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IToJjo0:xeHune

00 apxuse MAJIOY PP — a/c Ne 33



1. O01mue noJ1oKeHus

1.1. Hacrosmee [Tonoxenne o6 apxuBe MAMAJIOY [PP-n/c Ne 33 (mamee
MAMAJIOY) pazpaborano Ha ocHOBaHuW [IprMepHOro MoyiokeHus 00 apXuBe
OpraHu3alliy, YTBEPKIECHHOrO MpuKka3zoM PeaepaibHOro apXUBHOIO areHTcTBa Ne
42 ot 11 anpesns 2018 rona, B coorBercTBUU ¢ [Iprkazom Munkynstypsl Poccun ot
31.03.2015 Ne 526 "OO yTBepX ACHUM TMPABWI OpraHU3alUd XpaHEHUS,
KOMIUIEKTOBAHUSA, y4y€Ta M HCIOJb30BaHUs JOKYMEHTOB ApXuBHOTrO ¢oHIa
Poccniickonn @enepaumm W APYTMX apXMBHBIX JOKYMEHTOB B  OpraHax
roCyJJapCTBEHHOM BJIACTH, OPTaHAX MECTHOIO CAMOYIIPABJICHHS M OpraHu3aiusx’,
YcTaBoM AOMIKOIBHOTO 00pa30BaTEIbHOIO YUPEXKICHHUS.

1.2. Jlannoe ITomoxxerne 06 apxuBe MAJIOYIIPP-n/c Ne 33 ompenensier coctaB
JOKYMEHTOB apXHvBa JIETCKOTO €aja M YCIOBHUS WX XPAHEHMS, yCTaHABIMBAECT
3aJa4uM, Ha3HaueHUEe M (YHKIUU apXuBa, PETIIAMEHTUPYET ACSATEeNbHOCTH JIUII,
OTBETCTBEHHBIX 3 BEJICHHE apXMBa B JJOIIKOJIbHOM 00Pa30BaTEIbHOM YUPEXKICHUU.
1.3. B cBoel AeATENpHOCTH apXMB PYKOBOJACTBYeTCS DenepaibHbIM 3aKOHOM Ne
125-@3 ot 22.10.2004 roga «O6 apxuBHOM neine B Poccuiickoit denepammm» ¢
n3MeHeHnssMu Ha 14 wmrons 2022 ronma, HOPMATUBHBIMH ITPABOBBIMH AKTaMU
Poccuiickoit ®enepanun, cyobekra Poccuiickoit @enepannu B chepe apXMBHOTO
Jena v J1eJIONPOU3BOJICTBA, JIOKAJbHBIMU HOPMATHBHBIMU AKTaMHU JOIIKOJIBHOTO
00pa30BaTEIbHOTO YUPEXKICHHUS.

1.4. Hoxkymentst MAJIOY, uMmeromme HCTOPUYECKOE, KYJIbTYPHOE, HAYYHOE,
COLIMAJIBHOE, DKOHOMHYECKOE W  IIOJUTUYECKOE  3HAYEHHE, COCTaBILAIOT
rocy1apcTBeHHYI0 4acTh ApxuBHoro (onna Poccuiickoit denepaiuu, siBISIOTCS
COOCTBEHHOCTBIO TOCyAapcTBa M IMOMJIEkKAT MOCTOSIHHOMY XpaHEHUIO B
rocy1apCTBeHHbIX apxuBax Poccuiickoir @enepauuu. Jlo mnepegaum Ha
rOCyJapCTBEHHOE XpaHEHHE JaHHble JOKYMEHThl BpPEMEHHO XpaHATCA B
JIOIIKOJIbHOM 00pa30BaTEIbHOM YUPEXKICHUU.

1.5. B MAJOY nns xpaHeHust TOKyMeHTOB ApxuBHOro ¢onga Poccuiickoi
denepauMy M 3aKOHYEHHBIX JAEJIONPOU3BOACTBOM JOKYMEHTOB MPAKTHYECKOTO
Ha3HAYEHHUs, UX OTOOpa, yyeTa, MCIOJIb30BaHWA M MOJATOTOBKM K Iepeiade Ha
roCyJIJapCTBEHHOE XPAHEHHUE CO3AETCS APXUB.

1.6. ApxuB co3maercss KaKk CaMOCTOSITENBHOE MOJAPA3ACICHUE, BO3IJIABISEMOE
JMIIOM, OTBETCTBEHHBIM 32 BEJCHUE apXHBa COIMVIACHO NPHUKA3y 3aBEIYIOLIErO
JIOILIKOJIbHBIM 00pa30BaTEIbHBIM YUPEKICHUEM.

1.7. YupexaeHue A0MKOJIbHOTO 00pa3oBaHus 00ECIIeunBaeT apXUB HEOOXOUMbBIM
MOMEIIEHHEM, 000PYI0BAHUEM U KaJPaAMHU.

1.8. [omikosbHOE 00pa30BaTENbHOE YUPEKJEHHE OOECIEUMBAET COXPAHHOCTD,
y4eT, oTOop, YMOpSAOYEHUE M HCIOJIb30BaHHWE JOKYMEHTOB ApXHMBHOro (poHma
Poccuiickoit deneparuu, oOpasyrommxcs B ero aesTenbHocTH. ObecreynBaet
CBOEBPEMEHHYIO NIEpeiauy 3TUX JOKYMEHTOB Ha rOCyJAapCTBEHHOE XpAHEHHE.



