MpwunsTo: £ yTBerAEHO{

Ha obuiem cobpaHum Tpyaosoro 3aseaytouium MALOY «llleapoackuii
KOnnekTMBa aeTckuin cag «Konocok»
npoTokon Ne4 ot 26.03.2018r. Mpukas Ne30 ot 30.03.2018r.

Moanucan: Mpu6opa Hagexaa MuxaiinoeHa

DN: MHH=520600821622,

p M O Ba CHWINC=01836569168;
E=uompcb-vad@mail.ru, C=RU, ‘.
S=Hwxeropoackast obnactb, L=Bag, o="

MYHULMNATIBHOE ABTOHOMHOE

aﬂ e)Kﬂa [OLWWKONBHOE OBPA3OBATEJIbHOE
YUPEXOEHWE "LEAPOBCKUM IETCKMUA
CAL "KOJIOCOK™", G=Hapexaa

iy MuxaiinoBHa, SN=Ipu6osa, CN=Ipn6osa
NXANNOBH: e
OcHoBaHue: i NOATBEPXKAAI STOT AOKYMEHT
CBOeW YA0CTOBEPAIOLLEN NOANUCHI0
MecTononoxeHue: Mecto noanucaHns
a [Harta: 2021.02.01 13:49:09+03'00
Foxit Reader Bepcwsi: 10.1.1

NONOXEHUE OB APXUBE
MYHHIHOAJIBHOI0 ABTOHOMHOI0 JOMKO/JLHOr0 06pa3oBaTebLHOI0
yupexaennst «llleaporcknii nercknii cax «Kosocox»

c.Ulegposka
2018




1. O01ue MoJI0KeHHu s

1.1. [Tonoxxenne 00 apXxuBe MyHUIIUTIATEHOTO aBTOHOMHOTO JIOIITKOJIBHOTO
obpazoBatenpHoro yupexaenus «lllenporckuit gerckuii can «Komocok» (manee —
[Tonoxxenue), pazpaboTaHo B cOOTBETCTBUU ¢ DenepanbHbIM 3aKk0HOM «O0
apxuBHOM zene B Poccuiickoii @eneparnun» ot 22.10.2004 Ne 125-D3,
MeTtoaudecKuMu PEKOMEHIAIUSAMH 110 PadoTe C TOKYMEHTAMHU B
00111e00pa3oBaTeNbHBIX yUpekaeHUus X, DenepaabHbiM 3aKkoHOM «O0 oOpazoBaHuU
B Poccuiickoit @enepanum» ot 29.12.2012 roga No273-®d3 1. 11 4. 3 cT. 28

1.2. Hacrosmee [TonoxxeHue pazpaboTaHo B IENAX:

— COBEPILIEHCTBOBAHUS JACSITEIBHOCTU B c(pepe opraHu3aii XpaHeHus,
KOMILUIEKTOBAHHUSI, YU€Ta U UCIIOJIb30BaHUs ApXUBHBIX JOKyMeHTOB /[OY;

— palMoHaIbHOM OpraHu3aluy JOKyMeHTalMoHHOro ooecnieuenus B JJOY.

1.3. ApxuB 1OV co3naercs B LIENSX XpaHEHUsI, KOMIUIEKTOBaHHUS, ydeTa U
MCIIOJIb30BaHUs JOKYMEHTOB, 00pa3yromuxcs B mnpoiecce aearenbHoctd JOY u
3aKOHYEHHBIX JIEJIONPOU3BOICTBOM JOKYMEHTOB MPAKTUUECKOT0 HA3HAYEHHUS, UX
0oTOOpa U MOATOTOBKH K Iepejaue Ha XpaHEHHE B MYHHUIIUIAIbHBINA apXUB.

1.4. B cBoeit pabore apxuB J10Y pyKkoBOJCTBYyeTCS 3aKOHOIATEIILCTBOM 00
apxuBHOM fene B Poccuiickoit @enepanuy, MHBIMA HOPMAaTUBHBIMU [TPABOBBIMU
aktamu Poccuiickoit denepanuu, JokaabHbIMU akTaMu JJOY 1 HacTosum
[Tonmoxenuem.

1.5. KonTtpoins 3a aestenbHOCTHIO apxuBa JJOY ocymiecTBiseT 3aBeayonias,
KOTOpas oOecreunBaeT apXuB HEOOXOAUMBIM MTOMEIIEHUEM U 000PYAOBaHUEM.
1.6. HenocpencteenHoe pykoBoicTBO apxuBoM JJOY Bo3znaraercs npukazom
3aBeYyIOLIEH Ha JIMLIO, OTBETCTBEHHOE 3a BEICHUE apXUBa.

