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Tonowenwe ob apxuse MEIOY Ne 31

1. O6uwme noNoxeHna
1.1. Hactosuee [MonosenHe paspafioTaHo B CcOOTBETCTBHH ¢ [pukazom degepansHoro
apxuBroro arentcrea Ne 77 ot 31 wona 2023 roga «O6 yreepagennu [Tpasun opraHMsaLmm
XPAHEHMH, KOMILIEKTOBAHWA, YueTa M HCNOAb30BAHHA JAOKYMEHTOB ADXHBHOrO oHjA
Poccuiickoil ®eepaimu H Apyrux apxHBHbIX ADKYMEHTOB B I'OCY JapCTREHHLIX OpraHax, OpraHax
MECTHOID CaMOYTIPARIEHHA H OPraHH3aLHAX», HA oCHOBAHKH [TpUMEPHOrD NosoXeHHs ob ApXHBE
OPTaHH3aLHH, YTREPHAEHHOrD NpHKasom @efepaibHOro apXMBHOrD areHTCTBa MNe 42 ot 11
anpens 2018 roga, a Takke YcTasom MymHUMNAibHOro  GIKETHOrO ADUIKONBHOTD
0fpasoBaTeNEHONO YupesaeHia « leTckuii cag No 31n.
1.2. [lannoe TMonomenne of apxuse AeTckoro caga ONpeje/iieT COCTAR JOKYMEHTOR apXHBA H
YCNOBHA X XPaHEHHS, YCTAHARTHBACT 33/|a4M, HA3HAUEHHE H GYHKLMH apXHBA, per/iaMeHTHpYeT
ABATENBHOCTE /ML, OTBETCTBEHHOID 33 BeJeHMe apxHBa B MyHHMUMNAibHOM GiogmeTHOM
AOWIKOTLHOM 00pa3oBaTe/IbHOM YHpeRIeHHH «leTckmii cag Ne 31» (Aanee — MEZIOY Ne 31).
1.3. B croeii pesrenshocti apxue MEJIOY Ne 31 pykosoacTeyerca dreepanbHbiM 3aKoHOM No
125-®3 ot 22.10.2004 roja «O6 apxusHoM gene 8 Pocouiickoi PefepalHHs © HIMEHEHHAMM OT
25 pexabpa 2023 rojga, HOPMaTHEHEIMH NPABOBRIMKE aKTaMH PoccHiickoii Pegepaigan, cybrexra
Poccwiickod  Pegepaunn B oepe apxHBHoro gena W [EeN0npoH3BOACTBA, /OKATEHBIMH
HOPMATHBHLIMH akTami MEJIOY Ne 31,
L4. Jokymentst MEJOY Ne 31, umerougse HCTOPHUECKOE, KY/ILTYPHOE, HAYUHOR, COLMATLHOR,
FKOHOMMMECKOE H TIOJMTHYECKOE 3HAYEHHE, COCTABIAT FOCYAAPCTBEHHYH) 4acTh APXHBHOIO
honaa Pocowiickoli  degepaymy, ABAMOTCA  COBCTBEHHOCTEID rOCYAapcTBa W MOAIemaT
MOCTOAHHOMY XPAHEHHIO B FOCYAapCTBEHHEIX apxuBax Poctuilckod Pegepaumn. Jlo nepegaud na
FOCYAAPCTBEHHOE  XPAHEHHE JAHHLIE JOKYMEHTH BPEMEHHO XDAHATCH B JOWKOILHOM
00pasoBaTeNLHOM YUPERIEHHH,
1.5. B MBIIOY Ne 31 pia XpaHeHHs JOKYMEHTOR APXHBHOTO fouga Poconiickoi degepauHy |
JAKOHUEHHLIX Je/IONPOHIBOJCTROM JJOKYMEHTOB MNPAKTHUECKOTD Ha3HAuYeHHA, X oThopa, yuerta,
HLTIOEIOBAHHA W NOATOTOBKH K Nepejave Ha rocyAapcTBeHHOE XPAHEHHE CO3AETCA APXHB,
1.6, ApxuB CO313eTCA KaK CaMOCTOATENLEHOS NeJpasneneHie, BOICNABIAEMOE JTHLIOM,
OTBETCTBEHHBIM 33 BEJCHHE 4pXHBA COIMACHO MPHKA3Y 3aBeIVIOIIEro  JOWLKOMBHBIM
00paloBaTeNbHEM YUPERIEHHEM.
1.7. Yupesgenne jowkonsHoro obpasosaing obecnieqHBaeT apxHB HeoGXoZHMbIM NOMELLEHHEM,
obopyaoBaHHeM H KapaMH.
LB, [llowkomsnoe ofipasosatenshoe yupesgente ofecneuMpacT coXpaHHOCTE, yuer, orGop,
YTOPRAOUEHHE H HCTIONB30BAHHE A0KYMeHTOB ApxueHoro domga Poccuiickoit ®enepaipm,
0BPaIVIILIMXCA B 70 AeATeNLHOCTH, OfecneuHBaeT CBOEBPEMEHHY D NEPEAAUY ITHX [OKYMEHTOR
Hal FOCYJAPCTBEHHOE XPaHEHHe,
1.9. Bce paboThl, CBAZaHHBIE © NOAFOTOBKOI, TPAHCTIOPTHPOBKOA M nepefavell apxXHBHBIX
AOKYMEHTOB, NPOH3BOAATCA CHIAMH H 33 CHET JI@TCKOro cajla.
1.10. 3a yTpaTy W NOPYY AOKYMEHTOR APXHBHOIO honga PoccHckol Dejepaiy JoTHOCTHLE
mMua MBJOY  Ne 31 HeCYT OTBETCTBEHHOCTH B  COOTBETCTBHM  C AeHCTBYHOLLHM
FAKOHOIATETRCTBOM,
LIl. Apxus pgerckoro caga paboTaer cornacHo fuiamy, YTBEDMIAEMOMY  JABELYHOLLIHM
AOLIKDNEHEIM 0GPa30BATE/TEHBIM YHPERIEHHEM H OTUHTLIBASTCH nepea HEM B cBOeH pabore.
L.12. KoHTponk AeATENLHOCTH apXHBa OCyllecTEAAeT 3aseqyroupii MEIOY Ne 31, a B ero



