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1. O01Me MoJI0KeHu s

1.1. ITonoxenue o6 apxuBe MBJIOY Ne (nanee — [lonoxenue), pa3paboTaHO B COOTBETCTBHUHU C
®DenepanbHbIM 3aKk0HOM «O0 apxuBHOM Jene B Poccuiickoit @eneparum» ot 22.10.2004 Ne 125-
@3, MeToan4ecKUMH PEKOMEHIAIUSIMU TI0 padoTe C JTOKYMEHTaMU B OOIIE00pa30BaTEIbHBIX
yupexaeHusnx, denepanbHbiM 3akoHOM «00 oOpa3zoBanum B Poccuiickori ®eneparum» oOT
29.12.2012 roga Ne273®3 1. 11 4. 3 ct. 28 1.2. Hacrosmee [Tonoxenue pazpaboTaHo B IENISIX:

[ cOBEpIICHCTBOBAHUS JISATEILHOCTH B c(hepe OpraHU3alMK XpaHEHUs, KOMIIJIEKTOBaHHUSI, YUeTa
Y HUCTOJIb30BaHMS apXUBHBIX JOKyMeHTOB OV

[] parimoHanbHOM OpraHu3aluy TOKyMeHTaunoHHoro obecneuenus B JIOY.

1.3. ApxuB JIOY co3gaeTca B LENsAX XpaHEHHUs, KOMIUIEKTOBAHMS, y4€Ta M HCIOJIb30BaHUS
JOKYMEHTOB, oOpasyromuxcss B mpouecce aeareiabHoctu JOY U 3aKOHYEHHBIX
JIEJIONPOU3BOJCTBOM JOKYMEHTOB IMPAKTUYECKOTO0 HA3HAYEHHS, UX OTOOpa W MOATOTOBKH K
nepegave Ha XpaHeHHe B MyHHUIIUTIAIbHBIN apXUB.

1.4. B cBoeil pabote apxuB JJOY pyKOBOACTBYeTCS 3aKOHOJATEIBCTBOM 00 apXUBHOM JEJi€ B
Poccniickoit @enepanny, THBIMA HOPMaTUBHBIMHU IPaBOBbIMU akTaMu Poccuiickont Penepannu,
nokaiabHbIMU akTamMu IOV u nactosimm [lonoxxenuem.

1.5. Kontpons 3a nesrenpHocThio apxuBa JJOY ocymiecTBisieT 3aBeyromias, a B €€ OTCyTCTBUU
3aMECTHUTENIb 3aBEIYIOIIEI0, KOTOPhIE O0ECIEYMBAIOT apXUB HEOOXOJMMBIM IMOMEUICHHEM U
00opynoBaHuEM.

1.6. HenocpeactBennoe pykoBojactBo apxuBoM JIOY Boznmaraercsi nmpuka3zoMm 3aBeayrOIICH Ha
JIMIIO0, OTBETCTBEHHOE 32 BEJICHHE apXHBa.

2. CocTaB JOKYMEHTOB apXHBa

2.1. ApxuBHBIE JOKYMEHTHI, MOCTyHaroue Ha xpaHeHue B apxuB JIOY orTHocsTCs K
MYHUIIMNIAJIbHOW COOCTBEHHOCTH, HE MOJUIEKaT NpUBATHU3AallMM, HE MOTYT OBITh OOBEKTOM
IPOJAKH, MEHBI, TAPEHUS, a TAKKE UHBIX CIIEIOK, MOTYIIUX MPUBECTH K UX OTUYKIEHUIO.

2.2. B apxus JIOY nocrynarot:

2.2.1. ApxuBHBIE JOKYMEHTHI, oOpa3oBaBuIMecs B Ipouecce aeatensHoctd JIOY,
BPEMEHHOI'0 XpaHEHUs (HeoOXoauMble B MPAKTHUECKOW aedTenbHOCTH). 2.2.2. ApXUBHBIE
JIOKYMEHTBI, oOpa3oBaBiuecs B nporecce aedarenbHoctd JJOVY. 2.2.3. JIOKyMEHTHI 110 JTUYHOMY
COCTaBYy, OTpaXKarolllue TPYJOBbIE OTHOIIEHUS pa0OTHHUKA C pabOTOATEIEM.

