Mynununanbroe GroKeTHOR NOMIKOIBHOE o6paszoBaTennHOe yupexaenune Ne 96
«/lerckuii cax KomOuHUpOBaH

COI''TACOBAHO

O6mum cobpannem paboTHHKOB
Vupesxnenus

IIporoxon Ne 1 o1 01.10.2019 .

N sk

L
w 7 Kemepo®l -~

Tonoxenne 06 apxupg-=r= ="

1. O6mue nosoxenus

L.1. Tlonoxenne o6 apxuBe MyHMIMIAIBHOrO —GHOIKETHOTO IOOIIKOIBHOTO 00pa3oBaTEILHOrO
yapexnuenus  Ne 96 «Jlerckuit caf KOMOMHHPOBAHHOTO BHIA» (manee — Tlonoxkenue), paspaboTaHo B
cooTBeTCTBHE ¢ DenepanbHbiM 3akoHOM «O6 apxuBHOM nene B Poccuiickoit @enepamm» ot 22.10.2004 Ne
125-@3.

1.2. Hacrosmee IMonoxenue pa3paboTano B nemsx:

~ COBEPIICHCTBOBAHMS JEATENPHOCTH B Ccepe OpraHusammm XpaHeHus, KOMILIEKTOBAHHS, Y4Ye€Ta U
UCTIONB30BAHUS APXUBHBIX JOKYMeHTOB JIOY
— PalMOHANBbHOM OPraHU3alHK TOKYMEHTAMOHHOIO OOECIIeYeHHs B JOY

1.3. Apxup JIOY cosmaercs B nemsix XPaHCHHUS, KOMIUIEKTOBAHMSA, Y4€Ta M UCIONB3OBAHUS
JIOKYMEHTOB, 00pasylomuXcst B MPOLECCE MeSTENbHOCTH AOY ¥ 3aKOHUEHHBIX NENOTPOH3BOACTBOM
AOKYMEHTOB MPAKTHYECKOTO HA3HAYEHMs, MX OTOOPA M IOATOTOBKH K nepenavye Ha XpaHEHHE B
MYHULHTIAIBHBIA apXUB.

1.4, B cBoeii pabore apxus JJOV PYKOBOJICTBYETCSl 3aKOHONATENLCTBOM 00 apXUBHOM neie B
Poccuiickoit ®enepanumn, uHBIMU HOPMaTHBHBIMH MpaBOBBIMH akTamMu Poccmiickoli ®@enepary,
JokaneHbIMHE akTaMu IOV u Hacrosmumm Ionoskenuem.

1.5, Konrpons 3a nesrensHOCTHIO apxusa IOY  ocymectsisier 3aenyromas, a B eé OTCYTCTBHM
SaMECTHTEIIb 32BENYIOMIEH IO BOCHHMTATENHLHO-METOMMYECKOi paboTe, KOTOpBIE OOECHeuHBAIOT apXuB
HEOOXOMMBIM [IOMEILEHHEM i 0GOPYIOBAHHEM.

1.6. Henocpencreensoe pykoBoacTso apxusom JIOY  BO3naraeTcsi NPUKa3oM 3aBERYIOLIEH HA JHIIO,
OTBETCTBCHHOE 32 BEJICHUE apXHBa (KaK MPABUIIO, HA JENONPOU3BOMUTENST).

2. CocTaB ROKyMEHTOB apxuBa
2.1. ApXuBHBIE JOKYMEHTEL, HocTynaromue Ha xpaHenue B apxus JIOY, oTHocsTcs K
MYHHIUNANBHOH COOCTBEHHOCTH, HE NOIEXAT NPUBATH3ALMH, He MOTYT OBITb OOBEKTOM NPONAKH, MEHbI,
JIapEHITA, & TAKKE MHBIX CAENOK, MOTYIMX TPUBECTH K UX OTUYKACHHIO.
2.2 B apxus JIOY noctymaror;
2.2.1. ApxuBHBIE IOKYMEHTBHI, OBpasoBaBIIMECs B nponecce nesrenvHoct JIOVY, Bpemennoro
XpaHeHus (HeoOXONMMBIE B MPAKTHYECKOH TEATEIIBHOCTH).
2.2.2. ApXWBHBIE IOKYMEHTBI, 00pa30BaBIIMECs B npouecce nesrensHoctu JJ0Y
2.23. JIOKyMEHTEI [0 THYIHOMY COCTaBy, OTpaXaromue TPYAOBBIE OTHOIUNEHMs DPabOTHHKA ¢
paboronarenem.
2.2.4. ApXuBHbBIE JOKYMEHTHI IOCTOSHHOTO XPaHEHHUS.

