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MOJIO’KEHHUE
06 apxuse MOBY COII c.AG3an0B0

1. O0mue mooKeHUs

[Tonoxenre 06 apxuse MOBY COIIl ¢.A63anoBo, momsenoMcTeerHoro MKV «Otzen
0Gpa3oBaHMs AIMUHUCTPAIIMH MyHHLMIIATEHOTO paiiona 3uandypuHCKHil paiior», paspadoTaHo B
cootserctBrn ¢ ®ezepanbHbM 3akoHoM «OG6 apxuBHOM nene B Poccumiickoit exeparnny 0T
22.10.2004 Nel25-dD3, METOAMYECKHMMH pEeKOMEHIAlMsiMH 1o padoTe ¢ JAOKYMECHTaMH B
00111600pa30BaATEIBHBIX YUPEIKIACHHUSIX.

Hacrosimee [Tostoxenue pazpaboTaHo B LEIISIX:
- COBEpIIEHCTBOBAHHS JCSTEIBHOCTH B ch)epe OpraHn3aluil XpaHeHHs, KOMIIJIEKTOBAHHUS, ydeTa 1
FICTIOJTB30BAHMUS aPXHMBHBIX JIOKYMEHTOB 00pa30BaTEIILHOTO YUPSIKACHHS;
- pALMOHAIBHON OpraHW3alMM  JIOKYMEHTALMOHHOTO —oOecrieyeHns B 0OpasoBareiibHOM
VIPEIKICHUN.
1.3. Apxus MOBY COIIl ¢.A63aHOBO CO3[aCTCsl B LEJSIX XPAHCHUS, KOMIIICKTOBAHHS, ydcTa 1
HCTIOMB30BAHMST JTOKYMEHTOB, OOpasyloLIMXCs B TIPOMECCE IEATENBHOCTH 00pasoBaTebHOIO
YUPEIKJICHHS], ¥ 3AKOHUCHHBIX JIEJIONPOM3BOJACTBOM JIOKYMEHTOB TIPAKTUYIECKOr0 Ha3sHAUCHMs, MX
oT6opa U MOATOTOBKE Mepe/Iaue Ha XPAaHEHHE B MYHUIUITAIIbHBIE apXHB.
1.4. B cBoeit pabore apxus MOBY COII ¢.AG3aHOBO pyKOBOACTBYETCS 3aKOHOAATC/IECTBOM 00
apxupHoM Jeie B Poccnmiickoif @enepaunu, WHBIMH HOPMATHBHBIMH IPABOBBIMH aKTaMH
Poccuitckoit Deneparvin, HOPMATHBHBIMM IIPABOBLIMK aKTaMH 110 apXMBHOMY JCJIy OpraHos
MECTHOTO — CAMOYTIPABJICHHsSI  MYHHIMIANBHOrO  00pasoBaHus,  JIOKAJIbHLIMH — AKTaMH
00pa30BaTebHOTO YUPEKIACHUS U HacToAMM [lostoxKeHneM.
1.5. Konrpoums 3a gesrensHocTbio apxusa MOBY COIIl ¢.AG3aHOBO OCYIIECTBIISET AMPEKTOD,
KOTOPBIiT 06ECTIEUMBAET apXUB HEOOXOIUMBIM TTOMEIIEHHEM 1 O00PYIOBAHHEM.
1.6. HemocpenctenHoe pykoBoacto apxusom MOBY COIL ¢.AG3aH0BO BO3TAraeTcs MpUKasom
TMPEKTOPA HA JTHIIO0, OTBETCTBEHHOE 3a BejieHue apXuBa. O0s3aHHOCTH PabOTHHKA BKITIOYAIOTCS B
€ro J0/DKHOCTHYIO HHCTPYKIHIO.

2. Cocras nokymenrtos apxusa MOBY COLI ¢.AG3an0B0

2.1 ApxHBHBIe IOKYMEHTBI, MOCTyNawome Ha Xpanenne B apxus MOBY COILI ¢.A03aHOBO,
OTHOCATCS K MYHHIMITATBHOM COGCTBEHHOCTH, HE IOUICXKAT TPUBATH3AIMM, HE MOTyT OBITh
0OBEKTOM TPOJAKH, MCHBI, JIAPCHMS, a TaKKE MHBIX CICIIOK, KOTOPBIC MOTYT HMPUBECTH K HX
C (ICHHIO.

