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o6pazoBaTeanLHoro yupexaenus «/lerckmii cax Ne 28»

1. O6mue noJioKeHus.

1.1.  Ilonoxkenue 06 apXuBe MYyHHIMIAILHOTO OHOJUKETHOIO JIOLIKOJBHOTO 00pa3zoBaTe/bHOrO
yupexaenns «Jlerckuit can Ne 28» (nanee IMonosxenne) paspaboraio B COOTBETCTBHH C ®enepajibHbIM
jakonom «O6 apxuBHOM geie B Poccumiickoit ®enepamamy or 22.10.2004 Ne 125-@3, Ilncemom
Muno6pasosanus PO ot 20.12. 2000 Ne 03-51/64 «O MeTOHUYECKHX PEKOMEHIALMSX I10 pabote ¢
JOKyMeHTaM# B 00111e00pa3oBaTeIbHbIX YUPEIKACHUAXY.

1.2.  Hacrosumgee Ilomoxkenne pa3padoTaHo B IeJsX:

- COREpIICHCTROBAHHS JIEITEIBHOCTH B c(epe OpraHM3allii XpaHEHHWs, KOMIICKTOBAHHS, ydeTa H
MCTIONB30BAHHS apXUBHEIX 0kymenToB MBIOY «/Jletckuii can Ne 28»;

- paNMOHATBHON Opranu3alny J0KyMEHTAOHHOro 0OecTIeueHHMs B MBJIOVY «[letckwuii can No 28».
1.3. Apxus MBJIOV «Jletckuii cag Ne 28» cosjaercst B UeNAX XPaHCHHUS, KOMIUICKTOBAHHS, yuCTa H
HCTIOJB30BAHES JIOKYMEHTOB, 00pasyiomuxcst B rponecce aesreabnoctn MBIOY «Jlerckuit can Ne 28»
M 3aKOHUEHHDLIX JENONPON3BOJCTBOM JIOKYMEHTOB [PAKTHYECKOTO HasHauenus, ux orbopa u
IO/ITOTOBKE K MEpeiade Ha XpaHeHHe B MyHHIIUITATBHBIH apXHB.

1.4, B cBoeit pabore apxus MBJIOY «Jletckuii cajy Ne 28» pyKOBOJCTBYETCS 3aKOHOJATCIIBCTBOM 00
apxusHOM jiesie Poccuitckoif denepanui, JOKaILHBIMH AKTaMH MBJIOY «Jlerckmii cag Ne 28» u
HacTosituM llososkenuem.

1.5. Koutposib 3a sestenbroctsio apxusa MBJIOY «/letckuit cax Ne 28» ocymectniset 3aBEJYIOIIMIA,
KOTOPbIii 00CCTIEUMBACT APXHB HEOOXOMMBIM OMEIIEHACM 1 000PYI0BAHUEM.

1.6. Henocpesietsennoe pykosoactBo apxusom MBJIOY «Jlercknit can Ne 28» BosjaraeTcs npuKazoMm
3aBE/LYIONIEr0 Ha JIMI0, OTBETCTBEHHOTO 32 BE/ICHHE apXUBa.

2. CocTaB 10KYMEHTOB apXHBAa.

2.1.  ApXuBHBIC JIOKYMEHTBI, IIOCTYIAIOIIME HA XPAHEHHE B apXUB MBJIOY «Jletckuit cajp Ne 28»,
OTHOCSTCS K MYHHIIMITAIBHOM COOCTBEHHOCTH, HE MOUICKAT IIPHUBATU3AIMH, HE MOTYT OBITE OOBEKTOM
ITPOJIAAH, MEHBI, IAPEHHUsL, @ TAK YK€ HHBIX CICJIOK, MOTYIIMX PUBECTH K UX OTHYKICHHIO.

2.2.  Bapxus MBJIOV «/lerckuit can Ne 28» roctymaior:

2.2.1. ApxuBHBIE JIOKYMEHTEHI, 00pa30BaBIIMECs B IPOLECCC  NCATCIBHOCTH MBJIOY «JleTckuii
caz No 28» BpeMeHHOro XpaHeHHs (HeoOXO0MMBIE B IPAKTHYCCKOH NesITeILHOCTH).