3. 3apaun u Ppynkuun apxusa.
3.1.0cHOBHBIME 321a9aMu apxuBa JIOV:

3.1.1. KommnexToBanue AOKYMEHTaMH, COCTaB KOTODPBIX MPENYCMOTPEH pPasheNoM 2
Hacrosimero Ionoxenus.

3.1.2. Obecnieyenrie eMHBIX MPUHIHTIOB OpraHu3alui XPAaHEHWs, KOMILIGKTOBAHMS, ydeTra H
HUCTIOIb30BAHHE APXUBHBIX IOKYMEHTOB, HX COXPAHHOCTH.

3.1.3. OcymectsieHue xoHTpPONS 32 Gopmuposannem u obopMreHreM nen B JENOTPOU3BOICTBE
JOV.

3.2. B COOTBETCTBUH C BO3JOKEHHBIME HA HEFO 3anadamu apxus JIOV ocymecreiser crenyromne
byHKIHYT:

3.2.1. TlpuHUMaeT MOCNE 3aBEpIICHMS ACTOTIPOM3BOICTBOM, YYMTBIBAET M XPAHHT JOKYMEHTHI
HOVY,  obpabotannsie B cooTBeTCTBUMH C TPeOOBAHUSMH, YCTAHOBIEHHBIMH 3aKOHOIATENBCTBOM 06
apxXuBHOM nene B Poccutickoit ®enepanim.

3.2.2. OcymecTBisieT y4eT M 00ecredrnBaeT IOJHYK COXPAaHHOCTh MPHUHATBIX apXUBHBIX
JOKYMEHTOB, B TOM YHCJI€ M0 JUYHOMY COCTaBY.



3.2.3. IIpoBoAUT CBOEBPEMEHHOE YIOPSIOYEHUE APXUBHBIX JTOKYMEHTOB (SKCIEPTU3Y LIEHHOCTH,
HAyYHO-TEXHUYECKYI0 00pabOTKY, COCTaBICHHE OMUCEH U T.1I.).

3.2.4. Opranu3syeT UCMHOJIb30BaHUE JOKYMEHTOB:
- nuH(opMHUpyeT aAMUHHUCTpannio U paboTHHKOB JIOY 0 cocTtaBe U coepkaHUH JOKYMEHTOB apXUBa;
- 0eCIuIaTHO MPEAOCTABISET MOJH30BATEISIM APXUBHBIMH JIOKyMEHTaMU O(OPMIICHHBIE B YCTAHOBICHHOM
MOPSIIKE APXUBHBIE CIIPABKU WUJIM KOIMM apXUBHBIX JOKYMEHTOB, CBSI3aHHBIE C YCTAHOBJIEHUEM TPYAOBOIO
CTaka, COIMMAIBHOM 3alIMTON TpaKJIaH, MPEAYCMATPUBAIOIICH WX TMEHCHOHHOE OoOecleueHue, a TakKe
IIOJIy4YE€HHE JIBIOT U KOMIIEHCALlUI B COOTBETCTBUH C 3aKOHOIATENbCTBOM Poccuiickon denepanny;
- BBIJAET B YCTAHOBJICHHOM IOPSIKE J€Nla, JTOKYMEHTHl WIM KONHMM JOKYMEHTOB B LENSIX CIYKEOHOro u
MIPaKTUYECKOI0 UCIOJIb30BaHus Ui pabOThl B IOMELIEHUH apXUBa;
- BEJIET Y4ET HCII0JIb30BaHMsI JOKYMEHTOB, XPAHALUXCS B APXUBE.

