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1. O0mme mos10KeHUS

1.1. Hacrosimee Iosio:kenue 06 apxuBe JIOY pazpadorano Ha ocHoBanuu [IpumepHOro
MOJIOKEHUSI 00 apXuBE OpraHM3alllH, YTBEPKIACHHOrO MpukazoM DenepanbHOr0 apXUBHOTO
arenrctBa Ne 42 ot 11 anpens 2018 rona, B cootBeTcTBUU ¢ PenepanbHbiM 3aKOHOM Ne 273 -D3
ot 29.12.2012 rona «O6 obpa3oBanuu B Poccuiickoit @enepaunn» ¢ U3MEHEHUSIMH Ha 2 HIOJS
2021 rona, [Mpukazom MunkyneTypsl Poccun ot 31.03.2015 Ne 526 "O06 yTBep)aeHUHU MPABHII
OpraHu3alMy XPaHEHUs, KOMIUIEKTOBAHUS, y4e€Ta M HCIOJIb30BaHUS JOKYMEHTOB APXHBHOTO
dbonma Poccuiickoit denepanuu U Ipyrux apXMBHBIX JIOKYMEHTOB B OpraHax ToCyJapCTBEHHOU
BJIACTH, OpraHaXx MECTHOIO CaMOyINpaBiI€HUs M oOpraHusauusax’, YCTaBoOM JOLIKOJIBHOTO
00pa30BaTEILHOTO YUPEKICHHUS.

1.2. HMannoe [lonoowcenue 06 apxuee /[OY onpenenser cocraB JOKYMEHTOB apxuBa
JIETCKOTO caJla M YCIIOBUS UX XpaHEHUs, yCTaHABIMBAET 33/1a4, Ha3HaYeHne U QyHKIUHU apXHBa,
periaMeHTHpPYeT AESTENbHOCTh JIMI, OTBETCTBEHHBIX 3a BEJACHHME apXuBa B JOIIKOJIBHOM
00pa30BaTeIbHOM YUPEKICHUU.

1.3. B cBoeli nestenbHOCTH apxuB pykoBojcTByeTcs: DenepanbubiM 3akoHOM Ne 125-03
o1 22.10.2004 romxa «O6 apxuBHOM jene B Poccuiickoit Deaeparumy ¢ usMeHeHUsMH Ha 11 uroHs
2021 roga, HOpMAaTUBHBIMU NPaBOBBIMU akTaMu Poccuiickoii @enepanuu, cyobekra Poccuiickoit
®eneparun B chepe apXUBHOTO Jiej1a U AeTONPOU3BO/ICTBA, TOKAIbHBIMI HOPMATUBHBIMU aKTaMH
JIOUTKOJIBHOTO 00pa30BaTENBbHOTO YUPEIKICHHUS.

1.4. Joxymentsl JIOY, umeronye HUCTOpUYECKOE, KYIbTYpHOE, HAYYHOE, COIMAbHOE,
SKOHOMMYECKOE U MOJIUTUYECKOE 3HAYEHHME, COCTABIISIOT FOCYIapCTBEHHYIO 4acThb ApPXUBHOTO
¢donna Poccuiickoit @eneparnuu, SBISIOTCS COOCTBEHHOCTBHIO TOCYJapcTBa M MOJJIEKAT
IIOCTOSTHHOMY XPaHEHUIO B TOCY1apCTBEHHBIX apxuBax Poccuiickoit @enepanuu. Jlo nepenayu Ha
rOCyJapCTBEHHOE XpAHEHWE JaHHbIE JIOKYMEHTBl BpPEMEHHO XpaHATCS B JOIIKOJIBHOM
00pa30BaTEIbHOM YUPEKICHUU.

1.5. B IOV nns xpaHeHus TOKyMeHTOB ApxuBHOro ¢ouma Poccuiickoit @enepanuu u
3aKOHUYEHHBIX JEJIONPON3BOACTBOM JOKYMEHTOB IIPAKTHUECKOI0 Ha3HAUEHUs, UX 0TOOpa, yuera,
WCITI0JIb30BaHUs U MOATOTOBKH K Mepelaye Ha TOCYJapCTBEHHOE XPAHEHHUE CO3/1aeTCsl apXHUB.

1.6. ApxuB co3zmaercs Kak CaMOCTOSITEJIbHOE IOJpa3/elieHUuE, BO3IJIABISEMOE JIMIIOM,
OTBETCTBEHHBIM 3a BEJICHHME apXWBa COTJIACHO MPUKA3y 3aBEAYIOIIETO JOIIKOJBbHBIM
00pa30BaTeNIbHBIM YUPEKICHUEM.

1.7. VYupexneHue AOMIKOILHOTO 00pa3oBaHUs OOECHEYMBAECT apXUB HEOOXOAMMBIM
MOMeIlleHneM, 000pyTOBaHUEM U KaJIpaMH.

1.8. JlomkonbHOE 0Opa30BaTENbHOE YUpeXkJIEeHHE O0ECHeYrBaeT COXPAHHOCTb, YYET,
oTOOp, YIOpAJOYEHHWE U HCIOIb30BaHHE JOKYMEHTOB ApxuBHoro ¢onga Poccuiickoit
denepanuu, 00pa3yommxcs B €ro aesTeabHocTi. ObecneunBaeT CBOEBPEMEHHYIO Iepeiady 3TUX
JIOKYMEHTOB Ha rOCY/IapCTBEHHOE XpaHEHUE.