2. CocTaB 10OKYMEHTOB apXUBa

2.1. ApxuBHBI€ IOKYMEHTHI, MOCTYMAIOIINE HA XpaHeHue B apxuB JJOY
OTHOCATCS K MYHHUIIMITAJIbHONW COOCTBEHHOCTH, HE TIOJIJICKAT MPUBATU3AIMH, HE
MOTYT OBITh OOBEKTOM TMPOJIAXKH, MEHBI, JAPEHHUSI, a TAK)KE UHBIX CIIETIOK,
MOTYIIMX MIPUBECTU K UX OTUYKJICHUIO.

2.2. B apxuB JIOY nocrynarort:

2.2.1. ApxuBHBIE IOKYMEHTHI, 00pa30BaBIINECS B MIPOIIECCE NEATEIbHOCTH
JIOY, BpeMeHHOro XpaHeHUs (HEOOXOIUMMBIE B IPAKTUUECKOM IE€ITETHHOCTH).
2.2.2. ApXxuBHBIE IOKYMEHTbI, 00pa30BaBILINECS B MPOIIECCE IEATEIbHOCTH
JHOY.

2.2.3. IOKyMEHTHI IO JINYHOMY COCTaBY, OTPaKAIOIINe TPYAOBbIE OTHOIICHUS
paboTHHUKA ¢ pabOTOIaTEIIeM.

2.2.4. ApXUBHBIE JOKYMEHTHI IOCTOSTHHOT'O XPAaHEHUS.

3.3anauyu u QyHKUIMH apXuBa.

3.1. OcHoBHbIMU 3aaayamMu apxuBa IOV sBistorcs:

3.1.1. KommekToBaHHE TOKYMEHTaMH, COCTaB KOTOPBIX MPETyCMOTPEH
pasnenoM 2 Hactostiero [lomoxeHusl.

3.1.2. O6ecneuenre eIUHBIX TPUHITMIIOB OPTaHU3AIMN XPAaHCHUS,
KOMILICKTOBAHMUSI, yU€Ta U UCIIOJIb30BaHNE apXUBHBIX JJOKYMEHTOB, UX
COXPaHHOCTH.



3.1.3. OcymecTBiaeHrne KOHTPOJIS 32 popMHUpoBaHUEM U 0hOPMIICHUEM JIeTT B
nenonpousBoacTee JOVY.

3.2. B cOOTBETCTBUU € BO3JIOKEHHBIMM Ha HEro 3agayamu apxus J1OY
OCYUIECTBJISIET cleytonue QyHKIINN:

3.2.1. IlpuHuMaeT nocie 3aBeplieHus JeI0NPOU3BOACTBOM, YUUTHIBAET U
xpanut qokymeHTsl OV, oO6paboTaHHbIe B COOTBETCTBHH C TPEOOBAHUSIMU,
YCTaHOBJICHHBIMU 3aKOHOJIATEILCTBOM 00 apXUBHOM Jiese B Poccuiickoit
denepauum.

3.2.2. Ocy1iecTBisIET y4eT U 00eCIeUnBAET MOJHYI0 COXPAaHHOCTh MPUHATHIX
apXMUBHBIX IOKYMEHTOB, B TOM YHCJIE O JIUYHOMY COCTaBY.

3.2.3. IIpoBOIUT CBOEBPEMEHHOE YIIOPSAOUYECHHE APXHUBHBIX JOKYMEHTOB
(9KCnepTH3y LIEHHOCTH, HAyYHO-TEXHUUYECKYI0 00paboTKy, COCTaBlIeHHE OMUCEN U
T.1.).

3.2.4. Opranu3yer UCTIO0JIb30BaHUE TOKYMEHTOB:

- “HQOpMHUpPYET afMUHUCTpaIuIo U paboTHUKOB JJOY 0 cocTaBe u copep:kaHuu
JOKYMEHTOB apXHBa;

- OecIIaTHO MPEAOCTABIIAET MOJIH30BATESAM aPXUBHBIMU JJOKYMEHTAMHU

o OopMJICHHBIE B YCTAHOBJICHHOM TOPSAKE apXUBHBIE CIIPABKHU WM KOIIUU
apXMBHBIX IOKYMEHTOB, CBSI3aHHbBIE C YCTAHOBIIEHHEM TPYJIOBOIO CTAXAa,
COIIMATIbHOM 3aIIUTON rpakaaH, Npe1yCMaTPUBAIOIIEH NX TIEHCUOHHOE
oOecrieueHue, a TaKkKe MOJyUYeHHE JIIOT U KOMIIEHCALU B COOTBETCTBUU C
3aKOHOJATENLCTBOM Pocculickon denepanuu;

- BBIJIAET B YCTAHOBJIEHHOM IMOPSAKE J1€7a, JOKYMEHThI WM KOMTUUA JTOKYMEHTOB B
HEJSIX CTY>KeOHOTO M MPAaKTUYECKOTO UCIIOIb30BaHMs JJis paboThl B TOMEIIEHUN
HOY;

- BEJIET yY€T UCMOJIb30BAHUS TOKYMEHTOB, XPAHSIIINXCS B apXUBE.

