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1. O0mue moJI0KeHUS

1.1. Hactosuee IloJio:xkenne 06 apxuse MIOY — nerckmii cax c¢. bBackaroBka MapkcoBckoro
paiiona CapaToBckoii 06s1acTH pa3paboTaHo Ha OCHOBaHUM [IpuMepHOro nosjoxeHus 06 apxuse
OpraHu3aly, yTBepKaeHHoro mnpukazom dDenepanbHoro apxuBHOro areHtcrBa Ne 42 or 11
anpens 2018 rona ¢ usmenenusimu Ha 9 mast 2021 mas, B cooTBeTcTBUM ¢ DeiepabHBIM 3aKOHOM
Ne 273-®3 o1 29.12.2012 rona «O0 obpazoBanuu B Poccuiickoil denepanum» B peAakiyuu ot 25
utonst 2022 rona, Ipukazom Munkynstypel Poccun ot 31.03.2015 Ne 526 "O6 yTBepxaeHuu
IpaBWJI OpraHU3allMy XpaHEHMs, KOMIUJICKTOBaHMsS, y4e€Ta W HCIHOJb30BaHUS JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit ®enepauuu M APYruxX apxXUBHBIX JOKYMEHTOB B OpraHax
roCy/1IapCTBEHHOW BJIACTH, OpPraHax MECTHOrO CaMOYIpaBieHHs M opranusanusx”, YcraBom
JIOLIKOJIBHOTO 00pa3oBaTeNBLHOIO YUPEXKIEHUS.
1.2. Hannoe [lonoowcenue 06 apxuse M/[OY — oemckuii cad c. backamoexka Mapkcoseckozo paiiona
Capamoeckoii obnracmu OnpenenseT cocTaB JOKYMEHTOB apXuBa JIETCKOTO caja U YCIOBHS HUX
XpaHEHHUs, YCTaHABIMBAET 3a/Jayd, Ha3HAYeHHWEe U (QYHKUUM apxuBa, pPETIAMEHTHPYET
NeSITeIbHOCTh JIMI, OTBETCTBEHHBIX 3a BEIEHHE apXuBa B JIOIIKOJIBHOM 00pa30BaTEIbHOM
YUPEXKJICHUU.

1.3. B cBoell nesaTenbHOCTH apXxuB pykoBoacTByercss ®denepanbHbiM 3akoHOM Ne 125-@3 or
22.10.2004 roga «O6 apxuBHOM jene B Poccuiickoit denepanumn» ¢ n3aMeHeHUsIMA Ha 11 uroHs
2021 rona, HOpMaTUBHBIMH ITPaBOBBIMU akTamu Poccuiickoii @eneparuu, cyobekra Poccuiickoit
®enepaiuu B cepe apXUBHOTO Jieja U JeJIONPOU3BOCTBA, IOKATbHBIMU HOPMAaTUBHBIMHU aKTaMU
JIOLIKOJIBHOTO 00pa3oBaTEeNHLHOIO YUPEXKIEHUS.
1.4. Hoxymentst JIOY, wuMmeromme HUCTOPUYECKOE, KYJIbTYpPHOE, HAYYHOE, COLHUAIBHOE,
HKOHOMHYECKOE U TOJUTUYECKOE 3HAYEHHE, COCTABIISIIOT FOCYAAPCTBEHHYIO 4acTb ApPXHUBHOTO
donna Poccuiickoit denepannu, SBIAIOTCS COOCTBEHHOCTBIO TOCYIAapCTBa U  IOIJIEkKAT
IIOCTOSIHHOMY XPaHEHUIO B FOCYAapCTBEHHBIX apxuBax Poccuiickoit @enepanuu. Jlo nepenayun Ha
rOCy/IapCTBEHHOE XpaHEHHWE JaHHble JOKYMEHTbI BPEMEHHO XpaHATCA B JIOMIKOJIbHOM
00pa30BaTENILHOM YUPEXKACHUH.

1.5. B JIOY nns xpanenuss AokyMeHTOB ApxuBHoro ¢onnga Poccuiickoit ®Penepauuu u
3aKOHUYEHHBIX JEJIONPOU3BOACTBOM JOKYMEHTOB IIPAKTUYECKOI0 Ha3HAYEHUS, UX 0TOOpa, ydera,
WCIIOJIb30BAaHUS M IMOATOTOBKM K I€pelade Ha rOCyJapCTBEHHOE XPAaHCHHE CO3JIA€TCsl apXUB.
1.6. ApxuB co3JaeTcsi Kak CaMOCTOSITEIbHOE TMOJApa3/IeNieHue, BO3IJIABISEMOE JIUILIOM,
OTBCTCTBEHHBIM 33 BEJCHHE apXMWBa COIVIACHO TIPUKA3y 3aBEAYIOLIErO JOLIKOJIbHBIM



