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MMonoxenue 06 apxuse

L Obume nogomennyn

LT Honoxenne o0 apxise MyRMUHAATBHOMO ABTOHOMHOIO  A0IKOALHOTO
obpasoBarenshoro yupewaenus N 117 «/letcruii Caa oDUIePAZBHBANLIETO BHAa ¢
APHOPHTCTHBIM OCYIHCCTBACHHEM JACATENLHOCTH 1D husHyecKoMY HanpanieHio PAIBHTHS
BactinranHakony  (Jadee ~ Honokenne). papaborano B cooTBETCIRIE ¢ DenepanbHbiv
3aKonoM «O06 apxuenom aene s Poceniickoi Dejepatny or 22.10.2004 No 125-93,

1.2, Hacrosiuee Honowenne paspaGoraio s iemay:

T COBCPUICHCTBOBAHMS  JCATEABHOCTH B cepe  oprapmialui XpaHeus,
ROMILICKTOBAHMA, YUCTa 1 MCIONLIOBAHIS APXHBHLIX Z0kvMeHTos JJOY
= PALUHOHAALHOH OPraHu3atMi J0KYMEHTATHOHIONO obecouoiing & A0V

E3: Apxus JIOV  cosnaercs = HEJAX  XPaHeHHA, KOMIIEKTOBAHMA, YueTa o
HEMOALIOBAHUA - TOKYMEHTOB, -00PatylolUXC B NPOLECCe  ACHTeALHOG HOY W
SAROHUCHHLIX ACAONPOU3BOACTBOM AOKYMEHTOB NPAKTHUCCKORO HAZHAUCHHS. HX oTh0pa 1
HOATOTOBKH K Nepesasie Ha XpaHeHHe B MyHHUMHANLHBIT apXHB,

1.4, B csoeil pabore apxus JIOY PYROBOACTBYETCA 3AKOHOATENLCTROM 00 APXHEHOM
jeie B Poccuiioxon Megepani, nusivy HOPMAaTHBHLIMK NpasoBeiMU aktamMu Poceuiickoil
Denepauun, JrokansHeMA aetamit 1OV 4 HacToRImMM Homosenuem,

L5, Konrpois 34 aestenbiocisio apxusa JJOY  oevinecrsaser FABEAVIOIAY, a4 B ed
OTCYTCTBHI 3aMECTHTENE 3aBEAVIOUIEH 0 BOCTNTATeNLHOMETOANYECKO padoTe, KoTophie
00CCIIEHHBAIOT APXHB HEOOXOMIMBIM HONCLIEHHEM Ti O00PYA0BAHIEM,

1.6, Henocpeacirennoe pykopoactso dapxusonm. JIOY BOZIEIEeTCs  NPHKA3oM
JBEAYIOWEH  HA  1HUO, OTBEICTBEHHOE 33  BeieHHe APRUBA.  (KaK  (pasBuio, Ha
ACTAOHPOHIBOINTES ).

2. Cocras J0KYMENTOB apxusa
2.1 ApXHBHBIE JOKYMEHTEI, ROCTYHAIOMNe Ha Xpadenune B apxus JIOVY, ornocstes

K MYHHUHNANLHOH CODCTBCHHOCTH, He MOATERAT NPHBATHIALNN, He MOIVT O8ITh 00beKkTOM
HPQAQAH, MCHLL, JAPCHHS, 4 TAKKE HIBIN CACIOK, MOTYIIMX APHBECTH K HX 074 VRS HHIO

220 Brapxus IOV nocrviimon:

2.2.1. ApXuBHBIC JOKYMEHTEI, 00pasORABIIHECH B npotecce gesrensrocti JOV,
BPEMEHHOPO XpaHCHHS (HCOOXOAHMBIC B NPAKTHYCCKON 18T NBHOCTH ).

2:2.2. ApXHBHbIC JJOKYMCHTEL 00pasoBaBLINGCs B npotecce geareasnocti JJOV

2.2.3, Jlokyseutul o JHHHHOMY - COCTABY. OTPAKAIOUIHE TPYAOBBIE OTHOUIEHMKA
pabotHuKa ¢ paboToiateiem,

2.2.4, ApXUBHBIE TOKYMEHTHI TIOCTOS HHOIO XpaHenus.

