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[Tonoxenne o6 apxuse B /IOY

B MBJ/IOY «Jlerckumii can Ne26 «3onotas puioka»

1. O6nine noaokeHus

I.1. Hactosmee [lonoxenne paspaborano Ha ocHoBanuu [IpumepHoro momoxenwus of apxupe
OpraHH3allHH, YTBepkKIeHHoro npukazoM PejaepanbHOro apXMBHOro areHrcTsa No 42 ot 11
anpens 2018 roga ¢ HaMeHeHusaMu Ha 9 Mas 2021 mast, B coOTBeTCTBHH ¢ (DeiepaibHEIM 3aKOHOM
Ne 273-®3 ot 29.12.2012 roaa «O6 obpazoBannu B Poccuiickoii Mefepaliniy» ¢ HIMEHEHHAMH Ha
16 anpens 2022 roaa, Ilpukazom Munkyastypst Pocenn ot 31.03.2015 Ne 526 "O6 yreepkiaeHun
NpaBH/l  OpraHM3alMH  XpaHCHHS, KOMIUIEKTOBaHHA, Y4eTa M MCNOJb30BAHHA JOKYMEHTOB
ApxusHoro donaa Poccuiickoii dejiepauni W ApYrHX ApXHBHBIX JOKYMCHTOB B OpraHax
rOCYIapCTBEHHON BIACTH, OPraHaX MECTHOIO CaMOYTIPaBIECHHA M OpraHM3ammax”, YcTaBoM
MBJ/IOY No 26 «3on01as phibka».

1.2. Jaunoe Mozokenne o6 apxiBe IETCKOro caja OmpelenseT cOCTAB TOKYMEHTOB apXHBa M
VCIIOBHMS MX XpaHeHMs, YCTaHABIMBAeT 3aJa4l, HasHaueHHe U (YHKUMH apXHBa, periaMeHTHpYeT
JACATCABHOCTD JIMLA, OTBCTCTBEHHOTO 3a BCACHHC apXHBa B JOWKOJAbHOM 0Opa3oBaTCIbHOM
VHPEKICHHH.

1.3. B cBoeil 1eATenLHOCTH apXHB JETCKOrO caja pykoBoAcTByeTcs PenepanbHBIM 3aKoHOM No
125-03 ot 22.10.2004 rona «O6 apxusHoM aene B Poccuiickoii Meaepaurn» ¢ H3MEHEHHAMH Ha
11 mions 2021 roja, HopMaTHBHBIMM NPaBOBbIME akTaMH Poccuiickoit Megepaunn. cydbbekTa
Poccuiickoit Meaepauun B cdepe apXHBHOTO Jela M JEMOTPOH3BOACTBA, JOKAILHBIMH
HOPMaTHBHBIMM aKTaMH JAOLIKOMBHOTO 00pa3oBaTeNbHOTO YUpPekKIeHHA.

1.4, Jlokymentsr JJOY Ne 26, uMmelomHe HcTopuveckoe, KY/IbTYPHOE, Hay4yHOe, COLMAIbHOE,
IKOHOMHYUECKOE H MOJIHTHYECKOE 3HAYEHHE, COCTABIAKT IOCYIapCTBEHHYHO 4acTb ApPXHBHOIO
donna Poccuiickoit Menepaunu, sBIAOTCS COOGCTBEHHOCTBIO TIOCYIapcTBa M MONJIEKAT
NIOCTOSHHOMY XpaHeHHIO B rocyjapcTBeHHBIX apxuBax Poccuiickoii ®enepamin. [o nepenaun Ha
TOCYJapCTBEHHOE XpaHEHHE J[aHHbIE JOKYMCHTBl BpPEeMEHHO XpaHATCS B JOIIKOIBHOM
0bpazoBaTeIbHOM YYPEKICHUH.

I.5. B JIOY No 26 nna xpaHeHus DoKymeHTOB ApxuBHoro ¢doxga Poccuiickoi Penepauun u
3aKOHY€HHBIX J€J0TIPOH3BONCTBOM JMOKYMEHTOB IPAKTHHECKOr0 Ha3HaYeHMA, HX OTOOpa, yuera,



WCTIONBE30BAaHWS H TIOJATOTOBKH K TIepejaye Ha rocy1apcTBEHHOE XpaHEHWE CO3/1aeTCs apXHB.

1.6. ApxuB co3JaeTcss Kak CaMOCTOATEIbHOE TMNOApa3de/IeHHe, BO3IVIABAAEMOE JIHIIOM,
OTBEICTBEHHBIM 32 Be/leHHe apXMBa  COIJIACHO  JIpUKaly  3aBelIOHEero  JOMKOJbHBIM
obpazoBaTenbHBIM YUPEKIASHHEM,

1.7. YupexaeHue JOIIKONBHOTO 00pa3oBaHUa 0becrieuHBaeT apXHB HEOOXOAUMbIM MOMEIIEHHEM,
obopynoBaHHeM H KaJpaMH.

1.8. JlomkonsHoe oOpasoBaTenbHOe YupekdeHHe obecrneyuBaeT COXPaHHOCTh, y4eT, oTOOp.
VIOpsloYeHHe MW HCMOoNb30BaHHe JOKYMeHTOB ApxuBHoro ¢onza Poccuiickoit ®eaepaiunuu,
obpasylolMxca B ero jesrelbHocTH. OdecnieddBaeT CBOEBPEMEHHYIO Nepeady 3THX JOKYMEHTOB
Ha rocyJ1apcTBCHHOC XPaHCHHC.

