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IHOJOXEHHUE Ob APXMBE
rocy1apcTBEHHOr 0 OKIKETHOr0 NPo(decCHOHATLHOr0 00pa3oBaTEJIbHOI0
yupexaenusi HopocuOupckoii ob61actn «HoBocuOupekui npogeccHoHaIbHO-
NMeAaroru4ecKut KoJlIem»

I. OBIIME ITOJOXKXEHUSA

1. Jokymentst  I'BIIOY  HCO = «HoBocubupckuii  mnpogeccCHOHaILHO-
IearoruuecKuii KoJemk» (fanee — ydpexJeHHe) M0 JIMYHOMY COCTaBy PaOOTHHKOB,
o0ydJaromuxcsi, JOKyMEHTBI, MMEIOIIUe IOCTOSHHBIM CpOK XpaHEHHs M XPaHAIIHECS B
yupexxaeHun He MeHee 10 JieT; DOKYMEHTHI mosroBpeMeHHoro (cemme 10 jiet) cpoka
XpaHeHHsl, HeOOXOIUMBIE B MPAKTHUECKOH AEATENIbHOCTH IOUIEKAT XPAaHEHUIO B apXuBe
YUPEXKICHUS.

2. VupexpaeHue obecreunBaeT OTOOp, YHNOPSIOYEHHE, YUYET, COXPaHHOCTh H
HCIIOJIb30BaHUE JOKYMEHTOB, 00Pa3yIOIIUXCs B €€ JAEATEIbHOCTH.

3. B cBoeii paboTe apxuB yUpeXICHUS pyKOBOACTByeTCs DeepaabHbIM 3aKOHOM
Poccuiickoit @eneparuu ot 22.10.2004 No 125-@3 «O6 apxuBHOM zene B Poccuiickoi
Denepanpn», DemepampubiM  3akoHOM oT 02.03.2016 Ne 43-®3 «O BHeceHHH
usMeHennii B @enepansueiii 3akoH «O06 apxuBHOM zAeie B Poccuiickoit @enepanuuny,
3akoHoM HoBocubupckoii obiactu ot 26.09.2005 Ne 315-O3 «O6 apxuBHOM [ene B
HoBocubupckoii obnactu», I[lpaBuiamMu opraHusaluv XpaHEHMs, KOMIUICKTOBaHHUS,
ydera M MCIOJIB30BaHMs MOKyMeHTOB ApxuBHOro (onga Poccuiickoii ®enepanuu u
JIPYTHUX apXWBHBIX JIOKYMEHTOB B OpraHax rocyIapCTBEHHOM BJIACTH, OpraHax MECTHOIO
caMOymIpaBJIeHdss W opranuszauusx (mpuka3 MunkymsTypsl Poccum ot 31.03.2015
Ne526), THIIOBBIMU ¥ BETOMCTBEHHBIMU IIEPEYHAMHU TOKYMEHTOB CO CPOKaMU XpaHCHHU,
HOPMaTHBHO-PAaCIIOPSUTENEHEIMA JOKyMeHTaMy (DefepallbHON apXMBHOH  CIryXkOBI,
MuHuncTepcTBa 00pa3oBaHus U Hayku Poccuiickoit ®efepalliy, MUHUCTEPCTBA TPY/a,
3aHATOCTH U TPYJOBHIX pecypcoB HoBocuOGHpckoit 06IacTH, pacHopsaUTENbHBIMH
nokymentamu [BIIOY HCO «HoBocubupckuii 1podeccHoHaTbHO-TIe[arorndecKui
KOJUTEIK», HacTosAmuM llooxenuem.

4. OTBETCTBEHHOCTh 3a OpPraHHU3alldi0 paboTHl apXHBa YUPEKIEHUS U OOecreueHue
COXPAHHOCTH APXHUBHBIX JOKYMEHTOB BO3JIAaraerTcs NPUKA30M PYKOBOIMTENS yUPEKICHUS
Ha KOHKPETHOE IO/DKHOCTHOE JIMIO. TeM ke MPUKa30M Ha3HAYaroTCsl OJDKHOCTHBIC JIMIIA,




OTBETCTBEHHBIE 3a IOJIrOTOBKY JHOKYMEHTOB CTPYKTYpPHBIX IOZpa3/ielIeHHi K Iepenade Ha
apXUBHOE XpaHEHUE. '

5. JIOIDKHOCTHBIE JIHIA CTPYKTYPHBIX MOAPA3JeIeHUH YUPEeXKICHUs, OTBETCTBEHHBIE
3a IOATOTOBKY IOKYMEHTOB CTPYKTYPHBIX IIOIpa3sfielleHHi K Iepefade Ha apXHBHOE
XpaHeHHe, IOJ PYKOBOICTBOM JIMIA, OTBETCTBEHHOI'O 3a OPraHHM3AIMIO paboThl apXuBa
YUPEeXIEHNS, 00eCIIeYnBaiOT 0TO0p, YIOPSAIOUEHHE, YIeT, COXPAHHOCTD, MCIIONB30BAHHE U
CBOEBPEMEHHYIO IIepefiady INOKYMEHTOB, OOpasyloIMXcsS B HEATEIbHOCTH CTPYKTYPHBIX
NIOZIpa3eNIeHUH yUpeXIeHUs, Ha XpaHeHUE B apXUB.

