MyHuuunajgibHoe y4pe:kieHue YTBEP}KI[ ARO
«OTJIEJI JOIIKOJBHOIO HauasHik
OBPA30BAHMSI» IEJKOBCKOIO
MYHULUIAJBLHOTO PATOHA 3.A.T'yanrosa

HOJIOKEHHUE
19.01.2026r.  Ne

00 apxuBe
MY «OO» llleJKOBCKOTO
MYHHULMIAJIBHOIO paiioHa

r. [IllenkoBckasa

1. O01mme noJ1o:KeHUst

1.1. Hacrosmee Ilonoxenue 06 apxuBe MY «Otaen JTOMIKOIBHOTO 00pa30BaHU»
[[IenKoBCKOTO MYHHUIUMIIAIBHOTO paiiona (manmee-OTtaen) pa3paboTaHoO B
cootBeTrcTBHM C [Iprkazom denepanbHoro apxuBHoro areHrcTBa Ne 77 ot 31 urons
2023 roga «O06 yrBepxaeHun [IpaBui opraHuzaiy XpaHeHHs, KOMIUIEKTOBAHMS,
ydeTa U UCTOJIb30BaHus JOKYMEeHTOB ApxuBHoro (onna Poccuiickoii deneparu u
JIPYTUX apXUBHBIX JOKYMEHTOB B I'OCYJIapCTBEHHBIX OpraHax, OpraHax MECTHOIO
caMOYIIpaBJICHUSI ¥ OpraHu3alusax», Ha ocHoBaHUM [IpuMepHOro mosoxkeHus o0
apXWBE OpTraHU3alMM, YTBEPKACHHOTO MpukKazoM DenepanbHOTO aApPXUBHOIO
arenTctBa Ne 42 ot 11 ampens 2018 roma, a Takxe YcTaBoM JOLIKOJBHOTO
00pa30BaTENbHOTO YUPEXKICHHUS.

1.2. Jlannoe Ilonoxenue 00 apxuBe OTaena ompenenser COCTaB JOKYMEHTOB
apXuBa JIETCKOIO CaJla U YCIOBUS UX XPAHEHUs, yCTAHABIMBAET 33J]a4M, HA3HAUCHHE
U (QYHKIMU apXuBa, PErJIaMEHTUPYET JeSITEIbHOCTh JIUIl, OTBETCTBEHHBIX 3a
BEJICHUE apXHBa B IOIIKOJIBHOM 00pa30BaTEIbHOM YUPEKACHUHU.

1.3. B cBoeil neATenbHOCTH apXuB pyKoBOACTByeTcs DenepanbHbiM 3aKOHOM No
125-®3 ot 22.10.2004 roma «O6 apxuBHOM Jeine B Poccuiickoit denepanum» ¢
u3MeHeHusiMu ot 25 npexabps 2023 roma, HOPMATUBHBIMU TIPABOBBIMH aKTaMH
Poccuiickoit ®@enepannn, cyobekta Poccuiickoit denepanmu B chepe apXHUBHOTO
Jefa U JIeTONPOU3BOJICTBA, JIOKAIHbHBIMU HOPMATUBHBIMH aKTaMHU JOIIKOJIBHOTO
00pa30BaTEIHLHOTO YUPEHKICHUS.

1.4. Jloxymentsl Otaena, HMEWOIIHE HCTOPHUYECKOE, KYJIbTYpHOE, HAy4YHOE,
COI[MAJIbHOE, JKOHOMHUYECKOE M  TOJUTHYECKOE  3HAUYEHUE, COCTaBISIOT
rocyJapCcTBeHHY 4dacTh ApxuBHOro (ouna Poccuiickoit denepanviu, SBISIOTCS
COOCTBEHHOCTBIO TOCyAapCcTBa M  MOMJIEXKAT IMOCTOSSHHOMY XPAaHEHHIO B
rOCyJapCTBEHHbIX apxuBax Poccuiickorn @enepaunu. Jlo nepemaun Ha
roCyJapCTBEHHOE XpaHEHHWE JIaHHBbIE JOKYMEHThl BpPEMEHHO XpaHATCS B
JIOIIKOJIbHOM 00pa30BaTeIbHOM YUPEXKICHUU.

1.5. B Ortnene nns XpaHeHus: JOKyMEHTOB ApxuBHOro ¢ounaa Poccutickoit
denepalui M 3aKOHYEHHBIX JICJIONPOU3BOJICTBOM JOKYMEHTOB MPAKTUYECKOTO
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Ha3HAY€HHUs, X OTOOpa, ydyeTa, UCIOJIb30BaHUS M TOJTOTOBKM K TIepenaye Ha
roCyapCTBEHHOE XpPaHEHHE CO3/IaeTCs apXUB.

1.6. ApxuB co3gaercsi Kak CaMOCTOSATENbHOE TMOJpa3/ieJiecHue, BO3IJIaBIISIEMOE
JIUIIOM, OTBETCTBEHHBIM 3a BEJICHHE apXWBa COIVIACHO MpHUKa3y 3aBEAYIOIIETO
JOIIKOJIEHBIM 00pa30BaTEIbHBIM YUPEKICHUEM.

