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MAJLOY Ne | «/lerexnii can Byaymero»

COINTIACOBAHO
[pencenarens npocoiosHoro
KOMHTETA:

B.B.bpbuinta

MMosowenne 06 apxuse
1. O6mme nonosxenust

1.1. Tlonoxenne o6 apxuse MAJIOY Ne |« Jlerckuit can byaymiero», (janee —
ITonoxenne), paspaborano B coorBeTcTBIN ¢ DejepalibHbIM 3aKOHOM «O0 apxuBHOM Jlesie B
Poccuiickoit ®ejiepatinn» or 22.10.2004 No 125-D3, MeTojiMuecKUMH PEKOMEH/ UMK 110
pabore ¢ JIOKyMeHTaMu B 0011e00pa3oBaTelIbHBIX YUPEHICHHSIX.

1.2. Hacrosiiee Ilonoxenune pazpaborano B uessx:

— COBCPHICHCTBOBAHMSL  JIeATEJbHOCTH B cepe  OpraHusallid  Xpaneuus,
KOMIUICKTOBAHMS, YUeTa W UCIIOAL30BaH NS apXUBHBIX JokymenTos MAJIOY;
—  PalMOHAILHOH OpraHu3alini JIOKYMEHTallHOHHOIro obectievenus B MAJIOV.

1.3. Apxus MAJIOY coszjlaercst B 1@IsIX XPaHEHUs, KOMIUIEKTOBAlN, yuera U
HCHOJIB30BAHMS JIOKYMEHTOB, 00pasylotmxes B npouecce JestensHoct MAJIOY  n
3AKOHYCHHBIX JCIONPOU3BOACTBOM JIOKYMCHTOB NPAKTHUCCKOrO Haznauenus, ux o1bopa u
[OJIPOTOBKHM K 11epe/lade Ha XPaHCHHE B MY HHIHITAIbHBI apXUB.

1.4. B cBoeit pabore apxus MAJIOY PYKOBOJICTBYECTCSI 3aKOHOJATCILCTBOM 00
apxuBHOM Jiejie B Poccuiickoid dejiepaiinu, WHLIMH HOPMATUBHLIMU [IPABOBLIMH AKTAMH
Poccuiickoit Mejepatinn, gokaibisivi akramu MAJLOY  u nacrosiim [losoxeriem.

1.5. Konrpoin 3a JiesitesibHocThio apxusa MAJIOY  ocyluecrsisier 3ase/ylonias, a B
e OTCYTCTBHM CTapUIMI BOCHIHTATENL, KOTOpble 00ECcHeuuBalor apxus HeoOX0MMbIM
ukadom 1 060pyLOBAHKEM.

1.6. Herocpejcrsennoe pykosojictso apxusom MAJOY BO3JIAIACTCs [IPUKA30M
3aBEAYIOLICH HA IO, OTBETCTBCHHOC 3a  BEJCHHC apxupa (Kak 1paBuiio, Ha
JICITOTTPOU3BO/LUTCIIS ).

2. Cocras IOKYMCHTOB aPXHBA
2.1. ApXMBHBbIC JIOKYMEHTBI, [OCTYNalonme Ha Xpanenune B apxus MAJOY,
OTHOCSTCS K MYHULMIAILHOM COOCTBCHHOCTH, HE HOUICKAT NPHBATH3ALMH, HE MOI'YT ObITh
00BEKTOM MPOJAKH, MEHbI, JIAPCHUS, a TAKAC HILIX C/ICHOK, MOIYHX HPHBCCTH K HX
OTHYXKJIEHHIO. :
2.2, Bapxus MAJIOY nocrynaior:
2.2.1. ApxuBHble ZOKyMeHTbI, 0Opa3zosasiecs B rporecce gesrensuoctd MAJIOY,
BPEMEHHOTO XpaHCH s (HCOOXOMMBIE B [IPAKTHUECKON JICATCILHOCTH).
2.2.2. ApxuBHbIE JJOKyMEHTBI, 0Opasosasiiecst B ipoiiecce jesrestoctn MAJIOVY.
2.2.3. JIOKYMEHTBI 110 JIMHHOMY COCTABY, OTPAKAIOUIME TPYJOBLIC OTHOHICHHS
paborHuKa ¢ paboTojaTesieMm.
2.2.4. APXHBHBIC JLOKYMCHTBI HTOCTOSHIOIO XPaHEH s,
3. 3asaun i QKON apxuBa.
3.1, Ocnosubivu 3aauamu apxusa MAJIOY:
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3.1.1. KommiekroBanue JIOKYMEHTAMH, COCTAB KOTOPBIX HPE/LYCMOTPEH Pa3ielion
Hacrosiuero Ionoxenus.

