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1. O6nine noaokeHus

I.1. Hactosmee [lonoxkenne paspaborano va ocHoanuu IlpumepHoro monokeHns o6 apXuse
OpraHH3allHH, YTBep/KIeHHOro npukasom PenepanbHoro apxmBHoro arenrcrsa Ne 42 ot 11
anpens 2018 roga ¢ HaMeHeHnsaMu Ha 9 mas 2021 mast, B cooTBeTCTBHH ¢ (DeepaibHEIM 3aKOHOM
Ne 273-®3 ot 29.12.2012 roaa «O6 obpaszoBanun B Poccuiickoii Mefepalnm» ¢ H3IMEHEHHAMH Ha
16 anpens 2022 roaa, Ilpukazom MunkyasTypet Pocenn ot 31.03.2015 Ne 526 "OO6 yreepxiaeHun
paBH/I OpPraHM3alMH XpaHCHHS, KOMIUIEKTOBaHHMA, Y4eTa W MCNOJb30BaHUA JOKYMEHTOB
ApxusHoro donaa Poccmiickoii dejiepauni W APYrHX ApXHBHBIX JOKYMCHTOB B OpraHax
rOCYIapCTBEHHOH BJACTH, OpraHax MeCTHOIO caMOYTpaBleHHA H oOpraHM3auuax”, YcTaBoM
MBJIOY No 26 «3on0Tas pbibka».

1.2, [daunoe [Mosnokenne o6 apxuBe DeTCKOro caia ompefesseT COCTAB JOKYMEHTOB apXHBa M
VCIIOBHA MX XpaHEeHHWs, yCTaHaBIHBaeT 3aJaui, HasHaueHHe W QYHKUNH apXuBa, periaMeHTHpYeT
JACATCAbHOCTh JIMLA, OTBCTCTBCHHOTO 3a BCACHHC apXHMBa B JOWKOJbHOM oOpa3oBaTeibHOM
VHPEKICHHH.

1.3. B cBoeil 1eATeNLHOCTH apXHB JETCKOrO cana pyKoBoACTByeTca PenepalbHbIM 3aKOHOM No
125-®3 ot 22.10.2004 roga «O6 apxuHom aene B Poccuiickoit Peaepaunn» ¢ H3IMEHEHHAMH Ha
11 mong 2021 rojga, HopMaTHBHBIMM IPaBoBbIMH akTamH Poccuiickoit Memepaunu. cybbekTa
Poccuiickoit Meaepauun B cdepe apXHBHOTO Jela M JENOTPOH3BOACTBA, JOKAJILHBIMH
HOPMAaTHBHBIMM aKTaMH JOLLKOABHOI0 00pa30BaTeNbHOTO YUpekIeHHA.

1.4, Jlokymentsr JIOY Ne 26, uMmelomue HcTopuveckoe, KY/IbTYPHOE, Hay4yHOe, COLMAIbHOE,
IKOHOMHUECKOE H MOJIHTHYCCKOE 3HAYEHHE, COCTaBIAKT IOCYIapCTBEHHYHO 4acTb ApPXHBHOIO
donna Poccuiickoit Menepaunu, sBIAOTCS COOGCTBEHHOCTBIO TIOCYIapcTBa M MONJIEKAT
NIOCTOSHHOMY XpaHeHHIO B rocyapcTBeHHBIX apxuBax Poccuiickoii ®enepamin. o nepenaun Ha
TOCYTapCTBEHHOE XpAHEHHWE [JaHHbIE JOKYMCHTEI BpEMEHHO XpaHATCH B JIOMIKOIBHOM
0bpazoBaTeIbHOM YUpPEeKICHHUH.

I.5. B JIOY No 26 nna xpaHeHHs DOKyMeHTOB ApxuBHoro ¢oHga Poccuiickoii Pegepaunu u
3aKOHY€HHbIX J€J0TIPOH3BONCTBOM JTOKYMEHTOB IIPAKTHYECKOr0 Ha3HaYeHMA, HX OTOOpa, yuera,



WCTIONBE30BAHWS H TIOJATOTOBKH K TIepejaye Ha rocy1apcTBEHHOE XpPaHEHWE CO3/1aeTCs apXHB.

1.6. ApxuB co3JaeTcs Kak CaMOCTOATEIbHOE TMNOApa3de/IeHHe, BO3IIABAAEMOE JIHIIOM,
OIBEICTBEHHBIM 3@ Be/leHHe apXHMBa COIJIACHO  TIpHKaly  3aBellyIOHero  JOMKOJIbHBIM
o0pa3oBaTebHBIM YUPEAKISHHEM,

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

1.8. JlomkonsHoe oOpasoBaTenbHOe YupekideHHe obecrneyuBaeT COXPaHHOCTB, y4eT, oTOOp.
VIOpsloYeHHe M HCMOoNb30BaHHe JOKYMeHTOB ApxuBHoro ¢onza Poccuiickoit ®eaepaumu,
obpa3sylolIMxcs B ero jesrelbHocTH. ObecrieddBaeT CBOEBPEeMEHHYIO Nepeady 3THX JOKYMEHTOB
Ha roCyJ1apcTBCHHOC XPaHCHHC.