1.9. Bce pabotbl, cBsi3aHHBIE C MOATOTOBKOW, TPAHCIOPTUPOBKOW U Tepenadeit
aApPXUBHBIX IOKYMEHTOB, IPOU3BOJATCS CHJIAMHU U 32 CYET JETCKOro caja.

1.10. 3a yrpaty u mopuy g1okymeHTOB ApxuBHOTO (hoHAa Poccuiickoit deneparuun
nokHocTHbIe Juna MAJIOY  HecyT OTBETCTBEHHOCTh B COOTBETCTBUM C
JEHUCTBYIOIIUM 3aKOHOAATEIbCTBOM.

1.11. ApxuB pgerckoro cajaa pabOTaeT COTJIACHO IUIaHy, YTBEPKIAEMOMY
3aBEAYIOIIUM JOLIKOJBHBIM O0pa30BaTEIbHBIM YUPEKIACHUEM WU OTUUTHIBAETCS
nepes HUM B CBOEH padore.

1.12. KoHTpoJib A€STENBHOCTH apXuBa ocylecTBisieT 3apeayomuii MAJIOY, a B
€ro OTCYTCTBUH — HCIIOJHSOINNA 00s13aHHOCTH 3aBE 1Y IOLLIETO.

2. CocTaB JOKYMEHTOB apXHBa JeTCKOIro caja
2.1. B apxuB MAJIOVY nocTymaor:

e 3aKOHYEHHBIE JEJIONPOU3BOJACTBOM YUPEXKICHHUS JTOKYMEHTHI MOCTOSHHOIO
XpaHeHUs1, 00pa30BaBIIKECS B IEATEIbHOCTH CTPYKTYPHBIX MOAPA3ACIICHUN,
JIOKYMEHTBI BpeMeHHOT0 (cBhimie 10 jeT) cpoka XpaHeHusi, HEOOXOAUMBIE B
MPaKTUYECKOH AESITENIbHOCTH, JOKYMEHTHI 10 KaJipaM U BOCIIUTaHHUKAM;

o JIOKYMEHTBI TIOCTOSIHHOTO XPAaHEHMs U IO JMYHOMY COCTaBy OpraHU3alluii-
MPEAIIECTBEHHUKOB (MPU UX HAJIUYHUN);

o JIMYHBIC (DOH[IBI BETYIINX PAOOTHUKOB JIETCKOTO cajia (IIpU UX HAJTUYHH);

o CIyXeOHbIE U BEJIOMCTBEHHbBIE U3/IaHNUS;

¢ CIPAaBOYHO-IIOMCKOBBIE CPEACTBA K JOKYMEHTaM M YYETHbIE JOKYMEHTHI
ApxuBa IETCKOTO caja.

2.2. Cpoku XpaHEHHsI TOKYMEHTOB B apXHMBE JOLIKOJIBLHOIO 00pa3oBaTEIbHOTO
YUPEKACHUS OINPEAENIAIOTCS COIIacCHO CPOKaM, YKa3aHHbIM B YTBEPKIACHHOU
HOMEHKJIAType Jell.

3. 3apauu apxusa MAJIOY
3.1. OcHOBHBIMY 33JJa4aMH aPXUBA SBIISIOTCS:
e OpraHu3anus XpaHEHHS JOKYMEHTOB, COCTaB KOTOPBIX HPELYCMOTPEH
pazaenom 2 Hacrosiero [lonoxenus;
¢ KOMIUIEKTOBaHUE apX1Ba JOKyMEHTaMH1, 00pa30BaABIIMMHUCS B AESATEIBHOCTU
YUPEKACHUS, OCYIIECTBIISIIOIIET0 00pa30BaATENbHYIO AESTENbHOCTD;
¢ y4eT, oOecreueHrne COXpaHHOCTH, CO3/IJaHNE HAYYHO-CIIPABOYHOTO anmnapara;
e MHCIOJIb30BAHME JOKYMEHTOB, HAaXOASALIMXCS HA XPAaHEHHUM B apXUBE
MAJZIOY;
o TMOATOTOBKAa W CBOEBpPEMEHHAs Nepenaya JOKYMEHTOB ApPXMBHOrO (oHja
Poccuiickonn @enepanuu Ha IIOCTOSHHOE XPAHEHUE B TOCYIAPCTBEHHBIN
(MyHHMLIMITAJIbHBIN ) apXUB;



e METOJIMYECKOE PYKOBOJACTBO U KOHTPOJb 3a (POPMHUPOBAHUEM H
oopmiieHneM Jied B JIE€JIOMPOU3BOJICTBE JIETCKOTO Caja U CBOEBPEMEHHOMU
nepesaveil ux B apXMB JIOMKOJILHOTO 00pa30BaTEIbHOTO YUPEKIACHHUS.

