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1. O01me mMoJ10KeHUS

1.1. Hacrosimee Ilonoxkenue pazpaborano Ha ocHOBaHWMHU [IpuMepHOTo MoJIOKEHHsSI 00 apXuBe
OpraHu3aly, yTBEP:KIAECHHOro npukazom denepanbHOro apxuBHoro areHrcrsa Ne 42 ot 11 ampens
2018 rona, B coorBercTBHH ¢ DenepanbabiM 3akoHOM Ne 273-D3 ot 29.12.2012 roga «O6 oO6pa3oBaHum
B Poccuiickoit denepanun» ¢ usmenenusamu Ha 2 utong 2021 roga, Ilpukazom MunkynsTypsl Poccun
oT 31.03.2015 Ne 526 "OO yTBepxk/a€HUU MPaBUI OPraHU3ALMM XPAaHEHMs], KOMIUIEKTOBAaHUS, yyeTa U
UCIIONIb30BaHUsl JTIOKyMEHTOB ApxuBHOTO (onga Poccuiickoiri denepauvd U APYrUX apXUBHBIX
JOKYMEHTOB B OpraHax TrOCyJapCTBEHHOW BJIACTH, OpraHax MECTHOTO CaMOYIIpaBIEHUS U
opranmu3anusax", ¥ craBom J0OMIKOIEHOTO 00pa30BaTEIbHOIO YUPEKICHUS.

1.2. Tarnoe [looxkeHne 00 apXuBe JETCKOTO caja OMpeeIsieT COCTaB JOKYMEHTOB apXHBa U YCIOBUS
UX XpaHEHUs, YCTaHABIIMBACT 337U, Ha3HauUCHUE U (DYHKIUU apXHBa, PETIIAMEHTUPYET JIEATEIbHOCTh
JIU1A, OTBETCTBEHHOTO 32 BEJICHUE apXHMBa B JOIIKOJILHOM 00pa30BaTEIIbHOM YUPEKICHUH.

1.3. B cBoeil gesTenbHOCTH apXUB JIETCKOTO caja pykoBojacTByercs denepanbHbIM 3aKOHOM No

125-@3 ot 22.10.2004 roma «O6 apxuBHOM jene B Poccuiickoit Deaepanun» ¢ u3MeHeHusMHA Ha 11
utonsa 2021 roga, HOpMaTUBHBIMU MPaBOBBIMU akTaMu Poccuiickoit @enepainun, cyobekta Poccuiickoi
Oenepannn B chepe apXHBHOTO Jeia M JETONMPOU3BOJICTBA, JIOKAIBHBIMA HOPMATHUBHBIMU aKTaMH
JOIIKOIBHOTO 00pa30BaTeNbHOTO YUPEKACHHUS.
1.4. Joxymentsl JJOY, uMeromume ucTopruueckoe, KyabTypHOE, HAYYHOE, COIMATbHOE, SKOHOMUUECKOE
U TOJIMTUYECKOE 3HAYCHHE, COCTABISIIOT TOCYJapCTBEHHYI0 4YacTh ApxuBHoro ¢onma Poccuiickoit
®denepanun, SBISAIOTCS COOCTBEHHOCTHIO TOCYJAapCTBAa M TMOJUIEKAT TOCTOSHHOMY XPaHEHUIO B
rocyaapcTBeHHbIX apxuBax Poccuiickoit ®enepanuu. Jlo mepegaun Ha rocyJapCTBEHHOE XpaHEHUE
JTAHHBIE IOKYMEHTHI BPEMEHHO XPAHATCA B JIOIIKOJIBHOM 00pa30BaTEIbHOM YUPEKICHUH.

1.5. B JIOY nns xpaneHuss aokymeHToB ApxuBHoro ¢onna Poccuiickoit denepanuu u
3aKOHYCHHBIX JIEJIOMPOU3BOJCTBOM JOKYMEHTOB TPAKTHYECKOTO Ha3HAYCHUs, WX OTOOpa, ydera,
MCII0JIb30BaHUS U MOATOTOBKH K Mepeiaye Ha rOCY/IapCTBEHHOE XPAHEHHE CO3/1ae€TCs apXUB.

1.6. Apx®mB co37macTCsl Kak CaMOCTOSITENIbHOE TOJpa3jiclicHUue, BO3TJIABISIEMOE JIHIIOM,
OTBETCTBEHHBIM 3a BEJICHUE apXHBa COTJACHO MPUKA3y 3aBEIYIOIIETO JOIIKOIHHBIM 00pa30BaTeIbHBIM
YAPEKICHUEM.

1.7. YupexaeHnue ITOMKOILHOTO 00pa30BaHUs 00ECTIEUNBAET apXUB HEOOXOAUMBIM TTOMEIIEHUEM,
000pyI0BaHNEM U KaJIpaMH.

1.8. JlomkonbHOoe oOpa3oBaTelbHOE YUpEKICHHE OOECHeuMBaeT COXPAHHOCTb, y4eT, OTOop,
VIOPSAI0YEHHE U HUCIHOJIb30BaHUWE JOKyMeHToB ApxuBHoro ¢ouna Poccuiickoit ®enepauuu,
00pa3yromumxcsi B ero JaesTeabHOCTH. ObecrednBaeT CBOCBPEMEHHYIO Tepeady 3TUX JOKYMEHTOB Ha
roCyJIapCTBEHHOE XpaHEHHUE.

