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1. OBLIHME NMOJOKEHUS

1.1. Hacrosimee [lonoxenne o6 apxuse AHO /IO «VII «IIpopdopCrpoii Kanper» (nanee —
[Tosokenne) onpenenser NOPsAOK XpaHEHHS JOKYMEHTOB, OOpa3ylOIMXCA B JEATEBHOCTH
ABTOHOMHOH  HEKOMMEpYECKOH  OpraHM3alld¥f  JIONOJHHTENBHOTO  HPOPECCHOHATBHOIO
obpasopanus «YueOHsl! nentp «IIpoplopCrpoiiKaaps» (nanee — VII), a Takke 3aKOHYEHHBIX
JICIONPOM3BOJICTBOM  JIOKYMEHTOB  NPAKTHYECKOr0 Ha3HA4YeHWs, HX oTOOpa, y4Yera M
MCIOJIb30BAHHS.

1.2. Hacrosmee Ilonoxkenue paspaboTaHo B COOTBETCTBHH ¢ TPeDOBAHMAMH M Ha OCHOBAHHH
CIEIYIOIIHX JOKYMEHTOB:

- @enepanbrOro 3akona ot 29.12.2012 Ne 273-03 «O6 obpazosanun B Poccuiickoii dheaepamun»
(C M3MEHEHUSAMH H JONOTHEHHAMHU );

- Ilpukasza MunucTepeTsa Hayku u Boiciero Poccntickoit ®enepanun ot 24 mapra 2025 r. N 266
«O0 yTBepXICHHH MOPAJIKA OPraHU3aINH U OCYILECTBIEHHA 00pa30BaTeILHOM JeSTENBHOCTH 110
JOTOHHTEIbHBIM MPO(ECCHOHATBHBLIM MPOrpaMMaM;

- OenepansHoro 3akona or 22.10.2004 r. Ne 125-®3 «OG apxusHoM zene B Poccuiickoit
Denepanny (¢ HIMEHEHHSAMHE H JIONOJIHEHHAMH),

- Ilpukasom Dexepansroro apxusHoro arenrcrsa ot 11.04.2018 Ne 42 «O6 yrsepxaeHun
NPHMEPHOTO NOJI0KEHHA 00 apXHBe OpranH3alun) (C H3MEHEHHAMH | JIOTIOTHEHHAMH );

- ¥erasa AHO JITIO « V1L «IIpoddopCrpoit Kaapsi».

1.3. Hacrosimee Ilonoxenwe BBOAMTCA B jeiictBHe mpHkasom jupekropa AHO JIITIO «VI[
«[Ipodp/lopCrpoit Kaapsr» i aeHicTByeT 10 OTMEHBI €ro COOTBETCTBYIOIIMM IIpHKa3oM. BHecenue
H3MeHeHHi W jononHeHHii B Hactosmiee [lonoxeHHe OCYIIECTBISETCS COOTBETCTBYIOMIMM
npukasom mupexropa AHO JITTO « V11 «IlpoddlopCrpoit Kaapsi».

1.4.Tlo neobxommmoctn apxuB VYI[ co3gaercs Kak CaMOCTOATENBHOE —MOIpA3e/CHHE,
Ha3HAYaeTCs OTBETCTBEHHBIH 3a apXHB.

1.5. Henocpezicreennoe pykoBoacTBo apxuBom Y1 Bosnaraercs npukasom pykosoautens VI Ha
JIMIO, OTBETCTBEHHOE 3a BEJICHHE apXUBa.

1.6. KoHTpo:1b 32 IesiTeIbHOCT apXHBa OCYIIECTBISET pyKoBocTBo Y11,

2. COCTAB JOKYMEHTOB APXUBA OBPA30BATEJIbHON OPTAHU3ALIMU

2.1. ApxuBHBIE JOKYMEHTbI, [OCTYNAlOIlHe Ha XpaHenue B apxuB OO, OTHOCATCH K
cobcreensocT Y1I, He mojsekar NpHBAaTH3ALMH, HE MOTYT OBITH OOBEKTOM IPOJAKH, MEHBI,
JlapeHus, a TAK/Ke HHBIX CEJIOK, MOIYIIMX IPHBECTH K HX OTYYKACHHUIO.

2.2. B apxuB 00pa3oBaTe/IbHON OPraHu3alliy MOCTYIAlOT:

2.2.1. 3aKOHYEHHBIE  JICIONPOM3BOACTBOM  JIOKYMEHTHI  BDEMEHHOTO  CpPOKAa  XPaHEHHS,
HeoOXOAMMbIE B NPAKTHYECKOH  JACATENLHOCTH, JOKYMEHTBI 10 JIHYHOMY COCTaBy,
obpasosasunecs B pesysprare nesreasnoctn AHO JAT10 « Y1 «IlpodlopCrpoit Kampsi».

