YTBEPX/IEHO
IIpUKa30M JUPEKTOpa
MBYVY CIII r. AMypcka

ot 27 04 2028 Ne 49-2

[TOJIOXXEHUE
00 apxuBe MYHUIIUIIAJIBHOTO OFO/DKETHOTO YUPEIKACHHSA
NOMOJIHUTEIFHOTO 00pa3oBaHusl CIIOPTUBHOM IIKOJIBI I'. AMYpPCKa
AMYpCKOTrO MYHHUIIUIIAJBHOIO paiioHa XabapOBCKOIr'o Kpas

1. O01mme moJIoKEHUA

1.1. ApxuB MyHUIIUNIAJIBHOTO OIO/DKETHOTO YYPEXIACHHUS TOMOTHUTEIBHOIO 00-
pa30BaHUS CIIOPTHBHOM LIKOJIBI F. AMypCcKa AMYPCKOr0 MYyHHIIMITAIIBHOTO paiioHa Xa-
6apoBCKOro Kpas (#ajnee — apxuB) 00pa3oBaH B COOTBETCTBHH CO cratbeil 13 Denepaib-
HOTO 3aKoHa oT 22 okTaops 2004 r. Ne 125-®3 "O6 apxuBHOM Jeie B Poccuiickon De-
Jepaluu .

ApXuB CO3JaH B IeJAX 00eCneyeHuss COXpaHHOCTH, y4e€Ta W UCIIOIb30BaHMsA ap-
XMBHBIX JOKYMEHTOB, oOpasyromuxcs B aesrensHoctd MbY CII T. AMypcka, B TOM
ypciie JOKYMEHTOB IO JIMYHOMY COCTaBy, B T€YCHHE YCTAaHOBJICHHBIX CPOKOB HX Xpa-

HEHMUA.
1.2. ApXUB B COOTBETCTBUH CO CTaThel 15 DenepaabHOro 3akoHa "O6 apXuBHOM

nene B Poccuiickoit @enepanun” obecrnieuuBaeTCs HEOOXOAUMBIM MIOMELICHUCM, o0opy-
TOBAHMEM M KaJpaMH U Ul ero QYHKIMOHUPOBAHUS CO3JAIOTCS HEOOXOMUMBIC puBaH-
COBBIE, MaTepHAIbHO-TEXHUYECKHE U UHBIC YCIOBHUA.

1.3. PaGora apxuBa OpraHM3yeTcsi B COOTBETCTBHM C ITOJIOXKEHHEM, YTBEPXK/IAC-

MbIM pykoBoautTenem MbY CII r. Amypcka.
1.4. B apxuBe COCTaBJISIOTCS TOAOBOM IUIaH pabOTHl C yKa3aHUEM KOHKPETHBIX

BHUIOB pa0OT M IUIaHbI-rpadUKy NIpUeMa 1€ B apXyB U IPEICTABICHUS OIMHCEM, KOTOPEIE

yTBepkaatroTcs pykoBoautenem MbY CII r. AMypcka
[To uroram paGoOTHI apXUBOM COCTABJIAETCH OTYET O BBIIOJIHEHUH TOAOBOIO IIIaHA,

[IAHOB-TPa(MKOB, a TAK)KEe CBEAECHUA O BBINIOJHEHUH MEPONPUATHH, HE BKIIOUCHHBIX B

rOJOBOM ILIAH.
1.5. OpraHusanus paGoThl apXuBa BO3jlaraercsi Ha pabOTHMKA, HasHavae-

MOT'O OTBETCTBEHHBIM 3a apXMB IMPUKA30M PYKOBOIHUTEIIA.

1.6. ApxuB B cBoeii paGoTe pyKOBOJACTBYETCS 3aKOHOAATEIbHBIMUA U HHBIMH HOD-
MATHUBHBIMH NPaBOBbIMM akTaMi Poccuiickoit ®enepaunn 1 XabapoBCKOro Kpas, HOp-
MATHBHO-METONMYECKAMH IOKYMEHTaMM YIIOJHOMOYEHHBIX OPraHOB HCIIONHUTEIBHOU
BJIACTH B 00JIaCTH apXMBHOIO Jiejia U HACTOALIUM I10JIOKCHHCM.

