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1. O01ue MoJI0KeHUus

1.1. TTonoxenue 06 apxuBe MyHHIIMITATEHOTO Ka3EHHOTO JOIIKOJIBLHOTO 00pa30BaTEIbHOTO
YUpEeXKACHUS Y CTh- I pASHYXMHCKUN NeTCKUM cax KampIIIMHCKOrO MyHHIIMIIAIBHOIO paioHa
Bonrorpaackoii oonactu (nanee — [lonoxenue), pazpadoTaHo B COOTBETCTBUU ¢ DeepaibHbIM
3akoHOM «O0 apxuBHOM Jene B Poccuiickoit denepanum» - O3, MeTomaecKkuMu
PEKOMEHIANUsAMU TI0 paboTe ¢ JOKyMEHTaMH B 00I1€00pa30BaTEIbHBIX YUPESIKICHUSAX.

1.2. Hacrosimiee Ilonosxkenne pa3paboTaHO B IEJISX:

- COBEPIICHCTBOBAHUS JICATEIILHOCTH B c(hepe opraHu3aiiy XpaHeHUs, KOMITJICKTOBAHMUSI, y4eTa U
HCI0JIb30BAHUS APXUBHBIX JOKYMEHTOB MyHUIIMNIAIbHOE Ka3€HHOE JIOIIKOJIbHOE 00pa30BaTeIbHOE
yupexaeHue Y CThb- I pASHYXMHCKHAN 1eTCKHM cax KaMBIIIMHCKOTO MyHHMITMIIAJIBHOTO paiiloHa
Bonrorpaackoit o6nactu (nanee — JJOY).

- palMOHANILHON OpraHu3alyi JOKyMEeHTalMoOHHOro o0ecneuenus B J1IOY.

1.3. Apxus JIOY co3naercs B 1eNsIX XpaHEHUs, KOMIUIEKTOBAHUS, YU€Ta U UCTIOJIb30BaHUs
JIOKYMEHTOB, 0Opa3yromuxcs B mpoiecce aesarenbHoct JJOY 1 3aKOHYEHHBIX
JIEJIOTIPOU3BOJICTBOM JJOKYMEHTOB MPAKTHYECKOTO Ha3HAYCHUS, MX 0TOOpa M TIOJITOTOBKH K
repeaade Ha XpaHEHWE B MyHUIIUTIAIBHBIA apXUB.

1.4. B cBoeii padote apxuB JIOY pyKkoBOJACTBYETCS 3aKOHOIATEIILCTBOM 00 apXHWBHOM JIeJIe B
Poccniickoit deneparuy, THBIMM HOPMaTUBHBIMU ITPaBOBBIMU akTaMH Poccuiickoit
®enepanny, HOPMaTUBHBIMU [TPABOBBIMU aKTaMH 10 aPXUBHOMY JI€Jly OPTaHOB MECTHOTO
caMoynpasiieHrss MyHununaibHoro KampInHCKOTo pailoHa, JIokaibHbIMU akTamu JJOY u
gactosamuM IlomoxenueM.

1.5. KonTpoJib 3a gesitenbHOCThIO apxuBa JJOY ocyniecTBisieT ero pykoBOAUTENb, KOTOPBIA
obOecreunBaeT apXuB HEOOXOAMMBIM IMIOMEIIIEHUEM U 000PY/I0BAHUEM.

1.6. Apxus JIOY paboraer o miaHam, yrBepkaaeMbiM agmuauctpaiueid JI0Y, u oTa4utsiBaeTCs
nepes Heil B cBoeit paboTe.

1.7. JIuno, OTBETCTBEHHOE 3a BEJICHUE apXHUBa HazHadaeTcs mpuka3zom 3aseaytomiero J10VY.

1.8. OpraHI/ISaI_[I/IOHHO-MGTOI[I/I‘IGCKYIO IIoMoO1IIb B ACATCIIbHOCTH apXnBa 06p830BaTeHLHOFO
YUpCKACHUS OCYLICCTBIIACT MYHHHHHaHLHLIﬁ Kampimmnackoro paﬁOHa.

2. CocTaB 1OKYMEHTOB apXHBa

2.1. ApxuBHBIE JOKYMEHTHI, IOCTYyMNAaOINE Ha XpaHeHue B apxus JJOVY, otHOcATCs

K MYHUIIUNAJIbHOW COOCTBEHHOCTH, HE MOJIXKAT MPUBATH3ALMN, HE MOTYT OBITh 00BEKTOM
IIPOJIaKH, MEHBI, JAPEHUS, a TAK)KE UHBIX CAEJIOK, MOTYIIUX IPUBECTH K UX OTUYKICHUIO.

