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O01ue MoJI0KeHUA
1.1. Tlonoxenue 06 apxuBe MyHHUIIUTIAIBHOTO Ka3€HHOTO JTOIIKOJILHOTO 00Pa30BaTEILHOTO

yupexaenus nerckuii can Nel «bepeskay (nanee — [lomoxenue), pa3paboTaHo B COOTBETCTBUH C
®enepanbHbIM 3aKk0HOM «O0 apxuBHOM jene B Poccuiickoit @enepanumny - ®3, MeToanueckumu
pPEKOMEHIANMUSAMH IO paboTe ¢ TOKyMEHTaMHU B 00IIe00pa30BaTeIbHBIX YUPEKICHUSIX.

1.2. Hacrosimee [lonoxxeHnue pa3paboTaHo B LENAX:

- COBEPILEHCTBOBAHMUS JIEATEIHHOCTH B chepe OpraHu3allii XpaHEeHUs, KOMIUIEKTOBaHUS, yUeTa U
WCIIOJIb30BAaHUS aPXUBHBIX JOKYMEHTOB MyHUITMIIAIEHOE Ka3EHHOE JIOIIKOJIBLHOE 00Pa30BaTEeIbHOES
yapexkIeHue JeTCKui caj obmepasBuBaromero Buna Nel«bepeskay (manee — 10Y).

- paIoHaTbHON OpraHU3aIK JOKYMEHTAIMOHHOTO obOecriedenus B IOV,

1.3. Apxus JIOVY co3naercs B meNsIX XpaHEHUS, KOMIUIEKTOBaHUS, y4eTa U UCTIOJIb30BaHUS
JIOKYMEHTOB, 00pasytomuxcs B mpotiecce aesrensHoctd JIOY 1 3aKOHYSHHBIX
JIEJI0TPON3BO/ICTBOM JOKYMEHTOB MPAKTUUECKOTO HA3HAYEHUsI, UX 0TOOpa U TOATOTOBKH K
nepeaaye Ha XpaHeHHE B MYHULIMITAJIbHBIA apXUB.

1.4. B cBoeii pabote apxuB [JOY pyKkoBOJCTBYeTCS 3aKOHOJATEIILCTBOM 00 apXUBHOM JIeJie B
Poccuiickoit denepanuy, MHBIMA HOPMAaTUBHBIMU MPABOBBIMU akTaMu Poccuiickoit
®depnepanyiv, HOpPMaTUBHBIMU MTPABOBBIMH aKTaMHU 10 apPXUBHOMY JI€JIy OPTraHOB MECTHOTO
camoynpasienuss MO «KuranoBckuii pailoH, TokaibHbIMU akTamMu JIOY u HacTosimum
[Tonoxxenuem.

1.5. Benenue apxusa JIOY ocyliecTBIsE€T pyKOBOIUTENb, KOTOPBIA 00ECIIEYNBACT apXUB
HEOOXOMMBIM TTOMEIICHUEM B 000PYI0BaHUEM.

2. CocTaB 1I0KYMEHTOB apXuBa

2.1. ApxuBHBIE JOKYMEHTHI, IOCTYyMaOIKe Ha XpaHeHue B apxuB IOV, oTHocsATCs

K MYHUIIUNAJIbHON COOCTBEHHOCTH, HE MOJIeXKAT NPUBATU3ALIMU, HE MOTYT OBITh 00BEKTOM
MIPOJIaKH, MEHBIL, JapEHUs, a TAK)KE UHBIX CIIEJIOK, MOTYILUX PUBECTH K UX OTUYKIICHHUIO.

2.2. B apxus JIOY nocrynarot:

2.2.1. ApxuBHBIE TOKYMEHTHI, 0Opa3zoBaBiIrecs B nporecce AestenbHocTd IOV, ero cTpyKTypHBIX
MOJIpa3/IelIeHN i, BDEMEHHOT'0 XpaHeHHs (HEOOXOIUMBIE B IPAKTHYECKON AEATEIBHOCTH).

2.2.2. ApxuBHBIE TOKYMEHTHI, 00pa3zoBaBiIecs B npoiecce aesaTenbHocTH JJOY, ero cTpykTypHbIX
IIOJIpa3eJIEHUH, IIOCTOSIHHOTO XpPaHEHUS, IEPEAABAEMBIE 10 UCTEUYEHUH 5 JIET HA TIOCTOSIHHOE
XpaHEHUE B MYHUIIUTIAJIbHBIN apXUB.

