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MNOJIOKEHHUE
Ob APXUBE

MyHHUUHTIATEHOrO ABTOHOMHOTO JIOIIKOJIBHOIO 00pa3oBaTeIbHOTO YUPeXkKIeHHs
«Jlerckuii can «3aragka»

1. O0mue noJ1osKeHus

I.1. Tlonoxenue 06 apxuBe MyHHUMNAILHOIO ABTOHOMHOTO IOLIKOJIBHOIO
obpasoBarenbHOro yupexaenns «Jlerckuii can «3aramka» (nanee — ITonoxenue),
paszpaGotano B cootBeTcTBHH ¢ DenepaibHbiM 3aKkoHOM «O6 apXHBHOM jene B
Poccuiickoit  @enmepaumm» ot 22.10.2004 Ne  125-®3, MeToauuecKuMu
peKOMEeHJaUMsIMK 10  paboTe ¢ JOKyMeHTaMH B  00meoOpa3oBaTeqbHbIX
YUPEKICHHSIX.

1.2. Hacrosiuee [Tonoxxenue paspaboTraHo B mensx:

— COBEpIICHCTBOBAHHA IEATENbHOCTH B cepe OpraHu3alnd XpaHeHHs,

KOMIUIEKTOBAHUS, Y4eTa ¥ HCIOJIb30BaHUs apXUBHBIX 10KymeHToB [IOV;

— PalHOHAIBHOM OpraHu3allMu JIOKyMeHTalUHoHHOro obecrnedenus B MAJIOY

«J1C «3araaka» (nanee MAJIOV).

1.3. Apxus MAJIOY cospaercs B Lesisix XpaHeHMs, KOMILUIEKTOBaHHS, ydyera u
MCIOJIb30BaHUsl JIOKYMEHTOB, oOpasyronuxcs B mporecce aesrensHoctd JIOY
(1OKyMEHTalHOHHOTO obecrieyeHH yIIpaBJIeHHs ) u 3aKOHYEHHBIX
ACJIONPOM3BO/ICTBOM JOKYMEHTOB NMPAKTHYECKOTO HA3HAYECHUS.

1.4. B cBoeii pabore apxus MAJIOY pykoBoACTBYeTCS 3aKOHOAATENBCTBOM 00
apXuBHOM nene B Poccuiickoii (enepaiuy, MHBIMH HOPMATHBHBIMH MPABOBBIMH
aktaMu Poccuiickoit ®enepaiiu, JokanbHeIMH aktamMu MAJIOY W HacTOSIIHM
[Tonoxenuem.

1.5. Kontpons 3a nesrensHocThio apxusa MAJIOY ocyuiecTBisieT THpeKTOp, a B
e¢ OTCYTCTBHH 3aMmecTuTelb aupektopa nmo AXP, kotopsle ofecrneudBaroT apXuB
HEeOOXOIMMBIM MOMEIIEHHEM ¥ 000PYI0BAHHEM.

1.6.  HenocpenctBenHoe pykoBoactBo apxuBoM MAJIOY  Bosnaraercs

PUKa30M JIMPEKTOpa Ha JIMI0, OTBETCTBEHHOE 3a BeIeHHE apXHBa.

1.7. Jlupektop  yupexneHus  oOecriedydBaeT — apXMB  HEOOXOXHUMbIM

MoMelleHHeM, 000py10BaHHEM.



2. CocTaB J0KYMEHTOB apXHBa
2.1. ApxuBHBIE JOKyMEHTBI, OCTYNAlONIHe Ha XpaHEHHE B apXHB MAJIOY
OTHOCATCS K MYHHIMIAIBHON COOCTBEHHOCTH, HE MO/IeXKAT IpUBATH3ALUH, HE MOTYT
OBITH OOBEKTOM MPOJAXKH, MEHbI, JapeHHus, a TakkKe HHBIX C/AEeIOK, MOryLIHX
MPUBECTH K UX OTUYKACHHIO.
2.2. B apxuB MAJIOVY nocrtymnaror:

2.2.1. ApxuBHbIE JOKyMEHThI, 0Opa3oBaBIIMeCs B Mpouecce NCATEJbHOCTH
JIOY, BpeMeHHOT0 XpaHeHus (HeoOX0UMBbIe B [PAKTHIECKOM NeATETBHOCTH).

