MyHuuunajbHoe 0I0KeTHOE T0LIKOJIbHOe 00pa3oBaTeIbHOe YUpPeKICHHEe
AETCKHH caJ od1epasBuBaoinero Buaa Nel4 «AsieHymka»

[Iporokon 3acenanus «Y TBEPKIAIO»
IIegarornueckoro coera MBJIOY 3asenyrouuii MBJIOY
nerckuit cax Ne 14 «Anenyuikay nerckoro caga Nel4 «Anenymikay
or 30.08.2024r. 1. Ne 1 E.X.babacunsin

IHoJso:xeHune 00 apxuBe
MBAOY n/c Ne 14 «Asenymka



1. O0mue moJ10KeHUA

1.1. Hacrosiee [lonoxenne 00 apXWBe MYHHUIIMIAIBHOTO  OIOKETHOTO
JOLIKOJIBHOTO 00pa30BaTEeIbHOIO YUPEXKACHUS NETCKUW caja o0lepa3BUBAIOIIETO
Buga Neld4 «Anenymka» (mamee — MBJOYVY) pa3paboTaHo Ha OCHOBaHUHU
[IpumepHoro mosokeHust 00 apXuMBe OpraHU3alUM, YTBEPKIACHHOTO MPHUKA30M
®enepanbHoro apxuBHoro areHrcrBa Ne 42 or 11 ampens 2018 roma, B
cootBercTBUM ¢ Ilpukazom MunkynasTypbl Poccum ot 31.03.2015 Ne 526 "O6
YTBEPKIACHUU TMPaBWJI OpraHU3alUMM XpPaHCHHS, KOMIUICEKTOBaHHUS, YydeTa U
UCIIOJIb30BaHUsl JTI0KyMeHTOB ApxuBHoro ¢onaa Poccuiickoit ®enepanuu wu
JPYTUX apXUBHBIX JOKYMEHTOB B OpraHax TrOCyJapCTBEHHOM BJIACTH, OpraHax
MECTHOTO  CaMOYyMNpaBJeHWUs W  opraHu3anusax", YcTaBoM  JOIIKOJIHHOTO
00pa30BaTEIBHOTO YUPEIKICHUS.

1.2. Jlannoe [lonoowcenue 06 apxuse MBEJ]OY onpenenseT cocTtaB JTOKYMEHTOB
apxvBa JIETCKOTO cajJla W YCIOBUS WX XpaHEHHWs, yCTaHABIMUBAECT 3ajadH,
Ha3HaueHWe U (QYHKIUM apxuBa, pErJaMEHTUPYET JEeATCIbHOCTh JIMII,
OTBETCTBCHHBIX 32 BEJICHHE apXuBa B JOIIKOJbHOM 00pa3oBaTeIbHOM
YUPEKICHHUU.

1.3. B cBoeli neaTenbHOCTH apXWB PYKOBOJACTBYeTCs DenepalbHbIM 3aKOHOM No
125-®3 ot 22.10.2004 roga «O6 apxuBHOM Jnene B Poccuiickoit deneparum» ¢
u3MeHeHnsaMu Ha 14 wrona 2022 roga, HOPMATMBHBIMM IIPAaBOBBIMU AKTaMH
Poccuiickoit @enepanuu, cyobekra Poccuiickoit denepannu B chepe apXUBHOTO
Jena U JIeIONPOU3BOJACTBA, JIOKAIBHBIMU HOPMATUBHBIMH aKTaMH JOIIKOJIBHOTO
00pa30BaTEIBHOTO YUPEIKICHUS.

1.4. Hoxymentst MBJIOY, wumeromue HCTOpUYECKOE, KYJIBTYpPHOE, HAy4dHOE,
COI[MAIbHOE, SKOHOMHUYECKOE U  MOJUTHYECKOE 3HAYEHUE, COCTaBJISIOT
roCyJapCTBeHHYIO 4acTh ApxuBHOro donaa Poccuiickoit deneparuu, SBISIOTCS
COOCTBEHHOCTBIO TOCYJapCTBa M TMOMJIEKAT TMOCTOSHHOMY XPaHEHHUIO B
roCyJapCTBeHHbIX apxuBax Poccuiickoi @enepaunu. J[o mnepenaun Ha
rOCYJapCTBEHHOE XpAaHEHUWE [IaHHbIE JOKYMEHTBHl BpPEMEHHO XpaHATCAd B
JOIIKOJILHOM 00Pa30BaTEIbHOM YUPEKIACHUU.

1.5. B MBJAOY nans xpanenusi nokymeHToB ApxuBHOro (onma Poccuiickoi
denepauu M 3aKOHYEHHBIX JEJIOMPOU3BOJACTBOM JTOKYMEHTOB IPAKTUYECKOTO
Ha3HAYEHHUsA, WX OTOOpa, ydeTa, WUCIOIb30BaHUS U TMOATOTOBKM K Tepeaade Ha
rOCyJapCTBEHHOE XPaHEHUE CO3/1a€TCS apXUB.

1.6. ApxuB co3maercs Kak CaMOCTOATENbHOE MOJIpa3/IelIeHHe, BO3TJIaBIIEMOE
JUIIOM, OTBETCTBEHHBIM 32 BEJCHUE apXMBa COTJIACHO MPHUKA3y, 3aBEIYIOLIETO
JIOIIKOJIbHBIM 00Pa30BaTEIbHBIM YUPEKACHUEM.

