MyHuuunansHoe 6HOIKETHOE 00LLe006pa3oBaTe/IbHOE YUPEeXJeHNe CpefHAs

obuieobpasoBaTesibHas wkona Ne 16 ropoga MsaTuropcka

357524, r.Maruropck, yn. 3opre,8 Ten.: 32-20-02, dhakc: 32-20-02 an. noyta: mousosh 16@mail.ru

PACCMOTPEHO
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MonoxxeHne 06 apxmBe LUKO/bI
I. Obume NonoXxeHUs

1.1. MonoxeHne 06 apxmee MBOY COLL Ne 16 pa3paboTaHO B COOTBETCTBUM
Cc TuNOBbIM MOMOXEHNEM 06 apxuBe OpraHu3auun, YTBEPXAEHHLIM MPUKa3oM
Pocapxumsa ot 11.04.2018 .

1.2. Apxue MBOY COLL Ne16 BbiCTynaeT UCTOYHNUKOM KOMM/IEKTOBaHNA
rocyAapCTBeHHbIX, MyHUUMNAIbHBLIX apXMBOB (fasnee - APXUB LLKO/bI).

1.3. ApXvB LUKOMIbI CO3[aeTCA Ha MpaBax CTPYKTYPHOro nojpasfeneHus,
OCYLLIECTB/IAIOLLEr0  XpaHeHWe, KOMMJIEKTOBaHWE, YYeT UK WCNO/b30BaHMe
NOKYMEHTOB ~ ApXMBHOro  (oHga Poccuiickor — Pefepauun,  AOKYMEHTOB
BpeMeHHbIX (cBbiwe 10 f1eT) CPOKOB XpaHEHUS, B TOM YKC/e MO IMYHOMY COCTaBy,
06pa3oBaBLUMXCA B [EATE/IbHOCTM LUKO/bI, @ TakXe MOAroTOBKY AOKYMEHTOB K
nepefaye Ha MOCTOSHHOE XpaHeHWe B TOCYAAPCTBEHHbIA (MyHULUMNASbHbLIN)
apXuB, UCTOYHMKOM KOMIM/IEKTOBAHMA KOTOPOro BbICTYMNAeT LLUKO/a.

1.4. ApXvB LUKO/bl B CBOEN AeATENbHOCTUM PYKOBOACTBYeTCA PefepasibHbIM
3aKOHOM 0T 22.10.2004 Nel125-®3 «O6 apxmBHOM [Jene B Poccuiickol
defepauun», 3aKOHaMW, HOPMATUBHBLIMW MPAaBOBbIMKA  aKTamy  POCCUIACKOWA
defepaunn, cyobekToB Poccuiickon Pefepauum B cepe apxXMBHOrO fena u
[,eN10Npon3BOACTBA, MpaBuIaMy OpraHn3auum XpaHeHus, KOMMIEKTOBaHNA, yyeTa
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LPYruX apXvBHbIX LOKYMEHTOB B rOCYAapCTBeHHbIX OpraHax, opraHax MecTHOro
camoyrnpas/ieHns 1 opraHnsaunax.
Il. CocTaB JOKyMeHTOB ApxuBa LUKO/IbI

ApPXMB LLKOSbI XPaHWUT:

a) JOKYMEHTbI NOCTOAHHOIO Y BpeMeHHbIX (CBbille O fIET) CPOKOB XpaHeHus,
B TOM 4uncC/ie JOKYMEHTbI MO SINYHOMY cOCTaB/, 06pa3oBaBLUMECS B AeATeNIbHOCTU
LLIKONb!;

6) AOKYMEHTbI MOCTOAHHOIO XPaHeHUs U AOKYMEHTbI MO JIMYHOMY COCTaBy
(hoHaa(oB) opraHu3aunin-NpeaLecTBEHHUKOB (MPY UX HAIMYUN);

B) apXMBHble (DOHAbI IMYHOIO NPOUCXOXAEHUSA (NPU UX HANNYMK);

r) hoHA nonb3oBaHuA (apxmea) (NpU HaIMUUK);

[) CnpaBOYHO-MOMCKOBbIE CPefCTBa K LOKYMEHTaM W yyeTHble AOKYMEHTHI
ApXuBa LLIKONbI.

