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1. O01mue moJioxKeHU
1.1. Hacrosimiee Ilonoxenue paspadorano B coorBercTBuu ¢ [Ipukazom denepanbHOro apXuBHOTO
arearctBa Ne 77 ot 31 wmrons 2023 roma «O6 yrBepxknenun [IpaBun opraHuzamuu XpaHEHWUs,
KOMIUIEKTOBAHMSI, YUeTa U MCIOJIb30BaHUS JOKyMeHTOB ApxuBHOro onaa Poccuiickoit @eneparuun
U JPYTUX apXUBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIPaBJICHUS
U OopraHuzamusix», Ha ocHoBaHuM I[IpumepHoro momnoxkeHuss 00 apxWBe OpraHU3alUU,
yTBEpKACHHOTO TpukazoMm DepepanbHoro apxuBHoro areHTcTBa Ne 42 ot 11 anpens 2018 roxa ¢
m3meHeHussMu ot 10 HosiOpst 2023 roma, a Takke YCTaBOM JOMIKOJBLHOTO 00pa3oBaTEIbHOTO
YUpEXKIECHUS.
1.2. Jlannoe Ilomoxenue 00 apxwBe NETCKOTO Cajla OMpEIeNseT COCTaB JIOKYMEHTOB apXuBa U
YCIIOBUSL UX XPAaHEHHS, YCTAaHABIMBACT 3a/aud, Ha3HAUYE€HHWE U (YHKIMM apXWUBa, PErIaMEHTHPYET
NesTeNbHOCTh JIMIIA, OTBETCTBEHHOTO 3a BEACHHME apXuBa B JOIIKOJIBHOM 00pa3oBaTeIbHOM
YUpEXKICHUU.
1.3. B cBo€il AeATENBPHOCTH apXMB JETCKOrO cajia pyKoBoacTByeTcs PenepanbHbIM 3ak0HOM Ne 125-
@3 ot 22.10.2004 roma «O6 apxuBHOM gene B Poccuiickoit denepannn» ¢ U3MEHEHUSIMH OT 25
nexabpst 2023 roma, HOpMaTHBHBIMH MpaBOBbIMU akTaMu Poccuiickoit denepanuu, cyObekTa
Poccuiickoit ®epepanuun B cdepe apXMBHOTO Jeia W JICTOMPOU3BOJACTBA, JIOKAJIHHBIMHU
HOPMAaTHBHBIMU aKTaMH JIOLUIKOJIBLHOT'O 00pa30BaTEIbHOIO YUPEKICHHS.
14. Joxymentsr JIOY, wumMewmnme HCTOPUYECKOE, KYJIbTYpPHOE, HAy4HOE, COIHAIbHOE,
SKOHOMMYECKOE U IOJIMTUYECKOE 3HAYEHUE, COCTaBISIOT TOCYJApPCTBEHHYK) 4YacTb ApPXHUBHOTO
¢donna Poccuiickoii @enepariuu, ABISIOTCS COOCTBEHHOCTHIO TOCYIapPCTBA U MOJIEKAT OCTOSTHHOMY
XpPaHEHUI0 B TOCYJapCTBEHHbIX apxuBax Poccuiickon @epepauun. Jlo nepemauv Ha
rOCy/lapCTBEHHOE XpaHEHUE JaHHbIE JOKYMEHTbl BPEMEHHO XpaHATCA B  JIOIIKOJIbHOM
00pa30oBaTEIbHOM YUPEXKICHUH.
1.5. B IOV nns xpanenust [okyMeHTOB ApxuBHoro (onnaa Poccuiickoit deneparum u 3akOHYEHHBIX
JIeTIOTIPOU3BOACTBOM JOKYMEHTOB MPAKTUYECKOI0 Ha3HAYEHUs, UX OTOOpA, yueTa, UCIOJIb30BaHUs U
MOJITOTOBKH K Iepe/iaye Ha roCy1apCTBEHHOE XpPaHEHUE CO3/IaeTCsl apXHB.
1.6. ApxuB co3maercsi Kak CaMOCTOSTENIbHOE TOpa3JelieHHe, BO3IJIABIEMOE JIULIOM,
OTBETCTBEHHBIM 32 BEJEHHE apXHBa COMVIACHO TNPUKa3y 3aBEYIOIIEr0  JOLIKOJIbHBIM
00pa3oBaTENbHBIM YUPEKICHHEM.
1.7. VapexaeHue AOMKOILHOTO OOpa30BaHUs OOCCIECYMBAET apXWB HEOOXOJIMMBIM ITOMEIIEHUEM,
000pyZ0BaHUEM U KaJpaMH.
1.8. JlomkombpHOE 00pa30BaTEIbEHOE YUPEKJACHHUE OOECIIEYNBACT COXPAaHHOCTh, Y4eT, OTOOp,
yIOpAOYEHUE U HCIIOJIb30BaHUE JOKYMEHTOB ApxuBHoOro ¢onma Poccuiickoii ®enepanuu,
o0pa3yromuxcs B ero aedareabHocTu. ObecrneunBaeT CBOEBPEMEHHYIO Mepeiady ITUX JOKYMEHTOB Ha
roCylapCTBEHHOE XpaHEHHUE.
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1.9. Bce paboThl, CBsSI3aHHBIE C IOATOTOBKOW, TPAHCIOPTHPOBKOW M TepeAayeil apXUBHBIX
JOKYMEHTOB, IIPOU3BOAATCS CUIIAMH U 34 CUET ACTCKOTO caja.
1.10. 3a yrpary u nmopuy nokyMmeHToB ApxuBHOro (onna Poccuiickoit @enepannu I0HKHOCTHBIE
muna JIOY HecyT OTBETCTBEHHOCTh B COOTBETCTBUU C IEHCTBYIOILMM 3aKOHOAATEILCTBOM.
1.11. ApxuB nerckoro caga paboTaeT COTJIaCHO IJIaHy, YTBEPKAAEMOMY 3aBEIYIOIIUM JIOIIKOIbHBIM
00pa3oBaTeNbHBIM YUPEXKICHUEM U OTYUTBHIBAETCS NE€pe]] HUM B CBOEH paboTe.
1.12. KoHTposb IeATeNTbHOCTH apXHuBa OcymiecTBiser 3aBenyomuii JIOY, a B ero orcyrcTBun —
UCTIOJHSIOIUI 0053aHHOCTH 3aBE1YIOILETO.
2. CocTaB 1OKYMEHTOB apXUBa
2.1. B apxus JIOY nocrynaor:
* 3aKOHYEHHBIE JEJONPOU3BOACTBOM YUPEXKJEHUSA JIOKYMEHTHI IOCTOSHHOIO XpaHEHUs,
o0pa3oBaBUIMECS B AEATENBHOCTH CTPYKTYPHBIX HOJpPA3/IeIeHUI, TOKYMEHTbl BPEMEHHOTO
(cBpime 10 Jjer) cpoka XpaHEHUs, HEOOXOIUMBIE B TPAKTHYECKOH JESATEIbHOCTH,
JIOKYMEHTBI 110 KaJpaM U BOCIIUTAHHUKAM;
* JIOKyMEHTbl IIOCTOSIHHOIO XpaHEHUs M 1O JMYHOMY COCTaBy OpraHu3aluii-
MPEAMICCTBEHHUKOB (ITPH X HAJTUYHH);
e Ju4HbIE POH]IBI BEAYIIUX PAOOTHUKOB AETCKOIrO cajaa (IpU UX HATTUYUHN);
*  ciy)XeOHble U BEZJOMCTBEHHbIEC U3/IaHMS,
*  CIIPaBOYHO-TIOMCKOBBIE CPEACTBA K JOKYMEHTAM U YUETHbIE JOKYMEHTbl ApXHBa JI€TCKOTO
caza.
2.2. Cpoku XpaHEeHHs IOKYMEHTOB B apXHBE JOIIKOJBHOTO OOpa30BATENBHOTO YUPEKICHHS
OIIPEAEIAIOTCA COIIACHO CPOKaM, YKa3aHHBIM B yTBEPKACHHON HOMEHKJIATYpE JEI.
3. 3agaum apxuBa 1OY
3.1. OCHOBHBIMU 3371a4aMH APXUBA SIBJISIOTCS:

e OpraHu3alMs XpaHEHUs] JAOKYMEHTOB, COCTaB KOTOPBIX MPEIYCMOTPEH pas3aeiioM 2
Hacrosiiero Ilonoxenus;,

* KOMIUJIEKTOBAaHUE apXUBa JOKYMEHTaMH, 00pa30BaBIIMMUCS B JIESITEIILHOCTH YUPEXKICHUS,
OCYILECTBIIAIOLIET0 00pPa30BaATENIBbHYIO JESATEIbHOCTD;

* yuyeT, o0ecreyeHrue COXpPaHHOCTH, CO3/1aHuEe HAyYHO-CIIPABOYHOIO ammapara;

* HCIOJb30BaHUE IOKYMEHTOB, HAXOAIINXCS Ha XpaHeHuu B apxuse OV

* TIOJrOTOBKAa U CBOEBpPEMEHHas Iepenaya JTOKyMEHTOB ApxuBHOro ¢onjga Poccuiickoit
denepanuy Ha TOCTOSHHOE XPaHEHUE B FOCYIapCTBEHHBIN (MyHUIIUNAIBHBIN) apXUB,;

* METOJIMYECKOE PYKOBOJACTBO M KOHTPOJb 3a (popMuUpOBaHMEM M O(QOpPMIIEHHEM JEN B
JEONIPOU3BOJCTBE JIETCKOIO caJa M CBOEBPEMEHHOW Iiepefjauel HMX B apXuB
JIOILIKOJILHOTO 00pa30BaTENbHOIO YUPEXKICHHUS.

