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1. O01mue moI0:KeHus
1.1. I[Tonoxenne 00 apxuBe MyHHIMIIATHHOTO OIOKETHOTO IOIIKOJIBHOTO 00pa30BaTEIIbHOTO YUPEIKACHUS
«etckuii can c.bepe3oBka bazapno-Kapabynakckoro MyHunumnansHoro paiiona CapatoBckoi o01acTi»
(manee — Ilonoxxenue), pazpadborano B cOOTBETCTBUU ¢ DenepanbHbIM 3aKOHOM «O0 apXUBHOM JIeJi€ B
Poccuiickoit @enepanun» ot 22.10.2004 Ne 125-D3 (pen. ot 28.12.2022), MeToaudecKkumMu
PEKOMEHALUSAMHE 110 paboTe C TOKyMEHTaMH B 00111€00pa30BaTEIbHBIX YUPEKICHHUSIX.

1.2. Hacrosiee Ilonoxenue pazpaboTaHo B LEIAX:

— COBEpUICHCTBOBAHUS AEATEIBHOCTU B Chepe OpraHu3aluy XpaHeHus, KOMIUIEKTOBaHMs, yueTa U
WCIOJIb30BAaHUS apXUBHBIX JOKyMeHToB MBJIOY
— palMoOHAJILHOW OpraHM3aIy JOKYMEHTAIIMOHHOTO obecnieuenust B MBJIOY

1.3. ApxuB MBJIOY co3pnaeTcs B 1eNsIX XpaHSHUs, KOMIIJIEKTOBAHUSI, YI€Ta U UCTIOJIb30BAHUS
JOKYMEHTOB, oOpa3yroumxcs B npouecce aesreabHocTd MB/IOY 1 3aKOHYEHHBIX J1€10IPOU3BOJICTBOM
JOKYMEHTOB MPAaKTUYECKOT0 Ha3HAuYEHUs1, UX 0TOOpa U MOATOTOBKH K Iepejaue Ha XpaHEHHE B
MYHUIMIAIBHBIA apXUB.

1.4. B cBoeii pabore apxuB MBJIOY pyKoBOJCTBYETCS 3aKOHOAATEIHCTBOM 00 apXMBHOM JIeNe B
Poccuiickoit denepanuy, THBIMA HOPMaTUBHBIMU IIPaBOBBIMU akTaMu Poccuiickoit denepanum,
nokanbHeIMU akTamMu MBJIOY u nactosmum [lonoxenuem.

1.5. Kontpos 3a nesrenbHocThio apxuBa MBJIOY  ocymiecTsisieT 3aBeyronias, a B €€ OTCyTCTBUU
UCTIOJHSIOMUI 00s13aHHOCTH 3aBeAYIOIIEH, KOTOpble 00eCTIeYMBAIOT APXUB HEOOXOJUMBIM ITOMELIEHHEM U
000pyTI0BaHUEM.

1.6. Henocpencteennoe pykoBoictBo apxuBoM MBJIOY  Bo3naraercs npuka3zom 3aBenyrollei Ha
JIUI0, OTBETCTBEHHOE 32 BE/ICHUE apXHBa.

2. CocTaB 1OKYMEHTOB apXHBa
2.1. ApxuBHBIE JOKYMEHTHI, IOcTynaronme Ha Xxpanenue B apxuB MBJIOY, otHocsTes k
MYHULUTATBHONW COOCTBEHHOCTH, HE MOAJIEKAT IPUBATU3ALIMHU, HE MOTYT OBITh 0OBEKTOM MPOJIaKU, MEHBI,
JapeHus, a TAKKe UHBIX CNIEJIO0K, MOTYIIMX MPUBECTU K UX OTUYXkICHHUIO.
2.2.B apxuB MB/IOY mnocrynator:
2.2.1. ApxuBHbIe TOKYMEHTHI, 0Opa3oBaBinecs B npouecce aeareabHoctd MBJIOY, BpemenHOro
XpaHeHus (He0OXO0JMMBbIe B TPAKTUYECKOHN IEATEIIEHOCTH).