4. DyHKIHMHU apXUBA

B cooTBeTcTBHM C BO3J0KEHHBIMHU 33/1ayaMU apXHB OCYLIECTBIISET CIEAYIOIINE
byHKIIH:

4.1. Opranusyer npuem JOKYMEHTOB ITOCTOSIHHOTO U BpeMeHHOTO (cBbiie 10 ser)
CPOKOB XpaHEHHs, B TOM YHCIIE M0 KaJpaM U BOCIUTAaHHHKAM, 00pa30BaBIINXCS B
nestenbHocTH MAJIOY, B COOTBETCTBUU C YTBEPKIAECHHBIM I'PaUKOM.

4.2. OOecrnieunBaeT COXPAaHHOCTh M BEAET YYeT JOKYMEHTOB U (HOHJIOB,
HaXOJSIIMXCS HAa XPaHEHWH B apXUBE JIOMIKOJBLHOTO 00pa3oBaTEIbHOTO
YUPEKACHUS.

4.3. IlpencraBiser B TOCYJapCTBEHHBbIM (MyHUIMNAIbHBIA) apXWB YYETHbHIE
cBeZieHUs1 00 00BEME U COCTaBE XPAHSIIUXCS B APXUBE JETCKOTO ca/la TOKYMEHTOB
ApxuBHoro ¢gonna Poccuiickoit denepauuu 1 Apyrux apXUBHBIX JTOKYMEHTOB B
COOTBETCTBUM C MOPSIAKOM TOCYJApCTBEHHOTO Yy4ye€Ta JOKYMEHTOB ApPXHBHOIO
donna Poccuiickoit denepanuu.

4.4. CucreMaTu3npyeT U pa3MENIACT JOKYMEHTHI, NMOCTYNAIIINE HA XPaHEHUE B
apxuB MAJIOY, o0Opa3oBaBiuimecs B XOJI€ OCYIIECTBICHUS JCSATEILHOCTH
YUPEKACHUS.

4.5. PazpabartbiBaeT rpadvKu MpeICTaBICHUS OMUCEH Ha paCCMOTPEHUE SIKCIIEPTHO-
IIPOBEPOYHON KOMUCCUU U Mepeaayn JOKyMeHToB ApxuBHoro (onaa Poccuiickoi
denepanyy Ha XpaHEHUE B TOCYJapPCTBEHHBIN (MyHUIIMNIATbHBIN) apXUB.

4.6. OcymiecTBIsET MOATOTOBKY U MPEICTABIISIET:

¢ Ha PACCMOTPEHHE U corjlacoBaHue skcneptHor komuccuu MAJIOY onucu
JIeJ1 IOCTOSTHHOTO XpaHEHHUsl, BpeMeHHbIX (cBbIe 10 j1eT) CpoKOB XpaHEeHus,
B TOM YHUCJE MO KaJpaM M BOCIUTAHHUKAM, a TAKKE€ aKThl O BBIJICJICHUU K
YHUUTOXEHUIO apXUBHBIX JOKYMEHTOB, HE MOJUIEKALIUX XPAHEHUIO, aKThl 00
yTpaTre TOKYMEHTOB, aKThl O HEHCIPABHUMbBIX MOBPEXKICHUAX aAPXHUBHBIX
JIOKYMEHTOB;

e Ha YTBEPXKIECHHE SKCIEPTHO-TIPOBEPOYHON KOMHUCCHHM YIOJIHOMOYEHHOIO
opraHa HCIOJHUTEIbHOU BllacTh cyObekTa Poccutickoit denepannu B chepe
apxuBHoro nena (nmamee - OIIK apXuBHOro ydpexiaeHusi) OMHMCH JIEN
MOCTOSIHHOTO XPAHEHUS;

o Ha cornacoBanue OIIK apxuBHOro yupexzaeHus cyobekta Poccuiickoi
deneparuun  (MYHUITMIIAIBHOTO  apXuBa), B Ciydyae HaJEJCHHUS €ro
COOTBETCTBYIOIIUMHU IMOTHOMOYHUSIMHU, OTIMCH JI€J MO JUYHOMY COCTaBY;

o Ha cormnacoBanre OIIK apxuBHOro yupexzaeHus cyobekta Poccuiickoi
Odeneparuy  (MYHUIIMIIAIBHOTO — apXuBa), B Ciydyae HaJEJICHUS €ro



COOTBETCTBYIOIIIMMHU MOJTHOMOYMSIMH, aKThl 00 yTpaTe TOKyMEHTOB, aKThl O
HEUCITPaBUMBIX ITOBPEXKICHHUIX apXUBHBIX JOKYMEHTOB;

o Ha yTBepxkaeHue 3apeayromieMy MAJIOY onmcu geia  MOCTOSSHHOTO
XpaHEHMs, OIMCH BpeMEHHBIX (cBbIlIe 10 1€T) CPOKOB XpaHEHUs, B TOM YHCIIE
OMMCH JeJd MO KaJapaM M BOCIHTAHHMKAM, AaKTbl O BBIJACICHUH K
YHUUTOXEHUIO apXUBHBIX JOKYMEHTOB, HE MMOUIEKAIUX XPAHEHUIO, aKThl 00
yTpaTre TOKYMEHTOB, aKThl O HEHCIPAaBHUMBIX MOBPEXKICHUAX apXHBHBIX
JIOKYMEHTOB, YTBep:kJIeHHbIE (coracoBanHbie) DIIK umu rocyiapcTBeHHbIM
apxuBoM cyObekTa Poccuiickoit denepanuu (MyHUITUTIATLHBIM apXHUBOM) B
Clly4yae HaJIeJIEHUsI €ro COOTBETCTBYIOIIMMH MOJTHOMOYHUSMH.

