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1. O01mue MoJI0KeHu s

1.1. Hacrosimee Ilonoxenue paspabotano B coorBercTBHH ¢ [Ipukasom @DenepaibHOToO
apxuBHoro areHtctBa Ne 77 ot 31 urons 2023 rona «OO0 yrBepxaeHuu [IpaBun opranmzanuu
XpaHeHHs, KOMIUICKTOBaHMs, Y4eTa M HCIOJb30BaHUS JOKYMEHTOB ApxXHBHOro (oHzaa
Poccuiickoit denepanuu u Jpyrux apXuBHBIX JOKYMEHTOB B FOCYAapCTBEHHBIX OpraHax, OpraHax
MECTHOT'O CaMOYTIPABJICHHUSI U OpraHU3alMsIx», Ha OCHOBaHUM [IprMepHOTro monoxxeHus o6 apxuse
OpraHu3alliy, YTBEPKICHHOTO NpukazoM PDenepanbHOro apxuBHoro areHrcrBa Ne 42 ot 11
anpens 2018 rona, a Takke Y CTaBOM JOLIKOJIEHOTO 00pa30BaTEILHOTO YUPEKACHUS.

1.2. Jlannoe Ilonoxenune o0 apXuBe NETCKOTO cajaa OMpPEnessieT COCTaB JOKYMEHTOB apXuBa U
YCIIOBUSI UX XPAHEHUs, YCTAaHABIMUBACT 3a7a4d, Ha3HAUCHUE U (PYHKIMH apXUBa, PETIaMEHTHPYET
NEeSTeNIbHOCTh JIMIA, OTBETCTBEHHOTO 3a BEJEHHWE apXuBa B JIOMIKOJLHOM 00pa30BaTeIbHOM
YUPEXKIEHUU.

1.3. B cBo€il AeATENBbHOCTH apXHUB JETCKOro cajna pyKoBoiacTByeTcs: PenepanbHbIM 3aKOHOM Ne
125-®3 ot 22.10.2004 roga «O6 apxuBHOM jaene B Poccuiickoit deneparumny» ¢ M3MEHEHHSIMU OT
25 nexabps 2023 roma, HOpMAaTUBHBIMU TPABOBBIMH akTamu Poccuiickoit @enepannu, cyobekra
Poccuiickoit ®enepanmi B cdepe apXUBHOTO Jella W JACIONPOU3BOACTBA, JIOKAJIbHBIMU
HOPMATHUBHBIMU aKTaMH JOMIKOJIBHOTO 00pa30BaTEIbHOTO YUPEKICHHUS.

1.4. Jloxymentsl JIOY, wuMmeronme MCTOPUYECKOE, KyJIbTYpHOE, HAYYHOE, COIHAIBHOE,
HPKOHOMHYECKOE U IOJIMTUYECKOE 3HAYEHHME, COCTABJISIIOT IOCYAAPCTBEHHYIO 4YacTb APXHMBHOIO
donga Poccuiickoit denepanuu, SBIASIOTCS COOCTBEHHOCTBHIO TOCYJIAapCTBA H  IMOMJIEkKAT
IIOCTOSIHHOMY XPaHEHUIO B TOCYyAapCTBEHHBIX apxuBax Pocculickoit ®denepanuu. [Jo nepenauu Ha
rOCy1apCTBEHHOE XpAaHEHHE [JaHHbIE JOKYMEHTHI BPEMEHHO XpaHATCS B JIOIIKOJIHLHOM
00pa30BaTEILHOM YUPEKICHUH.

15. B JIOY nansa xpaHeHust AokymeHTOB ApxuBHOTO (oHma Poccuiickoit ®Depepannu u
3aKOHYEHHBIX JEJIOMPOU3BOICTBOM JOKYMEHTOB MPAKTUYECKOTO Ha3HAYEHUs, UX 0TOOpa, yueTa,
MCIIOJIb30BaHUs U MOJATOTOBKH K IIepeaue Ha TOCyJapCTBEHHOE XpaHEHHUE CO3aeTCs apXUB.

1.6. ApxuB co3maercs KaK CaMOCTOSITEIbHOE TOApa3JelieHHe, BO3IJIABISIEMOE JIHIIOM,
OTBETCTBEHHBIM 3a BEJIEHUE apXuBa COIJIACHO TMPHUKa3y 3aBEAYIOLIEro JOLIKOIbHBIM
00pa30BaTENLHBIM YUPEKICHUEM.

1.7. YapexaeHue JOMIKOILHOTO 00pa3oBaHus 00ECIEYMBACT apXUB HEOOXOIUMBIM ITOMEIICHUEM,
000pyIOBaHHEM U KaJpaMHu.
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1.8. JlomkonpHOE 0Opa3oBaTeNbHOE YYPEKIACHHE OOECIIeUMBACT COXPAHHOCTh, Y4YeT, OTOOp,
YIOPSIOYEHHE W HUCIOJIb30BaHUE JOKyMEHTOB ApxuBHOro (ouma Poccuiickoit denepanmu,
oOpa3zyronuxcs B ero gesteabHocTH. O0ecnedrnBaeT CBOEBPEMEHHYIO Mepeiady dTUX JOKYMEHTOB
Ha TOCYJJapCTBEHHOE XPaHCHHUE.

