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1. O0umme MoJ10KeHUuA

1.1. Tlonoxxenue 00 apxuBe MyHUIHMNAIBHOTO OFOHKETHOTO  JOIIKOJBHOTO
oOpazoBaTenbHOro yupexaeHus «Jlerckuit cag No7 koMOMHHPOBAHHOTO BUAa» TalrMHCKOTO
ropojJiIcKoro okpyra (maizee — VYupexneHnue, paiee -Ilonoxxenuwe), paszpaboTaHO B
cootBeTcTBUM ¢ DenepanbHbIM 3aKk0HOM «O0 apxuBHOM Jiene B Poccuiickoit @eaepauun» ot
22.10.2004 Ne 125-®3, MeTOonUYeCKUMH PEKOMEHIAMSIMHU TI0 paboTe C JOKYMEHTaMH B

00111e00pa30BaTENbHBIX YUPEKICHUSX.

1.2. Hacrosmee [Tonoxenue pa3paboTaHo B IEAX:

- COBCPIICHCTBOBAHUA  ACATCIBHOCTH B C(bepe OopraHu3anini  XpaHCHHA,

KOMIUJICKTOBAHM:, YUC€Ta U UCITIOJIb30BAHUS apXUBHBIX JOKYMCHTOB Y‘-Ipe)KI[CHI/IH.

— pallMOHAILHOM  OpTraHu3alMu  JOKYMEHTAllMOHHOTO  OOECIeUeHUsT B

YupexeHun.

1.3. ApxuB YupexxAeHHs] CO3/1aeTCsi B LIEISIX XPaHEHHUs, KOMIUIEKTOBAHUSA, ydeTa U
UCIIOJIb30BaHUsI JOKYMEHTOB, OOpa3yroIIMXCS B MPOLECCe ACATENbHOCTH YUpPEKICHUA H

3daKOHYCHHBLIX JCIIOIIPOU3BOACTBOM NOKYMCHTOB IIPAKTHYCCKOI'O HA3HAYCHHA.

1.4. B cBoeii paboTe apxuB YUpexJACHHUS PYKOBOJICTBYETCS 3aKOHOJATEIHCTBOM 00
apxuBHOM gnene B Poccuiickorn Penepanuy, UHBIMM HOPMATUBHBIMU ITPABOBBIMHU aKTaMH

Poccniickoit @enepanuu, JOKaNbHBIMU aKTaMU YUpexaeHuss U HacTosmuM [lonoxeHnuem.

1.5. KoHTponb 3a [€ITENbHOCTBIO apxuBa YUpEeXKICHUS OCYILECTBIISIET

3aBeayrolIas, a B €€ OTCYTCTBUU CTApIIMK BOCIIUTATENb.

1.6. HemocpenctBeHHOE PYKOBOACTBO  apXWMBOM  YUPEXKIEHUS  BO3jaraercs

IIPUKA30M 3aBEAYIOIIEH Ha JIUI0, OTBETCTBEHHOE 3a BE/ICHUE apX1Ba —I0OKYMEHTOBE/A.
2. CocTaB 1I0KYMEHTOB apXHUBa

2.1. ApxuBHBIE JOKYMEHTHI, TMOCTYMAIOIIKNEe Ha XpaHEHHWE B apPXUB
VYupexxaeHus, OTHOCITCS K MyHUITUTIATHLHOM COOCTBEHHOCTH, HE TOJJICKAT MPUBATHU3AIINH,
HE MOTYT OBITh OOBEKTOM MPOJIaKHU, MEHBI, JApCHHsS, a TaKXKE HHBIX CJICJIOK, MOTYIIUX

IMPUBCCTH K UX OTHYKICHUILO.

2.2. B apxuB YupexaeHusi moCTynaror:
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2.2.1. ApxuBHbIE JOKYMEHTHI, 00pa30BaBIINECS B MPOIIECCE EATETHLHOCTH

VYupexxaeHus, BpeMEHHOT0 XpaHeHus (HeoOX0IUMbIE B IPAKTUYECKOM IS TEIIbHOCTH ).

