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00 apXuBe MyHHIUIAILHOIO GI0/KETHOI'0 I0HIKOJILHOI0 00pa3oBaTe/IbHOIO
yupexaenust «/lercknii can Ne 7 «30/10TOH KITIOUHK
rOpPO/ICKOro OKPYra r. Y prolnuHcK

I. O6umue noJioKenus
|. llonoxkenne 00 apxuBe MYHWLMIAIBHOrO OIOJUKETHOIO  JOUIKOJIBLHOIO
obpasoparesibHoro  yupexaenust «Jlerckuit  cajg Ne o 7 «30510TOH  KJIIOUHK)
FOPOJCKOro OKpyra TI. YpIONMHCK (Jajiee - TMOJOKeHKWE) pazpaboraHo B
COOTBETCTBUM ¢ mojnyHkToM 8 nyHkra 6 Ilosoxenus o dejiepanibHOM apX¥BHOM
areHTcTBe, yrBepiKaeHHoro Ykazom [Ipesunenta Poccuiickoit ®denepainn ot 22
uronst 2016 r. N 293 "Bomnpocs desepanbHoro apxusHoro arenrcrsa’ (Cobdpanune
sakonojareibeta Poccuiickoit ®eepanuu, 2016, N 26, ct. 4034).
2. B MyHununajibHOM OHOJUKETHOM JIOIIKOJILHOM 00pa3oBaTe/IbHOM YUPEXKICHUH
netckuit caj No 7 «30J10TOH KITIOYKMK» MOPOJICKOrO OKpyTra . YPIONUHCK (aajee —
YVupexkjieHue) co3/iaH apXuB JUls XPaHEHHUsl 3aKOHUYCHHBIX JICIONPOH3BO/ICTBOM
JIOKYMEHTOB.
3. YupexjeHue BblAeNseT [0J apXuB TOMEIIeHHe, OTBevaroliee TpeOOBAHUIM
obecrneyeHust COXpPaHHOCTH JIOKYMEHTOB.
4. 3aBeJOBaHME AapXMBOM [OPYYaeTcss OTBETCTBEHHOMY 33 apXuB JIMILY,
Ha3HAYaeMOMY MPUKA30M PYKOBOJIMTENIS OpraHu3alliu.
5. KOHTpOJIb 3a JeATelbHOCTBIO apXKBa OCYIIECTB/IAET PYKOBOACTBO OpraHu3alni,
B COCTaB KOTOPOI'O BXO/IUT apXHB.
6. ApPXMB OpraHM3allMii B CBOCH JIESTEILHOCTH PYKOBOACTBYETCs (DejiepalibHbIM
3akonoM ot 22.10.2004 N 125-03 "O6 apxusHoMm Jaeie B Poccuiickoii denepaunu’”
(Cobpanne 3akoHozatenncrsa Poccuiickoit @enepauuu, 2004, N 43, cr. 4169;
2006, N 50, ct. 5280; 2007, N 49, ct. 6079; 2008, N 20, ct. 2253; 2010, N 19, cr.



2291, N 31, ct. 4196; 2013, N 7, ct. 611; 2014, N 40, ct. 5320; 2015, N 48, cT.
6723; 280610, c1. 1317, N 22, cr. 30973720057, N 25, ct. 3596; 2018, N 1, crt.
19), 3akoHaMM, HOPMATHUBHBIMHM [paBOBbIMM akTamu Poccuiickoit dejepainu,
cyobekra Pocculickoii @denepannn B chepe apXMBHOIO Jiella U CJIONPOU3BOJICTBA,
MpaBuUjiaMu OpraHM3allMM XPaHEHUs, KOMIUIEKTOBAHHS, ydeTa M MCIOJIb30BaHMUS
JlokymMeHTOB ApxuBHoro ¢ounna Pocculickoli ®Pexepauuu U APYyrux apXMBHBIX
JIOKYMEHTOB B I'OCYJIapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIIpaBJIEHUS U
OpraHu3alusx, JIOKAJIbHLIMA HOPMATUBHBIMU aKTaMU I'OCYAapCTBEHHOIO OpraHa.

