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1. O61IM e MoJ1I0KeHUs

1.1. Hacrosiee IlosoxxkeHue o6 apxuBe (fasiee - [losioxkeHHWEe) MYyHUIIMNAJbHOTO
610/P)KETHOT0 JIOLIKOJIbHOT'O 06pa30BaTEe/JIbHOIO yUpeXX/aeHus JeTcKUuM can «Pagyra»
(nanee — /10Y) pa3paboTaHo Ha OCHOBaHMHU [IpuMepHOro moJsioKeHUsi 06 apxuBe
OopraHusalluy, yTBEPXKJeHHOro npuka3zoM PejepasibHOr0 apXUBHOrO areHTCcTBa N
42 ot 11 anpensa 2018 roxa ¢ usMeHeHUsAMU Ha 9 Mad 2021 mMas, B COOTBETCTBUHU C
®epepanbHbiM 3akoHOM Ne 273-®3 ot 29.12.2012 roga «06 o6pa3oBaHUMU B
Poccuiickon ®expepanuu» ¢ M3MeHeHUsIMM Ha 16 ampensa 2022 roga, Ilprvkasom
MuHkyabTypbl Poccum ot 31.03.2015 Ne 526 "0O6 yTBepXJAeHUU NpaBUJI
OpraHvsalMi XpaHeHHs, KOMIJIEKTOBAHUS, y4eTa U HCIOJIb30BaHUs JIOKYMEHTOB
ApxuBHoro ¢onHga Poccuiickoin Penepan U APYruX apxXUBHBIX JOKYMEHTOB B
opraHax rOCyJapCTBEHHOW BJIaCTH, OpraHax MeCTHOrO caMOylpaBJeHUusl |
opraHusanusax", YCTaBoM J0IIKOJbHOI0 06pa30BaTENbHOTO YUPEXK/EHUSI.

1.2. lanHoe Ilosi0keHre 06 apxyMBe JIETCKOTO cajla ONpe/iesisieT COCTaB JJOKyMEHTOB
apxyvBa U yCJOBHUS UX XpaHEHUs], YCTAaHABJMBAET 3a/jJauM, Ha3HayeHUe U QYHKIUU
apXxvBa, perjaMeHTUPYeT JIeATeJbHOCTb JIMIia, OTBETCTBEHHOTO 32 BeJieHHe apxuBa
B JIOLIKOJIbHOM 06Pa30BaTE/JbHOM YYpEXJeHUH.

1.3. B cBOel medaTeJbHOCTH apXUB AETCKOro cajla pykoBoAacTByeTcs PegepabHbIM
3akoHOM N¢ 125-®3 ot 22.10.2004 roma «06 apxuBHOM Jesie B Poccuiickoi
Qenepauun» ¢ usMeHeHusiMM Ha 11 utoHg 2021 rojga, HOpMaTUBHBIMU MPABOBBIMU
akTaMu Poccuiickoii ®enepanuu, cyobekta Poccuiickoit ®egepanuu B chepe
apXMBHOTO /JleJla W [eJIONPOU3BO/JCTBA, JIOKAJbHbBIMM HOPMAaTHBHBIMH aKTaMHU
JIOLIKOJIbHOTO 060pa30BaTeJIbHOI0 yYPEXJeHUS.

1.4. lokymenTbl JJOY, uMeroujue HCTOPUYECKOE, KYJIbTYPHOE, HAy4YHOE, COIMAJIbHOE,
9KOHOMHYECKOE U MOJUTUYECKOe 3HAauyeHHUe, COCTABJSAIT IOCylapCTBEHHYIO 4YacThb
ApxuBHoro ¢onga Poccuiickoii ®Pepnepanuu, SBJASAIOTCI COOCTBEHHOCTHIO
rocy/lapcTBa M MOJJieXaT MOCTOSSHHOMY XPaHEHHUI0 B T'OCY/lapCTBEHHbIX apXHBax
Poccuiickoit @enepanuu. /[lo nepesayd Ha Tocy/lapCTBEHHOe XpaHeHUE JaHHble
JIOKyMEHTbI BpEMEHHO XPaHSITCS B IOIIKOJIbHOM 060pa30BaTeJIbHOM YUpeXKIEHUU.
1.5. B Z10Y pa xpaHeHus AoKyMeHTOB ApxuBHoro ¢ponHjga Poccuiickoit @enepanuu u
3aKOHYEHHbIX [1eJI0NPOU3BO/JCTBOM JJOKyMEHTOB NPAaKTUYECKOTO Ha3HA4Ye€HUs, UX
oTOOpa, y4yeTa, MCINOJb30BaHUS WU MOATOTOBKMU K Iepejiaye Ha roCyAapCTBEHHOE
XpaHeHHe CO3/1aeTCs apXUB.

1.6. ApxuB co03/JjlaeTcsd KaK CaMOCTOSITeJIbHOE IMOoJApa3/esieHue, BO3IJaBJseMoe
JILIIOM, OTBETCTBEHHbIM 3a BeJIeHHWE apxXuBa COIJIACHO MNpHUKa3y 3aBeAyHLIero
JIOLIKOJIbHBIM 00pa30BaTe/bHbIM yYpeXAeHUEM.

1.7. YupexkaeHure [OLIKOJBbHOIO 060pa30BaHUsA obOecliedrMBaeT apXUB HE0OXOJAUMBbIM
noMenieHreM, 060pyloBaHUEM U KaJ|paMH.