2.2.2. ApxuBHBIE JIOKYMEHTBHI, OOpa30BaBIIMECS B MPOIECCe ICATEIBHOCTU

Yupexaenus

2.2.3. JIOKyMEHThl MO JUYHOMY COCTaBy, OTPaKalollWe TPYIAOBBIC OTHOIICHUS

paboTHHKA C pabOTOaATEIIEM.
2.2.4. ApxuBHBIE JOKYMEHTHI IOCTOSTHHOTO XpaHEHUSI.
3. 3agauu U pyHKUMHU apXuBa
3.1. OcHOBHBIMH 3a7]a4aMU apXUBa Y UpEIKICHUS:

3.1.1. KommiekroBanue HOKYMEHTaMH, COCTaB KOTOPBIX MPETyCMOTPEH pa3icioM 2

Hactosero [lonoxenus.

3.1.2. Ob6ecneueHue CANHLIX IIPUHIOUIIOB OPraHU3alluHd XpaHCHHA, KOMIIJICKTOBAHMA,

yY4ucTa U UCIIOJIb30BAHUC APXHUBHLIX JOKYMCHTOB, HX COXPAHHOCTH.

3.1.3. OcymiecTBieHne KOHTpoiss 3a (GOpMUpPOBaHMEM H OQPOpPMIICHHEM Jiel B

JEIIONIPOU3BOACTBE Y UPEKICHUS.

3.2. B CcOoOTBEeTCTBHMH C BO3JOXKCHHBIMH Ha HEro 3ajJadyaMH apXuB YUpEeKICHUS

OCYILECTBIISIET CeAYIONIUE QYHKIUU:

3.2.1. TlpuauMaeTr mociie 3aBEpIICHHS CIOMPOU3BOACTBOM, YUYUTHIBAET W XPaHUT
JOKYMEHTBl ~ YupekaeHus, oOpaboTaHHbIE B  COOTBETCTBHM C  TpeOOBaHHSIMHU,

YCTaHOBJICHHBIMU 3aKOHOJIATEILCTBOM 00 apXUBHOM jiene B Poccutickoii Denepanmu.

3.2.2. OcymecTBisieT ydeT W O0O0ecCleunBaeT TOJHYI0 COXPAaHHOCTh MPHUHSATHIX

APXHMBHBIX TOKYMCHTOB, B TOM YHCJIC 110 IMYHOMY COCTaBY.

3.2.3. IIpoBOIUT CBOEBPEMEHHOE YIOPSIIOUYEHUE apXUBHBIX JTOKYMEHTOB (IKCIEPTUZY

LIEHHOCTH, HAay4YHO-TEXHUYECKYI0 00pabOTKy, COCTaBICHHUE OMUCEN U T.J.).
3.2.4. Opranu3syeT UCIOIb30BaHUE JJOKYMEHTOB:

- uHQOPMHUPYET aIMUHUCTPAIMI0O U PAOOTHUKOB VYUPEXKICHUS O COCTaBe W

coJiepKaHUM TOKYMEHTOB apXUBa;



- OecriaTHO npeaoCTaBIsICT II0JIB30BaTCIAAM APXHWBHBIMHA JAOKYMCHTaMH
O(bOpMJIeHHI)IG B YCTAHOBJICHHOM IIOPAAKC AapPXHMBHBIC CIIPABKH MWJIIM KOIIMKU APXHWBHBIX
OOKYMCHTOB, CBA3daHHBIC C YCTAHOBJIICHUCM TPYyAOBOI'O CTaxKa, COHH&J’IBHOﬁ 32HJ.IPITOI>1
I'paxiaaH, HpGI[YCManI/IBaIOHICﬁ X IICHCHUMOHHOC O6€CH€LIGHI/I€, d TAaKXKC ITIOJIYUCHUC JIbI'OT U

KOMIIEHCAIMI B COOTBETCTBUU € 3aKOHOIATENBLCTBOM Poccuiickoint denepannu;

- BbIAACT B YCTAHOBJICHHOM IIOPAAKC JCJa, JOKYMCHTBI HJIM KOIIMU ITOKYMCHTOB B

OCIAax CJ'IY)KC6HOFO " IIPAKTHUYCCKOT'0 UCITIOJIb30BAHHWA JJIA pa6OTBI B IIOMCIHICHNHN apXHBaA,
- BCACT YUCT MCIIOJIb30BaHUS JOKYMCHTOB, XPAHAIIUXCA B apXUBC.
4, HpaBa H OTBETCTBCHHOCTDb

4.1. I[JUI BBIIIOJIHCHH BO3JIOXXCHHBIX 3aJad H (bYHK]_II/Iﬁ JUo, OTBCTCTBCHHOC 3a

BEJICHUE apXHBa Y YPEKJICHHS, UMEET IIPaABO:

4.1.1. KoHTpoiMpoBaTh BHINIOJIHEHUE YCTAHOBJICHHBIX MPABUII PAOOTHI C TOKYMEHTAMHU

B YUpeKICHU.