1.9. Bece paGotbl, cBA3aHHBIE C MOIrOTOBKOH, TPaHCNOPTHPOBKOH W nepejadeil apXHBHBIX
JOKYMEHTOB, MPOH3BOAATCSA CHIIAMH H 3a CUeT JeTCKOro caia.

1.10. 3a yrpary u nopuy gokymeHToB ApxusHoro ¢onaa Poccuiickoit ®egepauun J0MKHOCTHbIE
Jmua JIOY Ne 26 HecyT 0TBETCTBEHHOCTh B COOTBETCTBHH € JeHCTBYIOIIUM 3aKOHONATEIbCTBOM,
[.11. ApxuB jcrckoro caja paboTacT COIZIACHO TMUIaHy, YTBCPKAAcMOMY  3aBCAYIOIIHM
AOLIKOAbHBIM 00paz0oRaTENbHbIM YYpPEKISHHEM W OTYUTLIBaeTCs repesl HHM B cBoeii padoTe.

1.12. KoHTponb neaTenbHOCTH apXuBa ocyuiecTsAeT 3apenyrommi JIOY, a B ero orcyrcTBHH —-
HCTIOTHAIONIHH 0043aHHOCTH 3aBeIyIOLIETO.

2. CocTas 10KYMEHTOB APXHBA
2.1. B apxug JIOY nocrynator:

* 3aKOHYEHHbIE [EeJ0NPOU3BOIACTBOM YUPEKAEHHA JOKYMEHTHI MOCTOAHHOIO XpaHeHHd,
obpa3oBaBIMecsi B  JeATeJBHOCTH CTPYKTYPHBIX MNoOJApa3fefeHHii, AOKYMEHTLI
BpeMeHHoro (cpimue 10 jger) cpoka XpaHGHHsS, HeoOXO[MMble B MpaKTHYECKOH
AeATeILHOCTH, JOKYMEHTHI 10 KaapaM H BOCITIHTAHHHKaM;

*  JOKYMEHTH MOCTOAHHOrO XpaHeHMs M MO JHYHOMY COCTaBY OpraHH3aluii-
NpeAIECTBEHHHKOB (IIPH UX HAJTHYHH),

*  JHyHble GOHABI BeAYLIMX pabDOTHHKOB J€TCKOro cafa (NpH UX HalH4HH),

* cnykeOHBIE U BeJOMCTBEHHbIC H31aHHA;

* CIpPaBOYHO-TIOHCKOBBIE CpeAcTBa K JOKYMEHTaM H YYeTHbie JOKYMEHTbl ApxHBa
IeTCKOro caja.

2.2. Cpokn XpaHeHHs TOKYMEHTOB B apXHBe JOLIKOIBHOTO 00pa30BATENbHOIO YYPEKAEeHHA
ONPEICIIAOTCH COTJIACHO CPOKaM, YKa3aHHBIM B YTBepAKIeHHOH HOMEHKIATYpE O,

3. 3apaum apxusa 1OV
3.1. OCHOBHEIMH 3aJaYaMH apXHBA ABISIOTCA:
* OpraHM3amHsA XpaHeHWs DOKYMEHTOB, COCTaB KOTOPBHIX MNPEIYCMOTpPeH pasnenom 2
HacTosnero [Momoxenus;
* KOMIUIEKTOBaHWE apXuBa JOKYMeHTaM¥, oO0pa3oBaBIIMMHCA B  JCATEIBHOCTH
VYPEKAEHUA, OCYILECTRIAIOWETO 0OPAZOBATENbHYI) Aest 1€ILHOCTD,
*  yyeT, obecneyeHne COXPaHHOCTH, CO3/laHHe Hay4YHO-CIIPABOYHOTO anmapara,
*  HCMONb30BaHHE TOKYMEHTOB, HAXOJALMXCA Ha XpaHeHuu B apxuse JIOV,
* TOArOTOBKA M CBOEBPEMEHHas repefava JOKYMEHTOB ApxuBHoro ¢onna Poccuiickol
(Menepallid Ha MOCTOSHHOE XpaHeHHE B FOCYapCTBCHHBIN (MYHHLIMNAIbHbIH ) apXHB;
*  MeTOIHYECKOe PYKOBOJACTBO H KOHTPOIb 3a (opMHpoBaHHEM U oGOpMICHHEM Iej B
JJIONPON3BOJICTBE JIETCKOro cafla M CBOEBpeMeHHOI nepenadedl HX B apXMB
JMOWKOIbHOTO 00paz0BaTeNbHOTO YYPeKISHHUA.

