Poccniickas denepanus
KpacHomapckuii kpaii
MyHununanbHOe OIIKETHOE AOIIKOIBHOE
oOpazoBatenbHOe yupexaeHue nerckuit cag Ne 14 «Jlactoukay

IMIPUKA3
or 1.04.2019 Ne 9
cr-11a Tounmmcckas

00 yrBep:xkaenunu Ilosoxxkenust 00 apxuse
MYHHUIMIAJIBHOI0 OI0IKETHOI0 J0IIKOJBbHOI0 00pa30oBaTe/IbHOI0
yupexaenus gerckuu cag Ne 14 «JIacrouka»

B cootBercTBUN ¢ DenepanbHbiM 3akoHOM 0T 22J1 0.2004 Ne 125-D3 (pen.
or 28.12.2017) "OO6 apxuBHOoM pnene B Poccuiickoit ®denepanuu”, YcraBom
MyHUITUNIATBHOTO OOJIKETHOTO JOIIKOJIBHOTO 00pa3oBaTEIbHOTO YUPEKICHUS
nerckoro canga Ne 14 «Jlactouka», B 1IeNsIX XpaHEHUs, KOMIUIEKTOBAHUS, yU€Ta U
WCIIOJB30BaHUsl JOKYMEHTOB, OOpa3ylIIUMXCs B TMpolecce AEATCIbHOCTH U
3aKOHYEHHBIX JIEJIONPOU3BOJICTBOM JOKYMEHTOB MPAaKTUYECKOTO Ha3HAYEHUS,
NpUKAa3blBaIo:

1. YtBepauts [Tonoxxenne 06 apxuBe MBJIOY n/c Ne 14 «JlacTouka»
(ITpunoxenwue).

2. Pasmemenune nanHoro npukasa Ha caiite JIOY ocrasisito 3a co0oii.
3. KoHTposib 32 HCIIOTHEHUEM JTaHHOTO MPUKa3a OCTABIISIIO 332 COOOM.

3asenyrouuii MBJIOY Y4
n/c Ne 14 «Jlactouka K/”/Z/ O.I1. CmMupHOBa
%



IMTPUJIOXKEHUE

K IIpUKa3y 3aBeAYIOIIETO
MBJIOVY na/c Ne 14 «JlacToukay
Ne 9 o1 1.04.2019

IHoJ10:keHne 00 apX¥Be MYHUIMIIAJIBHOTO OI/IKETHOI0 J0IIKOJIbHOI0
o0pa3oBaTeIbHOTO yupe:xaenus aerckuii cag Ne 14 «Jlacrouka»

1. Obuwue nonosrcenusn

1.1. Tlonmoxkenue 00 apxuBe MYHULHUMAIBHOTO OIOKETHOTO JIOMIKOJIHHOTO
oOpazoBaTenbHOrO yupexjaeHus naerckui camg Ne 14 «Jlacrouka» (manee -
[Tonoxenue), pa3paboTaHo B cooTBeTcTBUM C DepepanbHbiM 3akoHOM «O0
apxuBHOM Jelie B Poccurickont @enepaunmn», MeTon4ecKumMu peKOMEHIAllUsIMHU T10
pabote ¢ JOKyMEHTaMH B 0011e00pa30BaTEIbHBIX YUPEKICHUSIX.

1.2.  Hacrosmee [lonoxxenue pa3paboTaHo B HEAX:

- COBEpIIEHCTBOBAHMS JICSITEIIBHOCTA B cdepe OpraHu3alud XpaHEHUs,
KOMIUIEKTOBAHMS, y4ye€Ta W  HCHOJIb30BAHUS ~ apXUBHBIX  JOKYMEHTOB
MYHHUITUTIATBHOTO OI0/IKETHOTO 00pa30BaTEIbHOTO yUpexkAeHUs neTckuii cag No 14
«JIacTouka» (mamee MBJIOY n/c Ne 14 «JlacTtoukay);

- palMoHaIBLHOM OpraHu3aliK JOKyMeHTalmoHHOro ooecnieuenus B MBJIOY n/c No
14 «Jlactoukay.

