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[IpoToxon Ne 2 ot 08.09.2017r.

[Tousioskenue 00 apxuBe
1. O6mue nmooReHHsA

1.1. llonoxenue 06 apxuBe MyHUIIUITATEHOTO ABTOHOMHOI'O OIIKOJIBHOIO
00pa3oBaTeNbHOrO yupexieHus neTckuit can Nel6 r. Azosa pazpaboTaHO B COOTBETCTBUM
¢ @eepainbHbIM 3aKkoHOM «O0 apxuBHOM Jiene B Poccuiickoit @epeparnumy ot 22.10.2004
Ne 125-@3, MeroauuecKMMH PeKOMEHIAIUSIMHE 110 paboTe ¢ JJOKYMEHTAMH B
0011e00pa30BaATENBHBIX YUPEKICHUSIX.

1.2. Hacrosmee [lonoxenue paspaboraHo B 1engx:

— COBEpILUEHCTBOBAHMS JIEATEIILHOCTH B C(hepe OpraHu3alliy XpaHeH!sl,
KOMIUICKTOBAHU A, yYeTa U MCIOJIL30BaHMs apXUBHBIX JoKyMeHTOB MBJIOY
— palUOHAJIbHOW OpraHu3al[My JOKyMeHTalMoHHOoro obecrnieuenus B MBJIOY

1.3. ApxuB MBJIOV cosznaercs B Le/sIX XpaHeHHs!, KOMIUIEKTOBAHMUS, y4eTa U
HCTIONB30BAaHMS TOKYMEHTOB, 00pasyrolnuxcs B nporecce aesreasHoctd MBIOV u
3aKOHYEHHBIX JEJIONPOU3BOACTBOM JOKYMEHTOB IIPAKTHYECKOT0 Ha3HAYEHMsI, UX 0TOOpa U
IIOITOTOBKH K Nepeiade Ha XpaHeHHE B MyHHUIUNIAIbHBINA apXHUB.

1.4. B cBoeii pabdote apxuB MBJIOY pykoBOACTBYETCS 3aKOHOAATEILCTBOM 00
apXUBHOM Jieie B Pocculickoit Mejiepalinyl, HHBIMU HOPMATHBHBIMH ITPABOBBIMU AKTAMU
Poccutickoif Mesepannn, JiokaasHeIMA aktamu MBJIOY u HacTosmm [TonoxenueM.

1.5. Konrposns 3a nesrensaocTrio apxusa MBJIOY  ocylecTBigeT 3aBeyIomuii, a B
€€ OTCYTCTBHUHU CTAPIIMK BOCIIUTATEb, KOTOPhIe 00eCIIEUNBAIOT apXUB HEOOXOIUMBIM
TIOMEIEHUEM U 000pyJOBaHUEM.

1.6. HenocpencteenHoe pykoBojictBo apxuBoM MBJIOY  Bosnaraercst mpHKa3zom
3aBe/lyIOLIeH Ha JIKLO, OTBETCTBEHHOE 3a BeleHNE apx¥Ba (Kak IIpaBuIIo, Ha
NEIOTPOU3BOAUTEI).

2. CocTaB JOKYMEHTOB apXHBa
2.1. ApxuBHbIE JOKYMEHTBI, TOCTYNAIOLINE Ha XpaHenue B apxus MBJIOY,
OTHOCATCA K MyHUIUIIAIILHONW COOCTBEHHOCTH, He MOAJIEXAT IPUBATHU3ALMH, HE MOTYT OBITh
OOBEKTOM TIPOAAIKH, MEHBI, IAPEHHS, @ TAKXKEe HHBIX CEIOK, MOTYIMX IIPUBECTH K UX
OTYYKACHUIO.
2.2. Bapxus MBJIOV mnocrymnaror:

2.2.1. Apx¥BHEIE NOKYMEHTBL, 0Opa3oBaBIIrecs B Iporecce AesrensHoctd MBIIOY,
BPEMEHHOTO XpaHeHUs1 (HEOOXOUMBIe B IPAKTHIECKOU IESTEIILHOCTH).