1.9. Bce paboThl, CBs3aHHBIE C MOATOTOBKOW, TPAHCIIOPTUPOBKOH U Mepeaadeil apXuBHBIX
JIOKYMEHTOB, ITPOU3BOJISATCS CUIIAMH U 33 CUET JETCKOro caja.

1.10. 3a yrpaty u mopuy nokymMeHTOB ApxuBHoro (onma Poccuiickort dDenepanuu
nojokHocTHele Jauma JOY HecyT OTBETCTBEHHOCTh B COOTBETCTBUUM C JACHCTBYIOLIMM
3aKOHOAATEILCTBOM.

1.11. ApxuB AeTCKOro caja pabOTaeT COIJIACHO IUIaHY, YTBEPKIAEMOMY 3aBEAYIOIIUM
JOIITKOJIBHBIM 00Pa30BaTEeIBbHBIM YUPEKICHUEM M OTYUTHIBACTCS MEPEI HUM B CBOEH paboTe.

1.12. KoHTponb nesaTenpbHOCTH apxuBa ocyuiectBisieT 3aBenytomuid JJOY, a B ero
OTCYTCTBHM — UCTIOJHSAIOLINHI 0053aHHOCTH 3aBEAYIOIIETO.

2. CocTaB JOKYMEHTOB apXHMBa JIeTCKOro cajia

2.1. B apxuB JIOY nocTymnawr:

. 3aKOHYEHHBIE JICJIONPOU3BOACTBOM  YUPEXKACHUS JOKYMEHTBI IMOCTOSHHOI'O
XpaHeHHs, OOpa30BaBIIMECS B JIEATEILHOCTH CTPYKTYPHBIX IOApa3ACiICHHUN, TOKYMEHTHI
BpeMeHHOro (cBbliie 10 JeT) cpoka XpaHeHus, HEOOXOAUMbIE B MPAKTUYECKOM AESITENbHOCTH,
JIOKYMEHTHI 10 KaJpaM U BOCIUTaHHUKAM;




. JIOKYMEHTBI IIOCTOSIHHOTO XPaHEHHS MU 10 JINYHOMY COCTaBy OpraHU3alluii-
MPEIIECTBEHHUKOB (IIPH UX HAIUYHH);

o audHbIe POHBI BeAyIX paOOTHUKOB IETCKOTO cajia (Ipy WX HaJIUYUN);
o CITy>KEOHBIC U BEJIOMCTBCHHBIC U3/IaHUS;
o CIIPaBOYHO-TIOMCKOBBIE CPEICTBA K JOKYMEHTaM M YY€THbIE JJOKYMEHTbl ApXHBa

JIETCKOTO caja.
2.2. Cpoku XpaHEeHHS JIOKYMEHTOB B apXWBe [OIIKOJIHHOIO 00pa30BaTEIbHOTO
YUPEKIEHUS ONPEACIAIOTCS COTIACHO CPOKaM, YKa3aHHbBIM B YTBEPKJIEHHOW HOMEHKIIATYpE JIe.
3. 3apaum apxuBa JIOY
3.1. OCHOBHBIMU 3aJla4aMH apXHBA SIBJISIOTCS:

. OpraHu3alus XpaHeHHs TOKYMEHTOB, COCTaB KOTOPBIX MPEyCMOTPEH pa3iesioM 2
HacTtosmero IlooxeHns;

° KOMIIJICKTOBAHUEC apXI/IBa I[OKYMGHTaMI/I, OGpEBOBElBLHI/IMI/ICSI B IOCATCIIBbHOCTHU
YUpEeXKACHUS, OCYIICCTBISAIONIET0 00pa30BaTEIbHYIO JICITEIHHOCTD;

o y4det, o0ecrieueHre COXPaHHOCTH, CO3/JaHuEe HAyYHO-CIIPABOYHOT'O allapara;

o MCIIOJIb30BaHHUE TOKYMEHTOB, HAXOASAIMXCA Ha XpaHeHuH B apxuse JJOVY;

o MOJIOTOBKA W CBOEBPEMEHHAs Tiepefada JAOKYMEHTOB ApXUBHOTO (HoHJIA

Poccuiickoit deneparnii Ha TIOCTOSSHHOE XpaHEHHWE B TOCYJApPCTBEHHBIN (MYHHUITUTIAIBHBIN )
apXuB;

. METOAMYECKOE PYKOBOJICTBO U KOHTPOJIb 32 (pOpMUPOBaHUEM U 0(OPMIICHUEM AET
B JICJIONPOU3BOJACTBE JETCKOrO Caja M CBOEBPEMEHHOM Mepefadyell UX B apXUB JOLIKOJBHOTO
00pa30BaTEILHOTO YUPEKICHUS.