1.8. Jlomiko/sibHOE 06pa3oBaTeJNbHOE yUpexaeHue obecrneyruBaeT COXPAHHOCTD, YYeT,
oTOOp, ymnopsjo4yeHWe W HCHO0Jb30BaHUE [JOKyMeHTOB ApxuMBHOro ¢QoHza
Poccuiickonn ®Pepepanyy, o06pa3yrwUUxcsi B ero JAedTejJbHOCTH. ObecneuyuBaeT


https://ohrana-tryda.com/node/4254

CBOEBpPEMEHHYIO MepeJjavy 3TUX JOKYMEHTOB Ha rOCy/lapCTBEHHOE XpaHEHHUE,

1.9. Bce paboThl, CBSI3aHHbIe C IOJATOTOBKON, TPaHCIOPTHPOBKOW U MNepejadyei
apXUBHBIX IOKYMEHTOB, IPOU3BOJATCS CUJIaMU U 3a CYET JIETCKOro cajia.

1.10. 3a yTpaty u nopuy AokyMeHTOB ApxuBHoro ¢onga Poccuiickoit ®enepanuu
fosmkHOCTHBIE rna [l0Y HecyT OTBETCTBEHHOCTb B COOTBETCTBUM C JEWCTBYHOUUM
3aKOHO/AaTeJIbCTBOM.

1.11. ApxuB JeTckoro cajZa paboTaeT COrJIaCHO IJIaHy, YTBEPXKJaeMoOMy
3aBelyIOLUM [OIIKOJbHBIM 00pa30BaTENbHbIM YUpeXJEeHUEeM U OTYUTbIBAETCS
nepeJi HUM B CBO€eH paboTe.

1.12. KoHTpo/Ib AeaTEeJNbHOCTH apxXuBa ocyuiecTBjseT 3aBeaywwmun [A0Y, a B ero
OTCYTCTBUH —HUCHOJIHSAIOIUNA 0653aHHOCTH 3aBeYIOIIEro.

2. CocTaB JOKYMEHTOB apXHUBa
2.1. B apxus /I0Y nocTynarwT:

* 3aKOHYEHHbIe JIeJIONPOU3BOJCTBOM yUpPEXAEHHUS JOKYMEHTbI MOCTOSHHOTO
XpaHeHus, obpa3oBaBlIMecs B JlesITeJIbHOCTHU CTPYKTYPHbIX
nojipas/ieJleHuH, JOKyMeHThbl BpeMeHHOoTo (cBbilie 10 jieT) cpoka XpaHeHuUs],
Heo6X0/IUMble B NMPAKTUYECKOU [esTeJbHOCTH, NOKYMEHThI MO0 KajpaM M
BOCIIMTAaHHUKAM;

* JIOKyMEHTbl NOCTOSTHHOTO XPaHEHUs U MO0 JIMYHOMY COCTaBy OpraHMU3alyii-
npe/ilieCTBEHHUKOB (IIPY UX HAJIUYUH);

* JIM4Hble GOH/AbI BeAYIIMX PAaOOTHUKOB AETCKOro caZa (IpU UX HAJIUYHH);

* cJyKeOHble U B€JOMCTBEHHbIE U3/JaHUS;

* CIPaBOYHO-NOMCKOBbIE CPeJCTBA K JAOKYMEHTaM U Y4YeTHble JJOKYMEHTBhI
ApxuBa aeTckoro caja.

2.2. Cpoku xpaHeHHS JOKYMEHTOB B apXWBe JOLIKOJbHOTO 00pa30BaTeJIbHOI'O

yUYpeXJeHUs OMNpeJeIIloTCS COrJIaCHO CpPOKaM, YKa3aHHbIM B yTBEPXK/JEHHOU

HOMEHKJIaType JeJl.

3. 3apayu apxusa 10y
3.1. OCHOBHEIMM 33JlaYaMU apxXvBa IBJLAIOTCH:

* OpraHu3alusi XpaHEHHs [JAOKYMEHTOB, COCTAB KOTOPbIX NpPeayCMOTPEH
paszesioM 2 HacTosero [losoxeHus;

* KOMIUIEKTOBaHME  apxMBa  JOKYMeHTaM{, O0Opa3oBaBIIMMHCA B
JIeITEeJIbHOCTH  yYPEeXJeHHUs, OCYLIeCTBJSAIOLUEro  06pa30BaTeNbHYIO
JlesITeJIbHOCTD;

* yyeT, obecrieyeHHe COXPAaHHOCTH, CO3/JaHHe Hay4HO-CIPaBOYHOr0 annapara;

* HCII0JIb30BaHUE JJOKYMEHTOB, HAXOASALMUXCS HA XpaHeHUU B apxuBe /10Y;

* IOATrOTOBKA M CBOEBpeMeHHas mepejaya JOKYMeHTOB ApxuBHoro ¢oHjaa
Poccuiickoii @efepaliid Ha IMOCTOSIHHOE XpaHeHHWEe B TOCyJapCTBEHHBIU
(MyHUIIMDIA/IBHBIN ) apXUB;



* METOJMYECKOe PpYKOBOJACTBO M KOHTpoJb 3a GOpMHUpPOBaHUEM U
opopMJIeHUEM JieJ1 B IeJIONPOU3BO/ICTBE JETCKOr0 Cajla U CBOeBpPEMEHHOM
nepesavyer UX B apXUB JOLMIKOJbHOT0 06pa30BaTENbHOr0 YYPEXKIEHHS.