1.7. MBJIOY o6ecrnieunBaeT apxuB HEOOXOIUMBIM ITOMEIEHUEM, 000py/TI0BaHUEM
U KaJIpaMH.

1.8. JlomkonpHOE 00pa3oBaTEbHOE YUPEKIACHUE O00ECIeunBaeT COXPAHHOCTD,
y4eT, O0TOOp, YHOpSAIOYEHUE U HCIOJIb30BAaHUE JOKYMEHTOB ApXUBHOro (poHna
Poccuiickoit denepannu, oOpa3yromuxcss B ero aesteabHocTH. ObOecrieunBaeT
CBOEBPEMEHHYIO Mepejauy 3TUX JOKYMEHTOB HAa TOCYIapCTBEHHOE XpaHEHUE.

1.9. Bce pabotbl, CBsI3aHHBIE C MOATOTOBKOW, TPAHCHOPTUPOBKOW M mepenadeit
apXUBHBIX JJOKYMEHTOB, IPOU3BOASTCS CHJIAMH U 33 CUET JIETCKOrO caja.



1.10. 3a yrpary u nopuy n1oKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit denepanuu
noykHocTHhle nuna MBJ/IOY  HecyT OTBETCTBEHHOCTh B COOTBETCTBUU C
JNEUCTBYIOIIUM 3aKOHOATEIBCTBOM.

1.11. ApxuB JeTckoro cajaa pabOTaeT COIJIACHO IUIaHy, YTBEPKIAEMOMY
3aBEYIONIUM JOIIKOJIBHBIM 00pa30BaTENIbHBIM YUPEKJACHUEM U OTUYUTHIBACTCS
nepea HUM B CBOEH pabore.

1.12. KoHTponb AEATENBHOCTH apXuBa OCyllecTBIsAeT 3apenyomuii MBJIOY, a B
€ro OTCYTCTBUU — UCIIONHSIOMUN 00A3aHHOCTH 3aBEAYIOILETO.

2. CocTaB JOKYMEHTOB apXMBa JIeTCKOro0 cajaa

2.1.B apxuB MBJIOY noctynaror:

» 3aKOHYCHHBIC JICJIONMPOU3BOJCTBOM YUPEKIACHHUS JOKYMEHTHI MOCTOSHHOTO
XpaHEeHUs1, 00pa30BaBIINECS B JICATEIIBHOCTH CTPYKTYPHBIX MOJIpa3/IeICHUM,
JIOKYMEHTHI BpeMeHHOro (cBbimie 10 jeT) cpoka XxpaHeHUs, HEOOXOIUMbIC B
MPAKTUYECKOU AEATEIIbHOCTH, TOKYMEHTHI 110 KajpaM U BOCIIUTAHHUKAM,;
JOKYMEHTBI MOCTOSIHHOT'O XpaHEHUs] U MO JIMYHOMY COCTaBy OpraHu3aluii-
MPEANIECTBEHHUKOB (TIPH UX HAJTMYHH);

JTUYHBIC POH/IBI BEAYIIUX PAOOTHUKOB JETCKOTO caja (TpH UX HAJTUYIUN);
CITy>KeOHbIE U BEJIOMCTBEHHBIC U3/IaHMUSI;

CIIPABOYHO-TIOMCKOBBIE CPEJACTBA K JOKYMEHTaM M YYETHBIC JIOKYMEHTbI
ApXxuBa JE€TCKOro caja.

2.2. Cpoku XpaHEHHS JTOKYMEHTOB B apXWBE JOLIKOJIHLHOTO 00pa30BaTEIbHOTO
YUPEKIEHUS OINPENESAIOTCS COrJJAaCHO CpPOKaM, YKa3aHHbIM B YTBEPKICHHOMN
HOMEHKJIaType AEl.

3. 3apauyu apxusa MB/10OY

3.1.0cHOBHBIMHM 337]a4aMU apXUBa SBJISIOTCS:

» opraHu3ainusi XpaHEHHWS JOKYMEHTOB, COCTaB KOTOPBIX IPEIyCMOTPEH

paznenoM 2 Hacrosimero [lonoxenus;

» KOMIUJICKTOBaHHE apXHBa JIOKyMEHTaMH, 00Pa30BaBIIUMUCS B JIEATEIBHOCTH
YUPEXKICHUSI, OCYIIECTBISIONIETO 00PA30BATENbHYIO 1€ITEbHOCTD;

» yder, o0ecrleueHHue COXPaHHOCTH, CO3JaHUE  HAyJYHO-CIIPABOYHOTO
amnmnapara;

» WCTOJb30BaHME JOKYMEHTOB, HAXOASIIMXCA HA XPaHCHHWH B AapXuBE
MB/IOVY;

» TOJATOTOBKA M CBOEBPEMEHHAs Mepeaada JOKYMEHTOB ApPXHBHOTO (oHA
Poccuiickont denepannu Ha TOCTOSHHOE XPAaHEHUE B TOCYAApPCTBEHHBIN
(MyHULIMTIATILHBIN ) ApXUB,;

» METOJUYECKOE PYKOBOJCTBO U KOHTPOJIb 3a (OPMHpPOBAHHUEM U
oopMIICHHEM JIeTT B JIEJOMPON3BOACTBE JIETCKOTO Cajla U CBOCBPEMEHHOM
nepenayei uX B apXuB JOMIKOIHLHOTO 00Pa30BaTEIHLHOTO YUPEIKICHUS.

