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1. O0mme moJ10KeHu st

1.1. Hacrosmee [Tonoxenne o6 apxuBe MBIOY «Jlerckuit cam Ne 1 «/Ipyxba»
pazpabotaHo Ha ocHOBaHMM IlpumepHOro mnosiokeHuss o0 apxXWBe OpraHu3allMH,
YTBEPKJICHHOTO mnpukazoM dDenepanbHoro apxuBHoro areHtcrBa Ne 42 ot 11 ampens
2018 roma, B coorBerctBuu ¢ Ilpukazom Munkynetypbl Poccun ot 31.03.2015 Ne 526
"OO yTBEepXJCHUU TMpaBUJI OpraHU3alMM XPAHEHUS, KOMIUICKTOBAaHUS, YyuyeTa H
UCIIONIb30BaHUs JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoit ®enepanuu u Apyrux
apXMBHBIX JOKYMEHTOB B OpraHax TrOCyJapCTBEHHOW BJAacTH, OpraHax MECTHOTO
caMOYyIpaBJIeHUsT M opraHu3anuax", YCTaBOM JIOIIKOJBHOTO 00pa30BaTENbHOTO
YUPEKICHUS.

1.2. Haunoe I[lomoxenue o6 apxuBe MBJIOY ompenenser coctaB JOKyMEHTOB apXuBa
JIETCKOTO cajia M yCIIOBUS MX XPAaHEHMsI, yCTaHABIIMBACT 3aJ[aud, Ha3HaUYeHUE U QYHKIIUU
apXyBa, PErJIaMEHTUPYET JEATEbHOCTh JIUI, OTBETCTBEHHBIX 3a BEJICHUE apXuBa B
JOIIKOJIbBHOM o0pa3oBaTeIbHOM YUPEKICHUU.
1.3. B cBoeil nesTenbHOCTH apXuB pyKoBojicTByeTcs: DenepanbHbiM 3aKkoHOM Ne 125-D3
ot 22.10.2004 romxa «O06 apxuBHOM jene B Poccuiickoit denepanum» ¢ N3MEHECHUSIMA Ha
14 wurons 2022 roga, HOPMATUBHBIMM MPaBOBbIMU akTaMu Poccuiickoit deneparuu,
cyonrekra Poccuiickoit ®enepanuu B chepe apXUBHOTO Jela W JEIOMPOU3BOJICTBA,
JIOKAJIbHBIMH HOPMATUBHBIMU aKTaMH JOIIKOJIBHOTO 00pa30BaTENLHOTO YUPEKICHUS.
1.4. JJoxymentsl JIOY, umeromme MCTOPUYECKOE, KYJbTYpPHOE, HAy4YHOE, COITMAJIbHOE,
SKOHOMHUYECKOE U TOJUTUYECKOE 3HAUEHHE, COCTABJSIOT TOCYJApPCTBEHHYIO 4YacThb
ApxuBHoro ¢onaa Poccuiickoit Desepaiinu, SBIASIOTCS COOCTBEHHOCTBIO TOCYIapCcTBa U
MoJyUIeKaT TMOCTOSIHHOMY XPAaHEHHWIO B TOCYAApCTBEHHBIX apxuBax Poccuiickon
Oenepaunu. Jlo nepegaud Ha TOCYJapCTBEHHOE XpaHEHUE JaHHBIE JIOKYMEHTHI
BPEMEHHO XPAHSITCS B JIOIIKOJILHOM 00pa30BaTEIIbHOM yUPEKICHUH.

1.5. B IOY mna xpanenusi tokyMeHToB ApxuBHOTO (ponma Poccuiickoit @enepanmu u
3aKOHYEHHBIX JEIOTPOU3BOJICTBOM JOKYMEHTOB MPAKTUYECKOTO HA3HAUYCHHUS, UX 0TOOpA,



y4yeTa, HCIOJb30BaHWS W TOJATOTOBKM K TMEpefadye Ha TOCYJapCTBEHHOE XpPaHEHHE
co3gaeTcs apXuB.
1.6. ApxuB co3gaeTcsd Kak CaMOCTOSITEJIbBHOE MOJAPAa3ACIICHUE, BO3TIIABISEMOE JIUILIOM,
OTBETCTBCHHBIM 3a BEJCHHE apXUBa COTJIACHO NPHUKA3y 3aBEAYIOIIETO JOIIKOIbHBIM

o0Opa3oBaTeIbHBIM YUPEXKICHUEM.
1.7. YupexnaeHue AOUIKOILHOTO O0Opa30BaHUs OOECIEYMBAECT apXUB HEOOXOAUMBIM
MTOMEILIEHUEM, o0opy10BaHUuEM u KaJIpaMH.

