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Ilono:xenne 00 apxuse
MyHHUHOAILHOT0 I0MKOJLHOTO 06Pa30BaTEILHOI0 GI0KETHOTO YUpesKIeH ST
HogoOypeiickuii nerckuii can «Mckopka»

1. O6mue noJioxenus

1.1. Tlonoxenne 06 apxmBe MYyHHUHNATBHOTO JOMKOILHOTO OGPA30BATENHHOTO GHOJKETHOTO
yapexnenus HopoOypeiickoro aerckoro cama «Mckopka» (mamee - Vupexaenwe), paspaGoTaHo B
coorseTcTBHM ¢ DenepansHbM 3akoHOM «O6 apxuBHOM jeie B Poccriickoit ®enepanuuy» ot 22.10.2004
Ne 125-@3, 3akoHamH, HOpPMATHBHBIMH IIPaBOBBIMH akTamu Poccmiickoit Penepauum, cyOBEKTOB
Poccuiickoit Penepanuu B cdepe apXHBHOTO Jela H AETONPOH3BOACTBA, MPABHIAMH OpraHU3AIHH
XpaHCHHS, KOMIUICKTOBaHHsA, y4eTa M HCIONB30BaHUA JOKYMEHTOB ApXHBHOTO (oHaa Poccuiickoit
Qefiepaluy M JPYTHX AapXHBHBIX JOKYMEHTOB B TOCYJApPCTBEHHBIX OpraHax, OpraHax MECTHOIO
CaMOYIIPABJICHHS. ¥ OpraHM3alHAX. MeTonnYecKuMH PEKOMEHZAIMAMHE 110 paboTe ¢ JOKYMEHTAMH B
00111e06pa30BaTENLHEIX YUPEKICHHAX.

1.2. Hacrosamee [Tonoxenne paspaboTaHo B mesx:

® COBEpIICHCTBOBAHHA IEATEIBHOCTH B c(epe OpPraHM3alUd XPaHEHHs, KOMIIIEKTOBAHHS,

y4€Ta ¥ UCIIOIb30BAHMS aPXHBHEIX JOKYMEHTOB YUPEXKICHHS;

® PauKOHATBHOH OpPraHW3AlMH JOKYMEHTAMOHHOTO 00ECIEYEH S B YUPEKICHHH.

1.3.  ApxuB ydYpexyeHHS CO3MA€TCSs B MENAX XPAHEHHS, KOMILIEKTOBAHHS, yyera ®
HCIIONb30BAHMUS JOKYMEHTOB ApXuBHOrO (omjga Poccuiickoit ®enepauns, JOKyMEHTOB BpEMEHHBIX
(cepmme 10 yeT) CPOKOB XpaHEHHS, B TOM YHCIE II0 JIMYHOMY COCTaBy, 0OpasyromuXcs B IpOIECCe
ACATCIPHOCTH  YUIPCKACHHA M 3aKOHYEHHBIX [IEJIONPOM3BONCTBOM JOKYMEHTOB IIPaKTHIECKOIO
HasHa49eHHs, UX 0TOOpA M MOIrOTOBKH K Ilepe/iade Ha IIOCTOSHHOE XPaHEHHE B MYHAIANATLHbLH apXHB,

HCTOYHHKOM KOMIIJIEKTOBaHHS KOTOPOrO BEICTYIIAET JCTCKH cajl.



1.4.B cBoeii paGore dPXHB YUPEKICHHS PYKOBOICTBYETCS 3aKOHOLATENHCTBOM 06 apXHBHOM
nene B Poccniickoit Penepamuy, HEBIME HOPMaTHBHBIMH NPABOBBIMH aKTaMH PoccHiickoii Qenepanuy,
JIOKQJIPHBIMH aKTaMH YYIPEKACHUS U HACTOSAIIAM [10I0KeHIeEM.

1.5. KoBTpons 3a [esTensHOCTHIO apxuBa yUpekKIEHHA OCYIIECTBILSIET 3aBEAYIONIHH, a B ed

OTCYTCTBHH JCJIONIPOU3BOIUTENR, KOTOpEIC obecrmeunBaroT apxXHuB HGOGXOI[HMLIM IIOMEICHUEM H

000pyI0BaHHEM.