I1. CocraB 10KyMeHTOB ApXuBa Y4pea/aeHus
2. ApxuB OpraHu3ally XpaHUT:

a) JIOKYMEHTBI MMOCTOSSHHOIO U BpeMeHHbIX (CBbIlIe 10 j1eT) CpOKOB XpaHCHMUS,
B TOM YMCJIE JIOKYMEHThI 110 JMYHOMY COCTaBy, 00pa3oBaBIIMECs B JICATE/IbHOCTH
OpraHu3aluu;

0) apXuBHBIE (OH/IBI JIMUHOTO [TPOUCXOKIACHUS (ITPU UX HATTUUHH );

B) CIIPABOYHO-TIOMCKOBBIE CPEJICTBA K JOKYMEHTAM M YYETHbIC JOKYMEHTBI
ApxuBa OpraHu3allyu.

II1. 3apaun ApxuBa Yupexaenust
3. K 3ajiayam ApxuBa opraumsailii OTHOCSTCS:

3.1. Opranuzauus XpaHeHHs JAOKYMEHTOB, COCTaB KOTOPbIX [PE/lyCMOTPEH
HACTOSILUM [10JIOKEHHUEM.

3.2. KomruiekroBanue ApXxuBa yupex/ICHHs JIOKyMEeHTaMU, 00pa30BaBILAMHUCS
B JIeATEJILHOCTH OpraHu3alluH.

3.3. YueT 1I0KyMEHTOB, HaXO/AAILMXCSl Ha XpaHEHUN B APXUBE yUpEKICHUSI.

3.4. Hcnoap30BaHUE JAOKYMEHTOB, HAXOJSILIMXCSI HAa XPaHEHUM B ApxuBe
YUPEKICHHUS.

3.5. TloaroroBka 1 cBOEBpeMeHHas Iepejlada JJOKYMEHTOB ApxUBHOro (oHaa
Ha MOCTOSIHHOE XPAHCHUE B MYHULIMITAJIbHBINA apXUB.

3.6. Merojuyeckoe pyKOBOJCTBO W KOHTPOJIb 3a (OPMUPOBAHUEM U
oopmiieHHeM el B YUPEKJACHUH W CBOCBPEMEHHOW mnepejiavyeil ux B ApXUB
Yupexenus.

IV. ®yuknun ApxuBa OpraHu3anmnu

4. ApXUB yupexJIeHUs: OCYLIECTRISIET CleAyole QyHKIMU:

4.1. OpranuzyeT npueM JJIOKyMEHTOB MOCTOSIHHOTO M BpeMeHHbIX (cBbiuie 10
JIET) CPOKOB XpaHEHWs, B TOM YHMCJIE 110 JIMYHOMY COCTaBy, 0Opa30BaBIIMXCS B
JeSITeJILHOCTH OpraHu3alliu, B COOTBETCTBUU C YTBEPKICHHBIM rpadukom.



4.2. Beset yyeT JIOKYMEHTOB U (JOHJIOB, HAXO/ISLIMXCSl HA XpaHEHUU B ApXUBE
OpraHu3alyuu.

4.3. IlpeacraBiaseT B MyHULMIIANBHBINA apXUB yUETHBIE CBeJleHUs] 00 o0beme u
COCTAaBE XpaHSIIMXCS B apXWMBE OpraHu3ally JIOKYMEHTOB B COOTBETCTBUHM C
MOPSIIKOM I'OCYJIAPCTBEHHOIO y4eTa JIOKyMeHTOB ApxuMBHOro (ownjia Poccniickoit
Qenepanyu.

4.4. CucreMaTU3upyeT U pazMeliaeT JJIOKYMEHThI, IOCTYIAIOUIME HAa XpaHEHHUE
B ApXMUB Opranuzaliiu, oOpazoBaBIIMECs B XOJ€ OCYIIECTBICHUS JEATEIBHOCTH
OpraHHU3alu.