1.8. JlomkonpHOE 00pa3oBaTEbHOE YUpPEKIEHHE O00ECTeUMBAET COXPAHHOCTh, YUeT,
0oTOOp, YHOpSIOYEHUE U HCIOJIb30BaHUE JAOKyMEHTOB ApxuBHOro Qonma Poccuiickoit
Oenepanuu, oOpa3yromMxXcs B ero jAesreabHOCTH. OOecrneynBaeT CBOEBPEMEHHYIO
nepenavy ATUX JIOKYMEHTOB Ha rocyJapCTBEHHOE XpaHEHHUE.
1.9. Bce paboThl, CBs3aHHbBIE C MOATOTOBKOW, TPaHCHOPTHUPOBKOW U mepenayeit
ApXUBHBIX JOKYMEHTOB, TMPOU3BOJATCS CWJIaMU M 32 CYET JETCKOro caja.
1.10. 3a yrtpary um mopuy aokymeHTOB ApxuBHoro Qonna Poccuiickoit denepanuu
noJbKHOCTHBRIE sina JIOY HecyT OTBETCTBEHHOCTh B COOTBETCTBHM C JACHCTBYIOIIUM
3aKOHO/IaTEIbCTBOM.

1.11. ApxuB getrckoro cajga pabOTaeT COIIACHO IUIaHy, YTBEPKIAEMOMY 3aBEIYHOIINM
JIOIIKOJIbHBIM 00pa30BaTEbHBIM YUPEKJICHUEM M OTYUTBIBACTCS TIEpe] HUM B CBOEHU
pabore.

1.12. KonHTposib A€SATENBHOCTH apxuBa ocyuiectsiser 3aBenytromuii JIOY, a B ero
OTCYTCTBUU — UCHOJIHAIOMUNA 003aHHOCTH 3aBEIyIOIIETO.

2. CocTaB I0KYMEHTOB apXHBAa JIETCKOIr0 ¢ajia

2.1. B apxuB JIOY nocrynarort:

e 3aKOHYEHHBIE JICJIONPOU3BOJICTBOM YUPEXKACHUS JOKYMEHThI OCTOSHHOTO XPAaHEHUS,
oOpa3oBaBIIMEeCS B JEATEIbHOCTH CTPYKTYPHBIX TOJpa3AeNieHui, JTOKYMEHTHI
BpemMeHHoro (cBbimie 10 JeT) cpoka XpaHEeHHs, HEOOXOAMMBIE B MPAKTHUYECKOU
NEeSATEIbHOCTH, JOKYMEHTHI 110 KaJipaM U BOCIIUTAHHUKAM;

e JIOKYMEHTBI IIOCTOSSHHOI'O XpaHEHHWs M 1O JIMYHOMY COCTaBy OpraHU3alMii-
IPEIIECTBEHHUKOB (IIPH UX HAJIUYUH);

e nuYHbBIE (OHBI BEAYUIUX PAOOTHUKOB JETCKOTO caia (IIpH UX HAIUYUN);

e CHykeOHBIC U BEIOMCTBEHHBIC U3/IaHUS;

e CIPABOYHO-TIOMCKOBBIE CPEJCTBA K JOKYMEHTAM WU YYETHbIE JOKYMEHThl ApXuBa
JETCKOro caja.

2.2. Cpoku XpaHEHHUs JIOKyMEHTOB B apxXHB€ JOIIKOJIHHOTO 00pa30BaTEeIbHOTO
YUpPEKICHUSI OINPENENSIOTCS  COIVIaCHO CpOKaM, YKa3aHHbIM B  YTBEPXKICHHOM
HOMEHKJIaType Jell.

3. 3agauum apxuBa /10Y

3.1. OCHOBHBIMH 3a/Ia4aMH apXUBa SBISIOTCS:

e OpraHuzalMs XpaHEHUs JIOKYMEHTOB, COCTAaB KOTOPBIX MPEAYCMOTPEH pa3lieioMm 2
HacTtosmero Ilonoxenus;

e KOMIUICKTOBAaHHWE apXWBa JIOKyMEHTaMH, OOpa30BaBIIUMHUCS B JCSITEIBHOCTH
YUPEXKJIEHUS, OCYIIECTBIISIIONIETO 00Pa30BATENbHYIO IS TEIbHOCTE;

e yder, oOecrieueHue COXPAaHHOCTH, CO3/IaHNe HAYYHO-CIIPABOYHOTO arlapara;

e HCIOJIb30BAaHUE IOKYMEHTOB, HAXOASIIMXCS Ha XpaHeHuu B apxuse [0V

e TOJrOTOBKAa M CBOEBPEMEHHAs Iepeaada JOKyMEeHTOB ApxuBHOro (onma Poccuiickoii
®denepanviv Ha TOCTOSIHHOE XPAHEHUE B TOCYIapCTBEHHBIN (MyHULIUTTAIbHBIN) apXUB;




e METOAMYECKOE PYKOBOJICTBO M KOHTPOJIb 32 (POPMUPOBAHHEM M OPOPMIICHHEM JIET B
NEJIONPOU3BOJICTBE JETCKOIO C€aJa M CBOEBPEMEHHOM IlepeAadel HX B apXUB
JIOLIKOJIBHOTO 00pa30BATEIBHOTO YUPEKICHMUS.

