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00 APXUBC JOIIKOJIBHOI'O 06p330BaT€J'IBHOFO YUPCKIACHUA

1. OO01He mMoNI0KEHUS

1.1. Hacrosimee Ilonoxxenue o6 apxuse JJOY pazpaboTaHo Ha OCHOBaHUU
[TpumepHOro mNOJOXKEHUSI 00 apXuBE OpraHU3alUHU, YTBEPHKACHHOTO IMPHUKA30M
@epnepanbHOro apxuBHoro areHTctBa Ne 42 or 11 ampens 2018 rona,
B coorBerctBuM C [Ipmkxaszom MunkynbeTypel Poccum ot 31.03.2015 Ne 526
"OO0 yTBEp)KIEHUM MPaBUJI OpPraHU3ALMUUA XPAHEHHs, KOMILIEKTOBAHMS, ydeTa
Y HCHOJB30BAHMS JOKyMEHTOB ApxuBHOoro ¢onna Poccuiickoit ®enepanuu
U JIPYTUX apXUBHBIX IOKYMEHTOB B OpraHax rocyAapCTBEHHOW BIIACTH, OpraHax
MECTHOTO  CaMOYNpaBJICHHs M  opraHu3zanusx’, VYCTaBoM  JOLIKOJBHOTO
00pa30BaTEIHLHOTO YUPEHKICHUS.

1.2. Tannoe Ilonoxxenue 06 apxuse IOV ompenensieT coctaB JOKYMEHTOB
apXMBa JIETCKOTO Ca/la ¥ YCJIOBUS UX XPAHEHU S, YyCTAHABIMBAET 33/1a4, HA3HAYEHUE
U (QyHKIIMM apXuBa, PETIAMEHTHUPYET JIEATEIbHOCTh JIMIl, OTBETCTBEHHBIX
3a BEJICHHE apXHBa B JOIIKOJILHOM 00Pa30BaTEIHLHOM YUPEIKICHUU.

1.3. B cBoeil 1eaTeIbHOCTH apXUB PyKOBOACTBYeTCsS DeiepanbHbIM 3aKOHOM
Neo 125-@3 ot 22.10.2004 roga «O6 apxuBHOM jene B Poccuiickoit denepammm
¢ u3MeHeHussMu Ha 14 wmrons 2022 roga, HOPMATHBHBIMHU ITPABOBBIMHM aKTAMH
Poccuiickoit @eneparum, cyobekra Poccuiickoit @enepannu B chepe apXUBHOTO
JieJla U JIeTIONPOU3BOJCTBA, JIOKAIBbHBIMU HOPMATUBHBIMU aKTaMU JIOIIKOJBHOIO
00pa30BaTENbHOTO YUPEKIACHHUS.

1.4. Joxymentsl JJOY, umeromue HUCTOPUYECKOE, KYJIbTYpPHOE, HAy4HOE,
COI[MAJIBHOE, JKOHOMHUYECKOE W  MOJUTUYECKOE 3HAYEHUE, COCTABIIIOT
rocyaapcTBeHHYI0 dacTh ApxuBHoro (onma Poccmiickoit deneparyu, SBISIIOTCS
COOCTBEHHOCTBbIO ~ TOCYJapCcTBa M  NOMJIEKAT  TMOCTOSHHOMY  XPaHEHHUIO



B TIOCyIapCcTBeHHbIX apxuBax Poccuiickon Penepaumu. Jlo mnepenaun
Ha TOCYJAapCTBEHHOE XpAaHEHWE JAaHHbIE JOKYMEHTBl BPEMEHHO XPAaHATCSA
B JIOLIKOJIBHOM 00pa30BaTEIbHOM yUPEXKICHUMU.

1.5. B IOY nnsa xpanenus nokyMeHTOB ApxuBHoro (ounaa Poccuiickoii
denepanu M 3aKOHYEHHBIX JEJIONPOU3BOACTBOM JOKYMEHTOB IPAKTUYECKOTO
Ha3HAueHHUs, UX OTOOpa, yuyera, MCIOJb30BaHUS M TOJATOTOBKM K Iepeaade
Ha rOCYJJapCTBEHHOE XPAHEHHE CO3AETCS aPXUB.

1.6. ApXHB CO3aaCTCA KaK CAMOCTOATCIIBHOC ITOAPA3ACIICHUC, BO3IJIABIICMOC
JIMIIOM, OTBCTCTBCHHBIM 3a BCIACHHC apPXHWBa COINIACHO IIPHKA3y 3aBCAYIOIICTO
JOIIIKOJIbHBIM O6pa3OBaT€J'IBHBIM YUPCIKACHUCM.

1.7. Yupexnenue JOIIKOJIBHOTO o0OpazoBaHus obecrieuynBaeT
apX1B HEOOXOAUMBIM IOMEIIEHUEM, 000PYI0BaHUEM U KaJIpaMHu.

1.8.  JomkonsHOoe  oOpa3oBaTrelbHOE  yupexaeHue  obOecreurBaeT
COXpaHHOCTh, y4Ye€T, OTOOp, YHOPSJIOYEHHE U HCIOJIb30BAHUE JIOKYMEHTOB
ApxuBHoro (onna Poccuiickoit @enepaiinu, oOpa3yroNMXcsl B €ro JesITeIbHOCTH.
ObecnieunBaeT CBOEBPEMEHHYIO Tepeaady 3TUX JOKYMEHTOB Ha rOCYJapCTBEHHOE
XpaHEHHUE.

