Monoxenne 00 apxuse

1. O6muec nosoKeHRS

1.1. Monoxenne 06 apxuse MyHMIHNATLEOTO GIOTACTHONO JOWKOALHOTO
obpazosarensroro yapexaenna Ne 70 «/lercxuii can o0mepassHBalOMETo BUla» (Ranee —
Tonoxenue), paspaborano B coorsercreul ¢ PesepansHuiM 3ak0HOM «O0 apXMBHOM e B
Poccaiicxoii ®eaepamn or 22.10.2004 Ne 125-03, Meroauueckin PEKOMCHIAMAMH 110
paloTe ¢ AOKyMCHTaMH B 00meo0pa3osareibubiX YIPCEKICHHX.

1.2. Hacrosmee [lonoxenne paspaborano s uensx:

— COBEPIICHCTBOBAHMA JACATENLHOCTH B cf)epe OpraHu3alMi XPaHCHHA,
KOMIUICKTOBaHHS, Y4€Ta H HCTIONb30BaHKS apXHBHLIX nokymeuTos MB/IOY
~ panHOHANLHON OPraHIGAINIH AOKyMCHTaIHOHHOTO obecnewenin 8 Mb/IOY

1.3. Apxse MBJIOY co3asercs B HEASX XpaHeHiS, KOMILICKTOBAHAS, yICTa H
HCTIONB30BaHNA AOKYMEHTOB, 00pasyionmxcs B npouecce AesreabHocTd MBIOY u
3aKOHYCHHBIX JCNONPOH3BOJCTBOM JOKYMCHTOB NPAKTHYECKOI0 HA3HAYCHHA, HX 0TOOpa H
NIO/INOTOBKH K NCPEAate HA XPAHCHHE B MYHHIHNANLHbIH apXHB.

1.4. B croeii pabore corpyammxs MB/IOY pykoBOACTBYIOTCS 3aKOHOJATENLCTEOM 00
apxueaOM jesie B Poccniickoii @eacpaipn, HENMHE HOPMATHBHEIMH NPABOBRIMH aKTaMH
Poccniickoit ®egepamn, noxanssusiv akrami MB/IOY u HacTosmmm [lonoxesmem.

1.5. Kourpom 3a pesremuoctsio apxusa MB/IOY ocymecTeaser 3aseyiomad, a s €€
OTCYTCTBHH H.0. 3aBSAYIONICH, KOTOPHIC 00SCTICTHBAIOT APXHB HEOOXOIHMBIM TIOMCIICHHEM
# 000pYAOBAHNCM.

1.6. Henocpeacraensoe pykosoactso apxusom MBJl10Y soznaraercs nipHKasomM
3aBeYIOWICH Ha NHII0, OTBSTCTBCHHOE 33 BEJICHHE apXHB2 (KaK NpaBiio, Ha '
IENONPOH3BOMTENS ).

2. Cocras AOKYMCHTOB apxuBa

2.1. ApxsBHEIE AOKYMEHTH, IOCTYNMOMHE Ha xpancuue 8 apxus Mb/IOY,
OTHOCATCA K MyHHIMNANLHOI COOCTBEHHOCTH, HE TIO/UICAKAT NPHBATH3AIMH, HE MOTYT ObITh
00LEKTOM HPOAARI, MCHBI, J3PCHHSR, 3 TAKAKE HHBLIX CACTOK, MOTYHIHX NPHBCCTH K HX

22. B apxms MBJIOY nocrynasor:

2.2.1. ApxusHuie noxyuemoﬁpmonammecusnpouwccnmmuocm MBJ10Y,
BPEMCHHOIO XpaneHus (HeoOX0MMEIC B IPAKTHYCCKO# JESTCILHOCTH).

222 ApxuBHHE JOKYMEHTHL oOpasosasumiecs B npoiecce nestensuoctu MB/IOY.

2.2 3. JIOKyMCHTH 10 JIFTHOMY COCTaBy, orpmomtpymmeunmmmm
pabornuKa ¢ paboronarenem.

2.2 4. ApXHBHEIC JOKYMCHTH NOCTOSHHOIO XPAHCHHA.

