CoruacoBaHo
O6mmnm cobpannem paGOTHHKOB

MBJIOY No 36 1. Azosa
ITporokon Ne 1 o1 09.01.2019 1.

Ilonoxenue 06 apxuse
MYHHUHIAJIBHOTO GI0KEeTHOI0 JOIKOILHOI0 00pPa30BaTeIbHOIO yupeKaeHus
perckui cag Ne 36 r. AzoBa

1. O6mue noJiokeHus

1.1. Tlonoxenne 06 apxuBe MyHHUIMIIATBHOTO GIOPKETHOTO TOIIKOIBHOIO 00pa3oBaTeILHOrO
YIpeRKICHUS I€TCKMi cat Ne 36 . AsoBa (nanee — [Tosoxkenue), paspaGoTaHo B COOTBETCTBHH
¢ QezepasbhbiM 3aK0HOM «O6 apxuBHOM Jeite B Poccuiickoit Denepatmmy» ot 22.10.2004 No
125-®3 O3, MeTomuuecKiMH pEKOMEHIAIMAMH IO paboTe ¢ JIOKYMEHTaMH B
0011e00pa30BaTeIbHBIX YUPEIKICHUSX.

1.2. Hacrosmee ITonoxenue pazpaGoTaHo B Lesix:

" COBCPUICHCTBOBAHUSA NCATEIBHOCTH B Chepe OpraHn3alluy XpaHeH s, KOMILIEKTOBAHHS,
ydera v UCIIOJIb30BAHUS APXUBHBIX JOKYMEHTOB MYHHMIIUIIAIBHOTO OFODKETHOTO
AOUIKOJILHOTO 00pa3soBaTE/IbHOTO yUpeskIeHns JeTckuii cax Ne 36 1. Asosa (nasee
MBJIOY).

"  palMoHAJILHON OpraHU3allkK JI0KyMEHTAllHOHHOTo oGecnieuenus B MBJIOY,

1.3. Apxu MBJIOY cosyaetcst B Les1s1X XpaHEHH s, KOMIUICKTOBAHMS, ydeTa ¥ UCII0JIb30BaHUs
JIOKYMEHTOB, 00pasytomuxcs B rpouecce jesrebHoctd MBJIOY 1 3aKkoHYeHHBIX
ACJIONPOU3BO/ICTBOM JIOKYMEHTOB IPAKTHIECKOTO HA3HAYEHUS, HX 0TGOpa M MOJTOTOBKH K
nepejlade Ha XpaHCHUE B MyHHULUIIAIBHBIA apXUB.

1.4. B cBoeit paGote apxuB MBJIOY pyKOBOICTBYETCS 3aKOHOIATETHCTBOM 06 apXUBHOM JieJie
B Poccniickoit desepanuu, MHBIMA HOPMATHBHBIMH [IpaBOBBIMH akTaMu Poccuiickoii
Dejepanum, HOPMATUBHBIME MIPABOBBIMH AKTAMM 110 ApXUBHOMY JI€JIy OPTaHOB MECTHOI'O
caMoyIpaB/icHUs ropoza A30Ba, JToKaJbHbIMK akraMu MBJIOY u Hactosmum TTomoxkenuem.

1.5. Konrpous 3a nesrensHocThio apxusa MBJIOY OCYIECTBIIACT €r0 PYKOBOAUTEb, KOTOPBI
obecrieunBacT apXus HEOOXOMMMBIM [IOMEIEHHEM H 06Oy I0BAHHEM.

1.6. Apxus MBJIOY paGoraer 1o mianam, YTBEPIKIaeMBIM aIMUHUCTpanueit MBJIOY, u
OTUMTBIBACTCS IIEpeJl Hell B cBOeH pabore.

1.7. Jluuo, oTBeTCTBEHHOE 3a BeJ[eHUE apXHBa HAa3HAYAETCS IpuKazoM 3aseayromiero MBJIOV.



2. CocTaB 1I0KYMEHTOB apXuBa

2.1. ApxuBHbIe TOKyMEHTHI, IOCTynatoume Ha xpanenue B apxuB MBJIOY, otHocsTCs

K MYHHHHHaHBHOﬁ CO6CTB€HHOCTI/I, HC IMOJIC)KAT INpuBaTU3alun, HC MOT'YT OBITh 00BEKTOM

IpOJIaXKH, MEHBI, TAPEHHUS, a TAK)KE UHBIX CAENIOK, MOTYILHX NPUBECTH K UX OTUYKJICHHIO.
2.2. B apxus MBJIOY noctynaror:

ApxuBHBIE JOKYMEHTHI, 00pa3zoBaBLInECs B Ipolecce nesareabHoctd MBJIOY, ero
CTPYKTYPHBIX IOAPA3/IeJIEHUI, BPEMEHHOI'O XpaHEeHUs (HE0OX0AUMbIE B IPAKTUYECKOI
NeATCIIHHOCTH).

