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MOJIOKEHUE
OB SKCIIEPTHOM KOMHUCCHHU IO PABOTE C APXUBHBIMU
JTOKYMEHTAMH MYHHUIUITAJIBHOI'O BIOJUKETHOT'O
JIOMIKOJbHOI'O OBPA30BATEJIBHOI O YYPEKIEHUS JETCKOTO
CAJIA Ne 49 T. BEJITOPOJIA

1. OBIIUE NOJOXEHHUAA

1.1 Hacrosiuee MoioxkeHne pa3paboTaHo I MyHHIHIIANBHOTO OIOKETHOTO
JOLLKOJBHOrO 00pa30BaTENBHOIO yYpPEKACHUA nerckuii cag Ne49 r. bearopoaa
(manee no Tekcty - JOVY) ¢ uenbio opraHu3allii ¥ MPOBEACHHA METOIMYECKON U
npakTHYeckodl paboTEl IO OKCIEpPTH3e LECHHOCTH INOKYMEHTOB, BKIIOHAd
YIIPAaBIIEHYECKYI0 W [APYTYIO CHELHATbHYIO NOKYMEHTAlMIO, IOArOTOBKE HX K
niepeaye Ha apXMBHOE XpaHEHUE.

1.2 DKcmepTHas Komuccus (manee 1o Tekcty OK) sBIAETCS COBEIIATEBHBIM
OpraHoM IIpH 3aBEIYIOIIHM.

1.3 B cBoeii pabore DK pykoBoacTByercs DenepanbHbIM 3aKOHOM «O6
apxupnom geine B Poccuiickoit Denepalinn»  OT 22.10.2004 No 125-®@3,
®enepanbHbiM 3akoHOM «O6 o6pasoBaHMH B Poccuiickodt ®Peaepauun» OT
29.12.2012 r. Ne 273-®3, denepanbHbM 3aKoHOM «O MepCOHABHBIX NaHHBIX» OT
27.07.2006 r. No 152-®3, ITonoxenunem 006 ApxuBHoMm ¢onae P®, ocHOBaMH
sakoHonarensctBa P® 06 ApxuBHoM Qoune P® u apxusax. [lonmoxeHuem o
DeepalbHOM  ApXMBHOM  areHTCTBE,  PaclOpPAAMTENbHBIMA  JJOKyMEHTaMH
denepanbHEIX OPraHOB TOCY/I@PCTBEHHOM —BIIACTH. OCHOBHBEIMH  IIpaBUJIAMHU
paboTel  apxuMBOB  opraHuzauuid. IIepeyHeM  THIOBBIX  yMPaBJICHYECKHX
JOKYMEHTOB, 06pa3yloluXcs B A€ATENbHOCTA OpraHu3alliil ¢ yKa3saHWeM CpOKOB
XpaHeHHsl, HHCTPYKIHEH M0 AETONPOU3BOACTBY 1 HoMmeHkjaTypo#t aen JIOY.

1.4 TlepconansHpiii coctap DK HazHayaeTcs MPHKa3OM 3aBE/YIOLIETO. B ee
COCTaB BXOJAT: TIpeceaaTellb KOMMCCHH, CEKPeTaph, 41€HbI KOMUCCHH.

1.5 TTonoxenue 06 DK JIOY BBOAMTCS B ACHCTBUE NIPHKA30M 3aBE/YIOLIETO.

1.6 Tlonosxenue NeHCTBYeT A0 MpHHATHS HoBoro. B IlomoikeHnue MoryT OBITH
BHECEHBI JOTIOJTHEHUS, H3MEHEHUS.

2. OCHOBHBIE 3AJTAYU JEATEJIBHOCTH 3KCIEPTHOH
KOMHUCCHUH

2.1 OcyumecTBUTh OpraHM3aLMIO M [POBEAEHHE OSKCIEPTU3bI LEHHOCTH
JIOKYMEHTOB Ha CTa/MH JEIONPOU3BOJICTBA MIPH COCTABICHHH HOMEHKIATYpPhL Ae]
u popmMUpOBaHHUs HET.



2.2 CpocobcTBoBaTh OpraHM3allMM M TIPOBEIAEHUIO SKCIIEPTU3bl LIEHHOCTH
JOKYMEHTOB Ha CTa/{MH MTOJIOTOBKH UX K apXHBHOMY XPaHEHHUIO.

