_Y.IBEPXXJIAIO
o Mupekrop MBY JTO «[IMII Ned» HMP PT

Tazeer D.M.

00 apxusBe
MBY 10O «J/lerckast My3bIkaJbHas mxoJaa Ned» HMP PT

1. O0uxue moI0KeHHs

1.1. Tomoxenue o6 apxuse MBY JIO «IMII Ned» HMP PT, (manee — Ilonoxenue),
pa3pabaTeBacTCs Ha OCHOBaHMH [IpEMEpHOro MONOXEeHHs, MeTonudecknX PeKOMEH/ Al o pabote ¢
JOKYMEHTaMu B 0011€00pa30BaTeNbHbIX YUPEKICHUAX H YTBEPIKIAETCS PYKOBOACTBOM IIKOJIBI.

1.2. ApXUB YUPESKICHHS CO3[aH B WEJIAX XPAaHCHHS, KOMIIEKTOBAHHS, ydeTa M HCIOJIB30BaHUA
JIOKYMEHTOB, 00pa3yroLUMxes B Ipolecce AeATeNbHOCTH LIeHTpa, W 3aKOHYCHHBIX JICTOIPOU3BOACTBOM
JOKYMEHTOB MPAKTHYECKOr0 Ha3HA4YeHHs, WX OTOOpa M MOATOTOBKH K MEpenade Ha XPaHCHHC B
MYHHULHMNIATBHBIN apXHUB.

1.3. B cBoeif paboTe OTBETCTBEHHBIH 3a apXUB YUPEKICHHS PYKOBOACTBYETCS 3aKOHOIATEIIECTBOM
06 apxuBHOM jienie B Poccuiickoit @enepanii, HHBIMH HOPMAaTHBHBIME ITPABOBEIMH aKTaMH POCCHACKOH
denepanyy, HOPMATHBHBIMHM [PABOBHIMH aKTaMH 10 apXMBHOMY eIy OpraHoB MECTHOTO
CaMOYIIPABIIEHUs, METOIHYECKOM TOKyMEHTallMel, 3aKOHOJATEIbHEIMHA aKTaMH IO apXHBHOMY JEIy,
IPUKAa3aMK, YKa3aHWSMH BBIIICCTOSIIMX OpPTaHM3alHH, PYKOBOACTBA YYPEKICHHS, NpPaBHIAMH H
JIPYTEMH HOPMATHBHO-METOIMIECKUMH JTOKYMEHTAMH apXuBa i HacTosAIMM [lomoxeHneM.

1.4. Tlo HeoOXOOMMOCTH apXWB INKOJBI CO3JAaeTCs KaK CaMOCTOSTENIbHOE IIOApasfeicHHe,
HA3HAYAETCS OTBETCTBEHHEIH 3a apXuB.

1.4.1 . HenmocpencTBeHHOE PYKOBOIACTBO aPXHBOM IIKOJBI BO3/IAaraeTcs MPHKasoM AHPEKTOpa
MBY JTO «JIMIII Ned» HMP PT Ha nuno, OTBETCTBEHHOE 3a BEJCHHE apXHBa.
1.5. KoHTpoJIb 3a JesITeIbHOCTLIO apXUBa OCYIIECTRIAET PYKOBOACTBO IIIKOJIBI.

2. CocTaB JOKYMEHTOB aPXHBA Y4YpeKICHUS

2.1. ApxWBHBIE JOKYMEHTEI, TIOCTYNAIONIME HA XPAaHEHHWE B apXWB YUPESIKICHHUS, OTHOCATCA K
MYHUIHNOATEHON COOCTBEHHOCTH, He TOMIEeKAT IPHBATH3ALMH, HE MOTYT OBITH OOBEKTOM MPOJAXH,
MEHBI, IapeHHUS, & TAKXKE HHBIX CAET0K, MOTYLIUX NIPUBECTH K HX OTUYKICHHIO.

