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Ilonoxenne 06 apxuse
MYHHIHTATLHOTO OI0’KETHOr0 0MKOILHOr0 06Pa30BATEILHOIO yUpeKACHHS
ACTCKOro ¢a1a KOMOHHHPOBAHHOTO BHAA Ne 4 cranuub! lo/kanckoii
MYHHIHIA/IbHOTO 00paszoBanus Eiickuii paiion

1. OO0mmue mosioKeHus

1.1. Tlonoxenwe 06 apxXuBe MYHHIMIATLHOLO OIOHKETHOTO JOUIKOJIBHOIO
00pa3oBaTe/bHOr0 YUpPEKICHH AETCKOr0 caza KOMOMHMpOBaHHOrO Buaa Ne 4
craHuipl JIo/DKaHCKOH MyHHIMIIANBHOrO 00pasosanvs Eifckuii paifon (zazee —
Tonoxenue), paspaboTano B cooTBETCTBHH ¢ DelepanbHbM 3ak0HOM «O6 apXHBHOM
aene B Poccuiickodt ®exepampm» or 22.10.2004 Ne 125-®3, Meromuueckumu
peKOMEHIAIMAMU 10 paboTe ¢ JIOKyMEHTaMH B  00mIe06pa3oBaTEIbHBIX
YUPEKACHUSIX.

1.2. Hacrosimee [Tonoxkenue pa3paGoTaHo B LHENAX:
—  COBEpILCHCTBOBAHUS JEATENLHOCTH B Cepe OpraHU3aIMK XPAHEHHUS,
KOMIUIEKTOBaHMSA, y4eTa U HCIOJIb30BAHMA apXHBHBIX 0KyMeHTOB MBJIOV;
—  palMOHAIbHOM OpraHu3aliK JOKyMEHTAIMOHHOTO obecnedenus B MBJIOY.
1.3. Apxus MBJIOY co3maercs B LEISIX XPAaHEHMS, KOMILIEKTOBAHHS, ydeTa W
HCTIONIb30BAHMSA JOKYMEHTOB, 00pa3ylomuxcs B npoiecce aesrensHocty MBJIOY u
3aKOHYCHHBIX [JEJIONPOU3BOJICTBOM JIOKYMEHTOB MPAKTHYECKOTO HA3HAYCHUS, HMX
0T0Opa ¥ MOATOTOBKY K Tepe/iade Ha XPaHEHHE B MyHUILIMIIAIbHBIH apXIB.
1.4. B cBoeit pabore apxuB MBJIOY  pykoBoacrByercs

3aKOHOAATENBCTBOM 00 apXMBHOM Jene B Poccuiickoit ®eneparmu, MHBIME

HOPMaTHBHBIMH NPaBOBbIMU akTaMu Poccuiickoli @enepainy, T0KaIbHBIMHA aKTAMU
MBJIOY u nacrosmm ITonoxenuem.
1.5. Kourpons 3a aesrensHocThI0 apxuBa MBJIOY ocyiuecTsiser 3aBeIyiomuii, a B
€€ OTCYTCTBHM MCIIOJIHAIOMUN 0043aHHOCTH 3aBEAYIOLIET0, KOTOPhIE 00ECIEYUBAIOT
apXuB HEOOXOJMMbIM TIOMEIICHUEM U 060PYI0BAHKEM.
1.6. HenocpencTBeHHOE PYKOBOACTBO apXHBOM MBJIOY  Bo3naraercs
MPUKA30M 3aBE/IYIONIETO HA JIWLO, OTBETCTBEHHOE 32 BeJICHHE apxXuBa (KaK MPaBHIIo,
Ha JEeNOIPOU3BOAUTEA).

2. CocTaB I0OKYMEHTOB apXuBa

2.1. ApxuBHbBIE [OKYMEHThHI, IOCTYNAIOUIWEC Ha XpaHeHue B apxue MBJIOY,
OTHOCATCA K MYHHIHIQIBHOH COOCTBEHHOCTH, He IIO/UIEKAT IMPHBATH3ALHH, HE



MOTYT OBITh OOBEKTOM MPOAAXKH, MEHBI, TAPEHUS, & TAKKE UHBIX CIEJIOK, MOTYILIHUX
IPUBECTHU K UX OTUYKJICHUIO.