ApxuBHBIE JOKYMEHTHI, 00pa3zoBaBLIKECs B Ipolecce nesareabHoctd MBJIOY, ero
CTPYKTYPHBIX NIOAPa3ACIICHNI, IOCTOSSHHOTO XPAHEHHUs, [IEpelaBaeMble 110 NCTEYEHUH 5
JIET HA MMOCTOSHHOE XPAaHEHUE B MYHUIIUIIAJIbHBIN apXUB.

JIOKYMEHTBI 110 IMYHOMY COCTaBY, OTPaKaIoIUe TPYIOBbIE OTHOLIEHUS paOOTHHKA C
paboTtomaresneM.

ApXHBHBIE JOKYMEHTHI IOCTOSIHHOTO XPAaHEHUS U 10 JMYHOMY COCTaBY YUPEKICHHUIA,
MPaBONPEEMHUKOM KOTOPbIX siBsieTcas MBJIOV.

CripaBo4HBIN anmapar K JOKyMEHTaM apXHBa.

3.3aga4m U PyHKUHMHU apXHBa

3.1. OcHoBHbIMH 3aa4amu apxuBa MBJIOY sBisiercs:

KommiekToBanue JOKyMEHTaMHU, COCTAaB KOTOPHIX MPETyCMOTPEH pas3iesioMm 2
HacTtos1ero IlomoxeHus.

OOecrmeuenue CAVHBIX IIPUHIOUIIOB OpTraHU3allhu XPaHCHUA, KOMIIJICKTOBAHUA, YUCTA U
HCIIOJIb30BaHUA apXHUBHBIX TOKYMCHTOB, HX COXPAHHOCTH.

[TonroroBka u cBOEBpEMEHHas Mepeadya JOKYMEHTOB Ha XpaHEHHE B MYHUIUIIATIbHbIN
apXuB ¢ COONIOIECHUEM CPOKOB U TPEOOBAaHUM, YCTAHABIMBAEMbIX 3aKOHO/IaTEIbCTBOM
00 apxuBHOM jeine B Poccuiickoit denepanuu.

OcymiecTBiaeHrne KOHTPOJIS 3a GopMUPOBAHKUEM U O(DOPMIICHUEM JEIT B
nenonpousBoactse MBJIOV.

3.2. B cOOTBETCTBUHM C BO3JIOKEHHBIMU Ha Hero 3anadamu apxuB MB/IOY ocymecteiser

Crenyroume (PyHKIUUM:

[IpuHuMaeT nocine 3aBepiIeHus AeJIONPOU3BOACTBOM, YUUTHIBAET U XPAHUT JOKYMEHTHI
JTOY, ero cTpyKTypHBIX TOApa3AeeHH, 00paboTaHHBIE B COOTBETCTBHH C
TpeOOBaHUSAMHU, YCTAHOBICHHBIMH 3aKOHO/IATEILCTBOM 00 apXUBHOM JIeTie B
Poccuiickont @enepanuu.
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= OcyuiecTBiseT Y4eT U 00€CIeYMBAET MOIHYI0 COXPAHHOCTh NPUHATHIX apPXUBHBIX
JNOKYMEHTOB, B TOM YHUCJIE I10 JTUYHOMY COCTaBY.

» Co3naer, NOMOJIHIET U COBEPILICHCTBYET CIIPABOYHBIN anmnapar K XpaHsIIUMCS B apXUBE
JieaM U IOKyMeHTaM, 00eCIeuyruBaeT €ro MPeeMCTBEHHOCTh CO CIPABOYHBIM alaparom
MYHUIIMIIAJTIBHOTO apXKuBa, HOMeHkIaTypoi aea MBJIOY.