2.2.3. JIOKyMEHTHI 10 JUYHOMY COCTaBY, OTPaKaIOLI1e TPYIOBbIC OTHOIICHUS paOOTHHKA C
paboTonaTenem.

2.2.4. ApxuBHBIE JOKYMEHTHI IOCTOSSHHOTO XPaHEHMSI U 110 IMYHOMY COCTaBY YUPEKICHU,
MPaBONPEEMHUKOM KOTOPHIX sABisieTcs JOY.

2.2.5. CripaBouHBIi anmnapar K JOKyMEHTaM apXuBa.

3. 3apauu u GyHKUHM apXuBa

3.1. OcHoBHBIMH 3a1a4amu apxuBa JJOV:

3.1.1. KoMrmiekToBaHUE JOKYMEHTAMH, COCTaB KOTOPBIX MPEAYCMOTPEH pa3iesioM 2 HACTOSIIETO
[Tonoxenus.

3.1.2. OGecrnieueHre eIMHBIX TPUHITUIIOB OPraHU3AIMK XPaHEHUS, KOMIUICKTOBAHUS, yUeTa U
WCII0Ib30BAaHUS APXUBHBIX JOKYMEHTOB, HX COXPAHHOCTH.


https://pandia.ru/text/category/deyatelmznostmz_mbdou/
https://pandia.ru/text/category/pravovie_akti/
https://pandia.ru/text/category/normi_prava/
https://pandia.ru/text/category/organi_mestnogo_samoupravleniya/
https://pandia.ru/text/category/organi_mestnogo_samoupravleniya/
https://pandia.ru/text/category/munitcipalmznaya_sobstvennostmz/
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3.1.3. IlogroToBka u cBOEBpEMEHHAs NepeAayda JOKYMEHTOB HA XpaHEHUE B MYHUIMIIAIbHBIN
apXxuB ¢ COONIOJICHUEM CPOKOB U TPEOOBaHU, YCTAHABIMBAEMbIX 3aKOHOJATEILCTBOM 00
apxuBHOM Jene B Pocculickon Penepanyu.

3.1.4. OcymiecTBieHre KOHTPOIIS 3a (popMUpoBaHUEM U OPOPMIICHUEM JIEN B JIETTOTIPOU3BOJICTBE
JOV.

3.2. B cOOTBETCTBHHM C BO3JIO’KEHHBIMHU Ha Hero 3ajayaMu apxuB JIOY ocylecTBIseT ciaenytomme
byHKIMH:

3.2.1. [IppuHnMaet nocne 3aBepLIeHUs AEIONPON3BOJICTBOM, YUUTHIBAET U XPAHUT TOKYMEHTHI
JOVY, ero cCTpyKTypHBIX TIOJIpa3eiieHui, 00pabOTaHHBIC B COOTBETCTBUHU C TPEOOBAHUSIMU,
YCTaHOBJICHHBIMU 3aKOHOJIAaTEILCTBOM 00 apXuBHOM jeine B Poccuiickoit denepanuu.

3.2.2. OcymiecTBisieT yueT U 00eCTeunBaeT MOTHYIO0 COXPAHHOCTh MPUHSATHIX apXUBHBIX
JIOKYMEHTOB, B TOM UYHCJIE 110 JINYHOMY COCTaBY.

3.2.3. Co3naeT, MOMNOIHSET U COBEPUICHCTBYET CIIPABOYHBIN armapar K XpaHsIUMCS B apXUBE
7enaM M JOKyMEHTaM, 00€CIIeUnBaeT €ro MPeeMCTBEHHOCTh CO CIIPAaBOYHBIM aIapaToM
MYHMLIMIIAJIBHOTO apXUBa, HOMEHKIaTypoil nen JOVY.

3.2.4. IIpoBOIUT CBOEBPEMEHHOE YHOPSA0OYCHHE apXUBHBIX JOKYMEHTOB (9KCIIEPTH3Y LIEHHOCTH,
Hay4YHO-TEXHHYECKYIO 00pabOTKY, COCTaBICHUE OMKCEH U T. JI.) U Mepeady UX Ha MOCTOSTHHOE
XpaHCHHE B MYHHIIUTIAIBHBINA apXHB.

