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IToso:kenue
00 apxuBe MyHHUHMNIAIBbHOIO 0I0/1KETHOT0 J0IIKOJIbHOI0 00pa3oBaTe/IbHOIO
yupeskaeHus aerckoro caaa Ned ropoackoro okpyra Kunemma

1. O01He no1osKeHust

[Tonoxxenne o6 apxuBe (manee ITonosxkeHue) MyHUIMNATBHOIO OIOKETHOTO
JOLIKOJIBHOTO 00pa3oBaTeIbHOTO Y4pexaeHus: aerckoro caga Ne4 roponackoro
okpyra Kunemva (manee mo tekery — JIOY) paspaborano B cooTBeTCTBUU ¢ D3 «
O6 apxuBHOM nene B Poccuiickoit Denepanun», NPUMEPHBIM IMOJ0XKEHHEM 00
apx#uBe OpraHU3alllK, YTBEP)KACHHBIM mpuka3oM Pocapxusa ot 11.04.2018 Ne 42,
METOJUYECKUMH  peKOMeHIalusMd 1o  pabore ¢  JOKyMEHTaMHU B
0011e00pa30BaTeNbHBIX YUPEIKACHUSIX.

1.2. Hacrosiee [Tonoxenue pazpaboTaHo B LENsX:

- COBEpILEHCTBOBAHWs JAESTEIBHOCTH B chepe OpraHu3aluH, XpaHEHUs,
KOMIUIEKTOBAHMS,  y4yeTa W  HCIOJIb30BAaHUU  APXUBHBIX  JIOKYMEHTOB
MYHHULHIAIBHOTO JOLIKOJIBHOTO 00pa30BaTeIbHOIO YUPEKACHHs JeTCKUM cax Ne3.
- pallMOHAIBLHOM OpraHU3al|K JOKYMeHTallMOHHOro obecrnieuenus B JJOVY

1.3. ApxuB JJOVY co3pmaércs B ILensxX XpaHEHHUs, KOMIUIEKTOBAaHHUs, ydeTa WU
WCTIONB30BaHuUs - IOKyMEHTOB, o0pasyloluxcs B mpolecce aestensHoctd JIOY u
3aKOHYEHHBIX JEIOTPOU3BOJICTBOM JOKYMEHTOB IPAKTUYECKOrO HA3HAYECHUS, UX
ot0opa 1 MOATOTOBKU K Iepejaye Ha XpaHeHWe B MyHULUIIAIbHBIA apXUB

1.4.*B cBoeli pabote apxuB J[OY pykoBOIACTBYyeTCS 3aKOHOJAATEIbCTBOM 00
apxuBHOM Jeie B Poccuiickoit @enepanui, HOpMaTUBHBIMU IIPABOBBIMU aKTAMH I10
apXMBHOMY JIeJTy OpraHOB MECTHOTO caMOyTIpaBieHHs U HacTosmuM [lonoxenuem.
1.5. Kontpouns 3a nesrensHocThio apxuBa JIOY ocylecTBiIseT 3aBe 1y Oni
MBJIOY.

1.6. OtBeTcTBeHHBIM 3a BeeHUe apxuBa JIOVY sBisercs Ael10nporu3BOAUTEIND

2. CocTaB 10KYMEHTOB apXHBa

B apxuB MBJIOY mnoctynaor:

2.1. ApxuBHBIE JOKYMEHTBHI, OOpa3oBaBLIMEeCS B IpoIlecce IeATeIBHOCTH
JOV, BpeMeHHOro XpaHeHus (He0OXOIUMbIe B TPAKTUYECKOMH IeSTEbHOCTH).

