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1. O01He Mo/I0)KeHUsA

1.1. Hacrosuee MonoxxeHne o060 apxuBe [OY paspaboraHo Ha OCHOBaHUU
[TpumMepHOTO TO/I0’KEHUST 00 apXWBe OpraHW3alliH, YTBEP>KAEHHOTo Tipuka3zoM dezepasbHOTO
apxuBHOro areHtrcrBa Ne 42 or 11 ampens 2018 ropga, B coorBerctBuM ¢ IIprkasom
MunkynbTypbl Poccuu ot 31.03.2015 Ne 526 "O6 yTBep>KAeHUM TTPaBU/I OPraHK3alii XpaHeHUs,
KOMIJIEKTOBaHUs, yuyeTa U WUCIIOMb30BaHUSI JAOKYMeHTOB ApxuBHOro ¢donza Poccutickoi
@®enepaliu U APYTUX apXUBHBIX JOKYMEHTOB B OpraHax rOCyJapCTBEHHOW B/aCTH, OpraHax
MEeCTHOTO CaMOYIIpaB/eHUs] W OpraHu3alusax’, YCTaBOM JOIIKOJIBHOrO 006pa3oBaTebHOr0
yupeXxzeHus.

1.2. [Hannoe MosoxeHne 06 apxue [OY onpenensier CoCTaB J[IOKYMEHTOB apxXuBa
JIeTCKOT0 Cajia ¥ YCJIOBUS UX XpaHeHMs], yCTaHaB/IMBaeT 3a/lauk, Ha3HaueHue U (QyHKL[MY apX1Ba,
perjiaMeHTUpyeT [esiTeJIbHOCTh JIML, OTBETCTBEHHBIX 3a BeJeHUe apXuBa B [JOLIKOJbHOM
obpa3oBaTeslbHOM YUpeXIeHUH.
1.3. B cBoeil feATe/lbHOCTH apXWB pPYKOBO/CTByeTcss PefepanbHbIM 3aKOHOM Ne 125-®P3 ot
22.10.2004 roga «O6 apxuBHOM fienie B Poccuiickoint ®eeparuini» ¢ U3MeHeHUsIMU Ha 14 uiosist
2022 rozsa, HOpMaTUBHBIMU TTPaBOBLIMU akTamu Poccuiickoii @epeparyu, cybbekta Poccuiickoi
@esepaiun B cepe apxXWBHOrO Jefia W [eJ0NPOM3BO/CTBA, JOKaJbHBIMU HOPMAaTHBHBIMU
aKTaMU JIOLLIKOJIbHOT'O oOpa3oBaTenbHOTO yupexzeHus.
1.4. [Jokymentsl [IOY, wumeronje uCTOpUYECKOe, KyJbTypHOe, HayuyHOe, COLMajbHOe,
SKOHOMHYECKOe U IOJUTUYEeCKOe 3HaueHWe, COCTaBJ/ISIOT OCYJapCTBEHHYIO 4acTb APXUBHOIO
douga Poccuiickoii depepaiuu, SBASIOTCS COOCTBEHHOCTBIO TOCYJApCTBa U TOJJIeXat



TIOCTOSTHHOMY XPaHEeHWI0 B rOCyJapCTBeHHbIX apxuBax Poccutickou @enepanuu. o nepegauu
Ha TOCyJapCTBEHHOe XpaHeHWe [aHHble [IOKYMEHTbl BPEMEeHHO XPaHATCS B [IOLLIKOJbHOM
00pa30BaTe/IbHOM YUPEXK/[€HUH.

1.5. B OOY pns xpaHeHusi AoKymMeHTOB ApxuBHOro ¢onza Poccuiickoii ®Pepepaiuu u
3aKOHUEHHBIX /1e/I0NTPOM3BO/ICTBOM [JOKYMEHTOB ITPAaKTUUECKOT0 Ha3HaueHHs, Ux 0Tbopa, yuJerTa,
WCII0J/Ib30BaHUSI M TOATOTOBKM K Tepejade Ha rOCyZapCTBEHHOE XpaHeHHe CO3/aeTCsl apXUB.
1.6. ApxuB C03#aeTcsi KakK CaMOCTOATe/IbHOe Ti0/pa3/Je/ieHre, BO3IJIaB/IsIeMOe JIULIOM,
OTBETCTBEHHbIM 3a BeJileHWe apxuvBa COrJIaCHO TMpUKa3y 3aBe[yHoLero /JOLIKOJIbHBIM

obpa3oBaTebHbIM YUPEXKIEeHHEM.
1.7. YupexaeHue [OIIKOMBHOrO 0Opa3oBaHus obOecrieudBaeT apxXuB  He0OXOJUMBIM
TIOMeEIT[eHUEM, obopyjoBaHrEM " Ka/[paMHU.

1.8. [omikossHOe obOpa3oBaTesibHOE yupekAeHHe o0ecrieurBaeT COXPaHHOCTb, yueT, OTOop,
yIopsiioueHre W MCI0/b30BaHWe JOKyMeHTOB ApxuBHOro (oHja Poccuiickoit ®enepaiiuu,
obpasytoiuxcss B ero JesTenbHOCcTH. (OOecrieunBaeT CBOEBPEMEHHYHO —Tiepefjady  3THX

JJOKYMEHTOB Ha rOCy/lapCTBEHHOE XpaHeHue.
1.9. Bce paboTbl, CBsi3aHHBIEe C TOATOTOBKOM, TPAaHCIIOPTUPOBKOW W Tiepefayeil apXWBHBIX
JIOKYMEHTOB, MIPOM3BOJSATCS CU1aMU v 3a cyer JLeTCKOro caga.