4. DyHKuMHU apxuBa
B cooTBeTCTBUY C BO3JI0KEHHBIMU 337/a4aMU apXUB OCYIIECTBISAET cleAytone GyHKINH:
4.1. OpraHusyeT NpueM JOKYMEHTOB IOCTOSHHOTO M BpeMeHHoro (cBbime 10 jeT) cpokos
XpaHEHMs], B TOM YHCIIE 110 KaJpaM UM BOCHUTAaHHUKaM, oOpa3oBaBuIuxcs B aesTenbHoctu JJOVY, B
COOTBETCTBHH C YTBEPXKACHHBIM IpaQUKOM.
4.2. Ob6ecrieuynBaeT COXpaHHOCTh U BEJIET YUET JOKYMEHTOB M ()OHIOB, HAXOAAIIUXCS Ha XPAHEHUHT
B apXHUBE JIOLIKOJIBHOTO 00pa30BaTEIbHOIO YUPEIKICHHUS.
4.3. IpencrasisieT B TOCyIapCTBEHHBIN (MYHUIIMTIANBHEIN) apXUB y4eTHBIE CBEIEHUSI 00 00beMe 1
COCTaBE XpaHANIMXCS B apXuBe JETCKOro cada JOKyMEeHTOB ApxuBHoro ¢ouga Poccuiickoii
@denepad M JIPYrux apXMBHBIX JOKYMEHTOB B COOTBETCTBUU C IMOPSAKOM TOCYJAapCTBEHHOTO
yuera TokyMeHToB ApxuBHoro ¢ouaa Poccuiickoit @eneparuu.
4.4. Cucrematusupyer U pa3MellaeT JOKYMEHTHI, MOCTyMallue Ha xpaHeHue B apxuB OV,
o0pa3oBaBIIMECs B XOJI€ OCYIIECTBICHUS JEATEIbHOCTH YUPESKICHHUS.
4.5. Pa3zpabarbiBaeT rpaduKi NpPEICTaBICHUS OMUCEH HAa PacCMOTpPEHHUE SKCIEPTHO-IIPOBEPOUHON
KOMHCCHUU U Tepefayd JOKyMeHTOB ApxuBHOro ¢ouaa Poccuiickoir ®denepanuu Ha XpaHEHHE B
rocyAapCTBEHHBIH (MyHUIIUNIAIBHBIN) apXUB.
4.6. Ocy1ecTBaAsSeT NOATOTOBKY U IPEJICTABIISIET:




* Ha pacCMOTPEHHUE U COTJacOBaHME 3KcrepTHOU komuccuu JOVY omnucu en moCTOSHHOTO
XpaHeHHs, BpeMeHHBIX (cBbimie 10 JeT) cpoKOB XpaHEHHS, B TOM YHUCIE MO KaapaM U
BOCIIMUTAaHHUKAM, a TAKXKE aKThl O BBIJICJICHUH K YHUUTOXKEHUIO apXUBHBIX JOKYMEHTOB, HE
MOJJIeKAIIMX XPaHEHUIO, aKThl 00 yTpare JOKYMEHTOB, AaKThl O HEUCIPaBUMBIX
MOBPEXK/ICHUSIX APXUBHBIX JOKYMEHTOB;

* Ha YTBEPXKJACHUE OHKCIEPTHO-IPOBEPOUYHONM KOMHMCCHUU YHOJIHOMOYEHHOIO OpraHa
WCIIOJHUTEIILHOM BiacTH cyObekTa Poccumiickoii deneparuu B chepe apXuBHOrO Jeia
(manee - OI1IK apXxuBHOTO yupekI€HUsI) ONUCH eI IOCTOSIHHOTO XpaHEHUS;

* Ha corinacoBanne ODIIK apxmBHOro yupexnaeHus cyobekra Poccuiickoit ®eneparuu
(MyHULIMIIAIBHOTO ~ apXWBa), B  cllyyae HaJENeHUs €ero COOTBETCTBYIOIIUMHU
MOJTHOMOYMSIMHU, OITUCHU JI€JT TIO JINYHOMY COCTaBY;

* mHa corinacoBanue OJIIK apxuBHOro yupexnaeHus cyonekta Poccuiickoit dexneparuu
(MyHUIIMIIAJIBHOTO ~ apXuBa), B  Ciy4yae HaJCJCHUS €ro  COOTBETCTBYIOIIMMU
MOJIHOMOYMSIMH, aKThl 00 yTpaTe IOKYMEHTOB, aKThl O HEHCIPABUMBIX MOBPEKIACHHUIX
ApXUBHBIX JJOKYMEHTOB;

* Ha yTrBepxkaeHue 3aBenyrwoumemy JIOY onucu [en NOCTOSHHOTO XpaHEHHs, OINHUCH
BpeMeHHBIX (cBhImie 10 JI€T) CpOKOB XpaHEHHUs, B TOM YHCJIE OMHUCH Jed MO0 Kajapam u
BOCIIMTAaHHUKAM, aKThl O BBIJCJICHHUM K YHUUYTOXKEHUIO ApXMBHBIX JIOKYMEHTOB, HE
MOJUICKAIIMX XPAaHEHUIO0, aKThl 00 yTpare JTOKYMEHTOB, aKThl O HEUCIPaBUMBIX
MOBPEXKJICHUSX AapXUBHBIX JTOKYMEHTOB, YTBep)KIeHHbIe (cornacoBanHbie) OIIK wnm
rocyJIapCTBEHHBIM apXuBOM cyObekTa Poccuiickoii ®Denepanmuu (MyHUIIAITATIEHBIM
apXHUBOM) B CITy4yae HAJEJICHHS €r0 COOTBETCTBYIOIIUMHU MTOJTHOMOYHSIMHU.

