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1. O01mue moJI0KeHUS

1.1. Hacrosmee Ilonoxenue paspabotaHo B coorBercTBUM ¢ [Ipukasom @DenepansbHOro
apxuBHOrOo areHtctBa Ne 77 ot 31 wmrons 2023 roma «OO6 yrBepxkaenun [IpaBun opraHuzanuu
XpaHeHMs, KOMIUIEKTOBaHMs, YydeTa U MHCIOJb30BaHMUsS JOKYMEHTOB ApxHuBHOro (oHza
Poccuiickoit ®denepanuu U Ipyrux apXUBHBIX JOKYMEHTOB B I'OCYIapCTBEHHBIX OpraHax, OpraHax
MECTHOT'0 CaMOYTIPABJICHUs U OpraHu3alusax», Ha ocHoBaHUM [IpuMepHOro nosoxeHust 06 apxuse
OpraHu3aIi, YTBEPKIEHHOro mpukazoMm DenepanbHOro apxuBHOro areHrcrBa Ne 42 ot 11
anpens 2018 roza, a Takke Y CTaBOM JIOLIKOJIBHOTO 00pa30BaTEIbHOTO YUPEKACHUS.

1.2. Mannoe IlonoxxeHue 00 apxuBe OETCKOrO caja OIpPENESeT COCTaB JIOKYMEHTOB apXuBa U
YCIIOBHS MX XpaHEHMsI, YCTaHABIMBAET 3aJ]aul, Ha3HAUeHUE U (PYHKIMU apXUBa, PErJIaMEHTUPYET
JeSITeIbHOCTh JIMIA, OTBETCTBEHHOT'O 3a BEICHUE apXWBa B JIOIMIKOJBHOM 0OpPa30BaTEIbHOM
YUPEXKIECHUU.

1.3. B cBoeil AedTenbHOCTH apXHUB JETCKOrO caja pykoBojacTByeTcs: denepaibHbIM 3aKOHOM Ne
125-®3 ot 22.10.2004 roga «O6 apxuBHOM jeine B Poccuiickoit denepanuiny ¢ M3MEHEHUSIMH OT
25 nexabps 2023 roma, HOpMAaTUBHBIMHU TPABOBBIME akTaMu Poccuiickoir ®enepanuu, cyObeKTa
Poccuiickoit ®enepanuu B cdepe apXMBHOTO Jeida M JeNONPOU3BOJACTBA, JIOKAJIbHBIMU
HOPMATHUBHBIMU aKTaMH JOUIKOJIBHOTO 00pa30BaTEIbHOTO YUPEIKICHHS.

1.4, Joxymentsl JIOY, wumeronme HUCTOPUYECKOE, KyJIbTypHOE, Hay4yHOE, COLMAIbHOE,
HKOHOMHUYECKOE U IMOJIUTUYECKOE 3HAYEHHE, COCTABJISIIOT IOCYAapCTBEHHYIO 4acTb ApPXHMBHOTO
¢donna Poccuiickoit denepanuu, SBISIOTCS COOCTBEHHOCTBIO TOCYAApCTBA M IOAJIEKAT
IIOCTOSIHHOMY XPAaHEHUIO B TOCYAApCTBEHHBIX apxuBax Pocculickont denepanuu. /Jo nepenaun Ha
TrOCylapCTBEHHOE XPAHEHHUE JIaHHBIE JIOKYMEHTHl BPEMEHHO XpAHATCS B  JIOIIKOJIbHOM
00pa30BaTeIbHOM YUPEKACHHUHU.

1.5. B JIOY nns xpaneHuss AokymeHToB ApxuBHOro ¢onma Poccuiickoit ®denepanuu wu
3aKOHUYEHHBIX JEJIONPOU3BOACTBOM JOKYMEHTOB IMPAKTUUYECKOrO Ha3HAYeHHs, X 0TOOpa, ydera,
WCIIOJIb30BaHUs U MOJATOTOBKH K IIEpeJjaue Ha TOCYAapCTBEHHOE XPAHEHHUE CO3/1a€TCs apXUB.

1.6. ApxuB co3maercsi KakK CaMOCTOSTEIbHOE TIOApA3JelieHHe, BO3IIIABISIEMOE JIHIIOM,
OTBETCTBEHHBIM 3a BEJIEHUE apxuBa COIVIACHO MPUKa3y 3aBEAYIOLIETO JOUIKOJIBHBIM
00pa30BaTeNbHbIM YUPEKICHUEM.

1.7. YupexxaeHue A0MKOIBHOro 00pa3oBaHus o0ecrieyrBaeT apXuB HEOOXOIMMBIM MTOMEIIECHUEM,
000pyI0BaHNEM U KaJIpaMH.

1.8. JlomkonbHOoe 0Opa3oBaTelbHOE YUPEKICHHE OOECHeuMBaeT COXPAaHHOCTb, y4eT, OTOOop,
VIOPSA0YEHHE M MCIOJIb30BaHUE JOKyMEHTOB ApxuBHoro ¢onna Poccuiickoit denepanuu,
00pa3yIoIMXCcs B €ro AesTeabHocTH. O0ecneunBaeT CBOEBPEMEHHYIO Nepeauy ITHX JOKYMEHTOB
Ha TOCYJJapCTBEHHOE XpaHEHHE.

