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1. OOmiue mos10KeHUA

1.1. Hacrosimee Ilomoxkenune pazpabotaHo B cooTBeTCTBUU ¢ [Ipukazom
®enepanbHoro apxuBHoro arenrctBa Ne 77 ot 31 wuwons 2023 roaa
«O06 ytBepxkaeHun [IpaBun opraHuzanuu XpaHeHHs, KOMIUICKTOBAHUS, ydeTa
U HCIIOJIBh30BaHUS JOKYMEHTOB ApxuBHoro ¢onaa Poccuiickoit deneparuu
U IPYTUX apXUBHBIX JOKYMEHTOB B FOCYJJAPCTBEHHBIX OpPraHax, OpraHax MECTHOIO
caMOyMpaBJICHUs U OpPraHu3alusix», Ha ocHOBaHuM [IpumepHOro mosioxeHus o0
apXuBE€ OpraHu3alvy, YTBEPKIACHHOrO mnpukazoM DeaeparbHOro apxXuBHOTO
arenTctBa Ne 42 ot 11 anpesnst 2018 roga ¢ usmenenusimu ot 10 Hosi6ps 2023 rona,
a Takke Y CTaBOM JOIIKOJBHOTO 00Pa30BaTEILHOTO YUPEIKICHUS.

1.2. Hannoe IlosoxeHue o0 apxuBe AETCKOrO caja OMpelessieT COCTaB
JIOKYMEHTOB apXHWBa U yCJIOBHUS X XPAHEHHMs, YCTAHABIMBACT 33Ja4, HA3HAYECHUE
U (PYHKIIMM apXxuBa, PEerjJaMEHTUPYET NEATEeNbHOCTh JIUIA, OTBETCTBEHHOIO 3a
BEJICHUE apXKBa B JIOIIKOJIHHOM 00pa30BaTEIIbHOM YUPEKACHHUH.

1.3. B cBoell JeATEeNbHOCTH AapXWB JETCKOIO C€ala PYKOBOJCTBYETCS
denepanbHbiM 3akOHOM Neo 125-D3 ot 22 okts6ps 2004 rona «O6 apXuBHOM JieTie
B Poccuiickoit ®Deneparum» ¢ H3MEHEHHsSIMH oOT 25 nekabps 2023 rona,
HOPMAaTUBHBIMU TNpaBOBbIMH akTamMu Poccuiickoit ®enepauuu, cyObnekra
Poccuiickoit ®enepanuu B cdepe apXUBHOrO Jella U JeJIONpPOU3BOICTBA,
JOKaJbHBIMU ~ HOPMATUBHBIMU  aKTaMU  JIOIIKOJBHOTO  00pa30BaTEIbLHOIO
YUPEKICHHUS.

1.4. Jokymentsl JIOY, umeronme HCTOPUYECKOE, KYJIbTYPHOE, HAY4YHOE,
COIMAJIBHOE, JYKOHOMMYECKOE U  TMOJUTHYECKOE 3HAUYCHUE, COCTABJISAIOT
rocyapcTBeHHYI0 yacTh ApxuBHoro ¢onaa Poccuiickoii denepanuu, sSBISIOTCS
COOCTBEHHOCTBIO TOCYJAapCTBA M TMOMJIEXKAT TMOCTOSHHOMY XPaHEHHUIO B
rOCyJlapCTBEHHbIX apxuBax Poccuiickorn @enepanuu. Jlo nepemaun Ha
rOCyJJapCTBEHHOE XpAHEHHE JIaHHbIE€ JOKYMEHTbl BpPEMEHHO XpaHATCS B
JIOTIIKOJILHOM 00pa30BaTeIbHOM YUPEKICHUU.

1.5. B 10Y nns xpanenusi nokyMeHTOB ApxuBHOro ¢onaa Poccuiickoii
Qenepalii ¥ 3aKOHUYEHHBIX JIEJIONPOU3BOJICTBOM JIOKYMEHTOB MPAKTUYECKOTO
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Ha3Ha4YeHMsI, UX OTOOpa, y4yeTa, UCIOJIb30BaHUS M IMOJATOTOBKM K Mepenadye Ha
roCyJapCTBEHHOE XPAHEHHUE CO3/1a€TCs apXUB.

1.6. ApxuB co3maerci Kak  CaMOCTOATENBHOE  MOJpa3/eiicHUE,
BO3IJIABJISIEMOE JIMIIOM, OTBETCTBEHHBIM 3a BEJEHUE apXMBa COIJIACHO IMPHUKA3y
3aBEAYIOIIETO JIOMIKOJIBbHBIM 00pa30BATENbHBIM YUPEXKICHUEM.

1.7. VYupexaeHue JOLIKOJBLHOTO O0Opa3oBaHHUs O0OECIEUMBAET AapXUB
HEO0OXOAMMBIM MTOMENIEHUEM, 000PYAOBAaHUEM U KaJPAMH.

1.8.  JlomkonpHOe  oOpa3oBaTelbHOE  yuUpexkJeHHEe  00ecleurBaeT
COXpPaHHOCTb, Yy4Y€T, OTOOp, YHOPSJIOYEHHE U HCIOIb30BAHUE JOKYMEHTOB
ApxusHoro ¢ponna Poccuiickoii deneparuu, 00pa3yromuxcs B €ro AesITeIbHOCTH.
OOecrieunBaeT CBOEBPEMEHHYIO Mepejady 3TUX JOKYMEHTOB Ha rOCYJapCTBEHHOE
XpaHEHHUE.