4.7. Opraam3yer mnepemady 1goKymMeHTOB ApxuBHOro ¢onma Poccuiickoi
denepaluu Ha MOCTOSIHHOE XPAaHEHUE B TOCYAAPCTBEHHBIN (MYHHUIIMIATLHBIN)
apXuB.

4.8. Opranusyer W OPOBOJUT SKCHEPTU3Y LEHHOCTU JOKYMEHTOB BPEMEHHBIX
(cBhime 10 y1eT) CpOKOB XpaHEHUs, HAXOAAIIMUXCS Ha XpaHeHuH B apxuse MAJIOY
B IeJsIX OTOOpa JOKYMEHTOB I BKIIOUYEHHS B COCTaB ApXHMBHOro (onaa
Poccuiickonn ®enepanmu, a TakKe BbISIBICHHUS JOKYMEHTOB, HE IMOJJICKAIINX
JaJbHEUIIIEMY XPaHEHUIO.

4.9. YyacTByeT B paboTe IKCIEPTHON KOMUCCUU JIOUIKOJIBHOTO 00pa30BaTEILHOTO
YUPEKACHUS.

4.10. IlpoBomut MmepomnpusTUs MO OOECHEYCHUIO COXPAHHOCTH JOKYMEHTOB,
HaXOJAIIMXCS HAa XpaHeHuu B apxuse MAJIOY.

4.11. Opranuzyer UHPOPMUPOBAHUE aJIMUHHUCTpauuud U paboTHuKoB MAJIOVY o
COCTaBE M COAEPKaHUU JJOKYMEHTOB apXUBa YUPEKIACHUS.

4.12. NudopmupyeT moyib30BaTENIeH MO BOMPOCAM MECTOHAXOXKJICHUS apXUBHBIX
JIOKYMEHTOB.

4.13. Opranusyet Bbljauy JOKYMEHTOB U el JJisl paObOThl B UNTATILHOM 3ajie Wn
BO BPEMEHHOE MOJIb30BAHHE.

4.14. VcnosHseT 3anpochl MOJIb30BaTENEH, BBIIAET ApXUBHBIE KOIMU JOKYMEHTOB,
apXMBHbBIE BBITUCKU U APXHUBHBIE CIIPABKH.

4.15. Benet yuer nucnonap3oBaHusa J0KyMeHTOB apxuBa MAJIOY.

4.16. Co3gaer (oHI TMOIB30BAHUSI apXWBa JETCKOTO Caja U OPraHu3yeT ero
UCITIOJIb30BaHUE.

4.17. OcylecTBISIET BEIECHHE CHPAaBOYHO-TIOMCKOBBIX CPEACTB K JOKYMEHTaM
apxuBa MAJIOYV.

4.18. Co3gaet, NMOMOJHIET U COBEPUICHCTBYET HAYYHO-CIIPABOYHBIM ammapar K
XPAHSIIMMCS B apXUBE JIeJaM U IOKYMEHTaM.

4.19. YyacTByeT B pa3pabOTKe JOKYMEHTOB YUPEXKACHHS MO BOIPOCAM apXUBHOTO
Jiea ¥ AENONPOU3BOICTBA.

4.20. Oka3pIBa€T METOAMYECKYIO ITOMOIIIb:



o ciayx0e nenompousBoactea MAJIOY B cocTaBieHMH HOMEHKIATYpPHI eI,
dopmupoBanun U OGOPMIEHUH Jel, KOHTPOJUPYET MPaBUILHOCTD
dbopMupoBanus u opopmiIeHus A€ B AETONPOU3BOJICTBE;

e CTPYKTYpHBIM TozpasneicHusM u padbotHukam MAJIOY B moaroromke
JIOKYMEHTOB K IIepeJlaye B apXuB JETCKOro caja.

4.21. Y4yacTByeT B MPOBEICHUU MEPONPHUSATHI IO TMOBBIIICHUIO KBATU(UKAINN
paOOTHUKOB  apXWBa W CIyXObl  JEJIONPOM3BOJCTBA  JIOIIKOJIHHOTO
00pa30BaTENBLHOTO YUPEKICHUS.

5. IIpaBa apxuBa

J1J1s BEIOJTHEHUS BO3JIOKEHHBIX 3a/1a4 U (PyHKIMN JIMII0, OTBETCTBEHHOE 33 apXUB,
MMEET IIPABO:

5.1. IlpencTaBisTh 3aBeayIOMIEMY JOMIKOJIBHBIM 00pa30BaTEIbHBIM YyUPEKICHHUEM
IIPEUIOKEHHUSI IO COBEPIICHCTBOBAHUIO OPTaHU3aLNN XPAaHEHUsI, KOMIUIEKTOBAHUS,
y4eTa ¥ UCIIOJIb30BAHUS apPXUBHBIX TOKYMEHTOB B apxuse MAJIOY.

