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1. O0uue mos10:xkeHUs

1.1. Hacrosimee Ilonoxkenne pazpaborano Ha ocHOBaHMHU [IpuMepHOTO MOJIOKEHHSI 00 apXuBe
OpraHu3aly, YTBEpKJIECHHOro mnpukazoM PeaepanbHoro apxuBHoro areHrcrBa Ne 42 ot 11
anpens 2018 rona, B cootBeTcTBUU ¢ DenepanbabiM 3akoHOM Ne 273-D3 ot 29.12.2012 roga «O6
obpaszoBanuu B Poccuiickoit ®@enepanun» ¢ u3MeHeHusmu Ha 2 urossg 2021 roma, Ilpukazom
Munkynstypbl Poccun ot 31.03.2015 Ne 526 "O0 yTBep:k1eHUU IPaBUJI OpraHU3aluy XpaHEHus,
KOMIUIEKTOBAaHUSI, Y4eTa M UCIOJIb30BaHUS JIOKYMEHTOB ApxuBHoro ¢onna Poccuiickoit
denepanii U JAPYTUX ApPXHBHBIX JOKYMEHTOB B OpraHax TOCYAapCTBEHHOW BJIACTH, OpraHax
MECTHOTO CaMOYIpaBJiCHUs M OpraHu3anusx", YcTaBoM JOHIKOJIBHOTO 00pa3oBaTebHOTO
YUPEKICHUS.

1.2. Nannoe IlonoxkeHue 00 apxwBe OETCKOTO caja OIMpenesseT COCTaB JIOKYMEHTOB apXuBa U
YCJIOBHS UX XpaHEHUs, YCTaHABIIMBACT 3aJlayy, Ha3HAYCHHE U (PYHKIIMU apXUBa, PETIIaMEHTUPYET
JEeSTENIbHOCTh JIMIAa, OTBETCTBEHHOTO 3a BEJIEHHE apXuBa B JOIIKOJIBHOM 00pa30BaTeIbHOM
YUPEKICHUU.

1.3. B cBoeil gesTenbHOCTH apXHUB JIETCKOTO caja pykoBojacTByercs denepanbHbIM 3aKOHOM No
125-@3 ot 22.10.2004 romxa «O6 apxuBHOM Jniese B Poccuiickoit Denepanum» ¢ N3MEHEHUSIMH Ha
11 urons 2021 roma, HOpMAaTUBHBIMH TPABOBBIMU akTamu Poccuiickoit ®deneparuu, cyObeKTa
Poccuiickoit ®eneparuu B cdepe apxXuBHOTO Jea W JACJIONPOU3BOJCTBA, JIOKAIHHBIMH
HOPMAaTUBHBIMH aKTaMH JIOIIKOJIHHOTO 00pa30BaTeIbHOTO YUPEKIACHHUS.

1.4. Jokymentsr JIOY, wumeronme uUCTOpUYECKOE, KYJIbTYpHOE, HAyYHOE, COLUAIBHOE,
SKOHOMHUYECKOE U TOJUTUYECKOE 3HAYEHHUE, COCTABIIAIOT TOCYJApPCTBEHHYIO 4acTb APXUBHOIO
donna Poccuiickoit denepanuu, SBIAIOTCS COOCTBEHHOCTBIO TOCYAapCTBA U IMOIJIEkKAT
MOCTOSIHHOMY XPaHEHUIO B TOCyAapCTBEHHBIX apxuBax Poccuiickoit ®enepamuu. /o nepenaun Ha
TOCYJapCTBEHHOE XpAaHEHHE JaHHbIE JOKYMEHTBl BPEMEHHO XPaHATCS B JIONIKOJIHLHOM
00pa30BaTEIbHOM YUPEKIACHHUH.

1.5. B JIOY nns xpanHeHuss aokymeHToB ApxuBHoro ¢onna Poccuiickoit denepaunu u
3aKOHUYEHHBIX JENOMPON3BOJACTBOM JOKYMEHTOB MPAKTHYECKOrO HAa3HAYeHUs, UX OTOOpa, ydera,
WCITOJIH30BaHUS U MTOATOTOBKH K Tepeiade Ha TOCYJapCTBEHHOE XPAHEHHE CO3/1aeTCS apXUB.

1.6. ApxumB co3maercs Kak CaMOCTOSITENIbHOE TOJpa3JelieHne, BO3IJIABISEMOE IUIIOM,
OTBETCTBEHHBIM 32 BEJCHHE apXWBa COTJIACHO TMPHUKA3y 3aBEAYIOIIETO JOIIKOJIbHBIM
00pa30BaTeNbHBIM YUPEKICHUEM.

1.7. YapexaeHue JOMIKOILHOTO 00pa3oBaHUs 00eCIeYnBaeT apXUB HEOOXOIUMBIM MTOMEIICHUEM,
000pyIOBaHUEM U KaJpaMHu.
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1.8. JlomkonbHOe 00pa3oBaTelbHOE YUPEKICHHE OOECHEeUMBACT COXPAHHOCTb, y4eT, 0TOOop,
YIOPSIOYCHUE W HCIIOJIb30BaHME JOKYMEHTOB ApxuBHOro (onma Poccuiickoit denepanuu,
00pa3yIomxcs B €ro AesTeabHocTH. O0ecreunBaeT CBOEBPEMEHHYIO Mepeady 3THX JOKYMEHTOB
Ha rOCYZJapCTBEHHOE XPAHECHHUE.