4. ®yHKUMH apXuUBa

B cooTBEeTCTBHM € BO3JIOKEHHBIMHU 33J1a4aMU APXUB OCYIIECTBIISIET CIICAYIOLIUE
byHKIIUN:

4.1. Opranu3yet npueM JOKYMEHTOB MOCTOSHHOTO M BpeMeHHOro (cBbimie 10 mer)
CPOKOB XpaHEHHMsI, B TOM YHCJIEe TI0 KaJpaM U BOCIIUTAaHHUKAM, 00Opa30BaBILINXCS B
nestenbHoCcTd MBJIOY, B COOTBETCTBUY € YTBEPKACHHBIM rpauKkoMm.
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4.2. ObecneynBaeT COXPAaHHOCTh M BEIET YYeT JOKYMEHTOB U (DOHIOB,
HaxXOJSUIMXCSl Ha XpaHEHUM B AapXWBE JOMIKOJBHOTO 00pa3oBaTEIbHOrO
YUPEKICHHUS.

4.3. IlpencraBnsieT B TOCYAApCTBEHHbIH (MYyHMLIMNAJIbHBIA) apXUB YUYETHBIE
cBeZieHUs1 00 00BbEME U COCTaBEe XPAHAIIMXCS B ApXUBE JETCKOTO cajja JOKYMEHTOB
ApxusHoro (onga Poccuiickoit @eaepaun U APyrux apXUBHBIX JOKYMEHTOB B
COOTBETCTBHHM C TOPSAAKOM TOCYAAPCTBEHHOIO YyYeTa JOKYMEHTOB ApXMBHOTO
¢donna Poccuiickoii @enepanuu.

4.4. CucreMaTu3upyeT U pa3MeIIaeT JOKYMEHTHI, IIOCTYIAIOIIME HA XPAHECHHUE B
apxuB MBJIOY, oOpa3oBaBiivecs B XOJ€ OCYIIECTBICHHUS JI€ATEIbHOCTH
YUPEKICHHUS.

4.5. PazpabarbiBaeT rpaduKH MPEACTABICHHUS ONUCEH Ha paccMOTpPEHHUE
HKCIEPTHO-NPOBEPOYHON KOMHUCCHM U Tepeay JOKYMEHTOB ApXuUBHOro (hoHzaa
Poccuiickoit ®denepanuu Ha XpaHEHHE B TOCYAAPCTBEHHBIM (MYHHMIIMTATLHBIN)
apXuB.

4.6.0cy1ecTBIsI€T MOATOTOBKY U MPECTaBIISET:

» Ha pacCMOTpPEHHWE M COTJIacoBaHME dKcrepTHON komuccuu JJOY omucu aen
MOCTOSIHHOTO XpaHEeHUs, BpeMeHHbIX (cBbine 10 j1eT) CpoKOB XpaHEHUs, B
TOM YHCJIE MO KaJpaM M BOCIHTAHHHKAM, a TAK)K€ aKThl O BBIIEJIECHUU K
YHUUYTOXEHHUIO apXHUBHBIX JOKYMEHTOB, HE MOJICKAIIUX XPAHEHHUIO, aKThI
00 yTpaTe JOKYMEHTOB, aKThl O HEHUCIPABUMBIX MOBPEXKICHUIX apXHUBHBIX
NOKYMEHTOB;

» Ha YTBEpXKICHHE JKCIEPTHO-TIPOBEPOYHON KOMHCCHU YIIOJTHOMOUYEHHOTO
opraHa HCIOJHUTENIbHOW BiacTH cyobekra Poccuiickoit denepanuu B
ctepe apxuBHoro nena (nanee - JIIK apXuBHOro ydpekaeHus) OnucH e
MOCTOSIHHOTO XpaHEHUS;

» Ha cornmacoBanne OIIK apxuBHOTO yupexjaeHus cyobekra Poccuiickoii
@enepanun  (MYHHIUMIAIBHOIO apXWBa), B Clly4ya€ HAJACICHUS €ro
COOTBETCTBYIOIIMMU MOJHOMOYHUSAMHU, OIKCH JEJI 110 JTUYHOMY COCTaBY;

» Ha cormacoBanne OIIK apxuBHOTO yupexaeHus cyowbekra Poccuiickoii
Q®enepanuu  (MYHHIUMNAIBHOIO apXHWBa), B CiIy4yae HaJEIE€HUs €ro
COOTBETCTBYIOIIUMU TOJTHOMOYHUSAMHU, aKThl 00 yTpaTe TOKyMEHTOB, aKThl O
HEUCIIPABUMBIX MMOBPEKICHUSIX APXUBHBIX JOKYMEHTOB;

