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ABTOHOMHas HEKOMMEpYECKast Pemaxuusg: 1
OpraHu3aIus JOMONHUTENEHOTO
npodeccHoHaTBHOro 00pa3oBaHus [Tonoxexnue o0 apxuge
«OBbpa3oBaTENbHBIN LIEHTP
«I1anox — HOry

Crp.3u39

1. O6mue moJioKeHUs
1.1. Tlonoxkenue 00 apxuBe aBTOHOMHOM HEKOMMEpPYECKOH OpraHu3aluu

IOIIONIHUTENBHOTO IpodeccHoHanbHOr0 o00pazoBanus «OOpa3oBaTeNbHEIN LIEHTP
«3tanoH — FOr» (nanee — OLI) paspabotano B coorBeTcTBUM ¢ DenepaibHBIM 3aKOHOM
oT 22 oktabps 2004 r. N 125-03 "O6 apxuBHoM nene B Poccuiickoit @enepanuy,
3axonoM Kpacrogapckoro xpas ot 06 nexabpst 2005 r. Ne 958-K3 «O0 apxusBHOM feie
B KpacHomapckom kpae», W onpenenseT HazHa4yeHWe, LeNM, 3aJadyd, HalpaBlIeHUS
nesrenbHocTH apxusa OLI.

1.2. Hacrosiee [Tonoxenue pa3paboTaHo B IENSX:

- COBEpIICHCTBOBAaHUS JAESITEIBHOCTH B cdepe OpraHu3alid XpaHeHHS,
KOMIIJIEKTOBAHUS, Y4eTa U UCIIOJIb30BaHMs apXUBHAIX JoKkyMeHToB OLJ;
- palMOHATBHOM OpraHU3aIiy JOKyMeHTalmoHHoro obecredyenus B OL]

1.3. ApxuB OL] co3maercs B IeNsX XpaHEHHs, KOMIUIEKTOBaHHUs, ydeTa H
HCIIONIb30BaHMs JOKYMEHTOB, oOpasyiomuxcs B Iporecce pearensHoctd OLl u
3aKOHYEHHBIX JENONMPONU3BOACTBOM HOKYMEHTOB IIPAaKTUYECKOTO Ha3HAUeHHUs, UX
oTOOpa ¥ MOATOTOBKH K Iepefayue Ha XpaHEHUE B MyHHULIUITAIBHBIA apXUB.

1.4 B cBoelt pabore apxuB OL| pyKOBOACTByeTCs 3aKOHOAATEIBCTBOM 00
apxuBHOM Jene B Poccuiickoii @enepalliy, HWHBIMH HOPMATHBHBIMU IIPaBOBBIMH
akTamu Poccwmifckoit @enepaumu, mnoxkanbHeIMH aktamu OLl u  HactosAmuM
ITonoxenuem.

1.5. KonTpons 3a nesTeNnsHOCTRIO apXuBa ocymecTeiseT aupekrop OLL.

1.6. Hactosmee [lonoxenue yreepxnaerca qupekropom OLI,

1.7. Hacrosimee IlonosxeHue sIBIseTCS JIOK&IbHBIM HOPMATHBHBIM aKTOM,

PErNTaMEHTHPYIOIIKUM OEeATECIEHOCTD O]_I



ABTOHOMHas HEKOMMepYecKas Penmakus: 1
OpraHu3aLus JONOJHUTENEHOTO
Crp.4u39
npodeccroHaTBHOr0 00pa3oBaHUL [Tonoxenue 06 apxuse
«O0pazoBaTeNbHbIHA HEHTP
«3Jtanol — 0y

2. CocTaB 10KYMEHTOB apXHBa
2.1. ApxuBHBIE NOKyMEHTHI, NOCTynarmomiue Ha XxpaHeHue B apxuB OLl, He
TMOAJIeKAT IPUBATU3AIMHU, HE MOTYT OBITE OOBEKTOM MPOJAXKHU, MEHBI, JapEeHUs, a TAKKe
HHBIX CAEJIO0K, MOTYIIUX IIPUBECTH K UX OTUYKAECHHIO.
2.2. B apxuse Ol xpaHsTcs:
- apXMBHBIE JOKYMEHTEI, 00pa3oBaBIIrecs B porecce aesrensHoct OLL
- JOKYMEHTBHl II0 JIMYHOMY COCTaBy, OTpaKaloIllWe TPYIOBbIE OTHOILIEHHUS
paboTHHKa ¢ paboToaaTeneM.

= APXHUBHBIC JOKYMEHTEI IIOCTOAHHOI'O XpaHCHHA.