2.2.2. ApxuBHBIE [IOKyMEeHTbl, 00pa3oBaBIiecs B Mpouecce NeATEIbHOCTH
A0Y.

2.2.3. JIOKYMEHTBI 10 JIHUHOMY COCTaBYy, OTPaKalOLIKME TPYAOBbIC OTHOIICHHS
paboTHHKa ¢ paboToIaTeeM.

2.2.4. ApXHBHBIE JOKYMEHTBI IOCTOSHHOrO XpaHeHHS.

3. 3anauu 1 PYHKIHH apXHBA.

3.1. OcHoBHbIMH 3an1a4aMu apxuBa MAJIOV:

3.1.1. KomruiekroBaHue J[JIOKyMEHTaMH, COCTaB KOTOPBIX MPEXyCMOTPEH
paszenom 2 Hacrosmiero IlonoxeHus.

3.1.2. O6ecriedyeHre €JMHBIX TPHHLMIIOB  OpraHu3alUu  XpaHCHH,
KOMIUIEKTOBAHHS, YUeTa ¥ HCIOJIb30BAHHE APXHUBHBIX JOKYMEHTOB, HX COXPAaHHOCTH.

3.1.3. OcylecTBlIeHHe KOHTPONs 33 (OPMUPOBAHHEM U OQOPMIICHUEM /el B
nenonpoussoactee MAJIOY.

3.2. B COOTBETCTBHM C BO3JIOKEHHBIMH Ha Hero 3agadamu apxus MAJIOY
OCYILECTBIISET CEeAYIOMHUe PyHKIMH:

3.2.1. IlpunumMaeT mocie 3aBepLICHHs ASNONPOU3BOACTBOM, YHHTHIBACT H
xpauT gokymentsl MAJIOY, oGpaboraHHble B COOTBETCTBHH C TpeOOBaHUIMH,
YCTaHOBJIEHHBIMH 3aKOHOJIaTeILCTBOM 00 apXHBHOM Jielie B Poccuiickoit @enepanuu.

3.2.2. OcymecTBiseT ydeT W oOecrneyrBaeT MoJHYI0 COXPaHHOCTh MPHHATHIX
apXMBHBIX JIOKYMEHTOB, B TOM 4HCJI€ 110 TMYHOMY COCTaBY.

3.2.3. TIpoBogUT CBOEBPEMEHHOE YMOPSAAOYCHHE ApPXMBHBIX IOKyMEHTOB
(5KCIIepPTH3Y LIEHHOCTH, HAy4YHO-TeXHHYeCKyl0 00paboTKy, COCTaBleHHe onuced H
g o

3.2.4. Opranu3zyer UCIO0JIb30BaHKHe JI0KYMEHTOB:

- uHGOPMHpPYET aJAMUHUCTPALMIO H PAOOTHHUKOB MAJIOVY o cocTtaBe U colepKaHHH
TOKYMEHTOB apXHBa,

- IpeNOCTABJAET [OJNB30BATENAM apXWUBHbIC JOKYMEHTBI, CIpaBKH HIH KOIHH
apXUMBHBIX JOKYMEHTOB, CBA3aHHbIE C YCTAHOBJICHHEM TPYAOBOI0O CTAXa, COLIMAJIbHOM
3aUUTON IpakiaH, NpefycMaTpuBaromieil HX MEeHCHOHHOe obecrieyeHue, a TaKke
1oJIydeHHe JIHIOT W KOMIIGHCAIMiH B COOTBETCTBHH C 3aKOHOAATE/IbCTBOM Poccuiickoi
Qenepanuu,

- BBIAAeT B YCTAHOBJIEHHOM MOps/Ke Jeja, AOKYMEHThl MM KONHH NOKyMEHTOB B
LesX CIy)KeGHOrO M MPaKTHYECKOro MCIOJNb30BaHMs /Ul paboThl B TOMEIICHAH
apxuBa,

- BeJIeT YYeT WCIIOJIb30BaHUs JOKYMEHTOB, XPAHALIUXCs B apXHBE.
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4. IlpaBa H OTBeTCTBEHHOCTDb

4.1. Jlnst BBINONHEHHs BO3NOKEHHBIX 3a/1au M (DYHKIHI, JHI0, OTBETCTBEHHOE
3a Benienne apxuBa MAJIOY, umeet npaso:

4.1.1. KoHTponMpoBaTh BBINOJHEHHE YCTAHOBIEHHBIX npaBuil paboTel ¢
nokymentamu B MAJIOV.

4.1.2 Jluuo, OTBETCTBEHHOE 3a BeIeHHE apxusa MAJIOY, Hecer
OTBETCTBCHHOCTD 32 BBINIOJHEHHE BO3JIOXKEHHBIX HA apXHB 33/1a4 U (yHKIIHIT.