2.2.2. IOKYMEHTBI OCTOSHHOTO XPaHEHHS;

2.2.3. Hay4HO-CIIPaBOYHBIH anmapar K JOKyMEHTaM apXHBa;

3. 3AJIAYU U ®YHKIIHH APXUBA

3.1. OcHoBHEIMHM 3a/1a4aMu BegeHHs apxusa OO sBasioTCs:

3.1.1. KommuiekToBanue J0KYMEHTaMH, COCTaB KOTOPBIX MPEAYCMOTPEH PA3eNioM 3 HACTOSIIEro
[Tonoxenus.

3.1.2. OGecnieyenne eIMHBIX TNPHHIMIOB OPraHM3alMM XPaHEHHS, KOMIUIEKTOBAHHSA, ydera
HCIIOJIb30BAaHHE apXHBHBIX JOKYMEHTOB, HX COXPAHHOCTH.

3.1.3. TloaroToBKa M cBOEBpeMeHHas Iepeaya J0KYMEHTOB HA XPaHEHHE B apXHB COOIIOICHHEM
CPOKOB H TpeOoBaHHH, ycTaHaBIMBaeMbIX ['0Cy1apCTBEHHOM apXUBHO# C1yk00ii.

3.1.4. OcymecTpienne KOHTPOJIA 32 HOPMUPOBAHKEM B OYOPMICHHEM JI€J1 B JIEONPOU3BOICTBE

2



VII.

3.2. B COOTBETCTBHH ¢ BO3/MOKEHHBIMH 3a7auaMy apxuB VIl ocymectBusier caemyiommue
byHKumH:

3.2.1. IlpunumaeT nocse 3aBeplueHms ACTIONPOH3BOICTBOM, YYHTBIBAET H XPAHHUT JOKYMEHTEI
CTPYKTYPHBIX noZipasjienenuii Llentpa, o6paGotanibie B cOOTBETCTBHM ¢ TpeGOBAHMSIMY,
YCTAHOBIICHHBIMH 3aKOHOJATEILCTBOM 00 apxuBHOM Jienie B Poccmiickoit ®eneparn.

3.2.2. OcymectBaser yuyer u obecreuuBaer MIOJIHYIO COXPaHHOCTb IMPHHATHIX APXHBHBIX
JIOKYMEHTOB, B TOM YHCJI€ IO JIHYHOMY COCTaBY.

3.2.3. I1poBOAMT CBOEBPEMEHHOE YMOPSIOYEHHE ApXMBHBIX JJOKYMEHTOB (3KCIIEPTH3Y LEHHOCTH,
HAYIHO-TEXHH4ECKYIO 00paboTKy, cocTaBiieHne onuceif H T.1.) nepejiady HX Ha MOCTOSHHOE
XpaHeHHe B apxuB Y11

3.2.4. Co3zaer, MONoOJIHAET H COBEPIICHCTBYET CNPABOYHBIA annapar K XpaHAlMMCs B apXuBe
AenaM H JOKYMEHTaM, O0E€CIeYHBAeT €ro NpeeMCTBEHHOCTh CO CIOPaBOYHBIM  aNIapaToM
MYHHIHIATEHOIO apXuBa, HOMEHKIaTypoii aen Y11,

3.2.5. Tlpeacrasnser opraamM MECTHOIO camoyrpasieHus, apxuBy Y1l HeoOX0oauMyIO apXHBHYTO
HH(OOPMALHIO H KOIHH apXMBHBIX IOKYMEHTOB, a TaKiKe HHpOPMAIHIO O cocTaBe, CoNEpKaHHH H
00BeMe XpaHAIINXCS B apXUBE JIOKYMEHTOB.

3.2.6. OpranusyeT HCIO/1b30BaHHE JOKYMEHTOB:

3.2.6.1. GecrIaTHO MPEIOCTABIISET MOJB30BATEISIM ApXHBHBEIMH JIOKyMEHTaMH oGopMIIeHHbIE B
YCTAHOBJICHHOM IOPA/IKE apXHBHBIC CIIPABKH WM KOIHH ADXHBHBIX JIOKYMEHTOB, CBS3aHHbIE C
YCTAHOBJICHHEM TPYJAOBOIO CTaXa, CONHAIBHONM 3alUMTON rpakiaH, [IpeaycMaTpHBalomed Hx
NIEHCHOHHOE oOecreyeHne, a TakKe NONyYeHHE JBrOT M KOMICHCAIMH B COOTBETCTBHMN c
3akoHoznaresbeTBoM Poccuiickoii denepanuy;

