MYHHUIIUIIAJIBHOE BIOKETHOE JJOIKOJBHOE
OBPA3OBATEJHHOE YUPEKIEHUE TETCKAM CAJI
KOMBHAHUPOBAHHOT'O BUJA Ne 25 «(ITYEJKA» CT. BPFOXOBEIIKOH
MYHUIUTIIAJIBHOT'O OBPA30BAHU S BPIOXOBEIKAN PAUOH

ODNPUKA3

orld, 2F A 77// No 2O

ct-11a bproxosenkas

006 yrBep:kaeHun U BBedeHUH B AelicTBHe Ilosoxenns 00 apxuBe B
MYHHIHNIAJIbHOM GIOIKETHOM AOIIKOJbHOM 00pa30BaTe/IbHOM YYPEsKIeHHH
JAeTCKOM caay koMouuupoBanHoro Buaa Ne 25 «ITuénka» cr. Bproxosenxoi

MYHHIHIAJIbHOro o0pa3oBanus bproxosenkui paiox
MBAOY ACKB Ne 25 «ITgenka»)

B 1memsx mnpuBemeHUsS JIOKaJIbHO-HOPMATHBHBIX AaKTOB MYHMIIMIIAIBEHOTO
OIOJDKETHOTO  JIOIIKOIBHOTO 00pa3oBaTeNIbHOIO YUPEXACHHUS JETCKOIo cana
KoMOuuupoBanHoro Buja No 25 "Ilwenka" cT. bproXoBeLKOH MyHMIIMIIAILHOTO
obpazoBanus  bproxoBemkodl ~— palioH B COOTBEICTBHE  JEHCTBYIOIIEMY
3aKOHO/IATENCTBY I P M K @ 3 BI B 4 IO:

1. Vrieepauts Ilomoxkenue 00 apxvBe B MYHHIUIATEHOM OIOKETHOM
JIOIIKOJBHOM 00pa30BaTeIbHOM YUPESKICHUN JETCKOM caly KOMOMHMPOBAHHOIO
Buma No 25 «ITuénka» cr. DBproxoBerkodl MyHHIWIAIBHOTO 00pa3oBaHMs
Bproxoserkuii paiton (manee- MBJIOY JICKB Ne 25 «ITgenxa»).

2. Bsectu B netictBue Ilonoxxenwme 00 apxmBe MBIOY JICKB Ne 25
«ITuenxa» ¢ 1 centsaOps 2022 r.

3.. Jemuenko H.B., yuuremnto - moromeny pasmectutsb llonoxxenune o6 apxuse
MBJIOV JCKB Ne 25 «IIuenka» Ha oGHUIIHAIFHOM caiiTe ¥ Ha MHPOPMallMOHHOM
cTeHme YupexaeHus B cpok o 1 Hosops 2022 r.

4. CrienuaimcTy 1Mo KaJpaM 03HAaKOMUTEH paOOTHUKOB C IPUKA30M.

5. KoHTpOJIb 32 HCIIOTHEHUEM IprKa3a OCTaBILAIO 3a COOOM.

6. IIpuka3 BcTymaeT B CUILy ¢ MOMEHTA €ro MOANUCAHNS.

3aBeAyIOmuil MyHUITUIATEHEIM OI0KETHBIM
JIOITIKOJIEHEIM 00pa30BaTeIbHBIM YUPEKICHUEM
JETCKHMM CaioM KOMOWHUPOBAHHOI'O BUIA

No 25 «ITuenka» ct. bproxosenkon MBD'OyO |
MYHUITUTIAIEHOTO 00pa30BaHusL 'D'CSSB"N‘ =y
Bbproxoenkoi paiion MUENKA" . H.H. bano

C IIPUKAa30M O3HAKOMIICHBI:



INPUHATO:
Ha OOmeM cobpannu pabOTHUKOB
MBJIOY JICKB Ne 25 «[Tuenxa»

(HaMMEHOBAHUE TOUIKOTBHOIO 06Pa30BATEARHOTO YIPCKACHUS)

YOHKA»
faiMEHOBAHME FOHIKOTPHAI:
K7l X

ITpoToxon Neol ot IS 0 2024r.

IMosno:xeHue 00 apxuBe
B MYHHIIUIIAJILHOM OHIKETHOM J0IIKOJILHOM 00pa30BaTeIbHOM
yUpeKIeHHH JeTCKOM caay KOMOMHUPOBAHHOTO Buaa Ne 25
«IMuénka» cT. bproxoBenkoid MyHHIIUIIAJIBHOT0 00pa30BaHUA
bproxoBenknii paiion

