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1. O0mue noJs10xeHust

[Tonoxxenne 00 apxuBe MyHHIMIATBHOTO 00IIE00pa30BaTENbHOrO yupexkaeHus «CpeaHss
obmeobpa3oBarenbhas mkona 1.Kypopr -Hapacyn» (manmee - Ilomoxenue), pa3paboTaHo B
cootBercTBUU ¢ DenepanbHbiM 3akoHOM «OO0 apxuBHOM jaene B Poccuiickoit ®deneparum» oT
22.10.2004 Ne 125- @3, B cooTBeTcTBUH ¢ [IpMMepHBIM IMOJIOKEHHEM 00 apXWBE OpraHHU3alluy,
YTBEPKICHHBIM TpukazoM PenepanbHoro apxuBHoro areHtctBa oT 11.04.2018 r. No 42,
METOIUYECKUMH PEKOMEHJAIUsAMU 10 paboTe C JOKYMEHTaMH B 00IIe00pa30BaTEIbHBIX
yupexaeHusax; npukasz Ne 77 or31 urons 2023 r. @enepanbHOro ApXUBHOI0 AreHTCTBA

Hacrosiee [Tonoxenne pa3paboTaHo B HENAX:

- COBEpILUEHCTBOBAHUS JAEIATEILHOCTU B cpepe OpraHu3alii XpaHEHHs], KOMIJIEKTOBaHUS, ydeTa
U UCTIOIh30BaHus apXuBHBIX ToKyMeHTOB MOY «COIll n.Kypopt -Hapacyn» (manee OY);
- palUMOHAJBHOHN OpraHM3aluu JOKYMEHTAIMOHHOTro obecneyenus B OY.

ApxuB OV co3ngaercsi B LENSIX XpaHEHUs], KOMIUIEKTOBAHHUSI, Y4€Ta U UCIOJIb30BaHUS
JIOKYMEHTOB, 00pa3yromuxcs B mporecce aeareabHocTd OY U 3aKOHYEHHBIX JIEI0MPOU3BOICTBOM
JOKYMEHTOB MPaKTUYECKOr0 Ha3HAYEeHMsI, UX OTOOpa M MOJATOTOBKU K Iepe/ladye Ha XpaHEHUE B
MYHUIUIIATbHBIN apXUB.

B cBoeii pabote apxuB OY pyKOBOJACTBYETCS 3aKOHOAATEIHCTBOM 00 apXUBHOM JIeTie B
Poccuiickoit @enepanny, MHBIMA HOPMAaTUBHBIMU NPaBOBBIMU akTaMu Poccuiickoit Penepanuu,
nokainbHbIMU akTaMu OY u Hactosmum [lonoxenuem.

KonTtpons 3a gesarenbHocThro apxuBa OV  OCyLIECTBISIET AUPEKTOP, a B €ro
OTCYTCTBUM  3aMECTUTENIb JIUPEKTOpa, KOTOpble O00ecrneyuBaloT apXuB HEOOXOJAUMBIM
MIOMEILEHUEM.

2. CocTaB 10KYMEHTOB apXuBa
ApXUBHBIE JOKYMEHTBI, IOCTyMarolue Ha XpaHeHue B apxuB OV oTHOCATCS K
MYHULIUTIAJIbHOW COOCTBEHHOCTH, HE TMOJJIekAT TNPUBATHU3ALUU, HE MOTYT OBITh OOBEKTOM
IIPOJIaYKH, MEHBI, TAPEHUS, a TAKXKE MHBIX CAEJIOK, MOTYIIMX IIPUBECTH K UX OTUYKICHHUIO.
B apxuB OV nocrynaror:
ApxuBHBIE JOKYMEHTHI, oOpa3oBaBUIMecs B Iporecce aesreabHocTn OV
BPEMEHHOT'0 XpaHECHHS (HEOOXOIUMBIE B TIPAKTUYCCKOM JESITEIIBHOCTH).
ApXUBHBIE TOKYMEHTBI, 00pa30BaBIIuecs B porecce aesareapHocT OY.

