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«00 yrBepxaenuu [lonoxenus
06 apxuBe B MBJIOV «I"opusrit IC»

B coorBetcTBHH ¢ PenepanbubiM 3akoHoM oT 22.10.2004 r. Ne 125-93 «O0 apxuBHOM
nene B Poccuiickoit ®enmepanuu» (¢ M3MEHEHHSAMH W IOMOJHEHHsMH), yctaBom MBJIOY
«lopuseiit JIC», B mensx XpaHeHHs, KOMIUIEKTOBaHHS, y4eTa H HCIIOJIB30BaHHUS IOKYMEHTOB,
obpazyrommuxcs B npouecce gneareabHoctTH MBIOY  «lopueiii JIC» ®  3aKOHYEHHBIX
J€JIONPOM3BO/ICTBOM JOKYMEHTOB I[IPAKTUYECKOI0 Ha3HA4YeHUs, UX ordopa M IOATOTOBKH Ha
XpaHeHue,

ITPUKA3BIBAIO:

1) VYrtBepauts npunaraemoe [lonoxenue 06 apxuse B MBJIOY «l opubiit JIC».

2) Ha3HauuTh OTBETCTBEHHOTO 3a BeJIcHHE apXHBa - Jenonpou3Boaurens [lekymkuny
IO.M.

3) T'epman O.®., otBercTBeHHO# 3a cailT MBJIOY «['opusrit [IC», pa3MecTUTh HACTOAILHUH
npukas u [Tonoxenue Ha opuimansHoM caiite MBJ10Y «I"opusrii JIC».

4) KoHTpoJb 3a HCTIOJTHEHHEM HACTOSUIEro MPHKa3a OCTABISIIO 3a COOOH.

3asenyromuit MbJIOY «I'opubrii JIC» H.B. Cypasemxkuna

C npHKa3oM 03HAKOMJICHBI:

MoanucaHo umgposoli nognuckio: CypaseLuknHa
Hatanbsa BnagummpoBHa

DN: E=uc_fk@roskazna.ru, S=r. Mocksa, NHH=007710568760,
OrPH=1047797019830, STREET="B0/bLUOI 31aTOYCTUHCKMIA
nepeysniok, A. 6, ctpoeHue 1", L=Mocksa, C=RU,
O=degepanbHoe KasHaueiicTBo, CN=0egepanbHoe
KasHayencTso

MpuumnHa: 51 ABNAIOCH aBTOPOM 3TOFO AOKYMEHTa.
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[TOJIOXXEHUE S
06 apxuse B MBJIOY «I opasrii 1C»