2.2.2. ApxuBHBIE JOKYMEHTHI, 00pa3oBaBIuecs B mpoiecce aesreapanoctd MB/IOY

2.2.3. JIoKyMeHTBl TO JIMYHOMY COCTaBy, OTpa)KarollMe TPYIOBBIC OTHOUICHUS DPAaOOTHHKA C
paboTonaTenem.

2.2.4. ApxuBHBIE TOKYMEHTHI [IOCTOSIHHOT'O XpaHEHUSI.

3. 3apaum u pyHKUMH apXuBa.
3.1.0cHoBHbIME 3a1agamu apxuBa MBJIOY:

3.1.1. KoMIuiekToBaHHE TOKYMEHTAaMH, COCTaB KOTOPBIX MPEAYCMOTPEH pa3aeioM 2
Hacrosuiero Ionoxenus.

3.1.2. OOecneveHrue €AUHBIX NPHUHLMUIIOB OPraHU3alMU XpPaHEHWs, KOMIUIEKTOBAaHHUSA, y4yeTa W
HCII0JIb30BaHUE apXUBHBIX IOKYMEHTOB, UX COXPaHHOCTH.

3.1.3. OcyuiectBiieHne KOHTPOJIsE 3a GOpMUpOBaHUEM U O(QOPMIICHUEM JIed B JIEJIONPOU3BOJICTBE
MB/IOVY.

3.2. B cooTBeTCTBUM C BO3JIOKEHHBIMH Ha Hero 3anadyaMu apxuB MBJIOY ocymectsisier
cienyromue QyHKIUU:

3.2.1. [IpuHuMaeT nocne 3aBepIIeHUs AeIONPOU3BOACTBOM, YUUTHIBAET U XPAHUT JOKYMEHTBI
MBJIOY, ob6paboTaHHbIe B COOTBETCTBHHU C TPEOOBAHHUSIMHU, YCTAHOBICHHBIMU 3aKOHOAATEIHCTBOM 00
apxuBHOM Jienie B Poccuiickoit @enepanuu.

3.2.2. OcymecTBisieT ydyeT U O00ecleyuBaeT IMOJIHYI0 COXPAHHOCTb IPUHATBHIX apXHUBHBIX
JIOKyMEHTOB, B TOM YHUCJIE M0 JUYHOMY COCTaBy.

3.2.3. IIpoBOAUT CBOEBPEMEHHOE YIOPSAIOYCHHE apXWBHBIX JOKYMEHTOB (IKCIEPTH3Y LIEHHOCTH,
HAy4YHO-TEXHHUYECKYI0 00paboTKy, COCTaBlIEHUE ONKCEH U T.1.).

3.2.4. Opranu3syeT UCIoJib30BaHUE JOKYMEHTOB:

- uH(popmupyeT agMuHUCTpaIuio U pabotnukoB MBJIOVY o cocraBe u conep:kaHuu JOKYMEHTOB apXUBa;
- OecIyIaTHO MPEIOCTABISIET MOIH30BATEISIM APXUBHBIMH JOKYMEHTaMHU O(DOpPMIICHHBIEC B YCTAHOBICHHOM
MOPSIAKE apXUBHBIE CITPABKHU WJIM KOITMU apXUBHBIX JOKYMEHTOB, CBSI3aHHBIE C YCTAHOBIEHUEM TPYI0BOIO
CTaka, COIMAIBLHOM 3alIUTON rpaXk/iaH, MPEAyCMaTPUBAIOIICH UX TEHCUOHHOE 00eCIIeUeHUE, a TAKKE
[IOJIyYEHUE JIbIOT U KOMIIEHCALlMK B COOTBETCTBUU C 3aKOHOJATENbCTBOM Poccuiickoit Penepannu;
- BbIJIAET B YCTAHOBJICHHOM HOPSJKE J€JIa, JIOKYMEHTHI WJIK KOIIUH IOKYMEHTOB B LIEJISIX CIIyKEOHOT0 U
MPAKTUYECKOT0 UCIIOB30BaHUS Il pa0OTHl B IOMEIICHUH apXUBa;
- BEJIET YYEeT MCII0JIb30BAHUS JOKYMEHTOB, XPAHSILIUXCS B ApPXUBE.

