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1. O0mue moJs1oKeHu st

1.1. Hacrosimee Ilonoxenwe o6 apxuse JIOY paspaboTaHO Ha OCHOBaHHMH
[IpumepHoro rmonoxeHuss 00 apXuBe OpraHu3aluy, YTBEPXKIACHHOIO TIPHUKA30M
DenepanpHoro apxuBHoro arearcrsa Ne 42 ot 11 anpens 2018 roga ¢ U3MEHEHUAMH Ha 9
mast 2021 mas, B coorBeTcTBUM ¢ PenepanbabiM 3akoHoM Ne 273-D3 ot 29.12.2012 roza
«O6 obpazosanun B Poccuiickoii ®enepanuu» B pemakuuu ot 5 aexadbps 2022 ropa,
[Tpukazom MunKynbTypbl Poccum ot 31.03.2015 Ne 526 "OO yTBepACHUU IIpaBHII
OpraHu3alliy XpaHeHHUs, KOMILJIEKTOBaHHUs, Yy4ye€ra M MCIOJb30BaHUs JIOKYMEHTOB
ApxuBHoro gonaa Poccuiickont Penepauuu U Ipyrux apXMBHBIX JOKYMEHTOB B OpraHax
roCy1apCTBEHHOM BIaCTH, OpraHax MECTHOI'O CAaMOYIIPaBIeHHsI M OPraHU3alusaX ", Y CTaBOM

JTOIIKOJIBHOI'O 00Pa30BaTEIBHOTO YUPEIKICHUSL.

1.2. Jlannoe Ilonoxxenue o6 apxuse JIOY ompenelsier coctaB JOKYMEHTOB apXuBa
JIETCKOIO cajla ¥ YCIOBHS MX XpaHEHMs], yCTaHABJIMBAET 3a/lauy, Ha3HAYeHHE U (PYHKIUH
apXHBa, perjaMeHTHpPYeT esTeIbHOCTh JIMIl, OTBETCTBEHHBIX 3a BEJCHHE apxuBa B

JTOIIKOJIBEHOM 00pa30BaTeIbHOM YUPEKICHUH.
1.3. B cBoel 1eITeIbHOCTH apXUB PYKOBOJICTBYETCS DenepanbHbIM 3aKOHOM No 125-

®3 ot 22.10.2004 rona «O6 apxuBHOM aeje B Poccurickont Penepatnny ¢ U3MEHEHUSIMU
ga 11 mong 2021 roaa, HOpMaTUBHBIMU NPaBOBBIMH akTaMu Poccuiickoit Deneparuu,
cyobekTa Poccuiickoil @enepauuu B c(epe apXHMBHOIO Jiejda U JIeJIONPOU3BOJICTBA,
JIOKaJIbHBIMH HOPMATUBHBIMM aKTaMH JOLIKOJIBHOTO 00pa30BaTEIbHOIO YUPEXKISHHUS.

1.4. Jloxymenter JIOY, wuMeromye HCTOPUYECKOE, KYJIBTYpHOE, Hay4dHOE,
COIMaIbHOE, SKOHOMUYECKOE ¥ IOJIMTHYECKOEe 3HAUYEHHE, COCTABISAIOT MOCYAAPCTBEHHYIO
yacth ApxuBHOro (¢onna Poccuiickon ®Denepauuu, SBISIIOTCS COOCTBEHHOCTHIO
rocyjapcrBa M IIOJJI€KaT IIOCTOSTHHOMY XPaHEHHIO B TOCYNApPCTBEHHBIX apXuBax
Poccuiickont @enepaumu. Jlo mepegayd Ha TIOCYHApCTBEHHOE XpaHEHUE JAHHBIC
JIOKYMEHTBI BpEMEHHO XPaHATCS B JOMIKOJIBHOM 00pa30BaTe/IbHOM YUPEXKIEHHH.




1.5. B IOY ans xpaHeHus JOKyMeHTOB ApxuBHOro oHga Poccuiickoit denepaiiymn
¥ 3aKOHUEHHBIX [Ie/I0TTPOM3BO/ICTBOM IOKYMEHTOB MIPAaKTUUECKOTO Ha3HaueHus1, UX 0TOopa,
yuyeTa, UCII0/1b30BaHus U IIOArOTOBKHU K Iepeziaye Ha FOCylapCTBEHHOe XpaHeHve CO3/aeTcs
apXuB.

1.6. ApxuB co3/1aeTCs KaK CaMOCTOsITe/IbHOe 10 pas/ie/ieHre, BO3IJ/IaB/sieMOe JIULIOM,
OTBETCTBEHHBbIM 3a Be/leHMe apxuBa COIVIaCHO MPUKAa3y 3aBeAyroLlero AOLIKOIbHbIM
o0Opa3oBaTe/bHbIM yUpeX/IeHHeM.

1.7. YupexxaeHue [OIIKOIBLHOTO 0Opa3oBaHusi obecrieurBaeT apXvB HEOOXOJUMBIM
romMelijeHrueM, 060pyjoBaHUEM U KaJpaMHU.

1.8. lokompHOe 0Opa3oBaTelbHOE yUpexxaeHre o0ecrieurMBaeT COXPAaHHOCTD, YUeT,
otbop, yropsijoueHre U HCI0J/Ib30BaHHEe AOKyMeHTOB ApxuBHoOro (onza Poccuiickoit
denepaiyy, obpa3ywmuxcsi B ero jearenbHocTH. ObecrieuriBaeT CBOEBPEMEHHYIO
riepefiauy 3TUX JOKYMEHTOB Ha IOCyJapCTBeHHOe XpaHeHUe.

