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IIOJIOXKEHME OB APXMBE
MAJIOY «IETCKUI CAJI Ne 2 «CKA3KAy

I. O6mue nonoxkenns
1. Tlonoxenuwe 06 APXHBE  MYHHIMIATFHOTO  aBTOHOMHOLO JIOIIKOJIBHOTrO
00pa30BaTeIBHOTO yupeskienus «lerckuii cax Ne 2 «Ckazkay TOPOLICKOTO OKpyTa ropo
Ypronunck Bonrorpanckoit o61actu (MAJIOV «[lerckumii cag Ne 2 «Ckaskay) (ganee -
TI0JI0XeHHe) pa3spaboTaHO B COOTBETCTRUY ¢ HOMITyHKTOM 8 myHKTa 6 [Tonosxkenus
0 ®DefepanbHOM apXHBHOM Ar€HTCTBE, YTBEPXKIEHHOTO YKazoM IIpesunenta
Poccuitckoit ®enepanmy or 22 urons 2016 r. N 293 "Bonpocsr ®enepansmoro
apXUBHOTrO areHTcTBa" (Cobpamnue 3aKOHOZartenscTBa Poccuiickoii Denepanun,
2016, N 26, ct. 4034).
2. B MyHUnUIAmsHOM 4BTOHOMHOM [IOIIKONBHOM 06pa3oBaTebHOM YUpEXIeHUN
«lerckuit cagx No 2 «Ckaska»  ropojckoro OKpyra ropox VYpronurck
Bourorpanckoit o6macru (MAZIOY  «Jlerckuit can Ne 2 «Ckaskay) (mamee —
Yupexnenue) cozman ApXUB UL XPaHEHUS 3aKOHYEHHBIX JEJI0TIPOU3BOICTBOM
JIOKYMEHTOB.
3. VYupexneHue BBInenser HOX apXWB INOMeIeHHe, OTBEYAOIee TpeboBaHUsIM
obecrievenus coxpanHoCTH JTOKYMEHTOB.
4. 3aBenopanue apXUBOM  IIOpy4YaeTcs OTBETCTBEHHOMY 3a apxuB Ly,
HasHa9aeMOMy IPHKA30M PYKOBOIHTEs OpraHu3aIUy.
5. Konrpois 3a nestensroctsio apXHBa OCYIIECTBIISIET PYKOBOICTRO OpraHu3aIuy,
B COCTaB KOTOPOro BXOJUT apxus.
6. ApxuB opranmsanuu B CBO€H NeATeNbHOCTH PyKoBoncTByercs ®enepanbupimv
3aKoHOM ot 22.10.2004 N 125-®3 "O6 ApXHUBHOM Jiesie B Poccuiickoii Deneparyun”
(Cobpanwme 3aKoHOIaTenscTBa Poccmiickoii Denepanun, 2004, N 43, cr. 4169;
2006, N 50, c1. 5280; 2007, N 49, c1. 6079; 2008, N 20, cr. 2253; 2010, N 19, cr.
2291, N-31 ¢t 4196; 2013, N 7, cT. 6] 1; 2014, N 40, cr. 5320; 2015, N 48, cr.
6723; 2016, N 10, ¢r. 1317.°N 22, ct. 3097 2017, N 25, cr. 3396; 2018, N e



II. CocTaB A0KYMEeHTOB ApXHB2 YupexaeHust
). ApXHMB OpTaHi3allMi XpatiT:

a) JIOKyMEHTBI IOCTOAHHOTO ¥ BpeMEHHBIX (CBBILIC 10 neT) CPOKOB XpaHCHHU,
B TOM uHCie JOKYMEHTHI IO JHTHOMY cocTaBy, 00pa3oBaBIINeCs B IeaTebHOCTH
OpraHu3aIyy;

6) apxuBHbIe (HOHIIBL THIHOTO TIPOUCXOKACHAS (pu ¥X HaJIMIWN);

B) CITPABOYHO-IIOUCKOBDIC cpeacTBa K JIOKYMEHTaM H yueTHBIE JOKYMEHTBI
ApxuBa opraHu3aniy.

[IL. 3anaun Apxupa YdpemKaeHus
3 K 3ajgauaM ApxuBa OpraHu3ainii OTHOCSTCSL:

ks OpFaHH?)aL[I/IH XpaHGHI/IH ILOKYM@HTOB, cocTaB KOTOPBIX HpelI}ICMOTpeH
HacTOAIIUM TIOJJOKEHHEM.

3 2. KoMIUIeKTOBaHHE APXWBa yIpEKACHUS JTOKyMEHTaMHU, 00pa30BaBIIMHUCH
B JeSTETILHOCTH OpTraHu3allin.

3 3. YyeT JOKyMEHTOB, HAXOUAIIAXCA Ha XpaHeHUH B APXUBE yUPEKTCHUS.