1.9. Bce paboThl, CBsI3aHHBIE C MOATOTOBKOW, TPAHCIIOPTHPOBKOM M TIepeaadeii apXWUBHBIX
JIOKYMEHTOB, IIPOU3BOISTCS CUIIAMHU U 33 CUET JCTCKOTO caja.

1.10. 3a yrpaty u nopuy nokyMeHToB ApxuBHoro ¢onaa Poccuiickoit @eneparuu 10KHOCTHBIE
muna JIOY HecyT OTBETCTBEHHOCTh B COOTBETCTBUU C JICHCTBYIOIIUM 3aKOHOAATEIbCTBOM.

1.11. ApxuB pnerckoro cama paboTaeT CoOrjacHO IUIaHy, YTBEPXKIACMOMY 3aBEAYIOIINM
JOIITKOTBHBIM 00pa30BaTENbHBIM YUPEKICHUEM M OTYMTHIBASTCS MEPE] HUM B CBOEH padore.

1.12. KoHTponb AeSTENHHOCTH apXuBa OCyIIeCTBiIsIeT 3apenytomuii JIOY, a B ero oTcyTcTBUA —
UCTIOJHAIONINHI 003aHHOCTH 3aBEIYIOIIETO.

2. CocTaB 10KYMEHTOB apXuBa
2.1. B apxus JIOY nocrynaor:

* 3aKOHYEHHBIC JEJIONMPOU3BOJICTBOM YUPEXKIEHHS JOKYMEHTHI MOCTOSHHOTO XpaHEHMS,
oOpa3oBaBIIMECS B JAEATENBHOCTH CTPYKTYPHBIX  IOJPA3/ENECHUN, JOKYMEHTbI
BpeMmeHHoro (cBbime 10 Jer) cpoka XpaHeHHsS, HEOOXOOUMBIE B MPAKTHYECKOU
NESTeNbHOCTH, JOKYMEHTBHI 110 KaJpaM 1 BOCIIUTaHHUKAM;

* JIOKYMEHTBI TIIOCTOSHHOTO XpaHEHUs M 10 JUYHOMY COCTaBy OpraHu3aluii-
MPEANICCTBEHHUKOB (ITPH X HAJTUYHH);

*  nuuHbIe (GOHIBI BEAYIIUX PAOOTHUKOB IETCKOTO casia (MIpH UX HATUYUH);

* ciyeOHble U BEJOMCTBEHHbIE U3/1aHUS,

* CIPaBOYHO-TIOMCKOBBIE CPEACTBA K JOKyMEHTaM M YYeTHBIE JOKYMEHTHI ApXuBa
JETCKOTO0 caja.

2.2. Cpoku XpaHEHHUS JOKYMEHTOB B apXHBE MIOIIKOJIHHOIO 00pa30BaTENBbHOTO YUYPEkIACHUS
OIpENeNAI0TCS COINIACHO CPOKaM, yKa3aHHBIM B YTBEPXKIEHHON HOMEHKIIAType Jell.

3. 3apauu apxuBa 10Y
3.1. OcHOBHBIMH 3aJaYaMU apXUBa ABISIOTCS:
* OpraHu3alnus XpaHEHUs JTOKYMEHTOB, COCTaB KOTOPBIX MNPEAYCMOTPEH pa3aeiioM 2
Hacrtosmero Ilomoxenus,
* KOMIUICKTOBaHHWE apXuBa JOKyMEHTaMH, OOpa30BaBIIMMHUCS B JEATCIHHOCTH
YUpEXKICHUsI, OCYIIECTBISIONIETO 00Pa30BaTEIbHYIO IEATEIHHOCTS,
* y4er, 00eCTICUeHHE COXPAHHOCTH, CO3/JaHuE HAyYHO-CIIPABOYHOTO arlapara,
* HCIOJb30BAHKE IOKYMEHTOB, HAXOIUXCS HAa XpaHeHuu B apxuse J{OVY;
* TMOATOTOBKA M CBOEBPEMEHHAs Mepeaada JOKyMEHTOB ApxuBHOTO GoHaa Poccuiickoi
®denepaliuy Ha MOCTOSTHHOE XPaHEHUE B TOCYAAPCTBEHHBIN (MyHUIIUIIATBHBIN) apXUB,;
* METOJIHMYECKOE PYKOBOJCTBO W KOHTPOJIb 3a (GOpMUPOBAHUEM U OPOPMIICHHUEM Il B
NEJOMPOU3BOJICTBE JIETCKOTO CajJja M CBOEBPEMEHHOM TMepenadel HUX B apXuB
JOTIKOJILHOTO 00Pa30BaTEILHOTO YUPEIKICHHUS.

4. ®yHKUMHU apXuBa

B cooTBeTcTBHY C BO3I0KEHHBIMU 33]1a9aMU aPXUB OCYIIIECTBIISET ClIeAyIomue QyHKINU:

4.1. Opra"usyeT NpUeM JOKYMEHTOB IMOCTOSSHHOTO W BpeMeHHOro (cBeime 10 JeT) CpokoB
XpaHEeHHs, B TOM YUCJIE M0 KaJpaM U BOCIHUTAaHHHKaM, oOpa3oBaBIIUXcs B nesrenbHocty JJOY,
B COOTBETCTBUU C YTBEPKJIECHHBIM I'pauKom.