1.9. Bce paGotbl, cBsA3aHHBIE C MOITOTOBKOH, TPaHCIOPTHPOBKOH M nepejadeH apXHBHBIX
JOKYMEHTOB, MPOH3BOAATCSA CHIIAMH H 3a CUeT JeTCKOro caia.

1.10. 3a yrpary u nopuy gokymeHToB ApxusHoro ¢onaa Poccuiickoii Pegepauun 10MKHOCTHbIE
Jmua JIOY Ne 26 HecyT 0TBETCTBEHHOCTh B COOTBETCTBHH € JCHCTBYIOIIUM 3aKOHONATEIbCTBOM,
[.11. ApxuB jcrckoro caja pabotacT COIZIACHO IUIaHy, YTBCPKIAcMOMY 3aBCAYIOLIHM
AOLIKOAbHBIM 00pazoRaTeNbHbIM YYpPEKISHHEM W OTYUTLIBaeTCs Nepesl HHM B cBoeli padoTe.

1.12. KoHTponb neaTeapHOCTH apXuBa ocyllecTsIAeT 3apenyromui JIOY, a B ero orcyrcTBHHA —-
HCTIIOTHAIONMIH 0083aHHOCTH 3aBEIYIOLIETO.

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

*  3aKOHYEHHbIE [JeJONPOH3BOJCTBOM YUPEKAEHHA AOKYMEHThI MOCTOAHHOrO XpaHeHH:,
oOpaszoBaBiiMecss B JeATEJIBHOCTH CTPYKTYPHBIX noapasfefneHHil, AOKYMEHTBI
BpeMeHHOro (cBeimue 10 jgeT) cpoka XpaHSHHs, HeEoOXO[MMble B MpaKTHYECKOH
AeATeNLHOCTH, JOKYMEHTHI 10 KaJpaM H BOCIIHTAHHHKaM;

*  JOKYMEHTH MOCTOAHHOrNO XpaHeHMs M MO JHYHOMY COCTaBY OpraHH3aluii-
NpeAECTBEHHHKOB (IIPH UX HAJTHYHH);

*  JHyHble GOHABI BeAYLMX PaBOTHHKOB JETCKOro cafa (NpH UX HalH4iH);

* cnykeOHBIE H BeJOMCTBEHHbIC H31aHHA;

* CHpPaBOYHO-MIOHCKOBBEIE CpeAcTBa K JOKYMEHTaM H YYeTHbie JOKYMEHTbhl ApxHBa
IeTCKOro caja.

2.2. Cpokn XpaHeHHs TOKYMEHTOB B apXHBe JOMIKOIBHOTO 00pa30BATENBbHOIO YUYPEKAEeHHA
ONpeeNsOTCsH COrJIacHO CPOKaM, YKa3aHHbIM B YTBepK/AeHHOH HOMEHKIAType 1ell.

3. 3apaum apxusa 1OV
3.1. OcHOBHEIMHM 3a7aYaMH apXHBa ABASIOTCA:
* OpraHM3alHsd XpaHeHHAs OOKYMEHTOB, COCTaB KOTOPBIX MNPEIYCMOTPEH pasielioM 2
HacTosmnero [Momoxenus;
* KOMIUIEKTOBaHWE apXuBa JOKYMeHTaM¥, oO0pa3oBaBIIMMHCA B  ACATEIBHOCTH
YYPEKIACHHA, OCYIIECTBIAKOIIETD Oﬁp&l]OBﬂ'I'CJIbHyK) Hed1elIbHOCTb,
*  yyeT, obecneyeHne COXPaHHOCTH, CO3/laHHe Hay4YHO-CIIPABOYHOTO anmapara,
*  HCMOMb30BaHHE TOKYMEHTOB, HAXOJALIMXCA Ha XpaHeHHH B apxuse [IOV,
* TOArOTOBKA M CBOEBPEMEHHas repefava JOKYMEHTOB ApxuBHOro ¢onna Poccuiicko
Meaepallid Ha MOCTOSHHOE XpaHeHHE B FOCYIapCTBCHHBIN (MYHHLIMNAIbHbIH ) apXHB;
*  MeTOIHYECKOe PYKOBOJACTBO H KOHTPOIb 3a (popMHpoBaHHEM U OGOpMICHHEM Iej B
JEJIONPON3BOJICTBE JIETCKOI0 cafla M CBOeBpeMeHHOIl nepenadedl HX B apXMB
JMOWKOIbHOTO 00pazoBaTeNbHOTO YYpeKISHHUA.