3. 3azaun 5 $yEKHEE apIEBA.



2.2.4. ApXUBHBbIE TOKYMEHTBI IOCTOSSHHOTO XPaHEHUS.

3.3anaum U QyHKUMH apXuBAa.
3.1. OcnHoBubIMU 3a1auamu apxuBa MBJIOVY sBrsroTcs:
3.1.1. KomriekToBanue TOKYMEHTAMU, COCTAB KOTOPBIX IPEAYCMOTPEH Pa3AEIOM
2 nacrosuero [lonoxenus.

3.1.2. ObecrnieyeHne eAMHBIX MPUHITUIIOB OPTraHU3AIUN XPAHEHHS, KOMIUIEKTOBAHHUS,
y4€Ta U UCIOIb30BAaHUE apPXUBHBIX JOKYMEHTOB, UX COXPAaHHOCTH.

3.1.3. OcymiecTBienre KOHTPOIIS 3a (OpMHUPOBaHUEM U 0OPMIICHHUEM JIEN B
nenonpousBoactse MBJIOY.

3.2. B coOTBeTCTBUU € BO3JIOKEHHBIMH Ha Hero 3agadamu apxuB MBJIOY
OCYUIIECTBJISIET cienytonue QyHKIINN:

3.2.1. IlpuHuMaeT nociue 3aBepuieHus AeJ0NpOrU3BOACTBOM, YUUTHIBAET U XPAHUT
nokymeHTsl MBJIOVY, 06paboTaHHbie B COOTBETCTBUU C TPEOOBAHUSAMHU, YCTAHOBICHHBIMU
3aKOHOJIaTEILCTBOM 00 apXuUBHOM Jiene B Poccuiickoit deneparum.

3.2.2. OcyiecTBIsSIET Y4eT U 00€CIICUUBAET MOJHYIO0 COXPAHHOCTh MPUHATHIX
apXHUBHBIX JIOKYMEHTOB, B TOM YHCJIE MO JIUYHOMY COCTaBY.

3.2.3. IIpoBOIUT CBOEBPEMEHHOE YIOPSAIOUYECHUE APXUBHBIX TOKYyMEHTOB
(PKCcmepTU3y IIEHHOCTH, HAYYHO-TEXHUUYECKYI0 00pabOTKY, COCTAaBIICHUE OMKUCEN U T.].).

3.2.4. Opranu3yer UCcnoJib30BaHNUE TOKYMEHTOB:

- tHQOpMUpPYET agMUHUCTpaLuio U padoTHuKOB MBJIOY 0 cocTaBe u coaepxaHuu
JIOKYMEHTOB apXHBa;

- OecrIaTHO MPEAOCTABIISET MOJIb30BATENSIM apXUBHBIMU JOKYMEHTaMHU O(pOpPMIICHHBIE B
YCTaHOBJICHHOM TOPSJIKE apXUBHBIE CIIPABKY WJIM KOTTUW apXUBHBIX JIOKYMEHTOB,
CBSI3aHHBIC C YCTAHOBJIEHHEM TPYJOBOTO CTa)Ka, COMAIbHON 3alllUTON rpa)aaH,
MpeayCMaTPUBAIOIIEH X TICHCUOHHOE 00€CTIeueHNE, a TAK)KE TTOJIYIeHHE JILIOT U
KOMIIEHCAIIUM B COOTBETCTBUH C 3aKOHOAATENIbCTBOM Poccuiickon denepanuu;

- BBIJIAET B YCTAHOBJICHHOM NOPSIIKE J€1a, TOKYMEHThI MJIM KOMUU JOKYMEHTOB B LIEJISIX
CIIy’K€OHOTO M MPAKTUYECKOTO UCTIOIb30BaHUS JIJIsl pa0OTHI B IOMEIICHUHU apXUBa;

- BEJET YYET UCIOJIb30BaHUA JOKYMEHTOB, XPaHAIIUXCSI B apXUBE.

