COI'JIACOBAHO VTBEPKAAID .
ApXHBHBIH 0TAET Sapenyiomuii MBAOY.
AnmuHHCTpaLuu ropoja Kosposa e il
Branumupekoit odnactu

IMNOJIOKEHHUE
00 apxuBe JeTCKOro cajaa

1. O06mue moJ1oKeHH.

1.1. Tlonoxkenue o6 apxuBa MBJIOY J[letckuit cam NelQ pa3paboTaHo B COOTBETCTBHU C
NPUMEPHBIM MOJIOKEHHEM 00 apXHBe OpraHW3allid, YTBEpKACHHBIM IpuKasom Pocapxupa oT
11.04.2018 r. Ned2 '

5 Apxus MBJIOY Jlerckuit canx NelQ BbICTYNaeT MCTOYHHKOM KOMILJIEKTOBAHMS
roCyIapCTBEHHBIX, MYHUIIMTATLHEIX apXUBOB (najee —ApPXHB JETCKOro caja).

1.3. ApxuB JETCKOTO cada co3daercss Ha [paBaX CTPYKTYPHOIO IOApasieicHHS,
OCYILIECTB/ISIIOIIETO XpaHEHHE, KOMIJIEKTOBAaHUE, YUYET M HCIOJIb30BaHUE JIOKYMEHTOB
Apxusnoro ¢onaa Poccuiickoii @exepalyu, T0KyMEHTOB BpeMEHHBIX (cBbIme 10 1€T) CpOKOB
XpaHEHHsl, B TOM YHC/IE [10 TMYHOMY COCTaBy, 00pa30BaBIIMXCS B JEATEIBHOCTH OpraHu3aluu, a
TaKk/Ke TOATOTOBKY JOKYMEHTOB K Iepejade Ha IOCTOSHHOE XPaHEHHE B IOCYJapCTBEHHBIN
(MYHHIIMTIANBHBIN ) apXHUB, HCTOYHUKOM KOMILIEKTOBAHMS KOTOPOIO BRICTYIIAET JAETCKHH cal.

1.4. ApXHB JICTCKOTO Ca/la B CBOEH JIESITEIILHOCTH PyKOBOACTBYeTCs DeepalbHbIM 3aKOHOM OT
22.10.2004 Nol125-®d3 «oO apxuBHom jeine B Poccuiickoit @enepauuu», 3aKOHaAMHU,
HOPMATHBHBIMM NpaBoBbIMM akrtamu Poccuiickoit ®@enpepauuu, cydbektoB Poccuiicko
Denepauuu B cdepe apXUBHOIO JIea U JACIONPOU3BOICTBA, IPABUIIAMHI OPraHU3aIllH XPaHEHHUs,
KOMIUJIEKTOBAHHSI, yueTa M HCIONb30BaHMs JOKyMeHTOB ApxuBHoro (onaa Poccuiickoi
Menepauny ¥ Apyrux apxuUBHBIX JOKYMEHTOB B IOCYJIApPCTBEHHBIX OpPraHax, oprafax MeCTHOTO
CaMOYIIPaBIEHUS U OpPraHu3anmsx.

2. CocraB J0OKYMEHTOB APXHBA AE€TCKOro caaa

2. ApXHB JIeTCKOI'O ca/la XpaHUT:

- JOKYMEHTBI MOCTOSHHOTO M BpeMeHHBIX (cBbine 10 JIeT) CpOKOB XpaHEHHUS, B TOM HUCIIE
JIOKYMCHTBI 10 JIMYHOMY coctaBy, obpasopasimiecs B jesrensHoctu MBJIOY Jlerckuit cajn
Nel0;

- JJOKYMEHTBI TIOCTOSIHHOTO XpateHus U JOKYMEHTHI 10 JTMYHOMY COCTaBy (POHJIa OpraHu3alui-
1IPEIIECTBCHHUKOB;

- ApXUBHBIE (POHLbI JIMYHOTO TIPOUCXOKAEHUA (LIPY UX HATTHUHH);

- (pOH MONB30BaHUA (APXUBa) (MTPH HATUYHHK ),

- CMPABOYHO-IIOMCKOBBIC CPCACTBA K JOKYMEHTaM M YYCTHBIE AOKYMEHTBI ApXHBA AETCKOIO
cagd.

