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1. O0mue MoJI0KeHUA

1.1. Hacrosmee Ilonoxenue o0 apxuBe (Oanee-Ilonoxenne) IocymnapcTBEHHOIO
OIO/PKETHOTO JIONIKOJLHOTO 00pa30BaTEeNbHOTO YUpeXACHHUs JeTckoro cama No 45
KOMITIEHCUPYIOIIETO BUJIA KpacnHocenbckoro paiioHa Cankr-IlerepOypra
(Oanee — obpazosamenvHoe yupedicOeHue, OemcKuil cad) pa3pabOTaHO B COOTBETCTBUU
¢ Ilpukazom DenepanpbHoro apxuBHoro areHrctBa ot 31.07.2023 No 77
«O6 yrBepxknenuu IlpaBun  opraHu3zanMu  XpaHEHHs, KOMIUIEKTOBaHHUSA, ydeTa
U HCIOJb30BaHUS JOKYMEHTOB ApxuBHOro Qonga Poccuiickoit ®enepanuu U Apyrux
ApXUBHBIX JOKYMEHTOB B FOCYAapCTBEHHBIX OpraHax, OpraHaXx MECTHOI'O0 CaMOYIPaBJICHUS
U OpraHu3aiusx», Ha OCHOBaHWM [IpuMepHOTro TONOXKEHUS 00 apXuBE OpraHU3aIINH,
YTBEPXKJICHHOTO Tpukazom @DenepanbHOoro apxuBHoro areHtctBa oT 11.04.2018 No 42
«O0 yTBEpKJIEHUU MPUMEPHOIO MOJIOKEHUS 00 apXUBE OpraHu3alu», a TaKKe YCTaBOM
JOIIKOJILHOTO 00pa30BaTEIbHOTO YUPEKICHUS.

1.2. [Mannoe Ilonoxenwme 00 apxwBe ONpEAEIsIeT COCTaB JIOKYMEHTOB apXHBa
W YCJIOBHS WX XpaHEHUs, YCTaHABIMBAeT 3ajlauyd, Ha3HaueHUE W (DYHKIUU apxuBa,
periIaMeHTUPYeT  ACSATENbHOCTh  JIMIA, OTBETCTBEHHOTO 3a  BEJICHHE  apXuBa
B 00pa30BaTEIbHOM YUPEKICHUH.

1.3. B cBoeil IeATENBHOCTH apXUB JETCKOTO caja pyKoBoACTByercsi DenepaibHBIM
3akoHOM OT 22.10.2004 No 125-®3 «O6 apxuBHOM 1eine B Poccuiickoit denepanuny,
HOPMAaTHUBHBIMU TIpaBOBbIMU akTaMu Poccuiickoit ®Deaepannu, cyobekta Poccuiickoit
®eneparnuu B chepe apXUBHOTO Jieia U ACIONPOU3BOJICTBA, JTOKAILHEIMH HOPMAaTUBHBIMU
aKTaMu 00pa30BaTEIHHOTO YUPEKICHHUS.

1.4. JloxymeHTHI 00pa30BaTENILHOTO YUPEXKIACHHUS, UMEIOIINE HCTOPHUECKOE, KYIBTYPHOE,
HAay4yHOE, COLMAJIbHOE, DSKOHOMHUYECKOEC M TMOJUTHUYECKOE 3HAYEHUE, COCTaBJISIOT
rocyaapcTBeHHyl0 dacth ApxuBHoro ¢onma Poccuiickoit ®enepanuu, SBIASIOTCA
COOCTBEHHOCTBIO rocyaapcTBa u MoJJIexKat MOCTOSIHHOMY XPaHEHUIO
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B rOCYJapCTBEHHBIX apxuBax Poccuiickoii denepannm. o repenayu
Ha  TOCYJApCTBEHHOE  XpaHEHHE  JaHHbIE  JIOKYMEHTbl  BPEMEHHO  XpaHATCSA
B 00pa30BaTEIbHOM YUPEKICHUH.

1.5. B o00pa3oBaTeinbHOM YUPEKICHUU ISl XPAHCHHS TOKYMEHTOB ApXUBHOTrO (oHaa
Poccuiickoit @enepanuu 1 3aKOHYEHHBIX JEJIONPOU3BOICTBOM JOKYMEHTOB IPAKTHYECKOTO
Ha3HAuyeHus, MX OTOOpa, Yyd4era, MHCIONb30BAHUA U MOATOTOBKM K Iepeaade
Ha TOCYJIJapCTBEHHOE XPAHEHUE CO3AETCS APXUB.

1.6. ApxuB co3mgaeTcsi Kak CaMOCTOSTENILHOE TMOJApa3JeieHre, BO3IIIABISEMOE JIHIIOM,
OTBETCTBEHHBIM 32 BEJCHHE apXHBa COIJIACHO NPUKa3y PYKOBOAUTENSI 0O0pa3oBaTEbHBIM
YUPEKICHHUEM.