1.9. Bce paboTel, CBs3aHHBIE C MOJATOTOBKOHM, TPaHCIIOPTHUPOBKOM M TMeperaueii apXHBHBIX
JIOKYMEHTOB, TPOU3BOISITCS CUJIAMH M 32 CUET JETCKOTO Caja.

1.10. 3a yrpary u nopuy gokymeHToB ApxuBHoro ¢onna Poccuiickoiit depepannu 10HKHOCTHBIC
nuua JJOY HecyT OTBETCTBEHHOCTh B COOTBETCTBHUU C ACHCTBYIOIIMM 3aKOHOIATEIbCTBOM.

1.11. ApxumB JgeTckoro caga paboTaeT COracHO TIUIaHy, YTBEPKIaeMOMY 3aBEIYIOIIHM
JIOTIIKOJIbHBIM 00pa30BaTeIbHBIM YUPEKIACHHUEM M OTUYNTHIBAETCS TIEPET HUM B CBOCH paborTe.

1.12. KoHTpoJb eATeNbHOCTH apXuBa ocyliecTBIsieT 3apenytomumii JJOY, a B ero oTcyTcTBUN —
WCITOJTHSIONMUN 00s13aHHOCTH 3aBEIYIOIIETO.
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2. CocraB 10KYMEHTOB apXuBa

2.1. B apxuB JIOY nocrynaiot:

® 3aKOHYCHHBIC ACJIOMPONU3BOJACTBOM YUPCIKACHUA JOKYMCHTEL IIOCTOSAHHOI'O XpaHCHUA,
00pa3oBaBIIMECS B JESATEIBHOCTH CTPYKTYPHBIX IOJIPA3CICHNUH, TOKYMEHTH BpeMeHHoro (cBbime 10
JET) CpoKa XpaHEHMs, HEOOXOIMMBbIE B MPAKTUUYECKON MAEATEIbHOCTH, JOKYMEHTBI IO KaapaMm H
BOCIIUTaHHHUKAM,;

. JIOKYMEHTBI TTOCTOSSHHOTO XPAaHEHUS W IO JIMYHOMY COCTaBY OpTaHU3AIHii- TPEIIICCTBEHHUKOB
(pu UX HAJTMYUHN);

. JTUYHbBIE POHIBI BETYIUX PaOOTHUKOB AETCKOTO cajia (TIpU WX HATTUYHH);

. CIIy’)KeOHBIC U BEJIOMCTBCHHBIC U3JAHHUS;

. CIIPaBOYHO-TIOMCKOBBIE CPEICTBA K IOKYMEHTAM U yYETHBIC IOKYMEHTHI ApXUBa JETCKOTO Caja.

2.2. Cpoku XpaHEeHHS JOKYMEHTOB B apXHBE JIOIIKOJIHLHOTO 0O0pa30BaTENbHOIO YUYPEKICHUS
ONPEIETSAIOTCS COMIACHO CPOKaM, YKa3aHHBIM B YTBEP KJICHHOW HOMEHKIIAType Je.

3. 3anpauum apxua J[0Y
3.1. OCHOBHBIMHU 3a/Ia4aMK APXHMBA ABJISIOTCS:

. OpraHu3alus XpaHEeHUs JOKYMEHTOB, COCTAB KOTOPBIX MPEAYCMOTPEH pa3iesioM 2 HaCTOSIIETO
ITomoxxenus;

. KOMILJIEKTOBAaHHE apXHBa JOKYMEHTaMH, OOpa30BaBIIMMKCS B JACSITEIbHOCTH YUPEXKJICHUS,
OCYIIECTBIISIONIETO 00pa30BaTEIbHYIO ACITEIHHOCTD;

. yueT, o0ecrneueHrne COXpaHHOCTH, CO3JaHie HAyYHO-CIIPABOYHOTO allapara;

d HUCITIOJIB30BAHUC I[OKYMGHTOB, HaxXoAuxcsa Ha XpaHeHI/II/I B apXI/IBe I[OY,

. MOJTOTOBKA U CBOEBPEMEHHAas Iepeadya JoKyMeHToB ApxuBHoro ¢onna Poccuiickoit denepanuu
Ha TOCTOSTHHOE XPAHEHHE B TOCYIapCTBEHHBIN (MYHUIIUTIAIBHBIN) apXUB,;

. METOJIMYECKOEe PYKOBOJCTBO M KOHTpPOJb 3a (opMHpoBaHHMEM U OdOpMJIECHHEM el B

JICJIONPON3BOACTBE JETCKOrO caja M CBOEBPEMEHHOM Iepeladedl MX B apXuB JOLIKOJIBHOTO
00pa30BaTEeNIbLHOTO YUPEKICHHUS.

