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1. O01mue MoJI0KeHu

1.1. Hacrosimee Ilonoxenue pa3paboTaHO Ha OCHOBaHUHM I[IpuMepHOro moOJOXKeHHs 00
apXuBe OpraHu3alliy, yTBEPKIAECHHOr0 puKkazoM DenepanbHOro apxuBHOro areHrcrsa Ne 42 or
11 anpens 2018 rona, B coorBerctBuu ¢ denepanbHbiM 3akoHOM Ne 273-D3 ot 29.12.2012 roaa
«006 ob6pazosanuu B Poccuiickoit deneparuny» ¢ namMmeHenusiMu Ha 2 urotst 2021 rona, [pukazom
Munkynerypsl Poccum ot 31.03.2015 Ne 526 "OO yTBepKACHHH TPaBWUI OpraHHU3aINH
XpaHEHMs, KOMIUIEKTOBaHMs, YydeTa M MCIOJIb30BaHUs JOKYMEHTOB ApXHUBHOro (oHzaa
Poccniickoit @enepanny U Apyrux apXUBHBIX JTOKYMEHTOB B OpraHax roCyJapCTBEHHOU BIIACTH,
OpraHax MECTHOIO  CaMOyNpaBlI€HUs M  OpraHu3anusax’, YCTaBOM  JOLIKOJIBHOTO
00pa30BaTENbHOIO YUPEKACHHUS.

1.2. Mannoe [lonoxxeHune 00 apxuBe JETCKOTO cajia ONpeessseT COCTaB JOKYMEHTOB apXuBa U
YCIOBHS HMX XpaHEHHUS, YCTAaHABIMBACT 3a/a4yd, Ha3HAaueHWe U (YHKIUU apxuBa,
pErIaMEeHTUPYET ACSATEIBbHOCTh JIMIA, OTBETCTBEHHOIO 3a BEICHHUE apxuBa B JOLIKOJIbHOM
00pa30BaTEIbHOM YUPEKACHHUH.

1.3. B cBoell neATenbHOCTH apXHUB JIETCKOTo caja pyKoBoacTByeTcs denepaabHbIM 3aKOHOM
Ne 125-@3 ot 22.10.2004 rona «O6 apxuBHOM aene B Poccuiickoit denepanun» ¢ N3BMEHEHUIMU
Ha 11 utonsa 2021 rona, HOpMaTUBHBIMH MPaBOBbIMU akTamu Poccuiickoit denepanuu, cyobekTa
Poccuiickoit ®epepanuu B cdepe apXUBHOTO JieNa W JCIONPOHM3BOJICTBA, JIOKAILHBIMH
HOPMAaTHUBHBIMU aKTaMM JIOUIKOJIBHOI'O 00pa30BaTEIbHOIO YUPEKICHHS.

1.4. Hoxymentsl OV, uMewnmme HCTOPUYECKOE, KyIbTYpHOE, HAy4dyHOE, COIHMAIBHOE,
SKOHOMMYECKOE U MOJIUTHYECKOE 3HAYEHHUE, COCTABISAIOT IOCYJApCTBEHHYIO 4acTb APXHBHOIO
¢onna Poccuiickoit denepaunu, SBIAIOTCS COOCTBEHHOCTBIO TIOCYJapCcTBa U IOJJIEkKAT
IIOCTOSIHHOMY XPaHEHHUIO B rOCYyAAapCTBEHHBIX apxuBax Poccuiickonn @enepauuu. [lo nepenaun
Ha TOCYJApCTBEHHOE XpaHEHHE JaHHbIE JOKYMEHTbl BPEMEHHO XpaHSTCS B JOLIKOJIBHOM
00pa30BaTEIbHOM YUPEXKACHUH.

1.5. B IOY nns xpaneHust nokymeHTOoB ApxuBHoro (onma Poccuiickoit dexepaunu u
3aKOHYEHHBIX JEJIONPOU3BOJICTBOM JJOKYMEHTOB IPAKTUYECKOI0 Ha3HAuUEHUs, UX 0TOOpa, yuera,
MCIIOJIb30BaHUs U MOJATOTOBKH K Iepe/jaue Ha roCyJapCTBEHHOE XPAHEHUE CO3/1a€TCsl apXUB.

1.6. ApxuB co31aeTCsi KaK CaMOCTOSITENIBHOE IMOJAPA3JEJICHNUE, BO3INIABIIIEMOE JIMIIOM,
OTBETCTBEHHBIM 32 BEJIEHHWE apXHWBa COIJIACHO TMPHUKa3y 3aBEAYIOLIEr0 JOLIKOJIbHBIM
00pa30BaTEeNbHBIM YUPEKICHUEM.

1.7. VupexneHue JOLIKOIBHOIO 00pa3oBaHUS OOECHEYMBAET apXHWB HEOOXOIUMBIM
noMelieHueM, 000pyTI0BaHUEM U KaJIpaMHu.

1.8. JlomkonpHOE 00pa3oBaTeIbHOE YUPESKICHUE 00ECIeUrBACT COXPAHHOCTh, YUYET, 0TOOp,
YIOpPSJIOYEHHE U HCHOJb30BaHHE JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoit denepauum,
oOpasyromxcsi B ero JesTesqbHOCTH. (OOecreunMBaeT CBOEBPEMEHHYIO Iepefady 3THUX
JIOKYMEHTOB Ha rOCyJapCTBEHHOE XpPaHEHUE.

