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Ilos10:keHue 00 apxuBe
1. O0mue noJ1oKeHus

1.1.  Tlonoxenune 00  apxuBe  MyHUUMDAILHOIO aBTOHOMHOIO
0011e00pa3zoBaTeNLHOIO YUpeKIeHUs cpeliHsisi 001eobpa3zoBarebHas 1mkosia Ne 93 ¢
yriyOJeHHbIM H3Yy4Y€HUEM OTHEJbHBIX MPEIMETOB (nanee — Ilonoxenwue),

paspaborano B coorBercTBUM ¢ DenepanbHbiM 3akoHOM «OO0 apXWBHOM Jiele B
Poccuiickoit  ®epepauun» ot 22.10.2004 Ne  125-®3, MeroauueckuMu
pexoMeHJalMsMH 1Mo pabore ¢ JOKyMeHTaMM B  001eo0pa3oBaTelIbHBIX
YUPEeKICHUSIX.

1.2. Hacrosuee Ilonoxenue pazpaboTaHo B Lessix:

— COBEpLUEHCTBOBAHMS JEATEIBHOCTM B c(epe OpraHu3alud XpaHeHus,
KOMILJIEKTOBAHMsl, ydyeTa M MCIOJb30BaHMUsl apXWBHBIX J0KyMeHTOB MAOY
COILL Ne93

— palMOHAaJbHOM OpraHM3alMu JOKyYMEHTAaUMOHHOro obOecrniedeHuss B MAQOY
COILLI Ne93
1.3. ApxuB MAOY COIII Ne93 co3znaetcst B LiesiX XpaHeHHUs, KOMILIEKTOBaHHUS,

yyeTa M HCIOJIb30BaHUS JOKYMEHTOB, 00pa3yIoLIUXcs B TpoIEecce JesiTeIbHOCTH
MAOY COII Ne 93 U 3aKOHYEHHBIX JIeJIONPOU3BOJCTBOM JIOKYMEHTOB
NPaKTHYECKOro Ha3Ha4yeHMs, UX oTOOpa M MOJrOTOBKM K Mepenade Ha XpaHEHHE B
MYHHUILMITAIbHBIA apXHUB.

1.4. B cBoeii pabore apxuB MAOY COIIl Ne93 pykoBoacTByeTcs
3aKOHOJIaTeJILCTBOM 00 apxuBHOM Jene B. Poccuiickoi @Depepanuu, HHBIMU
HOPMaTHBHBIMH TIPABOBBLIMK akTamMu Poccuiickoit ®enepaluu, NOKalIbHBIMH aKTaAMH
MAOY COII Ne 93 u nacrosiuum [lonoxeHuem.

1.5. Kontponb 3a gesrensHocTbio apxuBa MAOY COIIl Ne93  ocyiecTsisier
JUPEKTOpP, a B €€ OTCYTCTBMHM 3aMECTHUTENb JUPEKTOpa M0 y4eOHO-BOCIUTATENIBLHOM
pabore, KOTOpble O0OECNEeYMBAIOT apXWB HEOOXOAMMBIM  IOMELICHHEM M|
o0opyioBaHHEM.

1.6. HerocpeicTBeHHOE pykoBoaCTBO apxuBoM MAQY COILLl Ne93 Boznaraetcs
NIPUKA30M JIUPEKTOpa Ha ceKpeTapsi yueOHOM JacTu.

2. CocTaB JOKYMEHTOB apXHBa
2.1. ApxuBHbIE JIOKYMEHTBI, [OCTyNalolMe Ha XpaHeHHe B apxuB MAQOY
COII Ne93 oTHOCATCS K MYHUIMNAIbHOM COOCTBEHHOCTH, HE MOJJIENKAT
NPUBATHU3ALMH, HE MOTYT ObITh OOBEKTOM TPOIAXKH, MEHBI, TaPEHUs, a TAKIKE MHBIX
C/EJIOK, MOTYIIUX IPUBECTH K UX OTUYHKIACHUIO.
2.2. B apxus MAOY COI Ne 93 nocrtynaror:



4
y 2.2.1. ApxuBHBIE JIOKyMEHTBI, 00pa30BaBLIMECs] B TMpolecce AeATEIbHOCTH
/' MAOY COIIl Ne93, BPEMEHHOI0 XpaHeHUsl (HeoOXOoAWMble B MPAKTHYECKOM
' 1eATeJIbHOCTH).

