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K npuka3y 3aseayroniero MbBJIOY «/lerckuii
cag Ne 16 «OnyBaHUHK»

CT. AJIEKCaHIPUNCKOI

Ne 32 o1 16.01.2023 r.

IHono:xxeHune 00 apxuse
MBJAOY «/lerckmnii cag Ne 16 «OnyBaHUMK» CT. AJIEKCAHAPUHCKOI

1. O0uue mos10:xeHUs

1.1. Hacrosmee Ilonoxenue pa3zpaboraHo Ha ocHoBaHUM [IpuMepHOro mosoxeHus 00
apXWBE OpraHu3allii, YTBEPKICHHOTO MpUKa3zoM DenepanbHOro apXUBHOTo areHTcTBa Ne 42 ot
11 anpens 2018 rona, B coorBercTBUU ¢ PenepanbHbiM 3akoHOM Ne 273-D3 ot 29.12.2012 rona
«O06 oOpazoBanuu B Poccuiickoit deneparun» ¢ u3MeHeHusiMu, [Ipukazom MUHKYIBTYpBI
Poccun ot 31.03.2015 Ne 526 "OO yTBep)KACHWM TPABWJI OpraHU3ALUN  XPaHEHHS,
KOMILUICKTOBAHMS, y4e€Ta W WCIOJb30BaHUS JOKYMEHTOB ApxuBHOro (onma Poccuiickoit
@degepau M APYTUX APXUBHBIX JIOKYMEHTOB B OpraHax roCyJapCTBEHHOM BJIAacTH, opraHax
MECTHOTO CaMOYIpaBJICHUS M oOpraHu3anusax’", YcTaBoM IOMIKOJIBHOTO 00pa3oBaTEIbHOTO
YUPEXKIEHUS.

1.2. Jlannoe IlonmokeHme 00 apXWBe METCKOTO caJa OMPENEsieT COCTaB JOKYMEHTOB
apxXvMBa W YCJIOBHUS WX XPAHCHUS, yCTAHABIMBACT 3a/Jaud, Ha3HAuYCHUWE M (PYHKIMH apXuBa,
pEerIaMEeHTUPYET NEATENbHOCTh JIMIA, OTBETCTBEHHOIO 3a BEJACHHE apXMBa B JOLIKOJIBHOM
00pa30BaTENILHOM YUPEKACHUH.

1.3. B cBoeil neATenbHOCTH apXWB JAETCKOro cajaa pykoBoiacTByeTca DenepanibHbIM
3akoHOM Ne 125-@3 ot 22.10.2004 roma «O0 apxuBHOM aene B Poccuiickoit deneparum» c
m3MeHeHusiMi Ha 11 wmrona 2021 roma, HOpPMAaTHMBHBIMH TIPaBOBBIMH akKTaMu Poccuiickoit
Oeneparun, cyosekta Poccuiickoit @enepaunu B chepe apXUBHOTO Jieia U JIEIONPOU3BOJICTBA,
JIOKQJIbHBIMU HOPMATUBHBIMU aKTaMH JIOIIKOJILHOTO 00pa30BaTENbHOTO YUPEKICHUS.

1.4. Hoxkymentsl JJOY, umeromme HCTOPUYECKOE, KYJIbTYPHOE, HAYYHOE, COLUAIBHOE,
SKOHOMHYECKOE M MMOJIUTHYECKOE 3HAYEHHE, COCTABIISIIOT T'OCYJAPCTBEHHYIO 4acTh ApPXHWBHOIO
¢onna Poccuiickoit ®eneparuu, SABISIOTCS COOCTBEHHOCTBIO TOCYAApCTBA M IMOAJIEKAT
MOCTOSIHHOMY XPaHEHUIO B rOCyAapCTBEHHBIX apxuBax Poccuiickoin @enepanuu. Jlo nepenaun Ha
rOCYJapCTBEHHOE XpAaHEHUE JaHHbIE JOKYMEHTbl BPEMEHHO XpaHATCS B JIOUIKOJIHLHOM
00pa3oBaTeIbHOM YUPEKICHUH.

1.5. B IOV nans xpanenusi 1oKkyMeHTOB ApxuBHoro ¢onna Poccuiickoii depepauuu u
3aKOHYEHHBIX JEJIONPOU3BOICTBOM JOKYMEHTOB IMPAKTHUECKOr0 Ha3HAYeHHs, UX OTOOpa, ydera,
MCIIOJIb30BaHUs U MOJrOTOBKY K IIEpeaue Ha TOCYJapCTBEHHOE XPaHEHHUE CO3acTCs apXUB.

1.6. ApxuB co3AaeTcsi Kak CaMOCTOATEIbHOE MOAPA3CICHUE, BO3TJIABISIEMOE JIMIIOM,
OTBETCTBEHHBIM 3a BEJICHHE apXUBa COTJIACHO MpHKazy 3aBeayromiero JOY.