1.9. Bce paboThl, CBs3aHHBIE C TOJATOTOBKOW, TPAHCIOPTUPOBKON U
nepenayell apXuBHBIX JOKYMEHTOB, IPOU3BOJAATCS CUJIAaMU M 3a CUET JETCKOIOo
caza.

1.10. 3a yrpary u mnopuy HOoKyMeHTOB ApxuBHOro ¢ounna Poccuiickoit
@enepanuu 10KHOCTHBIE Juna JIOY HecyT OTBETCTBEHHOCTh B COOTBETCTBHUM C
JEUCTBYIOLIUM 3aKOHOJATEIbCTBOM.

1.11. ApxuB aeTckoro cajaa paOOTaeT COIVIACHO IUIaHy, yTBEPKIAEMOMY
3aBEAYIOIIUM JOLIKOJBHBIM 00pa30BaTEebHBIM YUPEXKICHUEM M OTUUTHIBAETCS
nepesl HUM B CBOEi pabore.

1.12. KoHTpOnb AeATEeNbHOCTH apXuBa oCyllecTBiseT 3apeaytomuii JJIOY, a
B €r0 OTCYTCTBHM — UCHOJHSIOIIUI 0053aHHOCTH 3aBE1YIOLIETO.

2. CocTaB 10KYMEHTOB apXHUBAa

2.1. B apxus IOV nocrynaror:

. 3aKOHYCHHBIE  JCJIONPOU3BOACTBOM  YUPEXKACHUS  JTOKYMEHTHI
MOCTOSTHHOTO ~ XpaHEHHus, O00pa30BaBIIMECS B JACATEIBHOCTH CTPYKTYPHBIX
noJipa3fesieHuii, JOKYMEHThl BpeMeHHOTo (cBbimie 10 JyeT) cpoka XpaHEHHS,
HEOOXOJMMbIE B TMPAKTUYECKOW MACSITENbHOCTH, JIOKYMEHTHI 10 KaapaM W
BOCTIUTAHHUKAM;

. JOKYMEHTHI TIOCTOSIHHOTO XpaHCHHWssT W TI0 JIMYHOMY COCTaBY
OpTraHM3aIMA- TPEIIECTBEHHUKOB (TIPH WX HAJTUYHH);

. JUYHbIe (OHIBI BEAyIIMX pPAOOTHUKOB JETCKOro caaa (Mpu HX
HaJUIUN);

. CITyKeOHbIC U BEJTOMCTBEHHBIE U3JJaHUS;

. CIIPAaBOYHO-TIOMCKOBBIE  CPEICTBA K JIOKYMEHTaM U y4YETHBIC

JOKYMEHTBI ApXuBa AETCKOIO caja.

2.2. Cpokum XpaHEHHS JOKYMEHTOB B  AapXMBE  JOIIKOJIBHOTO
00pa30BaATEIBHOIO YUPEXKACHUS ONPEAEIAIOTCS COTJIaCHO CPOKAM, YKa3aHHBIM B
YTBEPKIAECHHON HOMEHKIAType Jedl.

3. 3agaum apxusa J[OY

3.1. OCHOBHBIMU 33/la4aMU ApXUBA ABJISIOTCS:



o OpFaHI/ISaHI/IH XpaHeHI/IH I[OKYMGHTOB, COCTaB KOTOpBIX
peaycMOTpEeH_pa3zenoM 2 Hactosiero [lonoxenus;

o KOMIIJICKTOBAHUC apXI/IBa I[OKYMGHTEIMI/I, O6pa30BaBHII/IMI/IC$I B
ACATCIBHOCTHU YUPCIKIACHUA, OCYIHICCTBIIAOIICTO O6p330BaT€J'IBHYIO ACATCIIbHOCTD,

b YuceT, O6€CH€‘I€HI/IG COXpPaHHOCTH, CO3JaHHC HAYYHO-CIIPAaBOYHOI'O
armapara;

b HUCITIOJIB30BAHUC I[OKYMGHTOB, HaxXoJAIInuxXcda Ha XpaHeHI/II/I B apXI/IBC
HOY;

o IMOATOTOBKA M CBOCBPCMCHHAA IICpcaada IJOKYMCHTOB ApXI/IBHOFO

dbonna Poccuiickoit ®denepaiiun Ha MOCTOSIHHOE XpPaHEHHE B T'OCYJIapCTBEHHBIM
(MyHUIIMITAJIbHBIN) apXUB;

. METOJAUYECKOE PYKOBOJCTBO M KOHTPOJh 3a (OPMUpPOBAHHUEM H
opopMIIEHHEM JIell B JEJIONPOM3BOJICTBE JETCKOTO caJa U CBOEBPEMEHHOM
nepejladyeii uX B apXuB JOLIKOJIBHOTO 00pa30BaTEIbHOTO YUPEXKIACHUS.

