AJIMAHWCTPAITNAS TOPO A IEPMU
MOCTAHOBJIEHUE

03.12.2015 Ne 1017

OO0 yTBepxKIeHHH CTAHAAPTA
BBINOJIHEHHUS MYHHIIUAJIbHBIM

010 KeTHLIM yUpe:RIeHHEeM «APXUB
ro;éo,na Hepmm» MyHUIHTAILHOM
pabotel «U0ecnieyeHue COXPaHHOCTH
H y4eT apXHUBHBIX JOKYMEHTOB»

B coorBercTBMM C IIOCTARHOBIEHWSMH aJMHHHCTpAIlMHd ropoxa Ilepmu
or 28 nexabps 2012 r. Ne 997 «O6 ytBepxienun ITonoxeHHsS O MyHHLMNAILHBIX
yenyrax (paboTax), OKa3bIBaeMbIX (BBIIONHIEMbIX) MYHUIMITAIBHEIMA YIPEXKICHUAMHE
ropoga Ilepmu», or 02 oxTsabpst 2015 r. Ne 708 «O6 yTBEep:KIeHUH BELOMCTBEHHOIO
NepevHs  MYHHIMIAIBHBIX  ycuyr  (paboT), oOka3eiBaeMbIX  (BBIMTOJHIEMBIX)
MYHUIUIATBHBIM IOJBEIOMCTBEHHBIM YUPEXIECHHEeM aJMUHHCTpaluy ropona [lepmu,
Ha 2016-2018 roxer», muceMoM MunucteperBa ¢rinancoB Poccuiickoit Penepanuu
ot 22 oxtabps 2013 1. Ne 12-08-06/44036 «O KommeHrapusx (KOMILIEKCHBIX
PEeKOMeHIalMsAX) IO BOIIPOCaM, CBSI3aHHBIM C peaiu3anueii noiaoxenuit OenepanbHOro
3axoHa oT 08.05.2010 Ne 83-D3»
anmuHKCcTpanys ropoaa Iepmu ITOCTAHOBJIAET:

1. VYreepaute mnpunaraeMplii CTaHAAPT BBINOJHEHHS MYHUIUIAILHBIM
OIOJUKETHBIM  y4pexfieHHeM «ApxuB ropoma IlepmMu» MyHULDUIAIBHON paGoThI
«ObecnieueHre COXPaHHOCTH ¥ YYET apXUBHBIX JOKYMEHTOBY.

2. Hacrosuiee nocTaHoBieHue BeTynaet B cuity ¢ 01 ssuBaps 2016 .

3. VYmpasneHuo 1o OoOIIMM BOIPOCaM aiIMHHUCTpaluu ropoxa Ilepmu
obecnednTh OIyONUKOBaHWE IIOCTAHOBJIEHHS B II€YaTHOM CPEACTBE MAacCOBOH
nHpopmanuy  «OdunManbHEI GIONIETEHh OpPraHOB MECTHOIO CaMOYIIPaBICHHUS
MYHHIMIATIBHOI0 06pa3oBanus ropox IlepMey.

4. KoHTponb 3a HCIIONHEHMEM IIOCTAHOBJIEHHS BO3JOXHUTH HA PYKOBOIHUTEIS
anmnapara agMuHHACTpanuy ropozna Ilepmu Anucumony E.JL.

I'naBa agMuHUCcTpauuu ropona [epmu J.1.Camoiinos



YTBEPXJIEH

IIOCTaHOBJICHUEM aIMUHUCTPAIIUH
ropoza Ilepmu

or 03.12.2015 Ne 1017

CTAHIAPT
BBITOJTHEHNA MYHUIHOAJTbHBIM OI0XKeTHBIM YUpe:KIeHHeM KAPXUB ropoja
Iepmm» MyHHIHNANLHOH padoThl «O6ecneyeHUue COXPAHHOCTH
H y4eT apXHBHbIX JOKYMEHTOB)

I. O0mue noJIoKeHUH

1.1. Hactosumii cTaHzapT BBIIOJHEHUS MYHUIUIAIBHBIM OHOIKETHBIM
yupexxaenueM «ApxuB ropozxa Ilepmm» wMyHumunansHo#t pabotel «ObecneueHue
COXpaHHOCTH M Y4YeT AapXUBHBIX JOKyYMeHTOB» (manee — CTaHAapT) COAEPKUT
TpeOOBaHUSA K TIOPANKY BBIIONHEHHS M COJEPXKAaHHIO MYHMIMIAILHONH paboThl,
HOPMAaTHBHO-IIPAaBOBblE OCHOBaHMS BBIIOJNHEHHSI MyHHUIUIIANbHON paboThl, MOPSAIOK,
BUABl W (OpPMBI KOHTPOJISL 3a BBITOJHEHHEM MYHULUNAIBHOH pabOTH, MOPAIOK
obxxanmoBanus JedcTBud (Oe3nelicTBHS) MODKHOCTHEIX JIMIL, a TaKXe IPHHMMAaEeMBIX
VMU pEIIeHUH MIPH BBINOIHEHUH MyHHIUITATBHON paboTHl.

