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Iosi0eHue 006 apxuBe
1. O6mmue nos10xKeHHsI

1.1. Tlonoxenue 06 apxuBe MyHHIMIATBHOIO JOMKOJILHOIO 00pPa30BaTEILHOTO
yupexzaeHus 3axapoBCKMii JeTckuii can  NelMyHMIMNAIBHOrO  0Opa30BaHMs-
3axapoBCKMIf MYHHLMINAIbHBIA paiion PssaHckoil o6iactu (manee J10VY),
paspaborano B coorserctBun ¢ DemepanbubiM 3akoHOM «O6 apXUBHOM Jeic B
Poccuiickoit  ®emeparmm» or  22.10.2004 Ne 125-®3, Meroauueckumu
peKOMeHIaMsIMH 1o paboTe ¢ JOKyMeHTaMH B  00me006pa3oBaTeIbHBIX
YUPEKIACHUSIX.

1.2. Hacrosimee [Monoxenue pazpaGoraso B LIEIsX:

— COBCpIICHCTBOBAHMS JEATEIBHOCTH B cepe OpraHu3alii  XpaHEHHs,
KOMIUICKTOBAHHUS, Y4€Ta M UCIIOIb30BaHUs apXUBHBIX JOKyMeHTOB JIOVY;
— palMOHAIBHOM OpPraHU3alMy JOKYMEHTaMOHHOT0 obecneuenus B JIOVY.

1.3. Apxus JIOY co3gaercs B LENSX XPaHEHHs, KOMIUIEKTOBAHHUA, ydeTa M
UCIIOJIb30BaHMs TOKYMEHTOB, oOpasyromuxcs B mnpouecce aesrensHoctd JJOY nu
3aKOHYCHHBIX /CJIONPOU3BOACTBOM JOKYMEHTOB NPAKTHYECKOTO HAa3HAYEHMs, HX
0T0Opa M MOArOTOBKH K Iepe/iade Ha XPaHEHHE B MyHMLUUTIAIbHbIH apXHUB.

1.4. B cBoeit pabore apxus JIOY pyKOBOICTBYETCS 3aKOHOAATEILCTBOM 00
apxuBHOM jene B Poccuiickoii ®esnepaiyiy, MHBIMH HOPMATHBHBIMH IIPaBOBBLIMH
akramu Poccuiickoit ®enepamyu, nokameHbiMH aktamMu JIOY M HacTosmmMm
ITonoxenuem.

1.5. Konrposns 3a gesrenbHocTbio apxuBa JIOY ocymecTsiser 3apeyionas, a B
€€ OTCYTCTBUH 3aBX03, KOTOPbIE 00€CIIEYMBAIOT ApXUB HEOOXOAMMBIM ITIOMEIEHHUEM U
000opy10BaHHEM.

1.6. Hemocpencreennoe pykoBoictBo apxuBoM JIOY Bo3naraercss NpUKa3soM
3aBeIYIOIIEH Ha JIMI0, OTBETCTBEHHOE 32 BEICHHUE apXHBa.

2. CocTraB 10KYMEHTOB apXHBa
2.1. ApxuBHbE JOKYMEHTBI, IOCTYNAIOIIKe HAa XpaHeHue B apxus JIOY

OTHOCATCS K MyHHUIIUNAIbHOM COOCTBEHHOCTH, HE MOUIEKAT NPUBATU3AINH, HE MOT'YT
ObITb OOBEKTOM TNPON@KH, MEHbI, JAPEHHS, @ TAKKE HMHBIX CAEJIOK, MOIYIIUX
MPUBECTH K UX OTUYXKICHHUIO.

2.2. B apxu JIOY nocrynaior:

2.2.1. ApxuBHBIE JTOKYMEHTbI, 00pa3oOBaBUOIMECS B IPOLECCE AEATEIBHOCTH
JOY, BpeMeHHOr0 XpaHeHus! (He0GXOAUMBIE B IPAKTUIECKOI JIEATETLHOCTH).

