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1.001mee 110J10KeHHSI.

1. [onoxenue 00 apxuBe MyHHLUIATEHOTO BIOIKETHOTO JOMIKOIBHOTO
00pa3oBaTEIbHOrO YUPEIKIACHUA JIETCKOr0 caza KOMOWHHMpPOBAHHOTO Buj1a No 48
MYyHMIMNAIbHOro obpasosanus Tempiokckuil paiton ( nanee — [Tonoxenue
MBJIOV JIC KB Ne 48), paspaborano B coorBeTcTBuM ¢ DenepaabHbIM 3aKOHOM
«O0 apxusHOM jene B Poceniickoit @enepammm» ot 22.10.2004 Ne 125@3.
MeToanuecKkuMH peKOMEHIANUSIMH 110 PaboTe ¢ JIOKYMEHTAMH B
0011e00pasoBaTeNbHEIX YIpekaAeHUsX. Ha ocHOBe npuMepHOro nosoxeHus 0o
apXvBe OPraHU3aluyu yTBEPHKIACHHBIM NPUKa30oM DeaepanbsHOro apxuBHOIo
arerrcrBa oT 11.04.2018 roma Ne 42.

1.2. Hactosmee ITonosxenue paspaboTaHo B LENAX COBEPIICHCTRBOBAHUA
ACATE/ILHOCTH B C(hepe OpraHu3aLiy XpaHEeHHs, KOMIUIEKTOBAHUSA, Y4eTa U
MCII0JIL30BAHUA APXHUBHBIX JIOKYMEHTOB ¥ PALIMOHAIBHON OpraHu3auu
JOKYMeHTauuoHHoro obecneyenus MBJIOY JIC KB Ne48.

1.3. Apxus MBJIOV JIC KB Ne48 cospaercs B Lesax XpaHEHHs, KOMITTEKTOBAHHsI
y4eTa v UCIOJIb30BAHKMA TOKYMEHTOB, 00pa3yIOIUXCs B MPOLECCE ACATENTBHOCTH
MBJIOY JIC KB Ne48 1 3ak0HUEHHBIX JIET0TPOU3BOICTBOM JNOKYMEHTOB
MPAKTHYECKOTO HA3HAYCHHUA, UX 0TOOPA M MOJTOTOBKH K MEepeiaye Ha XpaHEeHHs B
MYHMIIMTIATIbHBINA apXUB (I[P HEOOXOAMMOCTH).

>

1.4. B cBoeii pabore apxus MBJIOY JIC KB Ned8 pykosoacTByeTcs
3aKOHOAATENbCTBOM 00 apxuBHOM Jielie B Poccuiickoit Menepannm, HHbIMU
HOPMATHBHEIMH [PABOBBIME akTaMH Poccuiickoii Deaepaiui, T0KaTbHBIMHU
akramu MBJIOY JIC KB Ne48 u nacrosmmm [lonoxennem.

L
1.5. KoHtposs 3a AesITeIsHOCTBIO apxun:f MBJIOY JIC KB No 48 ocyimecrsisier
3aBe/IyIOIIMI, @ B €€ OTCYTCTBHE JIMIIO, Ha KOTOPOE BO3JIOKEHBI 00A3aHHOCTH
3aBEAYIONIETrO. 3aBe/yomuil 00ecrneunBaeT apXuB HEOOXOIUMBIM TOMEIIEHHEM U
00opy0BaHHEM (IO BO3MOMKHOCTH),

1.6. HenocpenctBennoe pykosozactso apxusom MBJIOY JIC KB No 48
BO3JIAraeTCsi MPUKA30M 3aBE/IYIOILEr0 Ha JIMIO, OTBETCTBEHHOE 3a BEICHUE apXUBA.

2. CocTaB JOKYMEHTOB apXHBA.

2.1. ApxuBHble JOKYMEHTHI, MOCTYIAMOIME HA Xxpanenue B apxus MBJIOY JIC KB
Ne48, orHOCATCS K MyHMIMIIAIBLHON COOCTBEHHOCTH, HE MOIEKAT MIPUBATH3ALIAH,
HE MOTYT OBITh OOBEKTOM IPOAAXKHU, MEHBI, JAPEHHS, 2 TAKIKE HHBIX C/IEJI0K,
MOTYIIMX IPHBECTH K HX OTUYKIACHHIO.



2.2.B apxus JIOY nocrynaior.

