Hosoxenue 06 apxuse MB/10Y
«/Aerckmii cag Nel5»

1. O6mue nogoxenns

1. Tlonoxenue 06 apxuBe MBJIOY «Jlerckuii cax Nel5» pa3paboraHo B COOTBETCTBHH C
TunoBeiM nonoxeHHeM 00 apXxuBe OpPraHH3allMM, YTBEpXKIACHHHIM NpHKasom PocapxmuBa ot
11.04.2018 Ne 42.

2. ApxuB MBJIOY «Jlercknii can Nel5 (nanee — ApxuB 00pa3oBaTelIbHOM OpraHW3aIHH)
BBICTYTIa€T HCTOYHHKOM KOMIUIEKTOBaHHSA FOCYIaPCTBEHHBIX, MyHHIIUNIAIHHLIX apXHBOB.

3. ApxHMB cO3/aeTcsi Ha MNpaBaX CTPYKTYPHOIO NOApa3sfeNieHus, OCYIIECTBISIONIErO
XpaHEHHE, KOMILUIEKTOBaHHE, y4YeT H HCIOJIb30BaHHE [OKyMEHTOB ApxuBHOro ¢oHzma
Poccuiickoii Denepanyn, TOKYMEHTOB BpeMeHHBIX (cBbime 10 1eT) CpOKOB XpaHEHHA, B TOM
YHCJiE€ MO JMYHOMY COCTaBy, OOpa30BaBIIMXCS B JEATENBHOCTH OPraHW3alMM, a TaKkKe
NOATOTOBKY JOKYMEHTOB K [epefjade Ha IMOCTOSHHOE XpaHEHHE B TIOCYJapCTBEHHBIH
(MyHHIHTIANBHBIH)  ApXMB,  HMCTOYHHKOM  KOMIUIEKTOBaHHS  KOTOPOTO  BBICTYHaeT
obpazoBaresibHasi OpraHu3anys.

4. ApxHB B CBOEH JIeaTeIbHOCTH pyKoBojacTByercs DenepanbHbiM 3akoHoM ot 22.10.2004
Ne 125-03 «O6 apxuBHOoM jnene B Poccumiickoii ®enepanmmn», @DenepaibHbIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O6 obpa3oBannu B Poccuiickoii ®Penepanin», HHHIMA HOPMAaTHBHBIMHA
npaBoBeiMH aktamu Poccuiickoii ®enepauuu, cybovekra Poccuiickoii ®Depnepaunu B chepe
apXWBHOIO Jiela M JEJNONpPOM3BOJCTBA, YCTaBOM, JIOKANTHHHIMH HOPMATHBHBIMH aKTaMH H
TIPHKa3aMH o0pazoBaTenbHOH OpraHH3aIHH, HACTOAIHM NIOJIOXKEHHEM.

I1. CocraB fokyMeHTOB ApXHBa 00pa3oBaTebHON OpranH3an#H

5. ApxuB 00pa30BaTeNbHOM OPraHW3alAH XPaHHT:

a) JIOKyMEHTHI IOCTOSHHOrO H BpeMeHHBIX (cBbimie 10 j1eT) CpOKOB XpaHEHHs, B TOM YHCIE
JOKYMEHTHI 10 JIHYHOMY COCTaBy, oOpasoBaBmmecs B jaearensHocTH MBJIOY «Jlerckuii can
Nel5;

6) HOKYMEHTHI TOCTOSHHONO XpaHEHHs W JIOKyMEHTHI 10 JIHYHOMY cocTtaBy ¢onzma(oB)
OpraHW3al|H-NPeIIEeCTBEHHAKOB (PH UX HATHIHH);

B) apXUBHBIE (POH/IBI THYHOTO NPOHCXOXKACHUS (IPH HX HATHYHH);

r) (ponn nonp30Banus (apXuBa) (MPH HANHYHHK);

JI) CIOpPaBOYHO-TIOMCKOBHIE CPEJCTBA K JOKYMEHTaM M Y4YeTHhIe JOKYMEHTH ApXwBa
oOpa3oBarenbHOM OpraHH3alHH.