4. ®yHKIMHU apxXuBa

B cooTBeTcTBUM C BO3JIOXKEHHBIMM 3a/ladyaMM apXUB OCYIIECTBISIET CIEIYIOUIHe

KIIUU:

4.1. OpranusyeTt npueM J0KYMEHTOB IIOCTOSIHHOTO ¥ BpeMeHHOro (cBbiiue 10 j1eT) cpokoB
XpaHEHus, B TOM YMCIIe 10 KaJpaM U BOCIUTAaHHUKaM, oOpa3oBaBiIuxcs B aAestensHoctu IOV, B
COOTBETCTBUM C YTBEP)KICHHBIM I'pahuKOM.

4.2. O0ecnieunBaeT COXPAHHOCTh M BEJIET YUET IOKYMEHTOB M ()OHIOB, HAXOAAIINXCS Ha
XpaHEHHUHU B apXMBE JOUIKOJIBHOIO 00pa30BaATENBHOTO YUPEKACHHUS.

4.3. [IpencraBisieT B roCyAapCTBEHHBIH (MYHUIMIAIBHBIN) apXUB yUETHBIE CBEACHUS 00
o0beMe M COCTaBe XpaHSIIUXCH B apXHWBE JIETCKOro cajga JAOKYMEHTOB ApXHMBHOro (onna
Poccniickoit @enepanyi M JIpyrux apXMBHBIX JOKYMEHTOB B COOTBETCTBHH C IOPSIKOM
roCyJapCTBEHHOTO yueTa JOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit denepanuu.

4.4. CucreMaTu3upyeT U pa3MellaeT JOKyMEHTHI, MOCTYMAaOIMe Ha XPAHEHUE B apXUB
JIOY, o6pazoBaBIInecs B X0/1€ OCYIIECTBICHUS JAEATEIbHOCTH YUPEKICHHUS.

4.5. PaspabateiBaeT rpaduKH TPEACTABICHHUS ONUCEH HAa PACCMOTPEHHE SKCIEPTHO-
MIPOBEPOYHOM KOMUCCHHM U TIepeiaun TOKyMeHTOB ApxuBHoro ¢ponaa Poccuiickoit deneparyu Ha
XpaHEHHUe B TOCYJapCTBEHHBIN (MyHUIIMIIATBHBIN) apXUB.

4.6. OcyniecTBisieT NOArOTOBKY U IPECTABISCT:

. Ha PACCMOTPEHHE WU COIJIacoBaHUE 3KcrnepTHoW komuccuu JIOVY onwmcu nen
IIOCTOSIHHOT'O XpaHEHMsI, BpeMEHHBIX (cBbilIe 10 JIeT) CPOKOB XpaHEHUs, B TOM YHUCIIE 110 KaJpaM
U BOCIIUTAHHUKAM, a TAK)K€ aKThl O BBIACJICHHM K YHUYTOKEHHIO APXMBHBIX JIOKYMEHTOB, HE
MOJUIeKAIIMX XPAaHEHUIO, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEHUCIPABUMBIX MOBPEXKICHHUIX
apXHUBHBIX JOKYMEHTOB;

. Ha YTBEPXKAECHHUE KCIEPTHO-IIPOBEPOYHON KOMMCCHM YIIOJHOMOYEHHOIO OopraHa
WCTIOTHUTEJIBHON BIAacTH cyObekTa Poccuiickoit denepannu B cepe apXuBHOTO Jena (manee -
OIIK apXHMBHOIO YUPEKAEHHUs) OMUCH JIe]l TOCTOSIHHOTO XPaHEHUS;

. Ha corytacoBanue DIIK apxuBHOTro yupexaenus cyobekra Poccuiickoit @enepanun
(MyHUIIMTIAJIBHOTO apXuBa), B CJIy4ae HAJAEJEHUS €ro COOTBETCTBYIOUIMMH IOJHOMOYUSIMH,
OIIUCH JIeJI [0 JTUYHOMY COCTaBY;




. Ha cornacoBanue JIIK apxuBHoro yupexaenus cyobekra Poccuiickoit @enepanuu
(MyHUIIMTIAJIBHOTO apXUBa), B CIIy4yae HaJIeJICHHs €r0 COOTBETCTBYIOIIMMHU MOJTHOMOYHUSIMH, aKThl
00 yTpaTe JOKyMEHTOB, aKThl O HEUCIIPABUMBIX IMTOBPEKICHUSAX aPXUBHBIX JOKYMEHTOB;

. Ha yTBepxkAeHue 3aBenyromemy JJOY onucu ey MOCTOSIHHOTO XpaHEHHUsI, ONUCH
BpeMEHHBIX (cBbimie 10 5€T) CpPOKOB XpaHEHHUs, B TOM YHUCIIE ONUCH Jed IO Kajapam H
BOCIIUTAHHHUKAM, aKThl O BBIJICJICHUH K YHUUTOKEHHUIO apXUBHBIX JIOKYMEHTOB, HE TIOJJIEKAIINX
XpaHEHMIO, aKThl 00 yTpaTre JOKYMEHTOB, aKThl O HEHCIPABUMBIX MOBPEXKICHUSIX apXMBHBIX
JIOKYMEHTOB, yTBepkJeHHbIe (cornacoBanuble) DIIK mnm rocyaapcTBeHHBIM apXUBOM CyOBEKTa
Poccuiickoit ~ ®enepauun  (MyHMLIMIIAJIBHBIM ~ apXMBOM) B CIy4ya€ HAJEIEHUS  €ro
COOTBETCTBYIOIIUMU TTOTHOMOUHSIMH.

