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1. O0mue moJioxkeHHUs

1.1. Tlonoxenue 00 apxuBe MYHHUIMIAIBHOTO AaBTOHOMHOI'O JIOUIKOJIBHOTO
oOpasoBarenpHOro yupexacHus Ne 193 «Jlerckuii caj oOIiepa3BUBAIOIICTO BHAA C
IIPUOPUTETHBIM  OCYILECTBICHHEM  JEATEIBHOCTH IO  I103HABATEIbHO-PEUYEBOMY
HaNpaBJICHUIO Pa3BUTHUSI BOCIIUTAaHHUKOBY (nanee — [lonoxkenune o6 apxuse) pazpaboTaHo
B COOTBETCTBUM C NOANYHKTOM 8§ mnyHkra 6 Ilonoxkenus o denepaJbHOM apXUBHOM
areHTCcTBe, yTBepKIeHHOro Yka3zoMm Ilpesmaenta Poccuiickoii denepanuu oT 22 HIOHS
2016 1. N 293 "Bompocei ®DenepanpHoro apxuBHoro areHtctBa" (CobOpanue
3akoHojiatenbcTBa Poccuiickoit @enepannu, 2016, N 26, ct. 4034).

1.2. ApXuB MYyHHLHMIAIBHOIO aBTOHOMHOTO JOILIKOJBHOIO 00pa3oBaTEeIbHOTO
yapexaeHuss Ne 193 «/lerckmit cax oOmiepa3BUBAIOIIETO BUAA C MPUOPUTETHBIM
OCYLIECTBJIECHUEM JEATEIBHOCTH IO MO3HABATEIbHO-PEYEBOMY HAMPABICHUIO Pa3BUTHUS
BOCIIMTAaHHUKOB) (J1ajiee — YUpexJAEHUE) CO3/1AETCA C LEJbI0 XPaHEHUs, KOMIUIEKTOBAHMS,
ydeTa M MCHOJb30BAHUS JTOKYMEHTOB BpeMEHHBIX (cBhIIe 10 JIeT) CPOKOB XpaHEHHs, B
TOM YHCJIE TIO JUYHOMY COCTaBY, 00pa30BaBIIMXCS B IEATEILHOCTH Y UPEXKACHUS.

1.3. ApxuB YupexJeHus B CBOCH NEATEIBHOCTH PYKOBOJCTBYeTcs: DenepanbHbIM
3akoHoM oT 22.10.2004 N 125-®3 "O6 apxuBHOM gene B Poccuiickoit deneparym”
(Cobpanue 3akononarensctBa Poccuiickoit @enepanuu, 2004, N 43, ct. 4169; 2006, N
50, ct. 5280; 2007, N 49, ct. 6079; 2008, N 20, ct. 2253; 2010, N 19, ct. 2291, N 31, cT.
4196; 2013, N 7, ct. 611; 2014, N 40, cr. 5320; 2015, N 48, ct. 6723; 2016, N 10, cT.
1317, N 22, ct. 3097; 2017, N 25, ct. 3596; 2018, N 1, cT. 19), 3akoHamMu, HOpMaTUBHBIMU
npaBoBbIMH akTaMu Poccuiickoii ®enepaunn, cyobektoB Poccuiickoit ®denepanuu B
chepe apxXMBHOIO JieJa W JEJIONPOM3BOACTBA, NPABWIAMHM OpraHU3alMU XpPaHEHUs,
KOMIIJIEKTOBaHHUs, y4€Ta M UCIOJIb30BaHUs TOKYMEHTOB ApxuBHoro (onaa Poccuiickoi
@denepauuyu U JIPYruX apXWBHBIX JOKYMEHTOB B TOCYAAPCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYMPABJICHUSA M OpraHU3alMsIX, JOKaJIbHbIMH HOPMAaTHBHBIMU AaKTaMU
roCy/1apCTBEHHOI'O OpraHa.

