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yupe:kaenus nerckoro caaa Ne 41 ropona CraBponoJis

1. O0mue moJj10KkeHus

1.1. Hacrosimee Ilonoxenue 00 apXWBe MYHUIUMIIAIBHOTO OKOIKETHOTO
JIOLIKOJIBHOTO 00pa30BaTebHOIO yupexkaeHus nerckoro caga Ne 41 ropona
Crasponons (nanee MBJIOY n/c Ne 41) pa3paborano Ha ocHoBaHuu IIpumepHoro
NOJIOXKEHHsI 00 apXMBE OpraHu3alliu, YTBEPKIECHHOTo mpukazoM DenepanbHOro
apxuBHOTO areHTcTBa Ne 42 ot 11 anpens 2018 roma, B coorBercTBUU ¢ [Iprkazom
Munkynerypel  Poccun ot 31.03.2015 Ne 526 "OO yTBepkIE€HUU MpaBUI
OpraHU3allid XPAaHEHUs, KOMIUIEKTOBAHUS, y4€Ta U HUCIOJIb30BAHUS JOKYMEHTOB
ApxuHoro gonna Poccuiickoit @eaepauuu U Ipyrux apXUBHBIX JOKYMEHTOB B
opraHax TIOCYJapCTBEHHOM BJIAaCTH, OpraHax MECTHOIO CaMOYIIPaBJICHUS H
opranuzanusx", YcTaBoM JOUIKOIBHOTO 00pa30BaTEIbHOIO YUPEKACHHUS.

1.2. Hannoe Ilonoxenue 06 apxuse 1OV ompenensier coctaB JOKYMEHTOB apXHBa
JETCKOTO CaZia W YCJIOBHUS MX XpaHEHWs, yCTAHABIMBACT 3aJa4d, HAa3HAYCHHUE U
(GYHKIMU apXHBa, pErIaMEHTUPYET ACSTEbHOCTD JIML, OTBETCTBEHHBIX 3a BEJACHHE
apXuBa B JIOIIKOJIHHOM 00pa30BaTEILHOM YUPEKICHUU.

1.3. B cBoeil AesATEIbHOCTA apXUB PYKOBOACTBYeTCs DenepanbHbIM 3aKOHOM Ne
125-®3 ot 22.10.2004 rona «O6 apxuBHOM neiie B Poccuiickoit deaeparum» c
u3MeHeHussMu Ha 14 wrons 2022 roma, HOPMAaTHUBHBIMU TIPaBOBBIMHU aKTaMU
Poccuiickoit @enepanuu, cyobekra Poccuiickoit denepanu B chepe apXuBHOTO
Jena M JIeTONpPOU3BOACTBA, JOKAIbHBIMU HOPMATHUBHBIMU aKTaMU JIOIIKOJIBHOTO
00pa30BaTEIBHOTO YUPEKACHHUS.

1.4. lokymentst MBJIOY n/c Ne 41, umerommue HCTOPUYECKOE, KYJIBTYpPHOE,
HAay4YHOE€, COLMAIBHOE, 3KOHOMHYECKOE U IMOJMTHYECKOE 3HAYEHHE, COCTaBIISIOT
rocyIapCcTBeHHYIO 4acTh ApxuBHOro (Gonma Poccuiickoit denepanuu, sBISIOTCS
COOCTBEHHOCTBIO TOCYJapCTBa M MOMJEKAT IOCTOSHHOMY XpaHEHHUIO B
rocylapcTBeHHbIX apxuBax Poccuiickon @epepanuu. Jlo mnepemaun Ha



rOCyJapCTBEHHOE XpAaHEHUE JaHHbIE JOKYMEHTbl BPEMEHHO XpaHATCS B
JIOTIIKOJIBHOM 00pa30BaTEIbHOM yUPEKICHHH.

1.5. B MBAOY n/c Ne 41 nna xpaHeHHUs] JOKYMEHTOB ApXuBHOTO (oHIa
Poccuniickoii ®enepan M 3aKOHYEHHBIX JIEJIONPOU3BOACTBOM JOKYMEHTOB
MPaKTUYECKOTr0 Ha3HAYeHUs, UX 0TOOpa, ydera, UCIOJIb30BAaHUS U TMOATOTOBKH K
nepeaayde Ha roCyIapCTBEHHOE XPAHEHUE CO3AETCS APXUB.

1.6. ApxuB co3maercsi Kak CaMOCTOSATENIbHOE TMOJpa3/eliCcHHe, BO3MIIABISIEMOE
JULIOM, OTBETCTBEHHBIM 32 BEACHUE apXvBa COITIACHO NPHUKa3y 3aBEIYyIOIIETO
JIOTIIKOJIBHBIM 00pa30BaTEIbHBIM YUPEIKICHUEM.

1.7. YapexxneHnue I0mMKOIBbHOTO 00pa3oBaHUs 00SCIIEUnBACT apXUB HEOOXOIUMBIM
MOMEIIIEHUEM, 000PYIOBaHUEM U KaJ[paMHu.

1.8. MBJIOY n/c Ne 41 obecrieunBaeT COXpaHHOCTh, yU€T, OTOOp, YIOPSIIOUCHUE U
UCIIOJIb30BaHUE JOKYMEHTOB ApxuBHOTO (¢GoHaa Poccuiickoit denepamuu,
oOpa3zyrommxcs B €ro JearebHocTH. O0ecneurBaeT CBOEBPEMEHHYIO Iepeady
ATUX JIOKYMEHTOB Ha TOCYJapCTBEHHOE XPaHCHHUE.