4.7. Opraam3yer nepenavdy I0KyMeHTOB ApxuBHOTO ¢Gonaa Poccuiickoit deneparmu Ha
MOCTOSIHHOE XPaHEHHE B TOCYJapCTBEHHBIN (MyHUIIUTIATBHBIN) apXUB.

4.8. OpranusyeT u MPOBOJIUT IKCIEPTU3Y LIEHHOCTH JOKYMEHTOB BpeMEeHHbIX (cBbiie 10
JIET) CPOKOB XpaHEHHUs, HaXOASAIIUXCS Ha XpaHeHuu B apxuse JJOVY B nemnsix ot0opa 1OKyMEHTOB
JUTsE BKIIOUeHUs B coctaB ApxuBHoro ¢onma Poccuiickoii Denepanuu, a Takke BBISIBICHUS
JTOKYMEHTOB, HE MOJIIeKALTUX JalbHENUIIeMY XpaHEHHIO.

4.9. YyactByeT B paboTe€ JKCHEPTHOM KOMHUCCHH JOUIKOJEHOTO 00pa30BaTEILHOTO
YUPEKICHUS.

4.10. [IpoBOAUT MEPOIPUSITHS TTO 00ECTICUSHHUIO COXPAHHOCTHU JJOKYMEHTOB, HAXOISAITUXCS
Ha xpaHeHuu B apxuse [JOVY.

4.11. Opranmsyet uH(pOpMUpOBaHHE aAMUHHUCTpanuu U padotHukoB JJOY o cocrase u
coJlep>KaHUU JOKYMEHTOB apXHBa YUPEKICHUS.

4.12. HuadopmupyeT TmOJIB30BaTEICH MO BOMPOCAM MECTOHAXOXKICHHS apXUBHBIX
JTOKYMEHTOB.

4.13. OpranusyeTr BbAa4y JOKYMEHTOB M JI€J JJIsi paOOThl B YUTAJIBHOM 3aJIe€ WU BO
BPEMEHHOE MOJIb30BaHUE.

4.14. VcnonHsier 3ampochl MOJIb30BaTeNIel, BBIAAET apXUBHBIE KOMHMHM JOKYMEHTOB,
ApPXUBHBIC BBITUCKU M ApXUBHBIE CIIPABKH.

4.15. Beget y4eT ucnofib30BaHus JOKyMeHTOB apxuBa JIOVY.

4.16. Co3pmaer (¢GoHA TONB30BaHMUSA apXuWBa JETCKOTO cajJa U OpPraHu3yeT €ro
HCII0JIb30BAHHUE.

4.17. OcymiecTBisieT BEeICHUE CIPABOYHO-TIOMCKOBBIX CPEACTB K JOKYMEHTaM apXuBa
JOV.

4.18. Coznmaer, MNOIOJHSAET M COBEPIICHCTBYET HAay4YHO-CIPABOYHBIM amnmapar K
XpaHALIMMCS B apXUBE JIeJaM U JJOKYMEHTaM.

4.19. YyacTByeT B pa3paboTKe JOKYMEHTOB YUpPEKICHHS 10 BOIIPOCAM apXUBHOIO Jeja U

JIEJIOTTPOU3BOICTRA.
4.20. Oka3bIBaeT METOINYECKYIO MOMOIITb:
. cayx6e pmenompomsBogactBa JIOY B cocTaBieHMM HOMEHKJIATyphl e,

¢dopmupoBaHUd U O(GOPMIIGHHUH J€J, KOHTPOJMUPYET NPaBWIBHOCTh (OPMHUPOBAHUS U
o(opMIIeHHUs JIeT B J€I0NPOU3BO/ICTBE;

. CTPYKTYPHBIM NOJpa3aeiaeHusM u pabotaukam JJOY B MOAroTOBKE TOKYMEHTOB K
nepejaye B apXuB JAETCKOro Cajia.

4.21. VYyactByeT B TMpPOBEJICHUM MEPOIPHUATUH 10 TMOBBIIICHUIO KBANIU(UKALUU
pabOTHUKOB apXWBa MW CHY)KOBI JICJIONPOM3BOJICTBA JOIIKOJILHOTO 00pa30BaTEIIBLHOTO
YUpPEXKICHUS.

5. [IpaBa apxuBa

JUis BBINOJTHEHUS BO3JIOKEHHBIX 3a/1a4 ¥ ()YHKIIMH JIM110, OTBETCTBEHHOE 32 aPXUB, UMEET

[IpaBo:
5.1. TlpencraBnsiTh 3aBEAYIOIIEMY JOUIKOJIBHBIM OOpa30BaTEIbHBIM YUpPEKICHUEM

IPEJJIOKEHUS. [0 COBEPLICHCTBOBAHUIO OPTraHM3ALMM XPAHEHMs, KOMIUICKTOBAHMS, ydeTa U
HCII0JIb30BAaHUS APXUBHBIX JOKYMEHTOB B apxuse JJOVY.



