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1. O01muMe moJIoKeHu s

1.1. Hacrosimiee Ilonoxenue 06 apxuse J{OY pazpaborano Ha ocHoBanuu [IpumepHoro
IOJIO)KEHUsT 00 apXWBe OpraHM3aliM, YTBEpkKJAeHHOro mnpukazom denepaabHOro
apxuBHOTO areHTcTBa Ne 42 ot 11 anpens 2018 rona ¢ usmenenusimu Ha 9 mast 2021 mas,
B cooTtBercTBUM C DeaepanbHbiM 3akoHOM Ne 273-®3 ot 29.12.2012 roma «O06
oOpazoBanuu B Poccuiickoit ®enepanumn» B peaakiuu ot 5 aexadps 2022 rona, [Ipukazom
MunkynbeTypbl Poccun ot 31.03.2015 Ne 526 "OO0 yTBepIA€HUM NpaBWII OpraHU3aluu
XpaHEHMsI, KOMIUIEKTOBAHUS, y4eTa U HUCIIOJIb30BaHUSl JOKYMEHTOB ApPXHBHOrO (poHIa
Poccuiickon denepannu U APYrux apXUBHBIX JOKYMEHTOB B OpraHax IroCyIapCTBEHHOU
BJIACTH, OPraHax MECTHOTO CAMOYIIPABIEHUS W OpraHu3anusax’, YCTaBOM JOLIKOJBHOTO
00pa30BaTEIbHOTO YUPEKICHHUS.

1.2. Jannoe Ilonoxenue 06 apxuse JOY omnpenensieT coctaB TOKYMEHTOB apXHBa
JIETCKOTO cajla M YCJIOBHS MX XpaHEHMsI, yCTAaHABIUBAET 3aJlay, Ha3HAYCHUE U (PYHKIUU
apXuBa, PEINIAMEHTUPYET IEATEIbHOCTH JIMI, OTBETCTBEHHBIX 3a BEJICHHE apXuBa B
JIOLIKOJIBHOM 00pa30BaTeIbHOM YUPEXKICHUU.

1.3. B cBoeil neATenbHOCTH apXHUB PYKOBOJACTBYyeTcsl DenepanbHbIM 3aKOHOM No
125-®3 ot 22.10.2004 roma «OO6 apxuBHOM pene B Poccuiickoit ®Depepanum» ¢
n3MeHeHns MU Ha 11 mrons 2021 roma, HOpMAaTUBHBIMU NMPABOBBIMU akTaMu Poccuiickon
®enepanun, cyobekrta Poccuiickoii ®enepanuum B cdepe apXMBHOro Jena U
JEJIONPONU3BOICTBA, JIOKaJIbHBIMU HOPMATUBHBIMU aKTaMu JOLIKOJIBHOTO
00pa30BaTEIbHOTO YUPEKICHHUS.

1.4. [Hokymentsl JIOY, wuMeromue UCTOPUUYECKOE, KYJIbTYpPHOE, HAYYHOE,
COLIMAIbHOE, YKOHOMUYECKOE U MOJUTHYECKOE 3HAUYECHHUE, COCTABJISAIOT TOCYAapPCTBEHHYIO
yactb ApxuBHoro ¢ounga Poccuiickoit ®enepainuu, SBIAIOTCS COOCTBEHHOCTHIO
rocyJapcTBa M TMOJJIEKAT IOCTOSHHOMY XPAaHEHHI0 B TOCYJapCTBEHHBIX apXHBax



Poccuiickon ®epepanuu. Jlo mnepemadyn Ha TrOCYJAapCTBEHHOE XPAHEHHWE JAHHBIC
JIOKYMEHTBI BPEMEHHO XPAHSTCS B JIOIIKOJILHOM 00pa30BaTEIbHOM YUPEKICHUH.

1.5. B JOY gnsa xpaHeHuss OOKyMeHTOB ApxuBHOro @onna Poccuiickoi
denepalui U 3aKOHYEHHBIX  JIE€JIOMPOU3ZBOACTBOM  JOKYMEHTOB  MPAKTUYECKOTO
Ha3Ha4YeHUs, WX OTOOpa, ydeTa, MHCMIOJb30BAaHUS M TMOATOTOBKM K Tepejadye Ha
rOCyAapCTBEHHOE XPAHEHHUE CO3/1a€TCS aAPXUB.

1.6. ApxuB co3/aeTcsi Kak CaMOCTOATEIBHOE MOAPA3JAECICHHUE, BO3IJIABISIEMOE
JUIIOM, OTBETCTBEHHBIM 3a BEJIECHHE apXuMBa COIJJACHO MpPHKa3y 3aBEAYyIOLIEro
JOIIKOJIbHBIM 00pa30BaTEIbHbIM YUPEKICHUEM.