2.2.2. ApxXWBHBIC JIOKYMEHTBI, 00pa30BaBIIHECs B MPOIECCe ACHTCIbHOCTH MBJIOY «Jlerckuii
cam No 28».

2.2.3. JIOKYMEHTHI 110 JIMYHOMY COCTaBy, OTPaKalOmME TPYAOBLIC OTHOMICHHA pabornuka ¢
paboToznaresnem.

2.2.4. ApXUBHbIC JOKYMCHTbI [IOCTOSHHOTO XpaHCHUS.

3. 3aaauu u GyHKIHHA ApXUBAa.
3.1.0Ocnosubivu 3anauamu apxusa MBJIOY «Jlerckuii can No 28» sBisroTes:



3.1.1. KoMIjieKkToBaHiEe JOKYMEHTAMH, COCTAaB KOTOPBIX IPEIyCMOTPEH pa3[eioM 2 HacTOSLICro
[Tonoxkerus.

3.1.2. O6ecrieueHue eJMHBIX TPUHIMIIOB OpraHW3allii  XPaHCHHWs, KOMIIIEKTOBAHHUS, yHeTa H
MCTIO/Ib30BAHKUC APXHBHBIX JIOKYMEHTOB, HX COXPAHHOCTH.

3.1.3. OcymecTiende KOHTpoJs 3a (opMupoBaHHeM H O(GOpMIICHHEM JIel B ACNONPOM3BOJCTBE
MBJIOY «/letckuii cax Ne 28».

32. B COOTBETCTBHH C BO3JIOJKEHHBIMHM Ha Hero 3ajadamu apxue MBJIOY «Jlerckuit can Ne 28»
OCYLIECTRIET CIIeAyIomue PYHKIMK:

3.2.1. IlpunumMaer mocje 3aBepLICHMs JIEIONPOU3BOJICTBA, YUHTHIBACT U XPaHUT JIOKYMCHTBI MBJIOY
«Jletcxkuit cax Ne 28», obpaGoTaHHBIE B COOTBETCTBHM C TpeOOBAHMIMH, YCTAHOBJICHHBIMU
3aKOHOIATE/ILCTBOM 00 apxuBHOM jese B Poccuiickoit denepanini.

3.2.2. OcymiecTrisieT ydeT U ofecneuHBaeT MOIHYI0 COXPAHHOCTL MIPHHATHIX apXUBHBIX TOKYMEHTORB, B
TOM YHMCJIE TI0 TUUHOMY COCTaBY.

3.2.3. IIpoBOIMT CBOCBPEMEHHOE YIOPSIOUEHHE APXMBHBIX JOKYMEHTOB (JKCHIEPTH3Y HEHHOCTH,
Hay4HO-TEXHUUYECKYIO 00paboTKy, COCTaBlIeHHE ONUCEH U T.1L.).

3.2.4. OpranusyeT UCIIOJIL30BaHUE JIOKYMEHTOB!

- undopmupyer ammunucrpaumio u paboruuko MBJIOY «Jlercknit cam Ne 28» o cocrase u
COJIEPIKAHNY JIOKYMCHTOB apXHBa;

- BeciyaTHO IPENOCTARNIAET  IOJIL30BATEISIM  APXMBHBIMM  JIOKYMEHTaMU  O(QOPMICHHBIC B
YCTAHOBJICHHOM TOPSJIKE APXMBHBIC CMPABKH WIIM KOMHWH apXMBHBLIX JIOKYMCHTOB, CBS3aHIbLIC C
YCTaHOBJIEHHEM TPYIOBOIO CTaXa, COUMAJIBHON 3alMTON IpaxiaH, npeaycMaTpHBaloied  ux
[leHcHoHNOe obecredeHue, a TaKKe IOJyUYEHHWE JIBIOT, KOMIIEHCAlMdH B COOTBETCTBHM €
3aKoHOAaTenLCcTBOM Poceuiickoii Menepaniu.

- BBIJIAET B YCTAHOBJICHHOM TIOPSJIKE JleNla, JOKYMEHTBI UM KOITMK JIOKYMEHTOB B ICIIIX ciryKeOHOro u
MPaKTHUYECKOTO HCIIOJIB30BAHMS [UTs pabOThl B TOMEIICHHH apXUBa,

- BCJIET VYT HCIIOJIL30BAHUS JIOKYMEHTOB, XPaHsIIMNXCs B apXHBE.

