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OcHoBaHue: A sBnsoCb aBTOPOM 3TOr0
[OKyMeHTa

Moo wecto nbarheadacTosIIIEE [Tonoxenue 06 apxuBe JJOY pa3paboTaHO Ha OCHOBAaHHH
Foxit Reader BepYiRGpHOrO MMOJIOXKEHUsT 00 apxuBe OpraHu3alMy, YTBEP)KACHHOIO IPHUKa30M
®denepansHoro apxuHoro arentctBa Ne 42 or 11 ampens 2018 rona,
B coorBetcTBUU ¢ IIpukazom MunkynbTypsl Poccun ot 31.03.2015 Ne 526 "O6
YTBEPXKIEHUH T[PaBHJI OpraHM3allid XpaHeHHs, KOMIUIEKTOBAaHMA, y4eTa
¥ HCIONB30BaHMs JOKyMeHTOB ApxuBHoro ¢onga Poccuiickon ®enepanuu
M JPyrMX apXWBHBIX JOKyMEHTOB B OpraHax IoCyIapCTBEHHOH BJIACcTH, OpraHax
MECTHOTO  CaMOYIpaBjieHHss W  OpraHusauusx', VYCTaBoM  JOIIKOJbHOIO

00pa30BaTeNbHOIO YUPEIKACHHUS.

1.2. Jlannoe ITonoxenue 06 apxuse JJOVY omnpexnenser cocraB JTOKyMEHTOB
apxMBa JIETCKOrO caja M YCJIOBUS WX XpaHeHWs, yCTaHaBIMBAeT 3a1adyH,
Ha3HaueHWe W (YHKIMM apXuBa, pErjaMEeHTHPYeT JesTelbHOCTh JIMIL,
OTBETCTBEHHBIX 3a BeJEHME apxuBa B JIOIIKOJBHOM 00pa3oBaTelbHOM
YUPEXIEHUH.

1.3. B cBoeil meATeNbHOCTH apXuB pyKoBozcTByercs DeepaibHbIM
3akoHOM Ne 125-®3 ot 22.10.2004 roma «O6 apxuBHOM 1ene B Poccuiickoit
denepanyn» ¢ u3MeHeHHsAMH Ha 14 wions 2022 roaa, HOpMaTHBHBIMU IIPaBOBBIMH
aktamu Poccuiickoit ®enepanuu, cybbekra Poccuiickoit ®enepaunn B cdhepe
apXMBHOIO Jejla W JIeJIONIPOU3BO/CTBA, JIOKAIBHBIMH HOPMATUBHBIMH aKTaMH
JIOLIKOJIBHOTO 00pa30BaTEIbHOIO YUPEKACHHUS.



1.4. Hoxymentel JIOY, wuMeronme HUCTOPUYECKOE, KYJIbTYpPHOE, HAYUYHOE,
COL[MAJIBHOE, JKOHOMHYECKOE W  IOJIUTUYECKOE  3HAYEHUE, COCTAaBIIOT
rocyJIapcTBEeHHYIO dacTh ApxuBHoro (onma Poccuiickoit deneparnuu, SBISIIOTCS
COOCTBEHHOCTBIO TOCyJapCcTBA M TMOJIEKAT TMOCTOSSHHOMY XPaHEHHUIO B
rocyaapcTBeHHbix apxuBax Poccuiickon @enepanmu. Jlo nepemaunm  Ha
rOCyJapCTBEHHOE XPAHCHHE [IaHHbIE JOKYMEHTbl BpPEMEHHO XpaHATCS B
JIOIIKOJIbHOM 00pa30BaTeIbHOM YUPEKICHUU.

1.5. B IOY nnsa xpanenus nokyMeHTOB ApxuBHoro Gouaa Poccuiickoii
Qenepalii M 3aKOHUYEHHBIX JEJIONPOU3BOJCTBOM JIOKYMEHTOB IIPAKTUYECKOTO
Ha3HAYCHHUs, UX OTOOpa, ydyeTa, MCIOJIb30BaHUS U TMOATOTOBKM K TEpeaade Ha
roCy/1apCTBEHHOE XPAHEHHUE CO3/1a€TCS apXUB.

1.6. ApxuB co3maerci  Kak  CaMOCTOATENIBHOE  IOJpa3JelcHUE,
BO3IJIABJISIEMOE JIMIIOM, OTBETCTBEHHBIM 33 BEJICHHE apXHMBa COIVIACHO IPHUKA3y
3aBEyIOIIETO JOIKOIBHBIM 00pa30BaTEIbHBIM YUPEKICHUEM.

1.7. VYupexxnenue JOMIKOILHOTO 00pa3oBaHUs O0OECIEUMBACT AapXUB
HEO0OXOIMMBIM MTOMENICHUEM, 000PY0BAHUEM U KaJpPaMH.

1.8.  JomkonsHoe  oOpa3oBarelbHOE — yupexaceHue  obecreunBaeT
COXpPaHHOCThb, Yy4Y€T, OTOOp, YHOPSIOYEHHE U WCIOIb30BaHUE JOKYMEHTOB
ApxuHoro (onna Poccuiickoit @enepaiiuu, oOpa3yroIIMXCs B €ro JesITeIbHOCTH.
ObecnieunBaeT CBOEBPEMEHHYIO Tepeaady 3TUX JOKYMEHTOB Ha rOCYJapCTBEHHOE
XpaHEHHUE.

