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«Cynakcknii [leHTp 1€TCKOr0 H IOHOIIECKOr0 TBOPYeCTBA)
ropoackoro okpyra Cyaak

1. O0mue noJI0KeHHs

1.1. Tlonoxenwme 06 apxupe MyHHUMIATEHOTO OMOKETHOrO 0Opa3OBaTEILHOIO
VUpeXIEHHs  JOMOJHHTEIBHOro o0pasoBaHus JACTeH «Cynakckuii LleHTp MOETCKOro H
JOHOIIECKOTO TBOpuYecTBa» ropoackoro okpyra Cymaxk MBOY O/ «Cynakckuit LIIKOT»
ropoackoro oxpyra Cynpak, (namee -— [Tonoxenue), paspabaTeIBaeTCss HAa OCHOBAaHHMH
[IpHMEPHOrO MOJIOXKEHHs, METONUYECKHX PEeKOMEHIAlHH MO0 paGote ¢ HOKyMEHTaM# B
061e06pa3oBaTeIbHBIX YUPEKICHUAX U YTBEPKAACTCSA TUPEKTOPOM LIIHOT.

1.2. ApxuB yupexeHHs CO3/aH B HeNAX XPaHCHHs, KOMIUICKTOBaHHA, y4deTa H
MCIIONIb30BAaHMsl  JIOKYMEHTOB, 0OpasylolMXcsi B Tpolecce ACATCIbHOCTH LT, n
3aKOHYEHHBIX JENONPOU3BOJACTBOM JOKYMEHTOB MPAaKTHYECKOro HAa3sHAYCHHS, HX otbopa u
IOATOTOBKH K NEepejiade Ha XpaHeHHe B MyHUIUTIATbHbIH apXHUB.

1.3. B cBoeii paGoTe OTBETCTBEHHBI 3a apXHUB YYPEKACHHUSA PYKOBOICTBYCTCS
3aKOHOZIATENBCTBOM 00 apxuBHOM gerne B Poccuiickoit denepalny, WHBIMH HOPMATHBHBIMH
npaBoBBIMH akTamu Poccuiickoit (denepauyy, HOPMAaTHBHBIMHM IpPaBOBBIMM aKTaMu IO
apXHBHOMY JIeJly OpraHOB MECTHOrO CaMOYIpPAaBICHU, METOIMYECKOH JIOKYMEHTALUEH,
3aKOHOJATEIbHBIMUA AKTaMH 10 apXUBHOMY Jejy, NpHKa3aMH, YKa3aHUsMH BBIIICCTOAIIMX
OpranM3aimii, pyKOBOJACTBA YYPEXK/CHHs, IPABUIAMH ¥ JPYTUMH HOPMATHBHO-METOXMIECKIMH
JTOKYMEHTaMH apxuBa u HacTosmuM [losoxkeHneM.

1.4. TTo HeoOXOAUMOCTH Ha3HauaeTcs oTBeTCTBeHHEIH 3a apxus LI/IIOT.

1.4.1 . Henocpencteennoe pykoomctso apxusoM LUIIOT Bosnaraercs mnpukas’oMm
mupexkropa MBOY  JIOI «Cynakckui [IIOT» ropoxckoro okpyra Cynak Ha JHLO,
OTBETCTBEHHOE 32 BEJICHHE apXHBa.

1.5. KOHTpOJIb 3a JeSTeNbHOCTHIO apxuBa ocymecTsiseT aupexrop LUTIOT.

2. CocTaB JOKYMEHTOB apXHBa Y4YpeKIeHHS

2.1. ApxuBHBIE IOKYMEHTBHI, I[OCTYNAIOIIHE HA XPAaHCHUE B APXHB YHUPCKACHHA,
OTHOCATCS K MYHHILMIATLHON COOCTBEHHOCTH, HE MOJJIEKAT MpUBATH3ALMH, HE MOTYT OBITH
00BEKTOM TIPOJAXH, MEHbI, JapeHHs, a TakKe HMHBIX CHEJIOK, MOTYIIHX MPHUBECTH K HX
OTUYKICHUIO.

