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1. O01mue moJ10KeHust

1.1. Hactosimee Ilonoxxenne o6 apxube JIOY pa3zpaboraHo Ha OCHOBaHUU
[IpyumepHOro MOJOXKEHHsI 00 apXMBE OpPraHU3ALMH, YTBEPKIACHHOTO MPHUKA30M
®enepanbHoro apxuBHoro areHtcrBa Ne 42 or 11 ampens 2018 roma, B
cootBercTBUM ¢ [Ipukazom MunkynsTypbl Poccun ot 31.03.2015 Ne 526 "OO6
YTBEPKIACHUN TMPABWJI OPraHU3alMM XPAHEHUS, KOMIUIEKTOBAaHMsS, Yy4yeTa U
MCIIOJIb30BaHUsl JTIOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit ®enepauuu wu
OPYTUX apXUBHBIX JOKYMEHTOB B OpraHax TIOCyJIapCTBEHHOM BIIACTH, OpraHax
MECTHOI'O  CaMOYNpABJIEHUS W  OpraHu3anusax’, YCTaBOM  JOLIKOJBHOIO
00pa3oBaTeIbLHOTO YUPEKICHUS.
1.2. Nannoe Ilonoxenue 06 apxuse JJOY omnpezenser coctaB JOKYMEHTOB apXuBa
JETCKOr0 CaJa W YCIIOBUS UX XPAHEHUs, YCTAHABIMBAET 3aJlauyd, HA3HAYECHHUE U
(GYHKIIMM apXuBa, pPErjJaMEHTUPYET JESITeNIbHOCTh JIWIl, OTBETCTBEHHBIX 3a
BEJICHUE  apXWBa B  JIOUIKOJIBHOM  00pa3oBaTebHOM  YYPEKICHUHU.
1.3. B cBoel neaTenbHOCTH apXuB pykoBojcTByeTcs: dDenepanbHbIM 3aKOHOM Ne
125-®3 ot 22.10.2004 roga «O6 apxuBHOM Jnene B Poccuiickoit denepammm» ¢
u3MeHeHnsaMu Ha 14 wrona 2022 roga, HOPMATHBHBIMU IIPABOBBIMU AKTaMH
Poccuiickoit @enepanuu, cyobekra Poccutickoit deneparuu B chepe apXuBHOTO
7ena U JIEeIONpPOU3BOACTBA, JIOKAJTbHBIMH HOPMAaTUBHBIMU aKTaMH JOLIKOJIBHOTO
00pa3oBaTeIbLHOTO YUPEKICHUS.
1.4. Hoxymentsl JIOY, wuMemmme HUCTOPUUECKOE, KYJIbTYpHOE, HAYy4YHOE,
COIMAIbHOE, SKOHOMHYECKOE U  IOJUTUYECKOE 3HAYEHUE, COCTaBIISIIOT
roCyJapCTBeHHYIO 4acTh ApxuBHoro ¢onma Poccuiickoit denepanuu, sBISIIOTCS
COOCTBEHHOCTBIO TOCYJapCTBa M TMOMJIEXKAT TMOCTOSHHOMY XPaHCHHIO B
rocyJapCcTBeHHbIX apxuBax Poccuiickon @enepanuu. Jlo mepenaun Ha
rOCYJapCTBEHHOE XpAaHEHHWE [JIaHHbIE JOKYMEHTBl BPEMEHHO XpaHATCS B
JOUIKOJIBHOM 00pa30BaTeIbHOM yUPEKICHUH.

1.5. B JJOY nns xpanenus nokymMeHTOB ApxuBHOoro ¢onma Poccuiickoit
Qenepanuy U 3aKOHYEHHBIX JEJIONPOU3BOACTBOM JOKYMEHTOB IIPAKTUYECKOIO
Ha3HA4YeHMs, UX OTOOpa, ydera, HCIOJIb30BaHMS M MOJATOTOBKM K Iepefade Ha
rOCyJapCTBEHHOE XpaHEeHue co3zaercs apXuB.

1.6. ApxHWB cO37a€TCs KaK CaMOCTOATEIbHOE MOAPA3JICICHUE, BO3TJIABISIEMOE
JIUIIOM, OTBETCTBEHHBIM 3a BEJCHUE apXMBA COTJIACHO MPHUKA3Yy 3aBEAYIOIIErO

JOIITKOJIbHBIM o0pa3oBaTeIbHBIM YUPEKICHUEM.
1.7. YupexxaeHue JOMKOJIBHOT0 00pa30BaHUs 00ECIIEYNBACT ApXUB HEOOXOIMMBIM
MTOMEIIECHUEM, 000py0BaHUEM u KaJpamu.

