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1. O0mue noxoKeHus

1.1. Hacrosmee Ilonoxkenne 06 apxuse JIOY pazpaboraHo Ha OCHOBAHHHA
[lpumepHoro rmosioxkenus o0 apXuBe OpraHM3allMy, YTBEpPKACHHOrO IPUKA30M
deepanbHOro apxusroro arerrcrsa Ne 42 or 11 anpens 2018 rona ¢ usmenenusMu Ha 9
mas 2021 masi, B coorBercrsun ¢ demepanbhbiM 3akoHoM Ne 273-03 or 29.12.2012 ropa
«O06 obpasosanuu B Poccuiickoit Penepauuny B penakipm o1 5 nexadps 2022 ropa,
[Ipukazom Muskyastypsl Poccuu or 31.03.2015 Ne 526 "OO6 yTBepiACHMM IPABHIT
OpraHM3aliy  XPaHEHWs, KOMIUICKTOBAHMS, y4eTa M MCIOTb30BAHMA JIOKYMEHTOB
ApxusHoro Qonaa Poccuiickoit dejiepaiyn U Apyrux apxuBHBIX TOKYMEHTOB B OpraHax
rOCYJAPCTBEHHOM BJIACTH, OpPraHax MECTHOrO CaMOYNpABICHHS H OpraHu3aImsx",
VY ¢TaBoM JOMIKOJILHOr0 00pa3zoBaresibHOIr0 YUPEIKACHHS.

1.2. launoe Ilonoxenue 06 apxuse JIOY onpeesser cocTaB JOKYMEHTOB apXHBa
JETCKOrO caja U YCIOBHS MX XPAHCHHs, YCTAHABIMBACT 3aa4M, HA3HAYCHHC U QYHKLMH
apXMBa, PErJIAMEHTHPYET JEATENbHOCTD JIMIL, OTBETCTBEHHBIX 32 BCJACHUC apXuBa B
JIOIIKOJBHOM 00pa30BaTEIbHOM YUPEHKICHHUH.

1 3. B cBoeil JaesTeNbHOCTH apXvB PYKOBOACTBYeTCs (DejiepaibHbiM 3aKOHOM No
125-03 or 22.10.2004 roma «O6 apxuBHOM jene B Poccuiickoit ®enepauum» c
wamenenusmu Ha 11 wons 2021 roja, HOpMarMBHBIMU TIPABOBHIMU aKTAMH Poccutickoi
desepaiyn, CyObeKTa Poccuitckoit  deaepaumun B chepe aApXMBHOrO Jena w
JEJIONPOU3BOJICTBA, JIOKATbHBIMH HOpMaTUBHBIMU aKTamu JOUIKOJIBHOTO
00pazoBaATEILHOIO YUPEHKICHHS.

1.4, Jloxymentst JIOY, HMEIONME HCTOPUYECKOE, KyIbTYPHOC, HAYHHOE,
COLMATLHOE, IKOHOMUYECKOE M MOJUTHIECKOE 3HAYEHHE, COCTABIAIOT rOCYApCTBEHHYIO
yacth ApxusHoro (onga Poccuiickoit  Deuepanun,  ABIAIOTCH COOCTBEHHOCTBIO




rocy/iapcTBa M MOJJISKAT MOCTOSHHOMY XPaHEHHUIO B TOCYAAPCTBEHHBIX apXUBax
Poccuiickonn ®enepauun. Jlo mnepemaun Ha TOCYJAPCTBEHHOE XPAHECHUE JIAHHBIE
JIOKYMEHTBI BpDEMEHHO XPaHATCS B JOIIKOJIBHOM 00pa30BaTEIbHOM YUPEKICHUU.

1.5. B HAOY nns XxpaHeHus JoKymMeHTOB ApxuBHoro ¢onaa Poccuiickoit
denepani M 3aKOHYEHHBIX  JIEJONPOU3BOACTBOM  JTOKYMEHTOB  MPAKTUYECKOTO
Ha3Ha4YeHUs, WX OTOOpa, ydeTra, HCIOJb30BaHHS M TMOJATOTOBKM K TMepegaye Ha
rocyJapCTBEHHOE XPaHEHHUE CO3AETCs apXUB.

1.6. ApxuB co3maercsd Kak CaMOCTOATENIBHOE MOAPAa3ACIICHUE, BO3TJIABIISIEMOE
JUIIOM, OTBETCTBEHHBIM 32 BEJCHHE apXuBa COINIACHO TMPHUKa3y 3aBEAYIOIIEro
JOLIKOJIBHBIM 00Pa30BaTENbHBIM YUPEKICHUEM.

1.7. Yupexnenue AOUIKOILHOIO 00pa3oBaHusi 00€CTIeYMBAET ApXUB HEOOXOIUMBIM
MOMEIIeHHEM, 000PYIOBAaHUEM U KaJPaMHU.

1.8. JlomkonbHOE 00pa3oBaTENbHOE YUpPEKIECHUE OOECeurnBaeT COXPaHHOCTD,
yder, OoTOOop, YIOpSAOYEHHE W UCIHOJb30BaHUE OKYMEHTOB ApxuBHOTO (¢oHIa
Poccuiickoit  ®eneparuu, oOpasytonuxcss B ero jgestenbHocTu. (ObecreyuBaer
CBOEBPEMEHHYIO Iepeiauy dTUX JOKYMEHTOB Ha TOCYAapCTBEHHOE XPaHEHUE.

