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«Jlerckuii cag Ne 94»

1. O6mue MOJI0KEHHSI

1.1. TTonoxxenue 00 apXwBe MYHHIMIIAIBHOIO OI0KETHOTO AOIIKOJIBHOIO
06pa30BaTeIbHOIO YUPEXKIACHHT « Terckuit can Ne 94» (nanee — [TonoxeHue),
pa3paboTaHO B COOTBETCTBHH C Pe/iepajbHBIM 3aKOHOM «O0 apXUBHOM Jiejie B
Poccuiickoii ®Denepauun» OT 22102004 Ne 125-®3, Merogu4eCKUMHU
peKkoMeHmauusiMi 1o pabore ¢ JOKyMEHTaMH B 06m1e00pa3oBaTeIbHbBIX
YUIpEKICHUSAX.

1.2. Hacrosimee ITonoxenue pa3paboTaHo B LEJX:

— COBepIIEHCTBOBaHWs NEATENHHOCTH B Cdepe OpraHu3allid XpaHeHUd,
KOMIUIEKTOBaHHs, y4eTa 1 UCIOJIb30BaHNUs apXUBHBIX TOKYMEHTOB MBJIOY
—  palMOHAIBHOM OPraHU3alMH JOKYMEHTAIHOHHOTO obecneuenus B MBJI0Y

1.3. Apxus MBJIOY co3ziaeTcs B LeIIsX XpaHEHHs, KOMIUICKTOBAHHA, yieTad I
HCIIOJIB30BAHUS JOKYMEHTOB, 00pa3yloNIUXcs B IPOLECCe NeATeIbHOCTH MBJIOY
1 3aKOHYEHHBIX JeJI0MPOU3BOACTBOM JOKYMEHTOB NIPAKTHYECKOr0 Ha3sHAUCHHUA, UX
oT6Opa 1 MOArOTOBKH K Iepe/iade Ha XpaHEHHE B MyHHULUTIQTbHBIA apXHB.

1.4. B cBoeit pabote apxus MBJIOY  pyKOBOACTBYETCS 3aKOHOAATE/IECTBOM
06 apxuBHOM gele B Poccuiickodi @enepalnud, HWHBIMA HOPMAaTHBHBIMH
npaBoBbIMH akTaMH Poccuiickoit ®eziepaliny, JOKaIbHBIMU aKTaMH MBJIOY wu
HacTosuM [TooxeHHeEM.

1.5. Koutpons 3a gesitenbHOCThIO apxuBa MBJIOY OCYILECTBIAET
3aBe/yIOIIMii, a B €€ OTCYTCTBHH 3aMECTHTEIb 3aBe/yOIIEro Mo BOCIHTATEIbHO-
MeTOMYECKOM paboTe, KOTOpble OOECNeYMBAlOT apXWB  HEOOXOIMMBIM
IOMeILEHHEM U 000y IOBaHHEM.

1.6. Hemocpe/icTBeHHOE DPYKOBOJACTBO apXHBOM MBJIOY BO3J1araeTcs

MPUKA30M 3aBe[yIOINero Ha JIMLO, OTBETCTBEHHOE 3a BEICHHWE apXuBa (xax
TIPaBHJIO, HA JIEJIONIPOU3BOAUTENS).




2. CocTaB JOKYMEHTOB apXHBa
2.1. ApxuBHBIC JOKYMECHTE, MOCTYMAWOIIMe HAa XpaHEHWE B apXuB
MBJIOY, otHOCATCA K MyHHLUNATbHOH cOOCTBEHHOCTH, HE MOAIEKaT
IpUBATU3aLMH, HE MOTYT 6LITH OGHEKTOM MPONAXH, MEHbI, JapeHHs, a TaKKe
HHBIX CIENOK, MOTYIIMX TIPUBECTH K HX OTIYXKACHHIO.
2.2. Bapxus MBJIOY mnocTymnaor:
2.2.1. ApxuBHBIE JOKYMEHTbI, 00pa3oBaBIIMECs B rmpouecce AeATeTbHOCTH
MBJIOY, BpeMeHHOr0 XpaHeHHs (HeoOxoaUMbIE B MPaKTHIECKOH IesATENbHOCTH).
2.2.2. ApXuBHbI€ TOKYMEHTBI, oGpa3oBaBIINeCcs B PONECCE ACATEILHOCTH
MBJOY.
2.2.3. JIoKyMeHTBl IO JHMYHOMY COCTaBy, oTpaxkalole TPYyAOBbIC
OTHOIIEHHS PabOTHHKA C paboTONATENCM.
2.2.4. ApXuBHbI€ JOKyMEHTbI IIOCTOAHHOTO XpaHEHHH .

