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1. O01Me moJ10KeHus

1.1. Hacrosimee Ilonoxenue 06 apxue JIOY pazpaboTaHo Ha OCHOBaHUU
[IpumepHoOro nojoxeHus: 00 apXrMBe OpraHU3alluu, YTBEPKICHHOTO MTPUKA30M
®enepanbHoro apxuBHoro areHTcTBa Ne 42 ot 11 anpens 2018 roga, B
cootBeTcTBUM ¢ DenepanbubiM 3akoHOM No 273-D3 o1 29.12.2012 rona «O6
obOpazoBanuu B Poccuiickoit denepannny ¢ uamMmeHeHusiMu Ha 2 uronst 2021 ropa,
[Tpukazom MunkynbsTypbl Poccun ot 31.03.2015 Ne 526 "OG6 yTBepxkaecHUU
MPaBWJI OPraHU3alMU XPaHEHHS, KOMIUJIEKTOBAHUS, YU€Ta U UCTIOJIb30BaAHUS
noKyMeHTOB ApxuBHoro ¢ouna Poccuiickoit denepaiuu U Ipyrux apXuBHBIX
JTOKYMEHTOB B OpraHax rocyJapCTBEHHOM BJIACTH, OPraHaX MECTHOTO
caMOYTpaBJICHUs U OpraHu3anusix", ¥ craBom JOMIKOJBHOTO 00pa30BaTeIbHOTO
YUPEXKIACHUS.

1.2. lannoe [onoxxenue 06 apxuse IOV onpenensieT coctaB JTOKyMEHTOB apXuBa
JETCKOTO cajia ¥ yCIIOBUS UX XPaHEHUs, YCTaHABIMBAECT 3a/1a4M, HA3HAYECHUE U
(GYHKIIMU apXWBa, pErIaMeHTUPYET AeATEIbHOCTD JIMI, OTBETCTBEHHBIX 32
BEJICHUE apXUBa B JIOIIKOJIbHOM 00pa30BaTEILHOM YUPEKICHUU.

1.3. B cBoeil gesitenpHOCTH apXuB pykoBoacTByeTcsa denepanbHbiM 3akoHOM No
125-®3 o1 22.10.2004 rona «O6 apxuBHOM Jene B Poccuiickoit Deneparum» C
n3MeHeHussMu Ha 11 urons 2021 roga, HOpMaTUBHBIMU MTPABOBBIMU aAKTaMU
Poccuiickoit denepanuu, cyobekta Poccuiickoit @enepaiiuu B chepe apXuBHOTO
Jiena 1 AeJIONPOU3BO/ICTBA, JIOKAIbHBIMU HOPMATUBHBIMU aKTaMU JOIIKOJIBHOTO
00pa30BaTEIBHOTO YUPEIKICHUS.

1.4. Joxymentsl JIOY, uMeronme HCTOpUIECKOE, KyIbTypPHOE, HAYYHOE,
COIIMAJIBHOE, YKOHOMHYECKOE U TOJIMTUYECKOE 3HAUYECHHUE, COCTABIISIOT
roCyJapCTBEHHYIO YacTh ApxuBHOro ¢Gonma Poccuiickoit denepariuu, BISIOTCS
COOCTBEHHOCTBIO TOCYIaPCTBA U TIOJIJIEKAT MOCTOSTHHOMY XPaHEHUIO B
rocyaapcTBeHHbIX apxuBax Poccuiickon @enepanuu. lo nepenaun Ha
rOCy/IapCTBEHHOE XPAHEHUE TAHHBIE JOKYMEHTHI BDEMEHHO XPaHATCS B
JOIIKOJIBHOM 00pa30BaTEIbHOM YUPEKICHUH.

1.5. B IOV nns xpanenust JokyMeHTOB ApxuBHOTO onHma Poccuiickoii
denepanuu U 3aKOHYEHHBIX JIETONPOU3BOJCTBOM IOKYMEHTOB IPAKTUUECKOTO
Ha3HA4YEeHUS, UX 0TOOpa, yyeTa, UCIOIb30BAHUS U MOATOTOBKH K Mepeaye Ha
rOCyJJapCTBEHHOE XPaHEHUE CO3/1aETCsl apXUB.

1.6. ApxuB cO31a€TCsl KAK CAMOCTOATEIBHOE MOJIPA3/ICJICHNE, BO3TIIABIIEMOE
JIMIIOM, OTBETCTBEHHBIM 32 BEJICHUE apXUBa COIJIACHO MPUKA3y 3aBEIYIOIIECH
JOIITKOJBHBIM 00pa30BaTEIbHBIM YUPEKICHUEM.



