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1. O61mue NojoKeHns

1.1 Tlonoxenue 06 apxuse I'BJIOY Ne 82 (jranee - [TonoxeHue), pazpaboTaHo B
coorpercTBun ¢ DenepanbHblM 3aKOHOM «O0 apXWMBHOM Jejle B Poccuiickon
depepanuu» ot 22.10.2004 No 125-®03, MeToauuecKuMy PEKOMEHAALUUAMK TIO
paboTe ¢ JOKyMEHTaMH B 06111e00pa30BaTENbHBIX YUPEIHACHUAX, denepanbHbIM
saxonom «O6 obpaszosannn B Poccuiickon denepatiny ot 29.12.2012 rona
Ne273- 3 1. 11 4.3 cr. 28

12, Hacrosiee Ilonoxenue paszpaboraHo B LedAX: — COBEPILIEHCTBOBAHUA
nesTenpHOCTH B cdepe OpraHu3alnd XpaHCHHA, KOMIUIEKTOBaHMs, ydeTa H
MCIIONL30BaHUsl apXMBHBIX JIOKYMEHTOB JIOY; — palMOHaJbHON OpraHu3aliy
JIOKYMEHTALMOHHOTO 00ecneyeHus B JOVY.

1.3. Apxus JOY cozpaetrcs B LEAX XpanCHUA, KOMIIJICKTOBaHHUs, ydeérla H
MCHOB30BAHMS. JOKYMEHTOB, 00pasyroluxcst B MPOLECcee nesitensrocty JIOY ¢
3aKOHUEHHDIX J1eONPOU3BO/ICTBOM JIOKYMEHTOB TIPAKTHIECKOTO Ha3Ha4deHus, UX
oT60opa U MOJrOTOBKH K Iepe/late Ha XPaHeHHUE B MYHHULUMAIBHBIA apXUB.

1.4, B croeit pabore apxui JIOY pyKOBOACTRYCTCH 3aKOHOJIATENLCTBOM 00
apXUBHOM JieJIe B Poccuiickolt Menepallny, UHbIMH HOPMATHBHBIMY paBoBbIMH
axtamu Poccuiickoit Denepaluy, JOKaIbHBIMM aKTaMu JIOY 1 HacTosALMM
TMonoxenuem.

1.5. KOHTpOJIb 32 AeATEIbHOCTHIO apXHBa JTOVY ocylecTBISET 3aBeaytoias, a B eé
OTCYTCTBHM  3aMECTHTE/h  3aBCIYIOMIEro, KoTOpble ~ 00ecrne4uuBaloT — apXxuBs
HEOOXOIMMbBIM TOMELLECHUEM 1 000pY10BaHHEM.

1.6. HerocpeACTBEHHOE PYKOBOACTBO apXHUBOM JIOVY Bo3naraetcst NpHKasoM

3aBeyiolleil Ha JTMLO, OTBETCTBEHHOE 33 BEICHHC apXMBa.
2. CocTaB /IOKYMEHTOB apXuBa

2.1. ApXuBHbIC JIOKYMEHTBI, NOCTYHAIOUIAE Ha xpaHenue B apxus [JOY oTHOCSTCS
K MyHHLMNAJIbHOH COOCTBEHHOCTH, HE MOJUICHKAT npvBaTH3aLMK, HE MOTYT ObITD
0GHEKTOM [TPOAAYKH, MCHBI, IAPEHHS], & TAXKE HHBIX C/ENOK, MOTYIIMX IPUBECTH K
UX OTUYKJIEHHIO.

2.2. B apxus JJOY noctynarort:

2.2.1. Apx1BHBIE HOKYMEHTBI, 00pa3oBaBLINecs B npouecce AeSTEIbHOCTH JOY,
BPEMEHHOTIO XpaHeHUs (11e00X0AUMbIE B NPaKTHYECKOH IesTeNbHOCTH).