OTCYTCTBUU —HUCIOJHAIOIUI 0053aHHOCTHU 3aBEYIOIIETO.

2. CocTaB JOKYMEHTOB apXuBa
2.1. B apxus MBJIOVY Ne 31 nocrynatot:

* 3aKOHYEHHBIE JEJIONPOU3BOJCTBOM YUPEKIEHHUS JOKYMEHTHI IMOCTOSHHOIO XpaHEHUS,
oOpa3oBaBiIMecss B  JCATEIBHOCTH CTPYKTYPHBIX — MOJpPAa3JeieHUil, JIOKYMEHTBI
BpeMeHHOro (cBeimie 10 Jser) cpoka XpaHEeHMs,, HEOOXOJIUMMBbIE B IPAKTUYECKOU
JESITEIbHOCTH, JOKYMEHTHI 110 KaJipaM U BOCIIUTaHHUKAM;

* JIOKYMEHTbl IIOCTOSSHHOIO XpaHEHHS M 1O JIMYHOMY COCTaBy OpraHu3aluii-
MPEIIECTBEHHUKOB (IIPU UX HAJIUYHUH);

* uuHBIe (POHIBI BEAYIINX paOOTHUKOB JIETCKOTO caja (P UX HATHYHH);

*  CIy)xeOHbIe U BEJJOMCTBCHHBIC U3/IaHMS,

*  CIPaBOYHO-IIOMCKOBBIE CpEJCTBA K JOKYMEHTaM M YYeTHbIE JOKYMEHThl ApxuBa
JETCKOTO caja.

2.2. Cpoku XpaHEHHUsS JIOKYMEHTOB B apXHBE IONIKOJIHHOTO 0O0pa3oBaTEIBHOTO YUPEKICHUS
OIIPENIENAIOTCS COMIACHO CPOKaM, yKa3aHHBIM B YTBEPKIEHHON HOMEHKIIAType Jell.

3. 3agaum apxuBa MBJIOY Ne 31
31 OCHOBHBEIMH 3agavaMi apXuBa SABJIAKOTCA:

* Opra"mu3anus XpaHCHHS JOKYMEHTOB, COCTaB KOTOPBIX MPEIYCMOTPEH pazueinom 2
HacTtosmero Ilomoxxenns,

* KOMIIJICKTOBAHUEC apxuBa JOKYMCHTAaMU, O6pa3OBaBHII/IMI/IC$I B OCATCIIBHOCTU
YUPEKICHUS, OCYIIECTBISIONMIETO 00Pa30BaTEIbHYIO ACSITEIHHOCTD,

* yder, 00ecrieueHre COXPaHHOCTH, CO3/ITaHNe HAydYHO-CIIPABOYHOTO anmapara;

* HCHOJIb30BaHUE JTOKYMEHTOB, HaXOSIIMXCS HA XpaHeHuHu B apxuse [JOVY;

* TMOJArOTOBKA M CBOCBpPEMEHHAs Tepeaada JOKyMEHTOB ApxuBHOTO (poHma Poccuiickoit
denepannu Ha MOCTOSTHHOE XpaHEHUE B TOCYIaPCTBEHHBIN (MYHUIIMTIAIBHBIN) apXUB;

* METOJMYECKOE PYKOBOJCTBO U KOHTPOJb 3a GOpMUpOBaHHEM U OPOpPMIICHUEM €T B
JIeJIONPOU3BOACTBE JIETCKOTO cajla W CBOEBPEMEHHOH mepenayell HX B apXuB
JOLIKOJILHOTO 00pa30BaTEIbHOTO YUPEKACHHUS.