» Ha yTBepkaeHue 3apenytoniemy 1OV onwmcu nen mMoCTOSHHOTO XpaHEHUS,
OMKUCHU BpEMEHHBIX (CBbIIIE 10 JET) CPOKOB XpaHEHUs, B TOM YHUCJE OIHUCH
Jed MO KaJpaM W BOCIHUTAaHHHUKAM, aKThl O BBIJIEIEHUH K YHUUYTOKEHHIO
apXUBHBIX JOKYMEHTOB, HE TMOJJIEKAIIMX XPaHEHUI0, aKThl 00 yTpare
JOKYMEHTOB, aKThl O HEHCHPABUMBIX TMOBPEXKACHUSAX  apPXUBHBIX
JTIOKYMEHTOB, yTBepKaeHHbIe (cornacoBanHbie) DIIK wiu rocyaapcTBeHHbBIM
apxuBoM cyOwekTa Poccuiickoit deneparuu (MyHUITUTIATEHBIM apXHUBOM) B
Clly4ae HaJIeJI€HUs €ro COOTBETCTBYIOIIMMU OJHOMOYHUSIMH.

4.7. Opranm3yerT nepeaadyy AgOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoi
®denepanuu Ha MOCTOSTHHOE XPAaHEHUE B MYHUIUIIATIbHBINA apXUB.

4.8. OpranuszyeT W MNPOBOJHUT SKCHEPTU3Y LEHHOCTU JOKYMEHTOB BPEMEHHBIX
(cBbiuie 10 yieT) CpoKOB XpaHEHUs, HAXOAIIUXCS HA XpaHeHuu B apxuse MBJIOY



B IENSAX OTOOpa JOKYMEHTOB [JIsi BKIIIOUEHHUSI B cocTaB ApXuBHOTO (HoHIA
Poccuiickot ®epepanuu, a TakKe BbIABICHUS JOKYMEHTOB, HE MOIJIEKAIIUX
JNAJIbHEUIIIEMY XPAHEHMUIO.

4.9. YuactByeT B paboTe 3KCIEPTHON KOMUCCHUH JOIIKOJIHHOTO 00Pa30BaTEIbHOTO
YUPEXKICHUS.

4.10. TlpoBoguT MepoNpUATHS MO OOECHEUYEHUI0 COXPAaHHOCTU JIOKYMEHTOB,
HaxoAsIIUXCs HA XpaHeHuu B apxuse MB/IOVY.

4.11. Opranusyer uHbOpMHpPOBaHUE aIMUHUCTpalu U padoTtHMkoB MBJIOVY o
COCTaBE U COACPHKAHUU JOKYMEHTOB apX1Ba yUPEKICHUS.

4.12. NudopmupyeT mojb3oBaTeei MO BOMPOCAM MECTOHAXOXICHUS apXUBHBIX
JIOKYMEHTOB.

4.13. Opra"usyeT BbIJIauy JOKYMEHTOB U JeJ JjIsl paOOThl B UNTAJIBLHOM 3aJie WU
BO BPEMEHHOE TOJIb30BAHUE.

4.14. VicionHsET 3alpocChkl MOJb30BATENEH, BbIAET APXUBHBIE KOMTUHU JOKYMEHTOB,
ApPXWBHBIC BHITTUCKH M ApXUBHBIC CIIPABKH.

4.15. Bener y4et ucnoJib30BaHus 10KyMeHTOB apxuBa MBJIOVY.

4.16. Co3gaer ¢oHJ TOJB30BAHUS apXWBa JETCKOTO caja UM OpPraHU3yeT ero
UCIIOJIb30BAaHUE.

4.17. OcyuiecTBisieT BEACHHUE CIPABOYHO-TIOMCKOBBIX CPEIACTB K JOKYMEHTaM
apxuBa MBJIOVY.

4.18. Co3gaer, NMOMOJHAET M COBEPIIEHCTBYET HAy4YHO-CIPABOYHBIM ammapar K
XPpaHSIINMCS B aQpXUBE J€JIaM U JOKYMEHTaM.

4.19. YuactByeT B pa3paboTKe JOKYMEHTOB YUPEKEHHUS 1O BOIPOCaM apXUBHOTO
nena v AeJIONpPOU3BOCTBA.

4.20. Oka3bIBaeT METOANYECKYIO TTOMOIIIb:

» cinyxb6e nmenmonpousBoactBa MBJIOY B cocraBieHMM HOMEHKIATYPHI JCI,
dbopMupoBaHun U OGOPMIIEHUU JEJ, KOHTPOJIUPYET MPaBUIBHOCTD
dbopmupoBaHus 1 0hOpPMIICHUS ST B JEIOMPOU3BOICTBE;

» pabotHukam MBJIOY B TOATrOTOBKE NTOKYMEHTOB K Tiepeladye B apXHB
JETCKOro caja.

4.21. YyacTByeT B MPOBEACHUH MEPONPHUSATHI MO MOBBIIICHUIO KBaTH(PUKAINH
pabOTHUKOB  apxWBa W CIYXKOBl  JIETMOMPOU3BOJCTBA  JOMIKOJIHLHOTO
00pa30BaTEIBLHOTO YUPEIKICHUS.

