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1. O6mue nooxenns

llonoxenne 06 apxuse MBJOY «JIC «3omoroit NeTymoK» (nanee —
Ilonoxkenne), pa3paboTaHO B COOTBETCTBMH C DenepanbibiM - 3aK0HOM; «O6
apXuBHOM Jiene B Poccuiickoii ®enepaumm» ot 22.10.2004 Ne 125-03,
Metoandeckumn  pexomenaaumsima  no  pabore ¢ JAOKYMEHTAMH B
obueobpasoparenbHeIX yapexaenuax, Peaepansibiv 3akoHoM «O6 obpaizopanum
8 Poccuiickoit ®@eneparu» or 29.12.2012 roga Ne273-®3 1. 11 1. 3 er. 28

Hacrosinee [Tonoxenue pazpaGorano B ueasx:

COBCPIICHCTBOBAHMA  NCATEIBHOCTH B Cepe  OPraHM3alMM  XpaHCHHS,
KOMIUIEKTOBAHMA, YIETa H NCNO/b30BAHHS aPXHBHLIX JIokymeHToB [0V
PAlMOHAILHOH OPraHM3alMK IOKYMEHTalMoHHOro oGecnevenns B JIOVY.

Apxus  JIOY cossaercs B UENAX XPAHEHHS, KOMIUIEKTOBAHHS, yaera M
HCHOJIL30BAHAA JIOKYMEHTOB, o0pasyrommxces B npouecce aeareasnoctd JIOY u
3AKOHYCHHBIX JICJIONPOH3BOACTBOM JAOKYMEHTOB NMPAKTHYECKOI'0 HA3ZHAYEHHS, MX
0TGOPA M MOArOTOBKH K MEPe/iade Ha XPAHEHHE B MYHHIHIIATLHBIH apXHB.

B cBoeii pabore apxus JIOY pykoBOACTBYETCS 33aKOHONATENLCTBOM 0O
apxusHom saesne B Poccuiickoli Desepainii, HHEIMH HOPMATHBHBIMU MPABOBBIMH
aramu  Poccuiickoit  Mesepaumm, noxansHeiMu akramu JIOY H  HACTOSHHM
Ionoxenuem.

Kontponw 3a sesrensrocTsio apxusa JIOY ocymecteaser 3aBeAyiomas, a B eé
OTCYTCTBHH  3aMECTHTENh  3aBEAYIOILET0, KOTOphie O0ECHeYHBAIOT apXHB
HEOOXO/IMMBIM NTOMEICHHEM H 00OPYI0BAHHEM.
Henocpeacrsennoe pykosoacrso  apxusom JIOY  Bosnaraercs MIPHKA30M
3JaBeyIONIeii HA IO, OTBETCTBEHHOE 32 BEICHHE APXHBA.

2. CocraB JOKYMEHTOB apXHBa

APXHMBHBIC JIOKYMEHTHI, NOCTYNAIOIME HA Xpauenue B apxus JIOY
OTHOCATCA K MYHHIMIIATHHOH COOCTBEHHOCTH, HE TMOUICHKAT NPHBATH3ALMH, HE
MOryT ObiThb OOBEKTOM IPOJAKH, MEHBI, [JAPEHHS, a TaKKe HHBIX CAENOK,
MOTYLIMX NPHBECTH K HX OTHYKACHHIO.

B apxus JIOY nocrynaior:

ApXHBHBIE JOKYMEHTHI, oOOpasoBasimMecs B mnponecce sestensHoctn JOV.
BPEMEHHOI 0 XPAHCHHS (HEODXOAMMBIE B MPAKTHYECKOI JAeSTe/IhbHOCTH).
APXHBHbIE JOKYMEHThI, 00PA30BABLINECH B IIPOLIECCE JNESTENBHOCTH

JI0V.

JIOKyMEHTBI 110 THYHOMY COCTAaBY, OTPAKAIONIHE TPYIOBEIC OTHOIIECHHS
paborHuka ¢ paboToaarenem.

