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IHonoxenue 00 apxupe MyHHIUNIAIBLHOIO OIOIKETHOI0 JOIKOJIBLHOT0 00Pa30BaTeJIbHOI0
yupe:xnenus «/lerckmii canx c.Jlecnas HeenoBka bazapuo-Kapadyinakckoro MyHuIIunaabHOro paiiona
CapartoBckoii o01acTi»

1. O01mue moJ10KeHUA
1.1. Ilonoxenue o6 apxuBe MyHHIHMIAIBHOTO OIOPKETHOTO IOIIKOJIBHOTO 00Pa30BaTEIbHOTO YUPEKACHUS
«erckwuii cax c.Jlecnas Heenoska bazaprno-Kapabynakckoro MmyHuIunaipHoro paiiona CapaToBCcKoi
obmactu» (manee — Ilonoxxenue), pazpaboTaHo B COOTBETCTBUU ¢ DesiepaabHbIM 3aKOHOM «O0 apXUBHOM
nene B Poccuiickoit @eneparuu» ot 22.10.2004 Ne 125-D3 (pen. ot 28.12.2022), MeToanvyeckumu
pEeKOMEHAAMAME 110 paboTe ¢ JOKyMEHTaMH B 00I11€00pa30BaTeIbHbIX YUPESKICHHUAX.

1.2. Hactosimee Ilonosxenne pa3paboTaHO B MEJISX:

— COBEpUICHCTBOBAHUS JACATEIBHOCTU B chepe OpraHu3alny XpaHeHUs, KOMIUIEKTOBAHHUS, y4eTa 1
UCIIOJIb30BAaHUs apXUBHBIX JOKyMeHTOB MBJIOY
— palMOHAJIbHOM OpraHu3aluy JOKyMeHTalHoHHOoro obecneuenus B MbJI0Y

1.3. ApxuB MBJIOVY co3pnaeTcs B eisiX XpaHeHUs, KOMIUIEKTOBAHUSI, YU€Ta U UCIIOIb30BAHUS
JIOKYMEHTOB, 0Opa3sytomuxcs B mpouecce aesrensHoctd MB/IOY 1 3aKOHYEHHBIX J1€JI0MPOU3BOICTBOM
JIOKYMEHTOB IPAaKTUYECKOr0 Ha3HAuUEHUs, UX 0TOOpa U MOATOTOBKH K Iepejaue Ha XpaHEHHE B
MYHULMIIAJIbHBIA apXUB.

1.4. B cBoeii pabote apxuB MBJIOY pykoBOJICTBYETCs 3aKOHOIATEIILCTBOM 00 apXMBHOM JIeJIie B
Poccuiickoit denepanuy, MHBIMU HOPMAaTUBHBIMU IIPpaBOBbIMU akTaMu Poccuiickoit denepanuu,
nokansHbIiMU akTaMu MBJIOY u Hactosinum [lonoxenuem.

1.5. Kontpoisb 3a nestenpHOCThIO apxuBa MBJIOY  ocymiecTBiser 3aBeayronias, a B €€ OTCYTCTBUU
UCTIOJHSIONINI 00S3aHHOCTH 3aBEAYIOIEH, KOTOPBIE 00ECTIEYMBAIOT aPXUB HEOOXOJMMBIM ITOMEIICHHEM U
000pyI0BaHUEM.

1.6. HenocpencrteenHoe pykoBojicTBo apxuBoM MBJIOY  Bo3maraercst mpukazoM 3aBeayromiei Ha
JIMII0, OTBETCTBEHHOE 3a BEJCHHUE apXUBa.

2. CocTaB 10KYMEHTOB apXHBa
2.1. ApxuBHBIE JOKYMEHTHI, IOCTYyNAIOIIKE HAa XpaHeHue B apxuB MBJIOY, otHocsTCS K
MYHUIIUTIAJIbHOW COOCTBEHHOCTH, HE MOJIekKaT IPUBATU3ALIMU, HE MOTYT ObITh 0OBEKTOM MPO/Ia’Ku, MEHBI,
JApEHHs, a TAK)KE UHBIX CIEJIOK, MOTYIIIMX IIPUBECTU K UX OTUYKIECHHUIO.
2.2.B apxuB MBJIOY mnocrtynaror:
2.2.1. ApxuBHBIE TOKYMEHTHI, oOpa3oBaBiIrecs B npouecce aearensHoctd MB/IOY, BpemenHoro
XpaHeHus (He0OX0AUMBbIE B MPAKTUYECKON JIESTEIbHOCTH).
2.2.2. ApxuBHBIE TOKyMEHTHI, 00pa3zoBaBIIuecs B nporuecce aesreabHocty MBJIOY
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2.2.3. JIOKyMEHTHI MO JIMYHOMY COCTaBY, OTpPa)aloIlUe TPYIOBbIE OTHOIICHUS pPaOOTHHKA C
paboTonaTenem.

