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1. O6mme nNoa0xKeHHs

1.1. Tonoxenne 06 apxupe MYHHIHNAIBHOrO OIO/DKETHOIO  JIOUIKOJIBHOIO 00pa3’oBaTe/ibHOro
yupexienuss Ne 89 «Jletckuit cal KOMIEHCHpYIOIEro Buaa» (nmaiee — [Nonoxenue), pazpaboTaHo B
cooTBeTcTBHH ¢ DeiepanbubM 3akoHOM «O6 apxuBHOM Jene B Poccuickoi Oenepalldiy» OT 22.10.2004 Ne
125-®3.

1.2. Hactosiuiee [losoxenue paspaboTaHo B LEAX:

—  COBEpIIEHCTBOBAHHs ACATENBHOCTH B Cepe OpraHW3al¥ XpaHEHHS, KOMIUIEKTOBaHHS. ydeTa H
KCNO/b30BaHKA apXUBHBIX ToKyMeHToB [JJOY
—  pauMOHANBHOM OpraHM3alUMy AOKyMeHTalHOHHOTo obecneyenus B JIOY

1.3. ApxuB JIOY co3naeics B LENAX XPaHEHHS, KOMIUIEKTOBaHMA, ydeTa H HCIOJB30BaHUA
JIOKYMEHTOB, obpasyrowuxcs B mponecce aesarenpbHocTH [OY M 3aKOHYEHHBIX JEIONPOM3BOACTBOM
JOKYMEHTOB INPAaKTH4Y€CKOr0 Ha3HayeHWs, UX orOopa M NOATOTOBKH K I€pela4e Ha XpaHCHHC B
MYHMIHIIAJIbHBIA apXHUB.

1.4. B cBoeit padore apxus JIOY  pyKOBOACTBYETCS 3aKOHOAATEJIBCTBOM 06 apxMBHOM J€jl€ B
Poccuiickoii  dejepalidy, MHBIMH HOPMaTHBHBIMM [paBOBBIMM axTaMH Poccuiickoi Genepanuny,
nokanbHbeMH akTaMu J1I0Y U HactosuuM [lonoxeHueM.

1.5. KoHTtpomb 3a zesrenbHOCTbIO apxuBa JIOY  ocymecTBisieT 3aBelyrolias, a B €€ OTCYTCTBHH
3aMEeCTATENb 3aBEAyIOLIel MO BOCIHTATEHHO-METONMYECKON paGoTe, KOTOphE OOECNEYMBAIOT apXUB
HEOOXOAMMBIM [TOMEIEHHEM H 000pYIOBAHUEM.

1.6. HenocpezicTBenHoe pykoBoACTBO apxiuBoM JJOY  Bo3naraeTcsi MPUKa3oM 3aBE/IyIOUICH Ha JTHIIO,
OTBETCTBEHHOE 32 BEJCHHE apXhBa (KaK IIPaBKNIO, Ha ACTOIPOU3BOIUTENS).