1.2. Tlopsnox wuH(OpPMHpOBaHMS O BBIIONHEHUH MYHHULUIANBbHON paboThI
«ObecrieueHre COXpPaHHOCTH U YUeT apXUBHBIX JOKYMEHTOBY (Jlajiee — MyHHUIIUITATbHAS
pabota):

1.2.1. undopmammo o0 MyHHOHNATRHOH  paboTe, ee  BBINOJHEHUH
(aIMUHICTPaTUBHBIX IIPOLEAYPax) MOXKHO IIOYIUTE:

1.2.1.1. B MyHUIMIansHOM OO/DKETHOM YUpexaeHuH «ApxuB ropoxaa Ilepmu»
(manee — ApxuB):

IpH JUYHOM OOpalleHuH;

Ha UHGOPMALIMOHHBIX CTeH/IaX;

1o TeiedoHy;

10 MUCEMEHHOMY 3asBJIEHUIO;

I10 2JIEKTPOHHOH I10YTE;

Ha ouuManbHOM caiite www.permarchive.ru;

1.2.1.2. Ha odunmansHOM caiiTe MyHHIUNAIBLHOTO obOpa3zoBaHus ropon Ilepms
B HH(OPMAaIHOHHO-TEIEKOMMYHUKAUOHHON ceTy MHTepHET www.gorodperm.ru;

1.2.2. MecToOHaxoXJeHUe U MOUTOBBIN anpec Apxupa: npoesn fxyba Komaca,S,
r.Ilepms, 614068;

1.2.3. anexTponHEI anpec Apxusa: mbu-arkhiv@gorodperm.ru;

1.2.4. Homepa TenedonoB: (342) 237-12-12, dakc (342) 235-27-99;

1.2.5. rpaduk pabotsl ApxuBa:

noHenensHuK-deTBepr: ¢ 09.00 gac. no 18.00 yac.;

mgrauna: ¢ 09.00 gac. go 17.00 gac.;

nepepsiB Ha o6ex: ¢ 12.30 yac. go 13.18 gac.;

cy6060Ta, BOCKpeceHbe: BEIXOAHBIE THH.

1.3. 3asBuTENN HA BBHINOJIHEHNE MYyHHUIMITAIBHOM paboThI (nanee — 3asBUTENb):
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Opraspl MecTHOTo camoynpasieHus ropoja Ilepmu (Ilepmckast ropoackas dyma,
aJMUHUCTpalusa ropona llepmu, B ToM ducie TeppUTOpPHANIbHEIE U (YHKIHOHAIBHBIE
Opra”el aJMHHHCTpauuu ropoja Ilepmu, sBnsomMecs HOPUANYESCKUMH JIHIIAMH,
KonrtponeHo-cueTHass manatra ropoja Ilepmu), M30uparenpHas KOMHCCHS TIopoja
IlepMu,  ropuaudecKkye  JIMIa ~ MYHHIMIOATBHONH  GOpMBEI  COOCTBEHHOCTH
(masiee — opraHu3aIysi — HCTOYHUK KOMILIEKTOBAHHA);

hu3HYecKye ML — JePHKATENH JOKYMEHTOB JTMYHOIO IPOUCXOKIECHHMS.

1.4. CriocoGpl ¥ HOpPANOK IONydeHus 3asBuTeneM HHGOpMALUH 0 BOIPOCaM
BBIMOJIHEHU MyHUIIUNIAIBHON paboThl, CBEIEHHH O XOJe BRIITOTHEHHS MYHHULIAIIATIBHON
paboTsI:

1.4.1. nadopManysa 0 MecTe HaxoxIeHus, rpaduke paboThl ApXuBa, MPoLEenype
BBIITOJIHEHHS MYHMIMIANBHOM paboThl coolfmiaeTcss BO BpeMs  IIPOBEICHUS
00sI3aTeNIbHBIX BCTPEY C MOTEHUUANBHBIME 3asBUTENAMH CIENUAIMCTaMH OTHela
KOMIIJIEKTOBaHUs ApXHBa IOCPENCTBOM Tele(OHHOU CBSA3M, a TaKXKe pa3MellaeTcs B
cety MiHTepHET ¥ Ha MH(OPMAIMOHHBIX CTeHIaX ApXUBa;

1.42. wHQOpMHpOBaHME O XOJe BBIIOJHEHHS MYHUUHUIATEHON paboTHI
OCYIIIECTBIISIETCS CIIELUATIUCTAMH oTnena obecriedeHus COXPaHHOCTHU
U IOCYIapCTBEHHOT'O y4eTa JOKyMEHTOB ApXuBa:

[IpY JIAYHOM KOHTaKTe C 3asBUTEISIMH, NOCPEACTBOM Telle(OHHOU CBS3HU
HEMEIJIEHHO;

IIOCPEACTBOM ITOYTOBOH CBSI3U U DIEKTPOHHOU ITOYTHI,

1.4.3.  3agBurenu,  mpeACTaBUBIINE  JOKYMEHTHl  JUIS  BBITOJHEHUS
MYHULUNANBHON paboThl, B 00s13aTebHOM MOpsAIKe WHOOPMUPYIOTCS CIELHANNCTaAMU
oTnena obecrnedyeHUs COXPAaHHOCTH M TOCYIApCTBEHHOrO ydyeTa NOKYMEHTOB ApXHBa
o (00):

CPOKE ¥ MECTE BBHINIOJNHEHUS MyHUUIMIIAJIBHOU paboThl;

OTKa3e B BBIIOJHEHUY MyHUILIUIATFHOH paboThI;

CpOKE 3aBepIlIeHHs] 0GOPMIICHHUS JOKYMEHTOB U BO3MOXHOCTH HX IOJIYYESHU.