5.2. KoHTponupoBaTh BBIMOJTHEHHE YCTAHOBICHHBIX MPAaBHI pa0bOTHI C JTIOKYMEHTaMHU B
CTPYKTYPHBIX TIOJIPA3/ICIICHUSX YUPEIKICHHS.

5.3. 3ampammBaTh OT CTPYKTYPHBIX mojpaszaeneHuid u paboruukoB OV cBexeHus,
HeoOxoIMMble 1Jisi paboThl apXuBa, C yYETOM OOECHeUeHHs BHIITOJIHEHUSI BCEX BO3JIOKEHHBIX Ha
apxuB 3a/1a4 U QyHKUUI.

5.4. JlaBaTh pa3bsCHEHUS U PEKOMEHAAIMU IO BOMPOCAM, BXOISAIIMM B KOMIIETEHIIUIO
apXuBa JOILIKOJILHOTO 00Pa30BaTEIBLHOTO YUPEKICHUS.

5.5. UudopmupoBaTh CTpYKTypHBIE MOAPA3ACIICHHUS JACTCKOTO caja O HEOOXOIUMOCTH
nepeiayu TOKyMEHTOB B apXUB B COOTBETCTBUU C YTBEPKICHHBIM TpadUKOM.

5.6. [IpyuHuMaTh yyacThe B 3aC€aHMSIX SKCIEPTHOU KOMUCCUHU YUPEKICHHS, a TaKKe B
SKCHEPTHO-NPOBEPOYHON KOMHMCCHHM YIMOJHOMOUYEHHOTO OpraHa MCIOJHUTENBHOW BIIACTH
cyowsekTa Poccuiickoit denepanuu B chepe apXuUBHOTO JIea.

6. OTBeTCTBEHHOCTD 32 (PYHKIMOHNPOBaHUE APXHUBA

6.1. HasnauenHoe mnpukazoMm 3aBenyromero J[OY nuio, OTBETCTBEHHOE 3a BEACHHUE
apXuBa, HECET MEePCOHAIBbHYIO OTBETCTBEHHOCTD 34!

. BBIITOJIHEHUE BO3JIOKEHHBIX HA apXWMB 3aJad M (QYHKUUH B COOTBETCTBUU C
JENCTBYIOLIMM 3aKOHO1aTenbCcTBOM Pocculickon Penepanuu;
. OopraHuzanuio pabOTbl apXuBa, CBOEBPEMEHHOE U  KBAIU(UIUPOBAHHOE

BBITIOJIHEHUE  TPUKA30B,  PACMOPSDKCHHUM, TOPYYCHHM  BBIIIECTOSIIETO  PYKOBOJCTBA,
JNENCTBYIOLIUX HOPMAaTHBHO-TIPABOBBIX aKTOB 10 CBOEMY MPODUITIO ACSTEIbHOCTH;

. paroHanbHOe U 3(PGEKTUBHOE HCIIOIB30BAHUE MATEPHAIBHBIX, (PMHAHCOBBIX U
KaJIpOBBIX PECYPCOB;

. COCTOSIHME TPYJIOBOM M MCHOJHUTEIHCKOW JUCHUIUIMHBI B apXUBE, BBHIMOJHEHUE
cBOMX (DYHKIIMOHATBHBIX 00513aHHOCTEHH;

. coOioieHne MpaBuI BHYTPEHHETO pacropsizika, CaHUTapHO-
MIPOTUBOAHUIEMUYECKOTO PEKUMa, TPOTUBOMOKAPHON 0€30MACHOCTH U TEXHUKU OE30MaCHOCTH;

. BEJICHUE JOKYMEHTAI[UH, TMPETYCMOTPEHHON JACHCTBYIOINIMMH HOPMATHBHO-
MPaBOBBIMU JOKYMEHTAMU;

. IIPEI0CTABIICHUE B YCTAHOBIEHHOM IOPSIKE JOCTOBEPHON CTATUCTUYECKON U HHOU
nH(pOpMAIIUU O NeATETHHOCTH APXHBA,

. TOTOBHOCTB apXHBa K paboTe B YCIOBUSIX YPE3BBIYANHBIX CUTYAIIHH.

6.2. OTBETCTBEHHBIE 3a BEJICHHME JEJONPOM3BOJCTBA, IMOATOTOBKY M MPEICTABICHUE
JIOKYMEHTOB Ha XpaHEHHUE B apXuB, Ha3HauaroTcs 3aBeaytonmm 10V

7. KomnjiekToBaHue apxuBa

7.1. TloarotoBKa JOKYMEHTOB K Iepefade B apXWB JOIIKOJBHOTO 00pa30BaTEIbHOTO
YUpEXKACHUS BKIIOUAET OHKCIEPTU3Y HAYYHOM M MPAKTUUECKOM LEHHOCTH JIOKYMEHTOB,
odopMIIeHHE JIE]T, COCTABICHNE OTHUCH.

