


1.001mue mojiokeHust

1.1. Tlonoxenue 06 apxuBe MBJIOY n/c Ne39 (nanee - [lonmoxkenue) pazpadoTaHo
B COOTBETCTBHUM C MOANYHKTOM 8 myHKTa 6 [lojoxkeHust o deaepaabHOM apXHUBHOM
AreHTCTBE, YTBEPKACHHOTO YKa3om IIpesmmenrta Poccuiickoit denepanun oT 22
uroHs 2016 r. N 293 "Bonpocel denepanbHoro apxuBHoro areHrcrea’ (CoOpanue
3aKkoHoaarenbcTBa Poccuiickoit ®denepamuu, 2016, N 26, ct. 4034), npukasza
(denepanbHOro apxuBHOro areurcrea ot 11 anpens 2018 r. N 42 «O0 yTBEpKICHUH
NPUMEPHOTO TOJIOKEHHSI 00 apXHUBE OPraHU3alumny.

1.2. Hacrosmiee [Tonosxkenue pazpadoTaHo B HENSX:

- COBEPIICHCTBOBAHMS  JICATEIBHOCTH B C(epe OpraHu3alyyd  XPaHEHUS,
KOMIUICKTOBAHHUS, YY€Ta W MCMOJb30BAaHUS apXMBHBIX NOKyMeHTOB MBJIOY n/c
No39;

- panMoOHAILHOW OpraHM3aluu JTOKyMEHTaMoOHHOTO obOecnedyenuss MBJIOY n/c
Ne39,

1.3. Apxu MBJIOY n/c Ne39 cozmaercst B LEIAX XPaHEHUSs, KOMIUICKTOBAHUS,
ydeTa W UCHONb30BaHud B mponecce aeareabHoctd MBJIOY nm/c Ne39 wu
3aKOHYCHHBIX JCJIONPOU3BOACTBOM JIOKYMEHTOB MPAKTUUYECKOTO HA3HAYCHHS, HUX
oTOOpa U MOATOTOBKH K MEPeJadYe Ha XPAHCHUE B MYHULIMNAIbHBIA apXUB.

1.4, ApxuB  opraHuzauMM B CBOCH  JEATEIIBHOCTH  PYKOBOJACTBYETCS
3aKOHOJATENILCTBOM 00 apxuBHOM Jene B Poccuiickoit denepannu, JTOKaaIbHBIMA
aktamu MBJIOVY a/c Ne39 u Hactosimum [lonoxkeHuem.

1.5. Kontpons 3a aesartenbHOCThIO apxuBa MBJ/IOY n/c Ne39 ocymecTBaser
3aBEAYIOIIMIA, a €€ OTCYTCTBHE 3aMECTHUTEIM  3aBEAYIOLIECTO, KOTOPBIE
00eCneYnBarOT ApXUB HEOOXOAUMBIM MMOMEMICHAEM U 000PYI0BAHUEM.

1.6. HemocpencTBEHHOE  PYKOBOJACTBO  apXWBOM  BO3JIaracTCs  MPUKA30M
3aBEAYIOLIETO HA JIMLO, OTBETCTBEHHOE 34 BEACHUE apXUBA.

2. Cocras noxkymentoB Apxusa MB/IOY a/c Ne39

2.1. ApxuBHBIC JAOKYMEHTHI, MOCTYMAIME HA XpaHeHue B apxuB MBJIOY n/c
No39, OTHOCATCS K MyHUIMNAIBHON COOCTBEHHOCTH, HE OJIEKAT MPUBATU3ALUN U
HE MOTYT OBITh OOBEKTAMU CAETIOK, MOTYIIMX MTPUBECTH K UX OTUYKICHHUIO.
2.2. B apxus MBJIOVY n/c Ne39 moctynaror:
a) apXMBHBIE JOKYMEHTBl BPEMEHHBIX CPOKOB XpaHEHMs, O0pa3oBaBIIMECS B
JESATENBHOCTA OpPraHu3aui (HEOOX0IMMBbIE B MPAKTUYECKON IEATEIIBHOCTH ),
0) apXMBHBIE TOKYMEHTHI TOCTOSIHHOTO XPAHEHUS,
B) IOKYMEHTBl MO JMYHOMY COCTaBy, OTP@XAKOIIME TPYAOBBIE OTHOIICHUS
paboTHUKA ¢ padoToaaTeNeM;
I') apXMBHBIE TOKYMEHTHI, 00pa3oBaBIIKecs B mpouecce aesatenbHoctd MB/IOY n/c
Ne39,

