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IHosnoxkenue 00 apxuBe
MYHUIHUIIAJIBHOIO 6IOIDKCTHOI‘O JOMIKOJBHOIO 06pa30BaTeJIBHOI‘O YUpECKIACHUA
neTckuii cag Ned7 «Ycmex»

1. O0mue monoKeHUs

1.1. TTonoxxenue 00 apXruBe MYHHITUITAITBHOTO OFOKETHOTO JOIIKOJIBHOTO 00Pa30BaTEIILHOTO
yupexaenus nerckuii camx Ned7 «Ycmex» (manee - IlomoxeHwme), pa3paboTaHO B COOTBETCTBHH C
denepanpHbIM 3ak0oHOM «O0 apxuBHOM zAeie B Poccuiickoit deneparun» ot 22.10.2004 Ne 125-D3,
MeTroaudeckuMu pEeKOMEHAAMsAMH 1O paboTe ¢ JOKyMEeHTaMH B 00mIeo0pa3oBaTEIbHBIX
YUPEIKICHUSIX.

1.2. Hacrosmee [lonoxenue pazpadboTaHo B HesIX:

- COBEpLIEHCTBOBAHMUS ACSATEIbHOCTU B c(hepe OpraHu3aluu XpaHEHU s, KOMIUIEKTOBaHU,
ydeTa ¥ UCIIOJIb30BaHus apXUBHBIX JoKyMeHTOB JJOO
- paluoOHaJIbHOM OpraHu3alMM JOKyMEHTalMOHHOro obecneuenus B JJOO

1.3. ApxuB JIOO co3gaeTcst B LENAX XpaHEHHS, KOMIUIEKTOBAHHS, Y4€Ta U HCIOIb30BAHMS
JOKYMEHTOB, 00pa3ytomuxcs B npouecce aesarenbHocTd JJOO u 3aKOHUEHHBIX /1eJI0NPOU3BOICTBOM
JOKYMEHTOB MPAKTUYECKOTO0 Ha3HAYCHUs, UX OTOOpa W TMOJATOTOBKHM K TEpejade Ha XpaHCHHUE B
MYHUIIMTIATbHBIN apXUB.

1.4. B cBoeii pa6ote apxuB JJOO pyKoBOACTBYeTCS 3aKOHOAATEIHLCTBOM 00 apXHWBHOM JIEJC B
Poccuiickonn @enepannu, WHBIMA HOPMAaTHMBHBIMHU IIPaBOBBIMM akTamMu Poccuiickon ®enepanumn,
nokanbHbIMU akTamMu JIOO u Hactosiuum [lonoxxeHueM.

1.5. Kontpons 3a gestenpHOCTBIO apxuBa J1OO ocymiecTBiseT 3aBeaylomuid, a B ¢
OTCYTCTBHUE JIUIIO €€ 3aMellaroliee, KoTopble 00eCeYMBaOT apXUB HEOOXOAMMBIM NTOMEUIEHUEM U
00opyI0BaHUEM.

1.6. HemocpenctBenHnoe pykoBoacTtBo apxuBoMm J1OO Bo3maraercs MpUKa3oM 3aBEAYIOIIETO
Ha JIMLIO0, OTBETCTBEHHOE 3a BEJICHUE apXHBa.

2. CocTaB JOKYMEHTOB apXHBa
2.1. ApxuBHBIE NOKYMEHTHI, MocTymnaroume Ha xpaHeHue B apxuB J1OO, oTHocATCSA K
MYHUIIMTIATFHON COOCTBEHHOCTH, HE TIO/JICKAT MPUBATH3AIUH, HE MOTYT OBITH 0OBEKTOM TPOIAXKH,
MEHBI, TaPEHUS, a TAK)KE€ MHBIX CIEJIOK, MOTYIIHUX MPUBECTH K UX OTUYKJICHUIO.

2.2. B apxus JIOO nocrynaior:

2.2.1. ApxuBHBIE JOKYMEHTHI, oOpas3oBaBmmecs B mnporecce aearenpHoctu J[OO,
BPEMEHHOTO XpaHeHUs (He0OXOANMBIE B MPAKTUIECKOU IESITEITLHOCTH).

