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1. O0uue moJ0KeHuA

1.1. ITonoxxenne 00 apxuBe pa3pabOTaHO JJII MYHMIIUIIAIBHOTO OHOHKETHOTO
JOIIKOJILHOTO 00pa3oBaTenbHOro yupexaenus «Jlerckuit can Ne 321 «Pocunkay (nanee -
MBJ10Y).

1.2. Hacrosiee nosioxeHue pa3paboTaHo B cooTBeTcTBUU ¢ DenepanbHbIM 3aKOHOM
«O6 apxuBHoMm gene B Poccuiickoir ®Depeparum» ot 22.10.2004 Ne 125-03,
MeTroanueckuMu peKOMEHIAUSIMH 0 paboTe ¢ JOKYMEHTaMH B 00I1e00pa30oBaTeIbHbIX
yupexaeHusnx, OenepanbHbiM 3akoHOM «O0 obOpazoBanuu B Poccuiickoit dexeparum» ot
29.12.2012 roga Ne273-®3 n. 11 4. 3 cr. 28.

1.3. B cBoeii pabore apxuB MBJIOY pykoBoACTByeTCS 3aKOHOAATEIBCTBOM 00
apxuBHOM Jene B Poccuiickon ®enepanny, WHBIMU HOPMATUBHBIMYU IIPABOBBIMHA aKTAMH
Poccuiickoit @enepanuu, tokanbHbiMu aktaMu MBJIOY u nHacTosimum [lonoxenuem.

1.4. Kontponsb 3a aesrensHOocThi0 apxuBa MBJIOY ocymiectBisger 3aBenyronui, a B
€€ OTCYTCTBUHU 3aMECTHUTEIb 3aBEIYIOIIET0, KOTOPhIE 00ECIEYNBAIOT apXUB HEOOXOIUMbIM
MOMEIICHUEM B 000PYI0BAHUEM.

1.5. Hactosimee Ilonoxenue yrBepknaercs 3aBeayromum MBJOYVY, cormacyercs c
npeaceaaTesaeM rnepBuaHon nmpodcoro3Hoi opranuzamnueit MbJIOY, u BBoagTCS IpuKa3zoM
no yupexnaenuto. Bee pabotauku MBJIOY nomkHbl OBITh 03HAKOMIIEHBI T10J] POCIIHUCH C
naHHbIM [Tonoxenuem.

2. lean [HonoxxkeHust

2.1. CoBepIICHCTBOBAHUS JICATCILHOCTH B cepe XpaHCHHsI, KOMIJICKTOBAHUS, YUET U
WCIIOJB30BaHUs JIOKYMEHTOB, oOpasyromuxcs B mpouecce aestenbHoctd MBJIOY wu
3aKOHYEHHBIX JICJIOMPOU3BOJICTBOM JOKYMEHTOB MPAKTUYECKOT0 HA3HAUCHHUS.

3. CocTaB 10KYMEHTOB apXuBa

3.1. ApxuBHBIE JOKYMEHTHI, TOCTynaromnue Ha xpaneHue B apxuB MbJIOY, oTHOCATCS
K MYyHUIUNAIBHOM COOCTBEHHOCTH, HE TMOAJIEKAT MPUBATU3ALMU, HE MOTYT OBITh
OOBEKTOM MPOJAXH, MEHBI, JAPEHUs, a TaKXKE MHBIX CAEJOK, MOTYIIMX MPUBECTH K HUX
OTUYKJICHHUIO.
3.2. B apxuB MBJIOVY nocrtymnaror:
3.2.1. ApxuBHbIE JTIOKYMEHTBI, OOpa30BaBIIHECS B TMPOIECCE EATETLHOCTH
MBJIOY, BpeMeHHOTO XpaHeHus (He0OXOAMMBIEC B MPAKTHUECKOU JIESATEITLHOCTH).
3.2.2. ApXuBHbBIE JIOKYMEHTBI, OOpa30BaBIIHECS B TMPOIECCE EATETLHOCTH
MBJ10Y.
3.2.3. JIOKyMeHTBI TI0 JINYHOMY COCTaBYy, OTPaKAIOIIUE TPYAOBBIE OTHOIICHUS
paboTHHUKA ¢ pabOTOIaTENIEM.
3.2.4. ApxuBHbIE JOKYMEHTbI IOCTOSIHHOT'O XpPaHEHHS.