3. 3amaun u pynkuun Apxusa MB/1OY a/c Ne39

3.1 K 3amadyam ApxuBa opraHu3aniu OTHOCSITCS:
1. KoMmiekroBaHue OOKYMEHTAMH, COCTaB KOTOPBIX MPeAycMOTpeH rnaBoi Il



Hacroswero llonoxxenus.
2. O0ecrneueHUe €IMHBIX TPUHLIMIIOB OPraHU3allMM XPAHCHUS, KOMIUICKTOBAHUS,
y4eTa U HCMOJIb30BAHKS APXUBHBIX JOKYMEHTOB, UX COXPAHHOCTb.
3. OcyuiecTBiICHHE KOHTPOJs 3a (opmupoBaHrueM U O(OPMIICHHEM JCT B
nenonpousBoactBe MBJIOY 1/c Ne39.
3.2. B COOTBETCTBMM € BO3JNIOKEHHBIMU HA HEro 3agayamu apxuB MBJIOY a/c Ne39
OCYUIIECTRIISIET CJICAYIOIUE (DYHKIUH:
1. IlpuHMMaeT mocae 3aBEPLICHUS JACIOMPOU3BOJCTBOM, VUHTHIBAET W XPaHUT
JOKYMEHTBI, 00pa0OTaHHbIE B COOTBETCTBHM C TPEOOBAHHMSMM, YCTAHOBJICHHBIMH
3aKOHOJATEILCTBOM 00 apXMBHOM jene B Poccuiickoiit denepannn.
2. OcywecTBasieT y4eT M 00ECIEeUMBAacT TOJHYK) COXPAHHOCTb TPUHSTHIX
APXUBHBIX JOKYMEHTOB, B TOM YHMCJIE€ TIO TUYHOMY COCTaBY.
3. TIpoBOAMT CBOEBPEMEHHOE YIOPAAOUYEHUE APXUBHBIX JOKYMEHTOB (SKCIIEPTU3Y
LEHHOCTH, HAYYHO-TEXHUYECKYHO 00paObOTKY, COCTaBICHUE ONMUCEH U T.J1.)
4. Opranusyer UCMOIb30BAHUE JOKYMEHTOB:
- MHQOPMUPYET AJAMHUHHCTPALAI0 M PaOOTHUKOB O COCTABE M COACPKAHHUH
JOKYMEHTOB apXHBa,
- OecniaTHO MPEAOCTABISIET MONIB30BATENSIM APXHBA JOKYMEHTHI, O(POPMIICHHBIE
B YCTAHOBJICHHOM MOPSIKE APXUBHBIC CIIPABKHM WJIA KOMHUHA apXWUBHBIX JOKYMEHTOB,
CBSI3aHHBIE C YCTAHOBJICHHEM TPYJIOBOrO CTaXa, COUMAIBHON 3aIMTONW TPakKaaH,
NpeIyCMaTPUBAOLIEH WX NEHCHOHHOE 00ECNEUYCHHE, A TAKKE MOTYYEHUE JBIOT U
KOMIICHCALMIA B COOTBETCTBHAM C 3aKOHOIATENLCTBOM Poccuiickoit denepanuu;
- BBJIACT B YCTAHOBJIICHHOM TMOPSAKE Jella, JAOKYMEHTHI WM KONHUH
JOKYMEHTOB B LENAX CIY>KEOHOTO M MPAKTUYECKOTO MCMOJIb30BAHUS AJisi PadOTHI B
nomenieauu MBJIOV a/c Ne39;
- BEJIET YUET UCIMOJIB30BAHUS JOKYMEHTOB, XPAHSALIMXCS B APXHBE.
5. OcyumecTBIsET MOATOTOBKY M MPEACTABIIAECT HA PACCMOTPEHHE M COTTIACOBAHHE
DKCMEPTHOH KOMHCCHUM JETCKOTO0 CajJa ONUCH JENl TMOCTOSHHOTO XPaHEHUS,
BPEMEHHBIX (CBbIIIE 10 JIET) CPOKOB XPaHEHUS, B TOM YKCJIE TIO TUYHOMY COCTaBY, a
TAKKE aKThl O BBIICICHUM K YHUYTOKCHHIO APXMBHBIX JOKYMEHTOB, HE
NOJICKAIUX XPAHEHUIO, aKThl 00 yTpaTe NOKYMEHTOB, aKThl O HEHUCIPABUMBIX
NOBPEKACHHUIX APXUBHBIX JOKYMEHTOB;
6. OcywecTBiIIeT NOATOTOBKY M MeEpenavyy AOKYMEHTOB YUPEXKICHUS B Ciydae
JUKBHIAUMK  (peopraHu3auud B (OpME  MPUCOCAUMHECHHS)  OpPraHW3aALWd-
NPABOMPEEMHMKY, BBIMIECTOAIIECH OpraHu3aluy WM B MYHULUNAIBHBIA apXuB B
COOTBETCTBUM C TPECOOBaHMSIMHM, YCTAHOBJICHHBIMU [ OCYAapCTBEHHOW apXWBHOMA
ciyx0oii PO.