2.2. B apxus MOBY COIII ¢c.AG3aH0BO TTOCTYMAIOT:

2.2.1. ApxHBHBIE JOKYMCHTHI, 00pa3OBABIIMECS B MPOLECCE ICSITEIBHOCTH YUPEKACHUS, CTO
CTPYKTYDHEIX  TIOJpa3/c/IeHni, BPEMEHHOTO XpaHeHus (HEOOXOLMMBIC B  MPAKTHHECKOH
JIEATEIIBHOCTH).

2.2.2. ApXHBHBIE JIOKYMEHTBHI, 00pAa30BABIIMECS B MPOLECCE ACSITEIBHOCTH YUPEKICHHS, CTO
CTPYKTYPHBIX TIOJ[pa3Jie/ieHui, TOCTOSHHOTO XpaHEHHs, Tepe/laBaeMble 110 HCTEUCHHH 5 JIeT Ha
[IOCTOSIHHOE XPaHEHHE B MYHHULUIIAJILHBINA apXHUB.

2.2.3. JIOKyMEHTHI TO IIHYHOMY COCTaBy, OTPAXKAIONIME TPYIOBbIE OTHOLICHHS PabOTHHKA C
paboToarelem.

2.2.4. ApXWBHbBIC JOKYMEHTBI TIOCTOSHHOTO XPaHCHHWSI W I10 JIHYHOMY COCTaBY YHUPCHKICHHIL,
TIPABOTPEEMHUKOM KOTOPBIX SIBJISETCS 00pa3soBaTEIIbHOC YUPEKICHHUE.

2.2.5. CripaBOUHBIH anmapar K JOKyMEHTaM apXuBa.

3. 3angauu u pynxunn apxusa MOBY COI ¢c.AG3an0B0
3.1. Ocuosubivu 3anauamu apxusa MOBY COLLI ¢. AG3aHOBO SBIISIOTCSI:




312 OBfecrieucHHE €IMHBIX NPUHIMIIOB OPraHM3AlMU XPAHCHMS, KOMIUICKTOBAHUSA, yHCTd H
#CTIOTE20BaHHE APXHBHBIX JOKYMEHTOB, X COXPAHHOCTH.

313 TloaroTOBKa M CBOEBPEMEHHas Iepejada JMOKYMEHTOB Ha XpaHCHHE B MYHI/IHHHa_‘IbeTH
sDxEE ¢ COOMIONEHHEM CPOKOB ¥ TPeGOBAHMH, yCTAHABIIMBACMEIX 3aKOHOAATC/ILCTBOM 00
=pxmszoM Jesie B Poccniickoit Denepanni.

314 OcyIiecTBICHHE KOHTPOJISE 32 GOPMUPOBAHUEM H OQOPMIICHHEM JCIT B JCNONPOH3BOACTES
ED2308aTeIBHOTO YUPEIKICHHS, €0 CTPYKTYPHBIX MOJpa3Ie/IeH .

17 B coOTBETCTBHH C BO3JOKEHHBIMH Ha Hero samauamu apxus MOBY COLI ¢.A03aHOBO
DCYIIECTBISET cleAylomue QyHKINH:

2.1. [IpHHAMaET TIOC/IE 3aBEPIICHWS JENONPOU3BOJACTBOM, YUHMTBIBACT M XPAHUT JOKYyMCHTHI
yODP230BaTEIBHOTO  YUPEKJIEHUS, €ro  CTPYKTYPHBIX nojpasienieHui, obpaboraHHple B
TeTBUM ¢ TpeGOBaHMSIMH, YCTAHOBJICHHBIMH 3aKOHOJAATEIBCTBOM 00 apXWBHOM Jejie B
fickoit Denepann.

Oq [eCTBISICT yueT W OOCCHEUMBACT TIOJIHYI0 COXPAHHOCTh IPHHSTBIX ApXHBHAIX
"MSHTOB, B TOM YHCJIE 110 JINYHOMY COCTaBy.