1.7. YdpexneHue AOIMKOILHOTO O00pa3oBaHUsl 00ECIIEUYMBAECT apXUB HEOOXOIUMBIM
noMelieHueM, 000pyI0BaHUEM H KaJIpaMHu.

1.8. JlomkoapHOE 0Opa3oBaTEIbHOE YUYPEKICHHE OOECIEYMBAET COXPAHHOCTH, Y4YeT,
oTOOp, YIOpAAOYEHHE M UCIOJb30BaHUE JOKYMEHTOB ApxuBHOro ¢onna Poccuiickoit
®denepatyu, 00pa3yoUXcs B €ro aedareabHocTu. ObecreunBaeT CBOEBPEMEHHYIO Mepeady 3TUX
JIOKYMEHTOB Ha FOCYAapCTBEHHOE XPAHEHUE.

1.9. Bce paboThl, CBA3aHHBIE ¢ TTOATOTOBKOM, TPAHCIIOPTHUPOBKOM M Tiepenaueii apXuBHBIX
JIOKYMEHTOB, IPOU3BOASATCS CUJIAMHU U 32 CYET JETCKOTO caja.

1.10. 3a yrpaty m mopuy nOokymMeHTOB ApxuBHoro ¢oHma Poccuiickoit deneparuun
noipkHocTHeie Jnna  JIOY  HecyT OTBETCTBEHHOCTh B COOTBETCTBUM C  JIEUCTBYIOLIUM
3aKOHO/IaTEJIbCTBOM.

1.11. ApxuB neTckoro caaa paboTaeT COTJacHO IUIaHy, YTBEPKIaeMOMY 3aBEIYIOLIHM
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JOIIKOJIbHBIM O6paBOBaTeJIBHBIM YUPCIKACHHUCM U OTUUTBIBACTCA MCPC HUM B cBOCH pa60Te.
1.12. KoHTpoJsib NeATeNbHOCTH apxuBa ocyuiecTBisieT 3aBenaytomuii JIOY, a B ero
OTCYTCTBUH —HCIIOTHSFOIINIA 00s13aHHOCTH 3aBETYIOIIIETO.

2. CocTaB JOKYMEHTOB apXHBa

2.1. B apxuB JIOY nocrynaror:

* 3aKOHYCHHBIE JIEJIOMPOU3BOJICTBOM YUPEXKICHHUS JTOKYMEHTBHI MOCTOSHHOTO XpaHEHUS,
o0Opa3oBaBIIMeCs B JESATEIBHOCTH CTPYKTYPHBIX MOAPA3JIECNCHUN, JOKYMEHTHl BPEMEHHOTO
(cBeitie 10 1eT) cpoka XpaHeHUsl, HEOOXOAUMBIE B MPAKTHUUYECKOHN NEATEIHHOCTH, TOKYMEHTHI 110
KaJpaM U BOCIIUTaHHUKAaM;

* JIOKYMEHTBHl TOCTOSHHOTO XpaHEHUS U 10 JHUYHOMY COCTaBy OpraHU3aIluii-
MPEANICCTBEHHUKOB (ITPH X HAJTUYHH ),

* JnyHBIC (DOH/IBI BEAYIIUX PAOOTHUKOB JETCKOTO caja (MIpH UX HAIUYHH);

* ClIy>)keOHBIE U BEZJOMCTBEHHBIE U3aHUS;

* CIIPaBOYHO-TIOMCKOBBIE CpPEACTBA K JTOKYMEHTaM M Yy4YeTHBIE JTOKYMEHTH ApXHBa
JETCKOTO caja.

2.2. Cpoku XpaHEHHUS JIOKYMEHTOB B apXHWBE JOIIKOJIHLHOTO 00pa30BaTeIbHOTO
YUPEXKJIEHUS ONPEACIAIOTCS COTJIaCHO CPOKaM, YKa3aHHBIM B YTBEPKIACHHOW HOMEHKIJIAType JeIl.

3. 3agauum apxuBa I0Y

3.1. OCHOBHBIMHU 3aJ1Ja4yaMy apXHBa SIBISIOTCS:

* OpraHM3alMsl XpPaHEHHsS JIOKYMEHTOB, COCTaB KOTOPBIX MNPEAYCMOTPEH pazieioMm 2
HacTtosmero IlomoxxeHns;

* KOMIUICKTOBaHHE apXWBa JOKYMEHTaMH, OOpa30BaBUIUMHUCA B JIEATEIbHOCTH
YUPEXKJIEHUS, OCYILIECTBISIONIET0 00pa30BaTENbHYIO e TEIbHOCTb;

* yder, obecriedeHre COXpaHHOCTH, CO3/IaHNe HAYYHO-CIIPABOYHOIO anmapara;

* HCIMOJIb30BaHME JOKYMEHTOB, HAXOAIIUXCA Ha XpaHeHuH B apxuse JOVY;

* MOATOTOBKA M CBOECBPEMEHHAs Iepenada JOKyMEHTOB ApxuBHoOro ¢gouaa Poccuiickoii
deaepannn Ha MOCTOSTHHOE XPaHEHNE B TOCYAPCTBEHHBIN (MYHUIIUITAJILHBIN ) apXUB;

* METOJMYECKOE PYKOBOJICTBO W KOHTPOJIb 3a (popmMupoBaHueM U opopMICHUEM el B
JIeJIONPOU3BOJICTBE IETCKOTO cajia U CBOEBPEMEHHOM nepenadeit ux B apxus JOVY.