4. IlpaBa ¥ OTBETCTBEHHOCTh

4.1. 1514 BBITIOJIHEHHSI BO3JIOKEHHBIX 3a/1a4 U (YHKUUNA JTUI0, OTBETCTBEHHOE 32
Benenue apxusa MbJIOY, umeer npaso:

4.1.1. KoHTponMpoBaTh BHINIOJHEHNE YCTAHOBJICHHBIX MPABUII PAOOTHI €
noxkymeHtamu B MBJIOYV.

4.2. JIuno, orBeTCTBEHHOE 32 BeaeHue apxua MbJIOY, HeceT 0TBETCTBEHHOCTH 3a
BBITIOJITHEHHUE BO3JIOKEHHBIX HA apXUWB 3a/1a4 U (YYHKIIHA.

4.3. 3a yTpary u nop4y JOKyMEHTOB JOLKHOCTHBIE JINLA YUPEKACHUS
(pyKOBOIMTEND YUPEXKACHUS U JTUIO, OTBETCTBEHHOE 32 BEJICHUE apXUBa) HECYT
OTBETCTBEHHOCTh B COOTBETCTBHHM C JIEHCTBYIOIIUM 3aKOHOIaTEIBCTBOM.

5. KoMmIiuiekToBaHne apxuBa

5.1. IlogroroBka 10KyMeHTOB K nepeaaude B apxuB MBJIOY BkirogaeT s3xkcnepTusy
HAyYHOU U MPAKTUYECKON IIEHHOCTH TOKYMEHTOB, O(pOpMIIEHHUE /1T, COCTaBICHHUE OTHCH.

5.2. DkcnepTr3a HEeHHOCTH JOKYMEHTOB.

5.2.1. DkcnepTHU3a NEHHOCTH JOKYMEHTOB - OIIPEEIICHNE IEHHOCTH TOKYMEHTOB C
LIEJIbIO 0TOOPA UX HA XPaHEHUE U YCTAaHOBJIEHUE CPOKOB XPAHEHUS.



DKcnepTu3y HeHHOCTH JOKYMEeHTOB B MBJIOVY ocyniecTBiaseT NOCTOSHHO
JNEUCTBYIONIAsl SKCIEPTHAS KOMUCCHSI.

5.2.2. DkcnepTHasi KOMHUCCHUSI Ha3HAayaeTcs npukazom 3asenyromieit MbBJIOY. B
COCTaB DKCMEPTHOW KOMUCCHUHU BKJIIOUAIOT HE MEHEE TPEX COTPYTHUKOB, B TOM YHUCJIE B
00s13aTeIbHOM MOPSIKE JINIIO, OTBETCTBEHHOE 3a BeAeHue apxuBa MBJIOVY.

DKcCIepTHass KOMUCCHS Ha 3aCEIaHUsAX pacCMaTpUBaET: HOMEHKIATypy aen MbJIOY,
OMMCH JEJ1 NOCTOSHHOTO XPaHEHUS U 0 JINYHOMY COCTaBY, aKThl HA TOKYMEHTBI,
BBIJEISIEMbIE K YHUUTOXKEHUIO.

5.3. OdopmiieHue aern.

5.3.1. Jlena mOCTOSIHHOTO XpaHEHUs TOJIITUBAIOTCS B TBEPAYIO 00JIOKKY CYPOBBIMU
HUTKaMU. JIUCTBI HyMEPYIOTCA B IPAaBOM BEPXHEM YIIIy IPOCTHIM KapaHjamoM. KoandyecTBo
JIMCTOB B KQXK/JOM JI€JI€ HE TOJHKHO NpeBnlarh 250. B KOHIE 1eiia Ha OTAEIbHOM JIUCTE
COCTABJISIETCS 3aBEPUTENbHAS HAAKCH.

5.3.2. Ha 00n03kKe 1e71 TOCTOSHHOT'O XPAHEHHUSI I0JKHBI OBITh TPOCTABIICHBI
CJIeIyIOIME PEKBU3UTHI: HANMEHOBaHUE 00PAa30BaTEIBHOIO YUPEKAECHUS, HOMED (MHIEKC)
JieJ1a 0 HOMEHKJIaType, 3aroJIOBOK Jea, KOJUYECTBO JTUCTOB, CPOK XPAHEHHS MJIM OTMETKA
«XpaHUTh MOCTOSIHHOY», HOMEP (OHJa, OMKCH, Jea.