4. OyHKUUM apxuBa

B cooTBeTCTBMM ¢ BO3JIOKEHHBIMU 33JlauaMH  apXUB OCYILIECTBIISIET
cieayronue GyHKIUU:

4.1. OpranusyeT npueM JTOKYMEHTOB MOCTOSIHHOT'O M BPEMEHHOTO (CBBIIIE
10 15er) cpokOB XpaHEHUs, B TOM UYHCIE MO KaJpaM M BOCHUTAHHHUKAM,
oOpasoBaBmuxcsi B nearenbHoctd JIOY, B COOTBETCTBUU C YTBEPKACHHBIM
rpaguKoM.

4.2. OOGecneunBaeT COXPAHHOCTh W BENET y4YeT JNOKYMEHTOB U (DOHJIOB,
HAaXOMSIIUXCS HAa XPAaHEHWH B AapXWBE JOIIKOJIBHOTO 00pa30BaTEIbHOTO
YUPEXKIACHUS.

4.3. IlpencraBisieT B rocyJapCTBEHHBIN (MYHUIUMIIAIbHBIN) apXUB YUETHBIC
cBelleHHss 00 o0beMe M COCTaBe XpaHAIIUXCA B apxXuBe JETCKOro caja
JTOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit denepanvii U Jpyrux apXuBHBIX
JIOKYMEHTOB B COOTBETCTBHUU C MOPSAJIKOM TOCYJapCTBEHHOI'0 yueTa JIOKYMEHTOB
ApxusHoro gonna Poccuiickoii denepanuu.

4.4. CucreMatusupyeT M pa3MellaeT JOKYMEHTbl, MOCTyHarolue Ha
xpanenue B apxuB JIOY, oO6pazoBaBiinecs B X0/ OCYIIECTBICHUS IESITEIbHOCTH
YUPEKICHHUS.

4.5. PaspabatbiBaeT rpaduku MPEACTABICHUS OMUCEH Ha PaCCMOTPEHHE
HKCIIEPTHO-TIPOBEPOYHON KOMHUCCHH U TIepeavydl JOKYMEHTOB ApXHWBHOTO (hoHma
Poccuiickoit @enepanuu Ha XpaHEHHE B TOCYJIAPCTBEHHBIM (MYHUIMITAIbHBIN)
apXuB.

4.6. OcyuiecTBisieT MOJATOTOBKY U MPEACTABIISIET:

. Ha PacCMOTPEHME UM COIJlacOBaHHWE 3KcnepTHou komuccun JIOY
OMUCU JeJd TOCTOSIHHOTO XpaHEHWs, BpeMeHHbIX (cBbimie 10 7er) cpokoB
XpaHEHUs, B TOM YHUCIE IO KaJpaM M BOCIHUTAHHUKAM, a TakKke aKThl O
BBIJICJICHUM K YHUYTOXEHHUIO apXUBHBIX JOKYMEHTOB, HE TMOJIeKAIIUX
XpaHEHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIIPABUMBIX MOBPEKICHUSIX
apXUBHBIX JOKYMEHTOB;

. Ha YTBEPKJICHUE AKCIEPTHO-IIPOBEPOYHOMN KOMMCCUH
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YIOJIHOMOYEHHOTO OpraHa WCIOJHUTEIbHONW BiIacTH cyOwekTa Poccuiickoii
Oenepanu B cdepe apxuBHOTO nena (manee - DIIK apXuBHOTO ydpexacHUs)
OIMCH JIEJI IOCTOSIHHOT'O XPaHEHNS;

. Ha cornacoBanue OIIK apxuBHOrOo yupexiaeHuss CyObeKTa
Poccuiickoit @enepannu (MyHUIIMIIAIBHOTO apXWBa), B CIydae HAJCJIICHUS €ro
COOTBETCTBYIOIIUMH MOJTHOMOYMSIMU, OITUCH €] M0 JUYHOMY COCTaBY;

. Ha corjnacoBanne OIIK apxuBHOro yupexnaenus cyObeKkTa
Poccuiickoit @enepanun (MyHULMIAIBHOTO apXuBa), B CiIy4yae HAJEJICHUS €ro
COOTBETCTBYIOIIUMH TOJHOMOYHUSIMH, aKThl 00 yTpare JOKYMEHTOB, aKThl O
HEHUCIIPAaBUMBIX MMOBPEXKIACHUSIX APXUBHBIX JTOKYMEHTOB;

. Ha yTBepxkjaeHue 3aBeayromieMy JIOY onucu aenm MOCTOSHHOTO
XpaHEHHUs], ONKCU BPEMEHHBIX (CBhIIE 10 JIET) CPOKOB XpaHEHUS, B TOM YHUCIIE
OMMUCHU Jed MO KaJpaM U BOCIHUTAHHUKAM, aKThl O BBIJCICHUU K YHUYTOXKEHUIO
apXUBHBIX JIOKYMEHTOB, HE TMOJICKAINUX XPaHEHUI0, aKThl 00 yTpare
JIOKYMEHTOB, aKThl O HEUCIPABUMBIX IMOBPEXKIACHUSIX APXUBHBIX JOKYMEHTOB,
yTBepkaeHHbIe (corsmacoBaHHble) OIIK wam rocynapcTBEHHBIM apXUBOM
cyobekta Poccuiickoit ®enepanuu (MyHUUMOATBLHBIM apXUBOM) B Cilydae
HaJIEJIEHUSI €r0 COOTBETCTBYIOLIMMHU IMOJTHOMOYHSIMHU.

