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IMosioxenne 00 apxuse

. O6mue noI0KeHust

I 1. Tlosoxenue o6 apxuse MyHHIUNATLHOTO OKODKETHOTO JIOLIKOILHOTO
obpazosatenbioro yupexaenns Nel86«Jlerckuit can KOMOMHUPOBAHHOTO BUia» (asee -
[onowenne), paspaboTatHo B coOTBeTCTBHH ¢ DejiepallbHbIM 3aKOHOM «O06 apXUBHOM
nese B Poceniickoit ®enepauun» ot 22.10.2004 Ne 125-@3.
b2 Hacrosuee [losnokenue pazpaboTaHo B LEIAX:

- COBEPIIEHCTBOBAHMSI  JIeSTEIbHOCTM B Clepe  OpraHusalMd  XpaHCHU,
KOMITICKTOBAHUS, YUeTa U UCTOJIb30BaHMUs apXUBHBIX JIOKYMEHTOB MBJIOY

1.3. Apxus MBJIOY co3aaercs B UeNsIX XpaHEHHs, KOMIIIEKTOBAHUA, yHCTa 1
WCTIONB30BAHUS JIOKYMEHTOB, 00pa3yloIuXcs B NPOLEecce ACATebHOCTH MBJIOY un
SAKOHUCHHBIX ETI0MNPOM3BOACTBOM JOKYMEHTOB MPAKTUUECKOT0 Ha3HAUCHNUA, X orbopa
) ITOTOTOBKY K Hepe/iaue Ha XpaHeHHUe B MyHUIMNAIbHbIA apXHB.

I.4. B croeii paGore apxuB MBJIOY pyKkoBOACTBYETCS 3aKOHOAATEILCTBOM 06
apxusHoM Jiene B Poceniickoit deniepau, MHBIMM HOPMATHBHBIMH TIPABOBBIMU aKTaMH
Poccniickoii ®exeparyu, nokanbHbiMu akramu MBJIOY n HacTosAMM [TonoxeHueMm.

1.5. Kowtpons 3a gearesibHocTbio apxusa MBJIOY ocyliecTBiseT 3apelyrolas, a B
ef OTCYTCTBHH UCTIONHSIONLHI 00A3aHHOCTH 3aBe/lyIOlLeH, KOTOopbIe obecrieunBaloT apxuB
HEeoOX0HMBIM NIOMEIEHAEM B 000pYI0BaHHEM.

1.6. Henocpeactsennoe pykosoacTo apxusom MBJIOY Bozjiaraetcs npukasom
3aBeyiomieii Ha JIMI0, OTBETCTBEHHOE 3a Be/leHHe apXuBa (Kak NpaBuilo, Ha
.'ICJ'IUH])UH’H;O]IHTCJ]S[).

2. Cocras IOKYMEHTOB apXuBa

2.1. ApxXuBHBIC JOKYMEHTBI, OCTYTAIOUIME HA XPAHEHHUE B apXUB MBJ10Y,
OTHOCSTCS K MYHULIMNATBHONK COOCTBEHHOCTH, HE MOAJIEKAT NPUBATU3ALIMHI, HE MOTYT
OLITh OGBLEKTOM MPO/AXKH, MEHBI, JapeHHs, @ TAK)KE HHbIX CENIOK, MOTYLIUX NPHUBECTH K
UX OTUYXKICHHUIO.
2.2. B apxus MbJIOVY nocrynatot:

2.2.1. ApxuBHbie J0KYMEHTbI, 00pa30BaBLIKECs B IPOLECCE ACATSTbHOCTH

MBJ10Y,
BPeMENHONO XpaHeHHs (HeoGX0uMbIe B IPAKTHYECKOH IeATeNIbHOCTH).

...... JIOKYMEHTBI 110 JIMYHOMY COCTaBy, OTpaKarollHe TPYAOBbie OTHOMICHHS
paboTHuKa ¢ paboTojaTesieM.
2.2.3. ApXuBHbIe JOKYMEHTBI [IOCTOSHHOTO XpaHEHUS.



