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c. Hoxai - IOpt
1. O01mme MoJI0KeHu s

1.1. Hacrosmee Ilonoxenne o6 apxuBe JIOY pa3paboTaHo Ha OCHOBaHUU
[IpumepHoro mojiokeHHsT 00 apxuBe OpraHu3alid, YTBEPKICHHOTO MPHUKA30M
®enepanbHOro apxuBHoro areHTcTBa Ne 42 ot 11 anpens 2018 roga ¢ u3aMeHEeHUsIMU Ha 9
Mmast 2021 mas, B coorBeTcTBUM ¢ PenepanbHbiM 3aKk0HOM Ne 273-D3 ot 29.12.2012 rona
«O06 o6OpazoBanuu B Poccuiickoii denepanumn» B penakiuu ot 5 aekabps 2022 ropa,
[Ipukazom MunkyneTypbl Poccun ot 31.03.2015 Ne 526 "OO yTBep:KIE€HUM NpPaBUII
OpraHu3allid XpAHEHUS, KOMIUIEKTOBaHUS, Y4y€Ta M HCHOJb30BAHUS JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit denepanivu U Ipyrux apXUBHBIX JOKYMEHTOB B OpraHax
roCyJIapCTBEHHOM BJIACTH, OPraHaX MECTHOTO CAMOYITPABIICHUS U OpraHu3alusax’, Y cTaBoM
JIOIIKOJILHOTO 00Pa30BaTEIHLHOTO YUPEKICHUS.

1.2. lannoe Ilonoxenne 06 apxuse JJOY onpenensier cocTaB TOKYMEHTOB apXHBa
JIETCKOTO cajia U YCIIOBUSI MX XpaHEHUsI, YCTaHABIMBACT 3a7a4M, HA3HAUYCHUE U (PYyHKIIUU
apXuBa, pErjIaMEHTUPYET JEeATEeIbHOCTh JIMI, OTBETCTBEHHBIX 3a BEJCHHUE apXuBa B
JOIIKOJILHOM 00pa30BaTEIbHOM YUPEKICHUH.

1.3. B cBoeil 1eITENbHOCTH apXUB pyKOBOACTBYeTCsI DeaepaibHbIM 3aKOHOM Ne 125-
@3 ot 22.10.2004 rona «O6 apxuBHOM jene B Poccuiickoit Deaepanumy ¢ U3BMECHECHUSIMU
Ha 11 urons 2021 roga, HOPMAaTUBHBIMU TPABOBBIMH akTaMu Poccuiickoit deaepanuu,
cyobekta Poccuiickoit ®enepanun B cdepe apXuBHOro jena W JCJIONPOU3BOJICTBA,
JIOKaJIbHBIMM HOPMAaTUBHBIMHU aKTaMH JOIIKOJIHLHOTO 00pa30BaTEILHOIO YUPEIKICHUS.

1.4. Joxymentsr JIOY, wumMeronme HUCTOPUYECKOE, KYJIbTYPHOE, HAY4YHOE,
COIMAJIbHOE, IKOHOMHUYECKOE M TMOJUTHUUECKOE 3HAUYCHHE, COCTABJISIOT TOCYyAapCTBEHHYIO
gacTh ApxuBHOoro (onma Poccuiickoit dDeneparuu, SBISIOTCS COOCTBEHHOCTHIO
rocyJlapcTBa M MOJJIEKAT IOCTOSHHOMY XPaHEHUI0O B TOCYJapCTBEHHBIX apXUBax



Poccuitickonn @enepauuu. o 1mepenaud Ha TOCYJApPCTBEHHOE XPAHEHUE JaHHBIC
JOKYMEHTBI BPEMEHHO XPaHATCS B JAOIIKOJIBHOM 00pa30BaTeIbHOM YUPEKICHUU.

1.5. B IOV s xpanenus JokyMeHToB ApxuBHOro (¢onna Poccuiickoit @eneparyu
Y 3aKOHYEHHBIX JIEJONPOU3BOJCTBOM JIOKYMEHTOB PAKTHYECKOT0 Ha3HAYEHHUSI, UX 0TOOpA,
y4eTa, UCIIOJIb30BaHus U OATOTOBKH K IIEPEAaU€ Ha TOCYIapCTBEHHOE XPAHEHUE CO3/1AETCS
apXuB.

1.6. ApxuB co3qaeTcsa Kak CaMOCTOATENIbHOE MOIPa3/IeICHUE, BO3TIIABIIIEMOE JIULOM,
OTBETCTBEHHBIM 32 BEICHUE apXWBa COIVIACHO NPHUKA3y 3aBEIYIOLIETO JOIIKOJIbHBIM
00pa30BaTENbHBIM YUPEXKICHUEM.