1.10. 3a yTpaty u nopuy AokyMeHTOB ApxuBHOro ¢oHzaa Poccutickoii @esepaliuu JO/KHOCTHBIE
muja J10Y HecyT OTBETCTBEHHOCTb B COOTBETCTBUU C [€MCTBYIOLIUM 3aKOHOJATeTbCTBOM.
1.11. ApxuB [eTckoro caja paboTaeT cCOrJacHO TIUIaHy, YTBEP)KZAeMOMY 3aBe[yHOIIUM
JIOIITKOJIbHBIM 00pa3oBaTe/lbHbIM YUPEXKJeHNeM W OTUMTBIBAeTCS Tiepefi HUM B CBoel pabore.
1.12. KoHTpO/b AesiTeTbHOCTH apXyBa OCyllecTBisgeT 3aBeayromwuii JIOY, a B ero oTCyTCTBUU —
VCTIOTHSIIOIIMM 00513aHHOCTH 3aBe/yIOLLeTO.

2. CocTaB JOKYMEHTOB apXxuBa /IeTCKOro caja

\ 2.1. B apxuB JIOY noCTynaror:

e 3aKOHYEHHbIe [IeJIONPOM3BOJCTBOM  YUDEXKJEHUS [OKYMEHTbl TOCTOSIHHOIO XpaHeHWs,
obOpa3oBaBIliecss B JeSTeIbHOCTH CTPYKTYPHBIX TIO/Ipa3/ie/leHu, JOKYMEeHTbl BPEMEeHHOIO
(cBbimre 10 sieT) cpoka XpaHeHHs], He0OXOAUMbIe B MPAKTHUECKOU [1eSTeTbHOCTH, TOKYMEHTHI
T10 KaZipaM ¥ BOCITUTaHHUKaM;

e JIOKYMEHTbl  TMOCTOSIHHOIO XpaHeHusi W 0 JIAYHOMY  COCTaBy  OpraHu3aluu-
Trpe/illieCTBeHHUKOB (TIPU UX HaTMUUK);

e MuHBIe POH/BI BeyIIUX PaOOTHUKOB /I€TCKOT0 cajia (TMpH UX HaTMUUN);

e C1y>XeOHbIe ¥ Be/IOMCTBEeHHbIE U3/aHMS;

e  CIPaBOYHO-TIOMCKOBBIE CpeJCTBAa K JOKYMEHTaM U YueTHble TOKYMeHTbl ApXWBa [eTCKOTO
caza.

2.2. Cpoku XpaHeHHUsl [JOKyMEHTOB B apXuBe JOIIKOJLHOTO 00pa30BaTe/bHOTO YUpeXAeHHs
orpe/ie/IIFOTCS COTJIaCHO CPOKaM, YKa3aHHbIM B YTBEP K[eHHOM HOMeHK/IaType JieJl.

3. 3agaum apxuBa JOY

\ 3.1. OCHOBHBIMYU 3a/jla4YaMU apXUBA ABIAOTCA:

e OpraHM3alus XpaHeHus JOKYMeHTOB, COCTaB KOTOPBIX IIPe/lyCMOTPeH pas/ie/ioM 2 HaCTOSILero
[Tonoxxenus;

e KOMIUIEKTOBaHWe apXvBa AOKyMEHTaM{, 00pa30BaBILUMWCS B [eSITeTbHOCTA YUPeXKAeHUs,
OCYIIeCTBJISIIOLer0 06pa3oBaTe/bHYIO AesATe/IbHOCTh;

e yueT, obecrieyeHre COXPAaHHOCTH, CO3/jaHe HayYHO-CIIPaBOYHOI'O ariapara;

* HCIIO/Ib30BaHUe JIOKYMEHTOB, HaXOALMXC Sl HAa XpaHeHU! B apxuse [JOY;




e TOATOTOBKA M CBOEBpPeMeHHasi Iepefaua [JOKYMeHTOB ApxuBHOro (oHzaa Poccuiickoit
@Peslepaliu Ha MOCTOSIHHOE XpaHeHUe B TOCylapCTBEeHHbIM (MyHULIUIIA/IBHBIN) apXyB;

e METO/MYeCKOe PYKOBOACTBO M KOHTPO/Ib 3a (opMuUpOBaHHMEM U OQopmieHHeM el B
J1e7IoNpor3BO/ICTBE [IeTCKOTO Cajila M CBOEBDPeMeHHOU Tepejaueii X B apXUB [IOLIKOJbHOTO
00pa3oBaTebHOTO YUpeXx1eHusl.

