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O6uwme nonoxeHus

1.1. TTonoxxenue 006 apxuBe MyHUIIMTTAIIBHOTO Ka3€HHOTO JIOIIKOJIBHOT'O 00pa30BaTeIbHOTO
yupexenus aerckuit cag Ne3 «Konokonbuuk» (nanee — Ilonoxxenue), pazpaboTtaHo B
cootBeTcTBUU ¢ DenepanbHbiM 3akoHOM «O0 apxuBHOM aeine B Poccuiickoit deneparuny - O3,
MeToanyecKMMH PEeKOMEHIAUSIMHE 110 paboTe ¢ TOKYMEHTaMHU B 00111€00pa30BaTeIbHBIX
YUPEXKICHUSX.

1.2. Hacrosiee ITonoxxenue pa3paboTaHo B LEIsAX:

- COBEPIIECHCTBOBAHMUS ICATEIBHOCTH B cpepe OpraHu3aliy XpaHeHus, KOMIUIEKTOBaHUs, yUeTa
Y UCIIOJIb30BAHUS apXUBHBIX JOKYMEHTOB MyHHUIIMTIATBHOE Ka3EHHOE JOIIKOIBLHOE
o0Opa3oBaTesibHOE YUpexkaeHue AeTCKuil can obmepa3puBaromiero Buaa Ne3«Komokonpuuk»
(manee — 10OY).

- palMoOHAIBHOM OpTaHM3aIiy JOKyMEHTAaIMoHHOro ooecnieyeHus B JIOY.

1.3. Apxus JIOY co3naercs B LIeNsAX XpaHEHUsI, KOMIUIEKTOBaHUS, y4eTa U UCIIOJIb30BAHUS
JIOKYMEHTOB, 00pasyrouuxcs B npotuecce aeareiabHoctu JJOY u 3akOHYEHHBIX
JIETIONPOU3BOJICTBOM JJOKYMEHTOB IMPAKTUYECKOTO HA3HAUYCHHUSI, UX 0TOOPA U MOATOTOBKH K
nepegave Ha XpaHEeHHE B MyHHUIUTIAIbHBIN apXUB.

1.4. B cBoeti pabote apxuB JIOY pyKoBOACTBYETCSl 3aKOHOJATEIHCTBOM 00 apXUBHOM JIEJIC B
Poccuiickoit denepaiy, MHBIMA HOPMAaTUBHBIMU MPAaBOBbIMU akTaMu Poccuiickoit
®denepanny, HOpPMATUBHBIMU ITPABOBBIMH aKTaMU 10 QpXHUBHOMY JI€JTy OPraHOB MECTHOTO
camoynpasiienust MO «OKuranoBckuii paiioH, JokaabHbIMU akTamMu JJOY u HacTosmmm
ITonoxenuem.

1.5. Benenue apxusa JJOY ocyiecTBiIseT pyKOBOAUTEb, KOTOPBIM 00ecTieunBaeT apXuB
HEOOXOJUMBIM ITOMELLIEHUEM U 000PYAOBAHUEM.

2. CocTtaB JOKYMEHTOB apxuBa

2.1. ApxuBHBIE JOKYMEHTHI, IOCTYyMawIue Ha XxpaHenue B apxus JIOY, oTHocsaTcs

K MYHULIUNTAJIbHON COOCTBEHHOCTH, HE MOJICKAT IPUBATU3AINH, HE MOTYT OBITh O0BEKTOM
MPOJAKU, MEHBI, TAPEHHUS, a TAKKE HHBIX CIICIOK, MOTYIIUX MMPUBECTH K UX OTUYKICHHIO.
2.2. B apxuB JIOY nocrynaror:

2.2.1. ApxuBHbIe TOKyMEHTHI, 0Opa3oBasBirecs B npouecce aesareabHoctu 1OV, ero
CTPYKTYPHBIX MOAPA3ACICHHI, BpeMEHHOTO XpaHeHus (He0O0X0AMMbI€ B MMPAKTUUECKOU
JESITEIIbHOCTH).

