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1. Obmue 1M0JIOKEHHS | b gt
1.1. Hacrosmee [Tonojkenne 00 apxuBe MyHHUMIATBHOrO OIODKETHOTO OLIKOJIBHOTO
o6pa303aTeanoro YUpeXKIACHHUS «JleTckuit can KOMOHMHMpOBaHHOTO Buaa Ne 26
«I[lonMOBqua» 3eneﬂo;10nbc1<oro MyHHana.rIbHoro pauona PecniyGnuku Tatapcran» (nanee -
JIOY) pa3spaGoTAHO HA OCHOBAaHWM IIpHMEPHOIO . nonome}mx 00 apxuBe OpraHH3alluy,
YTBEPXKIECHHOTO IPHKA30M OdenepalibHOTO apquHoro areHTCTBa Ne 42 or 11 anpens 2018 rona
C M3MCHEHUAMH Ha 9 mas 2021 mas, B COOTBETCTBHH C CDe,uepaanHM 3akoHOM Ne 273-@3 ot
29, 12 2012 roga «O6 o6pa303amm B Poccnncxoﬁ CDenjepaunn» ¢ ¥U3MeHeHUsMH Ha 16 ampensd
2022 roxa, Hpmca30M MunkysTypbl Poccun oT 31.03. 2015 Ne 526 "O0 yTBepKIE€HUH [pPaBHII
OpraHu3aluu xpaﬂennﬂ KOMILICKTOBAHHA, Y4eTa M HCIIOIb30BAHMS JIOKYMEHTOB ApPXHBHOTO
donna Poccuiickoit enepanuu 1 ApyruX apanbex lIOKyMeHTOB B OpraHax rocyJapcTBEHHOM
BJIACTH, OPraHaX MECTHOro CaMopraBHeHHﬂ 4 Opranmauunx VeTaBoM  JIOLIKOJIBHOTO
06pa3013aTem>Horo | ‘ YUPEXKIECHHUS.
1.2. JlanHoe Hozzoo/ceuue 06 apxuee Joy onpenenaeLrl COCTaB JIOKYMEHTOB apXHBa JIETCKOTO
caja W yCIOBMS WX XpaHEHWs, YCTAHABIMBACT 3ajiadyy, HasHaueHWe M (YHKUHH apXuBa,
pErJiaMeHTHDYET JESTeNbHOCTD JIMIl, OTBETCTBEHHBIX 33 BEJCHWE apXuBa B JIOUIKOTLHOM
o6pa303aTem,HOM il 14 YUPEKICHHUH.
1.3. B cBoeit nemenm{ocm aApXUB pyKOBOIlCTByeTCﬂ (Deﬂepa.anLIM 3akoHoM Ne 125-®3 or
22.10.2004 ro,ua «06 ApXUBHOM JIeJIe B Poccnncxon CDe)Iepaunn» ¢ U3MEHEHUsAMH Ha 11 uroHs
2021 roxa, HOpMaTPIBHbIMPI IIPABOBBIMH aKTa.MH { Poccuiickor ' @enmepanuu, CcyOBekTa
Poccuiickoi CDenepaupm B chepe apXWBHOTO nenq M JICJIONPOU3BOJCTBA, JIOKAJIbHBIMH
HOPMATHBHBIMH aKTamu ZIOIJIKOJIBHOI‘O j ¢‘ . 00pasoBaTebHOro YUPEXKICHHSL.
1.4, JlokyMeHTEI I[OV HUMEIOLIHE ncmpmecxoe ' KyJIBTYPHOE, | Hay4dHOE, COLHMAIBHOE,
3KOHOMHMYECKO¢ M TOTHTHYECKOE 3HAYCHHE, COCTaBn;uQT rOCYIapCTBEHHYIO 4acTh APXMBHOIO
donza Poccriickoit (Dezxepauun ABISIOTCS CO6CTB€HHOCTBIO ro¢yapctsa M IOJIEKAT
IOCTOSIHHOMY . xpaHeHmo B TOCYNIaPCTBEHHBIX apxmsax Poccuitckoit Oexepaun. o nepenaun
Ha TOCY/IapCTBEHHOE xpax—xerme JIAHHBIE z:oxymeﬂ'm BpCMeHHO xpaasncx B JIOIIKOJIBHOM
06pa3088TeIII>HOM YUPEKICHUH. i Bi
15.'B HOY . nnst  XpaHEHHUs JIOKyMEHTOB ApXI/lBHQ]l‘O onna Poccnncxou Oenepan U
3aKOHYEHHBIX I[CJIOIIpOPIBBOJICTBOM JIOKyMEHTOB npakmqecxoro Ha3Haqemm ux otbopa, yJera,
HCIIONB30BaHHS M TIOATOTOBKM K Nepejade Ha rocynapCTBeHHoe xpaﬂeHue CO3/1aeTCsl apXHUB.
1.6.  Apxus co3naerca KaK CamOCTOSITEIbHOE  IOJPa3JeNieHUe, BO3IJIABISEMOE JIMLIOM,
OTBeTCTBeHHLn\Jl 33 BEJCHHE apXuBa cornacHo 1}pm<a3y 3aBEIYIOLIEr0 AOLIKOJIBHBIM

oGpaaoaaTeanHM ; b YUPEHKICHUEM.
1.7. VYwupexnenue Ilpmxonbﬂoro o6pa303aﬂusi . C}GGCHG‘MBaeT apXPlB He0OX0AUMbIM
IOMeIIeHUeEM, | ! ofopymoBaumgem = | i KapamH.