4.2. .HI/II_IO, OTBCTCTBCHHOC 34 BCIACHHUC apXHBa yqpe)KI[GHI/IH, HECCT OTBCTCTBCHHOCTD

32 BBIIIOJIHEHUE BO3JIOKEHHBIX Ha apXMB 3a7a4 U (QyHKIIH.

4.3. 3a yTpary U mop4y JTOKYMEHTOB JOJKHOCTHBIC JINIIA YIPEIKIACHUS (3aBEIYIONTUI
U JIMI0, OTBETCTBEHHOE 3a BEJICHHE apXMBa) HECYT OTBETCTBEHHOCTb B COOTBETCTBUU C

JEHCTBYIOIIUM 3aKOHOJATEIBCTBOM.
5. KommiiekroBanue apxmsa

5.1. TlogroroBka [OKYMEHTOB K TMepeJade B apXuB YUPEXKICHUS BKIIOYAECT
HKCIEPTU3Y HAyYHOW M MPaKTUYECKOW IIEHHOCTH JOKYMEHTOB, OQoOpMIEHHE Jell,

COCTaBJICHHE OIUCH.
5.2. DkcnepTH3a eHHOCTH JOKYMEHTOB.

5.2.1. DkcnepTu3a 1MEHHOCTH JOKYMEHTOB - OMpEEIeHUE IIEHHOCTH JTOKYMEHTOB C

OeJIbIO 0T6opa HUX Ha XpaHCHUC U YCTAHOBJICHUC CPOKOB XpPaHCHUA.

3KCHepTI/13y IHNCHHOCTH JOKYMCHTOB B quencz[eHHH OCYHICCTBIACT IIOCTOSIHHO

,Z[CIZCTByTOH.I&H 9KCIICPpTHAA KOMHCCHA.



5

5.2.2. DkcnepTHas KOMHUCCHUS Ha3HadaeTcs mnpukazom 3asenytomied MBJIOY. B
cocTaB DKCIIEPTHONH KOMHCCHUHM BKIIIOUAIOT HE MEHEE TPeX COTPYIHHKOB, B TOM YHUCIIC B

00s3aTEIBbHOM MOPSIIKE JIMLIO, OTBETCTBEHHOE 3a BeAeHue apxusa MBJIOY.

BKCHCpTHaH KOMHCCHA Ha 3aCCHaHMAX pPaACCMATPUBACT. HOMCHKIIATYPY OCI
quemﬂemm, OoIuCH AOCJI IIOCTOAHHOIO XPaHCHUA W II0 JIMYHOMY COCTAaBY, AKThI Ha

JTOKYMEHTBI, BBIICIIIEMbIC K YHUITOXKEHUIO.
5.3. Odopmiienue nen.

5.3.1. Jlena MOCTOSHHOTO XpaHEHHS TOJIIMBAIOTCS B TBEPAYIO OOJOXKKY. JIMCTHI
HYMEpPYIOTCSI B TPaBOM BEPXHEM YNy MPOCThIM KapaHpaamioM. KojnuecTBo JHMCTOB B
KaXIOM JIeJie He JOJDKHO npeBblmath 250. B KoHIIE /1e71a Ha OTAEIBHOM JINCTE COCTABISAETCS

3aBCPUTCIIbHAA HAAIINCD.

5.3.2. Ha o00moxke el MOCTOSHHOTO XpaHEHUS JIOJDKHBI OBITh IPOCTaBICHBI
CJIEYIOIME PEKBU3UTHI: HAUMEHOBAaHHE OOpA30BATENBbHOIO YUPEKIACHUs, HOMEp (MHIEKC)
Ziesa 10 HOMEHKJIAType, 3arojIoBOK Jeja, KOJIMYECTBO JIMCTOB, CPOK XPAHEHUS WM OTMETKA

«XPaHUTH IIOCTOAHHO>», HOMCP (1)OHI[a, OIINCH, ACJIA.

