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-
«006 yreepxaenuu Iosoxenusn 06 apxuse MB/IOY JIC Ne39, unasunauenvn
orBeTcrBeHHoro 3a seaenue apxusa MB/IOY JIC Ne39 u yrBepxaenuu cocraea
IKCT ePTHOH KOMHCCHH 110 OCYIIECTBJICHHI0 IKCNEePTH3bI HEHHOCTH A0KYMEHTOB»

Bo ucnonnenne deaepanbHoro 3akona ot 22 oktsabpsa 2004 r. Ne 125-03 «O6
apxusHom siesie B P®y», Tlepeuns THNOBBIX YNPaBICHYECKMX APXHBHbBIX JIOKYMEHTOR,
00pasyiolmMxes B INPOLECCE JACATENbHOCTH TIOCYAAPCTBEHHBIX OPraHoB, Opraros
MECTHOIO CaMOYIpPaB/ICHHA W OpraHM3auMid, C YKa3aHHEM CPOKOB XpPaHECHMs,
VTBEKACHHBIM npuKkazoM Munucrtepcrsa kyabTypsl Poccuiickoi deaepauua ot
25.06.2010 Ne 558, B uesaX XpaHEHMs, KOMIUIEKTOBAHMS, ydye€Ta W MCIOJb30BaF Ui
JOKyMeHTOoB, oOpasyowmmxes B npouecce jearenbHoctd MBJIOY  JIC No39
SAKOHYEHHBIX JICJIONPOU3BOACTBOM JIOKYMEHTOB TMPAKTHYECKOrO Ha3HAYEHMS, HX
010052 ¥ NOArOTOBKHM K Mepeaaye Ha XpaHEeHHE B MYHHLIMNAJIbHBIH apXUB

MpHUKa3blBalo:

1. Yreepauts [Tonoxenune 06 apxuse MBJIOY JIC Ne39 (TTpunoxenne 1).

2. HasHauuTh OTBETCTBEHHBIM 3a BEACHHEM apxuBa BocnuTarenst J[OMHHCKYIO-
Muxo Auny IOpbeBny

3. VrBepauTh cocTaB DKCHEPTHOM KOMHUCCHH MO OCYIIECTBICHHIO YKCIIEPTH3EI
nennoct gokymenTos 8 MBJIOV JIC Ne39:
iipesicenarens kKomuccuu: 3aseayommii —0O.M Canuxosa,
WICHBI KOMMCCHH! !
socrurarens — A.B. Haymosa
socr uratesab — AO. Jlomunckas-Muxo, npeaceaarens [TK

4. AJO. Jlomunckoi-Muxo, oTBETCTBEHHOMY 3a Beaenue web — caiira JIOY -
PAa3M2CTUTh HACTOALIMH NMPUKA3 M MOJIOKEHHE HA O(PULIMATIBHOM CalTe YUPEIKICHMS!.

5. KOHTPOJIb 3a HCTIONIHEHUEM _[IPHKA3a OCTABJIAIO 3a COBOI.
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Iosoxenne 06 apxuse MB/IOY JIC Ne39 Rk O

1. O%mme moJ1oKeHus

I.1. ITonokenue 00 apxupe MyHHUMDAIBHOTO OIOUKETHOrO  JIOHIKOIBHOIO
oOpa3oBaTesibHOro yupexaeHus aerckuii caa Ne39 mynuumnansHoro oopasosarus
Temprokckuii  paiion (nanee — Ilonoxkenue), pas3paboTaHO B COOTBETCTBHM C
MeaecpanbhbiM  3akoHOM «O0 apxuBHoMm jene B Poccuiickoit denepaumn» 0T
22.10.2004 Ne 125-03, MeTOAHYECKMMH PEKOMEHAALMAMH M0 padoTe ¢ JOKYMEHTaVH
i 0011e00pa30BaTE/IbHBIX YUPEKACHHAX.

