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1. O0mue mMoJI0KeHUA

1.1. Tlonmoxxenne 00 apxuBe MyHHMIIMOAIBHOIO  OIOJUKETHOTO  JOIIKOJHLHOTO
oOpazoBarenpHOro yupexnaenus « Jlerckuid cag NeS» TaWrmHCKOro ropojackoro okpyra
(mamee — Yupexnaenue, nanee -Ilonoxenue), pa3padboTaHo B COOTBETCTBUU ¢ DeiepaibHBIM
3akoHOM «O0 apxuBHOM aene B Poccuiickoit deneparuu» ot 22.10.2004 Ne 125-D3,
MeTroaudeckuMu PEKOMEHIAIUSAMHA TI0 paboTe ¢ MOKYMEHTaMH B OOIIE00pa30BaTEIBHBIX

YUPEKICHUSIX.
1.2. Hactosmee [lonoxenue pazpadoTaHo B LENAX:

- COBEPILIEHCTBOBAHMS  JIEATEIbHOCTH B c(depe OpraHu3alud  XPAHEHUS,

KOMILUICKTOBAHHNA, YUCTA U UCIIOJIb30BAHUA aPXUBHBIX JTOKYMCHTOB y‘lpe)KIleHI/I}I.

- paHHOHaHBHOﬁ opraHu3aluun AOKYMCHTAIIUOHHOI'O obOecreyeHus B

YupexeHun.

1.3. ApxuB YupexaeHus cO3aeTcd B LENAX XPAHCHUS, KOMIUICKTOBAHUS, ydeTa U
HCIIOJIb30BaHUS JIOKYMEHTOB, OOPa3yIOIMMUXCs B MPOIIECCE JCATEILHOCTH YUPEKISHUS U

3aKOHYCHHBIX ACJIOMPOU3BOACTBOM JOKYMCHTOB IIPAKTUYCCKOI'O HA3HAUCHHU .

1.4. B cBoeii paboTe apxuB YupexkIeHUsS PYyKOBOACTBYETCS 3aKOHOAATEIHCTBOM 00
apxuBHOM nene B Poccuiickon denepannu, MHBIMA HOPMAaTUBHBIMHM IPABOBBIMM aKTaMHU

Poccniickoit @enepanuu, JTOKaIbHBIMU aKTaMU YUpexAeHUs U HAcTOSIMM llonoxennem.

1.5. KouTposib 3a JAEATEIBHOCTHIO apxXuBa YUpexKIACHUs OCYIIECTBIISIET

3aBeJytolas, a B €€ OTCYTCTBUUM CTapIINi BOCIIUTATEb.

1.6. HemocpenctBeHHOE PYKOBOJCTBO apXHUBOM  YUPEXKICHUS BO3JIaraeTcs

MIPUKAa30M 3aBEyIOIIEH Ha JIUIIO, OTBETCTBEHHOE 32 BEJICHUE apXHBa —JOKYMEHTOBE/A.
2. CocTaB 10KYMEHTOB apXuBa

2.1. ApxuBHBIE JOKYMEHTBI, IIOCTYNAIOUIME HA XPAHEHUE B apPXHUB
VYupexneHus, OTHOCATCS K MYHULUIAIbHOM COOCTBEHHOCTH, HE MOAJIEKAT MPUBATU3ALINY,
HE MOTYT OBITb OOBEKTOM IpPOJAXH, MEHbI, JApPEHHUs, a TAKXKE HMHBIX CHIEJIOK, MOTYIIHX

IMPUBCCTH K UX OTHYKICHUILO.

2.2. B apxuB YupexjaeHus MOCTYNaoT:
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2.2.1. ApxuBHBIE JOKYMEHTHI, OOpa30BaBIIMECS B TMPOIECCE EATEIHLHOCTH

VYupexxaeHus, BpeMEHHOTO XpaHeHus (He0OX0AUMbIE B MPAKTUUECKOU JEATEILHOCTH).

