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1. O6mue NoJI0KEHHSI

1.1. TTonoxenue 06 apxuse MyHHIMIATBLHOTO OIO/DKETHOrO JIOHIKOJILHOTO
06pa30BaTENbHOr0 yupexkieHns (nanee — FHonoxenue), pazpadboTaHo B COOTBETCTBHH €
denepanbHbIM 3aKOHOM «O0 apXMBHOM /e B Poccuiickoii ®eaeparyn» ot 22.10.2004 No
125-®3, MeToarueckuMK peKOMEHIAUAMHU 110 paboTe ¢ TOKyMEHTaMH B
006111e00pa30BaTENIbHBIX YUPEKACHHUAX.

1.2. Hacrosiiee ITonoxenue pa3paboTaHo B HEIsX:

—  COBEpIIEHCTBOBAHUS JIESTEIBHOCTH B Chepe OpraHu3allini XpaHeHus,
KOMIIJIEKTOBAHUS, yUeTa U UCTOJIb30BAHUS apXUBHBIX JIOKYMCHTORB MbB/10Y
—  palMOHAIBLHON OpraHu3alik JIOKyMEHTALIHOHHOTO obecneuenus B MbJIOY

1.3. Apxus MBJIOY co3jiaeTcs B LelisiX XpaHeHHs, KOMIUICKTOBaHKA, yucTa i
MCIIOJIB30BaHMUs IOKYMEHTOB, 00pa3yIoInXcs B polecce AeATe/IbHOCTH MBJIOVY u
3aKOHYEHHBIX JEJNOMPOU3BOACTBOM IOKYMEHTOB MPAKTHYECKOrO Ha3HAUCHHS, UX otbopa v
[OJIFOTOBKH K Tepe/iade Ha XpaHeHHe B MyHULMIAIbHbIH apXHB.

1.4. B cBoeit pabore apxus MbJIOY  pyKoBOJICTBYCTCSH 3aKOHOIATC/ILCTROM 00
apxuBHOM zielie B Poccuiickoit dejiepalty, HHbIMI HOPMATHBHBIMHU [1paBOBbIMU aKTAMK
Poccuiickoit @enepanviu, JOKaJIbHBIMU aKTaMH MBJIOY u nacrosuwm [lonoxenuem.

1.5. KoHTpOJIb 3a J1eATEJIbHOCTBIO apXH1Ba MBJIOY ocyuiecTBIsET 3aBe/lylonias, a B
& OTCYTCTBUM 3aMECTHTEJIb 3aBE/LyIOIIEH 110 BOCIUTATE)! bHO-METO/IMUECKOI paboTe,
KOTOpBIE 06eCIeuBalOT apXUB HEOOXOIMMbIM OMCIICHHEM o6Gopy/loBaHHEM.

1.6. HenocpeACTBEHHOE PYyKOBOJCTBO apXHBOM MBJ1I0Y Bo3znaraercs nprHKazom
3aBeJlyIolIeH Ha JIMLO, OTBETCTBCHHOE 3a BE/ICHUC apXHBa (kaK rpaBuiio, Ha
JIEJIOTIPOU3BOAMTEIIS).

2. CocTaB IOKYMEHTOB apXuBa
2.1. ApXMBHbIE IOKYMEHTBI, IOCTYTIAIOIIMC Ha XPAHCHUC B ApXHB MBJIOY,
OTHOCATCS K MyHHLMNAIBHON COOCTBEHHOCTH, HE MO/UIEXKAT NPUBATH3AILMH, HE MOTYT ObITh
06BEKTOM MPOIAXKH, MEHBI, AaPEHHUS,  TAKKE MHBIX C/IEJIOK, MOTYIIUX TIPUBECTH KX
OTHYXICHHIO.
2.2. Bapxus MBJIOY mnocrynator:

2.2.1. ApxuBHBIE OKYMEHTbI, 00pa30BaBILMECS B ITPOLCCCE nestensioctn MBJIOVY,
BPEMEHHOr0 XpaHeHus (He0OX0MMBbIC B NPaKTHUYECKOM JeATCILHOCTH).