4. 3apaun u GyHKUIMHU apXuBa

4.1. OcHoBHbIMM 3a1a4amMu apxuBa MB/IOV:
4.1.1. KoMIUIEKTOBaHUE  JIOKYMEHTaMH, COCTaB KOTOPBIX MPEAyCMOTPEH
pasaenoM 3 Hacrosmiero [lomoxenus.
4.1.2. OGecrieuenne €IMHBIX IIPUHIIUIIOB OopraHu3anuu XpaHeHUs,
KOMIUIEKTOBAHMS, yU€Ta U UCIIOJIb30BAHUE aPXUBHBIX JOKYMEHTOB, UX COXPAaHHOCTH.



4.1.3. OcymiecTBiaeHne KOHTPOJIS 3a (OpMUPOBaHHEM M OQOpMIICHHUEM el B
nenonpousBoactse MBJIOY.

4.2. B COOTBETCTBMM C BO3JIOKEHHBIMU Ha Hero 3agadamu apxuB MBJIOY
OCYILIECTRIISIET CACAYIOIINE (QYHKITUU:

4.2.1. IlpyHuMaeTr mMocjie€ 3aBEpIICHUs JICJIONPOU3BOJICTBOM, YUYUTHIBACT U
xpaHuT AokymeHTel MBJIOY, o0paGoTaHHbIE B COOTBETCTBUM C TpeOOBAHHSIMHU,
YCTaHOBJIEHHBIMU 3aKOHOJIaTEILCTBOM 00 apXHBHOM Jiejie B Poccuiickoi denepaiuu.

4.2.2. OcymiecTBiIsgeT yuyeT M 00ecreyrBaeT MOJHYI0 COXPAHHOCTb MPHHSTHIX
ApXUBHBIX JIOKYMEHTOB, B TOM YHCJIE 110 JINYHOMY COCTaBY.

4.2.3. [IpoBOAUT CBOEBPEMEHHOE YMHOPSIOYECHHE AapPXUBHBIX JIOKYMEHTOB
(3KcnepTU3y LIEHHOCTH, HAYYHO-TEXHUUYECKYI0 00pabOTKY, COCTABICHUE OMKUCEN U T.1.).

4.2.4. Opranusyer UCIOJIb30BaHUE JOKYMEHTOB:

— unpopmupyet aamMuHucTpanuio u padbotnukoB MBJIOY o coctaBe u copepxaHuu
JTIOKYMEHTOB apXHBa;

— 0ecCIUIaTHO MPEIOCTABIISICT IT0JIb30BaTEIISIM apXUBHBIMU JTIOKYMEHTaMU
oOpMIICHHBIC B YCTAHOBJICHHOM IIOPSIAKEC ApXWBHBIC CIPABKU WM KOIHU apXUBHBIX
JIOKYMEHTOB, CBSI3aHHBIE C YCTAaHOBJICHHMEM TPYJOBOTO CTaXKa, COIMAJIBHOM 3alluTON
rpaxaaH, IpeaycMaTpUBaIOIIel UX IEHCUOHHOE 00ECIICUCHHE, a TAaKXKE TOJIyYEHUE JIbIOT
Y KOMIICHCAllMi B COOTBETCTBUU C 3aKOHOAATENLCTBOM Poccutickon @enepanuu;

— BBIJIaCT B YCTAHOBJICHHOM TMOPSJIKE JieJia, JOKYMEHTHl WJIM KOMHUHU JOKYMEHTOB B
LENAX CIYXEOHOr0 W MPAKTUYECKOTO WCIOJB30BaHUS MJii PaboThl B TOMEIICHUU
MBJI0Y;

— BEJIET YUeT UCIOJIb30BaHMS JOKYMEHTOB, XPAHSIIIUXCS B apXUBE.