3 4. Vcrionp3oBaHue JIOKYMEHTOB, HAXONAIIMXCS Ha XpaHCHHM B ApxuBe
YIPEKICHHS.

3.5. TloaroToBKa ¥ CBOEBPEMEHHAN mepejiada JIOKyMECHTOB ApxuHOTro (GoHIa
Ha TIOCTOSHHOE XPaHEHHUE B MYHUIATATbHBIA apXUB.

3 6. Meroqudeckoe pyKOBOICTBO H KOHTpONb 32 (OPMUPOBAHACM 51
odopmiienreM 1€l B VupexJIeHun H CBOCBPEMEHHOU mepesiadelt UX B ApPXUB
VupexIeHUA.

IV. ®ynkuuu Apxusa opraHu3anuM

4. ApXuB yupexIeHUA OCYHIECTBISAET CIIEIYIOMIAL QyHKIMA:

4.1. Opraau3yeT IprueM JIOKYMEHTOB TIOCTOSHHOTO U BpeMeHHBIX (CBBIILC 10
JieT) CPOKOB XpaHeHus, B TOM ypiciie 10 JIMHYHOMY COCTaBy, 00pa30BaBIINXCs B
eI TeNIbHOCTH Opranu3alii, B COOTBETCTBHUH C YTBEPKIECHHBIM rpa@UKOM.

4.2. Beper y4eT IOKyMEHTOB 1 (oH/10B, HAXOAAIMXCA Ha XpaHeHHH B APXHBE
opraHu3aliH.

4 3. TIpencraBideT B MyHHuHHaanLIﬁ apx¥B y9IeTHbIE cBeneHus 006 o0BbeMe H
cocTaBe XpaHAIUXcs B apXUBCE oprasu3aliy JIOKyMEHTOB B COOTBETCTBUM C
HOPSIKOM rOCYIapCTBEHHOTO ydeTa JIOKYMEHTOB APXHBHOTO dbonna Poccuiickot
deepalviu.

4 4. CrcTeMaTH3UpyeT ¥ pasMellacT JIOKYMEHTBI, TIOCTYTIAIOIHAE Ha XpaHeHUe
B ApXWB OpraHu3aluM, obpaszoBaBIIecs B XOIE OCYIIECTBIICHUSA NesITeIbHOCTH



OpraHHU3alLUY.
4.5. OcymiecTBIsSeT MOATOTOBKY M IIPEJ(CTABIIAET:

a) Ha pacCMOTPEHHE M COITacoBaHHE JKCIIEPTHONW KOMHCCHH OpraHU3aIliy
OIIMCH €] IIOCTOSTHHOTO XpaHeHMs, BpeMeHHBbIX (CBhIIIe 10 JeT) CpOKOB XpaHeHNs,
B TOM 9HCJI€ IIO JUYHOMY COCTaBy, @& TaKK€ aKThl O BBIICICHUM K YHUYTOKEHUIO
ApXUBHBIX TOKYMEHTOB, HE MOJUIEKAIIMX XPAHEHHUIO, aKThl 00 yTpaTe MOKYMEHTOB,
aKThbl O HEUCIIPaBUMBIX ITOBPEXIACHUAX aPXUBHBIX TOKYMEHTOB;

0) Ha yTBEp)KJEHHE 3KCIIEPTHO-IPOBEPOUHON KOMMCCHM YIIOTHOMOUEHHOTO
OpraHa MHCIIONIHUTENBHOW BiacTu cyOwekra Poccuiickoit ®Denmepaimum B chepe
apxuBHOTO nena (manee - DIIK apxWBHOTO yupeXneHus) OINMUCH [el IIOCTOSHHOTO
XpaHEeHUS;

B) Ha cornacosanne DIIK MyHHIMIIATEHOTO apXuBa, B CIydae HaJelCHUS ero
COOTBETCTBYIOIIMMH [TOJHOMOYUSAMH, OIUCH JIeJ TI0 JIMYHOMY COCTaBY;

r) Ha cornacosanue DIIK MyHUIMIATBEHOTO apXWBa, B CIydae HaIeNICHHS ero
COOTBETCTBYIOUIUMH TIOJTHOMOYMSIMM, aKTBI 00 yTpare JOKYMEHTOB, aKTBhl O
HEHUCTIPAaBUMBIX IIOBPEKIAEHUAX apXUBHBIX TOKYMEHTOB;

1) Ha yTBEpP)KICHWE PYKOBOIWTEIIO OPraHM3aIlMM OIMCH el MOCTOSHHOIO
XpaHEHUs, ONHCU BpeMEHHBIX (CBhImE 10 JIeT) CPOKOB XpaHEHHUS, B TOM YHUCIIE
OIMCH TN IO JIMYHOMY COCTaBY, aKThl O BBIJEIEHUM K YHHUYTOKEHHIO apXUBHBIX
AOKYMEHTOB, HE IIOJISKAINUX XPAHEHHUIO, aKThl 00 yTpaTe NOKYMEHTOB, aKThI O
HEUCIPABUMBIX  IOBPEXICHHUSAX  apXMBHBIX  JOKYMEHTOB,  yTBEp)KICHHBIE
(cormacosannple) OITK MM MyHHIMITAIBHBIM apXHBOM B CIydde HAIEJEHWS ero
COOTBETCTBYIOIIUMHU ITOJTHOMOYMSIMMU.