7.2. DKxcnepTr3a EHHOCTH JOKYMEHTOB:

. JKCTepTHU3a IEHHOCTH JOKYMEHTOB — OTMpEIENICHHWE IICHHOCTH TOKYMEHTOB C
L[eJbI0 0TOOpa MX HAa XPaHEHHWE M YCTAHOBJICHHE CPOKOB XpaHEHHUs. DKCIEPTU3y IIEHHOCTH
nokymeHTOB B JIOY ocymiecTBIsieT MOCTOSIHHO AEHCTBYOMIAS IKCIIEPTHAS KOMHUCCHS;

. JKCIIEPTHAsI KOMMCCHs Ha3HaudaeTcs npukasom 3asenyromero J1OY. B cocras
9KCIIEPTHONH KOMHUCCHUH BKJIIOYAIOT HE MEHEE TPEX COTPYIHUKOB, B TOM YHUCIIE B 005S3aTEIbHOM
MOPSIAKE JIMIIO, OTBETCTBEHHOE 3a BEIEHUE apxuBa JeTckoro caja. CekperapeM 3KCHEepTHOH
KoMHUCCHM HazHavaroT cekperaps JOY. DkcnepTHas KOMUCCHS Ha 3aceJaHUsX paccMaTpPUBAET:
HOMEHKJIaTypy JieJl JE€TCKOro cajia, OMUCH e MOCTOSIHHOTO XpaHEHUsl U MO JUYHOMY COCTaBY,
aKThl HA JIOKYMEHTBHI, BbIIEJIIEMbIE K YHUUTOKEHHUIO.

7.3. Odbopmienue gei:

. Jieia TMOCTOSSHHOTO XpaHEHUsS MOJIIMBAIOTCS B TBEPAYIO OOJIOKKY MPOYHBIMU
HUTKamMu. JIMCTBI HYMEpPYIOTCS B MPABOM BEPXHEM YIIIy HPOCTBIM Kapanjamom. KonuuecTBo
JUCTOB B KaXJOM Jejie He JTOJKHO mpeBblmarh 250. B KOHIE 1ena Ha OTIAEIBLHOM JIMCTE
COCTAaBJISICTCS 3aBEPUTEIIbHAS HAJIITUCD;




. Ha 00JI0XKKE JIeJ TOCTOSTHHOT'O XPaHEHUs! TOJDKHBI OBITh MIPOCTABIICHBI CIIEIYIOLIHE
PEKBHU3UTHI: MMOJHOE HAMMEHOBAHUE BBINIECTOSIEN OpraHu3anuu, HauMmeHoBanue OY, Homep
(MHIEKC) Aena 1Mo HOMEHKJIAType, 3aroJIoBOK JeJla, KOJIMYECTBO JIMCTOB, CPOK XPAHEHHUS WIIU
OTMETKA «XPaHHUTb [TOCTOSIHHOY», HOMEpP (OH[Ia, OIUCH, JIeNa;

. [0 OKOHYaHHWM [EJIONMPOU3BOJCTBEHHOIO0 rojila B O(POPMIICHHBIE OOJIOKKU el
MIOCTOSIHHOTO XPaHEHHsI BHOCSTCS HEOOXOJIMMBbIE YTOYHEHHS: B 3arOJIOBKH JIEJl, COJEpIKaIINX
pacnopsauTenbHble JOKYMEHTHI (TPUKa3bl, MPOTOKOJIbI), BHOCSTCS HOMEpa; €Cld Jel0 ¢
MEPENHCKON COCTOUT U3 HECKOJIBKMX TOMOB, B KaX/10M TOME YKa3bIBA€TCSA KOPPECIIOHACHT, aBTOD,
TEPPUTOpUS, IPYTUE NaHHbIE. B Ka)kI0M TOME yKa3bIBaeTcs Aara (YUCio, MECsL, IoJ) Havaja 1
OKOHYAaHUS JAaHHOrO ToMa. TOYHBbIE JaThl MPOCTABISAIOTCS HAa OOJOXKKaxX JJisi OBICTPOrO MOMCKa
JOKYMEHTOB B TOCJEIYIOIIEM; W3 3aBEpUTEIbHON HAIMHMCH Ha OOJIOKKY Jiela BBIHOCHUTCS
KOJIMYECTBO JIUCTOB B JIEJIE;

. HaJAMKMCH Ha O0JI0KKax JIEJI MOCTOSIHHOIO U JOJTOBPEMEHHOI'O XPAaHEHUS CIIEYET
MIPOU3BOIUTH YETKO, CBETOCTOMKUMHU YEPHUIIAMU;

. JUI y4eTa KOJIMYeCTBa JIMCTOB B Jiesie M (PUKCAIIMM OCOOEHHOCTEH UX HyMepaluu
Ha OTJEJIBHOM JIUCTE COCTABIISIETCS 3aBEPUTEIbHAS HA IITUCh;

. B 3aBEPUTEIHHON HAAMWCH YKa3bIBACTCS KOJMYECTBO JHCTOB (mudpamu u
MIPOIKCHIO) B JieJie. 3aBepuTeabHas HAAMUCh MOAMUCHIBACTCS COCTABUTENEM C YKAa3aHHEM €ro
JIOJIKHOCTH U JJaThl COCTABIICHUS;

. BHYTPEHHSSI OMUCH COCTABISETCA K JeJlaM IOCTOSHHOTO U JIOJITOBPEMEHHOTO
(cBpime 10 ser) cpoka XpaHeHHs, CHOPMHPOBAHHBIM I10 PA3HOBHIHOCTSM JIOKyMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJEep)KaHHE JIOKYMEHTOB (0CO00 IEHHBIE,
JUYHBIC JIea U JIp.).