1.8. [HomkonbHOE 00pa3oBaTEbHOE YUpEKJICHHE O0ECHEYMBAET COXPAHHOCTD,
y4eT, O0TOOp, YyHOpsAI0YEHUE U HCIO0JIb30BAHHE JTIOKYMEHTOB ApXHUBHOro (hoHIa



Poccuiickoit denepannu, oOpasyromuxcs B ero JedreinbHocTd. OOecneynBaet
CBOEBPEMEHHYIO Iepefadyy 3THX JOKYMEHTOB Ha TOCYIapCTBEHHOE XpaHECHHE.
1.9. Bce paboThl, CBsA3aHHBIE C MOATOTOBKOM, TPAaHCIOPTUPOBKON W mepenaveit
ApXMBHBIX JOKYMEHTOB, IPOM3BOMATCA CHJIAMM M 3a CYET JETCKOTO Caja.
1.10. 3a yrpary u nopuy 10KyMeHTOB ApxuBHoro ¢onaa Poccutickoit deneparuu
noipkHocTHele  Jmna  JIOY  HecyT OTBETCTBEHHOCTh B COOTBETCTBUU  C
JNEUCTBYIOLIUM 3aKOHOJATEJILCTBOM.
1.11. ApxuB JeTckoro cajaa paboTaeT COIJIACHO IUIaHy, YTBEPKIAEMOMY
3aBEAYIOLIMM JOLIKOJIBHBIM OOpa30BATENbHBIM YUPEKIECHUEM U OTYUTHIBACTCS
nepen HUM B cBoel pabore.
1.12. KoHTpoJib IeSITENRHOCTH apXyUBa ocyuiecTBiser 3aBenyomui [0V, a B ero
OTCYTCTBUU — UCTIONHSIOUIMN 003aHHOCTH 3aBEYIOIIETO.

2. CocTaB 1OKYMEHTOB apXMBa IeTCKOro cajaa

2.1. B apxuB JIOY nocrynarot:

® 3aKOHYEHHBIE JIEJOMPOU3BOJACTBOM YUPEKIACHUS JOKYMEHTHI TOCTOSSHHOTO
XpaHeHUs, 0O0pa30BaBIIUECS B JICATEIBHOCTH CTPYKTYPHBIX TOJPa3/ICIICHHM,
JIOKyMEHThI BpeMmeHHoro (cBbimie 10 J5ieT) cpoka XpaHeHHs, HEOOXOIUMBIE B
MPAKTUYECKOM JeATEIbHOCTH, JOKYMEHTHI IO KaJpaM U BOCIIUTAHHUKAM;

e JIOKYMEHTHl IIOCTOSSHHOTO XpaHEHUS M 10 JUYHOMY COCTaBy OpTraHU3aIlvii-
NPEIIIECTBEHHUKOB (IIPU UX HAJIMYUN);

e Ju4Hble (OHABI BETYIUX pAOOTHUKOB AETCKOTO caja (MpU UX HAJTUIHH);

e Ciy)KeOHbIEC U BEIOMCTBEHHBIE U3JJaHUS;

® CIIPaBOYHO-TIOMCKOBBIE CPEJICTBA K IOKYMEHTaM U YYETHbIE IOKYMEHThI ApXuBa
JIETCKOTO caja.

2.2. Cpoku XpaHEHHsS TOKYMEHTOB B apXWBE JOIIKOIHLHOTO 00pa30oBaTEIHLHOTO

YUPEXKICHUS] OMPENENSIOTCS COTJIACHO CpPOKaM, YKa3aHHBIM B YTBEPKICHHOM

HOMEHKJIAType Jell.

3. 3agaum apxuBa 10Y

3.1. OCHOBHBIMH 33]a9aMH APXHUBA SBISIOTCS:

e OpraHu3alus XpaHEHHUs JOKYMEHTOB, COCTAB KOTOPBIX NPEAYCMOTPEH pa3/ielioM
2 Hactosmero Ilomoxenus;

® KOMIUJICKTOBAaHHE apXHWBa JOKYMEHTAMH, OOpPa30BABIIMMUCS B JEATEIHLHOCTH
YUPEXKICHHSI, OCYIIECTBISIONIETO 00Pa30BATENBHYIO IEITEITEHOCTD;

e yuer, o0ecreueHrne COXpaHHOCTH, CO3/JaHNe Hay4IHO-CITPABOYHOTO aIapaTa;

® ICMOJB30BaHUE JOKYMEHTOB, HAXOAIIUXCS HA XpaHeHuu B apxuse JJOVY;

e MOATOTOBKA W CBOEBpPEMEHHas TMepefadya JOKYMEHTOB ApXWBHOTO (oHAa
Poccuiickont @enepanum Ha TOCTOSAHHOE XPaHEHUE B TOCYJIAPCTBEHHBIN
(MyHULIMTIATTLHBIN ) ADXUB,;




® METOJMYECKOE PYKOBOJICTBO U KOHTPOJIb 3a (OpMHpPOBAHUEM U O(DOPMIICHUEM
IeJl B JIEJIONPOU3BOJCTBE JIETCKOTO CajJa M CBOEBPEMEHHOHM Iepenadeil ux B
apXUB JOIIKOJIBLHOTO 00pa30BaTENIBHOIO YUPEKACHUS.