4. IlpaBa U OTBETCTBEHHOCTh

4.1. J1ns1 BBINOJIHEHUS BO3JIOKEHHBIX 3a7a4 U (YHKIHMH JTUI0, OTBETCTBEHHOE 3a BEJICHUE apXH1Ba
MBJIOY , umeer npaso:

4.1.1. KonTponupoBath BbIIIOJHEHUE YCTAHOBIIEHHBIX MPaBUJl padoThl ¢ JokyMeHTamu B MBJIOVY.

4.2. JInno, otBeTcTBeHHOE 3a BeaeHue apxusa MB/IOVY, HeceT OTBETCTBEHHOCTD 3a BBIIIOJHEHUE
BO3JIO’KEHHBIX Ha apXMB 3a/1a4 U (PyHKIHH.

4.3. 3a yTpaTy ¥ op4y JOKYMEHTOB JOJKHOCTHBIE JTUIA YUPEKACHUS (PYKOBOAUTEND YUPEIKICHHUS
U JIUI0, OTBETCTBEHHOE 32 BEJEHHE apXMBa) HECYT OTBETCTBEHHOCTh B COOTBETCTBUU C JIEHCTBYIOIIUM
3aKOHOAATEILCTBOM.

5. KoMIuiekToBaHue apxuBa

5.1. IlogroroBka JOKYMEHTOB K mepenaude B apxuB MBJIOY  BkitouaeT skcnepTusy Hay4dHOH U
MPaKTUYECKON [IEHHOCTH IOKYMEHTOB, O(pOPMIIEHHE JI€JI, COCTABIEHHE OMHCH.

5.2. DkcnepTu3a HEHHOCTH JOKYMEHTOB.

5.2.1. DkcnepTU3a 1EHHOCTH JTOKYMEHTOB - OTpEJEICHIE [IEHHOCTU JOKYMEHTOB C LIeTbI0 0TOOpa
MX Ha XpaHEHUE U YCTAHOBJIEHUE CPOKOB XPAHEHUS.

DKcnepTu3y HEHHOCTH T0KyMeHTOB B MB/IOY ocylecTBisieT MOCTOSHHO JIEUCTBYIOIIAS
9KCIIEPTHASI KOMUCCHUS.

5.2.2. DKcnepTHasi KOMUCCHS Ha3HavyaeTcs npuka3om 3aseayromeid MB/IOY. B cocrtas
DKCIepTHOW KOMHCCUU BKIIIOYAIOT HE MEHEE TPeX COTPYAHHUKOB, B TOM YHCIIE B 003aTEIbHOM MOPSIKE
JIMII0, OTBETCTBEHHOE 3a BeneHue apxusa MBJIOY.

OKcnepTHas KOMHCCHS Ha 3aceJaHusAX paccMarpuBaeT: HOMeHknarypy nen MBJIOVY, onucu nen
MOCTOSIHHOTO XPAHEHUS U 10 JINYHOMY COCTaBY, AKThl Ha JIOKYMEHTBI, BBIJIEISEMbIE K YHUUTOXKEHUIO.

5.3. Odopmienue nen.



5.3.1. lena mMOCTOSSHHOTO XPaHEHHS TOJMIIUBAIOTCS B TBEPAYI0 OOJIOKKY CYpOBBIMH HUTKAMH.
JIucTel HyMepyITCS B TIPAaBOM BEPXHEM YTITy MPOCTHIM KapaHaamoM. KoarndecTBO JUCTOB B KaXkI0M Jieje
HE IOJbKHO npeBbimaTh 250. B KoHIIE e71a Ha OTAEIbHOM JIMCTE COCTABIISIETCA 3aBEPUTEIIbHAS HAMIIKCH.

5.3.2. Ha o0moxke Jen TOCTOSHHOTO XPAaHEHHS JOJDKHBI OBITh IPOCTAaBIICHBI CIEIYIOLIHE
PEKBHU3UTHI: HaWMEHOBaHHE OOPAa30BATENBLHOTO YUYpEKICHHs, HOMep (MHAEKC) Jiela MO HOMEHKIAType,
3aroJOBOK Jieja, KOJIMYECTBO JIMCTOB, CPOK XPAaHEHHS WM OTMETKA «XPaHUTh MTOCTOSIHHO», HOMep (oH[a,
OIHCH, Jena.