4. ®DyHKIMHU apXUBa

B cooTBeTCTBUY C BO3JI0KEHHBIMU 3a7[auaMi apXUB OCYIIECTBISET cleayonne GyHKINH:

4.1. Opranu3yer NnpueM JTOKYMEHTOB IOCTOSHHOIO M BpeMeHHoro (cBbimie 10 ner)
CPOKOB XpaHEHHs, B TOM YHUCJIE 10 KaJipaM U BOCIIUTaHHUKAM, 00pa30BaBIIUXCS B 1€ATEIbHOCTH
JOY, B COOTBETCTBUU C YTBEPKACHHBIM rpaduKOM.

4.2. OGecrieunBaeT COXPAHHOCTh U BEJET yUeT JOKYMEHTOB M (POHIOB, HAXOIAIIUXCS HA
XPaHEHUH B apXUBE JIOMIKOJILHOTO 00Pa30BaTEIBHOTO YUPEIKICHUS.

4.3. [IpenacraBisieT B rOCYIapCTBEHHBIN (MYHHUITUITAIBHBIN) apXUB YYETHBIE CBEJICHHUS 00
o0beMe W COCTaBe XPAHSIIUXCS B apXuBE JETCKOTO cajJa JOKYMEHTOB ApXWBHOTO (oHIa
Poccuiickoii ®enepanuu U JIPYrUX AapXHBHBIX JOKYMEHTOB B COOTBETCTBHHM C MOPSIIKOM
rocyJapCcTBEHHOTO yueTa JOKyMEeHTOB ApxuBHOTO (houaa Poccuiickoit @enepanuu.

4.4. CucreMatu3upyeT U pa3MEIIaeT JOKYMEHTHI, MOCTYMAIOIIME HA XPAaHEHUE B apXHUB
J1OY, obpazoBaBuIrecs B X0/1€ OCYIIECTBICHUS I€ATEILHOCTH YUPEKICHHS.

4.5. PaspabateiBaeT TrpaduKku TPEACTABICHUS ONMUCEH Ha PACCMOTPEHHE SKCIEPTHO-
MIPOBEPOYHON KOMHCCHU U Tepeayn JoKyMeHToB ApxuBHoro ¢onna Poccuiickoit denepannu Ha
XpaHEeHHE B TOCYIapCTBEHHBIH (MyHUIIUNIATbHBIN) apXUB.

4.6. OcyliecTBASET MOATOTOBKY U MPEICTABIISIET:

* Ha pPacCMOTpPEHHME M coOrjacoBaHuWe OJKcrepTHol komuccun JIOY onucu nen
MOCTOSIHHOTO XpaHEeHUs1, BpeMeHHbIX (cBbImIe 10 j1IeT) CpOKOB XpaHEHUsI, B TOM YHCIIE IO KaJpaM
Y BOCIIMTAaHHUKAaM, a TAaK)XXE aKThl O BBIACICHUU K YHUUTOXEHHUIO apXHUBHBIX JIOKYMEHTOB, HE
MOJIeXKAINX XPAHCHHIO, aKThI 00 yTpaTe HOKYMEHTOB, aKThl O HEHCIIPABUMBIX TOBPEKICHUSIX




ApXUBHBIX JOKYMEHTOB;

* Ha YTBEPKJIECHHE OHKCHEPTHO-NPOBEPOUYHON KOMHUCCHM YIOJHOMOYEHHOIO OpraHa
UCIIOJIHUTENILHON BIacTu cy0bhekTa Poccuiickoit @enepamnuu B chepe apXuBHOTO Jena (ganee -
OIIK apxXuUBHOTO yUpEekKICHHsI) OMKCH JEN MOCTOSTHHOTO XPaHEHHS;

» Ha cormacoBanne DIIK apxuBHOTO yupexkneHus cyownekta Poccuiickoit Deneparu
(MyHULIMIIAIBHOTO apXuBa), B CIydae HAJENIEHUsS €ro COOTBETCTBYIOIIMMH MOJIHOMOYMSIMH,
ONHCH JIeJI IO JIMYHOMY COCTAaBY;

» Ha cornacoBanue OIIK apxuBHOTO yupexnenus cyownekta Poccuiickoit ®Denepanun
(MYHULIMITAILHOTO apXWBa), B CIydae HAJENCHUS €ro COOTBETCTBYIOIIUMH MOIHOMOYHSIMH,
aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIIPABUMBIX MOBPEKICHUAX apXUBHBIX IOKYMEHTOB;

* Ha yTBepxAeHUe 3aBenytomemy JIOY omucu nen MOCTOSIHHOTO XpaHEHUs, OMUCH
BpeMeHHbIX (cBbiie 10 5eT) CpPOKOB XpaHEHHs, B TOM YHCIE ONUCU JeJ IO Kaapam U
BOCIHUTAaHHUKAM, aKThl O BBIJEICHUU K YHUUYTOXKEHHUIO apXUBHBIX JOKYMEHTOB, HE MOJICKAIIUX
XpaHEeHHI0, aKThl 00 yTpaTe NOKYMEHTOB, aKThl O HEHCIPABUMBIX MOBPEKICHUSAX apXUBHBIX
JTOKYMEHTOB, yTBEpKAeHHbIe (cornacoBanHbie) DK umm rocymapcTBEeHHBIM apXHUBOM CYOBHEKTa
Poccuiickoii  ®Denepanuu  (MyHUIMNAIBHBIM ~ apXHBOM) B CIydae HAJCICHHUS  €T0
COOTBETCTBYIOLUIMMH MOJTHOMOYHUSMH.