1.7. JIuo, OTBETCTBEHHOE 3a apXUB, COBMECTHO C PYKOBOIMUTEIEM HECCT IEPCO-
HAJBHYIO OTBETCTBEHHOCTH 33 HAapyIICHHUE MPAaBUJI XPaHCHMs, KOMIUICKTOBAHMA, yHCTa
WIN UCIIOJNB30BAHUS apXMBHEIX JOKYMEHTOB B COOTBETCTBUU C ACHUCTBYIOIIMM 3aKOHO/A-

TCJIIBCTBOM.
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1.8. KOHTpOJIb 3a AEATENBHOCTBIO apXUBa OCYILIECTBIISIET PYKOBOJAUTEIb U YIIOJI-

HOMOYEHHOE UM IOJIXKHOCTHOE JIUIIO.
1.9. Ilpu cMene mna, OTBETCTBEHHOIO 3a apXUB, IIpUEM-IIEpeaadya JOKYMEHTOB H
CIIPaBOYHOI0 anrmapara K HUM, a TaKXKe IIOMELIEHUI apXuBa, UHBEHTApsl U 000pyJ0BaHH
[IPOU3BOJUTCS 110 aKTY, KOTOPBIM YTBEPXKAACTCSA PYKOBOJIUTEIIEM.
Jl1g npuema-niepenadyu el pacnopsAUTEIbHBIM aKTOM PYKOBOAMUTEI Ha3HAYaeT-
Csl KOMUCCHS B COCTaB€ HE MEHEE TPEX YEIIOBEK.

2. CocTaB TOKYMEHTOB apXHUBa

B apxuB nocrymnaror:
2.1. 3aKOHYEHHEIE JEJIONPOU3BOJACTBOM JOKYMEHTHI IIOCTOSHHOIO XpaHEHUs, Bpe-

MEHHOTrO (cBhile 10 eT) XpaHEeHus, MO0 JUYHOMY COCTaBy, 0Opa30BaBIIMECS B JIEATEIIb-
HOCTH YUPEXKJICHUS; - |

2.2. IOKYMEHTEHI IIOCTOSAHHOIO XpaHEeHUs, BpeMeHHOro (cBbiwie 10 jeT) XxpaHeHus,
CPOKHM, XpaHE€HHsA KOTOpPBIX HE HCTEKIA, U MO JIMYHOMY COCTaBy OpraHu3aluii-
[IpEAIIECTBEHHUKOB;

[IppuMeyanue: TakKe B apXuMB MOT'YT IOCTYIIaTh JOKYMEHTHI OCTOSHHOIO XpaHe-
HUS U 110 JIJMYHOMY COCTaBY JIMKBHUIMPOBAHHEIX OpraHU3aliyii, HENOCPEACTBEHHO MOIUH-
HEHHBIX JaHHOMY YUYPEXKICHHUIO, T.€. JUKBUIMPOBAHHBIX IOJABEIOMCTBECHHBIX OpraHH3a-

L{UH.

3. OCHOBHBIE 3371a44 ¥ (DYHKI[UM apXUBa
3.1. OCHOBHBIMH 3aJja4yaMH apXuBa ABJISIIOTCH:
3.1.1 KOMIUIEKTOBaHHE apXuBa JOKYMEHTAMH, IIPEAYCMOTPEHHBIMUA ITYHKTOM 2

HaCTOALLIETO IMOJIOKEHHU;
3.1.2. yuyer u o0ecrieyeHue COXPaHHOCTHA apXUBHBIX JIOKYMEHTOB;
3.1.3. co3maHue Hay4YHO-CIIPAaBOYHOI'O alapara K JOKYMEHTaM apXuBa;
3.1.4. ucosib30BaHUE XpAHALIMXCS B ApXUBE JOKYMEHTOB;
3.1.5. moaroroBkKa M repegadya JOKYMEHTOB, OTHOCSIIUXCS K APXUBHOMY (DOHIY
Poccuiickon denepanuu, Ha MOCTOAIHHOE XpaHEHUE B COOTBETCTBHUU C YCTAaHOBJIEHHBIMU

