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IHOJIO’KEHHUE
00 apxusBe
MBIOY Ne 133 «/leTckuii caa o0mepa3BuBaOIero BUaa»

1 O0mue moj10:KeHHus

1.1. ITonoxxenne 00 apxuBe MyHULMIIAIBLHOE OFOJIKETHOE JIOIIKOJIBHOE 00pa30BaTebHOE
yupexaenue Ne 133 «Jlerckmii can o001Iepa3BUBAIOIIETO BUAA C HPUOPUTETHBIM
OCYIIECTBJICHUEM JECATEIBHOCTA MO XYJ0XECTBECHHO-ICTETUUYECKOMY HAIIPABJICHUIO
pa3BuTHs BocnuTaHHUKOB» T. KemepoBo (mamee — Ilonokenue), paszpaboraHo B
cootBeTcTBUM ¢ DenepanbHbiM 3akoHOM «O0 apxuBHOM jene B Poccuiickoit deaepariumy
ot 22.10.2004 Ne 125-®3, MeTtoan4ecKuMu peKOMEHIAIUAMHU 110 paboTe C JOKyMEHTaMU
B 00111€00pa30BaTENbHBIX YUPEIKICHUAX.

1.2. Hactosimee Ilonoskenue pa3paboTaHO B IIENISAX: COBEPIICHCTBOBAHUS JIEATEILHOCTH B
chepe opraHuzanuy XpaHEHHs, KOMIUICKTOBAHMS, y4€Ta U HCIOJIb30BAHUSI APXUBHBIX
nokymeHToB MBJIOY, panuoHansHO# OpraHu3anuu JOKYMEHTAIIMOHHOTO 00ecreueHus
B MBJIOYV.

1.3. ApxuB MBJIOY co3maercss B ULENAX XpaHEHHs, KOMIUIEKTOBAaHMS, ydeTa U
WCIIOJIB30BaHUsS JIOKYMEHTOB, OOpa3yromuxcs B mporecce aestenbHoctd MBIAOY n
3aKOHYEHHBIX JEJOMPOU3BOJACTBOM JIOKYMEHTOB MPAKTUYECKOI0 Ha3HAYEHUs, UX oTOOpa
Y MIOJAITOTOBKM K MEpeaye Ha XpaHEHUE B MyHULIMTNIAJIbHBIN apXUB.

1.4. B cBoeit pabote apxuB MBJ/IOY pykoBOACTBYETCS 3aKOHOJIATEIILCTBOM 00 apXUBHOM
nene B Poccuiickont denepanniv, MHBIMU HOPMAaTUBHBIMH IIPABOBBIMU akTamu Poccuiickon
Oenepanyu, JokanbHbIiMUA akTaMu MBJIOY u nactosgimmm [lonoxenuem.

1.5. Kontpouns 3a aesrenbHOCThIO apxuBa MBJIOY ocyiecTisier 3aBeayrommas, a B

e€ OTCYTCTBUM MCIOJHSIOMUA OOS3aHHOCTU 3aBEAYIONIEH ,K OTOphie OO0ECTEUHBAIOT
apX1B HEOOXOAUMBIM IMMOMEIIEHUEM U 000PYI0OBAHUEM.

1.6. HenocpencrBenHoe pykoBojacTBO apxuBoM MBJIOY Boszmaraercs mnpukazoMm
3aBENyIOle Ha JIMIO, OTBETCTBEHHOE 3a BeJE€HUE apxuBa (KaKk MpaBuio, Ha

JIETIOTIPOU3BOIUTEIS ).



2 CocTaB 10KYMEHTOB apXuBa

2.1. ApxuBHbBIE JOKYMEHTHI, IOCTynatouue Ha xpanenue B apxuB MBJIOVY, oTHocsTes K

MYHUIIUNIATBHOM COOCTBEHHOCTH, HE TIOJITIEKAT MPUBATU3ALIMH, HE MOTYT ObITh OOBEKTOM

IIPOJAXKHU, MEHBI, JAPEHHUS], a TAK)KE WHBIX CIEJIO0K, MOTYIIUX MPUBECTH K UX OTUYKIEHUIO.

2.2. B apxuB MBJIOY nocrtynator:

2.2.1. ApxuBHBIE AOKYMEHTBHI, OOpa3oBaBliuMecs B mpouecce aestenbHoctn MB/IOVY,

BPEMEHHOTO XpaHeHUs (He0OXOAUMbIE B MPAKTHUUECKOU IEATEILHOCTH).

