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ACATCABHOCTRIO apXusa OCYLUCCTBIIET METOMTPOH3B;

NOAOKEHHTE
06 apXMBE MYHHIENAILHOTO ABTOHOMHOI'0 JJOIIK0TEHOT0 00PAOBATEILHOIO YUPEeKIeHHY
«[Merckuii can Nel ropona Besoropex»

1, Obmpe mosomenus
1.1, ApxWB MYHHUMNATLHOTO ABTOHOMHOTO HOUTEOABHOIO 00pa30BaTeILHOIO YUpEHK I s
«JleTckuit cax Nel ropona benoropek» (manee — JIOY) cosmaercs B nensx wHambonee
PALHOHANBHOIO,  SKOHOMUYHOTO XPAHEHHS, KOMILICKTOBAHHA, VyUéTa M ACIIOIB30RAHMS
dpXHBHEIX JIOKYMEHTOB dKAIEMHH. II0ATOTOBKY HX ¥ Hepeiade Ha FOCY,1apCTBEHHO® XPaHeHe.
.2, Jlo mepemawu na mocrosHuoe XPAHCHHE O5TH JOKYMEHTHl MOJIENAT BPEMEHHOMY
XpaHenuwo s IOV, '
L3, Apxus JIOY sosriasinser JCNOUPOMIROIHTESTE - 2ABSIYIOMIME APXUBOM, TPHHHMAEMbIH
saBeuyony JOV,
1.4, B csoeit paGore apxus JIOY pykosojcrayercs DenepaneHEM 3ak0H0M 0T 22.10.2004 No
125-®3 «0O6 apxmenom meite B Poccuiicko Depepatmmy», HHBIMH HODMATUBHEIMH [IPABORKIMY
aktamy Poccubickoli @enepalln, HOPMATHBHO-METOXHYCCKIME ToKymeHTaMu Pocapxusa.
MHHHCTCPCTBA KYIBTYPhi ¥ apXHBHOIO jejia AMYpckod ofnactd, Yerapom AOY, nacrosnmm
[onoxenuenm. o
1.5, Apxus JIOV paboract no nrady, yreepxagHsomy saseayroumm JIOY. Kontpone za
IWTENhb.
1.6, Ilepconanbeyro  oTmercTRerrOCTE 32 COXDAHUOCTBIO,  YIOPSHOHeHHE., yw9éT 4
HCTIONIE3OBAHUE NOKYMEHTOR, Xparsimxcs 8 apxwre OV 3a cobmonennem YCTAHORIESHHOIO
MOPAAKE  yRUUTOKCHMS JIOKYMEHTOR W CIaYM uX Ha [OCYIAPCTREHHOE XDAHEHHMe HecET
AETOTIPOM3BOINTE T,
1.7.  OpramusaisoaHO-MeTOaRYeCcKos DYKOBOICTBO = 32  JIESTENBHOCTHIY apxuBa OV
ocymecTriseT 1 BY «l'ocyapeTreHBLIE apXHE AMYpCeKoi obnacTay» (Iamee — rocapxus),

4. Cocram fokyMeHTOR

Apxue JIOV npunumaer Ha xpaHenne:
2.1, 3akoHuYeHHEHE JENOPON3EOICTROM NOKYMEH TR TOCTOSHHOIO XPAHEHTS,
00pa30BaBMIMECS B NE3VilbTaTe NesteisHoctd JOY B HMEIOMHE HCTOPHYECKOE. KYIBTYpHOE
Hay4HOE€, COUMANbHOE. SKOHOMHYELKOR ¥ TCNUTHYECKOe 3HAYEHHE (Ha JEOOBIX  BHiax
HOCHTENEH }.
2.2 JIOKYMEHTE! BPEMEHIOFO Cpoka KPaHeHHA, & ToM qucne | csbime 10 ner. meobxomunnie
B [IDEKTHYEeCKOH JeaTemprocTr JIOV.
2.3, JIOKYMEHTDI 110 THYHOMY cocTany.
2.4, Cnpasoussii ammapar K JOKYMENTAM apXHsa.
2.5,  ApDXHBHEIE JOKYMEHTHI 00pasoRaBIIMeCs B 0pPOIECCE  EATENLHOCTH JOY. ero
CTPYKIVPHEIX  TICUpa3iellendl, BDEMEHHOTO XpaHen¥i (HeoOXONUMEE R MPaKTHYSCKNTE

TBHOCTH). '
2.6, Apxupunie AOKYMEHTRL  00pa3oBaBmiMecs B npoliecce jestensroctn JOVY. ero
CTPYKTYPHBIX DOAPA3UENCHEH, HOCTOSHEOT) XPAHCHHNA, IIEPEIaBAEMbIC N0 HCTEUEHAHR 5 fsT Ha
MOCTOSHHOE XPAHCHUE B MYEMUHMNATL bl apXHR.