1.2. Hacrosimee [lonoxenue pa3padboraHo B LEIAX:

- COBEPIICHCTBOBAHMSA  JEGATEIBHOCTH B cepe  OpraHu3anum
XpaHEeHHs, KOMIUICKTOBAHHA, YYE€TAa M HCIO/b30BAHUA apXUBHBIX JIOKYMEH10B
MBJ0Y

- PALMOHAIBHON OpPraHU3alMK JOKYMEHTALUMOHHOrO odecreueHus B
Mb/1OY

1.3. Apxue MBJIOY co3paerca B uensX XpaHEHHWs, KOMIUIEKTOBAHUs, YUET: H
HCNOMBb30BaHUS JIOKYMEHTOB, 00pasyiommxes B npouecce aestensHocth MBJIOY n
SAKOHYEHHBIX JICJIONPOU3BOACTBOM JOKYMEHTOB NPAKTHYECKOr0 HAa3HAYECHHA, HX
0100Da ¥ NOArOTOBKH K NEpe/iaue Ha XPaAaHEHHE B MYHULIMIAJIbHBIN apXHB.

1.4. B cBoeii pabore apxus MBJIOY  pyKkoBOACTBYETCS 3aKOHOAATEILCTBOM 00
apxusHoM jene B Poccuiickod denepaunu, WHBIMH HOPMATHBHBIMHM IPABOBBIMH
aktamu Poccuiickoii Meaepaumu, nokansHeiMH aktamu MBJIOY  u Hacroamam
Honoxenuem.

1.5. Kontponb 3a aesrenbHocTbio  apxuBa MBJIOY OCYLLECTRIIIET
JaBeJyIomas, a B €€ OTCYTCTBHM 3aMECTHTENb 3aBEAYIOUICH MO BOCHHTATENbHO-
METONMYECKOH paboTe, KOTOpbIe 00ECTeYHBAIOT APXUB HEOOXOAUMBIM MOMEILEHHEM H
000pynOBaHUEM.

1.6. Henocpeacreennoe pyxosoncmo apxuom MBJIOY | Bosnaraeca
IIPUKA30M 3aBEAYIOLIEH HA JIMLO, OTBETCTBEHHOE 3a BEJICHHE apXuBa (KaK npasuio, Ha
JENOTIPOU3BOANTENS).

2. CocTaB 10KYMEHTOB apXHUBa

2.1. ApxuBHBIE JOKYMEHTHI, MOCTynaolue Ha xpauenue B apxus MBJIOVY,
OTHOCATCS K MYHULMIAIBHON COOCTBEHHOCTH, HE MOUIEKAT NPUBATH3ALIMH, HE MOI'YT
ObITE OOBEKTOM MPOJAXKH, MEHBI, JAPEHUS, A TAKIKE UHBIX CAEJIOK, MOTYIIHMX [TPHEECTH
K UX OTHY/KACHUIO.



2.2 B apxuB MBJIOY mnoctynaror:

2.2.1. ApxuBHbIE JOKYMEHTBI, OOpa30BaBIIMECS B IMPOIECCE MESITEIHLHOCTH
MBJIOY, BpeMeHHOT0 XpaHeHus (He0OX0AUMbIE B MPAKTUUECKON JEATEIbHOCTH).

2.2.2. ApxuBHbIE JOKYMEHTHI, OOpa30BaBIIMECS B IIpolEecCe AESITEIbHOCTU
MBJI0OY

2.2.3. JIOKyMEHTBI MO JIMYHOMY COCTaBY, OTPayKalOIIUE TPYAOBBIE OTHOILICHHS
paboTHHUKa ¢ paboToaaTeIeM.

2.2.4. ApXUBHBIE JOKYMEHTHI IIOCTOSTHHOTO XPaHCHUS.

3. 3axaun u GyHKUMHU apXuUBAa.

3.10OcHoBHbIME 3a1auamu apxuBa MB/IOV:

3.1.1. KoMIuleKTOBaHHE JOKYMEHTAMH, COCTAB KOTOPBIX IPEITYCMOTPEH
pazgenom 2 Hacrosmero [lomoxenus.

3.1.2. OOecrieyeHue  €OUHBIX  MPUHLUIIOB  OpPraHU3alMd  XPAHEHHS,
KOMILJIEKTOBAHHUSI, YUE€TA U UCIIOIb30BAHUE APXUBHBIX JOKYMEHTOB, UX COXPAHHOCTH.