4.7. Opranm3yer mnepenady AoKyMeHTOB ApxuBHoro ¢onga Poccuiickoit ®enepanuu Ha
MIOCTOSIHHOE XPaHEHHE B TOCYapCTBEHHBIN (MYHUIIMIIAILHBIN) apXUB.

4..8. Opranu3yeT ¥ MPOBOJHUT IKCIEPTH3Y IICHHOCTH JOKYMEHTOB BpPeMEHHBIX (cBbime 10 mer)
CPOKOB XpaHEHHUs, HaXoAsmuxcs Ha xpaHenuu B apxuBe IOV B mensix orOopa TOKYMEHTOB s
BKJIIOYCHHUST B coctaB ApxuBHOro (onma Poccuiickoit ®denmepanuu, a TakkKe BBISIBICHUS
JOKYMEHTOB, HE MOJIEKAIUX JalbHEUIIEMY XPAHEHUIO.

4.9. YyacTtByeT B pab0Te IKCIEPTHOW KOMUCCHH JIOMIKOJIBLHOTO 00pa30BaTEIIBHOTO YUPEIKICHHS.
4.10. [IpoBOAUT MEpONpPHUATHS MO OOECIEUECHUIO COXPAHHOCTH TOKYMEHTOB, HAXOJSAIIUXCS Ha
xpaneHuu B apxuse JJOVY.

4.11. Opraam3yer uHDOpMHUpOBaHHE aAMHUHHUCTpauuu U padotHukoB JIOY o cocraBe u
COJICp’)KaHUH JOKYMEHTOB apXHBa YUPEKICHHUS.

4.12. NadopmupyeT moap30BaTeneil Mo BOmpocaM MECTOHAX0KICHUS apXUBHBIX JOKYMEHTOB.
4.13. OpraHusyeT BbIIa4y JOKYMEHTOB M JIeJ JJisi paboThl B YATAIBHOM 3ajie WJIM BO BPEMEHHOE
M0JIb30BaHUE.

4.14. UcnonHsieT 3ampochl IOJb30BaTeNiel, BBIJAET APXUBHBIE KOMHH JOKYMEHTOB, apXHBHBIC
BBIITMCKHU U APXUBHBIE CIIPABKH.

4.15. Beget yuer ucnosib30BaHus JOKyMeHTOB apxuBa JIOVY.

4.16. Coznaet (hoHA MOTB30BAHMS apXUBa JIETCKOTO cajla U OPraHUu3yeT ero UCIoIb30BaHue.

4.17. OcyiecTBasieT BeIeHNE CIIPaBOYHO-TTIOMCKOBBIX CPEJCTB K ToKyMeHTaM apxuBa JIOVY.

4.18. Co3naer, TMOMONHAET M COBEPUICHCTBYET HAYYHO-CIPABOYHBIN ammapaT K XpaHSAIIMMCS B
apXuBe JieJiaM U JOKyMEHTaM.

4.19. VYuyactByeT B pa3pabOTKe TOKYMEHTOB YYPEXKACHHUS IO BOMpPOCAM apXWBHOTO Jena |
JIeJI0NPOU3BOICTBA.

4.20. Oka3pIBaeT METOIUYECCKYIO TOMOIIb:

* cnyx0e nenonpousBoactsa JJOY B cocTaBieHUU HOMEHKJIATYPHI Aes, GOPMUPOBAHUU U
opopMIIEHUHU eI, KOHTPOIHPYET MPaBHWIBHOCTH (OPMUPOBaHUS U O(OpMIEHUS Aen B
JIEJIONPOU3BO/ICTBE;

* CTPYKTYpHBIM TmojpaszfeneHussM u paborHukam J[OY B MOATOTOBKE JOKYMEHTOB K
nepejaye B apXuB JETCKOTO caja.




4.21. YyacTByeT B IPOBEIECHUH MEPONPUATHUIA 110 MOBBIIICHUIO KBATU(UKAIIMH PaOOTHUKOB apXUBa U
CITy>kOBI 1€JIONPOU3BO/ICTBA JAOMIKOJIBLHOTO 00pa30BaTEIbHOIO YUPEKACHUS.
5. IlpaBa apxuBa

