MyHHEIHIATBHOE GHOLKETHOE JOIIKOIbHOE 00pa30BaTeNbHOE YUPEKACHHE
«Jlercruit cag « Tépemok» ¢. KpacHonecobe»
Cumdepononsckoro paitona Pecybnuka Kpem

OKIIO 00837548 OI'PH 1159102029349 MHH/KIII 9109010324/910901001
ya. IapkoBas, noM 67-A, c. Kpacronecske, Cumbepononsckuii paiion, PK, 297579

tem.(3652) 31-13-10, e-mail: Junina.nina.77759(@mail.ru

COT'JIACOBAHO
MNpenceparens ITT10

%@.B.B@myc
pg. .0t Held

MMonoxenuc
00 apxuBe

MyHHIMOANBHOTO GIOKETHOTO AOLIKOIBHOTO 00pa30BaTeNIbHOTO YUPEXKACHH
«Jerckuii cag « Tepemok» c.KpacHonecse»




1.06mue noaoxeHns

1.1. Monoxenue o6 apxure MBJIOY «Jlerckuii can «Tepemok» ¢.KpacHonecse»
(nanee — [TonoxeHue), pa3paboTaso B cOOTBETCTBHH ¢ DeepaTbHbiM 3akoHOM «O6
apXMBHOM Jienie B Poccuiickoit deaepatny ot 22.10.2004 Ne 125-93,
MeroauaeckuMy PEKOMEHAAUAMHU HO paboTe ¢ NOKYMEHTaMH B
06ImEe00pasoBaTENbHBIX yupexaeHuax, PeaepanbHbiM 3ak0HoM «O6 obpa3zoBaHiy B
Poccuiickoii ®eaeparmm» ot 29.12.2012 roga Ne273-®@3 m. 11 4. 3 cr. 28
1.2. Hacrosmee [Tonoxenue paspaborano B Lemax:

—  COBEpLIEHCTBOBAHUSA ASATCIBHOCTH B cepe OPraHi3allii XpaHCHUA,

KOMIUIEKTOBAHMS, YI€TA U HCIIOJIb30BAaHUS apXUBHBIX JOKyMenToB OV,

~  palMOHA/ILHON OpraHM3ally AOKYMEHTalHOHHOro obecneyenus B JOY.

1.3. Apxus JIOY co3maercd B LEJIX XPAaHCHHSA, KOMILIEKTOBAHHMS, Y4CTa WU
MCTIONb30BAHMS JIOKYMEHTOB, 00pasyrolluxcs B mpouecce aearensHoctd JOY u
3JAKOHYEHHBIX JCIOMPOH3BOJICTBOM AOKYMEHTOB MPAKTHYCCKOr0 HA3HAYCHHA, HX
oT6opa ¥ OIrOTOBKH K Mepe/aie Ha XPaHEHHE B MyHHIMIIAbHBIH apXHUB.

1.4. B cBoeii paGore apxus JOY pyKoBOACTBYETCH 3aKOHOJATENLCTBOM 00
apxuBHOM Jene B Poccuiickolt ®exepailid, HWHHMH HOPMATHUBHBIMHU [IPABOBBIMH
aktaMu Poccuiickoii ®emepanum, noxanbHeiMH  akTamMu  JIOY MW HacTOAIMM
TlonoxenueMm.

1.5. Konrpons 3a aesteiabHOCTIO apxusa JOY ocymecTsifet 3ape/yromas, a B
eé OTCYICTBMM 3aMeCTHTC]b 3aBEAYIOMIEro, KOTOphie o0CCreynBaloT —apXHB
HEOOXOMMMbIM TIOMELLEHUEM H 000PYAOBAHHEM.

1.6. Henocpencrentioe pyxoBoactBo apxusoM JIOY Bo3znaraercs NpHKa3oM
3aBEAYIONICH Ha JTUI0, OTBETCTBEHHOE 38 BEACHHE ApXHBA.

