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. OOmme mMooXKeHuUs.
1.1. ITonoxenue o6 apxuBe Mb JIOY Ne 296 (manee Ilomoxkenue), pa3paboTaHO B
cootBeTcTBUU ¢ DenepanbubiM 3akoHOM «O0 apxuBHOM Jene B Poccuiickoit denepanum»
o1 22.10.2004r. Ne 125-®3, MeToau4ecKuMU peKOMEHIaLUAMHU 10 paboTe ¢ JOKYMEHTaMuU
B o0mieoOpa3zoBaTenbHbIX yupexaeHusx, denepanbubiM 3akoHOM «O0 00pa3oBaHUU B
Poccuiickoit ®enepaunn» ot 29.12.2012roga Ne 273- @3 .11 4. 3 ¢1.28, B COOTBETCTBUH C
IPUMEPHBIM MOJO0KEHUEM 00 apXUBE OpraHU3aluu , YTBEPKICHHBIM IIpHKa3oM Pocapxusa
ot 11.04.2018 Ne 42.
1.2. Apxus MB/IOY BeICTymaeT HCTOYHUKOM KOMIUIEKTOBAHHS TOCYJapPCTBEHHBIX,
MYHHIIMITATIbHBIX apXUBOB (Jjajiee ApXHB JIETCKOTO caja).
1.3. ApxuB MBJIOVY co3nmaercs B 1ensX OCYIIECTBICHUS XpaHEHUS, KOMIUIEKTOBAHUS,
ydeTa 1 UCTHOJIb30BaHUs IOKYMEHTOB BpeMeHHBIX (cBbliIe 10 JeT) CpOKOB XpaHEHUs, B TOM
quclie MO JIMYHOMY COCTaBy, oOpasyrommuxcsi B mpouecce nestenbHoctd MBIOY u
3aKOHUYEHHBIX JIEJOMPOU3BOICTBOM JOKYMEHTOB MPAKTHUECKOT0 Ha3HAYCHUS, KX 0TOOpa U
MOATOTOBKM K TMepeladyd Ha XPaHEHHE B TOCYJIAPCTBEHHBIA (MYHUIIMMIAIbHBIN) apXuB,
MCTOYHUKOM KOMIUIEKTOBaHUS KoToporo BeictynaeT MBZIOY).
1.4. ApxuB paeTrckoro cajga B CBOEHW JeATENbHOCTH pPyKOBOACTByeTcs DenepaabHbIM
3akoHOM «O0 apxuBHOM jene B Poccuiickoit ®enepanum» ot 22.10.2004r. Ne 125- @3,
3aKOHaMHM, HOPMAaTUBHO-NIPAaBOBBIMU akTamMu Poccuiickoil @exnepanuu, CcyObEeKTOB
Poccuiickoit ®enepanuu B chepe apXUBHOTO Jefia M JEIONPOU3BOJICTBA, MpaBUIaAMU
OpraHu3aluy XpaHEHUs, KOMIUIEKTOBAHUs, y4eTa UCI0JIb30BaHUSI JOKYMEHTOB APXUBHOTO
donna Poccuiickoit denepaniu U IPyrux apxXWBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX
OpraHax, OpraHax MECTHOTO CAaMOYNPABJIEHHUsI, OpTaHU3aLUAX.

Il. CocTaB 1oKkyMeHTOB ApXuBa JETCKOTO cajia.
2.1. ApxuB JETCKOTO cajia XpaHUT:
- JOKYMEHTBI IOCTOSIHHOTO U BpeMEHHBIX (cBblle 10 J1eT) CpOKOB XpaHEHHUsI, B TOM YUCIIE
JIOKYMEHTBHI 110 JJMYHOMY COCTaBy, oOpa3oBaBiiuecs B nesreiabHoctd MBJIOY;
- JIOKYMEHTBI ITIOCTOSIHHOTO XPAHEHMsI M IOKYMEHTBI 10 JINYHOMY COCTaBY, OTpa)Karolue
TPYJOBBIC OTHOIIEHHS paOOTHHUKA C pabOTOAATENEM;
- apXUBHBIE IOKYMEHTHI TOCTOSHHOTO XpaHEHUSI.

