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1. O0mme mo10KEeHUS.
1. Tlonmoxxenue 00 apxuBe MyHUIIUNAIBHOTO OIOKETHOTO  JOUIKOJIBHOTO
00pa3oBaTEILHOTO YUPEXKICHUSI JETCKOro caja KOMOWHHMpOBaHHOrO Bujga Ne 3
MYyHHUIMIAIBHOTO 00pa3oBanus Temprokckuil paiion (nanee - Ilonoxenue MBOY
JC KB Ne 3), pazpabotano B cooTBeTcTBHH ¢ DenepaibHbIM 3aKOHOM «O0 apXUBHOM
nene B Poccuiickoit @eneparum» ot 22.10.2004 Ne 125-D3,
MetoguyeckumMu ~ peKOMEHAAIMsSIMH MO0  paboTe ¢ JOKyMEHTaMu B
00111e00pa30BaTENbHBIX YUPEKICHUAX, HA OCHOBE TPUMEPHOTO MOJIOKEHUE 00 apXuBe
OpraHu3aIuy yTBEPXKJACHHBIM MpukazoMm DeepasbHOrO0 apXMBHOTO areHTCTBA OT
11.04.2018 roga Ne 42.
1.2. Hacrosimee IlomoxkeHue pa3paboTaHO B IEJISIX  COBEPIICHCTBOBAHUS
NEATeIbHOCTH B cdepe OpraHu3aluu XpaHEHUs, KOMIUICKTOBAaHUS, ydeTa U
UCIIOJIb30BaHUSI ~ apPXUBHBIX  JOKYMEHTOB W  PAIllMOHAIBHOM  OpraHu3aiuu
nokymeHTtanronHoro odecneueruss B MBJIOY JIC KB Ne 3.
1.3. ApxuB MBJIOY JIC KB Ne 3 co3nmaercst B messix XpaHEHUsI, KOMIUICKTOBAHUSI,
ydeTa W HCIOJIb30BaHMs JIOKYMEHTOB, OOpa3yIOIIUXCA B TPOLECcCEe JeATeIbHOCTU
MBZIOY JIC KB Ne 3 wu 3aKkOHYEHHBIX JEJIONPOU3BOJICTBOM JOKYMEHTOB
NPAKTUYECKOTO Ha3Ha4YeHUs, UX OTOOpa M MOATOTOBKH K Iepefadye Ha XpaHEHUE B
MYHUIIUTAIBHBIN apXUB (ITPU HEOOXOIUMOCTH).
1.4. B cBoeit pabore apxup MBJOY JC KB Ne 3 pykoBoucTByeTcs
3aKOHOJATENbCTBOM 00 apxuBHOM Jene B Poccuiickoit ®Denepanuu, HWHBIMU
HOPMAaTUBHBIMM MPAaBOBBIMU akTaMu Poccuiickon denepanuu, JOKaJIbHBIMA aKTaMu
MBOY JIC KB Ne 3 u Hacrosamum [lonoxeHnuem.
1.5. Kontponp 3a pestenpHocThi0 apxuBa MB/IOY JIC KB Ne 3 ocymiectBisier
3aBeyIONUid, a B €€ OTCYTCTBUHU JIMIIO, HA KOTOPOE BO3JIOXKEHBI OOS3aHHOCTH
3aBEYIONIEro. 3aBeAYIOMIMN oOecredrnBaeT apXWB HEOOXOAUMBIM ITOMEIICHHEM U
o0opyaoBaHUEM (TI0 BOSMOYKHOCTH).
1.6. Henocpeacteennoe pykoBoactBo apxuom MBJIOY JIC KB Ne 3 posmaraercs
MPUKA30M 3aBEYIOUIETO HA JIUIIO, OTBETCTBEHHOE 3a BEJCHUE apXUBa.

2. CocTaB 10KYMEHTOB apXHBa.

2.1. ApxuBHBIE JOKYMEHTHI, TocTynawmue Ha xpanenue B apxus MBJIOY JIC KB
Neo 3, oTHOCATCSA K MyHUIIMNIATBHONW COOCTBEHHOCTH, HE MOJJICKAT MPUBATU3ALINH, HE
MOTYT OBITh OOBEKTOM MPOJAXKH, MEHBI, TAPEHUS, a TAK)KE HMHBIX CIEJIOK, MOTYIINX
MIPUBECTU K UX OTUYKJICHUIO.