» JIpoBomUT CBOEBPEMEHHOE YIOPSJOUCHNE APXUBHBIX JOKYMEHTOB (IKCIIEPTU3Y
LIEHHOCTH, HAyYHO-TEXHUYECKYIO 00pabOTKY, COCTaBICHHUE OMUCEH U T. 1I.) U IEpeady
MX Ha IOCTOSSHHOE XpaHEHHE B MYHHUIIUTIAIbHBINA apXUB.

» [IpencraBnser opraHaM MECTHOTO CaMOYIIPaBIEHUs, MYHULIUIIAIIBHOMY apXUBY
HE00X0IMMbIE apXUBHYI0 MHPOPMALUIO U KOIIMH aPXUBHBIX IOKYMEHTOB, a TAKXKE
MH(POPMALIMIO O COCTaBE, COAEPKAHUM U 00bEeME XPaHSIIINUXCS B ApXUBE TOKyMEHTOB.

= OpraHu3zyeT UCIOJIb30BAHUE TOKYMEHTOB:

- nHpOpMHpPYET afMHHHUCTpaIuio U pabotHrkoB MBJIOY o0 cocTaBe u conepkaHuu
JIOKYMEHTOB apXHBa;

- OecIIaTHO MPEIOCTABIISET MOJIb30BATESIM apPXUBHBIMU JOKYMEHTaMU 0(OPMIICHHbBIC
B YCTAaHOBJICHHOM IOPSIJIKE apXUBHbBIC CIIPABKY MJIM KOITUU apXUBHBIX JIOKYMEHTOB, CBSI3aHHBIE
C YCTAHOBJICHUEM TPYIOBOIO CTaXka, COUMAIIBHOM 3aIUTON IPa)KJ1aH, MpelyCMaTpUBAIOIICH
WX TICHCUOHHOE 00eCTeueHUE, a TAK)KE MOTyUYeHHE JIbIOT U KOMIICHCAIIUM B COOTBETCTBUU
¢ 3aKkoHOAaTenbcTBOM Poccuiickoit denepanuu;

- BBIAAET B YCTAHOBJIEHHOM MOPSJIKE JI€J1a, TOKYMEHTHI WU KOITUU JOKYMEHTOB B LIEJISIX
CITy’KEOHOTO M MPAKTHYECKOTO MCIIOIB30BAHMS I pa0OTHI B IOMEIICHUN apXUBa;

- BEJICT y4€T UCIOJIb30BaHUS IOKYMEHTOB, XpaHSIIUXCS B apXUBE.

» Oka3bIBaeT METOAMYECKYIO TTOMOIIb clyx0e aenonpousoactsa MbJIOY B
COCTaBJICHUU HOMEHKJIATYPbI JIe]1 YUPEKICHUS, KOHTPOJIUPYET MPABUIBHOCTh
dhopmupoBanus U oPopMIIECHHUS JIeT B ACIONPOU3BOJCTBE, a TAKXKE MOATOTOBKY JIeT K
repeiaye B apXuB YUPEKICHUS.

4. IlpaBa U 0OTBETCTBEHHOCTH 110 BEICHUI0 APXHUBA.

4.1. JIns BBITIOJTHEHUS BO3JIOKEHHBIX 33/1a4 U (DYHKIIUH JIMII0, OTBETCTBEHHOE 32 BEJCHUE
apxuBa MbJIOY, numeer npaso:

"  TOHTPOJUPOBATH BHIMOJIHEHNE YCTAHOBJICHHBIX MTPABHII PaOOTHI C JOKYMEHTaMHU B
MB/IOY, ero cTpyKTypHBIX NOAPA3ACICHUSX.

"  3anpaiuBaTh OT CTPYKTYPHBIX noapasaeneHuii MBJIOY cBenenus, HeoOXoauMBbIE IS
paboThI apXuBa, C y4ETOM 00€CTICYeHUS BHITIOJTHEHHS BCEX BO3JIOKEHHBIX HA apXUB
3a/1a4 U QYHKIH.

4.2. JIumo, oTBeTCTBEeHHOE 3a BeqeHue apxuBa MB/IOY, HeceT 0TBETCTBEHHOCTH 32
BBITIOJTHEHUE BO3JIOKCHHBIX HA apXUB 3a/1a4 U (DyHKITUH.