3. 3apaum U GpyHKUMH apXuBa
3.1. OcHoBHbIe 3agauamu apxusa OLI:

- obecnedeHue € IUHBIX IPUHIUTIOB OpraHu3aluu XpaHeHus,
KOMIUIEKTOBaHHUs, yUeTa U UCIIOJIb30BaHUE apXUBHBIX JOKYMEHTOB, X COXPaHHOCTH;

- OCYLIECTBIEHHE KOHTPOJS 3a (OpMHpOBaHHEM U OGOPMICHHEM [ell B
nenonpoussoactee OLI.

3.2. B coOTBeTCTBHMM C BO3JIOXKEHHBEIMH Ha Hero 3amadyamu apxuB O]
OCYLIECTBIISET CIeAyrolue GyHKINH:

- NIPHHUMAET II0CJE 3aBepIUEHUs MAEJIONPOU3BOACTBA, YUUTHIBAET U
Xpa"HuT ofpazoBaBmmecs B gearenbHoctH Ol mokymMeHTmI, oOpaboTaHHBIE B
COOTBETCTBHH C NEHCTBYIOIKUMHU [IPaBUIIAMH;

- opraHusyer paboTy 1O TIIOATOTOBKE OMNHWCEH  3aBepIIeHHBIX
JEeJI0IIPOU3BOACTBOM JTOKYMEHTOB IIOCTOSHHOIO XPaHEHHUS U IO TUYHOMY COCTaBY;

- OCYILIECTBISAET y4eT 10 HOMEHKIIaTypaMm JIel;

= obecreynBaeT TTOJIHYIO COXPAaHHOCTE IIPUHATLHIX Ha XPaHCHHUE JIEJ1;

1

CO3/J1a€T, IIOTIOJHAET U COBEPIICHCTBYET y‘IETHO-CHpaBO‘IHBIfI arrapar
K XpaHAll¥MCA B apXKBe [e/IaM H NOKYMEHTaM,

- OpraHu3yeT UCIIOJBE30BaAHHE XPaHAIMHUXCs B apXHUBE JOKYMCHTOBE;



ABTOHOMHasl HEKOMMEpUEecKast Pepaxnus: 1
OpraHu3aIys JOMOTHUTEIEHOTO
Crp.5m39
poeccHOHAIEHOTO 00pa3oBaHUs [Tonoxenue 00 apxuse
«O0pa3oBaTeNbHbIA HEHTP
«3Itanon — KOry

- uHQOpMHUpYeT pyKOBOACTBO U padoTHukoB OIl o coctaBe u
COJlep)KaHHUH TOKYMEHTOB apXHBa;

- BBIIa€T B YCTAHOBIIEHHOM IIOPSIKE XpaHSIIMECs B apXuBe [ela |
JOKYMEHTBI 71 MCIIOJIB30BaHUA B MPAKTUIECKUX U APYTHUX LETSX;

- UCIIONHSET 3alpochl YUpPeXAEHUH U TrpaxkaaH 00 yCTaHOBIEHHU
TPYAOBOIO CTa)Ka U 10 JPyTMM BOIPOCAaM COLMAIbHO-IIPABOBOI0 XapaKTepa;

- BEJIET yYeT BBIJAYM apXMBHBIX JENI U JOKYMEHTOB, OCYIIECTBIISET
KOHTPOJIb 38 CBOEBPEMEHHBIM HX BO3BPAIIEHUEM B XPaAHUIIHILIE;

- IIPOBOJUT 3KCIEPTU3Y LIEHHOCTH JOKYMEHTOB, XPaHAIIUXCSA B apXUBe,
CBOEBPEMEHHO OTOMpaeT K YHHITOXKCHHUIO JleJla ¢ UCTEKIINME CPOKAMU XPaHEeHHUS;

- OKa3bpIBaeT METOAWYECKYIO IIOMOIIbL B COCTABICHUHM HOMEHKIIATYpPEHI
IeN, KOHTPOJIHPYET IIPaBUIBHOCTE (OPMHUPOBaHHUS U OQOpPMIEHHS Jel B
JEeJI0TIPOU3BOICTBE, IIOATOTOBKY JOKYMEHTOB K Itepefade B apxus OLJ;

. B CIy4ae 3aKJIOUYEHHs C  COOTBETCTBYIOIIMM  YUYPEXKICHUEM
DenepalbHOr0 apxXMBHOrO areHTcTBa Poccum  JoroBopa o TIepefade Ha
roCcylapcTBeHHOe XpaHeHHe nokyMeHToB OIl ofecneunBaeT MOATOTOBKY 3TUX
JOKYMEHTOB M CBOEBPEMEHHOE IIpe/ICTaBlIeHNe OIUCH Iell MIOCTOSHHOTO XpaHeHUs Ha
YTBEP)KIEHHE  OKCIIEPTHO-IIPOBEPOYHOM  KOMHCCHM  YKa3aHHOIO  apXHBHOTO
YUpEXKICHUSL.