2.2.2. ApxuBHbIe JOKYMEHTHI, 00pa3zoBaBlIrecs B npouecce aedareabHoctu 1OV, ero
CTPYKTYPHBIX MOAPA3AEICHUM, TOCTOSIHHOTO XPAaHEHUs, IIEPEAaBacMble 110 UCTEYEHUH S JIET Ha
MOCTOSTHHOE XpaHEHNE B MyHHUITUTIATBHBIN apXUB.

2.2.3. JIokyMeHTBI IO TUYHOMY COCTaBY, OTPaKaIOIIME TPYIOBbIE OTHOIICHHS paOOTHUKA C
paboTtonarenem.

2.2.4. ApxuBHbBIE JOKYMEHTBI IOCTOSIHHOTO XPaHEHUS U 110 IMYHOMY COCTaBYy YUPEKICHUM,
IIPABONIPEEMHUKOM KOTOpbIX siBisieTcs JJOVY.

2.2.5. CripaBouHBIi anmnapar K JOKyMEHTaM apXHuBa.

3.3apauu 1 QyHKIIUM apXuBa

3.1. OcHoBHBIMH 3aa4amu apxuBa [JJOV:

3.1.1. KommiekToBaHME TOKYMEHTaMH, COCTaB KOTOPHIX MPETyCMOTPEH Pa3/IeioM 2 HACTOSIIIETO
ITonoxenus.

3.1.2. O0ecnieueHre eAMHBIX IPUHIUIIOB OpPraHU3a[Ui XPaHEHUsI, KOMIUIEKTOBAHUS, yueTa U
WCIIOJIb30BAaHUS APXUBHBIX TOKYMEHTOB, MX COXPAaHHOCTH.

3.1.3. [loaroroBka u CBOEBpEMEHHas Mepeava JOKYMEHTOB Ha XpaHEHHE B MyHUIIMTAIbHBIN
apXuB € COOJIIO/ICHUEM CPOKOB U TPeOOBAHUM, YCTaHABIMBAEMbIX 3aKOHOIATEILCTBOM 00
apXuBHOM Jieiie B Poccutickoint @enepanuu.

3.1.4. OcymecTBieHre KOHTPOJIS 3a (hopmMupoBaHreM U 0POpMIICHUEM JEIT B JIETONPOU3BOJICTBE
JOVY.

3.2. B cOOTBETCTBUY C BO3JIOKEHHBIMU Ha Hero 3ajadamu apxuB JIOY ocyiiecTBisieT

cnenyroomue GyHKIUU:



3.2.1. [IpunuMaer nocne 3aBepIIeHHs AeTONPOU3BOICTBOM, YUUTHIBAECT U XPAHUT JTOKYMEHTHI
JOYVY, ero cTpyKTYpHBIX MTOApa3AeiieHud, 00pabOTaHHBIC B COOTBETCTBUHU C TPEOOBAHUSIMH,
YCTaHOBJICHHBIMHU 3aKOHOJIATEIHCTBOM 00 apXUBHOM Jiese B Poccuiickoit denepanuu.

3.2.2. OcymiecTBisieT y4eT U 00eCreynBaeT MOTHYI0 COXPAHHOCTh IPUHATHIX apXUBHBIX
JIOKYMEHTOB, B TOM YHUCJI€ TI0 INYHOMY COCTaBY.

3.2.3. Co3naet, NOMOJIHIET U COBEPUICHCTBYET CIIPABOYHBIN alapar K XpaHsAIUMCS B apXUBE
JieJIaM U JIOKYMEHTaM, 00eCIeYrBacT ero MPeeMCTBEHHOCTh CO CIIPABOYHBIM amapaToM
MYHUIIMIIAJILHOTO apXKBa, HOMEHKIIaTypoitl aen JOVY.

3.2.4. [IpoBOAUT CBOEBPEMEHHOE YIOPSAIOUECHUE APXUBHBIX JOKYMEHTOB (3KCIEPTU3Y LIEHHOCTH,
HAyYHO-TEXHUUYECKYI0 00pabOTKY, COCTaBIEHUE OMUCEH U T. /1.) U Nepeiady UX Ha MOCTOSHHOE
XpaHEHUE B MyHHUITUTIATBHBIA apXUB.