3.1.3. OcymiectBienre KOHTpods 3a (GopmMupoBaHHEM U OPOpPMIICHUEM JEN B
nenornpousBoactee MBJIOVY.

3.2. B COOTBETCTBMM C BO3JIOXKEHHBIMM Ha HEro 3amadamu apxuB MBJIOY
OCYILIECTBIISIET CAEAYIOLUE (PYHKIIMH:

3.2.1. [IpuHuMaeT nociie 3aBepIIeHMs AeIONPOU3BOICTBOM, YUUTHIBAECT U XPAHUT
nokyMeHTel  MBJIOY, o0paboTaHHble B  COOTBETCTBHHM C  TpeOOBaHUSIMH,
YCTaHOBJICHHBIMU 3aKOHOJATEIBCTBOM 00 apXMBHOM Jene B Poccuiickoit denepanuu.

3.2.2. OcylecTBiseT y4eT U OOECHEeYHMBAET MOJHYI0 COXPAHHOCTb NPUHATHIX
aApXMBHBIX IOKYMEHTOB, B TOM YHMCJIE MO JUYHOMY COCTABY.

3.2.3. IIpoBogMT  CBOEBPEMEHHOE YIIOPSAOYECHHE APXUBHBIX JOKYMEHTOB
(3KCnepTH3y UEHHOCTH, HAYYHO-TEXHUYECKYI0 O0pabOTKy, COCTaBJIEHUE OINMUCEH U
T.J1.).

3.2.4. Opranu3yer UCTO0JIb30BaHUE TOKYMEHTOB:

- uHbopmupyeT amMuHHCTpanuio u padborHukoB MBJIOY o cocraBe u
COJIEp>KaHUM TOKYMEHTOB apX1Ba;

- 0ecrulaTHO TMPEAOCTAaBISIET IOJIb30BATEISIM  apXUBHBIMU  JOKYMEHTaMU
oopmIleHHBIE B YCTAHOBJICHHOM TMOPSJIKE apXMBHbIE CIIPAaBKU MM KOMUU apXUBHBIX
JOKYMEHTOB, CBSI3aHHBIE C YCTAHOBJIEHHEM TPYIOBOTO CTa)Ka, COLMAIBHON 3aIUTOM
rpaxaaH, IpelycMaTpUBAIOLIEH X MEHCHOHHOE OOEeCIeueHue, a TakkKe MOJydeHHUE
JFOT M KOMIIEHCAIIUM B COOTBETCTBUM C 3aKOHOJATeIbCTBOM Poccuiickon
QOenepaunu;

- BBIJIA€T B YCTAHOBJICHHOM MOPSAKE Je1a, TOKYMEHThI WJIA KOTIMH IOKYMEHTOB B
HEAX CIIY’)KEOHOr0 M MPAKTUYECKOTO HCIOJIb30BaHUS Jii padOThl B TOMEILECHUU
apXxuBa;

- BEAET YYET UCIOJIb30BaHUs TOKYMEHTOB, XPaHSIINXCS B apXUBE.

4. IIpaBa v OTBETCTBEHHOCTH
4.1. JInst BHIOTHEHUS BO3JIOXKEHHBIX 3371a4 U (PYHKIIMIA JHII0, OTBETCTBEHHOE 32
BeneHue apxusa MbJIOVY , umeet npago:



4.1.1. KoHTpOIMpOBaTh BBINOJHEHUE YCTAHOBJICHHBIX NpaBui pPabOTBI C
nokymentamu B MBJIOY.

4.2. JIuuo, oTBETCTBEHHOE 3a BeaeHue apxuBa MB/IOY, HeceT 0TBETCTBEHHOCTD
3a BBITIOJTHEHHE BO3JIOKEHHBIX HAa apXMB 3a/1a4 U (PyHKIIUH.

43. 3a yrpaTy W m0OpYy JOKYMEHTOB JOJDKHOCTHBIC JIMIA YUPEKICHUS
(pPyKOBOAMTENb YUPEKICHUS U JIMIO, OTBETCTBEHHOE 3a BEJCHUE apXuBa) HECYT
OTBETCTBEHHOCTh B COOTBETCTBHH C JICHCTBYIOIIUM 3aKOHOIaTEIHCTBOM.

