MopnucaHo undposoit nognuckto: TxoHoBa Vnbmnpa AHBepoBHa

TVIXOHOBa I/In bMlea AHBepOBHa Jata: 2023.01.11 18:30:12 +03'00'

l'ocynapcTBeHHOE OFOKETHOE JOUTKOJIIBHOE 00pa3oBaTeIbHOe yupekaeHue nerckuit caa Ne 70
koMOuHMpoBaHHOTO BHa KupoBckoro paitona Cankr-IletepOypra

IPUHATO
Ha O61eM cobpaHuy pabOTHUKOB

I'BAOY nerckuii cag Ne 70
Kuposckoro paitona Cankr-Ilerepdypra

[Iporokon ot 11.01.2023 N 3

YTBEPKAEHO
3aBenyromui

I'BAOY nerckuii cag Ne 70

Kuposckoro paiiona Cankt-ITerepOypra

Tuxonosa 1. A.

(noonucw) (Damunus 1.0.)

[Mpukaz or 11.01.2023  Ne 0l m. 48

ITOJIOKEHUE

00 apxuBe

TI'ocynapcTBeHHOr0 0101KETHOT0 JOIIKOJBLHOT0 00Pa30BaTeJIbHOI0 yUpe:KIeHU s
nerckui cag Ne 70 koOMOMHUPOBAHHOTO BUAA
Kuposckoro paiiona Cankr-Ilerepoypra

Cankr-IleTepOypr

2023



1. OOmmue moJoKeHus

1.1.

1.2.

1.3.

1.4.

1.5.

1.6.

1.7.

1.8.

1.9.

1.10.

1.11.

1.12.

Hacrosimee Ilonoxkenne o006 apxuBe B ['ocymapcTBEHHOM OIOKETHOM JOLIKOJIHLHOM
oOpasoBatenbHOM yupexkaeHun nerckuii cag Ne 70 komOuHHpoBaHHOTO BHaa KupoBckoro
pationa Cankr-Iletepbypra (manee — JIOY) paspaborano Ha ocHoBaHuu IIpumepHOrO
NOJIOKEHHS 00 apXUBE OpraHM3aLlUM, YTBEPXKICHHOTo IpukazoM denepasbHOro apXMBHOTO
arerrcTBa Ne 42 ot 11 anpensa 2018 rona, B coorserctBuu ¢ IIpukazom MunkynsTypsl Poccun
or 31.03.2015 Ne 526 «OO6 yTBepkIeHUH MPaBUI OpraHU3alUU XpaHEHUs, KOMIUIEKTOBaHHUS,
ydeTa M MCIONb30BaHMs JOKYMEHTOB ApxuBHoro ¢onna Poccuiickoit ®denepanuu u Apyrux
apXMBHBIX JOKYMEHTOB B OpraHax TIOCyJapCTBEHHOW BJIAacTH, OpraHax MECTHOIO
CaMOYTIpaBJICHUS U OPTaHU3AUAX», Y CTABOM JIOIIKOJIEHOTO 00Pa30BaTEILHOTO YUPEKACHUSI.
Hannoe [Tonoxxenne 06 apxuse IOV onpenensieT coctaB JOKYMEHTOB apXHBa JIETCKOTO cajia u
YCIOBHS WX XpaHCHWs, YCTAaHABIMBACT 3alauyd, Ha3HauYeHHWEe W (QYHKIUU apXHBa,
perilaMeHTUPYET AEATEIbHOCTh JIML, OTBETCTBCHHBIX 3a BEIECHUE apXHWBAa B JOLIKOJIBHOM
00pa30BaTEIbHOM YUPEXKICHUHU.

B cBoeil nestenbHOCTM apxuB pykoBoxacTByercss denepanbHbiM 3akoHOM Ne 125-@3 or
22.10.2004 «O6 apxuBHOM aene B Poccuiickoit @eneparum ¢ nuaMeHneHusmu Ha 14 uromns 2022
rojia, HOPMaTUBHBIMU TPaBOBBIMU akTamu Poccuiickoit deneparun, cyobekra Poccuiickoi
@enepanun B chepe apXMBHOTO jAeja U JEJIONPOU3BOJICTBA, JOKATHHBIMH HOPMAaTHBHBIMHU
aKTaMU JOUIKOJBHOTO 00pa30BaTEIbHOIO YUPEKICHUSI.

Hoxymentsr IOV, wumeromme MCTOPUYECKOE, KYJIBTYpHOE, HAy4YHOE, COLMAIBHOE,
SKOHOMMYECKOE U MOJIUTHYECKOE 3HAYECHHE, COCTABIIAIOT FOCYAAPCTBEHHYIO YaCTh APXUBHOTO
donna Poccuiickoit denepanuu, SBIAIOTCS COOCTBEHHOCTBHIO TOCYAAapCTBa M IOJICKAT
IIOCTOSIHHOMY XpaHEHMIO B rOCyJapCTBEHHBIX apxuBax Poccuiickoit @enepanuu. [Jo nepenaun
Ha TOCYJapCTBEHHOE XpaHEHUE NaHHbIE JOKYMEHTbl BPEMEHHO XPaHATCS B JIOLIKOJIbHOM
00pa30BaTEILHOM YUPEKICHUH.

