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MOJIOKEHUE

00 apxuBe MyHHIMIAJIBLHOr0 GI0KETHOrO JOIIKOJILHOI0 0GPa30BaTeILHOI0
yupexnennst «/lerckuii cag Ne 12 «Bepéska» r. Baxuuncapaii Pecniy6amxn
Kpeim

1. O6mme monoKeHus

1.1. ApxuB MyHHIUIATHHOTO GIOJUKETHOTO JIOIKOJIBHOIO 06pa30BaTEIbHOTO YUPEKICHAS
«[lercxuii cax Ne 12 «Bepéskan r. Baxuncapaii Peciy6muxu Kpsv (nanee — JIOY) cozpan st
XpaHEHHs IOKyMEHTOB, 00pa3yIOIUXCs B €€ JEATENBHOCTH, 4 TAKKE 3aKOHYEHHBIX
AETNONPOU3BOICTBOM JOKYMEHTOB IPaKTHYECKOT0 Ha3HAYEHHS, HX 0TOOpA M ydeTa.

1.2. B cBoeit nesrenmsaocTy apxuB JIOY pykosoncteyercs deepaisHBIM 3aKOHOM OT
29.12.2012 Ne 273-@3 "O6 o6pasoBaruu B Poccuiickoit ®enepanun", DeepanbHbM 3aKOHOM
0t 22.10.2004 Ne 125- @3 "O6 apxuBHOM zene B Poccmiickoit @eepanun", HOPMATHBHBIME

- NPaBOBBIMH aKTaMM M METOIUYECKUMHU peKoMeHanuaMu DeiepaibHOro apxuBHOTO areHTCTRA
(manee — PocapxuB), HOpMATHBHBIMH IIPABOBBIMY aKTAMH U METOTMYECKHMH PEKOMEHIALUAME
cyb6nexta PO, ycTaBoM U JIOKAIbHEIMI HOPMATHBHEIME akTaMt JIOY, HACTOSIIMM MONOKEHHEM.

1.3. Hacrosmee nonoxenue pa3paGoTaHo Ha OCHOBaHMH [IpEMEPHOTO MONOXKEHHS 06 apXHBe
YUPEKICHHU, OpraHU3aLKH, IPEAIPHUATHS, YTB. IpHKa3oM KoMuTera 1o fenaM apxuBos IpH
IIpasurensctee PO ot 18.08.1992 Ne 176, yrepxnaercs 3apemyromum JIOVY.

1.4. B cBoeii pa6ote apxus JIOY pykoBOZCTBYeTCsS 3aKOHOIATENLCTBOM 06 apXHBHOM JIeNe B
Poccuiickoit @enepanuu, HOpMATHBHEIME [IPABOBBIME aKTAMH 110 ApXUBHOMY JIENy OPraHOB
MECTHOTO CaMOYIIPABJICHUS ¥ HaCTOAIIMM I10/10)KeHIEM.

1.5. Kontposs 3a nestensHOCTHIO apxusa JIOY ocyuwectsiser 3apemyromuii JJOV.

1.6. Henocpencrennoe pykoBozcTBo apxusoM JIOY Bosnaraetcs npukasoM 3aseayiomeii JJOY
Ha JIMII0, OTBETCTBEHHOE 3a BEJICHHE apXHBa.



2. CocTaB JOKYMEHTOB apXuBa
B apxus JIOY mnocrynaror:

2.1. ApxuBHEIE JOKyMEHTHIL, 0Opa3oBasIrecs B mporecce aeareabrocta JIOY , BpeMEeHHOTro
xpaHeHus (He0OXOMMEIE B IIPAKTHUECKOM JIEATENEHOCTH).
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2.2. JIOKyMEHTHI II0 JINYHOMY COCTaBY, OTPAXKAIOIIME TPYIOBBIE OTHOIIEHHS PAOOTHHKA C
paboTomaTeneM.