1.7. YupexneHue TOIKOILHOTO 00pa30BaHus 00ECIIeUNBAET apXUB HEOOXOAUMbBIM
MOMENICHHEM, 000PY0BAHUEM U KaJPaMH.

1.8. JlomkonbHOE 00pa3oBaTENbHOE YUPEKICHUE OOECIeUnBAeT COXPAHHOCTb,
y4er, OTOOp, YIOpPSIJAOYEHHWE ¢ UCIOJIb30BAaHUE JIOKYMEHTOB ApxuBHOTO ¢oHaa
Poccuiickoit  ®enepanuu, oOpasytonmxcss B ero jAesTenbHocTH. (OOecrednBaeT
CBOEBPEMEHHYIO Iepeiauy 3TUX JOKYMEHTOB Ha TOCyJapCTBEHHOE XpaHEHUE.

1.9. Bce paboTbl, CBA3aHHBIE C MOJArOTOBKOW, TPAaHCHOPTUPOBKOM M mepeaaudei
apXMUBHBIX IOKYMEHTOB, IPOU3BOISITCS CHJIAMH U 3a CUET JETCKOro caja.

1.10. 3a yTpaty u nopuy nokymeHToB ApxuBHoro (ponna Poccuiickoii denepanuu
noipkHOoCTHBIe Juia JIOY HecyT OTBETCTBEHHOCTh B COOTBETCTBHM C JEHCTBYIOIIUM
3aKOHOJJATEIbCTBOM.

1.11. ApxuB pAeTckoro caaa pabOOTaeT COTJIACHO IUIaHy, YTBEPXKIaeMOMY
3aBEAYIOIIUM JIOMIKOJbHBIM 00pa30BaTEIbHBIM YUPEXKICHUEM U OTYUTHIBACTCS MEpe]] HUM
B CBOEH pabore.

1.12. KoHTponb neATeNbHOCTH apXHBa OcyllecTBisieT 3apeAyronmi JJOY, a B ero
OTCYTCTBUU — UCTIOHSIONTUN 003aHHOCTH 3aBEYIOIIETO.

2. CocraB AOKYMECHTOB apxXuBa I€TCKOI0 caaa

2.1. B apxuB JIOY nocrynaror:

3aKOHYCHHBIE  JICJIONMPOU3BOJCTBOM  YUPEKICHHS JOKYMEHTHI  TMOCTOSHHOTO
XpaHeHUs, 00pa3oBaBIIMECS B JAEATEIBHOCTH CTPYKTYPHBIX MOAPA3ICICHUN, TOKYMEHTHI
BpeMeHHOTO (cBbime 10 7eT) cpoka XpaHEHHs, HEOOXOJUMBbIE B TMPAKTUYECKOU
JeSTeIbHOCTH, JOKYMEHTHI IO KaJipaM ¥ BOCITUTAHHUKAM;

JOKYMEHTBHI TIOCTOSSHHOTO XpaHEHUsT W TI0 JUYHOMY COCTaBy OpraHU3aluii-
MPEIIIECTBEHHUKOB (MPU WX HAJIUYUN);

JudHbIe (HOHIBI BETyIINX PAOOTHUKOB JIETCKOTO cajia (MpU UX HAJIMYWN);

CIIyK€OHbBIC U BEJJTOMCTBEHHBIC H3aHUS;

CIIPaBOYHO-TIONCKOBBIC CPEJICTBA K JIOKYMEHTAM M Y4YeTHBIE JOKYMEHTHI ApXuBa
JIETCKOTO caja.



2.2. Cpoku XpaHEHHS JOKYMEHTOB B apXHBE JIOIIKOJHLHOI'O 00pPa30BaTEIbHOTO
VUPEKJICHHUS]  ONPENEISAIOTCS  COrJIaCHO CpOKaM, YKa3aHHbIM B  YTBEPXKIECHHOU
HOMEHKJIaType JeJ.

3. 3apayu apxusa J10Y

3.1. OCHOBHBIMU 3ala4aMU APXUBA ABJISIOTCS:

OpraHu3alnus XpaHEHUs JIOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pa3iesioM 2
HacTtosuero [lonoxenus;

KOMIUIEKTOBaHUE apxuBa JIOKyMEHTaMM, OOpa30BaBIIMMUCA B JESITEIbHOCTU
YUPEXJIEHUS, OCYILECTBISIONIEr0 00pa30BaTEIbHYIO JEATEIbHOCTD;

y4eT, o0ecrnieueHue COXpaHHOCTH, CO3/IaHNe HAyYHO-CIIPABOYHOIO alapara;

MCII0JIb30BAaHUE JIOKYMEHTOB, HAXOIAIUXCS HAa XpaHeHuu B apxuse OV

NOJITOTOBKA M CBOEBpEMEHHas Iepenada JOKYMEHTOB ApxuBHOro (onzaa
Poccniickont ~ ®denmepanmu  Ha  NOCTOSAHHOE  XpAaHEHUWE B TOCYJAapCTBEHHBIN
(MyHHULIMITAJIbHBII) apXUB;

METOIMYECKOE PYKOBOJICTBO U KOHTPOJIb 32 (POPMHUPOBAHUEM U OPOPMIICHUEM eI
B JIEJIONPOU3BOJICTBE JIETCKOTO cajja W CBOEBPEMEHHOW Mepenayel ux B apXuB
JIOIIKOJILHOTO 00pa30BaTEIbHOTO YUPEKICHHUS.