1.9. Bce paboThl, CBA3aHHBIE C MOJATOTOBKOW, TPAHCHOPTUPOBKON W Iepeaauei
apXUBHBIX IOKYMEHTOB, IPOU3BOSTCS CHJIAMH U 3a CUET JETCKOro caja.

1.10. 3a yrpaty u nopuy nokymMmeHTOB ApxuBHoro ¢onHma Poccuiickoii @enepanmu
noibkHocTHble snia JJOY HecyT OTBETCTBEHHOCTh B COOTBETCTBHHM C JEHCTBYIOIIMM
3aKOHO/IATEIHCTBOM.

1.11. ApxuB pgerckoro caga pabOTaeT COIVIACHO IUIaHY, YTBEPKIAEMOMY
3aBEYIOLIUM JIOIIKOJIBLHBIM 00pa30BaTEbHBIM YUPEXKICHUEM U OTYUTHIBACTCS TIepe] HUM
B CBOCH padorTe.

1.12. KoHTposib AEATENbHOCTH apXHMBa OCYIIeCTBIAET 3aBeayrouuid JIOY, a B ero
OTCYTCTBUU — UCHOJHAIOUMNA 00513aHHOCTH 3aBEAYIONIETO.

2. CocTaB 10KYMEHTOB apXHBa JIeTCKOI0 cajaa

2.1. B apxus JIOY nocrynaror:

3aKOHYEHHBIE  JIEJIONPOU3BOJICTBOM  YUPEXKICHHUS  JTOKYMEHTHl  [OCTOSHHOIO
XpaHeHus, 00pa30BaBIIMECS B JEATEIIBHOCTH CTPYKTYPHBIX MOAPA3JEICHUN, TOKYMEHTHI
BpeMeHHoro (ceimie 10 1er) cpoka XpaHEHHUsA, HEOOXOAMMbIE B MPAKTHYECKOU
JESTENbHOCTH, JOKYMEHTHI 110 KaJpaM U BOCIIUTaHHUKAM;

JOKYMEHTBl TOCTOSIHHOTO XpaHEHHs M IO JIMYHOMY COCTaBy OpraHu3aluii-
MPEAIIECTBEHHUKOB (IIPU UX HATUYUN);

Au4HbIe (HOHABI BEAYIINX PAOOTHUKOB JETCKOro cajia (MpU UX HAJIWYHUH);

CIIyeOHbIE€ U BEJOMCTBEHHbIE U3JJaHUS;



CIIPAaBOYHO-TIOMCKOBBIE CPEACTBA K JOKYMEHTAM M YYETHBIE JTOKYMEHThl ApXHBa
JETCKOro caja.

2.2. Cpoku XpaHEHHUS JOKYMEHTOB B apXHBE JIOMIKOJBHOTO 00pPa3oBaTEIbHOIO
YUPEKICHHUSI  ONPENENSAIOTCS  COIJJACHO CpOKAaM, YKa3aHHbIM B  YTBEPKIACHHOU
HOMEHKJIAType JEIl.

3. 3apaum apxusa JIOY

3.1. OCHOBHBIMH 3a/1a4aMU apXHBa SIBISIOTCA:

OpraHM3alvs XpaHEHUs1 TOKYMEHTOB, COCTAB KOTOPBIX MPEAYCMOTPEH pa3aeiaoM 2
Hactosmero Iomoxenus;

KOMIUIEKTOBAaHUE apxuBa JOKyMEHTaMH, OOpa30oBaBIIMMHCS B JI€ATEIbHOCTH
YUPEXKICHUSI, OCYILIECTBIISIONIEr0 00Pa30BaTENbHYIO ACSITEIBHOCTD;

y4der, 00ecreyeHne COXpaHHOCTH, CO3[JaHuE HAyYHO-CIIPABOYHOI'O anlapara;

UCII0JIb30BaHUE JOKYMEHTOB, HaXOASAIIMXCS HAa XpaHeHuu B apxuse JJOVY;

NOJIrOTOBKA M CBOEBpPEMEHHas Iepejraya JOKyYMEHTOB ApXUBHOro (QoHua
Poccuiickon ~ ®enepanrii  HAa  NOCTOAHHOE  XPAaHEHWE B TOCYJIAPCTBEHHBIN
(MyHULIMTTATIbHBIN) apXUB;

METOJMYECKOE PYKOBOJICTBO M KOHTPOJIb 32 (POPMHUPOBAHUEM U OOPMIICHHEM eI
B JICJIONIPOM3BOJICTBE JETCKOTO caJa U CBOEBPEMEHHOW Iepeadell HX B apXuB
JOLIKOJIBHOI0 00pa30BaTENbHOr0 YUPEXKICHHUS.

