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1. O0mue noJoKEeHUs

1.1. Hacrosimee Ilonoxenue 00 apXuBe JIOY pa3paboTaHo Ha OCHOBAHMH
[IpuMepHOro  IOJIOKECHUS 06 apxuBe OpraHM3allMH, YTBEPXKICHHOIO IIPUKa30M
denepabHOTO APXUBHOIO areHTCTBA Ne 42 ot 11 anpess 2018 roja ¢ U3MCHEHUAMH Ha 9
Mast 2021 Masi, B COOTBETCTBHHU ¢ DefepalbHbM 3aKOHOM Ne 273-®3 ot 29.12.2012 rona
«O6 obpasoBanuy B PoccHiCKO# @ezepalk» B PEAKI|K OT S nexabps 2022 rona,
IprikazoM MUHKYJIBTYPBI Poccur oT 31.03.2015 Ne 526 "OG yTBEpXKICHHM IpaBull
OpraHM3alMH XPAHCHWs, KOMIUICKTOBaHHA, yyeTa M HCINOJB30BaHUA JOKyMCHTOB
ApxuBHOTO (QoHMIA Poccuiickoit Dejiepaly ¥ APYTAX apXUBHBIX AOKYMCHTOB B opraHax
rocyapCTBEHHOH BIaCTH, OpraHax MeCTHOTO CaMOYIIPABJICHHA U opraHu3anusax", Y CTaBOM
JIOIIKOIBHOTO 00Pa30BaTeIbHOTO yIPeKACHHUA.

1.2. aunoe ITonoxxenue 06 apxuBe JIOY ompeenser cocTaB IOKyMCHTOB apxuBa
JIETCKOTO cajia U yCJIOBUS MX XpaHCHMI, yCTaHABIIMBAET 33/[a4, HAa3HAICHAC 1 byHKIHMH
apX¥Ba, PErNIAMEHTHPYET NEATCIBHOCTD JIHLL, OTBETCTBEHHBIX 3a BEJCHHE apxuBa B
JIOIIKOJIBHOM 00pa30BaTeIbHOM YUPEIKACHHH.

1.3. B cBOEii IEATENLHOCTH apXHUB PYKOBOACTBY €TCA ®eepabHBIM 3aKOHOM No 125-
®3 ot 22.10.2004 roga «O0 apXWBHOM JICTIC B Poccuiickoii Penepanum» ¢ UISMCHCHUAMHA
ua 11 mroms 2021 roja, HOPMATHBHBIMU NPABOBBIMU AKTAMH Poccuiickoit deaepanvy,
cy6bexra Poccuiickoit @enepaniu B chepe apxXMBHOro nejia H ZIEJIOTIPOU3BOJICTBA,
JIOKAITBHBIMHA HOPMATHBHBIMU aKTaMH JIOLIKOJIEHOTO 06pa30BaTeIbHOr0 YUPEKACHHA.

1.4, Jloxymentsl JIOY, HMEIOMHUC HCTOPHMUYECKOE, KyJIBTYPHOS, HAy4HOEC,
COLMAIBHOE, SKOHOMMYECKOE ¥ IOJIUTHIECKOE 3HATCHUC, COCTABJIAIOT T'OCYIapPCTBCHHYIO
yacte ApxuBHOTO (QoHzIa Poccuiickoit Denepamyy, ABJISIOTCS COOCTBEHHOCTBIO
rocyfapcTBa M IIOICKAT [OCTOAHHOMY XPaHEHHIO B TOCYJapCTBEHHBIX apXUBAX
Poccuiickoit ®epmeparmu. Jlo nepenadd Ha rOCY/IApCTBEHHOE XPaHCHWE JaHHbIC
JIOKYMEHTBI BDEMEHHO XPaHATCS B AOLIKOILHOM 06pa30BaTeIbHOM YUPEKICHHH.



1.5. B IOV nns xpanenust nokymeHToB ApxuBHoro ¢ouaa Poccuiickoit @eaeparuu
Y 3aKOHYEHHBIX JICJIONMPOU3BOJICTBOM JOKYMEHTOB MTPAKTUUYECKOTO HA3HAYEHUSI, UX 0TOOPa,
y4deTa, MCIOJIb30BaHUs U TOATOTOBKY K NIEpeiaue Ha rOCYJapCTBEHHOE XPaHEHUE CO3/IaeTCs
apXuB.

1.6. ApxuB co3naercs Kak CaMOCTOATENIBHOE OAPA3AEIEHUE, BO3TIIABIISIEMOE JIULIOM,
OTBETCTBEHHBIM 32 BEJEHUE apXuWBa COTJACHO MPHUKA3y 3aBEAYIOIIEr0 JOIIKOJIbHBIM
00pa3oBaTeIbHBIM YUPEKICHUEM.