4. DyHKUMHU apxXuBa

B cooTBeTcTBHY € BO3/I0KEHHBIMU 3a7lauaMU apXUB OCYIIECTBISAET clAeAyonne GyHKIINN:

4.1. OpranusyeT npueM JOKYMEHTOB MOCTOSSHHOTO M BpeMeHHOro (cBbliiie 10 JeT) CpoKoB XpaHeHus,
B TOM 4YHMCJIE 10 KaJ[paM U BOCIIUTaHHUKaM, oOpa3oBaBIIuxcs B AestenbHocT JJOY, B cOOTBETCTBUU €
YTBEPKACHHBIM IpapKOM.

4.2. OGecnieunBaeT COXpPAaHHOCTh M BEJET YUET JOKYMEHTOB U (POHIOB, HAXOSAIINXCS HA XPAHCHUH B
apXuBe JOUIKOJBHOT0 00pa30BaTEIbHOIO YUPEKICHHUS.

4.3. TlpeacrapnsieT B TOCYIapCTBEHHBIN (MyHHIIMTIAIbHBIN) apXUB yYETHBIE CBEIEHUS 00 oObeme u
COCTaBe XpaHsAIMXCS B apXWBE JAETCKOro cajga JOKyMeHTOB ApxuBHOro ¢onna Poccuiickoii
®denepaluy U APYTUX apXUBHBIX JOKYMEHTOB B COOTBETCTBHUH C MOPSIIKOM IOCYJapCTBEHHOTO ydeTa
JTOKYMEHTOB ApxuBHoro ¢onaa Poccuiickoit deaepamnuu.

4.4. CucremaTu3upyeT M pa3MellaeT JOKYMEHTHI, IocTynarouue Ha xpaHeHue B apxuB IOV,
o0pa30BaBIINECS B XOJI€ OCYIIECTBICHUS JEATEIbHOCTH YUPEIKICHHUS.

4.5. Pa3pabarbiBaeT rpaduKH TNpEACTAaBICHUS ONHMCEH Ha PACCMOTPEHHE SKCIEPTHO-IIPOBEPOUHOM
KOMHCCUU U Tepelauyd JOKyMeHTOB ApxuBHOro ¢onna Poccuiickoit ®enepanuu Ha XpaHEHHE B
rocyAapCTBEHHBIN (MyHUIIMTIATIbHBIN) apXUB.

4.6. OcyIecTBiseT NOArOTOBKY U MPEJICTaBIISIET:

. Ha pacCMOTPEHUE M COIJlacoBaHUE H3KcnepTHOW komuccun JOY onmucu aen MmOCTOSTHHOTO
XpaHEHMs], BpEMEHHBIX (CBbIlIE 10 J1eT) CPOKOB XpaHEHHUsI, B TOM YHCJIE IO KaJApaM U BOCIUTaHHUKAM,
a TAaKXXE aKThl O BBIACICHUN K YHMUYTO)KCHHMIO APXUBHBIX JOKYMEHTOB, HE IOUICKALUIUX XPAHECHHIO,
aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEHCIIPABUMBIX TTOBPEXKICHUAX APXUBHBIX JOKYMEHTOB;

. Ha  YTBEPXKICHHE  DKCIIEPTHO-IPOBEPOYHOM  KOMHMCCHMHM  YIOJHOMOYEHHOIO  OpraHa
UCIIOJIHUTENLHON BiacTu cyobekTa Poccuiickoit denepanuu B chepe apxuBHoro Aena (mamee - DIIK
ApPXUBHOTO YYPEKJIEHHUs) ONUCH /1€ IOCTOSTHHOT'O XpaHEHUS;

. Ha cornacoBanue OIIK apxuBHOro yupexaeHuss cyOwbekta Poccuiickoiri @eneparnuu
(MyHMIIMIIAJILHOTO ApXMBA), B CIIy4ae HaJEJIEeHUs €ro COOTBETCTBYIOUIMMHU ITOJTHOMOYUSMH, OIUCH J1€]
10 JINYHOMY COCTaBY;

. Ha commacoBanue OIIK apxuBHOTO Yyupexknenus cyoOwekta Poccuiickoit dDeneparuu




(MyHULMMIATIBHOTO apXHBa), B CIy4yae HAJEJICHHS €ro COOTBETCTBYIOIIMMU MOJHOMOYMSIMH, aKThl 00
yTpaTe JOKYMEHTOB, aKThl O HEMCITPABUMBIX MMOBPEXKICHUIX apXUBHBIX TOKYMEHTOB;

. Ha yTBepxaeHue 3aBenyromemy JIOY omnucu Aen MOCTOSHHOIO XPaHEHHUs, OMHCH BPEMEHHBIX
(cBpimre 10 jeT) cpoKOB XpaHEHHS, B TOM YHCIIC OMHUCH JIeJ MO KaJpaM M BOCIHUTAaHHHKAM, aKThl O
BBIICICHUH K YHHUUYTOXXEHHUIO apXUBHBIX JOKYMEHTOB, HE MOJJICKAIIUX XPaHEHHIO, aKThl 00 yTpare
JOKYMEHTOB, aKThl O HEUCIPABUMBIX MOBPEKACHUAX AaPXUBHBIX JOKYMEHTOB, YTBEPKICHHBIC
(cornacoBannbie) OIIK wumm rocymapcTBEHHBIM apXMBOM cyObekTa Poccuiickoit ®Denepanuu
(MYHUIIUIIAJIBHBIM apXHWBOM) B CJIy4ae HaJIEJICHUS €r0 COOTBETCTBYIOIIMMHU MOJHOMOYHUSIMH.