4. OyHKUUH apXUBa

B cOOTBETCTBUMM C BO3JI0KEHHBIMU 33JladyaMU apXHB OCYILECTBIIAET CIEAYIOIINE
byHKINN:

4.1. Opranu3zyeT npueM JOKYMEHTOB MOCTOSIHHOTO UM BpeMeHHOro (cBbie 10 mer)
CPOKOB XpaHEHHs, B TOM 4YHCJIe O KaJpaM M BOCHHTAHHHKAaM, OOpa30BaBIIMXCS B
nestenbHocT IOV, B COOTBETCTBHUM C YTBEPKACHHBIM I'Ppa(UKOM.

4.2. OOecrneuynBaeT COXPAaHHOCTb M BEIET YYEeT JOKYMEHTOB H (DOHIOB,
HaXO/SALIMXCSl HA XPAaHEHUU B apXUBE JIOMIKOJIBHOIO 00pa30BaTeIbHOIO YUPEKACHUS.

4.3. IlpencraBiser B TOCYAApCTBEHHbIM (MYHHMIMNAIbHBIA) apXUB Y4YETHBIE
CBeJieHUsI 00 00bEME M COCTaBe XPAHSIIMUXCA B apXUBE JIETCKOrO caja JOKYMEHTOB
ApxuBHoro ¢onaa Poccuiickoit denepanum M APYyrux apXuMBHBIX JIOKYMEHTOB B
COOTBETCTBHM C TOPSAKOM TOCYJApCTBEHHOTO yd4eTa JOKYMEHTOB ApXHBHOro (oHaa
Poccuiickon @enepanumu.

4.4. CucremaTu3upyeT M pa3MellaeT JOKYMEHTbI, MOCTYIAIONIME HA XPAHEHUE B
apxuB JIOY, oOpa3oBaBirecs B X0/J€ OCYILECTBICHUS EATEIbHOCTH YUPEKICHUS.

4.5. Pa3pabatbiBaeT rpaduku nMpeacTaBiICHUS] OMUCEN HA PACCMOTPEHUE IKCIIEPTHO-
MIPOBEPOYHONM KOMHCCHMH U Tepedadd JOKyMeHTOB ApxuBHOTO (ouma Poccuiickoi
denepanuy Ha XpaHEHUE B TOCYJapCTBEHHBIN (MyHULMIIATbHBIN) apXUB.



4.6. Ocy1ecTBISIET TOATOTOBKY U MPEICTABIISIET:

Ha pacCMOTPEHHE U corjacoBaHue H3kcrneptHod komuccuu J[OY onucu nen
MOCTOSTHHOTO XpaHEHHUs, BpeMeHHbIX (cBbiie 10 JieT) CpOKOB XpaHEHHUs, B TOM YHUCJE IO
KaJipaM ¥ BOCIHUTAHHUKAM, a TaKXE aKThl O BBIJICICHUM K YHUUYTOXEHHUIO apXHUBHBIX
JIOKYMEHTOB, HE€ TOJJIeXKAIIUX XPAHEHUIO, aKThl 00 yTpaTe JIOKYMEHTOB, aKThl O
HEUCTIPABUMBIX MOBPEKICHUSIX apXUBHBIX JOKYMEHTOB;

Ha YTBEPXKIEHUE DKCIEPTHO-ITPOBEPOUYHON KOMHUCCHUU YIOJHOMOYEHHOTO OpraHa
WCIIOJTHUTEILHON BiacTu cyObekTa Poccuiickoit ®denepanun B cepe apXuBHOTrO jena
(manee - DIIK apXUBHOTO yUpeKI€HUs) ONTUCH JIe]l TOCTOSTHHOTO XPaHEHMUS;

Ha cornacoBanue DIIK apxuBHOro yupexnaenus cyobekra Poccuiickoit denepannu
(MyHUIIMITAJILHOTO ~ apXWBa), B  Clly4ae HAJEJIEHUS €ro  COOTBETCTBYIOIIUMU
MOJITHOMOYHUSIMU, OTIUCH AEJ 110 JUYHOMY COCTaBY;

Ha cornacoBanue DIIK apxuBHOTO yupexnenus cyobekta Poccuiickoit denepanyn
(MyHUIIMIIAIBHOTO ~ apXWBa), B  Cllydya€ HAJEJIEHHs] €ro  COOTBETCTBYIOLIUMHU
MOJITHOMOYHSIMHU, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIPABUMBIX MOBPEKICHUSIX
apXUBHBIX IOKYMEHTOB;

Ha yTBepxkjacHue 3aBeayromemy JJOY onucu nen mocToSIHHOrO XpaHEHUsl, OMUCH
BpeMeHHBIX (cBbilie 10 JIeT) CPOKOB XpaHEHHs, B TOM YHUCJIE OMHUCH Jed MO KajapaMm u
BOCIIUTAHHUKAM, aKThl O BBIJEICHUU K YHUYTOXKECHHUIO AapXUBHBIX JOKYMEHTOB, HE
MOJICKAIUX XPAHCHUIO, aKThl 00 yTpaTre JOKYMEHTOB, aKThl O HEHCHPABUMBIX
MOBPEXKJICHUAX AapXUBHBIX JOKYMEHTOB, yTBepkaeHHble (cornacoBannbie) OIIK wmm
rOCyJapCTBEHHBIM apXUBOM cyObekTa Poccuiickoit ®enepanuu (MyHUIIMITATbHBIM
apXMBOM) B CITy4yae Ha/IeJICHUS €r0 COOTBETCTBYIOIIUMHU MOJTHOMOYUSIMH.