3. 3aaaum u Gyuxuun apxusa.
3.1, Ocuosnbivm sazavaniu apxisa 10V



3.1.1. KoMIuiekToBaHHE TOKYMEHTAMH, COCTaB KOTOPBIX MPELYCMOTPEH Pa3eIoM
2 nacroswero [lonoxenus.

3.1.2. OGecnedeHre eIMHBIX MPUHIUIIOB OPTaHU3AIMH XPaHEHUs, KOMILJICKTOBAHMS,
y4eTa U UCIOIb30BaHUE apPXUBHBIX JOKYMEHTOB, UX COXPaHHOCTH.

3.1.3. OcymiectBieHnre KOHTpois 3a (opMupoBaHHEeM U OG(OpPMIICHHEM i€l B
nenonpousBoactee JOY.

3.2. B cOOTBETCTBUH € BO3JI0KEHHBIMH Ha Hero 3agadamu apxuB JOY ocymniecTisier
cienyrouue QyHKIUN:

3.2.1. IlpuHHMaeT mociie 3aBEPIICHUS AEJIONPOU3BOJICTBOM, YUYHTHIBAET U XPaHUT
nokymeHTsl JIOY, o00paboTaHHbIE B COOTBETCTBUU C TPEOOBAHMSIMH, YCTaHOBJICHHBIMU
3aKOHOJIaTEIBCTBOM 00 apXuBHOM Jene B Poccuiickoit deneparum.

3.2.2. OcymecTBisieT y4eT M OOECHEeYMBAET IMOJHYI0 COXPAaHHOCTh MPHUHITHIX
aApXMBHBIX JIOKYMEHTOB, B TOM YHUCJIE MO JUYHOMY COCTaBY.

3.2.3. IlpoBoaur CBOEBPEMEHHOE  YIOPSAOYEHUE apXHBHBIX JOKYMEHTOB
(9KCTIepTU3y LIEHHOCTH, HAYyYHO-TEXHHUYECKYIO0 00pabOTKy, COCTaBIIEHUE OMUCEH U T.1.).

3.2.4. Opranu3yer UCnoJib30BaHNUE TOKYMEHTOB:

- ”HQOpPMUPYET aAMUHHUCTpaIUIO U paboTHUKOB JJOY 0 cocTaBe U cofep:kaHuu JOKYMEHTOB
apXuBa;

- OecIIaTHO MPEAOCTaBISET MOJIb30BATEISIM APXHMBHBIMU JOKYMEHTaMu O(OpMIICHHBIC B
YCTAHOBJIICHHOM TIIOPSAKE ApPXUBHBIE CHPaBKM WJIM KONWU apXMBHBIX JIOKYMEHTOB,
CBA3aHHBIE C YCTAHOBJIICHHEM TPYJIOBOTO CTaXa, COLNUAIBHOW 3allUTOM TIpa)kIaH,
npelycMaTpuBarolIell UX IEHCHOHHOE oO0ecleueHue, a TakXkKe MOJIy4eHHE JIbIoT U
KOMIICHCAlIU B COOTBETCTBUU C 3aKOHOIATENbCTBOM Poccuiickon Penepanuu;

- BBIJAET B YCTAHOBJICHHOM MOPSJIKE JI€7a, TOKYMEHTBl WJIM KOIHHU JTOKYMEHTOB B LENSIX
CILy’K€OHOT0 M MPAKTUYECKOTO UCTIOIb30BaHUA JIJIsl pa0OTHI B IOMEUIEHUN apXUBa;

- BEJIET y4YeT UCIO0JIb30BAaHUS JOKYMEHTOB, XPAHSIIINXCS B apXHBE.