1.9. Bce paboThl, CBs3aHHBIE C MOJATOTOBKOH, TPAHCIIOPTUPOBKOM M Meperadeii apXHBHBIX
JIOKYMEHTOB, IIPOU3BOAATCS CUJIAMH U 3a CUET JETCKOrO caja.

1.10. 3a yrpary u nopuy gokymeHToB ApxuBHoro (onna Poccuiickoit denepanyn 10TKHOCTHbIE
muna JIOY HecyT OTBETCTBEHHOCTh B COOTBETCTBUU C IEHCTBYIOIIUM 3aKOHOAATEIbCTBOM.

1.11. ApxuB perckoro cajaa paboTaeT CoOrjacHO IUIaHy, YTBEPKIAEMOMY 3aBEAYIOIINM
JIOLIKOJIbHBIM 00pa30BaTeIbHbIM YUPEKICHUEM M OTUUTBIBACTCS MIEPE]] HUM B CBOEH paborTe.

1.12. KoHTposib OesTeabHOCTH apXuBa ocymiecTBisieT 3aeaytomuid I0OY, a B ero oTcyTcTBHH —
UCTIOJIHAIOIMI 0053aHHOCTH 3aBE1YIOLLETO.

2. CocTaB 10KYMEHTOB apXuBa
2.1. B apxuB JIOY mocrymnaior:

* 3aKOHYEHHbIE JEJIONPOU3BOJCTBOM YUPEKICHUS ITOKYMEHTBl IOCTOSHHOIO XpaHEHus,
oOpa3oBaBIIMECS B JICATEIBHOCTH CTPYKTYPHBIX TOJpPA3JEIeHUH, JIOKYMEHTHI
BpeMeHHoro (cBbime 10 7er) cpoka XpaHEHHs, HEOOXOJUMbIE B HPAKTUYECKOMH
JeSITeTbHOCTH, JJOKYMEHTHI 110 KaJ[paM M BOCIIUTAHHUKAM;

* JIOKYMEHThl IOCTOSIHHOTO XpaHEHUS M [0 JMYHOMY COCTaBy OpraHU3alHii-
[IPELIECTBEHHUKOB (IIPH UX HAJIUYUH);

*  JUYHBIE POHABI BEIyLIMX PAOOTHUKOB JIETCKOIO cajia (IIpHU UX HAIUYHH);

*  CIIy)KeOHBIC U BEJIOMCTBCHHBIC N3/IaHHS;

* CIPaBOYHO-IIOMCKOBBIE CpPEJICTBA K JOKYMEHTaM U Y4Y€THbIE JIOKYMEHTbl ApXHBa
JIETCKOTO cajia.

2.2. Cpoku XpaHEHHUs IOKYMEHTOB B apXHUBE JIOIIKOJIBHOIO 00pa30BATENbHOTO YUpPEXIECHUS
OTIPEAEIIAIOTCS COTJIACHO CPOKAM, YKa3aHHBIM B YTBEPKICHHONW HOMEHKIIAType JeI.

3. 3agauu apxuBa 10Y
3.1. OCHOBHBIMH 3aJla4YaMH apXUBA SIBJISIOTCS:
* OpraHu3auys XpaHEHUs] JOKYMEHTOB, COCTAaB KOTOPBIX MPEAYCMOTPEH pa3jieioMm 2
Hacrosiuiero ITonoxenus;
* KOMIUIEKTOBAaHHME apXHMBa JOKYMEHTaMM, OOpa30BaBUIMMHUCA B J€ATEIbHOCTH
YUPEXIEHUS, OCYIIECTBIISIIOIIEr0 00pa30BaTEIbHYIO 1EATEIbHOCTS;
* yd4er, o0ecriedeHre COXPaHHOCTH, CO3/IaHUE HAYYHO-CIIPAaBOYHOIO anmnapara,
* HCNOJb30BAaHUE TOKYMEHTOB, HAXOASIINXCS Ha XpaHeHuu B apxuse OV
* TOJArOTOBKAa U CBOEBpEMEHHas Iepefada JOKyMeHTOB ApxuBHoro (onaa Poccuiickoit
denepary Ha MOCTOSHHOE XPaHEHUE B FOCYIapCTBEHHbIN (MYHUIUIAIbHbIN) apXuB,
* METOJIMYECKOE PYKOBOJICTBO U KOHTPOJb 3a (popMUpOBaHHEM U O(DOpPMIIEHHEM el B
JEJIONPOU3BOJCTBE JETCKOTO Ccaja M CBOCBPEMEHHOM Iiepelayeldl UX B apXxuB
JIOIIKOJIBHOTO 00pa30BaTEIbHOTO YUPEXKICHHUS .