2.2.2. ApxuBHBIE JOKYMEHTbI, 00pa30BaBILIHECs B IpoOIEcCe JesTeIbHOCTH
MAOY COILI Ne93

2.2.3. JIOKyMEHTBI 110 JIMYHOMY COCTaBY, OTPaXKAIOIIUE TPYJAOBbIE OTHOLIECHHS
paboTHHKa ¢ paboTojiarenem.

2.2.4. ApXUBHBbIE IOKYMEHTbI MOCTOSTHHOTO XpPaHEHMUSI.

3. 3ana4u u GyHKUHH apXHUBa.
3.1.  OcHoBubiMu 3anauamu apxua MAQY COIII Ne93:
3.1.1. KommnuekroBaHue JOKyMEHTaMH, COCTaB KOTOPBIX MpeayCMOTPEH
pazaenom 2 Hacrosiuiero [lonoxenwus.

3.1.2. OOecneveHue eOUHBIX MPHUHIWIOB OpPraHW3ali¥  XpaHEHHS,
KOMIUIEKTOBAHMs!, y4€Ta U UCII0JIb30BAHWE aPXUBHBIX JIOKYMEHTOB, KX COXPAHHOCTH.

3.1.3. OcymecTBiaeHue KOHTpois 3a (OPMUPOBAHUEM M OGOpPMIICHHEM Jiell B
nenonpousBoactee MAOY COIII Ne93.

3.2. B coOTBeTCTBMM C BO3JIO’KEHHBIMM Ha Hero 3aaadamu apxus MAQY
COLII Ne93 ocyiecTBasieT clieaytoue GyHKIHNU:

3.2.1. IlpuHumaeT nocie 3aBepIleHHs JEONPOU3BOJICTBOM, YUYUTHIBAET U
xpaHuT pokymeHTsl MAOY COII Ne93, obpabGoTaHHble B COOTBETCTBHH C
TpeDOBaHUAMHM, YCTAHOBJICHHBIMH 3aKOHOJATENBCTBOM 00 apXWBHOM Jiejie B
Poccuiickoit @enepaiiuu.

3.2.2. OcyuiecTBasieT y4eT U oOecreyrBaeT MoJIHYK COXPAHHOCTb MPUHSATBIX
apXMBHBIX JOKYMEHTOB, B TOM YMCJIE 110 JUYHOMY COCTaBY.

3.2.3. IlpoBoauT CBOEBPEMEHHOE YMNOPS/IOYEHHE APXUBHBIX JIOKYMEHTOB
(3KCIepTHU3y LEHHOCTH, HAyYHO-TEXHMUYECKYH 00paboTKy, COCTaBJIEHHE ONMCEH U
h; )

3.2.4. OpraHu3zyeTt UCNOJb30BaHHE TOKYMEHTOB:

- UHGOPMHUpPYET aJIMUHUCTpaluio U pabotHukoB MAQOY COIII Ne93 o cocrase u
COJIEpXKaHUU JJOKYMEHTOB apXHBa;

- OecrulaTHO  NpPeJNOCTABSIET  [ONIB30BATENSAM  APXMBHBIMH  JIOKYMEHTaMH
o(opMIIEHHBIE B YCTAHOBJIEHHOM TIOPSIJIKE apXMBHBIE CIIPABKH MIJIM KOITMH apXMBHBIX
JOKYMEHTOB, CBA3aHHbIE C YCTAHOBJICHUEM TPYIOBOIO CTa)Ka, COLMAILHON 3aIMTOM
rpak/aH, NpeaycMaTpuBalolleil UX MEeHCHOHHOe o0ecrievyeHre, a TakKe TOJTydYeHHe
JbrOT W KOMIIEHCAallMd B COOTBETCTBMM C 3aKOHOJATENbCTBOM Poccuiickoi
Denepaliuu;

- BbIJIa€T B YCTAHOBJIEHHOM IMOpsi/IKE JeJla, JOKYMEHTbl WM KOIMUH JIOKYMEHTOB B
LeIAX CIIY)KEOHOro0 W IPaKTHYeCKOTo HWCIIONB30BAHUS JUIs paboThl B MOMEIIEHHH
apXuBa;

- BEJIET YYET MCIOJIb30BaHMsl JOKYMEHTOB, XPAHSIIIUXCS B apXHUBE.