1.3. ApxuB MBJIOY n/c Neo 14 «JlacTtouka» co3gaeTcs B LENAX XpPaHCHWUS,
KOMIUICKTOBAaHMS, y4Ye€Ta M HCIOJb30BaHUS JOKYMEHTOB, OOpa3ylolIUXCcsi B
nporecce aestenbHoctd MBIOY na/c Ne 14 «JlacTouka» W 3aKOHYEHHBIX
JIETIONIPOU3BOJICTBOM JIOKYMEHTOB TMPAKTHUYECKOTO Ha3HA4YeHUs, WX OoTOopa u
MOJrOTOBKH K MEpeaadye Ha XpaHEHUE B MyHULIMTIAJIbHBIA apXUB.

1.4. B cBoeit pabote apxuB MBJIOVY n/c Ne 14 «JlacTouka» pyKOBOJCTBYETCS
3aKOHOJIATEILCTBOM 00 apxuBHOM Jnene B Poccuiickoit ®eneparuiv, WHBIMU
HOPMATUBHBIMU NPaBOBbIMU akTaMu Poccuiickon @Penepanuu, HOPMATUBHBIMU
IPABOBbIMU aKTaMM [0 apXWUBHOMY JEJIy OPraHOB MECTHOTO CaMOYIIPaBJICHUSA
MYHHUITUTIATHFHOTO 00pa3oBaHus TOMMMCCKui paiioH, u HacTosmuM [lonoxxeHnuem.
1.5. Koutposnb 3a nesrenbHOCThIO apxuBa MBIOY n/c Ne 14 «JlacToukay
OCYIIECTBIISIET €r0 PYKOBOJUTEIb, KOTOPHIM 00€CrieYMBaeT apXuB HEOOXOAUMBIM
MOMEIIEHUEM B 000PYIOBAHHUEM.

1.6. Henocpenctennoe pykoBoAcTBO apxuBoM MBJIOY n/c Ne 14 «Jlactouka»
BO3J1araercs npukaszom 3aseaytomeit MbJIOY Ha nuio, OTBETCTBEHHOE 32 BEJICHHUE
apxuBa.

2. Cocmaes 00Kymenmoe apxuea

2.1. B apxuB MBJIOY n/c Ne 14 «JlacTouka» mocTymnaroT:

2.1.1. ApxuBHbIe JOKYMEHTHI, 00pa3zoBaBiIrecs B mmpolecce aesrensHnoctd MBJIOY
n/c Ne 14 «JlacTtouka», BpeMEHHOTO XpaHEHHs (HEOOXOAMMBIE B MPAKTUUYECKON
JEeSITETLHOCTH).



2.1.2. JIoKyMEeHTHI MO JTUYHOMY COCTaBYy, OTPAXAIOIIWE TPYIOBBIE OTHOIIEHUS
paboTHHKa ¢ paboToaaTeNIeM.

2.1.3. ApxuBHBIE JOKYMEHTHI MOCTOSHHOT'O XpaHEHUS W MO JIMYHOMY COCTaBYy
yUpexACHUHN, TMpaBONpPEeeMHUKOM KOTOpeix sBisgercs MBJIOY n/c Ne 14
«JIacTouka»

2.1.4. CripaBouHBIH ammapar K JOKyMEHTaM apXuBa.

3. 3a0auu u pynkyuu apxuea

3.1. OcHoBHbIMH 3agauamu apxuBa MBJIOVY sBisroTcs :

3.1.1. KommiekToBaHue TOKYMEHTaMH, COCTaB KOTOPBIX MPEAYCMOTPEH pa3ieiioM
2 nacrosuero [lonoxenus.

3.1.2.  OOecneueHne  €AMHBIX  NPUHUUIIOB  OpPraHU3alud  XpaHEHUS,
KOMIUICKTOBAHMS, Yy4Ye€Ta M HCIOJb30BAHUSI APXUBHBIX JIOKYMEHTOB, UX
COXPaHHOCTH.