4. @yHKIMHU apXUBa
B cooTBeTCTBHY C BO3JI0KEHHBIMU 3a][a4aMU apXUB OCYIIECTBISCT CACAYIONINE (QYHKIINN:
4.1. OpraHuzyetr mnpueM JOKYMEHTOB IOCTOSHHOTO M BpeMeHHOro (cBeime 10 jeT) cpokoB
XpaHEHUs, B TOM 4YHUCIE MO KaJpaM M BOCHUTaHHHUKAaM, O0Opa30BaBIIMXCA B JACSITEIbHOCTU
MB/IOVY Ne 31, B COOTBETCTBHUU C YTBEPKIACHHBIM I'pa®HKOM.
4.2. ObecrieunBaeT COXPAaHHOCTh M BEAET y4eT NOKYMEHTOB M (DOHIOB, HAXOIAIIMXCS Ha
XpaHEHHUH B apXHUBE JIOIMIKOJIBHOTO 00pa30BaTENBLHOTO YUPEKACHHUS.
4.3. IIpencrapiseT B rocy1apCTBEHHBIN (MYHUIIUTIAIBLHBIN) apXUB YUYE€THBIC CBEIEHUS 00 00beMe
U COCTaBE XpaHAIIUXCS B apXUBE JETCKOTO cajla JOKYMEHTOB ApxuBHoro ¢onaa Poccuiickoit
@denepanuu U IPYrux apXUBHBIX JOKYMEHTOB B COOTBETCTBHH C MOPSJIKOM TOCYAapCTBEHHOTO
yuera JokymMmeHTOB ApxuBHoro ¢gonaa Poccuiickoit @eneparuu.
4.4. CuctemaTu3upyeT U pa3MeniaeT JOKYMEHTHI, TOCTYIawIue Ha XpaHeHue B apxus MBJI0Y
Ne 31, o6pazoBaBiMecs B X0/1€ OCYIIECTBICHHS IE€ATEIbHOCTH YUPEKICHUS.
4.5. Pa3pabaTpiBaeT rpaduKku MpeAcTaBIeHUS ONHCENH Ha PACCMOTPEHUE SKCIIEPTHO-IIPOBEPOUHOM
KOMHUCCUU U Tiepeqaun JoKyMeHTOB ApxuBHoro gonma Poccuiickoit denepanuu Ha XpaHeHHE B
roCyJAapCTBEHHBIN (MYHHUIIMTIANBHBIN) apXUB.
4.6. OcyIliecTBIsSeT MOATOTOBKY U IPEJICTABIISAECT:
* Ha pacCMOTPEHME U corylacoBaHue dkcnepTHoi komuccun MBJIOY Ne 31 onumcu nen

MOCTOSIHHOTO XpaHEHUs, BpeMeHHBIX (cBhilie 10 JIeT) CPOKOB XpaHEHUs, B TOM YHCIE

M0 KaJpaM U BOCIMUTAHHUKAM, a TAKXKE€ aKThl O BBIJCIICHUN K YHUUTOXKEHUIO apXUBHBIX

JOKYMEHTOB, HE€ MOJJIEXKANINX XPAaHEHHWIO, aKThl 00 yTpaTre MOKYMEHTOB, aKThl O

HEUCTPABUMBIX MOBPEXKACHUAX aPXUBHBIX TOKYMEHTOB;

* Ha YTBEP)KJECHHE DKCIEPTHO-NIPOBEPOYHOM KOMHCCUHU YIOJHOMOUYEHHOI'O OpraHa




WCIIOJIHUTENLHOU BiacTu cyObekTa Poccuiickoit @enepanuu B chepe apXUBHOTO Jieia
(manee - OIIK apXuBHOTO yUpeKICHHS) OMKUCH JIeJ TOCTOSTHHOTO XpaHCHHS;

* Ha cornacoBanue JIIK apxuBHOTO yupexaenus cyobekra Poccuiickoit denepamuu
(MyHUIIMIIAIBHOTO ~ apXWBa), B CJydae HAJEJICHUS €ro COOTBETCTBYIOIIMMU
MOJTHOMOYHSIMU, OMIUCH JIEJ 1O JIMYHOMY COCTaBY;

* Ha coriacoBanue OIIK apxuBHOro yupexiacHus cyobekra Poccuiickoit denepanuu
(MyHUIIMTIAIBHOTO ~ apXWBa), B CJydae HAJEJCHUS €ro COOTBETCTBYIOIIMMU
MTOJTHOMOYHSIMH, aKThI 00 yTpaTe JOKYMEHTOB, aKThl O HEHCIIPABUMBIX TOBPEKICHUIX
ApPXUBHBIX JIOKYMEHTOB;

* Ha yrBepxkaeHne 3aBeayromeMmy MBJIOY Ne 31 omumcu nmen moCTOSHHOTO XpaHCHHS,
onucH BpeMeHHBIX (cBblie 10 JE€T) CPOKOB XpaHEHHUs, B TOM YMCIE ONUCH JEN IO
KaJpaM ¥ BOCIHTAaHHHUKAM, aKThl O BBIICICHUH K YHHUYTOXXCHHIO apPXHUBHBIX
JIOKYMEHTOB, HE TOJICKAIUX XPaHEHUI0, aKThl 00 yTpare JOKYMEHTOB, aKThl O
HEUCITPaBUMBIX MTOBPEKICHUSIX aApPXUBHBIX JIOKYMEHTOB, YTBEPKICHHBIC
(cormacoBannbie) OIIK wunu rocygapcTBEHHBIM apXWBOM CcyObekTa Poccuiickoit
Oeneparuu (MyHUIIUTATFHBIM apXUBOM) B CIydae HaJCJICHHUSI €r0 COOTBETCTBYIOIIUMU
TTOJTHOMOYHSIMH.