3. OcHOBHBbIE 321241 U PYHKIMHU
3.1.  OcnHoBHbIMHE 3amauamu apxuBa {0V sBrsroTcs:
3.1.1. KomrmuiekToBaHHe [TOKYMEHTaMH, COCTaB KOTOPBIX HPEAYCMOTPEH pasienoMm 2
Hactosuero [lonoxeHus.
3.1.2. OOGecrnieueHue e€AMHBIX MPUHIMIIOB OPraHU3AlMU XPAHEHHs, KOMIUICKTOBAHUS, ydeTa U
MCIIOJIb30BAaHUs ApXUBHBIX JOKYMEHTOB, UX COXPaHHOCTH.
3.1.3. TloxroroBka u CBOEBpEeMEHHas Iepenavya JOKYMEHTOB Ha XpaHEHHWE B MYyHHULUIAIbHBIN
apxuB ¢ COOJIOJCHHMEM CpPOKOB M TpeOOBAaHMM, YCTaHABIMBAEMBIX 3aKOHOAATEILCTBOM 00
apxuBHOM Jzene B Pocculickon denepanuu.
3.1.4. OcymecTBiaeHue KOHTpoyis 3a  (GopMHpoBaHHEeM ©  opopMieHHEM el B
nenomnpoussojictee JJOVY.
3.2. B coOOTBeTCTBMU C BO3JIOXKEHHBIMH Ha Hero 3amgadamu apxuB JIOY ocymiectBisier
cnenyromue GyHKIUU:
3.2.1. IlpuHumaeT mocie 3aBepIICHUS JIEIOMPOU3BOJICTBOM, YUUTHIBAET U XPAHUT JIOKYMEHTHI
JOY, ob6paboTaHHBIC B COOTBETCTBUU C TPEOOBAHHSIMY, YCTAHOBICHHBIMHU 3aKOHOIATEIIHCTBOM
00 apxuBHOM aeie B Poccuiickoit deneparumn.
3.2.2. OcymiecTBisieT y4eT W OO0ECleYrMBaeT IOJHYI COXPAHHOCTh TPHHSATHIX apXHUBHBIX
JIOKYMEHTOB, B TOM YHKCJIE 110 JINYHOMY COCTaBY.
3.2.3. Coszpnaer, MOMOJHSET W COBEPIICHCTBYET CIPABOYHBIN ammapar K XpaHALIIMMCs B apXUBe
JIenaM U JIOKyMEHTaM, OOeCleYMBaeT €ero IPEeMCTBEHHOCTh CO CIPABOYHBIM  alapaToM
MYHUIIMIIAJIBHOTO apXKBa, HOMeHKIaTypoit nen JJOVY.
3.2.4. TlpoBOAUT CBOEBPEMEHHOE YHOPSAIOYCHHE apXHUBHBIX JIOKYMEHTOB (9KCIEPTHU3Y
[IEHHOCTH, HayYHO-TEXHUYECKYI0 00pa0OTKy, COCTaBJICHUE OMUCEH M T. 1.) U Mepenavyy ux Ha
MOCTOSIHHOE XpaHEHUE B MYHUIIUTIATbHBIN apXUB.
3.2.5. IlpencraBnser opraHaMm MECTHOTO CAaMOYIpPABICHHS, MYHHUIMIIAIHHOMY AapXHBY
HEOOXOIUMbIE apXUMBHYI0 HWHQPOPMAIMI0O U KONUU AapXUBHBIX JOKYMEHTOB, a TakKke
UH(POPMALIHIO O COCTABE, COJIEPIKAHUH U 00bEeMe XPAHSIINXCS B apXUBE JIOKYMEHTOB.
3.2.6. Opranusyer UCIOJIb30BaHNUE JOKYMEHTOB:
- UHPOPMHpPYET aAMHUHUCTpauio U padoTHukoB JIOY o cocraBe M comepKaHUU TOKYMEHTOB
apXuBa;
- 0ecCIUTaTHO TPEIOCTABISET TOIB30BATENSIM APXUBHBIMH JIOKyMEHTaMHU O()OPMIICHHBIC B
YCTQHOBJICHHOM TOPSJIKE apXUBHbBIE CIIPABKU MM KOIMUM apXUBHBIX JTOKYMEHTOB, CBS3aHHBIE C
YCTAHOBJICHHEM TPYAOBOTO CTa)ka, CONMAIBHON 3alllUTOM IpaklIaH, IpeayCcMaTpHUBAOIICH
UX EHCUOHHOE O0EcleYeHne, a TaKKe MOJydeHHe JbIOT M KOMIIEHCAlMH B COOTBETCTBUU
¢ 3akoHogaTenbcTBoM Poccuiickon denepannuy;
- BBIJIACT B YCTAHOBJIEHHOM IOPSAJKE JAeja, JOKYMEHThl WM KOIMHHU JOKYMEHTOB B LEJAX
CITy’)K€OHOTO | MTPAKTUYECKOTO MCIIOIb30BaHMS TSI Pa0OTHI B TOMEIICHUU apXHBa;
- BEJIET y4YeT UCIOJIb30BAHUS JOKYMEHTOB, XpaHS;IIUXCS B apXHBE.
3.2.7. Oxa3plBaeT METOJIMYECCKYI0 TIOMOIIb CiIykOe nemonpousBojactBa JIOY B cocraBiieHnn
HOMEHKJIATyphl /1€ YUPEkKACHUS, KOHTPOJIUPYET MPaBUIBHOCT (POPMUPOBAHUS U O(HOPMIIEHUS
JIeJT B ISIONPOM3BOJICTBE, @ TAKXKE IMTOATOTOBKY €I K TIepe/iadye B apXHUB YUPESKICHUS.