4. @yHKIUH apXHUBa

B COOTBETCTBMM ¢ BO3JIOKEHHBIMU 33Ja4aMd APXUB OCYHIECTBJSAET CIEAYIOUINE
dyHKIIMN:

4.1. Opranu3yeT NnpueM JTOKYMEHTOB IOCTOSHHOTO M BpeMeHHOro (cBwimie 10 mer)
CPOKOB XpaHEHHUs, B TOM YHCJIE IO KaJpaM W BOCIHUTAHHUKAM, OOpa30BaBLIMXCS B

NEeATEIIbHOCTH J0Y, B COOTBETCTBUHU c YTBEPKIACHHBIM rpaduxom.
4.2. ObecnieunBaeT COXPAaHHOCTh U BEJET YUET JOKYMEHTOB U (DOHIOB, HAXOASIINXCS Ha
XpaHEHUHN B apXxuBe JIOIIIKOJIBHOTO 00pa3zoBaTeIbHOTO YUPEKICHUS.

4.3. llpeacraBnsier B rocyJapCTBEHHbIM (MyHHUIIMIAIbHbIN) apXUB YUETHBIE CBEICHUS 00
o0bEME U COCTaBE XPAHAIIMXCS B apXHUBE JETCKOrO cajia IOKyMEHTOB ApXUBHOTO (poHIa
Poccuiickoit denepanun n Apyrux apXUBHBIX JTOKYMEHTOB B COOTBETCTBHUHM C MOPSAKOM
rOCyJapCTBEHHOTO YyueTa JOKyMeHTOB ApxuBHOTo ¢oHaa Poccuiickoit denepanum.
4.4. CucreMaTu3npyeT U pasMeInaeT JOKYMEHThI, TOCTYNAalUMe Ha XPAaHEHUE B apXUB
JIOY, oOpa3oBaBuivecs B XOA€ OCYLIECTBICHHUS JIEATEIBHOCTH  YUPEXKICHUS.
4.5. Pa3zpabatbeiBaeT TpauKkyd TPEACTABICHUS OMNHUCEH Ha PACCMOTPEHHME IKCIEPTHO-
MPOBEPOYHON KOMHMCCHM M Tepelayd JOKyMeHTOB ApxuBHoro Qonga Poccuiickoit
denepanii  Ha  XpaHEHHWE B TOCYJApPCTBEHHBIM  (MYHHUIIUTIAIBHBIN)  apXWB.
4.6. OcyniecTBasSeT NOATOTOBKY U IPEJICTABISCT:

e HAa pACCMOTPEHHE U COIVIACOBaHME OJKcrepTHoOM komuccuu JIOY onucu nen
MOCTOSIHHOTO XpaHeHUsl, BpeMeHHbIX (cBbIiie 10 JieT) CpOKOB XpaHEHUSs, B TOM YHCIIE
0 KaJipaM U BOCIMTAaHHUKAM, a TAaK’K€ aKThl O BBIJICICHUU K YHUUTOXEHUIO apXUBHBIX
JOKYMEHTOB, HE MOJJIEXKAIUX XPAaHEHHIO, aKThl 00 yTpare JOKYMEHTOB, aKThl O
HEUCIIPABUMBIX MTOBPEXKACHUAX apXUBHBIX JOKYMEHTOB;

e Ha YTBEPXKICHUE OHKCIEPTHO-IPOBEPOYHON KOMHUCCHUU YIHOJHOMOYEHHOIO OpraHa
UCIIOJTHUTEIBHOM BllacTH cyobekTa Poccuiickoit denepanuu B chepe apXuBHOTO Jiea
(manee - DIIK apXUBHOTO yUpeKI€HHUs) OMMCH JIEN MOCTOSIHHOTO XPAHEHHUS,

e Ha comrmacoBanue DIIK apxuBHOro yupexnenus cyobekra Poccuiickoit ®deneparuu
(MyHULIMIIAJIBHOTO ~ apXWBa), B cllydae HaJeJIeHHs €ro COOTBETCTBYIOIIUMU
MIOJIHOMOYMSIMHU, OITUCHU JIEN MO JUYHOMY COCTaBY;

o Ha cormacoBanue JOIIK apxuBHOro yupexaenus cyonekra Poccuiickoit denepammu
(MyHULIMTIaTBHOTO ~ apXWBa), B Cllydae HaJEJICHUS €ro COOTBETCTBYIOIIMMHU
MOJTHOMOYHSIMH, aKThl 00 yTpaTe TOKYMEHTOB, aKThl O HEUCIIPABUMBIX MOBPEKICHUSIX
apXUBHBIX JOKYMEHTOB;

e Ha yTBepxacHHE 3aBenytomieMy JOY ommucu nen MOCTOSHHOTO XpPaHEHWs, OMUCH
BpeMeHHBIX (cBblme 10 JeT) cpoKOB XpaHEHHsI, B TOM YMCJIE OMUCH JIeJ 10 KajpaM U
BOCIIMTAHHUKAM, AKThl O BBIJICIICHUM K YHUYTOXKEHUIO ApXUBHBIX JIOKYMEHTOB, HE
MOJUISKANUX XPAHEHHUIO, aKThl 00 yTpare JOKyMEHTOB, aKThl O HEUCIPABUMBIX
MOBPEXKICHUSIX apXMBHBIX JOKYMEHTOB, yTBepxkAeHHbIE (cornacoBaHHbie) DIIK wmnm
TOCYy/IapCTBEHHBIM apxuBOM cyObekta Poccuiickoit ®deneparnuu (MyHHUIIUITATBEHBIM
apXHWBOM) B CJIy4yae HaJEJICHUS €ro COOTBETCTBYIOIIUMH MOJTHOMOUYUSIMHU.