2.2. B apxuB 006pa30BaTEIBLHOIO YUPEKIACHHS ITOCTYIAIOT!

2.2.1. ApXuBHBIC [OKYMEHTbI, 00pa3oBaBIIMECS B IIPOIECCE JESTEIBHOCTH YUPEXKICHHA
BPEMEHHOTO XpaHeHus (HEOOXOAUMEIC B TPAKTHIECKOR NEATETBHOCTH).

2.2.2. ApxuBHBIE IOKyMEHTBI, OOpa30BaBIIMECS B IIPOLECCE MEATCIBHOCTH YUPEHKICHHUS
TIOCTOSIHHOTO XpaHEHWs, IlepelaBacMble II0 HCTEYEHHMHM S5 JIET Ha IIOCTOSHHOE XpaHCHHE B
MYHHIUTIATBHBIN apXUB. :

2.2.3. JIOKyMEHTHI [0 ITHYHOMY COCTaBy, OTPaXAIOUIHe TPYAOBBIE OTHOIICHHS PAOOTHHKA C
paboTomareneM.

2.2.4. ApxWBHEIE JIOKYMEHTHI MOCTOSHHOTO XPaHEHHs W II0 JHYHOMY COCTaBy YUYPCKICHHUH,
IIPAaBONIPEEMHUKOM KOTOPBIX SBISIETCS. 00pa30BaTEIEHOE YUPEKIECHHUE.

2.2.5. CripaBo4YHBIH anmnapar K JOKyMEHTaM apXHBa.



3. 3agaun 1 QyHKOMM apXuBa YUpeKIeHUs

3.1. OCHOBHBIMH 3aJ1auaMH BEIECHUS apXHBa LICHTPA SBIISIFOTCS:

3.1.1. KoMmiekToBaHHE JOKyMEHTaMHM, COCTaB KOTOPHIX NMPEIYCMOTPEH pas/ielioM 2 HACTOSIIETO
[Tonoxenus.

3.1.2. O6ecnevyenue eIuHBIX MPUHIMIIOB OPTaHM3ALMHM XPAaHEHHS, KOMIUICKTOBAHHS, ydeTa H
HCIIOJIE30BaHHE aPXUBHBIX JIOKYMEHTOB, HX COXPaHHOCTH.

3.1.3. IloaroToBka W CBOEBpEMEHHAs Ieperada JTOKYMEHTOB HAa XPaHEHHE B MYHHIHITATBHBINR
apXuB ¢ COOJIONEHHEM CpPOKOB U TpeboBaHMM, ycraHaBiMBaeMbIX | OCYIapCTBEHHOM apXHWBHON
CITyk00H. :

3.1.4. OcymecTBieHHEe KOHTPOIS 32 GOopMHpOBaHHEM H 0(GOpPMIICHHEM IEN B JSTONPOU3BOICTRE
YUPEKICHUS. :

3.2. B COOTBETCTBHM C BO3JIOKCHHBIMH 3a/lauaMy apxuB L[eHTpa OCYIIECTBISET CIEIYIOLIHE
GyskMHM: _

3.2.1. IlpuHuMaeT mocie 3aBepINeHHS JETONPON3BOJCTBOM, YUHTHIBAET W XPAHHT JOKYMEHTEI
CTPYKTYPHBIX  TOJpasfeNeHHH IKojabl, 00paboTaHHBIE B COOTBETCTBHH C  TpeOOBaHHIMH,
YCTaHOBIICHHBIMH 3aKOHOIATeIbCTBOM 00 apXxuBHOM Jene B Poccuiickoit Denepanin.

3.2.2. OcymecTBisieT y4er W 0OecledMBaeT IOJHYHO COXPAHHOCTh NPHHSATHIX AapXHBHBIX
JOKYMEHTOB, B TOM YHCJIE [I0 THIHOMY COCTaBY.

