




COTpPYHHKA, OTBETCTBEHHOI'O 32 JEJIOIPOU3BOJICTBO.

3.3. Ilpu OOHapy>XEHHH HEIMOJHOTHl ¥ HETOYHOCTH AAHHBIX, HUMEIOIIUNCS
JIACT-3aBEPUTEINH [IEPECOCTABIAETC MO GOpMe MPUIIOKEHHS Ne 2. Bce npenpiayuiie
3amMcM B JIACTe-3aBepuTesie  coxpaHsrorcs. HoBag 3anmuch IO MTOTaM
MHBEHTAPH3ALMM 3aBEPSeTCS OTMETKOW, COfiepXKalled JaTy 3alliCH, a Takke
JOIDKHOCTH, TOAIICH M PaciiM(pPOBKH IOANKCH COTPYIHMKA, OTBETCTBEHHOIO 3a
JIEIONIPOU3BOJICTBO.

4. Opopmiienne pe3yJbTaTOB HHBEHTAPH3AUHH

4.1. Ha OCHOBaHMHU JHCTOB IIPOBEPKH COCTABIIAIOTCS aKThl WHBEHTApU3allUH
Ien ydpexaeHus (najiee — aKThl HMHBEHTapH3aliy) 1o (opMe IMPUITOKEHUST Ne 3.
AKTHI MHBEHTApU3alMHA COCTABIIOTCS OTIEJNBHO Ha JieNa IIOCTOSHHOTO XpaHCHHA 1
10 TUMIHOMY COCTaBy.

4. AKTbl WHBEHTApH3allAM COCTAaBIAIOTCA U MOJNHMCHIBAIOTCA JUIAMH,
OTBETCTBEHHHIMM 32  JEIONPOM3BOIACTBO,  YTBEPKAAIOTCA  PYKOBOIMTEIEM
YUPEKICHHUS.

4.3. JIucTel NPOBEPKH W aKThl WHBEHTapHU3allMy M[EpefaloTCid B apXUBHBIA
OTZEN B CPOK, YCTaHOBIEHHBIH TIpadMKOM MpOBEICHHA WHBEHTapH3alvH, UL
OpraHHM3aIMy PaGOTHI IO PO3BICKY HEOOHAPYKEHHBIX AEN U yCTPaHEHUA BBISIBIICHHBIX
HEJ0CTaTKOB.

4.4. ApXWBHBIA OTZeI Ha OCHOBAaHAM JMCTOB IPOBEPKH M  aKIoB
VHBEHTAapH3alMH COCTABIISIET CIIPABKy O Pe3ylbTaTaX MHBEHTapU3alllH C yKasaHHCM
BUOB pabOT, KOTOpHE HEOOXOAMMO MPOBECTH C JOKyMEHTAMH YHPEHICHHI. B
KauecTBe IPHIOXKEHHs K CIIpaBKe COCTaBIIETCS MEPEvCHb HeoOHapyXEeHHBIX Jiel (B
IepedHe YKa3BIBAIOTCS Ha3BaHHUS YYPEXIEHHH, HOMepa Jejl, 3arojloBKM Il H HX
ob11iee KOJIMYECTBO).

4.5. itorv MHBEHTapH3allid PacCMaTPUBAIOTCS Ha 3acCeaHUH IleHTpabHOI
SxcneprHoit Komuccun ammunucTpanuy Kosmopekoro paroHa (manee — LIOK),
KOTOpasi COrNIaCOBBIBAET IepedeHb MEPOIPHATUH IO PO3BICKY HeOoOHapY X EHHBIX JIeN
U BBl paboT, KOTOpEIe HEOOXOAUMO IIPOBECTH C JOKYMEHTaMU YUpEXICHUH.

4.6. Vtorn WHBEHTapU3allUd MU PpE3yNbTaThl HUX PpacCMOTpEHUSA Ha 2K
IOBOJISITCS IO CBEICHHS PYKOBOIUTEINS YIPEXKACHUSA B yCTAHOBIEHHOM MOPAMKE.

4.7. Tlo pe3ynbTaTaM aHalN3a UTOrOB MHBEHTapH3alUK [CIT pa3pabaThIBAIOTCsS
¥ pEeanu3yloTCs KOHKPETHbIe OpraHU3alMOHHO-METOAMYECKAC WU TIPAKTAICCKUC
MepBI, HallpaBlIeHHbIE HAa YCTPaHEHHE BBIBICHHBIX HEZJOCTATKOB.