1. OOmue nos10kKeHHS
1.1. TTonoxerue 06 apXWBe MYHHIMNAIBHOrO OKOJDKETHOTO JOIIKOIBHOIO 00pa3oBaTeNbHOTO
yupexienns «opHbili JeTckui can» (nanee [lonoxenue), pa3paboTaHO B COOTBETCTBHH C
MenepansHbiM 3akoHOM «OO0 apxuBHOM gene B Poccuiickod @enepannuy», METOIHYECKUMH
peKOMEH/1allMsAMH 110 paboTe ¢ JOKYMEHTaMH B 00111e00pa3oBaTelbHBIX YIPEXKACHUAX.
1.2. Hacrosnee Ilonoxenue pazpaboTaHo B IENIX:
- COBEPIIEHCTBOBAHHE JICATEILHOCTH B chepe OpraHu3allid XpaHEHHs, KOMIUICKTOBaHHS, y4eTa
¥ HCII0JIb30BaHus apXHBHBIX 10kyMeHTOB MBJIOY «I"opubii JIC».
- PALMOHAILHON OpraHU3alMH JOKYMEHTAIMOHHOTo obecredeHus B MBJI0Y «[opnsrit JIC»
1.3. Apxus MBJIOY «l'opnsrii JIC» co3naercsd B LeIAX XpaHEHHs, KOMIUICKTOBaHHA, yueTa H
HCIIOJIB30BAHHS JIOKYMEHTOB, oOpasyromuxcs B npouecce AestenpbaocTs MBIOY «I"opubrii JIC»
M 3aKOHYCHHBIX JCIOMPOH3BOJCTBOM JOKYMCHTOB IIPAaKTHYECKOrO HasHaueHHs, UX orbopa H
MOJrOTOBKH Ha XpaHEHHeE.
1.4. Pabora apxuBa MBJIOY «TopHeiii  JIC» opraHusyercs B COOTBETCTBHE C
3aKOHOJAaTeIbcTBOM 00 apxuBHOM jene B Poccuiickoit ®enepaivi, HHBIMH HOPMaTHBHBIMH
npaBoBBIMH aKTaMi Poccuiickoif @elepanvu, HOPMATHBHBIMH IIPAaBOBBLIMHM aKTamH 110
ApPXMBHOMY JIeJly OPraHoB MECTHOTO CaMOYNpaBIECHHS MYHMIMIATLHOTO 00pa3soBaHHs
AuHHCKOTO0 paiioHa U HacTosuM IlonoxeHreM.
1.5. Kontpons 3a nesrensHocTbi0 apxuBa MBJIOY «lopubit J{C» OCYymIECTBIACT €ro
PYKOBOIHTENh, KOTOPKIit ofecreynBaeT apxuB HeOOX0TMMBIM TIOMEIIEHHEM H 000y I0BaHHEM.
1.6. ITpuka3oM pyKOBOJMTEIA 3a IEATETbHOCT apXHBa HA3HAYACTCA OTBETCTBEHHOE JIULIO.

2. CocTaB 10KYMEHTOB apXHBa

2.1. B apxus MBJIOY «["opnsiii JIC» noctymnaror:
2.1.1. ApxuBHbBIC IOKYMEHTHI, obpa3oBasimecs B mporiecce aeaTebHocTH MBJIOY «l opHblit
JIC», BpeMeHHOr0 XpaHeHHs (HeoOX0IUMBbIE B IPAKTHYECKOH JeATEeNIbHOCTH).
2.1.2. JIOKyMeHTBI TO JMYHOMY COCTaBY, OTPa)kalollUe TPYAOBBIE OTHOLICHHA paboTHHKa €
paboTonarenem.
2.1.3. ApxuBHBIE JOKYMEHTHI MOCTOSHHOTO XpaHEHHs M 1O JMYHOMY COCTaBy YUpEXKICHUH,
npaBonpeeMHUKOM KoTOpbIX sBsieTcs MBJIOY «[ophbii 1C»
2.1.4. CupaBouHbI# anmapar K JIOKyMEHTaM apXHBa.

3. 3aga4n 1 GYHKUHH OTBETCTBECHHOIO 32 1eATE/IbHOCTL APXHBA
3.1. OCHOBHBIMH 3a/a4aMH OTBETCTBEHHOTO 3a jesrebHocTh apxuBa MBJIOY «lopusriid JIC»
SBJISIIOTCS:
3.1.1. KoMnuieKTOBaHKE JJOKyMEHTaMH, COCTaB KOTOPBIX MPelyCMOTPCH pas/ic/ioM 2 HACTOSALIEro
llonoxeHus.
3.1.2. Ofecreuenre eMHBIX MPHHITMIOB OPraHU3alUM XPaHEHHS, KOMIUIEKTOBAaHHA, y4CTa H
HCIIOJIB30BaHHA apXHBHBIX JOKYMEHTOB, HX COXpPaHHOCTH.



