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1. O01ue MoJI0KeHu A

1.1. Tlomoxxenune 00 apxuBe MYHHUIMIAIHHOTO  OIOHKETHOrO  JIOIIKOJIBHOTO
oOpazoBarensHOro yupexaeHus «Jlerckuii cam Ne 29 «Masqok» (manee — I[lonoxenue),
pa3paboraHo B cooTBeTcTBUM ¢ DenepanbHbiM 3akoHOM «O0 apxuBHOM Jnene B Poccuiickoii
@eneparm» ot 22.10.2004 Ne 125-03, ITpuMmepHBIM MOJIOKEHUEM 00 apXHMBE OpraHu3alluy,
YTBEPXKACHHBIM Npuka3zoM PenepanbHOro apxuBHoro areHTcTsa ot 11.04.2018 r. Ne 42.

1.2. Hacrosimee [Tomoxkenne pa3paboTaHo B HENSAX:

— COBEpUICHCTBOBAHUS  JACATENBHOCTH B  cdepe OpraHuM3alud  XpaHEHUs,
KOMIUIEKTOBAaHHS, y4yeéTa W  MCIOJb30BAaHUS  ApXMBHBIX  JOKYMEHTOB
MYHHUIIUTAIBHOTO OIOPKETHOTO JOMIKOJIBHOTO 00Pa30BaTENILHOTO YUPEKICHUS
«Jlerckuit cag Ne 29 «Mastuok» (manee — MBJIOYVY);

— palMoHaIBbHOW OpraHu3ally JOKyMeHTalmoHHoro obecnieuenus B MBJIOY.

1.3. ApxuB MBJIOY co3pmaercss B 1LeNAX XpaHEHUs, KOMIUIEKTOBaHMS, yyeTa |
UCTOJBb30BAaHUS JIOKYMEHTOB, oOpasyrommxcsi B mpouecce nestensHoctd MBJIOY
3aKOHYEHHBIX [EJIONPOU3BOJCTBOM JOKYMEHTOB MPAKTUYECKOTO HA3HA4YeHUs, UX oTOOpa H
MIOArOTOBKH K II€peaue Ha XpaHEHNE B MyHULIUIIAIbHBIN apXUB.

1.4. B cBoeii pabore apxuB MBJIOY pykoBoACTBYeTCS 3aKOHOAATEIBLCTBOM 00
apxuBHoM Jene B Poccuiickoil denepauuu, WHBIMM HOPMATHUBHBIMU IIPABOBBIMHM aKTaMU
Poccuiickoit ®deneparuu, tokanbubiMu aktamu MBJIOY u nactosimum [lonoxxenuem.

1.5. KoHTpomb 3a 1€4ATEIbHOCTBIO apXHBa OCyLIeCTBIIAET 3aBenytomuii MB/IOVY.

1.6. 1na Begenust apxusa MBJIOY npuka3oM 3aBeayrOLIEro Ha3HAYaeTCs OTBETCTBEHHOE
JIUI0, KaK MPaBUIIo, AEJIONPOU3BOIUTEND.

2. CocTaB 1OKYMEHTOB apXHBa

2.1. ApxuBHBIE JOKYMEHTHI, NIOCTyHarolue Ha xpaHeHue B apxuB MB/IOVY, otHocsaTCS K
MYHUIIUNIATBHOW COOCTBEHHOCTH, HE TOJJIeKAT MPUBATH3AIMMU, HE MOTYT OBITh OOBEKTOM
MPOIaXH, MEHBI, TAPEHUSs, a TAK)KE MHBIX CAETIOK, MOTYIIMX MPUBECTU K UX OTUYKICHUIO.

2.2. B apxus MBJIOY nocrynaror:

apXUBHBIC JOKYMEHTHl BPEMEHHOTO XpaHEHHs (HEOOXOIMMBbIE B NPaKTHUECKOU
JesITeIbHOCTH), 00pa3oBaBIuecs B mporecce aedarenbHoctd MBJIOY;

— JOKYMEHTHl 10 JIMYHOMY COCTaBy, OTpaKalOllMe TPYJAOBHIE OTHOILEHUS
paboTHHUKa ¢ paboToaareneM;

— apXuBHBIE JOKYMEHTHI IMOCTOSHHOTO XpaHEHHUs, 00pa30BaBIIMECS B IpoOIEcce
nesarenpHoct MBJIOY.

