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I. OBIIME ITOJIOXKEHUA
1. [onoxxenne 06 apxuBe ['AIIOY «MeH3enMUHCKUI TeNaroruyecKuii KOJuieK UMEeHH Mychl
Jokanuns» pa3paboTaHoO Ha oOcHOBaHMM IlpumepHOro mosokeHuss 00 apXuBe OpraHu3aIui,
YTBEpKJIeHHOTO nprka3zoM PexepanbHoro apxuBHoro areHTcTBa oT 11.04.2018 1. Ne 42, pazpaboTanHoro
B COOTBETCTBUU C MOANYHKTOM 8 mnyHkTa 6 Ilosoxkenus o denepanbHOM apXMBHOM AareHTCTBE,
yrBep)kaeHHoro Ykasom [Ipesunenra Poccuiickoit @eneparuu ot 22 utoHs 2016 r. Ne 293.
2. I'ATIOY «MeH3enuHCKUI Tearorndeckuii  Kojuiemk umeHu Mycol [xamwisy (nanee —
Komiemk) BpicTyriaeT UCTOYHUKOM KOMILIEKTOBAHMS apXWBHOTO OTAeNa VICIOJHUTENBHOTO KOMUTETA
MeH3enmMHCKOTO0 MyHUIUMNansHOTO paiioHa PecmyOnmku Tarapcran (nmasmee — ApXWUBHBIA - OTHEN
Hcnonkoma).
3. ApxuB Komnemka, He SBISIIOIIMICS CaMOCTOATEIbHBIM CTPYKTYPHBIM HOJpa3/eiICHUEM,
OCYILIECTBIISIET XpaHEHHE, KOMIUIEKTOBAHUE, YUET U HCIOJIb30BaHHWE JOKYMEHTOB ApXHUBHOTO (hoHIa
Poccuiickoit @enepanuu, TOKyMEHTOB BpeMEHHBIX (cBbllie 10 J€T) CpOKOB XpaHEHHUs, B TOM YHCIIE I10
JUYHOMY COCTaBy, oOpa3oBaBIIMXCS B AedrenbHocTH Kosuiemxka, a Takke MOATOTOBKY JOKYMEHTOB K
nepeaue Ha MOCTOSIHHOE XpaHeHue B ApXuBHbIM oraen Mcnojikoma, HCTOUHHKOM KOMILIEKTOBAHHUS
KOTOpOTo BhICTymaet Komiemx.
4. Konnemxk paspabatsiBaer nonoxenue o0 apxuse Komnemxa. [lonoxxenne 06 Apxuse Komnemka
MOJJICKUT COTJIACOBAHHMIO HAa MPEIMET COOTBETCTBUS ero IlpuMepHOMY MOJ0XKeHUI0 (YTBEpKICH
npukazom DenepanpHoro apxuBHoro areHTcTBa oT 11.04.2018 1. Ne 42) ¢ yuerom cocTtaBa JOKyMEHTOB,
HaXOJSAIIMXCS Ha XpaHEHUH U MOJJIeXkaluX XpaHeHu o B apxuBe Kosutemxka, ¢ skcriepTHO-IIPOBEPOUHON
1 MeToandeckoi komuccuen ['ocynapcrBerHoro komuteTta Pecriybnuku Tarapctan mo apXuBHOMY 1€y
(manmee — DIIMK I'ockomapxuga PT).
[Tocne cornacoBanus nosoxkeHue 06 apxuse Komtemka yrBepxaaercs aupekropom Kosutemxa.
5. ApxuB Komiemxka B CBOEH HEITEIBHOCTH pPyKOBOACTByeTca DenepanbHbIM 3aKOHOM OT
22.10.2004 Ne 125-®3 «O6 apxuBHOM aene B Poccuiickoit deneparnuny, 3akoHaMU, HOPMATHUBHBIMH
npaBoBbIMU akTaMu Poccutickoit @enepannu, 3akoHoMm Pecryonmuku Tarapctan «O0 apXuBHOM Jeie B
Peciyonmuke Tartapcram» ot 20.07.2017 1. Ne 63-3PT, mnpaBuinamu oOpraHu3anydyd XpaHCHUS,
KOMILJIEKTOBaHMSI, y4€Ta U MCIOJIb30BaHUS JOKyMeHTOB ApxuBHOro (ponma Poccuiickoit @eneparu u
JPYIMX apXUBHBIX JOKYMEHTOB B T'OCYIAapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIIPaBJICHUS U
OpraHu3alusx, JOKaIbHIMU HOPMAaTUBHBIMU akTamu ['ockomapxusa PT.
II. COCTAB JOKYMEHTOB APXUBA KOJUIEI/KA
1. Apxus Komemka XpaHuT:
a) JOKYMEHTHI IOCTOSIHHOTO U BpeMeHHbIX (cBbiiie 10 JeT) CpOKOB XpaHEHHsI, B TOM YHCIIe JTOKYMEHTBI
0 IMYHOMY COCTaBy, oOpa3oBaBiIrecs B aesiTenbHocTH Konemnxka,
0) TOKYMEHTBI MOCTOSSHHOTO XpaHEeHHsI U JOKYMEHTHI 10 JTUYHOMY cocTaBy (onna (oB) Komnemxa —
MpEAIIECTBEHHUKOB;
B) apXUBHBIE (DOHIBI JIMYHOTO MPOUCXOKACHHUS,
r) $OHJI 1T0JIB30BaHUS (apXHBa);
1) CIPaBOYHO-TIOMCKOBBIE CPEJICTBA K JOKYMEHTaM M yYeTHbIe TOKYMeHThI apxuBa Kosiemxka.