5. IlpaBa apxuBa
J1J1s1 BBITIOTHEHMSI BO3JI0’KEHHBIX 3a/1a4 U (DYHKIIUIA JTUII0, OTBETCTBEHHOE 32 apXMB,
HMMEET IPaBo:

5.1 [IpencraBnsaTh 3aBEAYIOLIEMY JOLIKOJIbHBIM o0pa3oBaTeIbHbIM
YUPEKIACHUEM MPEIIOKECHUS MO COBEPUICHCTBOBAHWIO OpPraHU3allMM XPaHEHUS,
KOMILUIEKTOBaHHUSI, yueTa 1 UCIOJIb30BaHMs apXUBHBIX JOKyMeHTOB B apxuse J|OVY.
5.2.  KoHTponupoBaTh BBINOJHEHUE YCTAHOBJIEHHBIX TMpaBuil pabOThl C
JOKyMEHTaMH paOOTHUKOB YUPEIKICHHUS.

5.3. 3ampamuBaTth oT pabotHukoB MBJIOY cBenenus, HeoOXoauMBbIe 11 pabOTHI
apXvBa, C Y4ETOM OO€CIEeUEeHUs BHITIOJTHEHUS BCEX BO3JIOKEHHBIX HA apXWB 3aj]a4y

1 QyHKIUH.



5.4. JlaBaTb pa3bACHEHHS W PEKOMEHIAIMM 1O BONpOCaM, BXOISIIUM B
KOMIIETEHIMIO apXKBa JOIIKOJBHOT'O 00Pa30BaTEILHOTO YUPEKICHUS.

5.5. HWudopmupoBaTb CTPYKTypHBIE MOJpa3ACJICHUs] JETCKOro caaa o
HEOOXOJMMOCTH TMepe/lauyn JOKYMEHTOB B apXHUB B COOTBETCTBUU C YTBEPKIACHHBIM
rpadukom.

5.6. IlpuHMMaTh y4acTh€ B 3acE€aHUAX SKCIEPTHOW KOMHUCCHM YUYPEKICHHUS, a
TaKX€ B OAKCIEPTHO-NPOBEPOYHOM KOMHUCCHUM  YIOJIHOMOYEHHOTO OpraHa
UCIIOJIHUTENBHOM BlacTu cyobekra Poccuiickoit denepannu B chepe apXUBHOTO
nena.

6. OTBeTCTBEHHOCTH 32 QYHKIIMOHUPOBAHUE apXHBa

6.1. Hasnauennoe mnpukazom 3aseaytomero MB/OY nuio, OoTBETCTBEHHOE 3a
BEJICHUE apX1Ba, HECET MEPCOHAIBHYIO OTBETCTBEHHOCTb 34!

> BBINIOJTHCHUE BO3JIOKCHHBIX HA apXWB 3aJ1a4 U (PYHKIMI B COOTBETCTBUU C
JEUCTBYIOLIUM 3aKOHOATENBCTBOM Poccuiickon denepannu;

» OpraHm3aiio padOThl apXWBa, CBOCBPEMCHHOE W KBaJIU(HUIIMPOBAHHOE
BBITIOJIHEHUE TIPUKA30B, PACIOPSHKEHUM, TOPYUYEHUH  BBIIIECTOAIIETO
PYKOBOJICTBA, JACHCTBYIOIIUX HOPMATHUBHO-TPABOBBIX AaKTOB IO CBOEMY
npouITIo 1esATeIbHOCTH;

» panpoHanbHOe W 3((PEKTUBHOE  HCMOJIB30BAHHE  MaTCPHUAIIbHBIX,
(bMHAHCOBBIX U KaJIPOBBIX PECYPCOB;

» COCTOSIHUE TPYJOBOM U WCIIOJHUTEIbCKOW IUCIHMILUIMHBI B  apXUBE,
BBITMIOJTHEHUE CBOMX (DYHKITMOHAJIBHBIX 00513aHHOCTEMH;

» coOmoeHne MIpaBUil BHYTPEHHETO pacropsaka, CaHUTapHO-
MPOTUBOAUAEMUYECKOTO pEXUMa, TMPOTHUBOMOXKAPHOU OE30MacHOCTH H
TEXHUKU O€30MaCHOCTH;

» BelleHUE JOKYMEHTAIMH, PeIyCMOTPEHHOH JCHCTBYIONUMH HOPMATHUBHO-
IPaBOBBIMU JOKYMEHTAMU;

» TIPEJIOCTABIICHNE B YCTAHOBJICHHOM TIOPSIKE JOCTOBEPHOU CTATHCTHYECKOM
¥ MHOM HH(OpMAIUu 0 NeATeIbHOCTH apXHBa;

» TOTOBHOCTH apXuBa K paboTe B YCIOBHUSAX YPE3BbIUAHHBIX CUTYAITHH.

6.2. OTBETCTBEHHbIE 32 BEICHHUE JEJIONPOU3BOJICTBA, MOATOTOBKY H
MPEJICTABIECHUE JOKYMEHTOB Ha XpAaHEHUE B apXWB, HA3HAYAIOTCS 3aBEAYIOIIUM
MBJOV.