3. 3agaun 4 QYHKIHH apXHBa.
3.1. OcHoBHBIMH 331adamu apxusa MBJIOV:
3.1.1. KoMmieKToBaHue JOKYMEHTaMH, COCTaB KOTOPBIX NpenyCMOTPEH
pa3znesioM 2 nactosiero [TooxeHus.

3.1.2. O6ecrievyeHre €AWHBIX MNPUHLHIOB OpPraHU3alMH XpaHEHHUS,
KOMIUICKTOBaHMS, ydera U HCIOJb30BaHUE apXMBHBIX IOKYMEHTOB, HX
COXPaHHOCTH.

3.1.3. OcyuiecTBlIeHHe KOHTPOIA 32 (hopMHpOBaHHEM H ohopMIIEHHEM
nen B nenonpoussonctee MBIIOY.

32. B COOTBETCTBUH C BO3JIOKEHHBIMH Ha HETO 3a71a49aMM apXuB MBJI0Y
OCYILLIECTBIAET CleAytoltue QyHKIHH:

3.2.1. TlpyHKMMAaET TOC/IE 3aBEPLICHUA JEeNONPON3BOJICTBOM, YIHUTBIBACT H
XpaHHUT TOKYMEHTBI MBJIOY, obpaboTaHHble B COOTBETCTBHH C TpeOOBaHHAMH,
YCTAHOBJICHHBIMHM  3aKOHOJATEIbCTBOM o6 apxuBHOM [iele B Poccuiickoit
Oenepalli.

3.2.2. OcymecTsiseT yder u obecrieqnBaeT TOIHYIO COXPaHHOCTh
IIPHHSTHIX ApXMBHBIX JI0KyMEHTOB, B TOM 4HCJIE IO THIHOMY COCTaBy.

3.2.3. [IpoBOAUT CBOEBPEMEHHOE YNOPANOYCHUE apXUBHBIX JIOKyMEHTOB
(3KCTIepTU3Y LIEHHOCTH, Hay4HO-TEXHHYECKYIO 06paboTKy, COCTaBIIeHUE ONKCEeH H
T.1.).

3.2.4. OpraHusyer HCII0JIb30BaHHE NOKYyMEHTOB:

- wurbOpMHpyeT aIMHHHCTPAlMIO U paborankoB MBJIOY o cocraBe H
ColepKaHUH JOKYMEHTOB apXKBa;

. GecrmaTHO IpPENOCTaBiseT MOJB30BaTeNsIM  ApPXMBHBIMH  JOKyMEHTaMH
obOpMIICHHbIE B YCTAHOBJICHHOM MOpPAIKE apXHBHBIE CIpaBKH WM  KOIHH
ApPXMBHBIX JIOKYMEHTOB, CBS3aHHBIE C YCTAHOBJICHHEM TPYZAOBOrO CTaXa,
COLMaNbHON  3aMTON  Tpak/jaH, IpeIycMaTpUBAIOWeH WX ICHCHOHHOE
obecrieyenye, a TAKKe NOIyYeHHE JIBIOT M KOMIICHCAlMH B COOTBETCTBUU C
3akoHomaTenpcTBOM Poccuiickon Denepanny;

- BBIIAET B YCTAHOBIECHHOM IOPSIKE JieNa, IOKyMEHTBI WM KOMH JIOKyMCHTOB B

LeNSIX CITy’KeOHOTO U MPaKTHYECKOro HCIONb30BaHUA A paboTHl B MIOMELIEHHUH
apXxuBa;
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- BEJIET Y4YET UCII0JIb30BAHUA JOKYMEHTOB, XpaHAIIUXCA B apXHUBE.

