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I. OOmmmue noJjioxxkeHus

1.1. TTonoxenue 06 apxuse MBJIOY Neo 198 (nanee Ilonoxenue), pazpaboraHo B
cooTBeTcTBUH ¢ DepepanbHbIM 3akoHOM «O0 apxuBHOM jene B Poccuiickoi
®enepaunn» ot 22.10.2004r. Ne 125-D3, MeTonnyecKUMHU pEKOMEHTallisIMU
o paboTe ¢ JOKyMEHTaMH B 00111€00pa30BaTEIbHBIX YIPEIKICHUSX,
®enepanbHbiM 3aKk0HOM «O0 00pa3zoBanuu B Poccuiickoit denepannn» ot
29.12.2012rona Ne 273- @3 .11 4. 3 ¢T.28, B COOTBETCTBHH C IPUMEPHBIM
MOJIOKEHUEM 00 apXMBe OpTraHU3alliy , YTBEPKICHHBIM Mpuka3oM Pocapxusa
ot 11.04.2018 Ne 42.

1.2. Apxus MBJIOY BpICTyIaeT UCTOUHUKOM KOMILIEKTOBaHUS
rocyJapCTBEHHBIX, MyHUIIMIIAJILHBIX apXUBOB (Jajiee ApXHB JIETCKOTO cajia.

1.3. ApxuB MB/IOVY co3maeTcs B LIeNISIX OCYIIECTBICHUS XpaHEHUS],
KOMILJIEKTOBAHUSI, YU€Ta U UCIIOJIb30BAHUS JOKYMEHTOB BPEMEHHBIX (CBBIIIIE
10 net) cpokoB XpaHEHUsI, B TOM YHUCIIE TI0 JIMYHOMY COCTaBy, 00pa3yroluxcs
B nporecce aesateabHoctd MBJIOY 1 3aKkOHYEHHBIX JETOMPOU3BOACTBOM
JIOKYMEHTOB MPAKTUYECKOTO HA3HAUYCHUS, UX 0TOOpa U MOJATOTOBKH K
nepeayu Ha XpaHeHUE B FOCYIapCTBEHHBIN (MyHUIUTIATBHBIN) apXUB,
HMCTOYHUKOM KOMIUIEKTOBaHUS KOToporo Beictynaetr MBJIOY).

1.4. ApxXuB JIETCKOTO caJia B CBOCH AESATEIbHOCTU PYKOBOJCTBYETCS
denepanbHbIM 3aKk0HOM «O0 apxuBHOM nene B Poccuiickoit denepanymy ot
22.10.2004r. Ne 125- @3, 3akoHaAMU, HOPMAaTUBHO-TIPABOBBIMHU aKTaAMHU
Poccuiickoit @eneparuu, cyobekToB Poccuiickoit denepariuu B chepe
apXMBHOTO JI€J1a U JEJIONPOU3BOICTBA, IPAaBUJIAMHU OpraHU3alluu XpaHEHU,
KOMIIJIEKTOBAHUS, y4€Ta UCIIOIb30BaHUS JOKYMEHTOB APXHUBHOTO (POHI
Poccutickon ®@enepanuu u Ipyrux apXuBHbIX JOKYMEHTOB B
rOCyAapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYITPaBICHUSH
OpraHu3alusX.

1. CocTaB 10KYMEHTOB ApXHBa IETCKOI0 cajaa

2.1. ApxuB IETCKOTO CajJia XpaHUT:
- JIOKYMEHTBI TIOCTOSIHHOTO ¥ BpeMeHHBIX (cBbIie 10 yeT) cpokoB
XpaHeHusl, B TOM YHCJIe TOKyMEHTHI 0 JMYHOMY COCTaBy, 00pa30BaBIINECS
B nesrenbHocTH MBJIOY;
- JIOKYMEHTBI TIOCTOSIHHOTO XPaHEHUS U IOKYMEHTHI 110 JIMYHOMY COCTaBY,
OTpaxarolue TPyJA0BbIe OTHOIIICHUS PaOOTHUKA C pabOTOAaTENEM;
- apXUBHBIE JOKYMEHTHI TOCTOSTHHOTO XpaHCHHUS.