4. PyHKI MY apxuBa
B COOTBETCTBUM C BO3JIOXKEHHBIMU 3aJla4aMM apXUB OCYLIECTBAAET CJAeLYIOLUIHAe

ShYHK!!I/II/I:

4.1. OpraHusyeT MpUEM JIOKYMEHTOB MMOCTOSTHHOTO U BpeMeHHOro (cBbiiie 10 seT)

CPOKOB XpaHEeHHs], B TOM 4YMCJie N0 KaJ[paM U BOCMIUTAaHHMWKAM, 06pa30BaBILIMUXCS B
AesaTtenabHocTy [JOY, B COOTBETCTBUU C YTBEPXKAEHHBIM rpapUKOM.

4.2. Ob6ecrneyvBaeT COXPAaHHOCTb W BeJeT Yy4yeT [JOKyMEeHTOB U (QOH/OB,
HaxXxoJALUXCd Ha XpaHeHWU B apXuBe [IOLIKOJbHOTO 06pa3oBaTeJIbHOTO
y4apexJeHus.

4.3. TlpeactaBssieT B TOCYyJapCTBEHHbIH (MyHHUIMNAJbHBIA) apXuUB y4YeTHbIE
cBeJleHUs1 06 06'beMe U COCTaBe XPaHSIIUXCA B apxXUBe JIeTCKOro caZia JOKYMEHTOB
ApxuBHoro ¢oHaa Poccuiickoit @enepanuud U JPYyrux apXuBHbIX JOKYMEHTOB B
COOTBETCTBHUMU C NOPSAAKOM TOCYJapCTBEHHOIO y4YeTa JAOKYMEHTOB ApPXHWBHOTO
¢donga Poccuiickoit @epepanuu.

4.4. CucteMaTU3UpyeT M pa3MelllaeT AOKYMEHTbI, MOCTyNawiide Ha XpaHEHUE B
apxuB /I0Y, o6pa3oBaBIIMecs B X0/ie OCYIeCTBJIEHUS JeATENbHOCTH YUpEXKeHUS.
4.5. PazpabaTbiBaeT rpaduKu NpeAcTaBJeHHs ONKMCEN HAa pacCCMOTPEHHE 3KCIEePTHO-
NPOBEPOYHON KOMMCCUU M Tepefadyd J0KyMeHTOB ApxuBHoro ¢poHjga Poccuiickoi
Qenepalii Ha XpaHeHUE B FOCy1apCTBEHHbIN (MyHUIUIIAJbHbBIN) apXUB.

4.6. OcyniecTBdeT NOATOTOBKY U IpeJCTaBJAET:

* Ha pacCMOTpPEHHE U corJiacoBaHMWe 3KcnepTHOU komuccuu JI0Y onucu pen
NOCTOSIHHOTO XpaHeHUs], BpeMeHHbIX (cBbille 10 JieT) CpOKOB XpaHeHHUs], B
TOM 4YHMCJe MO KaJpaM M BOCIUTAHHUKAM, a TaKXe aKThl O BbIJIEJIEHUU K
YHUUYTOKEHUI0 apXUBHbBIX JOKYMEHTOB, HE MOJJIEXKAIIUX XPaHEHUIO, aKThbI
06 yTpaTe JOKYMEHTOB, aKTbl 0 HEMCIPABUMbIX IOBPEXKJEHUAX aPXUBHBIX
JIOKYMEHTOB;

* Ha YTBEPX/JEHHE IKCIEPTHO-NPOBEPOYHOW KOMHUCCHUM YIOJHOMOYEHHOTO
opraHa HCIHOJIHMTEJbHOM BJlacTHM cybbekTa Poccuiickont Pegepauuu B
cdepe apxuBHOTro fAenaa (ganee - K apxuBHOTO yupexJeHHs) ONMUCHU Je
NOCTOSIHHOTO XpaHEeHUs;

* Ha corsacoBaHue IJIIK apxuBHOro yupexjeHus cyb6bekTta Poccuiickoi
denepayuu (MyHUIMOAJBHOTO apxyWBa), B CJAy4yae HaJleJIeHUs €ero
COOTBETCTBYKOUIMMHU OJTHOMOYHUAMH, ONIUCH JieJI [0 IMYHOMY COCTaBY;

* Ha corsacoBaHue IJIIK apxuBHOro yupexjeHusi cyobekta Poccuiickou
denepanun (MyHULMOAJBHOTO apxyWBa), B CJy4ae HaJleJleHUs ero
COOTBETCTBYKOUIMMHU NOJHOMOYHUSAMH, aKThl 00 yTpaTe JOKYMEHTOB, aKThI O
HEHNCIPaBUMbIX IOBPEX/JEHUAX apXUBHBIX JOKYMEHTOB;



