[Ipunoxenune 3
k npukazy I'TIOY TO "ATIK"
oT 25.02.2019r. Ne 95A

HOJIOKEHUE
00 apxuBe rocyJapcTBEHHOr0 Npo¢eccCHOHAIBLHOI0 00Pa30BaTeILHOIO
yupe:xxaenusi Tyabckoii oosactu " JIoHCKo# MOJIMTeXHUYeCKUN KOJUTeTK"

1. O01mue moJj1oxeHUA

1.1. Tlonoxxenue 00 apxuBe TOCYAAPCTBEHHOrO0 MPO(PECCHOHATBLHOTO
obpazoBaTenpHOr0 yupexacHus Tynbckoi obnactu "JIOHCKOM IMOJUTEXHUYECKHUI
komtemx" (manee — Ilomoskenue), paspaboTaHo B coOTBeTcTBUM ¢ DenepaibHbIM
3akoHOM OT 22.10.2004 Ne 125-®3 «O06 apxuBHOM aeine B Poccuiickoit @eaepannmny,
®enepanbHbIM 3aKk0HOM OT 29.12.2012r. Ne 273-®3 "O6 obpazoBanuu B Poccuiickoit
@®enepauun”, MeTOOUYECKUMHU PEKOMEHIAUUSMU IO padoTe ¢ JAOKYMEHTaMH B
oO1eo0pa3oBarenbHbIX yupexaeHusx, Homenknarypoit nen I'TIOY TO "HIIK" u
Yeragom I'TIOY TO "AITK" .

1.2. Hacrosmee IlonoxxeHue pazpaboTaHo B IEIAX:

— COBEPILICHCTBOBAHUS JEATEILHOCTU B cdepe opraHu3aluu XpaHEHus,
KOMILUICKTOBAaHHs, yde€Ta W HCHOJIb30BaHUs apXuBHbIX JokymeHtoB [TIOY TO
"I[HK".

— palMoOHAIILHON OpraHU3aliy JTOKyMeHTalnoHHoro obecrieuenus: B I'TIOY TO
"IIIK".

1.3. Apxus I'TIOY TO "IIIK" co3gaeTcs B 1elsX XpaHEHUsI, KOMIUICKTOBaHMUS,
y4yeTa U HCIOJb30BaHUA JOKYMEHTOB, OOpa3yloUIuXcsi B MIpOLECCe AESITeIbHOCTH
I'TIOY TO "AIIK" 1 3aKOHYEHHBIX IETONPOU3BOJACTBOM JTOKYMEHTOB ITPAKTUYECKOTO
HA3HAYCHUS.

1.4. Kontpoinb 3a nestensHocThio apxuBa ['TIOY TO "JIIK"  ocymecTBisieT
3aBEAYIONINNA OTACIIOM KOHTPOJISI U OPraHU3allMOHHON padoTHI.

1.5. HenocpenctBennoe pykooactBo apxuoM ['TIOY TO "AIIK" Boznaraercs
MPUKa30M JIUPEKTOpa KOJUIEKa Ha JIMIO0, OTBETCTBEHHOE 3a BEJACHUE apXuBa (Kak
NPaBUJIO, HA apXHBapUyca).

2. CocTaB JOKYMEHTOB apXuBa

2.1. ApxuBHBIE JOKYMEHTHI, IOCTyNAOIIME Ha XpaHnenue B apxus ['TIOY TO
" IK" OTHOCATCST K TOCYyAapCTBEHHOMU COOCTBEHHOCTH, HE€ TMOAJeKaT
OpPUBATU3ALMH, HE MOTYT ObITh OOBEKTOM MPOAAXKH, MEHBI, JAPEHHS, a TAKKE HHBIX
CHENOK, MOTYLIMX IIPUBECTH K UX OTUYKACHUIO.
2.2. Bapxus ['TIOY TO "IIIK" nocrtynator:



2.2.1. ApxuBHbIE NOKyMEHTBHI, 00pa30BaBIIMECS B Ipolecce ACSITEIbHOCTU
I[TIOY TO "AIIK", BpeMeHHOro XpaHEeHHs (HEOOXOJUMBbIE B MPAKTUUYECKOM
JeSATEIIbHOCTH).