1.9. Bce paboTbl, CBsi3aHHBIE C MOJATOTOBKOW, TPaHCIOPTHPOBKOU
U Tepefadyeidl apXuUBHBIX JTOKYMEHTOB, ITPOU3BOASTCS CUJIAMU U 3a CYET JETCKOro
caza.

1.10. 3a yrpary u mnopuy JokyMeHTOB ApxuBHOro ¢ounna Poccuiickoit
Oenepanyu 10KHOCTHBIE Junia JJOY HeECyT OTBETCTBEHHOCTh B COOTBETCTBUU
C JICUCTBYIOIIMUM 3aKOHOIATEIICTBOM.

1.11. ApxuB gerckoro caga paboTaeT COIVIACHO IUIaHY, YTBEPKIAEMOMY
3aBEAYIONMIUM JOMIKOJBHBIM 00pa30BaTEIbHBIM YUPEKICHUEM W OTYUTHIBACTCS
nepe HUM B CBOEH paboTe.

1.12. KoHTpOonp HOEATENBHOCTHM AapXMBAa OCYIIECTBISET 3aBEAYIOIIUI
JIOVY, a B er0 OTCYTCTBUU — WCTIOTHSIONUN 003aHHOCTH 3aBEYIOIIETO.

2. CocTaB IOKYMEHTOB apXUBa JIETCKOTO caja
2.1. B apxuB J1IOY noctynarot:

. 3aKOHYEHHbIE  JIEJIOMPOU3BOJCTBOM  YUPEKIEHUS  JOKYMEHTbI
MOCTOSIHHOTO ~ XpaHeHHWs, OoO0pa30oBaBIIMECS B JIESITEIIBHOCTH CTPYKTYPHBIX
nojipa3/iefiecHul, NOKyMEHThl BpeMeHHOro (cBbimie 10 7neT) cpoka XpaHEeHUS,



H€O6XO,HI/IMBIC B Hp&KTH‘-IGCKOfI ACATCIbHOCTH, AOKYMCHTHI IIO0O KaJpaM
N BOCIIMTaHHUKAaM,

. JOKYMEHTBI TOCTOSSHHOTO XPAaHEHUsST MU MO JIMYHOMY COCTaBy
OpraHu3aluii- MPEANIeCTBEHHUKOB (MU UX HAJIMYHUN);

. JUYHbIE (boHIBI BEIYIIHNX pabOTHHUKOB JETCKOTO
caza (pu UX HAJIUYUN);

® CJ'IY)KG6HBI€ N BEAOMCTBCHHBIC U3JaHUA,

. CIIPaBOYHO-TIONCKOBBIE  CPEACTBA K JIOKYMEHTaM H  YYETHBIE
JOKYMEHTBI ApXMBa JIE€TCKOTO Caja.

2.2. Cpoku  XpaHEHHs] JOKYMEHTOB B  apXMBE  JOIIKOJIBHOTO
00pa30BaTEIBbHOIO YYPEXKACHUS ONPENEIAIOTCS COINIACHO CpPOKaM, YKa3aHHBIM
B YTBEPKJICHHOW HOMEHKJIAType JIEIL.

3. 3amaun apxuBa [JOY
3.1. OCHOBHBIMU 3aJJa4aMH apXUBa SIBJISIOTCS:

. Opra’u3anys XpaHEeHHs JOKYMEHTOB, COCTAaB KOTOPBIX MPEAYCMOTPEH
paznenoM 2 Hactosiniero [lonoxeHus;

. KOMIUIEKTOBaHUE apxuBa  JOKYMEHTaMH, 00pa30BaBIIMMHUCS
B ACATCIIBHOCTU YUPCIKIACHUA, OCYHMCCTBIIAOIICTO 06pa3013aTem>Hyfo
JIESITEIILHOCTD;

® YucT, 06ecnequHe COXPAaHHOCTH, CO3JaHHC HAYYHO-CIIPABOYHOI'O
armrapara;

b HCITOJIB30BAHUC I[OI(YMGHTOB, HaxXOAIMKUXCA HAa XPaHCHHM B apXHMBC
HOVY;

o IIOATrOTOBKA M CBOCBPCMCHHAdA IICpCAayda I[OI(YMCHTOB ApXI/IBHOFO

donna Poccuiickoit denepanuyu Ha MOCTOSHHOE XpPaHEHUE B TOCYJAPCTBEHHBIN
(MyHUIIUIIAJIBHBINA) apXUB;

. METOJMYECKOE PYKOBOACTBO UM KOHTPOJIb 3a (opmMupoBaHHEM
u oQopMIICHHEM el B JCIONPOU3BOACTBE JETCKOTO CajJa W CBOEBPEMEHHOU
nepeadyeit ux B apXuB JOIIKOJIBHOTO 00Pa30BaTEIBLHOTO YUPEIKICHHUS.