4.7. Opranusyer nepenady AOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit
denepalii Ha MOCTOSSHHOE XPAaHEHHE B TOCYJAPCTBEHHBINM (MYyHULIMIAIbHBIN)
apXuB.

4.8. OpraHu3zyeT H TPOBOAUT DOKCIEPTU3Y LIEHHOCTH JOKYMEHTOB
BpeMeHHBIX (cBbllie 10 J€T) CPOKOB XpaHEHUs, HAXOJANIMXCS HA XPAaHCHUH B
apxuse JJOY B nensx or6opa JOKyMEHTOB JJIsl BKIIOUEHUSI B COCTaB APXUBHOTO
donga Poccuiickoit denmepanuu, a TakKXKe BBISIBJICHUS JOKYMEHTOB, HeE
NoJyIeKalUX JadbHEUIIIEeMYy XpPaHEHUIO.

4.9. VYyactByer B palbOTE€ OSKCIEPTHOM KOMHUCCHHM  JIOIIKOJIBHOIO
00pa3oBaTEIBLHOTO YUPEIKICHHUS.

4.10. IIpoBoautr MepomnpusiTUs 1O  OOECHEYEHUIO  COXPAHHOCTH
JIOKYMEHTOB, HaXOASIIMXCS HAa XpaHeHuu B apxuse JJOVY.

4.11. Opranuzyer nuHQOpMHUpPOBaHKUE AAMUHUCTpaUU U padoTHukoB JJOY
0 COCTaBE M COJIEPKAHUU TJOKYMEHTOB apXMBA yUPEKICHHUS.

4.12. Vuadopmupyer mnoJsib3oBaTeleld MO BOMPOCAM MECTOHAXOXICHUS
apXUBHBIX JOKYMEHTOB.

4.13. Opranusyer BblJjayy JIOKYMEHTOB M JI€N JUIsi paboThl B YHTAIHHOM
3aJIe UM BO BPEMEHHOE I10JIb30BaHUE.

4.14. HcnonHseTr 3amnpochl MOJIb30BaTeNCl, BbIIAET APXUBHBIE KOMUU
JIOKYMEHTOB, ApXWUBHbBIC BBINUCKHA U APXUBHbBIE CIIPABKU.

4.15. Bener yuer ucnoJib30BaHus 10KyMeHTOB apxuBa J[OVY.

4.16. Co3naet (hoH[ MMOAB30BAHUS apXUBa AETCKOIO Caja U OPraHU3yeT ero
UCII0JIb30BaHUE.

4.17. OcywecTBiaseT BEIAEHHUE CIPABOYHO-IIOMCKOBBIX CPEIACTB K
JokyMmeHTam apxusa /JOVY.

4.18. Co3gaet, NONOJIHSIET U COBEPUIEHCTBYET HAYUYHO-CIIPABOYHBIN anmapar
K XpaHAILIUMCS B apXUBE JeJaM U JOKYMEHTaM.

4.19. YuactByer B pa3pabOTKe JOKYMEHTOB YUYPEXKICHHUS IO BOIpPOCAM



apXHUBHOTO JI€JIa U 1€JI0NPOU3BO/ICTBA.

4.20. Oka3bIBa€T METOUYECKYIO TOMOIIIb:

. cinyx0e penonpousBoactBa JIOY B cocTaBieHMM HOMEHKIATYPBI
nen, (GopMuUpoBaHMM U O(DOpPMIEHHUHM [J1e]l, KOHTPOJHMPYET NPABUIBHOCTD
(bopmupoBaHusa U 0GOPMIIEHHUS JEN B I€TONPOU3BOJICTBE;

. CTPYKTYpPHBIM TozpasjelieHusM u padotHukam JIOY B moaroroBke
JOKYMEHTOB K Iepejaye B apXuB JIETCKOTO CaJia.

4.21. VYyacTByeT B TPOBEACHUUM MEPONPUATUNA IO  TMOBBILICHUIO
KBaJIM(pUKALUKU paOOTHUKOB apXMBa U CIY>KOBI JEIONPOU3BOJCTBA JAOUIKOJIBHOTO
00pa30BaATEIBHOTO YUPEKICHUS.

5. IlpaBa apxuBa

Jy1st BEITIOJTHEHUST BO3JIOKEHHBIX 33/1a4 M (DYHKIIMH JUII0, OTBETCTBEHHOE 32
apXuB, UMEET MPABO:

5.1. IlpencTtaBisTh 3aBEeAyIOLIEMY JIOMIKOJIBHBIM  00pa30BaTEIbHBIM
YUPEKJICHUEM MPEIJI0KEHHUS MO COBEPIICHCTBOBAHUIO OPTaHU3AlMU XPAHCHMUS,
KOMIUICKTOBAaHMS, y4€Ta M MCIIOJb30BaHUS APXUBHBIX JOKYMEHTOB B apXHBE
J0Y.