1.9. Bce paboThl, CBsi3aHHbIE C TOATOTOBKOM, TPAHCIIOPTHPOBKOW U Tiepejayei
APXUBHBIX JOKYMEHTOB, [IPOU3BOJATCS CUJIaMH U 3a CUeT JeTCKOro caja.

1.10. 3a ytpary u nopuy AOKymMeHTOB ApxuBHOro ¢oHza Poccurickon ®eneparumn
No/KHOCTHBIe mia JJOY HecyT OTBeTCTBEHHOCTb B COOTBETCTBUU C JE€MCTBYIOIIUM
3aKOHO/IaTe/IbCTBOM.

1.11. ApxuB JeTCKOro cafia paboTaeT COrjaacHO TIIJlaHy, YyTBep)KIaeMOMY
3aBe/IyIOIIMM JIOIIKOJ/IbHBIM 00pa30BaTe/IbHBIM YUPeXKIeHUeM U OTUUTHIBAeTCS repej] HUM
B CcBoeli pabore.

1.12. KoHTpoJib JedaTe/lbHOCTA apXuBa OCyIecTBsieT 3aBeAyrommi [JOY, a B ero
OTCYTCTBUU — UCTIOJTHSIIOI[MI 00513aHHOCTU 3aBeIyOIIIero.

2. CocTaB JOKYMEHTOB apXuBa JeTCKOro caja

2.1. B apxuB [JOY mnocTyrmator:

3aKOHUEHHbIe  [1eJIOTIPOM3BO/ICTBOM  YUpeXeHUs JOKYMeHThbl ITOCTOSSHHOT'O
XpaHeHusi, 06pa30BaBIIIMecs B [IeTETbHOCTH CTPYKTYPHBIX TOApa3/ieNeHnid, JOKYMEHTEI
BpeMeHHOTO (cBbiiie 10 feT) cpoka XpaHeHUs, HeoOXoAWMble B TIPAKTUUYECKOUN
JesiTeNTlbHOCTU, IOKYMEHTBI T10 KaJjpaM U BOCITUTaHHUKaM;

JIOKyMEHTBbI TIOCTOSIHHOTO XpaHeHWss W TI0 JIMUHOMY COCTaBy OpraHu3al[uii-
ripe/illieCTBeHHUKOB (TIPY UX HaJTMUMM);

nuHble GOHABI BeAyIMX PaOOTHUKOB JIeTCKOTO cajia (MpH UX HaTUYUK);

c/1y>kKeOHbIe U BeZIOMCTBEeHHbIe W3/laHus;

CIPaBOYHO-TIOMCKOBbIE CPeJCTBAa K [JOKyMEHTaM U YyueTHble AOKYMeHTbl ApxuBa
JeTCKOro caja.



2.2. Cpoku XpaHeHHs AOKYMEHTOB B apXuBe [IOIIKOJHLHOTO 00pa30BaTeIbHOTO
YUPEXXIEeHUs]  OTpeJessitoTCsl  COrJlaCHO  CpPOKaM, yKa3aHHbIM B yTBepPXKAEHHOMU
HOMEHK/IaType JeJl.

3. 3apauu apxuBa JJOY

3.1. OCcHOBHBIMY 3aJjlauaMU apXuBa ABJIAOTCS:

opraHu3al[ysi XpaHeHUs1 JOKYMEeHTOB, COCTaB KOTOPBIX IMpeyCMOTPeH pa3iesioM 2
HacToswero ITonoxenus;

KOMIIJIEKTOBaHWe apXuBa [JOKyMeHTamH, 00pa30BaBIIMMMCS B [IeSTeJIbHOCTU
yupeXX/1eHus1, OCyI[eCTBJISIoIIero oopa3oBaTeibHYIO JesiTe/IbHOCT;

yueT, obecrieueHre COXpaHHOCTH, CO3/laHre HayYHO-CIIPABOYHOIO arrapara;

WCII0/Ib30BaHKe JOKYMEHTOB, HaXOJALMXCS Ha XpaHeHn! B apxuse [10Y;

MOATOTOBKA U CBOeBpeMeHHas Tiepejiaua [JOKyMeHTOB ApxXuBHOro ¢oHza
Poccuiickon ®esfepaliv Ha MOCTOSTHHOE XpaHeHWe B TOCYJapCTBEHHbIN (MyHULUTIA/IbHBIN )
apXuB;

MeTOANYeCcKoe PyKOBO/CTBO Y KOHTPOJIb 3a (POpMUPOBaHUEM U 0OpMIIEHHEM e/ B
J1e/T0NpPOU3BO/CTBE [IeTCKOr0 Cajila U CBOeBPEMEHHOM rnepe/iaueil UX B apXUB JOIIKOIbHOTO
o0Opa3oBaTe/TbHOTO YUpeXX/IeHUs.