1.8. ﬂomxonbﬂoe oGpazonareanoe yqpemnenue oﬁebneqnaaeT coxpaHHocn, y4et, otbop,
YIOPAZIOUEHHE M HCIO/b30BAHKE JOKYMCHTOB Apxmsﬂoro douna Poccuiickoit Penepaiuu,
o0pasyrouxcst B ' ero JIeSTENBHOCTH. OGecneunBaeT CBOCBpeMCHH}’lO nepenady ATHX
il 51y A i




JOKYMEHTOB Ha rocyJapCTBEHHOE XpaHEHHE.
1.9. Bce paboTbl, CBsi3aHHBIE C TOATOTOBKOM, TPAHCIIOPTHPOBKOW M TMEpeAayeil apXUBHBIX JTOKYMEHTOB,
IIPOU3BOJIATCS CHJIaMu " 3a cuer JETCKOTO caja.
1.10. 3a yrpary u nopuy nokymeHToB ApxuBHOro (pouma Poccuiickoii denepanuu IOHKHOCTHBIC JIMIIA
JIOY  Hecyr  OTBETCTBEHHOCTb B  COOTBETCTBUM €  JECMCTBYIOIIMM  3aKOHOJATEJIbCTBOM.
1.11. ApxuB nmerckoro caga pabOTaeT COTJIACHO IUIaHY, YTBEP)KIAEMOMY 3aBEIYIOUIUM JIOIIKOJIbHBIM
oOpa3oBaTeNbHBIM  YYPESKICHWEM W OTYMATBIBACTCS  Iepe]  HUM B CBoed  palore.
1.12. KoHTposib JesATEeIbHOCTH apXuBa ocyllecTBisieT 3aBenytonuit JJOY, a B ero orcyrctBum —
WCTIOJHSIONIUNA 00s13aHHOCTH 3aBEIYIOIIETO.

2. CocTaB AOKYMEHTOB apxuBa A€TCKOIo caaa

2.1. B apxuB JIOVY mocrymator:

e 3aKOHYEHHbIE [EJIONPOU3BOJCTBOM YUPEKACHHUS JOKYMEHTHl ITOCTOSSHHOTO XpaHEHUs,
o0Opa3oBaBIIMECsS B JIEATEIBHOCTH CTPYKTYPHBIX MOJPA3JENCHUN, JOKYMEHTHl BPEMEHHOIO
(cBpire 10 ner) cpoka XpaHeHUs, HEOOXOIUMBbIE B IPAKTHUUECKOHN JIE€ATEIBHOCTH, JOKYMEHTBI
0 Ka/ipaM M BOCIIUTaHHUKAM;

e JIOKYMEHTBl  IOCTOSHHOTO  XpaHEHHWs MW IO JIMYHOMY COCTaBy OpraHu3aluii-
MIPEIIECTBEHHUKOB (IIPH UX HATUYHH);

e nM4HbIE (POH/IBI BEAYIIUX PAOOTHUKOB JAETCKOTO caja (IpU UX HATUYUHN);

e cHyKeOHble U BEZJOMCTBEHHbBIE U3/IaHUS;

e CIPAaBOYHO-TIOMCKOBBIE CPEJCTBA K JIOKYMEHTAaM M YYETHBIE JOKYMEHTBHl ApXHBa JIETCKOTO
caza.

2.2. Cpoku XpaHEHHsS JOKYMEHTOB B apXHBE JOIIKOJBHOTO OOpPa30BATEIBHOTO YUPEKICHUS
OTIPEACIAIOTCA COTJIACHO CPOKAM, YKa3aHHBIM B YTBEPXKICHHON HOMEHKIIATYpE JEIl.

3. 3apaum apxusa JIOY

3.1. OCHOBHBIMY 3aJaYaMH apXUBa ABIAIOTC:

e OpraHu3amusi XpaHEHUsS JOKYMEHTOB, COCTaB KOTOPBIX TPEIYyCMOTPEH pasneioMm 2
Hacrosmero IlonoxeHnus;

e KOMIUICKTOBAaHHE apXHBa JOKyMEHTaMH, O0Opa30BaBIIMMHCS B JCATEIBHOCTH YUPEKIACHUS,
OCYIIIECTBJISIONIETO 00pa30BaTEIbHYIO ACSITEIBHOCTD;

e yueT, obecreueHrne COXpaHHOCTH, CO3IaHIEe HAYYHO-CITPABOYHOTO arapara;

e  WCIOJIB30BAaHHE JOKYMEHTOB, HAXOAIIMXCS Ha XpaHeHuu B apxuse OV

e TIOATOTOBKA M CBOEBPEMEHHAs Iepenavya JOKyMeHTOB ApxuBHoro ¢GoHaa Poccuiickoii
denepanun Ha MOCTOSTHHOE XpaHEHUE B TOCYAAPCTBEHHBIN (MYHHITUTIATBHBIN ) apXUB;

e METOJMYECKOE PYKOBOJCTBO M KOHTPOJh 3a (opMUpOBaHHEM U odopmiieHHeM Jaen B
JICIOTIPOU3BOJICTBE JIETCKOTO Caja M CBOCBPEMEHHOU Iepenavyeid uxX B apXuB JIONIKOJIHHOTO
00pa30BaTENILHOTO YUPEKICHUS.

