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IMonoxenue
00 apxXHBe MYHHIIHNAJbHOT0 OK/IKETHOT0 A0LIKO/ILHOI0
oOpasoBaTe1bHOro yupe:kaenus «LleHTp pasBurusa pedenka —
nerckui cag NeSQ «CBerodopuk» ropoga HeBuHHoMbIcCKA

1. O6mmue mosioxkenus

1.1. Hacrosamee IlomoxeHue pa3paboTaHO B COOTBETICTBHM C lIpHKa3oM
®enepanbHoro apxupHoro aredatcrsa Ne 77 ot 31 wmoms 2023 roma «O6
yTBepXkneHuu [lpapunm opraHM3alMy XpaHeHHs, KOMIUIEKTOBAaHMS, ydeTa MU
UCIIONIB30BAHUS JOKYMEHTOB ApxuBHoro (onna Poccuiickoii @enepanyu U qpyrux
ApXMBHBIX JOKYMEHTOB B TOCYIJapCTBEHHBIX OpraHaX, oOpraHax MECTHOTO
CaMOyIIpaBJI€HUs U OpTraHU3alkAx», Ha OCHOBaHMM IIprMepHOro mojoxeHus 00
apXWBe OpraHU3allM{, YTBEPXKICHHOro mpHKazoM @enepanibHOrO apXHBHOIO
areHTcTBa Ne 42 ot 11 anpens 2018 rona.

1.2. lannoe Ilonoxenne 06 apxuBe JAETCKOTO Cafia ONPEAeTseT COCTAB JIOKYMEHTOB
apXuBa YU yCJIOBUA MX XPAaHEHUS, YCTAHABIMBAET 33/1aud, Ha3HAYCHUE W (DYHKIHH
apX1Ba, PEriIaMeHTHPYET NeATeNbHOCTD JIMIA, OTBETCTBEHHOTO 32 BelleHHE apXUBa
B JIOLIIKOJIBHOM 00Pa30BaTeIbHOM YUPEKICHUH.

1.3. B cBoeit nesrenbHOCTH apxuB HETCKOTO cana pykoBozacTByercss DenepaabHBIM
3akoHOM Ne 125-®@3 ot 22.10.2004 roma «O6 apxuBHOM elle B Poccuiickoii
OQenepauu» ¢ H3MEHeHWsIMH OT 28 gekabps 2022 ropa, HOPMAaTUBHBIMH
TpaBOBBIMU akTamu Poccuiickoit @enepanuu, cybbekta Poccuiickoit Oenepanuu B
cthepe apxMBHOTO JIeNa U JeIOMPOU3BOACTBA, JIOKATbHBIMA HOPMAaTUBHBIMU aKTaMu
JOIIKOJIBHOTO 00Pa30BaTENIFHOTO YUPEKICHHUS.

1.4. TokymeHTBI VupexIeHHs, UMEIOIHe HCTOPUUECKOE, KyJIbTypHOE, HayJHOE,
COLIMAJIPHOEC,  OKOHOMHYECKOE€ M  IOIUTHYECKOE  3HAYEHHWE, COCTABIISIOT
TOCYNapCTBEHHYIO0 4acTh ApxuBHOro Qonzna Poccuiickoit ®enepanuy, SBIIOTCS
COOCTBEHHOCTBIO ~ TOCYyJapcTBa M  MOJIEXAT IOCTOSHHOMY XDaHEHHIO B
TOCyNapCTBEHHBIX  apxuBaxX Poccuiickoli ®@epepauuu. Jlo mepegaud Ha
FOCYyNapCTBCHHOE XpaHEHHWE JaHHblE [OKyMEHTBl BPEMEHHO XpaHsATCi B
JOIIKOJIEHOM 00pa30BaTeIbHOM yUPEXKICHUH.

1.5. B Vupexnenuu mias XpaHeHUS MOKyMeHTOB ApxuBHOro (Gouma Poccuiickoi
OQerniepaliii W 3aKOHYEHHBIX [AEONPOM3BOACTBOM JOKYMEHTOB MPAKTUYECKOTO
Ha3HAa4YeHHUs, UX OTOOpa, ydeTa, MCIONB30BAaHHS M TMOATOTOBKH K Iepeiade Ha
rOCyJapCTBCHHOE XPaHEHHUE CO3/IACTCS apXHB. '

1.6. ApxuB co3jaeTcss Kak CaMOCTOSTENBHOE IIOZpa3eleHHe, BO3TIABISIEMOE
JIMLIOM, OTBETCTBEHHBIM 3a BEIEHHWE apXMBa COIJIACHO IIPUKAa3y 3aBelyIOLIEro



AOIIKOJIbHBIM 00Pa30BATEIBHBIM YUPEKICHUECM.

1.7. Vupexnenne NOIIKONBHOrO 06pa3oBaHus 00€CIeUrBAET apXuB HEOOXOIUMBIM
IIOMeILeHHEM, 000pyJOBAHHEM U KaJpaMH.

1.8. MomkonbHoe o06pa3soBaTenbHOE yUpexIeHHE OOeCIedHBaeT COXPaHHOCTb,
Y4eT, OTOOp, yNOpsmOYeHHE W WCIIOIB30BAHHE TOKYMEHTOB ApxuBHOTO (oHIA
Poccuiickoit ®enepanun, obpasyrommxcss B ero aesteibHocTH. OGecmedmBaet
CBOEBPEMEHHYIO TI€pe/lady 3TUX JOKYMEHTOB Ha FOCyJapCTBEHHOE XpaHEHHe.