4. IIpaBa U OTBETCTBEHHOCTh

4.1. Jlns BBITIOJHEHUS BO3JIOKEHHBIX 3a7a4 W QYHKUHH JIMIO, OTBETCTBEHHOE
3a Befienue apxuBa MAQOY COILI Ne93, umeet npaBo:

4.1.1. KoHTponupoBaTb BbIIIOJIHEHHUE YCTAHOBIEHHBIX TpPaBUl pabOTHI ¢
nokymenramu B MAOY COIII Ne93,

4.2. Jluuno, orBeTcTBeHHOE 3a BeneHue apxuBa MAOQOY COLL Ne93, necer
OTBETCTBEHHOCTH 3@ BBINOJTHEHHE BO3JIOKEHHBIX Ha apXUB 3a7a4 U GYHKIHA.



4.3. 3a yrpary M mHOpYy JOKYMEHTOB JOJDKHOCTHbIC JIHIIA YUpexaeHuUs
(PYKOBOAMTENb YUPEXKICHHS W JIMIO, OTBETCTBEHHOE 33 BeJCHHE apxuMBa) HECyT
OTBETCTBEHHOCTb B COOTBETCTBHH C JICHCTBYIOLIUM 3aKOHOAATE bCTBOM.

S. KomnuiexroBanue apxusa

5.1. Tloaroroeka nokymentoB k nepenase B apxus MAOY COIL Ne93
BKJIFOYACT ~ OKCHEPTH3y HAayYHOH W  MpPaKTHYECKOH LEHHOCTH JIOKYMEHTOB,
ohopmIIeHHeE Jiell, COCTABIEHNE OIUCH.

5.2. DKcnepTU3a IEHHOCTH JIOKYMEHTOB.

5.2.1. Dxcmeprza UEHHOCTH JIOKYMEHTOB - oONpeJelieHue LIEHHOCTH
JIOKYMEHTOB C LIEJIbI0 0TOOPA X Ha XpaHEHHE H YCTAHOBJICHHE CPOKOB XpaHEeHHs.

OKCIEPTU3y LEHHOCTH JOKYyMeHTOB B MAQY COIIl Ne93 OCYILECTBIISIET
MOCTOSIHHO JICHCTBYIOLIAs YKCIIEPTHAS KOMUCCHS.

5.2.2. DKcrepTHasi KOMHCCUS Ha3HA4Yaercs IpuKkazoM jupexktopa MAQOY
COLI Ne93. B cocraB DKCHepTHOH KOMMCCHH BKIIOYAIOT He MeHee Tpex
COTPYZAHUKOB, B TOM 4YHCJIe B 00S3aTeNbHOM MOPSJKE JIMIO, OTBETCTBEHHOE 3a
Bejienre apxuBa MAQOY COIII Ne93.

OKCrepTHasT KOMUCCHs Ha 3aceIaHusx paccMaTpuBaeT: HOMEHKIATYpy el
MAOQOY COIII Ne93, onmcu men mocTosHHOro XPpaHEHHUs U 110 JINYHOMY COCTaBY, aKThl
Ha OKYMEHTBI, Bbl/IC/IA€MbIE K YHUYTOKEHHUIO.

5.3. Odopmrenue nen.

5.3.1. Jlena noCTOSHHOrO XpaHEHWS MOIIMBAIOTCS B TBEPAYIO OOJIOXKKY
CYPOBBIMH HMTKaMHu. JIMCTBI HymepyloTcsi B MNpaBOM BepxHeM YTy TPOCTBIM
Kapanaamom. Konu4ecTBo JMCTOB B KaXKIOM Jejle He JOMKHO npeBbimiath 250. B
KOHLE iej1a Ha OTACJIBHOM JIUCTE COCTABIISIETCS 3aBEPUTENIbHAS HAITHCh.