5. Po3bicK HEOOHAPYKEHHBIX JOKYMEHTOB H 0(hopMieHHE €ro pe3y1bTaToB

5.1. TToce yTBep)KIeHUsI aKTOB MHBEHTapH3aIMK [1e]1 IIOCTOSTHHOTO XpaHCHUA
U 10 JMYHOMY COCTaBy YUpEXJEeHUH apXWUBHBIM OTHeNl OPraHU3yeT pO3BICK
OTCYTCTBOBABIIIMX IPY MHBEHTApU3aIMH 1]l

5.2. ApXMBHBIN OTHEN 3aHOCHT He OOHapyXXEHHbIe B XOJ€ MHBCHTapU3alluH
Jela B KHUIY ydeTa HEeOOHapy)XeHHBIX Jel, IIe YyKa3plBacTCsi HaWMMEHOBAHHUE
yUYpEXIEHUsl, HOMEp OIHCH, HOMEpP M 3arojioBOK Jena, OTMETKa O XOIe H




pe3yJibTaTtax po3bICKa.

5.3. Po3bick HeOGHApYKEHHBIX JIe OCYIIECTBIIOT JIMIA, OTBETCTBEHHBIE 3a
ACJIONPOU3BOJCTBO IO/ PYKOBOACTBOM apXMBHOTO OT/eNa 0 JBYM HAIIPABIECHHIM:

- PO3BICK HETIOCPEACTBEHHO LIE;
- PO3BICK CBEJICHHU, OOBACHAIOIUX UITH ONPABIBIBAIOLIMX OTCYTCTBUE JEll.

5.4. B xone posbicka HEOOHAPYKEHHBIX J€] IPOCMATPUBAIOTCS:

5.4.1. omucu nenm Ay BBIIBIEHHS OTMETOK 06 OTCYTCTBHH €I, OLIHOOYHOM
JBOMHOM y4eTe Jiel (HalpuMep, IIepeXosiiiee A0 YITEHO JBaX/IbI B pa3Hble TOMBI)
A 1p.;

5.4.2. aKTBI O BBIJIETICHUN el K YHHUYTOXEHHMIO, aKTHI IIepeiad e B ApyTrue
ApXMBBI U yUYPEXKICHHs, aKThI ¥ JIMCTHI IPOILIBIX IPOBEPOK HATHYHUS AJIS BHISBICHHS
HEOOHapy)XEHHBIX JIe]l B aKTaX;

5.4.3. XypHanbl ydeTa BBIIAYM M€l BO BPEMEHHOE IIOJI30BaHUE I
BBUSIBJICHHS (akTOB M [JaT Iepenayd HEOOHApyKEHHBIX M€l IS paboThl
VICIIOJTHUTEJISIM.

5.5. Po3bick HeOOHapYKEHHBIX Je]T IIPOBOJUTCS:

5.5.1. B apxuBe yupexaeHus,

5.5.2. Ha pabouynx MecTaxX COTPYIHHUKOB;

5.5.3. B TmOMEIIEHWH, TIAe paHee XPaHWIHCh IOKYMEHTHI (€CIH OHHU
IepeMeIIaNCh);

5.5.4. B HeoOpaboTaHHBIX Jenax (Ha Ciaydai yTpaThl 00J0XKKY JIeNna);

5.5.5. B y4YpeKIEeHHSAX, OT KOTOPBIX OBUIM TOJy4eHBl 3TH HAOKYMEHTHl HIIU
KOTOPBIM OHU II€pelaBaIiCh BO BpEMEHHOE I0JIb30BaHMUE;