4. IlpaBa ¥ 0OTBETCTBEHHOCThH

4.1. J1ns BBITIOJTHEHUS BO3JIOXKEHHBIX 33/1a4 U (DYHKITUH JTUII0, OTBETCTBEHHOE
3a BefieHue apxusa JIOY, umeet npaso:

4.1.1. KoHTpoIMpOBaTh BHITIOJIHEHUE YCTAHOBJIECHHBIX MPABUI pabOTHI C
nokymeHntamu B JJOVY.

4.2. JIuto, OTBETCTBEHHOE 3a BeneHue apxupa JJOY, HeceT 0TBETCTBEHHOCTh

3a BBITIOJIHEHUE BO3JIOKEHHBIX Ha apXUB 3a71a4y U (YYHKITUH.

4.3. 3a yTpary u mopuy JOKYMEHTOB JIOJDKHOCTHBIC JIUIIA YUPEKACHUS
(PYKOBOJMTEINb YUPEKACHUS U JIUIIO0, OTBETCTBEHHOE 32 BEJICHUE apXHUBa) HECYT
OTBETCTBEHHOCTH B COOTBETCTBUU C JCHCTBYIOIIUM 3aKOHOAATEIIHCTBOM.

5. KOMIIVIEKTOBAHUE APXHWBA.

5.1. IlonroroBka JOKYMEHTOB K nepenade B apxus JJOVY Bkitovaer

AKCTIEPTU3Y HAYYHOW M MPAKTUUECKOU IIEHHOCTH JOKYMEHTOB, o(hopMIIeHHE Jed,
COCTaBJICHHE OITHCH.

5.2. DkcnepTusa HEeHHOCTH JOKYMEHTOB.

5.2.1. DkcnepTu3a IEHHOCTH JOKYMEHTOB - ONPEICIICHUE IIEHHOCTH

JIOKYMEHTOB C IIeJIbI0 0TOOpa UX Ha XpaHEHHE U YCTAHOBJIEHUE CPOKOB XPaHCHHS.
DKCNEepTU3y IEHHOCTH TOKyMEHTOB B JJOY ocCyliecTBIISIET TOCTOSHHO



JNEUCTBYIOIIAsl SKCIIEPTHASI KOMHUCCHSL.

5.2.2. DkcniepTHasg KOMUCCHUA Ha3HavyaeTcs mpuka3zoM 3apeaytomeit JI0Y. B
COCTaB DKCMEPTHON KOMUCCHUM BKJIIOYAIOT HE MEHEE TPEX COTPYIHUKOB, B TOM
qucie B 0053aTeIbHOM MOPSJIKE JIMII0, OTBETCTBEHHOE 3a BeJieHue apxuBa JJOVY.
DKcnepTHasg KOMUCCHUA Ha 3aCEJaHUsIX pacCCMAaTPUBAET: HOMEHKIIATYPY A€

JIOY, onucu 1en moCTOAHHOTO XPaHEHUs U MO0 JIMYHOMY COCTaBY, aKThl Ha
JOKYMEHTBHI, BBIJICJIIEMbIE K YHUUYTOKEHHUIO.

5.3. Odbopmnenue nern.

5.3.1. [lena mOCTOSTHHOTO XpaHEHUS MOJIIITUBAIOTCS B TBEPAYIO 00JI0KKY
CypOBBIMU HUTKaMU. JIUCTBI HyMEPYIOTCS B PaBOM BepxHeM yriy. KoanuecTBo
JIUCTOB B KaXJIOM JIeJie HE IOJKHO npeBbImaTh 250. B koHIIe /1e71a Ha OTACIbHOM
JIUCTE COCTABJISIETCS 3aBEPUTEIbHAS HAITUC.