3.2.6.2. ucnonuger 3anpockl 06 YCTAHOBICHHH TPYAOBOTO CTaXa M JIDYTHM BONpPOCaM
COUHATBHONPABOBOIO XapaKkTepa;

3.2.6.3. BefieT yueT HCIIOB30BAHNS JOKYMEHTOB, XPaHAIIHXCS B apXUBE,

4. IIPABA U OBSI3AHHOCTH OTBETCTBEHHOTI'O 110 BEJIEHHIO APXUBA

4.1. JIns BBINONHEHHA BO3NIOKEHHBIX 327129 1 (yHKUMI THIO, OTBETCTBEHHOE 3a BeACHHE apxuBa
Y1, nmeer npaso:

4.1.1. KoHTpomupoBaTh BBIIONIHEHHE YCTAHOBIEHHBIX npaBusl paboThl C JOKYMEHTAMH B
CTPYKTYPHBIX MOAPa3/IeeHHsX.

4.2.3a yTpaty M IOpYy JOKYMEHTOB NO/KHOCTHBIE JHIA VI (pyxosomutens YII u nuuo,
OTBETICTBEHHOC 3a BEJCHHE apXHBa) HECYT OTBETCTBEHHOCTH B COOTBETCTBHH C JEHCTBYIOINM
3aKOHO/IATe/IECTBOM.

5. KOMIVIEKTOBAHHE APXHUBA OBPA30OBATEJILHOM OPT AHHU3ALIMH

5.1. TloaroTtoBka AOKYMEHTOB K fiepeade B apXuB BKJIIOYACT 3KCHEPTH3Y NPaKTHYECKOH
LICHHOCTH JIOKYMEHTOB, OQOpMIIeHHE Jie/1, COCTARIEHHE OIUCH.,

5.2. DKkenepTH3a EHHOCTH JOKYMEHTOB.

5.2.1. DKcnmepTH3a HEHHOCTH JOKYMEHTOB - ONpe/ie/ICHHEe IEHHOCTH JJOKYMEHTOB € HeIbio 0T6opa
HX Ha XpaHCHHE H YCTaHOB/IEHHE CPOKOB XPAHEHHUS.

IKCHEpTH3Y HEHHOCTH JOKYMEHTOB B 06pa30BaTe LHOI OpraHH3allH{ OCYIIECTBAET IOCTOSHHO
JACHCTBYIOmAs KCIePTHAS KOMHCCHS,

5.2.2. DKcnepTHas KOMHCCHA HA3HAYAETCS npuKasoM pykosoautens YII. DkcneprHas xomuccus
Ha 34CCAaHHAX pacCMaTPHBACT: HOMEHKIATYPY e, OMMCH Ae MOCTOSHHOIO XPAaHeHHS M 10
/IHYHOMY COCTABY, aKThl HA JOKYMEHTBI, BBIIE/ISEMBIE K YHHUTOXKECHHIO.

5.3. Opopmnenne sen.

5.3.1. Jlena mocTOAHHOrO XpaHEHHS MOMIMBAIOTCH B TBEPAYIO OOJIOKKY CYPOBBLIMH HHTKAMH.
JlucThI HyMepYIOTCA B IpaBOM BepXHEM yriLy OpocTeIM KapanzamoMm. KoamduecTso nHCTOBR B
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KaXXI0M Jiesie He A0JDKHO npebinate 250. B koHIe nena Ha OTAENBHOM JIMCTE COCTaBIIAETCS
3aBEpUTE/IbHAA HAITHCh.

5.3.2. Ha o6moxKe J1e/1 OCTOSHHOIO XpaHEHHs IPOCTAB/IAIOTCA CIEAYIOIHE PEKBU3HTHI: TIOHOE
HAaHMCHOBAHHE BBIIECTOALICH OpraHM3alMH, HaWMEHOBaHHE OOpa30BaTENbHOI OpraHH3allKH,
HOMep (MHJIEKC) Jie/la 0 HOMEHKJIAType, 3ar0jioBOK Jie/a, KOTHYECTBO JTHCTOB, CPOK XPAHEHHS
W OTMETKA «XPaHHTh MOCTOSHHOY», HOMEP OIMCH, JieJia.

