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1. O01mue mo10:xKeHAS

1.1. ITonoxenue 06 apxuBe MyHULIMIIAIBHOTO Ka3€HHOTO JJOUIKOJIBHOIO 00pa30BaTeIbHOTO
yupexnaenuss — aerckoro cama Ne 15 «Tepemok» (manee — Ilonmoskenue), pa3paboTaHO B
coorBercTBUM ¢ DenepanbHbM 3akoHOM «OO0 apxuBHOM Jene B Poccuiickoit denepanum» oT
22.10.2004 Ne 125-®3, MeronuyecKuMu peKOMEHAALMAMU MO pabdoTe ¢ JAOKYMEHTaMH B
00111€00pa30BaTENIbHBIX YUPEIKICHUSAX.

1.2. Hacrosimiee Ilonoskenne pa3paboTaHo B LEIAX:

COBEPILICHCTBOBAHMSI JICSITEIBHOCTH B Cepe OpraHu3aluy XPaHEHUs, KOMIUIEKTOBAHUSA, y4eTa H
HCII0Jb30BaHUs ApXUBHBIX ToKyMeHToB MKJIOY
panMoHaIbHON OpraHu3alMy JOKyMEHTalMoHHOoro obecneyenus B MKJIOY

1.3. ApxuB MKJIOVY co3maercs B 1ensix XpaHEHMs, KOMIUIEKTOBaHHUSA, Yy4eTa U
UCIOJIb30BaHUS JOKYMEHTOB, 0Opa3yronmxcs B mpouecce aesreabHocty MKJIOVY 1 3akoHUeHHBIX
JIEJIONPOU3BOJICTBOM JOKYMEHTOB MPAaKTUYECKOr0 Ha3HaueHus, MX OoTOopa M MOATOTOBKU K
nepenade Ha xpanenue B apxus MKJIOV.

1.4. B cBoeii pabdote apxuB MKJ/IOY pykoBOJCTBYeTCS 3aKOHOAATEIHCTBOM 00 apXHUBHOM
nene B Poccuiickoir denepanuu, HMHBIMA HOPMAaTHUBHBIMU IIPAaBOBBIMU aKTaMu Poccuiickoit
Oenepanun, gokanbHeiMU akTamMu MKJIOY u nactosimum [onoxeHuem.

1.5. Konrtpons 3a pearensHocThio apxuBa MKJIOY  ocymiecTBisieT 3aBeAyloluii, a B e
OTCYTCTBMM 3aMECTHUTENb 3aBEAYIOLIEr0 IO BOCIHMTATEIbHO-METOIWYECKONW paboTe, KOTOphIE
o0ecreynBaroT apxXuB HEOOXOJUMBIM ITOMEIIEHHEM U 000PYI0BaHHEM.

1.6. HenocpenctBenHoe pykoBojicTBO apxuBom MKJ/IOVY BO3JIaraeTcsi MPHUKA30M
3aBeJyIOUIer0 Ha JIMIIO, OTBETCTBEHHOE 3a BeJCHHME apxuBa (Kak TMpaBWIo, Ha
JIETIOTIPOU3BOTUTEIS ).

2. CocTaB J1OKYMEHTOB apXuBa

2.1. ApxuBHBIE TOKYMEHTHI, NocTynaroume Ha xpanenue B apxuB MKJIOVY, otHocaTcs k
MYHUIIUIATBHOH COOCTBEHHOCTH, HE TMOAJEKAT IPHUBATU3ALMU, HE MOTYT OBITh OOBEKTOM
MPOJAXXKH, MEHBI, JAPEHUS, a TAKXKE UHBIX CJIEIOK, MOTYIIUX MPUBECTH K UX OTUYXKICHHIO.

2.2.B apxuB MKJIOV mnocrymnator:

2.2.1. ApxuBHBIE JOKYMEHTHI, OOpa3zoBaBmiuecs B Impouecce nearenbHoctd MKIOVY,
BPEMEHHOT0 XpaHeHUs (HEOOXOMMBbIE B TPAKTUYECKOHN 1EATEIIEHOCTH).