5.5.6. B IpyTUX yYpEeKJCHUSIX.

5.6. Po3bick HeOOHapy >XKeHHBIX JeJ TPOBOIUTCS He Oosee 3-X MeCSIEB.

5.7. HalinenHsble B Xoie po3bICKa Jiefa MOJKIaApIBalOTCs Ha MECTa XpaHEHHs, a
B JXypHaJjle ydeTa JejaeTcsi OTMETKa: «HaWJeHO U IOIJIOKEHO Ha MECTO», MECTO
oOHapyxeHHus1 nen (Hampumep: «mepenaHo 6e3 oQopMmileHHS B KaHIEISIPHION,
«obOHapyxkeHO cpeau HeoOpabOTaHHBIX Jem» W JOp.) HWIM IOATBEPXKICHHE HX
OTCYTCTBHS JOKYMEHTaMH (HaIlpHMep, «YYTEHO B OIKCH ABaXIBI 10 Ne 27 1 Ne 52,
«TepegaHo IO NHCBMY IIPOKYpaTyphbl oT Ne oe3
o(hOpMIIEHHs aKTa IepeNayn», «BHECEHO B aKT W JIUCT NMPOBEpKU Hamuuus 19 T.
KaK HeoOHapy>XeHHOE U JIp.); JOJDKHOCTH, IOAIUCH, 1aTay.

5.8. Ha HeoOHapyXeHHbIE B XOJ€ pO3bICKa Jeja IIOClIE €ro OKOHYAaHUS
COCTaBJISIIOTCS:

5.8.1. Akt o HeoOHapy)XeHHMH JOKYMEHTOB, IIyTH pO3bICKa KOTOPBIX
Mcueprans! (ajnee — akT 0 HeoGHapyKeHUH Jel) 1o ¢hopme npunoxenus Ne 4, rie B
rpade 3-5 yKas3BIBAIOTCS 3arojOBOK (BO3MOXXHBIH 3arolioBOK), Zara, KOJIMYECTBO
JIACTOB OTCYTCTBYIOIIETO fiela, a TaKXKe 3a CYET KAKMX JOKYMEHTOB MOXET ObITh
XOTs OBl YacTMYHO BOCIIOJIHEHA CcoJep)kaiascs B HEOOHApYKEHHBIX Jenax
uHopMaIus.

IIpu ocTaBieHHM aKTa O HeOOHApy>KEHUH el il KOHCYJbTAlliH 10 BOIPOCY
O BOCIOJHEHHMH YyTpadeHHOH uH(opmamuu mnpuBiekaroTcs wieHsl LIOK #

CIICHHUAJIMCTBI U3 COOTBETCTBYIOIIUX y‘-Ipe)I(JICHI/Ii;I.
Akt o HCO6Hapy)KeHI/IH pI (S | IMOAIMCHIBAETCA OTBETCTBECHHBIMH 34




JENONPOM3BOACTBO M  3KCIIEPTaMM, COIJIACOBBIBACTCA [IDK u yTBepX)IaeTcs
PYKOBOJUTENEM YYPEKIACHUS.

5.8.2. CrpaBka 0 X0Je PO3BICKa JeNl, B KOTOPOH C MaKCHMAJIbHOW MOJIHOTOM
YKa3BIBAIOTCS IIYTH PO3BICKA, MPEIIOaraeMple NPUYHHBL yTPAThl U T.II. CrpaBKH O
XOZle PO3BICKA IOAIHUCBHIBAETCS DPYKOBOAMTENEM yIPEKACHUA. [IpuoXeHHeM K
CIIpaBKaM O XOJie PO3bICKa el SBIAIOTCA 06BICHATEIBHBIE 3AIIUCKUA PaOOTHUKOB,
JOIYCTHBIIMX YTpary AOKyMeHTOB. OOBSICHUTENBHBIE 3aIHCKHA COCTaBJISIOTCS Ha
YMsl PYKOBOJIUTEIS YUPEHKACHHS.

59. AKTBl O HeoOHapyXeHWH JeNl, CIOpPaBKd O XOAC pO3bICKa H
06BICHUTENBHBIE 3aMUCKH IPEICTABISIOTCS B apXUBHBINA OTIACIL.

5.10. Wrtorn pO3BICKa HEOOHApYXEHHBIX JeNl JOBOIATCS MO CBEACHMA
PYKOBOIUTENIS yIPEKIECHHUS B yCTAHOBIECHHOM IIOPAIKE.

5.11. ApxuWBHBIM OTAEN MPEICTABIACT AaKThI WHBEHTapU3allik, aKThl O
HeoOHapyXXeHUH  Jiel, CIpPaBKH O XOAe PpO3BICKa HeOOHapyXEHHBIX Jel H
06BICHUTENBHBIE 3arcKu Ha paccMoTpenue OJIIK.