1.7. Ob6pa3oBarenbHOe yUpexaeHHE OOECIeUnBACT apXUB HEOOXOIMMBIM MTOMEIICHUEM,
000pyI0BaHHEM U KaJpaMHu.

1.8. OGpasoBarenpHoe ydpekIeHHE O00CCICUMBACT COXPAHHOCTh, Y4YeT, OTOOP,
YIOPSIOUYEHUE U UCTIOIb30BaHUE TOKyMEHTOB ApxuBHoro (onaa Poccuiickoit deneparum,
oOpasyrouxcs B €ro JAesaTelbHOCTH. (OOecreunBaeT CBOEBPEMEHHYIO Iepenayy 3THX
JIOKYMEHTOB Ha TOCY/IapCTBEHHOE XpaHEHHE.

1.9. Bce paboTsl, CBSI3aHHBIC C MOJrOTOBKOM, TPAHCIIOPTHPOBKOM U Tepeaaueii apXuBHbBIX
JOKYMEHTOB, IPOU3BOJIATCS CUJIAMM U 3a CUET JAETCKOTO caja.

1.10. 3a yrpary u mopuyy H0KyMeHTOB ApxuBHOro ¢ouma Poccuiickoit ®Demeparmn
JNOJDKHOCTHBIE  JHIla  00pa30oBaTENbHOIO  YUYPEKIEHUS  HECYT  OTBETCTBEHHOCTD
B COOTBETCTBUH C ACHCTBYIOIINUM 3aKOHOJATEIHCTBOM.

1.11. ApxuB gerckoro cama paboTaeT COTNIACHO IUIAHY, YTBEPKIAEMOMY PYKOBOIHUTEIEM
00pa30BaTENbHOIO YUPEKACHHUS U OTYUTHIBAETCS NIEPE]l HUM B CBOEH pabore.

1.12. KoHTpOJIb JESTENILHOCTH apXWBa OCYIIECTBIISET PYKOBOIHMTENL 00pPa30BaTEIBHOTO
YUPEXKJICHUS, & B €r0 OTCYTCTBUU —UCIOJIHAIOMNNA 00513aHHOCTH 3aBEAYIOILETO.

2. CocTaB 10KYMEHTOB apXuBa

6.1. B apxuB o0pa30oBaTeNbHOIO YUpPEKACHUS MOCTYIAIOT:

— 3aKOHYEHHBIE JEJIONPOU3BOJICTBOM YUPEKACHUS JOKYMEHTBI MOCTOSSHHOTO XpaHEHUs,
o0pa3oBaBIIKECS B ACSITEIBLHOCTH CTPYKTYPHBIX MOJApa3eeHuH, TOKyMEHTbl BPEMEHHOTO
(cBpimie 10 meT) cpoka XpaHeHUs, HEOOXOIMMbIE B TPAKTHYECKOH JEeSTEIHHOCTH,
JIOKYMEHTBHI 10 KaJipaM ¥ BOCIIUTaHHUKAM;

— JTIOKYMEHTbl IIOCTOSIHHOTO XpaHEHUss W 10 JIMYHOMY COCTaBy OpraHU3alluii-
MPEAIIECTBEHHUKOB (MPU UX HAJTUYHH);

— nuyHbIe (OHBI BEAYIINX PAOOTHUKOB AETCKOTO cajia (Mpu UX HAJTU4HHN);

— cy>KeOHbIe U BEJJOMCTBEHHbIE U3/IaHUS;

— CIIPAaBOYHO-TIOMCKOBBIE CPEACTBA K JOKYMEHTaM M YYeTHbIE JOKYMEHTHhl ApXuBa
JIETCKOTO cajia.

6.2. Cpoku XpaHeHUS JOKYMEHTOB B apxuBe JOLIKOJBHOTO 00pPa30BaTEIbHOTO
YUpEXKICHUS ONPEIEISIOTCS COTJIaCHO CPOKaM, YKa3aHHBIM B YTBEPKJIEHHON HOMEHKIIaType
JelI.

3. 3amaum apxuBa

3.1 OCHOBHBIMU 32J1a4aMH apXUBA ABIAIOTCS:
— oOpraHu3anus XpaHCHHWs JOKYMEHTOB, COCTaB KOTOPBIX IMPEAYCMOTPEH  pa3ieaoM
2 Hacrosmero [lonoxenus;
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— KOMIUICKTOBAaHUE apXWBa JOKYMEHTAMH, OOpPa30BaBIIMMHKCS B JEATEIHLHOCTH YUYPEKICHHS,
OCYIIIECTBIISIONIET0 00Pa30BaTENbHYIO JIEATENbHOCTH;

— yuer, o0ecrieueHre COXpaHHOCTH, CO3/IaHUe HayYHO-CIPABOYHOTO aNIapara;