00pa3oBaTeNbHBIM YUPEKIACHUEM.
1.7. YupexaeHue JOUIKOJIbHOro 00pa3oBaHus 00eceunBaeT apXuB HE0OXOAUMBIM ITIOMELIEHUEM,
000py1I0BaHHEM u KaJipaMu.
1.8. JlomkonabHOe 00pa30BaTENbHOE YUpPEXKIEHUE O00ecleYuBaeT COXPAaHHOCTb, y4deT, OTOop,
YIOPAI0YCHHE W HCIOJb30BaHHWE HOKYMEHTOB ApxuBHOro ¢onma Poccuiickoit deneparym,
00pa3yIoLIMXCs B €ro AearenbHocTH. O0ecneunBaeT CBOEBPEMEHHYIO Ilepejady 3TUX JOKYMEHTOB

Ha roCy/1apCTBEHHOE XpaHEHHUeE.
1.9. Bce paboThl, CBsi3aHHBIE C IMOJATOTOBKOM, TPAHCIIOPTUPOBKON M Tepemadeil apXHUBHBIX
JIOKYMEHTOB, MIPOU3BOISATCS CUJIaMH u 3a cuer JETCKOTO caza.

1.10. 3a yrpaty u nopuy nokymeHTOoB ApxuBHOro ponma Poccuiickoit denepaiiuu J0IKHOCTHBIC
muna JIOY HecyT OTBETCTBEHHOCTh B COOTBETCTBUHU C JCHCTBYIOIIMM 3aKOHOJATEIbCTBOM.
1.11. ApxuB pgerckoro caaa pabOTaeT COIJacHO IUIaHy, YTBEPKAAEMOMY 3aBEAYIOLINM
JIOIITKOTBHBIM 00Pa30BAaTEIBbHBIM YUPEIKICHUEM M OTUYHUTHIBACTCS MEpPe] HUM B CBOCH paboTe.
1.12. KoHTponb nedaTebHOCTH apXuBa ocyiecTBisieT 3apeaytonuii JIOY, a B ero oTcyrcTBUu —
WCIIOJTHSIOIIUN 00s13aHHOCTH 3aBEIYIOIIETO.

2. CocTaB JOKYMEHTOB apXHBa JETCKOro cajia

2.1. B apxuB JIOY mnocrynaroT:

e 3aKOHYEHHBIC JICJIONPOU3BOACTBOM YUPEKICHUS JOKYMEHTHI IIOCTOSSHHOTO XpaHEHHS,
00pa3oBaBIIMECs B JEATEILHOCTH CTPYKTYPHBIX MOJApA3ENeHUN, JOKYMEHTHl BPEMEHHOIO
(cBbie 10 5ieT) cpoka XxpaHeHUsl, HEOOXOAUMBbIE B IPAKTHUECKON NEATEIbHOCTH, JOKYMEHTHI
0 KaJpaMm 1 BOCTIMTAHHUKAM;

e JIOKYMEHTBI IOCTOSIHHOT'O XPaHEHHUS U 110 JINYHOMY COCTaBY OpraHU3aluii- MPeAIlIeCTBEHHUKOB
(Ipu UX HANUYUK);

e nuYHbBIE (POHJIBI BEIYIIUX PAOOTHUKOB AETCKOTO caja (IpU UX HATTUYHHN);

e CIy)KeOHbBIC ¥ BEIOMCTBECHHBIC U3/IAHUS;

e CIPABOYHO-TIOMCKOBBIE CPEJICTBA K JOKYMEHTAM M YYETHbIE JOKYMEHThl ApXHBa JETCKOTO
caja.

2.2. Cpoku XpaHEHHUS JOKYMEHTOB B apXHBE AOIIKOILHOTO O00pa30BaTENbHOTO YUPEKICHUS
OTIPEIETISIIOTCS COTJIACHO CPOKaM, YKa3aHHBIM B YTBEPKJICHHOM HOMEHKIIATYpe JeJ.

3. 3agauu apxusa I0Y

3.1. OCHOBHBIMH 33JI1a9aMH APXHBA SIBJISTFOTCSL:

e  OpraHu3alMs XpaHEHUs JOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH pa3eiaoM 2 HACTOSLIETO
ITonoxenus;

e KOMIUIEKTOBAaHUE apXHWBa JOKYMEHTaMH, OOpa30BaBIIMMHUCA B ACSATEILHOCTH YUPEXKICHUS,
OCYIIECTBIISIONIETO 00Pa30BaTEIbHYIO JICSITEIILHOCTD;

e yder, o0ecredyeHrne COXpaHHOCTH, CO3JJaHie HAyYHO-CIIPAaBOYHOTO almapara;

e HCIOJIb30BAaHME JOKYMEHTOB, HAXOIAIIMXCA HA XpaHeHUH B apxuse JJOVY;

e TMOATOTOBKAa W CBOEBPEMEHHAasl Tiepenada JOKyMeHTOB ApxuBHoro ¢Gonma Poccuiickoit
®denepalii Ha MOCTOSHHOE XpaHEHUE B TOCYAapCTBEHHBIN (MyHULIUIIAIbHBIN) apXUB;

e METOJMYECKOE PYKOBOJCTBO M KOHTPOJh 3a (GOpMUpPOBaHHEM U OQOpMIICHHEM Jel B
JIETIOTIPOM3BOJICTBE JETCKOTO Cajla M CBOCBPEMEHHOW Mepefavyeil uxX B apXWB JIOMIKOJIHHOTO
00pa30BaTENLHOTO YUPEIKICHHUS.

