Jlo3oBa
Jlapuca
BukTop
Ha

Moanucaro
A o
yndposoit
noanucsIo:
Nososas Jlapuca
OB BuktoposHa
Hara: 2024.08.13

10:11:26 +07'00"

YTBEPXJIAIO

3aBe MBJIOV Ne 16
JI.B. JIo3oBas
npuxas \e 23 o1 /F 0L Ao/F =

, \/,pjt’dxcenne 00 apxuBe MyHHIHNAILHOrO GI03KeTHOr0 J0MKOILHOro
0 ‘&ﬁOBaTeﬂbHOl‘O yupesxaennsi Ne 16 «/lerckuii can KOMOHHHPOBAHHOI0 BHA2»
1. O0mmue MoI0KEHUS

1.1. Tlonoxenue 06 MyHHIMIATEHOTO OFODKETHOIO JOLIKOIBHOTO 06pa3zoBaTeIbHOTO
yupexnennss Ne 16 «Jlerckuit can KOMOMHUPOBAHHOIO BHUAA» (nanee-YupexeHue),
pa3paboTaHo B COOTBETCTBHH ¢ De/iepabHbIM 3aKOHOM «O6 apxuBHOM ziene B Poccuiickon
®enepanum» oT 22.10.2004 Ne 125-®3, MertoauuecKMMi peKOMEHJaUsIMU TI0 pabote ¢
JOKyMEHTaM# B 00111e06pa30BaTeNbHbIX YUPEKACHUAX.
1.2. Hacrosimee ITosnoxenue pa3paboTaHo B IENAX:

—  COBEpIIEHCTBOBAHMSI IEATEIHHOCTH B C(epe OpraHu3allui XpaHeHHs,

KOMILIEKTOBAHHS, ydeTa ¥ MCIIOIb30BaHUsI apXUBHBIX IOKYMEHTOB VupexaeHus

— paIMOHAIBHOM OpraHM3alliy JOKyMEHTAIHOHHOTO obecrieueHus B Y YpPEIKICHUS

1.3. ApxuB YupexaeHus CO3JaeTCsl B LIeNSX XPAHEHHUsl, KOMILICKTOBAHNA, yudera
HCIIONB30BAHMS JOKYMEHTOB, 00pa3yIOIIMXCsl B IIPOLECCe NeATENILHOCTH VupexaeHus u
3aKOHUEHHBIX J€JI0NPOMU3BOICTBOM JOKYMEHTOB IIPaKTHIECKOro Ha3HAYCHHUS, NX orbopa U
MOJATOTOBKH K Tepeaye Ha XpaHeHHE B MYHHILUIIAIBHBIA apXUB.

1.4. B cBoeli paboTe apxuB YUpexaeHus pPyKOBOACTBYETCS 3aKOHOJIATEILCTBOM 00
apXMBHOM fiesie B Poccuiickoi denepanyy, HHBIMA HOPMaTHBHBIMHA ITPaBOBLIMU aKTaMHu
Poccuiickoii ®epepanyy, JOKAIbHBIMA aKTaMK Y UPEKICHAS U HACTOALIM ITonoxxeHueM.

1.5. KOHTpOIIb 32 IEATENLHOCTBIO apXKBa YUPEKICHAT OCYIIECTBIACT 3aBeIyloIas, a
B €8 OTCYTCTBHH JIMIIO, HA3HAYEHHOE IPUKa30M PYKOBOIUTEIS.

1.6. HenocpeACTBEHHOE PyKOBOJCTBO apXUBOM YupexIeHus BO3JaraeTcs NpuKasoM
3aBelyIollel Ha JIUI0, OTBETCTBEHHOE 32 BE/ICHHE apXnuBa —JIeJIONIPOU3BOAUTEIS.

2. CocTaB I0KYMEHTOB apXuBa
2.1. ApxuBHBIE IOKYMEHTEI, IOCTYIIAIONIAE Ha XPaHEHUE B apXHB VupexaeHus,
OTHOCATCS K MyHHIMIATBHOM COGCTBEHHOCTH, HE TIOIEKAT MPUBATH3ALIHH, He MOTyT OBbITh
0OBEKTOM IIPOIAXKH, MEHBI, JaPEHMUs], & TAK)Ke HHBIX CIeI0K, MOTYIIHIX IIPUBECTH K UX
OTUYXXIECHHMIO.
2.2. B apxuB YYpexIeHUs MOCTYMaroT:

2.2.1. ApxuBHBIE JIOKYMEHTEI, obpazoBaBiIEecss B Ipolecce JACATC]IBHOCTH
VupexeHus , BPEMEHHOTO XPaHEeHHs (He06X0MMBIe B IPAKTHYECKOM JEATETBHOCTH).