I1l. 3apaum apxuBa geTCKOroO caaa
3.1. K 3amauam ApxuBa IETCKOIO caJia OTHOCSTCS:
3.1.1. Opranu3zanus XpaHeHHs! JOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH
pazaesioMm Il nHactosimero [lonoxenus;
3.1.2. KommiekToBanue ApxuBa JETCKOTO cajia JOKYMEHTaMH,
obOpazoBaBmmMHuCs B JeaTenbHocTH MBJIOY;



3.1.3. Yuer 10KyMEHTOB, HAXOAIINUXCS HA XpaHEHUU B ApXUBE I€TCKOTO Ca/ia;
3.1.4. Vicnonp30oBaHUE TOKyMEHTOB HaXOSIINXCS HA XpaHEHUU B ApXUBe
JIETCKOTO Caja;
3.1.5. MeToanueckoe pyKOBOACTBO M KOHTPOJb (GOPMUPOBAaHUS U OhOpMIICHUS
nen B nenornpousBogictee MB/IOY.

1Y.®yukun ApxuBa I€TCKOTO caja

4.1. ApXuB AETCKOTO Cajia OCYIIECTBIISIET CIEAYIONINE PYHKIUU:

4.1.1. Opranusyer npueM J0KyMEHTOB TOCTOSTHHOTO U BpeMeHHbIX (10 jeT)
CPOKOB XpaHEHHsI, B TOM YHUCJIE 10 JUYHOMY COCTaBy, 00pa30BaBILIUXCS B
nestenpHocTd MBJIOY, B COOTBETCTBUHU € YTBEPKAEHHBIM I'pa)uUKOM

4.1.2. Benet yueT TOKYMEHTOB, HaXOIAIINXCS HA XPaHEHUH B APXHBE IE€TCKOTO

caja.

4.1.3. CucreMaTu3upyeT U pa3MeIaeT JOKyMEHTHI, MOCTYMaomue B ApXuB

JIETCKOTO cajia, 00pa30BaBIIUECS B XO/I€ OCYIIECTBICHUS ACSITEIFHOCTH JETCKOTO

caja.

4.1.4. TlpencraBisgeT B rOCYJapCTBEHHBIN (MyHUIIMIIATBHBIN apXUB) YUETHBIC

CBeIeHUs 00 00beMe U COCTaBe XpaHsIIUXCs B ApXUBE JI€TCKOI0 caja

TOKyMEHTOB ApxuBHOTO (hoHaa PO 1 1pyrux apXuBHBIX TOKYMEHTOB B

COOTBETCTBHUHU C MOPSAIKOM T'OCYJapCTBEHHOI'O yUeTa JOKyMEHTOB APXUBHOTO

dbonna PD.

4.2. ApXuB AETCKOTO CaJia OCYIIECTBIISET MOATOTOBKY U MPECTABIISET:

4.2.1. Ha paccMOTpEeHHE B COTJIACOBAHUE PKCIIEPTHON KOMUCCHH JACTCKOTO caaa
OTKCH JIeJT IOCTOSTHHOTO XpaHeHUs!, BpeMeHHBIX (cBbiie 10 eT) cpokoB
XpaHeHUsl, B TOM YHCJIE 110 JMYHOMY COCTaBY, a TAKXKE aKThI O BBIJCIICHUU U
YHUYTOXKEHUIO apXUBHBIX JOKYMEHTOB, HE TTOJIC)KAITNX XPAHCHHIO, aKThI 00
yTpaTe JOKyMEHTOB, aKThI O HEUCIIPABUMBIX TTOBPEIKICHUSIX aPXUBHBIX
JTIOKYMEHTOB.

4.2.2. Ha yTBepxaeHHE YKCIEPTHO-TIPOBEPOYHOM KOMHUCCHH (heAepaTbHOTO
roCyJapCTBEHHOTO apX1Ba WM YIIOJIHOMOYEHHOTO OpraHa UCIIOJIHUTEIbHON
BiacTu cyorekra PO B chepe apXxuBHOTO /ie1a OMKCH JIeT TOCTOSIHHOTO
XpaHEeHUS.