4. TIpaBa u 0OTBETCTBEHHOCTDb

4.1. Jlns BBINONHEHKS BO3JOKEHHBIX 3a/1a4d ¥ (DYHKIMH WO, OTBETCTBEHHOE 3a
Benenue apxuBa OLl, mMmeeT NpaBo KOHTPOJMPOBATH BHINIOJHEHWE YCTAHOBIEHHEBIX
npaBu paboTsl ¢ qokymentamu B OLI.

4.2. Jluno, otBeTcTBeHHOE 3a BenmeHue apxuba Oll, HeCeT OTBETCTBEHHOCTDH 32
BEIIIOJIHEHHE BO3JIOKEHHBIX Ha apXUB 3a7a4 U (PyHKIIHH.

4.3. 3a yTpaTy ¥ TOpYy NOKYMEHTOB IOJDKHOCTHOE JIMIIO0, OTBETCTBEHHOE 32
BEIlCHUE apXWBa, HECET OTBETCTBEHHOCTh, B COOTBETCTBHH C JEHCTBYIOIIHUM

3aKOHOOAaTCIIECTBOM.



ABTOHOMHasI HEKOMMEpYECKas Penaxnus: 1
Oprasusanys JOMOJHUTEILHOTO
Crp. 6 u3 9
IpodheccHoHanbHOro 00pa3oBaHus ITonoxeHue 06 apxuge
«O6pazoBaTenbHEIH HEHTD
«JranoH — FOr»

5. KomniiekroBanue apxuBa

5.1. IloaroroBka AOKYMEHTOB K Iepenaue B apxuB OLl BKIIOUAET IKCIEPTH3Y
Hay4yHOM M IIPaKTHYECKOM IEHHOCTH [OKYMEHTOB, o(opMieHHE HeJ, COCTaBIeHUE
OITHCH.

5.2. DKcnepTyu3a IeHHOCTH JOKYMEHTOB.

— JKCIIEPTH3a LIEHHOCTH JOKYMEHTOB - OINpEeNeleHHe I[EHHOCTH IOKYMEHTORB C
LeNBI0 0TOOpa UX Ha XpaHeHHe U YCTaHOBIICHHUE CPOKOB XPaHEHHUS;

— OKCHIepTH3y IeHHOCTH JokyMeHToB B OIl ocymecTBiseT NOCTOSHHO
JNEUCTBYIOIIAs IKCIEPTHAS KOMHUCCHS;

— OKCIIEpTHasd KOMMCCHs HaszHadaeTcsl npukazoMm aupektopa OIIl. B coctas
OKCIIEpTHOM KOMHMCCHH BKIIOYAIOT HE MEHEee TpeX COTPYIHHKOB, B TOM 4HCIIE B
00s13aTebHOM MOPSAKE JIHII0, OTBETCTBEHHOE 3a BefeHue apxusa OLJ;

— DKCIIEpTHas KOMHCCHS Ha 3aCeJJaHUIX pacCMaTpuBaeT: HoMeHKIaTypy aen OLI,
OIMCH [ IOCTOSHHOIO XPaHEHWS U IO JHUYHOMY COCTaBY, aKThl Ha JOKYMEHTHI,
BBIJIETIAEMBIE K YHUUTOXKESHHIO.

5.3. Odopmienue med.

Jlena TOCTOSIHHOIO XpaHEHWs MOAIIMBAIOTCS B TBEPAYIO OOJOXKKY CYypOBBIMHU
HUTKaMH. JIMCTBI HyMepyIOTCs B IIpaBOM HIDKHEM YTIIy IIPOCTHIM KapaHIAIIoOM.

5.4. B KoHIle [ieNa Ha OTAEIBHOM JIUCTE COCTABIISACTCS 3aBEPUTENbHASA HANIUCE.

5.5. Ha o0noxke nesl NOCTOSHHOIO XpaHEHWs IOJDKHBI OBITH MPOCTABIEHEI
CIIENYIOIIME PEKBH3WTHI: HAUMEHOBAHWE O00pa30BATENbHOIO YYPEIKIEHHUSI, HOMEp
(MHZEeKc) mena o HOMEHKIIAType, 3aroJI0BOK Jeja, KOJMYEeCTBO JINCTOB, CPOK XPAHEHHUS
WJIA OTMETKA «XPaHUTh IIOCTOSIHHO», HOMep (OH/Ia, OITUCH, JIefa.