I1l. 3agaum apxuBa qeTCKOTO caja.
3.1. K 3amauam ApxuBa JETCKOTO Cajia OTHOCSATCS:
3.1.1. Opranuzanust XpaHeHHs] JOKYMEHTOB, COCTaB KOTOPBIX MPEAyCMOTpeH pasnaenom II
HacTosmero Iomoxenus;
3.1.2. KommekroBanue ApxuBa AETCKOTO caja JTOKyMEHTaMmH, OOpa30BaBIIUMHUCS B
nestenbHocTH MBJIOY
3.1.3. Yd4eT 1OKyMEHTOB, HAXOJAIIUXCS HA XpaHEHUHU B ApXHBE JETCKOIO Caja;
3.1.4. Hcnonws3oBaHUE TOKYMEHTOB, HAXOAIIUXCS HA XpaHEHUH B ApXHBE JETCKOTO Caja;
3.1.5. Meroanueckoe PyKOBOJICTBO M KOHTPOJIb (HOpMUPOBaHUS W OPOpPMIICHHUS Jel B
nenomnpousoactee MBJIOVY.

V. Oynkunm ApxuBa I€TCKOTO caja.
4.1. ApXuB IETCKOTO Cajia OCYIIECTBISET CICAYIOHe (PyHKIINH:
4.1.1. OpranusyeT npHeM JOKYMEHTOB IMOCTOSHHOTO M BpeMeHHBIX (10 yer) cpokoB



XpaHEHHUs, B TOM YHCIIe IO TUYHOMY COCTaBy, oOpa3oBaBiuxcs B aedarensnoctd Mb JIOY,
B COOTBETCTBUU C YTBEPKIACHHBIM Ipaukom

4.1.2. Benet y4eT TOKyMEHTOB, HAXOSIIUXCSI HA XpaHEHUH B ApXUBE JIETCKOTO Caja.
4.1.3. CuctemMaTH3UpyeT U pa3MellaeT JOKyMEHTHI, TOCTYIAoII1e B APXUB IE€TCKOTO cajia,
00pa30BaBIIKECS B XOJI€ OCYIIECCTBICHUS ACITEIHLHOCTH JETCKOTO Caja.

4.1.4. TlpencraBnsieT B TOCY1apCTBEHHBIM (MyHUIIMITAIBHBIA apXUB) yUETHBIC CBEICHHS 00
o0BeMe M cocTaBe XpaHSIIMXCA B ApXUBE JETCKOTO caja JOKyYMEHTOB ApXUBHOTO (oH[a
P® u npyrux apXuBHBIX TOKYMEHTOB B COOTBETCTBHUH C MOPSIKOM TOCYJapPCTBEHHOTO yUeTa
JTOKyMEHTOB ApxuBHOTO (poH1a PD.

4.2. ApX®B JETCKOTO CaJa OCYIIECTBISET MOATOTOBKY M MPEICTABIISCT:

4.2.1. Ha paccMoTpeHHE U COTTIACOBaHKE SKCIIEPTHON KOMUCCUHU AETCKOTO CaJia OMUCH JIeTT
MOCTOSIHHOTO XpaHEeHUs, BpeMeHHBIX (CBbIe 10 J1eT) CpOKOB XpaHEHHUS, B TOM YHCJIE T10
JUYHOMY COCTaBY, a TAK)KE aKTHI O BHIZICTICHIH M YHUUTOKEHUIO apXUBHBIX JIOKYMEHTOB, HE
NOJJISKAIUX XPAHEHHIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIIPaBUMBIX
MOBPEKICHUSIX apPXUBHBIX JJOKYMCHTOB.