B JAOY nans xpaHeHuss AoKymMeHTOB ApxuBHoro ¢(onna Poccuiickoit ®enepamun u
3aKOHYEHHBIX JI€JIONPOU3BOJICTBOM JTOKYMEHTOB MPAaKTUYECKOr0 Ha3HAuY€Hus, MX 0oTOopa,
y4deTra, UCIOJb30BaHUs U MOATOTOBKM K IEpe/laye Ha rOCyJapCTBEHHOE XPaHEHHE CO3/1aeTCs
apXuB.

ApXHMB CO3[@€TCs KakK CaMOCTOSTENBbHOE IOIAPA3ACICHUE, BO3IJIABISIEMOE JIMILIOM,
OTBETCTBEHHBIM 3a BCJIEHUE apxuBa COINIACHO IIPHMKa3y 3aBEAYIOLIEro JOMIKOJbHBIM
00pa30BaTENIbHBIM YUPEKICHUEM.

VYupexxeHue 0IMKOJIBHOT0 00pa30BaHus 00eCeynBaeT apXUB HEOOXOAUMBIM MOMEILIEHHEM,
000pyIOBaHHEM H KaJpaMHu.

JlomkonapHOe 00pa3oBaTeNbHOE YUPEXJACHHE O0ECleYrBaeT COXPAaHHOCThb, Y4YeT, OTOOp,
YIOpSI0OYEHHE M WCIOJIh30BaHNE NTOKYMEHTOB ApxmBHOTO (poHma Poccuiickoit deneparmm,
oOpa3yromuxcsi B ero jesrenpbHocTd. OOecreynMBaeT CBOEBPEMEHHYIO Iepefady dSTUX
JIOKYMEHTOB Ha rOCYZapCTBEHHOE XpPaHEHUE.

Bce paboTel, cBsi3aHHBIE C TIOJATOTOBKOW, TPAHCIOPTHPOBKOM M Tiepeaadeii apXUBHBIX
JIOKYMEHTOB, IPOU3BOAATCS CUIIAMHM U 3a CYET JETCKOTO caja.

3a yTpaTy W mopuyy JOKyMeHTOB ApxuBHoro ¢onga Poccuiickoit ®eneparuu
nookHocTHele sMna JIOY HecyT OTBETCTBEHHOCTh B COOTBETCTBHUM C JACHCTBYIOLIUM
3aKOHOAATEIBCTBOM.

ApXUB JETCKOTO caja paboTaeT COrJaCHO IUIaHy, YTBEPKIAEMOMY 3aBEIyIOIIUM
JIOUTKOJIBHBIM 00pa30BaTEIbHBIM YUPESKICHHEM U OTYUTHIBACTCS MIEPE]] HUM B CBOEH paboTe.
KoHTponb nesarenbHOCTH apXuBa ocyllecTBiIseT 3aBeaytomuii JJOY, a B ero oTcyTCTBHA
— UCIIOJIHSIOIINN 00513aHHOCTH 3aBEYIOLIETO.



2. CocraB I0KYMEHTOB apXHBa JeTCKOro cajaa
2.1. B apxus JIOY nmocrymaror:

—  3aKOHYEHHBIE JEJIONPOU3BOACTBOM YUPEKIEHUS TOKYMEHTHI IIOCTOSHHOTO XPAaHEHUS,
00pa3oBaBIIMECs B JCSITEIBHOCTH CTPYKTYPHBIX MOIPA3/ICICHUHN, JOKYMEHTHI BPEMEHHOTO
(cBpime 10 5eT) cpoka XpaHEHHUs, HEOOXOJUMbIE B TPAKTHYECKOW JesITeIbHOCTH,
JIOKYMEHTBI 110 KaJpaM U BOCIIUTAaHHUKAM;

—  JIOKyMEHTHl IIOCTOSIHHOIO XpaHEHWss M 10 JMYHOMY COCTaBy OpraHH3alMii-
IPEIIIECTBEHHUKOB (IIPU UX HAMYHH);

—  JuyHbIe QOHABI BeIyIUX pPaOOTHUKOB JETCKOTO caja (MpHU UX HAJIMYHN);

—  ciyXeOHble U BeZJOMCTBEHHBIE U3JaHNUS;

—  CIIPaBOYHO-TIOMCKOBBIE CPENICTBA K JOKYMEHTaM U yY€THbIE JOKYMEHThI ApXUBa I€TCKOI0
caza.

2.2. Cpoku XpaHEHMs [IOKYMEHTOB B apXUBE JOIIKOJIBHOTO OOPa30BaTENILHOTO YUPEKICHHS
OIPENIENISIIOTCS COMIACHO CPOKaM, yKa3aHHBIM B YTBEPKICHHON HOMEHKJIAType Jell.