7. KoMILIeKTOBaHHE apXHUBa

7.1. lTloaroroBka JOKYMEHTOB K IepeJaye B  apXWB JOILIKOJbHOIO
00pa30BaTEIBLHOTO YUPEIKICHUS BKIIOYAET AKCIIEPTU3Y HAYYHOU M MPAKTHIECCKOU
[IEHHOCTH IOKYMEHTOB, OpOpMIICHHE JIeJ, COCTABIICHNE OTIHCH.

7.2.9KcmiepTu3a EeHHOCTH JOKYMEHTOB:

» DJKCHepTH3a NEHHOCTH JTOKYMEHTOB — OMpPE/Ie/IeHNEe IIEHHOCTH JOKYMEHTOB C
Heiapl0 oTOOpa HMX Ha XpPaHEHHE W YCTAHOBIEHUE CPOKOB XpAaHEHUS.
DKCHepTU3y IEHHOCTH TOKyMeHTOB B MBJIOVY ocyiiecTBiasieT MOCTOSIHHO
JNEUCTBYIOIIAS SKCIIEPTHASI KOMUCCHSI;

» OJKCHEpTHas KOMHUCCHUS Ha3HadaeTcs mpukazoM 3aBemnyromero MBOY. B
COCTaB 3KCNEPTHOM KOMHUCCHM BKJIKOYAIOT HE MEHEE TPEX COTPYIHUKOB, B
TOM 4YHCIiE€ B 0053aTEIBHOM MOPSJKE JUIO0, OTBETCTBEHHOE 3a BEICHUE



apxuBa Jerckoro caja. CekperapeM HKCIEPTHOM KOMHCCUM Ha3HA4yaroT
cekperaps JOVY. DkcnepTHas KOMHUCCHS HAa 3aCEJaHHSIX PACCMATPHUBACT:
HOMEHKJIATYpy Jed JETCKOTO cajia, ONUCH JIe]l MOCTOSIHHOTO XpaHEHHUs U 110
JUYHOMY COCTaBY, aKThl Ha JIOKYMEHTBI, BBIJICIIIEMbIC K YHUUTOXEHUIO.

7.3. OdopmiieHue aemn:

>

Jiea  TOCTOSHHOTO XPAaHEHHWs TMOAIIMBAIOTCA B TBEPAYID OOJIOXKKY
OpPOYHBIMU HHUTKaMU. JIUCTBI HyMEpyrOTCS B MpPaBOM BEpXHEM YTy
OpOoCThIM KapaHjgauioM. KoaudecTBO JHCTOB B KaXAOM JeJ€ HE JIOJKHO
npeBbimate 250. B KoHIE nea Ha OTAEIBHOM JIMCTE COCTaBIISIETCS
3aBepUTEIIbHAS HAJITUCH;

Ha OOJIOKKE JIeJ1 TMOCTOSHHOI'O XpaHEHUs JOJDKHBI OBbITh MPOCTaBIICHBI
CIeNyIOIIME  PEKBU3UTHI:  TOJHOE  HAUMEHOBAaHUE  BBILIECTOSIIECH
opranuzanuu, HauMmeHoBanue MBJIOY, Homep (uHAEKC) Jena 1O
HOMEHKJIaType, 3arojoBOK Jieja, KOJUYECTBO JUCTOB, CPOK XpPAaHEHUS WIH
OTMETKa «XPAHUTh MOCTOSTHHO», HOMEP (POH[Ia, OTHCH, JeNa;

0 OKOHYaHWM JIEJOMPOU3BOJICTBEHHOIO Iojia B O(OPMIICHHBIE OOJIO0KKH
JIeN  TIOCTOSIHHOTO XpaHEHUs BHOCATCS HEOOXOJUMbIE YTOYHEHHUS: B
3aroJIOBKHM JIeN, COJIEPXKAIIUX PACTOPSIUTENbHbIE JTOKYMEHTHI (TpUKa3bl,
IPOTOKOJIBI), BHOCSITCSI HOMEpPA; €CJIM JEN0 C MEepPenucKOoil COCTOMT U3
HECKOJIbKUX TOMOB, B Ka)XJIOM TOME€ YKa3bIBa€TCS KOPPECMOHAECHT, aBTOD,
TEPPUTOpPHUS, IPYrUe NaHHbIE. B KakI0M TOME yKa3bIBaeTcsi AaTa (4UCIo,
Mecsll, TOJA) Havajla M OKOHYAHHUA JAaHHOTO ToMa. TOYHBIE JAThI
IPOCTABISAIOTCS HAa OOJIOKKaxX g OBICTPOTO TIOMCKA JOKYMEHTOB B
MOCIIEYIOIEM; U3 3aBEPUTEIILHON HAAMUCU HAa OOJIOKKY J€J1a BHIHOCHUTCS
KOJIMYECTBO JIUCTOB B JIETIE;

HAAMUCH HAa OOJIOKKAX JeJ MOCTOSHHOTO M JOJIFTOBPEMEHHOT'O XPaHEHMUS
CJIeIyeT MPOU3BOJUTH YETKO, CBETOCTOMKUMHU YEPHHUIIAMU;

JUIsL ydeTa KOJIMYEeCTBa JHCTOB B Jelie M (UKcAlMH OCOOCHHOCTEH HuX
HyMepalliuy Ha OT/IETLHOM JIUCTE COCTABIISIETCS 3aBEpUTEIbHAS HAITUCH;