CpOKaMU U TP€OOBAHUSIMMU.
3.2. B nenax BEINOJIHEHHMS OCHOBHBIX 3aJa4 apXWB OCYIIECTBIIAECT CIAEAYIOIIHE

(GyHKLIMUHU:
3.2.1. opranusyet paboOTy I10 COCTABJICHUIO HOMEHKIIATYPHI A€ YUPEKACHUS;
3.2.2. OCYIIECTBJISET IIPOBEPKY NMPABUIBHOCTH (DOPMUPOBAHUA U OPOPMIICHHUA HEI
B YUPEKICHUH;
3.2.3. IpuHUMAET 4YEepe3 ABa roja Iocje 3aBEPIICHUA A€IONPOU3BOACTBOM YIIOP-

TOYEHHBIE JOKYMEHTHI CTPYKTYPHBIX ITOApa3AeICHUN YUPEKACHUS;
3.2.4. cocTaBisd€eT U IPEJACTABIACT HE MO3JHEE YEM YEpE3 JIBa I'ojJia MOCJIE 3aBep-

IIEHUS AEIOMPOU3BOICTBOM I'OJIOBEIE Pa3/I€/ibl OMUCEMN € IMTOCTOSHHOIO XpAaHEHUS U TI0
JIMYHOMY COCTaBY Ha PaCCMOTPEHUE SIKCIIEPTHOU KOMUCCUU YUPEKICHUA;
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3.2.5. IPOBOJUT DKCIEPTU3y LEHHOCTH U OCYIIECTBIACT KOMILIEKC OpraHu3alli-
OHHBIX ¥ METOAWYECKAX MEPOIPUATUIMA I10 Nepefade JOKYMEHTOB Ha MTOCTOSHHOC XpaHe-
HUE;

3.2.6. B yCTAaHOBJICHHOM IOpAAKE IepeaaeT Ha MOCTOSIHHOE XPaHCHUE B YIIOPAZO-

YEHHOM COCTOSTHUM apXUBHBIE JOKYMEHTHI (COIIacHO rpaguKy nepeiaydu Aen);
3.2.7. B yCTAHOBJIEHHOM TMOPAIKE IIPOBOJUT padOTy IO YHUYTOXKECHHIO TOKYMEH-

TOB C UCTEKIIUMHU CPOKaMH XpaHCHUS,
3.2.8. opranu3yeT HHGOPMaLMOHHOE O0CITYKMBaHUE PYKOBOJIUTENA YUPEKACHNUA,

OCYILECTBIISIET MCIIOIB30BaHUE JOKYMEHTOB II0 3alIpOCaM OpraHM3ali ¥ YaCTHBIX JIMLL,
B TOM YHCJIE COLMAIIBLHO-IIPABOBBIM 3alpocaM I'pakJaH, BEIET y4eT U aHalu3 HUCII0JIb30-

BaHUA,
3.2.9. OCyIIECTBISET KOHTPOJIb 3@ COCTOSSHUEM XPAHCHHS NOKYMEHTOB y4UpEXK/IC-

HUS [yTEM MPOBEJEHUS IIPOBEPOK HE pPEKE OJHOIO pas3a B IO/, KakK MpaBUJIO, IIEPEI IIC-
penaden el B apXuB,;

4. IIpaBa apxuBa
J171s1 BBIIIOJTHEHHS OCHOBHBIX 3a7a4 ¥ YHKIMH apXUB UMEET MPaBo:
4.1. Tpe6oBaTh OT pabGOTHUKOB YYPEKIEHHsS CBOCBPEMEHHOH IEPEIAvd B apXUB

JIOKYMEHTOB B YIIOPSIIOYEHHOM COCTOSHUH,
4.2. KOHTPOJIHPOBATh BBIOJHEHHE YCTAHOBJIECHHOIO MOps/IKa paboThI ¢ OKYyMEH-

TaMU B YUpPEKIECHUH B COOIIOJEHHE HMH HHCTPYKLHUH 110 A€JIOTIPOM3BOACTBY.