5.2. KoHTponupoBaTh BBINOJHEHWE YCTAHOBJICHHBIX MpPaBWI PadOThl C
JOKYMEHTAMU B CTPYKTYPHBIX MOAPA3AEICHUAX YUPEKICHHUS.

5.3. 3ampamuBath OT CTPYKTYpPHBIX MojpasaeieHuil u padotHuxko JJOY
CBEJICHUSI, HEOOXOAMMBbIE g padOThl apxuBa, C Y4YE€TOM OOecrledeHus
BBHITIOJIHEHHUS BCEX BO3JIOKCHHBIX HAa apXUB 33J1a4 U (PyHKITUH.

5.4. [laBaTh pa3bsICHEHUS M PEKOMEHJAIMU [0 BOMPOCAM, BXOJSIINM B
KOMITETCHIIUIO apXUBa JOMIKOJILHOTO 00pa30BaTEILHOTO YUPESKICHHUS.

5.5. WndopMupoBaTh CTPYKTypHBIC IIOApa3JCIICHUS IETCKOTO cada o
HEOOXOJAMMOCTH Mepedayd JOKYMEHTOB B apXWB B COOTBETCTBUU C
YTBEPKJICHHBIM IpaUKOM.

5.6. IlpuHuMaTh y4yacTM€ B 3aCEJaHUSX DKCIEPTHOM KOMHUCCHUU
YUPEKIECHUS, a TAKKE B IKCIHEPTHO-ITPOBEPOUYHON KOMHUCCHUM YIIOJHOMOYEHHOTO
OopraHa WCIOJHUTEIbLHONU BiacTu cyobekTta Poccuiickoit denepamuu B chepe
apXUBHOIO Jena.

6. OtBercTBeHHOCTDH 32 QYHKIIMOHMPOBAHHME APXUBA

6.1. Ha3znauennoe mpukazom 3apenytomiero JJOY nuio, OTBETCTBEHHOE 3a
BEJICHUE apXHBa, HECET NEPCOHAIBHYIO OTBETCTBEHHOCTb 34!

. BBIMIOJJHEHHE BO3JIOKEHHBIX HA apxXuB 3aga4y u (QyHKUUA B
COOTBETCTBHH C IEUCTBYIOIINM 3aKOHOAATENbCTBOM Poccutickoit denepanuu;
. OpraHU3aLHuIo paboThI apxuBa, CBOEBPEMEHHOE u

KBAIM(UIIMPOBAHHOE  BBINOJIHEHUE TMPUKA30B, PACHOPSLKEHHUM, MOpYYEHUI
BBIIIECTOSAIIEIO PYKOBOJACTBA, ACHCTBYIOUIMX HOPMATHBHO-IIPABOBBIX AKTOB IO
CBOEMY NMPOPUITIO ACSTENbHOCTH;

. panmoHaibHoe U 3(P(EKTUBHOE HCIOJIb30BAHUE MAaTEepUATIbHBIX,
(MHAHCOBBIX U KaJIPOBBIX PECYPCOB;
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. COCTOSIHME TPYJIOBOM U HCIIOJHUTENBCKOW TUCIUIUIMHBI B apXUBE,
BBITMIOJTHEHHE CBOMX (DYHKLIMOHAIBHBIX 00sS3aHHOCTEH;
. cOONIOICHNE TpaBWJI ~ BHYTPEHHETO  paclopsaKa, CaHUTapHO-

MPOTUBOAIUIEMUUYECKOTO PEXUMA, TPOTUBOMOKAPHONU OE30MACHOCTH M TEXHUKHU
0e301acCHOCTH;

. BEJICHUE  JOKYMEHTAllMH, TMPEAYCMOTPEHHOM  JACHCTBYIOIIUMU
HOPMaTHUBHO-TIPABOBBIMH JIOKYMEHTAMH;

. MpPEJOCTaBJICHNEe B  YCTAHOBJIGHHOM  TMOPSJIKE  JIOCTOBEPHOM
CTATUCTUUYECKON M MHOM MH(OPMAIIUK O JEATEIbHOCTU apXUBa;

. TOTOBHOCTh apXHBa K pad0Te B YCIOBHAX UPE3BBIYANHBIX CUTYAIIHM.

6.2. OTBETCTBEHHbIC 3a BEJICHUE JICJIONPOU3BOJICTBA, TMOATOTOBKY H
MPEJICTaBICHUE JOKYMEHTOB Ha XpAaHEHHWE B apXWB, HA3HAYAIOTCS 3aBEAYIOLIUM
JOY.

7. KoMIieKTOBaHUE apXHUBA

7.1. TlomroroBka HIOKYMEHTOB K IIepeladye€ B apXUB JIOLIKOJIBHOIO
00pa3oBaTEIBLHOTO YUPEIKICHUS BKIIOYAET IKCIEPTU3Y HAYYHOM M MPaKTUUECKOM
IIEHHOCTU IOKYMEHTOB, OpOpMJIICHHE JI€J, COCTABJICHUE OIHCH.