1.9. Bce paboThl, CBsSI3aHHbIE C MOATOTOBKOHM, TpPaHCIOPTUPOBKOW WU
nepenayeil apXuBHBIX JOKYMEHTOB, NMPOU3BOIATCS CUJIAaMHU U 3a CUET JETCKOro
caza.

1.10. 3a yrpary u mopdy JoKyMeHTOB ApxuBHOro ¢ounaa Poccuiickoit
Oenepanyu 10mKkHOCTHBIE JHia [JOY HeCcyT OTBETCTBEHHOCTh B COOTBETCTBUU C
JIEUCTBYIOIIUM 3aKOHOAATEIbCTBOM.

1.11. ApxuB HAETCKOro cajia paboTaeT COTJIACHO IUIaHy, YTBEPKIaeMOMY
3aBEAYIOIIUM JOLIKOJbHBIM 00pa30BaTEIbHBIM YUPEXKICHUEM W OTYUTHIBACTCS
nepes HUM B CBOeH pabore.

1.12. KoHTpOJIb JESITEILHOCTH apXHBa OCYIIECTBIAET 3apeaytomuii JJOY, a
B €r0 OTCYTCTBUH — MCTIOJHSIOIINA 005S3aHHOCTH 3aBEAYIOIIETO.



2. CocTaB TOKYMEHTOB apXHBa JIETCKOro cajia
2.1. B apxuB JIOY noctymnarot:

. 3aKOHUYEHHBIE  JEJIONMPOU3BOACTBOM  YUPEKICHUS  JTOKYMEHTBI
MOCTOSTHHOTO ~ XpaHEHHs, OO0pa30BaBIIMECS B JICSITCIBHOCTH CTPYKTYPHBIX
noApa3JeiIeHuid, JOKYMEHThl BpemMeHHOro (cBoiie 10 7€T) cpoka XpaHEHus,
HEOOXOJMMbIE B TMPAKTUYECKOM JESATENbHOCTH, JOKYMEHTHI IO KajapaM |
BOCIIMTaHHUKAM;

. JOKYMEHTBI TOCTOSSHHOTO XpAaHEHUsST MU MO JIMYHOMY COCTaBy
OpraHu3aluii- MPEeANIeCTBEHHUKOB (MPU UX HAIUYUN);

. Ju4Hble (POHIBI BeAyMIMX PaOOTHUKOB JETCKOro caga (Mpu HX
HaJIUNYUN);

. CITy>K€OHBIC U BEIOMCTBEHHbIC U3/IaHUS;

. CIIPaBOYHO-TIOUCKOBBIE  CpPEACTBa K JIOKYMEHTaM U  YYETHBIE

JOKYMEHTBI ApXMBa IE€TCKOTO Caja.

2.2. Cpoku XpaHEHHs JOKYMEHTOB B  apXMBE  JOLIKOJIBHOTO
00pa30BaTENbHOIO YUPEXKACHUS ONPEAEIIOTCS COTJIAaCHO CPOKaM, YKa3aHHBIM B
YTBEPKIAECHHON HOMEHKJIAType Je.

3. 3amaum apxuBa [JOY
3.1. OCHOBHBIMM 33Ja4aMU APXUBA ABJISFOTCS:

. OpraHu3anys XpaHEeHHs JOKYMEHTOB, COCTAaB KOTOPBIX MPEAYCMOTPEH
paznenoM 2 Hactosiniero [lonoxeHus;

° KOMIUJICKTOBAHHUC apXHBa JOKYMCHTAMH, O6paSOBaBHII/IMI/ICH B
ACATCIIBHOCTHU YUPCIKICHUA, OCYIICCTBIIAOIICTO 06p330BaTeJ'IBHy}O ACATCIBbHOCTD,

b YuceT, 06ecnequI/Ie COXPaHHOCTHU, CO3JJaHHC HAYYHO-CIIPABOYHOTO
armrapara;

b HCITOJIB30BAHUC I[OI(YMGHTOB, HaXO/AAIMUXCA Ha XPaHCHHUHW B APXHUBC
HOVY;

. NOJATOTOBKAa W CBOEBPEMEHHAs Iepenada JOKYMEHTOB ApPXHBHOIO

donna Poccuiickoii @enepanii Ha MOCTOSHHOE XpPAaHEHHE B TOCYJApCTBEHHBIH
(MyHHULIMITAJIBHBIN ) apXUB;



. METOJIMYECKOE PYKOBOJCTBO M KOHTPOJIb 3a (OPMHUPOBAHHEM M
oopmiieHuEM i€l B JIEJONPOM3BOJACTBE JIETCKOIO CajJa M CBOEBPEMEHHOM
nepegavyei ux B apXMB JIOMIKOJIBHOTO 00pa30BaTENIbHOIO YUPEKICHUS.