4. DyHKUHH APXHBA

B coOTBeTCTBHH ¢ BO3MOKCHHBLIMY 337a49aMH apPXHB OCYIICCTBIACT CACAYIONHE DYHKUNN:

4.1, OpranusyeT mpHeM IOKYMEHTOB MOCTOAHHOTO H BpeMmeHHoro (cseiue 10 ner) cpokos
XpaHeHUs, B TOM YHCIIe TI0 KajJpaM M BOCTIMTAaHHHKaM, obpasoBaBmIHXcs B geatebHocTH IOV,
B COOTBETCTBHH C YTBEPAJIEHHBIM I'padmKOM.

4.2. ObecneynBaeT COXPaHHOCTh M BEIET YYeT JOKYMEHTOB W (POHNOB, HaXONALIMXCHA Ha
XPAHCHHH B apXHBC JOLIKOIBLHOTO 00pa3oBaTC/IBHOIO YUPCHUICHHA.

4.3. llpeactaBaseT B rocynapcTBeHHBI (MYHMUHMANbHbIH) apXMB y4eTHble cBeleHH 0O




o0beMe M cocTaBe XpaHALIMXCA B apXMBe AETCKOro caja JOKYMeHTOB ApXHBHoro (oHNa
Poccuiickort ®enepaumn W APYrHUX apXMBHBIX IJOKYMCHTOB B COOTBCTCTBHM € IOPAILKOM
rocyaapcTBEHHOTO y4eTa T0KYMeHToB ApxuBHoro donna Poccuiickoit denepaunn.

4.4. CucteMaTHIMPYET M pasMeluaeT JOKYMEHTBI, TIOCTYNaKwimie Ha XpaHeHne B apxus JOV,
obpa3oBaBliHecs B XO/C OCYLUSCTBICHHA AeATE/IbHOCTH Y4PeKICHHA.

4.5, PaspalatrbiBaer rpalpuky npeicraBieHns onuceil Ha pacCMOTPEHHE 3KCNECPTHO-NPOBEPOYHOM
KOMHCCHM W nepeaayud 10KyMeHToB ApxusHoro ¢orna Poccuiickoii Denepanun Ha XpaHeHHe B
roCYIapcTBEHHBIH (MYHHIMTIANBHBINA) apXUB.

4.6. OcymecTraseT NOArOTOBKY U NpeCcTARIAET:

* Ha pacCMOTPCHHC M corjacosanuc 3rcneptHo wommecuu JOY onmen aca
MOCTOAHHOTO XpaHeHUsA, BpeMeHHbIX (cBbiic 10 1eT) cpokoB XpaHCeHHUS, B TOM 4HCTe
110 KaapaM H BOCIIHTAHHHMKAM, & TaKyKe aKThl O BLLICJCHHUH K YHHUTOKECHUIO apXHBHbIX
JNOKYMCHTOB, HC MOANEKAIMX XpaHeHHI, akThl o0 yTpaTe JAOKYMEHTOB, aKThl O
HEHCTIPaBHMBIX MOBPEKACHUAX APXMBHBIX JOKYMEHTOR;

*  HQ  yTDepiKIelHe OSKCHepTIo-Nponepoviioll KOMHCCHH YROMIOMOUENIIOro oprala
HCTIONHUTEILbHON BracT cyObpexTa Poccuiickoii Penmepaiin B cepe apxuBHOro Aena
(manee - ITIK apXHBHOTO Y4YpeXKACHHA) ONUCH e/ [IOCTOSHHOTO XPaHeHH

* Ha cornacopanue IIIK apxuBHOro yupexaenns cydwvekta Poccuiickoit ®eaepauun
(MyHMUHMNaZIbHOrO  apxuBa), B cly4ae HaJleJleHHS €ero COOTBETCTBYIOIIHMH
NOIHOMO'THAMH, OMHCH Ae/ NO JH'THOMY COCTABY;

* Ha cornacosanuc DIIK apxusHoro yupexacuus cydnekra Poccuiickoit ®eacpaunu
(MYHHUMMNAJBLHOIO apxHuBa), B CiIy4yae HaJeleHHd €ro COOTBETCTBYIOLIMMH
MOTHOMOYHAMH, aKThl 00 yTpaTe AOKYMEHTOB, aKThl O HEMCIIPABHMEIX MOBPEkKIEHHAX
apXMBHbLIX JOKYMCHTOB;

* Ha yreepxleHue 3apeayrouteMmy JIOV ommcH fen MOCTOSHHOTO XpPaHEHHH, ONMCH
BpeMeHHBIX (cBpine 10 71eT) cpokoB XpaneHus, B TOM HMCIe OMMCH e MO KagpaM M
BOCMMTAHHHKAM, aKThl O BBIICJICHHH K YHWYTOKEHHIO apXMBHbLIX [OKYMEHTOB, He
NOANEKAIIMX XPaHECHHIO, aKTbl 0D yTpaTe JOKYMEHTOB, AKThI O HEHCTIPaBHMBIX
NOBPeKICHUAX apXHBHLIX JOKYMCHTOB, yTBepiKIeHHBIe (coriacoBaHHsle) DIIK unm
rocy1apcTBeHHBIM apxuBom cydbexta Poccuiickoit Memepaumy (MyHMUMNATLHBIM
apXHBOM) B CTY1Iae Ha/le/ICHHA ero COOTBETCTRYIOIMMH MOTHOMOTHAMH.

