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1. O6mue mos10KeHN

1.1. Hactosmee Ilonoxenune pa3paboTaHoO B COOTBETCTBHH C  IIOJOKEHHSAMH
GOenepanpHoro 3akoHa ot 22 oktsadps 2004 r. N 125-d3 "O6 apxusHOM jeiie B Poccuiickoi
Qenepauyu" ¥ MHBIMH HOPMATHBHO-TIPaBOBBIMH aKTaMH W METOJMYECKUMH MaTepHasiaMu,
PEryJIMpYIOLIMMHU BONIPOCH! pabOTHI ¢ JOKYMEHTaMH B 00pa30BaTeIbHBIX OpraHU3aIHsX.

1.2. Apxus co3zaan B I'TIOY 51O Benukocenbckom arpapHoM Kosutemke (najee - Koytemk)
B LIEJISX:

- yYeTa M HCIIO/Ib30BAHUS JOKYMEHTOB, 00pa3ylolMXcs B IpOLECCEe NEATEIBHOCTH
Konnemxka (nanee - TOKyMeHTEHI);

- XpaHEHHsI, KOMIUIEKTOBAHUS JJOKYMEHTOB;

- 0TOOpa ¥ MOJArOTOBKH TIOKYMEHTOB, [IEpeIaBAeMbIX B apPXHB;

- HHOE.

1.3. ApxuB B cBOeil HEATENBHOCTH PYKOBOACTBYETCS MOJIOKEHUSIMU DeepanbHoro
3akoHa oT 22 okTabps 2004 r. N 125-@3 "O6 apxuBHOM xene B Poccuiickoit ®epepauuu”,
HOPMAaTHBHO-TIPABOBBIMH AKTaMH U METOJUUYECKUMH MaTepUaIaMH, PErYTHPYIOIIUMH BOIIPOCHI
paboTel ¢ JOKyMEHTaMU B 00pa30BaTeNIbHBIX OpraHU3aIUsIX, HACTOSIUM [T0J10KeHHEM.

1.4. KOHTpOJIb 3a IeATEIbHOCTBIO apXHUBa BO3JIaraeTcsl Ha OyXrajTepuro U OT/Ie KaJpoB
Konnemxa.

2. 3agaun u pyHKnMu apxusa

OCHOBHBIMH 3a71a4yaM# U QYHKIHUSIMH apXUBa SBJISIOTCS:

2.1. ObecnieueHne COXpaHHOCTH APXUBHBIX JOKYMEHTOB, B TOM YHCJIE JOKYMEHTOB IO
JHUYHOMY COCTaBY, B TEYEHHE CPOKOB MX XpPaHEHHUs, YCTAHOBJIEHHBIX (pelepabHbIMU 3aKOHAMH,
MHBIMH HOPMAaTUBHBIMH IIPaBOBbIMHU akTaMu Poccuiickoii @enepanuu.

2.2. Y4er noKyMeHTOB, 00pa3yromuxcs B mpouecce aesrensnoctd Komnemka.

2.3. XpaHeHue, KOMIUIEKTOBaHHE JOKYMEHTOB.

2.4. OT60p ¥ MOArOTOBKA IOKYMEHTOB, NepeIaBaeMbIX B apXHB.

2.5. Opranu3anus UCIOJIB30BaHUS JOKYMEHTOB apXHBa, B TOM YHCIIE:

- IPEIOCTABJIEHUE CIIPABOK U KOMHIA apXUBHBIX JJOKYMEHTOB;

- BblJlaya B YCTAHOBJICHHOM IOpSIKE €N B IENSX NMPAKTUYECKOro HCIIOJIb30BaHHS B
IIOMEILEHHH apXHUBa;

- uHpopMupoBaHue paboTHHKOB Koemka 0 cocraBe W COAEp)KAaHHH JTOKYMEHTOB
apXuBa;

- HHOE.



3. KommiekToBanne apxupa. OdopmieHne 10KyMEHTOB, IOCTYMAIMHX B apXHB

3.1. B apxus Komremka nocrynaror AOKYMEHTBL y4eOHOM yacTH, OTAeNa KaapoB H
OyXraJTepHH.

3.2. JlokyMeHTHI, MocTynaomue B apxus Kosiemka, sSBIAIOTCA COOCTBEHHOCTBIO H HE
MOJUIEXKAT OTIYKJICHHIO.

3.3. Bce mocTymamomue B apXuB JOKYMEHTBI MPOXOMAT OSKCIEPTH3Y Hay4yHOH H
[PaKTHYECKOH LEHHOCTH, 0OPMIICHHE B YCTAHOBICHHOM TOPAAKE € COCTaBJICHUEM OIIMCH.