4. ®yHKIMH apXHUBa

B cooTBeTcTBUM C BO3JIOKEHHBIMH 3aJa4aMd  apXUB OCYILECTBISET
cieayromnme QyHKIUU:

4.1. Opra#m3yeT TpHeM JOKYMEHTOB TIOCTOSHHOTO W BPEMEHHOTO
(cBpime 10 eT) CPOKOB XpaHEHUS, B TOM YHCJIE IO KajpaM U BOCIMUTAaHHUKAM,
oOpazoBaBmuxcsi B jedarenbHocTd JIOY, B COOTBETCTBUM C YTBEPXKICHHBIM
rpauKOM.

4.2.  OOecnieunBaeT COXpPAaHHOCTb W  BEIET y4yeT JOKYMEHTOB
U (HOH/I0B, HAXOSIIMXCS HA XPAaHEHUH B apXUBE JOLIKOJIBHOTO 00pa30BaTEIbHOTO
YUPEXKICHUS.

4.3. IlpencraBiser B rocy1apCTBEHHbINH (MyHUIIMIIANBHBIN) apXUB YUETHBIC
CBeICHUs 00 00bEME U COCTaBE XPAHSIIIUXCS B apXUBE JIETCKOTO Cajla JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit deaepanuu M IpYyrux apXWBHBIX JOKYMEHTOB
B COOTBETCTBUHU C TOPSAKOM TOCYAAPCTBEHHOIO Y4eTa JOKYMEHTOB ApPXHUBHOTO
donna Poccuiickoit denepanuu.

4.4. CucremaTu3upyeT W  pa3MellaeT JIOKYMEHTBI, MOCTYMHaIoIIue
Ha xpaHeHue B apxuB JIOVY, oOpazoBaBiinecs B X0Ji€ OCYIIECTBICHUS ACATEILHOCTH
YUPEKICHHUS.

4.5. PazpabatpiBaeT TrpauKku MNPEICTABICHUS OMUCEH Ha PacCMOTpPEHUE
HKCIIEPTHO-TIPOBEPOYHON KOMHUCCHM U MepeJadl JOKYMEHTOB ApXHBHOro (poHaa
Poccuiickoit ®denepaliun Ha XpaHEHHE B TOCYJApPCTBEHHBINM (MYHUIIMIIAIbHBIN)
apXuB.

4.6. OcymiecTBisieT MOJATOTOBKY U MPECTABISCT:

. Ha PACCMOTPEHHME U  COIJIACOBAaHHWE OKCIEPTHOM  KOMHUCCHH
JOVY onucu nen MoCTOSHHOTO XpaHEHWs, BpeMeHHBbIX (cBbiie 10 jeT) cpokoB
XpaHEeHUs], B TOM YHCJIE IO KaJlpaM M BOCIIMTAHHUKAM, a TaK’Ke aKTbl O BbIICJICHUN
K YHUYTOXXEHUIO apXUMBHBIX JOKYMEHTOB, HE€ MOJJISKAIIUX XPAHECHHUIO,
aKThl 00 yTpare JOKYMEHTOB, aKThl O HEHUCIPABUMBIX MOBPEXKIACHUIX ApXUBHBIX
JIOKYMEHTOB;

. Ha YTBEPKJICHUE AKCIIEPTHO-NPOBEPOYHOMN KOMMCCUU
YIOJHOMOYEHHOTO OpraHa HCIOJIHUTEIbHOW BiacTH cyOwekTta Poccuiickoit
denepanuu B chepe apxuBHOTO Aena (nanee - DIIK apXxuBHOTO yUpeKIeHUS) OTTUCH
JI€J1 IOCTOSTHHOTO XPaHEHUS;



. Ha cornacoBanue DIIK apxuBHoro yupexnenus cyonbexra Poccuiickoit
Denepanun (MyHUIIMIIAJIEHOTO apxuBa), B ciyyae HaJCIICHHUS
€r0 COOTBETCTBYIOIIUMHU ITOJTHOMOYMSAMH, OIIMCH JI€JI IO IMYHOMY COCTABY;

. Ha cornacoBanue DIIK apxuBHoro yupexaenus cyobekra Poccuiickoit
denepanun (MyHULIUTIAIEHOTO apxuBa), B ciyJae HaJICJICHUS
€ro COOTBETCTBYIOLIMMHU TOJHOMOYHUSMH, aKThl 00 yTpare [OKYMEHTOB,
aKTbl O HEMCIIPABUMBIX ITOBPEXKICHUAX APXUBHBIX JOKYMEHTOB;

