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|. OO1ue monokeHus.

1.1. Tlonoxenue 06 apxuBe MBJIOY Ne 8 (manmee Ilomoxkenue), pa3zpaboTaHo B
cootBeTcTBUH C @enepanbHbiM 3akoHOM «OO0 apxuBHOM nene B Poccuiickoit
@enepanum» ot 22.10.2004r. Ne 125-03, MeronnyecKuMu PEKOMEHIALUAMH 10
paboTe c MOKyMEHTaMu B 0011e00pa30BaTeIbHBIX YUpexkACHUIX, DeneparbHbIM
3akoHOM «O0 obpaszoBanuu B Poccuiickoit denepannm» ot 29.12.2012 roma Ne 273-
®3 .11 4. 3 c1.28, B COOTBETCTBUU C MPUMEPHBIM IMOJIOKEHUEM OO0 apXuBe
OpraHu3alliy , yTBEPKIEHHBIM npuka3zoM Pocapxusa ot 11.04.2018 No 42.
1.2. Apxus MBJIOY BpICTyIIaeT MCTOYHMKOM KOMIUJIEKTOBaHHUS I'OCYNApCTBEHHBIX,
MYHHIIATIATEHBIX aPXUBOB (asiee APXHUB JETCKOTO caja).
1.3. ApxuB MBJIOY co3maercs B LEIAX  OCYLIECTBICHUS  XpaHEHWS,
KOMIUIEKTOBAHUS, YU€Ta U MCIIOJIb30BAaHUs JOKYMEHTOB BpeMEHHBIX (cBbIe 10 seT)
CPOKOB XpaHEHHs, B TOM YHUCIJIE€ IO JMUYHOMY COCTaBy, 0Opa3yloIluXcs B Ipolecce
nearenbHOCTH  MbBJIOY W 3aKOHYEHHBIX  JEJONPOU3BOACTBOM  JOKYMEHTOB
MIPAKTUYECKOTr0 HAa3HAYEHHUsA, UX OTOOpa M MOATOTOBKHM K IMEpEeNayd Ha XpaHEHHE B
rOCyJapCTBEHHbIM  (MyHUUMIAJIbHBIN) apXWB, HCTOYHUKOM  KOMIUIEKTOBAHUS
kotoporo BeicTynaeT MB/IOY).
1.4. ApxuB IeTCKOro cajxa B CBOEH AEATEIBHOCTH PYKOBOIACTByeTcs PDenepaabHbIM
3akoHOM «O0 apxuBHOM nene B Poccuiickoit @enepanum» ot 22.10.2004r. Ne 125-
@®3, 3akoHaMHM, HOPMATHUBHO-TIPABOBBIMHU aktaMu Poccuiickori @enepauuu,
cyobektoB Poccuiickoit denepanun B cepe apXUBHOIO Jiea U JI€IONPOU3BOACTBA,
[IpaBUJIaMy OpPraHU3AlMU XPAaHEHMs, KOMIUIEKTOBAaHUS, Yy4eTa MCIOJb30BAHMS
IOKyMeHTOB ApxuBHoro ¢ouaa Poccuiickoii ®enepauuu W ApPYyrux apXUBHBIX
JOKYMEHTOB B TOCYIApCTBEHHBIX OpraHaX, OpraHax MECTHOTO CaMOYIIPaBJICHMS,
OpraHu3aLHUsIX.

II. CocTaB 10KyMeHTOB ApXHBa AETCKOTO caja.
2.1. ApXuB IETCKOTO Ca/la XPaHHUT:
- IOKYMEHTBI MMOCTOSIHHOTO U BpeMEHHbIX (CBbIIE 10 JIeT) CPOKOB XpaHEHHMs, B TOM
qucie JOKYMEHTBI IO IMYHOMY COCTaBy, 0Opa3zoBaBiuuecs B AestenbHoctd MB/IOY;
- JOKYMEHTBl TOCTOSSHHOTO XpaHEHHs W JOKYMEHThl IO JIMYHOMY COCTaBy,
OTpaXKarolue TPYAOBbIC OTHOIICHUSI paOOTHHKA ¢ paboToIaTeIeM;
- apXUBHBIE JOKYMEHTBI TOCTOSIHHOTO XPAHEHHUS.

