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Ha o6uiem coGpanun paboTHHKOB 3aseaytomas MBJIOY Ne 162 «/leTckuit
MBJIOY Ne 162 / caj 001epa3BHBAOLIETO BH/IA»
[Ipotokon Ne /ot 74.04,2019r. W C/M H;M/. [llenuna

«COTJIACOBAHO» Ipukas Ne /% ot «_ »_ D7 2019r.

4 19&@0}03}1511\4 KOMHTETOM
c FO.I1. EropuaroBa

ITono:xenue 00 apxuse
MB/JIOY Ne 162 «/leTckuii caa o0mepa3sBHBAIOLIEro BHAA»

1. Ob6uiue nosiokeHUus

1.1. Ilonoxenue o6 apxuBe MyHULIMTIATBHOTO OFOI)KETHOT'O JOLIKOJBHOIO
oOpasoBarenbHOro yupexaenus Nel62 «Jlerckuii can oOluepa3BHBArOLLEro BHAa» T.
Kemeposo (nanee - Ilonoxenue), pazpaboraHo B cooTBeTcTBHU ¢ PeaepalibHbIM 3aKOHOM

«O0 apxuBHOM Jnene B Poccuiickoit @enepauun» ot 22.10.2004 Ne 125-@3,
MeTtoauueckuMu peKOMEHIALUsIMU 10 paboTe C JOKYMEHTaMU B 00LIe00pa3oBaTebHbIX
YUpEeIKIASHUSIX.

1.2. Hacrtosmee [lonoxenue pazpaboTaHo B LeIsAX:

- COBEpLIEHCTBOBAHUS JAESATEIBHOCTH B cpepe OpraHu3alii XpaHeHus,
KOMIIJIEKTOBaHHsI, y4eTa U UCIOIb30BaHKs apXUBHbIX 10KyMeHToB MBJIOVY
- pauMOHAJbHOM OpraHU3alMu J0KyMeHTalMoHHOro obecrnieyenus B Mb/I0Y

1.3. ApxuB MBJIOY co3maeTcs B ueisix XpaHEHUs, KOMIUIEKTOBaHHUs, Yy4yeTa H
MCIIOJIb30BaHUS JIOKYMEHTOB, oOpasyroliuxcs B mnpouecce aestensHoctd MBJIOY  u
3aKOHYEHHBIX JI€JIONPOU3BOACTBOM JOKYMEHTOB MPaKTHYECKOro Ha3HaueHHUs, X oTOopa u
MOJArOTOBKH K IepeJaye Ha XpaHeHHe B MyHHILIUNAIbHbIA apXUB.

1.4. B cBoeii paborte apxuB MBJIOY pyKOBOACTBYeTCS 3aKOHOIATEILCTBOM 00
apxuBHOM nene B Poccuiickoit ®@enepannyi, UHBIMM HOPMAaTHBHBIMHM IIPABOBBIMH aKTaMH
Poccuiickoii ®denepannu, nokansHbiMu aktamu MBJIOVY u HactosmmM [lonoxeHreM.

1.5. KonuTtposb 3a aestensHocThio apxuBa MBJIOVY ocyuiecTiseT 3aBeayrolas, a B e€
OTCYTCTBHM 3aMeCTUTENb 3aBedylolleil (cTapiunii BocmHTaTesb), KOTOpble 00ecrneuynBaioT
apXMB HEOOXOIUMBIM MMOMEILEHHEM U 000PyAOBaHUEM.

1.6. HenocpenctBenHoe pykoBoacTBo apxuBom MBJIOY Bosnaraercs npuKasoM
3aBe/lyIOllle Ha JHMI0, OTBETCTBEHHOE 3a BeJeHHe apxuBa (KaKk TMpaBWIO, Ha
AEJIONPOU3BOAUTEIS ).