111. 3AJAYN APXUBA KOJUIEZKA
3. K3anmauam apxua Komnemxka oTHOCSATCS:

3.1. OpraHu3anusi XpaHeHHMs JOKYMEHTOB, COCTaB KOTOPBIX MNpeaycMoTpeH riaBoif I HacTosmiero
MTOJIOXKEHUS.
3.2. KomnniexkroBanue apxuBa Koiemka nokymeHTamu, o0pa3oBaBIIMMHUCS B AesTenbHocTH Kostemxka.
3.3. YueT 10KyMEHTOB, HAXOJAIIMXCs Ha XpaHeHUH B apxuBe Kostemxka.
3.4. Ucnonb30BaHue TOKYMEHTOB, HAXOAAIIMXCS Ha XpaHeHUH B apxuBe Kosnemxa.
3.5. IlogroroBka U cBOEBpeMEeHHasl nepeaya JOKyMEHTOB ApxuBHoOro ¢gonaa Poccuiickoit @enepanuu
Ha IIOCTOSTHHOE XpaHeHue B ApxuBHbI otaen McenosnkoMma.
3.6. MeTtoauueckoe pyKOBOJICTBO U KOHTPOJIb 32 (OPMHUPOBAHUEM U O(DOPMIIEHUEM /I B CTPYKTYPHBIX
noapasaenenusax Kosnemka u cBoeBpeMeHHOM nepenadeii ux B apxus Kosemxka.
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IV. ®YHKIIUU APXNBA KOJUJIEJI/KA