2.2.2. ApxuBHBIE JOKYMEHTBI, obpasoBaBuIiecss B Mpouecce CATCIbHOCTH
YupexaeHus

2.2.3. JIOKyMEHTHI 1O JMYHOMY COCTaBYy, OTPNaoulMe TPyHOBBIC OTHOILIEHHS
paboTHHKa ¢ paboToaTeneM.

2.2.4. ApxvBHBIE JOKYMEHTbI IIOCTOSHHOIO XPaHEHH.

3. 3agauu 4 GyHKIHH apXHBa.
3.1. OCHOBHBIMH 33la4aMH apxuBa Y YPEIKACHHUS ABJISIOTCA.
3.1.1. KOMIUIEKTOBaHHE IOKyMEHTaMH, COCTaB KOTOPBIX NPEIyCMOTPEH pasieoM
2 nHactosuiero [TomoxeHus.



3.1.2. OGecneueHre €IMHBIX NPUHLUIOB OPTraHU3ALMH XPAHEHHSI, KOMIUIEKTOBAHMS,
y4eTa U UCIOJIb30BAaHUE aPXUBHBIX IOKYMEHTOB, UX COXPAHHOCTH.

3.1.3. OcymecTBieHue KOHTpoiss 3a (opmupoBaHueM U OQPOpPMIICHHEM Jel B
JEJIONIPOU3BOJICTBE Y UPEIKIACHUS.

3.2. B cooTBETCTBUY € BO3JIOKEHHBIMH HA HETO 3aJa4aMy apXUB Y UPEIKICHUS
OCYIIECTBIISIET CJICIYIOMNUE PYHKIIUU:

3.2.1. IlpyHUMAaET Mocie 3aBEPIICHUS JEIONPOU3BOICTBOM, YUATHIBAET U XPAHUT
JOKYMEHTBI YUpeKJaeHusi, o0paboTaHHbIE B COOTBETCTBUHU C TPEOOBAHUSIMU,
YCTaHOBJIEHHBIMU 3aKOHOAATENIbCTBOM 00 apxuBHOM Jene B Poccuiickoit denepanumu.

3.2.2. OcymecTBiasieT y4eT M 0O€ecleyruBaeT MOJHYI0 COXPAaHHOCTh MPHUHATHIX
apXUBHBIX IOKYMEHTOB, B TOM YHUCJIE MO JUYHOMY COCTaBY.

3.2.3. OpranusyeT UCroib30BaHUE JOKYMEHTOB:

- OecruIaTHO MPeI0CTaBISET MOJIb30BaTENIIM apXUBHBIMU JTOKYMEHTaMU 0(pOpMIICHHBIE B
YCTAaHOBJIEHHOM TOPSJIKE ApXUBHBIE CIPABKU WIIM KOMMH APXUBHBIX JOKYMEHTOB,
CBSI3aHHBIE C YCTAHOBJIEHUEM TPYJIOBOTO CTa)ka, COLMAIbLHOM 3alIMTON TpaxaaH,
npenycMaTpHUBalolel X MEHCUOHHOE 00ecleueHue, a TaKkKe MoJyueHue JbIoT U
KOMIIEHCAIIM{ B COOTBETCTBUU C 3aKOoHOAaTenbcTBOM Poccuiickoit deneparui;

- BBIJIAET B YCTAHOBJICHHOM MOPSAKE Jeja, TOKYMEHThI WM KOMUU JOKYMEHTOB B LIETISX
CIIy’k€OHOT0 U MPaKTUYECKOT'O UCIIOIB30BaHUA JIJIs1 paOOTHI B MOMEIICHUU apXUBa;

- BEJIET y4YeT UCIOJIb30BaHUs JOKYMEHTOB, XPaHSIIIUXCS B apXUBE.