I11. 3agaun ApxuBa o0pazoBaTebHOH OPraHnH3alHH

6. K 3ajauam ApxuBa 00pa3oBaTe/ibHOH OpraHU3allii OTHOCATCS:

6.1. Opranm3an|s XpaHeHHsS AOKYMEHTOB, COCTaB KOTODPBHIX NpPENyCMOTPEH. IyHKTOM 5
Hacroamero Ilonoxenus.

6.2. KommnexroBanue ApxuBa 00pa3oBaTeNbHOH OpraHM3alliM  JIOKYMEHTaMH,




YTBEPXIAIO
3asenyromuiit MBJI0Y
«Jerckuii cag Ne 15»
A.A.Doxuna

[Tpuxkaz ot 28.08.2017T.

Honoxenue 00 apxuse MBIOY
«JleTckmii cag NelSy

1. O0mue moJI0KeHus

1. ITonoxxenune 06 apxuBe MBJIOVY «/lerckmii cax NelS5» pa3paboTaHO B COOTBETCTBHH C
TunoBeIM MOJIOXKEHWEM 00 apXWBE OpraHu3alud, YTBEP)KICHHBIM Npukazom PocapxuBa ot
11.04.2018 Ne 42.

2. ApxuB MBJIOY «/lerckuii cag Nel5 (manee — ApxuB 00pa3oBaTEIbHON OpraHU3aLUN)
BBICTYIAET UCTOUHUKOM KOMIUIEKTOBAHHUS FOCYAapCTBEHHBIX, MYHHUIUIAIBLHBIX apXUBOB.

3. ApxuB co3/Jaercs Ha IpaBax CTPYKTYPHOTO TOJPA3AEICHUs, OCYILECTBISIOLIETO
XpaHeHUe, KOMIUIEKTOBaHHE, YYeT M HCIOJIb30BaHUE JOKYMEHTOB ApxuBHOro ¢oHaa
Poccuiickoit @enepanuu, TOKyMEHTOB BpeMEHHbIX (CBbIlIE 10 JIeT) CPOKOB XpaHEHUs, B TOM
qycle MO JIMYHOMY COCTaBy, OOpa3oBaBUIMXCA B JACSITENBHOCTH OpraHU3allid, a TaKkKe
MOATOTOBKY JOKYMEHTOB K TIiepeqade Ha TOCTOSHHOE XpaHEHHE B TOCYJIapCTBEHHBIN
(MyHUIIMNIANIGHBIN) ~ apXuB,  HMCTOYHUKOM  KOMIUIEKTOBAaHHS  KOTOPOIO  BBICTYHAaeT
oOpa3oBaTesibHasi OpraHu3arysl.

4. ApxuB B CBOEH JI€ATEIILHOCTU pyKOBOACTBYeTCs DenepaibHbIM 3akoHOM 0T 22.10.2004
Ne 125-®@3 «O6 apxuBHOM gene B Poccuiickoit ®enepanumn», denepadbHbIM 3aKOHOM OT
29.12.2012 Ne 273-®3 «O06 obpazoBanuu B Poccuiickoit denepannny», MTHBIMU HOPMATHUBHBIMU
npaBoBeIMU akTamu Poccuiickoit ®exneparmu, cyobekra Poccuiickoit @eneparmuu B chepe
ApXMBHOTO J€Jla W JeNONPOM3BOJCTBA, YCTaBOM, JIOKaJbHBIMU HOPMATHBHBIMU AaKTaMH U
puKa3zaMu o0pa3oBaTesIbHOI OpraHu3alui, HACTOSALIUM MIOJIO’KEHUEM.

II. CocTaB 10KyMeHTOB ApXHBa 00pa30BaTeIbHOI OPraHUu3alumu

5. ApxuB o0Opa3oBaTenbHON OpraHNU3aluy XPaHHT:

a) TOKYMEHTBI IOCTOSTHHOTO ¥ BpeMeHHBIX (cBbIlIe 10 JeT) CpOKOB XpaHEHMs, B TOM YHCIIe
JIOKYMEHTBI T10 JINYHOMY COCTaBy, oOpasoBaBiuecs B AestenbHoctd MBJIOY «/leTckuit can
Nel5;

0) IOKYMEHTHI MOCTOSHHOTO XPaHEHHUS M JOKYMEHTHI MO JIMYHOMY coOcTaBy (oHIa(0OB)
OpraHu3alUi-PEIIeCTBEHHUKOB (MIPH UX HATUYHH);

B) apXUBHBIE (DOHBI IMYHOTO MPOUCXOKIACHUS (IIPU UX HATUUHH);

r) hoHA monb3oBaHus (apxuBa) (MPU HATUUHHN);

J1) CIpPaBOYHO-TIOMCKOBBIE CpEJICTBA K JOKYMEHTAaM M YYETHblE JOKYMEHThl ApXuBa
o0Opa3oBaTenbHON OpraHu3aLuu.