2.2. B apxus IOV nocrynarot:

2.2.1. ApxuBHBIE JOKYMEHTHI, 00pa3zoBaBIluecs B mpouecce aearenbHocT JJOVY, ero cTpykTypHBIX
M0JIpa3/ieieHn i, BPEMEHHOTO XpaHEeHUs (HE0OOXO0MMBbIE B TPAKTUYECKOH IEATEILHOCTH).

2.2.2. ApxuBHBIE JOKYMEHTHI, 00pa3zoBaBIluecs B mporecce aesrensHoctu JJOVY, ero cTpyKTypHBIX
MOAPA3JIEJIEHNI, IOCTOSIHHOTO XpaHEHMs], IEPEAABAEMBIE 110 UICTEUEHUH S JIET HA MOCTOSIHHOE
XpaHEeHUE B MyHUIIUNIAIbHBIM apXMB.

2.2.3. JIOKyMEeHTBI 110 TMYHOMY COCTaBY, OTPAKAaIOLI1e TPYIOBbI€ OTHOLIECHHUS PAa0OTHHUKA C
paboTomarenem.


https://pandia.ru/text/category/deyatelmznostmz_mbdou/
https://pandia.ru/text/category/pravovie_akti/
https://pandia.ru/text/category/normi_prava/
https://pandia.ru/text/category/organi_mestnogo_samoupravleniya/
https://pandia.ru/text/category/organi_mestnogo_samoupravleniya/
https://pandia.ru/text/category/munitcipalmznie_obrazovaniya/
https://pandia.ru/text/category/munitcipalmznaya_sobstvennostmz/
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2.2.4. ApxuBHBIE TOKyMEHTBI IOCTOSTHHOT'O XpPAaHEHUS U 110 JINYHOMY COCTaBy YUpEKICHU,
IIPaBONPEEMHUKOM KOTOPbIX siBisieTcs JLOY.
2.2.5. CripaBouHBIi anmapar K JOKyMEHTaM apXHBa.

3. 3agauu u pyHKUUM apXHBa

3.1. OcnoBHbIME 3a7auamu apxuBa OV

3.1.1. KommuiekToBaHue JOKYMEHTAMH, COCTaB KOTOPBIX MPEIyCMOTPEH Pa3AeiIoM 2 HACTOAIIETO
Tlomoxenus.

3.1.2. ObecnieyeHne eMHBIX IPUHIUIIOB OPraHU3aI[MN XPAHEHUS, KOMIUIEKTOBAaHHUS, yUeTa U
WCTIOJIb30BAHMUS APXUBHBIX JIOKYMEHTOB, UX COXPAaHHOCTH.

3.1.3. IloaroroBka u cBOEBpeMEeHHas repeaaya JOKyMEHTOB Ha XpaHEHHE B MyHUIIUTIAIbHBIN
apXuB C COOIOZCHUEM CPOKOB M TPEOOBaHUH, YCTaHABIMBAEMbBIX 3aKOHOIATEIILCTBOM 00
apxuBHOM Jienie B Poccuiickoit @enepanuu.

3.1.4. OcymiecTBieHne KOHTPOJIS 32 PopMUpOBaHUEM U OPOPMIICHUEM JICIT B JIETOTIPOU3BOJICTBE
JOV.

3.2. B cOOTBETCTBUY C BO3JI0KEHHBIMU Ha HEro 3a1adamu apxus JIOY ocymecTBiseT cuenyromume
GbyHKIUU:

3.2.1. [IpuHUMaeT noce 3aBepIICHUs IETOTPOU3BOICTBOM, YUUTHIBAET U XPAHUT JOKYMEHTHI
JIOYVY, ero cTpyKTYpHBIX TIOApa3ieieHuii, 00pabOTaHHBIE B COOTBETCTBUU C TPEOOBAHUSIMH,
YCTaHOBJICHHBIMH 3aKOHOJATEILCTBOM 00 apXuUBHOM Jene B Poccutickoit deaepanum.

3.2.2. OcymecTBisIET yUET ¥ 00eCIIeYnBaeT MOJTHYI0 COXPAHHOCTD MPUHATHIX apXUBHBIX
JOKYMEHTOB, B TOM YHCJIE 10 JITYHOMY COCTaBY.

3.2.3. Co3pnaet, NOMOJIHAET U COBEPIICHCTBYET CIPABOYHBIN anmapaT K XpaHSIIUMCS B apX1UBE
JiefiaM U IOKyMEeHTaM, 00eCIeYrBaeT ero NPeeMCTBEHHOCTh CO CIIPABOYHBIM alapaToM
MYHHUIIMIIAJILHOTO apXrBa, HOMeHKiaTypoi aen JJOVY.

