Mynununanssoe 6romKeTHOE YTBEPKIAIO:
JIOIIKOJIEHOE 00pa3oBaTenIbHOe 3asenyionmii MBIIOY «leTckumii cag No2

., YIPEKICHHE % «Cenapunii» ¢.i. Hagrepeunenckoey
«JETCKUUN CAJT Ne2 «CEJAPYUU s /1/ e Y b iona
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IMPUHATO:
Ha 3acelaHiM OOIIero CoOpaHHs KOTEKTHBRA
IpOTOKOT OT Ne 7 oT « &/ » 28 2025 T.

1. OOwme mososkeHust

1.1. Hacrosimee ITonoxenue paspaborano B cooTBercTBHH ¢ IIpHKasom
®DeiepallbHOTO  apXWBHOTO arenTcTBa Ne 77 o 31 wmroms 2023 roma
«O6 yrBepxnenun IlpaBun oprasuzamum XPaHEeHUsI, KOMILIEKTOBAaHHS, ydeTa
W WCMONB30BAaHUs JIOKYMEHTOB ApxuBHOro ¢onna Poccuiickoit Deneparuu
¥ APYTHX apXUBHBIX OKyMEHTOB B FOCYIaPCTBEHHBIX OPTaHaX, OPraHaX MECTHOTO
CaMOYNpABIICHHs ¥ OPraHU3alysIx», Ha OCHOBaHUU [IPHMEPHOTO TONONEHHS 06
apXHUBE OPTaHW3ALMH, YTBEPXKAEHHOTO mprKkazoM ®enepanbHOro apXUBHOTO
arentctBa Ne 42 ot 11 anpens 2018 rona ¢ u3sMeHeHHIME OT 10 HOs10ps 2023 ropa,
a TaKke Y CTaBoM JIOIIKOIBHOTO 06pa30BaTelBHOr0 YUpEeXIeHUsI.

1.2. HMannoe Ilonoxenue 06 apXWBE NETCKOIr0 cafa OMpEeNENsieT COCTAB
AIOKYMEHTOB apXHBa W yCJIOBHS X XPaHEHHS, yCTAHABIHBACT 3a/1a4H, HA3HAUCHHUE
¥ QYHKIMH apxuBa, PEerlIaMeHTHPYET HeSITeIBLHOCTH JIHIA, OTBETCTBEHHOIO 3a
BE/ICHHME apXHBa B IOUIKOJIbHOM 00pa30BaTENBHOM YUPEIKICHUH.

1.3. B cBoeii nesrenpHocTH apXHUB NIETCKOrO cala pPyKOBOICTBYETCS
DenepanbHbIM 3aKk0HOM Ne 125-D3 ot 22 okTs10pst 2004 roma «O6 apxuBHOM feie
B Poccuiickoit ®eneparum» ¢ usMeHeHHSIME oT 25 nexkabpst 2023 ropa,
HOPMAaTHBHBEIMH  IIPaBOBBEIMH  aKTaMH PoccHuiicKoii @enepanun, cyobekTa
Poccutickoit ®enepamuu B chepe apxuBHOrO mena wu NeJIOIIPOU3BOCTBA,
JIOKaIbHBIMM ~ HOPMATHBHBIMH  aKTaMH  JIOIIKOJIBHOTO 06pa3oBaTeNLHOro
YUPEKITCHHS.

1.4. oxymentsr JIOVY, umeromme HCTOPHYECKOe, KYJIbTYpPHOE, HAydyHOE,
COLMAIEHOE,  SKOHOMHYECKOE M IOJIMTHYECKOe 3HAYEHHe, COCTABISIOT
TOCYNapCTBEHHYIO 4acTh ApXHMBHOTO (hoHzma Poccuiickoii Deneparvu, ABIAIOTCS
COOCTBEHHOCTBIO TOCYAapCTBA M IOIEKAT [IOCTOSIHHOMY ~ XpaHEHHIO0 B
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rocyJapCTBeHHbIX apxuBax Poccurickon ®epepaumu. [lo mepefaun Ha
roCy/lapCTBeHHOe XpaHeHWe J[iaHHble [IOKYMEHTbl BPEMEeHHO XpaHATCS B
JOIIKOJIbHOM 00pa30BaTe/IbHOM yUpeKAeHHH.

1.5. B JOY pnsa xpaHeHusi JOKYMeHTOB ApxuBHOro (onza Poccuiickon
@efepalii M 3aKOHUYEHHBIX [€/I0MPOU3BOACTBOM [JOKYMEHTOB IIPaKTUYeCKOro
Ha3HaueHus, UX oTOOpa, yuyera, WCIOJb30BaHUS W TOATOTOBKM K Tepejaue Ha
roCyZlapCTBeHHOe XpaHeHUe CO3/aeTCsl apXUB.

1.6. ApxuB CO034aeTcs KakK  CaMOCTOATe/ibHOe  TIoApasjesieHue,
BO3IJIaB/IIeEMOe JIULIOM, OTBETCTBEHHbIM 3a BeJleHHWe apxXuBa COIJIACHO IIpUKasy
3aBe/yI0Ilero JOLIKObHBIM 00pa30BaTe/lbHbIM yUpeXK/jeHHUEeM.

