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1. O0mue moJioKeHust

I.1. Tlonoxenue 06 apxuse MAY]/IO «Ksapkenckuit LleHTp BHemKoNBbHOM paboThly (fanee —
[Monoxkenue), paspabortano B coorBercTBHM ¢ DexepaibhbiM 3akoHoM «O6 apXMBHOM jieie B
Poccniickoit @enepaunn» ot 22.10.2004 No 125-®3, MeToauueckuMu peKOMeHAAIHAME 10 paboTe ¢
JIOKyMeHTaMH B 00m1e00pasoBaTelbHbIX yupekaeHHAX, DenepanbHbM 3akoHoM «O6 06pa3oBaHuM B
Poccuiickoit ®enepaunu» ot 29.12.2012 roga No273-®3 . 11 4. 3 cT. 28

1.2. HacTosuee Ilonoxenne paspaboTano B 1essx:

— COBEPIICHCTBOBaHHS JICATENLHOCTH B C(Hepe OPraHu3aiiyl XpaHeHus. KOMIJIEKTOBAHUS, yyeTa
U UCIOJNL30BaHHS apXHBHLIX JlokymMenTos Y J[O:
— palMOHaJIbHOM OpraHu3aluu JoKyMeHTanuonHoro obecnevenus B Y J10.

I.3. Apxus Y]IO cosjaercss B LEASIX XpaHEHHs, KOMIJICKTOBAHMS, YueTa M HMCIHOJIL3OBAHMS
JOKYMEHTOB, 00pasyloluxcs B IpOlleCCe JCATENBHOCTH M 3aKOHYEHHBIX JEI0NPOM3BOACTBOM
JIOKYMEHTOB MPAKTHYECKOr0 HasHAYeHHs, MX OTOOpa M MOArOTOBKH K Iepelaye Ha XpaHeHHE B
MYHHLUITAIIbHBIA apXHUB.

1.4. B cBoeit pabore apxuB YO pyKkoBOACTBYeTCS 3aKOHOAATENBCTBOM 00 apXHMBHOM jiejie B
Poccuiickoii dDenepannyu. HHBIMH HOPMATHBHBIMU NPaBOBbIMH akTamu Poccuitckoil ®enepaunu,
nokanbHbIMH akTamMi Y JIO u Hactosmmm [onoxenuem.

1.5. Kontpons 3a pearenbnocteio apxusa ¥Y/JIO ocyiecTisieT AHPEKTOp , @ B €€ OTCYTCTBHE
METOJHMCT. KOTOPBIE 0OECNEUYHBAIOT apXUB HEOOXOIUMBIM NOMELICHUEM H 060PYI0BAHUEM.

[.6. Hemocpenctennoe pykoBoactBo apxuBoMYJIO — Bosnaraercs NpUKasoM JMpeKTopa Ha
IO, OTBETCTBEHHOE 32 BeJIeHHe apXHBa.

2. CocTaB JOKYMEHTOB apXHBa
2.1. ApxuBHBIE JOKYMEHTHI, MOCTyHalolue Ha XpaHeHue B apxus YJ[O oTHocATcs K

MYHHIUHMIIATbHOW COOCTBEHHOCTH. HE TMOJUIEKAT MPHBATH3ALMH, He MOTYT GbITh OOBEKTOM MPOJAKH,
MEHbI, JaPEHUsl, & TAKIKE MHBIX C/EOK. MOTYIIHX IPUBECTH K UX OTHYKICHHUIO.

2.2. B apxus Y]JIO nocrymator:

2.2.1. ApxuBHBIE JOKYMEHTHI, oOpa3oBaBIidecss B mpouecce mesrensHocTH Y J10,
BPEMEHHOT0 XpaHEeHHUs (HEOOXOMMBbIE B IPAKTHYECKOH JIEATENBHOCTH ).

2.2.2. ApxuBHble JOKYMeHThI, oOpa3oBaBiiuecss B npouecce aestensnoctu Y JO.

2.2.3. JIOKyMEHTHI [10 THYHOMY COCTaBy, OTpaKaloUIHe TPYIOBbIe OTHOINEHHS pabOTHHKA ¢

paboToaaTenem.
2.2.4. ApXHBHbIE JOKYMEHTHI TOCTOSIHHOTO XPaHEHHS.