4.2.3. Ha yTBepxaeHE 3aBeIyIONIEMY IETCKUM CaJI0M OMHUCH JIeJI TOCTOSTHHOTO
XpaHEeHUs, BpeMeHHbIX (cBbIIe 10 JIeT) CpOKOB XpaHEHHUsI, B TOM YHCIIE€ OMUCH
JIe 110 TMIHOMY COCTaBY, aKThI O BBIJICTICHIHN U YHUUTOKEHUN apXUBHBIX
JIOKYMEHTOB, HE TTOJIJIKAIIUX XPAHEHHUIO, aKThI 00 yTpaTe JOKyMEHTOB, aKThI
O HEHUCIIPABUMBIX MOBPEKICHUIN apXUBHBIX JIOKYMEHTOB,
yTBepKAcHHbBIe(cornacoBanHbie) DIIK mmm rocyaapcTBEeHHBIM apXHUBOM B
Cllydae HaJIeJICHUS! €r0 COOTBETCTBYIOIIUMH MTOTHOMOUHUSMHU.

4.2.4. TIpoBOAUT MEPONPUATHUS IO OOECIIEUEHUIO COXPAHHOCTH IOKYMEHTOB,
CBOEBPEMEHHOMY YIOPSIOYCHUIO aPXUBHBIX IOKYMEHTOB (IKCIIEPTHU3Y
LEHHOCTHU, HAYYHO-TEXHUYECKYI0 00pabOTKY, COCTaBJICHHE ONUCEH U T.1.),
HaXOJIAMUXCS B ApXUBE IE€TCKOTO Cajia.

4.2.5.0pranusyet uahopMuUpOBaHUE PyKOBOACTBA U paboTHrKOB MB/IOY o
COCTaBe U COJIEPKaHUH TIOKYMEHTOB ApXuBa JAETCKOIO caja.



4.2.6. Undpopmupyer cotpynarnkoB MBJIOY 1o BompocaM MeCTOHAX 0K ACHUS
apXHUBHBIX IOKYMEHTOB.
V. KoMIuleKTOBaHNE apXHUBa
5.1. IToaroroBka JOKYMEHTOB Jij1s iepenayu B apxuB MBJIOY Bkirouaer
AKCIEPTU3Y HAYYHOU U MPAKTHUECKOH [IEHHOCTH IOKyMEHTOB, 0O(hOpMIICHUE JIe,
COCTABJICHHE OIUCH.

5.2. DkcnepTr3a e HHOCTH JOKYMEHTOB.

5.2.1. DkcnepTH3a HEHHOCTH IOKYMEHTOB - ONPEACIICHUE IEHHOCTHU
JIOKYMEHTOB C 1I€JIbI0 0TOOpa UX HAa XPAaHEHHUE U YCTAaHOBJICHUE CPOKOB
XPaHEHUS.

Okcnieptusy neHHocT 1okymMmeHToB MBJIOVY ocyiiecTBiIsieT HOCTOSIHHO
JEHCTBYIOIIAs SKCIIEPTHAS KOMHUCCHSI.

5.2.2.OkcnepTHas KOMUCCHS Ha3HavaeTcs npruka3zoM 3asenyromero MBJIOY. B
COCTaB 3KCIEPTHOW KOMHCCHH BKJIIOYAETCS HA MEHEE TPEX COTPYAHHUKOB, B
TOM 4HcIie B 0013aTEIHLHOM MOPSAKE JIUI0, OTBETCTBEHHOE 32 BEJICHUE
apxusa MBJIOYVY.

DKCIepTHAasi KOMUCCHS Ha 3aCEIaHUSIX pacCMaTPUBAET: HOMEHKIIATYPY JeT
MBJIOY, onucu nMoCTOSSHHOTO XpaHEHHUs U 10 TUYHOMY COCTaBY, AKThI Ha
JTOKYMEHTBI, BBIJEISIEMbIE K YHUUTOXEHHUIO.