1.9. Bce pabotsl, cBsI3aHHEIE C ITOATOTOBKOIA, TPaHCIIOPTHPOBKOM M IHepenadei
ApXMBHBIX JOKYMEHTOB, IPOU3BOJATCS CUIAMH M 3a CUET NETCKOTO caja.

1.10. 3a yTpaTy u nmop4y mHOKyMEHTOB ApxusHoro ¢oHnna Poccuiickoit ®enepanun
AOKHOCTHBIE Juna JIOY HecyT OTBETCTBEHHOCTD B COOTBETCTBUH C IEUCTBYIOITUM
3aKOHOJATEIHCTBOM.

1.11. ApxuB pmerckoro cama paboTaeT coriacHo IuIaHy, YTBEPXKIAEMOMY
3aBENYIOIMUM IOWIKOJIBHEIM 00pa30BATENbHBIM YUYPEKICHHEM M OTYUTHIBACTCS
IIEpe]T HUM B CBOeit pabore.

1.12. Kontpons nesrensuoctu apxXwBa ocylecTBIsAeT 3aBenyrouid JIOY, a B ero
OTCYTCTBUM —UCIIOJIHAIOIMI 005S3aHHOCTH 3aBEYIOIIETO.

2. CocTaB 10KyMeHTOB apxuBa
2.1. B apxus JIOY mocTynaror:

° 3AKOHHYCHHBIC IENONPOM3BOJCTBOM YUPEXAEHHS JOKYMEHTBI ITOCTOSHHOLIO
XpaHeHus1, 00pa30BaBILUECs B AeITeIbHOCTH CTPYKTYPHBIX HOJpa3ieeHHi,
AOKYMEHTBI BDEMEHHOTO (CBBIIIE 10 J1eT) cpoKa XpaHeHHs, HeOOXOIUMEIE B
IPaKTUIECKOU NeATENBHOCTH, JOKYMEHTHI 110 KaJpaM U BOCTIHTAHHUKAM;

® JOKYMEHTBI TIOCTOSHHOTO XPAaHEHHUS W II0 JIMYHOMY COCTaBY OpraHHW3allHii-
NPEIIIECTBEHHUKOB (IIPU UX HAIMYHH);

° JIMYHBIC (QOHIEI BEAYIMX PAGOTHUKOB IETCKOTO cazna (IpH UX HATHYKK);

* CIyXeOHbIE U BETOMCTBEHHBIE W3aHNUs,

* CIIPaBOYHO-TIOMCKOBBIE CPEJCTBA K NOKYMEHTaM M YYETHBIE JOKYMEHTHI
ApXHBa JIETCKOTO caja.

2.2. Cpoku xpaHeHus AOKYMEHTOB B apXHBE IOIIKOJBHOTO 0GPa30BATENLHOIO
YIPEXKACHUS ONPENENSIOTCA COIIACHO CPOKAaM, YKa3aHHBIM B YTBEPXKIECHHOM
HOMEHKJIaType JIedl.

3. 3agaun apxuBa JIOY
3.1. OCHOBHEIMH 3a1aYaMy apxuBa ABJISFOTCSL:

° OpraHmusanus XpaHEeHHs JOKYMEHTOB, COCTAB KOTOPBIX IIPENyCMOTPEH
pas3zesioM 2 HaCTOSIIEro ITonoxenus;

° KOMILIEKTOBaHHUE apxuBa  JOKyMEHTaMH, 00pa3oBaBIIUMHUCS B
ACATEIIBHOCTH ~ YUPEKAEHHUS,  OCYILECTBISIOIIErO 00pa3oBaTeNbHyIO
JEeSTEeIIFHOCTE;

° y4YeT, obOecnedenne COXPAaHHOCTH, CO3JaHHWE  HAyYHO-CIIPABOYHOTO
arrapara; ,

¢ HCIIOJIB30BaHUE JOKYMEHTOB, HAXOMSIITHXCS Ha Xpanenuu B apxuse JIOY;

* IONIOTOBKA M CBOEBPEMEHHAs Iepefada JOKYMEHTOB ApxuBHoro ¢onza
Poccuiickoit Qenepanii Ha TOCTOSHHOE XpaHEHHE B IOCyAapCTBEHHBIN




(MyHHIIATIATGHBIA) apXUB;

¢ MeTomWYeckoe pYKOBOACTBO X KOHTPOIb 332 (OPMUPOBAHUEM U
ohopMIIEHHEM JieN B JeTONPOM3BOACTBE IETCKOTO cafa i CBOEBPEeMEHHOH
nepejiauei ux B apXUB AOLIKOJIBHOIO 00pa3oBaTebHOIO yUPEKACHUS.