JIOKyMEHTBI TI0 JIMYHOMY COCTaBY, OTPXKAIOIIWE TPYIOBBIE OTHOIICHHS
paboTHHKa ¢ paboTomareaem.

JokyMeHTsI 1o ydamumcs OVY.
ApXUBHBIE JOKYMEHTHI IOCTOSIHHOTO XPaHEHMSL.
3.3amauyu u pyHKUMH apxXuBa.
OcHoBHble 3a1aun apxuBa OY:

KomnnexroBanue JIOKYMEHTaMH, COCTaB KOTOPBIX MIPETyCMOTPEH
pazaenom 2 Hactosiiero [lomoxenus.
Obecneuenue €IMHBIX HPHUHIIATIOB OopraHu3anuu
XpaHeHI/ISI, KOMIIJICKTOBAHUA, yqua U HCIIOJIB30BAaHUC apXI/IBHBIX

JIOKYMEHTOB, UX COXPaHHOCTH.
OcymiecTBiieHre KOHTpoyis 3a (opMuUpoBaHHEM U odopMiecHHEM el B
nenonpousBoactee OY.
B cooTBeTcTBUM C BO3NMOXKEHHBIMH Ha Hero 3anadamMu apxuB OY ocymiecTBisieT
cienyromue QyHKIUU:

[IpuHuMaer mocie 3aBepUICHUs JEIONPOM3BOJCTBA, YYUTHIBAET M XPAHUT
nokymeHTtel OY, o00paboTaHHble B COOTBETCTBUHM C TpeOOBAaHUSMH, YCTaHOBJIECHHBIMU
3aKOHOJATEILCTBOM 00 apXuBHOM jene B Poccuiickoit denepanun.

OcymiecTBigeT yueT u o0ecrneyrBaeT MOoJHYI0 COXPAaHHOCTh MPUHSATHIX apXUBHBIX
JIOKYMEHTOB, B TOM UYHCJI€ 10 INYHOMY COCTaBY.

[IpoBOAUT CBOEBpPEMEHHOE YIOPSIOYEHHE apXUBHBIX JOKYMEHTOB (3KCIEPTU3Y

[IEHHOCTH, HAYyYHO-TEXHUYECKYIO 00pabOTKy, COCTaBJIEHUE OMHUCEH H T.JI.).
OpraHu3yeT UCTIOIb30BAHUE JOKYMEHTOB:

- uHbOpMUpPYET aJIMUHHUCTpaLMIO U paboTHUKOB OV 0 cocraBe U COAEPKAHUU JTOKYMEHTOB
apXuBa;
- OecIlaTHO TMPEAOCTABISICT TIOJIB30BATENISIM ApPXUBHBIMU JIOKYMEHTaMHu O(OopMIICHHBIC



B YCTaHOBJICHHOM IOPSIAIKE apXHUBHBIE CIIPABKU WJIA KOIMHM apXUBHBIX JOKYMEHTOB, CBSI3aHHBIE C
YCTAHOBJICHUEM TPYAOBOTO CTaXKa, COIMAJIbHOW 3alMTOM Tpa)KaaH, MpeaycMaTpuBaro- IEd HX
MEHCUOHHOE OO0eCreveHrne, a TakKe TMOJIydeHHe JIbrOT U KOMIIGHCAIIMi B COOTBETCTBHH C
3aKoHoaresbecTBOM Poccuniickoit denepanuu;

- BBIJAET B YCTAHOBJICHHOM IMOPSAKE Ji€Ja, AOKYMEHTbl WM KOMHH JOKYMEHTOB B LEJSX
CIIy’keOHOTO UM MPaKTUYECKOTO UCIOJIb30BaHU Ui paOOTHl B IOMELICHUH apXUBa;

= BCACT Y4CT HUCIIOJIB30BaHHA JOKYMCHTOB, XPAaHAIINXCS B apXUBE.