ApXHBHBIE IOKYMEHTBI TIOCTOSHHOIO XPAHEHHSA.




5. KomnexroBanue apxusa

[MoaroToBka JOKYMEHTOB K nepeaade B apxus JIOY BKIOUACT 3KCNCPTH3Y
HayYHO M NMPAKTHYECKOH HEHHOCTH JOKYMEHTOB, othopmieHne /e, COCTaBICHHE
OITHCH.
DKCNepTH3A ICHHOCTH JIOKYMEHTOB.
IKCNEPTH3A NEHHOCTH JOKYMEHTOB - OMpPENEICHHE LEHHOCTH JOKYMEHTOB C
1eabI0 0TOOpa MX Ha XPAHCHHE U YCTAHOBJICHHE CPOKOB XPaHEHHS.
OkenepTusy uennoctd  Aokymentos B JIOY  ocymectBaser  MOCTOAHHO
JICHCTBYIOMIAN IKCIICPTHAS KOMMCCHS.
IKCNEpPTHAA KOMHMCCHA HA3HAYACTCA NPHUKA30M 3ase/lyiomieii JOY. B cocras
DKCNEpPTHON KOMMCCHH BIJTIOHAIOT HE MCHEE TPEX COTPY/HHKOB, B TOM aicne B
OGS3ATEILHOM TIOPA/IKE JTHIIO, OTBETCTBEHHOE 33 BeieHue apxusa IOV,
JKCnepTHAS KOMHCCHS Ha 3aCEAHMAX PACCMATPHBACT. HOMEHKIATYPY e A0y,
ONMCH JIe] TIOCTOAHHOrO XPaHeHHs M M0 JHYHOMY COCTaBY, aKThl HA JIOKYMECHTDI,
BBIJIE/ISIEMbIE K YHHHTOKEHHIO.

6. Odopmaenne neu.

Jlena MOCTOAHHOIO XpAHEHHS MOAMIHBAOTCA B TBEPAYK OONOKKY CYPOBHIMH
uurkami. JIHCTBI HYMEDYIOTCA B MPaBoM Bepxhem yrily. KonudecTBo JHCTOB B
KOKIOM JeNe He omkHO npesbimars 250. B xoHue fena Ha OTACALHOM JIHCTE
COCTABIIACTCH 3aBEPHTCIBHAS HALIIMC,
Ha 0610%Ke /1)1 NOCTOAHHOTO XPAHEHHS JI0JKHBL OBITH MPOCTARJICHB! CACAYIONHE
PEKBH3HUTHI: HANMEHOBaHHE 00PA3OBATENILHOIO YIPEKIICHHA, HOMEP (MHJICKC) Aena
[0 HOMEHKIATYPE, 3arojiOBOK JAENa, KOJHM4ECTBO JIMCTOB, CPOK XPaHCHHA HIH
OTMETKA «XPAHHTh TIOCTOSHHO, HoMep (oHIa, onueH Jena