2.3. ApxuBHEIE JOKYMEHTHI IIOCTOSHHOTO XPaHEHHs H 10 JIAYHOMY COCTaBY YYPEXKICHHI,
[PaBOIPEEMHUKOM KOTOPBIX siBisteTcs JIOY

2.4. CripaBO4HBIH anmapar K JOKyMEHTaM apXuBa.

3. 3apaum ¥ GyHKIOHUH apXHBA
3.1. Ocnoenvimu 3a0auamu apxuea B/JOY aenawomca:

3.1.1. KoMILIEKTOBaHHE JOKYMEHTAMH, COCTaB KOTOPHIX IPETYCMOTPEH Pa3/ieNioM 2 HaCTOAMIETO
TlonoxeHus.
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3.1.2. OGecneyeHne eMUHBIX MIPUHIUIIOB OpPraHU3aliy XpaHEHNs], KOMIUIEKTOBAHMS, yIeTa i
HCIIOJIB30BAHMS ADXUBHBIX IOKYMEHTOB, HX COXPaHHOCTH.

3.1.3. IloaroToBKa ¥ CBOEBpEMEHHAs epe/iaya JIOKyMEHTOB Ha XpaHEHHE B MyHHIHIIAIbHBLHA
apXuB ¢ cOOMIOICHHEM CPOKOB M TpeGOBaHHii, yCTaHABIMBAEMBIX 3aKOHO/IATENECTBOM 00
apxuBHOM Jene B Poccuiickoit @eneparmn.

3.1.4. OcymecTBienue KOHTPOI 3a (JopMHUpOBaHHEM U OOPMIIEHHEM JIEN B AETONPOU3BOACTBE
J0V.

3.2. B coomeemcmeuu ¢ 60310CeHHuIMU Ha He2o 3adaiuamu apxue JOY ocywecmensem
cnedyouiue QynKyuu:

‘|
3.2.1. TIpuauMaeT mocie 3aBepIICHHUs IeI0NPOU3BOJICTBOM, YUUTHIBACT M XPAHUT AOKYMEHTHI '1
JI0Y, 06paGoTaHHEIE B COOTBETCTBUH C TPEOOBAHUAMM, YCTAHOBJICHHBIME 3aKOHOAATEIBCTBOM :
00 apxuBHOM Jjiente B Poccuiickoii @enepanun.

3.2.2. OcymecTBisieT y4eT i 00ecedruBacT IONHYyIO COXPAaHHOCTh IPUHATHIX aPXABHBIX
JIOKyMEHTOB, B TOM YHCJIE IIO JITYHOMY COCTaBY.

3.2.3. Oprauu3syeT HCIOJb30BaHUE JIOKYMEHTOB:

- uH(popMupyeT anMUHECTpanuio U paboTHukoB JIOY 0 cocTaBe U ConepxkKaHUH JOKYMEHTOB
apXuBa;

- 6eCILIATHO IPEAOCTABIISET IOJIB30BATEISIM apXHBHEIME JIOKYMEHTaMH 0(OPMIICHHEIE B
YCTaHOBJIEHHOM IOPSIIKE APXUBHBIE CIIPABKY MM KOIIMH apXUBHBIX IOKYMEHTOB, CBAI3aHHEIE C
YCTaHOBJIEHHEM TPYHOBOTO CTaXa, CONMAIBLHOM 3aUTOR IpakaaH, IPeyCMaTpHBAIOIIEH




HX [IEHCHOHHOC obecIieuyeHue, a TAKXKE MOJIyICHHC JbIroT U KOMITIEHCAIUil B COOTBETCTBHH C

U e

3aKOHOIATENBCTBOM Poccuiickoii Denepanuu;

4, UcnosHeHue 3anpocos rpazxjaaH i opranusauui‘l CONHAJILHO-IIPABOBOT0 Xapaxkrepa.

4.1. indopmanst COLHaNbHO-PABOBOTO XapakTepa [0 3aIpocaM IpaxiaH 1 OpraHu3aIui
BBIIAeTCS B (QOpME apXUBHOM CIIPABKH, apXMBHOM KOIIHH ¥ APXMBHOH BEITHCKH.