2.2. BapxuB MBJIOY mnocrynator:

2.2.1. ApxuBHBIE TOKYMEHTHI, 0Opa3zoBaBiiecs B nporecce aestensunoctu MBJI0Y,
BPEMEHHOTO XpaHeHUs (He0OX0AUMbIE B MPAKTHUECKOU JEATETLHOCTH).

2.2.2. ApxuBHBIE IOKYMEHTHI, 00pa3oBaBImecs B mpouecce aesrtenbHoctu MBJIOY
2.2.3. JIOKyMEHTBI IO IMYHOMY COCTaBY, OTPAKAIOIIUE TPYAOBbIE OTHOLLICHUS
paboTHHKa ¢ paboToaaTeNIeM.

2.2.4. ApXUBHBIE JOKYMEHTBI IOCTOSTHHOTO XPaHEHUSI.

3. 3amaum u QpyHKUHM apXuBa

3.1. OcHoBHbIMU 337a4amMu apxuBa MBJIOVY:

3.1.1. KoMIiekToBaHUE JOKYMEHTAMH, COCTaB KOTOPBIX MPEAYCMOTPEH pa3AeioM

2 nactosiero [lonoxenus.

3.1.2. OGecnieyeHue eUHBIX MPUHIUIIOB OPraHU3AIMK XPAHEHUs, KOMILIEKTOBAHMS,
ydeTa U UCIIOJIb30BAHUE aPXHUBHBIX JIOKYMEHTOB, UX COXPAHHOCTH.

3.1.3. OcymectBiieHre KOHTpoJs 3a (GopMUpOBaHHEM U OQPOPMIICHHEM €Nl B
nenonpousBoactee MBJIOVY.

3.2. B COOTBETCTBMM C BO3JOKEHHBIMM Ha Hero 3amadamu apxuB MBbBJIOY
OCYIIECTBIISIET CICAYIONMIHNE (HYHKITUU:

3.2.1. IlpyuHuMaeT moclie 3aBEepIICHUs JEIONMPOU3BOACTBOM, YUUTHIBAET U XPAHUT
nokymentsl MBJIOY, oOpabGoTaHHble B COOTBETCTBUM C TpPeOOBAHUSIMU,
YCTAHOBJICHHBIMA ~ 3aKOHOJIAaTEIbCTBOM 00 apxuBHOM jene B Poccuiickoit
denepanum.

3.2.2. OcymiecTBiser y4eT U OOECHeYMBAET MOJHYI) COXPAaHHOCTb MPUHATHIX
apXHUBHBIX IOKYMEHTOB, B TOM YHUCJIE MO JIUYHOMY COCTaBY.

3.2.3. 1IpoBOAWT CBOEBPEMEHHOE YHOPSJAOYEHHUE AaPXUBHBIX JIOKYMEHTOB
(3KCnepTH3y LIEHHOCTU, HAyYHO-TEXHUUYECKYI0 00pabOTKy, COCTaBIIEHUE OMHUCEN U
T.J.).

3.2.4. Opranu3yer UC0JIb30BaHUE TOKYMEHTOB:

- uHbopmupyet agmMuHUcTpanuio u padotaukoB MBJIOVY o coctaBe u conepkanuu
JIOKYMEHTOB apXHBa;

- OecIylaTHO  MPEOCTaBIISICT  TOJb30BATEJISIM  APXUBHBIMH  JIOKYMEHTaMH
oOpMJICHHBIE B YCTAHOBJICHHOM TOPSIKE apXHBHBIC CIPABKU WIH KOIHH
apXMBHBIX JIOKYMEHTOB, CBSI3aHHBIE C YCTAHOBJIEHHEM TpPYJIOBOIO CTaxa,
COUMAJIbHOM  3alIATOM  Tpa)XIaH, MPEIYyCMATPUBAIOMIEH UX  IEHCUOHHOE
obecricueHue, a TaKXKe MOJy4eHHE JbIOT U KOMIIEHCAlUM B COOTBETCTBUU C
3aKkoHoAaTenscTBOM Poccuiickon denepanny;

- BBIJIAET B YCTAHOBJIEHHOM MOPSAJIKE JIea, TOKYMEHThI WJIM KOMIMU JOKYMEHTOB B
IEJSAX CIY>)KEOHOTO U IPAKTUIECKOTO UCIIOJIb30BaHUS ISl pA0OTHI B TIOMEIICHUH
apXuBa;

- BEJET y4eT UCIOJIb30BaHUS JOKYMEHTOB, XPAHSIIUXCSl B apXUBE.

