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Ionoxxenne
06 apxuse MBY 1O «IIAT «I'apmonus gercrea» r.o. Camapa
1. O0mue mosoxeHust

1.1. Tonmoxenue 06 apxuse MBY JIO «LIAT «I'apmonus merctsa» r.0. Camapa,
(nanee — IlomoxxeHue), pa3paGoOTaHO B COOTBETCTBMM ¢ THIIOBBIM TIOJOXKEHHEM 06
apXHBE OpraHu3alluy, YTBEPKICHHBIM IIpuKa3oM Pocapxusa ot 11.04.2018r.

1.2. ApxuB ydYpexneHMs CO3IaH B LEIIX XPAHEHHs, KOMIUIEKTOBAHHUSI, yieTa W
MCIIONIb30BAHMUA JTOKYMEHTOB, 00pasyrommxcs B Ipollecce nesTensHocTH LleHTpa, u
3aKOHYCHHBIX NENOIPOU3BOACTBOM NOKYMEHTOB IIPAKTUIECKOr0 Ha3HaYeHusl, uX 0TOopa
¥ IIOJrOTOBKH K IIepeJiade Ha XpaHeHHe B MyHHUIIUITAIBHEIN apXUB.

1.3. B cBoeil paboTe OTBETCTBEHHBIN 32 ApXHB YUPEKICHUS PYKOBOZCTBYETCSA
3aKOHOJATENECTBOM 00 apxXWBHOM Jelne B Poccuifckoii Qenepaliud, HWHBEIMH
HODMaTHBHBIMU IIPaBOBBIMH aktamu Poccuiickolt @enepamnuu, HOPMATHBHBIMU
NPABOBEIMM  aKTaMH 110 apXMBHOMY Jely OpraHOB MECTHOIO CaMOYIIPaBICHUS,
METONMYECKOH JOKYMEHTalMeH, 3aKOHOJATENbHEIME aKTaMU II0 apXWUBHOMY ey,
[IpHKasaMu, YKa3aHWAMU BBIMICCTOSIIMX OpPraHU3allvii, PYKOBOACTBA YYPEKICHHUI,
[IpaBUJIaMH W JPYTMMH HOPMAaTHBHO-METOAMYECKHMH JOKYMEHTAaMHM apXWBa H
HactogmuM IlonokeHuneMm.

1.4. Ilo HEOOXOIUMOCTH apxWB LEHTPAa CO3/JAeTCS KAK CAMOCTOSTEIbHOS
IIoJipa3fiesieHNe, Ha3HaYaeTCs OTBETCTBEHHEIH 3a apXUB.

1.4.1 . HertocpenctsenHOe pykoBonCcTBO apxuBoM LleHTpa BoznaraeTcs mpukasoM

aupexropa MbY JIO «IIJIT «["apMoHus neTcTBay T.0. Camapa Ha JTHIIO, OTBETCTBEHHOE



3a BCACHUC apXxuBa.
1.5. KoHTpomb 3a AeTeNbHOCTBIO apXHBa OCYIIECTBIAET pPYKOBOACTBO LleHTpa.
2. CocTaB JOKYMEHTOB apXHBa Y4Ype:KIeHHS

2.1. ApxuBHBIE JOKYMEHTHI, ITIOCTYMAONIHEe HA XpPAHEHUE B apXUB YIPEKIECHU,
OTHOCATCS K MyHHMIUIAIBHOH COOCTBEHHOCTH, HE IIOAJIEKAT IIPUBATU3AINH, HE MOTYT
OBITH 0OBEKTOM IPOAAKHU, MEHBI, TapeHHUs, a TAKKE HHBIX C/IEJI0K, MOI'YLIMX IPHBECTH K
HX OTUYXXICHUIO.

2.2. B apxuB 00pa30BaTeIBHOTO YUPEKIAEHHUS [IOCTYIIAIOT:

2.2.1. ApxuBHBIE JOKYMEHTHI, OOpa3oBaBIIMECS B IPOLECCE AEATEIHLHOCTH
YUPEXKICHUs BPEMEHHOTO XpaHeH!sl (He00X0UMBIe B IPAKTUIECKOM MESTENLHOCTH).

