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1. O61ue nosioKeHHs
1.1. ITonoxxenue 06 apxuse I'ocynapcTBEHHOr0 GIOIKETHOTO AOIIKOIHHOTO
06pa3oBaTeNbHOTO yUpexKIeHHs AeTckoro cana Nel03 KOMIIEHCHPYIOLIEro BUaa
Hesckoro pationa Cankr-IlerepOypra (nanee — I[lonoxenue), pa3pabotaHo
B COOTBETCTBHH C NPUMEPHBIM TOJOXKEHHEM 00 apXuBe OpraHU3alMH
,YTBEpXXICHHBIM TpukazoM Pocapxuea ot 11.04.2018,DenepanbHblM 3aKOHOM OT
22.10.2004 Nel125-®3 «O6 apxuBHOM gene B PDO» ®enepansHbM 3akoHOM «O6
o6pa3osanun B Poccuiickoit @eneparmm» ot 29.12.2012 roga Ne273-®3 1. 11 4. 3 cT.
28,mpaBuaMK OpraHU3alMKM XPaHEHHs, KOMILUIEKTOBAHHUSA, ydeTa U WCIIONb30BAHMS
NOKyMeHTOB ApxuBHoro ¢ponna Poccuiickoit ®enepamyu

1.2. Hacrosimee TTonoxenue paspaboTaHo B LENsX:

— COBEpPIICHCTBOBAHHS ICATEIBHOCTH B c(epe OpraHu3aliy XpaHeH s,

KOMIIIEKTOBAHUS, y4eTa U MCII0JIb30BaHUs apXUBHBIX JOKyMeHToB JIOY;

= palMOHANBHOM OpraHM3alluK JOKyMEHTALMOHHOro obecnedenus B JIOV.

1.3. Apxu JIOY cosmaeTcs B NeENAX XpaHeHHs, KOMILIEKTOBaHHS, ydeTa M
UCTIONIB30BaHUS JOKYMEHTOB, OOpasyroluxcs B mpouecce mestensHoctd JIOY u
3aKOHYEHHBIX JIEJONPOU3BOACTBOM JOKYMEHTOB MPAKTUYECKOTO HAa3HAYEHMS, WX
0TGopa ¥ MOATOTOBKH K Iepe/iade Ha XpaHeHHEe B MyHHIMIATBHBIH apXHB.

1.4. B cBoeii pabore apxuB JJOY pyKOBOACTBYeTCS 3aKOHOZATENBCTBOM 06
apXuBHOM gene B Poccuiickol Pejepanuy, MHBIMH HOPMATHBHBIMH IIPaBOBBIMU
aktamu Poccuiickoli ®eneparuu, gokanbHeIMM akTaMd JJOY W HACTOSIIHM
[Tonoxenuem.

1.5. Kontpons 3a nestenbHocTsio apxusa JJOY ocyluecTBiseT 3apefyouas, a B
e¢ OTCYyICTBHM 3aMECTUTENb 3aBEMYIOIIEro, KOTOPble OBECTeYMBAIOT apXUB
HEOOXOMMBIM NTOMEIIECHUEM U 060pYI0BAHUEM.

1.6. HemocpenctsenHoe pykooxacto apxuBoM JIOV Bosmaraercs MpHKasoM
3aBe/lyIOLIei Ha JIMLO, OTBETCTBEHHOE 32 Be/IeHHE apXUBa.

2. CocTaB JOKYyMEHTOB apXHBa
2.1. ApxuBHble IOKYMEHTEI, IOCTyMNAIOLlMe Ha XpaHeHWe B apxuB JIOY
OTHOCATCS K MyHHIHMIATbHOMH COOCTBEHHOCTH, HE TOINEKAT IPUBATU3ALHH, HE MOTYT

OBITH 0OBEKTOM NIpOoJda)ku, MEHBI, NapeHHus, a TaKKe HHBIX CACJIOK, MOTYIIHUX
IIPUBECTHU K UX OTUYKIIECHHUIO.