7.2. DxcnepTr3a IeHHOCTU JJOKYMEHTOB:

. JKCHEPTH3a LIEHHOCTH JOKYMEHTOB — OIPEIEJICHUE LIEHHOCTH
JIOKYMEHTOB C 1I€JIbI0 0TOOpa UX HA XpaHEHUE U YCTAaHOBJIEHUE CPOKOB XpaHEHUSI.
OKcrepTu3y UEHHOCTH JoKyMeHToB B JIOY  ocyuiecTBiasieT MOCTOSIHHO
JIEUCTBYIOIIAsl SKCIIEPTHASI KOMUCCHSL;

. AKCHEPTHAs KOMUCCHS Ha3HayaeTcs npuka3zoM 3aseayromniero JI0OY. B
COCTaB JKCIEPTHOM KOMHUCCHM BKJIIOUAIOT HE MEHEE TPEX COTPYAHHUKOB, B TOM
qucliec B OO0S3aTEIbBHOM TMOPSAKE JHII0, OTBETCTBEHHOE 3a BEACHHE apXHBa
nerckoro cana. Cekperapem 3KCIEPTHOM KOMHUCCUM HazHayaroT cekperaps JJOY.
OKcriepTHass KOMHUCCHSI Ha 3acellaHMUsIX pacCMaTpPUBAET: HOMEHKIATYPY Jeil
JIETCKOTO Cajia, OMUCH JIe] MOCTOSIHHOTO XPAaHEHUS U MO JUYHOMY COCTaBY, aKThI
Ha JJOKYMEHTBHI, BBIJIE/IsIEMbIe K YHUUTOXEHUIO.

7.3. Odbopmnenue nen:

. Jieia MOCTOSIHHOTO XPAaHEHHs TMOJIIMBAIOTCS B TBEPAYIO OOJIOXKKY
MIPOYHBIMH HUTKaMU. JIUCTBI HYMEPYIOTCS B IMPABOM BEPXHEM YTy IMPOCTHIM
KapanjamoM. KoinuecTBo JIUCTOB B KaXKJIOM JieJie HE JIOJKHO npeBbiiath 250. B
KOHIIE JIeJIa Ha OTAEJIbHOM JINCTE COCTABJISETCS 3aBEpUTEIIbHAS HAIIUCH;

. Ha 00JIOKKE /1€ TOCTOSTHHOTO XPAaHEHHUS JTOJKHBI ObITh TPOCTABIICHBI
CJICAYIOIINE PEKBU3HUTHI: MOJHOE HAMMEHOBAHHWE BBIIIECTOSIIEH OpraHu3allui,
HaumeHoBanue JIOY, nHomep (MHAEKC) Jelia IO HOMEHKIIATYpE, 3arojioBOK Jena,
KOJIMYECTBO JIUCTOB, CPOK XPAHEHUSI WM OTMETKA «XPAaHUTh MOCTOSHHOY», HOMEP
dbonna, onucu, Aena;

. [0 OKOHYAHUU JEJONMPOU3BOACTBEHHOTO ToJa B O(OpPMIICHHBIE
OOJIOKKU JIeJT TIOCTOSIHHOTO XPAaHEHHUsI BHOCSTCS HEOOXOJIUMbIC YTOUYHEHUS: B
3aroJIOBKM  JI€JI, COJIEpXKAIUX PaCHoOpSAUTEIbHbIE JOKYMEHTHl (MPHUKa3Hbl,
MPOTOKOJIBI), BHOCATCS HOMEPA; €CIIH JEJI0 C MEPEMUCKON COCTOUT U3 HECKOIBKUX
TOMOB, B KaKJIOM TOME€ YKa3bIBa€TCsI KOPPECIIOHJEHT, aBTOP, TEPPUTOPHUSL, APYTUE
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JaHHble. B Kaxxmom Tome yKas3piBaeTcs naara (4MCio, MECsl, roj) Haudajla u
OKOHYAHUS JTaHHOTO ToMa. TOYHBIE NaThl MPOCTABJISIOTCS HA OOJOXKKAX IS
OBICTPOro MOMCKA JOKYMEHTOB B MOCIEIYIOIIEM; U3 3aBEPUTEIbHON HAAMUCU HA
00JIOKKY JieJ1a BBIHOCUTCSI KOJMYECTBO JUCTOB B JIETIE;

. HAJNUCH Ha OOJIOKKAX JIeJ MOCTOSIHHOTO U JOJITOBPEMEHHOTO
XpaHEHHUs CIEAYEeT MPOU3BOAUTH YETKO, CBETOCTOMKMMHU YEPHUIIAMU;

. JUISL ydeTa KOJIMYECTBA JIMCTOB B Jiejie U (PUKCAIuU OCOOEHHOCTEH MX
HYMEpAILIMK Ha OT/CJIbHOM JINCTE COCTABJISICTCS 3aBEpUTENbHAS HA/IIUCH;

. B 3aBEPUTENIbHOM HAAMKNCH YKa3bIBAE€TCS KOJUYECTBO JIMCTOB
(umppamMu ¥ MPOMHUCHIO) B Jeiie. 3aBEpUTENIbHAS HAJIUCh MOAMUCHIBACTCS
COCTaBUTEJIEM C YKa3aHUEM €T0 JOJDKHOCTH U JaThl COCTaBJICHUS;

. BHYTPEHHSISI OIMCh COCTaBJIIETCS K  JieaM  IIOCTOSIHHOIO U
nonroBpemeHHoro (cBwimie 10 7eT) cpoka xpaHeHUs, CHOPMHPOBAHHBIM IIO
Pa3HOBUJHOCTSM JIOKYMEHTOB, 3ar0JOBKH KOTOPBIX HE PAaCKPBIBAIOT KOHKPETHOE
coJiep>KaHKe TOKYMEHTOB (0CO00 IIEHHbIE, JIMYHbBIC JIeTa U Ap.).