4. DyHKUMHU apXuBa

B cooTBeTcTBUY C BO30KEHHBIMHU 337[a4aMH aPXUB OCYIIECTBISET Ceayone QyHKINN:

4.1. Opranusyer npueM JOKYMEHTOB IOCTOSHHOTO M BpeMeHHoro (cBbimie 10 5eT) cpokoB
XpaHeHUs, B TOM YHCJIe MO KaJlpaM U BOCIUTaHHMKaAM, oOpa3oBaBimxcs B AestensHoctu 1OV,
B COOTBETCTBUU C YTBEPKICHHBIM IpauKOM.

4.2. OGecrieunBaeT COXPAHHOCTh M BeIET YYeT JOKYMEHTOB M (POHIOB, HAXOISAIIMXCS Ha
XpaHEHUH B apXUBE JIOMIKOJIBHOIO 00pa30BaTEIbHOIO YUPEKACHUS.

4.3. TlpencraBnsieT B TOCYJAapCTBEHHBIM (MyHHUIIMNANbHBIA) apXWB Y4YeTHBIE CBeIeHUS 00
o0beMe U COCTaBe XpaHALIUMXCS B apXHBE JAETCKOTO cajla JOKYMEHTOB ApXHMBHOro (oHaa
Poccuiickoit @Penepauuu U IpyruX apXMBHBIX JOKYMEHTOB B COOTBETCTBUU C ITOPSAKOM




rocyIapcTBEHHOTO y4yeTa JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoii Denepanum.

4.4. CucteMaTU3UpyeT U pa3MellaeT JOKYMEHTHI, MOCTynarume Ha xpanenue B apxus 10OV,
00pa30BaBIIMECS B XO/I€ OCYIIECTBICHUS JEATEIBHOCTH YUPESIKICHHUS.

4.5. PazpabarbiBaeT rpaduky mpecTaBiIeHHs ONKUCENH Ha paCCMOTPEHHUE IKCIEPTHO-TIPOBEPOUHON
KOMUCCHH W Iepeaadu JoKyMeHToB ApxuBHoro (ouma Poccuiickoit denepannu Ha XpaHCHHE B
rocyAapCTBEHHBIN (MyHUIIUMTIATIbHBIN) apXUB.

4.6. OCyIIeCTBIISET MOATOTOBKY U IPEJICTABIISCT:

* Ha pacCMOTPEHHE M coIllacoBaHUE »dKcrepTHo komuccun JIOY onucu nen
MOCTOSIHHOTO XpaHEHUs, BpeMeHHbIX (CBhIlIEe 10 JeT) CPOKOB XpaHEHHUs, B TOM YHUCIIE
10 KaJpaM U BOCIIUTAHHUKAM, a TAK)KE€ aKThl O BBIJICJICHUH K YHUYTOKEHHUIO APXUBHBIX
JOKYMEHTOB, HE€ TOJUIekKAIIUX XPAHEHHIO, aKThl 00 yTpaTe MOKYMEHTOB, aKTBl O
HEHUCIPABUMBIX TOBPEKICHUAX apXUBHBIX JOKYMEHTOB;

* Ha YTBEPXKJIECHHME DSKCIEPTHO-IIPOBEPOYHOM KOMHCCHUM YIOJIHOMOYEHHOIO OpraHa
HCIIOJHUTENIbHOM BiIacTH cyObekTa Poccuiickoit denepanuu B chepe apXUBHOTO Jeia
(manee - OIIK apxXHBHOTO yUPEKICHHUS) OIMMCH JIe]T TOCTOSHHOTO XPaHCHUS,

* Ha cornacoBanue JIIK apxuBHoro yupexnuenus cyobekta Poccuiickoit deneparuu
(MyHULIMIAJIBHOTO ~ apXWBa), B Cly4a€ HaJAEJEHUS €ro COOTBETCTBYIOLIUMU
MOJTHOMOYMSIMU, OIIUCH JIEJI 110 JIMYHOMY COCTaBY;

* Ha corinacoBanne DIIK apxuBHOTO yupexkaeHus cyonrekta Poccuiickonr denepanmm
(MyHULIIMIAIBHOTO ~ apXWBa), B Cily4ae HAJCJICHHS €ro COOTBETCTBYIOIIUMHU
MTOJITHOMOYHSIMH, aKThI 00 yTpare JOKYMEHTOB, aKThl O HEHCIIPABUMBIX ITOBPEKICHUIX
apXMBHBIX JIOKYMEHTOB;

* Ha yTBepxaeHue 3aseaytoumeMy IOV omnucu fen MOCTOSSHHONO XpaHEHHs, ONUCU
BpeMeHHbIX (cBbile 10 J1eT) CPOKOB XpaHEHHUs, B TOM YHUCJE OMUCU Jeld MO KaapaMm U
BOCIUTAaHHUKAM, aKThl O BBIJICICHUM K YHUYTOXXCHHUIO apXHBHBIX JOKYMEHTOB, HE
MOJJIeKAIINX XPAaHEHHUIO, aKThl 00 yTpare JOKYMEHTOB, aKThl O HEHUCIPABUMBIX
MOBPEXKJICHUSIX apXUBHBIX JOKYMEHTOB, yTBepikJeHHbIe (cornacoBaHHble) OIIK wmnm
rocyAapCcTBEHHBIM apXuBoM cyOwekTa Poccuiickoii denepanuu (MYHULIUNATBEHBIM
apXMBOM) B CJIy4yae HaJeJICHHUs €r0 COOTBETCTBYIOIIMMHU MTOJTHOMOYMSIMHU.

