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1. O6mue noJiokeHust

1.1. Tonoxenue 06 apxuse MBJIOY «Jlerckuii cax Ne9» (nasee — [Tonoxenwue),
pa3paboTtano B cootseTcTBHE ¢ DeepatbHbM 3aK0HOM «O6 apXUBHOM jene B PoccHiickoi
®enepamun» ot 22.10.2004 Ne 125-®3, Metoanueckumu PEKOMEHIaluaMH Mo pabore ¢
JIOKyMEHTaMH B 00111e06pa3oBaTebHbIX yupexaeHusaX, Oenepaapusm 3akonoM «O6
obpasosanmu B Poccuiickoit ®eneparmm» ot 29.12.2012 roga Ne273- @3 . 11 4. 3 cr. 28
1.2. Hacrosmee ITonoxkenue pa3paboTaHO B HENsX:
— COBEpIICHCTBOBAHHS ACATEIBHOCTH B c(epe OpraHU3allii XpaHEeH s, KOMIUIEKTOBAHHS,
y4€Ta i HCHOJIb30BaHHUs apXUBHBIX 10KyMeHTOB JJOV;

— PallMOHANBHOM OpraHu3aliy J0KyMeHTallHOHHOro obecnedenns B JJOY.

1.3. Apxus JIOV co3naercs B Le/sX XpaHEH!s!, KOMILIEKTOBAHMS, YU€Ta M HCTIOTb30BAHMS
JIOKYMEHTOB, 00pa3yIomuxcst B npouecce aestensHocti JIOY u 3aKOHYEHHBIX
JAeJONPOH3BO/ICTBOM AOKYMEHTOB MPAKTHYECKOTO HA3HAYEHHUS, MX 0160pa U MOATOTOBKH K
nepesiavye Ha XpaHCHHE B MYyHHIIUIIATbHBIN apXUB.

1.4. B cBoeit paGote apxus JIOY pyKoBOACTBYETCS 3aKOHOAATEBCTBOM 06 apXUBHOM JieNie B
Poccuiickoit Genepanun, HHEIMH HOPMATHBHBIMH PABOBBIMH aKTaMH POCCHICKO#
Deneparun, nokanbHbME aktamu JIOY 1 HactosmmM [TonoxkerueMm.

1.5. Kontpons 3a nesrensrocTsio apxusa JIOY ocymecTesier 3aBEJYIONIUH, a B eé
OTCYTCTBHH 3aMECTHTEIIb 3aBEYIOIEro, KOTOPhIe 06ECIeYHBAIOT apXHB HEOOXOIMMBIM
[IOMEIIEHHEM U 000pYIOBaHHEM. .
1.6. HemocpencternOe pykosoacTo apxuBoMm JIOY Bosnaraetcs NIPHKA30M 3aBeIyIOIIero
Ha JIMIIO, OTBETCTBEHHOE 32 BeJIeHHE apXHBa
2. CocTaB I0KYMEHTOB apXuBa

2.1. ApXuBHBIE TOKYMEHTBI, IOCTYMAIONIAE HA XPAHEHHE B apxuB JIOV orHocsaTCSH K
MYHHIHNATEHON COOCTBEHHOCTH, HE MOJIIeXKAT NIPUBATU3ALUHI, HE MOTYT OBITH 0GBEKTOM
MIPONIAYKH, MEHBI, TapEHHs, a TAKXKE HHBIX CIENOK, MOTYIHX IPHBECTH K UX OTHYKICHHIO.
2.2. B apxuB JIOVY nocrynaror:
2.2.1. ApXuBHBIE JOKYMEHTHI, 06Pa30BABIIIHECS B IPOLIECCE AEATETHHOCTH J10V, BpemenHOr0
XpaHeHHs! (He0OX0MMBbIe B IPAKTHYECKOI AeSTEbHOCTH).

2.2.2. ApxuBHBIE IOKyMEHTbI, 0GPa30BABIIMECS B IPOLECCE AESITETHHOCTH JOV.

2.2.3. JIoKyMEHTHI 110 JTHYHOMY COCTABY, OTPAXKAIOMIHE TPYLOBBIE OTHOMICHHS paboTHHKa C
paboTomarenem.

2.2.4. ApxuBHBIe TOKYMEHTBI MOCTOSIHHOTO XPAHEHHS.

3. 3apaun 1 QyHKIHH apxXuBa.