3. 3apaum apxuBa J10Y
3.1. OCHOBHBIMH 3aJIaUaMHU apXHBA ABJISIOTCH:

—  OpraHu3alusi XpaHEHHUs JIOKYMEHTOB, COCTaB KOTOPBIX IPEIyCMOTpPEH pa3aeioM 2
Hacrosero [lonoxenus;

—  KOMIUIEKTOBAHUE apXUBa JOKYMEHTaMH, 00pa30BaBIIMMHUCSA B JESITEIbHOCTH YUPEXKICHUS,
OCYILECTBIIAIOLIETO 00Pa30BATENbHYIO 1E€ATEIbHOCTD;

—  yuer, o0ecrieueHre COXpPaHHOCTH, CO3/IaHUE HAayYyHO-CIIPAaBOYHOIO amapara;

—  HCINOJIb30BaHHE JOKYMEHTOB, HAXOALIUXCA HAa XpaHeHuH B apxuse [JOVY;

—  TOJrOTOBKAa M CBOEBPEMEHHas Iepejada JOKyMeHTOB ApxuBHOro ¢osna Poccuiickoii
denepaluy Ha OCTOSHHOE XPaHEHUE B FOCYIapCTBEHHBIN (MyHULIMIIAIBHBIN) apXUB;

—  METOJMYECKOE PYKOBOACTBO M KOHTPOJIb 3a (opMHpOBaHHMEM U O(OpPMIIEHHEM JEN B
JIeNIONPOU3BOCTBE JIETCKOTO CaJla U CBOEBPEMEHHOM Nepejadyeii UX B ApXUB JIOIIKOIBHOTO
00pa30BaTEILHOTO YUPEKACHUS.

4. @yHKIUM apXuUBa
B cooTBeTcTBUY C BO3T0KEHHBIMU 331a4aMH aPXUB OCYIIECTBISACT CIeAYIone QyHKIIH:

4.1. Opranusyer HpHeM JOKYMEHTOB IOCTOSIHHOIO MU BpeMeHHoro (cseimie 10 7eT) cpokoB
XpaHEeHus, B TOM YHUCJIE 10 KaJpaM U BOCIUTaHHUKaM, 00pa3oBaBLIMXcA B AeareiabHocTu JJOVY,
B COOTBETCTBUU C YTBEPKICHHBIM I'paUKOM.

4.2. ObecnieurnBaeT COXPaHHOCTb U BEJET YUET JOKYMEHTOB U (DOHIOB, HAXOASIINXCS Ha XpaHEHUHU
B apXUBE JOUIKOJIBHOTO 00Pa30BaTEILHOTO YUPEKICHHUS.

4.3. [IpeacraBnsieT B TOCYIapCTBEHHBIN (MyHUIIMNIAIBHBIN) apXUB yUE€THBIE CBeIeHUs 00 00beMe U
COCTaBe XPaHSIIUXCSA B apXHBE JETCKOTO caja JTOKYMEHTOB ApxuBHoro ¢ouaa Poccuiickoit
®denepanyu U Ipyrux apXuBHBIX JOKYMEHTOB B COOTBETCTBUH C IOPSIAKOM rOCYAapCTBEHHOTO
ydeTa ToKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit deneparuu.

4.4. CucreMaTu3upyeT U pa3MeliaeT JOKYMEHTHI, MOcCTynaioume Ha xpaHeHue B apxuB 1OV,
00pa30BaBIIMECS B X0JI€ OCYIIECTBICHUS NE€ATEIbHOCTH YUPEKICHHUS.

4.5. Pa3zpabaTeiBaeT rpaduKu MPEICTABICHUS OMUCEH HAa PACCMOTPEHHE AKCIIEPTHO-TIPOBEPOUHON
KOMHUCCHH U Tiepesiaui TOKyMeHTOB ApxuBHOTO (honaa Poccuiickoit @eneparu Ha XpaHEHHE
B TOCY/IapCTBEHHBIN (MYHUIIUTIANBHBIN) apXUB.

4.6. Ocy1ecTBASET NOATOTOBKY U NPEACTABIISET:




—  Ha pacCMOTPEHHUE U COIIaCOBAaHHUE HKCIEPTHOM Komuccuu JJOY onucu nesn nocTossHHOrO
XpaHeHUs, BpeMeHHbIX (cBbllie 10 j1eT) CpOKOB XpaHEHHs, B TOM YHUCIIE MO KaapaMm H
BOCIIMTAHHUKAM, & TAK)KE aKThl O BBIICICHUH K YHUUTO)KCHHUIO apXUBHBIX TOKYMEHTOB, HE
NOJUIeKAIUX XPAHEHUIO, aKThl 00 YyTpaTe OKYMEHTOB, aKThl O HEHCIPaBHUMBIX
MOBPEXACHUSAX apXUBHBIX JTOKYMEHTOB;

— Ha YTBEPXKACHUE OKCIEPTHO-IPOBEPOYHONM KOMHUCCUU YIIOJIHOMOYEHHOIO OpraHa
UCTIOTHUTENbHON BiacTu cyobekra Poccuiickoit denepanuu B chepe apXWBHOTO neia
(manee — DIIK apXHBHOTO YUpPEKACHH) OMUCH Je]1 TOCTOSHHOTO XpaHEHUS;

— Ha cormacoanue OIIK apxuBHOro yupexaenuss cyOwbekta Poccuiickoit ®deneparuu
(MyHHLIMIIAIBHOTO ~ apXWBa), B CIy4yae HAJEJEHUS €ro  COOTBETCTBYIOUIMMHU
MIOJJHOMOYMSIMH, OIIMCH JIEN 110 INYHOMY COCTaBY;

— Ha cornacoBanue OIIK apxuBHOro yupexaeHus cyOwbekta Poccuiickoit deneparuu
(MyHMLIMIIAIBHOTO ~ apXWBa), B  ClIy4yae HAJEJEHUS €ro  COOTBETCTBYIOLUIMMHU
NOJTHOMOYMSMH, aKThl 00 yTpaTe TOKYMEHTOB, aKThl O HEUCIPABUMBIX IOBPEXKICHUSIX
ApXUBHBIX JOKYMEHTOB;