4. DyHKUMH apXuBa

B COOTBETCTBHM C BO3JIOKEHHBIMHU 3aJa4aM{ APXUB OCYHIECTBISAET CJIEIYIOIINE
byHKIMH:
4.1. OpranusyeTt npueM JOKYMEHTOB MOCTOSIHHOTO U BpeMeHHOTO (cBbIie 10 sier)
CPOKOB XpaHEHHs, B TOM YHUCJIE M0 KaJpaM U BOCIIMUTAaHHHMKAM, 00pa30BaBIIMXCS B
nestenbHoctd  JIOY, B COOTBETCTBUM €  YTBEPXKIEHHBIM  TpaduKoM.
4.2. OOecneurBaeT COXPAaHHOCTh M BEIET YYeT JOKYMEHTOB U (HOHOB,
HaXOASIIMXCA Ha XpaHEHWHM B AaApXUBE JOMIKOJBHOTO 00pa3oBaTEIbHOTO
YUPEKICHHUS.
4.3. Ilpencrapnsier B TOCYAapCTBEHHbIH (MYHMIIMNAJIbHBIA) apXUB Yy4YETHBIE
cBeZieHUs1 00 00bEME U COCTaBE XPAHSALIUXCS B ApXHUBE JETCKOTO cajia JOKYMEHTOB
ApxusHoro (onga Poccuiickoit denepaiun U Apyrux apXMBHBIX JOKYMEHTOB B
COOTBETCTBUHM C TMOPSJKOM TOCYAApCTBEHHOIO Yy4e€Ta JIOKYMEHTOB ApPXUBHOIO
dbonma Poccuiickoit denepanui.
4.4. CucreMaTtu3upyeT M pa3MeIIaeT JOKYMEHTHI, TIOCTYIAIOINIME HA XPAHECHUE B
apxuB JIOY, oOpa3oBaBumiecs B XOJA€ OCYIICCTBICHHUS JEATEIbLHOCTH
YUPEKICHUS.
4.5. PazpabarbiBaeT rpaduKH TPEACTABICHHS ONMCEH Ha pacCMOTpPEHHE
HKCIIEPTHO-TIPOBEPOYHON KOMHUCCHM U TIepeady JOKYMEHTOB ApXUBHOro (hoHIa
Poccuiickoit denepanun Ha XpaHEHHE B TOCYAapPCTBEHHBINM (MYHUIIUNATBHBIN)
apXuB.
4.6. OcyliecTBIsSET NOATOTOBKY U MPEACTABISET:
® Ha PAacCMOTPEHHE M corjlacoBaHue 3KcrepTHol komuccuun JIOY omwmcu nen
MOCTOSIHHOTO XpaHEHUs, BpeMEHHbIX (CBbIlIEe 10 J€T) CpOKOB XpaHEHUS, B TOM
yycie IO KaapaM M BOCIUTAHHUKAM, a TakK€ AakThl O BBIIACICHUU K
YHUUYTOKCHHUIO apXUBHBIX JIOKYMEHTOB, HE TOJJICKAIIUX XPAHEHUIO, aKThl 00

yTpare JOOKYMEHTOB, aKThl O HEHCIPAaBUMBIX MOBPEXKICHUSAX apPXUBHBIX
JIOKYMEHTOB;

® Ha YTBEPKJICHHE IKCIIEPTHO-MPOBEPOYHON KOMHUCCUU YIIOJHOMOYEHHOI'O OpraHa
UCITOTHUTEIbHOM BiiacTu cyobekTa Poccuiickoit deneparuu B chepe apXuBHOTO
nena (manee - OIIK apXWBHOrO y4pexIeHHs])) OMUCH [€J MOCTOSHHOIO
XpaHEHUS,

e Ha cornacoBanue OIIK apxuBHOro yupexnenusi cyoObekta Poccuiickoit
Oenepanun (MyHUUMIAIBHOTO — apXWBa), B  Cllydae HaACJIEHUS  €ro
COOTBETCTBYIOIIUMU MOJIHOMOYHUSAMHU, OMKCH JIEJI 110 JTUYHOMY COCTaBY;

e Ha cornacoBanue OIIK apxuBHOro yupexnaenusi cyoObekta Poccuiickoit
Oenepanun (MyHULUMIAIBHOTO — apXWiBa), B  Cllydae HaJEJ€HUS  €ro



COOTBETCTBYIOIIMMH TOJIHOMOYMSIMH, aKThl 00 yTpaTe IOKYMEHTOB, aKThl O
HEUCITPaBUMBIX MTOBPEXICHUSIX aPXUBHBIX JOKYMEHTOB;

e Ha yTBepxkaeHue 3apeayroueMy J{OY onucu nen nocTostHHOro XpaHeHusl, OIHUCH
BpeMEHHBIX (cBbIIEe 10 JIeT) CPOKOB XpaHEHHUs, B TOM YHCIIE OMHMCH el IO
KaJpaM W BOCIHMTAHHHMKAM, aKThl O BBIJIEJIEHUUM K YHUUTOXKEHHUIO apXUBHBIX
JOKYMEHTOB, HE TOJIJIeKAIIUX XPAHEHHIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThI O
HEUCIPABUMBIX  TOBPEXKACHUSIX APXUBHBIX JIOKYMEHTOB, YTBEpPKICHHBIC
(cornacoBannblie) JIIK mam rocynapcTBeHHbIM apXxuBoM cyObekTa Poccuiickoit
Odenepanun (MYHUIIMNAIBHBIM ~ apXUBOM) B Cllydae  HaJEJIEHUS  €ro
COOTBETCTBYIOLIUMH MMOJTHOMOYHSIMHU.