1.7. YupexxaeHne TOIMKOJILHOTO 00pa3oBaHMs 00ECIIEYNBACT apXUB HEOOXOAMMBIM
MOMENIEHUEM, 000PYA0OBAaHUEM U KaJPAMH.

1.8. [lomkonbHOE 00pa30BaTEIbHOE YUPEKICHUE 00ECTIEUNBAET COXPAHHOCTD, YUET,
0TOOp, YNOPSAJOUEHUE M HCIIOJIb30BaHHME JOKYMEHTOB ApxuBHOro (onaa Poccuiickoil
@enepanyu, oOpa3yromMXcsi B €ro jaedrenpHocTd. ObOecrneuynBaeT CBOEBPEMEHHYIO
repeaaydy 3TUX JOKYMEHTOB Ha FOCyJapCTBEHHOE XPaHEHHUE.

1.9. Bce pabotbl, CBA3aHHBIE C MOJTOTOBKOW, TPAHCHOPTUPOBKOM W Mepeaadeu
apXMBHBIX TOKYMEHTOB, IPOU3BOIATCA CHUJIAMH U 3a CUET JETCKOTrO caja.

1.10. 3a yTpaty u nopuy nokymeHToB ApxuBHoro (ponna Poccuiickoit @enepanu
noipkHocTHbIe Jinna JIOY HecyT OTBETCTBEHHOCTh B COOTBETCTBHHM C JIEHCTBYIOLIUM
3aKOHOJIaTEIbCTBOM.

1.11. ApxuB nerckoro cama pabOTaeT COMIACHO IUIaHY, YTBEPKIAEMOMY
3aBEAYIOIIUM JIOIIKOJIbLHBIM 00pa30BaTEIbHBIM YUPEKICHHUEM U OTYUTHIBACTCS TIEpE]l HUM
B CBOEi pabore.

1.12. KoHTponb AesATENIbHOCTH apXHWBa OCyIIeCcTBIsIET 3aBeAyromuil [JOY, a B ero
OTCYTCTBUU — HUCTIOJHSIOIMN 00S13aHHOCTH 3aBETYIOLIETO.

2. CocTaB 10KYMEHTOB apXHUBa JI€TCKOI0 cajaa

2.1. B apxuB JIOY nocrynarot:

3aKOHYEHHBIE  JICJIONPOU3BOJACTBOM  YUPEKICHUSI JOKYMEHThI  MOCTOSTHHOTO
XpaHeHus, 00pa30BaBIINECS B JEATECIBHOCTH CTPYKTYPHBIX MOJpa3AeICHUH, TOKYMEHTHI
BpemeHHOTO (cBbilie 10 JeT) cpoka XpaHEHUs, HEOOXOJMMbIE B MPAKTHUYECKOU
NEeATEeIbHOCTU, TOKYMEHTHI 10 KaJipaM U BOCIIUTAaHHUKAM;

JOKYMEHTBl TMOCTOSSHHOTO XpaHEHUs U MO0 JIMYHOMY COCTaBy OpraHHu3aluii-
MIPEAUIECTBEHHUKOB (IIPU UX HAJMYUN);

JudHbIe (HOHBI BEIYIINX PAOOTHUKOB JIETCKOTO cajia (TIpU UX HAJIMYWN);

CITy>keOHbIC U BEJIOMCTBEHHBIC U3/IaHUS;

CIIPaBOYHO-TIOUCKOBBIE CPEJICTBA K JOKYMEHTaM M Y4YETHBIE JOKYMEHTHI ApXHBa
JETCKOTO caja.



2.2. Cpoku XpaHEHHUs IOKYMEHTOB B apXuBe€ JOILIKOJIBLHOTO 00pa3oBaTEIbHOrO
VUPEKIACHUS  ONPENENSIOTCS  COIVIACHO CpPOKaM, YKa3aHHbIM B YTBEPKIECHHOMU
HOMEHKJIaType JEll.

3. 3agaum apxusa 10Y

3.1. OCHOBHBIMU 3aja4aMU apXUBa SIBJISIOTCS:

OpraHu3alys XpaHeHUsl JTOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pa3jiesioM 2
Hacrosero Ilonoxxenus;

KOMIIJISKTOBAaHHE apXWBa JOKYMEHTaMH, OOpa30BaBIIUMUCS B JCATEIHLHOCTH
YUPEKIACHUS, OCYIIECTBIIIONIETO 00pa30BaTEIbHYIO IeATEILHOCTD;

y4eT, 00ecIeueHre COXPaHHOCTH, CO3/IaHNe HayUYHO-CIIPABOYHOIO aIapara,

HCIOJIb30BaHKE IOKYMEHTOB, HaXOASAIMXC HA XpaHeHuu B apxuse JIOY;

MOATOTOBKA M CBOCBPEMCHHAs TIepeaada JOKYMEHTOB ApxuBHOro ¢onHaa
Poccuiickoit denepairivi Ha TOCTOSIHHOE XpaHEHHE B TOCYIapCTBEHHBIN (MYHHITUIIAIBHBIN)
apXWuB,;

METOJMYECKOE PYKOBOJICTBO U KOHTPOJIb 32 (popMUpOBaHUEM U OPOPMIICHUEM JET B
JIEJONPOU3BOACTBE JIETCKOTO cajla 1 CBOEBPEMEHHOM nepenaueii ux B apXuB JOIIKOJIHHOTO
00pa3oBaTEILHOTO YUPEIKICHHMS.