2. CocTaB 1OKYMEHTOB apXHBa
2.1. ApXHBHbIE [OKYMEHTBHI, IOCTyNalOMK€ Ha XpaHCHHE B apXHB JIOY, otHOCATCH K
MYHUIHMTAIBHOM COBCTBEHHOCTH, HE MOJIEXAT NPUBATH3AINH, HE MOTYT OLIT 0OBEKTOM IPOJAKH, MEHEL,
JIAPCHHSA, a TAK)KE HHBIX CIENOK, MOTYIIMX NPHBECTH K UX OTUYHKJACHHIO.
2.2.B apxus JJOY nocrynaror:
2.2.1. ApxuBHLIE IOKYMEHTHI, obpazopaBumecs B nponecce nestensHoctd JIOY, BpeMmeHHOro
xpaneHus (HeoOXOAUMBbIE B IPAKTHYECKOH AesI1eTLHOCTH).
2.2.2. ApXxHBHbIE JIOKYMEHTBI, 00pa30BaBIIKECS B IIPOLECCE JEATCIbHOCTH p1(0)%
2.2.3. JIOKyMeHTbI TO JIMYHOMY COCTaBy, OTP@XalOIHE TPYIOBBIE OTHOLICHHA paboTHHKa C
paboTonarenem.
2.2.4. ApxdBHBIC JOKYMEHTBI IOCTOAHHOTO XPaHEHU.
3. 3apaud 1 QyHKUHMH apXuBa.
3.1.0cHoBHBIMH 3a1a4amu apxuBa JIOY:
3.1.1. KOMIUIEKTOBaHHE NOKYMEHTAaMH, COCTAB KOTODBIX MpPEyCMOTPEH pa3liesioM 2
Hacrosuero [lonoxenus.
3.1.2. OfecrnieyeHHe €AMHBIX MPHHIMIOB OpraHM3allAM XPaHCHUSH, KOMIUICKTOBAHHUA, y4CTa H
MCI0JIb30BaHHE APXUBHBIX JOKYMEHTOB, HX COXPaHHOCTH.
3.1.3. OcyIecTReHHe KOHTPONs 3a GOpMUpOBaHHEM M O(OPMIIEHHEM €N B AC/IONPOH3BOICTBE
JI0V.
3.2. B COOTBETCTBUH C BO3NOXKEHHLIMH Ha Hero 3agadamy apxus JIOY oCyMECTBIAET CACAYIOLIHC
GyHKIHM:



3.2.1. IlpuHuMaeT mocie 3aBepLICHUS EJIONPOU3BOJICTBOM, YUYHMTHIBAET U XPAHUT JOKYMEHTHI
JOVY, o0paboTaHHBIE B COOTBETCTBUH C TPEOOBAHUSMH, YCTAHOBJICHHBIMH 3aKOHOJATEIBCTBOM 00
apxuBHOM Jieie B Poccuiickoi denepanuu.

3.2.2. OcymecTBisieT y4yeT U O0O0€CHEeYMBAeT IOJHYI COXPaHHOCTb MPHUHATBHIX aPXUBHBIX
JIOKYMEHTOB, B TOM UYHCJI€ 110 JINYHOMY COCTaBY.

3.2.3. TIpoBOAUT CBOEBPEMEHHOE YIOPSAIOUYEHHE aPXUBHBIX JTOKYMEHTOB (IKCIIEPTH3Yy HEHHOCTH,
Hay4YHO-TEXHUYECKYI0 00pabOTKY, COCTaBJICHUE OMMCEH H T.1I.).

3.2.4. Opranu3syeT UCTOIb30BaHUE TOKYMEHTOB:
- uadopMupyeT aAMUHHCTpaIuio U padotHukoB JIOY 0 cocTaBe u copepKaHUK JOKYMEHTOB apXUBa;
- 0ecIuTaTHO TPEIOCTABISET TMOJIB30BATEISIM APXUBHBIMU JTOKYMEHTaMU O(GOPMIICHHBIE B YCTaHOBIEHHOM
MOPSAJIKE ApXMBHBIE CIPABKHU UM KOMHMH apXUBHBIX JOKYMEHTOB, CBSI3aHHBIE C YCTAHOBJICHHEM TPYAOBOIO
CTaka, COIMAIBHON 3alIUTON TpaKIaH, MPeAyCMaTPUBAIOIICH WX TMEHCHOHHOE OO0CCIICUeHHUE, a TaKXKe
MOJIyYEHUE JIbFOT U KOMIICHCAIIM B COOTBETCTBUU C 3aKOHOIaTeIbcTBOM Poccuiickoit denepanuu;
- BBJIAET B YCTAHOBJICHHOM IOPSAJKE J€a, TOKYMEHThl WM KOIUHU JIOKYMEHTOB B LIEJIAX CIIy’KEOHOIO U
MPAKTUYECKOT0 UCIOJIb30BaHUS Il Pa0OTHI B IOMEIICHUH apXUBa;
- BEJIET Y4€T UCIOJb30BaHUs JOKYMEHTOB, XPAHAILUXCS B apXUBE.