2. CocTaB IOKYMEHTOB APXUBA OPraHu3anun
2.1 ApxuB YupexkIeHUS XPaHUT:
a) TOKYMEHTbI TIOCTOSIHHOTO ¥ BpeMeHHBIX (CBbIIIe 10 jeT) CpOKOB XpaHEHUs, B TOM
YHCJIe JOKYMEHTHI 10 TMYHOMY COCTaBy, 00pa30BaBIIMECs B ACATEILHOCTU Y UPEKICHNUS;
0) crpaBOYHO-TIOMCKOBBIE CPEJCTBA K JIOKYMEHTaM U Y4Y€THbIC JOKYMEHTHI apXHUBa
YupexaeHus.

3. 3amaun u GyHKIUM apXuBa
OCHOBHBIMH 3aJl1a4aMu apxuBa Y UypexKICHUS .
3.1.1. Opranuzanusi XpaHEHHUS JIOKYMEHTOB, COCTaB KOTOPBIX HPEAYCMOTPEH
pazgenom 2 Hacrosiero [lonoxenus.


http://rulaws.ru/president/Ukaz-Prezidenta-RF-ot-22.06.2016-N-293/
http://rulaws.ru/laws/Federalnyy-zakon-ot-22.10.2004-N-125-FZ/

3.1.2. OGecrnieueHre eMHBIX MPUHIIMIIOB OPraHU3aIlMy XPaHECHUsI, KOMIUICKTOBAHMUSI,
y4eTa ¥ UCIOJIb30BAHUE apXUBHBIX JIOKYMEHTOB, UX COXPAHHOCTH.

3.1.3. OcymecTBieHue KOHTposis 3a (opMHupoBaHHeM U O(OpPMIICHHEM el B
JEIONPOU3BOICTBE Y UPEXKIECHUS.

3.2. B cOOTBETCTBMM C BO3JIO)KEHHBIMM HAa HErO 3a/JadyaMHM apXuB YUpPEKICHUS
OCYIIECTBJISIET CICAYIOIINE DYHKYUU:

3.2.1. TlpuHuMaeT mocjie 3aBEpIICHUs ACIONPOU3BOACTBA U XPAHUT JOKYMEHTHI
VYupexnenusi, oOpabOoTaHHbIE B COOTBETCTBHUM C TpPEeOOBAHUSIMHU, YCTAaHOBJIECHHBIMU
3aKOHOJATEIHCTBOM 00 apXxuBHOM jeine B Poccuiickoit deneparum.

3.2.2. OcymiecTBiseT y4eT W OO0ECIeUrBaeT TMOJHYK COXPAaHHOCTh IPUHATHIX
apXHUBHBIX IOKYMEHTOB, B TOM YHCJIE 110 JUYHOMY COCTABY.

3.2.3. Opranu3yer UcnoJib30BaHNE IOKYMEHTOB:

- 0ecIUIaTHO ~ TPEAOCTaBJISIET  IMOJB30BATEISIM  ApPXMBHBIMH  JIOKyMEHTaMH
oOpMIICHHBIC B YCTAaHOBJICHHOM IIOPSIKE apXWBHBIC CIIPABKHM WJIM KOIMHM apXHUBHBIX
JIOKYMEHTOB, CBSI3aHHbIE C YCTAHOBJIEHHEM TPYJOBOIO CTa)ka, COLMAIbLHOW 3al[uTOM
rpakJiaH, MpelycCMaTpUBAIOIICH UX IEHCHOHHOE oOecTiedeHre, a TAaKKe MOTyYCHHE JIbTOT
Y KOMIIEHCAllUM B COOTBETCTBUH C 3aKOHOAATEILCTBOM Poccuiickon denepaunu;

- BBIJIACT B YCTAHOBJICHHOM TMOPSJKE Jeia, TOKYMEHThl WA KOMUU JOKYMEHTOB B
LEJSAX CIY>KEOHOTro U MPAKTUYECKOr0 UCTIOb30BaAHUS 111 pa0OThl B TOMEIIEHUN apXUBa;

4. IlpaBa ¥ OTBETCTBEHHOCTh

4.1. lna BBIOMHEHUS BO3JIOKEHHBIX 3a/1a4 U (QYHKUIUH JIMIO, OTBETCTBEHHOE 32
BE/ICHHUE apXuBa YUpeXKICHUS UMEET MpPaBo:

4.1.1. KoHTponupoBaTh BBIIOJHEHUE YCTAHOBJIEHHBIX MpaBUi palbOThl C
JOKYMEHTAMH B Y UPEKICHUHU.

4.1.2. UWudopmupoBarh CTPYKTypHBIE TMOApA3ACICHUS JETCKOTO caga o
HEOOXOAMMOCTH Tepeaaun JOKYMEHTOB B apXUB.

4.1.3. IlpeacraBnsaTh  3aBenyrouieMy — YUpeKIEHUS  NPEMJIOKEHHUS IO
COBEPIIECHCTBOBAHUIO OPraHU3alUK XPaHEHUs, KOMIUIEKTOBAHUS, yU4€Ta U UCIIOIb30BaHUS
aApXUBHBIX IOKYMEHTOB B apXMBE;

4.2. Jlumo, OTBETCTBEHHOE 3a BEIACHUE apXuBa YUPEKICHUSI», HECET
OTBETCTBEHHOCTH 3a BBIIIOJHEHUE BO3JIOXKEHHBIX Ha apXUB 337a4 U (QyHKIIHH.

43. 3a yrpary U TMOpuYy JAOKYMEHTOB JOJDKHOCTHBIE JIMIIA YUPEXKICHHS
(pyKoBOAMTENb YUPEXKACHHS M JIUI0, OTBETCTBEHHOE 3a BEJACHHE apXHBa) HECYT
OTBETCTBEHHOCTb B COOTBETCTBHHM C JIEHCTBYIOLIUM 3aKOHOJIATEIHCTBOM.

5. KoMmiiekroBanue apxusa
5.1. IloaroroBka IOKYMEHTOB K IIepefade B apXWB YUYPEXKICHUS BKIHOYAET
oopmieHue nemn,



5.1.1. Jlenia mOCTOSIHHOT'O XpaHEHUsI MOAIIMBAIOTCA B TBEPAYIO O0J0KKY CYpOBBIMU
HUTKaMH. B KOHIIE 1en1a Ha OTAEIbHOM JIUCTE COCTABISETCS 3aBEpUTEIbHAS HAITUCH.

5.1.2. Ha o00yoxKe aen TOCTOSHHOTO XPaHEHUS JOJKHBI OBITh IPOCTABIICHBI
CIIENyIOUIME PEKBU3UTHI: HAWMEHOBAaHHE OOPa30BaTENbHOIO YUPEXKICHHS, HOMEpP
(MHIEKC) Jena 1O HOMEHKJIAType, 3arojoBOK JI€Ja, CPOK XPAaHEHWs WIA OTMETKa
«XPAaHUTh TIOCTOSTHHO.

5.1.3. Ilo okoHYaHUM JENOMPOU3BOACTBEHHOTO Irojia B 0(pOPMIICHHBIE OOJIOXKKHU /1T
MOCTOSIHHOTO XPAaHEHHWs BHOCSTCA HEOOXOJMMBbIE YTOYHEHHs: B 3aroJioBKU eI,
COJIEpKAILIUX PACIIOPAIUTEIbHBIE JOKYMEHTHI (MPUKa3bl, TPOTOKOJIbI), BHOCATCS HOMEpPA;
€CJIM JIETIO C MEPENUCKON COCTOUT M3 HECKOJIbKMX TOMOB, B KaXKIOM TOME yKa3bIBaeTCs
KOPPECIIOH/IEHT, aBTOp, TEPPUTOPUS, Ipyrue JaHHbIe. B Kaxa0M TOME yKa3bIBaeTCs J1aTa
(uucio, Mecsll, TOJ)) Hayajga U OKOHYaHUS JaHHOro ToMa. ToYHbIE JaThl MPOCTABIISIIOTCS
Ha 00JIOXKKax JJig OBICTPOro IMOMCKA JOKYMEHTOB B MOCJIEAYIOIIEM; U3 3aBEPUTEIbHON
HAJITUCHU Ha OOJIOKKY JieJia BHIHOCUTCSI KOJIMYECTBO JIMCTOB B JIEJIE.