3.1.3. TlogroroBka M CBOEBpEMEHHas Mepenada JOKYMEHTOB Ha XpaHEHUE B
MYHUITUTIATBHBIA apXUB C COOJIIOICHHEM CPOKOB U TPeOOBaHUM, YCTaHABIMBAEMBIX
3aKOHOJIaTEIBCTBOM 00 apxuBHOM Jiene B Poccuiickoit deneparuu.

3.1.4. OcymecTBieHue KOHTposisi 3a (GopMmupoBaHueM U OGOpMIIEHHEM el B
nenonpousBoactse MB/1OY.

3.2. B COOTBETCTBMM C BO3JIOXKEHHBIMH Ha Hero 3amadamu apxuB MBJIOY
OCYILECTBIISIET CeAYIONINE (QYHKIUU:

3.2.1. IlpuauMaeT nocne 3aBepUIeHUs JEJTONPOU3BOACTBOM, YUYUTHIBAET U XPAHUT
nokyMmentsl MBJIOY, o00paboTraHHble B COOTBETCTBUM C TPEOOBAHUSIMH,
YCTAHOBJICHHBIMM 3aKOHOJIaTENIbCTBOM 00 apXxuBHOM jene B Poccuiickoit
denepanum.

3.2.2. OcyuiecTBiseT y4eT M OOECIEeUMBAET MOJHYIO COXPAaHHOCTb HPHUHSITBIX
apXHUBHBIX IOKYMEHTOB, B TOM YHUCJIE O JINYHOMY COCTaBY.

3.2.3. Co3pmaer, NOMNOJHAET U COBEPIICHCTBYET CIPABOYHBIA ammapar K
XPaHSIIUMCS B apXUBE JieJaM U JIOKyMEHTaM, 00€CIIeunBaeT ero MpeeMCTBEHHOCTh
CO CIIPAaBOYHBIM amapaToM MYHUIUIAIBHOTO apXuBa, HOMEHKJIATypoOW el
MB/IOY.

3.2.4. TlpoBOogMT CBOEBPEMEHHOE YHOPSAJOYEHHE AapXUBHBIX JOKYMEHTOB
(9KCTIepTU3y LEHHOCTH, HAyYHO-TEXHUYECKYI0 00pabOTKy, COCTaBIIEHUE OMHUCEH U
T. 1.).

3.2.5. IlpencraBnsier opraHaM MECTHOTO CaMOYIIPAaBICHHUS, MYHHIUIIAJIbHOMY
apXUBY HEOOXOIMMbIC apXUBHYIO HH(GOPMAIIHUIO U KOTTMU apXUBHBIX JOKYMEHTOB, a
TaKke MHPOPMAILMIO O COCTABE, COJIEPKAHUM U O0O0bEME XPaHAILIUXCS B apXUBE
JIOKYMEHTOB.

3.2.6. Opranu3syer UCHoJIb30BaHNE IOKYMEHTOB:

- uapopmupyet agmMuHUCTpanuio u pabotaukoB MBJIOVY o coctaBe u copepxkanuu
JIOKYMEHTOB apXUBa;

- OecruilaTHO TPEAOCTaBISCT TIOJH30BATEISIM APXUBHBIMU  JTOKYMEHTaMHU
oopMJICHHBIE B YCTAaHOBJICHHOM TIOPSIIKE AapXWUBHBIE CIPABKA WM KOIHH
aApXUBHBIX JIOKYMEHTOB, CBSI3aHHBIE C YCTAHOBJIEHHUEM TPYJOBOIO CTaxa,
COL[MAJIbHOM  3alMTOW TpaXaaH, NPEeAyCMATPUBAIOIIEM MX IMEHCUOHHOE



oOecrieueHre, a TakXKe IMOJYyYeHHE JIbIOT W KOMIICHCAIIMA B COOTBETCTBUU C
3aKOHOAAaTeNbLCTBOM Poccuiickon denepanuu;

- BBIJIAET B YCTAHOBJIEHHOM MOPSIAKE JieN1a, JOKYMEHTHI MM KONUHU JOKYMEHTOB B
HEeJSX CIYy)KEOHOT0 M MPAaKTUYECKOTO HCIIOIB30BaHUS sl paOOTHl B TOMEIIEHUN
apXuBa;

- BEJIET YUET UCTIOJIb30BAaHUS JOKYMEHTOB, XPaHSIINXCS B apXUBE.