3. 3anaun 1 QyHKUHH aDXHBA.

-~

3.1. OcHoBHbIMH 3asa4amu apxuBa Y J1O ssnsroTes:

3.1.1.  KoMniexkToBaHHe JOKYMEHTAMH. COCTAB KOTOPBIX MPEAYCMOTPEH pasjleiioMm 2

Hacrosiero Ilonoxenus.
3.1.2. Obecneyenue eHHBIX MPHHIKAIOB OpraHU3allid XPaHCHHs, KOMIUICKTOBAHHUS, y4eTa U
HCIONTE30BAHUE APXUBHBIX JIOKYMEHTORB, MX COXPAHHOCTH.
3.1.3.  OcymecTBieHHe KOHTpoias 3a (opMHpDOBAaHMEM M O(GOpPMIIEHHEM Jie1 B
nenonpousBoactse Y /0.
3.2. B COOTBETCTBHHM C BO3JIOKEHHBIMH Ha Hero 3anasamu apxuB YJIO ocymiectsisier
clelytomue (PyHKIHH:
3.2.1. Ilpunumaer nociie 3aBepLICHUs JI0IPOU3BOACTBOM, YIUTHIBAET U XPAHHT JOKYMEHTHI
YJ10, obpaboTtanHble B COOTBETCTBHH C TpeDOBAHHSIMH, YCTAHOBJIEHHBIMH 3aKOHOJIATEIIBCTBOM 00
apxuBHOM Jene B Poccuiickoii depepanuuu.
3.2.2. OcyutecTnseT y4yerT U oOecrneyuBaeT MOJHYIO COXPAHHOCTH MPHHSTHIX apXHBHBIX
JOKYMEHTOB, B TOM YHCIIE 110 JIHYHOMY COCTaBY.
3.2.3. llpoBoaHT CBOEBpEMEHHOE YHOPAAOYCHHE APXHUBEBIX JOKYMEHTOB (DKCHEpPTH3Y
LEHHOCTH., HAyUHO-TEXHUUYECKYIO 00paboTKy. coCTaBleHHe OUcei U T.j1.).
3.2.4. Opranu3syer UCI0JIb30BAHHE JIOKYMEHTORB:
- uH(popMupyeT aaMUHUCTpaLMIO U paboTHUKOB Y /IO 0 coctaBe U cojepKaH|H JJOKYMEHTOB apXHBa;
- OecniaTHO IIpeNOCTaBIAeT [OJB30BAaTENIsIM apXHMBHBIMH JIOKYMEHTaMH OQOpMIICHHbLIE B
YCTAHOBJIEHHOM IOPSI/IKE apXUBHBIE CIIPABKH WIIH KOMTHUH aPXHUBHBIX IOKYMEHTOB, CBSI3aHHbIE



- C yCTaHOBJICHHEM TPYJIOBOI'O CTakd, COUMAIBHON 3alUTOH rpaxJaH, MpeaycMaTpHBalolel ux
NeHCHOHHOe obecreueHne, a Takke MOJYyYeHHE IBIOT M KOMICHCALMH B COOTBETCTBHH C
3aKoHoaarenbeTBoM Poccuiickoit Menepanni;

- BBIJACT B YCTAaHOBJICHHOM IOPAJKE JeJ1a, IOKYMEHTBI MM KOTIMH JIOKYMEHTOB B IENAX CIIyKeOHOro
U NPAKTHYECKOro UCMONbL30BaHUs /Ui paboTel B nomernenun Y J0:

- BEJIET y4eT HCIOJIL30BaHMs JOKYMEHTOB, XpPaHAIIKNXCS B apXHBE.