3. Co3zzaeT, MOMOJHSET ¥ COBEPLICHCTBYET CIPABOYHBIM anmapar K XpaHsimuMes B apXuBe
aenaM M JIOKYMEHTaM, 06ecnethaeT _ero HpGCMCTBeHHOCTB CO CITPaBOYHBIM armapaTom

ol

a

peIaCTaB "Iﬂel opr aHa\I MECTHOT'O CaMopraBﬂeHHH MYHHUIHUITAJIBHOMY aApXuBy
BECOOX0IMMYIO apXUBHYIO Im(bopwaumo W KOTIUHM apXMBHBIX JTOKYMCHTOB, a TaKIKe I/IH(pOpMaLU/HO
0 COCTaBe, COICPIKaHUHU U oOBemMe XpaHsSIIHAXC B apXUBC JOKYMCHTOB.

326.C prafu3ycT HCITOJIE30BAaHHE NJOKYMCHTOB!

- HHO@OPMHDPYCT aIMHUHHCTpPAIHUIO U paOOTHHKOB 0 COCTaBE U COICPIKAHWU TOKYMCHTOB apxXuBa;

- DecmmarHo IMpeaoCTaBJIsICT [IOJIB30BATEJISIM ~ APXUBHBIMH  JIOKYMCHTAMHU O(I)OpMHGHHble B
VCT2HOBIACHHOM IOPSIKE apXWBHBIC CIPABKH WX KHOIIKM apXWBHBIX TOKYMCHTOB, CBSI3AHHBIC C
>HHESM TPYIOBOTO CTaXxa, COMaTbHOU 3aIUTON rpaxaaH, HpeIIyCManHBaIOLHGI/I X

oOecriedeHue, a TakKe TIOJIYUYCHHE JIbIOT H KOMITEHCAIIMH B COOTBETCTBHU C

JKTHUECKOTO MCTIOJIB30BaHMUS JIUIsl paOOTHI B TOMCIICHUN apXuBa,
10-1630BAHMS JIOKYMEHTOB, XPAHSAIIUXCS B apXUBE
ST METOIMYECKYIO TOMOIIb CIIyKOe HAEIIONpPON3BOACTBA MOBY COIL ¢.A63an0B0
¥ HOMEHKIIATYPBI JIeJT YUPEXKIACHUs, KOHTPOIUPYET NPaBHIbHOCTE (GopmupoBanus u
vBopwTeEns del B JICJOTIPOM3BOJCTBE, @ Takke TOATOTOBKY IHET K Tepeiatic B apxub

1. Hpam 1 orserersennocts MOBY COIII ¢.A03aH0B0 110 BEACHHIO APXHBA

THeHHS BO3JIOJKEHHBIX 3a1ad W (DYHKUMN JIMIIO, OTBETCTBEHHOE 3a BCJCHHUC apXHBa
. AG3aHOBO, UMEET IPaBO:
£ 1.1, KoHTpOIHpOBaTb BBINOJIHEHHE YCTAHOBIICHHBIX MPABII paboTBl C JOKyMEHTaMH B
SnE30BATETEHOM YUPEXKICHUH, €0 CTPYKTYPHBIX MOAPA3ICTICHHSIX.
1 2. 3anpamuBaTh OT CTPYKTYPHBIX OAPA3eNeHHH 00pa3oBaTEIbHOTO yIPSKICHN CBEIACHHA

D ble T pabOTHI ApXMBa, C y4eToM OOeCrieueH s BBITIOHEHHUS BCEX BO3IOKCHHBIX Ha
9 ¥ QYHKIHH.
42 Jlamo, Ha \OTO}JO@ BO3JI0KEHO BGJI@HI/IG ap\'mza OGp&SOBaTGTBHOFO YUPEXKICHHS, HECeT




3 32 vipary MW IOpYy JOKYMEHTOB JIOJDKHOCTHBIE JIMLA YHPCWIACHH (PyKOBOAUTED
socwmeEnS ¥ JTHIO, OTBETCTBEHHOE 3a BECHHE apX1Ba) HECYT OTBETCTBCHHOCTR B COOTBETCTBIH
¢ BSECTSVIOIIAM 3aKOHOIATEIECTBOM.