3.1. OcHoBHBIMY 3aa9amMu apxuBa JIOY:

3.1.1. KommieKTOBaHHE NOKyMEHTAMH, COCTAB KOTOPBIX NpeyCMOTPEH pasaenoM 2
Hacrosmiero ITonoxenwus.



3.1.2. ObecneyeHne eAMHBIX TIPUHIIATIOB OPraHH3ALAH XPaHEeHHUs!, KOMIUIEKTOBaHHUS, ydeTa ’
HCIIOJIb30BAHHE APXMBHBIX I0OKYMEHTOB, HX COXPAHHOCTH.

3.1.3. OcymiecTBienne KOHTPOIIA 332 HOPMHPOBAHHEM H o(hopMIICHHEM JIeN B
Aenonpoussozctee JJOVY.

3.2. B cOOTBETCTBHH C BO3I0XKEHHBIMH Ha HETO 3a/[a4aMu apxus JIOV ocymectsiser
clenyromue GyHKIuu:

3.2.1. IlpuruMaet nocne 3aBepiueHust AETONPOU3BOJACTBOM, YUYUTHIBAET H XPAHHT
AoxymenTsl JIOY, o6paboTaHHble B COOTBETCTBHH ¢ TPeGOBAHHUAMH, YCTaHOBJIEHHBIMH
3aKOHOJATeNLCTBOM 00 apxuBHOM Jene B Poccuiickoit ®eneparmm.

3.2.2. OcymecTsiisieT y4eT u obecrieynBaer TIOJIHYIO COXPAHHOCTh MIPUHATHIX apXUBHBIX
AOKYMEHTOB, B TOM YHCJIE 110 IAYHOMY COCTABY.

3.2.3. IIpOBOIMT CBOEBPEMEHHOE YIOPSIOUCHHE APXHBHBIX IOKYMEHTOB (3KCIIEPTH3Y
LICHHOCTH, Hay4HO-TEXHHYECKYIO 00paboTKy, COCTaBICHHE OMUCEH | T.11.).

3.2.4. Opranu3yeT HCIO/Ib30BaHHE TOKYMEHTOB:

- HHPOPMHpYeT aaMHHHCTpanuio i pabotaukos JI0Y o cocTase u COJIEPIKAHUH IOKYMEHTOB
apxuBa;

- OecrIaTHO MpeIoCTaBIISeT MOB30BATENSIM APXHBHEIMH NOKyMEHTaMH 0()OpMIICHHBIE B
YCTaHOBJICHHOM TMOPSIIKE apXHBHBIC CIIPABKH MIIH KOTTHH apXUBHBIX IOKYMEHTOB, CBA3aHHbIE
C YCTAHOBJICHHEM TPYIOBOTO CTaX<a, COLHANBHON 3aMIATOM rpaKiaH, NpeIycMaTpUBaroIet
HX NIEHCHOHHOE O0ecneuenne, a TakKe MOJTyYeHHe IbIOT i KOMIEHCAIHH B COOTBETCTRHH ¢
3aKOHOJaTenbCcTBOM Poccuiickoit Deneparnn;
- BBIIACT B YCTAHOBJICHHOM MOPS/IKE J€]1a, JOKYMEHTBI HJIH KOIHH JOKYMEHTOB B IIEJISX
CITy3KeDHOI0 ¥ MPAKTHYECKOTO HCTIOIB30BAHMS T PAGOTH B TOMEIECHHH (00
- BEIIET y4eT UCIOJIb30BaHHS JOKYMEHTOB, XPAHALIAXCA B apXHBE.