2.2.4. ApxuBHBIE JOKYMEHTHI IOCTOSSHHOTO XpaHEHUS.

3.3ana4u ¥ pyHKUUH apXuBa.
3.1.0cHoBHBIMHE 3a1auamu apxuBa MBJIOY:

3.1.1. KoMiuiekToBaHHE JOKYMEHTaMH, COCTaB KOTOPBIX MPEAYCMOTPEH pa3aeiioM 2
Hacrosuero Ilonoxenus.

3.1.2. OOecrneyeHre eAMHBIX MPHUHIMIIOB OPraHU3allMM XpPaHEHUsS, KOMIUICKTOBaHMS, y4deTa W
HCII0JIb30BaHNE apXUBHBIX JTOKYMEHTOB, UX COXPAaHHOCTH.

3.1.3. OcymectBienue KOHTpoisd 3a GopMupoBaHUEM U ODOPMIICHUEM JIe] B JETIONPOU3BOJICTBE
MBJIOV.

3.2. B cOOTBETCTBUM C BO3JI0KEHHBIMU Ha Hero 3aaadamu apxuB MB/IOY ocyiectBisier
cieayromue GyHKINH:

3.2.1. [IppyHuMaer nocne 3aBepUICHUs AEIONPOU3BOICTBOM, YUUTHIBAET U XPAHUT IOKYMEHTHI
MBZIOY, ob6paboTaHHBIE B COOTBETCTBHH C TPEOOBAHHUSIMH, YCTAHOBIIEHHBIMH 3aKOHOIATEIIECTBOM 00
apXxuBHOM Jieie B Poccuiickoit denepanuu.

3.2.2. OcyuecTBisieT y4yeT U O0O0€CHeuyuBaeT IOJHYI0 COXPaHHOCTb MPHUHATBHIX apPXUBHBIX
JOKYMEHTOB, B TOM UYHUCJIE 110 JINYHOMY COCTaBY.

3.2.3. [IpoBOAUT CBOEBPEMEHHOE YINOPSAOYEHUE apXUBHBIX JOKYMEHTOB (IKCIEPTH3Y LIEHHOCTH,
Hay4YHO-TEXHUYECKYI0 00pabOTKy, COCTaBICHUE OMUCEH U T.11.).

3.2.4. Opranu3syeT UCTOIb30BaHUE JOKYMEHTOB:

- ”HGOpMUpYET aIMUHKUCTpannio U paboTHHKOB MBJIOVY 0 cocTtaBe 1 cofepx’aHuu JOKYMEHTOB apXUBa;
- OecIuIaTHO MPEAOCTaBISIET M0JIB30BATENSIM apXUBHBIMU JOKYMEHTaMH 0()OpMJICHHBIE B YCTAHOBJIEHHOM
IIOPSJIKE apXUBHBIE CIIPABKU MM KOIIMU apXUBHBIX IOKYMEHTOB, CB3aHHbIE C YCTAHOBIEHUEM TPYJOBOIO
CTa)a, COMAIILHOM 3alIMTON rpaXkaaH, MPeayCMaTPUBAOIICH MX MEHCHOHHOE 00€CTIeueHne, a TAaKKe
MIOJIyYEHHE JIBIOT U KOMIIEHCALIMH B COOTBETCTBUU C 3aKOHOJATENbCTBOM Poccuiickoit denepanuy;
- BBIJIAET B YCTAHOBJICHHOM MHOPSIAKE Jela, TOKYMEHThI UM KOTIUU JOKYMEHTOB B LIEJIAX CIIY>KEOHOTO U
MPAKTUYECKOTO UCTIOJIb30BAaHUs JUI1 paOOThl B IOMEIIEHUH apXUBa;
- BEJIET Y4eT UCIOJb30BaHUs JOKYMEHTOB, XpPAHAIIUXCS B apXUBE.

