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1. O0wue moJI0KEHUS

1.1. Hacrosimee Ilomoxxenne 06 apxuBe JIOY paspaborano B cooTBeTcTBUU ¢ [Ipukazom
denepanpHoro apxuBHoro areHrctBa Ne 77 ot 31 wmroms 2023 roma «OO6 yrtBepkaeHuu I[IpaBumn
OpraHM3ali XpaHEHHs, KOMIUIEKTOBAHUSA, ydeTa U HCIOJIb30BaHHsS JOKYMEHTOB ApPXHMBHOrO (hoHmaa
Poccuiickoii @enepanii U APYTrUX apXHUBHBIX JOKYMEHTOB B TOCYAApCTBEHHBIX OpraHax, OpraHax
MECTHOT'O CaMOYyMpaBlIeHUS U OpraHu3aluax», Ha ocHoBaHuU [IpumepHOro monoxeHuss o0 apxuBe
OpraHM3alyy, yTeepkaeHHoro npukasoMm denepanpHoro apxusHoro areHrcTBa Ne 42 ot 11 anpens 2018
rojia, a Takxke Y CTaBoM JIOMIKOJIFHOTO 00pa30BaTENbHOTO YUPEKICHUS.

1.2. lannoe Ilonoxxenue 06 apxuse JJOY omnpezensier coctaB JOKyMEHTOB apXHBa JETCKOTO caaa U
YCIIOBUSI WX XPAaHEHWs, yCTaHABIUBAeT 3aJaud, Ha3HAaueHHe MU (PyHKUMU apXuBa, PErIaMEHTUPYET
JeSITeIBHOCTD JIMILI, OTBETCTBEHHBIX 3a BEJICHHE apXHBa B JOUIKOJIHLHOM 00pa30BaTeIbHOM YUPEKICHHH.

1.3. B cBoell JesaTeNbHOCTH apXWB pykKoBoACTByeTcs PexnepanbHbiM 3akoHOM Ne 125-®D3 ot
22.10.2004 roma «O6 apxuBHOM 1ene B Poccuiickoit denepanum» ¢ U3MEHEHUsMU OT 25 aexabps 2023
rojla, HOpMaTUBHBIMU MPaBOBBIMU akTaMu Poccuiickoit deneparyu, cyobekra Poccuiickoit @enepaiiuu B
cdepe apXMBHOIO Jejla M JIEJIONPOU3BOJICTBA, JIOKAIbHBIMA HOPMATHUBHBIMU aKTaMHU JOLIKOJIBHOTO
00pa30BaTENBHOTO YUPEKICHHSL.

1.4. Toxymentsl IOV, umeroiue nCTOpUIECKoe, KyJIbTypHOE, HAyYHOE, COIMAIEHOE, IKOHOMHYECKOE
U TIOJIMTUYECKOE 3HAYEHHUE, COCTaBISIOT TOCYAApCTBEHHYIO 4YacTh ApxuBHOro ¢onmga Poccuiickoit
Qenepaly, SBISIFOTCS COOCTBEHHOCTBIO TOCYJIapCcTBa M MOJJIEKAT IOCTOSHHOMY XpaHEHHUIO B
rocyJ1apcTBeHHbIX apxuBax Poccuiickoit ®deneparuu. Jlo mepenayd Ha TOCYJIapCTBEHHOE XPAHEHUE
JTaHHbIE JOKYMEHTBI BpEMEHHO XPaHATCS B JIOMIKOJIFHOM 00pa30BaTEIbHOM YUPEKICHHUH.

1.5. B IOV misa xpanenusi qokyMeHTOB ApxuBHOro ¢onna Poccuiickoit denepanuu u 3aKOHYCHHBIX
JIEIIONPOU3BOACTBOM JOKYMEHTOB MPAKTUYECKOTO Ha3HAueHUs, MX OTOOpa, yuyeTa, HUCIOJIb30BAHUSA U
MOJIFOTOBKH K IIE€pe/laye Ha rOCy1apCTBEHHOE XPaHEHHUE CO3/JaeTCsl apXUB.

1.6. ApxuB co3aeTcs Kak caMOCTOSITeIbHOE MOpa3/ieieHle, BO3TIaBIsIeMOe JTUIIOM, OTBETCTBEHHBIM
3a BeJIEHHE apXMBa COTJIaCHO MPHKa3y 3aBEIYIOIIEro JOUIKOJIbHBIM 00pa30BaTEIbHBIM YUPEKICHHEM.

1.7. YupexaeHue IOMKOILHOIO 00pa3oBaHUS OOECHEUHMBAET apXWB HEOOXOIUMBIM TOMEIICHUEM,
000pyTIOBaHUEM U KaJIpaMHU.

1.8. JomkonbHOe 00pa3oBaTelnbHOE YUpexkIeHHe OO0ecrnedynBaeT COXPAHHOCTh, Y4YeT, OTOOp,
VIOPSJIOYCHHE M HUCIOJIb30BaHUE JOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit ®dexnepanuu,
o0pa3yrolMxcst B ero aesareiabHocTH. ObecreunBaeT CBOEBPEMEHHYIO Iepefauy 3THX JIOKYMEHTOB Ha
roCy/IapCTBEHHOE XpaHEHHE.