2.2.2. ApxuBHBIE JOKYMEHTHI, 00pazoBaBIIrecs B mporecce aesreabaocta MKIOY

2.2.3. JIOKyMEHTHI 10 JIUYHOMY COCTaBY, OTpa)arollue TPYAOBbIE OTHOLICHHUS PabOTHUKA
¢ paboTomaresiem.

2.2.4. ApXuBHBIE JOKYMEHTHI [IOCTOSIHHOI'O XpaHEHUSI.

3. 3apaum u pyHKUMH apxuBa.

3.1. OcHoBHBbIMH 3a1a4amu apxuBa MKJIOV:

3.1.1. KommuiekToBaHME OKYMEHTaMH, COCTaB KOTOPBIX IPETyCMOTPEH pa3leioM 2
Hacrosiero [lonoxenus.

3.1.2. OGecrnieyeHre eMHBIX MPUHIMIIOB OPraHU3alMK XPaHEHHS, KOMIUICKTOBAHUS, yueTa
U MCII0JIb30BaHUE aPXUBHBIX JJOKYMEHTOB, UX COXPAHHOCTH.

3.1.3. OcymectBieHnue KOHTpods  3a ¢GopMuUpoBaHHeM U OGOpMIICHHEM Jel B
nenonpouspojctee MKIOVY.

3.2. B coOoTBETCTBUU C BO3JIOKEHHBIMU Ha Hero 3agadamu apxuB MKJIOV ocymectsiser
cieayromue QyHKIHHU:

3.2.1. IlpuHumaer mnocie 3aBEpIICHUS [JEJIONPOU3BOJCTBOM, YUUTHIBAET W XPAHUT
nokymentsl MKJIOY, o0paboTaHHble B COOTBETCTBHUM C TPEeOOBAHUSAMH, YCTaHOBJICHHBIMU
3aKOHOAATEILCTBOM 00 apXuBHOM jene B Poccuiickoit denepanuu.

3.2.2. OcymecTBisgeT y4eT U 00ecleyrBaeT MOJHYI0 COXPAHHOCTh NMPHHATHIX APXUBHBIX
JIOKYMEHTOB, B TOM UYHUCJI€ 110 JINYHOMY COCTaBYy.

3.2.3. IIpoBOIUT CBOEBPEMEHHOE YMOPSIOUYEHUE APXUBHBIX JOKYMEHTOB (SKCIIEPTU3Y
LIEHHOCTH, HAy4YHO-TEXHUYECKYIO 00pabOTKY, COCTaBICHUE OMMUCEN U T.1I.).

3.2.4. Opranu3zyeT UCIO0JIb30BaHNUE JOKYMEHTOB:

- nuHopmupyer agmuaHCTpanuio U padborHukoB MKJIOY o cocraBe u conmepkaHuH JTOKYMEHTOB
apXxuBa;

- OecryilaTHO TMPEIOCTaBISIET TIOJH30BATEISAM APXUBHBIMH JOKYMEHTaMH O(OpMIICHHBIE B
YCTQHOBJICHHOM IIOPSIKE apXMBHBIE CIIPaBKU WJIM KOIHUM apXMBHBIX JOKYMEHTOB, CBSI3aHHBIE C
YCTaHOBJICHUEM TPYJOBOTO CTa)a, COLMAJIBHOW 3alIUTOW TIpaXkJaH, INPENyCMATPUBAKOLIEH HX
NEHCUOHHOE o0ecreueHne, a TakKe IOJyYeHUEe JbrOT W KOMIIEHCAllud B COOTBETCTBHM C
3aKoHoJaTenbCcTBOM Poccuiickor denepannu;

- BBJIACT B YCTAHOBJIEHHOM IIOpSAJKE J€Na, JOKYMEHTHl WM KOIHMU JOKYMEHTOB B IIENIAX
CIIy>k€0HOT0 M NMPAKTUYECKOT0 NCIOJIb30BaHU /Ui paOOThl B TOMEIIEHUH apXHBa;

- BEJET Y4eT UCII0JIb30BAHUS JOKYMEHTOB, XPAHSILUXCS B ApXUBE.

