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1. O0mue NMoJI0KeHUA

1.1. Tlonoxxenue 06 apxuBe MyHUIMNAIHLHOTO ABTOHOMHOTO JIOUIKOJIBHOTO
oOpazoBatenbHOrO yupexaeHus «Jlerckuii cagx Ne 5 «Cemunerux» r. Bonbcka
CaparoBckoii obnactu» (manee IlomoskeHue), pa3pabOTaHO B COOTBETCTBUH C
OenepanbHbiM 3akoHOM «O0 apxuBHOM jene B Poccuiickoit depeparuu» ot
22.10.2004r. No 125-®3, MeroaudyecKuMu pEKOMEHAAIUMIMH TI0 padoTe ¢
JOKYMEHTaMH B 00111€00pa30BaTeNbHbIX YUpexkAeHUsAX, DeaepanbHbIM 3aKOHOM
«O06 ob6pazoBanuu B Poccuiickoit ®@enepauun» ot 29.12.2012roga Ne 273- @3
m1l 4. 3 c1.28, B COOTBETCTBHUM C NPUMEPHBIM IIOJOKEHHUEM 00 apxuBe
OpraHu3aiuu, yTBepKAeHHbIM npuka3zom Pocapxusa ot 11.04.2018 Ne 42,

1.2. ApxuB MyHHUIIMIAJIBHOIO aBTOHOMHOI'O JOIIKOJIBHOTO 00pa3oBaTelbHOTO
yupexaenus «/lerckuii cax Ne 5 «Cemuuerux» 1. Bosbcka CapaToBCKOM
obmactu» (manee — MAJIOY) BbIcTynmaeT HMCTOYHUKOM KOMIUJICKTOBAHUS
rOCYJapCTBEHHBIX, MYHUIIUITAIbHBIX aPXUBOB.

1.3. ApxuB MAJIOY co3nmaercs B 1ENsSX OCYUIECTBICHUS XpaHEHUs,
KOMILUICKTOBaHUS, yueTa M HCIOJIb30BaHHS JIOKYMEHTOB BpeMEHHBIX (cBblmie 10
JIET) CPOKOB XpaHEHHWs, B TOM YHCJIE MO JUYHOMY COCTaBy, OOpa3yIOIIUXCS B
nporecce gearenbHoctd  MAJIOY  u  3aKOHUEHHBIX  JEJIOMPOU3BOJICTBOM
JIOKYMEHTOB MPAKTUUYECKOT0 Ha3HAYCHUSI, UX 0TOOpa M MOJATOTOBKHU K Mepeiauu Ha
XpaHEHUE B TOCYJApPCTBCHHBIM (MYHUIIMIAIbHBIA) apXUB, HCTOYHHUKOM
KOMIUIEKTOBaHUs KoToporo BeicTynaer MAJIOVY).

1.4. ApxuB J[erckoro caga B CBOEM [JEATEIBHOCTH PYKOBOJCTBYETCS
OdenepanpHbiM 3akoHOM «0O0 apxuBHOM jene B Poccuiickoit deneparnun» ot
22.10.2004r. Ne 125- @3, 3akoHaMHM, HOPMAaTUBHO-TIPABOBBIMU aKTaMHU
Poccuiickoit denepannn, cyobektoB Poccuiickoit denepanuu B chepe apXuBHOTO
7iena U JeJ0Npor3BOACTBA, PABUIIAMHU OPraHU3alluu XpPAaHEHUs, KOMILJIEKTOBaHUA,
ydeTa UCIOJIb30BaHUs JOKYMEHTOB ApxuBHOro ¢ouaa Poccutickoit denepanun u
JIPYTUX apXUBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX TOPraHax, OpraHax MECTHOTO
CaMOYTpaBJI€HUs, OpraHU3aALUSIX.

