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1. O01IHe mMoJI0KeHUus

1.1. Tlomoxxemme 00 apxuBe (mamee — Ilomoxenne) MyHUIIUITATEHOTO
JOLIKOJIBHOTO ~ oOpa3oBaTelbHOrO  yupexnaeHus — «Jerckuit  cag  Ne35
«Konokonpuuk» (nanee - MJIOY), pazpaborano B cooTBeTcTBUM ¢ DenepanbHbIM
3akoHOM «O0 apxuBHOM neine B Poccuiickoii @eneparumu» ot 22.10.2004 Ne 125-
®3, MeTonuueckKUMH PEKOMEHIAUSIMH 10 paboTe C JOKYMEHTaMH B
o011e00pa3oBaTEIbHbIX YUPEKICHUSX.

1.2. Hacrosiee [Tonoxxenue pazpaboTaHo B LETAX:

- COBEPIIICHCTBOBAHUS JIEATEILHOCTU B chepe OpraHu3aliui XpaHeHHUs,
KOMILUIEKTOBaHHMS, yUETa U UCIIOJIb30BaHUs ApXUBHBIX JOKyMeHTOB MJIOY;

- panMoHaIbHON OpraHU3aINK IOKYMEHTaIMOHHOTO obecrieueHus B MJIOVY.
1.3. ApxuB M/IOVY co3paeTcs B LeJIIX XpaHEHUs, KOMIUIEKTOBAHUS, yU€Ta U
UCIOJIb30BaHUS JOKYMEHTOB, 00pa3ylomuxcs B mnpoiiecce neareasnoctd MOV u
3aKOHYEHHBIX JIEJIONMPOU3BOJICTBOM JOKYMEHTOB MTPAKTUYECKOIO HA3HAYEHUS.

1.4. B cBoeit pabore apxuB MJIOY pyKOBOJCTBYETCS 3aKOHOAATEILCTBOM 00
apxuBHOM nene B Poccuiickoii denepanyy, MHBIMA HOPMATHBHBIMU MPABOBBIMU
aktamu Poccuiickoit ®enepanuu, JokaibHbIMU akTaMu MJIOY u HacTosmmm
[Tonoxennem.

1.5. Kontpons 3a gearenpHocThIO apxuBa MJIOY ocymecTBisieT 3aBeayomas, a B
€€ OTCYICTBMM CTAapIIMH  BOCIIUTATENb, KOTOPBIA OOECIICUMBAECT apXHUB
HEO0OXOIMMBIM MTOMENIEHUEM U 000pYAOBaHUEM.

1.6. HenocpencteenHoe pykoBoactBo apxuBoM MJIOY Bosmaraercsi mpukazom
3aBeAyIOLIEd Ha JIMIIO0, OTBETCTBEHHOE 3a BEJEHHUE apXHBa (KaK MpaBWiIO, Ha
JEIONPOU3BOAUTENS).

2. CocTaB 10KYMEHTOB apXuBa
2.1. ApxuBHbIE [IOKYMEHTHI, MOCTyHawmnme Ha xpaHeHue B apxuB MJIOVY,
OTHOCSITCSL K MYHHUIUMIIAIbHOW COOCTBEHHOCTH, HE MOJUIeKAT MPUBATU3ALINM, HE
MOTYT OBITh 0OBEKTOM MPOJIA’KH, MEHBI, TAPEHHUS, a TAKKE UHBIX CJIETTOK, MOTYIIINX
MPUBECTH K UX OTUYKICHUIO.
2.2. B apxuB MJ1IOY noctynaror:
2.2.1. ApxuBHbIE JOKYMEHTBHI, OOpa30BaBIIMECS B MPOLECCE AEATEIbHOCTU
MJIOYVY, BpemeHHOro XpaHeHUs (HEOOXOIMMbIE B IPAKTUYECKOM NESITEITLHOCTH).
2.2.2. ApxuBHbIE JOKYMEHTBHI, OOpa30oBaBIIMECS B TMpOLECCE AEATEIbHOCTU
MIOYVY.
2.2.3. JIOKyMEHTHI 10 JUYHOMY COCTaBYy, OTPa)KAIOIIUE TPYAOBbIE OTHOUIECHUS
paboTHUKA ¢ pabOTOIATEIIEM.
2.2.4. ApxuBHBIE JOKYMEHTBI IOCTOSIHHOTO XPAHEHUSI.