4. Apxus Konnemka ocylmecTBisieT clieayronme GyHKIUH:
4.1. Opranusyer npueM JOKYMEHTOB IOCTOSHHOTO M BpeMeHHbIX (cBhbie 10 JIeT) CpOKOB XpaHEHHUs], B
TOM YHCJE 1O JIMYHOMY COCTaBy, 0Opa30BaBIIMXCS B JedTenbHOCTH Koiiemka, B COOTBETCTBUHU C
YTBEPKIEHHBIM I'PapUKOM.
4.2. Bezner yueT N10KyMEHTOB U (DOH/I0B, HAXOAAILIMXCS HA XpaHEeHUHU B apxuBe Koinemxa.
4.3. Ilpeacrasisier B ApXUBHBIN 0T/Ie MIcroKOMa ydeTHbIE CBeIeH s 00 00beMe U COCTaBE XPAHSAIIIXCS
B apxuBe Komremxa noxkymeHTtoB ApxuBHOro ¢osga Poccuiickoin ®denepanuu M JIpyrux apXuBHBIX
JOKYMEHTOB B COOTBETCTBHH C MOPSAKOM TOCYZAPCTBEHHOTO ydeTa JIOKyMEHTOB ApXHBHOTrO (hoHIa
Poccuiickoit ®enepanuu.
4.4, Cucrematu3upyeT M pa3MeliaeT AOKYMEHTHI, MOCTYyMaronme Ha XpaHeHue B apxuB Kostemxa,
o0pa3oBaBIIMECs B X0JI€ OCYILIECTBICHUS JiesiTeibHOCTH Kouemka.
4.5. OcymiecTBiseT NOATOTOBKY U MPEJICTABIISIET:
a) Ha pacCMOTPEHHE M COIJIACOBaHHE SKCIIEPTHOW KOMHCCHUU OpPraHM3alMM OMHUCH JIeJ HNOCTOSHHOIO
XpaHEeHUs], BpeMeHHBIX (cBbllie 10 JeT) CpOKOB XpaHEHHUs, B TOM YHCIIE 10 JJUYHOMY COCTaBY, a TaKkKe
aKThl O BBIJCJICHUM K YHMUYTOKEHUIO apXMUBHBIX JIOKYMEHTOB, HE MOJJIEKAIIUX XPaHEHUIO, aKTbl 00
yTpaTe JT0KYMEHTOB, aKThl O HEMCIPABUMBIX MOBPEXKICHUSAX APXUBHBIX JOKYMEHTOB;
0) na yreepxkaenue DIIMK I'ockomapxuBa PT onucu fien moCTOSHHOTO XpaHEHUS;
B) Ha coryacoBanue DIIMK I'ockomapxusa PT onucu nen no asmuHoMy cocTaBy;
r) Ha cornacoBanue DIIMK I'ockomapxuBa PT aktbl 006 yrpare HOKYMEHTOB, aKThl O HEUCHPAaBHUMBIX
MOBPEKJICHUSIX apXUBHBIX JOKYMEHTOB;
1) Ha yTBepkJaeHue aupexropy Kosiemxa oOmucu Jed MOCTOSIHHOTO XpaHEHHs, OMHCH BPEMEHHBIX
(cBpime 10 eT) cpoKOB XpaHEHHsI, B TOM YHCIIE€ OMHUCH A€ M0 JUYHOMY COCTaBY, aKThl O BBIACICHUH K
YHUUTOKEHHUIO apXUBHBIX JIOKYMEHTOB, HE TOJUIekKAIINX XPAaHEHHIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThI
0 HEWCTPAaBUMBIX MOBPESXKICHUIX apXWBHBIX JOKYMEHTOB, YTBEp)KJICHHbIE (coriacoBanHbie) DIIMK
I'ockomapxusa PT.
4.6. Opranu3yer nepefady AOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit denepanun Ha MOCTOSTHHOE
XpaHeHue B ApxuBHbINA oTAen Mcnonkoma.
4.7. Opranusyer U MPOBOJUT AKCHEPTU3Y LEHHOCTU TOKYMEHTOB BpeMeHHbIX (cBbilie 10 j1eT) cpokoB
XpaHEHUs, HaXO IINXCS Ha XpaHeHuu B apxuBe Kosuiemka B nemnsix or6opa T0KyMEHTOB JUTsl BKIIIOUEHUS
B coctaB ApxusHoro ¢onna Poccuiickoit @enepaiuu, a Tak’ke BbISIBICHUS TOKYMEHTOB, HE MOJIKAIUX
JAIbHENIIEMY XPAHEHHUIO.