2.2.2. ApXvBHbIC JTOKYMCHTEI, oOpa3oBaBILKEcs B MPOLECCE nesirenbroctd JIOY.
2.2.3. JIOKyMEHTbl MO JIMHHOMY COCTaBy, oTpaXkatolpe TPYHOBbIE OTHOLUICHHA

paboTHHKA C pabOTONATEIIEM.
2.2.4. ApX1BHBIE JIOKyMEHTbI [IOCTOAHHOTO XpaHeHus.

3. 3a1auyy 1 PyHKLIHNU apXUBa.
3.1. OCHOBHbLIMHU 33/la4aMu apxnBa JIOV:

3.1.1. KomiiekToBaHue JIOKYMEHTaMH, COCTaB KOTOPbIX MPELyCMOTPEH pasicioM
2 gactosiero I1onoxeHu.

312. O6ecniedenne  €AMHBIX  TPUHLATOB oprasusaly  XpaHeHHs,
KOMIIJICKTOBAHUSA, ydeTa W HCNOJBL30BAHKC ApPXMBHBIX  JIOKYMEHTOB,  HX

COXPaHHOCTH.

3.1.3. OcyluecTBIeHHE KOHTPOId 34 dopmupoBaHueM U obopmiienreM Jel B
nenonpoussoactse IOV,

32. B cooOTBeTCTBUH C BO3JIOKEHHLIMU  HA HETO 3ajjadyaMy  apxuB I[Oy

OcylLleCTBJISIGT clieayrouue dr)yHKLU/lI/iZ

3.2.1. [IpuHUMaeT Nocye 3aBepIICHHs JeNOTIPOU3BOACTBOM, YUUTHIBACT U XpaHnT
noxymentsl OV, o6paboTaHHple B COOTBETCTBHM € TpeOOBaHNAMH,
yCTAaHOBJIEHHBIMU  3aKOHOAATEIbCTEOM 00 apxuBHOM Jiele B Poccuiickoi
denepauuu.

3.2.2. OcyluectBiser y4er H o6ecrieunBaeT MOJHYK COXPAaHHOCTh [PUHATHIX
apXHBHBIX JOKYMEHTOB, B TOM HUCJIC 11O JUYHOMY COCTaBY.

3.2.3. TlpoBOIWT CBOEBPEMCHHOC yropso4eHne  apXMBHBIX — AOKyMCHTOR
(FKCTIEPTU3Y LIEHHOCTH, HAYHHO-TEXHUUCCKYIO 06paboTKy, COCTABJIEHHUE onuceu u

T.JL).

3.2.4. OpraHusyet UCIOIH30BaHNE JIOKYMEHTOB: - HHPOPMUPYET aIMHUHUCTPALIUIO
u paborHukos JIOY o cocTase H cofepXKaHu J0KyMEHTOB apxXWBa, - fecraTHO
Tpe/loCTaBIAeT  [0JIL30BATEIAM APXUBHBIMH JIOKYMEHTaMH odopMJIEHHbIE B
yCTAHOBJICHHOM MOPAAKE apXUBHBIC CIIPAaBKM MIIM KOTIMH apXMBHBIX JOKYMEHTOB,
CBS3aHHbIE C YCTAHOBIEHHWEM TPYAOBOro cTaxa, COLMANbHOW 3alMTON I'paxKiaH,
IpelyCMaTpUBAIOLLEH WX MICHCHOHHOS obecrieyeHue, a TaKxke IoJyuYeHue JbroT
KOMIIEHCAIUI B COOTBETCTBUM C 3aKOHONATEIBCTBOM Poccuiickoit Penepalvi; -
BLIIAET B YCTAHOBJIEHHOM TOps/KE A€]a, JIOKYMEHTB! WX KOMHU JIOKYyMEHTOB B
HensxX ClyKeGHOro M MpakTH4ecKoro Heronb3osanis st paboThl B TOMELLEHUH
JIOY; - BesleT yHeT UCIOJib30Batus JIOKyMEHTOB, XPaHSILLIMXCA B aPXUBE.



