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1.1. Tlonoxenue 06 apxuBe MyHHIMIAIBHOTO GIOKETHOrO JIOIIKOIBHOTO 00pa3oBaTeNbHOTO
YIpexraenus nerckoro cana Ne 13 «Bepéska» r.Kummuer Bpsmckoif o6nactu (manee -
Tlonosxenne), paspaGoTaHo B COOTBETCTBHH ¢ Denepanbubiv  3akoHOM «O6 apXHBHOM faene B
Poccuiickoif ®enepamumy ot 22.10.2004 Ne 125-®3, Metonuueckumu PEKOMEHJaHsIMH 110
paboTe ¢ ToKyMEHTaMH B 06IIE06PA3OBATENBHBIX YUpEKICHHAX.
1.2. Hacrosmee ITonoxeHue pa3paGoTaHo B LeIsX:
- COBCPIICHCTBOBAMS AEATEBHOCTH B C)epe OpraHu3allii XPaHEHNS, KOMILUIEKTOBAHHS, yIeTa
1 HCTONB30BAHMA apXUBHBIX NokymentoB MBJIOY - nerckmit can Ne 13 «Bepéskay;
- PalMOHAILHON OpraHM3aLyH JI0KYMEHTAIHOHHOTO 06eCeueH S B MBJIOVY - nerckwmit camx Ne
13 «Bepéskar;
1.3. ApxuB MBJIOY - nerckmii cax Ne 13 «bepéska» cosjaeTcs B memsX XpaHeHws,
KOMIUICKTOBAHHA, ydeTa U HCHONb30BAHHA JOKYMEHTOB, OGpAsylONXCS B IpoIecce
AesrembrocTH MBJIOVY - netckwmii cax Ne 13 «Bepéska» H 3aKOHUEHHBIX JIETIOTIPOH3BOICTBOM
AOKYMEHTOB MPAKTHYECKOTO HA3HAYCHHs, MX OT6Opa W MOArOTOBKH K Tepeiade Ha
XpaHEeHHe B MyHHIMIATBHELT apXUB. .
1.4. B cBoeii paGore apxus MBJIOY - merckuii cam Ne 13 «Bepéska» pykoBoACTByeTCS
Deniepanbuev 3akoHOM 0T 22.10.2004 Ne 125-®3 «O6 apXuBHOM Jene B Poccuiickoit
Depepariu», HHBIMH HOPMATHBHBIMH TpaBOBbIMH  akTamu  Poccmiickoit  Deneparum,
JokanbabvMu akramu MBJIOY - nerckuit can Ne 13 «Bepéska» 1 HacTosmmum [Tomoskermen.
1.5. KOHTpo/Ib 3a [eSTensHOCTHIO apxuBa MBJIOY - nerckuii caxg Ne 13 «bepéska»
OCYIECTBIICT 3aBEAYIOWMHA, a B ef OTCYICTBHM BOCIHTATENb, KOTOPHIE 00ECIEYHBAIOT
apXHB HEOOXO/IMMBIM [OMEIICHUEM H 0GOPy/IOBAHHEM.
1.6. Hemocpe/cTBeHHOE PYKOBOICTBO apXHBOM MBZIOY- nerckmii can Ne 13 «Bepéskay
BO3JAracTes NPHKA3OM 3aBENyIOWeH Ha JIMIO, OTBETCTBEHHOE 3a BeJEHHE apXuBa (Kak
TPaBHIIO, HA A€TONPOU3BOUTENIS HIIH BOCHUTATENTS).

2. CocTaB 10KyMeHTOB apXuBa
2.1. ApXuBHBIC IOKyMEHTEI TOCTYNAIOUHE HA xpanenne B MBJIOV - nerckwuii cax Ne 13
«bepé3kar», OTHOCATCS K MYHHIMIATBHOW COGCTBEHHOCTH, HE MOMIEKAT TIpUBATH3ALUH, HE
MOTYT OBITh OOGBEKTOM NPOAAXH, MEHBI, JapeHHs, 4 TAKKE HHBIX CIENOK, MOTYIIUX
TIPHBECTH K HX OTUY)KIEHHIO.
2.2. B apxus MBJIOY - nerckuii cax Ne 13 «bepéska» nocrymaior:
2.2.1. ApxuBHEIE JIOKYMEHTEI, 0GpasoBaBuiecs B nponecce nestensroctH MBJIOY -
nerckuii cax Ne 13 «Bepéska», BPeMEHHOTO XpaHeHHs (HeoGXOMMEIE B NPAKTHUECKOi
JEATENbHOCTH).
222. ApxuBHBIC JOKYMEHTEI, 0GpasoBaBIIHeCs B npouecce  aearensHoctd MBJIOV -
nerckuit cam Ne 13 «Bepéskay.
2.2.3. JIOKyMEHTBI IO JHYHOMY COCTaBY, OTPAXKAIOLIHE TPYZAOBBIE OTHOIIEHHS PabOTHHKA C
paboronarenem.
2.2.4. ApXHBHBIE JOKYMEHTHI IOCTOSHHOTO XPAHEHHS.

