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MONOKEHUE

06 apxuse MOY perckum cag Ne2

«CeeTnauoKk»




Obme NOACKEHKA

1.1. AokymeHTsl, 0Dpa3sylouiKMecs B8 npouecce AeATeNbHOCTH MyHUUMNANLHOIO 4OWKONBHOIO
0OPa30BaTENBHOIO YUpeK/AeHUa AeTCrKiA cag No2 «CeeTaaqok» (fanee - YupexaeHue),
MMEIOLME UCTOPUHMECKOR, HAYUYHOE, COUMBILHOE, SHOHOMUYECKOE M IPAKTUYECKOEe 3HaYeHue,
ABAAIOTCH COBCTBEHHOCTRIO YUPEMASHUA Y XPAHATCA B YUpexaeHnn B npesenax Cpokos,
yctavosaeHHbix F'ocyaapcraeHion apxusHoi cnykboit Poccuiickon ®eagepauin, unm 4o
MUKBUAALMN YYD ACHMA.

1.2. Yupexaenue oBecneynsaeT COXpaHHoCTh, yueT, oT6op, ynopafoveHHue U MCNoNb30BaHKe
[OKYMEHTOB, 0BPa3YIOWUXCA B €70 AeATeALHOCTH. B COOTBETCTBUM C NPaBUAaMK,
YCTaHOBASHHBLIMK TOCYA3PCTBEHHON apXUBHOW CnyMBOMR, B CayYae NMKBUALMK
(peoprannzaumn 8 GOPME NPUCOSAMHEHNA) NEPELALRT 3TU LOKYMEHTH! Opranulaumm —
NPaBoOnNpeeMHURY, BbIlLSCTORLEN OPTraHM3aLmMn Wik B MYHULMINANbHBIA apxus.

1.3, ApXMB yUpesaeHUA CO3HAETCR B UEAAX CBORBPEMEHHOTIO NPUEME 38HOHYEHHbBIX
LENONPOM3BOACTEOM AOKYMEHTOB NPAKTUMECKOTD HA3HAUYEHMA NOCTOAHHOIO 1 ANUTENbHOTO
CPOKa XpaHeHus, 8 TOM YMCAE NO IMYHOMY COCTaBy, OT CTPYKTYPHbIX nogpasaencHuii (ot
CReUUanicToB) yupeacHna, obecneyeting ux yueTa, COXPaHHOCTU 1 UCTIONBL30BaHHUA.

1.4. 3ageayiowmin yupexaeHnem obecnednsacT apxmus HEOBX0AMMbIM NOMELEHUEM,
obopynosanmuem.

1.5. B coock paboTe apXMe y4peKaeHUA PYKOBOACTBYETCA PegepanbHbiM 3aKOHOM OT 22
okTAbpa 2004 r. Ne 125-03 «006 apxusHom gene B POy, NepedHem TUNOBLIX YIPAaBACHYECKMUX
APXUBHbBIX AOKYMEHTOE, 0OPa3yIOLMXCA B NPOLECCe JEATENbHOCTH NOCYAAPCTBEHHbIX OPraHos,
OPraHOs MECTHOIO CAMOYNPABAEHUA 1 OPTaHN3aUMI, C YKa3aHWeM CPOKOB XPaHEeHMS,
VTBEDKAEHHBIM NPYKasom Munmucrepersa kyasTypsl Pocewiickoit @eaepaumn ot 25.08.2010 Ne
558, a Tamxe HacToawmm Monomerem.

1.6. KOHTPO/b 33 AGATEALHOCTHIO apXMBa YUpeASHNA OCYLEeCTBARET 3aBeayowui
YupemaeHus,

1.7. Opranu3auMoHHO-METOAMYECKDE PYKOBOACTBO AEATENBHOCTHIO apXMBa YHPEKALHUA
OCYLLECTBAACT PENOHHbLIA apXWBHBLIA OTALA.

2. CocTas goRYyMEHTOB apxmnea

B apxus noCTYNaoT:

2.1, FaKOHYEHHbIC A4ENONPOU3BOACTBOM YUPEMASHUA JOKYMEHTb NOCTOAHHOTO XPaHEHUA,
06pa3z0oBaBLMECH B ABATENbHOCTH CNEUMANMCTOB YUPEARHUA, JOKYMEHTHI BREMEHHOrO
(cBbiwe 10 neT) cpoka xpaHenua, HeoBXoAUMbIe B TPAKTHYECKON AEATEbHOCTH, @ TaKKe

AOKYMEHTBE N0 NMYHOMY COCTaBY ANMTENLHOMO CPOKa xpaHeHna (cebiwe 10 net).

2.2. CNpaBoYHLIA 3aNNapaT K JIOKYMEHTaM 3PXUBA! UCTOPUHECKUE CTIDABKK YUPEKOEHMNA, ONKUCKH
AN, NPeAUCAOBUA WM TUTYALHBLIE NMUCTL! K ONUCAM U T.N.