4. ODyHKIUM apXuBa

B coOTBeTCTBHMM C BO3/I0’KEeHHBIMM 3a/lauaMU apXWB OCYLECTBJSET CJIeyIOLIUe
byHKLWU:

4.1. OpraHu3yeT npueM JOKYMEHTOB MOCTOSSHHOTO M BpeMeHHOro (cBbie 10 jer)
CPOKOB XpaHeHWs, B TOM UHC/ie TI0 KaJ[paM W BOCIIMTaHHHWKAM, 0Opa30BaBIIMXCS B
nesitenbHOCTU [IOY, B COOTBETCTBUM C YTBEPXKAEHHBIM I'Pa(UKOM.

4.2. O6ecrieurBaeT COXPaHHOCTh U BeJIET YUeT JOKyMEeHTOB U (hOH/I0B, HAaXOZSAIINXCS
Ha XpaHeHWU B apXHBe JIOITKOILHOTO 00pa30BaTe/IbHOTO YUPEeXKAeHHSI.

4.3. TlpencraBnsieT B TOCYJapCTBeHHbIM (MyHULMMAbHBIM) apXHWB YYeTHbIe
cBefieHUs1 00 oObemMe M COCTaBe XpaHSIMXCS B apxXWBe JIeTCKOr0 caZia JIOKyMeHTOB
ApxuBHoro ¢oHga Poccuiickori ®Pefepallid U JAPYTUMX apXWBHBIX [JOKYMEHTOB B
COOTBETCTBUM C TMOPSIAKOM TOCYJapCTBEHHOrO ydyeTa AOKYMEHTOB ApXWBHOro (oHja
Poccurickon ®@eneparum.

4.4, CucrtemaTvsvpyeT U pasMelllaeT JOKYMEHTHI, IOCTYyIMaroljie Ha XpaHeHue B
apxuB /IOY, o6pa3oBaBIIMecs B X0/ie OCYIL[eCTBIeHUs [esiTeTbHOCTH YUpPeXIeHHsI.

4.5. Pa3pabarbiBaeT rpadmKy Tipe/iCTaB/IeHUs OIKCel Ha paCCMOTpPeHHe YKCIIePTHO-
MIPOBEPOYHOM KOMMCCUM U Tiepefiaud [JOKyMeHTOB ApxuBHOro ¢doHza Poccuiickoi
denepaliuy Ha XpaHeHWe B FOCYIapPCTBEHHbIN (MyHULIMIA/IbHBIN) apXUB.



4.6. Ocy1jecTsisieT MOATOTOBKY U Ipe/CTaBIIsieT:

Ha paCcCMOTpeHMe M COrjlacOBaHHe 5SKcrepTHOM kKomuccuu [OY omwmcu gen
MOCTOSTHHOTO XpaHeHHs, BpeMeHHbIX (CBbillie 10 /ieT) CPOKOB XpaHEeHUs, B TOM UHUCJIe 10
KaZpaM U BOCIIMTaHHUKAM, a TaK)Xe aKTbl O BbIJE/IeHUM K YHUUTOKEHUI0 apXUBHbIX
JOKYMEHTOB, He TIOJjIe)KallliX XpaHeHHI0, aKThl 00 yTpare [JOKYMEHTOB, aKThl O
HEUCTIPaBUMBIX MOBPEXIEHUSX apXUBHBIX JOKYMEHTOB;

Ha YTBep’K/leHWe 3KCIepPTHO-TIPOBEPOUYHONM KOMHCCHUM YTOJHOMOYEHHOTO OpraHa
WCTIOJTHUTE/IbHOM BilacTu cybbekta Poccuiickoii denepaiiuu B cepe apXWBHOTO jesa
(manee - OITK apx1MBHOIO yupexXieHus1) OMTMCH Jie/1 TOCTOSIHHOTO XpaHeHUsl;

Ha cornacoBane DIIK apxuBHOro yupexaeHus cyobekTa Poccuiickoit ®@eneparu
(MyHMLMITAJILHOTO apXUWBa), B C/y4ae HaZleJIeHHUs ero COOTBEeTCTBYHOLMMU ITOJTHOMOUHSIMH,
OMMCH JieJ1 TI0 TMYHOMY COCTaBYy;

Ha cornacoBadre DIIK apxuBHOro yupexaeHHus cyObekTa Poccuiickoit ®Degeparmm
(MYHMLMIIAJILHOTO apXUBa), B C/ydae HaJleJIeHHs ero COOTBETCTBYHOLMMU MTOJTHOMOUHSIMH,
akKThl 00 yTpaTe [OKYMEHTOB, aKThl O HEWCTIPAaBUMbIX TIOBPEXIEHUSIX apXUBHBIX
[IOKYMEHTOB;

Ha yTBepxXzeHue 3asefyroiiemy J1OY onucu e MOCTOSTHHOIO XpaHEeHWs], OMUCU
BpeMeHHbIX (cBbillle 10 /1eT) CPOKOB XpaHeHMsl, B TOM UHWCJ/e OMUCH [ie/l TI0 KajpaM U
BOCIIMTAaHHUKAM, aKTbl O BbIeJIEHUA K YHUUTOXXEHWIO apXMBHBIX [IOKYMEHTOB, He
Mo//IeXKaluX XpaHeHWI0, aKThl 00 yTpaTe [JOKYMEHTOB, aKThl O HEUCIPaBUMbIX
MOBPEX/IEHUSX apXWMBHBIX [JOKYMEHTOB, yTBepKAeHHble (cornacoBaHHbie) IIIK wnu
roCyZlapCTBEeHHBIM apxXuBOM CybbekTa Poccuiickoit ®Penepaimu  (MyHULATIATEHBIM
apXyWBOM) B C/Tyuyae HaJleJIeHHUs ero COOTBETCTBYHOIMMU ITOTHOMOUUSIMHU.