III. 3amaun apxuBa AETCKOIO caja.
3.1. K 3agauam ApxuBa JIETCKOTO cajia OTHOCSTCS:
3.1.1. Oprasuzanusi XpaHEHUs JOKYMEHTOB, COCTaB KOTOPBIX MPETyCMOTPEH
pasznenom Il Hactosimero [lonoxenus;
3.1.2. KommiektoBanue ApxuBa JETCKOTO caja JOKYMEHTaMH, 0Opa30BaBIINMUCS B
nesteabHocTd MBJIOY;
3.1.3. Y4deT 10KyMEHTOB, HaXOIAIIUXCSl HA XpaHEHUU B ApXUBE IETCKOTO Caja;
3.1.4. Vicnonp3oBaHuE JOKYMEHTOB, HAXOASAIIMXCS Ha XpaHEHUM B APXHUBE JETCKOTO
cana;
3.1.5. Meronuueckoe pyKOBOJICTBO U KOHTPOJb (popMupoBanust 1 0opMIIEHUS 1€ B
nenonpousBoactse MbJIOV.



V. ®yHkiun ApxuBa I€TCKOTO caja.
4.1. ApXuB IETCKOTO cajia OCYIIECTBISIET CICAYIOIINe (PYHKITUH:
4.1.1. OpranusyeT npueM JTIOKYMEHTOB MOCTOSHHOTO M BpeMeHHBIX (10 jieT) cpokoB
XpaHEHHs, B TOM YHUCJE IO JMYHOMY COCTaBy, 0Opa30BaBUIMXCA B JEATEIBHOCTH
MBJIOY, B cOOTBETCTBUU C YTBEPKIEHHBIM I'padukoM
4.1.2. Bener y4eT JOKyMEHTOB, HaXO/SIIUXCS HA XpAaHEHUU B APXHBE JIETCKOTO Caja.
4.1.3. CucrteMaTu3upyeT U pa3MelIaeT JOKYMEHThI, IOCTyNaIue B ApXUB JE€TCKOTO
cajia, 00pa30BaBIIMECS B XO/I€ OCYIIECTBICHUS ACSITEIIbHOCTU JETCKOTO Cajia.
4.1.4. IlpencraBiser B TOCYIAapCTBEHHBIN (MYHHUIIMNAIbHBIA apXWB) YUYETHBIC
cBeZieHUs1 00 00beMe M COCTaBEe XPaHAIIMXCS B ApXHMBE JETCKOIO Cajla TOKyMEHTOB
ApxuBHoro ¢onya PO u apyrux apXuBHBIX JOKYMEHTOB B COOTBETCTBUU C MOPSIKOM
roCyJJapCTBEHHOTO y4eTa JIOKyMEeHTOB ApXuBHOTO (hoHaa PD.
4.2. ApXuB IETCKOIO €a/ia OCYUIECTBIIIET HOATOTOBKY U MPEACTABIISECT:
4.2.1. Ha paccMOTpeHHME M COITIACOBAHHUE HKCIIEPTHOM KOMMCCHUHU JAETCKOTO caaa
OIKCH JIeJI IOCTOSITHHOTO XpaHEeHUs!, BpeMeHHbIX (cBblle 10 j1eT) CpoKOB XpaHEHUs, B
TOM YHCI€ TO JIMYHOMY COCTaBYy, & TaKK€ aKTbl O BBIICJIICHUU U YHUUTOKCHHIO
apXMBHBIX JTOKYMEHTOB, HE IMOMJIEKAIINX XPAHEHUIO, aKThl 00 yTpare JTOKyMEHTOB,
aKThl O HEUCITPABUMBIX MMOBPEXKICHHUIX apPXUBHBIX JJOKYMEHTOB.
4.2.2. Ha yTBEepXIEHHE SKCIEPTHO-NPOBEPOUHON KOMHUCCUU (eepaabHOro
rOCyJapCTBEHHOTO apXWBa WJIA YIIOJIHOMOYEHHOI'O OpraHa MCHOJHUTENIbHOW BIACTH
cyobekra PO B cepe apXUBHOTO Jie1a OIUCH JIE] MOCTOSHHOTO XpaHEHUSI.
4.2.3. Ha yTBepKICHHE 3aBEIyIOLIEMYy JACTCKUM CAJOM ONMCH JAEN IOCTOSHHOTO
XpaHeHus!, BpeMEHHBIX (CBbILIE 10 JIeT) CPOKOB XpaHEHUs, B TOM YHCJIE OMUCH JEJI 10
JMYHOMY COCTaBY, aKThl O BBIJICJICHUM U YHUUYTOKEHUU APXUBHBIX TOKYMEHTOB, HE
NOJUIeKAIMX XPaHEHHUI0, aKThl 00 yTpare JOKYMEHTOB, aKThl O HEUCIPABHUMBIX
MOBPEXKJICHUI apXMBHBIX JOKYMEHTOB, yTBepKIeHHbIe(coracoBanubie) DK wmm
rOCyJapCTBEHHbIM apXMBOM B CIIy4ya€ HAJIEJIEHUsI €ro COOTBETCTBYIOIIMMHU
MTOJIHOMOYHSIMHU.
4.2.4. TlpoBomuT MeEpONPUATHS 1O OOECHEUCHUI0 COXPAHHOCTH JOKYMEHTOB,
CBOEBPEMEHHOMY YIOPSJAOYCHUIO APXUBHBIX JIOKYMEHTOB (IKCHEPTU3Y IIEHHOCTH,
Hay4YHO-TEXHUYECKYI0 O00pabOTKy, COCTaBJIEHUE OMHUCEH W T.J.), HAXOASIIUXCS B
ApXxuBe JETCKOrO caja.
4.2.5. OpranusyeT nHpOpMHpOBaHHE pyKoBoacTBa U pabotHnkoB MBJIOY o coctase
Y COJEP’)KaHUM TOKYMEHTOB ApXHUBa JETCKOTO Caja.
4.2.6. Nnadopmupyer corpynaukoB MBJIOY mo Bompocam MeCTOHAXOXKICHUS
aApPXMBHBIX JIOKYMEHTOB.