1.7. Otaen obecrnieunBaeT apxuB HEOOXOJUMBIM MOMEUICHHUEM, 000OpPYIOBaHUEM H
KaJipaMu.

1.8. Otnen yupexnenne o0ecrneunBaeT COXpaHHOCTh, YUET, OTOOD, YIOPSAAOUYCHHUE U
UCIIOJIb30BaHUE JOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit ®enepanun,
o0pa3yromuxcsi B ero jaedareabHocTd. OOecrneunBaeT CBOCBPEMEHHYIO Iepeaavy
ATUX JJOKYMEHTOB Ha rOCYJIapCTBEHHOE XpaHEHHE.

1.9. Bce pabotbl, CBA3aHHBIE C TOJTOTOBKOM, TPAHCIOPTUPOBKOM W TMepeaaden
aApPXUBHBIX JIOKYMEHTOB, IIPOU3BOIATCS CHJIAMHU U 32 CUYET JETCKOro Ccaa.

1.10. 3a yTpaty u nopuy nokymeHTOB ApxuBHoro (onna Poccuiickoit deneparuu
JNOJDKHOCTHBIE JiMna Othena  HeCcyT OTBETCTBEHHOCTh B COOTBETCTBHM €
JEHUCTBYIOLIUM 3aKOHOIaTEIbCTBOM.

1.11. ApxuB Otnena paboTaeT COIMIACHO IUIaHY, YTBEPKIAEMOMY 3aBEAYIOIIUM
JIOIIKOJIbHBIM 00pa30BaTENbHBIM YUPEXKICHUEM, M OTUYHMTHIBAECTCS MEpPE] HUM B
cBoel pabore.

1.12. KoHTpOJIb IEATENBHOCTH apXyBa OCYLIECTBIIET Ha4albHUK OTAena, a B €ero
OTCYTCTBUU — HUCIIOIHSIOIUN 00SI3aHHOCTH.

2. Cocras 1oKymMeHTOB apxuBa Otena:

2.1. B apxuB OTaen nocTynaror:

-3aKOHYEHHBIE  JIE€JIONPOU3BOJACTBOM  YUPEKIEHUS JOKYMEHTBHI ITOCTOSIHHOTO
XpaHeHusi, oOpa3oBaBIIMECS B JEATEIbHOCTH CTPYKTYPHBIX MOJApa3JeIeHUM,
JIOKyMEHThl BpeMeHHOro (cBbimie 10 JneT) cpoka XpaHeHHs, HEOOXOIUMBbIE B
IIPaKTUYECKOM AESITEIBHOCTH, JOKYMEHTHI 10 KaJpaM U BOCIIUTaHHUKAM;
-JIOKYMEHTBI IIOCTOSIHHOTO XpaHEHUs M 10 JINYHOMY COCTaBy OpraHH3aluii-
IPEIIIECTBEHHUKOB (IIPU UX HAJTMYUN);

-TMYHbIE (POH]IBI BETYIIUX pAaOOTHUKOB JAETCKOIO cafa (IpHU UX HAJTUYUN);
-CI1y>keOHbIE U BEJOMCTBEHHBIEC U3IaHMUS;

-CIPaBOYHO-TIOMCKOBBIE CPEJICTBA K JIOKYMEHTAM W y4Y€THBIE JIOKYMEHThl ApXuBa
Otnena.

2.2. Cpoxku xpaHeHHs IOOKYMEHTOB B apxuBe Ortnena ONpenessroTcs COTJIACHO
CpOKaM, YKa3aHHBIM B YTBEPKJIEHHON HOMEHKIIATYpE JIedl.

3. 3apayu apxuBa OTtjgesa

3.1. OcCHOBHBIMHM 3aJJayaMH APXUBA SIBISIOTCS:

-OpraHu3anusl XpaHEeHHs TOKYMEHTOB, COCTaB KOTOPBIX MPEIyCMOTPEH PA3AEIIOM 2
HacTosmero IlonoxxeHus;

-KOMILJICKTOBAaHUE apXHuBa JOKYMEHTaMH, OOpa30BaBIIUMUCS B JESITEIbHOCTU
YUPEXJIEHUS, OCYILIECTBIISIONIET0 00pa30BaTEIbHYIO IS TEIbHOCTD;

-y4eT, 00ecreueHne COXpaHHOCTH, CO3[JaHiE HayuYHO-CIIPABOYHOTO aniapara,
-MCTOJBb30BaHKE IOKYMEHTOB, HAXOASAIIMXCS Ha XpaHeHUH B apxuBe Ot1ena;
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-MIOJITOTOBKA M CBOEBPEMEHHasl Mepegaya JIOKYMEHTOB ApXHMBHOro (QoHja
Poccuiickonn @enepauvd  Ha TMOCTOSHHOE€ XPAaHEHHE B  TOCYJIapCTBECHHBIN
(MYHUITUTIAJILHBINA) apXUB;

-METOJIMYECKOE PYKOBOJICTBO M KOHTPOJIb 3a (popMUpOBaHUEM U OPOPMIICHUEM e
B JienonpousBojcTBe OT/elIa U CBOEBPEMEHHOM Nepeaueit ux B apxuB Otrena.