1.9. Bce paboThl, CBSi3aHHBIE C MOJATOTOBKOH, TPaHCIIOPTHPOBKOW M Tepegadell apXUBHBIX
JIOKYMEHTOB, TIPOU3BOJATCS CUJIAMHU U 32 CUET AETCKOTO caja.

.10. 3a yrpaty u nopay nqokymeHnToB ApxuBHoro (honma Poccuiickoit @enepanuu J0KHOCTHBIE JIHIIA
JIOY HecyT OTBETCTBEHHOCTh B COOTBETCTBUHM C JEHCTBYIOIIUM 3aKOHOATEIbCTBOM.

1.11. ApxuB getckoro caga paboTaeT COTJIaCHO IUIaHy, YTBEPKIAEMOMY 3aBEIYIOIIUM JOIITKOJIbHBIM
00pa3oBaTeNbHBIM YUPEXKICHHUEM U OTUUTBHIBAETCS MEpe]l HUM B CBOEH padoTe.

1.12. KoHTpoab JeATeabHOCTH apXuBa ocyulecTBiseT 3aBemyromuit JIOY, a B ero orcyrcTBUM —
UCTIOJIHSIOLIHH 0053aHHOCTH 3aBEIYIOIIETO.

2. CocTaB JOKYMEHTOB apXHBa JETCKOTO caja

2.1. B apxuB ZIOY nocrtynator:

3aKOHYEHHbIE  JEJIONPOM3BOACTBOM  YUPEKICHHS  JOKYMEHTbl  IOCTOSIHHOIO  XpaHEHus,
oOpa3oBaBIIMECS B JEATEIBHOCTH CTPYKTYPHBIX IOAPA3JEICHUN, JOKYMEHThl BpeMeHHOro (cBeime 10
JIET) CpoKa XpaHEHHs,, HEOOXOIUMBbIE B MPAKTHUUECKON NEATENbHOCTH, JOKYMEHTHI IO Kajapam H
BOCIIMTaHHUKAM,;

JIOKYMEHTBI MIOCTOSIHHOTO XpaHEeHHsI U 0 JIMYHOMY COCTaBy OpraHU3alluii- MpeAlIeCTBEHHUKOB (Tpu
UX HaJU4un);

JU4YHbIe POH/BI BEAYIIUX PAaOOTHUKOB JETCKOro caja (IIpy WX HaJIUYUN);



Cl1y>keOHBIE U BEJJOMCTBEHHBIC U3/IaHUS;

CIPaBOYHO-TIOUCKOBBIE CPEACTBA K IOKYMEHTaM U yYeTHbIE JOKYMEHThl ApXHBa JETCKOTO caja.

2.2. Cpoku XpaHEHHUS [IOKyMEHTOB B apXHUBE JOIIKOJIHHOTO O0O0pa30BaTEIbHOTO YUPEKICHUS
OTIpEeICIIAIOTCS COTJIACHO CPOKaM, YKa3aHHBIM B YTBEPKICHHON HOMEHKJIAType Jed.

3. 3apauu apxuBa JIOY

3.1. OCHOBHBIMHM 337]a4aMH apXUBA SBJISIOTCS:

OpraHM3alnus XpaHEHUs IJOKYMEHTOB, COCTaB KOTOPBIX IPENyCMOTPEH pa3leiIoM 2 HACTOALLETO
ITonoxenus;

KOMILUJICKTOBAaHUE apXWBa JIOKyMEHTaMM, OOpa30OBaBIIMMHUCS B JEATEIbHOCTH  YUPEXKICHUS,
OCYIIECTBIISIONIETO 00pa30BaTENbHYIO A€ATEeIHHOCTS;

y4eT, obecrieueHre COXPaHHOCTH, CO3/1aHUE HayYHO-CIPAaBOYHOTO anmapara;

HCIIOJIb30BAaHUE JTOKYMEHTOB, HAXOASIIUXCS Ha XpaHeHuu B apxuse JJOY;

MOJTrOTOBKA M CBOEBPEMEHHAs Iepeada T0KyMeHToB ApxuBHOro (onna Poccuiickoit @enepanuu Ha
MOCTOSTHHOE XpaHEHHUE B TOCYJAPCTBEHHBIN (MYyHHUIIUITATBHBIN) apXUB;

METOAMYECKOE PYKOBOACTBO M KOHTPOJh 3a (opMupoBaHueM U odopMIIEHHEM Jel B
JIEIIONPOU3BOJCTBE JAETCKOIO CajJa U CBOEBPEMEHHOM Iepefadeil uX B apXuUB JIOIIKOJIBHOIO
00pa30BaTENbHOTO YUPEKACHHUS.