4.2.2. Ha  yTBepKIaeHHE  OSKCHEPTHO-NIPOBEPOYHOM  KOMHUCCHU benepabHOTO
TOCYIapCTBEHHOTO AapXWBa WU YIOJHOMOYEHHOTO OpraHa WCIOJHUTEIHHONH BJIACTH
cyonbekTta PO B chepe apxuBHOIO J1e71a OMUCH A€ MOCTOSTHHOTO XPaHEHHUS.

4.2.3. Ha yTBepxaeHue 3aBeAYOIIEMY TETCKUM CaJ0OM OIHCH eI TOCTOSTHHOTO XPaHEHUs,
BpeMeHHBIX (cBbime 10 JI€T) CPOKOB XpaHEHHs, B TOM YHCJIE OMUCH el M0 JHIYHOMY
COCTaBY, aKThl O BBIJICICHUW U YHUUYTOKEHUU APXUBHBIX IOKYMEHTOB, HE TMOJJIEKAIINX
XPaHCHHUIO, aKThI 00 yTpaTe JOKYMEHTOB, aKThl O HEHCIIPABUMBIX TIOBPEIKICHUI apXUBHBIX
JOKYMEHTOB, yTBepkIaeHHbIe(cornacoBanubie) DIIK mim rocygapcTBEHHBIM apXWBOM B
cllydae HaJleJIeHHUs €ro COOTBETCTBYIOIIMMHU MOJTHOMOYHSMHU.

4.2.4. TlpoBonutr  MeponpusiTuss 1O  OOECIEYEHUID  COXPAaHHOCTH  JOKYMEHTOB,
CBOEBPEMEHHOMY YHOPSIOYCHHUIO APXUBHBIX JOKYMEHTOB (9KCIEPTU3Y LIEHHOCTH, HAyYHO-
TEXHUYECKYI0 00pabOTKy, COCTABJICHHE OMUCEH U T.J.), HAXOIAIIMXCS B APXHBE JETCKOTO
caza.

4.2.5. Opranuzyetr unpopmupoBanue pykoBojictBa u pabotHukoB Mb JIOY o cocrtae u
COJIepKaHUH JOKYMEHTOB ApXHBa JAETCKOTO Caa.

4.2.6. Uudpopmupyet corpynuukoB MBJIOY mo Bompocam MeCTOHAXOXKIACHHUS apXWBHBIX
JIOKYMEHTOB.

V. KommiekToBaHue apxuBa.
5.1. IMoaroroBka aokymMeHTOB misa mepenauu B apxuB MBJIOY Bkioudaer skcnepTH3y
HAYYHOW U MPAKTUYECKOUW IEHHOCTH JOKYMEHTOB, O(hOopMIIEHHE [, COCTABIICHUE OIHCH.
5.2. DkcnepTH3a EHHOCTH JJOKYMEHTOB.
1.1.1. DkcnepTH3a IEHHOCTH JOKYMEHTOB - ONIPEICIICHUE IIEHHOCTH JOKYMEHTOB C IICJIbIO
oTOOpa WX Ha XpaHEHHE M YCTAHOBIICHHE CPOKOB XpaHEHUs. IKCHEPTU3y IICHHOCTHU
nokyMeHToB MBJIOVY ocyliecTBiseT MOCTOSSHHO ASHCTBYIOMIAs SKCIIEPTHAS KOMHUCCHSL.
1.1.2. DkcnepTHass KOMUCCUS Ha3zHaydaeTcs Mpuka3zom 3aeeayromero MBJIOVY. B cocras
AKCIEPTHON KOMHUCCHM BKJIIOYAETCS HAa MEHEE TpeX COTPYJAHUKOB, B TOM 4YHUCIE B
00s13aTeTbHOM TIOPSJIKE JIUII0, OTBETCTBEHHOE 3a BeaeHue apxuBa MBJIOY. DkcnepTtHas
KOMHUCCUSI Ha 3acellaHusix paccMmaTpuBaeT: HoMeHkiarypy aAen MBJIOY, onucu
IIOCTOSIHHOTO XPAHEHUSI M IO JUYHOMY COCTaBY, aKThl HAa JOKYMEHTHI, BBIACISEMBIE K
YHUYTOKEHHUIO.