3.1.2. OGecrieuenne eIMHBIX TPUHILAIIOB OPraHU3aliid XPAHEHMs!, KOMILICKTOBAIMS,
ydera u HCIOJIb30BaAHHE apXMBHLIX JIOKYMCHTOB, HX COXPAHHOCTH.

3.1.3. Ocymectsienne konrpons 3a (opmuposanueM u odopmieHnem jei B
Jenonpounssojctse MAJIOVY.

3.2. B COOTBETCTBHM ¢ BOBIOKCHILIMH HA HErO 3a/@4aMu apxu MAJIOY
OCYLIECTRIISACT ClIe/lytolHe GYHKIMM:

3.2.1. Ilpunnmaer nocsie 3aBepHicHis JEIONPOUIBOACTBOM, YUHTBIBACT M XPAHWT
nokymentbl MAJIOY, oBpaboranibie B COOTBETCTBAN ¢ TpeGOBAHMSIMH, YCTAHOBJICHHBIMH
3aKOHOATENLCTBOM 00 apxuBHOM Jiesie B Poceuiickoit Mejepaitiy.

3.2.2. Ocywectnisier yuer u ofecreqnBaet MOIHYIO COXPANHOCTL PHHSITHIX
APXHUBHBIX JI0KYMEHTOB, B TOM UHMCIIE 110 JIMHHOMY COCTABY.

3.2.3.  [IpoBOJMT  CBOCBPEMEHHOC — YHOPSIOMCHHE  apXMBHLIX  JIOKYMCIITOB
(9KCTIepTH3Y HEHHOCTH, HAYHHO-TEXHHUCCKYI0 00PaboTKY, CoCTaBIeHHe Olucedi n T.L. ).

3.2.4. Opranusyer UCIoJIL30BAHNE JIOKYMCHTOR:

- uudopmupyer ajMuHKcTpaimio 1 padoriukos MAJIOY o cocrase u cojepmanuu
JIOKYMEHTOB apXHBa;
- OecruiaTHO 1PEJIOCTABIISET [ONL30BATCIAM APXUBHBLIMU JIOKYMEHTaMH 0QOPMICHIbIC B
YCTAHOBJICHHOM  [1OPSIZIKE  APXHBHbBIC  CIPABKM WM KOIHM  APXUBHBIX JIOKYMCHTOB,
CBSIBAHHBIC ¢ YCTAHOBICHHEM TPYJIOBOIO  CTAka, CONMAILHONW  3aumToll  rpasxiall,
IPpe/lyCMATPUBAIOLIEH  MX NeHcHonHoe obeclieuctne, a TaKKe [0JyUCHUE JILIOT U
KOMIICHCALMH B COOTBETCTBHH C 3aKonoareinersom Poceniickoit Meepaunn;
- BbLACT B YCTAHOBJIEHHOM MNOPSIAKE Je/1a, JIOKYMEHTBl WM KOMHH JIOKYMEHTOB B 1(e/sX
CI1Y’KEGHOIO U IPAKTHUECKOIO HCHOL30BAMSL JUis pAOOTDI B ITOMCIICHAH apXHBa;
- BEJIET YUeT UCII0JIL30BAHMS! JIOKYMEHTORB, XPAHSLIMXCS B apXHBE.