4.7. OpranusyeT nepegady H0KymMmeHTOB ApxuBHoro ¢GoHaa Poccuiickoit denepannu Ha
MOCTOSITHHOE XPAHEHHE B TOCYIapCTBEHHBIN (MYHHIUTIAIBHBINA) apXUB.

4..8. Opranusyer U MPOBOAUT SKCHEPTU3Y LEHHOCTH JTOKYMEHTOB BPEMEHHBIX (CBBIIIE
10 mer) cpokoB XpaHEHHUs, HaxOIAIUXcs Ha xpaHeHuu B apxuBe [JOY B mensx ordopa
JOKYMEHTOB JJIsl BKJIIOUEHHsSI B cocTaB ApxuBHoro ¢ouaa Poccuiickoit denepannm, a Takxke
BBISIBJICHUS IOKYMEHTOB, HE MOUISKAIINX JaJIbHEHIIEMYy XpaHEHUIO.

4.9. VyactByer B pa0oTe OKCHEPTHOW KOMHUCCHH JOUIKOJIBLHOTO O0pa3oBaTEIHHOTO
YUPEKICHUS.

4.10. TIlpoBoauT MepompuATHS IO OOECICYCHUI0 COXPAHHOCTH JOKYMEHTOB,
HaXOJSIIMXCs Ha XpaHeHuu B apxuse JJOVY.

4.11. Opraausyer uHOOPMUpPOBaHHE afMUHUCTpau U paboTHUKOB JIOY o cocTtaBe u
COEPKAaHUU JJOKYMEHTOB apXHUBa YUPEKICHHUS.

4.12. WudopmupyeT TMoab30BaTEICH IO BOMPOCAM MECTOHAXOXKIACHUS aAPXUBHBIX
JIOKYMEHTOB.

4.13. Opranu3yeT BblAa4y JTOKYMEHTOB W 1€ JJisi paboThl B YHUTAIbHOM 3ajie WU BO
BPEMEHHOE M0JIb30BaHUE.

4.14. HcnonHseT 3ampochl MOJb30BaTENEH, BBIJAET AapXHMBHBIE KOMHUH JTOKYMEHTOB,
ApXMBHBIC BBIIUCKU U apXUBHbBIE CITPABKH.

4.15. Beaet y4eT ucnoyib30BaHusl TOKyMEHTOB apxuBa JIOY.

4.16. Co3naer pona monap3oBanus apxusa JJOY u opraHusyer ero UCIojab30BaHUE.

4.17. OcymiecTBisieT BEACHUE CIPABOYHO-TIOMCKOBBIX CPEJCTB K JIOKYMEHTaM apxuBa
JOV.

4.18. Cozpmaer, TONOJHSET M COBEPLICHCTBYET HAYYHO-CIPABOYHBIM ammapar K
XPaHSAIIMMCS B apXUBE JIeJIaM U JOKYMEHTaM.

4.19. YuactByeT B pa3pa0OTKe JOKYMEHTOB YUPEKICHHUS 110 BOIIPOCAM apXUBHOTO Jieia U
JIeTIOITPOU3BO/ICTBA.

4.20. Oxa3pIBa€T METOJINYECKYIO TIOMOUIb:

* ciyx0e nenomnpousBojncta JJOY B cocTaBIeHHM HOMEHKIATYPHI A€, GOpMUPOBAHUHT
U OQOpMJICHUHU JeJl, KOHTPOJIUPYET MNpaBUIbHOCTh (OpMUpPOBaHHUS W OQOpMIIEHUS JAeNl B
JIeTONPOU3BO/JICTBE;

* CTPYKTYPHBIM mojpa3zieneHusM u padotHukam JIOY B MOATOTOBKE TOKYMEHTOB K
nepeaaye B apxuB JIETCKOTO cajia.

4.21. YyacTByeT B IPOBEICHUH MEPOIPUITHIA IO TOBBIIMICHUIO KBATU(UKAIIUNA PAaOOTHHKOB
apXuBa U CIY>KOBI JIEJIOMPOU3BOJICTBA IOMIKOILHOTO 00pa30BaTENBHOTO YUPESIKICHUS.

5. IIpaBa apxuBa



J1is BBITIOTHEHUS BO3JIOKECHHBIX 33714 ¥ (DYHKIIUN JTUII0, OTBETCTBEHHOE 32 apXUB, HMEET
IpaBo:

5.1. TlpencraBnsTh 3aBeAyIOIIEMY JOMIKOIBHBIM 00pa30BATENBHBIM YUPEKICHUEM
NPEUIOKEHHUST 10 COBEPIICHCTBOBAHUIO OPTraHU3AllMM XPAaHEHMS, KOMIUIEKTOBAHUSA, ydeTa M
MCIIOJIb30BaHUs apXUBHBIX JOKYMEHTOB B apxuse /I0VY.

