


IIpunsro: YTBepxKaaro:

VYupasnstomum coetoM MBJIOY 3asenyromuit MBJIOY
neTckoro caga Ne 48 «Bumienkay nerckuM caaoM Ne 48 «Burmrenkay
[TpoTokon Ne OT « » 20 1. [Teimko O.E.

IIpuka3s Ne oT« __ » 20 T

IHo/so:xxenune 00 apxuBe
B MB/IOY nerckom cagy Ne 48 «Bumenkay

1. O01mue MoJI0KEeHUS
1.1. Tlonmoxenme 006 apxuBe MyHUITUIATIHEHOTO OIOHKETHOTO JIOIIKOJILHOTO  00pa30BaTeIbHOTO
yupexaenus: aerckoro cama Ne 48 «Bumenka» (manee — IlonoxxeHue), pa3paboTaHO B COOTBETCTBUU C
®denepanbabiM 3akoHOM «O0 apxuBHOM aene B Poccuiickoit depepanum» oT 22.10.2004 No 125-D3,
MeTonudecKuMu peKOMEHIAIMSIME 110 padoTe ¢ TOKYMEHTaMHU B 00111e00pa30BaTebHBIX YUPEKICHUSIX.
1.2. Hactosimee [Tonoskenne pa3paboTaHo B HEISX:
—COBEpIICHCTBOBAHUS JEATEIbHOCTH B cQepe OpraHu3ali XpaHEeHWs, KOMIUIEKTOBAHMS, ydeTra U
MCIIOJIb30BaHUs apXUBHBIX JO0KyMeHTOB /IOY;
—pamroHaIbHON OpraHU3aIiy JOKYMEHTAIMOHHOTO obecrieueHus B JJOY.
1.3. ApxuB JJOY co3gaercsa B HensX XpaHEHUs, KOMIUIEKTOBaHUS, y4€Ta U UCMHOJb30BAHUS IOKYMEHTOB,
oOpasytomuxcsi B mporecce aesrenbHoctd JIOY M 3aKOHYEHHBIX JIIOMPOHM3BOJICTBOM JOKYMEHTOB
MPAKTUYECKOr0 Ha3HAYEeHHUsI, UX OTOOpa U MOATOTOBKH K Iepe/iaye Ha XpaHEeHUEe B MyHUIIUTIATbHBINA apXUB.
1.4.B cBoeii pabore apxuB [IOY pykoBOACTBYeTCS 3aKOHOAATEIHCTBOM 00 apXUBHOM Jene B Poccuiickoii
®denepanuy, MHBIMH HOPMAaTUBHBIMU MPaBOBBIMU akTamMu Poccuiickoit denepanuu, JOKaIbHBIMA aKTaMu
JIOY wu macrosmuM IlonoxeHnem.
1.5.KonTposp 3a aestenbHOCTBhIO apxuBa JJOY ocyiiecTBisgeT 3aBeayloimias, a B €€ OTCYTCTBUM 3aBX03,
KOTOpBIE 00ECIIEYNBAIOT ApXUB HEOOXOAMMBIM TIOMEIICHHEM U 000pYI0BaHHUEM.
1.6. HemocpencrBenHoe pykoBoacTBO apxuBoMm JIOY BozaraeTcss mMpuKa3oM 3aBEAyIOIICH Ha JIHUIO,
OTBETCTBEHHOE 3a BEICHHUE apXUBa.
2. CocTaB 10KYMEHTOB apXuBa
2.1. ApxuBHBIE JIOKYMEHTHI, NOCTyHaroue Ha XpaHeHue B apxuB JIOY OTHOCATCS K MyHUIMIAIBHOMI
COOCTBEHHOCTH, HE MOAJIEKAT MPUBATU3ALIMHU, HE MOTYT OBITh OOBEKTOM MPOJIAXKH, MEHBI, TaPEHUS, a TaKXKe
WHBIX CJIEI0K, MOTYILIUX IPUBECTH K UX OTUYKICHHUIO.
2.2.B apxuB J10Y nocrynaror:
2.2.1. ApxuBHBIE JOKYMEHTHI, 0Opa3zoBaBinecs B mpouecce AesrenbHocTH IOV, BpeMEHHOTO XpaHEHUs
(HEOOXO0IUMBIE B IPAKTUYECKOMN JCATEIHHOCTH).
2.2.2. ApxuBHBIE JOKYMEHTHI, 00pa3zoBaBIuecs B rporecce aedarenbHoctu JJOVY.
2.2.3. JIoKyMEHTHI 110 JTJUYHOMY COCTaBY, OTPayKaOIIKME TPYIOBbIE OTHOIIECHUS PAOOTHHUKA C pabOTOATEIEM.
2.2.4. ApxuBHBIE JOKYMEHTHI IOCTOSIHHOTO XPaHEHMS.
3. 3anauu u pyHKuMM apxuBa.
3.1. OcHoBHbIMU 3a7auamu apxuBa JIOY:
3.1.1 KomrmiekToBaHme JOKYMEHTAMH, COCTAB KOTOPBIX MPEAYCMOTPEH Pa3aeioM 2 HaCTOAImEero ITomoKeHus.
3.1.2. OOecrnieyeHHe eIWHBIX MPUHIUIIOB OpPraHU3allMd XPaHEHHs, KOMIUJICKTOBAaHUS, YydeTra H
HCIIOJIb30BaHUE apXUBHBIX JJOKYMEHTOB, UX COXPAaHHOCTH.
3.1.3. OcymiecTBieHrne KOHTPOJIs 3a (OpMUPOBaHKUEM B OpopMIIEHHEM el B aenonpoussoactse JOY.
3.2. B COOTBETCTBHHM C BO3JI0KEHHBIMHU Ha Hero 3amadaMu apxuB JJOVY ocylecTBaseTr creayromue (yHKINHN:
3.2.1. IlpuHuMaeT mocie 3aBeplIEHUs ACIONPOM3BOACTBOM, YUYUTBHIBAET W XpaHUT AoKymeHTsl IOV,
00paboTaHHBIC B COOTBETCTBUU C TPEOOBAHUSIMH, YCTAHOBJICHHBIMHA 3aKOHOJATEIILCTBOM 00 apXUBHOM JIEJIe
B Poccuiickoit @enepanuu.
3.2.2. OcymiecTBIsSET y4eT U 00eCIeuynBaeT MOJTHYIO COXPAHHOCTh MPUHATHIX ApXUBHBIX TOKYMEHTOB, B TOM
YHCJIE TI0 JUYHOMY COCTaBYy.
3.2.3. IIpoBOIUT CBOEBPEMEHHOE YIMOPSIOUCHUE apXUBHBIX JOKYMEHTOB (IKCIIEPTU3Y IIECHHOCTH, HAy4YHO-
TEXHUYECKYI0 00pabOTKy, COCTaBIEHUE OMHUCEN U T.1.).
3.2.4. Opranu3yeT UCIOJIb30BaHUE JOKYMEHTOB:
- ”HPOPMHUPYET aIMUHHUCTpaLIUIO U paboTHUKOB JIOY 0 cocTaBe U copepKaHUU TOKYMEHTOB apXH1Ba,



