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[. O01ume monoXKeHus

1.1. [Tonoxenne 06 apxuse MBJIOY Ne 175 (manee Ilonoxxenue), pazpaboTtano B
COOTBETCTBHH C:

e OepnepanbHbIM 3aK0OHOM «O0 apxuBHOM aene B Poccuiickoii @enepanun» oT
22.10.2004r. Ne 125-®3

o ®denepanbubiM 3aKk0HOM «O0 06pazoBanuu B Poccutickoit deneparum» ot
29.12.2012roma Ne 273- ®3 11.11 4. 3 c1.28

e MeToanuecKUMHU PEKOMEHIAIMSAMU TI0 paboTe ¢ JOKyMEHTaMH B
00111e00pa30BaTEIbHBIX YUPEKICHUAX,.

e [IpuMepHBIM MOJIOKEHHEM 00 ApXUBE OPraHU3ALMH , YTBEPKIECHHBIM IPUKA30M
PocapxuBa ot 11.04.2018 Ne 42,

1.2. Apxus MB/IOVY BbICTynaeT HCTOYHUKOM KOMIUIEKTOBAHUS ITOCYIAPCTBEHHBIX,
MYHULIMTNATBHBIX apXUBOB (1ajee ApXuB JETCKOTO caja.

1.3. ApxuB MB/IOY co3naetcs B LIENsX OCYIIECTBICHUS XPAHEHUS, KOMILUIEKTOBaHUS,
ydeTa ¥ UCIIOJIb30BaHUs JOKYMEHTOB BpeMEHHBIX (CBbIIIE 10 JI€T) CpOKOB XpaHEHHUs, B
TOM YHCJIE TI0 JINTYHOMY COCTaBy, oOpa3yromuxcs B npouecce nesarenbHoctd MBJIOY u
3aKOHYEHHBIX JEJIONPOU3BOJICTBOM JIOKYMEHTOB ITPAKTUUECKOTO HA3HAYEHUS, UX
0oTOOpa U MOATOTOBKH K MEpelaynl Ha XpaHEHUE B TOCYIaPCTBEHHBIN (MYHHUITUTIATBHBIN )
apXuB, ICTOYHUKOM KOMIUIEKTOBaHUS KOTOporo BeicTynaeT MBJIOY).

1.4. ApxuB JI€TCKOTO cajia B CBOEH JIeSITENbHOCTH PYKOBOACTBYETCS DesiepaabHbIM
3akoHOM «O0 apxuBHOM jeine B Poccuiickoit deneparumy ot 22.10.2004r. Ne 125- @3,
3aKOHaMH, HOPMaTUBHO-TIPaBOBBIMH akTamMu Poccuiickoit deaepainnn, CyObeKTOB
Poccuiickoit @enepaiuu B chepe apXUBHOTO Jieia U ASIONPOU3BOICTBA, TpaBUIaMU
OpraHM3alHN XPAaHEHHUs], KOMIUIEKTOBAHUs, YU€Ta UCIIOIb30BaHUSA JOKYMEHTOB
ApxusHoro ¢ponaa Poccuiickoit denepanuu u Ipyrux apXMBHBIX JTOKYMEHTOB B
rOCyJJapCTBEHHBIX OpPraHax, OpraHax MECTHOTO CAMOYIIPABIECHUSN OpTraHU3aLUsX.

II. CoctaB noKyMeHTOB ApXHBa AETCKOIO caaa

2.1. ApxuB I€TCKOIO caJia XpaHUT: - JOKYMEHTbBI IOCTOSIHHOT'O U BPEMEHHBIX (CBBIIIE
10 neT) cpokoB XpaHEHHUs, B TOM YHCJIE JOKYMEHTBI IO INYHOMY COCTaBYy,
oOpa3zoBasiuuecs B aesaresibHocTd MB/IOVY; - 10KyMEHTBI IOCTOSIHHOTO XpaHEHUS U
JOKYMEHTBHI 10 JINYHOMY COCTaBY, OTpa)KaroII1e TPYAOBbIE OTHOLIEHUSI paOOTHUKA C
paboToaTeseM; - apXUBHbIE JOKYMEHTBI TOCTOSIHHOTO XPaHEHUS.