B 3aBEPUTETHHON HAAMKHCH YKa3bIBAETCS KOJIMYECTBO JUCTOB (IudpamMu u
IPOIUCHIO) B Jiefie. 3aBepUTEIbHAs HANUCh NOANKUCHIBAETCA COCTABUTEIIEM
C YKa3aHUEM €ro JIOJDKHOCTH U J1aThl COCTABIICHUS;

BHYTPEHHSsI  ONMCh  COCTaBJII€TCSl K JIeJaM  IIOCTOSIHHOIO |
nonroBpeMeHHoro (cBeime 10 yet) cpoka xpaHeHus, cCHOPMUPOBAHHBIM IO
Pa3HOBHUJHOCTSM JIOKYMEHTOB, 3arojlOBKM KOTOPBIX HE PAaCKPBIBAIOT
KOHKPETHOE COZIepKaHHe TOKYMEHTOB (0c000 IIEHHbIE, TUYHbIE J1e]a U Ap.).

7.4. Onucanue JOKYMEHTOB MOCTOSHHOT'O CPOKa XpPaHCHHUS

>

>
>
>

OMKCHU COCTABIISIIOTCA Pa3leiIbHO Ha JieJla TOCTOSHHOIO XPaHEHUs IO
OCHOBHOU JIEATEILHOCTH U Ha JIeJIa IO JJUYHOMY COCTaBY;

OIKCH COCTABJIIOTCSA JAECJIONPOU3BOIUTEIIEM;

OIUCH BEAECTCS B €AMHON BAJIOBOM HyMEpAIIMU B TCUCHUE HECKOJIBKHUX JIET;
Ha Jiela C HCTEKIIMM CPOKOM XPaHEHHS COCTaBISIETCS akT 00
YHUYTOKEHUH;

[0 OKOHYaHWHU JEJIONPOM3BOJACTBEHHOro roga B MBJIOY mnpousBoautcs
0TOOp JOKYMEHTOB IOCTOSSHHOTO CPOKa XpaHEHWS MJIS BKJIIOUYCHHUS HX B



onuch. ONUCh COCTOUT U3 TOJOBBIX pa3AeioB, BHYTPU Toja Jela
pacroiararoTcs MO CTENEeHM 3HAYUMOCTH C YYETOM HOMHUHAJIBHOTO
MPUHIIKIIA (B COOTBETCTBUU C HOMEHKIATYypOU YUPEKICHUS ),

» ONHUCH COCTaBISIOTCA PAa3lAeNbHO Ha JIelNa MOCTOSHHOTO XpaHEHHs IO
OCHOBHOM J€STEILHOCTH U HA JieJia M0 JIMYHOMY COCTaBYy;

» OIHCH COCTABIIIIOTCS CEKpETapeM.

7.5. Jlena BpeMEHHOTO XpaHeHUsI 0POPMIIAIOTCSL YIPOILIEHHO:

» OHM HE TOJIIMBAIOTCSA, JIUCTHI B HUX HE HYMEPYIOTCS, YTOYHEHHE Ha
00JI0’)KKaxX HE MPOU3BOIAUTCS, ONUCH Ha JeJa HE COCTaBISAIOTCS, Y4YeT
BEJIETCS IO HOMEHKJIAType Jel.

8. YciioBus XpaHeHUs JOKYMEHTOB apXuBa

8.1. JIOKyMEHTBl apXuBa XpaHATCA B aAPXUBOXPAHWIIUIIE JOIIKOJBHOTO
00pa30BaTEIBHOTO YUPEIKICHUS.

8.2. He pnomyckaercss pa3MellleHHE apXuBa B TOJBAIBHBIX W 4YepJIauHbIX
MOMENIEHUAX JETCKOTO caja.

8.3. ApXMBOXpAaHWIHILE JOMKHO OBITh yAAJICHO OT  JIa0OpaTOPHBIX,
IIPOU3BOJICTBEHHBIX, OBITOBBIX IOMCIICHHWH W HE HWMETh OOIUX C HUMH
BeHTWISAIIMOHHBIX KaHAJIOB. ApPXWBOXpPAHUJIUIIE OTIEIAECTCS OT COCEIHUX
MOMEIIEHU HECrOpaeMbIMH CTEHAMHU W  TEPEKPHITUSIMH ¢  TpejeramMu
OTHECTOMKOCTH HE MEHee JBYX 4YacoB. B apxuBoxpaHWIHINE HE JIOMyCKaeTCs
NpoKJIaJKa TpyO BOJOCHAOKEHUS U KaHATU3AIUHU, TEXHOJIOTHYECKUE UITH OBITOBBIE
BBIBOJIbI BOJIBI.

8.4. ApXHUBOXpaHWJIUILE [OJKHO HMMETh €CTECTBEHHYIO WM HCKYCCTBEHHYIO
BEHTWISIMIO, OOECIEeUUBAIOIIYI0  PEIUPKYIALIHUI0  BO3AYyXa, CTaOUIJIBHOCTh
TEMIIEPATYPHO-BIAKHOCTHOTO PEXHUMA.