1.7. YupexneHue AOUIKOJIBHOTO 00pa30BaHUsl 00ECIIEYMBaET apXUB HEOOXOIUMbBIM
NOMEIlIEHUEM, 000PY/IOBAaHUEM U KaJIpaMHu.

1.8. JlomkonbHOE 00pa3oBaTeNbHOE YUPEKIEHUE 00€CIeUnBAET COXPAHHOCTb, YUET,
oTOOp, YHOPSJOYEHUE U HCIONb30BaHUE NOKyMEHTOB ApxuBHoro (onga Poccuiickoi
Oenepanuu, o00pa3yrolUXcs B ero jaedarenbHocTH. (ObOecrneurBaeT CBOEBPEMEHHYIO
nepeayy 3TUX TOKYMEHTOB Ha TOCY/IapCTBEHHOE XpPaHEHHUE.

1.9. Bce paboTbl, CBSI3aHHBIE C TOJTOTOBKOW, TPaHCHOPTUPOBKON W Mepeaadeit
ApPXUBHBIX JOKYMEHTOB, IPOU3BOASATCS CHJIAMH U 3a CUET JIETCKOTO caja.

1.10. 3a yrpaty u nopuy nokyMeHToB ApxuBHoro (onma Poccuiickoii denepanun
noipkHocTHhIe Jiniia JIOY HecyT OTBETCTBEHHOCTh B COOTBETCTBUM C JCHCTBYIOIIUM
3aKOHO/ATEIbCTBOM.

1.11. ApxuB pgeTckoro cama paboTaeT COIVIACHO IUIaHy, YTBEPKIaeMOMY
3aBEAYIOIIMM JOIIKOJIBHBIM 00pa30BaTEIbHBIM YUPEKIEHUEM U OTYUTHIBACTCA MEepel] HUM
B CBOEH paborTe.

1.12. KoHTponb neATenbHOCTH apXuBa OCyIIECTBIsieT 3aBenyromuid JJOY, a B ero
OTCYTCTBUU — UCTIONHSIONINN 00SI3aHHOCTH 3aBEYIOIIETO.

2. CocTaB 10OKYMEHTOB apXHBa JIeTCKOr0 cajaa

2.1. B apxuB JIOY nocrymnator:

3aKOHYEHHBIE  JICJIONPOU3BOJICTBOM  YUPEKIEHUS JIOKYMEHTBI IOCTOSIHHOTO
XpaHeHus, o0pa3oBaBUIMECS B ACATEIbHOCTU CTPYKTYPHBIX MOJPA3ACICHUN, TOKYMEHTbI
BpeMeHHOTO (cBbimie 10 JeT) cpoka XpaHEHUs, HEOOXOIUMbIE B MPAKTUYECKON
NEeATENbHOCTH, JOKYMEHTHI IO KaJpaM U BOCIIMTAHHUKAM;

JOKYMEHTBI TOCTOSSHHOTO XpaHEHUss M MO0 JIMYHOMY COCTaBy OpraHu3alluii-
MPEAIIECTBEHHUKOB (ITPU UX HAJIUYHHN);

nuaHbIe (HOHABI BeTyIUX PAOOTHUKOB JETCKOTO caja (pyu UX HAJINYUN);

CITy>K€OHbIE U BEIOMCTBEHHbIE U3/IaHHUS;

CIIPaBOYHO-TIOUCKOBBIE CPEJICTBA K JIOKYMEHTAM M Y4Y€THbIE JOKYMEHThl ApXHUBa
JETCKOT0 caja.



2.2. Cpoku XxpaHEHUs JOKYMEHTOB B apXHUBE JOUIKOJIBHOTO 00pa30BaTEIbHOIO
YUPEKICHHUS  ONPENENSAIOTCS  COIJJaCHO CpOKaM, YKAa3aHHBIM B YTBEPKICHHOMN
HOMECHKJIAType ACIL

3. 3apaum apxusa J10Y

3.1. OcCHOBHBIMM 3aJJa4aMHU APXUBA SBIISIOTCS:

OopraHu3alus XpaHEHUs JOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pa3aenoM 2
Hacrosmiero Ilonoxenus;

KOMIUIEKTOBAaHUE apXuWBa JOKYMEHTaMH, OOpa30BaBUIMMHUCS B J€ATEIbHOCTU
YUPEXKICHUSI, OCYIIECTBISIONIET0 00PAa30BATENbHYIO 1€ATEIbHOCTD;

yuet, o0ecreueHne COXpaHHOCTH, CO3/JaHNE HAyUYHO-CITPAaBOYHOIO arapara;

UCIOJIb30BaHKE TOKYMEHTOB, HAXOIIUXCsl Ha XpaHeHuu B apxuse 10OV

NOJIFOTOBKA M CBOEBpPEMEHHasi Iiepelraya JIOKYMEHTOB ApXMBHOTO (oHa
Poccuiickoit denepaiy Ha TOCTOSSHHOE XPAHEHHE B TOCYIapCTBEHHBIN (MyHUITUTAIbHBIN)
apxuB;

METOJINYECKOE PYKOBOJICTBO U KOHTPOJIb 32 (OpMHUPOBAHUEM U OPOPMIICHUEM JIEIT B
JEJIOIIPOU3BOJICTBE JIETCKOTO €aJla U CBOEBPEMEHHOM Ilepefjaueil X B apXUB JOLIKOJIBHOIO
00pa30BaTEIBHOIO YUPEKICHUS.