4. IlpaBa ApxuBa OpraHu3anmuu

4.1. JIns BBIMOJIHEHUS BO3MOKEHHBIX 3a7a4 W (YHKLMI JTUI0, OTBETCTBEHHOE 3a
BEJICHUE apXHBa UMEET MPABO:

a) TPEACTaBIAThH PYKOBOJACTBY OpraHM3alHH NPEATIOXKEHUS no
COBEPUICHCTBOBAHWIO OpPraHM3alli  XPAHEHWsS, KOMIUICKTOBAHWS, YyYeTa W
WCIOJIb30BaHUsl apXUBHBIX JOKYMEHTOB B ApxuBe MBJIOY n/c No39;

0) KOHTPOJAMPOBATH  BBINOJHEHWE  YCTAHOBICHHBIX  NPAaBHJ  pabOTBl  C



JNOKYMEHTaMU,
4.2, Jlmno otrBercTBeHHOE 3a BeneHue apxuBa MBJIOY  n/c Ne39  Hecer
OTBETCTBEHHOCTH 32 BBITTOJIHEHUE BO3JIOKCHHBIX HA APXUB 3371a4 U (PyHKIUHA.

4.3. 3a yTpary ¥ mop4y JOKYMEHTOB JOJDKHOCTHBIC JIMIA (PYKOBOJUTENb U JIUIO
OTBETCTBEHHOE 3a BEJICHUE ApPXMBA) HECYT OTBETCTBEHHOCTHh B COOTBETCTBHM C
JNEHCTBYIOLIUM 3aKOHOATENBCTBOM.

S. KomiuiekroBanue Apxusa

5.1. TloaroroBka AOKyMeHTOB K nepenadye B ApxuB MBJ/IOY n/c Ne39 Bkmrouaet
AKCIEPTU3y HAYUYHON M MPAKTUYECKOW LIEHHOCTH TOKYMEHTOB, O(QOPMIICHHE AET,
COCTaBJICHUE OMKCH.

5.2. Dkcneprusa LEHHOCTH JOKYMEHTOB.

5.2.1. DKcnepTu3a LEHHOCTH TOKYMEHTOB - ONPEACIICHUE LIEHHOCTU JOKYMEHTOB C
LENbI 0TOOpAa MX HAa XPAHEHUE M YCTAHOBIICHUE CPOKOB XPAHECHHS. DKCIEPTU3Y
LEHHOCTH JOKYMEHTOB OCYIIECTBIISIET TOCTOSIHHO JCHCTBYIOINAS SKCIECPTHAs
KOMUCCHSI.

5.2.2. OKkcniepTHas KOMMCCHS HA3HAYaeTCs NPUKA30M 3aBeayromero. B cocras
SKCIEPTHOH KOMHCCUM BKIIFOUAKOT HE MEHEE TPEX COTPYAHHMKOB, B TOM YHCIE B
00s3aTENBbHOM MOPSAJKE JIMIO, OTBETCTBEHHOE 3a BeacHue apxuea MBJIOY n/c
Ne39,

5.2.3. DKcnepTHas KOMUCCHS HA 3aCEIAHUASX PACCMATPUBACT:

- HOMEHKJIATypy JAeT;

- ONKCH JEJI MOCTOSHHOTO XPAHEHUS U M0 JINYHOMY COCTaBY;

- AKTbI HA JOKYMEHTBI, BBLACTAEMbIE K YHUYTOKECHHUIO.

5.3. Odopmienue aen.

5.3.1. Jlena mOCTOSHHOTO XPaHEHUS MOIINBAOTCS B TBEPAYIO OOT0KKY CYPOBBIMH
HUTKaMu. JIMCTBI HYMEPYIOTCS B NPAaBOM BEPXHEM yray. B KoHOe nema Ha
OTJIEJIBHOM JIUCTE COCTABIISETCS 3aBEPEHHAS HAMHKCH.