4. [IpaBa u 0TBETCTBEHHOCTH

4.1. JIns BBIIOJIHEHHS BO3/TOKEHHBIX 3a/1a4 (GyHKIHMI THII0, OTBETCTBEHHOE 3a BECHHE
apxuBa JIOVY, umeer mnpago:

4.1.1. KoHTpommpoBars BHIOTHEHHE YCTAHOBIIEHHBIX IPaBUJI paboThl C JOKYyMEHTAMH B
JAOV.

4.2. Jluno, oTBeTCTBEHHOE 3a Befienue apxuBa JIOY, HeceT OTBETCTBEHHOCT 3a BBIIOMHEHIE
BO3JIOKEHHBIX Ha apXHB 3a/1a9 U (DYHKIIHiL. '

4.3. 3a yTpaTy u mop4y IOKYMEHTOB IOJDKHOCTHBIE JIHIIA yupexaeHus (pyKoOBOIHTEb
YUPEXKICHUS H JIHIO, OTBETCTBEHHOE 3a BEJICHHE apXHBA) HECYT OTBETCTBEHHOCTD B
COOTBETCTBHH C J€HCTBYIOIUM 3aKOHOXATEIHCTBOM.

5. KomMiuiekToBaHHe apXuBa

5.1. TloaroroBka oKyMeHTOB k nepenade B apxus JI0Y Biodaet 9KCIEPTU3Y HAYYHOH H
MPAKTHYECKOH EHHOCTH JOKYMEHTOB, 0OpPMICHHE JIeNI, COCTABICHHE OMHCH.

5.2. DKcnepTH3a eHHOCTH JIOKYMEHTOB.

5.2.1. DKkcnepTH3a UEHHOCTH JOKYMEHTOB - OMpe/e/IeHHE LIEHHOCTH JOKYMEHTOB C LEJIbI0
0T00pa MX Ha XPAHEHHE H YCTAHOBJIEHHE CPOKOB XPAHCHHSL. OKCHEPTH3y LIEHHOCTH
A0KymMeHTOB B JIOY ocyiecTBiseT NOCTOAHHO AeHCTBYIOMAS SKCIIePTHAS KOMUCCH.

5.2.2. DKcniepTHAsS KOMHCCHS HA3HAYAETCS npukasom 3aseayromiero JIOY. B cocras
OKCIEPTHOM KOMHCCHH BKITIOYAIOT HE MEHEe TPeX COTPYIHHUKOB, B TOM YHCJIE B
00s13aTeTbHOM MOPSIIIKE JTHIIO, OTBETCTBEHHOE 3a BEIEHHE apxusa JIOV. Dxcnepruas
KOMHCCHA Ha 3aCeIaHUIX paccMarpuBaeT: HoMeHKIaTypy aen JIOVY, onmucH e nocTosHHOro
XPAHCHHS | 110 INYHOMY COCTaBY, aKThl Ha IOKYMEHTBI, BBIIE/ISEMBIE K YHHUTOKEHHIO.

5.3. Odopmienne nen.

5.3.1. [lena moCTOSIHHOrO XpaHeHHs MOIIHBAIOTCS B TBEPAYIO 00J0KKY CYPOBBIMH HUTKAMH.
JlucTel HymepyroTes B mpaBoM BepxHeM yrity. KonnaecTso mucTos B KaXXJIOM JieJie He JOJDKHO
npeppimats 250. B xoHIIe fiea Ha OT/IELHOM JIHCTE COCTABISETCS 3aBEpUTENIbHAS HA/IITHCh.

5.3.2. Ha 06:10%Ke [1e/1 OCTOSHHOTO XPAHEHHS T0KHbI GBITH IIPOCTABJICHBI CIIEYIOIIHE
PEKBH3HUTEI: HAHMEHOBaHHE 00PA30BATENLHOTO YUPEKICHHS, HOMep (MHIEKC) e/ia 1o



HOMEHKIIAType, 3aro/I0BOK /e, KOJMYECTBO JINCTOB, CPOK XPAHEHHS HIIH OTMETKA «XpaHHUTb
TMOCTOAHHO», HOMep (hOH/a, OMHCH, JIeNa.