4.7. OpranusyeT nepeaady 10KyMeHTOB ApxuBHoro ¢onmaa Poccuiickoit denepanuu Ha MOCTOSHHOE
XpaHEHUE B TOCYAapCTBEHHBIN (MyHUIIUIIAIbHBIN) apXUB.

4..8. Opranusyer 1 NpOBOAUT 3KCHEPTHU3Y LIEHHOCTU JOKYMEHTOB BpeMeHHBIX (cBbIme 10 siet) cpokos
XpaHCHHS, HaXOAIIMXCs Ha XxpaHeHuH B apxuBe JJOY B mensx oTéopa JOKYMEHTOB ISl BKIIFOUCHHS B
coctaB ApxuBHoro ¢onaa Poccuiickoit ®Denepanuu, a TakXke BBISBICHHS JIOKYMEHTOB, HE
MOUIeXKAIINUX JaJbHEUIIeMY XPaHEHHUIO.

4.9. YuacTtByeT B paboTe 3KCIEePTHOM KOMUCCUU JOIIKOIBFHOTO 00pa30BaTEIbHOIO YUPEKICHUS.

4.10. ITpoBOOUT MEPONPHUATHS IO OOECIEYEHUI0 COXPAHHOCTH JOKYMEHTOB, HaxXOIAIIUXCS Ha
xpanenuu B apxuse [JOVY.

4.11. Opranusyetr unpopmupoBaHue aaAMUHUCTpauuu u padotaukoB IOV o cocraBe u comepkaHuu
JIOKYMEHTOB apXHUBa YUPEKICHHUSI.

4.12. NudopmupyeT moip30BaTesield o BOMpOocaM MECTOHAX 0K ACHHS apXUBHBIX TOKYMEHTOB.

4.13. OpranusyeT BbIayy JOKYMEHTOB W J€ sl paboThl B YHUTAIBHOM 3ajie¢ WJIH BO BPEMEHHOE
MOJIb30BaHUE.

4.14. VicnonHsieT 3arpochl MOJIb30BaTeNel, BbIIa€T apXHUBHBIE KOTTMU IOKYMEHTOB, apXUBHBIC BBHITTUCKHU
U apXUBHBIC CIIPABKHU.

4.15. Beget y4eT ncnonb30BaHus JOKyMeHTOB apxuBa J[OVY.

4.16. Coznaet (hoHJ MOTB30BaHMS apXUBa JIETCKOTO cajla U OPraHU3yeT ero UCIOoIb30BaHue.

4.17. OcymecTBIISIET BEJICHUE CITPAaBOYHO-TTIOMCKOBBIX CPEJICTB K JOKyMeHTaMm apxuBa [JOVY.

4.18. Co3naer, MOMOJHSET U COBEPIICHCTBYET HAYYHO-CIIPABOYHBIN amnmapar K XpaHsIIKUMCs B apXHBe
Jienam M IOKYMEHTaM.

4.19. VuactByeT B pa3paboTKe [IOKYMEHTOB YUYpPEXKIEHHS II0 BOIpPOCAM AapXUBHOTO Jena u
JIeTIOTIPOU3BO/ICTBA.

4.20. Oka3pIBaeT METOIUYECKYIO TOMOIIb:

. cnyx6e nenonpousBojactBa JJOY B cocTaBieHMM HOMEHKJIATYphl [Je€d, (OPMUPOBAHUHU H
opopMIeHUU JeN, KOHTPOJHUPYET TMpPaBUIBHOCTH (opMupoBanuss u oQopmileHUs JAen B
JIeTIOTIPON3BO/ICTBE;

. CTPYKTYPHBIM MoJpa3aeneHusM u pabotaukam JI0Y B MOAroTOBKE TOKYMEHTOB K Mepeaade
B apXUB JIETCKOTO Cajia.

4.21. YyacTByeT B MPOBEACHUM MEPOIPHUATHIA MO MOBBINICHUIO KBaTU(UKAUU PaOOTHUKOB apXuBa U
CITY>OBI JIEJTOMPOU3BOJICTBA JIOMIKOJIBHOTO 00Pa30BaATEIHFHOTO YUPEKICHHUS.

5. IlpaBa apxuBa

JUis BBIMOJIHEHHSI BO3JI0KEHHBIX 3a/1a4 U (DYHKIIMHN JIMII0, OTBETCTBEHHOE 33 apXHB, UMEET MPABO:

5.1. IlpencraBasaTe 3aBeayIOIIEMY JOUIKOIbHBIM 00Opa30BaTEIbHBIM YUPEXKICHUEM MPEIOKEHUsS 10
COBEPILEHCTBOBAHUIO OPraHU3allMM XPaHEHUS, KOMIUJIEKTOBAHUS, yU€Ta U MCIOJIb30BAHUS apXUBHBIX
TIOKymMeHTOB B apxuBe J[OVY.