3. 3amaum u GpynKkuumM apxusa
3.1. Ocnosrbivu 3anauamu apxusa MBJIOY - netckuit can Ne 13 «Bepéskan:
3.1.1.  KoMmmiekToBaHWe JIOKyMEHTAMH, COCTaB KOTOPBIX ~MpPEIyCMOTPEH pasjiesioMm 2
Hactosmero [Tonoxenus.
3.1.2. OBecneyenne eIMHBIX MPHHIUIOB OPTAHH3ALHH XpaHEHHs!, KOMIIEKTOBAHHS, y4eTa U
HCIO/TB30BaHHE apXUBHBIX JIOKYMEHTOB, HX COXPAHHOCTH.
3.1.3.  Ocymecteienne KoHTpOns —3a (opmupoBarmeM u  odopmieHmeMm gen B
Aenonpoussonctse MBJIOY - nerckuii cax Ne 13 «Bepéakay.
3.2. B COOTBETCTBHH C BO3JIOKEHHBIMH HAa HEro 3amayamu apxuB MBJIOY - netckwmif cax
Ne 13 «Bepéskay ocyIIecTBIAET cleyionTHe byHKIHM:
3.2.1. Tlpunuvaer mocne 3aBEPUIEHMSA JENONPOM3BOICTBOM, YUHTBIBAET M XPaHUT
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32.2. Ocymectsnser yder u obecreqnsaer TIOTHYIO  COXPAHHOCTh TPHHSATBIX apXHBHBIX
JIOKYMEHTOB, B TOM YHCJIe 1O JITYHOMY COCTaBY.

3.2.3. TIPOBOANT CBOGBPEMEHHOE —YNOPANOYEHHE APXHBHBIX JIOKyMEHTOB (9KCIIEpTH3Y
UCHHOCTH, HAyYHO-TEXHHYECKYIO 00pabOTKY, COCTABICHHE OIHCEH H T.I.).

3.2.4. OpraHusyeT HCIONB30BAHHE JOKYMEHTOB:

- HH(OPMHpYeT aIMHHHCTpanMio H pabotHHKoB MBJIOY - merckwii cax Ne 13 «Bepéska» o
COCTaBE U CO/IEPKAHHH TOKYMEHTOB apXHBa;

- OCCIUIATHO Ipe/OCTABIIACT IONB30BATENSAM APXMBHBIMH JOKYMEHTAMA odopMIIeHHEBIE B
YCTAHOBIICHHOM MOPS/IKE APXHBHBIE CIPABKH WM KOMHH apXHBHBIX OKYMEHTOB, CBS3aHHbBIE
C YCTAHOB/ICHHEM TPY/IOBOTO CTaka, COMMATLHOH 3AIMTON IPaXIaH, IpeIyCMATPHBAIOIIEH
HUX NCHCHOHHOE O0ECIeyeHue, a TakxKe IOIyYeHHe TbroT M KOMIEHCAIMH B COOTBETCTBHH
¢ 3aKOHOMaTenbCTBOM Poccuiickoii deneparu;

- BBUIACT B YCTAHOBJECHHOM INOPSIKE JeNa, JAOKYMEHTHI HIH KONHH JOKYMEHTOB B.IEJSX
CII’eGHOr0 M MPAKTHYECKOTO MCHONB30BAHMSA /Ul PAGOTH B TOMEIICHHH apXHBa;

- BEJICT YHET HCIIO/b30BAHMS IOKYMEHTOB, XPAHSIIIXCS B ApXUBE. .