5. Opranu3anus apxuBa
5.1. TpeboBanus K momemieHH0 apxuBa. OOecrneyeHne COXpaHHOCTH AOKyMEH-

TOB:
5.1.1. ApXuB B YYpEeXXIACHHUH pa3MEIIaeTCs B CNICIUAIBHO OTBEIACHHOM I XpaHe-

HUS JOKYMEHTOB KOMHAaTe B aIMHHUCTPATUBHOM 3/IaHHH.
5.1.2. Jlns obecriedenys COXPAaHHOCTU JOKYMEHTOB B apXUBHOM KOMHATE J0JIKHBI

OCYILLIECTBJIATHCA:

5.1.2.1. KOMIUTIEKC Mep II0 OpraHM3allii XpaHEHHs, IPETyCMaTPUBAIOIIMH CO3/1a-
HUE MaTepHaJIbHO-TEXHUYECKOH 0a3bl XpaHEHHSA NOKYMCHTOB (31aHUEe ¥ IIOMEILECHMA
XpaHUIIKII, CPEICTBAa XPAHCHHUS JTOKYMEHTOB, CPEACTBA OXPaHBI U 0€30MMacHOCTH XpaHe-
HUS, CPEACTBA KIMMAaTUYECKOrO KOHTPOJIS, CPEACTBa KONHMPOBaHMUs W BOCCTAHOBICHMA

OBPEXIEHHBIX JOKYMEHTOB H T.IL);
'5.1.2.2. KOMILTIEKC MEp O CO3JaHMI0 U COOMIOJEHHIO HOPMATUBHBIX YCIOBHMH Xpa-

HeHMs  JOKYMEHTOB  (TeMIlepaTypHO-BI@XHOCTHBIM,  CBETOBOH,  CaHUTapHO-

rUTHEeHNYECKIil, OXpaHHBIN PEXUMBI XpaHEHH).
5.1.3. JIOKYMEHTHI JIOJDKHBI pa3MellaTbCsd B COOTBETCTBUH € YYCTHBIMH JOKYMCH-

TaMU B MOPAIKE, 00ECIIEYNBAIOLIEM MX OIIEPATUBHBIM ITOMCK.
Bce mocTymaroiiye B apXuB JOKYMEHTBI pa3MEIAlOTCA Ha CTE/UIaXKax WIH B IIKa-

dbax B IOPSAKE €XKETOAHBIX ITOCTYIICHUH.
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JIOKyMEHTBI TMOCTOSSHHOIO XpaHEHHUs pPasMeIlalTCs OTACIBHO OT JOKYMCHTOB

BpeMeHHOT0 (cBbImIe 10 1eT) XpaHeHHs U JOKyMEHTOB [0 TUYHOMY COCTaBY.
5.1.4. IIpoBepka HaJIWUYUS ¥ COCTOSIHHS TOKYMEHTOB IIPOBOJUTCS KOMUCCHUEH, 00-

pa30BaHHOW NPHKA30M PYKOBOJHUTENS OpraHa MCIOJHHMTEIBHOM BIacTH XabapOBCKOro
Kpasi, He peXe 4eM OJIMH pa3 B 5 JIET, a TaKkKe Mepejl nepeaaucn UxX Ha NOCTOAHHOE Xpa-

HEHUE,
BHerutaHOBBIE TIPOBEPKU HAJIUUYUA U COCTOSIHUA JOKYMEHTOB IIPOBOASATCS B apXH-

BE:
1. mocne nepeMeleHus A€ B IPyroe NoMEIICHUE;
2. TIOC/IE YpE3BhIYAHABIX MIPOMCIIECTBH, BEI3BAaBLIMX NIEPEMEIICHHE (IBAKYaIIHIO)

NeJT WIK JOCTYII B XpaHWIHIA TOCTOPOHHUX JIUIL;

3. IpA CMEHE PYKOBOJUTEIIA apXHBa WM JIUIA, OTBETCTBEHHOI'O 32 apXMB;

4. npy peopraHu3aniy Wi JUKBUIALMYA YIPEKIACHUSA.