2.2.2. ApxuBHbIE JOKYMEHTBI, OO0Opa30oBaBIIMECS B TMPOIECCE JCATEILHOCTH

Yupexaenus

2.2.3. JIOKYMEHTBl MO JIMYHOMY COCTaBy, OTPAKAIOIIME TPYAOBbIE OTHOIICHUS

paboTHHKA C pabOTOaATEIEM.
2.2.4. ApxuBHBIE JOKYMEHTHI HOCTOSIHHOTO XPAHEHUSI.
3.3agaum u QyHKIUM apXuBa
3.1. OcHOBHBIMU 337]auaMi apXuBa Y UPEKICHUS:

3.1.1. KomriekTroBaHu€e JOKYMEHTAMH, COCTaB KOTOPBIX MPEIyCMOTPEH paszziesioM 2

Hactosero [lonoxenus.

3.1.2. ObecneueHre eIMHBIX MPUHUIMUIIOB OPraHU3alUU XPaHEHUs, KOMILIEKTOBaHMUS,

y4u€Ta U UCITIOJb30BaAHUC aPXUBHBIX JOKYMCHTOB, X COXPaHHOCTH.

3.1.3. OcyuectBieHue KOHTpoJis 3a (opMupoBaHueM U OdOpMIECHUEM el B

JEIIONIPOU3BOACTBE Y UPEKICHHUS.

3.2. B COOTBETCTBMM C BO3JIO)KCHHBIMM Ha HETO 3aJa4aMH apXuB Y UPEKICHHUS

OCYILECTBIISIET CAEAYIONINE (QYHKIUU:

3.2.1. IlpuHuMaeT mocie 3aBEpUICHUS AEJIONPOU3BOJICTBOM, YUHUTHIBAET U XPAHUT
JOKYMEHTBI Y UpexKICHHUS, 00paboTaHHBIE B COOTBETCTBUM C TPEeOOBAHUSIMU,

YCTaHOBJICHHBIMHU 3aKOHOJIaTeIbCTBOM 00 apXuBHOM Jiese B Poccuiickoit denepanuu.

3.2.2. OcymecTBisieT y4eT W O0OecrneunBaeT TOJHYI0 COXPAaHHOCTh MPHHSITHIX

APXHUBHBIX TOKYMCHTOB, B TOM YHMCJIC I10 TUYHOMY COCTaBY.

3.2.3. IIpoBOIUT CBOEBPEMEHHOE YHOPSI0YEHNE APXUBHBIX JOKYMEHTOB (3KCIIEPTU3Y

IIEHHOCTH, HAayYHO-TEXHUYECKYI0 00pabOTKY, COCTaBICHUE OMUCEH U T.11.).
3.2.4. Opranu3yer UCIO0JIb30BaHUE TOKYMEHTOB:

- uHbOpMHUPYET AaJIMHUHUCTPALMIO W pPaOOTHUKOB YUpPEXKACHHUS O COCTaBe U

COACPIKaHNN JOKYMCHTOB apXKHBa,



- OeCIUlaTHO  MPENOCTABISICT  TMOJIB30BATEISIM ~ APXMBHBIMH  JOKyMEHTaMHU
Oo(OpMJICHHBIE B YCTAHOBJIEHHOM TMOPSAKE apXUBHBIC CHPaBKU WM KOMUHU apXUBHBIX
JIOKYMEHTOB, CBSI3aHHBIE C YCTAHOBJIEHHUEM TPYJOBOIO CTa)ka, COLMAJIbHOM 3alIuToi
rpaXk/iaH, MpeaycMaTpPUBAIONIEH UX TEHCHOHHOE 00eCTeYeHre, a TAKXKe MOJIyYeHUE JIbIOT U

KOMIICHCAIM B COOTBETCTBUU C 3aKOHOIATENBLCTBOM Poccuiickoint denepannu;

- BbIAACT B YCTAHOBJICHHOM IOPAAKC ACJIa, TOKYMCHTHI WJIM KOIIMK AJOKYMCHTOB B

IEJISAX CITYKEOHOT0 U MPAKTUIECKOT0 UCTIOJIb30BaHMS I pa0OThl B IOMEIICHUN apXHBa;
- BEJIET YYET UCIIOJIb30BaHUS JIOKYMEHTOB, XPAaHAILIUXCS B ApXUBE.
4. IlpaBa ¥ 0OTBETCTBEHHOCTh

4.1. I[JIH BBIITOJIHCHUA BO3JIOKCHHBIX 3aJa4 H (I)YHKI_[I/Iﬁ JINIIO0, OTBCTCTBCHHOC 3a

BEJICHUE apXHUBa Y UYPEIKJICHUS , UMEET IIPaABO:

4.1.1. KoHTponHupoBaTh BHIIIOJIHEHUE YCTAHOBJICHHBIX IPABUII PAOOTHI C IOKYMEHTAMHU

B YUpexKIcHUs.