6.3a yTpary W HOpYy IOKyMEHTOB, MMEIOLIMX ITOCTOSHHBIH CpPOK XpaHEHHS H
JTOKYMEHTOB IIO JITYHOMY COCTaBy JIHTENbHOro (50 yeT) cpoka XpaHEeHHs, HODKHOCTHBIE
JIMIa HECYT OTBETCTBEHHOCTh B COOTBETCTBHH C JEHCTBYIOIUM 3aKOHOJATEIbCTBOM.

7. KoHTpONb 3a eSTENbHOCTHIO apXWBa YUPEXIEHUs OCYIIECTBIISIET PyKOBOJMTEND
YIPEeXICHUS, SKCIIePTHAS KOMUCCHS YUPEIKICHUS.

8. Meromudeckoe  PYKOBOACTBO  JESTENHbHOCTBIO  apXWMBa  YYPEXAEHHS
OCyIIeCTBIsIET  OOBEOWHEHHBI  BEJOMCTBEHHBIM  apXUB  IOCYJapCTBEHHBIX
npodecCHOHANBHBIX 00pa30BaTebHBIX yYapexxaenuit HoBocubupckoit obnactu (nanee —
OBA), MHHHCTEPCTBO TpyHa, 3aHATOCTH H TPYIOOBBIX pecypcoB HopocubGupckoin
obnactu.

II. COCTAB JOKYMEHTOB APXMBA

9. B apxuBe yupexJIeHUsI HaXOAATCS Ha XpaHEHUU:

1) IOKyMEHTBI II0 JIMYHOMY COCTaBy, OOpa30BaBIIUECS B JIEATEIBHOCTH
YUIpEKIEHHUS, BKIFOUAs TOKYMEHTHI [0 JITYHOMY COCTaBy paOOTHHKOB, 00yJarOIIUXCS,

2) 3aKOHYEHHBIC JIEJOMPONU3BOJICTBOM [OKYMEHTBI YUYPEXIEHHS IOCTOSHHOTO
CpOKa XpaHeHHs, 00pa30BaBIIHECS B [ESTEIBHOCTH CTPYKTYPHBIX NOApAa3[eICHUH, B
TOM 4HCJIE€ CIelUajibHas JTOKYMEHTAIlWs, OTHOCSIIAsACS K OCHOBHOM OTpacieBOi
IEATENBHOCTH YUPEXKAEHHs, TOKyMEHThI BpeMeHHOro (cBbIiIe 10 JieT) cpoka XpaHeHus,
HEOOXOAUMBIE B IPAKTHUECKOM e TeIbHOCTH;

3) ZIOKYMEHTHI I10 JTHYHOMY COCTaBy OpraHU3alUM, IPaBONPEEMHHUKOM KOTOPBIX
SIBIISIETCS] YUpPEXKIEHUE;

4) MOKyMEHTBI IO JHUYHOMY COCTaBy JHMKBHUIUPOBaHHEIX, MPHCOCAWHEHHBIX B
pe3yJIbTaTe peopraHu3alluil yuperkIeHHUM;

5) ciryxeOHbIEe U BeZJOMCTBEHHBIE U31aHNUs;

6) yueTHBIE TOKYMEHTHl U HayJHO-CIIPAaBOYHBIM alapar K JOKyMEHTaM apXHBa
YUPEXKIECHUS.

III. 3AJTAYA U ®YHKIIMU APXHUBA

10. OcHOBHBIMH 33/1a4aMU apXUBa SIBJISAIOTCSI:

1) KOMIUIEKTOBaHHE TOKYMEHTAMH, COCTAB KOTOPBIX IMPETYyCMOTPEH paszielioM 2
Hacrosiero [TomoxxeHus.

2) yu4er, obecrieueHne COXPAaHHOCTH, HCIIOIb30BaHUE IOKYMEHTOB, XPAHAIUXCSA
B apXHBE YUPEKICHUS;

3) ocymecTBIeHHE KOHTPOIs 3a (GOpMHpOBaHHEM H OGOpMICHHEM [el B
JIETOTIPOU3BOJCTBE YUPEXKACHUS.