— WCMOJBh30BaHUE JOKYMEHTOB, HAXOMSIIMXCS Ha XPaHCHWHW B apxXuBe 00pa30BaTEIHHOTO
YUpexKIACHUS,

— TMOJrOTOBKAa M CBOEBpEMEHHas Iepefadya JOKyMeHTOB ApxuBHoro ¢onga Poccuiickoit
®denepalii Ha MOCTOSHHOE XpaHEHUE B TOCYAapCTBEHHBIN (MyHULIUIIAIbHBIN) apXUB,;

— METOJIMYECKOE PYKOBOJCTBO M KOHTPOJb 3a (GOpPMHpPOBAHUEM U O(QOPMIICHHEM el
B JICJIONPOM3BOJICTBE JETCKOTO CaJla U CBOEBPEMEHHOH Iepenayeil ux B apXuB 00pa30BaTeIbHOIO
YUpexKACHUS.

4, DyHKUHMU apXHBa

B cooTBeTCTBHY C BO3JIOXKEHHBIMHU 33J]a4aMU apXHUB OCYIIECTBIISET cleAyoue QyHKInu:
4.1. Opranu3yer mOpueM [TOKYMEHTOB IOCTOSIHHOTO W BpeMeHHoro (cBwimie 10 JeT)
CPOKOB XpaHEHHsS, B TOM 4YHCIE€ MO KaJpaM U BOCIHUTAaHHUKAM, OOpa30BaBIIMXCS
B JICSITEIBHOCTH OOpPa30BaTEIbHOIO YUYPEXKACHUS, B COOTBETCTBHHM C YTBEPXKIECHHBIM
rpadgukom.

4.2. OOecrieynBaeT COXPaHHOCTh M BEJCT yYeT MOKYMEHTOB M (DOHIOB, HAXOISIIUXCS
Ha XpaHEHUH B apXuBe 00pa30BaTEIBHOTO YUPEKACHHUS.

4.3. IlpencraBisieT B ToCyJapCTBEHHBIH (MYHUIIMIAIBHBIN) apXUB y4YETHBIC CBEIEHUS
00 00beMe U COCTaBE XPAHSIIUXCS B apXHMBE JIETCKOTO cajla JOKYMEHTOB ApXUBHOTO (hoHaa
Poccuiickoit ®epepanyu W APYIMX  ApXUBHBIX JIOKYMEHTOB B COOTBETCTBHH
C MOPSAIKOM TOCYJapCTBEHHOIO YydeTa JOKyMEHTOB ApxuBHOro ¢onna Poccuiickoit
denepanuu.

4.4. CucremaTH3upyeT M pa3MelIaeT JOKYMEHTHI, MOCTYMAIIUe Ha XpAaHEHUE B apXUB
JIETCKOTO cajia, 00pa30BaBIIUECS B XOJI€ OCYIIECTBIICHUS AEATEIbHOCTH YUPEXKICHUS.

45. PaspabarpiBaer  rpaduKd  TPEACTABICHUS  ONUCEH  HAa  PacCMOTPEHHE
IKCIEPTHO-IPOBEPOYHON KOMHMCCHUM U Tepeadyd JOKYMEHTOB ApXxuBHOro (oHIa
Poccuiickoit denepanyin Ha XpaHEHHUE B TOCYAapPCTBEHHbIN (MYHULIMIIAIbHBIN) apXUB.

4.6. OcyniecTBaseT NOATOTOBKY U MPEJICTABIISET:

—  Ha paccCMOTPEHHE M COTJACOBAaHUE DKCIEPTHOW KOMHCCHUM 00pa3oBaTeIbHOIO
YUpEXJICHUS OIUCU el TMOCTOSHHOTO XpaHeHus, BpeMeHHbIX (cBbimie 10 5eT) cpokos
XpaHEHHUs, B TOM 4YHUCJE MO KaJpaM W BOCHUTAaHHHKAM, a TaKXe€ aKTbl O BBIJEICHUU
K YHUYTO)XCHUIO apXUBHBIX JOKYMEHTOB, HE MOJUIEKAIIWX XPaHEHUIO, aKThl 00 yTpare
JOKYMEHTOB, aKThl O HEUCIIPABUMBIX TIOBPEXKICHUAX apXUBHBIX JTOKYMEHTOB;

—  Ha YTBEpXKIEHHUE HKCIEPTHO-NIPOBEPOYHON KOMHUCCHUHU YIOJIHOMOYEHHOTO OpraHa
UCTIOTHUTENbHOM Biactu cyOwnekTa Poccuiickoit ®denepanuu B cdepe apXUBHOTO Jela
(manee - OIIK apXuBHOTO yUpeXI€HUs) ONUCH JEN TIOCTOSIHHOTO XPAHEHHUS,;

—  Ha coryacoBanue JIIK apxuBHOro yupexaeHusi cyobekra Poccuiickoit denepanuun
(MyHUIMTIAIBHOTO apXMBa), B CiIy4yae HaJEJICHUS €ro COOTBETCTBYIOIIMMHU MOJTHOMOYHSIMH,
OIKCH JIeJ 110 JINYHOMY COCTaBY;