4.1.3 3a yTpary W mopuy JOKYMEHTOB AOJKHOCTHbIE JIHIA YUpex AeHHs
(PYKOBOAMTENb YUYPEXAESHHS! W JIMIO, OTBETCTBEHHOE 3a BEICHHE apxuBa) HecyT
OTBETCTBEHHOCTb B COOTBETCTBHH C J@HCTBYIOIIMM 3aKOHOAATETECTBOM.

4.1.4  TpeboBath OT CTPYKTYpHBIX TOJpa3/eNeHHI (cmeranucToB)
YIPEKICHHUS CBOCBPEMEHHOH Iepelayu B apXuB JOKYMEHTOB B YIOPALOYEHHOM
COCTOAHMH, KOHTPOIIMPOBAaTb BBINOJHEHHE YCTAHOBIEHHBIX MpaBHil paboThl ¢
AIOKYMEHTAMH B CTPYKTYPHBIX MOAPA3AeNeHUAX (CIeLHaTHCTAMU YIPEekK/IeHHUS ).

4.1.5 3anpamuBarh OT CHEUHATHCTOB YUPEKISHHS CBEACHHS, HEOOXOIUMBIE
Julsl pabOTBI apXMBa, C YYeTOM O0eCTeueHMsl WCIIONHEHHsS BCeX BO3JIOKEHHbBIX HAa
apXMB 3a7a4 U (QYHKIHH.

5. KomnuiiekroBanue apxusa

5.1. Tlomrotoska mokymeHToB K nepemade B apxuB MAJIOY Bkmouaer
OKCNIEPTH3Y HAYYHOH M INPAKTHYECKOH IEHHOCTH IOKYMEHTOB, ohopMIeHHe Jell,
COCTaBIIEHHUE OITHCH.

5.2. DKCrepTH3a LeHHOCTH JI0KYMEHTOB.

5.2.1. DkcnmepTH3a LEHHOCTH JOKYMEHTOB - OIlpeJie/IEHHe LIEHHOCTH
JIOKYMEHTOB C Ie/Tbi0 0TOOpa KX Ha XpaHeHHe H yCTAHOBJIEHHE CPOKOB XPaHEHHSL.

OKCrepTH3y LEeHHOCTH NOKYMeHToB B MAJIOY OCYUIECTBIISIET MOCTOSHHO
JAEeHCTBYIOLIAsS SKCTIEPTHAs KOMHCCHSI.

5.2.2. DKcriepTHas KOMHCCHsI HA3HAYAETCS TIPHKA30M nupektopa MAJIOY. B
COCTaB DKCMEPTHOH KOMHCCHH BKJIFOYAIOT HE MEHee Tpex COTPYIHUKOB, B TOM YHCJIE
B 0053aTeILHOM MOPS/IKE JIMIO, OTBETCTBEHHOE 3a BeleHHe apxusa MAJIOV.

OKCTIepTHAs KOMHCCHS Ha 3aCe/laHHsX PaccMaTpPUBAET: HOMEHKJIATypy mael
MAJIOY, onucu nen MOCTOSHHOTO XpaHeHHS H M0 JUYHOMY COCTaBy, aKThl Ha
NOKYMEHTBI, BBIIE/ISIEMBIE K YHHYTOKEHHUIO.

5.3. Oopminenne e

5.3.1. Jlena mNOCTOSIHHOTO XpAaHEHHS TOILMBAIOTCS B TBEPIAYIO O0OJIOKKY
CYPOBBIMH HMTKaMHM. JIMCTBI HymepyroTCs B IpaBoM BepxHeM yrimy. KomuuecTso
JTHCTOB B KaXXIOM Jeje He INOJDKHO npeBbimate 250 nucroB. B kouume nena Ha
OTACTBHOM JIMCTE COCTAB/ISICTCS 3aBepUTEIIbHAS HAIITUCh.

5.3.2. Ha 06n0%Ke Jie/l OCTOSIHHOTO XPaHeHHs TOJKHBI OBITH IIPOCTaBJICHBI
CICAYIOIIME  PeKBH3HTbI: HAMMEHOBAHME 00pPa30BaTENLHOTO YUpeXKIEHHS, HOMeEp
(MHIeKC) Jena 1Mo HOMEHKJIAType, 3arojloBOK Jeja, KOJHYECTBO JIMCTOB, CPOK
XPaHCHHUS UITH OTMETKA «XPAaHHUTh MOCTOSHHO», HOMep (DOH/IA, OTHMCH, Jera.