4. [IpaBa u 0TBETCTBCHHOCTD

4.1. Jlnst BBINOJHEHMS BOBIOKCHHBIX 3a1a4 W OYHKLUMHA JIMLO, OTBETCTBCHIOC 3a
sejienue apxusa MAJIOVY, umeer npaso:

4.1.1. Kowrponuposath — BLUIOJIHEHHE  YCTAHOBICHHBLIX — Hpasui  paboThl ¢
Jjokymenramu B MAJIOY.

4.2, Jlnuo, orsercreHtoe 3a sejchue apxusa MAJIOY, HeceT oTBETCTBCHIOCTE 3a
BBINOJHEHUE BO3JIOKCHHDIX Ha apXUB 3a/1a4 U ()Y HKIUAI.

43. 3a yrpaty W 1Opuy JIOKYMCHTOB JIOJUKHOCTHBIC JIMIE  YUPCHKICHMS
(PYKOBOAMTE/IL  YUPEIHKACHUS M JIMLO, OTBCTCTBCHHOC 3a  BCJACHHC apXuBa) HECYT
OTBETCTBEHHOCTH B COOTBETCTBUHU C JICHCTBYIONIMM 3aKOHO/@TEILCTBOM.

5. Kommuiexrosanne apxusa

5.1. Moaroroska sokymenTos K nepejtate 8 apxus MAJIOY  Brimouaer sxeneprusy
HAyYHOH U MPAKTHYCCKOH LEHHOCTH JIOKYMCHTOB, OPOPMICHHE JICI, COCTABICHHE ONUCH.

5.2. DKereprrsa LeHHOCTH JI0KYMEHTOB.

5.2.1. Dxeneprusa UEHHOCTH JIOKYMEHTOB - OMpejie/icHie. HCHHOCTH JIOKYMCHTOB ¢
1eiblo 0T00pa UX Ha XPAHEHHE 1 YCTAHOBICIHC CPOKOB XPAHCHHSL.

Dxenieprusy  nennoctn  Jjokymentos 8 MAJIOY  ocymectsiusier  HocTosHHO
JICHCTBYIONAsI IKCIIEPTHASL KOMUCCHSI.

5.2.2. DxcrnieprHas KOMMCCHsI HaszHauactes npukasom sapeayiouieii MAJIOY. B
cocTan DKCNEPTHON KOMHUCCHH BKJIIOHAIOT HC MEHEE TPEX COTPYHHKOB, B TOM UuCie B
00s13aTelILHOM HOPSIJIKE JIHIL0, OTBETCTBCHHOC 3a Bejenue apxusa MAJIOY.
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DKeHepTHas KOMUCCHS HA 3ace)ialinsx pacemarpuBaet: HomeHkiarypy sien MAJIOY
TIHCH JIeJL TIOCTOSHHOTO  XPAHEHHS 1 1O JIMUHOMY COCTABY, aKThi Ha JIOKYMCHTBI
BBIICISIEMBIC K YHHYTOKEHHIO.

5.3. Opopmaenue oen.

5.3.1. Jlena nocTosHHOrO XpaHeHus HoAUBAIOTCS B TBEPJLYIO 00JIOKKY CypOBLIMHU
HUTRAMH. JIHCTD HyMepyioTes B IpaBom Bepxiiem YEIY NPOCThIM Kapanjaniom. Kongecrso
JAMCTOB B K&KIOM JICNe He M0IKHO npesbinars 250, B konue feta na oracibion jnere
COCTABISIETCS 3aBCPUTCILHAS HAJITHCD.

5.3.2. Ha obnoxke sen nocrosinioro XPAHEHHS  JIOJDKHBL OBITH  [IPOCTABIICHDI
CIICAYIOWNE PCKBHIHTEI: HAMMCHOBAHHC O0PA30BATCIBLHOIO YUpPEKACHHS, Homep (MijieKe)
ACJIa 110 HOMCHKJIATYPE, 3ar0N0BOK JElid, KOIMIECTBO JIHCTOB, CPOK XPaHCHUS WK OTMETKA
CXPAHUTDL MOCTOSIHHO», HOMEp (OH/1a, orucH, Jieha.