- OecIIaTHO TPEJOCTABISET MOJIh30BATENSIM APXUBHBIMH JOKYMEHTaMH O(OpMIICHHBIC B YCTAaHOBIECHHOM
MOPSIIKE apXUBHBIE CIPABKU WJIU KOINUU APXUBHBIX JTIOKYMEHTOB, CBSI3aHHBIE C YCTAHOBIIEHUEM TPYAOBOTO
CTaXka, COITMAIBHOM 3aIUTON TpaXkJaH, MPETyCMaTPUBAIOIICH WX IEHCHOHHOE OO0ECredYeHHe, a TaKKe
MOJIYYEHHUE JIbIOT U KOMIIEHCAIMI B COOTBETCTBHUH C 3aKOHOAATENBLCTBOM Poccuiickoit @enepanuu;
- BbIJIa€T B YCTAHOBJICHHOM IOPSAKE JieNa, JOKYMEHThl WM KOMUU JOKyMEHTOB B IIENIAX CIYKeOHOro U
MPAKTUYECKOTO UCTIONB30BAHUS Il PA0OTHI B TIOMEIIICHUH apXUBa;
- BEJIET y4eT UCIOJIb30BAHMS JOKYMEHTOB, XPAHSIIMXCS B APXUBE.

4. IIpaBa U 0OTBETCTBEHHOCTh
4.1. JInst BBITIONHEHYS BO3JIOKEHHBIX 3a1a4 U QYHKIHI JINII0, OTBETCTBEHHOE 3a Bepenue apxusa JIOY, nMeer mpaso:
4.1.1. KoHTponmpoBaTh BBIIOJIHEHNE YCTAHOBIEHHBIX MPaBHI paboThl ¢ JokyMeHTamu B JIOY.
4.2. JIuno, oTBETCTBEHHOE 3a BeAeHue apxuBa OV, HeceT OTBETCTBEHHOCTH 3@ BBIMOJHEHUE BO3JI0KEHHBIX
Ha apXuB 3a7a4 ¥ (QyHKIHA.
4.3. 3a yTpary ¥ nop4y JOKYMEHTOB JOKHOCTHBIE JIMIIA YUpPEKACHUS (PYKOBOAUTEb YUPEKICHUS U JIUIIO,
OTBETCTBEHHOE 3a BEJIEHME apXuWBa) HECYT OTBETCTBEHHOCTh B COOTBETCTBHUM C JICUCTBYIOIIMM
3aKOHO/IaTEJIbCTBOM.

