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1. O61mme mo10KeHNS

1.1. ITonoxxenue 06 apxuse ['BJAOY Ne 131 (manee — [lonoxenue), pazpadboTano
B cooTBeTcTBUU ¢ PDepepanbHbiM 3akoHOM «O0 apxuBHOM aene B Poccuiickoit
®enepaunn» ot 22.10.2004 Ne 125-®3, MeroauuecKuMu pPEKOMEHIALUUAMH 10
paboTe ¢ JMOKyMEHTaMH B 0011eo0pa3oBaTeNbHBIX YupexaeHusx, DeaepaabHbIM
3akoHOM «O0 oOpazoBanuu B Poccuiickoit denepammm» ot 29.12.2012 roga Ne273-
@3 n. 11 4.3 cr. 28

1.2. Hacrosiiee [Tonoxkenue pazpaboTaHo B LENIX:

— COBEpILICHCTBOBAaHUSA JCATEIBHOCTHU B cepe opraHu3zalud XpaHEHUs,
KOMIUIEKTOBAHMS, yU€Ta U UCTOJb30BaAHUS ApXUBHBIX TOKyMeHTOB J[OVY;
— PpalMoHaJIbHON OpraHu3aluu JOKyMEHTaIMoHHOTo obecneyeHus B JIOY.

1.3. Apxu JIOY co3nmaercss B LENsAX XPaHEHUS, KOMIUICKTOBAaHUS, y4yeTa U
WCIIOJBL30BaHUs JIOKYMEHTOB, oOpa3zyronuxcsi B mporuecce aestenbHoctd OV  wu
3aKOHYEHHBIX JIEJIONPOU3BOJICTBOM JIOKYMEHTOB IPAKTHYECKOIO HA3HAYEHUS, HX
oTOOpa U MOATOTOBKH K Iepeaue Ha XpaHEHUE B MYHUIIUITAIbHBIN apXUB.

1.4. B cBoeit pabore apxuB JIOY pyKOBOACTBYETCS 3aKOHOAATEILCTBOM 00
apxuBHOM zene B Poccuiickoil ®denepany, UHBIMH HOPMAaTUBHBIMHU IPAaBOBBIMHU
aktamu Poccuiickoit ®depepanuu, JokaabHbIMM akTamMu JIOY uU HacToOAIMUM
[Tonmoxenuem.

1.5. Kontpoub 3a aestenbHOoCThIO apxuBa JIOY ocyliecTBisieT 3aBeyoiasi, a B
e€ OTCYTCTBUM 3aMECTUTENh 3aBEIYIOIIETO, KOTOphle OO0ECIeunBalOT apXUB
HEO0OXOAMMBIM IMOMEUIEHUEM U 000PYAOBAaHUEM.

1.6. HenocpenctBeHHoe pykoBojacTBO apxuBoM JIOY BozmaraeTcss Nmpuka3om
3aBeyIOLIEH Ha JIMII0, OTBETCTBEHHOE 32 BEJICHUE apXUBa.

