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Hososxenne 00 apxuse
MYHHIAIAIEHOT0 ABTOHOMHOIO JOIIKOJILHOIO0
o06pazoBaTeIbHOTO yupesxaeHus ropoia HuxneBapToBcKa

nerckoro caga Ne 21 «3Be3gouxa»

1. OGuue moJ0KeHHUSsI.

[Tonoxxeuue 00 apxuBe MYHUIMNATBHOIO ABTOHOMHOTO  JIOLIKOJIBHOTO
00pa3oBaTeNbHOrO yUPEeKIAEHHUsS TOpoAa HmxHeBapTOBCKa HETCKOTO cajia Ne 21
«3Be3nouKay (mamee Ilonoskenwe) paspaboTaHo Ha ocHOBaHWM — DeneparbHOTO
3axoHa OT 22.10.2004 Ne 125-®3 «O6 apxusHOM feie B Poccuiickon Deneparuin,
nprkasa Pocapxusa or 11.04.2018 roma Ne 42 «O6 yTBEepKAECHUU IIPUMEPHOIO
[TosioxeHUsI 00 apXyBe OpraHU3alUy», IpuKasa MUHHUCTEPCTBA KyJIbTyPbl P® ot
31.05.2015 Ne526 O6G  yTBepXACHWM IPaBUJI  OpraHM3allMd  XPaHCHUH,
KOMIUIEKTOBAHMS, yUéTa ¥ HCIOJb30BAHUA JOKYMEHTOB ApPXHBHOTO donma
Poccuitckoii @epmepanuu W IpYyrMX AapXWBHBIX JIOKYMEHTOB B OpraHax
rOCyIapCTBEHHOMN BIIACTH, OPTaHaX MECTHOTO CaMOYIPABIICHNS U OPraHU3alliAX)
Hacrostmee IlonosxeHne pernamMeHTHPYeT MOPSIOK W OpraHM3aluio  XpaHCHUA
JOKYMEHTOB apXWBa, OlpefelseT BeJieHHWe IIOpsAjKa ydeTa NOKyMEHTOB apXvBa
OpraHM3allAW,  Pa3bsCHACT IOPSAJOK KOMIUICKTOBAHME apXuBa OpraHUsalliy,
ompenesseT OpraHU3aIUIo MCIIONB30BAHNS JJOKYMEHTOB, Pa3bsSCHSIET  IOPSIOK
mepefaud JOKYMEHTOB B apXuB OpraHM3aldd TP peopraHu3allid  WIH
JIMKBUIAIIAN OPTaHM3alii, CMEHE PYKOBOIMUTEIIS, OIPEEIAET OTBETCTBEHHOCTD 34
UCIIOJIHEHHE HOPM 3aKOHOJATEJIbCTBA B MYHHULHIAILEHOM ABTOHOMHOM
JOIIKOJIGHOM 00pa30BaTENBHOM yUPEXAeHHH Tropozia HImKHeBapTOBCKa IETCKOTO
cama No 21 «3Besfoukay gajee ( opraHu3alus ).

[MonoxeHUe 00 apXMBe OPraHM3allMX yTBEPIKAACTCS PYKOBOIAUTENEM OpraHu3alii
¥ IPHHAMAETCS Ha 00lIeM coOpaHuy paOOTHUKOB OpraHU3ali.

CpoK JeiCTBHS MOJNOXKeHUs. He orpanuyed. [lonoxeHne AEUCTBYET 1O MPUHATHA
HOBOTO.

2. OpraHusaunusi XpaHeHHUs: JOKyMEHTOB apXHBa OPraHu3aluu
JlokyMeHTEI, 00pasyrolyecss B AEATeJIbHOCTH OpraHu3allid, COCTaBJIAIOT apXuB
OpraHu3alNN
CosmaHWe apxWBa  OpraHU3allid  OCYIIECTBISIETCS  IYTEM  COCTABJICHHMA
HOMEHKIIATYpHI Jiell, pOpMHUpOBaHUS U OQOPMIICHUS JIe]l Ha OCHOBE HOPMATUBHBIX
MpaBOBRIX akTOB Poccuifckoi ®denepauuu, IepedHed THIOBBIX —apXMBHBIX
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JIOKYMEHTOB C yKazaHHEeM CPOKOB MX XpaHEHHs, YTBEP)KIAeMBIX B COOTBETCTBUU
¢ myakToM 3 crateu 6 DenepanpHoro 3axkona ot 22 okrsops 2004 roma Ne 125-03
"O6 apxuBHOM jene B Poccumiickoit Pepepaimu’, n ImepeyHeld HTOKYMEHTOB,
00pasymoumxcsl B IIpoliecce JesITeNbHOCTH OpraHu3alliM, C yKa3aHHEM CPOKOB
XpaHEHNS. |

ApXVB OpraHW3allM{ CO3MaH JUISl XPAHEHUs NOKYMEHTOB, OOpasyloLIMXCs B ee
NesSTeNbHOCTH, a TakXe 3aKOHUYCHHBIX JEJIOIPOU3BOJCTBOM  JOKYMEHTOB
IPaKTUYECKOTO Ha3HaUeHUs, UX 0TOOpa U y4eTa.