1.7. YupexjeHue [AOIIKOJLHOTO 0Opa3oBaHUs obecrieurdBaeT apXuB
HeoOX0UMBIM TIOMelljeHHeM, 000pyJjoBaHUeM 1 KaJpaMHU.

1.8.  [lomkosbHOe  obOpa3oBareslbHOE — yupeXkaeHWe  obecrieuriBaeT
COXpaHHOCTb, yueT, OTOOp, YIOpsijlodeHWe U UCIO/b30BaHUe [JOKYMEHTOB
ApxuBHoro ¢onza Poccuiickoit ®@efepariyii, 06pa3yroIIUXCs B €ro JesTeTbHOCTH.
Ob6ecrneuriBaeT CBOeBpEMEHHYIO Tepe/jauy 3TUX JOKYMEHTOB Ha TOCYJapCTBEeHHOe
XpaHeHue.

1.9. Bce paboThl, CBsi3aHHbIE C TIOATOTOBKOM, TPaHCTIOPTUPOBKOW W
repejiaueli apXMBHBIX JOKYMEHTOB, MPOM3BOJAATCS CWIaMH U 3a CYeT [JeTCKOro
caza.

1.10. 3a yrtpaTy M mopuy [J0KymMeHTOB ApxuBHOro (oHgaa Poccuiickoi
@enepalyu JO/DKHOCTHBIe mua [JOY HecyT OTBeTCTBEHHOCTb B COOTBETCTBUHU C
JIeUCTBYIOLMM 3aKOHOZATeTbCTBOM.

1.11. ApxuB geTckoro caja paboTaeT COIJIaCHO TI/IaHy, YTBEP)KaeMOMY
3aBeIyIOIUM JOIIKO/JIbHBEIM 00pa30oBaTe/IbHBIM yUPEXeHHEM U OTUHTHIBAETCS
repesi HUM B CBoei pabore.

1.12. KoHTpOJIb JeATe/IbHOCTA apXuBa OCyllecTBasieT 3apeaytomui [10Y, a
B €r0 OTCYTCTBUU — UCIIOJIHSIOIINI 0053aHHOCTH 3aBe/IyIOIIero.

2. CocraB J0KyMeHTOB apxuBa

2.1. B apxus JOY noctynaror:

. 3aKOHYEHHbIEe  [IeJIONPOM3BOACTBOM  YUPeXKJEHHUs  JTOKYMEHThI
TIOCTOSTHHOTO ~ XpaHeHHusi, o0pa3oBaBlliMecs B [eSITebHOCTA CTPYKTYPHBIX
rojipa3fiesieHul, JOKYMeHTbl BpeMeHHOro (cBeime 10 jeT) cpoka XpaHeHwus,
HeoOXOoJuMble B TPAKTAYECKOW JesTelbHOCTH, [JOKYMEHThI [0 KaZipaM W
BOCITUTAHHUKAM;

. JOKYMEHTbI TOCTOSIHHOTO XPaHeHUsT U MO0 JIMUHOMY COCTaBy
OpraHu3alyii- NpeAIeCcTBeHHUKOB (MMPY UX Ha/TM4YUK);

. nuuHble (GOHILI BeAyIMX pabOTHUKOB JeTCKoro cazga (TpH WX
Ha/TM4Yun);

. ciTy>keOHbIe U BeZIOMCTBEHHbBIE W3/JaHus;

. CIIpaBOUYHO-TIOMCKOBbIE  CPeACTBA K [IOKyMEHTaM HW YuyeTHbIe

[IOKyMeHTbI ApxXuBa [IeTCKOro caza.
2.2. Cpoku  XpaHeHWs  [JOKYMEHTOB B  apXuBe  [OLIKOJIbHOI'O
00pa30BaTe/bHOTO YUpeX/AeHHsl OTpefiesissioTCs COTJIaCHO CPOKaM, yKa3aHHBIM B



YTBePKJEeHHOM HOMEHK/IaType JeJl.
3. 3apauu apxusa /10Y

3.1. OCHOBHBIMM 3a/jlauaMH apXuBa SBJISIFOTCS:

b OpraHn3anud XPpaHeHHUA AOKYMEHTOB, COCTaB KOTOPBIX
rpeayCMOTpeH_pa3szesioM 2 Hactosiero IlonoxxeHus;

b KOMIIVZIEKTOBAHHE apXI/IBa ,E[OKYMEHTEIMI/I, O6pa3OBaBLHI/IMI/IC${ B
JesATe/IbHOCTH YUPEeXKeHHsI, OCYITIeCTBIISIOEro 06pa3oBaTe/ibHYIO AesiTeTbHOCTb;

. yuer, obecrieueHre COXPaHHOCTH, CO3/laHHe HayUHO-CIIPABOUYHOTO
arrapara;

° HCII0/Ib30BdHHUE [JOKYMEHTOB, HaXOAAIMWXCA Ha XpPaHEHHWH B dpPXHBe
HoYy;

® moAroTOBKa M CBOEBpeEMEHHas Iiepeada ,Z[OKYMEHTOB ApXI/IBHOFO

donma Poccuiickoli ®esiepaliiy Ha TIOCTOSIHHOE XpaHeHHe B TOCY/IJapCTBEHHBIM
(MyHMLMIIA/IbHBINA) apXUB;

. MeToZiluueckoe PYKOBOACTBO U KOHTPO/Jb 3a (opMHUpOBaHUEM U
opopm/ieHreM [ieJ1 B [IeJIONIPOU3BO/ICTBE JIeETCKOTO CaZla UM CBOEBPeMeHHOM
repejiaueii UX B apXUB JIOLIKOJBHOT'O 00pa30BaTe/IbHOTO YUpeXXaAeHUs.

