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IHoJo:xxenue
00 apxuBe MYHHULMNIAJILHOI0 OI0IKETHOI0 JOIIKOJbHOI0 00pa30BaTeIbHOI0
yupe:xkaenusi ropoaa Pocrosa-na-Jlony «/lerckuii cag Ne 57»

1. O01mme moJ1oKeHus

1.1.Hacrosmee [lonoxenune 00 apXxuBe MyHUIIMIAILHOTO OFOJIKETHOTO JOUIKOIBHOTO
o0Opa3oBaTeabHOr0 yupexacHus ropoga PocroBa-na-/lony « Jlerckuit camg Ne 57» (
Jamee MBJIOY Ne 57) paspaborano Ha ocHoBaHuu Ilpukaza DemepalbHOTO
apxuBHoro arenrctsa Ne 236 ot 20 gexaOps 2019 r. N 236 «OO0 yTBepx)AcHUU
NEPEYHs] THUIOBBIX YIPABICHUYECKUX aPXUBHBIX JOKYMEHTOB, OOpa3ylolIUXCs B
mpoiecce  JACSITENbHOCTH  TOCYJapCTBEHHBIX ~ OPTaHOB, OPTraHOB  MECTHOTO
caMOyTIpaBJICHHUS U OpraHU3allii, C YKa3aHUEeM CPOKOB UX XpaHeHUs», DenepaabHoro
3akoHa OT 22 okTsa0pa 2004r. N 125-®3 "OO6 apxuBHoM pene B Poccuiickoit
Oenepanyu, noanyHktoM 6 myHkta 6 Ilonoxkenuss o denepanibHOM apXUBHOM
areHTCTBe, yTBepxkAeHHOM YKa3oM [Ipesuaenta Poccuiickoit @enepanuu oT 22 UIOHS
2016 Ne 293, VcraBoM JOUIKOJIBHOTO  00pPA30BATEIBHOTO  YUPEKICHUS.

1.2. Hactosmiee [lonoxenue pa3paboTaHo B HENSX:

- COBEpPIICHCTBOBAHUS JICATEIBHOCTH B cdepe OpraHu3aluu, XpaHEHUS,
KOMILJIEKTOBAHHUSI, YY€Ta W MCIOJIb30BAHUM apXUBHBIX AOKymMeHTOB MBJIOY Ne
S7.

- palMoOHABHON OpraHU3aINK ToKyMeHTalmoHHoro obecnedeHus B MbBJIOY No57
1.3. ApxuB MBJIOY Ne57 co3naércs B Lensax XpaHEHUs, KOMILUIEKTOBAHUS, yUeTa
U UCIOJIb30BaHUS JOKYMEHTOB, OOpa3yloIIMXCsi B TpoOIecce AeATeIbHOCTH



MBJIOY No57 m 3aKOHYEHHBIX AEIONPOU3BOJACTBOM JOKYMEHTOB MPAKTHUYECKOIO
Ha3HAuYeHUs, MX OTOOpa W TMOJArOTOBKH K [epeJaye Ha XpaHCHHE B
MYHULIMNAIbHBIN apXUB

1.4. B cBoeit pabore apxuB MBJIOY Ne57 pykoBoJICTBYEeTCSl 3aKOHOIaTEILCTBOM
o0 apxuBHOM jene B Poccuiickoii ®Penepanvyd, HOPMATUBHBIMU MPABOBBIMU
aKTaMU 110 APXUBHOMY €Iy OPraHOB MECTHOI'O CAMOYIIPABJICHHS W HACTOSIIUM
[TonmoxeHnuem.

1.5. Kourtpons 3a pesrenbHOCThIO apxuBa MBJIOY No57 ocymectBisier
3aBenytouuii MJI0OVY.

1.6. HenocpencrBennoe pykoBojctBo apxuBom MBJIOY Ne 57 Boznaraercs
npukas3om 3aBenyromeit MJIOY Ha nuio, 0OTBETCTBEHHOE 32 BEJICHUE apXHBa.

2. CocTaB I0KYMEHTOB apXuBa

B apxus MJIOY mnocrymnaror:

2.1. ApxuBHBIE JOKYMEHTHI, 00pa3oBaBIecs: B mpolecce aedarenbHoctd MOV
Ne3, BpeMeHHOTO XpaHeHHs (HEOOXOMMBIE B MPAKTHUECKOU JESATEILHOCTH).