4.7. Opranm3yer nepedady JIOKyMeHTOB ApxuBHoro ¢oHaa Poccuiickoit
denepaluy Ha MOCTOSTHHOE XPAaHEHUE B TOCYIAPCTBEHHBIN (MYyHULIUITAJIBHBIN) apXUB.

4.8. OpranusyeT M MNPOBOJUT 3KCIEPTU3Y UEHHOCTU JOKYMEHTOB BPEMEHHBIX
(cbimie 10 5eT) cpokoB XpaHeHUs, HAXOAAIUXCSl Ha XpaHeHuu B apxuBe [JOY B memsax
oTOOpa JOKYMEHTOB [UIsi BKJIIOYEHHUS B coctaB ApxuBHoro @onga Poccuiickoi
depnepaluu, a TAKXKE BBISIBJICHUS IOKYMEHTOB, HE TOJICKAIIUX JaTbHEHUIIEMY XPAaHEHUIO.

4.9. YyactByeT B paboTe SKCIEPTHON KOMHUCCHUU JIONIKOJIBLHOIO 00pa3oBaTeIbHOTO
YUPEKICHHUSL.

4.10. TlpoBoautr wMmeponpusiTUs MO OOECIEUCHUI0 COXPAHHOCTU JOKYMEHTOB,
HaxoJsIuxcs Ha XpaHeHuu B apxuse [JOY.

4.11. Opranuszyer wuHPOpMUpOBaHHE aAMUHUCTpanuu U paboTHHKOB IOV o
COCTaBE U COAEPKaHUU JOKYMEHTOB apXMBa YUPEKIACHUS.

4.12. NudopmupyeT mojb3oBaTeaeii MO BOMPOCAM MECTOHAXOXKICHUS apXUBHBIX
JTOKYMEHTOB.

4.13. Opranusyer BbI1ady JOKYMEHTOB U JI€JT JUIsl pa0OThl B YUTAITHHOM 3aJIe WU BO
BPEMEHHOE MOJIb30BaHUE.



4.14. UcnonHseT 3anpockl MOJIb30BATENIEH, BBIIAET apXUBHBIE KOMUHU JTOKYMEHTOB,
apXUBHBIE BBIITUCKHA U APXUBHBIE CITPABKH.

4.15. Beget y4eT UCHOIb30BaHMs TOKYMEHTOB apxuBa JJOVY.

4.16. Co3pmaer ¢GoHA NOJIB30BAHUS AapXMBa JIETCKOIO caja U OPraHU3yeT €ro
UCIIOJIb30BAHUE.

4.17. OcymecTBIIET BEICHHUE CHPABOYHO-IIOMCKOBBIX CPEICTB K JOKYMEHTam
apxusa JIOVY.

4.18. Co3pmaer, MOMOJHSAET M COBEPUIEHCTBYET HAy4YHO-CIPABOYHBIA ammapar K
XPpaHALIMMCS B ApXUBE JEJIaM U JOKyMEHTaM.

4.19. YyactByeT B pa3pabOTKe TOKYMEHTOB YUPEXJEHUS IO BOIIPOCAM apXUBHOTO
JIeN1a U JeI0NPOU3BOCTBA.

4.20. Oka3pIBa€T METOAMYECKYIO ITOMOIIIb:

cnyk6e  menomnpousBoacTtBa  JIOY B cocTaBiIeHMHM  HOMEHKJIATyphl  Jed,
dbopmupoBaHd ¥ OGOPMIICHHH ), KOHTPOJIUPYET MPABWIBHOCTH (OPMHUPOBAHUSA U
oopmiieHus AeN B AETONPOU3BOJICTBE;

CTPYKTYPHBIM MoJapa3zaesneHussM u padotHukam J[OY B MOAroToBKE JOKYMEHTOB K
nepenaye B apXMB JIETCKOTO cajia.

4.21. YyacTByeT B NpPOBEJCHHH MEPONPHUATUNA MO MOBBIMICHUIO KBaTU(PUKALMU
pabOTHUKOB apXuWBa U CIYKObl JEJIONPOU3BOJACTBA JOLIKOJIBHOTO 00pa30BaTEIbHOIO
YUPEKIACHHUSL.

5. IlpaBa apxuBa

JUis BBITIOJIHEHUSI BO3JIOKEHHBIX 3a71ad ¥ (PYHKUUH JTUI0, OTBETCTBEHHOE 32 apXUB,
MMEET IIPaBO:

5.1. TlpencraBasTe 3aBeAyIOLIEMY JOUIKOJIbHBIM 00pa30BaTEIbHBIM YUPEKICHUEM
IIPEUIOKEHHNS 10 COBEPIIEHCTBOBAHUIO OpraHU3alMy XPAHEHUs, KOMIUIEKTOBAHHUSI, y4eTa
Y WCIIOJIb30BaHUs apXUBHBIX JTOKYMEHTOB B apxuse /[OY.