1.9. Bce paboThl, cBsI3aHHBIE C MMOATOTOBKOW, TPAaHCIOPTUPOBKOW W Meperadyeil apXUBHBIX
JIOKYMEHTOB, IPOU3BOAATCS CUJIAMHU U 3a CUET JETCKOTrO caja.

1.10. 3a yrtpaty u mopuy mI0KyMeHTOB ApxuBHOro ¢onma Poccuiickoit deneparum
nokHocTHele juna JOY HecyT OTBETCTBEHHOCTb B COOTBETCTBHMM C JEHCTBYIOIIUM
3aKOHO/1aTEIbCTBOM.

1.11. ApxuB gerckoro cajga paboTaeT COMIACHO IUIaHy, YTBEPKIAEMOMY 3aBelyHOIUM
JOLIKOJIbHBIM 00pa30BaTeIbHBIM YUPEXKIEHUEM U OTUMTHIBAETCS Mepe HUM B CBOEH pabore.

1.12. KoHTponp aAedTenpbHOCTHM apxuBa ocyuecTBisger 3aseayromui JIOY, a B ero
OTCYTCTBUH —HCTIOIHSIOMINNA 00s13aHHOCTH 3aBEYIOILETO.

2. CocraB 10KYMEHTOB apXuBa

2.1. B apxuB JIOY mocTtymaor:

. 3aKOHUYEHHBIE JI€JIONPOU3BOJCTBOM YUPEKIAEHUS JOKYMEHTBHI IIOCTOSSHHOIO XpaHEHMS,
oOpa3oBaBIIMecs B JAEATEIbHOCTH CTPYKTYpPHBIX MOJpa3/ieieHHU, AOKYMEHTbl BPEMEHHOTO
(cBbime 10 yet) cpoka XpaHeHHsI, HEOOXOAUMBIE B MPAKTHYECKON JESTEIBHOCTH, JOKYMEHTHI 110
KaJpaM U BOCIIMTAHHUKAM;
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. JOKYMEHTBl TIOCTOSSHHOTO XpaHGHHsI W 110 JMYHOMY COCTaBy OpTraHHM3allnii-
MPEAIIECTBEHHUKOB (ITPU X HAJTUYHH);

. JTUYHBIC (POHIIBI BEAYIUX paOOTHUKOB JIETCKOTO caja (MpU UX HATHYHH);
. CiTy’)keOHBbIC U BEJIOMCTBCHHBIE M3/IaHNUS,
. CIIPABOYHO-TIOMCKOBBIC CPEJCTBA K JOKYMEHTaM M Y4YeTHBIC JOKYMEHTHI ApXHBa

JIETCKOTO0 caja.

2.2. Cpoku XpaHEHUs JOKYMEHTOB B apXHBE JOLIKOJIBHOIO 00Pa30BaTEIbHOIO YUPEKIAECHUS
OIPEAEIAIOTCS COTJIaCHO CPOKAM, YKa3aHHBIM B YTBEPKICHHONH HOMEHKJIAType Aedl.

3. 3amauum apxuBa JOY

3.1. OCHOBHBIMY 3a7]a4aMH apXUBA SBJISIOTCS:

* OpraHM3anus XPaHEHHs [JOKYMEHTOB, COCTaB KOTOPBIX IIPELYCMOTPEH pa3fenoMm 2
HacTtosmero Ilomoxenuns,

* KOMIUJIEKTOBAaHHME apXMBa JOKYMEHTaMH, 00pa30BaBIIMMUCS B JAEATEIbHOCTH YUPEKICHUS,
OCYLIECTBIISAIOLIET0 00Pa30BaTENbHYIO 1€ATEIbHOCTD,

* ydeT, obecrieueHre COXpaHHOCTH, CO3aHNe Hay4YHO-CIIPABOYHOIO allapaTa;

* HCIIOJIb30BaHKME JOKYMEHTOB, HAXOIALIMXCS HAa XpaHeHuu B apxuse [JOVY;

* IOFOTOBKAa M CBOEBPEMEHHas Iepeaaya JIOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit
®denepaliv Ha OCTOSHHOE XpPaHEHUE B TOCYJapCTBEHHBIN (MyHUIIMIIAIbHBIN) apXUB,;

* METOJIMYECKOE PYKOBOJCTBO M KOHTPOJb 3a (GopMHpoBaHMEM M O(OpMIICHHEM €1 B
JIeJIONPOU3BOJICTBE JIETCKOIO CajJa M CBOEBPEMEHHOM mepenayeil ux B apXWB JIOMIKOJBHOIO
00pa30BaTENIbHOTO YUPEKIACHHUS.