1. O0mue moJ0xkeHU
1.1. Hactosimmee Ilonoxenwe paspaboTano Ha ocHoBaHuM [IpuMepHOTO MHONOXKEHHS 00 apXuBe
OpraHu3alliy, YTBEPKIEHHOro IprkazoM DexepanbHOro apxusHoro areHrcrBa Ne 42 ot 11
anpens 2018 roga ¢ mamenenusimu Ha 9 mMasg 2021 Mast, B cooTBeTcTBUHU ¢ DeiepalbHBIM 3aKOHOM
Ne 273-®3 ot 29.12.2012 roma «O6 obpa3zoBanuu B Poccuiickoit @epepanuny ¢ U3BMEHEHUSIMH Ha
16 ampens 2022 roxa, [Ipukazom MusKyeTYpEI Poccuu ot 31.03.2015 Ne 526 "O6 yTBepxaecHAH
MPaBHJI OPraHW3allid XPaHEHWs, KOMIUIEKTOBAHMS, ydeéTa X MCIONB30BaHUS JOKYMEHTOB
ApxuBHoro ¢ouma Poccumiickoit @epepanuy W JpyTrdX AapxXWBHBIX JOKYMEHTOB B OpraHax
TOCYIapCTBEHHON BIIACTH, OpraHax MECTHOTO CaMOYNpAaBICHHWS H OpraHu3aludax', YCTaBOM
JIOIIKOJIEHOTO 00pa30BaTeIbHOTO YUPEKICHHUS.
1.2. Jlaruoe Ilonoxenue o6 apxXuBe IETCKOTO caja OIPENEIIeT COCTaB AOKYMEHTOB apXWBa U
YCIIOBUS WX XPaHEHHUs, yCTAHABIMBACT 3aJjadl, Ha3HaYeHUE U (QYHKIUK apX¥Ba, PErIIaMEHTHPYET
IEeATENBLHOCTh JIMIA, OTBETCTBEHHOrO 3a BEICHHE apXWBa B JIOIIKOJIBEHOM 00pa30BaTEIbBHOM
YUpEKICHUH.
1.3. B cBoeli [eqTenbHOCTH apXuB JETCKOTO cajla PyKoBOoAcTByeTcss DenepasbHbIM 3aKOHOM No
125-@3 ot 22.10.2004 roma «O6 apxusHOM nene B Poccuiickoit @enepanuny» ¢ H3MEHEHUAMY Ha
11 mrors 2021 roma, HOPMAaTHBHBIME MPAaBOBEIMH akTaMu Poccuiicko#t ®Penepanuu, cyObeKTa
Poccuiickoii @enepamumr B chepe apxXWBHOIO Jella M JENOIPOM3BOJCTBA, JIOKAIbHBIMU
HOPMATHBHBIMU aKTaMH JOIMKOIBHOI0 00pa30BaTEIbHOTO YIPEKACHHUS.
1.4. Jloxymentsr JIOY, wuMeromue HCTOPHYECKOE, KYIBETYPHOE, HAy4YHOE, COIHAIBHOE,
SKOHOMMHYECKOE H IIONUTHYECKOE 3HAYEHHE, COCTABJIAIOT TOCYHAapCTBEHHYIO 4YacThb APXHBHOIO
douma Poccmiickoit deneparyy, SBIAIOTCS COOCTBEHHOCTBIO TOCYyJApcTBA H  IIOAJIENKAT
IIOCTOSHHOMY XPaHEHHMIO B TOCYIapCTBEHHBIX apxuBax Poccuiickoit ®enepanuu. Jlo mepenayn Ha
rOCyJapCTBEHHOE XpaHEHHE [aHHBIE MJOKYMEHTBl BPEMEHHO XpaHATCA B JOLIKOJIHHOM
00pa3oBaTENbHOM yUPEXKACHUH.
1.5. B JIOY qna xpaneHus JOKyMeHTOB ApxuBHOro (omna Poccuiickoit @enepanvu u
3aKOHYEHHBIX JENIONPOM3BOJICTBOM JOKYMEHTOB IIPAKTHUYECKOr0 Ha3Ha4YeHMs, MX 0TOOpa, ydera,
WCIIONIB30BAHK M ITOATOTOBKH K Iepeade Ha ToCyIapCTBEHHOE XpPaHEHHE CO30acTCs apXuB.
1.6. ApxuB co3fgaeTcs KaK CaMOCTOATENBHOE IIOApA3NCNICHHe, BO3IVIABIISIEMOE JIMIIOM,
OTBETCTBEHHBIM 34 BEJIEHHE apxXWuBa COIJIACHO IIpHKa3y 3aBEAYIOLIETO JIOIIKONBHBIM



00pa3oBaTeNbHBIM YUPEKICHUEM. :

1.7. Yupexaenue TOMKOIEHOTO 00pa3oBaHus 0OecleunBaeT apXyuB HEOOXOAUMBIM IOMEIEHHUEM,
o0opyZ0BaHNEM U KaJ[paMH.

1.8. JlomkoibsHOE 06pa30BaTENbHOE YUpEKIeHHEe OOECIeuMBaeT COXPAHHOCTh, YUET, 0T6op,
VIIOPSIOUYEHHE ¥ WCIIONB30BaHUE JOKYMEHTOB ApxuBHoro ¢onma Poccuiickoit Denepaiuy,
oOpa3yromuxcs B €ro nesTenbHocTH. ObecednBaeT CBOEBPEMEHHYIO ITepeiady 3THX JOKYMEHTOB
Ha TOCyIapCTBEHHOE XpaHEHHUE.

1.9. Bce pabotbl, cBsi3aHHBIE C MOATOTOBKOM, TPaHCIOPTUPOBKONM U Iepenadeidl apXUBHBIX
JIOKyMEHTOB, IIPOU3BOJISTCS CHJIAMU U 33 CYET JETCKOTO Cajia.

1.10. 3a yrpary u mopay HOKyMeHTOB ApxuBHOro dhoHma Poccuiickoit Oemeparius JOMKHOCTHBIC
muna JIOY HecyT OTBETCTBEHHOCTh B COOTBETCTBUU C IEHCTBYIOIIUM 3aKOHOAATEIHCTBOM.

1.11. ApxuB perckoro caza paboTaeT COINIACHO IUIaHY, YTBEPXKIAEMOMY 3aBEIyIOLINM
JIOIIKONBHBIM 00pa30BaTeIbHBIM yUPEKICHUEM U OTUUTHIBAETCS IEPE]] HAUM B CBOEH paboTe.