4. PyHKIMH apXuBa
B COOTBeTCTBMM C BO3/I0)KEHHBIMU 3aJjauaMy _apXWB _OCYLIECTB/sET CleAyIouie (QyHKIUU:
4.1. OpraHu3yeT MNpUEM JOKYMEHTOB IOCTOSSHHOIO W BpemeHHOro (cBbimie 10 jileT) CpoKoB
XpaHeHus1, B TOM UMCJie 110 KajipaM 1 BOCIIMTaHHUKaM, obpa3oBaBiuxcs B fiestenbHocTd [1OY, B

COOTBETCTBUU C YTBepP>XKJAeHHbIM rpaukom.
4.2. ObecrieurBaeT COXPAaHHOCTb W BeZieT y4yeT AOKYMeHTOB M (DOHOB, HAXOJSIIUXCS Ha
XpaHeHU! B apxuBe JIOLLIKOJTbHOTO oOpa3oBaresbHOTO yUpeX/eHHsl.

4.3. TlpencTaBsieT B TOCY/JapCTBEHHBINA (MyHULIUMTIABbHBIN) apXUB yUeTHbIe CBefleHust 00 0O0beme
Y COCTaBe XpaHALIUXCS B apXWBe JEeTCKOTOo cajia JOKyMeHTOB ApxuBHOro (oszaa Poccuiickoit
defiepaliuv U APYTUX apXUBHBIX JOKYMEHTOB B COOTBETCTBUM C TOPS/IKOM T'OCY/JapCTBEHHOIO

yueTa JIOKYMEHTOB ApXVBHOTO bonHza Poccurickon DefepaLyu.
4.4. CucrtemaTvsupyeT M pasMellaeT JOKYMEHTBbI, IOCTyIarolie Ha XxpaHeHue B apxuB [OY,
oOpa3oBaBiiecs B xoze OCYLL[eCTBJIEHUS JlesiTeTbHOCTH YUpeXIEeHUs.

4.5. PaszpabarbiBaeT rpaduKd TIpe/CTaBAeHUS] OINUCell Ha pacCMOTpPeHHe 3KCIepTHO-
TIPOBEPOUHON KOMUCCHUU U TiepejilauM JIoKyMeHTOB ApxuBHOTO (oHza Poccuiickoii Peneparyu
Ha XpaHeHUue B roCcyJapCTBeHHbIN (MyHULIMTIATTBHBIN ) apXuB.

\ 4.6. OcyliuecTBasgeT NOArOTOBKY U IDe/ICTaB/ISeT:

e Ha pacCMOTpeHHe U COIJIacOBaHMWe 3KCrepTHOW kKomuccuu [OY omnucy [en MOCTOSSHHOTO
XpaHeHUsl, BpeMeHHbIX (cBbllle 10 J/1eT) CPOKOB XpaHeHHs, B TOM uuC/e I0 KajpaMm WU
BOCIIUTAHHUKAM, a TakKKe aKTbl O BblJe/IeHUHA K YHUUYTOKEHUIO apXUBHBIX JOKYMEHTOB, He
TO/I/TeKalliX XPaHeHH0, akThl 00 yTpaTe JOKYMEHTOB, aKThl O HEMCTIPaBUMBIX TIOBPEXXKJEHUSIX
apXUBHBIX JJOKYMEHTOB;

e Ha YTBepXJeHHWe  SKCIIePTHO-TIPOBEPOYHOM  KOMMCCHMM  YIIOJIHOMOUEHHOTO  OpraHa
WCTIOJIHUTETbHOM BlacTu cybbekTa Poccutickoit @ezepaiiuu B chepe apxvBHOTO Jiena (Janee -
OIIK apXWBHOTO yupexxZieHus1) OMUCH e/l IOCTOSTHHOTO XPaHeHUS;

« Ha cornacoBanne OIIK apxuBHOro yupexxaenusi cyObekra Poccuiickoii ®Pepeparum
(MyHULIMIIaZIBHOTO apXuBa), B C/lyyae HaJleJleHUs ero COOTBETCTBYIOIIMMU TTOJTHOMOUMSIMH,
OIMCH JieJ1 110 JINUHOMY COCTaBy;

« Ha corymacoBanve OIIK apxuBHOTO yupexzaeHus cyObekra Poccuiickoii @enepaiuu
(MyHULIMIIaZIBHOTO apXuBa), B CJ/lyyae HaJe/eHUsl ero COOTBETCTBYIOIIMMU ITOJTHOMOUUSIMHY,
akThl 00 yTpaTe JOKYMEHTOB, aKThl O HEMCIIPaBUMbIX MTOBPEXKJEHUSIX apXUBHBIX JOKYMEHTOB;

e Ha yTBepzeHHe 3aBeayrouieMmy [10Y onmcu ges MOCTOSHHOTO XPaHEHWs, ONMCHA BPeMeHHbBIX
(cBbiie 10 s1eT) CPOKOB XpaHeHWs, B TOM UHMC/e OIMUCH Jie/l MO0 KaJpaM U BOCITUTaHHUKaM,
aKTbl O BBbIIeJICHUU K YHUUTOKEHUIO apXUBHBIX [OKYMEHTOB, He I0JJIe)KallluX XpPaHEeHHIO,
aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIIPABUMBIX TIOBPEXK/EHUSIX apXUBHBIX JOKYMEHTOB,
yTBepKAeHHble (corysacoBaHHble) OIIK WM rocyZapCTBeHHBIM apXWBOM CyOBbeKTa
Poccuiickot  Pepiepaiiun  (MyHULMIIAIBHBIM ~ apXMBOM) B C/Ayvyae HaJleJIeHUsI  €ero
COOTBETCTBYIOLMMHU [TOJTHOMOYMSIMH.