5.2.  KoHTponupoBaTh BBINOJHEHHWE YCTAHOBJIEHHBIX IMpaBUi padOThl €
JOKYMEHTaMU B CTPYKTYPHBIX MOAPA3ICIECHUAX YUPEKICHHUS.

5.3. 3anpammBaTh OT CTPYKTYpHBIX MOApa3AelieHuid u paboTHukoB MAJIOY
CBEJICHUS, HEOOXOIMMBIE JIJIsl padOThI ApXUBA, C YYETOM 00€CIIEUEHUS BBIITOJHEHHUS
BCEX BO3JIOKEHHBIX HA apXUB 33Ja4 U PYHKIUH.

5.4. JlaBaTh pa3bsCHEHUS W PEKOMEHJAIMM 1O BONPOCaM, BXOIAIIMM B
KOMITETEHLIUIO apXUBa JOIIKOJBbHOTO 00pa30BaATENbHOTO YUPEXKICHHUS.

5.5. UWudopmupoBath CTpyKTypHbIE TOJApa3ACICHUs JETCKOro caaa o
HEO0OXOMMOCTH Iepeadyn JOKYMEHTOB B apXUB B COOTBETCTBUH C YTBEPKICHHBIM
rpadukom.

5.6. IlpuHuMaTh y4acThe B 3ace€JaHUSIX DKCIEPTHOW KOMHUCCHHM YUYPEKICHH, a
TaKX€ B  OKCIIEPTHO-IPOBEPOYHOM KOMHMCCHUH  YIIOJTHOMOYEHHOTO OpraHa
UCIIOJIHUTENBbHOUN Biactu cyObekTa Poccuiickoit denepanyu B chepe apXUBHOTO
nena.

6. OTBEeTCTBEHHOCTD 32 (PYHKIIMOHUPOBAHHME apXUBa
6.1. Hasznauennoe npukazom 3aseayromiero MAJIOY nmmo, oTBETCTBEHHOE 3a
BEJICHUE apX1Ba, HECET MEPCOHAIBHYIO OTBETCTBEHHOCTb 3a:

¢ BBINIOJIHEHUE BO3JIO’KEHHBIX HAa apXWB 3aJa4 U (PYHKLUHIA B COOTBETCTBUU C
JNEHUCTBYIOIIMM 3aKOHOAATENbCTBOM Poccuiickont denepannu;

e OpraHu3ainuio paboOThl apXMBa, CBOEBPEMEHHOE W KBAIM(PUIIMPOBAHHOE
BBINIOJIHEHUE TPUKA30B, PACHOPSIKEHUH, TOPYYEHHM BBIIIECTOSIIETO
PYKOBOJICTBA, JIEUCTBYIOIIMX HOPMATHUBHO-TIPABOBBIX AaKTOB IO CBOEMY
npoUITIO IESITEIILHOCTH;

o panuoHanbHOe UM 3(P(EKTUBHOE  HUCMOIb30BaHHWE  MaTePUATIbHBIX,
(MHaHCOBBIX U KaJIPOBBIX PECYPCOB;



e COCTOSHME TPYIOBOM M HCIIOJHUTEIBCKOM JUCHUIUIMHBI B apXUBE,
BBITMIOJTHEHHE CBOMX (DYHKLIMOHAIBHBIX 00S3aHHOCTEH;

o COOJIIO/ICHHE IIPaBUJI BHYTPEHHETO pacropsiaka, CaHUTAPHO-
IPOTUBOAIUAEMUYECKOTO PEKUMA, IMPOTUBOMOKAPHON OE30MaCHOCTH U
TEXHUKH 0€30ITaCHOCTH,

e BEJCHUE JOKYMEHTAllUH, IIPEAYCMOTPEHHOW NEHCTBYIOIIMMH HOPMAaTUBHO-
IPaBOBBIMH JIOKYMEHTaMHU;

e TMPEIOCTABICHUE B YCTAHOBIECHHOM IOPSJIKE JOCTOBEPHOU CTATUCTUYECKOU
U MHOM MH(POpPMAIUH O ACSITEITbHOCTH apXUBA;

¢ TOTOBHOCTBH apXuBa K pabOTe B YCIOBUAX YpPE3BbIUANHBIX CUTYaLIUH.

6.2. OTBETCTBEHHBIE 3a BEICHHUE JEIOIPOU3BOACTBA, IOATOTOBKY U MPEACTABICHHE
JIOKyMEHTOB Ha XpaHEHUE B apXUB, Ha3Ha4aroTcs 3apeayromum MAJIOY.

7. KommieKToBaHue apxuBa

7.1. TloaroroBka JIOKyMEHTOB K TME€peJadye B  apXuB  JIOLMIKOJBHOTO
00pa3oBaTEILHOTO YUPEKICHHUS BKIIOYAET SKCIEPTU3Y HAYYHOU U MPaKTUUYECKOMN
IEHHOCTH IOKYMEHTOB, OpOpMIICHHE JIeJI, COCTABIICHUE OIKCH.