III. 3amaun apxuBa IETCKOro caaa

3.1. K 3agauam ApxuBa JE€TCKOTO caga OTHOCATCS:



3.1.1. Opranuzanusi XpaHeHUs1 TOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH Pa3aeioM
IT nacrosmero Ilonoxenus;

3.1.2. KomriekToBaHne ApXuBa JIETCKOTO cajla JOKYMEHTaMu, 00pa30BaBIIMMUCS B
nestenbHocT MBJIOY;

3.1.3. Yder 10KyMEHTOB, HAXOIAIIUXCS HA XpaHEHUHU B ApXUBe JeTcKoro cana; 3.1.4.
Hcnonb3oBanue JOKYMEHTOB HAXOASIIMXCS Ha XpaHEHUH B ApXUBE JIETCKOIO CaJa;

3.1.5. Meroanueckoe pyKOBOJCTBO U KOHTPOJIb (POpMHUPOBAHUS U 0(HOPMIICHHS 1] B
nenonpousBoactee MBJIOY.

1V.®yukunn ApxuBa IETCKOro casia
4.1. ApXuB IE€TCKOTO cajia OCYIIECTBISIET CIEAYIOUINe (DYHKINH:

4.1.1. Opranusyer npuemM JJOKyMEHTOB MTOCTOSTHHOTO U BpeMeHHbIX (10 j1eT) cpokoB
XpaHEHMs], B TOM YHUCIIE 110 JIMYHOMY COCTaBy, 0Opa30BaBIINUXCS B AEATEIbHOCTH
MB/IOVY, B cCOOTBETCTBUHU C YTBEPHKIECHHBIM IPaPUKOM

4.1.2. Bener yuet JOKyMEHTOB, HAXOASAIIMXCA Ha XpPAaHEHUH B ApXUBE JIETCKOIO Caja.

4.1.3. CucteMaTtu3npyeT U pa3MeniacT JOKYMEHTHI, TOCTYIAIOMKUE B APXUB JETCKOTO
cajza, 00Opa30BaBIIMECS B X0JI€ OCYLIECTBIEHUS AEATENBHOCTH JETCKOIO Caja.

4.1.4. IlpencraBisieT B rocyAapCTBEHHBIN (MYHULIUIIAIbHBINA apXUB) YUETHBIE CBEICHUS
00 00BeMeE U cOCTaBE XpaHSIIUXCS B ApXHMBE JIETCKOTO cajla JOKYMEHTOB APXUBHOIO
donna PO u npyrux apXxuBHBIX JOKYMEHTOB B COOTBETCTBUU C MOPSAKOM
rOCy/IapCTBEHHOTO yueTa JOKyMEHTOB ApxuBHoro (¢onna PO.

4.2. ApXHB IE€TCKOIO caJia OCYIIECTBISAET NOATOTOBKY U MPEACTABISIET:

4.2.1. Ha paccMOTpeHHE U COTIIACOBAHUE IKCIIEPTHON KOMUCCUU JIETCKOTO Cajia OIUCH
JIeJ TIOCTOSTHHOTO XpaHeHus1, BpeMeHHbIX (cBbimie 10 JieT) CpoKOB XpaHEHUs], B TOM
YHUCIIE TI0 JIMYHOMY COCTaBY, a TAK)KE aKThI O BBIICICHUH U YHUUTOXECHUIO aPXUBHBIX
JIOKYMEHTOB, HE MOJJICKAIIUX XPAHEHUIO, aKThl 00 yTpaTe IOKYMEHTOB, aKThI O
HEUCTIPABUMBIX MOBPEXKICHUSIX apXUBHBIX TOKYMEHTOB.