4. ®yHKIMHU apXUBa

B cooTBeTcTBUM € BO3/10KEHHBIMU 331a4aMU apXUB OCYIIECTBISET cleayonme QyHKINN:

4.1. Opranusyer npueM JOKyMEHTOB MOCTOSSHHOTO U BpeMeHHOoro (cBbiuie 10 jeT) cpokoB
XpaHEeHus, B TOM YMCIIe 110 KaJjpaM U BOCIIMTaHHUKaM, oOpa3zoBaBUIMXCs B AesrensHoctu 1OV,
B COOTBETCTBUH C YTBEPKACHHBIM IPAPHKOM.

4.2. OGecrnieunBaeT COXPAHHOCTb M BEJET y4eT JOKYMEHTOB M (DOHJIOB, HaXOJAIIMXCS HA
XpaHEHHUH B apXUBE JIOMIKOJIBHOIO 00pa30BaTEIbHOIO YUPEKIACHHUS.

4.3. TlpencraBiser B rocylapCTBEHHbIN (MyHUIMNAIbHBIN) apXUB yueTHbIE CBEICHHs 00
o0beMe U cOCTaBe XpaHAILIUXCS B apXUBE JETCKOro caja JIOKyMEHTOB ApXHBHOro (onaa
Poccuiickoit @enepanuu M ApYyTUX apXUBHBIX JOKYMEHTOB B COOTBETCTBHUU C MOPSIIKOM
rOCyIapCTBEHHOT0 y4yeTa JOKyMeHTOB ApxuBHoro (ponna Poccuiickoit denepanmu.

4.4. CucremMaTuzupyeT M pa3MellaeT JOKYMEHTHI, MOCTYIAIOUIMe Ha XpaHEHHWE B apXUB
OV, ob6pa3oBaBiiuecs B X0/1e OCYIIECTBICHUS ICSITEIbHOCTH YUPEKICHUS.

4.5. Pa3pabareiBaeT TpaduKu NpPEACTABICHUS ONHMCEH Ha PacCMOTPEHHE 3KCIEPTHO-
IIPOBEPOYHON KOMHCCUU U Tepefadn JOKYMEeHTOB ApxuBHoro ¢onna Poccuiickoit denepanun
Ha XpaHEHUE B TOCYJIapCTBEHHBIN (MyHULIUIIAIbHBIN) apXUB.

4.6. OCyIIeCTBISET MOATOTOBKY U IPEICTABISET:

. Ha pacCMOTPEHHE M corjacoBaHue »HKcrnepTHoM komuccun JIOY ommcu pen
MOCTOSIHHOTO XpaHEHMs, BpeMEeHHbIX (cBbllle 10 J1eT) CpOKOB XpaHEHMs, B TOM 4HCIE IO
KaJpaM M BOCIHMTAaHHMKAaM, a TaKXe€ aKThl O BBIJACICHHMM K YHUYTOKEHUIO apXUBHBIX
JOKYMEHTOB, HE MOJJIekKAIINX XpaHEHWIO, akThl 00 yTpaTe JIOKYMEHTOB, aKThl O
HEUCIIPaBUMBIX ITOBPEXKICHUIX apXUBHBIX JOKYMEHTOB;

. Ha YTBEpPXKIEHUE DKCIEPTHO-NPOBEPOYHON KOMHMCCHHM YHOJIHOMOYEHHOIO OpraHa
UCIIOJTHUTENBHOM BiacTu cyObekTa Poccuiickoit @enepannu B cepe apXUBHOTO jena (nanee -
OIIK apXuBHOTO yUPEKIESHHsI) OMKICH JEJ IIOCTOSHHOTO XPaHEHUS,

. Ha cornacoBanue JIIK apxuBHOro yupexnaenus cyownekta Poccuiickoit ®@enepanuu
(MyHULIMITAJILHOTO apXuBa), B CiIy4yae HAaJIEJICHUS €ro COOTBETCTBYIOUIMMH IOTHOMOYHSIMHU,
OIMCH JI€JI IO IUYHOMY COCTaBY;

. Ha cornacoBanue JIIK apxuBHOTO yupexnenus cyobekta Poccmiickoin deneparnun
(MyHMLIMIIAJIBHOTO apXuBa), B CJIy4yae HAJEJIEHUS €r0 COOTBETCTBYIOUIMMU ITOJIHOMOYMSIMHU,
aKThbl 00 yTpare JOKYMEHTOB, aKThl O HEHMCIIPAaBUMBIX IOBPEXKIEHUSAX apXUBHBIX JOKYMEHTOB;




. Ha yTBepxkaeHue 3apenytomemy JOY onucu e MOCTOSSHHOTO XpaHEHUs, OMUCH
BpeMeHHbIX (cBbllie 10 JIeT) CPOKOB XpaHEHMs, B TOM YHUCJIE ONUCU J€l MO KaJapaMm H
BOCIIMTAHHUKAM, aKThl O BBIJCICHHMM K YHUYTOXKEHUIO apXMBHBIX JIOKYMEHTOB, HE
MOJIJISKAIINX XPAaHEHHIO, aKThl 00 yTpare JOKYMEHTOB, aKThl O HEUCIIPABUMBIX MTOBPEXKICHUSIX
apXUBHBIX JIOKYMEHTOB, YTBepxkJeHHble (cormacoBaHHble) OIIK wmiam rocynapcTBeHHbIM
apxuBoM cyObekTa Poccuiickoit @enepanun (MyHUIMIIAILHBIM apXUBOM) B CiIy4ae HaJICJICHHS
€ro COOTBETCTBYIOLIMMH OJHOMOYHUSMH.