5.2. KOHTpOIMpOBAaTh BHINOJIHEHNUE YCTAHOBICHHBIX MPABUIJI PabOTHI C JIOKYMEHTaMHU B CTPYKTYPHBIX
MOJIPa3/IeNICHUSAX YUPEKIACHHUS.

5.3. 3ampammBarh OT CTPYKTYPHBIX HoJpazaeneHuil u padotuukoB JJOY cBeneHus, HeoOXOAUMBIE IS
paboThI apXuBa, ¢ y4eTOM OOECIeUeHUs BBIIIOJHEHNS BCEX BO3JIOKCHHBIX HA apXMB 3aJad U QyHKIHH.

5.4. JlaBaTh pa3bsCHEHHS W PEKOMEHJAlMM 0 BOMpOCAM, BXOISIIMM B KOMIIETEHLHIO apXuBa
JOIIIKOIBHOTO 00pa30BaTEIbHOTO YUPEIKICHHS.

5.5. NMHdopmupoBaTh CTPYKTYpHBIE TOJAPA3ACICHUS IETCKOTO caja O HEOOXOIWMOCTH Teperaadyu
JOKYMEHTOB B apXUB B COOTBETCTBHUH C YTBEPKICHHBIM T'pauKom.

5.6. [IpuHuMath ydyacthe B 3aceaHHSIX DKCIIEPTHON KOMUCCHUU YUYPEKIEHHUS, a TaKKe B HKCIEPTHO-
MPOBEPOYHON KOMHCCHUH yIOJTHOMOYEHHOTO OpraHa WCIOJTHHUTEIBHON BIacTU cyObekTa Poccuiickoi
®enepanuu B cepe apXUBHOTO Jea.



6. OTBeTCTBEHHOCTD 32 (DYHKIIMOHHUPOBAHNE APXHUBA
6.1. Ha3nauennoe mnpukaszom 3aBeaytomiero J[OY nuio, OTBETCTBEHHOE 3a BEJCHHME apXHBa, HECET
IIEPCOHAIBHYIO OTBETCTBEHHOCTH 3a:

. BBHITIOJTHCHUE BO3JIOKEHHBIX HAa apXWB 3alad U (YHKIUH B COOTBETCTBHH C JCUCTBYIOUINM
3aKoHoJaTenbcTBOM Poccuiickoit denepanvuy;
. OpTraHHU3aIMI0 PadOTHl apXHMBa, CBOEBPEMEHHOE M KBATH(HUIIMPOBAHHOE BHITIOJHEHHUE MPUKA30B,

pacrlopsDKeHUN, TMOPYYEHHM BBILIECTOSALIETO PYKOBOJACTBA, JIEHCTBYIOIIMX HOPMATHBHO-IIPABOBBIX
AKTOB TI0 CBOEMY IPOMUITIO ACSITETbHOCTH;

. panuoHanbHOe U 3((eKTHBHOE HCIONB30BAHUE MAaTEPUANBHBIX, (HMHAHCOBBIX M KaJIpOBBIX
pecypcos;

. COCTOSIHME TpPYAOBOM ¥ HCIOJHHUTEIBCKONW IMCIMIUIMHBI B apXUBE, BBHINOJHEHUE CBOUX
(YHKIMOHATBHBIX 00S3aHHOCTEIH;

. coOJIoIeHNE TIPaBUJ BHYTPEHHETO DPACHOpPSAKa, CAaHHUTAPHO-TIPOTHBOSIUIEMHYECKOTO PEXHMa,
IPOTHBONOXKAPHOW OE30MACHOCTH U TEXHUKH 0€301acHOCTH;

. BE/JICHHE  JOKYMEHTAllMH, NPEAYCMOTPEHHOH  JEHCTBYIOIIMMH  HOPMAaTHBHO-IIPABOBBHIMH
JOKYMEHTaMHU;

. IPEeIOCTaBJICHHE B YCTAHOBJICHHOM IOPSIKE JOCTOBEPHOM CTaTUCTUYECKOW W MHOM MH(OpMauu
0 JeSATEeILHOCTH apX1Ba;

. TOTOBHOCTPH apXHBa K paboTe B yCIOBUAX UYPE3BBIYANHBIX CUTYAIHI.

6.2. OTBeTCTBEHHbIC 3a BEJCHME JEJONPOU3BOJCTBA, MOJArOTOBKY M IPEJCTABICHHUE JOKYMEHTOB Ha
XpaHEHUE B apXuB, Ha3HauaroTcs 3apenytomum JOVY.

7. KoMIiekTOBaHHe apXxuBa

7.1. TlogroToBka JOKYMEHTOB K Mepegadye B apXUB JOLIKOJIHHOIO 00pa30BaTEIILHOTO YUPEKICHUS
BKJIIOUAET DKCIEPTU3Y HAyYHOH UM NPAKTHUUECKON IIEHHOCTH JOKYMEHTOB, OQOpMJIEHHE [,
COCTaBJICHUE OIUCH.