4. DyHKIUM apxXuBa

B cooTBeTcTBHM C BO3J0KEHHBIMHU 3ala4aMH apXHUB OCYILIECTBIISIET CIEAYIOIINE
byHKIIH:

4.1. Opranuszyer npueM JOKYMEHTOB MOCTOSIHHOTO W BpeMeHHOTro (cBbimie 10 er)
CPOKOB XpaHEHHWs, B TOM 4YHCJIE IO KaJpaM W BOCHUTAaHHUKAaM, OOpa3oBaBIIUXCS B
nestenbHocT JIOY, B COOTBETCTBHH C YTBEPKICHHBIM TPa()UKOM.

4.2. OOecrnieunBaeT COXPAaHHOCTb M BEOET YYEeT JOKYMEHTOB M (DOHIOB,
HaXOSIIMUXCS Ha XPaHEHUH B apXHBE JIOMIKOIHLHOTO0 00pa30BaTEIbHOTO YUPEKIACHHS.

4.3. TlpencraBiser B TOCYAApCTBEHHbIH (MYHUIIMIAJIBHBIN) apXuB Yy4YeTHbBIC
cBeZeHus: 00 00bEME M COCTAaBE XPAHSIIMXCA B apXMBE JETCKOro caja JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickori denepanui W APYrUX apXUBHBIX JIOKYMEHTOB B
COOTBETCTBHM C TMOPSAKOM TOCYJAPCTBEHHOIO y4eTa IJOKYMEHTOB ApXUBHOro (onaa
Poccuiickoint ®enepanumu.

4.4. CucremaTu3upyeT M pa3MeliaeT JOKYMEHTBI, NOCTYIAIUIMEe Ha XpPaHEHUE B
apxuB JIOY, oOpa3zoBaBiirecs B X0J1€ OCYIIECTBICHUS IEATEIIbHOCTH YUPEKACHUSI.



4.5. Pa3pabaTeiBaeT rpaduku mpeacTaBiICHUs OMUCEH HAa paCCMOTPEHUE DKCIIEPTHO-
MIPOBEPOYHON KOMHUCCHUH U Tiepefadyd JOKyMEHTOB ApxuBHOro (ouma Poccuiickoi
deneparuy Ha XpaHEHUE B TOCYIapCTBEHHBIN (MYyHUIIUIIAIbHBIN) apXUB.

4.6. OcymiecTBISIET TOATOTOBKY U MTPEACTABIISACT:

HAa pacCMOTPEHHE U corylacoBaHue J3KcrnepTHoM komuccun JIOY onucu nen
MOCTOSTHHOT'O XpaHEeHHUs, BpeMeHHbIX (CBhIIIe 10 JIeT) CPOKOB XpaHEHUsI, B TOM UYUCIIE IO
KaJpaM ¥ BOCIHUTAHHUKAM, a TAaKXE€ aKThl O BBIJCIICHUM K YHHYTOKEHHUIO APXUBHBIX
JOKYMEHTOB, HE TMOMJIEXKAIIMX XpPaHEHHIO0, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O
HEUCTPABUMBIX MOBPEXKICHUSIX apXUBHBIX JJOKYMEHTOB;

Ha YTBEPKIEHUE SKCIEPTHO-IIPOBEPOUYHON KOMHUCCHM YINOJHOMOYEHHOTO OpraHa
WCIIOTHUTEIbHON BiacTu cyObekTa Poccuiickoit denepauuu B cdepe apXUBHOrO Jesa
(manee - DIIK apxXuBHOTO yUpeKI€HUS) OMUCH JIeTT TOCTOSIHHOTO XPaHEeHHUS;

Ha corjacoBanue DIIK apxuBHoro yupexaeHusi cyobrekra Poccuiickoit deneparuu
(MyHUIIMTIAILHOT'O ~ apXWBa), B  Cllyda€ HAJICJICHUs] €ro  COOTBETCTBYIOUIUMHU
MTOJIHOMOYHUSAMHU, OIKCH JIEJI 110 IUYHOMY COCTaBY;

Ha cornacoBanue DIIK apxuBHOro yupexaenus cyorekra Poccuiickoit @enepanmu
(MyHULIMTTAILHOTO ~ apXWBa), B CiIy4ae HAJACJIICHHUS €ro  COOTBETCTBYIOIIUMU
MOJIHOMOYHUSMH, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEHCIPABUMBIX MOBPEKICHUSIX
apXHUBHBIX IOKYMEHTOB;

Ha yTBepxkaeHue 3aBenyromeMy OV onucu nen mocTOSHHOTO XpaHEHWs, OMUCH
BpeMeHHBIX (cBbillie 10 JieT) CpOKOB XpaHEHHs, B TOM YHUCIE OMUCH JeN MO Kajapam u
BOCIIUTAHHUKAM, aKThl O BBIICJICHUA K YHUYTOXKEHUIO ApXMWBHBIX JIOKYMEHTOB, HE
MO/VICKAIUX XPAHEHUIO, aKThl 00 yTpare JTOKYMEHTOB, aKThl O HEUCIPaBUMbBIX
MOBPEXKIACHUAX apXUBHBIX JIOKYMEHTOB, YTBEpKIeHHbIE (corinacoBaHHble) OIIK wmm
rOCy/IapCTBEHHBIM apxUBOM cyObekTa Poccuiickoii ®eneparun  (MyHUIIUTAIBHBIM
apXMBOM) B CJIy4ae HaJIeJIEHUsI €r0 COOTBETCTBYIOLIMMH OJHOMOYHSIMH.