3. 3apaum u pyHKUMM apxXuBa

3.1. OcHoBHBIMHU 3aa4amu apxuBa MBJIOY sBastorcs:

— KOMIUIEKTOBAaHUE JOKYMEHTaMH, COCTaB KOTOPBIX IPENYCMOTPEH pa3aeioMm 2
HacTosero 1lomoxxeHus;

— oOecrieueHue €AMHBIX NPHUHIMIIOB OPTaHMU3ALMU XPAaHEHHs, KOMILJICKTOBAaHUS,
ydeTa U MCIOJIb30BaHUE apXUBHBIX JOKYMEHTOB, UX COXPAHHOCTH;

— OCYUIECTBJICHHE KOHTpONs 3a QopMHpOBaHHEM U O(QOpPMIICHHEM [ell B
nenonpouspogctse MBJIOY.

3.2. B cooTBeTCTBUM C BO3JIOKEHHBIMU Ha Hero 3afgadamu apxuB MBJIOVY ocymectsiser
cienyromue QyHKIUU:

— TIPUHUMAET IOCJE€ 3aBEpUICHUS JAEIONPOM3BOACTBOM, YUHUTBHIBAET M XPAHUT
nokymeHtel MBJIOY, o0OpaGoTaHHble B COOTBETCTBUU C TpPEOOBAHUSIMH,
YCTaHOBJICHHBIMU 3aKOHOJIATEIBCTBOM 00 apxuBHOM Jene B Poccuiickoit
®enepauuy;

— OCYUIECTBJISIET Y4eT U 00eCleurnBaeT MOJHYIO0 COXPAHHOCTD MPUHSTHIX apXUBHBIX
JIOKYMEHTOB, B TOM YHCJIE 110 JIMYHOMY COCTaBY;



— TPOBOJAUT CBOEBPEMEHHOE YMOPSIOYCHHE ApXMBHBIX JTOKYMEHTOB (SKCIEPTU3Y

[IEHHOCTH, HAYYHO-TEXHUYECKYI0 00pabOTKy, COCTABICHUE OMUCEH U T.11.);

— OpraHu3yeT UCIOJIb30BAHUE TOKYMEHTOB:

e yHpOpMHUpYET aaMHUHHUCTpanuio u pabotHukoB MBJ/IOY o cocraBe u
COJIepKaHUU TOKYMEHTOB apXHBa,

e 0ecIIaTHO  NPEAOCTABISCT  MOJB30BATEINSIM  APXMBHBIMH  JIOKyMEHTaMH
oopMiIeHHBIE B YCTAaHOBJIIEHHOM IOPSAKE ApXWBHBIC CIPAaBKH WU KOIHHU
apXMBHBIX JOKYMEHTOB, CBSI3aHHBIE C YCTAHOBJICHMEM TPYJOBOTO CTaxa,
COLMAJIBHOM 3aIUTOM TpaxAaH, MPEeAyCMATPUBAIOLIEH MX IIEHCUOHHOE
obecrieyeHne, a TakKe MOJYYeHHE JIbIOT M KOMIICHCAIM B COOTBETCTBUHU C
3aKoHOJaTenbCcTBOM Poccuiickon denepannu;

® BBIJIaCT B YCTAHOBJICHHOM MOPSJIKE JIea, JOKYMEHTbI MJIM KOIMH IOKYMEHTOB B
LEJIAX CIYKeOHOTo U MPaKTHYECKOT0 NCIOIB30BAHMUS ISl paOOTHI B IIOMEILIEHUH
apXxuBa;

® BEJICT yUeT UCIOIb30BaHUS JOKYMEHTOB, XPAaHSIINXCS B apXHBE.

4. IlpaBa U 0TBETCTBEHHOCTh

4.1. JIns BBINOJTHEHUS BO3JIOXKEHHBIX 33/1a4 M (DYHKIMI JTUII0, OTBETCTBEHHOE 33 BEJCHHE
apxuBa MBJIOY, nmeeT npaBo KOHTPOJIUPOBATH BHITIOJIHEHUE YCTAHOBJICHHBIX MPaBHII PaOOTHI C
nokymentamu B MBJIOY.