4. DyHKUMHU apXuBa

B COOTBeTCTBUU ¢ BO3JOXKEHHBIMU 3a/1a4aMHU apXHWB OCYIIECTBISET CIeAyIoue (QYyHKIIUU:
4.1. Opranusyer MmpueM JIOKYMEHTOB IOCTOSHHOTO M BpeMeHHOro (cBbime 10 jeT) cpokos
XpaHeHUs1, B TOM YHCIIE 10 KaJpaM U BOCIIUTaHHUKaM, 00pa3oBaBIIuxcs B aedarenbHoctd JIOY, B

COOTBETCTBUU C YTBEPKICHHBIM rpaduKoM.
4.2. ObecnieunBaeT COXPAaHHOCTh M BEAET Y4YeT JOKYMEHTOB M (OHJOB, HAXOIAIIUXCA Ha
XpaHEeHUHU B apXuBe JIOIIKOJIBHOTO 00pa30BaTebHOTO YUpEKACHUS.

4.3. TlpencTaBisieT B rocy1apcTBEHHBIN (MyHULIMNIAIBHBIN) apXUB YUETHBIE CBEJIeHU 00 00beMe
M COCTaBE XPaHAIIUXCS B apXHBE JIETCKOTO caja JOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoi
®denepaliii U APYruX apXUBHBIX JOKYMEHTOB B COOTBETCTBUM C MOPSAJKOM I'OCYJapCTBEHHOIO



ydera JOKYMEHTOB ApXHUBHOIO donna Poccuiickoit ®denepanuu.
4.4. CucremMaTu3UpyeT U pa3MEIIAeT JOKYMEHTHI, MTOCTyNarolue Ha xpaHenue B apxus OV,
o0pa3oBaBLIMECS B xoJe OCYILIECTBIICHUS JESTEIbHOCTH YUPEXKIEHUS.
4.5. PazpabarbiBaeT rpaduky MpeICTaBICHUS ONKUCEN Ha pACCMOTPEHHE IKCIIEPTHO-TIPOBEPOUHOMN
KOMHCCHH U TNiepeaadd JOKyMeHToB ApxuBHoro (onna Poccuiickoit deneparyu Ha XpaHeHHE B
roCyJapCTBEHHBII (MyHULIUTIATBHBIN) apXuB.
4.6. OcyniecTBIsIeT HOATOTOBKY M IPEICTABIISACT:
Ha PAcCMOTPEHUE U corjacoBaHue 3KcnepTHo komuccuu JJOY onucu aen mOCTOSHHOTO
XpaHEHUus, BpeMeHHBIX (cBbimie 10 JIeT) CPOKOB XpaHEHHUs, B TOM 4YHCIE IO KaapaM MU
BOCIIMTAHHUKAM, a TAKXE AKThl O BBIJACICHHH K YHUUYTOKEHHMIO apXHUBHBIX JOKYMEHTOB, HE
MOJUIeKAIINX XPAHEHUIO, aKThI 00 yTpaTe TOKYMEHTOB, aKThl O HEUCIIPABUMBIX MTOBPEKICHHUIX
apXMBHBIX JOKYMEHTOB;
Ha  YTBEPXKJECHHUE  OSKCIIEPTHO-IIPOBEPOYHOM  KOMMCCHUU  YIOJIHOMOYEHHOIO  OpraHa
UCIIOTHUTENIbHOM BiiacTu cyobekTa Poccuiickoit @eaepanuu B cepe apxXuBHOTO Jeia (fanee -
OIIK apXUBHOTO yUpeKI€HUs) OIUCH /1] [IOCTOSIHHOT'O XPaHEHMUS;
Ha coriacoBanue OIIK apxuBHOoro yupexaeHus cyobekra Poccuiickoit ®enepanuu
(MyHUIIMIIAJILHOTO apXuBa), B CIy4yae HaJEJEHMs] €r0 COOTBETCTBYIOUIMMH MOJIHOMOYMSIMH,
OIIUCH JIeJI 110 JINYHOMY COCTaBY;
Ha cornacoBanue OIIK apxuBHoro yupexuaenusi cyobekta Poccuiickoit ®Denepanun
(MyHUIIMIIAIBHOTO apXuBa), B CIy4yae HAJIEJICHHs] €r0 COOTBETCTBYIOUIMMH MOJTHOMOYHSIMH,
aKThI 00 yTpaTe TOKYMEHTOB, aKThl O HEMCIIPABUMBIX TIOBPEKICHUSIX aPXUBHBIX IOKYMEHTOB;
Ha yTBepxkAcHHE 3aBenyromeMy JIOY onucu nen NOCTOSHHOIO XpaHEHUs, ONMCH BPEMEHHBIX
(cBblmie 10 s1eT) CpOKOB XpaHEHUs1, B TOM YHUCIIE ONKCH JIEJ 110 Ka/ipaM U BOCIIUTAHHUKAM, aKThl
O BBIJICJICHUH K YHUUYTOXKEHUIO apXUBHBIX JOKYMEHTOB, HE MOJIEKAIIUX XPAHEHHUIO, aKThI 00
yTpaTe JAOKYMEHTOB, aKThl O HEHCIPAaBUMBIX MOBPEXACHUSIX apPXHUBHBIX JIOKYMEHTOB,
yTBepkaeHHbIe (coriacoBaHHble) DIIK mnu rocynapcTBeHHBIM apxuBOM cyObekTa Poccuiickoit
Qenepany  (MyHULIUIAIBHBIM apXHWBOM) B CIydyae HAJEJIEHUs €ro COOTBETCTBYIOIIMMU
MIOJIHOMOYHSIMHU.
4.7. Opranusyer mnepemady AokymMeHTOB ApxuBHoro ¢onma Poccuiickoit ®denepanuu Ha
IIOCTOSIHHOE XpaHeHue B roCyJ1apCTBEHHBIN (MyHMLIMTIAIBHBIH) apXuB.
4.8. OpranusyeT ¥ MPOBOAMT KCHEPTU3Y LIEHHOCTU JOKYMEHTOB BpeMeHHBbIX (cBbliie 10 ser)
CPOKOB XpaHEHUs, HaXoAIUXCcsl Ha XpaHeHuH B apxuBe JIOY B nensx ot0opa JOKYMEHTOB /s
BKJIFOYEHHUS! B cocTaB ApxuBHOTO (onma Poccuiickoit @Dexepamnuu, a TakKe BBISIBICHUS
JIOKYMEHTOB, HE HOJUIEKALUX JAJIbHEHIIEMY XPaHEHHUIO.
4.9. YyactByeT B paboTe 3KCHEPTHON KOMHCCHH JIOIIKOJIBLHOTO 00pa30BaTEIbHOIO YUPEKICHUS.
4.10. TIpoBoaUT MepONpUATHUS 1O 0OECHEUEHUIO COXPAHHOCTH JTOKYMEHTOB, HAaXOASIIUXCS Ha

