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1. O0mme noJoxKeHNst

1.1. Ionoxenue 06 apxuse MAJIOY Ne 14 «llentp pa3Butus pedeHKa-IeTCKUI
can» (manee - Ilonoxxenue), pazpaboTaHo B cOOTBETCTBUU ¢ DenepaibHBIM 3aKOHOM
«O0 apxuBHoM pxene B Poccuiickoit ®@enepaumm» ot 22.10.2004 Ne 125-03,
MetoauyeckumMu ~ peKOMEHAAMsIMM MO  pabore ¢ JIOKyMEHTaMu B
o0mreoOpazoBaTenbHbIX yapexacHusX, denepanbHbpiM 3akoHOM «O0 00pa3oBaHUU B
Poccuiickoit @eaepaunm» ot 29.12.2012 roga Ne273- @3 n. 11 4. 3 ct. 28

1.2. Hacrosmiee [Tonoxxenue pa3paboTaHo B IEIISIX:

- COBEPIICHCTBOBAHUS ACATEIBHOCTU B c(pepe opraHu3aiu XpaHeHus,
KOMIIJIEKTOBAHHUSI, YU€Ta U UCIIOIb30BAHUS apXUBHBIX JOKyMeHTOB JIOY;
- pauMOHaNbHON OpraHU3AlMH JOKyMEHTalMOHHOro obecneyenus B JJOY.

1.3. ApxuB MAJIOYNe 14 coznaeTcs B LIesX XpaHEHUs, KOMIUJIEKTOBaHUS, y4eTa
U HCIOJB30BaHUS JOKYMEHTOB, oOpasyromuxcsi B mpoiecce aestenbHoctd JOY u
3aKOHYEHHBIX JEJIONPOU3BOACTBOM JIOKYMEHTOB MPAKTUYECKOTO HA3HAUYEHUS, UX
oTOOpa U MOATOTOBKH K Iepeaye Ha XpaHEHUE B MYHUILIMTIATbHBIN apXUB.

1.4. B cBoeii pabote apxuB MAJIOYNe 14 pykoBOJICTBY€ETCS 3aKOHOIaT€ILCTBOM
00 apxuBHOM Jene B Poccuiickoit denepanyiv, UHBIMM HOPMATHBHBIMH IPAaBOBBIMU
aktamu Poccuiickonn @enepanuu, JokanbHbIMM akTamu JOY wu  Hacrosmmm
[Tonoxenunem.

1.5. Kontponsb 3a aestenbHOCThIO apxuBa JIOY ocyiiecTBiseT 3aBeayronias, a B
e€ OTCYTCTBUM 3aMECTHUTENb 3aBEAYIOIIEr0, KOTOphbIe OOECIEeYUBAIOT apXUB
HEO0OXOMMBIM MMOMEIICHUEM U 000pYA0BaHUEM.

1.6. HemocpencteenHoe pykoBojicTBo apxuBoM JIOY Bo3znaraercs mnpuka3zom
3aBEYIOLIEH Ha JIMIIO, OTBETCTBEHHOE 3a BEJICHUE apXUBa.