* Ha yTBepxJeHUe 3aBeaywiieMy [10Y omnucu jes NOCTOAHHOTO XpaHEHUSs,
ONKMCHU BpeMeHHbIX (cBbllie 10 jieT) CPOKOB XpaHEHUs, B TOM YMCJIe ONUCU
JleJl 10 KaJipaM M BOCIIMTAaHHUKAM, aKThl O BBbIJIEJIEHUU K YHUYTOXKEHMUIO
apXMBHBIX JIOKYMEHTOB, He IMOJJeXallluX XpaHeHWIo, aKTbl 06 yTpaTe
JIOKYMEHTOB, aKTbl O HEUCNPAaBUMBIX [OBPEXJAEHHUAX apPXHWBHBIX
JIOKYMEHTOB, yTBepXJeHHble (corslacoBaHHbIE) IIIK WU
rocyJapCTBEHHbIM  apXuBoM  cy6bekTa  Poccuiickoh  Pepepauuu
(MyHULUDAIBHBIM apXUBOM) B CJly4yae Ha/leJIeHUs ero COOTBETCTBYOLUMHU
IIOJIHOMOYHUAMHU.
4.7. OpraHusyeT nepejiady JOKyMeHTOB ApxuBHOro ¢poHaa Poccuiickoit @esepanuu
Ha MOCTOSIHHOE XpaHeHUe B TOCYJapCTBEHHbIN (MyHULIMIIAJIbHbBIN) apXUB.
4.8. OpraHu3syeT UM NPOBOAUT 3KCIEPTHU3Y LEHHOCTHU [JOKYMEHTOB BpPEMEeHHBIX
(cBbime 10 s1eT) CPOKOB XpaHEHUs, HaXOJALUXCS HAa XpaHeHUU B apxuBe /IOY B
neasix oT60opa JAOKYMEHTOB /JJis BKJKWYEeHU B cocTaB ApxuBHoro <¢oHja
Poccurickon @epepanuy, a Takke BbIABJEHUA JOKYMEHTOB, He MOJJIeXAIUX
JlaJIbHEULIeMY XpPaHEHUIO.
4.9. YyacTByeT B pab0Te 3KCIEPTHONM KOMHUCCHUU JOLIKOJbHOIO 06pa3oBaTeIbHOTO
y4pexJeHus.
4.10. IlpoBOAWUT MepONpPUATHUS MO O0OeCHeYeHUI0 COXPAaHHOCTH JOKYMEHTOB,
HaxXoAsLMXCSA Ha XpaHeHUU B apxuBe [10Y.
4.11. OpraHusyeT HWHPOPMHUpPOBAHUE AAMHUHUCTpaLMu U paboTHUkoB JIOY o
COCTaBe U COZlep>KaHUU JOKYMEHTOB apXUBa YYpexJeHUs.
4.12. UudpopmupyeT mnoJsib3oBaTeseld MO BONPOCAM MECTOHAXOXAEHUs apXUBHBIX
JIOKYMEHTOB.
4.13. Opra"HusyeT BblJa4y JOKYMEHTOB U JeJl JJis paboTbl B YUTAJbHOM 3aJie WU
BO BpeMeHHOe 10J1b30BaHHUeE.
4.14. WUcnosiHSET 3anpochkl MOJIb30BaTeJIEHN, BblJaeT apXUBHbIE KOMUU JOKYMEHTOB,
apXWBHbIe BBIUCKUA U apXHUBHbIE CIIPABKU.
4.15. BepeT yueT ucnosib30BaHUs OKYyMeHTOB apxuBa /10Y.
4.16. Co3paer ¢GOHJ NOJIb30BaHUS apxXWBa JeTCKOTO caZla MU OpraHu3yeT €ero
VCIIOJIb30BaHUE.
4.17. OcyuecTBisieT BeJleHHe CIPAaBOYHO-NOUCKOBBIX CPeACTB K JOKYMeHTaM
apxuBa /10Y.
4.18. Co3pmaeT, NMOMNOJIHAET W COBEPIIEHCTBYET HAYYHO-CIPAaBOYHBIM ammapar K
XpaHALIMMCS B apXUBe JieJlaM U JOKYMeHTaM.
4.19. YyacTByeT B pa3paboTKe JJOKYMEHTOB YUpeX/eHUs M0 BOIPOCaM apXMBHOIO
JieJia v 1eJI0NpOr3BO/ICTBA.
4.20. OkaspIBaeT METOJAUYECKYIO MOMOIILb:
* cayxbe pgesnonpousBozacTBa JIOY B cocTaBJeHWM HOMEHKJIATYphbl JeJ,
dbopMupoBaHMU U OQOpPMJIEHHUU JeJ, KOHTPOJUPYEeT MpPaBUIBHOCTb
dbopmupoBaHud U 0popMJIeHUS el B 1eJIONPOU3BO/ICTBE;




* CTPYKTYpHBIM mNoJpa3jesieHUs M Uu paboTHukam [JOY B mNOATOTOBKE
JIOKYMEHTOB K Ilepe/iaye B apXUB JeTCKOI'0 Caja.
4.21. YyacTByeT B IMpPOBEJEHUU MEPONPUITHN MO NOBBIIIEHUIO KBajJUuPUKALUU
pPabOTHUKOB apXHUBa U CJIY>KObI 1eJI0NPOU3BO/CTBA JAOLIKOJbHOIO 06pa30BaTeNbHOTO
y4YpexJeHus.

5.IIpaBa apxuBa
i1 BbINOJIHEHUS BO3JIOKEHHbIX 33/1a4 U QYHKIMUN JIMIO, OTBETCTBEHHOE 33 aPXUB,

HMeEET INPaBO.