2.2.2. ApXuBHBIE IOKYMEHTEI, 00pa3oBaBIIHecs B pouecce gestensHocty MBIIOY

2.2.3. JIOKyMEHTHI TI0 JIMYHOMY COCTaBy, OTpaXKalOI{e TPYAOBBIE OTHOUIECHHMS
paboTHHKa ¢ paboTomaTeseM.

2.2.4. ApxvBHBIE JOKYMEHTHI TTOCTOSHHOIO XPAHEHHS.




3. 3agauu ¥ bYHKIHH apXHBa.
3.1. OcHoBHBIME 3aJayaMy apxusa MBJIOY:
3.1.1. KomnnekroBanue TOKYMEHTaMU, COCTAB KOTOPBIX IPEAYCMOTPEH pa3deiioM
2 Hacrosmero [ lomoxxenusi.

3.1.2. Obecneyenne eaUHBIX IPUHIMIIOB OpTaHU3alMNA XpaHEHMs, KOMILIEKTOBaHMS,
y4eTa M UCIT0JIb30BaHue apXUBHBIX JIOKYMEHTOB, X COXPaHHOCTH.

3.1.3. OcyluecTBieHde KOHTpoOJs 3a (QopMupoBaHHUEeM H OdOpMIIEHHEM el B
nenonpoussojictee MbJIOVY. |

3.2. B coOTBETCTBHU C BO3JIOXEHHBIMU Ha Hero 3anadaMu apxus MbJ/IOY
OCYILIECTBISIET CICNYIOLINE (PYHKIIUH:

3.2.1. IlpunnMaeT nociie 3aBepuieHus 1eI0IPOU3BOACTBOM, YUUTHIBAET U XPAHUT
nokymeHTel MbJIOVY, 00paboranHble B COOTBETCTBUM C TPeOOBaHUIMHU, YCTAHOBIEHHBIMHU
3aKOHOJAaTEeILCTBOM 00 apXuBHOM Jeie B Poccuiickoit Denepaniym.

3.2.2. OcyumecTBiseT y4deT U OOecneuyuBaeT IIONHYIO COXPAHHOCTh IIPHHSATEHIX
aApPXUBHBIX JOKYMEHTOB, B TOM YHCJIE 10 JIMYHOMY. COCTaBY.

3.2.3. IlpoBoaurt CBOEBpPEMEHHOE YIIOPSANOYEHHUE AaApXUBHBIX JOKYMEHTOB
(9KCIEpTU3y LIEHHOCTH, Hay4YHO-TEXHHYECKYIO0 00pabOoTKy, COCTaBJIEHHE OIIUCEH U T.11.).

3.2.4. Opra"usyeT HUCIO0JIb30BaHHE JOKYMEHTOB:

- uH(GopMupyeT aaMunucTpanuio 1 paboraukoB MBJIOY o cocrase u comepikanuu
JIOKYMEHTOB apXH1Ba;

- OeCIIaTHO MPENOCTABILIET OJIB30BaTeNsAM apXUBHBIMHU JIOKYMEHTAMH 0()OPMIICHHbIC B
YCTaHOBJICHHOM ITOPSI/IKE apXMBHEIE CIIPABKU UM KOITUH apXUBHBIX JOKYMEHTOB,
CBSI3aHHBIE C YCTAHOBJICHHEM TPY/I0OBOI'O CTA’Ka, COLIMAIBEHOM 3alUTOM rpak/iaH,
NpenyCcMaTpPUBAKOIIEeH HX IIEHCHOHHOE O0ecIedeHue, a Takoke MoNTyYeHUe JIbroT U
KOMIIEHCAllMH B COOTBETCTBHH C 3aKOHOJaTenbcTBOM Poccuiickoit @enepariyu;

- BBIJIa€T B YCTAHOBJICHHOM IIOPsJIKE JieNa, JOKYMEHTHl MK KOITUH JOKYMEHTOB B LIEJIX
CILy’KeOHOTO U NPaKTHYECKOI'0 MCIIONB30BAHMS A/l paOOThI B IOMEIEHNH apXUBa;