4.2.2. Ha yTBepkIeHHE SKCIEPTHO-IPOBEPOUHOI KoMHCcCcUU (efepaTbHOro
rOCy/IapCTBEHHOTO apXMBa WJIHM YIOJTHOMOYEHHOTO OPraHa NCIOJHUTENBHOM BIaCcTH
cyonsekta PO B chepe apXxuBHOTO Jieia OTICH JIeT TOCTOSTHHOTO Xpanernwus. 4.2.3. Ha
YTBEPKJICHHUE 3aBEAYIOIIEMY JETCKUM CaJIOM OIKCH JIe] TOCTOSIHHOTO XpaHEHHUs,
BpeMeHHbIX (cBbille 10 JieT) CPOKOB XpaHEHUs!, B TOM YUCJIE OMUCH JIE] 110 TUYHOMY
COCTaBY, aKTbhl O BBIJICJICHUU U YHUUTOKEHUH APXUBHBIX JTOKYMEHTOB, HE MOJIEKALTUX
XpaHEHUI0, aKThl 00 yTpaTe TOKYMEHTOB, aKThl O HEHCTIPABUMBIX OBPEXKIACHUN



apXMBHBIX IOKYMEHTOB, yTBepKJaeHHbIe(cornacoBannbie) JIIK uiu rocygapcTBeHHBIM
apXMBOM B CIIy4ae HaJEJICHHS €r0 COOTBETCTBYIOIIMMHU MOJTHOMOYHUSIMHU.

4.2.4. IIpoBOAUT MEPONPUITHS 110 00ECTICUCHUIO COXPAHHOCTH JOKYMEHTOB,
CBOEBPEMEHHOMY YIOPSIIOYEHUIO aPXUBHBIX JOKYMEHTOB (PKCIEPTU3Y LIEHHOCTH,
HAay4YHO-TEXHHUYECKYIO0 00pabOTKy, COCTABJIICHUE OMMUCEN U T.J.), HAXOASAIIUXCS B
ApXUBE IETCKOTO caja.

4.2.5.0pranuzyet uadpopmMupoBaHue pykoBojicTBa u padotanukoB MBJIOY o cocrase u
COJICp’)KaHUU JOKYMEHTOB ApXHUBa JIETCKOTO Caa.

4.2.6. Uudopmupyet cotpyauukoB MBJIOVY 1mo Bompocam MeCTOHaXO0XKACHUS
aApXUBHBIX JIOKYMEHTOB.

V. KomnnexkroBanue apxusa

5.1. IloaroroBka JOKyMEHTOB sl iepenayu B apxuB MBJIOY Bkitouaer skcnepTusy
HAay4YHOUW M MPAKTUYECKOUN IIEHHOCTH JOKYMEHTOB, 0(DOpMIIEHUE JIe], COCTaBJICHUE
OITHCH.

5.2. DkcnepTr3a HEHHOCTU IOKYMEHTOB.

5.2.1. DkcnepTU3a HEHHOCTH TOKYMEHTOB - ONPEIEICHHE [IEHHOCTU JOKYMEHTOB C
1IeJIbI0 0TOOpa X HA XPAaHEHHWE U YCTAHOBJICHHE CPOKOB XPaHEHUSI. DKCIIEPTU3Y
1eHHocTu JokymMeHToB MBJIOY ocymiecTBiasieT NOCTOSTHHO JEUCTBYIONIAs SKCIIEpTHAs
KOMHCCHS.

5.2.2.9kcnepTHast KOMUCCHS HazHavyaeTcs mpukasom 3asenyromiero MbJIOY. B cocrtas
AKCIIEPTHOM KOMHUCCHHU BKIIFOYAETCSl HA MEHEE TPEX COTPYAHUKOB, B TOM YHUCJIE B
00s13aTeIbHOM TOPSIIKE JIUIO, OTBETCTBEHHOE 3a BejeHue apxuBa MBJIOY.
DKcnepTHasi KOMHUCCHS Ha 3aCEaHMsIX pacCMaTpUBaeT: HOMeHKIarypy aeia MbJIOY,
ONMCH MOCTOSTHHOTO XPAHEHHUS U I10 JUYHOMY COCTaBY, aKThl HA JOKYMEHTHI,
BBIIEISIEMBIC K YHUYTOKEHHUIO.