I1l. 3agaun Apxmsa LLKO/bI

K 3aga4am ApxumBa LLKOSIbI OTHOCATCS:

1. OpraHusaumsa XpaHeHUs [OKYMEHTOB, COCTaB KOTOPbIX MpeayCcMOTPEH
NYHKTOM 5 HacToALLero NMonoxxeHus.

2. KomnnektoBaHve ApxuBa LUKO/bI AOKYMeHTaMu, 06pa3oBaBLUMMUCA B
[eAaTeNlbHOCTU LLUKO/bI.

3. YUeT JOKYMEHTOB, HaXOAALLMXCA Ha XPaHeHUN B APXMBE LLKOSbI.

4. Vicnonb3oBaHWe [OKYMEHTOB, HaxOAALMXCA Ha XpaHeHun B Apxuse
LLIKOSbI.

5. MNoaroTtoBka M CBOEBpeMeHHas nepefaya LOKYMEHTOB ApPXMBHOrO (hoHAa
Poccuiickon  defepaumyt  Ha  MOCTOSAHHOE  XpaHeHWe B TOCYAapCTBEHHbIA
(MyHMUMNANBHBIA) apXuB.

6. MeTogMyecKoe PYKOBOACTBO W KOHTPO/Mb 3a (POPMMPOBAHMEM W
oopmnieHMeM  fen B CTPYKTYPHbIX  MOAPa3fefieHusax — opraHusaumm  u
CBOEBPEMEHHOI nepeaayeit NX B APXMB LUKO/b.

IV. ®yHKUMn ApXmsa LLUKO/bI

ApXMB LLKO/bI OCYLLECTB/ISET CNeaytoLme QyHKUUN:



1 OpraHusyeT npuem [OKYMEHTOB MOCTOSHHOMO W BPeMEHHbIX (CBbie 10
NET) CPOKOB XpaHeHUs, B TOM 4ucie Mo NMlHOMYy cocTaBy, 06pa3oBaBLUMXCA B
[EeATEeNIbHOCTM LIKO/bl, B COOTBETCTBUUN C YTBEPXKAEHHBIM rPatiuKoM.

2. BefeT yyeT AOKYMEHTOB M (POHA0B, HAXOAALLUMXCA Ha XpaHeHUU B ApXuBe
LLIKO/bI.

3. lMpeacTaBnseT B rocyaapCTBEHHbIM (MYHMUMNANbHBIA) apXUB YYeTHble
cBegeHus 06 06beme M COCTaBe XPaHALWMXCS B apxvBe LUKOMbl [OKYMEHTOB
ApxuBHOro ¢oHga Poccuiickort ®efepaun 1 ApYrux apxXmBHbIX LOKYMEHTOB B
COOTBETCTBMM C MOPAAKOM TOCYAapCTBEHHOIO Yy4eTa [AOKYMEHTOB APXMBHOMO
(hoHza Poccuiickon depepauun.

4. CucteMaTu3pyeT v pasMeLLaeT 4OKYMEHTbI, MOCTYNatoLmMe Ha XpaHeH e B
ApXMB LLKO/bI, 06pa30BaBLUMECS B XOA€E OCYLLECTBNEHUA AeSATENbHOCTM LUKO/IbI.