4. DyHKIHMHN apXUBA

B cooTBeTCTBHM C BO3J0KEHHBIMM 3aa4aMH apXHUB OCYIIECTBIISIET CIEAYIOIIUE
byHKITIH:

4.1. Opranu3yeT IpueM JOKYMEHTOB MOCTOSIHHOTO M BpeMeHHOTro (cBbiie 10 er)
CPOKOB XpaHEHUs, B TOM YHCIE 110 KaJpaM M BOCIUTAaHHUKaM, 0Opa30BaBIIMXCS B
nesitenbHocTH OTliEena, B COOTBETCTBUU C YTBEPXKICHHBIM IpaUKOM.

4.2. OOecrnieunBaeT COXPAaHHOCTh M BEIET Yy4YeT JOKYMEHTOB U (OHJIOB,
HAXOJAIIUXCS HAa XpaHEHHWM B apXUBE JOMIKOJBLHOTO 00pa3oBaTEIbLHOTO
YUPEKICHHUS.

4.3. TIlpencraBiser B TOCYAapCTBEHHBIM (MyHUIIMNAIbHBIA) apXUB Yy4YETHBHIE
cBefieHUs 00 00bEME U COCTaBE XPaHSIIMXCS B apXUBE JETCKOrO caJa JOKYMEHTOB
ApxuHoro (onna Poccuiickoit denepanuu U APYyrux apXUBHBIX JIOKYMEHTOB B
COOTBETCTBHM C TMOPSAJKOM TOCYAApPCTBEHHOIO Yy4Ye€Ta JOKYMEHTOB ApPXHBHOIO
donna Poccuiickoit denepanuu.

4.4. CuctemaTu3upyeT M pasMeniaeT JTOKYMEHTBI, MOCTYINAKIIMEe HAa XPAaHCHHE B
apxuB Ortgena, oOpa3oBaBIIMECS B XOJ€ OCYIIECTBICHHS J€ATEIbHOCTH
YUPEKICHHUS.

4.5. PazpabatbiBaeT rpaduku IpeICcTaBICHUS OMKUCEN Ha paCCMOTPEHHE IKCIIEPTHO-
MIPOBEPOYHONM KOMHUCCHH U TIepenadn JOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit
denepalvy Ha XpaHEHUE B TOCYIAPCTBEHHBIN (MyHUIIUIIATBHBIN) apXUB.

4.6. OcylecTBISIET TOATOTOBKY U MPEICTABIISIET:

-Ha PAcCMOTPEHUE M COTJACOBAaHUE SKCHEPTHOM Komuccuu Othena Oomucu Jen
MOCTOSIHHOTO XPaHEHHs, BPeMEHHBIX (cBbilie 10 JI€T) CPOKOB XpaHEHUs, B TOM
YuCJe MO KaJpaM U BOCIUTAHHUKAM, a TaK)KE aKThl O BBIICICHUN K YHHUYTOKECHUIO
aApXUBHBIX TOKYMEHTOB, HE TIOJJICKAIINX XPAHEHHUIO, aKThl 00 yTpaTe JOKyMEHTOB,
aKThl O HEUCITPABUMBIX MTOBPEKIECHUSIX aPXUBHBIX JOKYMEHTOB;

-Ha YTBEPKIEHUE DKCIEPTHO-IPOBEPOYHON KOMMCCHUHU YIIOJTHOMOYEHHOIO OpraHa
UCIIOJIHUTENbHON BiacTu cyobekTa Poccuiickoit denepanuu B chepe apXUBHOTO
nena (manee - OI1K apxuBHOT0 yupexaeHuUs1) OMUCH Je] TOCTOSHHOTO XpPaHECHUS;
-Ha coryiacoBanue DIIK apxuBHoOro yupexaenus cyobekra Poccuiickoit denepaimu
(MyHULIMITAJIBHOTO ~apXuBa), B CJy4yae HAJEJIEHUs €ro COOTBETCTBYIOLIUMHU
MOJTHOMOYHUSIMU, OTIUCH AEJ 10 JTUYHOMY COCTaBY;

-Ha cornacoBanue JIIK apxuBHOTO yupexaenus cyobekra Poccuiickoit denepanuu
(MyHUIIMIIAJIBHOTO apXuBa), B CJy4yae HAJEJICHUSI €ro COOTBETCTBYIOIIUMU
MOJIHOMOYMSIMH, AaKThl 00 yTpare JOKyMEHTOB, aKThl O HEUCIPAaBUMBIX
MOBPEXKICHUAX apPXUBHBIX JOKYMEHTOB;

-Ha yTBepxkiaeHue 3apenyromemy MBJIOY onucu nen MOCTOSHHOTO XpaHEHWS,
onucH BpeMeHHbIX (cBhilIe 10 JeT) CpOKOB XpaHEHHs, B TOM YKCIIE OMKMCH JIe] 10
KaJpaM ¥ BOCHUTAaHHUKAM, aKThl O BBIJCJIEHUU K YHHUUTOXEHUIO aAPXUBHBIX
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JIOKYMEHTOB, HE MOJIEKAIIMX XPAaHEHUIO, aKThl 00 yTpare JOKYMEHTOB, aKThl O
HEUCIIPAaBUMBIX  TMOBPEXKICHHUSIX  ApXUBHBIX  JIOKYMEHTOB,  YTBEp>KICHHBIC
(cormacoBannbie) OIIK wnam rocymapcTBeHHBIM apXuBOM cyObekTa Poccuiickoit
@denepand  (MyHULIMIIAJIBHBIM ~ apXMBOM) B Clydae  HAJCJICHHUS  €ro
COOTBETCTBYIOILIMMH [MOJTHOMOYHSIMHU.

