


MIPaBONPEEMHUKOM KOTOpbIX siBisieTcs MBJIOYV.
CnpaBoyHBIil annapar K JOKyMEHTaM apXuBa.

3.3agaum u GpyHKUMH apXHUBa

3.1. OcunoBHbiMU 3agauamu apxuBa MBJIOY sBnsercs:

KomnuiekroBanue NOKyMEHTaMH, COCTaB KOTOPBIX IMPEAYCMOTPEH pa3lesioM 2 HaCTOALIETO
[Tonoxenus.

OO0ecrieyeHue €IUHBIX MPUHIIMIIOB OpPraHU3alMUd XpaHEHUs, KOMIUIEKTOBaHUsSA, YydeTa H
WCIIOJIb30BaHUSI APXUBHBIX JOKYMEHTOB, UX COXPAHHOCTH.

[TonroroBka u cBOeBpEMEHHas Nepeaya JOKYMEHTOB Ha XpaHEHHE B MyHUIUIIAJIbHBIN apXUB
C CcOOMIOCHNEM CPOKOB M TpeOOBaHUM, YCTAHABIMBACMBIX 3aKOHOJATEIILCTBOM 00 apXHUBHOM
nene B Poccutickont deneparum.

OcymecTBieHue KOHTpouia 3a (popmupoBaHueM U 0GOPMIICHUEM JEN B ACIONPOU3BOACTBE
MB/IOV.

3.2. B cOOTBETCTBMU C BO3JIOKEHHBIMU Ha Hero 3anadamu apxuB MBJIOY ocymecTBisier
cienyromye GyHKIMHU:

[IpuHrMaeTr mnocie 3aBepLICHHS JAEIONPOU3BOACTBOM, YUYMTBHIBAET M XPAHUT JOKYMEHTBI
MBJIOY, ero cTpyKTYpHBIX MOpa3elieHnid, 00paboTaHHbIE B COOTBETCTBUU C TPEOOBAHUSIMH,
YCTAHOBJICHHBIMH 3aKOHOJATEILCTBOM 00 apXuBHOM Jelie B Poccuiickoit Denepannm.

OcymecTBasieT y4deT UM OOECMEYMBAET TMOJHYI0 COXPAaHHOCTb MPHUHATHIX APXHUBHBIX
JIOKyMEHTOB, B TOM YHUCJIE MO JUYHOMY COCTaBY.

Co3znaer, MoMnoHIET U COBEPILICHCTBYET CIIPABOUHBIN alllapaT K XpaHsIIIMMCS B apXUBe JiejaM
M JOKyMEHTaM, OOecCleYMBaeT €ero MPEEeMCTBEHHOCTh CO CIPAaBOYHBIM  aIapaToM
MYHHUIUMIIAJIBHOTO apXuBa, HOMeHkIaTypou nea MBJIOY.

[IpoBOIUT CBOEBpPEMEHHOE YHOPSAIOUEHHE APXUBHBIX JOKYMEHTOB (SKCIEPTHU3Y LIEHHOCTH,
HAYYHO-TEXHUYECKYIO 00pabOTKY, COCTABICHHUE OMKUCEH | T. JI.) ¥ TIEpeiady UX Ha TOCTOSTHHOE
XpaHEHUE B MYHULIUIAJIBHBIA apXUB.

[IpencraBnsier opranaMm MECTHOTO CaMOYIPaBJIEHUs, MYHULIMTIAJILHOMY apXUBY HEOOXO/IUMbIE
apXUBHYIO WH()OPMAIIUIO ¥ KOTIMM apXUBHBIX JOKYMEHTOB, a TakKKe WH(OPMAIIUIO O COCTaBe,
COJZIEp’KaHUU U 00beMe XPAHSIIUXCS B ApXUBE JTOKYMEHTOB.