XpaHEHUH B apxuBe JOV.
4.11. Opranuzyer uHPOpPMHpPOBaHUE agMHUHHUCTpauuud u padotHukoB JIOY o cocraBe u
COJIEpKAHUU JOKYMEHTOB apxuBa YUPEXKICHUS.

4.12. Undopmupyet mnosb3oBaTeneil Mo BOIMPOCAM MECTOHAXOXICHUS apXUBHBIX JOKYMEHTOB.
4.13. Opraau3yeT BbI1avy JOKYMEHTOB U JIeJ JJis1 pa0O0THl B YMUTAIILHOM 3aJI€ HJIA BO BPEMEHHOE
I10JIb30BaHUE.

4.14. VcnonHseT 3anpochl NOJIb30BATENEH, BBIJAET apXHWBHBIE KOMHMH JIOKYMEHTOB, apXHWBHBIE
BBIIIMCKHU " apXUBHBIE CIIPaBKH.
4.15. Bener y4der HCIIOIb30BAHUS JIOKYMEHTOB apxuBa JOV.
4.16. Co3maer ¢GoHJ MOJIB30BAaHUS apXWBa JETCKOTO Caja M OPraHMU3yeT €ro HCIOJIb30BaHHeE.
4.17. OcymecTBiasieT BEIECHUE CIPABOYHO-TIOMCKOBBIX CPEACTB K JOKyMeHTam apxuBa J[OY.
4.18. Co3gaer, MONOJHAET U COBEPLIEHCTBYET HAyYHO-CIPABOYHBIN anmapar K XpaHsALIIMMCs B

apxuBe nenam u JOKYMEHTaM.
4.19. VYuacTtByeT B pa3paboTKe IOKYMEHTOB YUPEXKICHHS MO BONPOCAM apXUBHOIO Jeia H
JIeJIONIPOU3BOICTBA.

4.20. Oka3bplBaeT METOIUYECKYIO HOMOIIb:




cnyx0e nmenompousBoactBa JJOY B cocTaBieHWHM HOMEHKIATYPHI 1ed, (OPMUPOBAHUU H
opOopMIICHUH [, KOHTPOJHUPYET NPaBUIBLHOCTh (OPMUPOBAHUS M OQPOPMIICHUS JAEN B
JIeJIONIPOU3BO/ICTBE;
CTPYKTYPHBIM MOJpa3aenacHusM 1 pabotHukam JJOY B moAroToBke TOKyMEHTOB K Iepeaaye B
apXuB JIETCKOTO caja.
4.21. Y4yacTtByeT B NPOBEACHWHU MEPONPUSITHI IO TOBBIIICHUIO KBATH(PUKAINK PaOOTHUKOB
apxuBa U CIIY>KOBI IeTIONPON3BOJICTBA TOLIKOJIBLHOTO 00Pa30BaTEIbHOTO YUPEKACHUSI.
5. IlpaBa apxuBa
JLyist BEINOJTHEHWS BO3JIOXKEHHBIX 337129 U ()YHKIIHIA JIWII0, OTBETCTBEHHOE 33 apXUB, MMEET IPaBO:
5.1. [IpencraBiasaTh 3aBeAYIOLIEMY AOUIKOJIBHBIM 00pa30BaTEIbHBIM YUPEKACHUEM PEIOKECHHS
M0 COBEPIICHCTBOBAHUIO OpPraHU3AlMM XPAHEHUS, KOMIUJICKTOBAHUS, yuye€Ta M HUCIOJIb30BAHUSA

ApXUBHBIX JIOKYMEHTOB B apXxuBe JOYVY.
5.2. KoHTponupoBaTh BBINIOJHEHUE YCTAHOBJICHHBIX MpaBWI pPAabOTHl C JOKYMEHTaMH B
CTPYKTYPHBIX MO/Ipa3ICICHUAX YUPEKICHUS.