4.7. Opranu3syeT nepejiauy JoKyMeHTOB ApxuBHOro poHa Poccuiickoit efepariyu
Ha MOCTOSTHHOE XPaHeHWe B rOCYapCTBEHHbIN (MyHULMITA/IbHBIN) apXUB.

4.8. OpraHusyerT U TIPOBOJWT 3KCIIEPTHU3y LEHHOCTU [OKYMEHTOB BpPEMEHHBIX
(cBbime 10 s1eT) CpOKOB XpaHeHUs, HAXOASALIMXCS Ha XpaHeHuM B apxuBe [JOY B wessx
otrbopa JOKYMEHTOB [I7Is BK/IFOUeHHs B cocTaB ApxuBHOTO (hoHza Poccuiickoii @eepariny,
a TaK)Ke BbISIBJIEHUS [JOKYMEHTOB, He MO/JIeKall[iX AaJbHenIIeMy XpaHeHUI0.

4.9. YuactByer B paboTe 3KCIepPTHOW KOMHUCCUU JOIIKOJBHOrO 00pa30BaTe/IbHOTO
yUpeXeHus.

4.10. TITIpoBoguT MeponpusTUs TI0 0O0eCreueHHUI0 COXPAHHOCTH [JOKYMEHTOB,
HaXOA[MXCS Ha XpaHeHuU B apxuse [JOY.

4.11. OpranusyeT uH(GpOpMHUPOBaHHe aJIMUHUCTpALX U paboTHUKOB JJOY 0 cocTaBe
Y COZIep’KaHUM JOKYMEHTOB apXuBa yUpeXKIeHUs.

4.12. NudopmupyeT TmoJib30BaTe/ieid TI0 BOMPOCAM MeCTOHaXOKJeHUsl apXWUBHBIX
JIOKYMEHTOB.

4.13. Opranu3yeT BbiJjauy JOKyYMEHTOB U fieJl /iis1 pab0ThI B UATa/IbHOM 3ajie UK BO
BpeMeHHoOe I10J/Ib30BaHue.



4.14. VcnoniHseT 3arpockl T0/Ib30BaTeNield, BbIaeT apXUBHbIE KOMWU JOKYMEHTOB,
apXVBHbIE BBIMTMCKU U apXUBHbIE CIIPABKH.

4.15. BefieT yueT UCI0/Ib30BaHus JOKYMeHTOB apxuBa [10Y.

4.16. Co3paer (OHA TIO/JB30BaHUSI apxXuBa JeTCKOr0 caja U OpraHu3yeT ero
VICII0/Ib30BaHue.

4.17. OcyujecTB/isseT BeJeHHe CIIPaBOYHO-TIOUCKOBLIX CpeACTB K [JOKyMeHTam
apxuBa [JOY.

4.18. Co3pgaer, TOMNOJHSIET M COBEPLIEHCTBYET HAay4YHO-CIIPABOUHBIM anmnapar K
XPaHSALMMCS B apXUBe JiefiaM U JOKyMeHTaM.

4.19. YuactByeT B pa3paboTKe JOKYMEHTOB YUpPeKIeHHS IO BOMPOCaM apXWBHOTO
Jlefia v [IeIorpor3BOICTBaA.

4.20. Oka3bIiBaeT MeTOAUYECKYH0 ITIOMOLLb:

ciy>kbe  menoripousBogcTBa  JJOY B cOCTaBeHMM HOMEHK/IATyphl — Jedl,
dbopmupoBaHud U 0MOpPMJIEHUU Jie/l, KOHTPOIUPYeT MpPaBWIbHOCTb (DOPMUPOBAHUS U
oopmsieHus e B 1e/I0TIPOU3BO/ICTBE;

CTPYKTYPHBIM TTOZipa3/iefieHussM U pabotHuKam [10Y B MOATOTOBKE AOKYMEHTOB K
repejiaye B apXuB ZI€TCKOrO Caja.

4.21. Y4yacTByeT B MpPOBeJEHUM MEPOINPUITUM MO TOBBIIIEHUIO KBa/JIA(PUKALIUU
pabOTHUKOB apxuBa U CIOYy)KObl [1eJI0NMPOM3BO/CTBA JOIIKOJLHOTO 00pa30BaTe/bHOTO

yupeXJeHus.
5. IIpaBa apxuBa

J17151 BBITIOJIHEHUS BO3/IOXKEHHBIX 3aZiau U (DYHKLWM JTUL[0, OTBETCTBEHHOE 3a apXUB,
VIMeeT I1paBo:

5.1. TlpeacTaBniATh 3aBeAyIOIEMY AOIIKOJbHBIM 00pa30BaTe/IbHbIM YUPEXIeHHEM
Tipe//I0KeHus [0 COBEPILIEHCTBOBAHMIO OpraHU3aliuy XpaHeH s, KOMITJIEKTOBaHUS, yueTa U
VICI10/Ib30BaHUs apXUBHBIX JOKYMEHTOB B apxuse [10Y.