4. IIpaBa u 0OTBETCTBEHHOCTH

4.1. Jlns BBIMOJHEHUS BO3JOKEHHBIX 327124 M (DYHKIHUH JMIO, OTBETCTBEHHOE 3a BejeHHE
apxusa YJ10 , umeeT npaso:

4.1.1. KoHTponupoBaTh BEINOIHEHHE YCTAHOBICHHBIX MPAaBUI PabOThl ¢ JOKYMEHTAMH B
¥ O,

4.2. Jlnuo, orBeTcTBEHHOE 3a BejeHue apxuBa Y J[O, HECET OTBETCTBEHHOCTD 3@ BHINOJHEHHE
BO3JIOJKEHHBIX Ha apxXHB 3a7a4 U QYHKUHI.

4.3. 3a yrpary ¥ NOpYy MOKYMEHTOB JOJDKHOCTHBIE JIMIA YUPEKAEHHS (PYKOBOIMTEH
YUPCIKACHHUA M JIMIO, OTBETCTBEHHOE 3a BEJCHUE apXHMBa) HECYT OTBETCTBEHHOCTH B COOTBETCTBHH C
JEHCTBYIOLIMM 3aKOHOAATEIECTBOM.

5. KomnieKToBanue apxuBa

5.1. ToproToska noxkymenTos k mepefavue B apxus Y/JIO BKIIOYAET IKCIEPTHIY HAYUHOH H
MPaKTHYECKOH LEHHOCTH JOKYMEHTOB, 0(pOpPMIICHHE [EIT, COCTABIEHUE OITHCH.

5.2. DKcnepTH3a IIeHHOCTH JTOKYMEHTOB.

5.2.1. DkenepTu3a HEHHOCTH TOKYMEHTOB - OINpEIENICHHE [[EHHOCTH JOKYMEHTOB C LEIIBIO
orbopa X Ha XpaHEeHHE W YCTaHOB/IEHHE CPOKOB XPaHEHHS.

DKCIEPTU3Y LEHHOCTH JOKyMEHTOB B Y]JIO OCYIMIECTBISIET [10CTOSHHO JeHCTBYyIOMmas
JKCIIepTHas KOMHUCCHS,

5.2.2. DkenepTHas KOMHCCHs HasHavaeTes npukazoM aupexropa YJIO. B cocras DkcrneprHoil
KOMHCCHH BKIIOYalOT HE MEHEE TPeX COTPYIHMKOB, B TOM uMciie B 00s3aTe/IbHOM TOPSJIKE JIMILO.
OTBETCTBEHHOE 3a BeJeHHe apxuea Y ]10.

OKcrepTHas KOMHCCHS HA 3ace/laHMsAX pacCMaTpHUBaeT: HOMeHKnarypy gaen YJ10,
ONMCH JIeNl MOCTOSHHOIO XPaHeHHS M 10 JTHYHOMY COCTaBy, aKThl Ha JOKYMEHTEHL BbLIENSEMblE K
YHHYTOKEHHIO.
5.3. Odopmienue nem.
5.3.1. Jlena nocTOSIHHOrO XpaHeHHs MOLIMBAIOTCS B TBEPAYIO 00I0KKY CYyPOBBIMH HHTKaMH.
JInctel Hymepyrores B npaBoM BepxHeM yriry. KosMuecTBO JHMCTOB B KakIOM Heie HE JOJKHO
npesbimarh 250. B xoHe 1ena Ha OTAEIBHOM JIHCTE COCTABIISETCS 3aBePUTEbHAS HAITHCE.

5.3.2. Ha oGnoxke jen NOCTOSHHOTO XPaHEHHs [OJUKHBI ObITh MPOCTABJICHBI CAEAVIONINE
PEKBH3UTBI: HAUMEHOBaHHE 00pa30OBaTENLHOrO yUPEKIeH s, HOMEP (HHCKC) Jielia [0 HOMEHKIaType,
3aroJIOBOK Jieid, KOJIMYECTBO JIMCTOB, CPOK XPAHEHHUS WM OTMETKA «XPAHUTH MOCTOSHHO». HOMEp
(ponma, onucwu, aena.