7.2. DKcmepTr3a MEHHOCTH JOKYMEHTOB:

e DKCIEpPTH3a IEHHOCTU JIOKYMEHTOB — OIpEeICHUE IEHHOCTH TOKYMEHTOB C
IEeIb0 OTOOpa WX Ha XPAaHEHUE U YCTAaHOBJIEHHWE CPOKOB XpaHEHUS.
DKcnepTu3y LEHHOCTH JOKYMEHTOB B MAJIOVY ocCymecTBisieT mOCTOSHHO
JEeUCTBYIOIIAsl SKCIIEPTHAS KOMUCCHS,

e DKCHEpPTHAs KOMHUCCHS Ha3Ha4aeTcs Npuka3om 3aseayromero MAJIOY. B
COCTaB KCIIEPTHON KOMUCCHUHU BKIIFOYAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM
yuciae B 00s3aTEILHOM MOPSIKE JIMIO, OTBETCTBEHHOE 3a BEJACHUE apXHUBa
nerckoro caaa. CekperapeM SKCHEPTHOM KOMUCCHUM Ha3HAYalOT CEKpeTaps
MAJIOY. DOkcnepTHas KOMHMCCHSI Ha 3aCelaHMsIX pPacCCMATpPUBACT:
HOMEHKJIaTypy JIeJl IETCKOTO cajia, OMUCH JIeJl MOCTOSIHHOTO XpaHEHUsI U 10
JUYHOMY COCTaBY, aKThl HA JOKYMEHTHI, BbIACISIEMbIE K YHUUTOXXEHUIO.

7.3. Opopmnienue nen:

e JIEJIa TOCTOSTHHOT'O XpaHEHUs MOAIIMBAIOTCS B TBEPYIO 00JI0KKY TPOUYHBIMU
HUTKaMU. JIUCTBI HYMEPYIOTCS B TMPABOM BEPXHEM YTIIy MPOCTHIM
KapanaamoM. KoindecTBo JUCTOB B KaXKJIOM Jieji€ HE JIOJDKHO MPEBBINIATH
250. B koHIE nena Ha OTAEIBHOM JIMCTE COCTABISECTCS 3aBEPUTEIIbHAS
Ha/IMCh;

e Ha OOJIOKKE JeJ TOCTOSHHOTO XpaHEHUs JOJKHBI OBITh IMPOCTABJICHBI
CICAYIOIIME  PEKBU3UTHI:  TOJHOC  HAMMEHOBAHME  BBIIIECTOSIICH
opranuzainuy, HauMeHoBanue MAJIOY, wnHomep (uWHIEKC) J1ena 1o
HOMEHKJIaType, 3aroJIOBOK Jeja, KOJWYECTBO JIMCTOB, CPOK XPAHCHHS WM
OTMETKA «XPaHUTh IMOCTOSTHHOY», HOMEP (OoHa, ONUCH, JIeNIa;



10 OKOHYaHWH JIETIOMPOU3BOICTBEHHOTO TO1a B 0(hOpMIICHHBIC 00JI0KKH J1eTT
MOCTOSTHHOTO XPAHEHHS BHOCSTCS HEOOXOIWMbBIE YTOYHEHUS: B 3arOJIOBKU
JIeN, COAEPIKAIIUX PACTIOPSAUTEIbHBIE TOKYMEHTHI (ITPUKA3bl, MPOTOKOJIBI),
BHOCSITCS HOMEpA; €CITH JIEJI0 C TIEPETMICKON COCTOUT U3 HECKOJIBKUX TOMOB,
B KaXJOM TOME€ YKa3bIBae€TCsS KOPPECIOHACHT, aBTOP, TCPPUTOPHS, IPYyTHE
JnaHHble. B kaxx10M ToMe yka3biBaeTcs AaTa (4ucio, Mecsll, ToJl) Hayajda u
OKOHYAHHUS JAHHOTO TOMa. TOYHBIE AaThl MPOCTABISIOTCS Ha OOJIOKKAX IS
OBICTPOTO TTOWCKA IOKYMEHTOB B MTOCJICIYIONIEM; U3 3aBEPUTEIHHON HAAHICH
Ha 00JIOKKY JIeJla BBIHOCUTCS KOJMYECTBO JIUCTOB B JICIIC;

HAJMUCU Ha OOJIOKKAX JIeJT MOCTOSHHOTO W JOJITOBPEMEHHOTO XPAaHCHHS
CJIETyeT TPOU3BOIUTH YETKO, CBETOCTOMKMMH YEePHUIAMH;

JUTsL ydeTa KOJHMYECTBAa JIMCTOB B Jelie W (DUKCAIMU OCOOCHHOCTEH WX
HyMEpAaIuK Ha OT/ICILHOM JICTE COCTABIISICTCS 3aBEPUTEIIbHAS HAJINCH;

B 3aBEPUTCIIBHON HAJIMCH YKa3bIBA€TCS KOJWYECTBO JIUCTOB (IudpamMu u
MIPOIHCHIO) B JeNie. 3aBepUTeIbHAS HAAMKUCH MTOAMICHIBACTCS COCTAaBUTEIIEM
C YKa3aHHUEM €T0 JIOJDKHOCTH M JIaThl COCTABIICHUS;

BHYTPCHHSIS OIMCHh COCTABIISICTCS K JIeJaM IMOCTOSTHHOTO M IOJTOBPEMEHHOTO
(cBerme 10 ;met) cpoka xpaHeHUs, CHOPMUPOBAHHBIM IO PA3HOBUIHOCTSIM
JIOKyMEHTOB, 3ar0JIOBKH KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COJICPKAHUE
JIOKYMEHTOB (0C000 1IEHHBIE, IMYHBIE AeNa U JIp.).