V. KomIuiekToBaHne apxXusa.

5.1. ITogroroBka fOKyMeHTOB 151 iepenay B apxuB MBJIOY BkitodyaeT skcnepTusy
HAayYHOM M MPaKTUYECKOW I[EHHOCTH AOKYMEHTOB, O(OPMIICHUE €N, COCTaBJICHHE
OTIMCH.

5.2. DkcnepTu3a IEHHOCTH JOKYMEHTOB.

5.2.1. DkcrnepTr3a UEHHOCTU JOKYMEHTOB - OMPEAEJIEHUE LIEHHOCTH JTOKYMEHTOB C
IeJIbI0 0TOOpa MX Ha XpPaHEHHE M YCTAaHOBJICHHUE CPOKOB XpaHEHHUS. DKCIEPTU3Y
HeHHOCTH  JokymMmeHTOB MBJIOY  ocymiecTBisieT TMOCTOSHHO — JAEHCTBYHOLIAS



AKCIIEPTHAS] KOMUCCHSI.

5.2.2. DxkcriepTHas KOMHCCHs Ha3Ha4daeTcsi mpukazoM 3aBeayromero MBJIOY. B
COCTaB JKCIIEPTHOM KOMUCCUH BKIIFOYAETCS HA MEHEE TPEX COTPYAHUKOB, B TOM YHUCIIE
B 00s3aTeNbHOM TMOPSAKE JIMIO, OTBETCTBEHHOE 3a BeaeHue apxuBa MBJIOV.
DKcrniepTHasi KOMUCCHSI Ha 3acelaHusX paccMaTpuBaeT: HOMeHKIatypy aea MB/IOY,
OMMUCU TIOCTOSIHHOTO XpaHEHHUS] U [0 JIMYHOMY COCTaBy, aKThbl Ha JIOKYMEHTHI,
BBIJICTISIEMbIC K YHUUTOXKECHHUIO.