5.3. 3ampammBaTh OT CTPYKTYpPHBIX mojpasneneHuii u pabotnukoB JIOY cBenenws,
HeoOXoauMbIe JIIsl pabOTHl apXHBa, C Y4ETOM OOECIeueHHs BBITIOJHEHHS BCEX BO3JOKEHHBIX Ha
apxuB 3a1a4y U GyHKIHH.
5.4. laBaTh pa3bsCHEHUS U PEKOMEHAALMM IO BOIPOCAM, BXOJSALIMM B KOMIIETEHLIMIO apXHBa
JIOIIKOJIBHOTO 00pa3oBaTENHLHOTO YUPEXKICHUS.
5.5. MadopmupoBaTh CTPYKTYpHBIE TOIpa3AeIeHUs] JETCKOrO cajla 0 HEOOXOUMOCTH MepeIadn
JIOKYMEHTOB B apxuB B COOTBETCTBUU C YTBEPKIEHHBIM rpaduKoM.
5.6. IlpuHuMarh yyacTM€ B 3aCENaHUSIX DSKCIEPTHOW KOMHUCCUU YUPEKICHHUSA, a TaKXKe B
HKCIEPTHO-IIPOBEPOYHON KOMHCCHUM YIIOJHOMOYEHHOTO OpraHa HCIHOJHUTENbHOM BllacTu
cyonekTa Poccuiickoit @enepannu B chepe apXUBHOTO Jea.
6. OTBeTCTBEHHOCTD 32 (PYHKIIMOHUPOBAHUE APXHBA
6.1. Haznauennoe npukasom 3aseaytouiero J1OY nuio, OTBETCTBEHHOE 3a BEACHUE apXUBa, HECET
NEPCOHAIbHYIO OTBETCTBEHHOCTD 3a:
BBITTOJIHEHNE BO3JIOKEHHBIX Ha apXuB 3aJad U (YHKUUNA B COOTBETCTBUM C JEHCTBYIOIIUM
3aKkoHoAarenbcTBOM Poccniickoit denepanuu;
OpraHu3aluio paboThl apX1Ba, CBOEBPEMEHHOE U KBATM(UIIMPOBAHHOE BBHIIIOJIHEHUE TPUKA30B,
pacropsKeHUM, TMOPYYEHHM BBIIIECTOSIIETO PYKOBOJACTBA, JACHCTBYIOIIMX HOPMAaTHBHO-
IPAaBOBBIX AKTOB 110 CBOEMY NPOGHIIIO AESITEIbHOCTH;
panuoHanbHOEe M 3((EKTHUBHOE HCNOIb30BaHUE MaTepUalbHBIX, (DMHAHCOBBIX U KaJPOBBIX
pecypcoB;
COCTOSTHUE TPYAOBOM M HCIOIHUTEIbCKON IUCHMIUIMHBI B apXWBE, BBIIIOJIHEHUE CBOUX
(GYHKIIMOHATBHBIX 00S3aHHOCTENH;
coONrofieHre TMpaBUJl BHYTPEHHErO pacrnopsika, CaHUTapHO-NPOTUBOAIHIEMUYECKOTO
pe’kuMa, IPOTHBOIIOXKAPHOM O€30MaCHOCTH U TEXHUKH 0€3011aCHOCTH;
BEJICHUE JIOKYMEHTAllUM, TMPEAyCMOTPEHHOW JEHCTBYIOIIMMU HOPMATHBHO-IIPABOBBIMU
JIOKyMEHTaMU;
MPEJOCTABIICHUE B YCTAHOBJICHHOM TMOPSAKE JOCTOBEPHOM CTATUCTUYECKOM W HWHOM
uH(pOpPMAIIUU O NeATEILHOCTH apXUBa;
FOTOBHOCTb apXHBa K paboTe B YCIOBUSAX YPE3BbIYAMHBIX CUTYaLIUH.
6.2. OTBETCTBEHHBIE 3a BEJCHHE JI€I0NPOU3BOJICTBA, IIOATOTOBKY U MPEACTABIECHNE JOKYMEHTOB
Ha XpaHEHHE B ApXUB, Ha3Ha4aroTCs 3asenyromuM /JOVY.
7. KomnekToBaHue apxuBa
7.1. [TogroroBka JOKyMEHTOB K IIepeade B aApXUB JIOITKOILHOTO 00Pa30BaTEIHFHOTO YUPEKACHUS
BKJIIOYAET 3KCIEPTU3Y HAyYHOW M TNPAKTHUECKOW IIEHHOCTH JOKYMEHTOB, OodopMieHue e,
COCTaBJICHUE OIIUCH.
7.2. DKcnepTr3a eHHOCTH JOKYMEHTOB:




e OJKCIEpPTHU3a IIEHHOCTHU JJOKYMEHTOB — OIPEICIICHHE IEHHOCTH JJOKYMEHTOB C IEIbI0 0TOOpa MX
Ha XpaHEGHHE U YCTAHOBJICHUE CPOKOB XPAaHECHHS. DKCIIEPTU3Y IIEHHOCTH JOKyMeHTOB B J[OY
OCYIIECTBIISIET MOCTOSHHO JEHCTBYIOIIAS HKCIIEPTHASE KOMHUCCHS;

e DKCIEpTHas KOMHUCCUS Ha3zHaudaeTcs mpukazom 3aseayromiero JOVY. B cocraB skcnepTHOH
KOMHUCCHH BKJIIOUAIOT HE MEHEE TPEX COTPYAHHKOB, B TOM YHUCIIC B OO0SI3aTEIILHOM IOPSIIKE
JIUII0, OTBETCTBEHHOE 3a BEJICHHE apXHBa JAETCKOro caaa. CekperapeM 3KCIePTHON KOMUCCHH
HazHauaoT cekperaps JOVY. DOxkcrepTHas KOMHUCCHS Ha 3aceJaHUsAX pPacCMaTpPUBACT:
HOMEHKJIATypYy JeJ AETCKOTO cajia, OMUCH eI TOCTOSIHHOTO XPaHEHHUS U 10 IMYHOMY COCTaRYy,
aKThl HA JOKYMEHTBI, BbIICJIIEMbIEC K YHUUTOKEHUIO.

7.3. OdbopmiieHue gen:

e JIeNa MOCTOSIHHOTO XPAHECHHUS MOAIINBAIOTCS B TBEPYIO 00JIOKKY TPOYHBIMU HUTKAMU. JINCTBI
HYMEPYIOTCSI B IPABOM BEPXHEM YIUIy MPOCTHIM KapaHjamoM. KonrdecTBo JIMCTOB B KaXI0M
Jene He JOJDKHO TmpeBblmarh 250. B koHIE Jena Ha OTAEIBHOM JIMCTE COCTaBISIETCA
3aBEpHUTEIIbHASI HAIITHCH,

e Ha 00JIOXKKE JIeJ IOCTOSTHHOTO XPaHCHHSI JJOJDKHBI OBITH TPOCTABJICHBI CIICAYIONINE PEKBU3UTHI:
MOJITHOC HAMMEHOBAHHWE BBIMICCTOSIICH opraHu3anuu, HaumeHoBaHnue J[OY, Homep (MHIEKC)
Jiena o HOMEHKJIAType, 3arojOBOK Jiejla, KOJMYECTBO JINCTOB, CPOK XpaHEHUs WM OTMETKa
«XpaHUTh MTOCTOSIHHOY», HOMEp (hOH/a, OIHUCH, JEa;

e [0 OKOHYAHWH JICIOMPOU3BOJCTBEHHOTO r'ojla B OPOPMIICHHBIC OOJIOKKH JIeT ITOCTOSTHHOTO
XpaHEHUsT BHOCATCS HEOOXOAWMBbIE YTOYHEHHS: B 3arojOBKH JIed, COJEpKaluX
pacropsiANTENIbHbBIE JTOKYMEHTHI (IPUKa3bl, MPOTOKOJBI), BHOCSITCS HOMEpa; €CIH JeJI0 C
MEPENUCKON COCTOUT M3 HECKOJBKUX TOMOB, B KaKJIOM TOME YKa3bIBa€TCS KOPPECHOHIEHT,
aBTOP, TEPPUTOPHS, IPyrue AaHHBIC. B Kak10M TOMe yka3bIiBaeTcs jaTta (Y4Mcio, MECSIl, TOM)
Hayayia 1 OKOHYaHHS JAaHHOTO ToMa. TOYHBIE IaThl TPOCTABIISIOTCS Ha 00JI05KKaX JIJIst OBICTPOTO
MOMCKAa JOKYMEHTOB B IIOCJIEAYIOIIEM; W3 3aBEPUTEIHLHOM HAANMUCH Ha OOJOXKKY jelna
BBIHOCHUTCS KOJIMYSCTBO JIMCTOB B JETIC;

e  HAAMHUCHU Ha 00JIOKKAX 1] MOCTOSTHHOTO M JIOJITOBPEMEHHOTO XPpaHEHHs CJIEIYET MPOU3BOIUTh
YETKO, CBETOCTOMKIMU YEPHUIIAMU;

e I yueTa KOJIMYECTBA JINCTOB B Jieie U (PUKCAIIMU OCOOCHHOCTEH MX HyMEpalluK Ha OTACIIbHOM
JIUCTE COCTABJISIETCS 3aBEPUTEIIbHAS HAJIIKCh;

e B 3aBEPUTEIHHON HAJIMUCH YKA3bIBAETCS KOJMYECTBO JIUCTOB (IH(pamMu U MPOIUCHIO) B JIETIe.
3aBepuTeNbHAs HAMUCh MOAMKMCHIBAETCS COCTABUTEIEM C YKAa3aHUEM €ro JIOJKHOCTU M JAThl
COCTAaBJICHMUS,

e BHYTPEHHSSI OMKCHh COCTaBISAETCS K JeliaM MOCTOSHHOTO U J0JroBpeMeHHOro (cBsiie 10 ner)
Cpoka XpaHeHus1, CHOOPMHUPOBAHHBIM 10 PA3HOBUIHOCTSM JJOKYMEHTOB, 3aT0OJIOBKA KOTOPHIX HE
PaCKpBIBAIOT KOHKPETHOE CO/IEPIKAHUE TOKYMEHTOB (0C000 IIEHHbIE, TNYHBIE [eia U JIp.).