4. IIpaBa U OTBETCTBEHHOCTH

4.1. Jlns BBINOJIHEHMS BO3JIOKEHHBIX 33/1a4 M (YHKIMH JIUI0, OTBETCTBEHHOE 32 BEJCHHE apXHUBa
JOVY , umeet npago:

4.1.1. KoHTponupoBaTh BHIIIOJHEHUE YCTAHOBIEHHBIX MPaBUI paboThl ¢ JokymeHTamu B JIOY.

4.2. Jluno, oTBEeTCTBEHHOE 3a BeaeHHe apxuBa JIOY, HeceT OTBETCTBEHHOCTH 3a BBITMIOJHEHUE
BO3JIO’KEHHBIX Ha apXUB 33/1a4 U QYHKIUH.

4.3. 3a yrpaTy u nop4y JOKYMEHTOB JIOJDKHOCTHBIE JIUIA YUpPEXKIeHUS (PYKOBOAUTEID YUPEKICHUS
U JIMIO, OTBETCTBEHHOE 3a BEJIEHUE apXWBa) HECYT OTBETCTBEHHOCTbh B COOTBETCTBUHU C JCHCTBYIOLIUM
3aKOHOJATEIBCTBOM.

5. KommiekToBanue apxmBa

5.1. TloarotoBka AOKyMEHTOB K mepenaue B apxuB JIOY  BKiIO4aeT 3KCHEepTU3y HAy4yHOU U
MPaKTUYECKON [IEHHOCTU JOKYMEHTOB, O()OPMIIEHHUE JI€]I, COCTaBICHHUE OMHCH.

5.2. DkcnepTr3a IEHHOCTH JOKYMEHTOB.

5.2.1. DkcnepTHu3a IEHHOCTH JTOKYMEHTOB - OTNpEACNICHUE IIEHHOCTH JOKYMEHTOB C IIEIbI0 0TOOpa
VX Ha XpaHEHUE U YCTAaHOBJIEHUE CPOKOB XPaHEHUSI.

DKCIepTU3y HEHHOCTH AOKYyMEHTOB B JIOY ocCyliecTBIsIeT NOCTOSTHHO JAEHCTBYIONIAs SKCIEPTHAS
KOMMCCHSL.

5.2.2. DkcnepTHas KOMUCCHS Ha3HaydaeTcs nmpuka3zoM 3asexayromieit JJOY. B cocraB DxcnepTHOM
KOMHCCUHU BKIIIOYAIOT HE MEHEe TpeX COTPYJHHKOB, B TOM YHCIE€ B OO0Sf3aTE€IbHOM TMOPSAKE JIUIIO,
OTBETCTBEHHOE 3a BeneHue apxuna JOVY.

OKcnepTHass KOMUCCHSI Ha 3acelaHMsIX paccMaTpuBaer: HOMeHkiarypy aen OV , omucu gen
MIOCTOSIHHOTO XPaHEHUs U 0 JINYHOMY COCTaBY, aKThl HA IOKYMEHTBI, BbIJIEJIAEMbIE K YHUUYTOKEHHUIO.

5.3. Odopmitenue aen.

5.3.1. Jlena MOCTOSHHOTO XpaHEHUS MOAIIMBAIOTCA B TBEPAYIO OOJOXKKY CYpOBBIMU HUTKaMHU.
JIucTel HyMEpPYIOTCS B IPABOM BEPXHEM YIUIY MPOCTHIM KapaHAamoM. KoanmdecTBO JIUCTOB B KaXA0M Jelie
HE JOJDKHO npeBbiaTh 250. B KOHLE fe/1a Ha OTAEIBHOM JINCTE COCTABIISIETCS 3aBEPUTEIIbHAS HAIIUCh.

5.3.2. Ha o006noxke aen TOCTOSHHOTO XpaHEHUS MJOJDKHBI ObITh MPOCTABJICHBI CIEAYIOIIHE
PEKBU3UTHI: HAMMEHOBaHHE O00pa30BATENILHOTO YYPEXKACHUS, HOMEp (MHAEKC) liela MO HOMEHKJIAType,
3aroJIOBOK JeJia, KOJWYECTBO JIMCTOB, CPOK XPaHEHUS WM OTMETKA «XPaHUTh MOCTOSHHOY», HOMep (oHIa,
OIUCH, JIeNIa.