ApXvB OpraHusallid OCYIIECTBISAET XpaHeHHe, KOMIUIEKTOBaHHE, Y4eT u
MCIIONIB30BaHME [OCTOSHHBIX JOKYMEHTOB W BpeMeHHbIX (cBbime 10 jieT) cpokoB
XpaHEHHUsI, B TOM YHCJie IO JIMYHOMY COCTaBy, 0Opa30BaBIIMXCS B HEATENBHOCTH
yUpEXIEHHs, & TakXe IIOArOTOBKY IOKYMEHTOB K Ilepejiade Ha IIOCTOSHHOE
XpaHeHre B MyHULIUIIAIBHBINA TOPOJCKON apXuUB.

JIOKyMEHTBI ~OpraHW3allii KMEIOI[He HCTOPUYECKOe, KyJbTypHOE, HaydHOE,
COLMANIbHOE, OKOHOMMYECKOE W  TIOJUTHYECKOe  3HAYeHHe,  COCTAaBJIAIOT
00653aTeNBHYI0 MYHUIIUIAIBHYIO 9acTh ApxuBHOro ¢onza r. HumkHeBapToBCKa.

Jlo mepefayy Ha MyHULIUTIAIBHOE XPaHEHUE JOKYMEHTBI XPaHSTCS B OpraHU3alin
Opraumzanus 00ecleYnBaeT apxuB HeOOXOAUMBIM ITOMEIeHueEM, 000pyAOBaHUEM.
ApXHB OpraHu3ayuy HaXOAWTCS B OTAEIBHOM IIOMEICHUH, KOTOPOe COOTBETCTBYET
BCceM TPeOOBAHMAM, TIPEIbABIAEMBIM K OMEIIeHNIO apxuBa (mpasuna Ne526)
Oprasmzanus  00eCIIEUHUBAET COXPAHHOCTb, yd4eT, OT00p, YHOpAAOYECHHE U
UCIIONIB30BaHME OKyMEHTOB, 00pas3yloluxcss B €ro JAeATelbHOCTH. B ciydae
NUKBHAaNMK (peopraHusanu B (GopMe MPUCOSNVHEHHUS) OpraHu3alus IepenaeT
3TH JOKYMEHTEI OPraHU3al[uU-IPaBOIIPEEMHUKY, UM B MyHULUIIAIBHbIN apXUB
IIprkasoM pyKOBOAWTENS HazHAuaeTcs OTBETCTBEHHOE JIMIO 33 OpPraHU3allMIo
XpaHeHus IOKyMEHTOB apxuBa opraHuzanuu. OO0A3aHHOCTHA OTBETCTBEHHOTO JIMIA
[0 OpraHu3anuy paboThl IO XpaHEHWHU. JOKyMEHTOB B apXWBE OIPEAENeHbl B
JODKHOCTHON HWHCTPYKIIUU.

OTBeTCTBEHHOE JIMII0 3a OpraHW3alyi0 XpaHEeHUs JOKYMEHTOB  apXWBa
IPENOCTABNAET OTUET 33 KaleHIApHBIH IO PYKOBOJHTENIO O CBOEH pabote
exxeroqHo 10 20 SHBaps CIEIYIOIIero 3a OTUETHRIM IIEPHUOJIOM.

XpaHeHre TOKYMEHTOB M WX apXUBHPOBAHUE MPOU3BOIAUTCS 10 IOAPA3JCICHUIM.
OTBeTCTBEHHEBIE JIMIA 3a ClIady JOKYMEHTOB B apXHB M XpaHEHUE apXWBHBIX
JIOKYMEHTOB HEIIOCPEICTBEHHO B IIOAPA3/EIEHUIX OIPEIENISIOTCS B COOTBETCTBUI
C MPUKA30M PyKOBOIUTEIIS.

3. Yder I0KYMEHTOB apXHBa OPraHu3alMu

3.1 Vuery mojyiexxaT Bce XpaHAIIMecs B apXWBe OpraHu3allid AOKYMEHTHI, BKIIOYasd
JIOKYMEHTHI [0 JUYHOMY COCTaBY PaOOTHHUKOB M BOCIUTAHHMKOB OpraHM3alllH, KOIWH
JOKyMEHTOB, ONPEICISIONINX HOMEHKIATYPOH el OpraHu3arvi. XpaHeHHIO OIeXaT 1
OTIVCH JIeJ, JOKYMEHTOB.