4. IlpaBa M OTBETCTBEHHOCThH



4.1. Jlnst BBITIOTHEHUS BO3JIOKEHHBIX 33/1ad M (DYHKIUMW JIUIO, OTBETCTBEHHOE 3a
BeseHue apxusa MBJIOY, nmeet npago:

4.1.1. KoHTponMpoBaTh BBINOJHCHUE YCTAHOBJCHHBIX TMPaBUI pabOTBIl ¢
nokyMentamu B MBJIOVY.

4.2. JIuno, oTBeTCTBEHHOE 3a BeaeHue apxuBa MBJIOY, HeceT OTBETCTBEHHOCTH 3a
BEITIOJTHCHHE BO3JIOKCHHBIX Ha apXUWB 3a/1a4 U QyHKITUH.

43. 3a yrpary uU m0OpYy JOKYMEHTOB JOJDKHOCTHBIE JIMIIA YYPEKICHUS
(PYKOBOJIUTENIb YUPESKICHHUS U JIMII0, OTBETCTBEHHOE 3a BEICHHE apXHBa) HECYT
OTBETCTBEHHOCTb B COOTBETCTBUHM C JACHCTBYIOIINM 3aKOHOIaTEIILCTBOM.

5. KomiiekToBanue apxmBa

5.1. I[logroroBka JOKyMEHTOB K niepeaayde B apxuB MBJIOY BkirodaeT 3xkcnepTusy
HAay4YHOUW ¥ MPAKTUUECKOUN [IEHHOCTU JOKYMEHTOB, 0(hOpMIICHUE J€], COCTABICHUE
OIIUCH.

5.2. DKcrnepTr3a NEHHOCTU JOKYMEHTOB.

5.2.1. DKcnepTr3a HEHHOCTU JOKYMEHTOB - ONPENEIICHUE LEHHOCTU JTOKYMEHTOB C
1EIbI0 0TOOpa UX Ha XPAHEHHUE U YCTAHOBJICHUE CPOKOB XpPaHEHUS.

OKCnepTu3y UEHHOCTH JOoKymMeHTOB B MDbBJIOY ocymiecTBiasieT MOCTOSHHO
JIEVCTBYIOIIAsl SKCIIEPTHASI KOMHUCCHSL.

5.2.2. DkcnepTtHas KOMHUCCHSI Ha3Hadaercsi mpukazom 3apeaytomeit MBJIOY. B
COCTaB OJKCHEPTHOM KOMHUCCHM BKJIIOYAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM
quCIie B 0053aTeIbHOM TIOPSAJIKE JIUI0, OTBETCTBEHHOE 3a BejeHue apxuBa MBJIOVY.
DKcnepTHasi KOMHUCCUS Ha 3aCEJaHMsIX pacCMaTpUBAET: HOMEHKIatypy aen MbJIOY
No 4, onvcu 1en NOCTOSTHHOTO XpAaHEHHUS U 110 JUYHOMY COCTaBY, aKThl Ha
JIOKYMEHTBI, BBIJICTSIEMbIC K YHUUTOKECHHUIO.

5.3. Opopmnenue nen.

5.3.1. Jlena mOCTOSIHHOTO XpaHEHHMsI MOAIIMBAIOTCA B TBEPAYIO OOJIOKKY CYpOBBIMU
HUTKaMu. JIMCTBI HyMEpPYIOTCS B IMPABOM BEPXHEM YTIIy MPOCTHIM KapaHAAIIOM.
Koyim4ecTBO JUCTOB B KAXKJOM JieJie HE JIOJKHO TpeBbimaTh 250. B koHIlle fena Ha
OTZIEJIbHOM JIUCTE COCTABIISIETCS 3aBEPUTEIbHAS HAAUCH.

5.3.2. Ha o00moxke Aen TOCTOSHHOTO XPaHEHUS JOJKHBI OBITh MPOCTABICHBI
CJICYIONTUE PEKBU3UTHI: HAMMEHOBAaHUE OO0OpPA30BATEIHHOTO YUPEKIACHHUS, HOMED
(MHAEKC) nela TO HOMEHKJIaType, 3arojioBOK Jeia, KOJWYECTBO JIUCTOB, CPOK
XPaHEHHS WJIH OTMETKA «XPaHUTh MMOCTOSTHHOY», HOMep (OH/Ia, OTIKCH, Jea.