2.2. B apxus JIOY noctymnarot:
2.2.1. ApxuBHble JOKYMEHTHI, 06pa3OBaBIIMeCS B TpolecCe AeSTENbHOCTH
OV, BpemMenHOro XpaHeHus (HE0OGXOUMBIE B MPAKTHYECKOMH JIeSITENIBHOCTH).
2.2.2. ApxuBHble NOKYMEHTBI, 00pa30BaBlIMecs B NPOLECCE AeSTENbHOCTH
JOVY.
2.2.3. JTokyMeHTBI IO TAYHOMY COCTABY, OTPAXKAIOIIUE TPYIOBBIE OTHOLICHHS
paboTHUKa ¢ paboTomareneM.
2.2.4. ApXuBHBI€ TOKYMEHTBI [IOCTOSIHHOTO XPaHEHHA.
3. 3agauu u pyHKUHH apxuBa.
3.1. OcuoBHbIMH 3ama4amu apxusa JJOV:
3.1.1. KommiekToBaHHe JOKyMEHTaMH, COCTAB KOTOPBIX MPEIyCMOTpEH
paszenoM 2 Hacrosiero [TomoxeHus.
3.1.2. OGecnieuenue eNMHBIX PUHLMIIOB OPTAHU3AINHN XPaHEHNS,
KOMIIIEKTOBAHHUS, YUeTa U MCII0Jb30BAHUE aPXUBHBIX JOKYMEHTOB, UX COXPAHHOCTH.



3.1.3. OcyecTBiaeHne KOHTPOIIS 3a GopMUpOBaHUEM U O(OpPMIIEHHEM €T B
nenonpoussoactee JOVY.

3.2. B cooTBeTcTBUM C BO3JIOXKEHHBIMH Ha Hero 3amadamu apxus JOV
OCYILECTBIISET ClleAyrolye GyHKIUU:

3.2.1. IlpuHuMaeTr mociie 3aBeplLUeHUs [AeNONpPOU3BOACTBOM, YUUTHIBAeT U
XxpaHUT IokyMeHTHl JIOY, oOpabGoTaHHbIE B COOTBETCTBHH C TpeOOBaHHAMH,
YCTaHOBJIEHHBIMH 3aKOHOZATeIbCTBOM 00 apXuBHOM Jene B Poccuiickoii ®enepanun.

3.2.2. OcymiecTBisgeT y4eT U 00ecreunuBaeT MOMHYI0 COXPaHHOCTh MPUHSATHIX
ApXUBHBIX IOKYMEHTOB, B TOM YHUCJIE 10 IMYHOMY COCTaBY.

3.2.3. IIpoBOAUT CBOEBPEMEHHOE YIIOPSIOYCHHE APXHBHBIX JOKYMEHTOB
(3KCTIepTH3Y IEHHOCTH, HayYHO-TEXHHYECKYI 06paGOTKY, COCTABIECHHE OMHCEH W
T.00.).

3.2.4. Opranusyer UCIONB30BaHUE JOKYMEHTOB:

- MHGOPMUPYET aIMHHUCTpALHIO U paboTHUKOB JIOY 0 cocTase U colepKaHuH
JOKYMEHTOB apXuBa;

- OecriaTHO — MpenoOCTaBiseT  IONB30BATENISM  APXUBHBIMH  JOKyMEHTAMH
0(OpMIIEHHBIE B yCTAaHOBJIEHHOM IOPS/IKe apXUBHBIE CIPABKH MM KOTIMM apXHBHBIX
JIOKYMEHTOB, CBSI3aHHBIE C YCTaHOBJIEHHEM TPYAOBOTO CTa)a, COLMAIBLHOM 3aIUTOM
rpaXkiaH, NMpeIyCMaTPUBAIOLIEH UX TEHCHOHHOE OfecIedyeHHe, a TakKe IMOIydeHHe
JBrOT M KOMIICHCAllUd B COOTBETCTBHM C 3aKOHOIATENLCTBOM Poccuiickoif
Denepanuy;

- BBIJAaeT B YCTAQHOBJICHHOM IMOpsAAKE Jefa, JOKYMEHTBl MM KOIHMH IOKyMEHTOB B
LeNAX CIy)KeOHOro M NpPaKTHYECKOrO HCIIONB30BaHUs i paboThl B MOMELIEHHH
IO

- BEJIET y4eT UCIIOJIb30BAHUS NOKYMEHTOB, XPAHSIIIUXCS B apXHBE.