4. OyHKIIMY apXrBa

B cooTBeTcTBUM C BO3JIOKEHHBIMH 3aJa4aMd  apXUB OCYILECTBISET
cneayrome GyHKIUU:

4.1. Opranusyer npueM JAOKYMEHTOB MOCTOSIHHOTO M BPEMEHHOIO (CBBIIIE
10 ner) cpokoB XpaHEHHUs, B TOM 4YHUCJIE IO KaJpaM U BOCIHTaHHUKAaM,
oOpazoBaBmuxcsi B jestenbHOCTH JIOY, B COOTBETCTBUU C YTBEPKICHHBIM
rpadukom.

4.2. OOecrieynBaeT COXPAHHOCTb M BEJET y4eT JIOKYMEHTOB M (DOHOB,
HAXOJAIIUXCS HAa XPaHEHHMM B apXUBE JOIMIKOJBHOTO 00pa3oBaTeIbHOTO
YUpEeKIACHUS.

4.3. [IpeacraBisieT B TOCYyIapCTBEHHBIN (MYHUIIUTIAIBHBINA) apXUB YUETHBIC
CBEeICHUs 00 00bEME U COCTaBE XPaHSIIIUXCS B apXUBE JETCKOTO €aJla JOKYMEHTOB
ApxusHoro ¢gonna Poccuiickoit denepanuu u Ipyrux apXuBHBIX JIOKYMEHTOB B
COOTBETCTBHM C MOPSAJKOM TOCYAApPCTBEHHOIO YYe€Ta JOKYMEHTOB ApPXHBHOTO
donna Poccuiickoit denepanuu.

4.4. CucreMaTu3upyeT MW pa3MemaeTr JIOKYMEHTHI, IOCTYMAIOIINE Ha
xpaHenue B apxuB JIOY, oOpa3oBaBiiuecs B X0A€ OCYLIECTBICHUS JAEATEIbHOCTU
YUPEKICHHUS.

4.5. PazpabatbhiBaeT TrpauKku MNpPEICTABICHUS OMUCEH Ha PacCMOTPEHUE
HKCIIEPTHO-TIPOBEPOYHON KOMHUCCHM U Tepefadyu JOKYMEHTOB ApXHMBHOro (poHnaa
Poccuiickoit ®denepalun Ha XpaHEHHE B TOCYJApPCTBEHHBIN (MYHUIIMIIAIbHBIN)
apXuB.

4.6. OcymiecTBisieT MOJATOTOBKY U MPECTABISCT:

. Ha pacCMOTPEHHE M COTJIACOBAHME HKcnepTHOoW komuccnu OV
ONMKMCH JIeT TIOCTOSIHHOTO XpaHEHMs, BpeMeHHbIX (cBbimie 10 JeT) CpoKoB
XpaHEHHUs, B TOM YUCJE MO KaJpaM U BOCIIUTAHHUKAM, a TAK)KE aKThl O BBIACICHUN
K YHUYTOXXCHUIO apXMBHBIX JIOKYMEHTOB, HE MOJUICKAIINX XPaHEHHUIO, aKThl 00
yTpare JOKYMEHTOB, aKTbl O HEUCIPABUMBIX IIOBPEKICHUAX apPXHUBHBIX
JIOKYMEHTOB;

. Ha YTBEPKIAECHUE DKCHEPTHO-NIPOBEPOYHON KOMMCCUU
YIOJHOMOYEHHOTO OpraHa HCIOJIHUTENbHOM BIacTH cyObekTta Poccuiickoit



®enepanuu B chepe apxuBHOTO aena (manee - DIIK apxuBHOrO ydpexacHuUs)
OIHCH JIeJI IOCTOSIHHOTO XpaHEHUS,

. Ha cornacoBanue OIIK  apxuBHOro yupexaeHus CyObekTa
Poccuiickoit @enepanuu (MyHUIMIAILHOTO apXuBa), B Clydyae HAJEJICHUS €ro
COOTBETCTBYIOIIUMH ITOJIHOMOYHSIMH, OIIKCH JIEJI TI0 JINYHOMY COCTaBY;

. Ha cornacoBanue OIIK  apxuBHOro yupexaenuss cyObekTa
Poccuiickoit ®@eaepannu (MyHUIIMNIATBHOTO apXuBa), B ClIy4yae HAJCJICHUS €ro
COOTBETCTBYIOIIUMH TOJHOMOYHMSIMU, aKThl OO0 yTpaTe JOKYMEHTOB, aKThl O
HEUCITPaBUMBIX MMOBPEKICHHUIX apXUBHBIX JOKYMEHTOB;

. Ha yTBepxkaeHue 3asenywoomeMy JIOY ommcu aen MOCTOSHHOTO
XpaHEHUs], OMUCU BpeMEHHbIX (cBbimie 10 JIE€T) CPOKOB XpaHEHMs, B TOM 4YHCIE
ONHKCH JeN MO KaJpaM M BOCIUTAHHUKAM, aKThl O BBIICJICHUH K YHUUYTOXCHHUIO
ApXUBHBIX JJOKYMEHTOB, HE TIOJUICKAIINX XPAHEHHIO, aKThl 00 yTpaTe JOKyMEHTOB,
aKThl O HEHMCIPABUMBIX TMOBPEKICHUIX ApXUBHBIX JOKYMEHTOB, yTBEPKICHHBIC
(cornmacoBannbie) OIIK mam rocynapcTBEHHBIM apXMBOM cyObekTa Poccuiickoii
@enepaun  (MyHULUOAJIBHBIM ~ apXWMBOM) B clydyae  HaJEJCHHUS  €ro
COOTBETCTBYIOIIUMHU OTHOMOYHSIMH.

