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1.001mme noJio:keHust

1.1 ITonoxenne o6 apxuBe (ganee — Ilonoxxkenne) MyHHUITUTIATBLHOTO OIOIKETHOTO
JIOIIIKOJIBHOTO 00pa3oBaTenbHOro yupexaeHus «Jlerckuit cam Ne 26 «3BOHOUYEK»
ropoaa benoso» (nanee — MBJIOVY), paspaborano B cooTBeTcTBUU ¢ DeepanbHbIM
3akoHOM «O0 apxuBHOM jene B Poccuiickoit @enepauun» ot 22.10.2004r. Ne 125-
@3, MeToauyecKUMU pEeKOMEHAAMsAMU MO paboTe ¢ JOKyMEHTaMu B
o0Opa3oBaTeIbHBIX OpraHU3aLHsIX.

1.2. Hactosimiee I[lonoxkenue pa3paboTaHo B LEIISIX:

- COBEpILECHCTBOBAHMS JIESITEILHOCTH B cepe opraHu3aluyd XpaHEHUS,
KOMIUIEKTOBaHUS, yUueTa U UCIOJIb30BaHUS apXUBHBIX IokyMeHTOoB MBJIOVY;

- palMOHAJILHOM OpraHu3aluy JOKyMeHTaidbHoro obecneuenus B MBJI0VY.
1.3. ApxuB MBJIOY co3maercs 1 XpaHeHUST M KOMIUIEKTOBAHHUS ydyeTa H
UCIIOJIb30BaHMs JOKYMEHTOB, 00pa3yromuxcsi B npoiecce aestenbHoctd MBIOY u
3aKOHUYEHHBIX JI€JIOMPOU3BOJICTBOM JTOKYMEHTOB NPAKTUYECKOTO Ha3HAYEHHUS, HX
oTOOpa 1 MOATrOTOBKH K rnepeaayde xpanenus B MB/10VY.
1.4. B cBoeii pabotre apxuB MBJIOY pykoBOACTBYETCS 3aKOHOIATEILCTBOM 00
apXuBHOM jiesie B PD, "HBIMU HOPMATUBHBIMU MTPABOBBIMU aKTaMH P®D, TOKaIbHBIMU
aktamu MBJIOVY u nactosium [Tonoxxenuem.
1.5. Kontpons 3a nestenbHoCcThIO apxuBa MBJIOY ocyiecTBiseT 3aBeyronuii, a B
€€ OTCYTCTBHM CTapliuid  BOCHHUTaTeNb, KOTOpble O0OECIEeUHMBAIOT  aApXUB
HEOOXOIMMBIM TTOMEIIEHUEM U 000PYI0BAHUEM.
1.6. HenocpencrBennoe pykoBojacTBO apxuBoM MBJIOY Bo3naraercs mnpukazom
3aBEYIOLIEr0 Ha JINIIO, OTBETCTBEHHOE 32 BEJACHUE apXHBa (Ha 3aBX03a).

2. CocTaB 10OKYMEHTOB apXuB

2.1 ApxuBHbIE [OKYMEHTHI, MOCTynarmoume Ha xpaHeHue B apxuB MBJIOVY,
OTHOCSITCS. K MYHUIIMMAIbHOW COOCTBEHHOCTH, HE TMOJIeKAT NpHUBATH3ALUM, HE
MOTYT OBITh OOBEKTOM MPOJAAKU, MEHBI, JAPEHUS, & TaK K€ WHBIX CHEJIOK, MOTYIIHX
IPUBECTH K UX OTUYKJICHUMU..
2.2 B apxuB MBJIOY nocrynaror:

- apXuBHbIE€ JIOKYMEHTbHI, OOpa30BaBIIMECS B NPOLECCE JIEATEIbHOCTH
MBJIOY, BpemenHoro xpaneHus (HeoOX0IMMbIE B IPAKTUYECKOMN A TEILHOCTH);

- apXuBHbIE€ JIOKYMEHTbHI, OOpa30BaBIIMECS B NPOLECCE JIEATEIbHOCTH
MBJ10Y;

- JOKYMEHTBl MO JHMYHOMY COCTaBYy, OTPAKAIOIIHE TPYJAOBBIE OTHOLICHUS
paboTHHKa ¢ paboToaTeNIEeM;

- apXHUBHBIE JOKYMEHTBI, IOCTOSTHHOI'O XPAHEHUS.