4. IIpaBa 1 OTBETCTBEHHOCTH

4.1. JInst BHIIOTHEHUS! BO3JIOKEHHBIX 33/1a4 U (DYHKIUH JIMII0, OTBETCTBEHHOE 34 BEICHUE
apxuBa MKJIOVY, umeet npaso:

4.1.1. KoHTponupoBaTh BBITIOJHEHUE YCTAHOBJICHHBIX MPaBHI PabOTHI C JOKYMEHTaMH B
MKJIOV.

4.2. Jlumo, orBercTBeHHOEe 3a BeneHue apxuBa MKJ/IOVY, HeceT OTBETCTBEHHOCTH 3a
BBITIOJTHEHUE BO3JIO)KEHHBIX Ha apXHB 3a7a4 U QYHKITHH.

4.3. 3a yTpary ¥ mopuy AOKYMEHTOB JOJDKHOCTHBIE JIMIA YUPEXKACHUS (PYKOBOIUTEIND
YUPCKACHUA U JIUI0, OTBETCTBCHHOC 3a BEACHHUC apXI/IBa) HECYT OTBETCTBCHHOCTb B COOTBETCTBUUA
C ICUCTBYIOIINM 3aKOHOJATEIbCTBOM.

5. KommiekroBanue apxusa

5.1. IloaroroBka 1oKymMeHTOB K nepenade B apxus MKJIOVY  Bkitowaer sxcriepTusy
Hay4YHOM U MPaKTHYECKOMN [IEHHOCTH IOKYMEHTOB, O(pOpMIIEHHUE JI€TI, COCTABJIEHHE OMHCH.



5.2. DkcnepTru3a HEHHOCTH TOKYMEHTOB.

5.2.1. DkcnepTU3a LIEHHOCTH TOKYMEHTOB - OIIPEEIEHUE LIEHHOCTH JJOKYMEHTOB C LIENbI0
0TOOpa X HA XpaHEHHE U YCTAaHOBIIEHHUE CPOKOB XpaHEHUSI.

Okcneptu3sy 1eHHocTH AokyMeHToB B MKJIOVY ocymiecTBiasieT mOCTOSIHHO JEUCTBYIOIIAs
JKCIEPTHASI KOMUCCHSL.

5.2.2. DkcnepTHas KOMUCCUS Ha3zHauyaeTcs npuka3zom 3aBeayromero MKJIOVY. B cocras
DKCIepTHOM KOMHUCCUU BKJIIOYAIOT HE MEHEE TPeX COTPYIHUKOB, B TOM YHCIIE B 00s3aTEIIbHOM
MOPSAJIKE JIMII0, OTBETCTBEHHOE 3a BeeHue apxusa MKIIOVY.

DKclepTHas KOMUCCHUA Ha 3aCE€IlaHUsAX pacCMaTpuBaeT: HoMeHkIaTypy aein MKIOY
Ne 09-01, omumcu nmen MOCTOSHHOTO XpaHEHUS W 1O JIMYHOMY COCTaBYy, aKThbl Ha JOKYMEHTHI,
BBIJIEJISIEMBIE K YHUUYTOKECHHUIO.

5.3. Odopmiienue aer.

5.3.1. Jlena mOCTOSSHHOrO XpaHEHWsI MOJIIMBAIOTCS B TBEPAYIO OOJOXKKY CYPOBBIMH
HUTKaMU. JIMCTBI HyMEpyHOTCS B IPaBOM BEPXHEM YINIy IMPOCThIM KapaHpaamoM. KoimdecTBo
JUCTOB B KaXJOM Jele He JAOKHO mnpeBbliaTh 250. B KOHIE nema Ha OTAEIBHOM JIUCTE
COCTaBJISIETCSI 3aBEPUTEIIbHAS HAAIINCh.

5.3.2. Ha o0n0Ke Aen MOCTOSTHHOTO XpaHEHUs TOJKHBI ObITh MIPOCTABIICHBI CIEAYIOLINE
PEKBH3UTHI: HAMMCHOBAaHWE OO0pPa30BaTEIBHOIO YUYPEKACHHS, HOMEp (MHIEKC) JHeia IIo
HOMEHKJIaType, 3arojoBOK JieJa, KOJIMYECTBO JIUCTOB, CPOK XPAHEHUS WM OTMETKA «XPaHUTh
[IOCTOSIHHO», HOMEp (poH/a, OIUCH, Jea.