- BeJIeT Y4eT UCIIOIb30BaHMUS JOKYMEHTOB, XPAHSILHXCS B apXUBe. o

4. IIpaBa 1 OTBETCTBEHHOCTD

4.1. JIyist BBIMOTHEHUS BO3JIOKEHHBIX 3a1a4 U (DYHKIMH JTHI0, OTBETCTBEHHOE 34
Benenue apxusa MbJIOV , umeer npago:

4.1.1. KOHTpO/IUpOBaTh BHINONHEHHE YCTAHOBIECHHBIX IPABHII PaGOTHI ¢
JokyMeHTtamu B MBJIOV.

4.2. JInno, oTBeTCTBEHHOE 3a BefeHue apxusa MBJIOVY, Hecer OTBETCTBEHHOCTB 3a
BBINOJIHEHME BO3JIOKCHHBIX HA apXUB 3a1a4 U (QyHKIHH. |

43. 3a yrpary ¥ mopYy [OKYMEHTOB [O/DKHOCTHEIE JIHIE yUPEIKIEHHS

(PyKOBOZMTENb YYPEXKIEHHS M JIMIO, OTBETCTBEHHOE 3a BeJeHHE apXuBa) HECYyT
OTBETCTBEHHOCTEL B COOTBETCTBHH C JECHCTBYIOMINM 3aKOHOJATEILCTBOM.

S. Komnuiekropanue apxupa

S.1. IlonroroBka nokymentos k nepenade B apxus MBJIOY  Bkmiouaer sKcIepTusy
Hay4YHOH W IIPAKTHYECKOH LIEeHHOCTHU JOKYMEHTOB, 0()OPMIICHHUE JIeJl, COCTABIEHHE OIIUCH.
D.2. JKcIepTU3a eHHOCTH JJOKYMEHTOB.

5.2.1. DkenepTy3a IEHHOCTH JOKYMEHTOB - ONpEHe/eHHe LEeHHOCTH JIIOKYMEHTOB C
LeJIbI0 0TOOpa UX HAa XpaHEeHHe U YCTAHOBIEHHE CPOKOB XPaHEHHS.

IJKCIIEPTH3Y LIEHHOCTH JOKyMeHTOB B MBJIOY oCyIecTBIIsIET MOCTOSHHO
JEHCTBYIOLIA 3KCIIePTHAs KOMUCCHS.