3. 3apaun ¥ pyHKIIUM apXUBa
3.1. OcHoBHbIMU 3aayamMu apxuBa MJIOV:
3.1.1. KommekroBanue JOKyMEHTAMH, COCTaB KOTOPBIX MTPENYCMOTPEH PA3IAEIOM
2 nacrosuero [lonoxenus.



3.1.2. O0ecrieuenue e IUHBIX IIPUHIIATIOB OpraHu3aiuu XpaHEHHs,
KOMIUIEKTOBAaHMS, Yy4Ye€Ta M HCHOJb30BAHHE APXUBHBIX JIOKYMEHTOB, HX
COXPaHHOCTH.

3.1.3. OcymecTBineHue KOHTpousiss 3a ¢GopMHpoBaHHEeM M OGOpMIICHHEM JeNl B
nenomnpousBoactse MOV,

3.2. B coOOTBETCTBMM C BO3JIOKEHHBIMH Ha HeEro 3agadamu apxus MJIOY
OCYUIECTBIISIET clieytonue GyHKINUN:

3.2.1. IlpuHuMaeT nociue 3aBeplieHus IeIONPOU3BOACTBOM, YUUTHIBAET U XPAHUT
nokymentsl MJIOY, oOpaboTaHHble B COOTBETCTBUM C TpeOOBaHUSIMH,
YCTAHOBJICHHBIMH 3aKOHOJIaTE€ILCTBOM 00 apXxuBHOM jJeine B Poccuiickoii
denepanuu.

3.2.2. OcyuiecTBiseT y4eT ¥ O0ECHEYMBAET MOJHYI0 COXPAHHOCTh HMPHUHSATHIX
apXUBHBIX IOKYMEHTOB, B TOM YHCJIE 110 JUYHOMY COCTaBY.

3.2.3. IIpoBOoguT CBOEBPEMEHHOE YIOPSAOUYECHHE APXUBHBIX JIOKYMEHTOB
(3KCTIepTH3y LEHHOCTH, HAYYHO-TEXHUYECKYI0 00pabOTKy, COCTABICHUE OMUCEH U
T.J.).

3.2.4. Opranusyer UCTIO0JIb30BaHUE JJOKYMEHTOB:

- uHopMuUpyeT aAMUHUCTpanuio 1 paboTarkoB MJIOVY o cocTtaBe u comepkanuu
JIOKYMEHTOB apXHBa;

- OecraTHO TMPEIOCTABIAET IMOJb30BATENSIM  APXWMBHBIMU  JIOKYMEHTaMu
opOpMIICHHBIE B YCTAaHOBJICHHOM TIOPSAKE AapXUBHbIC CIPABKU WA KOMHUHU
apXMUBHBIX JIOKYMEHTOB, CBSI3aHHbIE C YCTaHOBJIEHHEM TPYJOBOTO CTaxa,
COLUMAJIBHOM  3alIUTOM TpakJaH, MPEAyCMATPUBAIOIIEH UX IEHCUOHHOE
oOecrieyeHne, a TaKKe IMOJyYeHUE JIbrOT W KOMIICHCAIIUd B COOTBETCTBUU C
3aKoHOAaTeNnbCTBOM Poccuniickon denepanny;

- BBIJIACT B YCTAHOBJICHHOM IOPSAKE J€ia, TOKYMEHThI WU KOIUA JOKYMEHTOB B
HEJSIX CIIYKEOHOTO M MPAKTUYECKOTO MCIIOJIb30BaHUS ISl pabOThI B MOMEIICHUU
apXuBa;

- BEIET YUeT MCIOIb30BaHUS IOKYMEHTOB, XPaHSIIINXCS B apXUBE.