4.7. Opranu3yer mnepenady TOoKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit ®enepanuu Ha
MOCTOSIHHOE XpaHEHUE B TOCYAapPCTBEHHBIN (MYHUITUTIATBHBIN) apX UB.

4..8. Opranusyer U MPOBOJIUT IKCIEPTU3Y IIEHHOCTU JOKYMEHTOB BpeMeHHBIX (cBbimie 10 jeT)
CPOKOB XpaHEHHUsI, HaXoAsAMMXcs Ha XpaHeHuu B apxuse JJOVY B nensx or0opa 10KyMEHTOB JIs
BKJIIOYeHHS B cocTtaB ApxuBHOro (onga Poccuiickoit @enepanuu, a TakKe BBISBICHUS
JIOKYMEHTOB, HE MOJUIeKalUX JajJbHENHIIIEMY XpaHEHHUIO.

4.9. YyacTtByeT B paboTe IKCIEPTHOW KOMHCCUH JIOIIKOJIBHOTO 00pa30BaTEIbHOTO YUPEkKACHUS.
4.10. TTpoBOAUT MEPOTPHUATHS 1O OOECIICUCHUIO COXPAHHOCTH JTOKYMEHTOB, HAXOJSIINXCSA HA
xpaHeHuu B apxuse JJOVY.

4.11. Opranuzyer uH(pOpMHUpOBaHHE aJMHHHMCTpauuu u padbotHukoB J[OY o cocraBe u
COZIEP)KAHUU JOKYMEHTOB apXHBa YUPEKIACHUS.

4.12. UadopmMupyeT MoIb30BaTENeH TI0 BOIPOCAM MECTOHAX OXKICHHS apXUBHBIX TOKYMEHTOB.
4.13. Opranusyer BbIJa4y JOKYMEHTOB U Je JIJIsl pabOThl B UATATBLHOM 3aJie UM BO BPEMEHHOE
M0JIb30BaHUE.

4.14. VicnomHsieT 3ampochl MOJIb30BaTENEl, BBIJACT apXHUBHBIC KOMHH JOKYMEHTOB, apXHUBHBIE
BBITIMCKH M apXUBHBIE CIIPABKH.

4.15. Benet y4eT ucnoiib30BaHus JOKYMeHTOB apxuBa [JOVY.

4.16. CozmaeT QoOH/ MOTH30BAHMSI apXHUBA JIETCKOTO Ca/la U OPraHU3yeT ero HCIOIb30BaHHE.
4.17. OcymiecTBIsET BeJIeHNE CITPABOYHO-TTOMCKOBBIX CPECTB K JoKyMeHTaM apxuBa J[OVY.
4.18. Co3maet, MOMONHAET W COBEPIICHCTBYET HAYYHO-CIIPABOYHBIN ammapar K XpaHSIUAMCS B
apXMBe JIeJlaM U JOKYMEHTaM.

4.19. YyactByeT B pa3paboTKe AOKYMEHTOB YUYpPEXKIEHHUS 10 BOMpPOCAM apXWUBHOTO Jena
JIEJI0NPOU3BOICTBA.




4.20. Oka3pIBaeT METOIMYECKYIO TOMOIIIb:
* cmyx0e nenonpousBonacTBa JJOY B cocTaBieHUH HOMEHKJIATYPHI A€, HOpMUPOBAHUU
1 0(OPMIICHUU €T, KOHTPOJIUPYET MPABUIBLHOCTH OPMHUPOBAHUS U OhOPMIICHUS e B
JETONPOU3BO/ICTBE;
* CTPYKTYpHBIM mojpasfeineHusM u pabotHukam JIOY B MOATrOTOBKE IOKYMEHTOB K
nepeaaye B apXuB JAETCKOTO Caja.
4.21. YuyacTByeT B IPOBEJCHUH MEPOIPUATHIHA 110 MOBBIIICHUIO KBATM(UKAIIMH PAOOTHUKOB apXHBa
U CITY’>KOBI JISITONPON3BO/ICTBA JIOIIKOIBLHOTO 00Pa30BaTEIBHOTO YUPEIKACHUS.

5. IlpaBa apxuBa

JLyist BEIOJTHEHUS BO3JIOKCHHBIX 33124 ¥ DYHKIIMHN JIMIIO0, OTBETCTBEHHOE 332 apXUB, UMEET MIPABO:
5.1. IlpencraBnarh  3aBeQylOIIEMYy  JOIIKOJBbHBIM  00pa30BaTEIbHBIM  YUPEKICHUEM
MPEUIOKEHHUST 10 COBEPIICHCTBOBAHUIO OPraHM3alMM XPaHEHUs, KOMIUIEKTOBAaHHS, y4eTa U
MCMOJIb30BAaHUS apXUBHBIX JOKYMEHTOB B apxuBe [JOVY.