5. OcyLLecTBASET NOArOTOBKY U NPeLCTaBNseT:

a) Ha PacCMOTPEHWE W COrnacoBaHMe 3KCMEPTHOM KOMMCCUM LUKOSbI ONCK
[eN NOCTOSAHHOI0 XpaHeHWs, BpeMeHHbIX (cBbilwe 10 N1eT) CPOKOB XpaHEHWS, B TOM
yncne No SIMYHOMY COCTaBy, a TaKXKe aKTbl O BblAENEHUA K YHWUUTOXKEHMIO
apXMBHbIX AOKYMEHTOB, He NOAJIEXALLMX XPaHEHMIO, aKTbl 06 yTpaTe AOKYMEHTOB,
aKTbl O HEUCMPaBUMbIX MOBPEXAEHUAX apXMUBHbIX JOKYMEHTOB,;

6) Ha YTBEpXAEHMe 3KCMepTHO-NPOBEPOYHON KOMUCCUM  (peaepanbHOro
rocyJapCTBEHHOro apxuBa WM YNOMHOMOYEHHOrO OpraHa WCMNOHUTE/bHOM
B/lacTu cyobekTa Poccuinckont defiepauun B chepe apxmBHOro gena (ganee - 3K
apXMBHOIO YUYpeXaeHns) onucy aen NoCTOAHHOIO XpaHeHus;

B) Ha cornacoBaHue JINK apXMBHOMO Y4YpeXAeHWs WM rocyAapCTBEHHOMO
apxmBa cybbekTa Poccuiickoin ®efepaumn (MyHULMNAILHOIO apxuea), B Ciny4ae
HafleNleHNs ero COOTBETCTBYHOLUMMW MONHOMOYMSIMI, ONUCK Aen MO NNYHOMY
COCTaBY;

) Ha cornacoBaHve 3K apXMBHOro Y4peXmaeHus WAM rocyaapCTBEHHOMO
apxmBa cybbekTa Poccuiickoin ®efepaumn (MyHULMNAIBLHOIO apxuea), B Ciy4ae
HafleNleHnss ero  COOTBETCTBYHOLLMMM  MOSIHOMOYMAMK, aKTbl 00 yTpaTte

JOKYMEHTOB, aKTbl O HENCTIPaBUMbIX NMOBPEXAEHUNAX aPXUBHbLIX JOKYMEHTOB;



o) Ha yTBepXAeHWe AMPEKTOPY LIKO/Mbl OMNMCK AeN MOCTOAHHOrOo XpaHeHus,
onucK BpemMeHHbIX (cBblwwe 10 1eT) CPOKOB XpaHeHWs, B TOM YMC/e OnucKu fen ro
JINYHOMY COCTaBY, aKTbl O BblAeNEeHUN K YHUUTOXXEHNIO apXUBHbIX [LOKYMEHTOB,
He MoA/IeXallMX XpaHeHNo, akTbl 06 yTpaTe JOKYMEHTOB, aKTbl O HEUCMPaBUMbIX
MOBPEXAEHNAX aPXMUBHbIX [OOKYMEHTOB, YTBepPXAeHHble (corfacoBaHHble) K
WM TOCY[apCTBEHHbIM  apXMBOM  Cybbekta  Poccuitickoin — Pefepaumm
(MyHMUMNAbHBIM  apPXMBOM) B C/lydae HafeNeHWs ero COOTBETCTBYHOLMMM
NMO/THOMOYUAMM.

6. OpraHu3yeT nepegavyy [JOKYMEHTOB APXMBHOro ¢oHaa POCCUIACKOM
denepaynn Ha MOCTOAHHOE XpaHEHWE B rOCYAapCTBEHHbIN (MyHULMMAbHDbIR)
apxuB.

7. OpraHu3yeT 1 NpoBOANT 3KCNEPTU3Y LIEHHOCTM [LOKYMEHTOB BPEMEHHbIX
(cBblle 10 NeT) CPOKOB XpaHEeHWs, HAXOAALLUMXCA Ha XpaHeHUU B ApPXMBe LUKO/bl
B UensX oTbopa [AOKYMEHTOB [1S BK/HOYEHMS B COCTaB ApPXMBHOIO (hoHAa
Poccuitickont depepaummn, a TakkKe BbISBNEHUA [LOKYMEHTOB, He MNoanexalmx
[la/IbHENLLIEMY XPaHEeHWIO.