OprasuzyeT UCHOJIb30BaHUE JOKYMEHTOB:

- uHboOpMUpYyeT agMuHUCTpanuio u pabotHukoB MBJIOY o cocrtaBe u copepxaHUU
JIOKyMEHTOB apXH1Ba;

- OecCIUIaTHO MPEJOCTABIISIET MMOJIB30BATENSIM aPXUBHBIMU JTOKYMEHTaMU O0(OpPMIICHHbIE
B YCTAHOBJICHHOM IOPSIKE apXUBHBIE CIIPABKU WJIU KOIIUU apXUBHBIX JIOKYMEHTOB, CBSI3aHHbIE

C YCTaHOBIICHMEM TPYAOBOIO CTa)ka, COLUMAIbHOW 3alUTOM rpakAaH, MpeayCMaTpUBAIOLIECH
UX MEHCUOHHOE oO0ecreyeHne, a TaKKe MOJyuyeHHEe JIbIOT U KOMIIEHCAllU B COOTBETCTBUU
¢ 3akoHOzarenbcTBOM Poccuiickont Penepanuu;

- BBIJIAET B YCTAHOBJICHHOM MOPSJIKE Jieia, TOKYMEHThI WM KOTHHU JOKYMEHTOB B LEJISAX

CIIy’)KeOHOTO U MPAKTUIECKOTO UCTIOIB30BaHUS JUIsl pA0OTHI B IIOMEIICHUH apXHBA;

- BEZIET Y4ET MCIOJIb30BaHUs JOKYMEHTOB, XPAHSIIUXCS B apXUBE.

Oxka3pIBaeT METOIWYECKYIO IIOMOIIb CaykOe aenonpom3BoacTtBa MBJIOY B cocraBieHun
HOMEHKJIaTypbl /€Nl  YUYPEXKJEHHUS, KOHTPOJIUPYET MPaBWIBHOCT (HOPMHUPOBAHUS U
oopmiieHHs 1€ B JAENONPOM3BOJACTBE, a TaKKe MOJArOTOBKY JeJ K Mepefaye B apXuB
YUPEKIACHUS.



4. IlpaBa U 0OTBETCTBEHHOCTH 110 BeJAEHHI0 apXHBA.
4.1. JIns BBINIOJIHEHUS BO3JIOXKEHHBIX 3a7ad U (YHKIUH JIMIIO, OTBETCTBEHHOE 3a BEJCHUE
apxuBa MBJIOY, umeer npaso:
KOHTPOJIUPOBATH BBHIMOJHEHNE YCTAHOBIEHHBIX MPaBmil padoThl ¢ JokymeHTamu B MBJIOY, ero
CTPYKTYPHBIX IMOAPA3/ICIICHUSX.
3anpamnuBarh OT CTPYKTYpHBIX noapasneneHuiit MBJIOY cBenenus, HeoOxoaumeble sl pabOThI
apXuBa, C Y4EeTOM OOECIIEUCHHUSI BHIITOJIHCHUS BCEX BO3JIOKCHHBIX HA apXWB 3a7a4 ¥ (PYHKIIHA.
4.2. Jluto, orBeTcTBeHHOE 3a BeaeHme apxmBa MBJIOY, Hecer OTBETCTBEHHOCTH 3a
BBITIOJTHEHUE BO3JIOKEHHBIX Ha apXUB 3a/1a4 U (QyHKIUH.
4.3. 3a yrpary ¥ TNOp4yy JAOKYMEHTOB JOJDKHOCTHBIE JIHMIIA YUYPEXIEHUs (PYKOBOIUTEND
VUPEXKIEHUS U JIMI0, OTBETCTBEHHOE 3a BEJCHHE apXuBa) HECYT OTBETCTBEHHOCTH B
COOTBETCTBUU C JIEUCTBYIOIINM 3aKOHOJATEIBCTBOM.

