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IToJi0:xeHuE 00 apxuBe
MIAOY «/lerckuii cag Ne 48»

1. O0mme noJio:KeHUst

1.1. Tlonoxxenue 06 apxuBe MyHHUIIUIATBLHOTO ABTOHOMHOIO JOIIKOJIBHOTO
oOpazoBarenbHOro yupexaeHus « Jlerckuit cag Ned8y» (manee — Ilosoxkenue),
pazpabotaHo B cooTBeTcTBUU C DenepanbHbiM 3aKOHOM «OO0 apXWBHOM Jiejl€ B
Poccuiickon  ®@epepanmm» ot 22.10.2004 Ne  125-03, Meroauueckumu
PEKOMEHIAIMSIMHU 110 pabOoTe C IOKYMEHTaMHU B 00111€00pa30BaTEIIbHBIX YUPEIKICHUSIX.

1.2. Hactosmee [lonoxenue pazpadoTaHo B LENX:

- COBEpIICHCTBOBAHUS JEATEIBHOCTH B cdepe opraHu3aluud XpaHCHWUs,
KOMILUIEKTOBaHHUS, yU€Ta U UCIIOJIb30BaHUs ApXUBHBIX JOKyMeHTOB MAJIOY

- palMoOHANIBHON OpraHU3aINK TIOKYMEHTAIIMOHHOTO o0ecrieuenus B MAJIOY

1.3. ApxuB MAJIOVY co3nmaercst B LeNsAX XpaHEHUs], KOMIUIEKTOBAHUS, yUeTa U
HCIIOJB30BaHUs JOKYMEHTOB, oOpa3yromuxcs B npoiecce AesteabHocty MAJIOY u
3aKOHYEHHBIX JEJOMPOU3BOACTBOM JIOKYMEHTOB MPAKTUYECKOrO0 HA3HAUYEHUS, HX
0TOOpa U MOATOTOBKH K Mepeaue Ha XpaHEHUE B MYHUITUTIATBLHbBINA apXUB.

1.4. B cBoeii pabote apxuB MAJIOY pykoBOACTByeTCS 3aKOHOJAATEILCTBOM 00
apxuBHom Jene B Poccuiickonn ®denepanyu, MHBIMA HOPMATUBHBIMHM ITPABOBBIMU
aktamu Poccuiickoii ®enepanuu, nokanbHbIMA akTamu MAJIOY u Hactosimum
[Tomoxennem.

1.5. Kontpons 3a gedarensHOCThiO apxuBa MAJIOY  ocymecTBiseT
3aBeaylomias, a B €€ OTCYTCTBUM 3aMECTHUTENIb 3aBEAYIOIIEH IO BOCIUTATEIBHO-
METOJINYECKOM paboTe, KOTOPhIE 0OSCIIEUNBAIOT ApXHUB HEOOXOAUMBIM ITOMEIICHHEM 1
000py1IOBaHUEM.

1.6. HenocpencrBennoe pykoBojcTBo apxuBom MAJIOY  Bosnaraercs
IPUKA30M 3aBeyIOIIEH Ha JINI0, OTBETCTBEHHOE 3a BEJICHUE apXKBa (Kak MpaBuiio, Ha
JEIONPOU3BOAUTENS).

2. CocTaB 10KyYMEHTOB apxXuBa

2.1. ApxuBHBIE JOKYMEHTHI, MOCTynarouMe Ha xpaHeHue B apxuB MAJIOVY,
OTHOCATCS K MYHUIIUITAIbHON COOCTBEHHOCTH, HE TIO/IJIEKAT MIPUBATU3AINH, HE MOTYT
OBITb 0OBEKTOM MPOAAKU, MEHBI, TAPEHUS, a TAKKE UHBIX CACJIOK, MOTYIIUX MPUBECTU
K UX OTUYYKJICHHIO.

2.2. B apxuB MAJIOY nocrtynaror:



2.21. ApxuBHBIE JOKYMEHTHI, OOpa30BaBIIHECS B IMPOIECCE EATCIbHOCTH
MA/IOY, BpeMeHHOT0 XpaHeHus (He0OXOAUMbIE B MPAKTHYECKOU JEATEIBHOCTH).