— Ha yTBepxkaeHue 3aBeayrowmemy JIOY omucu gen NOCTOSHHOrO XpaHEHUs, OIKCU
BpeMeHHBIX (cBbile 10 JIeT) CpOKOB XpaHEHMs, B TOM YHCJE OMMCHU e MO Kaapam U
BOCIIMTAHHHUKAM, aKThl O BBIACJIEHUM K YHHUYTOKEHUIO ApPXUBHBIX JIOKYMEHTOB, HE
NOJUIEKALIUX XPAaHEHHUIO, aKThl 00 yTpaTe [OKyMEHTOB, aKThl O HEUCIPaBUMBbIX
MOBPEXACHUIX apXUBHBIX JIOKYMEHTOB, yTBEp)KIAeHHblE (cormacoBaHHble) OIIK wmnm
rOCYyapCTBEHHBIM apXUBOM cyObekTta Poccuiickoii ®enepammu (MyHUIUTIATBHBIM
apXMBOM) B CIIy4ae HaJIeJECHUs €r0 COOTBETCTBYIOIIMMU MTOJTHOMOYHSIMH.

4.7. Opranusyer mnepenady JTOKyMeHTOB ApxuBHOro (onma Poccuiickoit ®enepanum Ha
HOCTOSIHHOE XpaHEHHE B IOCYAapCTBEHHBIN (MyHHULIUIIAIBHBIN) apXHUB.

4.8. OpranusyeT ¥ NPOBOJMUT 3KCIEPTU3Y LEHHOCTH JTOKYMEHTOB BpeMeHHbIX (cBblmie 10 ser)
CPOKOB XpaHEHUs1, HaXOAAIIMXCs Ha XpaHeHuu B apxuse IOV B nensax orbopa JOKyMEHTOB /1S
BKIIOUeHUs: B cocTaB ApxuBHoro (onma Poccuiickoit denepanuu, a TakKe BBISIBICHUS
JIOKYMEHTOB, HE MOUIEKAINUX JAIBHEUIIEMY XPaHECHHUIO.

4.9. YyacTByeT B paboTe IKCIEPTHON KOMUCCHH JIOMIKOIBHOTO 00pa30BaTEILHOTO YUPEKICHHS.

4.10. [TpoBOoIUT MEepOTIPUSITHS TIO OOECIICYCHUIO COXPAHHOCTH JJOKYMEHTOB, HaXO/ISIIIIUXCS Ha
xpaHnenuu B apxuse [JOVY.

4.11. Opranuszyer uHGOpMHpPOBaHHE aaMUHHMCTpauuu U paboTHukoB JIOY o cocraBe u
COJIEpKAHUU IOKyMEHTOB apXUBa YUPEHKICHHUS.

4.12. Nudopmupyet nonp3oBaTeneil o BOmpocaM MeCTOHAX0KICHHS apXUBHBIX IOKyMEHTOB.

4.13. OpranusyeT BblIady TOKYMEHTOB M JeN Juid padOThl B YHUTAJIBHOM 3ajie¢ WM BO
BPEMEHHOE 0JIb30BaHUE.

4.14. Wcnonuser 3anpockl N0Jab30BaTENEH, BBIAAET apXUBHbBIE KOITUH JTOKYMEHTOB, apXUBHbIE
BBINUCKU ¥ apXUBHBIE CIIPaBKU.

4.15. Bener yuer nucnonb3oBanusi 1okyMeHTOB apxuBa JIOY.

4.16. Co3naer GoH/ MOJIb30BAaHMS apXUBA JIETCKOTO €a/la U OPraHU3yeT €ro UCIOJIb30BaHueE.

4.17. Ocy1iecTBiIsIeT BEeIGHUE CIIPAaBOYHO-TIOMCKOBBIX CPEACTB K JoKyMeHTaM apxuBa JIOY.

4.18. Co3znaet, MOMOIHAET U COBEPIIECHCTBYET HAYYHO-CIIPABOYHbIM anmapaT K XpaHAIUMCs B
apXuBe JejlaM U IOKyMEHTaM.

4.19. VYyacTByeT B pa3paboTKe JOKYMEHTOB YUPEXKIEHHs IO BOIPOCAM apXHBHOTO Jiela U
JIEJIONPOU3BO/ICTBA.

4.20. Oxka3bIBaeT METOUYECKYIO TOMOIIIb:




—  cayx0e nenonpousBoacTtBa JIOY B cocTaBieHUH HOMEHKJIATYpPHI 1, JOPMUPOBAHUU U
oopmIIeHUN A€, KOHTPOJIUPYET MPaBUIBHOCTh (POPMUPOBAHUS M OGOPMIICHHS JIeNl B
JIeNIOTPOU3BOICTBE;

—  CTPYKTYpHbIM mofpazfeneHusM u pabotHukam JIOY B MOArOTOBKE IOKYMEHTOB K
nepeaaye B apXuB JIETCKOro Caja.

4.21. VYyacTByeT B MPOBEJICHUN MEPONPUATHH MO MOBBILIEHUIO KBadU(UKaUU paObOTHUKOB

apx¥Ba U CIIy>KOBI 1€JIOMPOU3BOJICTBA JIOIIKOJIEHOTO 00Pa30BaTEIILHOTO YUPEKACHUS.