7.2. DKcrepTr3a IEHHOCTH JOKYMEHTOB:

. HKCIEepPTH3a LIEHHOCTU JJOKYMEHTOB — OIpe/esIeHUe [IeHHOCTU JJOKYMEHTOB C 1IeJIbl0 0TOopa ux
Ha XpaHEHHE U YCTAHOBJEHHE CPOKOB XpaHEHMs. ODKCHEPTU3Y LEHHOCTH JA0KymMeHToB B J[OVY
OCYILIECTBIISIET MOCTOSIHHO ACUCTBYIOLIAs KCIIEPTHAS KOMHUCCHS,

. DKCTIEpTHAsE KOMHUCCHUsSI Ha3zHadaeTcs mpukasom 3asenyitomero JJOY. B cocrtaB skcnepTHOM
KOMMCCUHM BKJIIOYAIOT HE MEHEE TpPeX COTPYIHUKOB, B TOM 4YHCJE€ B 00s3aTeIbHOM MOPSAAKE JIMILIO,
OTBETCTBEHHOE 3a BEJEHHUE apXxuBa JeTckoro caga. CekperapeM 3KCHEPTHOM KOMMCCHUU Ha3HAYaroT
cekperaps JIOY. DkcnepTHas KOMUCCHS HA 3aCElaHUAX pacCMaTpUBAeT: HOMEHKIIATYpy JEN JAETCKOro
€aJia, OIUCH JIeJl IOCTOSTHHOTO XPaHEHUs U 10 JINYHOMY COCTaBY, aKThl Ha JOKYMEHTHI, BBIJEIIIEMbIE K
YHUUTOKEHUIO.

7.3. OdopmiieHue aei:

. 0ena noCMosIHHO20 XpaneHus: TIOAILIUBAIOTCS B TBEPAYIO 00JI0KKY MPOYHBIMU HUTKaMU. JINCTHI
HYMEPYIOTCSI B IPAaBOM BEPXHEM YIJIy MPOCThIM KapaHziamoM. KoandecTBo JTUCTOB B KaXJIOM Jieye He
JOJDKHO npeBblmath 250. B koHIIE fien1a Ha OTAEIBHOM JIMCTE COCTABIISIETCS 3aBEPUTENbHAS HAIIUCH,

. Ha 00JI0XkKKE JIeJ1 TOCTOSSHHOTO XPaHEHHUS! I0JKHBI ObITh MPOCTABIIEHBI CIEAYIOIINE PEKBU3UTHI:
NOJTHOE HaMMEHOBaHHE BBILIECTOsIIEH opraHu3anuu, HaumeHoBanue JIOY, Homep (MHAEKC) Jiena 1o
HOMEHKJIaType, 3arojloBOK JieJla, KOJMYECTBO JHCTOB, CPOK XpaHEHUS WIM OTMETKAa «XPaHUTh
MIOCTOSIHHO», HOMep (pOH/a, ONTUCH, JeTIa;

. [0 OKOHYaHUM JEJIONPOM3BOACTBEHHOIO rojia B OQOpPMIIEHHbIE OOJOXKKHU i€ MOCTOSHHOTO
XpaHEHHUs BHOCATCS HEOOXOIMMbIE YTOUHEHMs: B 3aroJIOBKU JI€Jd, COIEPIKALIMX PacHopsIuTeNbHbIe
JOKYMEHTHI (MpUKa3bl, MPOTOKOJBI), BHOCSTCS HOMEpa; €ClHU JIeJI0 C MEpPenucKOM COCTOUT W3
HECKOJIbKMX TOMOB, B KQ)KJIOM TOME YKa3bIBAa€TCsl KOPPECIIOHJEHT, aBTOP, TEPPUTOPUS, APYTUE JaHHbIE.
B kaxxnoMm Tome ykasbiBaeTcs JaTa (4HCIIO, MECsAILl, TOJ]) Hayalla U OKOHYaHHS JaHHOTO ToMa. TodHbIe
JaThl TPOCTABIAIOTCA Ha OOJIOKKAaxX st OBICTPOro IMOHMCKAa JOKYMEHTOB B IMOCJTEIYIOUIEM; U3
3aBEpUTENILHOMN HA/IIIMCU Ha 00JIOKKY JieJia BRBIHOCUTCS! KOJIMYECTBO JIMCTOB B JIETIE;

. Ha/MUCH Ha 00JI0XKKaX JeJ IOCTOSHHOTO U JIOJITOBPEMEHHOTO XpaHEHHs CIeIyeT POU3BOIUTh
YEeTKO, CBETOCTOMKUMHU YEpHUIIAMH;

. JUIs ydeTa KOJMYecTBa JIUCTOB B Jele W (uKcauu OCOOEHHOCTeH HMX HyMmepaluud Ha
OTJIEIbHOM JIUCTE COCTABIISIETCS 3aBEPUTEIbHAS HA/IIIUCH;

. B 3aBEPUTEJILHOM HAAMUCH YKA3bIBAECTCS KOJUYECTBO JIUCTOB (IIM(paMH U MPOMHUCKHIO) B JEIe.
3aBepuTeNnbHAs HAANUCH TMOIMUCHIBAETCS COCTABUTENIEM C YKa3aHHEM €ro JOJDKHOCTH U JIaThl




COCTaBJICHMS,

. BHYTPEHHSISI OITUCh COCTABJISIETCS K JielaM MOCTOSIHHOTO U JoJiroBpeMeHHoro (cBbiiie 10 jer)
CpoKa XpaHeHHs, CHOPMHUPOBAHHBIM IO PA3HOBUIAHOCTAM JOKYMEHTOB, 3arojIOBKHM KOTOPBIX HE
PacKpBIBAIOT KOHKPETHOE COJIePKaHUEe JOKYMEHTOB (0CO00 IEHHBIC, JIMYHBIC JeNIa U Ap.).