4.7. Opraamzyer nepeaady JOKYMEHTOB ApxuBHoro ¢onaa Poccuiickoit
denepalMy Ha NOCTOSHHOE XPAHEHHUE B TOCYAapCTBEHHBIN (MyHULUIIATIbHBIN) apXUB.

4.8. OpranuszyerT W TPOBOJIUT OKCIEPTHU3Y IIEHHOCTH JTOKYMEHTOB BPEMEHHBIX
(cBpiie 10 5ieT) cpokoB XpaHEHMs], HAXOASAMMXCA Ha XpaHeHuu B apxuse JIOY B memsx
orOopa JOKYMEHTOB Il BKIIOUEHHs B cocTaB ApxuBHoro (onma Poccuiickoit
denepanuu, a TAKKE BBISIBJICHUS TOKYMEHTOB, HE MOJIEXKAIUX JaTbHEUIIEMY XPAHEHUIO.

4.9. YuacTtByeT B pab0oTe SKCHIEPTHON KOMHCCHUU JOIIKOJIBHOTO 00Pa30BaTEIbHOTO
YUPEKICHHUS.

4.10. IIpoBoauT MeponpusiTUS MO OOECIEUCHUI0 COXPAHHOCTU JOKYMEHTOB,
HaxosIMXcs Ha XpaHeHuu B apxuse [JOVY.

4.11. Opranuszyer uH(poOpMuUpoBaHHE aAMHUHHUCTpanuu U pabotHukoB OV o
COCTaBE U COAECPKAHUU JOKYMEHTOB APXUBA YUPEKICHUS.



4.12. Nudopmupyer mnonb3oBaTene Mo BONPOCAM MECTOHAXOXKJICHUS apXUBHBIX
JOKYMEHTOB.

4.13. OpranusyeT BblAauy JOKYMEHTOB U JI€JT JUIsl pa0OThl B YUTAJIBLHOM 3aJi€ WK BO
BPEMEHHOE MOJIb30BAHUE.

4.14. WcnonHseT 3anmpockl MOJIb30BaTeNel, BHIJAET apXUBHbBIE KOMUU JIOKYMEHTOB,
apXMBHBIE BBIITUCKU U APXUBHBIE CITPABKH.

4.15. Bener y4eT ucnosib30BaHus JOKyMEHTOB apxuBa JJOVY.

4.16. Co3pmaer (oHA TMOJIB30BAaHUSI apXWBa JETCKOTO Caja M OpraHU3yeT ero
HCIIOJIb30BaHUE.

4.17. OcyuiecTBisieT BeIEHUE CIPABOYHO-TIOMCKOBBIX CPEACTB K JOKYMEHTaM
apxusa /JOYVY.

4.18. Co3paer, MOMOJHSAET WM COBEPIIEHCTBYET HAy4YHO-CIPABOYHBIM ammapar K
XPaHAIIMMCS B apXUBE JeJIaM U IOKyMEHTaM.

4.19. YyactByeT B pa3pabOTKe TOKYMEHTOB yUPEKICHHUS MO BOMPOCAM apXUBHOTO
JieJ1a U JeJIONPOU3BOJICTBA.

4.20. Oka3pIBacT METOAMYECKYIO IIOMOLIb:

ciyx0e penompousBoiactBa JIOY B cocTaBiaeHMM HOMEHKJIATYpPbl €M,
dbopmupoBaHUd U O(DOPMIIEHHH J€J, KOHTPOJIUPYET NPABUIBHOCTH (DOPMHUPOBAHMS U
oopmiieHus Aen B AETONPOU3BOJICTBE;

CTPYKTYPHBIM Mojpa3fenenusm u padotaukam JJOY B MoAroToBKe JOKYMEHTOB K
repenaye B apxXmB JIETCKOro cajia.

4.21. YyacTByeT B MpPOBEICHUM MEPOINPHUSATUNA MO TOBBIIMICHUIO KBaTU(PUKAINH
pabOTHUKOB apXMBa W CHYKObI JEIONPOU3BOACTBA JOLIKOIBHOIO 00pa30BATEIBLHOIO
YUPEKIACHHUS.

S. IIpaBa apxuBa

J171s1 BBITIOJTHEHUS BO3JIOXKEHHBIX 3a7a4 U (PYHKIMI U0, OTBETCTBEHHOE 3a apXMUB,
MMEET NPABO:

5.1. IlpencraBnsTh 3aBeAYyIOIIEMY JOUIKOJIBHBIM 00pa30BaTEIbHBIM yUpPEKIECHUEM
IIPEIIOKEHUSI 10 COBEPIIEHCTBOBAHUIO OPTaHM3aLMU XPAHEHHUs, KOMIUJIEKTOBAaHHUs, y4eTa
Y UCIIOJb30BaHUs apXUBHBIX JOKYMEHTOB B apxuse J[OVY.