2.2.2. ApxuBHbIE JOKYMEHTBHI, 00pa30BaBIIMECs B IPOIIECCE NESITEIbHOCTU
PEOPraHU30BAHHBIX O0pPA30BATENbHBIX YUPEKICHUW MyTeM MPUCOCAUHEHUS B
KOJUICTIKY.

2.2.3. JIOKyMEHTHI 110 TUYHOMY COCTaBY, OTPAKAIOIINE TPYJOBbIE OTHOIICHUS
paboTHHKA C pabOTOaATEIEM.

2.2.4. ApXUBHBIE IOKYMEHTbI IOCTOSSHHOTO XPaHEHHS.

3.3anaun u GQyHKUHMHU apXuUBa

3.1. OcnoBubiMu 3anagamu apxuBa [ TIOY TO "IITK":
3.1.1. KomrmiekroBaHue IOKYMEHTAMH, COCTAaB KOTOPBIX IPEIyCMOTPEH
paznenom 2 Hacrosiuiero I[lonoxenus.

3.1.2. OOecnieueHre E€OUHBIX TMPUHIIMIIOB  OpPraHU3AlMK  XPAHECHWS,
KOMILJIEKTOBAHUSI, YU€Ta U UCIIOJIb30BAHNE aPXUBHBIX JOKYMEHTOB, UX COXPAHHOCTH.

3.1.3. OcyiiecTBieHrue KOHTpOJst 3a (popmupoBaHueM u 0hopMIICHUEM JIeT B
nenonpousBoactee ['TIOY TO "IITK".

3.2. B cooTBETCTBUU C BO3JIOKEHHBIMU Ha Hero 3amadamu apxus ['TIOY TO
"IITK" ocymiecTBIsieT clieayronue GyHKIUu:

3.2.1. llpyuHuMaer mociie 3aBEpPLICHUs NEJIONPOU3BOJICTBOM, YYUTBHIBAET H
xpanut nokymeHntel I'TIOY TO "JIIK", oOpaGoTaHHble B COOTBETCTBUU C
TpeOOBAHMUSIMH, YCTAHOBJICHHBIMA 3aKOHOJATEIbCTBOM 00 apXMBHOM JieJi€ B
Poccuiickon ®@enepanum.

3.2.2. OcymecTBisieT y4eT U 00€CleUnBAET MOJTHYI0 COXPAHHOCTb MPUHATHIX
aApXUBHBIX JOKYMEHTOB, B TOM YHUCJIE TIO TUYHOMY COCTAaBY.

3.2.3. IIpoBOAUT CBOEBPEMEHHOE YIOPSJOYECHUE APXUBHBIX JOKYMEHTOB
(3KCepTU3y IEHHOCTH, HAayYHO-TEXHUYECKYI0 O0OpabOTKy, COCTaBJIIEHHWE OMHCEH U
T.1.).

3.2.4. Opranu3yeT Ucroiab30BaHUE JOKYMEHTOB:

— uHpopmupyer agmuHucTpanuio U padboraukoB ['TIOY TO "JITIK" o coctaBe u
CoJiepKaHUU JTOKYMEHTOB apXHBa;

— OecCIulaTHO  MPEAOCTaBIs€T  MOJb30BATEISIM  APXMBHBIMH  JIOKYMEHTaMU
oopMIICHHBIE B YCTAHOBJICHHOM TMIOPSIIKE apXWBHBIC CIPABKU WIH KOMHUH
aApXUBHBIX JOKYMEHTOB, CBS3aHHBIE C YCTAHOBJIICHHEM TPYJOBOTO CTaXka,
COLMAIIBHOM 3alMTOM TPAXKIaH, MPEAyCMATPUBAOIICH WX [EHCUOHHOE
o0ecrniedyeHre, a Takke MOJy4YeHHE JIbFOT U KOMIIEHCAI[Mil B COOTBETCTBUU C
3aKOHOJATENLCTBOM Poccutickon denepanuu;

— BBIJIACT B YCTAHOBJIEHHOM TIOPSJIKE JIeJia, JOKYMEHTHI WJIM KOTIHH IOKYMEHTOB B
HEesIX CHYKEeOHOro M MPaKTUYECKOro UCIOJIb30BaHUS i paboThl B
MIOMEIIICHUH apXHBa,

— BEJET y4YeT UCIOJIb30BaHUs JOKYMEHTOB, XPAHSIINXCS B apXUBE.