3.4. Jlena TOCTOSHHOrO XpaHEHHs MOAUIMBAIOTCA B TOJCTYIO 00JIOKKY, JIMCTBI
HYMEpYIOTCS.

3.5. Ha 0GJI0%KaX e MOCTOSHHOTO XPAaHEHHs JO/DKHBI OBITH yKa3aHbI CIEIyIOIIHE
pexBU3UTHL: Ne Jena, roji, HAMMEHOBaHHUE.

3.6. K nmenam, CpoK XpaHEHHsS KOTOPBIX MPEBBILIACT 10 sner, cocTaBIsieTCs BHYTPEHHSA
OIHUCB.

3.7. Jins pukcauuu 0coOEHHOCTH HyMepalu | KOJIHYeCTBa JIMCTOB B JIeJIe COCTaBISAETCS
3aBepHTe/IbHAs HAIIHCh, KOTOpas MOJMHUCHIBACTCS COCTABUTENEM C yKa3aHHEeM €ro J0DKHOCTH H
JIaThl COCTaBJICHHSL.

3.8. Jlesa BPEMEHHOro XpaHeHHs OQOPMISIOTCS B  YIPOIICHHOM nopsaKe, He
[OIMBAOTCS, HE HMEIOT HyMepalluH, 3aBePUTEIbHON HAIIUCH 1 BHYTPEHHEH OIHMCH.

3.9. Ha 1ena, y KOTOPBIX HCTEK CPOK XPaHEHHUS, COCTABIACTCS aKT 00 YHUYTOXKEHHUH.

4. DKCNepTH3Aa UEHHOCTH NOCTYNAIMHX B APXHB IOKYMEHTOB

4.1. DKcrepTH3y LEHHOCTH JOKYMEHTOB, TMOCTYMAOMHUX B apXHB, OCYIIECTBIISET
9KCIIEPTHAs KOMUCCHSL. :

4.2. DKcriepTHas KOMHCCHS Ha3HA4YaeTCsl MPUKasOM AMPEKTOpa Komnenxa.

43. B cocTaB KOMHCCHH BXOJAT: [VIaBHBI Oyxrairep, OyXxranrep, CeKperapb y4eOHOH
yacTH, MHCIIEKTOP IO KajapaM, KOMEH/IaHT.

5. YHHYTOKEHHE JOKYMEHTOB ¢ HCTeKIIHM CPOKOM XpaHeHHst

5.1. YHUUTOXKEHHE JOKYMEHTOB C HCTEKIIUM CPOKOM XPaHEHHUs], HAXOMAIHECSH B apXHBe
IIPOM3BOUTCS MYTEM MEXaHHIECKOH nepepaboOTKH MM COJNOKCHHS, O YEM COCTABIIACTCH AKT 00
YHHYTOXKEHHH (IIPUIIOKEHHE Ne 1 x Hacrosmemy [1070KEHHUIO).

5.2. JIOKyMEHTbl CPOKOM XpaHEHHS MCHCE 10 5mer yHHUUYTOXAIOTCS PYKOBOIHTECICM
COOTBETCTBYIOIIETO CTPYKTYPHOTO IMOApa3/IeNieHns B MOPAMKE, onpesieeHHOM ITyHKTOM 5.1.
nacrosmero [TonoxeHus.

6. IIpaBa U OTBETCTBEHHOCTH JINLIA, OTBETCTBEHHOI0 32 Be/ICHHE apXHBa

6.1. OTBeTCTBEHHBIH 3a BEJICHUE apXHBa UMEET MTPABO:

- KOHTpOJHMpOBAaTh BBHINONHEHHE PAOOTHHKAMH Komtemka mpaBun paboTel ¢
JIOKyMEHTaMH;

- TpeboBath 0T paboTHUKOB Komiemwka CBOEBPEMEHHOI Tepeiayy JOKYMEHTOB B apXHB;

- 3ampalIMBaTh CBEJCHHS, HEOOXOTUMbIE UL paboTHI apXUBa;

6.2. OTBETCTBEHHBI 3a BEJEHHE apXWBa HECET OTBETCTBCHHOCTEH 3a BBINIOJTHEHHE
BO3JI0KEHHBIX HA apXMB 3a/1a4.

6.3. COrJIaCHO JEHCTBYIOMEMY 3aKOHOJATENbCTBY OTBETCTBEHHOCTD 32 yTpary | opuy
JOKYMEHTOB, TEPEJIaHHbIX B ApXHMB, BO3JAracTcs Ha JAUPEKTOpa U JIMLO, OTBETCTBEHHOE 3a
BEJICHUE apXHUBa.