2.2.2. ApxwBHBIE JOKYMEHTHI, O0pa30BaBIIMECS B IPOLECCEe AEATEIBHOCTH
VUPEKICHHUS  IMOCTOSHHOIO XpaHEeHHs, liepefaBaeMble 1o uctedeHmu 10 et Ha
IIOCTOSHHOE XpaHEHHE B MyHHUIUIIAIBHBIN apXUB.

2.2.3. JToKyMeHTEI IO JITYHOMY COCTaBy, OTPAKAIOIIUE TPYIOBLIE OTHONICHMUS
paboTHUKa ¢ paboTomaTeneM.

2.2.4. ApxuBHble NOKyMEHTHI IIOCTOSHHOTO XPaHEHHMs U 10 JIMYHOMY COCTABY
YUIPEXIEHHUH, IPaBONPEEMHIKOM KOTOPHIX ABILIETCS 00pa30BaTeIbHOE YUPEkKICHHE.

2.2.5. CpaBovHSBIH anmapar K JOKYMEHTaM apXHBa.

3. 3apaun n (QYHKIHH apXuBa yUYpeKIeHHs

3.1. OCHOBHEIMY 3a/]a4aMH BEIEHHS apXHBa LIEHTPA ABISIOTCH:

3.1.1. KoMmIiekroBanwe IOKYMEHTAMH, COCTAB KOTOPEIX IIPENYCMOTPEH
paszzenom 2 HacTosmero [lonoxenus.

3.1.2.  OOecnedenwie  eOWHBIX  IPHHIHUIIOB OpraHM3alMi  XpaHEeHWs,
KOMIUIEKTOBaHHMS, y4eTa U UCIOIB30BaHIe apXUBHBIX JOKYMEHTOB, UX COXPAHHOCTH.

3.1.3. IloaroToBKa M CBOEBpeMeHHas Iiepenada JOKyMEHTOB Ha XpaHEHHE B
MyHHIIUTNIAIBHEIA apXHUB C COOIIONEHHEM CPOKOB U TpeGOBaHMM, YCTaHABIHBAEMBIX
I'ocymapcTBeHHOH apXHUBHOM CITy>K60H.

3.1.4. OcymecTenenre KOHTPOIS 32 (pOPMUPOBaHHEM H O(DOPMIICHHEM el B
IETOIPOU3BOICTBE YUPEKIEHHS.

3.2. B COOTBETCTBHH C BO3JIOXKEHHBIMH 3a71auaMu apXuB LIeHTpa oCyInecTBIseT

crenyromue QyHKIHUN:



3.2.1. IlpuHuMaer 1ocne 3aBeplieHuUs TeTOIPON3BOICTBOM, YIUTHIBAET U XPAHUT
JOKyMEHTBI CTPYKTYPHBIX Tofipasjienenuii Llentpa, o6paboTaHHble B COOTBETCTBUM C
Tp?e6OBaHI/IﬂMH, YCTaHOBIEHHBIMHU 3aKOHOIAaTEIBCTBOM 00 apXHUBHOM Jele B Poccuiickoit
<D%:ﬂepau1/m.

| 3.2.2. OcymecTBisgeT y4eT U obeclieurBaeT IMOJHYIO COXPAaHHOCTH MPWHATHIX
apiXHBHBIX JOKYMEHTOB, B TOM 4HCJIE IO TUIHOMY COCTABY.

3.2.3. IIpoBOIMT CBOEBPEMEHHOE YIIOPSOOYEHHE APXUBHEIX JIOKYMEHTOB
|
(3KCcnepTH3y HEeHHOCTH, HAyJHO-TEXHIIECKYI0 00paboTKy, COCTABIeHHE ONHICeH 1 T.1.)

U llepeiavyy UX Ha MOCTOSHHOE XpaHeHNe B MyHUIIMTIABHEIN apXUB.