3.2.5. lIpencrapnseT opraHaM MECTHOTO CAMOYIPABICHHS, MyHUIUITAILHOMY apXUBY
HE00X0AMMbIE apXUBHYIO MH()OPMAIIUIO U KON apXUBHBIX JOKYMEHTOB, a TaKXe HHPOPMALIHIO O
COCTaBe, COJIEPKaHNU U 00beMe XPaHSALINXCS B apXUBE JOKYMEHTOB.

3.2.6. Opranusyer UCNoJb30BAHUE JOKYMEHTOB:

- nH(opMHUpYET aAMUHKUCTpaLIO U paboTHUKOB JIOY 0 cocTtaBe U conepKaHUU JOKYMEHTOB
apxuBa;

- OecIuIaTHO MPEAOCTABIISIET MOJIB30BATEISIM apXUBHBIMU JOKYMEHTaMH 0(hOpMIICHHBIC B
YCTaHOBJICHHOM MOPSAKE apXUBHBIE CIIPABKU WJIM KOITUM ApPXUBHBIX IOKYMEHTOB, CBSI3aHHBIE C
YCTaHOBJIEHUEM TPYAOBOTO CTAXKa, COLUAIBHOMN 3aIUTON Ipak/1aH, MPeayCMaTPpUBAOLIEH

UX IEHCHOHHOE 00ECIIeYeHNUE, a TAKXKE TOITYIEHUE JIbIOT U KOMIIEHCAIIMHA B COOTBETCTBUH

¢ 3akoHOoHaTenbCcTBOM Poccuiickoi denepauny;

- BBIJIA€T B YCTAHOBJICHHOM IOPSAJIKE J1eJIa, JOKYMEHTBI MJIM KOIUHU JTOKYMEHTOB B IIEJIAX
CIIY>keOHOTO U MPaKTUYECKOTO UCIIOJIb30BAHUSA JUIsl paOOThI B MOMEILIEHUH apXUBa;

- BEJICT y4eT UCTIOIB30BAHUS JOKYMEHTOB, XPaHSIINXCS B apXHUBE.

3.2.7. Oka3pIBaeT METOAUYECKYIO TTOMOIIb Cyk0e aenonpou3BozacTsa JJOY B coctaBieHnn
HOMEHKJIATYPHI JeJ1 yUpEeKACHHsI, KOHTPOJIUPYET MPAaBUIbHOCTD (POPMHUPOBAHUS U O(hOPMIICHUS
JIeN B JICJIONPOU3BOICTBE, & TAKXKE MOATOTOBKY JIeT K IIepeiaye B apXUB YUPEHKICHUSI.

4, HpaBa H OTBETCTBCHHOCTDH 110 BEICHUIO apXuBa.

4.1. I[J'ISI BBIIIOJTHEHUA BO3JIOKCHHBIX 3a1a4 U (1)YHKIII/II\/'I JIMI0, OTBETCTBCHHOC 3a BCACHUC apXHBa
JOY, numeet npaso:

4.1.1. KoHTpoipoBaTh BHIOJHEHUE YCTAHOBIEHHBIX MpaBUil paboThl ¢ fokymeHtamu B JIOY, ero
CTPYKTYPHBIX IIOJIpa3IEIICHUsAX.

4.1.2. 3anpammBaTh OT CTPYKTYpHBIX noapasnencuuit JIOY cBeaenus, HeoOX0IUMBbIE 1J1sI padOThI
apXuBa, C yI€TOM 00ECIIeUeHHs BHIMOJTHEHHS BCEX BO3JIOKECHHBIX HA apXUB 33724 U () YHKITHIA.

4.2. JIumo, oTBETCTBEHHOE 3a BeaeHue apxuBa JIOY, HeCET OTBETCTBEHHOCTH 3a BHITIOJIHCHHE
BO3JIO’KEHHBIX Ha apXUB 33/1a4 U PYHKIIUH.


https://pandia.ru/text/category/zashita_sotcialmznaya/
https://pandia.ru/text/category/pensionnoe_obespechenie/
https://pandia.ru/text/category/zakoni_v_rossii/
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4.3. 3a yrpaTy 1 nop4y JTOKyMEHTOB JOJDKHOCTHBIE JIMIA YUPEKACHUS (PYKOBOJUTEND YUPEKICHUS
1 JIULI0, OTBETCTBEHHOE 3a BEJIEHUE apXHBa) HECYT OTBETCTBEHHOCTh B COOTBETCTBUH C
NENCTBYIOLIMM 3aKOHO/1aTEIbCTBOM.