7.4. Onncanue JOKyMEHTOB ITOCTOSTHHOI'O CPOKA XPAaHEHHS:

. OMHUCH COCTAaBJISIIOTCSL PA3[EIbHO Ha JieJa MOCTOSIHHOTO XPaHEHUS T10
OCHOBHOM JI€SITEIBHOCTH U HA JIeJIa MO JINYHOMY COCTaBY;

. ONUCH COCTABJIAIOTCS JAEIOTPOU3BOAUTEIIEM;

. OIKCh BENIETCA B €IMHOW BAJIOBOM HYMEpPAILIMM B TECUCHUE HECKOJIBKUX
JIET;

. Ha JieJla C HCTEKIIUM CPOKOM XpaHEHUs COCTaBIIIETCS aKT 00
YHUYTOXKCHUU;

. 10 OKOHYAHMUM JIeJIONPOU3BOcTBeHHOro roga B JIOY mpousBoguTcs

0TOOp JOKYMEHTOB IMOCTOSIHHOTO CpPOKa XPaHEHMs JUIsl BKIIOUYEHHS UX B OIUCH.
Onuce COCTOMT M3 TOJNOBBIX PA3/EIOB, BHYTPH roja JAejla PACIOIararoTcs IO
CTENEHU 3HAYMMOCTH C YYETOM HOMHMHAJIBHOIO NpHHIMNA (B COOTBETCTBUHU C
HOMEHKJIATYpOH YUPEXKJICHNUSA);

* OIMMCH COCTABJIAIOTCA Pa3aCJIbHO Ha ACJIa IMOCTOAHHOIO XpaHCHHA I10
OCHOBHOM ACATCIbHOCTH WU Ha ACJIAa 110 JINYHOMY COCTaBY,
® OIMMCH COCTABJIAIOTCA CCKPETApEM.

7.5. Jlena BpemMeHHOro XpaHeHus OGOPMIISIOTCS YNPOIIEHHO: OHU HE
MOJIIMBAIOTCS, JHUCTHl B HUX HE HYMEpPYIOTCS, YTOUHEHHE Ha OOJOXKKaxX He
MIPOU3BOIUTCS, OTIMCH Ha JieJia HE COCTaBJISIOTCA, YUET BEACTCS 110 HOMEHKIIAType
Je.

8. YciioBus XpaHeHHsI JOKYMEHTOB B apXuBe

8.1. JlokyMeHTBI apxuBa XpaHATCS B APXMBOXPAHWIMUIIE JOIIKOJIBHOIO
00pa3oBaTEIBLHOTO YUPEIKICHHUS.

8.2. He nmomyckaercsi pa3MEIIEHHE apXWBa B MOJABAIBHBIX M YEpAAYHBIX
MOMEMICHUIX IETCKOIO Caja.

8.3. ApXUBOXpaHWJIMIIE JOJKHO OBITh YyAQJIEHO OT JabopaTOpHBIX,
IPOU3BOJICTBEHHBIX, OBITOBBIX IIOMEIIEHWH W HE HUMETh OOIHUX C HUMHU
BEHTWJSILMOHHBIX KAHAJOB. ApPXMBOXPAaHWIMILE OTIEISAETCA OT COCEIHUX
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MOMEIIEHU HECTOPaEMbIMU CTEHAMH W  TEPEKPHITUAMHU C  Mpeaeramu
OTHECTOMKOCTH HE MEHEE JIByX 4YacoB. B apXuBoXpaHWIMIIE HE JOMYyCKaeTCs
IIPOKJIaJIKa TPyO BOJOCHAOKEHHS M KaHAIU3ALUUU, TEXHOJIOTUYECKHUE U OBITOBBIE
BBIBO/IbI BOJIBI.

8.4. ApXHBOXpaHWJIUILIE JOJKHO UMETh €CTECTBEHHYIO UM UCKYCCTBEHHYIO
BEHTWJISILMIO, OOECIEUMBAIONIYIO  PEUUPKYJSIIUI0  BO3AyXa, CTaOMIBHOCTh
TEeMIIepaTypPHO-BIAKHOCTHOTO PEKUMA.

8.5. Bce mocrymatomme B apxuB JOVY 10KyMEHTB pa3MemaroTcs B
apXMBOXPAaHWJIMIIAX Ha CTAMOHAPHBIX W/WIM MEPEIBUKHBIX METAUTMYECKUX
CTeJlIaXkax, B METAJUTMUECKUX IIKadax Ui KOHTeHHepax.

8.6. Cremnaxkd NOJKHBI OBITh YCTAHOBIICHBI MEPHEHAUKYJSIPHO CTEHAM C
OKOHHBIMHM TIpO€MaMH, a B TOMEUIEHHMH 0€3 OKOH - C y4eTOM OCOOEHHOCTEH
nomemeHuss M obopynoBaHuss. He gomyckaercss pa3melieHHe —CTeluiaxeu
BILUIOTHYIO K HAPYKHBIM CT€HAM 3/IaHHsI U K UICTOYHUKAM TeIia.