—  Ha coryacoBanue JIIK apxuBHOro yupexiaenus cyobekra Poccuiickoit @enepannn
(MyHHULIMIIATBHOTO apXMBa), B CIy4ae HAJEJIEHUs €r0 COOTBETCTBYIOIMMHU MOJTHOMOYHSIMH,
akThl 00 yTpare JOKYMEHTOB, AaKThl O HEHCIPABUMBIX MOBPEXKICHUAX AapPXUBHBIX
JIOKYMEHTOB;

—  Ha YTBEpXJACHHE pPYKOBOAUTEN3 00pa3oBaTENbHOTO YUPEKICHHUS ONUCH el
IIOCTOSIHHOTO XpaHEHUs1, ONIUCH BpeMeHHBIX (cBbIle 10 J€eT) CpOKOB XpaHEHHUs], B TOM YHCIIE
OMKCH JIe] MO KaJpaM M BOCIUTAHHUKAM, aKThl O BBIJCICHUHM K YHHUUTOKEHUIO apXUBHBIX
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JOKYMEHTOB, HE NOJJIEKAIIMX XPaHEHWIO, AakThl 00 yTpaTe [IOKYMEHTOB, aKThl
O HEUCIPAaBUMBIX MOBPEXKIECHUAX APXUBHBIX JJOKYMEHTOB, YTBEPKIEHHBIE (COITIACOBAHHBIE)
OIIK  wunm  rocynapcTBEHHbIM — apXxuBoM  cyOwbekta  Poccuiickoit — ®epepauun
(MyHULMIIATBHBIM aPXUBOM) B CIIydae HaJIEJIEHHUS €r0 COOTBETCTBYIOIIMMHU ITOJTHOMOYHSIMHU.
4.7. Opranusyer nepegady A0KyMeHTOB ApxuBHoro (onna Poccuiickoit @enepanun Ha
IOCTOSIHHOE XpPaHEHHUE B TOCYAApCTBEHHBIN (MyHUIIMIIAIbHBIN) apXUB.

4.8. Opranm3yeT W TPOBOIUT OKCIEPTH3y LEHHOCTH JOKYMEHTOB BPEMEHHBIX
(cBbimie 10 J1eT) CPOKOB XpaHEHMsI, HAXOAALIUXCA HA XPAHEHUU B apXUBE JETCKOIrO Caja B
nensax orbopa JAOKYMEHTOB JUIsl BKJIIOYEHHs B cocTaB ApxuBHoro ¢osga Poccuiickoit
®enepaliu, a TAkKKe BBISIBJICHUS JOKYMEHTOB, HE MOAJIEKAIINX JAIbHEUIIEMY XPAHEHHUIO.
4.9. VYuacTByeT B paboTe 3KCHEPTHONU KOMHCCHU 00pa30BaTEeIBLHOTO YUPEIKIACHHUS.

4.10. IIpoBomuT MEpONpUATHUS MO 0OECIIEUEHNUIO COXPAHHOCTH JOKYMEHTOB, HAXOALINXCS
Ha XpaHEHUU B apXHBe 00pa30BaTEIbHOIO YUPEKICHHUS.

4.11. Opranuzyer MHOOPMHUPOBAHUE AJIMUHUCTPAUU U PAaOOTHUKOB 0Opa30BaTEIbHOIO
YUPEKICHUS O COCTABE U COJACPKAHUH JJOKYMEHTOB apXUBa YUPEKACHUS.

4.12. WudopmupyeT ImoJib30BaTe]iel IO BONPOCAM MECTOHAXOXACHHUS apXUBHBIX
JIOKYMEHTOB.

4.13. Opranm3yeT BbIJa4y JOKYMEHTOB M Jenl 1 paboTel WM BO BPEMEHHOE
HOJIb30BaHHUE.

4.14. VcnonHsieT 3ampochl NOJb30BaTeNeH, BBIAAET ApPXUBHBIE KOIMUU JOKYMEHTOB,
apXWBHBIC BHIMMMCKH U apXUBHBIE CIIPABKH.

4.15. Bezer yueT HCIOJIb30BAHUS JOKYMEHTOB apX1Ba 00pa30BaTEIbHOTO YUPEKICHUS.
4.16. Co3maer ¢oHA TMOJH30BaHUS  apxXWBa JCTCKOIO caJa W  OpraHu3yeT
€ro MCMOJIb30BaHNUE.