5.2. KoHTpomupoBaTh BBINOJHEHUE YCTAHOBJIEHHBIX NpPaBWI  pabOTBl ¢
JOKYMEHTaMH B CTPYKTYPHBIX MOAPA3AEICHUAX YUPEKICHHUS.

5.3. 3anmpamuBaTh OT CTPYKTYPHBIX MojpaszaeineHuii u padbotaukos 10V cBenenus,
HEeoOXOoAuMbIe Ui paboOThl apXuBa, C Y4YETOM OOECIEUYeHHsI BBINOJIHEHUS BCEX
BO3JI0’KEHHBIX Ha apXMB 3a7a4 U (PYHKIIHIA.

5.4. [aBarth pa3bsCHEHUS M PEKOMEHAAIMU [0 BONpOCaM, BXOMSIIUM B
KOMIIETEHIIMIO apXMBa JOLIKOIHHOIO 00pa30BaTEIbHOIO YUPEKICHHUS.



5.5. HWudopmupoBath CTPYKTYpHBIE TOJpa3JieiieHus JIETCKOro caaa o
HEOOXOIMMOCTH Mepefayd JOKYMEHTOB B apXWB B COOTBETCTBUU C YTBEP)KICHHBIM
rpadukom.

5.6. IlpuHMMaTh y4acTMe B 3acCelaHUAX OJKCIIEPTHOM KOMMCCUU YUYPEXKACHUSA, a
TaKX€e B AKCHEPTHO-IIPOBEPOYHON KOMHUCCUHU YIIOTHOMOUYEHHOTO OPraHa UCTIOJIHUTEIbHON
BiacTu cyonekta Poccuiickoit denepanuu B chepe apxuBHOIO Jiena.

6. OTBEeTCTBEHHOCTDH 32 (DYHKIIHOHUPOBAHUE apXHBa

6.1. Haznauennoe npukazom 3aseayroniero OV numno, OTBETCTBEHHOE 3a BEJICHUE
apXMBa, HECET MEPCOHAJIbHYIO OTBETCTBEHHOCTD 3a:

BBITIOJTHEHHE BO3JIOKEHHBIX HA apXWB 3a7ad M (QYHKIUA B COOTBETCTBUU C
JNEUCTBYIOLIUM 3aKOHOIATENBLCTBOM Poccuiickoint Denepannu;

OpraHm3aiuio  paboThl  apXWBa, CBOEBPEMEHHOE U  KBaNU(UIUPOBAHHOE
BBIIIOJIHEHUE T[IPUKA30B, pACIOPSKEHUW, MOPYYEHUIl BBIIIECTOSALIETO PYKOBOJICTBA,
JEHUCTBYIONIMX HOPMATUBHO-TIPABOBBIX aKTOB 110 CBOEMY MPOUITIO I€SITEIIbHOCTH;

panmoHasibHOe U 3G ()EKTUBHOE HCIOIH30BAHUE MaTEpHUANbHBIX, (DMHAHCOBBIX U
KaJpOBBIX PECYPCOB;

COCTOSIHUE TPYIOBOW M HCIOJHHUTEIbCKON JUCHUUILUIMHBI B apXHUBE, BBHIIOJIHEHUE
CBOMX (DYHKIIMOHAJILHBIX 00513aHHOCTEH;

coOmroieHne ITPaBUII BHYTPEHHETO pacnopsiaka, CaHUTApPHO-
MIPOTUBOAUIEMUYECKOTO PEKHUMaA, TPOTUBOMOXKAPHON OE30MAaCHOCTH U TEXHHUKHU
0e301acHOCTH;

BEJICHHE JOKYMEHTALMU, MPEAyCMOTPEHHOM JEHCTBYIOIIMMU HOPMATHUBHO-
MIPaBOBBIMU IOKYMEHTAMU;

MPEOCTABJIIEHNE B YCTAHOBJIEHHOM TOPSAIKE JOCTOBEPHOU CTATUCTUYECKOW U MHOMU
uH(pOpMAITUH O JeSTEIHLHOCTH apXHBa;

TOTOBHOCTh apXHBa K pabOTe B YCIOBUIX UPE3BhIUANHBIX CUTYaALIUM.

6.2. OTBETCTBEHHBIE 3a BEACHUE JCIIONPOU3BOJICTBA, OJTOTOBKY U MPEACTABICHUE
JOKYMEHTOB Ha XpaHEHHE B apXUB, Ha3HA4aroTCcA 3aBeayromum JJOVY.

7. KoMIieKTOBaHHE apXUBa

7.1. lloaroroBka JOKYMEHTOB K Mepeladye B  apXWB  JOUIKOJbHOI'O
00pa3oBaTEIbHOTO YUPEKICHUSI BKIIOYACT HSKCIEPTHU3Y HAYyYHOM U MPAKTUYECKOU
IIEHHOCTH JIOKYMEHTOB, O()OPMIICHUE JI€JI, COCTABIICHUE OIHUCH.