1.9. Bce paboThl, CBs3aHHBIE C MOATOTOBKOW, TPAHCIIOPTHUPOBKON W Iepenayeit
apXUBHBIX IOKYMEHTOB, IPOU3BOJIATCS CUJIAMU U 3a CUET JIETCKOTO caja.

1.10. 3a yTpary u nopuy nokymMeHTOB ApxuBHoro (onma Poccuiickoit deneparuu
nomxHocTHbIE yniia MBJIOY n1/c Ne 41 HecyT OTBETCTBEHHOCTh B COOTBETCTBHUH C
JEUCTBYIOIINM 3aKOHOAATEIIbCTBOM.

1.11. ApxuB MBJIOY n/c Ne 41 paGoTaeT COMIACHO IIJIaHY, YTBEPKIAEMOMY
3aBEAYIOIIMM JIOLIKOJIBHBIM 00pa30BaTEIbHBIM YUPEKACHUEM, U OTUYUTHIBACTCS
nepen HAUM B CBOei pabore.

1.12. KoHTponb nesaTeTsHOCTH apXuBa ocyliecTrisieT 3apenytonuit MbJIOY n/c Ne
41, a B €ro OTCYTCTBUU — UCTIOJHSAIONIUN 003aHHOCTH 3aBEIYIOIIETO.

2. CocTaB JOKYMEHTOB apXHUBa JEeTCKOI0 cajia

2.1. B apxuB MBIOY n/c Ne 41 nmocTymnaror:

. 3aKOHYEHHBIE JEJOMPOU3BOJICTBOM YUPEXKICHHUS JOKYMEHTHI MOCTOSHHOTO
XpaHeHusi, oOpa3oBaBILIMECS B JEATEIBHOCTH CTPYKTYPHBIX MOJpPa3/IEiICHUMH,
JIOKYMEHTbl BpeMeHHOro (cBbimie 10 1eT) cpoka XpaHEHUs, HEOOXOAUMBIE B
MPAKTUYECKOU eATEeTbHOCTH, TOKYMEHTHI [0 KaJpaM 1 BOCIUTAHHUKAM;

. JOKYMEHTBI IIOCTOSIHHOTO XPAaHEHUs U IO JUYHOMY COCTaBy OpraHU3aLIMii-
MPEIIIECTBEHHUKOB (ITPU X HAJIMYHH );

. JMYHbIE POH/BI BEAYUIMX PaOOTHUKOB JAETCKOTO caja (Mpu UX HAJIWYUH);

. Clly>keOHbIEC U BEIOMCTBEHHBIE M3/IaHUS;

. CIIPAaBOYHO-TIOMCKOBBIE CPEACTBA K JIOKYMEHTAM U YYETHBbIE JTOKYMEHTBI
Apxua MBJIOVY n/c No 41.

2.2. Cpoku XpaHEHHUs JIOKYMEHTOB B apXHUBE JOIIKOJIBHOIO 00pa3oBaTesbHOIO
YUPEKICHHUS ONPENEIAIOTCA COITIACHO CPOKaM, YKa3aHHBIM B YTBEPKICHHOU
HOMEHKJIATYpE JEIL.



3. 3apaum apxuBa J0Y

3.1. OCHOBHBIMU 3aJa4aMU apXUBa SBJIAIOTCS:

. OpraHu3alys XpaHeHUs JOKYMEHTOB, COCTaB KOTOPBIX MPEITyCMOTPEH
paszenom 2 Hactosmero [lonoxenus;

. KOMILJIEKTOBAaHUE apXUBa JOKyMEHTaMH, 00pa30BaBIIUMHUCS B JESITEIILHOCTU
YUPEXKIEHUS, OCYIIECTRISIONIETO 00pa30BaTeNbHYIO IEATEIbHOCTD;

. y4eT, obecrieueHrne COXpaHHOCTH, CO3/IaHuE HAyYHO-CIIPABOYHOTO armapara;
. HCIIOIb30BaHUE JOKYMEHTOB, HAXOASIIUXCS HAa XpaHeHuu B apxuse J{OY;

. MOJITOTOBKAa W CBOEBPEMEHHAs Tepenada JOKYMEHTOB ApXUBHOTO (oHAA

Poccuiickori  @enepanui Ha TIOCTOSIHHOE XPAaHEHHUE B  TOCYAAPCTBEHHBIN
(MyHHLIMIAJIBHBIN) apXUB;

. METOANYECKOE PYKOBOJICTBO 1 KOHTPOJIb 32 POPMHUPOBAHUEM U OPOPMIICHUEM
JIe] B IETIONPOU3BOICTBE JIETCKOTO €aJla U CBOEBPEMEHHOM Iepeayeii UX B apXuB
JIOIIKOJIBHOTO 00pa30BaTENbHOTO YUPEKACHUS.