4. @yHKIIMM apXUBa

B cooTBeTcTBUU C BO3JI0)KEHHBIMU 33/1a4aMU apXUB OCYILECTBIISET CAEAYIOIUE (PYHKIINU:

4.1. Opranusyer npueM JOKyMEHTOB MOCTOSHHOTO M BpeMeHHOTro (cBbImie 10 JIeT) CpOKOB XpaHEHHS,
B TOM YHUCIIE 1O KaJpaM U BOCHHUTAHHHKaM, oOpazoBaBiuxcs B jearenbHocTH JIOY, B COOTBETCTBUU C
yTBEp)KIeHHBIM rpadukoM. 4.2. OOecreynBaeT COXPAaHHOCTh M BEJET y4YeT JOKYMEHTOB U (POHJIOB,
HaXOSIIMXCS Ha XPAaHEHUHU B apXUBE JOMIKOJIBHOTO 00pa30BaTEIbHOIO YUPEKICHUS.

4.3. IlpeacraBnsieT B rocyAapCTBEHHbIN (MyHULMIAIbHBIN) apXuUB YUYETHbIE CBeleHUS 00 o0beMe u
COCTaBe XpaHSIIUXCS B apXHUBE JETCKOro caja JOoKyMeHToB ApxuBHoro ¢onna Poccuiickoit denepanuu
U JIPYyTUX apXUBHBIX JOKYMEHTOB B COOTBETCTBUHU C IMOPSJIKOM TOCYJAapCTBEHHOTO y4yeTa JOKYMEHTOB
ApxusHoro ¢onaa Poccuiickoit deaepanun.

4.4. CucremaTu3upyeT M pa3MeIllaeT JOKYMEHTBHI, MOCTyMarouue Ha xpaHeHue B apxuB [JOVY,
o0pa3oBaBIIHecs B X0/I€ OCYIIECTBICHUS ACATEIbHOCTH YUPEIKICHHUS.

4.5. PazpabarbiBaeT rpaduKky IMpeACTaBICHHUS OMUCEH HAa PACCMOTPEHHE SKCIEPTHO-IPOBEPOYHOU
KOMHMCCUU U Tepefadd JIOKyMeHTOB ApxuBHoro ¢(onna Poccuiickoit denepanuu Ha XpaHeHHE B
rOCy/1apCTBEHHbIN (MYHUIIUTIAIBHBII) apXUB.

4.6. OcyuiecTBiseT NOATOTOBKY U IIPEICTABIISIET:

Ha PacCMOTpPEHHUE U corjacoBaHWe dKcrepTHON komuccuu JJOY omucu eia MOCTOSIHHOTO XpaHEHUs,
BpeMeHHBIX (cBbIme 10 JeT) CpOKOB XpaHEHHs, B TOM YHCIIE 110 KaJpaM M BOCIIMTAaHHUKAM, a TaK)Ke aKThl
O BBIJICJICHUU K YHUUTOXXCHHMIO apXUBHBIX JOKYMEHTOB, HE IOJUICKALIMX XPAHEHUIO, aKTbl 00 yTparte
JIOKYMEHTOB, aKThl O HEUCIIPAaBUMBbIX ITOBPEKICHUIX aPXUBHBIX JOKYMEHTOB;

Ha YTBEP)KJIEHUE 3KCIEPTHO-IIPOBEPOUYHOM KOMHUCCHUHM YIIOJHOMOYEHHOI'O OpraHa HCIIOJHUTEIBHON
Bractu cyOwnekta Poccuiickoit ®enepanmu B chepe apxuBHOro ngena (mamee - JIIK apxuBHOTO
YUPEXKIEHUS) OIUCH /1€ IOCTOSIHHOTO XPaHEHMUS;

Ha cornacoBanue JIIK apxuBHoOro yupexnaenus cyobekra Poccutickoit deneparuu (MyHHIIMTAIBHOTO
apxuBa), B CIIyyae HaJIeJI€HHUs €ro COOTBETCTBYIOIIMMH [TOJIHOMOYHUSMH, OIIUCH JIEN 10 JINYHOMY COCTaBY;

Ha cornacoBanue DIIK apxuBHoro yupexnenus cyorekra Poccuiickoit @enepanuu (MyHUIUIAIBHOTO
apxuBa), B cllyyae HaJIeJIEHUS] €r0 COOTBETCTBYIOIIMMH MOJHOMOYHUSIMH, aKThl 00 yTpaTe JOKyMEHTOB,
aKThl 0 HEHCTIPAaBUMBIX TOBPEKICHUAX apXUBHBIX TOKYMEHTOB;

Ha yTBepxaeHue 3aBeayrouemy JOY onucu aen nmocTosHHOTO XpaHEHMsI, ONMCH BPEMEHHBIX (CBBILLIE
10 5eT) cpoKOB XpaHEHHsI, B TOM YMCJIE OMUCH JeN MO KaJapaM W BOCIHUTAaHHUKAM, aKThl O BBIIEICHUU K
YHUUTOKEHUIO apXUBHBIX IOKYMEHTOB, HE TIOJUIEKAIINX XPAaHEHUIO, aKThl 00 yTpaTe JOKyMEHTOB, aKThl
O HEUCHPABUMBIX MOBPEKICHUIX apXUBHBIX JOKYMEHTOB, yTBepxkAeHHbIe (coriacoBanHbie) DIIK umu



roCy/IapCTBEHHbIM apxuBoM cyOnekTa Poccuiickoit denepanuu (MyHUIUNAIBHBIM apXUBOM) B CIydyae
HaJIeJICHUS €r0 COOTBETCTBYIOUIMMH MOJTHOMOYHUSMHU.