4.7. Opranm3yer nepeaady JTOoKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit

Qdenepaliii Ha TOCTOSHHOE XpaHEHUE B TOCYAAPCTBEHHbIM (MYHULMMNAIbHBIN)

apXuB.

4.8. OpranuszyeT U TPOBOJUT SKCHEPTU3Y LEHHOCTH TOKYMEHTOB BpPEMEHHBIX

(cBbimie 10 neT) CpokoOB XpaHEHMsI, HAXOASAIIMXCS Ha XpaHeHuu B apxuse JJOVY B

nensix  oTéopa JOKYMEHTOB ISl BKIIIOUEHHMsSI B COCTaB ApXHUBHOro (QoHna

Poccuiickoit @enepanvu, a TakKe BBISBICHUS JOKYMEHTOB, HE MOJJIEKAIIUX

JaJbHEUIIEMY XpaHEHHUIO.
4.9. YyacTtByeT B paboTe 3KCMEPTHOU KOMUCCUU JTOIIKOJILHOTO 00pa30oBaTEIHLHOTO
YUPEKICHUS.

4.10. IIpoBoguT MepomnpusiTUs TO OOECHEYEHUI0 COXPAHHOCTU TOKYMEHTOB,
HaXOIAIINXCS Ha XpaHEeHUU B apXxuBe JOY.
4.11. Opranmsyer uHpOpMHpOBaHHE aIMHUHUCTparuu U padoTHHKOB J[OY o
COCTaBe U COJIepKaHUU JIOKYMEHTOB apxuBa YUPEKICHUS.
4.12. Uudopmupyet mosib3oBaTesield MO0 BOMPOCAM MECTOHAXOXKIEHUSI apXHUBHBIX
JOKYMEHTOB.

4.13. OpranusyeT Bblia4y JOKYMEHTOB U JIeJ Jisi paOOThl B UATAJIHLHOM 3aJie WM
BO BPEMEHHOE M0JIb30BaHHUE.
4.14. VicionHsET 3ampoChl MOJIb30BATENICH, BBIIAET ApXHUBHBIE KOMTUU JOKYMEHTOB,
apXUBHBIE BBIITUCKHU u apXUBHBIC CIIPaBKH.
4.15. Beger  yyer  uWcnonbp30BaHHMS  JIOKYMEHTOB apxuBa  JIOV.

4.16. Cozmaer ¢oHI TONH30BAHUS apXHMBa JETCKOTO Cajla U OpPraHU3yeT €ro
MCITIOJIb30BaHHE.
4.17. OcyuiecTBisieT BEAEHUE CIPABOYHO-TIOUCKOBBIX CPEICTB K JIOKYMEHTaM

apxuBa JOY.
4.18. Co3gaet, MOMOJHIET M COBEPIICHCTBYET HAy4YHO-CIPABOYHBIM ammapaTr K
XpaHSIIUMCS B apXxuBe nenam u JIOKYMEHTaM.
4.19. YuactByeT B pa3pabOTKe JOKYMEHTOB YUPEKICHHUS 110 BOIIPOCAM apXUBHOIO
nena u JEIIONTPOU3BOJICTBA.

4.20. Oka3pIBa€T METOANYECKYIO TOMOIIIb:




e ciayx0e pgenompousBoacTBa JIOY B cocTaBieHMM HOMEHKIATYpbl JI€d,
¢opMupoBaHUM U OQOPMJIIEHUM  JI€JI, KOHTPOJIUPYET  HIPABUIBHOCTD
dbopmupoBaHusi U 0hOpMIICHUS JIeT B IETONPOU3BOICTBE;

® CTPYKTYpPHBIM MojpazjeneHussM U padotHukam IOV B moAroToBke TOKYMEHTOB
K [lepeiaue B apXuB JIETCKOTO caja.

4.21. YyacTByeT B NPOBEACHUH MEPONPUITHI MO MOBBILICHUIO KBAIH(PUKALUU

pabOTHMKOB  apXWBa U CIYXKObl  JEJIONMPOU3BOJACTBA  JIOIIKOJIBHOTO

00pa30BaTEIbHOrO YUPEKICHUS.