4.7. Opranm3yeT mepenady AO0KyMeHTOB ApxuBHOro ¢onaa Poccuiickoit
denepaniii Ha TOCTOSHHOE XpaHEHHWE B TOCYJAapCTBEHHBIM (MYHUIIMITAIBHBIN)
apXuB.

4.8. OpraHu3yeT ¢ NOPOBOJUT SKCHEPTU3Y LEHHOCTH JIOKYMEHTOB
BpeMeHHBIX (cBbllie 10 JIeT) CPOKOB XpaHEHUs, HAXOASUIUXCS HA XPAHEHUU B
apxue JIOY B memsix otbopa JOKYMEHTOB JjIsl BKJIFOUEHHS B COCTaB APXHBHOTO
dbonna Poccuiickoit ®enepannu, a TakKe BBIABICHUS JOKYMEHTOB, HeE
MOJISKAIINX JaTbHEUIIIEMY XpaHEHHIO.

4.9. VYuactByeT B paboTe DOKCIEPTHOM KOMHUCCHUU JIOUIKOJIHHOTO
00pa30BaTENbHOTO YUPEKIACHHUS.

4.10. [TpoBoUT MEPOTIPUATHUS TIO OOECIIEYECHUIO COXPAHHOCTH JOKYMEHTOB,
HaxoAsIMXcs Ha XpaHeHuu B apxuse [JOY.

4.11. Opranuzyetr uHGOPMUPOBAHUE AAMUHUCTpAIUU U paboTHrkoB JIOY o
COCTaBE U COJEP’KaHUU JJOKYMEHTOB apXUBa yUPEKACHUSI.

4.12. HWudopmupyeT moap30BaTeNeii MO BOMPOCAM MECTOHAXOXKICHHUS
apXHUBHBIX IOKYMEHTOB.



4.13. OpranusyeT BblJauy JOKYMEHTOB U A€ AJis paOOThl B YUTAJIHLHOM 3ajie
WIA BO BPEMEHHOE M0JIb30BaHUE.

4.14. HcnonHser 3ampochl I0Jb30BATEIEH, BBIIAET APXHUBHBIE KOIHMH
JOKYMEHTOB, apXHUBHBIE BBIMUCKU U apXUBHBIE CIIPABKH.

4.15. Benet yueT ucnoias3oBaHus 10kyMeHToB apxuBa JIOVY.

4.16. Coznaet (hoHA MOIB30BAaHUS apXUBa JIETCKOTO Caja U OPTraHU3yeT ero
UCIIOJIb30BaHUE.

4.17. OcymecTBisieT BEAEHHE CIPAaBOYHO-TIOMCKOBBIX  CPEACTB K
nokymeHnTam apxusa JJOVY.

4.18. Co3gaet, MONOJIHIET U COBEPLICHCTBYET HAYYHO-CIIPABOYHBIN anmapar
K XpaHsIIIMMCS B apXUBE JIeJaM U TIOKYMEHTaM.

4.19. YyactByeT B pa3pabOTKE AOKYMEHTOB YYPEXAEHHUS MO BOIPOCAM
ApPXUBHOTO JIENA U JAEJIONPOU3BOICTBA.

4.20. Oka3pIBa€T METOIMYECKYIO ITOMOIIIb:

. cy6e nenornpousBojactBa JJOY B cocTaBIieHMH HOMEHKJIATYPHI JIEI,
dbopmupoBanuu U 0HOPMIICHUU JIE]T, KOHTPOJIUPYET MPABUILHOCTH (HOPMHUPOBAHHUS
1 0(OpMIICHUS AT B JISTOMPONU3BOICTBE;

. CTPYKTYpHBIM TozipazfieieHusiM u padotHukam J[OY B moaroroBke
JIOKYMEHTOB K Ilepejaye B apXuB JETCKOrO caja.

4.21. VYwyacTByeT B NPOBEACHUM MEPONPHUITUNA 1O  MOBBILICHUIO
KBATM(PUKAIUA PaOOTHUKOB apXHWBa W CIY>KObI JEIOMPOU3BOICTBA JOIIKOIHLHOTO
00pa30BaTENbHOTO YUPEKIACHHUS.

5. IlpaBa apxuBa

I[JI?I BBIIMTOJIHCHUA BO3JIOKCHHBIX 3a1a4 U (I)YHI(I_[I/Iﬁ JHUI0, OTBECTCTBCHHOC 34
apXuB, UMCCT IIPaBO:

5.1. TlpenctraBisth 3aBeAyIONIEMY JOIIKOJBHBIM  0Opa30BaTEIbHBIM
YUPEKICHUEM MPEIJIOKEHUS O COBEPIICHCTBOBAHWIO OPTraHU3ALMUA XPAHEHUS,
KOMILUIEKTOBAHMS, yU€Ta U UCIIOIb30BaHUs ApXUBHBIX JOKYMEHTOB B apxuse J[OVY.