5.3.3. Ilo okoHYaHMUH AEIOMPOU3BOJACTBEHHOTO ro/1a B 0(hOpMIICHHBIC O0JIOKKH T
MOCTOSTHHOTO XPaHEHUs BHOCSTCS HEOOXOJMMbIC YTOUHEHHS: B 3arojIOBKU JIell,
COJIEpKaIlUX PACHOPSIAUTENbHBIE JOKYMEHTHI (MpPHKa3bl, MPOTOKOJbI), BHOCSITCS
HOMEpA; €CIIU JIeJI0 C MEPENMUCKON COCTOUT U3 HECKOJIBbKHUX TOMOB, B KaXKJIOM TOME
YKa3bIBA€TCsl KOPPECIIOHIEHT, aBTOP, TEPPUTOPUS, APYTHE JaHHbIE. B kKaxaom Tome
yKa3bIBaeTCs AaTa (4uciio, Mecsll, To/) Hadaja U OKOHYaHHUS JTaHHOTO ToMa. To4YHbIe
JaThl TPOCTABIIOTCS Ha OOJOXKaxX g OBICTPOTrO TOMCKAa JOKYMEHTOB B
MOCJICYIONIEM; U3 3aBEPUTECIBHOM HAAMUCH HAa OOJIOKKY Jiefla BBIHOCHTCS
KOJIMYECTBO JIMCTOB B JIETIE.

5.3.4. Hagnucu Ha 0010KKaxX JeJ1 MOCTOSTHHOTO U IOJITOBPEMEHHOTO XPaHEHUs
CHENYET MPOU3BOAUTH YETKO, CBETOCTOMKUMH YEPHUIAMH.

5.3.5. Jlns y4eTa KOJIM4ecTBa JIMCTOB B Jieie U (puKcaru 0COOCHHOCTEHN MX
HYMEPAIMU HA OTIEJIBHOM JIMCTE COCTABIISIETCS 3aBEPUTEIIbHAS HAJIIIHCH.



B 3aBepuTenbHOW HAANUCH YKa3bIBAETCA KOJWYECTBO JIUCTOB (1udpamu u
MPOMUCHI0) B JeNie. 3aBepUTesibHAs HAIAMNUCh MOJINUCHIBAETCS COCTABUTEIEM C
YKa3aHHUEM €ro JOJLKHOCTH U JIaThl COCTABIICHHUS.

5.3.6. BHyTpeHHSI ONUCh COCTABIIACTCS K JIeJIaM MOCTOSHHOTO U JIOJITOBPEMEHHOTO
(cBemme 10 meT) cpoka xpaHeHUs, CGHOPMHUPOBAHHBIM IO PA3HOBUIHOCTSIM
JIOKYMEHTOB, 3arojJOBKM KOTOPBIX HE PACKPBHIBAIOT KOHKPETHOE COJIEpKAHUE
JIOKYMEHTOB (0C000 IIEHHBIE, IMYHBIE Jea U JIp.).

5.3.7. lena BpeMEHHOT0 XpaHeHUsI 0POPMIISIIOTCS YIPOUIEHHO:

OHM HE MOJIIUBAIOTCS, JINCTHI B HUX HE HYMEPYIOTCS, yTOUHEHHE Ha 00JI0KKaxX HE
MPOU3BOIUTCSI, ONTMCH Ha JieJia HE COCTABJISIIOTCS, yU€T BEJIETCS IO HOMEHKJIAType
Jen.

5.4. Onucanue TOKyMEHTOB ITOCTOSIHHOTO CPOKa XpPaHEHHUS.

5.4.1. Onucu coCTaBIAIOTCA Pa3IesIbHO HA JIeNla MOCTOSTHHOTO XPaHEHHUsI 10
OCHOBHOM AESATEIbHOCTU U Ha JIeJa MO0 JINYHOMY COCTaBY.

5.4.3. Onucu coCTaBIIIOTCS I€IONPOU3BOIUTEIIEM.

5.4.4. Onuch BeneTcs B €IMHOM BaJIOBOW HyMEpaIluu B TEUCHHE HECKOJIbKUX JIET.
5.4.5. Ha nena ¢ UCTEKIIUM CPOKOM XPaHEHUSI COCTABIISIETCS aKT 00 YHUUTOXEHUU.