5.2. KoHTpoiupoBaTh BBINOJHEHUWE YCTAHOBJIEHHBIX NpaBWil pabOThl ¢
JOKYMEHTAMU B CTPYKTYPHBIX IMOJAPA3ICICHUASIX YUPEKICHUS.

5.3. 3ampamuBarh OT CTPYKTYPHBIX ToApazaeneHuit u pabotuukos JIOY cenenus,
HeoOXonuMble JUIsi pabOThl apxXWBa, C Yy4yeToM oOOecleueHus BBINOIHEHUS BCEX
BO3JIO’KEHHBIX HAa apXUB 3a]1a4 ¥ PYHKIUH.

5.4. JlaBaTp pa3pACHEHUS W PEKOMEHJALUHUM [0 BONpPOCAaM, BXOIAIIUM B
KOMIIETEHIIMIO apXHBa JIOIKOIBLHOIO 00pa30BaTEIbHOTO YUPEKACHHUS.

5.5. HWudopmupoBaTh CTpYKTypHBIE TMOApa3AelieHUus JETCKOTO caaa o
HEOOXOJMMOCTH TMepe/layd JOKYMEHTOB B apXHB B COOTBETCTBUU C YTBEPKICHHBIM
rpaduxom.



5.6. IlpuHuMmaTh y4yacTue B 3aceJaHUAX SKCIEPTHON KOMHUCCHUU YUYPEKICHUSA, a
TaKXe B AKCIEPTHO-IIPOBEPOUYHON KOMHUCCUU YITOJTHOMOUYEHHOTO OpraHa UCIOJIHUTEIbHON
BiacTu cyonekra Poccuiickoit denepanuu B cepe apXuBHOTO Jea.

6. OTBeTCTBEHHOCTH 32 (PYHKIIMOHMPOBAHUE APXUBA

6.1. Haznauennoe npuka3zom 3aseayrouiero JJOY nuio, OTBETCTBEHHOE 3a BEJICHUE
apXuBa, HECET MEePCOHATBLHYIO OTBETCTBEHHOCTbD 34!

BBITIOJTHEHHE BO3JIOKCHHBIX Ha apXuB 3a7ad U (YyHKIUHA B COOTBETCTBUU C
JIEUCTBYIOIIMM 3aKOHOAATENBbCTBOM Poccuiickont denepannu;

opraHu3aiyio  paboThl  apxXuBa, CBOCBPEMEHHOEC M  KBATM(UIIMPOBAHHOE
BBITIOJIHCHUE TMPUKA30B, PACHOPSKECHUHM, TOPYYEHUM BBIIIECTOSIIETO PYKOBOJICTBA,
JEHCTBYIOITUX HOPMATHUBHO-IIPABOBBIX aKTOB IT0 CBOEMY MPOMHIIIO IEATEIHHOCTH;

parmoHaibHOe U 3P (HEKTUBHOE HCIIOIB30BAHUE MATepUATbHBIX, (PMHAHCOBBIX H
KaJIpOBBIX PECYPCOB;

COCTOSIHUE TPYJIOBOM U HCIOJHUTEIbCKON AUCHUILIMHBI B apXuBE, BHIIIOJIHEHUE
CBOMX (DYHKIIMOHAJIBHBIX O0S3aHHOCTEN;

COOJTIOJICHHE MIpaBUII BHYTPEHHETO pacropsaka, CaHUTAPHO-
MPOTUBOAMUIEMUYECKOTO PEXHMa, TMPOTUBOMOKAPHOM OE30MAaCHOCTH U TEXHUKHU
0Ce301acHOCTH;

BEJICHUE JOKYMEHTAllMM, TMPEAYCMOTPEHHOW JEHUCTBYIOIIMMH HOPMATHUBHO-
MPaBOBBIMU IOKYMEHTaMU;

MPEIOCTABJIIEHUE B YCTAHOBICHHOM IOPSIAKE TOCTOBEPHOM CTATUCTUYECKOW U MHOM
nH(pOpMaIK O IeITeIbHOCTH apXHBa;

TOTOBHOCTh apXHBa K pabOTE B YCIOBHUAX YPE3BBIYANHBIX CHUTYAIIHI.

6.2. OTBETCTBEHHbBIE 3a BEJCHUE JICJIONPOU3BOJICTBA, MOJTOTOBKY U MPEICTABICHUE
JIOKYMEHTOB Ha XpaHEHUE B apXUB, Ha3HavaroTcs 3aseayromuMm JJ0VY.

7. KoMIIeKTOBaHME apXHUBa

7.1.  IloaroroBka JOKYMEHTOB K Ilepeladye B  apXuB  JOUIKOJBbHOTO
00pa3oBaTEIBLHOTO YUPEXKJCHHUS BKIIOYACT DSKCIEPTHU3Y HAYYHOH U MPAKTUUYECKOU
IIEHHOCTU IOKYMEHTOB, O(pOpMIICHHE JIe], COCTaBJICHUE OIHCH.