2.3 ObecrieynTs OpraHu3alHio, IpoBeJeHne 0T6Opa 1 MOATOTOBKU JOKYMEHTOB
K IepeJiaye Ha rocy1apCTBEHHOEe XpaHeHue B cayyvae tukBuaauuu JJOY. K takum
AOKYMEHTaM OTHOCATCS NOKYMEHTBI ITOCTOSHHOIO CpOKa XpaHeHH s, (HDHHAHCOBAs U
OyxraiTepckas OTYETHOCTS, JOKYMEHTALHS [10 JIAYHOMY COCTABY.

3. OCHOBHBIE ®YHKIIMUA 3KCNNEPHONH KOMUCCUU

B cooTBeTCTBMM C BO3NOXKEHHBIMH Ha Hee 3afadamMd. K BBINOIHSET
caenyromue GyHKUUH:

3.1 Opranusyer ©  MNPOBOJZMT  COBMECTHO CO  CTPYKTYDHBIMH
nozpaszesnenusmMu JIOY u apxuBoM paboTy Mo eXerogHoMy oT60py J0KYMEHTOB
JUTs NajibHENIIEro XpaHEeHUs M K YHUYTOXKEHHIO.

3.2 OcymiecTBseT METOAUYECKOE PYKOBOACTBO paGoOTOM MO 3KCHepTH3e
[EHHOCTH J0KyMeHTOB JIOY U 1O TMOArOTOBKE HX K apXWBHOMY XDaHEHHIO B
AOVY. no paspaboTke HOMEHKNATYpbl Heil. JAET 3KCHEPTHYIO OLEHKY IpoeKTaM
HOPMAaTHBHO-METOAMYECKUX HokymMeHTOB JIOV, ycTaHaBIMBAalOMKX MpaBUia
AOKyMEHTHUPOBAHHS, OpPraHU3alMi paboTkl C JOKYMEHTAMH WU MX XpaHEHHs M
YHHUYTOXKEHHUSI.

3.3 PaccmaTpuBaeT, IPHHUMAET pelieHus 06 0100peHn: 1 [IpeICTaBseT Ha
yTBepxAeHUe 3aBeayomero JJOY.

- OIACH JIEJI TIOCTOSIHHOTO XPaHEHH;

- @KTbl O BBIICICHUH K YHUYTOKEHUIO JOKYMEHTOB C HCTEKIIMMH CPOKAMM
XpaHeHHUs;

- CBOIHYIO HOMEeHKnatypy aen JI0OVY;

- OITKCH JIEJI 10 IMYHOMY COCTaBY;

- aKThl 00 yTpaTe MIM HEHCHIPaBHMOM TOBPEXAECHHH JOKYMEHTOB
MOCTOSIHHOI'O XpPaHEeHHUS.

3.4 IlpoBomut 1 paGOTHHUKOB KOHCYIBTALUM IO BoripocaM paboThl ¢
AOKyMCHTaMH, y4acCTBYeT B NMPOBEJEHUH MEPOIPUSATHH 110 MOBBILICHHIO JIET0BOM
KBallA(DUKAIUH.

4. ITIPABA 3KCIIHEPHOU KOMUCCHUH

OK umeer npaso:

4.1 B npemenax cBoeif KOMIETEHIIMH NaBaTh PCKOMEHAIIAN OTAEJIbHBIM
paboTHHKaM 110 BonpocaM pa3paboTKH HOMEHKIATYPBI AeN (popMHUpOBaHHs Hen
B IGJIONPOU3BOCTBE, SKCIIEPTH3bI HEHHOCTH TOKYMEHTOB, PO3bICKa HEIOCTAIOLINX
ACIT NOCTOSHHOT'O CPOKa XPaHEHUs U [e 10 JMYHOMY COCTaBy, YNOPSAIOYEHUS
oOpMITeHHUS IOKYMEHTOB.