4.17. OcymiecTBisieT BEIECHHUE CIPABOYHO-TIOUCKOBBIX CPEICTB K JIOKYMEHTaM apxuBa
00pa30BaTEIHLHOTO YUPEKIACHHUS.

4.18. Co3maer, TOMOJHSET ¥  COBEPIICHCTBYET  HAyYHO-CIIPABOYHBIA  ammapar
K XpaHALIMMCS B apXUBE JIeJlaM U IOKyMEHTaM.

4.19. VYuacTtByeT B pa3paboTKe JTOKYMEHTOB YUPEXKJEHHUS 110 BOIPOCAM apXHUBHOTO Jena
U JIEJIONPOU3BO/ICTBA.

4.20. Oxa3bIBaeT METOJMYECKYIO TOMOIILb:

—  ciyx0e JIETOTPOU3BOICTBA 00pa3oBaTEIHLHOTO yUpexACHUS
B COCTaBJICHHMM HOMEHKIJIATYpHl Jiel, (OpMUPOBAHUU U OPOPMIICHUH e, KOHTPOJIUPYET
NPaBUIBLHOCTH (POPMHUPOBAHUS U OPOPMIICHUS 1€ B ICIOIPOU3BO/ICTBE;

—  CTPYKTYpPHBIM TMOJApa3ieieHUsIM U pabOTHUKAM 00pa30BaTEIbHOTO YUYPEKICHUS
B [IOJIFOTOBKE IOKYMEHTOB K Mepeaye B apXHUB JETCKOro caja.

4.21. VYyacTByeT B TMPOBEICHMM MEPONPUATUN TIO TMOBBIIICHUIO KBalu(UKanuu
paOOTHHKOB apxXWBa M CIYKOBI JI€JIOMPOU3BOACTBA JIOIIKOJIBHOTO 00pa3oBaTeIbHOTO
YUpEXKICHUS.

5. IlpaBa apxuBa

JUis BBINOJIHEHMSI BO3JI0KEHHBIX 3a/1a4 U (DYHKIMHN JIUII0, OTBETCTBEHHOE 33 apXHB, UMEET MPABO:
5.1. IlpencraBisiTh  PYKOBOJIUTENIO  OOpa30BATENbHBIM  YUPEKIECHUEM  IPEUIOKEHUS
[0 COBEPLIEHCTBOBAHMIO OPraHU3AllMM XPAHEHWUs, KOMIUIEKTOBAHMS, Y4Y€Ta W HCIIOJIb30BaHUS
apXUBHBIX JOKYMEHTOB B apXHBe 00pa30BaTEIbHOIO YUPEKACHHUS.

5.2. KoOHTponMpoBaTh BBINOJHEHHE YCTAHOBJIEHHBIX TpaBWil paboOThl C JAOKYMEHTaMH
B CTPYKTYPHBIX MOJIPA3JCIICHUAX YUPEKACHHUS.

5.3.  3ampammBaTh OT CTPYKTYpHBIX NOJpa3JielieHuil M pabOTHUKOB 0Opa30BaTEIHHOIO
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YUpPCIKACHUA CBCIACHUA, HGOGXO,HI/IMLIC JJIA paGOTBI apxuBa, ¢ yucToM O6CCHC‘-ICHI/I$I BBITIOJTHCHUA
BCEX BO3JIOKEHHBIX Ha apXHB 33124 U PYHKIIHH.

54. I[aBaTB Pa3BACHCHUA U PCKOMCHAAIWHA IO BOIPOCAM, BXOAAIIUM B KOMIICTCHIIUIO apXHWBa
00pa3oBaTEeIbHOTO YUPEIKICHHS.

55. HuadopmupoBaTh CTPYKTYpHBIC WOJpa3CICHUS JETCKOro caga O HeoOXOIMMOCTH
nepeaayl JOKYMEHTOB B apXUB B COOTBETCTBHH C YTBEPKJACHHBIM TpaQrKOM.

5.6. IlpuHuMaTh yuyacTHE€ B 3aCelaHMSIX OKCICPTHONH KOMHCCHH YUYPCKIACHHS, a TaKKe
B OKCIEPTHO-TIPOBEPOYHONH KOMHMCCHH YIOJHOMOYCHHOI'O OpraHa HCIOJHUTEIbHON BIIACTH
cyowsekTa Poccuiickoit deneparuu B chepe apxXuBHOTO Jena.

6. OTBeTCTBEHHOCTH 32 (PYHKIIMOHUPOBAHNE APXUBA

6.1. HasnaueHHOe TPUKA30M PYKOBOAMTENS  0Opa30BATENBHOTO  YUYPSKICHHS  JIUIIO,
OTBETCTBEHHOE 3a BEICHUE apXUBa, HECET NIEPCOHAIBHYIO OTBETCTBEHHOCTb 34!