4.3. 3a yTpaTy ¥ opuy JOKYMEHTOB JIOJDKHOCTHBIC JIUIA YUPEKACHUS (PYKOBOIUTEH
YUPEKICHUS U JIULIO0, OTBETCTBEHHOE 3a BEJICHUE apXKBa) HECYT OTBETCTBEHHOCTh B
COOTBETCTBUU C JEHCTBYIOLIUM 3aKOHOJATEIILCTBOM.
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S. KoMmiuiekToBaHue apxuBa
5.1. [loaroToBka 10KyMeHTOB K niepegaue B apxuB MBJIOY BkitouaeT s3kcriepTu3y HayqYHOH U

MPAKTUYECKON IIEHHOCTH IOKYMEHTOB, O(hopMIICHHE €T, COCTABICHNE OIUCH.
5.2. DkcnepTu3a EHHOCTH IOKyMEHTOB.

5.2.1. DxcniepTH3a IEHHOCTH IOKYMEHTOB - OTIpe/IeJICHHE IIEHHOCTH IOKYMEHTOB C IIEJTBIO
0oTOOpa UX Ha XpPAaHEHUE U YCTAHOBJICHHE CPOKOB XPAHECHHSI.

DKcrepTr3y eHHOCTH 10kyMeHTOB B MB/IOVY ocyiiecTBisieT MOCTOSHHO JIEMCTBYIOMIAs
AKCHEPTHAsE KOMUCCHSL.

5.2.2. DxcnepTHasi KOMHCCHSI Ha3HaYaeTcs nmpuka3zom 3asenyroiieit MbJIOY

B cocrtaB DkcniepTHOM KOMUCCUU BKJIIOYAIOT HE MEHEE TPEX COTPYAHHUKOB, B TOM YHCIIE B
00s13aTeIbHOM NOPSIKE JIMIIO, OTBETCTBEHHOE 3a BeAeHue apxuBa MBJIOY. Cekperapem
DKCIEpTHOM KOMUCCUU Ha3zHayaroT jenonpousBoautesns MBJIOY.

DKcrepTHasi KOMUCCHS Ha 3acelaHusIX paccMaTpuBaeT: HoMeHkiarypy nein MBJIOY onucu nen
MOCTOSTHHOTO XPaHEHUSI U 10 TUYHOMY COCTaBY, aKThI HA IOKYMEHTHI, BBIICIIAEMbIC K
YHUUYTOKEHUIO.

5.3. OdopmiieHue ner.

5.3.1. Jlena nOoCTOSITHHOTO XpaHEHUs MOIUIMBAIOTCS B TBEPAYIO 00JI0KKY CYpOBBIMU HUTKaMHU.
JIuCTHI HyMEPYIOTCS B MPABOM HIKHEM YIJTy MPOCTHIM KapaHaaiioM. KoaudecTBo IMCTOB B
KaKJIOM JIeJie He TOJDKHO npeBbimath 250. B KoHIIE 1e51a COCTaBIAETCS 3aBEPUTEIIbHAS
HA/INCh.

5.3.2. Ha 06moxKe J1eJ1 TOCTOSTHHOTO XpaHEHHUsI TIOJKHBI OBITh MPOCTABJICHBI CIACAYIOIIHE
PEKBU3HTHI: IOJTHOC HAUMEHOBAHUE BBIIIECTOSIIEH OpraHu3aliii, HAMMEHOBAaHHE
00pa3oBaTeIbHOTO YUPEKIACHHUS, HOMED (MHJIEKC) Jiea TI0 HOMEHKIIaType, 3aroJIOBOK Jiena,
KOJINYECTBO JIUCTOB, CPOK XPAHEHUS WJIK OTMETKA «XPaHUTh MOCTOSHHOY», HOMEp (hoH/Ia,
OIHCH, JCa.

5.3.3. Ilo okoHYaHUH ETOMPON3BOJICTBEHHOTO T0/1a B O(POPMIICHHBIE OOJIOXKKH JIeTT
MOCTOSTHHOTO XPaHEHUsI BHOCSATCS HEOOXOIMMbIC YTOUHEHUS: B 3aTOJIOBKHU JIEJ1, COACPKAIINUX
pacropsiANTENIbHbIE TOKYMEHTHI (IIPUKa3bl, MPOTOKOJIbI), BHOCATCS HOMEPA; €CJIH JIETIO C
MEPENMCKON COCTOUT U3 HECKOJIBKHUX TOMOB, B KaKJOM TOME YKa3bIBAa€TCsl KOPPECIIOHIAEHT,
aBTOp, TEPPUTOPHS, APYTHE aHHBIC. B Kak710M TOMe yKa3bIBaeTcs J1ata (4rciio, MeCsIl, To1)
Hayaja ¥ OKOHYaHUs JaHHOTO ToMa. TOYHbBIE JaThl MPOCTABISIOTCS HA OOJIOKKAX IS
OBICTPOTO MOKCKA JIOKYMEHTOB B MOCJIENYIONIEM; U3 3aBEPUTEIHHON HAITUCU Ha OOJIOKKY
JieJ1a BBIHOCUTCS KOJIMYECTBO JIUCTOB B JIEJIE.