2. CocTaB I0KYMEHTOB apXHBa
2.1. ApXMBHBIE JOKYMEHTBI, fOCTYHAIOMME Ha XpaHeHue B apxuB [OY
OTHOCSATCA K MYHUIMNAILHOH COOCTBEHHOCTH, HE TIOUICKAT TIPUBATU3ALMY, HE MOTYT
ObITE OOBEKTOM TPOJ@XKH, MEHbI, AApPeHHs, a TAKOKe HHBIX CENOK, MOTYHIHMX
TPHUBECTH K UX OTYYKIEHHIO.
2.2. B apxus JJOVY n0ocTynaror:
2.2.1. ApxuBHBIE JOKYMEHTHI, 00Pa30BaBIIMECA B MNPOLECCE ACATCIBHOCTH
JOY, BpeMEHROTO XpaHeHus (HEOOXOANMbIE B IPAKTHIECKOM ACATENLHOCTH).
2.2.2. ApxWBHBIE JOKYMEHTbl, 00pa30BaBIIMECA B MpOLECCE AEATEIRHOCTH
J0OV.
2.2.3. JIoKyMeHTBbI 110 JIf4HOMY COCTaBY, OTPaKAIOIIME TPYIOBbIE OTHOIIEHHA
paGotHuka ¢ paboToaarenem.
2.2.4. ApxuBHBIC JOKYMEHTBI IOCTOAHHOTO XPaHCHUS.
3. 3apauu U PpyHKIHH apxUBa.
3.1. OcnoBHbIMH 3axayamu apxusa JOV:
3.1.1. KommiexkroBaHue TOKYMEHTAMU, COCTaB KOTOPBIX NPETYCMOTPEH
paznenoM 2 Hacroduiero Honoxenus.
3.1.2. OGecrniedeHue eAMHbIX PUHIIMIIOB OpraHH3allMHA XpaHEeHMs,
KOMILIEKTOBAHMA, YUETR K UCIIOIb30BAHHE APXUBHBIX JOKYMEHTOB, UX COXPAHHOCTH.
3.1.3. OcymecTsiieHHe KOHTPOIA 32 GOPMHPOBAHKEM 1 OOPMIICHHEM JIEN B
nenonpoussoactae JJOY.




3.2. B COOTBETCTBHMH ¢ BO3JIOKEHHBIMHA Ha Hero 3agadamu apxus JOY
OCYUIECTBAET CNEXyIomue QyHKIMH:

3.2.1. TlpuruMaeTr TOociA¢ 3aBepLUSHUS JEIONPOM3IBOACTBOM, YYHTBLIBACT M
xpanur gokyMmentsr JIOY, o6Gpa0oraHHble B COOTBETCTBHHM ¢ TpeOOBaHUAMM,
YCTAHOBJIEHHBIMH 3aKOHO/IaTEILCTBOM 00 apXUBHOM aene B Pocceuiickoii Penepanun.

3.2.2. OcyulecTBIAET yUeT ¥ 00ecreynBaeT MONHYK COXPAaHHOCTh NPUHATHIX
ApXHBHBIX JOKYMEHTOB, B TOM HHCIIE 10 THIHOMY COCTaBY.

3.2.3. TIpoBoaWT CBOCBPEMEHHOE YIOPAJOUCHHUE AapPXMBHBIX JOKYMEHTOB
(3KCMEPTH3Y LIEHHOCTH, HAYTHO-TEXHUYECKYH0 00pabOTKy, COCTaBJIEHHME OIMCEH H
T.J.).

3.2.4. OpraHM3yeT UCHOJb30BAHHE JTOKYMEHTOB!

- uH(popMHUpYyeT axMUHUCTpaLMIO ¥ paboTHHKOB /IOY 0 cocTase U CoOpepKaHUH
JOKYMEHTOB apXHBa,

- OeCmlaTHO  MOPEAOCTABAACT  MOJB30BATEIAM  APXHUBHBIMM  JIOKYMEHTaMH
0opOpMICHHBIE B YCTAHOBJICHHOM TOPAJKE APXUBHBIC CIIPABKU WK KOIIMHM ApXUBHBIX
JOKYMEHTOB, CBA3AHHBIC ¢ YCTAHOBJIEHHEM TPYAOBOr'0 Craka, COLMAJIBHOMN 3alllUTOMH
rpaxjaH, NpeaycMaTpHBalOIed MX MEHCHOHHOE O0ECIICYEHME, a TaloKe I0/IyvyeHue
NBrOT M KOMIIEHCAllMHi B COOTBETCTBHM € 3aKOHOAATEILCTBOM Poccuiickoid
Ddenepanyu;

- BBLAACT B YCTAHOBJCHHOM TNOpSAKE OeNd, JOKYMEHTbl WIM KOINHH JOKYMEHTOB B
LEIAX CiayXeOHOro M IMPakTHYECKOTO HCTIONB30BaHMA Uif paboTsl B NOMEIIEHHU
A0Y;

- BeJIeT yueT UCMOJb30BaHUs JOKYMEHTOB, XpaHAILKXCS B apXHBE.