5.3.3. [1o oxOHYaHUU ETONPOU3BOJICTBEHHOTO roJ1a B 0(OPMIICHHBIE OOJIOKKHU €T TOCTOSTHHOTO
XpaHeHUs! BHOCSTCS HEOOXOIMMbIE YTOYHEHHSI: B 3aTOJIOBKH JIEJ, COJIEPXKAIUX PaCIOPSAUTEIbHbIC
JIOKYMEHTHI (ITPUKAa3bl, IPOTOKOJIbI), BHOCATCS HOMEPA; €CIIH JIEJ0 C MEPENUCKON COCTOUT U3 HECKOJIBKUX
TOMOB, B K&JKJJOM TOME€ YKa3bIBa€TCsl KOPPECIIOHJEHT, aBTOP, TEPPUTOPHS, IpyTrHe JaHHbIe. B kaxxaoM Tome
yKa3bIBaeTCs Aara (Yncio, MECI], roJl) Hayajla i OKOHYaHUS JAHHOTO TOMa. TOYHbIE 1aThl IPOCTABIISAIOTCS
Ha 00JIOXKKax JIsl OBICTPOro MOUCKA JOKYMEHTOB B ITOCIIEAYIOIIEM; U3 3aBEpUTEILHON HAAMKUCH Ha
00JIOXKKY J1eJ1a BBIHOCUTCS KOJIMYECTBO JIMCTOB B JIEJIE.

5.3.4. Hagnucu Ha 067105%KKax A€l IOCTOSIHHOTO U I0JITOBPEMEHHOTO XPaHEHHUsI CIIEAyeT
MPOU3BOIUTH YETKO, CBETOCTOMKUMH YEPHUIIAMH.

5.3.5. lng y4yeTa KoJIMuecTBa JJUCTOB B Jeiie U (prkcanuu 0oCOOCHHOCTEH X HyMepallui Ha
OTJIEJIbHOM JIUCTE COCTABJISIETCS 3aBEpPUTEIbHAS HAIITUCH.

B 3aBeputenbHON HAAMKUCH YKA3bIBAETCS KOJTUYECTBO JIMCTOB (LM(paMu U MPOMKCHIO) B JEIIE.
3aBepuTenbHasi HAAMUCH MOJIUCHIBAETCS COCTABUTENIEM C YKAa3aHUEM €T0 JI0JKHOCTU U JaThl COCTaBJICHHUS.

5.3.6. BHyTpeHHSIS OIUCH COCTABIISAETCS K JieJaM MOCTOSTHHOTO U I0JITOBpeMeHHOro (cBbiie 10
JIeT) CpoKa XpaHeHHs, CPOPMHUPOBAHHBIM IO PA3HOBUIHOCTSAM JOKYMEHTOB, 3ar0JIOBKA KOTOPBIX HE
PacKpbIBalOT KOHKPETHOE COJIEpPKaHre JOKYMEHTOB (0c000 IIEHHbIE, JINYHBIE Aela U JIp.).

5.3.7. Jlena BpeMEHHOTO XpaHEHHUS 0(OPMIISIOTCS YIIPOIIEHHO:

OHHU HE TOJIIMBAIOTCS, TUCTHI B HUX HE HYMEPYIOTCS, YTOUHEHHE Ha 00JIOKKAX HE IPOU3BOJUTCS, OTMCH Ha
JieJia HE COCTaBJISIFOTCS, YUET BEJETCSI 10 HOMEHKJIaType Jedl.

5.4. Onucanue TOKyMEHTOB IOCTOSTHHOTO CPOKa XPaHEHHUSI.

5.4.1. Onucu cocTaBIIAIOTCS pa3/IesIbHO Ha JIeNa MOCTOSSHHOTO XPaHEHUs [0 OCHOBHOM
JeSITeIbHOCTH U Ha JieJia 10 JINYHOMY COCTaBYy.

5.4.3. Onucu coCTaBISAIOTCS JEI0IPOU3BOIUTEIEM.

5.4.4. Onuce BeneTcs B €IMHON BaJIOBOW HyMepaluu B TEUEHUE HECKOJIBKUX JIET .

5.4.5. Ha nena ¢ UCTEKIIMM CPOKOM XPAHEHHS COCTABIISIETCS aKT 00 YHUUTOKEHHUH.