11. B COOTBETCTBHY C BO3JIOXXCHHBIMH HA HErO 3a[a4aMM apXHB Y4pexIeHHS
OCYILIECTBIISET CAeAyIONTre (yHKIUM: '

1) mpurMMaeT He mO3[HEe, 4YeM 4depe3 2 roga IOCHe 3aBEpIICHHS B
ACTIONPOU3BOACTBE JOKYMEHTBI, OCYIIECTBIIET Yy4eT U OOecrevuBaeT MOJHYIO
COXPaHHOCTH MPHUHATHIX Ha XpaHEHHUE JeJl CTPYKTYPHBIX MOAPA3IENIEHUN YIPEXK JCHHS;

2) cocTaBisieT ¥ NPeACTaBIseT He MO3/Hee, YeM Yepe3 2 roja I0cie 3aBeplIeHHns
B JICJIONPOU3BOJCTBE TOJOBBIE pa3fieNbl OMUCEH [eNl Mo JIMYHOMY COCTaBy Ha
paccMOTpeHHe IKCIIEPTHON KoMHUCccHH yupexaeHus u LIOK munucrepcrsa;

3) BBIIAET B yCTAHOBIEHHOM IOPSZIKE [€Na, TOKYMEHTHI MM KOIHH JOKyMEHTOB
B II€JISIX UX JAJIbHEUIIIeTO UCITOIb30BaHMS;

4) oTBe4aeT Ha 3aNpOChl OpraHuW3aluii ¥ oOpaimieHus (3asBjeHHs) IpaxaaH 06
YCTaHOBJICHHW TPYAOBOIO CTa)ka M IO JIPYTUM BOIPOCaM COLHANBHO - IIPABOBOIO
XapaKkTepa, B YCTaHOBJICHHOM IIOpSZIKE BBIJA€T KONHUU JOKYMEHTOB M aApXHBHBIE
CIPaBKH;

5) BeZleT y4eT UCIIOIB30BaHMUs JOKYMEHTOB, XPAHAIIUXCS B ApXMBE YUPEKICHHUS;

6) IPOBOUT OKCIEPTH3Yy IEHHOCTH JOKYMEHTOB, XPaHSLIUXCS B apXUBE
YUPEKIEHHMs, y4aCTBYET B paboTe 3KCIIEPTHON KOMUCCHH YUPEKIECHHUS;

7) IPOBOJUT IUIAHOBEIE MTPOBEPKH HAIUYHS M COXPAHHOCTHU JEJ, XPaHAIIUXCS B
apX¥Be YUPEIKICHHUS;

8) IPOBOANT BHEIUIAHOBBIE IPOBEPKH HAJIMYMSA M COXPAHHOCTH Jel B CIIydasx
HEOOXOMMOCTH IepeMeIIeHHs JOKYMEHTOB (JI0 MEPEMEIIEHHUS M TIOCIIE); IPX BO3BpATe
Jell, B3ATHIX BO BPEMEHHOE IIOJIb30BaHME; IPU CMEHE OTBETCTBEHHBIX 3a BeJCHHUE
apx#Ba yYpeXIEeHHs; IIPH PEOpraHU3aldd W JIMKBUAALUU YUPEXKICHHS JIHOO apXuBa
YUYpeXJIeHHs; II0CIe BO3HUKHOBEHHS YpPE3BBIYAMHBIX IPOMCIIECTBUHA (3aTOIUICHUS
[IOMEILCHHH, T0XKapOB U T.J.).

9)B cmydae yTpaThl JOKYMEHTOB M JeJl IPOBOAUT WX PO3BICK M ITOUCK
BO3MOYXHOCTEH BOCCTAHOBIICHMS, @ TAKXKE pacciieIoBaHUe MPUYHUH yTPaTHI;

10) oxa3plBaeT METONWYECKYIO TIOMOINb CTPYKTYPHBIM  ITOJpa3felieHHsIM
YUPEXKICHUs, KOHTPOJHUPYET INPaBHIBHOCTE (popMuUpoBaHHS W OQOPMIICHHS OET B
IIPOM3BOJCTBE, a TAKXKe IOATOTOBKY JIeJI K Iepeiaue B apXUB YUPEKICHHUS.

IV. IIPABA APXUBA

12. JIns BBIIOJIHEHHS BO3JIOXKEHHBIX 331a4 U (QyHKUUN apXUB YUPEKJCHUS UMEeT
IpaBo:

1) Tpe6oBaTh OT pyKOBOAMTENeH CTPYKTYPHBIX IIOAPa3IeNieHUH YUpexIeHHusT
COOJIOIEHNs YCTaHOBIIEHHBIX NPaBMJI pabOTHI C TOKYMEHTaMH, a TaKkXe COONIONCHUS
HIOPSIKa U CPOKOB Ilepefjauyl JOKYMEHTOB B apXUB yUpPexKISHHS;

2) 3ampaiidBaTh OT CTPYKTYPHBIX NOApAa3feNieHHd ydYpexIeHHs CBEICHUs,
HeoOXoquMBIe ISl paboThl apXUBa YUPEKIEHHUS, C YUETOM OOECIIEUeHHs BBIMOIHEHHUS
BCEX BO3JIO)KCHHBIX Ha apXMB 33/1a4 U QyHKIUH.

COIJIACOBAHO

MpoTOKON LEHTPaNbHOM 3KCNEepPTHON,
KOMUCCUM MURUCTEPCTRA TRYAR,
3aHATOCTU ¥ TPYAOBLIX PECYPCOB

Hosocubupckoit obnactu
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