1.12. KoHTponb AESTENIBHOCTH apXyBa OCYyINECTBIIET 3aBeaytomuii JJOY, a B ero OTCyTCTBHU —
HCTIOTHSIIOLHAN 00s3aHHOCTH 3aBEYIOIIETO. -

2, CocTaB JOKYMEHTOB apXHuBa
2.1. B apxus JIOY mocTynaror:

* 3aKOHYEHHBIE JEIONPOU3BOJCTBOM YUPEXKIEHUS MOKYMEHTHl ITOCTOSHHOIO XpPaHEHHS,
oOpa3oBaBIMecs B JEATENBHOCTH CTPYKTYPHBIX IOJpa3leNieHUi, JOKYMEHTHI
BpemenHoro (cBemme 10 ser) cpoka XpaHeHHs, HEOOXOOWMBIE B IIPAaKTUUECKOH
JIeSITENbHOCTH, JOKYMEHTHI IO KaJpaM U BOCIIUTaHHUKAM;

° JIOKyMEHTHl IIOCTOSSHHOTO XpaHEHHS M 10 JHYHOMY COCTaBy OpraHu3aIuii-
IPEIIECTBEHHUKOB (IIPU UX HAJIUUHN);

*  u4HBIE GOHIBI BEAYIMUX pabOTHUKOB IETCKOTO cana (IIph UX HAIWYUHN);

* ciyxeOHbIe U BeZIOMCTBEHHBIC U3JaHNUS;

*  CIIPaBOYHO-TIOMCKOBEIE CPENCTBA K I.[OKYMGHTaM 7 Y‘IeTHBIG I[OKYMCHTBI ApxuBa
JETCKOTO caja. :

2.2. Cpoku XpaHEHHsS JOKYMEHTOB B apXUBE [OINKOJBHOTO 00pa30BaTENhHOTO YUPEKICHUS
OTIPEMIETISIFOTCS COTIIACHO CPOKaM, YKa3aHHBIM B YTBEPKACHHOM HOMEHKIAType Jell.

3. 3agaum apxuBa )IOY
3.1. OcHOBHEIMH 33J1a4aMH apXHBa ABJITIOTCS:

° OpraHu3alps XpaHEHHS IOKYMEHTOB, COCTaB KOTOPBIX IPEIyCMOTPEH pa3meinoM 2
HacTtosmero Ilonoxenus;

* KOMIUICKTOBAHME apXWBa JOKYMEHTaMH, OOPa30BaBIIUMUCS B JESTEIBHOCTH
YUPEIKIEHHUS, OCYIISCTRISIONIET0 00pa30BaTEIBHYIO AEITEILHOCTS;

‘e y4eT, obecleueHne COXPaHHOCTH, CO3/IaHNe HAyIHO-CIIPABOYHOI'O aIlliapara;

* HCIOJIb30BaHUE TOKYMEHTOB, HAXOMSINUXCS Ha XpaHeHHH B apxuBe [JOVY;

* TIOATOTOBKA M CBOEBPEMEHHas IMepeAada MOKyMeHToB ApxuBHoro ¢onma Poccuiickoit
Oenepanyy Ha IOCTOSIHHOE XpaHEHHE B TOCYAapCTBEHHBIH (MYHHITUIAIBHEIN) apXUB;

* METOIUYECKOE PYKOBOJCTBO M KOHTPOJIb 3a (PopMHUpOBaHHEM W OGOpPMIICHHEM JAET B
JICTOTPOU3BOJICTBE ~ IETCKOTO caja M CBOEBPEMEHHOW Ilepefadedfl WX B apXuB
JIOIIKOJIEHOTO 00pa30BaTEILHOTO YUPEKICHUS.

4. OyHKIUH apXuBa

B cooTBeTCTBHY ¢ BO3IOKESHHBIMY 33]a9aMy apXHUB OCYINECTBISIET cIAeAyromue QyHKIUH:

4.1. OpraHu3yeT mpueM JOKYMEHTOB IIOCTOSIHHOIO U BpeMeHHoro (cBeime: 10 ser) cpokoB
XpaHEeHHs, B TOM YHCIIE 10 KaJpaM ¥ BOCHUTaHHUKaM, oOpa3oBaBmuXcs B fearenbHocTH JJOY,
B COOTBETCTBHH C YTBEPKICHHBIM rpaduKOM.

4.2. OGecmeynBaeT  COXPAaHHOCTH M BEAET y4eT IOKyMEHTOB M (POHIOB, HaXOISIIMUXCA Ha
XpaHEHUH B apXHBE JOMIKOILHOTO 00pa3oBaTEIbHOTO YUPEKICHHUS.




4.3. TlpencraBnser B IOCYJAapCTBEHHBIN (MYHUIIMIIANIBHBEIN) apXWB Yy4YeTHBIE CBEACHUS 00
o0beMe W COCTaBe XPaHSIIUXCS B apXuBe JAETCKOTO caJa JOKYMEHTOB ApxuBHOro (oHa
Poccuiickoii @enepany ¥ OpyrHX AapXUBHBIX JIOKYMEHTOB B COOTBETCTBHH C IIOPSIKOM
roCyZapCcTBEHHOTO y4eTa JOKyMEeHTOB ApxuBHOro ponma Poccuiickoit @eneparmm.

4.4. CuctemaTu3upyeT U pa3MeIaeT JOKYMEHTHI, ITOCTyIaloue Ha XpaHeHue B apxus JIOY,
o0pa3oBaBIIHECS B X0JI€ OCYIIECTBICHHS IEATCIPHOCTH YUPEHKICHHS.

4.5. PazpabatbIBaeT rpaduky mpeAcTaBlIeHUs OIMCEH Ha pacCMOTPEHHUE SKCIEPTHO-TIPOBEPOIHOH
KOMHCCHH U Ilepeiaud JOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit @enepanuy Ha XpaHEHUE B
roCyIapCTBEHHBIM (MyHULIUIIAIBHBIN) apXUB.