S. IlpaBa apxuBa

J11s1 BBIMOJTHEHHUS BO3JI0KCHHBIX 33J1a4 U d)VHKL[I/Iﬁ JIUITO, OTBCTCTBCHHOC 34 APpXHB,

UMeeT IPaBO:
5.1. [IpeacraBnarh 3aBeayrolIEMY JIOMIKOJbHBIM 00pa30BaTeNIbHBIM YUPEKIECHUEM
IPEII0KEHNUS 1o COBEPILIEHCTBOBAHUIO OpraHu3anuu XpaHEHMUS,

KOMILIEKTOBAHUs, yU€Ta U UCIOJb30BAaHUS apXUBHBIX JOKYMEHTOB B apxuse JIOVY.
5.2. KonrtponupoBaTh BBINOJHEHUWE YCTAHOBJICHHBIX MPaBWJI  pabOThl ¢
JOKYMEHTaMH B CTPYKTYPHBIX MOAPA3AECIEHUAX YUPEKICHHUS.
5.3. 3ampammuBath OT CTPYKTYpPHBIX TMoApa3zaeneHuid u pabotHukoB JJOY
CBEJICHUSI, HEOoOXoAuMbIe g padoThl apxuBa, C Y4YeTOM OOecredeHus
BBIMIOJTHEHUSI  BCEX  BO3JIOKEHHBIX  HA  apXuB  3aJady M (QYHKIHIA.
5.4. JlaBaTh pa3bsICHEHHSd M PEKOMEHJAUHUHU IO BONPOCAaM, BXOASUIUM B
KOMIIETEHIIMIO  apXuBa  JIOIIKOJIBHOTO  O0Opa3oBaTENbHOTO  YUPEXKICHHUS.
5.5. HWudopmupoBarh CTpPYKTypHBIE MOApa3/ielieHus JETCKOro cajxa o
HEO0OXOIMMOCTH TIEpe/layd JOKYMEHTOB B apXUB B COOTBETCTBUH C YTBEPKICHHBIM
rpauKoOM.

5.6. IlpuHuMaTh y4acTh€ B 3aCEIaHUAX DKCIEPTHOM KOMHUCCHHM YUPEKICHHS, a
TaK)K€ B  OSKCIEPTHO-NPOBEPOYHON KOMMCCUM  YIOJHOMOYEHHOI'O OpraHa
UCITOTHUTEILHOM BiIacTH cyObekTta Poccuiickoit denepanuu B chepe apXUBHOTO
nena.

6. OTBeTCTBEHHOCTH 32 QYHKIIMOHUPOBAHUE apXHBa

6.1. Hasnauennoe mnpukazoMm 3aBenyromero JOY nuio, OTBETCTBEHHOE 3a
BEJICHUE apXMBa, HECET NEPCOHAIBHYIO OTBETCTBEHHOCTb 3a:

e BLHINIOJIHEHWE BO3JOKEHHBIX HA apXWB 3a7ad M (QYHKIHUA B COOTBETCTBHH C
JIEVCTBYIOIIMM 3aKOHOIATENLCTBOM Poccuiickoit denepanuu;

e OpraHuzanuio padOThl apXuBa, CBOEBPEMEHHOE U KBaJU(UIIMPOBAHHOE
BBINIOJIHEHUE  TPUKA30B,  PACHOPSHKEHUM,  MOPYYEHHH  BBIIIECTOSIIETO
PYKOBOJICTBA, JIEMCTBYIOIIMX HOPMATUBHO-TIPABOBBIX AaKTOB IO CBOEMY
npodUITIO NeATeTLHOCTH,

e panuoHa’gbHOE U 3(P(HEKTUBHOE HUCMOJIb30BAHUE MATEPUANIbHBIX, (PUHAHCOBBIX U
KaJIpOBBIX PECYPCOB;



® COCTOSIHHE TPYJIOBOM M MCIOJIHUTEIbCKOW TUCUUIUIMHBI B apPXHUBE, BBHIIOJIHEHHUE
CBOMX (DYHKIIMOHAJIbHBIX 00513aHHOCTEM;

e colOmroneHne IIPaBUII BHYTPEHHETO pacnopsiaka, CaHUTapHO-
MPOTUBOAUAEMUYECKOTO PEXKUMA, POTUBOMOKAPHON O€30MACHOCTH U TEXHUKHU
0e30IacHOCTH;

e BEJCHUE JIOKYMEHTAllMW, MPEJyCMOTPEHHON JEHCTBYIOUIMMU HOPMATUBHO-
IPABOBBIMH JOKYMEHTaMU;

® [IPEeJOCTaBJICHUE B YCTAHOBJIEHHOM MOPAJKE JIOCTOBEPHON CTAaTUCTUYECKOH H
UHOU MHOpMALIUU O IESITEIbHOCTH apXUBa;

® TOTOBHOCTb apXMBa K paboTe B YCIOBHSIX YPE3BbIYAMHBIX CUTYALIUM.

6.2. OTBETCTBEHHBIE 32 BEICHHUE JCIONPOU3BOJCTBA, IOATOTOBKY H

Npe/ICTaBlIeHue JOKYMEHTOB Ha XpaHEHHE B apXUB, HA3HAYAIOTCS 3aBEAYIOIIUM

HOV.