i MBZIOY. B
5.2.2. DKcrepTHas KOMUCCHA Ha3HATacTC [IPHUKA30M 3aBEIyIOLICH GM{LIH S
cocTaB DKCIEPTHOM KOMUCCHHU BKILOHAIOT HE MeHee TpeX cﬂprﬂHhLEI{EUEbir T
0Gs3aTeIHOM HOPS/IKE JIAII0, OTBETCTBEHHOE 34 BEJICHUE apmnaﬂme },ﬂ;{ HaT.ypy p—
qHUSX paccMaTpuBacT: HOI
JKcrepTHas KOMUCCHs Ha 3aCC cheme e
Nel?2, omucu Aei NOCTOSHHOTO XpaHeHus U N0 JTUIHOMY cocTaBy, aKThl Ha JIOKY :
- E
BpLIelsieMble K YHUYTOKEHHIO.
5.3. ObopmiieHue JIell. | .
D3 (Eena [OCTOSIHHOTO XPaHEHHs MOAIMBAIOTCS B TBEPAYIO nﬁ;iiﬁylfc ;iﬁqecmg
apTKaMy. JIUCTHI HyMEepyIOTCs B IpaBOM BepXHeM YTy MPOCTbIM KapaH/a : E.HLHGM cerso
IMCTOB B KaXIOM Jiejie HE JOJDKHO npesbimaTh 250. B xoHne gena Ha OTH
HaIIUCh.
ocTapisieTcs 3aBepUTeNibHal —
C 532. Ha oOnoxxe jejl MOCTOSHHOTO XP AHEHUS JOJDKHBI OBITH HEUC(T;HHEKE)
crielyIoIUE PEeKBU3HUTHL: HaUMEHOBAHHe 00Pa30BaTENLHOTO YIPCHKACHHA, HOM }I:)H o=
nesa 1o HOMEHKIAType, 3aroJOBOK niena, KOJIMIeCTBO JHUCTOB, CPOK XpaHeHHUs U
«XPaHUTH TIOCTOSTHHO, HOMEP $hoHIa, ONUCH, eTa. PR
5.3.3. Ilo oxoHUaHUH J1eJIOTPON3BOACTBEHHOI0 TO/IA B obopMm el
OCTOSIHHOT'O XpaHeHHsI BHOCATCA HeobXoMUMble YTOUHEHUS: B 3ar0JTOBKU nz.z;l ; ;1& J}I:aﬂ :
Mepa;
IIPOTOKOIIBI ), BHOCATCS HO :
Hble JIOKYMEHTBI (TIPUKa3EL,
. oo Me VKa3bIBaeTcs KOppecnoHaeHT,
5 CKOJIBKUX TOMOB, B K&XKJIOM TOME ¥
epeIMCcKOi COCTOUT U3 HE e
KazpiBaeTcs gara (4Mcio, :
e naHHble. B KaX10M TOME Yy
aBTOD, TEPPUTOPHS, IPYTH ; -
F0TCs Ha 00JI0KKaX 1T
oma. TouHble JaThl IPOCTAaBIIA
Hauasa ¥ OKOHYaHMd JaHHOr'O T s e BB
GBICTPOTO TIOMCKA JOKYMEHTOB B [OCTIELYIOIIEM; U3 3aBEPUTEIILHON HaJlMUCH y
CTBO JIACTOB B JI€JIE. ' il
nesia BEIHOCUTCSA KOITHYEe
5 3.4. Hamgnucu Ha 00JI0XKKaX JEI NOCTOSTHHOTO U JI0JITOBPEMEHHOI'O XpaHeHus
crenyeT Npou3BOAUTE 1ETKO, CBETOCTOMKUMH YepHUIAMH. . o
5.3.5. Jis yueTa KOMMYeCTBa JIMCTOB B AETIC 1 huKcaLyy 0COOEHHOC
HyMepaLyy Ha OT/EJIBHOM JINCTE cOCTABJIsIETCS 3aBepuTeNbHasd HaAllHuCh. ;
B 3aBepHTeNbHOM HAIIFCH yKa3bIBaCTCs KOJIMYECTBO JIMCTOB (LH(ppaMu .
[IPOIUCHIO) B JieNie. 3aBEpUTE/IbHA HAIIUCH MOMUCHIBAETCS COCTABUTEIEM C yKasaH!
BIICHHUA. : o
ero JOJDKHOCTHU U 1aThl COCTA
5.3.6. BHyTpeHHSSI OIKUCH COCTABIIACTCA K n1eyiaM MOCTOSHHOI'O U ,HGHFDBPEMEH:UFG
3.0, .
(cBpmie 10 jieT) cpoxa XpaHeHH, chopMUPOBAHHBIM I10 Pa3HOBUIHOCTAM ILGK}’M;;IT E};HHE
3ar0JIOBKH KOTOPHIX HE PacCKpBIBAIOT KOHKPETHOC cojiepKaHne JJOKYMEHTOB (ocobo 11 :
JIAMHBIE e | Jp.). |
5.3.7. Jlena BpeMEHHOTO XPaHCHHA o(hopMIISIFOTCS ynpamermaé -
OHH He ITOJIIIMBAIOTCS, JIUCThI B HUX HE HyMEPYIOTCA, yTOYHEHKE Ha 00JIOKKA .
[IPOM3BOANTCS, OIIMCH Ha JIC/Ia HO COCTABJISIOTCS, YUET BEeIeTCs 10 HOMEHKIATYPe AC.
‘ 5 4. Onycanye JOKYMEHTOB IIOCTOSHHOTO CPOKa XpaHCHI.
5 4.1. OnucH COCTABISAIOTCS pas/esibHO Ha [ic/la [IOCTOSIHHOTO XpaHEHM 110
OCHOBHOM neqaTel-HOCTH U Ha Jicjia 10 JIMIHOMY COCTaBY.
5 4.3. OTUCH COCTABIIAIOTCS J1ENONPOU3BOAUTEIICM. e
5 4.4. Omich BeIeTCs B €AUHOH BajoBOl HyMepalliy B TeyeHHe HECKOJIBKUX JIET .
5 4.5. Ha mena ¢ MCTEKIIUM CPOKOM XpaHCHHA cocTaBsieTcs akT 00 yHHYTOKCHHH.
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