4.7. Opranusyet nepeaady JOKyMeHTOB ApxuBHOTO (hoHIa Poccuiickoit deneparnuu Ha
IIOCTOSTHHOE XpaHEHHE B roCy/1apCTBEHHBIN (MyHHMIIMTIATBHBIH ) apXuB.
4.8. Opranusyer 1 NpOBOJUT FKCIEPTU3Y LIEHHOCTH IOKYMEHTOB BPEMEHHBIX (cBbilIe 10
JIET) CPOKOB XpaHEHUs, HaxoJsmuxcs Ha XxpaHeHuu B apxuse JIOY B mensx orOopa
JOKYMEHTOB i1 BKJIIOYEHHsI B cocTaB ApxuBHoro ¢onma Poccwmiickoit denepanuu, a




TaKK€ BBISIBJICHHS JJOKYMEHTOB, HE TMOAJEKAIIMX JaJIbHEHIIEMY XpaHEHHUIO.
4.9. YyactByeT B paboTe SKCHEPTHOW KOMHUCCHUU JOLIKOJIBHOTO 00pa3oBaTEIbHOTO
YUPEKICHUS.

4.10. [IIpoBoguT MepompusTUS 1O OOECHEYCHUI0 COXPAaHHOCTH JOKYMEHTOB,

HaXOIAIINXCSA Ha XpaHEHUH B apXuBe JIONA
4.11. Opranusyer uHbopMUpOBaHUE agMUHUCTpanuu U padotHukoB IOV o cocraBe u
coJIepKaHUHU JIOKyMEHTOB apxuBa YUPEKICHUS.

4.12. Wndopmupyer mosb30oBaTeNed MO BOMPOCAM MECTOHAXOXKICHUS apXUBHBIX
JOKYMEHTOB.
4.13. OpranusyeT BbIIauy JOKYMEHTOB W JeJ Juisi paOOThl B UYWTAJbHOM 3aJie¢ WU BO

BpEMEHHOE M0JIb30BaHHUE.
4.14. HcnonHsier 3ampochbl MOJb30BATENEH, BBLAACT APXUBHBIE KOMHMHM JOKYMEHTOB,
apXUBHbIE BBIITUCKHU u apXUBHbIE CIPaBKHU.
4.15. Bener y4er HCIIOJIb30BAHUS JIOKYMEHTOB apxuBa JOYV.

4.16. Cozmaer ¢oHI TOJIB30BaHMUS apxuBa JETCKOTO caJa M OpraHu3yeT ero
UCIOJIb30BaHHUE.
4.17. OcyuiecTBisi€T BelIEHUE CIPABOYHO-TIOMCKOBBIX CPEACTB K JOKYMEHTaM apXHBa

JIOV.

4.18. Co3pmaer, NONOJHSAET M COBEPIICHCTBYET HAyYHO-CIIPABOYHBIM anmapar K

XpaHsALIUIMCS B apxuBe nenam u JOKYMEHTaM.
4.19. YuacTtByer B pa3paboTKe JOKYMEHTOB yUPEKIACHHUS IO BOIPOCAM apXUBHOIO Jeia
U JIeJIONPOU3BO/ICTBA.

4.20. Oka3bpIBa€T METOINYECKYIO IIOMOIIIb:
cimyx6e nenonpousBoacTBa JJIOY B cocTaBieHnH HOMEHKIATYPHI e, (OPMHUPOBAHUHT
1 o(hOpMIICHUH JIe]1, KOHTPOJIUPYET MPaBUILHOCTH POPMUPOBAHUS U ODOPMIICHUS JET
B JICJIOTPOU3BO/ICTBE;
CTPYKTYpPHBIM TozpaszaefieHusM u padoTtHukam [|OY B mMOATOTOBKE MOKYMEHTOB K
nepeaade B apXuB JIETCKOTO caja.
4.21. YdyacTByeT B TMPOBEACHHUUW MEPONPHUIATUN 110 TIOBBIMICHUIO KBaTU(pUKAIIUU
pabOTHHKOB apXHWBa M CIYXKOBI JCIONPOM3BOJICTBA JIONIKOJIBHOTO 00pa30BaTEIbLHOTO
YUPEKICHUS.
5. IlpaBa apxuBa
JIIsi BBINOJIHEHUS] BO3JI0KEHHBIX 3ajad M (PYHKUMH JUIO0, OTBETCTBEHHOE 34 apXHB,
HMEET IpaBo:
5.1. TlpencraBnsaTh 3aBEAyIOIMIEMY JOIIKOJIBHBIM 00pa30BaTEIbHBIM YUPEKICHUEM
MPEVIOKEHUST 110 COBEPIICHCTBOBAHUIO OPraHM3alldd XpaHEHUsS, KOMILICKTOBAHUS,
ydera u HCIIOJIb30BaHUS apXHUBHBIX  JIOKYMEHTOB B apXuBe JIOV.
5.2. KoHTpoaupoBaTh BBHIMIOJHEHHE YCTAHOBJICHHBIX MPaBUI pabOTHI C JTIOKYMEHTAMH B
CTPYKTYPHBIX MOApa3ICIICHHUSIX YAPEKICHUS.
5.3. 3ampammBaTh OT CTPYKTYpHBIX TojapazaeneHuil u pabotnukoB JIOY cBeneHwus,
HEOOXOoAuMBbIC JUIi pabOThI apXWBa, C Yy4eTOoM OOECICUeHUs] BBIMOJHEHUS BCEX