2. CocTaB 1IOKYMEHTOB APXHBa I€TCKOI0 caja
2.1. ApXHB JETCKOI0 cajia XpaHUT:

- JIOKYMEHTBI MOCTOSSHHOTO M BpeMEHHBIX (cBbllie 10 JIeT) CPOKOB XpaHEHHs], B
TOM YHUCJE€ JTOKYMEHTHI MO JUYHOMY COCTaBy, OOpa30BaBIIMECS B JIESITEIBHOCTH
MAJIOY;
- JIOKYMEHTBI TOCTOSSHHOTO XpaHEHUSI U JIOKYMEHTBbI 10 JIMYHOMY COCTaBY,
OTpakarolue TPyJAOBbIe OTHOIIEHUSI paOOTHUKA ¢ paboToAaTeNeM;
- ApXUBHBIE JOKYMEHTBI IOCTOSIHHOT'O XPaHEHHSI.

3. 3agayu apxuBa JeTCKOro cajaa
3.1. K 3amayam ApxuBa IETCKOTO CaJla OTHOCSTCS:
3.1.1. Opranuzamnuss XpaHeHHsS JTOKYMEHTOB, COCTaB KOTOPBHIX IPEAYCMOTPCH
pazaesiom 2 Hactosimero [lonoxenus;



3.1.2. KommnekroBanme  ApxuBa  JETCKOTO  caja  JOKYMEHTaMH,
oOpazoBaBmnMuUcA B aestenbHoctd MAJIOY;

3.1.3. Yuer n0OKyMEHTOB, HaXOJSIINXCS HA XPAHEHUU B APXUBE AETCKOIO CaNa;

3.1.4. Hcnosnb3oBaHHEe NOKYMEHTOB, HaxOIAIIMXCA HAa XPAaHEHHH B ApXHUBE
JETCKOro caja;

3.1.5. Meroauueckoe pyKOBOJICTBO U  KOHTPOJIb (OPMHpPOBAHUA H
odopmiieHus aen B Aenonpousojctee MAJIOY.

4. ®yHKUMHM ApXuBa AeTCKOI0 cajaa

4.1. ApxuB JE€TCKOTO cajia OCYIIECTBIISIET ClIeayIOIHe PYyHKIUU:

4.1.1. Opranusyer npueM JOKYMEHTOB IMOCTOSIHHOTO M BpeMeHHBIX (10 jer)
CPOKOB XpaHEHHs, B TOM YHUCJIE IO JUYHOMY COCTaBy, OOpa30oBaBLIMXCS B
nestenbHocTd MAJIOY, B COOTBETCTBUM C YTBEPKICHHBIM Ipad koM

4.1.2. Bexer y4eT HOKYMEHTOB, HAaXOASIIUXCS Ha XpaHEHUH B ApXUBE
JETCKOTO caja.

4.1.3. CucremMaTU3upyeT U pa3MENIaeT JOKYMEHTHI, MOCTYMAOIINE B ApXUB
JIETCKOTO caja, 00pa30BaBLIMECS B XOJI€ OCYIIECTBICHHS IESITEIbHOCTH JIETCKOTO
caja.

4.1.4. TlpeacraBisieT B TOCYAapCTBEHHBIH (MYHUIUMIIAIBHBIA apXUB) y4ETHBIC
cBeleHUsT 00 o0bemMe W cocTaBe XpaHsAUuMxca B ApXuBe JETCKOro cana
NOKyMeHTOB ApxuBHOro ¢onaa P® u gpyrux apxuBHBIX JOKYMEHTOB B
COOTBETCTBUHM C MOPSAJKOM TOCYAapCTBEHHOIO Yy4eTa JOKYMEHTOB ApPXHUBHOTO
donga PO.

4.2. ApXHB JETCKOI0 caja OCYUIECTBISET MOJATOTOBKY U MPEACTABIISACT:

4.2.1. Ha paccMOTpeHHE U COTJaCOBaHUE IKCIIEPTHOM KOMUCCHH JETCKOro caja
OMHUCHU JEJ TOCTOSSHHOTO XpaHEHUs, BpEeMEHHbIX (cBbime 10 J€T) CpOKOB
XpaHEeHUs, B TOM YHCIIE€ MO JIMYHOMY COCTaBYy, @ TaK)K€ aKThl O BBIICICHUU U
YHUUTOXCHHUIO apXUBHBIX JOKYMEHTOB, HE TMOJICKAIINX XPAHEHUIO, aKThl 00
yTpare JOKYMEHTOB, aKThl O HEUCIPAaBUMBIX IOBPEKICHHUIX apXUBHBIX
JOKYMEHTOB.

