YrBepxaeno
Sasemyrommit MBIOVY «Jlerckuit

[Momoskenue 06 apxuse
MYHHIUIAJBHOI0 610/UKeTHOI0 00pa3oBaTeILHOr0 yupesxkaenus «/lerckuii caj npuemorpa
u o3goposienust Ne 19 « Tamubixaii» r. A3HaKaeBo
A3HAKAEBCKOr0 MyHHIHNAJBLHOIO paiiona Peciyonku Taraperan

i B O0urme mostoKeHust

1.1.  Tlonoxenne 06 apxuse MBJIOY «JleTckuii cajg npucmorpa u 0310posieHus Ne 19
«Tamubikaity r. Aznakaeso PT (nanee — I[Tososkenue), pa3paboTato B cOOTBETCTBHHU ¢ DesiepaibHbM
3akoHOM «OO0 apxuBHOM nene B Poccmiickoit ®emepamun» o1 22.10.2004 Ne 125-D3,
MetoaudeckumMu  peKOMeHJamusaMu 1o paboTe ¢ JIOKyMeHTaMH B 00meo0pa3oBaTebHbIX
yapeskaenusx, Genepansasiv 3akonoM «O6 o6pazosanuu B Poccuiickoit @eneparmny» ot 29.12.2012
roga Ne273®3 1. 11 4. 3 ct. 28

1.2. Hacrosmee ITososenue pa3paboTaHO B LEJAX:

° COBEPIICHCTBOBAHUSL  JEATEJBHOCTH B chepe  OpraHusalliyd  XpaHCHHS,
KOMILJICKTOBAHHS, Y4eTa U HCIIOIb30BaHIsI apXUBHBIX JOKyMeHTOB IOV
° PalMOHAILHOM OpraHu3aluy JOKyMeHTaloHHoro obecredenus B JIOV.

1.3.  Apxus IOV co3zaercs B LeJs1X XpaHEHHUs, KOMIUIEKTOBAHHUS, y4ETa U UCIIO0JIb30BAHMSA
JIOKYMEHTOB, 00pa3yroIuxcst B rporecce AedtenbHocTd JJOY 1 3aKOHYEHHBIX J1€I0NPOH3BOACTBOM
JIOKYMEHTOB IPAKTHYECKOrO Ha3HAYeHUs, UX 0TOOpa M MOATOTOBKM K Iepelade Ha XpaHEHHE B
MYHULIMIIAIBHBIN apXHB.

1.4. B csoeii padore apxus J[OY pyKOBOACTBYETCs 3aKOHOAATEIBCTBOM 00 apXHBHOM JIEINIE
B Poccuiickoit ®ezepaiyn, HHBIMA HOPMATUBHBIMHU IIPABOBBIMH akTamu Poccuiickoit deneparuy,
gokanpHbMu aktamMi JIOY  u HacrosuM [losoxenueM.

1.5. Kourpons 3a aestensHOCTBIO apxuBa JIOVY ocymecTsiser 3aBeiayromas, a B e€
OTCYTCTBHM 3aMECTUTENb  3aBEIYIOMIEro, KOTOpbIE OOECHEYMBAIOT —apXHB  HEOOXOIMMBIM
[OMEIIEHHEM H 000PYI0BAHUEM.

1.6. Henocpeacrsenuoe pykoBocTBo apxusoM JIOY Bo3naraeTcs MpHKasoM 3aBe/IyIOLIeH
Ha JHII0, OTBETCTBEHHOE 3a BEJCHHE apXUBa.

s CocraB IOKYMEHTOB apXHBA
2.1. ApxuBHble IOKyMEHTHI, HOCTynaromme Ha Xpanenue B apxuB JIOY otHoCATCS K

' MYHHIUTATLHONH COOCTBEHHOCTH, HE MO/UICKAT IIPHBATU3ALMH, HE MOTYT OBITH 0OBEKTOM NPOJIAXKH,

MEHbI, IaPEHHs, 4 TAK/KE HHBIX C/EI0K, MOTYIIHX IIPUBECTH K UX OTUYKACHHIO.