4. IIpaBa 1 OTBETCTBEHHOCTH 110 BEICHUIO APXUBA.
4.1. Jlns BBINOJHEHUS BO3JIOKEHHBIX 33/1a4 M (YHKUUN JIMIO, OTBETCTBEHHOE 3a BEJCHUE
apxuBa /IOY, umeer npaso:
4.1.1. KoHTponupoBaTh BBHIIOJHEHHUE YCTAHOBIECHHBIX MpaBHl paboThl ¢ JokymMeHTamu B JIOVY,
€ro CTPYKTYPHBIX MOJAPA3ACICHUSIX.
4.1.2. 3ampamuBaTh OT CTPYKTYpHBIX moapazaeneHuil J[OY cBeneHus, HEOOXOTUMBIE IS
paboThl apXuBa, ¢ y4yeToM OOecleyeHHs! BBIMOJIHEHMsI BCEX BO3JIOKEHHBIX Ha apXWB 3ajad U
byHKINH.
4.2.  Jlumo, oTBEeTCTBEHHOE 3a BeneHue apxuBa JJOY, HeceT OTBETCTBEHHOCTD 32 BBIITOJIHEHHE
BO3JIO)KEHHBIX Ha apXMB 33Ja4 U QYHKIUIL.


http://pandia.ru/text/category/zashita_sotcialmznaya/
http://pandia.ru/text/category/pensionnoe_obespechenie/
http://pandia.ru/text/category/zakoni_v_rossii/

4.3. 3a yrpaTy ¥ TOpYy JOKYMEHTOB JOJDKHOCTHBIE JIMIA YUPEXACHUs (pPyKOBOAUTEINb
YUPEKAECHUS U JIMIO, OTBETCTBEHHOE 3a BEACHUE apxuBa) HECYT OTBETCTBEHHOCTh B
COOTBETCTBUU C JEHCTBYIOINM 3aKOHOAATEIbCTBOM.

S. KomniekToBaHue apxuBa

5.1. IloaroroBka JOKyMEHTOB K mepemade B apxuB OV BkItoYaeT 3KCHEpTH3y HAYYHOW U
NPaKTUYECKON LIEHHOCTH JOKYMEHTOB, 0()OPMIICHHUE JIE]I, COCTABICHHUE OIIHCH.

5.2. DkcrepTusa IEHHOCTH JOKYMEHTOB.

5.2.1. DkcrmepTusa LUEHHOCTH JOKYMEHTOB - ONpEAeNiCHHE LEHHOCTH TOKYMEHTOB C IIEJIbIO
0TOOpa UX Ha XpaHEHHUE U YCTAaHOBJIEHUE CPOKOB XPAHEHHUSI.