4. OyHKUMH apXUBa

B cooTBeTCTBHMU C BO3J0KEHHBIMHU 3a/lauaMH apXWB OCYLIECTBIISET CIEAYIOIIHE
byHKIHN:

4.1. Opranusyetr npueM JOKYMEHTOB IOCTOSHHOIO M BpeMeHHOro (cBbiiie 10 mer)
CPOKOB XpaHEHHs, B TOM 4YHCJIE MO KaJpaM M BOCIHUTAaHHUKAM, OOpPa30BaBIIMXCS B
nesitenbHOCTH JIOY, B COOTBETCTBUU C YTBEPKICHHBIM TPa(QUKOM.

4.2. O0ecrieunBaeT COXpPaHHOCTH U BEAET y4€T TIOKYMEHTOB U (DOHIOB, HAXOIAITUXCS
Ha XpaHEHUHU B apXMBE JIOIIKOJIBHOTO 00pa30BaTEIIBHOTO YUPEKICHUS.

4.3. IlpencraBnser B TrOCYAapCTBEHHbIM (MYHULUIAJIbHBIA) apXUB YYETHBIC
cBeZieHUsI 00 O0BEME M COCTaBe XPAHAIIUXCS B apXHWBE JETCKOrO caja JOKyMEHTOB
ApxuBHoro ¢onaa Poccuiickoit ®enepauuu W JOPYrUX AapXUBHBIX JOKYMEHTOB B
COOTBETCTBHHM C TIOPSIKOM TOCYJAapCTBEHHOTO Yd4eTa JOKyMEHTOB ApXWBHOrO (poHma
Poccuiickoit @enepanum.

4.4. CuctemaTu3upyeT M pa3MeniaeT JOKYMEHTHI, MOCTYMAIINe Ha XpaHEHHUE B
apxuB JIOY, oOpa3zoBaBiinecs B X0/1¢ OCYIIECTBICHUS JEATEIbHOCTH YUPEKICHUS.

4.5. Pa3zpabatbiBaet rpauky MpeCTaBICHUS OMKUCEH HA PACCMOTPEHUE SKCIIEPTHO-
MPOBEPOYHOM KOMHUCCHM U Mepenadyd JOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit
®denepaluu Ha XpaHEHUE B FOCYIapCTBEHHBIN (MYHUIUIIATbHbBINA) apXUB.



4.6. OcymiecTBIISIET TOATOTOBKY M IPEACTABIISIECT:

Ha pPAacCMOTPEHME M corjacoBaHue sKkcneptHol komuccuu JIOY onucu nen
MOCTOSIHHOTO XpaHEHHUs, BpeMEHHBIX (CBbimIe 10 JIeT) CPOKOB XpaHEHUs, B TOM YHUCJE IO
KaJpaM ¥ BOCIHUTAaHHUKAM, a TAaKXE€ aKThl O BBIJICICHUM K YHUUTOXXEHUIO APXUBHBIX
JIOKYMEHTOB, HE TO/JICKAIIUX XPAaHEHUIO, aKThl 00 yTpaTe JIOKYMEHTOB, aKThl O
HEUCTIPABUMBIX MMOBPEKICHUSIX ApXUBHBIX JJOKYMEHTOB;

Ha YTBEPXKIEHUE JKCIEPTHO-TIPOBEPOUYHOM KOMUCCHHM YMOJHOMOYEHHOI'O OpraHa
WCIIOTHUTENRLHON BiacTu cyObekTa Poccuiickoit ®denepanun B cepe apXuBHOTO jena
(manee - DIIK apxXuBHOTO yupeKJaeHUs) ONTUCHU JIeT TOCTOSIHHOTO XpaHECHUS;

Ha corjacoBanue DIIK apxuBHOro yupexiaenus cyorekra Poccuiickoit denepanuu
(MYHUITUTIAJILHOTO apXKBa), B CIIydae HaJICJICHUs €T0 COOTBETCTBYIOIIMMU MTOJITHOMOYHSIMH,
OTHCH JIeN 0 JTUYHOMY COCTaBY;

Ha corjacoBanue DIIK apxuBHOro yupexaenus cyobekra Poccuiickoit denepanu
(MYHUITUTIAJILHOTO apXKBa), B CIIydae HaJICJICHUs €T0 COOTBETCTBYIOIIMMU MTOJITHOMOYHSIMH,
akThl 00 yTpaTre JOKYMEHTOB, aKThl O HEUCIPABUMBIX TOBPESKIACHUSAX apPXUBHBIX
JIOKYMEHTOB;

Ha yTBepkaeHue 3apeayromiemy JIOY omucu aen MOCTOSHHOTO XpaHEHHS, OMHUCH
BpeMeHHBIX (cBbIe 10 JieT) CPOKOB XpaHEHHUs, B TOM YHCIE OMUCU JeN MO KaapaMm u
BOCIIUTAHHUKAM, AaKThl O BBIACJICHUUM K YHHUYTOXEHUIO ApPXUBHBIX JIOKYMEHTOB, HE
NOJJISKAIIUX XPAHEHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEHUCIPABUMBIX
MOBPEKICHUSX apXUBHBIX JOKYMEHTOB, YTBEpXKIeHHble (cornacoBanHbie) OIIK wumm
rOCy/IapCTBEHHBIM apxXHBOM cyObekTa Poccuiickoit @Deaepanmu (MYHULIUNATbHBIM
apXrWBOM) B CJIy4Yae HaJI€JICHUS €r0 COOTBETCTBYIOIIMMU MTOJIHOMOYHUSMH.