4.7. Opranusyer nepeiauy 10KyMeHTOB ApxuBHOro ¢oH/a Poccuiickoii @esepariy Ha
TIOCTOSIHHOE XpaHeHHWe B rOCyJapCTBeHHbIN (MyHULIAIIAaIbHBIN) apXUB.

4.8. OpraHusyeT U NMPOBOJUT SKCMEPTU3Y LIEHHOCTU JOKyMEHTOB BpeMeHHbIX (cBbiile 10 seT)
CPOKOB XpaHeHUsl, HaXOSIIUXCsS Ha XpaHeHnU B apxuBe JJOY B 1esnsix 0TOopa I0KyMeHTOB /I/is




BKJIOUeHUs B cocTaB ApxuBHOTo (hoHza Poccutickoit defepaiuy, a TakKe BbISIBIEHUS
JIOKYMEHTOB, He MO/|/Ie)XalluX JaabHeUlleMy XpaHeHHIO.

4.9. YuacTtByeT B paboTe 3KCITIePTHOM KOMHUCCHH OIITKOJIBHOTO 00pa30BaTelbHOTO YUPeXKIeHHS.
4.10. TIpoBOgUT MepOTIPUSTHS TI0 00eCreYeHr0 COXPAHHOCTH AOKYMEHTOB, HAXOSIINXCS Ha
XpaHeHuu B apxuse [10Y.

4.11. OpranusyeT UH(QOPMUPOBaHUE aIMUHUCTPaALMK U paboTHrKoB [IOY o0 coctaBe 1
COJlep’KaHNU JOKYMEHTOB apXvBa yUpexXJeHHUs.

4.12. 'nopmupyeT 1oJib30BaTe el o BOIPOCaM MeCTOHAXO0KeHHsI apXHUBHBIX JOKYMEHTOB.
4.13. OpraHu3yeT BbiJjauy JOKYMEHTOB U fieJi i1l paboThbl B UMTaILHOM 3ajie Wk BO BpeMeHHoe
T10/Ib30BaHUe.

4.14. VicrionHseT 3anpockl M0J/Ib30BarTesiel, BbljaeT apXUBHbIE KOMWW JOKYMEHTOB, apXUBHBIE
BBINIMCKU U apXVBHbIe CIIPaBKU.

4.15. BeneT yueT UCIO/Ib30BaHUA JOKYMeHTOB apxuBa [JOY.

4.16. Co3zaet (oH/| T10/1b30BaHUSI apXKMBa [IeTCKOT0 Cajia U OPraHU3yeT ero WCIoIb30BaHUe.
4.17. Ocy1iecTBisieT BeJjeHye CIIpaBOYHO-TIOMCKOBBIX CPeZICTB K JOKyMeHTaM apxuBa [JOY.
4.18. Co3paeTt, MOMOHSET U COBEPLLIEHCTBYET HAyYHO-CIIPABOUHBIN arrapaT K XpaHsALUMCS B
apxuBe JielaM Y ZJOKyMeHTaM.

4.19. YuacTByeT B pa3paboTKe JOKyMEHTOB YUpeX/IeHHs TI0 BOTIPOCaM apXWUBHOT'O fieJia v
[1e/I0TPOM3BO/ICTBA.

\ 4.20. OkasbIBaeT MeTOANYECKYIO ITIOMOI|b:

e cayxbe genmoripousBofcTBa JOY B cocTaBieHMM HOMEHKIATypbl ey, (OpPMHUDOBaHUN U
oopmsieHUH Jiesl, KOHTPOJMPYeT TNpPaBUIbHOCTh (POpMUpOBaHMs U OGOpM/eHUs Jel B
[leJI0NIPOU3BO/ICTBE;

e CTPYKTYPHBIM M0/ipa3zieneHusiM 1 pabotHukaMm [I0Y B MOAroTOBKe JOKYMEHTOB K Iepejjaue B
apXuB /IeTCKOro caja.

4.21. YuacTByeT B TPOBeJ€HHUM MEPONPHUSATUN 0 TIOBBIIMIEHUIO KBalW(UKalMi pabOTHUKOB
apxvBa 1 Cy>KO0bl Je/I0NpOU3BO/CTBA JIOIIKO/ILHOTO 00pa30BaTeIbHOTO YUpeXK1eHHs.

5. IIpaBa apxuBa
[1y1s BBINO/THEHNYSL BO3/I0KEHHDBIX 3a/1a4 U (DYHKIMU JIUL0, OTBETCTBEHHOE 3a aDXUB, UMeeT I1PaBo:
5.1. TlpeAcTaBnsATh 3aBe/yiOlIeMy [OIIKOIbHBIM 00pa3oBaTe/IbHBIM yupexxJeHreM Tpe/ioyKeH st
10 COBEPIIEHCTBOBAaHMIO OpraHu3allid XpaHeHWs, KOMIUIEKTOBAHMS, ydeTa M WCIOIb30BaHUS

apXUBHBIX JIOKyMEHTOB B apxuvBe JOY.
5.2. KoHTpo/MpOBaTh BBITIOJIHEHWE YCTAHOBJEHHBIX TIpaBWI paboThl C JOKyMeHTaMUd B
CTPYKTYPHBIX 1o/ paszie/IeHUsIX yUpexXIeHus.