2.2.2. ApXHuBHBIE IOKYMEHTBI, 00pa3oBaBIIKECS B Ipolecce aesareabHoctd MBJIOY

2.2.3. JIOKyMEHTBHI 110 TUYHOMY COCTaBY, OTPAKAIOIINE TPYJOBbIE OTHOILIECHUSI paOOTHUKA

¢ paboToaaTeneM.

2.2.4. ApxuBHBIE TOKYMEHTBI HOCTOSIHHOTO XPAHEHUSI.

3 3agaum u QyHKUUM apXuUBa.

3.1. OcHoBHBIMHE 3a1auamu apxuBa MB/IOVY:

3.1.1. KommiekToBaHuE AOKyMEHTaMH, COCTaB KOTOPBIX MPEAYCMOTPEH pa3aeiioM 2
Hactogmero [lomoxenus.

3.1.2. ObecnieueHrue €IUHBIX MPUHIUIIOB OPraHU3aIllMU XPAHEHHUS, KOMILIEKTOBAHMSI,
y4deTa U UCIOJIb30BaHUE APXUBHBIX JIOKYMEHTOB, UX COXPAHHOCTH.

3.1.3. OcymectBienue KOHTpoJds 3a ¢opMupoBaHueM U o(opMiIeHHEM el B
nenornpousBoactse MBJIOY.

3.2. B COOTBETCTBHH C BO3JIOKEHHBIMU Ha Hero 3amadamu apxuB MBJIOY ocymectBisieT
cienyronme QyHKINN:

3.2.1. TlpuHuMmaer moOCiE€ 3aBEPIICHUS AEJIONPOU3BOACTBOM, YUYUTHIBAET M XPAHUT
nokymMentsl  MBJIOY, o0paboTraHHble B  COOTBETCTBUM C  TpeOOBaHUSIMH,
YCTaHOBJICHHBIMHU 3aKOHOJIaTEIHCTBOM 00 apXuBHOM Jiene B Poccuiickoit denepanuu.

3.2.2. OcyuiecTBasieT y4eT U 00€CleunBaeT MOJHYI0 COXPAaHHOCTh MPUHATHIX apXHUBHBIX
JOKYMEHTOB, B TOM YHUCIJIE 110 JIMYHOMY COCTaBY.

3.2.3. IIpoBOOUT CBOEBPEMEHHOE YIOPSIOUYCHUE APXUBHBIX JOKYMEHTOB (PKCHEPTU3Y
IIEHHOCTH, HAYYHO-TEXHUYECKYI0 00pabOTKY, COCTaBICHUE ONUCEH U T.11.).

3.2.4. Opranusyer UCIOJIb30BaHUE JOKYMEHTOB:

- uHpopmupyer aamuHucTpanuro u padotrHukoB MBJIOY o coctaBe u coaepxkaHuu



JOKYMEHTOB apXHBa;

- OecIIaTHO MPEIOCTABISIET TOJB30BATENISIM APXUBHBIMU JOKYMEHTaMH O(OpMIICHHBIC B
YCTAHOBJICHHOM TIOPSIAKE apXHUBHBIE CIPABKA WM KOMUU APXUBHBIX JIOKYMEHTOB,
CBSI3aHHBIE C YCTAHOBJICHHMEM TPYAOBOTO CTa)a, COIMAIbLHOM 3alllUTOM Trpa)iaH,
peaycMaTpuBaloIIed UX TEHCHOHHOE OOEeCredeHUe, a TakkKe MOJIydeHHE JIbIoT U
KOMIIEHCALU B COOTBETCTBHHM C 3aKOHOJATENbCTBOM Poccuiickon Penepanuu;

- BBIJIAET B YCTAHOBJICHHOM MOPSJKE JI€J1a, JOKYMEHTBI WU KOMHWHU JOKYMEHTOB B LIEJISAX
CITY>K€OHOT0 Y MPAKTUYECKOTO UCIIOIb30BAHUS sl pa0OThI B TOMEUIECHUN apXUBA;

- BEJIET y4Y€T UCMOJIb30BAaHUS JOKYMEHTOB, XPAHSIIIUXCS B apXUBE.