4. ODyHKIUH apXHBa

B COOTBETCTBHMU C BO3JIOKEHHBIMH 3aadaMi apXWB OCYIIECTBIAET CJICIAYIOMINE
byHKITIN:

4.1. OpraHu3yeT TIpHeM TOKYMEHTOB IOCTOSHHOTO X BPEMEHHOTO (CBBIIIE 10 ner)
CPOKOB XpaHEHHs, B TOM 4HCIIe [0 KajpaM U BOCIMTAaHHHKaM, 00pa3oBaBIIMXCS B
nesitenprOocT JJOY, B COOTBETCTBHH C YTBEP)KACHHBIM IPa(UKOM.

4.2. OfecrieunBaeT COXPAHHOCTH U BeJeT y4deT [OKYMEHTOB H ()OHIOB,
HaXOJSIIIMXCS Ha XpAaHEHMH B apxuBe [OIIKOJHHOIO 00pa3oBaTeNbHOIO
yUpeXKIeHUS.

4.3. TlpencTaBnser B TIOCYAApCTBEHHbIM (MyHHULUNANBHBIA) apXWB y4YETHBIE
cBelleHus 00 00BEME U COCTaBe XPAHSIIUXCS B apXHBe JIETCKOro cajia JOKyMEHTOB
Apxusnoro ¢oumga Poccuiickoit denepanuu U APYruX apXWUBHBIX NOKYMEHTOB B
COOTBETCTBHHM C MOPSAAKOM TI'OCYJAapCTBEHHOI'O ydeTa JOKYMEHTOB ApPXHBHOTO
donna Poccuiickoit ®enepanumu.

4.4. CucteMaTH3UpyeT U pa3MelaeT JOKyMEHTBI, IIOCTYIIAIONIHe Ha XpaHEHHUE B
apxuB JIOY, o6pa3oBaBIIHECs B X0/I€ OCYIIECTBICHHU AEATEIbHOCTH YUPEHKACHU.
4.5. Pa3pabaTriBaeT rpaduKy MpeCTaBIEHUS OMUCEN HA paCCMOTPEHHE IKCIIEPTHO-
IIPOBEPOYHON KOMECCHH U IIepeladyr JOKYMEHTOB ApxuBHOTO ¢oHna Poccuiickoin
@Oenepanvy Ha XpaHEHHE B TOCYIapCTBEHHBIN (MyHUIUIIAIBHBIN ) apXUB.

4.6. OcylecTBASET NOATOTOBKY U IPE/ICTABISET:

° Ha pacCMOTpEeHHE U corjacoBaHue dKcnepTHoi komuccuu JOY omucu nen
IIOCTOSIHHOTO XpaHEeHUsI, BpeMeHHBIX (CBbIlIe 10 JeT) CpOKOB XpaHEHHUs, B
TOM 4YHUCJIE€ O KaJgpaM U BOCIHUTAHHUKAaM, a TaKXe aKThl O BBIIEJIICHUU K
YHUYTOXXEHUIO apXUBHBIX TOKYMEHTOB, HE TOJIEKAIIUX XPAHEHUIO, aKThI
00 yTpate JOKyMEHTOB, aKThl O HEUCITPABUMBIX MMOBPEXKICHUSIX apXUBHBIX
JTOKYMEHTOB;

* Ha yTBEpPXIECHHUE 3KCIEPTHO-NPOBEPOUYHON KOMHCCHUU YIOJIHOMOUYEHHOTO
OpraHa HWCIIOJHUTENbHOU BiacTu cyObekta Poccuiickoit ®@enepanuu B
ctepe apxuBHOro jaena (manee - DITK apXuBHOTO yUpexKICHUSI) OMUCH eI
IIOCTOSIHHOTO XpaHEeHHUS;

e Ha cornacoBanue OIIK apxuwBHOrO yupexaeHus cyOobekra Poccuiickoit
Qeneparuu  (MyHHIIUIATHGHOTO apxuBa), B CilIydae HaJEeIeHUd €ro
COOTBETCTBYIOIIUMH IMOJTHOMOYHUSMHE, OIIUCHU JIEJI 110 JTUYHOMY COCTaBY,

* Ha corjacoBanue OIIK apxuBHOro ydpexneHus cyobekta Poccuiickoin
Oenepannu  (MyHHIIUITAIBHOTO apxXwBa), B Clydyae HAAEJIEHUSA €ro
COOTBETCTBYIOIIMMH MOJTHOMOYHUSIMHU, aKThl 00 yTpaTre HOKYMEHTOB, aKThI
0 HEHCIPaBHUMBIX TTOBPEXICHUIX apXUBHBIX JTOKYMEHTOB;

* Ha yTBepXxaeHue 3aBenyromiemy JOVY omucu nen mOCTOSHHOIO XpaHEHH,
omucH BpeMeHHBIX (cBbImie 10 JeT) CpOKOB XpaHEHHUs, B TOM YHUCIIE OIIKUCH
Ie] 10 KaJpaM W BOCIHTAaHHHUKAM, aKThl O BBIAECIEHUU K YHUYTOXKEHHIO
ApXUBHBIX OKYMEHTOB, HE IOJJIEXalUX XpaHEeHHIO, aKTel 00 yTpare