4. DyHKIUM apXUBa

B CcOOTBETCTBHM C BO3JIOXKEHHBIMU 33J]a4aMHU apXUB OCYILIECTBISET CIEAYIOLINE
GyHKIUU:

4.1. OpranusyeT MpueM JTIOKyMEHTOB MOCTOSHHOTO U BpeMeHHOTO (cBbitie 10 yer)
CPOKOB XpaHEHHs, B TOM UYHCIIE TIO KaJpaM U BOCHUTAHHUKAM, 00pa30BaBIIUXCS B
nesirenbHOoCTH MBJIOY 1/c No 41, B COOTBETCTBUM C YTBEPKIACHHBIM IpaPUKOM.
4.2. OOecrieunBacT COXPAaHHOCTb M BeNET Yy4YeT JOKyMEHTOB U (POHIIOB,
HaxO[SIIUXCS Ha XpPaHGHHWM B apXWBE JOIIKOJILHOTO 00pa3oBaTeIbHOIO
YUPEKICHHUS.

4.3. IlpencraBiser B TrOCYIapCTBEHHbIH (MYHHMIMIAIbHBINA) apXvUB YYETHbBIE
cBeZleHUsI 00 00BbeMe M COCTaBE XPAHSIIUXCS B apXUBE JIETCKOTO cajia IOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit denepanuu U Ipyrux apXuBHBIX JOKYMEHTOB B
COOTBETCTBUM C TMOPSJKOM TOCYIapCTBEHHOTO ydeTa JOKYMEHTOB ApPXHUBHOTO
donma Poccuiickoit deneparuu.

4.4. CucrteMaTnu3upyeT U pa3MeniaeT JTOKYMEHTHI, MOCTYIAIOIINE HAa XPAHEHUE B
apxuB MBJIOVY 1/c Ne 41, oGpa3oBaBiiuecs B X0/i¢ OCYIIECTBICHUS JEATCIIbHOCTH
YUPEKICHHUSL.

4.5. Pa3pabarbiBaeT rpaduku MpeaCcTaBICHUS OMUCE Ha paCCMOTPEHHUE IKCIIEPTHO-
MIPOBEPOYHON KOMHUCCHU U Tiepeaadn JoOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit
denepaliiy Ha XpaHEHUE B TOCYIAPCTBEHHBIN (MyHUIIUIIAIbHBIN) apXUB.

4.6. OcymiecTBiIsieT MOATOTOBKY U MPEACTABIISET:

. Ha pacCMOTPEHHE M corliacoBaHue skcrepTHoi komuccun MBJIOY n/c Ne 41
OTIHMCH JIeJ MOCTOSIHHOTO XpaHEeHHUsl, BpeMeHHBIX (CBhIiIe 10 JieT) CpOKOB XpaHEHHS,
B TOM 4YHCII€ N0 KaJpaM M BOCIHUTAHHUKAM, & TAKXE AaKThl O BBIJCICHUU K
YHUYTO)XCHUIO ApXUBHBIX JIOKYMEHTOB, HE TOJJICKAIINX XPaHEHUIO, aKThl 00



yTpare JOKYMEHTOB, aKTbl O HEUCHOPAaBUMBIX MOBPEKICHUSIX apPXHWBHBIX
JIOKyMEHTOB;

. Ha YTBEPXKACHUE OHKCIIEPTHO-IPOBEPOYHON KOMHUCCUHM YIIOJHOMOYEHHOIO
opraHa WCIHOJHUTEIBHOW BiacTH cyObekTa Poccuiickoit ®enmepanuu B cdepe
apxuBHOroO zena (nanee - DK apXuBHOTO ydpexaeHus) OMUCH JIe]T TTIOCTOSHHOTO
XpaHEHUS,

. Ha comtacoBaHue OIIK apxuBHOro yupexnaeHus cyOwbekra Poccuiickoii
®enepanun  (MyHUIUIIAJBHOTO  apXWBa), B  CIydae  HaJEJICHUA  €ro
COOTBETCTBYIOLIMMH MOJIHOMOYHUSIMHU, OIUCH JI€JT IO INYHOMY COCTaBY;

. Ha contacoBanue OIIK apxuBHOro yupexnaeHus cyOwbekra Poccuiickoii
@denepanun  (MyHUIUIIAJBHOTO  apXWBa), B  CIydae  HaJEJCHUA  €ro
COOTBETCTBYIOLIMMH ITOJIHOMOYHUSIMU, aKThl 00 yTpare JOKYMEHTOB, aKThl O
HEUCTPABUMBIX MOBPEKICHUAX APXUBHBIX JOKYMEHTOB;

. Ha yTBepxkaeHue 3apeayroniemy MBJIOY n/c Ne 41 onwucu fen mocTosSsHHOTO
XpaHEHUs], ONMHMCH BpeMEHHBIX (cBbile 10 J€T) CPOKOB XpaHEHHs, B TOM YHCIIE
OMMUCHU JEeJ MO KaJapaM U BOCIIUTAHHUKAM, aKThl O BBIJCICHUU K YHUUYTOXKEHUIO
apXUBHBIX JIOKYMEHTOB, HE TOJUIEKAIIUX XPAaHEHHIO, aKThl 00 yTpare JOKYMEHTOB,
aKThl O HEUCIPABUMBIX TOBPEKICHHUIX APXUBHBIX JIOKYMEHTOB, yYTBEPKICHHBIE
(cornmacoBannsie) DIIK unu rocymapcTBeHHBIM apxuBOM cyObekTa Poccuiickoii
Oenepanuu (MyHUIUNAIBHBIM ~ apXUBOM) B CiIydyae  HAJICJICHUS  €ro
COOTBETCTBYIOIIMMH MOJIHOMOUYHSIMHU.