4.2. ObGecnieunBaeT COXPAHHOCTh W BEJET YYeT MOKYMEHTOB W (DOHIOB, HAXOASIIMXCA Ha
XpaHEHUH B apXUBE JIOMIKOJIBHOIO 00pa30BaTENbHOTO YUPEIKICHUS.

4.3. TlpencraBiser B TOCYJapCTBEHHBIM (MYHUIIMIAIBHBINA) apXWB YYeTHBIC CBeICHUS 00
o0beMe U COCTaBe XpAHSIIMUXCA B apXUBE JETCKOTO cajla JOKYMEHTOB ApXHMBHOTO (oHIa
Poccuiickoit ®Penepauuu M APYrUX apXUBHBIX JOKYMEHTOB B COOTBETCTBUHM C IOPSIKOM




roCyIapCTBEHHOTO yueTa JOKyMeHTOB ApxuBHoro ¢oHaa Poccuiickoit denepanuu.

4.4. CucreMaTu3upyer M pa3MellaeT JNOKYMEHTHI, IIOCTyMawIue Ha XpaHeHue B apxus OV,
00pa3oBaBIIMECs B XOJI€ OCYLIECTBICHUS JEATEILHOCTH YUPEKIACHHUS.

4.5. Pa3pabatbiBaeT rpaduKy NpeACcTaBICHUs OMKMCEH HAa PACCMOTPEHUE SKCIIEPTHO-TIPOBEPOUHOM
KOMHCCHH W TIepesiauu JoKyMeHToB ApxuBHoro ¢onma Poccuiickoit denepaniu Ha XpaHCHHE B
rOoCyJJapCTBEHHBIN (MyHULIUIIAJIbHBII) apXUB.

4.6. Ocy1iecTBIsIeT NOATOTOBKY U MPECTaBISIET:

°* Ha pacCMOTPEHUE U corjacoBaHue »dKcnepTHod komuccun JOY onucu nen
MOCTOSIHHOTO XpaHEHUs, BpeMeHHbIX (cBbile 10 JeT) CpoKOB XpaHEHHS, B TOM YHCIIE
10 KaJpaM U BOCIUTAHHUKAM, a TAKXK€ aKThl O BBIICJICHUU K YHUUTOXKEHUIO aPXUBHBIX
JOKYMEHTOB, HE TMOJUICKALUX XPaHEHHUI0, aKThl 00 yTpare NOKYMEHTOB, aKThl O
HEHCIIPAaBUMBIX OBPEXKICHUAX apXUBHBIX JOKYMEHTOB;

* Ha YTBEpPXKICHHE OHKCIEPTHO-NPOBEPOUYHON KOMHUCCHU YHOJIHOMOYEHHOIO OpraHa
WCIIOTHUTENILHON BIacTH cyObekTa Poccuiickoii @enepannu B chepe apXUBHOTO Jelia
(manee - DIIK apxuBHOTO YyUpeKACHHUS) ONTUCH JIeTT TIOCTOSSHHOTO XPAaHCHHUS;

* Ha comacoBanue DIIK apxuBHOro yupexaeHus cyownekra Poccuiickoit denepaunu
(MyHMIIMIAJIBHOTO ~ apXWBa), B CJydyae HaJEJIeHUs €ro COOTBETCTBYIOLIUMU
IIOJIHOMOYMSIMH, ONIUCH JIE]1 10 JTUYHOMY COCTaBYy;

* mHa cormacoBanue OJIIK apxuBHOTO yupexneHnus cyOwnekta Poccuiickoit ®Denepanun
(MyHMIMOQJIBHOIO  apxXuBa), B CJIydae HaJEIEHUS €ro COOTBETCTBYIOLIUMU
MOJIHOMOYHSIMH, aKThl 00 yTpaTe TOKYMEHTOB, aKThl O HEMCIPABUMBIX MOBPEXKICHUSIX
apXMBHBIX JOKYMEHTOB;

* Ha yTBepxkaeHue 3aBeaywomemy JIOY onucu aen mOCTOAHHOTO XpaHEHUs, OMUCH
BpeMeHHBIX (cBbIe 10 j1eT) CpOKOB XpaHEHHs], B TOM YWCJIE ONMUCH JeJd M0 KaJpaM U
BOCIIUTAHHUKAM, aKThl O BBIJCICHUM K YHHUUYTOKCHHMIO apXHMBHBIX JTOKYMEHTOB, HE
MOMJISKAIMX XPAHEHHIO, aKThl 00 yTpaTe [OKYMEHTOB, aKThl O HEHCIPAaBUMBIX
MOBPEXKICHUSIX apXUBHBIX JOKYMEHTOB, yTBEpKIeHHbIe (cormacoBanHble) OIIK unun
rOCyJapCTBEHHBIM apXuBoM cyObekTa Poccuiickoit ®Denepanuu (MyHUIIUTATHHBIM
apXMBOM) B CTydae HaJleJIeHHS €r0 COOTBETCTBYIOIIMMH MTOJTHOMOYHUSIMH.

