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IMonoxkenue 06 apxuse
MBJIOY Ne219

1. OGuMe noJIoKeHUust

1.1. TTonoxenue 06 apxuse MyHHUMNANBEHOTO GIOIKETHOTO JOIKONLHOTO 06pa3oBaTesbHOTO
yupeskenus ropoza Pocrosa — Ha —JloHy « Jlerckuii can Ne219» (nanee — [lonoxenue),
paspa6oTaHo B cooTBeTCTBHH ¢ DeepanbHEIM 3ak0HOM «O6 apxuBHOM Aene B Poccuickon
®enepauun» ot 22.10.2004 Ne 125-®3, MeToAHYECKMMH PeKOMEHALUAMH 110 paboTe ¢
JOKYMEHTaMH B 06111e06pa30BaTeNbHEIX YYPEHKACHHUSIX.

1.2. Hacrosimee [TonoxeHue pa3paboTaHo B LENAX:

—COBEpIIEHCTBOBAHUS IEATEIBHOCTH B chepe OpraHM3aliyi XpaHeHuU,

KOMILIEKTOBAHMS, YY€ETA U UCTIOJIB30BaHHUs apXUBHBIX JJoKyMeHTOB MBJIOY

—palMOHANIBHOM OpraHU3alKK JOKyMEHTaloHHoro obecneuenns 8 MBJIOY

1.3. Apxue MBJIOY co3paercs B IEIAX XPaHEHHs, KOMIUIEKTOBaHHSA, y4€Ta M HCII0JIb30BaHHs
JIOKyMEHTOB, 06pasytoiuxcs B npouecce AearenbHoctd MBIOY 1 3aKOHYEHHBIX
JIeIONPOU3BOCTBOM JOKyMEHTOB IPAKTHYECKOTO Ha3Ha4YeHHUs, MX 0TO0pa U MOATOTOBKH K Nepeaaye
Ha XpaHeHHE B MyHHLIUNAJIbHBIA apXHB.

1.4. B cBoeit pabote apxuB MBJIOY pyKOBOACTBYeTCS 3aKOHONATENECTBOM 06 apXHBHOM Jelie B
Poccuiickoit ®esiepalivii, HHBIMH HOPMATHBHEIMH NIPaBOBEIMH akTaMu Poccuiickoii Denepaiuy,
nokanbHeIMU aktaMd MBJIOVY u HacTosmuM [TonoxeHueMm.

1.5. Kontposns 3a aesrensHocThio apxuBa MBJIOY ocymecTsiseT 3aBeaytoias, a B €€ OTCyTCTBHH
3aMeCTUTEJIb 3aBe/IyIONIeH 10 BOCIIUTATEIHO-METOAMYECKO paboTe, KOTOpEIE 06€CIeYHBAIOT
apxuB HeOOXOJUMBIM MOMELIEHHEM H 060pyIOBaHHEM.

1.6. Henocpencreennoe pykoBoacTBo apxuBoM MBJIOY Boznaraercs npukasoM

3aBe/IyIOIIETO Ha JIMLO, OTBETCTBEHHOE 3a BEIEHHE apXuBa (KakK MPaBUIIO, Ha JIEJIONPOM3BOJUTENS).

2. CocTaB JOKYMEHTOB apXHBa

2.1. ApxuBHBIE JOKYMEHTEI, MIOCTyNaloIKe Ha XpaHeHue B apxus MBJIOY, otHocsTCs K
MYHHILMNATBHON COGCTBEHHOCTH, HE TOAJIEKAT PUBATH3ALIMH, HE MOTYT ObITh OGBEKTOM MPOAAKH,
MEHBI, JapeHHUs, a TAKXKE UHBIX CAEJIOK, MOT'YIIUX MPUBECTH K UX OTUYXKACHHIO.

2.2.B apxus MBJIOY nocrtynaror:

2.2.1. ApxuBHBIE JOKYMEHTHI, 0Opa3oBaBiIMecs B npolecce aesrenbHoctd MBJIOY, BpeMeHHOrO
XpaHeHus (He0OX0JMMBIe B MPAKTHYECKON NEATENbHOCTH).