. Ha yTBepxkiaeHue 3aBenyromiemy JIOY omucu nen MOCTOSSHHOTO
XpaHEeHUs, ONHCH BpeMeHHbIX (cBbime 10 J5eT) CpPOKOB  XpaHEHWUS,
B TOM YHCJIE ONUCHU JeJ MO KaJpaM W BOCIHUTAaHHUKAM, aKThl O BBIJICJICHUU
K YHUYTOXEHHUIO apXUBHBIX JIOKYMEHTOB, HE TOMJIEKAIIUX XPAHECHHUIO,
aKkThl 00 yTpaTe OKYMEHTOB, aKThl O HEHUCIPABUMBIX MOBPEKICHUSIX apXUBHBIX
JIOKyMEHTOB, yTBepkaeHHble (cornacoBanHble) OIIK wumm rocygapcTBeHHBIM
apxuBoM cyObekTa Poccuiickoit deneparum (MyHULIUTATBHBIM aQpXUBOM) B ClIydae
HAJIEJICHUS €r0 COOTBETCTBYIOIIMMU MOJHOMOYHUSAMH.

4.7. Opranm3yeT mepenayy AOKyMeHTOB ApxuBHOro ¢onaa Poccuiickoit
denepaniid Ha TOCTOSHHOE XpaHEHUE B TOCYIApCTBEHHBIM (MYHUIIMITAIbHBIN)
apXuB.

4.8. Opranusyer 1 NPpOBOIAUT SKCIIEPTU3Y LIEHHOCTU JOKYMEHTOB BPEMEHHBIX
(cBpimie 10 5eT) CpPOKOB XpaHEHWs, HAXOJMAIIUXCS Ha XPaHEHUM B apXuBe
JIOVY B nensix orbopa TOKYMEHTOB JIJIsl BKJIIIOUEHHUSI B COCTaB ApXMBHOTO (poHIa
Poccuiickont ®Denepanuu, a TakKKe BBISIBICHUS JOKYMEHTOB, HE MOJJIEKAIINX
JAJbHEUIIIEMY XPaHEHUIO.

4.9. VYyactByeT B palboTe DOKCIEPTHOH KOMHUCCHHM  JIOIIKOJIBHOTO
00pa30BaTENbHOTO YUPEXKICHHUS.

4.10. [TpoBoaUT MEPOTIPUATHUS TIO OOECIIEYECHUIO COXPAHHOCTH JOKYMEHTOB,
HaxOoJIIMXCS HAa XpaHeHuU B apxuse JOY.

4.11. Opraamsyer uWHOOPMHUPOBAHUE AJIMHUHHUCTpAlUM ¥ PAOOTHUKOB
JOY o cocTaBe u coaepkaHun JOKYMEHTOB apXUBa YUPEKIACHUS.

4.12. HWudopmupyeT monab30BaTeNeii MO BOMPOCAM MECTOHAXOXKICHHUS
aApXUBHBIX IOKYMEHTOB.

4.13. Opranm3yer BbAady JOKYMEHTOB W JEN g paOOThl B YHUTAJIHLHOM
3aJie WJIK BO BPEMEHHOE MOJIb30BAHUE.



4.14. HUcnonnser  3ampochl  MOJb30BaTENE€d,  BBIOAET  apXUBHBIC
KOIIUM JIOKYMEHTOB, apXUBHBIE BBIITMCKU U APXUBHBIE CIIPABKHU.

4.15. Benet yueT ucnoias3oBaHus 10kyMeHTOB apxuBa JIOVY.

4.16. Co3nmaer ¢GoHI TOJIb30BAHUSA apXWBa JETCKOTO cajla U OpPraHHU3yeT
ero UCIOJIb30BaHHUE.

4.17. OcyiiecTBIIsI€T BEACHUE CIPABOYHO-TIOMCKOBBIX CPEACTB K JOKYMEHTAM
apxuBa J10Y.

4.18. Co3gaet, MONOJIHIET U COBEPLICHCTBYET HAYYHO-CIIPABOYHBIN anmapar
K XpaH;IIMMCS B apXUBE JIeJaM U IOKYMEHTaM.

4.19. YyactByeT B pa3pabOTKE AOKYMEHTOB YYPEXAEHHUS MO BOIPOCAM
ApPXUBHOTO JIENA U JEJIONPOU3BOICTBA.

4.20. Oka3pIBacT METOANYECKYIO IIOMOIIb:

. cinyx6e nenmonpousBojsictBa JIOY B cocTaBieHMHM HOMEHKJIATYpPHI
nen, ¢GopmupoBaHUM U ODOpPMIICHHHM Jied, KOHTPOJUPYET MPaBHIBHOCTH
dbopmupoBanus 1 opopMIIeHHUs 1T B 1€JIONTPOU3BO/ICTBE;

. CTPYKTYPHBIM TOZipazfieieHusiM u padotHukam J[OY B moaroroBke
JOKYMEHTOB K IIepejaye B apXuB JETCKOro caja.

4.21. VYyacTByeT B TPOBEACHUUM MEPONPUITUNA 1O  TOBBILICHUIO
KBAIM(PUKALUU paOOTHUKOB apXHBa U CIY>KObI JAEIONPOU3BOACTBA JAOLIKOIBLHOTO
00pa30BaTENbHOTO YUPEXKICHHUS.

