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He siBasilomuMcsi HCTOYHHKOM KOMILIEKTOBAHHSA
I'ocynaperBenHOro (MyHHIHNIAILHOI0) ApPXHBA

1. O61mue mo10KeHus

1.1. Hacrosmee nonoxenue o6 apxue MBJIOV «Jlerckuii can Ne7 «CONHBIIIKO» HUM.
AM. Tapmaun pa3spaboTaHo B COOTBETCTBUM C IIPHMEPHBIM MOJIOKEHHEM 00 apxuBe
OpraHu3alliy, yTBEPXKIEHHBIM Ipuka3oM  PocapxuBom ot 11.04.2018 r. Ne42,
- Metopuueckumu pekoMEeHIaUAMH 110 paboTe ¢ AOKyMEHTaMH B 0611e06pa3oBaTebHbIX
yupexnenusx, denepanbHbM 3akoHOM «O6 o6pasosanuu B Poccuiickoit ®eneparum»
0729.12.2012 r. Ne273-®3 1. 11 4. 3 cr. 28.

1.2. Hacrosiee ITonoxenue paspaGoTaHo B LEsIX:

a) COBEpIICHCTBOBaHMS  JEATENBHOCTH B chepe  OpraHM3alUU  XpaHEHHS,
KOMILIEKTOBAHHSI, y4eTa U MCIIONb30BaHUs apXUBHBIX JOKyMeHToB JIOY;

0) pauroHabHOM OpraHu3aLKH JOKyMEHTAIMOHHOTO obecredenus B JJOY.

1.3. Apxus JIOY cosjaercs B HesIX XpaHEHNs, KOMILUIEKTOBaHHS, ydeTa ’
HCIIO0JIB30BaHusl IOKyMEHTOB, 00pa3yloLuXcst B npouecce aesrensHoctd JIOY u
3aKOHUEHHBIX JEJIONIPOU3BO/ICTBOM JOKYMEHTOB IPAKTHYECKOTO Ha3HAYEHHMS.

1.4. ApxuB [eTCKOTO cajla B CBOEH NEATEIBHOCTH PYKOBOACTByercsi MeepanbHbIM
3akOHOM 0T 22.10.2004 Ne 125-@3 «O6 apxuBHOM geine B Poccuiickoii ®enepanum»,
3aKOHAMM, HOPMATMBHEIMH TIPaBOBBIMU akTamu Poccuiickoit ®enepanuu, cyObeKTOB
Poccuiickoli ®esepaiuu B chepe apxXUBHOIO Jena M AeNONPOU3BOICTEA, IpaBUIaMU
OpraHM3alliil XpPaHEHMs, KOMIUIEKTOBaHMS, y4eTa M WHCIONb30BaHKSA JOKYMEHTOB
ApxusHoro ¢ouna Poccuiickoii ®enepamuu u JApPYrUX apXWMBHBIX JOKYMEHTOB B
roCyapCTBEHHBIX OpraHax, OpraHaX MECTHOTO CaMOYIIPABIICHUS U OpraHU3aALHsIX.

1.5. Kontpons 3a nesremsHocThio apxuBa IOV ocyliecTBisieT 3aBefylONIHi, a B ed
OTCYTCTBHHM 3aMeCTHTENb 3aBeyioliero no BMP, KOTOpBIi  ObecriedynBaeT apXuB
HEOOXOMMBIM [OMEIIEHHEM ¥ 060PYI0BAHHEM.

1.6. HenocpencrenHoe - pykoBoactBo -~ apxuBom JOY BosnmaraeTcs NpHKa3oM
3aBeyIOLIEH Ha JIAII0, OTBETCTBEHHOE 3a BeJCHHE apXMBa.



2. CocTaB 1OKYMEHTOB ApXHBa JI€TCKOI0 cajaa

2.1 . B apxus IOV nocrynaior:

2.1.1. ApxuBHBIE JOKYMEHTbI, oOpa3oBaBiiMecss B mpouecce paesareiabHoctu OV,
BPEMEHHOT'0 XpaHeHus1 (He0OX0IUMbIE B TPAKTUYECKOH JESITEIIbHOCTH).

2.1.2. ApxuBHbIE JOKYMEHTbI, oOpa3oBaBuIMecs B mpoluecce aesrenpbHocTH JJOVY:

- CIIy’KeOHbIE U BEIOMCTBEHHbIE U3JJaHUS;

- HAYYHO-TCXHUYCCKAA JOKYMCHTAIIUA.