5.6. Ilo oKOHYaHUH AETIONPON3BOCTBEHHOTO rofa B 0(hOpMIIEHHEIE 0OI0KKH I
[IOCTOSIHHOI'O XPaHEHUs BHOCSTCS HeoOXOJWMBIe YTOUHEHWs: B 3aTOJIOBKH e,
COIEepKalllUX pacHOpSIIUTENbHbIE ITOKYMEHTHl (TpUKa3bl, IIPOTOKONBI), BHOCSTCS

HOMEpa, €CIIH [OEI0 C HepeHHCKOﬁ COCTOHUT M3 HECKOJ/IBKHX TOMOB, B KaXJIOM TOME



ABTOHOMHaS HEKOMMEpUECKas Penaxmus: 1
OpraHu3alys JOMOJHUTEILHOTO G 7m0
npoeccHoHaTEHOro 00pa3oBaHus [Tonoxenue o0 apxuse
«O0pa3oBaTebHBIH LIEHTD
«tanoH — I0ry

yKa3bIBaeTCsl KOPPECIOHIEHT, aBTOp, TEPPUTOPHUs, OpyrHe HaHHble. B KaxaoM ToMe
yKa3bIBaeTcs JaTa (YHCIio, Mecsll, rojl) Havala W OKOHYAHWS JaHHOTO TOMa. 1 OuYHBIe
JaThl IPOCTaBISIIOTCS HA OOJOXKKax [ OBICTpOro TOWCKa JOKYMEHTOB B
MIOCIIEAYIOLIEM; U3 3aBEPUTEIBHON HAIIIMCH Ha OOJIOKKY Jiella BEIHOCUTCS KOIUYECTBO
JIUCTOB B JIeIe.

5.7. Hagmucu Ha 00n0KKaxX A€N MOCTOSHHOTO M IOJTOBPEMEHHOIO XpPaHEHWs
clenyeT IMPOU3BOAUTE YETKO, CBETOCTORKUMU YEPHUIIAMH.

5.8. Ilns ydeTa KONMWYECTBa IUCTOB B Jele W ¢ukcanuu ocobeHHOCTeH ux
HyMEpalUU Ha OTAEILHOM JIUCTE COCTABIISETCS 3aBEpUTENIbHAS HAAINCE.

5.9. B 3aBepUTeNsHON HAIIUCH YKa3bIBAETCS KOJIHYECTBO JIUCTOB (IUdpaMu U
NPONMCHIO) B [eje. 3aBepuUTeNbHAas HaINWUCh IOAMUCHIBAETCS COCTAaBHUTEIEM C
yKa3aHHeM ero JOJKHOCTH.

5.10. BHyTpeHHfAs ONUCH COCTaBIseTCA K JelaM IIOCTOSHHOTO H
noiarospeMenHoro (ceeime 10 ser) cpoka XxpaHeHUs, C(QOPMUPOBAHHBIM IIO
Pa3HOBUIHOCTSIM [OKYMEHTOB, 3arojIOBKM KOTOPBIX HE pacKpBIBAlOT KOHKPETHOE
collepKaHue TOKYMEHTOB (0co00 LeHHbIe, TUYHBIE Iejia U JIp.).

5.11. Jlena BpeMeHHOT0 XpaHeHuUs! 0QOPMIISIOTCS YIIPOIIEHHO:

—yTOYHEHHe Ha O0JI0XKKax He NMPOU3BOAMTCS, ONUCH Ha JeNa He COCTaBISIOTCH,
y4eT BeJIeTCs 10 HOMEHKIaType Jedl.

5.12. Onucanue NOKyMEHTOB ITOCTOSHHOTO CPOKa XpaHEHHS.

5.13. Onucu coCTaBIAIOTCA pa3felbHO Ha Jella IMOCTOSHHOTO XpaHeHHs II0
OCHOBHO! JIeITEJIFHOCTH M Ha JeJa 110 JUYHOMY COCTaBy.

5.14. Onucy cocTaBISIOTCA OTBETCTBEHHBIM 32 BeJICHUE apXUBa.

5.15. Onuce BeneTcs B eIWHON BaJlOBOM HyMepallli B T€YEHNE HECKOIBKUX JIeT.

5.16. Ha pnema ¢ HCTEKIIHM CpPOKOM XpaHEHHs COCTaBIAETCS axkT 00

YHHUHUYTOXCHHHA.
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