2. CocTaB JOKYMEHTOB apXuBa
2.1. ApxuBHBIE NOKYMEHTHI, MOCTyMNarolmue Ha XpaHenwe B apxuB JJOY
OTHOCATCS K MyHHUITUTIATBHONU COOCTBEHHOCTH, HE MOJICKAT MTPUBATHU3AINHN, HE MOTYT
OBITb OOBEKTOM TMPOJAKU, MEHBI, JAPEHUs, a TaKXKE HHBIX CHCJIOK, MOTYIIUX
MIPUBECTH K UX OTUYKIECHUIO.
2.2. B apxus JIOY nocrtynaror:
2.2.1. ApxuBHbIE JOKYMEHTHI, 00pa30BaBIIMECS B IPOIIECCE NEATEIbHOCTH
JOY, BpeMeHHOTO XpaHeHus: (He0OXO0IMMbIE B MPAKTUYECKOU IEATEIIBHOCTH).
2.2.2. ApxuBHbBIE JTIOKYMEHTBI, 0Opa30oBaBIIUECS B MPOIECCE NESITEIHLHOCTH
JOV.
2.2.3. JIoKyMeHTBI IO TUYHOMY COCTaBY, OTPAXKAOIIME TPYIOBbIE OTHOLLICHHS
paboTHUKA ¢ pabOTOIaTEIIEM.
2.2.4. ApXuBHBIE JOKYMEHTHI IOCTOSIHHOTO XPAHEHUS.
3.3agaun U GpyHKUUM apXuBa.
3.1. OcHoBHubIME 3a7a9amu apxuBa J[OVY:
3.1.1. KoMmrmiekToBaHHE JOKYMEHTaMH, COCTaB KOTOPBIX MPEIyCMOTPEH
paznenom 2 Hactoswmero [TonoxeHus.
3.1.2.  OOGecnieyeHre e€QUHBIX NPHUHIIMIIOB  OPTaHMU3AIlMU  XpaHEHUS,
KOMIUIEKTOBAHMS, yU€Ta U UCTOJIb30BAHUE APXUBHBIX JOKYMEHTOB, UX COXPAHHOCTH.
3.1.3. OcymiecTBrienrue KOHTPOJs 3a (popmupoBaHueM u 0hOpMIICHHUEM JIeT B
nenonpousBoactee JOY.



3.2. B cooTBeTCTBHM C BO3JOK€HHBIMH Ha Hero 3agadamu apxuB JIOY
OCYUIECTBJISIET cienytonue QyHKIINN:

3.2.1. llpyHuMaeTr mnoclie 3aBEpPLICHUS MEJIONPOU3BOJICTBOM, YYUTHIBAET H
xpaHut nokyMeHTol JIOY,  o0paGoTaHHble B COOTBETCTBUM C TPEOOBAHUSIMU,
YCTaHOBJICHHBIMU 3aKOHOJIATEILCTBOM 00 apXUBHOM jene B Poccuiickoit denepanumu.

3.2.2. OcyuiecTBIsIET y4eT U 00ecleurnBaeT MOJHYI0 COXPaHHOCTh MPUHSATHIX
apXHUBHBIX IOKYMEHTOB, B TOM YHCJIE MO JIUYHOMY COCTaBY.

3.2.3. IIpoBOAUT CBOEBPEMEHHOE YIOPSAAOYEHUE APXUBHBIX JOKYMEHTOB
(3KCnepTH3y LIEHHOCTH, HAyYHO-TEXHUYECKYI0 OOpabOTKy, COCTaBJIEHUE OMHCEN U
T.1.).

3.2.4. Opranu3yeT UCMoab30BaHUE JOKYMEHTOB:

- uHpoOpMHUpYET aaMHUHHUCTpamuio u pabotHukoB JIOY o coctaBe W coaepKaHHH
JIOKYMEHTOB apXHBa;

- OeciylaTHO  TPENOCTABISET  MOJB30BATEISIM  apXMBHBIMH  JIOKYMEHTAMHU
o(OpMJICHHBIE B YCTAHOBJICHHOM MOPSIIKE ApXUBHBIE CIPABKU HIJIA KOMUU apXUBHBIX
JOKYMEHTOB, CBA3aHHbBIE C YCTAHOBJICHUEM TPYAOBOTO CTa)Ka, COLIMAIBLHOMN 3alUTOM
rpakJaH, MpeaycMaTpUBaIONIe UX MEHCUOHHOE OOECIICUYCHHE, a TakXKe MOJIyYCHHE
JrOT M KOMIIEHCAIlMMi B COOTBETCTBUHM C 3aKOHOAATEIbCTBOM Poccuiickoi
denepannu;

- BBIJACT B YCTAHOBJIICHHOM IMOPSAKE J€Jia, TOKYMEHThl WJIM KONHH JOKYMEHTOB B
LEIAX CIIY>)KEOHOTO0 M MPAaKTHYECKOTO0 HCHOJb30BaHUS AJid pabdOThl B MOMEUICHUH
A0V,

- BEJICT YUET UCIOJIb30BaHUS JOKYMEHTOB, XPaHSIIIUXCS B apXUBE.