2.2. B apxuB 00pa30BaTeIbHOr0 YUPEKACHUS OCTYIAOT:

2.2.1. ApxuBHBIE JOKYMEHTHI, 00pa30BaBLIKECS B IIPONECCE ACATENBHOCTH yIPEKACHAS
BPEMEHHOTO XpaHeHHs (He0OX0MMBbIe B PAKTHIECKOH JIESITETBHOCTH). J

2.2.2. ApXUBHBIE JOKYMEHTBI, 00pa30BaBUIMECs B MPOLECCE ACATENBHOCTH YIPEKICHAS
MOCTOSIHHOTrO XpaHEHHs, IepefaBaeMble MO HMCTEYEHHH 5 JIET Ha TOCTOSHHOE XpaHCHHE B
MYHHIHNAIBHBIA aPXHB.

2.2.3. JIOKYMEHTHl TO JMYHOMY COCTaBy, OTP@KAIOIKME TPYAOBBIC OTHOIICHUA
paboTtHuKa ¢ paboToiaTeseM.

2.2.4. ApxuBHblE IOKYMEHTBI MOCTOSHHOrO XpDaHCHHA M MO JIMYHOMY COCTaBY
yupexK/IeHH i, TPABONPEEMHHKOM KOTOPBIX BISETCS 00pa30BATEIbHOE yUPEKACHHE.




2.2.5. CripaBoussIii annapar k OOKYMEHTAaM apXuBa.

3. 3apaun u pyuxuun ApXHBa Y4UpPeKIACHHS

3.1. OcHOBHBIME 3a7a9amMi BeeHHS apxuBa LIEHTPa ABJIAIOTCS:

3.1.1. KommiexroBauue AOKYMEHTAMH, COCTaB KOTOPBIX MpPEIyCMOTPEH pasieioM .
Hacrtosero [Tonoxenus.

3.1.2. OBecrieuenne emuupx NPHHLAIIOB OPraHM3alliy XPaHEHHUS, KOMILIEKTOBAHHMS,
YHECTa H HCIIO/Ib30BaHHE apXHBHBIX JOKYMEHTOB, HX COXPaHHOCTH.

3.1.3. TloaroroBka wu CBOCBpPEMEHHAsl Iepenada IOKYMEHTOB Ha XpaHeHHe B
MYHHLUMNAIBHBIA  apXHB C  COOMIOJEHHEM CPOKOB M TpeOOBaHHU, YCTaHABIMBAEMBIX
l'ocynapcrBenHoit apxuBHO ciyx60H.

3.1.4. Ocymectenenue KOHTpOIs 3a (OpPMHpOBaHHEM H opopmienueM nen B
ACIONPOU3BOACTBE YUPEKICHHUS.

3.2. B COOTBETCTBHH ¢ BO3JIOKEHHBIMH 3a7auam apxuB [IJTFOT ocymectsuser
Clenylomue GyHKIHuU:

3.2.1. Ilpunumaer mocne 3aBEpLICHHS JENONPOU3BOACTBOM, YYHTHIBAET M XpaHHT
AOKYMEHTBI CTPYKTYPHBIX moznpasaenenuii LUTIOT, 00paboTaHHEIE B COOTBETCTBHH ¢
TPeOOBaHHAMH, YCTAHOBIECHHBIMH 3aKOHOZATENLCTBOM 00 apXMBHOM 1eiie B POCCHICKOI
Deneparun.

3.2.2. OcymiecTsisier yueT u obecrneunBaet OIHYIO COXPAHHOCTH NPHHATHIX APXHBHBIX
AOKYMCHTOB, B TOM YHCJI€ 110 JIMYHOMY COCTaBY.