[Ipy MHTEHCHMBHOM HCIIOJIb30BAaHUM J€JI €KEroJAHO MPOBOIATCA NPOBEPKH HAIH-
YU ¥ COCTOSIHUS J€J1, BBIJJaHHEBIX B TEYEHHUE ro/a.

B ciydae HeIoCTauM €1 OpraHu3yeTCs MX pO3bICK B TEUCHUE OJHOI'O roJia Iocie

oOHapyXE€HUA HEAOCTAYH.
5.2. IloaroroBka u nepeaaya Jejl B apXHuB:
5.2.1. IToaroroBkKa JOKYMEHTOB K Ilepe/ladye B apXUB BKJIKOYAET pabOTy IO IPOBE-

IEHUI0 HKCIIEPTU3BI LIEHHOCTH JOKYMEHTOB, ()OPMUPOBAHUIO U O(OPMIICHHUIO JE], CO-
CTABJICHUIO OITMCEN IIeJI U aKTOB O BBIJACJICHUUA K YHUUYTOXCHHUIO TOKYMEHTOB, HE IOJJIC-

KaIlMX XPaHECHUIO.
5.2.2. ExxeroaHo, Ha BCe 3aBepIICHHBIE B JEJIONPOU3BOACTBE J€jia IMOCTOSHHOIO,

BpeMeHHOro (cBeimme 10 jeT) XpaHEeHUs | 110 IMYHOMY COCTaBy, MPOLICIIINE IKCIIEPTU3Y
[IEHHOCTH, CTPYKTYPHBIMH TOJPa3ACICHUIMH YUPEKACHUS COCTABIIAIOTCSA OIMCH ACI II0

YCTaHOBJICHHON (pOpME, B JABYX IK3EMILIAPAX.
5.2.3. 3aBepllieHHBIE B JEJIONPOU3BOACTBE J€jJa MOCTOSHHOTO U BPEMCHHOIO

(cBpie 10 J1eT) XpaHeHHUs, a TaKKe Jeja M0 JUYHOMY COCTaBy HaXOIATCA IO MECTY MX
bopMHpOBaHUS B TE€YEHUE ABYX JIET, @ 3aTEM CAAIOTCA B apXUB 110 OIIUCAM JCIL.

5.2.4. Ilepenaya el B apXuB OCYLIECTBIISAETCA 110 rpadUKy, COCTaBICHHOMY ap-
XHBOM TI0 COTJIACOBAHHMIO C PYKOBOAMTENSAMHU CTPYKTYPHBIX ITOAPAa3ACICHUM, NEPEaaro-
[UX JOKYMEHTHI B apXUB, U YTBEPKIACHHOMY PYKOBOAMUTEIIEM YUPEIKACHHUA.

5.3. Ucnionp30BaHUE JOKYMEHTOB apXHBa.
5.3.1. OcHOBHBEIMH (hOpMaMM MCIIOJb30BaHUA JOKYMEHTOB apXHUBa ABJIAIOTCA:

- uHGOpPMHUPOBAHKME PYKOBOJCTBA YUPEXKICHHUS, a TaKXKe JAPYTUX OpraHM3alul O

HAJWYUHU B apXMBE T€X WX UHBIX JOKYMEHTOB U UX COACPIKAHUMU;
- ICIIOJIHEHHE 3aIlpOCOB I'PAXKJIaH U OpraHU3alvil COLMAIbHO-MPABOBOI0 XapaKTe-

pa,
- BBIIa4ya JOKYMEHTOB BO BPEMEHHOE IT0JIb30BAHUE.
5.3.2. Nudopmalus COIUaAIbHO-IIPAaBOBOr0 XapakTepa Mo 3ampocaM IrpaxaaH H