3. 3agaum U QyHKUMH apXuBa.
3.1. OcHoBubiME 3a7a9amu apxuBa MBJIOVY:
3.1.1. KommniekroBaHHE€ JOKYMEHTAaMH, COCTaB KOTOPBIX MPEAYCMOTPEH
pazaesioMm 2 Hactosimero [lonoxenus.
3.1.2. OO0ecrnieueHue €AWHBIX MPUHIMUIOB OpPraHU3alUd  XpPaHECHUS,
KOMILUIEKTOBAHHUSI, y4€Ta U UCIOJIb30BaHUE aPXUBHBIX IOKYMEHTOB, UX COXPAHHOCTH.
3.1.3. OcymiecTBiaeHre KOHTPOJIA 3a (popMupoBaHUEM U O(DOpMIICHUEM e B
nenonpousBoactse MBJIOY.



3.2. B cOOTBETCTBHM C BO3JOXKEHHBIMU Ha Hero 3agayamu apxuB MBJIOY
OCYIIECTBIISIET CJICYIOMNUE PYHKIIUU:

3.2.1. IlpuHuMaer mocie 3aBepUIEHUS ACJIONPOU3BOJICTBOM, YUYMUTBIBAET U
xpanuT nokymeHTel MBJIOY, o06paboTtaHHble B COOTBETCTBUU C TpeOOBaHUSIMH,
YCTaHOBJICHHBIMU ~ 3aKOHOJATENbCTBOM 00 apxuBHOM gnene B Poccuiickoi
Oenepauni.

3.2.2. OcymecTBiIsieT y4eT U 00eCleunBaeT NOJHYI0 COXPAHHOCTb MPUHSITHIX
aApXUBHBIX IOKYMEHTOB, B TOM YHUCJIE MO JUYHOMY COCTABY.

3.2.3. IIpoBOAUT CBOEBPEMEHHOE YNOPSNAOYEHNE APXMBHBIX JOKYMEHTOB
(3KCnepTH3y LEHHOCTH, HAy4YHO-TEXHUYECKYI0 00pabOTKy, COCTaBJIEHUE ONMUCEH U
T.J.).

3.2.4. Opranu3yeT UcnoJib30BaHUE IOKYMEHTOB:

- uHpopmupyeT agMuHUcTpaluio u pabotnukoB MBJIOY o cocraBe u coaep:kaHuu
JOKYMEHTOB apXHBa;

- 0ecrulaTHO  MPEJOCTABISIET  IMOJIb30BATENSIM  APXMBHBIMM  JIOKYMEHTaMHU
oopMJICHHBIE B YCTAHOBIICHHOM MOPSAKE ApXUBHBIE CIPABKU WJIM KOTTMHU apXUBHBIX
JIOKYMEHTOB, CBSI3aHHBIE C YCTAHOBJIEHUEM TPYJOBOT0 CTa)ka, COLMAJILHOMN 3alIUTON
rpaxkaaH, MpeaycCMaTpUBaIOIIe UX MEHCMOHHOE O0ecreyeHne, a TakKe MOJydeHHe
JIOT W KOMIIEHCAIlMii B COOTBETCTBUM C 3aKOHOAATENbCTBOM Poccuiickoi
denepaunu;

- BBIJIACT B YCTAHOBJICHHOM IMOPSAKE Jelia, JOKYMEHTHI WM KOMUU JOKYMEHTOB B
LEeJIAX CIYXKEOHOro M IMPAKTUYECKOIO MCIOIb30BaHMs Uis paOOThl B NOMEIIEHUU
apXuBa;

- BEJIET y4YeT UCIO0JIb30BaHUs JOKYMEHTOB, XPAHSIIHUXCS B apXUBE.

