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00 apxuBe

1. O01HMe mo1oKeHus

ApxuB MBOY «I'yaunckas COII» (nmanee — Illkoma) co3man mjis XpaHEHHs] JTOKYMEHTOB,
o0Opa3yomuxcsi B €€ JACSITeNbHOCTH, a TaKXe 3aKOHUYEHHBIX JeJOMPOU3BOJCTBOM JOKYMEHTOB
MPAKTUYECKOr0 HA3HAYEHUS, X 0TOOpa M y4ueTa.

B cBoeit pesrensHocT apxuB Llkonel pykoBoactByerca PenepanbHbIM 3aKOHOM OT 29.12.2012 Ne
273-®3 "O6 obpazoBanuu B Poccuiickoit denepanun", OenepanbabiM 3akoHOM OT 22.10.2004 Ne
125-®3 "O6 apxuBHOM pnene B Poccuiickoit depeparun", HOpPMATUBHBIMU IPABOBBIMH aKTaMH H
METOAMYECKUMH peKoMeHJanusaMu DenepaabHOro apxXUBHOIO areHTcTBa (manee — Pocapxus),
HOPMATHBHBIMU TPABOBBIMH aKTaMU U METOAMUYECKUMH PEKOMEHIauusIMu cyobekta PO , yctaBom u
JIOKaJIbHBIMM HOpMaTUBHbIMM akTamu Illkonsl, Hacrosimum Ilonoxxenuem o0 apxuBe (nanee —
[Tonoxxenue).

[Tonoxenue pa3paboTaHo Ha OCHOBaHMHM lIpuMepHOro mOJOXKEHUS OO0 apxXWBe YUPEKIACHUS,
OpraHu3aluM, MPEeANpUATUs, YTBEP)KACHHbIM IpukazoM Komurera o pgenaM apxuBOB IpH
[TpaButensctBe PO o1 18.08.1992 No 176, u yrBepxaaetcs qupektopom LIIkomsr.

[IIkona obecrnieunBaeT apXx1uB HEOOXOAMMBIM ITOMEIIEHUEM, 000PYIOBAaHUEM U KaJIpaMHu.

Apxus llIkonpl BO3IJIaBIsET OTBETCTBEHHBIN 3a apXUB, KOTOPbIM Ha3HAUaETCs MPUKA30M JAUPEKTOPA
[ITxonpl ¥ NOIYMHSETCA HEMOCPEACTBEHHO AUPEKTOPY LLIKOIMIBL.

ApxuB paboTaeT Mo IUIaHy, YTBEpXKIECHHOMY nupekropoM LIIKoibl, U OTYMTHIBaCTCS TEpes HUM B
cBoel pabore.

2. 3apayu M GyHKIHH apXuBa

OCHOBHBIMH 3aJla4aMU apXHUBa SBJSIOTCS:

2.1.1. KoMIJIEeKTOBaHHE apXMBa 3aKOHUYEHHBIMH AENONpou3BOACTBOM LIIKkoibl JOKyMEHTaMH, COCTaB
KOTOPBIX MPEyCMOTPEH Pa3AesioM 3 HAaCTOSLIETO MOJIO0KEHUS.

2.1.2. Vuer, obecrieyeHEe COXPaHHOCTH, CO3JAaHHE HAYYHO-CIIPABOYHOTO armapara, HCIOJIb30BaHUE
JIOKYMEHTOB, XPAHSIIUXCS B apXUBE.

2.1.3. OcymiecTBiieHrne KOHTPOJiss (HopMUPOBaHHS U 0POPMIICHHEM el B Aenonpou3BoacTse [LIkombr.

B cooTBeTCTBUM C BO3JIOKEHHBIMH Ha HETO 3aJadyaMu ApXUB OCYHICCTBIIACT CIICAYIOIINC (I)YHKI_[I/II/II
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2.2.1. IlpuHuMaer He mO3AHEE, YEM dYepe3 JBa oA IIOCJIE 3aBEPIUEHUS JEJIONPOU3BOICTBOM,
VUHUTHIBAET W XPaHUT JOKYMEHTHl JIOJITOBPEMEHHOTO XpaHEHHs M MO0 JHMYHOMY COCTaBy,
00paboTaHHBIE B COOTBETCTBUU C TPEOOBAHUSIMHU, YCTAaHOBICHHBIMU PocapXuBom.

2.2.2. CocTaBigeT W MNPEACTaBIACT HE IMO3JHEE, YEM Yepe3 JBa TroJa IOCje 3aBEepUICHUS
JIEJIONPOU3BOJCTBOM TOJIOBBIE pa3lenbl ONMCEH el IO JIMYHOMY COCTaBy Ha pPacCMOTPEHHE
skcriepTHOM Komuccenu (aanee — IK) LLkombl.