4. DyHKIIUM apXUBa

B cOoOTBETCTBUMM C BO3J0KEHHBIMU 3a/layaMU apXUB OCYIIECTBIISET CIEAYIOIIHE
(byHKIMHA:

4.1. Opranu3yeT mpueM JOKYMEHTOB MOCTOSIHHOTO M BpeMeHHOro (cBbiie 10 jer)
CPOKOB XpaHEHHUs, B TOM YHCJIE MO KaJpaM U BOCIHUTAaHHUKAM, OOpa30BaBLIMXCS B
nesitenbHocTH JIOY, B COOTBETCTBUU C YTBEPHKIIEHHBIM IPpapUKOM.

4.2. O0ecrieunBaeT COXPaAaHHOCTh U BEJIET YUYET JOKYMEHTOB U (DOHIOB, HAXOIAIIIUXCS
Ha XpaHEHHH B apXMBE JOLIKOIBHOIO 00pa30BaTEeIbHOTO YUPEKICHHUS.

4.3. IlpencraBisger B TOCYAapCTBEHHbIH (MYHHMIMNAIbHBINA) apXUB YUYETHBIE
cBelieHUsT 00 O0bEME M COCTaBe XpaHSIIMXCS B apXWBe AETCKOTO cajia JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit denepanii M IPYyrux AapXUMBHBIX JIOKYMEHTOB B
COOTBETCTBUM C MOPSAKOM TOCYJApCTBEHHOTO yd4eTa JOKYMEHTOB ApXHMBHOro (onaa
Poccuiickon denepanum.

4.4. CucreMaTu3upyeT M pa3MeIlaeT JTOKYMEHThI, OCTYIAIINE HAa XPAaHEHHE B
apxuB JIOY, oOpa3oBaBinecs B X0/I€ OCYIIECTBICHHS IEATEIbHOCTH YUPEKICHUS.

4.5. Pa3pabatbiBaeT rpauku NpeaCTaBICHUSI OUCEN HA PACCMOTPEHUE IKCIIEPTHO-
MPOBEPOYHOM KOMHUCCHUU U TMepedadyd JOKyMEHTOB ApxuBHOTO (onga Poccuiickoi
@denepalivy Ha XpaHEHHUE B TOCYIaPCTBEHHBIN (MyHUILIMIIATBHBIN) apXUB.



4.6. OcyuiecTBiIsIeT MOATOTOBKY U MPECTABIISACT:

Ha pacCMOTPEHHME U corjacoBaHue H3KcrnepTHo komuccuu JIOY omwmcu nen
MIOCTOSIHHOTO XpaHEHUs, BpeMeHHBIX (CBbiIe 10 JIeT) CPpOKOB XpaHEHHUs, B TOM YHUCIE 1O
KaJpaM U BOCIHUTAaHHUKAM, a TAKXKE aKThl O BBIJCICHUU K YHUUYTOXKCHHUIO apXHWBHBIX
JOKYMEHTOB, HE TMOJJIekKAIIMX XPAHEHUIO0, aKThl 00 yTpare IOKYMEHTOB, aKThl O
HEHCIIPaBUMBIX IOBPEKICHUIX APXUBHBIX JOKYMEHTOB;

Ha YTBEPXKICHHUE JKCIIEPTHO-IIPOBEPOUYHON KOMHCCHHM YMHOJIHOMOYEHHOTIO OpraHa
UCIIOTHUTEILHON BiacTu cyobekTa Poccuiickoit denepannu B cepe apXxuBHOro aena
(manee - OIIK apXuUBHOTO yUpexAEHUS) ONUCHU JIE] MOCTOSTHHOTO XPAaHEHUS;

Ha cornacoBanue DIIK apxuBHOTO yupexaeHus cyobekra Poccuiickoit deneparuu
(MyHUIIMITAJIBHOTO apXWBa), B CIIy4yae HaJIeJICHUS €r0 COOTBETCTBYIOIIMMHU MTOJTHOMOYHUSIMH,
OMMCH JE] MO JUYHOMY COCTaBY;

Ha cornacoBanue DIIK apxuBHOro yupexaenus cyobekra Poccuiickoit denepamuu
(MyHMIIMTIAJIBHOTO apXWBa), B CIIy4ae HaJICJICHUS €T0 COOTBETCTBYIOITUMU MMOJTHOMOYHUSIMU,
akTbl 00 yTpare JOKYMEHTOB, aKThl O HEUCIPABUMBIX IMOBPEKICHUSX aPXUBHBIX
JIOKYMEHTOB;

Ha yTBepxkAeHue 3apenytomemy JIOY onucu aen mOCTOSSHHOTO XPAaHEHUsI, OMUCH
BpeMEHHBIX (CBhIIe 10 J€T) CPOKOB XpaHEHUsS, B TOM UYMCJIE ONUCH JIEJ MO Kaapam U
BOCIIMTAHHUKAM, aKThl O BBIJICJICHUH K YHUYTOXXCHUIO ApPXWBHBIX JTOKYMEHTOB, HE
MO/JIeKAIINX XPAHEHWI0, aKThl 00 yTpare [IOKYMEHTOB, aKThl O HEHCIPABUMBIX
MOBPEXKJICHUSIX apXWMBHBIX JIOKYMEHTOB, YTBepAeHHbIe (coriacoBanHbie) OIIK wim
rocyJapCTBEHHBIM apXuBOM cyObekTa Poccuiickoin ®eneparuu (MyHHIIMTAIBHBIM
apXWBOM) B CJIy4ae HAJICJICHUS €r0 COOTBETCTBYIOUIUMHU MOJTHOMOYHUSIMH.