2.2. JIOKyMEHTBhI MO JUYHOMY COCTaBy, OTPAKAIOUIUME TPYAOBBIE OTHOLICHUSA
paboTHHKA C paboTOATENIEM.

2.3. ApxuBHBIE JOKYMEHTHI IMOCTOSIHHOTO XPAHEHHUS U MO JUYHOMY COCTaBY
YUPEKICHUM, MPABONPEEMHUKOM KOTOPbIX siBisieTcss MBJIOY Ne57

2.4. CnpaBO4HBIN anmapar K JOKYMEHTAaM apXHBa.

3.3axa4yu u pyHKUMH apXUBa

3.1. Ocnognvimu 3a0auamu apxuea MB/[OY aenarwomcs:

3.1.1. KomniekToBaHHE TOKYMEHTaMH, COCTAB KOTOPBIX MPEAYCMOTPEH Pa3/ielioM
2 nacrosiero [lonoxenus.

3.1.2.  OOecneueHue  €AMHBIX  TMPUHIUIIOB  OpPraHMU3alluud  XpaHCHHS,
KOMILJIEKTOBAHMSI, Yy4Y€Ta M UCIOJIb30BAaHUS ApPXUBHBIX JIOKYMEHTOB, WX
COXPaHHOCTH.

3.1.3. TlogroroBka W CBOEBpEMEHHas Mepenada JOKYMEHTOB Ha XpaHEHUE B
MYHUIIUNIATBHBIA ~ apXuB  C  COOJIOJEHHEM  CpPOKOB U  TpeOoBaHUM,
yCTaHaBJIMBAEMbIX 3aKOHOAATEIbCTBOM 00 apxuBHOM Jnene B Poccuiickoi
denepanum.

3.1.4. OcymectBiieHHEe KOHTPOJs 3a (opMUpOBAaHUEM U OPOPMIICHHEM Jei B
nenonpousBoactee MBJIOY .

3.2. B coomeemcmeuu c 60310)ceHHbIMU Ha He2o 3a0avamu apxue MBJ/IOY
ocyuiecmeisiem cieoyouiue pyHKyuu:

3.2.1. IlpuHuMaeT nociue 3aBepUIeHUs JeTONPOU3BOACTBOM, YUUTHIBAET U XPAHUT
nokyMeHtel MJIOY, oOpabGoTanHble B COOTBETCTBUU C TpPeOOBAHUSIMH,
YCTAaHOBJICHHBIMUA 3aKOHOJATEIHCTBOM 00 apxXwBHOM Jeie B Poccuiickoi
denepanum.

3.2.2. OcymecTBiseTr y4eT U 00€CIeUrBaeT TMOJHYIO COXPAaHHOCTh MPHHSIITHIX
apXHUBHBIX IOKYMEHTOB, B TOM YKCJIE I10 JUYHOMY COCTAaBY.

3.2.3. Opranusyer UCIOJIb30BAHUE JOKYMEHTOB:



- “HPOpMUPYET aAMUHHUCTpaIio U paboTHuKOB MJIOVY 0 cocraBe u comepx aHuu
JIOKYMEHTOB apXHBa;

- OeCIUIaTHO NPEJOCTaBIsET IMOJb30BATENAM  APXMBHBIMU  JOKYMEHTaMHU
o(pOopMIIEHHBIE B YCTAHOBJIICHHOM IIOpPSIKE APXUBHBIE CIPaBKU WJIA KOIHMH
ApXUBHBIX  JIOKYMEHTOB,  CBSI3aHHbIE  C  YCTAQHOBJIIEHHEM  TPYJOBOIO
CTa)ka, COUMAIbHON 3aIMTOM I'paXkJaH, MpeAycCMaTpUBAIOIIEH HUX MEHCHOHHOE
o0ecrieyeHne, a TakXKe IOJIyYeHHE JIbFOT M KOMIIEHCAllUd B COOTBETCTBUU C
3aKoHoAaTensCcTBOM Poccniickon denepanuu;

4. UcnosiHeHHe 3alpoCOB TIPaxAaH U OPraHu3aluil CONHAJIBbHO-NPABOBOIO
xapakrepa.

4.1. Nudopmarusi COIMATBbHO-TIPABOBOTO XapakTepa IO 3alpocaM TpaXAaH H
OopraHu3aluid BblAaeTcss B (opMe apXMBHOW CHpPABKHA, ApPXWBHOM KONUU H
aApPXWUBHOM BBIITUCKH.

4.2. ApxuBHbIE CHpaBKH, BBINMCKM U KONUU BBLIAIOTCS HAa OCHOBAaHUU
IMCBMEHHOT'O 3a1poca

II0JIB30BATEINS, KOTOPBIM JOJDKEH COAEp’KaTh HAMMEHOBaHUE (M aJapec Ipu
NEPEChUIKE) OpraHu3alMu (apxuBa), KOTOPOM OHHU aJpPECOBAHBI, H3JIOKEHUE
CyllecTBa 3ampoca; (pamMmwinio, UMs U OTYECTBO OOpaIlarolIerocs; €ro aipec,
KOHTAaKTHBIE TeJIe(DOHBL; ATy U JINYHYIO MOATHUCH.

