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HOJIO)KEHUE Ob APXHUBE
MyHMUIUNIAJIBLHOTO OI01KETHOT0 00111e00Pa30BaTEILHOI0 YUpesKIeHUs
«HukHeTaTMalHCKas cpeHss 0011e00pa3oBaTe/IbHAs KO
AKCcy0aeBCKOro MyHUIIUIIAJBLHOTO paiiona Pecny0siuku TaTapcran

1. O01mme noJ1oKeHus

1.1. Tlonmoxenue 00 apxuBe MyYHUIMIAIBLHOTO OMOHKETHOTO 00IIE00pa30BaTEIHLHOTO
yupexnaenuss «HwxkHerarmaiinckas cpefHsisi  oOmieoOpa3oBaTenbHas IIKONIa»  AKCy0aeBCKOTO
MyHHIIMIIATbHOTO paiiona Pecnybmwku Tarapcran (manee — Ilomoxkenue), pa3paboTaHo B
coorBercTBUM C¢ DenepanbHbIM 3akoHOM «OO0 apxuBHOM jene B Poccuiickoit denepauun» ot
22.10.2004 Ne 125-®3, MeToauYeCKUMH PEKOMEHIAIMSIMU TI0 padoTe ¢ JOKYMEHTaMU B
0011e00pa30BaTEIbHBIX YUPEKIACHUAIX.

1.2. Hacrosiee [Tonoxkenue pazpaboTaHo B LETSX:

- COBEPIICHCTBOBAHMSI JICATEIBHOCTH B cpepe OpraHu3aluy XpaHeHUsl, KOMIJIEKTOBaHUS, yueTa
U UCNOJIb30BaHMUs apXUBHBIX 10KyMeHTOB MBOVY «Huxnerarmaiinckas COLL» (nanee — OY);

- pallMOHAJIBHOM OpraHu3alyu JOKyMEHTallMOHHOro obecneuyenus B OY.

1.3. ApxuB OV co3nmaercs B LENSAX XpaHEHHWs, KOMIUIEKTOBAHMS, y4e€Ta U HCIOIb30BAHUS
JIOKYMEHTOB, oOpa3zyrouiuxcsi B mporecce jaestenbHocTd OY M 3aKOHYEHHBIX [JEJIONPOU3BOJCTBOM
JIOKYMEHTOB IPaKTUYECKOrO0 Ha3HA4Y€HHs, UX OTOOpa M MOJArOTOBKM K I€peJauye Ha XpaHEHHE B
MYHUIIUTIATIbHBIA apXUB.

1.4. B cBoe#t pabore apxuB OY pyKOBOJCTBYETCS 3aKOHOAATEILCTBOM OO0 apXWBHOM JieJie B
Poccuiickoii denepanuu, MHBIMH HOPMAaTUBHBIMHM IIpaBOBbIMU axkTamu Poccuiickonn ®Penepauuu u
PecniyOnuku Tatapcran, nokanbHbiMU akTamMu OY u HacTosammM [lonoxenuem.

1.5. KonTpons 3a nestenpbHOCTbrO apxuBa OV OCYyIIECTBISET TUPEKTOP, @& B €€ OTCYTCTBHHU
3aMeCcTUTENNb JAUPEKTOpa I0 Y4eOHO-BOCHUTATENbHOM paboTe, KOTOpble OOECHedYuBalOT apXuB
HE0OXO0/IMMBIM MIOMEILEHHUEM U 000PYI0BaHHEM.

1.6. HemocpenctBeHHoe pykoBoacTBO apxuBoM OV Boznmaraercsi NMpUKa3oM ITUPEKTOpa Ha
CEKpeTapsl MIKOJIBI.

2. CocTaB 10KYMEHTOB apXHBa

2.1. ApxuBHBIE JOKYMEHTHI, NOCTymawolue Ha XpaHeHHMe B apxuB OVY oTHocATCS K
MYHUIIUTIATbHONH COOCTBEHHOCTH, HE IMOJUIEKAT MPUBATH3AIMU, HE MOTYT ObITh OOBEKTOM IPOAAXKH,
MEHBI, JapEHUs, a TAK)KE UHBIX C/IEJIO0K, MOTYIIHUX MPUBECTH K UX OTUYKIEHHUIO.