4. IIpaBa ¥ OTBETCTBEHHOCThH

4.1. Jlnsa BBINOJIHEHUS BO3JIOXKEHHBIX 3a7a4 U (DYHKIMI U0, OTBETCTBEHHOE
3a BegeHue apxusa OV, numeer nmpaso:

4.1.1. KoHTponupoBaTh BBIMOJHEHUE YCTAHOBIICHHBIX TPaBHII PabOTHI C
nokymenramu B J1I0VY.

4.2. JIuuo, oTBeTCTBEHHOE 3a BeqeHue apxuBa [JOY, HeceT OTBETCTBEHHOCTh
3a BBITIOJTHEHUE BO3JI0KEHHBIX HA apXUB 33724 U (QYHKIIHM.

4.3. 3a yrpary W TOpuy JAOKYMEHTOB JOJDKHOCTHBIE JHMIA YUYPEKICHUS
(PyKOBOAUTENb YUPEXKACHUS W JIMII0, OTBETCTBEHHOE 3a BEJICHHUE apXuBa) HECYT
OTBETCTBEHHOCTb B COOTBETCTBUU C JEHCTBYIOIIUM 3aKOHOAATEIHCTBOM.

5. KommiekroBanue apxuBa

5.1. TloaroroBka noKymMeHTOB K miepemade B apxuB JOY  Bkimroudaer
AKCMEPTU3Y HAYYHOM M MPAKTUYECKOW LIEHHOCTH JOKYMEHTOB, O(OpMIICHHE e,
COCTaBJICHHE OIUCH.

5.2. DkcnepTr3a HEeHHOCTH JOKYMEHTOB.

5.2.1. DOkcmepth3a UEHHOCTH JIOKYMEHTOB - ONPEICICHUE IIEHHOCTU
JIOKYMEHTOB C II€JIbI0 0TOOpa UX HAa XPAHEHHUE W YCTAaHOBJICHUE CPOKOB XPAHCHHUS.

OKcnepTu3y LEHHOCTH JOKYMeHTOB B JIOVY ocyliecTBisieT NOCTOSHHO
JNEUCTBYIOMIAsl SKCIIEPTHASI KOMUCCHSI.

5.2.2. DkcrnepTHass KOMHUCCHUSI Ha3HadaeTcsl mpuka3om 3aBenyromein JJOY. B
COCTaB DKCIEPTHON KOMUCCHUHU BKJIIOYAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM UHUCIIE
B 00513aTE€TLHOM TIOPSIKE JTUI0, OTBETCTBEHHOE 3a BejeHue apxuBa JIOY.



DKcnepTHash KOMHUCCHS Ha 3aceaHusX PacCMaTPHUBACT: HOMEHKJIATYPYy el
JHOVY, onucu pAen MOCTOSHHOTO XpaHEHHMs M MO JIMYHOMY COCTaBYy, aKThl Ha
JIOKYMEHTBI, BbIICIISIEMbIE K YHUUTOKEHUIO.

5.3. OdopmiieHue aein.

5.3.1. [ena NOCTOSHHOTO XpaHEHUs MOAIIMBAIOTCA B TBEPAYI0 OOJIOKKY
CYpOBbIMU HUTKaMmH. JIMCTBI HyMepyloTcsi B MpaBoM BepxHem yriy. KonmuecTBo
JUCTOB B KaXJOM Jelie He JOJDKHO mpeBbimaTh 250. B koHIle nena Ha OoTAeIbHOM
JIUCTE COCTABIIAETCS 3aBEPUTENbHAS HAAMHKCh.

5.3.2. Ha o0noxKe Jen MOCTOSHHOTO XpaHEHHs! JIOJKHBI ObITh MPOCTaBJICHBI
CIIEyIOIME PEKBU3UTHI: HAWUMEHOBAaHHE OOpPA30BATEIBHOTO YUYPEKICHHUS, HOMED
(MHIEeKC) naella MO HOMEHKJIAType, 3aroJIOBOK JieNla, KOJIMYECTBO JIMCTOB, CPOK
XPaHEHHMsI WA OTMETKA «XPaHUTh TOCTOSTHHOY», HOMep (OH/Ia, OTTUCH, JIeTa.