2.2. JIOKyMEeHTBI II0 JMYHOMY COCTaBy, OTpa)Kalollhe TpPyAOBble OTHOLICHUS
paboTHHKa ¢ paboToaaTeneM.

2.3. ApXUBHBIE JOKYMEHTBI IIOCTOSSHHOIO XpaHEHHs M I10 JIMYHOMY COCTaBy
yUpeXIACHHUH, IPaBOIPEeeMHUKOM KOTOPBIX siBnseTcs JJOY

2.4. CripaBo4HBI} anmapar K J10KyMeHTaM apXUBa. -
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IHouoxxenue
00 apxuBe MyHHIMNIAJIbHOTO 0I0?KETHOTO JOIIKOJbLHOT0 00pa30BaTeJIbHOT0O
yupexaeHus 1eTckoro caaa Ne4 ropoackoro okpyra Kunemma

1. O0ume moJIoKeHus

[Tonoxxenne o0 apxuBe (nanee I[lonmoxxkenume) MyHUIIMIATBLHOTO OIOKETHOTO
JIOLIKOJIBHOTO 00pa30BaTEIbHOTO YUYpeKIeHUs AeTckoro caga Ned ropojckoro
okpyra Kunemma (manee no tekcry — JIOY) paspaborano B cooTBeTcTBUH ¢ D3 «
OO0 apxuBHOM jaene B Poccuiickoit @enepanyn», NPUMEPHBIM MOJOKEHUEM 00
apXHWBE OpraHu3alluy, YTBEPKICHHbIM Ipuka3oM PocapxuBa ot 11.04.2018 Ne 42,
METOJAMYECKUMHU  PEKOMEHJAlMsIMKU 1Mo  paboTe ¢  JOKYMEHTaMH B
00111e00pa30BaTEIIbHBIX YUPEIKICHUSIX.

1.2. Hacrosmee ITonoxxenue pazpaboTaHo B LIEIAX:

- COBEpIICHCTBOBAHUS JEATEIBHOCTH B cepe OpraHu3aluu, XpaHEHUs,
KOMILJIEKTOBAHMS, ydye€Ta M  HCIOJb30BAHUM  APXUBHBIX  JTOKYMEHTOB
MYHHUIIMIAIBHOTO JIOUIKOJIBHOTO OOpa30oBaTEIbHOIO YUYPEXKICHHUS NETCKUU caj
Ne3.

- paloHaIbHON OpraHU3alMK JOKYMEHTAalMOHHOTo obecnieuenus B JJOY

1.3. ApxuB OV co3pmaércss B 1LENsAX XpaHEHUs, KOMIUIEKTOBAaHHUS, ydeTra W
UCIIOJIb30BaHUs IOKYMEHTOB, oOpasyroluxcsi B npouecce aestensHoctd OV u
3aKOHYEHHBIX JIEJIONPOU3BOJCTBOM JOKYMEHTOB MPAKTHYECKOIO0 HAa3HA4YECHMsS, UX
0TOOpa ¥ MOATOTOBKU K TEpe/iaue Ha XpaHEHWE B MyHUIIUTIATbHBIN apXUB

1.4. B cBoeit pabore apxuB JIOY pyKoBOJCTBYyEeTCS 3aKOHOAATEILCTBOM 00
apxuBHOM gneine B Poccuiickont denepanyiy, HOpPMaTUBHBIMU MPABOBBIMU aKTAMH
0 AapXMBHOMY JEJIy OpraHoB MECTHOIO CAaMOYIpPaBJICHUS W HACTOSUIUM
[Tonoxennem.

1.5. Kontposb 3a nestenbHocThiO apxuBa JJOY ocyiiecTBiseT 3aBeAyOIHii
MB/IOY.

1.6. OTBeTcTBeHHBIM 32 BefieHHe apxuBa IOV sBisercs Aen10npon3BOANTENh

2. CocTaB 10KYMEHTOB apXuBa

B apxus MB/IOY mnocTtynaror:

2.1. ApxuBHBIE JIOKYMEHTBHI, OOpa30BaBIIMECS B TMPOIECCE NEATEILHOCTH
JOY, BpemenHOT0 XpaHeHus (He0OX0AUMbIE B MPAKTUUECKON JEATEILHOCTH).