4.7. Opranmzyer nepenady AokyMeHToB ApxuBHoro ¢ouaa Poccuiickoit denepaninn Ha MOCTOSIHHOE
XpaHEHHUE B TOCYJapCTBEHHBIN (MyHUIUIAIBHBIN) apXUB.

4.8. OpraHu3yer u MPOBOJUT IKCIEPTU3Y IIEHHOCTH JOKYMEHTOB BpeMeHHBIX (cBbimie 10 j1eT) cpokoB
XpaHeHus, HaXoAsIuXxcsl Ha XpaHeHud B apxuBe JJOY B mensix otéopa HOKYMEHTOB JUIsl BKIIOYCHUS B
coctaB ApxuBHoro (onna Poccuiickoii denepannu, a Takke BISABICHHUSA JOKYMEHTOB, HE MOJUIEkKAIIUX
JaNbHEUIIeMY XpaHEHHUIO.

4.9. YyacTByeT B paboTe SKCIEPTHOW KOMHUCCUH JIOIIKOJIBEHOTO 00Pa30BaTEbHOIO YUPEKICHHS.

4.10. IIpoBogut MepompusTHs MO OOECHEYeHHUI0 COXPAHHOCTU JOKYMEHTOB, HAaXOJSIIMXCS Ha
XxpaHeHuu B apxuse J[OVY.

4.11. Opranuzyer nHpopMHpoBaHUE aAMUHUCTpauuu U paboTHukoB JIOY 0 coctaBe U coaep:KaHUU
JIOKYMEHTOB apxuBa yupexacaus. 4.12. Mapopmupyer moiap3oBaTeNeld mo BOIpocaM MECTOHAXOXKICHUS
APXUBHBIX JOKYMEHTOB. 4

.13. Opranuzyer BbIIayy JOKYMEHTOB M Jed JUIsl padOThl B UMUTAJIbHOM 3aj€ WM BO BPEMEHHOE
I10JIb30BaHUE.

4.14. HWcnonHser 3ampochl MOJb30BaTeNel, BbIAAET apXHUBHbIE KONUM JIOKYMEHTOB, apXHUBHBIE
BBINMCKU M apXUBHBIE CIIPaBKHU.

4.15. Benet yueT ucnosib3oBaHusl JoOKyMmeHTOB apxuBa J[OVY.

4.16. CoznaeT poHJ NOIB30BAHUS apXHUBa JIETCKOTO Ca/la U OPraHU3yeT €ro UCI0JIb30BAHMUE.

4.17. OcylecTBISIET BEICHUE CITPABOYHO-TTOMCKOBBIX CPEJICTB K TOKyMeHTaMm apxuBa /JOVY.

4.18. Co3paer, MOMOJIHIET U COBEPUICHCTBYET HAyUHO-CIIPABOYHBIN amnmapaT K XpaHsIIUMCS B apXUBe
nenam u gokymeHTam. 4.19. YuactByeT B pa3paboTKe TOKYMEHTOB YUPEKACHHS TTO BOIPOCAM apXHUBHOTO
nena u aenonpousBoctsa. 4.20. Oka3bIBaeT METOAMUYECKYIO TOMOIIb:

ciyx0e nenonpousBojctea JIOY B cocTaBieHMN HOMEHKIIATYpPHI e, (GOpMUPOBAHUU U O)OPMICHUN
JieJ1, KOHTPOJIUPYET MPaBUIBHOCTD (POpMHUPOBaHUS U 0(OPMIICHHUS JIed B JIEIOMPOU3BO/ICTBE;

CTPYKTYPHBIM Tofpa3fenieHusM u padotHukam J[OY B MOAroToBKE TOKYMEHTOB K Iepefaue B apXuB
JETCKOTO caja.

4.21. YuacTByeT B MPOBEACHUN MEPONPHUATHH MO MOBBIIICHUIO KBATH(PHUKAIIUN PAOOTHHUKOB apXuUBa U
CITyOBbI 1€JIOTIPOU3BOJICTBA JOIIKOJIBLHOTO 00pa30BaTEIbHOIO YUPEKICHUSI.

5. IlpaBa apxuBa

J171st BBITIONTHEHUS BO3JIOKEHHBIX 3a/1a4 U (DYHKIUH JIMII0, OTBETCTBEHHOE 32 apXUB, UMEET MPaBO:

5.1. TlpencTaBisTh 3aBeIyIOLIEMY TOLIKOIBHBIM 00Opa30BaTEIbHBIM YUPEKICHUEM IPEII0KEHUS T10
COBEpIUICHCTBOBAHUIO OPraHU3allMi XpaHEHUsS, KOMIUIEKTOBAHUS, Y4eTa U HCIOJIB30BaHUS apPXUBHBIX
JIOKYMeHTOB B apxuse JJOVY.