8.7. PaccraHoBKa cTeiiaxed U mkapoB OCYIIECTBISETCS B COOTBETCTBUH CO
CJIEIyIOLIIMMU TPEOOBAHUSIMMU:

. PacCTOsSIHUE MEXIY PsAJlaMU CTeJIaxken (TJIaBHbIN TPOXO0J) — HE MEHEe
120 cwMm;

. paccrosinue (MPoXoJ1) MEXKIy CTeJUIaKaMHu — He MeHee 75 cM;

. pPacCTOSIHUE MEXJy HApYy»XKHOW CTEHOW 3JaHUs M CTeJIaXaMu,
napajijieIbHbIMU CTEHE — HE MEHee 75 cM;

. PacCTOSIHME MEX]Iy CTEHOM M TOPIIOM cTelulaka uiu mkada (0oxom) —
He MeHee 45 cMm;

. pPacCTOSIHHE MEXTy TTOJIOM U HIKHEH MOJIKOM cTemiaxa (mkada) — He

MeHee 15 cM, B IIOKOJIBHBIX 3Taxkax — He MeHee 30 cMm.

8.8. IIpoTHBONOXKAPHBINA PEXHUM B APXMBOXPAHWIMINAX, IJI€ pa3MeElIaeTcs
apxuB JIOY, ycranaBnuBaeTcsi B COOTBETCTBUM ¢ [IpaBuiamMu mpoTUBOMOKapHOrO
pexxuma B Poccuiickoit @enepanuu ot 16 centsiops 2020 roma Ne1479.

8.9. ApXHBHBIE JOKYMEHTHI CIIENYET XPAHUTH B TEMHOTE.

8.10. 3ammra TOKyMEHTOB OT JACMCTBHUS CBETa OOECIEUMBAETCS XPAaHEHHEM
JIOKyMEHTOB B KOpoOKax, Mamkax W meperJieTax, B mKadax WM Ha CTeJUIaxax
3aKpBITOTO TUIIA.

8.11. EcTecTBEHHOE OCBEIIEHHWE B apXWBOXPAHWIMLIE OIYCKAETCA IIPU
YCJIIOBUM TPUMEHEHMS Ha OKHAaX CBETOPACCEUBATENEH, PETyJIATOPOB CBETOBOTO
NOTOKa (CHEeLMaJbHBIX CTEKOJ), 3AIMUTHBIX (UIBTPOB U MOKPBITHH, KaIIO3U.

8.12. JIyig NCKYyCCTBEHHOI'O OCBEILIEHHSI IPUMEHSIFOTCS JIaMIIbl HAKAJIMBaHUS B
3aKPBITHIX MJIa(OHAX C INIaJKON MOBEPXHOCTHIO.

8.13. B apXuBOXpaHWIMLIE ISl XPAHEHUS JTIOKYMEHTOB yCTaHABIMBAIOTCS
CJIeIyIOLIME TapaMeTPbl TEMIIEPATYPHO-BIAKHOCTHOI'O PEXHUMA:

. JUISL XpaHEHHs] TOKYMEHTOB Ha OyMa)KHOM HOCHUTEJNE — TeMIeparypa
17-19°C, oTHOCUTENIBHAS BIAXXHOCTh Bo3ayxa — 50-55%.

8.14. IlomemieHus: apxuBa JOIIKOJBHOIO OOpPA30BATEIBHOIO YUPEKACHUS
JIOJKHBI COJIEP’KAThCSl B UYHUCTOTE, B YCIOBHUSX, HMCKJIIOYAIOUIMX BO3MOKHOCTH
MOSIBJICHUS TJIECEHH, HACEKOMBbIX, TBLITH.

9. 3axkJII0YuTEIbHBIC MOJI0XKCHUSA



9.1. Hacrosimee Ilonoxkenue 00 apxuBe ABJISIETCA  JIOKAJIbHBIM
HOPMATUBHBIM aKTOM, MpuHHMaeTca Ha OOmem coOpaHuu pabOTHUKOB
JIOIIKOJILHOTO 00pa30BaTEIbHOTO YUPEXKACHUS U yTBEpKaaeTcs (JInbO BBOJIUTCS B
nevicteue) 3apeayronum JIOY.

9.2. Bce u3MeHeHuUs W JOMOJHEHUs, BHOCUMbIE B Hactosiee [lonoxenue,
opopMIISIFOTCSI B TNHUCbMEHHOHM (OopMeE B  COOTBETCTBUU  JICUCTBYIOIIUM
3aKOHOZATeNbCTBOM  Poccuiickon ~ denepanuu.

9.3. Ilonoxenue 06 apxue J1OY npuHHMaeTCss HA HEOMPEAEIEHHBIN CPOK.
N3menennss u pononHeHus K lloyokeHWIO TNpUHUMAIOTCS B MOPSJKE,
npeaycMoTpeHHoM 11.9.1. Hacrosiiero [lonoxkeHusl.

9.4. Tlocne mnpunsatus IlonoxeHus (UM HW3MEHEHUM W JOTOJHEHUM
OTZIEJIbHBIX IMYHKTOB W Pa3/IeJIOB) B HOBOW peAakiMM MpeablAyllas peaakiius
aBTOMATUYECKHU yTPAUYUBAET CUITY.
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