4. IlpaBa ¥ 0OTBETCTBEHHOCThH
4.1. JIns BBIOJIHEHUSI BO3JIOKEHHBIX 337a4 W (PYHKIUH JUII0, OTBETCTBEHHOE 3a
BejaeHue apxura MJIOVY, umeeT npaBo:
4.1.1. KoHTpOiIMpOBaTH BBHINOJHEHUE YCTAHOBJICHHBIX MpaBui pabOThl C
nokyMentamu B MJIOVY.
4.2. JIuno, oTBETCTBEHHOE 3a BeaeHue apxuBa M/IOY, HeceT OTBETCTBEHHOCTH 3a
BEITIOJTHCHUE BO3JIOKCHHBIX HAa apXUB 3a/1a4d U QyHKITUH.
43. 3a yrpary W TOpyy JOKYMEHTOB JOJDKHOCTHBIE JIMIA YUYPEKICHUS
(PyKOBOAMTEINb YUPEXKACHUS M JIMLO, OTBETCTBEHHOE 3a BEICHHUE apXHBa) HECYT
OTBETCTBEHHOCTh B COOTBETCTBHH C JEHCTBYIOIIUM 3aKOHOJATEIbCTBOM.

5. KommiekroBanue apxuBa
5.1. IToaroroBka NOKYMEHTOB K mepenaye B apxuB MJIOY Bkitouaer sKkCnepTu3y
HAYYHOW M MPAKTHUYECKON IIEHHOCTH JOKYMEHTOB, O(hOopMIIEHHUE JIe], COCTaBICHHE
OIIHCH.



5.2. DkcnepTrsa UEeHHOCTH JIOKYMEHTOB.

5.2.1. DKkcnepTu3a NUEHHOCTU IOKYMEHTOB - ONPEIEICHHE IEHHOCTU IOKYMEHTOB C
1eJIbI0 0TOOpa X HA XPAHEHUE U YCTAHOBIIEHUE CPOKOB XPaHEHHUSI.

OKkcnepTuzy LEHHOCTH AokymMeHTOoB B MJIOY  ocyiiecTBiasieT MOCTOSHHO
JEeUCTBYIOIIAs SKCIIEPTHAST KOMHUCCHSI.

5.2.2. DkcrnepTHas KOMMCCHUSI Ha3Hadaercs npukasoMm 3asenyromen MJIOY. B
COCTaB DKCHEPTHOM KOMHMCCHHU BKJIIOUAIOT HE MEHEe TPeX COTPYIHHUKOB, B TOM
yrclie B 00g3aTeIbHOM MOPSIKE JIMIO0, OTBETCTBEHHOE 3a BejeHue apxua MJI0VY.
OKcriepTHasE KOMHCCHSI Ha 3aCEIaHMsIX pacCMaTpUBAECT: HOMEHKIATYpy el
MJZIOVY, onucu aen NOCTOSHHOIO XPAaHEHHsS M IO JIMYHOMY COCTaBy, aKThl Ha
JIOKYMEHTBI, BBIJIEIsIEMbIe K YHUUTOXEHUIO.

5.3. Odopmienue aern.

5.3.1. [lena TMOCTOSSHHOTO XpaHEHWs TMOIIMBAIOTCA B TBEPAYIO OOJIOKKY
CYpOBbIMH HUTKaMH. JIUCTBI HyMEpyIOTCSi B NIpPaBOM BEPXHEM YIJy MPOCTHIM
KapanjanoM. KojinuecTBo JIMCTOB B KaXAOM JieJie HEe JOJDKHO npeBbimath 250. B
KOHIIE JI€JIa HAa OTJICJIbHOM JIMCTE COCTABIIACTCS 3aBEPUTEIbHAS HAJIIHCH.

5.3.2. Ha o0yioxKe Ael TOCTOSHHOTO XPaHEHWs JOKHBI OBITh TPOCTABIICHBI
CJICAYIOIINE PEKBU3UTHI: HAMMEHOBAHUE 00pa30BATEILHOIO YUPEXKICHUS, HOMEP
(MHIEKC) JeNa MO HOMEHKIIAType, 3arojloBOK Jela, KOJMYECTBO JIMCTOB, CPOK
XpaHEHUS UM OTMETKA «XPaHUTb IMOCTOSIHHOY», HOMep (OHIa, OMKCH, JIeTa.