3. 3apauu ApxuBa JeTCKOro caaa
3. K 3anavam ApxuBa 4eTCKOro cajla OTHOCATCH: ‘
= opraumaum XpaHCHHSI ,‘.'LO](yMClI'l‘OB. COCTaB KOTOpBIX IIpe,FJ,}f'CMOTpCH U}*’HKTOM 5 HACTOMIIICTO
[TosoxeHus,
- KOMILIEKTOBaHHE ApXHBa JETCKOTO caia JOKyMEHTaMH, 00pa3oBaBIIUMHUCS B AEATEIBHOCTH
MBJ10Y Jletckuii cax Nel0; g



- YHET JIOKYMEHTOB, HAXOAAIMXCS HA XPaHEHHUH B apXUBE JACTCKOr0 Caja,

- HCTIOJIB30BAHHE JOKYMEHTOR, HAXOAALIHXCA Hd XPaHCHHH B ApXHBe JETCKOI'0 cajga,

- LOArOTOBKAa W CBOEBpeMeHHas TIepeaada JOKyMeHTOB ApxmBHOro (omma Poccuifckon
(de/lepaliy Ha MOCTOSIHHOE XPaHEHHWE B TOCY/TapPCTBEHHbIH (MyHUIIMNIATBHBIA) apXUB;

- METOMUYCCKOE PYKOBOUCTBO W KOHTPOJIL GOPMUPOBAHUS W 0OpMIEHHs Jell B CTPYKTYPHbBIX
HOAPAa3ICIACHHAX Ooprabdudsaliin u CBOCBpGMQHHOﬁ HCPC,E[&‘-]CF] HX B ApXHB AeTCKOro cajia.

4. ®yHKIHNH ApXHBa ICTCKOr0 ¢a/1a.

ApXHUB JETCKOTO €a/ia OCYIIECTRIISeT CleAyIomue QyHKIuu:

4.1, Opranusyer npueM JIOKYMEHTOB TMOCTOSHHOTO W BpeMeHHoro (ceoime 10 JjieT) cpokos
XpaHeHusl, B TOM 4HMCIE [0 JMYHOMY cocTaBy, oOpasoaBmmecs B AesrenbHocTd MBJIOY
Jlercknit cag Nel0, B COOTBETCTBHH € YTBEPIKIEHHBIM Tpa(uKOM.

4.2. Bener yuer 10KyMeHTOR U (DOHIOB, HAXOSILUXCS HA XPAHEHUH B APXUBE JETCKOro caja.
4.3. [lpeacrasiser B rocymapCTBEHHBIM (MYHHUIMNATIBHBIN) apXHB y4eTHLIE CBEACHHS 00
obbeMe M cocTaBe XpaHsIIUMXCsi B ApXHBE JETCKOrO caja AOKYMEHTOB APXUBHOTO (oHja
Poccuiickoit @epepanyy ¥ JIPYTUX aApXUBHBIX [JOKYMEHTOB B COOTBETCTBHM C MOPSAKOM
roCy1apCTBEHHOTO yueTa JO0KyMeHTOB ApxuBHOro (onaa Poccuiickont @emepai.

4.4. CucTeMaTH3UpyeT W pasMelaeT NOKYMEHTbI, NOCTYNAIOIHe Ha XpaHeHHe B ApPXUB
AETCKOTO ¢cana, 00pazoBaBiirecs B X0/1€ OCYIIECTBICHUS JeATEIBHOCTH JETCKOTO cajla.

4.5, OcyecTBisieT MNOArOTOBKY W NPEACTABIISACT:

- Ha PAcCMOTPEHHE W COIIACOBAHHE OHKCIEPTHOH KOMHCCHH [JETCKOTO caja OMHCH [ell
MOCTOSHHOIO XpaHeHHsl, BpeMeHHbIX (cBbimie 10 7eT) CpoKOB XpaHEHHs, B TOM YHC/IE M0
JTHYHOMY COCTaBy, @ TAK)KE aKThl O BLIICACHHUM K YHHYTOXKEHHIO apXHBHBIX JOKYMEHTOB, HE
ITOIKAIIUX XPAHEHHIO, akThl 00 yTpare HOKYMEHTOB, aKThl O HEHCIPABHMBIX MOBPEMKIACHUAX
APXMBHbBIX JOKYMEHTOB,

- Ha YTBEPKICHHE OHKCIEPTHO-TIPOBEPOUHON KOMHUCCHH (DENCpPabHOTO roCyJapcTBEHHOTO
APXMBA WJIM  YIIOJHOMOYEHHOTO OpraHa WCIONHHTCNBHOW BilacTH cyOBeKTa POCCHHCKON
Deseparin B cepe apxusnoro jena (mamee DIIK apxuBHOTO YYpEKIACHHMS) OIKUCH L1
MOCTOSIHHOTO XPaHeHUs!;