1.6.  Hemocpencrsemnoe pyxoBomcTRO ApXHBOM  YYPEKJIEHHS BO3JAraeTcs MPHKA30M
3aBENYIOIIETO Ha JIMIIO, OTBETCTBEHHOE 34 BEJ[CHHE apXUEBA.

2. CocTas T0OKyMeHTOB apXaBa

2.1. ApXHBHBIE JOKYMEHTEI, HOCTYylAromue Ha XpaHEHWe B apXWB YUPEKICHHS, OTHOCITCH K
MYHHIHIIATBHOH COOCTBEHHOCTH, HE MOIUIEKAT TIPUBAaTH3AIMK, HE MOIYT OBITh OGBEKTOM MpONAXH,
MCHBI, IapeHI, 2 TAKKE HHBIX CHIENOK, MOTYIIMX IPHBECTH K HX OTYYXKICHHIO.

2.2.B apXuB y4pexaeHus IIOCTYTIAKOT:

2.2.1. ApxXuBHBIE IOKyMEHTEL obpasoBaBIHeCs B TPOLECCE MEATENHHOCTH YYpExXOeHHS,
BPEMEHHOIO XpaHeHHs (HEOOXOMUMBIE B IPAKTHIECKOH TEeATEIBHOCTH);

2.2.2. ApXMBHEIE TOKYMEHTEI, 0Gpa30BABIIHECs B IpOUECCE NEATENBHOCTH YIPEKICHHS;

2.2.3. JIoKyMeHTHI 1m0 JIHYHOMY COCTaBy, OTpPaXalOIHe TPYHOBHIE OTHONIECHHS paboTHHKA ¢
paboTonarenem;

2.2.4. ApX¥BHbIE TOKYMEHTHI TIOCTOSHHOTO XpaHEHHA.

3. 3anaqm u Gynxumm apxusa.
3.1.  OcHoBHEIE 3amaun apXHBa YUpEeIKICHUS:
3.1.1. KommekTopanue AOKYMEHTaMH,  COCTaB  KOTOPBIX  IPEAYCMOTPEH paszenom
2 Hacrosmero ITonoxenus;

3.1.2. O6ecneuenune emquupx TIPHHITUIIOB OpraHM3alliy XPaHEHHs, KOMILTEKTOBAHHS, ydera u
HCIONL30BAHIE aPXUBHEIX JTOKYMEHTOB, HX COXPAHHOCTH

3.1.3. Ocymecrsienne KOHTpoIsI 32  QopMupoBaHHeM w opopmneHHEM fmen B
ACTIONPOH3BOJICTBE YUPEKICHHUS.

3.2. B COOTBETCTBHH C BO3JNOKEHHEIMH Ha HETO 3aNia4aMu apXHB YYPEXJEHHS OCYIIECTBILIET
clemyromye G yuKIun;

3.2.1. IlpunmMaeTr mocie 3aBCPIICHUS NIENONPOU3BOICTBOM, YIHTHIBAET H XPaHHT JIOKYMEHTEI
YIpexXneHus, 06paboTaHHbIe B COOTBETCTBHE C TPEOOBAHUSMH, YCTAHOBICHHBIMH 3aKOHO(ATeECTEOM
00 apxuBHOM fiene B PoccHiickoii Denepanumu;

3.2.2.  Ocymectsuser YY€T H 00eCHeunBaeT MONHYIO COXPaHHOCTE MPHHSTBIX APXHBHBIX
AOKYMEHTOB, B TOM YHCIIE II0 JITIHOMY COCTABY;

3.2.3. TIIpoBommt CBOEBPEMCHHOE  YIIOPSAMOYEHHE apXHBHBIX ADOKYMEHTOB  (9KCIIEPTH3Y
LICHHOCTH, HaYYHO-TeXHUYECKYI0 06paboTKy, CoCTaBIeHHe OITUCEH M T.1I.);

3.2.4. Opranusyer Hcnons30BaHKe MOKYMEHTORB:



* uHQOpMupyer dIMHHUCTPALMIO H pPaboTHUKOR YIPeXIEHAS 0 cocraBe u COZePXKaHUH

JOKYMEHTOR apxHBa;

CILy’XeOHOTO H IpakTHYecKoro HCTIOB30BAHMS 11 paGoTEI B LIOMEIEHNH apxuBa;
® BEIET yYeT HCIOIb30BaHkS MOKYMEHTOB, XpaHAITHXCS B apxuge,
4. Ilpapan OTBETCTBEHHOCTE