4.5. OcyuiecTBIIsIET MOATOTOBKY M ITPE/CTABIISICT:

a) Ha pacCMOTpPEHHUE U COIJIaCOBAHUEC 3KCI‘IepT}~IOI~/TI KOMHUCCHUHW Opranusaliiu
“OIMMCH JICJT TIOCTOSAHHOI'O XpaHCHHW A, BPCMEHHbIX (CBblLUC 10 J]CT) CPOKOB XpaHCHNS,
B TOM YHCJIC I1O JIMHHOMY COCTaBy, a TaKX€ aKTbhl O BBIACJIIEHHUHU K YHHUUTOXCHHUIO
APXWBHBIX JTOKYMEHTOB, HE ITOUIC)KALLIUX XPAaHEHUIO, aKThI 00 yTpare JOKYMEHTOB,
AKTbl O HECUCITPABUMBIX IMMOBPEIKACHUAX apXUBHBIX JIOKYMCHTOB,

0) Ha YTBEp)K/JEHHE DKCIEPTHO-NPOBEPOUHON KOMHUCCUH YIOJIHOMOYEHHOIO
opraHa HKCIOJIHUTE/IbLHOU Biacth cyObekta Poccuiickoit @Denepauuu B cdepe
apxuBHOTO Jieja (nanee - DIIK apXUBHOIro yupe/JIeHHs) ONUCH JIEJI [TOCTOSIHHOIO
XpaHEeHUs;

B) Ha corjlacoBanue DIIK MyHuumnanbHOro apxusa, B ciydae HaJelICHUs €ro
COOTBETCTBYIOILIMMH ITOJTHOMOYHMSIMH, OIUCH JICJI 110 JIMYHOMY COCTaBY;

r) Ha corjlacoBanue DIIK MyHUIMNANBHOrO apxuBa, B cilydyae Ha/eJICHUs ero
COOTBETCTBYIOILIMMU TOJIHOMOYMSIMU, aKThl 00 yTpaTe JIOKYMEHTOB, aKThl O
HEUCIIPaBUMBbIX ITOBPEXKIACHUIX apXUBHbBIX JOKYMEHTOB;

J1) Ha YTBEpXKJIEHWE PYKOBOJMTEIIO OpraHU3allik OINHUCH JIeJ] [1O0CTOSIHHOIO
XpaHeHUsl, ONMUCHU BpeMeHHbIX (cBbilie 10 JIeT) CPOKOB XpaHEHHUs, B TOM HHUCIIE
OIMCH JIeJ TI0 JIMYHOMY COCTaBY, aKThl O BBIJICJICHUHM K YHUUTOXKCHUIO apXMBHBIX
JIOKYMEHTOB, HE TOJUICkKAIIUX XPAHEHHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O
HEUCIIPABUMBIX  [MOBPEXKACHUSIX  apXMBHBIX  JOKYMEHTOB,  YTBEPJ)K/CHHBIC
(corytacoBannbie) DIIK uiau MyHULMIIAIBHBIM apXMBOM B Cllydyae HaJCJICHUS €ro
COOTBETCTBYIOIIMMHU ITOJTHOMOYHSIMH.

4.6, Opranusyer repejady JIOKYMEHTOB ApPXUBHOrO (pOHJa Ha IOCTOSIHHOE
XpaHCeHHUEe B MyHULUIAJIbHBIA apXHUB.

4.7. OpranusyeT 1 MPOBOJAUT DKCHEPTU3Y LEHHOCTU JIOKYMEHTOB BPEMEHHbIX
(cBbiie 10 Jiet) cpoKOB XpaHEHMs, HaXOJSIIMXCS Ha XpaHCHUM B Apxuse
opraHuzaluu B LEJsIX 0TOopa JIOKYMEHTOB JUISl BKIIIOUCHHS B COCTaB APXMBHOIO
donjia, a TakkKe BBIABIEHUS JIOKYMEHTOB, HE MOMIEXKAUMX JaJbHEHILIEeMy
XPpaHEHHUIO.