3.2.3. TlpoBomuT cBOEBpEMEHHOE YNOPSIIOYEHHE apXMBHBIX JTOKYMEHTOB (oKxcnepTusy
ICHHOCTH, Hay4HO-TEXHHYECKYIO0 00paboTKy, cocTaBieHHe Omucel u T.A.) H Nepeaady ux Ha
IOCTOSHHOE XpaHEHHE B MyHUIIUITAILHBIH apXUB.

3.2.4. Co3paer, nonondser u COBEPLICHCTBYET CNPABOYHBIH anmapar K XpaHsmAMcs B
apXHBE JIe]IaM U IOKyMEHTaM, 00€CTIeYHBAET €ro MPeeMCTBEHHOCTE CO CIIPABOYHBIM aNmapaToM
MYHULHMIAILHOTO apXHBa, HOMEHK/IATYPO el YUPeKIeHHS.

3.2.5. Ilpencrasiser opraHam MecTHOro CaMOYMpaBJICHHs, MyHHUHMIIATLHOMY apXHBY
HEOOXOMMYIO  apXHMBHYIO HHOOPMALUIO U  KOIHH APXMBHBIX JOOKYMEHTOB, a TaKke
HH(bOPMALKIO 0 COCTaBE, CONEPIKAHUH U 0OBEMe XPaHAIHUXCS B apXHBE TOKYMEHTOB.

3.2.6. Opranusyer ucHob30BaHKe JOKYMEHTOB:

- OecriaTHO npexOCTaBNISET MOMB30BATEISIM APXUBHBIMM  JIOKYMEHTaMH OQOPMJICHHBIE B
YCTaHOBJICHHOM MOPSIKE apXHBHbIE CIIPABKH MM KONHHU ApPXHBHBIX JTOKYMEHTOB, CBSI3aHHEIE C
YCTaHOBJICHHEM TPYIOBOIO CTaXa, COLMATBHON 3aIUTOMN T'pajkiaH, MpeaycMaTpuBarouIeli Hx
ICHCHOHHOE OlecreyeHne, a TaKKe MOJNYYEHHE JBrOT W KOMIICHCAUHH B COOTBETCTBHH C
3aKOHOAATENLCTBOM Poccuiickoit Penepanuu;

- HCIOJNHAET 3apOChl 00 yCTAHOBIEHHH TPYNOBOIO CTaXa M APYTHM BOIIPOCaM COLIMATBHO-
NPaBOBOI'0 XapaKTepa;

- BEACT YHET HCNO/b30BAHHA IOKYMEHTOB, XPAHAIIMXCS B ADXHBE.

4. [IpaBa u 06s13aHHOCTH OTBETCTBEHHOr0 10 BECHHIO apXUBa
4.1. Jlns BBINONHEHMS BO3NOKEHHBIX 3a1ay W (ynkuui Mno, oTBEeTCTBeHHOE 3a
BE/ICHHE apXHBa YUPEKACHHS, UMEET MPaBo:
4.1.1. KoHTpomupoBaTh BBEIIONHEHHE YCTAaHOBJIICHHBIX MpaBHI paboTel ¢
AOKYMEHTAMH B CTPYKTYPHBIX I10/Ipa3/Ie/ICHHSIX.
4.2. 3a yTpary u mopyy JIOKYMEHTOB MOJKHOCTHBIE JMua yupexaeHus (IUpeKTop
YUPEKICHHUA M JIHLO, OTBETCTBEHHOE 3a BeJeHHE apXHBa) HECYT OTBETCTBEHHOCTH B
COOTBETCTBHM C JEHCTBYIOMINM 3aKOHOIATEIHCTBOM.

S. KomnuiexroBanne apxusa yupemaenus

5.1. TlomrotoBka MOKYMeHTOB K fIpeliaie B apXMB BKIIOYAET SKCIEPTH3Y
TIPAaKTHYECKOH IEHHOCTH JOKYMEHTOB, 0QOPMIICHHE [E/, COCTABICHHE OMHCHL.
5.2. DKcmepTH3a HEeHHOCTH JOKYMEHTOB.