5.12. DIIK Ha OCHOBAaHWH IIPEICTAaBIECHHBIX JTOKyMEHTOB MIPUHUMACT peleHne
O CHITMH C YydYeTa JOKyMEHTOB, BKIIIOYEHHBIX B COCTaB ApxuBHoro ¢oHzna
MypMaHCKO# 061aCTH, WK IPOJTIEHHH PO3BICKa HeoOHapy>XeHHBIX JIeIl.

5.13. Ha ocuoBanuu pemienus OIIK B xHure y4vera HeOOHapYyKEHHBIX el
ZieNIaeTCcs COOTBETCTBYIOIAs OTMETKa.

5. 14. ViHBeHTapH3allds CIMTACTCS 3aBEPLICHHON MOC/Ie BHECCHHA U3MEHEHUH,
BBISBJIEHHBIX B XOJ€ HHBEHTapu3al¥y, B YYETHbIE JTOKYMCHTBI yUpeXICHUH,
apXMBHOIO OTHeNla M YNOJHOMOYEHHOrO OpraHa WCIIOJHUTENIBHOM  BIIACTH
MypMaHCcKo# o6nacTy B cepe apXUBHOTO Aea.
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ITpunoxenue Ne 2
k [T0JI03KEHUIO O NIPOBEACHUU
WHBEHTapU3aLuH

JUCT-3ABEPUTEJIb JEJA

B nene nmoamvuTo U NpOHyMEPOBaHO JIMCTOB

(umdpaMu U IPOMHUCHIO)
c Ne no Ne

B TOM YHCJIC:
JIMTEpHBIC HOMEpA JTUCTOB
NpOMyIICHHBIE HOMEPA JIMCTOB

+ JIMCTOB BHYTPEHHE! ONHMCH

Oco6EeHHOCTH (PU3UIECKOTrO COCTOAHMSA U GOPMUPOBAHUA JIENIa Homepa JTHCTOB
1 2
JIOMmKHOCTh MOATIMCH [0)5(0]

« » 20 T.




IMpunoxxenue Ne 3
K IToJ10)KeHHUIO O NIPOBEICHUH

WHBEHTapU3alM1

HaumeHoBaHHE yUpeXKICHHS VTBEPXIIAKO
HanmeHoBaHHE NODKHOCTH

AKT PYKOBOJHTEIS yYPEIKACHHUA

N IToamuce PaciingpoBKa IOAMHCH
JlaTta
(MecTO cocTaBIICHHU)

WHBEHTapHU3aLHH JIE

(TIOCTOSIHHOTO XpaHEHHH, T10

JIMYHOMY COCTaBY)

OcHoBanue Pacnopsbxenue anmunucTpaimy Kopopekoro paiioHa OT Ne

«O NPOBEACHUH WHBEHTapHU3allMd JOKyMCHTOB IIOCTOSIHHOI'O XpaHE€HHs H 110 JIMYHOMY COCTaBY B....»

IIpencenatens KOMHCCHA

(HaMeHOBaHHE JOJDKHOCTH, paMuIIHs, VHUILHAIBI)

YeHpl KOMHUCCHH:

(HaMEeHOBaHHe TOJDKHOCTEH, paMuItus, MHMILIAAJIBL)

IIpoBepka NpoBOAMIIaCh C o

ITpoBepkoH yCTaHOBJIEHO:
ITo cocrostuuio Ha 15 cenrabps 20....r. B GOHIE .... (HAUMEHOBaHHE yUpeNAEHHS) N0 YYETHBIM JaHHBIM
YHCITHIIACH OMHCH JeJ TOCTOSHHOrO XpaHeH:s 3a 1987-2002 rr. ofIuM KONUYECTBOM 62 e1.Xp.:
e  ONHCH JIeJ IOCTOSHHOrO XpaHeHus 3a 1987-1989 rr. B konuuectse 38 ex.Xp. (yTBeprKZieHa IPOTOKOJIOM
OIIK ot 30.03.1992 Ne 3);
e  OMKCH el MOCTOSHHOro XpaHeHus 3a 1990-1991 rr. B konu4yecTse 24 en.xp. (yTBEpKIEHa IMPOTOKOJIOM
OIIK ot 30.09.1993 Ne 9) u T.x.