3.2.5. IlpeacrapinsieT opraHaM MECTHOTO CaMOYIPaBJICHUS, MyHULIUIIAJIbHOMY apXUBY
HEOOXOIUMBIC APXUBHYIO HHGOPMAITUIO U KOTIMH apXUBHBIX JTOKYMEHTOB, a TAKIKE
uH(}OPMALIMIO O COCTaBe, COACPKAHUY U 00bEME XPaHSIIIUXCS B apXUBE TOKYMEHTOB.

3.2.6. Opranu3syeT UCMHOJb30BaHUE JOKYMEHTOB:

- uH(opmupyeT aaMUHHUCTpaIHio U paboTHUKOB JIOY 0 cocTaBe U copep aHUH TOKYMEHTOB
apXuBa;

- OecrIaTHO MPEJIOCTABIISIET MOJIb30BATENSIM ApXUBHBIMU JOKYMEHTaMH 0(OpMIICHHBIE B
YCTaHOBJICHHOM TOPSKE apXUBHBIEC CIIPABKU WJIM KOIHMH APXUBHBIX IOKYMEHTOB, CBSI3aHHBIC C
YCTaHOBJIEHHEM TPYJOBOIO CTaXka, COLIMATILHOM 3alIUTON Ipa)KaaH, IpelycMaTpUBaroeit

WX TICHCUOHHOE 00€CTIeUeHUE, a TAaK)KEe MOJIYYCHHE JIbIOT U KOMIIEHCAIIMH B COOTBETCTBUU

¢ 3aKoHoaaTenbcTBoM Poccuiickoit denepainu;

- BBIJIAET B YCTAHOBJICHHOM TOPSAKE JeJia, JOKYMEHThI WU KOMUHU JOKYMEHTOB B IIEJISIX
CIIy’keOHOTO M MPAKTUYECKOTO UCIIOJIb30BAHUSA /Ui paOOTHI B TOMEIIEHUU apXUBa;

- BEJIET YUET UCIOJIb30BaHUs JOKYMEHTOB, XPAHSIIINXCS B apXUBE.

3.2.7. Oxa3bIBaeT METOAMUYECKYIO TIOMOIIIb cyk0e nenonpousBojctsa JJOY B cocraBieHUH
HOMEHKJIATYPHI JIeNT YUPEXKIACHUS, KOHTPOJIUPYET MPABHILHOCT (DOPMHUPOBAHUS B 0DOPMIICHHS
JIeJT B JICJIONPOU3BOICTBE, a TAKXKe MOATOTOBKY JIeJI K Mepe/iaye B apXUB YUPEKICHUS.

4. IIpaBa U OTBETCTBEHHOCTH 110 BeICHUIO aPXHUBA.

4.1. JIns BBINONHEHUS BO3JIOKEHHBIX 3a7a4 U (PYHKIIHI JTUI0, OTBETCTBEHHOE 32 BEJICHUE apXHBa
OV, umeet npaBo:

4.1.1. KoHTponupoBaTh BBIIIOJIHEHNE YCTAHOBIEHHBIX MPaBHII paboThl ¢ TokymMeHTamu B JIOY,
€ro CTPYKTYPHBIX MMOIPa3CICHHSIX.

4.1.2. 3anpammBarh OT CTPYKTYpHBIX nofApasaeneauit JJOY cBenenus, HEOOXOAUMBIE TS
paboThl

apXuBa, C y4eTOM OOeCrieueHus BBITIOJIHEHHS BCEX BO3JI0OKEHHBIX HAa apXUB 33]a4 U (QYHKIUH.
4.2. Jluno, oTBeTCTBEHHOE 3a BejgeHue apxua IOV, HeceT OTBETCTBEHHOCTH 3a BHITIOJIHEHHE
BO3JIO’KEHHBIX Ha apXUB 3a/1a4 U (QYHKITUH.

4.3. 3a yTpaTy ¥ Iopuy JOKYMEHTOB JOJDKHOCTHBIE JIUIA YUPEKACHUS (PYKOBOIUTEND
YUpEXJIEHUS U JIUI0, OTBETCTBEHHOE 32 BEJCHHUE apXHUBa) HECYT OTBETCTBEHHOCTH B
COOTBETCTBUU C JICUCTBYIOIINM 3aKOHOJATEIHCTBOM.