4.7. Opranusyer nepeaady JoKyMeHTOB ApxuBHoro (ponnaa Poccuiickoit deneparu
Ha MOCTOSIHHOE XpaHEHUE B TOCYAaPCTBEHHBIN (MyHUIIUIIAIbHBIN) apXUB.

4.8. OpranuszyeT M MNPOBOAUT 3SKCIIEPTU3Y LUEHHOCTH JOKYMEHTOB BPEMEHHBIX
(cBpime 10 1eT) CpOKOB XpaHEHHUs, HAXOAAIMUXCS Ha XpaHeHnHu B apxuBe JIOY B memsax
oTOOpa JOKYMEHTOB JJI BKJIFOUEHHsI B cocTaB ApxuBHOTO (poHma Poccuiickoit denepanuu,
a TAK)Ke BBISIBJICHUS IOKYMEHTOB, HE TIOJIEKAILUX JaTbHEHIIEMY XPAHEHUIO.

4.9. YyacTtByeT B paboTe SKCIEPTHON KOMHUCCUU JIONIKOJILHOTO 00pa3oBaTeIbHOTO
YUPEKICHUS.

4.10. TlpoBomut wmeponpusiTUs MO OOECHEUYCHUI0 COXPAHHOCTU JOKYMEHTOB,
HaXOJAIIMXCS HAa XpaHeHuu B apxuse JOVY.

4.11. Opranuzyet uapopMupoBaHue aiMUHUCTpaIuy 1 pabotHukoB IOV o cocrase
U COAEPKAHUU JOKYMEHTOB apXUBa YUPEIKICHUS.

4.12. UadopMupyeT moib30BaTEICH MO BOMPOCAM MECTOHAXOXKICHUS apXUBHBIX
JOKYMEHTOB.

4.13. Opranusyer BblJIauy JOKYMEHTOB U JieJ JJIs pa0OThl B YUTAIHLHOM 3aJI€ UM BO
BPEMEHHOE MOJIb30BaHUE.



4.14. UcnonHseT 3anpockl NOJIb30BaTENEH, BbIIAET apXUBHBIE KOMMMU JOKYMEHTOB,
apXVBHbBIE BBITUCKH U aPXHUBHBIE CITPABKH.

4.15. Benet yuer ucnonab30BaHus T0KyMeHTOB apxuBa JIOVY.

4.16. Co3maer ¢oHI TMONB30OBAaHMS apXuBa JETCKOTO caJa M OpPraHU3yeT ero
UCIIOJIb30BaHUE.

4.17. OcyiiecTBas€T BEIEHUE CIIPABOYHO-TIOUCKOBBIX CPEICTB K JOKYMEHTam
apxuBa JI0VY.

4.18. Co3znaer, NOMONHSIET U COBEPILIEHCTBYET HAYYHO-CIIPABOUHBIM ammapar K
XPaHSIIAMCS B apXUBE J€1aM U JOKyMEHTaM.

4.19. Y4actByer B pa3pabOTKe JOKYMEHTOB YUPEKIAEHUS IO BOIPOCAM apXHBHOTO
JieJ1a U JeNOIPOU3BOICTBA.

4.20. Oka3pIBa€T METOAMYECKYIO MOMOIIIb:

ciyxx0e penompousBoiactBa  JIOY B cocTaBieHMM HOMEHKIATypbl i€,
bopMupoBaHUM U OQOPMIEHUU J€J, KOHTPOJIMPYET MNPaBUIBLHOCTh (OPMUPOBAHUSA U
odopmiieHus A€l B AETONPOU3BOJICTBE;

CTPYKTYPHBIM MoJpa3feneHussM u padotHukam JIOY B mMoAroToBke JOKYMEHTOB K
repeaayde B apXmB JETCKOTO caja.

4.21. YyacTByeT B NpPOBEACHHH MEPONPUATHA MO MOBBIINICHUIO KBadu(UKaAIMU
pabOTHUKOB apXuBa U CIY>KObI JIE€JIOMPOU3BOJACTBA JOLIKOJIBHOTO 00pa30BaTEIbHOTO
YUPEKICHHUS.

5. IlpaBa apxuBa

J171s1 BBITTOJTHEHM S BO3JIOKEHHBIX 337a4 U (PYHKIUH JIMIIO0, OTBETCTBEHHOE 3a apXMUB,
MMeEET MpaBo:

5.1. IlpeacTaBasTh 3aBeayIOUIEMY JOMIKOJIBHBIM OOpa30BaTENbHBIM YUPEKICHUEM
MPEIOKEHHS TI0 COBEPIICHCTBOBAHUIO OPraHU3allMy XpPAHEHUs, KOMILUIEKTOBAaHUS, y4eTa
Y WCIIOJIb30BaHUs ApXUBHBIX JOKYMEHTOB B apxuse J[OVY.