4.6. OCyIecTBISIET HOATOTOBKY U IPEJICTABIISCT:

* Ha pacCMOTpeHHE M COIJlacoBaHHME OSKcmepTHoM komuccmum JIOY omucum gen
IIOCTOSIHHOTO XpaHEHUs, BpeMeHHBIX (cBbime 10 eT) CpoKoB XpaHEHUs, B TOM YHCIE
10 KaJipaM M BOCIHUTaHHMKAM, a TAaK)XK€ aKTHI O BBIIEICHUN K YHUYTOXECHHIO apXUBHBIX
JOKYMEHTOB, HE MOIEKAIUX XPAHCHMIO, aKTBl 00 yTpaTre HOKYMEHTOB, aKTBI O
HEHCIIPABUMEIX ITOBPEKICHUSIX apXUBHBIX IOKYMEHTOB;

° Ha YTBEpPXJEHUE 3SKCIEPTHO-IIPOBEPOUYHON KOMHCCHU YIIOJIHOMOYEHHOTO OpraHa
HCIIONIHUTENbHOU BracTh cyonrexTa Poccuiickoit @enepanun B chepe apXUBHOTO Jeiia
(manee - DITK apXWUBHOIO YUPEXKIEHHS) OMUCH €] IOCTOSHHOTO XPAHEHHUS;

« Ha cornacoBanue JIIK apxuBHOro yupexnenus cyOnexra Poccuiickoit ®@enepanuu
(MyHHIMIQIBHOTO apxXWBa), B Clydae HAJEICHHS €ro COOTBETCTBYIOLIMMHE
IIOTHOMOYHSIMH, OIKCH JeJI II0 JIMYHOMY COCTaBY;

» Ha cornacoBanue JOIIK apxuBHOrO yupexnpenus cyobekra Poccuiickoit @eneparyu
(MyHHIMTIAIGHOTO apXWBa), B CIy4ae HAJENEHHWS ero COOTBETCTBYIOIIMMU
IIOTHOMOYHAMH, aKThl 00 yTpaTte AOKYMEHTOE, aKTEI O HEHCIPABUMEIX TIOBPEXICHIIX
apXMUBHBIX JOKYMEHTOB;

* Ha yTBepkneHue 3aBexyromemy JOVY omucu nen MOCTOSHHOTO XpaHEHHUs, OIHCH
BpeMeHHBIX (cBhIme 10 JeT) CPOKOB XpaHEHHUs, B TOM UHCIIE OIMHUCH JeN M0 KaapaM U
BOCITUTAHHHUKAM, aKThl O BBIIEIEHWM K YHHYTOXXEHHIO ApXWUBHBIX JOKYMEHTOB, HE
MOUIeXKAINIX XPaHEHHIO, akThl 00 yTpare JOKYMEHTOB, aKThl O HEHUCIPaBUMBIX
TTOBPEKICHUAX apXWBHBIX JOKYMEHTOB, yTBep:kAeHHEIE (cormacoBanHble) OIIK wmmm
rocygapcTBeHHBIM apxuBoM cyOwekta Poccuiickoit ®Denmeparun (MYHI/IHI/IHaHBHLIM
apXWBOM) B CcIydae HaJEJIEHUs €T0 COOTBETCTBYIOIINMH OTHOMOYUSIMH.

4.7. OpraHumsyer mnepenady mokymMeHTOB ApxuBHoro ¢onna Poccuiickoit ®Denepanuu Ha
MIOCTOSTHHOE XpaHEeHUEe B TOCYapCTBEHHBIN (MyHUITUTIAIBHEIN) apXuB.

4..8. OpraHu3yeT U IPOBOJIUT 3KCIEPTU3Y IEHHOCTH JOKYMEHTOB BpeMeHHBIX (cBhIme 10 seT)
CPOKOB XpaHEHWs, HaXOIAIMUXCs Ha XpaneHuu B apxuse JIOVY B memsx or6opa TOKyMEHTOB UL
BKJIIOUEHHUsT B cocTtaB ApxuBHOro ¢onaa Poccuiickoii ®enepainu, a TakKe BBIABICHUA
JIOKYMEHTOB, HE MOANIEXKAIIUX JabHEHIIEMY XPaHEHHUIO.

4.9. VyacTByeT B paboTe 3KCIEPTHOM KOMUCCUH JOIIKOIBHOI0 00pa30BaTeNbHOIO YUPEKICHHU.
4.10. ITpoBOIHUT MEPOIPHITHS MO OOECIEUEHUI0 COXPAaHHOCTU IOKYMEHTOB, HaXOIAIMUXCsS Ha
xpaHeHud B apxuse JIOVY.

4.11. Oprammsyer WHOOpMHpOBaHHE anMUHUCTpanmuu U pabotHukoB J[OY o cocTtaBe
COJIepKaHUM TOKYMEHTOB apXiBa yIpeKICHUS.

4.12. adopmupyeT mosib30BaTeNell 110 BOIIPOCaM MECTOHAXO0XKIEHUS apXUBHBIX JOKYMEHTOB.
4.13. Opranu3yeT BbIady JOKYMEHTOB U el JUIst paboThl B YUTAIBHOM 3aJle HIIM BO BpEMEHHOE
MIOJIE30BaHME.

4.14. WcrmonHseT 3alpochl . MOTB30BaTeNIel, BBIIaeT apXUBHBIC KOIIHMH ,I[OKYMCHTOB apXUBHEIE
BBIITMCKH U apXUBHBIE CIIPABKH.