4. OyHKUUM apxuBa

B cooTBeTCTBUM C BO3JIOKEHHBIMUA 3a/lauaMW apXwB OCYLLeCTBJSET
cnenytouye QyHKLWN:

4.1. Opranusyet npueM JOKYMEHTOB IMOCTOSSHHOTO U BDEMEHHOTO (CBBbILLE
10 7eT) CpOKOB XpaHeHHs, B TOM UWCJIe [0 KaJpaM W BOCIUTAaHHUKaM,
obpa3oBaBUIUXCS B JedateqbHOCTH [JOY, B COOTBETCTBUM C YTBEP)KE€HHBLIM
rpaguKoM.

4.2. ObGecrieurBaeT COXPAaHHOCTb U BeZIeT y4eT AOKYMEHTOB U (hOH/IOB,
HaxoSIIUXCS Ha XpaHeHWU B apXuBe JOIIKOJbHOIO 00pa30BaTe/bHOTO
yupeXxeHusl.

4.3. TlpencraBnsieT B roCyAapCTBEHHBIN (MyHULMITIA/IbHBIN) apXUB YUYETHBIE
cBefieHusi 006 oObeMe M cCoOCTaBe XpaHSIIUMXCS B apxXvBe [JeTCKOTO caja
JOKyMeHTOB ApxuBHoOro ¢onHza Poccuiickoli ®efiepallui U APYrUX apXUBHBIX
JIOKYMEHTOB B COOTBETCTBUH C TMOPSILKOM rOCyJapCTBEHHOrO yueTa JOKYMEHTOB
ApxuBHoro ¢gonza Poccuiickoii @efepaijyu.

4.4, CuctemMatusupyeT U pasMellaeT [JOKYMEHThI, I[IOCTyIawlhe Ha
xpaHeHue B apxuB [JOY, o6pa3oBaBiirecs: B X0/je OCYIeCTB/IeHUs AesTeTbHOCTH
yUpeXxIeHus.

4.5. Pa3pabatbiBaeT rpaduKy MpeCTaB/Ie€HUSI OIHCEH Ha pacCMOTpEHHe
9KCIEePTHO-TIPOBEPOUYHONM KOMUCCUU U TepeJaul JOKYMEeHTOB APXHUBHOTO (hOHZA
Poccuiickori ®efiepaljid Ha XpaHeHWe B TOCY/IapCTBEHHbIM (MYHUIMIIA/IbHBIN)
apXxuB.

4.6. OcyluecTB/sIeT MOATOTOBKY U Tpe/CTaB/IseT:

. Ha pacCMOTpEeHMEe U COrjacOBaHWe >SKChepTHOU kKomuccuu [OY
OMMCH [leJ1 TIOCTOSIHHOTO XpaHeHusl, BpeMeHHbIX (cBbiie 10 7€T) CpPOKOB
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XpaHeHWs, B TOM 4YHCJe [0 KaZpaM M BOCIIUTAHHUMKAM, a TakKKe akThl O
BbIJIeJICHUM K YHUUYTOXXEHWI0 apXWBHBIX [JOKYMEHTOB, He TOAJIeXXalux
XpaHeHUI0, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEHMCITPABUMBIX TOBPEXIAEHUSIX
APXUBHBIX JJOKYMEHTOB;

. Ha yTBEp>K/leHue 9KCIePTHO-TIPOBEPOYHOM KOMUCCUU
YIIOJTHOMOUEHHOT'O OpraHa MCIIOJHUTENbHOM BiaacTu cybwekTa Poccuiickoit
®enepauyu B chepe apxuBHOro fena (ganee - OIIK apXuBHOro yupexaeHus)
OMUCH [IeJ TIOCTOSIHHOTO XpaHeHMUS;

. Ha corjsacoBanne OIIK apxuBHOro yupexxjeHus CyOBeKTa
Poccurickon ®epepauyu (MyHULIMIIA/JIBHOTO apXvBa), B C/lydyae HaJle/IeHUsl ero
COOTBETCTBYIOLIUMU ITOJTHOMOYMSIMH, OTTMCH [IeJI [0 TMYHOMY COCTaBYy;

. Ha corjsacoBanne OIIK apxuBHOro yupexkgeHus CyOBeKTa
Poccuiickon ®epepauyu (MyHULIMIIA/JIBHOTO apXvBa), B C/ydae HaJleJleHUsl ero
COOTBETCTBYIOL[UMHU TIO/THOMOUMSIMH, aKTbl 00 yTpaTe [JOKYMEHTOB, aKThl O
HEUCTIPaBUMbBIX MOBPEXEHUSIX apXUBHBIX JOKYMEHTOB;

. Ha yTBepxzeHue 3asejyroliemy [IOY omvcu fgen IOCTOSSHHOTO
XpaHeHUs1, oNuCcHh BpeMeHHbIX (CBbIle 10 /1eT) CPOKOB XpaHEHHUs, B TOM UHCJIe
OMUCH Jiesl 0 KaZipaM U BOCIUTAHHUKAM, aKThl O BbIJ|eJIEeHUM K YHUUTOXXEHUIO
apXUBHBIX [TOKYMEHTOB, He TIOZJIe)KallluX XpaHeHHI0, akKTbl 00 yTpare
JIOKYMEHTOB, aKTbl O HEMCIIPaBUMbIX TIOBPEXJEHUSIX apXWBHbBIX [1OKYMEHTOB,
yTBep)K/eHHble (coryiacoBaHHble) OIIK wmaM  rocyjapCTBeHHbIM —apXHWBOM
cybbekta Poccuiickoii Pepepaiiyv (MyHMI[UTIATLHBIM apXHWBOM) B C/ydae
HaJleJIeHUs1 er0 COOTBeTCTBYIOLIUMU ITOJTHOMOYUSIMH.