42. Apxmaﬂme CIIpaBKH, BBITHACKH M KOIIMY BHIJIAIOTCS HA OCHOBAHMHY IMMCEMEHHOTO 3a11poca

10.1B30BATEIs, KOTOPEIH OJDKEH COIePXKaTh HAMMCHOBAHAC (¥ azpec ¥ TIEPECHUIKE)
OpraHH3alHH (apXHBa), KOTOPOH OHM aJIpeCOBAHEL; H3JIOMKEHUE CYIIECTBa 3a1poca; haMuimio,
s H OTYECTBO 0OPALIAIOIIET0Cs; €ro a/ipec, KOHTAKTHBIC TeneOHBL; ATy U JIMIHYIO TONIHCE.

4.3. CpoK HCTIOJHEHHS 3aI[POCOB CONMATBHO-TPABOBOTO XapakTepa IpaX/JIaH i OpraHu3alyii 1o
MaTepHanayM apxuBa He JOJDKEH MpeBbIaTh 30 ek co AHs peructpanuu obparmenus. ITpu
CIIOKHBIX 3aIPOCaX CPOK MOXKET OBITh IPOJUICH, HO HE Gonee yeMm Ha 30 jueii ¢ 00sA3aTENBHBIM

YBEIOMJICHHEM 00 3TOM 3asIBUTECILA.

4.4 B cnpaBKy BKIIOYAIOTCH TOIBKO CBeJICHHS, YIIOMUHAEMbIC B IOKyMCHTAX.

4.5. ApxuBHas CIIPaBKa OIHCHIBACTCS PYKOBOAUTENICM OpraHu3aIuH.

4.6. ApXHBHI;IC KOIIMY ¥ BBIIIACKH M3 JIOKYMCHTOB BBIIAIOTCSA B COOTBETCTBHH C 3a1poCcoM.

4.7. VIIeHTAYIHOCTD IOJUTMHHAKY BBIIAHHBIX apXUBHBIX KOIMii ¥ BBIIMCOK 3aBEPSCTCA
TIO/IHCEIO PYKOBOJAUTEIIS OpraHu3alii 1 rep6OBO}i EYATHIO OPraHU3aLHH.

4.8. BuImucKa IPOH3BOIUTCS TOJBKO M3 JIOKyMEHTa, B KOTOPOM COZIEP)KATCS. HECKOIIBKO
OTHC/IBHEIX, HE CBI3AHHBIX MEXTy C0G0# BONPOCOB. BHIIECKa IOIDKHA BOCIIPOU3BO/IUTH IOMHBIHA

TeKCT YACTH OKYMEHTA, OTHOCSIIEHCS K 3a1pocCy.

5. IIpaBa H 0053aHHOCTH OTBETCTBEHHOIO 33 apxuB

JL1g BBIIIOJTHEHHA BO3JIOKEHHBIX Ha HETO 33/1a49 1 (byHKHHfI OTBCTCTBCHHLIﬁ 3a apXuB UMCCT

npaso H 00s3aH:

5.1. KoHTpOHpOBATh BHIIOIHEHHE yCTAHOBICHHBIX npasui paboTE C JOKyMEHTaMH B Jov.

5.2. 3anmpammBaTh OT COTPYAHHKOB TIOY cBeneHus, HEOOXOMMEIE UL paboTHI apXuBa.

5.3. JlaBaTh pasbSCHEHHS U PEKOMCH/IAIMHA 10 BOIPOCAM, BXOJISIUM B KOMIICTCHIIMIO apXUBA.

5.1. OTBETCTBEHHOCT 32 Ha/UICHKAIIEE i CBOCBPEMEHHOE BBIIOHCHHAC apXUBOM 3324 X
(yHKITHi, IIPETyCMOTPEHHBIX HACTOAIIMM [OJIOYKEHNEM, HECET JIMII0, OTBETCTBEHHOE 32 apXHB.
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