3. 3apaun v QyHKUUK apXnBa



3.1. OCHOBHBLIMMK 334343MWN apXMBa ABAAIOTCA!

3.1.1. KOMNAGKTOBAHWE AOKYMEHTAMM, COCTEB KOTOPLIX NPeAyCMOTPEH PasAenom 2
HacTosuero NoNoKeHua,

3.1.2. Yuer, obecneyeHue COXPaHHOCTH, CO3aHne CNPaBOYHOC annapara, UCnonb3osaHve
DOKYMEHTOB, XPaHALLMXCA 8 apxuBe.

3.1.3. MOArOTOBKE ¥ NEPeAada AUKYMEHTOB YUPEKAEHNA B CAYHAL IMKBUAAUMN
(peopraHusaumu 8 GOpME NPUCOEANHEHWA] OPTAHN3aUMN-NPABONPEEMHUKY, sbilectosueit
OPraHn3aLmny UAK B MyHULWNTEAbHbIW apXMUB 8 COOTBETCTBMM C TpeboBaHuAMN,
ycTarosaeHHbiMmu [oCy4apcTBeHHON apxusHOW cnymbon PO,

3.2. B cOOTBETCTBMM C BO3NOMKEHHBIMM HA HETO 334a4amMy apxvs OCYWEeCTBAAET Chegyoume
DYHRLMN!

3.2.1. CocTagnaeT v NPeaocTaBsfeT HEe NO3AHER, YEM Yepes 2 roaa nocne asepuenus
AENOoNpCU3BOACTBOM, FOA0BbLIE Pasaensl ONKWCEeH No AMYHOMY COCTaBY.

3.2.2. NpuHKMMaeT He nosaHee, Yem Hepes 2 rosa nocie 3asepieHnn AEADNDOU3BOACTBOM,
VUUTBIBAET M XPaHUT AOKYMEHTbI YHPEMACHWA, ofipaBoTankbie B COOTBETCTBUM C
TpeBORAHMAMMK, YCTAHOBAEHHbIMU fOCyAapCTBRHHOM apXUBHON CAYKEBOW PO.

3.2.3. OcylecTBAACT YHET U 0BOChEYMBACT NOAMYIO COXPAaHHOCTL NPUHATBLIX HAa XpaHeHne 4en.

3.2.4. Co3aacT v NOAACDPKMBACT B aKTYaNbHOM COCTORHWUN CNpaBoYHbIi aNNapaT K AOKYMEHTam
apxusa.

3.2.5. OpraHmaym UCNIOABLIORAHKME JOKYMEHTOBR: MHPOPMUPYET PYKOBOACTBO H paboTHUKOB
VUDEMAEHHMA O COCTABE M— COAEPIAHNN LORYMEHTOB 8pX1ea; BblAAET B YCTAHOBAEHHOM
NOPAAKE NeAa, AOKYMEHTbI MM KONUK JOKYMEHTOB B LEAAX CAYMEeBHOro UCno/ib30BaHuA
pPabOTHUKAM YHPEMAEHNA,

4 MCNOAHAET 3aNpOChi OpraHn3aLyi 1 rpaxaan 06 yCTanoBAEHAN TPYAOBOTO— CTAXA U NO
APYTMM BONPOCaM COLMANbHO-NPABOBOrO XapakTepa, B yCTaHOBAGHHOM NOPAAKE BLIAAET
KONUM IOKYMEHTOB W apXMBHbLIE CNPABKK; BEAET yYeT UCnoNb30BaHKA AOKYMEHTOS,
XPaHALLUXCA B apxuee”

3.2.6. MPOBOANT IKCNIEPTAZY LI@HHOCTH AOKYMEHTOB, XDAHALUWXCA 8 apXUBE, yyacTeyet 8 pabore
SHCNEPTHON KOMUCCUM YHPEXRALHWA,

3.2.7. OpranusyeT paboTy N0 COCTaBAEHNIO HOMEHKAATYPbI AEN YHPEMASHNA, OKA3LIBACT
METOLMHECKYIO M NIPERTHUECKYIO NOMOLLb CTIELMEMMCTAM YPEKAEHNA B paborte ¢
AOKYMEHTaMU, KOHTPONMPYET NPasu/ibHOCT GOPMUPOBIHUA W odbopmneHus aen B
AENONPOM3BOACTEE, 3 TAKME NOATOTOBKY A/ K NepeAaye 8 apx1s yHpemABHAR.

4. Mpaea apumes

LA MCROHEHUA BO3NOMEHHBIX 33484 1 QYHKLMIA 3pXyB UMEET Npaso:



4.1, TpeBoBaTh OT CTPYKTYDHLIX NOAPA3ASNEHMIA (CNSLWaNMCTOB) YUPEKAeHMA
CBOSBPEMEHHOM NEPRASYY B apXMB LOKYMEHTOB B YHOPHLOHEHHOM COCTORHWMK,
KOHTPOAMPOBATL BLINCAHEHWE YCTAHOBAEHHBIX Npasun paboTb: ¢ AOKYMEHTAMM B CTPYKTYPHBIX
NOAPA3ACACHUAX YUPEMAEHUA (CNeUMANUCTaMKU YUPEXAESHNA).

4.2. 3anpalinsarte OT CNELMANMCTOB yupemaeHus ceedenmns, Heobxogumele ana pabotb
apxuea, ¢ yuetom obecneyerus MCNOAHEHWA BCEX BO3NOIKEHHBIX Ha apXMB 3a4a4 ¥ QyHKLMHA.

5. OTBETCTBEHHOCTE apxMBa
OrsercreHHbid paboTHUMK NO 42N0NPOU3BOACTEY

5.1. JOMHHOCTHOR AULD HECET OTBETCTBEHHOCTD 33 BbINO/IHEHME BO3/IOMEHHbIX Ha apxus 3ajay
1 QYHKLUMNA B COOTBETCTBMM C AO/DKHOCTHBIMM 0BA3aHHOCTAMMN.

6. CpoK AeRCTBWA NOADKEHNA |

6.1 CpoK LelCTBUA NOAOKEHUA He orpaHnyeH. NonoKeHne 4enCcTeyeT 40 NPUHATUA HOBOTO
MONOMEHWA