5.3. 3ampammBaTh OT CTPYKTYPHBIX Tofpa3jeneHnii u pabotHukoB [JJOY cBexeHwus,
HeoOXoauMble it paboThl apXuBa, C yueToM obecrieueHus: BBITTOJTHEHHS BCeX BO3/I0KEHHBIX Ha
apXuB 3a/1au u byHKIMA.
5.4. [laBaTb pa3bsiCHEHUS U PEKOMEHJAlMK 10 BOMPOCaM, BXOJAIIMM B KOMIETEHLIMIO apXuBa
[OLLIKOJIBHOTO oOpa3oBarenbHOro YUpeK[eHus.
5.5. lHopmupoBaTh CTPYKTYPHBIE TI0/Ipa3ze/ieHusl JeTCKOro cajila 0 HeoOXOAMMOCTH Tiepejaun
JIOKYMEHTOB B apxuB B COOTBETCTBUU C yTBepP>KJeHHbIM rpadukom.
5.6. IlpyHMMmarh ydyacTve B 3ace/laHHsX SKCIEPTHOM KOMHCCHU YUDeX[eHUs, a Takke B
5KCIIePTHO-TIPOBEPOUHOM KOMUCCHW  YIIOJTHOMOYEHHOIO OpraHa MCIOJHUTEeNbHOM B/IacTH
cyowekTa Poccutickoii ®efeparin B cepe apxXUBHOTO Jiefia.

6. OTBeTCTBeHHOCTH 3a (PYHKI[HOHHPOBaHHE apXHUBa



6.1. Ha3naueHHoe mnpuka3oM 3aBeaytoujero [OY nuijo, OTBEeTCTBEHHOE 3a BeleHHe apXuBa,
HeceT MepCOoHa/bHYI0 OTBETCTBEHHOCTb 3a:
BBITIOJIHEHME BO3/IO)KEHHbIX Ha apXvB 3aJad U (YHKLUWKA B COOTBETCTBUU C JE€UCTBYIOLIUM
3aKOHOJaTe/bCTBOM Poccuiickon ®enepaiyy;
opraHusaijuio paboThl apxuBa, CBOeBpeMeHHOe U KBaJU(PUIIMPOBAHHOE BbITIOJIHEHHE
MPUKA30B, paClopsDKeHWM, TOpyYeHUM BbIIIECTOSIIIEr0 PYKOBOJCTBA, J€HCTBYIOLLIUX
HOPMAaTHBHO-TIPABOBbIX aKTOB 10 CBOEMY TIPO(UIIIO [esiTeTbHOCTH;
paljoHanbHOe U 3(h(eKTUBHOE UCMOIb30BaHWEe MaTepUasbHbIX, (DMHAHCOBBIX M KaJpOBbIX
pecypcos;
COCTOSIHME TPYJOBOM M WCIOMHUTENbCKOM [AUCLIUIUVIMHBI B apXuBe, BbIMIOJIHEHHWE CBOMX
(bYHKIMOHa/TBbHBIX 00513aHHOCTEH;
coO/moleHe  MpaBWU/  BHYTPEHHETO  pacriopsiika, CaHWUTapHO-TIPOTHBOSITHAEMUYECKOTO
pekrMa, TPOTUBOIOXXapHOW 0e30TaCHOCTH U TeXHUKU Oe3011acHOCTH;
BeJleHWe [IOKYMeHTaluy, T[peJyCMOTPeHHOM [eWCTBYKOIUMU HOPMaTHMBHO-TIPABOBLIMHU
JIOKyM€eHTaMy;
rpefiocTaB/ieHue B YCTAHOBJIEHHOM TIOps/IKe [OCTOBEPDHOM CTaTUCTUYECKOM U HWHOU
vH(bOpMaLUU O eaTeTbHOCTU apX1Ba;
TOTOBHOCTh apXvBa K paboTe B yCJIOBUSIX Upe3BbIUalHBIX CUTYalIUH.
6.2. OTBeTCTBEeHHbIE 3a BeJieHHe /IeJIONPOU3BO/CTBA, MOATOTOBKY U Tpe/iCTaB/ieHre J0KYMEeHTOB
Ha XpaHeHUe B apXUB, Ha3HauaroTCs 3aBeayrowmm JOY.