5.2. KoHTpo/IMpoBaTh BBIMOTHEHNE YCTaHOB/IEHHBIX MPaBU/I pabOThI C JOKYMeHTaMH1
B CTPYKTYPHBIX MO/PAa3/Je/IeHUsIX YUpPeXXJeHUs.

5.3. 3arpaimBaTh OT CTPYKTYPHBIX To/ipa3iesieHuit 1 paboTHUKOB [JOY cBefieHus,
HeobOXo/uMble s pabOThl apxwiBa, C YyueTOM oOecrieueHus1 BBITIOTHEHUS BCEX
BO3JIO’)KEHHBIX Ha apXMB 3a/jay U (PYHKLUM.

5.4. [laBaTb pa3bsCHeHUS U PpeKOMeHJalUu TI0 BOIpOCaM, BXOJASLMM B
KOMTIETEHLIUIO apXUBa JIOIIKOILHOT0 06pa30BaTe/IbHOTO YUPeKIeHMs.

5.5. UWHdopmupoBaTh CTPYKTYpHble TiOfpa3fiefieHusi [eTCKOro caja o
HeoOXOUMOCTH Tiepe/laul [JOKyMEHTOB B apXWB B COOTBETCTBHH C YTBEPXKAEHHBIM
rpaukom.



5.6. [IpyHMMaTh yuacTHe B 3aCe/laHUSIX IKCTIeEPTHOM KOMMCCHH YUPeXIeHHs, a TaKxKe
B 9KCIIEPTHO-TIPOBEPOYHON KOMUCCUM YTIOJITHOMOYEHHOT'0 OpraHa UCTOJ/IHATe/TbHOM B/1aCTU
cyonekTa Poccutickoit defepaiyu B chepe apXUBHOTO fiefia.

6. OTBeTCTBEeHHOCTH 3a (PYHKLIMOHMPOBaHUE apXuBa

6.1. Ha3HaueHHOe nipukasom 3aBezyroiero JOY nuLo, OTBETCTBEHHOE 3a BeJeHHe
apXvBa, HeceT TepCOHaIbHY0 OTBETCTBEHHOCTb 3a:

BBITIOJIHEHWE BO3/I0)KEHHBIX Ha apxwB 33Jady M (YHKUUA B COOTBETCTBUM C
JIeUCTBYIOIIMM 3aKOHOAATenbCTBOM Poccurickon ®@enepanuy;

OpraHu3alui paboTkl apXrBa, CBOeBpeMeHHOe 1 KBaU(HUI[MPOBaHHOE BHITIOJTHEHHE
TPYKa30B, pACHOPSDKEHUM, TMOPYYEHHWM BBILIECTOSIEr0 PYKOBOZCTBA, JeWCTBYIOIIUX
HOPMAaTHUBHO-TIPaBOBBIX aKTOB 10 CBOEMY MPOGUIIO [esiTeTbHOCTH;

paijuoHa/sibHOe U 3¢ (deKTUBHOe HCI0b30BaHWEe MaTepUasbHbIX, (PMHAHCOBBIX U
Ka/IpOBBIX PECYPCOB;

COCTOSIHME TPY/IOBOM U WCMOJIHUTE/NbCKOM AUCLUIUVIMHBI B apXWBe, BBIMOJHEHUE
CBOMX (DYHKI[MOHABHBIX 00s13aHHOCTEM;

cobro/ieHre TpaBU/I BHYTPEHHET0 pacropsifika, CaHWUTApHO-
MIPOTHUBOAIHUEMUYECKOTO Ppe)KrMMa, TPOTHUBOIOYKApHOM 0e30MacHOCTM U TeXHUKH
0e30MacHOCTY;

BeJleHWe [OKyYMeHTaluy, [peJyCMOTPEHHOM [eWCTBYIOL[MMU HOPMAaTHUBHO-
TIPaBOBbIMU JOKYMEHTaMU;

MpeloCTaB/IeHWe B YCTAaHOB/IEHHOM MOPSiKe JOCTOBEPHOM CTaTUCTUYECKOU U MHOU
MH(MOpMaIMK O [esiTeTbHOCTU apXUBa;

TOTOBHOCTB apX1Ba K paboTe B yC/IOBHUSX Upe3BbIUaliHBIX CUTYalL[HH.

6.2. OTBeTCTBeHHbIE 3a BeJjleHHe [1e/I0NPOM3BO/CTBA, MIOATOTOBKY U Ipe/CTaB/ieHue
JIOKYMEHTOB Ha XpaHeHWe B apXuB, Ha3HauaroTcs 3aBeayroum 10Y.

7. KomnieKToBaHue apxyuBa

7.1. [ToAroTOBKAa JOKYMEHTOB K Tlepejiaue B apXUB JIOIIKO/JILHOT'O0 00pa30BaTe/IbHOTO
yupeX/leHUs] BK/IF0YaeT SKCIepTH3y HayYHOM W TIPaKTUUeCKOM L|eHHOCTH [IOKYMEHTOB,
oopM/ieHue fiesl, COCTaB/IeHHUEe OMUCH.