5.2. KoHTpOIMpOBaTh BBHIIOJHEHUE YCTAHOBJICHHBIX MPaBUJ pabOThl C JOKYMEHTaMHU B CTPYKTYPHBIX
NOJIpa3ACICHUSIX YUPEKICHUS.

5.3. 3ampammBarh OT CTPYKTYPHBIX NoapasaeneHuit u pabotaukos JI0Y cBeaeHus, He0OXOaUMBbIE IS
paboThI apXuBa, C yU4ETOM 00€CIIeUeHHs BHITIOJHEHUS BCEX BO3JIOKEHHBIX HA apXUB 3a71a4 M (PyHKITHA.

5.4. JlaBaThb pa3bsiICHEHUS M PEKOMEHIAIMHM IO BOMPOCaM, BXOJSAIIMM B KOMIIETEHIIUMIO apXHBa
JIOLLIKOJIBHOTO 00pa30BaTeIbHOTO YUPEKICHUS.

5.5. MudopMupoBaTh CTPYKTYpHBIC MOIPA3ACICHUS IETCKOTO cafa O HEOOXOJUMOCTH Iepeaayu
JOKYMEHTOB B apXUB B COOTBETCTBUU C YTBEP)KACHHBIM rpadukom. 5.6. IlpuHumare ydactue B
3aceJaHUsAX DSKCIEPTHOW KOMHCCHUHM YUPEKICHHs, a TaKKe B 3KCIEPTHO-IPOBEPOYHOM KOMMCCUU
YIIOJITHOMOYEHHOTO OpraHa WCIOJIHUTEIBbHON BlacTh cyObekTa Poccuiickoit ®enepanuu B chepe
aApXUBHOTO Jiena.

6. OTBETCTBEHHOCTH 32 (DYHKIIMOHUPOBAHUE apXHBa

6.1. Hasnauennoe mpukasom 3aBenytomiero JJOVY nuiio, OTBETCTBEHHOE 3a BEJCHHE apXHBa, HECET
MEPCOHAIbHYIO OTBETCTBEHHOCTD 34!



BBIIIOJIHEHHE BO3JIOXKEHHBIX Ha apXuB 3a7ad U (yHKIMH B COOTBETCTBMM C JEHCTBYIOIUM
3aKoHOAaTenbCTBOM Poccuiickon denepannu;

OpraHu3alio padoThl apxXuBa, CBOEBPEMEHHOE M KBAIM(UIMPOBAHHOE BBINOJHEHHE IPUKA30B,
pacropsiKeHUH, MOPYyYEHUH BBIIECTOSILET0 PYKOBOJACTBA, JEHCTBYIOIMX HOPMATUBHO-IIPABOBBIX aKTOB
10 CBOEMY MPODUITIO JeSATETbHOCTH;

pannoHangbHOe U 3G (HEKTUBHOE HCII0Ib30BaHUE MaTEPHATIbHBIX, (PMHAHCOBBIX U KaJPOBBIX PECYPCOB;

COCTOSIHME TPYIOBOM M HUCHOJHUTEIbCKOM JMCLMIUIMHBI B apXWBE, BBINOJHEHHE CBOUX
(YHKIIMOHATIBHBIX 00S3aHHOCTEH;

COOJIIOJICHHE TpaBUJ BHYTPEHHEIO pAacHopsaka, CaHUTApHO-IPOTUBOANUIEMHUYECKOTO peXuMa,
IPOTUBONOXKAPHON OE€30MaCHOCTH U TEXHUKH O€30M1acHOCTH;

BEJICHUE IOKYMEHTALlUH, IIPEyCMOTPEHHON ENCTBYIOIMMY HOPMaTUBHO-IIPAaBOBBIMU JOKYMEHTaMH;

IPEJOCTaBIIEHUE B YCTAHOBJIEHHOM IOPSJIKE JOCTOBEPHOW CTaTUCTUYECKOM M MHOM MHpoOpMauuu o
JIESITEJIbBHOCTH apXUBa,

TOTOBHOCTB apXHBa K paboTe B YCIOBUAX YPE3BbIUANHBIX CUTYALHH.

6.2. OTBETCTBEHHbIE 3a BEJICHHUE JEIONPOU3BOACTBA, MOATOTOBKY U IMPEICTaBICHUE JOKYMEHTOB Ha
XpaHEHUE B apXUB, Ha3HauyaroTcs 3asenytomum JOVY.

7. KoMIuIeKTOBaHME apXuBa

7.1. IloaroroBka JOKYMEHTOB K I€peJadye B apXUB JOLIKOJBLHOTO 00pa3oBaTEIbHOIO YUPEKICHUS
BKJIFOYAET HKCIEPTU3Y HAYYHOU M MPAKTUYECKON LIEHHOCTH JIOKYMEHTOB, O(OPMIIEHUE JIEN, COCTABIICHUE
onucH. 7.2. DKcnepTu3a HeHHOCTH JOKYMEHTOB:

AKCIIEPTH3a LIEHHOCTH JIOKYMEHTOB — ONpEJENIeHHE HEHHOCTU JIOKYMEHTOB C Lieibl0 0TOOpa MX Ha
XpaHEHUE U YCTAHOBJIEHHUE CPOKOB XpaHEHUs. DKCIIEPTU3Y LIEHHOCTH A0KyMeHTOB B JIOY ocyiecTBiser
HOCTOSIHHO JIEMCTBYIOIAs SKCIIEPTHAsE KOMHUCCHS;