; 3.2.4. Cospaer, IIOMOJHSAET H COBEPUICHCTBYeT CIPABOYHBIM ammapar K

XpEaHHH_IHMCH B apxXuBE OeinaM H JOKYMEHTaM, obecIieunBaeT ero IPEEMCTBCHHOCTE CO

| -
CIIPaBOYHBIM allllapaToM MYHHUIHIIAILHOIO apxXusa, HOMCHKIIATYPOH OEN YIPECKICHHA.

|
i 3.2.5. IlpencraBiser opraHaM MECTHOTO CaMOYIIPAaBJIEHHS, MYHHIUIATEHOMY

|
apXUBY HEOOXOIUMYIO apXMBHYIO HH(OPMAIMIO M KOIWH apXHBHBIX JOKYMEHTOB, a

TaI;(}Ke HHQOPMALMIO O COCTaBe, COIEPXKAHHH U O0BEME XPAHAIIUXCS B apXUBE

|
TIOKYMEHTOB.

|

| .

; 3.2.6. Opranusyer HCIIOIB30BaHUE JOKYMEHTOB:

- BeCIUTaTHO MPEeNOCTABISIET OJIb30BATENSIM APXUBHBIME JOKYMEHTAMU 0DOPMICHHEIE B
YCTaHOBICHHOM TOpAIKE apXHUBHBIE CIPABKA WM KOIHE apXUBHBIX JOKYMEHTOB,
CB3aHHBIE C YCTaHOBJIEHHEM TpPYJOBOIO CTaKa, CONMANBLHOM 3aIUTON IDaKIaH,

HPEHYCManHBaIOHICﬁ HX IICHCHOHHOE€ 06GCHEII€HI/IG, d TaKXe IIONy4YCHHE JIbIOT U
| - o 5

KOMIIEHCAlMH B COOTBETCTBUH C 3aKOHOIATENLCTBOM POCCUHICKOM (De,uepam/m;
i

- HCIIOTTHACT 3aIIPOCHI 00 YCTaHOBJIEHHH TPYOAOBOIO CTa)Xa U APYTrHEM BOIIpocaM

|
COITHAJIBHO-IIPaBOBOT'O XapakKTepa,
|

- BCHCT Y4CT UCIIONI30BAHMI JOKYMEHTOBR, XPaHAIIUXCsI B apXHBeE.

! 4. IIpaBa u 00sI3aHHOCTH OTBETCTBEHHOI0 MO BeJEeHHIO apxuBa

4.1. Jlns BBINONHEHHUS BO3JIOXKEHHBIX 3329 ¥ (HYHKIHI JIUI0, OTBETCTBEHHOE 34
|

Be,lieHI’Ie apxHBa YYpeXICHH, HMEET IIpaBo:

|
| 4.1.1. KoHTpONMpOBaTh BEHINOIHEHHE YCTAHOBIEHHBIX HPaBHI DPaGOTHl C

HOKYMCHTaMH B CTPYKTYPHBIX IMoApasacICHUAX.
[



4.2. 3a yTpaty 4 mOpYy IOKYMEHTOB JOIDKHOCTHEIE IIHIA YUPEKIEHHS
(pyKoBOIMTENs YUYPEKIEHHS M JIHUIO, OTBETCTBEHHOE 3a BelEHHE apXHBa) HECYT
OTBETCTBEHHOCTh B COOTBETCTBUHU C JEHCTBYIOIIUM 3aKOHOIATEIECTBOM.

S. KoMn/ieKTOBaHHE apXHBa y4peKIeHHs

5.1. IloaroToBka NOKyMEHTOB K Ilepeljadye B apXWB BKIFOYAET OKCIIEPTH3Y
PAKTHYECKOH LIEHHOCTH JOKYMEHTOB, O(DOpMIIEHHE Iell, COCTABIEHHE OIIUCH.