4. DyHKUHH APXHBA

B coOTBETCTBHH C BO3MOKCHHBIMY 33Ja4aMH apXUB OCYIICCTBAACT cACAYIOIME GYHKIWN:

4.1, OpranmusyeT mpHeM JOKYMEHTOB TMOCTOSHHOTO H BpeMmeHHoro (cseiue 10 ner) cpokos
XpaHeHUs, B TOM YHCIIe TIO KajJjpaM M BOCTIMTAHHHKaM, oOpasoBaBmIHXcs B geateabHocTH IOV,
B COOTBETCTBHH C YTBEPAJIEHHBIM I'paduKOM.

4.2. OfecneyuBaeT COXPaHHOCTh M BEIET Y4YeT JOKYMEHTOB W (OHIOB, HaXONAIIMXCA Ha
XPAaHCHHH B apXHBC JOMIKOABHOTO 00pa3oBaTC/IBHOIO YMPCIKACHHA.

4.3. llpeacraBiseTr B rocynapcTBEHHBI (MYHHUMNAAbHbII) apXxMB ydyeTHble cBeleHHA 0O




o0beMe M cocTaBe XpaHALIMXCA B apXMBe AETCKOro caja JOKYMEHTOB ApXHBHoro (oHNa
Poccuiickoit @enepammm W ApyrHX apXMBHBIX JOKYMCHTOB B COOTBETCTBHM € MOPAAKOM
rocyaapcTBEHHOTO yueTa TOKYMeHTOB ApxuBHoro ¢onna Poccuiickoit ®Penepaunm.

4.4, CucteMaTHIMPYET M pasMeluaeT JOKYMEHTBI, TOCTYNaKwiie Ha XpaHenne B apxus JOV,
0bpa3oBaBLIHECH B X0/ OCYLICCTB/ICHHA ACATEIbHOCTH YUpeKIEHHA.

4.5, PaspabatrbiBaer rpalpuky npeicraBieHns onuceil Ha pacCMOTPEHHE 3KCNECPTHO=NPOBEPOYHOM
KOMHCCHH M nepeaayu A0KyMeHToB ApxusHoro ¢oHna Poccuiickoii Meepaliii Ha XpaHeHHe B
rocyaapcTBEHHBIN (MYHHIIMTIATBHBIA) apXUB.

4.6. OcyuiecTRAseT NOATOTORKY W NpecTaRIAET:

* Ha pacCMOTPCHHC M corjacosanuc 3rcneptHo wommccuu JOY ommen aca
MOCTOAHHOTO XpaHeHUA, BpeMeHHbIX (cBbiie 10 1eT) cpokoB XpaHeHHUs, B TOM 4YHCTe
110 KaapaM H BOCIIHTAHHHMKAM, & TAaKKe aKThl O BLLICJCHHUH K YHHUTOKEHUIO apXHBHbIX
NOKVMCHTOB, HC MNOAMEKAIMX XPaHEeHHI, aKThl 00 yTpaTe JAOKYMEHTOB, aKkThl O
HEHCTIPaBHMBIX MOBPEKACHUAX APXMBHBIX JOKYMECHTOR;

* 1@ yTDepiKAelHe OHKCHepTIo-Nponepouliol KOMMCCHM YNOMIIOMOUENIIOro oprala
HCTIONIHHTEIbHON BlacT cyObexta Poccuiickoit Penepainiin B chepe apxuBHOro jena
(manee - ITIK apXMBHOTO YYPEKACHHA) ONKUCH 111 MOCTOSHHOTO XPAHEHHS,

* Ha cornacopanue IIIK apxuBHOro yupexaenns cydowvekta Poccuiickoit ®eaepaunn
(MyHHUHMAZIBHOrO  apxuBa), B clydae HaleJleHHs €ero COOTBETCTBYIOIIHMH
MOIHOMO'IHAMH, OMHCH A¢/ NO JH'THOMY COCTABY,

* Ha cornacosanue DIIK apxusHoro yupexacuus cybnexra Poccuiickoit ®eacpaumu
(MYHHUMMNAJBLHOIO apxHuBa), B cCiIy4yae HaJeleHHd €ro COOTBETCTBYIOLIMMH
MOTHOMOYHAMH, aKThl 00 yTpaTe AOKYMEHTOB, aKThl O HEMCIIPABHMEIX MOBPEkKIEHHAX
apXMBHBLIX JOKYMCHTOB;

* Ha yreepiieHHe 3apeayrowemy JOV onmcH nen NMocTOSHHOTO XpaHEHHd, ONHUCH
BpeMeHHBIX (cBhie 10 7eT) cpokoB XpaneHuA, B TOM 4MCIE ONMMCH e MO KagpaM M
BOCMHMTAHHHKAM, aKThl O BBIICNCHHH K YHWUYTOKEHHIO apXMBHbLIX [OKYMEHTOB, He
NOANEKAIINX XPaHECHHIO, aKTbl 0D yTpaTe IOKYMEHTOB, AKThI O HEHCTIPaBHMBIX
MOBPekKIeHHAX apXUBHLIX JAOKYMCHTOB, YTBEpiKICHHbIe (coriacoBaHHble) DIIK unu
rocy1apcTBeHHBIM apxuBom cydwvexta Poccuiickoit Megepaumy (MyHMUMNATLHBIM
apXHBOM) B CIY1Iae Ha/le/ICHHA ero COOTBETCTRYIOIMMH MOTHOMOTHAMH.