7.4, Onucanye JOKYMEHTOB IOCTOSHHOI'O CPOKA XPAHEHHS

. OIUCU COCTABJLIOTCSA PA3NENbHO Ha Jeda IOCTOSHHOIO XPAaHEHHA II0 OCHOBHOM
JeSITeIbHOCTH U Ha JieJia 110 IMYHOMY COCTaBY;

. OIUCH COCTABISAIOTCS JEJIONPOU3BOAUTEIEM;

. OIUCh BEJIETCS B €AMHOM BaJIOBOM HyMepaluy B TEUEHHE HECKOJIbKUX JIET;

. Ha JIeJ1a C UCTEKIIUM CPOKOM XPAaHEHHUsI COCTABIIACTCS aKT 00 YHUUTOKEHHH,

. 10 OKOHYAHHUHM JIeJ0NPOU3BOJACTBEHHOr0 roja B JJOY npousBoautcs oT00p JOKYMEHTOB

IIOCTOSIHHOT'O CPOKAa XpPAHEHWs AJI BKJIIOYEHHUS UX B OoNUCh. ONUCh COCTOMT M3 TOJOBBIX pa3JIENoB,
BHYTPU rojJia Jiela pacloyiaralorcs Mo CTENeHM 3HAYMMOCTH C y4e€TOM HOMMHAJIBHOIO NpHHLHMINA (B
COOTBETCTBUH C HOMCHKJIATYPOH YUPEIKICHHUS);

® OIMMUCHU COCTABJIAKOTCA PA3ACJIbHO Ha [J€Ja IOCTOAHHOI'O XpPaHCHHUA II0 OCHOBHOU
JACATCIIBHOCTH U Ha J€JIa 110 JIMYHOMY COCTaBY,
® OIIMCHU COCTABIIAIOTCA CCKPETAPCM.

7.5. /lena epemennoco xpanenus oOPMIISIOTCS YIPOIICHHO: OHM HE MOJIIMBAIOTCS, JIUCTHI B HUX HE
HYMEpYIOTCS, YTOUYHEHHE Ha O0JIO)KKaX HE€ MPOM3BOAUTCS, ONUCU HA JeJla HE COCTaBISIOTCA, y4YeT
BEJIETCSI 10 HOMEHKJIAType JIe.

8. Ycii0BuSI XpaHeHUs JOKYMEHTOB B apXuBe

8.1. JIOKyMEHTBI apXUBa XPaHATCS B apXUBOXPAHWIUIIE JOIIKOIBLHOTO 00pa30BaTEeIbHOTO YUPEIKICHHS.
8.2. He momyckaercst pa3MeliecHUEe apXHuBa B TIOJIBAIBHBIX M YePAAYHBIX TOMEIICHUAX JIETCKOTO Cajia.

8.3. ApXWBOXpAaHWIHIIE JODKHO OBITh YIAJICHO OT JIA0OPATOPHBIX, IMPOHM3BOJICTBEHHBIX, OBITOBBIX
NOMEIIEHUH U He UMETh OOLIMX C HUMHU BEHTWIILIMOHHBIX KaHAJOB. APXMBOXPAHWIMIIE OTAESAETCS OT
COCE/IHUX MTOMEUICHUH HEeCTOPaeMBbIMU CTEHAMHU M TIEPEKPBITUSIMH C MpPeIelaMi OTHECTOHKOCTH HE MEHee
JIByX 4acoB. B apXuBOXpaHWIHIIE HE JOIyCKaeTcs MPOKJIaaka TpyO BOAOCHAOXKEHMS M KaHAJIU3aIUH,
TEXHOJIOTUYIECKUE MU OBITOBBIE BHIBOJIBI BOJIBI.

8.4. ApXMBOXpaHWJMIIE JIOJDKHO HMETh €CTECTBEHHYIO MJIM HCKYCCTBEHHYIO  BEHTWJIALMUIO,
00€CTIeYMBAIOIIYIO PEIMPKYIISIIUIO BO3IyXa, CTAOMIBHOCTh TEMIIEPATYPHO-BIQ)KHOCTHOTO PEKUMA.

8.5. Bee nocrynatonue B apxuB JIOY JOKyMEHTBI pa3MeNIaloTCs B apXUBOXPAHUIIMILAX HA CTAllMOHAPHBIX
W/WITN TIEPEIBIKHBIX METAJUIMYECKHUX CTEJUIaKaX, B METAUNTHIECKUX MIKadaxX WM KOHTeHHepax.