4.2.2. Ha yTBepxaeHue SKCIEPTHO-TIPOBEPOUYHON KOMHUCCHU (PenepaabHOro
rOCYJapCTBEHHOTO apXWBa WJIM YIHOJHOMOYEHHOTO OpraHa HWCIOJHUTEIbHON
BnacTu cyonrekra PO B chepe apxuBHOTO /1€71a OMKCH JIeT TTOCTOSSTHHOTO XPaHEHUS.

4.2.3. Ha yTBepkaeHHE 3aBEAYIONIEMY JETCKUM CaJIOM OIKCH JIeJI TOCTOSTHHOTO
XpaHeHus1, BpeMeHHbIX (cBbIlIe 10 J1eT) CPOKOB XpaHEHUSs, B TOM YUCIIE OMKUCH AE
10 JINYHOMY COCTaBY, aKThl O BBIJICJICHUN U YHUUTOXEHUU aPXUBHBIX JOKYMEHTOB,
HE TOJJIeKAIUX XPAHEHHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEMCIIPABUMBIX
MOBPEXKACHUNA  apXMBHBIX  JIOKYMEHTOB, YTBEp)KIEHHbIE (COTJIACOBAHHBIC)
AKCHEPTHOM KOMHUCCHUEHN WU TOCYJAPCTBEHHBIM apXHUBOM B CIIy4ae HaJEJIECHHUS €ro
COOTBETCTBYIOIIMMU MOJIHOMOYHUSIMHU.

4.2.4. IIpoBOAUT MEPONIPHUATHS 11O 00ECIICYEHUIO COXPAHHOCTH IOKYMEHTOB,
CBOEBPEMEHHOMY YIOPSJOUYCHHUIO apXUBHBIX IOKYMEHTOB (3KCIEPTU3Y ILIEHHOCTH,
Hay4YHO-TEXHUUYECKYI0 00pabOTKy, COCTaBIICHHE OMHCEH W T.l.), HAXOASUIUXCS B
ApXuBe JETCKOTro caja.



4.2.5. Opranusyer uHQoOpMUpOBaHUE PYyKOBOACTBa U paboTHHKOB MAJIOY o
COCTaBE U COAEPKaHUU JOKYMEHTOB ApXMBa JETCKOIO Caja.

4.2.6. Uudopmupyet cotpyauukoB MAJIOY no BompocaM MeCTOHAXOXKICHUS
aApPXUBHBIX IOKYMEHTOB.

5. KommiexkroBanue apxusa

5.1. TlogroroBka nOoKyMeHTOB s mnepenaun B apxuB MAJIOVY Bximrouaer
AKCIEPTU3Y HAYYHOU M MPAKTUYECKON LEHHOCTH AOKYMEHTOB, O(hOpMIICHHE e,
COCTaBJICHUE OMHCH.

5.2. DKkcnepTu3a HEHHOCTH IOKYMEHTOB.

5.2.1. DkcmepTu3a I1I€HHOCTH JOKYMEHTOB - OIpEJeeHHe [EHHOCTU
JIOKYMEHTOB C 1I€JIbl0 0TOOpa UX HA XpaHEHUE U YCTAHOBJIECHUE CPOKOB XpPaHEHUSI.
Okcneptudy 1eHHocTH J0kyMeHToB MAJIOY  ocyiecTBiasieT MOCTOSHHO
JENCTBYIONIAs SKCIIEPTHAST KOMUCCHSL.

5.2.2. DkcnepTHas KOMHUCCHSI Ha3HavaeTcs mpuka3om 3aseayromiero MAJIOY. B
COCTaB JKCIEPTHON KOMHCCHUHM BKJIIOYAETCS HA MEHEE TPEX COTPYJHUKOB, B TOM
yuciie B 0O0fA3aTENbHOM TMOPSAKE JUI0, OTBETCTBEHHOE 3a BEJCHHE apXuBa
MAJIOY. DkcnepTHas KOMHCCHSI Ha 3acCeJaHUsIX pacCMaTpPHUBAET: HOMEHKIATYPY
nen MAJIOY, onucu mOCTOSHHOTO XpaHEHHsI M MO JTUYHOMY COCTaBY, aKThl Ha
JIOKYMEHTBI, BBIICIISIEMbIE K YHUUTOKEHUIO.