5.3.4. Haanucu Ha 06710KKax €7 MOCTOSHHOTO U IOJITOBPEMEHHOTO XPaHEHHS CIeTyeT
MIPOU3BOANTH YETKO, CBETOCTOMKUMH YEPHUIIAMHU.

5.3.5. Jlns yyeTa KoiaudecTBa JUCTOB B Jiejie U (PUKcAIIMM OCOOCHHOCTEN X HyMepaluK Ha
OTJIEJILHOM JINCTE COCTABIISIETCS 3aBEPUTEIIbHAS HAIIUCH.

B 3aBepuTenpHON HAAMUCH YKA3bIBACTCS KOJUYECTBO JIUCTOB (LM pamMu U IPOMUCHIO) B JEIeE.
3aBepuTenbHas HAJMUCh MOAMUCHIBAETCS COCTABUTENEM C YKAa3aHUEM €T0 JTOKHOCTH M 1aThl
COCTABJICHUS.



5.3.6. BHyTpeHHsIs1 OMUCh COCTABIAETCS K JiejaM MOCTOSTHHOTO U JIOJITOBPEMEHHOTO (CBBIIIIE
10 net) cpoka xpaHeHusi, cHOPMUPOBAHHBIM MO PA3HOBUHOCTSIM JIOKYMEHTOB, 3aTOJIOBKH
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COAepKaHUE JOKYMEHTOB (0C000 1IEHHbIE, INYHbIE Jelia

U 1p.).
5.3.7. Jlena BpEMEHHOTO XpaHEHUsT OQPOPMIISIFOTCS YIIPOIIECHHO:

OHU HC MMOAIIMBAIOTCS, JINCTHI B HUX HC HYMCPYIOTCS, YTOUYHCHUC HA 00JI0’KKaX HE
MMPONU3BOAUTCSA, OIMMCH Ha ACJIa HC COCTABIIAIOTCA, YUCT BCACTCA 110 HOMCHKIIATYPEC ICII.

5.4. Onucanue JOKYMCHTOB ITIOCTOAHHOI'O CPOKa XPaHCHMUA.

5.4.1. [1o oxoHuanuu nenonpousBojcTBeHHOro roga B MbBJIOY npousBoautcst oréop
JIOKyMEHTOB MOCTOSIHHOTO CPOKa XPaHEHUS JJIsI BKIIFOUEHUS UX B ONMUCh. OMUCHh COCTOUT U3
TOJIOBBIX pa3zesioB, BHYTPH Tojia Jelia pacroiaraioTcs 1o CTelneHd 3HAYUMOCTH C YY€TOM
HOMUHAJILHOTO MPHUHITUIIA (B COOTBETCTBUU C HOMEHKIIATYpOH 00pa30BaTeIbHOTO
YAPEKICHUSA).

5.4.2. Onucu coCTaBIISIIOTCS Pas3aciIbHO Ha ACJia ITIOCTOAHHOI'O XpaHCHHA 110 OCHOBHOH
ACATCIBHOCTHU U Ha J¢CJIa 110 JIMYHOMY COCTaBY.

5.4.3. Onucu cocTaBIsIOTCS CEKPETAPEM.

5.4.4. Onuck Benercs B €IMHON BaJOBOM HyMEpalMH B TCUEHHE HECKOJIBKUX JIET U
3aKaHYMBAETCS MO COTIACOBAHUIO C MYHUIIMITATHHBIM ApXUBOM, Ky/Jla TOCTYMAIOT JOKYMEHTHI
MBJI0V.

5.4.5. Ha nena ¢ UCTEKIIUM CPOKOM XPaHEHUsSI COCTABIISIETCS aKT 00 YHHUUTOXKECHUH.