2.1.3. JIoKyMEHTBI 1O JUYHOMY COCTaBY, OTpaXKalOUIUE TPYIOBbIC OTHOIICHUS
paboTHHKA ¢ pabOTOIaTEIIEeM.

2.1.4. ApXuBHBIC JOKYMEHTBI TOCTOSSHHOT'O XPAHCHHSI: TIOCTOSTHHOTO XPaHCHHSI
(HOPMaTUBHO-TIPABOBOT0, HMMYIIIECTBEHHO-XO3IMCTBEHHOTO0  XapakTepa, 00 uTorax
JCATEIPHOCTH W TIEPCIICKTUBAX PAa3BUTHS), KOTOPHIC B COOTBETCTBUH C JICHCTBYIOIIHM
3aKOHO/IaTEIhCTBOM 00 apXUBHOM JIeJIe MOJIeKAT XpaHeHUo 10 tukBuaanmu JJOY.

3. 3agauu ApxuBa JeTCKOro caaa

3.1.  OcHoBHBIMU 3aauaMu apxuBa JJOVY:

3.1.1. KomruiekToBaHUE TOKYMEHTaMH, COCTaB KOTOPBIX MPEAYyCMOTPEH pasieioM 2

HacTosmero [lonoxenus.

3.1.2. ObGecnieyeHre €IUHBIX MPUHIMIIOB OpPraHU3allMd XpPaHEHUs, KOMIUIEKTOBAHUA,

ydeTa U UCIOJIb30BaHUE apXUBHBIX TOKYMEHTOB, UX COXPAHHOCTH.

3.1.3. OcymecTBaenue KOHTPoOJs 3a (opMupoBaHueM U odopMeHHEM eI B

nenonpousBojactee JJOVY.

3.2. B cOOTBETCTBMU C BO3JIOKEHHBIMH Ha Hero 3anadamu apxuB JJOVY ocymiecTBisier

cienyromue ¢yHKIUN:

3.2.1. TlpuHumaeT moOCIe 3aBEPIICHUS JETOMPOU3BOJCTBOM, YUYUTHIBAET M XPaHUT

nokymeHnTsl JIOY, oOpaboTaHHbIE B COOTBETCTBUU C TPEOOBAHUSIMH, YCTAHOBICHHBIMU

3aKOHO/IaTeJIbCTBOM 00 apXHUBHOM Jiesie B Poccuiickoit denepaiuu.

3.2.2. OcyiecTBIsIeT yUeT U 00ECIECYNBACT MOTHYIO COXPAHHOCTh MPUHATHIX apXUBHBIX

JOKYMEHTOB, B TOM YHCJIE TI0 INYHOMY COCTAaBYy.

3.2.3. [IpoBoaUT CBOEBPEMEHHOE YIMOPSIOUYCHUE APXUBHBIX JOKYMEHTOB (IKCIEPTU3Y

[IEHHOCTH, HAYYHO-TEXHUYECKYI0 00pabO0TKY, COCTaBIICHHE OMUCEH U T.1I.).

3.2.4. Opranu3syeTt UCIOIb30BaHUE TOKYMEHTOB:

- utHpopMHUpyeT aaMuHUCTpauu0 u padotHukoB JJOY o0 cocraBe U coaep:KaHUU
JIOKyMEHTOB apXHBa,;

- OECIIaTHO MPEOCTABIIACT MOIB30BATENISIM aPXUBHBIMHU TOKYMEHTaMU 0()OPMIICHHBIE B
YCTAaHOBIICHHOM TIOPSIIKE apXWBHBIE CHPABKH WIH KOIMHUH APXUBHBIX JOKYMEHTOB,



CBA3aHHBIE C YCTAHOBIICHMEM TPYIOBOI'O CTa)ka, COLMAIbHOM 3allMTOM TIpa)KIaH,
npeaycMaTpUBalolleld X MEHCUOHHOE OO0ecnedyeHue, a TakKKe IMOJyYEeHHUE JIbIOT U
KOMIICHCAllMH B COOTBETCTBUU C 3aKOHOJATEILCTBOM Poccuiickoii Penepanuy;

- BBIJIACT B YCTAHOBJIIEHHOM IOPAJIKE J1€J1a, TOKYMEHTBI WJIM KOIIMU TOKYMEHTOB B LIEJIAX
CILy’k€OHOT0 U MPaKTUYECKOI0 UCIIOIBb30BaHuA 711 paboThl B nomenieHuu J10Y;

- BEJIET YUET UCIIOIb30BAHUS JOKYMEHTOB, XPAHSAIIUXCS B APXUBE.