5.2. KoHTponupoBaTh BBINIOJHEHUE YCTAHOBIEHHBIX MpPaBUI palOTHI C
JOKYMEHTAMU B CTPYKTYPHBIX IOAPA3AEICHUAX YUPEKICHHUS.



5.3. 3ampammBath OT CTPYKTYPHBIX MojpasfeneHuid u padotuko JJOY
CBeeHUs, HEOoOXoIauMmble JJsi paboThl apxXuBa, C Yy4eToM oOecredeHus
BBITIOJIHEHUS BCEX BO3JIOKEHHBIX Ha apXuB 3a7ad M (PyHKIUI.

5.4. I[aBaTB Pa3bACHCHUA W PCKOMCHAAIIMK II0 BOIIpOCaM, BXOIAIINM B
KOMIICTCHIIUIO apXHUBa JOIIKOJIbBHOT'O O6pa30BaTeJ'II)HOFO YUPCIKACHU.

5.5. HudopmupoBath CTPYKTypHBIE TMOJIpa3JeiieHUs] JETCKOro caaa o
HEOOXOJMMOCTH TIepejaui JOKYMEHTOB B apXUB B COOTBETCTBUH C YTBEPIKICHHBIM
rpauKOM.

5.6. [IpyHuMaTh ydacTHe B 3aceAaHUAX IKCIICPTHON KOMUCCHH YUPEKICHUS,
a TakkKe B OSKCHEPTHO-IPOBEPOUYHOM KOMHMCCHM YIOJHOMOYEHHOIO OpraHa
HCIIOJHUTENILHON BiacTu cyObekTa Poccuiickoit denepaiuu B chepe apXUBHOTO
Jena.

6. OTBETCTBEHHOCTD 32 (PYHKIIMOHUPOBAHUE apXHUBa

6.1. Haznauennoe npukazom 3aBenytomiero JJOY nuilo, OTBETCTBEHHOE 3a
BEJICHUE apXHBa, HECET NEPCOHAIBHYIO OTBETCTBEHHOCTD 34!

. BBITIOJTHEHHWE BO3JIOKCHHBIX Ha apXuB 3aJad W (QYHKIUHA B
COOTBETCTBHHM C JICMCTBYIOIIUM 3aKOHOAATEIbCTBOM Poccuiickon denepanuu;

. OpraHU3aIuIo0 paboTHI apXHBa, CBOEBPEMEHHOE U
KBaTU(UIIMPOBAHHOE  BBHITIOJHEHHWE IPUKA30B, PACIOPSDKCHHM, MOpYyYeHUM
BBIIIIECTOSIIETO PYKOBOACTBA, JCHCTBYIOIIUX HOPMATHBHO-TIPABOBBIX AaKTOB IO
CBOEMY ITPOUITIO IEITSIHBHOCTH;

. panmoHanbHOe ¥ A(G(EKTUBHOE HCIOIB30BAHUE MaTEPUATBHBIX,
(bMHAHCOBBIX U KaJIPOBBIX PECYPCOB;

° COCTOAHUC pr,HOBOﬁ U HCIOJHUTEIbCKOM JUCHUILIMHBI B apXHBC,
BBIITOJIHCHUEC CBOUX (1)YHKI_[I/IOHaJ'IBH131X O6ﬂ33HHOCTCfI;

. COOJIFOJICHWE TIpaBWJI ~ BHYTPEHHETO  pAacIopsIKka, CaHUTapHO-
IPOTUBOSIHUACMUYCCKOTO PEKHUMA, ITPOTHBOIIOKAPHONW 0€30IaCHOCTH U TEXHHKH
0e3011aCHOCTH;

. BEJCHUE  JOKYMEHTallMM, NOPEAYCMOTPEHHOW  JIEUCTBYIOIIUMHU
HOPMATUBHO-TIPABOBBIMHU JOKYMEHTAMU;

. IIPEJOCTABJIEHNE B  YCTAHOBIEHHOM  IIOPSAJKE  JTOCTOBEPHOM
CTaTUCTUYECKOW U MHOU MH(OPMALIUH O JAESITEIbHOCTH apXUBa;



. TOTOBHOCTb apXuBa K paboTe B YCIOBUAX YPE3BBIYANHBIX CUTYaLIUM.

6.2. OTBETCTBEHHBIE 3a BEACHHE JEJIONPOU3BOJICTBA, IOATOTOBKY U
NpE/CTaBICHUE JOKYMEHTOB Ha XpaHEHHE B apXWB, HA3HAYAIOTCS 3aBEAYIOLIUM
JOY.

7. KomnnekroBanue apxuBa

7.1. lloaroroBka JOOKYMEHTOB K M€pelade B apXUB JOLIKOJBHOIO
00pa30BaTENBLHOTO YUPEKACHUS BKIIIOUAET IKCIEPTU3Y HAYYHOM U MPAKTHUECKON
LIEHHOCTH JOKYMEHTOB, O(OPMIICHHUE JI€JI, COCTABIICHHE OIUCH.