4. DyHKUMH apXuBa

B cooTBeTcTBUU C BO3J0KEHHBIMU 3aJa4aMU apXWB OCYIIECTBISET CleAyoune (QyHKIUU:
4.1. Opranuzyer MpueM JOKYMEHTOB MOCTOSHHOTO M BpeMeHHOro (cBeimie 10 jeT) CpokoB
XpaHEHUs, B TOM YHCIIE 10 KajJpaM U BOCIMTAHHUKaM, 00pa3oBaBiuxcs B aedrenbHoctu OV,

B COOTBCTCTBUHU C YTBCPKACHHBIM Fpaq)I/IKOM.
4.2. ObGecneunBaeT COXpaHHOCTb M BCACT YUYCT HNOKYMCHTOB U (bOHI[OB, HaxXoOAIMMUXCA Ha
XpaHCHHUU B ApXHuBE JOIIKOJBHOTI'O 06pa30BaTeJ'IBHOF O YUPCIKACHU.

4.3. TlpencraBisieT B rocylapCTBEHHBIN (MyHUIIMIIAIBHBIN) apXUB y4eTHbIE CBeIeHUs 00 o0beMe
U COCTaBE XpaHSAIIMXCA B apXHBE JIETCKOTO caja JOKyMeHTOB ApxuBHOro ¢onaa Poccuiickoit
denepauyy M APYrux apXUBHBIX TOKYMEHTOB B COOTBETCTBHM C MOPSAKOM TOCYJapCTBEHHOIO

ydera JOKYMEHTOB ApXuBHOTO donma Poccutickoit ®denepanun.
4.4. CucremaTtn3upyeT U pasMellaeT JOKYMEHTHI, IIOCTyNarIIue Ha xpaHeHue B apxus /[OVY,
oOpa3oBaBImecs B xoJe OCYLIECTBIICHUS JEeATEIbHOCTH YUpEXKIACHHUS.

4.5. PaszpabareiBaeT TpapuKH TPEACTaBICHUs ONHCEH Ha PAacCMOTPEHHE HKCIEPTHO-
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MIPOBEPOYHON KOMHUCCHU U Tepeiaun JOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit denepanun
Ha XpaHEHHE B roCyAapCTBEHHBIN (MyHUIIMTIAJIbHBII) apXxuB.
4.6. OcylIecTBISET MOATOTOBKY M NMPE/ICTABIISCT:

Ha pacCMOTPEHHUE U CorjacoBaHUE HKcrepTHoM komuccuu JOVY omnucu nen mocTossHHOTO
XpaHeHus, BpeMeHHbIX (cBbimie 10 J€T) CpPOKOB XpaHEHHUs, B TOM 4YHUCJE IO KaapaMm Hu
BOCIIUTAHHUKAM, a TaKXE aKTbhl O BBIICJICHUM K YHUYTOXCHHIO ApXUBHBIX TOKYMEHTOB, HE
MOAJIeKAIMX XPAaHEHWIO, aKThl 00 yrpaTe JOKYMEHTOB, aKTbl O HEUCIPABUMBbIX
MOBPEKJICHUSIX aPXUBHBIX JOKYMEHTOB;

Ha  YTIBEPXKJECHHUE  OSKCIIEPTHO-IIPOBEPOUYHOM  KOMHCCHM  YIOJHOMOYEHHOIO  OpraHa
WCIIOJIHUTENIBHOU BiIacTu cyObekTa Poccuiickoit @enepanuu B chepe apxuBHOTO nena (janee
- OIIK apXuBHOTO Y4pexk/AeHHUs1) OUCH JeJ IOCTOSIHHOIO XpaHEHMUS;

Ha corjacoBanue OIIK apxuBHOro yupexzaeHuss cyobekta Poccuiickoii ®enepanuu
(MyHUIIMIIAJIBHOTO apXuBa), B Cllydyae HAJEJCHHUS €r0 COOTBETCTBYIOIIMMH IOJHOMOYMSIMH,
OTIHCH JIeJI 110 TUYHOMY COCTaBY;

Ha cornacoBanne OIIK apxuBHOro yupexzaeHusi cyobekta Poccuiickoit ®Denepanun
(MyHUIIMIIAJIBHOTO apXuBa), B CJIydyae HAJENEHUS €ro COOTBETCTBYIOLUIMMH IOJHOMOYHSIMH,
aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEHCIIPAaBUMBIX MOBPEXKICHUSAX APXUBHBIX TOKYMEHTOB;
Ha yTBepxkaeHue 3aBenyromemy JIOY onucu aen moCTOSHHOTO XpaHEHHUsI, ONTUCH BPEMEHHBIX
(cBpiie 10 7eT) cpoKOB XpaHEHHS, B TOM YHCIE OMUCH JIed MO KaJapaM U BOCIUTaHHHKAM,
aKThl O BBIJCJIEHUU K YHMUYTO)KEHHUIO apXMBHBIX JOKYMEHTOB, HE MOJJIEXKAIIUX XPAaHEHUIO,
aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEMCIIPABUMBIX MOBPEXICHUSIX apXUBHBIX IOKYMEHTOB,
yrBepkaeHHble (cormacoBaHHble) OIIK  wmnam  rocynapcTBeHHBIM apXUBOM CyObeKTa
Poccuiickoit ®enepanuu  (MyHHLMIAJIBHBIM = apXMBOM) B Cllydyae HAJIEJIEHUS €ro
COOTBETCTBYIOIIMMH MTOJITHOMOYHSIMHU.