7. KomniekToBaHue apxuBa
7.1. TlogroTroBKa [IOKYMEHTOB K TiepeJjaue B apXWB [IOIIKOJIBLHOTO 00pa3oBaTe/IbHOTO
yupeXX/leHHUsl BK/II0YaeT SKCIepTHM3y HayyHOM U TMPaKTUUeCKOM I1[eHHOCTH [JOKYMEHTOB,
odopmieHue nen, COCTaBJ/ieHue OTIUCH.
7.2. JKCriepTr3a 1IeHHOCTU JOKYMEHTOB:
9KCTIepTH3a L|eHHOCTH IOKyMEeHTOB — Ofpe/iesieHre [IeHHOCTU [JOKYMEHTOB C Lie/ibio 0TOopa ux
Ha XpaHeHWe U YCTaHOBJIEHWe CPOKOB XpaHeHHUs. JKCIepPTU3y LIeHHOCTU AO0KyMeHTOB B [I0Y
OCYIL[eCTBJ/ISIeT MMOCTOSTHHO JAeUCTBYOL[ast SKCIepTHasi KOMUCCHS;
9KCIepTHasi KOMUCCHs Ha3HauaeTcsl MpukKa3oM 3aBedytomjero JOY. B cocraB skcriepTHOMU
KOMHCCUY BKJTIOUAIOT He MeHee TpeX COTPYJAHWKOB, B TOM UHC/Ie B 00si3aTeJIbHOM TOpsKe
/L0, OTBETCTBEHHOE 3a BeJleHHe apXuBa JeTCKOro caga. CekperapeM 3KCHEPTHOM KOMUCCUU
HasHauaroT cekperaps [JAOY. O3OkcnepTHas KOMMCCHS Ha 3acefaHUsIX pacCMaTpUBaer:
HOMEHKJ/IaTypy Zie/l JeTCKOro cajia, OIUCH e/ TIOCTOSIHHOTO XPaHeHUs Y T10 JIMUHOMY COCTaBy,
aKThbl Ha JJOKYMEHTHI, BblJje/IieMble K YHUUTOXXEeHHUIO.
7.3. Odopmienue aei:
Jlernia TIOCTOSTHHOT'O XPaHeHUs! TIO/[IITMBAIOTCS B TBEP/[yI0 00/105KKY ITPOUHBIMU HUTKaMU. JIMCThI
HYMEpPYIOTCSI B TIPaBOM BepXHeEM YIJIy MPOCTbIM KapaHzaioM. KommyecTBo JIMCTOB B KaXK0OM
Jlele He J0/DKHO TipeBblliaTh 250. B KOHLle fena Ha OT[e/IbHOM JIMCTe COCTaBIIsIeTCs
3aBepuTe/ibHas HaJlIIUCh;
Ha 00JI0>KKe [eJ1 TTOCTOSTHHOTO XpaHeHUsl ZI0/DKHBI OBbITh TIPOCTaB/IeHbI CIeYIOI1e PeKBU3UTHI:
M0/IHOe HavMeHOBaHHWe BBIIIECTOsIIIeN opraHu3aluu, HaumeHoBaHue [JOY, Homep (MHAEKC)
Jlejia TI0 HOMEHKJIaType, 3aroJjioBOK Jiejia, KOJIMUeCTBO JIMCTOB, CPOK XpaHeHUsl WM OTMeTKa
«XpaHUTb TIOCTOSTHHO», HOMeP (POH/Ia, OTHCH, JieJ1a;
10 OKOHYaHUU IeJIOTIPOU3BO/ICTBEHHOTO Tofia B O(OpMIIeHHbIe O0JIOKKU [Ie/T TIOCTOSIHHOTO
XpaHeHWsl BHOCATCS HeoOXOAWMble YTOUHEHWS: B  3arojioBKM [ies, COZep>Kal[ux
pacropsiiuTe/ibHble JOKyMeHTbl (MpUKasbl, MPOTOKOJIbI), BHOCSTCSI HOMepa; eClu Jeno C
MepernucKol COCTOMT M3 HEeCKOJIbKMX TOMOB, B Ka)K[JOM TOMe YKa3bIBaeTCs KOPPEeCIIOH/EeHT,




aBTOp, TEPPUTOPUS, Apyrve AaHHble. B Ka)K0M TOMe yKasbIBaeTcs JaTta (Y4Mc/io, MecsL, TOof)
Hauajla ¥ OKOHUaHWs [JAHHOTO TOMa. TOUHBbIe ATkl TPOCTABSIOTCS Ha OOJ/IOXKKaxX [ist
ObICTPOrO TMOMCKA JOKYMEHTOB B TIOC/TeAYIOIeM; U3 3aBepUTeNbHOM HAAMUCHA Ha 00JIOXKKY
Jlesia BBIHOCUTCST KOJTMYeCTBO JIUCTOB B Jieie;

e HAAIMCH Ha 00JI0)KKaX fie/T IIOCTOSTHHOTO U I0JITOBPEMEHHOTO XpaHeHusl CJieiyeT TTPOU3BOUTh
YeTKO, CBeTOCTOMKUMU UepHUIaMU;

e IS yueTa KOJIMUeCTBAa JIMCTOB B fefe U (puUkcauyyd OCOOEHHOCTeM WX HyMmepaluu Ha
OT/IeJIbHOM JIMCTEe COCTABJISIETCS 3aBepUTe/IbHAsI HaJITUCh;

e B 3aBepUTE/IbHOM HAJIWCH yKa3bIBAaeTCsl KOJIMUECTBO JUCTOB (LU(pamMu U MPOIKMCHI0) B Jiefie.
3aBepuTesibHas HaAMUCh MOANUCHIBAETCS COCTaBUTEIEM C YKa3aHUeM ero J0J/DKHOCTH M JaThbl
COCTaBJ/IeHUS;

e BHYTPEHHSII ONMUCh COCTAB/SIETCS K JlejlaM MOCTOSIHHOTO Y A0AroBpeMeHHOro (cBbite 10 ser)
CpOKa XpaHeHUsl, C)OPMUPOBAHHBIM T10 Pa3HOBUJHOCTSIM I0KYMEHTOB, 3ar0JIOBKM KOTOPBIX He
PaCKpBIBaIOT KOHKPETHOe CojiepkKaHue JOKyMeHTOB (0c000 1ieHHbIe, TMUHbIE fefa U AIp.).