4. IlpaBa U OTBETCTBEHHOCTh

4.1. JIns BBIMOTHEHUS BO3JIOKEHHBIX 3a71a4 U (DYHKITUH JTUI[0, OTBETCTBEHHOE 32 BEJACHUE
apxuBa IOV, umeer npaBo:

4.1.1. KoHTpOoJaupoBaTh BBITIOJIHEHUE YCTAHOBIICHHBIX MPABUI PA0OTHI C IOKYMEHTAMHU B
JIOV.

4.2. Jluuo, otBercTBeHHOE 3a BeaeHue apxuBa JIOY, HeceT OTBETCTBEHHOCTH 3a
BBITIOJIHEHUE BO3JIOKEHHBIX HAa apXUB 3a7a4 U (YHKIIUH.

4.3. 3a yTpaty ¥ nop4y JOKYMEHTOB JOJDKHOCTHBIE JIUIA YUPEKISHUS (PYKOBOIAUTEIH
YUPEKIEHUST W JIUIO, OTBETCTBEHHOE 3a BEJCHUE apXWBa) HECYT OTBETCTBEHHOCTH B
COOTBETCTBUH C JICCTBYIOIIUM 3aKOHOIATEIIbCTBOM.

5. KommiekroBanue apxuBa
5.1. TlomroroBka noKyMeHTOB Kk mnepemadue B apxuB JJOY BKIOYAaeT HSKCIEPTU3Y
HAyYHOM U TPAKTUYECKON ILIEHHOCTU JOKYMEHTOB, O(QOpPMIIEHUE JIeJl, COCTaBICHUE
OTIHCH.

5.2.  Dkcneprusa IIEHHOCTH JOKYMEHTOB.

5.2.1. DkcnepTr3a MEHHOCTH JOKYMEHTOB - OMNPENEIICHHE IIEHHOCTH JOKYMEHTOB C
IEJIbI0 0TOOpA UX Ha XpaHEHUE M YCTAHOBJIECHUE CPOKOB XPAHECHHS.

DKcnepTu3y UEHHOCTU JOKyMEHTOB B JOVY ocymiecTBIs€eT MOCTOSHHO E€MCTBYIOIIAS
AKCHEPTHAS] KOMUCCHSI.

5.2.2. DkciepTHasi KOMHCCHSI Ha3HaudaeTcs mpukazom 3aBenyromieit JJOY. B cocras
OKCHEepTHONH KOMHCCHHM BKIIIOYAIOT HE MEHEEe TPeX COTPYIAHUKOB, B TOM YHCIIE B
00s13aTEIPHOM TIOPSJIKE JIUII0, OTBETCTBEHHOE 3a BeAeHue apxuBa JJOY.

DKcnepTHass KOMUCCUS Ha 3aceaHusX paccMaTpuBaeT: HomMeHkKnIaTypy aen OV, onucu
JIeNT TIOCTOSTHHOTO XPaHEHUS U TI0 JUYHOMY COCTaBY, aKThl HA JIOKYMEHTHI, BBIICIISIEMbIC
K YHUYTOXEHUIO.

5.3.  Odopmienue nemn.
5.3.1. Jlena TOCTOSSHHOTO XpaHECHHUS IOAIIMBAIOTCS B TBEPAYIO OOJIOKKY CYpOBBIMH
HUTKaMH. JINCTBI HyMEpPYIOTCS B MPABOM BepXHEM yriy. KoandecTBO JTUCTOB B KaXKJIOM

nesie He nokHO mpeBbimath 250. B koHIE nena Ha OTAEIbHOM JIMCTE COCTaBIISIETCS
3aBEpUTEIbHAS] HAIHUCh.



5.3.2. Ha o00noxke Jden TMOCTOSIHHOTO XpPaHEHUS JIOJDKHBI OBITh MPOCTABIICHBI
CIIEYIOIME PEKBU3UTHI: HAWUMEHOBAaHUE O0OpA30BATENBHOTO YYPEXKICHUS, HOMED
(MHAEKC) Aena 1Mo HOMEHKJIAType, 3ar0JIOBOK J1€71a, KOJMYECTBO JINCTOB, CPOK XpaHEHUS
WA OTMETKA «XpaHUTh MOCTOSIHHO», HOMEp (OHJIa, OTIHCH, JIeTIa.