4.7. Opranusyer nepenady nokymMeHTOB ApxwBHOTO (onma Poccuiickoit deneparuu Ha
MTOCTOSIHHOE XpaHEeHHe B rocy/lapCTBEHHBIN (MyHUIIUTIAJIBHBII ) apXuB.
4.8. OpranusyeT U MPOBOJUT IKCIEPTHU3Y IIEHHOCTH JOKYMEHTOB BpeMeHHBIX (cBhimie 10 jer)
CPOKOB XpaHEHHs1, HaxXOAIINXCs Ha XpaHeHUH B apxuBe JJOY B nensx ot0opa TOKyMEHTOB IS
BKJIIOYEHUST B cocTtaB ApxuBHOTO (oHma Poccuiickoii ®Denepanmu, a TakKe BBISBICHUS
JOKYMEHTOB, HE MOITIeKALTUX JanbHEHIIeMy XpaHEHHUIO.
4.9. YuactByeT B paboTe IKCHEPTHON KOMUCCHH JOIIKOJILHOTO 00pa30BaTEIbHOIO YUPEKICHUS.
4.10. [IpoBoaut MeporpusTHs M0 00ECIEYCHUIO COXPAaHHOCTU JOKYMEHTOB, HaXOJAAIIUXCA Ha

XpaHEHUH B apXxuBe JOYVY.
4.11. Opraamsyer HHPOPMHpOBaAHHWE aaMUHUCTparuu u pabotHukoB JIOY o cocraBe wu
COJIep>KaHUU JOKYMEHTOB apxuBa YUPEKICHHUSL.

4.12. MudopMupyeT moib3oBaTeneii mo BOIpocaM MECTOHAXOXKICHHS apXUBHBIX JTIOKYMEHTOB.
4.13. Opranu3yeT Bbl1ayy JTOKYMEHTOB U JIeJ JUIsl pa0OThl B YUTAJIILHOM 3ajie MJIM BO BPEMEHHOE
M10JIb30BaHHUE.

4.14. ViconHseT 3ampochl MOJb30BaTeNel, BbIJACT apXUBHBIE KOMHUM JOKYMEHTOB, apXHUBHBIE
BBIITUCKH u apXUBHBIC CIIPaBKH.
4.15. Bener y4yeT HCIIOJIb30BaHUs JIOKYMEHTOB apxuBa JOY.
4.16. Co3maer (hoHA MONH30BAHMS apXHWBa JETCKOTO CaJia U OPraHU3yeT €ro HCIOJIb30BaHHUE.
4.17. OcymiecTBasieT BEJIEHUE CIPAaBOYHO-TIOMCKOBBIX CPEACTB K AOKyMeHTam apxuBa J[OVY.
4.18. Co3gaer, NOMOJHSAET U COBEPLICHCTBYET HAYYHO-CIPABOYHBIN ammapaT K XpaHSIIUMCS B

apxuBe nenam u JIOKYMEHTaM.
4.19. VuactByeT B pa3paOOTKe JOKYMEHTOB YUYPEXAEHHUS IO BOMNpPOCAM apXWBHOTO Jena U
JEIONIPOU3BOCTBA.

4.20. Oka3pIBaET METOANYECKYIO IIOMOIb:

ciyx6e naenompousBoactBa JIOY B cocTaBieHMM HOMEHKJIATYphl Jiesl, (pOPMHUPOBAHUU U
oGopMIIEHUN J1eJI, KOHTPOJHUPYET MpPaBHIBHOCTh (hOpMUpOBaHMSA M O(OpMIECHHS el B
JeJI0TIPOU3BOICTBE;



e  CTPYKTYPHBIM HoOJpazjeneHusm u padotaukam JIOY B moAroToBke T0OKyMEHTOB K Iepeaue B
apXxMB JIETCKOrO caja.
4.21. YyacTByeT B MpPOBEACHUU MEPONPHUATHHA IO MOBBIIICHUIO KBATH(UKAUU paOOTHUKOB
apXuBa U CIIyXObl J€JI0MPOU3BOACTBA JOIIKOJIBHOIO 00pa30BaTEIbHOIO YUPEKACHHS.