4.7. Opranusyer nepenady AoKyMeHTOB ApxuBHoro ¢(onna Poccuiickoit
denepanui Ha TMOCTOSHHOE XPaHEHHWE B TOCYIAPCTBEHHBIN (MYHUIIMIIATBHBIN)
apXuB.

4.8. OpraHusyeT W NPOBOAUT DKCHEPTH3Y LIEHHOCTU JOKYMEHTOB BPEMEHHBIX
(cBoimie 10 5eT) CpOKOB XpaHEHHUsI, HAXOAAIIUXCS Ha XpaHeHuu B apxue MbJIOY
n/c Ne 41 B niensix or6opa TOKyMEHTOB JIsl BKJIFOUEHHS B COCTaB ApXUBHOTO (PoH1a
Poccuiickoii @enepannu, a TaKXKE BBISBICHUS JIOKYMEHTOB, HE MOJJICKAIINX
JAJIbHEUIIIEMY XPaHEHUIO.

4.9. YuactByeT B paboTe SKCIEPTHON KOMHUCCHU JOIIKOJIHLHOTO 00pa3oBaTeibHOTO
YUPEKICHHUS.

4.10. ITpoBoguT MepompusTHS IO OOECIEYEHUIO COXPAHHOCTH JIOKYMEHTOB,
Haxongmuxcs Ha xpaHeHuu B apxuse MBJIOY n/c Ne 41.

4.11. Opranusyet nnhopMupoBaHre afMUHUCTpauu u padboTarkoB MBJIOY 1/c No
41 o cocTaBe U COIEPHKAHUH TOKYMEHTOB apXUBA YUPEKICHUS.

4.12. UndopmupyeT moyib3oBaTesiel M0 BOMPOCAM MECTOHAXOXKJICHUS apXUBHBIX
JIOKYMEHTOB.

4.13. Opra"u3syeT BblJ1a4y JOKYMEHTOB U JieJ JIJIsi paOOThI B YUTAJILHOM 3aJI€ UJIH BO
BPEMEHHOE I0JIb30BAHHUE.

4.14. VcnionHseT 3ampockl MOIb30BATENEN, BBIAAET APXUBHBIE KOIIMU TIOKYMEHTOB,
apXHUBHBIE BBITUCKU U apXUBHBIE CIIPABKH.

4.15. Beget y4et ucnoib3oBanus 10KyMeHTOB apxuBa MBJIOY n/c Ne 41.



4.16. Co3maer (oHI MOIB30BaHUS apXHBa JETCKOTO Caja U OpPraHU3yeT ero
UCITOJIb30BAHHME.

4.17. OcyuiecTBIsI€T BENCHUE CIPABOYHO-TIOMCKOBBIX CPEICTB K JOKYMEHTaM
apxuBa MBJIOY n/c Ne 41.

4.18. Cozpmaer, NOMOJHSAET M COBEPIICHCTBYET HAyYHO-CIPABOYHBIM amnmapar K
XPAHAIIMMCS B apXUBE JEJIaM U TOKYMEHTaM.

4.19. YuacTtByeT B pa3paboTKe TOKyMEHTOB yUPEXKJICHHUS 110 BOIIPOCAM apXHUBHOTO
JieJIa ¥ AEJIONPOU3BOJICTBA.

4.20. Oka3bIBaeT METOJUYECKYIO IOMOILIb:

. ciyx6e aenonpousBonactsa MBIOVY 1/c Ne 41 B cocTaBneHMN HOMEHKJIIATYPbI
nen, GopmupoBaHUd W OQOPMIICHHM JI€J, KOHTPOJIUPYET MPABHIBHOCTD
dbopmupoBaHus U 0POPMIICHUS JCIT B JEIOIPOU3BOICTBE;

. CTPYKTYPHBIM mofpaszaeiacHusM u padorHukaMm MBJIOY n/c Ne 41 B
MOJITOTOBKE JOKYMEHTOB K IE€pe/iaye B apXUB JETCKOIO cajia.

4.21. YdacTtByeT B NPOBEACHUU MEPOIPHUATUN MO MOBBIIIEHUIO KBaJIU(PUKALUN
PabOTHUKOB apXMBa U CIIY>KOBI I€ITONPOU3BOICTBA JOLIKOJIBHOTO 00pa30BaTEIbHOTO
YUPEKACHUS.

5. IlpaBa apxuBa

J1J1s BHIIOJTHEHUS BO3JIOXKEHHBIX 3a]1a4 U (DYHKIMI JINIIO, OTBETCTBEHHOE 33 apXUB,
HMMEET IIPABO:

5.1. IIpencTaBisTh 3aBelyrOIIEMY JOIIKOJIBHBIM 00pa30BaTeIbHbIM YyUPEKICHHUEM
IIPEMIOKEHUSA 110 COBEPLICHCTBOBAHUIO OPTaHU3alMU XPAHEHUS, KOMILJIEKTOBAHUS,
y4eTa 1 UCIIOJIb30BaHUS apXUBHBIX TOKyMeHTOB B apxuBe MBJIOY n/c Ne 41.