4.7. Opranusyert nepenavdy J0KyMeHTOB ApxuBHoro (ouaa Poccuiickoit denepanmu
Ha MTOCTOSIHHOE XPaHEHHUE B TOCYJAPCTBEHHBIN (MyHHUIIMNIAIbHBIN) apXUB.

4.8. OpranusyeT W MPOBOAUT SKCHEPTU3Y LIEHHOCTU JIOKYMEHTOB BPEMEHHBIX
(cBpiie 10 51eT) cpokOB XpaHEHUSs, HAXOASAIIMXCS HAa XpaHeHuu B apxuse OV B mensx
oTOOpa JOKYMEHTOB JIJisl BKIIFOUeHHUs B coctaB ApxuBHOro (hoHaa Poccuiickoii denepanuu,
a TAaK)K€ BBISBJICHUS JOKYMEHTOB, HE MOJJIEKAIUX TaJIbHENIIIEMY XpaHEHHUIO.

4.9. YyacTtByeT B paboTe SKCHEPTHON KOMUCCHH JIOIIKOJIBHOTO 00Pa30oBaTEIHHOTO
YUPEKICHHUS.

4.10. IIpoBoauT MeEpOMNpPHUITHS 10 OOECHEYECHUI0 COXPAHHOCTH JOKYMEHTOB,
HaxXoAIINUXCS HA XpaHeHuu B apxuse [[OV.

4.11. Opranuzyet nnpopmupoBanre agrMuaucTpanuu u pabotaukoB JIOY o cocrase
U COAEPKAHUU JOKYMEHTOB apX1Ba YUPEKICHHUS.

4.12. UudbopmMupyeT MOJb30BATENICH MO BOMPOCAM MECTOHAXOXKICHHS apXUBHBIX
JIOKYMEHTOB.

4.13. Opranu3zyer BblJjauy JOKYMEHTOB U e 1Ji1 pa00Thl B YUUTATILHOM 3aJi€ WIH BO
BPEMEHHOE TMOJIb30BaHUE.



4.14. UcnonHseT 3ampocChl MOJb30BATEIEH, BBIIAET APXUBHBIE KOIIUU JTOKYMEHTOB,
aApXUBHBIE BBIIUCKU U APXUBHBIE CITPABKH.

4.15. Bener yuet ucnolib30BaHusa 10KyMeHTOB apxuBa J[OVY.

4.16. Co3pmaer ¢GoHA TMOJIB30BAHMUS apxXvBa JETCKOrO0 caja U OPraHu3yeT ero
UCIIOJIb30BaHUE.

4.17. OcyniecTBisieT BEIEHUE CIPABOYHO-TIOUCKOBBIX CPEICTB K JTOKYMEHTam
apxuBa JJOYVY.

4.18. Co3paer, MOMOJHSAET M COBEPUICHCTBYET HAYYHO-CIPABOYHBIM ammapar K
XpaHAILIMMCS B apXUBE JeJIaM U IOKyMEHTaM.

4.19. YuactByeT B pa3pabOTKe JOKYMEHTOB YUPEXJACHHs MO BOIPOCAM apXHWBHOI'O
7ieN1a ¥ 1€J0IPOU3BOCTBA.

4.20. Oka3pIBa€T METOIUUECKYIO IOMOUIb!

cnyx0e  nenompou3BoictBa JIOY B cocTaBieHMM  HOMEHKJIATyphl  Jed,
dbopmupoBanun 1 0GOPMIICHUU JeJl, KOHTPOJHMPYET MPABUIBHOCTH (POPMUPOBAHUSA U
oopmiieHus Aen B AETONPOU3BOJICTBE;

CTPYKTYPHBIM mojpa3zeneHusiM u padbotaukam JIOY B moAroToBke JOKYMEHTOB K
nepeaye B apXuB JIETCKOTO Caja.

4.21. YuacTByeT B IPOBEIECHUU MEPONPUATUI IO MOBBIICHUIO KBalIU(pUKAIUH
pabOTHUKOB apXuBa U CIYXObl JEJIONPOM3BOJACTBA JOUIKOJBHOTO 00pa3oBaTEIbHOTO
YUPEXKICHHUS.

5. IlpaBa apxuBa

J171s1 BBIMIOJTHEHUSI BO3JIOKEHHBIX 3a71a4 U (PYHKIIUN JIMII0, OTBETCTBEHHOE 34 apXUB,
UMEET IPaBo:

5.1. TlpencraBnsaTh 3aBeAyIOIIEMY JOMIKOJBHBIM 00pa30BaTEIbHBIM YUpEKICHUEM
MPEITIOKEHUS TI0O COBEPIIICHCTBOBAHUIO OPTraHU3allMU XPaHEHUs, KOMIUICKTOBaHUSI, yuyeTa
Y UCTI0JIb30BaHUS apXUBHBIX JOKYMEHTOB B apxuBe JJOVY.