53.3. Ilo oxoHYaHMH [EIONPOU3BOJCTBEHHOrO roja B OQOPMICHHBIE OONOKKH el
[TOCTOSIHHOTO  XPaHEHHs] BHOCATCS HEOOXOJIMMBIE YTOUHEHMS: B 3arofiOBKH JIEJ, COJEPIKALIUX
pacnopsAuTEIbHBIC JOKYMEHTBI (IIPHKa3bl, IPOTOKOIIBI), BHOCATCS HOMEpA; €CIH JIe/I0 C MePenucKom
COCTOHT M3 HECKOJILKHX TOMOB. B KaX/IOM TOME€ yKa3blBAaeTCs KOPPECMOHICHT, aBTOpP, TePPHTOPHS,
JApyrue JaHHeie. B KaxIoM ToMe yKasblBaeTcs naTta (YMCIO, MeCsll, IOoj) Hayaja ¥ OKOHYAHMs
AaHHoro ToMa. TouHBIE JaThl MPOCTABIAIOTCA Ha 00JI0XkKKaX Ui OBICTPOro IMOMCKAa JOKYMEHTOB B
MOC/IEYIONIEM; U3 3aBEPUTEIBHON HAIITHCH Ha 00JI0XKKY /1e1a BEBIHOCHTCS KOJIMYECTBO JIMCTOB B JIETIE.

5.3.4. Hamnucu Ha 00J10JKKax €1 MOCTOSIHHOTO M JIOJITOBPEMEHHOIO XPaHeHHs CleyeT
NPOU3BOJIMTE YETKO, CBETOCTOHKHMHM YEPHHIIAMH.

5.3.5. Jlns yyera KOJIMYECTBA JIMCTOB B Jlee U (HUKcalul 0COOEHHOCTEH MX HYMepaluH Ha
OTJEJILHOM JIMCTE COCTABIISAETCS 3aBEPUTENIbHASl HAMIHCh.

B saBepuTenbHOH HaIIIMCH YKasbIBAeTCs KOJMYECTBO JIMCTOB (LH(PAMH H MPOIHCHIO) B
Jene. 3aBepUTeNbHAs HAIITUCH OJIMMCHIBAETCS COCTABHTENIEM C YKA3aHMEM €ro JOKHOCTH W JIATHI

COCTABJICHHS.



5.3.6. BHYTPCHHSIS ONHCh COCTABISETCS K A€JIaM TIOCTOSHHOTO U JI0JITOBPEMEHHOTO (CBEILIE
10 51eT) cpoka XpaHeHus. chOpMHPOBAHHEIM O Pa3HOBHIHOCTAM JIOKYMEHTOB, 3ar0JI0OBKH KOTOPBIX
HE PAaCKPRIBAIOT KOHKPETHOE CONEPKAHHE IOKYMEHTOB (0C060 LeHHbIe, THUHbIE Je/a H ap.).

5.3.7. Jlena BpeMeHHOTO XpaHeHH S OQOPMIIAIOTCS YIIPOIIEHHO:
OHH HE MOILIHBAIOTCS, TMCTBI B HUX HE HYMEPYIOTCH, YTOUHCHHE Ha OOJI0KKAX HE IPOM3BOIUTCA,
OIHCH HA JIe/1a HE COCTABNAIOTCS, Y4ET BEIETCs 10 HOMEHKNAType Jer.

5.4. Onucanue 10KyMEHTOB MOCTOSHHOIO CpOKa XpaHeHHs.

3.4.1. OnueH cocTaBisioTes pasfelbHO HA JeNa MOCTOSHHOO XPaHEeHHUd 110 OCHOBHOI
ACATE/LHOCTH M Ha JieJ1a 110 JIMYHOMY COCTaBY. ’

5.4.3. OnucH cOCTABIISIOTCS IETONPOUIBOIUTENEM.

5.4.4. Onuce BeeTCs B €JUHOM BAIOBOH HYMEpalHH B TEYEHHE HECKOJILKUX IICT.

5.4.5. Ha nena ¢ ucrekmmum cpokom XPAHCHHS COCTaBJSIETCA aKT OO YHUUTOKEHMH.