5.3. Odopmienue aed.

5.3.1. Jlena moCTOSIHHOTO XpaHEHUs MOANIUBAIOTCS B TBEPAYIO OOJIOKKY CYpOBBIMU
HUTKaMu. JIMCTBI HyMEpyIOTCS B MpaBOM BepxHeM yriy. KoiaumdecTBO JMCTOB B
KaXJOM JIeJie He JOJDKHO mpeBbimarh 250. B koHIlE Jena Ha OTACIBHOM JIHCTE
COCTABJISIETCS 3aBEpUTEbHAS HAJIIUCh.

5.3.2. Ha o0Onoxke naen MOCTOSHHOTO XpaHEHHsS MJOHKHBI OBITh IMPOCTAaBICHBI
CJIEyIOIIME PEKBU3UTHI: HAMMEHOBAHHE O0Opa30BaTENBHOTO YUPEKACHHUS, HOMED
(MHAEKC) JNena 1O HOMEHKJAType, 3aroJioBOK JieJa, KOJIMYECTBO JIUCTOB, CPOK
XpaHEHHsI WJI OTMETKA «XPaHUTh MOCTOSTHHO», HOMEp (hoH7a, ONUCH, Jena.

5.3.3. Ilo OkOHYaHUIO AEJIONPOU3BOJICTBEHHOTO Toia B 0hOpMIICHHBIE OOJIOKKH eI
MOCTOSIHHOTO XPaHEHUsI BHOCSATCS HEOOXOIMMbIE YTOYHEHHUS: B 3aroJOBKH JIEd,
COJEPKALLMX PACIOPSAUTENbHBIE JOKYMEHTHI (IIPUKa3bl, MPOTOKOJBI), BHOCATCS
HOMEpPA; €CIU J€J0 C MEPENUCKOM COCTOUT M3 HECKOJIBKUX TOMOB, B KaXKJIOM TOME
YKa3bIBa€TCsSl KOPPECIIOHJICHT, aBTOp, TEPPUTOPHS, APYrUue JaHHble. B KaxkaoM ToMe
yKa3blBaeTCs JaTa (4UCio, MECAIl, To/1) Hayajda U OKOHYaHUsl JAHHOTO ToMa. TouHbIe
JaThl TPOCTABISIIOTCA HAa OOJNIOKKaxX JJIsi OBICTpOTO TIOHMCKAa JOKYMEHTOB B
MOCJEYIONIEM; U3 3aBEPUTEIbHOM HAANMMCH Ha OOJIOKKY Jiella BBIHOCHUTCS
KOJINYECTBO JINCTOB B JIEJIE.

5.3.4. Hagnucu Ha OOJNOXKAX Je1 TMOCTOSHHOTO U JOJTOBPEMEHHOTO XpaHEHUs
CJielyeT MPOU3BOANTH YETKO, CBETOCTOMKUMH YEPHUIIAMH.

5.3.5. lnga yyera JUCTOB B Jene U (PUKCAMU OCOOCHHOCTEW WX HyMepaluu Ha
OTJENBHOM JIMCTE COCTABISIETCS 3aBEpUTENbHAS HAANUCh. B 3aBepuTenbHON HaaANMCH
YKa3bIBA€TCS KOJUYECTBO JUCTOB (IIM(pamMu POMUCKHIO) B JIETIC.

5.3.6. BHyTpeHHS ONUCh COCTABNISAETCS K JIeJIaM MOCTOSHHOTO U JOJITOBPEMEHHOTO
(cBpimie 10 jet) xpaHeHus, c(OPMHUPOBAHHBIM O PA3HOBUAHOCTIM JIOKYMEHTOB,
3arojIOBKM KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COAEpKaHuE AOKYMEHTOB (0C000
LICHHbIC, TUYHBIC JIeJIa U JIP.)