2.2. B apxus JIOY nocTymaror:



2.2.1. ApxuBHbIE JOKYMEHTHI, 0Opa3oBaBLIKECs B npolecce aesTenbHoctd MBJIOY
JC KB Ne 3, BpemeHHOro xpaHeHus (HEOOXOIUMBbIE B IPAKTUYECKON

eI TEITBbHOCTH ).

2.2.2. JIoKyMEHTbl 1O JUYHOMY COCTaBY, OTPAKAIOIIME TPYAOBbIE OTHOUICHUS
paboTHHUKA ¢ pabOTOIaTEIIEM.

2.2.3. ApXuBHBIE JOKYMEHTbI IIOCTOSSHHOTO XpaHEHHUS.

3. 3apaun u pyHKUMH apXuBa.

3.1. Ocunorubimu 3agauamu apxusa MBJIOY JIC KB Ne 3:

3.1.1. KommiekroBaHue AOKYMEHTAMH, COCTaB KOTOPBIX MPEIYCMOTPEH pa3eiom 2
Hacrositero [lomoxxeHusl.

3.1.2. ObecnieyeHue eaUHBIX MPUHIUIIOB OPraHU3AIlMN XPAaHEHUS, KOMIUICKTOBaHMUSI,
ydeTa M UCII0JIb30BAHUE APXUBHBIX JOKYMEHTOB, UX COXPAHHOCTH.

3.1.3. OcymectBieHre KOHTpoJis 3a (GopMupoBaHueM u oQopMIICHHEM el B
nenonpousoactse MBJIOY JIC KB Ne 3.

3.2. B cooTBeTCTBUU C BO3JIO)KEHHBIMU Ha Hero 3agadamu apxuB MB/IOY JIC KB
Ne 3 ocymiecTisiet cnenyroniue ¢yHKIIUN:

3.2.1. TlpuHumaeT mocje 3aBepUICHUs] JEIONPOU3BOACTBOM, YUUTHIBAET M XPAHUT
nokymeHTel MBJIOY JIC KB Ne 3, o6paboTaHHbIe B COOTBETCTBHH C TPEOOBAHUSIMH,
YCTaHOBJIEHHBIMU 3aKOHOAATENILCTBOM 00 apXuBHOM jele B Poccuiickoii @enepanuu.
3.2.2. OcymiecTBiasgeT yd4eT W O0eCleurnBacT IIOJHYK) COXPAaHHOCTh TMPHHSTHIX
apXUBHBIX JOKYMEHTOB, B TOM YHUCJIE IO JINYHOMY COCTAaBY.

3.2.3. TlpoBoguT CBOEBpPEMEHHOE  VIOPSJOYECHHE  aApPXHMBHBIX  JOKYMEHTOB
(9KCTepTH3y LIEHHOCTH, HAyYHO-TEXHUYECKYIO 00pabOTKy, COCTaBICHUE OMHCEH H
T.J.).

3.2.4. OpraHusyeT UCIOJIb30BaHUE TOKYMEHTOB: - HH(POPMUPYET aIMUHUCTPAIHIO U
pabotaukoB MBJIOY JIC KB Ne 3 o coctaBe u conepkaHUH TOKYMEHTOB apXWBa; -
OecruiaTHO MPEAOCTABISAET MOJIB30BATEIISAIM ApXUBHBIMU TOKYMEHTaMU 0()OPMIICHHbBIE
B YCTaHOBJIEHHOM MOPSAJIKE APXMBHBIE CIPABKU WJIM KONUU apXUBHBIX JOKYMEHTOB,
CBS3aHHBIE C YCTAHOBJIEHHEM TPYIOBOI0 CTa)Ka, COIMAIBHOM 3alIUMTON TIpakaaH,
MpeaycMaTPUBAIONICH WX TIEHCHOHHOE O0EeCIeYeHUe, a TaKKe MOJYyYeHHUE JbIOT H
KOMIIEHCAIIM B COOTBETCTBUM C 3aKOHOAATeNbCTBOM Poccuiickoin deneparuu; -
BBIJIA€T B YCTAHOBJIEHHOM MOPSIKE AeNa, TOKYMEHTbBI WM KONTUU JOKYMEHTOB B LIETSAX
CIIY’K€OHOTO U MPAKTUYECKOTO HUCIOJIb30BaHUsS sl pabothl B momemenuun J{OVY; -
BEJIET YUET UCIOJIb30BAHUS JOKYMEHTOB, XPAHIIIUXCS B apXUBE.
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4. IlpaBa u OTBETCTBEHHOCTH