Mudopmanus o mepeHoce cpoka BBIMOJHEHHS MYHULHUIANBHOM paGOTHI HIIH
00 OTKa3e B ee BEHINONHEHHH COOOIIaeTcs JIMYHO MIIM HAaIpaBlsSeTCs 3asBHUTENIO
IUCBMOM, CO00IIaeTCs 1Mo Teae(OoHy WK JIEKTPOHHOH MoYTe;

1.4.4. B moboe BpeMsi ¢ MOMEHTa IpHeMa JOKYMEHTOB 3asBUTENIb HMEET MpaBo
Ha IIOJlyYeHHE CBEICHWHM O BBIIOJHEHNH MYHHLIMNAIBHOU paboThl MHOCPEACTBOM
TeNe(OHHON CBs3M, ceTd VIHTEpHET, SJIEKTPOHHOM MOYTH WM MYTEM JIMYHOTO
noceleHus Apxuga;

1.4.5. wurdpopmanus o0 cpoke 3aBepiieHUs OQOPMIIEHHS HOKYMEHTOB
U BO3MOKHOCTH HX IIOJIy4eHUs 3asBUTENIO COO0IIaeTCs Py rojaye J0KyMEHTOB.

1.5. Ilpn oTBeTax Ha TenedOHHBIE 3BOHKU M YCTHEIE OOpallleHUs CIICI[HAIHCTEI
otgena oOecreueHus COXpPaHHOCTH U TOCYAapCTBEHHOTO y4yeTa HOKYMEHTOB ApXHBa
noApo6HO HHGOPMHUPYIOT OOPAaTUBUIMXCS IT0 HHTEPECYIOMUM UX BompocaMm. OTBeT Ha
Tene(OHHBIH 3BOHOK JOJKEH HAYWHAThCS ¢ uHbopManuu o0 ApxuBe, B KOTOPBIHA
IIO3BOHWJI TpaKHaHWH, (GaMWINM, HWMEHH, OTYeCTBE M JOJDKHOCTH CHEIHalluCTa,
IPUHABILErO Tene(OHHBIH 3BOHOK. IIpH OTCYTCTBUM BO3MOXHOCTH Y CIELHANUCTA,
IPHUHSBIIEr0 3BOHOK, CaMOCTOATENBbHO OTBETUTh Ha IIOCTABICHHBIE BOIPOCEHI
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oOparBINEMYCs TpaXXJaHUHY MNODKEH OBITh cooOmmieH TenedOHHBIM HOMeEp, IO
KOTOPOMY MOXXHO IOJY9HUTh HEOOXOIUMYIO HH(POPMAIIHIO.

1.6. Ha odunuansHoM caiite Apxusa U MHGOPMAIMOHHEIX CTEHIaX B MECTax
BBIIIOJTHEHHS MYHHUIUIIAJIBHON paboThl pasMelaeTcs clieAyrolias HHHOpMAaIus:

anpec ApXuBa, BBHIIONHSIONIEr0 MyHUIMIAIBHYIO paboTy, BpeMs IIpHeMa
3asBuTENIEH;

BBIIIEPKKM K3 3aKOHONATENBHBIX M MHBIX HOPMATHMBHBIX I[IPABOBEIX aKTOB,
COAEPXKAIIMX HOPMEL, PETYIUPYIOIIUE ACATENBHOCTD 110 BHITOJHEHUIO MYHHUIIUIIATBHOMN
paboTHr;

TeKCT Hacrosgmero CraHOapTa C NPHJIOKEHHEM WM BBIAEPKKA U3 JAHHOTO
TEKCTa IPH PasMELIeHUH HH(POPMALUH Ha HHOPMAIHOHHOM CTEHJIE, 4 HMEHHO:

MH(QOPMaIMA O CPOKaX BBIIOJHEHHS MYHUIMITATEHOM paGOTEl B LIEJIOM U CPOKaX
BBIIIOJIHEHMS OTJEJIPHBIX aAMUHUCTPATHBHEIX IPOLERYD;

IepevYeHb JIOKyMEHTOB, HEOOXOAMMBIX U INPEAOCTABIEHUS MYHHIMIAILHON
paboTsr;

HOPATOK HHQOPMUPOBAHUS O XOJie BEIONHEHUS MY HULUITAIBHOM paGoTsl;

TOPSIOK ITOJYyYEHH KOHCYIBTALUM O IPEAOCTABIEHUN MyHHUIUIIATBHOH paboTHL;

IOPANOK OOXKaJOBaHUS pPeLNEeHUH, MedcTBUM win Oe3nefcTBHS HOKHOCTHBIX
JIML, BBIIOJHAIOIINX MyHULMITATIBHYIO paboTy.