5. KoMiuiekToBaHne apxuBa

5.1. IloaroroBka JOKYMEHTOB K niepenaue B apxuB JJOY BKIIOUaeT SKCIEPTU3Y HAYYHOU U
MPAKTUYECKON IIEHHOCTHU JTOKYMEHTOB, OOpPMIICHHE €I, COCTABIICHUE OMHUCH.

5.2. DkcnepTu3a IEHHOCTH JOKYMEHTOB.

5.2.1. DkcnepTH3a EHHOCTH JOKYMEHTOB - ONpe/eIeHIe IEHHOCTH JOKYMEHTOB C LIeIbI0 0TOOpa
WX Ha XpaHEHHUE U YCTAHOBJICHUE CPOKOB XPAHCHHUS.

3KCHCpTI/I3y HEHHOCTHU JOKYMCHTOB B Z[Oy OCYHICCTBIIACT IIOCTOSIHHO HeﬁCTBYIOIHaH OKCIICPTHAA
KOMUCCHA.

5.2.2. DkcrniepTHas KOMUCCHS Ha3HAYaeTcs mpukazoM 3aseayromei [J0Y

B coctaB DkcnepTHON KOMHCCHM BKIJIIOUAIOT HE MEHEE TPEX COTPYJHUKOB, B TOM YHCIIE B
00s13aTeNTbHOM TMOPAJIKE JTUI0, OTBETCTBEHHOE 3a BeneHue apxusa JJOY. Cekpetapem DKkcnepTHOU
KOMHCCHH Ha3zHavaroT aesionpousoautess JJOVY.

9KCHepTHa${ KOMHCCHS Ha 3aCCAaHUAX PACCMATPHUBACT: HOMCHKIIATYPY ACII I[Oy OIIMCH A€
IMOCTOAHHOI'O XpaHCHUSA U 110 JIMYHOMY COCTaBYy, aKThl HA JOKYMCHTBI, BEIICTIACMBIC K
YHUYTOXKCHUIO.

5.3. Odpopmienue aen.

5.3.1. Jlena mocTOSTHHOTO XpaHEHUsI MOJIIIMBAIOTCS B TBEPAYIO 00JI0KKY CYpPOBBIMU HUTKAMHU.
JIucThl HyMEpPYIOTCS B IPAaBOM HUKHEM YTJIy IIPOCTHIM KapaHaamoM. KonudecTBo 1McToB B
Ka)KIIOM JIeJIe He TOJKHO npeBbimaTh 250. B KoHIle e1a cocTaBisieTcs 3aBEpUTEIbHAs HAJIIUCh.

5.3.2. Ha 00505KKe J1eJ1 MOCTOSIHHOTO XPaHEeHUS TOJIKHBI ObITh MPOCTABIIEHBI CIIEAYIOLIHIE
PEKBU3UTHI: TIOJITHOE HAMMEHOBAHHE BBIIIECTOAIIECH OpraHu3alui, HAUMEHOBaHHE
00pa3oBaTeIbHOTO YUpeKACHUS, HOMep (MHIEKC) Jesia 0 HOMEHKIIAType, 3ar0JIOBOK Jiea,
KOJINYECTBO JIMCTOB, CPOK XPAHEHUS WJIM OTMETKA «XPAHUTh MIOCTOSSTHHOY», HOMep (oHa, onucH,
nena.

5.3.3. Ilo okOHYaHUU JIETOMPOU3BOICTBEHHOTO r0/1a B 0()OPMIIEHHBIE O0JI0XKKH JIe]I TOCTOSHHOTO
XpaHEHMs BHOCATCS HEOOXOUMbIE YTOUHEHUS: B 3ar0JIOBKH JI€J1, COAEPKALIMX PACHIOPSIAUTENIbHbIE
JIOKYMEHTHI (IIpHUKa3bl, IPOTOKOJIBI), BHOCSTCS HOMEPA; €CIIH JEJI0 C MEPENUCKON COCTOUT U3
HECKOJIbKUX TOMOB, B KaX/IOM TOM€ yKa3bIBae€TCsl KOPPECIOHIEHT, aBTOP, TEPPUTOPHSL, APyrUe
naHHbIe. B Ka)kI0M TOME yKa3bIBaeTcs Jara (YUciio, MECSII, TO) Hayasla 1 OKOHYaHUS JaHHOTO
ToMa. TouHbIe JaThl IPOCTABIIAIOTCS HA O0JI0KKAX /7151 OBICTPOTO MOMCKA JOKYMEHTOB B
MOCTIeIYIOIIEM; U3 3aBePUTEIFHON HAIMTUCH Ha 0OJIOKKY JieNla BBIHOCUTCS KOJTMUECTBO JIUCTOB B
nene.