7.2. DKcnepTr3a NEHHOCTH JOKYMEHTOB:

. DKCIIEPTHU3a IEHHOCTH JOKYMEHTOB — OIPEICIICHUE LIEHHOCTH
JIOKYMEHTOB C ILIEJIbI0 0TOOpa WX Ha XPAaHEHUE U YCTAHOBJIEHUE CPOKOB XPAaHEHU .
OKCnepTu3y UEHHOCTH JOKyMmMeHTOB B JIOY  ocymiecTBiaseT MNOCTOSIHHO
JIEVCTBYIOIIAsl SKCIIEPTHAS KOMUCCHS,

. AKCIIEPTHAS KOMHUCCHS HAa3HA4aeTcs Mpukasom 3asenytomero J10Y. B
COCTaB 3KCIEPTHOM KOMHCCHUU BKJIIOYAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM
yucie B OO0A3aTEJBbHOM TMOPSAKE JIMIO, OTBETCTBEHHOE 3a BEJICHHE apXuBa
nerckoro cana. CekperapeM SKCHEPTHOM KOMHCCUHU HazHadaroT cekpetaps JOVY.
OKcriepTHass KOMHCCHSI Ha 3aCEIaHMsX pPacCMaTpUBAET: HOMEHKJIATypy e
JIETCKOTr0 CaJia, OMUCHU A MOCTOSHHOTO XPAHEHUS U MO JUYHOMY COCTaBY, aKThI
Ha JIOKYMEHTBI, BBIICIISIEMbIE K YHUUTOXEHHUIO.

7.3. Odbopmnenue aer:

. Jieja TIOCTOSTHHOTO XpaHCHHUS TOAIIMBAIOTCS B TBEPAYIO OOJIOKKY
MPOYHBIMU HUTKaMH. JIMCTBI HYMEPYIOTCS B INPABOM BEPXHEM YIJIy MPOCTHIM
KapaHjaioM. KoJimuecTBo JIMCTOB B KaXXAOM JIeJie HE JOJKHO npeBbimath 250. B
KOHIIE JIeJIa HAa OTICJIbHOM JIMCTE COCTABIISIETCA 3aBEPUTEIbHAS HAIUCH;

. Ha 00JIOXKKE JIe]I MMOCTOSIHHOTO XPaHEHHUS JTOKHBI ObITh ITPOCTABIICHBI
CIICYIOIINE PEKBU3HUTHI: TOJHOEC HAWMCHOBAHHME BBIIICCTOSIICH OpraHU3alluy,
HaumeHoBanue JIOY, HoMep (MHIEKC) Jeia 1Mo HOMEHKJIAType, 3arojoBOK Jela,
KOJIMYECTBO JINCTOB, CPOK XPAHCHHS HIIM OTMETKA «XPaHUTh MOCTOSHHOY», HOMEp
dboHma, onmcH, Aena;

. 0 OKOHYAaHUM [IEJONPOU3BOJCTBEHHOIO ToAa B OQOPMIICHHBIE
OOJIOKKHM JI€71 TOCTOSIHHOTO XpaHEHMsI BHOCSTCS HEOOXOJMMBIE YTOUHEHMS: B
3aroJIOBKM  JI€JI, COAEPXAIIUX pacCHOpPSIUTENbHbIE JOKYMEHTHl (IIPHKa3bl,
IIPOTOKOJIBI), BHOCATCS HOMEPA; €CIU JEJI0 C NEPEMUCKON COCTOUT U3 HECKOIBKUX



TOMOB, B Ka)KJIOM TOME YKa3bIBA€TCSl KOPPECIIOHJIEHT, aBTOP, TEPPUTOPHUS, IPyTHE
naHHbele. B kaxaoMm Tome ykasbiBaeTcs Jara (YuMciio, Mecsl], roj) Hayaua u
OKOHYAHHUS JTaHHOTO ToMa. TouyHBbIe HaThl NPOCTABISAIOTCS Ha OOJOXKKaxX st
OBICTPOTO MOKCKA JIOKYMEHTOB B MOCJIEIYIOIIEM; U3 3aBEPUTEIILHON HAJUCU Ha
00JI0OXKKY Jiea BBIHOCUTCS KOJIMYECTBO JTUCTOB B JIEJIE;

° HaJIIlMCH Ha 00J105KKaX ACJI IIOCTOAHHOIO H HOJIOBPpCMCHHOI'O
XpaHCHUA CIICAYCT IMMPOU3BOAUTH YCTKO, CBETOCTOMKUMU YCPpHHUIIAMHU,

° ML yd€Ta KOJIMYCCTBA JIMCTOB B ACJIC U (i)I/IKCB.HI/II/I 0COOCHHOCTEH UX
HyMCpalnuu Ha OTACIBHOM JIMCTC COCTABJEACTCA 3aBCPUTCIIbHASA HAAIINUCE,

. B 3aBEPUTEIIBHOW HAAMNUCU YKa3bIBA€TCS KOJIUMYECTBO JIMCTOB
(uuppaMu ¥ MPONHUCHIO) B Jeie. 3aBEepUTENIbHAS HAAMKUCHh TOIMUCHIBACTCS
COCTABUTEJIEM C YKa3aHUEM €r0 JOJKHOCTH U JJaThl COCTABIICHUS;

. BHYTPEHHSISI OIKCh COCTaBJISIETCS K  JielaM  TOCTOSIHHOTO U
nosiroBpeMeHHoro (cBeimie 10 net) cpoka XpaHeHus, CHOPMUPOBAHHBIM I10
Pa3HOBHUIHOCTSIM JIOKYMEHTOB, 3aroJIOBKH KOTOPBIX HE PAaCKPBIBAIOT KOHKPETHOE
coJiep>KaHKe TOKYMEHTOB (0CO00 IIEHHbIE, JIMYHBIC JIeIa U Jp. ).