I1. Copep:xaHue H HOPMATHBHO-NPABOBbIEC OCHOBAHHS BbLINIOJIHECHHS
MYHHIUNAJbHOH paboThi

2.1. MynununansHas pabora — ofecrieueHre COXPaHHOCTH M yYET apXUBHBIX
JOKYMEHTOB.

2.2. MynununansHas paboTta BBITOIHAETCS APXHBOM.

2.3. Pe3ynpTaToM BBINIOJHEHHS MyHHUIUNATLHOM paGoOTHI SBISETCS BhIJAYa aKkTa
npreMa-nepefadyy Jejl Ha XpaHeHHe U IIOCTAaHOBKA AapxXWBHBIX JOKYMEHTOB Ha
rOCyIapCTBEHHBIN yueT B ApxuBe.

2.4. Cpoxu BBITOJHEHUS] MyHHLUIIAIBHOH paboThI:

JUIsE OPraHU3alMi — HCTOYHUKOB KOMIUIEKTOBAHUS BEITIOJIHEHHE B COOTBETCTBUM
¢ rpauKOM IpHeMa Jell, yTBEPKACHHBIM JUPEKTOPOM APXUBA;

s GU3HYECKHX JHI[ — JAepxareliell JOKYMEHTOB JIHYHOIO IIPOMCXOMKICHHS
cocraimger 30 ogHelH cC  fHaThl NPUHATHS pENIEHUS SKCHEPTHO-IIPOBEPOYHOMN
METOMYECKON KOMHMCCHEH AreHTCTBa IO JelaM apxuBoB Ilepmckoro Kpas
(nanee — OIIMK ArentcTBa) 00 OTKPBITUH JIHYHOTO (HOHIA B ApXUBe.

2.5. BrinonHeHHe MyHHIMIATBHOU pabOThI OCYLIECTBISETCS B COOTBETCTBHU
C HOPMaTHBHBIMU [IPABOBBIMHU aKTaMH:

Koncrurynueit Poccuiickoit @enepanuu;

®enepanbHpM 3aKOHOM oT 06 okTiabps 2003 r. Ne 131-03 «O6 ob6mux
MIPUHITKAIIAX OpTaHU3allMi MECTHOTO caMoynpasiernus B Poccuiickoit ®enepanum»;

®enepanbHbIM 3aK0HOM OT 22 oKTs0pst 2004 1. Ne 125-03 «O6 apXuBHOM fejie B
Poccutickot @enepanum»;

®enepansHbM 3aK0HOM 0T 02 Mast 2006 1. Ne 59-03 «O nopsiixe paccMOTpeHHs
obpamenuii rpaxxnan Poccuiickoit ®eneparum»;
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@enepanpHbM 3akoHOM 0T 27 mrong 2006 r. Ne 149-@3 «O6 wmHpopmanyy,
HHPOPMAIMOHHBIX TEXHOJIOTHAX U O 3alUTe HHHOPMAaLIUNY;

@enepansHbM 3akoHOM OT 27 wmrons 2006 r. Ne 152-®3 «O nepcoHanbHBIX
JaHHBIXY;

VYkazom Ilpesunenta Poccuiickoit @enepaunu ot 31 nexabps 1993 r. Ne 2334
«O NOMONHUTENBHBIX TApaHTUAX MIPaB paXkiaH Ha HHMOPMAIUION;

npuxka3oM MuHHCTepCTBa KyJNBTYPHl ¥ MacCOBBIX KOMMYHUKalmil Poccuiickoit
@enepanun ot 18 suBaps 2007 r. Ne 19 «O6 yrBepxzuenun IlpaBun opraHuzanuu
XpaHeHUs, KOMIUIEKTOBaHHS, yUeTa ¥ HCIIOJIb30BaHUs NOKYMEHTOB ApxuBHOro (GoHzia
Poccuiickoii @epepauun ¥ APYTHX apXUBHBIX JOKYMEHTOB B TOCYJApCTBEHHBIX H
MyHULUINIANBHBIX apXWBax, My3esx u Oubnmortexax, opraHuzanussx Poccuiickoi
aKaJleMHUU HayK»;

npukasoM MuHHcTepeTBa KynbTypsl Poccmiickoit @exepauuu oT 25 aBrycra
2010 r. Ne 558 «O6 yrBepxnenun Ilepeuns TUNOBBIX YIPaBIEHUYECKUX IOKYMEHTOB,
00pa3yloIIUXcsi B MpOLEecce IEesTeNBHOCTH TOCYNapCTBEHHBIX OpraHOB, OPraHOB
MECTHOT'O CaMOYIIPaBIEHUs U OpraHU3allvi, C YKa3aHHEeM CPOKOB XPaHCHUY;

npuka3oM MuHHCTEpCTBa KynbTyphl Poccuiickoit ®@enepanuu ot 29 Hos0ps
2011 r. Ne 1100 «O6 ytBepkmeHun 0a30BOro MepeyHs TOCYJapCTBEHHBIX YCIYT
(paboT), OKa3bpIBaeMBIX (BBINONHSAEMBIX) (eAepalbHBIMU  IOCYJApPCTBEHHBIMHU
YUPEXIEHUIMU B cdepe KyJIbTyphbl, HCKYCCTBa, AapXUBHOTO [iela, HCTOPHUKO-
KyJIbTYPHOT'O Haclequs, KuHeMaTorpa(umny;

npukazoM MuHucrepctBa KyiaeTypel Poccuiickoit ®epepauuu ot 31 mapra
2015 r. Ne 526 «O6 yTBep>KIeHUH IIPaBUJI OPraHU3allMM XpaHEHMs, KOMIUIEKTOBaHU,
ydeTa ¥ MCIOJIb30BaHUsS NOKyMeHTOB ApxuBHOro (ouna Poccuiickoit Penepanuu
U JpyruX apXUBHBIX JOKYMEHTOB B OpraHax rOCYJapCTBEHHOHN BJIACTH, OpraHax
MECTHOT'O CaMOYIIPaBJICHUS U OpraHU3aIsiIXy;