4.3. Cpox HUCIOJHEHUS 3alpOCOB COIMAIBHO-TIPABOBOTO XapaKTepa TpaxAaH H
OpraHu3alyi Mo MaTepualiaM apXWBa HE JNOJDKEH mpesblmath 30 qHEW co aHS
peructpauuu odpaunieHus. [Ipu coxkHbIX 3a1Ipocax CPOK MOKET OBITh MPOJIEH, HO
He O0osee yem Ha 30 gHel ¢ 00A3aTeNbHBIM YBEAOMIIEHUEM 00 3TOM 3asiBUTEIS.
4.4 B cripaBKy BKJIIOYAIOTCA TOJIBKO CBECHUS, YITOMUHAEMbIE B JOKYMEHTAX.

4.5. ApxuBHas CrpaBKa MOAMKUCHIBAETCS PYKOBOAUTENIEM OpraHU3al|H.

4.6. ApXuBHbI€ KOIIMHM M BBIMHCKU U3 JIOKYMEHTOB BBIJAIOTCS B COOTBETCTBHUHU C
3aIpOCOM.

4.7. VneHTUYHOCTh TMOJJIMHHUKY BBIJIAHHBIX apXMBHBIX KOMHH M BBINHCOK
3aBepsETCS IMOJIMUCHIO PYKOBOJAUTENS OpraHu3alud W TepOoBON  MedaTbio
OpraHU3alnH.

4.8. Bpinucka NpoOU3BOAUTCA TOJIBKO U3 JOKYMEHTa, B KOTOPOM COJEPKUTCS
HECKOJIBKO OTJIEJIbHBIX, HE CBSI3aHHBIX MEXKIYy cO00 BONpocoB. Brinucka nomkHa
BOCITPOU3BOIMUTD MOJIHBIA TEKCT YACTH JOKYMEHTA, OTHOCSILEHCS K 3aIpocy.

5. [IpaBa ¥ 0TBETCTBEHHOCTH 10 BEJICHUI0 APXHUBA.

5.1. Ins BBINOJIHEHUS BO3JIOKEHHBIX 3a/lady U (QYHKUUU JIMIIO, OTBETCTBEHHOE 32
BEJICHUE apXUBa:

- KonTposupyer BBINOIHEHHE YCTAaHOBIECHHBIX MPaBUII pabOThI C JOKYMEHTAaMH B
MIOYV.

- Hecer OTBETCTBEHHOCTHh 3a BBINOJHEHHWE BO3JIOXKEHHBIX HAa apXWB 3a7a4 H
GyHKUIHHA.


https://pandia.ru/text/category/zashita_sotcialmznaya/
https://pandia.ru/text/category/pensionnoe_obespechenie/
https://pandia.ru/text/category/pensionnoe_obespechenie/
https://pandia.ru/text/category/zakoni_v_rossii/

5.2. 3a yrpaty W TMOpPYy JAOKYMEHTOB JIOJDKHOCTHBIE JIMIA YUPEKICHUS
(PYKOBOJUTENb YUPESKICHUS W JIMIO, OTBETCTBEHHOE 3a BEJCHHE apXWBa) HECYT
OTBETCTBEHHOCTh B COOTBETCTBUH C JICUCTBYIOIINM 3aKOHOJATEILCTBOM.

0. 3aKaIIuYnTeIbHbIC MOJOKCHUS

6.1. Hacrosimiee /lonoowcenue 06 apxuee ABISIETCS JOKAIbHBIM HOPMATHUBHBIM
akToM, TmpuHUMaercs H©Ha OOmem coOpaHuu pabOTHUKOB JOIIKOJIBHOTO
00pa30BaTeILHOTO YUPSKICHUS W yTBEpKmaercs (MO0 BBOAUTCA B JICHCTBUE)
3aBEYIOLIUM JOY.
6.2. Bce u3MeHeHHMsS U JOIOJHEHHS, BHOCHMBIC B HacTosmiee Ilonoxkenue,
opopMISIOTCST B MHCHhbMEHHOW (GOpME B COOTBETCTBUU JICHUCTBYIOIIUM
3aKOHOJAaTEILCTBOM Poccuiickoi denepanu.
6.3. Ilonmoxxenue 00 apxuBe JIOY mnpuHUMaeTCs Ha HEOMPEACIICHHBIA CPOK.
6.4. [locne npunstus [lonoxeHus: (MM U3MEHEHUN W JOMOJHEHUN OTAEIbHBIX
MYHKTOB U Pa3/IeliOB) B HOBOM peNaKIMK MPEIbIIyIasi peJakiius aBTOMATHUYECKH
yTpauuBaeT CHUILY.
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