5.2. KoHTpoIHpoBaTh BHITTOJIHEHNE YCTAHOBICHHBIX IMPABMII PA0OTHI C JOKYyMEHTAMHU
B CTPYKTYPHBIX MOJIPA3ACTCHUAX YUPEIKICHHUA.

5.3. 3anpammBaTth OT CTPYKTYPHBIX Mojapasaenenuid u pabotaukoB JIOY cBenenus,
HEOOXOMUMBIE [T pabOThl apXWBa, C YYETOM OOCCIICUCHHUS BBINIOJIHCHUS BCEX
BO3JIOKCHHBIX Ha apXUB 3a71a4 U (YHKITHI.

5.4. JlaBaTb pa3bACHEHUS M PEKOMEHJAIMKW [0 BOIPOCAM, BXOIAIIUM B
KOMIICTCHITUIO apXHBa JOMIKOJIBHOT'0 00Pa30BaTCIIBHOTO YUPEIKIACHHUS.

5.5. HudbopmupoBaTh CTPYKTypHBIE TOApA3CICHUS JIETCKOrO caga o
HEOOXOJAMMOCTH TIepe/laud JOKYMEHTOB B apXWB B COOTBETCTBHU C YTBEP)KICHHBIM
rpauKoOM.



5.6. [IpuHIMAaTh y9acTHE B 3aCEJaHUSIX DKCTICPTHON KOMHUCCHH YUPEKICHHSI, a TAKIKE
B DKCIIEPTHO-TIPOBEPOYHON KOMHUCCHH YITOJTHOMOYEHHOTO OpraHa UCTIOJHUTEILHON BIIACTH
cyobekTa Poccuiickoit @eaeparuu B chepe apXuBHOTO Jea.

6. OTBEeTCTBEHHOCTDH 32 (JYHKIIMOHUPOBAHUE apXHBa

6.1. Haznauennoe npukazom 3asenyromiero J{OY nuio, OTBETCTBEHHOE 32 BEICHUE
apXHBa, HECET NMEPCOHAIBHYIO OTBETCTBEHHOCTb 32!

BBITIOJIHCHUE BO3JIOKEHHBIX Ha apXuB 3ajJad U (QYHKIMA B COOTBETCTBUU C
JNEHUCTBYIOIUM 3aKOHOAATENIbCTBOM Poccuiickoit denepannu;

OpraHu3aIrio padoThl apXUBA, CBOCBPEMEHHOE U KBATU(PUIIUPOBAHHOE BHITIOJIHCHUE
MPUKA30B, PACIOPSIKEHUM, TOPYYEHUN BBINIECTOSIIETO PYKOBOJCTBA, JAEHCTBYIOIIUX
HOPMATUBHO-TIPABOBBIX aKTOB 10 CBOEMY MPODUIIIO NESITEIHHOCTH;

panMoHagbHOe M 3(P(EKTUBHOE UCIIOIB30BAHUE MaTEPHAIBHBIX, (DMHAHCOBBIX U
KaJIPOBBIX PECYPCOB;

COCTOSIHUE TPYJIOBOM M MCTIOJHUTEIBCKOW IUCHIUIUIMHBI B apXUBE, BBIMOJHEHUE
cBOUX (YHKIIMOHAIBHBIX 0053aHHOCTEH;

coOmroieHne MpaBUil BHYTPEHHETO pacnopsiaka, CaHUTApHO-
IPOTUBOAUAEMUYECKOTO PEXUMa, MPOTHUBOMOXKAPHON OE30MaCHOCTH U TEXHHUKHU
0€30MacHOCTH;

BEJICHHE JOKYMEHTAalHUH, NPEAYCMOTPEHHOW JAEWCTBYIOIIMMU HOPMATHBHO-
IPaBOBBIMU JJOKYMEHTAMU;

MPEIOCTABIICHUE B YCTAHOBJICHHOM IOPSAIKE IOCTOBEPHON CTATUCTUYECKON M MHOU
UHGOpPMAIINH O JAESTEIBHOCTH apXUBa;

TOTOBHOCTH apXUBa K pad0Te B YCIOBHIX YPE3BbIYAMHBIX CUTYAIIUM.

6.2. OTBETCTBEHHBIE 32 BEJACHUE JCTONPOU3BOACTBA, MOJATOTOBKY M MPEICTaBICHUE
JOKYMEHTOB Ha XpaHEHUE B apXUB, Ha3HauUaroTCs 3aBeaytomum JOY.

7. KommiiekTroBaHue apxuBa

7.1. IloaroToBka TOKYMEHTOB K I€peaye B apXHB AOLIKOJIBHOTO 00Pa30BaTEIBHOTO
YUPEKJICHHS] BKIIOYAET SKCHEPTU3Y HAYYHOW W MPAKTUYECKON LIEHHOCTH JOKYMEHTOB,
odopMIICHHUE /IEIT, COCTABIICHUE OTTUCH.