4. IlpaBa 1 0TBEeTCTBEHHOCThH

4.1. Jlns BBINONTHEHUS BO3JIOKEHHBIX 3aJad U (PYHKUIMH JIHMII0, OTBETCTBEHHOE 3a BEJCHHE apXHBa
JOY , umeet npaso:

4.1.1. KoHTposnpoBaTh BHIIOJHEHUE YCTAHOBIECHHBIX MPaBUII paboThl ¢ JokymeHTamu B JIOVY.

4.2. JInno, orBeTcTBEHHOE 3a BeaecHMe apxuBa IOV, HeceT OTBETCTBEHHOCTb 3a BBIIIOJHEHHE
BO3JIO’KEHHBIX Ha apXUB 3a/1a4 U QYHKLIUH.

4.3. 3a yTpaTy ¥ op4y JOKYMEHTOB JJOJUKHOCTHBIE JIMLIA YUPEXKIECHUS (PYKOBOJUTENb YUPEIKACHHS
U JIUI0, OTBETCTBEHHOE 32 BEJICHUE apXUBa) HECYT OTBETCTBEHHOCTh B COOTBETCTBUH C JIEHCTBYIOLIUM
3aKOHOAATEIBLCTBOM.

5. KommiiekToBaHue apxuBa

5.1. IlogroroBka NOKyMEHTOB K mnepefade B apxuB JJOY  BkiIro4aeT 3KCHEPTU3y HAaydyHOH U
MPAKTUYECKON [IEHHOCTHU JTI0KYMEHTOB, O(OpPMIIEHHE JI€JI, COCTABJICHUE OIHICH.

5.2. DkcnepTr3a HEHHOCTU JOKYMEHTOB.

5.2.1. DkcnepTu3a IEHHOCTH JTOKYMEHTOB - OINPEICIICHHE IIEHHOCTH JTOKYMEHTOB C Iebl0 0TOOpa
UX Ha XpaHEHUE U YCTAHOBJIIEHUE CPOKOB XPAHEHHUS.

DKCnepTU3y IEHHOCTH NOKyMEHTOB B IOV ocyliecTBisieT MOCTOAHHO AEHCTBYIOIIAs SKCIEPTHAS
KOMUCCHS.

5.2.2. DkcnepTHasi KOMUCCHSI Ha3HaydaeTca nmpuka3zoM 3aseayromieit JJOY. B cocraB DkcnepTHOM
KOMHCCHUM BKJIIOYAIOT HE MEHEE TpeX COTPYAHMKOB, B TOM YHCIE€ B 00sM3aTENbHOM MOpSAKE JHIIO,
OTBETCTBEHHOE 3a BesieHue apxusa [[OY.

OKcnepTHas KOMHMCCHSI Ha 3acelaHMsSX paccMaTpuBaeT: HOMeHkiatypy nen OV , omucu nen
ITOCTOSIHHOT'O XPAHEHHUS U T10 JIMYHOMY COCTaBY, AKThl HA JIOKYMEHTBI, BBIJIEISEMBIE K YHUYTOXKEHUIO.

5.3. Oopmnenue men.

5.3.1. Jlena MOCTOSIHHOTO XpaHEHUS MOJIIMBAIOTCS B TBEPAYIO OOJIOXKKY CYpPOBBIMH HHUTKAMHU.
JIMCTBl HYMEPYIOTCSI B IPAaBOM BEPXHEM YTy MPOCTHIM KapaHjaauioM. KonndyecTBo JIMCTOB B KaXKAOM JieJie
HE JOJDKHO npeBbimaTh 250. B KoHIE Aena Ha OTAEIBHOM JIMCTE COCTABIISIETCS 3aBEPUTENIbHAS HAIITHUCH.

5.3.2. Ha o0noxke Aen TOCTOSHHOTO XpaHEHHs JOJDKHBI OBITh IMPOCTABICHBI CIEAYIOIINE
PEKBU3UTHI: HAaMMEHOBAaHHE OOPa30BATENFHOTO YUYPEXKACHHs, HOMep (MHAEKC) [eia MO0 HOMEHKJIAaType,
3aroJjIOBOK JieJia, KOJIWYECTBO JIUCTOB, CPOK XPAHEHHS WIM OTMETKA «XPaHHUTh MOCTOSTHHO», HOMEp (oHIa,
ONHCH, JIeTa.