JKCIIEpTHAsE KOMHCCHS Ha3HaudaeTcs mpuka3zom 3aseayromero JJOY. B cocraB skcniepTHOW KOMHCCHH
BKJIOYAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM YHCJIE B 0053aTEIbHOM MOPSAIKE JIHII0, OTBETCTBEHHOE 32
BEJICHUE apXxuBa JeTckoro cama. CekpeTapeM HSKCHEPTHOM KOMHCCHMM Ha3zHadaroT cekperaps OVY.
OKcnepTHasi KOMHCCHSL Ha 3acellaHMsIX pacCMaTpHBaeT: HOMEHKJIATypy el IEeTCKOro caja, ONMUCH el
HOCTOSIHHOTO XPaHEHHUs U 110 JINYHOMY COCTaBY, aKThI Ha JOKYMEHTBI, BBIJIENIAEMbIE K YHUUTOKEHHIO.

7.3. Odopmiienue nei:

Jiefla TIOCTOSTHHOTO XPAaHEHUs IMOJALIMBAIOTCA B TBEPAYH OOJIOKKY NPOYHBIMM HUTKaMH. JIMCTBI
HYMEpYIOTCSl B IIPaBOM BEPXHEM YIUIy IPOCTBIM KapaHaamoMm. KoJn4ecTBO JIMCTOB B KaKIOM JEJIE HE
JIOJDKHO MpeBbImaTh 250. B KoHIle esia Ha OTAeIbHOM JIMCTE COCTABIISETCS 3aBEpUTENbHAs HAlIIUCh;

Ha OOJOXKE JeNl TMOCTOSHHOIO XPaHEHHs JOJKHBI ObITh MPOCTABJICHBI CIEAYIOUINE PEKBU3UTHI:
MOJTHOE HaMMEHOBAHME BBIIIECTOSIIENH opraHuzanuy, HaumeHoBaHue JIOY, HoMmep (MHAEKC) Aena Mo
HOMEHKJIaType, 3arojoBOK Jiela, KOJMYECTBO JIUCTOB, CPOK XpaHEHHs WM OTMETKA «XPaHUTh
MOCTOSIHHOY», HOMEp (OH/a, OIUCH, JeTIa;

10 OKOHYAHHUH JEJIONPOU3BOICTBEHHOTO rojia B 0()OPMIICHHBIE 0OJIOKKHU JIE]I TIOCTOSHHOTO XPaHCHHS
BHOCATCSI HEOOXO/JMMBIE YTOYHEHHUS: B 3arOoJIOBKU [eJl, COJACpPXAIIUX paclopsIuTeIbHbIE JOKYMEHTHI
(mpuKasbl, IPOTOKOJIBI), BHOCITCS HOMEpPA; €CIU JENIO C MEPENUCKON COCTOMT U3 HECKOJIbKMX TOMOB, B
KaKJIOM TOME YKa3blBaeTCsd KOPPECIOHACHT, aBTOpP, TEPPUTOpHs, ApPyrue OaHHble. B kaxaom Tome
yKa3bIBaeTcsl Jara (4ucio, Mecdll, oJ) Hayajla M OKOHYaHMsI JAaHHOTO ToMa. TOYHBIE JaThl
MPOCTABIISIOTCS HAa 00JOXKKaX Ui OBICTPOrO TMOMCKA JOKYMEHTOB B TOCIEIYIOUIEM; U3 3aBEPUTEILHON
HAJMKUCU Ha OOJIOXKKY J1eJ1a BHIHOCUTCSL KOJIMYECTBO JIUCTOB B JIEJIE;

HAAMHUCH Ha 00JI0KKAX JeJ1 TOCTOSSHHOTO U JI0JITOBPEMEHHOT0 XPaHEHHMsI CIIEAYET IPOU3BOJUTH YETKO,
CBETOCTOMKMMH YEPHWIAMHY;

JUTSL ydeTa KOJIMYEeCTBa JIMCTOB B JieNie M (PUKCAMU 0COOEHHOCTEH X HyMepaluy Ha OTAEITHHOM JIUCTE
COCTaBJIETCSI 3aBEpUTEIbHAS HAAINCH;



B 3aBEpUTEIbHOM HAIMKNCH YKa3bIBA€TCS KOJMYECTBO JHUCTOB (UM(paMu U MPOIMUCHIO) B JeEIe.
3aBepuTeNbHAs HAINUCh MOJMUCHIBAETCS COCTABUTEIEM C YKa3aHHEM €ro JODKHOCTHM U JaThl
COCTaBIICHUS;

BHYTPEHHSSI OMKCHh COCTAaBJISIETCS K JieJlaM MOCTOSTHHOTO U JloyiroBpeMeHHoro (cBoime 10 neT) cpoka
XpaHeHus,, CQOPMUPOBAHHBIM 1O PA3HOBHIHOCTSM JOKYMEHTOB, 3arOJIOBKHM KOTOPBIX HE PACKPBHIBAIOT
KOHKPETHOE COJIep>KaHue TI0KyMEHTOB (0c000 IIeHHbIE, INYHbIE JIeja U Jp.).