3.2 OCHOBHBIMU eJVHUIIAMU YUeTa apXUBHBIX JTOKYMEHTOB SIBIAIOTCS: apXMBHBIA (OHI;
eIMHUIA XPAHEHHUS - 1eJI0, JIIEKTPOHHOE JEIO.

3.3. EnupummaM XpaHeHWs IIPUCBAMBAIOTCS YYETHBIE HOMEpa, SBIIOIIUAECS YaCThIO
apxupHoro mmppa. CBemeHHs O COCTaBe €JWHWI[ XPaHCHUS U HX KOJIUYECTBE
DHUKCHpYIOTCS B yHYeTHBIX HOKyMeHTax apxuBa. ApxuBHbid mmdp (obo3HadeHue,



HAHOCKHMOE B JIEBOM HIDKHEM yTULy Ha KOKIYIO eIMHUILY XpaHEHHA B Hensax odecreueHus
yuera W WACHTH(UKALKI) COCTOMT M3 HOMEpa apxmBHOro (oHza; HOMEpa OmHCH AST,
JIOKyMEHTOB; HOMEpa ¢IUHMIIBI XPaHCHUA. ApxUBHBIH mH(P IEKTPOHHBIX JOKyMEHTOB,
XpaHUMBIX Ha 00OCOONECHHBIX OJICKTPOHHBIX HOCHTENSIX, YKa3blBaeTCs Ha BKIIAABIIIE,
BIOKEHHOM B (QyTIAp HOCHTEIS. ApxuBHBIE IAQP SIEKTPOHHBIX JIOKYMEHTOB,
XpaHUMBIX B MH(GOPMAIMOHHOR crcTeMe apXusa, ABJACTCH 0GS3aTeBHBIM SIEMEHTOM
OITMCAHMs KOHTeHepa SIIEKTPOHHOTO JOKyMEHTA.

4. KoMIuieKTOBaHHE apXUBa OpraHu3aluH
4.1. IokyMeHTBI apxXuBa OpraHusanii 1 JTOKYMEHTEI BPEMEHHBIX (cBprmze 10 jeT) CPOKOB
XpaHeHWs, B TOM HYHCJIE MO JIHTHOMY COCTaBy COTPYJHMKOB X BOCIUTaHHMKOB,
[IepelaloTCs B apXUB OpraHus3alliy He PaHee, yeM gepe3 ONMH roj U He IO3[Hee, HeM
qepes TPH FOfia MOCHe 3aBEPIICHI AT B IEIIOTIPOU3BOICTBE.
42. Jlema BpemeHHBIX (no 10 JeT BKJTIOUMTENBHO) CPOKOB XpaHEHHs B apXuB HE
nepematorcst. OHM XpaHATCS B CTPYKTYPHBIX ToApa3/ielleHuAX OpraHusanuy M IO
ACTedeHAN CPOKOB XPAHEHHS MOJUIKAT YHUITOXNCHHIIO B yCTAHOBJIEHHOM IIOPAMKE. B
JCKIIFOYNTENBHBIX CIydasX 0 PEIIeHHI0 PYKOBOLUTE opraHu3alyy Jiejla BPEMEHHBIX
(mo 10 et BKIIFOUMTENBHO) CPOKOB XpaHEHWs IepefaoTcs B apXis opraHmaumI' o
OTIHCAM 1€1, ZJOKyMEHTOB WX 110 HOMEHKIATYpe ACI.
43 B apxuB OpraHM3aluu [OCTYNAOT IOKyMEHTEL, B COOTBEICTBUH CO CpOKaMH
XpaHeHUs OIpeesseMbIMU HOMEHKIIATYpO# Hell OpraHu3ayi.

. 3aKOHUCHHBIE AEJIONPOM3BOACTBOM  YIPSIKACHMS JIOKYMEHTBl ~ TIOCTOSTHHOT'O
xpaHeHus, 0Opa3zoBaBlIMecs 10 Pe3yibTaTaM NeSTeNLHOCTH  CTPYKTYPHBIX
TOZipa3eNIeHUH,

- JIOKyMEHTHI BpPEMEHHOT'O (cpmmie 10 jieT) cpoxa XpaHeHWd, HeoOxXoAuMEbIE B
NPaKTAIeCKON NesSTENbHOCTH,

- JIOKYMEHTBI 10 IMYHOMY COCTaBy COTPYIHMKOB BOCITMUTAHHUKOB;

5. . OpraHu3ais HCHOJIB30BAHMS TOKyMEHTORB

5.1 JlocTyn K ZOKyMEHTaM apXuBa pasperacTes ¢ JIAYHOTO YBEIOMIIEHHS PYKOBOIUTE/LL
/I OTBETCTBEHHOTO JIMI[A 32 OPraHU3aIMIo XPAHEHMST JOKyMEHTOB apxuBa.

