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ApTeMOBa OKCaHa apremosa oxcara
MOJIOKEHUE  ANeKCAHAPOBHA  oCtivts s o700
00 apxKBe MyHMIMIATBHOTO GFOKETHOrO JOIIKOIEHOTO 06pa30BaTeIbHOrO
yupexaenus «Jlerckuii cag Ne 255» obiepassuBaroniero Buaa

I. OGmue nonoxeuus
I. TMomoxenue o006 apxuBe MYHHLUUIAILHOIO OOMKETHOTO JOLIKOJBHOIO

obpasoBareyibHOro y4pexaeHus «Jlerckuii cag Ne 2555 o6Iepa3BUBaloIero BuIa
(nanee - Ilomoxxenue) pa3paGOTaHO B COOTBETCTBHH C MOAMYHKTOM 8 IIyHKTa 6

[Tonoxenus 0 denepansHOM apXHUBHOM areHTCTBe,
yTBepxaeHHOro Ykasom Ilpesunenra Poccuiickoit ®enepanuu or 22 uions 2016 .
N293  "Bompocel  ®enmepampHoro  apxusHoro  arenrcrtsa’  (CobpaHue
3aKOHO/IaTeILCTBA Poccuiickoit Denepauuu, 2016, N 26, cT. 4034),
npukazom DenepanbHOro apxuBHOro areHrcrna ot 11 anpens 2018 r. N 42

"O0 yTBepIKIeHHH IPUMEPHOTO MOJIOXKEHHUsI 00 apXUBe OpraHU3aLuu".

2. Tlonoxenue 00 apxuBe MYHHUIMIAILHOIO OIOKETHOTO  JOIIKOJIBHOIO
obpasoBarenbHOro yupexaeHus «Jlerckumii can Ne 255» o6Iuepa3BHBAOIIEro BHIA
(nanee - YupexueHue) BBICTYNIaeT MCTOYHHKOM KOMILIEKTOBAHHMS TOCY1apPCTBEHHBIX,
MYHMIHIIAIBHBIX apXHBOB (Hajnee - ApXUB YUpeKIeHus ).

3. ApxuB VYupexIeHHs CO3[aeTcsi Ha IMpaBaX CTPYKTYPHOTO IOJpa3/ielIeHus,
OCYILECTBIIAIOLIErO  XpaHEHHE, KOMIUIEKTOBaHHE, Y4Ye€T M  HCIOJIb30BaHHE
JIOKyMeHTOB ApxuBHOTro (onna Poccniickoii Menepaiuu, 10KyMEHTOB BpeMEHHBIX
(cBpimie 10 sieT) CpOKOB XpaHEHHs, B TOM WYHCIE [0 JIMYHOMY COCTaBY,
00pa3oBaBIIMXCS B IEATETHHOCTH OPTraHU3aliH, @ TaKkKe MOArOTOBKY JIOKYMEHTOB K
nepejiaye Ha MOCTOSHHOE XpaHEeHHe B IOCYyJapCTBEHHBIH (MYHHLMIAIbHBIN) apXHB,
UCTOYHHUKOM KOMIUIEKTOBAaHHs KOTOPOI'O BBICTYIIA€T OpraHu3alusl.

4. llonoxenne 06 ApxuBe YUpeKIeHHs yTBEPIKAAETCS 3aBEAYIOLIUM YUpexk IeHHUS.
5. ApXUB YYpeXKIEHHMS B CBOEH [esTelbHOCTH pyKOBOACTByeTcs DeepaibHbIM
3akoHOM oT 22.10.2004 N 125-@3 "O6 apxusHoM fene B Poccuiickoit denepaun”
(Cobpanue 3akoHonarensctBa Poccuiickoit ®enepanuu, 2004, N 43, cr. 4169; 2006,
N 50, cr. 5280; 2007, N 49, cr. 6079; 2008, N 20, cr. 2253; 2010, N 19, crt. 2291,
N 31, cr. 4196; 2013, N 7, ct. 611; 2014, N 40, c1. 5320; 2015, N 48, ct. 6723; 2016,
N 10, cr. 1317, N 22, c1.3097; 2017, N 25, ct. 3596; 2018, N 1, cr. 19), 3akoHamu,



HOPMATUBHBIMU  IIPAaBOBBIMH  aKTaMH Poccuiickoii  Denepanun, CyOBEKTOB
Poccuiickoii ®enepanuy B chepe apXHMBHOIO Jiesia U JeNONPOU3BOJCTBA, ITPABUIAMH
OpraHM3ali¥ XPaHEeHHs, KOMIUIEKTOBAHUS, y4yeTa W HCIOJIB30BAHUA JIOKYMEHTOB
ApxusrHoro (ouzga Poccuiickodt ®enepauuu U JpYrux apXHUBHBIX JOKYMEHTOB B
rocy/JapCTBEHHBIX OpraHax, OpraHax MecTHOro CaMOyIlpaBieHHs U opranmaumx—
JIOKaJIbHBIMH HOPMATHBHBIMH aKTaMH I'OCY1apCTBEHHOI'0 OpraHa.