2.2. B apxuB OY nocTynarot:

- apXMUBHbBIE JOKYMEHTHI, 00pa30BaBIlIKecs B Mpolecce aedareabHoctu OV, BpeMEeHHOT0 XpaHeHHs
(HeoOXOoaMMbIe B IPAKTUYECKOM NEATETLHOCTH);

- apXUBHbIE IOKYMEHTHI, 00pa3oBaBIIuecs B npoiiecce aestenbHoctd OY;

- JIOKyMEHTBl 10 JIMYHOMY COCTaBY, OTpaKaloIlWe TpPYAOBbIE OTHOIIEHUS pabOTHUKA C
paboTtoaaTenem;

- apXUBHbIE IOKYMEHTBI TTOCTOSIHHOT'O XpaHEHUSI.

3. 3axauu U pyHKI UM apXHBa

3.1. OcHoBHBIMHE 3a/1a9amu apxuBa OV

- KOMIUIEKTOBAHHUE JIOKYMEHTAaMH, COCTaB KOTOPBIX MPETYCMOTPEH pa3/ejoM 2 HACTOAIIETO
ITonoxenus;

- o0ecrieyeHHEe €MUHBIX TMPUHIMIIOB OPTaHU3AlMd XPaHEHHs, KOMIUIEKTOBaHUS, ydeTa U
HCIIOJIb30BaHUE apXUBHBIX JTOKYMEHTOB, UX COXPAaHHOCTH;



- OCYILIECTBJIEHUE KOHTPOJIS 32 (POPMHUPOBAHNEM U OPOPMIICHHEM Jie] B Jenonpou3BojcTtee OVY.

3.2. B cOOTBETCTBUU € BO3JIOKEHHBIMM Ha HETO 3afadyaMu apxuB OV OCyIIEeCTBISET ClENyIOIIHe
byHKINH:

- NIPUHUMAET II0CJIE 3aBEPIICHUS JEJIONPOU3BOJACTBOM, YUYUTBHIBAET U XPaHUT AOKyMeHTH OV,
00paboTaHHbIE B COOTBETCTBUU C TPEOOBAHUSMH, YCTAHOBICHHBIMU 3aKOHOJIATEILCTBOM 00 apXUBHOM
nene B Poccuiickon @enepanny;

- OCYLIECTBJISIET Y4eT U 00ecleurnBaeT NOJHYI0 COXPAHHOCTb NPHHSTHIX aPXUBHBIX JOKYMEHTOB,
B TOM YHCJI€ IO JTUYHOMY COCTaBY;

- IPOBOJUT CBOEBPEMEHHOE YIOPSJIOYEHUE APXUBHBIX JOKYMEHTOB (SKCIEPTU3Y LEHHOCTH,
HAYYHO-TEXHHYECKYI0 00pabOTKY, COCTAaBICHUE OMUCEH U T.1.);

- OpraHu3yeT UCI0JIb30BaHNE JOKYMEHTOB:

- MHPOPMHUPYET AaAMHUHUCTpAIio U padoTHHKOB OY 0 cocTaBe U COJEp)KaHHHM JOKYMEHTOB
apXuBa;

- OecrylaTHO MpPEJOCTAaBISAET IOJB30BATEISIM AapXMBHBIMH JIOKyMEHTaMH O(GOpMIICHHBIE B
YCTaHOBJICHHOM IOPSAJIKE apXWMBHBIC CIPABKM WIM KOINHMHM AapXHUBHBIX JIOKYMEHTOB, CBA3aHHbBIE C
YCTaHOBJICHUEM TPYIOBOIO CTaKa, COLMAIBHOM 3alIUTOM TpakJaH, IPEeAyCMaTpUBAIOIIEH UX
IEHCUOHHOE oO0ecleyeHne, a TakXkKe IOIy4eHUue JbroT M KOMIIEHCAMH B COOTBETCTBHU C
3akoHozarenscTBoM Poccuiickoit denepanuu u Pecnnyonuku Tatapceran;

- BBIIACT B YCTAHOBJICHHOM IIOPSJKE J€Ja, JOKYMEHTBl WJIM KONMHM JOKYMEHTOB B LEJIX
CIIy’)K€OHOTO M MPAKTUYECKOTO MCIIOJIb30BAHMS I Pa0OTHI B TOMEIICHUHU apXHBa;

- BEJIET Y4ET UCII0JIb30BAHNS JOKYMEHTOB, XPAHSAILUXCS B APXUBE.