4. IlpaBa ¥ OTBETCTBEHHOCThH
Jlis BBIMIOJHEHHS] BO3JIOKEHHBIX 3a7ad W (YHKIHUI JUI0, OTBETCTBEHHOE 3a
BeneHue apxuBa OY, UMeeT mpaBo:
KoHTponupoBaTh BBINOJIHEHWE YCTAHOBJIEHHBIX MPaBUI PabOTHI C
nokymeHtamu BOY.
Jluto, orBercTBeHHOE 3a BeaeHue apxuBa OV, HeceT OTBETCTBEHHOCTh 3a

BBITIOJTHEHHUE BO3JIO’KEHHBIX Ha apXUB 33]1a4 U QyHKIUH.
3a yTpaTy U HOpYy JTOKYMEHTOB JOJLKHOCTHBIE JIMLA YUPEKIACHUS (PYKOBOAUTEIH
YUpEXKIIEHUS, 3aMECTUTEIN PYKOBOAMUTENS U JIULIO, OTBETCTBEHHOE 3a BEJCHHE apXuBa) HECYT
OTBETCTBEHHOCTb B COOTBETCTBUU C ACHCTBYIOIINM 3aKOHOJATEIHCTBOM.

5. KommiekToBaHue apxuBa

[ToaroroBka 10KyMEHTOB K nepefaue B apxuB OV BKIIIOYAET 3KCIEPTU3Y HAYUHON

U MPaKTHYECKOW IEHHOCTH JOKYMEHTOB, O(OPMIICHHE /1], COCTABICHUE OTHCH.
OKcnepTu3a IEeHHOCTH JOKYMEHTOB.
OKcnepTusa LEHHOCTH JOKYMEHTOB - OIpPEAEICHUE LEHHOCTU JOKYMEHTOB C
LIEJIBI0 0TOOPA UX HA XPaHEHHE U YCTAHOBJIEHUE CPOKOB XPAHEHMUS.
DKcnepTu3y LEHHOCTU AOKYMEHTOB B OV OCyIIECTBISET MOCTOSHHO JAEHCTBYIOIIAS

JKCIIEPTHAsI KOMHUCCHS.

OKkcnepTHas KOMHMCCHsA Ha3Hadaercs npuka3oM aupexkropa OY. B cocras

3KCHepTHOI71 KOMHUCCHUHU BKJIIFOUAKOT HEC MCHECC Tpex COpr,Z[HI/IKOB, B TOM YHCJIC B O6$I3aTeJILHOM
MOPSIIKE JIUIO, OTBETCTBEHHOE 3a BeneHue apxusa OVY.

DKcnepTHasi KOMUCCHUSI Ha 3aceJaHUsAX paccMaTpuBaeT: HOMeHkiarypy aen OV, onucu
JIe7 TIOCTOSTHHOTO XpaHEHUs W IO JIMYHOMY COCTaBY, aKThl Ha JIOKYMEHTHI, BBIJEISIEMBIC K
YHUYTOXKEHUIO.

Odopmnenue aer.

Jlena MOCTOSIHHOTO XpaHEHMs MOAIIMBAIOTCS B TBEPAYIO OOJOXKKY CYpPOBBIMH
HUTKaMU. JIMCTBI HyMepyloTcs B IIpaBOM BEPXHEM YINIy NPOCTHIM KapaHjaaumoM. KoimuecTBo
JUCTOB B Ka)XJOM JieJie HE JOJDKHO mpeBbimath 250. B koHIE fena Ha OTIEIbHOM JIMCTE
COCTaBJIsieTCs 3aBEPUTEbHASL HAAMUCh.

Ha o0noxke nen1 TMOCTOSHHOTO XPaHEHHs JIOJKHBI OBITh IPOCTABJICHBI
CIIeyIOIlMe PEeKBU3UTHI: HAMMEHOBAaHUE 00pa30BaTENIbHOTO YUpPEKIACHHs, HOMEep (MHIEKC) Jena
M0 HOMEHKJIAaType, 3aroj0BOK JIeN1a, KOJIUYECTBO JUCTOB, CPOK XPAHEHHUS UM OTMETKA «XPaHUTh
MOCTOSTHHOY», HOMEP (poHa, OIHCH, Jerna.