7.2. JKCIiepTr3a LIeHHOCTH JJOKYMeHTOB:

9KCIepTr3a LJeHHOCTU JOKYMEHTOB — Orlpe/ie/ieHHe LIeHHOCTU JOKYMEHTOB C L{eJIbI0
orbopa WX Ha XpaHeHWe W YCTaHOBJieHHWEe CPOKOB XpaHeHWs. JKCIepTH3y LeHHOCTU
noKyMeHTOB B ZIOY ocCyliecTB/sieT TOCTOSTHHO JAeMCTBYIOLIAS SKCIIepTHAasE KOMUCCHS;

JKCIepTHas KOMMCCHS Ha3HayaeTcs MpukasoM 3aseayroujero IOY. B cocras
SKCIEePTHOM KOMHCCHUM BK/IKOYAlOT HE MeHee TpexX COTPYJHUKOB, B TOM 4YMC/e B



o0si3aTeTbHOM TIOpSIIKe JIMI[0, OTBETCTBEHHOE 3a Be/leHHWe apXvBa [IeTCKOTO Caja.
CekpeTtapeM 3KCIepTHOM KOMUCCUU Ha3HavaroT cekperaps JOY. DKcriepTHast KOMUCCHUS Ha
3acelaHUsIX pacCcMaTpuBaeT: HOMEHKJ/IaTypy el JeTCKOro Caja, OIMUCH el IIOCTOSTHHOI'O
XpaHeHUs U T10 JIMUHOMY COCTaBY, aKThbl Ha JJOKYMEHTHI, BbiJle/iseMble K YHUUTOXXEHUIO.

7.3. Odopmienue per:

Jlefla  TIOCTOSITHHOTO XPaHeHWsl TIO/IIMBAIOTCS B TBEPAYIO OOJIOKKY TIPOYHBIMH
HUATKaMHu. JIMCTbI HyMepyloTCA B MPaBOM BepXHeM YIJIy TIPOCTbIM KapaHJalloM.
KonmuecTBO /IMCTOB B KaXKAOM Jejie He OO/DKHO mpeBbiiate 250. B KOHLe [esa Ha
OT/leJIbHOM JIMCTe COCTaBJISIeTCS 3aBepUTe/IbHast HaAIUCh;

Ha 00/I0KKe /ie/1 IOCTOSIHHOTO XpaHeHUsl JO/DKHbI ObITh MPOCTaB/IeHbl CreyHoIIue
PEKBU3UTHL: MOJHOE HAaWMEHOBaHWe BBILIECTOSIeN OpraHv3alyy, HaumeHoBaHue [10Y,
HOMep (MHJEKC) Je/ia MO HOMEHKJIaType, 3aroJ0BOK Jienia, KOJWYEeCTBO JIMCTOB, CPOK
XpaHeHUsI WM OTMeTKAa «XPaHUThb TTOCTOSTHHO», HoMep (OH/a, OTTUCH, /iea;

10 OKOHYaHUM JIeJIOTIPOM3BO/CTBEHHOTO rojla B O(QopM/eHHbIe OOJIOKKU e
TIOCTOSTHHOTO XpaHeHUsl BHOCATCA HeoOXOAWMble YTOUHEHHWs: B 3aroJIOBKUA [ief,
CoZleprKall[iX PacropsAUTe/bHbIe TOKYMEHTHI (MPHKa3sbl, TPOTOKOJIbI), BHOCSTCS HOMEpa;
eId ZIeJi0 C MePernrcKOu COCTOUT U3 HECKOJIbKMX TOMOB, B KaKJOM TOME yKa3bIBaeTCsl
KOPPEeCHOHZEHT, aBTOP, TEPPUTOPUS, APYrUe AaHHble. B KaXK[joM TOMe yKa3bIBaeTCs Jara
(urcso, MecsLl, TOJ) Hauasaa U OKOHYaHUS JaHHOTO ToMa. TouHbIe JaThl MPOCTaB/ISIOTCSA Ha
00noXKax [/s1 ObICTPOTrO TOMCKAa [JOKYMEHTOB B TIOC/eAyIOLeM; W3 3aBepuTebHOMN
HaZMUCH Ha 0O/I0XKKY [ie/ia BHIHOCUTCSI KOTMUeCTBO JIMCTOB B fiefie;

HaZIMMCU Ha 00JI0’)KKaX /iesl TIOCTOSSHHOTO U ZI0ITOBPEMEHHOT'0 XpaHeHUsl Crieflyer
TIPOU3BOJIUTH YETKO, CBETOCTOMKWMH YepHU/IAMY;

IS yueTa KOJIMueCTBa JIMCTOB B Ziesie M GUKCAl[ii 0COOeHHOCTe UX HyMepaluu Ha
OT/IeJIbHOM JIMUCTEe COCTAaBJISIETCS 3aBepUTe/IbHAast HA/ATUCh;

B 3aBepUTeIbHOU HA/IMUCU YKa3bIBaeTCsl KOJIMUeCTBO JTMCTOB (LM(pamMu U MPOMUCHIO)
B Jlesie. 3aBepuTesibHasg HAJAMMUCh TOAINMCHIBAETCS COCTaBUTe/IeM C yKa3aHUeM ero
JOJDKHOCTU U [JaThl COCTaBJIeHNUS;

BHYTPEHHSISI ONUCh COCTaBJIIETCS K JlejlaM MOCTOSTHHOTO U [J0JITOBPEMEHHOT O (CBbILLe
10 net) cpoka xpaHeHusi, C(OOPMHUPOBAHHBIM MO Pa3HOBU/IHOCTSIM JOKYMEHTOB, 3ar0JIOBKU
KOTOPBIX He pacKpbIBalOT KOHKPETHOE CO/lep>KaHue JOKyMeHTOB (0Co00 1ieHHbIe, TUUHbIe
Jena u fip.).