5.1. lIpeacTaB/isATh 3aBeAyOIIEMY [OIIKOJbHBIM 06pa30oBaTe/JbHbIM YUpeX/IeHUEM
IpeaJIoKeHUs o COBEpPIIEHCTBOBAHUIO OpraHu3anuu XpaHeHus],
KOMILJIEKTOBAHMS, y4eTa U UCII0JIb30BaHUA apXUBHBIX JJOKYMeHTOB B apxuse /0.
5.2. KoHTposiMpoBaTh BbINOJHEHHWE YCTAHOBJIEHHbIX MpaBUJ  pPaboOThl C
JIOKYMEHTAaMU B CTPYKTYPHBIX MO pa3e/eHUAX YYpPeKJeHUH.

5.3. 3anpamuBaTh OT CTPYKTYPHBIX MoJpa3jeseHruil U paboTHUKOB JI0Y cBesieHuUs,
Heo0Xo/IuMble JIJii paboThl apXWBa, C Yy4eTOM obOecrneyeHUs BbINOJHEHUS BCeX
BO3JIO)KEHHbIX Ha apXWB 3aZad M  QYHKIHUM.

5.4. JlaBaTb pa3bsCHEHUSI M PEKOMEHJAlUud [0 BOMNpOCaM, BXOAALUM B
KOMIIETEHI[MI0 apXUBa J0IIKOJIbHOT0 06pa30BaTENbHOI0 yYpPeXK/IeHHUS.

5.5. HHbopMHpOBATHL CTPYKTYpHble IOJpas3jiejieHusI JeTCKoro cajaa o
HeoOXO0UMOCTH Nepesiadu JJOKYMEHTOB B apXUB B COOTBETCTBHUHU C YTBEPXKAEHHBIM
rpadpuKoM.

5.6. [lpyHUMaTh ydyacTHe B 3aceJJaHUSAX 3KCIEPTHOM KOMMCCHUM YYPEXAeHHs, a
TakKe B OJKCIEePTHO-NIPOBEPOYHOW KOMHMCCUM YIIOJHOMOYEHHOrO OpraHa
HCIIOJIHUTEJNIbHOM BJIacTU cybobekTa Poccuiickoir @enepanyu B chepe apXUBHOTO
JeJa.

6. OTBEeTCTBEHHOCTb 32 PyHKIIMOHMPOBAHHUE apXHUBa
6.1. HazanayeHHoe npuka3oM 3aBeaytomero J0Y s110, OTBETCTBEHHOE 3a BeJleHUE
apxuBa, HeCeT NepPCOHAJIbHYI OTBETCTBEHHOCTh 3a:

* BbINOJIHEHHE BO3JIOXKEHHBIX HAa apXuB 33/la4 U QYHKIMUU B COOTBETCTBUHU C
JIeMCTBYIOLIUM 3aKOHOJaTebcTBOM Poccuiickoit Penepauuy;

e opraHusainui paboThl apxXWBa, CBOEBpeMeHHOe W KBalUHUIIMPOBAHHOE
BBIIIOJIHEHHWE TPUKA30B, pPACHOPSXKEHUM, IMOPYYEHHUH BBILIECTOALLETO
PYKOBOJICTBA, JEWCTBYIOIIMX HOPMATUBHO-NPABOBbIX aKTOB [0 CBOEMY
npoPUJIIO0 AeATEJbHOCTH;

* panyoHaJbHOe W  3QPeKTUBHOE  UCIOJIb30BaHWE  MaTepHaJIbHbIX,
GUHAHCOBBIX U KaZ[pOBbIX PECYPCOB;

* COCTOSIHWE TPYAOBOM UM MCIOJHUTEJNbCKOM JUCHUIJIMHBI B apXHUBE,
BBINNOJIHEHHE CBOUX QYHKILMOHAJIbHBIX 00513aHHOCTEN;



* cobJirofeHue npaBUJI BHYTpPEHHEro pacnopszka, CaHUTApPHO-
NPOTUBO3NMUAEMUYECKOTO peXuMa, MPOTHUBOMNOKAPHONW 06e30MacHOCTH U
TeXHUKHU 6€30IaCHOCTH;

* BeJleHUe JOKyMeHTallH, NpelyCMOTPEHHOW JeNCTBYIIIMMA HOPMAaTHUBHO-
NPaBOBBIMU JOKYMEHTAMHU;

* npejoOCTaBJe€HUE B YCTAHOBJIEHHOM MOPSAAKe NOCTOBEPHOU CTAaTUCTUYECKOMN
Y MHOW UHPOPMaAIUH O AeTeJbHOCTU apXUBA;

* TOTOBHOCTb apXHWBa K pabOTe B YCJIOBUSAX Ype3BbIYaUHBIX CUTyalUM.

6.2. OTBeTCTBEHHbIE 3a BeJleHHe [1eJIONPOU3BO/CTBa, IOATOTOBKY U Ipe/CTaBJIeHUe
JIOKYMEHTOB Ha XpaHeHHe B apXUB, Ha3HayarTcd 3aBegyomumM J10Y.

7. KoMmmiekToBaHHM e apxXuBa

7.1. [loaroToBKa JOKYMEHTOB K NlepeJiaye B apXUB JIOIIKOJbHOTO 06pa30BaTeJbHOI0
yypexJeHUs] BKJ/IOYaeT ISKCIepTHU3y HaydYHOW W MPaKTUYECKOM IeHHOCTHU
JIOKyMeHTOB, 0bOpMJIEHUE JIeJI, COCTAaBJIEHHE OMHUCH.