3.2.3. IIpoBOIUT CBOEBPEMEHHOE YIOPSIIOUEHHE apXUBHBIX TOKYMEHTOB (KCIIEPTH3Y LIEHHOCTH,
HAy4HO-TEXHHIECKYI0 00paboTKy, COCTaBIEHHE OMMUCEH U T.1.) U Mepeiady MX Ha IIOCTOSIHHOE XPaHEHHE
B MyHHIMIIATBHBIM apXHuB.

3.2.4. Cozpaer, IOIMOJHAET U COBEPIIEHCTBYET CIPABOYHBIN alliapaT K XpaHSAIIAMCS B apXHBE
JenaM M JIOKyMEHTaM, O0ecrneudBaeT ero MPeeMCTBEHHOCTh CO  CIPaBOYHBIM  ammapaToM
MYHHIIUIIAIBHOTO apXWBa, HOMEHKJIATYPOH JIeNl YUPEeKICHHUS.

3.2.5. TlpencraBiaseT opraHaM MeCTHOTO CaMOYIPABICHUS, MYHHIHNATEHOMY apXHUBY
HEOOXOMMYIO apXUBHYIO HH()OPMAIHWIO W KOHH apXUBHBIX JOKYMEHTOB, & TAKKe HWH()OPMALMIO O
COCTaBe, CONEPIKAHNN H 00BbEME XPAHSIIUXCS B APXUBE JOKYMEHTOB.

3.2.6. Opranusyer UCIOIb30BaHHE JOKYMEHTOB:

- OeCTIaTHO MPEOCTABIISET MOB30BATENAM aPXUBHBIMH JOKYMEHTaMH 0OPMIICHHBIC B YCTAHOBJIEHHOM
MOPSJIKE AapXWBHBIE CIPABKH WM KONHH apXWUBHBIX JOKYMEHTOB, CBS3aHHBIE C YCTAHOBIICHHEM
TPYAOBOIO CTaXa, COLMAIBHOMN 3alIUTON TpaKaaH, perycMaTpUBaloONIel X NeHCHOHHOE 00eclieUeHue,
a TakKe IONyYeHHE JIbIOT M KOMIIEHCAlHH B COOTBETCTBHM C 3aKOHOJATEIBCTBOM POCCHHCKOH
@enepanuu;

- HCIIOJIHSET 3alpockl 00 yCTaHOBIEGHHH TPYAOBOTO CTaXa M IPYTAM BONPOCAM COLMABHO-IIPABOBOTO
XapakxTepa;

- BEJIET YYE€T MCIT0JIb30BaHUS JOKYMEHTOB, XPAaHAIIUXCS B apXHBe.

4. HpaBa M 00S13aHHOCTH OTBETCTBEHHOT0 I10 BEAEHHIO apxuBa

4.1. JIns BBEIIOTHEHHS BO3JIOXKEHHBIX 3a/1a49 W (QYHKIM# JHI0, OTBETCTBEHHOE 3a BeEHHE apXUBa
YUIPEKICHUS, UMEET [PaBO:

4.1.1. KoHTpom#poBaTh BEIIOIHEHHE YCTAHOBJICHHBIX MpaBWJ paboThl C IOKYMEHTAMH B
CTPYKTYPHBIX TTOIpa3IeIICHUSX.

42. 3a yTpaTy W TOpYy J[JOKYMEHTOB JIOJDKHOCTHBIE JIHIA YYPEkXAeHHsS (PYKOBOIHTEID
YUPEKICHHS M JIUI0, OTBETCTBEHHOE 34 BEJEHHE apXHBa) HECYT OTBETCTBEHHOCTH B COOTBETCTBHH C
NEeHCTBYIOIUM 3aKOHOAATEIbCTBOM,

5. KomnjieKkTOBaHHE apXHBa YUpeKIeHHs

5.1. IlogroroBka IOKYMEHTOB K Iepefade B apXHB BKIIOYAET OKCIEPTH3Y MPAKTHUECCKOM
LEHHOCTH JOKYMEHTOB, O(OPMIIEHHE JIeIT, COCTABICHHUE OIIHCH.

