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1. O6uue nosoxKeHUs
1.1. TlomoxeHnue 00 apxWBe€ MYHUIUNAIBHOTO Ka3EHHOTO JOIIKOJIBHOTO
oOpazoBaTenbHOro yupexjaenust nerckuii can «Komocok» c. ITaceroBo Kuposo-
Yenenkoro paitona Kuposckoit obnmactu (manee — Ilonmoxkenue), pazpaboTraHo B
cooTBeTcTBUM ¢ DenepanbHbiM 3akoHOM «O0 apxuBHOM nene B Poccuiickoii
Oepepanuny - O3, MeToquYeCKUMU pEKOMEHIAIUIMU 110 padoTe ¢ TOKYMEHTaMu
B 00111€00pa30BaTENbHBIX YUPEKICHUSIX.
1.2. Hacrosmee [TonoxxeHnue pazpaboTaHo B IENSIX:
- COBEpIIECHCTBOBaHUS JIEATETLHOCTH B cepe OpraHuzaiud XpaHeHHUs,
KOMIUIEKTOBAaHMS, y4€Ta M  HCHOJIb30BAHUS  APXUBHBIX  JOKYMEHTOB
MyHUIIMTIATHPHOTO  Ka3€HHOTO JIOMIKOJIBHOTO 00pa30BATEIBHOTO  YUPEIKIACHUS
nerckuid can «Komocok» c. IlaceroBo Kuposo-Ueneukoro paiiona KupoBckoii
obmactu (manee — J10Y).
- palMoOHAILHON OpraHU3alliy JOKyMEHTalmoHHoro obecreyenus B JIOY.
1.3. ApxuB [JOVY co3gmaercss B LENSX XpPaHEHUsA, KOMIUICEKTOBAHUSA, ydeTa H
UCIIOJIb30BaHUS JOKYMEHTOB, 00pa3yromuxcs B mporecce AestenpHoctu JJOY u
3aKOHYEHHBIX JI€JIONPOU3BOJCTBOM JOKYMEHTOB MPAKTHYECKOTO HAa3HAYCHMS, UX
oTOOpa ¥ MOATOTOBKH K Mepeaye Ha XpaHEHUE B MYHUIIMTIATbHBIN apXUB.
1.4. B cBoeit pabore apxuB [OY pyKoOBOACTBYeTCS 3aKOHOJATEIHCTBOM 00
apxuBHOM zene B Poccuiickoii denepannu, UHBIMU HOPMAaTUBHBIMU IIPABOBBIMU
aktamu Poccuiickoii ~ Denepanuy, HOPMATUBHBIMU ~ IIPABOBBIMHU aKTaMH  I10
apXMBHOMY  JI€Jly OPTaHOB  MECTHOI'O  CAMOYIPABICHUS  MYHULMNAIbHOTO
oOpazoBanus Kuposo-Uenenkuii paiioH, 1okanbHbIMU akTamu JJOY u HacTosimmm
[Tonmoxenuem.
1.5. KonTpons 3a nesarenbHOCTBIO apxuBa JJOY ocyliecTBiIseT ero pykoOBOJINUTEb,
KOTOpPBII 00eCTIeYMBaET apXUB HEOOXOJUMBIM TIOMEIIIEHUEM U 000PYI0BaHUEM.
1.6. JIumo, OTBETCTBEHHOE 3a BEACHHUE AapXvBa HA3HAYAETCA MPHUKA3ZOM
3aBenyroniero JJOVY.