7.4. Onucanue J0OKYMEHTOB MTOCTOSIHHOTO CPOKa XPaHEHHUS:

7.5.

OMHUCH COCTAaBJISIFOTCS PA3JIEIbHO Ha Jieja IOCTOSSHHOTO XPAaHEHUsS II0
OCHOBHOM JIESITEJIBHOCTH Y HA JieJia MO JINYHOMY COCTaBY;

ONMUCH COCTABIIAKOTCS AEIONPOU3BOJIUTEIIEM;

ONUCH BEJIETCS B €IMHOM BAJIOBOM HyMEpAIlMU B TEUCHUE HECKOJIBKHUX JIET;
Ha JieJa C UCTEKIIINM CPOKOM XPaHEHHSI COCTABIIACTCS aKT 00 YHUYTOXKECHUH;
[0 OKOHYAaHWU JAEJONPOU3BOACTBEHHOTO rojga B MAJIOY mnpousBoautcs
OoTOOp JOKYMEHTOB IMOCTOSTHHOTO CpOKa XpaHEHHUs Il BKJIIOYEHUS UX B
onuch. OMNUCh COCTOMT W3 TOAOBBIX pa3/eliOB, BHYTPU Troja Jena
pacrmoJiararoTcs 1o CTENEH! 3HAYMMOCTH C Y4€TOM HOMUHAJIBHOTO MPUHIIANA
(B COOTBETCTBUM C HOMEHKJIATYPOU yUpexKIACHHUS);

OMUCH COCTAaBJISIFOTCSA PA3/IeIbHO Ha Jiejla IOCTOSIHHOTO XPaHEHHS 10
OCHOBHOM JI€SITEJIBHOCTH Y HA JieJia MO JINYHOMY COCTaBY;

OTIMCH COCTABJIAIOTCS CEKPETAPEM.

Jlena BpeMeHHOTO XpaHEHUs OQOPMIISIIOTCS YOPOIIEHHO: OHHM HE

MNOAMMBAIOTCA, JHUCTBI B HHUX HCE HYMCPYIOTCA, YTOYHCHHC Ha 00JI0)KKaxX HeE

IMPOU3BOAUTCA, OITMCHU HaA J€JIda HC COCTABJIAIOTCS, YUCT BCACTCA 11O HOMCHKIIATYpPC

Zed.



