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ITono:xxenune 06 apxu
MAJOY «Jlerckuii cax Ne 48»

1. O6mme noJioxkeHus1

1.1. Ilonoxxenune o0 apxuBe MyHMIMIIAJIBHOIO aBTOHOMHOTO JOLIKOJBHOIO
oOpa3zoBaTenbHOro yupexaeHuss « [erckuii cam Ned®» (manee — IlonoxeHue),
pa3paboTaHo B cooTBeTcTBUU ¢ DenepanbHbiM 3akoHOM «OO0 apXUBHOM Jeie B
Poccuiickoit  ®enepauun» ot 22.10.2004 Ne 125-®3, MeToauyeckumMu
pekoMeHJauuMsMu 1o pabore ¢ JOKyMeHTamMH B  00l1eo0pa3oBaTesbHbIX
YUpEKICHUSIX.

1.2. Hacrosiee [Tonoxenue paspabotaHo B LEsAX:

— COBEpILUEHCTBOBAHMUS JAESTEJIBHOCTH B cdepe OpraHu3allu XpaHEHHs,
KOMILJIEKTOBAHUSI, YYETa U UCITOIb30BaHUS apXUBHBIX JOKyMeHTOB MAJIOY
— palMOHaJbHOW OpraHu3aluy JOKYMeHTallMoHHOro obecrneuenus B MAJIOY

1.3. ApxuB MAJIOVY co3naetcst B LieJisIX XpaHEHUs, KOMILIEKTOBAHUS, y4eTa U
MCIOJIb30BaHUs TOKYMEHTOB, 00pa3ytoluxcs B mpouecce aestenbHoctd MAJIOY u
3aKOHYEHHBIX JeJOMPOU3BOJCTBOM JOKYMEHTOB IPAKTUYECKOTO Ha3HAYeHHUs, HX
oTOOpa U MOJArOTOBKH K Mepeiaye Ha XpaHeHHEe B MyHUIMIIAJIbHbIN apXUB.

1.4. B cBoeii pabore apxuB MAJIOY  pyKOBOACTBYETCSl 3aKOHOAATEIbCTBOM
00 apxuBHOM Jene B Poccuiickoii denepaniy, ”HBIMM HOPMATHUBHBIMU ITPABOBBIMU
aktamu Poccuiickoit @enepauuu, mnokaabHbiMU akTamu MAJIOY U Hacrosium
[Tonoxenuem.

1.5. Kontponb 3a gesitenbHocThiO apxuBa MAJIOY OCYLLIECTBJISET
3aBedyrollas, a B €€ OTCYTCTBUM 3aMECTUTENb 3aBENYyIOLIEH I10 BOCIMUTATEIbHO-
METOJIMYEeCcKOi paboTe, KOTOpble 00ECIeUrBAIOT apXUB HEOOXOAUMBIM TOMELIEHUEM
1 000py1I0BaHHEM.

1.6. HenocpenctBeHHOe pyKoBOACTBO apxuBoM MAJIOY BO3JIaraeTcs
NPUKA30M 3aBeNyIOllel Ha JIMI0, OTBETCTBEHHOE 3a BeJleHHe apxuBa (Kak IMpaBHIIo,
Ha JeJONpPOU3BOAUTEIS).

2. CocTaB 10KYMEeHTOB apXHBa

2.1. ApxuBHBIe JOKYMEHTBI, ITOCTyMarolye Ha XpaHeHue B apxus MAJIOY,
OTHOCATCSI K MYHHULMINAJIBbHOW COOCTBEHHOCTH, HE MOMAJEXKAT IMPUBATU3ALMUH, HE
MOTYT OBITh OOBEKTOM MPOJAKU, MEHBI, NapeHus], a TAaK)Ke MHBIX CIEJIOK, MOTYIIHUX

TIPUBECTH K MX OTUYKICHHIO.
2.2. BapxuB MAJIOY nocrtynaror:



2.2.1. ApxuBHbBIE JOKYMEHTEI, 00pa30BaBIIKeCs B MpoLecce aesTelbHOCTH
MAJIOV, BpemenHoro Xpanenus (HeOOXOANUMBIE B MPAKTHYECKOM JEATENbHOCTH).