5.2. OxcnepTu3a NeHHOCTH JOKYMEHTOB.

5.2.1. DkcnepTH3a NEHHOCTH TOKYMEHTOB - OTIpeie/icHHE IIEHHOCTH JOKYMEHTOB C IETBIO



o160pa MX Ha XpaHEHHE ¥ YCTAHOBJIEHHE CPOKOB XpaHEHHsI. JKCIIEPTH3Y IEHHOCTH JOKYMCHTOB B
00pa30BaTENFHOM YUIPEKICHUH OCYIIECTBIIAET MOCTOSHHO ACHCTBYIOIAS SKCIISPTHAS KOMUCCHS.

5.2.2. DKcrepTHas KOMHCCHS Ha3HAYaeTCs TPUKA30M UPEKTOPA YUPSIKACHHUS.

DKCIepTHAS KOMHCCHS Ha 3aCeJaHuAX pacCMaTPHUBAET: HOMEHKIIATYPY AEJ, ONHMCH JIe] MOCTOSHHOTO
XPAHEHHS | 110 IHYHOMY COCTaBY, aKThl Ha TOKYMEHTHI, BBIIEJISIEMbIE K YHHYTOXKEHHUIO.

5.3. Odopmnenue nen.

5.3.1. Jlena TOCTOSIHHOTO XpaHEHHS MOAIIHBAIOTCS B TBEPAYIO OOTOKKY CYpOBBIMH HHTKaMH.
JIMCTBI HYMEPYIOTCS B MPABOM BEPXHEM YTy IPOCTEIM KapaHjaunioM. KoTHYecTBO JIMCTOB B KaXKIOM
Jene He NOKHO mpesbimate 250. B KoHIE nema Ha OTASTBHOM JIMCTE COCTAaBISIETCS 3aBEPHTEIbHASL
Ha/IMHUCE. .

5.3.2. Ha oOnoxke nen MOCTOSHHOTO XPAHEHUS MPOCTABISAIOTCS CIIEAYIOIIHE PEKBU3HTHI:
TIOJIHOE HAMMEHOBAHHE BBIIIECTOSIIEH OpPraHW3dlNM, HAMMEHOBaHHE 00Pa3OBATENBHOIO YHPEKICHHS,
HOMep (MHIEKC) Jeja MO HOMEHKIIATYpe, 3arojIOBOK JIejla, KONMYECTBO JIMCTOB, CPOK XPaHCHUS MM
OTMETKA «XPaHUTh IIOCTOSHHOY, HOMED OIKCH, JeTia.

5.3.3. Tlo OKOHYAaHHH JENOMPOM3BOACTBEHHOr0 rofa B OGOPMIICHHBIE OOIOXKKH el
IOCTOSIHHOTO XPaHEHHS BHOCATCS HEOOXOIMMBIE YTOUHEHHS: B 3aroJIOBKH JICJN, COAEPXKamluX
pacIOpAAUTEIBHEIE JOKYMEHTBI, BHOCSATCS HOMEDPA; €CIIH I€JI0 COCTOHUT U3 HECKOJIBKHX TOMOB, B K&XKIOM
TOME YKa3BIBAETCS KOPPECIIOH/CHT, aBTOP, TEPPUTOPHS, APYIHe JaHHbE. B KaXIOM TOME yKa3bIBACTCH
nara (4UCNO, MECAN, TOMI) Hadalda W OKOHYaHMS NAaHHOTO ToMa. TOYHBIE NATHl NMPOCTABIIAIOTCA HA
0610 KaX ISt GBICTPOTO TOMCKA TOKYMEHTOB B [IOCIEAYIONIEM; 13 3aBePUTEILHOM HAITHCH Ha OOIOKKY
JieNia BRIHOCHTCS KOJIMYECTBO JINCTOB B JETE.