4.7. Opranusyet nepeuayy JOKYMeHTOB ApXxuBHoro ¢ouaa Poccuiickoi ®eusepaunu Ha
MOCTOSHHOE XPaHCHUE B IroCyAapCTBEHHBIH (MYHHIIMNAILHBIH) apXHB.
4..8. Opranu3yeT U NMPOBOJHT IKCMCPTH3Y LUCHHOCTH JOKYMEHTOB BpeMeHHBIX (cBbime 10 mer)
CPOKOR XPAHPHUS, HAXOMAIIUXCS Ha XpaHeHUU B apxune JIOV B ensx o1fiopa 10KyMeHTOR s
BKTIOYEeHHA B cocTaB ApxuBHoro ¢onma Poccuiickoit ®Pemepaumu, a TakkKe BbIABICHHA
HAOUKYMEH LOH, HE HOMICKALLINA AaJIbHUﬁLﬂUMy APdHEHHIO.
4.9. YyacTsyer B paboTe 3KCEPTHOH KOMHCCHH JOWIKOILHOIO 00Pa30BaTENLHOIO YUPEKIACHHUS.
4.10. TlpoBoaAUT MepONpUATUS MO ODecreYeHHI0 COXPAHHOCTH JOKYMEHTOB, HaXoIAUIMXC Ha
xpanenun B apxure IOV,
4.11. Opranusyer uHdopMHpoBaHMe aJIMWHHCTpauWH M paGotHukoB OV o cocraBe u
CoAep/KaHWH IOKYMEHTOB apXuBa yupeKICHHA
4.12. MadopmupyeT nomabiosaTenei Mo BONpocaM MECTOHAXOKACHHS aPXHBHAIX JOKYMEHTOB.
4.13. OpranusyerT Bblaaqy JOKYMEHTOB H el A7 paboThl B YUTANLHOM 3a/e MM BO BPEMCHHOE
NONb30BaHHE.
4.14. UcnoarseT 3anpockl MonmbioBaTeqeH, BbLIACT APXMBHBIE KOMHHM IOKYMEHTOB, APXHMBHBIE
BBITTHCKH H apXHBHBIC CIIPABKH.
4.15. Bedet yuer HCNoab3soBaHus J0KyMeHTOB apxuea [JOV,
4.16. Co3naet (oHA NONB30BaHUS apXWBa JIETCKOTO Cala U OPraHU3yeT ero UCMOIb30BaHHeE.
4.17. OcyuiecTBAfCT BEACHHE CIPABOYHO-IOHCKOBRIX CPEICTB K J0KYMeHTam apxusa [JOV.
4.18. Co3smaer, MOMONHACT W COBECPLUCHCTBYET HAYYHO-CTIPABOYHBI anmapat K XpaHSImUMCS B
GPXHBC ACaM M JOKYMCHTaM.
4.19. YuacTByer B pa3paboTKe IOKYMEHTOB YUYpekKISHHs MO BOMpocaM apXHBHOro fdejia H
11€;10TIPOU3BOICTRA.
4.20. Oka3bIBaeT METOAHYECKYIO TIOMOLIb:

* cayxbe genonpoussoactsa JOY B cocTaBneHHH HOMEHKNATYpHl aei, GOPMUPOBAHHMH




H OhOPMICHUH J1e, KOHTPONHpPYET MPABHILHOCTD (opMupoBaHus W OpopMICHHUS Ten B
ACIOTIPOH3BOACTBE;
* CTPYKTYpHBIM moapasneneHusM W pabotHukam JIOY B monrotorke AOKYMEHTOB K
nepejale B apXUB JETCKOTO caja.
4.21. Y4acTByeT B IPOBeHHH MEPONPHATHIA MO MOBBILEHHIO KBamH(pHKaiH paGoTHIKOB apXiBa
M CltyxObl 4€10NPOU3BOACTBA LOLIKOILHOIO 00pa30BATEILHONO YYpeskKACHNUS.