2.2.4. ApxuBHbIE JOKYMEHTHI IOCTOSIHHOTO XPaHEHHUS.
3. 3agauu ¥ QyHKIIUM ApXHUBA.
3.1. OcHoBHbIMH 3a1ayamu apxuBa JJOY:

3.1.1. KommiekToBaHMe IOKyYMEHTAMM, COCTaB KOTOPBIX MPEAYCMOTPEH pasaeiom 2
HacTosuero [lonoxenus.

3.1.2. OGecmeuenue CAWHBIX MPUHIUIIOB OpraHnu3aluu XpPaHCHUSA, KOMIUICKTOBAHUSA, YUCTA U
HCIIOJIB30BAHUE apXHUBHBIX JOKYMCHTOB, UX COXPaHHOCTH.

3.1.3. OcymecTBiaeHne KOHTPOJIA 3a OPMHUPOBAHKEM B OPOpMIIEHHUEM JIET B JEIOMIPON3BOICTBE
J0YVY.



3.2. B cOOTBETCTBUM C BO3JI0KEHHBIMU Ha HETO 3aa4aMu apxuB JJOY ocyliecTBiIseT cieayonme
GyHKIMHU:

3.2.1. IIpuruMaer nocie 3aBepLICHUS AEIONPOU3BOACTBOM, YUUTHIBAET U XPAHUT JTOKYMEHTHI
JOY, ob6paboTaHHBIC B COOTBETCTBUU C TPEOOBAHUSAMH, YCTAHOBICHHBIMU 3aKOHOATEIHCTBOM
00 apxuBHOM aeie B Poccuiickoit deneparumn.

3.2.2. OcymecTBisieT y4eT U 0OeCleUYMBAaeT IIOJIHYI0 COXPAaHHOCTb MPHUHATBHIX apXHUBHBIX
JIOKYMEHTOB, B TOM UYHUCJIE 110 JINYHOMY COCTaBY.

3.2.3. IIpoBOUT CBOEBPEMEHHOE YIOPSA0UEHUE APXUBHBIX TOKYMEHTOB (3KCIEPTU3Y LIEHHOCTH,
HAYYHO-TEXHHYECKYI0 00pabOTKY, COCTABICHUE OMUCEH U T.1.).

3.2.4. OpranusyeT UCIOJIb30BaHHUE JOKYMEHTOB: - HHPOPMUPYET aIMUHUCTPALIUIO U PAOOTHUKOB
HOY o cocraBe u coiepkaHuu JOKYMEHTOB apXUBa;

- OecrylaTHO NPEIOCTaBISET IOJIb30BATENIAM ApPXUBHBIMH JOKYMEHTaMu O(OpMJICHHbIE B
YCTAaHOBJICHHOM IOPAAKE ApPXHWBHBIC CIIPABKU HWJIM KOIIMU APXHMBHLIX JOKYMCHTOB, CBA3AHHBLIC C
YCTaHOBJICHMEM TPYIOBOT'O CTa)a, COLMAIBHOM 3alIUTON Tpa)KAaH, IpPelyCMaTpPHUBAIOLIECH HX
IIEHCMOHHOE O00€ecleYeHre, a TaKKe IMOJIY4YEHHE JbIOT U KOMIIEHCAIlMii B COOTBETCTBUHU C
3akoHoAarenbcTBOM Poccniickoit denepanuu;

- BbIJACT B YCTAHOBJICHHOM IMOPAAKE ACJd, JOKYMCHTbHI WJIM KOIIMK HNOKYMCHTOB B MLCJIIAX
CJ'IY)K€6HOI‘O H IIPAKTUYICCKOT'O MCIIOJIb30BAHUA IJIA pa6OTBI B IIOMCIICHHUHA [[Oy,

- BCACT YUCT UCIIOJIB30BAHUSA JOKYMCHTOB, XPAaHAIINXCA B apXUBE.
4, HpaBa 1 OTBCTCTBCHHOCTD

4.1. 151 BBINOJIHEHUSI BO3JIOKEHHBIX 33124 U (QYHKIMH JIUI0, OTBETCTBEHHOE 32 BEICHUE apX1Ba
JOVY, nmeer npaso:

4.1.1. KonTponupoBaTh BBIIIOJHEHNE YCTAHOBICHHBIX MPaBUi padoThl ¢ JokyMeHTamu B JIOY.

4.2. JIuno, oTBeTCTBEHHOE 3a BeAeHUe apxuBa JIOY, HeceT OTBETCTBEHHOCTD 3a BBINOJIHEHHE
BO3JIO)KEHHBIX Ha apXMB 33Ja4 U QyHKIHUIL.