2. CocTaB 10KYMEHTOB apXHBa
2.1. ApxuBHBIe [OKYMEHTHl, MOCTyNawollde Ha XpaHeHne B apxuB MBJIOV,
OTHOCATCS K MyHHLIMIAIBHON COOCTBEHHOCTH, He MOJJIeXKAT MPUBATH3ALMH, HE MOTYT OBITH
OOBEKTOM TMpOJaXH, MEHBI, JapeHus, a TaKkKe HMHBIX CJEJIOK, MOTyIIMX NPHUBECTH K HX
OTUYXIEHHIO.
2.2. B apxus MBJIOY noctynaror:
2.2.1. ApxuBHBIE JOKYMEHTHI, 00pa3oBaBLInecs B mpouecce aesarensHoctd MBJIOY,
BPEMEHHOTO XpaHeHHs (He0OX0AUMbIe B MPAKTUYECKON AeATEIbHOCTH).
2.2.2. ApxuBHbIe JOKYMEHTBI, 00pa3oBaBLuKecs B npoiecce aesrenpHoctd MBJIOY
2.2.3. JIOKyMeHTBl MO0 JIMYHOMY COCTaBy, OTpaKalolllhe TPYI0Bble OTHOLICHHS
paboTHHKa ¢ paboTogaTeIeM.
2.2.4. ApxuBHbBIE TOK) MEHTbI IOCTOSIHHOT'O XpaHEHHUS.



3. 3apayu u GyHKUHH apXHBa.
3.1. OcHoBHbIMH 3ana4amu apxuBa MBJIOY:
3.1.1. KommniekToBaHHe JOKyMEHTaMH, COCTAB KOTOPBIX MPELyCMOTPEH pa3ziesioM 2
Hacrosiuero [lonoxxeHus.

3.1.2. ObecneyeHne eJUHBIX TPHHIMITOB OPraHU3allii XPAHEHMs, KOMILIEKTOBAHHUS,
y4yeTa U UCI0JIb30BAHUE aPXUBHBIX JOKYMEHTOB, HX COXPAHHOCTH.

3.1.3. Ocy1uecTBieHre KOHTPOJsS 3a (OPMHUPOBaHHEM M O(GOPMIIEHHEM [l B
nejornpousBoactse MBJ10VY.

3.2. B cooTBeTcTBHHM C BO3JIOXEHHBIMH Ha Hero 3agadamu apxus MBJIOY
OCYLLIECTBIIAET cleaytolue QyHKIHNH:

3.2.1. IlpuHuMaeT mocie 3aBeplIeHHs IeJIONPOM3BOJCTBOM, YUUTHIBAET W XPAHUT
nokymeHThl MBJIOV, o6paboTaHHbIe B COOTBETCTBHHM C TPeOOBAaHUSIMH, YCTaHOBICHHBIMU
3aKOHOJaTeJIbCTBOM 00 apXxUBHOM Jerne B Poccuiickoii Denepariu.

3.2.2. OcyuecTBiseT yueT W OOECIEeYMBAET IIOJHYK COXPAHHOCTH MPUHATHIX
apXMBHBIX TOKYMEHTOB, B TOM YHUCJIE 0 JTUYHOMY COCTaBY.

3.2.3. IlpoBOOMT  CBOEBpEMEHHOE  yMOPSAIOYEHHE  APXMBHBIX  JTOKYMEHTOB
(9KCTIepTU3Y IIEHHOCTH, HAy4YHO-TEXHHYECKYIO 00pabOTKY, COCTABJIEHHE OMUCEN M T.11.).

3.2.4. OpraHu3syeT UCI0Jb30BaHHE JOKYMEHTOB:

- uHbopmHpyeT anMuHHCTpaluoo u pabotHukoB MBJIOY o cocraBe U COAep/KaHUH
JOKYMEHTOB apXHBa;

- OecrniaTHO MpeOCTaBiIseT MOJIB30BATENSAM APXMBHBIMU IOKYMEHTaMH OQOpMIIEHHbIE B
YCTaHOBJIEHHOM ITOPSIIKE apXHUBHbBIE CIIPABKU WUJIM KOMUU apXHBHBIX IOKYMEHTOB, CBSI3aHHBIE
C YCTaHOBJICHHEM TPYJOBOIrO CTa)ka, COLMAJIBHOMN 3alIMTON IrpakiaH, MpeaycMaTpUBaroLIen
UX MEHCHOHHOE o0ecreueHue, a TaKkkKe MoJydyeHUe JIbroT U KOMITEHCAIlUii B COOTBETCTBUU C
3aKoHoaaTebcTBOM Poccuiickoit deneparuu;

- BBIJACT B YCTAHOBJICHHOM MOpsJIKE Aena, JOKYMEHThI WIM KOMHUHU JOKYMEHTOB B LEJAX
CIy’KeOHOro ¥ MPaKTHYECKOTO UCITOJIB30BaHUs [T pabOThl B TOMEIIIEHHH apXUBa;

- BEET yYeT MCIOJIb30BAHUS TOKYMEHTOB, XPAHSIIUXCS B apXHUBE.