7.4. Onucanne JOKYMEHTOB IOCTOSHHOIO CPOKA XPAaHCHHUS:

e  OIKCH COCTABJISIIOTCS Pa3/IebHO Ha Jiejla MOCTOSHHOTO XPaHEHUs 10 OCHOBHOM AESTENbHOCTH
Y Ha JIeJia 10 JITYHOMY COCTaBY;

e OIKCH COCTABIISIOTCS JACIONPOU3BOAUTENIEM;

e OIKCH BEACTCS B €AMHOM BAJIOBOM HyMEpAaIllUH B TEUCHHE HECKOJIbKUX JIET;

e Ha Jella C HCTEKIIUM CPOKOM XPaHEHHS COCTABISIETCS aKT 00 YHHUTOKEHUU;

e 110 OKOHYAHUHU JeNONpou3BoAcTBeHHOro roaa B JIOY mpousBogutcs oTOOp JOKYMEHTOB
MIOCTOSIHHOTO CpPOKa XpPaHEHHUs JUIsl BKIIOYEHUS UX B OnuCh. ONMUCh COCTOMT M3 TOJOBBIX
pa3ziesoB, BHYTPH T'OJIa JieJia PacIoiaraloTcs Mo CTEMEeHN 3HAYUMOCTH C Y4€TOM HOMHUHAIBHOTO
MpUHIUIA (B COOTBETCTBUU C HOMEHKJIATYPOU YUPEXKICHNUS );

e OIMCH COCTABJISIIOTCS Pa3/IebHO Ha Jieia TOCTOSHHOTO XPaHEHHUs 0 OCHOBHOM JESTEIHbHOCTH
Y Ha JieJia 10 JINYHOMY COCTaBY;

e  OIMCH COCTAaBIISIOTCS CEKPETAPEM.

7.5. Jlena BpeMEHHOT'0 XpaHEHUS 0YOPMIISIOTCS YITPOILIEHHO: OHU HE TIOIIIUBAIOTCS, JINCTHI B HUX
HE HyMEpYIOTCS, YTOYHEHHE Ha O0JI0KKaX HE MPOU3BOJUTCS, OMKCH Ha JeJia HE COCTaBIISIOTCS,
Y4Y€T BEJIETCsI 10 HOMEHKJIAType Je.