4. IIpaBa 1 OTBETCTBEHHOCTh

4.1. J1ns1 BBINOJIHEHUS BO3JIOKEHHBIX 331a4 M QYHKIMN JIHUII0, OTBETCTBEHHOE 32 BEJIEHUE apXUBa
MBJIOVY , umeer npaBo:

4.1.1. KoHTponnpoBaTh BHIIOJHEHHE YCTAHOBIEHHBIX MpaBUil padoThl ¢ JokyMeHTamu B MBJIOVY.

4.2. JInno, orBeTcTBEHHOE 3a BeAeHue apxuBa MB/IOVY, HeceT 0TBETCTBEHHOCTH 3a BBIIIOJHEHUE
BO3JIO’KEHHBIX HA apXMB 3a/1a4 U QYHKIUH.

4.3. 3a yTpaTy 1 opuy JOKYMEHTOB JIOJKHOCTHBIE JIMLA YUpExKIACHUS (PYKOBOIUTEIb YUPEKIACHUS
U JIUI0, OTBETCTBEHHOE 3a BEJEHUE apXuBa) HECYT OTBETCTBEHHOCTh B COOTBETCTBHH C JECHCTBYIOLIUM
3aKOHOAATEIBLCTBOM.

5. KommiiekroBanue apxusa

5.1. IlogroroBka JOKyMEHTOB K mepenaue B apxuB MBJIOY  BxitouaeT skcrnepTu3y Hay4qHOM U
MPAKTUYECKON [IEHHOCTHU TIOKYMEHTOB, O(pOpMIIEHHE €T, COCTABICHUE OMHCH.

5.2. DkcnepTusa HEHHOCTH JJOKYMEHTOB.

5.2.1. DkcnepTH3a LEHHOCTH JOKYMEHTOB - OMpeJieJieHHe IEHHOCTH JOKYMEHTOB C IIeJIbl0 0TOOpa
UX Ha XpaHEHUE U YCTAHOBJIEHHE CPOKOB XPAHEHHUS.

DKcnepTu3y eHHOCTH JoKyMeHTOB B MBJIOVY ocyliecTBisieT MOCTOSHHO JEUCTBYIOLIAS
9KCIIEPTHAS] KOMUCCHUS.

5.2.2. DKcrnepTHasi KOMHUCCHSI Ha3HavaeTcs npukazom 3aseayroniei Mb/IOY. B coctas
DKCIepTHOM KOMHICCHHU BKJITIOUAIOT HE MEHEE TPEX COTPYAHHUKOB, B TOM YHUCIIE B 00s13aTEILHOM TOPSIIKE
JIMII0, OTBETCTBEHHOE 3a BeneHue apxusa MBJIOY.

DKcrepTHasi KOMUCCHUSI Ha 3acelaHusX paccMmarpuBaeT: HoMeHKIaTypy nen MBJIOVY, onucu nen
MIOCTOSIHHOTO XPAHEHHUS U T10 JIMYHOMY COCTaBY, AKThl HA JIOKYMEHTBI, BbIJIEISEMbIE K YHUUTOXKEHUIO.

5.3. Odopmiienue ned.



5.3.1. lena MOCTOSHHOTO XpaHEHUS IMOALIMBAIOTCS B TBEPAYIO OOJOXKKY CYpPOBBIMH HUTKaMH.
JIucTel HyMEpyIOTCS B MIPAaBOM BEPXHEM YTy IPOCThIM KapaHjaimoM. KolndecTBo JIMCTOB B KaKIAOM Jiene
He J0JDKHO npeBbimaTth 250. B KoHIE 1e71a Ha OT/A€IbHOM JIMCTE COCTABIISAETCS 3aBEPUTEIIbHAS HA/AIIUCh.

5.3.2. Ha o0Onoxke el MOCTOSHHOTO XpAaHEHUs MAOJDKHBI OBbITh IPOCTABICHBI CIEAYIOIIUE
PEKBU3UTHI: HAUMEHOBaHHE OOpA30BATEIBHOTO YUYpPEXKIEHHUs, HOMEp (MHIEKC) Jaela 10 HOMEHKJAType,
3aroJjIOBOK JieJia, KOJIMYECTBO JIUCTOB, CPOK XPAHEHMs WM OTMETKA «XpaHUTh INOCTOSIHHO», HOMep (oHIa,
OIUCH, JeIIa.