4. TIpaBa W OTBETCTBEHHOCTD.,

4.1. Jlust BOITONHEHMs BO3JOYKEHHBIX 33j1a4 W QYHKIMH JIMIO, OTBETCTBEHHOE 3a BEJICHHE apXuBa
MBJIOY «JleTckuii caj Ne 28» MMeeT npaBo KOHTPOJIMPOBATEH BBINOJHEHHE YCTAHOBICHHBIX TPaBHII
pabothl ¢ nokymentamu MBJIOV «/Jlerckuit can No 28».

42. Jluno. oreetcrBennoe 3a Bemenue apxuea MBJIOY  «Jlerckmii  can Ne 28» HeceT
OTBETCTBEHHOCTh 3@ BBITOIHEHHE BO3JIOKCHHBIX Ha apXUB 3a/1au M (yHKIIHH.

43. 3ayrpary M nopuy JOKYMCHTOB JO/DKHOCTHBIE JTHIA yUPEX/IeH s (PYKOBOUTEMb YUPEHACHUS
M JIMIL0. OTBETCTBEHHOE 33 BEJEHHE apXMBa) HECYT OTBETCTBEHHOCTb B COOTBETCTBHH C JACHCTBYIOLIMM
3aKOHO/1aTEILCTBOM.

5. KoMn/jexkToBaHmne apXuBa.

5.1. llonrotoBka noxymentoB Kk mepenaue B apxuB MBJIOY «Jlerckuit can Ne 28»  BrmOqaeT
YKCTIEPTH3Y NPAKTHUECKOH IIeHHOCTH JIOKYMEHTOB, O(OPMIICHHE JIEI, COCTABJIEHNUE OITHCH.

5.2, Dxeneprrsa HeHHOCTH JIOKYMEHTOB.

5.2.1. Dxcreprusa NEHHOCTH JOKYMEHTOB — ONpEJIe/IeHHEe HEHHOCTH JTOKYMEHTORB € IE/IbI0 orbopa X
Ha XpaHeHWe W YCTAHOBJIEHHE CPOKOB XpaHEHHWs. DKCIEPTHU3Y LHEHHOCTH NOKYMCHTOB OCYIMIECTBIACT
[OCTOSHHO JICHCTRYIONIAS IKCIEPTHAS KOMUCCHA.

5.2.2. DKcrnepTHAs KOMUCCHS HasHauaeTes MPHKA3oM 3apejyiomero. B cocras DKcnepTHON KOMUCCHH
BKJIIOUAIOT HE MEHee TPeX COTPY/IHMKOB, TOM YHCIie B 0043aTe/IbHOM NOPSIKE JIUIO, OTBETCTBCIHOC 3a
BejleHHEe apXHBa. JKCIepTHAas KOMHCCHs Ha 3aCe/laHusX paccMaTpHBacT: HOMEHKJIATYPY NC] MBJ10Y
«Jletckuit cag No 28», ormucH Jielt HOCTOSHHOTO XPAHEHHS H 10 JIHYHOMY COCTaBY, aKThI Ha JIOKYMCHTEI.
BbIIC/IAEMBIC K YHHUTOKECHHUIO.

5.3.0dopmiieHue jie.

5.3.1. Jlesa MOCTOSIHHOTO XpaHeHHs MOJIIABAIOTCSH B TBEPAYIO OOJIOKKY CYPOBBIMH HHTKAMH. JlucTel
HYMEpYIOTCS B IIPABOM BEPXHEM YTy MPOCThIM KapaHiaiioM. KonMiecTBo JMCTOB B KAMKIOM JICNC HE
JIOJKHO npeBbimaTh 250. B KoHIe Je/1a Ha OTAEIBHOM JIMCTE COCTABJIACTCS 3aBePUTE/IbHAA HALIACE.



5.3.2. Ha o60sKKe /1€l OCTOSHHOrO XpaHCeHHs J10JIKHbI GBITH TIPOCTABIEHBI CIECAYIOLIME PEKBU3HTDL
HauMenoBaiie 00pa3oBaTellbHOrO YUPEIKICHH, HOMED (MHCKC) Jena 10 HOMEHKIAType, 3arolloBoK
JleJ1d, KOJMUECTBO JIMCTOB, CPOK XPAHEHHMs U/M OTMETKA «XpaiiTh [OCTOSIHHOY, HOMep (oH/1a, OTNHCH,
nena.