3.2.4. IIpoBOAUT CBOEBPEMEHHOE YIIOPSA0UYCHHE APXUBHBIX JOKYMEHTOB (9KCIIEPTU3Y IEHHOCTH,
HayYHO-TEXHHUYECKYI0 00pabOTKy, COCTaBJICHHE ONKCEH U T. /1.) ¥ Nepeiady UX Ha MOCTOSIHHOE
XpaHEHHE B MYHUIIUTIAILHBIN apXUB.

3.2.5. HpeI[CTaBJISICT opraHaM MCCTHOI'O CaMOYIIPABJICHU, MYHUIIUIIAJIbBHOMY apXUBY
H606XOI[I/IMBIC ApXHUBHYIO I/IH(1)OpMaI_II/IIO 1 KOIINU apXHUBHBIX JOKYMCHTOB, 4 TAKXKC HH(bOpMaHHIO (o)
COCTaBC, COACPIKAHUN U o0BeMe XpaHAIUXCA B apXUBC NOKYMCHTOB.

3.2.6. Opranu3syer UCIOJIb30BaHUE JOKYMEHTOB:

- “”HQOpPMHpPYET aAMUHHUCTpaIio U paboTHukoB JIOY 0 cocTaBe u cofepKaHUU JOKYMEHTOB
apXuBa;

- OecCIuUIaTHO MPEOCTaBISIET MOJIb30BATENSAM apXUBHBIMU JOKYMEHTaMH 0(opMIIEHHBIE B
YCTAHOBJICHHOM TIOPSIJIKE apXUBHBIE CIIPABKU WJIM KOIIUHM apXUBHBIX JIOKYMEHTOB, CBSI3aHHBIE C
YCTAHOBJICHUEM TPYIOBOT'0 CTa)Ka, COUMAIBLHOMN 3alUTON I'pa)KJ1aH, IpeaycMaTpUBAIOLIEH

WX MIEHCHOHHOE o0ecredeHre, a TakKe MoJydeHHe JIbIoT U KOMIIEHCAIUN B COOTBETCTBUU

¢ 3aKoHoaTenbcTBoM Poccuniickort denepanny;

- BBIJJAET B YCTAHOBJICHHOM IOPSAKE J1€71a, JOKYMEHTHI MU KOIMU JOKYMEHTOB B LEIAX
CIIY’k€0HOTO ¥ MPAKTUYECKOTO HUCIIOJIL30BaHUS Il PaOOTHI B IOMEIICHUH apXUBa;

- BEJIET Y4ET UCIIOJIb30BaHUs JOKYMEHTOB, XPAHIIIUXCS B ApXUBE.

3.2.7. Oka3bpIBaeT METOMYECKYIO TOMOIIH cITy0e aenomnpou3Boactea IOV B cocTaBieHun
HOMEHKJIATYPHI JIe]1 yIPEKICHHUS, KOHTPOJIUPYET MPaBUIBHOCTH (POPMHUPOBAHHUS U 0(OPMIICHUS
JIeIT B ICIONPOU3BOICTBE, a TAK)KE MOATOTOBKY JIe] K TIepelaue B apXUB YUPEIKICHHSL.


https://pandia.ru/text/category/zashita_sotcialmznaya/
https://pandia.ru/text/category/pensionnoe_obespechenie/
https://pandia.ru/text/category/zakoni_v_rossii/

4, HpaBa H OTBETCTBCHHOCTD 110 B€ACHUIO apXuBa.

4.1. 151 BBITIOJIHEHHSI BO3JI0KEHHBIX 3a/1a4 U (DYHKLUH JINIO, OTBETCTBEHHOE 32 BE/ICHUE apXUBa
JOYVY, umeet npago:

4.1.1. KonTponupoBaTh BHIIIOJHEHUE YCTAHOBIEHHBIX IIPaBUJl paboThl ¢ JokyMeHTamu B IOV, ero
CTPYKTYPHBIX MOJPa3AEICHUSIX.

4.1.2. 3anpammBarh OT CTPYKTYpHBIX ntoapasaenenuii JIOY cBeneHus, HeoOX0uMbIe it PabOTHI
apXx¥Ba, C YIeTOM OOCCIICUCHUS BHITIOJTHCHUS BCEX BO3JIOKCHHBIX HA apXUB 3a7a4d U (QyHKIIUH.