1.9. Bce paboTel, CBs3aHHBIE C MOJATOTOBKOHM, TPaHCIIOPTUPOBKOW M Mepefaueil apXHMBHBIX
JIOKYMEHTOB, IPOU3BOJISTCS CHJIAMHU U 3a CUET JETCKOTro caja.

1.10. 3a yrpary u nopuy gokymMeHTOoB ApxuBHOro ¢onna Poccuiickoii denepannn J0HKHOCTHBIE
muna JJOY HecyT OTBETCTBEHHOCTh B COOTBETCTBUU C AEHCTBYIOIIUM 3aKOHOIATEIbCTBOM.

1.11. ApxuB perckoro cajxa paboTaeT CcOINAcCHO IUIaHy, YTBEPXKIaeMOMY 3aBEIYIOLINM
JOLIKOJIBHBIM 00pa30BaTeIbHBIM YUPEXKIEHUEM U OTUMTHIBAETCS MEpEe] HUM B CBOEH pabore.

1.12. KoHTpoub NesITehbHOCTH apXuBa ocymiecTBisieT 3aBeaytommid JI0Y, a B ero oTCyTCTBHUH —
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UCTIOJTHSIONINI 0053aHHOCTH 3aBEYOIIETO.

2. CocTaB JOKYMEHTOB apXuBa
2.1. B apxuB JIOY nocrynaor:

* 3aKOHYEHHBIC JEJONPOU3BOJCTBOM YUPEKICHHUS TOKYMEHTBHI MOCTOSHHOTO XPaHEHUS,
oOpa3oBaBIIMECS B JIEATENBHOCTH CTPYKTYPHBIX IOJpPA3JeE€HUH, JOKYMEHTbI
BpemeHHoro (cBpime 10 7er) cpoka XpaHEHHSA, HEOOXOJUMBIE B MPAKTUYECKON
JesITebHOCTH, JJOKYMEHTBI 110 KaJjpaM U BOCIIUTAaHHHUKAM;

* JOKYMEHTHl TOCTOSIHHOTO XpaHEHHUS H MO0 JHMYHOMY COCTaBy OpraHU3aIlHii-
IPEIIECTBEHHUKOB (MIPH UX HAITUYHUH);

*  JuyHBIE POHABI BEIyIMX PAOOTHUKOB JIETCKOTO cajia (IpHU UX HAIWYHH);

*  Ciy)KeOHbIC U BEJIOMCTBEHHbIEC U3JJaHUS;

* CIPaBOYHO-TIOMCKOBBIE CpPEJICTBA K JOKYMEHTaM M Y4Y€THBIE JIOKYMEHTHl ApXHBa
JETCKOTO caja.

2.2. Cpoku XpaHEHHUS JOKYMEHTOB B apXHBE JOMIKOJIHHOIO 0Opa30BaTENBHOTO YUYPEKICHUS
OIIPENIeNAI0TCS COINIACHO CPOKaM, YKa3aHHBIM B YTBEP)KJICHHONH HOMEHKJIAType Jedl.

3. 3apauu apxuBa J10Y
3.1. OcHOBHBIMH 3aJaYaMU apXUBa SIBJISIOTCS:
* OpraHu3anus XpaHEeHHs IJOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pasieinoMm 2
Hactosmiero Ilomoxenns,
* KOMIUICKTOBAaHHME apXWBa JOKYMEHTaMH, OOpa30BaBIIMMHUCA B JIEATEIbHOCTH
YUPEKIEHUS, OCYIIECTBISIOMIET0 00pa30BaTEIbHYIO ACITEIHHOCTD;
* yd4er, oOecliedeHre COXPaHHOCTH, CO3/IaHUE HAYYHO-CIIPABOYHOIO anmnapara,
* HCIIOJIb30BAaHUE JJOKYMEHTOB, HAXOSAIIMXCS HAa XpaHeHuH B apxuse JJOVY;
* TOJArOTOBKAa U CBOEBpEMEHHas Iepefada JOKYMEHTOB ApxuBHOro ¢onga Poccuiickoit
®denepannu Ha MOCTOSTHHOE XPaHEHUE B TOCYAAPCTBEHHBIN (MYHUIUTIATIbHBIN) apXUB;
* METOJIUYECKOE PYKOBOJCTBO M KOHTPOJIb 3a (popMHpOBaHHEM M O(DOpMIICHHEM el B
JIEeJIOTIPOU3BOJICTBE JIETCKOTO cajla M CBOCBPEMEHHOM Tiepenayeid MX B apXuB
JOIIKOJIFHOTO 00Pa30BaTENbHOTO YUPEKICHHUS.