5.3. Opopmienue nem.

5.3.1. Jlena mOCTOSIHHOTO XpaHEHUs TOIIIUBAIOTCS B TBEPAYIO O0JI0KKY CypOBBIMU
HUTKaMH. JINCTBI HyMEpYIOTCS B IIPaBOM BEPXHEM yIuly. KoMuecTBO JIUCTOB B KaXA0M
Jiesie He JOJDKHO npeBbimath 250. B koHIE Aea Ha OTAEIBHOM JINCTE COCTaBISAETCS
3aBEpUTEIIbHAS HAIIUCh.

5.3.2. Ha 0610kKe e TOCTOSITHHOTO XpaHeHUSs! JOHKHBI OBITh MPOCTABICHBI
CJIEIYIONTUE PEKBU3UTHI: HANMEHOBaHUE 00Pa30BaTEIBLHOTO YUPEXKICHUS, HOMED
(MHIEKC) JieTia T0 HOMEHKIIAType, 3aroJioBOK Jiejia, KOJIMYECTBO JINCTOB, CPOK XpaHEHUS
WM OTMETKA «XPAHWUTh MIOCTOSTHHO», HOMEP (POH/IA, OIHCH, Jeia.



5.3.3. [1o OKOHYaHUIO JIETOMPOU3BOJCTBEHHOIO T'0J/1a B 0()OPMJIICHHBIE OOJI0KKH JIETT
MOCTOSIHHOT'O XPaHEHHsI BHOCSTCSI HEOOXOIUMbIE€ YTOYHEHUS: B 3aTOJIOBKU €I,
coJiepKaluX pacnopsIuTeIbHbIe TOKYMEHTHI (TPUKA3bl, TPOTOKOJIbI), BHOCSATCS
HOMEPA; €CIIU JEJI0 C MEPENUCKON COCTOUT U3 HECKOIBKUX TOMOB, B KaXkJOM TOME
YKa3bIBa€TCsl KOPPECIOHACHT, aBTOP, TEPPUTOPHUS, APYTUe AaHHbIE. B Kaxa0M TOME
yKa3bIBaeTcs aaTa (4Mciio, MECsIl, F0/1) Hayaja U OKOHYaHUs TaHHOTO ToMa. TouyHbIe
JIATHI POCTABJISIIOTCS HA 00JI0XKKAX JIJIs1 OBICTPOTO MOUCKA TOKYMEHTOB B
MOCJIETYIOIIEM; U3 3aBEPUTEILHOM HAJIUCU Ha OOJIOKKY Jieia BBIHOCUTCS KOJTMYECTBO
JIUCTOB B JIEIIE.

5.3.4. Haanucu Ha 00J105KKaX JIeJ1 TOCTOSTHHOTO U JIOJITOBPEMEHHOTO XpaHEHUs
cleayeT MPOU3BOAUTH YETKO, CBETOCTOMKUMU YEPHUIAMHU.

5.3.5. Jlns ydyera auCTOB B Jienie U GUKCALMU OCOOCHHOCTEN X HyMepaluu Ha
OTAEILHOM JIUCTE COCTABISIETCS 3aBepUTEIbHAS HAANUCh. B 3aBepuTensHON HaAIUCH
YKa3bIBA€TCsl KOJIMYECTBO JIUCTOB (IIudpaMu MPOIUCHIO) B JETIE.

5.3.6. BHyTpeHHsIs1 OITUCH COCTABISAETCS K JIeJIaM MOCTOSIHHOTO M JI0JITOBPEMEHHOTO
(cBoie 10 neT) xpaHneHus, CGOPMUPOBAHHBIM MO PA3HOBUIHOCTSIM JTOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEP)KaHNE JOKYMEHTOB (0C000
LEHHBIE, TMYHBIE JIea U JIp.)