5.3. Odopmiienue nen.

5.3.1. Jlena mOCTOSIHHOTO XpaHEeHHsI MOANINBAIOTCS B TBEPAYIO OOJIOKKY
CYpOBBIMH HUTKaMH. JIUCTBI HyMEpPYIOTCSI B TPAaBOM BEPXHEM YTITY.
KonunyecTBo MUCTOB B KaXKJI0M JI€JIe HE JOJKHO MpeBbIath 250. B koHIe
JieJia Ha OT/AEJIbHOM JINCTE COCTABIISIETCS 3aBEPUTEIbHAS HAIITUCh.

5.3.2. Ha 06510kKe J1e1 MOCTOSTHHOTO XPaHEeHUS JOJIKHBI OBITh TIPOCTABIICHBI
CJIeIYIOLME PEKBU3UTHI: HAUMEHOBAHUE 00Pa30BaTEIBLHOTO YUPEKICHNUS,
HOMED (MHEKC) Jefia IO HOMEHKIIATYPE, 3aT0JI0BOK JieJia, KOJIMYECTBO
JIUCTOB, CPOK XPAHECHUS I OTMETKA «XPaHUTD MMOCTOSIHHOY», HOMEp (oHa,
OIMCH, JeNa.

5.3.3. Ilo okoHYaHUIO JIETOIPOU3BOICTBEHHOTO T'0J1a B 0(OPMIICHHBIC
00JIOKKH JIeJl TOCTOSIHHOTO XPaHEHHSI BHOCSITCS HEOOXOIMMbIE YTOUYHEHUSI:
B 3ar0JIOBKH JIEJI, COJIEPKAIIUX PACTIOPSAUTENbHbBIE JOKYMEHTHI (TIPUKAa3HbI,
MIPOTOKOJIBI), BHOCATCSI HOMEpPA; €CJIU JCJIO C TEPENUCKON COCTOUT U3
HECKOJIbKMX TOMOB, B KaXJ0M TOME YKa3bIBa€TCA KOPPECIOHIEHT, aBTOP,
TeppUTOPHUS, IpyTrUe JaHHbIE. B KaXk1oM TOMe yka3bIBaeTcs jaaTa (4uclio,
MecHll, TOJ1) Ha4yajla ¥ OKOHYaHHUSI TAHHOTO ToMa. TOYHbIE JaThl
MPOCTABJISIFOTCS HA 00JI0KKaX sl OBICTPOrO MOUCKA TOKYMEHTOB B
NOCJIEYIOIIEM; U3 3aBEPUTEIIbHON HAJAMUCH Ha O0JI0XKKY Jejia BHIHOCUTCS
KOJIMYECTBO JIUCTOB B JIEJIE.

5.3.4. Hagnucu Ha 007105KKaX JI€J MOCTOSTHHOTO U JIOJTOBPEMEHHOTO XPaHCHUS
CJeAyEeT MPOU3BOAUTH YETKO, CBETOCTOMKMMU YEPHUIAMMU.

5.3.5. lns yueTa nucTOB B fiese U pUKcauu 0COOCHHOCTEN MX HyMepaluy Ha
OT/ICJIBHOM JIUCTE COCTABJISIETCS 3aBEPUTEIbHASI HAAUCH.

B 3aBepuTenbHON HAMUCH YKA3BIBAETCS KOJWYECTBO JIUCTOB (TdpamMu
MIPOMHCHIO) B JICJIE.



5.3.6. BHyTpeHH:s ONUCh COCTABIISAETCS K AejIaM IIOCTOSIHHOTO U
noaroBpeMeHHoro (csaiie 10 yet) xpaHeHus, CGOPMUPOBAHHBIM 110
Pa3HOBUAHOCTSIM JIOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PACKPHIBAIOT
KOHKPETHOE COJIEpyKaHUE TOKyMEHTOB (0c000 IIEHHbIE, TUYHBIE JIe]a U Ap.)