5.3.3. Ilo oxkOHYaHUHM JEIONPOU3BOJCTBEHHOTO Troja B OQOPMIICHHBIE OOJOXKKH e
IIOCTOSIHHOTO XPAHEHHUS BHOCSTCS HEOOXOAMMBIE YTOYHEHHS: B 3arojOBKH JI€J, COJEpIKaIUX
pacnopsAUTENbHbIE JOKYMEHTHI (IIPHUKa3bl, IPOTOKOJbI), BHOCSATCS HOMEpa; €clu [elo ¢
MEPENUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B Ka)XKJIOM TOME YKa3bIBAa€TCsl KOPPECIIOHIEHT, aBTOD,
TEeppUTOpHs, IpYyrHe AaHHbIE. B Kaxa0M Tome ykas3bIBaeTcs jaara (YUCIIO, MECsI, IojJ) Havajia u
OKOHYaHHUSl JAHHOTO TOMa. TOuYHBIE MaThl MPOCTABISAIOTCS Ha OOJIOKKAX IJIsi OBICTPOTO TOMCKA
JOKYMEHTOB B TMOCJIEIYIOIIEM; W3 3aBEpUTEIbHOM HaJNHCH Ha OOJOXKKY Jella BBIHOCHUTCS
KOJIMYECTBO JIUCTOB B JIEJIE.

5.3.4. Haanucu Ha 005105KKaxX JeN MOCTOSHHOTO U JOJTOBPEMEHHOTO XPaHEHHUS CIIeIyeT
MIPOU3BOJIUTH YETKO, CBETOCTOMKUMHU YEPHUIIAMH.

5.3.5. Jlns yueTa Konu4ecTBa JIMCTOB B Jielie M GUKCAllMU OCOOCHHOCTEH MX HyMepaluu Ha
OTJIEIbHOM JINCTE COCTABJISIETCS 3aBEpPUTEIbHAS HAIITUCH.

B 3aBeputenbHOIl HaaMuMcH yKa3bIBaeTCsl KOJIMYECTBO JHCTOB (LKM(paMu U MPOMHCHIO) B
nene. 3aBepuTeNbHas HAIUCh MOAMUCHIBAETCS COCTABUTENIEM C YKAa3aHUEM €ro JIOJKHOCTU U J1aThl
COCTABJICHHUS.

5.3.6. BHyTpeHHs1 ONUCH COCTaBIsieTCSl K JielaM IOCTOSHHOTO U JOJTOBPEMEHHOIO
(cBbie 10 nmet) cpoka xpaHeHwus!, CHOPMUPOBAHHBIM O PAa3HOBUAHOCTSIM JOKYMEHTOB, 3aT'0JIOBKU
KOTOPBIX HE PacKpbIBAIOT KOHKPETHOE COAEpkaHHE JTOKYMEHTOB (0CO0O ILIEHHbIE, JIUYHbIE JeNla U
ap.).

5.3.7. ena BpeMEHHOTO XpaHeHHUsT 0(OPMIISIOTCS YIIPOIICHHO:

OHU HE MOAININBAIOTCSA, JINCTHI B HUX HE HYMEPYIOTCS, YTOYHEHUE Ha OOJI0KKaX HE MPOU3BOAUTCA,
OIMCH Ha JieJla HE COCTaBIISAIOTCA, yUeT BEIETCS IO HOMEHKIIAType Jel.

5.4. Onucanue JOKYMEHTOB ITOCTOSIHHOTO CPOKA XpaHEHUSI.

5.4.1. Onucu coCTaBISAOTCA Pa3lieIbHO Ha Jeja MOCTOSHHOTO XPaHEHHWS MO OCHOBHOMU
JEeSATEeIbHOCTH U Ha JieNa 10 JUYHOMY COCTaBYy.

5.4.3. OnrcH coCTaBIAIOTCS IETONPON3BOAUTEIIEM.

5.4.4. Onuce BeneTcs B €AMHON BAJIOBOM HYMEPALIMM B TEYEHUE HECKOJIBKUX JIET.

5.4.5. Ha ngena ¢ ucTeKImmM CpOKOM XPaHEHHS COCTABIIAECTCS aKT 00 YHUUTOXEHHUH.