5. KomniekToBanue apxmBa

5.1. IloaroroBka JOKYMEHTOB K mepenaye B apxuB JIOY Bki0YaeT sKkCnepTU3y HAYYHOU M MPAKTUYECKON
[IEHHOCTH JOKYMEHTOB, O()OPMIICHHE JIeJ, COCTABICHHIE OTHCH.
5.2. DkcnepTr3a IEeHHOCTH JOKYMEHTOB.
5.2.1. DkcnepTr3a EHHOCTH JTIOKYMEHTOB - OINpeelieHue EHHOCTH JOKYMEHTOB C IIeNbI0 0TOOpa WX Ha
XpaHEHUE U YCTAaHOBJIEHUE CPOKOB XPAHEHUSI.
DKCIepTr3y MeHHOCTH NOKyMeHTOB B JIOY 0CyIecTBIsSeT MOCTOSHHO NCHCTBYIOMIAS SKCIIEPTHAS KOMHUCCHSL.
5.2.2. DkcnepTHas KOMUCCHUS Ha3HayaeTcs npukasoMm 3asenyromeit /IOY. B coctaB DkcnepTHON KoMuccHH
BKJIIOUAIOT HE MEHEE TPeX COTPYAHMUKOB, B TOM UHCJE B 00s3aTENIbHOM MOPSIKE JIUI0, OTBETCTBEHHOE 3a
BeneHue apxusa JJOY.
DKcIepTHasi KOMUCCHS Ha 3aCEIaHUsAX pacCMaTpuUBaeT: HOMEHKIATypy aen OV, onucu aen mocToSTHHOTO
XpaHEHUs U 10 TUYHOMY COCTaBY, aKThl Ha JOKYMEHTBI, BBIJICISIEMbIE K YHUUYTOXKEHUIO.
5.3. Odopmienue aen.
5.3.1. Jlena MOCTOSIHHOTO XpaHEHWUS MOMAIIMBAIOTCS B TBEPAYIO OOJOXKKY CYpOBBIMU HHUTKaMH. JIUCTBI
HYMEpYIOTCSI B IPaBOM BepxHeM yriry. Koau4ecTBO JTMCTOB B KXKIOM J€i€ HE TOJKHO mpeBbIimaTh 250. B
KOHIIE JIeJla Ha OTJEIbHOM JIMCTE COCTABIISIETCS 3aBEPUTEIIbHASI HA/IITUCH.
5.3.2. Ha o06moxke nen MOCTOSHHOTO XpaHEHHWs IOJDKHBI OBITh MPOCTABJICHBI CIEAYIONINE PEKBHU3UTHI:
HAaUMEHOBaHHE 00pa30BaTEILHOTO YUPEKACHUS, HOMEp (MHIEKC) /ieNa M0 HOMEHKIIAType, 3aroJioBOK Jena,
KOJIMYECTBO JIUCTOB, CPOK XPAHEHUS WM OTMETKA «XPaHUTh MOCTOSIHHO», HOMep (OH/Ia, ONKCH, JIeNa.
5.3.3. 1o OKOHUAHUH EIOMPOU3BOJCTBEHHOTO rojia B 0pOpMIICHHbBIE 0OJI0XKKHU JeNl HTOCTOSHHOTO XPaHEHHS
BHOCSITCSI HEOOXOAMMBbIE YTOUHEHHS: B 3arojIOBKU €N, COJEP)KalIMX pacHOpSAUTENbHbIE TOKYMEHTHI
(mpuKa3bl, MPOTOKOIBI), BHOCSATCS HOMEpA; €CIH JEN0 C MEPernuCKON COCTOMT U3 HECKOJIBKUX TOMOB, B