2.2. B apxus JIOY nocrynator:

2.2.1. ApxuBHble JIOKYMEHTBI, 00pa3oBaBIIMECS B MpoLecce JIEATEIbHOCTH HOY;
BPEMEHHOT0 XpaHeHHs (HEOOXOMMBIC B IIPAKTHUECKOH IEATEIbHOCTH).

2.2.2. ApxuBHbIE JIOKyMEHTBL, 00pasoBaBuIHecs B npouecce aesreapnoctd JJOVY.

2.2.3. JIOKyMEHTEI 110 JTMYHOMY COCTABY, OTPAKAIOIIHE TPY/OBbIE OTHOLICHHS PabOTHHKA C
paboTo/aresiem.

2.2.4. ApXuBHBIE JOKYMEHTBI IOCTOSHHOTO XPAHCHHUS.

3. 3ajaun 1 GpYHKIHH apXHBa.




3.1. OcHoBubIMuU 3anauami apxusa JIOY:

3.1.1. Kommexropanue AOKYMEHTAMH, COCTaB KOTOPHIX TMPELYCMOTPEH pasieoM 2
nacrosiero I lonoxenus.

3.1.2. OGecnieuenne euubIX MPHHIMITOB OPraHU3aLHI XPAHSHHS, KOMIUICKTOBAHHS, yIeTa i
HCIOJIb30BAHKE APXHBHBIX JIOKYMEHTOB, HX COXPAHHOCTH.

3.1.3. Ocymectsaenue  KOHTPOJISI 3a  (opmupoBaHHeM W OpOpMICHHEM JeN B
nenonpoussouctse IOV,

3.2. B cOOTBETCTBHH C BO3JIOKEHHBIMH Ha Hero 3agauamu apxus JIOY ocymecTsiser
CIICLYIOLIIE ()YHKIMI:

3.2.1. Ilpusimaer mocie  3aBepIICHHs  IEJIONPOM3BOJACTBOM, YUHTHIBACT H  XPAHHT
JokymenTsr  JIOY, oOpaboTaHHble B COOTBETCTBHH ¢ TPeOOBAHHSAMH, YCTAHOBICHHBIMH
3aKOHOIATEILCTBOM 00 apxuBHOM jiene B Poccuiickoii Mdexeparim.

..... OcymecTisier y4er u 00ecrneunBaeT IOJHYIO COXPAHHOCTh TPHHATHIX APXHBHBIX
JIOKYMEHTOB, B TOM YHCJIC T10 JITYHOMY COCTaBY.

3.2.3. IIpoBOAMT CBOGBPEMEHHOE YIIOPSIOUCHHE APXHBHBIX JOKYMEHTOB

(9KCIEepTU3Y NEHHOCTH, HAYYHO-TEXHHYUECKYIO 00paboTKy, COCTABICHHE OMHCEH U T.1L.).

3.2.4. Opranusyer HCTIONB30BAHKE TOKYMEHTOB:

- uHdopMupyer aaMuHucTpaiuio u padotaukos JIOY o cocraBe W COAEpIKaHHHU
JIOKYMEHTOB apXHBa;

- OecnIaTHO MPeIOCTABILSICT MOMB30BATESIM aPXHBHBIMU JOKYMEHTaMH 0(OPMIICHHBIE
B YCTAQHOBIICHHOM IOPSIAKE apXHBHBIE CIPABKH WJIH KOIIHMM apXMBHBIX JOKYMEHTOB, CBA3aHHBIE C
YCTAHOBJICHHEM TPYIOBOIO CTaXKa, CONMAIBHON 3AUUTOI TIpakiaH, peJlyCMaTpHBAIOIICH HX
ICHCHOHHOE O0eCHeUeHHe, a TAKKe MOMYYCHHE JIbIOT W KOMIIEHCALH B COOTBETCTBUH C
3aKoHo1aTenbeTBOM Poccuiickoii dexepariuu;

- BBIZIAET B yCTAHOBJICHHOM HOPSIKE €A, JOKYMEHTBI HIIH KOITHH JIOKYMEHTOB B IIEJISIX
CIIY)KeOHOTO M NMPAKTHYECKOTO HCIIOIB30BaHMs Juist paboThl B omerennun JOV;

- BEJICT YUeT HCIIOIb30BAHMSI JIOKYMEHTOB, XPAHSIIHXCS B apXHBE.