4. [IpaBa H OTBETCTBEHHOCTD

4.1. JIng BLIMOJHCHUS BO3JOKEHHBIX 3a/1a4 M (P)YHKLMI JIHIO, OTBETCTBEHHOES
3a BeJieHHe apxuBa JIOY, umeet npaso:

4.1.1. KontponupopaTs BBHITIONHEHHE YCTAHOBJIECHHBIX IIpaBul paboTsl C
JaoxyMmeHramd B JIOY.

4.2. Jluiio, OTBETCTBEHHOE 3a BeaeHUe apxuea JIOY, Hecer OTBETCTBEHHOCTh
33 BBITIOIHEHHE BO3JIOKEHHBIX HA apXHB 3aAa4 U (YHKUMIA.

4.3. 3a yrpary U TOpYy JOKYMEHTOB [ODKHOCTHBIE JIMLA Y4YPEKICHUS
(PYKOBOAUTENb YUPEKAESHHS M JIMIIO, OTBETCTBEHHOE 3a BEJCHHE apXHBa) HECYT
OTBETCTBEHHOCTD B COOTBETCTBHHM C JACHCTBYIOLIHMM 3aKOHOAATEIbCTBOM.

5. KoMnJ/ieKTOBaHHE APXHBA

5.1, IlomroroBka moKyMeHTOB K Tiepeaadue B apxuB JOY Brmouaer
IKCIIEPTH3Y HAYYHOH M MpPaKTHYECKOH UEHHOCTH AOKYMEHTOB, OQOPMICHHE IEl,
COCTABJICHHE OFHMCH.

5.2. DkcnepTH3a UEHHOCTH JOKYMEHTOB.

5.2.1. DOkcnepru3a LCHHOCTH [OKYMEHTOB - OHpejeieHHe 1IEHHOCTH
JOKYMEHTOB € LIEJbI0 0TOOpa X Ha XPAHEHUE U YCTAHOBIIEHUE CPOKOB XPaHEHHMS.

OKCHepTu3y UEHHOCTH A0KyMeHTOB B JIOY oCyllecTBISET TOCTOSHHO
ACUCTBYIONIAA IKCNEPTHAS KOMUCCHS.

5.2.2. Dkcrnepraas KOMHCCHS Ha3zHadaeTcd MpukaszoM 3asegyroweit J1OY. B
cOCTaB DKCHNEPTHOH KOMUCCHHU BKJIIOYAKOT HE MEHEE TPEX COTPYAHHKOB, B TOM YHCIIE
B 00s13aTebHOM MOPAIKE JIMII0, OTBETCTBEHHOE 3a BeaeHue apxusa JOY.



DKCIepTHAs KOMHCCHA Ha 3ace/laHusX paccMaTpuBAcT: HOMCHKIATYPY A€
JAOVY, onmcu jen NOCTOAHHOIO XpaHEeHHWA W 10 JHYHOMY COCTaBy, aKkThi Ha
JOKYMEHTBI, BBIEIAEMBIC K YHUUTOXKECHHIO.

5.3. OgopmiieHne e

5.3.1. [lena mMOCTOSHHOTO XpaHEeHWA MOALIMBAIOTCA B TBEPAYID OOIOKKY
CYpOBBIMM HHUTKaMH. JIMCTHI HyMepyloTcs B IIpaBoM BepxHeM yriy. KonmiecTBo
JHCTOB B KaX/JIOM [J€JI¢ HE AO/DKHO mpeBbimarh 250. B KoHLE Iena Ha OTACITBHOM
JINCTE COCTABIIAECTCS 3aBEPUTEIbHAS HAAIHCH.

5.3.2. Ha 00:10:xKe Ae)l NOCTOSHHOI0 XPAHECHUS AOJDKHBI OBITh NMPOCTABACHBI
CIENYKIHE PEKBU3HWTb. HAUMEHOBaHWE OOpA30BATE/ILHOIO YUPEKICHHA, HOMED
(MHIEKC) Jella 10 HOMEHKJIATYpE, 3ar0jI0BOK jeNd, KONHYECTBO IMCTOB, CPOK
XPaHEHUA I OTMETKA «XPaHHUTh [IOCTOSHHO», HOMEP (OHIA, OTUCH, Je1a.