5.1.4. Hannucu Ha 0O0JOXKKax JeN IMOCTOSIHHOTO W JOJTOBPEMEHHOIO0 XpaHEHUs
CJIEyEeT MPOU3BOJAUTD YETKO, CBETOCTOMKHUMH YEPHUIAMH.

5.1.5. Jlna ydera KoJuW4ecTBa JIMCTOB B Jieje W (UKCAIMM OCOOCHHOCTEH HX
HyMEpallMK Ha OT/AEIbHOM JIUCTE COCTABIISIECTCS 3aBEpUTENIbHAS HAIIUCh.

B 3aBepuTenbHOW HAANUCHU YKa3bIBa€TCS KOJIMYECTBO JHUCTOB (LHPpamMu H
MIPOIKCHIO) B JieNie. 3aBepUTeNIbHAs HAJIUCh MOJMUCHIBAETCS COCTABUTENIEM C YKAa3aHUEM
€ro AOHDKHOCTH U JaThl COCTaBJICHUSI.

5.1.6. BHyTpeHHsIs ONKCh COCTABISAETCS K AENIaM ITOCTOSIHHOIO U JOJATOBPEMEHHOIO
(cBeimre 10 met) cpoka xpaHeHusi, COPMUPOBAHHBIM IO PA3HOBUAHOCTSIM JOKYMEHTOB,
3arojIOBKM KOTOPBIX HE PACKpBIBAIOT KOHKPETHOE COJEp)KaHue TOKYMEHTOB (0c000
LIEHHbIE, JINYHbIE JeTIa U Jp.).

5.1.7. Jlena BpeMEHHOT0 XpaHeHUs1 0OPMIISIOTCS YIIPOIIEHHO:

OHU HE MOJIIMBAIOTCS, JIUCTHI B HUX HE HYMEPYIOTCS, YTOUHEHHE Ha O0JIOKKaX He
IIPOU3BOMTCS, ONIMCH Ha JIeJIa HE COCTABJISIFOTCS, YUET BEAETCS IO HOMEHKIIATYpE JEN.

5.2. Onucanue 1OKyMEHTOB MTOCTOSIHHOT'O CPOKa XPaHEHMUS.

5.2.1. OnMcHu COCTaBIIAIOTCA pa3leIbHO Ha Jela IOCTOSHHOIO XpaHEHUs IO
OCHOBHOW JIEATEIBHOCTH U HA JIEJIa 10 JINYHOMY COCTaBY.

5.2.2. Onucu COCTaBISAIOTCS AETONPOU3BOAUTEIEM.

5.2.3. Onuck Benercs B €AMHON BaJIOBOM HyMEpaluy B TEUEHUE HECKOJBKHUX JIET.

5.2.4. Ha nena ¢ UCTEKIITUM CPOKOM XPaHEHUsI COCTABIISIETCS aKT 00 YHUUTOKCHUU.



COI''TACOBAHO YTBEPXJAIO

[Ipencenarens mepBUYHOMN PO COIO3HOM 3aseayromuid MAZIOY Ne 193 «/lerckuii can
OpraHu3anun o6mepa3BHBanmero BUaa»
(monmuce) (MHUIHATIBI, (aMILIIHS) (moamuce) (vuHUIHATBL, (aMuITHs)
[Ipuka3 Ne OT«__ » 20 1.
HNOJIOKEHHUE

00 apxuBe MYHUIIMIIAJILHOT0 ABTOHOMHOTI'0 JOIIKOJBHOT0 00pPa30BaTeJIbHOI0
yupexkaenuss Ne 193 «/lerckuii cag o01mepa3BuBaKOIero BUa ¢ NPUOPUTETHHIM
OCYHIECTBJICHUEM JeSITeJIbHOCTH 10 MO3HABATEILHO-PEeYeBOMY HANPABJICHUIO
Pa3BUTHUA BOCTIMTAHHUKOB)»
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