4.2. Jluno, orBercTBeHHOE 3a BeaecHue apxuBa MBJIOVY, HeceT OTBETCTBEHHOCTH 3a
BBINOJIHEHUE BO3JI0KEHHBIX HAa apXUB 3a/1a4 U (yHKIUH.

4.3. 3a yTpary U mopuy JOKYMEHTOB JOJKHOCTHBIE JIMLIA YUPEXKACHUS (PyKOBOAUTEND
YUpPEXKJIEHUS M JIMLO, OTBETCTBEHHOE 3a BEICHHE apxuBa) HECYT OTBETCTBEHHOCTb B
COOTBETCTBUM C JEHCTBYIOINUM 3aKOHOATEIbCTBOM.

5. KommekToBaHue apxuBa

5.1. IloaroroBka OOKYMeHTOB K mnepeaaue B apxuB MBJIOY BkirouaeT skcnepTusy
HAYYHOH M MPAKTUYECKON IIEHHOCTH JIOKYMEHTOB, O(hOpMIICHUE JIe]1, COCTaBJICHUE OIHCH.
5.2. DkcnepTr3a HEHHOCTH JOKYMEHTOB.

5.2.1. DkcnepTHu3a LEHHOCTH JIOKYMEHTOB — OINPEEIIEHUE LIEHHOCTU JOKYMEHTOB C
LEJIbI0 0TOOpa UX HA XPAaHEHUE U YCTAaHOBJICHUE CPOKOB XPAaHEHHUS.

5.2.2. Dxcneptusy ueHHocTd AokymeHToB B MBJIOY ocyuiecTBisieT MOCTOSHHO
JEMCTBYIONIAs DKCIIEPTHASE KOMUCCHSL.

5.2.3. DkcnepTHas KOMHUCCHsI Ha3Ha4aeTcs pukaszoM 3asenytoniero MBJIOY. B cocras
OKCepTHOW KOMMCCHM BKJIIOYAIOT HE MEHEE TpEeX COTPYIHUKOB, B TOM UHUCIE B
00s13aTeIbHOM MOPSIZIKE JIMII0, OTBETCTBEHHOE 3a BeneHue apxuBa MB/1OY.

5.2.4. DkcnepTHas KOMHCCUS Ha 3acCE€laHUAX pPAcCMATPUBAET: HOMEHKIATYpPY Jell
MB/IOVY, onucu aen NOCTOSSHHOTO XPAaHEHUS U IO JINYHOMY COCTaBY, aKThl HA JOKYMEHTHI,
BbIJIEJISIEMbIE K YHUUYTOXEHUIO.

5.3. Odopmiienue gen.

5.3.1. Jlena mOCTOSHHOTO XpaHEHHs MOAIIUBAIOTCS B TBEPAYIO OOJOXKKY CYpPOBBIMHU
HUTKaMH. JIMCTBI HyMepyIOTCsl B IPaBOM BEPXHEM YTy MPOCTHIM KapaHjamoM. KomudecTBo
JUCTOB B KaXXJOM Jejie He JOJDKHO mpeBbimath 250. B koHIe aena Ha OTIAETBHOM JIUCTE
COCTAaBJISICTCS 3aBepUTENbHAS HAIHUCH.

5.3.2. Ha o00n0XkKe €1 TOCTOSHHOTO XpaHEHHS JOJDKHBI OBITh IPOCTABIICHBI
CJICAYIOUINE PEKBU3UTHI: HAMMEHOBAHHE 00Pa30BATENBHOTO YUYPEXACHUS, HOMEpP (MHICKC)
Jienia o0 HOMEHKJIAType, 3arojoBOK Jelia, KOJIMYECTBO JIMCTOB, CPOK XPAHEHUS MM OTMETKa
«XpaHUTbH MTOCTOSIHHO», HOMEP (OH[A, OTIHCH, JIea.