7.2. DKcnepTU3a IEHHOCTH TOKYMEHTOB:



JKCIEPTHU3a [IEHHOCTH JOKYMEHTOB — OMNpEIeSieHue IIEHHOCTH JIOKYMEHTOB C IIEJbIO
oTOOpa WX Ha XpaHEHHWE W YCTAHOBJEHUE CPOKOB XPaHCHHUSA. DKCIEPTH3y IEHHOCTH
nokyMeHTOB B JIOY ocyiecTBIsIET TOCTOSIHHO JIEMCTBYIOIAs SKCIIEPTHASI KOMUCCHSI;

SKCIIEpTHAs KOMMCCHSI Ha3Hayaercs npukazoMm 3aseaytomero J[OY. B cocras
DKCHEPTHOM KOMHUCCHM BKJIIOYAIOT HE MEHEE TPEX COTPYIHHKOB, B TOM YHCIE B
00s13aTEIbHOM TMOPSJKE JIMLO, OTBETCTBEHHOE 3a BEIEHUE apXHuBa JIETCKOro caja.
CekperapeM dKCnepTHOM KoMuccuu HazHayaroT cekperaps JOVY. DkcnepTHas KoMUCCHS
Ha 3acelaHusX pacCMaTpuUBaceT: HOMEHKJIATypy Jel JAETCKOro caja, OMNHCU el
MOCTOSIHHOI'O XPAaHEHUS U 1O JUYHOMY COCTaBY, aKThl Ha JOKYMEHTHI, BBIJIEISIEMbIC K
YHUUTOKECHHUIO.

7.3. Opopmnenue nen:

JieNia TIOCTOSIHHOTO XPAHEHUS TMOJIMIUBAIOTCS B TBEPAYIO OOJOXKKY MPOYHBIMU
HUTKaMUu. JIMCTBI HyMeEpylOTCs B MpPaBOM BEPXHEM YIJIy NPOCTBIM KapaHJAlIOM.
KonnuecTBO MHUCTOB B KaXIOM Jelie HE JOOMKHO mpeBbimath 250. B koHue nema Ha
OTZIETILHOM JIUCTE COCTABIISIETCS 3aBEPUTEIbHAS HAAMNUCH;

Ha 00JIOXKKE JIeTT TOCTOSIHHOTO XpaHEHUs JIOJDKHBI ObITh MPOCTABICHBI CIEAYIOIINE
PEKBU3UTHL: TOJIHOE HAMMEHOBAHME BBIMIECTOSNIEH opraHu3auuu, HaumeHoanue 10V,
HOMEp (MHJIEKC) Jiela MO HOMEHKJAaType, 3arojloBOK Jela, KOJWYECTBO JIMCTOB, CPOK
XPaHEHUS WM OTMETKA «XPaHUTh MOCTOSTHHOY», HOMEp (OHJ1a, OTICH, JIeNa;

0 OKOHYAHHWH JIEJONMPOU3BOJCTBEHHOTO Tofa B O(OPMIIEHHBIE OOJOXKKH Jel
MOCTOSIHHOT'O XPAaHEHUsI BHOCATCS HEOOXOAMMBbIE YTOYHEHHUS: B 3arojiOBKU JIed,
COJZIEpKAlUX PACHOPSIAUTENbHBIE TOKYMEHTHI (MPUKa3bl, IPOTOKOJIbI), BHOCATCS HOMEPA;
€CJIM JIeJI0 ¢ TIEPEMUCKON COCTOMT M3 HECKOJbKHUX TOMOB, B Ka)XJIOM TOME YKa3bIBA€TCS
KOPPECIOHAEHT, aBTOpP, TEPPUTOPUSI, IPyTrUe JaHHbIE. B KaXX10M TOME yKa3bIBaeTcsl AaTa
(4ucio, Mecsll, ro/) Hayajia ¥ OKOHYAHMS JTaHHOTO ToMa. ToYyHbIE JaThl MPOCTABIIAIOTCS
Ha OOJIOKKaX JIs OBICTPOTrO MOMCKA JOKYMEHTOB B TIOCIEAYIOIIEM; M3 3aBEPUTEIbHOM
HAJITUCHU Ha OOJIOKKY JieJia BHIHOCUTCSI KOJIMYECTBO JIMCTOB B JIETIE;

HAJIMCU Ha 00JIOXKKaX JIeJ MOCTOSIHHOTO U JIOJTOBPEMEHHOI'0 XPaHEHUs CIeayeT
MIPOU3BOJIUTH YETKO, CBETOCTOMKUMU YEPHUIIAMH;

JUISL y4eTa KOJIMYECTBa JIUCTOB B JieNie ¥ (PUKCAllMU OCOOEHHOCTEN UX HyMepaluu Ha
OTJIETIbHOM JIUCTE COCTABIISIETCS 3aBEPUTEIbHASI HAIMNCH;

B 3aBEPUTENHHON HAAMKHCH YKAa3bIBACTCS KOJIMYECTBO JUCTOB (LMPpamMu WU
MPOMUCKIO) B JieNie. 3aBepUTEIbHAS HAJIMKUCh MOJMUCHIBAETCS COCTABUTENIEM C YKa3aHHEM
€ro JIOJDKHOCTH M J1aThl COCTABIICHHUS;

BHYTPEHHSSI OINKCh COCTAaBISETCS K JieJaM IOCTOSHHOTO U JIOJITOBPEMEHHOTO
(cBemme 10 5et) cpoka XpaHeHus, C(HOPMHUPOBAHHBIM MO PA3HOBUIHOCTSIM JTOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJEep)KaHHe TOKYMEHTOB (0c000
LIEHHbIE, TUYHBIC JIeTIa U Ip. ).