3axonoMm Ilepmckoro kpas ot 06 mapta 2007 r. Ne 11-TIK «O6 apxusHOM Jeine B
IlepMckoM Kpae»;

3akonom Ilepmckoro kpas ot 11 urors 2008 r. Ne 241-TIK «O nopsinke XpaHeHus
apXUBHBIX JOKYMEHTOB TOCYJapCTBEHHOW YacTH MJOKYMEHTOB ApxXWBHOro (oHIa
I'lepMmckoro xpast, oTHOcsALUXCs K cobcTBeHHOCTH [lepMcKoro kpas ¥ HaxoAAIuUxcs Ha
TEPPUTOPHHM MYHUIIMIANbHBIX 00pa3oBaHUl, XpaHAIIMXCA B MYyHHULHUIAIBHBIX
apXuBax»;

MIOCTaHOBJIEHHEeM agMuHHCTpanuu ropona Ilepmu ot 22 aprycrta 2011 r. Ne 429
«O0 ycTaHOBJIEHUM pacxoJHOTo o0s3arenscTBa llepMcKOro ropoAckoro okpyra Iio
BorpocaM (pOPMHUPOBAHHUS U COJIEPIKAHUS MyHULIUIIATBHOIO apXUBay; '

pacropspkeHueM aamuHucTpauuu ropojaa Ilepmu ot 31 mag 2012 r. Ne 15-p
«O6 ytBepxaeHWHn MHCTpYKIMM [0 OpraHM3alMH [ENONPOU3BOLCTBA H BEIEHHUIO
apXuBa B aMUHHCTpanuu roposa Ilepmu».

2.6. IlepeueHp HOKyMEHTOB, HEOOXOIMMBIX ISl BBIIOJHEHUS MYHHUUUIIAILHON
paboTrI (Ianee — makeT JOKYMEHTOB):

2.6.1. nis opraHr3aluii — KICTOYHUKOB KOMIUIEKTOBAaHMS apXuBa:

Beinucka u3 pemenus JIIMK AreHTcTBa O BKIIOYEHUH B CIIHCOK OpraHu3alui —
HUCTOYHHMKOB KOMILUIEKTOBaHUsSI ApxuBa (IIpH NepBOM IOCTYILIEHUH JOKYMEHTOB);

HOMEHKJIaTypa ] OpraHu3aluy — HCTOYHUKA KOMIIJIEKTOBAHUS;
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OIKCH JIeJI IOCTOSIHHOTO XpaHEeHUs B 4-X 3K3eMILIApax;

CIPaBOYHBIA anmapar K omnucH (MCTOpHYEcKas CIpaBKa, IPH HeOOXOOMMOCTH —
OrJIaBlIcHHE, YKa3aTellH, CIIUCOK COKPAIllEHHBIX CJIOB, paciin(poBKa TEPMHUHOB (TIPH UX
HaJIMYHH );

aKT O HEOOHapy)XeHHH AapXUBHBIX JOKYMEHTOB, IIyTH pO3BICKA KOTOPBIX
UCUepIIaHbl;

aKT O BBIZIEIEHMM K YHHYTOXKEHUIO JOKYMEHTOB, He IOJIEXKAIIUX XPaHEHHIO,
B CBSI3U C MCTEUEHUEM CPOKa XpaHEHHUS;

2.6.2. 1mnd GU3MYECKUX JIMIl — Jepxkareijed  JOKYMEHTOB JIMYHOIO
IIPOUCXOXKIEHUS:

Beimucka u3 pemieHus OIIMK AreHTCTBa 0 paspelieHUH OTKPBITHS JMYHOTO
¢donza B Apxuse (IIpy IIEpBOM IOCTYIUIEHHN JOKYMEHTOB);

JIOTOBOD JapeHus;

CIaTO4YHas OIUCH el B 2-X dK3eMILIIpax.

2.7. OcHoBaHMEM AJIS OTKa3a B IIpHUeMe 1aKeTa JOKYMEHTOB SIBJISETCS OTCYTCTBHE
JOKYMEHTOB, YKa3aHHBIX B IyHKTe 2.6 Hacrosmero CraHmapTa, HeHaJyIexallee
odopMIIeHHE JOKYMEHTOB (HaIM4IHe OMNOO0K, TOAYHUCTOK, IIPOTHBOPEUNBEIX CBEICHHH,
OTCYTCTBHE IIOANNICH U NIe4aTy 3asBUTENIs).