4. IlpaBa ¥ OTBETCTBEHHOCTh

4.1. Jlns BBINOJHEHUs BO3JOKEHHBIX 3a/lady M (PYHKIMH JIMIO, OTBETCTBEHHOE 3a
Benenue apxusa JIOY , umeer npaso:

4.1.1. KoHTponupoBaTh BBINMOJHEHUE YCTAHOBIICHHBIX MPaBUI pabOTBl ¢
nokymentamu B JIOV.

4.2. JIuuo, orBeTcTBeHHOE 3a BeaecHue apxuBa [JOY, HeceT OTBETCTBEHHOCTh 3a
BBITIOJTHEHHE BO3JIOKEHHBIX Ha apXMB 3a/1a4 U (PYHKIIUH.

43. 3a yrpaTy W T1OpYy JOKYMEHTOB JIOJDKHOCTHBIE JIMIA YYPEKIACHUS
(pyKOBOIUTENb YUYPEXACHUS M JIMLIO, OTBETCTBEHHOE 3a BEJICHUE apXxuBa) HECYT
OTBETCTBEHHOCTb B COOTBETCTBHHM C JIEHCTBYIOINUM 3aKOHOIATEIBCTBOM.

5. KommiekroBanue apxuBa

5.1. TloaroroBka IOKyMEHTOB K mepenade B apxuB JJOY  BKJIIOYAET SKCIEPTHU3Y
Hay4YHOM M IPAKTUUECKOU IIEHHOCTH JOKYMEHTOB, 0(hopMIIEHHUE JIeJ, COCTaBJICHUE OHUCH.

5.2. DkcnepTr3a HEeHHOCTH JOKYMEHTOB.

5.2.1. DkcrniepTH3a UEHHOCTH JTOKYMEHTOB - OINPEIEIICHUE IIEHHOCTH JIOKYMEHTOB C
1[eJIbI0 0TOOpa UX Ha XPaHEHHUE U YCTAHOBJICHUE CPOKOB XpaHEHUS.

OKcnepTu3y LHEeHHOCTH JOKyMeHTOB B JIOY ocymiecTBiasieT NOCTOSHHO AEHCTBYIOLIAs
AKCIEPTHAST KOMUCCHSI.

5.2.2. DkcnepTHas KOMHCCHUSI Ha3HavyaeTcs npukazom 3asenyromeit JIOY. B cocrtas
OKCIEPTHOM KOMHMCCUU BKJIIOYAIOT HE MEHEE TpeX COTPYAHUKOB, B TOM YHUCJIE B
00s13aTeIbBHOM MOPSJIKE JINIO, OTBETCTBEHHOE 3a BeAeHue apxuBa JJOVY.



DKCIepTHasi KOMUCCHSI Ha 3aCeaHUsX paccMaTpuBaeT: HoOMeHkKIarypy aen OV
OMMUCU JIeJl TOCTOSHHOTO XPaHEHUs W MO JIMYHOMY COCTaBy, aKThl Ha JIOKYMEHTBHI,
BBIJICTISIEMbIE K YHUUTOXEHUIO.

5.3. Odopmienue aer.

5.3.1. /lena MOCTOSIHHOTO XpaHEHHs MOJLIMBAIOTCS B TBEPAYIO 00JI0XKKY CYpOBBIMU
HUTKaMU. JIMCTBI HyMEPYIOTCS B IPaBOM BEPXHEM YTy MPOCTHIM KapanaamoM. KoinuecTBo
JYCTOB B KaXJOM J€J€ HE JOJHKHO IpeBblaTh 250. B KOHIE ena Ha OTAEIbHOM JIUCTE
COCTABJIICTCS 3aBEPUTENbHAS HAIIKCh.

5.3.2. Ha o00noxkke el MOCTOSIHHOTO XpaHEHWs AOJHKHBI OBITh MPOCTaBJICHBI
CJIEIYIOLME PEKBU3UTHI: HAUMEHOBAHHE OOpPa30BATENBHOIO YUPEKIACHUS, HOMEp (MHJIEKC)
JieJ1a IO HOMEHKJIAType, 3aroJIOBOK JI€J1a, KOJMYECTBO JTUCTOB, CPOK XPaHEHUS! WJIM OTMETKa
«XpaHUTh TIOCTOSIHHO», HOMEp (OH/Ia, OTIHCH, JIeTIa.