2.2.2. ApxuBHBIE JOKYMEHTHI, 00pa3oBaBuIrecs B mpouecce aesrtenbuoctu J0O0.

2.2.3. JIoKyMEeHTHI 10 JIMYHOMY COCTaBY, OTPa)KaIOIIUE TPYAOBbIE OTHOIIEHHUSI paOOTHUKA C

paboTtoaarenem.
2.2.4. ApxuBHBIE JOKYMEHTHI IOCTOSIHHOTO XpaHEHUS.
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2. 3agayu v QYHKIMH apXUBAa.

3.1. OcHoBHbIMU 3a1auamu apxuBa JJOO:

3.1.1. KoMmiekToBaHue JOKYMEHTAMHU, COCTaB KOTOPBIX MPEAYCMOTPEH pa3aesioM 2
HacTtosAmero Ilonoxenus.

3.1.2. OOGecnevyeHne eIUHBIX TPUHIIUIIOB OPTraHU3AIMN XPAHECHHS, KOMIUIEKTOBAHUS, ydeTa
Y HCTIOJTb30BAHHUE aPXUBHBIX JOKYMEHTOB, X COXPAHHOCTH.

3.1.3. OcymiecTBieHue KOHTpoJs 3a ¢opMupoBaHMEeM U OGOpPMICHHEM Jel B
nenonpousBoactee [JOO0.

3.2. B COOTBETCTBMM C BO3JIO)KEHHBIMM Ha Hero 3agayamu apxuB OO ocymectBisier
cienyronme QyHKIUN:

3.2.1. IlpuHumaeT TmoOcie 3aBEepIICHHS JEIONMPOU3BOJCTBOM, YYHTHIBAET W XPAHHUT
nokyMeHtsl JIOO, oOpabGoTaHHBIE B COOTBETCTBHUM C TPEOOBAHHSIMH, YCTAHOBJICHHBIMHU
3aKOHOJIATEIbLCTBOM 00 apxuBHOM Jienie B Poccuiickoit denepanuu.

3.2.2. OcymiecTBIsSeT y4eT U 00eCleunBaeT MOJHYI0 COXPAHHOCTh MPUHATHIX apXHBHBIX
JIOKYMEHTOB, B TOM YHCJI€ 110 JIUYHOMY COCTaBY.

3.2.3. [IpoBoauT CBOEBpPEMEHHOE YHOPSIAOUYCHHE AapPXHUBHBIX JOKYMEHTOB (SKCIEPTHU3Y
[ICHHOCTH, HAyYHO-TEXHUYECKYI 00pabOTKY, COCTaBIICHUE OMKMCEH | T.1.).

3.2.4. OpraHu3yeT UCIOIb30BaHNE TOKYMEHTOB:

- uabopMupyer agMuHHCTparuio u pabotHukoB JIOO o0 coctaBe M coAepKaHUU JTOKYMEHTOB
apXuBa;
- OecIulaTHO TPEAOCTABISET TMOJb30BATENAM AapPXUBHBIMH JOKYMEHTaMu O(OpMIIEHHBIE B
YCTaHOBJICHHOM TOPSJIKE apXUBHbIE CHPABKHW WJIM KOMHHU APXUBHBIX JOKYMEHTOB, CBS3aHHBIE C
YCTaHOBJIGHMEM TPYJOBOTO CTa)ka, COIMAIbHOM 3alllMTON TpaxiaH, MpeaycMaTpuUBalOIIed HX
MEHCUOHHOE o0ecrneyeHne, a TaKKe IMOJy4eHHE JIbIOT MU KOMIIEHCAlMd B COOTBETCTBUHM C
3akoHoJarenabcTBOM Poccuiickonn @enepanuu;
- BBIJA€T B YCTAHOBJIEHHOM TOpSJIKE Jeia, JOKYMEHTBhl WM KOMUM JOKYMEHTOB B IIEJISIX
CITye0HOT0 U MPAKTUYECKOTO UCTIOJIB30BaHUS JJIsl pa0OTHl B IOMEIICHUN apXUBa;
- BEJET y4eT MCIOJIb30BaHUS TOKYMEHTOB, XPAHIIINUXCS B apXHUBE.