5.IlpaBa ¥ OTBETCTBEHHOCTH

5.1. Jlng BBITIOJIHEHUSI BO3JIOKEHHBIX 3a7a4 W (YHKIMA JIUII0, OTBETCTBEHHOE 3a
Benenue apxusa MbJIOY, umeer npaso:

5.1.1. KoHTponupoBaTh BBINOJHEHWE YCTAHOBJIEHHBIX IMpaBUi padOThl C
noxkymentamu B MBJIOYVY.

5.1.2. BHOCUTh Ha paccCMOTpPEHHE PYKOBOJCTBA OpPTaHU3AIlMU MPEATIOKEHUS,
HaIlpaBJEHHbIC HA YIYyUYLIEHUE B CTPYKTYPHBIX MOAPA3AEIECHUAX pad0Thl O OPOPMIIEHUIO
JOKYMEHTOB, POPMUPOBAHUIO UX B JIEJa.

5.2. Jlutio, otBeTcTBeHHOE 3a BeaeHue apxuBa MBJIOVY, HeceT OTBETCTBEHHOCTH 3a
BBITIOJITHEHHE BO3JIOKEHHBIX HA apXUWB 3a/1a4 U (DYHKIIHIA.

5.3.3a yrpary u mopuy JOKyMEHTOB HoJbKHOCTHBIe juiia MBJIOY (3aBemyrorui,
3aMECTUTENb 3aBEIYyIOIIET0 W JIMLO, OTBETCTBEHHOE 3a BEJACHHE apXuBa) HECYT
OTBETCTBEHHOCTb B COOTBETCTBUU C JCHCTBYIOIIUM 3aKOHOAATEILCTBOM.

6. KommiekroBanue apxusa

6.1. [TonroroBka TOKyMEeHTOB K meperade B apxuB MBJIOY Bkirouaer skcnepTusy
HAyYHOM U MPAKTHUYECKON IIEHHOCTH TOKYMEHTOB, O(pOPMIICHHUE /I€]I, COCTABICHHUE OIHCH.
6.2. DkcnepTr3a IEHHOCTH JOKYMEHTOB.
6.2.1. OkcriepTH3a UEHHOCTH  JOKYMEHTOB -  OIpeNeJeHHE ILIEHHOCTH
JOKYMEHTOB C LI€JIbI0 0TOOpa UX Ha XpaHEHHE U YCTaHOBJIEHHE CPOKOB XPaHEHUSI.
DKcrepTu3y LEHHOCTH JoKymMeHTOB B  MBJIOY ocyuiecTBiasieT MOCTOSIHHO
JNEUCTBYIONIAs DKCIIEPTHAS KOMUCCHSL.
6.2.2. DxcniepTHas KOMUCCHS Ha3Ha4YaeTcs nmpukazom 3apeayromniero MBJIOY. B
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COCTaB DKCIEPTHOW KOMHUCCHUHU BKJIIOYAIOT HE MEHEE TPeX COTPYJAHHKOB, B TOM YHUCIE B
00s13aTETHPHOM TMOPSI/IKE JINIIO, OTBETCTBEHHOE 3a BeaeHue apxusa MBJIOY.

DKCcnepTHasT KOMHUCCHS Ha 3acelaHusX pacCMaTpUBAET: HOMEHKIATYPY Jel
MBJIOY, ommcu jgen TOCTOSHHOTO XpaHEHUS W 10 JIMYHOMY COCTaBy, akKThl Ha
JIOKYMEHTBI, BbICIIIEMbIE K YHUUYTOKEHUIO.

6.3. Odopmiienue nen.

6.3.1. Jlenna TOCTOSIHHOTO XpaHEHHS IMOJIIMBAIOTCA B TBEPAYIO OOJIOKKY
CYpOBBIMHU HUTKaMH. JIUCTBI HyMepyIOTCA B IIpaBOM BepxHeM yriy. KonnuecTBo TUCTOB B
KaOKJIOM Jiefie He JO0DKHO mpeBbimarh 250. B koHile nena Ha OTOENBHOM JIMCTE
COCTaBIISICTCS 3aBEPUTENbHAS HA/IUCh.

6.3.2. Ha 00noxke Aen MOCTOSHHOTO XpaHEHUsS JOJHKHBI OBITh MPOCTABIICHBI
CJIEYIONTHE PEKBU3UTHI: HAMMEHOBAHNE 00pa30BaTEIILHOTO YUPEKACHUS, HOMEp (MHJIEKC)
7ielia TI0 HOMEHKJAType, 3arojioBOK Jiejia, KOJUYECTBO JIUCTOB, CPOK XpaHEHUS WU
OTMETKa «XpPaHUTh TIOCTOSIHHO», HOMEP (OH/Ia, OTIHCH, Jea.