4. IipaBa n OTBETCTBEHHOCTD

4.1. Il.]lﬂ BbIITOJIHEHUS BO3JIOKEHHDBIX 3a/1a4 H d)yHKlJJ/Iﬁ JIU10, OTBETCTBEHHOC 3a

gesietive apxupa JIOVY, umeer 1ipaso:

4.1.1. KonTpoauposaTh BbIIOJIHCHAC YCTAHOBJICHHBIX  [PaBUII paboThl ¢
noxkymentamu B JIOY. s

4.2, Jluilo, OTBETCTBEHHOE 3a BEJICHMC apXxuBa JIOY, HeceT OTBETCTBEHHOCTE 34
BLITTOJIHEHYE BO3JIOKEHHBIX HA apXyB 3a1ad 1 (yHKLMA.

43. 3a yrpary 4 Iopdy JAOKYMEHTOB JIOJDKHOCTHBIE  JIMI@  yHPEeK/ACHHA
(pyKOBOJIUTEIIL YIPEeXKICHHS 1 JIHHO, OTRETCTBCHHOE 3a BEJEHME apxXuBa) HECYT

OTBETCTBEHHOCTh B COOTBETCTBUM € JICHCTBYIOLIMM 3aKOHOAATENILCTBOM.
5. KomnuiekTroBaHHue apxuBa

5 1. Tlo/roToBKa JOKYMEHTOB K Iepejaie B apxns JIOY BKIIOHAET IKCNEPTU3Y
Hay4HO# 1 [PAKTHHECKON IEHHOCTH JIOKYyMEHTOB, 0hopMIIeHH E 11€ll, COCTABICHNC

OTIMCH.
5.2. DKcrepTy3a HeHHOCTH TOKYMEHTOB.

5.2.1. DkcriepTH3a LEHHOCTH TOKYMEHTOB - onpeseneHne LHEHHOCTH TIOKYMCHTOB €
LleNbt0 0TOOPA UX Ha XPaHEHHE U yCTAHOBICHHE CpOKOB XpaHEHUS. DKCIIePTU3y
[ICHHOCTH JIOKYMCHTOB B JIOVY ocyluecTsisieT MOCTOAHHO newcTByrouas

HKcliepTHas KOMUCCHA.

5.2.2. DkcliepTHas KOMUCCUs Ha3HAUaeTCA NpUKa3oM sagenyroweit JOVY. B coctas
DKCTIEPTHOH KOMUCCHH BKITIOHAIOT HE MEHES Tpex COTPY/IHHUKOB, B TOM HHMCIIE B
o6g3aTeTbHOM MOPSJIKE JINI0, OTBETCTBCHHOE 32 pesienue apxusa JIOVY.
DkeriepTHas KOMUCCHS Ha 3ace/ativsx paccmaTpyBaeT: HOMEHKIATYPY e JIOY,
OIIMCH /el NOCTOSIHHOMO XPAHEHUS 1 10 JIMHHOMY COCTaBy, aKThl Ha IOKYMCHTHI,

BbLIENIeMblE K YHUUTOKEHHIO.
5.3. Odopm.ieHue geJ.

53.1. Jlena TOCTOSHHOIO XpaHCHUS MOANIABAIOTCS B TBEPAYIO 00OJIOKKY
CYpOBBIMU HHTKAMA. JIMCTH! HyMEpYIOTCs B PABOM BEPXHEM YTy KonugecTBO
JIMCTOB B K2)K/J0M JIefie He JIOJKHO IpeBhiath 250. B koulie Aena Ha OTAC/IbHOM

JIACTE COCTABJIACTCH 3aBepHTeanaﬂ HaAMHCh.

532, Ha o610%Ke Jell TOCTOSHHOrO XpaHCHMA JIOJDKHBEI OBITh MTPOCTABJICHD
CITE/LYIONIHE PEKBU3UTRIL HAWMEHOBANNE 06pazoBaTeIbHOro yUpeKACHNs, HOMEP



(VIHI.[QKC) jgena 1o HOMEHKIIATYPEC, 3aroJIOBOK Jiglld, KOonuuecTBo JIMCTOB, CpOK

XpaHCHMH WK OTMETKA «XpaHuThb [TOCTOSHHOY, HOMEP q)OHLIa, onyucu, aela.