5.2. KoHTponupoBaTh BBINOJIHEHHE YCTAHOBIIEHHBIX NMpaBUi PabOTHl ¢ JTOKYMEHTaMU B
CTPYKTYPHBIX MOAPA3ACIICHUSIX YUPEKICHUS.

5.3. 3anpamuBath OT CTPYKTYPHBIX MojapasaencHuii u padornukoB J1OY cBeneHws,
HEOOXOUMBIC TSl paOOThI aApXHBA, C YIETOM OOECIICUEHHsI BBITIOJHEHUSI BCEX BO3JIOKCHHBIX Ha
apXuB 337124 ¥ (PYHKITUH.

5.4. JlaBaTb pa3bsACHEHHUS M PEKOMEHJALMH IO BOIMPOCAM, BXOMSIIMM B KOMIIETECHIIUIO
apXuBa JOUIKOJIBHOTO 00Pa30BaTEIbHOTO YUPEXKICHHUS.

5.5. NudopMupoBaTh CTPYKTYPHBIC IMOJpa3JICICHHUS JETCKOTO caja O HEOOXOJIMMOCTH
nepeaadr JOKYMEHTOB B @pXUB B COOTBETCTBHUH C YTBEPKJACHHBIM IpauKOM.

5.6. IlpuauMath yyacTue B 3aC€JaHHUSIX SKCIEPTHOW KOMUCCHUM YUPEKACHUS, a TAKKE B
SKCHEPTHO-IPOBEPOUYHON KOMHCCHM YINOJHOMOYEHHOIO OpraHa HCHOJHUTEIbHON BIACTH
cyonekTa Poccuiickoit @enepannu B cepe apXUBHOTO Jena.

6. OTBeTCTBEHHOCTD 32 (hYHKIIMOHMPOBAHNE APXHBA

6.1. HasnauenHoe mnpukazoM 3aBeaytomero OV nuio, OTBETCTBEHHOE 3a BEICHHE
apxuBa, HECET NIEPCOHAIBHYIO0 OTBETCTBEHHOCTD 34!

* BBIMIOJIHEHHE BO3JIOKEHHBIX Ha apxuB 3a7ad U (QYHKOIUH B COOTBETCTBHUH C
JIEWCTBYIOLLIUM 3aKOHOAATENBCTBOM Pocculickoit denepanuu;

* opraHuzanuio paboThl apXHBa, CBOEBPEMEHHOE U KBATH(PHUIMPOBAHHOE BHIMOJHEHUE
IIPUKA30B, PACHOPSIKEHUM, IOPYYEHHUM  BBILIECTOSALIETO  PYKOBOJCTBA,  JEHUCTBYIOIIMUX
HOPMAaTHUBHO-IIPABOBBIX aKTOB [10 CBOEMY MPOQUIIIO e TEIbHOCTH;

* panMoHaIbHOE W A()PEKTUBHOE HWCIOIB30BAHUE MATEPHAIBHBIX, (UHAHCOBBIX |
KaJIpOBBIX PECYPCOB;

* COCTOSIHME TPYAOBOM M HMCHOJHUTEIbCKOM NHCLUUIUIMHBI B apXWBE, BBIMOJHEHUE CBOMX
(GYHKIMOHATIBHBIX 0053aHHOCTEH;

* coOIo/IeHHEe TpaBWJI BHYTPEHHETO PACHoOpsKa, CaHUTAPHO-NPOTHBOAIHAEMUYECKOTO
pexuMa, MPOTHUBOIIOKAPHOI 0€30MacCHOCTH U TEXHUKU 0€30IacHOCTH;

* BEJCHUE JOKYMEHTAlUH, MPEIyCMOTPEHHON ACHCTBYIOUIMMH HOPMAaTHUBHO-IPABOBBIMU
JIOKYMEHTaMU;

* MPEIOCTABICHUE B YCTAHOBJIECHHOM IMOPSAJIKE JIOCTOBEPHOM CTAaTUCTUYECKOM M HHOM
uH(pOpPMAIIUU O NEATEIIEHOCTH apXUBa;

* TOTOBHOCTH apXHUBa K padOTe B YCIOBUSAX UpPE3BbIUaHBIX CUTYaAIUH.

6.2. OTBETCTBEHHBIE 3a BEJICHHUE [EIONPOU3BOJCTBA, IMOATOTOBKY M IIPEICTABICHUE
JIOKYMEHTOB Ha XpaHEHHE B apXMB, Ha3HavyaroTcs 3aBeaytomum JOVY.

7. KomiuiekToBaHHe apXuBa

7.1. TlogroroBka IOKYMEHTOB K I€peJaue B apXHB JOLIKOJIBHOIO 00pa3oBaTEIbHOTO
YUpPEXKJEHUSI BKJIIOYAET OKCHEPTU3Y HAaydHOM M NPAKTHUYECKON LEHHOCTH JIOKYMEHTOB,
odopmieHne e, COCTaBICHUE OIUCH.