5. Kommuexrosanne apxusa MOBY COII ¢.A63aH0B0
S 1 IloaroToBKa JIOKYMEHTOB K Tiepejiaue B apXWB 00pasoBaTEBHOTO YHUPEKJICHHS BKIIOHACT
coTepTH3Y HAYYHOM W NPAKTHYECKON LEHHOCTH JIOKYMCHTOB, o(OpMIICHHE JEJ, COCTaBICHHE

5.2 3xcniepTy3a LEHHOCTH JIOKYMEHTOB.

S 2 1. 3xcriepTU3a ICHHOCTH JOKYMEHTOB — OIPE/IeNIEHHE IEHHOCTH JOKYMCHTOB € HCTIBIO orbopa

% =2 XpaHeHHE M yCTaHOBJICHUE CPOKOB XPAaHCHHUS.

SECcTepTH3Y HEHHOCTH JOKYMEHTOB B 00pa3oBaTE/IBHOM YHUPEKACHUN OCYIICCTBIIACT MOCTOAHHO

TEVIOIIAsT KCIIEPTHAs KOMHCCHSL.

22 SxcriepTHAS KOMWCCHs HA3HA4aeTCsl TPHKA30M JMPEKTOpa MIKOJEL B cocras DKCIEepTHOMH

COMITICCHE BKJIOYAIOT HE MEHEE TPEX COTPYIHHKOB, B TOM HYHCIE B 00S3aTCIBHOM MOPSIKE JIHIIO,

“TESTCTBEHHOE 3a BEJICHUE apX¥Ba MIKOJIBI. DKCIEPTHAS KOMHCCHS Ha 3aCCHaHMSX pacCMaTpuBact.
HKJIATYpY JeJ LIKOJIBI, OMUCH JIeJ TIOCTOSTHHOTO XpaHEHHUs M IO JITTHOMY COCTaBy, akThl Ha

DEVMEHTBI, BBIEJISIEMBIE K YHHUTOXKCHHUIO.

OdopMIIeHHE JIEN.

S 3.1 Jlena TOCTOSHHOTO XPAaHEHMs IMOJIINBAIOTCA B TBEPIAYIO OOJIOXKKY CYPOBBIMM HHUTKAMH.

JlmcTel HYVMEPYIOTCS B TIPABOM BEPXHEM YIITy MPOCTHIM KapaHIalloM. KonnuecTBO JIMCTOB B

sz=0M JTeste He JoipkHOo mpesbimare 250, B KoHIE Jenia Ha OTACNIBHOM JIMCTE COCTABIIACTCA

aBepHTEIbHAS HAIITUCE,

3 Ha 00J103KKe JIeJT TTOCTOSIHHOTO XPaHCHHWs! JIOJDKHBI OBITh MPOCTABJICHBI CIIEAYIOMINC
DcEEEIETEL MOJHOE — HAWMEHOBAHME  BBILUCCTOSIEH — OpraHM3aund, — HanMCHOBAHUC
' TeTBHOTO  YUPENCIEHHs, HOMep (MHJEKC) Jiela 110 HOMEHKJIAType, 3arojioBoK Jeiad,
THEECTBO JIMCTOB, CPOK XPAHEHMS MIIM OTMETKA «XPaHHUTB TTOCTOAHHO», HOMEP Gonma, onucw,

[0 OKOHUYAHHH IEJTOMPON3BOJICTBEHHOTO TO/Ia B 0OPMIIEHHBIC 00I0KKH e ITOCTOSHHOTO
BHOCSTCST  HEOOXOAMMBIE  YTOYHEHHMs: B 3aroJIOBKM  JI€JI,  COACPIKALIMX
WTeTbHBIE JIOKYMEHTBI (ITPHKA3Bl, TPOTOKOJIBI), BHOCSTCS HOMEpa; €Cian JIeo ¢
01 COCTOMT M3 HECKOJIBKMX TOMOB, B KaXJIOM TOME YKa3blBaeTCsl KOPPECITOHACHT, aBToOp,
pus, pyrue JaHHbple. B Kax/JIoM TOME yKa3bIBacTes rara (anciio, mecs, rof) OpiCcTporo
. TOKYMEHTOB B TOCJIE/yIOIEM; H3 3aBEPUTENILHOM HAAIMCH Ha OOJIOKKY JIe/1d BBIHOCHTCS
KOIHYECTRO JIUCTOB B JIENTE,

4 Hammuew Ha 00JIOKKAX HEM TOCTOSHHOIO M JIOJTOBPEMEHHOIO XPaHCHHsS  CICHYCT
DON3BOIATE YETKO, CBETOCTOMKIUMH YECpHUIIAMH.