4.7. Opraam3yer mnepenady JoKyMmMeHTOB ApxuBHoro ¢ouga Poccuiickoit
denepanui Ha MOCTOSHHOE XPAaHEHUE B TOCYIAPCTBEHHBIN (MyHUIIMIATLHBIN)
apXuB.

4.8. OpranuszyeT W NPOBOAUT 3KCIEPTU3Y LIEHHOCTU JIOKYMEHTOB BpPEMEHHBIX
(cBrimre 10 eT) cpokoB XpaHeHUs, HAXOAAIMXCs Ha XpaHeHuu B apxuse MBJIOY B
Heisx oToopa JIOKYMEHTOB JJis BKJIIOYEHUS B cocTaB ApxuBHOro (oHzaa
Poccuiickoit ®enepanvy, a TakkKe BBISIBICHHUS JIOKYMEHTOB, HE MOJJICKAILIUX
JaJbHEUIIIEMY XPaHEHUIO.

4.9. YuactByeT B pabOTe 3KCIEPTHOW KOMUCCUU JOLIKOJIBHOTO 00pa3oBaTeIbHOTO
YUPEKICHHUS.

4.10. TIpoBomuT wMeponpusTUs MO OOECHEYEHUIO COXPAaHHOCTH JIOKYMEHTOB,
HaxOoJSIINXCS HA XpaHEeHUU B apxuBe OTaena.

4.11. Opranuzyer uH)OPMUpPOBAHHME AIMHHUCTpaluu U padoTHUKOB OTaena o
COCTaBE U COAEPKaHUH JOKYMEHTOB apXUBa YUPEKICHUS.

4.12. NudopmupyeT moJib30BaTelIe MO BOMPOCAM MECTOHAXOXKJICHHS apXWBHBIX
JIOKYMEHTOB.

4.13. Opranusyer BblJIauy JOKYMEHTOB U JIeJ JJis pa0OThl B YUTAIHLHOM 3aJI¢ UK BO
BPEMEHHOE MOJIb30BAHHUE.

4.14. VcnoyHSET 3ampoCkl MOJIb30BATENEH, BbIAAET aPXUBHBIE KOMMHU JOKYMEHTOB,
apXWBHBIC BBITTUCKU U APXUBHBIC CITPABKH.

4.15. Benet yuyeT uCnoiab30BaHus JOKYMEHTOB apxuBa Otaena.

4.16. Cozmaer ¢ona mnonp3oBaHus apxuBa OtTaera W OpPraHU3yeT  €ro
VCITOJIb30BAHUE.

4.17. OcywecTBIsSIET BEJIEHHE CIOPAaBOYHO-TIOUCKOBBIX CPEICTB K JIOKYMEHTaM
apxuBa Otaena.

4.18. Co3paer, MOMOJHAET U COBEPIICHCTBYET HAYYHO-CIIPABOYHBIM ammapar K
XPAHSIIUMCS B apXUBE JIeJaM U IOKYMEHTaM.

4.19. YyactByeT B pa3pabOTKe JOKYMEHTOB YUPEKIEHUS [0 BONPOCAM apXUBHOTO
niena U Je0npon3BOACTBA.

4.20. Oka3pIBacT METOANYECKYIO IIOMOIIIb:

-ciy)k0e  penonpousBojacTBa Othena B COCTaBICHUM HOMEHKIIATYpPHI €,
dbopmupoBanuu U 0GOPMIICHUH JeJI, KOHTPOJIUPYET MPABUILHOCTh (POPMHUPOBAHUS
U opopmIieHus e B AETONPOU3BOICTBE;

-CTPYKTYpPHBIM TOJpa3eieHusM u padboTHuKaM OTrena B MOJArOTOBKE JOKYMEHTOB
K nepenaue B apxus Otnena.

4.21. YyacTByeT B TPOBEACHUH MEPONPUSTHI IO TOBBIINICHUIO KBaTU(DUKAIIUU
paOOTHUKOB  apXWBa U CIYXKObl  JI€JONPOU3BOJCTBA  JOUIKOJBHOTO
00pa30BaTENbHOTO YUPEXKIACHHUS.

5. IIpaBa apxuBa
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J171s1 BBITIOJTHEHM S BO3JIOKEHHBIX 337a4 U (PYHKIUH JIMII0, OTBETCTBEHHOE 32 aApXUB,
MMEET IPABO:

5.1. IlpencraBisaTh 3aBeyIOUIEMY JOMIKOJIBHBIM 00pa30BaTEIbHBIM yUPEKICHUEM
MPEUIOKEHNS IO COBEPIICHCTBOBAHUIO OPraHU3AllMU XPAHEHUS, KOMIUIEKTOBAHMUS,
y4eTa U UCIIOJIb30BaHUsI apXUBHBIX JOKYMEHTOB B apxuBe OTena.