4.2. JIuno, oTBETCTBEHHOE 3a BejeHue apxuBa JIOY, HeceT OTBETCTBEHHOCTH 32 BHITIOJIHEHHE
BO3JIO’KEHHBIX Ha apXuB 3a/1a4 U PyHKIUH.

4.3. 3a yTpary ¥ op4y I10KYMEHTOB JJOJDKHOCTHBIE JIMLIA YUPEKICHUSI (PYKOBOIUTEIND YUPEKICHUS
U JIUI0, OTBETCTBEHHOE 32 BEJICHUE apXUBa) HECYT OTBETCTBEHHOCTh B COOTBETCTBHH C
JEHCTBYIONINM 3aKOHOIATEILCTBOM.

5. KomniiekToBanue apxuBa

5.1. IloaroroBka JOKYMEHTOB K nepenaye B apxuB /JJOY BkiIroyaeT 3KCrepTU3y HAy4YHOH U
MIPAKTUYECKOM [IEHHOCTHU JIOKYMEHTOB, 0(hOPMIIEHHUE JIEJI, COCTABICHHUE ONUCH.

5.2. DkcnepTru3a IEeHHOCTH JOKYMEHTOB.

5.2.1. DkcnepTU3a IEHHOCTH JOKYMEHTOB - OIIPeIeJICHNE IIEHHOCTH JIOKYMEHTOB C IIEIbI0 0TOOpa
WX Ha XpaHEHUE U YCTAaHOBJIEHUE CPOKOB XPaHCHHS.

DKCIepTU3y IEHHOCTH TOKYMEHTOB B JIOY ocymiecTBIISIET TOCTOSTHHO JEHCTBYIONIAs SKCIIEPTHAS
KOMUCCHSL.

5.2.2. DKcniepTHasi KOMUCCHSI Ha3HAvYaeTcs nmpukKa3om 3aseayroniei J0Y

B cocTaB DkcriepTHO KOMECCHM BKIIIOYAIOT HE MEHEE TPEX COTPYAHHUKOB, B TOM UHCIIE B
00s13aTeILHOM TIOPSJIKE JIUII0, OTBETCTBEHHOE 3a BeneHue apxuBa JIOY. CekperapeM DKcriepTHOM
KOMHUCCHM Ha3HayvaroT JenaonpousBoaurens JOVY.

BKCHepTHaﬂ KOMHCCHA Ha 3aCCAaHUAX pacCMaTprUBACT: HOMCHKIIATYPY ACII I[Oy OITNCH JE1
MOCTOSIHHOI'O XpaHCHUA U 110 JINYHOMY COCTAaBy, dKThbl Ha JOKYMCHTBI, BBIJACIISICMBIC K
YHUYTOKCHHUIO.

5.3. Odopmnenue aemn.

5.3.1. I[ena MOCTOAHHOT'O XpaHCHUSA IMOAIINBAKOTCA B TBEPAYIO O6JIO)KKy CYpPOBBIMU HUTKaMH.
JIucTel HYMCPYIOTCA B [IPABOM HUKHEM YTy IIPOCTBIM KapaHallloM. KoanuecTBo 1HCTOB B
KaKJI0M [1€JIC HE JOJDKHO ITPCBLINIATH 250.B KOHIIEC J1cJIa COCTABIIACTCA 3aBCPUTCIIbHAS HAAIINCH.

5.3.2. Ha 006noxke ACII TOCTOAHHOT'O XpAHCHUSA JOJIKHBI OBITh MMPOCTABJICHBI CICAYIOIINC
PEKBU3UTHI: ITOJTHOC HANMCHOBAHHNE BBIIIECTOSIICH OopraHru3alnv, HAUMCHOBAHNEC
o6pa30BaTeanoro YUYpCIKKACHUA, HOMECP (I/IH,Z[eKC) AcJia IO HOMCHKIIATYypE, 3aroJIoBOK JcJia,
KOJIMYCCTBO JIUCTOB, CPOK XpAHCHUA UIJIM OTMCTKA «XPAHUTH ITOCTOAHHO», HOMCP (I)OH)Ia, OITHMCH,
Acia.