4.6. Opranusyer mepefady NOKyMEHTOB ApXMBHOIO (OHIa Ha IIOCTOSHHOE
XpaHEeHHE B MyHULMITAILHBIA apXUB.

4.7. OpraHusyeT u MPOBOIUT IKCIEPTH3Y LEHHOCTH JOKYMEHTOB BPEMEHHBIX
(cBbimie 10 JleT) CPOKOB XpaHeHWs, HAXONANIUXCS HA XPAHEHWH B ApxuBe
OpPTaHM3allMi B IIEJISIX 0TOOpa MOKYMEHTOB UL BKIIOYEHHS B COCTaB ADPXHBHOTO
GoHma, a TalKe BBISBIEHWS [JOKYMEHTOB, HE [IOUIEHKAIIIX JalbHEeUIIeMy
XPaHEHHUIO.

4.8. TIpoBOIUT MepONpPHATHS 1O OOECTeYeHHI0 COXPAHHOCTH JIOKYMEHTOB,
HaXOJSIINXCS Ha XpaHEHUH B ApXUBe OpraHHU3aIiH.

4.9. Opranmsyer nHGOPMUPOBaHKE PYKOBOACTBA U PaGOTHHKOB OpraHu3aluu
0 COCTaBe M COACPKAHUH IOKYMEHTOB ApX¥Ba OpraHU3allliH.

4.10. HMudopmupyer monb30BaTeNeli MO BOMPOCAM MeCTOHAXOXKICHHS
ApXUBHEIX TOKYMEHTOB.

4.11. Opranusyer BbIZady NOKYMEHTOB U Mell U paGOTH B IIPOCMOTPOBOM
3aJie UIIM BO BpEMEHHOE I10JIb30BaHNE.



4.12. WcmomHsieT 3ampochl IOJb30BaTeNle, BBIAACT apXWBHBIC KOIHH
JOKyMEHTOB, apXMBHBIE BBIITMCKU U apXUBHBIE CIIPABKH.

4.13. BeneT yuer UCIIOIb30BaHMS JOKYMEHTOB APXUBA OPraHU3alnH.

4.14. Co3naer (OHJ TOJIB30BaHUA ApPXWBa OpraHM3alMyd W OpraHusyeT €ro
HCIIOTh30BaHME.

4.15. OcyImecTBISET BeAeHHE CIIPAaBOYHO-TIOUCKOBBIX CPEJICTB K JOKYMEHTaM
ApxvBa OpraHU3aLKH.

4.16. YuactByer B pa3paboTKe JOKYMEHTOB OpraHM3alud II0 BOIPOCaM
apXWBHOTO JieJ1a ¥ JeJ0IPOU3BOJICTBA.

4.17. Oxa3pIBae€T METOAMYECKYIO TOMOIIb:

a) cioyxOe JeJoNpon3BOACTBAa OPraHU3allid B COCTABIECHUA HOMCHKJIATYPDI
nen, GOpMHUPOBaHUHU U OPOPMIIEHUHN JIelT;

6) pabOTHUKaM OpraHM3alUK B IIOJrOTOBKE JOKYMEHTOB K II€pefiate B ApxuB
OpraHu3aluu.

V. IlpaBa ApxuBa opraHu3alnuu

5. ApXwB OpraHu3aliyi UMeeT M1PaBo:

a)  TIPEeICTaBISTh  PYKOBOACTBY ~ OpraHM3alMd — ITIPEUIOKCHUS IO
COBEPIIIEHCTBOBAHMIO ~OPTraHW3alM{  XPaHCHHs, KOMIUICKTOBAHUS, ydeTa H
HCITIOIb30BAHMS apXUBHBIX IOKYMEHTOB B APXHUBE OPraHU3aLUH;

6) 3ampammBaTh CBeIEHMs, HEOOXOMMMBbIE ISt padOThl ApXUBa VYupexaenus;

B) JaBaTh PEKOMEHJAIMM IO BOIPOCaM, OTHOCAIIMMCS K KOMIICTCHIMH
ApxuBa OpraHuzaliu;

r) uHbOPMHpOBaTH O HEOOXOMMMOCTH IIepefadu JOKYyMEHTOB B ApxuB
OpraHM3aly B COOTBETCTBUY C YTBEPKIEHHBIM IpaduKoM;

1) NpuHUMaTh yuacTue B 3aceanusax DK apxuBHOTO yIpEXKACHHUS.
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