4.7. OpranusyeT nepenadyy IOKyMEHTOB ApxuBHOro ¢onma Poccuiickoit ®enepanum Ha
MTOCTOSITHHOE XPaHECHHE B TOCYIaPCTBEHHBIN (MYHHUIIUIIATLHBIN) apXHB.

4..8. Opranu3yeTt W MPOBOJUT IKCIIEPTHU3Y IIEHHOCTH JOKYMEHTOB BpeMeHHBIX (cBbimie 10 Jer)
CPOKOB XpaHEHHsI, HaXO SIIUXCsl Ha XpaHeHuu B apxuBe [JOY B nemsx ordbopa TOKYMEHTOB st
BKJIIOUEHUsT B cocTtaB ApxuBHoro ¢onma Poccuiickoir ®enmepanum, a TakKe BBISIBICHHS
JIOKYMEHTOB, HE TIO/JIeKAITUX JaTbHEUIIIEMY XpaHEHHUIO.

4.9. YyacTtByeT B pab0Te 3KCIIEPTHOM KOMUCCHH JIOIIKOJIEHOTO 00pa30BaTEIIBHOTO YUPEKACHHUS.
4.10. IIpoBoauT MEPOMPUITHS MO O0OECIICUCHUIO COXPAHHOCTH JOKYMEHTOB, HaXOJSIIMXCS Ha
xpa"neHuu B apxuBe MBJJOY Ne 31.

4.11. Opranusyet unpopmupoBanre agmMmuHucTpanuu 1 padbotaukoB MBJIOY Ne 31 o cocraBe u
COJIEp)KaHUH TOKYMEHTOB apXvBa YUPEKICHHUS.

4.12. UudopMupyeT Moab30BaTeIeH M0 BOMMPOCAM MECTOHAXOXKCHUS ApXUBHBIX IOKYMEHTOB.
4.13. Opranu3yeT BbIjaqy JOKYMEHTOB | eI i pab0oThl B YUTAJIHLHOM 3aJI€ UM BO BPEMEHHOE
MOJIb30BAHUE.

4.14. VcnonHseT 3ampochl IMOJIb30BaTeNeii, BbIJAET apXUBHBIE KOIMUHU JOKYMEHTOB, apXHBHBIC
BBINTUCKU U apXUBHbBIE CIIPABKH.

4.15. Benet y4deT ucnoiib3oBanus Jo0kyMeHTOB apxuBa MBJIOY Ne 31.

4.16. Coznaet ¢oH MOIB30BAHUS apXHUBa JETCKOTO cajia M OPraHu3yeT ero UCIOoJIb30BaHHE.
4.17. OcymiecTBisieT BeJleHuE CIPaBOYHO-TTIOMCKOBBIX CPEACTB K JOKyMeHTaM apxuBa JJOVY.
4.18. Co3pgaer, NOMONHIET U COBEPLICHCTBYET HAyYHO-CIIPABOUHBIN amnmapaT K XpaHALIUMCS B
apxuBe JeJaM U IOKyMEHTaM.

4.19. VuactByer B pa3paboTKe IOKYMEHTOB YUYPEXKIEHHUS IO BONPOCAM AapXUBHOTO Jeia U
JIeJIONTPOU3BOCTBA.

4.20. Oka3pIBacT METOIUYECKYIO TIOMOIIIb:

* cnyx0e nenompousBoactBa MBJIOY Ne 31 B cocraBieHUM HOMEHKJIATyphl eI,
dbopmupoBaHUU U OPOPMIIEHHH e, KOHTPOJIUPYET MPaBUILHOCTH (OPMUPOBAHUSA U
odopMIIeHHS JeN B ACTOTPON3BOICTBE;

* CTPYKTYpPHBIM mojapazfeneHusiMm u pabotHukam J[OY B MOArOTOBKE JOKYMEHTOB K
nepeaye B apXuB JIETCKOro caja.

4.21. YyacTByeT B MPOBEACHUN MEPOIIPHITHI 10 MOBBIIICHUIO KBaTU(UKAIUKA PaOOTHIUKOB apXHBa
U CITY>KOBI IENIOMPOU3BOJICTBA AOIIKOIFHOTO 00Pa30BaATENBHOTO YUPEKACHHUS.

5. IlpaBa apxuBa

JU1s BBINOJIHEHHSI BO3JI0KEHHBIX 3a/1a4 U (DYHKIMH JIMIO, OTBETCTBEHHOE 33 apXMB, UMEET IIPaBo:
5.1.  IlpenctaBiasaTh  3aBeAyIOLIeMYy  JOMIKOJBHBIM  00pa3oBaTENbHBIM  yUPEKICHHEM
IIPEUIOKEHNS TI0 COBEPIICHCTBOBAHUIO OPraHM3allMM XpaHEHUs, KOMIUICKTOBAHMSA, y4yeTa M
UCTOJIb30BaHMS apXUBHBIX TOKyMeHTOB B apxuBe MBJIOY Ne 31.