5. KomiuiekToBaHMe apXuBa.
5.1. IToaroroBka JOKyMeHTOB K nepenade B apxuB MBJIOY Bkitodaer s3kcnepTusy HaydyHOU U
MPaKTUYECKON IIEHHOCTH JIOKYMEHTOB, 0()OpMJIICHHE JIe]I, COCTaBICHUE OIHUCH.
5.2. DKcrnepTr3a HEHHOCTH JJOKYMEHTOB.
5.2.1. Dkcneprr3a LEHHOCTH JOKYMEHTOB - OINpEIEICHUE LEHHOCTH JIOKYMEHTOB C LEJbIO
oT0opa UX Ha XpaHEHUE U YCTAHOBJICHHE CPOKOB XPaHEHUSI.
OKcrnepTudy LEeHHOCTH JokyMeHTOoB B MBJIOY ocymiecTBiasieT MOCTOSHHO JE€UCTBYHOIIAS
AKCIIEPTHAS KOMUCCHUS.
5.2.2. DkcnepTHAs KOMHCCHS Ha3HadaeTcs Mmprka3oM 3aBenyromieii MbBJIOY
B cocraB DkcnepTHONM KOMHMCCHMU BKJIIOYAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM YHUCJE B
o0si3aTeIbHOM TOPSIZIKE JIMII0, OTBETCTBEHHOE 3a BeneHue apxuBa MBJIOY. Cekperapem
DKCIepTHOM KOMHUCCUH Ha3zHavaroT jenonpousBoautens MbJIOY.
DKcHepTHAsi KOMUCCHS Ha 3aCeIaHUsX paccMarpuBaeT: HoMeHKIaTypy nen MBIOY onucu nen
MOCTOSSHHOTO XPaHEHUs W 1O JIMYHOMY COCTaBYy, aKThl Ha JOKYMEHTBI, BBIJIEIAEMBIE K
YHUYTOXKEHUIO.
5.3. OdopmireHne sei.
5.3.1. Jlena mOCTOSSHHOTO XpaHEHHS TOJIITUBAIOTCS B TBEPAYIO OOJOXKKY CypOBBIMH HHUTKAMHU.
JIucTel HyMEpyrOTCS B IIPaBOM HUXKHEM Yy MPOCTHIM KapaHjamioM. KoJn4ecTBO JIMCTOB B
KXJOM JieJie He JOJDKHO mpeBbimarh 250. B koHIle nena cocTaBisieTcs 3aBepUTENbHas
Ha/JIIUCh.
5.3.2. Ha o0noxxke nen MOCTOSHHOTO XPaHEHUs JOJDKHBI OBITh MPOCTABIICHBI CIEAYIOIIHE
PEKBU3HUTHI:  TOJIHO€ HAWMEHOBAHME  BBIIIECTOSIIEN  OpraHu3aludd, HAaUMEHOBAaHHE
00pa30BaTeNBLHOTO YUPEKIECHUS, HOMEp (MHIEKC) Jelia 10 HOMEHKJIAType, 3arojioBOK Jiena,
KOJIMYECTBO JIUCTOB, CPOK XPaHEHUS WM OTMETKa «XPaHHUTh IOCTOSHHO», HOMep (oHna,
OMUCH, JIeTa.
5.3.3. Ilo oOkOHYaHWHU JEIONPOU3BOACTBEHHOIO Tro/la B O(POPMIICHHBIE OOJOKKH e
MOCTOSTHHOTO XPAaHEHUsI BHOCATCS HEOOXOAMMBIE YTOYHEHHUS: B 3arOJIOBKU JEJI, COAEPKAIINX
pacropsiANTENIbHBIE JTOKYMEHTHI (TMPUKa3bl, MPOTOKOJBI), BHOCATCSI HOMEpa; €ClIU JeI0 C
MEPENUCKON COCTOUT M3 HECKOJIIBKUX TOMOB, B KaXKJIOM TOME YKa3bIBAE€TCS KOPPECIIOH]ICHT,
aBTOp, TEPPUTOPHS, APyrue AaHHbIe. B Kax10oM TOMe yKa3bpIBaeTcCs Jarta (4Kciio, MecsI, TO/)
Havyajla ¥ OKOHYAaHHUsS JJaHHOTO TOMa. TOYHBIE JaThl MPOCTABISIOTCA Ha OOJOXKKax s
OBICTPOTO TMOMCKA JOKYMEHTOB B TOCJEAYIOIIEM; U3 3aBEPUTEIHLHON HAAMHMCH Ha OOJOXKKY
Jiesia BBIHOCUTCSI KOJIMYECTBO JIUCTOB B JIEJIE.
5.3.4. Hagnucu Ha 0OIO0XKKaxX Jed IMOCTOSSHHOTO U JIONTOBPEMEHHOIO XPAaHEHUS CIEIYEeT
MPOU3BOUTH YETKO, CBETOCTOMKUMH YEPHUIAMU.