- Ha coraacosanue DIIK apXWUBHOrO y4pe)[eHHs WIH TOCYAapCTBEHHOrO apXxupa CyObekTa
Poccuiickoit  Deneparniiy (MyHUUMIAIBHOIO — ApXuWBa) B ClIydac  HaaeJIeHus  €ro
COOTBETCTBYIOLUME TOJTHOMOUYMSAMH OIIUCH (€] 110 THYHOMY COCTaBY,

- Ha cornacosanue DIIK apXuBHOr0 yYpeXKIEHHS WM TOCYNApCTBEHHOTO apxuBa CyObeKTa
Poccubickolh  @emepanun  (MyHMLMIAJILHOIO — apXuMBa) B ClIy4Yae  HaJCICHHS  €r0
COOTBETCTBYIOILHMMH TOJTHOMOYHUAMKU aKThl 00 yTpare AOKYMEHTOB, dKThl O HEHUCIIPaBHMBIX
MOBPEHICHUAX aPXHUBHBIX JOKYMEHTOB]

- Ha YTBEPI/KJCHHUE 3aBEAYIOMEMY ACTCKAM CaJOM OLMCH JIEN TOCTOSHHOrO XpaHCHHs, OILMCH
BpeMeHHBIX (CRbIIe 10 jieT) CPOKOB XpaHEHMS, B TOM YHCIE ONMMCH Jej [0 JTUIHOMY COCTaBy,
AKTbl O BBIJICICHHH K YHHUYTOKEHHIO ApXUBHBIX JOKYMEHTOB, HE MMOUIEIKAIIMX XPAaHCHHUIO, aKThl
00 yTpaTe AOKYMEHTOB, aKThl O HEHCIPABMMBIX MOBPEKACHUSIX apXUBHBIX JAOKYMEHTOB,
yTeepikieHnble (cornacosannbie) DIIK miam rocy apcTBEeHHBIM apXUBOM CyOBekTa Poccuiickon
®enepanud  (MYHULWATIATRHBIM - APXMBOM) B ClIydac HajEIGHHS €ro COOTBETCTBYHOIINMH
MOIHOMOYMAMH. )

4.6. Opranusyer nepejady JOKYMCHTOB ApxusHoro Qonjaa Poccuiickod @enepauud Ha
II0CTOSIHHOC XPaHEHHe B IOCYIAPCTBCHHBIN (MYyHULUIIATEHBIN) apXHUB.

4.7, Opranusyer u [POBOJIMT 3KCIEPTU3Y LEHHOCTH TIOKYMEHTOB PEMCHHBIX (cBbime 10 mer )
CPOKOB XpaHelus. HaXoIsIUXcsi Ha XpaHEHWH B ApXuBe JETCKOro caja, B LEenX oTbopa
JIOKYMEHTOB [JIs BKJIOHCHHS B cocTaB ApxwBHOro Qounjga Poccuiickoi Denepaiinu, a Takxe
BBIABICHHS JIOKYMEHTOB, HE TIO/UIEKALIMX JANIBHEHIIIEMY XPAaHEHHIO.

4.8. llporoauT MeporpuaTHs no 00ecneYeHHnI0 COXPAHHOCTH AOKYMEHTOB, HaXOAALIMXCH Ha
XpaHCHUY B ApXMBE JIeTCKOrO caja. e i



4.9. Opranmsyer uupopmuposanme PYKOBOZACTBA M pabOTHHKOB OPraHH3AMMH O COCTABE U
COLCPKAHUH LOKYMEHTOB APXUBA JIETCKOIO Cala.

4.10. Uudopmupyet nomssosareseit mo BOTIpOCaM MECTOHAXO0XKACHUS APXUBHBIX JOKYMEHTOB,
4.11. Opranuzyer Brizauy AOKYMEHTOB U JI€/1 171l pabOThl B YUTATBHOM (IIPOCMOTPOBOM) 3aiic
HIIH BO BPEMEHHOE 110Th30BaHHE.

4.12. VcnonusieT 3anmpockl mo/b3oBareneil, BbiiaeT ApXWBHbIE KOIIMH JOKYMEHTOB, apXHBHbLIC
BBIIIUCKU U apXUBHBIE CITPABKH.