22.2. ApxXuBHBIE JOKYMEHTHI, O0Opa3OBaBIIMECS B MPOIECCE MAEITEIbHOCTU
MAJIOY

2.23. JIoKkyMEHTHI 110 JIMYHOMY COCTaBY, OTpa)arolue TPyAOBble OTHOIIECHUS
paboTHHUKA ¢ pabOTOIaTEIIeM.

22.4. ApXUBHBIC JJOKYMEHTHI IIOCTOSIHHOTO XPaHCHUS.

3.3axaun u GpyHKUHMYU apXUBA.

3.1. OcHoBHBIMH 3aaduamu apxuBa MAJIOVY:

3. 1.1. KoMIuleKTOBaHHE JOKYMEHTaMH, COCTaB KOTOPBIX IPEAYCMOTPEH
pazzenom 2 Hactosmero Ilonoxenus.

3. 1.2. OOecneueHne €AWHBIX MPUHUUIIOB OPraHU3alMyd  XpAaHEHMS,
KOMILUIEKTOBAHHUS, YU€Ta U UCIIOJIb30BAHUE APXUBHBIX JOKYMEHTOB, UX COXPAHHOCTH.

3.1.3. OcyiiecTBiaeHrue KOHTPOJsS 3a (GopMUpPOBaHUMEM U O(QOpMIICHHEM el B
nenonpousBoactee MAJIOY.

3.2. B COOTBETCTBUM C BO3JIOKEHHBIMH Ha HEro 3aaadamu apxuB MAJIOY
OCYILIECTBIISIET CAEAYIONINE DYHKIUU:

3.21. IlpuHumaeTr mocie 3aBEplICHHsS JEJIONPOU3BOACTBOM, YUHUTHIBAET U
xpaHut nokymMeHTel MAJIOY, oOGpaGoTaHHble B COOTBETCTBHUM C TpeOOBAHUSIMH,
YCTaHOBJICHHBIMH 3aKOHOJIaTEIILCTBOM 00 apXMBHOM Jeie B Poccuiickoit deneparuu.

3.22. OcymecTBiaseT y4eT U 00eCleYynBaeT TMOJHYI) COXPAHHOCTb MPHUHSIITHIX
aApXMBHBIX JIOKYMEHTOB, B TOM YHKCJIE IO JUYHOMY COCTABY.

3.23. IIpoBOOUT CBOEBPEMEHHOE YIIOPSAOYECHUE APXUBHBIX JOKYMEHTOB
(3KCepTU3y LEHHOCTH, HAYyYHO-TEXHHUYECKYI0 00pabOTKy, COCTaBJIEHHE ONHUCEH U
T.1.).

3.24. Opranu3yeTt UCIOJIb30BaHUE JOKYMEHTOB:

- uHdopmupyeT aamMuHucTpanuioo u padotHukoB MAJIOY o cocraBe u
COJIEp’)KaHUU JOKYMEHTOB apXuBa; - OECIUIaTHO MPEeIOCTaBISIECT TMOJIb30BATENIAM
apXMBHBIMU JOKYMEHTaMH O(GOpPMIICHHBIE B YCTaHOBJIEHHOM THOPSAJIKE apXHUBHBIC
CIPaBKU WJIM KOTIMU apXUBHBIX JJOKYMEHTOB, CBS3aHHBIE C YCTAHOBIIEHUEM TPYA0BOIO
CTa)a, COLUMAIBHOM 3alllUTON Tpa)xJaH, NPEAyCMAaTPUBAKOUIEH WX IEHCHUOHHOE
o0OecrieueHre, a TakkKe IMOJyYeHHE JbIOT M KOMIIEHCAIlMi B COOTBETCTBUHU C
3aKOHOJATENLCTBOM Poccutickon denepanuu;

- BbIJACT B YCTAHOBJICEHHOM IMOPSIAKE [1€7a, JOKYMEHThl WM KOMUHU
JOKYMEHTOB B LIEJISIX CIYXEOHOTO M MPAKTUUYECKOTO HCIOIb30BaHUs ISl pabOThl B
MOMEIICHUH apXUBA;

- BEJIET YUET UCITOJIb30BAHUS JOKYMEHTOB, XPAHSAILIUXCS B APXUBE.

4. IIpaBa v OTBETCTBEHHOCTH

4.1. JIns BBINOJHEHHSI BO3JIOKEHHBIX 3a/1a4 M (QYHKIIUI U0, OTBETCTBEHHOE 32
BeneHue apxusa MAJIOY, umeer npaso:



4.1.1. KonTposupoBaTh BBHITIOJHEHHWE YCTAHOBJICHHBIX TIpaBUJl PabOThI C
nokymeHntamu B MAJZIOY.

4.2. Jlumo, oTBeTCTBEHHOE 3a Benenue apxuBa MAJIOY, Hecer
OTBETCTBEHHOCTH 3a BHITIOJIHCHHE BO3JIOKCHHBIX HAa apXUB 3a/1a4 ¥ QyHKITUH.