I1. CocTaB JOKYMEHTOB ApXHBa YUpeKAeHHU

6. ApXUB YUpPEKICHUS XPAHHUT:

a) JOKYMEHTBI TIOCTOSIHHOTO ¥ BPeMeHHBIX (cBbIlue 10 jieT) CpOKOB XpaHEHHUs, B TOM
ypcle JOKYMEHTBI [0 JIMYHOMY COCTaBy, O0pa3oBaBIUMECS B JEATEIBHOCTH
YupexaeHus,

6) JOKyMEHTBI [IOCTOSHHOTO XPaHEHHs W JOKYMEHTBHI 110 JTMYHOMY COCTaBy donna
(oB) opranu3aLuii - IpeJIIeCTBEHHUKOB (IIPH HX HAJIMYHH);

B) apXMBHbIE (DOH/IbI THYHOTO MPOUCXOXK/ICHHS (TIPH MX HATHYHH);

r) hoHz noNnb30BaHus (apxXuBa) (P HATUYIHH);

71) CPAaBOYHO-TIOMCKOBBIE CPEACTBA K JOKYMEHTaM M YYETHbIE JIOKYMCHTBI ApxuBa
OpraHu3alluy.

I11. 3amaun ApxuBa YupexaeHus

7. K 3amauaM ApxuBa YUpexIeHUss OTHOCATCS:

7.1. Opranusanusi XpaHeHHs JOKYMEHTOB, COCTaB KOTOPBIX MPEAyCMOTPEH ITyHKTOM
6 Hacrosuero [lonoxeHus.

7.2. KoMmuiekroBanue ApxuBa YUpexJeHUsl JOKYMEHTaMu, 0Opa3OBaBIIMMHUCA B
JIeATEIBHOCTH Y UPEKAEeHHS.

7.3. YueT JIOKyMEeHTOB, HAXOIALIUXCS HAa XPAHEHUH B ApXUBE YUpexk/ICHH.

7.4. Vcnonp30BaHWe [JOKYMEHTOB, HAaxXOJMIUMXCSA Ha XpaHeHMH B ApXHBe
YupexaeHus.

7.5. TloaroToBKa M CBOEBPEMEHHas Mepeiaya MOKyMEHTOB ApXHMBHOrO (onna
Poccuiickoii @efepallidi  Ha MOCTOSHHOE XpaHeHHE B  IOCYJapCTBEHHBIH
(MyHHUILMITAIBHBIH) apXHB.

7.6. MeTomuueckoe pyKOBOJICTBO U KOHTPOJIb 3a (HOPMHUPOBAHKEM M OGOPMIICHHEM
el B CTPYKTYPHBIX TIOZIPa3/IeNIeHIsIX OPraHi3aluk U CBOEBPEMEHHOM nepeaied ux
B ApXUB YUpexKIECHHS.

IV. ®ynkiun ApxuBa Y4UpexKIeHUs

8. ApxuB YupeK/IeHHs! OCYIIECTBISET Cleylolue Gy HKIuuu:

8.1. OpraHusyeT IpHEM JIOKyMEHTOB IIOCTOSHHOTO M BPEMEHHbIX (CBBILIE 10 ner)
CPOKOB XpaHeHWs, B TOM WYHCIe II0 JIMYHOMY COCTaBy, OOpa3OBaBIIMXCHA B
JEeSTETbHOCTH Y UpEKIeHHUs, B COOTBETCTBUH C YTBEPHKIECHHBIM IPAQHKOM.



8.2. Benmer yder HOKyMEHTOB M (DOHIOB, HAXOISIIMXCs HAa XpaHEHHH B ApPXHBE
YupexaeHus. ’

8.3. IlpencraBnisier B rocyJapCcTBEHHBIN (MYyHULUIIAIBHBIN) QPXUB YU€THBIE CBEICHHUS
00 oObeMe U cocTaBe XPaHALIUXCS B apXUBE YUpexJeHHs JOKyMEHTOB ApPXHUBHOTO
donna Poccuiickoit @enepalyu U Ipyriux apXUBHBIX JJOKYMEHTOB B COOTBETCTBHH C
MOPSIZIKOM TI'OCYJIapCTBEHHOrO y4eTa JOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoi
Denepauu.