4.15. Bemet y4eT HCIOIb30BaHuA JOKyMeHTOB apxuBa JIOY.

4.16. Co3gaet HoHA MOBE30BAaHUS apXUBa AETCKOrO caja U OPraHUu3yeT €ro UCIOIL30BaHue.
4.17. OcymecTBIsSeT BeeHHE CIPaBOIHO-TIOMCKOBEIX CPEJCTB K NOKyMeHTaM apxua J[OY.
4.18. Co3maeT, MOMOJHICT M COBEPIICHCTBYET HAYYHO-CIPAaBOYHBIA ammapar K XpaHSIIMMCS B




apxuBe JielaM U JOKYMEHTaM.
4.19. YyactByeT B pa3paboTKe IOKYMEHTOB YUYPEkKAEHHs II0 BOIPOCAM apXUBHOIO Ieja H
JIeJIOIIPOU3BOJICTBA.
4.20. Oka3pIBa€T METOINIECKYIO IIOMOIb: ,
e cuyxb6e gemompousBonacTsa JIOY B cocTaBiIeHWH HOMEHKIATYpHI Ael, GopMUpPOBaHHH
¥ 0OPMIICHHH JIeJl, KOHTPOIHPYET IPABUIBHOCTE GOPMUPOBAHUS U 0QOPMIIEHUS JeT B
JIeJIOTIPOU3BOICTBE;
* CTPYKTYPHBIM IOJpa3felieHusM u paboTHUKaM I[OV B IIOATOTOBKE JOKYMEHTOB K
nepesiade B apXuB JETCKOTO caja.
4.21. YyacTByeT B IPOBEIEHAN MEPOIPUATHH IO MOBBIIIEHUIO KBATH(PUKAIUU PaOOTHAKOB apXHBa
U CITyKOBI ZIeNONPOR3BOACTEA JOMKONEHOLO 00pa3zoBaTeNbHOTO YIPEKACHUSL.

5. IlpaBa apxuBa
JUist BBIITQJTHEHUST BO3JIOKEHHBIX 3a/1a4 ¥ QYHKIIHHA JTUII0, OTBETCTBEHHOE 32 aPXHB, IMEET IIPABO:
5.1. IlpencraBnare  3aBeAyIOINEMY  JOMIKONGHBIM — 00pa3oBaTeNbHBIM  yUIpEKIAECHHUEM
OPEJIOKEHNsT 110 COBEPINECHCTBOBAHUIO OpPTaHHM3AllAM XPAHEHUS, KOMIUIEKTOBAHMS, ydeTa U
WCTIOJIF30BaHUS apXUBHEIX TOKYMEHTOB B apxuse J[OVY.
5.2. KoHTpomipoBaTh BBHIIOTHEHHWE YCTAaHOBJIICHHBIX IIPABUII pa60TBI C JOKyMEHTaMH B
CTPYKTYPHBIX ITOJIPA3/IeICHUIX YUPEKICHU.
5.3. 3ampamuBarh OT CTPYKTYPHBIX HOJIpa3fesieHuid U pabOTHUKOB I[OY CBEICHUSI, HEOOXOIUMEBIE
ISt paboTHI apXKBa, ¢ YIETOM OOECIICUCHHs BBITIOIHEHNS BCEX BO3JIOKEHHBIX Ha apXuB 3a1ad U
GYHKITUH.
5.4. JlaBaTh Pa3bACHEHWS M PEKOMEHJAIMK IO BOIPOCAM, BXOJIANIEM B KOMIIETEHIIO apXHBa
JIOIITKOJIBHOTO o6pa3013aTenLH0ro YUPEKACHUS.
5.5. UadopMupoBaTh CTPYKTYpHBIC MTOpa3/IeieHus IETCKOTO cajla 0 HeoOXOAUMOCTH epeiadn
JIOKYMEHTOB B a8pXHUB B COOTBETCTBUH C YTBEPKIACHHBIM IpaHUKOM.
5.6. IlpuHMMaTh ydYacTHe B 3acelJaHHWSIX SKCIEPTHOM KOMMCCHU YUPEXKIEHHS, a TakkKe B
SKCIIEPTHO-IIPOBEPOYHONH KOMHUCCHU YIOMTHOMOYEHHOTO OpraHa WCIONHHUTEIBHON BIIACTH
cybwekra Poccuiickoit @enepanus B chepe apXUBHOIO Jea.

6. OTBeTCTBEeHHOCTH 32 (PYHKIIMOHHPOBAHUE apXUBa
6.1. Haznauennoe npuka3oM 3aBeaytomero JIOY nuifo, OTBETCTBEHHOE 3a BECHUE apXUBa, HECET
NIEPCOHAIBHYIO OTBETCTBEHHOCTS 34! '

e BHIIOJHEHHE BO3IOKEHHBIX HA AapxXWB 3aJad W QYHKIUH B COOTBETCTBHU C
JMEACTBYIOIMUM 3aKOHOIaTeNnbcTBOM Poccuiickoit @eneparuuy;

*  OpraHm3aiio paboTEl apXWBa, CBOEBPEMEHHOE M KBAIM(GHIHPOBAHHOE BBIIOIHEHHE
IIPUKA30B, PaCIOPSIKSHUM, MOPYYEHHHM BBINIECTOAIIETO0 PYKOBOACTBA, IEHCTBYIOIMIMX
HOPMATHBHO-IIPABOBBIX 8KTOB IO CBOEMY IPOGUITIO AEATEIHHOCTH;

e panuoHambHOe W 3()(EKTHBHOE WCIIONB30BAaHHE MAaTepHAIBHBIX, (GHHAHCOBBIX U
KaJpOBBIX PECYPCOB; )