43. 3a yrpary W m0OpYy JOKYMEHTOB JOJKHOCTHBIE JIMIA YUYPEKICHUS
(pyxoBOAUTENb YUPEXKIACHUS M JIMIO, OTBETCTBEHHOE 3a BEACHHE apXuBa) HECYT
OTBETCTBEHHOCTbH B COOTBETCTBUU C JECHCTBYIOIIUM 3aKOHOAATEIHCTBOM.

5. KommiekroBanue apxusa

5.1. TloaroToBka noKymMeHTOB K nepemade B apxuB MAJIOY Bxiaroyaet
AKCIIEPTU3Y HAYyYHOHM M MPaKTUYECKOM IEHHOCTH JOKYMEHTOB, O(QOpMIICHUE e,
COCTaBJICHUE OIUCH.

5.2. DkcrnepTr3a NEHHOCTH JOKYMEHTOB.

5.2.1. DkcnepTr3a IIEHHOCTU JOKYMEHTOB ONPEACICHUE LIEHHOCTH IOKYMEHTOB
C 1IEJIbI0 0TOOpa UX Ha XPAaHEHHUE U YCTAHOBJICHUE CPOKOB XPAHCHUSI.

OKcrnepTudy UEHHOCTH JO0KyMeHTOB B MAJIOY ocyliecTBiasieT MOCTOSIHHO
NEUCTBYIONIAs SKCIIEPTHASI KOMUCCHSL.

5.22. DxcnepTHasi KOMHUCCHS Ha3Ha4yaeTcsl mpukazoMm 3aseaytomeit MAJIOY. B
COCTaB DKCIEPTHONM KOMHUCCHH BKIIIOUAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM YHCJIIE
B 00s13aTEILHOM TOPSIAKE JIUII0, OTBETCTBEHHOE 3a BepeHue apxusa MAJIOVY.

DKCIepTHas KOMUCCHS Ha 3acelaHusIX paccMaTpUBaeT: HOMEHKIATYpY el
MAJIOY, omnucu Jen NOCTOSIHHOTO XPaHEHHWS W IO JMYHOMY COCTaBy, akThl Ha
JIOKYMEHTBI, BBIJICISIEMbIC K YHUUTOXEHUIO.

5.3. Oopmienue ner.

5.3.1. [lena TOCTOSHHOTO XpaHEHUsS TMOAIIUBAIOTCS B TBEPAYIO OOJIOXKKY
CYpOBBIMM HHUTKaMH. JIUCTBI HYMEpPYIOTCS B MPABOM BEPXHEM YTy MPOCTHIM
kapangamoM. KonndecTBO JUCTOB B KaKIOM €€ HE NOHKHO mpeBbimarth 250. B
KOHIIE JIeJIa Ha OTJEIbHOM JIMCTE COCTABIIACTCS 3aBEPUTEIbHAS HAIUCh.

5.32. Ha o00moxke €1 TOCTOSSHHOTO XpPaHEHUS JOJDKHBI OBbITh
IPOCTAaBJEHBI  CIEAYIONIUE  PEKBU3UTBHI:  HAMMEHOBAHHE  00pa30BaTEIHLHOTO
yupexJieHus, HoMep (MHIEKC) Jerna Mo HOMEHKJIAType, 3aroJioBOK Jena, KOJUYECTBO
JUCTOB, CPOK XPAHCHHS WM OTMETKA «XPaHUTh MOCTOSTHHO», HOMEp (DOHIa, OTHCH,
nena.

5.3.3. Tlo okoHYaHUU AETOTPOU3BOICTBEHHOTO T0/Ia B 0()OPMIICHHBIE 00JIOKKU
JieJ TIOCTOSIHHOTO XPaHEHHUs BHOCSATCS HEOOXOJMMBbIC YTOUHEHHUS: B 3arOJOBKH JIElI,
COJICpKAIIUX PACTOPSIAUTENBHBIE JTOKYMEHTBI (IIPUKa3bl, MPOTOKOJbI), BHOCITCS
HOMEpa; €ClK JEJ0 C MEPENUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B KaXKJIOM TOME
YKa3bIBAC€TCSI KOPPECIIOHIEHT, aBTOP, TEPPUTOPHS, Apyrue JaHHbie. B kaxaoMm Tome
yKa3bIBaeTCs AaTa (4Mciio, Mecdll, ToJ) Hayajla U OKOHYAaHUS JAaHHOTO ToMa. TO4YHbIE
JIaThl TPOCTABIAIOTCS HAa OOJOXKaxX JUisi OBICTPOTO TMOMCKAa JOKYMEHTOB B
MOCJIEYIOIIEM; U3 3aBEPUTEIIbHON HAITUCH Ha OOJIOKKY Jieia BBIHOCUTCS KOJTUYECTBO
JIUCTOB B JIEJIE.