\ 7.4. OnucaHve JOKYMEHTOB IIOCTOSSHHOIO CPOKa XpaHeHUs:

e OIWCH COCTaBJISIFOTCS Pa3/ie/IbHO Ha Jiefla TIOCTOSIHHOTO XPaHeHHsl TI0 OCHOBHOM J1esiITe/IbHOCTH
Y Ha /iesia 110 IMYHOMY COCTaBYy;

e  OMNMCH COCTABJISIFOTCS e/I0NIPOU3BOJUTENIEM;

e OIWChb BeJIeTCSl B eJUHOW BaJIOBOW HyMepaLvy B TeYeHHe HeCKOJIbKUX JIeT;

e HaJesa C UCTeKIIIMM CPOKOM XPaHeHHsl COCTaB/sieTCsl akT 00 YHUUTOXKeHHWH;

e [0 OKOHUAHWM [e/onpOu3BO/CTBeHHOro rojga B JJOY mpousBogutcsi oTOOpP [JOKYMEHTOB
IIOCTOSTHHOTO CpPOKa XpaHeHWs [yl BKJIIOUEHUS UX B OMUCh. OmMUCh COCTOUT U3 T'OJOBBIX
pasfie/ioB, BHYTpPM TIOJa [ejia pacroJaralTcsd I10 CTeleHu 3HauMMOCTH C Y4YeToM
HOMUHAJILHOT'O TPYHILIUIIA (B COOTBETCTBUM C HOMEHK/IaTypO yUpeKeHus);

e OIWCH COCTaBJ/ISIFOTCA Pa3/ie/IbHO Ha Jiefia TIOCTOSIHHOTO XpPaHeH!sl TI0 OCHOBHOM /1esiTe/IbHOCTH
Y Ha JieJia 110 IMYHOMY COCTaBYy;

e OMNUCH COCTABJISIFOTCS CEKPeTapeM.

7.5. [lenia BpeMeHHOTr0 XpaHeHHsi O(OPMJISIFOTCSI YTIPOLLIEHHO: OHU He TMOZALLMBAIOTCS, JTUCThI B
HUX He HyMepyIOTCs, YTOUHeHHWe Ha O0O0JIO)KKaXx He TIIPOM3BOAMUTCS, OIMMCU Ha Jena He
COCTaBJISIFOTCS, YUYeT Be[ieTCs 110 HOMEeHKJ/IaType JeJl.

8. Yu1oBua xpaHeHHs JOKYMEHTOB apXyuBa
8.1. JloKyMeHTbl apXxuBa XpaHATCS B apXWBOXPaHWIHILE MJOIIKOJBHOrO 00pa30BaTebHOTOo
YUPEeKJEeHHs.
8.2. He momyckaeTcs pa3mellleHre apXvBa B MO/Ba/bHBbIX U YepZauyHbIX [TOMeLIeHUsIX [JeTCKOTr0
caja.
8.3. ApXUBOXpaHW/MILE [O/DKHO OBbITh yZaneHo OT jabopaTOPHBIX, ITPOM3BO/CTBEHHBIX,
OLITOBLIX TIOMeIlleHW:d U He UMeTh OOIMX C HUMHM BeHTWISALIMOHHBIX  KaHaJoB.
ApXWBOXpaHW/IMILEe OTZAeNseTC OT COCEeJHUX [IOMeIlleHW HecropaeMblMU CTeHaMu U
MepeKpbITUSIMA C TIpefie/laMi OTHEeCTOWKOCTH He MeHee [JByX 4acoB. B apxuBoxpaHu/uile He
JIOTTyCKaeTcst TIPOK/Iaika TpyO BoJoCHaOKeHUsT ¥ KaHa/TM3al[iK, TeXHOJIOTHUYeCKUe WK ObITOBbIE
BBIBO/IbI BO/IBL.
8.4. ApxXvBOXpaHW/MILEe [0/DKHO HMeTb eCTeCTBEHHYI0 W/IM WCKYCCTBEHHYIO BEHTHJISLIUIO,
obecrieunBaloIyl0 PeLMPKYJIALUI0  BO37AyXa, CTabWUIBHOCTH TeMIlepaTypHO-BIa>KHOCTHOTO
peXxxuma.
8.5. Bce mocrynatoijue B apxuB [JOY NOKyMeHTbI pa3MellalOTCd B apXMBOXPaHW/IMILAX Ha
CTaLlMOHAPHBIX W/WU/U MepeABKHBIX METa/JIMYeCKUX CTe/lIaXkax, B MeTa//TMYeCcKuX LKadax 1uin
KOHTeliHepax.