4. DyHKUMHU apxXuBa
B cooTBeTcTBHY C BO3JI0KEHHBIMU 3a7[a4aMU apXUB OCYIIECTBISAET clAeAyonne GyHKIINH:
4.1. OpraHu3yeT HpHUeM JOKYMEHTOB IOCTOSHHOTO M BpeMeHHOro (cBbime 10 yer) cpokoB
XpaHEeHMs], B TOM YHUCJE M0 KaJpaM M BOCHUTaHHHKaM, oOpa3zoBaBIIuxcs B aedarenpbHoctu OV,
B COOTBETCTBUH C YTBEPKACHHBIM IPaQUKOM.
4.2. OOGecrnieunBaeT COXPAHHOCTh M BEIET YYeT JOKYMEHTOB M (POHIOB, HAXOASIIUXCS Ha
XPaHEHUH B apXMBE JIOMIKOJILHOIO0 00pa30BaTEIbHOTO YUPEKIACHHUS.
4.3. TlpencraBisieT B TOCYAapCTBEHHBIH (MYHHUIIMITANBHBIN) apXWB YYETHBIE CBEACHHUS OO0
o0beMe U COCTaBe XpaHALIMXCA B apXuUBE JETCKOro caja JOKYMEHTOB ApXHBHOro ¢oH1a
Poccuiickoit @enepanuy U JIpYyrHUX apXMBHBIX JOKYMEHTOB B COOTBETCTBHU C IOPSJIKOM
rocy/lapCTBEHHOI'0 yueTa JJ0KyMeHTOB ApxuBHoro ¢onaa Poccuiickoit denepanuu.
4.4. CucreMaTu3UpyeT U pa3MellaeT JOKYMEHTHI, MOCTynaroume Ha xpaienue B apxus OV,
o0pa30BaBIIMECS B XO/I€ OCYIIECTBICHUS JEATEIbHOCTH YUPESIKICHHUS.
4.5. PazpabarbiBaeT rpaduky MpeICTaBICHUS ONKMCEN Ha pacCCMOTPEHHE KCIEPTHO-TIPOBEPOUHON
KOMHCCUH U TIepeJaun J0KyMeHTOB ApxuBHOro (onna Poccuiickoit @enepanuu Ha XpaHEeHUE B
rocyJAapCcTBEHHBIN (MyHUIIMIIATbHBIN) apXUB.
4.6. Ocy1iecTBAsSET MOATOTOBKY U MPEJICTABIISET:
* Ha PpacCMOTPEHHE U COTJIacOBaHWEe »JIKcnepTHor komuccuu JIOY omnmcu nen
MIOCTOSIHHOTO XPaHEHUs, BpeMEHHbIX (CBbIlIEe 10 JIeT) CPOKOB XpaHEHUs, B TOM YHCIIe
10 KaJipaM U BOCIUTAaHHUKAM, a TaK)Ke€ aKThl O BBIJICJICHUH K YHUUYTOKEHUIO apXUBHBIX
JOKYMEHTOB, HE€ TOJUIeXAIlUX XPaHEHHIO, aKThl 00 yTpaTe MOKYMEHTOB, aKThl O




HEHUCIPABUMBIX TOBPEKACHUAX apPXUBHBIX JOKYMEHTOB;

* Ha YTBEpXKJICHHE DSKCIHEPTHO-NPOBEPOYHON KOMHUCCHUU YIOJHOMOUYEHHOIO OpraHa
HCIIOJHUTEIILHOM BIIacTH CyObekTa Poccuiickoii denepanuu B chepe apXUBHOTO Jeia
(manee - OIIK apxuBHOrO yupexaeHHsI) OMUCHU JeJ TIOCTOSIHHOTO XPaHEHUS;

* Ha corinacoBanne DIIK apxuBHOrOo yupexaenus cyonrekta Poccuiickoir denepanum
(MyHULIIMIAIBHOTO ~ apXWBa), B CjJy4yae HAJCJIECHHS €ro COOTBETCTBYIOIIUMHU
MOJTHOMOYHMSIMHU, OITUCH JIeJI 11O JINYHOMY COCTaBY;

* nHa corinacoBanue DIIK apxuBHOro yupexunenus cyobekra Poccmiickonn ®Denepanuu
(MyHUIIMITAJIBHOTO ~ apXWBa), B CIydae HaJEJEHUS €ro COOTBETCTBYIOIIUMHU
MIOJIHOMOYHSIMH, aKThl 00 yTpaTe TOKYMEHTOB, aKThl O HEHMCIPABUMBIX MOBPEKICHUIX
apXHUBHBIX JIOKYMEHTOB;

* Ha yTBepxkaeHue 3aseayiomeMy IOV omucu aen MmMoCTOSHHOTO XpaHEHHSs, OMUCH
BpeMeHHbIX (cBhIlIe 10 J€T) CPOKOB XpaHEHHUs, B TOM YKCJIE OMMCH JEN MO0 Kaapam U
BOCIIUTAHHUKAaM, aKThl O BBIJCJICHUM K YHUYTOKEHHIO apXHMBHBIX TOKYMEHTOB, HE
MOJJICKANNX XPAHCHHUIO, aKThl 00 yTpare JOKYMEHTOB, aKThl O HEHUCIPABHMBIX
MOBPEXKICHUSIX ApXUBHBIX JOKYMEHTOB, yTBepixAeHHbIe (cornacoBanHble) DIIK wnm
roCyIapCTBEHHBIM apXWBOM cyObekTa Poccuiickoit depepanmu (MyHUIUIIAIbHBIM
apXMBOM) B CIy4yae HaJEJICHUS €r0 COOTBETCTBYIOIIMMHU MOJTHOMOYHUSMHU.