4.2 3anpammBarh OTBETCTBEHHBIX PaGOTHHKOB:

- NIMCbMEHHbIE OOBACHEHHS O NMPHYUHAX YTPAThl, IOPYH WIIA HE3AKOHHOIO
YHHYTOXCHUS JOKYMEHTOB IIOCTOSIHHOTO UITK 0ITOBPEMEHHOIO XpaHEHHs CPOKOB
XpaHeHud, B T. Y. JIOKYMEHTOB MO JHMYHOMY cocTaBy. OOBiACHEHHUS
NPEACTaBIAIOTCA B POpME OOBICHUTEILHOM 3aMUCKK;



- TpelJIOKEHHs W 3aKIIOYeHUs, HeoOXOAuMBble [UIsi ONpelesieHUs WU
IPOJJIEHHs] CPOKOB XPAHEHMs IOKYMEHTOB. I[IpeinokeHuWs NpeacTaBIsAIOTCS B
hbopMe TOKIaTHBIX 3aMUCOK.

43 3BacmymmuBaThb Ha coBellaHusx npH 3aseayromeM JIOY o xoxe
MOIATOTOBKH JOKYMEHTOB K apXWBHOMY XpaHEHHIO, 00 YCIIOBUAX XpaHEHUS M
obecrieyeHnss COXpaHHOCTH JOKYMEHTOB, O MPUYMHAX UX yTPATHI.

4.4 Tpurnamare Ha 3acenanus DK B KauecTBe KOHCYJIBTAHTOB M SKCIEPTOB
CMELMalkCTOB, [MpeACTaBUTeNel  roCyJapCTBEHHBIX  ApXMBOB  CTOPOHHHUX
OpraHu3aLyu.

4.5 DK B nuue ee mpeacenaTens, €ro 3aMeCTUTENs U CeKpeTapss KOMUCCUH
MMeeT IpaBO He MPUHMMATh K PacCMOTPEHHIO M BO3BpaIiaTh [Jis J0paboTKH
HEKa4eCTBEHHO U HeOPEeXKHO MOArOTOBIEHHBIE TOKYMEHTBI.

4.6 HubopMupoBaTh 3aBEAYIOLIEr0 IO BOMPOCaM, OTHOCHIIMMCA K
KOMITETEHLIMM KOMHUCCHH.

4.7 Tlpu Heo6xomumocTu npencrasiate JOY B opranax I'ocymapcTBeHHOHU
cyx6b61 P® 110 neiaam apXMBOB.

5. OPTAHM3AIIMS PABOTHI SKCITEPHON KOMUCCUU

5.1 3acenanus DK mpoBoasTcs 1O Mepe HeoOXOAMMOCTH, HO HE PEXe OHOTO
pasa B roj. [loctynatomue Ha paccMoTpeHne DK HOKYMEHTBI paccMaTpUBalOTCs
Ha ee 3aceflaHMM He no3gHee dem dvepe3 10 nued. Bcee 3acemanmsa DK
¢ukcupyrorcsi mporokonaMu. [IpoTOKoNBl TMOANKCHIBAIOT —MpelacefaTensb U
cexkperaps DK. Pemenus DK BCTynmaioT B CUILy TOJBKO IOC/IE€ YTBEPKIAEHHUS HX
3aBeayrouum JOY.

5.2 Baceganre DK W NpUHATHIE HA HEM PEIUEHHUs CUMTAIOTCs NMPABOMOYHBIMH,
€CJIM B TOJIOCOBaHMH MPUHAIH ydyacTHe He MEHEe [OJIOBHHBI NIPUCYTCTBYIOLIMX Ha
3acepanuu 4ieHo DK. IlpaBo pelnaromiero ronoca UMEKT TONbKO 4dieHbl DK.
[purnamieHHble KOHCYJNBTaHTBl M SKCIIEPTBI MMEIOT IIPaBO COBELIATEe/bHOIO
rojioca U B NOJIOCOBAaHUM HE y4aCTBYIOT.

Pelienye nMpuHUMAETCS MPOCTHIM OONBIIMHCTBOM T'OJIOCOB IPUCYTCTBYIOIMIMX Ha
3aceganuu uineHoB K. Ilpu pa3zneneHuH rojiocoB MOPOBHY pElIEHHE IPUHUMAET
npencenatens DK u 3aBexyromuit JIOV.

5.3 Bepenue penompousBoacTBa JK, XpaHeHMe H HCIOIB30BaHUE €€
JOKYMEHTOB, OTBETCTBEHHOCTb 32 HX COXPaHHOCTb, a TaKXe KOHTPOJIb
ucnonHenus npuHATeIX DK peuienuit Bo3naratorcs Ha cekperaps DK,