5.3.3. Tlo okoH4aHHK JEOTIPON3BOACTBEHIONO TO/A B odopmietibie 0610k KN e
HOCTOSHHOTO XpaHCHUs BHOCSTCS HEOGXOMMBIC YTOUHCHHS: B 3ar0J0BKH JCIL, COJEPAKATAX
PACTIOPAIMTCILUBIC JIOKYMEHTBL (IIPHKA3bI, 11POTOKOJBI), BHOCSTCS HOMEpa; eclin Jiello ¢
TEPETIHCKOIT COCTOUT U3 HECKONBLKHX TOMOB, B KAXKIOM TOME YKa3bIBACTCs KOPPECIOHIEHT,
ABTOP, TCPPHTOPHSL, JAPYTHE JTAHHbIC. BB Kazi/l0M TOME yKasbIBaCTCS jiata (YHCN0, MecsiiL, ron)
Hauana u- OKOHYAHMS JAannoro roma. Tounbie JaThl NPOCTABIAIOTCS Ha 0GA0KKAX JUIs
OBICTPOro NOKCKa JIOKYMEHTORB B HOCIICNYIONIEM; 13 3aBEPUTEILHON HA/UIHCH 1A 00J107KKY
JIeJ1a BLIHOCHTCSE KOJIMYECTBO JIMCTOR B JICIIC.

5.3.4. Hamrmen na o0s10%Kax Jei1 NOCTOSHNONO 1 JIOJTOBPEMEHITOrO  XparieHus
CICIYCT IPOU3BOJUTE HETKO, CBETOCTOIKUMHU YepHIIIAMH.

5.3.5. Jlnis ywera KoamuecTBa NHCTOB B Jene uo ukcaurn  ocobeHnocTel  ux
HYMCPALHI Ha OTICIILHOM JIMCTE COCTARIISICTCS! 3aBEPHTCILIAS HA/MHC,

B saBepuresnnnoit  maamuen  ykaseizaercs  KOAMMCCTBO HCTOR (rppamu u

5

I Hp()HHCth) B Jielie. 3'dli€‘pl/l'I€JIl>II£UI HAJUTUCE TIOJUTHCLIBACTCS COCTaBUTEIEM ¢ YKaszanuem

€ro IOJUKHOCTH M J1aThl COCTABJICHUSI.
335 BHyTPCIHI}l}I OITUChL COCTABIISICTCS! K JICJIAM HOCTOSIHHOT'O H 10JITOBPEMEHHOIO
(CBI)IUIQ 10 J[C'l‘) CpOKa XpaHeHHsl, C(i)()pMHP()BHIHih]M 10 PasHOBHJHOCTSIM JIOKYMCHTOB,

3ar0JIOBKH KOTOPLIX He PACKPLIBAIOT KOHKpEeTHOE COJIEpIKaAHME JIOKYMECHTOB (0000 HCHHbBIC,

JHYHBIE JIeT1a 1 Ip. ).

5.3.7. Jlena spemennoro xpaieius oGopmisiores YIPOLIUCHHO:
OHH HC TOUNHBAIOTCA, JIMCTBL B HHX HE HYMEPYIOTCH, YTOMHCHHE Ha OONONKKAX He
IPOM3BOANTCS], OIMCH HA Jesia HEe COCTABISIOTCS, YUeT BEACTCS M0 HOMEHKJIATYpe Jie)l.

5.4. Onmcanne J0KyMEHTOB HOCTOSIHIONO CPOKa XPAHCHHSI.

5.4.1. Onuen  cocTgaBisiores payiebio Ha Jiena  mocTosHioro XpaHCHHs 110
OCHOBHOM JIeSITENLHOCTH | Ha JIeJIa 10 JIHUHOMY COC raBy.

5.4.3. Onucu cocTaBisioTes eNonpon3BOTeeM.

5.4.4. Onnck BeAETCS B ¢IMHOMN BaIOBOI HYMCPALIHH B TCUEHHE HCCKOJILKMX JICT.

5.4.5. Ha jiena ¢ MCTeKLINM CPOKOM XPaHEHUs COCTABNIACTCS akT 06 YHHUTOKCHUH,

[porokoin cosera yupeurcaenis
Or 17.12.2018r. Ne 08




