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1. O0mue noJIoKeHHs

1 1. Tonoxenue 06 apxuse MBJIOY — nerckuii can xombuHuposanHoro Buna Ne 31 «3omoras
pbibka» (nanee — Ionoxkenue), pa3paboTaHo B COOTBETCTBHH ¢ DPeNEPAILHBIM 3AKOHOM «06
apXMBHOM JIelie B Poccuiickoii ®Pemepanmm» ot 22.10.2004 Ne 125-03, Meroau4eCcKUMH
peKoMeHIaLusIMi 10 paboTe ¢ JOKYMEHTaMH B 061e06pa3oBaTENbHbIX yupeskneHusx ot 20
nexaOpst 2000 roga N 03-51/64, ®PenepanbHbIM 3aKOHOM «06 obpasoBanuu B Poccuiickon
degepanum» ot 29.12.2012 roma Ne 273- ®3 . 11 4. 3 ¢T. 28, NpPUMEPHBIM IOJOXKEHHEM 00
apXMBE OPraHU3alKK, YTBEPKACHHEIM PHKA30M Pocapxusa or 11.04.2018 Ne 42.
1.2. Hacrosimee ITonoxenue pa3pabOoTaHO B LEJAX:
- COBEPLIEHCTBOBAHMUS JEATENLHOCTH B chepe OpraHM3aLiy XPaHEHHs, KOMIIEKTOBAHHS, yHeTa
1 NCIIOJIB30BaHMsI apXUBHBIX 0KyMeHTOB JIOY
- paLMOHAILHOI OpraHu3aLuy JOKyMEHTalHOHHOTO obecneuenus B JJOY.
1.3. Apxus JIOY cosnaercs B LEJSX XPAHEHHA, KOMITJIEKTOBaHMsI, y4e€Ta M HCIOJIb30BaHUA
JOKYMEHTOB, ~ OOpasyloluxcs B TMpoOLEcce  IEATEIbHOCTH JIOY u  3aKOHYEHHBIX
JI€ONPOU3BOCTBOM JIOKYMEHTOB MPAKTHHECKOTO HASHAIEHHA.
1.4. B cBoeii pabore apxus JIOY pyKOBOACTBYETCH 3aKOHONATENLCTBOM 00 apXMBHOM Jielie B
Poccuiickoii ®eaepaiuy, HHBIMM HOPMATHBHBIMH [IPABOBLIMU AKTAMHU Poccuiickoil denepannu,
nokanbHbIMH aktamu JIOY u Hactosum [1o0KeHHEM.
1.5. Kontpoms u senenne apxusa JIOY oCymecTBACT PYKOBOJHTENL 00Pa30BATE/ILHOTO
YUPEKIECHHUS.
1.6. PykoBOmMTE]Ib HECET MEPCOHANBHYIO OTBETCTBEHHOCTE 34 COCTaB, COXPAHHOCTb M
npaBuIbHOE 0(OPMIIEHHE TOKYMEHTOB apXHBa.

2. CocTaB 10KYMEHTOB apXHBa
2.1, ApXuBHbIE AOKYMEHTBI, MOCTYNAKOLIME HAa XPAHCHHE B apxuB JIOY oTHOCATCA K
MYHHLMMALHOI CODCTBEHHOCTH JETCKOrO Caja, He Moajlekar NPUBATU3ALHH, HE MOTYT ObITH
0OBEKTOM MPOIANH, MEHBI, IAPEHHS.
22. Apxup JIOY He sBIsieTCA  MCTOYHMKOM KOMILJIEKTOBAHHS ~ FOCYAapCTBEHHBIX
(MyHMILMITAIBHBIX) APXUBOB.
2.2. B apxus MBJIOY-n/c Ne 26 «JlacTouka nocTynaror:
2.2.1. ApXMBHbIE JOKyMEHTbI, 0Opa30BaBLIMECs B TPOLECCE nestenbuoctu JJOY, BpEMEHHOIO
xpaHeHus (HeOOXOAUMBIE B [PAKTHIECKOM [eATeIbHOCTH).
2.2.2. ApXHBHbIE IOKYMEHTBI, 00pa3oBaBIIMECs B MPOLECCE nestenbrocTH JJOVY.
2.2.3. JIOKyMEHTBI TIO JIMYHOMY COCTaBYy, OTpaxaroline TPYAOBbIE OTHOLIECHUA paboTHHKA C
paboTonaTesneM.
2.2.4. ApXUBHbIE JIOKYMEHTBI ITOCTOSHHOTO XPaHCHHL.

3. 3apaum U PYHKIHH ApXHBA.
3 1. OcHosHbIME 3amauamu apxusa MBJIOY — NETCKHI cajg KOMOMHHPOBAHHOTO BUMA Ne 31
«3onoTasi ppIOKa»
3 1.1. KOMIUIEKTOBaHN e IOKYMEHTAMH, COCTaB KOTOPbIX MPEAyCMOTPEH pasznenom 2 HacTOSIETO
[TonoxkeHus.
312 OB6ecreueHne eIMHbIX MPHHIMIOB OPTAHM3ALMN XPAHEHNH, KOMIUICKTOBAHHA, ydyeTa |
MCITOJIb30BAHHE APXUBHBIX JOKYMEHTOB, MX COXPAaHHOCTH.
32 B COOTBETCTBHM C BO3JIOKEHHBIMM Ha HEro 3ajadaMi apxub JIOY ocymecTBseT
cneayrouye QyHKIH:
3.2.1. TlpuHuMaeT nocjie 3aBepIieHUs JEN0NPON3BOACTBOM, YUUTHIBAET M XPAHHUT JOKYMEHTbI
JIOY, obpaboraHHble B COOTBETCTBUHU C TpebOoBaHUAMH, YCTAHOBJICHHBIMH 3aKOHONATE/ILCTEOM
06 apxuBHOM fiesie B Poccuiickoii denepanni.