[To OKOHYAHHH JIEJOMPOM3BOICTBEHHOTO TOa B O(OPMICHHbIE OOIOKKH e
MOCTOSHHOTO XPAHEHHs BHOCATCA HEOOXOIMMBIC YTOYHEHHMS: B 3ar0JIOBKH JCI,
COJICPIKAIMX PACIOPS/IMTEIBHBIE JOKYMEHThI (NPHKA3bI, IIPOTOKOIBI), BHOCATCS
HOMEpA; ECITH JIEJIO C NEPENHCKOH COCTOHT H3 HECKOIBKHX TOMOB, B KKI0M TOME
YKa3biBAeTCsi KOPPECTIOHIEHT, ABTOP, TCPPHTOPHS, JAPYTHE AAHHBIC. B kaxkaom
TOME YKa3bIBAETCA JaTa (MHC/O, MECALL, TO/) HAYAIa W OKOHYAHHS JaHHOIO TOMA.
Tounble AaThi NPOCTABIAIOTCA Ha 0010KKAX 18 ObICTPOro NOMCKA JAOKYMEHTOB B
MOC/ACAYIOMEM; M3 3aBEPHTCIBHON HANNMMCH HA OONOKKY Jeia BhIHOCHTCA
KOJIMYECTBO JIHCTOB B JIeJIe.
HaanucH Ha 06I0XkKax e MOCTOSHHOTO H J0JINOBPEMEHHOIO XPAHEHHS ClIeayeT
[POM3BO/IMTH 9CTKO, CBETOCTOHKHMH HCPHHIIAMH.
Jlns yueTa KONHYECTBa JINCTOB B Jieje H puKcain oco0eHHOCTel UX HyMepalHu
Ha OTAC/IBHOM JIMCTE COCTABNACTCH JABEPUTEIBHAA HAANHCH,
B 3aBepHTENbHON HAMMCH YKa3bIBaCTCH KOTHHYECTBO JIHCTOB (mudpavMu H
NPONMCHI0) B jeie. 3aBepuTeNbHas HANIMCH NOJMHCHBACTCH COCTABUTEIEM C
YKa3aHHEM €ro JIOJDKHOCTH H JIAThl COCTABICHHA.
BHyTpeHHss ONMHCh COCTABIAETCS K JCNaM IIOCTOSHHOrO M J0/IrOBPEMEHHOrO
(ceeime 10 ner) cpoka XpaHeHHs, CHOPMHPOBAHHBIM 10 PAZHOBH/IHOCTAM




3.3ana9n u ynkunu apxusa.

OcnoBHbIMH 3ana4aMu apxusa JIOV:
KoMIuleKTOBaHHE NOKYMEHTaMK,  COCTaB KOTOPbIX  NPEAYCMOTPEH
pasnenom 2 Hacrosmero [Monokenns.
Obecnevenne €/HHbIX  [PUHIAIOB OpPraHu3alvH XpaHEHUH,
KOMIUICKTOBAHHS, Y4€Ta W HCNONb30BAHME APXMBHBIX JOKYMEHTOB, HX
COXPAHHOCTH.

OcymecTsaeHHe KOHTpons 3a d)opuuponauueu H od)opwlenueu nen B
nenonpouseojactTee 10V,
B COOTBETCTBHM ¢ BO3JIOKEHHBIMH HA HErO 3azauamu apxus JJOV ocymec'mme*r
creayiomme (ysxipm:
- llpunumaer nocjae 3aBepuICHMS ENONPOM3BOJACTBOM, YYMTHIBACT H XPAHHT
nokymentst  JIOY, obpaGorannsie B cooTBercTBHHM ¢ TpefoBaHMAMH,
VCTAGHOBJICHHBIMH  3aKOHOAATENLCTBOM 00 apxuBHOM Jene B PoccHiickoit
Deneparmn.
- Ocymecrsaser yder H 00€CHEYMBACT MOJIHYK) COXPAHHOCTH MNPHHATHIX
apXHBHBIX IOKYMEHTOB, B TOM HHCIIE 10 IHYHOMY COCTaBY.
- IlpoBoaMT CBOEBPEMEHHOE YIOPANOUCHHE APXHBHBIX JIOKYMEHTOB (IKCHEPTH3Y
LICHHOCTH, HAYYHO-TEXHHYECKYI0 00paboTKy, CoCTaB/ieHHe ONHCeH | T.1.).
- Opranusyer HCTIONb30BAHKE JIOKYMEHTOB!
uHpopmupyer aaMuuucTpaio 1 pabotankos IOV o cocrase M CoepKaHHH
JIOKYMEHTOB apXHBa,
OecrulaTHO  NPENOCTABIACT  MOJB30BATE/NAM  APXHBHLIMH  JIOKYMEHTaMH
O(pOpMICHHBIE B YCTAHOBJICHHOM TOPAJKE apXHBHBIE CHPABKA WIH KOIHH
ApXMBHBIX JIOKYMEHTOB, CBA3aHHBIE C YCTAHOBJICHHEM TPYAOBOTO CTaXa,
COLMANBHOH  3AMHTON  rpakaaH, nNpeayCMaTPHBAIOMIEH HX  TECHCHOHHOE
obecrieyende, a TaKKe MONYYEHHE IbMOT W KOMICHCALMII B COOTBETCTBHH C
3akoHoaresneTsoM Poccuiickoit @enepaunn;
BBIIAET B YCTAHOBJICHHOM TIOPAKE JIeNa, AOKYMEHThl HJIH KOIMHH JIOKYyMEHTOB B
LeAxX cayxeOHOro M NpakTHYECKOro HCNOML30BaHUs Ui paboThl B NOMEIIEHHH
A0Y; S
BE/IET YUET HCNOIBIOBAHUA JIOKYMEHTOB, XPaHIIINXCS B ApXHBE.