5.2.  KoHTpoiMpoBaTh BBINOJHEHUE YCTAHOBJIEHHBIX NpaBWi pabOTBl ¢
JIOKYMEHTAMU B CTPYKTYPHBIX MOAPA3ICIICHUAX YUPEKICHUS.

5.3. 3ampammBaTh OT CTPYKTYPHBIX TOJpa3feneHuii u paboTHukoB OTaena
CBEACHUS, HEOOXOAUMBIE I pabOThI apXUBa, C YIETOM 00€CIIeUEHHS BBITTOTHEHUS
BCEX BO3JIOKCHHBIX HA apXWB 3a7a4 U (PYHKITUH.

5.4. JlaBaTh pa3bACHEHUS W PEKOMEHJAUHUM MO BOIpOCaM, BXOISIIUM B
KOMITIETEHIIUIO apXUBa JOIIKOJIbHOTO 00pa30BaATENBLHOTO YUPEKICHHUS.

5.5. UndopmupoBath CTpYKTypHBIE mojapaszzaenenus Otnena o HEOOXOAUMOCTU
nepeaaur JOKyMEHTOB B ApXUB B COOTBETCTBUU C YTBEP>KJAECHHBIM rpaduKOM.

5.6. IlpuHuMaTh y4yacThe B 3aC€JaHUSIX JKCIEPTHOW KOMHUCCHUM YUPEKICHHS, a
TaK)K€ B  DKCIEPTHO-IPOBEPOYHOW KOMHUCCHM  YIIOJJHOMOYEHHOTO  OpraHa
UCIIOJIHUTENbHON BiacTu cyobekTa Poccuiickoit denepanuu B cdepe apXUBHOTO
Jena.

6. OTBeTCTBEHHOCTH 32 (PYHKUMOHUPOBAHUE apXUBa

6.1. Ha3znauennoe npukazom Otaena JMIO, OTBETCTBEHHOE 3a BEJICHUE apXUBa,
HECET MEPCOHAIBHYIO OTBETCTBEHHOCTD 3a:

-BBITIOJIHCHUE BO3JIO)KEHHBIX HAa apXuB 3a7ad W (YHKIUNA B COOTBETCTBUHU C
JNEHUCTBYIOIIUM 3aKOHOAATENbCTBOM Poccuiickont denepannu;

-OpraHu3aiuio  padoThl  apXWBa, CBOEBPEMEHHOE U  KBAIU(HUIIMPOBAHHOE
BBITIOJTHEHUE MPUKA30B, PACIOPSHKEHUM, MOPYUECHHI BBIIIECTOSIIETO PYKOBOJICTBA,
JEHCTBYIONTUX HOPMATUBHO-TIPABOBBIX aKTOB MO CBOEMY MPOQUITIO IS TEIBHOCTH;
-paniioHanbHOEe U 3(h()EKTUBHOE HMCIOJB30BaHUE MaTepUaNbHbIX, (DMHAHCOBBIX U
KaJpOBBIX PECYPCOB;

-COCTOSIHUE TPYAOBOM M HCHOJHHUTEIHCKOW AUCHUILIMHBI B apXUBE, BBINOJHEHUE
CBOMX (DYHKITMOHAIBHBIX O0S3aHHOCTEH;

-co0ntoeHue IIPaBUII BHYTPEHHETO pacropsiaka, CaHUTAPHO-
MPOTUBOAIUIEMUYECKOTO PEXKUMA, MPOTHUBOIMOKAPHON O€30MaCHOCTH M TEXHUKHU
0e30macHOCTH;

-BE€JICHUE JOKYMEHTAllMM, TMPEAYCMOTPEHHOW JEHUCTBYIOIIMMH HOPMAaTHUBHO-
MPABOBBIMU JIOKYMEHTaMU;

-IIPEAOCTABJICHUE B YCTAHOBJIEHHOM MOPSAKE JOCTOBEPHON CTATUCTUYECKOU U MHOU
uH(OPMAITUH O JeATETHLHOCTH apXHBa;

-TOTOBHOCTH apXHBa K paboTe B yCIOBUSX YPE3BbIYANHBIX CUTYAIIUN.

6.2. OTBETCTBEHHBIE 32 BEJCHUE JEIONPOU3BOACTBA, TOATOTOBKY U MPE/ICTABICHUE
JIOKYMEHTOB Ha XpaHEHHUE B apXUB, HA3HAYAIOTCA HaYaJIbHUKOM OTJiena.

7. KoMiuiekroBaHue apxuBa

7.1. lloarotoBka JOKYMEHTOB K Te€peAade B apXuB  JOIIKOJBHOTO
00pa30BaTEIbHOTO YUPEXKICHUS BKIIOYAET SKCIEPTU3Y HAYYHOU M MPaKTHUYECKOU
LHEHHOCTH JIOKYMEHTOB, OOPMIIEHUE JIeJ, COCTABIICHUE OMUCH.



