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«CornacoBaHoy» Lo Y Bepk a0
[TpoTokon 3acenanus Ao Jlupektop g: eAAN AX.Treys
CoBera HIKOJbI ang  \Eazh

ot 30.08.2018 2. Ne [

#4010

Tlpvikas ot 31.08.2018 2. Ne 212

NOJOKEHUE
00 apxuse MBOY «CILU Ne 4 um./JI.C.Cxansixo» a. Apuncun

1. O6mue mooKeHns

ApxuB MBOY «CII No 4 um JI.C.Cxansixo» a. Aduncun (panee — [lkona) cosnan and XpaHeHus
JIOKYMEHTOB, 00pa3yiolMxcs B ee JIedTe/IbHOCTH, a TakiKe 3aKOHYEHHBIX JIeJI0NPOH3BOICTBOM
JOKYMEHTOB IIPAKTHUECKOI0 HazHaueHUs1, uX 0TOopa U ydera.

B cBoeit aestenbnoctd apxuB Illkonel pykosoactByercs @enepaibubiv 3akoHoM oT 29.12.2012 Ne
273-®3 "O6 obpazosanun B Poccmiickoit Deneparun”, denepanpubiv 3akonoM ot 22.10.2004 Ne
125-@3 "O6 apxusnom jene B Poccuiickoil ®@enepannn”, HOPMATHBHBIMU MPABOBLIMU AKTAMH H
METOAMICCKUMH  peKoMeHaanusMi  DenepatbHOro apXuBRHOro areHtertBa (nanee — Pocapxus),
HOPMATHBHBIMH [IPABOBbIMH aKTAMHM H METOAMYECKMMH PEKOMCHIAUMAMU cyObexta PXD | yerasom H
JIOKaIbHBIMH HOpMaTHBHbIMM akTamu [llxosbl, Hacrosium [losnoxenwem o0 apxupe (nanee —
[Tonoxenue).

[Tonoxenue pazpaborano Ha ocHoBaHuu [lpumepHOro mnosnoxeHus o0 apxuBe YUPCKICHHS,
OpraHu3aluM, TpeANpUsITHA, YTBEPKIACHHBIM npukazoM Komurera 1o jenam apXMBOB NpH
[IpaBurenscre PD o1 18.08.1992 No 176, n yrsepxiaercs qupextopom [konsr

[lIkosa obecrieunBaeT apxuB HEOOXOAUMbIM [IOMELIEHHEM, 000PYI0BAHUEM H KaJ[paMH.

Apxus [LIkosbl BO3IIABIAET OTBETCTBEHHBIH 3@ apXHB, KOTOPBIH Ha3HA4aeTCs MPUKA30M AMPEKTOpaA
[IIxo/bl W MOAYMHSETCS HENoCpeACTBEHHO AupeKkTopy LKkombr.

ApxuB pabotaer 10 aHy, yrBep:KAeHHOMY Jupextopom [Hkosbl, v OTUMTEIBAETCA NEpEl HHM B
cBoeit pabote.

2. 3anaun u pyHKUMH apXuBa

OCHOBHBIMH 3a/1a4aMH apXHBa SBIAOTCS:

2.1.1. KomniekToBanue apxuBa 3aKOHUCHHBIMH JCI0MPOU3BoACTBOM LIKO/BI JIOKYMEHTAMH, COCTARB
KOTOPBIX MPEIYCMOTPEH Pa3aeoM 3 HACTOSLIEIO OJIOKEHHSL.

2.1.2. Yyer, obecrieyeHne COXpPaHHOCTH, CO3/IAHHE HAY4HO-CIIPABOYHOrO armnapara, HCroJib30BaHHe
JOKYMEHTOB, XPaHSIIHXCsl B aDXHBE.

2.1.3. OcymmecTienne KOHTPOJs (GopMUpoBanHs U ohopmiieHHeM el B aenonpon3poictee HIkob.

B COOTBETCTBHH ¢ BO3IOKEHHBIMH HA HETO 3a/1a4aMH apXHB OCYLICCTBISIET ClEaYIoHe GyHKIHH:
2.2.1. llpunumaer He Mo3/HeE, 4YeM 4epe3 JBa roja I0C/Ie 3aBEpIUCHHS JEIOIPOH3BOACTBOM,
VUHTBIBAET M XPAHUT JIOKYMEHTHI JIOJTOBPEMEHHOI0 XpaHeHHs M 10 JIMYHOMY COCTaBy,
00paboTaHHbIe B COOTBETCTBHH ¢ TpeOOBAHUAMM, YCTAHOBIEHHBIMH PocapXuBoM.

2.2.2. CocraBmasieT W TpeACTaBIsAeT HE MO3JHEe, 4YeM uepe3 [Ba roja I0ocje 3aBeplieHHs
JIeJIONPOU3BOACTBOM TO0BbIE pazlebl ONHCEH Jea [0 JMYHOMY COCTaBy Ha pPacCMOTPEHHE
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2.2.2. CocraBisieT M TMpPEACTaBISET HE MO31HEE, YE€M dYepe3 JBa Troja II0CIE€ 3aBEpIICHUS
JIeJIONIPOU3BOACTBOM TOJIOBBIE pa3/eNbl ONUCEH el IO JIMYHOMY COCTaBy Ha pacCMOTpEHHE
skcniepTHOM Komuccuu (aanee — OK) Llkonbr.