1.7. YupexneHue AOUIKOJBHOTO 00pa30BaHusl 00ECIIEYNBAET apXUB HEOOXOIUMBIM
MOMEIIEHUEM, 000PYIOBAHUEM .

1.8. JlomikonbHOE 00pa30BaTENBbHOE YUPEKIEHUE 00ECIIEUNBAET COXPAHHOCTD,
y4eT, 0TOOp, YHOPSIIOUEHHUE U UCTIONB30BAHUE IOKYMEHTOB ApXUBHOTO (PoH1a
Poccuiickoit deaeparuu, 00pa3yronuxcs B €ro AesteabHoctu. ObecrneunBaeT
CBOEBPEMEHHYIO ITepefiayy 3TUX JOKYMEHTOB Ha TOCYJAaPCTBEHHOE XPaHEHNE.

1.9. Bce paboThl, cBsI3aHHBIE C OATOTOBKON, TPAHCIIOPTUPOBKOW U Nepeaade
ApXMBHBIX JOKYMEHTOB, [IPOU3BOIATCS CUJIAMHU U 3a CUET JIETCKOr'0 Caja.

1.10. 3a yrpaty u nopuy nokyMeHTOB ApxuBHOTO (hoHna Poccuiickoit denepanuu
nokHOCTHBIE una JJOY HecyT OTBETCTBEHHOCTh B COOTBETCTBUU C
JNENCTBYIOIIUM 3aKOHOAATEIbCTBOM.

1.11. ApxuB ieTckoro caja paboTaeT COrjacHO IUIaHy, YTBEPKIAEMOMY
3aBeAyIOIIEH JOMIKOIbHBIM 00pa30BaTEIbHBIM YUPEKICHUEM U OTUYUTHIBACTCS
nepesl HUM B cBoel pabore.

1.12. KoHTpoJIb IeITEIBHOCTH apXUBa ocyiecTBisseT 3apeayromias JIOY, a B ero
OTCYTCTBUH — HMCTIOJHSIONTUN 0053aHHOCTH 3aBEAYIOIICH.

2. CocTaB IOKYMEHTOB apXHBa AeTCKOIr0 €ajaa

2.1. B apxuB 1OY nocrynamor:

3aKOHUYEHHBIE IETOMPOU3BOICTBOM YUPEKACHHUS JOKYMEHTHI TTOCTOSTHHOTO
XpaHeHus, 00pa30BaBIIKECs B ACSITEIBHOCTU CTPYKTYPHBIX TOIpa3/IeJICHUH,
JIOKYMEHTBI BpeMeHHOTO (cBbIe 10 JeT) cpoka XpaHeHus, HeOOXOAUMbIE B
NPaKTUYECKOUN e TeIbHOCTH, JOKYMEHTHI IO KaJpaM U BOCIIUTAHHUKAM;

JOKYMEHTHI TOCTOSIHHOTO XPaHEHUs U 110 JUYHOMY COCTaBY OpraHU3alui -
NPEAIIECTBEHHUKOB (TIPU UX HAJIUYHHN);

argHbIe GOHIBI BEAYINUX paOOTHUKOB AETCKOTO caja (MPU UX HAJTUIHH);

CIIPaBOYHO-TIOMCKOBBIE CPEACTBA K JIOKYMEHTAM U YUETHBIE JOKYMEHTHI
ApxuBa JETCKOTO caja.

2.2. Cpoku XpaHEHUs IOKYMEHTOB B apXHBE JOIIKOJBHOTO 00pa30BaTEILHOIO
YUPEKICHUS ONPEECIISIIOTCS COTJIACHO CPOKAM, YKa3aHHBIM B YTBEPKICHHOM
HOMEHKJIAType JAe.

3. 3agauum apxusa J0Y



3.1.0cHOBHBIMH 32/1a4aMH APXUBA ABJISIOTCH:

OpraHu3aIus XpaHeHUs IOKYMEHTOB, COCTaB KOTOPBIX MPEAYCMOTPEH
pazaenom 2 Hacrosuero [lonoxenus;

KOMILIEKTOBAHUE apXUBa IOKYMEHTaMH, 00pPa30BaBIIMMUCS B I€SITEIHLHOCTH
YUPEXKICHUSI, OCYIIECTBISIONIET0 00PA30BATENbHYIO 1€ATEIbHOCTD;

y4eT, o0ecrieueHre COXPaHHOCTH, CO3/IaHNEe HAYYIHO-CIIPABOYHOTO
arrmapara;

HCITIOJIb30BAHUC NOKYMCHTOB, HAXOJAIINXCA HA XPAHCHUN B APXUBC I[OY,

MOJICOTOBKA M CBOEBPEMEHHAs Tepeiaya JOKYMEHTOB ApXUBHOTO (hoHAa
Poccuiickoint @enepannu Ha MOCTOSIHHOE XPaHEHUE B IOCYAapPCTBEHHBIN
(MyHULMIIATBHBIN) apXUB;

METOJIMYECKOE PYKOBOJCTBO M KOHTPOJIb 32 (DOPMUPOBAHUEM U
oopmileHHEM /1€ B AETIONPOU3BOJICTBE IE€TCKOIO Ca/la U CBOEBPEMEHHON
nepenayet uX B apXuB JOLIKOJILHOTO 00pa30BaTEIBLHOTO YUPEKICHUS.