5.3.7. Jlena BpeMeHHOTO XpaHeHUs 0(POPMIISIOTCS YIIPOILIEHHO:

OHHM HE MOIIMBAIOTCSA, JIUCTHI B HUX HE HYMEPYIOTCS, YTOUHEHUE Ha
00J105)KKaX HE MPOU3BOAUTCS, ONKCHU J€JIa HE COCTABJISIOTCS, YUET BEIETCA
10 HOMEHKJIAType JIedl.
5.4. Onucanue T0KyMEHTOB TOCTOSTHHOT'O CPOKA XPaHEHHUS
5.4.1. Onucu cocTaBIAOTCS Pa3AebHO Ha J€JIa TOCTOSIHHOTO XPaHEHUS 110
OCHOBHOM J€ATENBHOCTH U J€JIa 110 JUYHOMY COCTaBY.
5.4.3. Onmcu COCTaBIAIOTCS CHEITUATICTOM IO KaJpaM.
5.4.4. Onuce BeAeTcs B €AMHON BAJIOBOM HyMEpallly B TEYEHUE HECKOIBKUX
JeT.
5.4.5. Ha nena ¢ UCTEKIIMM CPOKOM XPAHEHHS COCTABIIAETCS aKT 00
YHUUTOKEHUH.

V1. IlpaBa apxuBa

Jlj1s ncnoyiHEeHUs! BO3JIOKEHHBIX 3a/1a4 U QYHKIMH apXUB UMEET MPaBo:

6.1. TpeboBaTh OT CTPYKTYPHBIX MO/Ipa3/ieIeHUH (CIEINaIUCTOB)
YUPEXKJIEHUSI CBOEBPEMEHHOM Mepeiayl B apXHUB IOKYMEHTOB B YIIOPSIIOYEHHOM
COCTOSIHMM, KOHTPOJIUPOBATh BBIIIOJIHEHUE YCTAHOBIIEHHBIX MPaBUJI pabOTHI €
JOKYMEHTaMH B CTPYKTYPHBIX TOJPA3ACTCHUSIX YUPEKICHUS (CTIenaIncTaMu
YUPEKACHUS).

6.2. 3ampammBaTrh OT CIICIUAINCTOB YUPEKACHUS CBEICHUS, HEOOXOAUMBIE
JUTst paboThI apXMBa, C YIETOM O0ECTIICUEeHHsI UCTIOTHEHHS BCEX BO3JIOKEHHBIX HA
apXuB 3a/1a4 U QyHKUHUH.

6.3. IlpenctaBmare  3aBeAylOLIEMY JAETCKUM CafOM MPEIIOKEHUS 110
COBEPIICHCTBOBAHUIO OpTraHU3allMU XpaHEHUsI, KOMIUIEKTOBAHUS, yueTa U
UCTIOJIb30BaHUS ApXUBHBIX JOKYMEHTOB B ApXHBE JETCKOTO Caja.

VIl. OTBeTcTBEHHOCTH apXuBa

7. OTBETCTBEHHBIN paOOTHUK MO JACJIOMPOU3BOJICTRY.

7.1. JIoOMmKHOCTHOE JIUII0 HECET OTBETCTBEHHOCTH 32 BBHITIOJTHCHHE
BO3JIO)KCHHBIX Ha apXWB 3a/1a4 U QyHKIIUNA B COOTBETCTBUH C JTODKHOCTHBIMHU
00513aHHOCTSIMH.

7.2.  OTBETCTBEHHBII paOOTHHK MO JIETOTMPON3BOJICTBY U BEACHHUIO apXHUBa
Ha3HayYaeTcs MPUKa30oM 3aBeaytoriero. O0s3aHHOCTH paOOTHUKA BKITFOYAIOTCS B
€ro JOJKHOCTHYIO HHCTPYKITHIO.

VIIl. Cpok neiicTBus MOJIOXKEHUS
8.1 Cpok nericTBuUs MOJ0KEHUS HE orpannyeH. [lonoxenne nencTByer no
IIPUHATHS HOBOTO.
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