8. YcioBus XxpaHeHUs1 JOKYMEHTOB apXuBa
8.1. JIOKyMeHTBI apxXWBa XpaHATCS B aPXUBOXPAHWIMILE JIOLIKOJIBHOIO
00pa30BaTENBLHOTO YUPEKIACHUS.
8.2. He pnomyckaercss pa3MmelIeHHE apXuBa B NOABAIBHBIX M YEpJadyHbIX
MOMEIIEHMIX JETCKOro caja.
8.3. ApXuBOXpaHWIHIIE [JOJDKHO OBITh  YJAJI€HO OT  JIaDOpaTOPHBIX,
IPOU3BOJICTBEHHBIX, OBITOBBIX IIOMENICHU M HE HWMETh OOIIMX C HUMHU
BEHTWISILUOHHBIX KaHAJOB. ApPXMBOXPAHWIMILE OTAENAETCS OT COCEIHHX
NOMEIICHU HECropaeMbIMHM CT€HaMH M  MEPEKPBITHSMU €  MpeleraamMu
OTHECTOMKOCTH HE MEHee JIByX 4acoB. B apXMBOXpaHWIMIIE HE AOIMYCKAETCS
MPOKJIAJIKa TPyO BOJIOCHAOKEHHS M KaHAJTU3ALMH, TEXHOJIOTHUYECKHE WIIA ObITOBBIE
BBIBO/IbI BOJIBI.
8.4. ApXUBOXpaHWJMUIIE JIOJKHO HMMETh ECTECTBEHHYIO WM HCKYCCTBEHHYIO
BEHTWSILMIO, OOECIEUMBAIONIYI0 PEUUPKYJSIIUI0  BO3AyXa, CTaOMIBHOCTh
TEMIIEpaTypPHO-BIAXKHOCTHOTO PEKUMA.
8.5. Bce mnocrymaronmme B apxuB MAJIOY noKyMeHTHI pa3MemaroTcs B
ApXMBOXPAHWIMIIAX HA CTAlMOHAPHBIX W/WIM MEPEIBUKHBIX METATUTMYECKUX
CTeJIaXkaX, B METAIUIMYECKUX MIKapax Ui KOHTEHHepax.
8.6. Cremnaxxu JOKHBI OBITh YCTAHOBJIEHBI TMEPIEHIUKYJISPHO CTEHAM C
OKOHHBIMH TPOEMaMH, a B TNOMEIICHHH 0€3 OKOH - C Y4Ye€TOM OCOOEHHOCTEH
nomelieHus u ooopyaoBanus. He nonmyckaercs pazmenieHue cTeiiaxei BINIOTHYIO
K Hapy>KHbIM CTE€HaM 3/IaHUS U K HICTOYHUKAM TeILa.
8.7. PaccranoBka cremmaxkeii W IKapoB OCYIIECTBIACTCS B COOTBETCTBUU CO
CJIEIyIOIIMMU TPEOOBAHUSIMMU:
e PACCTOSIHUE MEXIY psJlaMH CTeUTaKel (TrIaBHbIA Mpoxoj) — He meHee 120
CM;
e pacctosiHue (IPOXO0d) MEXKY CTeIakaMu — He MEeHee 75 cM;
e PpPAacCTOAHME MEXKIy HapyKHOM CTEHOM 3JaHUS U  CTEeJUIaKaMH,
MapaJiJICTIbHBIMU CTEHE — HE MEHEe 75 CM;
e PACCTOSIHUE MEXJIYy CTEHOM M TOpILIOM CTeulaxka wiu 1mkada (00xom) — He
MeHee 45 cM;
¢ PACCTOSIHUE MEX]y MOJIOM M HH)KHEW MOJIKOM cTeyutaxka (mkada) — He MeHee
15 cM, B IIOKOJBHBIX ATaxkax — He MeHee 30 cMm.
8.8. IIpoTuBOMOXKAPHBIN PEKUM B APXUBOXPAHWIMIIE, TJ€ Pa3MENIACTCS apXUB
MAJIOY, ycranaBnuBaeTrcsi B COOTBETCTBUMU ¢ lIpaBHiiaMu NMpOTHUBOIIOXKAPHOTO
pexuma B Poccuiickoit @eaepaunn ot 16 centsiops 2020 roga Ne1479.
8.9. ApXMBHBIE JOKYMEHTHI CJIEAYET XPAHUTh B TEMHOTE.
8.10. 3ammTa JOKYMEHTOB OT JCHCTBUS CBeTa OOECIEYMBACTCS XpaHEHHUEM
JIOKyMEHTOB B KOpOOKax, Mamkax W MeperuieTax, B mKapax WIA Ha cTejiaxax
3aKpBITOTO TUIIA.



8.11. YpoBeHb HCKYCCTBEHHOTO OCBEIICHHS B KHUTOXPAaHWIMIIAX JOJIKEH
cocTaBisATh He MeHee 100 mrokc.
8.12. B apxuBoxXpaHWIWIIE JUIsI XpaHEHUS JIOKYMEHTOB YCTaHaBIMBAIOTCS
CIIEYIOIIKE TapaMeTpbl TeMIIEPAaTyPHO-BIAKHOCTHOTO PEXKUMA:

o JUIA XpaHEHMsI JOKYMEHTOB Ha OyMa)KHOM HocuTene — Temnepatypa 17-19°C,

OTHOCHUTEJIbHAS BJIAXXHOCTH Bo3myxa — 50-55%.

8.13. IlomemeHus: apxuBa JIOMIKOJIBHOIO 00pa30BaTEIbHOIO YUPEKACHUS JOJIKHBI
COJIEPKAThCS B YUCTOTE, B YCIIOBHUAX, MCKIIOYAIOIIUX BO3MOXKHOCTH IOSIBICHUS
TUIECEHU, HACEKOMBIX, TBLITH.

9. 3ak/II04NTeIbHbIE M0JI0KEHNS

9.1. Hacrosimiee [lonoorcenue 06 apxuee ABISETCS JOKAJIbHBIM HOPMAaTHUBHBIM
aKToM, mpuHUMaeTcs Ha O01IeM coOpaHuu TPYI0BOTO KOJUIEKTUBA U yTBEPKAAETCS
(yiuGo BBOMTCH B AeiicTBUE) 3aBeayommm MAJIOY.

9.2. Bce usMeHeHHMsT U JOIOJHEHHUS, BHOCHMBLIE B Hacrtosmee IlonoxeHue,
opopMIISITOTCSI B TNMUCbMEHHOM (¢GopMe B  COOTBETCTBUM  JEHCTBYIOIIUM
3aKOHOJIaTeNbCTBOM Poccuiickoit denepanni.

9.3. Ilonoxenne 06 apxuBe MAJIOY npuHHMaeTcss Ha HEONPEAEIEHHBII CpPOK.
N3menennss u pomnoiHeHus K [losiokeHUIO TPUHUMAIOTCS B TOPSIIKE,
npeaycMoTpeHHoM 11.9. 1. Hacrosmero [lonoxenust.

9.4. Tlocne npunstus Ilonoxxenus: (MM U3MEHEHUN U JOMOJHEHUM OTAEIIBHBIX
MYHKTOB M Pa3/ejoB) B HOBOM peAaKlMK Mpeablaylias peaaKiius aBTOMaTUuYeCKu
yTpauuBaeT CUIY.
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