5.2. Dxcrneprtusa IEHHOCTH JOKYMEHTOB.

5.2.1. DkcnepTr3a IEHHOCTH JOKYMEHTOB - OIIPEeIeHUe [IEHHOCTH JOKyMEHTOB
C | menblo 0oTOOpa HMX HAa XpaHEHHE MW  YCTAHOBJIEHHE CPOKOB XPAaHEHHS.
OKCIIepTH3y TEHHOCTH JIOKyMEHTOB B 00pPA30BATENBHOM YUPEKISHHUH OCYIIECTBISIET
TIOCTOSAHHO JEHCTBYIOIIAs SKCIIEPTHAS KOMHCCHL.

5.2.2. OKcIepTHAS KOMUCCHS Ha3HAYAeTCs IIPUKA30M JUPEKTOPA YUPEKICHHUAL.
OKCIepTHas KOMHUCCHS Ha 3aCeJaHUsIX PACCMATPHBAET: HOMEHKIATYPY Hell, OIUCH el
IIOCTOSTHHOI'O XpaHEHUs U IO JHYHOMY COCTaBy, aKThl Ha MOKYMEHTEI, BEIIEISIEMbIE K
YHHUYTOXXEHHUIO.

5.3. Odopmienue men.

5.3.1. Jlena IIOCTOSHHOrO XpaHEHHS NOAIIMBAIOTCS B TBEPIYIO 000Ky
CYPOBBIMM HMTKaMH. JIMCTBI HyMepyloTCs B IIPaBOM BEpPXHEM YIIy IIPOCTHIM
KapaHaamoM. KoJnyecTBo MMCToB B KasKIOM Jiefle He JOJDKHO HpeBbimath 250. B konme
Ji€]la Ha OTJIENBHOM JIUCTE COCTABIIETCS 3aBePUTENbHAS HAIINCh.

5.3.2. Ha 00noxxe men NMOCTOAHHOTO XPaHEHWS IIPOCTABIAIOTCS CICAYIOLIHAE
PCKBHU3UTEI: II0JIHOE HAUMCHOBAaHHE BBLIIECTOSINEH OpraHu3aliy, HauMeHOBAHUE
00pa3oBaTENBHOIO YUPEHKACHHS, HOMEp (HHIEKC) Jefa 0 HOMEHKIATYDE, 3aroJ0BOK
Aielia, KOMYECTBO JIUCTOB, CPOK XPAHCHHUS WM OTMETKA «XPaHHUTH [IOCTOSHHO», HOMEP
OIINCH, JieTa.

5.3.3. Ilo OKOHYAHHH JETONPOU3BOICTBEHHOTO Toa B 0GOPMICHHEIE OBI0KKH
A€ TIOCTOSTHHOT'O XPaHEHHS BHOCATCS HEOOXOMMMEIE YTOYHEHMS: B 3arOJOBKH eI,
COACPXKaIKX PaclOPAAUTEIIEHBIE TOKYMEHTEI, BHOCSTCSI HOMEPA; ECIIH [IEJI0 COCTOUT W3
HECKOJIPKHX TOMOB, B K&XKJIOM TOME YKa3BIBAETCA KOPPECIIOHICHT, aBTOP, TePPUTOPUS,
Apyrue JaHHBIC. B KaXmoM ToMe yKaskIBacTCs Jarta (YMCIO, MeCSI, roj) Hauyama u
OKOHYaHWs NaHHOTO ToMa. To4HbIe NaThl NPOCTABIIAIOTCS Ha OOIOKKAX M GEICTPOro

IIOMCKa NTOKYMEHTOB B IIOCJICOYIOIIEM; M3 SaBepHTeJIBHOI:i HAafaIIMuCH Ha O6JIO)KKY Aca



BBIHOCHUTCS KOJIMYECTBO JIUCTOB B J€JIC.

5.3.4. Jlna y4deta KOJIMYeCTBA JUCTOB B Jelie M (UKcAlMU OCOOCHHOCTeH MX
HyMepalli{ Ha OTJEIbHOM JINCTE COCTABISETCS 3aBEPUTEIIbHAS HANIIKUCE.