5.3. Odopmnenue aen.

5.3.1. Jlena mMOCTOSHHOTO XpaHEHHWs TMOJIIMBAIOTCA B TBEPAYID OOJIOXKKY CYpOBBIMU
HUTKaMu. JINCTBI HyMEPYIOTCS B TpaBOM BepXHeM yri1y. KoinuecTBo JIMCTOB B KaXI0M Jielie
HE JAO0DKHO mpeBblmiaTte 250. B KoHIE JAema Ha OTAEIBHOM JIMCTE COCTaBIISIETCS
3aBepUTEIbHAS HAJIUCH.

5.3.2. Ha o06moxKke aen MOCTOSTHHOTO XpaHEHUs JODKHBI OBITh MMPOCTABIICHBI CIICTYIONINE
PEKBU3HUTHI: HAaMMEHOBAaHME OOPA30BATEILHOTO YUpEXKIEHUS, HOMEp (MHAEKC) Jena Io
HOMEHKJIaType, 3arojoBOK Jelia, KOJUYECTBO JIMCTOB, CPOK XpaHEHUsS WM OTMETKa
«XpaHUTbh MMOCTOSIHHOY», HOMEP (QOH[Ia, OIKCH, JeTa.

5.3.3. Ilo OKOHYaHMIO JEIOMPOU3BOJICTBEHHOTO T0/ia B O(OpMIIEHHBIE OOJOXKKH e
MOCTOSIHHOTO ~XpaHEHUs BHOCSTCS HEOOXOJMMbIE YTOYHEHUS: B 3aroJIOBKH Jel,
CoJIepKaIlluX PaCTIOPSIANTENbHBIE JOKYMEHTHI (TPUKa3bl, TPOTOKOJIbI), BHOCATCS HOMEpA;
€CJIM JIeJIO C TMEPEenUCKON COCTOUT U3 HECKOJBKHUX TOMOB, B KaKJIOM TOME YKa3bIBAETCS
KOPPECIIOH/ICHT, aBTOp, TEPPUTOPUS, APyrue NaHHble. B KaxaoM ToMme ykas3bIBaeTcs Jara
(ducmo, Mecsll, TO/1) Hayaia ¥ OKOHYAaHUs JAHHOTO ToMma. TOYHBIE AaThl IPOCTABISIOTCS Ha
00J105KKax JJIs1 OBICTPOTO MOUCKA IOKYMEHTOB B MOCTEAYIOIIEM; U3 3aBEPUTEIHHON HAITUCH
Ha 00JI0KKY JieJia BBIHOCUTCS KOJIMYECTBO JIUCTOB B JIEJI€.

5.3.4. Hagnucu Ha 00JIOKKaX JENI TOCTOSTHHOTO W JIOJITOBPEMEHHOTO XPAaHCHHS CIICIyeT
MPOU3BOJUTH YETKO, CBETOCTOMKUMH YEPHUIIAMH.

5.3.5. Jlyiig ydyera TUCTOB B Jeie U PUKCAIMA OCOOEHHOCTEH UX HyMepaluy Ha OTACITLHOM
JIUCTE COCTaBIJISICTCS 3aBepUTEIbHAS HAINMUCh. B 3aBepUTENbHON HAANUCU YKa3bIBAETCS
KOJIMYECTBO JINCTOB (LU paMu MPOMKCHIO) B JIETE.

5.3.6. BHyTpeHHsII ONHMCh COCTaBISIETCS K JiellaM IOCTOSSHHOTO M JOJTOBPEMEHHOTO
(cBoimie 10 5iet) xpaneHus, CGOPMUPOBAHHBIM 110 PA3HOBUTHOCTSIM JJOKYMEHTOB, 3aTOJIOBKH
KOTOPBIX HE PACKPBHIBAIOT KOHKPETHOE COJIEpkKAHUE IOKYMEHTOB (0CO00 IIEHHBIE, TUYHBIE
Jena u ap.)