5.2. KoHTpoimpoBaTh BBHIMOJTHCHHE YCTAHOBICHHBIX TMpaBWiI pPabOTBl ¢ JIOKYMEHTaAMH B
CTPYKTYPHBIX MOJIPa3AeCHUX YUPEKIACHUS.

5.3. 3anpammBaTh OT CTPYKTYPHBIX TIoipa3aeiieHuit u pabotHukoB JIOY cBeneHus, HEOOXOAMMBIE
JUIst paboOThl apXMBa, C YY€TOM OOECIeueHUs BHIMOTHEHHS BCEX BO3JIOKEHHBIX HA apXHB 3a7ad U
(GyHKIMIA.

5.4. JlaBaTh pa3bsCHEHHS U PEKOMEHJAIMU 10 BOMPOCAM, BXOMASAIIMM B KOMIETCHIIMIO apXHUBa
JIOLLIKOJIBHOIO 00pa30BaTEIbHOTO YUPEKACHHUSL.

5.5. UudopmupoBaTh CTpYKTYpHBIE MMOAPA3EICHHS IETCKOrO cajla O HEOOXOJUMOCTH epeiadu
JIOKYMEHTOB B apXUB B COOTBETCTBHUH C YTBEPKICHHBIM I'paPUKOM.

5.6. [lpuHuMarh ydacTHe B 3aceJaHUSX OKCIEPTHOM KOMHUCCHUU YUPEXKICHHS, a TaKXkKe B
HKCIEPTHO-MPOBEPOYHON KOMHUCCHUU YIOJTHOMOUYEHHOTO OpraHa HCIHOJHUTEIBHON BIIACTH
cyowrekTa Poccuiickoit denepanuu B chepe apXxuBHOIO Jiena.

6. OTBETCTBEHHOCTH 32 (PYHKIIHOHHPOBAHHE APXUBA
6.1. Ha3znauennoe nmpukazom 3aBeayromiero JIOY nmuiio, OTBETCTBEHHOE 32 BEJICHUE apXUBa, HECET
MEPCOHAIIBHYIO OTBETCTBEHHOCTD 3a!

* BBIMOJHEHHWE BO3JIOKCHHBIX Ha apxXuB 3a7ady W (QYHKIUHA B COOTBETCTBUH C
JIEHCTBYIOLMM 3aKOHOAATeNbCTBOM Poccuiickoit denepanuy;

* Opra"mu3anuio paboThl apXHWBa, CBOEBPEMEHHOE U KBAIU(DHUIIMPOBAHHOE BBIMOJHEHUE
MPUKA30B, PACIOPSHKEHUH, MOPYYEHUM BBIIIECTOSIIETO PYKOBOJCTBA, ACHCTBYIOLIUX
HOPMAaTHUBHO-TIPABOBBIX aKTOB MO CBOEMY MPOQIITIO ACSITEIHHOCTH;

* pamuoHambHOe U J(PGPEKTUBHOE HCIONB30BAHHE MAaTEpPHANbHBIX, (UHAHCOBBIX U
KaJpOBBIX PECYPCOB;

* COCTOSIHUE TPYAOBOW M HCIOJHUTEIBCKON JUCHUIUIMHBI B apXUBE, BBHIIOJIHEHUE CBOMX
(YHKIIMOHATIBHBIX 00S3aHHOCTE;

* cOOMIOJIeHNE TPaBHJ BHYTPEHHETO pPACIOpsIKa, CAHUTAPHO-TPOTUBOIMUIEMUIECKOTO
pexuMa, IPOTHUBOIIOKAPHON OE30MACHOCTH M TEXHUKH 0€30MMacCHOCTH;

* BEJCHUE JOKYMEHTAIlMU, IPEeAyCMOTPEHHOU NEWCTBYIOIIMMH HOPMATHBHO-TIPABOBBIMU
JTIOKYMEHTaMU;

* MPEIOCTaBJICHUE B YCTAHOBJIECHHOM IMOPSAKE JAOCTOBEPHOM CTATUCTUUYECKOM M HMHOMU
nH(pOpMaIIUU O AESITEILHOCTH apXUBa;

* TOTOBHOCTH apXHBa K pabOTe B YCIOBUSAX YPE3BHIYANHBIX CUTYAIIUH.

6.2. OTBeTCTBEHHBIC 3a BEJICHUE JCIOMPON3BOICTBA, TIOJIIOTOBKY M MPEACTABICHUE JIOKYMCHTOB
Ha XpaHEHHE B apXUB, Ha3HaudaroTcs 3apeayromum JJOVY.