S Jlis ydeTa KONMMYECTBA JIMCTOB B JeNle W (PUKCALMK OCOOCHHOCTEH MX HyMepaluH Ha
OM TTHCTE COCTABIISICTCSI 3aBEPUTEIIbHAS HAIITHUC.

pHTEIBHON HAAMHCH YKA3bIBACTCST KOIMYECTBO JIMCTOB (rpamMu ¥ TPOTNCHIO) B JIEIIC.
ssepmTeTbHAS HANNNCH MOMIMMCHIBAETCS COCTABHUTENEM C YKA3aHMEM €ro JO/DKHOCTH W JIaThl

I i, chOPMHUPOBAHHBIX 110 PA3HOBHIHOCTSM TOKYMEHTOB, 3ar0JIOBKH KOTOPBIX
)T KOHEKDETHOE COJIepIKaHIe JOKyMEHTOB (0CO00 LECHHBIE, TUIHBIC JIeNa 1 Ip),
I 1o XpaHeHus 0QOPMITSIOTCS YITPOILEHHO!
Vew Ee Do IEEAI0TCS. THCTHI B HUX HE HYMEPYIOTCS, YTOYHEHHE Ha 00JIOXKKaX He TIPOM3BOAMTCS,
pOECE E2 Ao He COCTaBIISIOTCS, YUET BEIETCS 110 HOMECHKIAType ACI.

- : HTOB [TOCTOSHHOTO CPOKa XPaHCHHS.
e7I0MPON3BOJICTBEHHOTO  ToJla B  00pa3oBaTe/IBHBIX  YUPOHACHUSIX
3B0TTCE OTOOD JOKYMEHTOB ITOCTOSIHHOTO CPOKa XPaHCHHs JUI BKJTIOUCHHSA HMX B OIHMCE.
JmmcE COCTONT 13 TOJOBBIX Pa3/eNioB, BHYTPH IOfia Jiefia pacTioyiararoTes 1o CTCICHN 3HATUMOCTH




¢ Y4€TOM HOMHHAJIBHOTO MPHHIHUNA (B COOTBETCTBHHM C HOMEHKIATYpOH 00pa30BaTeIbHOrO
yapex/ieHns). ['ooBo# pazzen omnMcH Ha Jefla MOCTOSTHHOTO XpaHEHHsl, MpelHa3HadeHHbIe JIs
NOC/ICAYIOMEH TNepenayn B MYHHLHIANBHBIA apXWB, IOICKHT YTBEPKICHHIO JTHPEKTOPOM
MYHHLHUIIAIBHOTO apXMUBa U COMIACOBAHHIO 3KCIIEPTHO-IIPOBEPOYHOH KOMHCCHEH HE MO3/IHEE UeM
gepes3 J(Ba ToJIa M0CJIe 3aBepLIeHHs eI B IEJIOIIPOU3BOICTBE.

54.2. Omucu COCTaBIIIIOTCST  Pas3/ielbHO Ha [Jiejla TIOCTOSTHHOTO XPaHEHHS | 0 OCHOBHOM
JeSTEJIBHOCTH U Ha JeJIa 110 JINYHOMY COCTaBy.

3.4.3. OnucH coCTaBISIIOTCS CEKpeTapeM.

3.4.4. Onuce BELETCS B €IMHOM BAJIOBOM HYMEpPALMK B TEUCHHE HECKOIBKHX JIET U 3aKAHUYHBACTCS
10 COTJIACOBAHUIO C MYHMIMIAJBHBIM apXUBOM, KyJa MOCTYMAIOT TOKYMEHTHI 00pa3oBaTeIbHBIX
VIPEXKICHUH,

5.4.5. Ha jiesia BpeMEHHOTO CpOKa XpaHEHHUS COCTABJISIETCS aKT 00 YHHUYTOKEHHH