4. DyHKUUM apXuBa

B cooTBeTCTBUM ¢ BO3TIOKEHHBIMH 3a/1a4aMU apXHUB OCYIIECTBIISICT CICIYIOIIHNE
byHKIMH:

4.1. Opranusyer npreM JJOKyMEHTOB ITOCTOSTHHOTO U BpeMeHHOTO (cBbitie 10 jer)
CPOKOB XpaHEHHs, B TOM YHUCJIE 1O KaJpaM U BOCTIUTAHHUKaM, 00pa30BaBIIUXCS B
nesitenbHOCcTH JIOY, B COOTBETCTBUU C YTBEPXKIICHHBIM Tpa()UKOM.

4.2. O0ecrieunBaeT COXpPAaHHOCTDb U BEJIET YUET JOKYMEHTOB U (DOHJIOB,
HAXOASAIINXCA Ha XPAHCHUH B ApXUBE JOIIKOJILHOTO 00pa30BaTEIHLHOTO
YUPEKICHUS.

4.3. IlpencraBiseT B TOCYJapCTBEHHbIN (MYHHUIIUTIATBHBIN) apXUB YUYETHBIE
cBelleHHsI 00 00BbEME U COCTABE XPAHALIMXCS B aQpXUBE JIETCKOTO €aJla TOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit @eaepanun u Ipyrux apXuBHBIX JOKYMEHTOB B
COOTBETCTBHUHM C MOPSAJIKOM T'OCYAapPCTBEHHOIO YYeTa JOKYMEHTOB APXHUBHOTO
donma Poccuiickoii deneparum.

4.4. CucteMaTU3upyeT U pa3MeIlaeT JOKYMEHThI, TOCTYNAOUIUe Ha XpPaHEHUE B
apxuB JIOY, oOpa3oBaBiinecs B X0Ji€ OCYIIECTBICHUS AEATEIbHOCTU
YUPEXKIACHUS.

4.5. Pa3zpabaThiBaeT rpauKy Npe/iCTaBICHUSI ONIUCENH HA paCCMOTPEHUE
AKCHEPTHO-IIPOBEPOUHON KOMUCCHUH U MEpeaaur TOKYMEHTOB ApXUBHOTO (poH1a



Poccuiickoit @enepaiuu Ha XpaHEHUE B TOCYIAPCTBEHHBIN (MYyHUIIUITATBHBIN )
apXHuB.

4.6. OcymecTBIsIeT MOATOTOBKY U IIPEACTABIISECT:

Ha pacCMOTPEHUE U COorjlacoBaHue 3KcnepTHON komuccuu JJOY onucu nen
MOCTOSIHHOTO XpaHEHUsI, BpeMEeHHBIX (cBbliie 10 JIeT) CpOKOB XpaHEHUs, B TOM
YHUCIIe M0 KaJpaM U BOCIIUTAHHUKAM, 4 TAK)KE aKThl O BBIJICJICHUU K YHUYTOKEHUIO
ApXUBHBIX JOKYMEHTOB, HE TIO/JICKAIIUX XPAHEHUIO, aKThl 00 yTpaTe TOKYMEHTOB,
AKThl O HEMCIIPABUMBIX MTOBPEXKICHUAX APXUBHBIX TOKYMEHTOB;

Ha YTBEP)KJICHUE IKCIIEPTHO-MPOBEPOYHON KOMUCCUH YIIOJHOMOUYEHHOTO
opraHa UCTIOJHUTEILHOM BiacTu cyonekTa Poccutickoit denepannu B chepe
apxuBHOTO jena (nanee - DK apXuBHOro yupexaeHus) OMUCH Jie] TOCTOSTHHOTO
XpaHCHUS;

Ha cornacoBanue DIIK apxuBHOTO yupexaeHus cyobekra Poccuiickoit
deneparuu (MyHUIIUIIATIBHOTO apXMBa), B CIy4ae HaJEeJICHUS €T0
COOTBETCTBYIOIIMMHU IMOJJHOMOYHUSIMH, OITUCH JEJI 110 JINYHOMY COCTaBYy;

Ha cornacoBanue DIIK apxuBHOTO yupexaeHus cyobekra Poccuiickoit
®enepanuu (MyHULIUIIAIBHOTO apXUBa), B CIIy4ae HaJEJIECHUS €ro
COOTBETCTBYIOIIMMH MMOJTHOMOYHUSIMU, aKThl 00 yTpaTe JOKYMEHTOB, aKThI O
HEUCIIPABUMBIX MMOBPEKICHUSIX APXUBHBIX JOKYMEHTOB;

Ha yTBepxaeHue 3aBenytonieit JIOY omnucu nen mocTossHHOTO XpaHeHus,
onucH BpeMeHHBIX (cBbImIe 10 JIeT) CpOKOB XpaHEHUsI, B TOM YUCJIE OMKCH JI€ 10
KaJpaM ¥ BOCIIMTAHHUKAM, aKThl O BBIJICTICHHH K YHUUTOKEHUIO apXUBHBIX
JIOKYMEHTOB, HE MOJICKAIINX XPAHEHUIO, aKThl 00 yTpaTe TI0KYMEHTOB, aKThl O
HEUCIIPABUMBIX TOBPEKICHUAX aPXHUBHBIX JTJOKYMEHTOB, YTBEPKICHHBIC
(cornmacoBannbie) DIIK unu rocymapcTBeHHBIM apXUBOM cyObekTa Poccuiickoit
®enepanuu (MyHULIUIIATbHBIM APXUBOM) B CIIy4yae HaJEIEHUS €ro
COOTBETCTBYIOIIMMU MOJIHOMOYHUSIMHU.