4. [IpaBa 1 0TBETCTBCHHOCTD

4.1. Jlns BBIIOJHEHMs BO3JIOKEHHBIX 3a7a4 M (DYHKIMH JIMIO, OTBETCTBEHHOE 3a BEJICHHE
apxuBa JIOY, umeer npaso:

4.1.1. KoHTpoJIMpOBATH BBIOJIHEHHE YCTAHOBICHHBIX MPaBWI PabOTHI ¢ JOKYMEHTAMH B
JIOV.

4.2, Jluno, orsercrBeHHoe 3a Beaenuwe apxuBa JIOY, Hecer OTBETCTBEHHOCTH 3a
BBIIOJIHEHHE BO3JIOYKEHHBIX HA apPXUB 3314 1 (DYHKIHIH.

4.3. 3a yrpary u mopdy AOKYMEHTOB JOJDKHOCTHBIC JIHIA YUPEKIEHHS (PYKOBOIMTEIb
YUPEIKIEHHS I JIHIO, OTBETCTBEHHOE 32 BEJCHHE apXHBA) HECYT OTBETCTBEHHOCTH B COOTBETCTBHH C
JICHCTBYIOLIMM 3aKOHO{aTEIbCTBOM.

5. KommiiexkroBanue apxusa

5.1.  Tloaroroska JIOKYMEHTOB K Tiepenade B apxus JIOY BKIHOUaeT HKCIEpTH3Y HAyuHOM
M [IPAKTHYECKON IEHHOCTH JIOKYMEHTOB, OhOpMIICHHE JIeJI, COCTABICHHE OITHCH.

5.2, Dkcneprusa NEHHOCTH JOKYMEHTOB.

5.2.1. DxenepTH3a HEHHOCTH JIOKYMEHTOB - ONPEIE/ICHHE LEHHOCTH JOKYMEHTOB C LENbIO
0100pa HX Ha XPAHEHHE H YCTAHOBJICHHE CPOKOB XPAHEHHUSL.

DKCnepTu3y HEHHOCTH JOKYMeHTOB B JIOY 0OCYIIECTBISCT IOCTOSHHO JIGHCTBYIOLIAs
9KCIIEPTHAS KOMHCCHSL.

5.2.2. DkeneprHas KOMHCCHSI HaszHauaercs mpukasoM 3asenytomero JIOY. B cocras
DKCHEPTHOH KOMHCCHH BKJIIOYAIOT HE MEHEE TpeX COTPYAHHKOB, B TOM YHCIE B 00S3aTEIBHOM
HOPSJIKE JIMITO, OTBETCTBEHHOE 3a Bestenue apxusa JIOV.,

DKCMepTHAs KOMHCCHS Ha 3aCEAAHMSX paccMaTpuBaet: Homenknarypy aen JIOY, onucn nen
IIOCTOSIHHOIO XPAHEHH S ¥ 110 JIYHOMY COCTaBY, AKThl Ha I0KYMEHTBI, BBIICIISICMbIC K YHHUTOKEHHUIO.

5.3. Odopmitenue Jern.




5.3.1. Jlena mocTosHHOrO XpaHEHHs MOIMBAIOTCS B TBEP/LYIO 00JI0KKY CyPOBBIMH HUTKAMH.
JlucTel HymepytoTes B mpaBoM BepxHeM yriy. KoJIHMYecTBO JIMCTOB B KaKAOM Jele He JOJDKHO
npesbiuarek 250. B koHIe 1esa Ha OTJIeTbHOM JIHCTE COCTABIISIETCS 3aBepHTE/IbHAS HA/IITHCh.

5.3.2. Ha o6mnoskke jies1 MOCTOSHHOIO XpaHeHHsl JOJKHBI OBITh MPOCTABJIECHBI CIIE/IYIOIINE
PEKBH3HTEI: HAHMEHOBAHHE OOPA30BATENLHOTO — yupek/ieHus, Homep (MHIEKC) Jjena [0
HOMEHKJIATYpE, 3arojiOBOK Jiejia, KOJIMYECTBO JIMCTOB, CPOK XPAHEHHS MM OTMETKA «XPaHHTh
IOCTOSIHHOY, HOMEP (hOH/IA, ONHUCH, JIea.