4.7. Opranusyer mnepenady AO0KyMeHTOB ApxuBHoro ¢onna Poccuiickoit ®enepanuu Ha
MOCTOSIHHOE XpPaHEHHE B TOCYIapCTBEHHBIN (MYHUIIUTAIbHBINA) apXUB.

4..8. Opranusyer u IPOBOJUT HKCHEPTU3Y HEHHOCTU JOKYMEHTOB BpeMeHHBIX (cBbimie 10 jer)
CPOKOB XpaHEHHUsI, HAXOAIIMXCsl Ha XpaHeHuu B apxuBe IOV B nemnsix or6opa 10KyMEHTOB IS
BKJIFOUCHHUSI B cocTaB ApxuBHoro ¢onna Poccuiickoit ®enepamuu, a TakXKe BBISBICHUS
JOKYMEHTOB, HE MOJJIeKAIUX JabHEUIIEMY XPaHEHUIO.

4.9. YyacTByeT B paboTe 3KCIEPTHOM KOMHCCUU JIOIIKOJIBHOTO 00pa30BaTEIbHOTO YUPEKACHUS.
4.10. [IpoBoauT MEpOMPHUATHS MO 0OECIEYECHHUIO COXPAHHOCTU JOKYMEHTOB, HaXOJAIIUXCS Ha
xpaHeHuu B apxuse JJOV.

4.11. Opranm3yer uHGOpMHUpOBaHWE aaMHUHUCTpauuu u padotHukoB JJOY o cocraBe wu
COJIEpKaHUU JOKYMEHTOB apXUBa yUPEKICHUS.

4.12. adopmupyeT MoJIb30BaTENICH MO BOMPOCAM MECTOHAXO0XKICHHS apXUBHBIX JOKYMEHTOB.
4.13. Opranusyer Bb1ayy TOKyMEHTOB U JIeJI Ui paOOThl B YATAIHHOM 3aJie WJIM BO BpEMEHHOE
MOJIb30BaHUE.

4.14. VcnonHseT 3ampochl MOJb30BATEIEH, BbIIACT apXUBHBIE KONUHU JIOKYMEHTOB, apXHBHBIE
BBIMKICKU 1 apXUBHbBIE CIPABKH.

4.15. Bener yuer ucnonb30BaHus JOKyMeHTOB apxusa JJOVY.

4.16. Co3naet GoH MOJB30BAaHMS apXHBa JETCKOTO Cajla U OPTaHU3YEeT €r0 UCIIOJIb30BaHHUE.
4.17. OcymecTBISE€T BEICHUE CIIPABOYHO-TIOMCKOBBIX CPEJCTB K T0KyMeHTaM apxuBa J[OVY.
4.18. Co3pmaer, NMOMONHSIET U COBEPIICHCTBYET HAyYHO-CIIPABOUHBIM ammapaTr K XpaHsSIuMmcs B
apxuBe JejlaM U IOKyMEHTaM.

4.19. VyacTtByeT B pa3paboOTKe TOKYMEHTOB YYPEKICHHUS IO BOIPOCAM apXWBHOTO Jella H
JeJI0NIPOU3BO/ICTBA.




4.20. Oka3pIBaeT METOINYECKYIO IOMOIIb:
* cuyx06e nenonpousBoactsa JIOY B cocraBlieHHMH HOMEHKIATYPHI Aell, OPMHUPOBAHUU
1 0(OPMIICHHH eI, KOHTPOJIUPYET MPABHILHOCTh (OPMHUPOBAHUS U 0hOpMIICHHUS JeT B
JIeIIOTIPOU3BOICTBE;
* CTPYKTYPHBIM MojpasleneHusM u padotHukam JIOY B MOATOTOBKE JOKYMEHTOB K
nepeaade B apXuB JETCKOTO caja.
4.21. YyacTByeT B IPOBEACHUN MEPOIPUATHIA 11O MOBBIIICHUIO KBaTU(UKAITUK PAOOTHUKOB apXHBa
U CITyKObI JIEJIONPOU3BO/ICTBA JOMIKOIBLHOTO 00pa30BaTEIbHOIO YUPEKICHHS.

5. IlpaBa apxuBa

JU1s BBINOJHEHNsI BO3J0XKEHHBIX 3a/1a4 U QYHKIMHN JIMII0, OTBETCTBEHHOE 33 apXMB, UMEET IPaBO:
5.1. IlpeacraBnsaTh  3aBeAyIOLIEMYy  JOUIKOJBHBIM  0Opa30BaTENbHBIM  YUpEXKICHUEM
IIPEMIOKECHHUS. IO COBEPIICHCTBOBAHUIO OPraHM3allUM XpaHEHWUsS, KOMIUIEKTOBAaHHS, ydeTa U
MCIIOJIb30BaHUsl apXUBHBIX JOKYMEHTOB B apxuse /I0OV.

5.2. KOHTponMpoBaTh BBINOJIHEHUE YCTAaHOBJIEHHBIX MPaBUI pPAOOTBl C JOKyMEHTaMH B
CTPYKTYPHBIX ITOIPA3AEIICHUSAX YUPEKICHHUS.