3.2.2. Ocyuwectsiaser yyer u 00eCleYMBAET MOJHYIO COXPAHHOCTD NPUHATBIX apPXHUBHbIX
AOKYMEHTOB, B TOM YHCJIE 110 JINYHOMY COCTaBY.

3.2.3. TIpoBOAUT CBOEBPEMEHHOE YIOPSIAOUEHHE APXMBHBIX TOKYMEHTOB (9KCIepTU3y LEHHOCTH,
HaY4HO-TEXHHYECKY0 00paboTKy, COCTaBIEHHE OMMCE U T.1.).

3.2.4. Oprannsyer UCrOIb30BAHHE JIOKYMEHTOB:

- GecnylaTHO NpENOCTAB/ISIET TOJB30BATENAM APXMBHBIMH JIOKYMEHTAMH o(opMIIEHHBIE B
YCTaHOBJIEHHOM IIOPsA/IKE€ aPXMBHBIE CIIPABKH MJIM KOIUH aPXHBHBIX JOKYMEHTOB, CBA3aHHBIE C
YCTaHOBJICHHEM TPYIOBOIO CTaka, COLMAJIbHOW 3aLIMTON rpakiaH, NpemycMaTpUBAIOIIEeH X
MEHCHOHHOE O00eCTeYeHne, a TAKKE MOJNYYEHHE JILFOT M KOMIEHCALMH B COOTBETCTBHU C
3aKoHOHaTeNnbCcTBOM Poccuiickoi @enepannu,

- BBIAACT B YCTaHOBJICHHOM IMOPSAKE fAeNa, MOKYMEHTbI MM KONHMM JOKYMEHTOB B LEJISX
Ciy>keOHOrO M MPaKTHYECKOro MCIOJb30BaHus st paboTel B omemenun JJOV;

— BCIACT V4YCT BhIJAYH APXHBHBIX ACT H AOKYMCHTOB, OCVIIECTBJISICT KOHTPOIb 3a CBOCBPCMEHHBIM HX
BO3BPAINECHHEM B XPAHHTHIIE,

3.2.5. B cayuae IMKBHAALMM YUPEXKAEHNs BCE JJOKYMEHTbI apXUBA TEPEIarOTCs YUPEIUTEIIO.

4. IlpaBa u OTBETCTBEHHOCTDH
4.1. [l BBINOTHEHUS BO3IIOKEHHBIX 33/1a4 M (PYHKLHIA JTHIO, OTBETCTBEHHOE 33 BEICHHE apxuBa
JOV, (nanee pykosonurens JI0V) umeer npaso:
4.2. HeceT OTBETCTBEHHOCTD 3a BBINIOJIHEHHE BO3/I0KEHHBIX HA apXHB 3a1a4 U byHKLHIA,
43. 3a yrtpaty M 1OpYy AOKYMEHTOB AOJDKHOCTHOE JIMLO yYpeKAeHUs: (PyKOBOAMTEb
YYPEXKACHHUs - OTBETCTBEHHbIH 3a BEIEHHE apXHMBa) HECET OTBETCTBEHHOCTH B COOTBETCTBHH C
NEHCTBYIOLIHM 3aKOHOATEIbCTBOM.
4.4. JlaBaTh peKOMEHIALMH OPraHM3ALMHU TI0 BONPOCAM, OTHOCSIUIMMCS K KOMTICTEHLIH apxuBa
MBOVY-/c Ne 26 «JlacTrouxa.

S. Odopmaenue aen

5.1. Ilo oxOHYaHMH €N0NPOM3BOACTBEHHOIO TOMA, JeNa MOCTOSHHOTO XPaHEHHUs TOIIIUBAKOTCS
B TBEPAYIO OOJIOXKKY CYpOBbIMM HUTKAMH. JIMCTBI HyMEpYIOTCS B IMPaBOM BEPXHEM YTIIy.
KonuecTso MCTOB B Ka)10M Jee He JOJBKHO mpesbimath 250, B KOHIE [eia Ha OTIeTbHOM
JTHCTE COCTABJIAETCS 3aBePUTENIbHAS HAIIHCh.
5.2, Hapmucu Ha OOGMOKKAX M€l NOCTOSHHOTO H  JONTOBPEMEHHOIO XpaHEHUs Cleayer
MPOHU3BOAMTE YE€TKO, CBETOCTOMKMMHU YEPHHUIAMH.
5.3. Jlena BpemeHHOTO XpaHeHus O(GOPMILIIOTCS YNPOIIEHHO: OHM HE MOAIIMBAIOTCA, JUCThI B
HUX HE HYMEpYIOTCS, YTOYHEHHE Ha OOJ0XKKAX He MNPOM3BOAMTCHA, OMUCH HA Jeja He
COCTABJIAIOTCH, YYET BENETCS 110 HOMEHKIIATYPE e,
5.4. Ha mena ¢ MCTEKIIMM CPOKOM XPAaHEHHS! COCTABJISIETCS aKT 06 YHUUTOKEHHHL
5.5.ApxuB xpanurcs B kaOunere 3asenyromero JIOY B CHeLMATbHO OTBEAEHHOM UL TOTO
MecTe.