2.2.2. JIokyMEeHTBI MO JIUYHOMY COCTaBYy, OTPa)aroIIHe TPYJAOBbIE OTHOILIEHUS
paboTHHKA C paboTOaATENEM.

2.2.3. ApXHUBHBIE JOKYMEHTBI IOCTOSIHHOTO XpaHECHUS.

3.3agaun u GpyHKUUM apxXuBa.

3.1. OcHoBHBIMU 3agauyaMu apxuBa MBJIOV:

3.1.1. KoMIuiekToBaHME TOKYMEHTaMH, COCTaB KOTOPBIX MPETYCMOTPEH Pa3aeaoM

2 nacrosimero Ilomoxenus.

3.1.2. OGecnieyeHne eIMHBIX MPUHIIUIIOB OpPTraHU3aIMN XpaHEHUS, KOMIUJICKTOBAHUS,
ydeTa U UCIIOJIb30BAHUE aPXUBHBIX IOKYMEHTOB, UX COXPAHHOCTH.

3.1.3. OcymiecTBieHre KOHTPOIIS 3a OpMHUpPOBaHUEM U OOPMIICHHUEM 1T B
nenonpousBoactse MBJIOY.

3.2. B coOTBETCTBMU C BO3JIOKEHHBIMH Ha HETo 3aaadamu apxuB MBJIOY
OCYIIECTBIISIET Clenytonue yHKIINH:

3.2.1. IlpyauMaet nociue 3aBepuieHus AeJI0NPON3BOACTBOM, YUUTHIBAET U XPAHUT
nokymeHTsl MBJIOY, 00paboTaHHbIE B COOTBETCTBUU C TPEOOBAHUSMU, YCTAHOBJICHHBIMU
3aKOHOJIATEILCTBOM 00 apXuUBHOM Jiene B Poccuiickoit deneparum.

3.2.2. OcyiecTBiIsSIeT y4eT U 00ECIICUNBALT MOJHYIO0 COXPAHHOCTh MPUHATHIX
apXHUBHBIX IOKYMEHTOB, B TOM YHCJIE MO JIUYHOMY COCTaBY.

3.2.3. IIpoBOUT CBOEBPEMEHHOE YIIOPSIOYEHUE APXUBHBIX JOKYMEHTOB

(3KCepTU3y LIEHHOCTH, HAyYHO-TEXHUUECKYI0 00pabOTKy, COCTaBJI€HUE OMUCEN U T.1.).
3.2.4. Opranu3yer UCHO0JIb30BaHUE JIOKYMEHTOB:

- nHQopMUpyeT agMuHuUCTpaluio U pabotHukoB MBJIOVY o cocraBe u conep:xaHuu
JOKYMEHTOB apXUBa;

- OecrIaTHO MPEAO0CTABIISET MOJIb30BATENSAM apXUBHBIMU JOKYMEHTaMH, OPOPMIIEHHBIMU
B YCTQHOBJICHHOM MOPSJIKE, apXUBHBIE CIIPABKU UJIM KOMWU apXUBHBIX JOKYMEHTOB,
CBSA3aHHBIX C YCTAHOBJIEHUEM TPYJOBOTO CTaXKa, COUMAIbHOM 3aIlIUTON TpaXKaaH,
MpeayCMaTPUBAIOIIEH UX IEHCUOHHOE 00ECTIeUeHUE, a TAKKE TOJIyYeHHE JIbIOT U
KOMIIEHCALIMK B COOTBETCTBHUHM C 3aKOHOIATENbCTBOM Poccuiickon denepanuu;

- BBIJIAET B YCTAHOBJICHHOM NOPSIAKE J€1a, TOKYMEHTHI HJIM KOMTMU JOKYMEHTOB B LIEJISIX
CITIy’K€OHOTO M MPAKTUYECKOTO UCTIOIb30BaHUS JIJIsl pa0OTHI B IOMEIICHUHU apXUBa;

- BEJIET yUY€T UCMOJIb30BAHUS TOKYMEHTOB, XPAHSIIIUXCS B apXUBE.