4.7. Opranusyer nepeuayy JOKYMeHTOB ApxuBHoro ¢onaa Poccuiickoi ®eusepaunu Ha
MOCTOSHHOE XPaHCHHUE B IroCyapCTBEHHBIH (MYHHIIMNAIBHBIH) apXHB.
4..8. Opranu3yeT U NMPOBOJHT IKCNCPTU3Y LUCHHOCTH JOKYMEHTOB BpeMeHHBIX (cBbime 10 mer)
CPOKOR XPAHCHHUS, HAXOMAIUXCA Ha XpaHeHuu B apxupe JIOV B uenax orhopa 10KyMeHTOB 1ns
BKTIOYEHHA B cocTaB ApxuBHoro ¢onma Poccuiickoit ®Pemepaumu, a TakkKe BbIABICHHA
HAUKYMEH LOH, HE HOWICHKA LN A&JIbHUﬁLﬂBMy APaHEHHUK).
4.9. YyacTsyer B paboTe 3KCEPTHOH KOMHCCHH JOWIKOILHOIO 00Pa30BaTENILHOIO YUPEKIACHHUS.
4.10. TIpoBOAUT MEpONPHUATHS MO 0OecreYeHHId COXPAHHOCTH JOKYMEHTOB, HaXOJIAUIMXCA Ha
xpanenuu B apxure IOV,
4.11. Opranusyer undopMHpoBaHHe aJMHHHCTpauWH M pabortHukoB JIOV o cocraBe u
CoAep/KaHWH IOKYMEHTOB apXuBa yupeKICHHA.
4.12. UndopmupyeT nomb3osaTeNneH Mo BOMPOCAM MECTOHAXOKICHHS aPXHBHBIX JOKYMEHTOB.
4.13. OpranusyeT Bblaa4uy JOKYMEHTOB H el A1 paboThl B YHTANLHOM 3al¢ WIH BO BPEMEHHOE
NONE30BaHHeE.
4.14. HcnoanrseT 3anmpockl MONMb3OBATENCH, BbLIAeT APXMBHBIE KOMNMH JOKYMEHTOB, ApPXMBHEHIE
BBITTHCKH W apXHBHBIC CIIPABKH.
4.15. Bedet yuer HCMoab3soBaHus J0KyMeHTOB apxuea [JOVY,
4.16. Co3naet (hoHA MONB30BaHHA apXHBa JIETCKOro cala W OPraHU3yeT ero UCMo/Ib30BaHHE,
4.17. OcyuiecTBAfCT BEACHHE CIPABOYHO-IOHCKOBRIX CPEICTB K A0KYMeHTam apxusa JJOV.
4.18. Co3naer, MOMONHAST W COBEPLUCHCTBYET HaYYHO-CTIPABOYHBIH anmapart K XpaHSIIHMCS B
GPXHBC ACIaM M AOKYMCHTAaM.
4.19. YuacTByer B pa3paboTKe NOKYMEHTOB YUpekKISHHs MO BOMpocaM apXHBHOro fdejia H
11€10TIPOU3BOICTRA.
4.20. Oka3bIBaeT METOAHYECKYIO TIOMOLIb:

* cayxbe genonpoussoactsa JOY B cocTaBneHHH HOMEHKNATYpHl A€, GOPMUPOBAHHMH




H OhOPMICHUH J1eT, KOHTPONHpPYET MPABHILHOCTS (opMupoBanus W OpopMICHUS en B
ACIOTIPOH3BOACTBE;
* CTPYKTYpHbIM moapasneneHusM W pabotHukam JIOY B monrotorke NOKYMEHTOB K
nepejale B apXUB JETCKOTO caja.
4.21. Y4acTByeT B poBeleHUMN MEPONPHATHH MO MOBBILEHIIO KBATHHKALHH paGOTHIKOB apxusa
M Ciy#Obl 4€A0NPOH3BOACTBA AOLIKOIBHOTO 00pa30BATENLHONO YYPekKACHNUS.