7.4. Onucanve T0OKyMEHTOB MOCTOSIHHOT'O CPOKa XPaHEHUS:



OMKCHU COCTABJISIIOTCS Pa3/iefIbHO Ha Jejla MOCTOSHHOIO XPaHEHUs IO OCHOBHOM
NESTeTbHOCTU U Ha JIea M0 JINYHOMY COCTaBY;

OTKMCH COCTABIISIIOTCS I€TIONPOU3BOIUTEIIEM;

OMUCH BEJIETCS B €JMHOMN BaJIOBOM HyMEpallui B TEUCHUE HECKOJIbKUX JIET;

Ha JieJla C UCTEKIIUM CPOKOM XPaHEHUS! COCTABIISIETCS aKT 00 YHUUTOXKEHUMY;

0 OKOHYaHWHM Jenonpou3BojcTBeHHOro roga B JIOY mnpousBogutcs ot0OO0p
JIOKYMEHTOB MOCTOSIHHOT'O CPOKa XPaHEHUS ISl BKIIOYEHUSI UX B OoNMUCh. ONUCh COCTOUT
U3 TOJOBBIX DPA3/ENIOB, BHYTPHU Tojia JieJia PacHojiaratoTCs MO CTENEeHH 3HAYMMOCTH C
Y4€TOM HOMHUHAJIBHOI'O MPUHIIMIA (B COOTBETCTBUU C HOMEHKIIATYPOU yUpexKACHUs);

OMKCH COCTABJISIIOTCS Pa3/IeJIbHO HA JIea MOCTOSTHHOTO XpaHEHUs MO OCHOBHOM
JESTENbHOCTU U Ha JIeJia IO IMYHOMY COCTaBYy;

OIKCH COCTABIISIFOTCS CEKPETAPEM.

7.5. Jlena BpeMeHHOro XpaHEHUsi OQOPMISIOTCS YIPOIIEHHO: OHHM HE
MOJAIIMBAIOTCS, JTUCTHI B HUX HE HYMEPYIOTCS, YTOUHEHUE HA O0JI0KKAX HE MPOU3BOAUTCS,
OIMCH Ha JieJia HE COCTABJISIOTCS, YUET BEJIETCS] IO HOMEHKJIIATYPE JIEIL.

8. Yci0Busl XpaHeHUs1 JOKYMEHTOB apXuBa

8.1. JIoKyMeHThl —apxuMBa XpaHATCA B APXUBOXPAHWIMILE JIOMIKOJHbHOIO
obpaszoBarenbHOro yupexaeHus. 8.2. He nomyckaercs pa3meleHue apxuBa B MOABAIbHBIX
U Yep/layHbIX MOMEIIEHUSX AETCKOro caja.

8.3. ApXUBOXpaHWIMILE JIOJDKHO OBITh  yAQJIEHO OT  JJaDOpaTOPHBIX,
MPOU3BOJICTBEHHBIX, OBITOBBIX MOMEILIEHUI U HE UMETh OOLIUX C HUMU BEHTHJIALIMOHHBIX
KAHAJIOB. APXMBOXPAHWIHILE OTAEISETCA OT COCEIHUX IOMEIIEHUH HECropaeMbIMU
CTEHAMU W IIEPEKPBHITHSAMU C MpEAeTaMH OTHECTOMKOCTM HE MEHee JBYyX dYacoB. B
apXUBOXPAHWIMIIE HE JOIMYCKaeTcsl MpOKJIagka TpyO BOIOCHAOXKEHUS M KaHAIM3alUH,
TEXHOJIOTMYECKHUE WU OBITOBBIE BBIBOJIbI BOJIBI.

8.4. ApXUBOXpaHWIHUILIE JOJDKHO HMMETh €CTECTBEHHYIO WIM HCKYCCTBEHHYIO
BEHTWJISILIMIO, 00ECTIEUNBAIONIYIO PELUPKYISIUIO BO3/lyXa, CTAOMIBHOCTh TEMIIEPaTypHO-
BJIQYKHOCTHOI'O PEXHUMA.

8.5. Bce mnocrynaromme B apxuB JOY n1OKyMeHTBI pa3mMeniarorcs B
apXUBOXPAHWIUIIAX HA CTAI[MOHAPHBIX W/WIH MEPEIBUKHBIX METANINYECKUX CTEIIaxax,
B METAJUIMUECKUX IIKa(ax WM KOHTEHHepax.