4.7. Opranusyer mnepenayy HAOKyMeHTOB ApxuBHoro ¢ouna Poccuiickoit ®enepanuu Ha
MOCTOSIHHOE XPaHEHHE B TOCYJapCTBEHHBIN (MYHULIUIIATBHBIN) apXUB.

4..8. OpraHu3yer U MPOBOJUT IKCIIEPTU3Y IIEHHOCTH JOKYMEHTOB BpeMeHHBIX (cBbimie 10 ier)
CPOKOB XpaHEHHUsI, HaXOASIMXca Ha XpaHeHuu B apxuse JJOY B nensx ordéopa 10KyMEHTOB IS
BKJIIOUEGHHUSI B cocTtaB ApxuBHoro ¢onaa Poccuiickoit ®enepanuu, a TakKe BBISIBICHUS
JOKYMEHTOB, HE MOJUIeKAIIUX JTaJbHEHIIIeMY XPaHSHHIO.

4.9. YyacTtByeT B pab0Te IKCIIEPTHON KOMUCCHH JIOIIKOJIBLHOTO 00pa30BaTEIILHOTO YUPEIKICHHS.
4.10. TIpoBoAUT MepONPUATUS MO OOECHEYCHUIO COXPAHHOCTU JOKYMEHTOB, HAaXOJAIIUXCS Ha
xpaneHnuu B apxuse JJOVY.

4.11. Opranusyetr uHbopMHUpOBaHHME aaMUHUCTpanuu u pabotHukoB J[OY o cocrtaBe u
COJIEp’)KaHUU JJOKYMEHTOB apXHBa YUPEKICHHUS.

4.12. Indopmupyet nojap30BaTeneit Mo BOIpocaM MECTOHAX0XK/ICHUS apXUBHBIX JOKYMEHTOB.
4.13. OpranusyeT BbIJa4y JOKYMEHTOB H JIeJ Il pabOTHl B UNTAIBHOM 3ajie MJIM BO BPEMEHHOE
MOJIb30BaHUE.

4.14. VicnonHsieT 3ampocChl TMOJIb30BaTENEH, BBIIAET apXUBHBIE KOMHUHM JTOKYMEHTOB, apXWUBHBIC
BBIITMCKHU U APXUBHBIE CIIPABKH.

4.15. Bexget yuet ucnosib30BaHus JOKyMeHTOB apxuBa JIOY.

4.16. Coznaet GhOH MOJIH30BAHUS apXUBa JETCKOTO Cajia U OPraHU3YeT €ro UCIOIb30BaHUE.
4.17. OcymiecTBIS€T BEJIEHUE CIIPABOYHO-TIOMCKOBBIX CPEACTB K JokymMeHTaM apxuBa JIOVY.
4.18. Co3naet, MOMOJHAET U COBEPIICHCTBYET HAYyYHO-CIIPABOUHBIM ammapaTr K XpaHAIuMcs B
apXMBe JieJlaM U JOKYMEHTaM.

4.19. YuyactByeT B pa3paboTKe AOKYMEHTOB YUPEKIEHHUS MO BOMPOCAM apXUBHOTO Jeia U
JIeJI0NPOU3BOICTBA.

4.20. Oka3bIBaeT METOAMYECKYIO TTOMOIIb:

* cuyx0e aenonpousBoacta JJOY B cocTaBieHUH HOMEHKJIATYpPHI Jed, pOpMUPOBaAaHUHI
1 0(hOpPMIICHUH JIeT, KOHTPOJIHUPYET MPABIIBHOCTH (OPMUPOBAHUS U ODOPMIICHHS 1€ B
JIeJIONPOU3BO/ICTBE;

* CTPYKTYpPHBIM mojpa3fencHusM u pabotHukam JIOY B MOATOTOBKE TOKYMEHTOB K
repesaye B apXuB JICTCKOTO Cajia.

4.21. YgacTByeT B IPOBEICHUU MEPONPUITUI IO MOBHIIMICHUIO KBATH(PHUKAIIUN paOOTHUKOB apXuUBa
U CITY>OBI IETOMPOU3BO/ICTBA JIOMIKOJIBHOTO 00pa30BaTEIIbHOTO YUPEIKIACHHUS.

5. IIpaBa apxuBa
JUis BBIMOJIHEHMSI BO3JI0KEHHBIX 3a/1a4 U ()YHKIMHN JIMIIO, OTBETCTBEHHOE 33 apXMB, UMEET IPaBo:




5.1. IlpencraBiasTh  3aBeAyIONIEMY  JOIIKOJBHBIM  OOpa3oBAaTEIbHBIM  YUPEKIACHHUEM
MIPEUIOKEHHST 110 COBEPIICHCTBOBAHUIO OPraHU3allMM XPAaHEHWs, KOMIUIEKTOBAHMS, y4eTa U
MCII0JIb30BAHUs apXUBHBIX JTOKYMEHTOB B apxuse [JOVY.