3.1.3. IlogroroBka U CBOEBpEMEHHAs Mepejaya JOKYMEHTOB Ha XpaHCHHE B MYHHMIIMIIAIbHBIH
apXuB ¢ CcoOMIoJeHHeM CpOKOB M TpeOOBaHMif, YCTAHABIMBAEMBIX 3aKOHOJATEJbCTBOM 00
apxuBHOM Jienie B Poccuiickoi Menepaliv.
3.1.4. OcymecTBieHre KOHTpoJIs 3a popMupoBaHHeM U 0GOpMIICHHEM JIE] B JENIONPOU3BO/ICTBE
MBJ1OY «l'opnsrit J1C».
3.2. B COOTBETCTBHH C BO3JIOXKEHHBIMH Ha HEro 3ajlayaMd OTBETCTBEHHBIH 3a JEATE/IbHOCTH
apxusa MBJIOY «["opusiii JIC» ocyiecTsiseT cienyromue GyHKIHHU:
3.2.1. llpunumMaet mocse 3aBepIIEHHS JIETONPOH3BOJICTBOM, YYHTEIBAET H XPaHUT HOKYMEHTBI
MBJIOY «lopusrii JIC», obpaboTaHHEIE B COOTBETCTBHH € TPeOOBAHMUAMM, YCTAHOBJIEHHBIMH
3aKOHOJIaTENIbCTBOM 00 apXMBHOM Jene B Poccuiickoi Menepanuu.
3.2.2. OCYWECTBIAET YYET M O00ECHNEYMBAET IIOJHYK) COXPAaHHOCTb MPHHATBIX apPXHBHBIX
JOKYMEHTOB, B TOM YHCIIE 110 JINYHOMY COCTaBY.
3.2.3. Co3paer, MOMOJHAECT U COBEPLICHCTBYET CIIPABOYHBIH anmnapar K XpaHAIIHMCA B apXHBe
aenaMm M JIOKyMeHTaM, ofecreydBaeT €ro IMpeeMCTBEHHOCTh CO CIPAaBOYHBIM almapaTroM
MYHHIMNATEHOTO apXuBa, HoMeHknarypoit aen MBJIOY «I"opusiii JIC».
3.2.4. [IpoBOJMT CBOEBPEMEHHOE YIIOPSIOYEHHE APXUBHBIX JOKYMEHTOB (3KCIIEPTH3Y IIEHHOCTH,
HAYYHO-TEXHHYECKYI0 00pabOTKy, COCTaBIeHHEe OIMCeH H T. 11.).
3.2.5. Tlpencramisier opraHaM MECTHOTO CaMOYIIPaBI€HHA, MYHHIHIAILHOMY apXHBY
HeoOXO0IMMBbIE apXHBHYIO HHPOPMAIIHIO ¥ KOIIMH apXUBHBIX JIOKYMEHTOB, a TaKxke HHYOpMAIHIO
0 COCTaBe, COJePKaHUH H 00beMe XpaHsIIHXCS B apXHBe JIOKYMEHTOB.
3.2.6. Opra"u3yeTr UCIOIb30BaHHE JOKYMEHTOB:
- unpopmupyer aamuuucrpauuo # pabotaukoB MBJIOY «l'opueii JIC» o cocraBe u
COJIEPXAHUU JIOKYMEHTOB apXHBa;
- OecrnaTHO MpPEJOCTABIAET IOJNB30BATENAM apPXHUBHBIMH JOKYMEHTaMH O(OpMIIEHHBIE B
YCTAHOBJIEHHOM MOPS/IKE apXHBHBIE CIIPABKH MJIM KOIIMH apXHBHBIX JIOKYMEHTOB, CBA3aHHBIC C
YCTAHOBJIEHHEM TPYJOBOTO CTaXa, COLMAILHON 3alUTOM TpaXKaad, MpeayCcMaTpHBAOIIEH
HX IIEHCHOHHOro ofOecrieyeHusl, a Tak)Ke IOJTy4eHHE JIbIOT M KOMIICHCAIMH B COOTBETCTBHH C
3akoHonaTenscTBOM Poccuiickoil Penepaliuu;
- BBIJIA€T B YCTAHOBJIEHHOM [OpsJKE Jeia, JOKYMEHThl WM KONMHM JOKYMEHTOB B HEJIAX
CIy’ke0HOr0 M IPaKTHYECKOTO HCIIOIB30BaHHUs /UIsk pabOTHI B IOMELIEHHH apXHBa;
- BEJIET y4YeT UCIOJIL30BaHUs JOKYMEHTOB, XPaHALIMXCA B apXHBE.