7.2. DKkcnepTr3a EHHOCTH IOKYMEHTOB:

-3KCIIEPTH3a IIEHHOCTU JOKYMEHTOB — ONpENEJICHUE IIEHHOCTH JOKYMEHTOB C
1EeIbl0 0TOOpa MX Ha XPAaHEHHWE W YCTAaHOBJICHHE CPOKOB XpaHEHUsS. DKCIEPTHU3Y
IEHHOCTH JOKYMEHTOB B OTAene OCyIIeCTBISIeT MOCTOSHHO JAeHCTBYoIas
AKCTIEPTHAs KOMUCCHSI;

-3KCIIEpTHAsI KOMHUCCHUSI Ha3zHadaeTrcss mnpukazom Otnena. B coctaB skcnepTHOM
KOMKCCHUHU BKJIIOUAIOT HE MEHEE TPEX COTPYAHHUKOB, B TOM UHCIIE B 00sS3aTEIHLHOM
MOPSIAKE JIMIIO, OTBETCTBEHHOE 3a BEJCHUE apxuBa JeTckoro caga. Cekperapem
HKCIEPTHOM KOMHUCCHM Ha3HadaroT cekperaps Otraena. DKcCrepTHas KOMHUCCHUS Ha
3acejaHusIX paccMaTpuBacT: HOMEHKJIATypy Jesl JETCKOTO cajla, OIUCU JeN
MOCTOSIHHOTO XPaHEHHUs U 10 JIMYHOMY COCTaBY, aKThl HA JJOKYMEHTBI, BbIJICIsIEMbIE
K YHUYTOXKEHHUIO.

7.3. OpopmiieHue ned:

-Jiefla TIOCTOSIHHOTO XpaHEHUsSl MOJIIMBAIOTCS B TBEPIAYID OOJIOKKY MHPOYHBIMU
HUATKaMU. JIUCTBI HyMEpyHOTCS B MPABOM BEPXHEM YTy MPOCTBIM KAapaHAIIOM.
KosnuecTBO TUCTOB B KaXIOM JIeJie HE TOJKHO IpeBbimaTh 250. B koHUE nena Ha
OTZIEJIbHOM JIUCTE COCTABIISIETCS 3aBEPUTEIbHAS HAAIUCH;

-Ha 00JIOKKE JIe]T MOCTOSIHHOTO XPaHEHUs JOJIKHBI ObITh MPOCTABIICHBI CJICIYIOIINE
PEKBU3UTHI: TMOJHOE HAUMEHOBAHUE BBIIIECTOSIIEH OpraHu3aluy, HauMEHOBaHUE
Otnena, HoMep (MHIEKC) Jejia MO0 HOMEHKJIAaType, 3arojoBOK Jeia, KOJHMYECTBO
JIUCTOB, CPOK XPAHECHUS WJIM OTMETKA «XPAHUTh MTOCTOSIHHO», HOMEP (OHJA, OITUCH,
nena;

-1I0 OKOHYAaHUU JIEONMPOU3BOJCTBEHHOTO roja B O(OpPMIICHHBIE OOJOXKKH e
MOCTOSIHHOTO XPAHEHHUsI BHOCSTCS HEOOXOAMMBbIC YTOYHEHHS: B 3aroJIOBKU e,
CoJIep KAIlUX PaCTOPSIAUTENbHBIE JOKYMEHTHI (TMPUKa3bl, MPOTOKOJbI), BHOCITCS
HOMEpA; €CU AEJO C MEPENUCKON COCTOUT U3 HECKOJIbKUX TOMOB, B KaXXJJOM TOME
YKa3bIBa€TCsl KOPPECHOHAEHT, aBTOP, TEPPUTOPUS, IPyTrUe AaHHbIE. B Kaxa0mM TomMe
yKa3bIBaeTCcs jaTa (YUCIo, MEcCsI], TOJ) Havyajlla U OKOHYAHUS JIaHHOTO TOMa.
TouHble AaThl MPOCTABIISAIOTCS Ha OOJIOXKKAX JJi OBICTPOTO MOMCKA JOKYMEHTOB B
MOCJICYIONIEM; €3 3aBEPUTEIBLHOM HAJAMUCH Ha OOJOXKKY Jejia BBIHOCHTCS
KOJIMYECTBO JIUCTOB B JIETIE;

-HaJAMUCU Ha 00JIOkKKAX JIeJI MOCTOSSHHOTO U JOJTOBPEMEHHOIO XPAHEHUS CIIEeTyeT
MPOU3BOJIUTH YETKO, CBETOCTOMKUMU YEPHUIIAMU;

-IJI1 y4eTa KOJIMYeCTBa JIUCTOB B Jesie U (PUKCAMK OCOOCHHOCTEM MX HyMeparuu
Ha OT/AEJILHOM JIUCTE COCTABJISETCS 3aBEpUTEIIbHAS HAIKC;

-B  3aBEPUTEIILHOM HAJMUCH YKa3bIBA€TCs KOJMYECTBO JHUCTOB (uubpaMu U
MPOMUCHI0) B Jiesie. 3aBepUTEIbHAs HAIANUCh MOAMUCHIBAETCS COCTABUTEIIEM C
YKa3aHHUEM €r0 JOJKHOCTU U JIaThl COCTaBJICHUS;

-BHYTPEHHSSI OMUCh COCTABJISIETCA K JieJIaM MOCTOSSHHOTO M JOJITOBPEMEHHOTO
(cBemmie 10 ;metr) cpoka xpaHeHHs, CPOPMUPOBAHHBIM 10 PA3HOBUIHOCTSIM
JIOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE PAaCKpbIBAlOT KOHKPETHOE COJIEpKaHUe
JIOKyMEHTOB (0C000 IIeHHBIC, TUYHBIC Jiea U JIp. ).