8 TlpoBoaAnT MeponpuAaTMS MO 06ECNeYeHU0 COXPaHHOCTM AOKYMEHTOB,
HaxoAALWMXCA Ha XpaHeHUM B ApXKMBe LLUKO/bI.

9. OpraHun3yeT MH(opMMpPOBaHME PYKOBOACTBA M pabOTHMKOB OpraHu3aumm o
cocTaBse U coepXkaHNN AOKYMEHTOB ApxuMBa LUKO/bI.

10. WHdopmupyeT nosnb3oBaTeneil Mo  BOMPOcaM  MEeCTOHAaXOXAeHWs
apPXMBHbIX AOKYMEHTOB.

11. OpraHu3yeT Bblgayy [JOKYMEHTOB W fAen And paboTbl B UUTa/IbHOM
(NpoCMOTPOBOM) 3a/1e WM BO BPEMEHHOE M0/1b30BaHNE.

12.  WcnonHseT 3anpocbl  MNOMb30BaTeNeid, BblAaeT apXUBHbIE  KOMUM
[IOKYMEHTOB, apXMBHble BbIMWUCKN 1 apXMBHbIE CMPaBKMU.

13. BefeT y4yeT UCNonb30BaHMA 4OKYMEHTOB ApXMBa LLUKO/bI.

14. Co3gaet (poHA NOMb30BaHWA ApXMBa LWKOMAbI WM OpraHuM3yeT ero
MCNOob30BaHNe.

15. OcyLecTBASET BEAEHWE CMPaBOYHO-NMOMCKOBBLIX CPEACTB K [JOKYMEHTaM
4



ApxuBa LLKONbI.

16. YyacTByeT B pa3paboTKe AOKYMEHT >B LUKO/bI MO BONPOCaM apXWMBHOIO
fiena v fenonpon3BoACcTBa.

17. OKa3blBaeT METOANYECKYHO MOMOLLLb:

a) cny>kbe [enonpon3BOACTBA LUKOMbI B COCTAB/IEHUM HOMEHKNaTypbl [Aen,
(hOpMUPOBaHUN N OCNOPMAEHUN [efT;

6) CTPYKTYpPHbIM MoApasfenieHnsamMm 1 paboTHMKaM LIKO/bl B MOArOTOBKE
[IOKYMEHTOB K nepefaye B ApXuB LLUKO/bI.

V. [llpaBa ApxuBa LUKO/bI

ApPXMB LLKOSIbI UMEEeT MpaBo:

a) NPeAcTaBATb AUPEKTOPY LUKO/bI MPeAnoXeHUs Mo COBepLUeHCTBOBAHMIO
opraHmMsauum xpaHeHWs, KOMMJIEKTOBaHWUA, yyeTa M WCMNOMb30BaHUA apXMBHbIX
LOKYMEHTOB B ApXMBe LUKO/bI;

6) 3anpawvBaTb B CTPYKTYPHbIX MOAPa3feNeHnax LWKOMbl  CBefeHWs,
HeobxoAuMble A1 paboTbl APXMBA LLKO/bI;

B) [aBaTb PEKOMeHJauun CTPYKTYPHbIM MoApasfeneHuaM opraHusauum no
BOMpOCaM, OTHOCALLMMCA K KOMMNETEHLMM APXUBa LUKO/bI;

) MHOPMMPOBaTb CTPYKTYPHbIe MOAPa3feNeHns LKO/bl O He06X0AMMOCTH
nepefjayn OOKYMEHTOB B ApPXMB LIKO/bI B COOTBETCTBMM C YTBEPXKAEHHLIM
rpacmKomMm;

[) NPYHUMaTb y4acTue B 3acefaHusx LieHTpasibHOM 3KCMePTHO-MPOBEPOYHOW

Komumccum  npu  deaepanbHOM  apxXMBHOM  areHTcTBe, MK apXMBHOrO

yupexaeHus.
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