8.6. Cressia’ku 1OJDKHBI OBITH YCTAaHOBJIEHBI ITEPIIEH/IUKYJISIPHO CTeHaM C OKOHHBIMHU ITPOEMaMH,
a B TioMellleHMHd 0e3 OKOH - C y4yeToM ocobeHHOcCTell moMelrieHuss ¥ obopyzaoBaHus. He
[0y CKaeTCs pa3MellieHre CTe/Ulakel BIUIOTHYHO K Hapy>KHbIM CTeHaM 3jaHusl U K UCTOYHUKaM
Teruia.
8.7. PaccTtaHOoBKa cTe/iaked U IIKa(OB OCYIIECTBSETCS B COOTBETCTBUM CO CJieIVIOLIMMU
TpeOOBAHUSIMU:
e  pacCTOsTHME MeXJY psAZlaMU CTesliaXKeu (T/1aBHbIM TTPoXon) — He MeHee 120 cm;
e paccrosiHue (TPOXOA) MeXAY CTe/sla)kaMH — He MeHee 75 CM;
e pacCTOsTHHMEe Me)X[ly HapYy’)KHOM CTeHOM 3/laHUsl U CTe/Ula’KaMM, Mapasijie/lbHbIMU CTeHe — He
MeHee 75 cm;
e pacCTOSTHUE MeXKy CTEHOM U TOPIIOM CTeslTaXka WM mkada (06xom) — He MeHee 45 cMm;
e paccTosiHUe MeXAy TI0JIOM W HIWKHel ToJiKoW cre/viaka (iikada) — He meHee 15 cMm, B
LIOKOJIBHBIX 3Ta)kax — He MeHee 30 cM.
8.8. ITIpoTMBOMOXXAapHBIM pEXXUM B apXWBOXpaHW/IMILE, Trje pa3Melaercs apxuB [OY,
yCTaHaB/IMBAeTCs B COOTBETCTBUU C [IpaBWiamMu NpPOTHMBOIOXApHOTO pekMMa B Poccuiickou
®epeparuu oT 16 ceHTsSIOpsi 2020 roza No1479.
8.9. ApxvBHBIE JIOKYMEHTBI cnepyer XpaHUTb B TeMHOTe.
8.10. 3ammrTa [JOKYMEHTOB OT JeMCTBUsA CBeTa obOecrieurBaeTCsi XpaHEHHEM [JOKYMEHTOB B
KopoOKax, Tarkax M TiepervietaX, B IIKagax WIMA Ha CTe/UlakaX 3aKpbhITOro THIIA.
8.11. YpoBeHb UCKYCCTBEHHOI'O OCBeLeHUs] B KHUTOXPaHWIUILIAX [JO/DKEH COCTaB/IATh HE MeHee
100 JIFOKC.
8.12. B__apxuBoxpaHWIuWllle [/ _XpaHeHWd JOKYMEHTOB _YCTaHaBJWBAKOTCI CAeAYIOIIUe
IlapaMeTphbl TeMIepaTypPHO-BJAaXKHOCTHOIO DeKMMa:
e I XpaHEHHs JOKYMEHTOB Ha OyMa)KHOM HocuTesie — Temrieparypa 17-19°C, oTHOcHUTe /TbHAast
BJI&KHOCTB Bo3ayxa — 50-55%.
8.13. ITomelleHUsT apXHBa JIOMIKOIBHOTO 00pa30BaTe/IbHOTO YUPEXKIEHUs JO/DKHBI COZePKaThbCs
B UMCTOTE, B YCJIOBUAX, UCK/IFOYAKOLUX BO3MOXKHOCTb MOSIBJIEHUS T1/IeCeHH, HACeKOMBIX, MbLIH.

9. 3ak/Il0uHMTe/IbHbIE M0/I0KEeHHS

9.1. Hacrosiee [T0/10KEHNE 00 aPXUBE ABNSETCA JIOKANILHBIM HOPMATUBHBIM aKTOM,
nipuHUMaeTcst Ha OO01eM coOpaHuKM pabOTHUKOB [IOIITKO/ILHOTO 00pa30BaTe/IbHOTO YUPEXKIEHHUS
U yTBEpPXKAaeTcst (yubo BBO/IUTCSI B JleliICTBUE) 3aBeyIOIIUM aoy.
9.2. Bce uaMeHeHUs] U [OMNOJIHEHUs, BHOCMMbIe B HacTosiiijee [lonokeHue, ohopmIsOTCS B
NMMCbMeHHOW (opMe B COOTBETCTBHMM [EMCTBYIOLMM 3aKOHOJATe/lbCTBOM Poccuiickoi
DefepaLyu.

9.3. TMonoxenue 06 apxuBe [1OY mpuHMMaeTCs Ha Heorpe/le/ieHHbIM CPOK. V3MeHeHus U
JonoyiHeHUs: K [To/o)keHHI0 TIpUHUMAKOTCS B TOpsiKe, MpefyCcMOTpeHHOM m.9.1. HacTosiero
[Tonoxxenus.

9.4. Tlocne npunaTtusi [lonokeHus: (MM W3MEHEHWW M JOTIOJIHEHUWM OT/e/IbHbIX TyHKTOB M
pas3/iesioB) B HOBOW peaKkL[MK Npejblayllas pefakiys aBTOMaTUUeCKU yTpaurBaeT CUITY.



	Положение об архиве дошкольного образовательного учреждения
	28.02.2023 № 18
	с. Кошкельды
	1. Общие положения
	2. Состав документов архива детского сада
	3. Задачи архива ДОУ
	4. Функции архива
	5. Права архива
	6. Ответственность за функционирование архива
	7. Комплектование архива
	8. Условия хранения документов архива
	9. Заключительные положения


		2023-04-10T14:19:15+0300
	Чеченская Республика Гудермесский район ул. Нукуева 49 а
	Арсамбиева Тамуса Ярагиевна
	Я являюсь автором этого документа