5.3. Odbopmiuenue nen.

5.3.1. Jlena MOCTOSHHOTO XpaHEHHsS MOJIIMBAIOTCS B TBEPAYIO OOJOXKKY
CYpOBBIMH HUTKaMu. JIMCTBI HyMEPYIOTCA B IIPaBOM BepXHEM yriry. KommyecTBo
JUCTOB B Ka)KJIOM JIeJie HE JOJDKHO IpeBblath 250. B koHIE Aena Ha OTAEIbHOM
JIMCTE COCTABIISIETCS 3aBEPUTEIbHAS HAAKCH.

5.3.2. Ha 00noxke fed MOCTOSHHOTO XPaHEHHUS JOJKHBI OBITh MPOCTABJICHBI
CJIEIYIOIINEe PEKBU3UTHI: HAMMEHOBAHUE O0Pa30BATEIHHOTO YUYPEXKICHUS, HOMEP
(MHAEKC) nela MO HOMEHKJIAType, 3arojIoBOK Jeia, KOJWYECTBO JIUCTOB, CPOK
XpaHEHUS UM OTMETKA «XPaHUTh IOCTOSTHHO», HOMEP (OH/Ia, OTIMCH, JIeIa.

5.3.3. Ilo OKOHYaHMIO JACJIONPOU3BOJCTBEHHOTO TO0Ja B O(GOPMIICHHBIC
OOJIOKKHM JIe7T TIOCTOSTHHOTO XpaHEHUS BHOCATCS HEOOXOJWMBbIE YTOYHECHHS: B
3arOJIOBKH  J€J, COJAEpPKAIIUX paCIOPSAUTEIbHbIE JTOKYMEHTBI (IPUKA3bI,
IIPOTOKOJIBI), BHOCATCS HOMEPA; €CIU JIEJ0 C MEPENUCKON COCTOUT U3 HECKOIBKHUX
TOMOB, B KaXJJOM TOME YKa3bIBa€TCs KOPPECIIOHIEHT, aBTOP, TEPPUTOPHUSL, IPYrue
naHHble. B kaxxnqom Tome ykas3pIBaeTcs JAara (YMCiio, MecAl, roj) Hadala H
OKOHYAaHUs JTaHHOTO ToMa. ToOuYHBIE [aThl MPOCTABIAIOTCA Ha OOJIOKKAX st
OBICTPOTO TIOWICKA JIOKYMEHTOB B IMOCJICIYIONIEM; U3 3aBEPUTEIHHON HAAMKUCH Ha
00JIOXKKY Jiea BBIHOCUTCSI KOJIMYECTBO JIUCTOB B JEIiE.

5.3.4. Haanucu Ha 00J0KKax Jesl MOCTOSSHHOTO U JIOJTOBPEMEHHOTO XPaHEHUS
cieayeT NPOU3BOAUTh YETKO, CBETOCTOMKMMU YEPHUIAMM.

5.3.5. lns y4yeta IUCTOB B Jiefie U (pUKCAMU OCOOCHHOCTEN MX HyMepallud Ha
OTJICJIBHOM JIUCTE COCTaBIISIETCA 3aBEpUTENbHAs HaANuUCh. B 3aBepuTenbHOU
HAJIMHUCH YKA3bIBAETCS KOJUYECTBO JUCTOB (LIM(paMu IpOIUCHIO) B JIETIE.



5.3.6. BHyTpeHHSI1 ONHUCh COCTABIAETCA K JE€JaM MOCTOSHHOTO |
nonaroBpeMeHHoro  (cebime 10 yer) XxpaHeHus, C(OPMUPOBAHHBIM IO
Pa3HOBUAHOCTSIM JOKYMEHTOB, 3arOJIOBKU KOTOPBIX HE PACKpPHIBAIOT KOHKPETHOE
coJiep KaHue TOKYMEHTOB (0C000 LIEHHbIE, JINYHBIE JIeTa U JIp.)