5.3.3. Ilo oKOHYaHUU 1E€JIONPOU3BOICTBEHHOT O rojia B 0(hOPMIIEHHBIE 00JIOKKH /1€ TOCTOSTHHOTO
XpaHEHHs BHOCATCS HEOOXOMMBIE YTOUHEHUS: B 3ar0JIOBKH JIEJI, COJACPKAIIUX PACTIOPSIIUTEIIbHBIC
JOKYMEHTBI (IIPUKa3bl, IPOTOKOJIbI), BHOCATCS HOMEPA; €CIIH JIEJI0 ¢ NEPENUCKONH COCTOUT U3 HECKOJIBKUX
TOMOB, B KaJKJIOM TOME YKa3bIBa€TCsl KOPPECIIOH/IEHT, aBTOP, TEPPUTOPHUSL, IpyTrue JaHHbIE. B kaxxaom Tome
yKas3bIBaeTcCs JlaTa (4Mcio, Mecsll, [oJ]) Hauaua U OKOHYaHHsI JaHHOTO ToMa. To4HbIe AaThl IPOCTABIIAIOTCS
Ha 00JI0%Kax JiJIsl ObICTPOro MOMCKA JOKYMEHTOB B ITOCJIEAYIOLIEM; U3 3aBEPUTEIBHON HAANNCH Ha
00JIOKKY J1e1a BBIHOCUTCS KOJINYECTBO JIMCTOB B JIEJIE.

5.3.4. Hapnucu Ha 00JI05KKax /1€y MOCTOSTHHOTO | JOJATOBPEMEHHOTO XPaHEHUS CIIeTyeT
IIPOU3BOJIUTH YETKO, CBETOCTOMKUMH YEPHUIIAMHU.

5.3.5. ns y4era KOIMYECTBA JIMCTOB B JieJe U (PUKCAIIMHA 0COOEHHOCTEH X HyMepaluy Ha
OTIEJIBHOM JINCTE COCTABIISETCS 3aBEPUTEIbHAS HAIIUCh.

B 3aBepuTenbHON HaANKUCH yKa3bIBA€TCSI KOJUYECTBO JINCTOB (LM(paMH U MPOIKUCHIO) B JCIIE.
3aBepuTeabHas HAAUCh MOJIUCHIBAETCS COCTABUTEIIEM C YKa3aHUEM €TI0 JI0JKHOCTHU U 1aThl COCTaBJICHHUS.

5.3.6. BHyTpeHHS OMHCH COCTABIISIETCS K JIeIaM OCTOSIHHOTO U TOJITOBpeMeHHoro (cBbIme 10
JIET) CpoKa XpaHeHUsl, COPMHUPOBAHHBIM IO Pa3HOBUAHOCTSAM JOKYMEHTOB, 3aI0JIOBKH KOTOPBIX HE
PACKpBIBAIOT KOHKPETHOE COJIEP KaHKE TOKYMEHTOB (0C000 II€HHBIE, INYHBIC JIeia U JIp.).

5.3.7. lena BpeMEHHOT 0 XpaHeHHs 0(OPMIISIOTCS YIPOLIECHHO:

OHHU He TIOJIIMBAIOTCS, JIUCTHI B HUX HE HYMEPYIOTCS, YTOUHEHHE Ha 00JI0KKaX HE IPOU3BOIUTCS, OIIMCH Ha
JIeJIa HE COCTaBJIIIOTCS, YU€T BEJETCS 10 HOMEHKJIAType Jedl.

5.4. Onucanue JOKyMEHTOB ITIOCTOSIHHOTO CPOKa XPaHEHHS.

5.4.1. Onucu cocTaBIsAIOTCS pa3AesIbHO Ha JI€N1a OCTOSSHHOIO XPaHEHUs [0 OCHOBHOM
NeSTEJIbHOCTH U Ha JieJia 10 JIMYHOMY COCTaBYy.

5.4.3. Onucu cocTaBIAOTCA AEIONPON3BOAUTEIIEM.

5.4.4. Onnce BeneTcs B €IMHOW BAJIOBOM HyMEpalluy B TEYEHUE HECKOJIBKHX JIET .

5.4.5. Ha nena ¢ UCTEKIIMM CPOKOM XPAHEHUS COCTABIISETCS aKT 00 YHUUTOXESHHUU.