5.3.3. [1o okOHYaHUU JENOMPOU3BOJACTBEHHOTO roia B 0POPMIIEHHBIE OOJIOKKU JET
MOCTOSITHHOTO XPaHEHHSI BHOCSITCSI HEOOXOIUMbIE YTOYHEHUS: B 3ar0JIOBKH JIEJI, COJIep KaIINX
pacnopsIMTeIbHbIE IOKYMEHTHI (ITPUKA3bl, TPOTOKOJIBI), BHOCSTCS HOMEPA; €CIU JICIIO C
MEPENUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B KOKJIOM TOME YKa3bIBAETCSI KOPPECTIOHAEHT,
aBTOp, TEPPUTOPHUS, Ipyrue AaHHbIC. B Kaxk1oM ToMe yka3bIBaeTcs gaTa (4UCio, MECsL, TON)
Hayaja U OKOHYaHUS JaHHOTO ToMa. TOYHBIEC IaThl MPOCTABJISIOTCS HAa 00JIOKKAX JIJIst
OBICTPOTO MOKCKA TIOKYMEHTOB B MOCJIEIYIOLIEM; U3 3aBEPUTENBHON HAJIUCH Ha OOJI0KKY
JieJ1a BBIHOCUTCSI KOJIMYECTBO JIMCTOB B JIETIE.

5.3.4. Hagnucu Ha 0010KKax JeJ MOCTOSIHHOTO U IOJITOBPEMEHHOTO XPaHEHUs
cleAyeT MPOU3BOAUTh YETKO, CBETOCTOMKHUMU YEPHUIAMHU.

5.3.5. Jlns ydeta Konu4ecTBa JUCTOB B Jieie U (pUKCaIMU OCOOEHHOCTEN UX
HyMEpALMK HAa OTAEIILHOM JIMCTE COCTABIISIETCS 3aBEPUTENbHASI HAMIIUCH.

B 3aBepuTenbHONM HAMUCH YKA3bIBAETCS KOJMYECTBO JIUCTOB (IdpamMu u
MIPONUCHIO) B AeJie. 3aBepUTENIbHAS HAJINCh MMONUCHIBAETCS COCTABUTENIEM C YKa3aHUEM
€ro JIOJXKHOCTH U 1aThl COCTABIICHHS.

5.3.6. BHyTpeHHSsIs ONUCH COCTABISETCA K J€JIaM OCTOSTHHOTO U JIOJITOBPEMEHHOTO
(cBeimre 10 meT) cpoka Xxpanenusi, CQOPMUPOBAHHBIM 1O PA3HOBUIHOCTSIM JIOKYMEHTOB,
3aroJIOBKU KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEPIKaHKE TOKYMEHTOB (0C000 IIEHHEIE,
JIMYHBIC JIeJIa U JIp.).

5.3.7. Jlena BpeMeHHOTO XpaHeHUs1 0OPMIISIOTCS YIIPOUIEHHO:

OHM HE TOJIIMBAIOTCS, JIUCTHI B HUX HE HYMEPYIOTCS, yTOUHEHHUE Ha 00JI0KKaX HE
MPOU3BOAUTCS, ONMCHU Ha JieJia HE COCTABJISIIOTCSA, yU€T BEJIETCS [0 HOMEHKIIAType JIedl.

5.4. Onucanne JOKYMEHTOB MOCTOSIHHOTO CPOKA XPaHECHMUSI.

5.4.1. Onucu cocTaBIsIIOTCA pa3feIbHO HA Jiejia TOCTOSSHHOTO XPaHEeHUS 110
OCHOBHOM AEATEIBbHOCTU U Ha JIeJIa 10 JINYHOMY COCTaBY.

5.4.3. Onucu cocTaBISIFOTCS AEIOIMPOU3BOAUTEIIEM.

5.4.4. Onuck Benercs B €AMHOM BaJIOBOW HyMEPALIMK B TEUEHHE HECKOJIBKHUX JIET .

5.4.5. Ha nena ¢ UCTEKIIUM CPOKOM XpaHEHHS COCTABIISIETCS aKT 00 YHHUTOKCHUU.