4, IIpaBa u OTBETCTBEHHOCTbD

4.1. J1ns1 BBIIOJTHEHUS BO3JIOKEHHBIX 33]1a4 U (PYHKIUI JIM1I0, OTBETCTBEHHOE 32
BEJICHUE apXuBa YUpEXKJEHUS , UMEET IIPaBO:

42. 3a yrpary U T1OpYy JAOKYMEHTOB JOJDKHOCTHBIE JIMLA YYPEXKACHUS
(pykoBOOUTENb YYpEXKIECHUS M JIMLO, OTBETCTBEHHOE 3a BEIACHHE apXuBa) HECYT
OTBETCTBEHHOCTh B COOTBETCTBUU C JIEUCTBYIOIIHUM 3aKOHOIATEIbCTBOM.

5. KommiiekroBanue apxuBa

5.1. TloaroroBka AOKYMEHTOB K MEpefaye B apXUB YUPEKIACHUA BKJTIOYAET
oopMIICHHE JIe]I, COCTABIICHHUE OITHCH.

5.2. Opopmiienue ner.

5.2.1. Jlena MocTOSSHHOTO XpaHEHUS TIOIIIUBAIOTCS B TBEPAYIO OOJIOXKKY.

5.2.2. Ha o00y0)kKe 1€l IOCTOSHHOTO XpaHCHHS JOJDKHBI OBITh IIPOCTABJICHBI
CIICAYIOIINE PEKBH3UTHI: HAUMEHOBAHHWE OOPa30BaTEIILHOTO YUpEKACHUS, HOMEp (MHJICKC)
7iea 0 HOMEHKJIAType.

5.2.3. Haanucu Ha 00105KKaX JIe TOCTOSIHHOTO U JTIOJITOBPEMEHHOTO XPaHCHUS
cleayeT MPOU3BOIUTH YETKO, CBETOCTOMKUMH YCPHHUIIAMH.

5.2.4. BHyTpeHHSS ONHUCHh COCTABIAETCS K JCIaM ITOCTOSTHHOTO U JOJITOBPEMEHHOTO
(cBermre 10 eT) cpoka xpaHeHHsI, CHOPMUPOBAHHBIM 10 Pa3HOBUIHOCTSAM JOKYMEHTOB.

5.2.5. [lena BpeMEHHOTO XpaHEeHUS O()OPMIISIIOTCS YIPOIIICHHO:

OHM HE TIOJIIUBAIOTCS, JIACTHI B HUX HE HYMEPYIOTCS, YUET BEJICTCS TI0 HOMECHKJIAType JICIL.

5.3. Onmcanue JOKyMEHTOB ITOCTOSTHHOTO CPOKa XpaHCHHMS.

5.3.1. OnmcH coCTaBIIIOTCS pa3/IelIbHO HA Jiella IIOCTOSHHOTO XPaHCHHS 110
OCHOBHOM JCATEILHOCTH U Ha Jieja 10 JINYHOMY COCTaBY.

5.3.2. Onmcu COCTaBISAIOTCS JEIOMPOU3BOIUTEIIEM.

5.3.3. Ha aena ¢ HCTEKIIUM CPOKOM XPaHEHHUS COCTABIISICTCS aKT 00 YHUUYTOXKCHHH.



MynununanbHOe OIOIKETHOE IONIKOIBLHOE 00pa3oBaTeabHOe yupexaeHue No 16
«/leTckuii ca KOMOMHHUPOBAHHOTO BUAA

I[MTPUKA3 Ned3

ot « 19 » dpeBpans 2019 r

« O6 yTBepxaeHNMN apXUBa
MBJIOY Ne 16»

B B coorBerctBun ¢ ®enepanbubiM 3akoHOM «OO0 apxuBHOM jene B Poccuiickoit
Oeneparun» ot 22.10.2004 No 125-D3, MeTtoauueckuMu peKOMEHAAIUSIMH TI0 padboTe ¢
JOKyMEHTaMH B 0O0Ie00pa30BaTeIbHBIX YUPESKACHUSX, MOTHBHPOBAHHBIM MHEHUEM
npodcoroznoro komureta MBJIOY Ne 16 ot 19.02.2019r.

1. VBepauts NonoxeHne 06 MyHUIIMTIATBEHOTO OFOJIKETHOTO JIOITKOJIBLHOTO
oOpazoBaTenbHOTO yupexaeHus Ne 16 «/leTckuii cai KOMOMHUPOBAHHOTO BHJIa

2. Crapmemy Bocriutatento Bamn E.B. PazmecTuts nanHoe nmosioxeHne Ha
odunuanbHOM caiite Yupexaenus B cpok g0 01.03.2019r.

3aBenyromias JI.B. JIo3oBas
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