4.7. OpraHusyer Inepeaady J0KyMeHTOB ApxuBHOro Gonmaa Poccuiickoit
denepanuu Ha MOCTOSTHHOE XPAHEHUE B TOCY/IapCTBEHHBIN (MYHHUIUIIATBHbIN)
apXuB.

4.8. OpranuzyeT ¥ IPOBOJUT IKCIIEPTU3Y IIEHHOCTH JTOKYMEHTOB BPEMEHHBIX
(cBermie 10 j1eT) CpOKOB XpaHEeHUS, HAXOIAIIMXCS HAa XpaHeHuu B apxuse [0V B
LeJIsIX 0TOOpa JOKYMEHTOB JIJIsl BKIIFOUEHHUS B COCTaB ApXHUBHOTO (poHA
Poccuiickoit @enepannu, a TAKKE BbISIBICHUS JJOKYMEHTOB, HE TTOJIJICKAIIAX
JaJbHENIIEMY XPAHEHHUIO.



4.9. YyactByer B paboTe HKCIEPTHON KOMUCCUU JOUIKOJIBHOIO 00pa30BaTENIbHOIO
YUPEKICHUS.

4.10. [IpoBoAUT MEPONIPUATHS IO OOECTICUCHUIO COXPAHHOCTH JTOKYMEHTOB,
HaxoAs1uxcsa Ha XxpaHeHuu B apxuse JJOY.

4.11. OpranuzyeTt HHPOPMHUPOBAHUE aIMUHUCTpaLMK U paboTHUKOB JIOY o
COCTaBE U COAEPKaHUU JOKYMEHTOB ApXUBA YUPEIKICHHUS.

4.12. UudopmupyeT nosib30BaTesieid Mo BOMpocaM MECTOHAXO0XKACHHUS apXUBHBIX
JOKYMEHTOB.

4.13. Opranusyer BblJjauy JTOKYMEHTOB U JIeJ Ji padOThl B UNTATBHOM 3aJI€ WIH
BO BPEMEHHOE I10JIb30BaHUE.

4.14. VicnonHsieT 3arpochl M0JIb30BaTelNel, BbIJAET apXUBHbBIE KON JTOKYMEHTOB,
apXUBHBIE BBIMUCKU U apXUBHbBIE CIIpaBKU. 4.15. BeneT yyeT ucnoab30BaHus
NOKyMeHTOB apxuBa JJOY.

4.16. Co3naet hoHJ TTOJIB30BAHUS apXHBa JETCKOTO Cajila U OPraHU3YeET ero
HCIIOJIb30BaHUE.

4.17. OcyuiecTBIsIET BeICHHE CIPABOYHO-TIOUCKOBBIX CPEJICTB K IOKYMEHTaM
apxuBa JIOVY.

4.18. Co3naet, MOMOJHSAET U COBEPIICHCTBYET HAYUYHO-CITPABOYHBIN amnmapar K
XpaHAIMMCS B apXUBE JeJIaM U IOKyMEHTaM.

4.19. YuacTtByeT B pa3pab0OTKe JOKYMEHTOB YUPEKIEHUS MO BOIPOCAM apXHUBHOTO
nierna v AeJIONpOU3BOJICTBA.

4.20. Oka3bIBa€T METOJIUYECKYIO TTOMOIIIb:

cimyx0e nenonpousBoacTBa JIOY B cocTaBiIeHUN HOMEHKIATYPHI JICI,
dbopmupoBaHur 1 0HOPMIICHUH 1€, KOHTPOJIUPYET MPaBUILHOCTD (POPMHUPOBAHUS
1 0OpPMIICHHS Je B JACIONPOU3BOJICTBE;

CTPYKTYPHBIM TTofIpasaenenusm u pabotaukam JIOY B moaroroske
JOKYMEHTOB K II€pe/1aue B apXUB JIETCKOrO Caja.

4.21. YyacTByeT B IPOBEJICHUHN MEPONPUATUHN MO MOBBIIICHUIO KBATU(DUKALINU
Pa0OTHUKOB apXuBa U CIYKObI IETOMPOU3BOACTBA JOIIKOJIHLHOTO
00pa3oBaTEIBLHOTO YUPEIKICHUS.