[To oxoH4YaHMM JEIONPOU3BOJCTBEHHOIO roja B O(OpPMIIEHHBIE OOJIOXKKH e
MOCTOAHHOI'O XPAHCHUA BHOCATCHA HGO6XOI[I/IMI>I€ YTOUYHCHUA: B 3aroJIOBKU ACJI, COACPIKAIIUX
pacnopsiAUTeNbHbIEe JOKYMEHThl (TpUKa3bl, MPOTOKOJBI), BHOCATCS HOMEpA; €Clu JeJo C
MEPENUCKON COCTOUT M3 HECKOJIBKIX TOMOB, B K&KJIOM TOME YKa3bIBA€TCS KOPPECIIOHICHT, aBTOp,
TEeppUTOpUs, APyrue AaHHblE. B Kaka0oM ToMe yKas3bIBaeTcs JaTa (YUCIO, MeCsIl, roJl) Hadaida U
OKOHYaHHUA OJAaHHOI'O TOMaA. TouHble AAaThbl IMPOCTABJIAIOTCA Ha OGHO)KK&X JJIS 6BICTpOF0 IIOHUCKa
JOKYMEHTOB B IIOCIIEAYIOIIEM; M3 3aBEPUTENIbHON HAJIUCH Ha OOJIOXKKY Jella BBIHOCHUTCS
KOJIMYECTBO JIUCTOB B JIEIIE.

Hagnucu Ha 00m0kKkax el MOCTOSHHOTO U JOJITOBPEMEHHOI'O XPaHEHUs
CJIeIyeT MPOU3BOJIUTH YETKO, CBETOCTOMKUMH YEPHUIIAMHU.
Jlnist yyeTa KOJIM4YEeCTBa JJUCTOB B Jefie U (PUKCAIIMM OCOOCHHOCTEN MX HyMepaluuu
Ha OTAEJILHOM JIUCTE COCTABIISIETCS 3aBEPUTENbHAS HAMKCh.
B 3aBepuTenpHON HAAMKMCH YKa3bIBAETCS KOJUYECTBO JIUCTOB (IMdpaMu U MPOIMHKCHIO) B
i (2) (SR 3aBCpI/ITeHLHaH HaANIUCh TOANHCBIBACTCA COCTABUTCJIICM C YKA3aHUCM €ro AJOJDKHOCTU H
JIaThl COCTaBJICHHUSL.
BHYTpeHHH}I OIMUCb COCTABJACTCA K ACIaM IMOCTOAHHOI'O U OOJITOBPEMCHHOI'O



(cBemme 10 ;meT) cpoka XpaHeHHs, CPOPMHUPOBAHHBIM IO PA3HOBHUIHOCTSAM JOKYMEHTOB,
3arOJIOBKH KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COJIEpXKaHHWE TOKYMEHTOB (0c000 IICHHEIE,
JUYHBIE JeNa U Ap.).

Jlena BpeMEHHOTO XpaHEHHs OOPMIISIOTCS YIIPOIIICHHO:
OHHU HE TIOJIINBAIOTCS, JIUCTHl B HUX HE HYMEPYIOTCS, yTOUHEHHE Ha OOJIOKKAX HE TPOU3BOJHUTCS,
OTIHCH Ha JIeTIa He COCTaBIISIOTCS, YUET BEACTCS M0 HOMEHKIIATYpe JIe.

Onucanne TOKYMEHTOB MTOCTOSTHHOTO CPOKa XpaHEHUS.
Onrcu COCTaBISAIOTCS Pa3eIbHO HA JieJia TOCTOSHHOTO XPaHEHUs 10 OCHOBHOM
NCATCIIBHOCTHU U HA JI€J1a 110 HI/I‘-IHOMy COCTaBy.
Omnucu 3 {0) OCHOBHOH JIESITeITbHOCTH BBITTOTHSIOTCS
nenonpousBoguTenaeM. Omucu 1O JUYHOMY COCTaBY  BBIMOJHSIOTCS
CIIELUATIMCTOM TI0 KaJpam.
Onuce Beercs B €1MHON BaJIOBOW HyMEpaluy B TEUEHUE HECKOJIBKUX JIET .

Ha AcJIa C U CTCKIINUM CPOKOM XPAHCHHUSA COCTABJIACTCSA aKT 00 YHUYTOKCHHUU.
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