7. KoMmIieKTOBaHHEe apXuBa

7.1. TloaroTroBka JOKYMEHTOB K Tiepejadye B  apXWB  JIOMIKOJBHOTO
00pa3oBaTEILHOTO YUYPEKICHUS BKIIFOYAET IKCIEPTU3Y HAYYHOU M MPAKTUYECKOU
IIEHHOCTH JTOKYMEHTOB, odopmIIeHHE nen, COCTaBJICHUE OTINCH.
7.2. DKcrepTu3a IEHHOCTU JJOKYMEHTORB:

e OKCIEpPTH3a IIEHHOCTH JOKYMEHTOB — OIpeJeieHNEe IIEHHOCTH JIOKYMEHTOB C
IEJIbI0 0TOOpA MX HAa XpaHEHHUE U YCTAHOBJIEHHE CPOKOB XpaHEHHUS. DKCIEPTU3Y
IeHHOCTH JO0KyMeHTOB B JIOY ocymiecTBIsIEeT MOCTOSHHO JEMCTBYIOIIAS
AKCIIEpTHAsT KOMUCCHS;

e DKCIIEpTHAsh KOMHCCHS Ha3HadaeTcsl mpukasom 3aseaytomiero J[OY. B cocras
AKCIIEPTHON KOMHUCCHM BKJIIOYAIOT HE MEHEE TPeX COTPYIHHUKOB, B TOM YHCIIE B
00s13aTEILHOM TMOPSIJIKE JINIIO, OTBETCTBEHHOE 32 BEJICHUE apXUBa JETCKOTO caja.
CekperapemM 3KCHEpTHOM KoMHCCUM Ha3HadarT cekperapsa JOVY. DkcneprHas
KOMHUCCHUSI Ha 3aCeJaHusX paccMaTpuMBaeT: HOMEHKJIATYPY el JETCKOTo caja,
OIHCH JIeJI TOCTOSTHHOTO XPAaHEHHUS U T10 JINYHOMY COCTaBY, aKThl Ha TOKYMEHTHI,

BBIJICJISIEMBIE K YHUUTOKEHUIO.

7.3. Odopmiienue gen:

e Jleia TIOCTOSIHHOTO XpaHEHUs MOJIIMBAIOTCS B TBEPAYIO OOJOXKKY MPOYHBIMH
HUTKaMu. JIUCThI HYMEPYIOTCS B MPABOM BEPXHEM YIJIy MPOCTHIM KapaHJIAIIOM.
KonnuecTBo NHCTOB B KaXKJA0M €€ He JOJKHO npeBbimath 250. B koHue gena
Ha OT/IEJIbHOM JIUCTE COCTABIISIETCS] 3aBEPUTEIbHAS HA/IKCH;

e Ha OOJIOKKE JIeT TIOCTOSHHOTO XPaHCHHs JOJKHBI OBITh MPOCTABICHBI
CJIEAYIOIINE PEKBU3UTHI: MOJHOE HAUMEHOBAHUE BBIIIECTOSIIECH OpraHu3aluu,
HauMmeHoBanue JJOY, HoMep (MHAEKC) elia M0 HOMEHKJIAType, 3arojoBOK Jela,
KOJIMYECTBO JUCTOB, CPOK XPAHEHUS WIIM OTMETKA «XPAHUTh MTOCTOSIHHO», HOMED
dbonma, onucH, jaena;

® 10 OKOHYAHWM JIEJIONPOU3BOJICTBEHHOTO T0Jia B O(OPMIICHHBIE OOJOXKKHU el
MIOCTOSIHHOTO XPAaHEHHSI BHOCSTCA HEOOXOJUMbIE YTOUHEHUS: B 3aroJIOBKHU [T,




COJIEpKalllUX PacClopsAUTEIbHbIC JOKYMEHTHI (ITPUKa3bl, MPOTOKOJbI), BHOCATCS
HOMEpa; €Clid JIeJI0 C MEPENUCKOM COCTOUT M3 HECKOJbKHX TOMOB, B Ka)JIOM
TOME YKa3bIBa€TCS KOPPECHOHACHT, aBTOp, TEPPUTOpHUs, Apyrue naHHbie. B
KXJIOM TOME YyKa3bIBaeTCs Jaara (YMUCIIO, MECSI], TOJ) Hayajda U OKOHYAHUS
JaHHOTO ToMa. TouyHBIE AaThl MPOCTABISAIOTCS HA OOJOXKKAX i OBICTPOro
MOMCKA JOKYMEHTOB B MOCIEIYIONIEM; U3 3aBEPUTEIIBHON HAJIMUCH HA OOJIOKKY
JieJia BBIHOCUTCSI KOJIMYECTBO JINCTOB B JIEJIC;

® HAJIMKWCU Ha OOJIOKKAX JeJd TOCTOSHHOTO U JIOJTOBPEMEHHOTO XpaHCHHS
cieayeT MPOU3BOIUTH YETKO, CBETOCTOMKUMH YePHUIIAMH;

e JIJIsl y4eTa KOJIMYECTBA JJUCTOB B Jielie U (PuKcaruu 0oCOOCHHOCTEH UX HyMepaluu
Ha OTJICJIBHOM JIUCTE COCTABJISICTCS] 3aBEPUTEIbHAS HAIHCH;

® B 3aBEPUTEIILHOW HAJMHMCH YKa3bIBAETCA KOJHUYECTBO JUCTOB (uudpamu u
MPOMKCHIO) B Jieje. 3aBepuTeIbHAs HAAIUCh TOJMUCHIBAETCS COCTABUTEIEM C
yKa3aHUEM €ro JOJIKHOCTH U JJaThl COCTABJICHUS;

e BHYTPCHHsISI OMHCh COCTABJISETCS K JieJlaM IMOCTOSSHHOTO W JOJTOBPEMEHHOIO
(cBeimie 10 5er) cpoka XpaHeHHs, CHOPMHUPOBAHHBIM 110 PA3HOBUIHOCTSIM
JIOKYMEHTOB, 3arojOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIep)KaHHE
JIOKYMEHTOB (0C000 IIEHHBIC, TUYHBIC JIeJIa U JIP.).