4. IlpaBa H OTBETCTBEHHOCTD

4.1. Jlns BbINONHEHHS BO3JIOKCHHBIX 331a4 M GyHKIMH MO,
oTBeTCTBeHHOe 3a Benienue apxusa MBJIOVY , umeer npaso:

4.1.1. KorTponupoBaTh BBLIIIOJHEHHE YCTAaHOBJIEHHBIX MPaBHII paboThl ¢
nokymentamMud B MBJIOY.

4.2. Jluuo, OTBETCTBEHHOE 3a BEJACHHE apxusa MBJIOVY, Hecer
OTBETCTBEHHOCTD 32 BHIMOJHEHHE BO3JIOKEHHBIX Ha apXHB 33734 U QyHKIHH.

4.3. 3a yrpary u Top4y AOKYMEHTOB HO/DKHOCTHBIE JIMLA y4PEXKICHHA
(PyKOBOIMTENb YUPEKICHUS W JIMLO, OTBETCTBEHHOE 33 BEJICHHC apxuBa) HeCyT
OTBETCTBEHHOCTH B COOTBETCTBUH C ACHCTBYIOIIMM 3aKOHOATEILCTBOM.

5. KomnuiekToBaHHe apXHBa

5.1. [ToaroToBKa HOKYMEHTOB K mepenade B apxuB MBJIOY  BKimodaeT
3KCIIEPTU3y Hay4dHOW M NPAKTHYECKOH LEHHOCTH JOKYMEHTOB, odopmienue aein,
COCTaBJIEHHE OIUCH. :

5.2. DKcnepTU3a LEHHOCTH I0KYMEHTOB.

5.2.1. DxkcmepTu3a LEHHOCTH [JOKYMEHTOB - OINpENC/IeHHe LECHHOCTH
JIOKyMEHTOB C LIeJIbI0 0T60pa UX Ha XPaHEHHE U YCTAHOBIECHUE CPOKOB XPAHCHHA.

DKCIepTU3y LEeHHOCTH A0KyMeHToB B MBJIOY oCymecTBIAET MOCTOSHHO
JIeWCTBYIOLAsk KCIepPTHAsE KOMHCCHS.

5.2.2. DkcrepTHas KOMHCCHsS HAa3HA4aeTCsl IPHKa30M 3aBEyIOLIEro
MBJIOY. B cocraB DKCIepTHOH KOMHCCHM BKJIIOYAIOT HE MEHEe Tpex
COTPYJHHKOB, B TOM YHCJe B 00sA3aTeNbHOM IOPAJKE JIULO, OTBETCTBEHHOE 3a
senenune apxusa MBJ10VY.

DKcrepTHas KOMHCCHS Ha 3aCelaHiAX pacCMaTpUBAeT: HOMEHKIIATYPY A€l
MBJIOY Ne 94, omucH Jiest IOCTOSTHHOTO XPaHEHHs U IO JINYHOMY COCTaBy, aKThl
Ha JJOKYMEHTBI, BbIJIEJII€MbI€ K YHHYTOXEHHUIO.

5.3. Odbopmnenue aei.

5.3.1. Jlena MOCTOSHHOTO XpaHEHHs IOAMIMBAIOTCA B TBEPAYIO OOIOKKY
CYpOBBIMH HHUTKaMH. JIMCTBI HyMepyIOTCs B NpPaBOM BEPXHEM YLy MpPOCTBIM
xapanamoM. KoluuecTBo JUCTOB B KXIOM ZieNle He JOJDKHO MMPEBBIIIaTh 250. B
KOHIIE JieJ1a Ha OT/IEJIBHOM JIFCTE COCTABIIsETCS 3aBEPUTENIbHASL HAlIIMCh.

532. Ha o6noxke fen IIOCTOSHHOrO XpaHEHHs JO/DKHBI OBITh
NPOCTAaBNeHbl  CNeAyIOLMe PEKBUSHTBL HAaMMEHOBaHWe O00pa30BaTEbHOTO
yupexeHnsi, HoMep (MHJEKC) Jena IO HOMEHKJIaType, 3arojioBoK [ena,
KOJTM9eCTBO JIMCTOB, CPOK XPAaHEHUS WIM OTMETKA «XPaHWTh NOCTOSHHO», HOMEP
doHa, OnHCH, Aela.