2.8. OcHoBaHMEM AN OTKa3a B BBIIOJHEHUM MYHUIHUIAIBHOM paboOTBl IS
GU3MUeCKUX JHI — JAepxareliell TOKYMEHTOB JIMYHOIO IIPOUCXOXKIECHUS SBIISETCS
OTPHLIATEIbHOE 3aKIIOYEHHE CIICLHATMCTOB OT[eNa KOMIUIEKTOBaHUSA ApXuBa NpU
IIPOBEACHHHU SKCIIEPTU3bI LICHHOCTH JJOKYMEHTOB.

2.9. MysnununansHas paboTa OCyIIeCTBIAeTCS OeCIIaTHO.

2.10. MakcuManpHbIil CPOK OXHIAHUSA TIPU 3aKITIOUEHHH IOrOBOpa IapeHwus
Y IIpY IIOJIy4YEeHHUH aKTa IpueMa-Iepeiadud J0KyMeHToB He 6onee 30 MHHYT.

2.11. TpeGoBaHHs K IOMEIIEHHSIM, B KOTOPBIX BBINOJHIETCS MYHHUIUIAIbHAS
pabora:

2.11.1. 3panme ApxuBa JOIDKHO OBITH O0OOpPYIOBaHO HH(POPMAIMOHHOMN
TabNUYKON (BBEIBECKOM), comepKaiel cienyromtyio HHGOPMALHIO:

HalMEHOBaHHUE; |

MECTOHaXOXKJIEHUE U IOPUIUIECKHH anpec;

pexum paboTsl;

Tesle()OHHBIE HOMEpa U aJipec AJIEKTPOHHOMN ITOYTHI;

2.11.2. vHopmauroHHas Tabnu4uka (BbIBeCKa) pa3MeINaeTcss PSIfOM C BXOIOM
100 Ha IBEPH BXOJIa;

2.11.3. BXoxm B 3maHuWe poikeH OBITH 00OpymOBaH yHOOHOHM JecTHHIEH C
IIOPYYHAMH, a TaKKe NaHILycoM JAJs OecrpensiTCTBEHHOTO NepeBHKEHIS HHBaJIMIHEIX
KOJISCOK;

2.11.4. TexcTsl HH(POPMALMOHHBIX MaTEPHAJIOB IOJDKHEI OBITH HalledyaTaHbl
yIOOHBIM JUIs yTeHUs mpudToMm Oe3 ucnpapieHuil, Haubolee 3HauUMass UHGOPMALH
JOJKHA OBITH TOAYEPKHYTA,

2.11.5. uHpOpManMOHHBIE MaTepHalbl [HOJDKHBI HaXOIHWTHCS B MeCTe, TIJe
obecrieunBaeTcs OeCTpEnsITCTBEHHBIA IOAXOJN K HUM, MaTepHalibl JOJDKHBI OBITH
pa3sMEILEHb]l Ha YPOBHE IU1a3 YeJOBeKa CPEIHEro pocTa,;
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2.11.6. Mecra s 3amoNHEHUS MOKYMEHTOB MIOJDKHBI OBITE OOGOpYIOBaHEI
CTOJIAaMU U CTYJbSIMHU M O0ecrieueHbl KaHIESIPCKIUMHE NPHHAIIISKHOCTAMH.

2.12. TloxazaTensaMu JOCTYDHOCTH M KayecTBa BBINOJHEHHS MYHMIIUIIATBHOM
pabOThI SIBJISFOTCS:

2.12.1. oTKpBITHIA mocTym 1 3asBUTENeH K HHGOPMAIMK O MOPSLIKE U CPOKax
BBIIIOJIHEHUS  MyHHUIMNANBHONM  paboThl, TOpsAKe  OOXaJoBaHWUS  JeHCTBHI
(Ge3meficTBYS) JOIDKHOCTHEIX JIHL APXHBa;

2.12.2.  cobmroneHue CpPOKOB  BBINOJHEHHS  MYHULMIAIBHON  paboTsl,
YCTaHOBJICHHBIX ITyYHKTOM 2.4 HacTtosiero Cragaapra;

2.12.3. cobmronienue CPOKOB OXKMIAHHS MPU 3aKIIOYEHUH JOTOBOPA JapeHus u
IIpH IOJIy4eHUH aKTa IpueMa-liepeiadd AOKYMEHTOB, YCTAaHOBJICHHBIX ITYHKTOM 2.10
HacTogiuero Crannapra,

2.12.4. cobmonenue TpeOOBaHUH, YCTAaHOBJICHHBIX MYyHKTOM 2.11 HacTosIEro
Cranpapra;

2.12.5. orcyrctBue Xano0 CO CTOPOHBI 3asBUTENEed Ha pelleHus, NeHCTBUA
(be3neifcTBUE) MOJDKHOCTHBIX JIHL ApXWBa, HapylmieHus TpeOOBaHHN HACTOSIIETO
Cranpapra.