4.7. OpraHusyeT mepegady IOKyMeHTOB ApxuBHOro ¢onmga Poccuiickoit ®@enepanuu Ha
IOCTOSTHHOE XpaHEHHE B rOCYAapCTBEHHBIN (MyHUIIUIIAIBHBIN) apXUB.

4..8. Opranu3yer U MPOBOJUT HKCIEPTU3Y LIEHHOCTU TOKYMEHTOB BpeMEHHBIX (cBbImIe 10
JeT) CPOKOB XpaHEHMs, HaxXoAsluxcs Ha XxpaHeHun B apxuBe JIOY B mensax orbopa
JIOKYMEHTOB JJIsl BKJIIOUEHHUSI B cocTaB ApxuBHOTo (hoHna Poccuiickoit @eneparum, a Takxke
BBISIBJICHUS JOKYMEHTOB, HE ITOJUIEKAIIUX JaJbHEHIIEMY XPAHCHUIO.

4.9. VYyactByer B paboTe SKCIEPTHOW KOMHCCHUU JOUIKOJIHHOTO 00pa30BaTENbHOIO
YUPEXKICHUS.

4.10. IIpoBoauT MEpONPHUATHS 1O 00ECNEYCHNI0 COXPAHHOCTH JIOKYMEHTOB, HaXOSIIUXCS
Ha xpaHeHuu B apxuse [JOVY.

4.11. Opranusyer mHbOpMUpOBaHUE aIMUHHUCTpauu U padotHukoB JIOY o cocraBe u
COJIepKaHUU JOKYMEHTOB apXHBa yUPEKICHUS.

4.12. Hudopmupyer moJIb30BaTENCH MO BOMPOCAM MECTOHAXOXICHUS apXUBHBIX
JIOKyMEHTOB.

4.13. OpranusyeT BblAady JOKYMEHTOB M JIeN s pabOThl B YWTAIBHOM 3aje HIU BO
BPEMEHHOE M0JIb30BaHMUE.

4.14. VicionHsieT 3anpochl M0J1b30BaTeNel, BbIIaeT apXUBHbIE KOIUH JOKYMEHTOB, apXUBHbIE
BBIINMCKHU Y apXUBHBIE CIIPABKHU.

4.15. Beget yder ucnosib30BaHus JoOKyMeHTOB apxuBa JIOY.

4.16. Coznaet GoHJ MOJIb30BAHUS apXUBa JETCKOI0O Ca/la U OPraHU3yeT €ro UCIOIb30BaHHeE.

4.17. OcymiecTBIISIET BEJIEHUE CIIPABOYHO-TIOMCKOBBIX CPEACTB K JoKkymMeHTaM apxuBa J1OVY.

4.18. Co3niaet, NOMOJIHAET U COBEPLICHCTBYET HAyYHO-CIIPAaBOYHBIH anmapar K XpaHsluMcs B
apxuBe JejiaM U IOKyMEHTaM.

4.19. YyactByeT B pa3paboTKe JOKYMEHTOB YUPEKICHHUS IO BOMPOCAM apXMBHOIO JieNa U
JIeJI0NPOU3BOICTBA.

4.20. Oka3bIBaeT METOMYECKYIO TOMOUIb:

» cuyx0e nenonpoussoactsa JJOY B cocTaBieHMH HOMEHKIATYPHI Jei, GOPMUPOBAHUM U
opopMmIIeHUH J1ed, KOHTPOJHMPYET TMpPaBHIBHOCTh (OpPMUpPOBaHHUS M oQopmieHHs Ael B
JIeJIONPOU3BO/ICTBE;

* CTPYKTYpPHBIM MojJpa3feneHussiM U paborHukam JIOY B MOArOTOBKE TOKYMEHTOB K
nepeaaye B apXuB JETCKOTO caja.

4.21. YdacTByeT B MPOBEACHUU MEPONPHUATHNA MO MOBBIIICHNUIO KBAIM(UKAMK PAaOOTHUKOB
apXuBa U CIIy>KObI JIEJIONPOU3BO/ICTBA IOMIKOJIFHOTO 00pa30BaTENbHOIO YUPEKIACHUS.

5. I1paBa apxuBa

JLisl BHINOJTHEHUS] BO3JIOKEHHBIX 3a7lad M (YHKIMWA JIMII0, OTBETCTBEHHOE 3a apXHB, UMEET
IpaBo:

5.1. IlpencraBiaaTh 3aBeylOIIeMy JOIIKOJbHBIM 0Opa30BaTEIbHBIM  YUPEKICHUEM
IPEMJIOKEHNS 110 COBEPIICHCTBOBAHUIO OPTaHM3ALMU XPaHEHHUS, KOMIUIEKTOBAHMS, ydeTa U
WCIIOJIb30BaHUsI apXUBHBIX JTOKYMEHTOB B apxuse J[OVY.