S. Ilpasa apxuBa

N8 BRIMTOTHEHUS ROIIOKEHHBIX 3a/1a4 1 KIWii JTHIL0, OTBETCTREHHOE 32 APXHR, UMeeT IIPARO:
5.1, Ilpcacrasaars SaBCAYIOMICMY  AOWIKO/IBHBIM  0Opa3’oBAaTCIBHBIM  YUPCHKICHHCM
NIPEATIOKCHHA MO COBEPLUCHCTBOBAHHIO OPraHH3allMH XPAHCHHS, KOMILTEKTOBAHMA, ydyeTa M
HCITIOIB30BAHMA apXHBHBIX JOKYMEHTOB B apxuse OV,
5.2. KOHTpONHpOBATh BRINOJHEHHE YCTAHOBICHHEIX NpaBHn paboTel ¢ JOKYMEGHTAMH B
CTPYKTYPHBIX MOAPa3NENCHHAX YUPEKICHHS.
5.3. 3anpauiupats ot CIPYKTYPILIX noApasaeaeintii v pabotnnkon IOV cpemenua, neobxomimbie
AnS paboThI APXHBA, C y4eTOM 0GECTIEYCHHA BBITIONHEHUA BCEX BOMOKEHHLIX Ha apxXuB 3ajay u
(OYHKIMA.
5.4. JlaBaTh pa3bACHCHHA W PCKOMEHIALMM MO BOTIPOCAM, BXOMALUMM B KOMIETEHLHMIO apXuBa
AOUIKOIBHOTO 06pa30BaTEIBHOTO YUPEKACHHS.
3.5. Undopmupopats cTpykTypHLic IOAPAZAeaeTNA JeTCKOro caga o HeoGXoAMMOCTH nepeaar
AOKYMCHTOB B apXHB B COOTBETCTBHH C YTBCPIKACHHBIM rpadHKOM.
5.6. llpuanMate ywyacte B 3acenamusx IKCNECPTHOH KOMHCCHM YuUpekKIAEHHS, a TakkKe B
IKCTIEPTHO-NIPOBEPOUHON  KOMHCCHH  YNOTHOMOYCHHOTO OpraHa HMCIOAHHTEABHON BIACTH
cydbekta Poccniickoii denepauny cdepe apxusHoOTO aea.

6. OTBercTBEHHOCTD 32 Gynkunonnposanue apxusa
6.1. HasnauenHoe npukaszom 3asenytowero JJOVY 1uio, 0TBeTCTBEHHOE 3a BeJeHHe apxMBa, Hecer
MePCOHAIBHYIO OTBETCTBEHHOCTD 3a:

* BLIMONIHCHHE BOIMOKCHHBIX HA apXMB 3aa4 M (YHKUHI B COOTBETCTBUM c
AEHCTBYIOIMM 3aKOHOaTeILCTBOM Poccuiickoii Depepaunu;

* OpraHHsalmio paboTel apXWBa, CBOEBpPEMEHHOe M KBATH(UIMPOBAHHOE BLINOJIHEHHE
MPUKA3OB, PACNOPAKEHHH, LOPYYCHHUIT BLILIECTOSIIErO PYKOBOACTBA, ACHCTBYIOLUMX
HOPMATHBHO-NPABOBBIX AKTOB [10 CBOEMY MPOMHITIO AeATEILHOCTH,

* PauMOHAibHOE M I(P(CKTHBHOC HCTIONLIOBAHWE MATEPHAIBHBIX, dHHAHCOBBIX M
KAZPORKIX PECYPCOR;

* COCTOAHME TPYAOBOW M MCTIONHUTENLCKOH THCUMILIHHBI B GPXHBE, BBITONHEHHE CBOMX
DYHKUMOHAIbHBIX OO SUHHOCTEH;

*  cobmoficHHe TIPaBHJI BHYTPEHHEro pacnopsika, CaHHTapHO-TNPOTHBOAHAEMHYCCKOIO
PEKUMa. TPOTHBOTIONKAPHOH HE30MaCHOCTH H TeXHUKH 6e30MacHOCTH:

*  BEICHUC JIOKYMEHTaTTUU. NMPENyCMOTPEHHON AeHCTRYIONTMN HOPMaTURHO-TIPARORKIMH
AOKYMEHTaMHU:

* TpCAOCTaBICHHE B YCTAHOBICHHOM TOPALKE AOCTOBEPHON CTATHCTHHYECKON H HHOMN
HHPOPMALIUU O JeATETBHOCTH apXuBa;

* TOTOBHOCTbL apXHBa K paboTe B YCTOBHAX Upe3BbIYaHHBIX CHTYAaIHii.

6.2. OTBeTCTBCHHBIE 3a BeleHMHE ACNONPOU3BONICTBA, TMOATOTOBKY M Npe/ICTaBICHHe NOKYMEHTOB
Ha XpaHeHHE B apXUB, Ha3HavaoTCs 3aBeayrownm 1OV,

7. Komiiekrosanue apxnsa

7.1, lloaroToBKa NOKYMEHTOB K fepeiatie B apXuB JOIIKOIBHOrO 06pa30BaTeEHOTO yupekIeHus
BKITIOHACT SKCNEPTH3Y HAYYHOH M MPAKTHHECKOH IEHHOCTH AOKYMEHTOB, opopmieHne me,
COCTaRJICHHE OTTUCH.