7.2. JKcnepTh3a HEHHOCTH IOKYMEHTOB:

* DKCIEPTHU3a LIEHHOCTH JOKYMEHTOB — OIPEIEIICHUE IIEHHOCTU JOKYMEHTOB C LENbIO
0oTOOpa MX Ha XpaHEHUE U YCTAaHOBJICHUE CPOKOB XpPaHEHUs. DKCIEPTU3Y IEHHOCTU JOKYMEHTOB B
JIOY ocyiecTBiIsieT OCTOSHHO IEHCTBYIOIAs AKCIIEPTHASE KOMUCCUS;

* DKCIEpPTHas KOMHCCHS HazHayaeTcs npukazoMm 3aseayromiero JIOY. B  cocras
HKCIEPTHONH KOMHUCCHM BKJIIOYAIOT HE MEHEE TPEeX COTPYIHHKOB, B TOM YHCJE B 00s3aTEIbHOM
MOpSAKE JUI0, OTBETCTBEHHOE 3a BeJEHHE apXuBa JeTckoro caaa. CekperapeM 3KCHEpTHOM
KoMHccUM Ha3HavaroT cekperaps JOY. DkcnepTHas KOMHUCCHS Ha 3acelaHMsIX pacCMaTpHUBAET:
HOMEHKJIaTypy JIeJ JETCKOro caja, OMUCH Jel MOCTOSHHOTO XPAaHEHUs U 10 JIMYHOMY COCTaBYy,




AKThI Ha JJOKYMEHTBI, BBIJIETISIEMbIC K YHUYTOXXECHHUIO.

7.3. Odopmiienue gen:

* Jela NOCMOSHHO20 XpaHeHUs TIOIIINBAIOTCS B TBEPAYIO OOJIOKKY MPOYHBIMA HUTKAMHU.
JIuctel HyMepyIOTCS B IPaBOM BEpXHEM YTy MPOCThIM KapaHpaamoMm. KonnuecTBo JHCTOB B
KKIOM JieJie He JODKHO mpeBblmarh 250. B KoHIlE Jena Ha OTAEIBHOM JIHCTE COCTaBIISETCS
3aBepUTENIbHAs HAMNCh;

* Ha OOJIOKKE JeNl IMOCTOSHHOTO XPAaHEHWs MOJDKHBI OBITh MPOCTABICHBI CIEAYIONINE
PEKBHU3UTHI: TMOJIHOE HAMMEHOBAHUE BBIIIECTOSIIECH opraHu3anuu, HaumeHoBanue OV, Homep
(MHIIEKC) nIena MO HOMEHKIAType, 3arojIOBOK Jiela, KOJIMYECTBO JIMCTOB, CPOK XPAHEHHS WU
OTMETKA «XPaHUTh MIOCTOSHHO», HOMEP (OH[Ia, ONUCH, JIeNa;

* 10 OKOHYaHWHM JEJIONPOU3BOJCTBEHHOrO0 ToAa B oOQoOpMIIeHHbIE OOJOXKKH el
MOCTOSIHHOTO XPAaHEHUS BHOCSTCS HEOOXOIMMbIE YTOUHEHHS: B 3aroJIOBKU JEJ, COAEpMKaIlux
pacnopsiAuTeNbHbIE JOKYMEHTHI (TPUKa3bl, MPOTOKOJBI), BHOCATCS HOMEpa; €CIH [eN0 C
MEPENUCKON COCTOUT U3 HECKOJIBKHX TOMOB, B KaXXIOM TOME YKa3bIBA€TCSl KOPPECIIOHIEHT, aBTOD,
TEePPUTOpHS, APYTUe AaHHBIE. B KaxaoM ToMe ykas3blBaeTcsi Aara (4Mciio, MeCsll, Tof) HaJdaia u
OKOHYAHUS JaHHOTO ToMa. TOuYHbIE JaThl MPOCTABISIOTCS Ha OOJOXKKax Jjsi OBICTPOro MOHMCKa
JOKYMEHTOB B IIOCIIEAYIONIEM; W3 3aBEPUTEIBHOM HAAMUCH Ha OOJOXKKY Jiela BBIHOCHUTCS
KOJIMYECTBO JIUCTOB B JIEJIE;

* HAAMHUCHA Ha OOJIOKKAX JIe TOCTOSHHOTO M JOJITOBPEMEHHOTO XPAaHEHUS CIEAyeT
MPOU3BOJIUTH YETKO, CBETOCTOUKHMH YEPHUIIAMU;

* I ydeTa KOJIWYeCTBAa JUCTOB B Jiene W (pukcamuu OoCOOEHHOCTEH WX HyMmepaluud Ha
OTJIEIbHOM JIUCTE COCTABIISETCS 3aBEPUTEIbHAS HA/IIINCh;

* B 3aBEPUTEIHHON HAJIICH YKA3bIBAETCS KOJIUYECTBO JINCTOB (IU(paMu U MPOMUCKHIO) B
nene. 3aBepuTeNbHAs HAAMKNCh MOJIMUCHIBACTCS COCTaBUTENIEM C yKa3aHUEM €ro JIOJDKHOCTU U
JaThl COCTABJICHHUS;

* BHYTPEHHSS OMKCh COCTABJISETCS K J€JIaM IMOCTOSTHHOTO U JIOJIrOBpeMeHHoro (cBbimie 10
JIeT) CpOKa XpaHeHUs, CPOPMUPOBAHHBIM 10 PA3HOBUIHOCTSAM JOKYMEHTOB, 3ar0JIOBKH KOTOPBIX
HE PACKPBIBAIOT KOHKPETHOE COJIepKaHUE JOKYMEHTOB (0Cc000 IIeHHBIC, TUYHBIC JIea U JIp. ).