53.3. Tlo OKOHYAHMH JIENOIPOU3BOJCTBCHHOIO roia B o(opmieHHbIe  ODNOXKH  MOCTOAHHOTO
XpaHeHHs BHOCATCSA HEOOXOIMMBIE YTOUHEHHMA: B 3arONOBKH JIeJl, COJIepyKallue paciopaauTeIbHbIC
JIOKYMEHTBI  (ITpHKa3bl. NPOTOKOIBI), BHOCSTCS HOMEpA; ecii Jeno ¢ [EPENHCKOil COCTOUT H3
HECKONIBKHX TOMOB, B K@KIOM TOME YKAa3bIBAETCS KOPPECIOHACHT, aBTOp. TEPPUTOPHS M JpYyrue
fannbie. B KaX/I0M TOME YKa3bIBacTCs Natad (ureIio, MecsIl, TOJ1) Hayasua ¥ OKOHYaHHs NaHHOro TOMa.
TouHble JAThl POCTABISIOTCS Ha OOJOKKAX JUIs GBICTPOrO MMOKCKA JOKYMEHTOB B TIOCIECIYIOMICM; H3
3aBepUTENBHOM HAIIUCH Ha 0OJOXKKY J1e/1a BEIHOCHTCA KOJIMYECTBO JIACTOR B J€JIE.

5.3.4. Hajnucu Ha OBNOYKKAX JICN MOCTOSIHHOTO M JOJTrOBPEMEHHOTO XpaHeHHs ClIe/lyeT TPOU3BO/IHTD
YeTKO. CRETOCTOHKUMH YCPHHIIAMU.

5.3.5. Jlna ydeta KOMM4YeCTBa JIMCTOB B IGJIE H duxcain ocoOeHHOCTEH HX HyMEpallii Ha OTJIEJILHOM
HCTE COCTARIJSETCS 3aRepuTeibHas Haumch. B 3aBepHTENLHON HAJITHCH YKA3BIBACTCS KOJIHMHCCTBO
JIMCTOR (HM(ppamMu | UPONHCHIO) B JCIC. 3aBepuTe/bHAS HAINCh MOITHCHIBACTCS COCTABMTEICM c
yKa3aHUeM ero JI0JDKHOCTH U JIaThl COCTAB/ICHHS.

5.3.6. Buyrpenuss Onuch coCTaBisieTes K J€]1aM [IOCTOSHHOTO ¥ J0JToBpeMenHoro (cebime 10 JeT)
cpoka XpaHcHUsl, C(HOPMUPOBAHHBIM 10 DA3HOBHHOCTSIM JOKYMEHTOB, 3arOJNOBKH KOTOPEIX He
pacKpHIBAIOT KOHKPETHOE COJICPIKAHE IOKYMEHTOB (0co6o TeHHbIE, JIMTHBIE A¢a 1 Ip.)

5.3.7. Jlena BpeMenHOro XpaseHus 0QopmIIsIOTes yHPOLUICHHO: OHM HE MOIIMBAIOTCS, THCTHI B HHX HE
HYMEpYIOTCS, YTOYHEHHE Ha OBJIOIKKAX HE TPOM3BOJIMTCS, OTMCH Ha JIENa HE COCTABIAIOTCA, yuer
BEJICTCH 110 HOMEHKIAType Al

5.4.0Onucanye J0KYMEHTOB MOCTOAHHOIO XPaHCHHS

54 1. OmucH cOCTABIAIOTES Pa3AebHO Ha JIe)a MOCTOAHHOTO XpaHEHH s TI0 OCHOBHOMH A€ATCILHOCTH H
Ha Jesia 1o JMUHOMY COCTaBY.

5.4.2. OmKCH COCTABIISIOTCS JICIONPOU3BOIUTEICM

5.4.3. Onuch BEAETCA B €IMHOM BAJIOBOH HYMEPAIHH B TCUCHHUC HECKOJIBKHX JIET.

54.4. Ha jena ¢ MCTEKIIMM CPOKOM XpaHCHHs COCTABIACTCH aKT 00 YHUUYTOKEHHUH.

6. 3ar0UHTE/IHLHBIC ITOJIOKCHHUSL.

6.1. WMsmenenuss B Hacrosiee [lonoxenne MOTYT BHOCHTHCS B COOTBETCTBHH C JIEHCTBYIOUIHM
3aKOHOJATEIHLCTBOM M Y CTABOM MBJIOY «Jletckuii cam Ne 28».

6.2. Cpok jeHcTBHS HACTOAILCTO TMonoenus He orpanuuer. Ilonoxkenne ISHCTBYET 10 MPUHSATHS
HOBOTO.