7.4. Onncanue JOKyMEHTOB IMOCTOSSHHOTO CPOKa XPaHEHUS:

° OIIMCHU COCTABJIANOTCA PA3AC/IbHO Ha OCJIa ITOCTOAHHOI'O XPAHCHHA II0
OCHOBHOM ACATCIbHOCTH W Ha AcJia 110 JIUYHOMY COCTaBY,

. OIIUCH COCTABJISIFOTCS AEIONPOU3BOIUTEIIEM;

. OIKCh BEJIETCS B €IMHOW BaJOBOW HYMEpAIIMU B TEUCHUE HECKOJIBKUX
JIET;

. Ha Jiela C HCTEKIIMM CPOKOM XpaHCHHsI COCTaBIIIETCS aKT 00
YHUUYTOXKCHUU;

. 10 OKOHYAHMM JIeJIONPOM3BOJCTBEHHOTO roja B JIOY mpousBogutcs

0TOOp JOKYMEHTOB MOCTOSIHHOTO CPOKa XpaHEeHMsl JUIsl BKIIOYEHHUS UX B OIHUCH.
Onuck COCTOMT M3 TOJOOBBIX pa3lejoB, BHYTPU roja Jeja paclojararoTcs Io
CTENEHU 3HAYMMOCTH C YYETOM HOMHUHAJIBHOIO NpUHIMNA (B COOTBETCTBHUU C
HOMEHKJIATypOH YUPEKICHNUs);

® OIMMCH COCTABJANOTCA PA3JICJIbHO Ha ACJIa IMOCTOAHHOI'O XPaHCHUS 110
OCHOBHOM ACATCIBbHOCTHU M Ha ACJia 110 JUYHOMY COCTaBY,

. OITUCH COCTABIISIIOTCS] CEKPETAPEM.



7.5. Jlena BpeMEHHOTrO XpaHEHUs O(OPMIISAIOTCS YMOPOIIEHHO: OHU He
HOJIINBAIOTCS, JIUCTBI B HUX HE HYMEPYIOTCS, YTOUHEHHE Ha OOJIOXKKaX He
IPOM3BOJUTCS, ONUCU Ha JeJla HE COCTABISAIOTCA, YUET BEJETCS 10 HOMEHKIATYPE
hi(Sh)

8. YcioBus XxpaHeHUs! JOKYMEHTOB apXuBa

8.1. JIOKyMEHTBl apxXuBa XpaHATCA B aAPXUBOXPAHWJIMIIE JOLIKOJIHLHOTO
00pa30BaTEIbLHOTO YUPEKICHUS.

8.2. He momyckaercss pa3MelleHHME apXvBa B NOABAJIBHBIX M 4YE€pPIAaYyHBIX
IIOMEIIEHMIX JETCKOIO Caja.

8.3. ApXUBOXpaHWIMIIE JOJDKHO OBITh YyAAJIEHO OT Ja00paTOpHBIX,
IPOU3BOJCTBEHHBIX, OBITOBBIX IOMEIIEHUH M HE UMETh OOIUX C HUMHU
BEHTWSILUOHHBIX KaHAJOB. ApXMBOXPAaHWIMILE OTAEIAETCS OT COCEIHHX
NIOMEIICHUI  HECropaéMbIMH CT€HaMH M  IEPEKPBITHSAMU €  MpeleraamMu
OTHECTOMKOCTH HE MEHee JByX 4acoB. B apXMBOXpaHWIMIIE HE AOIYCKaeTCs
MPOKJIAJIKa TPyO BOJIOCHAOKEHHS M KaHAJIM3aLUH, TEXHOJIOTMYECKHUE HIIA OBITOBBIE
BBIBO/IbI BOIBI.

8.4. ApXMBOXpAHWIHILE JTOJKHO UMETh €CTECTBEHHYIO WJIM HCKYCCTBEHHYIO
BEHTWISILIMIO, OOECHEYMBAIOILYI0  PELUPKYJSLUI0  BO3AyXa, CTaOMIBHOCTH
TEMIIEPATYPHO-BIAXKHOCTHOTO PEXKUMA.

8.5. Bce mnocrymatomme B apxuB JOY [DOKyMEHTBHI pa3MeIaroTCs B
apXMBOXPAHWJIMIIAX Ha CTAUMOHAPHBIX W/WIM MEPEIBUKHBIX METAUTMYECKUX
CTeJJIaXkaX, B METAJUIMYECKUX IIKaax UM KOHTEHHepax.