5.3.3. Tlo OKOHYAHHH J1€IONPOH3BOACTBEHHOrO roja B 0QOpMIICHHBIE 0G/I0KKH JIe/ TOCTOSHHOTO
XpaHeHHs  BHOCATCS  HEOOXO[MMbIE  YTOYHEHMS: B  3arOJIOBKH  JIeJl,  COJEP/KAIIHX
pacnopsanTenbHbIE JOKYMEHTBI, BHOCATCS HOMEpA; €CIIH JIeJI0 COCTOMT M3 HECKOJIBKHX TOMOB, B
KaXK/IOM TOME yKa3bIBaeTCsl KOPPECIOH/IEHT, ABTOP, TEPPHTOPHS, APYrue AanHbie. B kaxaoM Tome
yKa3piBaeTcs Jara (YMCIO, Mecsll, rojl) Hayala W OKOHYaHHsA JAHHOTO TOMa. TOuHbIE IAThI
NpOCTaB/IAIOTCA Ha 00M0XKKaxX /i OBICTPOro MOMCKa JOKYMEHTOB B IOCHEAYIOIIEM; U3
3aBEPHTENILHON HA/ITHCH Ha 00JI0KKY J1e71a BBIHOCHTCS KOJIMYECTBO JIMCTOB B JIEIE.

5.3.4. lna yuera KONHMYECTBA JIMCTOB B Jeie H (UKCAUUM OCOOEHHOCTEH MX HyMepalHH Ha
OTJIC/IBHOM JIMCTE COCTaB/IAETCH 3aBepHTENbHAs HAANMHCh. B 3aBepHTENBLHON  HATHCH
YKa3bIBaeTcs KOJMYECTBO JIMCTOB (UM(paMM ¥ INPOMMCHIO) B Aene. 3aBepUTENbHAS HAIIIHChH
[OANUCHIBAETCS JAEIONPOH3BOMTEINIEM ¢ YKa3aHHEM JIaThl COCTABJICHHUA.

5.3.5. BayTpennss ONMCh COCTABISETCA K JelaM MOCTOSHHOIO M J0JIroBpeMeHHoro (cspime 10
JIeT) CpoKa XpaHeHHs, CHOPMHUPOBAHHBIX M0 Pa3HOBHIHOCTAM JIOKYMEHTOB, 3aroJIOBKH KOTOPBIX
HE PacKphIBAIOT KOHKPETHOE COJIEPKaHHE T0KYMEHTOB (0c000 LeHHbIe, JIHYHbIE Jie/a H Jp.).

5.3.7. Jlena BpeMeHHOro XpaHeHus oOpMIAIOTCSA YIPOIICHHO: OHH HE MOIMIMBAIOTCA, JHCTHI B
HHX HE HYMEpYIOTCs, YTOYHEHHE Ha O00J0XKKaxX He IPOM3BOJMTCH, ONHCH Ha Jelna He
COCTaBJIAIOTCSA, YYET BEJAETCA 10 HOMEHKIAType Jell.

5.4. Onucanue JOKYMEHTOB IIOCTOSHHOTO CPOKA XPAHEHHS.

5.4.1. Tlo oxoHYaHMH AEIONMPOM3BOACTBEHHOro roxa B YII mpoussoautcss oTt60p JOKYMEHTOB
MIOCTOSIHHOTO CPOKa XPaHEHH JUIS BKIIOYEHHA HX B onuch. ONMHCH COCTOUT M3 rOJIOBBIX pa3/eios,
BHYTPH rojia JieJla pacroiaraloTes 1o CTeneHH 3HaYMMOCTH C YY4eTOM HOMHHAIBHOIO NpHHIIKNIA
(B COOTBETCTBHHM ¢ HOMEHK/IATYpoi o0pa3oBare/bHOil OpraHH3anuy). ['010BOH pasjen onucH Ha
Jleia MOCTOSHHOTO XPAHCHHs, NpeJHa3HAYeHHbIe UIA Tocieayiomed nepefayu B apxus Y1,
MO/UICIKHT YTBEPHKACHHIO pyKoBoaMTeneM YII M COracoBaHMIO 3KCIEPTHO-IIPOBEPOYHOM
xomuccuneit (II1K) Ynpasnenus no jenam apxuBoB MockoBcKo# 00/1aCTH HE II03/HEE YeM Yepes
4 1Ba rojia nocne 3aBepuieHus Jell B JeJI0MPOH3BOACTBE,

5.4.2.OnucH  COCTaBNSIOTCH pa3fe/ibHO HA Jefa IOCTOSHHOTO XpPAHEHHs 110 OCHOBHOI
JEATEIbHOCTH M Ha JIeJ1a 110 JINYHOMY COCTaBY.

5.4.3. OnucH coCTaBNAAIOTCA JAEIONPOU3BOIHTEIIEM.

5.4.4. Onuce BeleTCs B €IMHON BAIOBOH HyMepallMH B TEYEHHE HECKOJIBKHX JIET M 3aKaHYHBAETCS
I10 COIJIACOBAHHIO ¢ apXHBOM, KyJla IOCTYNAT JoKyMenTsl Y11

5.4.5. Ha iena BpeMEHHOrO CPOKa XpaHEeHHs COCTAB/IAETCH aKT 00 YHHYTOKEHHH.

Paszpaboran: 7/
Jupexrop E.A. I'pomuk