7.4. Onucanue T0KyMEHTOB [TOCTOSSHHOTO CPOKa XPaHEHHUS:

OTHCH COCTABJISIFOTCS pa3elibHO Ha JieJia MOCTOSHHOTO XPaHEHHUsS 10 OCHOBHOM NESATENbHOCTH U Ha
JIeN1a 10 IMYHOMY COCTaBY;

OTIHCH COCTaBIISIOTCA JEIOMPOU3BOAUTEIIEM;

OIHCH BEJETCS B €IMHON BaJIOBOM HyMepalH B TEUEHUE HECKOJIbKUX JIET;

Ha JIeJ1a C UCTEKIIUM CPOKOM XPaHEHHUsI COCTABIISIETCS aKT 00 YHUUTOKEHHH;

110 OKOHYaHMH JIeNIONPOU3BOACTBEHHOTO roja B JJOY mpousBoautcs 0T00p JOKYMEHTOB IIOCTOSTHHOTO
CpPOKa XpaHEHMs JUIs BKJIIOYEHHUS UX B onUch. ONHMCh COCTOUT U3 FOJOBBIX pa3JesioB, BHYTPH roja Jena
pacroiararoTcs MO CTENEHU 3HAYMMOCTH C YYETOM HOMMHAJIBHOIO MpPUHIMNA (B COOTBETCTBUU C
HOMEHKJIaTypOU yUpexIeHus);

ONMCU COCTAaBJISIFOTCS Pa3fesIbHO Ha JieJla MOCTOSHHOTO XPAaHEHUsS 10 OCHOBHOM JESATENIbHOCTH U Ha
JIe1a 10 IMYHOMY COCTaBY;

OIMCU COCTABIISIIOTCS CEKPETapEM.

7.5. Jlena BpeMEHHOTO XpaHECHHsI OPOPMIISIFOTCSI YIPOIIEHHO: OHHM HE MOJIINBAIOTCS, TUCTH B HUX HE
HYMEpYIOTCsl, YTOUHEHUE Ha OOJIO)KKAaX HE IMPOU3BOJIUTCS, OMHUCH Ha Jiela HE COCTaBJISIOTCS, y4yeT
BEJIETCSI 10 HOMEHKJIAType JIe.

8. YciioBHs XpaHeHUs IOKYMEHTOB apXuBa

8.1. JIoKyMeHThl apxuBa XpaHATCA B AapPXMBOXPAHWIMILE JOLIKOJBHOTO OOpa3oBaTeIbHOTO
YUpEXKICHUSI.

8.2. He momyckaeTcst pa3MelieHre apXruBa B MOABAJIBHBIX U YEPAAUHBIX TOMEIICHHX JETCKOTrO caja.

8.3. ApXUBOXpaHMIUIIE JOJDKHO OBITh YyAAalleHO OT JIaOOpaTOPHBIX, MPOU3BOACTBEHHBIX, OBITOBBIX
MOMEIEHUI U HEe UMETh OOLIUX ¢ HUMH BEHTWISIIMOHHBIX KaHAIOB. APXUBOXPAHWIHUIIE OTAEISAETCS OT
COCETHUX MOMEIICHUH HECTOPAEMbIMHU CTE€HAMU U MIEPEKPHITUSIMHU C MpeieTaMi OTHECTONKOCTH HE MEHee
JIBYX 4acoB. B apxuBoXpaHWJIUIIE HE JOMycKaeTcs MPOKJIagka TpyO BOAOCHAOXKEHHUS U KaHAIMU3AlHH,
TEXHOJIOTUUECKUE WU OBITOBBIC BHIBOJIBI BOJIBI.

8.4. ApXuBOXpaHWIHWIIE JOKHO HMMETh EeCTECTBEHHYIO WJIM HWCKYCCTBEHHYIO BEHTUIISIIHIO,
00eCTeynBaroIyI0 PEHUPKYIALHUIO BO3AyXa, CTAOMIBHOCTh TEMIIEPATypHO-BIAKHOCTHOTO pexuma. 8.5.
Bce noctynatomue B apxuB JIOY m0oKyMeHTHI pa3MeNIaloTcsl B apXUBOXPaHUIUIIAX HA CTAI[MOHAPHBIX U/
WIN TIEPEIBIKHBIX METAJUIMYECKHUX CTEIIAKaX, B METAJUINYECKUX IIKadax Wik KOHTeHHepax.

8.6. Cremnaku TOJKHBI ObITh YCTAHOBJICHBI NEPHIEHIUKYIISPHO CTEHAM C OKOHHBIMU IIPOEMaMH, a B
MOMEIICHUN 0e3 OKOH - C Y4YeTOM OCOOeHHOCTEeH momenieHuss U obOopynoBanusi. He nomyckaercs
pasMelleHHne CTeJulaXel BIUIOTHYIO K Hapy>KHBIM CT€HaM 37aHUs ¥ K UICTOYHMKAM TeIlIa.