4.Ilpasa u 0TBETCTBEHHOCTD
Jlna BHIMOMHEHAS BO3IMKEHHBIX 38129 M (DYHKIHIH JIHI0, OTBETCTBEHHOE 33
seaeHue apxusa JIOY, umeer npaso:
- Konrponmposars BeINO/HEHHE YCTAHOBICHHLIX NPaBui paboTsl ¢ JOKYMEHTAMH
B J1I0OV.
- Jlnno, orBercTBeHHOE 3a BeacHue apxusa JIOV, nHecer OTBETCTBEHHOCTh 3a
BBIIOJTHEHHE BO3JIOKCHHRBIX HA apXUB 327124 W (yHKIHIL,
- @ YTPATy ¥ Nopuy J0KYMEHTOB JODKHOCTHLIE JIMLE YYPEHKIEHHS (PYKOBOIHTEH
YUPEAKICHHSA W JIHI0, OTBETCTBEHHOE 33 BEJACHHE aPXHBA) HECYT OTBETCTBEHHOCTH
B COOTBETCTBHH ¢ JICHCTBYIOIHM 3aKOHOIATEILCTBOM




NOKYMEHTOB, 3arO/JlOBKH KOTOPbIX HE PacKpLIBAIOT KOHKPETHOE COJAepXKaHHe
JIOKYMEHTOB (0C000 LIEHHbIE, THYHbBIC e/1a ¥ Ap. ).

Jlena spemenHOro XpasHeHHs 0QOPMISIOTCS YIIPOIIEHHO:

OHH HE NOMIIMBAIOTCA, THCTHI B HHX HE HYMEPYIOTCH, YTOYHEHHE Ha 0610KKaX He
MPOH3BOIHTCA, OMMCH Ha JIeNIa He COCTABJIAIOTCA, YYET BEACTCH M0 HOMEHKIAType
nen.

Omicanue I0KyMEHTOB IOCTOAHHOTO CPOKA XPAHCHH.

OnMen coCTaBIAIOTCA PasjebHO HA JIGNa NOCTOSHHOIO XPAaHEHHA 10 OCHOBHOI
JIEATEILHOCTH W Ha JIeNa N0 THYHOMY COCTaBY.

Onmcy cOCTABNAIOTCS ACNONPOHIBOIHTENEM. ’
Onwch BEAETCHA B €/IHHON BANOBOH HYMEpAlMH B TEYCHHE HECKONBLKHX JIET.

Ha fiesna ¢ MCTeKIIMM CPOKOM XPAHEHHS COCTABIAETCS AKT 00 YHHUTONKEHHH.

Mognucan: XOMYEHKO HUHA

XO M L‘I E H KO gﬁlcggl;g?g:MBﬂOy "AC "'3010TON

NETYLWOK™", CN=XOMYEHKO HVUHA
H I/I H A BACWUIIbEBHA, E=khomchenko_59@mail.ru
OcHoBaHue: A aBnsawch aBTOpPOM 3TOro
AOKyMeHTa
M b E B H MeCTononoxeHue: MecTo noanMcaHus
ata: 2021.02.01 12:31:22+03'00"

Foxit Reader Bepcus: 10.1.1