5.2. KoHTpoimpoBaTh BHIMOTHEHUE YCTAHOBICHHBIX MPABHII pabOTHI C JOKYMEHTAMHU
B CTPYKTYPHBIX MOJIPA3ICIICHUSIX YUPECKICHUSI.

5.3. 3ampamuBaTh OT CTPYKTYPHBIX Mojapa3eneHuil u padbotaukoB [0V cBenenus,
HeoOXxoauMble Il pabOThl apxuBa, C YYEeTOM OOECleueHUsl BBIMOJHEHUS BCEX
BO3JIO’KCHHBIX Ha apXMB 33/1a4 U (PYHKIIUM.

5.4. JlaBaTh pa3bsICHEHUS U PEKOMEHJAIMM [0 BONpOCaM, BXOJAIIUM B
KOMITETCHIIUIO apXUBa JOMIKOJIEHOTO 00Pa30BaTEILHOTO YUPEKICHUS.

5.5. HWudopmupoBaTh CTPYKTypHBIE TMOApPA3ACICHUS JETCKOTO caaa o
HEOOXOJIMMOCTH Tiepefaud JOKYMEHTOB B apXUB B COOTBETCTBHU C YTBEPKICHHBIM
rpagukom.



5.6. [IpyHMMATh yuacTHe B 3aCeIaHUAX IKCIIEPTHON KOMHCCHU YUPEKICHUS, @ TAKKE
B DKCIIEPTHO-IIPOBEPOYHON KOMHCCHHU YITIOJTHOMOUESHHOTO OpraHa NCIIOJHUTEIIBHOMN BIIACTH
cyowsekta Poccuiickoit denepamnuu B cepe apXuBHOTO JIela.

6. OTBeTCTBEHHOCTD 32 (PYHKIIMOHMPOBAHHME APXUBA

6.1. Haznauennoe npukaszoM 3asenyromero 1OV nuio, OTBETCTBEHHOE 3a BEICHHE
apXnBa, HECET NIEPCOHAIIBHYIO0 OTBETCTBEHHOCTD 3a:

BBIMIOJTHEHHE BO3JIOKEHHBIX HA apxXuB 3a7a4 U (YHKUUHA B COOTBETCTBUU C
JNEHCTBYIOIMM 3aKoHoAaTenbCTBOM Poccniickon denepanny;

OpraHu3aIuio padoThl apXKBa, CBOCBPEMEHHOE U KBATM(UIIUPOBAHHOE BHITIOJHEHHUE
IIPUKA30B, PACIOPSHKEHUHM, NOPYYEHHMM BBIIIECTOSAIIETO PYKOBOJACTBA, JEUCTBYIOIIMX
HOPMAaTUBHO-TIPABOBBIX aKTOB [10 CBOEMY MPOPIIIIO EATEIbHOCTH;

panuoHaIbHOEe U 3(PPEKTUBHOE HUCIOJIB30BAaHUE MAaTEPUANBHBIX, (DUHAHCOBBIX M
KaJIpOBBIX PECYPCOB;

COCTOSIHUE TPYJIOBOM M HCIOIHUTEIBCKOW HUCHUUIUIMHBI B apXUBE, BBINOJHEHUE
CBOMX (DYHKIMOHAJIBHBIX O0S3aHHOCTEN;

coOroIeHne IIPaBUJI BHYTPEHHETO pacrnops/ika, CaHUTApPHO-
IPOTUBOSIUIEMUYECKOTO pPEXUMa, MPOTUBOMOKAPHON OE30MACHOCTM M TEXHUKH
0e30I1aCHOCTH;

BEJICHUE JOKyMEHTalUMd, NPEIyCMOTPEHHONM JEHCTBYIOIIMMU HOPMAaTHUBHO-
IIPAaBOBBIMH JIOKYMEHTAMHU;

MPEIOCTABJICHUE B YCTAHOBICHHOM MOPSAKE JOCTOBEPHOU CTATUCTUUECKOW U MHOU
nH(pOpMaLUU O JEATEIbHOCTH APXUBA;

TOTOBHOCTh apXMBa K paboTe B YCIOBHUSIX YPE3BbIYANHBIX CUTYALIMM.

6.2. OTBETCTBEHHBIE 3a BECHUE JEIONPOU3BOACTBA, OATOTOBKY U MPEICTABICHUE
JOKYMEHTOB Ha XpaHEHUE B apXWB, Ha3Ha4aroTcs 3aseayromuMm 10V,

7. KoMiuiekTroBaHue apxuBa

7.1. IloaroroBKa IOKYMEHTOB K IepeAade B apXHB JOIIKOJIBHOTO 00pa30BaTENbHOIO
YUPEXKICHUS BKIIOYACT JKCIIEPTU3Yy HAYYHOM M MPAKTUYECKOW LEHHOCTH IJOKYMEHTOB,
oopMIIEHHUE JIeJ, COCTABJICHUE OMUCH.