7.2. DKcniepTU3a LICHHOCTH JOKYMEHTOB:

AKCHEPTHU3a LICHHOCTH JJOKYMEHTOB — OMpPEJEICHUE LIECHHOCTH JOKYMEHTOB C LIEJIbIO
oTOOpa MX Ha XpAaHEHUE U YCTAHOBJICHUE CPOKOB XpPaHEHUS. DKCHEPTU3Y LEHHOCTH
nokyMeHTOB B JIOY ocymiecTBiasieT HOCTOSTHHO I€MCTBYIOIIAs SKCIEPTHAS KOMUCCHS,

JKCIIEpTHAsi KOMHCCHsA Ha3HadaeTcs npukazoM 3asenyromero JOY. B cocras
AKCHEPTHOM KOMHUCCHM BKJIIOYAIOT HE MEHEe TpeX COTPYJHUKOB, B TOM YHUCJIE B



00s3aTEIbHOM MOPSAKE JIMLO, OTBETCTBEHHOE 3a BEIACHUE apXuBa JETCKOro caja.
CexperapeM JKCIEPTHOM KOMHCCHHM Ha3HayaroT cexkperapsa [JOY. DkcnepTHas KOMHUCCHS
Ha 3aCelaHMsIX pacCMaTpUBAeT: HOMEHKJIATYpY [Jed JAETCKOro cajaa, ONUCH Jell
MIOCTOSTHHOTO XPaHEHHUS W 10 JIMYHOMY COCTaBY, aKThl Ha JOKYMEHTHI, BBIACISIEMbIE K
YHUYTOXKEHHUIO.

7.3. OdopmiieHue aen:

7iena TOCTOSSHHOTO XpaHEHUsI TOJIIMBAIOTCS B TBEPAYIO OOJIOKKY MPOUYHBIMU
HUTKaMU. JIMCTBI HyMepylTCsi B MPaBOM BEPXHEM YIJIy MPOCTHIM KapaHIalloM.
KosnndecTBO JMHUCTOB B KaXJOM Jejle He JI0KHO mpeBbimiath 250. B koHue nena Ha
OTJICJIbHOM JIUCTE COCTABIICTCS 3aBEPUTEIbHAS HAIUCH;

Ha 00JIOXKKE JIeJl TIOCTOSIHHOTO XPaHEHUs JIOKHBI ObITh MPOCTABJICHBI CJICAYIOIIHE
PEKBU3HTHI: TIOJJHOE HAMMEHOBAHME BBINIECTOSIIEH opraHu3anuu, HaumeHoBanue J[OVY,
HOMep (MHJIEKC) Jena MO HOMEHKIJIAType, 3arojoBOK Jesa, KOJWYECTBO JIUCTOB, CPOK
XpaHECHUS UM OTMETKA «XPaHUTh MOCTOSIHHOY, HOMEp (OH/a, OTIUCH, JIeJIa;

0 OKOHYAHHMH JICJIONPOU3BOJICTBEHHOTO ToJa B O(OpMIIEHHBIE OOJIOKKHA e
MOCTOSIHHOTO XPAaHEHHUS BHOCATCS HEOOXOJMMBbIC YTOYHECHHS: B 3aroJOBKH [T,
COJIEpIKaIIUX PACTIOPSAIUTENIbHBIC IOKYMEHTHI (ITPUKa3bl, TPOTOKOJIbI), BHOCSATCS HOMEPA,
€CJIM JIeJI0 C MEPENUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B Ka)XXOM TOME YKa3bIBaeTCA
KOPPECTIOH/IEHT, aBTOp, TEPPUTOPUS, APYrUe AaHHbIE. B KakaoM TOMe yKa3bIBaeTcs Jara
(4ucio, Mecsll, TOJT) Hayajga U OKOHYaHUSI TAHHOTO ToMa. TOYHBIE JaThl IPOCTABIIAIOTCS Ha
00JI0’)KKaxX Il OBICTPOTO IMOMCKA JOKYMEHTOB B IMOCIEIYIOLIEM; W3 3aBEPUTEITbHOMN
HAAMKUCH Ha O0JIOKKY JieJla BBIHOCUTCS KOJIMYECTBO JIUCTOB B JIEIIE;

HAAMUCH HAa OOJIOKKAX e MOCTOSIHHOTO M JIOJITOBPEMEHHOTO XPaHEHUS CIEAyeT
IPOU3BOJAUTH YETKO, CBETOCTOMKUMH YEPHUIIAMHY;

JUTSL ydeTa KOJIMYeCTBa JIMCTOB B Jiejie M GUKCAIMU OCOOCHHOCTEH X HyMepalluu Ha
OT/IEJIbHOM JIUCTE COCTABIIETCS 3aBEPUTEIbHAS HA/INCH;

B 3aBEPUTEIIHLHON HA/IMHUCH YKA3bIBAETCS KOJMYECTBO JIUCTOB (LIM(PpaMu ¥ IPOIHCHIO)
B Jeie. 3aBepuTelbHAs HAJANUCh NOANUCHIBAETCS COCTABUTEIEM C YKa3aHUEM €ro
JOJKHOCTHU U JJaThl COCTABJICHUS,

BHYTPEHHSS ONTUCh COCTABIISAETCS K JieJaM MOCTOSHHOTO U I0JITOBPEMEHHOTO (CBBIIIE
10 neT) cpoka xpaneHusi, CHOPMHUPOBAHHBIM IO Pa3HOBUIHOCTSIM IOKYMEHTOB, 3ar0OJIOBKU
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COAEPKAHUE IOKYMEHTOB (0CO00 LIEHHbIE, JIMUYHbIE
nena u ap.).