5. IlpaBa apxuBa

JIJisi BBITIOJTHEHUST BO3JIOKEHHBIX 3a/1ad W (PYHKIIUH JTUII0, OTBETCTBEHHOE
3a apXUB, UMEET MPaBO:

5.1. TlpencraBisath 3aBeAyIONIEMY JOIIKOJBHBIM  0Opa30BaTEIIbHBIM
YUPEKICHUEM MPEIIOKEHUS O COBEPLICHCTBOBAHWIO OPTraHU3ALMUA XPAHEHUS,
KOMIUIEKTOBAHUS, y4€Ta W HCIIOJb30BAHUSA APXUBHBIX JOKYMEHTOB B apXUBE

JOV.

5.2. KoHTponupoBaTh BBINOTHEHUE YCTAHOBJICHHBIX TMPAaBWI PaOOTHI
C JOKYMEHTAaMH B CTPYKTYPHBIX NOAPA3AECICHUSAX YUPEKICHHUS.



5.3. 3BampammBaTh OT CTPYKTYpHBIX TMOApAa3JeiIeHUd U pabOTHHUKOB
JIOY cBeneHus, HeoOXoAuMble Al PabOTHl apXuBa, C Y4YETOM OOECHedeHHus
BBITIOJIHEHUS BCEX BO3JIOKEHHBIX Ha apXWB 3a71ad ¥ (PyHKIHUI.

5.4. I[aBaTI) Pa3bACHCHUA W PCKOMCHIAAIIMKN II0 BOIIPOCAM, BXOIAIINM
B KOMIICTCHIIUIO apXHBad JOIIKOJBbHOI'O 06p330BaTeJ'ILHOFO YUPCIKACHU.

5.5. HudopMupoBaTh CTPYKTypHbIE TOJpa3/eJICHUsI JIETCKOro caja
0 HEoOXOIMMOCTM TMepeJayd JOKYMEHTOB B apXWB B  COOTBETCTBHUHU
C YTBEPKACHHBIM IPapUKOM.

5.6. [IpyHuMaTh y4acTue B 3aCEIaHUSX SKCIIEPTHOM KOMUCCUU YUPEKICHHUS,
a TakkKe B OSKCHEPTHO-IPOBEPOUYHOM KOMHMCCHM YIOJHOMOYEHHOIO OpraHa
HCIIOJHUTENILHON BiacTu cyObekTa Poccuiickoit denepaiuu B chepe apXUBHOTO
Jena.

6. OTBETCTBEHHOCTD 32 (PYHKIIMOHUPOBAHUE apXHUBa

6.1. Ha3nauennoe mnpukazoM 3aBenyromero JIOY nuio, oTBETCTBEHHOE
3a BEJICHUE apXUBa, HECET MEPCOHABHYIO OTBETCTBEHHOCTh 3a:

. BBITIOJTHEHHWE  BO3JIOKCHHBIX HAa apXWB 3adad ©W  QyHKIUH
B COOTBETCTBHUH C JCUCTBYIOIINM 3aKOHOIaTENLCTBOM Poccuiickon denepannu;

. OpraHu3aIuio paboTkl apXHUBa, CBOEBPEMEHHOE U KBATU(UIIUPOBAHHOE
BBINOJIHEHUE MPUKA30B, PACTIOPSIKEHNUM, TOPYUYECHUH BBIIIECTOSILETO PYKOBOICTBA,
JEUCTBYIONTUX HOPMATUBHO-TIPABOBBIX aKTOB MO CBOEMY MPOQUITIO IS TEIbHOCTH;

. panmoHanbHOe ¥ A(G(EKTUBHOE HCIMOJIH30BAHUE MAaTEPUAIBHBIX,
(MHAHCOBBIX U KaJIPOBBIX PECYPCOB;

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

. COONIFOJICHWE TPaBWJI ~ BHYTPEHHETO  pAacHopsIKka, CaHUTapHO-
IPOTUBOSIHUACMUYCCKOTO PEKHUMA, MPOTHBOMOKAPHOM OC30IAaCHOCTH M TEXHUKHU
0e3011aCHOCTH;

. BEJCHUE  JOKYMEHTallMd, MOPEAYCMOTPEHHOW  JEUCTBYIOIIUMHU
HOPMATUBHO-TIPABOBBIMHU JOKYMEHTAMU;

. NIPEJOCTABJIEHNE B  YCTAHOBIEHHOM  IIOPSAJKE  JTOCTOBEPHOM
CTaTUCTUYECKOW U MHOU MH(OPMALIUH O JEeSITeIbHOCTH apXUBa;

. TOTOBHOCTh apXMBa K pabOTe B YCIOBUSX UPE3BbIYAHHBIX CUTYALIH.



6.2. OTBETCTBEHHBIE 3a BEJIECHHUE JIEJONPOU3BOJCTBA, IOArOTOBKY
U TIPE/ICTaBJICHUE TOKYMEHTOB Ha XpaHEHHE B apXHB, HA3HAYAIOTCS 3aBEAYIOIIUM
JOY.