5.2. KoHTponupoBaTh BBHINOJIHEHHE YCTAHOBJIEHHBIX MpPaBUI pabOThl C JOKYMEHTaMU B
CTPYKTYPHBIX MOJIPA3CIICHUSAX YUPEKIACHHUS.

5.3. 3anmpammBarh OT CTPYKTYpHBIX HojapasjeneHuil u pabotukoB JIOY cBenenws,
HeoOXouMbIe JIIsl pabOThl apXKBa, C YUYETOM 0OeCreueHus BHIIIOJHEHUS! BCEX BO3JIOKEHHBIX Ha
apxuB 3a/1a4 U PYHKLIUH.

5.4. laBaTh pa3bsACHEHU U PEKOMEHJALMH 110 BOIIPOCAM, BXOIAIIUM B KOMIICTCHIIMIO apXUBa




JOLIKOJIBHOTO 00pa30BaTeIbHOTO YUPEKIACHHUS.

5.5. NudopmupoBaTh CTPYKTypHBIE MOJApA3NEICHUs JETCKOTO cala O HEOOXOIUMOCTH
nepeaadn JOKyMEHTOB B a@pXUB B COOTBETCTBUHU C YTBEPKIEHHBIM I'padUKOM.

5.6. Ilpuaumatrh ydacTHe B 3aceaHUSAX SKCIEPTHOM KOMHUCCHUHU YUPEXKIACHHUS, a TAKXKE B
3KCIEPTHO-IPOBEPOYHON KOMMCCHUU YIOJHOMOYEHHOIO OpraHa MCIHOJIHUTEIbHON BJIAcTH
cyonsekTa Poccuiickoit deneparuu B chepe apXuBHOTO Jena.

6. OTBeTCTBEHHOCTD 32 QYHKIIMOHUPOBAHNE APXUBA

6.1. Haznauennoe npuka3om 3aseaytoiero JJOVY 5niio, OTBETCTBEHHOE 3a BEACHUE apXuBa,
HECET NEPCOHAIIbHYIO OTBETCTBEHHOCTb 34!

. BEITIOJTHEHUE BO3JIOKEHHBIX Ha apXWB 3alad W (QYHKIUHA B COOTBETCTBHH C
JICUCTBYIOIINM 3aKOHOAATENBCTBOM Poccuiickoit denepanuu;
. OpraHm3anuio padoThl apXWBa, CBOCBPEMEHHOE M KBAaTHU(UIIMPOBAHHOE BBIOJHCHUE

MPUKA30B, PpACHOPSKEHHM, MOpPYYEHUH  BBILIECTOSALIETO PYKOBOJCTBA, JIEHCTBYIOIIMX
HOPMAaTHBHO-IIPABOBBIX aKTOB IO CBOEMY MPODIIIIO ACATEIbHOCTH;

. pauMoHanbHOEe U 3(PPEKTHUBHOE HCIOIb30BAHUE MATEPUANIbHBIX, (DMHAHCOBBIX U
KaJIpOBBIX PECYPCOB;

. COCTOSIHUE TPYAO0BOW M MCIIOJIHUTENBCKOW AUCHUILIMHBI B apXUBE, BBHIIIOJTHEHUE CBOUX
(YHKIIMOHAJIBHBIX 00S3aHHOCTEH;

. COOJIIO/ICHHE MPaBWJI BHYTPEHHETO PAcHops/iKa, CAHUTAPHO-IPOTUBOANUIEMUYECKOTO
pexuMa, IPOTUBOIOXKAPHOIN 0€30MIaCHOCTU U TEXHUKU O€3011aCHOCTH;

. BEJICHUE JJOKYMEHTALUH, IPEyCMOTPEHHON JeHCTBYIOIMMU HOPMATHBHO-ITPABOBBIMU
JIOKYMEHTaMU;

. IIPEJOCTaBIIEHUE B YCTAHOBJIEHHOM IIOpPSAJKE JOCTOBEPHOM CTAaTUCTHUUECKOM M MHOMN
uH(pOpMaLUK O JESATENbHOCTU apXUBa;

. TOTOBHOCTb apXHBa K paboTe B YCIOBUAX YPE3BbIYANHBIX CUTYALUH.

6.2. OTBeTCTBEHHbIE 3a BEJIEHUE JIEJONPOU3BOJCTBA, IOATOTOBKY U IPEACTaBICHUE
JIOKYMEHTOB Ha XpaHEHUE B apXUB, Ha3HaUatoTcs 3aBeayromum J[OY.

7. KommiekToBaHue apxuBa

7.1. TloarotoBka AOKYMEHTOB K Iepelade B apXWUB JIOMIKOJIBLHOTO 00pa3oBaTeIbHOTO
VUPSKICHUS BKJIIOYACT DJKCIEPTU3Y HAYYHOH W TIPAKTUYECKOW I[EHHOCTH JIOKYMEHTOB,
odopmIIeHHE A€, COCTaBICHHUE OTHCH.