5. KoMmiekroBanue apxmBa

5.1. TloaroTroBka HOKYMEHTOB K mnepenaue B apxuB MBJIOY BKJIIOYAET
HKCIIEPTU3Y HAYYHOM M TPAKTUYECKON IIEHHOCTU JOKYMEHTOB, O(opMIIEHHUE e,
COCTaBJICHUE OITHCH.

5.2. Okcneprr3a HEHHOCTH JOKYMEHTOB.

5.2.1. DkcnepTy3a NEHHOCTH JOKYMEHTOB - ONPEIEICHUE IEHHOCTH JOKYMEHTOB
C 1IeJIbI0 0TOOpA UX Ha XpaHEHHUE U YCTAaHOBJICHUE CPOKOB XpPaHEHHUSI.

OkcnepTudy ULeHHOCTH JokyMeHToB B MBJIOY ocyliecTBiasieT MHOCTOSHHO
JIEUCTBYIOIIAsl SKCIIEPTHAS KOMUCCHSL.

5.2.2. DkcnepTHas KOMUCCHs Ha3HadaeTcs npukasom 3asenyromend Mb/IOY. B
COCTaB DKCIIEPTHOM KOMHCCHH BKIIFOYAKOT HE MEHEE TPEX COTPYAHUKOB, B TOM YHUCJIIE
B 00513aTEILHOM MOPSIKE JUI0, OTBETCTBEHHOE 32 BeneHue apxusa MB/IOY.

DKCIiepTHass KOMHCCHUS Ha 3aCENaHMsAX pPacCMaTpUBAEcT: HOMEHKJIATYpPy el
MBJIOY Nel2, onucu nen MOCTOSTHHOTO XPaHEHUs W IO JIMYHOMY COCTaBY, aKThl Ha
JIOKYMEHTBI, BBIJICIISIEMBIC K YHUUTOXKEHHUIO.

5.3. Opopmnenue nen.

5.3.1. [ena mMOCTOSHHOTO XpaHEHUs TOJIIMBAIOTCS B TBEPAYID OOJIOXKKY
CYpOBBIMM HHUTKaMH. JIMCTBI HYMEpYyHOTCS B MPAaBOM BEPXHEM YIJIy MPOCTHIM
KapanjamoM. KoanuecTBO JUCTOB B KaXKJIOM Jeje HEe AOJDKHO mpeBbimiath 250. B
KOHIIE JI€JIa HAa OTJEJIbHOM JIMCTE COCTABIISAETCS 3aBEPUTEIbHAS HAIIINCH.

5.3.2. Ha o0mnoxke e MOCTOSHHOTO XPaHEHUS JOJDKHBI OBITh MPOCTABICHBI
CIIEIyIOLIME PEKBU3UTHI: HAWMEHOBAHHE OOPa30BaTEIbHOIO YUPEKACHHUS, HOMED
(MHZEKC) JAena MO HOMEHKJIAType, 3arojIoOBOK Jiefla, KOJUYECTBO JHCTOB, CpPOK
XpaHEHUs WJIK OTMETKA «XPaHUTh MMOCTOSIHHOY», HOMep (hoHAa, ONUCH, Jela.

5.3.3. [lo okOHYaHMM JEIONPOU3BOACTBEHHOTO rojia B OPOPMIICHHBIE 00JIOKKHU
JIeJ1 TIOCTOSTHHOTO XPaHEHUs BHOCATCS HEOOXOIMMBbIE YTOUHEHHUS: B 3aroJIOBKH JIE,
coJlepKallluX PAaCIOPSANTENIbHBIE JIOKYMEHThI (IpPUKa3bl, MPOTOKOJIbI), BHOCATCA
HOMEpA; €CIIM JEJO C MEPENUCKON COCTOUT U3 HECKOJBKMX TOMOB, B KaXKJIOM TOME
YKa3bIBACTCSI KOPPECIOHJEHT, aBTOpP, TEPPUTOPHUS, APYTUE JaHHbIE. B KaxXaoM ToMe
yKa3bIBaeTcs AaTa (4Mciio, MecAll, ToJl) Hayajla U OKOHYaHHs JaHHOTO ToMma. ToudHbIe
JaThl TPOCTABIAIOTCS Ha OOJIOKKaxX JyUIsi OBICTPOTO TOWUCKA JIOKYMEHTOB B
MOCJICTYIOIIEM; U3 3aBEPUTEIIHHON HAIIMUCH HA OOJIOKKY JIeJia BBIHOCUTCS KOJMYECTBO
JIMCTOB B JIETIE.