5.3. 3ampamuBaTth OT CTPYKTYPHBIX Mopa3aeieHnii u pabotaukoB JIOY cBenaeHus, HEOOX0IUMbIS
JUIs pabOThI apXHBa, C Y4eTOM OOECIeueHHsI BHIMIOJIHEHHUS BCEX BO3JIOKEHHBIX HAa apXuB 3a7ay U
GyHKIHA.

5.4. JlaBaTb pa3bsCHEHMs] U PEKOMEHJALMU IO BOIIPOCAM, BXOSIIMM B KOMIIETEHIMIO apXuBa
JIOUIKOJIBHOT'O 00pa30BaTEIbHOIO YUPEXKICHHS.

5.5. UndopmupoBaTh CTPYKTypHBIE OAPA3AEICHHS AETCKOTO cajla O HEOOXOIMMOCTH Mepeaadn
JIOKYMEHTOB B apXHB B COOTBETCTBHH C YTBEPKACHHBIM IPapUKOM.

5.6. IlpuHuMaThp yuacTue B 3aCE€JaHUAX OSKCIEPTHOM KOMMCCHUM YUpEXKIECHMS, a TaKXKe B
JKCIEPTHO-IIPOBEPOYHOM KOMHCCHH YIOJHOMOYEHHOIO OpraHa HCIIOJIHUTEIBHON BIIACTH
cyonekra Poccuiickoit @enepannu B cepe apxXUBHOTO Jena.

6. OTBeTCTBEHHOCTD 32 (PYHKIIMOHHPOBAHHE ApXUBa
6.1. HazmauenHnoe npuka3om 3aeayromiero JJOY nuio, 0TBETCTBEHHOE 3a BEJICHUE apXHBa, HECET
NEPCOHAIBHYIO OTBETCTBEHHOCTD 34!

* BBHINOJIHEHUE BO3JIOKEHHBIX Ha apxXuB 3a7ad W (QYHKOUH B COOTBETCTBHM C
JEHCTBYIOLIUM 3aKOHOAATENbCTBOM Poccuiickoit deaepanuu;

* OpraHu3anuio paboThl apXHMBa, CBOEBPEMEHHOE M KBAIH(DUIMPOBAHHOE BBIOJHEHHE
IIPUKA30B, PACIOPSIKCHUHN, MOPYYEHHM BBIMIECTOSIIETO PYKOBOACTBA, ACHCTBYIOLIUX
HOPMAaTHBHO-IIPABOBBIX AKTOB IO CBOEMY MPOMUIIIO JEATEIbHOCTH;

* pauuoHambHOEe M 3(P(PEKTUBHOE HCIIOIB30BAaHUE MAaTepPHAIbHBIX, (UHAHCOBBIX U
KaJIPOBBIX PECYPCOB;

* COCTOSIHME TPYIOBOM M MCIOJHUTEIBCKOM TUCLUIUIMHBI B apXHBE, BBIIIOJHEHUE CBOUX
(YHKIIMOHATILHBIX 00s3aHHOCTEH;

* coOnroieHUe MpaBWJI BHYTPEHHETO PACIOpsAAKa, CAHUTAPHO-TPOTHBOAIUIEMUYECKOTO
pekuMa, IPOTHBOIOKAPHOM O€30M1aCHOCTH U TEXHUKHU 0€30M1aCHOCTH;

* BEIEHUE JOKYMEHTAluH, NPEIyCMOTPEHHOM NEHCTBYIOIIMMHM HOPMATHBHO-IIPABOBBIMU
JNOKYMEHTaMU;

* IPENOCTaBICHUE B YCTAHOBIECHHOM IIOPAJKE IJOCTOBEPHOM CTATUCTUYECKOM M WHOU
MH(OpMaILNH O JESITENbHOCTH apXHBa;

* TOTOBHOCTH apXHuBa K paboTe B yCIOBUAX YPE3BBIYAHHBIX CUTYAIUH.

6.2. OTBeTCTBEHHBIE 3a BEJICHHE JEIONPOU3BOJCTBA, MOATOTOBKY M IPEICTABICHUE JOKYMEHTOB
Ha XpaHEHME B apXUB, Ha3HavaroTcs 3aBeayomuM J[0Y.

7. KomniekToBaHue apxuBa
7.1. IloaroToBKa JOKyMEHTOB K II€peiadye B apXHB JOUIKOIBHOTO 00pa30BaTEIbHOTO YUPEKICHUS
BKJIIOYAET SKCIEPTU3Y HAyYHOW M NPAKTUYECKOH LEHHOCTH JOKYMEHTOB, O(OpMIIEHHE [el,



COCTAaBJIEHHE OIIUCH.
7.2. DKcriepTU3a IEHHOCTH JOKYMEHTOB:

JKCIIEPTH3a IIEHHOCTH TOKYMEHTOB — OIpPENEICHHE LEHHOCTU IOKYMEHTOB C LIEJbIO
oTOOpa WX HA XpPAaHCHHE W YCTAHOBJIICHHE CPOKOB XpaHEHHS. DKCHEPTU3Y IICHHOCTH
nokyMeHTOB B JIOY ocymiecTBiIsIeT TOCTOSSHHO JEHCTBYIOIIAs SKCIIEPTHAS KOMUCCHS;
JKCIIEPTHAsE KOMHCCHSl Ha3HauyaeTcsl mpukazom 3aseaytouiero JIOY. B cocras
HKCIIEPTHOM KOMHCCHUHU BKIIIOYAIOT HE MEHee TpeX COTPYIHUKOB, B TOM YHUCIE B
00s13aTeTbHOM TIOPSIIKE JIMIIO, OTBETCTBEHHOE 3a BEACHHE apXWBa JIETCKOrO caja.
CexkperapeM 3KCIEpTHOM KOMHUCCUU HazHaudatoT cekpetaps JJOY. DkcnepTHas kKoMuccus
Ha 3acellaHMsAX pacCMAaTPUBAET: HOMEHKJIATypy Jell JETCKOro cajaa, OMUCH JIed
MOCTOSIHHOTO XPaHEHUsl W MO JMYHOMY COCTaBYy, aKThl HA IOKYMEHTHI, BBIICISEMbIE K
YHUYTOKEHHUIO.

7.3. Odbopmiuenne en:

della NOCMOAHHO20 XPaHeHus TIOAIINBAIOTCS B TBEPAYIO O0JOXKKY MPOYHBIMH HUTKAMH.
JlucTel HyMepyrOTCS B MpPaBOM BEpPXHEM YIUNIy TPOCTHIM Kapanmamom. KomuuecTBo
JINCTOB B KAXKJIOM ACJIC HC HOJI?KHO HpeBBIH_IaTI: 250 B KOHIIC 1c€Jia HA OTACJIBHOM JIUCTC
COCTAaBJISICTCS 3aBEpUTEIbHAS HAJIIUC;

Ha OGHO)I(KG JCJI TIOCTOSAHHOTO XpaHeHI/IH JOJIDKHBI 6I>ITB HpOCTaBHGHBI cnez:yloume
PEKBU3UTHI: MMOJTHOE HAMMEHOBAHUE BBILIECTOSIIEH OpraHu3anu, HaumeHoBanue [0V,
HOMEp (MHAEKC) Jena MO0 HOMEHKIIAType, 3arojIOBOK JieJla, KOJUYECTBO JIMCTOB, CPOK
XPaHECHHS WIH OTMETKA «XPaHHUTh MIOCTOSTHHO», HOMEDP (OH/Ia, OTIUCH, JIeTIa;

II0 OKOHYAaHUH I[GJIOHpOI/I3BO,Z[CTBeHHOFO rogpa B O(bOpMHeHHBIe O6J'IO)KKI/I pi(S2) |
MMOCTOSTHHOTO XpaHEHHUs BHOCATCS HEOOXOIMMBIE YTOYHEHHS: B 3aroJIOBKH JIeT,
colepKallluX pacHopsAAUTENIbHbIE JIOKYMEHTHI (MPUKa3bl, MPOTOKOJIbI), BHOCATCS
HOMEpA; €CIIM JeJN0 C TEPENHCKON COCTOMT M3 HECKOJbKHMX TOMOB, B KaXKJIOM TOME
YKa3bIBAETCS KOPPECIIOHJEHT, aBTOp, TEPPUTOpPHs, NIpyrue AaHHble. B kaxaoMm Tome
yKa3bIBaeTCsl AaTa (YMC0, MECSI], TOJ) Hadajga ¥ OKOHYAHHS JAaHHOTO ToMa. TouHBbIE
JaThI HpOCTaBHHIOTC}I Ha O6JIO)KKaX JUIA 6I>ICTpOI‘O IIOHUCKa I[OKYMGHTOB B
MOCJICIYIONIEM; M3 3aBEPUTEIBLHON HAAMUCH Ha OOJIOKKY JieJla BBIHOCHUTCS KOJMYECTBO
JINCTOB B JICJIC;

HaJMMCA Ha OOJIOKKaxX JeJ TOCTOSHHOTO W JIONTOBPEMEHHOTO XpaHEHHUs CIEIyeT
HpOI/IBBOI[I/ITI: YCTKO, CBGTOCTOI\/'IKI/IMI/I t-IepHI/I.Ha.MI/I;

JUTsl ydeTa KOJMYEeCTBa JINCTOB B Jelie U (puKcauu OCOOCHHOCTEW WX HyMEpaluu Ha
OTACIIBHOM JIUCTEC COCTABJISICTCSI 3aB€pHT€HBHa}I HaAInuchb,

B 3aBEPUTEIIPHOM HAJIUCH YKA3bIBAECTCS KOJWYECTBO JIMCTOB (IMdpaMu U TPOIUCHIO) B
pI(SA) (SN 3aBepHTeana;1 HaAIIUCh IIOAIMMUCHIBACTCA COCTABUTCIIEM C yKaBaHI/IeM cero
JIOJIPKHOCTH Y JaThl COCTABJICHUS;

BHYTpeHH}I}I OIINCH COCTABJILACTCA K Ac€JIaM ITOCTOSAHHOI'O U ,Z[O.HI‘OBpeMeHHOFO (CBBILHG 10
JIET) CpoKa XpaHeHUs, CGOPMUPOBAHHBIM IO PA3HOBUIHOCTSIM JOKYMEHTOB, 3ar0JIOBKH
KOTOpPBIX HE PACKPHIBAIOT KOHKPETHOE COJEp)KaHUE JOKYMEHTOB (0CO00 IIEHHBIE,
JUYHBIC JIea U JIp.).