4.2. JIuio, OTBETCTBEHHOE 3a BEJICHUE apXvBa YUYPEKICHUS, HECET OTBETCTBEHHOCTD

3d BBIIIOJIHCHHUC BO3JIOKCHHLBIX HA apXHWB 3aJd4 U (bYHKHHfI

4.3. 3a yTpary ¥ nop4yy JOKYMEHTOB JIOJDKHOCTHBIC JIMIA YUPEKICHUS (3aBeAYIOINI
W JUI0, OTBETCTBEHHOE 3a BEJCHHUE apXMBa) HECYT OTBETCTBEHHOCTh B COOTBETCTBUHU C

JEHCTBYIOLIUM 3aKOHOATEIBCTBOM.
5. KommiekroBanue apxuBa

5.1. TloaroroBKa IOKYMEHTOB K Iepefaye B apXuB YUpexIAeHUs BKJIFOYAET
OKCIIEPTU3Y HAYyYHOM M TPAKTUYECKOW IIEHHOCTH JOKYMEHTOB, OdopMIIeHHE JIel,

COCTaBJICHUE OIHCH.
5.2. Dkcneprr3a HEHHOCTH JOKYMEHTOB.

5.2.1. DkcrnepTu3a UEHHOCTH TOKYMEHTOB - OINPENECIECHUE LIEHHOCTH JOKYMEHTOB C

IECJIBIO 0T60pa HNX Ha XpaHCHUC U YCTAHOBJIICHNEC CPOKOB XpaHCHMA.

3KCHepTI/I3y HNCHHOCTH JOKYMCHTOB B quencz[eHHH OCYIICCTBIACT IIOCTOAHHO

HCfICTB}’IOH.I&H 9KCIICPpTHAA KOMHCCHA.
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5.2.2. DkcnepTHasi KOMHCCHS Ha3zHayaeTcsi mpukazoM 3asenyromeid MBJIOY. B
cocTaB DKCIEPTHONM KOMHCCHM BKJIIOYAIOT HE MEHEE TPEX COTPYIHUKOB, B TOM YHUCIIE B

00s3aTENBHOM IMOPSIJIKE JINLIO, OTBETCTBEHHOE 3a BeAeHue apxusa MBJIOY.

OKcnepTHasT KOMMCCHSI Ha 3aceJaHusX pacCMaTpuBaeT: HOMEHKIATypy Jeil
VYupexxaeHusi, onucu JAesl TMOCTOSHHOTO XpaHEHUs W MO JIMYHOMY COCTaBy, akThl Ha

JIOKYMEHTBI, BBIICIISIEMbIC K YHUUTOKEHUIO.
5.3. Odopmiienue aein.

5.3.1. Jlena MOCTOSSHHOTO XpaHEHWs TMOIIMBAIOTCS B TBEPAYIO OOJOXKY. JIMCTHI
HYMEpPYIOTCSI B TPABOM BEPXHEM YIJIy MPOCTHIM KapaHjamioMm. KoaudecTBO JHCTOB B
Ka)XJIOM JIeJIe HE JIOJDKHO MpeBhiath 250. B KoHIE fena Ha OTAEIBHOM JINCTE COCTABISAETCS

3aBCPUTCIIbHAA HAAIIUCD.

5.3.2. Ha o00noxke el TOCTOSHHOI'O XpaHEHUsS JOJDKHBI OBITh MPOCTABIICHBI
CJIEYIOIINE PEKBU3UTHI: HAUMEHOBAaHHE OOpPA30BATENBbHOIO YUPEKIACHUs, HOMEp (MHIEKC)
JieJla 10 HOMEHKJIAType, 3aroj0BOK JeJa, KOJUYECTBO JTUCTOB, CPOK XPAHEHUS WA OTMETKA

«XpaHUTh TIOCTOSIHHO», HOMEP (POH/Ia, OTIHCH, Jea.