5.3.3. Ilo OKOHYAHHH J€IONPOH3BOACTBEHHOTO TO/Ia B o(hopMIIeHHBIE 0OI0KKH JeI
TIOCTOSHHOrO XPAHEHHs BHOCATCS. HEOOXOTMMbIE YTOYHEHHS: B 3aT0OBKH /€7, COJIEpIKALIIX
PaclOpATUTEIBHBIC NOKYMEHTHI (IPHKA3bI, IPOTOKOIEI), BHOCATCA HOMEPA; ECITH JIENIO ¢
TIEPEIUCKOH COCTOUT U3 HECKOIBKHX TOMOB, B K&JKIOM TOME YKA3hIBACTCS KOPPECIIOH/IEHT,
4BTOP, TCPPUTOPHS, pyTHe NaHHbIC. B kaxk10M TOMe ykaskiBaeTcs nara (4ueno, Mecsil, roxa)
Havajia i OKOHYaHHs TAaHHOTO ToMa. ToYHbIE ATHI IPOCTABIAIOTCS Ha OBJIOKKAX JUIS
OBICTPOro NOMCKA TOKYMEHTOB B TOCIEAYIONIEM; H3 3aBEPHTEIBHOM HA/IIUCH HA 0BJIOKKY
Aie1a BBIHOCUTCS KOJTMYECTBO JIMCTOB B JIEe.

5.3.4. Hannucu Ha 067105KKax €71 IOCTOSHEOTO 1 JOJITOBPEMEHHOI0 XpaHeHHUs CIIELyeT
NPOU3BOJIMTH YETKO, CBETOCTOMKUMH YEPHUIAMH.

5.3.5. Jlnst ydeta KonM4ecTBa IMCTOB B Je/e 0 (rkcaumm ocoberHOCTel HX HyMepanuu Ha
OTAC/ILHOM JIHCTE COCTABIACTCS 3aBepUTe/IbHAS HANIUCE, B 3aBepuTenbHOM HAAMHCH
YKa3BIBACTCS KOJIMYECTBO JIMCTOB (LH(pamMu ¥ MPOITHCHIO) B AeNe. 3aBepHUTe/bHAS HAMIHCE
HOZIHCBIBACTCA COCTABUTENIEM C YKa3aHUEM €ro JO/DKHOCTH M JIaThl COCTABICHHS.

5.3.6. BHyTpeHHSI ONHMCh COCTARNIAETCS K AENAM MOCTOSHHOTO H J0JITOBPEMEHHOTO (CBBILLIE

10 iet) cpoka xpanenus, chopMHPOBAHHBIM O Pa3HOBHIHOCTSM JOKYMEHTOB, 3ar0JIOBKH
KOTOPBIX HE PaCKPBIBAIOT KOHKPETHOE COJIEPIKAHUE IOKYMEHTOB (0060 [eHHBIE, THUHBIC
Jiena u ap.).

3.3.7. Jlena BpeMeHHOro XpaHeHus 0GOPMISIOTCS YIIPOIEHHO: OHM He HOJIIMBAIOTCSA, TUCTEI
B HUX HE HyMEPYIOTCs, YTOYHCHHE Ha 00JI0KKaX HE MPOU3BOIUTCS, OIMCH HA [efia He
COCTABJIAIOTCA, Y4ET BEIETCS N0 HOMEHKJIAType Jiell.

5.4. Onucanue JOKYMEHTOB MOCTOSIHHOTO CPOKa XpaHEHHS!.

5.4.1. OnmcH cocTaBNsAIOTCA pa3ienbHO Ha ena MOCTOSSHHOT'O XpaHEeHHS 110 OCHOBHOMH
ACATENIbHOCTH U Ha [Ie]1a 10 THYHOMY COCTaBY.

5.4.3. OmuCH COCTABIISOTCS IENONPOU3BOLUTEIEM.

5.4.4. Onuce’BeneTcs B eIMHON BaJIOBOI HyMEpalHH B TCYECHHE HECKOJIBKHUX JIET .

5.4.5. Ha nena ¢ HCTEKIAM CPOKOM XpaHEeHHs COCTABIISIETCS aKT 06 YHHYTOXEHHH.

[Tpumeqanue:
Cpok zeficTBus nonoskenus ue orpanmyen. [lonoxeHue ACHCTBYET 10 IPHHSTHS HOBOTO.