7.4. Onucanue JOKYMEHTOB MOCTOSIHHOT'O CPOKA XPaHEHUS :

OMHUCHU COCTaBJISIOTCS pa3/ieIbHO Ha Jejla MOCTOSHHOTO XPaHEHHsS MO OCHOBHOM
NEATEeNIbHOCTH U Ha JieJia MO JINYHOMY COCTaBY;

OMUCHU COCTABJISIOTCS JEJI0MPOU3BOAUTENEM;

OMUCH BEJIETCS B €JMHOM BaJlOBOM HyMEpallul B TEUEHUE HECKOJbKUX JIET;

Ha JieJla ¢ UCTEKIIIUM CPOKOM XPaHEHHUs COCTABIISIETCS aKT 00 YHUUTOXKECHUU;



[0 OKOHYaHUHM JeJonpou3BojacTBeHHOro roaa B JIOY mnpousBonutcs oTOOp
JOKYMEHTOB ITOCTOSSHHOTO CPOKA XPAHEHUS JJIs1 BKIIOUYECHUS UX B ONUCh. ONUCh COCTOUT U3
rOJIOBBIX Pa3/IeJIOB, BHYTPH roja JIeja pacloiaratoTcs M0 CTENEHU 3HAYMMOCTH C YYETOM
HOMHUHAJILHOT'O MPUHITUTIA (B COOTBETCTBUU C HOMEHKJIATYPOU yUpeKACHUs);

ONMCHU COCTAaBJISAIOTCS Pa3[eibHO Ha Jena MOCTOSHHOTO XPAaHEHWS IO OCHOBHOM
NEATEbHOCTY U Ha JIeJia 10 JIMYHOMY COCTaBY;

OIMCH COCTABJISIOTCS CEKPETAPEM.

7.5. Jlena BpeMeHHOTO XpaHeHUsI OPOPMIISIOTCS YIIPOILEHHO: OHU HE TTOAIIUBAIOTCS,
JIUCTHI B HUX HE HYMEPYIOTCSI, yTOUHEHHE Ha O00JIOKKaX HE MPOU3BOJAUTCS, OMUCH Ha Jefa
HE COCTABJISIFOTCS, YUET BEAETCS 10 HOMEHKIIATYPE AEN.

8. YcioBus XxpaHeHUsi JOKYMEHTOB apXuBa

8.1. JlokymMeHTBhl —apxuBa XpaHATCSA B APXUBOXPAHWIMIIE JIOLIKOJIHHOTO
oOpazoBaTenbHOTO yupexaeHus. 8.2. He qomyckaercs pa3melieHrne apxuBa B MOIBATBHBIX
U YepAayHbIX TOMEIIECHUSAX JETCKOTO caja.

8.3. ApXMBOXpaHWIHILE JOKHO OBITh  yHaleHO OT  JIaOOpaTOPHBIX,
IPOU3BOJICTBEHHBIX, OBITOBBIX MOMEIICHUN U HE UMETh OOIIUX ¢ HUMH BEHTUJISIIMOHHBIX
KaHAJIOB. ApXMBOXpPaHWJIUIIE OTAEISIETCS OT COCEAHUX IOMEUIEHUH HEeCrOpacMbIMU
CTEHaMH M TMEpPEKpPHITUAMHU C TpenesiaMl OTHECTOMKOCTM HE MEHee JByX 4acoB. B
apXUBOXPAHUJIUIIE HE JOIMYyCKaeTcsl MpoKagka TpyO BOJOCHAOKEHWS W KaHAIU3aILUH,
TEXHOJOTUYECKUE MU OBITOBBIE BHIBOIBI BOJIBI.

8.4. ApXUBOXpaHWJIUIIE [OJKHO HMETh €CTECTBEHHYIO WM MCKYCCTBEHHYIO
BEHTWISIMIO, 00ECTIEUYNBAIOIIYIO PEIUPKYIISIIIUIO BO3yXa, CTAOUIBHOCTh TEMIIEPATyPHO-
BJIQKHOCTHOTO PEXUMA.

8.5. Bce mocrynatoumue B apxuB JOY JOKyMEHTHI pa3MemiaroTcs B
apXUBOXPAHUIIUIIAX HA CTAIIMOHAPHBIX W/WIIH MEPEABUKHBIX METAIUTMYECKUX CTEIUIaXKax,
B METaJUIMYECKHX IIKadax nin KOHTeHHepax.