5.3.3. Tlo okoHuaHHH J€JIONPOM3BOACTBEHHOIO TOJAa B OGOPMIECHHBIC OBGIOKKM e
TMOCTOSAHHOIO XPAHEHHs] BHOCSTCS HEOOXOAMMBIE YTOUHEHHMs: B 3aroJOBKH JIEJ, COJAEPIKALIMX
pacropsuTeIbHble JOKYMEHTBI (IPUKa3bl, IPOTOKOJbI), BHOCATCSA HOMEPA; €CIIH JIENIO C [EPeNuCKoi
COCTOHMT M3 HECKOJIBKHX TOMOB, B K&K/JOM TOME yKa3bIBACTCsA KOPPECTIOHIECHT, aBTOP, TEPPUTOPHS,
Apyrue JaHHble. B KaaoMm Tome ykasbiBaeTcs jgata (UMCIO, MECAI, TOJ) Hayasa M OKOHYaHHS
_ aHHOTO ToMa. TOYHBIE IaTBI HPOCTABISAIOTCS HAa 00JIOXKKAX JUid OBICTPOro MOMCKA IOKYMEHTOB B
IOCIIEAYIOMIEM; U3 3aBEPUTEIBHOM HAAIIUCH Ha OOJIOKKY Jie/1a BRIHOCHTCS KOJIMYECTBO JIUCTOB B JIE/IE.

5.3.4. Hamnuen na o6MOKKAX JIeN MOCTOSHHOTO M JIONTOBPEMEHHOTO XPAHEHHS CIeyeT
IPOU3BOUTE YETKO, CBETOCTONKHMH YEPHUIAMH.

5.3.5. Jlnst ydera KonuuecTBa IMCTOB B Jiele M (GHKCAIMH 0COOEHHOCTEH MX HyMepaliy Ha
OT/ICTILHOM JIMCTE COCTABILAETCS 3aBEPUTEIbHAS HA/IUCD.

B 3aBepuTeNnbHOI HAMMCH yKa3bIBAETCs KOJIMYECTBO JMCTOB (LH(paMu i POIMCHIO) B JIEJIE.
3aBepuTeIbHAsS HAINKCh IIOANKMCHIBAECTCA COCTABHTEIEM C YKA3aHHEM ero JOKHOCTH H JIaThl
COCTABJICHHUSI.

5.3.6. BHyTpeHHsis OIUCH COCTABIIAETCA K J€jaM MOCTOSHHOTO | J0JITOBPEMEHHOTO (CBBIIIE
10 niet) cpoxa XpaHeHUsI, ChOPMUPOBAHHBIM 110 PA3HOBUIAHOCTSIM JIOKYMEHTOB, 3ar0JIOBKH KOTOPHIX
HE PACKpPBIBAIOT KOHKPETHOE COAEP/KAHUE JOKYMEHTOB (0c000 LeHHbIe, TUIHBIE JIeJ1a U p.).

5.3.7. Jlena BpemeHHOTO XpaHeHus: 0pOPMIISIOTCS YIPOLIEHHO:

OHM HEC MNOJLIMBAKOTCA, JMUCTBI B HHUX HC HYMCPYIOTCs, YTOYHCHHUC Ha 00JIOKKaX He
IIPOM3BOIMTCS, OIIUCH Ha JIeJIa He COCTABIIIIOTCS, yUeT BeJIETCsl 10 HOMEHKIIATYpe JIeL.

5.4. Onucanue JOKyMEHTOB IOCTOSHHOIO CPOKa XPaHEHHsL.

5.4.1. Onucu COCTaBISIIOTCSL PA3eIbHO HA Jea IMOCTOSHHOTO XPAaHEHUS II0 OCHOBHOM
JIEATEILHOCTH U Ha JIeJIa [10 TMYHOMY COCTaBY.

5.4.3. Onucu cOCTaBISAIOTCS JIETIONPOU3BOHTEIEM.

5.4.4. Onuck BeJeTcs B €MHO BATOBOM HyMepaIUU B TEUEHUE HECKOJIBKHX

JeT .

5.4.5. Ha gena ¢ HCTEKLIUM CPOKOM XPAHEHHUsI COCTABIISIETCS! aKT 00 YHUUTOXKEHUH.