BO3JIOKEHHBIX Ha apXuB 3aJ1a4 u GyHKIHA.
5.4. JlaBath pa3bsACHEHUS U PEKOMEHJAIMKM 10 BOMpPOCAaM, BXOISIIMM B KOMIIETCHIIUIO
apxuBa JIOIIKOJIBHOT'O 00pa3oBaTeIbHOTO YUPEKICHUS.

5.5. NuadopMupoBaTh CTPYKTYpHBIE MOJAPA3IEICHUS JETCKOTO cajla O HEOOXOIUMOCTH
nepeauyn JOKYMEHTOB B apXWB B COOTBETCTBUU C YTBEPKICHHBIM TPapUKOM.
5.6. IlpuHuMaTh yyacTue B 3acCE€JaHUSX SKCIEPTHON KOMHCCUM YUYPEKACHUS, a TAKKE B



JKCIIEPTHO-IIPOBEPOYHON KOMHUCCHUH YIIOJITHOMOYEHHOI'O OpraHa UCIIOJHUTEIbHOMN BIIACTH
cyowsekTa Poccuiickoii denepanuu B chepe apXMBHOTO Jena.

6. OTBeTCTBEHHOCTH 32 (PYHKIIMOHUPOBAHNE APXHBA

6.1. Hasznauennoe npukazoMm 3aBeayromiero JIOY nuio, OTBETCTBEHHOE 3a BEACHUE
apXHBa, HECET NEPCOHAIBHYIO OTBETCTBEHHOCTD 34:

e BBIIOJIHEHWE BO3JOKEHHBIX Ha apxuB 3aJad U (QYHKUUH B COOTBETCTBUHU C
JNENCTBYIOIINM 3aKOHOHATenbCTBOM Poccniickon Penepanuu;

e OpraHu3alMio paboThl apXHBa, CBOEBPEMEHHOE M KBaJU(UIUPOBAHHOE BBINOJIHEHHUE
IIPUKA30B, PACHOPSKEHHM, MOPYYEHUHN BBIIIECTOSIIETO PYKOBOJACTBA, JACHCTBYIOIIHUX
HOPMAaTHBHO-IIPABOBBIX aKTOB MO CBOEMY MPOPUIIIO EATETbHOCTH;

e panuoHambHOE U S(PQPEKTUBHOE MCIOJIb30BAaHUE MATEPUANbHBIX, (PUHAHCOBBIX U
KaJIpOBBIX PECYPCOB;

e COCTOSIHME TPYJIOBOM M MCIOJIHUTEIBCKOW JUCHUIIIIMHBI B apXUBE, BBIIIOJHEHUE CBOUX
(yHKIMOHAIBHBIX 00s13aHHOCTEH;

e COOJIO/IEHUE MIPABUJI BHYTPEHHETO PACIOPSI/IKA, CAHUTAPHO-TIPOTUBOAIHIEMUYECKOTO
peXrMa, MPOTUBOIIOKAPHOM 0€30MaCHOCTH U TEXHUKU OE30MaCHOCTH;

e BEICHUE JIOKYMEHTAllMM, MPEAYCMOTPEHHOW  JEUCTBYIOIIMMHU  HOPMATHBHO-
IIPaBOBBIMU JJOKYMEHTaMU;

e IIPEOCTABIICHUE B YCTAHOBJIEHHOM IIOPSAJKE JOCTOBEPHOW CTAaTUCTUYECKOM U HHOM
UH(GOpPMaLIUU O IEATETbHOCTH apXHBa;

e TOTOBHOCTH apXHBa K paboOTe B YCIOBUSAX YPE3BbIYANHBIX CUTYaAIUH.

6.2. OTBETCTBEHHBIE 3a BEJICHHUE JIEJONPOM3BOJACTBA, INOATOTOBKY M IPEICTABICHUE
JOKYMEHTOB Ha XpaHEHUE B apXUB, Ha3HaudaroTCs 3aBenyromum J[0Y.