7.4. Onucanue JOKYMEHTOB OCTOSIHHOTO CPOKa XPaHEeHHUS:

° OIMUCHU COCTABJIAIOTCA PAa3CJIbHO Ha ACJIa MOCTOAHHOI'O XPAaHCHUS I10 OCHOBHOM
ACATCIIBHOCTH U Ha ACJIa 110 INYHOMY COCTAaBY;

° OIMMCHU COCTABJIAIOTCA ACJIOMPONU3BOAUTCIICM,

° OIHMCH BEACTCS B €IMHOM BaJIOBOM HyMEpalru B TCHCHUC HCCKOJIbKUX JICT,

° Ha J1cjia ¢ UCTCKIINUM CPOKOM XPAaHCHUA COCTABIIACTCS aKT 00 YHUUTOXKCHUU,

° N0 OKOHYaHHHU JACJIONPOU3BOACTBCHHOI'O TIoOJa B I[Oy MIPOU3BOAUTCSA OT60p

JIOKYMEHTOB TOCTOSIHHOI'O CpOKa XpaHEHMs JJis BKJIIOUYEHHUS UX B onuch. ONMUCH COCTOUT U3
TOOBBIX PAa3Z€CJIOB, BHYTPU IoJa JeJla pacIoyiaralorcs IO CTENEHH 3HAYUMOCTH C y4E€TOM
HOMMHAJILHOTO MPUHIHINIA (B COOTBETCTBUU C HOMEHKJIATYPOH yUPEKIACHMUS);

° OIMIMCU COCTABJIANOTCA PA3JCJIbHO Ha ACJIa MOCTOAHHOI'O XPAHCHUS I10 OCHOBHOM
ACATCIBHOCTH U Ha ACJIa 110 JINYHOMY COCTaBYy,
° OIIMCHU COCTABJIAIOTCA CCKPECTAPCM.

7.5. Jlena BpeMEHHOTO XpaHEHHUs O(POPMIISIOTCS YIPOIICHHO: OHU HE IOIIIMBAIOTCS,
JUCTHl B HUX HE HYMEPYIOTCS, YTOUHEHHE Ha OOJIOKKAX HE MPOU3BOIUTCS, OMUCHU Ha JeNia He
COCTaBIISIIOTCS, YUET BEJIETCS [0 HOMEHKJIAType Jell.

8. YciioBusI XpaHeHNs1 JOKYMEHTOB apXuBa

8.1. JIoKyMEHTBI apXHBa XPAHITCS B ApXUBOXPAHUITUIIE TOMIKOJIBHOTO 00pa30BaTEIIbHOTO
YUYpeKICHUSA.

8.2. He nmomyckaercst pa3MelieHUE apXHBa B IMOABAJIbHBIX W YEPAAYHBIX MOMEIIECHUAX
JETCKOTO caja.

8.3. ApXuBOXpaHWINIIE TOJKHO OBITh YJAJI€HO OT JIAOOPATOPHBIX, IPOU3BOJICTBEHHBIX,
6LITOBLIX HOMeH_[eHI/II\/'I 1 HC UMETb O6H_[I/IX C HUMHU BEHTUIIAIMOHHBIX KaHAJIOB. ApXI/IBOXpaHI/IHI/IH_IG
OTZIEIIAETCA OT COCEJHMX IMOMELIEHUN HECTOPAEMbIMU CTEHAMM M MEPEKPBITUAMHU C MpeeaaMu
OTHECTOWKOCTH HE MEHEee JBYX 4acoB. B apXuBoxpaHWIHINE HE JOMyCKAeTCs MPOKIaaKa TPyo
BOJIOCHA0KEHUS U KaHAIU3ALUU, TEXHOJIOTMUYECKHE UIN ObITOBBIE BHIBOJIBI BOJIBI.

8.4. ApXI/IBOXpaHI/IHI/IH_[e AOJIKHO UMETh €CCTCCTBCHHYIO NJIM UCKYCCTBCHHYIO BCHTUJISLIULO,
o0ecreynBaroulyl0 PEUpPKYISIUI0  BO3yXa, CTAaOMIBHOCTh TEMIIEPATYpHO-BIAXKHOCTHOTO
pexuma.



8.5. Bce nocrynaroniue B apxuB JJOY nokyMeHTHI pa3MeIiaOTCsl B ApXUBOXPAHUIIUIIIAX
Ha CTAIlMOHAPHBIX W/WIIW TIEPEIBIKHBIX METAJUTMUYECKUX CTEUIaKax, B METAJUTMUECKUX ITKadax
WJIM KOHTENHEpax.