5.3.3. Tlo oxoH49aHHUU AETOTIPOU3BOCTBEHHOIO rojia B 0opMiIeHHbIe 00I0KKH
AeJl IOCTOSHHOTO XPAHEHHUS BHOCATCA HEOOXOAMMBIC YTOUHEHWS: B 3arojiOBKH A,
COZepKalllMX PpAaclOpAAMTENbHBIE JOKYMEHTH! (TIpHKa3bl, TMPOTOKOJHBI), BHOCATCS
HOMEPA, €CIH AEN0 ¢ MEPENMCKOH COCTOUT W3 HECKOIBKMX TOMOB, B K&XKIOM TOME
YKa3bIBAE€TCS KOPPECTIOHACHT, aBTOP, TEPPUTOPHUA, APYyrue JaHHbie. B xakaom Tome
yKa3bIBAETCS JlaTa (YMUCIO, MECSL], I'0/l) HAYajla ¥ OKOHYAHUA JaHHOro TomMa. TovHbIE
Jarhl I[POCTABIIOTC Ha oO0NokKax Juis OBICTPOro Tmnoucka JOKYMEHTOB B
NOCIEYIOMEM;, W3 3aBEPUTCIBHON HAAMMUCH HA OONOKKY JIella BbIHOCHTCA
KOJIMYECTBO JIMCTOB B J€Je.

5.3.4. Hagnucu Ha o0O0M0KKAX €] IIOCTOSHHOIO W JOJTrOBPEMEHHOI'O
XPaHECHUS CEAYET MPOU3BO/UTh YETKO, CBETOCTOMKHMH YePHILTAMH.

5.3.5. JIng y4yeTta KOJHYECTBA JMCTOB B Jeie U (PUKcaAIlMK 0COOEHHOCTEH X
HYMEpPALMK Ha OTJEeIbHOM JIHCTE COCTABIACTCS 3aBEPUTE/IbHAA HAIIHCh.

B 3aBepureInHOM Ha/MMCH YKa3bIBAETCH KOJMHMECTBO JUCTOB (IMdppamu H
NpPONKCBID) B feJNe. 3aBepHTENbHAA HAAMUCh TMOJOWCHIBACTCA COCTABMTEIEM C
yKa3aHHEM €ro JIOJUKHOCTH M AaThl COCTABICHUS.

5.3.6. BuyTpenHss OIHCh COCTABJAETCA K JenaM  [MOCTOSHHOTO M
aoiaroepemeHHoro (cseime 10 ner) cpoka XpaHeHusd, CHOPMUPOBAHHLIM O
Pa3sHOBUAHOCTEM JOKYMEHTOB, 3arOJIOBKH KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
COJICP)KaHHUE TOKYMEHTOB (0C000 LIEHHBIE, JUUHBIC AEaa 1 Jp. ).

5.3.7. Jlena BpeMEHHOT0 XpaHEeHHUS OOPMISIOTCS YIPOIIEHHO:

OHH He IMOALIMBAIOTCS, JIUCTEl B HUX HE HYMEPYIOTCA, YTOUHCHUE Ha O00J0KKaX HE
MPOM3BOAMTCA, OIIMCH HA JIENa HE COCTABJIAIOTCSA, Y4ET BEAETCA [0 HOMEHK/IATYpe
JEN.

5.4. Ommcanue JOKYMEHTOB [IOCTOSTHHOIO CPOKA XPaHEHHUS.

5.4.1. OnucH cocTasslOTC PasAeibHO Ha Je)1a [IOCTOSHHOI'O XPAHEHUS TI0
OCHOBHOI JIATEIBHOCTH M Ha Jeja M0 JHYHOMY COCTaBY.

5.4.3. OnucH coCTaBIAIOTCH JCTIONPOH3BOAUTENEM.

5.4.4. Onrck BeIETCA B €IUHON BAROBOM HYMEpAMH B TEUECHHUE HECKOJIBKHUX
JeT .

5.4.5. Ha nena ¢ CTEKIMM CPOKOM XpaHeHHs CocTaBigercd akt 00
YHUMTOXKEHUU,