JL1s BBEIOJTHEHUS BO3JIOKEHHBIX 3a/1a4 ¥ QYHKIIUH JIWIIO, OTBETCTBEHHOE 32 apXUB, UMEET MPaBO:
5.1. IlpencraBiasaTh 3aBeqyIOIIEMY JOLIKOJIBHBIM O00pa30BaTEIbHBIM YUPEKICHUEM IPEI0OKEHUS
[0 COBEPILICHCTBOBAHUIO OPraHU3AllMM XPaHEHHUs, KOMIUIEKTOBAaHMS, ydeTa W HCIOJIb30BAHUS
apXMBHBIX JIOKYMEHTOB B apxuse [JOV.
5.2. KoHTponMpoBaTh BHINOJHEHUE YCTAHOBJIEHHBIX MPaBUJ paOOTHI C TIOKYMEHTAMHU B CTPYKTYPHBIX
[IO/IPA3JACIICHUSAX YUPEKACHMUSL.
5.3. 3ampamuBarh OT CTPYKTYPHBIX HojapaszzaeneHuii u pabotuukoB IOV cBenenus, HeoOXOAUMbIE
Ui paboOThl apXMBa, C YYETOM OOeCHeueHHs] BBHIIOJHEHUs BCEX BO3JIOKEHHBIX Ha apXWB 3a1ad U
byHKIHA.
5.4. JlaBaTh pa3zbsACHEHUS U PEKOMEHJALMU 110 BONpPOCAM, BXOISAIIMM B KOMIIETEHLIMIO apXuBa
JOLIKOJIBHOTO 00pa30BaTeIbHOTO YUPEKACHHUS.
5.5. UndopmupoBath CTpyKTypHBIE MOJApA3JeNIeHUsl JETCKOTO caja O HEOOXOAMMOCTH Iepenadyu
JIOKYMEHTOB B apXUB B COOTBETCTBUHU C YTBEPKJIECHHBIM I'paUKOM.
5.6. [TpyHMMaTh yyacTue B 3aceaHusAX SKCIIEPTHON KOMUCCUU YUPEKACHUS, a TAKIKE B IKCIIEPTHO-
MIPOBEPOYHOM KOMHCCHHM  YIMOJTHOMOYEHHOTO OpraHa UCHOJHUTEIbHOM BJacTH CyOBEKTa
Poccuiickoii @enepanuu B chepe apXUBHOTO JIeTIa.

6. OTBeTCTBEHHOCTD 32 (PYHKIMIOHMPOBAaHUE APXHUBA
6.1. Haznauennoe npukazom 3asexmytomiero JJOY nuiio, OTBETCTBEHHOE 3a BEICHUE apXHBa, HECET
MIEPCOHAJIBHYIO OTBETCTBEHHOCTD 3a!

*  BBINOJIHEHUE BO3JIOKECHHBIX HAa apXUB 337a4 M (YHKIHHA B COOTBETCTBUU C JIEHCTBYIOIIUM
3akoHOAaTeNnbcTBOM Poccuiickon denepannuy;

* opraHuzanuio pabOThl apXWBa, CBOCBPEMEHHOE M KBaTM(DPHUIMPOBAHHOE BHITIOIHEHUE
MIPUKA30B, PACHOPSIKCHUM, NOPYYEHHM BBIIIECTOSIIETO PYKOBOJCTBA, JEHCTBYIOLIUX
HOPMAaTUBHO-TIPABOBBIX aKTOB I10 CBOEMY IPOPHIIIO 1EATENbHOCTH;

* panuoHanbHOE U 3¢ (HEKTUBHOE HCIOIB30BAaHNE MAaTEPHAIBHBIX, (PMHAHCOBBIX U KaJI[POBBIX
pecypcos;

* COCTOSIHHE TPYAOBOM M MCIOJHUTEIBCKON AMCLUIUIMHBI B apXUBE, BBINOJIHEHHE CBOUX
(GYHKIIMOHAJIBHBIX 0053aHHOCTEH;

* coOmo/ieHHe TpPaBWJI BHYTPEHHETO paclopsjika, CaHUTApHO-TPOTHBO3IMUIEMUYECKOTO
peXuMa, IPOTUBOIOXKAPHOIN 0€30MaCHOCTU U TEXHUKU O€3011aCHOCTH;

* BEIEHUE [OKYMEHTAallUW, IPEIyCMOTPEHHON JEHCTBYIOIIMMU HOPMAaTHBHO-IIPABOBBIMU
JIOKyMEHTaMHU;

* MpEAOCTaBICHHE B YCTAHOBICHHOM IIOPSIIKE JOCTOBEPHOM CTaTHCTUYECKOM M WHOU
MH(pOpMaLUKU O JEATENIbHOCTU apXUBa;

* TOTOBHOCTb apXHBa K paboTe B yCIOBUAX UPE3BBIYAHBIX CUTYAIUH.

6.2. OTBEeTCTBEHHBIE 3a BEACHUE JIIONPOU3BOJICTBA, OJATOTOBKY M MPEICTAaBICHNE TOKYMEHTOB Ha
XpaHEHUE B apXUB, Ha3HaudaroTcs 3agenyrommm JOVY.