7. 3aka04uTe/IbHbIC MOJ0KEHHUS

7.1. Hacrosmee [TooxeHue BCTYIaeT B CUIy C MOMEHTA €ro yTBEPKACHHA.

7.2. Hacrosmee ITonoxeHue TOBOAMTCSA O CBEJEHUs PabOTHHUKOB MEPCOHAILHO MOA

POCIIHC.

C ITonoxeHueM 03HAKOMIICHBI:

N ®. . O. paboTHHKa Hata [Topnuce
n/n N ) i ya /
( Jeozreccele 275 i A C P T

Olo|wg(an|n|s(W|N|—




[Tpunoxenue 1 k m. 5.1

(HaMMEHOBaHHE OpraHU3aLMK)

AKT YTBEPXIAIO
Ne
(HaMMEHOBaHHE JOJDKHOCTH PYKOBOAMTENS
A (MecTO CoCTaBIIEHHS ) OpraHu3aLuK)
_,'/‘ O BbIIEJIEHUH K YHHYTOXKEHHIO
' JIOKYMEHTOB, HE MOJJIeKALIHX (noanuce) (pacwudposka noanucH)
XPaHEHUIO Jlara

Ha ocHoBanuu

(Hasnanue M BBIXOJHBIC IaHHBIC MEPEYHA JOKYMEHTOB C YKa3aHUEM CPOKOB HX XpaHCHHﬂ)

0TOOpaHbI K YHHYTOXKEHHIO KaK HE WMEIOIIME HayYHO-HCTOPHYECKON LEHHOCTH M YTPATMBLIME MPAKTHUYECKOE
3HauYeHHe JOKYMeHTbI oHaa Ne

(HazBaHue (oHa)

Ne | 3aronosok nena | Kpaiinue | Homepa | Hupekc nenano | Koa-so Cpoku [TpumeuaHue
n/n | WIK rpynmnoBoi JlaThbl OMHMCEH | HOMEHKJIATYpe WK | €. Xp. | XpaHeHHs u
3aroJI0BOK Ne nena no onucu HOMepa craTei
JIOKYMEHTOB 110 NIEPEUHIO
1 2 3 4 5 6 7 8
Hroro ell. Xp. 3a rofibl
(uudpamu 1 NMPOIKCHIO)
Onmcu e NOCTOSHHOrO XpaHeHus 3a rofibl YTBEPKAEHBI, 110 IMYHOMY COCTaBY COTJIaCOBAHbI
¢ OIIK

(HaMMEHOBaHHUE APXMBHOTO YUPEKACHHUS)

(nportokon oT Ne )

HanMeHoBaHHe TOMKHOCTH JIMLIA,
MPOBO/MBILETO KCMEPTH3Y
LIEHHOCTH I0OKYMEHTOB

JlaTa

(noanuce) (pacwmrdpoBka NOANKCH)

COI''TACOBAHO

[Tporokon LIDK (3K)
oT Ne




[IponomkeHue NpHIoKeHus 4

JIOKYMEHTBI B KOJIHYECTBE en. Xp.,

(urdpaMu ¥ NPOMHUCHIO)
BECOM KI' CIaHbI B

(HauMEHOBaHKe OpraHU3aLIMH)

Ha repepaboTKy Mo NPUEeMO-CaTOUHON HaKJIa[HOM OT Ne

HaumeHoBaHue NOIKHOCTH pabOTHHKA,
CHABLIETO JOKYMEHTBI

(noanuce) (paciundpoBka MoAMKCH)
Jara
H3meHeHHs B yYeTHbIE JOKYMEHTbI BHECEHBI.
HaumeHoBaHue JOJDKHOCTH paGOTHHKa
apXxHvBa, BHECLLIETO
U3MCHCHHA B YYCTHBIC JOKYMEHTbDI
(noanuce) (pacuudpoBka MOAMHUCH)

JlaTta
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