B 3aBepurenbHON HaAMCH YKa3bIBaeTCid KOMHYECTBO JTHUCTOB (mudpamMu H
IPOIUCEI0) B Jele. 3aBepHUTeNbHas HAIINCh ITOMIMCHIBACTCSA JIEIONPOU3BOIUTEIEM C
yKa3aHueM [aThl COCTaBIEHMUS.

5.3.5. BHyTpeHHAd ONHCh COCTaBISEeTCS K JelaM IIOCTOSHHOTO |
nonroppemenHoro (cepume 10 7eT) cpoxa xpaHeHus, CQOOPMHUPOBAHHBIX IO
PaSHOBUIHOCTSAM JOKYMCHTOB, 3arOJIOBKH KOTOPHIX HE pacKpbhIBalOT KOHKPETHOE
CoflepiKaHue JOKyMEHTOB (0c000 IIeHHbIe, THYHEIE IeNa | Ip. ).

5.3.7. llena BpeMEHHOT'0 XpaHeHuUsI 0QOPMIISIFOTCS. YIPOLIEHHO:

OHM HE IOJIIMBAIOTCSH, JUCTHI B HUX HE HYMEPYIOTCH, YTOYHEHHE Ha OOJIOKKAX He
TIPOU3BOJUTCS, OIIMCH Ha JieJla He COCTABISIOTCS, ydeT BeIeTCs 10 HOMEHKIIAType Jell.

5.4. Onmcanue JOKyMEHTOB OCTOSHHOIO CPOKA XpaHeHM .

54.1. Tlo oOxoHYaHHM JEIONPOM3BOACTBEHHOIO IO B  YUPEKICHHUM
IIPOM3BOIUTCS OTOOP JOKYMEHTOB TIOCTOSHHOIO CPOKa XpaHeHHs I BKIFOUEHHS UX B
oruch. ONuCh COCTOUT M3 TOJIOBEIX Pa3lelioB, BHYTPU I'0a JeNla PACIIONAaraoTcs II0
CTENIEHH 3HAYMMOCTH C Y4YEeTOM HOMHHAIBHOTO IIpHHIMIEA (B COOTBEICTBHUH C
HOMEHKJIaTypoi 00pa3oBaTelbHOIo yupesxnenus). ['00BOM pasfen ONMCH Ha Iena
IIOCTOSTHHOTO ~ XpaHCHHWS, TIpe[HAsHA4YeHHBIE [UId IIOCIeNyIolmedl Iepefadu B
MYHUIMIAIBHBIN apXUB, IOIJIEXHUT YTBEPXKACHUIO AUpekTopoM LleHTpa, HupeKTopoM
MYHULHIIAIBEHOTO apXHBa 1 COTTIACOBAHUIO SKCIIEPTHO-IPOBepoYHOM komuccuen (DIIK)
YIpaBneHus 1o nenam apXuBoB SIpocnaBckoit 06acTy He MO3qHEE YEM Uepes ABa rojia
IIOCIIE 3aBEPIIEHMS el B NeJIONPOH3BOICTBE.

5.4.2. OmucH COCTaBIAIOTCS Pa3fielbHO Ha Jela MOCTOSHHOIO XpaHEeHus IIo
OCHOBHOM J€ATENLHOCTH 1 Ha Jiefla 10 TUIHOMY COCTaBY.

5.4.3. OmnmucH COCTaBIIOTCS AETONPOU3BOTUTENIEM.

5.4.4. Onmce BefieTcs B @AHHOM BaIOBOM HyMEpAIHH B TeIEHHE HECKOIBKUX JIET
U 3aKaHYMBACTCA IIO COIVIACOBAHMIO C MyHHIIMIIAIBHBIM apXWBOM, Ky[a IOCTYIIAIOT
TOKYMEHTBI YUpPesKIeHHS.

5.4.5. Ha niena BpeMeHHOT0 CpoKa XpaHeHHs COCTABIAETCA aKT 00 YHHUTOXEHUH.
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