5.3.2. Ha o605Ke J1e1 MOCTOSTHHOTO XpaHEHUs TOJDKHBI OBITh TPOCTABJICHBI
CIICAYIOIINE PEKBU3UTHI: HANMEHOBAHKME 00PA30BATEILHOTO YUPEKIASHUSI, HOMED
(MHAEKC) Mena o HOMEHKIIAType, 3aroJIOBOK Jiejia, KOJIMYEeCTBO JINCTOB, CPOK
XpaHEHUs WM OTMETKa «XPaHUTh IMIOCTOSHHOY, HOMep (OH/Ia, OIKCH, JIeTa.
5.3.3. [lo okOHYaHUH JIETTOTTPOU3BOICTBEHHOTO T'0/1a B 0OpMIICHHBIE 00JIOKKHU
JIeJ1 IOCTOSTHHOTO XPaHEHUsI BHOCSITCSI HEOOXOIMMbIC YTOUHEHUS: B 3ar0JIOBKH
JieJ1, COAEPKAIIUX PACTIOPAIUTEIbHbBIC TOKYMEHTHI (ITPUKa3bl, MPOTOKOJIBI),
BHOCSITCS HOMEPA; €CJIM JIEJIO C MEPEMUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B
KaXJI0OM TOME YKa3bIBa€TCsl KOPPECIIOHICHT, aBTOP, TEPPUTOPHSI, IPYTUE TaHHBIE.
B xaxxipom Tome ykasbiBaeTcs AaTta (4uciao, Mecsll, To/1) Hayajla 1 OKOHYaHUs
JAHHOTO TOMa. TOYHBIEC 1aThl MTPOCTABIISIOTCS Ha 00JIOKKaX JJIsi OBICTPOTrO MOMCKA
JOKYMEHTOB B TIOCJICYIOIIEM; U3 3aBEPUTEIIbHON HAAMUCH Ha OOJIOKKY Jieria
BBIHOCHUTCS KOJIMYECTBO JINCTOB B JIEJIC.

5.3.4. Haanucu Ha 00J10KKaX Jie]d OCTOSIHHOTO U JOJITOBPEMEHHOTO

XpaHEHUS CIeyeT MPOU3BOJIUTH YETKO, CBETOCTOMKUMU YEPHUIIAMMU.

5.3.5. [lns ydeTa KoIM4ecTBa JUCTOB B Jielie U (PUKCAIMU OCOOSHHOCTEH NX
HyMEpAIMU Ha OTJICJIbHOM JIUCTE COCTABIIACTCS 3aBEPUTEIbHAS HAJIIHCH.

B 3aBepuTenbHOM HAAMUCH YKA3bIBAETCS KOJIMYECTBO JIUCTOB (I paMu U
MIPONKUCHIO) B Jiesi€. 3aBEepUTENIbHAS HAAIUCH OANMCHIBAETCS COCTABUTEIEM C
YKa3aHUEM €T0 JIOJKHOCTU U 1aThl COCTaBJICHUSI.

5.3.6. BHyTpeHHSIs1 ONIUCh COCTABIISIETCS K JIeJIlaM OCTOSIHHOTO U
noJiroBpeMeHHoro (cBeie 10 1eT) cpoka XxpaHeHus, chOPMUPOBAHHBIM T10
Pa3HOBUJIHOCTSIM JJOKYMEHTOB, 3aT0JIOBKA KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
coJiepKaHKe TOKYMEHTOB (0c000 IIeHHbIS, TUYHBIC JIeia U Ip.).

5.3.7. [lena BpeMEeHHOTO XpaHeHHUsI 0OPMIISIOTCS YIIPOIIEHHO:

OHM HE TOAMIUBAIOTCS, JINCTHI B HUX HE HYMEPYIOTCS, yTOUHEHHE Ha 00JI0KKaX He
MPOU3BOJUTCS, OIMCH Ha JieJia HE COCTaBIISIOTCSA, YUET BEAETCS MO0 HOMEHKIIAType
Tien.

5.4. Onucanuve JOKYMEHTOB IMOCTOSIHHOT'O CPOKa XPaHEHMUSI.

5.4.1. Onucu cocTaBisiIOTCA pa3feIbHO Ha Jiejia TOCTOSIHHOTO XPaHEHHUS 110
OCHOBHOM JI€SITEIbHOCTHU U HA JieJIa MO JINYHOMY COCTAaBY.

5.4.3. Onucu coCTaBISIOTCA I€JIONPOU3BOIUTEIIEM.

5.4.4. Onuce BeAeTCA B €IMHOW BaJOBOM HyMEpallUM B TEUCHUE HECKOIBKUX

JIET .



5.4.5. Ha AcJila C UCTCKIINM CPOKOM XPaHCHUA COCTABJIACTCA aKT 00
YHUYTOKCHHUU.
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