4. IIpaBa ¥ OTBETCTBEHHOCTH

4.1. J1ns BBITOJIHEHHUS BO3JIOXKEHHBIX 33724 M (PYHKIIMH JIUIIO, OTBETCTBEHHOE
3a Begenue apxusa ['TIOY TO "JIIK", umeer npaBo:

4.1.1. KoHTpoiupoBaTh BBIMOJHEHHE YCTAaHOBJCHHBIX IIPaBUJl PabOThI C
nokymentamu B I'TIOY TO "IIIK".

4.2. Jluuo, otBeTcTBeHHOE 3a BeaeHue apxua ['TIOY TO "AIIK", nHecer
OTBETCTBEHHOCTbH 32 BBITMIOJIHCHHE BO3JIO)KCHHBIX HAa apXUB 3a7a4 ¥ (QyHKIIH.

4.3. 3a ytpary u TOpuy AOKYMEHTOB JOJDKHOCTHBIC JIUIA YUPEKICHUS
(pyKOBOIMTEND YUYPEKACHUS M JIMIO, OTBETCTBEHHOE 3a BEJCHUE apXHBa) HECYT
OTBETCTBEHHOCTh B COOTBETCTBUU C JACHCTBYIOIINM 3aKOHOAATEIILCTBOM.

5. KommiekroBanue apxuBa

5.1. TloaroTroBka IOKyMeHTOB K mnepemgaue B apxus [TIOY TO "AIIK"
BKJIFOYAET OKCHEPTU3y HAy4YHOM W MPAKTUYECKOM LEHHOCTH JIOKYMEHTOB,
oopMIIEHUE JIeJ, COCTABIICHUE OIUCH.

5.2. DkcrepTr3a HEHHOCTH JOKYMEHTOB.

5.2.1. Dkcmepth3a UEHHOCTH JOKYMEHTOB - ONPEICICHUE LIEHHOCTH
JOKYMEHTOB C LIEJIbIO 0TOOpA UX HA XPAHEHUE U YCTAHOBJIEHUE CPOKOB XPAHECHHS.

Oxcneptuzy ueHHoctu aokymMeHntoB B I[TIOY TO "JIIK" ocymectBiser
MOCTOSIHHO JEHUCTBYIOMIAs HKCIIEPTHASI KOMUCCHSI.

5.2.2. DkcrniepTHas KOMHCCHUSL Ha3Ha4daercs npukasom 3asenyromen ['TIOY TO
"IIIK". B coctaB DKCnepTHON KOMUCCUHU BKIIIOYAIOT HE MEHEE TPEX COTPYAHUKOB, B
TOM YHCJI€ B 00s3aTEIILBHOM TMOPSAKE JTUI0, OTBETCTBEHHOE 3a BeqeHue apxusa [ TIOY
TO "ITIK".

DKCIepTHas KOMHUCCHS Ha 3acelJaHusX PacCMaTPUBAECT: HOMEHKIATypy HAe
I'TIOY TO "AIIK" , onucu aea MOCTOSTHHOTO XPaHEeHHS U MO JINYHOMY COCTaBY, aKThI
Ha JJOKYMEHTBI, BBIJEISIEMbIE K YHUUTOXEHUIO.

5.3. Obopmnenue nern.

5.3.1. [lena NOCTOSHHOIO XpaHEHWs MOAIIMBAIOTCS B TBEPAYIO OOJIOXKKY
CYpOBBIMM HUTKaMH. JIMCTBI HyMEpylOTCS B TMPaBOM BEPXHEM YTy MPOCTHIM
KapaHgamoM. KonuyecTBo JTUCTOB B KaXAOM €€ HE JOJDKHO npesbimath 250. B
KOHLIE JIeJIa Ha OT/IeJIbHOM JIMCTE COCTABJISIETCS 3aBEPUTENIbHAS HAIITUCh.