AOKYMCHTOB, aKTBl O HCHCIPABUMBIX IOBPEXKICHUSIX apXMBHBIX
JIIOKYMEHTOB, YTBEPXKACHHEIE (corymacoBaHHBIE) OIIK 1581071
TOCyNapCTBEHHBIM ~ apXWBOM  cyOwekra  Poccuiickoit = ®enepanuu
(MyHHMIMIIATBEHEIM apXUBOM) B CIydae HaJENeHHs ero COOTBETCTBYIOIIUMU
IIOJIHOMOYHSIMH.
4.7. Opraamsyer mepenadyy IOKYMEHTOB ApxuBHoro douma Poccuiickoit
OQezepalii Ha IOCTOSHHOE XpaHEHHE B TOCYAapCTBEHHBIA (MYHUITUTIATBHEIH)
apXWuB.
4..8. OpranusyeT M IPOBOIUT SKCIEPTH3Y LEHHOCTH JOKYMEHTOB BpPEMEHHBIX
(cBbimre 10 JIeT) CPOKOB XpaHEHHUs,, HAXONALIAXCS Ha XpaHeHuH B apxuBe JJOVY B
Iendx orbopa JOKYMEHTOB Il BKIIOYEHHS B COCTAB ApxuBHoro donma
Poccuiickolt @enmepanum, a Takke BBISBICHHS JIOKYMEHTOB, HE ITOIJIEXKAIAX
JanbHENIIEMY XPaHEHHUIO.
4.9. VuactByer B paboTe SKCIEPTHOH KOMHCCHH JOLIKOJIBHOTO 00pa30BaTeIbHOIO
YUPEXKICHHUS.
4.10. TIpoBOoZHT MepOHPHSTHA MO O0BECIICIEHUEO COXPaHHOCTH JTOKYMEHTOB,
HaXONsIMuXCs Ha XpaHeHuH B apxuse JIOY.
4.11. Oprauusyer UH(bOPMHUPOBaHHUE aIMMHHUCTpanuu M pabotaukoB JIOV o
COCTABE U CONEPIKAHUN TOKYMEHTOB apXUBa YUPEKICHHS.
4.12. Muadopmupyer mons3osaTeneii mo BOTIPOCaM MECTOHAXOXKIEHUS apXUBHBIX
JOKYMEHTOB.
4.13. Opranusyer BeIgauy AOKYMEHTOB U eI JJIs1 paOOTEl B YUTAITHHOM 3aJI€ K
BO BPEMEHHOE IOJIL30BaHUE.
4.14. Vicnonusier 3ampockr TI0NE30BATENEH, BBIIAET apXHBHBIC KOMUM JOKYMEHTOB,
APXMBHBIE BBIIIMCKH M APXHUBHBIE CIIPABKH.
4.15. Bener y4eT ucrons3oBamus AOKyMeHTOB apxuBa JIOVY.
4.16. Cosmaer (GoHI mMOIB30BAHMS dpXuBa NETCKOI0 caja M OPTaHM3yeT ero
HCIIOJIb30BaHHe.
4.17. OcymiecTBnser Benenue CIIPaBOTHO-TIOUCKOBBIX CPEJACTB K JOKYMEHTaM
apxuBa JIOV.
4.18. Cosmaer, momonmser wu COBEPIICHCTBYET HAyYHO-CNPABOYHBIN ammapar K
XPaHAMUMCS B apXUBE JIeJIaM U JOKYMEHTAM.
4.19. YuacrByer B paspaGorke AOKYMEHTOB yYPEXKIEHHUS 110 BOIIPOCAM apXUBHOI'O
Zlejla U IeJIONpOU3BOICTBA.
4.20. Oka3biBaeT MeTOIMYECKYIO IIOMOIIIb:

° ciyxbe menompomssopctBa JIOY B COCTaBICHHM HOMEHKJIATYpEI [e],
(opmupoBaHHK U odopmiIeHHEH JENI, KOHTPOJIUPYeT IIPaBHIBHOCTE
(opMHpOBaHKS B OOPMIIEHHS 11eI B JIEIOIIPOU3BO/ICTBE;

° CIPYKTYpHBIM TIOIpasieneHMsM H pabotHmkam JIOY B IIOATOTOBKE
AOKYMEHTOB K IIepe/iade B apXHuB JETCKOTO casa.

4.21. VuactByer B mpoBemeHHHM MEPONPHUATHH 10 MOBBIIICHHUIO KBANH(pUKALAH
PabOTHHKOB apXmBa ¥ CIIyKObI ACJTIONPOU3BOACTBA TOUIKOJIBHOTO 00Pa30BaTENbHOIO
YUPEKICHUS.

S. IIpaBa apxuBa
11 BEIMONHEHUS BO3IOXKEHHEIX 3a/1a4 ¥ QYyHKIWHN JUI0, OTBETCTBEHHOE 34 apXuB,




HMEET MPaBo:
5.1. IlpexncraBnsTs 3aBENYIOMIEMY NOIIKOJBHEIM 00pa30oBaTebHLIM YUpEXKIECHHEM
TMPEJIOEHHS 110 COBEPIIEHCTBOBAHUIO OPraHU3aIiN XpaHeHHMsI, KOMIIJIEKTOBaHHS,
YHCTa U CIIOJIb30BAHHS apXHBHBIX JOKYMEHTOB B apxuse JOVY.