4.7. OpraHusyeT nepejauy JOKyMeHTOB ApxuBHOro (onzaa Poccuiickoi
QPefepal[ii Ha TIOCTOSSHHOE XpaHeHWe B TOCyZapCTBeHHbIM (MYHMIUAMNAIbHBIN)
apXuB.

4.8. OpraHu3yeT W NOPOBOAUT 3KCIEPTU3Y LI€EHHOCTU [OKYMEHTOB
BpeMeHHbIX (CBbilie 10 /1eT) CPOKOB XpaHeHWs, HaXOJSAIIUXCSl Ha XPaHeHUU B
apxuBe JIOY B 1je15X 0TOOpa JOKYMEHTOB /Il BK/IFOUEHHS B COCTaB APXUBHOTO
dboHma Poccurickori ®efepaluu, a TakXke BbISIBAEHUS JOKYMEHTOB, He
noZijieXkalux AaabHeulleMy XpaHeHuHo.

4.9. YuactByeT B paboTe 3KCIEPTHOM KOMHCCHH JIOIIKOIBHOTO
o0pa3oBaTe/IbHOTO YUPeXXAeHMUs.

4.10. TIIpoBoguT MepompusiTud 10 obOecrieueHHI0 COXPaHHOCTH
[IOKYMEHTOB, HaXOAALUXCS Ha XpaHeHuu B apxuse [10Y.

4.11. OpranusyeT UHGOPMHUPOBaHWe a[IMUHUCTPAIMK U paboTHUKOB JOY
0 COCTaBe U COJeP>KaHUU JOKYMEHTOB apXvBa YUPeXIeHUSI.

4.12. WndopmupyeT mnoJib3oBaTelell MO BOMPOCAM MeCTOHAXOXAeHUs
APXUBHBIX JOKYMEHTOB.

4.13. OpraHusyeT BbJjJauy JOKYMEHTOB U el s paboThl B UMTA/ILHOM
3aJjle WM BO BpeMeHHOe I10J/Ib30BaHue.

4.14. VicnonHsieT 3ampochkl MOJIb30BaTe/el, BbIJjaeT apXuBHble KOMUHU
JIOKYMEHTOB, apXVBHbIe BBIMTMCKU U apXWBHbIE CITPABKU.

4.15. Beget yueT MCro/ib30BaHus JOKYMeHTOB apxuBa [10Y.

4.16. Co3zaeT (oH/ M0/Ib30BaHUs apXUBa [eTCKOT0 cafia U OpraHu3yeT ero
VICII0JIb30BaHMe.
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4.17. OcylecTB/iseT BeJeHUe CIIPaBOYHO-TIOUCKOBBIX CpeACTB K
JoKyMeHTaM apxuBa [10Y.

4.18. Co3aet, NOMOMHSIET U COBEPLLIEHCTBYET HayUHO-CIIPABOYHBIN anrapar
K XpaHSALMMCS B apXuBe JieflaM U JJOKyMeHTaM.

4.19. YuyactByeT B pa3paboTKe [OKYMEHTOB YUpeXeHHs 0 BOMPOCAM
apXUBHOIO Jiejia U Je/I0POU3BO/CTBa.

4.20. Oka3bIBaeT MeTOAUYeCKYI0 ITIOMOLLIb:

. cnyx6e paenoripousBojcTBa [IOY B coCTaBIeHWHM HOMEHK/IATYPhI
nen, ¢GopmMupoBaHMM W O(OpPM/IEHHWU [JieJl, KOHTPOJMPYET NPaBUIbHOCTb
dbopmupoBaHus U opopMJieHus Jie/l B [1eJIOTIPOU3BO/ICTBE;

. CTPYKTYPHBIM TIOZIpa3ziesieHnsM B pabotHuKaMm [10Y B MOArOTOBKe
JNIOKYMEHTOB K Tlepejiaue B apXUB JeTCKOro caja.

4.21. YuyacTByeT B TNpPOBEJEHWM MEPONPUSITUMA TI0  TOBBILIEHUIO
KBa/M(pUKalii pabOTHUKOB apXuBa W CJIY>KObI e/I0TPOM3BO/CTBA JOIIKOIBLHOTO
00pa30BaTeIbHOTO YUPEXKIeHUS.

5. IIpaBa apxuBa

11151 BBIMIOJIHEHUST BO3/I0’KEHHBIX 33/lau U (DYHKI[UW JIUL[0, OTBETCTBEHHOE 3a
apXuB, UMeeT TPaBo:

5.1. TlpeacTaBisATb 3aBeAyOIeMy JOIIKOJbHBIM 0Opa30BaTebHBIM
yupeXXJeHrUeM TpeJ/IoKeHHs T10 COBEpILIeHCTBOBAHWIO OpPraHW3allid XPaHeHWs,
KOMIIJIEKTOBaHHUSI, yuyeTa W HCIOJIb30BaHUSI apXMBHBIX JOKYMEHTOB B apXuBe
JI[ONA

5.2. KoHTponupoBaTh BBITIOJIHEHHE YCTAaHOB/EHHBIX TPaBUI paboThI C
JNIOKYMeHTaMU B CTPYKTYPHBIX MOZpa3/ie/IeHUsIX YUpeXKJeHus .