7.4. Onvcanue JOKYMEeHTOB MOCTOSHHOI'O CPOKa XpaHeHUs:

OMMCH COCTABJ/ISIFOTCS Pasfie/IbHO Ha Jiesia MOCTOSIHHOTO XpaHeHUsl M0 OCHOBHOU
JleATeJIbHOCTU U Ha JieJia 110 JIMYHOMY COCTaBYy;

OMMCH COCTABJIIFOTCSA [e0NPOU3BOAUTENEM;

OMUCh BeJIeTCS B eJUHOM BaJIOBOM HyMepal[My B TeUeHUe HEeCKOJIbKUX JIET;

Ha /leJia C UCTEeKIITUM CPOKOM XPaHEHHsI COCTaB/ISIeTCS aKT 00 YHUUTOKeHWUH;



10 OKOHUYAaHWH [Ie/IoNPOM3BO/ICTBeHHOr0 ToZa B IOY mpou3BoguTcs oTOOD
JIOKYMEHTOB IMIOCTOSSHHOI'O CPOKa XpaHeHH!s [IJisl BK/IFOUeHHUs UX B OIKUCh. OTIUCh COCTOUT U3
IOZIOBBIX pas3/iesioB, BHYTPU rojia Aesa pacriosiaratoTcs 1o CTereHu 3HaYMMOCTHU C y4eTOM
HOMHHAJ/IbHOT'O NPUHIIUIIA (B COOTBETCTBUU C HOMEHK/IAaTyPOU yUpeKJeHu s );

OMUCHU COCTABJ/ISIFOTCA pasfie/lbHO Ha Jiesia TIOCTOSSHHOTO XPaHeHWs! M0 OCHOBHOMU
[leATeJIbHOCTU U Ha JieJia I10 JIMYHOMY COCTaBYy;

OIMCH COCTABJISIFOTCS CeKpeTapeM.

7.5. [lesla BpeMeHHOTr0 XpaHeHUs O(POPMJISIFOTCS YTIPOILLeHHO: OHY He MO/IIIWBat0TCS,
JIUCTHI B HUX He HYMEePYIOTCsl, yTOUHeHWe Ha 00J/I0)KKaxX He MPOU3BOUTCS, OMKCH Ha Jieia
He COCTaBJIAOTCS, YUYeT BeJ|eTCS 10 HOMEHK/IaType Jerl.

8. Yci10Bus XxpaHeHUs JOKYMEHTOB apXuBa

8.1. [JokyMeHTBl apxXxvBa XpaHATCA B AaAPXMBOXPaHWIHIE [OLIKOJbHOIO
oOpa3oBaresibHOTO yupexaeHus. 8.2. He foryckaeTcsi pa3MelijeHHe apX¥vBa B TOBaTbHbBIX
Y Yep/lauHbIX MOMEIeHUsIX JeTCKOro Caja.

8.3.  ApXUBOXpaHWIMII|e [O/DKHO OBITh  yZajieH0 OT  jabopaToOpHBIX,
TIPOM3BO/ICTBEHHBIX, OBITOBBIX TTOMEILeHHUI U He UMEeTh OOIIUX C HUMU BEeHTHISAL[OHHBIX
KaHa/0B. ADXUBOXPaHWIHWILE OTAEeNsIeTCI OT COCEJHUX ITOMEIleHUM HeCcropaemMbIMU
CTeHaMU U TIepeKphITUSMHU C Tpe/ie/laMM OTHECTOMKOCTM He MeHee [ByX 4acoB. B
apXVUBOXPaHWIMIIE He JOIyCKaeTcs TIPoKiajaka TpyO BomocHaOXXeHMsI M KaHa/IA3aluH,
TeXHOJIOTMUeCKre Uk ObITOBbIe BHIBO/IbI BOJBI.

8.4. ApxuBOXpaHWIMlle [O/DKHO HUMeTb eCTeCTBEeHHYH0 WM UCKYCCTBEHHYIO
BEeHTHUJISILIUIO, 00eCrieunBaroIly0 PeLMPKYJIALAI0 BO3/[yXa, CTaOM/IbHOCTh TeMIlepaTypHO-
BJI&KHOCTHOT'O PeKHMa.

8.5. Bce mnocrynaronue B apxuB OY [0OKyMeHTBl pasMeljarOTcs B
apXWBOXPaHWIWILAX Ha CTaLMOHAPHBIX W/ WX NepeBKHBIX MeTa/JTMYeCKUX CTe/IaKax, B
MeTasInueCcKUx IkKadax Ui KoHTeliHepax.