7. KoMIuIeKTOBaHHE apXuBa
7.1. IlogrotoBka TOKyMEHTOB K Iepellaue B apXHB JOMIKOJIBHOIO 0Opa30BaTENbHOTO YUPEKIECHUS
BKJIIOYAET OHKCIEPTU3y HAYYHOH W TMPAKTUYECKOW IIEHHOCTH JOKYMEHTOB, O(QOpMIIEHHE [el,
COCTaBJICHHE OIUCH.
7.2. JKcriepTr3a IIeHHOCTH JIOKYMEHTOB:

* DKCHEpPTHU3a IIEHHOCTU JJOKYMEHTOB — ONpeeSIeHHEe IEHHOCTH TOKYMEHTOB C IeJIbl0 0TOopa
UX Ha XpaHEHHE U YCTAaHOBJICHHE CPOKOB XpaHEHUS. DKCIEPTU3Y LIEHHOCTH JOKYMEHTOB B
JIOY ocyiecTBIIsIET IOCTOSHHO EHCTBYIOIIAs SKCIIEPTHASI KOMUCCHUS;

* DKCHEpTHasg KOMHCCHUSI HazHaudaeTcs nmpukazoMm 3asenytromero JJOY. B cocraB skcniepTHOM
KOMMCCUH BKIIIOYAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM YHCIE B 0053aTEIbHOM HOPSIIKE
JUI0, OTBETCTBEHHOE 3a BeJeHHE apxuBa JeTckoro cana. CekperapeM 3KCHEpTHOM
KOMHCCHMM HaszHayatoT cekperapa JlOY. OkcnepTHas KoMucCUS Ha  3acelaHMAX




paccMaTpUBaeT: HOMEHKJIATYpy /el IETCKOro €aja, OMUCHU JIeJ MOCTOSIHHOTO XPAaHEHHs U
110 JINYHOMY COCTaBY, aKThl Ha JIOKYMEHTHI, BBIJICTIIEMbIC K YHUYTOXKEHUIO.
7.3. OdopmiieHue ae.

* OJela NOCMOSIHHO20 XpaHeHus: TIOIIIUBAIOTCS B TBEPAYH) OOJIOKKY MPOYHBIMH HHUTKAMHU.
JlucTel HyMEpYIOTCSl B IPABOM BEPXHEM YTy MPOCTHIM KapanjamioM. KomnyecTBo nucToB
B KaXJIOM Jeie He JoJbKHO mpeBbliaTh 250. B KoHIE Jena Ha OTACIBHOM JIMCTE
COCTAaBJISIETCS 3aBEPUTEIIbHASI HA/IIKCD;

* Ha OOJOXXKE JIeJ IOCTOSHHOTO XPaHEHWs JODKHBI OBITh IPOCTABJICHBI CISAYIOIIHNE
PEKBU3UTHI: TOJIHOE HAWUMEHOBAHHME BBIIMIECTOSIIEH opraHu3aiuu, HaumeHoBanue [0V,
HOMep (MHIEKC) Jena IO HOMEHKJAType, 3aroJIoOBOK Jejia, KOJWYECTBO JIUCTOB, CPOK
XPaHEHUs WIH OTMETKA «XPaHUTh MTOCTOSTHHOY», HOMEp (hOH/Ia, OIHCH, JIeTa;

* 110 OKOHYAHHH JIEIOMPOU3BOJCTBEHHOIO TO/1a B 0()OPMIICHHBIE OOJIOKKH J€JT TTOCTOSTHHOTO
XpaHEHUsI BHOCATCS HEOOXOIUMBIC YTOYHEHUS: B 3arojOBKH JEJ, COJEpKalIux
pactopsIUTeNbHBIE JOKYMEHTHI (IIPUKa3bl, MPOTOKOJIBI), BHOCATCS HOMEpA; €CIHM JAEN0 C
MEPENUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B KaXJOM TOME YKa3bIBA€TCS KOPPECIIOH/IEHT,
aBTOP, TEPPHUTOPHS, APYTHE TaHHbIE. B KaXaoM ToMe yKaspIBaeTcs nara (YMciio, MECsIl,
roJl) Havaja U OKOHYAHMS JTAaHHOTO ToMa. TOUYHBbIE MAThl MPOCTABIISIIOTCA HA OOJIOKKAX JIJIst
OBICTPOro MOUCKA JOKYMEHTOB B MOCIEAYIOIIEM; U3 3aBEPUTEIbHON HAAMUCU Ha OOJIOXKKY
JieJIa BRIHOCHTCS KOJIUYECTBO JIMCTOB B JICIIC;

* HAANUCH Ha OOJIOKKaxX JeJl IMOCTOSHHOTO M JIOJITOBPEMEHHOTO XPAaHEHHUS CJeIyeT
MIPOU3BOJUTH YE€TKO, CBETOCTOMKUMH YEPHUIIAMH;

* JUIS ydyeTa KOJIMYEeCTBa JIUCTOB B Jene U (ukcanmuu OCOOEHHOCTEW HMX HyMepaluu Ha
OT/ICJIbHOM JIUCTE COCTABIIACTCS 3aBEPUTEIbHAS HAIIUCK;

* B 3aBEPUTENIbHOI HAJIMUCU YKA3bIBAETCS KOJMYECTBO JUCTOB (LH(paMu U MPOIMUCHIO) B
Jiene. 3aBepuTenbHas HAAMKUCh MOAMUCHIBAETCS COCTABUTENIEM C YKa3aHUEM €ro JIOJDKHOCTH
M 1aThl COCTABJIEHHS;

* BHYTPEHHSISI ONKCh COCTABISIETCSA K JieJaM MOCTOSHHOTO U JOJATOBpeMeHHOro (cBbimre 10
JIET) CpOKa XpaHEHHUs, CHOPMUPOBAHHBIM MO PA3HOBUAHOCTSIM JOKYMEHTOB, 3aroJIOBKU
KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COICPXKAHHUE JOKYMEHTOB (0CO00 IICHHBIC, JIMYHBIC
Jiena u Jip.).