4. TIpaBa ¥ 0OTBETCTBEHHOCTh

4.1. JInst BBITIOJTHEHUS BO3JIOKEHHBIX 3a/1a4 U (DYHKIMIA JTUII0, OTBETCTBECHHOE 32 BEJICHHE apXUBa
OV, umeer npagno:

- KOHTPOJHMPOBATH BBIINOJIHEHNE YCTAHOBICHHBIX IPABHII PA0OTHI € JoKyMeHTaMu B OV

4.2. JIuno, oTBeTCTBEHHOE 3a BeleHHMe apxuBa OY, HeceT OTBETCTBEHHOCTH 3a BBHIMIOJHEHHUE
BO3JIO’KEHHBIX Ha apXUB 3a]1a4 U (QYHKIUH.

43. 3a yrpary U TOpYy JTOKYMEHTOB JIOJDKHOCTHBIE JIMIA YYPEKJIEeHUs (PYKOBOJIUTEIH
YUpEXKJIEHUSI U JUI0, OTBETCTBEHHOE 3a BEJICHHUE apXHMBa) HECYT OTBETCTBEHHOCTh B COOTBETCTBHH C
JEHCTBYIOIINM 3aKOHO/IATEITHCTBOM.

S. KoMIuiekToBaHue apxuBa

5.1. TlogroroBka OOKyMEHTOB K mepeaadye B apxuB OV BKIIOUaeT 3KCHOEPTH3Yy HAYYHOU M
MPaKTUYECKON IIEHHOCTH JIOKYMEHTOB, 0()OpMJIICHUE JIE], COCTABICHUE OTHCH.

5.2. Dkcnepru3a IEHHOCTH JOKYMEHTOB.

5.2.1. DxcnepTu3a IEHHOCTH JIOKYMEHTOB - ONpEAeNieHHe IEHHOCTH OKYMEHTOB C IIEJbIO
0TOOpa UX Ha XpaHEHHE U YCTaHOBJICHHE CPOKOB XPAHEHUS.

DKCNepTU3y EHHOCTH TOKYMEHTOB B OY OCYHIECTBIISIET MOCTOSTHHO AEHCTBYIOIIAsl SKCIIEPTHAS
KOMHCCHS.

5.2.2. DKcnepTHas KOMHCCHS Ha3Hadaercs npukazom aupekropa OY. B cocraB DxcrepTHOM
KOMHUCCHH BKIIIOYAIOT HE MEHEE TPEeX COTPYIHUKOB, B TOM YHCJIE B 00S3aTEIILHOM MOPSIKE IUIIO,
OTBETCTBEHHOE 3a BeJieHHne apxusa OY.

DKcrepTHasi KOMHCCHSI Ha 3acelaHMsX paccMaTpuBaeT: HOMeHKJIatypy aen OV, omucu nen
MOCTOSTHHOTO XPaHEHUS U TI0 INYHOMY COCTaBY, aKThl Ha TOKYMEHTHI, BBIJICSIEMBIC K YHHUTOXCHHIO.

5.3. Oopmnenue gem.

5.3.1. Jlena MOCTOSSHHOTO XPaHCHHS ITOANIUBAIOTCS B TBEPIYIO OOJIOKKY CYPOBBIMH HHUTKAMH.
JlucTel HyMepyrOTCSl B IPAaBOM BEPXHEM YTy MPOCTHIM KapaHjaamom. KonnuecTBo JUCTOB B KaXJI0M
Jle7ie He JOJDKHO mpeBblmaTh 250. B KoHIE nena Ha OTAEIBHOM JINCTE COCTABIIAETCS 3aBEPHUTEIbHAS
HAAMUCh.

5.3.2. Ha o006moxke nen TMOCTOSHHOTO XpaHEHHUs JOJDKHBI OBITh IMPOCTABJICHBI CICAYIOIINE
PEKBH3UTHI: HAMMEHOBAaHUE 00Pa30BATEIBHOTO YUPEKACHUS, HOMEp (MHAEKC) Jelia M0 HOMEHKJIATYpeE,



3aroJIOBOK Jiejla, KOJMYECTBO JIMCTOB, CPOK XPAHEHUS WM OTMETKAa «XPAHUTh MOCTOSHHO», HOMEp
donma, onucu, nena.