7. KoMmmekToBaHue dpXuBa

7.1. TloarotoBka JOKYMEHTOB K TMe€peladye B apXuB JOIIKOJBHOTO
00pa30BaTEIbLHOTO YUPEXKICHUS BKIIOYAET IKCIEPTU3Y HAYYHOU M MPaKTHYECKOU
[EHHOCTH JIOKYMEHTOB, OpOpMIICHUE /1], COCTABIICHUE OIUCH.

7.2. DKcrepTr3a HEHHOCTH JOKYMEHTOB:

. AKCHEPTU3a IIEHHOCTH JOKYMEHTOB — OMNPEACIICHHE I[E€HHOCTHU
JIOKYMEHTOB C I1€JIbI0 0TOOpa MX Ha XpaHEHUE U YCTAHOBJICHUE CPOKOB XpaHEHUSI.
OKcnepTu3y 1EHHOCTH JoKyMmMeHToB B JIOY  ocyliecTBias€T MNOCTOSHHO
JICUCTBYIOIIAs DKCIIEPTHAS KOMUCCHS,

. DKCIIEpTHAsE KOMHCCHsS  HAa3HA4aeTcsl IPUKA30M  3aBEIYIOLIETO
JIOVY. B cocrtaB 3KCIEPTHOM KOMHUCCUM BKJIKOYAKOT HE MEHEE TPEX COTPYAHHUKOB,
B TOM 4YHCJIE B 00s3aTEIbHOM IOPSIKE JHUI0, OTBETCTBEHHOE 32 BEJICHUE apXuBa
nerckoro cana. CekperapeM 3KCHEPTHOM KOMHMCCHUM HAa3HA4arOT CEKpeTaps
JOVY. DkcneptHas KOMHMCCUS Ha 3aCEJaHMSIX PacCMaTpUBAET: HOMEHKIIATYPY
JieJl IETCKOrO cajla, OIMUCH JEJI TOCTOSIHHOIO XPaHEHMs U 1O JIMYHOMY COCTaBY,
aKThbl Ha JIOKYMEHTBI, BbIJIEISIEMbIE K YHUUTOKEHHUIO.

7.3. Oopmiienue nei:

. JieNla TIOCTOSIHHOTO XpaHEeHMsI MOJAIIMBAIOTCS B TBEPAYIO OOJIOXKKY
IIPOYHBIMM HUTKaMHU. JIMCTBI HyMEPYIOTCA B NIPABOM BEPXHEM YINIy MNPOCTHIM
Kapa"aamoM. KoanyecTBO JUCTOB B KAXKIOM JEJE€ HE TOJDKHO IpeBblaTh 250.
B koH1IE fena Ha OTAEIBHOM JINCTE COCTABIISIETCS 3aBEPIIMTEIbHAS HAAUCH;

. Ha 00JIOKKE JIeJ1 IOCTOSIHHOTO XPaHEHUs TOJKHBI OBITh MTPOCTaBICHbI
CIICAYIOIINE PEKBU3UTHI: TOJIHOC HAWMEHOBAHHWE BBIIECTOSIICH OpraHu3aluy,
HauMmeHoBanue JIOY, HoMep Jies1a o HOMEHKIIaType, 3aroJIOBOK  Jiejia, KOJIMYeCTBO
JUCTOB, CPOK XPaHCHHS HIIH OTMETKA «XPAHUTh IOCTOSIHHOY», HOMep (hOH/a, OITHCH,
Jena;

° II0 OKOHYAaHHWHU OCIOIIPOHU3BOACTBCHHOIO I104aa B O(l)OpMJIeHHBIC
00JI05KKH ACJT TIMOCTOAHHOI'0 XPAaHCHUA BHOCATCA HCO6XOI[I/IMBIC YTOUYHCHUA:
B 3arojJIOBKM JCJ, COACPKAIIUX PaACIOPAAUTCIIBHBIC JOKYMCHTBI (HpI/IKaSLI,
HpOTOI(OJ'IBI), BHOCATCA HOMCpaA, €CJIN JICJI0 C HepeHHCKOﬁ COCTOUT U3 HECKOJIbKHUX
TOMOB, B KaXKI0OM TOME YKAa3bIBACTCA KOPPCCIIOHACHT, aBTOP, TCPPUTOPHUA, APYTHUC



JaHHble. B Kkaxaom ToMe ykasbiBaeTca JaTa (4YuCiIo, Mecdll, TOoJl) Hadala
U OKOHYAHHUS JIaHHOTO ToMa. TOYHBIC JaThl IIPOCTABIIAIOTCA Ha OO0JIOKKax
JUTSL OBICTPOTO TIOMCKA JIOKYMEHTOB B TOCIIEAYIOIIEM; U3 3aBEPUTEIHBHOM HAIITUCH
Ha 00JI0KKY Jieia BBIHOCUTCS KOJUYECTBO JTUCTOB B JICIIC;

° HaJIIMCH Ha 00J105KKaX ACJI TIIOCTOAHHOTO H HOJIOBPpCMCHHOI'O
XPaHCHUA CICAYCT IIPOU3BOJINUTH YCTKO, CBETOCTOMKHUMU YCpHUIAaMH,