5.3.4. Haanucu Ha 007105KKax JIeJT IIOCTOSIHHOTO U JOJITOBPEMEHHOTO XPaHEHHs CIIEAYET
MIPOU3BOJIUTH YETKO, CBETOCTOMKUMH YEPHUIIAMHU.

5.3.5. ns y4eta KOJIMYECTBA JIUCTOB B JieJe U (PUKCAIIMA 0OCOOSHHOCTEH X HyMepaluy Ha
OT/EJIbHOM JIUCTE COCTABJISIETCS 3aBEPUTENbHAS HAIITUCh.

B 3aBepuTenbHON HAANKUCH YKA3bIBACTCS KOJUYECTBO JINCTOB (IM(pamMu U MPOIKUCKHIO) B JCIIC.
3aBepuTeNIbHAS HAAMKUCH MOAMMCHIBAETCS COCTABUTEIIEM C YKa3aHUEM €r0 JI0JXKHOCTH U 1aThl
COCTaBJICHUS.

5.3.6. BHYTpeHHsIsI ONTUCH COCTABISAETCS K JIeJIaM TIOCTOSTHHOTO U AOJITOBPEMEHHOTO (cBbitie 10
JIeT) CpoKa XpaHeHusi, CHOPMHUPOBAHHBIM IO PA3HOBHIHOCTSAM JIOKYMEHTOB, 3aT0JIOBKH KOTOPBIX HE
PacKpbIBaIOT KOHKPETHOE COMIepKaHue JOKYMEHTOB (0c000 IIEHHbIE, INYHBIC Aea U JIp.).
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5.3.7. lena BpeMEHHOTO XpaHEHHsI 0(OPMIISIOTCS YIPOLIECHHO:

OHHU HC ITOAIIMBAIOTCS, JIUCTBI B HUX HE HYMCPYIOTCA, YTOUHCHHEC Ha 0010KKaxX HE IMPONU3BOAUTCA,
OIIKMCH Ha JCJIa HC COCTABJIAOTCA, YUCT BCACTCSA 110 HOMCHKIIATYPC CJI.

5.4. Onucanue TOKYMEHTOB ITOCTOSTHHOT'O CPOKa XpaHEHHS.

5.4.1. Ilo okOHYaHMU ETONPOU3BOACTBEHHOTO rojia B JJOY nmpousBoautcst oTO0p JOKYMEHTOB
MTOCTOSIHHOTO CPOKa XpaHEeHUsI ISl BKIIOUYEHHUS UX B OMUCh. ONUCh COCTOUT U3 F'OJIOBBIX pa3/esioB,
BHYTpPH '0Jia JIeJIa pacloaraloTcs 1o CTENEeHN 3HaYUMOCTH C YYeTOM HOMHHAJIBHOTO IPUHIIMIIA (B
COOTBETCTBUH C HOMEHKJIATYpPO 00pa30BaTEILHOTO YUPEIKICHHUS ).

5.4.2. OnucH coCcTaBIIAIOTCS pa3iesIbHO Ha JIeja MOCTOSHHOTO XPAHEHUs 110 OCHOBHOM
JEATEIFHOCTH U Ha JIeJIa 110 IMYHOMY COCTaBYy.

5.4.3. OnucH COCTaBIIAIOTCS CEKPETAPEM.

5.4.4. Onuck BefeTCs B €AMHON BAJIOBOM HyMEpalli B TEUEHHE HECKOJIBKUX JIET U 3aKaHUYMBAECTCS
10 COTJIACOBAaHUIO C MyHHMIIMIIAJILHBIM apXHUBOM, KyJ1a IOCTYyNat0T TO0KyMeHThI JJOVY.

5.4.5. Ha AcJia ¢ HCTCKIIUM CPOKOM XpPAaHCHUA COCTABIIACTCA aKT 00 YHHUYTOXCHHUH.



		2021-12-07T07:30:43+0800
	Лермонтова Елена Александровна