4. IlpaBa ¥ 0OTBETCTBEHHOCThH

4.1. Jlnia BBITIOJTHEHMSI BO3JIOKEHHBIX 3a/1a4 ¥ GYHKIIUN JTUI0, OTBETCTBEHHOE 32
BeaeHue apxuBa MBJIOVY , umeer npaso:

4.1.1. KoHTpoiMpoBaTh BHINIOJHEHNE YCTAHOBJICHHBIX MPABUII PAOOTHI €

nokymenramu B MBJIOVY.

4.2. JIumo, oTBETCTBEHHOE 32 BeaeHue apxuBa MBJIOY, HeceT 0OTBETCTBEHHOCTb 3a
BBITIOJIHEHHE BO3JIOKEHHBIX HA apXUB 33/1a4 U (QYHKIIMM.

4.3. 3a yTpary U nopuy JOKYMEHTOB JIOJKHOCTHBIE JIUIIA YUPEKICHUS

(PYKOBOAMUTEND YUPEKIEHUS U JIMILIO, OTBETCTBEHHOE 32 BEJACHUE apX1Ba) HECYT
OTBETCTBEHHOCTh B COOTBETCTBHHM C JIEHCTBYIOLIUM 3aKOHOIATEIHCTBOM.

5. KommiekroBanue apxusa

5.1. IlogroroBka 10KyMeHTOB K nepefaude B apxuB MBJIOY BkirovaeT skcnepTusy
HAYYHOM U MPAKTHUYECKON IIEHHOCTH TOKYMEHTOB, O(pOpPMIICHHUE /1], COCTABICHHUE OMHCH.
5.2. DkcnepTu3a HEHHOCTH JOKYMEHTOB.

5.2.1. DkcnepTHU3a UEHHOCTH JOKYMEHTOB - ONPEAEIIEHNE HEHHOCTH TOKYMEHTOB C
1eJIbI0 0TOOpa UX Ha XPAHEHUE U YCTAHOBIIEHUE CPOKOB XPaHEHHS.



DKcnepTu3y HeHHOCTH JOKyMEeHTOB B MBJIOVY ocymiecTBisieT NOCTOSHHO
JEUCTBYIOLIAs DKCIIEPTHASE KOMHUCCHS.

5.2.2. DKkcniepTHas KOMUCCHS HazHavyaeTcs npukasom 3aseayronieit MbBJIOY. B

COCTaB DKCNEPTHOW KOMUCCUHU BKIIFOUAIOT HE MEHEE TPEX COTPYIHUKOB, B TOM YHUCJIE B
00s13aTeIbHOM MOPSJIKE, JINI0, OTBETCTBEHHOE 3a BefieHre apxuBa MBJ10OY.
DKCIepTHasi KOMUCCHS Ha 3aCEIaHUsIX paccMaTpuBaeT: HoMeHkiarypy nea MbJIOY,
OMMCH JEJ1 NOCTOSHHOTO XPaHEHUS U 0 JINYHOMY COCTaBY, aKThbl HA TOKYMEHTBI,
BBIJEISIEMbIE K YHUUTOXKEHUIO.

5.3. OdopmiieHue aern.

5.3.1. Jlena moCTOSSHHOTO XpaHEHHUS MOLIUBAIOTCS B TBEPIYIO OOJI0KKY CYpPOBBIMH
HUTKaMH. JINCTBI HyMEpYIOTCS B IPABOM BEPXHEM YIIIY IPOCTHIM KapaHIJAIIOM.
KomnuectBo

JIMCTOB B KQXKJOM JI€JI€ HE TOJDKHO NpeBolmarh 250. B KOHIE 1eiia Ha OTAEIbHOM JIUCTE
COCTABJISIETCS 3aBEPUTENbHAS HAAKCH.

5.3.2. Ha 0050KKe 1e71 TOCTOSSHHOT'O XPAHEHHUSI T0JKHBI OBITh TPOCTABIICHBI
CJIEYIOIINE PEKBU3UTHI: HAMMEHOBAHUE 00Pa30BaTEIbHOTO YUpPEXKIACHUsSA, HOMEP (MHIEKC)
JieJ1a 110 HOMEHKJIAType, 3aroJIOBOK J€JIa, KOJIMYECTBO JIUCTOB, CPOK XPAHEHHSI WIIN
OTMETKA

«XpaHUTb IOCTOSTHHO», HOMEP (hoHAa, onHcCH, AeTa.