7.2. JKCIlepTH3a IEHHOCTH JIOKYMEHTOB:

* 3KCHepTU3a LEeHHOCTHU LOKYMEHTOB — Ollpe/ieJieHre LLeHHOCTU JOKYMEHTOB C
1eJibl0 0T60pa WX HAa XpaHeHWe W YCTAHOBJIEHHWE CPOKOB XpaHEeHHUS.
JKcrnepTU3y LEeHHOCTU JAoKyMeHTOB B /JIOY ocyuiecTBisieT NOCTOSAHHO
eV CTBYIOLIAsA 3KCIepTHask KOMUCCUS;

* 3KCHepTHasg KOMUCCUSA Ha3zHadaeTcs npuka3oM 3aBeaytomero J0Y. B coctas
3KCIEePTHOUM KOMUCCUHM BKJIIOYAIOT HE MeHee Tpex COTPYyAHUKOB, B TOM
yycsie B 003aTeJIbHOM NOPS/IKe JIUI0, OTBETCTBEHHOE 3a BeJleHUe apxuBa
fetckoro caga. CekperapeM 3KCIepTHOM KOMMCCUU HAa3HAYalOT CeKpeTaps
J0Y. dkcriepTHasg KOMUCCUSA Ha 3aceJaHUAX pacCMaTPUBaeT: HOMEHKJIATYpy
JleJl JIeTCKOro caZia, OMMCU JeJs NMOCTOAHHOIO XpaHeHUs U M0 JINYHOMY
COCTaBy, aKThl Ha IOKYMEHTHI, BbljeJisieMble K YHUYTOKEHHUIO.

7.3. 0dopmaeHue ge:

* des1a NOCMOsIHHO20 XPAHeHUSsl TIOAIIMBAIOTCS B TBEPAYI0 006/10°KKY TPOYHBIMU
HUTKaMHU. JIMCTBI HYMepyloTCcd B TMpPaBOM BepPXHEM VIJy MPOCTbIM
KapaHjamoM. KosimyecTBo JIMCTOB B KaXKZ0M JieJie He JOJ/DKHO MPeBbIIIATh
250. B koHIle Aesia HA OT/JEJbHOM JIUCTE COCTABJISIETCS 3aBepPHUTEJbHAS
HAJIIKCh;

* Ha OOJIOXKKe /el MOCTOSIHHOrO XpaHEHHUs JIO/DKHBI ObITh MPOCTaBJIEHBI
ciefymolide  PEeKBU3WUTBHI:  IOJIHOE  HAWMEHOBAHHE  BBIIIECTOSIIEH
opraHusauuy, HauMmeHoBaHue [JIOY, Homep (MHJAEKC) Jena 1O
HOMEHKJIaType, 3aroJioBOK Jiesia, KOJMYeCTBO JIMCTOB, CPOK XPaHEHHUS WJIU
OTMETKa «XPaHUTb MOCTOSTHHO», HOMep PpOH/1a, ONKCH, JeJ1a;

* [0 OKOHYAaHUM JeJIONPOU3BOJICTBEHHOIO rofila B 0opOpMJIEHHbIE O006JI0KKHU
JleJl TIOCTOSIHHOTO XpaHeHUsl BHOCSATCS HeoOXoAMMble YTOYHEHUS: B
3aroJIOBKHM JieJl, COJiepKallliXx pacnopsiiuTesibHble JOKYMEHTb! (MpUKa3bl,



IPOTOKOJIbI), BHOCSATCS HOMEpA; €CJAd JeJio C MepenucKoll COCTOUT U3
HECKOJIbKMX TOMOB, B KaXK/IOM TOME yKa3bIBaeTCsl KOPPECHOHJEHT, aBTOP,
TEPPUTOPHUS, APYTUe AaHHble. B KaxKJjoM ToMe yka3blBaeTcs AaTa (YUCI0,
Mecsl, roJ) Hayajla U OKOHYaHUS [JaHHOro ToMa. TOYyHble [AaThl
NPOCTABJSIOTCA Ha O0O6JIOKKAxX /JJs ObICTPOrO MOKWCKA [JOKYMEHTOB B
nocJeAywouieM; U3 3aBepUTEJbHOM HAJMIMCU HA OGJIOXKKY JeJsia BbIHOCUTCS
KOJIMYECTBO JIUCTOB B JleJI€;

* HAJANKCU Ha OOJIOXKKAX Jiesl MOCTOSHHOrO W JI0JITOBPEMEHHOT0 XpaHeHHUs
caefyeT NIPOU3BOJUTb YETKO, CBETOCTOMKUMU YePHUJIAMU;

 JUI1 y4eTa KOJIMYEeCTBa JIUCTOB B Jiejie U PUKCAIUA OCOOGEHHOCTENW UX
HyMepaliu Ha OT/leJIbHOM JIMCTE COCTaBJISIeTCS 3aBepUTeIbHAsA HA/[TUCh;

* B 3aBepUTEJIbHON HAJAINUCH YKA3bIBAETCS KOJHWYECTBO JIUCTOB (Ludpamu U
NPOMNUCHIO) B Jlesie. 3aBepuTesbHAsA HAAIMCh NMOAIIMChIBAETCS COCTAaBUTEIEM
C yKa3aHUEM ero J0/HKHOCTHU U 1aThl COCTABJIEHUS;

* BHYTPEHHsIA  ONWUCb  COCTaBJIIETCd K  JeJlaM  IOCTOSSHHOTO U
JlosiroBpeMeHHoro (cBbiiie 10 sieT) cpoka XpaHeHHs, COOPMUPOBAHHBIM T10
PA3HOBUJHOCTAM JIOKYMEHTOB, 3aroJIOBKM KOTOPbIX He pPacKpbIBAlOT
KOHKpETHOEe coJiepKaHue JJOKYMeHTOB (0c060 I|eHHbIe, IMYHbIE JieJia U Jp.).