5.2. KoHTponupoBaTh BBHINOJIHEHHE YCTAHOBIEHHBIX TMpaBUiI pPabOThl C JOKYMEHTaMHU B
CTPYKTYPHBIX HOJIpa3AeICHUSAX YUPEKICHNUS.

5.3. 3ampammBathk OT CTPYKTYPHBIX TojpasaeneHuii u pabotaukos JIOY cBeaeHus, He0OOX0UMbIS
JUIs pabOThI apXMBa, C YYETOM OOECIIEYCHHS BBIMOJIHEHHUS BCEX BO3JIOKEHHBIX HA apXHB 3a/a4 U
G YHKIIHA.

5.4. [laBaTh pa3bsICHEHUS U PEKOMEHJALMH 10 BOIPOCAM, BXOJAAIIMM B KOMIIETEHLIMIO apXHUBa
JOILIKOJIBHOTO 00pa30BaTEeIbHOTO YUPEKACHHUS.

5.5. MadopmupoBaTh CTPYKTYpHBIE MTOAPA3ACICHNUS JIETCKOTO CaJa O HEOOXOIMMOCTH Mepeiadn
JIOKYMEHTOB B apXUB B COOTBETCTBHUH C YTBEPKJICHHBIM I'papUKOM.

5.6. IlpyHumaTh ydacTHe B 3acelaHHUSAX HKCIIEPTHOM KOMHUCCUU YUPEXKIECHMS, a TaKXKe B
SKCHEPTHO-IPOBEPOUYHONM KOMHUCCHUHM YIOJHOMOYEHHOIO OpraHa MCIOJIHUTEIbHON BIJIACTH
cyonekTa Poccuiickoit @enepannu B chepe apXUBHOTO JIea.

6. OTBeTCTBEHHOCTD 32 (PYHKIIMOHUPOBAHHUE APXUBa
6.1. HaznauenHoe npukasoM 3asezaytouiero /IOY nuio, oTBETCTBEHHOE 3a BEJJICHUE apXUBa, HECET
IIEPCOHAIIBHYIO OTBETCTBEHHOCTH 34!

* BBIIOJIHEHUE BO3JIOKEHHBIX HA apxWB 33Jad M (QYHKUUH B COOTBETCTBUU C
JENCTBYIOIUM 3aKOHOAaTenbCcTBOM Poccuiickoit denepanuy;

* OpraHu3anui paboThl apXWBa, CBOEBPEMEHHOE U KBAJTU(HUIHMPOBAHHOE BBINOJIHEHHUE
IIPUKA30B, PACHOPSIKECHUHM, MOPYYEHUH BBINIECTOSIIETO PYKOBOACTBA, JCUCTBYIOIIMX
HOPMAaTHBHO-TIPABOBBIX aKTOB IO CBOEMY MIPOGUIIIO JEeSITEIbHOCTH;

* panuoHa’dbHOE H APPEKTHBHOE HCIOJIB30BAHUE MATEPHUATBHBIX, (HHAHCOBBIX U
KaJIpOBBIX PECYPCOB;

*  COCTOSIHHE TPYAOBOW M HCIIOJIHUTEIBCKOM JUCUUILUIMHBI B apXUBE, BBIIIOJIHEHUE CBOUX
(YHKIIMOHATIBHBIX 00S3aHHOCTEHH;

* cOOJIOJIeHUE NPaBUJI BHYTPEHHETO paclopsijika, CaHUTAPHO-NPOTUBOSIHUIEMUYECKOTO
pekuma, MPOTHBOIIOKAPHOM 6€301MacHOCTH U TEXHUKHU 0€30MacHOCTH;

* BEJCHUE JOKYMEHTAIlUH, IPELYCMOTPEHHONW EHCTBYIOIMMH HOPMAaTHBHO-TIPABOBBIMU
JOKYMEHTaMU;

* MPEIOCTaBICHUE B YCTAHOBJIEHHOM IOPSAIKE JOCTOBEPHOM CTATUCTUYECKOW M HMHOMU
uH(OpMaINU O JAESITEIbHOCTH apXHBa;

* TOTOBHOCTH apXHBa K pabOTe B YCIOBUSIX YPE3BbIYANHBIX CUTYALIUH.

6.2. OTBeTCTBEHHBIEC 3a BEJCHHE JEIONPOU3BOCTBA, MOATOTOBKY U MPEACTaBICHUE IOKYMEHTOB
Ha XpaHEeHHE B apXUB, Ha3HavaroTcs 3aBeayrommum J[0Y.

7. KommiekToBaHue apxuBa

7.1. IloaroToBka JOKYMEHTOB K Iepeaaye B apXUB JAOIIKOIBHOTO 00pa30BaTebHOTO YUPEKICHHUS
BKJIFOYAET SKCIEPTU3y HAYYHOM W TPAKTUYECKOW IIEHHOCTH JIOKYMEHTOB, odopmieHue e,
COCTaBJICHHUE OITHCH.