8.6. Cteaku JODKHBI OBITH YCTAaHOBJICHBI MEPHEHAMKYISIPHO CTEHAM C OKOHHBIMU
MpoeMaMHu, a B MOMENIeHUN 0e3 OKOH - C Y4ETOM 0COOCHHOCTEH mometenus u obopynosanus. He
JOTTYCKAETCsl pa3MENICHUE CTE/UTaKe BIUIOTHYIO K HAPY>KHBIM CTEHAM 3/IaHUS U K UCTOYHHUKAM
TeIa.

8.7. PaccTtanoBka creutakeii M 1KaQOB  OCYIIECTBISIETCS B COOTBETCTBHHU _ CO
CICIYIOIIMMH TPSOOBAHMSIMH:

. paccTosiHue MEXIY psjaMu cTeuTakel (TJIaBHBINA Tpoxo) — He meHee 120 cwm;

. paccrosinue (IIpoxoj1) MeXAY CTeJUIaXKaMu — HEe MeHee 75 cM;

. paccTosiHME MEXy Hapy>KHOW CTEHOW 3/1aHUs W CTeJUIaKaMu, MapajuieIbHBIMU
CTEHE — He MeHee 75 CM;

. paccTosiHUE MEXTY CTEHON M TOPIIOM CTeliaxka uiu mkada (00xo) — He MeHee 45
cM;

. paccTosiHUE MEXIy TOJIOM M HWKHEH TOoJIKOW creiutaxka (mkada) — He menee 15

CM, B IIOKOJILHBIX dTakaX — He MeHee 30 cMm.

8.8. [IpoTuBOMOXKapHBIA PEKUM B apXMBOXpaHWIHIIE, Tae pa3meniaetcs apxuB OV,
YCTaHaBIMBAETCA B COOTBETCTBUM C lIpaBwiiamu mpoTuBONOXapHOro pexuma B Poccuiickoit
®enepanuu ot 16 centsaops 2020 roma Nel1479.

8.9. ApXuBHbIE TOKYMEHTHI CJIE€yET XPaHUTh B TEMHOTE.

8.10. 3ammTa TOKYMEHTOB OT JEHCTBUS CBETa OOECIIEYNBACTCS XPAHCHUEM JIOKYMEHTOB B
KOpOOKax, Markax u nepervierax, B mkadax 1y Ha cTesulaax 3aKpbITOro THIIA.

8.11. YpoBeHb HCKYCCTBEHHOIO OCBELIEHUS! B KHUTOXPAHWIMILAX JOJIKEH COCTABJIATh HE
Mmenee 100 mrokce.

8.12. B apXMBOXpaHWIHIIE JUIS XPAaHEHHs JOKYMEHTOB YCTaHAaBIWBAIOTCS CIIEAYIONIUE
[apaMeTpbl TEMIEPATYPHO-BJIAXKHOCTHOTO pEXKUMa:

. JUI XpaHEHUs JOKYMEHTOB Ha OyMakHOM HocuTene — Temmeparypa 17-19°C,
OTHOCHTEIIbHAS BIAXKHOCTH Bo3ayxa — 50-55%.

8.13. TlomemieHus apxuBa JOLIKOJIBHOTO OOpPa30BaTENBHOTO YUPEKICHUS IOKHBI
COJIEP)KaTbCA B UUCTOTE, B YCIOBHSX, MCKIIIOYAIOLIMX BO3MOXKHOCTH IOSIBICHHS IUIECEHHU,
HaCEKOMBIX, MbLIH.

9. 3ak/II0YHTeIbHbIE MOJIOKEHHUS

9.1. Hacrosmee [lonosicenue 06 apxuge IBIACTCA JIOKAJIbHBIM HOPMATHBHBIM aKTOM,
npuHuMaeTcs Ha O01meM coOpaHuu paOOTHUKOB JOIIKOIHHOTO 00Pa30BaTEIBLHOTO YUPEKIACHUS
u yTBeprxaaercs (1100 BBoAUTCS B eiicTBre) 3aBeayromum JJOY.

9.2. Bce u3MeHeHus U JOTOJHEHUs, BHOCUMbIE B HacTosiee [lonoxxenne, opopmisroTest
B THCHbMEHHOW (opMe B COOTBETCTBUHU JIEHCTBYIOIIMM 3aKOHOJATEIhCTBOM Poccuiickoi
denepanui.

9.3. Ilonoxenue o6 apxuse JOY npuHuMaeTcs Ha HEONPEAEICHHBIN CpoK. M3MeHeHus u
nononHeHus K [lonoxkeHuio NMpUHUMAIOTCS B MOpSAAKE, MpeaycMOTpeHHOM 1.9.1. HacTosiero
[Tonoxenus.

9.4. Tlocne npunstus [lonoxxenust (MM U3MEHEHHUI 1 JOTIOTHEHUHN OTJEIBHBIX ITYHKTOB U
paszenoB) B HOBOM peaKlMK MPEAbIAYIasi pelaKiis aBTOMAaTUYECKU YTPAUMBAET CUTTY.