7.4. OnvcaHve JOKYMEHTOB OCTOAHHOIO CPOKA XPaHEHHUA:

* OINHKCHU COCTAaBJISIOTCS pa3/leJlbHO HA JieJla IMOCTOSIHHOrO XpaHEHHUs [0
OCHOBHOW /IeITEJIbHOCTH U Ha JieJia 10 JIMYHOMY COCTaBY;
* OIKCH COCTABJISIIOTCS JeJIONPOU3BOAUTEJEM;
* ONHKChb BEIETCS B €IMHOM BaJIOBOM HyMepalluy B TeYeHHe HECKOJIbKUX JIET;
* Ha JieJla C UCTEeKLIUM CPOKOM XpaHEeHHUSs COCTABJISIETCS aKT 00 YHUUTOXKEHUU;
* [0 OKOHYAHHWH [JIeJIONPOU3BO/CTBEHHOTO roja B JJOY npousBoguTcs 0T60p
JIOKYMEHTOB TMOCTOSIHHOTO CpPOKa XpaHEeHHs [IJisl BKJIIOYEHUSI UX B OIHCh.
Onuch COCTOUT M3 rOA0BBIX pa3/leJI0B, BHYTPH ro/ia /iesia PacioJiaralTcs 1Mo
CTeNeHW 3HAYUMOCTH C yYeTOM HOMHHAJbHOTO NMPUHIKIA (B COOTBETCTBUU
C HOMEHKJIATYPOU yUpex/eHUsl);
* OIHKCHU COCTAaBJISIOTCS pa3/le/IbHO HA JieJla IMOCTOSIHHOrO XpaHEHHUs [0
OCHOBHOW JIeITEJIbHOCTH U HA JieJia 110 JUYHOMY COCTABY;
* OIKCH COCTABJISIIOTCS CEKpPETapeEM.
7.5. lenra epemeHH020 xpaHeHust 0GOPMJISIOTCS YIPOIIEHHO: OHU He MOJIIUBAIOTCS,
JIUCTbI B HUX HE HYMEPYIOTCS, yTOYHEHHE HA 00JI0KKaX He MPOU3BOAUTCS, OMIMCH HA
JleJia He COCTABJISIOTCS, yYET BeJIeTCs IO HOMEHKJIATYpe JieJl.

8. Yc/10BusA XpaHeHHsI JOKYMEHTOB B apXHUBe

8.1. JloKyMeHTbl apxXWBa XpaHATCA B  aAPXUBOXPAHUJIMINE  JIOLIKOJBHOIO
06pa30BaTeJNbHOTO YYpEKIEeHHUS.

8.2. He monyckaeTcs pa3MellleHHe apXHMBa B MOJBAJbHbBIX U YepAAYHbIX MOMeIeHUIX
JIeTCKOT0 cajia.



8.3.  ApxuBoxpaHHUJHULE JLOJI2KHO ObITb  yJaJieHO OT  J1ab0OpaTOPHBIX,
NpPOU3BOJCTBEHHbIX, OBbITOBbIX IOMEIEeHHWH W He UMeTb OOUUX C HUMHU
BEHTHUJISIMOHHBIX KaHAJIOB. ApXMBOXPAHUJIMILE OTAENSAETCH OT COCEJHUX OMELEHU N
HEeCropaeMbIMM CTEHAMH U MEPEKPBITUSAMU C Mpejie/laMU OTHECTOMKOCTU He MeHee
JIByX 4acoB. B apxvBoxpaHU/IUIIE He AONYCKAaeTCs MPOKJIaJKa TPy6 BOAOCHAOKEHUS U
KaHaJIM3alUH, TEXHOJIOTUYECKHUE UJIH ObITOBbIE BbIBO/IbI BO/IbI.

8.4. ApxvBOXpaHUWJMILE [JOJXKHO MMeTb eCTeCTBEHHYI0 WJIU UCKYCCTBEHHYIO
BEHTUJIALMIO, 06ecrne4yrBaroIlyto peLUpKYIALUI0 BO3/1yXa, CTabUJIBHOCTD
TeMIIlepaTyYPHO-BJQXKHOCTHOI'O peXXuma.

8.5. Bce noctynarwuiue B apxuB JOY J0OKYMeHTbl pa3MellaloTCcs B apXUBOXPaHUJIUIIAX
Ha CTallMOHAPHBIX HW/WUIMA  TNePeJBMXXKHbIX  MeTa/JIMYeCKUX  CTe/UlaXkaX, B
MeTa/JINYeCKUX Kadax Ui KOHTEUHepax.

8.6. CTesia>ku JIOJKHBI OBITh YCTAHOBJIEHbI MEePHEHAUKYISIPHO CTEHAM C OKOHHBIMU
npoeMaMy, a B MOMeleHUU 6e3 OKOH - C Y4YeTOM OCOOEHHOCTeM NOMelleHUsl |
obopynoBaHus. He pgonyckaeTcs pa3melleHUEe CTeJJIaXKEH BIJIOTHYIO K HapYKHbIM
CTeHaM 3/JaHYA U K UICTOYHUKAM TeIla.