72 SKCHeDTI/ISa HEHHOCTHU JOKYMECHTOB.

* DJKCIEpPTU3a LIEHHOCTU JOKYMEHTOB — OIPEICICHHE LIEHHOCTH JTOKYMEHTOB C LEJbIO
oTOopa WX Ha XPaHEHHWE W YCTAHOBJICHHE CPOKOB XPaHEHHS. DKCIEPTHU3y IEHHOCTH
nokymeHToB B JIOY ocyniecTBiIsieT NOCTOSIHHO ASMCTBYIOIIAs SKCIIepTHAs KOMUCCHS,

* DOKCIEpTHas KOMHCCHS HazHayaeTcs mpukazoMm 3aseayroniero JIOY. B cocras
SKCIEPTHOM KOMHUCCHUHU BKJIIOYAIOT HE MEHEE TpeX COTPYAHHKOB, B TOM YHCJIE B
00s13aTeILHOM TIOPSIIKE JIMII0, OTBETCTBEHHOE 3a BEJICHHE apXuBa JIETCKOTO caja.
CekpeTapeM 3KCEPTHOM KOMUCCUU HazHaudaroT cexkpetaps JJOY. DkcnepTHas KoMUcCUs
Ha 3aCeIaHMsIX pPacCMAaTPUBAET: HOMEHKJIATypy Jel JeTCKOro cajaa, OIMUCH e
MOCTOSIHHOTO XpaHEHUsl M IO JIMYHOMY COCTaBYy, aKThl Ha JIOKYMEHTHI, BBIJEISIEMbIE K




YHUUTOXKEHUIO.
7.3. ObopmiieHue aein.

*  Oela NOCMOSIHHO20 XpaHeHus: TIOJIUINBAIOTCS B TBEPAYIO OOJIOKKY MPOYHBIMU HUTKAMHU.
JIucTel HYMEpYIOTCSI B IMPaBOM BEPXHEM YTy MPOCThIM KapaHaamom. KoiaudecTBo
JIMCTOB B KaXIOM JieJie He AOJKHO npeBbiaTh 250. B KoHIle Aena Ha OTAEIbHOM JUCTE
COCTAaBJISICTCS 3aBEpUTEIbHAS HAJIIKCH;

* Ha OOJOXKE Jel TMOCTOSHHOTO XPaHEHWUS IOJDKHBI ObITh MPOCTABJICHBI CICIYIOIIHE
PEKBUBHTHI: TTOJIHOC HAUMEHOBAHUE BBIIIECTOSIIECH OpraHu3aiuu, HauMmeHoBanue [0V,
HOMep (MHAEKC) Jieja MO HOMEHKIIAType, 3arojloBOK Jieia, KOJUYECTBO JHMCTOB, CPOK
XPaHEHHS WA OTMETKA «XPaHUTh IIOCTOSIHHO», HOMEP (OH/Ia, OTIUCH, JIeTIa;

* O OKOHYaHWH JCJIOMPOM3BOJACTBEHHOTO Trola B OGOPMIICHHBIE OOJIOKKH e
MTOCTOSIHHOTO XPAaHEHHS BHOCATCS HEOOXOAMMBbIE YTOYHEHHWS: B 3aroJIOBKU JIed,
coJiepKallluX paclopsaUTEIbHbIE JIOKYMEHTHl (IIPUKa3bl, IPOTOKOJBI), BHOCSTCS
HOMEpA; €CIIU JEJNO C TEPENHUCKON COCTOMT M3 HECKOJIBKHX TOMOB, B KaXIOM TOME
YKa3bIBa€TCsl KOPPECIOHACHT, aBTOp, TEPPUTOpHUS, APYrHe JaHHble. B Kaxaom ToMme
yKa3bIBaeTCs JlaTa (YUCIO, MECSI], roJl) Hayala U OKOHYaHUs JAHHOTO ToMa. To4HbIE
JaThl TIPOCTABIIAIOTCS HA OOJOXKAaxX JUIsi OBICTPOrO TIOWICKA JIOKYMEHTOB B
MOCIEAYIOIIEM; U3 3aBEPUTENBHOM HAMUCU HA OOJIOXKKY JeNla BHIHOCUTCS KOJIUYECTBO
JINCTOB B JCIC;

* HAIMUCH Ha OOJOXKKAaX JeNl TMOCTOSHHOTO M JIOJITOBPEMEHHOTO XpaHEHUs CJeayeT
MIPOU3BOJUTH YETKO, CBETOCTOMKUMH YEpPHUIIAMHU;

* I y4yeTa KOJMYeCTBa JIMCTOB B Jesie U (UKCAlMd OCOOCHHOCTEH MX HyMepaluH Ha
OTJIETTLHOM JICTE COCTABIISICTCA 3aBEPUTEIIbHAS HA/IMKCh;

* B 3aBEPUTEIHHON HAAMUCU YKA3bIBAETCA KOJIMUYECTBO JHUCTOB (LH(PpaMu U MPOMHUCHIO) B
nene. 3aBepuTeNbHas HAAMKUCh TOAMKMCHIBACTCS COCTABUTEIEM C YKa3aHUEM €ro
JIOJKHOCTH U JJaThl COCTABJIEHUS;

*  BHYTPEHHSS ONUCH COCTABIIACTCA K JI€JaM MOCTOSIHHOTO U JIOJTOBpeMeHHOTO (cBbitie 10
JIET) cpoKa XpaHeHHs], CPOPMHUPOBAHHBIM 110 PA3HOBHIHOCTSIM JIOKYMEHTOB, 3arOJIOBKH
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJEp’KaHUE JIOKYMEHTOB (0CO00 IICHHBIE,
JIUYHBIE JIea U JIp.).