5.3.7. Jlema BpeMEHHOrO XpaHEHUs O(OPMIISIIOTCS YMPOIIECHHO: OHH HE
MOJIIITUBAIOTCS, JUCTHl B HUX HE HYMEpPYIOTCSA, YTOUYHEHHE Ha OOJOXKKax He
IIPOU3BOJIUTCS, OIIUCH JI€JIa HE COCTABIISIOTCSA, YUET BEAETCS 10 HOMEHKIJIAType Je.
5.4. Onrucanue JOKyMEHTOB MOCTOSTHHOTO CPOKa XpaHEHUS

5.4.1. Onucu COCTaBIAIOTCA pa3lleIbHO Ha Jela MNOCTOSIHHOTO XPaHEHUs II0
OCHOBHOM JIEATETLHOCTH U JieJia TI0 INYHOMY COCTaBY.

5.4.3. Onucu coCTaBIsAIOTCS CIECHMATIMCTOM IO KaJpaM.

5.4.4. Onuck BeneTcs B €MHON BAJIOBOM HyMepalluy B TEYEHUE HECKOJIbKUX JIET.
5.4.5. Ha nena ¢ UCTEKIIUM CPOKOM XPaHEHUsI COCTABIISAETCS aKT 00 YHUUYTOXKEHUHU.



VI. I1IpaBa apxuBa.
JItst iICTIOTHEHMST BO3JIOKEHHBIX 33/1a4 U (PYHKIIMI apXuB UMEET IIPaBo:
6.1. TpeboBarhb OT CTPYKTYpPHBIX MOApPA3ACACHUN (CHEIUATUCTOB) YUPEKICHUS
CBOEBPEMEHHOHN Tepenayrl B apXUB JIOKyMEHTOB B YIIOPSIOYCHHOM COCTOSIHUH,
KOHTPOJIMPOBATh BBITIOJIHEHHE yCTAHOBIICHHBIX IPaBUI PadOTHI ¢ JOKYMEHTaMH B
CTPYKTYPHBIX MOAPA3NCICHUAX YUPESKICHUS (CIIEIUATTUCTAMU YIPEIKICHUS).
6.2. 3ampammBarh OT CIENHUAIMCTOB YUYPESKICHHS CBEACHHS, HEOOXOAUMBIC IS
paboThl apXuBa, C y4eTOM 00ECICUEHHUs MCIOJHEHUS BCEX BO3JIOKEHHBIX HA apXUB
3a1a4 U QyHKIIUH.
6.3. IlpencraBnarh  3aBeAylolleMy  JETCKUM  CaJioM  TOPEAJIOKEHUs  TI0
COBEpILICHCTBOBAHUIO  OpraHW3allud  XpaHEHWs, KOMIUIEKTOBaHUS, YydeTra W
UCIOJIb30BAHMS APXUBHBIX IOKYMEHTOB B ApXUBE JETCKOTO Cajia.

VII. OTBETCTBEHHOCTh apXUBA.
7. OTBETCTBEHHBI PAOOTHUK IO JAEIONPOU3BOJICTRY.
7.1. JIOMKHOCTHOE JIUIIO0 HECET OTBETCTBEHHOCTh 3a BBIIIOJHEHHE BO3JIOKCHHBLIX Ha
apXuB 33/1a4 U PYHKIUH B COOTBETCTBHUH C TOJPKHOCTHBIMHU OOSI3aHHOCTSIMH.
7.2.  OTBETCTBEHHbI pa0OTHUK MO JAEJIONPOU3BOJACTBY U BEACHUIO apXHBa
Ha3HA4yaeTcsl MpUKa3oM 3aBenyroniero. O0s13aHHOCTH paOOTHHKA BKIIIOYAIOTCS B €r0
JNOJDKHOCTHYO UHCTPYKIHIO.

VIII. Cpok neicTBUS MOIOKEHUS.
8.1 Cpoxk AeicTBHS MOJOKEHUS HE orpaHudeH. [lonoxxeHne neicTByeT 10 IPUHATHS
HOBOTO.
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