7.4. Onucanve JOKYMEHTOB HOCTOSHHOTO CPOKA XPAHECHUS:

* OMHCH COCTABIISIIOTCS pPa3feNbHO Ha Jejla TOCTOSHHOIO XPaHEHHS 10 OCHOBHOM
JESTENIbHOCTH U Ha JieJia 110 JIMYHOMY COCTaRBY;,

* OIHCHU COCTAaBJISIOTCA JEIONPOU3BOAUTENEM;

* OIKCH BEJETCS B €UHOM BaJIOBOW HyMEpaIlui B TCUCHUE HECKOJIbKUX JIET;

* Ha JieNa ¢ UCTEKIIMM CPOKOM XPAaHEHHUS COCTABISETCS aKT 00 YHUUTOKEHHH,

* 110 OKOHYaHHUH JIETIONPOU3BOICTBEHHOTO ToAa B JIOY nmpou3BoauTcst 0T00p JOKYMEHTOB
MOCTOSTHHOTO CPOKa XpaHEeHHUsI sl BKIIOYEHHSI UX B OMUCh. OMICh COCTOUT U3 FOJIOBBIX Pa3iesoB,
BHYTPH TOJa JIela PacoIaraloTcsl MO CTENeHH 3HAYMMOCTH C YY€TOM HOMUHAIBHOTO MPHHIIUIIA
(B COOTBETCTBHH C HOMEHKJIATYPOU YUPEIKICHUS);

* OMHCU COCTABJISIIOTCS pPa3felbHO HAa Jella IMOCTOSHHOTO XPAaHEHUsS 10 OCHOBHOM
JEeSTeIbHOCTH U Ha JieJia 110 JINYHOMY COCTaBYy;

* OIKCHU COCTABISIOTCS CEKPETAPEM.

7.5. Hena epemennoco xpanenus opopMIISIOTCS YIPOIICHHO: OHU HE TOIINBAIOTCS, TUCTBI
B HUX HE HYMEpYIOTCS, YTOYHCHHE Ha OOJIO)KKaX HE MPOU3BOJIUTCS, OMHCH Ha Jena He
COCTaBJISIIOTCS, YUET BEIECTCS [0 HOMEHKJIAType Jel.

8. YciaoBus xpaHeHHsI JOKYMEHTOB B apXHBe

8.1. JIOKyMEHTBI apXWBa XPaHATCS B apXWBOXPAHWIUIIE OIIKOJIBHOTO 00pa3oBaTEIbHOTO
YUpEKIACHUS.

8.2. He nomyckaeTcsi pa3MeIlIeHHME apXyWBa B MOABAJIBHBIX M YEPAAYHBIX MOMEHICHUSIX
JIETCKOT'O caja.

8.3. ApXMBOXpaHWUJIUIIE TOJDKHO OBITh YAAJICHO OT JabOopaTOpPHBIX, MPOU3BOACTBEHHBIX,
6I>ITOBI>IX HOMCH_IGHI/Iﬁ U HC UMCTh 06H_II/IX C HUMHU BCHTUIIIIMOHHBIX KaHAJIOB. ApXI/IBOXpaHI/I.HI/IH_Ie
OTJEISACTCS OT COCETHUX MOMEIICHUH HECTrOpaeMbIMH CTCHAMH M TEPEKPBITHSMU C TpeneaamMu



OTHECTOMKOCTH HE MEHee JBYX 4acoB. B apXMBOXpaHWIMIIE HE JOIYCKAETCS MPOKIagKa TpyO
BO/IOCHA0KEHUS M KaHAINU3AlMH, TEXHOJIOTMYECKHE UIH OBITOBBIE BHIBOJIBI BOIBI.

8.4. ApXMBOXpaHUJIMILE JOHKHO MMETh €CTECTBEHHYIO WJIM MCKYCCTBEHHYIO BEHTHIIALIMIO,
o0ecrevynBaroIyI0 PEeLUPKYISIHII0 BO3AyXa, CTAOMIbHOCTh TEMIIEPATYPHO-BIAXKHOCTHOTO peXUMa.

8.5. Bce nocrynaromue B apxuB JIOY noKyMEHTHI pa3MEIIaOTCsl B apXWBOXPAaHWIMILAX Ha
CTAIlMOHAPHBIX H/WIK MEPeBUKHBIX METANIMYECKUX CTeIaXkaX, B METAUIMYeCKUX MIKadax WiH
KOHTENHEpax.