*  COCTOSHHE TPYAOBOW W HCIOTHHUTEIHCKON MUCIUILIMHEL B apXUBE, BBIIOTHEHHE CBOHMX
(GYHKIIMOHATBHEIX 0053aHHOCTEH;

e coOrofeHHe TIPaBWI BHYTPEHHETO pacHOpsAKa, CaHHTapHO-IPOTHBOSIHIEMHIECKOTO

 pexuMa, IPOTUBOIOKAPHOH 6e30MaCHOCTH U TEXHUKHU 0€30I1acHOCTH;

e BeJeHHE IOKYMEHTAIlUH, MPEAyCMOTPEHHOH NEHCTBYIOIMMH HOPMAaTHBHO-IPAaBOBBIMH
JIOKYMEHTaMHU;

e IpEeNOCTaBICcHHE B YCTAHOBIIEHHOM IIOPSKE IOCTOBEPHOH CTaTMCTHYECKOHM H HHOM
uHGOPMAIUH O AESITEIPHOCTH apXuBa;

* TOTOBHOCTH apXHBa K pabOTE B YCIOBHAX YPE3BbIYAHHBIX CUTYyallHH.

'6.2. OTBETCTBEHHBIE 32 BEJEHHE JENONPOU3BOACTBA, IOATOTOBKY U IIPEJICTAaBICHHE JOKYMEHTOB
Ha XpaHeHHe B apX¥B, Ha3HadaroTcs 3asenyronmm JIOV.



7. KoMIIeKTOBaHHE apXuBa

7.1. IlogroToBka IOKyMEHTOB K Ilepefiade B apXHB JOIMKOIBHOTO 06pa30BaTEIHHOTO VAPEIKICHUS
BKJIIOYACT OKCIEPTH3y HayYHOW M MPaKTHYECKOH LEHHOCTH JOKYMEHTOB, OoQOpMIEHHE e,
COCTaBIIEHHE OIIHCH.

7.2. DKcIepTH3a EHHOCTH JJOKYMEHTOB:

SKCIEPTH3a LEHHOCTH NOKYMEHTOB — ONpENENeHHe IIEHHOCTH IOKYMEHTOB C IIENBIO
0TOOpa MX HA XpaHEHWE M YCTAaHOBIICHHE CPOKOB XpaHEHHs. DKCIEPTH3y LEHHOCTH
noxyMeHToB B JIOY ocyImecTBIsAeT IOCTOSHHO JEHCTBYIOMAsA SKCIIEPTHAS KOMHICCHS;
OKCIIEPTHAs KOMHCCUS HasHadaeTcs IpHKa3oM 3asemyromero JOV. B  cocras
SKCIIEPTHOH KOMMCCHH BKIIFOYAlOT HE MEHEe TpeX COTPYHHUKOB, B TOM UHCJE B
00s13aTEBHOM TOPSJKE JIMIO, OTBETCTBEHHOE 3a BEJEHHE apXHBa IETCKOTO Cajia.
CexperapeM sKCEpTHOMH KOMHCCHHE HazHa4aroT cexperaps JIOY. DKCIepTHAS KOMUECCHS
Ha 3aCelaHUAX pACcCMATPUBAacT: HOMEHKIATYPy Jel JETCKOTO Caja, OINCH el
TIOCTOSIHHOTO XPAHEHHUSI U 110 JIMYHOMY COCTaBY, aKThI Ha JOKYMEHTEL, BEUIEIIIEMEIC K
YHHUYTOKEHHUIO. '

7.3. O(bopMJ_IeHHe JIeI:

0ena noCMoAHHO20 Xparens TIOIABAIOTCS B TBEPAYIO 000Ky IPOYHBIMU HUTKAMH.
JIucTsr HymepyroTcs B mpaBOM BEpXHEM YITy MPOCTHIM KapaHmamom, KommdecTso
JIUCTOB B K&XIOM JEJI€ HE IOJIKHO l'IpeBLH.IIaTL 250. B xoHIIe iena Ha OTAENBHOM JIUCTE
COCTaBILIETCS 3aBEPUTETbHAS HAJIIIUCE;

Ha OOJIOXKKE NeT TIOCTOSHHOIO XPAHEHHS NOKHBI OBITH HpOCTaBHeHLI CIIEIYIOIIHE
PCKBHU3UTEL: IIOJTHOS HAMMEHOBAaHME BBINIECTOANIEH opraHu3anuy, HanMernosanue JIOY,
HOMep' (MHIEKC) Jiena 10 HOMEHKJIAType, 3arol0BOK JIENa, KOJTMYECTBO JIMCTOB, CPOK
XPaHEHHUS WK OTMETKA «XPaHHUTh IIOCTOSHHOY», HOMEp (OH/Ia, OIKCH, [elIa;

II0 OKOHYAaHUM [EIONPOU3BOACTBEHHOIO Toma B OGMOPMIECHHBIE OONOXKH el
TIOCTOSIHHOTO XPAaHEHUS BHOCATCS HEOOXOAMMBIC YTOYHEHHS: B 3arOJOBKH eI,
COAEpXAUX pPACIOPSIIUTCIBHBIE JOKYMEHTHI (IIPUKA3bl, TPOTOKONEI), BHOCATCA
HOMEpa; €ClTi JIeN0 C IMEPENHUCKOW COCTOMT M3 HECKOJIBKHMX TOMOB, B KaXKIIOM TOME
YKa3bIBa€TCsl KOPPECIOHIEHT, aBTOP, TEPPUTOPHsS, APYTHe HaHHBIE. B KaXIoM ToMe
yKa3bIBaeTes Jara (YHcio, MECsIl, TOJ) Havyaida ¥ OKOHYAHHS NaHHOTO ToMa. TouHEBIe
JaThl IIPOCTABIIFOTCS Ha OOJOXKaxX M OBICTPOro MOWCKAa JOKYMEHTOB B
TIOCTIEYIOMEM; U3 3aBEPUTEIBHON HAJIIMCH Ha OOJIOXKKY [efla BEIHOCHTCS KOJIM4ECTBO
JIHCTOB B JIEIE; ,