2.2.2. ApxuBHBIE JOKYMEHTHI, 00Opa3oBaBIIHECS B MPOLECCE JIEATEILHOCTH
JI0V.



2.2.3. JIOKyMEHTHI TI0 JIMYHOMY COCTaBY, OTP@KAFOLIUE TPY/TOBbIC OTHOLICHUS
paboTHuKa ¢ paboToaresnem.
2.2.4. ApXuBHbIC JOKYMEHTBI IIOCTOSHHOIO XPaHCHHUS.

3. 3apayu u pyHKuHH apxuBa.
3.1. OcHoBHbIMHE 33/1a4amu apxuBa JIOY:
3.1.1. KoMIuieKTOBaHHE [JOKYMEHTaMH, COCTaB KOTOPBIX MpPEAyCMOTPEH
pazzenoM 2 Hacrosuero [Tonoxenmus.
3.1.2. O6ecrieyeHrie  €IUHBIX NPUHLMIIOB  OpPraHM3allMd  XpaHEHUS,
KOMIUIEKTOBAHMS, YU€Ta ¥ UCIIOJIb30BAHUE APXUBHBIX JOKYMEHTOB, X COXPAaHHOCTH.

3.1.3. OcymecTBieHne KOHTPOJIA 3a (GOPMHUPOBaHHMEM U OPOPMIICHUEM JIeN B
nenonpoussoactee JJOY.

3.2. B COOTBeTCTBMM ¢ BO3JIOXKEHHBIMH Ha Hero 3agadamu apxus JIOY
OCYIIECTBIISET CIEAYIOHMe QYHKIMM:

3.2.1. IlpunauMaeT mocie 3aBepUICHHs JEIONPOM3BOACTBOM, YYUTHIBACT H
xpanut gokymentsl JIOY, oGpaGoTaHHbie B COOTBETCTBHM C TpPeGOBAHUAMH,
YCTAHOBJIEHHBIMH 3aKOHO/IATEIbCTBOM 00 apXuBHOM Jeie B Poccuiickoit Geaepaimu.

3.2.2. OcymiecTBasieT y4eT U 00eCreYHBaET MOJIHYI0 COXPAHHOCTh NPUHATHIX
APXUBHBIX JJOKYMEHTOB, B TOM YHCJI€ 110 JINYHOMY COCTaBY.

3.2.3. TIpoBOAUT CBOEBPEMEHHOE YIOPANOYEHHME APXMBHBIX [IOKYMEHTOB
(3KCTIEPTH3Y LIEHHOCTH, HAyYHO-TEXHHYECKYI0 00paboTKy, COCTaBJICHHE OMHUCEH U
EAL).

3.2.4. OpraHu3yeT UCMOIb30BAHUE JIOKYMEHTOB!

- MHpOpMHPYET aAMUHHCTpAIMI0O U paboTHukoB JIOY 0 cocraBe M COJACPKAHUM
JIOKYMEHTOB apXuBa,

- OecrulaTHO  TPEIOCTABISET  IOJB30BATENAM  APXMBHBIMM  JIOKyMEHTaMHU
0(OpMIIEHHBIE B YCTAHOBJICHHOM MOPSAIKE apXMBHBIE CMIPABKU MM KOIIMHM apXHBHbIX
JIOKYMEHTOB, CBA3aHHbIE C YCTAHOBJICHHEM TPYIOBOrO CT&XKA, COLMATBHOM 3alIATOH
rpak/JaH, MpeayCcMaTpPUBAIOIIEHi MX NMEHCHOHHOE O0ECIeYCHHUE, a TAKKE IOJIYy4CHHC
JABFOT ¥ KOMIIEHCAIMi B COOTBETCTBMM C 3aKOHOJATENbCTBOM Poccuiickoi
Pepepanuy;

- BBIJIAET B YCTAHOBJICHHOM MOPSJAKE J€ja, JOKYMEHTHl WM KOIMH JOKYMEHTOB B
HeIAX CIy*KeOHOrO M NPAKTHIECKOro HCMONb30BaHMS [UIs PabOTHl B MOMEMICHMH
apXuBa;

- BEJIET YYET UCTIOIH30BAHUS JOKYMEHTOB, XPAHSIIUXCS B apXHUBE.