S. Ilpasa apxuBa
L9 BRIMONHEHNA ROIOKEHHRIX 3014 1 vkt THIO, OTReTCTREHHOE 32 APXHR. UMeEeT IPARO:
5.1.  IlpeactaBaarh SaBCAYIOWICMY  JOIIKONbHBIM  O0pasoBaTCIbHBIM  YYPCAKICHHCM

NIPEATIOKCHHA N0 COBEPLUCHCTBOBAHHIO OPraHH3allMM XPAHCHHS, KOMILTEKTOBAHMA, ydyeta M
HCNIOTB30BAHMA apXHBHBIX JOKYMEHTOB B apxuse OV,

5.2. KoHTponuposaTh BHINOIHeHHe YCTaHOBJICHHBIX MpaBHl paboTel ¢ JOKYMEGHTAMH B
CTPYKTYPHBIX MOAPA3NENCHHAX YUPEKICHHS.

5.3. 3anpawupaTty, ot CTPYKTYPILIX noapasaeaeinii u pabotimkon [0V cpenenna, neobxonunvie
Ans pabOTHI aPXMBA, C Y4eTOM 0GCCIICYCHHA BHITIOMHEHUS Beex BO3JIOKEHHLIX Ha apXuB 3aJa4 u
(OYHKIDA.

5.4. JlaBaTh pa3bfACHCHHA W PEKOMEHIALMH MO BOIIPOCAM, BXONALIMM B KOMIIETEHUMK apXxupa
AOUIKOIBHOTO 06pa30BaTEIBHOTO YUPeKACHHS.

3.5. Undopmuporats cTpykTypHLic MOAPA3ACASTIHA JeTCKOTO caga 0 HeoOXOAMMOCTH nepeaar
AOKYMCHTOB B apXHB B COOTBCTCTBHH C YTBCPIKACHHBIM rpadHKOM.

5.6. [lpunuMath y4acTHe B 3acelaHMsx IKCTICPTHOH KOMHCCHM YUPEKICHHS, a Takke B
IKCIIEPTHO-NPOBEPOUHOH  KOMHCCHH  YNOTHOMOYEHHOTO OPraHa HCMOJHHTEIbHOMN BJIACTH
cybsexta Poceniickoii Denepaunnu B chepe apXUBHOTO jeJ1a,

6. OTBeTcTBEHHOCT 30 ¢ynkunonnposanne apxusa
6.1. HasnauenHoe npukaszom 3asenyrolero JJOVY 1uio, 0TBETCTBEHHOE 3a BeJeHHe apXHBa, HeceT
MEPCOHAIBHYIO OTBETCTBCHHOCTD 34;

* BbIIONHCHHE BOJNOKEHHBIX Ha apXMB 3ama4 W (YHKUMHA B COOTBETCTBHH ¢
ACHCTBYIOIMM 38KOHOZaTeILCTBOM Pocenitckoit Menepaunu;

* OpraHusaiiio paboThl apXWBa, CBOEBpPEMeHHOE M KBATH(UIMPOBAHHOE BLINOJIHEHHE
MIPHKA30B, PACTIOPSKEHHH, LIOPYYCHUIT BBILICCTOSIIEIO PYKOBOACTBA, ACHCTBYIOLMX
HOPMATHBHO-NIPABOBBIX AKTOB [10 CBOEMY MPOGHIIIO AeATEILHOCTH,

* PauMoHAibHOE M I(P(CKTHBHOC HCMONLIOBAHWE MATEPHAIBHBIX, bHHAHCOBBIX M
KAZPORKIX PECYPCOR;

* COCTOAHHE TPYACBOH M MCTIONHMTENLCKOH JHCLMILIMHBI B APXMBE, BBITOJHCHHE CBOMX
DYHKUMOHAILHBIX O0A SUHHOCTEH;

*  cobmoficHHe TIPaBHJI BHYTPEHHEro pacnopsiika, CaHMTApPHO-TNPOTHBOAMHAEMHUYCCKOIO
PEKUMA. TPOTHBONIOKAPHOH HE30MaCHOCTH H TEXHHKH 5e30MacHOCTH:

*  RETeHUC OKYMCHTaITHW. NPENyCMOTPEHHON nefCTRYIOIAMK HOPMAaTHRHO-TIPARORKIMH
AOKYMEHTaMH;

* TpCAOCTaBICHHE B YCTAHOBICHHOM TOPAAKE ACCTOBEPHON CTATHCTHYECKONW H HHOM
HHPOPMALIUU O JCATETBHOCTH apXuBa;

* TOTOBHOCTbL apXHBa K paboTe B YCIOBHAX Upe3BbI4aiiHbIX CHTYaLMIT.

6.2. OTBeTCTBCHHBIE 3a BeleHMHE ACTOTIPOH3BONICTBA, NOIrOTOBKY M Npe/cTaB/ICHHe T0KYMEHTOB
Ha XpaHeHHEe B apXUB, Ha3HavaoTCs 3aBeayrownm 1OV,

7. Kommaexkrosanue apxusa

7.1. llofroToBka NOKYMEHTOB K Mepeaaue B ApXHB JIOIIKOIBHOTO 00pa30BaTENLHOIO yupexkIeHus
BKITIOHACT SKCNEPTHIY HAYYHOH M MPAKTHHECKOH IEHHOCTH IOKYMEHTOB, opopmieHne men,
COCTARJICHHE OTTUCH.