1. Beero umncIuTes Mo omucam: + 24 + u T.1. 62 (IecTbAecAT Be) e4.XP. (TOJIBKO MO UTOTOBBIM
38 3aIUCAM K OITUCSM)

(urdpaMu ¥ IPOIHKCHIO)

2. Bcero He 0ka3ajaoch B HAJIMYUU aen,
(uudpaMu U TIPOTIHCHIO)

3. IMeroT uTepHBIE HOMEpA:
3.1. He yUTeHHbIE B HTOrOBBIX 3aIHCAX ONUCEH aern,
(1 paMu U TIPOTIHCHIO)

3.2. He NepeuHCIeHHBIX, HO yYTEHHBIX B HTOTOBBIX 3aIIUCSX OMUCEH nei.
(tdpaMu ¥ IPOIHCHIO)

4. Ilpomy1eHo HOMEPOB:

4.]. He YYTEHHBIX B HTOTOBBIX 3aMMCAX OMUCEH aen,




4.2. He MNEePEYUCIICHHBIX, HO YYTCHHBIX B HTOI'OBBIX 3aIMCIX OMUCeH

(1M pamMu U TIPOIKCHIO)

(1mdpaMu B IPOTIHCHIO)

5. OKa3a10Ch B HAIWYHMH 10 JaHHOMY (QOH/TY (BKIFOUEHHBIX B OIHCH)

(umdpaMu ¥ NPONMCHIO

6. UMeeTcs He BKJIIOUEHHBIX B OITMCH

)

(undpaMu ¥ NPOIKMCHIO

7. Beero no nasHoMy GoHIY (BKIOUEHHBIX U HE BKIIOUEHHBIX

)

B Ol'IIfICI/I) UMEETCA B HATMUHH

(¢ paMH U NPOIKCHIO

7.1. TpeOyrolMX neperieTa 1
TIOALIMBKH

)

(

7.2. HEUCTIPaBUMO MOBPEXKICHHBIX

1M(ppaMK U MPOIHCHIO)

(bpaMu U IIPOTHCHIO)

7.3. TpeOyIOIUX TEXHHIECKOH
o6paGoTKH'

8. Jlex, oTHOCAImMXCS K GOHAM IPYrHX OpraHu3aLiyii,

(umdpaMu ¥ NPONKCHIO

Hepeqem. HaWMEHOBaHUU opraHnsaunifl C yKa3aHUEM BHJIOB H XPOHOJIOTHYECKHX paMOK JOKYMEHTOB!:

9. Obmas XapaKTepUCTHKA COCTOSHHUSA IOKYMEHTOB (yOBICTBOPHTENIBHOE, HEY/IOBJIETBOPUTENIEHOE).

)

(umdpaMu ¥ IIPOIKCHIO)

10. O61ast XapaKTEPHCTHKA YCIIOBUM XPaHEHHs IOKYMEHTOB (HYXKHOE HIOIYEPKHYTH):

XpaHWIHILE: €CTh, HET; CYXO€, CHIPOE; CBETIIOE, TEMHOE;
OToIUIEHHE: LIEHTPATIBHOE, IIEYHOE, OTCYTCTBYET;

Cre/axy: METANIHYECKHE, IePEBSIHHbIE, KOMOMHMPOBAaHHEIE,
IIIxadbl: METAITMYECKHE, NEPEBIHHbIC;

CurHanu3anus: oxkapHasi: €CTb, HET; OXpaHHasl: eCTb, HET;

TeMItepaTypHO-BIaKHOCTHBIN PEXUM: COBIMIOIAeTCs, He COOMII0IaeTCs.

OCHOBHbBIE OTpHULIATEJIBHBIC ABJIICHHA B COCTOSHMH H YCJIOBHAX

IIpoBepky NpOBOAMIIH:
HaumMeHOBaHHUE NOJDKHOCTEH ITopmucu

Jlata

1
HmMerotes B BHIY NOKYMEHTBI, HE BKIIIOYCHHBIC B OITHMCH OEJ

HX XpaHCHHA:

Pacmudposka
roanucei

JACII.

ael1.

Jell.

JACIIL.