7.2. JkcnepTr3a HEHHOCTH JOKYMEHTOB:

DKCIEPTU3A LICHHOCTU JTOKYMEHTOB — OIPEAEICHUE LIECHHOCTH JOKYMEHTOB C LIEJIbIO
oTOOpa MX Ha XpaHEHHE U YCTAaHOBJIEHHE CPOKOB XpaHEHUsS. DKCHEPTH3y LIEHHOCTU
NOKyMeHTOB B JIOY ocyIiecTBIsET NOCTOSIHHO AEMCTBYIOIIAS YKCIIEPTHASI KOMUCCHS;

AKCIIEpTHAs KOMMCCHUSI Ha3Hayaercss npukazoMm 3aseayromero JIOY. B cocras
DKCIEPTHOM KOMHCCHUHM BKJIIOYAIOT HE MEHEE TPEX COTPYJHHMKOB, B TOM 4YHCJIE B



00s3aTEIbHOM TIOPSJKE JIMIIO, OTBETCTBEHHOE 3a BEJIEHHE apXuBa JIETCKOro caja.
CekperapeM 3KCHEPTHOM KOMHUCCHM HazHadaroT cekperaps JOY. DkcnepTHas KOMHUCCHUS
Ha 3aCElaHMsgX pacCMaTpPUBAECT: HOMEHKJIATypy [Jel JAETCKOro cajaa, ONUCH JIel
MMOCTOSTHHOTO XPaHEHWS W 10 JIMYHOMY COCTaBY, aKThl Ha JOKYMEHTBHI, BBIACISICMBIC K
YHUYTOXEHUIO.

7.3. OdopmiieHue aen:

Jiena TMOCTOSIHHOTO XPaHEHMs MOMAIMIUBAIOTCS B TBEPAYIO OOJOXKKY HPOYHBIMU
HUTKaMH. JIMCTBI HYMeEpylOTCS B TMPaBOM BEPXHEM YIUNIy TMPOCTHIM KapaHIAIIOM.
KonnyecTtBO MHUCTOB B KaxXIOM Jene He O0kHO mpeBbimate 250. B koHue nema Ha
OT/ICJIHOM JIUCTE COCTABJISIETCS 3aBEPUTEIbHASI HAAUCH;

Ha 00JIOXKKE JIeJ1 TOCTOSTHHOTO XPaHEHUSI I0JKHBI ObITh MPOCTABIIEHBI CIEAYIONINE
PEKBU3UTHI: TIOJIHOE HAMMEHOBAHUE BBIMIECTOAIICH OpraHu3aiuu, HauMmeHoBanue IOV,
HOMEp (MHJIIEKC) Jiefla M0 HOMEHKJAaType, 3aroJioOBOK Jiejla, KOJMYECTBO JIMCTOB, CPOK
XpaHEHUsI WJIK OTMETKA «XPaHUTh MTOCTOSHHOY», HOMep (OH/Ia, OTTUCH, JIeTIa;

M0 OKOHYaHWM JIEJIOTMPOU3BOJICTBEHHOTO Toja B O(MOPMIICHHBIE OOJOXKKH e
MMOCTOSTHHOTO XPAaHEHUS BHOCSATCA HEOOXOMWMBIE YTOYHEHHWS: B 3arojIOBKH I,
coJiep KaluX PacTIOPSIUTEIbHBIC JOKYMEHTHI (TIPUKa3bl, TPOTOKOJIBI), BHOCITCS HOMEPA;
€CJIU JIeJI0 C MEPENUCKON COCTOMT M3 HECKOJbKHUX TOMOB, B KaXKJIOM TOME YKa3bIBaeTCs
KOPPECTIOH/ICHT, aBTOP, TEPPUTOPHS, IpYTUe JaHHbIE. B KaXa0M ToOMe yKa3bIBaeTCs J1aTa
(ducino, Mecsil, TOJ) Hauajaa ¥ OKOHYaHUS TaHHOTO ToMa. TOYHbIE TaThl IPOCTABIIAIOTCS HA
00JI0)KKaxX It OBICTPOTO TOMCKAa JOKYMEHTOB B IOCJEAYIONIEM; W3 3aBEPUTEITHHOMN
HAJITUCHU Ha OOJIOKKY JieJia BBIHOCUTCSI KOJIMYECTBO JIUCTOB B JICIIC;

HAJIMMCH HAa O00JIOKKAaX JIeJl TOCTOSIHHOTO M JIOJTOBPEMEHHOI'O XPaHEHUs CIETyeT
MIPOU3BOANTH YE€TKO, CBETOCTOMKUMHU YCPHUIIAMU;

JIJIS1 y4eTa KOJIUYECTBa JIMCTOB B Jiesie U (PUKCAllUM OCOOEHHOCTEH UX HyMepaluu Ha
OT/ICJIHOM JIUCTE COCTABJISIETCS 3aBEPUTEIbHASI HAAMUCH;

B 3aBEPHUTEIIHHON HAIIMCH YKA3BbIBACTCS KOJIMYECTBO JTUCTOB (1M pamMu U MPOIUCHIO)
B Jene. 3aBepuUTelibHAs HAAMKUCh TMOJAMKUCHIBACTCS COCTaBUTEIEM C YKa3aHUEM €ro
JOJKHOCTH U JIAThl COCTABIICHUS;

BHYTPCHHSIS OITUCH COCTABIIACTCS K JIeJIaM IIOCTOSTHHOTO U IOTOBPEMEHHOTO (CBBIIIIE
10 net) cpoka xpaHenusi, COOPMUPOBAHHBIM MO PA3HOBUIHOCTSAM JOKYMEHTOB, 3aT0JIOBKU
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COepKaHue JOKYMEHTOB (0CO00 IIEHHBIC, JIMUHbBIC
nena v zip.).