5. KommiekToBanue apxuBa

5.1. [loaroroBka 1OKyMEHTOB K nepenaue B apxus JIOY BkiItodaeT skcrepTusy HayqyHOU U
MPAKTUYECKON IIEHHOCTH IOKYMEHTOB, O(hopMIIeHHE /IeTI, COCTABJICHUE OIHCH.

5.2. DkcnepTr3a IEHHOCTH JOKYMEHTOB.

5.2.1. DkcnepTU3a HEHHOCTH JOKYMEHTOB - ONPEIEJICHUE IEHHOCTH TOKYMEHTOB C IENbI0
0TOOpa X Ha XpaHEHHUE U YCTAaHOBJICHUE CPOKOB XpaHEHHUSI.

DKCnepTU3y HeHHOCTH TOKyMeHTOB B JIOY ocymiecTBiIsieT IOCTOSHHO JEHCTBYIOLIAs
AKCIIEPTHAST KOMHUCCHSI.

5.2.2. DkcnepTHas KOMUCCUS Ha3HAvyaeTcsl MpuKa3oM 3aBeayromieit JJOY

B cocTtaB DkcriepTHOM KOMHUCCHU BKIIFOYAIOT HE MEHEE TPEX COTPYIAHHKOB, B TOM YHCTIE B



00s13aTeIbHOM TMOPSKE JIUII0, OTBETCTBEHHOE 3a BeneHue apxusa JJOY. Cekperapem
DKCMEePTHOM KOMUCCUU HazHavaroT nenonpousBoautess JJOY.

DKcrepTHas KOMUCCHSI Ha 3aCEIaHUSIX paccMaTpuBaeT: HoMeHkiarypy aen JJOY onucu gen
MOCTOSTHHOTO XPAaHEHHUS U 110 JMYHOMY COCTaBY, aKThl Ha JIOKYMEHTBHI, BbIJIENIIEMbIE K
YHUYTOXKEHUIO.

5.3. Odopmiienue aen.

5.3.1. Jlena nocTOssHHOTO XpaHEHUsI IOAILIMBAIOTCS B TBEPAYIO O0JI0XKKY CYpOBBIMU HUTKaMH.
JIucTel HyMepyloTCs B IPaBOM HUXKHEM YIITy IIPOCTHIM KapaHaaiioMm. KonudyecTBo JIMcTOB B
KaXJIOM JIeie He JOJDKHO mpeBbimaTh 250. B KoHIle fena cocTaBiseTcs 3aBepuTeabHast HANUCh.
5.3.2. Ha 06mosKe Jies1 MOCTOSSHHOTO XPaHEeHUsI JOJHKHBI ObITh MPOCTABIICHBI CIEIYIOIIHNE
PEKBU3UTHI: TIOJJHOE HAMMEHOBAHHE BBIIIECTOSIIEH OpraHU3alii, HAUMEHOBAHUE
00pa30BaTeNbHOTO YUpEexkKACHUS, HOMEp (MHJIEKC) JIea 0 HOMEHKIIaType, 3ar0JIOBOK Jena,
KOJINYECTBO JIMCTOB, CPOK XPAHEHHUS WIIM OTMETKA «XPAHUTH MIOCTOSTHHOY», HOMEp (HOHIa, OIIUCH,
nena.

5.3.3. I1o oxOHYaHUU AETONPOU3BOICTBEHHOTO T0J1a B 0(OPMIICHHBIE O0JIOKKH JeTT
MOCTOSTHHOTO XPAaHEHHUs BHOCSITCSI HEOOXOAMMbIE YTOYHEHHSI: B 3aTOJIOBKH JIE]1, COJIePKaIINX
pacropsIuTeIbHbIE TOKYMEHTHI (ITPUKAa3bl, IPOTOKOJIBI), BHOCATCSI HOMEPA; €CIIH JIENIO0 C
MEPENUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B K&KJIOM TOME YKa3bIBa€TCsl KOPPECIIOHICHT,
aBTOD, TEPPUTOPUS, IpYTHE JaHHBIC. B KakJI0M TOME yKa3bIBaeTcs aara (YICIio, MECAI, TO.)
Hayvaja U OKOHYAHUS JaHHOTO ToMa. TOYHBIE AaThl MPOCTABIAIOTCS Ha 00JI0XKKAX AJisi OBICTPOTO
MIOWCKA JJOKYMEHTOB B MOCJICIYIONIEM; U3 3aBEPUTEILHON HAIMUCH HA O0JIOKKY JIeJia BBIHOCUTCS
KOJIMYECTBO JIUCTOB B JIEIIE.