— BBIMIOJIHEHUE  BO3JIOKEHHBIX HA apxXuB 33da4d M (QYHKUMH B  COOTBETCTBUU
C ACUCTBYIOLIMM 3aKOHOATENbCTBOM Poccuiickon ®denepanny;

— opraHu3anuio paboTbl apXuBa, CBOEBPEMEHHOE U KBATU(DUIMPOBAHHOE BBINOJIHEHUE
IIPUKA30B, PACIHOPSKEHUM, IIOPYYEHHH  BBIIIECTOAILETO  PYKOBOACTBA,  JIEHCTBYIOIIMX
HOPMAaTUBHO-TIPABOBBIX aKTOB I10 CBOEMY IPOPHIIIO 1EATENbHOCTH;

— pauMoHampHOe M A(PQPEKTUBHOE  HCIOJIb30BAHWE  MAaTEpUalbHbIX, (PUHAHCOBBIX
Y KaJJpOBBIX PECYPCOB;

— COCTOSIHME TPYJIOBOM M HUCIIOJHHUTEIBCKOW IUCLUIUIMHBI B apXHBE, BBIIIOJHEHHE CBOUX
(GyHKIIMOHATIBHBIX 00S3aHHOCTEIH;

— COOJIIOJICHNE TIPaBMJI BHYTPEHHETO pACIOpPSIKa, CAHUTAPHO-TPOTUBOAIUICMUYECKOTO
pexuMa, IPOTUBOIOXKAPHON 0€30MaCHOCTU U TEXHUKU O€3011aCHOCTH;

— BEJICHUE JOKYMEHTAlUH, IPEJyCMOTPEHHOM JEMCTBYIOIIMMHU HOPMAaTUBHO-IIPABOBBIMU
JIOKyMEHTaMU;

— MIPEAOCTABICHHE B YCTAHOBIECHHOM IIOPSAJIKE JOCTOBEPHOM CTAaTHCTHYECKOW W WHOMN
MH(pOpMaLIUKU O JEeSATENIbHOCTU apXUBa;

— TOTOBHOCTb apXHBa K paboTe B YCIOBUAX YPE3BbIYANHBIX CUTYAIHH.

6.2.  OTBeTCTBEHHBIE 3a BE/IEHUE JIETONPOU3BOJICTBA, TOJITOTOBKY U MpeJCTaBICHUE JOKYMEHTOB
Ha XpaHEHHE B apXUB, HA3HAYAIOTCS] PYKOBOJIUTENIEM 00pa30BaTEIbHOTO YUPEKICHHUS.

7. KoMIulekToBaHHe apXuBa

7.1. TlonroroBka JOKYMEHTOB K IepeJadye B apXHB 0Opa30BaTEIbHOIO YUPEKACHUS BKIIIOYACT
HKCHEPTH3y HAY4YHOM M MPAaKTUYECKOH LEHHOCTH JOKYMEHTOB, O(QOpMIIEHHE J€]I, COCTAaBICHHE
OTIHCH.

7.2. DxcrnepTH3a LIEHHOCTH JOKYMEHTOB:

—DKCIEPTHU3a LIEHHOCTH JOKYMEHTOB — ONpEJeNIEHNE [IEHHOCTH JOKYMEHTOB C II€JIbI0 0TOOpa UX
HAa XpaHEHHWE M YCTAaHOBJIEHUE CpPOKOB XpaHEHHs. OKCIEepPTU3y LIEHHOCTH JOKYMEHTOB
B 00pa30BaTEeIbHOM YUPEKIEHUH OCYIIECTBIISIET IOCTOSHHO JEHCTBYIONIAs SKCIIEPTHAs KOMHUCCHS;
—DKCIEepTHas KOMHUCCHSI Ha3HA4YaeTCs MPUKA30M PYKOBOAUTENST 00pa30BaTEIbHOTO YUPEXKICHUS.
B cocraB skcnepTHON KOMHCCHMU BKJIIOYAlOT HE MEHee TpeX pabdOTHUKOB, B TOM 4YHUCIE
B 00s13aT€ILHOM MOPSAJIKE JIMIIO, OTBETCTBEHHOE 3a BEJCHUE apXuBa JeTckoro caga. CekperapeM
HKCIIEPTHOM KOMMCCHUM Ha3HA4yalOT CceKpeTaps o00pa30BaTeNbHOIO YUYPEKICHHUS. OKCIepTHas
KOMHUCCHSl Ha 3ace€JaHusAX paccMaTpUBAacT: HOMEHKIATypy [l JAETCKOro caja, OMNMCH el
MOCTOSSHHOTO XpaHEHHWs W MO0 JIMYHOMY COCTaBy, akKThl Ha JIOKYMEHTBHI, BBIJEIsIeMble
K YHUUYTOKEHHUIO.