5.3.3. Tlo okoHYaHUU JEIONMPOU3BOJACTBEHHOTO Trojia B 0GOpMIICHHBIE OOJIOXKKHU
JIeN TIOCTOSTHHOTO XPaHEHUS BHOCSTCS HEOOXOIMMBIE yYTOYHEHUS: B 3arojOBKU
7€, COJEpKallluX pacrnopsiAUTENbHbIE JOKYMEHTHl (IIPUKa3bl, IPOTOKOJIbI),
BHOCSITCSI HOMEPA; €CJIM JIeJI0 C MEPENUCKON COCTOUT U3 HECKOJIBKMX TOMOB, B
KaXJIOM TOME YKa3bIBa€TCsI KOPPECHIOHACHT, aBTOP, TEPPUTOPUS, IPYTHE TaHHBIE.
B kaxaom ToMe yka3bIBaeTcs nara (4UCIO0, MECSI, roj]) Hadala U OKOHYAHUS
JaHHOTO ToMa. TOoYHbBIE 1AaThl MPOCTABIISIIOTCS HA 00JIOKKaX JJisi OBICTPOTO MOKCKA
JIOKyMEHTOB B TOCJIEAYIONIEM; W3 3aBEPUTCIBHONW HAAMUCH Ha OOJOXKY Herna
BBIHOCHUTCSI KOJIMYECTBO JINCTOB B JIEJIE.

5.3.4. Haanucu Ha 00J105KKaX JIeJl TOCTOSTHHOTO U JIOJITOBPEMEHHOTO XpaHEHUS
cJieyeT MPOU3BOJAUTH YETKO, CBETOCTOMKHUMU YEPHUIAMU.

5.3.5. Jlns ydeTa Koau4ecTBa JUCTOB B Jieie U (PUKCAIMU OCOOEHHOCTEH UX
HyMepaluu Ha OTJEIbHOM JIMCTE COCTABIISACTCS 3aBEPUTEIbHAS HAIIKCH.

B 3aBeputenbHOW HAAMUCH YKa3bIBAETCS KOJUMYECTBO JHUCTOB (uudpamu u
MPONUCKHI0) B Jeje. 3aBepUTENbHAS HAJNKUChH TMOJIMUCHIBAETCS COCTABUTEIEM C
YKa3aHHUEM €r0 JOJKHOCTU U JIaThl COCTaBICHUS.

5.3.6. BHyTpeHHsi1 OIIMCh COCTABJSETCS K  JielaM  TOCTOSSHHOTO |
nonroBpemeHHoro (ceime 10 mer) cpoka XpaHeHHs, CPOPMUPOBAHHBIM TIO
Pa3HOBUHOCTSIM JJOKYMEHTOB, 3arOJIOBKM KOTOPBIX HE PACKpPHIBAIOT KOHKPETHOE
CoJiep>KaHKe TOKYMEHTOB (0CO00 IIEHHbIE, JIMYHBIC JIeIa U Ip.).

5.3.7. Jlena BpeME@HHOTO XpaHEeHHsI 0DOPMIISIFOTCS YIIPOIIIEHHO:

OHM HE MOJIIIMBAIOTCSA, JIUCTHl B HUX HE HYMEPYIOTCS, YTOUYHEHHE Ha 00JIOKKAX HE
MIPOU3BOJIUTCS, ONIMCH HA JI€JIa HE COCTABJISIOTCS, YUET BEIAETCSA IO HOMEHKJIATYpE
ned.

5.4. Onncanue JOKyMEHTOB IMOCTOSIHHOTO CPOKa XPaHEHMUS.



5.4.1. Onucu coCTaBISAIOTCS pa3/IeIbHO Ha Aejia MOCTOSHHOTO XPaHEHUs 110
OCHOBHOM JI€SITEJILHOCTH U Ha JieJia 10 JIMYHOMY COCTaBy.

5.4.2. Onucu coCTaBISAIOTCS ACIONPOU3BOIUTEIEM.

5.4.3. Onuce BeAeTcd B €IMHOW BaJOBOW HyMEpallUM B TCUCHUE HECKOJIbKUX JIET .
5.4.4. Ha nena ¢ UCTEKIIUM CPOKOM XPaHEHHUSI COCTABIISETCSA aKT 00 YHUUTOKEHUHU.



