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1. O6mue nonoxenns

1.1.  Tlonoxenune o6 dpXHBE  MYHHIMNAIBHOIO  OIOMKETHOrO  JOIKONBLHOIO
00pasoBaTenbHOro  yupexeHus «lleHTp paszsuTHa peGenka — merckuii cam» Ne 28
«Oronek» (nanee IMonoxerue), paspabotaHo B cootBeTcTBHM ¢ DegepaibHbIM 3aKOHOM
«06 apxusHOM nene B Poccuiickoi Denepaunn» ot 22.10.2004r. No 125-D3, npukazom
Pocapxuga ot 11.04.2018 Ne 42 ®enepanbrbiv 3akoHoM «O6 obpasoBanuu B Poccuiickoii
Depepatmu» or 29.12.2012 roga No 273- d3 .11 4. 3 c1.28.

1.2. Hacrositee nonoxkenue Pa3paboTaHo B lEJISX: COBEPIIEHCTBOBAHMS NS TETBHOCTH B
cepe opraHuzalMM XpaHeHws, KOMITEKTOBaHHUS, y4eTa M HCIIOJIb30BAHMA APXHUBHBIX
~ poxymentos MBIOV No 28 «Oromers. B D Ty NV N A G
1.3. Apxus MBJIOV cosnaercs B nemsx OCYIIECTBJIEHHS XpaHeHHs, KOMIUIEKTOBAHMS,
YUCTa H HCIIONIb30BaHUA JOKYMEHTOB, 06pas3yrounxcs B IpoLecce AesTelbHOCTH MBJOY
LIPP No 28 «OroHek» M 3aKOHYeHHBIX AETONPOH3BOJICTBOM JOKYMEHTOB MPaKTHHECKOI'0
Ha3Ha4eHHd, X 0TOOpa WM MOArOTOBKM K repenade Ha XPaHeHHe B MYHHUMIAIBHBIH
aApXHB.

I.4. B ceoeit paGore apxus MBJIOY I[PP Ne 28 «Oromek» PYKOBOJCTBYETCSH
3aKOHOMATENECTBOM 00 apxuBHOM Jene B P®M, HHBIMH HOPMATHBHBIMH IIpaBOBBIMH
aktaMu P®, 10KalbHBIMH HOPMATHBHBIMH AKTAMH MBJIOY I1IPP Ne 28 «Oronek» u
HACTOALLAM MOJIOKEHHEM, '

1.5. KonTpons 3a aestensHoctsio apxusa MBJIOY LIPP Ne 28 «Oromexs OCYILECTBIsNET
3aBe/IYIOIIHH, a B €€ OTCYTCTBHM HCHONHSIOUIMH 0OS3aHHOCTH 3aBe/IYIOLIEr0, KOTOpPEIE |
obecnieynBaIOT apXMB HEOOXOIMMBIMH [TOMEIICHHEM 1 obopynoBaHHEM.

1.6. Henocpencteennoe pykosogctBo apxusom MBJIOY LIPP Ne 28 «Oromex»
BO3JIArdeTcA NMPHKAa30M 3aBe/yIOLIEro Ha JHIO, OTBETCTBEHHOE 3a BeleHHE apXWBa (Kak
[IPaBHIIO, Ha JICJNOMPOU3IBOIHTENA ).

L. CocTaB n0kyMenToB ApXHuBa

1.1. ApXMBHBIEC NOKYMEHTHI, MOCTYNAIONINE HA XPAHEHHE B apxue MBJIOY LIPP No 28
«OroHek», OTHOCHTCA K MyHHMIMNAIbHOH COBCTBEHHOCTH, HE MOJUICKHT NpUBaTH3ALIHH,
He MOTYT OBITh 0OBEKTOM MPOAAXKH, MEHBI, APEHHS, a TAK e WHBIX CIENOK, MOTYIIHX
MPUBECTH K HX OTYYKIECHHIO.

1.2. B apxus MBJIOVY LIPP Ne 28 «Orosex» mocTynaror;
1.2.1. ApxuBHble 10KYMeHTSI, 00pasoBasIIMecs B npoilecce aestensHocTd MBJIOY LIPP
Ne 28 «Oronex», BpeMeHHOTO XpaHeHus (HeobXoauMBbIe B MPAKTHYECKOH JeATeIEHOCTH ).