5.3.3. Tlo OKOHYaHUH JIEITONPOU3BOJCTBEHHOTO T0/1a B 0(OPMIICHHBIE OOJIOKKH JIeNl TOCTOSTHHOTO
XpaHEHHUsI BHOCSTCS HEOOXOAMMBbIE YTOUHEHHUS: B 3aroJIOBKH [I€J, COAEpXKAIIUX PpacCHOpsSIUTENIbHbIC
JIOKYMEHTHI (IIPUKAa3bl, MPOTOKOJIBI), BHOCATCS HOMEPA; €CJIM JIENI0 C MEePENUCKOW COCTOUT M3 HECKOJIBKUX
TOMOB, B KaXJIOM TOM€ YKa3bIBAa€TCsl KOPPECIOHIECHT, aBTOP, TEPPUTOPHUS, APyrue NaHHble. B kaxxgom Tome
yKa3bIBaeTCs JlaTa (4Mcio, Mecsl], Toj]) Hayajaa U OKOHYAHUS TaHHOTO ToMma. TOYHbIE JaThl MPOCTABISAIOTCS
Ha OO0JOXKax sl OBICTPOrO TMOMCKAa JOKYMEHTOB B MOCHEAYIOLIEM; M3 3aBEPUTENIbHON HAAMUCH Ha
00JIOKKY Jie1a BEIHOCUTCS KOJIMYECTBO JICTOB B JIEIIE.



5.3.4. Hagnmucu Ha 0OJOXKKaxX A€l IOCTOSIHHOTO W JIOJITOBPEMEHHOTO XPaHEHUsS ClenyeT
MIPOU3BOJIUTH YETKO, CBETOCTOMKUMH YEPHUIIAMHU.

5.3.5. Jlna ydera KOIMYECTBA JIUCTOB B Jiele MU (PUKcauu OCOOEHHOCTEH MX HyMmepaluud Ha
OT/EJIbHOM JIUCTE COCTABIISIETCS 3aBEPUTENbHAS HAIITUCh.

B 3aBepuTenbHONW HAANHCH YKA3bIBACTCS KOJMYECTBO JHCTOB (UM(pamMH M TPONHCHIO) B JEje.
3aBepuTeIbHAs HAANUCH MTOAMUCHIBAETCS] COCTABUTENEM C YKa3aHUEM €ro JIOJKHOCTU U JaThl COCTABICHHUS.

5.3.6. BHyTpeHHSs ONMCh COCTABIIAETCA K J€IaM IOCTOSHHOTO M JIOJITOBpeMEHHOro (cbiie 10
JIeT) CpOKa XpaHEHUs, CPOPMHUPOBAHHBIM IO PA3HOBUAHOCTSAM JOKYMEHTOB, 3aroJIOBKH KOTOPBIX He
PaCKpBIBAIOT KOHKPETHOE COJIEPIKaHHE TOKYMEHTOB (0c000 LIeHHBIE, TMYHBIC JIeTIa U JIp.).

5.3.7. lena BpeMEHHOT0 XpaHeHHsI 0(OPMIISIOTCS YIPOLIECHHO:
OHHU HE MOJIIMBAIOTCS, JIUCTHI B HUX HE HYMEPYIOTCS, YTOUHEHHUE Ha 00JI0XKKaxX HE MPOU3BOJUTCS, OMMCH Ha
Jiefla He COCTaBIIAIOTCS, YUeT BeJIeTCs 10 HOMEHKIIAType Aedl.

5.4. Onucanue JOKYMEHTOB [TOCTOSIHHOTO CPOKA XpaHEHUS.

5.4.1. Onucu COCTaBIAIOTCA pa3JeIbHO Ha Jejla IOCTOSIHHOTO XpaHEHUS [0 OCHOBHOM
JESTEIBHOCTH U Ha JieJa 110 JINYHOMY COCTaBYy.

5.4.3. OnucH cOCTaBISAIOTCA AETOIPOU3BOIUTEIIEM.

5.4.4. Onuch Benercs B €AMHON BaJIOBOI HyMepaluu B TEUEHNUE HECKOJIBKUX JIET .

5.4.5. Ha nena ¢ UCTEKIIMM CPOKOM XPaHEHUS COCTABIIAETCS aKT 00 YHUUYTOXKECHUU.