8.6. Cremnaxku JOIKHBI OBITh YCTAHOBJEHBI NEPHEHIUKYJISIPHO CTEHAM C
OKOHHBIMH MPOEMaMH, a B TOMEUICHUH 0€3 OKOH - C YUETOM OCOOEHHOCTEH MOMEIIeHUS 1
obopyaoBanusi. He gomyckaercst pazMenieHue cTeiiaxei BIDIOTHYIO K Hapy>KHbIM CT€HaM
3/1aHUA U K HICTOYHUKAM TeIuia.

8.7. PaccraHoBka cremaxked M IIKAQOB OCYIIECTBISIETCS B COOTBETCTBUHM CO
CIENYIOIINUMU TPEOOBAHUSAMMU:

pacCcTosTHUE MEXIY psiIaMH CTeJuTakei (T1aBHbIN poxon) — He MeHee 120 cwm;



paccrosiHue (MPOXOJ) MEXKIY CTEUIaKaMHu — HE MeHee 75 cMm;

paccTOsiHME MEXIY Hapy>KHOM CTEHOW 3JaHusd U CTelUlakaMu, HapajliedbHbIMU
CTEHE — HE MEHee 75 cM;

paccTosiHie MEXKIy CTEHOM M TOPILIOM cTesulaka uiu mkada (o6xon) — He MeHee 45
CM;

paccTosiHiE MEXAY MOJIOM U HIDKHEH MOJIKoU creiaxa (mkada) — He MeHee 15 ¢,
B IIOKOJILHBIX JTa)kax — He MeHee 30 cMm.

8.8. IIpoTHMBOMOXKAPHBIN PEXKUM B apXUBOXPAHWIMINE, TJ€ Pa3MEIIAeTCs apXUB
JIOY, ycranaBiauBaercsi B COOTBETCTBUM ¢ [lpaBuiiaMu MpOTHUBOIOXKAPHOTO pEKHUMa B
Poccuiickoit @eneparuu ot 16 centsiopst 2020 roga Nel1479.

8.9. ApXMBHBIE TOKYMEHTHI CIETYET XPAHUTH B TEMHOTE.

8.10. 3ammra OKYMEHTOB OT JEWCTBHS CBeTa OOECIeUMBaeTCs XpaHEHUEM
JOKYMEHTOB B KOpOOKax, Mamkax M Meperierax, B mkadax Wik Ha CTEUIaXKax 3aKpPhITOro
THUIIA.

8.11. VYpoBeHb HCKYCCTBEHHOI'O OCBEIICHHUA B KHUTOXPAHWIUIIAX JOJDKEH
cocTaBiisITh HE MeHee 100 mrokc.

8.12. B apxuBoxpaHwIMIE [JIsi XpaHEHUS JOKYMEHTOB YyCTaHaBJIMBAIOTCS
CJIeNYIONINE MapaMeTphbl TEMIIEPATyPHO-BIAXKHOCTHOTO PEKUMA:

JUIS XpaHeHWs OKyMEHTOB Ha OyMa)kHOM Hocutene — Temmeparypa 17-19°C,
OTHOCHTEIIbHAs BJIAXKHOCTh Bo3ayxa — 50-55%.

8.13. TloMenieHust apxuBa JOMIKOJBHOIO 00PAa30BaTEIbHOIO YUPEXKICHHS JOJKHBI
COJZIEPKATHCSI B UHCTOTE, B YCIOBUSAX, UCKIIOYAKOIIUX BO3MOXKHOCTh MOSIBJICHUS ILIECEHH,
HACEKOMBIX, MBUIH.

9. 3aKkII0UYUTENBbHbBIEC MOJIOKEHUSA

9.1. Hacrosmee Ilomoxkenne o0 apxuBe SBISETCS JOKaJIbHBIM HOPMATHBHBIM
aKkToM, puHUMaeTrcst Ha O01eM coopaHuu pabOTHUKOB JOIIKOJIBHOTO 00pa30BaTEIbLHOIO
YUpEeXKACHUS U YTBEpKAaeTcs (JTnOo BBOAUTCA B JielicTBrE) 3aBeayromum JJOY.

9.2. Bce wu3MeHeHMs U JIONOJHEHHUS, BHOCHMMBIe B Hacrtosmiee IlomoxkeHue,
oopMIISIOTCS B MUCBMEHHOU (JOPME B COOTBETCTBUH JCHCTBYIOIIUM 3aKOHOATEIHCTBOM
Poccuiickon @enepanumu.

9.3. Ilonoxenne o0 apxuBe JIOY mnpuHMMaeTcs Ha HEONpPENENECHHbIN CpPOK.
N3menenust u nomnojgHeHus: K [1onoxxeHuo NpUHUMAKOTCS B TOPSAKE, MPEIYyCMOTPEHHOM
m.9.1. gacTosmiero Ilonoxenus.

9.4. Tlocne mpunstus IlonoxkeHus (WM W3MEHEHUM W JOIMOJIHEHHH OTIAEIbHBIX
MYHKTOB W pa3/eioB) B HOBOM pPENAKIUM TPEABIAYIIAsS peaaKius aBTOMATHYECKH
yTpayuBaET CUITY.
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