5.2. KoHTpoimpoBaTh BBITIOJHEHHE YCTAHOBJICHHBIX TpPaBUI pabOThl C JIOKyMEHTaMHU B
CTPYKTYPHBIX MOPA3ACTCHUIX YIPESIKICHUSI.

5.3. 3ampamuBath 0T CTPYKTYPHBIX TIo/ipa3eneHuii u pabotaukoB JJOY cBeneHus, HEOOXOIUMBIE
Ui paboOThl apXuBa, C YI€TOM OOECTICUeHHs BHITIOJTHCHHUS BCEX BO3JIOKEHHBIX HA apXuB 3aJ1a4 U
GbyHKIUH.

5.4. JlaBaTh pa3bsICHCHHSI M PEKOMEHJAIMU TI0 BOMPOCAM, BXOJSAIIMM B KOMIIETCHIIMIO apXHUBa
JOIITKOJIBHOTO 00Pa30BaTEILHOTO YUPEHKICHUSI.

5.5. NUudopmupoBaTh CTPYKTYPHBIC ITOPA3ACIICHHS JETCKOTO cajila 0 HEOOXOAMMOCTH Iepe1adu
JOKYMCHTOB B apXUB B COOTBETCTBUH C YTBEPKICHHBIM Tpa(UKOM.

5.6. IlpyHUMaTh ydacThe B 3aceJaHUSX ODKCIICPTHOW KOMHCCHUH YYPSKICHHS, a TaKkKe B
9KCIIEPTHO-TIPOBEPOYHON KOMHUCCHUU YIIOJHOMOYEHHOTO OpraHa WCIHOJHUTEIBHON BIACTH
cyonekra Poccuiickoit denepamnuu B chepe apXuBHOTO Jieia.

6. OTBeTcTBEHHOCTH 32 (PYHKIIMOHHPOBAHME APXHUBA
6.1. Ha3znauennoe npukazom 3aBenyromero MBJIOY Ne 31 numo, oTBETCTBEHHOE 3a BEJICHUE
apxuBa, HECET MEPCOHAIBbHYI0 OTBETCTBEHHOCTb 3!

* BBIIIOJIHEHUE BO3JIOKEHHBIX HA apXuB 3aJady M (QYHKOUHA B COOTBETCTBUM C
JEMCTBYIOIIMM 3aKOHOAATENbCTBOM Poccutickoit denepanmu;

* OpraHu3aluio paboThl apXuBa, CBOEBPEMEHHOE U KBAIU(DHUIMPOBAHHOE BBHINOJHEHHE
MIPUKA30B, PACIOPSIKEHUN, MOPYYEHUH BBIMIECTOSIIETO PYKOBOJICTBA, JEHCTBYIOLIUX
HOPMAaTUBHO-TPABOBBIX aKTOB 10 CBOEMY MPODUITIO 1eATENbHOCTH;

* pamuoHambHOe U 3((EeKTUBHOE UCMHOJIb30BAaHUE MAaTepUANbHBIX, (UHAHCOBBIX H
KaJIpOBBIX PECYPCOB;

*  COCTOSIHME TPYJOBOM M UCHOJHUTEIHCKON TUCIUILIMHBI B apXUBE, BBHIIIOJHEHUE CBOMX
(b YHKIIMOHATBLHBIX 00513aHHOCTEH;

* coOmoJieHNe TPaBHJI BHYTPEHHETO pacHopsKa, CaHUTApHO-TPOTHBOAIHAEMUYECKOTO
pexXuMa, MPOTUBOTIOKAPHOM 0€30MaCHOCTH U TEXHUKU OE30M1acCHOCTH;

* BEJCHUE JOKYMEHTALUH, MPEAYCMOTPEHHOM AEMCTBYIOIIMMH HOPMAaTHUBHO-TIPABOBBIMHU
JNOKYMEHTaMHU;

* MPEIOCTABIICHUE B YCTAHOBJIECHHOM IMOPAJKE JAOCTOBEPHOW CTATUCTUYECKOM M HHOU
nH(pOpMaLIUU O IESTEIILHOCTH apXUBa;

* TOTOBHOCTH apXHBa K pab0OTe B YCIOBUSIX YPE3BbIYAMHBIX CUTYALIUH.

6.2. OTBETCTBEHHBIE 32 BEJCHUE JEIONPOU3BOJICTBA, TOATOTOBKY M MPEJICTABIECHNE JTOKYMEHTOB
Ha XpaHEHHE B apXUB, Ha3HayaroTcs 3aBeayromum JJOVY.