4.8. IIpoBOIUT MEPOTIPUSATHS 110 0OECIIEUSHUIO COXPAHHOCTH TOKYMEHTOB, HAXOIAIINXCS HA XpaHEHUU B
apxuse Komnemxka.
4.9. Opranuzyetr HHPOPMUPOBAHNE PYKOBOJICTBA U PaOOTHUKOB OPraHU3allMU O COCTaBE U COAEPIKaHUU
JOKyMEeHTOB apxuBa Komiemxka.
4.10. UudopmupyeT mosib30BaTeNei Mo BOMPOCaM MECTOHAXOXKIACHUS apXUBHBIX TOKYMEHTOB.
4.11. Opranusyet BblJjauy JOKYMEHTOB H JIeJ Ui paOOThl B UNTAIBHOM (IIPOCMOTPOBOM) 3aJi€ UM BO
BPEMEHHOE IM0JIb30BaHUE.
4.12. VicnionHseT 3anpochl 10JIb30BaTeNeH, BbIJAaeT apXUBHbIE KOTIMU JIOKYMEHTOB, ApXUBHBIE BHIITUCKH U
apXUBHBIE CITPABKU.
4.13. BezeT y4eT HCIOIb30BaHUS TOKYMEHTOB apxuBa Komnemxa.
4.14. Co3znaet Gona nonabp3oBaHus apxuba Komnemxka v opraHu3yer ero UCIoJIb30BaHUE.
4.15. OcymiecTBIsI€T BeIeHHE CIIPABOYHO-TIOMCKOBBIX CPEJICTB K JOKyMeHTaM apxuBa Kosemxka.
4.16. YuyactByeT B pa3paboTke JokyMeHTOB Koslemka 1o BompocaM apXuUBHOTO Jena u
JIEIONIPOU3BOCTBA.
4.17. Oxa3pIBaeT METOIMYECKYIO TIOMOIIIb:
a) cinyxOe nenmompousBoacTBa Kosulepka B COCTaBIGHMM HOMEHKIJIATYPbI e, (OPMHUpPOBAHUU U
odopMIIeHUH JeTT;
0) CTpYKTYpHBIM HOJIpa3/iesieHusIM U paboTHHKaM Kosuiemka B MOArOTOBKE JOKYMEHTOB K Iepesiade B
apxuB Komnemxka.
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V. IIPABA APXHUBA KOJJIEJIZKA
o. Apxus Kosuiemxa nMmeer npaso:
a) IpeICTaBiIATh pyKoBojAcTBY Kosutemka  MpeioKeHus IO COBEPLICHCTBOBAHMIO OpraHU3ALMU
XpaHEHUs!, KOMIUIEKTOBAHUS, YU€Ta U UCIOJIb30BaHUS apXUBHBIX JIOKYMEHTOB B apxuBe Koiienxka,
0) 3ampamuBaTh B CTPYKTYPHBIX HojpasneneHusix Koiuiemka cBelneHHs, HEOOXOAWMBIC IS pabOTHI
apxuBa Koutemxa;
B) JlaBaThb PEKOMEHJALMU CTPYKTYpHBbIM mnojpaszaeneHusM Kosuiemka mo BompocaM, OTHOCAIIMMCS K
KomneTreHuu apxusa Kosempxka,
r) ”HPOPMHUPOBATH CTPYKTYpPHBIE Toipa3enenus Komiemka o HeoOX0AMMOCTH Tiepeiayn JOKYMEHTOB B
apxuB Koiemka B COOTBETCTBUU C YTBEPKIACHHBIM I'paduKoM;
1) npuHUMath yuactue B 3aceaanuax IIIMK I'ockomapxusa PT.

COI'NTACOBAHO

[IpoTOKOJI SKCIIEPTHO-TIPOBEPOYHOM
1 METOJMYECKON KOMUCCUU
l'ocynapcTBeHHOTO KOMUTETA
PecniyOnuxu Tarapcran

10 ApXUBHOMY €Ty

oT Ne
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WNHupopmamoHHbIi TUCT

PA3PABOTAHO
JOIKHOCTB dUO
WNHcnekTop 1o kagpam Huxoumaesa I'. H.

BBEJIEHO B JEMCTBME: co mus yrBepxiaeHus mupektopoM D'ATIOY  «MeH3enuHcKui
MeIaroru4ecKuil Koyuiempk uMmenn Mycor Jlxanums»
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