IIpaBa apxuBa

I[J'IH BBINMOJIHCHU A BO3JIOKCHHBIX 3a/1a4 1 d)VHKHHfI JIMITO0, OTBETCTBCHHOC 3a apXWB, MMCCT IMPAaBO.
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[IpencraBnsaTh 3aBeAyIOIEMY AOIIKOIBHBIM 00pa30BaTEIbHBIM YUPEKICHUEM IPEIOKEHUS
II0 COBEPIICHCTBOBAHMIO OPraHU3ALUN XPAHEHUs, KOMIJICKTOBAHMS, y4€Ta U HCIIOJIb30BAHUS
apXUBHBIX JOKYMEHTOB B apxuse /JOV.

KoHTponupoBaTh BBINOJHEHWE YCTAHOBJIEHHBIX MpaBUI pabOThl € JIOKYMEHTaMHU B
CTPYKTYPHBIX IOAPA3ACICHUAX YUPEKIACHUS.

3ampammBarh OT CTPYKTYPHBIX TofpasaeneHuit u padotuukoB JIOY cBeaeHus, He0OX0IUMbIE
JUTst pabOTHI apXHBa, C YYETOM 00ECTIEYCHHUs BBITIOIHEHUS BCEX BO3JIOKEHHBIX HA apXUB 3a7a4
U QYHKIUII.

JlaBaTb pa3bsCHEHHs M PEKOMEHJIALMM IO BOIPOCAM, BXOISAIIMM B KOMIIETEHLHIO apXHWBa
JIOUIKOJIBHOTO 00pa30BaTEIbHOIO YUPEXKICHHS.

HNHpopMHUpoBaTh CTPYKTypHBIE MOAPA3AEICHUs IETCKOro caja O HEoOXOAMMOCTH INepegadn
JIOKYMEHTOB B apXUB B COOTBETCTBUU C YTBEP)KICHHBIM I'Pa(hUKOM.

[TpyHMMAaTh yyacTHE B 3aCEJaHUAX IKCIIEPTHONM KOMUCCHH YUPEKICHUS, a TAKXKE B IKCIIEPTHO-
NPOBEPOYHON KOMHCCHUU YIIOJHOMOYEHHOI'O OpraHa HCIIOJHUTEIPHOW BJIACTH CyObEKTa
Poccuiickoit @enepannu B chepe apXuBHOTO Jea.

OTBeTCTBEHHOCTH 32 (PYHKIMOHUPOBAHUE aPXMBa

6.1.

6.2.

Hasnauennoe npuka3zoM 3aseavioniero JIOY auio, OTBETCTBEHHOE 32 BEJIEHUE apXUBa, HECET
[IEPCOHAIBHVIO OTBETCTBEHHOCTD 3a:

—  BBINIOJIHEHUE BO3JIOKEHHBIX Ha apXUB 3a7a4 U (PyHKLIUN B COOTBETCTBUHU C JEHCTBYIOINUM
3aKoHOJATeNbCTBOM Poccuiickoi denepannu;

—  OpraHu3anuio pabOThl apxuBa, CBOCBPEMEHHOE M KBAJTU(HUIIMPOBAHHOE BHIOJIHEHHUE
IIPUKA30B, paCHOPSLKCHUM, IMMOPYYEHHH BBILIECTOSIIETO PYKOBOACTBA, JEUCTBYIOLIMX
HOPMAaTUBHO-IIPABOBBIX AKTOB 10 CBOEMY MPOQUIIIO 1E€ATEIbHOCTH;

—  panuoHanbHOE U 3PPEKTHBHOE NCTIOIH30BAHNE MATEPUATBHBIX, (PUHAHCOBBIX U KaJAPOBBIX
pecypcos;

—  COCTOSIHME TPYJOBOH M HCIOJIHUTEIbCKON NHUCLUIUIMHBI B apXUBE, BBINOJIHEHHE CBOMX
(YHKINOHATIBHBIX 00S3aHHOCTEHH;

—  coOnoJieHue TpaBWJI BHYTPEHHETO PACIOPSANKA, CAHUTAPHO-TIPOTHBOIIMUIAEMHYECKOTO
peXHUMa, TPOTUBOIOKAPHOI 0€30MaCHOCTH U TEXHUKU O€30MaCHOCTH;

—  BEJIEHHE [IOKYMEHTAallUM, MPEITyCMOTPEHHOM NEHUCTBYIOIIMMH HOPMATHUBHO-IIPABOBBIMU
JIOKyMEHTaMU;

—  MPENOoCTaBICHUE B YCTAHOBJIEHHOM MOPSAKE IOCTOBEPHOW CTATUCTHYECKOW M HHOU
uH(bOpMaLK O JEeSTeIbHOCTH apXUBa;

—  TOTOBHOCTb apXMBa K padoTe B YCIOBHIX YPE3BbIYANHBIX CUTYyAIIH.