7. KoMIUIeKTOBaHNE apXuBa
7.1. IloarotoBKa JOKyMEHTOB K Ilepefaye B apXHB JOIIKOIBHOTO 00pa30BaTEIbHOIO YUPEXKICHUS
BKJIFOYAET SKCIEPTU3y HAyYHOH M NPAKTUYECKOM LEHHOCTH IOKYMEHTOB, o(opmieHue [el,
COCTAaBJICHUE OIUCH.
7.2. DKcnepTu3a HEHHOCTH JOKYMEHTOB:

* DJKCIIEpTH3a LEHHOCTU JOKYMEHTOB — OIPEICIICHHE LEHHOCTU JOKYMEHTOB C LEJbIO
oTOOpa MX Ha XpaHEHHE M YCTAHOBJIEHHE CPOKOB XpaHEHUsS. DKCIEPTU3Yy LEHHOCTH
NokyMeHTOB B JIOY ocyIlecTBisSeT NOCTOSIHHO AEUCTBYIONIAs KCIIEPTHAsT KOMHUCCHS;

* DJKCIIEpTHas KOMHUCCHS Ha3zHadaercs nmpukaszoM 3asenyromero MBJIOY Ne 31. B cocras
OKCIEPTHOM KOMHCCHUHM BKJIIOYAIOT HE MEHEE TpeX COTPYJHUKOB, B TOM YHUCIE B
00s13aTeIbHOM TOPSJKE JIMIIO0, OTBETCTBEHHOE 3a BEJCHME apXuBa JETCKOTO caja.
CekperapeM 3KkcnepTHOM KoMuccuu HasHadaroT cekperapss MBJIOY Ne 31. OkcneprHas
KOMHCCHUS Ha 3aCE€AAHUAX PACCMaTPUBAET: HOMEHKIIATYpPY J€J JETCKOTO Ca/a, OUCH JEll
IIOCTOSIHHOTO XPaHEHUS M IO JMYHOMY COCTaBy, aKThl Ha JOKYMEHTBI, BBIIEISIEMBIE K
YHUUTOKEHHUIO.

7.3. OdopmneHue aen:

* Odena NOCMOAHHO20 XpaHeHus TOJIIMBAIOTCS B TBEPIYIO 0OJOKKY MPOUYHBIMH HUTKAMH.
JIuctel HyMEpYyHOTCSI B IIPaBOM BEPXHEM YIUIy MPOCThIM Kapanpaamom. KosmuecTBo
JIMCTOB B KaKJIOM JIeJI€ HE JAOJDKHO npeBbimarh 250. B koHIE Aena Ha OTIENbHOM JIUCTE




COCTaBJIIETCS 3aBepUTENbHAs HAINCH;
Ha OOJIOXKKE el MOCTOSIHHOTO XPaHEHUS NOJDKHBI OBbITh MPOCTABJICHBI CIICAYIOIINE
PEKBU3UTHI: TIOJHOE HAaMMEHOBAHUE BBIIIECTOSINEH OpraHU3aluy, HaWuMEHOBaHHE
MBJIOY Ne 31, Homep (MHIEKC) Jesa M0 HOMEHKJIAType, 3arojIoBOK Jieja, KOJIMYECTBO
JHMCTOB, CPOK XpAaHEHHS HIIM OTMETKAa «XPAHUTh IMOCTOSHHO», HOMEp (OHMAA, OIHCH,
Jena;

[0 OKOHYAHWHU JEJONPOM3BOACTBEHHOTO Troga B O(GOpPMIICHHBIE OOJIOKKH JIel
MOCTOSTHHOTO XPAaHEHUS BHOCATCS HEOOXOJWMBbIE YTOYHEHHWS: B 3aroJIOBKH JIEl,
COJIEpKAIUX PACTIOPSIAUTENbHBIE JOKYMEHTHI (TIPUKa3bl, TPOTOKOJIBI), BHOCSATCS
HOMEpa; €CIIM JIeJI0 C TEePENHCKONH COCTOMT M3 HECKOJBKHX TOMOB, B KaXKJIOM TOME
yKa3bIBAETCsl KOPPECIOHICHT, aBTOpP, TEPPUTOpPHUs, Ipyrue naHHbEe. B Kaxmaom Tome
yKa3bIBaeTCs Jara (Y4MCiio, MECAl, roJl) Hayaja U OKOHYAHHUS JAHHOTO ToMma. TouyHbIe
JaThl  TPOCTABISIIOTCS Ha OOJOXKKax Juisi  OBICTPOrOo IMOWCKAa JIOKYMEHTOB B
MOCIIEYIONIEM; M3 3aBEPUTEIHHON HAIINCH Ha OOJOXKKY Jiesla BEBIHOCUTCS KOJIHUYECTBO
JIMCTOB B JIEJIE;

HQ/IMUACH Ha OOJIOKKAX JIeN TOCTOSIHHOTO M JIOJTOBPEMEHHOTO XpaHEHHUs CJeIyeT
MPOU3BOIUTH YETKO, CBETOCTOMKUMH YePHUIIAMH;

JUIs ydeTa KOJIMYEeCTBAa JINCTOB B Jelie W (PUKCary OCOOCHHOCTEH MX HyMmepaluH Ha
OTJIEIEHOM JIUCTE COCTABIISIETCSI 3aBEPHUTEIbHAS HA IITUCh;,

B 3aBEPHUTEIIBHON HAIMMCH YKa3bIBACTCS KOJMYECTBO JIUCTOB (mMdpaMu M MPOMUCHIO) B
nene. 3aBepuTeNbHAS HAINNCh MOJIUCHIBAETCS COCTABUTENIEM C YKa3aHHEM ero
JOJKHOCTH M TATHI COCTABIICHHUS;

BHYTPEHHSISI OMTUCHh COCTABIISIETCS K JeTIaM TIOCTOSIHHOTO U JJOJITOBpeMeHHOTO (cBbImre 10
JIeT) CpoKa XpaHEHHUs, CPOPMHUPOBAHHBIM 1O PA3HOBHUIHOCTSIM JTIOKYMEHTOB, 3arOJIOBKH
KOTOpPBIX HE PACKPBHIBAIOT KOHKPETHOE COJIep>KaHuEe JOKYMEHTOB (0CO00 IIEHHBIE,
JIWYHBIC J1eT1a U JIp.).