1.2.2. JlokyMeHTBI 10 TUYHOMY COCTAaBY, OTpPaKaIOLIHe TPYAOBbIe OTHOIICHHs paGOTHUKA
¢ paboronarenem.

|.2.3. ApXMBHBIE 10KYMEHTBI TOCTOSHHOIO XPaHEeHHS.



3. 3anaum n pyukuun apxuea.

3.1. OcHOBHBIMH 3ana3aMu apxusa MBJIOY IIPP No 28 «Orogexs:

3.1.1. Komniexkrosanue AOKYMEHTAMH, COCT4B KOTOPBIX NpeaycMoTpeH pasjenom 2
HacToAmero [onoxenus.

3.1.2. OBecnievenne emmnpx MPHHIMIIOB OpraHW3alliK XpaHeHHs, KOMIUIEKTOBAaHHS,
YHeTa H MCTIONbL30BaHHe APXHBHEIX JMOKYMEHTOB, HX COXPaHHOCTH.

3.1.3.  Ocymectrienue KOHTpOnsi 3a (opmupoBanmem oopmienuem nen s
Acnonpoussoactee MBJIOV L[PP No 28 «Orouex».

3.2. B coorBercTBHH BO3NIOKEHHBIMH Ha Hero 3ajayamu apxue MBJIOY 1[PP No 28
«Oronek» ocymectanser caenytoniue GpyHKIum:

3.2.1. Ilpunumaer mnocne 3ABEPILICHHUS  1eJI0TIPOH3BOJICTBOM, YUHTBIBAET M XpaHWT
AOKyMmeHTEl MBJIOV I1IPP No 28 «Oronex», o6paborannpie B COOTBETCTBHH ¢
TpeboBaHuAMH, YCTAHOBIICHHBIMH 3aKOHOJATENLCTBOM 06 dPXHBHOM Jiene B Poccuiickoii
Deneparun,

3.2.2. Ocymectaaser y4er u obecneynpaer TOTHYIO COXPaHHOCTE MPHHATHIX APXHBHAIX
AOKYMEHTOB, B TOM YHCIIE 110 JTH YHOMY COCTaBY,

3.2.3. Ilposogur CBOEBPEMEHHOE YHOpsI0YeHHe APXHBHBIX NOKYMEHTOB ( IKCHEPTHU3Y
LIEHHOCTH, HaYYHO-TEXHHYECKYIO 00paboTky, cocTaBienue omuceii i 0

3.2.4. Opranusyer ucnonssosanme JOKYMEHTOB:

- HHOpMUpPYeT aAMHHHACTpaLmIo 1 paboTHiKoB MBJ[OY LIPP Ne 28 «Oronek» o cocrase
H CONIePIKaHHH JOKYMEHTOB apXHBa;

YCTaHOBIEHHOM TOpSAKE apXHBHEIE CHIpaBKH MIIH KOITHH apXHBHEIX JOKYMEHTOB,
CBA3AHHBIC C YCTAHOBNEHHEM TPYIOBOrO CTaXKa, COLMANbHOH 3alMTOH rpaxian,
fipeycMaTpuBaKoIlel HMX NeHCHOHHOe obecnedenue, a Takie NONy4yeHHe JIBroT M
KOMIICHCALIMH B COOTBETCTBHM C 3aKOHOIATENLCTRBOM Poccuiickoii enepammu;

- BBIJACT B yCTAHOB/ICHHOM IOPSA/IKE fieNa, AOKYMEHTEI HITH KOTIHH JOKYMEHTOB B IIe/IAX
CITyKeOHOTO M NPaKTHYECKOro HCIIONTB30BaHUA 11151 paboTel B OMelleHlH apxuBa;

- BEIIET yHET HCMONIb30BAHMS JOKYMEHTOBR, XPaHSAIINXCH B apXUBe.
4. IlpaBa u oTBeTCTBEHHOCTS

4.1. Ina BeIMONHeHus BO3JIOKEHHBIX 3a/1a4 ¥ QyHKUM JTHIO, OTBETCTBEHHOE 33 BelleHHe
apxusa MBJIOY LIPP Ne 28 «Orouek», umeer rnpaso:

4.1.1. KoHtponuposare Brimonnenue YCTAHOBNEHHBIX NpaBua paboTsl ¢ ANOKYMEHTaMH B
MBJIOY LIPP No 28 «Oroueks.

4.2. Jluuo, orBeTcTBeHHOE 33 BencHuMe apxuea MBJIOV IIPP Ne 28 «Oromex», Hecer
OTBETCTBEHHOCTD 3a BBINOTHEHHE BO3/IOKEHHBIX HA ApXHB 3a1a4 ¥ hYHKIHEI,

4.3. 3a yrpary u HOpHY NIOKYMEHTOB NO/DKHOCTHBIE [IHLA YYpeskIeHHs (PYKOBOMTENE
YUPEXKICHUA W JHI0, OTBETCTBEHHOE 3a BeleHHe apXHBa) HECYT OTBETCTBEHHOCTH B
COOTBETCTBHH C AEHCTBYIOMIMM 3aKOHOAATEILCTBOM. 4

S. KomnutexroBanue apxusa.



5.1. Tlogroroska mokymeHTOB K nepejade B apxuB MBJIOY LIPP Ne 28 «Oronek»
BKJTIOHAET SKCIEPTH3Y HAYYHOH M MPakTHYECKOH LEHHOCTH JIOKYMEHTOB, o(opMIeHHE
JIeJI, COCTABNIEHHE OITHCH.

5.2. DKcnepTH3a HeHHOCTH J0KYMEHTOB.

5.2.1. DKkcnepTH3a IEHHOCTH JIOKYMEHTOB - ONpefelileHHe [eHHOCTH JOKYMEHTOB C LEJBI
0TOOpa MX Ha XpaHeHHe M YCTAHOBJIEHHE CPOKOR XpaHeHusl.

DKCMEePTH3Y [EHHOCTH nokymMeHTor B MBJIOY [IPP Ne 28 «Oronex» OCYILIECTBIAET
MOCTOSHHO AEHCTBYIOILAA SKCIIEPTHAA KOMHCCHS,

5.2.2. DKcnepTHas KOMHCCHS HasHA4aeTcs NMpUKasoM sasenyiomeii MBJIOY LIPP Ne 28
«Oronex». B coctaB DKclepTHOH KOMHCCHH BKIIOYAIOT HE MEHee TPEX COTPY/HHKOB, B
TOM YHClle B 00A3aTeNbHOM MOPAJIKE MO, OTBETCTBEHHOE 33 BeleHUe apxusa MBJIOY
LIPP Ne 28 «OroHex».

JKCrepTHas KOMUCCHS Ha 3aCe/laHUsIX PAaCCMaTPHBAeT: HOMeHKIaTypy aen MBJIOY LIPP
No 28 «Oronexy,

OIMHCH NIEJ MNOCTOSHHOIO XPaHEeHHA H 110 IMYHOMY COCTaBY, aKThl HA JOKYMEHTHI,
BBIJIEIAEMBIE K YHHUYTOKEHHIO.

5.3. OdopmiieHue gemn.

5.3.1. [lema nocTosHHOrO XpaHeHWs MOMIIMBAIOTCS B TBEPAYIO 0DJI0KKY CYPOBBIMH
HAUTKaMH. JIMCTBI HyMepyloTCs B NpaBOM BEpXHEM YIJY [POCTBIM KapaHIAlloM.
KonuuectBo mHCTOB B KamIooM jelie He J0JIKHO npessliate 250, B koHue nena Ha
OTJIEJIbHOM JIHCTE COCTAB/IAETCS 3aBePUTENbHAS HAITHCh. '
5.3.2. Ha obnoxke e NOCTOAHHOTO XpaHEHHs JIOJKHBI ObITh TPOCTABIEHE! CIIEILYIOLIHE
PEKBH3UTEI | HAHMEHOBaHMe 00pa3zoOBATE/ILHOIO YUpekKaeHHs, HOMep (HHIeKC) jena 1o
HOMEHK/IATYpe, 3arojloBOK Jie/la, KOJHYECTBO JIMCTOB, CPOK XpaHEHHA MM OTMETKA
«XpaHWTh MOCTOSHHOY, HOMep (OHJIa, ONKCH, [ena.