8.6. Cremnaxku JOJKHBI OBITh YCTAHOBJICHBI MEPHEHIUKYISIPHO CTEHAM C OKOHHBIMU
IpoeMaMH, a B IMOMELIEHHH 0e3 OKOH - ¢ y4eToM 0COoOEHHOCTeH rmomenieHus u odopynosanusi. He
JIOTIYCKaeTCsl pa3MelleHre CTelUlaKed BIUIOTHYIO K HAapyKHBIM CTEHaM 3/aHus U K HCTOYHHMKAM
TEIIa.

8.7. PaccranoBka cremaxeil ¥ mkadoB OCYIIECTBISETCS B COOTBETCTBUU CO CIIEAYIOMHUMU
TpeOOBaHUSMU:

* pacCTOSIHHE MEXIY PsiIaMH CTeIIaxel (riaBHbIN Tpoxoa) — He MeHee 120 cM;

* paccTosiHME (IIPOXOJ) MEXAY CTeJUIa)KaMU — HE MeHee 75 cM;

* paccTosiHHE MEXKIy Hapy>KHOUM CTEHOH 37aHus U CTeJUIaKaMu, apauieIbHbIMU CTEHE — HE
MeHee 75 cMm;

* PaCCTOSIHHE MEXY CTEHOM M TOPIIOM cTeiiaka uiu mkada (06xox) — He MeHee 45 cM;

* paccTOosiHHE MEXIy IMOJIOM M HIDKHEW MoJjKoi cremaxa (mkaga) — He MeHee 15 cM, B
IHOKOJILHBIX dTa)kaX — He MeHee 30 cM.

8.8. IIpoTuBOnOXapHBI pEeXUM B aApXUBOXPAHWIMIIAX, rAe pasMeniaerca apxus [0V,
YCTaHABJIMBAECTCS B COOTBETCTBMM ¢ [IpaBuiamMu mNpoTHBOMOKAPHOrO pexuma B Poccuiickoi
Oeneparun ot 16 centsadps 2020 roga Ne1479.

8.9. ApXuBHbBIEC IOKYMEHTHI CJIEAYET XPAHUTh B TEMHOTE.

8.10. 3ammTa JOKYMEHTOB OT JEHCTBHSI CBEeTa 0OECIEUMBACTCS XPaHEHHEM JOKYMEHTOB B
KOpoOKax, Marnkax ¥ rneperierax, B mkadax Uiy Ha CTeJUIakax 3aKpbITOro THIA.

8.11. YpoBeHb HMCKYCCTBEHHOTO OCBEILECHUS B KHUTOXPAHWIMIIAX JOJDKEH COCTaBIATH HE
MmeHee 100 nrokce.

8.12. B apXuWBOXpaHWIWINE JJIs XPAHEHHUS JOKYMEHTOB YCTAHABIWBAIOTCS CICIYIOIINE
napaMeTphbl TeMIepaTypHO-BIAKHOCTHOTO peXKHUMa:

* s XpaHEHUs JOKYMEHTOB Ha OyMaxXHOM Hocutene — Temmeparypa 17-19°C,
OTHOCHUTEIIbHAS BIAXHOCTh Bo3ayxa — 50-55%.

8.13. TlomemeHuss apxwBa JOLIKOJBHOTO 00pAa30BAaTEIBHOTO YUPEKACHUS JIOJDKHBI
COJIEp)KaThCs B YHUCTOTE, B YCIOBHUSX, HCKIIOYAIOMIUX BO3MOXHOCTh TOSBICHUS IUIECEHH,
HACEKOMBIX, MbLUIH.

9. 3ak/II04YUTeIbHbIE OJI0KEHUSA

9.1. Hacrosmee Ilonoxenune o0 apxuBe SIBISETCS JIOKAIbHBIM HOPMATHUBHBIM AaKTOM,
npuHuMaercss Ha 3acegaHun CoBera YUpeKIEHHs, paccMaTpuBaeTcs Ha o0leM coOpaHuu
paboOTHHKOB U yTBep:kIaeTcsa (Jinbo BBOIUTCS B AeiicTBue) 3aBeayonmm /JOY.

9.2. Bce u3MeHeHus U IOMOJIHeHHSI, BHOCUMBIE B HacTosimiee [lomoxenne, ohopmisitoTes B
NUCbMEHHOW (opMe B COOTBETCTBUU JCHCTBYIOUIMM 3aKOHOJATEIbCTBOM Poccuiickoit
denepanuu.

9.3. Ilonoxenue 06 apxuse JJOY npuHMMaeTCs Ha HEONpeIeleHHbIN cpok. M3MeHeHus u
nornogHeHus K IlonoxkeHuio NpuHUMAKOTCA B MOPSAAKE, NPEedyCMOTpeHHOM I.9.1. HacTosuiero
ITonoxeHnus.

9.4. ITocne mpunstus [lomoxxeHus: (MU U3MEHEHUN W JOTOJTHEHUHN OTICIBHBIX MYHKTOB U
pa3zenoB) B HOBOM peJaKLUy IPeIblayIas peIaKkiys aBTOMAaTUUYECKH YTPAuUBaeT CUTY.

Ipunsamo na 3acedanuu Paccmompeno na obwem
Cosema Yupeosicoenus cobpanuu pabomHukos
Ilpomokon Ne 3 om 12.01.2023 2 Ilpomokon Ne 2 om 10.01.2023 e.