5.3.3. Ilo okOHYaHUH JEIONPOU3BOJCTBEHHOIO rojia B 0hopMiIeHHbIE 00JI0XKKHU el
MOCTOSIHHOTO XPAHEHUsI BHOCSTCSI HEOOXOIMMbIE YTOUHEHUS: B 3aT0JIOBKH JIET,
coJiepKalluX pacnopsauTeNbHbIE JOKYMEHTHI (TPUKa3bl, IPOTOKOJbI), BHOCSITCS HOMEPA;
€CJIM JIEJI0 ¢ MEPENUCKOl COCTOMT U3 HECKOJIBKHX TOMOB, B KaX/I0M TOME YKa3bIBaeTCs
KOPPECIOHEHT, aBTOp, TEPPUTOPHUS, IPYTUe AaHHbIE. B Kak10M TOMe yKa3bIBaeTCs AaTa
(4ucno, Mecsll, ro/1) Hayajla 1 OKOHYAHMSI TaHHOTO ToMa. To4HbIe JaThl TPOCTABIISIFOTCS
Ha 00JI0’KKaX JIJIsl OBICTPOTO MOUCKA IOKYMEHTOB B MOCIIEIYIOUIEM; U3 3aBEPUTEIbHON
HAJIUCHU Ha OOJIOKKY JeJia BBIHOCUTCS! KOJIMYECTBO JIUCTOB B JIETIE.

5.3.4. Hannucu Ha 067105%KKax JesT TOCTOSTHHOTO U 0JITOBPEMEHHOTO XPaHCHHS

CJIEIyET NPOU3BOJINUTH YETKO, CBETOCTOMKHMH YEPHUIIAMM.

5.3.5. Jlng ydera KOJM4eCcTBa JIUCTOB B Jieje U PuKcanuu 0COOCHHOCTEN MX

HyMEPALMH HAa OTAEIBHOM JIMCTE COCTABIISICTCS 3aBEPUTENbHASI HAMIIINCH.

B 3aBeputenbHON HAANKCH YKa3bIBACTCSI KOJMYECTBO JIUCTOB (LUdpamMu U

IIPOIKCHIO) B JeJIe. 3aBEPUTEIIbHAS HAAIIUCh MOANKMCHIBAETCS COCTABUTEIEM C YKa3aHHEM
€ro JOJDKHOCTH U JJaThl COCTABJICHUS.

5.3.6. BHyTpeHH:Is1 OMCh COCTABIIAETCA K JIeJlaM MOCTOSIHHOTO U JJOJITOBPEMEHHOTO
(cBrime 10 neT) cpoka XxpaHeHust, CQOPMUPOBAHHBIM 10 PA3HOBUAHOCTAM JTOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEp KaHUe IOKYMEHTOB (0c000
LIEHHBIE,

JUYHBIE JIeJ1a U JIP.).

5.3.7. Jlena BpeMeHHOTO XpaHeHUs: 0hOPMIISIOTCS YIPOIIEHHO:

OHM HE MOAIIUBAIOTCS, JIUCTHl B HUX HE HYMEPYIOTCS, yTOUHEHUE Ha 00JI0KKaX He
IIPOU3BOAMTCS, ONTMCHU HA JIeJIa HE COCTABJISIOTCS, yUET BEETCS [0 HOMEHKJIATYpeE JIedl.
5.4. Onucanue T0KyMEHTOB OCTOSSHHOI'O CPOKa XPaHEHUS.

5.4.1. Onucu cocTaBISIFOTCS pa3ebHO Ha JEJ1a MOCTOSIHHOTO XpaHEHUs 110

OCHOBHOW J€ATEIbHOCTH U Ha JIENIA 110 JINYHOMY COCTaBY.

5.4.3. Onucu coCTaBISAIOTCA JE€TOTPOU3BOIUTEIIEM.

5.4.4. Onuck Benercs B €AMHOM BaJOBOW HYMEPALIMK B TEUEHUE HECKOJBKHUX JIET .



5.4.5. Ha ngena ¢ UCTEKIIMM CPOKOM XPaHEHUS COCTABIISIETCS aKT 00 YHUYTOXEHUH.