5.2. KoutponupoBaTb BBINOJHEHHE YCTAaHOBJIEHHBIX MpaBWiI pabOTBl C
JOKYMEHTAMH B CTPYKTYPHBIX OAPA3IEICHUSX YUPEKICHHUS.

5.3. 3ampamuBarh OT CTPYKTYPHBIX nofipasaenenuil u pabotraukoB MBJIOY n/c Ne
41 cBeneHus, HeOOXomMMbIC JUIsI PabOThl apxuBa, C Y4YETOM OOecTeUeHUs
BBITIOJIHEHUS BCEX BO3JIOKEHHBIX HA apXUB 3a7a4 U (QyHKIUH.

5.4. JlaBarb pa3pACHEHHs M PEKOMEHJALMHM IO BOIpPOCAaM, BXONSIIMM B
KOMITETEHIIMIO apXMBa JOIIKOJIBHOTO 00pa30BaTEIbHOTO YUPEKACHHUS.

5.5. HWudopmupoBarth CTpyKTypHBIE TMOJpa3leieHusl JETCKOro caga o
HEOOXOAMMOCTH Tepe/iauld JOKYMEHTOB B apXUB B COOTBETCTBHHU C YTBEPKICHHBIM
rpauKoM.

5.6. IlpyuHuMarp y4yacTue B 3aCEIaHUSAX SKCIEPTHON KOMUCCHHM YUYPEKACHUSA, a
TaKXKe€ B OKCHEPTHO-NIPOBEPOYHOM KOMMCCUM  YIOJHOMOYEHHOIO  OpraHa
UCIIOJIHUTENBHOMN BiacTu cyobekTa Poccuiickoin ®enepanuu B chepe apXUBHOTO
nena.

6. OTBEeTCTBEHHOCTD 32 (PYHKIIHOHUPOBAHUE APXUBA



6.1. Haznauennoe npukazom 3aBeaytoimiero MB/IOVY n/c Ne 41 nuiio, oTBETCTBEHHOE
3a BEJICHUE apXHBa, HECET MEPCOHAIBHYIO0 OTBETCTBEHHOCTb 3a:

. BBINIOJIHEHNUE BO3JIOKEHHBIX HA apXWB 3a7ad U (PyHKUUH B COOTBETCTBUU C
JEHUCTBYIOIIMM 3aKOHOAATENIbCTBOM Poccuiickon denepanuu;
. OpraHM3alMio pabdoThl apXHBa, CBOEBPEMEHHOE MU KBAJIU(UIMPOBAHHOE

BBITIOJITHCHHUC IIPHUKA30B, paCHOpH}KGHHﬁ, HOpy‘IGHI/Iﬁ BBIIICCTOAIICTO PYKOBOICTBA,
I[CI\/’ICTBYIOHII/IX HOPMATuBHO-IIPABOBLIX dKTOB I10 CBOCMY HpO(l)I/IJIIO ACATCIIBHOCTH,

. panuoHanbHOe U 3((HEKTUBHOE NCIIOIH30BAHUE MATEPUATbHBIX, (PUHAHCOBBIX
Y KaJIPOBBIX PECYPCOB;

. COCTOSIHUE TPYIOBOW ¥ HCHOJHHUTENBCKOW JWCIUIUIMHBI B  apXUBE,
BBITOJIHEHHE CBOUX (PYHKIIMOHAIBHBIX 00S3aHHOCTEIH;

. coOmroneHue HpaBUII BHYTPEHHETO pacropsika, CaHUTAPHO-

IPOTUBO3IUIEMUUECKOTO PEXUMA, MPOTUBONOKAPHOW OE30MACHOCTH M TEXHUKHU
0C30IacHOCTH;

. BEJICHUE JOKYMEHTALIUH, MPEAYCMOTPEHHON IEHCTBYIOIIMMHU HOPMaTHUBHO-
MIPAaBOBBIMH JIOKYMEHTaMU;

. MIPEAOCTABIICHUE B YCTAHOBJIEHHOM IOPSIKE JOCTOBEPHOU CTATUCTUYECKON 1
MHOW MH(pOpMaIUU O ACSITEILHOCTH apXUBa;

. TOTOBHOCTh apXHBa K padoTe B YCIOBUIX YPE3BbIUANHBIX CUTYALIUH.

6.2. OTBETCTBEHHBIE 3a BEICHHUE JIEIONPOU3BOACTBA, IIOATOTOBKY U MPEICTABICHUE
JIOKyMEHTOB Ha XpaHEHHE B apXuB, Ha3HavyaroTcs 3aBenyromuM MBJIOY n/c Ne 41.

7. KomiekToBanue apxuBa

7.1. IloaroroBka JOKYMEHTOB K IIEpeiadye B apXUB JOLIKOJIBHOIO 00pa30oBaTebHOTO
VUPEKICHHUST BKJIIOYAET OHKCIEPTU3Y HAYYHOM M MPAKTUYECKOW I[IEHHOCTHU
JIOKYMEHTOB, 0(hOpMJICHUE /i€, COCTABJICHUE OMHUCH.