HaJIACH Ha OONIOXKAaX M€l MOCTOSHHOTO H JONTOBPEMEHHOTO XDPAHEHMS CIEXYeT
MIPOU3BOJUTE YETKO, CBETOCTOMKIMHA YSPHUIAMU;

AJs ydeTa KOJMYECTBa JMCTOB B JeNe U (HKCAMU O0COOEHHOCTeH MX HyMepalud Ha
OTIEIBHOM JINCTE COCTABIIAETCS 3aBEPUTEIbHAS HAIIIUCH;

B 3aBEPUTENBHON HA/IIINCH YKA3BIBAECTCA KONMYECTBO JIMCTOB (HU(paMy U TPOIKCEI0) B
mene. 3aBepuTeNbHAs HAAUMCH IIONIHUCHIBACTCS COCTABUTENEM C YKa3aHHEM €ro
JIOJKHOCTH U JaThl COCTAaBJICHUS,

BHYTPEHHSS! OIMCh COCTABJIAETCS K JIeIaM IIOCTOSIHHOTO U JIOJTOBPEMEHHOTO (cBEIIIE 10
JIET) CpPOKa XpaHEeHHs, CYOPMHUPOBAHHBIM II0 PA3HOBHUAHOCTSM JOKYMEHTOB, 3arOIOBKH -
KOTOPBIX HE PAaCKPHIBAIOT KOHKPETHOE COAEPKaHUE I[OK}’MeHTOB (ocob0 meHHBIE,
JIMYHEIC 7ieTia U 1p.).

7.4. Onncanne JOKYMEHTOB IIOCTOSHHOTO CDOKA XPAHCHUS

OIMCH COCTAaBIIIOTCSA pa3[ENbHO Ha Jela IOCTOSHHOTO XpaHCHHS 110 OCHOBHOM
JESATEILHOCTH U Ha Jieja II0 TMYHOMY COCTaBY; J

OIIMCH COCTaBIISIOTCS AETMONPOU3BOAUTEIIEM;

OIHCh BEIETCA B €AMHON BaJIOBOM HyMEpaIlid B TEYCHHUE HECKOILKHX JIET;

Ha JIella C HCTEKIIHM CPOKOM XPAHEHHS COCTABIAETCS aKT 06 YHHUTOXEHHH,

10 OKOHYaHUH JICJIONPOU3BOACTBEHHOrO roja B JIOY npousBoauTcs 0T60p JOKYMEHTOB
IOCTOSIHHOTO CPOKa XPAaHCHUS [UIs BKIFOUEHHS UX B ONMHUCh. OIHCH COCTOUT U3 OZOBBIX



PasZeIoB, BHYTPH TIOZa [eNa DacloNiaraloTcs IO CTeHeHH 3HAYAMOCTH C Y4eTOM
HOMHHAJILHOTO IPHHIKIIA (B COOTBETCTBUU C HOMEHKIIATYPOH YUpEKICHNU);
® OIMCH COCTaBIAIOTCS pa3[ielbHO Ha Jella IIOCTOSHHOTO XPAaHEHHS II0 OCHOBHOM
AeATEeIBHOCTH U Ha JIeNa 10 JITYHOMY COCTaBY;
*  OIHKCH COCTaBILIOTCS CEKPETAPEM.
71.5. [ena epemennozo xparnenus 0hOPMISOTCS yIPOIEHHO: OHH He IIO/IHBAIOTCS, IHCTHL B HAX
HC HyMEPYIOTCH, yTOYHCHHE Ha 00JI0XKax HE TIPOM3BOMMTCSA, OIKCH HA JENa He COCTABIIIOTCS,
YYET BeJIeTCs 10 HOMEHKIIAType el