4. IlpaBa U OTBETCTBEHHOCTH

4.1. JInst BBIMOJIHEHHS BO3JIOXKEHHBIX 3a1a4 U QYHKLHMN JIMIIO, OTBETCTBEHHOE
3a Benienue apxusa JIOY, umeer npaso:

4.1.1. KoHTponupoBaTh BBINOJHEHNE YCTaHOBIEHHBIX MpaBUd paboThl C
noxkymeHTamu B JIOVY.

4.2. JIuuo, oTBeTCTBeHHOE 3a BeneHue apxusa JIOV, HeceT OTBETCTBEHHOCTH
3a BBITIOJITHEHHE BO3JIO)KEHHBIX HA apXUB 3a1a4 ¥ (QYHKLIAHA.

4.3. 3a yrparty ¥ TIOpYy JMOKYMEHTOB JOJDKHOCTHBIE JIMIA YYPEKICHHUS
(PyKOBOIUTENb YYPEXKIEHUS ¥ JIMIO, OTBETCTBEHHOE 3a BelEHHE apXHBa) HECYT
OTBETCTBEHHOCTh B COOTBETCTBHH C JAEHCTBYIOIINM 3aKOHOATENECTBOM.

5. KomnuiekToBaHHe apxuBa

5.1. TlogroroBka MNOKYyMeHTOB Kk mepemade B apxuB JIOY BKiouaer
3KCIEPTU3y HAyYHOH W MPAKTUYECKOH LEHHOCTH IOKYMEHTOB, O(GOpMIEHHEe nen,
COCTaBJIEHHE OIIHCH.

5.2. DkcnepTU3a EHHOCTH TOKYMEHTOB.

5.2.1. DOKcrnepTu3a IEHHOCTH JOKYMEHTOB - OIpeleieHHe ILEeHHOCTH
JIOKYMEHTOB C LeJIbI0 0TO0pa UX Ha XpaHeHHe U YCTAHOBJIEHHE CPOKOB XpaHEHHS.

OKCrepTH3y LEHHOCTH JOKyMeHTOB B JIOY oOCyLIecTBIseT IOCTOSHHO
JeHCTBYIOIIas 9KCIIePTHAs KOMHUCCHS.



5.2.2. DKcrepTHas KOMMcCHs HasHadaeTcs MpukasoM 3asenyrowei JIOV. B
cocTaB DKCIEPTHOM KOMUCCUH BKIIFOYAIOT HE MEHEe TPeX COTPYIHHKOB, B TOM YHCIIE
B 0653aTeILHOM TOpsi/IKe JIMLIO, OTBETCTBEHHOE 3a BesieHue apxusa JJOY.



5.2.2. DKcrepTHAs KOMHMCCHs HasHadaeTcs MpukasoM sasedytomei JIOVY. E
cocTaB DKCIEPTHON KOMUCCHH BKIIOYAIOT HE MEHEe TPeX COTPYAHHUKOB, B TOM IHCII
B 06s3aTebHOM MOPSIIKE JIUII0, OTBETCTBEHHOE 3a BeJeHue apxusa JOY.

DKcrepTHas KOMHMCCHs Ha 3ace[laHUsX paccMaTpHBaeT: HOMEHKIATypy Ael
JIOY, ommcu e TOCTOSHHOTO XpaHEeHHs H IO JMYHOMY COCTaBy, aKTBl H:
JIOKYMEHTBI, BBIIEIISIEMBIE K YHUYTOXKEHHUIO.

5.3. Odopmienue neim.

5.3.1. Jlena TOCTOSHHOTO XPaHEHHs MOJLIMBAIOTCS B TBEPAYH OOJIOXKK
CYpOBBIMH HHTKaMH. JIMCTBI HyMepyloTcsi B IpaBoM BepxHem yriy. Kommdects
JIMCTOB B Ka)KJOM Jejie He Mo/bKHO mpeBblmiate 250. B koHIE nena Ha OTACIBHO!
JIMCTE COCTABISIETCS 3aBEPUTENIbHAS HAITUCh.

