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IMOJIOKEHHUE N i
00 apXHBe MyHHIHNAILHOTO GI0UKETHOI0 J0MIKOILHOT0 06pPa30BATeABHOI0 Yy PeKIeHH s
«Coserckuii aerckmii caa Ne 2 «Bepeska» CoBerckoro paiiona Pecny6.inkn Kpbim

1. Ob6mmue nosokeHus:

1.1. Ionoxenue 06 apxuse MBJIOY «Coserckuii nerckuii cax Ne 2 «Bepeska» CoseTckoro paiona
Pecniy6ku Kpbim (nanee — [Nonoxenue), pa3paboTaHo COOTBETCTBHH ¢ MPUMEPHBIM MOJIOKEHHEM
00 apxuBe OpraHH3aliK, YTBEPK/ICHHbIM NprKa3zoM Pocapxusa ot 11.04.2018r. Ne42
1.2. Hacrosiuee ITonoxenue pazpaboTaHo B 1eJsX:
- COBEpPIUCHCTBOBaHMs JIEATEIBHOCTH B cepe OpraHM3alud XpaHEHHs, KOMILIEKTOBAHHUs, ydeTa H
HCIIO/Ib30BAaHUsl apXUBHBIX J10KyMeHTOB JIOY;
- pallMOHAJILHOM OpraHM3alyy J0KyMEHTaIlMOHHOro obecneuenus B JJOVY.
1.3. ApxuB JIOY cosmaercs B LeNsIX XpaHEHMs, KOMIUIEKTOBAHMS, ydeTa M MCIIOJIb30BaHHS
JIOKYMEHTOB, o0pasyromuxcs B npouecce aestebHOCTH JIOY U 3aKOHYEHHBIX JeJ0MPOH3BOACTBOM
JIOKYMEHTOB NpPaKTHYECKOr0 Ha3Ha4YeHHs, UX OTOOpa M MOArOTOBKH K Mepeaade Ha XpaHeHHE B
MYHHLMIIAIBHBIA apXUB.
1.4. B cBoeii pabore apxu JIOY pykoBoacryetcs ®enepaibHbiM 3akoHoM 0T 22.10.2004 Ne 125-D3
«O6 apxuBHOM Jene B Poccuiickolt ®enepanuu», 3aKOHOAATEILCTBOM 00 ApXHBHOM Jeje B
Poccuiickoii ®enepanuu, HHHIMH HOPMAaTHBHBIMH [PaBOBbIMH akTamu Poccuiickoit denepanuu,
nokanbHeIMU akTamu JIOVY u HactosiuMm [TonoxenueMm.
1.5. Koutpones 3a nestenpHOCThIO apxuBa JIOY ocyluecTBiIsieT 3aBeayiollas, a B €€ OTCYTCTBHH
3amecTuTelb 3aBeayrouero no XP, kotopele obecrnieunBarOT apXuB HEOOXOAUMBIM MMOMELIEHHEM H
o0opyaoBaHHEM.

2. Cocras noxkymenroB apxusa MB/10Y
2. ApXHB OpraHu3ali XpaHHUT:
2.1. IOKyMEHTBI MOCTOSIHHOTO M BpeMEeHHbIX (CBbime 10 JIeT) CPOKOB XpaHEHHs, B TOM YHCJIE
JIOKYMEHTBI 110 JIMYHOMY COCTaBy, 00pa3oBaBIIHECS B ASITEIbHOCTH OPraHU3alluu;
2.2. JIOKYMEHTBI IOCTOSIHHOTO XPaHEeHHsI U JOKYMEHTBI 110 JINYHOMY COCTaBy (OH/a OpraHu3anmi —
IIPEIECTBEHHUKOB (TP UX HAJTUYHH);
2.3. apxuBHbIE (OHIBI IHYHOTO MPOUCXOXKACHUS (IIPH UX HATHYHH);
2.4. crnpaBOYHO-NOMCKOBBIE CPEJICTBA K JJOKYMEHTAM M YYETHBIM JIOKYMEHTaM ApXHBa.

3. 3apa4yu 1 PyHKLIHH apXHBa.

K 3anayam ApxuBa opraHu3alul OTHOCSTCS:
3.1. Opranu3sanus XpaHeHHs JOKYMEHTOB, COCTaB KOTOPBIX MPEAYyCMOTPEH pa3ie/ioM 2 HAaCTOSILIEro
TMOJIOXKEHHUS.
3.2. KommuekroBanue ApxuBa MBJIOY nokymeHTam#, O0Opa30BaBIIMMHCS B J€ATEILHOCTH
OpraHH3alluy.
3.3. Y4er 10KyMEHTOB, HaXOAsLIUXCs Ha XpaHeHuH B Apxuse MBJIOVY.
3.4. Ucnoap3oBaHKe JOKYMEHTOB, HAXOAALIMXCS HAa XpaHeHuu B Apxuse MBJIOY.