5.3.3. [To OKOHYAaHMH [ENONPOM3BOJCTBEHHOrO roja B O(QOPMIEHHBIE
0BNIOKKH JIe71 NOCTOSHHOIO XPaHEeHUS BHOCSTCA HEOOXOAMMBIE YTOYHEHMs: B
3aroJIOBKM JeJ, COIEPKAllMX pACIOpsAAUTENbHbIe NOKYMEHThl (IpHKa3bl,
IIPOTOKOJIBI), BHOCSTCS. HOMEPA; €CJIH JIENIO C IIEPEUCKON COCTOUT U3 HECKOJIBKUX
TOMOB, B K2XIOM TOME YKa3bIBaeTCsi KOPPECTIOHAEHT, aBTOP, TEPPUTOPHUs, IPYrHe
nanHBle. B KaXJI0OM TOME yKasblBaeTcs jaaTta (YMcio, Mecsll, roi) Havana H
OKOHYaHHWsS AaHHOro ToMa. TodYHBIE AaThl TIPOCTaBIIAIOTCS HAa OOIOXKKax s




GBICTPOro MOMCKa JIOKYMCHTOB B NoCJenyoleM; U3 3aBepUTE/IbHOW HA/MKMCH Ha
0BOKKY Je/1a BBIHOCHTCS KOTWYECTBO JIUCTOB B JIEJIE.

5.3.4. Hagmucu Ha OOJNOXKKaxX Hel [TOCTOSIHHOTO M JOJITOBPEMEHHOI'O
XpaHeHwusl ClIelyeT IPOU3BOUTE HETKO, CBETOCTOMKHAMH Y€pHUTIAMH.

5.3.5. Jiis ydera KOJIM4ecTBa JIMCTOB B [IETIC 1 (dukcanuu ocobeHHOCTEH HX
HyMepaLHH Ha OT/Ie/IbHOM JIUCTE COCTaBIAETCS 3aBepUTe/IbHas HAATIUCh.

B 3aBepuTeIbHON HAIMHCH yKa3bIBAETCS KOIUIECTBO nucToB (LHPpaMu U
TIpOIKCHIO) B JIETE. JaBepuTelbHas HAIMCh TOANHMCHIBACTCH COCTaBUTEIIEM C
yKa3aHHeM ero JOJDKHOCTH M aThbl COCTAaBJICHHS.

5.3.6. BayTpeHHs1s OIUCh cocTaBigeTcs K eyiaM IOCTOSHHOTO ¥
nosrospemennoro (cspiuie 10 JIeT) CpOKa XpaHeHHs, cOpMHPOBAHHBIM I10
Pa3HOBHIHOCTSM JIOKYMEHTOB, 3ar0JIOBKY KOTOPBIX HE PAaCKPBIBAOT KOHKPETHOS
cofepKaHue JIOKyMEHTOB (0co60 LeHHbIE, IMYHBIE [eNa 1 ap.).

5.3.7. Jlena BpeMEHHOT'0 XpaHCHHUA 0(QOpMIIAFOTCS YTIPOLLICHHO:

OHH He OJIIINBAIOTCS, INCTHI B HUX HE HyMEpYIOTCAH, yTOYHEHHE Ha O0IOXKKax He
TPOM3BOJIUTCS, ONIUCH Ha JieNia He COCTABJISAIOTCS, YI€T BEJIETCs IO HOMEHKIIATYPe
nei.

5.4, OmucaHue JOKyMEHTOB NOCTOSIHHOTO CpoKa XpaHEeHHS.

5 4.1. OnucH COCTABISIIOTCS PasAeNbHO Ha Ie/1a [IOCTOSSHHOTO XpaHEeHU 110
OCHOBHO}A [I€ATETBHOCTH U Ha JeNIa 110 IMTHOMY COCTaBy.

5.4.3. OIUCH COCTABJISIIOTCS [€T0NPOU3BOIUTEIEM.

5.4.4. Oruch BeeTCs B €IMHOM BAJIOBOM HyMepalliy B TEUCHHE
HECKOJIbKHUX JIET .

5.4.5. Ha mena ¢ MCTEKIIMM CPOKOM XpaHCHH cOCTaBNAETCs aKT 00
YHHYTOXKESHHH.