8.6. CTemiaxu T0JDKHBI OBITh YCTAHOBJICHBI MEPIICHIUKYISIPHO CTEHAM C OKOHHBIMU
mpoeMaMH, a B TOMEIIEHWH 0e3 OKOH - C Yy4eTOM OCOOCHHOCTEW TIOMENIECHUs U
obopynoBanusi. He gomyckaercs pa3menieHue cTelsiaXe BIUIOTHYIO K HApYKHBIM CTEHAM
3IaHUS U K HICTOYHUKaM TeIia.

8.7. PaccraHoBka cTemnaked W 1IKaoOB OCYIIECTBISAETCS B COOTBETCTBUU CO
CEeAYIOIIUMU TPEOOBAHUSIMH

paccTosiHUE MEXIY psaaMu cTeiiaxed (TiaBHbIM npoxo1) — He MeHee 120 cM;

pacctosiHue (MPOX0/1) MEXIY CTeIakaMHu — He MEHee 75 cM;

PacCTOSIHUE MEXy HApY>KHOU CTEHOM 3/1aHUs U CTEJUIaKaMHU, MapajuieIbHbIMU CTEHE
— He MeHee 75 cMm;

pacCTOsSIHUE MEXy CTEHON M TOPLIOM CTeJUIaxka wiM mkada (06xon) — He MeHee 45
CM;



paccTosiHUE MEXIY MOJIOM U HIDKHEH Moykol cremtaxa (mkada) — He MeHee 15 cwm,
B LIOKOJIBHBIX 3Taxax — He MeHee 30 cm.

8.8. [IpoTHBONOKAPHBIN PEKUM B ApXUBOXPAHUIULIE, I'Ae pazMeaercs apxus 1OV,
YCTAaHABJIMBAETCS B COOTBETCTBUM C llpaBuiiaMu NPOTUBOMOXKAPHOTO pEeXHMa B
Poccuiickoit @eaeparuu ot 16 centsadps 2020 roma Nel479.

8.9. ApXvBHBIE TOKYMEHTHI CIECIYET XPAHUTh B TEMHOTE.

8.10. 3ammra [IOKYMEHTOB OT JE€WCTBHS CBeTa OOECIEeUMBACTCS XpaHEHUEM
JOKYMEHTOB B KOpOOKax, Mamkax M Mepervierax, B mkadax Wik Ha CTeIaXax 3aKpbITOro
TUIIA.

8.11. VYpoBeHb MCKYCCTBEHHOIO OCBEIIEHUS B KHUTOXPAaHWIMIIAX JOJIKEH
cocTaBisaTh He MeHee 100 mrokc.

8.12. B apxuBoxpaHwnMie [JJs XpaHEHUs JOKYMEHTOB YCTaHABIHBAIOTCS
CJIelyIOIMe MapaMeTphbl TEMIEPATyPHO-BIa)KHOCTHOTO PeXUMAa!

JUIsL XpaHEHMsI JIOKYMEHTOB Ha OyMa)kHOM HocuTene — Temneparypa 17-19°C,
OTHOCHUTENbHAs BIAXHOCTH Bo3nyxa — 50-55%.

8.13. Ilomenienus: apxuBa AOLIKOILHOTO 0OpPa30BATENBHOIO YUPEXKICHUS JTOKHBI
COJIepKaThCsl B YUCTOTE, B YCIOBUAX, UCKIIOYAIOIINX BO3ZMOXXHOCTH MOSIBJICHUS TIJIECEHH,
HaCEKOMBIX, IBUIH.

9. 3akIounTeJIbHBIE MOJ0KEHU

9.1. Hacrosiiee Ionoxxenre 06 apxuBe sIBISETCS JOKAIbHBIM HOPMAaTUBHBIM aKTOM,
npuHuMmaetrcss Ha OOmem coOpaHuu paOOTHUKOB JOMIKOJILHOTO 00pa3oBaTEIbHOTO
yUpEXKICHUS U yTBepkaaercs (J1ubo BBOaUTCS B AeicTBre) 3aBenytonum J10OY.

9.2. Bce wu3MeHeHMs M JOTOJHEHHUs, BHOCHUMBIE B Hacrtosiuiee I[lomoxkenue,
oQOpMIISIIOTCSA B MUCBMEHHON (JOpME B COOTBETCTBHUH JACHCTBYIOIINM 3aKOHOATEIHCTBOM
Poccuiickoit @enepannm.

9.3. Tlonoxenue 00 apxuBe JOY mnpuHHMaeTcss Ha HEONPEIEICHHBIA CPOK.
N3menenus u gomoiHeHus K [lomokeHUIO MPUHUMAIOTCS B TIOPSAJIKE, TMPETyCMOTPEHHOM
1.9.1. Hactosero [lonoxenus.

9.4. Tlocne mpunsTus IlonoxxkeHus (WM W3MEHEHUU M JOMOJHEHUM OTACIBHBIX
MyHKTOB W pa3/elioB) B HOBOW pPEAAKIMU TPEABIIYIIas PENaKIius aBTOMAaTHYECKU
yTpauyuBaeT CUIy.
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