8. YcnoBus xpaHeHHs I0OKYMEHTOB B apXHBe
8.1. JIOKyMEHTBI apXWBa XpaHATCS B APXHBOXPAHWIMIIE ONIKONBHOLO 00pa3oBaTeNBLHOrO
YUPEXKIECHHUS.
8.2. He nomyckaetcs pa3sMeIleHHe apXyBa B IOABAILHBIX H YePIaYHbIX TOMEIEHHIX TETCKOro caza.
8.3. ApXWBOXpaHWJIHMINE JOIKHO GBITH y/alleHO OT TaGopaTOpHEIX, IIPOM3BOJACTBEHHBIX, OBITOBBIX
TIOMEMEHHH i He MMETh OOIIMX ¢ HUMU BEHTHIIAIIHOHHBIX KaHATOB., APXHBOXPAHUIIAILE OTIENSETCS
OT COCEHUX MOMEIICHHUH HECrOpaeMBIMH CTEHAMH U NIEPEKPHITHAMHE C IIPEeIaMi OrHECTOMKOCTH
HE MEHee JBYX 9acoB. B apXWBoXpaHMIMINE He IOIyCKAeTCs MPOKJIAmKa TPYO BONOCHAGKeHHS H
KaHaJIM3alUH, TEXHOTIOTHYECKHE UK OLITOBEIE BEIBOIBI BOIHL.
8.4. ApXWBOXpaHHJIHINE [OJDKHO HMETh €CTECTBEHHYIO M HCKYCCTBEHHYIO BCHTHUJISLIMIO,
00eCIIeYMBAIOIIYIO0 PENMPKYIIALMIO BO3/yXa, CTA0HIBHOCT TEMIIEPATyPHO-BIaKHOCTHOTO pexumMa.
8.5. Bee mocrymaromme B apxuB JIOV NOKYMEHTHl pasMEIIAOTCS B apXMBOXpaHUJIUINAX ‘Ha
CTAllMOHAPHBIX W/HMIIA IEPEABIKHBIX METAUTHYECKHX CTEILIaXaX, B METATTHUECKHX ImKadax M
KOHTEUHEpaX.
8.6. CTemunaku TOJKHEI OBITh YCTAHOBIIEHBI IEPHEHAUKYIIPHO CTEHAM ¢ OKOHHBEIME IIpoeMam¥, a B
TIOMEIIeHUH 0e3 OKOH - € y4eToM 0COGeHHOCTel moMemmenns u obopynosanms. He momyckaercs
pasMeIIeHue CTe/IaKed BINIOTHYIO K Hapy)KHBIM CTE€HAM 3/1aHHS U K MCTOYHHKAM TEILa.
8.7. PaccraHoBka cremmaked ¥ IMKahOB OCYIIECTBISETCS B COOTBETCTBHH CO CIEAYIONHME
TpeOoBaHUSIMHU: '
* PacCTOSHME MEXIY psAAaMu CTeulaxeH (IJIaBHBIH Mpoxoxn) — He MeHee 120 cm;
* paccrosHue (IIPOXOLT) MEXKIY CTeUIakaMy — He MeHee 75 cM; 7
*  PAacCTOSHHE MEKIy HapyKHOH CTEHOM 3aHWS M CTEIUIaaMmH, IapaUIeIbHBIMU CTEHE — HE
MeHee 75 cM;
°  PacCTOAHME MEXIY CTCHOW U TOPIIOM CTeaxka in mKada (06xom) — He MeHee 45 cM;
° PacCTOsSHME MEXIy IOJIOM U HHJKHEW IONKOH cremraxa (mkada) — He MeHee 15 cm, B
IIOKOIBHBIX 3Taxax — He MeHee 30 cMm. _
8.8. IlpoTMBOMOXApHBIA peXUM B aApPXHBOXPAHWIUINAX, TJe Pa3MEI[acTCs apxus 1OV,
YCTaHABIMBAETCS B COOTBETCTBHH C [IpaBMiamMu IIPOTHBOIOKAPHOIO DEXHMa B -PoccHifckoit
@enepanun ot 16 cenTsdps 2020 roma Nel479.
8.9. ApXHBHBIE JOKYMEHTHI CIIEIyeT XPAHATh B TEMHOTE!
8.10. 3amuTa JOKYMEHTOB OT JEHCTBHS CBETA OOECIIEIMBAETCS XPAHEHHEM JJOKYMEHTOB B KOpoOKax,
IalKax ¥ IeperieTax, B mKadax WM Ha CTeIUIaXaxX 3aKphITOro THIIA.
8.11. YpoBeHb HCKYCCTBEHHOIO OCBELIEHNS B KHUTOXPAaHMIHINAX JOJDKEH COCTABIATH He MeHee 100
JIFOKC. , :
8.12. B apXWBOXpaHWIHINE IS XPaHEHHUs JOKYMEHTOB YCTAHABIHBAIOTCS CIEAVIONIHE IIADAMETPEI
TEMIIEPaTyPHO-BIAXKHOCTHOTO PEXUMA: »
* UL XpaHCHHs JIOKYMEHTOB Ha OyMa)KHOM HOCHTENe — Temieparypa 17-19°C, oTHOCHTeIbHAS
BII&KHOCTB Bo3yxa — 50-55%. ' 7
8.13. Tlomemmenus apxuBa HOIMIKOTBHOTO 0OPA30BATENBHOTO YUPEKICHHS JOIDKHEL CollepxKaThCsA B
9HCTOTE, B. yCIOBUAX, HCKIIOYAIOMKX BO3MOXHOCTD IOSBIECHHS IIICCEHH, HACEKOMBIX, ITBLIH.

9. 3aka09YMTeIbHbIE ITOJIOKEHHU A
9.1. HaCTO}Hl[Ce Ilonmoxxenue 06 ApXUBC ABJLICTCA JIOKAJIBHBIM HOPMAaTHBHBIM aKTOM,



npuruMaeTcs Ha ObmeM cobpanuy pabOTHUKOB JOIIKOIBHOTO 06Pa30BaTeNBHOTO YUPEKISHHS 1
yTBepAaeTcs (160 BBOJUTCS B ISHCTBHE) 3aBeyIOIIIM JOY.

9.2. Bce m3MeHeHHMs W JIOIONHEHHs, BHOCHMEIE B HacTosmee Ilonoenwue, obopMISIOTCS B
IUCBMCHHOM (opME B COOTBETCTBHH JEHCTBYIOIMMM 3aKOHOIATENIBCTBOM  POCCHIMCKOM
Deneparuu.

9.3. Ilonoxenne o6 apxuse JJOY mnpmHEMacTCsS Ha HEOIIPEICIEHHBIA CpoK. V3MeHeHus u
JOTIONHEHHS K IIONOXCHHIO NMPUHUMAIOTCA B IOPSKE, MpemycMoTpeHHOM 1m.9.1. HacTosmero
ITonoxenwus.

9.4. Ilocne npunsTus ITonoxeHus (WM M3MEHEHMH M IONONHEHHH OTIEIBHBIX IIYHKTOB H
Pa3enoB) B HOBOK pelakiuy IPeBITYINas PEAAKIHs ABTOMATHIECKH YTPAUABAET CHITY.
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