7.4. Onncanye TOKYMEHTOB HOCTOSHHOTO CPOKA XpaHEHUSI |

OTHCH COCTAaBJISIOTCS pa3[elIbHO Ha Jieja TOCTOSHHOTO XpaHEHUs IO OCHOBHOMU
JeSITeIbHOCTH U Ha JieJia 10 JTIUYHOMY COCTaBYy;

OTIMCH COCTAaBIIAIOTCS JEIOTPOU3BOAUTEIIEM;

OTIMCh BEJIETCS B €IMHOM BaJIOBOM HyMepally B TeUEHUE HECKOJIBKUX JIET;

Ha JieJla C UCTEKIIUM CPOKOM XPAaHEHUS COCTABIIAETCS aKT 00 YHUUTOXKEHUH;

110 OKOHYAHUU JeJIONPOU3BOACTBEHHOTO roja B JIOY npousBoautcs oT60p JOKYMEHTOB
MIOCTOSIHHOTO CPOKa XpaHEeHHs Ui BKIIOYEHHs UX B OMUCh. ONMUCh COCTOUT U3 T'OJ0BBIX
pa3nenoB, BHYTPU Toja Jejia pacrlojaralorcs IO CTENEeHH 3HAYUMOCTH C y4eTOM
HOMHUHAJIBHOTO NPUHIHKIA (B COOTBETCTBUH C HOMEHKJIATYPOH YUPEKICHHU);

OTMHCHU COCTAaBJISIOTCS pa3[elibHO Ha JieJla TOCTOSIHHOTO XpaHEHUs 10 OCHOBHOM
JeSITeIbHOCTH U Ha JieJia 10 JTJUYHOMY COCTaBy;

OTIMCH COCTAaBIISIIOTCS CEKPETapeM.

1.5. /lena epemennoco xpanerus opopMIISIOTCA YIPOIIECHHO: OHU HE MOALINBAIOTCS, JTUCTHI B HUX
HE HYMEpYIOTCs, yTOUHEHHE Ha O0JIOKKaX He MPOU3BOJAUTCS, OMHMCHU HA Jieja HE COCTaBISIOTCS,
y4eT BeAETCS M0 HOMEHKIIAType JIe.

8.1. JloxyMeHTHI

8. YcioBusi XpaHeHusi JIOKYMEHTOB B apXHBe
apxXuBa XpaHATCS B apXMBOXPAaHWIHIIE JONIKOJBHOTO 00pa3oBaTeNbHOTO

YUPEKICHUS.
8.2. He nomyckaercst pa3MelieHre apXruBa B OJBAIBHBIX U YepAaYHbIX IOMEIIEHUAX JETCKOTo caja.
8.3. ApXMBOXpaHWIMIIE JODKHO OBITH yJalleHO OT JaOOpaTOPHBIX, MPOU3BOACTBEHHBIX, OBITOBBIX
MOMEUIEHUH U He UMETh OOIIMX C HUMM BEHTHJIALIMOHHBIX KaHAJIOB. APXMBOXPAHMWIMILE OTAETSETCS
OT COCEIHMX IOMEIEHNUN HECTrOpacMbIMU CTEHAMHM M NEPEKPBITUAMU C IPEJEIaMHU OIHECTOMKOCTH
HE MEHee JIByX 4acoB. B apXuWBOXpaHWIMIIE HE JOIMYCKAeTCs MPOKIaaKa TPyO BOJOCHAOKEHUS U
KaHAJIN3aLUH1, TEXHOJOTUYECKUE UM OBITOBBIE BHIBO/IbI BOBI.
8.4. ApXMBOXpaHMJIMILE JOJDKHO HMETh €CTECTBEHHYI0 MM HCKYCCTBEHHYIO BEHTUIALMIO,
00eCTeynBaroIyI0 PELUPKYIISAIHIIO BO3/1yXa, CTAOMIBHOCTh TEMIIEPATyPHO-BIAXKHOCTHOTO PEKUMA.