4. IlpaBa ¥ OTBETCTBEHHOCTD

4.1. Jlna BBIIOJIHEHHUS BO3JNOXKEHHBIX 3a7ad W (QYHKOUNA  JUIO,
OTBETCTBEHHOE 3a BeaeHue apxusa MBJIOY, umeer npaso:

4.1.1. KoHTpoaupoBaTh BBINIOJHEHUE YCTAHOBJIEHHBIX IPaBUI PabOTHI ¢
nokymentamu B MBJIOYVY.

4.2. Jluumo, oTBeTCTBEHHOEe 3a BeaeHue apxuBa MBJOY, Hecer
OTBETCTBEHHOCTH 32 BBHIMIOJTHEHNE BO3JIOKEHHBIX HA apXUB 3a7a4 U (PYHKITHIA.

4.3. 3a yrpary W THOpYy [AOKYMEHTOB OJKHOCTHBIE JHMIA YYPEKICHUS
(PYKOBOJIUTENb YUPEKIEHUS U JIUIO, OTBETCTBEHHOE 3a BEJICHHE apXHBa) HECYT
OTBETCTBEHHOCTh B COOTBETCTBHUU C JEHCTBYIOIINM 3aKOHOIaTEIbCTBOM.

5. KommjiektroBaHue apxuB

5.1. TloaroTroBka NOKyMeHTOB K mepenaue B apxuB MBJIOY  Bkirouaer
OKCIIEPTU3Y HAYYHOW W TMPAKTUYECKOW IEHHOCTH TOKYMEHTOB, Oo(opmiieHHEe med,
COCTaBJICHUE OIHCH.

5.2. DKcrnepTu3a EeHHOCTH JOKYMEHTOB.

5.2.1. Dkcnepruza IEHHOCTH JIOKYMEHTOB - OINPEACICHUE I[IEHHOCTH
JIOKYMEHTOB C 11eJIbI0 0TOOpa UX Ha XPAaHEHHUE U YCTAHOBJIICHUE CPOKOB XPAHEHUSI.

DKcnepTu3y HEeHHOCTH AOoKyMeHTOB B MBJIOY ocyiiecTBisieT mOCTOSTHHO
JEUCTBYIOIIAS SKCIIEPTHASI KOMUCCHS.



5.2.2. DkcnepTHas KOMHCCHUS Ha3Ha4yaeTcs Mpuka3zoM 3asenyronied Mb/IOVY.
B coctaB DkcnepTHOM KOMHUCCUU BKIIIOYAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM
quclie B 00513aTeIbHOM MOPSAKE JUI0, OTBETCTBEHHOE 3a BeaeHue apxusa MBJIOY.

DKcrnepTHas KOMHUCCHS Ha 3aceaHMsIX pacCMAaTPUBAET: HOMEHKIATYPY JAel
MBJIOY, omnucu nen NMOCTOSIHHOTO XPaHEHHsT W IO JIMYHOMY COCTaBy, aKThl Ha
JIOKYMEHTBI, BbIIENIEMbIE K YHUUYTOXKEHUIO.

5.3. Opopmrenue ner.

5.3.1. Jlena MOCTOSHHOTO XpaHEHHs MOJIIMBAIOTCA B TBEPAYIO OOIOKKY
CYpOBBIMH HHUTKaMU. JIMCTBI HyMEpYyIOTCS B NpaBOM BEPXHEM YIJIy HPOCTHIM
KapaHgamoM. KoanyecTBo JMCTOB B KaXIOM Jelie HE JOJDKHO mnpessimatsh 250. B
KOHIIE JieJia Ha OT/IEIbHOM JIUCTE COCTABIISIETCS 3aBEpUTEIbHAS HAJITUCH.

5.3.2. Ha o0mno03Ke 17 MOCTOSSHHOTO XpaHEHUs! JOJKHBI OBITh MPOCTABIICHbI
CJIeIyIOIIMEe PEKBU3UTHI: HAMMEHOBAaHHWE OOPa30BaTEIbHOIO YUYPEXKIEHHUS, HOMEp
(MHIEKC) Jena MO HOMEHKJIAType, 3arojoBOK Jeda, KOJUYECTBO JIUCTOB, CPOK
XpaHEHHUS UM OTMETKA «XPAHUTh MOCTOSTHHO», HOMEP (POHJ1a, OIUCH, JIelia.