2.2.2. ApXuBHBIE 1OKyMEHTBI, 00pa30BaBIluecs B pOLECCe eATCILHOCTH MBJIOY

2.2.3. JIOKyMEHTHl [0 JMYHOMY COCTaBY, OTPAXaIOLIME TPY/NOBBIC OTHOILIEHUS
paGoTHHKA ¢ pabOTONATETIEM.



2.2.4. ApxuBHBIE TOKYMEHTBI IOCTOSHHOTO XPaHEHMUS.

3. 3agaum U QyHKUUH apXuBa.
3.1. OcHoBHbIMM 3a1auamu apxuBa MBJIOY:
3.1.1. KommiekroBaHue JOKYMEHTaMH, COCTaB KOTOPBIX MPETYCMOTPEH pa3aesioM
2 nacrosiuero [lonoxenus.

3.1.2. OGecneyeHne €MHBIX TPUHIIUIIOB OPTraHU3AlMKU XPAHEHHSI, KOMILUIEKTOBAHMSI,
ydeTa U UCIOJIb30BaHUE apXUBHBIX TOKYMEHTOB, UX COXPAHHOCTH.

3.1.3. OcymecTBieHue KOHTpois 3a (opmupoBaHueM U OGOpPMIICHHEM Jel B
nenonpousoactse MBJIOY.

3.2. B cOOTBETCTBUHU C BO3JIOKEHHBIMU HA HEro 3anadamu apxuB MBJIOY
OCYIIECTBIISIET CJEAYIOIINE PYHKIUU:

3.2.1. [IpunumaeT nocse 3aBepuieHus AeJIONPOU3BOJICTBOM, YUUTHIBAET U XPAHUT
nokymenTsl MBJIOY, oOpaboTaHHbIE B COOTBETCTBHH C TPEOOBAHUSIMH, YCTAHOBJICHHBIMU
3aKOHO/IATEILCTBOM 00 apXuBHOM jelie B Poccuiickoii denepanuu.

3.2.2. OcymecTBiasieT y4eT M O0O€ecleuruBaeT MOJHYI0 COXPAaHHOCTh TPUHSATHIX
ApPXUBHBIX JOKYMEHTOB, B TOM YHCJIC 110 TUIYHOMY COCTaBY.

3.2.3. IIpoBonmur CBOEBPEMEHHOE  YNOPSAOYEHHE aApPXUBHBIX JOKYMEHTOB
(aKCIEepTHU3y LIEHHOCTH, HAYYHO-TEXHUYECKYI0 00pabOTKY, COCTaBICHUE OMMUCEH U T.1.).

3.2.4. Opranu3yeT UCNoJb30BAHUE IOKYMEHTOB:

- uH(popmupyetr agmMuHUCTpauio U padbotaukoB MBJIOY o coctaBe u coaep:kanuu
JTOKYMEHTOB apXHBa;

- OecIuIaTHO MPEIOCTaBISAET MOIb30BATENSIM APXUBHBIMH TIOKYMEHTaMU 0(OPMIICHHBIE B
YCTAHOBJIEHHOM MOPSAKE APXUBHBIEC CIIPABKH WJIM KOITUU apXUBHBIX TOKYMEHTOB,
CBSA3aHHBIE C YCTAHOBJIEHUEM TPYAOBOI'0O CTa)ka, COUMAIbHOMN 3aIUTON IPakIaH,
npexycMaTpHUBAIoIel UX MEHCUOHHOE 00ecleueHune, a TaKkKe MoJyuyeHue JbIoT U
KOMITICHCAIIMK B COOTBETCTBHUM C 3aKOHOJATEILCTBOM Pocculickoin denepanuu;

- BBIJIA€T B YCTAHOBJIICHHOM MOPAJIKE JeNa, JOKYMEHTBI UM KOIIUHU JOKYMEHTOB B LIEJISIX
CIIy’k€OHOTO U MPAKTUYECKOTO UCTIOIB30BAHUSA JIJIs1 paOOTHI B IOMEIICHUH apXUBa;

- BEJET YYET UCIOIb30BaHUS JOKYMEHTOB, XPaHSAILUXCS B apXUBE.