4.1. JIns Bemonmenus BOSJIOKCHHEIX 3ama9 ® hymKmumii IO, OTBETCTBEHHOE 3a BejeHHe
ApXHBa YYPEKTEHHS, UMEeT IIpago:

4.1.1. KonTtpompozars BBIIIONHEHHE  YCTAHOBIIEHHEIX HIpaBusl paboTel ¢ MOKYMEHTaMH B
YUpeXIeHHH,

4.2. Jumnpo, OTBETCTBEHHOE 34 BenmeHHe 4pXHBa YUPEKNCHHS, Hecer OTBETCTBEHHOCTh 133

BBIIIOJTHEHHE BO3JIOXKEHHBIX Ha ApXUB 33134 U Q)YHKL‘[HI:'I

3. Komnaexropanme apxmBa
5.1. Tlomroroska AOKYMEHTOE K Ilepeaye B 4PXHB YUPEXIECHHS BKIIOYaeT 9KCIEPTH3Y HAYYHO
H NIPaKTHYECKOH eHHOCTH AOKYMEHTOB, ohopmiteHHe ACI, COCTABICHHE OMUCH.
5.2. Dkcmeprusa LCHHOCTH JOKYMEHTOB.
5.2.1. OKCIEePTH3a HeHHOCTH AOKYMEHTOB - oOmpeneneHue HCHHOCTH IOKYMEHTOB ¢ memsio

0TOOpa UX Ha XpaHeHHe 1 YCTAHOBIEHHE CPOKOB XpaHeHHs.

9KCHEPTHAS KOMHCCHS.

5.2.2. OxcneprHas KOMHCCHA  Ha3HagaeTcy IIPHKa30M  3aBejyromero YIpexaeHus.
B cocras OKenepTHOM KoMHCCHH BITIIOYAI0T He MeHee Tpex COTPYIHUKOB, B TOM 4ncie B 00s3aTeTEHOM
HOpAZKe HIo, OTBETCTBeHHOE 37 BEJICHWE apXHBa yupesxienus.

OKCIePTHAS KoMucCHs Ha 3acefaHuixX paccMarphBaer: HOMEHKIATypy nmen YUPEXICHHUS, onuCcH
ACIL TIOCTOSHHOTO XpaHeHHs u 1o JUTHOMY COCTaBY, akThI Ha NOKYMEHTEL, BBIZENsIeMble K
YHHYITOKEHHIO,

5.3. Odopmmenue JeIL.

53.1. Jlena HOCTOSAHHOIO XpareHms TIONMIHBAIOTCS B TBepayro 000Ky CypoBbIME HHTSAMH.

.HHCTBI HYMEPYIOTCH B IIpaBOM BEPXHEM yriry IIPOCTEIM KapaHnarmom, KOJIH‘I@CTBO JHCTOR B KaxKaom



532, nene HE NOIDKHO mpeBmmmaTy 250. B KOHIE nema ma OTHENBHOM mHCTe COCTaBIsIeTCH

3aBEPUTENBHAST HaamHCE,

HPOH3BOMATE YeTKo, CBETOCTOHKUMHE YepHmIamy,
5.3.5. Ina YHUCTa KOIMYECTBA JIHCTOR B Aene u pukcanmy 0coOeHHOCTElH mx HyMepanum mHa

OTIEIBHOM JIHCTe CocTaBlIIeTCH 3aBEpHTEILHAY HaaImmce.

OHH HEe NONIMBAIOTCS, mucre g HHX HEe HyMepyioTcs, yToumemme Ha 00nokKax me
TIPOU3BOMHUTCS, ONKCH Ha nena He COCTABILIIOTCS, y4eT Bexercs mo HOMEHKIaType e,

3.4. Onucanue noxymenTop TIOCTOAHHOrO cpoka Xpawemys,

5.4.1. Onucu COCTABILFOTCS  pasjensHo ga A€Na TOCTOSHHOrO XpaHemms mo OCHOBHO}
ACATENBHOCTH U Ha fefa mo TAIHOMY cocTaBy.

5.4.3. Onucy COCTaBIIAIOTCS 3aBENYIOLIHM.
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