2.2.2. ApxMBHBIE JOKYMEHTEI, 06pa3oBaBIIKecs B npouecce aestenbHocTd MBJIOY

2.2.3. JIOKyMEHTEHI 110 JINYHOMY COCTaBY, OTpaXKaloLIKe TPYAOBBIE OTHOIIEHHs pabOTHHKA C
paboTonarenem.

2.2.4. ApXMBHBIE JOKYMEHTHI IOCTOSTHHOIO XpPaHEHHS.
3 3apauu M GyHKLHMH apXUBa.

3.1.0cHoBHBIMM 3aauamu apxuBa MBJIOY:

3.1.1. KomniekToBaHue JOKYMEHTaMH, COCTaB KOTOPBIX MPEAYCMOTPEH pa3/ieioM

2 HacTtosero ITonoxxeHus.

3.1.2. ObecneyeHne eTUHBIX MPHUHLMIIOB OpraHU3allMy XpaHEHHUs!, KOMIUIEKTOBaHMS,
yuyeTa M UCIOJIb30BaHUE apXUBHBIX JOKYMEHTOB, MX COXPaHHOCTH.

3.1.3. OcymecTBiaeHHe KOHTPOIA 32 GOPMUPOBaHHEM U OOPMIICHUEM JiEN B
nenonpouspoactee MBJIOY.



3.2. B COOTBETCTBUH C BO3JIOKEHHBIMU Ha HETO 3a71aiaMu apXHB MBJOY
OCYILIECTBIIAET CeYIOLHAe QYHKIMH:

3.2.1. [lpHMMaET MOCIIE 3aBEPLICHAA [ETONPOU3BOICTBOM, YUHTHIBACT U XPAHUT
nokymentsl MBJIOY, 06paboTaHHEIE B COOTBETCTBUM C TpeGOBaHUAMM, YCTAHOB/ICHHBIMU
3aKOHOJATENBCTBOM 00 apXMBHOM J€fie B Poccuiickoit Denepauyu.

3.2.2. OCYIIECTBIISET YUeT U 00ecreynBaeT NoNHyIo COXPaHHOCTh NPHHATHIX apXHUBHBIX
JOKyMEHTOB, B TOM YHCJIE 10 JIAYHOMY COCTABY.

3.2.3. [IpoBOAMT CBOEBPEMEHHOE YMOPANOIEHHE apXMBHBIX JIOKyMEHTOB

(3KCTIEpTH3y LIGHHOCTH, HAYyYHO-TeXHHYECKYIO 06paboTKy, COCTaBEHHE OMHCEH 1 i)
3.2.4. OpraHu3yeT UCMONb30BaHHE IOKYMEHTOB:

- uHGOPMHpYET aAMUHUCTPALIMIO H pa6otuuko MBJIOY o cocTase H COIEpXKaHUH
JOKYMEHTOB apXHBa;

- GecIIaTHO MPENOCTABIAET MOJIB30BATEIAM apXHBHBIMH JOKyMeHTaMH 0OpMICHHBIE B
YCTAHOBJIEHHOM TOPSI/IKE aPXMBHBIC CIIPABKH WM KOTIMM apXHUBHBIX IOKYMEHTOB,
CBSI3aHHBIE C YCTQHOBJIEHMEM TPY/IOBOTO CTaKa, COLIMAJILHOM 3aIlMTOM rpaxaH,
npeaycMaTpHBaIOLIEH HX TIEHCHOHHOE obecrneyeHue, a TaloKe TOJy4eHHUE JIBIOT U
KOMIIEHCALMi B COOTBETCTBHH C 3aKOHONATEIECTBOM Poccuiickoit Denepaunn;

- BbIJIaeT B YCTAHOBIIEHHOM MOPSA/IKE eI, JOKyMEHTD! WU KOTMHH JOKYMEHTOB B LIEJISAX
CITyKeGHOrO M NPAKTHYECKOT0 HCTIONB30BAHMS 1A paGoThl B OMELUCHHH apXHBa;

- BeJIeT yyeT MCTIOJIb30BAHMS IOKYMEHTOB, XPaHALIUXCA B apXMBE.

4 TlpaBa H OTBETCTBEHHOCTh

4.1. JIns BHINOJIHEHHUs BO3NOXKEHHBIX 3a/1a4 1 yHKuM THLO, OTBETCTBEHHOE 32

BeJEHNUE apXUBa MBJIOYVY , uMeeT npaso:

4.1.1. KOHTpONMpOBATh BHINOIHEHHE yCTAHOBICHHBIX npaBun paboThI C JOKyMEHTaMH B MBIOY.
4.2. JIuno, OTBETCTBEHHOE 32 BEICHHE apXHBa MBJIOVY, HeceT OTBETCTBEHHOCTD 32 BBITNOJIHEHUE
BO3JIOKEHHBIX HA apXHB 337184 ¥ GyHKLWMA.