7.4. Onucanie JOKYMEHTOB MOCTOSHHOTO CPOKA XPAHEHHUS .

* ONHWCH COCTAaBJSIIOTCS pa3[eibHO Ha JieJa IOCTOSHHOTO XpaHEHUsi MO OCHOBHOM
NeSTeTLHOCTH M Ha JIeJa 10 JUYHOMY COCTaBY;

*  ONNCH COCTaBIIAIOTCS AEIONPOU3BOAUTEIIEM;

*  OMHCH BEJCTCS B €MHON BAJIOBOM HyMEpAIIMH B TEUCHHE HECKOIBKUX JIET;

* Ha JeNia ¢ UCTEKIIUM CPOKOM XPAaHEHHS COCTABISETCS aKT 00 YHHUTOKEHUU;

* 110 OKOHYAHHH JEJONPOU3BOACTBEHHOTO roaa B JJOY npousBoautcst ot00p JOKYMEHTOB
MIOCTOSIHHOTO CPOKa XpaHEHUs JJIsl BKIIOUEHHUS UX B ONUCh. OMUCh COCTOUT U3 T'OJIOBBIX
paszenoB, BHYTPU Toja Jejia paclojararoTCs MO CTENEHHW 3HAYUMOCTH C YYETOM
HOMHUHAJIBHOTO MPUHIIKIA (B COOTBETCTBUU C HOMCHKIIATYPOU YUPEKICHHUA);

* ONHUCH COCTAaBJSIIOTCS pa3[elbHO Ha JieJla TIOCTOSHHOTO XPaHEHUS IO OCHOBHOM
JeSTeIbHOCTH M Ha JieJia 10 TUYHOMY COCTaBYy;

*  OMWCH COCTaBIIIOTCSI CEKPETapeM.

7.5. /lena epemennoco xpanenus ohOPMISIOTCS YIPOIICHHO: OHU HE TOIIINBAIOTCS, JIUCTHI B HUX
HE HYMEPYIOTCSI, YTOUHEHHE Ha O0JIO)KKaX HE MPOM3BOJUTCS, OMUCH Ha Jiea HE COCTABIISIOTCS,
Y4YEeT BEeJIETCs 10 HOMEHKJIAType Je.

8. Yci10Busl XpaHeHUsI JOKYMEHTOB B apXUBe

8.1. JIoKyMeHThI apxXWBa XpaHATCS B aPXUBOXPAHWIUIIE JIOIIKOJHLHOTO 00pa30BaTEIbHOTO
YUPEKICHUS.

8.2. He nomyckaeTcst pa3MenieHHe apXuBa B MOABAIBHBIX U YePAAYHBIX TTIOMEIIEHUSIX JIETCKOTO CaJia.
8.3. ApXUBOXpaHWIHIIE TOJKHO OBITh YAaIeHO OT JIA0OPATOPHBIX, MPOU3BOJICTBEHHBIX, OBITOBBIX