2.2.2. ApXVBHbBIE IOKYMEHTHI, o0pa3oBaBIlIKecs B MpoIecce AesTelbHOCTH
MAJIOY

2.2.3. JIOKyMEHTBI [10 IHYHOMY COCTaBy, OTpa)karolUe TPYIOBbIe OTHOIIEHHS
paboTHHKa ¢ paGoTonareem.

2.2.4. ApXUBHBIE JOKYMEHTbI OCTOSHHOTO XpaHeHwusl.

3.3apauu u pyHkuuu apxusa.

3.1. OcHoBHBIMH 3a/1auaMy apxBa MAJIOYV:

3.1.1. KommiekroBanue AOKyMEHTaMH, COCTaB KOTOPBIX IIPeayCMOTpEH
pasnenoM 2 HacTosero Ilonoxkenus.

3.1.2.  OGecnieyeHne emuHBbIX NIPUHLMIIOB  OpTaHU3alUX  XpaHEHHs,
KOMIIJIEKTOBAHUS, y4€Ta M UCIIOIb30BAHUE APXHBHBIX JOKYMEHTOB, HX COXPaHHOCTH.

3.1.3. OcymectBienue KoHTposs 3a (hopmupoBaHrHeM U ohOPMIICHHEM /e B
aenonpoussoactse MAJIOY.

3.2. B COOTBETCTBHH C BO3JIOKEHHBIMH HA HEro 3amadyamu apxuB MAJIOY
OCYLIECTBJISICT ClIeAYIOIINe (DYyHKLMU:

3.2.1. Tlpunumaer mocne 3aBeplueHus JACJIONPOU3BOJACTBOM, YUHUTHLIBAET U
XpaHUT MOKyMeHTbI MAJIOY, o06paGoTaHHblE B COOTBETCTBUU C TpeOOBaHUSIMH,
YCTAHOBJICHHBIMM ~ 3aKOHOJATENLCTBOM 00 apXMBHOM jele B PoccHilckoii
Denepanmu.

3.2.2. OcymiecTBiseT yuer u obecrneynpaer TIOJIHYIO COXPAHHOCTb MPHUHSATHIX
dPXMUBHBIX JIOKYMEHTOB, B TOM YUCJIE MO INYHOMY COCTABY.

3.2.3. TlpoBOZHT  cBOEBpeMeHHOE YOOPsIIOYeHUe apXUBHBIX JIOKYMEHTOB
(9KCIepTU3y LEHHOCTH, Hay4YHO-TEXHUYECKYI0 00paboTKy, cOCTaBleHHe ONMUCEH U
T.J.).

3.2.4. OpraHu3syer HCIONB30BaHUE JIOKYMEHTOB:

- HHQOPMUPYET aAMHHUCTPALHIO U pabotankoB MAJIOY o cocrase u CoZlepKaHUU
JOKYMEHTOB apXHBa;

- 0OecnmaTHO  MpeNOCTAaBISIET  MOMB30BATENSM aApXUBHBIMM  JIOKYMEHTaMH
0(hOpMIIEHHbIE B YCTaHOBIEHHOM TIOPSIIKE apXMBHBIC CIIPABKH WUJIH KOMMH apXUBHBIX
AOKYMCHTOB, CBA3AHHbIE C yCTAHOBIECHUEM TPYIOBOIO CTAXa, COLHATBLHON 3aIIUTO
Tpak/ial, NpelyCMaTpUBalOLIel X MEeHCHOHHOE obecIeueHue, a TakKe [oJIy4eHHe
JIBFOT M KOMIIEHCALMH B COOTBETCTBHM C 3aKOHOIATENbCTBOM Poccuiickoii
Denepannn;

- BBIIACT B YCTAHOBIICHHOM MOpAAKE Jeia, JOKYMEHTbl MM KOMHUHU JOKYMEHTOB B
LEeJsIX CIIy’KeOHOTO M MPaKTHYECKOro MCIIOJIB30BAHUS JUIs paboThl B MOMEIEHUH
apXuBa,

- BCICT yHCT HCIIOJIB30BaHUS IOKYMEHTOB, XPaHSIMXCS B apXHBeE.

4. IIpaBa u OTBETCTBEHHOCTD

4.1. Jlns BBITONHEHUS BO3JIOKEHHBIX 327124 H (GyHKLMIT JTHI0, OTBETCTBEHHOE
3a Benienue apxusa MAJIOV |, umeer npaBo:

4.1.1. KoHTpOJMpOBaTh BbINOJIHEHHE YCTaHOBJICHHBIX IpaBUI paboOThl C
AokymeHTamu B MAJIOV.



4.2. Jlumo, oTBeTcTBeHHOe 3a BeaeHue apxuBa MAJIOY, Hecer
OTBETCTBEHHOCTH 3a BBIITOJIHEHHE BO3JI0KEHHBIX Ha apXMB 3a7a4 U PYHKIUH.