7. KomiuiekToBaHue apxXxuBa

7.1. TloaroroBka JOKYMEHTOB K TiepeJadye B apXWB JIOIMIKOJIBLHOTO 00pa30BaTENbHOTO
YUPEKIACHUS BKIIOYAET HKCIEPTU3Y HAYYHOM M MPAKTUYECKOM LEHHOCTU JOKYMEHTOB,
odopmieHue nen, COCTaBJICHUE OIHCH.
7.2. DKcriepTu3a 1EeHHOCTH IOKYMEHTOB:

e DKCIIEPTU3A LIEHHOCTH JOKYMEHTOB — ONPENEJICHHE LIEHHOCTH JIOKYMEHTOB C LEJBIO
oTOOpa MX Ha XpPaHEHHE W YCTAHOBJIEHUE CPOKOB XpaHEHUs. DKCHEePTU3y IEHHOCTU
nokymMeHTOB B JIOY ocyiecTBisieT MOCTOSIHHO JEHCTBYIONIAS SKCIIEPTHAs KOMUCCHS;

e DOKCIIEpTHAs KOMHCCHUSI Ha3HadaeTrcss mpukazoM 3asenyromero JIOY. B cocras
SKCNEPTHOM KOMHCCHM BKJIIOUAIOT HE MEHEE TPEeX COTPYJIHUKOB, B TOM YHCIIE B
00s13aTeTbHOM TIOPSAJIKE JIUIIO, OTBETCTBEHHOE 3a BEJCHHE apXuBa JIETCKOTO caja.
CekperapemM »5KCHEpPTHOM Komuccuu Ha3HavatroT cekperaps JIOY. DOxkcneptHas
KOMHUCCHSI Ha 3aCellaHUsX paccMaTpUBAET: HOMEHKJIATYpy JieJ JETCKOro caja, ONMUCH
JIe TOCTOSSHHOTO XpaHEHWsT M 10 JINYHOMY COCTaBY, AaKThl Ha JOKYMEHTHI,
BBIJICJISIEMBIE K YHUUTOXEHUIO.

7.3. OdbopmieHue aen:

e JleNla TIOCTOSIHHOTO XPAHEHHsI TOJIIMBAIOTCA B TBEPAYIO OOJOXKKY HPOYHBIMH
HUTKaMU. JIMCTBI HyMepyIOTCS B IPaBOM BEPXHEM YINy MPOCTBIM KapaHIAllIoOM.
KonnuecTBO MMCTOB B KaXKJOM Jiejie HE JOJDKHO TpeBbimath 250. B koHIe aena Ha
OTJIEIIbHOM JIMCTE COCTABJISIETCS 3aBEPUTEIIbHAS HAJIIUCH;

e Ha OOJOXKE JeJl MOCTOSHHOTO XPAaHEHUs JTOJDKHBI ObITh MPOCTABIIEHBI CIIEAYIOIINE
PEKBU3UTHL: IIOJHOE€ HAMMEHOBAaHUE BBIIIECTOSAIEH OpraHu3alui, HaMMEHOBAHHE
JOY, Homep (MHJIEKC) Jiena MO0 HOMEHKIIAType, 3aroJIOBOK JieNia, KOJIMYECTBO JIUCTOB,
CPOK XpaHEHHS WIH OTMETKA «XPaHHUTh MMOCTOSHHO», HOMEp (OHA, OTHCH, JIeNa;




e II0 OKOHYAHHWH JICJIOTIPOM3BOJCTBEHHOTO TOJa B O(GOPMIICHHBIE OOJIOXKKHU JeI
MMOCTOSTHHOTO XPAaHEHUS BHOCATCS HEOOXOIMMBbIC YTOYHEHHWS: B 3arojOBKU eI,
COJIEPIKAIIUX PACHOPSIUTEIbHBIE JOKYMEHTHI (IPUKa3bl, TPOTOKOJBI), BHOCSTCS
HOMEpA; eCIU JIeJI0 C MEPENUCKON COCTOUT M3 HECKOJIBKHX TOMOB, B KaXKIOM TOME
YKa3bIBae€TCS KOPPECIIOHACHT, aBTOpP, TCPPUTOPHS, IPYrUe NaHHbIC. B KakaoMm Tome
yKa3pIBaeTcs Jata (YMCio, MECSIl, T0Jl) Havyajla U OKOHYAHHWsS JaHHOTO Toma. TOodHbBIe
JIaThl TPOCTABJSIOTCS Ha OOJIOKKAX JUisi  OBICTPOTO TOWCKA JOKYMEHTOB B
MTOCJICTYFOIIEeM; W3 3aBEPUTEITHLHON HAAMUCH HA 0OJIOKKY Jiejla BEBIHOCUTCS KOJUYECTBO
JMCTOB B JIEJIC;

e HAJNMUCU Ha OOJIOKKAX JIeJ TMOCTOSHHOTO W JIOJITOBPEMEHHOTO XPAHCHUS CIICITyCT
MIPOU3BOJIUTH YETKO, CBETOCTOMKUMH YCPHUIIAMH,

e JUIS yYeTa KOJMYECTBA JIUCTOB B Jieie M (UKCAIUU OCOOCHHOCTEH MX HyMEpallud Ha
OTJICIIHHOM JIUCTE COCTABIISICTCS 3aBEpUTEIIbHAS HAJIITUCH;

e B 3aBCPUTECIILHON HAJIMCU YKA3bIBACTCS KOJWYCCTBO JUCTOB (IU(ppaMHu U MPOIHUCHIO)
B Jienie. 3aBepuTeIbHAs HAJIUCh IOJANUCHIBAETCS COCTABUTEIIEM C YKa3aHUEM €ro
JOJDKHOCTH U IaThl COCTABIICHUS;

e BHYTPCHHSS OMKMCHh COCTABJISCTCS K J€JIaM MOCTOSSHHOTO U JIOJITOBPEMEHHOTO (CBBIIIIE
10 71er) cpoka XpaHeHUs, CHOPMHPOBAHHBIM 110 PA3HOBHIHOCTSM JOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJICP’KaHUE JTOKYMEHTOB (0Cc000
IIEHHBIE, JIMYHBIC JeNa U JIp.).