5.3.7. lena BpeMEHHOTO XpaHEHHUs OGOPMISIOTCS YMPOIIEHHO: OHU HE IOIIUBAIOTCS,
JUCTHI B HUX HE HYMEPYIOTCS, YTOUHEHHE Ha 00JI0KKaX HE MPOU3BOJUTCS, OMKCH JIeia HE
COCTaBJISIFOTCS, YUET BEJIETCS 0 HOMEHKJIAType Jel.

5.4. Onucanue JOKyMEHTOB IMOCTOSTHHOTI'O CPOKa XpaHEeHUs!

5.4.1. Onucu COCTaBISIIOTCS pa3/ebHO Ha Jejia MOCTOSTHHOTO XpaHEHHWs MO0 OCHOBHOM
JIESATeTLHOCTH U JIeJIa 10 JUYHOMY COCTaBy.

5.4.3. Onucu cOCTaBISIOTCS CIEIUATMCTOM TI0 KaJapam.

5.4.4. Onucek BeneTcs B €AMHON BaJOBOW HyMEPALIMU B TEYEHUE HECKOJIBKUX JIET.
5.4.5. Ha nena ¢ UCTEKIIMM CPOKOM XPAHEHHUS COCTABISAETCS aKT 00 YHUUTOKCHHH.

VI. IlpaBa apxusa.

JI71st ucTioNTHEeHUsI BO3JIOKEHHBIX-3a7a4 U GYHKUIUN apXUB UMEET IIPaBO:

6.1. TpebGoBaTh OT CTPYKTYPHBIX TMOApa3AeIeHUN (CHEUUATNCTOB) YUYPEKIACHUS
CBOCBPEMEHHOW Tepelayd B apXWB JOKYMEHTOB B YMOPSAOYEHHOM COCTOSIHUU,
KOHTPOJIUPOBATh BBIMIOJIHEHHE YCTAHOBJICHHBIX NpPaBUI pabOThl € JOKyMEHTaMH B
CTPYKTYPHBIX IOAPA3ACICHUAX YUPEKICHUS (CIEHATUCTAMU YUPEKICHUA).

6.2. 3ampammBaTh OT CHEIMAIUCTOB YUPEXKJIEHHUs CBEAEHUS, HEOOXOAUMBIE sl PabOTHI
apXxuBa, C y4eTOM OOECHEeYEHHs HUCIOJHEHHUs BCEX BO3JIO)KEHHBIX HA apXuB 3a1ad U

(byHKIHIA.



6.3. IlpencraBiaTh 3aBenyIOMEMY JETCKAM CAJIOM MPEIOKEHUS 110 COBEPIIICHCTBOBAHHIO
OpraHu3aluy XpaHEHUsI, KOMIUIEKTOBAHUS, yU€Ta U UCTIOJIb30BaHUS APXUBHBIX JOKYMEHTOB
B ApXHUBe JIETCKOTO caja.

VIl. OTBETCTBEHHOCTb apXUBa.
7. OTBETCTBEHHbIN paOOTHHK MO JEIONPOU3BOJICTBY.
7.1. JIoJKHOCTHOE JIMIIO HECET OTBETCTBEHHOCTH 32 BBIMOJIHEHNE BO3JIOKEHHBIX HA apXUB
3a71a4 U GYHKIHUHA B COOTBETCTBHUHU C JIOJDKHOCTHBIMU O0S13aHHOCTSIMH.
7.2. OTBeTCTBEHHBI PaOOTHUK MO AEIOMPOU3BOJACTBY M BEICHHIO apXHWBa HA3HAYAETCS
npukazoM 3aBeayromero. OOs3aHHOCTH paOOTHHKA BKIIOYAIOTCS B €ro JOHKHOCTHYIO
UHCTPYKIIHIO.

VIIl. Cpok nelicTBUS MOIOKEHUS.
8.1. Cpok geiicTBus TONOXEHHUS HEe orpanmueH. [lomoskeHme NEHCTBYeT OO MPUHSATHUSL
HOBOT'O
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