43. 3a yrpaTy U TNOpYYy AOKYMEHTOB JOJDKHOCTHBIE JIHMIA YUYPEKICHUS (PYKOBOJIUTEIH
YUPEXKICHUS U JTUI0, OTBETCTBEHHOE 32 BEJCHHE apXMBa) HECYT OTBETCTBEHHOCTh B COOTBETCTBHH
C IEHCTBYIOMINM 3aKOHOJIATEIHCTBOM.

5. KomniekToBanue apxmBa.

5.1. [loaroroBka NOKyMeHTOB K mepenaue B apxuB JJOVY BkiIodaer 3KkcnepTu3y HaydHOH M
IIPAaKTUYECKOM LIEHHOCTH JOKYMEHTOB, 0()OPMIIEHUE JIeJI, COCTABICHHUE OIUCH.

5.2. DkcneprTr3a [IEHHOCTH IOKYMEHTOB.

5.2.1. 3KCHCpTH3a HEHHOCTU JOKYMCHTOB - OIIPCACIICHNC ICHHOCTU NOKYMCHTOB C ICJIIBIO 0T6opa
HUX Ha XpaHCHHUEC U YCTAHOBJICHHUEC CPOKOB XpaHCHUH. 3KCHCpTI/I3y HEHHOCTHU NOKYMCHTOB B I[Oy
OCYHICCTBJIACT ITOCTOAHHO ﬂeﬁCTByIOHlaH OKCIICPTHASA KOMUCCHUA.

5.2.2. DkcnepTHasg KOMUCCUA HazHadaeTcs npuka3om 3aseayronieit JIOY. B cocraB DkcniepTHOM
KOMHCCHH BKJTIOUAIOT HE MEHEE TPEX COTPYTHUKOB, B TOM YHCIIE B 00S3aTCIFHOM MOPSIKE JTHIIO,
OTBETCTBEHHOE 3a BeneHue apxusa JJOVY.



OKcnepTHasi KOMUCCHSI Ha 3acellaHusaX paccMarpuBaeT: HomeHknatypy aen OV, omucu nen
MOCTOAHHOI'O0 XpaHCHHA W 110 JIMYHOMY COCTaBYy, aKTbl Ha IOOKYMCHTBI, BBIACIIACMBIC K
YHUYTOXEHUIO.

5.3. Odopmiienue mem.

5.3.1. Jlena mocTOSTHHOTO XpaHEeHHs MOIIMBAIOTCS B TBEPAYIO OOJIOKKY CYpOBBIMH HUTKaMHU.
Jluctel HyMepyroTCs B IIPaBOM BepxHeM yriay. KoinyecTBo JMCTOB B KaXAOM Jelie He JOJIKHO
npesbiath 250. B KoHIIe fies1a Ha OTAEIbHOM JIMCTE COCTAaBIISIETCS 3aBepUTEIbHA HAIITUCh.

5.3.2. Ha o0noxke Jen MOCTOSIHHOTO XPaHEHUS JOJDKHBI OBITh MPOCTABJICHBI CIIEAYIOIINE
PEKBHM3UTHI: HAMMEHOBaHWE OO0pPa30BATEIBHOTO YUPESKICHUs, HOMEp (WMHAEKC) Jena 1o
HOMEHKJIaType, 3aroJOBOK JIeNia, KOJIMYECTBO JIMCTOB, CPOK XPAHEHUS WIM OTMETKA «XPAaHUTh
MIOCTOSTHHO», HOMEp (POHa, OMUCH, JeNa.