5.2.1. DKcnepru3a LEHHOCTH JOKYMEHTOB - ONpE/eNieHHe IEHHOCTH IOKYMEHTOB C
LEJIBIO oTOOpa WX Ha XpaHEHHE U YCTaHOBJIIEHHE CPOKOB XpaHEHHS.
OKcHepTu3y LEeHHOCTH JOKYMEHTOB B 00pa30BaTEeIbHOM YUPEIKASHHH OCYIECTBIAET
MOCTOSIHHO JeHCTBYIOIIAs SKCIePTHAs KOMHCCHS.

5.2.2. DxcnepTHas KOMHCCHS Ha3HAYaeTCs IPHKA30M JUPEKTOpa yUpeIKICHHS.
OKcHepTHas KOMHCCHS Ha 3acelaHMsX paccMaTpUBAaeT: HOMEHKJIATYpy e, OIMHCH
Jen MOCTOSHHOTO XPaHEHMs H [0 JMYHOMY COCTaBY, aKThl Ha JIOKYMEHTEHI,
BBIIC/IAEMbIEC K YHUUYTOKESHHUIO.

5.3. Odopmienue aen.

5.3.1. lena mOCTOSHHOTO XpaHEHMS MOIIIMBAIOTCS B TBEPAYIO OOJOXKY CYPOBBIMH
HUTKamMu. JIMCTBI HyMepyloTCs B IpPaBOM BEPXHEM YIVIY MPOCThIM Kapangamom. KoimdecTBo
JMCTOB B Ka)KIOM Jejie He N0o/DKHO mpesblmate 250. B xoHue nena Ha OTIENBHOM JIMCTE
COCTaBIISITCS 3aBEPUTEIbHAS HAIITHCh.

53.2. Ha o0mnoxke [en MNOCTOSHHOTO XpaHEHHS IPOCTABISIOTCS —CIEAYIOLIHE
DEKBH3UTHI:  IIOJIHOE  HAaWMEHOBAHHE  BBILECTOSLICH  OpraHM3allii, HaUMEHOBAaHHE
00pa3oBaTENbHOTO YUpE)KACHUs, HOMep (MHIEKC) Aena MO HOMEHKJIAType, 3arojiOBOK Jelna,
KOJIMYECTBO JINCTOB, CPOK XPaHEHHs HIIH OTMETKA «XPAHUTh TIOCTOSTHHOY», HOMEp OITHCH, Jela.

5.3.3. Ilo oxOHYaHHM JEIONPOH3BOACTBEHHOrO roja B 0GOpMIeHHBIE OGIOKKH e
MOCTOSHHOTO XPaHEHHs BHOCATCS HEOOXOAMMBIE YTOYHEHHS: B 3aroJIOBKHM eJ, COJepiKalluX
pacropsauTeIbHble JOKYMEHThI, BHOCATCS HOMEpA: €CJIH /110 COCTOUT U3 HECKOJIBKUX TOMOB, B
KaKI0M TOME YKa3bIBA€TCS KOPPECHOHIEHT, aBTOp, TEPPUTOPHS, ApyTrHe AaHHbIE. B Kakaom
TOME yKasbIBaeTCs Jarta (YHcilo, Mecsll, ToJ) Havyalna U OKOHYaHHs! JaHHOro Toma. TOYHBIE AaThl
MPOCTAB/IAIOTCS Ha O00JoKKaxX At OBICTPOro MOMCKA MJOKYMEHTOB B IOCIEAYIOUIEM; H3
3aBEPUTEIIbHOM HAANKUCH Ha O0JI0XKKY AeNa BHIHOCHTCS KOJIMYECTBO JIMCTOB B JIEJIE.

5.3.4. lnst yyera KOJIM4YECTBA JIMCTOB B Jesie ¥ (pUKcaluu 0cOOEHHOCTER UX HyMepaluu
Ha OTICJIBHOM JIHCTE COCTABIISACTCS 3aBEPHTEIbHAS HAATUCH.