4. IlpaBa ¥ OTBETCTBEHHOCTH

4.1. JIns BBITNIOJIHEHMS BO3JIOXKEHHBIX 33/1a4 U (DYHKIMIA JIMIIO, OTBETCTBEHHOE
3a BejeHue apxusa JIOY, umeer npaso:

4.1.1. KoHTponMpoBaTh BHINOJHEHHE YCTAHOBICHHBIX MPaBHI PabOTHI C
nokymentamu B JIOV.

4.2. Jlvmo, oTBeTcTBEHHOE 3a BezieHue apxuBa JIOY, HeCeT OTBETCTBEHHOCTh
3a BBHINIOJTHEHUE BO3JIOXKEHHBIX HA apXUB 33/1a4 U (yHKLIHA.

43. 3a yrpary W MNOpYy MOKYMEHTOB [O/DKHOCTHBIC JHLA YYPEHKICHHSA
(PyKOBOIMTENh YUYPEKACHUA M JIMIO, OTBETCTBEHHOE 33 BEJICHUE apxuBa) HECYT
OTBETCTBEHHOCTH B COOTBETCTBHHU C JACHCTBYIOIIMM 3aKOHOAATEILCTBOM.

5. KomniekToBaHHe apXHBa



5.1. TlomarotoBka HOKyMeHTOB K rmepemade B apxus JIOY  Bkmouaer
SKCIEPTU3Y HAYyYHOM M NPAKTHYECKOW LIEHHOCTU JIOKYMEHTOB, O(OpMIIEHHE €I,
COCTaBJICHHE OITHCH.

5.2. DkcnepTH3a HEHHOCTH JJOKYMEHTOB.

5.2.1. DOkcneprHza LEHHOCTH JOKYMEHTOB - ONpEAEIEHHE LIEHHOCTH
JAOKYMEHTOB C LIEJIbKO 0TOOpA UX HA XPAaHEHUE M YCTAHOBJICHHE CPOKOB XPAHEHHS.

OkcnepTusy UEHHOCTH JOKymeHToB B JIOY oOCymIeCTBISET IOCTOSHHO
JAEHCTBYIOLIAsA IKCIIEPTHAS KOMHCCHSL.

5.2.2. DkcnepTHas KOMUCCHS Ha3HAvaeTcs IpUKasoM 3aseayromeit JJOY. B
COCTaB DKCMEPTHOH KOMMCCHH BKJIIOYAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM YHCIIE
B 0053aTeIbHOM ITOPSIKE JIMI0, OTBETCTBEHHOE 3a BeaeHue apxusa JIOY.

OKCrepTHas KOMHMCCHA Ha 3aceJaHUSX PACcCMaTpUBAET: HOMEHKIATypy Hen
HOVY, omucu e TNOCTOSHHOTO XpaHEHHS W MO JIMYHOMY COCTaBy, aKThl Ha
JIOKYMEHTBI, BBIACIAEMBIE K YHHUTOXKEHHIO.

5.3. Odopmnenwue aen.

5.3.1. Jlena mOCTOSHHOTO XpaHEHWs TOMIIMBAIOTCS B TBEPAYI OOJIOXKKY
CYpOBbIMH HMTKaMH. JIMCTBI HyMepyloTCs B mpaBoM BepxHeM yriy. Kommdectso
JICTOB B K@KJIOM JIeJIe HE JO/DKHO mpesbimatrh 250. B KoHIE aena Ha OTAeIbHOM
JIUCTE COCTABJISIETCS 3aBEPUTEIIbHAS HA/IITHCh.

5.3.2. Ha o6nokKe e MOCTOSHHOIO XPaHeHHs JOJDKHBI ObITh IPOCTABIIEHBI
CJIEAYIOIIHE DPEKBH3UTHI. HAMMEHOBAHWE 00pa30BaTENBHOIO YYPEKACHHSA, HOMEp
(MHEKC) nena MO HOMEHKIAType, 3arojioBOK JIeNid, KOJMYECTBO JIMCTOB, CPOK
XPAHCHMS /I OTMETKA «XPAHUTh MIOCTOSHHO», HOMEP (POH/IA, ONUCH, JeTIa.