5.3.2. Ha 00mo)kKe J[en MOCTOSHHOTO XPaHCHWs JOJKHBI ObITh MPOCTABICHBI
CJICYFOIIUE PEKBU3UTHI:

- HaMMEHOBAHWE OPraHU3aLMH;

- HOMEp (MHIEKC) Aemia MO0 HOMEHKJIATYPE;

- 3aroJIOBOK JIENA;

- KOJIMYECTBO JIMCTOB,

- CPOK XPaHEHUs WIH OTMETKA «XPaHUTh MOCTOSIHHOY,

- Homep (oHna, onmcy, nena.

5.3.3. Ilo OKOHYaHWK JEIONPOU3BOACTBEHHOIO rojia B 0(hOPMIECHUH OOJIOKKA AEIT
NOCTOSSHHOTO XPAHEHHsI BHOCATCS HEOOXOIAMMBIE YTOYHECHHS: B 3arOJIOBKH €T,
COJEPKALINX PACHOPAAUTENBHBIE JTOKYMEHTHI (ITPHKA3bl, MPOTOKOMBI), BHOCSITCS
HOMEPA; €CIIM JET0 C MEPEMUCKON COCTOUT M3 HECKOJIBKMX TOMOB, B KQXKIOM TOME
YKa3bIBAaCTCsl KOPPECHIOHIEHT, ABTOP, TCPPUTOPUS, APYTHE JaHHBIE. B KaKaI0M TOME
YKa3bIBacTCs Jara Hayala W OKOHYAHWS JAHHOrO ToMmMa. TOYHBIE JaThl
NPOCTABJAOTCS  AJii  OBICTPOrOo MOKWCKAa JOKYMEHTOB B mocieayromem. M3
3aBEPUTENIBHON HAAMUCH HA OOJI0KKY BBIHOCHTCS KOJIMYECTBO JIMCTOB B JEJIE.



5.3.4. Hagmuen Ha 00J0KKaxX A€l MOCTOSHHOTO M JIOJTOBPEMEHHOTO XPaHEHUS
CJIEIyET MPOU3BOJIUTH YETKO, CBETOCTOMKMMH YEPHUJIAMH.

5.3.5. JIng ydera KOJIMYECTBA JUCTOB B JAelie W (PUKCAOMM OCOOCHHOCTEN WX
HYMEpauMud Ha OTHACIBHOM JIACTE COCTABJISETCS 3aBEPUTENbHAS HAAMUCh. B
3aBEPUTENBHON HAMNCH YKA3bIBACTCS KOJMYECTBO JUCTOB (LU(ppaMu U TPONUCHIO)
B JicTi€. 3aBEpUTENIbHAS HAMUCH MOAMUACHIBAETCS PYKOBOAUTEIEM YUPEKICHUS UITH
OTBETCTBEHHBIM JIULIOM C YKa3aHUEM €r0 JTOJDKHOCTH U AaThl COCTABJICHUS.

5.3.6. BHyTpEHHSsI ONUCh COCTABIIACTCS K J€JIaM MOCTOSSHHOTO W IOJITOBPEMEHHOTO
(ceeimie 10 jer) cpoka XpaHEHHs, CPOPMUPOBAHHBIM TIO PA3HOBUIHOCTSIM
JOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE PACKPBHIBAIOT KOHKPETHOE COACPYKAHUE
JIOKYMEHTOB (0C000 IIEHHBIC, TUYHBIC Je]Ia U JP. )

5.3.7. Jlena BpPEMEHHOTO XpaHEHHs OQOPMIISIFOTCS  YMPOIIEHHO: OHU  HE
NOJAMUCHIBAKOTCS, JIACTBI B HUX HE HYMEPYIOTCS, YTOUHEHUE HA OOJIOKKE HE
MNPOU3BOJUTCS, OMUCh HE COCTABIISIETCS, YUET BEJIETCS IO HOMEHKIIAType AeTI.

5.4. Onucanue TOKYMEHTOB NOCTOSIHHOI'O XPaHECHUS.

54.1. Onucu  COCTaBISKOTCA PA3ACIbHO HA JI€la TMOCTOSHHOTO XPAaHEHUs 110
OCHOBHO JEATENILHOCTH U HA JEJA MO JIAYHOMY COCTaBY.

5.4.2. OnmcH COCTABJISIIOTCS ACJIOMPON3BOIUTEIIEM.

5.4.3. Ha nena ¢ UCTEKIIUM CPOKOM XPAHEHUS COCTABIISIETCS aKT 00 YHUUTOKEHUU.

6. Cpok neiicTBHUA NOJIOKCHUS

6.1 Cpox naelcTBUS TOJNIOKEHUST HE OrpaHuueH. [loyoKeHue HOEeHWCTBYET [0
MPUHATHS HOBOTO.