7.4. Onucanue TOKYMEHTOB MMOCTOSTHHOTO CPOKA XPAHCHUS:

e OINHCH COCTaBIISIIOTCS pa3leibHO Ha Jejla IMOCTOSHHOTO XpaHEHWS IO OCHOBHOM
NEeSITeTLHOCTHU M Ha JieJIa 10 JINYHOMY COCTaBY;

e OIHCHU COCTAaBIISTIOTCS JETIONPOU3BOIUTEIIEM;

e OIHKCH BEJETCS B SJMHON BAJIOBOW HyMEpallMH B TEYCHNUE HECKOJIBKUX JIET;

e HAa JeJa C UCTEKIINM CPOKOM XPAHEHUS COCTABIISCTCS aKT 00 YHUUTOXKECHUH;

e IO OKOHYAHMHU [EJONpPOM3BOJACTBeHHOro roxa B JIOY mpowmsBomutcs oTOOp
JOKYMEHTOB TIOCTOSSHHOTO CpOKa XpaHCHHs I BKIIOUEHUS HMX B omuch. ONUCh
COCTOMT W3 TOJOBBIX pa3leIOB, BHYTPU TO/a Jelia PACIONIararoTCs IO CTETICHH
3HAYMMOCTH C YY€TOM HOMWHAJIBHOTO TMPUHIHUMA (B COOTBETCTBUH C HOMEHKJIATYpPOM
YUpEKICHUSA);

e OIHCH COCTaBIISIOTCS pa3leibHO Ha Jejia IMOCTOSHHOTO XpaHEHHWS 10 OCHOBHOMN
JESITeTLHOCTH M Ha Jiejia 10 JINYHOMY COCTaBY;

e OIIMCHU COCTaBJISIOTCS CEKpETapeM.

7.5. Jena BpeMEHHOro XpaHEHHUS OQPOPMIISIOTCS YIPOIIEHHO: OHU HE TOJIIMBAIOTCS,

JUCTHI B HUX HE HYMEPYIOTCS, YTOYHCHHE Ha OOJOXKKaX HE MPOM3BOJUTCS, OIMUCH Ha

Jie7ia He COCTABIISIOTCS, YUET BEJCTCS 110 HOMEHKIIATYpE JICI.
8. YcioBusi XpaHeHHsl IOKYMEHTOB apXuBa

8.1.  JlokyMeHTbl = apXWBa XpaHATCA B  apPXUBOXPAHWUIHULIE  JOIIKOJBHOTO
00pa3oBaTEIBHOTO YUPEKICHUS.
8.2. He nmomyckaercs pa3MmellleHHE apXHWBa B MOJBAJIBHBIX U YEepJIaYHbIX MOMEIIEHUSIX
JETCKOI0 caja.

8.3. ApXUBOXPaHWIHUIIE TOJKHO OBITH yIaJIeHO OT Ja0OPaTOPHBIX, MPOU3BOJICTBECHHBIX,
OBITOBBIX TOMENICHUH M HE HUMETh OOIMMX C HUMHU BEHTUJISIMOHHBIX KaHAJIOB.
ApXMBOXpAaHUIUIIE OTIEISAETCS OT COCEIHUX IMOMEIICHHN HEeCropaeMbIMU CTEHAMH U
MEPEKPBITUSIMA ~ C  TpelesaMyd  OrHECTOMKOCTM HE MeHee JByX 4YacoB. B
apXUBOXPAHWJIMINE HE JOIMYCKAeTCs MPOKIAaKa TPyO BOJOCHAOKEHUS W KaHAIU3aIlUH,
TEXHOJIOTUYECKHE Wi OBITOBBIC BBIBO/IbI BOJIB.