8.6. Crennaxxu JOJKHBI OBITh YCTaHOBJIEHBI MEPIEHAMKYISIPHO CTEHAM C OKOHHBIMHU NpOeMaMH, a B
NOMEIIEHNU 03 OKOH - C Y4eToM OCOOEHHOCTEeHl mnomemieHuss W obopynoBanus. He nomyckaercs
pa3MelleHHe CTeJulaXel BIUIOTHYIO K Hapy>KHbIM CT€HaM 3/1aHUS M K HCTOYHHMKAM TerIa.

8.7. PaccraHoBKa cTe/urakeii W IKaQOB OCYIIECTBISETCS B COOTBETCTBHHM CO  CIEIYIOIIUMHU
TpeOOBaHUSIMU:

. paccTosiHuE MEXIY PSAaMHU cTesiaxei (raBHbl npoxona) — He MeHee 120 cwm;

. paccTosiHuE (IPOX01) MEXKIY CTEIIaXKaMH — HE MeHee 75 cM;

. paccTosiHue MEeXly Hapy»KHOW CTEHOW 371aHUS U CTeJUIaKaMH, MapajyieIbHbIMU CTEHE — HE MeHee 75
cM;

. paccTosiHUuE MEXy CTEHOM U TOPLIOM cTesiaxa Uil mkada (006xon) — He MeHee 45 cM;

. paccTosiHuEe MEXAY MOJIOM M HMKHEH MOJKOW creiaxa (mkada) — He MeHee 15 cM, B LIOKOJIbHBIX

sTaxkax — He MeHee 30 cM.

8.8. [IpoTHBOIOKAPHBIA PEKUM B apXUBOXpAaHWIUINAX, I1e pa3mentaercs apxus J{OY, ycranaBiuBaercs B
cooTBeTcTBUH ¢ [IpaBunamu npotuBonoxapHoro pexuma B Poccuiickoit @eneparuu ot 16 centsops 2020
roga Nel479.

8.9. ApXuBHBIE TOKYMEHTHI CIIEAYET XPAaHUTh B TEMHOTE.

8.10. 3ammuTa JOKYMEHTOB OT ACWCTBUS CBETa OOECHEUMBACTCS XPAaHEHHWEM TOKYMEHTOB B KOPOOKax,
nankax ¥ nepervierax, B mkadax uig Ha CTe/ulaXax 3aKpbITOro THIIA.

8.11. YpoBeHb HCKYCCTBEHHOTO OCBEIICHHSI B KHUTOXPAaHHIIUINAX JOJKEH coCTaBIATh He MeHee 100 rokc.
8.12. B apxuBOXpaHWIHUIE JUIsl XPAaHEHUs JIOKYMEHTOB YCTAHABIMBAIOTCS CIEAYIONIME IapaMeTpbl
TEMIEPATYPHO-BJIAXKHOCTHOTO peXUMa:

. JUIS XpaHEHUs JOKYMEHTOB Ha OyMakHOM HocutTene — Temmeparypa 17-19°C, oTtHocutenbHas
BJIQXKHOCTh Bo3ayxa — 50-55%.

8.13. TlomemieHus apxuBa [JOLIKOJBHOIO OOpPa30BaTEIbHOIO YUPEXKICHHsSI MOJDKHBI COJEpXkKaTbcsi B




YUCTOTEC, B YCIOBUAX, HCKITIOYAIOIMIUX BO3MOXXHOCTD IMOABJICHUS IMJIICCCHU, HACCKOMBIX, ITBLIH.

9. 3ak0unTeIbHbIE M0JI0KEHUS

9.1. Hacrosimmee I[TonmosxkeHne 06 apXuBe SIBIISICTCS JIOKATLHBIM HOPMATHBHBIM aKTOM, MIPUHUMAETCS Ha
OO6mmem cobpannu pabOTHHKOB JIOIIKOJIBHOTO 00Pa30BaTEIBHOTO YUPEXKACHUS U yTBepxkaaeTcs (Jinbo
BBOJIMTCSA B JiekicTBHE) 3aBeayronmm JJOY.

9.2. Bce nu3meHneHus 1 JOMOJIHEHU, BHOCUMbIE B HacTosiee [lonoxxenue, opopmMIIsitoTcsi B MMCbMEHHOMN
dbopMe B COOTBETCTBHUH JICHCTBYIOIIUM 3aKOHOAATEILCTBOM Poccuiickoit deneparuu.

9.3. Ilonoxxenue 06 apxuBe JJOY nmpuHuMaeTcs Ha HeonpeaeIeHHbIN CpoK. I3MeHeHUs U TONOJIHEHUS K
[TooxeHnI0 MPUHUMAIOTCS B TIOPsAKE, peaycMoTpeHHoM 11.9. 1. Hactosmiero [Tonoxenus.

9.4. Ilocne npunsaTus [lonoxxenus (UM U3MEHEHUN U JOMOJHEHUN OTAEIbHBIX IMYHKTOB U Pa3/IelioB) B
HOBOU peJlakIIuy MpeIbIAyIIas pelakius aBTOMAaTUYECKU YTPAuMBaeT CUITY.
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