5.3.2. Ha o6n0Ke zies1 IOCTOSIHHOTO XpaHeHHs J0JKHBI ObITh IPOCTABIICHBI

C/ICAYIOLINE  PEKBU3UTBI: HAMMEHOBAaHHE OOPa30BAaTEIBHOrO yuYpEK/IEHHs, HOMep
(MHZEKC) nena no HOMEHKJIAType, 3aroioBOK Jea, KOJHYECTRO JTUCTOB, CPOK
XPaHCHHs UITH OTMETKA «XPAHUTH NOCTOSHHO», HOMep (hOH/A, ONUCH, JeJIa.
5.3.3. Ilo oKOHYaHHHU [ETONPOU3BOACTBEHHOTO I0a B oopMIIeHHbIE 0BJI0NKKH Tl
TIOCTOAHHOTO  XpaHCHHs BHOCATCS HEOOXOJAMMBIE YTOYHEHHMs: B 3aroJOBKH Jell,
CONCPXKAIMX  PACTIOPSAUTEIbHBIE JOKYMEHTBI (NPHKa3bl, MPOTOKOJbI), BHOCATCS
HOMEpa; €Clii NIENI0 ¢ NEePernuCKOl COCTOUT U3 HECKOIBKMX TOMOB, B KaXJIOM TOME
YKa3bIBaCTCsl KOPPECMOH/IEHT, aBTOP, TEPPUTOPUS, APYyrHe JaHHble. B Ka)1oM Tome
YKa3bIBaeTCs Jata (YMCII0, MECSL, T0Jl) Ha4Yala U OKOHYAaHMS JAaHHOTO ToMa. TouHble
l@TBl  NPOCTABIISIOTCA  HA  O0JIOKKaXx /Ui OBICTPOrO TMOMCKA JOKYMEHTOB B
MOCJICAYIOmIEM; M3 3aBEPUTEIbHOH HAJANMCH Ha OOJIOKKY Jiefla  BBIHOCHTCS
KOJIMYECTBO JIMCTOB B JIEIE.

5.3.4. Haanucu Ha o0O6nOXKax mell MOCTOSHHOrO W JI0JICOBPEMEHHOTO
XPaHEHWs CIIE/lyeT MPOU3BOAUTE Y€TKO, CBETOCTOMKMMM YePHUIIAMH.

5.3.5. Jlns y4era Ko.M4ecTBa JIUCTOB B jiefe U bukcanuu ocobenHocTel ux
HyMEpaluu Ha OTJICIIBHOM JIKCTE COCTaBIISETCS 3aBEPUTEIbHAS HAINUCh.

B 3aBepuTenbHOM Ha/[MCH yKa3bIBA€TCSl KOJMYECTBO JIHCTORB (uudppamu u
MPOMKUCBIO) B Jlesie. 3aBepuTesibHAas HAAIKCh MOANHMCHIBAETCS COCTABUTENEM C
YKa3aHHUEM €ro JIOJKHOCTH M JIaThl COCTABJICHHS.

5.3.6. BHyTpeHHSs oOnHCh cocTaBisercs K JieJlaM  TMIOCTOSIHHOIO U
JloIroBpeMeHHoro  (cbiiue 10 jier) cpoka XpaHeHus, C(OPMHUPOBAHHLIM 1O
PasHOBUJIHOCTAM  TOKYMEHTOB, 3arojIOBKM KOTOPBIX HE PaCKphIBAIOT KOHKPETHOE
COZiepXkaH1E NOKYMEHTOB (0C000 LieHHbIe, TMYHbIE [IeN1a U ap.).



5.3.7. Jlenia BpeMEHHOTO XpaHeHuUs! 0(OPMIISIOTCS yIPOILIEHHO:
OHHM HE€ IOJLLIMBAIOTCS, JIMCThI B HUX HE HYMEPYIOTCS, YTOUHEHHE Ha OOJIOKKaX He
MPOU3BOJUTCS, ONMCH Ha Jella He COCTABJIAKOTCS, y4YeT BEAeTCs 10 HOMEHKJIAType
Je. '

5.4. Onucanye JOKYMEHTOB MTOCTOSHHOIO CPOKA XPaHEeHHS.

5.4.1. OnucH cocTaBnsArOTCs pa3zieibHO Ha JieNia MOCTOSHHOTO XPaHEHHUs! 110
OCHOBHOMH /ICSITC/IbHOCTH M Ha JieJla [0 INYHOMY COCTaBY.

5.4.3. OnucH COCTaBISIOTCS JI€JIONPOU3BOIUTENIEM.

5.4.4. Onuce BesieTcs B eAMHON BaJOBOM HyMEpAllMM B TEYEHHE HECKOJIBKHMX
neT .

5.4.5. Ha pnena ¢ MCTeKIIMM CpPOKOM XpaHEHUSI COCTABISETCS akT o6
YHUYTOXKEHHUH.
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