5.3.3. Ilo OKOHYAaHUHU AETONPOU3BOACTBEHHOIO Trofa B O(OpMIICHHBIE OOJOXKKU el
MOCTOSTHHOTO XPaHEHUsI BHOCATCS HEOOXOIUMBIC YTOUHEHHS: B 3ar0JIOBKH JIEJI, COJIEPIKAIUX
pacropsuTeIbHbIe JTOKYMEHTHI (TIPUKa3bl, MPOTOKOJBI), BHOCITCS HOMEpA; €CIH JIEN0 C



MIEPENUCKON COCTOMT U3 HECKOJIBKMX TOMOB, B Ka)KJIOM TOME YKa3bIBaeTCs KOPPECIIOH/IEHT,
aBTOP, TEPPUTOPHS, IpyTrue JaHHbIe. B kax1oM ToMe yka3blBaeTcs aarta (YMCIio, Mecsll, TOx)
Hayajga ¥ OKOHYAHMS JAaHHOTO Toma. TOduHbIe AaThl MPOCTABISIIOTCA Ha OOJIOKKAX IS
OBICTPOrO TIOMCKA JTOKYMEHTOB B IOCIEAYIOIIEM; M3 3aBEPUTEIHHON HAJMHCHU HAa OOJIOXKKY
7ienia BBIHOCUTCSI KOJIMYECTBO JIUCTOB B JIEJIE.

5.3.4. Haanucu Ha 00710KKax Je7 OCTOSIHHOTO U JI0JITOBPEMEHHOTO XpaHEHHS CIIeIyeT
MIPOU3BOJIUTH YETKO, CBETOCTOMKUMH YEPHUIIAMHU.

5.3.5. Ans yyeTa KOJIMYECTBA JMCTOB B Jieje U (PUKCAIIMH OCOOCHHOCTEN UX HyMepaluu
Ha OT/ICJIBHOM JIUCTE COCTABIIACTCS 3aBepUTENbHAs HAAHUCh.

B 3aBeputenbHON HaMUCH YKa3bIBAECTCS KOJUYECTBO JUCTOB (LM(ppPaMu U MPOIHUCHIO) B
nene. 3aBepuTeNbHAs HaIMUCh MOANUCHIBAETCS COCTABUTENIEM C YKa3aHHEM €ro JOJDKHOCTH U
JIaThl COCTABIICHHUS.

5.3.6. BHyTpeHHSS OMHUCh COCTaBISIETCS K JejlaM IOCTOSHHOTO M JIOJITOBPEMEHHOTO
(cBpime 10 neT) cpoka XpaHeHUs, C(OPMHPOBAHHBIM IO PA3HOBUAHOCTSIM JIOKYMEHTOB,
3aroJOBKH KOTOPBIX HE PacKpbIBAIOT KOHKPETHOE COJEpkKaHUE JTOKYMEHTOB (0c000 LIEHHBIE,
JUYHBIC JIea U JIp.).

5.3.7. lena BpeMeHHOT0 XpaHEeHUsI 0(OPMIIIOTCS YIPOILEHHO: OHU HE MOAIINBAIOTCS,
JUCTHI B HUX HE HYMEPYIOTCS, YTOUHEHHE Ha 00JI0KKaX HE MPOM3BOJIUTCS, OMKCH Ha JieNia He
COCTABJIAIIOTCS, YUET BEIETCS 110 HOMEHKIIAType Jell.

5.4. Onucanue 10KyMEHTOB [TOCTOSIHHOIO CPOKa XPaHEHHUS.

5.4.1. Onucu cocTaBisAIOTCS Pa3JesIbHO Ha JIeNa OCTOSHHOTO XpaHEHUsI 110 OCHOBHOM
NesITeIbHOCTH U Ha JIeJia 110 JTUYHOMY COCTaBY.

5.4.2. Onucu cocTaBisA0TCA AEIONPON3BOAUTEIIEM.

5.4.3. Onuch BeeTcs B €IMHOM BaJIOBOM HyMEpalluu B TEUEHUE HECKOJIBKUX JIET.

5.4.4. Ha nena ¢ UCTEKIIUM CPOKOM XPaHEHHUS COCTABIISCTCS aKT 00 YHUUTOKEHHH.



