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MOJOKEHHUE
Ob APXUBE



1. OBIIUE MOJOXEHWA

1.1. Jlng XpaHeHus [TOKYMEHTOB B IlIkone coszmaetca apxuB. OcHOBaHMEM Ui
OpraHM3alliil apXhBa B MYyHHIMOATBHOM Gro/DKeTHOM 00111e06pa30BaTe/IbHOM  yIPEKICHIH
«Cpenstst 00meoOpasoBarebHast Ko «enTp obpasosanms Ne62» (1aiee - [IIxomna) sBISETCS
Denepanshbil 3akoH o1 22.10.2004r. Nol125-@3 «06 apxuBHOM €€ B Poccuifckoit
Denepanum.

1.2. Illxona obecreunBaeT COXPaHHOCTh, yHeT, 0T6Op. yHOPSIOYEHHE U HCTIOTB30BAHKE
JOKyMEHTOB CTPOrOH OTHETHOCTH COTJACHO HOMEHIJIATYPE e, YTBEPXKIACHHOH TUPEKTOPOM
ITIKOJIBL.

1.3. 3a yIpary @ MOpdy [IOKYMEHTOB apXupa [1IKoBl JO/DKHOCTHBIE JIUIA HECYT
OTBETCTBEHHOCTD B COOTBETCTBUH C AEHCTBYIOLIMM 3aKOHOAATELCTBOM.

1.4. 11Ikona obecrieduBaeT apXxuB HEOOXOAMMBIM MOMCIICHIEM, 000pyIOBaHUEM.

1.5. JTHI0, OTBETCTBEHHOE 3a apXHB, Ha3HAIALTCs Ha 5TY HOJDKHOCTR # 0CBOOOXKAAETCs OT
NOJKHOCTH TIpEKa3oM jupextopa LHKosmb!.

1.6. KoHTPOTb 32 HESTENEHOCTHIO apX1Ba OCYLICCTBIIICT nupexTop [IKOIIBL.

2.COCTAB JOKYMEHTOB APXUBA

B apxuB IOCTYMAKOT:

7 1. 3aKOHYEHHBIE JENONPOM3BOACTBOM JOKYMEHTBI [IOCTOAHHOTO XpaHEeHHs, JTOKYMEHTBI
BPEMEHHOTO CPOKa XPaHEHHUSL, HEOGXOMMMBIE B IPAKTHYECKOH NEATENbHOCTH U JOKYMEHTBL 10
nuuHOMYy coctaBy HIKousL;

2.2. SNeKTPOHHBIE apXUBHbBIEC TOKYMCHTEL

3.3AJJAYMU U @YHKIINN APXHBA

3 1.OCHOBHBIMHE 3a/[adaMHl JTHI[a, OTBETCTBEHHOTO 33 apXHB, ABJLIOTCA.

- KOMILIEKTOBAHHE JOKYMEHTAMH

- yueT, obecIiedeH e COXPaHHOCTA JOKYMEHTOB

- HCTIOb30BAHKE JOKYMEHTOB, XPAHSIIUXCSI B ApXUBE;

3.2. B COOTBETCTBHH C BO3JIOKCHHLIMY Ha HETo 3a/1a4amMi JIHIO, OTBETCTBEHHOE 32 apXUB,
OCYILLECTBISIET CeYIOIe QyHKIUU:

- @KEeroJHO MPUHUMAET YMOPSJOUCHHbBIC HOKYMEHTEI [1IKoJbI, YYUTHIBAET M XPaHHT
JIOKYMEHTBI B COOTBETCTBUH C TpeGOBaHHSIMH, YCTAHOBICHHBIMH CICIHATEHO YIIOJTHOMOYCHHBIM
[IpasuTenbcTBOM PoccHiicKoH deneparyu (penepanbHbIM OPraHoM HCTIONIHUTEIBHON BIIACTH,

- cocTABNACT FOZOBBIE pa3ieNbl OMHced Jel TMOCTOAHHOTrO XPaHCHW:d H [0 JINIHOMY
COCTaBY;

- OCYIIECTBJISAET YUET U 00ECIIEUHBACT IOJIHYIO COXPAHHOCTB IIPHHSATHIX HA XpaHCHHE JICIT,

- opranusyeT UH(GOPMAIHOHHOS o6cysKkuBanme anvMuEACTpai KoL

- OCYIIECTBIISIET HCTIOIb30BaHNE TOKYMEHTOB 110 3arpocaM OpraHM3alii ¥ YaCTHBIX JIHIL,
B TOM UHCIE COMHATLHO-TPABOBBIM 3aMpOcaM IpakiaH; BEICT yHeT ¥ aHaJIM3 HMCIOJb30BAHMUA
JOKYMEHTOB; B YCTAHOBICHHOM TOPSIKE BBIAACT KOMWH JOKYMEHTOB ¥ apXHBHBIE CIIPABKH;

- OCYyMIECTBJISIET TIPOBEPKY TMPaBHILHOCTH dopmupoBanms W OGOPMICHHT e
[eIaroraMi, aAMAHUCTpalel, OKa3pIBAET METOMMIECKYTO i MPAKTHYECKYIO TIOMOIIb B pabote ¢
NOKyMEHTaMH;

. oKa3piBaeT  METOAMHYECKYID [OMOMIb  ACNOMPOM3BOIUTENO B COCTaBJICHHH
HoMeHKkaTypsl e [IKobL.

4. IPABA APXHBA

4.1. JIa4 BBINOIHEHUS] OCHOBHBIX BO3JIOKECHHBIX samad ¥ (pyHKIMI apXiB UMEET MPABO:

- KOHTPOJHPOBATH BBIIONHCHUEC yCTAHOBJIEHHBIX IPaBAI paboThl C NOKyMEHTaMH B
[MIxoute;

- TpeboBarhb cBOEBpEeMEHHOH Iepenadn B ApXHUB JOKYMEHTOB B YIOPSIOHCHHOM
COCTOSIHHM.
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