7.4. Onncanue JOKyMEHTOB ITOCTOSTHHOT'O CPOKA XPAaHEHHS:
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-OIACH COCTAaBIIAIOTCS Pa3JeNbHO Ha JeJla IMOCTOSHHOTO XPAHEHMs IO OCHOBHOMU
JEATEIbHOCTH U Ha €I 110 JIMYHOMY COCTaBY;

-OIACH COCTABJISAIOTCA JEIONPOU3BOJUTENEM;

-OINACh BENIETCS B €IMHOM BaJIOBOW HyMEpaluu B TEUEHUE HECKOJIBKUX JIET;

-Ha JieJla ¢ UCTEKIIUM CPOKOM XPaHEHHs COCTABIISIETCA aKT 00 YHHUTOKEHUH;

-[I0 OKOHYAHHMH JEJONPOU3BOACTBEHHOro roga B Otnene Npou3BOIUTCA OTOOP
JIOKYMEHTOB MOCTOSIHHOI'O CPOKa XpaHEHWs ISl BKJIIOYEHHS MX B onuch. ONHChH
COCTOMT M3 TOJIOBBIX pa3lIeJOB, BHYTPU TOJa Jejla PaclojlararoTcs MO CTENEeHH
3HAYMUMOCTM C yYE€TOM HOMHUHAJIBHOIO MpUHLOMNA (B  COOTBETCTBHHU C
HOMEHKJIATypOI YUPEKIECHNUSA);

-OIACH COCTABIIAIOTCS Pa3JelbHO Ha JeJa MOCTOSHHOTO XPAHEHMS IO OCHOBHOMU
JEATEIbHOCTH U Ha €I 110 JIMYHOMY COCTaBY;

-OIHACH COCTABJISIOTCS CEKPETAPEM.

7.5. Jlema BpPEMEHHOTO XpaHEHHUA OQPOPMIISIOTCS  YHPOIIEHHO: OHU HE
NOJUIMBAIOTCS, JIMCTBI B HUX HE HYMEPYIOTCS, YTOUYHEHHE Ha OOJIO)KKax He
IIPOU3BOJIMTCS, ONMCH Ha JIeJIa HE COCTaBISIIOTCS, YUET BENETCS MO HOMEHKIIATYpE
Jen.

8. YcioBusi XxpaHeHUs JOKYMEHTOB apXuBa

8.1. JlokyMeHTBI —apxXxWBa XpaHATCSI B apPXMBOXPAHWIWILE JOLIKOJBHOIO
00pa30BaTEIbHOTO YUPEXKICHHUS.

8.2. He pomyckaercs pa3menieHue apxvBa B IIOABAJIBHBIX W YEPIAYHBIX
MOMEIICHHIX JETCKOIo caja.

8.3. ApXUBOXpaHWIMIIE JIOJDKHO OBITh  yAQJEHO OT  Ja0OpaTOpPHBIX,
IPOU3BOJCTBEHHBIX, OBITOBBIX IIOMEIIEHUH W HE HMETh OOMMX C HHUMH
BEHTWSILMOHHBIX  KAaHAJIOB. ApXUBOXPAaHWUJMUIIE OTAEIAETCS OT COCEOHUX
IIOMEIICHU  HECropaéMbIMHM CT€HaMH M  IEPEKPBITHSIMU €  Mpelenamu
OTHECTOMKOCTH HE MEHEE JBYX 4YacoB. B apXMBOXpaHWIMILE HE JOIYCKaeTcs
mpokIiaika TpyO BOJOCHAOKEHUS YW KaHAM3AIMK, TEXHOJIOTUUECKUE WM OBITOBBIC
BBIBO/IBI BOJIBI.

8.4. ApXUBOXpAaHWIHILE JIOHKHO HMMETh E€CTECTBEHHYIH) WJIM HUCKYCCTBEHHYIO
BEHTWSILMIO, OOECHEYMBAIOLIYI0  PELUPKYJALMIO  BO3/yXa, CTaOWUJIBHOCTD
TEMIIEpaTypPHO-BIAXKHOCTHOTO PEKUMA.

8.5. Bce mocrymatomme B apxuB Oraena  JOKYMEHTBI pa3MeEIIalOTCs B
ApXMBOXPAHWIMIIAX HA CTAllMOHAPHBIX W/WIM TEPEABUKHBIX METAUTMYECKUX
CTeJJIaXaX, B METAJIUIMYECKUX IIKaax UM KOHTEHHepax.

8.6. Cremnaxku MNOKHBI OBITh YCTAHOBIICHBI MEPHEHAMKYJISIPHO CTEHAM C
OKOHHBIMHM TpPOEMaMH, a B TOMEIIEHHU O€3 OKOH - C YYETOM OCOOEHHOCTEMH
noMeneHus: U obopynoBanus. He nomyckaercs pa3MmeleHue CTesiaxei BIUIOTHYIO
K Hapy’>KHbIM CTE€HaM 3/1aHHs U K HICTOYHUKAM TeILa.