2.2.3. OcymiecTBIseT yueT U 00€CIeurnBacT MOJHYI COXPAaHHOCTh MPUHATHIX HA XpaHEHUE JIE.

2.2.4. Co3naeT, MOMOJHSAET U COBEPLLIEHCTBYET HAyUYHO-CIIPAaBOYHBIN anmapar K XpaHsIIIUMCs B apXHUBe
Jies1aM U JOKYMEHTaM.

2.2.5. Opranu3syer UCIoJIb30BaHUE JOKYMEHTOB:

- uHpopmupyet aarMuHUcTpanuto IIIkomnsl 0 cocTaBe U coaepkaHUM TOKYMEHTOB apXHBa;

— BBIIa€T B YCTAQHOBJIEHHOM IOpPSIIKE [€N1a, JOKYMEHTBl WJIM KONMHM JIOKYMEHTOB B ILENAX
CJIy>k€OHOT0 M HayYHOI'O MCII0JIb30BaHMs, U1 PaOOThI B IOMEIEHUH apXUBa;

— WCTIOJHSET 3allpOChl OPraHu3aluil U TpakaaH 00 yCTaHOBICHHM TPYAOBOTO CTa)Xa U JPYTUM
BOIIPOCAM COILIMAJILHO-IIPAaBOBOIO XapaKTepa, B YCTAHOBIEHHOM IOPS/KE BbIIAET KOIMUHM JOKYMEHTOB
Y apXUBHBIE CIIPABKU;

- BEJIET yUeT UCIOJIb30BAHUS JOKYMEHTOB, XpaHSIIIUXCS B apXUBE.

2.2.6. IlpoBOAMT 3KCTIEPTU3Y LIEHHOCTH JOKYMEHTOB, XPAHSAIIMXCS B apXuBe, yyacTByeT B pabore DK
[xobIL.

2.2.7. Oxa3pIBaeT METOAMYECKYIO MOMOIIb PaOOTHHKAM, OTBETCTBEHHBIM 3a JEJIOMPOHU3BOJCTBO B
COCTaBJICHUM HOMEHKJIATYpPBl J€Jl, KOHTPOJIUPYET NPaBHILHOCTh (POPMUPOBAHUS U OPOPMIICHUS JeT B
JIEJIONPOU3BOJICTBE, a TAKXKE MOATOTOBKY JeJ K nepenade B apxus LIIkosbl.

2.2.8. YyacTByeT B MPOBEICHUH MEPONPHUATHI TIO0 TOBBIIICHUIO KBATM(PUKAIMH PAOOTHUKOB
(OTBETCTBEHHBIX 32 ApPXHB U AEIONPON3BOACTBO B LIIKOIMIE).

3. CocTaB JOKYMEHTOB apXHBa
B apxuB nmocTtynarot:
3aKOHUYEHHBIE [JEIONPOU3BOJCTBOM JIOKYMEHTBHI BpeMeHHOro (cBbime 10 jer) cpoka XpaHEHWUS,
HEO0XOUMBIE B IIPAKTUYECKON JIEATEIBbHOCTH, JOKYMEHTHI 10 JINYHOMY COCTaBy, 0Opa3oBaBLIMECs B
pesynbrare aesreabHocTy [KombI.

JIOKyMEHTBI TIOCTOSHHOTO XpaHEeHHs (€CIU YUYpeXIECHUE-TIPEIIIECTBEHHUK ObUIO HCTOYHHUKOM
KOMIUIEKTOBAHUSI TOCYJApPCTBEHHOI'O WJIM MYHHMLIMNAJIBHOTO apxuBa) M IO JIMYHOMY COCTaBY
YUPEXKIEHUN-TIPE/IIECTBEHHUKOB.

Hay4Ho-cripaBo4HbIi anmapar K JOKyMEHTaM apXHBa.
JInunbie Gpouabl paboTHUKOB IIIKOIMIBIL.
4. IIpaBa 1 00513aHHOCTH OTBETCTBEHHOI'0 32 APXUB

JUnis1 BBIOJTHEHUSI BO3JIOKEHHBIX HA HETO 33/1a4 U (PyHKIUIl OTBETCTBEHHBIN 3a apXUB MMEET MPaBO U
00s13aH:

4.1.1. KoHTponmpoBaTh BBHINIOJIHEHNE YCTAHOBJICHHBIX MPaBHII paboThI ¢ JokyMeHTaMu B I1Ikore.
4.1.2. 3anpammBath OT paboTHUKOB L1IK0BI CBEeEHN S, HEOOXOAMMBIE JJIs1 pa0OTHI ApXHBA.

4.1.3. JlaBaTb pa3bsACHEHUS U PEKOMEHAALNHY 110 BOIIPOCAM, BXOASIIUM B KOMIIETEHIIMIO apXHBa.

5. OTBeTCTBEHHOCTD 32 (PYHKIMOHUPOBAHUE APXUBA

OTBEeTCTBEHHOCTh 3a HaJAJIeXKalllee M CBOCBPEMEHHOE BBHIMOJIHEHUE apXUBOM 3a7ad M (DYHKIIHIA,
IIPElyCMOTPEHHBIX HACTOSIIUM I10JIOKEHUEM, HECET JINLIO, OTBETCTBEHHOE 33 apXUB.

OTBeTCTBEHHBIE 3a BEJEHUE JEJIONPOU3BOJACTBA, INOJArOTOBKY M IPEACTABIECHUE JIOKYMEHTOB Ha
XpaHEHUE B apXUB, HA3HAYAIOTCA TPUKa30M aupekropa [IKombl.

KoHTpons nesrenbHOCTH apxuBa ocyuecTBisieT qupektop HIkomnst.