4 IlpaBa ¥ 0OTBETCTBEHHOCTh

4.1. JInst BBIMOTHEHUS! BO3JI0OKEHHBIX 3371a4 U GYyHKIUN JIMIIO, OTBETCTBEHHOE 32 BEJICHUE
apxuBa MbJIOVY, umeer npaso:

4.1.1. KoHTponupoBaTh BBHINOJIHEHUE YCTAHOBJIEHHBIX MPaBUJ pabOThI C JOKYMEHTaMHU B
MBAOY.

4.2. Jlumo, orBeTcTBEHHOE 3a BeneHue apxuBa MDBJIOY, HeceT OTBETCTBEHHOCTH 3a
BBITIOJIHEHUE BO3JIOKCHHBIX Ha apXUB 3a/1a4 U QyHKIIUH.

4.3. 3a yTpaTy ¥ mopdy JOKYMEHTOB JOJKHOCTHBIE JIUIA YUPEXKACHUS (PYKOBOJUTEIb
YUpEeXKACHUS U JIMIIO, OTBETCTBEHHOE 3a BEJEHUE apXHBa) HECYT OTBETCTBEHHOCTH B
COOTBETCTBHH C JICHCTBYIOIINM 3aKOHOIATEIILCTBOM.

5 KoMmiiekroBaHue apxuBa

5.1. TlogroroBka AOKyMEHTOB K mnepenade B apxuB MBJ/IOY Bkirodaer 3KcrepTusy
HAyYHOW W TIPAKTUYECKON IIEHHOCTH JOKYMEHTOB, O(OpMIICHHE JeJl, COCTaBIICHHE
OTIUCH.

5.2. Okcneprr3a HEHHOCTH JOKYMEHTOB.

5.2.1. DkcnepTr3a LIEHHOCTH JOKYMEHTOB - ONPEACICHNE IIEHHOCTH JOKYMEHTOB C LIEJIBIO
oTOOpa WX Ha XpaHEHHWE M YCTAHOBJIICHHE CPOKOB XpaHEHHS. JKCHEPTHU3Y IIEHHOCTH
nokyMeHtoB B MBJIOY ocyiiecTBiasieT MOCTOSSHHO JEWCTBYIOIIAsi SKCIEpPTHAas
KOMHMCCHSI.

5.2.2. DKcnepTHas KOMHUCCHsI Ha3HadaeTcsi mpukazom 3aseayroniei MBJIOY. B cocras

9KCHCpTHOI>'I KOMHUCCHHM BKJIIOYAaOT HE MCHCC TpEX COTPYAHHKOB, B TOM YHCIIC B



00s13aTeIbHOM NOPSIJIKE JIUI0, OTBETCTBEHHOE 3a BeaeHue apxuBa MbJIOY. DkcnepTHas
KOMUCCHS Ha 3acellaHusX paccMmaTrpuBaeT: HoMeHkiatypy aen MBJIOY Ne 133, onwmcu
JIEJI TIOCTOSIHHOTO XPAHEHMS U 110 JJUYHOMY COCTaBY, aKThl HA JOKYMEHTBHI, BBIJICISEMbIC
K YHUUTOXKEHUIO.

5.3. Odopmiienue aein.

5.3.1. Jlena MOCTOSHHOTO XpaHEHHs MOMAIIMBAIOTCA B TBEPAYIO OOJOXKKY CYPOBBIMHU
HUTKaMH. JIMCTBI HyMEpYIOTCS B IIPAaBOM BEPXHEM YIJy IPOCTBIM KapaHAAIIOM.
KoyimuecTBO JHUCTOB B KaXJIOM Ji€jie HE AOJLKHO mpeBbimarh 250 B koHne nena Ha
OTJZICJIBHOM JINCTE OCTABJISIETCS 3aBEPUTEIIbHAS HAIIUCh.

5.3.2. Ha 005105kKe 1e71 IOCTOSTHHOTO XPaHEHUs! JTIOJKHBI ObITh MTPOCTABIICHBI CIEIYIOLINE
PEKBU3UTHI: HAUMEHOBaHUE OOPa30BaTENLHOTO YUPEKIEHUS, HOMEp (MHAEKC) JAeia IO
HOMEHKJIaType, 3aroJIOBOK Jieja, KOJMYECTBO JIMCTOB, CPOK XPAaHEHHs WA OTMETKa
«XpaHUTb TOCTOSIHHO», HOMEP (POoHIa, OIUCH, Jea.