7.2. DxcnepTu3a HEHHOCTU JOKYMEHTOB:

. AKCIIEPTU3a LIEHHOCTU JIOKYMEHTOB — ONPEICICHHE IEHHOCTH JOKYMEHTOB C
1EJbI0 0TOOpa MX Ha XPAaHEHHE U YCTAHOBJIEHUE CPOKOB XpaHEHHUs. DKCIEPTU3Y
neHHoctd AokyMeHtoB B MBJIOY n/c Ne 41 ocymiecTBiser MOCTOSIHHO
JEUCTBYIOIIIAs DKCIIEPTHAS KOMUCCHSI;

. AKCIIEPTHAsI KOMUCCHUS Ha3HayaeTcs npukazoM 3asenyromiero MbBJIOY n/c Ne
41. B cocTaB 3KCIEPTHON KOMUCCHUM BKIIFOUAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM
qucie B 00s3aTeIbHOM MOPSJIKE JIUII0, OTBETCTBEHHOE 32 BEJICHHE apXHBa JIETCKOTO
caga. CekperapeM dKCIIEPTHOM KOMUCCUHU Ha3HadaroT cekpetaps MBIOY n/c Ne 41.
DKcnepTHasi KOMUCCHSI Ha 3aCE€JaHUSIX pacCMaTPUBAET: HOMEHKJIATYPY A€ AETCKOTO
caja, OMUCHU JeJ TOCTOSIHHOTO XpaHEHUs M M0 JIMYHOMY COCTaBy, aKThl Ha
JIOKYMEHTBI, BBIACISIEMbIE K YHUUTOKEHHUIO.

7.3. Opopmnenue nen:

. JieJia OCTOSTHHOTO XPaHEHUs TTOIITUBAIOTCS B TBEPIYIO OOJI0KKY TPOYHBIMH
HUTKaMU. JIUCTBI HYMEPYIOTCS B MPABOM BEPXHEM YIIIy MPOCTHIM KapaHIAIIOM.



KonnyecTBO TUCTOB B KaXKJIOM Jieie He TOJKHO npeBbimath 250. B koHue nena Ha
OTAEJILHOM JIUCTE COCTAaBIISIETCS 3aBEpUTEIbHASI HAIITUCH;

. Ha OOJIOKKE JIeJ TOCTOSHHOTO XpaHEHUsS JOJDKHBI OBITh MPOCTaBJICHBI
CIIEAYIOIIME PEKBU3UTHI: TOJHOE HAWMEHOBAHME BBIIIECTOSIIEH OpraHU3aIuHy,
HauMeHoBanue IOV, HoMep (MHAEKC) JAena MO0 HOMEHKJAType, 3aroJioBOK Jiena,
KOJIMYECTBO JIMCTOB, CPOK XPAHEHUSI WM OTMETKAa «XPAHUTh MOCTOSHHO», HOMEP
dbonma, onucH, nena;

. 10 OKOHYAHUH JICJIONPOU3BOJICTBEHHOTO T0/1a B 0OPMIICHHBIE OOJIOKKH eI
MOCTOSTHHOTO XpaHEHHs] BHOCATCS HEOOXOJMMbIE YTOUYHEHHS: B 3arojIOBKH eI,
COZIepXKAIllUX PaCTOPSIAUTEIbHBIC TOKYMEHTHI (TPUKa3bl, MPOTOKOJBI), BHOCSITCS
HOMEpA; €CJIU JIEJ0 C MEePENUCKOM COCTOUT U3 HECKOJIbKUX TOMOB, B KaXKJJOM TOME
YKa3bIBACTCsI KOPPECIOHICHT, aBTOP, TEPPUTOPUS, APYTHUE NaHHBIE. B Kaxm1om Tome
yKa3bIBaeTcs Jaara (4nucio, Mecsll, Fo/l) Hayajla U OKOHYaHUs JaHHOTO ToMa. TOuHbIe
JaThl TPOCTABISAIOTCA Ha OOJOXKKaxX /st OBICTPOTO TOHWCKAa JOKYMEHTOB B
MOCIICAYIONIEM; W3 3aBEPUTEIBHOW HAAMUCH Ha OOJOXKKY Jefla BBIHOCHUTCS
KOJIMYECTBO JINCTOB B JIEJIE;

. HAAMUCH Ha OOJOXKKAaX JeNl MOCTOSHHOTO W JIOJTOBPEMEHHOTO XpaHEHUS
ClIeyeT MPOU3BOIUTh YETKO, CBETOCTOMKUMHU YEPHUIIAMU;

. JUIA ydeTa KOJM4YECTBa JIMCTOB B Jelie M (PUKCAUM OCOOCHHOCTEH HX
HyMEpaIiy Ha OTACIbHOM JIUCTE COCTABIISIETCS 3aBEpUTEIbHAS HAIITUCH;

. B 3aBEpUTEJIBHON HAJANUCU YKa3bIBA€TCSl KOJIMYECTBO JIMCTOB (LuppamMu U
IPOMUCHIO) B JeNe. 3aBepuTeNibHAs HAJMUCH MOAMUCHIBACTCS COCTABUTEIEM C
yKa3aHUEM €ro JOJKHOCTHU U J1aThl COCTABIICHUS;

. BHYTPEHHSS1 OIMCh COCTABJISETCS K JIeJIaM MOCTOSIHHOTO U JIOJITOBPEMEHHOT'O
(cBeime 10 7er) cpoka XpaHeHHs, C()OPMHPOBAHHBIM TIO Pa3HOBHIHOCTSIM
JIOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE pacKpbIBalOT KOHKPETHOE COfAEpKaHHE
JTIOKYMEHTOB (0C000 LIEHHBIE, TUYHBIE JIeNIa U JIp.).