6.3.3. [lo oxkoHYaHUM JEITONPOU3BOACTBEHHOTO T0Aa B 0POPMIIEHHBIE 00JI0KKU
7T TIOCTOSTHHOTO XPAaHEHUsI BHOCSTCS HEOOXOJMMbIE YTOUHEHHUS: B 3aroJiOBKU eI,
coJiepKalluX PacHopsSIUTENIbHbIC JOKYMEHTHI (IIPUKa3bl, TPOTOKOJIbI), BHOCATCS HOMEPA;
€CJIM JIEJIO C MEPENUCKON COCTOUT U3 HECKOJIBKHX TOMOB, B KaXJIOM TOME YyKa3bIBAaeTCS
KOPPECTIOH/IEHT, aBTOP, TEPPUTOPHS, Ipyrue NaHHbIe. B Kaxa0M ToMe yka3bIBaeTcs JaTa
(ducno, MecsI, Toj) Hayajga U OKOHYAHUS TAHHOTO ToMa. TouyHbIE JaThl MPOCTABISIOTCA
Ha 00JI0KKax i OBICTPOrO MOMCKAa JOKYMEHTOB B IOCJEIYIONIEM, M3 3aBEPUTEIHLHOM
HAAMKUCH HA OOJIOXKKY JIela BBIHOCUTCS KOJMYECTBO JINCTOB B JIEIIE.

6.3.4. Hagnmucu Ha 00J105KKaX 1€ MOCTOSHHOTO M IOJITOBPEMEHHOTO XPaHCHHS
CIIEIyEeT TPOU3BOIUTH YETKO, CBETOCTOMKUMH YSPHUITAMH.

6.3.5. lns ydera xonmudecTBa JIUCTOB B JeNie W (PUKCAIIMM OCOOCHHOCTEH WX
HyMepanuy Ha OTIACIBHOM JIUCTE COCTABJISCTCS 3aBepUTENbHAs HAANuCh. B
3aBEPUTEIBLHON HAJIMCH YKa3bIBACTCS KOJIWMYECTBO JHUCTOB (IUdpaMu U TPOIMKCHIO) B
Jene. 3aBepuTENbHAs HAINUCh TIOJIMUCHIBACTCS COCTABHTEJIEM C yKa3aHUEM €ro
JOJKHOCTH U JIAThl COCTABIICHUS.

6.3.6. BuyTpenHss omuch  COCTaBisieTCss K JielaM  TMOCTOSHHOTO U
nonroBpemeHHoro (coimie 10 JeT) cpoka XpaHeHHs, CPOPMHUPOBAHHBIM  TIO
PA3HOBHUIIHOCTSIM JTOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE pPAaCKPBIBAIOT KOHKPETHOE
coJiep)KaHKe IOKYMEHTOB (0C000 IIEHHBIE, JIMYHBIC JIeIa U Ap.).

6.3.7. lena BpeMEHHOTO XpaHEHHs OQPOPMIISIOTCS YMPOIICHHO: OHH HE
MTO/IIINBAIOTCS, JIUCTH B HUX HE HYMEPYIOTCS, YTOUYHCHHUE Ha 00JI0’KKaX HE MPOU3BOAUTCS,
OTIHCH Ha JieJla He COCTaBIISIOTCA, yUET BEIETCS IO HOMEHKIIAType Je.

6.4. Onucanve JOKYMEHTOB ITOCTOSTHHOTO CPOKa XPaHCHHUS.

6.4.1. OnMcu COCTaBIIAIOTCS pa3febHO Ha Jejla IMOCTOSHHOTO XPaHEHHs 10
OCHOBHOM JIESITEIFHOCTH U Ha JIeJia IO JIMYHOMY COCTaBY.

6.4.2. Onucu COCTaBIISIIOTCS ICJIONPOU3BOIUTEIIEM.

6.4.3. Onuch BeneTcs B €IMHOM BaJlOBOM HyMeEpallMM B TEUEHHE HECKOJIBKHUX
JIET.

6.4.4.Ha nmenma ¢ WCTEKIIMM CPOKOM XpaHEHUS COCTAaBISIETCS akT o0
YHUYTOXKEHUHU.



