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VYTBEPXJIAIO
V Ne 19 r. A3zoBa

T. H. JIlepueHko

WA Ne KO

NMOJIOKEHUE
«0O06 apxuse»

MYHHUHNAJIBLHOTO 0101KETHOI0 JOLIKO/IBHOTO oﬁpazoBaTe;nbuoro yupe:RIeHust
nercknii caa Ne 19 r. AzoBa
(MBAOY Ne 19 r. A3zoBa)

1. O0mue noaoKenns
1.1.  Tlonoxkenue «O6 apxuBe» MYHHIHMNATEHOrO OIODKETHOTO NOMKOIBHOrO 05pa30BaTe/IbHOr0
yupexzaenus netckui cag Ne 19 r. Azosa (aanee — ITonoxeunue), pa3paboTaHo B COOTBETCTBHH C
DenepanbHEM 3aKOHOM «»O6 apxuBHOM aene B Poccuiickoli enepaunu OT 22.10.2004 r. Ne 125-
@3, MeToaM4eCKuMH PEKOMEHIALMAMA 110 paboTe C IOKYMEHTaMHi B 00pa3oBaTeIbHbIX
yupeKICHHAX.
1.2, Hacroswmee [Tonoxenue pa3zpaboTaHo B UEIAX:
— COBEPIICHCTBOBAHMS IeATETLHOCTH B cepe Opraiu3aini, XpaHeHusi, KOMIICKTOBAHHUA, yIETa |
HCIIOIB30BaHNA apXuBHEIX AoKyMeHToB MBJIOY Ne 19 r. Asosa;
- PAlMOHATEHOI OPraHH3aliy J0KYMEHTAUHOHHOTO 0DecTeueHus B MBJIOY Ne 19 r. A3osa;
1.3. Apxus MBJIOVY Ne 19 r. A30Ba co3Aa€TCsl B LEIIX XPAHEHHUA, KOMIUICKTOBAHM:, YieTa !
HCITONB30BAHNSA JOKYMEHTOB, 00pasyiomuxcs B npoiecce aesrersroctd MBJIOY Ne 19r. AsoBa u
3aKOHYEHHBIX JeT0NPON3BOJICTBOM TOKYMEHTOB MPAKTHYECKOTO HA3HAYEHNUS, HX 0TOOpa 1
NMOArOTOBKH K TIepeaaye Ha XpaHreHHe B MyHUIUNIAIbHbII apXHB.
1.4. B cpoeii pabote apxus MBJJOY Ne 19 r. A3oBa pyKOBOACTBYETCS 3aKOHOAATEILCTBOM 00
apxnBHOM 1ene B P, HHbIMH HOPMATHBHLIMA aKTAMU Poccutickoit Penepaury, 10KaJIbHEIMUA aKTaAMH
MBJIOY Ne 19 r. A3zoBa u HactosiunM [Tonoxkennem.
1.5. KouTpons 3a neatensroctsio apxusa MBJIOY Ne 19 r. AsoBa ocyiecTBaseT 3aBejIyIoILuii, a B ee
OTCYTCTBUM CTApUIRif BOCTTHTATE/Ib, KOTOPBIE 00eCNeTHBAIOT APXHB HEOOXOIUMBIM IOMEIIEHHUEM H
ofGopy10BaHHEM.
1.6. HemocpencTsentoe pykosozicTBo apxusom MBJIOY Ne 19 r. A3oBa Bo3aaraeTcsi npHKa3oM
3aBeIYIONIEro Ha JIMLO, OTBETCTBEHHOE 3a BEACHUE apxuBa (Kak MpaBuio, Ha JeNIOTPOU3BOANTENA).