4. TlpaBa M OTBETCTBEHHOCTb

4.1. Jlns BBIMONHEHHs BO3JIOKEHHBIX 3a1a4 W (PYHKLUWH JIKIO, OTBETCTBEHHOE 3a
BeaeHue apxusa MbJIOY, umeer nmpaso:

4.1.1. KoHTponupoBaTh BBIOJHEHWE YCTAHOBJIEHHBIX TMpaBWil  paboThl ¢
nokymentamu B MBJ10V.

4.2. JInno, otBeTcTBeHHOE 3a BeneHue apxuBa MBJIOY, HeceT OTBETCTBEHHOCTH 3a
BBITIOJIHEHHE BO3JIOKEHHBIX Ha apXUB 3a7a4 U QYHKIIUH.

43. 3a yTpatry M TOpYy JOKYMEHTOB JOJUKHOCTHBIE JIMLA YYpEeXKIEHUS
(PYKOBOIMUTENb YUYpeXAEHUS M JUI0, OTBETCTBEHHOE 3a BEeJIEHUWE apxuBa) HECYT
OTBETCTBEHHOCTb B COOTBETCTBUU C JAEHCTBYIOIIMM 3aKOHO1ATE€IbCTBOM.

S. KomnuiekroBaHHe apxuBa

5.1. TloaroroBka noKyMeHTOB Kk mnepenade B apxuB MbJIOY Bkitouaer sKCrepTusy
HaYy4YHOM M NMPaKTHYECKOW LIEHHOCTH JOKYMEHTOB, O)OpMJICHHUE /eI, COCTaBIEHHE OIUCH.

5.2. DkcnepTu3a EHHOCTH JOKYMEHTOB.

5.2.1. DkcrepTH3a LEHHOCTH JIOKYMEHTOB - OTpe/ieJieHHe LEHHOCTU JIOKYMEHTOB C



s
LeJIbI0 0TOOpa UX Ha XpaHEHHE U YCTAHOBIIEHHE CPOKOB XpaHEeHHUH.

OKCIepTU3y LEHHOCTH JOKYMEHTOB B MBJIOY  ocymiecTBisieT MOCTOSHHO
ACUCTBYIOLIAsk SKCIIEPTHAS KOMHCCHS.

5.2.2. DkcniepTHasl KOMMCCHSI Ha3HayaeTcs npukasoMm 3asenytoueid MBIOY. B
COCTaB IKCNEPTHOM KOMHCCHH BKIIOYAIOT HEe MeHee TPEX COTPYJAHHUKOB, B TOM YHCJIE B
00s13aTeIbHOM MOPSIIKE JIMIIO, OTBETCTBEHHOE 33 BEICHHE apxuBa MBJ10V.

DKCrepTHasi KOMUCCHS Ha 3acelaHusxX paccmaTpuBaeT: HOMeHKIatypy nea MBJIOVY,
OTHCH 1€l TIOCTOSIHHOTO XPaHeHWss W 10 JMYHOMY COCTaBY, aKThl Ha JOKYMEHTHI,
BbI/ICJIIEMBIE K YHUYTOKEHHUIO.

5.3. Odopmnenue nen.

5.3.1. Jlena mocTOSHHOro XpaHEeHHs MOAIMBAIOTCS B TBEPAYIO O0JIOKKY CYPOBBIMH
HUTKaMu. JINCTEI HyMepyrOTCS B IPaBOM BEPXHEM YIIIy IPOCTBIM KapaHaamoM. KoixudyecTso
JIACTOB B KaXXZIOM Jejie He JO0JDKHO mnpeBbimiath 250. B KoHIE nena Ha OTAeNBbHOM JIUCTE
COCTaBJISIETCS 3aBEpUTENTbHAS HAMKUCh.

5.3.2. Ha o0noxke jen NOCTOSHHOrO XpaHeHWs NOMKHBI ObITh IIPOCTaBJIEHBI
C/ICAYIOUINE PEeKBU3UTBI: HAMMEHOBaHHE 00Pa30BATENBHOIO YUpeXkAeHHs, HOMep (MHICKC)
A¢/la 0 HOMEHKJIaType, 3arojloBOK JeNia, KOJTHYeCTBO JIMCTOB, CPOK XPaHEHUSI UM OTMeTKa
«XpaHWTb MOCTOSHHO», HOMeP (hOHIa, OMKCH, Aena.