5.3.4. Haanucu Ha 00J0KKaxX €1 MOCTOSHHOTO U JIOJITOBPEMEHHOTO XpaHEHUSs
CleAyeT MPOU3BOAUTH YETKO, CBETOCTOMKHUMU YEPHUIAMU.



5.3.5. Jlng yuyera KOJMYECTBA JIMCTOB B Jiejie U (PUKCAIMU OCOOEHHOCTEH HX
HyMEpaluH Ha OTJEILHOM JIUCTE COCTABIIACTCS 3aBEPUTEIbHAS HA/IUCH.

B 3aBepuTenbHOM HAANUCH YKa3bIBACTCS KOJIMYECTBO JUCTOB (LHppamMu U
MPOYKCHIO) B Jielie. 3aBEepUTENIbHAs HAJINUCh MOJMNUCHIBAETCS COCTABUTEIEM C
YKa3aHHEM €ro JIOJLKHOCTH U JIaThl COCTABIICHMUS.

5.3.6. BHyTpeHHsII OIHKCh COCTAaBIIAETCS K J€JaM [OCTOSHHOIO U
noaroBpeMeHHoro (cBeime 10 JjeT) cpoka XxpaHeHUs, C()OPMUPOBAHHBIM IIO
Pa3HOBUIHOCTSIM JOKYMEHTOB, 3aroJIOBKA KOTOPBIX HE PAaCKpPBIBAIOT KOHKPETHOE
COJIepKaHHUE TOKYMEHTOB (0CO00 IIEHHbIE, TUYHBIC JIeIa U JIp.).

5.3.7. Jlena BpeME@HHOTO XpaHEeHUsI 0(DOPMIISIFOTCS YIIPOIICHHO:

OHM HE MOJIINBAIOTCA, JIUCTH B HUX HE HYMEPYIOTCS, YTOUHEHHE Ha 00JI0KKaxX
HE MPOU3BOJIUTCS, OMKUCHU Ha JieJIa HE COCTABIIAIOTCS, YUET BEJETCS M0 HOMEHKIJIAType
nedn.

5.4. Onncanue TOKyMEHTOB ITIOCTOSTHHOT'O CPOKa XPaHEHMUS.

5.4.1. Onucu COCTaBNISIOTCA Pa3ACiIbHO HA JI€JIa MOCTOSIHHOTO XPAaHEHUsS IO
OCHOBHOM JEATEIbHOCTH U HA JIeJa MO JINYHOMY COCTaBY.

5.43. Onucu COCTaBISAIOTCS IEIONPOU3BOIUTEIEM.

5.4.4. Onucek BeAeTcs B €IMHOW BaJOBOW HyMEpalMM B TEYEHHUE HECKOIBKHX
JIeT.

54.5. Ha pema ¢ WHCTEKIIUM CpPOKOM XpAaHEHHS COCTaBJISIETCS akT 00
YHUYTOKECHUHU.

6.3axyI0UMTeIbHBIE MOJT0KEHUS.

6.1. Hacrosimiee moJioeHHWE BCTYIMAET B CUIy C MOMEHTA €ro YTBEpKICHUS
PYKOBOJIUTEIIEM.

6.2. V3MeHeHUs W JONOJHEHUS B HACTOSIIEE IMOJOKEHUE BHOCSTCA B
COOTBETCTBHUM C U3BMEHEHUEM TPEOOBaHUM IEUCTBYIOIETO 3aKOHO1aTEJIbCTRA.

6.3. Ilonoxxenne 06 apxuBe AEHUCTBYET 10 MpUHITHSA HOBOTO [lomoxxenus

6.4. Cpok JnelcTBUSA TOJIOXKEHUS He orpaHuyeH. llosokeHue OEeUCTBYET [0
MIPUHATHS HOBOTO.
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