7.2, DRenepTH3a UCHHOCTH JOKYMCHTOB:

* OKCNCPTH3A LUCHHOCTH JOKYMCHTOR — ONpENe/CHHE HEHHOCTH JOKYMEHTOB C LENbio
0TOOpPa MX Ha XpaHEHWC H YCTAHOBIEHUC CPOKOB XpaHCHHS. IKCMICPTH3Y UCHHOCTH
AokyMeHTOB B JIOVY ocviliecTBiseT nocTosHHO AeHCTBYIOMAN IKCTIEPTHAS KOMHCCHS;

* OKCNCPTHAdA KOMHMCCHA HasHauaeTcs npmkasoMm 3asedyiomero JAOVY. B cocras



3KCIICPTHOH KOMHCCHH BKIHOYAIOT HE MCHEE TpeX COTPYAHHUKOB, B TOM YHCIC B
o0f3aTeTbHOM MOpAJKe THIO, OTBETCTBEHHOE 3a BeleHHe apXuBa AETCKOro caja.
CekpeTapeM HKCNepTHON KOMHCCHM HazHavaloT cekperaps JIOY. DkeneprHas KoMHCCHA
Ha 3acelaHUAX paccMaTpUBAeT: HOMEHKIATypy [Jen JeTcKoro caja, OfNHCH Aen
MOCTOAHHOFO XpaHeHHs W M0 JIMMHOMY COCTaBYy, aKThl Ha JOKYMEHTbI, BbINE/IAEMbie K
VHHUTOKEHHIO.

7.3. OdopmMaenne gex:

s dend ROCMOAHNO20 XPpanenis MONIIHBAIOTCA B TBEpPAYIO OONOKKY NPOYHBIMH HHUTKAMH.
JIMeTel HYMepyloTcs B NpaBOM BepXHeM YTIy TNpocThiM KapanmawoM. KomwdecTso
JHCTOB B Ka’0M JIe/¢ He J0/okHOo npesbiiate 250, B KoHUC Jicia Ha OTHCABHOM JIHCTES
COCTABIIACTCA 3aBEPUTENIbHAN HALITUCD;

* Ha 0D0n0XKKe Jes1 MOCTOSHHOIO XpaHEeHHs NOJDKHBI OBbITh NPOCTaBJACHBI ClAEAyIOLIHE
PEKBU3HTHI: NOJTHOe HAWUMEHOBAHWe BBIIeCToAlIell opraHn3aluH., HanMeHoBaHHe JOVY,
HoMmep (WHIOeKC) dena 1Mo HOMEHKIAType, 3arojloBOK jena, KONWYeCTBO JIHCTOB. CPOK
XPaHCHHA HIH OTMCTKA «XPaHUTh IMOCTOAHHO», HOMep (oHa, OnHCcH, Jcia;

* 10 OKOHYAaHWH JIeJIONPOH3BOJACTBEHHOIO rofa B OdopMieHHble OONOKKH  fen
NIOCTOAHHOTO XPAHEHHA BHOCATCA HEoOXOAMMble YTOMHEHHMA: B 3arojloBKH Jen,
cofepiKallliX pacnopsauTesbHble DOKYMEHTHl (IIPHKa3bl, MNPOTOKOMIbBI), BHOCATCH
HOMeEpa; eCJH Je0 ¢ MepenUCKOH COCTOMT H3 HECKOJIBKHX TOMOB., B KaXIOM TOMeE
YKa3LIBaeTC KOpPpPecNOHOEHT, aBTOp, TePpPHTOpPHA, Apyrue NaHHble. B kakaoM ToMme
yKa3bIBaeTCA JaTa (4MCI0, MecAll, rojl) Havyana W OKOHYaHHA JaHHOro toma. TouHbie
NaTel  MPOCTABNAOTCA HAa oOnokKKaX 718 OBICTPOro MoOMcKa JOKYMEHTOB B
Nocae/1yIoleM; H3 3aBepHTEIbHON HAaANMCH Ha 000KKY /eja BRIHOCHTCA KOJHYECTBO
JHCTOB B fJene;

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

* 114 ydyeTa KOJIHYeCTBA NTHCTOB B Jelle M (pHKCALUMH OcoDeHHOCTeH HMX HyMepalWH Ha
OTIEILHOM JTHCTE COCTABIAETCH 3aBepHTeNlbHAsA HaITUCh;

* B 3aBEPHTEIBHOH HAINHCH YKa3blBAETCA KOJIMYECTBO JMCTOB (LUMppaMH W NPOIHCHIO) B
Aene. 3apepuTebHAA HAIAMHCh MOJMMCHIBAETCH COCTABHTENEM C YKa3aHHEM €ro
AOIKHOCTH U NaThl COCTABICHUS;

*  BHYIPEHHAA OIIMCh COCTABIAETCA K JeIaM MOCTOAHHOIO H JONTOBpeMeHHOro (cBbie 10
7eT) CpoKa XpaHeHHH, chopMHUPOBAHHLIM IO Pa3HOBHIHOCTAM JOKYMEHTOB, 3aroIOBKH
KOTOpPLIX He PacKphIBalOT KOHKpeTHoe coJepkaHHe JOKYMEHTOB (ocobo IEeHHEIE,
MUYHBIE Jena U ap.).