7. KommekToBaHue apxuBa
7.1. IlogroroBka JOKYMEHTOB K Iepeaye B apXUB JAOUIKOJIBHOIO 00pa30BaTeIbHOTO YUPEKICHUS
BKJIIOYAET SKCIEPTU3Y HAYYHOM M TNPAKTUUYECKOW IIEHHOCTH JIOKYMEHTOB, O(opMIICHHE e,



COCTAaBJICHUE OIIUCH.
7.2. DKcriepTr3a EHHOCTHA JOKYMEHTOB:

9KCIIEPTU3a LIECHHOCTH JIOKYMEHTOB — OIPEJEIECHHE LEHHOCTU JOKYMEHTOB C LEJIbIO
oTOOpa MX HAa XpPaHEHHE U YCTAHOBIIEHHUE CPOKOB XpaHEHHs. DKCHEPTU3Y LIEHHOCTH
nokymeHToB B JIOY ocymiecTBiIsieT NOCTOSIHHO ACHCTBYIOIIAs SKCIIEPTHAsS KOMUCCHS,
JKCIIEpTHAsE KOMHUCCHS HaszHauyaeTcss mpukazoMm 3aseaytomiero JIOY. B cocras
SKCIEPTHOM KOMHUCCHUHU BKJIIOYAIOT HE MEHEE TpEeX COTPYIHHUKOB, B TOM YHUCIIE B
00s13aTeTbHOM TIOPSIAKE JIMIIO, OTBETCTBEHHOE 3a BEJCHUE apXHuBa JETCKOro caja.
CexpeTapeM 3KCIEPTHOM KOMUCCUU HazHaudaroT cekperaps JOY. DkcnepTHas KOMUCCUS
Ha 3acelaHMsIX paccMaTpUBaeT: HOMEHKIATypy [ell JIeTCKOTO cajaa, OMHCH Jel
MMOCTOAHHOI'O XpPAaHCHUA U 10 JIMYHOMY COCTaBYy, aKTbl HAa NOKYMCHTHI, BBIACIISICMBIC K
YHUUTOKEHHUIO.

7.3. Odbopmienue nen:

0ena NOCMOAHHO20 XPaHeHus TIOAINBAIOTCS B TBEPAYIO OOJIOKKY MPOYHBIMU HUTKAMHU.
JIucTel HyMEpYIOTCS B IPaBOM BEPXHEM YIIly INPOCTBIM KapaHjgamom. KomaudecTtBo
JMCTOB B K&XJIOM JIeJIe HE JJOJDKHO mpeBbimath 250. B koHIle nena Ha OTACITbHOM JIHCTE
COCTaBJISICTCSI 3aBEPHUTEIbHAS HA/IIUCH;

Ha OOJIOXKKE /el TMOCTOSHHOTO XPaHEHUS JOJDKHBI OBITh INPOCTABJICHBI CIICIYIOIIUE
PEKBU3UTLL: ITOJJHOC HAMMCHOBAHUC BI)IHICCTOSIHIGﬁ opraHnu3anvi, HAMMCHOBAHUC I[OY,
HOMep (MHICKC) Jiejla IO HOMEHKIIAType, 3arojOBOK Jielia, KOJHUYECTBO JIMCTOB, CPOK
XpaHEHUs WIA OTMETKA «XPaHUTh IIOCTOSIHHOY», HOMEp (OHJIa, OIHCH, JIeTa;

[0 OKOHYAaHUM JEJONMPOU3BOJCTBEHHOTO ToJa B OQOPMIICHHBIC OOJOXKKH eI
IMOCTOAHHOI'0 XpaHCHUSA BHOCATCA H€O6XOZ[I/IMI)I€ YTOYHCHUA: B 3arojIOBKU €I,
COJICPKALINX PACIOPSIUTEIbHBIC JOKYMEHTHI (IPUKAa3bl, IMPOTOKOJbBI), BHOCATCS
HOMEpA; €CII JIeJI0 C TEPENUCKON COCTOMT M3 HECKOJBKHUX TOMOB, B KaXKIIOM TOME
yKa3bIBaCTCSl KOPPECIIOH/ICHT, aBTOP, TEPPHUTOPHS, NPyrue NaHHbIe. B KaxIoMm Tome
YKa3bIBaeTCs Jara (YMUciao, MecsI], roJl) Hadajda W OKOHYAHUS JAHHOTO ToMa. TOYHBIC
JaThl TPOCTABISAIOTCS Ha OONOXKKaxX JUisi OBICTPOrOo TOHMCKA JOKYMEHTOB B
MOCTIeTYIOIIEM; M3 3aBEPUTEIBHON HAINMUCH Ha OOJOXKKY Jiefla BEBIHOCUTCS KOJHYECTBO
JUCTOB B JIEJIE;

HQ/IMMMACH Ha OOJIOKKaxX Jel TOCTOSHHOTO W JOJTOBPEMEHHOTO XPAaHEHUsS CIeIyeT
MIPOU3BOIUTH YETKO, CBETOCTOUKHUMH YEPHUTIAMH;

JUIL ydeTa KOJIMYECTBA JIMCTOB B Jelie W (UKCAllMH OCOOCHHOCTEH WX Hymepamud Ha
OTJIEIbHOM JIUCTE COCTABIISETCS 3aBEpUTEIbHAS HAJIITUCE;

B 3aBEPUTEJILHON HAJIIUCH YKa3bIBAETCSl KOJMWYECTBO JINCTOB (LHU(paMu U MPONUCHIO) B
nene. 3aBepuTENbHAs HAANUCh TOJMUCHIBACTCA COCTaBUTENEM C yKa3aHHEM ero
JOJDKHOCTH ¥ JIAThI COCTABIICHHUS;

BHYTPEHHSIS ONTUCH COCTABIISETCS K JieJlaM TOCTOSIHHOTO | IONTOBpeMeHHOro (cBbimie 10
JIET) CpoKa XpaHEHUs, CPOPMUPOBAHHBIM TI0 PA3HOBUIHOCTSIM JOKYMEHTOB, 3ar0JIOBKH
KOTOPBIX HE PACKPBHIBAIOT KOHKPETHOE COJEp)KaHUE JOKYMEHTOB (0CO000 IIEHHBIE,
JUYHBIC JIea U JIp.).