2. CocTaB 10KYMEHTOB apXuBa
2.1. ApxuBHbBIE JOKYMEHTHI, IOCTyMarolre Ha xpanenue B apxus JJOY, oTHocATCS
K MYHUIIMTIATBHOW COOCTBEHHOCTH, HE MOMAJIEkKAT MPUBATU3AIMH, HE MOTYT OBITh
00BEKTOM MPOJIa’Ku, MEHBI, 1apEHUs, & TAK)KE UHBIX CHIEJI0K, MOTYIIIMX MIPUBECTU K
UX OTUYXIECHUIO.
2.2. B apxuB JIOY nocrynaror:
2.2.1. ApxuBHBIE JOKYMEHTHI, 0Opa3oBaBIrecs B npormecce aestenbHoctd 10V,
BPEMEHHOTr 0 XpaHeHus1 (HeoOX0IUMbIe B MPAKTUYECKON e TEINbHOCTH).
2.2.2. ApxuBHblEe JOKYMEHTHI, 0Opa3oBaBIIKecs B npouecce aesrenbHoctyd 10V,
MOCTOSIHHOTO XpAaHEHUs, MNEepeAaBaeMble MO HCTEYEHUH S5 JIET Ha IOCTOSHHOE
XpaHEHHE B MYHULIUIIAJIbHBIN apXUB.
2.2.3. JIOKyMEHTHI IO JUYHOMY COCTaBy, OTPAXKAIOUIME TPYAOBBIE OTHOILICHUS
paboTHHUKA ¢ paboOTOMATEIIEM.
2.2.4. ApxuBHbBIE JTOKYMEHTHI NOCTOSHHOI'O XPAaHEHUs W IO JINYHOMY COCTaBY
YUPEKICHUM, MPaBONPEEMHUKOM KOTOpbIX siBisiercs JJOY.
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2.2.5. CnipaBoYHBIN anmnapar K JOKyMEHTaM apXHuBa.

3. 3amaum u GyHKIUM apXUBa
3.1. OcHoBHBIMHM 3a1auamu apxuBa JIOY:
3.1.1. KomruiekToBaHUE TOKYMEHTaMHU, COCTaB KOTOPBIX MPEYCMOTPEH Pa3AEIOM
2 nacrosuero [lomoxenust.

3.1.2.  OOecreueHne  €IWHBIX  TPUHIIMIIOB  OpraHU3aIMK  XPAaHCHWS,
KOMIUICKTOBAaHHUS, YydYe€Ta W WCIOJIb30BaHUS apXWBHBIX JIOKYMEHTOB, WX
COXpPaHHOCTH.

3.1.3. IlogroroBka M CBOEBpPEMEHHasl Iepeladya JIOKYMEHTOB HAa XpAaHEHUE B
MYHULIUMAJIBHBIA ~ apXUB  C  COOJIOJICHMEM  CPOKOB W TpeOOBaHUI,
YCTaHABJIMBAEMBIX 3aKOHOJATEILCTBOM 00 apxuBHOM jene B Poccuiickoi
Oenepannu.

3.1.4. OcymiecTBiaeHre KOHTPOJsA 3a (GopMupoBaHHEM H O(POpMIICHUEM el B
nenonpousBojacTtee JJOVY.

3.2. B cooTBETCTBMM C BO3JOXKEHHBIMM Ha Hero 3amadamu apxuB JOY
OCYIIECTBIISIET CICAYIONTNE QYyHKITUHN:

3.2.1. IIlpyHuMaeT nocie 3aBeplieHust AeIONpPOU3BOACTBOM, YUUTHIBAET U XPAHUT
nokyMeHTbl JIOY, ero CTpyKTypHBIX TMOJpa3liefieHuil, oO0paboTaHHbIE B
COOTBETCTBHUM C TpeOOBAaHUSIMH, YCTAaHOBJICHHBIMU 3aKOHOJATEIHCTBOM 00
apxuBHOM Jzene B Poccurickon @enepanuu.

3.2.2. OcymecTBiuseT y4eT U O0eCleYyuBaeT MOJHYIO COXPAHHOCTh MPUHSATHIX
ApXMBHBIX IOKYMEHTOB, B TOM YHUCJIE MO JUYHOMY COCTAaBY.