5.3.3. T1o OKOHYAHWH AEIONPOM3BOACTBEHHOrO rojia B 0(popMIICHHBIE 0010KKH
7eJ1 TIOCTOSIHHOTO XpaHEHHs BHOCATCS HeoOXOJMMble YTOYHEHHs: B 3arojioBKH J€l,
COJIepIKAIUX PACTIOPSHTENbHbIE JTOKYMEHTBI (MPHKa3hl, MPOTOKOJBI), BHOCSATCS
HOMEpa; eC/U JeJI0 C MePermucKoi COCTOUT M3 HeCKONBKHX TOMOB, B KXKIOM TOME
YKa3blBaeTCsl KOPPECIIOH/IEHT, aBTOp, TePPHTOPHS, IPyrHe HaHHbIC. B xaxaom ToMme
yKas3blBaeTcsl ata (4Mcio, Mecsll, IOJl) Hayala i OKOHYaHHs JaHHOTO TOMA. Tounble
JaThl MPOCTABNAIOTCS Ha OOMOXKKaX st OBICTPOTO MOWCKA JOKYMEHTOB B
MOCTENYIOIeM; W3 3aBepUTeNbHON HaANMMCH Ha OONOXKY Jena BBIHOCHTCA
KOJIMYECTBO JINCTOB B JieJe.

5.3.4. Hanmucu ©Ha o00n0XKKax el I[OCTOSHHOIO W JIOJrOBPEMEHHOIO
XpaHEHHs CJie/lyeT IPOU3BOIHUTh YETKO, CBETOCTOMKMMH YePHUIIAMH.

5.3.5. Jlis ydeTa KOJIM4ecTBa JIMCTOB B JleNe W (uKcalHu ocoOeHHOCTEH HX
HyMepalliK Ha OTAeJIbHOM JINCTE COCTABNIACTCS 3aBEPUTENIbHAS HAMITHCD.

B 3aBepuTeNbHOM HAANMCH YKa3bIBAETCS KOJIMYECTBO JIHCTOB (uudpamu u
MPOMKUCHIO) B Jeie. 3aBepuTesbHas HAAMKCh TOAMHUCHIBAETCS COCTABUTEIEM C
yKa3aHHUEeM ero JO0JDKHOCTH M [aThl COCTABJICHHS.

5.3.6. BHyTpeHHss ONWChH COCTaBiseTcs K JejaM IMOCTOAHHOTO H
nonropeMenHoro (cepime 10 7eT) cpoka XpaHeHHMS, c(OpMHUPOBaHHEIM  T10
Pa3HOBHIHOCTAM JOKYMEHTOB, 3arOJIOBKH KOTOPBIX HE DacKphIBalOT KOHKpPETHOC
coziepyKaHue JOKyMEHTOB (0c000 leHHbIe, JIMYHBIE IeNa | ap.).

5.3.7. Jlena BpeMEHHOT0 XpaHEeHHs 0QOPMIISIIOTCS YIIPOIIEHHO:

OHH He TIOIIIMBAIOTCSA, TUCTH B HUX He HYMEpPYIOTCs, YTOUHEHHe Ha OONOXKKaX He
MPOM3BOMTCS, OMMCH HA Jieja He COCTABISMIOTCH, YYeT BEAETCs M0 HOMEHKIAType
nern.

5.4. Onucanue JJIOKYMEHTOB [IOCTOSTHHOTO CpOKa XpaHCHHA.

5.4.1. OnyMcH COCTABIAIOTCS pa3esibHO Ha Jiella MOCTOSHHOIO XpaHeHHA IO
OCHOBHOM JI€ATEIBHOCTH U Ha JieJia 10 JIMYHOMY COCTaBy.

5.4.3. OnucH COCTaBISIOTCS OTBETCTBEHHBIM 3a apXHB.

5.4.4. Onuce BefeTcs B €MHONM BajIOBOM HyMepalUH B T€YEHHE HECKOJBKHX
Ter.

545 Ha mema ¢ MCTEKIIHM CPOKOM XpaHEHHs COCTaBIseTcs akT o0
YHUYTOXKEHUH.
6. Cpok aelicTBHS NOJIOKEHH S
6.1. Cpok neiicTBus MO0XKeHHs He orpaHudeH. [Tonoxenne JIEMCTBYET 10 IIPHHATHSA
HOBOTO.



JUCT O3HAKOMJIEHUSI COTPY/IHUKOB
¢ MOJIOKEHUEM 06 APXUBE opranusauun

(3anonnaemcs cobcmeeHHOPYHHO)
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