5.3.2. Ha 0610%Ke [ed MOCTOSHHOTO XpPaHEHHUS JOJDKHBI OBITh IMPOCTaBIIEH!
ClIelyIOlMe PEeKBU3UTHI: HAMMEHOBaHHE O00pa30BATENBHOTO YUPEXACHHs, HOME
(MHIEKC) Jena 1O HOMEHKIAType, 3arojlioBOK Jella, KOJHYECTBO JIUCTOB, CpO
XpaHeHHs WK OTMETKA «XPaHUTh TIOCTOSHHOY, HoMep GOHIa, OTIUCH, AeTIa.

5.3.3. 1o OKOHYAHHH [eJIONPOU3BOICTBEHHOTO rojia B 0popMyIeHHBIE 00I0KK
7eNT TIOCTOSHHOTO XpaHeHHs BHOCSTCS HeOOXOJMMble YTOUHEHHs: B 3arOJIOBKU Ie!
coZlepKallX PACTIOpsAUTEIBHbIE TOKYMEHTHI (TPHKAa3bl, MPOTOKOIBI), BHOCSTC
HOMepa; eClIi JeJ0 C MEePenyCKOd COCTOMT M3 HECKOJBKHUX TOMOB, B K&XIOM TOM
yKa3bIBaeTCsl KOPPECIIOHIEHT, aBTOP, TEPPUTOPHs, ApyrHe NaHHbe. B KaxaoM ToM
yKaspIBaeTcs JaTa (UKMCio, MecsL, TOM) Hayana i OKOHYaHHs JaHHOro toma. TouHE
JaThl MPOCTABISIIOTCS Ha OOMOXKKaX i OBICTPOro IMOKCKa JOKYMEHTOB
moclenyromeM; M3 3aBEepUTENbHON HAaAMMCH Ha OOJIOXKKY [Jefa BBIHOCHTC
KOJIHYECTBO JIMCTOB B JIEJIE.

5.3.4. Hammucu ©Ha o00J0XKax Jel IOCTOSHHOTO H HOJNTOBPEMEHHOI
XpaHeHUsl ClieyeT IPOU3BOAUTE YETKO, CBETOCTOMKUMH YePHUIIAMH.

5.3.5. Jlns ydeTa KOJMYECTBA JIUCTOB B Jele M (GUKCAlMU OCOOEHHOCTEH H
HyMepaliK Ha OTAeIbHOM JINCTe COCTaBIISETCs 3aBepUTENbHAS HAHCh.

B 3aBepuTeNbHONM HAMMCH yKa3blBAETCS KONMYECTBO JIUCTOB (Uuppar
MPONKCHI0) B Jele. 3aBepUTeNbHAs HAJMUCh IO/NKCHIBACTCS COCTABUTE/IEM
yKa3aHHeM ero JOJDKHOCTH M JaThl COCTaBJICHHSL.

5.3.6. BHyTpeHHssi ONHCh COCTaBIfeTCd K JejaM IIOCTOSHHOTO
nonroppeMeHHoro (ceime 10 JeT) cpoka XpaHeHHs, CQHOPMUPOBAHHBIM I
Pa3HOBUIHOCTSIM JOKYMEHTOB, 3arojiOBKM KOTOPBIX HE PacKpBIBAlOT KOHKDPETH
colepaHue JOKYMEHTOB (0c060 LIeHHBIE, TUYHbIE IeNa 1 1p.).

5.3.7. Jlena BpeMeHHOTO XpaHeHUs 0DOPMIIAIOTCS YIPOIIEHHO:

OHH He TOIIMBAIOTCS, JIUCTHl B HUX HEe HyMEpYIOTCs, YTOUYHEHHE Ha OOIOKKax i
IPOM3BOJKTCS, OMKCH Ha Jella He COCTaBJAIOTCSA, YYeT BEHETCs MO HOMEHKIATY]
Ien.

5.4. OnucaHue JOKyMEHTOB IIOCTOSSHHOIO CPOKa XpaHEHHUs.

5.4.1. OnucH COCTaBIISIFOTCS pa3feNbHO Ha Jej1a MOCTOSHHOIO XpaHeHHUs 110
OCHOBHOM JI€SITENIFHOCTH U Ha JieJia 110 TUYHOMY COCTaBy.

5.4.3. OmucH COCTaBISAIOTCS AEeNONPOU3BOIUTEIEM.

5.4.4. Onuce BeaeTcs B €AMHOM BaJIOBOM HyMepaLuu B T€YEHHE HECKOIBKHX
JeT .