7.2. DKCnepTr3a eHHOCTH JOKYMEHTOB:

. JKCIIEPTH3a IIEHHOCTH JOKYMEHTOB — OMpejelieHne IEHHOCTH JAOKYMEHTOB C IIETbIO
0oTOOpa UX Ha XpPaHEHHE M YCTAHOBIICHUE CPOKOB XpaHEHUs. DKCIEPTU3Y IEHHOCTH TOKYMEHTOB
B /IOVY ocyuiecTBisieT NOCTOSHHO JEHCTBYIOIIAsA SKCIIEPTHASE KOMUCCHS;

. JKCTEepTHAas KOMHCCHS Ha3HadaeTcs mnpukazoMm 3asenyromero JIOY. B cocras
HKCMIEPTHON KOMHUCCHH BKJIIOYAIOT HE MEHEE TPEeX COTPYIHUKOB, B TOM YHUCIE B 00S3aTEIHHOM
MOPSAJKE JIMIIO, OTBETCTBEHHOE 3a BEJIEHUE apXuBa JAeTckoro cajga. CekperapeM SKCIepTHOU
KOMUCCHH Ha3HauatoT cekpetaps JOY. DkcnepTHas KOMHCCHS Ha 3aCeaHMsIX PacCMaTpHBACT:
HOMEHKJIATypy JAeJ JETCKOTO caja, OMUCH JeJI TTOCTOSHHOTO XpaHEHUS U 10 JUYHOMY COCTaBYy,
aKThI Ha JJOKYMEHTBI, BBIJIETISIEMbIe K YHUUTOXKEHUIO.

7.3. OdopmiieHme nei:

. 0ena NOCMOAHHO20 XPaHeHUs TIOJIINBAIOTCS B TBEPAYIO 00JI0KKY MPOYHBIMUA HUTKAMHU.
JIUCTBI HyMEpYIOTCSI B TIPaBOM BEPXHEM YIJIy MPOCTHIM KapaHmamoMm. KolndecTBO JHCTOB B
KaXKIOM JieJie He JOJHKHO mpeBbimath 250. B koHIE Jena Ha OTAENbHOM JIHCTE COCTaBISIETCS
3aBepUTEIIbHAS HAIHCH,

. Ha OOJIOKKE JIel MOCTOSHHOTO XPaHEHUsS JOJDKHBI OBITh MPOCTABIEHBI CIETYIOIINE
PEKBU3UTHI: MOJHOE HAMMEHOBAHUE BBINIECTOAIICH OpraHu3aiuu, HaumeHoBanue [JOY, Homep
(MHIIEKC) Aena MO0 HOMEHKJIAType, 3aroJIOBOK Jelia, KOJIWYECTBO JUCTOB, CPOK XPAHEHUS WIIH
OTMETKA «XPaHUTb IMOCTOSTHHO», HOMEP (POH[Ia, OTIHCH, JeNa;

. M0 OKOHYAHUHU JIEIOMPOU3BOJICTBEHHOTO TOoAa B OQOpPMIICHHBIE OOJOXKKH el
MOCTOSIHHOTO XPaHEHMsI BHOCATCS HEOOXOIMMBbIE YTOUHEHHUS: B 3aroJjOBKH JeJ, COJAepKaIlIux




pacnopsiAuTeNabHble JAOKYMEHTHI (TIpUKa3bl, MPOTOKOJBI), BHOCATCS HOMEpa; €ciau JAeNo ¢
MEPENUCKON COCTOUT U3 HECKOJbKHMX TOMOB, B Ka)XJOM TOME YKa3bIBa€TCS KOPPECIOHJIEHT,
aBTOp, TEPPUTOpUS, JIpyrue JaHHbIe. B KaXqoM TOMe ykas3bIBaeTcs jaara (4MCllo, MEecsl, rof)
Hayala 1 OKOHYaHMA JAHHOTO ToMa. TodHbIe JaThl MPOCTABISIOTCS HAa 00JI0KKaX sl ObICTPOTO
MOKCKA IOKYMEHTOB B MOCIIEAYIOLIEM; U3 3aBEPUTEIILHON HAIMUCU Ha 0OJIOKKY Jesla BBIHOCUTCS
KOJIMYECTBO JIUCTOB B JIEJIE;

. HAAMUCH Ha OOJOXKKax JeJ IMOCTOSHHOIO M JOJTOBPEMEHHOIO XPAaHEHHUS CIIEIyeT
MIPOU3BOJUTH YETKO, CBETOCTOMKUMH YEPHUIIAMH;

. JUIS y4eTa KOJIMYecTBa JINCTOB B Jiele U (hUKcaluu OCOOCHHOCTEH MX HyMepaluu Ha
OTJIEIIbHOM JIMCTE COCTABIISETCS 3aBEPUTEIIbHAS HAIIIUCH;

. B 3aBEPUTEIHHON HAAMKUCH YKa3bIBAETCS KOJIMYECTBO JUCTOB (I paMu U MPOIUCHIO) B
Jene. 3aBepUTeNbHasl HAAIUCh MOJNMCHIBAETCS COCTABUTENIEM C YKa3aHUEM €ro JOHKHOCTH U
JaThl COCTaBJICHHUS;

. BHYTPEHHSS OIUCh COCTABISETCS K JIelaM IOCTOSHHOTO U JOJTOBPEMEHHOIO (CBBILLIE
10 nmet) cpoka XpaHeHUS, C(HOPMHPOBAHHBIM IO PA3HOBUIHOCTAM JOKYMEHTOB, 3aroJIOBKU
KOTOPBIX HE PAaCKPBIBAIOT KOHKPETHOE COJIEPKAHNE IOKYMEHTOB (0c000 IIEHHBIE, TMYHBIC Ie1a U

ap.).