IIL. Ilopsaok BHINOJHEHUSI MYHUHIIHNIAJIbLHOH paGoThI

3.1. IlpueM apXUBHBIX JOKYMEHTOB Ha XpaHeHHe:

3.1.1. ocHOBaHuEM [N aiMUHHUCTPATUBHOH MPOUEAYPHI ABISETCS TOCTYILICHUE
B ApXUB apxXUBHBIX JOKyMEHTOB U IIOJHOI'O ITaKeTa JOKYMEHTOB, HPEIyCMOTPEHHbIX
ImyHKTOM 2.6 Hactosmero Ctanaapra;

3.1.2. mpueM apxuBHBIX JOKYMEHTOB Ha XpaHEHHe, IIpoBepKa uX (PU3NIECKOro,
CaHUTAPHO-TUTUEHUYECKOr0, TEXHUYECKOTO COCTOSHHSA ¥ HAJIWYHUSd KOMIUIEKTHOCTH
Y4ETHBIX JOKYMEHTOB;

3.1.3. mpoBepka (QU3MYECKOT0, CAHUTAPHO-THTHEHHYECKOTO, TEXHHUYECKOIo
COCTOSIHHMSI apXWBHBIX JOKYMEHTOB M IIPOBEpKa HaJW4Msl KOMIUIEKTHOCTH YUYETHBIX
JOKYMEHTOB OCYILECTBIAETCS CIELHATUCTOM OTHeNna o6ecHeveHns COXPaHHOCTH
U I'OCYJapCTBEHHOTO y4eTa JOKYMEHTOB ApXUBa.

B ciyyae oTcyTcTBUS OCHOBaHMU N7l OTKa3a B NpHEME apXUBHBIX JOKYMEHTOB
U TIaKeTa JOKYMEHTOB 3aMECTHTENh IUPEeKTOpa-HaYaJIbHUK OTHeNa obecredeHus
COXpPaHHOCTH M TOCYJapCTBEHHOIO YyueTra JOKYMEHTOB ApXWBa WIM BeIyIIui
CIenManucT otaena ofecredeHuss COXPaHHOCTH ¥ TOCYNapCTBEHHOTO  ydeTa
JIOKYMEHTOB ApXHBa COCTaBIISIET aKT IpueMa-riepeadyu JOKyMEHTOB Ha XpaHEHHUE;

3.1.4. pesynpTaToM aIMHHUCTPATABHONM MpOLENYpPHl SBISETCS Bblada akKTa
pueMa-nepenady ej Ha XpaHeHue 3asBUTEINIO;

3.1.5. cpox aIMHUHHCTPaTHBHOM IpoLlieAypsl — B J€Hb IpHeMa-Tiepefadu
JIOKYMEHTOB.

3.2. IlocTaHoBKa apXUBHBIX JOKYMEHTOB Ha IOCYapCTBEHHBIN yUerT:

3.2.1. ocHOBaHMEM [yl aJIMUHMCTPATHUBHON NPOLENYpHI SBISETCA BBIada akTa
npueMa-nepeady Jiejl Ha XpaHeHHue 3asBUTelio;
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3.2.2. 3aMecTUTEnh OUPEKTOpa-HAuYaJbHUK OTHeNa O0eCHeHeHHs COXPaHHOCTU
U TOCYIAapCTBEHHOI'O yueTa JOKYMEHTOB ApXUBa OCYIIECTBISET TOCTAHOBKY apXHBHBIX
JOKYMEHTOB, [TIOCTYIMBIIMX Ha XpaHEeHNe, Ha TOCYIapCTBeHHBIN yueT B ApXuBe.

3.2.3. pe3ynbTaToM aAMHUHUCTPATHBHOM MPOLEAYPHI ABISETCS TOCYIapCTBEHHEIH
y4eT IOCTYNUBIIMX apXHWBHBIX JOKYMEHTOB B COCTaB€ JOKYMEHTOB, HaXOISIIUXCS Ha
XpaHEHUH B ApXuBe;

3.2.4. cpok aIMUHHCTPaTUBHOM MNpolLexypbl — 7 KaJleHHapHBIX HHEW C HaThl
IpreMa Ha XpaHeHHe apXUBHBIX JTOKYMEHTOB.

3.3. brnok-cxema  IOCIENOBATENbHOCTH  aJMUHUCTPATHBHBIX  IPOLEAYD
II0 BBIIOJNHEHUIO MyHHUHUNANBHOK paboTel «ObecreueHHe COXPaHHOCTH M y4eT
apXUBHBIX JJOKYMEHTOB)» NpUBeJIeHA B IPUJIOKEHUH K HacTosieMy Ctanmapry.

1V. Ilopsinok, BuabI 4 GoOpPMBI KOHTPOJIS 32 BbINOJTHEHAEM MYHHUIHIAIbHOM
paboThl

4.1. Texymui KOHTPOIH 32 COOJIIOIEHHEM U BHITIONHEHUEM MOCIIEeOBATEIbHOCTH
NEHCTBHM CIelMaJHUCTaMU OTHena o0ecredeHus] COXPaHHOCTH M TOCYIapCTBEHHOIO
yuyera JOKYMEHTOB ApXWBa U [pPUHATHS HMH peELIeHU#, OIpeneleHHbIX
aJIMAHUCTPATUBHBIMU IPOLEAYypaMH II0 BBINOJHEHUIO MYHHUIMIANLHON paboTsl,
OCYILIECTBIISIET 3aMECTUTENb NUPEKTOpa-HaYalbHUK OTeNIa O0eCcriedeHrs COXPaHHOCTH
U TOCYJapCTBEHHOI'O y4eTa JOKYMEHTOB ApXHUBa.