7.4. Onucanue JOKyMEHTOB MOCTOSIHHOTO CPOKa XPaHEHHSI:

OMMKMCH COCTABJISIOTCS Pa3/eIbHO Ha Jejia MOCTOSHHOTO XPAHEHHS 1O OCHOBHOM
JESITETLHOCTH U Ha JIeJIa 110 JIMTYHOMY COCTaBY;

OIKCH COCTABJISIOTCS JI€TTONPOU3BOIUTEIIEM;

OIHCh BEACTCS B €IMHON BaJIOBOW HyMepaIluu B TCYCHUE HECKOJIBKUX JIET;

Ha JIeJIa ¢ UCTEKITUM CPOKOM XPaHEHUS COCTABIISIETCS aKT 00 YHUYTOXKCHUH;



0 OKOHYaHUM Jenonpou3BoAcTBeHHOro roga B JIOY mpousBogutcs oTOOp
JOKYMEHTOB ITOCTOSIHHOTO CPOKa XPaHEHU S 1JIs1 BKJIFOUEHHS UX B OUCh. ONHUCHh COCTOUT U3
rOJOBBIX PA3/IeJI0B, BHYTPHU IoJa JeJIa pacloaratoTcs 0 CTENEHH 3HaYUMOCTH C y4E€TOM
HOMUHAJIBHOTO MPUHIHNIA (B COOTBETCTBUU C HOMEHKJIATYPOU yUPEKACHU);

OINKCU COCTABJISIOTCS Pa3/ielbHO Ha Ji€Jla MOCTOSTHHOTO XPAHEHWs 10 OCHOBHOM
JESITEIbHOCTH U Ha JieJa 110 JINYHOMY COCTaBYy;

OIHCHU COCTABJISIIOTCS CEKPETAPEM.

7.5. Jlena BpeMEHHOTO XpaHEHUs1 O(POPMIIIOTCS YIPOIIEHHO: OHU HE TIOIINBAIOTCS,
JUCTHI B HUX HE HYMEPYIOTCs, yTOUHEHUE Ha O0J0XKKaxX HE MPOU3BOAUTCA, OMICH Ha JIea
HE COCTaBJIAIOTCS, YUET BEIETCS 10 HOMEHKJIAType Aeil.

8. YciioBus XxpaHeHUs JOKYMEHTOB apXuBa

8.1. JIoOKyMeHTBl apxWBa XpaHATCSI B aPXMBOXPAHWIMILE JOIIKOJBHOIO
oOpa3zoBarenpHOro yupexaeHus. 8.2. He qomyckaercs pa3melieHue apxusa B MOJBAIbHbBIX
Y YepJaYHbIX IOMEIICHUAX JETCKOTO caja.

8.3. ApXUBOXpaHWIMUIIE JOJDKHO OBITh  yA@J€HO OT  JaOOpaTOPHBIX,
MIPOU3BOICTBEHHBIX, OBITOBBIX MOMEIIEHUH U HE UMETh OOIIMX C HUMH BEHTHJISILIUOHHBIX
KaHAJIOB. ApPXMBOXPAHWIHILE OTHAEISAETCS OT COCEIHUX TIOMEIICHUH HEeCTrOpaeMbIMU
CTEHAaMU U IIEPEKPBITUSAMHU C IpEIEeIaMH OTHECTOMKOCTH HE MEHee JBYyX 4acoB. B
apXUBOXPAHWIHUIIE HE JOIMYCKaeTCs MPOKIaJKa TpyO BOAOCHAOKEHUS M KaHaJIU3aluH,
TEXHOJOTMYECKHE UIIN ObITOBBIE BHIBO/BI BOJIBI.

8.4. ApXUBOXpAaHWIHILE JIOHKHO HMETh €CTECTBEHHYI) WJIM HMCKYCCTBEHHYIO
BEHTWIALIUIO, 00€CIIEUNBAIOLIYI0 PEHUPKYIISLIUIO BO31yXa, CTAOMIBHOCTh TEMIIEPATYPHO-
BJIQYKHOCTHOTO PEXHUMA.

8.5. Bce mnocrymatonme B apxuB JOVY  1IOKyMEHTBI pa3MeElIalOTCS B
apXMBOXPAHWIMIIAX HA CTAIIMOHAPHBIX W/WIM MEPEABUAKHBIX METAUTMYECKUX CTeJIaxax,
B METAINIMYECKUX MIKadax Ui KOHTEHHEepax.