5. IlpaBa apxuBa



J1J1s1 BBITIOJTHEHHST BO3JIOJKEHHBIX 3a71a4 U (YHKIUH JIUI[0, OTBETCTBEHHOE 33 apXUB,
HUMEET MPaBo:

5.1. IlpencraBnsaTh 3aBeyIOMIEH JOIIKOJIBHBIM 00Pa30BaTEIbHBIM YUPEKICHUEM
IPEJIOKEHUS 110 COBEPILICHCTBOBAHUIO OPraHU3alluy XpaHEeHHUS,
KOMIUIEKTOBAHUS, yU€Ta U UCIIOJIb30BAHUS apXMBHBIX IOKYMEHTOB B apxuse JJOVY.
5.2. KoHTponupoBaTh BHIIIOJHEHUE YCTAHOBICHHBIX MPAaBUII PaOOTHI €
JOKYMEHTAMH B CTPYKTYPHBIX MOJPa3AEICHUSIX YUPEKICHUS.

5.3. 3anpammBaTth 0T padoTHUKOB JIOY cBeneHus, HEOOXOAUMBIE IS paOOThI
apXuBa, C y4eTOM 0OECIeUeHHs BBIMOJHEHUS BCEX BO3JIOKEHHBIX Ha apXUB 3aJ71a4
u ¢pyHkiui. 5.4. JlaBath pa3bsiCHEHHS U PEKOMEHIAIMK 110 BOIIPOCaM, BXOISIITUM
B KOMIIETEHIIUIO apXUBa JOIIKOJIBHOTO 00pa30BaTEIILHOTO YUPEIKICHUS.

5.5. UudopmupoBaTh paOOTHUKOB JETCKOTO cajia 0 HEOOXOIUMOCTH TIepelauu
JIOKYMEHTOB B apXHB B COOTBETCTBUH C YTBEPKJICHHBIM Ipa)UKOM.

5.6. IlpuHuMaTh ydyacTue B 3aceIaHUSIX IKCIIEPTHON KOMUCCUM YUPEKICHUS, a
TaK)K€ B IKCIIEPTHO-IIPOBEPOYHON KOMUCCHUH YITOJTHOMOUYEHHOTO OpraHa
UCIIOTHUTEILHOM BIacTh cyobekTa Poccuiickoit denepannu B chepe apXuBHOTO
nena.

6. OTBETCTBEHHOCTH 32 (YHKIMOHUPOBAHME APXHBA

6.1. Haznauennoe npukazom 3asenyrouiei JJOY nuio, oTBETCTBEHHOE 32 BEJICHUE
apXvBa, HECET MePCOHATBHYIO0 OTBETCTBEHHOCTb 34!

BBITIOJTHEHUE BO3JIO’KEHHBIX HAa apXUB 337124 M (PYHKITUN B COOTBETCTBHH C
JNEHUCTBYIOIINM 3aKOHOIAaTeIbCTBOM Poccuiickoit @enepannu;

OpraHU3aIio paboThl ApXHBa, CBOEBPEMEHHOE M KBATM(PUITUPOBAHHOE
BBITIOJIHCHUE TIPUKA30B, PACIIOPSHKECHUHN, TTOPYUYCHHUIA BBIIIECTOSIIETO PYKOBOICTBA,
NEHCTBYIOIIMX HOPMATUBHO-TIPABOBBIX AKTOB IO CBOEMY MPOQUITIO ICATEIHHOCTH;

panroHaabHOe U 3()PEKTHBHOE UCITOIH30BaHUE MAaTePHUATIbHBIX,
(bMHAHCOBBIX U KQIPOBBIX PECYPCOB;

COCTOSIHUE TPYJIOBOM 1 MCIIOJHUTEIBLCKOW JUCITUTIINHEI B apXHBE,
BBITIOJITHEHUE CBOMX (D YHKITMOHATBHBIX 00S3aHHOCTEN;

coOJIFOICHUE TIPaBUJI BHYTPEHHETO PaCTIOps/IKa, CAHUTAPHO-
MIPOTHBOAIUACMHUYECKOTO PEKUMa, IIPOTHBOIOKAPHON 0€30IMaCHOCTH M TEXHUKH
0e30IMacHOCTH;

BCACHUC NTOKYMCHTAIIUU, HpeﬂYCMOTpeHHOﬁ HGIZCTBYIOHIHMH HOPMATHUBHO-
IIpaBOBbBIMHA JOKYMCHTAMU,



MPEIOCTABICHUE B YCTAHOBIEHHOM MOPSAJIKE JOCTOBEPHON CTATUCTUUECKOM
Y MHOUM MH(OpMaALIUU O 1€ATETbHOCTH apXUBa;

TOTOBHOCTh apXMBa K pad0Te B YCIOBUIX YPE3BbIYAMHBIX CUTYALIUM.

6.2. OTBETCTBEHHBIE 3a BEJCHUE EIONPONU3BOACTBA, TIOATOTOBKY U
npe/iCTaBlIeHNue JOKYMEHTOB Ha XpaHEHHUE B apXUB, Ha3HAYAIOTCS 3aBeayIOLIEH
HOY.