2.2.1. ApXHBHBIE TOKYMEHTBL, 00pa3soBaBIIKECs B IPOLECCE AEATENbHOCTH
MB/IOY JIC KB Ne48, Bpementoro XpaneHus (HeOOXOANMBbIE B IIPAKTHYECKOIT
JCSATENIBHOCTH).

2.2.2. JIOKyMeHTBI 110 JIMYHOMY COCTaBY, OTPAKAOIIAE TPYAOBBIE OTHOICHHS
paboTHHKa ¢ paboToxareneM. '

2.2.3. ApXHBHBIE IOKYMEHTBI IOCTOSHHOIO XPaHEHHS.
3.3apaun u pyHxumu apxusa.

3.1. OcHoBHBIMM 3a1a9aMu apxuBa MBJIOVY JIC KB No48§:

3.1.1. Kommiexropanue AOKYMEHTAMM, COCTaB KOTOPHIX [PeIyCMOTPEH pa3ieiom
2 Hacrosawmero [MoJ10KeHus

3.1.2. Obecneuenite e AMHEIX NPHHIMIOB OPraHU3aLUK XPaHEHHS,
KOMIIICKTOBAHHA, Y4€Ta U MCHOJIb30BAHUE aPXHBHBIX JTOKYMEHTOB, UX
COXPaHHOCTb. '

3.1.3.0cymecrBnenue KOHTPOJIA 32 hopMupoBanme u oopMiIeHHe 161 B
Acnonpoussoactee MBJIOV JIC KB Ne4S8.

3.2. B COOTBETCTBHY ¢ BO3IOKEHHEIMH Ha HEro 3aza4amu apxus MBJIOY JIC KB
Ned8 ocymecrsmsier cnenyromue byHkImN:

3.2.1. Tlpunumaer nocie 3aBEPILICHIS J€/IONPOM3BOACTBOM, YUUTBIBAET H XPAHUT
noxymentsl MBJIOY JIC KB Ned8, o6paGoranmsie B COOTBETCTBHH C
TPEOOBAHUSAMH, YCTAHOBIIEHHBIMH 3aKOHOIATEILCTBOM 06 apXMBHOM JieJie
Poccuiickoit ®enéparmu, :

3.2.2. Ocyuiectsaser yuer u OﬁCCHeHHBaFT TOJTHYIO COXPAHHOCTb IMPHHATHIX
APXMBHEIX JIOKYMEHTOB, B TOM YHCIIE TI0 IMYHOMY COCTaBy.

3.2.3. IIpoBour CBOEBPEMEHHOC YIIOPAZOYEHUE APXHBHBIX JOKYMEHTOB (
JKCMCPTH3Y HEHHOCTH, HAYYHO-TEXHHYECKYIO 00paboTky, cocraBienune onuceii u
T.J.).

3.2.4. Oprauusyer ucrosb30Banme JOKYMEHTOB:

- HHDOPMHUPYET a/IMMHHCTPAIMIO 1 padornukos JIOV o cocrase u COJIEp)KaHUH
JOKYMEHTOB;



-GecnIaTHO MPEAOCTABIISET MOIb30BATE/SIM APXUBHBIMH TIOKYMEHTAMM
o(hOpMIIEHHBIE B YCTAHOBICHHOM IIOPSI/IKE aPXMBHbIE CIIPABKHM HWJIA KOTIAH
apXMBHbBIX JOKYMEHTOB, CBA3aHHbIE ¢ YCTAHOBJICHHE TPYAOBOI'O CTAXA,
COLIMAJIbHOM 3aIMTHON I'pajiaH, IPeyCMaTPHBAOIIMX UX ICHCHOHHOC
obecrnieyeHue, a TAKXKe MOJYYeHUE JIbIOT M KOMIICHCAMH B COOTBETCTBHH C
3aKOHOAaTeIbeTBOM P D,

- BbIJIA€T B YCTAHOBJIEHHOM MNOPAAKE Ae/1a, IOKYMCHTBI WJTH KOIIHH JOKYMCHTOB B
HeJAX CJ'I)’)KGﬁHOFO H MIPaKTHYE€CKOro UCIIOJIb30BAHUA IJIA paﬁon B TOMCHICHHUHA
A0V

-Be/IeT Y4eT WCTIOb30BaHUA JOKYMEHTOB, XPAHALIHXCA B apXUBeE.
4. [IpaBa ¥ 0TBETCTBEHHOCTh.