7.3. Odopmuenne nen:

—0ela NOCMOAHHO20 XpaHeHus TIOAIINBAIOTCS B TBEPAYIO 00J0XKKY MPOYHBIMA HUTKaMH. JIMCTHI
HYMEpPYIOTCSI B TpaBOM BEpPXHEM YIIIy IpOCTBIM KapaHjamoMm. KonuuecTBo JHMCTOB
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B KaXJIOM JieJie He JOJDKHO mpeBblmarh 250. B KoHIE Jena Ha OTAENBbHOM JIMCTE COCTaBISETCS
3aBEPUTENIbHAS HA/IIIKCh;

—Ha 00JIOKKE I MMOCTOSIHHOTO XPaHCHHsI TOJKHBI OBITh MPOCTABIEHBI CICIYIOIINE PEKBU3HUTHI:
MOJIHOE HAMMEHOBaHUE BBILIECTOAIIEH opranuzanuu, HaumenoBanue JIOY, Homep (MHAEKC) nena
10 HOMEHKJIaType, 3arojIoBOK Jiejia, KOJIMYECTBO JIMCTOB, CPOK XPAHEHUs WJIM OTMETKA «XPaHUTb
MOCTOSTHHOY», HOMEP (hOHAA, OTHCH, AeNa;

— 10 OKOHYAHWH JIEJIONPOU3BOJICTBEHHOTO TOoAa B O(QOpPMIICHHBIE OOJIOKKH JENI MOCTOSHHOTO
XPaHEHUsI BHOCATCS HEOOXOIMMBIC YTOUHEHUS: B 3aTOJIOBKH JICJI, COJIEPKAIINX PACTIOPSAUTEIbHBIC
JIOKYMEHTBI (mpukassl, MPOTOKOJIBI), BHOCATCS HOMEDA; eciu b1 () ()
C TEPENUCKOM COCTOUT M3 HECKOJbKUX TOMOB, B KaXKJIOM TOME YKa3bIBA€TCsS KOPPECIOHJIEHT,
aBTOp, TEPPUTOpHUS, APyrue AaHHble. B KakgoMm ToMme ykasbIBaeTcs narta (YHCIO, Mecsl, roj)
Havaja U OKOHYAHWS JAHHOTO TOMa. TOYHBIC ATkl MPOCTABIAIOTCS HA OOJOXKKAX ISl OBICTPOTO
MOKCKa JOKYMEHTOB B MOCIEAYIOUIEM; U3 3aBEPUTEIbHOM HAJIIUCH Ha OOJIOXKKY Jieja BRIHOCHUTCS
KOJIMYECTBO JIUCTOB B JIEJIE;

— HAAMKUCH Ha O0JIOXKKAX JeNl TTOCTOSIHHOTO U JIOJITOBPEMEHHOTO XPAHEHHUS CIIeyeT IPOU3BOIUTh
YETKO, CBETOCTOMKMMU YEPHUIIAMU;

— U1 y4eTa KOJMYECTBA JIUCTOB B JieNie U (PUKCALMU OCOOCHHOCTEN UX HyMepalHuH Ha OTAEIIbHOM
JIUCTE COCTABIISIETCS 3aBEPUTEINIbHAS HAIKC;

—B 3aBEPUTENHLHON HAAMUCU YKA3bIBAETCS KOJIWYECTBO JIUCTOB (IudpaMu M MPOIKUCHIO) B JEIe.
3aBepuTelbHAsT HAJANUCh I[OJIUCHIBAETCS COCTABUTENEM C YKa3aHUEM €ro JOJDKHOCTH U JaThl
COCTaBJICHMUS;

— BHYTPEHHSISI OIMUCh COCTABIJIAECTCS K JIeJaM MOCTOSHHOTO U JoiroBpeMeHHoro (cBbimie 10 ner)
CpOKa XpaHeHHUs, CHOPMHUPOBAHHBIM IO PA3HOBUAHOCTSIM JOKYMEHTOB, 3aroJIOBKH KOTOPBIX
HE pPacKpbIBalOT KOHKPETHOE COZIEpKAHUE JOKYMEHTOB (0c000 LIEHHbIE, TUUHBIE JIeNa U Ap.).

7.4. OnucaHue TOKYMEHTOB MOCTOSIHHOTO CPOKA XPaHEHUS:

— ONHMCHU COCTABJIAIOTCS pa3/iebHO Ha Ji€Jla IOCTOSHHOTO XpaHEHHs] 1O OCHOBHOM
JESITEIbBHOCTH U Ha JIeJia 110 JINYHOMY COCTaBYy;

— OMMCH COCTaBIIAIOTCS AEIONPOU3BOAUTENEM;

— OTHCH BEJETCS B €IMHON BAJIOBOM HyMEpPAIIMH B TEUCHHE HECKOJIBKUX JIET;

— Ha JIeJia ¢ UCTEKIIIUM CPOKOM XPAaHEHHSI COCTABIIACTCS aKT 00 YHHUTOXKCHUH;

— [0 OKOHYAaHHWU JENONPOU3BOACTBEHHOTO T0/Ja B 00pa30BaTEIbHOM  YUPEKACHUU
MIPOU3BOIUTCS OTOOP JTOKYMEHTOB MOCTOSIHHOTO CPOKa XPaHEHHSs JJIsi BKIIOUEHUS UX B OIHCH.
Onuch COCTOUT U3 FOIOBBIX Pa3/IeioB, BHYTPU I'OJia Jieja pacioiaratoTcs mo CTENEHU 3HAYMMOCTH
C y4€TOM HOMUHAJIBHOTO MPHHITKIA (B COOTBETCTBUH C HOMEHKIIATYPOU YUPEKIACHUN);

— OMHUCH COCTABJSIOTCS pPa3AebHO Ha Jejla TMOCTOSHHOTO XpaHEHUs MO0 OCHOBHOM
JIeATETbHOCTH M Ha JieJia TI0 IMYHOMY COCTaBYy;

— OTIHMCH COCTAaBJISIIOTCS CEKPETAPEM.