7.4, OnucanHe JOKYMEHTOB MOCTOSHHOTO CPOKA XPAHEHUS:

*  OUMCH COCIaB/BIICA PaslellbHO Ha Jdeda [IOCTOAHHOIO XPAHEHHA 110 OCHOBHOM
JAeATe/IbHOCTH U Ha JeJia M0 AMYHOMY COCTaBY;

*  OIHCH COCTaBIAIOTCA NEIOTIPOH3BOIUTENCM;

*  ONWCH BemeTcs B eTHHOI BAOBOI HYMepalliH B TeYeHWe HeCKOTLKHX JTeT;

* Ha Jena ¢ HCTEKIUHM CPOKOM XPAHEHHS COCTABIACTCSH aKT 00 YHHUTOKEHHH,

¢ 10 OKOHYaHHH JeNONPOU3BOACTBeHHOrO rojfa B JIOY npoussogutes o100p JOKYMEHTOB
[IOCTOAHHOIO CPOKA XPAHEHUS 1A BKIKOYEHMA UX B OnUch, ONMCh COCTOMT M3 I'010BbIX
pasfesioB, BHYTPH roja Jejia pacrojararmTcs Mo CTEfeHH 3HAYMMOCTH C YYeToM
HOMMWHA/IHHOTO MPUHLIHINE (B COOTBETCTBHH C HOMEHKIATYPOH VUPEKICHUS ):

*  ONWCH COCTABIAIOTCA pa3lelbHO Ha Jea TMOCTOAHHOTO XPAHEGHHUSt MO OCHOBHOH
AeATeIbHOCTH H Ha Jelia 1o JHYHOMY COCTaBy:

*  ONHCH COCTABAAIOICH CEKpPeTapeM.

1.5. Mlena epemennozo xpanerus oGopMISIOTCS YIPOUIEHHO: OHH He NMOMIINBAIOTCA, THCTBI B HUX
He HYMEPVIOTCH, YTOYHEeHHe Ha 00J10KKAX HEe NMPOM3BOAMTCA, ONMCH Ha jlefla He COCTaBIAIOTCH,
y4eT BeJleTCR 110 HOMEHKaType ae.