3.2.3. Co3nmaer, TMONOJHAET W COBEPIICHCTBYET CIPAaBOYHBIM anmapar K
XPaHAIIAMCS B apXUBE JeJIaM U JOKyMEHTaM, 00eCIeqMBaET €ro MPeeMCTBEHHOCTh
CO CIPABOYHBIM aNNIapaTOM MYHHULHIIAIIBHOIO apXHUBa, HOMEHKIIaTypoitl aen JJOY.
3.2.4. TIlpoBomMT CBOEBPEMEHHOE YHOPSAJOYEHHWE AaAPXUBHBIX JOKYMEHTOB
(9KCIEpTHU3Y LEHHOCTH, HAYYHO-TEXHUUECKYI0 00padOTKy, COCTaBIECHUE ONMUCEN U
T. J.) 4 lIepeJjady UX Ha MOCTOSIHHOE XpaHEHWE B MYHUITUTIATIbHBIA apXUB.

3.2.5. IlpencraBnsier opraHaM MECTHOTO CaMOYHOPABJIEHUS, MYHULUNAIbBHOMY
apXUBY HEOOXOJMMBIC apXUBHYIO0 MH()OPMAILIMIO U KOMMU apXUBHBIX JTOKYMEHTOB,
a Takke MHPOPMAIIUIO O COCTaBe, COAEP)KAaHUM M 00BEME XPAHSIIUXCS B apXHUBE
JOKYMEHTOB.

3.2.6. Opranu3yeT UCIoJIb30BAHUE JOKYMEHTOB:

- uHbOpMHUpYET anMUHHUCTpaIuio U pabotHukoB IOV o cocraBe U comepskaHuu
JIOKYMEHTOB apXUBa;

- OecrulaTHO TMPENOCTAaBIsAE€T IMOJIb30BATENAM APXUBHBIMH  JOKYMEHTaMH
oopMJIEHHBIE B YCTAaHOBJICHHOM IOPSIIKE ApPXUBHBIE CHPABKU WM KOMHUH
ApXMBHBIX  JOKYMEHTOB,  CBSI3aHHbIE C  YCTAaHOBJIEHUEM  TPYJIOBOTO
CTa)ka, COI[MATIbHON 3aIlUTON rpa)kaaH, NIPEAyCMaTPUBAIOIICH WX NEHCHUOHHOE
o0ecrieueHre, a TakXKe IMOJyYeHUE JIbIOT U KOMIICHCAIlud B COOTBETCTBUU
C 3aKOHOATENILCTBOM Poccuiickon denepanuu;

- BBIJJAET B YCTAHOBJIEHHOM IOPSIAKE Jena, JOKYMEHThI MM KONUUA JOKYMEHTOB B
IEJSIX CITY’)KEOHOTO M MPAKTHYECKOTO MCTOIB30BaHUS ISl PaOOTHI B TTOMEIICHHUH
apXuBa;
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- BEJICT YYE€T MCITOJIb30BAaHUS JJOKYMEHTOB, XPaHSAIINXCS B apXUBE.
3.2.7. Oxka3bIBaeT METOJIMYECKYIO IMOMONIL ciyx0e nemompousBojctea IOV B
COCTaBJICHUH HOMEHKJIATYPHI €1 YYPEXKICHUS, KOHTPOJIUPYET MPaBUIHHOCTh
dbopmupoBanus u oPOpMIICHHUS Iel B JEIOMPOU3BOACTBE, a TAK)KE MOJATOTOBKY
JIeJT K TIepe/iavue B apXUB YUPEKICHHUS.