7.4. Onncanue JOKyMEHTOB ITIOCTOSTHHOTO CPOKa XPaHEHUS:

. ONMCHU COCTaBJIAIOTCS Pa3lCIbHO Ha JieJla TOCTOSSHHOTO XPaHEHWsS IO
OCHOBHOM JIEATEILHOCTH U Ha JieJia 10 JUYHOMY COCTaRYy;

. OTIMCU COCTABJISIOTCS JICJIONPOU3BOAUTEIIEM;

. OTHUCH BEJIETCS B €AMHOM BaJOBOM HyMepalluu B TEUEHUE HECKOJIbKUX JIET;

. Ha Jieja C UCTEKIIIUM CPOKOM XPaHEHUSI COCTABIISIETCS aKT 00 YHUUTOKEHUH,
. [0 OKOHYAHHMH JACJIONPOu3BoJAcTBeHHOTO Toma B MBJIOY n/c Ne 41

MPOU3BOJIUTCA OTOOP JOKYMEHTOB MOCTOSIHHOTO CPOKa XpaHEHUs Uil BKIIOUCHUS
ux B onuck. Omnuck COCTOMT M3 TOHOBBIX pa3leioB, BHYTpU roia Jela
pacnoJyiararoTcsi 0 CTENEHW 3HAYMMOCTH C Y4€TOM HOMHHAJIBHOIO NMpUHLHUIA (B
COOTBETCTBHM C HOMEHKJIATYPOU yUpeKIEHUs);

. OIIMCU COCTABIAIOTCS pa3NEIbHO Ha Jena IIOCTOSHHOIO XpaHEHHs I10
OCHOBHOM JIEATEILHOCTH U HA JIeJIa 110 JUYHOMY COCTaBYy;

. OIIMCH COCTABIISIIOTCS CEKPETAPEM.



7.5. Jlena BpeMEHHOrO XpaHEHHUs O(OPMIISIIOTCS YHOPOILIEHHO: OHH He
MOJIIITMBAIOTCS, JINCTHI B HUX HE HYMEPYIOTCS, YTOYHEHHE Ha OOJIOKKaxX He
MIPOU3BOJIUTCSA, OMKMCH Ha JieJia HE COCTABIIAIOTCS, YUET BEJIETCS 10 HOMEHKJIIAType
Jen.

8. Ycii0BHSI XpaHeHHUs TOKYMEHTOB apXuBa

8.1. loxymeHnTsl apxuBa xpaHsTcs B apxuBoxpanuinuiie MBIIOY n/c Ne 41.

8.2. He pomyckaercsa pasMenieHMe apxuBa B IIOABAJBHBIX M YEpAAYHbBIX
nomemenusx MBJIOY n/c Ne 41.

8.3. ApXuBOXpaHWIMIIE JODKHO OBbITh  ydaJ€HO OT  J1abopaTopHbIX,
MPOU3BOJCTBEHHBIX, OBITOBBIX IOMEIICHHWA W HE HMETh OOIMMX C HUMHU
BEHTWISIIIUOHHBIX ~KaHAJIOB. ApPXMBOXPAaHWJIMIIE OTIEISAETCS OT COCEIHUX
MOMEIIEHU HECTOpaeMbIMU CTEHAMHU W  TEPEKPHITUAMH C  MpeaernamMu
OTHECTOMKOCTH HE MEHee JBYX 4YacoB. B apXuBOXpaHWIMINE HE OMYCKaeTCs
MpoKIIaJiKa TPyO BOJOCHAOKEHUS U KaHAIM3AMU, TEXHOJIOTUYECKHUE HIIU ObITOBBIE
BBIBOJIbI BOJIBI.

8.4. ApXUBOXpaHWIHUIIE [OJKHO HMETh ECTECTBEHHYI0 WM HCKYCCTBEHHYIO
BEHTUJISIIIMIO, OOECIEUMBAIONIYIO  PEUUPKYISAIMIO  BO3AyXa, CTaOWUIBHOCTH
TEMIIEPATyPHO-BIAXKHOCTHOTO PEKUMA.

8.5. Bce mocrynaromue B apxuB MB/IOY n/c Ne 41 noxkymeHTHI pa3MeIiaroTcs B
apXUBOXPAHUJIUIIAX HA CTAlMOHAPHBIX W/WUIW TEPEIBUKHBIX METALTNYECKUX
CTeJIaXaX, B METAINTMYECKUX IKadax WM KOHTEHHepax.