3. [IpaBa 1 OTBETCTBEHHOCTb.

3.1. Jlns BBITOTHEHWS BO3JIOKEHHBIX 33724 M (DYHKIWN JIMIIO, OTBETCTBEHHOE 32 BEICHHE
apxuBa JIOO, umeet nmpano:

3.1.1. KoHTponupoBaTh BHINIOJHEHHE YCTAHOBJICHHBIX NMPaBUJ pPabOThl C JTOKYMEHTaMH B
J00.

3.2. Jluno, orBercTBeHHOe 3a BeaeHue apxuBa J[OO, HeceT OTBETCTBEHHOCTh 3a
BBITTOJIHEHUE BO3JIOKCHHBIX HA apXUB 3a7a4 U QyHKIUH.

3.3. 3a yrpary W mopyy JOKYMCHTOB JOJKHOCTHBIC JIUIA YUPESIKIACHHUSA (PYKOBOJHMTEIb
YUPEKICHUS U JIMIO0, OTBETCTBEHHOE 3a BEJICHUE apXHBa) HECYT OTBETCTBEHHOCTh B COOTBETCTBUHM C
JNEUCTBYIOIIUM 3aKOHOIaTEIbCTBOM.

5. KomniekToBanue apxusa

5.1. TloaroroBka MOKyMEHTOB K mnepenade B apxub J]OO BKIOYAET IKCIEPTU3Y HAYUHOU
U MPAKTUYECKON IIEHHOCTH JOKYMEHTOB, OOPMIICHHE /1€, COCTABICHUE OMHUCH.

5.2. DkcrnepTr3a HEHHOCTH JTOKYMEHTOB.

5.2.1. Dxcneptu3a IEHHOCTU JOKYMEHTOB - ONpE/Ie/IeHNE IEHHOCTH JOKYMEHTOB C IIEJIbIO
0TOOpa UX Ha XpaHEHUE U YCTAaHOBJIEHUE CPOKOB XPaHECHMUS.

OkcrepTu3y UEHHOCTH J0KyMeHTOB B JIOO ocymiecTBIsieT MOCTOSHHO JI€HMCTBYHOLIAS
HKCIEpTHAasE KOMUCCHS.



5.2.2. DkcrmepTHas KOMHUCCHS HasHadaeTcs mpukazoMm 3aBenyromero J[OO. B cocras
DKCIEepTHOH KOMHUCCHHM BKJIOYAIOT HE MEHEE TPEeX COTPYIHHKOB, B TOM YHCJE B 005S3aTEIHLHOM
MOPSIJKE JINIIO, OTBETCTBEHHOE 3a BeaeHue apxusa JJOO.

DKcrepTHas KOMHCCHS Ha 3aceJaHusIX paccMarpuBaeT: HoMmeHkiarypy aen JOO, omucu
Je] TOCTOSHHOTO XPaHCHHWS W 10 JIMYHOMY COCTaBY, aKThl Ha JOKYMEHTBI, BBIJICISICMBIC K
YHUUYTOXKEHUIO.

5.3. Odbopmnenue nedn.

5.3.1. Jlena mOCTOSSHHOTO XpaHEHUS TMOJIIMBAIOTCI B TBEPAYID OOJOXKKY CYpPOBBIMH
HUTKaMu. JIMCTBI HyMmMepyloTcss B MpPaBOM BEPXHEM YTIIy HPOCTHIM KapaHgamom. KoiamdecTBo
JUCTOB B KaXKIOM Jeiie He MobkHO mpeBbimaTth 250. B koHue agema Ha OTHETBHOM JIHUCTE
COCTaBIIETCS 3aBEPUTEIbHAS HAIHUCH.

5.3.2. Ha 0010Ke JeJ MOCTOSHHOT'O0 XPaHECHHS JOJDKHBI OBITh MPOCTABJICHBI CIICIYIOIINE
PEKBU3UTHI: HAMMEHOBaHUE OO0pa30BATEIBHOTO YUYpEXKIEHUsS, HOMep (MHAEKC) JHena 1o
HOMEHKJIAType, 3arojloBOK Jeja, KOJHMYECTBO JIMCTOB, CPOK XPaHCHHUS WJIM OTMETKa «XPaHUTh
MMOCTOSIHHO», HOMep (OHa, OTTUCH, Jea.