7.2, DKenepTH3a HCHHOCTH JOKYMCHTOB:

* OKCNCPTH3A LUCHHOCTH JTOKYMCHTOR — ONpENe/CHHE LEeHHOCTH JOKYMEHTOB C LENhio
0TOOpa MX HAa XPAHEHHC M YCTAHOBIEHHC CPOKOB XPaHCHHA. IKCTICPTHIY LUECHHOCTH
AokyMeHTOB B JIOY ocviliecTBiseT nocTosHHO AeHCTBYIOMAN IKCIIEPTHAS KOMHCCHS !

* OKCNCPTHAdA KOMHMCCHA HasHauaeTcs npmkasoMm 3asedyiomero JAOVY. B  cocras



IKCIICPTHOH KOMHCCHH BKIHOYAIOT HE MCHEE TpeX COTPYAHHUKOB, B TOM YHCIE B
o0f3aTeIbHOM MOpSJKe THIO, OTBETCTBEHHOE 3a BeleHHe apXuBa AETCKOro caja.
CekpeTapeM HKCNepTHOH KOMHCCHM HazHavaloT cekperaps JIOY. DkeneprHas KoMHCCHA
Ha 73acellaHUAX pacCMaTPHBAET: HOMEHKJIATYpY Jen JeTCKoro caja, OfNUCcH Jen
MOCTOSHHOIO XpaHeHHs W M0 JIMMHOMY COCTaBY, aKThl Ha JOKYMEHTbI, BbIIE/IAEMbi€ K
YHHUTOKEHHIO.

7.3. Odopmaenne gem:

s dend NOCMOAHNO20 XPaHeHs TIONIIHBAIOTCA B TBEPAYIO ODIOKKY NMPOYHBIMH HHUTKAMH.
JIMeTel HYMepyloTcd B NpaBOM BepXHeM YTIy TNpocThiM KapanmamwoM. KomwdecTso
JTHCTOB B Ka’0M Jeie He Jo/okHo npesbiiate 250, B KoHuUe Jici1a Ha OTHCABHOM JIHCTE
COCTABIIACTCA 3aBEPUTENIbHAN HALITUCD;

* Ha 0DN0XKKe Je/1 MOCTOSHHOIO XpaHEeHHS AOJDKHbI OBITh NMPOCTaBJICHBI ClAEAVIOLIHE
PEKBU3HTHI: MOJTHOe HAWUMEHOBAHWe BBIeCTOALIeH opraHH3aluH, HanMeHoBaHHe JOVY,
HoMep (WHIOeKC) Jena Mo HOMEHKIAType, 3arofloBOK JeNla, KONWYeCTBO JIHCTOB. CPOK
XPaHCHHA HIH OTMCTKA «XPaHUTh IMOCTOAHHO», HOMep (boHa, OnucH, Jcia;

* 10 OKOHYAaHWH JIeJIONPOH3BOJACTBEHHOIO rofa B odopMiIeHHble OONOKKH  fen
NIOCTOAHHOTO XPAHEHHA BHOCATCA HEoOXOAMMble YTOMHEHHMA: B 3arojloBKH Jen,
cofepiKallldX pacnopsauTesbHble NOKYMEHThl (IIPHKa3bl, MNPOTOKOMbI), BHOCATCH
HOMEpA; €CJIH 1el0 ¢ MEepernucKoil COCTOHT W3 HEeCKOJIBKHX TOMOB, B KaXIOM TOMe
YKa2LIBaeTCA KOpPpPecNoHOEHT, aBTOp, TeppHTOpPHA, Apyrie NaHHble. B kakaoM ToMme
yKasbIBaeTCA fara (4MCI0, Mecdll, rojl) Havyalna W OKOHYaHHA JaHHOrO ToMma. TouHbie
NaThl  MMPOCTABAAIOTCH HA O0ONOKKAX A1 OBICTPOro rMoucka JOKYMEHTOB B
Nocie1yroleM; H3 3aBepHTeIbHON HaANMCH Ha 0O0XKKY Nie/1a BRIHOCHTCA KOJHYECTBO
JHCTOB B lene;

* HaImMcH Ha OONOXKKaxX 1el MOCTOSHHOIO M JONTOBPEMEHHOrO XpaHeHHs clelyeT
MPOH3BOIHTE Y€TKO, CBETOCTOHKHMH YepHHIAMH:

* 1014 ydyeTa KOJIHYeCTBA NHCTOB B Jelle M (pHKCAUMH OcoDeHHOCTeH WX HyMepalWH Ha
OTAeILHOM JTHCTE COCTABIAETCS 3aBepHTeNlbHas HallTNCh;

* B 3aBEPHTEIBHOH HAIIHCH YKa3blBaeTCH KOJIMYECTBO JMCTOB (LUHppaMH M NPOIHCHIO) B
Aene. 3apepuTebHAs HAAMHCh MOJMMCHIBAETCH COCTABHTENEM C YKa3aHHEM €ro
JAOIKHOCTH U NaThl COCTABICHUS;

*  BHYIPEHHAA OIIMCh COCTABIAETCA K JeaM MOCTOAHHOIO H JONToBpeMeHHOro (cBbie 10
JeT) cpoKa XpaHeHHs, cPopMHUPOBAHHLIM IO Pa3HOBHIHOCTAM JOKYMEHTOB, 3aroIOBKH
KOTOpPLIX He PacKphlBaloT KOHKpeTHoe coJepikaHHe JOKYMEHTOB (ocobo IEHHEIE,
MUYHBIE Jena U ap.).