8.6. Cre/iaXkul I0/KHBI OBITH YCTAaHOB/IEHBI TIEPIIEHANKYJ/IIPHO CTeHaM C OKOHHBIMH
npoeMaMH, a B TIOMellleHHHd 0e3 OKOH - C yueToM O0cCOOeHHOCTell TIOMeI|eHUs U
obopyaoBanusi. He momyckaercst pa3melrieHye CTesjiakeld BIVIOTHYIO K HapY>KHBIM CTeHaM
3/1aHUs ¥ K UICTOYHHKaM Terwia.

8.7. PaccraHOBKa CTe/jiaked M IIKa(oOB OCYLIECTB/ISETCS B COOTBETCTBUU CO
C/leyOIMMU TpeOOBaHUSIMU:

paccTosiHie MeXy psijlaMuy CcTesiiaxkel (T/IaBHBIM Npoxo/) — He MeHee 120 cwm;

paccTosiHve (TpoXo/]) MeXXAy CTe/lJlakaMU — He MeHee 75 CM;

pacCTosIHHEe MeXXAy HaPY>KHOW CTEeHOU 3/1aHUs U CTeJlJIayKaMU, Mapaslyie/IbHbIMUA CTeHe
— He MeHee /5 CM;

paccTosiHUe MeX/y CTeHOW U TOPLIOM CTeJijiayka uiH Ikada (06xof) — He MeHee 45
CM™;



paccTosiHie MeyKIy TI0/IOM U HU»KHel MoJIKoM cTesinaxa (irkacda) — He MeHee 15 cMm, B
LIOKOJ/TbHBIX 3Takax — He MeHee 30 cm.

8.8. [IpoTHBOMOKapHbIM PEXXUM B aDXUBOXPaHWIHLLIE, re pa3meliaetcs apxus 10V,
yCTaHaB/IMBaeTCs: B COOTBeTCTBUM C [IpaBuWaMu TIPOTHMBOIOXApHOIO peXyMa B
Poccuiickoii @eneparuu ot 16 centsiopst 2020 roga Nel1479.

8.9. ApXvBHbIe JOKYMEHTHI C/Ie[lyeT XPaHWUTh B TEMHOTE.

8.10. 3ammrTa [JOKYMEHTOB OT /eWlCTBUsI CBeTa obecrieurBaeTcsi XpaHeHHEM
JNIOKYyMEHTOB B KOpOOKax, Tlarkax U mepervieTax, B iikadax WK Ha CTeslaykax 3aKpbITOTO
THIIA.

8.11. YpoBeHb WMCKYCCTBEHHOI'O OCBell[eHUs B KHUTOXPAaHWIUIAX [JOJ/DKeH
cocTaByAaTh He MeHee 100 /rOKC.

8.12. B apxuBoxXpaHuIMile [ XpaHeHUs [JOKYMEHTOB YyCTaHaB/IMBAKOTCS
CeyIOIIe apaMeTphl TeMIlepaTypPHO-B/Ia)KHOCTHOTO PeKUMa:

JJIsT XpaHeHWsl JOKyMEeHTOB Ha OyMa)kKHOM HocuTesie — Temriepatypa 17-19°C,
OTHOCHUTeJIbHasl BJIaXKHOCTb Bo3ayxa — 50-55%.

8.13. ITomelijeHHs1 apX¥Ba [IOIIKOIBHOTO 00pa30BaTebHOTO YUPEXAEeHUS JO/DKHbI
COZep>KaTbCsl B YMCTOTE, B YC/I0BUSIX, UCK/IFOYAIOLLIMX BO3MOXXHOCTD TIOSIB/IEHUS T/IeCEHH,
HaCEeKOMBbIX, TIbL/IH.

9. 3ak/TloUUTe/IbLHBIC T0/I0)KeHUA

9.1. Hacrostiee ITonoxxeHue 06 apxvBe sSIB/ISIETCS JIOKaTbHLIM HOPMaTHBHBIM aKTOM,
npuHUMaeTcsi Ha OOmeM cob6paHuM pabOTHMKOB JOIIKOJLHOTO 00pa30BaTe/bHOTO
yupeXx/ieHus1 U yTBepKgaeTcs (mbo BBOAUTCS B AeiicTBUe) 3aBeytomum 10Y.

9.2. Bce wusMeHeHus W [OINOJIHEHUs, BHOCUMBIe B Hactosiujee I[lonokeHue,
o opM/ISIFOTCS B MMCbMEHHOW (hopMe B COOTBETCTBUM JIEMCTBYIOIIUM 3aKOHO/IaTeTbCTBOM
Poccutickon ®enepalium.

9.3. Tlonoxenwe o0 apxuBe [JOY TmIpUHMMaeTCs Ha HeoIlpe/eNeHHbI CpOK.
N3meHenus v gomnosiHeHUs1 K [10/10)KeHUI0 MPUHUMAIOTCST B MOPsA/IKe, TIpeAyCMOTPEHHOM
1.9.1. Hacrosiero [TonoxxeHwus.

9.4. Tlocne mpunaTus IlonokeHust (MM M3MEHEHWW U JIOTIOJTHEHUWM OT[ie/TbHbIX
MyHKTOB W pa3/ieJioB) B HOBOW peflakl[id MpeAblayilas pefaKiusi aBTOMaTHUYeCKU
yTpauuBaeT CUJY.