4. IlpaBa ¥ 0OTBETCTBEHHOCTH MO BeJCHHIO APXHBA.
4.1. Jlns BBINOJHEHHS BO3JIOXKEHHBIX 3a1a4 # (YHKIIHI JIHII0, OTBETCTBEHHOE 32 BeICHHE apXHuBa
MBJ10Y «l opusrit JIC», umeeT mpaso:
4.1.1. KOHTpOIMpPOBATE BHITOTHEHHE YCTAHOBICHHBIX PaBHI paboThl ¢ lokymenTamu B MbJIOY
«[opubiii J1C».
4.2. HeceT OTBETCTBEHHOCTD 3a BbIIOJIHEHHE BO3JIOKEHHBIX Ha apXHB 3a1a4 H QyHKIHM.
43. 3a yrtpary M nopyy [JOKYMEHTOB JOJDKHOCTHBIC JTHIA YYPCKACHHA (pyxoBOHTEIE
YUPEKIEHHS | JIUL0, OTBETCTBCHHOE 32 BEICHHE APXHBA) HECYT OTBETCTBEHHOCTh B COOTBETCTBHA
C HeﬁCTBy}OIHHM 3aKOHOAAaTCJIBCTBOM.

5. KomnuiekToBanue apxusa
5.1. IlogrotoBka nokyMmenToB K mepenade B apxuB MBJIOV «lopubii JIC» BKIIOYAET
odopmIieHHE €11, COCTaBJIEHHE OIHCH.
5.2. OdbopmiaeHHe 1€l
5.2.1. Jlena MOCTOSIHHOTO XpaHEHHMs MOAIIHBAIOTCS B TBEPAYIO OOJIONKKY CYpPOBBIMH HHTKaMH.
JlueTel HymMepylOTCS B TPaBOM BEPXHEM YTIY MPOCTHIM KapaHIAlIOM. KonuyecTBO JIMCTOB B
Ka)KJ0M Jiesie He a0spkHo npesbimark 250. B konne nena Ha OTAEIBHOM JIHCTE COCTABIIACTCA
3aBEPHTE/IbHASA HAIIHCh.
52.2. Ha ob6noxKe el MOCTOSHHOIO XpaHEHHs JOJDKHBI OBITH NPOCTABIEHBI CIECIYIOLINC
PEKBM3MTBI:  TMOJIHOE  HAWMCHOBAHHE  BBILCCTOALICH  OPraHM3aUWH,  HAHMCHOBAHHC
06pa3zoBaTeIbHOrO y4YpexX/IeHHs, HoMep (MHIEKC) Jesia Mo HOMEHKIAType, 3arosioBoK Jeia,



KOJIMYECTBO JIKCTOB, CPOK XPaHEHHS HIIH OTMETKA «XpaHHTh MOCTOSHHO», HOMep (oHza, onucy,
aera.

5.2.3. Ilo okoHYaHHUH [EIONPOU3BOJCTBEHHOI0 rojia B 0OpMIICHHBIE 00I0KKH €1 IOCTOAHHOIO
XpaHEHHs] BHOCATCSA He0oOXOJWUMblE YTOYHEHMS: B  3arojOBKM  [J€J, COJAEpMKalux
pacropsIMTeIbHbIe JOKYMEHTBl (IPUKa3bl, IPOTOKOJbI), BHOCATCS HOMEpPa; €CIH JIeno ¢
[EPEITMCKON COCTOUT U3 HECKOJIBKMX TOMOB, B KXK/IOM TOME YKa3bIBA€TCA KOPPECIIOHIEHT, aBTOP,
TCPPHTOPHSA, ApyrHe JaHHble. B kau/10M ToMe ykasbiBaeTcs JaTa (YHCI0, MecsIl, roJ1) Havaja H
OKOHYaHHs JJAaHHOI'O ToMa. To4HbIe AaThl NPOCTABJIAIOTCS Ha 00J0XKKax Ul OBICTPOro moMcka
JIOKYMEHTOB B IIOCIIEAYIOLIEM; W3 3aBEPHTEIbHOH HaaNHCH Ha OOJIOKKY Jela BBIHOCHTCH
KOJIMYECTBO JIMCTOB B JIENIE.