7.4. Ourcanyue TOKYMEHTOB MOCTOSIHHOTO CPOKA XPAHEHHUS

OMMCH COCTAaBISAIOTCS pPa3lebHO Ha Jejla TOCTOSHHOIO XPaHEHHs IO OCHOBHOM
JESTEIbHOCTH U Ha JieJa 110 JINYHOMY COCTaBYy;

OMMCH COCTABIIAIOTCS AEIIONPOU3BOAUTEIIEM;

OIHCH BEJIETCS B €IMHON BaJIOBOW HyMEpallMU B TEUEHUE HECKOJIBKHX JIET,

Ha JIeJIa C UCTEKIIUM CPOKOM XPaHEHUsI COCTABIIAETCS aKT 00 YHHUUTOKEHUY;

110 OKOHYAHHUH JICTONPOU3BOJCTBEHHOr0 roja B JIOY npousBoautcs oT60p JOKYMEHTOB
ITOCTOSIHHOTO CPOKAa XpaHEHUs Ui BKIIOUYEHHS UX B OMKUCh. ONMHUCHh COCTOUT U3 T'OAOBBIX
pa3fenoB, BHYTPU ToAa Je€ja pacloyiaraloTcs IO CTENEHU 3HAUYUMOCTH C Y4YETOM
HOMHUHAJBHOTO MPUHIIUIA (B COOTBETCTBUU C HOMEHKIIATYPOH YUPEKICHUS);

ONMCH COCTABJISIIOTCS pPa3felbHO Ha J€lla IOCTOSHHOIO XPAaHEHHsS [0 OCHOBHOM



NeSITeIbHOCTH U Ha JieJia 110 JIMYHOMY COCTaBy;
*  OIUCH COCTABJISIIOTCSA CEKPETAPEM.
7.5. /lena epemennoco xpanenus 0GOPMIISIOTCS YIPOIICHHO: OHU HE TOIIIMBAIOTCS, JIUCTHI B HUX
HE HyMEpYIOTCS, YTOUHEHHE Ha OO0JI0KKaX HE MPOU3BOJAUTCS, OTMHCH HA JieJa HE COCTaBISIOTCS,
y4deT BeeTcs [0 HOMEHKJIaType JIe.