5.3.7. Jlena BpeMEHHOTO XpaHeHUs 0(DOPMIISIFOTCSI YIIPOILEHHO: OHU HE MOJIIINBAIOTCS,
JIUCTHI B HUX HE HYMEPYIOTCS, YTOUYHEHHE Ha 00JI0’KKaX HE MPOU3BOJUTCS, ONMCH JieTia
HE COCTaBIIAIOTCS, YUET BEJIETCS 110 HOMEHKJIATYpE JIEJL.

5.4. Onncanue JOKyMEHTOB IMOCTOSSHHOTO CPOKa XpaHEHUS

5.4.1. Onucu coCcTaBIsAIOTCS pa3esIbHO Ha Aeja MOCTOSHHOTO XPaHEHUS 10 OCHOBHOM
JEATEIIbHOCTH U JIeJia 10 JIMYHOMY COCTaBY.

5.4.3. Onucu COCTaBISAIOTCS CIEHUATUCTOM I10 KaJIpam.

5.4.4. Onuce Benercs B €IMHOM BaJOBOW HyMEpalMy B TEUEHHE HECKOJIBKUX JIET. 5.4.5.
Ha gena ¢ ucrekimmm cpokoM XpaHEHHUsI COCTABISIETCS aKT 00 YHUUTOKEHUU.

VI. [IpaBa apxuBa
J1J1st icTioTHEHUST BO3TIOKEHHBIX 3a71a4 U (PYHKIINI apXUB UMEET MPaBo:

6.1. TpeboBaTh OT CTPYKTYPHBIX MOAPa3ACICHUN (CIICUAIMCTOB) YUPEKICHUS
CBOEBPEMEHHOU Nepeadu B apXUB JOKYMEHTOB B YIIOPSI0YEHHOM COCTOSIHUU,
KOHTPOJIMPOBATH BHITIOJHEHUE YCTAHOBIICHHBIX MPABUJI pabOTHI C JOKYMEHTaMH B
CTPYKTYPHBIX MOAPA3ACICHUAX YUPEKICHUS (CIEIIUATUCTAMU YUPEIKICHUS).



6.2. 3anpammBaTh OT CIIEHUAIIUCTOB YUPESXKACHUS CBEACHUS, HEOOXOIUMBIC TS
paboThI apxuBa, ¢ Y4ETOM 00€CIICUCHHS UCTIOTHEHHUS BCEX BO3JIOKEHHBIX Ha apXUB
3aaa4 1 pyHkumii. 6.3. [IpeacTaBisaTh 3aBeyIoleMy JETCKUM CaJIOM MPEJIOKEHUS 10
COBEPUICHCTBOBAHUIO OPraHM3allMy XPaHEHUs], KOMIUJIEKTOBaHUS, y4eTa U
WCIIOJIb30BaHUsl ADXUBHBIX JOKYMEHTOB B ApXHUBE JETCKOIO Cajia.

VII. OTBETCTBEHHOCTh apXHBa
7. OTBETCTBEHHBI PAOOTHUK MO JIEIOMPOU3BOCTRY.

7.1. JIOJ>KHOCTHOE JIMIIO HECET OTBETCTBEHHOCTH 3a BHITIOJIHEHHUE BO3JI0’KEHHBIX HA
apXuB 3aJ1a4 U (QYHKIIUNA B COOTBETCTBUU C JOJDKHOCTHBIMH O0S3aHHOCTSMM.

7.2. OTBETCTBEHHBIN paOOTHUK IO JEIONPOU3BOICTBY U BEJCHUIO apX1Ba HA3HAYAETCA
pUKa3oM 3aBeayroniero. O0s13aHHOCTH pabOTHUKA BKJIFOYAOTCS B €r0 JJOJKHOCTHYIO
UHCTPYKIIHIO.

VIII. Cpok nercTBUS OJIOKEHUS

8.1 Cpok neiicTBUS NOJIOKEHUS HE orpaHuyeH. [lonoxenue AeicTBYeT 10 NPUHATHS
HOBOTO.