7.4. Onucanye JOKYMEHTOB HOCTOSHHOI'O CPOKA XPAHECHNS .

* ONHCH COCTaBIISIIOTCA pa3/iebHO HA Jela TOCTOSHHOIO XpaHEHUsi [0 OCHOBHOM
JIeATETLHOCTH M Ha JIeJIa TI0 TUYHOMY COCTaBY;

*  OIKCH COCTaBIISIOTCS ACIONPOU3BOAUTENIEM;

*  OIKCH BEACTCS B €AMHON BAJIOBOM HyMEpAIlMH B TEUCHHE HECKOJIBKUX JIET;

* Ha JeNa C UCTEKIIUM CPOKOM XPAHEHHS COCTABISIETCS aKT 00 YHHUTOKEHUU;

* TI0 OKOHYaHUHU JEJIONPOn3BOJACTBeHHOro roaa B JIOY mpousBoautcs oTOOpP JOKYMEHTOB
MOCTOSIHHOTO CpPOKa XpPAHEHHUs JUIsl BKIOYEHUS UMX B ONUCh. OMHUCh COCTOUT U3 TOJOBBIX
pa3zienoB, BHYTpM ToJa Jiefla paclojiaraloTCs IO CTENeHW 3HAYUMOCTH C YYEeTOM
HOMHHAJIBHOTO TIPUHITUIIA (B COOTBETCTBUH ¢ HOMEHKIIATYPOU YUPESIKIACHUS);

* ONHCH COCTaBJISIIOTCS pa3/ieTbHO Ha Jejla TIOCTOSHHOTO XpaHEHUsi 10 OCHOBHOM
JIeATETbHOCTH M Ha JieJia TI0 IMYHOMY COCTaBYy;

*  OIKCH COCTaBIISIOTCSI CEKPETapPEM.

71.5. Jlena epemennoeo xpanenuss OPOPMIISIFOTCS YIIPOIIEHHO: OHU HE MOAIINBAIOTCSA, JTUCTHI B HUX HE
HYMEPYIOTCS, YTOUHEHHE Ha OO0JIOKKAaX HE MPOU3BOJUTCS, OMMMCH Ha JieJla HE COCTAaBJISIOTCS, y4eT
BEJIETCS 110 HOMEHKJIAType Jel.
8. YcioBusi XpaHeHHUsI JOKYMEHTOB B apXHBe

8.1. JIokyMeHTBI apXHBa XPaHATCS B apXHUBOXPAHUIIHIIE JIOIIKOJIBHOTO 00Pa30BaTEIIbHOTO YUPEIKICHHUS.
8.2. He nomyckaeTcs pa3MellieHNe apXyBa B MOABATBHBIX U YePAAUHBIX TTOMEIICHHUSIX JIETCKOTO Ccajia.
8.3. ApXMBOXpaHWJIHIIE JOKHO OBITh YTAJICHO OT JIA0OPAaTOPHBIX, MPOM3BOIACTBEHHBIX, OBITOBBIX
MMOMENICHUH U HE UMETh OOIIUX C HUMH BEHTUJISIIMOHHBIX KaHAIOB. APXUBOXPAHUIIUIIE OTACISAETCS OT
COCE/IHUX TOMEIICHUN HEeCropaeMbIMU CTEHAMU U NEPEKPBITUSAMH C MpeaeaMd OTHECTOMKOCTHU He