5.3.2. Ha 006110KKe Jie] TTOCTOSTHHOT'O XPaHEHHS JOJDKHBI ObITh MPOCTABIICHBI

CJIeYIOIME PEKBU3UTHI: HAMMEHOBAHHE OO0pPa30BATEIBHOTO YUYPEXKICHUS, HOMEP
(MHOEKC) nella MO HOMEHKJIATYpe, 3arojOoBOK [1e€7a, KOJHUYECTBO JIUCTOB, CPOK
XPaHEHMsI WK OTMETKA «XPaHUTh TOCTOSTHHOY», HOMep (OH/Ia, OTTUCH, JIeTia.
5.3.3. Tlo okOHYaHWU NIETOMPOU3BOJCTBEHHOTO Trofa B 0(hopMIICHHBIC OOJIOXKKH eI
MMOCTOSTHHOTO XPAaHEHHSI BHOCSTCS HEOOXOJWMBbIE YTOUHEHHUS: B 3aroJjOBKU JIed,
COJICpKAILUX PACTIOPSAIUTEIbHbIE JTOKYMEHThI (TIPUKa3bl, MPOTOKOJIbI), BHOCATCS
HOMEpAa; €CJU JIeJI0 C MEPENUCKOW COCTOUT U3 HECKOJIBKMX TOMOB, B KaKJIOM TOME
yKa3bIBAE€TCSI KOPPECMOHCHT, aBTOp, TEPPUTOPHUS, APYrue NaHHbIC. B KaxXaoM ToMme
yKa3bIBaeTCs Jata (4Mciio, Mecsil, roj) Hayaja U OKOHYaHUsl JaHHOTO Toma. TouyHbIe
JaThl TPOCTABIAIOTCA Ha OO0JOXKKax [Jisi OBICTPOTO TOWCKAa JOKYMEHTOB B
NOCJIEAYIONIEM; U3 3aBEPUTENIbHOM HAAMHCH HAa OOJIOKKY Jiefla BBIHOCHUTCS
KOJIMYECTBO JUCTOB B JIETIE.



53.4. Haanucu ©Ha o0OJOXKAaxX €1 TOCTOSHHOTO M JOJTOBPEMEHHOTO
XPaHEHUs CIEYET IPOU3BOINUTH YETKO, CBETOCTOMKUMH YEPHUIIAMH.

5.3.5. lns y4yeTa KOJIMYECTBA JIMCTOB B Jieje U (PUKcalMu 0COOCHHOCTEH X
HyMEpaluU Ha OTAEIbHOM JIMCTE COCTABIISIETCS 3aBEPUTEbHAS HAIIKCH.

B 3aBepuTenbHOM HAANMCH YKA3bIBAETCS KOJUYECTBO JUCTOB (Ludpamu u
NOpOIKChIO) B Jeie. 3aBepureNibHas HAAMKUCh TOIIMUCHIBAETCS COCTABUTENEM C
YKa3aHHUEM €T0 JOJKHOCTU U JJaThl COCTaBJICHUS.

5.3.6. BHyTpeHHsI1 ONHUCH COCTaBISIETCS K JielaM TOCTOSIHHOTO W
nonroBpeMeHHoro (ceimie 10 Jet) cpoka xpaHeHHS, CHOPMHUPOBAHHBIM 10
Pa3HOBUJHOCTSIM JIOKYMEHTOB, 3arojOBKH KOTOPBIX HE PaCKpPbIBAIOT KOHKPETHOE
coj/iep>KaHue TOKYMEHTOB (0CO00 IIEHHBIE, JIMYHbBIC JIeTa U Ap.).

5.3.7. Jlena BpeME@HHOTO XpaHEeHUsI 0(DOPMIISIFOTCS YIIPOITICHHO:

OHU HE MOJIIIMBAIOTCS, JUCTHI B HUX HE HYMEPYIOTCS, YTOYHEHHE Ha OOJIOKKAX HE
IPOU3BOJIUTCS, OMUCU HA JIEJIa HE COCTAaBIIAIOTCSA, YYET BEAETCS MO HOMEHKIIATYPE
nen.

5.4. Onrcanune JOKyMEHTOB MOCTOSIHHOTO CPOKa XPaHEHHS.

5.4.1. Onucu coCTaBIAIOTCA Pa3ACIbHO HA JieJla MOCTOSSHHOIO XPaHEHUs MO
OCHOBHOM JEATEIBbHOCTH U HA JIEJIa M0 JIMYHOMY COCTaBY.

5.4.3. Onucu coCTaBIAIOTCA JETONPOU3BOIUTEIIEM.

5.4.4. Onuch Benerca B €IMHOM BaJOBOM HyMeEpalMyd B TEYEHUE HECKOJIbKHUX
JIeT .

5.4.5. Ha gnena c HCTEKIIMM CPOKOM XpAaHEHHUS COCTAaBIsAETCS akT o0
YHUUYTOKEHUHU.