4. IlpaBa U OTBETCTBEHHOCTbD

4.1. Jlyis BBITIOJIHEHUS BO3JIOKEHHBIX 3a/1a4 U (YHKITUN JTUI0, OTBETCTBEHHOE 32
BejaeHue apxupa MBJIOY , umeer npaso:

4.1.1. KoHTponupoBaTh BHITIOJHEHUE YCTAHOBIEHHBIX MTPaBUII pabOTHI C
nokymentamu B MBJIOYVY.

4.2. JTuuo, oTBeTCTBEHHOE 3a BeqeHue apxusa MBJ/IOY, HeceT 0TBETCTBEHHOCTH 3a
BBITIOJTHEHNE BO3JIOKCHHBIX Ha apXUB 3a/1a4 U (QyHKIUH.

43. 3a yrpaTy ¥ TOpUYy JAOKYMEHTOB JOJDKHOCTHBIE JIMIA YUYPEKICHUS
(PYKOBOJIUTENb YUPEKIEHUS W JIMI0, OTBETCTBEHHOE 3a BEJACHUE apXuMBa) HECYT
OTBETCTBEHHOCTh B COOTBETCTBHUU C JEHUCTBYIOIINM 3aKOHOIaTEICTBOM.

5. KoMmIuieKTOBaHHe apXuBa

5.1. IToaroroBka MOKyMEHTOB K mnepenade B apxuB MBJIOY  BkItodaeT sKkcnepTusy
Hay4YHOM M MPAKTUYECKOU LIEHHOCTU JOKYMEHTOB, 0)OPMIICHHUE €, COCTABICHHUE OIMKCH.

5.2. DkcnepTusa NEHHOCTH JOKYMEHTOB.

5.2.1. DkcrniepTr3a UEHHOCTU JTOKYMEHTOB - OINPENEIICHUE LNEHHOCTH JTOKYMEHTOB C
LETIbI0 0TOOpa UX HAa XpaHEHUE U YCTAHOBIIEHUE CPOKOB XPaHEHHUS.



DKCNepTU3y HEHHOCTU TOKYyMEHTOB B MB/IOVY ocy1iecTBIsSIET TOCTOAHHO
JEUCTBYIOIIAs SKCIIEPTHAST KOMUCCHSL.

5.2.2. DkcnepTHas KOMHCCHUS Ha3Ha4yaeTcs Npuka3zoM 3aseaytomeid MB/I0Y. B
cocTaB DKCIEPTHOM KOMUCCUH BKJIIOYAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM YHUCIIE B
00s3aTeIbHOM MOPSJIKE JIULIO, OTBETCTBEHHOE 3a BeAeHue apxusa MBJIOVY.

DKCIepTHass KOMUCCHS Ha 3aCE/IaHUsIX pacCMaTpuUBaeT: HOMEHKIATypy aean MB/I0OY
Nel2, onucu nen MOCTOSHHOTO XpaHEHHsS] M MO JIMYHOMY COCTaBY, aKThl Ha JOKYMEHTHI,
BBIJIC/ISIEMbIE K YHUUTOXXEHUIO.

5.3. Opopmnenue nen.

5.3.1. [lena mOCTOSSHHOTO XpaHEHHUs MOJIIMBAIOTCS B TBEPAYIO OOJOXKKY CYpPOBBIMU
HUTKaMU. JIMCTBI HyMEpYIOTCS B TPaBOM BEPXHEM YIJy IPOCTHIM KapaHaamoM. KonruecTBo
JUCTOB B KAXJIOM JieJie He JOJDKHO mpeBbimarh 250. B koHIle nena Ha OTAENbHOM JIMCTE
COCTaBIIICTCA 3aBEPUTENIbHASI HA/IITUC.

5.3.2. Ha oOnoxkke el MOCTOSHHOTO XPAaHEHHUS JMAOJDKHBI OBITh TMPOCTABIICHBI
CIIEAYIONINE PEKBU3UTHI: HAUMEHOBAHHUE O0Pa30BATEIILHOTO YUYpEeKACHUsS, HOMEP (MHICKC)
JieJia IO HOMEHKJIAType, 3arojI0OBOK Jieja, KOJUYECTBO JIMCTOB, CPOK XPAHEHUS WU OTMETKA
«XpaHUTh MOCTOSTHHO», HOMEP (OH[Ia, OTHCH, JIeTa.