5.3. 3ampaiiiBaTh OT CTPYKTYPHBIX Tofipa3ziesieHuii u pabotHukoB [10Y
CBefieHUsI, HeoOXoAuMble /i1 paboThl apxXuBa, C y4yeToM obecrieueHUs
BBITIO/THEHHSI BCEX BO3/IOKEHHBIX Ha apXUB 3a7jay U (DyHKLIM.

5.4. [laBaTb pa3bsiCHEHUSI U PEKOMEHJAlM{d [0 BOMNpPOCaM, BXOASIIMM B
KOMIIeTEHLIUIO apXUBa [IOIIKOILHOT0 00pa30BaTe/IbHOTO YUpeKeHUs.

5.5. VHdbopMupoBaTh CTPYKTypHbIe TIOZipa3j/ie/ieHus JeTCKOTO caZia O
HeoOXOJMMOCTH Tepejjauyd  [JOKYMEHTOB B apXWB B COOTBETCTBUU C
YTBepPXXJAEHHBIM rpa(uKoM.

5.6. IlpyHMMaTh yuyacTMe B 3aCelaHUAX SKCIIEPTHOW KOMUCCUU
yupeXIeHHus, a TakKKe B SKCIIEePTHO-MIPOBEPOYHOU KOMHUCCHUM YIIOJTHOMOYEHHOTO
opraHa WCIOJIHUTE/IbHOM BacTH cyOBeKkTa Poccuiickont ®egeparuu B cdepe
ApXUBHOIO ZieJa.

6. OTBeTCTBeHHOCTH 3a ()yHKLIMOHUPOBaHHE apX1Ba

6.1. Ha3HaueHHOe mpuka3oMm 3asejytromero 10Y nuijo, OTBeTCTBEHHOe 3a
BeJleHre apX1Ba, HeCeT MepCOHAa/IbHYH0 OTBETCTBEHHOCTD 3a:

. BBITIO/THEHHE BO3JIOXKEHHBIX Ha apXuB 3a7ad U (YHKIUHA B
COOTBETCTBUM C [AEMCTBYIOLIUM 3aKOHO/IaTe/IbCTBOM Poccuiickou defepaunu;

. OpraHu3aL1Io paboThI apXuBa, CBOEBpPEMEHHOe v
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KBanM(UIIMPOBAaHHOEe  BBLITIO/THEHWE TIpHMKa30B, PpaClOpsDKeHUM, TMopyuyeHui
BBIIIECTOSIET0 PYKOBOZCTBA, A€NCTBYIOIIMX HOPMAaTHBHO-TIDABOBBIX AaKTOB TIO
cBOeMYy Mpoduo AesiTebHOCTY;

. palMoHaibHOe U 3(M(PEeKTUBHOE WUCMO0J/Ib30BaHUE MaTepUabHbIX,
(b1HaHCOBBIX U Ka/IDOBBIX PECYPCOB;

. COCTOsIHHME TPY/IOBOM U HCIIO/THUTE/bCKOW AUCIIUTIMHBI B apXUBe,
BBITIOJIHEHHE CBOUX (DYHKI[MOHATbHBIX 00s3aHHOCTEH;

. cobro/ileHe  MpaBWI BHYTPEHHErO0  pacropsiika, CaHWUTapHO-
ITPOTHUBOAIHEMUYECKOTO Pe)KHMa, TTPOTHUBOIIOXKApHOH 6e301MacHOCTH M TeXHUKH
6e30I1aCHOCTY;

. BeJleHMe  JOKyMeHTalluM, TIpeJlyCMOTPeHHOM  JeHCTBYIOIUMU
HOPMAaTHBHO-TIPaBOBBbIMU JIOKYMeHTaMU;

. rpe/iocTaB/ieHie B yYCTAHOB/IEHHOM  TIOpsifKe  /1I0CTOBEpPHOM
CTaTUCTUUECKOW ¥ MHOM MH(MOPMAaLIUU O JiesiTe/TbHOCTH apXuBa;

. TOTOBHOCTb apXHBa K paboTe B yC/IOBUSIX UPe3BbIUAHBIX CUTYaI[HM.

6.2. OTBeTCTBeHHble 3a BeJeHUe [1e/IONPOM3BO/ICTBA, TIIOATOTOBKY U
rpe/iCTaB/ieHle JOKYMEHTOB Ha XpaHeHVe B apXuB, Ha3HAualOTCS 3aBeAYHOIUM
Ooy.

7. KomiiekToBaHUe apxuBa

7.1. TloAroroBka [OKYMEHTOB K TIiepefaue B apxuB [OLIKOJIbHOI'O
o0pa3oBaTebHOTO yUpeXAeHHsl BK/IOUaeT SKCIIepTHU3y HayYHOW U MPaKTUYeCKOU
LEHHOCTH I0KYMEHTOB, OpOpM/IeHUe /iesl, COCTaB/ieHWe OMUCH.