8.4. CucreMaTH3MpyeT M pa3MellaeT NOKYMEHTHI, IOCTYIAlOl[He Ha XPaHEHHE B
ApxuB VYupexneHus, 00pa3oBaBIIMECS B XOJ€ OCYLIECTBIEHUS IeATEIHHOCTH
YupexxaeHus.

8.5. OcyliecTBiseT NOATOTOBKY U NPEICTABIISET:

a) Ha paCCMOTPEHHUE U COIIaCOBAaHME DKCIEPTHOM KOMUCCHU YUPEXKIEHUs OITHUCH JIeIT
MIOCTOSHHOI'O XpaHEeHHsl, BpeMEHHBIX (cBbllIe 10 j1eT) CpOKOB XpaHEeHHUs!, B TOM YHCIIe
MO JIMYHOMY COCTaBy, & TaKK€ aKThl O BBIJCJICEHMH K YHMUTOKEHHIO apXHUBHBIX
JOKYMEHTOB, He IOJIeKALIUX XPaHEeHHMIO, aKThl 00 yTpare JOKYMEHTOB, aKThl O
HEMCIPaBHMBIX ITOBPEXKACHUAX apXUBHBIX JOKYMEHTOB;

0) Ha yTBepXKIEHHE OSKCIEPTHO-NPOBEPOYHOU  KOMHCCHH  (eepalbHOro
roCyapCTBEHHOI'O apXMBa WJIM YIIOJHOMOYEHHOI'O OpraHa MCIOJIHUTEIbHOM BIACTH
cyonrekra Poccuiickoit ®enepauuu B cdepe apxuBHoro mgena (manee - DIIIK
ApXUBHOTO yYPEXIECHHUs ) OIIUCH eIl IOCTOSSHHOTO XpaHEHHS,;

B) Ha cornacoBanue OIIK apXMBHOIro ydpex[IeHHsl WM TrOCYapCTBEHHOIO apXMBa
cyonexra Poccuiickoit ®enepanuu (MyHHLUHIAIBHOTO apXuBa), B CIyyae HajleleHHUs
€ro COOTBETCTBYIOLMMH ITOJTHOMOYMAMH, OITUCH JIeJI 110 TIMYHOMY COCTaBY;

r) Ha cornacosanue OIIK apXHMBHOrO y4pexIeHHsl WM IOCyIapCTBEHHOIO apXHBa
cyonpexTa Poccuiickoit @enepanu (MyHHLUHMITATBHOTO apXUBa), B Cliy4ae HajeleHUs
€ro COOTBETCTBYIOIIMMH IIOJIHOMOYHMSAMH, aKThl 00 yTpare NOKYMEHTOB, aKThI O
HEHCIIPAaBUMBIX MTOBPEKICHUSIX apXUBHBIX JOKYMEHTOB;

/1) Ha YTBEPXK/AECHHE 3aBeyIOIeMy YUpexkIeHHs OIHUCH JIeN TOCTOSIHHOTO XpaHEeHH ],
OnmMcH BpeMeHHbIX (cBbime 10 JeT) cpoKOB XpaHEeHHs, B TOM YHCIIE€ OIUCH Je] I10
JIMYHOMY COCTaBY, aKThl O BBIJICJIEHHH K YHHYTOXKEHHIO apXUBHBIX JTOKYMEHTOB, HE
MOJUIeKALIMX XPAHEHHIO, aKThl 00 yTpare JNOKYMEHTOB, aKThl O HEHCIIPaBUMBIX
NIOBPEXKJICHUAX apXUBHBIX HOKYMEHTOB, yTBepXkKAeHHbIe (coryiacoBanubie) DK mim
rocylapCTBEHHBIM apXuBoM cyObekTa Poccuiickoit Denepauuu (MyHHLIMIIATLHEIM
apXMBOM) B CITy4ae Ha/IeJIeHHsl €r0 COOTBETCTBYIOLIMMM IOJHOMOYHSIMH.

8.6. Oprauusyer nepejady I0KyMeHTOB ApxuBHOro ¢ouma Poccuiickoit deepanuu
Ha [IOCTOSIHHOE XpaHEHHEe B rOCY1apCTBEHHBIN (MYHHLIUIIATBHBIN ) apXHUB.