7.4. OnucaHne TOKYMEHTOB MOCTOSHHOIO CPOKA XPAHEHUA:

*  OUMCH COCIaB/BIICA paslellbHO Ha Jdea [IOCTOAHHOTO XPAHEHHA 110 OCHOBHOM
AesTe/IbHOCTH U Ha JeJIa 10 JIUYHOMY COCTaBy;

*  OIHCH COCTaBIAIOTCA NEeIONPOH3BOIUTENICM;

* OMWCH BemeTcs B eTHHOI BANOBOI HyMepallHH B Te4eHWe HeCKOTLKHX JTeT;

* Ha Jena ¢ HCTEKIUHM CPOKOM XPaHEHHs COCTABIALTCS aKT 00 YHHUTOKEHHH,

¢TI0 OKOHYaHHH JeONpPOH3BOACTBeHHOTO rofa B JIOY npou3BoauTes oT00p JOKYMEHTOB
[IOCTOHHHOI'O CPOKA XPAHEHUA /1A BKIHOYEHUA UX B ONMCh., OIMCh COCTOMT M3 'OA0BbIX
pa3fiesioB, BHYTPH roja jJeNla pacrojaraloTca Mo CTEMeHH 3HAaYMMOCTH € Y4YeToM
HOMMWHA/IbHOTO NIPUHLIMIA (B COOTBETCTBHH C HOMEHKIATYPOH YUpeKIeHHUs):

*  ONWCH COCTABIAIOTCA pa3lelbHO Ha Jiela TMOCTOAHHOTO XPAHEGHUS MO OCHOBHOH
JeATeIbHOCTH H Ha Jelia 1o JHYHOMY COCTaBy:

*  OINHCH COCTABAAIOICH CEKpPeTapeM.

1.5. [lena spemennozo xpanenus opopMISIOTCA YIPOUIEHHO: OHH He NMOJLIMBAIOTCA, IHCTBI B HHX
He HYMEPVIOTCH, YTOYHEeHHe Ha 00J10/KKAX HE NMPOM3BOAMTCA, ONMUCH Ha Jlefla He COCTaB/IAIOTCH,
y4eT BeJleTes N0 HOMEHKaType ae.