5.3.3. [lo oxoHYaHUU AEIONPOU3BOJICTBEHHOIO T0/ia B 0()OPMIICHHBIE OOJI0XKKH J1eJT
MTOCTOSIHHOTO XPAHEHUSI BHOCATCSI HEOOXOMMBIE YTOUHEHUS: B 3aT0JIOBKH JIEJ, COJIEPHKAITUX
pacropsiiuTeNbHbIE JOKYMEHTHI (MPUKa3bl, TPOTOKOJIbI), BHOCSITCA HOMEpA; €CIId JEeJI0 C
MEPENUCKON COCTOUT M3 HECKOJIBKUX TOMOB, B KaXKJOM TOME YKa3bIBA€TCSl KOPPECIOHJICHT,
aBTOP, TEPPUTOPUS, IPYTUe JaHHbIC. B KaK10M ToOMe yKa3bIBaeTcs Aata (4Mciio, Mecsll, ToJ)
Hayaja ¥ OKOHYAHMS JAHHOTO Toma. TOYHBIE NaThl MPOCTABIAIOTCS Ha OOJIOKKAX JUIs
OBICTPOrO TOKCKA JJOKYMEHTOB B MOCIEAYIOIIEM; U3 3aBEPUTEIHLHON HAAMUCH Ha OOJIOXKKY
Jie7a BBIHOCUTCSL KOJIMYECTBO JIUCTOB B JIETIE.

5.3.4. Haanucu Ha OO0JOXKKaxX M€l MOCTOSHHOTO M JOJTOBPEMEHHOI'O XpaHEHUs
CEeAYET MPOU3BOAUTH YETKO, CBETOCTOMKHUMU YEPHUIAMMU.

5.3.5. Jlns ydera KoJWMYEeCTBa JIMCTOB B Jeie W (PUKCAIMU OCOOEHHOCTEH HuX
HyMEpALMK HAa OTAEIBHOM JIMCTE COCTABIISIECTCS 3aBEPUTENbHASI HA/IIUCH.

B 3aBeputrenbHONW HAANMUCH YKa3bIBAETCS KOJIMYECTBO JUCTOB (mudpamu u
MPOIHKCHIO) B JeNe. 3aBepUTENbHAS HAAMHUCh MOJMUCHIBAETCS COCTABUTEIEM C YKa3aHUEM
€ro JOJKHOCTH U JJaThl COCTABIICHUS.

5.3.6. BHyTpeHHsIs1 ONUCH COCTABISIETCS K JEJaM MOCTOSIHHOTO U JOJITOBPEMEHHOTO
(cBpimie 10 ;eT) cpoka xpaHeHHs, CPOPMHUPOBAHHBIM IO PA3HOBHJIHOCTSIM JOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEPIKaHKE TOKYMEHTOB (0C000 IICHHBIE,
JIMYHBIC JIeNIa U JIp.).

5.3.7. Jlena BpeMEHHOTO XpaHEeHUsI 0DOPMIISIFOTCS YIIPOIIICHHO:

OHM HE TMOAIIMBAIOTCSA, JUCTHI B HUX HE HYMEPYIOTCS, YTOYHEHHE Ha OOJIOKKAaX HE
MIPOU3BOJIUTCS, ONKCH Ha JIeJIa HE COCTABJISIIOTCS, YUET BEIETCS IO HOMEHKJIAType JIell.

5.4. Onucanne JOKYMEHTOB MTOCTOSTHHOTO CPOKA XPaHEHHSI.

5.4.1. Onucu CoOCTaBISAIOTCS Pa3fgeiIbHO Ha JieJla MOCTOSIHHOTO XpaHEHUs II0
OCHOBHOU JIESITEILHOCTH U HA JIeJIa MO JINYHOMY COCTaBY.

5.4.3. Onucu coCTaBISIOTCA IEJIONPOU3BOIUTEIIEM.

5.4.4. Onuck BeneTcs B €IMHON BaJIOBOM HyMepallui B TEYECHUE HECKOJIBKUX JIET .

5.4.5. Ha nena ¢ UCTEKIITUM CPOKOM XPaHEHHUS COCTABJISIETCS aKT 00 YHUUTOKCHUHU.
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