7. KoMmieKToBaHHEe apXuBa

7.1. IloaroroBKa JOKyMEHTOB K MEPEAUE B APXUB JTIOIIKOJIBHOTO
00pa30BaTEIbHOrO YUPEKIACHHUS BKIIOYAET SKCIEPTU3Y HAYUYHON U MPAKTUUYECKOM
LIEHHOCTH JIOKYMEHTOB, O(DOPMIIEHHUE JI€]1, COCTABJICHUE OIUCH.

7.2. DKcnepTU3a IEHHOCTH JOKYMEHTOB:

AKCTIEPTH3a IIEHHOCTH JIOKYMEHTOB — OTPEJIeJICHUE IICHHOCTH JJOKYMEHTOB C
IIEJIbI0 0TOOpA MX HA XpAaHEHUE U YCTAaHOBJICHHUE CPOKOB XpaHEHUS. DKCIEPTU3Y
IIEHHOCTH JOKyMeHTOB B JIOY ocCyIecTBIsIeT MOCTOSIHHO JICHCTBYIOIIAS
AKCTIEPTHAS] KOMUCCHS;

AKCHEPTHAsT KOMHUCCHS Ha3HavyaeTcs Mpuka3zoM 3asenytomero JJOY. B
COCTaB AKCHEPTHOM KOMUCCHUH BKIIFOUAOT HE MEHEE TPEX COTPYAHUKOB, B TOM
quclie B 0053aTeTbHOM MOPSIKE JTUI0, OTBETCTBEHHOE 32 BEJACHHUE apXHBa
nerckoro caga. CekpeTapeM 3KCIEepTHON KOMHUCCUU Ha3HavatoT cekpetaps JOVY.
DKcrepTHas KOMUCCHS Ha 3aCEIaHUSIX pacCMaTPUBAET: HOMEHKJIATYPY A€
JETCKOro cajia, OMKICH eI IOCTOSSHHOI'O XPaHEHHUS U 1O IMYHOMY COCTaBY, aKThI
Ha JOKYMEHTBHI, BBIAEISIEMbIE K YHUUTOXKEHUIO.

7.3. Opopmienue mei:

Jiea TOCTOSTHHOTO XPaHEeHHS TTOAIIMBAIOTCS B TBEPIYIO O0I0KKY
MPOYHBIMU HUTKaMH. JINCTBI HYMEPYIOTCS B TPABOM BEPXHEM YIIIy HPOCTHIM
kapangamoM. Koinm4ecTBo JUCTOB B KaX0M JieJie He JT0JDKHO npeBsbimaTh 250. B
KOHIIE JieJia Ha OTAEIBHOM JIMCTE COCTABIISIETCS 3aBEPUTEIIbHASI HA/INUCh;

Ha 00JIOKKE JIeTT IOCTOSTHHOTO XPaHEHUS TOJKHBI ObITh MPOCTABIICHBI
CJEeAYIOIINE PEKBU3UTHI: TOJIHOE HAMMEHOBAHUE BBIIIECTOSIIIECH OpraHu3aluy,
HaunMmeHoBanue J10Y, Homep (MHAEKC) eaa Mo HOMEHKIIAType, 3aroJIOBOK Jiena,
KOJMYECTBO JIMCTOB, CPOK XPAHEHUS UIIM OTMETKA «XPAHUTh MOCTOSTHHO», HOMEP
dboHma, onucu, aena;

110 OKOHYAHUU JEJIOMPOU3BOACTBEHHOIO rofia B 0(hOpMIIEHHBIE O0JI0XKKHU
Jie] IOCTOSIHHOTO XPaHEHUSI BHOCATCSI HEOOXOAMMBIE YTOUHEHHUSI: B 3aTOJIOBKHU
1€, COoJIepKAIIUX PACIOPSAUTEIbHbBIE JOKYMEHTHI (IPUKa3bl, MPOTOKOJIbI),



BHOCSITCSI HOMEPA; €CIIU ACJIO C IEPENUCKOU COCTOUT U3 HECKOJIBKUX TOMOB, B
KaKJIOM TOME YKa3bIBAa€TCsl KOPPECIIOHIEHT, aBTOP, TEPPUTOPHUSI, IPYTHE TAHHBIE.
B kaxxiom TOMe ykas3pIBaeTcs AaTa (4MCIio, MECSL, T0Jl) Hayajaa U OKOHYaHUs
JAHHOTO TOMa. TOYHBIE 1aThl MPOCTABJISAIOTCS Ha 00JI0KKaX JJis OBICTPOrO MOUCKa
JOKYMEHTOB B IIOCJIEYIOIEM; U3 3aBEPUTEIIBHON HAIUCU HA 00JIOXKKY Jelia
BBIHOCHUTCSI KOJIMYECTBO JIMCTOB B JIEIIE;