8. ¥¢i10BHA XpaHeHHS J0OKYMEHTOB B ApXHBe

8.1. JlokyMeHTBI apXuBa XpaHATCH B apXHBOXpPaHHIHILE JOLIKOIBHOTO 0Opa3oBaTeNLHOTO
VUPEKICHHSA.

8.2. He monyckaeTcs pasMellleHHe apXHBa B M0ABAIbHbIX H YEPAAYHbLIX IMOMELUEHHsX JeTCKOTo caja.
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8.3. ApXHBOXpaHHIHIIE AOKHO OBITH yJalleHO OT J1abopaTOpHBIX, MPOH3BOACTBEHHBIX, OBITOBBD
MOMEIIECHHIT H He MMeTh OOLIHX ¢ HUMH BEHTHISIHOHHBIX KaHANOB. APXHBOXPaHHIIHILE OTICIACTCS
OT COCE/IHAX TMOMEIIEH i HECTOPAeMEIMH CTEHAMH M TIEPEKPBITHAMH C TpeNesaMH OrHeCTOHKOCTI
He MeHee JIBYX 4acoB. B apXMBOXpaHWIHILE He NOMYyCKaeTCs MpoKiajka TPY® BOAOCHAOKEHHA I
KaHaJu3aliii, TeXHOMOTHUECKHE il OhITOBBIC BbIBO/bI BOKI.
8.4. ApXMBOXpaHWIHINE JODKHO HMMETh ECTECTBEHHYH) WIH HCKYCCTBEHHYIO BCHTHBIUMI
obecnedyrBaloIyIo PEUHPKYIALHIO BO31yXa, CTabHIBHOCTE TEMITepaTypPHO-BAAKHOCTHOTO peiKHMA.
8.5. Bce moctynatoume B apxus [JOVY [N0KYMEHTEI pa3sMellaloTCd B apXMBOXPaHHIIHIIAX H
CTAUMOHAPHBIX WM TIepe/IBUAKHBIX METAITHYECKHX CTennaxax, B MeTaTTHIeckuX wkadax wm
KOHTCHHCpaXx.
8.6. Cresuiaky J0IKHBl ObITh YCTAHOBTEHBI NEPIEHAHKYIAPHO CTEHAM ¢ OKOHHBIMH IIPOCMaMH, a
floMeIleHHH 6e3 OKOH - ¢ yd4eToM ocobeHHOcTeil moMelleHus U obopyaosanus. He nomyckaerc
pa3sMelleHHe cTesiakeH BIUIOTHYIO K HapyKHBIM CTEHaM 3/1aHHA U K HCTOUHHKaM Terlia.
8.7. PacctaHoBka creinaxkeid W mwkadoBR OCYIIECTBASETCH B COOTBETCTBWH CO CIIEIYIOTIHMMI
TpcOOBaAHUAMIL:
*  paccTOAHHE MEKIY PAaMH CTelLTakKeH (raBHbIi Mpoxon) — He MeHee 120 o
+  paccTosHHE (IPOXO) MEKILY CTe/IakKaMH — He MeHee 75 eM:
¢ paccTosHMEe MeXITY HapyKHOH CTeHOH 3JaHuA M CTelUTakaMH, napa/UieIbHBIMH CTEHE — H
MeHee 735 cM:
¢ paccToAHHE MeXK1y CTeHOI H TOPUOM CTe/LIaka Wi wkada (obxon) - He MeHee 45 e
*  paccTOSHHE MKy MOJOM H HIKHeH nonkol crennaka (wkada) — He MeHee 15 oM,
LLOKOIBHEIX 3Ta)kax — He MeHee 30 oM.
8.8. [lpoTMBONOXApHBIH peXMM B apXHBOXpaHMIMILAX, TAe pa3MellaeTcs apXHB JOY
yCTAHABIMBAaeTCA B COOTBETCTBMM ¢ [IpaBHIaMM MpOTHBOMOKApHOrO pexnma B Poccuiicko
(Deepaunn o1 16 centadbps 2020 roga Nel479.
8.9. ApXHBHBIC JOKYMEHTLI ClieyeT XpaHHTL B TEMHOTE.
8.10. 3aumTa JOKYMEHTOB OT AeHCTBUSA CBeTa 0OecTIeYHBaeTCs XpaHeHHeM JOKYMEHTOB B KOpOOKa:
narikax W neperrierax, B iikaax WiH Ha CTellakaX 3aKphITOro THIA.
8.11. YpoBeHb HCKYCCTBEHHOIO OCBEIICHHS B KHHIOXPaHWITHIIAX JO/DKEH COCTABIAITL HE MEHEee 10
TIOKC.
8.12. B apxuBoXpalHINIIE 1151 XpaHeHWs JOKYMCHTOB YCTaHABIHBAIOTCA CJIeAVIOIIHE rapame
TEMIIEPATYPHO-BIKHOCTHOTO PeykKuMa:
IS XpaHeHWA JOKYMEHTOB Ha GymaxHOM HocHTene — Temrepatypa 17-19°C, oTHOCHTeNbHE
BI@KHOCTB Bo3ayxa — 50-55%.
R 13 TloMenienys apxuBa J0LWKONEHOTO 0OpAaz0BATETEHOTO YUpeweHHS JOMKHB COJePKaTHCH
YHCTOTE, B YCIOBHAX, HCKTIOYAKIUX BO3MOKHOCTD MTOSBICHHS NII€CEHH, HACEKOMBIX, MbUIH.

9. 3aKA0UHTEIbHbIE TOJI0KEHHS

9.1. Hactosmee [lonoxkenne o6 apxuBe HABIACTCA JOKAILHBIM HOPMAaTHBHBIM  aKTOM,
npuHuMaetcs wa O6iieM cobpaHHH pabOTHUKOB MOWKONBEHOTO 06Pa30BaTETEHONO YUPEKTEHHS W
yreepikaaercs (6o seoauTes B AeficTere) 3aeaylomum MB/IOY Ne 26 «3onoTas phiBKa».

9.2. Bce M3MEHEHHS ¥ AOMOJHEHHA, BHOCHMbie B HacTosimiee ITlonokenue, opopMisloTcd B
NHChbMEHHOH (QopMe B COOTBETCTBMHM  JACHCTBYIOLUMM  3aKOHOAATENLCTBOM Poccwuiickoi
Menepauuu.

9.3. [lonoxkenne o6 apxmuse JIOY npHHHMaeTcs Ha HeonpeneleHHbH cpok. MsmeHenns u
pononHenns ¥ TTo10keHno TPUHUMAKTCH B MOpAAKe, npeiycMoTpeHHoM 1.9.1. HacTosllero
[Monoxenns.

9.4. TMocie npuuatua TMoiokenus (HAH M3MEHEHWH M JIOMOJIHEHWH OTAEAbHBIX NYHKIOB M
pa3Jie/ioB) B HOBOH pelaKiuH NpeAbiayllas pelakiia aBTOMaTHUECKH YTPauuBaeT CHITY.
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