4.3.3a yTpaTy U Nopuy A0OKYMEHTOB IOJDKHOCTHbIC NALA YIPEXAeHHs (PYKOBOIMTENb yIPEHACHHA
Y JIUILIO0, OTBETCTBEHHOE 32 BEJCHHE apXMBa) HECyT OTBETCTBEHHOCTD B COOTBETCTBMH C
JEMCTBYIOLIMM 3aKOHOATEIECTBOM.

5 KoMIJIeKTOBaHHE apXHBa

5.1. TloaroToBKa JOKyMEHTOB K niepe/ia4ye B apxuB MBJIOVY BKIIIOYAET IKCMEPTH3Y HaY4HOM ¥
MpaKTHYECKOH LIEHHOCTH IOKYMEHTOB, ocopMIIeHHE Jiel, COCTABICHHE OMUCH.

5.2. DKcrepTH3a LEHHOCTH IOKYMCHTOB.

5.2.1. DKCnepTH3a LIEHHOCTH JOKYMEHTOB - ONPE/IC/ICHAC LIEHHOCTH JOKYMEHTOB C LIEJIBIO orbopa ux
Ha XpaHEHHE U YCTAHOBJICHHE CPOKOB XPAHCHH.

JKCMEepTH3y LIEHHOCTH JOKYMEHTOB B MBJIOY ocymecTBiseT NOCTOSAHHO

JefcTByoLIast SKCTEPTHAsA KOMHCCHA.

5.2.2. DKcnepTHasi KOMMCCHsl Ha3HAYaeTCs NPUKA3OM sagenyromeit MBJIOY. B cocras DKCIEPTHOM
KOMHCCHH BK/TIOUAIOT HE MEHEE TPEX COTPYAHHKOB, B TOM YHUCIIC B 006s13aTeILHOM MOPSIKE JIULIO,
oTBeTCTBeHHOE 3a BeeHue apxusa MBJIOY. DkcnepTHas KOMUCCHA Ha 3aceJaHHAX pacCMaTpUBACT:
nomeHkatypy aen MBJIOY Nel2, onucu fen [IOCTOSIHHOTO XPaHEeHHUsl U 10 IMYHOMY COCTABY, AKTEI
Ha JOKyMEHTBI, BBIAEISEMBIE K YHUITOKCHHIO.

5.3. Odopmienue ae.

5.3.1. Jlenia MOCTOSHHOTO XPaHEHHUs TIOIIMBAIOTCS B TBEPAYIO 06MOKKY CypOBBIM HUTKaMH. JINCTbI
HyMEpYIOTCS B IPABOM BEPXHEM YIITy MPOCTEIM kapanjamoM. KoluyecTBo IMCTOB B KAKIOM ACIC
He J0JDKHO mpeBbiuaTh 250. B KOHIE fena Ha OTACIBHOM JIUCTE COCTABIISETCS 3aBEPUTEIIbHAS
HaJIMUCh.



5.3.2. Ha 06105KKe e MOCTOTHHOIO XpaHEHHs JODKHBI GBITH MPOCTABJIECHBI CIIEYIOLINE
PEKBH3UTHI: HAUMEHOBAHHE 06pa30BaTeNbHOIO YUpeKACHUs, HOMED (MHAeKc) fena no
HOMEHKJIATYPE, 3ar0JI0BOK JIeNIa, KOIMYECTBO JMCTOB, CPOK XpaHEHHUs WM OTMETKa

«XpaHWUTh NOCTOSHHO», HOMEP ¢oHpa, onucy, Aena.