7.2. DxcnepTr3a e HHOCTH JOKYMEHTOB:

AKCIIEPTU3a [IEHHOCTU JOKYMEHTOB — OIPEJICIIEHUE [IEHHOCTH JOKYMEHTOB C LIEJIbIO
orbopa MX Ha XpaHEHHWE W YCTAaHOBJICHHE CPOKOB XpAaHCHHUSA. DKCIEPTHU3Y IIEHHOCTH
nokyMeHTOB B JIOY ocyliecTBiIsieT OCTOSIHHO JACHCTBYIOIIAS SKCIIEPTHASI KOMUCCHS;

JKCHEpTHAs KOMHUCCHSI Ha3zHaudaeTcs mnpukazoMm 3aBenytomero JJOY. B cocras
DKCIEPTHOM KOMHMCCHM BKIIIOYAIOT HE MEHEE TpEeX COTPYJHUKOB, B TOM YHCIE B



00s13aTeIbHOM TOPSIIKE JIMIIO, OTBETCTBEHHOE 3a BEACHHE apXuUBa JETCKOTO Caja.
CekperapeM 3KCIEepTHON KoMUccHU HaszHadaroT cexperaps JOY. DkcnepTHas KOMHUCCHUS
Ha 3aCeJaHusAX paccMaTpUBAEeT: HOMEHKJIATypy [ed JETCKOro cajaa, OMNHCH el
MOCTOSSHHOTO XPAHEHUs W 1O JIMYHOMY COCTaBY, aKThl Ha JOKYMEHTHI, BBIJEISIEMbIE K
YHUUTOXEHUIO.

7.3. Odbopmnenue nen:

Jiea MOCTOSHHOTO XPaHEHUs TMOALIMBAIOTCS B TBEPAYID OOJOXKKY HPOYHBIMU
HUTKaMH. JIMCTBI HyMepyloTCs B TNPaBOM BEPXHEM YINIy MPOCTHIM KapaHIaIIOM.
KonnuecTBO TMCTOB B Ka)XIOM J€li€ HE NOJKHO mpeBblmare 250. B KoHIE nena Ha
OTZIEJIbHOM JIUCTE COCTABIISIETCS 3aBEPUTEIbHAS HAAUCH;

Ha O0JIOXKKE JIeJ MOCTOSSHHOTO XpaHEHUs JOJDKHBI ObITh MPOCTABIIEHBI CIEIYIOIINE
PEKBU3UTHI: MOJIHOE HAMMEHOBAHMWE BBINIECTOSIEH Opranu3annu, HaumeHoBaHue [JOVY,
HOMEp (MHIEKC) Jieja MO HOMEHKIATYype, 3arojoBOK JENa, KOJWYECTBO JIMCTOB, CPOK
XpaHEHUs WIK OTMETKA «XPaHUTh MOCTOSIHHO», HOMep (OH/Ia, OIKCH, JIeTa;

0 OKOHYaHHWH JEJIONMPOM3BOACTBEHHOTO rojaa B OQOpPMIICHHBIE OOJIOXKKH el
NOCTOSSHHOTO XPAaHEHUsS BHOCATCA HEOOXOJMMBIE YTOYHEHHA: B 3arojlOBKH eI,
COJIEpKAILUX PACTIOPSAUTENbHBIE JOKYMEHTBI (IIPUKa3bl, IPOTOKOJIbI), BHOCATCS HOMEPA;
€CJIM JIeJIO C TEPENHUCKON COCTOUT U3 HECKOJIBKUX TOMOB, B KaXXIOM TOME yKa3bIBaeTCS
KOPPECTIOHEHT, aBTOP, TEPPUTOPHUS, IPYTUE NaHHbIE. B Kaxa0M TOMe yKa3bIBaeTcs JaTa
(uncno, Mecsll, roj1) Hayalda U OKOHYaHHUS JAHHOTO ToMma. TOYHbIE NaThl MPOCTABISIOTCS
Ha OOJIOKKaX JJisi OBICTPOTO IMOMCKA JIOKYMEHTOB B IOCJEAYIOIIEM; M3 3aBEPUTEIbHOMN
HAJUCHU Ha O0JIOXKKY JeJia BBIHOCUTCSI KOJIMYECTBO JIMCTOB B JIETIE;

HAAMUCH Ha OOJIOKKAX JIe] MOCTOSHHOTO U JIOJITOBPEMEHHOTO XPAaHEHUsS CIIETYEeT
IIPOU3BOJNUTH YETKO, CBETOCTOMKUMU YEPHUIIAMU;

JUIA y4eTa KOJIMYEeCTBa JIUCTOB B JeJie U (UKCAMU OCOOCHHOCTEH UX HyMepaliy Ha
OTJEIBHOM JIUCTE COCTABIISIETCS 3aBEPUTEbHAS HAIIKCH;

B 3aBEPUTENIbHOM HAJIMUCH YKa3bIBAe€TCS KOJIMWYECTBO JHUCTOB (uudpamu u
IPOIKCHIO) B Jiesie. 3aBEpUTENIbHASI HAJIIIMCh MOANMKUCHIBAETCS COCTABUTENEM C yKa3aHUEM
€ro JOJKHOCTHU U JaThl COCTABJICHMUS;

BHYTPEHHSISI OINUCh COCTaBJISETCS K JellaM IOCTOSIHHOTO U JOJTOBPEMEHHOIO
(cBpiie 10 5et) cpoka XpaHeHus, cHOPMHUPOBAHHBIM MO PA3HOBUIAHOCTIM JOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE pAaCKpPbIBAIOT KOHKPETHOE COJIEpKaHHE JIOKYMEHTOB (0c000
LIEHHBIE, TUYHBIC JIea U JIp.).