53.3. Ilo OKOHYaHMM JEIONPOU3BOJICTBEHHOIO To0Aa B O(OPMIIEHHbIE OOJIOXKKH 1€
MMOCTOAHHOI'0 XpPaHCHHUA BHOCATCA HCO6XOHI/IMLIC YTOUYHCHHUA: B 3aroJiOBKU [CJI, COACPIKAIIUX
pacropsauTeIbHble TOKYMEHTHI (IIpUKa3bl, IPOTOKOJIbI), BHOCATCS HOMEpA; €CIH JIeN0 C IEepernrCcKoi
COCTOMT M3 HECKOJBKHX TOMOB, B KaX/IOM TOME€ YKa3bIBAa€TCsl KOPPECIOHIEHT, aBTOpP, TEPPUTOPHUS,
Jpyrue JaHHble. B kaxxqoM ToMe ykas3biBaeTcs Jata (4uciio, Mecsl], rojJ)) Hayajaa U OKOHYaHUs JaHHOTO
ToMa. TouHEBIC AaTbl IIPOCTABJIAOTCA Ha 00JI07KKaxX JJIsA GBICTpOFO MoucCKka JOKYMCHTOB B
HOCJIEIYIOLEM; U3 3aBEPUTEIbHON HAIMUCH Ha 00JI0XKKY JieJla BBIHOCUTCSI KOJIMYECTBO JIUCTOB B JIEIIE.

5.3.4. Hamgnucu Ha 0ONOXKKaxX el MOCTOSHHOTO M JOJTOBPEMEHHOTO XpPaHEHHS CIIEAyeT
IPOU3BOJIUTH YETKO, CBETOCTOMKMMH YEPHHUIIAMH.

5.3.5. Jlns ydera KonuyecTBa JUCTOB B Jiel€ M (PUKCAIMM OCOOCHHOCTEH WX HyMepaluu Ha
OTJEJILHOM JIUCTE COCTABIISETCS 3aBEPUTENbHAS HAIIHUCh.

B 3aBepuTenbHON HAINMUCH yKA3bIBACTCS KOJIMYECTBO JHUCTOB (MH(paMu M MPOMUCHIO) B JCIE.
3aBepuTenbHas HAANUCh IOJANUCHIBACTCS COCTAaBUTENIEM C YKa3aHHEM €ro JOJDKHOCTH M JaThl
COCTaBJICHUSI.

5.3.6. BHyTpeHHss ONMCh COCTAaBIIAETCS K JIelaM MOCTOSIHHOTO U J0JTrOBpeMeHHOro (cBbiuie 10
JIET) CpOKa XpaHeHHUs, CHOPMUPOBAHHBIM IO PA3HOBUAHOCTAM JTOKYMEHTOB, 3ar0oJIOBKH KOTOPBIX HE
PACKpBIBAIOT KOHKPETHOE COZIEP)KaHUE IOKYMEHTOB (0CO00 IIeHHbIE, JTUYHbIE JIea U JIp.).

5.3.7. lena BpeMEHHOTO XpaHEHUsI OPOPMIISIOTCS YIPOILIEHHO: OHU HE MOJIINBAIOTCS, JTUCTHI B
HUX HE HYMEpPYIOTCs, YTOUYHEHUE Ha OOJIOKKAX HE MPOMU3BOJMUTCS, ONUCH HA JIela HE COCTaBIISIIOTCA,
y4eT BeAeTCs 110 HOMEHKJIAType Je.

5.4. Onucanue JOKYMEHTOB MOCTOSIHHOTO CPOKa XPaHEHHs.

5.4.1. Omnucu cocTaBisIIOTCSL pa3elibHO Ha JieJa IOCTOSHHOIO XpaHEHUs 10 OCHOBHOM
NeSITebHOCTH U Ha Jiefia 110 IMYHOMY COCTaBY.

5.4.3. Onucu cocTaBisA0TCA JEIONPOU3BOIUTEIIEM.

5.4.4. Onuce BeneTcs B €IMHON BAJIOBOW HyMEpalluu B TEYEHUE HECKOJIBKHX JIET .

5.4.5. Ha nena ¢ ucTeKImmM CpoKOM XPaHEHHS COCTABIIAECTCSA aKT 00 YHHUTOXKEHUH.