2. CocTaB 10KYMEHTOB apXHBa
2.1.  ApXHBHbIC JOKYMEHTBL, NOCTYIIHBIIKHE HA XPAHEHNE B apXUB MBJIOY Ne 19 r. Azosa,
OTHOCATCA K MYHHLIMNIATLHON COBCTBEHHOCTH, HE MOIEKAT NPHBATH3ALME, HE MOTYT OBITh
06BEKTOM MPONAKH, MEHA, IAPEHHS, 4 TAKIKE HHBIX CACIOK, MOTYLINX IPHBECTH HX K
OTYYIKACHHUIO.
2.2. Bapxus MBIOV Ne 19 r. A30Ba nocTymnatoT:
2.2.1. ApxuBHBEIE JOKYMEHTbI, 00pa30BaBLIHECs B MPOLECCE NEATEIbHOCTH MBJIOY Ne 19 r. A3osa,
BPEMEHHOI0 Xpanenus (HeoOX0IUMBIE B IPAKTHHECKOH JIeATEeTBHOCTH).
2.2.2. JIOKyMEHTBI 1O JIMYHOMY COCTABY, OTPAXKAIOLIME TPYAOBLIC OTHOLICHHUS paboTHUKA Cp
paGoTonarenem.
2.2.3. ApXHBHBIE JOKYMEHTbI NOCTOIHHOTO XpaHEeHHU.

3. 3apaun u pyHKUHH ApPXUBA.

3.1. OcHoBuEMH 3anauamu apxusa MBJIOY Ne 19 r. Asosa:

3.1.1. KomnjieKkToBanne 10KYMEHTaMH, COCTaB KOTOPBIX MPeIyCMOTPEH pa3/ie/iom 2 HaCTOSIIEro
[Monoxenus.

3.1.2. OfecrnieueHne eAMHLIX MPHHLANOB OpPraHU3aluy XpaHeHNs, KOMIIEKTOBAHMS, Y4€Ta U
HCMOAB30BAHHE APXMBHBIX JOKYMEHTOB, HX COXPAHHOCTH.
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3.1.3, Ocymecrenenne KOHTPO/ISt 32 YOpMHEpOBaHHEM H odopmnennem nen s JIENIONPOU3BOJICTBE
MBZIOY Ne 19 r, Asopa.

3.2. B cooTBeTCTRHHE C BO3/IOJKEHHBIMA Ha HErO 3a1a9aMi apxue MBJIOY Nv 19 r. A3zoga
OCYWIECTBAACT CIAEAYIOIMNE PYHKILHM:

3.2.1. llpuaumaeT nocne 3aBCPLICHHS JET0NPON3BOACTBOM, YYHTHIBAET i XPaHHT NOKYMEHTEI
MBOV Ne 19 r. Asopa, 00paboTanHbIE B COOTBETCTBHHE ¢ TPeGOBAHUAMH, YCTAHOBIEHHBIMK
3AKOHOAATEILCTBOM 00 apXHBHOM fene B PoccHiickoii ®enepannm.

3.2.2, OcymectBaser yuer i obecrequpaer TOJHYIO COXPAHHOCTD NPHHSATHIX APXHBHBIX JIOKYMEHTOB,
B TOM YHCTIE 110 JIMYHOMY COCTABY.

3.2.3. TlpoBoauT CBOCBPEMEHHOE YNOPAA0YEHHE APXHBHBIX AOKYMEHTOB (3KCNEPTH3y UEHHOCTH,
HAYUHO-TeXHHYECKYI0 06paboTky, cocTaBnenue onuceii i T.A4.).

3.2.4, Opranusyer nenonb3oBanie AOKYMEHTOB: - HH(OPMUPYET AIMUHHCTPALHAIO H paboTHHKOB
MBZIOY Ne 19 r. Azoga o coctase u CONEPKAHUH JOKYMEHTOB apXHBa;

DecruIaTHO npeocTaBiseT HoaLI0BATETIM APXHBHBIMH TOKYMEHTAMH O(OpMICHHEIE B
YCTAHOBIICHHOM MOPSIIKE ApXHBHEIE CIPABKH HIIM KOMHH APXVMBHBIX OKYMEHTOB, CBA3aHHBIE C
YCTAHOBICHHEM TPY/I0BOTO CTAKA, COUHATBHOM 3aIuTOl TpaxkiaH, npeaycMaTpuBaomei ux
MEHCHOHHOE obecriedenne, a TAKIKE MOTydeHHe TbroT i KOMIIeH AN B COOTBETCTBHHM ¢
3akoHoaarenecTBoM Poceniickoii Menepannu:

~ BBIIACT B YCTAHOBICHHOM MOPAIKE NeNa, JOKYMEHTH! M KOMMMH AOKYMEHTOB B LENIX Cy)keGHOro
H PAKTHYCCKOrO HCTIONIB30BARMS [U1st PaGOTEI B IOMEIIEH T apxHBa;

- BEIET yHET HCNONB30BAHMA NOKYMEHTOB, XPaHSINXCS B apxuBe.

4. [TpaBa u 0TBeTCTBEHHOCTE

4.1. 1na BBIMOIHEHHs BO3NOKEHHLIX 321044 1 (yHKImii o, oTBeTCTBeHHOE 33 BedeHMe apxuBa
MBJIOV Ne 19 . A30Ba, umeer Npaso;

4.1.1. KOHTPOHPOBATE BEITOTHEHHE YCTAHOBIIEHHLIX TIPaBU PaGOTH ¢ JOKYMEHTAMH B MBJIOY Ne
19 r. Asopa.

4.2. Jluno, OTBETCTBEHHOE 32 BeNeH e apxuBa MBJIOY No 19 r. Azoga, necer OTBETCTBEHHOCTH 3a
HBIIOTHERHE BO/OIKCHHBIX HA APXHMB 38134 W (yHKII,

4.3. 3a yrpaty u nopuy noKymenToB ACIPKHOCTHBIE THIA YupekIeHus (pyKOBOIHTE, YUPEXKIEHHS U
“THLO, OTBETCTBEHHOE 3a BeeHHE ADXHBA) HECYT OTBETCTBEHHOCTE B COOTBETCTBHH C AeffCTByOmuM
3aKOHOIaTeILCTBOM.

5. Kommiekropanne ApxXHBa

5.1. TloaroToska f0KyMenTOR K nepenade B apxus MBJIOY Ne 19 r, Asosa sximiouaer 3KCIEPTH3Y
HayYHOH W NIPaKTHYECKOil UeHHOCTH AOKYMEHTOB, O(POPMIICHHE 1€, COCTABNCHHE OMHCH.

5.2, DKenepTnsa uenHoCTH JOKYMEHTOB,

5.2.1. Dkcrmeprasa nennocTi AOKYMEHTOB - ONpeiesIeHue IEHHOCTH TOKYMEHTOB C LENlbio orbopa ux
Ha XPAHEHHE H YCTAHOBJIEHHE CPOKOB XPAHEHHS, JKCNePTH3Y HEHHOCTH A0KymMeHTOB B MBJIOVY Ne 19
I. A30Ba OCYIIECTRISET MOCTOSHHO ACHCTBYIONIAS IKCMEPTHAS KOMMCCHS,

5.2.2. DKenepTHAS KOMHCCHS HA3HAYAETCS MpHKasoM 3aeenyiomero MBIIOV Ne 19 r, Asosa. B
COCTAB DKCMEPTHOH KOMHCCHH BRIIOUAIOT He Mepee TPEX COTPYNHIKOB, B TOM HHCTE B 0653aTe/IBHOM
[IOPAIKE THUO, OTBETCTBEHHOE 33 BeICHHE apxusa MBJIOY Ne 19 r, Asoga. OKCrepTHas KOMHCCHS Ha
JACCNANNAX PACCMATPHBAET: HOMEHKIATYPY 1en MBZIOY Ne 19 r. Asosa, onuen JeT OCTOAHHOTO
XPAHEHHA H 110 JTHYHOMY COCTABY, AKTHl HA AOKYMCHTEI, BLIICIAEMBIC K YHHYTOKEHHIO,