S. IIpaBa apxuBa

JUisi BBIMOJHEHWs] BO3JIOKEHHBIX 3a7a4 W (DYHKIIMA JIMIIO, OTBETCTBEHHOE 33 apXHB, HMEET
IpaBo:

5.1.  IlpeacraBisiTb  3aBEAYIOIIEMY  JOIIKOJBHBIM  OOpa3oBaTENbHBIM  YUPEKIACHUEM
MPEUIOKEHUSI TI0 COBEPIICHCTBOBAHUIO OPraHM3allMM XPaHEHWsS, KOMIUICKTOBAHUS, ydeTa U

HCIIOJIb30BAHUS apXUBHBIX JIOKyMEHTOB B apxuBe JOV.
5.2. KoHTponupoBaTh BBINOJHEHUE YCTAHOBIEHHBIX IpaBWil pabOThl C JOKYMEHTaMH B
CTPYKTYPHBIX MTOJPA3ACIICHUSIX YUPEXKICHHUS.

5.3. 3ampammBaTh OT CTPYKTYPHBIX TmojpazaeneHuii u pabotHukoB [IOY cBeneHwus,
HeoOXoIuMbIe AJ1s1 paboThl apXHBa, C Y4€TOM OOECIIeUeHHs BBIIIOJHEHUS BCEX BO3JIOKEHHBIX Ha
apXuB 3a1a4 u (GyHKIMH.
5.4. laBaTh pa3bACHEHHUS U PEKOMEHJALMU MO0 BOMIPOCAM, BXOSIIMM B KOMIIETEHILUIO apXHUBa
JOLIKOJIBHOTO 00pa3oBaTeNBHOTO YUPEKICHUSI.
5.5. UudopmupoBaTh CTPYKTYpHBIEC TIOApa3IeICHUs IETCKOTO caja 0 He0OXOIUMOCTH MepeIavn
JOKYMEHTOB B apXuB B COOTBETCTBHHU c YTBEPKJACHHBIM rpadukom.
5.6. IlpuHMMare y4acTHME B 3aCEIAaHUAX OKCIEPTHOW KOMHUCCHUU YUPEKICHUS, a TaKkKe B
AKCIEPTHO-IIPOBEPOYHOH KOMHUCCHHM YIOJHOMOYEHHOI'O OpraHa HWCIOJHUTEIbHON BIIaCTH
cyowrekta Poccmiickoit deneparuu B chepe apXuBHOTO Jena.

6. OTBETCTBEHHOCTDH 32 (DYHKIIMOHHMPOBAHUE APXUBA

6.1. Haznauennoe mnpukazoMm 3aBenytouiero JIOY nuio, OTBETCTBEHHOE 3a BEIACHUE apXHBa,
HECeT MEePCOHANBbHYIO OTBETCTBEHHOCTH 34!

e BBINOJIHCHWE BO3JIOKCHHBIX Ha apXWB 337a4 W (YHKIMH B COOTBETCTBUU C JCHCTBYIOIIUM
3aKoHoJ1aTenbcTBOM Poccniickoit denepannu;

e OpraHu3anui pabOTBHl apXWBa, CBOEBPEMEHHOEC W KBAIM(PHUIIMPOBAHHOE BBITOJHEHUE
MPUKA30B, PACHOPSIKCHUH, TMOPYYCHHH BBIIIECTOSIICTO PYKOBOJICTBA, JCHCTBYIOIIMX
HOPMAaTHBHO-IIPABOBBIX aKTOB 110 CBOEMY MPODUITIO JICATSIIBHOCTH;

e panuoHaibHOC W 3()(PEKTHBHOE HCIOJH30BAHUE MATEPHAILHBIX, (DMHAHCOBBIX M KaIAPOBBIX
PECypCoB;

e COCTOSIHME TPYIOBOM W HCIOJHUTEIBCKOW JUCIUIUIMHBI B apXHWBE, BBIMOJIHCHHE CBOMX
(YHKIIMOHATBHBIX 00S3aHHOCTEHH;

e CcOOJNIOZICHWE TIPAaBWJI BHYTPEHHETO paclopsika, CaHUTApHO-IIPOTHBOAIHIEMHYECKOTO
pekKMMa, MIPOTHUBOIIOKAPHON 0€30IMaCHOCTH U TEXHUKH 0€30IMaCHOCTH;

e BEICHHME JOKYMCHTAIMH, MPEIYCMOTPCHHOW JEHCTBYIOIUMH HOPMATUBHO-IIPABOBBIMU
JOKYMCHTaMU;

e IMPEIOCTaBJICHUE B YCTAHOBJICHHOM TMOPSAKE JOCTOBEPHOW CTATUCTUYECKOW U HHOMU
nH(MOpPMALIUU O IESTEILHOCTH apXUBa;

e TOTOBHOCTH apXMBa K pabOTe B YCIOBHIX YPE3BBIYANHBIX CUTYALIUN.

6.2. OTBETCTBEHHBIE 32 BEJICHHUE JIEJIONPOU3BOJICTBA, IOJATOTOBKY U MPEACTABICHUE JOKYMEHTOB
Ha XpaHEeHHEe B apXuB, Ha3HayaroTcs 3aBenyromuM J[0Y.