° Il yd€Ta KOJIHUYCCTBA JIMCTOB B ACJIC U @HKC&HI/II/I 0COOCHHOCTEM
HUX HyMCpalluu Ha OTACIIBHOM JIMCTC COCTABJIACTCA 3aBCPUTCIIbHAA HAAIINCH,

. B 3aBEPUTEIIBHOW HAANUCU YKa3bIBA€TCS KOJIMYECTBO JIMCTOB
(uuppamMu ¥ TMPOMHUCHIO) B Jeie. 3aBEpUTENIbHAS HAJAMUCh MOAMUCHIBACTCS
COCTaBUTEJIEM C YKa3aHUEM €r0 JIOJKHOCTH U 1aThl COCTABIICHHUS;

. BHYTPEHHSISI  ONUCh  COCTAaBISieTCS K  JielaM  TOCTOSIHHOTO
u jgonroBpeMeHHoro (cBeime 10 Jer) cpoka XxpaHeHUs, CHOPMHPOBAHHBIM
110 Pa3HOBUIHOCTSIM JOKYMEHTOB, 3aT'0JIOBKH KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
coJiep>KaHKe TOKYMEHTOB (0CO00 IIEHHbIE, JIMYHBIC JIeTIa U Jp. ).

7.4. Onicanue JOKYMEHTOB MTOCTOSTHHOT'O CPOKa XPaHEHUSI:

° OIIMCHU COCTABJLANOTCA PA3AC/IbHO Ha JACJIa ITOCTOAHHOI'O XpPaHCHHA
110 OCHOBHOM ACATCIIbHOCTH U Ha ACJIA I10 JIMYHOMY COCTaBY,

. OTIMCU COCTABJIAIOTCS JACIONMPOU3BOAUTEIIEM;

. OMUCH BEJETCS B €IMHOM BaJIOBOM HYMEpAIlMU B TEUEHHUE HECKOJIbKUX
JIET;

. Ha JieJa € WUCTEKIIMM  CPOKOM  XpaHEHUsS  COCTaBIIACTCS

aKT 00 YHUYTOXKEHUH,

. 10 OKOHYaHMH JEJIONMPOU3BOACTBEHHOro rojaa B JJOY npousBoautcs
0TOOp MOKYMEHTOB TMOCTOSIHHOTO CpPOKa XpaHEHUs JUIsl BKIIOUCHUS UX B OIHCH.
Onuch COCTOMT W3 TOJOBBIX pa3[ejoB, BHYTPU ToOJla Jejia pacloJiararoTcs
M0  CTENEHH  3HAYMMOCTH C  YYE€TOM  HOMHUHAJIBHOTO  MPHUHIMIA
(B COOTBETCTBUM C HOMEHKIIATYPOU YUPEKIACHUSA);

° OIIMCH COCTABJIANOTCA PA3ACIbHO Ha JACJIa ITOCTOAHHOI'O XpPaHCHHA
110 OCHOBHOM ACATCIIbHOCTU M HA JICJIa 110 JIMYHOMY COCTaBY,

. OITUCH COCTABIISIIOTCS] CEKPETAPEM.



7.5. Jlema  BpemeHHOro  XpaHeHUS  OQOPMIISIOTCS  YIPOIICHHO:
OHM HE€ TOJIIMBAIOTCS, JIUCThl B HUX HE HYMEPYIOTCSl, YTOUHEHHE Ha 00JI0KKaX
HE TMPOU3BOJUTCS, ONUCH Ha Jiela HE COCTaBISIOTCS, Yy4eT BeAeTcs
110 HOMEHKJIAType JIe.

8. YcioBus XxpaHeHUs! JOKYMEHTOB apXuBa

8.1. JIOKyMEHTBl apXuBa XpaHATCA B apPXUBOXPAHUIIUIIEC JOIIKOJIHLHOTO
00pa30BaTEIbLHOTO YUPEKICHUS.

8.2. He momyckaercss pa3MelleHHME apXvBa B NOABAJIBHBIX M 4YE€pPIAaYyHBIX
NIOMEIIEHMIX JETCKOIO caja.

8.3. ApXUBOXpaHWIMIIE JOJDKHO OBITh YyAAJIEHO OT Ja00paTOpHBIX,
IPOU3BOJACTBEHHBIX,  OBITOBBIX  IOMEIIEHMH M  HE  HMETh  OOLMX
C HUMHU BEHTWJISILIMOHHBIX KAHAJIOB. APXWBOXPAHWINIIE OTIEISAETCA OT COCEIHUX
NIOMEIICHUI  HECropaéMbIMH CT€HaMH M  IEPEKPBITHSAMU €  MpeleraamMu
OTHECTOMKOCTH HE MEHee JByX 4YacoB. B apXuBOXpaHWIMILE HE JOMYCKAaeTCs
MPOKJIAJIKa TPyO BOJIOCHAOKEHHS M KaHAJIM3aLUH, TEXHOJIOTMYECKHUE HIIA OBITOBBIE
BBIBO/IbI BOIBI.