4. IlpaBa ¥ OTBETCTBEHHOCTH 10 BeJIEHUIO aPXMBAa
4.1. Jlnst BBINOJIHEHUSI BO3JIOXKEHHBIX 33/1a4 U (DYHKIIMIA JIMIIO, OTBETCTBEHHOE 32
BeneHue apxusa JJOY, umeer npaso:
4.1.1. KoHTponupoBaTh BBHINOJHEHHWE YCTAHOBJICHHBIX TMpaBUi pabOThI C
nokymentamu B J1I0OVY.
4.1.2. 3anpammuBaTh OT CTPYKTypHbIX mnoapasaenenuit [JOY  cBenenus,
HEOoOXOo/IMMbIE JJi paboThl apXuBa, C YYETOM OOECIEeUYEHUs! BBITIOJHEHHUS BCEX
BO3JIO’)KCHHBIX Ha apX¥B 3a7a4 ¥ (PyHKITUH.
4.2. JIuuo, oTBETCTBEHHOE 3a BeaeHue apxuBa JJOVY, HeceT OTBETCTBEHHOCTH 3a
BBHITIOJTHEHUE BO3JIOXKEHHBIX Ha apXMB 3aJ1ad U (PyHKITUH.
43. 3a yrpaTy U m0OOpYy JOKYMEHTOB JOJKHOCTHBIE JIUIA YUYPEKIACHUS
(PYKOBOIMTENb YUPEKACHHUS M JUIO, OTBETCTBEHHOE 32 BEJCHUE apXHBa) HECYT
OTBETCTBEHHOCTh B COOTBETCTBHH C JIEHCTBYIOIUM 3aKOHOJIaTEIBCTBOM.

5. KomiuiekroBanue apxuBa
5.1. IlogroroBka mOKyMEHTOB K niepenade B apxus JJOY BkimtouaeT ohopmiieHme
JI€N1, COCTABJICHUE OIKCH.
5.2. Odopmienue nen.
5.2.1. [lena TMOCTOSIHHOTO XpaHEHWs TMOAMIUBAIOTCA B TBEPAYIO OOJIOXKKY
CYpPOBBIMH HHUTKaMH. JIUCTBI HYMEPYIOTCS B MPAaBOM HUXKHEM YIUIYy MPOCTHIM
kapangamoM. KoanuecTBo JUCTOB B KaXXJIO0M Jielie He JOJDKHO TpeBwimaTth 250. B
KOHIIE JIeJ1a COCTaBJISIETCS 3aBEPUTEIIbHAS HAIUCH.

5.2.2. Ha o00noXKe aen MOCTOSHHOTO XpaHEHUs JOJDKHBI OBITh MPOCTABIIEHBI
CIIEJyIOIllE PEKBU3UTHI: TOJHOE HAaMMEHOBAHHE BBILIECTOSALICH OpraHu3aluy,
HAMMEHOBaHWE O0pa30BaTEILHOTO YUPEKICHUs, HOMEp (MHACKC) JHelia I0o
HOMEHKJIaType, 3ar0JIOBOK JieJla, KOJIMYECTBO JIMCTOB, CPOK XPAHEHHUS WM OTMETKa
«XPaHUTb OCTOSIHHO», HOMEP (HOHAA, ONUCH, JIeTIa.

5.2.3. Tlo OKOHYAaHUU JENONPOU3BOACTBEHHOIO rojia B 0(GopMIIeHHBIE OOJIOXKKH
JIeJT TIOCTOSTHHOTO XPaHEHUS BHOCSTCS HEOOXOIMMBbIE YTOYHEHHS: B 3arojOBKH
7€, COAepX allluX pacHopsSAUTENbHbIE JOKYMEHTHI (IPHUKa3bl, MPOTOKOJBI),
BHOCSITCS HOMEpA; €CIIM JeJI0 C MEPEenUCKOW COCTOUT W3 HECKOJIBKHX TOMOB, B
KaXX/I0M TOME YKa3bIBaeTCsl KOPPECIIOHIEHT, aBTOpP, TEPPUTOPHS, IPYTHE JaHHbIE.
B xaxmoM Tome yka3pIBaeTcs naara (YMCIIO, MECSI, TojJ) Hadyajla M OKOHYAHUS
JaHHOTO ToMa. TouHbIE 1aThl IPOCTABIISIFOTCS Ha O0JI0XKKaX JJIsi OBICTPOro MOMCKa
JOKYMEHTOB B IOCJIEAYIOIIEM; M3 3aBEPUTEIIbHOW HAJAMHUCH Ha OOJIOXKKY Jiena
BBIHOCHUTCS KOJIMYECTBO JINCTOB B JIETIE.