5.3. Oopmnenne gen.

5.3.1. lena noctosuHorO XPAHEHHA NONMHBAIOTCS B TBEPYIO 00JI0KKY CypOBBIMHM HHTKaMyt, JIHCTED
HYMEPYIOTCs B IPABOM BEPXHEM YTIIy MPOCTELIM KapaHnamwon. KonuuecTBo MMCTOB B KaxkmoMm nesie He
AOKHO npesbauats 250. B konue aena va otaenshoMm mucre COCTABIACTCA 3aBEPHTENILHAS HAMIKCD,
5.3.2. Ha o6noskke 1ei1 nocTosHEOro XPAHCHUSA NOTKHBI ObITE TPOCTABIEHE] CIEAYIOUIHE PEKBH3HTEI:
HanMeHOoBan e 00pasoBaTeNbHOrO yapekaeHs, HOMEp (HHACKC) nena no HOMEHK/IATYpe, 3aroj0BOK
ACIA, KONHYECTBO JIHCTOB, CPOK XPAHEHHS HIH OTMETKA «XPAHHTH HOCTOSHHOY,

5.3.3. Ilo okonwaaun ACJIONPOU3BOACTBEHHOTO TOIA B odopmnennsie 0610%Kn nen [OCTOSAHHOrO
XPAREHHA BHOCATCH HEOOXOMUMEBIE YTOUHEHHS: B 3ar0m0BKN: A€, COACPHKALINX PACTIOPSAHTETEHEIE
AOKYMEHTE! (TPHKA3bl, MPOTOKONE), BHOCATCS HOMEpA! €CIIH I eJ0 ¢ MepenncKoil COCTOUT U3
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HECKOJIBKHUX TOMOB, B Ka)KJIOM TOMe YKa3biBaeTcs KOPPECITIOHAEHT, aBToOp, TePpUTOpHS, Apyrue
JaHHEle, B KaXX1oM Tome YKa3bIBaeTcs nara (‘{HCHO, MecH1, r O.H) Hayalla ¥ OKOHYaHus JaHHOT'O TOMa.
Tounsle AATbI IPOCTABJIAIOTCS HA 00J10KKax AJIs1 6BICTp0F0 [IOHCKa IOKYMEHTOB B nocnenyromemM, u3

Y€TKO, CBETOCTONKHUMH YEpHUIAMH,
5.3.5. Jlnst yuera kommuectpa JTHCTOB B 11€71e 1 YUKCALHH 0coBeHHOCT HX HYMEpaluy Ha OTAeTBHOM

YKa3aHHEM €ro IOJKHOCTH M [aThl COCTaBJICHHS.
5.3.6. BHyTpeHHss omucy COCTABIISIETCS K J1€/1aM MOCTOSHHOTO U A0TOBPEMEHHOTO (CBBImIE 1() Jer)

BEZIeTCs 1o HOMeHKIIaType net.
5.4. Onucanue MOKyMeHTOB TIOCTOSHHOrO CpoKa XpaHeHHus.

5.4.1. Onuew coctapsiores Pa3]ICTILHO Ha JieN1a MOCTOSHHOrO XPaHCHHS 110 OCHOBHOM IeSTeIBHOCTH 1
Ha 7iena o M4YHOMY cocTaBy.

5.4.2. Oncen cocrapnsiores ACJIONIPOU3BOIUTENIEM.,

5.4.3. Onmes Beneres B enunoif BAJIOBOM HyMepauuu B TeueHue HECKOJIBKHX JIeT.

5.4.4. Ha ziena ¢ ucrekumm CPOKOM XpaHEHHS COCTaBNIAETCS aKT 06 YHUYTOXKEHHH.

6. 3akmounrenpupie MOJI0KEeH S,

6.1. UsmeHenus B HacCTOsIIIeE MMOJIOKEHHE MOTYT BHOCHTELCS B COOTBETCTBHE C JAEHCTBYIOIUM
3aKOHOJATENIBLCTBOM H YCTaBOM MBJIOY Ne 19 r. A3oga,

6.2. Cpok neiicTBus HacTosmero [Tonoxenus ne orpanuyeH. [Tonoxenue ACHCTBYET 10 NPUHSTHS
HOBOI0