8.4. ApXMBOXpAHWIHILE JTOJKHO UMETh €CTECTBEHHYIO WJIM HCKYCCTBEHHYIO
BEHTWISILIMIO, OOECHEUYMBAIOILYI0  PELUPKYJSLUI0  BO3AyXa, CTaOMIBHOCTH
TEMIIEPATYPHO-BIAXKHOCTHOTO PEXUMA.

8.5. Bce mnocrymaromume B apxuB JOVY [10KyMEHTBI pa3MemaroTcs
B apXMBOXPAHWIMILAX HA CTALMOHAPHBIX W/WIA MEPEABMKHBIX METALTUYECKUX
CTeJJIaXkaX, B METAJUIMYECKUX IIKaax UM KOHTEHHepax.

8.6. Cremnaxu JOJKHBI OBITh YCTAaHOBJICHBI MEPHEHAMKYJISIPHO CTEHAM
C OKOHHBIMHM IpPOEMaMH, & B MOMEUICHUH 0e3 OKOH - C y4eTOM OCOOEHHOCTEH
nomeneHus u o0opyaoBanus. He gormyckaeTcst pa3MelieHue cTeljiaxken BIUIOTHYIO
K Hapy»XKHbIM CTEHaM 3/1aHUs U K UCTOYHUKAM TeIlIa.

8.7. PaccranoBka cremnaxed M 1mKkadoB OCYUIECTBISETCS B COOTBETCTBUU
CO CIEAYIOMUMH TPEOOBAHUSIMHU:

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

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

. paccTossHME MEXAYy Hapy)KHOW CTEHOM 3JaHusl U CTeUTaKaMu,

MapajuieIbHBIMUA CTEHE — HE MEHEE 75 CM;



. pacCTOSIHME MEXIy CTCHOW U TOPIIOM CTeulaka WM mKkada
(00xo0) — HE MeHee 45 cMm;

. paccTosiHHE MEXKJIY TMOJIOM W  HWKHEH TIOJIKOM  CTeJulaxa
(mkada) — He MeHee 15 cM, B IOKOJIbHBIX 3Takax — He MeHee 30 cM.

8.8. IIpoTuBOIOXKApHBIM PEXKUM B APXMBOXPAHWIHILE, TIE Pa3MEIIACTCA
apxuB JIOY, ycTaHaBIMBaeTcs B COOTBETCTBUU ¢ [IpaBuiaMu mpoTHBOMOKAPHOTO
pexxuma B Poccutickoit deaeparuu ot 16 centsadps 2020 roma Ne1479.

8.9. ApXUBHBIE TOKYMEHTHI CIIEYET XPAaHUTh B TEMHOTE.

8.10. 3amura TOKyMEHTOB OT JEUCTBHUSI 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 apxuBOXpaHWIMIIE ISl XPAaHEHUs JOKYMEHTOB YCTAHABIMBAKOTCA
CJIEYIOLIUE TTaPAMETPBI TEMIIEPATYPHO-BIIAXKHOCTHOTO PEXUMA!

. JUTSL XpaHEHHUS TOKYMEHTOB Ha OyMa)KHOM HOCHTENIe — TeMIlepaTypa
17-19°C, oTHOCHUTENIbHAS BIAXKHOCTH BO3yXa — 50-55%.

8.13. IlomemieHust apxuBa JOLIKOJBHOIO OOpPA30BATENILHOTO YUPEKIACHUS
JIOJDKHBI  COJIEP)KATBCSI B UYHUCTOTE, B YCIOBHUSX, HCKIIOYAIOUIUX BO3MOXXHOCTH
MOSIBJICHUS TIJIECEHU, HACEKOMBIX, TBLIH.

9. 3aKIIOYUTEILHBIE TTOJIOKEHUS

9.1. Hacrosee [Tonoxxenue 06 apxuBe sBISETCS JTOKAIbHBIM HOPMATUBHBIM
akToM, TnpuHuUMaercs Ha OOmeM coOpaHur pPabOTHUKOB JOIIKOJBHOTO
00pa30BaTeNbHOTO YUPEXKIACHUS U yTBepkaaeTcs 3apeayronmm JJOVY.

9.2. Bce n3MeHeHHs M JOMNOJHEHHUS, BHOCMMEBIC B HacTosiee Ilomoxenue,
opopMIISIFOTCSI B TNHUChbMEHHOW (¢GopMe B  COOTBETCTBUU  JICHCTBYIOIIMM
3aKOHOAATeNbCTBOM Poccuiickon denepanuu.

9.3. Ilonoxxenne 06 apxuBe OV npuHUMaeTcss HA HEONPENEIEHHBIN CPOK.
WN3menenns u pgonosiHeHuss K [loyokeHHIO TNpUHUMAOTCS B HOPSIKE,
npeaycmorpeHHoMm 1.9.1. nacrosimero IlonoxeHusl.

9.4. Ilocne mnpunusatus IlomokeHuss B HOBOH peAakMU MpeabLayIas
penaKius aBTOMaTHYECKH YTPAUYUBACT CHITY.
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