8.5. Bce mocrynatroumme B apxuB MBJIOY noKyMeHTH pa3MeliamTcsi B
apXUBOXPAHUJIUIAX Ha CTAllMOHAPHBIX W/WIM TEPEIBIKHBIX METAUTMYECKUX
CTeJaXkax, B METaJUTMUECKHUX ITKadax uin KOHTeHepax.

8.6. Cremnaxku MAODKHBI OBITh YCTAaHOBJICHBI TEPIEHIUKYJISIPHO CTEHaM C
OKOHHBIMU TIpO€MaMH, a B TMOMEIICHMH 0€3 OKOH - C y4eTOM OCOOEHHOCTEH
noMmemieHust M oOopynoBaHus. He pgomyckaercs pasMmelieHHe CTeuTaken
BILUIOTHYIO K HAPYKHBIM CT€HAM 3/I1aHHs U K UICTOYHUKaM TeIla.

8.7.PaccranoBka cTemnaxkeil W mKadoOB OCYIIECTBISETCS B COOTBETCTBHH CO
CJIeIYIONIMMU TPEOOBAHUSAMH:

» paccTosTHUE MEXIY PsIaMH cTelulakel (TJIaBHBIA Mpoxoa) — He mMeHee 120
CM;

» paccrosiHue (MPOX0/) MEXIy CTeJUTaKaMH — HE MEHee 75 cM;

» pacCcTosHUE MEXIy Hapy)KHOW CTEHOW 3/aHusg ¢  CTelUIaKamH,
napajuieIbHBIMHA CTEHE — HE MEHEE 75 CM;

» pacCTOSTHUE MEXy CTEHOW W TOPIIOM CTejuiaxka wiu mkada (006xom) — He
menee 45 cM;

» paccTOsSHUE MEXKIy TOJOM W HWKHEH MOJKoW cremtaxa (mkada) — He
MeHee 15 cM, B IOKOJIbHBIX dTaxkax — He MeHee 30 cm.

8.8. IIpoTHBOMOXKApPHBIM PEKUM B apXUBOXPAHWIIUILE, TAE PA3MENIACTCS apXUB
MBJAOY, ycranaBnuBaeTcs B COOTBETCTBMM C [IpaBuimamu mpoOTHBOMOKAPHOTO



pexuma B Poccuiickoit ®enepanuu ot 16 centsaops 2020 roma Nel479. 8.9.
ApXHUBHBIE TOKYMEHTHI CIEAYET XPAaHUTh B TEMHOTE.
8.10. 3ammTa AOKYMEHTOB OT JCHCTBUS CBeTa OOECIEUMBACTCS XpPAaHEHUEM
JOKYMEHTOB B KOpoOKax, Mamkax M Ieperierax, B IIKapax WM Ha CTelaxkax
3aKpBITOrO THIIA.
8.11. VYpoBeHb HCKYCCTBEHHOI'O OCBEILICHUS B KHUTOXPAHWIHILAX JOJIKEH
cocTaBiaTh He MeHee 100 mrokc.
8.12.B apxXuBOXpaHWJUIIE JJIi XpaHEHHS JOKYMEHTOB YCTaHAaBIMBAIOTCS
CJIelyIOIIMe MapaMeTpbl TEMIIEPATYPHO-BIaXKHOCTHOTO PEXUMA!

» JUIsl XpaHeHHsI JOKYMEHTOB Ha OyMa)KHOM HOCHTeNe — Temmeparypa 17-

19°C, oTHOCUTENBHAS BIAXKHOCTH BO3yxa — 50-55%.

8.13. IlomenieHus: apxuBa JOLIKOJIBHOTO 00Pa30BaTENbHOIO YUPEKIACHUS JOTKHBI
CoJlepKaTbCsl B YUCTOTE, B YCJIOBMSX, MCKIHOYAIOUIUX BO3MOKHOCTH MOSIBICHUS
IUIECEHH, HACEKOMBIX, MBUIH.
9. 3akar0uNTebHBIE MOJI0KEHUS
9.1. Hacrosiiee /lonooicenue 06 apxuse ABISIETCS JOKAIbHBIM HOPMATHUBHBIM
aKToOM, yTBepxkaaercs (Jubo BBOIUTCS B AeicTBUe) 3apeayromuM MBJIOY.
9.2. Bce wu3MeHeHUsT M JIONOJIHEHMs, BHOCHMBbIE B Hacrtosiuiee [lomoxkeHue,
opopmisitoTcs B NMHUCbMEHHOM (opMe B  COOTBETCTBUU JICUCTBYIOIIUM
3aKOHOAAaTeIbCTBOM Poccuiickon denepanuu.
9.3. Tlonmoxxenue o6 apxupe MBJIOY mnpunuMaetrcss Ha HeEOIpPEACICHHBIN CPOK.
N3menennss wu  gomnonHeHuss K IloyoKeHUI0 NPUHUMAKOTCS B IOPSIIKE,
npexycmorpeHHomi.9. 1. Hacrosmero Ilonoxenus.
9.4. Tlocne npunatua IlomoxeHuss (MM U3MEHEHWM M JOIOJIHEHUN OTAEIBHBIX
IIYHKTOB U pa3JleJOB) B HOBOW PENaKLUMU MPEAbIAYIIas peAaKIUs aBTOMAaTHYECKH
yTPa4MBaET CUILY.
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