8. Yci0BHs XpaHeHHS JOKYMEHTOB B ApXHBe

8.1. JlokymMeHTBI apxHBa XpaHATCS B apXHBOXpaHHIHILlE OLIKOIBHOTO 0Opa3oBaTeNLHOTO
YUpeKICHHA.

8.2. He nonyckaercs pasMellleHHe apxHBa B NOABAIbHbIX M YePAAHbIX ITOMELUEHHsX 1eTCKOTO cala.

U



8.3. ApXHBOXpaHHIHIIe AOKHO OBITH YJaleHO OT J1abopaTOpHBIX, MPOH3BOACTBEHHBIX, OBITOBBD
MOMEIIECHHIT H He UMeTh ODLIHX ¢ HUMH BEHTHISLHOHHBIX KaHANOB. APXHBOXPaHHIIHILE OTACIACTCS
OT COCE/IHAX MOMEIIEHHIi HECrOPaeMEIMH CTEHAMH M TIEPEeKPhITHAMH C TpeNesaMH OrHeCTOHKOCTI
He MeHee JIBYX 4acoB. B apXMBOXpaHWIHIIE He NOMYycKaeTcs NMpoKia/jka TPY® BOAOCHAOKEHHA I
KaHaJiu3aiiii, TeXHOMOTHUECKHE /il OhITOBBIC BBIBO/bI BOMKI.
8.4. ApXMBOXpaHWIHINEe JOKHO HMMETh ECTECTBEHHYH) WIH HCKYCCTBEHHYIO BECHTHBILMIO
oBecneynBaloIyo PELMPKYIILHIO BO31yXa, CTaOHIBHOCTE TEMIIepaTyPHO-BIaKHOCTHOTO PeKHMA.
8.5. Bce moctynatoue B apxuB [JOVY [0KYMEHTE pasMellaloTcsd B apXMBOXPaHHIIHIIAX H
CTALMOHAPHBIX W/HIH TIepe/IBWKHEIX MeTalTMYECKHX CTennmaxax, B MeTaTTHueckux wkadax wm
KOHTCHHCpax.
8.6. Cresuiaky A0KHBl ObITh YCTAHOBTEHBI NEPIEHAHKYIAPHO CTEHAM ¢ OKOHHBIMH IIPOCMaMH, a
MoMelleHHH 0e3 OKOH - ¢ yu4eToM ocobeHHOCTel TomelleHHs u obopyaosanus. He npomyckaerc
pa3MeleHHe cTesiakeH BIUIOTHYIO K HapyKHBIM CTEHaM 3/1aHHA U K HCTOUHHKaM Terlia.
8.7. PaccraHoBka creiiaxei W mwikadoB OCYIIECTBISETCA B COOTBETCTBHH CO CHCAVIOUIWMI
TpcOOBAHUAMI:
*  paccTOSHHE MEKIY pAjaMH cTelTaxkei (rnaBHbli npoxon) — He MeHee 120 ev;
+  paccTosHHe (IPOXO) MEKILY CTe/TaKaMH — He MeHee 75 eM:
¢ paccTosHMe MeXIY HapyKHOH CTeHOH 3JaHuA M CTelUTakaMH, napa/UieIbHBIMH CTEHE — H
MeHee 75 cM:
*  paccTOAHHE Mexc1y CTeHOil H TOpLOM cTeltaka i mkada (0bxox) - He MeHee 45 o
*  paccTOAHHE MKy MOJNOM H HIDKHel Tofkol cTennaka (wkada) — He MeHee 15 owm,
LLOKOTBHEIX ATa)ax — He MeHee 30 oM.
8.8. [IpoTHBONOXKAPHBIH peXMM B apXHBOXpaHMIMIUAX, TAe Ppa3sMellaeTcs apXxHB J1OY
yCTAHABIMBaeTCA B COOTBETCTBMM ¢ [lpaBHIaMu npoTWBOMOXKapHOro pexima B Poccuiicko
(Deepaunn o1 16 centadps 2020 roga Nel479.
8.9. ApXHBHBIC JOKYMENTLI ClIeNYeT XpaHUThL B TEMHOTE.
8.10. 3auMTa J0KYMEHTOB OT AeHCTBHs CBeTa 0OECTIeYHBAeTCs XpaHeHHeM JOKYMEHTOB B KopoOKa:
narkax H rneperierax, B mikaax WIH Ha CTeJUlakaxX 3aKphITOTO THIA.
8.11. YpoBeHb HCKYCCTBEHHOIO OCBEIICHHS B KHHIOXPaHWITHIIAX JO/DKEH COCTABIAITL HE MEHEe 10
TIOKC.
8.12. B apxuBoXpallHINIIE 1151 XpaHeHWs JOKYMCHTOB YCTAHABNHBAIOTCA CIeAVIOUIHE NMapaMmeTp
TEMIIEPATYPHO-BIDKHOCTHOTO PeyKHMAa:
IS XpaHeHWA JOKYMEHTOB Ha GyMaxHOM HocHTelne — Temriepatypa 17-19°C, oTHOCHTeIbHE
BIIAKHOCTH Bozayxa — 50-55%.
R 13 TloMeneHus apxura JOWKONEHOTO 06PA0BATETLHOTO YUYpexkIeHUs TOMKHb COIePKATHCH
YHCTOTE, B YCIOBHAX, HCKIIOUAKOUIHX BO3MOKHOCTh IMOSBICHHS [11€CEHH, HACEKOMBIX, MMBUIH.

9. 3aKAI0UHTEIbHbIE TOJI0KEHHS

9.1. Hactosmee [lonokenne o6 apxuBe sBIfeTCA JOKATbHBIM HOPMAaTHBHBIM  aKTOM,
npuHuMaetcs Ha O6iieM cobpaHHH pabOTHUKOB TOWKONBEHOTO 0DPa30BaTETEHONO YUPEKIEHHS W
yreepiaaerca (6o BBoAMTCA B AeiicTBre) 3ageaylomum MBIIOY Ne 26 «3onoTas phibKay».

9.2. Bce M3MeHEHHA W OMOJHeHHA, BHOCHMbie B HacTosimlee [lonoienue, oopMiIsloTCa B
nUChbMeHHOH (opMe B COOTBETCTBMHM  ACHCTBYIOLUMM  3aKOHOAATENILCTBOM Poccnuiickoi
Menepaumu.

9.3. [lonoxkenne o6 apxmuse JIOY npHHHMaeTcA Ha HeonpeneleHHbIH cpok. MsmeHenns u
nononHerns ¥ TTo10keHHI0 TPHHUMAKOTCA B MOPAIAKE, NpeiycMoTpeHHoM n.9.1. HacTosliero
[Monoxenns.

9.4. Tocie npuuatua TMoiokenus (HAH M3MEHEHWH M JIOMOJIHEHWH OTAEAbHBIX NYHKIOB M
pa3ie/ioB) B HOBOH pelaKUuH NpeAbIIyIlas peakiid aBTOMaTHUECKH YTPauHBaeT CHITY.
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