8.6. Cremnaxku NOKHBI ObITh YCTAaHOBJIEHBI MEPIEHIUKYISIPHO CTEHAM C
OKOHHBIMH TIPOEMaMH, a B TNOMEIIEHHH 0€3 OKOH - C Yy4eTOM OCOOEHHOCTEH
noMmenieHuss u obopynoBanus. He gomyckaercss pa3melieHue —CTeiuiakein
BIUIOTHYIO K HApY>KHBIM CTEHaM 3/1aHUS U K UCTOYHHKAM Terlia.

8.7. PaccranoBka cremiaxei u mkadoB OCYIIECTBISETCS B COOTBETCTBUM CO
CJIEYIOIUMU TPEOOBAHUSIMHU:

. pacCTOSIHUE MEXY psIaMH CTeUTaKeH (TJIaBHBIM MPOX0J1) — HE MEHEe
120 cm;

. paccTosiHue (MPOX0J1) MEXKTy CTeUIaKaMu — HE MeHee 75 cMm;

. pacCTOsIHME MEXKIYy HapY>KHOM CTEHOM 37aHUd U CTeJUIaXKaMH,

MapajuieIbHBIMUA CTEHE — HE MEHEE 75 CM;



. PaACCTOSIHME MEXKTy CTEHOUW M TOPIIOM CTeliaXka miu mkada (06xom) —
HEe MeHee 45 cMm;

. PaCCTOSIHME MEXTy MTOJIOM U HIDKHEH MOJIKOH cTeutaxa (mkada) — He
MeHee 15 cM, B ITOKOJIBHBIX dTa)kax — He MeHee 30 cM.

8.8. IIpoTMBONOXKApHBIM PEKUM B APXMBOXPAHWIMILE, TZI€ PA3MEIIACTCS
apxuB JIOY, ycTaHaBIMBaeTcs B COOTBETCTBUU ¢ [IpaBuiaMu mpoTHBOMOKAPHOTO
pexxuma B Poccutickoit deaeparuu ot 16 centsadps 2020 roma Ne1479.

8.9. ApXUBHBIE IOKYMEHTHI CJIEAYET XPAHUTh B TEMHOTE.

8.10. 3amura TOKyMEHTOB OT JEHUCTBHUSI CBETa OOECIIEUMBACTCS XPAHEHUEM
JIOKYMEHTOB B KOpOOKax, mamkax W TepervieTax, B mkadax WM Ha CTeJUIakax
3aKpBITOrO THUIIA.

8.11. YpoBeHb MCKYCCTBEHHOTO OCBEIIEHWS B KHUTOXPAaHWJIUILAX JIOJKEH
cocTaBisATh HE MeHee 100 mrokc.

8.12. B apxmBoxpaHWIMIIE IJIsl XpPaHEHUs HOKYMEHTOB YCTAHABIMBAKOTCS
CJIEYIOLIUE TTaPAMETPBI TEMIIEPATYPHO-BIIAXKHOCTHOTO PEXUMA!

. JUTSL XpaHEHHUS TOKYMEHTOB Ha OyMa)KHOM HOCHTENIE — TeMIlepaTypa
17-19°C, oTHOCHUTENIbHAS BIAXKHOCTH BO3ayXxa — 50-55%.

8.13. IlomemieHust apxuBa JOLIKOJBHOIO OOpPA30BATENILHOTO YUPEKIACHUS
JOJDKHBI COJEP)KAThCS B YHUCTOTE, B YCIOBHUSAX, HCKIIOYAIOUIUX BO3MOKHOCTH
MOSIBJICHUS TIJIECEHU, HACEKOMBIX, TBLIH.

9. 3aKIIOYUTEILHBIE TTOJIOKEHUS

9.1. Hacrosimee Ilomoxenue 00 apxuBe SIBISETCS  JIOKAJIbHBIM
HOPMATUBHBIM aKTOM, MpuHUMaerca Ha OO6mem coOpaHuM PpabOTHUKOB
JIOIIKOJIEHOTO 00pa30BaTENbHOTO YUPEKACHUS U yTBEepkKAaeTcs (1M00 BBOAUTCS B
nericteue) 3aseayommm J10Y.

9.2. Bce u3aMeHeHUsl U JONOJHEHHUs, BHOCHUMBIE B Hactosuee [lonoxenue,
opopMIISIFOTCST B TNHUChbMEHHOW ¢GopMe B  COOTBETCTBUU  JACHCTBYIOIINM
3aKOHOJAaTeLCTBOM Poccuiickon deaepanuu.

9.3. Ilonoxenune o6 apxuse [JOY npuHuMaeTcs Ha HEONPEICIECHHBIA CPOK.
N3menennss wu gononHeHuss K llonoxkeHuro mnpuHUMArOTCS B HOPSAKE,
npeaycmotrpeHHoMm 1.9.1. nacrosimero IlonoxeHusl.



9.4. Tlocne mnpunstus Ilonoxkenuss (WUIM U3MEHEHUUW U JOMOJHEHUI
OTIICJIBHBIX IYHKTOB W pa3/ieJIOB) B HOBOW pENaKIMHU MPEeAbIAyIlas peaaxius
aBTOMATHUYECKH yTPAYMBAET CUITY.
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