MEHee JBYX YacOoB. B apXwBOXpaHWUIHINE HE IOMyCKaeTcsl MPOKIagka TpyO BOAOCHAOXKEHUS U
KaHaJU3alluu, TEXHOJOTUYECKHE UITN ObITOBBIE BHIBOBI BOJIBI.
8.4. ApXUBOXpaHWIHIIE JOJKHO MMETh eCTECTBCHHYI0O WJIH WCKYCCTBCHHYIO BEHTHIIALHUIO,
00ecneurBaIy0 PEHUPKYIIALNIO BO3AyXa, CTAOUIBHOCTh TEMIIEPATypPHO-BIAXXHOCTHOTO PEXKUMA.
8.5. Bce mocrynaromme B apxuB JOY [MOKyMEHTHI pa3MemIalOTCS B apXUBOXPAHWIUIIAX Ha
CTAllMOHAPHBIX W/WJIM TMEPEBIKHBIX METAJUIMUECKUX CTeUIaKaX, B METAJUIMUECKHUX IIKadax WiIn
KOHTEHHEpax.
8.6. Cremnaxku OJDKHBI OBITH YCTAaHOBJIEHBI MEPIEHIUKYISAPHO CTEHAM C OKOHHBIMH MPOEMaMu, a B
MOMEIIEHUU 03 OKOH - C Y4eTOM OCOOCHHOCTEH moMeleHus ¥ oOopymoBaHusi. He momyckaercs
pa3MenieHne CTeJIael BINTIOTHYIO K HapY KHBIM CTEHaM 3/1aHUs U K UCTOYHHKAM Terlia.
8.7. PaccraHoBka creiaxked M mKadoB OCYIIECTBISICTCS B COOTBETCTBUU CO CIICAYIOIIUMU
TpeOOBaHUSAMU:
*  paccTOsSIHUE MEXKIY psAaMU CTeJuIaken (TJIaBHbINA poxox) — He MeHee 120 cwm;
* paccrosiHue (MPoXoj) MEX]y CTeIaxaMu — He MeHee 75 cMm;
*  pacCcTosHUE MEXAY HApYy>KHOM CTEHOM 3/JaHMs M CTEJUIaKaMM, NMapajUieIbHbBIMU CTEHE — HE
MeHee 75 cm;
*  PacCTOSHUE MEXIY CTEHOH M TOPIIOM CTeJulaxa i mkada (00xox) — He MeHee 45 cm;
* paccTosHME MEXIy IOJIOM W HIDKHEW MOJKOM cremnaxa (mkada) — He MeHee 15 cMm, B
IOKOJIBHBIX dTaxkax — He MeHee 30 cMm.
8.8. IIpoTuBomokapHbIii peXUM B apXUBOXpaHWIWIIAX, rAe pasmemaercs apxuB J1OVY,
YCTaHaBIMBACTCA B COOTBETCTBUM C [IpaBmilaMum ©IpOTHBOMOXKapHOro pexuma B Poccuiickoin
®denepanun ot 16 centsaops 2020 roga Nel479.
8.9. ApxuBHBIC JOKYMEHTHI CJIEIyeT XPaHUTh B TEMHOTE.
8.10. 3ammra TOKYyMEHTOB OT JIEHCTBHUSI CBETa OOECIIEUMBACTCS XpaHEHHWEM JOKYMEHTOB B KOPOOKax,
narkax u rnepervierax, B mKkadax uiam Ha cTelljiaxkaxX 3aKphITOro THIIA.
8.11. EcrecTBeHHOE OCBEIICHHE B APXHUBOXPAHUIHIIE TOMYCKAETCS P YCIOBUU MPUMEHEHUS Ha OKHAX
CBETOpacCEeHBATeleH, PErysITOPOB CBETOBOTO MOTOKA (CIEIUATBHBIX CTEKOJ), 3alTUTHBIX (PHIBTPOB U
MOKPBITUH, JKATIO3H.
8.12. lyisi MICKYCCTBEHHOTO OCBEIICHHS TPUMEHSIFOTCS JIaMIIbl HAKAIMBAHUS B 3aKPBITHIX IUIA(OHAX C
IJIaJIKOM ITOBEPXHOCTHIO.
8.13. B apXHMBOXpaHWIWINEG IS XPAHCHUS JTOKYMEHTOB YCTAaHABJIMBAIOTCS CIICAYIOIIAE MapaMeTphbl
TEMIIEPaTyPHO-BIAKHOCTHOTO PEXKUMA!
* Ul XpaHEHHUs JOKYMEHTOB Ha OyMa)kHOM Hocutene — temneparypa 17-19°C, otHocurenbHas
BII&YKHOCTH Bo3ayxa — 50-55%.
8.14. TlomemmeHus apxXxwBa JOIIKOJIHLHOTO O0OPAa30BATEIHLHOTO YUYPEKIACHHS JIODKHBI COJIEPKATHCS B
YUCTOTE, B YCIOBHSIX, UCKIIFOYAIOIINX BO3MOKHOCTD MOSIBIIEHUS [IJIECEHU, HACEKOMBIX, MBUIH.
9. 3akar04uTEeIbHbIE MOJIOKEHHS
9.1. Hacrosimiee Ilonoxenne o0 apxuBe SIBISETCS JTOKAIbHBIM HOPMATHUBHBIM aKTOM, MPHUHUMAETCS
Ha OOmeM coOpaHuM pabOTHHUKOB JOHIKOJIBHOTO 00pa30oBaTEIbHOTO YUPEXKIEHUS M yTBEpPXKAAeTCs
(mu6o BBOAUTCS B NeiicTBUE) 3aBeayromum J[OY.
9.2. Bce u3MeHeHHUs W JOIOJIHEHUWs, BHOCHMBbIC B Hacrosiiee [lomoskeHue, ohopMIIsSOTCS B
MUCBMEHHON (opMe B COOTBETCTBHUU JIEHCTBYIOIIMM 3aKOHOJATENbcTBOM Poccuiickoit denepanuu.

9.3. Tonoxenne o6 apxuBe JAOY mnpuHuMaercs Ha HeONpeJeNeHHbI cpok. I3meHeHus wu
nonoiHeHuss K [loJ0KEeHWI0 TPHHUMAIOTCS B TOPsAKE, mpeaycMoTpeHHoM 11.9.1. HacTosmiero
ITonoxeHus.

9.4. lMocne npunsitus [lonoxxenus (WM U3MEHEHUH U JOTIOTHEHUH OTACTBHBIX YHKTOB U Pa3/IEIIOB)
B HOBOM PENAKUUU IPEABIAYIIAs PEAAKIUA aBTOMATUYECKHU YTPAUUBACT CUILY.
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