OpraHM3aLMii BeIIAETCs B (JopMe apXMBHOM CIIPABKH, apXMBHOM KOIMU ¥ apXUBHOH BbI-
TUCKH.
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5.3.3. Beigaua e U3 apXyMBa BO BPEMEHHOE IMOJIB30BAHUE MPOU3BOAUTCS KaK 1A

paboTHl B apXHMBE, TaK U BHE apXUBa, U PETUCTPUPYETCS B KHUTaX BbIAYH JIOKYMCHTOB.
Jlena BBIJAIOTCS BO BPEMEHHOE I0JIH30BAHUE COTPYAHUKAM Ha CpPOK He Oojiee ol

HOTI'O MECALIA.
CTOpOHHUM OpraHW3alysM Bbllaya €] BO BpEMEHHOC I10J1b30BaHUE ITPOU3BOIUT-

¢ Ha OCHOBAHUHU HUX IMTMCBMEHHEIX 3allpOCOB C pa3pelleHus pyKOBOJHUTENSA WM €ro 3a-
MECTHUTEJIA, 110 aKTaM Ha CpOK He 0oJjiee TpeX MECSLICB.

5.4. TTopsnok nepeaauyu JOKYMEHTOB apXHBa Ha IIOCTOSSHHOE XpaHECHUE:

5.4.1. loxymenTsl ApxuBHoro ¢ponaa Poccuiickon denepannn, BpEMEHHO HaXoO-
NAIIMECs Ha XpaHEHHHM B apXxuBe, IEpeNaroTCsd Ha IMOCTOSHHOEC XpaHEHWE B TOCyaapCT-
BEHHBIH apXuUB AMYPCKOI0 MyHULIMIIAJIBHOIO paioHa MO MCTEYCHUU CPOKa BPEMEHHOIO
XpaHeHus, ycraHojeHHoro ®eznepanbHbiM 3aKkoHOM "O0 apxuBHOM Jene B Poccui-
ckoii ®enepanuu" B YNOPALOYEHHOM = COCTOSSHUM C COOTBETCTBYIOIIMM HaydHO-
CIIPAaBOYHEIM aIapaToM U CTPaXOBBIMH KOIMSIMH Ha 0CO0O0 IICHHBIE U YHHKAJILHBIE JI0-
KYMEHTBHI.

5.4.2. B HE0OOXOOUMEIX CIydasX CPOKH BPEMEHHOI'O XpaHCHUS JTOKYMEHTOB MOI'YT
OBITH U3MEHEHBI 10 COrJIACOBAHHUIO C IKCIEPTHON KOMUCCHEH YUPCKACHUS.

JlocpouHasi repejaya J0KyMEHTOB Ha ITOCTOSHHOE XPaHEHHE MOXET OBITH OCylIle-
CTBJIEHA IIPH YIPO3€ yTPaThl (YHUYTOKEHHS) TOKYMEHTOB.

[IpoyieHHE CPOKOB BPEMEHHOI'O XpaHCHHUS JTOKYMEHTOB HOIYCKAacTCs B BU/C UC-
KJIIOUEHUSI B Clydae HEOOXOAMMOCTH NPAKTHYECKOro HCIOIB30BAHUA JOKYMCHTOB IIO

MUCbMEHHOMY pa3pellICHUI0 TOCYJapCTBEHHOIO apXuBa AMYPCKOTO MYHHIHMIIATBHOTO

panoHa.
5.4.3. [lepenaya JOKYMEHTOB IIOCTOSIHHOI'O XPAHEHHs B IOCYIapCTBEHHBIH apXuB

AMypCKOro MYHHUIMIIAJIBHOIO paioHa, OCYIIECTBIACTCA €XKEr0JHO B COOTBETCTBUH C
[UTAHOM-TpadUKOM, YTBEP)KICHHBIM PYKOBOJIUTEAMH YUPEIKACHHU U TOCYIapCTBCHHOT'O

apXuBa AMYpPCKOTrO MyHHUIIMIIAJIBHOIO panoHa.
[IpueM HOKYMEHTOB Ha IOCTOSIHHOE XpaHEHHEe O(OpMIIIETCA aKTOM IIpUEMa-

nepefayy aei. BMecTe ¢ JOKyMEHTaMM MEPEaloTCs TpU IK3EMIUIApa OMUCH M OJMH K-
3eMIUISP aKTa puema-rnepeaady aeil.