7. KomniekToBaHue apxuBa

7.1. TlogroToBKa HNOKYMEHTOB K IIepelade B apXWB JIOMIKOJHLHOTO 00pa3oBaTEIbHOTO
YUPESKJCHHUS BKIIOYAET OKCIEPTU3Y HAYYHOM W TPAKTUUYECKOW IIEHHOCTH JIOKyMEHTOB,
odopmieHHE I, COCTaBJICHHUE OITHCH.
7.2. DKcnepTH3a HEHHOCTH JOKYMEHTOB:




SKCHEepPTH3a HEHHOCTH JOKYMEHTOB — OIpEeesieHHe IIEHHOCTH JOKYMEHTOB C IENbI0 0TOOpa
X Ha XpaHEHUE U YCTAHOBJIEHHE CPOKOB XpaHEHUs. DKCIEPTU3y LEHHOCTU JOKYMEHTOB B
JOYVY ocymiecTBiasieT OCTOSIHHO JIEHCTBYIOIIAS SKCTIEPTHAS KOMUCCHS;

JKCIIepTHAs KOMMCCHSI Ha3HadaeTcs npuka3zom 3aBenyromiero JOVY. B cocrtaB skcnepTHOM
KOMHUCCHH BKIIOYAKOT HEC MCHEC TPECX COTPYAHUKOB, B TOM YHCJIIC B 00s13aTeIbHOM MOpsAAKE
JMII0, OTBETCTBEHHOE 3a BEJICHUE apXuBa JEeTCKOro caga. CekperapeM 3KCHEPTHOM KOMHUCCHU
HazHayatoT cekperaps JOY. OkcnepTHass KOMHUCCHSL Ha 3acelaHUsIX pacCMaTpHUBAeT:
HOMEHKJIATYypy el JeTCKOrO Caja, OMMCH JeJI MOCTOSHHOTO XpaHEHHUS U M0 JINYHOMY
COCTaBy, aKTbl HAa JOKYMCHTEI, BBIACIACMBIC K YHUUTOKCHUIO.

7.3. ObopmiieHue aemu:

Jie7ia TIOCTOSTHHOTO XPaHEHHS TOANIMBAIOTCS B TBEPAYI OOJIOKKY NPOYHBIMH HHUTKAMHU.
JIucTbl HyMEpyIOTCS B MPAaBOM BEPXHEM YIIIy MPOCTHIM KapaHpaauioM. KonnuecTBo JUCTOB B
Ka)KJIOM JieJie He JOJDKHO mnpeBblaTh 250. B KoHIe nena Ha OT/AEIbHOM JINCTE COCTaBIISIETCS
3aBepUTeIbHAs HAJIIHCh;

Ha OOJIOKKE [Ie1 TIOCTOSIHHOTO XpaHEeHWsl JOJDKHBI OBbITh IPOCTAaBJIECHBI CIEAYIOIINE
PEKBU3UTHI: IOJIHOE HAUMEHOBAaHHWE BBILIECTOAIIEH opraHuzauuu, HauMmeHoBanue JIOVY,
HOMep (MHJAEKC) Jeja IO HOMEHKIAType, 3arojoBOK [iejla, KOJMYECTBO JIMCTOB, CPOK
XpaHEHUS WK OTMETKA «XPaHUTh MOCTOSIHHO», HOMep (OHJIa, OIUCH, JIeNa;

[0 OKOHYaHWM JEJIONPOU3BOJCTBEHHOTO rojia B 0(opMIIeHHbIE OOJOKKHU JIEJl MOCTOSIHHOTO
XpaHEHUs BHOCSTCS HEOOXOJWMblE YTOYHEHHsS: B  3arojOoBKM JIeJl, COJEp KaIlux
pacnopsauTeNnbHble JOKYMEHTHI (IIPUKa3bl, MPOTOKOJIbI), BHOCATCS HOMEpA; €CIU JAeJI0 C
MEPENnUCKON COCTOUT U3 HECKOJBKUX TOMOB, B Ka)KJOM TOME YKa3bIBa€TCS KOPPECIOHJIEHT,
aBTOp, TEPPUTOPUS, APYrHe AaHHbIE. B KakJoM TOMe yka3biBaeTcs Aara (YUCIO, MECSI, o)
Hayajla ¥ OKOHYAaHHUS JaHHOTO ToMma. TO4YHbIE NaThl MPOCTABJSAIOTCS Ha OOJIOKKaX s
OBICTPOrO MOMCKA JOKYMEHTOB B IMOCJIEIYIOIIEM; W3 3aBEPUTEIHHOM HAJIMUCH HA OOJOXKKY
JieNia BBIHOCUTCSL KOJIMYECTBO JIMCTOB B JETI€;

HaJMmucu Ha OOJOXKKAaX Jel TOCTOSIHHOTO U JIOJITOBPEMEHHOTO XpaHEHUs CIeAyeT
MIPOU3BOJIUTH YETKO, CBETOCTOMKUMH YEPHUIIAMU;

JUIA ydyeTa KOJUYecTBa JIMCTOB B Jeie U (ukcauuu ocoOeHHOCTEH WX HyMepaluu Ha
OTJIEJIbHOM JIUCTE COCTABIISETCS 3aBEPUTEIbHAS HAIIIUCh;

B 3aBEPUTEJILHOM HAJAMNUCH YKa3bIBAECTCS KOJIUYECTBO JIMCTOB (IM(PpaMu U IPOIMHUCHIO) B JIEIE.
3aBepuTeNbHAasE HAAMKUCh MOMUCHIBAETCS COCTABUTENIEM C YKa3aHUEM €ro JOJHKHOCTH U JIaThl
COCTaBIICHUS;

BHYTPEHHSISI ONUCH COCTABJISIETCS K JieJIaM MOCTOSHHOTO U J1oJroBpeMeHHoro (cBbime 10 ner)
CpoKa XpaHeHHs, c(POPMHPOBAHHBIM MO PAa3HOBUIAHOCTSAM JOKYMEHTOB, 3ar0JIOBKH KOTOPBIX
HE PAaCKPBIBAIOT KOHKPETHOE COJIepkKaHNe TOKYMEHTOB (0c000 LIEHHBIE, TMYHBIE [IeNa U Jp.).