OKCIepTu3y LEeHHOCTU JOoKyMeHTOB B JIOVY ocymiecTBiasieT MOCTOSHHO —JEHCTBYIOLIAs
JKCIIEPTHAsI KOMUCCHSL.

5.2.2. DxkcrnepTHasi KOMHUCCHS Ha3HAYaeTCs MprKazoM 3aBenyromeii JJOY.

B cocraB DkcrnepTHOM KOMHCCHUU BKJIIOYAIOT HE MEHEE TPEeX COTPYIAHHKOB, B TOM 4YHCIE B
00s3aTeIbHOM TOpPSIIKE JIMIO, OTBETCTBEHHOE 3a BeneHue apxuBa JOY u aupekropa
MYHULIMTIIATBLHOTO apxuBa. CekpeTapeM DKCIEPTHON KOMUCCUU Ha3zHavaroT cekperaps JJOY
DKcrepTHasi KOMHUCCHSI Ha 3acelaHusiX paccMarpuBaer: HoMmeHkJaTypy aen OV onucu pen
MOCTOSIHHOTO XPaHEHHUS U 10 JIMYHOMY COCTaBy, aKThl Ha JOKYMEHTBI, BBIJENIAEMbIE K
YHHUYTOXKCHUIO.

5.3. Odopmienue aen.

5.3.1. Jlena moCTOSSHHOTO XpaHEHUs MOIIMBAIOTCS B TBEPAYIO OOJ0XKKY CypOBBIMH HHTKAMHU.
JIuctel HyMepyIOTCS B MPAaBOM BEPXHEM YTy MPOCThIM KapaHpaamioMm. KomudecTBo NHCTOB B
Ka)KJOM JieJe He JOJDKHO npesbimaTh 250. B koHIE fena Ha OTJAENbHOM JIMCTE COCTaBISAETCS
3aBepUTENIbHAS HAKCh.

5.3.2. Ha o0010%Ke el MOCTOSHHOTO XPaHEHUsS IOJDKHBI OBITh MPOCTABJICHBI CIICAYIOIIHEC
PEKBHU3UTHI:  TOJHOE€  HAUMEHOBAHME  BBINIECTOSAIIEH  OpraHu3aluMd, HAaMMEHOBaHUE
00pa3oBaTeNbHOTO YUYPEKJICHUs, HOMEp (MHIEKC) Jieja MO0 HOMEHKJIAType, 3arojoBOK Jela,
KOJIMUECTBO JINCTOB, CPOK XPAaHEHUS WM OTMETKA «XPAHUTh MOCTOSIHHOY», HOMEP (oH[a, OIKUCH,
Jena.

5.3.3. Tlo OKOHYaHWM JEJIONMPOU3BOJICTBEHHOrO Troja B OQGOPMIICHHBIE OOJOXKH JIel
MIOCTOSIHHOTO XpaHEHMsI BHOCATCS HEOOXOIMMBbIE YTOUHEHHS: B 3arojOBKH JeJ, COJAEpKaIux
pacropsAuTeNbHble JOKYMEHTHl (TMPUKa3bl, MPOTOKOJIbI), BHOCATCS HOMEpA; €ClIu [Jello C
NEPENUCKOW COCTOMT M3 HECKOJBKHX TOMOB, B KaX/JIOM TOME YKa3bIBaeTCs KOPPECIOH[EHT,
aBTOp, TEPPUTOPUS, IPyrHe NaHHbIE. B KakIOoM TOMe yKa3bIBaeTcs jAara (Y4UCO0, MECSI, TOM)
Hayaja ¥ OKOHYaHUS JaHHOro ToMa. ToYHbIe JaThl IPOCTABISAIOTCS HA 00JI0KKaX JIsl OBICTPOTO
MIOMCKA JOKYMEHTOB B MOCJIEYIOIIEM; U3 3aBepUTENbHON HAIMUCH HA O0JIOKKY JieJia BBIHOCUTCS
KOJIMYECTBO JIUCTOB B JIEJIE.

5.3.4. Haanucu Ha O0O0JIOXKKaxX JieJd TOCTOSHHOTO M JOJTOBPEMEHHOTO XPAaHEHUS CIEAyeT
MPOU3BOJIUTH YETKO, CBETOCTOMKIMH YEPHIIIAMH.