4.3. 3a yrpary 4 mnopyy JOKYMEHTOB JIOJKHOCTHBIE JIMLA YUYpexkAeHUs
(PyKOBOIUTEb YUPEXKACHUS W JIMIO, OTBETCTBEHHOE 3a BEJCHHE apXHBa) HECYT
OTBETCTBEHHOCTh B COOTBETCTBUHU C I€UCTBYIOLIMM 3aKOHOJAATEIBCTBOM.

5. KomniekroBanue apxuBa

5.1. TlonrotoBka nOKyMeHTOB K mepenade B apxuB MAJIOY  Bkimroyaer
OKCTIIEPTU3y HAyYHOH M IMPAKTHYECKOW IIEHHOCTH JOKYMEHTOB, odopMIieHHE mel,
COCTaBJICHHE OIHCH.

5.2. DKcnepTu3a LEHHOCTH JOKYMEHTOB.

5.2.1. DkcnepTtu3za LIEHHOCTHM [JOKYMEHTOB - OIpEle/eHUe LUEHHOCTH
JIOKYMEHTOB C 1IeJIbI0 0TOOpa UX Ha XpaHeHHe U YCTAaHOBJIEHUE CPOKOB XpaHEHHUSI.

Dkcneptusy LeHHOCTH JNokymeHTOB B MAJIOVY ocyliecTBiasieT MOCTOSTHHO
NeNCTBYIOLAst SKCIIEPTHAsE KOMUCCHSI.

5.2.2. DKcriepTHas KOMUCCHUS Ha3HavyaeTcs npukazoM 3asenaytoleii MAJIOVY.
B cocraB DkcnepTHONM KOMHMCCHMH BKJIIOUAIOT HE MeHee TpeX COTPYIHHUKOB, B TOM
Yyucle B 00s13aTeIbHOM IOPSIJIKE JIMIIO, OTBETCTBeHHOE 3a BefeHue apxupa MAJIOY.

DKcriepTHass KOMHMCCHS Ha 3aceJaHUsIX pacCMaTpUBaeT: HOMEHKJATYpy Hell
MAJIOY, omucu nen MOCTOSHHOTO XpaHEHUss M MO JMYHOMY COCTaBy, aKThl Ha
JIOKYMEHTBI, BblJIeJIsieMble K YHUUYTOKEHHUIO.

5.3. Odopmienue aei.

5.3.1. [lena HOCTOSIHHOTO XpaHEHHS TMOMAIIMBAIOTCS B TBEPAYIO OOJIOXKKY
CYpOBBIMU HMTKaMH. JIMCTBI HYMepYIOTCS B MpPaBOM BEPXHEM YIIy MPOCTBIM
KapaHaamom. KoimudecTBO JUCTOB B KaXIOM Jelie He JOJKHO npesbimiats 250. B
KOHIIE JieJla Ha OTJeJIbHOM JIUCTE COCTAaBIISICTCS 3aBepPUTEIIbHAsl HAAIIUCH.

5.3.2. Ha o0oxKe aes MOCTOSTHHOTO XpaHEeHMsI TOJKHBI OBITh NPOCTABIIEHEI
ClIelyIolllMe PEeKBU3UTHI: HAaMMEHOBaHUE 00pPa30BATENIBHOTO YUYpPEXKIAEHHUS, HOMEp
(MHIeKC) Jesla MO HOMEHKJAaType, 3aroJIOBOK Jesa, KOJHMYECTBO JIUCTOB, CPOK
XpaHEeHUs UK OTMETKA «XPaHUTh MOCTOSIHHO», HOMep (hOHAA, OTTUCH, [ea.