8. Ycii0Busl XpaHeHHsI JOKYMEHTOB B apXuBe
8.1. JlokyMeHTBI apxuBa XpaHATCS B aPXUBOXPAHWIHILIE JOIIKOJILHOTO OO0pPa30BaTEIHLHOTO
YUPEXKICHUSI.
8.2. He nomyckaercs pa3MelieHue apXuBa B MOABATHHBIX U YePJAYHBIX TOMEIIEHUIX JIETCKOTO cajia.
8.3. ApXMBOXpaHWIHINE JOHKHO OBITH yAAJIEHO OT JIAOOPATOPHBIX, MPOU3BOJICTBEHHBIX, OBITOBBIX
MOMEIIEHUH U HE UMETh OOIINX ¢ HUMH BEHTHJISIIMOHHBIX KAaHAIOB. APXHUBOXPAHWIHIIE OTIEISICTCS
OT COCEIHHUX IMOMEIIEHUN HECrOopaeMbIMU CTEHAMH M MEPEKPHITUSIMU C MPEeaMi OIHECTOMKOCTH
HE MeHee JBYX 4acoB. B apXumBoxpaHWiIMIEe HE JOMYCKAaeTCs MPOKIaZKa TPyO BOJOCHAOKEHUS W
KaHaJU3aluu, TEXHOJOTUYECKHE UITH ObITOBBIE BHIBOBI BOJIBI.
8.4. ApXMBOXpaHWJIHINE JODKHO WMETh €CTECTBEHHYIO WJIH HCKYCCTBEHHYIO BEHTHUJISIIHIO,
o0ecrevynBaroNIyI0 PELUPKYISAIII0 BO3AyXa, CTAOMIbHOCTh TEMIIEPATYPHO-BIAXKHOCTHOTO peXUMa.
8.5. Bce mocrtymaromue B apxuB JJOY NOKyMEHTHI pa3MENIalOTCS B apXUBOXPAHWIMIIAX HA
CTAIlMOHAPHBIX /WK MEPeBUKHBIX METANIMYECKUX CTeJIaXkaX, B METAUIMYeCKUX IIKadax uiu
KOHTENHEpax.
8.6. Cremnaxku TOJKHBI ObITh YCTAHOBJIEHBI MEPIEHIUKYJISIPHO CTEHAM C OKOHHBIMH IIpOE€MaMH, a B
NOMeEIIeHNU 0e3 OKOH - ¢ y4eToM OCOOCHHOCTEW MoMelieHuss U obopynoBanus. He momyckaercs
pa3MenieHne cTeiaxeil BIVIOTHYIO K HAPY>KHBIM CT€HaM 37aHus U K UICTOUHHKaM Teruia.
8.7. PaccranHoBka crennakeii M IMIKaQoOB OCYNIECTBISETCS B COOTBETCTBUH CO CIEAYIONUMHU
TpeOOBaHUSIMU:
*  paccTOSHME MEXNy psAJaMu CTejulakel (TJ1aBHbIM Ipoxof) — He MeHee 120 cM;
* paccrosHHE (MPOXO) MEXKy CTeIlJIa)KaMu — He MEeHee 75 cM;
*  PpAacCCTOSIHHE MEXIy HapyKHOU CTEHOW 3JaHWs U CTEJUIaKaMHU, MMapAIIICIbHBIMU CTEHE — HE
MeHee 75 cMm;
*  pacCTOSIHHE MEXIy CTEHOM U TOPLIOM cTelaXka 1l mkaga (00xo1) — He MeHee 45 cm;
*  pacCTOSHHE MEXIYy IOJOM M HIDKHEW TOJIKOW creimaxka (mkada) — He meHee 15 cM, B
IOKOJBHBIX 3TaxkaX — He MeHee 30 cMm.
8.8. IlpoTwBOMOXapHBIM pPEKUM B apPXUBOXPAHWIMINAX, Tae pasmemaercs apxuB JIOVY,
YCTaHABIUBACTCA B COOTBETCTBUM C lIpaBuinamu mnporuBonoxapHoro pexuma B Pocculickon
®denepannn ot 16 centsadps 2020 roma Nel1479.
8.9. ApxuBHBIC JOKYMEHTHI CIIEIyeT XPAaHUTh B TEMHOTE.
8.10. 3amuTa TOKyMEHTOB OT JACHCTBHUS CBETa 00ECIIEUNBACTCS XPaHEHUEM JIOKYMEHTOB B KOpOOKax,
Mankax ¥ repervieTax, B mkadax Wik Ha CTeJUIaXKax 3aKphITOro THIIA.
8.11. EcTecTBeHHOE OCBELICHHE B apXMBOXPAHWIMIIE AOMYCKAETCS MPH YCIOBHUM MPUMEHEHHUS Ha
OKHaxX CBETOpacCeuBaTelield, PeryisaTOpOB CBETOBOTO MOTOKA (CHEUMATbHBIX CTEKON), 3aIIUTHBIX
(GUIBTPOB U MOKPBITUH, JKATIO3H.
8.12. JIns MCKYCCTBEHHOTO OCBEIICHHSI TIPUMEHSIOTCS JIAMITBI HAKAJIMBAHUS B 3aKPBITHIX IUIA(OHAX C
r1aKOW MOBEPXHOCTBIO.
8.13. B apxuBoXpaHWIHIIE Ul XpaHEHUS JOKYMEHTOB YCTAHABIWBAIOTCS CIEAYIONIHE MapaMeTphI
TEMIEPATYPHO-BJIAXKHOCTHOTO peXUMa:
* U XpaHEHMs JJOKYMEHTOB Ha OyMa)kHOM Hocutene — temneparypa 17-19°C, orHocuTensHas
BJIAXKHOCTH Bo3ayXxa — 50-55%.
8.14. TlomemieHus: apxuBa JIOMIKOJIBHOTO 00Pa30BaTENbHOIO YUPEKICHHS JTOJKHBI COAEPIKATHCS B
YHCTOTE, B YCIOBUAX, UCKJIIOUAIOLIUX BO3MOXHOCTh MOSIBJICHUS TJIECEHU, HACEKOMBIX, IBLIH.

9. 3ak/104nTE/IbHBIEC M10JI0KEHUS
9.1. Hacrosimee Ilonoxkenne 00 apxuBe SBIAETCS JOKAJIbHBIM HOPMATHBHBIM —aKTOM,



npuHuMaeTcs Ha O01mmeM coOpaHun paOOTHUKOB JIOIMIKOJIBHOTO 00pa30BaTEILHOTO YUPEKIACHUS U
yTBepkaaercs (1ubo BBoguTCA B AericTBue) 3aBeayroumm J10Y.

9.2. Bce u3meHeHuss W JOTMOJHEHUS, BHOcHMBbIe B Hacrosmiee [lomoxxenue, odopmisiorcs B
NUCHbMEHHOW (opME B COOTBETCTBUU JICHCTBYIOUIMM 3aKOHOJATEIbCTBOM Poccuiickoit
denepanuu.

9.3. Ilonoxenue 06 apxuBe JIOY mnpuHMMaeTcss Ha HEONpeAeNeHHbIH cpok. M3MeHenus u
nononHeHus K [lonokeHuio MpUHUMAIOTCS B MOpAAKe, MpeaycMoTpeHHoM 1.9.1. Hacrosiero
[Tonmoxenwus.

9.4. Tlocne npunsTtus IlomokeHuss (MJIM WU3MEHEHWH W JIOTIOJHEHWW OTHAEIBHBIX ITYHKTOB H
pa3zenoB) B HOBOM peJakliuy Ipeablayllas pelakiys aBTOMaTHUYECKH yTPauUBaeT CUILY.

r
AOKYMEHT MoArmcAH
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