5.2, KOHTpoNMpoBaTs  BHIMOTHEHHE YCTAQHOBJICHHBIX IIPaBUJI  paboThl ¢
AOKYMEHTaMHU B CTPYKTYPHBIX HOIpPa3eIeHusIX YUPEKIEHHUS.

5.3. 3anpammBare ot CIPYKTYPHEIX MOApasneneHuii u pabotaukos JIOY cBenenus,
HEOOXOIMMBIE I paGoTHI apxuBa, C y4eTOM OOECIEYEHHUS BBITOJHEHUS BCEX
BO3JIOXKCHHBIX Ha apXWB 3a7a4 ¥ (BYHKIHIA

5.4. JlaBaTh paswsicHeHHs wu PCKOMCHIAIMK 110 BOIPOCaM, BXOMSAIIHAM B
ROMIIETCHIIMIO apXHBa AOIIKOIBHOTO 06pa3oBaTeIbHOrO YUPEXKIEHHUS.

5.5.  HHbopmuposats CTPYKTYPHBIC =~ TIOApasjielNeHHs [HeTCKOro caja o
HEOOXOIMMOCTH Ilepenaun AIOKYMEHTOB B apXHUB B COOTBETCTBHH C yTBEPIKICHHBIM
rpadukom.

5.6. Ilpunumats ydacTHe B 3acelaHMAX SKCIEPTHOH KOMUCCHHU YUpEeXAeHus, a
TaKK€ B SKCHIEPTHO-IIPOBEPOYHOM  KOMHCCHH YTIOJIHOMOYEHHOTO  OpraHa
HCTIOTHUTENBHOM BIAaCTH CyOBbekTa PoccHiickoi Qenepanuu B chepe apXHUBHOTO
Jena.

6. OTBeTCTBEHHOCTN 32 ¢bynkuHoOHHpOBaHHe apxuBa
6.1. Hasnauennoe IIpHKa3oM 3aBefyrorero JJOY JIUI0, OTBETCTBEHHOE 3a BECHHE
apXHBa, HECET IEPCOHANBHYIO OTBETCTBEHHOCTE 3a:

* BBIIIOJIHEHHUE BO3JIOKEHHBIX Ha APXMB 3a/1a9 U (QYHKIHUH B COOTBETCTBUH C
TEUCTBYIOITUM 3aKoHodaTensCcTBOM Poccuiickoii Denepanuu;

* OpraHu3anmio paboThI ApXHBa, CBOEBPEMEHHOE U KBaJIM(DUITHPOBAHHOE
BBIIIOTHEHUE  I[IPUKa30B, PaclopsKeHul, mopy4eHwuii BBIIIIECTOSIIETO
PYKOBOJICTBa, NeHCTBYOIIHX HOPMATHBHO-IIPABOBEIX AaKTOB IO CBOEMY
IpoduIro ACATENBHOCTH;

° DpamuoHaJIbHOE U s dhekTuBHOE HCTIONIE30BaHKME  MaTepUabHEIX,
(UHAHCOBEIX U KaZIpOBBIX PECYPCOB;

°® COCTOSIHHE TPYymOBOM W HCIIOTTHUTENBCKON OUCHHUILIAHLI B apxuBe,
BBITIOJTHEHUE CBOUX ()YHKIIHOHAIHHEIX 00sA3aHHOCTE}H;

° cobOmronenue IIpaBHII BHYTPEHHETO pacropsika, CaHUTapHO-
IIPOTUBOSHIEMUYECKOTO PEXHMa, TPOTHBONOXAPHOH 6Ee30MaCHOCTH u
TEXHUKHU Oe30macHoCTH;

* BCICHHE NOKyMeHTalluH, HPENyCMOTPEHHOR NelCTByIOnMMH HOPMAaTHBHO-
[IPaBOBBIMH JIOKyMEHTaMU;

* TPeNOCTaBIeHHE B YCTAaHOBIECHHOM IIOPSIIKE NOCTOBEPHOM CTATHCTHYECKOM
1 HHOU MH(bOpMaIiu o NEATETBHOCTH apXHBa;

° TOTOBHOCTH apxHBa K paboTe B YCJIOBUSIX YPE3BBIYAMHBIX CHTYAIIHI.

6.2. OTBeTCTBEeHHEIE 33 BC/ICHHE NIeTONPOU3BO/ICTRA, ITIOATOTOBKY U MpeCTaBIeHue
-IOKYMCHTOB Ha XpaHeHHE B apXHB, HA3HAYAIOTCS 3aBenyomum JJOV.