OTBeTCTBEHHBIE 32 BEJICHUE JIEIONPOU3BO/ICTBA, TOJATOTOBKY U IPEICTaBICHNUE TOKYMEHTOB Ha
XpaHEHHE B apXHB, Ha3HayaroTcs 3aBeayromum [0V,



7. KoMiuiekToBaHue apXuBa

7.1. IloaroroBka TOKyMEHTOB K Iepeaaue B apXyB JOUIKOJIBHOTO 00pa30BaTENIbHOIO YUPEKACHUS
BKJIIOYAET SKCIEPTU3y HAYYHOM M MPaKTUUYECKOW IIEHHOCTH JOKYMEHTOB, 0OpMJIEHHE JEl,
COCTaBJIEHUE OIHCH.

7.2. DxcOepTHU3a HEHHOCTH IOKYMEHTOB:

JKCIIEPTH3a IEHHOCTU JOKYMEHTOB — OIIpe/ieNieHNe [IEHHOCTH JOKYMEHTOB C I1eJIbI0 0TO0pa
HX Ha XpaHCHHUC U YCTAHOBJICHUC CPOKOB XpPaHCHUA. 3KCH€pTI/I3y OCHHOCTH NOKYMCHTOB B
JOY ocyuiecTBisieT TOCTOSSHHO JEUCTBYIOIIAS SKCIIEPTHAST KOMHUCCHS,

HKCTIEpTHAs KOMHUCCHS Ha3HadaeTcs mpukazoM 3aseayromiero JI0Y. B cocta skcniepTHOM
KOMHCCHUH BKIIIOYAIOT HC MCHEC TPCX COTPYAHHUKOB, B TOM YHUCJIC B 00s13aTeIbHOM MOopsAAKE
JUI0, OTBETCTBEHHOE 3a BeJEHHE apxuBa JAerckoro caga. CekpeTapeM HKCIEPTHOMN
KOMHUCCHM Ha3HadaloT cekperaps JIOY. DOkcneprHas KOMHCCUS Ha 3acedaHUAX
paccMaTpuBaeT: HOMEHKIATYPY JeN AETCKOTO caja, OMUCH JIe] TOCTOSTHHOTO XPaHeHHsI U
M0 TUYHOMY COCTaBY, aKThl HA JOKYMEHTHI, BBIJIEIsIEMbIE K YHUUTOKEHHUIO.

7.3. OdopMileHne aei:

JieNia TOCTOSIHHOTO XPAHEHUs MOJANIMBAIOTCSA B TBEPAYIO OOJIOKKY MPOYHBIMU HHUTKAMHU.
JIucThl HyMEPYIOTCS B IPAaBOM BEPXHEM YTIIy IPOCTHIM KapaHaaioM. Koln4ecTBo JIHCTOB
B KaXIOM JieJie He JOJDKHO mpeBbimaTh 250. B KoHIE aena Ha OTACIBHOM JIUCTE
COCTAaBJIACTCA 3aBCPUTCIIbHAA HAAIINCh,

Ha OOJIOKKE JIeJ TOCTOSHHOTO XPAaHEHUS JIOJDKHBI OBITh IMPOCTABICHBI CIICAYIOIIHE
PEKBU3HTHI: MOJTHOE HAUMEHOBAHUE BBHINIECTOSIICH opraHusanuu, HanmeHoBanue OV,
HOMEp (MHJEKC) Jena MO0 HOMEHKIIAType, 3aroJIOBOK Jelia, KOJHUYECTBO JIMCTOB, CPOK
XpaHEHUS WK OTMETKA «XPaHHUTh TIOCTOSIHHOY», HOMEp (POH/Ia, OIUCH, JAeTa;

IO OKOHYaHHUHU ACIOMPONU3BOACTBCHHOIO I'0Jia B O(bOpMHeHHBIe OGHO)I(KI/I A€ MTIOCTOAHHOI'O
XpaHCHHST BHOCSATCS HEOOXOIUMBIC YTOYHCHHS: B 3aroJOBKH JEJ, COJCPKaIIUX
pacnopsaIuTeabHbIe TOKYMEHTHI (TIPUKa3bl, TPOTOKOJIbI), BHOCATCS HOMEPA; €CIIU /IO C
NEPETUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B K&XKJIOM TOME YKa3bIBAETCSI KOPPECIIOH ICHT,
aBTOp, TCPPUTOPHSI, IPYTHE TaHHBIC. B Ka)KI0M TOMe yKa3bIBaeTcs aara (YHciio, MEcCHIl,
FO[[) Ha4dalJia U OKOHYaHHus JaHHOT'O TOMA. Tounrre AAaThbl ITPOCTABJIAIOTCA HA 00JI0KKaX JJIA
OBICTPOTO IOMCKA JIOKYMEHTOB B TIOCJICIYIOIIEM; U3 3aBEPUTEIHLHON HAIHCH Ha 00JI0XKKY
JieNia BBIHOCUTCS KOJIMYECTBO JINCTOB B JIEJIC;

HA/MUCH Ha OOJIOKKAaxX JeJI TIOCTOSHHOTO U JIOJTOBPEMEHHOTO XPAaHEHUS CIEeayeT
MPOM3BOIUTH YETKO, CBETOCTOMKMMH YCPHIIIAMH;

JUTSL ydeTa KOJIMYECTBA JIMCTOB B JeJie W (PUKCAIMU OCOOCHHOCTEH WX HyMepaluu Ha
OTJEIIEHOM JINCTE COCTABIISICTCS 3aBEPHUTEIIbHAS HAIITUCH;