5.3.3. I1o OKOHYaHUH AETONPOU3BOICTBEHHOI' O I'0/1a B 0(OpMIIEHHBIE O0JI0KKH /1€ TOCTOSHHOTO

XpaHeHHUs  BHOCATCA  HEOOXOAMMBbIE YTOYHEHHUS: B  3arojOBKM  JIeJI, COJEpXKallux
pacropsauTeNabHble JOKYMEHTHl (IPUKa3bl, MPOTOKOJIbI), BHOCSTCS HOMEpa; €CIU Jelo ¢
HEePEenUCKON COCTOUT U3 HECKOJIBKMX TOMOB, B K&K/IOM TOME YKa3bIBae€TCsl KOPPECIIOHIEHT, aBTOD,
TEeppUTOpUs, IpYrue NaHHble. B KaXkIoM ToMe yka3bIBaeTcs jAara (4Ucilo, Mecsl, I'oJl) Hadajga u
OKOHYaHUsI JAaHHOTO TOMa. TOYHBIE MaThl MPOCTABISIOTCS Ha OOJOXKKaX JJIsi OBICTPOrO MOUCKA
JOKYMEHTOB B IOCIEAYIOIIEM; M3 3aBEPUTEIbHONM HAAINMCH Ha OOJO0XKKY JeJda BBIHOCHTCSA
KOJINYECTBO JIMCTOB B JIEJIE.

5.34. Hagnucu Ha 00I0KKaxX ACJI TOCTOSIHHOI'O M JOJITOBPEMCHHOI'O XPAHCHUS CICAYCT
IMPOU3BOJUTL YCTKO, CBETOCTOMKHMH YCPpHHIIAMHU.

5.3.5. Jlns ydera Koiau4ecTBa JHCTOB B Jeie U (PUKcallMu OCOOEHHOCTEH MX HyMepallud Ha
OT/IETbHOM JIUCTE€ COCTaBIIACTCS 3aBEpHUTENIbHAs HaANWCh. B 3aBepuUTENbHON HAIMUCH
YKa3bIBa€TCSl KOJIMYECTBO JIMCTOB (IMpaMu W TPONMHCHIO) B Jiele. 3aBepuUTENbHAs HAIIUCh
MOJIMHUCHIBAETCSA COCTABUTEIIEM C YKa3aHUEM €ro JOHKHOCTH U JaThl COCTABIICHUSI.

5.3.6. BHyTpeHHfIfI OIMIHUCHb COCTABJIACTCA K ACJIaM IMOCTOAHHOTO U JOJITOBPEMCHHOI'O (CBBII_HC 10
J'IGT) CpOKa XpaHCHU, C(I)OpMI/IpOBaHHBIM 10 PA3HOBUAHOCTAM JOKYMCHTOB, 3aI'OJIOBKU KOTOPBIX
HE PACKPBIBAOT KOHKPETHOC COACPIKAHUC NOKYMCHTOB (00060 OCHHBIC, THYHBIC ACJIa U ,Z[p)

5.3.7. Jlena BpeMEHHOro XxpaHeHHUs O()OPMIISIOTCS YIPOILIEHHO: OHU HE MOJIINBAIOTCS, JIUCTHI B
HUX HE HYMEpPYIOTCS, yYTOYHEHHE Ha OOJIO)KKaX HE IPOU3BOJIUTCS, OINUCH Ha Jeja He
COCTaBJIAIOTCS, YUET BEIETCS 110 HOMEHKIIAType Jell.

5.4. Onucanue JOKyMEHTOB ITOCTOSSHHOTO CPOKa XpaHEHHUSI.

5.4.1. Onucu COCTaBIISIIOTCS pasacibHO Ha JcjIa IMOCTOAHHOI'O XpaHCHUA 110 OCHOBHOM
ACATCIIBHOCTH U HA ACJIA IO JINYHOMY COCTaBYy.

5.4.3. OnrcH coCTaBIAIOTCS IETONPON3BOAUTEIIEM.

5.4.4. Onuce BeeTcs B €MHON BaJIOBOM HyMEpPAlLlMY B TEUEHUE HECKOIBbKUX €T . 5.4.5. Ha nena
C MCTEKIIMM CPOKOM XPaHEHUs COCTABIIAETCS aKT 00 YHUUTOKEHHH.