5.3.3. Ilo oxoH4aHHH NeJIONPON3BOACTBEHHOTO roja B o OpMJICHHBIE 00JI0KKH
JleNl TIOCTOSIHHOTO XpaHeHHs BHOCATCH HeoGXOMMble YTOUHEHHs: B 3aroJloBKH
jen,  CojlepXKalidx  pacnopaanTe/bHpIC JIOKyMeHTBI  (IPHKa3bL, TIPOTOKOJIBL),
BHOCSTCS HOMEpa; €Ciiv Ao € TIeperMCKON COCTOUT U3 HECKOJILKHX TOMOB, B
KaKIOM TOME YKa3blBaeTCst KOPPECHOHICHT, aBTOp, TEPPUTOPHS, APYIHe AAHHBIC.
B Kka)kJ0M TOME yKasplBacTCs JaTa (4ucio, Mecdl, roj) Hauajga ¥ OKOHYaHMs
JaHHOIO TOMA. TOUHBIE AAThI [IPOCTABIISIOTCS Ha 06JI0KKAX Ul OBICTPOroO MnoucKa
JIOKYMEHTOB B TIOCTICAyIOIIEM:; 13 3aBepUTENLHON HaAIMCH Ha 00NIOXKKY Jeiia

BLIHOCHUTCA KOJIMUECTBO JIMCTOB B Jlence.

53.4. Hagnucy Ha 0610%KKax Jiell NOCTOAHHOTO W JI0JATOBPEMEHHOTO XpaHCHUs

clieayceT HpOI/I3BO,ZII/ITb 4e€TKO, CBeT‘OCTOﬁKHMH qele/IﬂaMI/I.

5.3.5. Jlua yuera Kojlu4decTsa McTOB B jeie U (uKcalUH 0COOEHHOCTEU MX
HyMepaiuu Ha OFICJILHOM IMCTE CcOCTapjseTcs 3aBepuTelibHad HaAMuch. B
3aBepUTEIILHOYW  HAJITMCH yKa3pIBaeTcsi  KOJIM4CCTBO nuctoB (Lm@ppamMu U
[IPOINChI0) B A€TC. 3apepuTenbHas HaAMUCH [TO/IUChIBAETCA COCTABUTEIEM C

}/KaSaHI/IeM ero JOJIKHOCTHU U aaTel cOCTaBJICHUS.

5.3.6. BuyrpeHHss  OIHUChH cocTapisercs K  felaM  TMOCTOSHHOTO U
JOJTOBPEMEHHOIO  (CBhIIIC 10 set) cpoka XpaHCHUA, chopMHUPOBAHHBIM 110
PA3HOBM/HOCTIM JIOKYMEHTOB, 2ar0fOBKU KOTOPBIX HE pacKpbIBatoT KOHKPETHOC

conepmalme leKyMeHTOB (OCO6O [IEHHbIE, JUUHDBIC acia Ilp)

53.7. Jlena BpPEMEHHOTO XPAHCHHA ohopMIIAIOTCS  YIIPOILCHHO: OHM HE
[OJUIMBAIOTCS, JINCTbL B HUX HC HyMepytoTcs, YTOHHCHMC Ha 00JI0KKax He
[IPOW3BO/IATCA, OTIMCH Ha JIe/1a HE COCTABJIOTCS, YUeT BeJeTCs M0 HOMCHKIIATYDPe

Acell.
5.4. Onucanue JIOKYMCHTOB DOCTOSSHHOTO CpOKa XpaHEeHHUA.

S 4.]1. Omicd COCTABISIOTCA pasflelbHO Ha Aead [OCTOSIHHOTO XpaHeHus Mo
OCIHOBHOf JIESTEBHOCTH U Ha JIeNa 110 JIMHHOMY COCTaBy.

5.4.3. Onucy coCcTaBlsgoTCs NCJIONPOU3BOAUTEICM.

5 4.4. Onuch BENETCS B €/IMHOM BaJIOBOH HyMepalliyl B TCUEHHE HECKOJIbKUX et .
545 Ha jena € MCTCKIIMM - CPOKOM xpaHeHus cocTapiictcs  aKt 00

}HH/IHTO}KCHMM.