7.4, Onucanue JOKYMCHTOB IIOCTOAHHOTI'O CPOKa XpaHCHUA:

OIIMCHU COCTABJIAIOTCA pa3I€iIbHO Ha ACJIa IIOCTOAHHOI'O XpAaHCHHA I10 OCHOBHOH JESITEIbHOCTHU
H Ha J¢Jjia I10 JINYHOMY COCTaBY;,

OIIMCHU COCTABJIAIOTCA ACIOIIPOU3BOAUTCIICM,

OITKMCh BCACTCA B CHHHOﬁ BaJIOBOM HyMEpanuu B TCHCHUC HCCKOJIbKUX JICT,

Ha fejia ¢ UCTCKIINUM CPOKOM XpAaHCHUA COCTABIIACTCA aKT 00 YHUYTOKCHUU,

IO OKOHYaHWU HOCIOIPOU3BOACTBCHHOI'0O I0OJa B I[Oy MIPOU3BOAUTCA OT60p JAOKYMCHTOB
MOCTOSIHHOT'O CpOKa XpaHCHUA IAJId BKIIIOUYCHUSA HX B OIIMCh. Onucek CoCTOUT U3 TOOOBBIX
pasaciioB, BHYTpHU TIoOJa ACja paclojararorea 10 CTCICHHW 3HAaYUMOCTH C YUCTOM
HOMHWHAJIbHOT'O ITPUHIIAIIA (B COOTBCTCTBHHU C HOMeHKHaTypOﬁ y‘{pe)KI[CHI/IH);

OIMHCHU COCTABJIAIOTCSA Pa3ACIbHO Ha ACJIa MOCTOAHHOI'O XPpAHCHUSA T10 OCHOBHOH AEATEIbHOCTH
" Ha ACJia IO JINYHOMY COCTaBYy;,

OIMHUCU COCTABJIAIOTCA CCKPETAPCM.

7.5. I[eﬂa BPECMCHHOT'O XpaHCHUA O(I)OpMHSIIOTCSI YIPOUICHHO: OHU HC MOAIHNBAKOTCA, JIUCTHI B
HUX HC HYMCPYIOTCA, YTOYHCHHUC Ha 00JIO)KKaxX He MMPOU3BOAUTCHA, OIIMCHU Ha MACJIa HE
COCTAaBJIAIOTCA, YUCT BECACTCA 110 HOMCHKIIATYpC ACII.
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8. YciioBUSI XpaHeHHUsI JOKYMEHTOB apXHBa