7.2. DKCriepTr3a LeHHOCTHU JOKYMEHTOB:

. 9KCIepTv3a LIeHHOCTU [JOKYMEHTOB — OIpejejieHre LIeHHOCTU
JNOKYMEHTOB C 11e/Tbl0 0TOOpa MX Ha XpaHeHHWe W YCTaHOBJIeHHe CPOKOB XPaHEHHUSI.
OKCIiepTu3y LEeHHOCTM JOoKyMeHTOB B [JOY  ocymjecTB/isieT IIOCTOSSHHO
JIeUCTBYIOIasi SKCIIePTHasi KOMUCCHSI;

. 9KCIiepTHasi KOMUCCUS Ha3HavyaeTCs nmpukasoM 3asepyroiiero J0Y. B
COCTaB 3KCIePTHOM KOMHCCHUM BK/IIOUAKOT He MeHee TpeX COTPY/HUKOB, B TOM
ynrcie B 00s3aTe/IbHOM TIOpsSiIKe JIMIJ0, OTBETCTBEHHOE 3a BeJleHWe apXHBa
netckoro cajga. Cekperapem 3KCIePTHOM KOMHUCCHM Ha3HayaroT cekpetaps HOY.
OKCIlepTHasi KOMMUCCHS Ha 3acefjlaHuWsaX pacCMaTpUBaeT: HOMEHK/IaTypy Jejl
[IeTCKOro cajja, ONMCU Jiejl TTOCTOSIHHOTO XpaHeHUsl U 10 JIMYHOMY COCTaBYy, aKThl
Ha [JOKYMEHTHI, Bbl/le/iseMble K YHUUTOXKEeHHIO.

7.3. Odopmnenue zer:

. Jie/la TIOCTOSTHHOTO XpaHeHWs TIO/IIMBAIOTCS B TBEPAYIO OOJIOKKY
TPOYHbIMUA HUTKaMH. JIUCTbI HYMEPYIOTCS B IPaBOM BepXHEM YIJIy IPOCTbIM
KapaHjaiioM. KoyimuecTBo JIMCTOB B Ka)KIOM Jiejie He [0J/DKHO mpeBbilath 250. B
KOHLIe /ie/la Ha OT/Je/IbHOM JIMCTe COCTaB/IsIeTCsl 3aBepUTe/ibHas HaTHCh;

. Ha 00/10)KKe [le/T IOCTOSTHHOT'O XPaHeHHsI [JOJKHBI ObITH MIPOCTABJIEHEI
cliefiyrole pPeKBU3UTHI: MOJIHOe HauMeHOBAaHWE BBIIIECTOSIIeNd OpraHu3aliuu,
HarMeHoBaHue [10Y, Homep (MH/EKC) [e/ia TI0 HOMEHK/aType, 3arojioBOK Jena,
KOJINYeCTBO JIUCTOB, CPOK XPaHeHUs] WU OTMeTKa «XPaHWUThb IOCTOSHHO», HOMep
dboHga, onucH, Aena;
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. 10 OKOHYAaHWHU [e/oNpPOM3BO/ICTBEHHOIO ToJa B 0hOopM/eHHbIe
00MOXKKH [ieJT TIOCTOSTHHOTO XpaHeHWsl BHOCSTCS HeoOXOAuWMble YTOUHEHWS: B
3arO/IOBKU  fle/l, COJlepyKall[uX pacropsiiuTe/lbHble JOKYMEHThl (TpHKa3bl,
TPOTOKOJIbI), BHOCSITCSI HOMEPA; eC/IA JIeJI0 C MepenucKOrd COCTOUT U3 HECKOTbKUX
TOMOB, B K&)K/JOM TOM€ yKa3bIBaeTCsl KOPPECIIOH/EHT, aBTOP, TEPPUTOPHS, APyrue
JaHHble. B Kakgom TOMe yKa3blBaeTcs jfara (YMC/I0, Mecsl, ro/l) Hauvajaa u
OKOHUaHHUs [JaHHOTO TOMa. TOuHble [aThl MPOCTAB/SIOTCSI Ha OOOXKKax s
OBICTPOrO TIOMCKA JJOKYMEHTOB B TIOC/IeAYIOITIEM; M3 3aBePUTE/bHON HaJIMCH Ha
00/10’KKY Jie/la BBIHOCUTCSI KOJTMUEeCTBO JIMCTOB B JIeJIe;

. HaZMUCA Ha O0O0JIO)KKaxX [efl TIOCTOSSHHOTO U /I0JITOBPEMEHHOTO
XpaHeHUs C/ielyeT TMTPOU3BOUTh UeTKO, CBETOCTOMKMMHU YePHUJIaAMY;

. JJIsl ydeTa KOJIMUeCTBa JIMCTOB B fiejie U (pUKcaliui 0COOeHHOCTel UxX
HyMepaL1y Ha OT/e/IbHOM JIMCTe COCTaBJIIeTCsl 3aBepuTe/ibHas HailIUCh;

. B 3aBEpUTE/IbHOW HAANMCU yKa3blBaeTCd KOJIMYECTBO JIMCTOB
(uudbpamMu U TOpPOMUCHIO) B [lefie. 3aBepuTelbHas HAANMUCh TOAMUCHIBAETCS
COCTaBUTeJIeM C yKa3aHUeM ero [JOJ/DKHOCTU U [JaTbl COCTaBJIeHNUS;

. BHYTPEHHSISI OMNUChb COCTAaBJSAETCA K JeflaM TIOCTOSHHOTO U
nonroBpeMeHHoro (cBbiile 10 71eT) cpoka XpaHeHus, C(OPMHPOBAHHBIM [0
Pa3sHOBUIHOCTSIM [JOKYMEHTOB, 3aro/IOBKU KOTOPBIX He PaCKpbIBalOT KOHKPETHOE
cojJiep)kaHue 10KyMeHTOB (0c0060 1ieHHble, TUYHbIe feia U Ap.).