5.3.3. [lo oxoHYaHUU MEJIOMPOU3BOJICTBEHHOTO T0JIa B O(QOpPMIICHHBIE OOJIOXKHU eI
MOCTOSIHHOTO XPAaHEHHsI BHOCATCA HEOOXOJMMblE YTOYHEHHsS: B 3arojOBKH e,
coJiep KallluX paclopsiANTENbHbIE JOKYMEHTBI (IPUKa3bl, IPOTOKOJIbI), BHOCATCS HOMEPA;
€CJIM JIeJI0 C MEPENUCKONM COCTOUT U3 HECKOJIBKMX TOMOB, B KaXKJIOM TOME YKa3bIBaeTCS
KOPPECTIOHAEHT, aBTOP, TEPPUTOPUS, Ipyrue JaHHble. B kaxxaom ToMe yka3blBaeTcs JarTa
(uucro, mecsl, roja) Havaja U OKOHYAHUS JAHHOTO ToMa. TOYHbIE 1aThl MPOCTABIAIOTCS
Ha 00JIOKKax JUIsi ObICTPOrO MOMCKAa JOKYMEHTOB B MOCIEAYIOIIEM; U3 3aBEPUTEIbHON
HAJAMKUCH Ha OOJIOKKY JieJla BBIHOCUTCS KOJIMYECTBO JIUCTOB B JIEJI€.

5.3.4. Haanucu Ha 00J10KKaX JIeJl TOCTOSTHHOTO U JIOJITOBPEMEHHOTO XpaHEHUS CeayeT
POU3BOJIUTH YETKO, CBETOCTOMKIUMH YEPHUIIAMHU.

5.3.5. Jlyia ydera KOJIMYECTBA JHUCTOB B Jiesie U GUKCAUU OCOOEHHOCTEN UX HyMepaluu
Ha OTJEIHHOM JIMCTE COCTABIIAECTCS 3aBEPUTEIIbHAS HAAMKCH.

B 3aBeputenbHON HaAMKUCH YKa3bIBACTCS KOJIWYECTBO JUCTOB (LM(paMu U MPOMUCKHIO) B
nene. 3aBepuTeibHAas HAAMNUCHh TMOJMUCHIBAETCS COCTABUTEIEM C YKa3aHUEM €ro
JOJIKHOCTHU U JJaThl COCTABJICHHUS.

5.3.6. BHyTpeHHsIsl ONMUCHh COCTaBIAETCS K JielaM IOCTOSIHHOTO W JIOJATOBPEMEHHOTO
(cBbimie 10 eT) cpoka XxpaHeHHUs, CHOPMUPOBAHHBIM O PA3HOBUAHOCTAM JIOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJEpKaHHE JTOKYMEHTOB (0c000
[IEHHBIE, TUYHBIC JeNa U JIp.).

5.3.7. Jlena BpeMeHHOT0 XpaHEeHHsT 0OPMIISIIOTCS YIIPOIICHHO:
OHM HE TIOJIIMBAIOTCS, JUCTHI B HUX HE HYMEpPYIOTCS, YTOUYHEHHE Ha OOJIOKKAaX HE
IPOU3BOJIUTCS, ONUCH Ha JieJla HE COCTABJIIOTCS, YY€T BEIETCS 10 HOMEHKIIAType el

5.4. OnucaHue JOKYMEHTOB ITOCTOSHHOTO CpOKa XpaHEHHUS.

5.4.1. Onucu COCTaBIISIIOTCS pa3/iesibHO Ha Jeja MOCTOSHHOTO XPaHEHMsS MO0 OCHOBHOM
NEATEIbHOCTU U Ha Jieja MO0 JINYHOMY COCTaBYy.

5.4.3. Onucu cOCTaBIAIOTCS ACIOMPOU3BOIUTEIIEM.

5.4.4. Onucek Benercs B €AMHON BaJIOBOM HyMEpalluKi B TEYEHUE HECKOJIBKHUX JIET.

5.4.5. Ha nena ¢ UCTEKIIUM CPOKOM XPAaHEHUSI COCTABIIAETCS aKT 00 YHUUYTOKECHHHU.

6. Cpok neiicTBus apxuBa
6.1 Cpok meicTBHUS MONOXEHUS HE orpaHwdeH. [loyokeHWe AEHCTBYET A0 TPHUHSITHS
HOBOTO.
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