4. ®ynxkuuu Apxusa MB/10OY.



Apxus MBJIOY ocymectpiser cleayomue GyHKunm:
4.1. Opranusyer [IPHEM JIOKYMEHTOB MOCTOSIHHOTO 1 BPEMEHHBIX (cBbie 10 neT) CPOKOB XpaHeHHus,
B TOM 4HCJIe 110 THYHOMY COCTaBY, 00pa30BaBLUKXCS B A€STETbHOCTH OpraHHM3alKH, B COOTBETCTBHU

4.4. TIlpoBoaut MEPONPUATHS 110 obecrneyenHo COXPaHHOCTH JIOKYMEHTOB, HaXOSIMXCH Ha
XPaHCHHH B ADXHBE OpraHH3alHHy.

4.5. Co3naer, nononuser u COBEPIICHCTBYET Y4eTHO-CIPaBOYHbII alnapar K XpaHsALIMMCS B apXHBe
ACJIaM H I0KyMeHTaMm;

4.6. Opranusyer HCIIOJIb30BaHUE XPaHAIIUXCS B apXHBE I0KYMEHTOB;

4.7. Opraamsyer HHOpMHUpOBaHHe PYKOBOACTBA M paGOTHHKOB oOpraHuzamuu o cocTaBe H
COZICpKaHHH I0KYMEHTOB ApXuBa OpraHM3aIuH.

4.8. Belnaet B ycranosenHom TIOps/IKe XpaHsIIMecs B apXuBe Je/1a i JOKYMEHTBI /1151 HCTIOJIb30BAHUS
B [IPAKTHYECKHX U JIPYTHX LeIsIX;

4.9. Ucnonnsier 3aIpoCkl MOJIb30BaTeNIel, BbIaeT aPXHBHBIC KOIHH JI0KYMEHTOB, apXHBHbIC BBIITHUCKH
H apXHBHBIE CIIPABKH,

4.12. Bezer yuer HCII0/Ib30BaHKs 10KYMEHTOB ApXHBa Oprausanuy.
4.13. Cosnaer ¢ona T0/1b30BaHus ApXHMBa OpraHu3aluy u OPraHHU3yeT €ro UCIOoJIb30BaHHe,
4.14. Ocymectsser Begenue ClIPaBOYHO-MOUCKOBBIX CPECTB K AOKYMEHTaM ApXMBa OpraHu3aLuHy,

ZI€/I0NIPOU3BOICTBA.,
4.16. OkasbiBaer METOIMYECKYIO TOMOIIH:

a) J1eONpPOH3BOAUTEIO OpPraHM3allMd B COCTABJICHHK HOMCHKIaTypbl e, (GpopMupoBanun u
odopmienun gen;

0) paboTHukam aetckoro Cajla B IOAr0TOBKE JOKYMEHTOB K liepesiaue B ApXHUB JI€TCKOro caa.

5. IlpaBa Apxusa OpraHH3anuM
5. ApXHB OpraHH3amuu mveer 1paBo:
a) MpPeICTaBIsTh PYKOBOJCTBY OpraHH3alUMH NpeioxkeHns 1o COBEPLICHCTBOBAHHMIO OpPraHU3alliK
XPaHCHHS, KOMILIEKTOBAHHS, y4eTa i HCIIOTb30BAHMS apXMBHBIX I0KYMEHTOB B ApXHBe Opranu3aruu;
0) KoHTponHpoBaTH cobmozenue B oprammsammu u g €€ CTPYKTYPHBIX MOApa3aeNeHusx
YCTAHOBJICHHBIX MPaBHJI paGOThI ¢ AOKYMEHTaMH, o0ecrieueHus ux COXPaHHOCTH, KauecTBa 0T6GOpa H
MIOATOTOBKH J1e]1 K Nepeiade Ha apXMBHOE XpaHeHue;
B) 1aBaTh PEKOMEH ALK CTPYKTYPHBIM NO/pa3ie/leHUAM OpraHH3aLuH o BOIIPOCaM, OTHOCSIIHMCS
K KOMICTCHUMH ApXHBa OpraHH3aLmu;
I) TPEACTAaBAATL B YCTAHOBJEHHOM [IOpsIKe 3as(BKM Ha obecneyenue apXuBa HEOOXOIUMBIM
00opyoBaHHeM u MATEpHaIaMH, NIPOBE/ICHHE PEMOHTHBIX paboT U T. I1.;




MBJIOY «Coetckuit netckuii cang Ne2 «bepeska»
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