5.3.3. Ilo okOHYaHHM JIEJONPOH3BOACTBEHHOIO roja B O(OpPMIEHHBIE OOJIONKKH el
MOCTOAHHOIO XpaHeHHMA BHOCATCA HeoOXOIHMBIE VYTOYHEHHs: B 3arojlOBKH  Jiell,
coJiep/KallMX pacropAJUTeNbHbIE JOKYMEHTHRI (MPUKa3bl, MPOTOKO/E), BHOCATCS HOMepa;
€CIIH JeN0 C TepelnHCKOH COCTOMT M3 HECKOJIBKHX TOMOB, B KaiI0M TOME YKa3blBaeTcs
KOPPECTIOHEHT, ABTODP, TEPPHTOPHA, Apyrye naHHsie. B kamaom ToMme ykazbiBaeTcs gara
(4Hcno, Mecsdll, 1oj) Hayala U OKOHYaHHA JaHHOTO TOMAa. TOo4HBIE JaThl NMPOCTABIAIOTCA
Ha obOmoxKax s OBICTPOrO TMOWCKA JIOKYMEHTOB B IMOC/EIYHOIIEM; M3 3aBEPHTENBHOH
HaAMHCH Ha 0DIOKKY JIeNla BRIHOCUTCH KOJIMYECTRO JIMCTOR B Jele.

5.3.4. Hannucu Ha 0BmokKax Aen MOCTOAHHOTO W JOJTOBPEMEHHOINO XpaHEHHS Cleiyer
[IPOH3BO/IMTH YETKO, CBEeTOCTOHKHMH YePHHIIAMH.

5.3.5. Jlna y4eTta KOJIH4ECTBa JIMCTOB B Jene W hukcanmu ocobeHHocTel UX HyMepaluH Ha
OTAEJILHOM JIHCTE COCTABIACTCA 3aBepHUTe/IbHAs HAAHCh,

B 3aBepuTensHOH HAANHCH YKA3bIBAETCH KOJIMYECTBO JMCTOB (LH(ppaMH U MPOMHCHIO) B
nene. 3apBepurenbHas HAANUCh [OJNMCHIBAETCH COCTAaBHTE/eM C YKasaHHEM €ero
JOKHOCTH M aThl COCTABICHHA.

5.3.6. BHyTpeHHAS ONHCHL COCTaBAAETCA K Je/iaM ITOCTOSHHOIO H J0JIOBPEMEHHOTO
(ceeiie 10 ner) cpoka xpaHeHHs, c()OPMHPOBAHHBIM 110 Pa3HOBHJHOCTAM I0KYMEHTOB,
34roJIOBKH KOTOPLIX HE pacKphIBalOT KOHKpPETHOE CoJiepiaHHe JOKyMeHTOB (ocobo

[IEHHEBIE, IHYHEIC Oe1a H LL]J]



5.3.7. llena spemennoro XpaHeHHs: OhOPMISIOTCS YHPOLIEHHO:

OHH HE NOALIWBAIOTCA, JIMCTEI B HUX He HYMEPYIOTCHA, YTOYHEHHE Ha ob6l0KKax He
HPOM3BOLHTCA, OMUCH HA Jella He COCTABIIOTCS, YHET BeETCS 110 HOMEHKIaType feJ.

5.4. Onucanue JOKYMEHTOB MOCTOSHHOIO CpPOKa XpaHeHHs.

5.4.1. Onucu cocrasnsoTes Paslc/ibHO Ha Jiena MOCTOSHHOTO XPAaHeHHS [0 OCHOBHOR
ACHTENBHOCTH U Ha JIeNa 110 JINYHOMY COCTaBy.

5.4.3. Onucu cocrasnsiores JeJIOIPOH3BOIHTENIEM.,

5.4.4. Onuce Benercs B eiuHOl BATOBOI HyMEpall¥ B TEYEHHE HECKOJILKHX JIeT .

5.4.5. Ha nena ¢ ucrekimm CPOKOM XpaHEHHs COCTABIIACTCA aKT 06 YHHYTOMEHUH,