8.1. JIoKyMEeHTBI apXuBa XpaHATCA B aAPXUBOXPAHUJIHUIIE IOIIKOJHLHOTO 00pa3oBaTEIbHOTO
YUPEXKICHHUS.
8.2. He nomyckaetcsi pa3MelieHrue apXuBa B MOJABAIBHBIX M YE€PAAUYHBIX MOMEIICHUIX JETCKOTO
caja.
8.3. ApXMBOXpaHWIHIIEC JOJDKHO OBITh yHaJl€eHO OT J1a0OpaTOPHBIX, MPOHM3BOJCTBEHHBIX,
OBITOBBIX TOMCIICHUH W HE HMETh OOMWX C HUMH BCHTWISIIHOHHBIX KAaHAJIOB.
ApXMBOXpAaHWJIMIIE OTAEISAETCSA OT COCEIHUX TOMENICHU HEeCropaeMbIMU CTEHaMH U
MEPEKPHITUSMU C TIpe/ielaMi OTHECTOMKOCTH HE MEHee JIBYyX 4acoB. B apxuBoxpaHunuiie He
JOTyCKaeTCsl MPOKIaaKa TpyO BOJOCHAOKEHUS ¥ KaHATU3AIMH, TEXHOJIOTHYECKUE UITH OBITOBBIC
BBIBOJIBI BO/IBI.
8.4. ApXUBOXpaHWIHUIIE TOJDKHO HMETh €CTECTBEHHYIO WJIM HCKYCCTBEHHYIO BEHTUJISIIUIO,
0o0ecreunBarolyl0 PELUPKYISIUI0  BO3/AyXa, CTaOWIBHOCTh TEMIIEPaTypHO-BIAKHOCTHOTO
pexuma.
8.5. Bce moctynatouue B apxuB JIOY H0KyMEHTHI pa3MelIarOTCsl B apXUBOXpaHWIMIIAX Ha
CTAIMOHAPHBIX W/WJIM TIEPEABMKHBIX METANTMYECKUX CTeUTaKaX, B METAUIMYECKHX IKadax
AN KOHTEHHEepax.
8.6. Crennaxkul 10JKHBI ObITh YCTAHOBJIEHBI IEPIIEHAUKYISIPHO CTEHAM ¢ OKOHHBIMU ITPOEMaMu,
a B TOMEIIEHWHU 0€3 OKOH - C y4eToM OCOOeHHOCTeH momemeHus u obOopyaoBaHus. He
JOTIYCKAeTCsl pa3MEINICHUE CTEIUTAKEH BIUIOTHYIO K HAPY)KHBIM CTEHaM 37aHHUS U K UCTOYHHKAM
Teria.
8.7. PaccraHoBka creiaxedl W mkadoB OCYIIECTBISIETCS B COOTBETCTBHH CO CICIYIONIUMU
TpeOOBaAHUSIMH:
e  PACCTOSIHHE MEXY psAaMU CTeJUTaKer (TIaBHBIN poxos) — He MeHee 120 cm;
e paccrosHHE (MMPOXO) MKy CTEIUIaKaMHi — HE MEeHee 75 cM;
e PpacCTOSIHHE MEXIy HapyKHOW CTEHOW 3[IaHUS M CTeJIa)KaMH, MapaieIbHbIMH CTEHE — He
MmeHee 75 cMm;
e  PACCTOSIHHE MEXJY CTCHOW M TOPIIOM CTesuTaka miH mkada (00xox) — He MeHee 45 cM;
e PACCTOSIHME MEXIy TO0JIOM W HIKHEH TOJIKOW creiaxa (mkada) — HEe mMeHee 15 cMm, B
LIOKOJIBHBIX ATaxkax — He MeHee 30 cM.
8.8. IIpoTuBOmOXapHBII pEXKUM B apXUBOXpaHWIMIIE, rae pasMmemaercs apxus OV,
yCTaHaBIIMBAeTCs B COOTBeTCTBUU ¢ [IpaBuiamu mpoTHBOMOkapHOTO pekuMa B Poccuiickoit
denepanuu oT 16 CEHTAOpS 2020 roaa Ne1479.
8.9. ApXUBHbIE JIOKYMEHTBI cienyer XpaHUTh B TEMHOTE.
8.10. 3ammuTa JOKYMEHTOB OT JCHCTBHS CBETa OOECIICUMBACTCS XPAaHCHHUEM JIOKYMEHTOB B
KopoOKax, Mamkax W T[eperuieraXx, B IIKaax WIM Ha CTeUlaXaxX 3aKpbITOro THIIA.
8.11. YpoBeHb UCKYCCTBEHHOTO OCBEILIEHUS B KHUTOXPAaHWJIMIIAX JOJDKEH COCTAaBIISITh HE MEHEe
100 JIFOKC.
8.12. B apxuBOXpaHWJIWIIE JUIsl XpaHEHUS JIOKYMEHTOB YCTaHABIMBAIOTCS CIIEAYIOLIUE
napaMeTpbl TEMIEPATYPHO-BIAKHOCTHOTO PEXUMA:
e JUId XpaHEHMs JIOKyMEHTOB Ha OyMakHOM Hocutene — temneparypa 17-19°C, oTHocuTenbHas
BIIQYKHOCTH Bo3ayxa — 50-55%.
8.13. [lomemienus: apxuBa JOMIKOILHOTO 00pa30BaTENbHOTO YUPEXKICHUS TOJKHBI COACPKATHCS
B UHCTOTE, B YCIOBUSX, UCKITIOYAIOIINX BO3MOKHOCTD MOSIBJICHUS JIECEHHU, HACEKOMBIX, MBUIH.

9. 3akI0YNTeIbHbIC OJIOKEHUS

9.1. Hacrosimee [lonosxcenue 06 apxuee SBASETCA JOKAIbHBIM HOPMATHBHBIM  aKTOM,
npuHUMaeTrcs Ha OOmeM coOpaHHH TPyJOBOTO KOJUIEKTHBA JOIIKOJIBLHOTO 00pa30BaTEeIbHOTO
yupexaeHuss W yrBepkaaercs (imbo BBoauTcs B jeiictBue) 3aBeayromuMm  JIOV.
9.2. Bce usMeHeHUs W JOMOJHEHUs, BHOCUMBbIe B Hacrtosiiee [lomokenue, ohopMIsSIOTCS B
MUCbMEHHOW (opMe B COOTBETCTBUM JCHCTBYIOIIMM 3aKOHOJATENbCTBOM Poccuiickoit
denepanuu.



9.3. Tlonoxxenue 06 apxuBe [OY mnpuHHMaeTcs Ha HEOIpeeNeHHBbIH Cpok. M3meHenus u
nonosHeHus K [TojokeHnio MpUHUMAIOTCS B TOPSAIKE, NMPEeIycMOTpEeHHOM 11.9.1. HacTosIiero
ITonoxeHus.

9.4. Ilocne npunsatus llonoxeHus (MUIM U3MEHEHMM M JIONOJIHEHUH OTHAEIbHBIX ITYHKTOB M
pa3ziesioB) B HOBOM peaklMK MPEbIAyIas peaaKiius aBTOMAaTUHYECKH yTPAauuBaeT CUITY.
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