5.3.3. Ilo oKkOHYaHUH 1€TOMPOU3BOICTBEHHOTO I'0/1a B 0()OPMIICHHBIE OOJI0KKH J1eTT
MOCTOSIHHOTO XpaHEHUs BHOCATCS HEOOXOJUMbIE YTOUHEHHUS: B 3ar0JIOBKH JIEJI, COJIePIKAIIUX
pacnopsIuTeIbHbIE TOKYMEHTHI (ITPUKa3bl, TPOTOKOJIBI), BHOCATCS HOMEpA; €CJIH JIEJIO C
NEPENHUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B K&KJIOM TOME YKa3bIBa€TCsI KOPPECIOHICHT,
aBTOp, TEPPUTOPHUS, APYTHE AaHHbIE. B KaXk0M TOME yKa3bIBaeTcs AaTa (4Ucio, MECSI, TOJT)
Havajia 1 OKOHYAHHUS JAHHOTO TOMa. TOYHBIE AaThl MPOCTABISIOTCS HA O0JIOKKAX JJIs
OBICTPOrO MOUCKA IOKYMEHTOB B TIOCIIEYIOIIEM; U3 3aBEPUTEIbHON HAAMKUCH HA O0JIOKKY
7iera BBIHOCUTCS! KOJIMYECTBO JIUCTOB B JIETIE.

5.3.4. Hagnucu Ha 0010%KKax Jie]1 MOCTOSHHOTO U JTOJITOBPEMEHHOTO XpaHEHUS
cleayeT MPOU3BOJIUTh YETKO, CBETOCTOMKUMH YEPHUIIAMH.

5.3.5. Jlns ydera KOJIMYECTBA JIUCTOB B Jiejie U (PUKCAIIMK OCOOEHHOCTEN UX
HYMEPAIMU Ha OTAEJIBHOM JINCTE COCTABIISIETCS 3aBEPUTEIIbHASI HAAIHUCH.

B 3aBepuTenbHON HAANMUCH YKa3bIBAETCS KOJUYECTBO JIMCTOB (LHPpPaMH U
IPOIKCHIO) B JieJie. 3aBepUTEIbHAS HAAMUCH MOANUCHIBAETCS COCTABUTENEM C YKa3aHUEM
€ro JIOJXKHOCTH U J1aThl COCTaBJICHUS.

5.3.6. BHyTpeHHsIs OMCh COCTABIAETCS K JI€JIaM ITOCTOSIHHOTO U JOJTOBPEMEHHOTO
(cBbimie 10 1eT) cpoka XxpaHeHus, CPOPMUPOBAHHBIM IO PA3HOBUIHOCTAM JIOKYMEHTOB,
3aroJIOBKU KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COJIEpKaHUE TOKYMEHTOB (0c000 IIeHHBIE,
JIMYHBIC JIeJIa U JIp.).

5.3.7. Jlena BpeMEHHOTO XpaHeHUsT 0OPMIIIIOTCS YIPOIIECHHO:

OHM HE MOJIIMBAIOTCS, JIUCTHl B HUX HE HYMEPYIOTCS, YTOUHEHHUE Ha O0JI0KKaAX HE
IIPOU3BOJIUTCS, OIMCH HA JIeJIa HE COCTABIIAIOTCS, YUET BEAETCS IO HOMEHKIIAType €.

5.4. Onucanue JOKYMEHTOB MOCTOSIHHOT'O CPOKA XPaHEHHUS.

5.4.1. Onucu coCTaBISAIOTCS pa3/iesIbHO Ha Jieja MOCTOSIHHOTO XpPaHEHUSs 110
OCHOBHOM A€SITEIbHOCTH U Ha Jiejia MO JINYHOMY COCTaBY.

5.4.3. Onmcu COCTaBISIOTCS JEIOMPOU3BOTUTEIIEM.

5.4.4. Onuce BeAeTca B €AUHOW BaJOBOM HYMEPAIMH B TEYEHUE HECKOJIBKUX JIET .

5.4.5. Ha nena ¢ UCTEKIIUM CPOKOM XPaHEHUSI COCTABISAETCS aKT 00 YHHUUTOXEHUU.



	5. Комплектование  архива