4. Ilpasa u omeemcmeeHHOCHb NO 6€0CHUIO APXUEA.

4.1. J1na BBINOJHEHHUS BO3JIOXKEHHBIX 337a4 U (PYHKIIMH JIMIIO, OTBETCTBEHHOE 32
BeseHue apxusa MBJIOY, nmeet npago:

4.1.1. KoHTpoaupoBaTh BBINOJHEHWE YCTAHOBJIEHHBIX MpPaBUJI pabdOTBHl C
nokyMeHtamu B MbJIOVY.

4.2. JIutio, oTBeTCTBEHHOE 3a BegeHue apxuBa MbJIOY, HeceT OTBETCTBEHHOCTb 32
BBITNIOJTHEHUE BO3JIOKEHHBIX HAa apXUB 3a/1a4 U (PYHKIIHH.

43. 3a yrpary M 1OpYy JOKYMEHTOB JIOJDKHOCTHBIE JIMLA YYPEKIACHUS
(PyKOBOJIUTENb YUPEKIEHUS U JIMIIO, OTBETCTBEHHOE 3a BEIACHHME apXMBa) HECYT
OTBETCTBEHHOCTb B COOTBETCTBHH C JIEHCTBYIOIINUM 3aKOHOIATEIbCTBOM.

5. Komnaexmoesanue apxuea

5.1. [loaroToBka nokymMeHTOB K nepeaaude B apxuB MBbJIOY Bkimouaet opopmiieHue
JieJ1, COCTaBJIECHUE OIHCH.

5.2. Opopmnenue nen.

5.2.1. Jlena nOCTOSHHOTO XpPaHEHHUsI MOIIMBAIOTCSA B TBEPAYIO O0JI0KKY CYpOBBIMU
HUTKaMH. JIUCTBI HyMEPYIOTCS B MPAaBOM BEPXHEM YIIIy MPOCTHIM KapaHAAIIOM.
Konm4ecTBo MMCTOB B KaXKIOM JI€JI€ HE JOJDKHO MpeBbImath 250.

B KoHIIe J1e71a Ha OTAEIBHOM JIMCTE COCTABIIAECTCS 3aBEPUTENbHAS HAAMKCH.

5.2.2. Ha o006yoXxke Ael TOCTOSHHOTO XPaHEHHUS OJDKHBI OBITh IMPOCTABIICHBI
CIIEYIOLIME PEKBU3UTHI: TOJHOE HAUMEHOBAaHWE BBILIECTOAILIEH OpraHu3aluH,
HaUMEHOBaHHE OOpa30BaTENILHOTO YUpEeXKACHUs, HoOMep (HMHIEKC) Jena IIo
HOMEHKJIaType, 3aroJIOBOK Jieja, KOJIMYECTBO JINCTOB, CPOK XPAHEHUS UM OTMETKA
«XPaHUTh IOCTOSTHHO», HOMEP (POoHa, OIHICH, Jea.

5.2.3. Tlo okoHYaHHH JEIOMPOU3BOACTBEHHOTO r0/1a B 0POPMIICHHBIE OOJIOKKH JIETT
MOCTOSTHHOTO XPAHEHHUsS] BHOCSTCS HEOOXOIMMBbIE YTOUHEHHS: B 3aroJIOBKH e,
cCoJlep KallluX PacnopsAInUTEIbHbIE JOKYMEHTHI (IIPUKa3bl, MPOTOKOJbI), BHOCATCS
HOMEDPA; €CJIH JIeJIO C MEPENUCKONA COCTOUT U3 HECKOJIBKUX TOMOB, B KOKJIOM TOME
yKa3bIBaeTCsl KOPPECIOHIEHT, aBTOP, TEPPUTOPHS, APyTHe AJaHHbIE. B kaxa0M ToMe
yKa3bIBaeTcs fgata (4uciio, MecsIl, FoJ) Hayaia 1 OKOHYaHUsI JaHHOTO ToMa. TouHbie
JaThl TPOCTABIAIOTCS Ha OOJOXKKaxX Mg OBICTPOrO IMOUCKAa JOKYMEHTOB B
MOCJIEAYIONIEM; W3 3aBEpUTENbHON HAANUCH Ha OOJOXKKY Jela BBIHOCUTCSA
KOJIMYECTBO JIMCTOB B JIEJIE.