7.5. Jlena epemennoco xpanenuss O(pOPMIAIOTCS YHPOUIEHHO: OHM HE TMOALIMBAIOTCS, JIHCTHI
B HUX HE HYMEpYITCsS, YTOYHEHHME Ha OOJOXKKaX He MPOU3BOJAUTCS, OMHCH Ha Jena
HE COCTaBJISIFOTCS, YUET BEJIETCs 10 HOMEHKJIaType JIedl.

8. Yc/i0BUSI XpaHeHH S TOKYMEHTOB B apXHBe

8.1. JlokyMeHTHI apXuBa XpaHATCSA B apXUBOXPAHUIIUIIE 0OPa30BATEIBLHOTO YUPEKICHUSI.
8.2. He momyckaercs pa3MelleHHE apXvMBa B MOJBAIbHBIX M YEPAAYHBIX MOMEIICHUAX
JIETCKOTO cana.

8.3. ApXMBOXpaHWIMULIE JOHKHO OBITh YJAJIEHO OT JJaOOPaTOPHBIX, TPOU3BOJICTBEHHBIX,
OBITOBBIX TIOMEIIEHUH © HE HMEeTh OOIMX C HUMH BEHTWISAIMOHHBIX KaHAJIOB.
ApXUBOXpaHWINILE OTHEISAETCA OT COCEIHHUX IIOMEIIEHUM HECrOpaeMbIMU CTCHAMHU H
IIEPEKPBITUSAMHU C MPEIeIaMA OTHECTOMKOCTH HE MEHee JBYX 4acoB. B apxuBoxpanwinine
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HE JIONMyCKaeTcsl MpoKiIaaKa TpyO BOAOCHAOKEHHS U KaHAIU3allMU, TEXHOJIOTMYECKUE WIH
OBITOBBIE BBIBOJIBI BOJIBI.

8.4. ApXHMBOXpaHWIWIIE JIOJDKHO HMMETh CCTECTBCHHYIO WJIH  HCKYCCTBEHHYIO
BEHTWIALINIO, 00ECTICUMBAIONIYIO PELUPKYIAINI0 BO3yXa, CTA0OMIBLHOCTh TEMIIEpaTypHO-
BJIQKHOCTHOT'O PEKHUMa.

8.5. Bce nmocrynaiomme B apxXxuB 00pa30oBATENBHOTO  YUPEKICHHUS JTIOKYMEHTHI
pPa3MEMATCA B apXUBOXPAHUJIUIIE B CTAIMOHAPHBIX METAUTMYECKUX CTEIUIAkKAX.

8.6. Cremnaxku yCTaHOBJIEHbI B IOMENICHHMH O€3 OKOH - C Y4eTOM OCOOEHHOCTEH
MOMEIIEHUsI U 000PYAOBAHMUS.

8.7. IIpoTHBOIIOXKAPHBIM pPEXUM B aAPXUBOXPAHWIHUINAX, TIIE pa3MENIacTcs apXuB
00pa3oBaTEILHOTO YUpPEXKIACHUS, YCTAaHABIMBAeTCs B CcOOTBeTcTBUU ¢ [IpaBuinamu
MIPOTUBOIIOKAPHOTO pexkuma B Poccuiickon denepannu.

8.8. ApxuBHBIEC JOKYMEHTHI CIIEIyET XPAaHUTh B TEMHOTE.

8.9. 3ammra TOKYMEHTOB OT JIEHCTBUS CBETa O0CCIICUNBACTCS XPAHCHHEM JOKYMEHTOB B
KOpoOKax, Marnkax v neperierax, B mkadax win Ha cTeJiaxax 3aKpbITOTO THIIA.

8.10. B apxuBoxXpaHWIHINE JJs XPAHEHUS JOKYMEHTOB YCTAHABJIMBAIOTCS CICAYIOIINE
[apaMeTpbl TEMIEPATYPHO-BIAKHOCTHOTO PEXKUMA:

8.11. nns XpaHeHHS IOKYMEHTOB Ha OyMakHOM HocuTene — Temmeparypa 17-19°C,
OTHOCHTEJIbHAS BIAKHOCTH Bo3ayxa — 50-55%.

8.12. Ilomemenne apxuBa O0pa30BATENBLHOTO YYPEXKACHUS JODKHBI  COACPKATHCS
B YHCTOTE, B YCJIIOBHUSX, HCKIIOYAIOIINX BO3MOKHOCTbH TMOSIBJICHHS IUIECEHU, HACEKOMBIX,
MBUIN.
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