5.3.3. 1o okOHYaHHUH J1ETOMPOU3BOCTBEHHOTO TOAa B O(OPMIICHHBIE O0JI0XKKU
JIeJT TTIOCTOSIHHOTO XPAaHEHHsI BHOCSTCS HEOOXOJMMBbIE YTOYHEHHUS: B 3arOJIOBKHU JIET,
coJiepKalluX PacropsSIUTEIbHbIE JOKYMEHTHI (IIPUKa3bl, MPOTOKOJbI), BHOCATCS
HOMEPA; €CIU JIeJI0 C MEePENUCKON COCTOUT U3 HECKOJIbKUX TOMOB, B Ka)XJIOM TOME
YKa3bIBACTCSI KOPPECIIOHEHT, aBTOp, TEPPUTOPHS, Apyrue AaHHbie. B Kaxxaom Tome
yKa3bIBaeTCs JlaTa (4Mcio, MECsll, TOJ]) Hayajda U OKOHYAHMS JAHHOTO ToMa. TouHbIe
JaThl TMPOCTABISIOTCS HA OOJIOKKax JUisi OBICTPOTO TMOMCKAa JIOKYMEHTOB B
MOCJIEYIONIEM; U3 3aBEPUTEIbHOM HAAMUCH Ha OOJIOKKY Jejla BBIHOCUTCS
KOJIMYECTBO JIUCTOB B JEIIE.

5.3.4. Hagnucu Ha 00JOXKax Jiel TOCTOSIHHOTO U JIOJITOBPEMEHHOIO
XPaHEHHsI CIICTYET MPOU3BOIUTH YETKO, CBETOCTOMKNMHU YEPHIIIAMH.

5.3.5. Jlns ydyera KOauM4ecTBa JUCTOB B J€jie U (PUKCAUUUA OCOOCHHOCTEW UX
HyMEpaIui Ha OTAEIHHOM JIUCTE COCTABIISACTCS 3aBEPUTEIbHAS HAMHCh.

B 3aBepuTenpbHOW HAANMHUCH YKAa3bIBACTCS KOJUYECTBO JUCTOB (IubpamMu U
MPOMKCHIO) B Jese. 3aBepuTelibHAs HAAMKUCh TOIMUCHIBAETCS COCTABUTENIEM C
yKa3aHUEM €ro JOJKHOCTH U JJaThl COCTABIICHUSI.

5.3.6. BHyTpeHHSiE OIUCh COCTAaBISETCS K JieJlaM TOCTOSIHHOIO U
noiaroBpeMeHHoro (ceimie 10 15et) cpoka XpaHeHHs, CHOPMHUPOBAHHBIM TIO
PA3HOBHUIHOCTSIM JOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
coJiep)KaHKEe TOKYMEHTOB (0c000 IIEHHBIE, JIMYHBIC JIeIa U p.).

5.3.7. Jlena BpeMEHHOTO XpaHeHUsI 0QOPMIISIIOTCS YIIPOIIEHHO:

OHHM HE TIOJIIUBAIOTCS, JUCTHI B HUX HE HYMEPYIOTCS, YTOUYHEHHWE Ha OOJIOKKaxX HE
MPOU3BOAMTCS, ONMKUCH Ha JieJla HE COCTaBISIOTCS, YYET BEJETCA MO HOMEHKIAType
Jen.

5.4. Onncanue JOKyMEHTOB ITOCTOSSHHOT'O CPOKa XPaHEHMUS.

5.4.1. Onucu cOoCTaBISAIOTCS Ppa3/IesIbHO Ha Jejla MOCTOSIHHOTO XPAaHEHUs IO
OCHOBHOM JIESITEILHOCTH U HA JIeJIa M0 JINYHOMY COCTaBY.

5.4.3. Onucu coCTaBIAIOTCA IE€TOTPOU3BOIUTEIIEM.

5.4.4. Onuch BeAeTCs B €IMHOM BaJOBOM HyMEpallii B TEUCHHE HECKOJIBKUX
JeT .

54.5. Ha nena ¢ WCTEKIIUM CPOKOM XpaHEHUS COCTABISIETCS akT o0
YHUYTOXKEHUHU.