5.33. Ilo OKOHYaHUM JENONPOU3BOJICTBEHHOIO T0Ja B O(QOPMIIEHHBIE
OOJIOKKHM JIeJ MOCTOSIHHOTO XPaHEHHUsS BHOCSTCS HEOOXOAMMBbIE YTOUHEHHUS: B 3aroJIOBKH
Jell, COAEpXkallluX paclopsAUTEIbHbIE JTOKYMEHTHI (IIPUKa3bl, MPOTOKOJBI), BHOCATCS
HOMEpA; €CIM JEJ0 C IMEPENUCKON COCTOMT M3 HECKOJBKMX TOMOB, B KaXIOM TOME
YKa3bIBa€TCsl KOPPECIIOHIEHT, aBTOp, TEPPUTOPHs, IApPYrue AaHHble. B KaxaoM Tome
yKa3bIBaeTCs Aara (4UcCio, Mecsll, roJl) Hayajla 1 OKOHYaHWs JAHHOrO TOMa. TOYHBIE JaThl
IPOCTABJISIOTCS Ha OOJIOKKAX JUisi ObICTPOro MOMCKAa JOKYMEHTOB B IOCIEAYIOUIEM; M3

SaBepI/ITeHBHOﬁ HaAIInuCH Ha 06J'IO)KI(y Jc€J1a BBIHOCHUTCA KOJINYCCTBO JIMCTOB B ACJIC.

5.3.4. Hagnucu Ha 0O0JOXKKaxX [ MOCTOSHHOTO M JOJTOBPEMEHHOIO XpaHEHUS

ClIeayeT NpoOu3BOAUTL YCTKO, CBETOCTOMKUMHU YCPpHUIIAMU.

5.3.5. Jlns ydera KOJIM4YeCTBa JHCTOB B Jelie M (PUKCAUUM OCOOEHHOCTEH UX

HyME€paluyn Ha OTACIILHOM JIMCTC COCTABJISACTCS 3aBCPUTCIIbHAA HAAIINCD.
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B 3aBepuTenbHON HAAMKMCH YKA3bIBACTCS KOJMYECTBO JUCTOB (IUpaMu U MPOTHUCHIO)
B Jene. 3aBepUTENIbHAs HAANUCh MOANUCHIBAETCS COCTABUTEIEM C YKa3aHUEM €ro

JOJDKHOCTH U A1aThl COCTAaBJICHUS.

5.3.6. BHyTpeHHSsI1 ONUCHh COCTABIISIETCSl K Ji€JaM IMOCTOSIHHOTO U JOJITOBPEMEHHOTO
(cBeimie 10 ;eT) cpoka xpaHeHHs, COPMHUPOBAHHBIM IO PA3HOBHUJIHOCTSIM JOKYMEHTOB,
3aroJIOBKH KOTOPBIX HE PACKPBHIBAIOT KOHKPETHOE COJIEP)KaHKE JOKYMEHTOB (0C000 IICHHEIE,

JUYHbBIE JeNa U Ap.).
5.3.7. lena BpeMEHHOTO XpaHEeHHs O(POPMIISIOTCS YIIPOILIEHHO:

OHM HC INOAIIMBAIOTCA, JIUCTHI B HUX HC HYMCPYIOTCS, YTOYHCHHC Ha 00J0KKaX He

IIPOU3BOAMTCS, OIIMCHU Ha JIeJIa HE COCTABIISIFOTCS, yUET BEIETCS [0 HOMEHKIIATYPE JIEIl.
5.4. Onncanue JOKyMEHTOB ITOCTOSTHHOT'O CPOKA XPaHEHHS.

5.4.1. Onucu COCTaBISIIOTCS PAa3CIBbHO HA JI€JIa TOCTOSHHOTO XPAHEHHUS [0 OCHOBHOM

NEATEIbHOCTH U Ha JIeJa 10 JIUYHOMY COCTaBY.
5.4.3. Onucu COCTaBISAIOTCA IEJIONPOU3BOIUTEIIEM.
5.4.4. Onuck BeneTcs B €AMHON BAJIOBOM HyMEpallUd B TEUEHUE HECKOJIBKUX JIET .

5.4.5. Ha nena ¢ UCTEKIIUM CPOKOM XPaHEHUS COCTABJISIETCS aKT 00 YHUUTOKEHUHU.