Aaci,

e,

Ac,

1 (SA)




TIpunoxenne Ne 4
k TloJio’keHHIO O IPOBEICHUH

HHBEHTapHU3allHHu

(Ha3BaHHE YUPENICHHA)

AKT YTBEPXJAIO

Ne PykoBoaHTENb

(nata) (Ha3BaHHe yYPEHKICHHSA)

0 HeOOHapyKEHHUH JIOKY- INoanuch Pacmudposka
MEHTOB, ITYTH PO3BICKA KOTO- TIO/ITIMCH
PBIX HCUEPTIAHBI Jlara
DoHa Ne
B pesynsTare YCTAHOBJIEHO OTCYTCTBHE B tdonne

MEPEYHCIICHHBIX HHKE JOKYMEHTOB. Hpe.unpumme pa6o-muxamn YUpEKICHUSA MEPBI N0 PO3BICKY MOJIOKHTENBHBIX PE3YJIbTATOB HE Jajy, B CBA3H C
YyeM CUMTaeM BO3MOXKHBIM CHATH C y4eTa:

Ne | Homep omucu | Homep en. | 3aromoBok exn. Xp. Kpaiinue gatst | KomuuecTso TpeanonaraeMble PHIHHbL OTCYTCTBUA
mm Xp. (BpeMs 3BYYaHHA, MeTpax)
1 2 3 4 5 6 7
Hroro en. Xp.

(umpamMu ¥ MPONHKCHIO)

COIICp)KaHHC YTpa4Y€HHBIX MaTepHUaoB MOET ObITh YaCTUYHO BOCIIOJIHEHO CJie-AYIOIUMH JENaMHu:

Jlenonpou3BOAMTENb TNoanuce Pacmu¢poBka MOANUCH

(Ne M naTa MpHKa3a PYKOBOJMTENA YUPEKACHHA a O CHATHH C yueTa He0OHApYKEHHBIX JOKYMEHTOB, TyTH PO3BICKA KOTOPBIX HCYEpIIaHbI)
H3meHeHus B Y4Y€THBIC JOKYMEHTBI BHECCHBI

HaumeHoBaHue
JIOJDKHOCTH

paboTHHKa [Moamuce PaciugpoBka MOANKMCH

JHara




[Mpunoxenue Ne 2 K
PacIopsHKEHUIO aIMUHUACTPAMH

KoBmopckoro paiioHa
ot 010§, AP Ne #EE -

CocTaB

KOMHCCHH IIO IIPOBEACHHIO HHBEHTApH3ALlHH JOKYMEHTOB
NOCTOSAHHOI'O XpaHEHHUA H IO JIHYHOMY COCTaBY B MyHHlIHHaJIBHOM
ABTOHOMHOM Y4YPpPEKICHHH «Pepakuus 06[HeCTBeHHO-ﬂ0J1PlTH‘leCKOﬁ

AHTOHOBa
Hpuna HuxonaeBHa

YneHbl KOMHCCHH:

JlenucoBa
Enena BukropoBHa

KapppieBa
Hanexna CepreeBHa

MaciauxoBa
Enena BsuyeciaBoBHaA

raserbl «KoBaop4aHun»

Y1paBisIoluii IenaMu
agMuHACTpanuu KoBropckoro paiioHa
(mpencenareinb KOMUCCHH)

HaganpHHK apXUBHOT'O OTAEIA
anMuHHECcTparuu KoBIopcKoro paioHa

JlenonpOU3BOAUTEND Y IIPABICHUSA
(GUHAHCOB aIMMHHUCTPALIMH
Kosmopckoro paiioHa

Bemymuii HHCIIEKTOP
apXMBHOTO OTZENA aAMUHUCTPAIINH
KoBmopckoro paioHa




JHUYHOMY COCTaBY B MyHHlIHHaJleOM aBTOHOMHOM Y4pe€

ITpunoxenue Ne 3 K
PaCIIOPSDKEHMIO aIMUHUCTPALUH

Kospmopckoro paitoHa
o109 409 Ne Y2 & - 1

I'padux
npoBeJeHnsi HHBEHTAPH3aLHH JOKYMEHTOB MOCTOSHHOI0 XpaHeHHs H N0

skaeHun «Perakuus

oﬁmeCTBenHo-no.lmTullecKoii razerbl «KoBaop4aHHH»

Cpoxu IIpOBe/ICHAA

Ne YupexaeHue
/0 MHBEHTapHU3aIMU
1 MyHHIMIATEHOE ~ aBTOHOMHOE  YUPEXCHHE 01.11.- 02.11.2018

«KoBmnopyaHUH»

«Pemakuus O6HICCTB€HHO-HOJII/ITI/I‘-ICCKOI>'I ra3€Thbl