7.4. Onicanue JOKYMEHTOB MOCTOSAHHOI'O CPOKa XpaHeHUs:

. OMMCH COCTaBJISIFOTCS pa3Zie/lbHO Ha Jiefia TIOCTOSTHHOTO XpaHeHUs TI0
OCHOBHOM ZiesiTeTbHOCTHY Y Ha Jiefia 10 JIMTUHOMY COCTaBY;

. OTMMCH COCTaBJISIIOTCS [1e/IOTIPOM3BOAUTENIEM;

. ONMCh BeJETCS B €JMHOW Ba/I0BOM HyMepalluu B TeUeHHe HeCKOTbKUX
JIeT;

. Ha Jiela C HCTeKIIMM CPOKOM XpaHeHWsl COCTaBJIsieTCs akT 00
YHUUTOXKEHUH;

. 10 OKOHUAaHWUM Je/I0NpPOr3BOACTBeHHOro roga B 10Y mpou3BoguTCs

0oTOOp [JOKyMEHTOB TOCTOSIHHOTO CpPOKa XpaHeHUs s BK/IIOUeHHS WX B OMMCh.
Onuch COCTOUT W3 TOJOBBIX pas3fiesioB, BHYTPU rojia Jiefa pacriosiararTcs Mo
CTeNeHU 3HAUMMOCTHM C YYeTOM HOMMWHAJbHOrO TpPUHLMMNA (B COOTBETCTBUU C
HOMEHKJIaTypOH YUpeXX/eHus );

° OIMHUCH COCTAaBJ/IAKOTCA pa3de/IbHO Ha [eJ/id ITIOCTOAHHOIO XpdHEHHs I10
OCHOBHOM AedATe/IbHOCTHU M Ha JieJia I10 JIMYHOMY COCTaBYy,
* OIMTHMCH COCTAaBJ/IAKOTCS CEKpeTapeM.

7.5. [ena BpemMeHHOro XpaHeHUsi O(GOPMJISIIOTCS YIIPOILIEHHO: OHU He
TIO/IIITUBAIOTCS, JIUCTBI B HUX He HYMEpYIOTCS, yTOUHeHHe Ha 0O6/0KKax He
IIPOU3BOJUTCS, OIYCH Ha Jiesia He COCTaBJ/ISAIOTCS, YUeT BeJeTcCsl 110 HOMeHK/IaType
ner.

8. YcioBus XxpaHeHMs JOKYMEHTOB B apXuBe

8.1. [loKyMeHTbI apxXvBa XpaHATCSA B apXUBOXPAHW/IMILE OOLIKOJBHOIO
00pa30BaTeIbHOTO YUpeX/IeHusI.
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8.2. He pomyckaeTcsi pa3mellleHMe apxuBa B IOABAIbHBIX W YepauHbIX
TIOMell[eHHAX [eTCKOro caja.

8.3. ApPXUBOXpaHWIMUIIE [JO/DKHO OBITH yJaJeHO OT Jjab0paTOPHBIX,
TIPOU3BO/ICTBEHHBIX, OBITOBBIX TIOMeIlleHWd U He UuMeThb OOIMX C HUMU
BEHTWISILIMOHHBIX KaHa/l0B. ApPXUBOXpPaHW/IMILE OTJeIseTCd OT COCeJHUX
MOMEIleHWd HeCcropaeMbIMM CT€HaMd M TepeKphITUSMU C  TMpefenamu
OTHEeCTOMKOCTM He MeHee [ByX 4acoB. B apXvBoXpaHWIMILe He [OIyCKaeTcs
NpoKJiazika Tpyd BoAoCHaOKeHHsI U KaHaIU3al[uK, TeXHOJI0TMuecKre Ui ObITOBbIe
BbIBO/IbI BOJbI.

8.4. ApxvBOXpaHU/IMILe JO/KHO UMeTh eCTeCTBEHHYIO UM UCKYCCTBEHHYO
BeHTW/ISALIIO, 00ecreunBamoIIyl0  PeLUPKY/SLUI0  BO3AyXa, CTaOWUIBHOCTh
TeMITepaTypPHO-BIa>KHOCTHOTO PEXXUMA.

8.5. Bce mocrynaroigue B apxuB HOY [JOKyMeHTHI pasMeLarOTCs B
apXVMBOXPaHWIMIIAX Ha CTalMOHApHBIX W/WIM TepeJBUKHBIX MeTal/IM4eCKuX
CTeJl/la)Kax, B MeTa/JInyeCKUX Kadax Uiv KOHTelHepax.

8.6. Cre/iaxku [JO/DKHBI ObITh YCTaHOBJIEHBI TEePIeH/JUKY/ISPHO CTeHaM C
OKOHHBIMU TIDOEMaMH{, a B TOMelleHUH 06e3 OKOH - C y4yeToM 0cCOOeHHOCTel
noMeirieHuss u obopymoBaHus. He gomyckaercsi pasMellieHHe — CTejlakei
BIUIOTHYIO K HaDY>KHBbIM CT€HaM 37,aHUsI U K MCTOUHMKAM Terla.