5.3.4. Haamucu Ha 00JIOKKAX JIeJ MOCTOSTHHOTO U JIOJITOBPEMEHHOTO XPAaHEHUS CIIEAYeT
MIPOU3BOIUTH YETKO, CBETOCTOMKUMHU YEPHUIIAMH.

5.3.5. lnst ydera KOJTMYECTBA JIUCTOB B JieNe ¥ (PUKcauu 0COOEHHOCTEH X HyMepaluy Ha
OTJIEIbHOM JIUCTE COCTaBISETCS 3aBEPUTEIbHAS HA/MUCh.

B 3aBepuTenbHON HAANKICH YKa3bIBAETCS KOJIMYECTBO JTUCTOB (IM(paMU U MPOITUCHIO) B JETIE.
3aBepuTeNnbHAs HAIMUCH MOAMUCHIBAETCS COCTABUTENIEM C YKa3aHUEM €T0 JOKHOCTHU U JIaThI
COCTaBJICHUS.

5.3.6. BHyTpeHHsIs ONUCh COCTABISAETCS K JIeJIaM TIOCTOSIHHOTO U 0JITOBPEMEHHOTO (cBbitie 10
JIeT) cpoKa XpaHeHHs, COPMHUPOBAHHBIM TI0 Pa3HOBUIHOCTSIM JIOKYMEHTOB, 3aTOJIOBKH KOTOPBIX
HE PacKpbIBaIOT KOHKPETHOE COJIepKAHNE TOKYMEHTOB (0c000 LIeHHbIE, TUUHBIE JeTa U Jp.).
5.3.7. lena BpeMEeHHOT0 XpaHeHUs1 0(OPMIIIIOTCS YIIPOIICHHO:

OHH He IMOJIIIMBAIOTCS, JIUCTHI B HUX HE HYMEPYIOTCS, yTOUHEHHE Ha 00JI0KKaX HE
MIPOU3BOJUTCS, OIIMCH Ha JieJla HE COCTABIISIOTCS, YUeT BEAETCS [0 HOMEHKJIAType Jel.

5.4. Onucanue JOKYMEHTOB MOCTOSIHHOTO CPOKA XPAHEHHUSL.

5.4.1. Tlo okoHuYaHUU J1E€N0MPOU3BOICTBEHHOr0 roja B JIOY npousBoauTcst oTOOp T0OKyMEHTOB
MOCTOSIHHOTO CPOKa XpaHEHUS JUUIs BKIIIOUEHHS UX B ONMUCh. OMUCH COCTOUT U3 TOAOBBIX
pa3zienoB, BHYTPH rojia Jiejia paciioyiaratoTcs o CTENeHH 3HAaUMMOCTH C y4€TOM HOMHHAJIbLHOTO
NpPUHIUNA (B COOTBETCTBUU C HOMEHKJIATYpOi 00pa30BaTEeIbHOIO YUPEXKICHHS).

5.4.2. Onucu coCTaBISIOTCS pa3/iesIbHO Ha Jelia MOCTOSTHHOTO XPaHEHHs 10 OCHOBHOM
NeSITeIbHOCTH U Ha Jiefia 10 IMYHOMY COCTaBY.

5.4.3. Onucu coCTaBIsAIOTCS CEKPETAPEM.

5.4.4. Onuce BeneTcs B €IMHON BAJIOBOW HyMEpAaIlMU B T€YEHUE HECKOJIBKHX JIET U
3aKaHYMBAETCS 110 COTJIACOBAHHUIO C MyHUITUTIAIIEHBIM apXHBOM, KY/Ia TIOCTYIAIOT JTOKYMEHTHI
JOVY.

5.4.5. Ha nena ¢ UCTEKIIMM CPOKOM XPAaHEHHUsI COCTABIISETCS aKT 00 YHUUTOKEHUH
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