8.7. PaccraHoBka cremaxked W mIKaoOB OCYIIECTBISICTCS B COOTBETCTBHH CO  CJCIYIONIMMH
TpeOOBaHUSIMMU:

paccTosiHue MEeXIy psAAaMM cTesiaxel (ri1aBHbI npoxon) — He meHee 120 cwm;

paccTosiHue (IPOX0/1) MEXITY CTEIUIaXKaMu — HE MeHee 75 cM;

paccTosiHue MEXIy HapyKHOW CTEHOM 3[aHMs U CTeJIakaMH, MapajlielbHbIMU CTEHE — HE MeHee 75
cMm;

paccTosiHuE MEXy CTEHOM U TOPLOM cTesiaxka Uil mkada (00xon) — He MeHee 45 cm;

paccTossHue MEXIy TI0JIOM M HIDKHEH mojkoil cremnaxka (mkada) — He MeHee 15 ¢M, B IOKOJBHBIX
sTaxkax — He meHee 30 cM.

8.8. IlpoTuBomokapHbIi peXuUM B apXuUBOXpaHWiIuIle, TIne pasMeuiaerca apxus JOVY,
yCTaHaBIIMBaeTCsl B COOTBETCTBUHU C [IpaBuiamu npotuBonoxkapHoro pexxuma B Poccuiickoii denepannu



oT 16 centsaops 2020 roma Nel479. 8.9. ApxXxuwBHBIE JOKYMEHTHI CleayeT XpaHUTh B TeMHoTe. 8.10.
3amuTa JOKyMEHTOB OT AEMCTBUS CBETa 00ECIIEUNBAETCS XpaHEHUEM JOKYMEHTOB B KOpOOKax, Marnkax u
neperieTax, B mkadax Wik Ha CTellIakax 3aKphITOTO THIIA.

8.11. EctecTBeHHOE OCBEIICHUE B APXMBOXPAHWIMIIE JOMYCKAETCS MPU YCIOBUU NMPUMEHEHUS Ha
OKHAaX CBeTOpacceuBaTeliel, PpEeryJsTOPOB CBETOBOTO TOTOKAa (CIEIHUAIBbHBIX CTEKOJ), 3aIlIMTHBIX
(GUIBTPOB U MOKPBITUH, JKATIO3H.

8.12. Jlns MCKYCCTBEHHOT'O OCBEILLECHMS MPUMEHSIOTCS JaMIlbl HAaKaJIUBaHUS B 3aKpPBITHIX IU1aOHAX C
TTIJKOM MOBEPXHOCTHIO.

8.13. B apxuBOXpaHWIMILE JUIsl XPaHEHMsI JOKYMEHTOB YCTaHAaBJIMBAIOTCS CIEIYIOIIME MapaMeTphl
TEMIEPATYPHO-BIAXKHOCTHOTO PEXKUMA:

JUIs XpaHeHHs JOKYMEHTOB Ha OyMaXHOM HocuTene — Ttemmeparypa 17-19°C, orHocuTenbHas
BJIQXKHOCTb Bo3tyxa — 50-55%.

8.14. IlomermeHust apxuBa JOIIKOJIBHOTO O0pPa30BaTEIBHOIO YUPEKACHUS OJDKHBI COIEPIKATHCS B
YHCTOTE, B YCIOBUAX, NCKIIIOYAIOIINX BO3MOXKHOCTD MOSIBJIEHUS IJIECEHU, HACEKOMBIX, TBLIH.

9. 3aKIIIOUNTENBHBIE TOJIOKEHUS

9.1. Hacrosimiee Ilonoxxenue o0 apxuBe sIBiIsieTCS JIOKaIbHBIM HOPMAaTUBHBIM aKTOM, IIPUHUMAETCS Ha
Obmem coOpannu pabOTHUKOB JOMIKOJIBHOTO O0pa30BaTEIbHOTO YUPEXKICHHS U yTBepxKaaercs (JIubo
BBOJIUTCS B JielicTBHE) 3aBeayommm JOY.

9.2. Bce u3MeHeHMsT M JOTNOJHEHHWs, BHOCHMBIe B Hactosimee Ilomoxkenue, odopmisioTcsS B
MUCbMEHHOHN (hOopMe B COOTBETCTBUH JICUCTBYIOIINM 3aKOHOAAaTeNbCcTBOM Poccuiickoit denepanuu.

9.3. ITonoxenne 06 apxuBe JJOY npuHUMAaeTCs Ha HEOTIPEeIEHHbIN CpOK. VI3MeHeHHs U JOTIOTHEHUS
K [losio’)keHHI0 MPUHUMAIOTCS B OPSJKE, MpeaycMOTpeHHOM 11.9.1. Hactosmero [lonoxeHusl.

9.4. llocne npunstus [lonoxenus (MiIv U3MEHEHUN U JOMOJHEHUH OTAENbHBIX IYHKTOB U Pa3/eiioB) B
HOBOH pelakLiuy NpeablIyias peAaKkiys aBTOMaTHUECKH yTPauuBaeT CUILY.
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