KOKJIOM TOME YKa3bIBAETCSI KOPPECHOHJEHT, aBTOp, TEPPUTOpPHs, IAPYrHe [aHHble. B KaxaoMm Tome
YKa3bIBaeTCs Jata (YMCiio, MECsIl, TOJ) Hadalla ¥ OKOHYAHUS TaHHOTO TOMAa. TOYHBIE ATkl IPOCTABIISIFOTCS
Ha 00JIOXkKax JiJIsl OBICTPOro MOMCKA JOKYMEHTOB B IIOCIIEAYIOLIEM; U3 3aBEPUTEIILHON HAITUCU Ha 00JI0XKKY
Jiena BBIHOCUTCS KOJIMYECTBO JINCTOB B JIETIE.
5.3.4. Hagnucu Ha 0O0J0XKKaxX €7 TMOCTOSHHOTO M JIOJTOBPEMEHHOTO XPAHECHHS CIIEIYyET MPOU3BOAMTH
YETKO, CBETOCTOUKUMHU YEPHUIIAMH.
5.3.5. lns y4yera KOJIMYECTBA JIMCTOB B Jele M (PUKCAUU OCOOCHHOCTEH MX HYMEpaluu Ha OTICIbHOM
JIMCTE COCTABIISIETCS 3aBEPUTEIIbHAS HAJUINCH.
B 3aBepuTenbHON HAANUCH YKA3bIBAETCS KOJIMYECTBO JHUCTOB (mudpaMud © TPOMUCHIO) B Jele.
3aBepuTeNIbHAs HAAMKUCh MOANKUCHIBAETCA COCTABUTENIEM C YKA3aHUEM €r0 JOJDKHOCTH M 1aThl COCTABIICHHUS.
5.3.6. BHyTpeHHsI ONMUCH COCTABIISIETCS K JieJlaM MOCTOSIHHOTO U JOJIrOBpeMeHHoro (cBbiiie 10 siet) cpoka
XpaHeHUus, CPOPMHUPOBAHHBIM IO PA3HOBUAHOCTSAM JIOKYMEHTOB, 3arojOBKH KOTOPBIX HE PacCKpBIBAIOT
KOHKPETHOE COJIepKaHue TOKYMEHTOB (0c000 IICHHBIS, INYHBIC JAeTa U 1Ip. ).
5.3.7. [lena BpeMEHHOT0 XpaHeHUsT 0(OPMIIIIOTCS YIIPOIICHHO:
OHH HE MOJIIMBAIOTCS, TUCTHl B HUX HE HyMEPYIOTCS, YTOUHEHUE Ha O0JI0XKKaX HE TMPOU3BOAUTCS, OTIHCH HA
Jiea He COCTaBIIIOTCS, YUET BEJETCS IO HOMEHKIAType JIell.
5.4. Onucanue 10KyMEHTOB [TIOCTOSSHHOT'O CPOKa XpaHEHHUS.
5.4.1. Onucu COoCTaBIAIOTCA pa3feiIbHO Ha JieJia MMOCTOSHHOTO XPAHEHHUs MO0 OCHOBHOM AEATENbHOCTH U Ha
Jiena 1o JUYHOMY COCTaBYy.
5.4.3. OnucH cCoCTaBISIOTCA JETOTPOU3BOIUTEIIEM.
5.4.4. Onuce BeneTcs B €IMHOM BAJIOBOM HyMEpPAaLlUK B TEYEHUE HECKOJIBKUX JIET .



5.4.5. Ha nena ¢ UCTEKIIMM CPOKOM XPAaHEHHUSI COCTABIISCTCS aKT 00 YHUUTOXKEHUH.