5.3.3. Tlo OKOHYAaHHH [EJONPOM3BOJACTBEHHOr0 rojaa B O(QOpPMIIEHHBIE
O0JIOKKH JIeJl TOCTOSTHHOTO XpaHEeHWs BHOCATCS HEOOXOAUMBbIE YTOYHEHHS: B
3aroJIOBKM  JIeJI, COICpI)KallMX  paclopsAUTeNbHbIE  JOKYMEHThl  (IIpHKa3bl,
MIPOTOKOJIBI), BHOCSITCSI HOMEPA; €ClU JeJ0 C NEePENUCKONH COCTOUT U3 HECKOJIbKHUX
TOMOB, B KaXJIOM TOME€ YKa3bIBaeTCsi KOPPECMOHAEHT, aBTOp, TEPPUTOpHUs, ApYyrue
naHHble. B KaXIOM TOMe yKa3blBaeTcsl jnara (Yucio, Mecsl, roJ) Hadajga M
OKOHYaHHs [JAaHHOro TOMa. TOdYHBIE OaThl NPOCTABISIOTCS Ha OOJOXKKax JJid
OBICTPOrO TOWCKA JAOKYMEHTOB B IOCJENYIOLIEM; W3 3aBEpUTEIBbHOM HaIIUCH Ha
00JIOXKKY J1eJ1a BEIHOCUTCSI KOJIMYECTBO JIUCTOB B JIEJI€.

5.3.4. Hagnucu Ha o00O0XKKax el MOCTOSHHOIO M JOJIOBPEMEHHOIO
XpaHEeHHUs ClIelyeT MPOU3BOAUTH YETKO, CBETOCTOMKUMU YEPHUIIAMH.

5.3.5. Jlns y4eTa KOJHUYECTBA JUCTOB B Aeje M (QUKCAllMM OCOOEHHOCTEH MX
HyMepalHH Ha OTJIeJIbHOM JIUCTE COCTaBIISIETCS] 3aBEPUTEIIbHAS HAIIUCh.

B 3aBepuTeNbHOM HAIMKUCH YKa3bIBAE€TCS KOJIMYECTBO JHUCTOB (UUppamMu U
MPOMUCBHIO) B Jeje. 3aBepuTesibHas HaAlUCh IOAMUCHIBAETCS COCTABUTEEM C
yKa3aHUeM ero JOJHKHOCTH U AaThbl COCTABJIECHMUS.



5.3.6. BHyTpeHHsis onmch cocraBusercs K mejaM IIOCTOSIHHOTO |
AonroBpeMeHHoro  (cBbiie 10 7eT) cpoka XpaHeHws, copMHpOBaHHBIM IO
PasHOBUJIHOCTAM JOKYMEHTOB, 3aroJIOBKH KOTOPBIX HE PaCKpBIBAIOT KOHKpPETHOe
COZACpIKaHUE IOKYMEHTOB (0c000 LIeHHbIE, TUYHbIE fe/a U ap.).

~ 5.3.7. Jlena BpeMeHHOTO XpaHeHH S OOPMIISIOTCS YIIPOILEHHO:
OHH HE IONIINBAIOTCS, JIMCTBI B HUX He HYyMEpPYIOTCS, YTOUHEHHE Ha 0OJIOKKAX He
TIPOU3BOZIUTCS, OMKCH Ha JeNa He COCTABISIOTCS, y4eT BEAETCs 110 HOMEHKJIaType
Je.

5.4. OnucaHue T0KyMEHTOB TOCTOSHHOTO CpOKa XpaHEeHHs.

5.4.1. OmucH cOCTaBISIIOTCS pa3febHO HA Jefa MOCTOSHHONO XpaHeHus I10
OCHOBHOM NESATENHOCTH U Ha [IeJ1a 110 JTHYHOMY COCTaBy.

5.4.3. OnucH CoCTaBISIOTCS NeT0NPOU3BOIUTENEM.

5.4.4. Onuce Benercs B eIMHOI BaNOBOI HyMepalluh B T€YEHUE HECKOJBKUX
JIeT .

5.4.5. Ha pmema ¢ wucrekmmm cpokom XpaHEHHUs COCTaBJsIeTCS akT 00
YHUYTOXKEHUHU.

6.3aK/II0YHTE/IbHBIE MO0KEH U,

6.1. Hacrosiee nosnoxenue BCTyNaeT B CHJIY C MOMEHTA €ro yTBEpPKIEHHUS
PYKOBOIUTENEM.

6.2. V3MeHeHHs U JIOMONHEHHS B HACTOSILIEE MONOKEHHE BHOCSTCS B
COOTBETCTBHH C H3MEHEHHUEM TpeOOBaHUI IEHCTBYIOIIEro 3aKOHOIATeTbCTRA.

6.3. Ilonoxenue o6 apxuse neicTByeT 10 NPUHATHS HOBOTO [lonoskeHus

0.4. Cpok neiCTBHS MOJOKEHUS He orpaHuyeH. llonoxenue neiictyer 0
IIPUHATHUSL HOBOTO.
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