5.3.3. Tlo oKOHYaHHM [€]0NPOU3BOACTBEHHOIO IO1a B o(opMIIeHHbIE 00JIOKKH 1€
MOCTOSHHOIO XpaHEHHUs BHOCATCS HEOOXOMMBIE YTOYHEHHS: B 3ar0JIOBKH JIeJ, COAEPKalInX
pacriopsAnTe/IbHbIE NOKYMEHTbI (IIPUKa3bl, NPOTOKOJBI), BHOCATCS HOMEpA; €ClH A0 C
MEPEMUCKOH COCTOUT U3 HECKOIBKHX TOMOB, B KaKIOM TOME yKa3blBaeTcs KOPPECMOHEHT,
aBTOp, TEPPUTOPHSL, APYTHe NaHHbIE. B Kax10M ToMe yka3biBaeTcs nata (4MClIo, MeCsLl, To)
Hadala M OKOHYaHMS NAHHOTO ToMa. TouHble HaThl MPOCTABISAIOTCS HAa OOJOXKKAX IS
OBICTPOrO MOMCKa JOKYMEHTOB B TOCIEAYIOLIEM; M3 3aBEPUTENILHON HAaAMUCU Ha OOJOXKKY
Ji¢J1a BBIHOCUTCS KOJIMYECTBO JIUCTOB B JIee.

5.3.4. Haamucu Ha o6m0kKax el MOCTOSHHOTO H JIOJITOBPEMEHHOTO XpaHEHHUsI
CJICTYET MPOU3BOAUTh YETKO, CBETOCTOUKHMH YEPHHIAMH.

5.3.5. I ydyera KonMdYecTBa JMCTOB B Jelde H (DHKCALMH OCOOEHHOCTel MX
HYMEpalKlH Ha OTACJIBHOM JINCTE COCTABISACTCS 3aBEPUTEIbHAS HAAMUCE.

B 3aBepuTenpHOIl HaamWcH yKa3BIBAaeTCSI KOJMYECTBO JIHCTOB (undpamu  u
MPOIHCBIO) B [ieNie. 3aBepHUTENbHAS HaJAMMCh MTOAMUCHIBAETCS COCTABUTENEM C yKa3aHHUeM ero
JLOJKHOCTH M 1aThl COCTABJICHHUS.

5.3.6. BHYTpeHHssI OMKCH COCTABISETCS K JeJaM MOCTOSHHOTO U JI0JITOBPEMEHHOTO
(cBbime 10 seT) cpoka XpaHeHHs, CHOPMHPOBAHHBIM IO Pa3sHOBHAHOCTSIM JIOKYMEHTOB,
3aroJIOBKH KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COZEpKaHHWE JOKYMEHTOB (0CO00 LeHHbIE,
JUYHbBIE Aesa U ap.).

5.3.7. Jlena BpeMeHHOr0 XpaHeHHUs OPOPMIISIOTCS YIPOLIEHHO:

OHH HE TMOALUMBAIOTCA, JUCTBI B HHMX HE HYMEPYIOTCS, YTOYHEHHME Ha OOJIOKKaxX He
[IPOU3BOZUTCS, OMKMCH Ha JIeJ1a He COCTABJIAIOTCS, YUeT BeAETCs [0 HOMEHKIIaType JAell.

5.4. Onucanue 10KyMEHTOB [IOCTOSHHOTO CPOKA XPaHEHHS.

5.4.1. Onucu  cocTaBIsiIOTCS  pasfie/lbHO Ha fefla  TOCTOSHHOTO XpaHEeHHUsl 10
OCHOBHOW IS Te/IbHOCTH M Ha JIeNia 10 JTHYHOMY COCTaBY.

5.4.3. OmucH coCTaBISIIOTCS AETONPOU3BOIUTENEM.

5.4.4. Omnuce BeaeTcs B €AMHON BAJOBOM HyMepalLKH B TeUeHHe HECKOIBKUX JIET .

5.4.5. Ha n1ena ¢ MCTEKIIHM CPOKOM XpaHeHHsl COCTABIISAETCS aKT 00 YHHYTOKEHHH.
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