7.4. Onucanue JOKyMEHTOB MTOCTOSIHHOTO CPOKA XPAaHEHHUS:

OIMCH COCTABJISIOTCA Pa3[eiIbHO HAa JEJIa IOCTOSHHOIO XPAHEHMS 10 OCHOBHOM
JEATENBHOCTH U Ha JIeJIa 110 JINYHOMY COCTaBY;

OIMCH COCTABJISIOTCS JIEJIONPOU3BOUTENIEM;

OIHCh BEAETCS B €IMHOM BaJOBOW HyMEpaluu B TEUEHHE HECKOJIBKUX JIET;

Ha JieJla ¢ UCTEKIINM CPOKOM XPaHEHUS COCTABISIETCS aKT 00 YHUUTOXKCHUU;



10 OKOHYAHUHU JCJIONPOU3BOACTBeHHOro roga B JIOY mpoumsBoaurcs otbop
JIOKYMEHTOB MOCTOSSHHOTO CPOKa XpaHEHUs JUIsl BKIIOYEHUSI UX B ONMUCh. OMUCh COCTOUT
U3 TOJOBBIX pa3lie]oB, BHYTPU ToJla Jeja PaclojlaraloTcsi MO CTENEHU 3HAYMMOCTH C
Y4€TOM HOMUHAJIBHOIO MPUHIIUIMA (B COOTBETCTBUM C HOMEHKIIATYPOU YUpeKIACHUSA);

OMHUCH COCTABIIAIOTCS Pa3/IeIbHO Ha Jeja IMOCTOAHHOTO XPAaHEHUs MO0 OCHOBHOM
JEATELHOCTH U Ha J€J1a 110 JUYHOMY COCTaBY;

OMHUCH COCTABJIAIOTCSI CEKPETAPEM.

7.5. Jena BpemMeHHOro XpaHeHUSI OQOPMISIOTCS  YIPOILIEHHO: OHHU HE
MOAIIMBAIOTCS, JTUCTHI B HUX HE HYMEPYIOTCS, yTOUHEHHE Ha 00JI0KKaX HE MPOU3BOIUTCH,
ONKCH Ha JieJia HE COCTABJISIOTCA, YUET BEJAETCS IO HOMEHKJIAType Je.

8. YcioBusi XxpaHeHHsl TOKYMEHTOB apXuBa

8.1. JlokyMeHTbl apxuWBa XpaHATCA B APXUBOXPAHWIHILE JOLIKOJBHOIO
oOpaszoBarenbHOTro yupexaeHus. 8.2. He gormyckaeTcs pa3MelieHue apXxuBa B MOBAIbHBIX
Y YepJavYHbIX TOMEILEHUIX JETCKOTO caja.

8.3. ApXUBOXpaHWJIMIIE JIOJDKHO OBITh  yAQJI€HO OT  JaOOpaTOpHBIX,
MIPOU3BOICTBEHHBIX, OBITOBBIX MOMEUIEHUH U HE UMETh OOIIMX C HUMU BEHTUIISIIUOHHBIX
KAHAJIOB. APXMBOXPAHWIHILE OTHAEISAETCA OT COCEIHUX IOMEIIEHU HEeCTrOpaeMbIMU
CTeHaMU W TMEPEKPBITHSAMU C TMpeeslaMd OTHECTOMKOCTHM HE MeHee JBYyX 4acoB. B
apXMBOXPAaHUIIMIIE HE JOIMYCKaeTcs MpoKiaaka TpyO BOAOCHAOKEHUS M KaHaJIM3aluH,
TEXHOJIOTMUECKHE WIH OBITOBBIE BHIBOJIBI BOJIBL.

8.4. ApXMBOXpAaHWIMILE [JOJDKHO HMMETh €CTECTBEHHYK) WIM MCKYCCTBEHHYIO
BEHTWJISALINIO, 00€CTIEUNBAIOIIYIO0 PELUPKYJIALNIO BO3yXa, CTAOMIIBHOCTh TEMIIEPATYPHO-
BJIQXKHOCTHOT'O PEXXHUMA.

8.5. Bce mnocrynaronmme B apxuB JOVY  1IOKyMEHThl pa3MellaloTcs B
apXMBOXPAHWIUIIAX HA CTAIIMOHAPHBIX W/WIN MEPEIBUKHBIX METAITNYECKUX CTEIUIaXKax,
B METAJNTMYECKHX IIKadax Wik KOHTEHHEepax.