4.8. TlpoBoauT MepomnpusiThs Mo 00eCHevYeHUI0 COXPAHHOCTH JIOKYMEHTOB,
HaXO/ILIMXCSl HA XpPaHEHWHU B APXUBE OpraHU3aly.



4.9. Oprauusyer MH(GOPMHUPOBAHKUE PYKOBOJACTBA U PaOOTHUKOB OpraHU3aLUu
0 COCTaBe U COJIEPIKaHNUU JOKYMEHTOB ApXHUBa OpraHU3aluu.

4.10. HMudopmupyer rmnosbzoBateseil Mo BOIpOcaM MECTOHAXOXK/CHUs
APXUBHBIX JIOKYMEHTOB.

4.11. OpranusyeT BblIauy JOKYMEHTOB W Jied Julsl paboThl B IIPOCMOTPOBOM
3ajle WK BO BPEMEHHOE I10JIb30BaHHUE.

4.12. Hcnoauser 3anpochl 110Jb30BaTeNIed, BbIAET apXWUBHbLIE KOIHH
JIOKYMEHTOB, apXMBHbIC BLINMUCKH U apXUBHbIC CIIPABKH.

4.13. Bezner yueT UCI0JIb30BaHUS JIOKYMEHTOB ApXUBaA OpraHu3alluiu.

4.14. Co3naer ¢on)1 1nosb3oBaHuss ApxuBa OpraHuU3alldd U OpPraHu3yeT ero
MCI0JIb30BaHHUE.

4.15. Ocy1uecTBisieT Be/IeHUE CIPAaBOYHO-MIOMCKOBBIX CPEICTB K JOKYMEHTaM
ApXuBa OpraHu3alHu.

4.16. YwactByer B pa3paboTke JIOKYMEHTOB OpraHud3aldu [10 BOIpOCcaM
ApXMBHOTIO JieJ1a U JIeJI0NPOU3BO/ICTBA.

4.17. Oka3biBaeT METOIMYECKYIO [IOMOIIIb:

a) ciyx0e aeslonpou3BOJICTBA OpraHMu3aldud B COCTABJICHUM HOMECHKJIATYPHI
nei, GopMUpoBaHUK U 0HOPMIICHUH JIeT;

0) paboTHMKaMm opraHu3allvy B MOJrOTOBKE JOKYMEHTOB K Iepe/aie B ApXUB
OpraHu3aLuu.

V. IIpaBa ApxuBa opraHu3aunuu

5. ApXUB opraHu3alMy UMeeT npasno:

a) [IPECACTaBJISATDL PYKOBOJICTBY OopraHusaliuu NPCUIOKECHUSA [10
COBCPIICHCTBOBAHUIO  OpraHu3allii  XpaHCHHSA, KOMIUJICKTOBaHHWs, YydeTa HU
UCII0JIb30BaHHWs apXHUBHbBIX JJOKYMCHTOB B ApXI/IBC OpraHusaliuu,

0) 3anpammBarh CBEJICHUS, HeOOX0UMbIe I paboThl ApXHUBa YUpeik/ICHHUS;

B) JlaBaTb PEKOMEHJIallMKM I10 BOIIPOCAM, OTHOCSILUMMCS K KOMIIETEHIIMH
ApxvBa OpraHu3alnu;

r) UH(GOPMHUPOBATH O HEOOXOJMMOCTH [epefadd JOKYMEHTOB B ApPXHUB
opraHu3alyy B COOTBETCTBUHU C YTBEPIKJICHHBIM rpadukom;

}I) [IpUHUMATL YYaCTHUEC B 3aCC/laHusX DIIK APXUBHOT'O YUPECIKICHWS.
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