2.2. JIOKyMEHTBHI MO JUYHOMY COCTaBy, OTPAKAIOUIUE TPYAOBBIE OTHOIIEHUS
paboTHHKA C paboTOaTEIIEM.



2.3. ApxuBHBIE TOKYMEHTBHI IMOCTOSHHOTO XPAaHEHUS W TO JUYHOMY COCTaBYy
YUPEKICHUM, TPABONPEEMHUKOM KOTOPBIX sABjsiercs: [JOY
2.4. CripaBO4YHBIM anmapar K JOKYMEHTaM apXHBa.

3.3agaum u GpyHKUUM apxXuBa

3.1. Ocnognvimu 3a0auamu apxuea /[OY aenawomcs:

3.1.1. KomIuiekToBaHue TOKYMEHTaMH, COCTaB KOTOPBIX MPEIYCMOTPEH pa3iesioM
2 nacrosuero [lonoxenus.

3.1.2. ObecmeueHne  €AWHBIX  TNPUHIUIIOB  OpPTaHMU3AIlMU  XPaHCHUS,
KOMIUICKTOBAHMS, Yy4Y€Ta M HCMOJb30BAHUSI ApPXUBHBIX JIOKYMEHTOB, HUX
COXPAHHOCTH.

3.1.3. TloaroroBka W CBOEBpEMEHHas Nepeada JOKYMEHTOB Ha XpaHEHUE B
MYHULIMNIAJBHBIA ~ apXuB € COOJIOACHHMEM  CpPOKOB M TpeOOBaHUH,
yCTaHaBJIMBAEMbIX 3aKOHOAATEIbCTBOM 00 apxuBHOM Jene B Poccuiickoit
denepanum.

3.1.4. OcyuiecTBieHue KOHTpousisi 3a GopMHpOBaHWEM M OGOpMIICHHEM JieNl B
nenonpousBoactee 1OV .

3.2. B coomeemcmeuu c 60310)4CeHHbIMU Ha He20 3adauamu apxuse /[OY
ocyuwiecmensaem cieoyroujue QyHKyuu:

3.2.1. IlpuHuMaeT nociue 3aBepuIeHUs: JeJIONPOU3BOACTBOM, YUUTHIBAET U XPAHUT
nokymeHTtel  JIOY, oOpaboTtanHble B COOTBETCTBUM C  TPEOOBAHHUSIMH,
YCTAHOBJICHHBIMM 3aKOHOJIaTEILCTBOM 00 apxuBHOM jene B Poccuiickoi
denepanum.

3.2.2. OcyuecTBieT y4eT U OOECIEeUMBAET MOJHYIO COXPAaHHOCTb MPHHSITHIX
apXMUBHBIX IOKYMEHTOB, B TOM YHCJIE MO JINYHOMY COCTaBY.

3.2.3. OpraausyeT UCHOIb30BaHUE TIOKYMEHTOB:

- uHopMuUpyeT aAMUHHUCTpalnio U paboTHukoB JIOY 0 coctaBe u comepxaHuu
JIOKYMEHTOB apXHBa;

- OecrilaTHO TIPEAOCTaBISCT TOJH30BATENSIM  APXUBHBIMU  JOKyMEHTaMHU
oQOpMJICHHBIE B YCTAaHOBJICHHOM TMOPSIIKE AapXUBHBIE CIPABKU WU KOIHUHU
apXMBHBIX  JIOKyMEHTOB,  CBSI3aHHbIE C  YCTAHOBJIEHHUEM  TPYAOBOrO
CTa)ka, COLIMAJIbHOW 3allMTOM IpaXkJaH, IMPEAyCMAaTPUBAIOLIEH WX IEHCUOHHOE
oOecrieueHne, a TaKXKe IMOJyYeHUE JIbrOT W KOMIICHCAIIMd B COOTBETCTBUU C
3aKOHOIaTeNbCTBOM Poccuiickoit denepanuuy;

4. UcnosiHeHHe 3alpoCOB TIPaxJaaH U OPraHu3aluil CONUAJIBLHO-TPABOBOIO
Xapakrepa.

4.1. Uudopmanusa couuMasbHO-MPABOBOIO XapakTepa IO 3ampocaM TIpakIaH U
opraHu3anuid BblgaeTcss B (opMe apXMBHOW CHpPaBKHA, ApPXUBHOM KOMUU H
APXUBHOW BBIITUCKH.