5.3.3. [lo oxkoHYaHUH AETOMPOU3BOACTBEHHOTO Tofa B 0OpPMIICHHbBIE OOJI0XKKU JENI MOCTOSIHHOTO
XpaHEHUS] BHOCATCS HEOOXOAMMbBIE YTOYHEHHUS: B 3aroJiOBKH JIed, COAEPIKAIIUX pacHopsauTeNbHbIC
JOKYMEHTHI (MIPUKa3bl, TPOTOKOJIBI), BHOCATCS HOMEPA; €CIH JEJO C MEePENUCKON COCTOUT U3 HECKOJIBbKUX
TOMOB, B KaXKJIOM TOM€ YKa3bIBA€TCsl KOPPECIOHAEHT, aBTOp, TEPPUTOPHUS], APyrue JaHHbIE. B kaxaom Tome
yKa3bIBaeTCs JaTa (YMCiIo, Mecsll, TO/) Hayala ¥ OKOHYAHUS TaHHOTO ToMa. ToYyHbIe 1aThl MPOCTABIAIOTCS
Ha OOJOXKax g OBICTPOrO MOMCKA JOKYMEHTOB B TMOCIEOYIOIIEM; M3 3aBEPUTENbHON HAIMUCH Ha
00JI0KKY JIeia BBIHOCUTCSI KOJIMYECTBO JIUCTOB B JIEIE.

5.3.4. Hagnucu Ha o0OJOXKKax [el TOCTOSHHOTO M JOJTOBPEMEHHOTO XpaHEHHs CIeayeT
MIPOU3BOIUTH YETKO, CBETOCTOMKIUMU YEPHUIIAMHU.

5.3.5. llna ydera KOJNWYeCTBa JIMCTOB B Jieie U (PUKCAIIMK OCOOCHHOCTEW HMX HyMepaluu Ha
OT/IEJIbHOM JIUCTE COCTAaBIISICTCS 3aBEPUTEIbHAS HAAMKCH.

B 3aBepuTenbHON HaaMUCH yKa3bIBaeTCS KOJMYECTBO JHCTOB (LM(ppamMu U MPOMHCHIO) B JEINe.
3aBepuTenbHask HAJIUCh MOANMKUCHIBAETCS COCTABUTENEM C YKa3aHUEM €r0 JOJHKHOCTH U JIAThl COCTABJICHUS.



5.3.6. BHyTpeHHSs ONMCHh COCTAaBJIAETCA K Ji€JlaM IOCTOSIHHOTO M JI0JITOBpeMeHHOro (cBbiiie 10
JeT) CpoKa XpaHEHUs, CPOPMUPOBAHHBIM IO PA3HOBUAHOCTSAM JOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE
PacCKpBIBAIOT KOHKPETHOE COJIEpKAHNUE TOKYMEHTOB (0C000 IIEHHbIE, TMYHbIE JIeNa U Jp.).

5.3.7. Jlena BpeMEHHOTO XpaHEeHUs 0(OPMIISIOTCS YIPOLIEHHO:
OHHU HE TOAIIUBAIOTCSA, JIUCTHI B HUX HE HYMEPYIOTCS, YTOUHEHHE Ha 00JI0KKaX He MPOU3BOJUTCSA, ONMCH Ha
JieJ1a HE COCTAaBJISIOTCS, YUET BEJETCS 10 HOMEHKIIATypE JIe.

5.4. Onucanue JOKyMEHTOB [IOCTOSIHHOTO CpOKa XpaHEHHUSI.

5.4.1. Onucu COCTaBISIOTCA pa3leNbHO Ha Jejla IOCTOSHHOIO XpaHEHHs [0 OCHOBHOM
NESITEIbHOCTH U Ha JieJia 110 JJUYHOMY COCTaBYy.

5.4.3. OnucH coCTaBIISIIOTCS 1E€I0NPOU3BOIUTENIEM.

5.4.4. Onucek BeeTcs B €AMHOM BAJIOBOI HyMepaluu B TEUEHNE HECKOJIBKUX JIET .

5.4.5. Ha nmena ¢ UCTEKIIMM CPOKOM XPaHEHUS COCTABIISCTCS aKT 00 YHHUTOKCHHH.



	5. Комплектование  архива