2.2.3. OcyuiecTBseT yueT U 00ecrieunBaeT NOJHYI0 COXPAaHHOCTh IPUHATHIX HA XPaHEHUE JIET.

2.2.4. Co3paert, NOMOJHSAET U COBEPIICHCTBYET HAYYHO-CIIPABOYHBIN alapaT K XpaHsAIIUMCS B ApXHUBE
JieJ1aM U IOKyMEHTaM.

2.2.5. OpraHusyeT UCIO0JIb30BaHUE JTOKYMEHTOB:

— uHpopMupyeT anmMuHUcTpanuio [Ikoel 0 cocTaBe U coep:kaHNM JOKYMEHTOB apXHUBa;

— BbIJIa€T B YCTAaHOBJIEHHOM TMOpSJKE Jena, JOKYMEHThl WM KOMWU JOKYMEHTOB B IENSIX
CIIy’>K€OHOTO U HAyYHOTO UCIIONIB30BAHMUS, ISl paOOTHI B IOMEIICHHH apXHBa,

— UCIIOJTHSIET 3allpOChl OPTaHU3alMi U TpakJaH 00 YCTaHOBJICHUU TPYJOBOIO CTa)ka U APYrUM
BOIIPOCaM COLMAIbHO-TIPABOBOI0 XapaKTepa, B YCTAHOBIECHHOM NOPSJIKE BbIIAE€T KOIMUHM JOKYMEHTOB
Y apXUBHBIE CIIPABKU;

— BEJIET YU€T UCIIOJIb30BAaHUS JOKYMEHTOB, XPaHAIUXCS B apXUBE.

2.2.6. [IpoBOIUT 3KCIIEPTU3Y IIEHHOCTH IOKYMEHTOB, XPaHSAIIUXCS B apXHUBE, ydacTByeT B padore DK
[ITkomeI.

2.2.7. Oxa3blBaeT METOIMYECKYI0 MOMOIIb pPaOOTHUKAM, OTBETCTBEHHBIM 3a JIEJIONPOU3BOJICTBO B
COCTaBJICHUM HOMEHKIIATYPHhI /1], KOHTPOJIUPYET NPaBUIBHOCTH (POPMUPOBAHHS U O(OPMIICHUS JIe] B
JIEIIONPOU3BOICTBE, & TAKXKe MOATOTOBKY Jel K nepenaye B apxus [LIkonbr.

2.2.8. YuacTByeT B TPOBEICHHH MEPONPHUATHIA 10 MOBBIIICHUIO KBaMH(UKAIUKU pPaOOTHUKOB
(OTBETCTBEHHBIX 32 APXUB U J1€JI0NMPOU3BoACTBO B ILIK0IbI).

3. CocTaB 10KYMEHTOB apXuBa
B apxuB nocrynaror:
3aKOHUEHHBIC [IEJIONPOU3BOJICTBOM JOKYMEHTBHI BpeMeHHOro (cBbiie 10 1eT) cpoka XpaHEHHS,
HCO6XOI[I/IMI)IG B HpaKTI/I‘IeCKOI\/'I ACATCIBHOCTH, JOKYMCHTLI 110 JINYHOMY COCTaBYy, O6pa3OBaBHII/ICCﬂ B
pesynbrate nearenabHocTu [Ikombl.

JIOKyMEHTBI TOCTOSIHHOTO XpaHEHUs (eclu Y4peKICHHE-PEIIIECTBEHHUK ObLJI0 HCTOYHHKOM
KOMIUIEKTOBAHHUS T'OCYIapCTBEHHOI'O WJIM MYHMILMIIAIBHOIO apXuMBa) M IO JIMYHOMY COCTaBy
YUPEKIECHUN-TIPEAILIECTBEHHUKOB.

HayuHo-cripaBo4HbIii anmapart K TOKyMEHTaM apXuBa.
Jlnunbie Gpouabl paboTHUKOB LIIKOIMIBIL.
4. TIpaBa u 00513aHHOCTH OTBETCTBEHHOI'0 32 APXUB
Jnisi BBIIOJTHEHUS! BO3JIOKEHHBIX Ha HETo 3a/1a4 ¥ (DYHKIIMHA OTBETCTBEHHBIN 3a apXHB UMEET MPaBO U
00s13aH:
4.1.1. KouTponupoBaTh BHIIOJIHEHUE YCTAHOBICHHBIX MIPAaBUI paboThl ¢ JokymMeHTamu B LlIkore.
4.1.2. 3anpammBaTh 0T paboTHUKOB I1IK0OJBI CBeeHUS, HEOOXOAMMBIE 1)1l pa0OTHI apXHBa.
4.1.3. JlaBaTb pa3bsACHEHUS U PEKOMEHIALIMU 110 BOIIPOCAM, BXOASIIUM B KOMIIETEHIIUIO apXHBa.
5. OTBeTCTBEHHOCTH 32 (PYHKIIMOHHMPOBAHUE apXHBa
OTBETCTBEHHOCTh 3a HaJUIeXkKalllee M CBOEBPEMEHHOE BBIIIOJHEHHE apXMBOM 331ad U (YHKIUH,

NpEeaAYCMOTPEHHBIX HACTOANIUM ITOJIOKCHHUEM, HECET JIMIIO, OTBETCTBEHHOC 3a ApXUB.
OTBETCTBCHHBIC 3a BCACHUC JCJIONPOU3BOACTBA, IMOATIOTOBKY MW MNPCACTABICHUC IOKYMCHTOB Ha



XpaHCHUC B apXHB, HA3HAYAKOTCA IPUKA30M JUPCKTOpA IIxoEL.

.5.3.  KoHTposb neaTenbHOCTH apXuBa OCYIIECTBIIsIET TUpeKTop LIKOmbL.