7.4. Onucanue JOKYMEHTOB IIOCTOSIHHOTO CPOKA XPaHEHHUSI .

. OMKMCH COCTAaBJISIOTCS pa3liebHO Ha JieJla IMOCTOSHHOTO XPAaHCHHS [0 OCHOBHOM
JIeATETLHOCTH M Ha JIeJia 10 JUYHOMY COCTaBYy;

. OTIMCH COCTAaBIISFOTCS ACIIONPOU3BOAUTEIICM;

. OMHCH BEJETCS B €JMHOM BAJIOBOM HyMEpAIMU B TEUCHUE HECKOIBKUX JIET;

. Ha JIeJla C UCTEKIIUM CPOKOM XPAaHEHUS COCTABIISAETCS aKT 00 YHUUYTOKEHUH;

. 10 OKOHYAaHMM JIeJONpou3BoJcTBeHHOro roaa B JIOY mnpousBomutcs oTOOp

JAOKYMCHTOB IIOCTOSIHHOI'O CPOKa XpPaHCHUA HJISI BKIIFOUCHUA HUX B OIIUCH. Onuce CoCTOUT U3
TOAOBBIX Ppa3aciioB, BHYTpU roga nAcjia pacriojiararorcda mo CTCCHU 3HAYUMOCTH C Yy4YCTOM
HOMMUWHAJIBHOT'O IpUHIHIIA (B COOTBCTCTBHH C HOMGHKHaTypOﬁ y‘-Ipe)K)leHI/IH);

® OIMMCHU COCTABJIAKOTCA Ppa3AaciibHO Ha J¢JIa IMMOCTOAHHOIO XpaHCHHA I10 OCHOBHOM
JACATCIIBHOCTH U Ha A¢a O JINYHOMY COCTaBY,
® OIMIMCHU COCTABJIAKOTCA CCKPETAPEM.

7.5. [lena epemennozo xpanenus opOpPMISIOTCS YIPOIIEHHO: OHU HE TOIUBAIOTCS, JIUCTHI B
HUX HE HYMEpYIOTCsi, YTOYHEHHME Ha OOJIO)KKaX HE€ IPOU3BOJIUTCS, OINUCHM Ha Jeja He
COCTaBIISIOTCS, YUET BEAETCS 10 HOMEHKIIATYPE JEN.

8. YcioBusi XxpaHeHus1 JOKYMEHTOB B apXuBe

8.1. JIOKyMeHTBhl apXMBa XpaHATCS B apXUBOXPAHWIHUIIE JIOLIKOJBHOIO 0Opa3oBaTEIbHOTO
YUPEXKICHUS.

8.2. He nomyckaeTcst pa3MelleHHE apXWBa B MOABATIBHBIX M YEepAAYHBIX IMOMELICHHSX
JIETCKOTO caja.

8.3. ApXMBOXpaHWIHIIE AOJDKHO OBITH YHaJeHO OT J1a0OpaTOPHBIX, MPOM3BOJCTBEHHBIX,
OBITOBBIX IOMENIEHUH W HE MMeThb OOMMX ¢ HHUMHU BEHTWISALUOHHBIX KaHaJIOB.
ApXMBOXpaHWIMILE OTIAEISETCS OT COCEIHUX TIOMEUICHWM HECTOpaeMbIMH CTE€HAMU U
NEPEKPHITUSMHU C IpeJiellaMd OTHECTOMKOCTH HE MEHee JBYX 4acoB. B apxuBoxpaHuiuIiie He
JIOITyCKaeTCsl MPOKIaKa TpyO BOJOCHA0KEHUS U KaHATM3AIlUH, TEXHOJIOTUYECKHE I OBITOBbIE
BBIBO/JIbI BOJIBI.

8.4. ApXMBOXpaHWIUIIE JODKHO UMETh €CTECTBEHHYIO MJIM HCKYCCTBEHHYIO BEHTHIIALMIO,
0o0ecrevynBaroIlyl0 PEHUPKYJSIUI0 BO3yXa, CTaOWIBHOCTh TEMIIEPATyPHO-BIAKHOCTHOTO
pexHuMa.

8.5. Bce mocrymatoniie B apxuB JJOY MOKYMEHTHI pa3MemaroTcs B apXWBOXPAHHMIIUINAX Ha
CTAllMOHAPHBIX /MM TNEPEABIKHBIX METAUIMYECKUX CTeJUIakaX, B METAUIMYEeCKUX MIKadax
WJIM KOHTEHHEepax.