5.3.4. JIns yuera KOJMYECTBA JIMCTOB B 1eie M (UKCAIMHM OCOOEHHOCTEH MX HyMEpaluH Ha
OTIETBHOM JIHCTE COCTABIISIETCS 3aBEpUTEIbHAS HAIIUCh.

B 3aBepHTETHHON HAMMMCH yKA3HIBACTCS KONMYECTBO JIMCTOB (MH(paMH H MPONKCHIO) B IeIe.
3aBepuTesbHAS HAOIKUCE TOIIHCHIBAETCS AEIONPOM3BOIUTENEM C YKa3aHHEM JaThl COCTaBIICHHS.

5.3.5. BHyTpeHHSs OMKCH COCTABISIETCS K Jle/iaM TOCTOSHHOTO M JI0NToBpeMeHHoro (cBbime 10
JIeT) cpoKa XpaHeHHs, CHOPMHPOBAHHEIX IO Pa3HOBMIHOCTAM JIOKYMEHTOB, 3arOJIOBKH KOTOPBIX HE
PAacKpPEIBAIOT KOHKPETHOE COJIEPKAHNE JOKYMEHTOB (0c000 IEHHBIE, JIMYHBIE €A U JIP.).

5.3.7. Jlena BpeMEHHOTO XpaHEeHHs 0hOPMIIAIOTCS yIPOIIEHHO:

OHM HE NOJIIMBAIOTCS, TUCTEI B HUX HE HYMEPYIOTCs, YTOUHEHHE Ha 00JI0KKaX HE [IPOM3BOIUTCS, OIIHCH
HA JIeJ1a HE COCTABIISIIOTCS, YIET BeIEeTCS II0 HOMEHKIIAType JIE.

5.4. OnucaHue JOKYMEHTOB IIOCTOSIHHOIO CPOKa XpaHEHHS.

5.4.1. Tlo OKOHUYAHWM JEJIOMPOM3BOACTBEHHOTO IO/ B YUPSIKICHHH IPOM3BOIMTCA OTOOD
JIOKYMEHTOB TIOCTOSIHHOTO CPOKA XPAHEeHHs JUIs BKIIOUEHHs MX B ommch. Onmuch COCTOUT U3 TOMOBBIX
paszielioB, BHYTPH Tofa Jela paclolaralorcs IO CTEMEHH 3HAYMMOCTH C Y4eTOM HOMMHAIBHOIO
TpUHIENA (B COOTBETCTBHA ¢ HOMEHKIIATYPOH 06pa30BaTebHOTO yUpeKIeH ). ['00BO# pasaesn OmHucH
Ha Jlela MOCTOSHHOTO XpaHeHHs, TpeIHA3HAYEHHBIE [UTS TIOCHEAYIomel Iepeiaud B MyHHUIUIIAIbHBIA
ApXHB, MOJUISKUT YTBEPIKICHHUIO TUPEKTOPOM IIKOJL.

5.4.2. OmucH COCTAaBISIOTCS pa3/elibHO Ha Jena IMOCTOSHHOTO XPAHEHHS [0 OCHOBHOM
NeATeNBHOCTH M Ha Jeja 110 JINYHOMY COCTaBYy.

5.4.3. OmnucH cCOCTaBISIOTCS ASTONPON3BOIAUTEIIEM.

5.4.4. Ommcey Bemercss B €OUHOM BajlOBOM HyMepalid B TCYCHHUE HECKOJIBKHMX JIET H
3aKAHYMBAETCS [0 COIIACOBAHWID C MYHHIMIAIBHEIM apXWBOM, KyJa IOCTYHNArOT JOKYMEHTEI
YUpEKICHHS.

5.4.5. Ha jieia BpeMEeHHOTO CPOKa XPAHEHHS COCTABIISETCS aKT 00 YHHUTOKCHHH.