5.3.3. [lo oOKOHYaHWW JACIONMPOU3BOACTBEHHOTO Troda B O(OPMIICHHBIE
OOJIOKKHM JIe7T TIOCTOSTHHOTO XpaHEHUsI BHOCSTCS HEOOXOJMMBbIE YTOYHEHHS: B 3arojOBKU
JIeN, COJAEpXAIINX pPACHOPSIUTENIbHBIE JOKYMEHTHl (MPUKa3bl, MPOTOKOJbI), BHOCSATCA
HOMEpa; €CIU JEJO0 C NEPENUCKOM COCTOUT M3 HECKOJIBKMX TOMOB, B KaXKIOM TOME
YKa3bIBA€TCSI KOPPECHOHAEHT, aBTOp, TEPPUTOpHUs, APYrue JaHHble. B KaxmoMm TOMe
yKa3bIBaeTcs jata (4Ucio, MecsIl, ToJl) Hauaja U OKOHYaHMS JAHHOTO TOMa. TOYHBIE AaThl
MPOCTABIISAIOTCA Ha OOJIOKKaxX JJIsi OBICTPOrO TMOHUCKA JOKYMEHTOB B MOCJEAYIOIIEM; M3

SaBepI/ITeHBHOﬁ HaJIIMCH Ha 06J'IO)I(Ky AC€J1a BBIHOCUTCS KOJIMYCCTBO JIMCTOB B ACJIC.

5.3.4. Hagnmucu Ha 0O0J0XKKax Jeid TMOCTOSHHOIO U JOJTOBPEMEHHOTO XpaHEHUs

CJIeayCeT NpoOU3BOJUTH YCTKO, CBETOCTOMKHUMU YCpHUIIaAMMU.

5.3.5. lna yyera KoiM4YeCTBa JIUCTOB B Jelie W (DUKCAIUU OCOOEHHOCTEH UX

HyMCEpalu Ha OTACIILHOM JIMCTC COCTABJIACTCS 3aBCPUTCIIbHAA HAAIINCH.



6

B 3aBepuTenpHON HAAMKMCH YKa3bIBACTCS KOJMYECTBO JUCTOB (IUpaMu U MPOTHCHIO)
B Jelie. 3aBepUTElbHAs HAIANWCh MOAMUCHIBAETCS COCTABUTENEM C YKa3aHUEM €ro

JOJDKHOCTH U JaThl COCTABJICHU.

5.3.6. BHyTpeHHSIsI OMHCHh COCTABIICTCS K JieJlaM MOCTOSIHHOTO U JIOJITOBPEMEHHOTO
(cBoime 10 ner) cpoka xpaHeHHs, CHOPMHUPOBAHHBIM MO PAa3HOBUJIHOCTSIM JOKYMEHTOB,
3aroJIOBKU KOTOPBIX HE PACKPBHIBAIOT KOHKPETHOE COJIEpKaHKE JOKYMEHTOB (0C000 IICHHBIEC,

JUYHBIE J1eT1a U Ap.).
5.3.7. Jlena BpeMEHHOTO XpaHEeHUsI 0OPMIISIOTCS YIIPOIIIEHHO:

OHM HC NOAMIMBAIOTCA, JJUCTBI B HUX HC HYMCPYIOTCSA, YTOYHCHHC Ha 00JI0KKaX HeE

IIPOU3BOAUTCA, OIIMCH HA ACJIda HC COCTABJIAIOTCs, YUCT BCACTCS 110 HOMCHKIIATYPC ACII.
5.4. Onucanue JOKYMCHTOB ITIOCTOSAHHOI'O CPOKa XpPaHCHHUA.

5.4.1. Onucu COCTaBISAIOTCS pa3iesibHO Ha Jiea MOCTOSHHOTO XPaHEHUS 0 OCHOBHOM

JESTEILHOCTH U Ha JIeJia 1O JINYHOMY COCTaBYy.
5.4.3. Onmcu COCTaBISAIOTCS ASTOPOU3BOAUTEIICM.
5.4.4. Onuch BeneTcs B €MHOM BAJIOBOM HyMepallui B TEYEHUE HECKOJIBKUX JIET .

5.4.5. Ha gena ¢ ucTekimM CpoKOM XpaHEHUs COCTABIIAECTCS aKT 00 YHUUTOKEHHH.