5.2.4. Haanucu Ha 00JOXKax A€l MOCTOSHHOTO M JIOJITOBPEMEHHOIO XpaHEHMs
CJIEyeT MPOU3BOAUTH YE€TKO, CBETOCTOUKIMH YEPHUIIAMHU.



5.2.5. Jlnsg ydera KojJu4yecTBa JIUCTOB B Jielie M (PUKcamu OCOOEHHOCTEW HX
HyMepaluu Ha OTJEIbHOM JIUCTE COCTABIISECTCS 3aBEPUTENIbHASL HAJIIIUCh.

B 3aBepurenbHONW HAAMUCH YKa3bIBAETCS KOJIMYECTBO JHCTOB (uudpamu u
IPOMKCHI0) B Jelie. 3aBepUTENIbHAs] HAAMNKUChH MOJMHUCHIBAETCS COCTAaBUTEIEM C
yKa3aHUEM €ro JOJKHOCTHU U JaThl COCTABJICHUSI.

5.2.6. BHyTpeHHsi1 ONUCh COCTaBJSIETCS K  JellaM  TOCTOSIHHOIO U
nonroBpeMeHHoro (cBeime 10 7eT) cpoka xpaHeHUs, CHOPMHUPOBAHHBIM 10
PA3HOBUIHOCTSIM JIOKYMEHTOB, 3arojIOBKA KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
coJiepKaHKe TOKYMEHTOB (0CO00 IIEHHBIE, JIMYHbIE Jea U Jp.).

5.2.7. lena BpeMEHHOTO XpaHeHUst 0hOPMIISIFOTCSI YIPOIIECHHO:

OHM HE MOJIIIMUBAIOTCS, JTUCThI B HUX HE HYMEPYIOTCS, YTOUHEHUE Ha 00JIOKKAX HE
MIPOU3BOJIUTCS, OMTUCU HA JieJla HE COCTABJISIOTCS, YUET BEIETCs 10 HOMEHKIAType
hi (S

5.3. Onncanne TOKyMEHTOB ITOCTOSTHHOI'O CPOKA XPAHEHHS.

5.3.1. I1o okoHYaHUM JIeTONPON3BOICTBEHHOTO Toaa B JIOY mpousBoautcs otdop
JIOKYMEHTOB TOCTOSIHHOT'O CpOKa XpaHEHUs JUIs BKIIOYEHUS WX B onuch. ONUCh
COCTOMUT W3 TOJOBBIX Pa3/leNIOB, BHYTPHU To0jia Jiejla pacrlojliaraloTcsl Mo CTENeHU
3HAUMUMOCTH C YY€TOM HOMHHAJIBHOIO TMpUHIMUIA (B COOTBETCTBUU C
HOMEHKJIATYpOil 00pa30BaTEIbHOTO YUPEKICHHUS ).

5.3.2. Onucu coOCTaBISAIOTCS pa3AelibHO Ha JieJa IMOCTOSHHOIO XpaHEHUs IO
OCHOBHOM J€SATEILHOCTH Y Ha Jieja M0 JIMYHOMY COCTaBY.

5.3.3. Onucu coCTaBIAIOTCSA CEKpETapeM (WM I€TOMPOU3BOIUTEIIEM).

5.3.4. Onuch BeAeTcs B €IMHOM BaJOBOM HyMepalluy B TEUEHHE HECKOJIBKUX JIET U
3aKaHYMBAETCS MO COMIACOBAHUIO C MYHUIIMTAIBHBIM apXUBOM, KyJ/la MOCTYIMAIOT
nokymeHTol JIOY.

5.3.5. Ha nena ¢ UCTEKIITUM CPOKOM XpaHEHHUs COCTaBJISIETCS aKT 00 YHUUTOXKCHUU.