B 3aBEPUTEIHHON HAIUCH YKAa3bIBACTCS KOJIWYECTBO JTUCTOB (IM(pamMu U MPOIHUCKHIO) B
OCIIC. 3aBepI/ITCHBHaﬂ HaaAIUCh TMOANMUCBIBACTCA COCTABUTCIICM C YKa3aHUCM Cro
JOJKHOCTH | JIAThI COCTABIICHUS;

BHYTPCHHSAA ONIUCH COCTABJIACTCA K ACJIaM MOCTOAHHOIO U JOJTOBPCMCHHOTO (CBBIH_IG 10
JeT) cpoKa XpaHeHHUs, c(hOpMUPOBAHHBIM IO PA3HOBUIHOCTSIM JOKYMEHTOB, 3arOJIOBKH
KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COACPKAHHUE TOKYMEHTOB (0C000 IIEHHBIC, JTHYHBIC
nena u zip.).

7.4. Onucanre JOKYMEHTOB ITOCTOSHHOTO CPOKA XPAHEHUS:

OIMUMCHU COCTABJIAIKOTCA PpPasAaCIbHO Ha [A€ja IIOCTOAHHOIO XpaHCHUA 110 OCHOBHOI
ACATCIBHOCTH U HAa ACJia IO JINYHOMY COCTaBY,

OIMMCHU COCTABJIAKOTCA ACIIOMIPOU3BOAUTCIICM;

OIHMCH BEACTCS B €IMHOM BaJIOBOI HyMEpalnuu B TCUCHNEC HECKOJIBKUX JICT,
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7.5.

—  Ha JieNa ¢ UCTEKIIUM CPOKOM XPAaHEHUS COCTABIISIETCS aKT 00 YHUUTOXKEHUU;

— 110 OKOHYaHHUHU JEJIOMPOU3BOJACTBEHHOTO roaa B JIOY mpousBoauTcs oT00p TOKYMEHTOB
MOCTOSTHHOTO CPOKa XPaHECHHS I BKIIOYEHHUS UX B ONMUCh. OMUCHh COCTOUT M3 TOIOBBIX
pas3zmenoB, BHYTpPH Toja Jejia pacroJiaraloTcs IO CTENEeHH 3HAYMMOCTH C YYETOM
HOMMHAJIFHOTO MPHUHIIHMA (B COOTBETCTBUU C HOMEHKJIATYPOU YUPEKICHUS);

—  ONHCH COCTABJSIIOTCA pa3lelbHO Ha Jejla TOCTOSHHOTO XpaHEHHS IO OCHOBHOU
JeSATeTLHOCTH M Ha JIeJIa TI0 TUYHOMY COCTaBYy;

—  ONHCH COCTaBJISIFOTCS CEKPETapeEM.

Jlenra BpeMeHHOTO XpaHEeHHsI 0POPMIISFOTCS YIIPOIIIEHHO: OHU HE MOIIUBAIOTCS, JTUCTH B HUX

HE HyMEpYIOTCSI, yTOUHEHHE Ha 00JI0’)KKaX HE TPOU3BOIMTCS, ONTMCH Ha JieJia HE COCTaBIISIOTCS,
y4eT BEJCTCS TI0 HOMEHKJIAType Jedl.

8. YcaoBusi XxpaHeHust J0KYMEHTOB apXuBa

8.1.

8.2.

8.3.

8.4.

8.5.

8.6.

8.7.

8.8.

8.9.

JIOKyMEeHTBl apXuBa XpaHATCS B APXUBOXPAHWIMIIE JOIIKOJIBHOTO 00pa30BaTENBHOIO
YUPEKICHUS.

He AOIMYCKACTCA PasMCIICHUE apxXWBa B IMOABAJBHBIX W YCPAAYHBIX IMOMCUICHUAX JICTCKOI'O
caza.

ApPXHUBOXpaHWIHILE TOJIKHO OBITh yJIaJdeHO OT Jab0paTOPHBIX, IPOU3BOJICTBEHHBIX, OBITOBBIX
MOMEIIEHUI M HE HMMETh OOIIMX C HUMHU BEHTWIALMOHHBIX KaHAJIOB. ApPXUBOXPaHWIHUIIE
OTJIeNsIeTCS OT COCEAHUX TIOMEIICHHU HeCropaeMbIMU CTEHAMHU U TIEPEKPHITUSIMHU C TIpeieIaMu
OTHECTOWKOCTH HE MEHee JBYX 4acoB. B apxuBoxpaHWIHUIIE HE AOMyCKaeTCs MPOKIaaka Tpyo
BO,Z[OCHaG)KeHI/ISI K KaHaJIu3allu, TCXHOJIOTHYCCKHUE UIIN 6LITOBI>I€ BbIBObI BOABI.
ApXI/IBOXpaHI/IJII/IH_Ie AOJDKHO HMMCTb CCTCCTBCHHYHO MM HCKYCCTBCHHYIO BCHTUJIALUIO,
o0ecrevynBaroIlyl0 PELUPKYJIALNI0 BO3AyXa, CTAOMIBHOCTb TEMIIEPAaTypPHO-BIAKHOCTHOTO
pexuma.