8.7. PaccranoBka cremnaxkel M IIKaQOB OCYIIECTBISIETCS B COOTBETCTBHUH CO
CJIEYIOIUMU TPEOOBAHUSIMHU:

-pacCTOSIHUE MEXKY psSIaMH CTEUIaKel (TaBHbIN poxo) — He meHee 120 cwm;
-paccTostHue (IIPOX0/a) MEXY CTe/UlakaMu — HEe MeHee 75 cM;
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-pacCTOSIHUE MEXIy HAPYKHOM CTEHOM 3[aHMs W CTEIUIaKaMH, MapaulebHbIMU
CTEHE — HEe MeHee 75 cM;

-paccTosiHue MEXIy CTEHOM U TOPILIOM cTeiiaxa wiH mkada (o0xon) — He MmeHee 45
CM;

-paccTosTHUE MEXIy TMOJIOM M HIKHEH TMmoJikoi cTeymtaxa (mkada) — He MeHee 15
CM, B IIJOKOJBHBIX 3Taxkax — He MeHee 30 cM.

8.8. IIpOTMBOIOXApHBIM PEXUM B APXUBOXPAHWIIMIIE, I'ZAE€ Pa3MELIACTCS APXUB
Otaena, ycTaHaBIMBAETCS B COOTBETCTBUMM C llpaBmiamu npoTHBOMOKAapHOrO
pexxuma B Poccuiickoii @eneparun ot 16 centsaopst 2020 roma Ne1479.

8.9. ApXMBHBIE JOKYMEHTHI CIEAYET XPAHUTh B TEMHOTE.

8.10. 3ammra IOKYMEHTOB OT JEWCTBHS CBeTa OOecleuynBaeTCsl XpaHEHUEM
JIOKYMEHTOB B KOpOOKax, IMamkax M Teperierax, B mkadax WM Ha cTeiuiaxax
3aKpBITOTO TUIIA.

8.11. EcrecTBEHHOE OCBEILIECHUE B APXMBOXPAHWIIMILE JOIYCKAETCS INPU YCIOBHUU
IPUMEHEHUSI HAa OKHAaX CBETOPAaCCEHUBATENICH, PEryJjsTOpPOB CBETOBOIO ITOTOKA
(criennansbHBIX CTEKOIM), 3ALIUTHBIX (PUIBTPOB U MOKPBITUM, KAITIO3H.

8.12. JIms WCKYCCTBEHHOT'O OCBEIIECHHS NIPUMEHSIOTCS JaMIlbl HaKaJuBaHUS B
3aKpBITHIX MJ1a)OHAX C IIAJIKOU MOBEPXHOCTHIO.

8.13. B apxuBoxpaHwiMIle I XPaHEHUS JOKYMEHTOB YCTAHABIMBAKOTCA
CJIEIyIOLIME TapaMETPbl TEMIIEPATYPHO-BIAXKHOCTHOIO PEXUMA!

-1 XpaHEHUs JOKYMEHTOB Ha OyMaKHOM Hocurtene — temmneparypa 17-19°C,
OTHOCHTEJIbHAS BIAKHOCTH Bo3ayxa — 50-55%.

8.14. TloMeleHus: apxuBa JOIMIKOJBHOIO 00pa30BaTEIbHOTO YUPEXKICHUS JOHKHBI
COJIEPKATbCS B UYUCTOTE, B YCJIOBUAX, MCKIIOYAIOIIUX BO3MOXHOCTH IOSIBJICHHUS
IJIECEHU, HACEKOMBIX, IBLIH.

9. 3akJII0YUTEIbHBIE N0JI0KEHUS

9.1. Hacrosimee Ilonmoxxenne 00 apxuBe SABISETCS JOKAJIbHBIM HOPMATHUBHBIM
akToM, npuHHMaercs Ha OOmeM coOpanuu mpodcoro3a U yTBepxkaaercs (JI1bo
BBOJUTCS B JISUCTBUE) HadainbHUKOM OTjena.

9.2. Bce u3MeHEHMs M [JONOJHEHUs, BHOCUMBIE B Hacrosmee llonoxenue,
opopMisitOTCST B NMHCbMEHHOM (opMe B  COOTBETCTBUM  JICUCTBYIOIIHMM
3aKOHOJIaTeNbCTBOM Poccuiickoit denepanni.

9.3. Tlonoxxenne 00 apxuBe OTaena NMPUHUMAETCS HA HEONPEAECICHHBIM CPOK.
N3menenuss u gononHeHuss K  [lonokeHuto MNpUHUMAKOTCS B TOPSIKE,
npeaycMoTpeHHoM 11.9. 1. Hacrosmero [lonoxenust.

9.4. Tlocne mpunsatus Ilonoxxkenus (MM U3MEHEHUM W JOMOJHEHUM OTIEITbHBIX
IIYHKTOB M Pa3JejOB) B HOBOM peAakUWy Npeablaylias pelakius aBTOMATHYECKH
YTPauyuBaeT CHUITY.
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