7.4. Onmcanue JOKYMEHTOB NOCTOSIHHOI'O CPOKA XPAHCHUS .

OIMCH COCTABJISIFOTCS PA3ACIbHO Ha Jejla IOCTOSHHOTO XPaHEHUs II0 OCHOBHOM
JEeATEIbHOCTH U Ha JIeJ1a 110 JUYHOMY COCTaBY;

OIIMCH COCTABIIAIOTCA JEIIONPOU3BOAUTEIIEM;

OIIMCH BEJETCS B €JUHOM BAJIOBOM HyMEPALIMU B TCUCHUE HECKOJIBKUX JIET;

Ha JIeJla C UCTEKIINM CPOKOM XpaHEeHMsI COCTABIIAETCSA aKT 00 YHUUYTOKEHUH;

M0 OKOHYAHHUH JIeTONPOU3BOJACTBEHHOr0 roja B JJOY npousBoautcs oT60p JOKYMEHTOB
ITIOCTOSTHHOTO CPOKa XPaHEHUs NI BKIIOUEHHS UX B ONMHUCh. OMUCh COCTOUT W3 I'OJIOBBIX
pas3zenoB, BHYTPU ToOJa Je€jla PacIloararoTcs MO CTEIEHU 3HAYUMOCTH C Y4YETOM
HOMHUHAJBHOTO PUHIIUTIA (B COOTBETCTBUU C HOMEHKIIATYPOU YUPEKICHHU);

OIMCH COCTAaBISIOTCS Pa3[eibHO HA Jiella IIOCTOSSHHOTO XpaHEHUs 110 OCHOBHOMU



JEeSTeILHOCTH U Ha JIeJia 10 TUYHOMY COCTaBYy;
*  OIIMCH COCTaBJISIFOTCS] CEKPETAPEM.
7.5. [lena épemennozo xpanenus ohOpMIIIOTCS YIPOIIEHHO: OHH HE MOJAIIMBAIOTCS, JIUCTHI B HUX
HE HYMEpYIOTCs, YTOUHEHHE Ha OOJIOKKAaX HE MPOU3BOJUTCS, OMKCU Ha JIeJia HE COCTABIIAIOTCS,
yUeT BeAETCs 110 HOMEHKJIATYype Jel.