HAJMKUCH Ha 00JI0XKKAX JIeJl TOCTOSSHHOT'O U JJOJTOBPEMEHHOI'O XPAHEHHUSI
cieayeT MPOU3BOIUTh YETKO, CBETOCTOMKNMH YEPHUIIAMH;

IUI ydeTa KOJIMYECTBa JUCTOB B Aeie U (PUKCAUU 0COOEHHOCTEN UX
HYMEpAIMU Ha OTAEIBHOM JINCTE COCTABISAETCS 3aBEPUTENIbHAS HAJIIINC;

B 3aBEPUTEILHON HAAMKUCH YKa3bIBACTCS KOJIMUYECTBO JUCTOB (uppamu u

HpOHPICBIO) B ICJIC. 33,BepI/ITCJIBHa$I HaAIIUCh MMOAIINCHIBACTCA COCTABUTCIICM C
YKa3aHUEM €TI0 JOJDKHOCTU U AAThbl COCTABJICHUA,

BHYTPEHHSSI OMKUCh COCTABISCTCS K JiejaM TTOCTOSTHHOTO U
noJiroBpeMeHHoro (cBeiiie 10 jieT) cpoka xpaHeHust, ChOpMUPOBAHHBIM 110
Pa3HOBUIHOCTSIM JJOKYMEHTOB, 3aT0JIOBKH KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
coJiepKaHue TOKYMEHTOB (0c000 LIEHHbIE, JIMYHBIC JIea U JIp.).
7.4.0nucanue JOKYMEHTOB IMTOCTOSTHHOT'O CPOKa XpaHEHUS :

OIHMCH COCTABJISIOTCS Pa3/IeNIbHO HA JIeJia TOCTOSTHHOTO XPaHEHUs 110
OCHOBHOM JICSITEIBHOCTHU U Ha JieJia M0 JINYHOMY COCTaBY;

OIHMCH COCTABJISIOTCS JIETIOMPON3BOIUTENEM;

OIKCh BEIETCSA B €IMHON BaJOBOM HyMepalluu B TEUCHHE HECKOJIBKHUX JIET;

Ha JieJia C UCTEKITUM CPOKOM XPAaHEHHs COCTABIISIETCS aKT 00 YHUUYTOXKECHUH,

10 OKOHYaHHH JIeIONPOU3BOJICTBEHHOTO rosia B JIOY nmpousBoautcs otoéop
JOKYMEHTOB IMOCTOSIHHOT'O CPOKa XpaHEHUS ISl BKIIOYEHUS UX B onuch. Onuch
COCTOMT M3 TOJIOBBIX Pa3/esiOB, BHYTPH rojia Jeja pacnoaralorcs Mo CTeneHu
3HAYMMOCTH C Y4€TOM HOMHUHAJIBHOTO MPUHIUIIA (B COOTBETCTBUU C
HOMEHKJIATYPOUl yUpeKAeHUs);

OMMCHU COCTaBJISIOTCS pa3/IeNIbHO Ha Jieja NOCTOSIHHOTO XpaHEeHUs 110
OCHOBHOM J€STEIbHOCTH U Ha Jieja M0 JINYHOMY COCTaBY;

OIMNCH COCTABJIAIOTCA BaBCHYIOHleﬁ.

7.5. Jlena BpeMEHHOTO XpaHEHHS OPOPMIISIOTCS YIPOIIIEHHO: OHU HE
MOAIIMBAIOTCS, JIUCTHl B HUX HE HYMEPYIOTCS, yTOUHEHHE Ha 00JI0KKaxX He
MIPOU3BOIUTCS, OMKMCH Ha JIeJIa HE COCTABIISIIOTCA, YUET BEJIETCS 10 HOMEHKIAType
hi (S

8. YcaoBus XpaHCHHUSA TOKYMCHTOB apxmuBa



8.1. JIoOKyMEeHTBI apX1Ba XpaHATCS B ApXUBOXPAHUIHILE JOIIKOIBEHOTO
00pa30BaTEIbHOrO YUPEKIACHUS.

8.2. He nomyckaercs pa3MmenieHne apxuBa B OABAIBHBIX U YEPIAYHBIX
NOMEILEHUSX AETCKOro caja.

8.3. ApXUBOXpaHWJIUIIE JOJDKHO OBITh yIaJIeHO OT JIaOOPaTOPHBIX,
IPOU3BOJICTBEHHBIX, OBITOBBIX MMOMEIIEHUN U HE UMETh OOIINX C HUMHU
BEHTWISAIIMOHHBIX KaHATIOB. APXUBOXPAHUIIUIIE OTACISIETCS. OT COCETHUX
MOMEIIEHUN HECTOPAEMbIMU CTEHAMH U TIEPEKPBITUSIMU C TIpeieaMu
OTHECTOMKOCTH HE MEHEE JIByX 4acoB. B apXuBOXpaHWIHIIE HE TOMYyCKACTCS
POKJIaKa TPyO BOJIOCHAOKEHHUS U KaHAM3AIlUU, TEXHOJIOTHYECKHUE WIIH OBITOBBIE
BBIBOJIbI BOJIBI.