MOMEIIEHUI U HE UMETh OOIINX C HUMU BEHTUJISIIUOHHBIX KaHAIOB. APXUBOXPAHUIIIUIIE OTIENISICTCS
OT COCEIHHUX IOMEIEHUN HECrOopaeMbIMH CTE€HAMU WM MEPEKPBITUAMHU C MpEeAeIaMi OrHECTOMKOCTH
HE MEHee JIBYX 4acoB. B apXuBOXpaHWIHILE HE JOMYCKaeTCs MPOKIaJKa TPpyO BOJOCHAOKEHHUS U
KaHaJU3aluu, TEXHOJOTHYECKHE UIIH ObITOBBIE BHIBOJBI BOJIBI.
8.4. ApXMBOXpaHWIHILE JIOJDKHO HWMETh €CTECTBEHHYI) WM WCKYCCTBEHHYIO BEHTHIIALIUIO,
o0ecnevynBaroIIyI0 PELUPKYISIII0 BO3AyXa, CTAOMIBHOCTh TEMIIEPATYPHO-BIaKHOCTHOTO PEKUMA.
8.5. Bce mocrynatomue B apxuB JJOY IOKyMEHTHI pa3MENIalOTCs B apXUBOXPAHWIWIIAX Ha
CTAIlMOHAPHBIX W/WIM MEPEIBUKHBIX METAIMYECKHUX CTelIakaX, B METAJUIMUECKUX MiKadax HIu
KOHTEHHEpax.
8.6. Cremnaxu JOJKHBI OBITh YCTAHOBIICHBI IEPIICHIUKYISIPHO CTEHAM C OKOHHBIMHU IPOEMaMH, a B
noMenieHuu 0e3 OKOH - ¢ y4eToM OCOOCHHOCTeW momerneHusi u obopynoBanus. He nomyckaercs
pa3MelIeHNe CTeJIaKel BIUIOTHYIO K HapY>KHBIM CTEHaM 3/IaHUS U K UICTOYHHKAM TerLia.
8.7. PaccraHoBka creitakeid M IIKAQOB OCYIIECTBISECTCS B COOTBETCTBUU CO CIEAYIOIIUMU
TpeOOBaHUSIMU:
*  pacCTOSIHUE MEXKIY psAllaMU CTeUTaken (TJIaBHbINA Mpoxoj) — He MeHee 120 cM;
* paccrosiHue (IPOXO0a) MEXY CTeNIaXXaMHi — HE MeHee 75 cM;
*  pacCTOSIHUE MEXIY HAPY>KHOM CTEHOW 3/1aHUs U CTEJUIaKaMH, NapajlIeIbHBIMU CTEHE — HE
MeHee 75 cMm;
*  paccTOsHHE MEX]y CTEHOH M TOPIIOM CTelIaxa Wiy 1mkada (00xomx) — He MeHee 45 cM;
* paccTosHHE MEXIy IOJIOM W HIDKHEW MOJKO# cremnaxa (mkada) — He MeHee 15 cm, B
IOKOJBHEIX dTakax — He MeHee 30 cM.
8.8. [IIpoTuBomokapHBI pPEKUM B apXUBOXpaHWIMINAX, Tae pasmemaercs apxuB JOVY,
yCTaHaBIMBAeTCA B cooTBeTcTBMM C lIpaBmnamu mnporuBomnokapHoro pexuma B Poccuiickoin
®denepannu ot 16 centsaops 2020 roma Nel479.
8.9. ApxuBHBIC JOKYMECHTHI CIIEJIyeT XpPaHUTh B TEMHOTE.
8.10. 3amuTa TOKYMEHTOB OT ACHCTBUS CBETa 00ECIIEYNBACTCS XPaHEHUEM JTOKYMEHTOB B KOpOOKax,
Mankax | repervieTax, B mkadax Wik Ha CTeJIaKax 3aKphITOTO THIIA.
8.11. EcrecTBeHHOE OCBEIIEHHE B apXMBOXPAHUJIMINE JOIMYCKAeTCs MPH YCIOBUM MPUMEHEHUs Ha
OKHaxX CBETOPACCEHBATENCH, PEryJsTOPOB CBETOBOTO MOTOKAa (CHEIHANBHBIX CTEKOJ), 3alIUTHBIX
(GUIBTPOB U MOKPBITUH, JKATIO3U.
8.12. ]It ICKYCCTBEHHOTO OCBEIICHHS TPUMEHSIOTCS JIaMITbl HAKAJTUBAHUS B 3aKPBITHIX TUIAQOHAX C
IJ1aJIKOM TOBEPXHOCTHIO.
8.13. B apXWBOXpaHWIHIIE I XPAHCHHS JIOKYMEHTOB YCTAaHABJIMBAIOTCS CICIYIOIIME HapaMeTphbl
TEMIIEPaTyPHO-BAAKHOCTHOTO PEKUMA:
e JUIs XpaHEHMsI IOKYMEHTOB Ha OyMa)kHOM Hocutene — temneparypa 17-19°C, otHocurenbHast
BJIQXKHOCTH Bo3ayxa — 50-55%.
8.14. TloMenieHusl apXuBa JIOMIKOJBLHOTO 0OpPa30BATEIILHOTO YUPEXKICHUS JOJDKHBI COJCPKATHCS B
YUCTOTE, B YCIOBHSIX, UCKIIFOYAIOIINX BO3MOKHOCTD MOSIBJICHUS IJIECEHU, HACEKOMBIX, MBUIH.

9. 3ak/104NTe/IbHBIE M0JI0KEHUS

9.1. Hacrosmee IlomoxxeHnne 00 apxuWBe SBISAETCS JOKAJIbHBIM HOPMATHBHBIM aKTOM,
npuHuMaercst Ha OOmieM coOpaHun pabOTHUKOB JOMIKOJIBHOIO 00Pa30BaTENbHOIO YUPEKACHUS U
yTBepkaercs (1100 BBOAUTCS B elicTBHE) 3aBeayronum JJOY.

9.2. Bce u3MeHeHMsI M JIOTOJIHEHHs, BHOCHMbIE B Hacrosiiee llonoxenue, odhopMisiioTcs B
NUCbMEHHOW (opMe B COOTBETCTBMM JICHCTBYIOIIMM 3aKOHOAATEIbCTBOM Poccuiickoit
denepanuu.

9.3. Tlonoxenne o6 apxmBe JIOY mnpuHMMaeTcss Ha HEONMpeIeNeHHBIH cpok. V3MeHeHHs W
nononHeHus K IlonokeHuio MpUHUMAIOTCS B MOpsAAKE, MpeaycMoTpeHHoM 1.9.1. HacTosiero
ITonoxenns.

9.4. Tlocne mpunsatus IlonoxeHus (WM W3MEHEHHH W JONOJHEHUH OTAENbHBIX ITYHKTOB H
pa3/iesioB) B HOBOM peAaKkIuy Npeablayias peJakliyis aBTOMaTUYeCKN yTPaunBaeT CUILY.
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