8.6. Cremiaxu TOJKHBI OBbITh YCTAaHOBJICHBI IEPIEHIUKYIISIPHO CTEHAM C OKOHHBIMU
npoeMaMu, a B TIOMEIIEHHH 03 OKOH - C Y4YeTOM OCOOCHHOCTEH IOMEIIeHUs |
o0opynoBanusi. He nomyckaercst pazMenieHue cTesiaxeil BIIOTHYIO K HApY>KHbIM CTEHaM
3/1aHUS U K HICTOYHUKAM Tera.

8.7. PaccraHoBKa cTeiiakeil W MIKaoOB OCYHIECTBISETCS B COOTBETCTBHM CO
CJIeIYIOIMMU TPEOOBAHUSMMU:

pacCTOsIHUE MEXIY PSAaMU CcTeJUlaxke (T1aBHbIi mpoxoxa) — He MeHee 120 cM;

paccrosinue (MMPoXo/1) MEXIY CTeJUIakaMHi — HE MeHee 75 cM;

pPacCTOSIHUE MEXAY Hapy>KHOW CTEHOH 3/1aHMsI ¥ CTEJUIAKaMH, IapaJuIeIbHBIMU CTEHE
— HE MeHee 75 cMm;

paccTosTHuE MEXIy CTEHOW M TOPLOM cTesuiaxa uiu mkada (00xon) — He meHee 45
cM;



paccTostHue MEXAy MOJIOM U HIKHEW MONKOo# cTemaxa (mkada) — He MeHee 15 cwm,
B IIOKOJIBHBIX dTaxax — He MeHee 30 cMm.

8.8. IIpoTuBONOXKAPHBII PEXUM B apXUBOXPAaHWIMILE, IAe pazmeniaetcs apxus OV,
YCTaHaBJIMBAETCSI B COOTBETCTBUM C I[lpaBuiamu MNPOTUBOMOXKAPHOTO pEeXKUMa B
Poccuiickoit @eneparuu ot 16 centssops 2020 roma Nel1479.

8.9. ApXuBHbIE IOKYMEHTHI ClIeTyeT XpaHUTh B TEMHOTE.

8.10. 3ammrta [ITOKYMEHTOB OT JIEMCTBUS CBeTa OOecneunBaeTCcsi XpaHEHUEM
JIOKYMEHTOB B KOpOOKax, Marnkax 1 nepemierax, B mkadax Wik Ha CTeJUIakKax 3aKpPhITOrO
THUIIA.

8.11. VYpoBeHb MCKYCCTBEHHOTO OCBCIICHUS B KHUTOXPAHWIMIIAX JOJDKEH
cocTaBiATh He MeHee 100 mroxc.

8.12. B apxuBoxpaHuiumie isi XpPaHEHUS JOKYMEHTOB YCTaHABIMBAIOTCS
CJEAYIOUIUE TapaMeTPhbl TEMIIEPATYPHO-BIAKHOCTHOTO PEKUMA:

JUISL XpaHEHHUsl JIOKYMEHTOB Ha OyMaKHOM Hocutene — Ttemreparypa 17-19°C,
OTHOCHUTEJIbHAs BIAXKHOCTh Bo3ayxa — 50-55%.

8.13. IloMeleHus: apxuBa JIOMIKOJBHOTO 00pa30BaTEIbHOTO YUPEKIACHUS AOJKHBI
COJIEPKAThCSl B UUCTOTE, B YCIOBUAX, UCKIIOUAIOIIUX BO3MOXKHOCTD TMOSIBIICHUS TIECEHH,
HaCEKOMBIX, MbLIH.

9. 3aKII0UYNTEILHBIC MOJIOKEHUA

9.1. Hacrosee Ionoxxenue 06 apxuBe sSBISETCS JTOKATLHBIM HOPMATUBHBIM aKTOM,
npuHumaeTcss Ha OOmem coOpanuu pabOTHUKOB JOMIIKOJIBHOTO 00pa30BaTEIbHOTO
YUpEKIAEHUS U yTBepKaaeTcs (Jinbo BBOAUTCS B AeiicTBHE) 3aBeaytonum J[OY.

9.2. Bce wu3MeHeHHs U JONOJHEHHUS, BHOCHMBIE B Hacrtosuiee IlomoxeHue,
0OpMIISIIOTCSI B MUCBMEHHOM (hopMe B COOTBETCTBUU JEUCTBYIOIIUM 3aKOHOIATEILCTBOM
Poccutickon ®enepanumn.

9.3. Tlonoxenue o0 apxuBe OV mnpuHHUMaeTcs Ha HEOMPEACICHHBIN CpPOK.
N3menenus u nononHeHus K [1o10keHUI0 NPUHUMAIOTCS B TOPSIAKE, MPETyCMOTPEHHOM
11.9.1. Hacroswero Ilonoxenns.

9.4. Tlocne mpunsatus IlonoxkeHus (MM U3MEHEHUM M JIOMOJIHEHWUU OTIEIbHBIX
MyHKTOB W pa3/iejioB) B HOBOM pEAaKUMM TpeAblayInas peaakius aBTOMaTUYECKU
yTpauuBaeT CUIy.
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