4.1. Jlng BBINOJTHEHUS BO3JIOKEHHBIX 3aJad M (DYHKUMHA JMIO, OTBETCTBEHHOE 3a
Beaenue apxusa MBJIOY JIC KB Ne 3, umeer npaso:

4.1.1. KoHTpOoiaMpOBaTh BBHINOJHEHHWE YCTAHOBJIEHHBIX MpaBW  pabOTBl  C
nokymentamu B MB/IOY JIC KB Ne 3.

4.2. Jluuo, orBercTtBeHHOe 3a BeaeHue apxuBa MBJIOY JIC KB Ne 23, nHecer
OTBETCTBEHHOCTb 32 BBIMIOJHEHNE BO3JIOKEHHBIX HA apXUB 3aJ1a4 U (PYHKIUH.

43. 3a yrpaTy M THOpYy JOKYMEHTOB JOJDKHOCTHBIE JIHIA YUPEKICHHS
(pyKOBOAMTENb YUYPEXKJEHUS W JIMLO, OTBETCTBEHHOE 32 BEJCHHE apXvBa) HECYT
OTBETCTBEHHOCTh B COOTBETCTBUHU C JEHCTBYIOIIMM 3aKOHOAATEIbCTBOM.

5. KommiekToBaHue apxusa

5.1. TloaroroBka JOKyMEHTOB K mepenade B apxuB JIOY BKIOYACT IKCIEPTHUIY
HAyYHOW W MPAKTUUYECKOW IEHHOCTH JOKYMEHTOB, O(QOPMIICHHE JEJl, COCTABIICHHE
OTIHUCH.

5.2. DKcnepTusa eHHOCTH JIOKYMEHTOB.

5.2.1. DkcrepTu3a LEHHOCTH JTOKYMEHTOB - OIpPECICHHE LIEHHOCTH JOKYMEHTOB C
IeNbl0 0TOOpa MX HA XPaHEHHE U YCTAHOBJIEHHE CPOKOB XpaHEHUs. DKCHEPTHU3Y
neHHoctu gokymeHtoB B MBJIOY JIC KB Ne 3 ocymiecTtBiasieT HOCTOSSHHO
NENUCTBYIOIIAS DKCIIEPTHASI KOMUCCHS.

5.2.2. DkcnepTHas KOMUCCUA Ha3HavaeTcs mpukasom 3aseaytomiero MBJI0OY JIC KB
Ne 3. B cocTaB DKCIepTHON KOMUCCHU BKIIFOYAIOT HE MEHEE TPEX COTPYJIHHUKOB, B TOM
gucJie B 00s13aTeIbHOM TOPSIJIKE JIUIIO, OTBETCTBEHHOE 3a BeneHue apxusa MbJ10OY JIC
KB Ne 3. DkcnepTHas KOMHCCHUSI Ha 3aCE€JaHUSAX PACCMATPUBAET: HOMEHKJIATYPY AE
JOYVY, onucu e MOCTOSTHHOTO XPaHEHHUSI U 110 IMYHOMY COCTaBY, aKThl HA JOKYMEHTHI,
BBIJICIIIEMBIE K YHUYTOKECHUIO.

5.3. Odopmiienue nen.

5.3.1. Jlena mMOCTOSHHOTO XpAaHEHHS TMOJIINBAIOTCA CYpOBBIMH HHUTKaMHu. JIUCTHI
HYMEpPYIOTCS B IPAaBOM BEpXHEM yIiy. Bce JMCThI NpOLIMBAIOTCA, CKPEIUISIOTCS
neyatbio 1 noanuckio 3aBenyroiiero MbBJIOY JIC KB Ne 3.

5.3.2. Ha o0noxxke g€l TOCTOSHHOTO XPaHEHUS JOJDKHBI OBITh ITPOCTABICHBI
CJIEIYIOIINE PEKBU3UTHI: HANMEHOBAHNE 00PA30BATEIIHHOTO YUPEIKICHUS, MHICKC Jiea
10 HOMEHKJIaType, 3ar0JIOBOK J1€J1a, KOJIMYECTBO JIMCTOB, CPOK XPAHECHUS WIIUM OTMETKA
«XpaHUTh MOCTOSTHHOY», ONMHUCH, Jena. K geny npukiaasiBaeTcs TeTpajb PErucTpaluu
Jena, B KOTOPOW OMNMCBIBAETCS HOMEp, JaTa, COJAEp)KaHUE JIOKyMEeHTa. Terpanb
MPOIIMBAETCS U CKPEIUIIETCSA MEYAThIO U MOAMNKUCHIO 3aBEAYIOIIETO.