7.4. Onucanue JOKYMEHTOB IMOCTOSIHHOT'O CPOKA XPaHEHU:

® OIIMCH COCTAaBIISIIOTCS PA3[EiIbHO HA JIeJIa MOCTOSHHOTO XPaHEHUS M0 OCHOBHOM
NEATEIbHOCTU U Ha JieJia 10 JINYHOMY COCTaBY;

® OIIMCH COCTAaBIIAIOTCA J1€JIONPOU3BOIUTETIEM;

® OIIKCH BEJETCS B €IMHON BAJIOBOW HYMEpALMH B TEYEHUE HECKOJBKUX JIET;

® Ha JeJIa C UCTEKIIUM CPOKOM XPAHEHHs COCTABIISIETCS aKT 00 YHUUYTOKEHUH,

® 1[I0 OKOHYaHWM JeNonpou3BojcTBeHHOro rojga B JOY mnpousBoautcs otdGop
JOKYMEHTOB MOCTOSIHHOTO CPOKa XpaHEHUs ISl BKIIOUEHUS UX B onuch. Onuch
COCTOMUT M3 TOJOBBIX Pa3[€joB, BHYTPU roja Jiejla pacrojaratorcs Mo CTENEeHH
3HQUMMOCTH C YYETOM HOMHUHAJIBHOTO MpHUHIMNA (B COOTBETCTBUU C
HOMEHKJIATYPOH YUpEKIACHUS);

® OIIMCH COCTAaBIISIIOTCS PA3[EIbHO HA JIeJIa MOCTOSHHOTO XPAaHEHUS! 10 OCHOBHOM
NEATENbHOCTU U Ha Jiesa 110 JUYHOMY COCTaBY;

® OIIMCHU COCTABIISIFOTCS CEKPETAPEM.

7.5. Jlema BpeMeHHOTO XpaHEHUs O(OPMIISIIOTCS YOPOIICHHO: OHU HE

MOMIINBAIOTCS, JUCTHI B HUX HE HYMEPYIOTCS, YTOYHEHHE Ha OO0JIOKKaxX He

MIPOU3BOAUTCS, OMMMCU HA J€J1a HE COCTABIISIFOTCS, YUET BEAETCA 10 HOMEHKIIATYpE

nen.

8. YcioBus xpaHeHHsI JOKYMEHTOB apXuBa

8.1. JlokymMeHTBI apxuBa XpaHATCA B APXMBOXPAHWIMULIE JOIIKOIBHOIO
00pa3oBaTeILHOTO YUPEKICHUS.
8.2. He pnomyckaercs pa3MenieHHe apxuBa B NOABAJIBHBIX W YEpJavyHbIX
MTOMEIIEHUSIX JIETCKOTO caja.