4. IlpaBa M 0TBETCTBEHHOCTH
4.1. Jlns BBITONHEHWS BOBNOXKEHHBIX 337184 M (YHKIMif JIUIO, OTBETCTBEHHOE 34 BeJIeHHe
apxusa MBJIOV - nerckuii cax Ne 13 «Bepéskay, nMeer TIpaBo:
4.1.1. KoHTpONMpOBATH BHIIONHEHHE YCTAHOBNEHHBIX TDABHI paboTEl ¢ JOKyMEHTaMH B
MBJIOY - netckuii can Ne 13 «Bepéskan.
4.2. JIuno, OTBETCTBEHHOE 3a BEJCHHE apxuBa MBJIOV - nerckwuit caxg Ne 13 «bepéskan, HeceT
OTBETCTBEHHOCT 33 BBIIOJHEHHE BO3JOXKEHHBIX HA APXHB 3a1a4 ¥ QYHKIIMI.
43. 3a yrpary M 1Opuy JOKyMEHTOB MOJUKHOCTHBIE JHIA YUpexnenns (PyKOBOIUTEND
YHUPEKICHHS W' JINO, OTBETCTBEHHOE 3a BEICHHE apXWBA) HECYT OTBETCTBEHHOCTh B
COOTBETCTBHH C JICHCTBYIOIUM 3aKOHOATENECTBOM.