5.3.3. ITo OKOHUQHHMM JEJOTPOU3BOJCTBEHHOIO rojia B odopMIIeHHBIE OBJIOKKH €T

[IOCTOSIHHOTO XPaHEHHUs BHOCATCA HEOOXOMMEIE YTOYHCHHA: B 3aroJIOBKH JIell, COIepKalUX
pacropsiiuTebHbIE JOKYMEHTBI (TpMKa3kl, IPOTOKOIIEI), BHOCATCA HOMEPA; €CITH JeNo ¢
MEpPENUCKON COCTOUT U3 HECKOJIbKUX TOMOB, B K&KJIOM TOME YKa3bIBaeTCsi KOPPECTIOHCHT,

aBTOP, TEPPUTOPHS, APYrHe JaHHBIC. B KakJI0M TOME yKa3biBaeTcs Jata (YMcIo, Mecsll, ron)
Hauasa ¥ OKOHYAHHMs JAHHOro ToMa. TOYHEIE aThl MPOCTABIIAIOTCA Ha 000KKax ist

HBICTPOro MOMCKA JOKyMEHTOB B TOCIEYIOLIEM; U3 3aBepUTEIIbHON HAJUCH Ha 00710KKY

JieNa BBIHOCHTCS KOJTMYECTBO JIUCTOB B ACJIC.

5.3.4. Hagmucy Ha 06OXKKaX el IOCTOSHHOTO M I0NITOBPEMEHHOT0 XpaHEeHHUs CleyeT
IPOM3BOJMTH YETKO, CBETOCTOMKMMHU YEPHHIAMH.

5.3.5. Jlns yyeta KOJIMYECTBA JIACTOB B ACIIC H pukcaLmn 0COGEHHOCTEH UX HyMEpallui Ha
OT/IE/ILHOM JIUCTE COCTABIIAETCS 3aBEpHTE/IbHAs HAIMUCH. B 3aBepHUTeNBHOM HA/IMUCH yKa3bIBACTCA
KOJNMYECTBO JMCTOB (LMbPaMH U MPOTHKCHIO) B ACTIE. 3aBepuTeNbHAA HAAKCh MOANNCHIBACTCA
COCTABMTENIEM C YKa3aHUEM €ro JOJDKHOCTH U JaThl COCTAaB/ICHHA.

5.3.6. BHyTpeHHs ONUCh COCTABIIACTCA K JIe71aM MOCTOAHHOTO ¥ JonroBpeMeHHoro (cBbile 10 net)
cpoka XpaHeHus, COPMHUPOBAHHEIM M0 PASHOBUAHOCTAM JIOKYMEHTOB, 3arOJIOBKM KOTOPBIX HE
PACKpBIBAIOT KOHKPETHOE COIEPXaHHE IOKyMEHTOR (0co60 LIEHHBIE, IMYHBIC I€71a U Ip.)-

5.3.7. Jlena BpeMEHHOTO XpaHEHHs 0(hOPMJISIOTCA YTPOLICHHO: OHM HE MOJIIMBAIOTCA, JIUCTHI B HUX
HE HyMEpYIOTCs, YTOYHEHHE Ha 0610%KKaX He POMU3BOJMTCS, OTUCH Ha Jef1a He COCTABIIAIOTCA, yyer
BeJIeTCs 110 HOMEHKJIAType ACL.

5.4. OnucaHue JOKyMEHTOB MOCTOSIHHOIO CPOKa XPaHCHHS.

5.4.1. OnUCH COCTABIIAIOTCSA Pa3ielibHO Ha Jiefia MOCTOAHHOr0 XpaHEeHH: [0 OCHOBHOM J€ATENIBHOCTH
¥ Ha JieJ1a 0 JIMYHOMY COCTaBy.

5.4.3. OMUCHU COCTABJISIOTCS JEJIOMPOU3BOAUTEIIEM.

5 4.4. Omych BeETCs B ©AMHON BAlOBOM HyMepalyy B TeYEHHE HECKOBKMX JICT .

5.4.5. Ha fena ¢ UCTEKIIMM CPOKOM XpaHEHHs COCTaBIIACTCA akT 00 YHUUTOKEHHH.

6. 3akJ/l0UHTe/IbHbIE MOJIOKECHH.

6.1. iameHenus B HacTosiuiee [TON0XKEeHHE MOTYT BHOCHTECS B COOTBETCTBUH C JEUCTBYIOLIMM
3akoHoaTenbCTBOM M Yerasom MBJIOY Ne219

6.2. Hactosmee [TonoxeHre YTBEPHKAACTCA NPHUKA30M 3aBEAYIOLIETO U BCTYIIaeT B CUIIy C MOMEHTa
€ro yTBEPKICHHUs

6.3. Cpok meicTBusi HacTosiwero ITonoxeHus He OrpaHutCH. TTonoxeHHe AeHUCTBYET A0 MPUHATHA
HOBOTO.