5.3.3. Tlo OKOHYaHWM JENOMPOU3BOJICTBEHHOIO To0/Ja B O(OPMIICHHbIE
OOJIO)KKHM JIel TIOCTOSSHHOTO XpaHEHUsI BHOCITCS HEOOXOIUMBbIE YTOYHEHUS: B
3aroJIOBKM i€, COJAEpXallMX  paclopsAUTENIbHbIE  JOKYMEHTBI  (TPUKA3bI,
IPOTOKOJIBI), BHOCATCS HOMEpA; €ClId JIeJ0 C MEePernucKOil COCTOUT U3 HECKOJIBKUX
TOMOB, B Ka)X/JOM TOME YyKa3bIBa€TCA KOPPECHOHJIEHT, aBTOpP, TEPPUTOPHUSI, NPYTHE
naHHble. B kaxxnom TOMe yKasbiBaeTcsl jAaTta (4MCIO, Mecdl, rojJ) Hayaia Hu
OKOHYAHUS JaHHOTO TOMa. TOYHBIE [aThl MPOCTABISIOTCS Ha OOJOXKKAaX s
OBICTPOrO TMOUCKAa JOKYMEHTOB B TOCIEAYIOIIEM; M3 3aBEpUTEIHHOM HAJIIWCH Ha
00JIOKKY JieJia BBIHOCUTCS] KOJIMUECTBO JIUCTOB B JIEJI€.

5.3.4. Hagnucu Ha 00JI0KKax Jell TOCTOSHHOIO M JIOJATOBPEMEHHOTO
XpaHEHUS CIEAYET MPOU3BOAUTH YETKO, CBETOCTOMKUMHU YEPHUIAMM.

5.3.5. Jlng yyera KOJIMYECTBa JUCTOB B JieJe U (PUKCAIIUH OCOOCHHOCTEH MX
HYMEPAIMU HA OTAEJIBHOM JINCTE COCTABIISIETCS 3aBEPUTEIbHASI HAAIIHUCH.

B 3aBeputenpHONl HAINUCHU YKa3bIBA€TCA KOJIMYECTBO JIMCTOB (LUdpamMu u
OPOIMKCHI0) B Jeje. 3aBepuTelIbHas HAIIUCh MOJMNHUCHIBAETCS COCTABUTEIEM C
yYKa3aHUEM €ro JOJIKHOCTH U JaThl COCTABJICHUSI.

5.3.6. BHyTpeHHss OINUCh COCTaBJISIETCS K JiejaM TOCTOSIHHOTO |
nonroBpeMeHHoro (cBeime 10 7eT) cpoka XpaHeHUs, CGHOPMHPOBAHHBIM TIO
Pa3HOBUJHOCTSM JIOKYMEHTOB, 3aroJOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
coJiepKaHue TOKYMEHTOB (0c000 IIEHHBIE, INYHBIC JIeTia U JIp.).

5.3.7. lena BpeMEHHOTO XpaHeHUsT 0OPMIISIIOTCS YIPOIIECHHO:

OHM HE IOAIIMBAIOTCS, JIUCTHl B HUX HE HYMEPYIOTCSA, YTOUHEHHE Ha OOJIOXKKaX HE
IIPOU3BOJIUTCS, ONUCH Ha JIeJla HE COCTAaBIISIOTCS, YUYET BENETCA 110 HOMEHKJIAType
hi(Sh)

5.4. Onucanue JOKYMEHTOB MOCTOSIHHOT'O CPOKa XPaHEHHSI.

5.4.1. Onucu coCTaBIAIOTCS Pa3JeIbHO HA Jieja MOCTOSHHOTO XPaHEHUs IO
OCHOBHOU J€SATENBHOCTH U Ha JieJIa 110 JINYHOMY COCTaBYy.

5.4.3. Onucu cOCTaBISIOTCS IEIOMPOU3BOAUTEIIEM.

5.4.4. Onuce BeneTcs B €AMHOM BAJIOBOM HYyMEpAIlMU B TEUEHUE HECKOJBKUX
JIeT.

5.4.5. Ha pnema ¢ UCTEKIIMM CpPOKOM XpaHEHHUsI COCTaBISETCS akT 00
YHUUTOXKEHHUH.






	5. Комплектование  архив