8.7. PaccraHoBKa cTessaxked UM 1IKAaQOB OCYIIECTBJAAETCI B COOTBETCTBUHU _CO

CJIeIVIOIIMMU TPEeOOBAHUSAMMU:

* pacCTosiHHEe MeX/y psi/laMu CTeJlJIaXKel (rJ1laBHbIA mpoxon) — He MeHee 120 cMm;
* paccTosiHue (IPOX0a) MeX/y CTeJlJIa)kaMHu — He MeHee 75 cM;
* paccTOsiHMEe MeX/y Hapy>XHOW CTEHOH 3JJaHUfl U CTeJlJIaXKaMU, apajijie/IbHbIMU
CTeHe — He MeHee 75 cM;
* pacCTosiHHe MeXy CTEHOH M TOpIOM CTeJijIaXka UJu 1kKada (06Xoa) - He MeHee
45 cm;
* pacCTosiHHhe MeXy MOoJIOM M HHXKHEM MOJIKOU cTesiaxka (mkada) — He MeHee 15
CM, B LIOKOJIbHBIX 3Taxkax — He MeHee 30 cM.
8.8. [IpoTHUBONOXKAapHBIA PEXKUM B apXUBOXPaHUJIUIAX, e pa3Meltaerca apxus [0Y,
yCTaHaBJIUBAeTCs B COOTBETCTBUU C [lpaBujaMM NPOTHUBONOXApPHOTO pexXHUMa B
Pocculickoit ®enepanuu oT 16 cenTs16ps 2020 roga Ne1479.
8.9. ApxvBHbIE JJOKYMEHTHI CJIEIYET XPAHUTh B TEMHOTE.
8.10. 3amuTa [JJOKYMEHTOB OT [JAeWCTBUS CBeTa 00ecleuyuBaeTcsl XpaHeHUeM
JIOKYMEHTOB B KOpOOKax, MankKax M IMeperieTax, B IIKadax WM Ha CTesiaxax
3aKpbITOTO THUIA.
8.11. YpoBeHb UCKYCCTBEHHOI'O OCBEIlleHUS B KHUTOXPaHUJIUIAX JOJDKEH COCTABJIATh
He MeHee 100 sir0KC.
8.12. B apx¥BoXpaHWIUIIe /I XPAaHEHUA JOKYMEHTOB YCTaHABJIMBAKTCA CeyIolHe

[apaMeTpbl TEeMIIEPATYPHO-BJAAXKHOCTHOI'O PeXKUMa:

* /19 XpaHeHUs JJOKYMEHTOB Ha OyMaKHOM HocuTeJsie — Temmepartypa 17-19°C,
OTHOCHTeJIbHAsA BJIAXKHOCTb Bo3ayxa — 50-55%.

8.13. [lomemeHus apxuBa JOUIKOJBbHOTO 00pPa30BaTEJNbHOTO YYpeXJeHUS [OJKHbI

collepKaTbC B UYMCTOTE, B YCJIOBHUAX, MCKJIKYAKIIMX BO3MOXXHOCTb IMOSBJIEHHUA




IIJieCEHHU, HACEKOMBIX, IIbIJIN.

9. 3ak/II0YMTEe/IbHEBIE MOJI0XKEeHUA

9.1. Hacrosuee [losioxkeHue 06 apXuBe sBJISIETCS JIOKAJIbHbIM HOPMAaTUBHBIM aKTOM,
npuHuMaeTcs Ha O61ieM cobpaHUU pabOTHUKOB JIOUIKOJBHOTO 06pa3oBaTeIbHOTO
yupexaeHus U yTBepxkJaeTcs (1n60 BBOAUTCSA B AieiicTBUe) 3aBeayoium J10Y.

9.2. Bce wu3MeHeHHWs UM [IONOJIHEHWUs, BHOCUMble B Hactosiiee I[losoxeHue,
obopMISIIOTCI B  NUCbMeHHOWM <¢GopMe B  COOTBETCTBHUM  [I€MCTBYHOUUM
3aKOHoJaTeqbCcTBOM  Poccuiickon  Pepepanuu.

9.3. TlonoxxeHue 06 apxuBe JIOY npuHHUMaeTcs Ha HeONpeJesieHHbId CpOK.
U3meHenuss U ponosHeHus K [losoKeHUMI0 TNPUHUMAKOTCA B NOpPALKe,
npeaycMoTpeHHoM 11.9.1. Hactoswero [loyoxeHus.

9.4. Tllocne npuHatusa [lonoxeHuss (MJAUM HW3MEHEHUW W JIONOJHEHUW OT/EJbHBIX
INYHKTOB U pa3/ieJIOB) B HOBOHM peJlaKLiMU NpeAblAylias peJaKiyus aBTOMaTU4YeCKH
yTpayuBaeT CUJY.



		2023-06-08T11:33:39+0500
	МУНИЦИПАЛЬНОЕ БЮДЖЕТНОЕ ДОШКОЛЬНОЕ ОБРАЗОВАТЕЛЬНОЕ УЧРЕЖДЕНИЕ ДЕТСКИЙ САД "РАДУГА"