II1. 3agaun ApxuBa 00pa3oBaTeILHON OPraHu3anun

6. K 3amauam ApxuBa 00pa3oBaTeIbHON OPTaHU3AIMNA OTHOCSTCS:



6.1. Opranuzanus XpaHEHHUS JTOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH IMYHKTOM 5
Hactosiiero [lonoxenusi.

6.2. KowmmuiekroBanne ApxuBa 00pa30BaTeNbHOW  OpraHM3aldd  JOKYMEHTaMH,
oOpazoBasimmucs B aesitenbHocTH MBJIOY «/lerckuii cam NelS.

6.3. Yyer [OKyMEHTOB, HaXOASIIMXCS HAa XpaHEHUU B ApxuBe 00pa3zoBaTeNbHOI
OpraHu3anyu.

6.4. Mcnonp3oBaHue JOKYMEHTOB, HaXOIINXCS HA XpaHEHUU B ApXHBe 00pa30BaTeIbHOMN
OpraHu3aLyu.

6.5. IloaroroBka u cBOEBpeMeHHas epeadya JOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoi
®denepaliuy Ha MOCTOSIHHOE XPAaHEHUE B FOCYIapCTBEHHBIN (MyHULIMIATBHBIN) apXUB.

6.6. MeTouueckoe pyKOBOJACTBO M KOHTPOJIb 32 (pOpMHUpPOBaHUEM U OPOPMIICHUEM JEI B
CTPYKTYPHBIX MOJpa3[eJICHUs X OpIraHU3allud U CBOEBPEMEHHOM Iiepefadyeidl ux B ApXuB
00pa3oBaTeNbHON OpraHu3aluy.

IV. ®ynkuun ApxuBa o0pa3oBaTe/ibHOH OPraHu3aluu

7. ApxuB 00pa3oBaTeIbHON OpraHU3AIMH OCYIIECTBIIET CICAYIONTNE (QYHKIIUN:

7.1. OpranusyeT npueM JOKYMEHTOB IOCTOSHHOI'O M BpeMeHHbIX (cBbiie 10 jeT) cpokoB
XpaHEHus, B TOM YHUCJIE IO JMYHOMY COCTaBy, oOpa3oBaBIIUXCS B JestesnbHocTH MBJIOY
«[etckuii cax Nel5, B COOTBETCTBHM C YTBEP>KACHHBIM I'PapUKOM.

7.2. Bemer yuer IOKyMEHTOB M (DOHAOB, HAxXOIAUIMXCA HAa XpaHEHHMH B ApxuBe
00pa3oBaTeNbHON OpraHU3aLHH.

7.3. IlpencraBisier B roCyAapCTBEHHBIM (MyHULMIAIbHBIN) apXUB y4eTHbIE CBEACHUS 00
o0beMe U CcOoCTaBe XpaHALIMXCS B ApxuBe 00pa3oBaTeibHON OpraHu3alMyd JOKYMEHTOB
ApxusHoro (onna Poccuiickoit denepanuu u Ipyrux apXMBHBIX JOKYMEHTOB B COOTBETCTBHUU C
HOPSIIKOM TOCYAapCTBEHHOTO yueTa JOKyMeHTOB ApxuBHoOro (onaa Poccuiickoii @eneparui.

7.4. CucteMaTU3NpyeT U pa3sMellaeT JOKYMEHTHI, IMOCTYIMAOIIME Ha XpaHCHHE B ApXUB
oOpa3oBaTenbHOW oOpraHu3anuu, oOpazoBaBimuecs B jaesrenbHocTd MBJIOY «/leTckuit can
Nels.