5.3.7. Jlena BpeMEHHOro XpaHeHHs O(OPMIISIOTCS YNPOIIEHHO: OHHU HE
MOAIINBAIOTCS, JIUCTBI B HHUX HE HYMEPYIOTCS, YTOYHEHHWE Ha OOJIOKKaxX He
MIPOU3BOJIUTCS, OMMCH Jella HE COCTABJISIOTCS, YUYET BEJETCS MO HOMEHKIATYpe
nen.

5.4. Onucanrie TOKYMEHTOB IOCTOSTHHOTO CPOKA XPAHEHUS

5.4.1. Onucu COCTaBISIIOTCA Pa3Je€ibHO Ha Jiejia MOCTOSSHHOTO XPAHEHUS IO
OCHOBHOM JIESATEIBHOCTHU U JI€JIA 110 JIUYHOMY COCTaBY.

5.4.3. Onucu COCTaBISIIOTCS CIIEIUAIMCTOM 10 Kaapam.

5.4.4. Onucek BeAeTCS B €IMHOM BaJlOBOM Hymepalluu B TE€UCHUE HECKOJBbKUX
JIeT.

54.5. Ha pema ¢ WUCTEKIIMM CPOKOM XpPaHCHHS COCTaBJISETCA akT 00
YHUYTOXKCHHH.

6. IlpaBa apxuBa

6.1. Jlyis uciosTHeHUs BO3JI0KEHHBIX 3a71a4 M (PYHKIIUN apXUB UMEET MPaBO:

6.1.1. TpebGoBarh OT CTPYKTYpHBIX TMOApa3IeIeHU  (CIEIUAIUCTOB)
YUPEXKICHHUS] CBOCBPEMEHHON TEpe/ladyd B apXHUB JOKYMEHTOB B YIOPSIOYEHHOM
COCTOSIHUM, KOHTPOJIMPOBATH BBHIMIOJIHEHHE YCTAHOBJIEHHBIX MpaBUil pPabOThI C
JOKYMEHTaMH B CTPYKTYPHBIX MOJApA3JIENEHUAX YUPEKIEHUs (CrenuaiucTaMu
YUPEKIEHUS ).

6.1.2. 3ampammuBaTh OT CHEHUATMCTOB YUPEKIACHHUS CBEACHHS, HEOOXOAUMbIE
1uist paboThl apXMBa, C YYETOM OOECIECUYECHHs MCIIOJIHEHUS BCEX BO3JIOKEHHBIX Ha
apXuB 3a71a4 U (PyHKITUH.

6.1.3. TIlpeactaBmsaTh 3aBeAYIOIIEMY JETCKUM CaJOM MPEIJIOKEHUS TI0
COBEpIIEHCTBOBAHUIO OPTraHMU3aIlMM XpaHEHUs, KOMIUIEKTOBAHMs, ydeTa U
UCIIOJIb30BaHMS ApXUBHBIX IOKYMEHTOB B ApXUBE JETCKOTO Caja.

7. OTBETCTBEHHOCTH apXUBa

7. OTBETCTBEHHBI PA0OOTHUK MO JEJIONPOU3BOICTBY.

7.1.  JIOWKHOCTHOE JIMIIO HECET OTBETCTBEHHOCTh 3@  BBHIMOJHCHUEC
BO3JIO)KCHHBIX HA apXWB 3a7a4 U (DYHKIUI B COOTBETCTBUU C JOHKHOCTHBIMU
00S13aHHOCTSMH.

7.2. OTBETCTBEHHBIM PAOOTHUK IO JAEIONPOU3BOJCTBY W BEJICHHUIO apXuBa
HA3HAYAETCs TPHUKA30M 3aBemyromiero. OO0s3aHHOCTH paOOTHHWKA BKITIOYAIOTCS B
€ro JI0J>KHOCTHYIO MHCTPYKIHUIO.

8. Cpok felcTBHS MOJIOKEHUSI
8.1. Cpok nelcTBUA MOJOXKEHUS HE orpaHnueH. [lomoxkeHune nOencTByeT 10
MIPUHSATHSI HOBOTO.
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