5.3.5. Jlnst ydera KoiaMdecTBa JINCTOB B Jiee U (UKCAIMU OCOOCHHOCTEW MX HyMepaluu Ha
OTJEJIbHOM JIUCTE COCTABIISIETCS 3aBEPUTEIIbHAS HAJITUCh.

B 3aBepuTenbHON HAANMKUCH YKA3bIBAETCSI KOJMYECTBO JUCTOB (LM(PpaMu U MPOIMUCHIO) B JIETIE.
3aBepuTenbHas HAJMUCh MOAMUCHIBAETCS COCTABUTENIEM C YKa3aHUEM €ro JOJDKHOCTU U JaThl
COCTaBJICHUS.

5.3.6. BHyTpeHHSs1 ONUCh COCTaBIsIETCA K JieflaM MMOCTOSHHOTO U JIOJTOBPEMEHHOTO (CBBIIIIE
10 met) cpoka xpaHeHHs, CHOPMHPOBAHHBIM IO PA3HOBUIHOCTSIM JOKYMEHTOB, 3arOJIOBKH
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEpKAHUE IOKYMEHTOB (0C000 LIEHHbIE, TUYHBIC JIelIa
U ap.).

5.3.7. Jlena BpeMEHHOTO XpaHEHUsI OPOPMIISIFOTCS YIIPOILIEHHO:

OHM HE TOJIIMBAIOTCS, JUCTBI B HUX HE HYMEPYIOTCS, YTOYHEHHE Ha OOJOKKAX He
MIPOU3BOAUTCS, OMKMCH Ha J€JIa HE COCTABIISIOTCS, YUET BEACTCS 110 HOMEHKJIAType AeIl.

5.4. Onucanve JOKYMEHTOB MOCTOSTHHOTO CPOKA XPAHEHHUS.

5.4.1. Tlo oxoHuanmu pAenonpousBoAcTBeHHOTOo Toga B MBJIOY mnpousBoautTcs oTOOp
JOKYMEHTOB TTOCTOSIHHOTO CpPOKa XpaHEHUs I BKIIOYCHHUS UX B onmuch. OMHUCh COCTOUT W3
TOJIOBBIX pa3/iejioB, BHYTPHU Toja Jejla pacroJliaratoTcsi MO CTENEeHM 3HAaYMMOCTH C Y4E€TOM
HOMHMHAJILHOTO TpHHIMNA (B COOTBETCTBMM C HOMEHKIJIATypoil  00pa3oBaTenbHOTO
YUPEKICHUS ).

5.4.2. Onucu COCTaBISIOTCS pa3lebHO HA Jejia MOCTOSHHOTO XPaHEHUs 1O OCHOBHOM
JeSITEIbBHOCTU U Ha JieJia 10 JUYHOMY COCTAaBY.

5.4.3. Onucu coCTaBISIOTCS CEKPETAPEM.

54.4. Omnuce BeneTcss B €IWHOW BaJlOBOM HyMEpallid B TEUCHHUE HECKONIBKUX JIET H
3aKaHYMBAETCS 0 COMIACOBAHUIO C MYHMIIMIIAJIILHBIM apXUBOM, Ky/la MOCTYMAIOT JOKYMEHTHI
MBLOY.

5.4.5. Ha nena ¢ UCTEKIIUM CPOKOM XPaHEHUs COCTABIISIETCS aKT 00 YHUUTOXKECHUH.
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