7.5. Ocyl1ecTBaseT NOATOTOBKY U IIPEJCTABIISIET:

a) Ha pacCMOTPEHHE M COIJIACOBAHME OKCIEPTHOM KOMHCCHM 00pa3oBaTEIbHON
OpraHM3aly OIUCU JEJI IIOCTOSHHOTO XpaHEHWs, BPEMEHHbIX (cBbime 10 JseT) cpokoB
XpaHEHHs, B TOM YHUCJE M0 JUYHOMY COCTaBY, a TaK€ aKThl O BBIICICHUU K YHHUYTOXKEHUIO
apXMBHBIX JOKYMEHTOB, HE IOJUICKAIINX XPAHEHHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O
HEHCIIPAaBUMBIX MOBPEKICHUSAX apXUBHBIX JJOKYMEHTOB;

0) Ha YTBEpXJECHUE SKCIEPTHO-IPOBEPOUYHON KOMHUCCHUHM YIOJIHOMOYEHHOIO OpraHa
WCIIOJIHUTENIbHON BiacTu cyOwnekTta Poccmiickoit denepanuu B cdepe apXUBHOTO Jeiia OIMUCH
JIEJ IOCTOSIHHOTO XPAaHEHUS;

B) Ha cornacoBanue DIIK yrmosHOMOYEHHOTO OpraHa WCIIOJIHUTEIBHON BJIACTH CyOBEKTa
Poccuiickoit @eaepanu B cepe apXMBHOTO Jeia WM TOCYAapCTBEHHOTO apXHBa CyObEKTa
Poccuiickoii  ®enepanuu  (MYHULIMITAJIBHOTO — apXWMBa) B cllydae  HAJCICHUA  €ro
COOTBETCTBYIOIIMMH MOJHOMOYHSIMH OIUCH JIE] 110 JINYHOMY COCTaBY;

r) Ha cornacoBanue OIIK ymoiHOMOYEHHOTO OopraHa WCIOJHUTEIBLHON BIIaCTH CyOBEKTa
Poccuiickoit @exepanu B cdepe apXMBHOTO Jeia MIM TOCYAAPCTBEHHOTO apXWBa CyOBEKTa
Poccuiickoii  ®enepanuu  (MYHUIMITAJIBHOTO  apXWBa) B cllydae  HAJCICHUS  €r0
COOTBETCTBYIOIIMMHU TOJTHOMOUYHUSMHU aKThl 00 yTpaTe IOKYMEHTOB, aKThl O HEHCIPaBUMBIX
HOBPEXACHUAX apXUBHBIX JOKYMEHTOB;

1) Ha YTBEPXKICHHE 3aBEIYIOLIEMY MBJIOY «Jlerckuii cam NelS5» ommcu ngen
MOCTOSTHHOTO XpaHEHUs, OMUCH BpeMeHHBIX (cBbImie 10 jieT) CpOKOB XpaHEHUs, B TOM YHCIE
OMMCH JIe]l IO TUYHOMY COCTaBY, aKThl O BBIJICJIEHUH K YHUUYTOKECHHUIO apXUBHBIX JOKYMEHTOB,
HE TOMJIEKAIIMX XPaHEHUIO, aKThl 00 yTpare JJAOKYMEHTOB, aKThl O HEHCIIPaBUMBIX
MOBPEXKACHUAX apXMUBHBIX JOKYMEHTOB, YTBepKIeHHbIe (cornacoBanHeie) OIIK wumm
rOCy/IapCTBEHHBIM apXUBOM cyObekTa Poccuiickoit denepanun (MyHUITUTIAIBHBIM apXHUBOM), B
CJy4yae HaJEJIeHHs €r0 COOTBETCTBYIOIMMH MOJTHOMOYHUSMH.



7.6. Opranmsyet nepenady TOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit @enepanuu Ha
HOCTOSIHHOE XpaHEHHE B rOCY1apCTBEHHBIN (MyHULIUTIAJIbHBIN) apXUB.

7.7. Opranusyer U MPOBOAMT SKCIEPTH3Y LIEHHOCTH TOKYMEHTOB BpeMeHHBbIX (cBbimie 10
JIeT) CPOKOB XpaHEHUs, HAXOAIIMUXCS HA XpaHEHUHU B ApXuBe 00pa30BaTeIbHONW OpraHu3aliy, B
Hensix orbopa JOKYMEHTOB Il BKJIIOYEHHMsT B cocTaB ApxuBHOro ¢onna Poccuiickoi
Ddeneparuy, a TAK)Ke BbIABICHHUS JOKYMEHTOB, HE MOAJISKAIINX JTaIbHEHIIEMY XpaHEHHUIO.