2. CocTaB 10KYyMEHTOB apXuBa
2.1. ApxuBHBIE JOKYMEHTHI, TOCTyHaloNe Ha xpaHeHue B apxuBs MAJIOY
Ne 14 oTHOCATCS K MyHULIMIIAJIbHOW COOCTBEHHOCTH, HE TOJUIEKAT MPUBATU3ALINY, HE
MOTYT OBITh OOBEKTOM MPOJAAXKU, MEHBI, TapEHUs], a TAK)KE MHBIX CAEJOK, MOTYIIHUX
IIPUBECTHU K UX OTYYKIEHUIO.
2.2. B apxuB MAJZIOY Ne 14 nocrynatot:
2.2.1. ApXuBHBIE IOKYMEHTHI, 00pa30BaBIINECS B MIPOIIECCE AEATETLHOCTH
JOYVY, BpemenHOoro XpaneHus (He0OX0AUMbIE B MPAKTUUECKON JEATEILHOCTH).
2.2.2. ApXuBHBIE TOKYMEHTHI, 00pa30BaBIIMECS B TIPOIECCE NEATETHHOCTH
JOV.
2.2.3. JIOKyMEHTHI IO JINYHOMY COCTaBY, OTPaKAIOIINE TPYAOBbIE OTHOIICHUS
paboTHUKa ¢ paboToaaTeNIeM.
2.2.4. ApxuBHbBIE JOKYMEHTHI TIOCTOSIHHOT'O XPaHEHUSI.
3. 3amaum u GpyHKUMHU apXuUBAa.
3.1.  OcnoBubIMHU 3a1auamu apxuBa JJOVY:
3.1.1. KowmmnekroBaHue JAOKYMEHTaMH, COCTaB KOTOPBHIX TPEIyCMOTPEH
paznenom 2 Hactosero Ilonoxenus.
3.1.2. OOecrneuenre eqMHBIX TPUHIIUIIOB OPTAaHU3AIUN XPAHEHNUS,
KOMIUIEKTOBAHHUS, yUeTa U UCI0JIb30BAHNE apXUBHBIX JOKYMEHTOB, UX COXPAaHHOCTH.
3.1.3. OcymiecTBiaeHue KOHTPOJIs 3a popmupoBanuemM u 0ohopMICHUEM 1€ B
nenonpousBoactee MAJIOY Ne 14.




3.2. B coOOTBETCTBUU C BO3JI0KCHHBIMHU Ha Hero 3amadyamu apxuB MAJIOY Ne
14 ocymiecTBisIeT cieayromue GyHKIUU:

3.2.1. TlpuHuMaer mOCE 3aBEPIICHHS EIOMPOU3BOJCTBOM, YUYUTHIBAET H
xpaaut gokymeHThl JIOY, oOpaGoTaHHbIE B COOTBETCTBUU C TpeOOBAHUSIMH,
YCTaHOBJICHHBIMU 3aKOHOJIaTEIHCTBOM 00 apXuBHOM Jiene B Poccuiickoit deneparuu.

3.2.2. OcymiecTBIsIeT y4eT U 00eCleYnBacT MOJHYI0 COXPAaHHOCTbh MPUHATHIX
apXMUBHBIX IOKYMEHTOB, B TOM YHCJIE 110 JUYHOMY COCTAaBY.

3.2.3. IlpoBoAUT CBOEBPEMEHHOE YHOPSAOYEHHE apXUBHBIX JTOKYMEHTOB
(9KCnepTH3y IEHHOCTH, HAYyYHO-TEXHHUYECKYI0 0OpabOTKy, COCTABJIICHHE OMNHCEH u
T.J.).

3.2.4. OpraHusyer UCHoJIb30BaHUE JOKYMEHTOB:

- u"HpopMupyeT aaMuHucTpanuio u padbotHukoB MAJIOY Ne 14 o cocraBe u
COJIep>KaHUM IOKYMEHTOB apXUBa;
- OecrulaTHO  TPENOCTaBIsiET  MOJB30BATENSIM ~ APXUBHBIMH  JTOKyMEHTaMU
o(OpMIICHHBIE B YCTAHOBJICHHOM TOPSJIKE apXUBHBIE CIIPABKU WJIM KOIHMHU apXHUBHBIX
JIOKYMEHTOB, CBSI3aHHBIE C YCTAHOBJIEHUEM TPYAOBOIO CTaXka, COLUATBHON 3alUTOM
rpakJaH, MPeayCMaTpUBAOIIEH MX MEHCHOHHOE O0ecleueHue, a TaKKe MOJy4YeHUE
JBIOT ¥ KOMIIEHCAlMK B COOTBETCTBUHM € 3aKOHOAATENLCTBOM Poccuniickon denepanuu;
- BBIJACT B YCTAHOBJICHHOM TMOPSJKE JieNia, TOKYMEHThl WM KOMHU JTOKYMEHTOB B
LESAX CIYKEOHOr0 M MPAaKTHYECKOrO0 HMCHOJIb30BaHUS Il pabOThl B MOMEIIECHUU
MAJIOY Ne 14;
- BEJIET y4YEeT UCMHOJIb30BaHUS JOKYMEHTOB, XpPAHIIIUXCS B apXUBE.