5.2.4. Hagnucu Ha oONOXKKax Jen MOCTOSHHOTO H JIOJTOBPEMEHHOIO XpaHEHHs CledyeT
IIPOM3BOIMTH YETKO, CBETOCTOHKUMH YEPHHIIAMH.

5.2.5. Jlnd yuera KOJIMYecTBa JIACTOB B Jejie M (ukcauud ocoOEHHOCTEH MX HyMepalMH Ha
OT/EIBHOM JIACTE COCTABIIACTCS 3aBEPUTENIbHAS HA/IUCh.

B 3aBepHTENLHOM HAAMHCH YKa3bIBaeTCSd KOJIHYECTBO JHCTOB (IM(PaMH H NPOIHCHIO) B JICIE.
3aBepuTeNbHAA HAAMUCH MOJIMHCHIBAETCS COCTABHUTENIEM C YKa3aHHEM €ro JO/DKHOCTH M JIaThl
COCTABJICHHS.

5.2.6. BHyTpeHHss OIUCh COCTABJIACTCA K JieJIaM [TOCTOSHHOTO M JI0JIrOBpEMEHHOrO (cBbiuie 10
jieT) cpoka xpaHeHus, CGOPMHUPOBAHHBIM 110 Pa3HOBUIHOCTSM JOKYMEHTOB, 3ar0JIOBKH KOTOPBIX
HE PacKpPBIBAIOT KOHKPETHOE COJEpKaHHe TOKYMEHTOB (0c000 IeHHBIe, THYHEIE Je1a H JIp. ).
5.2.7. lena BpeMeHHOro XpaHeHus 0QOopMIIAIOTCS YIIPOLIEHHO:

OHH HE MOJIINBAKTCSA, JIACTH B HUX HE HyMEpYIOTCs, YTOUHEHHE Ha 00JI0XKKaX HE IIPOM3BOIMTCA,
OITHCH Ha Jejila HE COCTABJIAIOTCA, YYE€T BEACTCA 10 HOMEHKIIAType AEIl.

5.3. Onucanue JOKYMEHTOB ITOCTOSIHHOTO CPOKA XPaHEHMS.

5.3.1. ITo okoHuanuu jaenonpousBoacTBeHHoro roga B MBJIOY «lopnsiit JIC» npon3BoauTCs
0TOOp JAOKYMEHTOB IOCTOSHHOIO CPOKA XPaHEHHs [UIA BKJIIOYEHHs HX B OIHCh. OMMCh COCTOMT
M3 rOJ0BBIX Pa3/IeioB, BHYTPH roja Jejia pacroiaraloTes Mo CTENeHH 3HAaYUMOCTH C Y4ETOM
HOMMHAJILHOTO IIPHHIIAIA (B COOTBETCTBHH C HOMEHKJIATYpOit 00pa30BaTeIbHOr0 YUPEeXICHNUS).
5.3.2. Ouucu COCTaBIAKOTCS pa3fe]bHO Ha Jela MOCTOAHHOrO XpPaHEHHs IO OCHOBHOH
JIeATeIbHOCTH H Ha Jie/1a 10 JIKYHOMY COCTaBy.

5.3.3. OnucH cOCTaBISAIOTCS JENIONPOU3BOJAETEIIEM.

5.3.4. Onuchk BefieTcs B €/IMHON BAJIOBOH HyMEpalluy B TEUCHHE HECKOJIBKUX JIET

5.3.5. Ha jiena ¢ HCTEKIIAM CPOKOM XPaHEHHs COCTABIIAETCA aKT 00 yHHYTOKCHHH.
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