4.1, Jlnst BEITIOTHEHMA BO3JIOKEHHBIX 33/1a4 ¥ (DYHKLMH JIMIIO, OTBETCTBEHHOE 22
senenue apxusa MBJIOY JIC KB Ne 48, umeer npaso:

- KOHTPOIIMPOBATH BHIMIOJIHCHAE YCTAHOBJICHHBIX MTPABHII PAOOTEI € JOKYMEHTAMH
8 MBJIOY JIC KB Ne48.

42 Jluno, otBercrBennoe 3a senenue apxusa MbJIOY JIC KB Ned8, necer
OTBETCTBEHHOCTH 32 BHITTOJHEHHE BO3I0KEHHBIX Ha apPXUB 3a/1a4 U (DyHKIIMHA.

4.3.3a yTpaTy ¥ HOp4YY JOKYMEHTOB 0TEKHOCTHBIE JIMIA YIPEKACHNSA
(PYKOBOJMTEIb YUPEIK/IEHAS 1 JILI0, OTBETCTBEHHOE 32 BE/ICHHE aPXUBA) HECYT
OTBETCTBEHHOCTH B COOTBETCTBHHM C JICHCTBYIONINM 3aKOHOAATE/ILCTBOM.

5. KomnuiekToBanue apxusa.

5.1.IToaroroBka JOKYMEHTOB K nepeaade B apxus J[OY BKIIOYAET dIKCNIEPTU3Y
HAY4HOM M PAKTHUYECKOH LEHHOCTH JIOKYMEHTOB, O(OPMIICHHE JIEI, COCTABICHHE
OITHCH.

5.2.DKcnepTr3a NEHHOCTH JIOKYMEHTOB.

5.2.1..9KkcnepTH3a LEHHOCTH IOKYMEHTOB: - ONPeIe/IeHHe IEHHOCTAM 10KYMEHTOB
¢ 1enbio 0T0Opa MX HAa XPAHEHHE M YCTAHOBJICHHE CPOKOB XPaHEHHs. JKCIepTU3y
LIeHHOCTH 10KyMeHTOB B JIOY ocymecmﬁﬁe'r MOCTOSTHHO AeUCTBYIOMIAs
IKCIIEPTHAsE KOMHCCHS.

5.2.2.DkcnepTHas KOMHCCHS Ha3HA9aeTcs NpukasoM 3asenyromero JJ0Y. B
COCTAB HKCIEPTHON KOMUCCHH BKITIOYAKOT HE MEHEE TPEX COTPYAHUKOB, B TOM
uncne B 06513aTeIbHOM TIOPSIJIKE JIMIO, OTBETCTBEHHOE 3a Beaenue apxusa JI0Y.



ODKCHEPTHAA KOMUCCH HA 3aCEaHAN PACCMATPUBAET: HOMEHKIaTypy aen JIOV,
OIMHUCH JIEJ1 NOCTOSIHHOIO XPAaHEHHs U M0 FUYHOMY COCTABY, aKThl HA JOKYMEHTEHI,
BBIJIEIIAEMBIE K YHUYTOKEHHIO. '

5.3. Odopmienwue ae.

5.3.1. Jlena nocTOSIHHOTO XPAHCHHUS TIOIIIUBAIOTCSA CYPOBBIMH HATKAMM, JIUCTHI
HYMEPYIOTCsI B IPABOM BEpXHeM yrity. Bee mucTsr mpommBsaioTes, ckpenisores
neyareto ¥ noanucsio 3aseaytomero MbJIOY JIC KB No48.

5.3.2.Ha 00noxKe e MOCTOSAHHOIO XPAHEHHUS IOJKHBI GbITh POCTABICHBI
CJACAYIONIHE PEKBU3UTHI: HAMMEHOBAaHUE 00PA30BATEIEHOTO YUPEKACHHMS, MHAEKC
JIefa TI0 HOMEHKJIATYPe, 3aroJI0OBOK JI€J1a, KOJMYECTBO JTUCTOB, CPOK XPAHEHHS UITH
OTMETKa «XPaHHUTh NIOCTOAHHOY, OTHCH, Jena. K ey npuknamsBaerces TeTpats
PErucTpalunu Jiejia, B KOTOPOM ONUCHIBACTCS HOMED, /1aTa, COAePKAHUE
noxkymenta. TeTpab NPOIIMBACTCS M CKPEILIAETCS HOAMUCHIO 3aBEYIOIIErO.