4. IlpaBa 1 OTBETCTBEHHOCTH

4.1. Jlyis BBITIOJIHEHMS BO3JIOKEHHBIX 3a/1ay M (PYHKIUH JIMIIO, OTBETCTBEHHOE
3a BesneHue apxuna JIOY, umeer npago:

4.1.1. KoHTponupoBaTh BBIMOJHEHUE YCTAHOBJICHHBIX TMpaBUi pPabOTHI C
nokyMeHTtamu B JJOY.

4.2. JIumo, oTBETCTBEHHOE 3a BeqeHne apxuBa JIOY, HeceT OTBETCTBEHHOCTb 3a
BBITIOJTHEHHE BO3JI0’KEHHBIX HA apXUB 3a/1a4 U PyHKIIUM.

4.3.3a yrpaTy W TOpYy IOKYMEHTOB JOJDKHOCTHBIC JIMIA YUYPESHKICHUS
(pPyKOBOIUTENb YUpPEXKACHUS U JIUIO, OTBETCTBEHHOE 3a BEJCHUE apXHBa) HECYT
OTBETCTBEHHOCTh B COOTBETCTBHH C JIEHCTBYIOLUM 3aKOHOIaTEIBCTBOM.

5. KommiiekroBanue apxuBa

5.1. [TlomroroBka mokymMeHTOB K mepenade B apxuB JIOY Brimodaer
DKCIIEPTU3Y HAYYHOM M TMPAKTUYECKOW IIEHHOCTH JIOKYMEHTOB, odopmieHHue e,
COCTABJICHHE OIUCH.

5.2. DkcnepTusa IeHHOCTH JOKYMEHTOB.

5.2.1. DkcnepTu3a IIEHHOCTH JIOKyMEHTOB - ONpEJEJICHHE LEHHOCTU
JIOKYMEHTOB C 1I€JIbI0 0TOOpa MX Ha XpaHEHUE U YCTAHOBJIEHUE CPOKOB XPAHEHHUSI.

OkcnepTu3y I1EHHOCTH JoKyMeHTOoB B JIOY ocyliecTBiIsieT MNOCTOSHHO
JENCTBYIOLIAs HKCTIEPTHAS KOMUCCHSI.

5.2.2. DkcnepTHas KOMUCCHSI Ha3zHaudaeTcsl MpukazoM 3apedyromied JJOY. B
COCTaB DKCIEPTHONM KOMUCCUH BKJIIOUAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM UHUCIIC B
00s13aTEIHPHOM TOPSI/IKE JINIIO, OTBETCTBEHHOE 3a BeaeHue apxua J[OY.




DKCIepTHas KOMHUCCHSI Ha 3aceJaHusX paccMaTpUBaeT: HOMEHKJIATYpPY Jem
JIOY, onicu 171 TOCTOSIHHOTO XPaHEHUS U 110 JIMYHOMY COCTaBY, aKThl HA IOKYMEHTBHI,
BBIICISIEMBIC K YHUYTOKEHUIO.

5.3. Odopmiienue aen.

5.3.1. Jlena TOCTOSHHOTO XpaHEHHS TMOIINBAIOTCS B TBEPIAYIO OOJIOXKKY
CypOBBIMU HHUTKaMHu. JIMCTBI HyMmepyroTcs B TpaBOM BepxHeM yriry. KomndecTBo
JINCTOB B KAXJIOM JIEJIE HE TOJDKHO IpeBbImaTh 250. B KOHIIE 1e1a Ha OTACIBbHOM JIUCTE
COCTAaBJISICTCS 3aBEpUTEIbHAS HAIMKCH.

5.3.2. Ha 00510%Ke A€ MOCTOSIHHOTO XpaHEHMsI JOJKHBI OBITh MPOCTaBJICHbI
CICAYIOIIME PEKBU3UTHI: HAMMEHOBAHHE O0OpPa30BATEIIBHOTO YUPEKJICHHS, HOMEpP
(MHIEKC) Aena 1o HOMEHKIIAType, 3aroJIOBOK Jieja, KOJMYECTBO JIMCTOB, CPOK XpaHEHUS
WM OTMETKA «XPaHUTh ITOCTOSIHHOY», HOMEp (oH/Ia, OIUCH, JIeTa.