7.8. IIpoBoAUT MEpONPHUATHS MO 00ECIIEUCHUIO COXPAHHOCTH JOKYMEHTOB, HAXO/ISIINXCS
Ha XpaHEHHH B ApxuBe 00pa30BaTEIbHON OpraHU3aLuy.

7.9. Opranuzyet HHPOPMUPOBAHNE PYKOBOJICTBA  PAOOTHUKOB OPTraHU3AIMH O COCTaBE U
COJIepKAHUU IOKYMEHTOB ApXuBa 00pa3oBaTeIbHOI OpraHu3aluu.

7.10. Hudopmupyer moyb30BaTENCH IO BONPOCAM MECTOHAXOXKICHHS apPXHUBHBIX
JIOKYMEHTOB.

7.11. Opranuzyet BblAauy JOKYMEHTOB M 1€ Ui paboThl B YUTAIBHOM (IIPOCMOTPOBOM)
3aJle WIN BO BPEMEHHOE I10JIb30BAHHUE.

7.12. HcnonHseT 3ampochl IMOJb30BATENIEH, BBIAACT ApPXHMBHBIE KOIHWH JOKYMEHTOB,
ApXMBHbIC BHITUCKH U apXUBHbIE CIIPABKH.

7.13. BegeT y4eT ucnosib30BaHUsl JOKYMEHTOB ApXuBa 00pa30BaTeIbHONW OpraHu3aIiy.

7.14. Co3naet (oHa monp3oBaHus ApXuBa 00pa30BaTEIbHON OpPraHU3alMKM U OPraHU3YeT
€ro UCMOJIb30BaHHE.

7.15. Ocy1ecTBisieT BEACHUE CIPABOYHO-TIOMCKOBBIX CPEJICTB K JOKyMEHTaM ApxuBa
00pa3oBaTeNbHON OpraHu3aluy.

7.16. YuacTtByeT B pa3pabOTKe JOKYMEHTOB IIKOJIBI [0 BOIPOCAM ApPXUBHOIO Jeia U
JIeJIONIPOU3BO/ICTBA.

7.17. Oka3bIBa€T METOJUYECKYIO TOMOLIb!

a) ciIyx0e JeTompoM3BOJICTBA O0pa30BaTEIbHOM OpraHU3allid B  COCTABJICHUH
HOMEHKJIATYpHI Jel1, opMUpPOBaHUH U O(hOPMIICHUH JIET;

0) CTPYKTYpHBIM TOJIpa3JeieHUsIM W paOOTHHUKaM 0Opa3oBaTeIbHOW OpraHU3alMH B
MOJTrOTOBKE JJOKYMEHTOB K Iepeade B ApXuB 00pa3oBaTeIbHOM OpraHu3alum.

V. IlpaBa ApxuBa 00pa3oBaTeIbHON OPpraHu3alun

8. ApxuB 00pa30BaTeIbHON OPraHU3aIHI UMEET MIPABO:

a) mnpencrtaBiaTh 3aBeaywmemy MBIOY «/lerckuit cam NelS» mpemokeHus 10
COBEpIICHCTBOBAHUIO OPTraHU3allMd XPaHEHUS, KOMIUIEKTOBAaHHWsS, ydeTa M HCIOIb30BaAHUS
apXUBHBIX JOKYMEHTOB B ApXHBe 00pa30BaTeIbHON OpraHU3allly;

0) 3ampamuBaTh B CTPYKTYPHBIX TMOJpa3lelieHUusX O00pa3oBaTEeNIbHON OpraHU3aIluu
CBEJICHUS, HEOOXOUMBIE JIJIs1 pabOThl ApXUBa;

B) /1aBaTh PEKOMEHIAIMH CTPYKTYPHBIM MOJpa3/IeIeHUsIM 00pa30BaTEIbHON OpraHu3aiuu
10 BOIIPOCAM, OTHOCSIIUMCS K KOMIETEHIIMM APXUBA;

r) WHPOPMHUPOBATH CTPYKTYPHBIE MOJApa3elieHuss 00pa30BaTeIbHONW OpraHu3alud O
HEOOXOJMMOCTH Tiepejauld JOKYMEHTOB B APXVB B COOTBETCTBUM C YTBEPXKAEHHbLIM rPacUKOM.