8.5. Bce mocrynaromue B apxuB JIOY 1OKyMEHTHI pa3MeUIalOTCS B apXWBOXPAHWJIHMINAX Ha
CTallMOHAPHBIX W/WIN TEPEIBIKHBIX METAUTMYECKUX CTEIJIaKaxX, B METAIMYECKUX MIKadax WIn
KOHTEHHEPAX.
8.6. Cremtaxu JOJDKHBI ObITh YCTAHOBJIEHBI NEPIIEHAUKYISPHO CTEHAM C OKOHHBIMU IIPOEMAMH, a B
MOMEIIEHNH 0e3 OKOH - C Y4eTOM OCOOCHHOCTEW momenieHus u obopymoBanus. He momyckaercs
pa3MelleHne CTeIIaXel BITIOTHYIO K HApY>KHBIM CTEHaM 3[JaHHUS U K HICTOYHUKAM TeIUIa.
8.7. PaccranoBka cremnakeii W 1mKadoB OCYHIECTBISETCS B COOTBETCTBHHM CO CICAYIOIIUMHU
TpeOOBAHUSIMU:
*  paccTOsiHHE MEXJy psaaMu cTeuiaxel (r1aBHbIM npoxona) — He MeHee 120 cm;
* paccrosiHue (ITPOXOa) MEXKIY CTEIUIaKaMU — HE MEeHee 75 cMm;
* paccTOsiHHE MEXJY HapyXHOU CTEHOW 3JaHUs U CTeJUIaKaMH, MapajljielIbHbIMU CTEHE — HE
MeHee 75 cM;
*  paccTOsiHHE MEXJy CTEHOM U TOPLOM cTesuiaxa Win mkada (00xon) — He MeHee 45 cM;
* paccTOsHHE MEXJy IO0JIOM M HI)KHEW MNoJKoM cremnaxa (mkada) — HE MeHee 15 cm, B
IIOKOJIBHBIX dTakaX — He MeHee 30 cMm.
8.8. IlpoTuBOmoOXapHBIH pPEKUM B apXUBOXpaHWIMIIAX, Tae pa3memaercs apxuB OV,
yCTaHaBIMBAETCS B COOTBeTCTBUM C IlpaBmnamm nporumBomoxkapHoro pexuma B Poccuiickont
®enepaunn ot 16 centsaops 2020 roga Nel1479.
8.9. ApxuBHBIE TOKYMEHTHI CIIEYEeT XPaHUTh B TEMHOTE.
8.10. 3amuTa JOKYMEHTOB OT JEMCTBUS CBETa 00eCIIeYnBaeTCsl XpaHEHHEM JTIOKYMEHTOB B KOPOOKax,
Mamnkax M rneperierax, B mkadax Wik Ha cTejiakax 3aKpbITOTO THIIA.
8.11. EcrecTBeHHOE OCBENIEHME B apXMBOXPAHWIHILE JOMYCKAETCS MPHU YCIOBUM NPUMEHEHHS Ha
OKHax CBETOpacceuBaTesieil, PEeryasTOpPOB CBETOBOTO IMOTOKAa (CHEIUAIbHBIX CTEKOJ), 3allUTHBIX
(GWIBTPOB U MOKPHITHIA, JKATFO3H.
8.12. JIns HICKyCCTBEHHOTO OCBEIIECHUS MPUMEHSIOTCS JIaMITbl HAaKaJIMBaHHS B 3aKPBITHIX T1adoHaAX C
IJ1aJKOM MOBEPXHOCTHIO.
8.13. B _apxuBoxpaHuIMIIE Ul XpaHEHUs] JTOKYMEHTOB YCTaHABIMBAIOTCS CIEAYIOUIUE MapaMeTphl
TEMIIEPATYPHO-BIAKHOCTHOTO PEKUMA!
* I XpaHEHHS JOKYMEHTOB Ha OymMakHOM HocHuTene — tremreparypa 17-19°C, otHocuTenpHas
BIIAXKHOCTH Bo3ayxa — 50-55%.
8.14. Ilomemenus apxuBa JOMIKOJBHOTO 00pPa30BaTEIBLHOTO YUPEKICHHS JOHKHBI COJCPKATHCA B
YHCTOTE, B YCIOBUAX, UCKIIIOYAIOIINX BO3MOKHOCTh MOSBIICHUS TJIECEHU, HACEKOMBIX, TTBLJIH.

9. 3ak/04uTeIbHbIE MOJI0KEHHUS
9.1. Hacrosimee Ilonoxkenue 00 apxuBe SBiSETCS JOKAJbHBIM HOPMATHUBHBIM  aKTOM,
npuHuMaercs Ha OOmiemM coOpaHuy pabOTHUKOB JIOIIKOJIBHOTO 00pa30BaTEIbHOIO YUPEXKICHUS U
yTBepkaaeTcs (1ubo BBOAUTCS B AcicTBUE) 3aBeayronum JJOVY.
9.2. Bce m3MeHeHMs M JAOIOJIHEHUS, BHOCHMMBbIe B Hacrtosmiee llomoxenue, ogopmisiorcs B
MUCBMEHHOW (opMe B COOTBETCTBHHM JCHCTBYIOIIMM 3aKOHOJATENbCTBOM Poccuiickoit
Oenepanuu.
9.3. Tlonoxenue 06 apxuBe JOY mnpuHMMaeTcs Ha HEONpeAeTeHHbIH Ccpok. V3MeHeHus u
nononHeHus K [loyojkeHrIo MpUHMMAKOTCA B TOpsAIKe, mpeaycMorpeHHoM 1.9.1. Hacrosiiero
[Tonoxenwus.
9.4. Tlocne npunsatus llonmokeHus (WM W3MEHEHUW W JIOMOTHEHHWH OTIENbHBIX MYyHKTOB U
pa3aenoB) B HOBOM peqakIliy MpeablIyIias peJakiius aBTOMAaTUYECKH YTPAauYuBaEeT CHITY.
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