8.7. OpraHusyeT M TPOBOJUT 3KCIEPTH3y LEHHOCTH JOKYMEHTOB BPEMEHHBIX
(cBoime 10 JjieT) CpPOKOB XpaHEHHs, HAXOJALIMXCA Ha XpaHEHMH B ApXHBe
YdpexaeHus B LensX oTOopa AOKYMEHTOB Uil BKJIIOYEHHS B COCTAB ApPXHBHOIO
¢ponna Poccuiickort Denepanyu, a Takke BHISBIEHUS JOKYMEHTOB, He MOUIEKAIIUX
JlaJibHEHIIEMY XpaHEHHUIO.

8.8. IlpoBogur MeponpuaTHS @0 0O0eCleYeHHUI0 COXPAaHHOCTH JIOKYMEHTOB,
HaXOMSIIMXCs Ha XpaHEHUH B ApXUBe YUpeXKIeHHUs.



8.9. Opranusyer HHQopMHpOBaHHe PYKOBOACTBa W pabOTHHUKOB YUYpeXJeHHs O
COCTaBe M COAEPKaHUH JTOKYMEHTOB ApXuUBa YUpexaeHHs .

8.10. Mudopmupyer nons3oBaTeneil Mo BOMPOCAM MECTOHAXOXK/EHHS apXHMBHBIX
JOKYMEHTOB.

8.11. Opranusyet BblJauy JOKYMEHTOB U JieJl Ul paboThl B IPOCMOTPOBOM 3ajie HIIH
BO BPEMEHHOE I10JIb30BaHHE.

8.12. WcnonHseT 3anpockl MOJIB30BaTeNiel, BbIJaeT apXUBHbLIE KOIHH JOKYMEHTOB,
apXMBHBIE BBIITUCKH U apXUBHBIE CIIPABKH.

8.13. Bener yueT UCnONIBb30BaHUS JOKYMEHTOB ApXHUBa YupexIeHHs.

8.14. Cospaer QoHx monb30oBaHMsI ApxuBa YUpeKIEHHS W OpPraHU3yeT ero
MCIIOJIb30BaHHE.

8.15. OcymecTBnser BeIeHHE CINPaBOYHO-TIOUCKOBBIX CPEACTB K JIOKYMEHTaM
ApxuBa YupexaeH#Hs.

8.16. YyacTByer B pa3paboTke NOKyMEHTOB YUpEXAEHUs [0 BONPOCAM APXMBHOIO
Jies1a U eJI0NPOU3BOICTBA.

8.17. Oxa3pIBaeT METOJMYECKYIO TOMOIIIb:

a) ciyx0e JenonpousBOJACTBA YUPEKIECHHS B COCTABJIEHHMH HOMEHKJIATYpPhl e,
(GopmupoBaHuu U 0HOPMIIEHHH JIET;

0) CTPYyKTYypHBIM TOJpa3sfielieHHsIM M PabOTHHKAM YYpEXAEHHS B IIOJATOTOBKE
JOKYMEHTOB K 1epesiadye B ApXuB YUpexIaeHHs.

V. IlpaBa ApxuBa YupexaeHus

9. ApxuB Y4upexxIeHHs UMeeT Ipaso:

a) NPeACTaBIIATh PYKOBOACTBY YHUPEXKIACHUS NPEJIOKEHHUS 10 COBEPLICHCTBOBAHHUIO
OpraHM3alM¥ XpaHeHHs, KOMIUIEKTOBaHHs, Y4eTa M HCIIOJIb30BaHHs apXHMBHBIX
JOKYMEHTOB B ApXuBe YUpeKIeHHs;

0) sampammBaTh B CTPYKTYPHBIX [OJAPA3[€JEHUSAX OpPraHW3allid CBeJeHHS,
HeobxonuMble Ut paboTel ApxuBa YupexaeHus;

B) JaBaTh PEKOMEHJALMH CTPYKTYPHBIM IIOAPA3JeNeHUs M YUpexIeHHss o
BOIIPOCaM, OTHOCSIIUMCS K KOMIIETEHIIMH ApXHUBa YUpexIeHHS;

r) UHGOPMHPOBATh CTPYKTYpPHBIE IOJpa3jeieHusi YUpexKIEeHUs O HeoOXOIUMOCTH
nepefavyu JOKYMEHTOB B ApPXUB YUpeX[IeHHS B COOTBETCTBHH C YTBEPIKIEHHBIM
rpadukoM;

1) TpUHUMATh ydacTHe B 3acelaHusX LIEHTpasbHON 9KCHEPTHO-MPOBEPOYHOM
Komuccuu rpu DeepanbHOM apXHBHOM areHTcTBe, DK apXHBHOIO yupeKaeHus.
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