5. KomniiekToBanne apxusa
5.1. ToxroToska 0KyMeHTOB K nepesiade B apxuB MBJIOY - merckuit can Ne 13 «Bepéska»
BKJIOYACT IKCNEPTH3Y HAYYHOH M NPAKTHYECKOH IEHHOCTH OKYMEHTOB, O(hOpMIICHHE Jell,
COCTaBIICHHE OIHCH.
5.2. DKcrepTH3a LIEHHOCTH JOKYMEHTOB.
5.2.1. DKemeprHsa HEHHOCTH NOKYMEHTOB - ONpENENeHHE MEHHOCTH JIOKyMEHTOB C LENBI0
0T0Opa HX Ha XPAHCHHE H YCTAHOBJIEHHE CPOKOB XPAHCHHS.
OKenepTH3y HeHHOCTH AoKyMeHToB B MBJIOY - metcuit cax Ne 13 «Bepéska»ocymecTsiser
TIOCTOSHHO ICHCTBYIOIIAS SKCIIEPTHAS KOMHCCHS.
5.2.2. DkcmeprHas KOMHCCHS —Ha3HAYAeTCs npukasom MBJIOY - nmerckmit cax Ne 13
«bepéskay. B cocraB DKCTepTHOl KOMHCCHH BKIIOHAIOT HE MeHee TPeX COTPYAHHKOB, B
TOM 4HCIe B 00S3aTeNbHOM IOPSJKE JIALO, OTBETCTBEHHOE 3a BeeHHe apxusa MBJIOYV -
mercknit cax Ne 13 «Bepéska». DKCIepTHas KOMHCCHS HA —3aCefaHHAX paccMaTpUBaeT:
Homenknatypy naen MBJIOV - nmerckmii can Ne 13 «Bepéska», OmHCH fed TOCTOSHHOTO
XPaHCHHs M 1O JIMYHOMY COCTABY, AKThI HA OKYMEHTBI, BBIJE/IEMBIE K YHHUTOKEHHIO.
5.3. Odopmienue nen:
53.1. Jlena NOCTOSHHOrO XpaHEHHs NOMUHBAIOTCS B TBEPAYIO  OGJIOKKY CYpOBBIMH
HUTKAMH. JIMCTBI HyMEpYIOTCS B TIPaBOM BEPXHEM YLy MPOCTHIM KapaHamioM.
KomnyecTBo 7HCTOB B KaXIoM Jene He IOIDKHO npesbnnate  250. B kowue nena ma
OTZENBHOM JIACTE COCTABIISETCS 3aBEpHTENBHAS HAIIIHC.
5.32. Ha OGMOXKKe [eJ NOCTOSHHOTO XPAaHEHHS JOJKHBL OBITH TIPOCTaBJIEHBI CIEAYIOIIHE
PCKBH3HTBL: HAWMEHOBAHHE 00pA3OBATENBHOTO yupEKICHHA, HOMEp (MHAEKC) Jena IO
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5.33. Tlo OKOHYAHWH JENONPOH3BOACTBEHHOrO Trofa B O(OPMIEHHBIE OGTONKKH el
MOCTOSIHHOTO ~ XPAaHEHHMSl ~ BHOCATCS ~ HEOOXONMMBIE  YTOYHEHHS: B 3arONOBKA 1€,
COZEPXKAIMX PACOPSTUTENbHEIE JOKYMEHTE! (IPHKa3bl, IPOTOKOIBI), BHOCATCS HOMEpa;
€CIIA N0 C NEPEenUCKOH COCTOMT M3 HECKOJBKMX TOMOB, B KakAOM TOME yKa3bIBAeTCs
KOPPECIIOH/ICHT, aBTOD, TEPPUTOPHs, JAPYrHe JaHHBE. B KaXIOM TOMe ykasblBaeTcs Jara
(4ucno, Mecsi, TOX) Hayana M OKOHYAHMSA JAHHOrO Toma. TOYHBIE JATHI TPOCTABISIOTCS
Ha 0010XKKax JUis GBICTPOro IOMCKA JIOKYMEHTOB B IIOCHEAYIOINEM; W3 3aBEPHTENBHOMN
HAJMACH Ha 00JI0)KKY JIe/la BETHOCHTCS KOJIMYECTBO JINCTOB B JIEe.
5.3.4. Hagmuen Ha oOGMOKKAX el TNOCTOSHHOTO M JOJNTOBPEMEHHOTO XPAHEHHs CIEIyeT
TIPOM3BOJIATE YETKO, CBETOCTONKHMH YePHHIIAMH.
5.3.5. Jlns ydera KOJMYECTBA JIUCTOB B Jiefie H (DHKCALMH OCOGEHHOCTEH HX HyMepaluH Ha
OTZHENBHOM JIMCTE COCTAaBIIAETCS 3aBEPUTENbHAS HANMHCh. B 3aBepuTensHON  HANMHCH
YKa3bIBA€TCS KOJMYECTBO JUCTOB (IM(pPaMH M IPOIKCHIO) B Jelle. 3aBepHTENbHAs HAJMUCh
TIOJIHUCBIBAETCS COCTABUTENEM C YKA3aHMEM €ro JOJDKHOCTH M JaThl COCTABJICHHS:
5.3.6. BHyTpeHHSS OIHCH COCTABJIAETCS K JeaM IOCTOSHHOTO H JI0JITOBPEMEHHOTO (CBBIIIE
10 net) cpoka XpaHeHHs, c(OPMHPOBAHHBIM IO PA3HOBHIHOCTSIM - IOKYMEHTOB, 3aroNIOBKH
KOTOPEIX HE PACKPHIBAIOT KOHKPETHOE COAEp)kaHHE JOKYMEHTOB (0C000 LEHHBIE, INYHBIE AeNa
o Ip.).
5.3.7. Jlena BpeMeHHOTO XpaHEHHS 0(QOPMIISIOTCS YIPOIIEHHO: OHH HE IIOUIHBAIOTCS, JIHCTHI
B HAX HE HyMEpyIOTCs, YTOUHEHHE HAa OONOXKAX He IPOM3BOAMTCH, ONHMCH Ha Jena He
COCTaBIISIOTCS, yYeT BEJETCS N0 HOMEHKJIATYpE Jell.
5.4. Onucanue TOKYMEHTOB IOCTOSHHOIO CPOKA XPAHEHHS.
54.1. OmucH COCTaBNAIOTCA pasfeNbHO HA Jeda IOCTOSHHOTO XDaHEHHs IO OCHOBHOM
JIeSTENBHOCTH U Ha JIENIa 10 JINYHOMY COCTaBY.
5.4.2. OmucH COCTABNSIOTCS AENONPOU3BOUTENEM.
5.4.3. Onuch BemeTcss B €IMHOI BAJIOBON HyMepalWM B TEYEHHE HECKOIBKHX JIET.
5.4.4. Ha fena ¢ MCTEKIIMM CPOKOM XDAHEHHS COCTAB/SIETCS aKT 00 YHHUTOKEHHH.

" 6. 3akmouHTeIbHBIE 0JI0KEHUS
6.1. Vi3sMeHenus B HacTosIIEE MOTOXKEHHE MOTYT BHOCHTBCS B COOTBETCTBHE C NEHCTBYIOIIHM
3aKkoHOJaTeNbeTBOM H YeraBom MBJIOY - metckwuit cax Ne 13 «Bepéskay.
6.2. Hacrosimee mojoeHHE yTBEPXIACTCH IPHKA30M 3aBEIYIOLIEr0 M BCTYNaeT B CHIy C
01.01.2019 ropza.
6.3. Cpox neficteus macrosunero ITonoxkenus e orpanmueH. Ilonoxkenue jeficTByeT 10
TIPHHATHS HOBOTO.