5.3.3. Tlo OKOHYaHMU JAEJIONPOU3BOACTBEHHOIO roja B O(OpMIIEHHBIE OOJOXKKU el
NOCTOSIHHOIO XpaHEHUs BHOCATCA HEOOXOIMMBbIE YTOYHEHUS: B 3arojlOBKU J€J,
COJIEpXKAIIMX PACHOPSAUTEIbHbIE JOKYMEHTHl (IPHKa3bl, IPOTOKOJBI), BHOCSTCS
HOMEPA; €CJIM JEJN0 C MEPENUCKOM COCTOMT W3 HECKOJbKMX TOMOB, B KaXXJIOM TOME
YKa3bIBAETCSI KOPPECIOHJEHT, aBTOP, TEPPUTOpPHs, APyrHe AaHHble. B KaxaoM ToMe
yKa3bIBaeTcs Jara (4Mcio, Mecsll, TOJ]) Hayajga U OKOHYAHMS JAHHOTO ToMa. TouHbIe
JaThl MPOCTABISAIOTCS Ha OOJOXKKax s OBICTPOTO TOHMCKAa JIOKYMEHTOB B
NOCJIEYIONIEM; U3 3aBEPUTENIbHON HAAMMCH Ha OOJOXKKY JieJa BBIHOCUTCS KOJMYECTBO
JIMCTOB B JIEJIE.

5.3.4. Hapnucu Ha 00J0KKaX J€Jl MOCTOSSHHOTO U JIOJITOBPEMEHHOTO XPAHEHHUS CIEAYeT
IIPOU3BOJIUTH YETKO, CBETOCTOMKUMU YEPHUIIAMHU.

5.3.5. Ins yyera KOJIUYECTBA JKUCTOB B Jejie U (PUKCALMU OCOOCHHOCTEH UX HyMepaluu
Ha OTJIEJILHOM JIUCTE COCTABJISETCS 3aBEPUTEIIbHAS HAANIUCh. B 3aBepUTENbHON HAAMCH
YKa3bIBaCTCS KOJWYECTBO JUCTOB (IMdpaMud W TMPOMHUCHIO) B Jeie. 3aBepHUTENIbHAS
HAJUCh TMOAMNKUCHIBAETCS COCTABUTEJIEM C YKa3aHMEM €ro JIOJDKHOCTH U JIaThl
COCTABJICHHS.

5.3.6. BHYTpCHH}IH OIMMCb COCTaBJIFACTCA K JACJaM IIOCTOSAHHOIO M JOJIOBPEMCHHOI'O



(cBoire 10 neT) cpoka XxpaHeHust, ChGOPMHUPOBAHHBIM [0 PA3HOBUIHOCTSIM JIOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJEp>KaHUE IOKYMEHTOB (0c000
LEHHBIE, TIMYHBIC JIea U JIp.).

5.3.7. [lena BpeMEHHOTO XpaHEHUS O(DOPMIISIIOTCS YIPOIIEHHO: OHU HE TOAIIMBAIOTCS,
JUCTHl B HUX HE HYMEPYIOTCSl, YTOUHEHHE Ha OO0JIOKKAX HE MPOU3BOJIUTCS, OMKCU Ha
JieJia He COCTABIISIFOTCS, YUET BEIETCS 10 HOMEHKIIAType AEll.

5.4. Onucanue T0KYMEHTOB MTOCTOSTHHOT'O CPOKA XPaHEHHUS.

5.4.1. Onucu COCTaBIAIOTCS Pa3[eibHO HA JieJla MOCTOSIHHOTO XPAHEHUs 10 OCHOBHOM
JeSATEILHOCTH U Ha JIeJIa 10 JIMYHOMY COCTaBY.

5.4.3. Onucu coCTaBISIOTCA IEJIONPOU3BOIUTEIIEM.

5.4.4. Onuce Benercs B €IMHOM BaJIOBOM HyMEpPAIMU B TEUEHHE HECKOJIBKUX JIET.

5.4.5. Ha nena ¢ UCTEKIIUM CPOKOM XPaHEHUSI COCTABISETCA aKT 00 YHUUTOKEHUHU.



		2021-05-06T15:01:13+0700
	МУНИЦИПАЛЬНОЕ БЮДЖЕТНОЕ ДОШКОЛЬНОЕ ОБРАЗОВАТЕЛЬНОЕ УЧРЕЖДЕНИЕ № 133 "ДЕТСКИЙ САД ОБЩЕРАЗВИВАЮЩЕГО ВИДА С ПРИОРИТЕТНЫМ ОСУЩЕСТВЛЕНИЕМ ДЕЯТЕЛЬНОСТИ ПО ХУДОЖЕСТВЕННО-ЭСТЕТИЧЕСКОМУ НАПРАВЛЕНИЮ РАЗВИТИЯ ВОСПИТАННИКОВ"