5.3.3. Ilo oxoHYaHHUHU AETOMPOU3BOICTBEHHOTO rojia B 0(OpMIICHHBIE 00JI0KKHU A€ TOCTOSTHHOTO
XpaHEHUs1 BHOCATCS HEOOXOJMMbIE YTOUHEHUS: B 3ar0JIOBKH JIEJI, COAEPKAIIUX PACIOPSAUTEIbHBIE
JOKYMEHTHI (ITPUKa3bl, IPOTOKOJIBI), BHOCATCSI HOMEPA; €CJIU JEJI0 C MEePEeNUCKON COCTOUT U3
HECKOJIBKUX TOMOB, B Ka)KJIOM TOME YKa3bIBAa€TCsI KOPPECTIOHACHT, aBTOP, TEPPUTOPHUS, APYTrHe
TaHHbIe. B Kax/10M TOMe yKa3bIBaeTcs Jarta (YUCiio, MECsIl, TO) Hauala i OKOHYaHUS TaHHOTO
ToMa. TouHbIE AAaThI IPOCTABISAIOTCS HA O0JIOKKAX Ul OBICTPOTO MOUCKA JOKYMEHTOB B
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MMoCICaAYIOIEM; U3 3aB€pHTeHBHOﬁ HaAIIMCHU Ha O6JIO)KKy J€J1a BBIHOCUTCS KOJIMYCCTBO JIMCTOB B
Pl (SA) (R

5.3.4. Haanucu Ha 00J105KKax A€l HOCTOSSHHOTO U JOJATOBPEMEHHOI'O XPaHEHM I CIIETyET
IMPOU3BOJAUTH YCTKO, CBCTOCTOMKUMU YCPHUIIaAMHU.

5.3.5. 11 y4era KOJIM4eCTBa JIMCTOB B JIeNe U (PUKCALMU OCOOCHHOCTEH UX HyMepaliy Ha
OTJEJILHOM JIUCTE COCTABIISIETCS 3aBEPUTENbHAS HAIIHCh.

B 3aBepuTenpHOI HAANMKUCH YKA3bIBACTCS KOJIUYECTBO JUCTOB (LH(paMH U MPOIKCHIO) B JCIIE.
3aBepuTenbHas HAIMUCH TOAMUCHIBAETCS COCTABUTEIIEM C YKa3aHUEM €T0 JIOJDKHOCTU U JaThl
COCTaBJICHUS.

5.3.6. BHyTpeHHsIsl OMCh COCTABIISAETCS K JejlaM MOCTOSIHHOTO U I0JITOBpeMeHHOro (cBbiie 10
JIET) CpOKa XpaHeHus, CGOPMUPOBAHHBIM 10 Pa3HOBUJHOCTSAM JOKYMEHTOB, 3ar0JIOBKH KOTOPBIX HE
PacKpbIBalOT KOHKPETHOE COJIEpAKAHNUE TOKYMEHTOB (0000 LIEHHBIE, JIMYHBIE JIENIa U Jp.).

5.3.7. Jlena BpeMeHHOTO XpaHEHUsI 0(OPMIISIFOTCS YIIPOIIIEHHO:

OHH HC NOAIIMBAIOTCS, JTUCThI B HUX HE HYMCPYIOTCA, YTOUHCHHEC Ha 00J10KKaxX HE IIPOU3BOAUTCA,
OIMMCH Ha J€JIa HEC COCTABJIAKOTCA, YUCT BEACTCA 110 HOMCHKIIATYpPEC ACII.

5.4. Onucanue JOKYMEHTOB MOCTOSIHHOTO CPOKa XpaHEHUSI.

5.4.1. Tlo oxoHYaHUH J1€T0NPOU3BOACTBEHHOTO roAa B JIOY npoussoautcs ot00p JOKYMEHTOB
IMOCTOSTHHOI'O CPOKa XpaHCHUS JIA BKIIIOYCHHUA UX B OIIHCh. Onmnch COCTOUT U3 TOJOBBIX Pa3acyioB,
BHYTPH T'0JIa JieJa pacriojaraiTcs Mo CTeNeHU 3HaUUMOCTH C y4€TOM HOMUHAJIBHOTO MpUHIUNA (B
COOTBETCTBUH C HOMEHKJIATYPOH 00pa30BaTEILHOTO YUPEIKIACHHUS).

5.4.2. OnucH coCTaBISIOTCS Pa3/IesIbHO HA Jiela MOCTOSHHOTO XPAHEHUS [0 OCHOBHOM
JESTETHFHOCTH M Ha JIeJIa TI0 INYHOMY COCTaBYy.

5.4.3. OnucH cCOCTaBISIOTCS CEKPETAPEM.

5.4.4. Onucek BeaeTcs B €AMHON BAJIOBOM HyMEpallMu B TEUCHUE HECKOJIBKUX JIET U 3aKaHYMBAETCS
10 COTJIAaCOBAHHUIO C MYHHUITUTIAIBHBIM apXUBOM, KyJ1a IMOCTYMar0T J0KyMeHThl JIOY.

5.4.5. Ha Jc1a C UCTCKIIHUM CPOKOM XpaHCHHS COCTaBJISICTCA aKT 00 YHUUYTOXKCHHU.