4.2. ApxuBHbIE CHpaBKH, BBIMMCKM U KONUU BBLIAIOTCS Ha OCHOBAaHUU
MIACBbMEHHOI0 3a1poca

MIOJIB30BATENS, KOTOPBIA [JOJDKEH COJEpKAaTb HAaMMEHOBaHUE (M ajapec Mpu
MEpPEChUIKE) OpraHu3aluu (apxuBa), KOTOPOW OHHU aJpPECOBAHBI; H3JIOKEHUE


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/

CyllecTBa 3ampoca; (aMuWINI0, UM U OTYECTBO OOPAIAIOLIETroCs; €ro ajapec,
KOHTaKTHbIE TeJI€(OHBL; ATy U JINYHYIO MTOAIHUCH.
4.3. Cpok HUCIIOJIHEHHUS 3allpOCOB COLMAIBHO-IIPABOBOIO XapakTepa IpaxaaH U
OpraHM3alMii Mo MarepuajaM apXuBa HE JOJDKEH mnpeBblmaTh 30 nHEH co AH
peructpauuu odpamieHus. [Ipu caokHbIX 3amrpocax CpoK MOKET ObITh IPOJJIEH, HO
He Oosiee yem Ha 30 aHEN ¢ 00s3aTeIbHBIM YBEIOMIIEHUEM 00 9TOM 3asiBUTEIIS.
4.4 B cnpaBKy BKJIIOYAIOTCS TOJIBKO CBEJCHMSI, YIOMUHAEMBbIE B JOKyMEHTaX.
4.5. ApxuBHas CIpaBKa MOANKMCHIBAETCS PYKOBOJAUTEIIEM OpraHU3al|H.
4.6. ApxuBHbIE KOTIMHM M BBIMHCKH U3 JOKYMEHTOB BBIIAIOTCS B COOTBETCTBUU C
3aIpoCoOM.
4.7. VneHTHYHOCTh NOJJIMHHUKY BBIJIAHHBIX APXHWBHBIX KOMNWWA M BBIIUCOK
3aBepsETCS TMOJMIMUCHI0O PYKOBOJIUTENS OpraHu3alid W TepOOBOW MeYaThio
OpraHU3aLNH.
4.8. Bpinmucka NpOU3BOAUTCSA TOJBKO W3 JOKYMEHTa, B KOTOPOM COACPKHUTCS
HECKOJIBKO OTJEJIbHBIX, HE CBSI3aHHBIX MEXIYy cO00W BONpOocoB. Brlnucka nomkHa
BOCIIPOU3BOJMTH IOJIHBIA TEKCT YACTH JOKYMEHTA, OTHOCSILEHCS K 3aIIpocy.

5. [IpaBa ¥ 0TBETCTBEHHOCTH 10 BeJI€HHI0 APXHUBA.

5.1. lns BBITIOJIHEHUS BO3JIOKEHHBIX 3a/1ad U (YHKIUN JIUIO, OTBETCTBEHHOE 3a
BEJICHUEC apXHBa.

- KoHTponupyeT BBITIOJIHEHHE YCTAHOBIEHHBIX TIPABUI PAOOTHI C TOKYMEHTAMH B
JOVY.

- HeceT OTBETCTBEHHOCTHh 3a BBHINIOJIHEHHWE BO3JIOKEHHBIX HA apXuUB 3a7a4 U
byHKIHA.

5.2. 3a yrpaty U mTOpYy JTOKYMEHTOB JOJDKHOCTHBIC JUIA YUYPEKICHUS
(PyKOBOAMTENb YUPEKACHUS M JIMIIO, OTBETCTBEHHOE 3a BEJICHHWE apXHBa) HECYT
OTBETCTBEHHOCTH B COOTBETCTBHH C JICHCTBYIONIUM 3aKOHOIaTEIHCTBOM.
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