8.7. PaccTaHoBKa cTe/uia’ked ¥ IIKa(OB OCYILeCTB/ISIETCS B COOTBETCTBUU CO
C/ieyOLIMMU TpeOOBaHUSIMU:

. pacCTOsiHME MEeXAY psifiaMy CTesuiaxel (r1aBHbIUM IPOX0/]) — He MeHee
120 cm;

. paccTosiHve (TPOX0A) MeXXAy CTe/ljiaXkaMu — He MeHee 75 CMm;

. pacCTOsiHMe MKy Hapy)KHOM CTEeHOM 3[aHusi M CTesUlaKaMU,
rapa’sijie/;ibHbIMU CTeHe — He MeHee /5 CM;

. PaCCTOsTHUE MeXKIy CTEHOU M TOPI[OM CTejulaXka Wiu 1mkada (o6xom) —
He MeHee 45 cwMm;

. pPacCTOsTHHE MEXAY MO0JIOM Y HDKHEM TTOJIKOM cTesaxa (Kada) — He

MeHee 15 cM, B LIOKO/IbHBIX 3Ta)kax — He MeHee 30 cM.

8.8. IIpoTHBOIOXAapHBIM PEXXUM B apXWMBOXPaHW/IMILAX, TZe pa3MeLaeTcs
apxus [10Y, ycraHaB/1vMBaeTCs B COOTBeTCTBUU C [IpaBuiaMu NpoOTHUBOIOKAPHOIO
pexkuiMa B Poccuiickoit ®epepaiiuu ot 16 centsiopst 2020 roma Ne1479.

8.9. ApxviBHbIe JOKYMEHTHI C/ielyeT XPaHUTb B TEMHOTe.

8.10. 3aiuTa IOKyMEHTOB OT /IeliCTBUsI CBeTa 0becrieunBaeTCsi XpaHeHUeM
JOKYMEHTOB B KOpOOKax, Iarkax U Tieperierax, B IKadax WM Ha CTesiakax
3aKpBITOrO TUMA.

8.11. EcrecTBeHHOe oOCBellleHVWe B apXUBOXPaHWIULLE [OMYCKAeTCs TIIpU
yCJIOBUM TIPMMEHEeHHs Ha OKHax CBeTOpacCceuBaTesield, peryJiiTopOB CBETOBOTO
MOTOKA (CreLMalbHbIX CTEKOJI), 3alJUTHBIX (DUIBTPOB U TOKPBITHM, >KaItO3U.

8.12. Jl/11 UCKyCCTBEHHOI'O OCBeLLleHUs TIPUMEeHSFOTCS JIaMI1bl HaKa/IMBaHUs B
3aKpBITBIX M1a)OHAX C I1a/IKOW TOBEPXHOCTHIO.

8.13. B apxuBOXpaHW/MILEe [Jisi XpaHeHUs JOKYMEHTOB YCTaHaB/IUBarOTCS
C/ieiyroLue rapaMeTphl TemMIlepaTypPHO-B/Ia)KHOCTHOI'O peKUMa:

. JJIsl XpaHeHUs1 JOKYMEeHTOB Ha OyMaKHOM HOCHTesie — TemriepaTypa
17-19°C, oTHOCHTeIbHAsA BIAaXKHOCTB Bo3Ayxa — 50-55%.



9

8.14. TlomeliieHUs: apXWBa [OIIKOIBHOTO 0Opa30BaTe/IbHOTO YUpPeKIeHUs
JO/DKHBI COZepXKaTbCsl B UMCTOTE, B YCIOBUAX, UCK/IHOYAOIUX BO3MOXKHOCTH
TI0SIBJ/IEHUS T1/IeCeHU, HACEKOMBIX, MbUIN.

9. 3aKk/IIOUUTe/ILHBIC M0J/I0KeHUA

9.1. Hacrosimee IlonoxeHne 006 apxuBe SB/ASeTCA  JIOKAJbHBIM
HOPMATUBHBIM aKTOM, TipuHHUMaeTcsi Ha OOmeMm cobpaHuu pabOTHHKOB
JIOLIKOIbHOTO 00pa3oBaTe/lbHOTO yUpeXXAeHusl U yTBepKaaeTcs (mbo BBOAUTCS B
JerictBue) 3aBeayrommm 10V,

9.2. Bce u3MeHeHUs1 U JOIOJIHEHWs, BHOCUMbIe B Hactosiee [lonoxkeHue,
opopMsitOTCI B MUCbMEHHOM (opMe B  COOTBETCTBUU  [I€WCTBYIOLIUM
3aKOHOlaTelbcTBOM  Poccuiickou — Pepepariuu.

9.3. INonoxkenne 06 apxuBe [JOY mpUHUMAaETCS Ha HeOIpeAe/TeHHbIH CPOK.
N3meHennss u pgomnonHeHus K [lo/io)keHWIO TPUHUMAIOTCS B MOPSJKe,
nipegycmMoTpeHHoM 1.9.1. HacTosiero [TonoxxeHust.

9.4. Tlocne mnpunsitusg I[lonokeHusi (WM U3MEHEHWHW W JOMNOJHEHWM
OT/leJIbHBIX MYHKTOB M pas3/ieJioB) B HOBOW peJlaKlMM TpeJbiAyllas peAaKiius
aBTOMAaTUUeCKH yTpaurBaeT CUTY.
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