7. KommiekroBanne apxuBa
7.1. TloAroToBKa HOKYMEHTOB K TIepe/iaie B apXUB TOLIKOIEHOIO 06pa30BaTeIbHOIO
YAPOKICHUA ~BKIIOYAET  3KCMEPTU3Y HAay4HOH M IPaKTUYeCKOM IIeHHOCTH




JOKYMEHTOB, 0OpMIICHHUE €N, COCTABIIEHHAE OIIUCH.
7.2. DKcepTHsa IIeHHOCTH JOKYMEHTOB:

OKCIIEPTH3a LIEHHOCTU JOKYMEHTOB — OIpeielieHue TIEHHOCTH JOKYMEHTOB C
HeJbl0 0TOOpa WX Ha XpaHeHHe M YCTAHOBJIEHHE CPOKOB XpaHEHHS.
OKCIepTu3y IEeHHOCTH [0KyMeHTOB B JIOV OCyILIeCTBISET MOCTOSHHO
JENCTBYIOIAs SKCIIePTHAS KOMHUCCHS;

OKCIepTHAs KOMMCCHS Ha3HayaeTcs IpukaszoMm 3asenyroiero JIOY. B
COCTaB HKCIEPTHON KOMHMCCHHU BKIIIOYAIOT HE MEHee TPeX COTPYIHHKOB, B
TOM YHCIIE B 00S3aTENFHOM IOPSIKE JIMIIO, OTBETCTBEHHOE 3a BEICHHUE
apxuBa JneTckoro caza. CekpeTapeM OKCIIEPTHOM KOMMCCHM HAa3HAYAIOT
cexperapst JIOY. DxcnepTHas KOMHCCHS Ha 3acelaHMsIX PaCcCMaTPHBAET:
HOMEHKJIATYpy [IeJI IETCKOTO Ca/ia, OIKMCH AeJ IIOCTOSIHHOTO XPaHEeHHUs | 110
JTMIHOMY COCTaBY, aKThl Ha JJOKYMEHTEI, BBIJIENIIeMble K YHHUTOKEHUIO.

7.3. OdopMmiteHue nen:

dena NOCMOAHHO20 XpaHenus TONUIMBAIOTCA B TBEPAYIO 00JIOKKY
NPOYHBIMU HHUTKaMHU. JIMCTBI HyMepyIOTCS B IIPaBOM BEpPXHEM YINIy
IPOCTBIM KapaHpaaimoM. KoiudecTBo JIMCTOB B KaXKIOM Jefie He IOKHO
npesbimate 250. B KkoHIE fena Ha OTHETHHOM JIMCTE COCTABIISETCS
3aBEpUTENIbHAS HAIINCE;

Ha OOJIOXXKE MeNl IOCTOSHHOIO XPaHeHHs IOJKHBI ObITh IIPOCTABJICHEI
CIICAYIOIIHE  PEKBU3UTBI:  IIOJHOE  HAUMEHOBAHHME  BBIIICCTOSINELH
Opranusanuy, HauMeHoBanue JIOV, Homep (uHZekc) gmema o
HOMEHKIIAType, 3arojloBOK Jieila, KOJMYECTBO JIUCTOB, CPOK XpaHEHHS MM
OTMETKa «XPaHUTh IIOCTOSHHO», HOMep (OH/IA, OIMCH, [eIa;

10 OKOHYaHWH [EJIONPOU3BOACTBEHHOIO Iofia B OGOpPMIICHHBIE OBIONKKH
ACT  TIOCTOSHHOTO XpaHEHUs BHOCATCA HEOOXONWMEBIE YTOYHCHHS: B
3arOIIOBKH IIeJl, COACPXKAIMX PACHOPSANUTENBHbIE TOKYMEHTH (IIPHKA3bl,
IPOTOKOJIBI), BHOCSITCS HOMEPA, €CIU IEN0 C IIEPETUCKON COCTOUT U3
HECKOJIEKMX TOMOB, B Ka)XXZIOM TOME yKa3bIBA€TCS KOPPECIOHIEHT, aBTOoD,
TCppUTOpHA, IpYTHe NaHHbIe. B kaxmom Tome ykassiBaeTcs garta (QHCIIO,
MeCAIl, rOM) Hayala W OKOHYAHHS JaHHOTO ToMa. TOYHEIE JIaThl
IPOCTABIIAIOTCA Ha OOJOXKax IJsi OBICTPOTO ITOMCKA IIOKYMEHTOB B
HOCJIEAYIOMICM; U3 3aBEPUTENIBHON HAIIUCH HA OBJIOKKY [ela BEIHOCHTCS
KOJIMY€CTBO JIUCTOB B JIEIE;

HaANMCH Ha OOJIOXKKaxX el MOCTOSHHOIO H JOJITOBPEMEHHOTO XpaHEHHsI
CJI€NyeT MPOU3BOJUTH YETKO, CBETOCTONKHMHY YE€PHUITAMU;

AT ydeTa KOJIM4YECTBa JIMCTOB B JAelie W (GHKCAlUd OCOOEHHOCTEH MX
HyM€pallui Ha OT/AENIBHOM JINCTE COCTABNIAETCS 3aBEPUTENbHAS HA ITUC;

B 3aBEPUTEJIbHOM HAANKCH YKa3bIBAETCS KOJIUYECTBO JIMLCTOB (mudpamu u
TIPOIUCEIO) B Jielie. 3aBepuTebHAs HAAIIUCh [OAMUCHIBACTCS COCTABUTEIIEM
C YKa3aHHEM €ro JIOJDKHOCTH U IaThl COCTABIICHMUS,

BHYTPCHHSSI  ONKUCh  COCTAaBIS€TCS K  JleJlaM  IIOCTOSHHOTO U
AOJITOBpeMeHHOTO (cBhIIIe 10 JeT) cpoka XpaHeHus, c(hOpPMHUPOBAHHEIM I10
PasHOBHIHOCTSIM NOKYMEHTOB, 3arOJIOBKM KOTODBIX HE paCKpHIBAIOT
KOHKDETHOE COACPIKaHUE TOKYMEHTOB (0000 LEeHHbIe, IMYHbIE AeNa U Jp.).