8.4. ApxuBoxpaHWIMIIE JODKHO HMMEThb €CTECTBEHHYI0 MWJIM MCKYCCTBEHHYIO
BEHTUJISILIUIO, o0ecreunBaronyo PELUPKYIISALHUIO BO3/yXa, CTaOUIIBHOCTD
TEMIIEPATYPHO-BIAKHOCTHOTO pexXUMA.
8.5. Bce noctynatomue B apxuB JJOY 10KyMEHTHI pa3MenatoTcsl B apXUBOXPAaHUIMILAX
Ha CTAllMOHAPHBIX W/WJIU MEPEABMKHBIX METANIMYECKUX CTEeJIaXaX, B METAJUTMYECKHX
mkagdax W KOHTEHHEpax.
8.6. Cremnaxku JOJKHBI OBITh YCTAHOBJIEHBI MEPIEHIUKYJISIPHO CTEHAM C OKOHHBIMHU
IpoeMaMy, a B TIOMELIEHWH Oe3 OKOH - € YYETOM OCOOCHHOCTEH IOMEIIeHUs U
oOopynoBanus. He nomyckaercs pasMmelieHHE CTeIIaKed BIUIOTHYIO K Hapy>KHBIM
CTEeHaM 3IaHUS u K HMCTOYHUKAM Teria.
8.7. PacctaHoBka cremaxedl W 1mikadoOB OCYIIECTBISETCS B COOTBETCTBUHM _ CO
CIETYIOIUMH TPEOOBAHUSIMMU:
e pACCTOSHHE MEXIY psaMu CTeUTaxkel (MIaBHbIN mpoxoa) — He MeHee 120 cwm;
e paccTosHHE (MPOX0JI) MEXAY CTEIUTaXKaMH — HE MeHee 75 cM;
e PpACCTOSIHME MEXAY HapyKHOW CTEHOW 3/1aHus U CTeJUIaXKaMH, MapajljiebHbIMU CTEHE
— He MeHee 75 cMm;
e PACCTOSHHE MEXIy CTEHOW M TOPIIOM cTelaxka wiu mkada (00xoa) — He MeHee 45
cM;
e pAcCCTOSIHME MEXJy MOJIOM U HIMKHEW MOJKoM cremnaxa (mkada) — He MeHee 15 cM, B
IMOKOJIBHBIX 3Ta)kax — He MeHee 30 cM.
8.8. IIpoTBONOXKAPHBIN PEXUM B apXMBOXpaHWIMILE, rae pazMemaercs apxus OV,
YCTaHABJIMBAETCA B COOTBETCTBMM ¢ IIpaBuiamu NpOTHMBONOXKAPHOIO pEXHMa B
Poccuiickoii denepanuu oT 16 CEHTSOps 2020 roaa Ne1479.
8.9. ApXUBHBIE JOKYMEHTBI cienyer XPaHUTh B TEMHOTE.
8.10. 3amuTa TOKyMEHTOB OT JIEHCTBUS CBETa OOECIIEUMBACTCS XPAaHEHHEM TOKYMEHTOB
B KOpoOKax, Mamkax W TeperJieTax, B IIKadax WM Ha CTelaxaxX 3aKpbITOrO THIIA.
8.11. YpoBeHb UCKYCCTBEHHOTO OCBEILEHUS B KHUTOXPAaHUIINIIAX JOJKEH COCTABIISATh HE
MEHee 100 JIFOKC.
8.12. B apxuBoXpaHWIHIIE JUISl XpaHEHUs JOKYMEHTOB YCTAaHABIMBAIOTCS CIICAYIOIINE
napamMeTpbl TEMIEPATYPHO-BAAKHOCTHOTO PEKUMA:
e i1 XpaHGHMs JTOKYMEHTOB Ha OyMa)kHOM HocuTeiae — Ttemmeparypa 17-19°C,
OTHOCHTEJIbHAS BIAKHOCTh Bo3ayxa — 50-55%.
8.13. Ilomemienust apxuBa JOUIKOJIBHOTO OOpPa30BATEIBHOTO YUPEXKICHUS IOJKHBI
COJIEpKAThCA B YUCTOTE, B YCIOBUSIX, UCKITIOYAIOLIMX BO3MOKHOCTD MOSIBJICHUS IJIECEHH,
HaCEKOMBIX, TIbLIN.
9. 3akII0YUTEIbHBbIC MMOJI0KEeHUS
9.1. Hacrosimiee [lonoscenue 06 apxuse SIBISETCS JOKATbHBIM HOPMATHUBHBIM aKTOM,
npuHuMaetrcsi Ha OOmeM cobpaHuu pabOTHUKOB JOIIKOIHHOTO 00pa30BaTEIbHOTO
yupexJeHuss u yTBepxkaaercs (nbo BBomguTcs B jAeiictBue) 3aBenyrommm  JIOVY.
9.2. Bce u3mMeHeHus U JOTMIOJIHEHUsI, BHOCUMbIE B HacTosulee [lonoxenne, opopmistorcs
B NMUCbMEHHON (hOpMe B COOTBETCTBHHM JICHCTBYIOIIMM 3aKOHOJIATEIHCTBOM Poccuiickoit
denepannu.
9.3. Ilonoxxenue 06 apxuse IOV npuHuMaeTcs Ha HEOTPEEICHHbIN CpoK. M3MeHeHus u
nononHeHus K IlonokeHuro NpPUHUMAIOTCA B MOPSAIKE, MNpeaycMOTpeHHOM 11.9.1.
HACTOSIIIETO ITonoxenust.
9.4. Ilocne npunsitus [lonoxxenust (MU U3MEHEHHUI U JOTIOJHEHUN OTAEIbHBIX IMYHKTOB
W pa3le’oB) B HOBOM peNakiMU Npeablaylas peJakivs aBTOMAaTUYECKH YTpayuBaeT
CUILy.
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