5.2. Tlopsimox IpeRoCTaBICHU pHGbOpMALAY, [JOKyMEHTOB apXuBa (U3UIECKIM,
JOPUAMYECKIM JIULAMY WU CTOPOHHHAM OpTaHM3alIsIM OTPE/IeNsIeTcs B COOTBETCTBIM c
JIOIDKHOCTHON WMHCTPYKIMEH OTBETCTBEHHOTO JHLA 34 XpaHeHwe ITOKyMEHTOB apXuBa
OpTaHM3alWH.

6. Tlepenaya AOKYMEHTOB apXuBa OpraHU3anuu npd peopraHu3alMM HIH
JAMKBHJANMAN OPTraHH3AIAH, CMEeHEe PYyKOBOAUTEJI

6.1 Tlpu peopraHu3alUy WA JIAKBAIANMHI opraHu3aluy Iepefada u JanpHenIee
JICIIONB30BAHME JOKYMEHTOB PEOPTaHW3yeMOW I JIMKBUIUPYEMON OpraHu3alun
OCYIeCTBISIETCA B COOTBETCTBHH C 3aKOHOATENbCTBOM Poccuiickort  dejepariuy.
[Tepenada TOKYMECHTOB JAKBUIAPYEMON OpraHu3alui BXOIUT B 00S3aHHOCTH KOMHUCCHH,
oGpasoBaHHOl I Tiepefaud el ¥ MMYyHIecTBa. [Tpy TUKBUIAIAA opraHgzangi -
JCTOUHMKOB KOMILIEKTOBAHUs TOCYIapCTBEHHBIX (MyHUIUIATBHBIX) apXUBOB, B COCTAB



JUKBUIAIIMOHHOM  KOMHCCHM  BKJFO4aeTcs — Mpe/CTaBUTe]b rocyIapCTBEHHOTO
(MyHHIMIATFHOTO) apXUBa.

6.2 Tlpu cmene PyKOBOAMTENS apXuba OpTaHM3AllMH (UL, OTBETCTBEHHOI'O 323 ApXWUB
opraHu3alyy) IpueM-Tiepeiaia JOKyMEHTOB apXHBa, OCYILIECTBIIIETCS T10 aKTy.

7o OTBEeTCTBEHHOCTDH JIMII, 3aHUMAIOINMXCA (I)OpMI/IPOBaHI/Ie " y‘leTOM apXI/IBHI)IX
et

7 1. OTBETCTBEHHOCTh 3a HA[VIe)KAllee ¥ CBOEBPEMEHHOE XpaHeHHe JIOKyMEHTOB
apXuBa OpraHM3alli¥ IPeLyCMOTPEHHBIX HACTOMIIAM MOJIOXKEHNEM, HECeT JIULO,
OTBETCTBEHHOE 33 OPraHM3AIWI0 XpaHeHHs — JOKYMEHTOB apxuea — apXus, B
YCTaHOBJICHHOM 38KOHOJATEIECTBOM P® mnopsuke.

7.2 Juma, OTBeTCTBeHHble 3a (opMUpOBaHHE — APXUBHBIX JEI B CTPYKTYPHBIX
MOIpa3eNeHusX, B COOTBETCTBHM C TPHUKA30M  PYKOBOAMTCIA, OTBEYAIOT 3a
COXPAHHOCTH ¥ CBOEBPEMEHHYIO Iepenay A B apXuB.

7.3 3a yTpary ¥ mOpYy JOKYMEHTOB apXuBa OpraHM3alliil BCC IOJDKHOCTHBIE JIHIA
HecyT OTBETCTBEHHOCTH B COOTBETCTBHM C 3aKOHOZATENIbCTBOM Poccuiickon
depepanu.

7. Jejsonpou3BOACTBO.

8.1. B cOOTBETCTBUU C HOPMATHUBHBIMU [TOKYMEHTAMU Poccuiickoit dPenepanuu,
pErNaMEHTUPYIOIMMH  TOPSAZIOK  OpraHu3alliy paboTBl  apxuBa  OpraHM3aluy
MCIIONB3YIOTCS Bce HEOOXOAMMbIe yIETHBIE (GOpPMBI, aKTHI, OTIUCH.

8.2. OOpasisl JOKyMEHTOB  ONPEIEJIOTCA JO/DKHOCTHOM — MHCTPYKIMEH
OTBETCTBEHHOTO JIMIA 33 OPTaHM3ALNIO XPaHeH!S JOKyMCHTOB apXuBa U yTBEPIKAAEMBIC
IIPUKA30M PyKOBOIUTEIIA.
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