4.2. llocmemyromu# KOHTPOJb 3@ TIOJHOTOM UM Ka4deCTBOM BBIIOJTHEHMS
MYHHLHIAIBHOW paboOThl OCYIECTBIAETCS IIyTeM IMPOBEIEHHS BHYTPEHHUX TUIAHOBBIX
IPOBEPOK (€KEMECSUHO) M BHEIUIAHOBBIX (110 KOHKPETHOMY OOpaIleHHIO 3asBHTENS),
IPOBOJMMBIX  3aMECTUTENIeM  JUpeKTOpa-Ha4dalbHUKOM  OTHesna  obecredeHus
COXPaHHOCTH M TOCYJapCTBEHHOI'O yueTa AOKYMEHTOB M BEAYIIHM CIICLHUaIUCTOM
otaena o0ecriedeHus COXPaHHOCTH M FOCYJapCTBEHHOTO y4yeTa JOKYMEHTOB ApPXUBa.

4.3. Cpeuuanuctel otTfiena oOecHeueHUs] COXPaHHOCTH U TOCYHapCTBEHHOTO
ydyera NOKYMEHTOB ApXHBa HECYT NEPCOHAIBHYI) OTBETCTBEHHOCTH 32 BEITIONHEHHE
CIENYIOMNX aIMUHUCTPATUBHBIX IIPOLIEAYP:

coOJIIoieHre CPOKOB BBIIIOJNIHEHUS MYHUIMIAIBHOH pabOoTHI, IPexyCMOTPEHHBIX
HacToAumM CTaHIapTOM;

IIPaBUJIBHOCTD MIPOBEPKH JTOKYMEHTOB;

COOTBETCTBME OCHOBaHMM JHis OTKa3a B IpUeME [JOKYMEHTOB M OTKasa
B BBIIIOJIHEHWH MYHMIMIIANbHOU paboThl TpeGoBaHUSAM IyHKTOB 2.7, 2.8 HacToOsIIEro
Cranpapra;

IIOJIHOTY M Ka4deCTBO BBIIOJHEHMS aJIMHUHHUCTPATUBHBIX MPOLENYp IIpH
BBITIOJTHEHUY MYHULIUTIAIBHON paboThl;

HepasrianieHne KOHQUISHIIHaNbHBIX JaHHBIX.

IlepcoHanpHass  OTBETCTBEHHOCTh  CHEHUAIMCTOB  OTAeNna  obecreyeHus
COXPaHHOCTH M TOCYJapCTBEHHOI'O y4eTa [OKyMEHTOB ApxXuBa 3aKpensiercs
B JOJDKHOCTHBIX UHCTPYKIUSX.
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V. Hopsgok o6:xanoBanusi KeiicTeuii (0e3aelicTBUA) JO/IKHOCTHBIX JIHI, 4 TAKKE
NpHHHMAaeMbIX HMH pelleHHi NPHU BbINOJHEHHH MYHHIHIAILHON PaboThI

5.1. Je#ictusa (Ge3nelicTBrE) HOMDKHOCTHBIX JIUI] APXUBa U PeIleHUs, TIPHHSATHIE
UMM IIPH BHINIOJHEHUH MyHUIUIIANBHON paboThl, MOTYT OBITE 00KaNoBaHb! 3asBUTEIIEM
B apOUTpa)XHOM CyJie WM cye oOreil FOpHCIUKINY [T0 MECTY HAXOXAECHUS OTBETUHKA
B IIOPSAJIKE, YCTAHOBJIEHHOM JEHCTBYIOIIUM 32KOHONATEIHCTBOM.



ITpunoxenue

Kk CTanmapTy BBIIIOJHEHHUS

MYHHULHUTATBHBIM OI0IKETHBIM

H{pemneHHeM «ApxuB ropoja
epMI» MYHULIUITAIBHON paboTh

«ObecrieueHrne COXPaHHOCTH U yUeT

ApXHBHBIX JOKYMEHTOB)Y

BJOK-CXEMA
HOC/1e/I0BATE/LHOCTH aAMHHHCTPATHBHBIX NPOLEAYP MO BHINOJHEHHIO
MYHHIHIAJAbHOH paboThl «ObecneueHne COXPAHHOCTH
U y4eT apXHBHBIX JOKYMEHTOB»

ITpuem apXuBHBIX JOKYMEHTOB Ha XpaHEeHHeE,
IIPOBEpKa UX PU3NIECKOro, CAHUTAPHO-TUTUEHUYIECKOTO,
TEXHUYECKOTO COCTOSIHUS U ITPOBEpKa HATUYUS
KOMIUIEKTHOCTH YYETHBIX JOKYMEHTORB

Brigaua
aKTa IpuemMa-rnepenadu
IleJl Ha XpaHeHue

IocynapcTBeHHBIH yUeT
IIOCTYTIHUBILINX apXUBHBIX
JIOKyMEHTOB B COCTaBe
IOKYMEHTOB, HAXOASAIIUXCS
Ha XpaHEeHUH B ApXuBe

OTka3 B npuemMe apXuBHBIX
JOKYMEHTOB U I1aKeTa
JOKYMEHTOB 10
OCHOBaHHUSM,
IIpeIyCMOTPEHHBIM
nmyHkTamu 2.7, 2.8
Cranpapra