8.6. Cremnaxxu JOJDKHBI OBITh YCTAHOBJIEHBI MEPIEHIUKYISIPHO CTEHaM C
OKOHHBIMH MPOEMaMHU, a B IOMEILEHUH 0€3 OKOH - C y4ETOM OCOOEHHOCTEN MOMEIICHHS 1
oOopynoBanusi. He nomyckaercs pasmenieHue cTeiiaxeil BIUIOTHYIO K HapYKHbIM CTeHaM
3/IJaHUA U K HICTOYHUKAM Tera.

8.7. PaccraHoBka creiiaked M 1mKadoOB OCYIIECTBISIETCSI B COOTBETCTBUU CO
CJIEIYIOIUMU TPEOOBAHUSIMMU:

paccTosiHuEe MEXTy psAAaMH cTesiaxeil (raBHbl npoxon) — He MeHee 120 cm;

paccTosiHue (MPOXO) MKy CTeJIaXKaMu — HE MeHee 75 cM;

paccTosIHUE MEXAY HApPYKHOW CTEHOM 3/JaHMs U CTEJUIaKaMH, IapajuleIbHbIMU
CTEHE — HEe MeHee 75 cM;

pacCTOSIHHE MEXITy CTCHOW U TOPIIOM CTeiuiaxa win mkada (06xom) — He meHee 45
CM;



paccTostHUE MEXTy MOJIOM U HIDKHEH TOJIKOM cTeiaxa (mkada) — He Menee 15 cwm,
B IIOKOJILHBIX dTa)kaxX — He MeHee 30 cM.

8.8. IIpoTHBOIIOXKAPHBIM PEXUM B APXUBOXPAHWIMILE, TIE PAa3MEIIACTCS apXUB
JOYVY, ycranaBnuBaeTcs B COOTBETCTBHM C lIpaBHiiaMu NpPOTHUBOIIOKAPHOTO pEKHMa B
Poccuiickoit @eneparuu ot 16 centsiops 2020 roma Nel1479.

8.9. ApXHUBHBIE JOKYMEHTHI CIIEAYET XPAHUTh B TEMHOTE.

8.10. 3amura MOKYMEHTOB OT JEHCTBHS CBeTa OOeCHeurBaeTCs XpaHCHUEM
JIOKYMEHTOB B KOpOOKax, Mankax M Mepervierax, B mkadax Wik Ha CTeJUIaxax 3aKpbITOro
THUIIA.

8.11. YpoBeHb HCKYCCTBEHHOI'O OCBEUICHMS B KHUTOXPAHWINIIAX JOJDKEH
coctaBiATh He MeHee 100 srokc.

8.12. B apxuBoxpaHwiuiie s XpPaHEHUS JOKYMEHTOB YCTaHABIMBAKOTCA
CJIEIyIOIIME TapAMETPhI TEMIIEPATYPHO-BIAKHOCTHOIO PEXUMA!

JUIA XpaHEHHUs JTOKyMEHTOB Ha OyMakHOM Hocutene — Ttemmeparypa 17-19°C,
OTHOCHUTEJIbHAs BIAXKHOCTh Bo3ayxa — 50-55%.

8.13. IloMenieHust apxuBa JOLIKOJBHOTO 0Opa30BaTEIbHOIO YUPEKICHUS JTOJKHBI
COJIEPKAThCSI B YUCTOTE, B YCIOBUAX, UCKIIOYAIOIIMX BO3MOXHOCTb IOSIBJICHUS TJIECEHH,
HACEKOMBIX, MbLIH.

9. 3aKJII0YUTEIBbHBIC MOJOKECHUS

9.1. Hacrosimee Ilonoxkenue o0 apxuBe SBISETCA JOKAJIbHBIM HOPMAaTHBHBIM
aKToM, mpuHUMaeTcsi Ha O01eM coopaHu pabOTHUKOB JIOIIKOJIBHOTO 00Pa30BaTEIHLHOTO
YUpexACHUS U YTBEpKAaeTcs (MO0 BBOAUTCA B JielicTBHE) 3aBeAyommm JJOY.

9.2. Bce wu3MeHeHHMss U JOMOJHEHUS, BHOCHUMBbIE B Hacrtosmiee Ilomokenue,
oopMIISIOTCS B MUCHbMEHHOU (hOpME B COOTBETCTBHUH JCHCTBYIOIIUM 3aKOHOIATEIHCTBOM
Poccuiickon @enepanumu.

9.3. Tlonmoxenne o0 apxuBe JIOY mnpuHMMaeTcss Ha HEONPEIEICHHBIA CpOK.
N3menenust u pomnoiaHeHUs K [100XKeHUIO MPUHUMAIOTCST B TTOPSIIKE, TPETyCMOTPEHHOM
11.9.1. Hacrosmero [lonoxenns.

9.4. Tlocne mpunsatus Ilonoxxenus: (WM U3MEHEHUW M JIOMOJHEHUN OTIEIbHBIX
NYHKTOB W pa3liejlOB) B HOBOH pENaKIUU TPEABIAYIIAs pPEIaKiHus aBTOMATHYCCKU
yTpauuBaeT CUITY.
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