4.13. Bezner yuer nenonp30Banus JAOKYMEHTOB ApXUBa IETCKOTO caja.

4.14. Cozpaet Gona nonp3oBanus ApXHBa JIETCKOI0 caja u OPraHHU3YET €0 UCIO/IL30BAHHE.
4.15. OcymecTrseT BeleHHE CIIPABOYHO-TTOMCKOBBIX CPEACTB K JOKYMEHTaM ApPXHBA JETCKOTO
cana.

4.16. Yuactsyer B paspaborke 10KYMEHTOB JIETCKOrO caja 1o BolpocaM apXWBHOI'O jesla W

JIEJIONPOU3ROICTRA.
4.17. Oka3pIBaeT METOMMYECKYIO [IOMOLIE:
- ClyxOe feNONpOM3BOACTBA JIETCKOrO - ¢afa B  COCTABICHUU HOMEHKIATYpRl  Jiell,

(hopmuposannu 1 odopmrenun e,
- CTPYKTYPHBIM IIOIPA3NCNCHN M U pabOTHHKAM [ETCKOIO caja B MOATOTOBKE JOKYMEHTOB K
nepenadye B ApXHB JA€TCKOro cajia.

5. Ilpasa Apxusa nerckoro caja.

4. ApXHB 1eTCKOT0 cajla HMeeT NpaBo:

- HPCAOCTABIATE 3aBEAYIOIIEMY JETCKHM CalloM TIPEUIOKEHHUS 110 COBEPIIEHCTBOBAHHUIO
OPraHu3aliiy XPaHEeHUs, KOMIIJIEKTOBAHHUS, YYETa U HCIOJIB30BAH HSI ApPXUBHLIX IOKYMEHTOB B
ApXHBE JETCKOTO caja;

- 3allpalliuBarh B CTPYKTYPHBIX NO/PA3AC/IeHHAX IETCKOTO Caja CBEACHH, HEOOX0IuMBIE TSl
paboThl ApXHBa JETCKOTO caja:

- AaBaTh PCKOMCHIALNH CTPYKTYPHBLIM MOAPA3LEICHUAM OPraHH3aMHH 110 BOITpOCAM,
OTHOCHLIMMCS K KOMICTEHIIHH APXHBA JIETCKOIO cajia;

- MH(OPMUPOBATE CTPYKTYPHBIE MOAPA3ACIEHHS AETCKOIO cajia 0 HeOOXOMMMOCTH Mepeaun
AOKYMEHTOB B APXMB JE€TCKOI0 Caia B COOTBETCTBUH C YTBEPXKIEHHBIM rpadurom;

- MIPRIHAMATL yHacTie B 3aceianusx [ [eliTpaibHOM 9KCIEPTHO-IIPOBEPOYHON KOMUCCHH npu
OeiepatbnoM apxHRHOM arentetse, K APXUBHOI'O YUPEIKIAEHHUS.
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IIPUKA3
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«06 yreepxaennn Ilonoxkenus 06 apxuse MBJOY Jerckuii cax Nel0»

C uenpro cobmoJeHusi eAMHBIX TpeOOBAaHWH OTHOCHUTENBHO BEICHHUS JeI0BOH
JIOKyMEHTallMK, cOorlIacHO MeToIMuecKuX peKOMeHalki 1Mo paboTe ¢ JOKYMEHTaMH B
MyHHIMTATBHBIX  OFOJUKETHBIX  JIOUIKOJIBHBIX — 00PA30BATENbHBIX  YUPEHKICHHSX
Munucrepersa o6pasoBanust Poccniickoit ®@enepauun or 20.12.2000 r. Ne03-51/54,
[ocranosnenus llpasutenscrea PB or 15.06.2009 roma Ned77 «O6 yTBepkaeHHH
llpaBia jenonponsBo/icTBa B (eaepanbHbiX OpraHax NCIOMHUTENBHOM BIACTH

IIPUKA3BIBAIO:

—

. Yreepauts [Tonoxenue 06 Apxuse MBJIOY Jlerckuii cag NelO.

ra

. Haznauute OTBETCTBEHHBIM 3a BEJIOMCTBEHHOE XpaHEHHE JIOKYMEHTOB

nenonponssoautens Mapkosy JI.C.
. KoHTpoub 3a ucriojiHeHUEM MIpUKa3a OCTABIISIO 3a COOOM,
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3aBe/yoLMii: H.C.lleTkuna