8. Yci0Busi XpaHeHHsI JOKYMEHTOB apXHBa
8.1. JIOKyMEHTBbl apXuBa XpaHITCAd B apXMBOXPAHWIMIIE JOLIKOJBHOIO 00pa3oBaTEIbHOIO
YUPEXKICHUS.
8.2. He nomyckaercs pa3MelleHne apXuBa B MOJIBAIbHBIX M YEPAAaYHbIX OMEILEHHUIX JE€TCKOTO
caza.
8.3. ApXUBOXpaHWIHUILIE JOJKHO OBITh YIaJI€HO OT J1a00PaTOPHBIX, IPOU3BOJCTBEHHBIX, OBITOBBIX
NOMEIICHUH M HE UMeTh OOUIMX C HUMHU BEHTHJISIMOHHBIX KaHAIOB. ApPXHMBOXpaHMIIHILE
OTJIEIAETCS. OT COCETHUX IMOMEIIEHUH HECrOPAaeMbIMU CTEHAMHU M MEPEKPHITUAMU C IMpesielaMu
OTHECTOMKOCTH HE MEHEee JABYX 4acoB. B apXuBOXpaHMIMINE HE JOMYCKaeTCs MPOKIaaKa Tpyo
BOJIOCHAOKEHUS] M  KaHAIU3alUM, TEXHOJIOIMYECKHEe WM OBbITOBbIE BBIBOJBI  BOJBI.
8.4. ApXMBOXpaHWIMILIE JOJDKHO MMETh €CTECTBEHHYIO WM HMCKYCCTBEHHYIO BEHTUIISLMIO,
00eCreynBaIly0 PELUPKYJIALUI0 BO3AYXa, CTa0MJIBHOCTb TEMIIEPATYpPHO-BIAKHOCTHOTO
pexXuMa.
8.5. Bce nmocrynaromue B apxuB JJOY HOKYMEHTHI pa3MelIalOTCs B apXUBOXPAHWIMIIAX Ha
CTallMOHAPHBIX W/WIK MEPEIBMKHBIX METAJUTMYECKUX CTEeIUIaXKaX, B METAJUIMYECKHX IKadax uim
KOHTEWHEpax.
8.6. CTemnaxku JOJKHBI ObITh YCTAHOBJIEHBI EPIEHAUKYIISIPHO CTEHAM C OKOHHBIMH IPOEMaMH,
a B IOMELIEHUH Oe3 OKOH - C Yy4eToM OCOOeHHOCTeH mnomeleHuss U obopynoBaHus. He
JIOTTYCKaeTCsl pa3MEelIeHUE CTeJlIaKel BIUIOTHYIO K HApY)KHBIM CTE€HaM 3/1aHUs U K UCTOYHUKAM
TerJia.
8.7. PaccraHoBka cremiaxeil ¥ MKaQOB OCYIIECTBISETCS B COOTBETCTBHH CO CIEAYIOIIUMHU
TpeOOBaHUSIMU:
paccrosiHue MeXAy psaaaMu cTesuiaxei (TJaBHbIN poxoxa) — He meHee 120 cm;
paccTosiHue (IIPOXOA) MEKIY CTEIa)KaMu — He MeHee 75 cM;
paccTosiHUE MEXJy HapyKHOW CTEHOM 3JaHMsl U CTeJUIaKaMH, MapajljieIbHbIMU CTEHE — HE
MeHee 75 cMm;
paccTosiHE MEX]ly CTEHOM U TOPLIOM cTesuiaxa Uiy 1mkada (00xon) — He MeHee 45 cM;
paccTosiHHE MEXAY IOJIOM M HW)KHEH Moikoi cremnaxa (mkaga) — He MeHee 15 cm, B
IOKOJBHBIX dTaxkax — He MeHee 30 cM.
8.8. IlporuBOomokapHBIi pEKUM B apxXuUBOXpaHWIuLle, rie pasmemaercs apxus JIOY,
YCTaHaBIMBAETCA B COOTBETCTBUM ¢ lIpaBmiamu npotuBomokapHoro pexuma B Poccuiickoit
®denepaunun oT 16 CEHTSIOps 2020 roga Ne1479.
8.9. ApXUBHbBIE JTOKYMEHTBI cienyer XPaHUTh B TEMHOTE.
8.10. 3amuTa JAOKYMEHTOB OT JEHCTBUS cBeTa OOECIEeYMBAETCS XPAaHEHHEM JOKYMEHTOB B
KOpoOKax, Mamkax W [epemjerax, B MKadgax WIM Ha CTeJylaXkaX 3aKpbITOro THIIA.
8.11. YpoBeHb HCKYCCTBEHHOI'O OCBEILIEHUS B KHUTOXPAHMUJIMILAX JOJDKEH COCTABIIATH HE MEHEE
100 JIOKC.
8.12. B apXuBOXpaHWIMIIE JJs XpAaHEHHsS JIOKYMEHTOB YCTAaHABIMBAIOTCS CJEJYIOINe
apaMeTpbl TeMIepaTypHO-BIAXKHOCTHOTO peKUMa:
JUIS XpaHEHUs! TOKYMEHTOB Ha OyMa)XHOM HocuTene — Temrneparypa 17-19°C, oTHocuTenbHas
BJIAXKHOCTH Bo3ayxa — 50-55%.
8.13. [lomemieHus apxuBa JOMIKOIBLHOTO 00pa30BaTebHOTO YUPEKACHUS JOKHBI COIEPKAThCA
B YHCTOTE, B YCIOBUSX, UCKIIFOYAIOUINX BO3MOKHOCTh MOSIBJIEHUS TJIECEHU, HACEKOMBIX, TTBLIH.
9. 3ak/I1I09UTeIbHBIE MOJT0KEHUSI
9.1. Hacrosmee [lonoswcenue 06 apxuse SBISETCA JOKAJbHBIM HOPMAaTUBHBIM aKTOM,
npuHumaercst Ha O6memM coOpaHun pabOTHHUKOB JOLIKOJBLHOTO 00pa30BaTEIbHOTO YUPEKACHUS
u yTBEpKIaeTcs (yubo BBOJIUTCSA B neicTBue) 3aBEAYIOIIHNM JOYV.
9.2. Bce u3MeHeHUs1 M JIOTMOJHEHUs, BHOCHMbIe B Hactosiee [lonokenue, odpopmisiiorces B
MACbMEHHOW (opMe B COOTBETCTBUM JICUCTBYIOIIMM 3aKOHOJATEIHCTBOM Poccuiickoi
denepauuu.
9.3. Ilonoxenue o6 apxuBe JIOY mnpuHHMaeTcsi Ha HEONpPEACIICHHBIH CpoK. M3MeHeHus u
nononHeHnsd K [lonoxeHuio NpuHUMAlOTCS B MOPSAKE, NMpeaycMOTpeHHOM I11.9.1. HacTosiero




[TonoxeHnus.
9.4. Tlocne npunsatus I[lonoxxenust (WM U3MEHEHUW W JOTMOJHEHUW OTAEIBHBIX IYHKTOB M
pa3zieJIoB) B HOBOW peAaKIMU MPEAbIIYILas peJaKIis aBTOMAaTUYECKN YTPAUYMBAET CUITY.
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