5.2.4. Haanucu Ha 0OJOXKKax €Nl MOCTOSHHOTO M JOJTOBPEMEHHOTO XPaHEHHs
CJIEyET NPOU3BOJIUTH YETKO, CBETOCTOMKHMH YEPHUIIAMH.

5.2.5. lna ydera KoiaudecTBa JIUCTOB B Jeje M (UKcalUu OCOOEHHOCTEH HX
HYMEPALMH HA OT/AEJIbHOM JIMCTE COCTABIISIETCS 3aBEPUTENIbHAS HAIITUCH.



B 3aBepuTenbHONW HAAMUCU YKAa3bIBACTCS KOJIMYECTBO JHCTOB (mudpamMu u
MPONKUCHI0) B Jieje. 3aBepUTENIbHAS HAAMKUCh TOJAMKMCHIBAETCS COCTABUTEIIEM C
yKa3aHHUEM €ro JOJDKHOCTH M JIaThl COCTABIICHHUS.

5.2.6. BHyTpeHHs OMUCh COCTABIIAETCS K JIeJIaM IMOCTOSSHHOTO U JIOJITOBPEMEHHOTO
(cBeime 10 ger) cpoka XpaHeHHUs, CPOPMHUPOBAHHBIM II0 PA3HOBHIHOCTIM
JIOKYMEHTOB, 3aroJIOBKU KOTOPBIX HE pPacKpbIBalOT KOHKPETHOE COJiepKaHue
JIOKYMEHTOB (0C000 IIEHHBIC, IMYHBIC Jeja U JIp.).

5.2.7. Jlena BpeMEHHOTO XpaHEeHHS O(DOPMITSIIOTCS YIPOIIEHHO:

OHH HE TIO/IMINBAIOTCS, JTUCTHI B HUX HE HYMEPYIOTCS, yTOUHEHHE Ha 00JI0KKaX HE
MPOU3BOJIUTCSI, ONMCU Ha JIeJia HE COCTABIISIIOTCS, YUET BEIETCS MO0 HOMEHKIAType
neq.

5.3. Onncanue JOKyMEHTOB IIOCTOSSHHOTO CPOKa XPAHEHUS.

5.3.1. Ilo oxoHuanum aenonpou3BoAcTBeHHOro roga B MBJIOY mnpowusBoautcs
oTOOp JOKYMEHTOB IOCTOSIHHOTO CpOKa XpaHEHHS ISl BKIIOYEHHUS WX B OIKCh.
Onuce COCTOMT W3 TOJOBBIX Pa3/CiOB, BHYTPU roja Jeja pachoyararorcs Io
CTEIICHH 3HAYMMOCTH C YYE€TOM HOMHHAJIBLHOIO MpHUHIHUIMA (B COOTBETCTBUHU C
HOMEHKJIaTypoii 00pa30BaTEILHOTO YUPESHKICHUS).

5.3.2. Onucu COCTaBJISAIOTCS pa3AeibHO Ha JieJla IMOCTOSHHOTO XPaHEHUS 10
OCHOBHOM JICSAITEJIBHOCTHU Y HA JieJia MO JIMYHOMY COCTaBYy.

5.3.3. Onucu coCTaBIIIOTCS CEKPETapEM.

5.3.4. Onuce BeneTcs B €AUHOW BaIOBOM HyMEPALIMU B TCUCHUE HECKOJIBKUX JIET
5.3.5. Ha nena ¢ UCTEKIIUM CPOKOM XPaHEHUsI COCTABIISETCS akT 00 YHUUTOXEHUHU.