5.3.3. Ilo oxoH4YaHUH JETONPOM3BOICTBEHHOr0 To/ia B 0OPMIICHHBIE 0OJIOKKH
JEN1 TIOCTOSIHHOIO XPAHEHHs BHOCATCS HEOOXOIMMbIE YTOUHEHUS: B 3arOJIOBKH JIEl,
COIEpXKAIMX PACHIOPAIMTEIbHBIE JOKYMEHThI (TIPHKa3bl, MPOTOKOJBI), BHOCATCS
HOMEpA; €CIH JIeJI0 C MEPENMCKOA COCTOUT M3 HECKOJIBKMX TOMOB, B KKIOM TOME
YKa3bIBAETCs KOPPECIIOHJEHT, aBTOP, TEPPUTOPHS, APYTHUe JaHHbIE. B KaXIoM Tome
yKa3bIBa€TCA JaTa (4MCiI0, MECsIl, TO/) Havyala U OKOHYaHHS JJAHHOTO ToMa. To4HbIe
Jarthl NPOCTABIAIOTCS Ha O0O0J0XKKax [Aast ObICTPOro TMOMCKAa JOKYMEHTOB B
MOCJIEAYIONIEM; W3 3aBEpUTENbHONH HAIMUCH Ha OOJOXKKY [Jela BBIHOCHTCS
KOJIMYECTBO JIUCTOB B JIEJI€.

5.3.4. Hagnucu Ha o0070XKax Jead MOCTOSHHOTO M JOJTOBPEMEHHOTO
XpaHEHUs CIeAyeT IPOU3BOIUTH YETKO, CBETOCTOMKHUMHU YEPHUITAML.

5.3.5. lna yuyera KOJIMYECTBA JIUCTOB B Jieie M (PUKcAHKU OCOOCHHOCTEHM MX
HyMepaluy Ha OTAEIbHOM JIMCTE COCTABIISIETCS 3aBEPUTETbHASA HA/IITHCh.

B 3aBepurenpHON HAaNMCH YKa3bIBAETCS KOJWYECTBO JIUCTOB (IM(ppamu u
NPOIMCBIO) B Jigsie. 3aBepUTelbHAs HAAMUCh TOJIMCHIBAETCS COCTABHUTENIEM C
YKa3aHUEM €ro J0HKHOCTU M JaThl COCTABJICHHUS.

5.3.6. BHyTpeHHSIE ONMCh COCTAaBISETCS K Je€laM IOCTOSHHOTO U
poaroppemeHHoro (cpime 10 7er) cpoka XpaHeHHs, C(HOPMHPOBAHHBIM IO
Pa3sHOBHUIHOCTAM JOKYMEHTOB, 3aroJIOBKM KOTOPbIX HE PacCKpbIBAIOT KOHKPETHOE
COJEpKaHUE JOKYMEHTOB (0C000 LIEHHBIE, IMYHBIE J1eJ1a U Jp.).

5.3.7. Jlena BpeMEHHOr0 XpaHeHus: 0(hOpMIISIOTCS YIPOLIEHHO:

OHU HE IOJIIMBAIOTCS, JIUCThI B HUX HE HYMEPYIOTCS, YTOYHEHUE Ha OOJOXKKaxX He
NPOU3BOJUTCS, ONUCH HA Jefla He COCTABISIOTCS, YYET BEAETCA MO HOMEHKJIAType
Ae.




5.4. Onmcanyie JOKYMEHTOB IIOCTOSSHHOIO CPOKA XPaHEHHUS.

5.4.1. OnmcH COCTaBJISIOTCS Pa3fe/bHO Ha Jieja IOCTOSHHOIO XpaHEeHUs II0
OCHOBHOI¥1 IeTeJIbHOCTH 1 Ha JieJa N0 JMYHOMY COCTaBY.

5.4.3. OnucH COCTABIISIIOTCS ACTIONPOU3BOAUTENIEM.

5.4.4. Onuck BeneTcs B €IMHOM BAJIOBOM HyMEpalLMH B TEYCHHE HECKOJIbKHUX
neT .

5.4.5. Ha fena ¢ HCTEKIIMM CPOKOM XPaHEHHS COCTaBISeTCs akT 00
YHUYTOXKECHUH.
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