8.4. ApXI/IBOXpaHI/IHI/IIIIG JOJDKHO UMCTh CCTCCTBCHHYIO MJIN NCKYCCTBCHHYIO
BCHTHIIAIIHUIO, O6CCH€‘II/IBaIOIIIy10 PCOUPKYIIALNHIO BO3aYyXa, CTaOMJILHOCTD
TEMIICPATYPHO-BJIAKHOCTHOT'O PCIKUMA.

8.5. Bce moctymnaromue B apxuB JJOY 10KyMeHTBI pa3MeniaroTcs B
apXUBOXPAHUIIUIIAX HA CTAIIMOHAPHBIX W/WIIH MEPEABUKHBIX METAINTUYECKUX
CTeJIaXkax, B METaJUTMUECKHUX IIKadax Wi KOHTeHHepax.

8.6. Crenmnaxku OJKHBI OBITh YCTAHOBJIEHBI TIEPIIEHIUKYJIIPHO CTEHAM C
OKOHHBIMH ITPOEMaMH, a B TIOMEIIEHNN 0€3 OKOH - ¢ YYeTOM 0COOEHHOCTEN
noMeIieHus u obopyaoBanus. He mormyckaercs pa3menieHue creiiaxei
BIJIOTHYIO K HAPY)KHBIM CT€HaM 3J]aHUS M K HICTOYHUKAM TeTuIa.

8.7. IIpoTHBOMOKAPHBIN PEKUM B apXUBOXPAHWIHIIE, TJI€ PA3MEIAETCS apXUB
JOYVY, ycranaBnuBaeTcsi B cOOTBeTCTBUU ¢ [IpaBriiaMu mpoTHBONOKAPHOTO
pexxuma B Poccuiickoit deneparuu ot 16 centsiops 2020 romga Nel1479.

8.8. ApxuBHBIE JOKYMEHTHI CIIETyeT XPaHUTh B TEMHOTE.

8.9. 3amuTa JOKyMEHTOB OT JICHCTBHUS CBETa 0OCCIICUYNBACTCS XPaHCHHEM
JIOKYMEHTOB B KOPOOKax, Mmarnkax v rmepervierax, B mKkadax wik Ha CTeIuIaxax
3aKpPBITOTO THIIA.

8.10. YpoBeHb UCKYCCTBEHHOT'O OCBEIICHUS B KHUTOXPAHWINIIAX JOJIKEH
coctaBiaTh HEe MmeHee 100 TroKcC.

8.11.B apXuBOXpaHUIUIIE IJIs1 XPaHEHUS IOKYMEHTOB yCTaHABIMBAIOTCS
CIEAYIOIIHUE MapaMeTpPbl TEMIEPATYPHOIO PEKUMA:



-JIJIs1 XpaHEHUsl JOKYMEHTOB Ha OyMa)KHOM HocuTelse — temmeparypa 17-19°C,
OTHOCHUTENbHAs BIaXXHOCTh Bo3ayxa — 50-55%.

8.13. [lomerienus apxuBa JOLIKOIBHOTO 00pPa30BaTEIbHOIO YUPEKACHUS TOKHbI
CoJIepKaThCsl B YMCTOTE, B YCIOBUAX, HCKITIOYAIOIIUX BO3MOKHOCTD MOSIBJICHUS
IUIECEHH, HACEKOMBIX, MBLUIH.

9. 3ak/II0UYUTEIbHBIE MOJI0XKEHU A

9.1. Hactosmee [lonoxenue o0 apxuBe sIBIASETCS JOKAIbHBIM HOPMATHUBHBIM
akToM, npuHumMaercs Ha OO1eM codpaHny pabOTHUKOB JOIIKOJIBHOTO
00pa3oBaTEILHOTO YUPEKICHUS U yTBEpKIaeTcs (Jinbo BBOAUTCS B JICHCTBUE)
3aBenyromien JOVY.

9.2. Bce u3MeHEHUS U JOMOJIHEHMs, BHOCUMEBIE B HacTosee Ilomoxxenne,
0(OpMIISIFOTCS B TUCBMEHHOM (hopMe B COOTBETCTBUU JCHCTBYIOIIUM
3aKOHOAATEILCTBOM Poccuiickon dexepanuu.

9.3. [Tonoxenue 06 apxuse 1OV npuHUMaeTCs Ha HEONPeIeIEHHbBIN CPOK.
N3menenus u nonoiaHeHus K [1010KeHNI0 IPUHUMAIOTCS B TIOPSIZIKE,
npeaycMoTpeHHoM 11.9.1. HacTosimero [lonoxenus.

9.4. Tlocne npunsatus [lonoxenus (M U3MEHEHUM U JOTIOJIHEHUN OTIEIbHBIX
MYHKTOB 1 Pa3/iejoB) B HOBOUM peAaKIMU Npeablaylas peaakiius aBTOMaTUUECKU
yTpayuBaeT CUJITy.
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