8.3. ApXuUBOXpaHWIMILE JIOJDKHO OBITh  yAQJE€HO OT  JIaDOpaTOpPHBIX,
MPOU3BOJICTBEHHBIX, OBITOBBIX TIOMEIICHUH W HE HMETh OOIUX C HUMHU
BEHTWISIHUOHHBIX KaHAJOB. ApPXMBOXPAHWIMILE OTIEISAETCS OT COCEIHUX
MOMEIIEHUM HEeCTOpaeMbIMU CTEHaMH M  TEPEKPHITUAMHU C  MpeJelaMu
OTHECTOMKOCTH HE MeEHee JIByX 4YacoB. B apXumBoxpaHuiuIle HE AOIMYyCKaeTcs
MPOKJIaJIKa TPyO BOJIOCHAOKEHUS M KaHAJIU3aLUU, TEXHOJIOTHYECKUE WU OBITOBBIE
BBIBOJIBI BOJIBI.
8.4. ApXHBOXpaHWJIHUIIE JOJKHO HMETh €CTECTBEHHYIO WM HCKYCCTBEHHYIO
BEHTWISALMIO, OOECIEUMBAIOIIYI0 PELUUPKYIALMIO  BO3AyXa, CTaOUIBHOCTD
TEMIIEPaTypPHO-BIAKHOCTHOTO pexuma.
8.5. Bce mocrymatomme B apxuB JOVY n0oKyMeHTBl pa3Mmemarrcs B
apXMBOXPAHWIMIAX HA CTAIlMOHAPHBIX W/WIM TEPEIBUKHBIX METAUIMUYECKUX
CTeJIaxax, B METaNTMYECKUX nikadax U KOHTEWHEepax.
8.6. Cremnaxku MAODKHBI OBITh YCTAaHOBJICHBI MEPHNEHIUKYISIPHO CTEHAM C
OKOHHBIMU TIpO€MaMH, a B TOMEIICHHUH 0€3 OKOH - C YYETOM OCOOEHHOCTEi
noMmelieHus u obopyaoBanus. He jgomyckaercs pasMellleHHe —CTeutaken
BIUIOTHYKO K HApYXXHbBIM CT€HaM 3JIaHMs W K HCTOYHHUKAM  TeIuia.
8.7. PaccTanoBka cTeiakeid M ITKaOB OCYIIECTBISIETCS B COOTBETCTBHH CO
CICAYIOIKUMU TPEOOBAHUSIMH:
® DPaCcCTOSIHME MEXY psaMu cTesuiaxel (rJaaBHbI npoxos) — He MeHee 120 cwM;
e paccTosHHE (ITPOXO0JT) MEXKIY CTeIaXKaMu — HE MeHee 75 cM;
® PAcCCTOSIHUE MEXAY HapYXKHOM CTEHOW 3[aHMs U CTeJUIaKaMu, MapajulelIbHbIMU
CTEHE — HEe MeHee 75 cMm;
® PaCCTOSIHHE MEXJIy CTEHOUM M TOPILIOM cTelijiaxka i 1mkada (06xom) — HE MeHee
45 cwm;
e PACCTOSIHUE MEXy TOJIOM M HIDKHEH IMOJKOU cTeyuiaxa (mkada) — He meHee 15
CM, B IIOKOJBHBIX dTa)kaX — HE MeHee 30 cM.
8.8. IIpoTtuBOMOXapHBIA PEKUM B ApXUBOXPAHUIIMINE, TNI€ pa3MeEIIaeTcsl apXuB
JOVY, ycranaBnuBaeTcss B COOTBETCTBUM C I[IpaBuiaMu MNpPOTUBOIOKAPHOTO
pexuma B Poccuiickoit ®enepanuu ot 16 centsops 2020 roma Nel479.
8.9. ApXHBHBIE JOKYMEHTBI clenyer XPaHUTH B TEMHOTE.
8.10. 3ammTa JDOKYMEHTOB OT JEHCTBUS CBETa OOECIEeUMBACTCS XpaHECHUEM
JIOKyMEHTOB B KOpoOKax, Mamkax W TepervieTax, B Ikadax Wiy Ha CTeutakax

3aKPBITOTO THIIA.
8.11. VYpoBeHb HMCKYCCTBEHHOI'O OCBEIICHUS B KHUTOXPaHWIHINAX JIOJKEH
COCTaBJIISITh HeE MeEHee 100 JIIOKC.

8.12. B apXWBOXpaHWIHWIIE JUIS XPAHEHUS JIOKYMEHTOB YCTAaHABIMBAIOTCS

CIEAYIOUINE NapaMeTPbl TEMIIEPATYPHO-BIAKHOCTHOIO PEKUMA:

e JJIsl XpaHEHUs! JOKYMEHTOB Ha OyMaKHOM Hocutene — temrneparypa 17-19°C,
OTHOCHUTEIbHAS BIAKHOCTH Bo3myxa — 50-55%.




8.13. IlomenieHus: apxuBa JOLIKOJIBHOTO 00Pa30BaTENIbHOIO YUPEKIACHUS JTOJIKHBI
COJlepKaThCsl B UMCTOTE, B YCIOBHSIX, MCKIIOYAIOMIMX BO3MOXKHOCTb IOSIBIICHUS
IJIECEHU, HACEKOMBIX, MbUIH.

9. 3ak/II0UYNTEIbHbIE MOJI0XKEHU A

9.1. Hacrosimee Ilonmoxenne 00 apxuBe SBISETCA JIOKAJIbHBIM HOPMATHUBHBIM
akToM, TmpuHuMaercss Ha OOmeMm coOpaHur pPaOOTHUKOB JOIIKOJILHOTO
00pa3oBaTEILHOTO YUPEKICHUSI M yTBepkaaeTcss (JinbO BBOAMUTCS B JCHCTBHE)
3aBEIYIOIIUM JOV.
9.2. Bce wu3MeHeHUs M JIONOJIHEHHS, BHOCHMMBbIE B Hacrtosiuiee [lomoxkenue,
opopmisitoTcs B NMHUCbMEHHOW (GoOpMe B  COOTBETCTBUU  JIEUCTBYIOIIUM
3aKOHOJATEJIbCTBOM Poccuiickoii denepanum.
9.3. Tlonoxenue o6 apxuBe [IOY mnpuHHMaercs Ha HEOIpPEAENICHHbI CPOK.
N3menenuss u gomonHeHuss K [lomoxkeHW0 MpUHUMAIOTCS B TMOPSAKE,
peyCMOTPEHHOM n.9.1. HACTOSIIIIETO [onoxenus.
9.4. Tlocne npunsatus [lomoxenuss (MM U3MEHEHUH U JOMOJIHEHUN OTACIBHBIX
YHKTOB M pPa3/ieJIOB) B HOBOW peJakliuy Mpeblaylas peaakiius aBTOMaTHYeCKH
yTpauMBaET CUITY.