8.6. Cremnaku JOJDKHBI OBITh YCTAaHOBJIEHBI MEPIEHAUKYISAPHO CTEHAM C OKOHHBIMH
MIpoeMaMH, a B TIOMEIIEHUH 0€3 OKOH - C YYETOM OCOOCHHOCTEH MOMEIIECHUS U 000PYI0BaHUS.




He pomyckaercss pa3MelieHue cresiakedl BIUIOTHYIO K HapyKHbIM CTE€HaM 3JaHus U K
UCTOYHHKAM TerlIa.

8.7. PaccraHoBKa cTe/utaxeil ¥ mKkadoB OCYUIECTBISAETCS B COOTBETCTBUU CO CIEAYIOIIHUMU
TpeOOBaHUAMU:

*  pacCTOsTHHE MEXIY psAAaMu CTeJuiaxel (TJaaBHbIN Tpoxona) — He MeHee 120 cM;

*  paccrosiHuE (IPOXO0/1) MEXTY CTEIUIaXKaMu — He MeHee 75 cMm;

*  paccTOsiHME MEXIY Hapy>KHOM CTEHOH 3/1aHus U CTeJUlaKaMM, MapajljiebHbIMU CTEHE —
HE MeHee 75 cM;

*  paccTOsiHME MEX]Jy CTEHOH M TOPLIOM cTeuiaxka min 1kada (06xon) — He MeHee 45 cMm;

*  paccTOsSHHE MEXIy TOJOM M HIDKHEH MONKOHU creiaxka (mkada) — He MeHee 15 oM, B
LOKOJIBHBIX 3Taxkax — He MeHee 30 cMm.

8.8. IIpoTuBOmOXKapHBI peXUM B apXUBOXPAaHWUIMINAX, rae pasMmeumaerca apxus IOV,
yCTaHaB/IMBaeTcsl B cooTBeTcTBUM ¢ [IpaBuimamu mportuBomoxkapHoro pexxuma B Poccuiickoit
Oeneparun ot 16 centsadops 2020 roga Nel479.

8.9. ApxuBHbIE JTOKYMEHTBHI CIelyeT XpPaHUTh B TEMHOTE.

8.10. 3ammra JOKYMEHTOB OT JEHCTBHUS CBETa OOECIIEUMBAETCS XPAaHEHHEM JTOKYMEHTOB B
KOpOOKax, Mankax u rneperJierax, B mkadax UiM Ha CTeJUIaXkax 3aKpbITOro THIIA.

8.11. YpoBeHb HCKYCCTBEHHOI'O OCBELICHMSI B KHHUIOXPAHWJIMILAX JOJDKEH COCTaBJISATH HE
Mmenee 100 nrokce.

8.12. B apxMBOXpaHMJMINE JUIS XPAHEHUS JOKYMEHTOB YCTAHABIMBAIOTCS CIEAYIONINE
HapaMeTpbl TEMIIEPATYPHO-BIAAKHOCTHOI'O PEXHUMA:

* JUId XpaHEHUs JOKYMEHTOB Ha OyMaXHOM HocuTene — Temmeparypa 17-19°C,
OTHOCHTEJIbHAS BIIAYKHOCTH BO3yxa — 50-55%.

8.13. IlomemeHuss apxuBa JOUIKOJBHOIO 00pa30BaTEIbHOIO  YUPEXKICHUS  JIOJIKHBI
COJepXKaTbCsd B YHMCTOTE, B YCJIOBUAX, HCKIIOYAIOUIMX BO3MOXHOCTb IOSIBICHUS IUIECEHH,
HACEKOMBIX, IbUIH.

9. 3ak04nTebHbIE MOJI0KEHUS

9.1. Hacrosimee Ilonoxenne o0 apxwBe SBISETCS JOKAJIbHBIM HOPMAaTHBHBIM aKTOM,
npuHumaercs Ha O6meM coOpaHun paOOTHHUKOB JIOIIKOJIBHOTO 00pa30BaTENbHOIO YUPEKICHUS
U yTBep:kaeTcs (Jubo BBOAUTCS B JeiicTBHE) 3aBeaytoumm JOVY.

9.2. Bce n3MeHeHMs U JIONOJHEHUs, BHOCUMBIE B HacTosulee [lonoxkeHue, opopmIsioTcs B
NUCbMEHHOW (opME€ B COOTBETCTBUHM JIEHCTBYIOUIMM 3aKOHOJATENbCTBOM Poccuiickoi
®denepanuu.

9.3. INonoxenne 06 apxuBe JAOY mpuHUMAaeTcss Ha HEOINpPEIeIeHHBIH Cpok. V3MeHeHus u
nononHeHus K IlonoxkeHuio mpUHUMAKOTCS B MOpsIKE, MpeaycMOoTpeHHoM 1.9.1. HacTrosiero
ITonoxeHnns.

9.4. Ilocne npunstus Ilonoxxenus (WM U3MEHEHUI U JTOMOJHEHUH OTAEIbHBIX IIYHKTOB U
pa3ziesnoB) B HOBOM peJaKlvy IpeablIyIlas pelakiiis aBTOMaTHUECKH yTPauuBaeT CUITY.
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