5.3.3. [1Io okoHYaHUU JIETOPOU3BOICTBEHHOTO rojia B 0(hOpMIICHHBIE 00JI0KKHU
JIe7 TIOCTOSIHHOTO XPAaHEHHUs BHOCSTCS HEOOXOJMMbIC YTOUHEHHS: B 3aroJIOBKH JICII,
collepKallliuX PACTIOPSAUTEIbHBIE JTOKYMEHTHI (IPUKa3bl, MPOTOKOJBI), BHOCSTCS
HOMEpA; €CII JCNIO C MEePENUCKOM COCTOUT M3 HECKOJBKHUX TOMOB, B KKIOM TOME
YKa3bIBaCTCSl KOPPECIOHICHT, aBTOp, TEPPUTOPHS, IPYTUe NaHHbIE. B Kaxmom Tome
yKa3bIBaeTCs AaTa (YUCII0, MECSIl, TOJ) Hadaja ¥ OKOHYAHUS JAHHOTO ToMa. TOYHBIE
JaThl TIPOCTABIIAIOTCS Ha OOJIOKKax I OBICTPOTO TIOWCKa JIOKYMEHTOB B
MOCJICTYIONIEM; U3 3aBEPUTEIIHFHON HAAMMUCH HA 00JIOXKKY JIeJIa BEIHOCUTCS KOJTHYECTBO
JINCTOB B JICJIE.

5.3.4. Haanucu Ha 00J105KKaX JIe]1 IOCTOSSHHOTO M JIOJITOBPEMEHHOTO XPaHCHHS
cieayeT MPOU3BOAUTh YETKO, CBETOCTOMKMMU YEPHUIAMHU.

5.3.5. Jlng yuera KoJM4YECTBA JIMCTOB B Jiefie M (PUKCAIUU OCOOCHHOCTEN HX
HyMepalliyd Ha OTJASILHOM JIUCTE COCTABIIICTCS 3aBEPUTEIbHAS HAIIHCh.

B 3aBepuTenpbHON HAANMMCH YKa3bIBACTCS KOJMYECTBO JIMCTOB (Iudpamu u
MPOMHKCHIO) B JeNie. 3aBEpHUTENIbHAs HAJIWCh IOAMNKMCHIBACTCS COCTABUTEIIEM C
yKa3aHUEM €ro JOJDKHOCTH M JIaThl COCTABICHUS.

5.3.6. BHyTpeHHSIT ONMHUCHh COCTABISIETCS K  JIeJlaM  TOCTOSHHOTO U
nonroBpemeHHoro (cBerme 10 ytet) cpoka XpaHeHHs, CHOPMHPOBAHHBIM 10
Pa3HOBHIHOCTSIM JIOKYMEHTOB, 3arojOBKH KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
coJiepKaHue TOKYMEHTOB (0c000 LIEHHbIE, INYHBIE JIeTa U JIp.).

5.3.7. Jlena BpeMEHHOTO XpaHEeHHs O(POPMIISIIOTCS YIPOIIEHHO:

OHHM HE TOJIIMBAIOTCS, JIICTHI B HUX HE HYMEPYIOTCS, YTOUYHCHHE Ha OOJIOKKax He
IIPOM3BOJIUTCSI, OIMCH Ha JIeJIa HE COCTABIISIIOTCS, YUET BEJICTCS 110 HOMEHKJIAType JIe]L.

5.4. Onucanue JOKyMEHTOB MTOCTOSIHHOTO CPOKa XPaHEHHSI.

5.4.1. Onucu cOCTaBISIIOTCS Pa3AeibHO Ha Jiejia MOCTOSIHHOTO XPaHEHUs IO
OCHOBHOU JISSITETHLHOCTH U Ha JIeJIa 10 JINYHOMY COCTaBY.

5.4.3. Onucu COCTaBISIOTCA JIETOTPOU3BOIUTEIIEM.

5.4.4. Onuck BeneTcs B €IMHOM BaJOBOW HyMEpaIlMi B TEUEHHE HECKOJIbKUX
JIET .

5.4.5. Ha pena ¢ HCTEKIIMM CPOKOM XpaHEHUS COCTaBJISETCS akT 00
YHUYTOXKEHUHU.
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