5.3.3. Ilo OKOHYaHWH [EJIONMPOM3BOJCTBEHHOIO0 Troja B O(OpPMIICHHBIC OOJOXKKHU eI
MOCTOSIHHOTO XPaHEHUsS BHOCITCS HEOOXOAMMBbIE YTOYHCHHUS: B 3arojOBKH Jej, COACPIKAIIUX
pacmopsiIuTeNbHbIe JTOKYMEHTHl (TMPHUKAa3bl, TPOTOKOJBI), BHOCITCS HOMEpa; €CIu JeJ0 C
MEePENUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B Ka)XKJIOM TOME€ YKa3bIBA€TCS KOPPECIOHIEHT, aBTOP,
TepPUTOPHS, APyrue NaHHBIE. B KaXqoM TOoMe yKas3bpIBaeTcs nara (4MCiio, MECAI, TrOof) Havaua u
OKOHYAHUS TaHHOTO ToMma. TOYHBIE AAThl MPOCTABISAIOTCS Ha OOJIOKKAX [Js OBICTPOrO IMOMCKA
JOKYMEHTOB B TIOCJHEAYIOIIEM; W3 3aBEPUTEIBHONW HAAMHUCH Ha OOJOXKY Jeia BBIHOCHUTCS
KOJINYECTBO JINCTOB B JIEJIE.

5.3.4. Hangnucu Ha 0OJIOKKAxX e MOCTOSHHOTO M JIOJTOBPEMEHHOTO XpPaHCHHS CIICAyeT
MPOU3BOJANTH YETKO, CBETOCTOMKUMH YEPHUIAMH.

5.3.5. Jlns ydera KOIUYECTBA JIMCTOB B Aeie U PUKcaMu 0COOCHHOCTEH UX HyMepaIuy Ha
OT/ICJIbHOM JIUCTE COCTABJIETCS 3aBEpUTENIbHAS HAIUCh.

B 3aBepuTenbHON HAANUCH YKa3bIBAETCA KOJIMYECTBO JIUCTOB (LIudpaMH U NPOIHUCHIO) B
nene. 3aBepuTebHas HAJAIUCh MOJIUCHIBAETCS COCTABUTENIEM C YKa3aHUEM €ro JOJKHOCTH U JaThl
COCTaBJICHHSI.

5.3.6. BHyTpeHHsST OMUCHh COCTABISAETCS K JIelaM TIOCTOSHHOTO W JIOJTOBPEMEHHOTO
(cBermme 10 1eT) cpoka XpaHeHUs, CPOPMHUPOBAHHBIM TI0 Pa3HOBUIHOCTSM JOKYMEHTOB, 3ar0JIOBKU
KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COACPKaHUE JOKYMEHTOB (0C0O00 IIEHHBIC, JIMYHBIC Jeia H
ap.).

5.3.7. Jlema BpeMEHHOTO XpaHEHUS 0(DOPMIISIOTCS YIPOIICHHO:

OHM HE MOJIINBAIOTCS, JUCTHl B HUX HE HYMEPYIOTCS, YTOUHEHUE HA O0J0KKaxX HE MPOU3BOJMUTCH,
OIMCH Ha JIeJla HE COCTABIISIOTCS, YUET BEJETCS 0 HOMEHKIIAType Ael.

5.4. Onuca"ue TOKyMEHTOB MOCTOSTHHOTO CPOKa XpaHEHHS.

5.4.1. OnucHu COCTaBISAIOTCSA pa3/JelIbHO Ha Jesia MOCTOSIHHOTO XpaHEHUs MO OCHOBHOM
NEeATEIbHOCTH M Ha Jieja 10 JIMYHOMY COCTaBy.

5.4.3. OnucH COCTaBJISIOTCS JACIOMPOU3BOAUTEIICM.

5.4.4. Onucek BejeTCd B €IMHOIN BAJIOBON HyMepallid B TCUCHUE HECKOJIBKUX JIET .

5.4.5. Ha nena ¢ MCTEKIIMM CPOKOM XPAHEHHS COCTABIISIETCS aKT 00 YHUUTOKEHUU.
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