7.4. Onucanue TOKYMEHTOB MOCTOSHHOLO CPOKa XpaHEHMUS:




° OIIHMCH COCTaBISIOTCA pa3NeNbHO Ha Jeja IIOCTOSHHOLO XpaHEeHUs TI0
OCHOBHOU IEATEIBHOCTH U Ha Jeja 110 JUYHOMY COCTaBYy;
* OIIMCH COCTaBIIIOTCS AENOIPOU3BONUTENEM:;
* OIIHMCh BEIIETCA B €IMHOM BalOBON HYMEPAIHHU B TEUEHHE HECKOIBKUX JIET;
° Ha Jiella € HCTEKIIWM CPOKOM XpaHeHHS COCTABILCTCS akT of
YHHUUTOXCHUY;
* IO OKOHYaHWH NENONPOM3BOJACTBEHHOO roja B IOV IIPOU3BOAMTCS OTOOP
AOKYMEHTOB MOCTOSHHOIO CPOKAa XPaHEHWs IS BKIIOYEHHS WX B OICE.
Onmch coCTOMT M3 TOHMOBBIX Pa3nesioB, BHYTPH rojia Jeia pacloiararoTcs
[0 CTCTICHHM 3HAYUMOCTH C YYETOM HOMMHAIBHOIO npyHIMna (B
COOTBETCTBHH C HOMCHKJIATYPOH yUpexIeHHs);
° OINHCH COCTAaBILIIOTCA pa3feilbHO Ha Jejia MOCTOSHHOIO XpaHEHHs 110
OCHOBHOW JEATEIbHOCTH U Ha JeNa 110 JTUYHOMY COCTaBYy;
*  OIHCH COCTaBIISIIOTCS CEKpETApEM.
7.3. fena epemennozo xpanenus O(QOPMIIAIOTCS YIPOIICHHO: OHH He MO/ BAIOTCH,
-IHCTBI B HUX HE HYyMEPYIOTCSI, yTOYHEHHE Ha 06II0KKAX He IIPOU3BOAMTCSI, OIIUCH Ha
.12 HE COCTaBIIAIOTCS, YYET BEETCS 10 HOMEHKIIATYpe JeJl.

. Y CJI0BHSA XpaHeHHs! AOKYMEHTOB B apXHBe

1. Jlokymentsr  apxusa XPaHATCS B apXUBOXPAHUIIMINE  JOIIKOJIHHOLO

00Dp2a30BaTeNbHOro YUPEXKIEHHUS.

8.2. He nomyckaercs PasMEIICHNUE apXuBa B IOABANbHBIX M YepHavHbIX ITOMEIIEHUSIX

JeTCKOro caja.

8.3. ADXMBOXpaHWIUIE  JOJDKHO OBITH  ymaleHO  oT 71ab0paTOPHEIX,

HDOH3BONCTBCHHEIX, OBITOBBIX IOMelleHHii K HE UMETh OOmUX C HUMH

BCHTHISILIMOHHEIX KaHAJIOB. ApPXUBOXPaHWIHIIE OTIEIIETCS OT COCEIHHUX TTOMEIIEHULH

HCCTOPaeMbIMU CTEHAMH U MEPEKPHITHAME C IIpeAeIaMi OrHECTOHMKOCTH HE MeHee

ABYX HacoB. B apxuBoxpanummme e AOIIyCKaeTCs MIPOKIaaKa TPyO BOMOCHAGKEHMS 1

NHATH3AIWH, TEXHONOTHYECKHE WM OBITOBbIE BBIBOJIBI BOJIBI.

ADXMBOXPaHUIUIIE  OIDKHO UMETh €CTECTBEHHYIO WM HICKYCCTBEHHYO

CHTHIANNIO,  obecnevnBaromyo PELHPKYIANUIO  BO3AyXa,  CTAaGMIBHOCTE

SMIIEPaTyPHO-BIAXKHOCTHOTO PEKMMA.

Bee mocrymamomme s apxuB  JIOY  noxymeHTHI pasmemarTcs B

DXHBOXPaHWJIMIAX HA CTallIOHAPDHBIX W/MIH  IIE€PeBUIKHBIX METAITHYECKUX

TeIIaXax, B METAIIIIMYECKHAX IKagax UM KoHTeHHepax.