8. Yci10BUS XpaHeHHs JOKYMEHTOB B apXuBe
8.1. JloKyMeHTBl apxuBa XpaHATCS B aPXUBOXPAHWIMLIE JOUIKOJIBHOIO 00pa3oBaTeIbHOIO
YUPEXKICHUS.
8.2. He nomyckaercst pa3MelleHue apXyuBa B MOABAJIBHBIX U Y€PIaYHbIX IOMEIEHUAX JETCKOIo caja.
8.3. ApXMBOXpaHWIHIIE TOJKHO OBITh YAAJIEHO OT JIA0OPATOPHBIX, IMPOU3BOJICTBEHHBIX, OBITOBBIX
IIOMEIIIEHUH U He UMETh OOIIMX C HUMHU BEHTHIALMOHHBIX KaHAJIOB. APXUBOXPAHWIMILE OTAEISAETCS
OT COCEJIHUX ITOMEILEHUN HECrOPAEMbIMU CTEHAMM M MEPEKPBITUAMU C MPEIesiaMyd OTHECTOMKOCTU
HE MeHee JBYX 4acoB. B apxuBoxpaHwiuiie He JOIyCKaeTcs MpOoKJIaaka TpyO BOJOCHAOXKEHUS U
KaHAJIN3aLUH, TEXHOJIOTUYECKNE WU OBITOBBIC BBIBOIBI BOIBI.
8.4. ApXMBOXpaHMJMILE JODKHO HMETh €CTECTBEHHYI0 WJIM HCKYCCTBEHHYI BEHTHJIALMUIO,
o0ecreunBaroIlyI0 PELUPKYISILIMIO BO3AYXa, CTAOUIBHOCTD TEMIIEPATYPHO-BIA)KHOCTHOTO PEKUMA.
8.5. Bce mnocrymaromme B apxuB JIOY 1OKyMEHTBHl pa3MEIAlOTCsl B apXWBOXPAHWIMILAX Ha
CTallMOHAPHBIX W/WIH TIEPEABIKHBIX METALTUYECKUX CTEIIaKaX, B METAJUIMYECKUX IKadax WiIu
KOHTEWHEpax.
8.6. Ctemnaxu JOJDKHBI OBITh YCTAHOBIICHBI MEPIIEHANKYIISIPHO CTEHAM C OKOHHBIMHU IPOEMaMH, a B
HOMeIIeHnU 0e3 OKOH - ¢ y4yeToM OCOOCHHOCTEW momelieHus u obopynoBanus. He nomyckaercs
pa3MelIeHHe CTeIaXKel BINIOTHYIO K HapYXHBIM CTE€HaM 3/1aHUS U K HCTOYHUKAM TeIlIa.
8.7. PaccraHoBka cre/utaxkel W mkadoB OCYIIECTBISIETCS B COOTBETCTBUU CO CIEAYIOIIUMHU
TpeOOBaHUSIMU:
*  paccTosiHUE MEXAY psAAaMHu cTejulaxei (ri1aBHbIM npoxoxa) — He MeHee 120 cwm;
* paccrosinue (ITPOX0/a) MEXKIY CTeUIaKaMH — HE MeHee 75 cM;
*  paccTosiHUE MEXIy Hapy)KHOH CTEHOH 37aHMs U CTeNIaKaMH, MapajuleIbHBIMU CTEHE — He
MeHee 75 cm;
*  pacCTOsSHUE MEXy CTEHOW M TOPLOM CTeJulaxa WiM 1mkada (00xoa) — He MeHee 45 cm;
* paccTOsHHE MEXIy IOJIOM W HIDKHEHW MOJKoM cremnaxa (mkada) — He MeHee 15 cm, B
LIOKOJIBHBIX 3Ta)kax — He MeHee 30 cm.
8.8. IlpoTuBOomOXapHBI peXHM B apXMBOXpaHWIMINAX, Tae pasmemaercs apxus JJOVY,
yCTaHaBJIMBaeTCsl B cOOTBeTCTBUU ¢ IlpaBuinamu mnpoTuBomoxkapHoro pexuma B Poccuiickoif
®enepanuu ot 16 centsaops 2020 rona Nel479.
8.9. ApxuBHBIE TOKYMEHTBHI CJIelyeT XpaHUTh B TEMHOTE.
8.10. 3amuTa TOKyMEHTOB OT JICHCTBHS CBETa 00ECIIEYNBACTCS XPAHEHUEM JIOKYMEHTOB B KOPOOKax,
narnkax ¥ rnepervierax, B mkadax UM Ha CTe/UIaXax 3aKpbITOro THIIA.
8.11. YpoBeHb HCKYCCTBEHHOTO OCBEIICHUS B KHUTOXPAHWJIMINAX JIOJDKEH COCTaBIATh He MeHee 100
JIIOKC.
8.12. B apXWBOXpaHWIHIIE JUIsI XPAHEHUSI JTOKYMEHTOB YCTaHABIMBAIOTCS CIEAYIONINE MapaMeTphl
TEMIEPATYPHO-BJIAXKHOCTHOTO pPeXUMa:
* U XpaHEeHMsI IOKYMEHTOB Ha OyMa)kHOM Hocutese — temneparypa 17-19°C, otHocurenbHas
BIIQXKHOCTH Bo3ayxa — 50-55%.
8.13. IlomenieHust apxuBa TOMIKOJIHLHOTO O0pPa30BATEIBHOTO YUPEIKACHHUS JOJDKHBI CONEPIKATHCS B
YHCTOTE, B YCIOBUAX, UCKIIIOUAIOLINX BO3MOKHOCTD MOSIBJIEHUS TIECEHU, HACEKOMBIX, TBLIH.

9. 3ak/1I04nTe/IbHBIE MOJIOKEHUS

9.1. Hacrosmee IlomoxxeHne 00 apxuWBe SBISETCS JIOKAJIHHBIM HOPMATHBHBIM aKTOM,
npuHumaercst Ha OOmieM coOpaHun pabOTHUKOB JOIMIKOJIBHOIO 00pa30BaTENbHOIO YUPEKACHUS U
yTBepkaercs (1u00 BBOAUTCS B JelicTBHe) 3aBeayronmm JJOY.

9.2. Bce u3MeHeHHsI M JIOTIOJIHEHHs, BHOCHMBbIEe B Hacrosimiee llonoxkenue, odopmisioTcs B



NUCbMEHHOW (opME B COOTBETCTBUM JICHCTBYIOUIMM 3aKOHOJATEILCTBOM Poccuiickoit
®denepanuu.

9.3. Ilonoxenune o6 apxuBe JOY mnpuHMMaeTcss Ha HEONpeIeNeHHBIH cpok. V3MeHeHus u
nononHenus K [lonokeHuio MpUHUMAIOTCS B MOpANKe, IpeaycMoTpeHHoM 11.9.1. Hacrosiiero
ITonoxeHnus.

9.4. Tlocne npunstus IlomoxeHus (MW W3MEHEHWH W JOMOJHEHWUW OTIEIBHBIX ITYHKTOB H
pa3/esioB) B HOBOM pefaKluy IpeablIylas peJakliis aBTOMaTUUECKH yTPauuBaeT CUILY.
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