5.3.3.110 OKOHYAHUM JENOTIPOM3BOACTBEHHOTO Toa B 0hOPMIICHHBIE 0BI0KKH eI
MOCTOSHHOI'0 XPAaHEHHSA BHOCATCSA HEOOXOAUMBIE YTOUHEHHUS: B 3ar0JI0BKE A€,
COZICPIKAIINX PACIIOPAAMTENBHBIE JIOKYMEHTbI (IIPUKA3bl, MPOTOKOJIBI), BHOCATCS
HOMEpA, eCIH JI€J10 C NEPENHCKOH COCTOUT M3 HECKOJILKUX TOMOB, B KQKIOM TOME
YKa3bIBACTCsA KOPPECIIOH/IEHT, aBTOP, TEPPUTOPHSA, APYrHe AaHHbIe. B KaxmoM
TOME YKa3bIBACTCA AaTa (YKCI0, MECATI, T'0J1) HAYaJa U OKOHYAHMSA JJAHHOTO TOMA.
Tounbie naThl NPOCTABNAIOTCS HA O6JI0XKKE 11 GBICTPOrO TIOMCKA JOKYMEHTOB B
MOCJICAYIOIIEM, U3 3aBEPIIMTEILHON HAAMKUCH HA 00JIOKKY J€1a BEIHOCUTCS
KOJIMUECTBO JTUCTOB B JIEIIE.

p ?
5.3.4. Hapmacu na 06110)KKax e/l MOCTOSHHOIO U J10JITOBPEMEHHOTO XPAHEHHMS!
C/IeIyeT MPOU3BOAUTE YETKO, CBETOCTOHKHMH YEPHHUIIAMHU.

5.3.5.u151 yueTa KOJIMYeCTBa JINCTOB B JieNie U (pukcanum ocobeHHOCTEH HX
HYMEpaIMK Ha OT/IEJIBHOM JIMCTE COCTABIAETCS 3aBEPUTEIbHAS HAMUCh, B
3aBEPUTEIIbHOM HAMKMCH YKa3bIBACTCS KOTHUYECTBO JTUCTOB (LpaMu Hin
MPOITHCHIO) B jiesie. 3aBEPUTEIbHAA HAITHCH MOITHCHIBACTCS COCTABUTENEM C
VKa3aHHeM €ro JOKHOCTH U JIaThl COCTABIIEHHA. |

5.3.6. BHyTpeHHSIsI OTTUCH COCTABIAETCA K /1€1aM MOCTOSIHHOTO
AoiroBpeMeHHoro (csbiue 10 ner) cpok xpanenus, chopMHPOBAHHBIM MO
Pa3HOBH/HOCTSAM JIOKYMEHTOB, 3arOJIOBKH KOTOPBIX HE PACKPhIBAIOT KOHKPETHOE
CoZepIKaHUE IOKYMEHTOB (0C000 LIEHHBIO, JIMYHBIE [1€]1a U T/).

5.3.7. Jlena BpeMEHHOr0 XpaHeHHs 0(hOPMIIAIOTCS YIPOIEHHO: OHU HE
MOAIIMBAIOTCS, JIMCTHI B HUX HE HYMEPYIOTCS, YTOYHEHHE HA 00JI0KKAX He



[TPOU3BOAUTCS, OIMMCH HA ACJIC HE COCTABJIAIOTCA, YUET BEACTCA IO HOMEHKIIATYpE

aen.
5.4. Onucanue J0KYMEHTOB [OCTOSHHOTO CPOKa XPaHEHHS.

5.4.1. OnucH cocTaBIAIOTCS Pa3aeTbHO Ha JIe/1a TIOCTOSIHHOIO XPaHEHHU 10
OCHOBHOM JICATETBHOCTH M HA JI€N1A 110 IHWYHOMY COCTaBY.
5.4.2.0Onucu cocraisores 3asenytomem MBJIOY JIC KB Ne 48.

5.4.3. Onuce BeseTes B €AMHOM BAJIOBOM HYMEPAIMU B TEUEHHE HECKOIIBKUX JIET.

5.4.4 Ha nena ¢ MCTEKIIUM CPOKOM XPAaHEHHs COCTABIISIETCS aKT 00 YHUUTOKEHUH
6.Cpok elcTBUS 0J10KEHHSI.

6.1. Cpok neiicTBua nonoxenus He orpanuyeH. [lonoxenue neicTByeT 10

MPUHATHS HOBOTO.
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