5.3.4. Haanvcu Ha 00JI0kKKax J€J1 MOCTOSHHOIO M JOJITOBPEMEHHOIO XPaHEHHUS
cleAyeT MPOU3BOANTH YETKO, CBETOCTOMKMMU YEPHUIAMM.

5.3.5. Jlna ydera konMyecTBa JUCTOB B Jeie M (pUKCAIMU OCOOCHHOCTEH HX
HyMEpalry Ha OTAEIbHOM JIMCTE COCTABIISACTCS 3aBEPUTEIbHAS HAMIIKCH.



B 3aBepuTenbHONW HAINMUCH YKA3bIBACTCS KOJWYECTBO JIMCTOB (mudpamMu u
MpPONUCHI0) B Jeje. 3aBepuUTelibHAash HAJIMNUCh MOJAMKUCHIBAETCA COCTABUTEIEM C
YKa3aHHUEM €ro JOJLKHOCTU U JIaThl COCTaBJICHUS.

5.3.6. BHyTpeHHsI1 ONHUCh COCTaBISIETCS K  JieJlaM  IOCTOSIHHOTO |
nosiroBpeMeHHoro (cBeimie 10 5ier) cpoka XpaHeHus, CQOPMUPOBAHHBIM IIO
Pa3HOBUJIHOCTSAM JOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE PAaCKpPbIBAIOT KOHKPETHOE
coJiep>KaHue IOKYMEHTOB (0C000 LIEHHBIE, TMYHBIC JIeia U JIp. ).

5.3.7. lena BpeMEHHOT0 XpaHeHUs 0(POPMIISIIOTCS YIPOUIEHHO:

OHM HE MOJIIIUBAIOTCS, JIUCTHl B HUX HE HYMEPYIOTCS, YTOUYHEHUE Ha 00JI0XKKaX
HE MTPOU3BOJIUTCS, ONKUCH HA JIeJIa HE COCTABIIOTCA, YUYET BEIETCS 10 HOMEHKIIATYPE
ned.

5.4. Onucanue TOKYMEHTOB ITOCTOSTHHOT'O CPOKA XPAaHEHHS.

5.4.1. Onucu COCTaBISIIOTCS Pa3leNIbHO Ha JIeJIa ITOCTOSTHHOTO XPAaHEHUs 10
OCHOBHOM JESATEILHOCTH U Ha Jieja MO0 JIMYHOMY COCTaBy.

5.4.3. Onucu COCTaBISAIOTCA IEJIONPOU3BOIUTEIIEM.

5.4.4. Onuce BeAeTcs B €AMHOW BaJOBOW HyMEpPAallUM B TCUCHUE HECKOIBKUX JIET .

5.4.5. Ha pgena ¢ HUCTEKIIMM CPOKOM XPAaHEHHUSI COCTaBISIETCS akKT 00
YHUYTOXEHUHU.

6. 3aki0uMTEIbHbIE MOJIOKEHUS.

6.1. MI3meHeHuss B HACTOSIIEE IOJOKEHHE MOTYT BHOCHUTBCS B COOTBETCTBHE C
JEUCTBYIONIUM 3akoHOAaTeIbCTBOM U Y cTtaBoM MBJIOY JIC Ne39.

6.2. Hacrosiiee 1mogoXkeHUe yTBEP)KIaeTCsl IPUKA30M 3aBEAYIOIIET0 U BCTYMAeT
B CHJTy C MOMEHTA TIOIMTUCAHMSI.

6.1 Cpox geiicTBusi TONOXKeHUST He orpaHudeH. [lomokeHune neHCTBYeT [0
MIPUHSATHUS HOBOTO.
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