8.6. Creutaxku TOJKHBI OBITh YCTAHOBJICHBI TIEPIICHIUKYIIIPHO CTEHAM C OKOHHBIMU
npoeMaMi, a B TOMEIICHUU 0€3 OKOH - C YYETOM OCOOEHHOCTEHW MOMEIICHUS U
obopynoBanusi. He gomyckaercst pazMeliieHre CTeliake BIUTIOTHYIO K HapyKHBIM
CTEHaM 3/1aHus U K UICTOYHUKaM Tera.

8.7. PaccraHoBka creimaxked M 1Ka(oOB OCYLIECTBISETCS B COOTBETCTBHM CO
CIICIYIOIIMMHU TPEOOBAHUSIMM:

. paccTosiHue MEXAY psAlamMu crejiaxed (rmaBHbIM mpoxon) — He meHee 120
CM;

. paccrosinue (IIpoxXoj) MEXAY CTeIIaXXaMU — He MeHee 75 cM;

. pAaCCTOSIHUE  MEXIYy HAPY)KHOM CTEHOM 3JaHUS W CTEJUIAXKAMHU,
MapaJuIeIIbHbIMU CTEHE — HE MEHEE 75 CM;

. pPAcCTOSIHME MEXAY CTEHOW M TOpUOM cTeuiaxka wiM mkada (obxom) — He
MeHee 45 cM;

. PACCTOSIHME MEXKTy TIOJIOM U HIDKHEH TMOJIKOM cTeruiaxa (mkada) — He MeHee

15 cM, B IIOKOJIBHBIX ATa)kax — He MeHee 30 cMm.

8.8. IIpoTuBONMOXKAPHBIM PEXUM B APXUBOXPAHWIIUILE, TAE PA3MEIIACTCS apXUB
MBAOY n/c Ne 41, ycranaBiauBaeTcsi B COOTBeTCTBUM ¢ [IpaBunamu
MIPOTUBOMIOKapHOTO peknMa B Poccuiickoit deneparuu ot 16 centsaops 2020 roma
No1479.



8.9. ApXUBHBIE JOKYMEHTHI CJIEIYET XPAHUTh B TEMHOTE.

8.10. 3ammuTa AOKYMEHTOB OT JEWUCTBUS CBeTa OOECIIEUMBACTCS XpaHCHHEM
JOKYMEHTOB B KOpOOKax, MHamnkax M IMeperuierax, B mkadax WIM Ha CTeulaXax
3aKpBITOTO THIIA.

8.11. VYpoBeHb HCKYCCTBEHHOIO OCBEIICHHS B KHUTOXPAHWIMUILAX JIOJDKEH
cocTaBiATh HE MeHee 100 Jrokc.

8.12. B apxuBOXpaHWIMIIE JUIsi XPAHEHUS JOKYMEHTOB YCTaHABIIMBAKOTCS
CJIEAYIOIME TapaMeTpbl TEMIIEPATYPHO-BIAKHOCTHOTO peKUMa!

. IUTSL XpaHEHUs! IOKYMEHTOB Ha OyMaXHOM HocuTene — remneparypa 17-19°C,
OTHOCHUTEIbHAS BIAXKHOCTH Bo3ayXxa — 50-55%.

8.13. TlomemieHus: apxuBa JOLIKOJIBHOTO 00pa30BaTeIbHOIO YUPEKACHUS JOKHBI
COIEP)KATHCA B YHCTOTE, B YCJOBUSAX, MCKIIOYAIOIIUX BO3MOXHOCTH IMOSIBICHUS
IJIECEHU, HACEKOMBIX, ITBUIH.

9. 3akII0uuTeIbHbIE MOJIOKECHUS

9.1. Hacrostiiee [lonoxenue 06 apxuBe sBISETCA JIOKAJTbHBIM HOPMATUBHBIM AKTOM,
npuHuMaeTcs: Ha OOmeM coOpaHuu pabOTHHUKOB JOIIKOJILHOTO 00pa30BaTEeIbHOTO
yUpeXIACHUS U yTBepKaaeTcs (Jinbo BBOAUTCS B JielicTBHE) 3aBeaytonum Mb/IOY
n/c Ne 41.

9.2. Bce wu3MeHeHMSI W JOINOJHEHHUsA, BHOCHMbIE B Hactosmee llonoxenue,
opopMIISIFOTC B MHUCbMEHHOW (opMe B  COOTBETCTBUM  JICHCTBYIOIIUM
3aKOHOJaTeIbCTBOM Poccuiickor denepanuu.

9.3. [Nonoxxenne 06 apxuBe MBJIOY n/c Ne 41 npunMMaeTcsi Ha HEONPEACICHHbBIN
cpok. M3menenus u pgomonHeHuss K I[lonokeHUIO NPUHUMAIOTCS B TOPSIIKE,
npeaycMoTpeHHoMm 1.9.1. Hactosiiero [Tonoxenus.

9.4. Tlocne npunsarus Ilonoxxkenus (MU U3MEHEHUN W JOTMOJHEHUM OTIEIbHBIX
MyHKTOB M Pa3/iejiOB) B HOBOW pENaKIMU MPEAbIAyIas pelakius aBTOMAaTUYECKU
yTPaunuBaET CUITY.
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