6. CTeiutaxu nomKHE! GBITE YCTAHOBIICHBI IIEPIEHIUKYIIPHO CTEHAM C OKOHHBIMIE

HPOSMaMH, a B INOMEIIEHHH 63 OKOH - C YI€TOM OCOOEHHOCTEH IOMEINeHUS u

odopynoBanus. He AOITyCKaeTCsl pasMelleHue CTeUIaKe BIIJIOTHYIO K Hapy>KHBIM

CICHAM 31aHHS U K UCTOYHUKAM TeIlIa.

8.7. PaccraHoBka cremmakedl i IMKa(hOB OCYIECTBISETCS B COOTBETCTBHM co

CICOVIOUTIUMY TPEOOBAHHSIMU:

* DacCTOsAHUE MEXIy psAIaMU CTesLIaxei (TmaBHBIA poxox) — He MeHee 120 CM;

* PaccTosgHue (IPOXOL) MEXTY CTE/IAKAMHE — He MeHee 75 cM;

* PAaccTosHue MeXIy Hapy)XHOM CTEHOH 3MaHHS CTEIIaXaMH, HapajuieTbHbIMH
CTeHE — He MeHee 75 cMm; '

* PAcCTOsIHME MEeXIy CTeHOM M TOPIIOM CTeJIIaKa KTH mkaga (06xoxm) — He MeHee
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45 cm;
* PacCTosgHHE MEXIy IIOJIOM U HHXKHEH MOJIKOH cTennaxa (ikada) — He MeHee 15
CM, B IOKOJIBHBIX 3TaxkaX — He MeHee 30 cM.
8.8. TlpoTHBOmOXapHEIA pexuM B ApXWBOXPaHHWIMIIAX, € pa3MeIlaeTcsi apXuB
A0V, ycTanaBnuBaeTcs B COOTBETCTBHU C IpaBunamMu NPOTHBOMOXAPHOTO PEKUMA B
Poccuiickoit Deneparnuu ot 16 ceHTa6ps 2020 roma Nel1479.
3.9. ApXHBHBIE JOKyMEHTHI CIIETyeT XPaHUTh B TEMHOTE.
10, 3ammTa DOKyMEHTOB OT [elicTBHS CcBeTa 06eCIeYrBAETCS XpaHeHHEM
JOKYMEHTOB B KOpOOKax, Iamkax W IIepelsierax, B mKadax HIM Ha CTeUIaxax
32KPBITOTO THIIA.
[. EctecTBeHHOE oOcBemieHue B ApXUBOXPAHWJIMIIE [OIyCKAeTCS TMPH YCIOBHU
SDHMCHCHHA Ha OKHax CBeTOpaccedBaTeNel, peryisaTopoB CBETOBOIO IIOTOKA
| CISHHATBHBIX CTEKOI), 3aIIMTHEIX (GUIBTPOB U HOKPHITHI, HKATIO3H.
5.12. Jl18 HCKYCCTBEHHOTO OCBELIeHHS IPUMEHSIOTCS JIaMIIbl HAaKaJWBaHUSI B
S2EDBITEIX I1aQOHAaX C IIaAKOM MOBEPXHOCTHIO.
5.13. B apx#BOXpaHWIHIIe LIS XpaHEeHHS TOKYMEHTOR YCTaHAaBJIUBAIOTCS CJIEAYIOIIHE
ZZDEMETDBI TEMIIEPATYPHO-BIAKHOCTHOTO DEXUMA:
" 1% Xp2HCHHA JOKYMEHTOB Ha OyMaKHOM Hocurelle — Temmeparypa 17-19°C,
OTHOCHTCIbHAS BIAXKHOCTH Bo3ayxa — 50-55%.

514 TlomemeHus apxuBa JOIIKOILHOTO 00pa3oBaTeNIbHOrO yYUPEKIECHUS TOJIKHbI

00 oC

5. 32K THYHTENbHBIC MOJI0KEHHS
1. Hactosmee ITonoxenue 06 apXMBE ABJIAETCS JIOKAIBHBIM HOPMATHBHBIM
=fros. npuHuMaetcss Ha  O6mem  cobpauu PabOTHHUKOB  JIOLIKOJNBHOIO

“OPES0BATCIBHOIO  YUPEKACHUS M yTBEPKIAeTcss (JIM6O BBOIHTCS B IeicTBHe)

2. Bce wusMeHeHums wu AOIOIHEHUA, BHOCHMBIE B HacTodmee IlonoxeHue,
O0ODMISIOTCS B [HMCHMEHHOMN GopMe B  cooTBeTCTBHH JEHCTBYIOIIIM
HOIaTeIsCTBOM Poccutickoii Denepariuu.

93. TlonoxeHue 06 apxuBe JIOY mnpuHMMaercs uHa HEOIPEJICIEHHBIN CPOK.

¥YiBMeHeHHs wu AonojHeHusT K Ilomoxenuro IIPHUHHUMAKOTCA B nopsnke,

“PeIyeMOTpeHHOM 11.9. 1. HacTosmero ITonoxerus.
7.+ Tlocae mpumsatus ITonoxemnwus (WM W3MEHEHHH W IONONHEHHH OTIEeTBHBIX

OVHKTOB U pa3ﬂeHOB) B HOBOM pPe€aakKnuu OpeabIayIas peaaxius aBTOMAaTHYECKUA
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VIP29HBaeT CHUIy.