5.3.3. Tlo okoHYaHWU AETONPOU3BOICTBEHHOTO r0/1a B 0hOpMIICHHBIC 0OJI0XKKH JIEIT
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MOCTOSIHHOTO XPAHEHUs BHOCSTCS HEOOXOJIMMbIE YTOYHEHHSA: B 3aroJIOBKH [,
collepKalllUX PACHOPSAUTENbHbIE JOKYMEHTBI (IIPUKa3bl, MPOTOKOJIBI), BHOCATCSA
HOMEPA; €CJIHU JIeJ0 C MEePENUCKON COCTOUT M3 HECKOJBKHX TOMOB, B Ka)KIOM TOME
yKa3bIBA€TCA KOPPECHOHJIEHT, aBTOP, TEPPUTOPUs, Ipyrue AaHHble. B kaxxqom ToMe
yKa3blBaeTcs Jata (4ucio, Mecsl, rojl) Hayajga U OKOHYAaHMs JaHHOTO ToMa. TouyHbIe
JaThl TMPOCTABISIIOTCA HAa OOJOXKKAaX [l OBICTPOTO TMOUCKAa JIOKYMEHTOB B
MOCJIEYIOIIEM; U3 3aBEPUTEIBHON HAJUCH Ha 00JIOKKY JI€J1a BBIHOCUTCS KOJIMYECTBO
JIUCTOB B JIEJIE.

5.3.4. Hagnucu Ha oOJOXKax Jed MOCTOSHHOTO W JOJTOBPEMEHHOI'O XpaHEHUs
CJIelyeT MPOU3BOJUThH YETKO, CBETOCTOMKUMH YEPHHUIIAMHU.

5.3.5. /lns yuera KoJuyecTBa JHMCTOB B Jelie W (PUKcauum OCOOEHHOCTEH uX
HyMepallud Ha OTAEJbHOM JIMCTE COCTaBIIAETCS 3aBEpUTENbHAas HaANUCh. B
3aBEPUTETLHON HAJMUCH YKa3bIBAETCS KOJIMYECTBO JUCTOB (IIMppamMu U MPOMHUCHIO) B
nene. 3aBepuTeNbHAs HAJIUCh TOJIUCHIBACTCS COCTaBUTENIEM C YKa3aHHEM €ro
JOJIKHOCTHU U JaThl COCTABJICHMUS.

5.3.6. BHyTpeHHsS ONMHCh COCTABIAETCS K JieJlaM MOCTOSTHHOTO U JIOJITOBPEMEHHOTO
(cBpime 10 7eT) cpoka XpaHeHUs, C(OPMUPOBAHHBIM IO PA3HOBUAHOCTSIM
JOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE pACKpBIBAIOT KOHKPETHOE COJIep KaHHe
JTOKYMEHTOB (0C000 IIeHHbIE, JTUYHBIE Jea U Ip.).

5.3.7. Jlema BpeMEHHOTO XpaHeHUs OQOPMIAIOTCS YIPOIIEHHO: OHU HE
MOJIIIMBAIOTCS, JUCTBI B HUX HE HYMEPYIOTCS, YTOUYHEHHE Ha OO0JOXKKaxX He
IIPOU3BOJIUTCS, OTIMCH Ha JIeJIa HEe COCTABIISIOTCS, YU€T BEJIETCSl IO HOMEHKIIAType eI
5.4. Onucanue JOKYMEHTOB MTOCTOSIHHOT'O CPOKA XPaHEHHUS.

5.4.1. Onucu coCcTaBIAIOTCS pa3ebHO Ha JieJia IOCTOSHHOIO XPaHEHUS 110 OCHOBHOM
JESTEIHHOCTH U Ha JIeJia M0 JINYHOMY COCTaBY.

5.4.3. Onucu cocrapmstores 3apeayromum MbBJIOY J1C KB Ne 3.

5.4.4. Onucsh BefeTcs B €IMHON BaJIOBOM HyMepaIuu B TEUEHNE HECKOJIBKHX JIET .
5.4.5. Ha nena ¢ HCTEKIIMM CPOKOM XPaHEHHUS COCTABJISETCS aKT 00 YHUUTOKEHUU.

6. Cpoxk aeiicTBUS MOJIOKEHHS .

6.1 Cpok neiicTBus MOJ0KEHUSI HEe orpaHuyeH. [looxeHnue NelcTBYeT 10 NPUHSITUS
HOBOTO.
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