5.3.5. Jlna ydera KOJIMYECTBA JIMCTOB B jeje U (PUKCAIMM OCOOCHHOCTEH MX HyMepaluH Ha
OTJIEIbHOM JIMCTE COCTaBIISETCS 3aBEPUTEIbHAS HA/IIIUCh.

B 3aBeputenbHOI HAIMUCH yKa3bIBACTCS KOJIUYECTBO JHUCTOB (IdpaMu U MPOMHUCHIO) B JEIeE.
3aBepuTeNbHAs HAANKCHh MOJAMUCHIBAETCS COCTABUTEIEM C YKa3aHUEM €ro JODKHOCTH U JAThl
COCTaBJICHUS.

5.3.6. BHYTpeHHss ONKCh COCTABISETCS K JIeJaM ITOCTOSTHHOTO U JOJITOBPEMEHHOTO (cBbime 10
JIET) CpOKa XpaHeHHUs, CHOPMUPOBAHHBIM MO PA3HOBUIHOCTSIM JOKYMEHTOB, 3ar0JIOBKU KOTOPBIX
HE pacKpbIBaIOT KOHKPETHOE CO/IepKaHUEe JOKYMEHTOB (0Cc000 LIEHHBIE, JTUYHBIE JeNa U JIp.).
5.3.7. Jlena BpeMEHHOT0 XpaHEHHs OPOPMIISIOTCS YIPOIIEHHO:

OHM HE TMOJIIMBAIOTCS, JMCTHI B HHUX HE HYMEPYIOTCS, YTOYHEHHE Ha OOJIOKKaX He
IIPOM3BOIUTCSI, ONIMCH HA Jiela HE COCTABISAIOTCS, YUeT BeJETCS 0 HOMEHKJIAType Jedl.

5.4. Ommcanue TOKYMEHTOB MTOCTOSTHHOTO CPOKA XPaHECHHS.



5.4.1. Tlo okoOHYAaHUU NIETOMPOU3BOACTBEHHOrO roaa B IOY mpousBoautcst oT00p JOKYMEHTOB
MOCTOSIHHOTO CPOKa XpaHEHWs [UIsl BKJIIOYEHUS MX B onuch. ONUCh COCTOUT M3 TOJOBBIX
pa3ziesoB, BHYTPH TroJia JieJia pacioiaratloTcs 1o CTENEeHH 3HAYMMOCTH C y4€TOM HOMUHAIBHOTO
OpUHLMIA (B COOTBETCTBUM C HOMEHKJIATYpOW 00pa3oBaTelNbHOrO YyupexiaeHus). 1'omoBoit
pazJies OMKUCH Ha Jelia MOCTOSTHHOTO XpaHeHH s, IpeIHa3HAaueHHBIE JIJIs TOCJIeNYIOLIEH repeaadn
B MYHULUINAJIbHBIA apXWB, MOMJICKHUT YTBEPKACHUIO TUPEKTOPOM MYHHUIIMIATHHOIO apXuBa,
COTJIACOBAHUIO C dKCHepTHO-TIpoBepouHoi komuccuen (IIIK) Ynpasnenus no penam apxuBoB
AMypckoi o0acTu ¥ yTBepkaeHuro 3aBenyromieit JIOY He mo3aHee yem uepes ABa rojaa mocie
3aBEPILICHHUS /1€ B JEJIOMPOU3BOJICTBE.

5.4.2. Onucu COCTaBJISAIOTCS pa3[eibHO Ha Jeja IMOCTOSHHOTO XPaHEHHs 10 OCHOBHOMN
JIeATEILHOCTH U Ha JIeJia 10 TUYHOMY COCTaBYy.

5.4.3. OnucH COCTaBIAIOTCS JACIOMPOU3BOIUTEIICM.

5.4.4. Onucp BemeTcs B €IMHOM BaJOBOM HyMeEpallMd B TEUYEHUE HECKOJIBKHUX JIET U
3aKaHYMBAETCS MO COTJIACOBAHUIO C MYHUIIMIAIBHBIM apXHBOM, Ky/la MOCTYMAIOT JOKYMEHTBI
JOVY.

5.4.5. Ha nena c HCTEKIITUM CPOKOM XpaHEHUS COCTABIISIETCS aKT 00 YHUUTOKEHUH.