B 3aBepuTenpHON HaAIIUCH YKA3bIBAeTCA KOJIUYECTBO JIUCTOB (LM(ppPaMH U IMPOMHUCHIO) B
nene. 3aBepuTeNbHAas HAAMUCh MOAMMCHIBACTCS AEJIONPOU3BOAUTENIEM C YKa3aHHEM  JaThl
COCTaBJICHHS].

5.3.5. BHYTpeHHsAS ONHUCH COCTABJIAETCS K J€/IaM IOCTOSHHOTO M JOJTOBPEMEHHOIO
(ceime 10 7ner) cpoka XpaHeHus, CHOPMHPOBAHHBIX II0 PA3HOBHIHOCTSAM MTOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PAaCKPHIBAIOT KOHKPETHOE COJEp)KaHHE MTOKYMEHTOB (0c000 IEHHBIE,
JMYHBIE Jena U 1p.).

5.3.7. Jlena BpeMeHHOTO XpaHeHHs 0QOPMISIOTCS YIIPOILEHHO:

OHH He TOMIIMBAIOTCS, JHCTBI B HHX HE HYMEpPYIOTCH, YTOYHEHHE Ha O0OJOXKax He
MPOU3BOIUTCS, OMMCH Ha JIefia He COCTABISIOTCA, YUET BEAETCS 0 HOMEHKIIATYpe Jel.

5.4. Onucanue JOKyMEHTOB MOCTOSTHHOTO CPOKa XpaHEHHUSI.

5.4.1. Tlo oxkoHYaHHMM [EIONPOU3BOACTBEHHOIO roJa B YUYPEXKIACHHH IPOH3BOIUTCS
0TOOp JOKYMEHTOB MMOCTOSIHHOTO CPOKa XPaHEHHs IS BKIIOUEHHs MX B OmHCh. ONHUCh COCTOUT
U3 TOJOBBIX PA3[e/ioB, BHYTPH FOfa [ejia pacrojaraloTcsi Mo CTENeHH 3HAYHMMOCTH C YHETOM
HOMHMHAJIBHOTO IPUHIMIA (B COOTBETCTBHH C HOMEHKIJIATYPOil 00pa3oBaTe/IbHOIO YUPEIKACHHS).
'ozoBoii paszen onucH Ha 1ena NOCTOSHHOTO XpaHEHHs, PeHa3HAYCHHBIE Ul IIOCIe Ay OLeH
nepefayd B MYHMUMNAIBHBI apxuB, IOUISKHT yTBepxkaeHuio aupekropom [LUIIOT,
npezcenareneM DK apxuBHOro otaena (MyHHMUIMIAIBHOTO apXWBa) aIMHUHUCTpALMH ropoja
Cynaka u COrJacoBaHHIO SKCIEPTHOH KOMHMCCHEH He TO3aHee 4YeM uYepe3 [Ba roja Iocie
3aBepILICHUS 1€l B 1EJI0NPOU3BOICTRE.

5.4.2. OnucH COCTaBIISIOTCS pa3Jie/IbHO Ha Jiejla NOCTOSHHOTO XpaHEeHUs 0 OCHOBHOM
NeSTeTbHOCTH M Ha Jelia 10 THYHOMY COCTaBYy.

5.4.3. Omnwucu cocraBnstorest cexperapem SK.

5.4.4. Onuce Benercss B €IMHON BajOBONM HyMepalHMu B TEUEHHE HECKOJIBKUX JIeT U
3aKaHYHUBAETCS MO COTJIACOBAHMIO ¢ MYHHIIMIIAIbHBIM apXHBOM, KyJa MOCTYNAIOT AOKYMEHTHI
YUPEHKICHUS.

5.4.5. Ha nena BpeMEHHOI'O CpOKa XpaHeHHUs COCTABISETCS aKT 00 YHUUTOXKECHHH.



[Tpommro, nponymeposaro
M CKPETUIeHO nievatsio A nwucra(os)

Hupexrop MBOY JIO[
«Cynakckwmii LUTIOT»
ropozckoro okpyra Cyaak
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