Bce moctynatomme B apxuB JIOY 1DOKyMEHTBHI pa3MEIIalOTCAd B apXUBOXPAHWIMIIAX Ha
CTAIlMOHAPHBIX W/WIIM MEPEIBUKHBIX METAIIMUYECKUX CTEIIaXKaX, B METAIIMYECKUX IIKadax
WJIM KOHTEHEepax.

Cremnaxu JOMKHBI OBITh YCTAHOBIICHBI MIEPIICHANKYISIPHO CTEHaM C OKOHHBIMH IIpOeMaMHu, a
B TOMEIIEHUU 0e3 OKOH — C Y4YeTOM OCOOCHHOCTEH mMmomelieHus W oOopymoBanusi. He
AO0IMYCKACTCA Pa3sMCIICHUC cTeaxei BIUTIOTHYIO K HAPY>XHBIM CTCHAM 3/1aHUA U K UICTOUYHHUKAM
TCI1J1a.

PaccranoBka cremnaxke M 1mkadoOB OCYIIECTBISIETCS B COOTBETCTBUHM CO CIEAYIOUIMMU

TPeOOBAHUIMU:

—  paccTOsiHHE MEXIy pAJaMu cTeulaxkel (T1aBHbIM Ipoxoxa) — He MeHee 120 cM;

—  paccTtosHHe (IPOXOA) MEXy CTEJUIaKaMU — HE MEHee 75 cM;

—  PacCTOsIHUE MEX/y Hapy KHOM CTEHOH 3/1aHUs U CTEIUIaXKaMHU, MapajuIeIbHBIMU CTEHE — HE
MeHee 75 cm;

—  pacCTOSIHHE MEXIy CTEHOM M TOPIIOM cTesuTaka uiu mkada (006xom) — He MeHee 45 cm;

—  pacCTOSIHHE MEXIy TOJIOM M HUXHEH IMOJKOHM creiutaxka (mkada) — He MeHee 15 cm, B
IOKOJIBHEIX dTakaX — He MeHee 30 cM.

[IpotuBonoXkapHbIlii peXUM B apXHMBOXpaHWIMILE, TInae pasMemaercs apxus JIOVY,

YCTaHABIMBAETCS B COOTBETCTBUU ¢ [IpaBriiaMu mpoTHBONOKAPHOTO pexuma B Poccuiickon

®denepanun ot 16 centsaops 2020 roma Ne 1479.

ApXUBHBIE TOKYMEHTBI CIIEYeT XPaHUTb B TEMHOTE.

8.10. 3amuTa JOKYMEHTOB OT ACHCTBHSI CBETa OOECIEUMBAETCS XpaHEHUEM JOKYMEHTOB B

K0p061<ax, Marnkax " rneperuicTax, B mKa(bax HJIN Ha CTCIIJIAKaX 3aKPBITOTO THUIIA.



8.11. YpoBeHb MCKYCCTBEHHOT'O OCBEILIEHUS B KHUTOXPAHWIMILAX JOJHKEH COCTaBIATH HE
meHee 100 mrokc.
8.12. B apxuwBoXpaHWIWIIE JUIs XpaHEHUs JTOKYMEHTOB YCTAHABIWBAIOTCS CIEAYIONINE

napaMeTpbl TEMIICPATYPHO-BJIIAXHOCTHOI'O PEKHUMA.

— U1 XpaHEHUs JIOKYMEHTOB Ha OyMakHOM Hocutene — Temmeparypa 17-19°C,
OTHOCUTEIbHAS BIIAXKHOCTH BO3ayXa — 50-55%.
8.13. [lomemiennss apxuBa JOLIKOJBHOTO  OOpPa30BATEIBHOTO  YUPEXKIEHUS  JOJDKHBI
COJepkKaTbCsi B UYUCTOTE, B YCJIOBUAX, UCKIIOYAIOIIMX BO3MOXKHOCTH TOSIBJICHUS IUIECEHH,
HACEKOMBIX, IbLIH.

3aKII04uTeNbHbIC M0JI0KCHUS

9.1. Hacrosmee [lonoxxenune 00 apxuBe SBISETCS JOKAILHBIM HOPMAaTUBHBIM aKTOM, IPHHUMAETCS
Ha OOmem cobpaHuu paOOTHUKOB JOMIKOJIBHOTO 00pa30oBAaTEIbHOTO YUPESKICHUS U
yTBepkaaeTcs (1u0o BBOAUTCS B JeiicTBHE) 3aBeaytonum JJOY.

9.2. Bce u3MeHeHHs U JONOJHEHUs, BHOCMMblEe B Hacrosiuee [lomoxkenue, odopmistorcs B
MACbMEHHOW (OopMe B COOTBETCTBMHU JICHCTBYIOIIUM 3aKOHOJATEIHCTBOM Poccuiickoii
denepanuu.

9.3. Ilonoxxenue o0 apxuBe JJOY mnpuHuMaeTcs Ha HeONpeAereHHbIH cpok. M3meHeHus wu
nononHeHus K [1onoxkeHnto npuHUMaloTes B MOpAIKe, MpeaycMOTpeHHoM 11.9.1. HacTosmiero
ITonoxxeHus.

9.4. llocne npunsitus IlonoxeHuss (WU HU3MEHEHUW M JOMOJIHEHUN OTACNIBHBIX IYHKTOB M
pa3zienoB) B HOBOM peJaKlUy IpeIblIyllas pelakiis aBTOMaTHUECKH yTPauyuBaeT CUITY.
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