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1. O01He M0/10)KeHH s

1.1. Hacrosuiee IlonokeHue pa3paboTaHO Ha OCHOBaHMM [IpyMepHOTO

nojioykeHuss 00 apxuBe OpraHU3allid, YTBEP)KAEHHOro Tpuka3oM PejepanbHOTO
apxuBHOro areHrcrBa Ne 42 ot 11 anpens 2018 roma, B COOTBETCTBUM C
denepanbHbIM 3aKOHOM Ne 273-®3 ot 29.12.2012 roma «O6 obpa3oBaHUH B
Poccuiickort ®efepauu» ¢ usMeHeHussiMu Ha 2 utons 2021 ropga, [lpukasom
MunkynbTypbl  Poccum ot 31.03.2015 Ne 526 "O6 yTBep)KAeHUU TPaBUJI
OpraHu3alyyd XpaHeHWsl, KOMIUJIEKTOBaHMS, ydeTa M MCII0JIb30BaHUSI [JOKYMEHTOB
ApxuBHoro (onzaa Poccuiickort Pesepalii U APYrUX apXUBHBIX JOKYMEHTOB B
opraHax TOCyZapCTBeHHOW BJIAaCTH, OpraHax MeCTHOTO CaMOYIMpaB/eHus U
opraHmu3alysax", Y CTaBoM /IOIIKOJILHOTO 00pa30BaTe/IbHOTO YUPEeXKIEeHMS.
1.2. TanHoe ITosioykeHre 06 apxvBe JeTCKOTO Cajla OTpe/ieisieT COCTaB JOKYMEHTOB
apXvBa U YC/IOBUSI UX XpaHEeHUs, YCTaHaB/MBaeT 3a/lau, Ha3HaueHWe U (yHKLUU
apXuBa, perjaMeHTUpPYyeT [esTe/IbHOCTD JIMLla, OTBeTCTBEHHOI'O 3a BeJleHUe apXyBa B
JIOIIKOJTEHOM 00pa30BaTe/IbHOM YUpPeK/IeHUH.

1.3. B cBoel [eATeNbHOCTU apxXvWB [JeTCKOr0 cajja pPYKOBOJCTBYeTCS

denepanbHbIM 3akoHOM Ne 125-®3 ot 22.10.2004 roga «O06 apXWBHOM [iefie B
Poccuiickor ®@epneparum» ¢ u3meHeHussiMu Ha 11 utons 2021 rosga, HOpMaTUBHBIMU
TIPaBOBBLIMM akTaMu Poccuiickoit ®enepaiuu, cyobekta Poccuiickoit ®esepaliuu B
cchepe apXHMBHOTO [le/ia U eJIONIPOU3BO/ICTBA, JIOKA/IbHBIMU HOPMaTHBHBIMU aKTaMU
JIOLITKOIbHOTO 00pa30BaTe/IbHOr0 YUpeXXAeHusl.
1.4. [Hokymentbl [I0OY, wmerolMe WUCTOPHUUYECKOe, KYJbTYPHOE, HayudHOe,
coLManbHOe, S5KOHOMHYECKOe M  TIOJIMTMYEeCKOe  3HaueHue,  COCTaBJISIOT
rocyJlapCTBeHHYI0 4acTb ApxuBHOro (oHga Poccuiickoli ®enepaiiyu, SIBJSIOTCS
COOCTBEHHOCTBIO TOCYJapCTBa U  TIOAJIeXKAT TIOCTOSSHHOMY XpaHeHWI0 B
rocyJapCTBeHHbIX apxuBax Poccurickon ®epepaumu. [Jo mnepemaud Ha
rocyapCTBeHHOe XpaHeHWe [lJaHHble [OKYMeHTbl BPEMEHHO XpaHATCA B
JIOIIKOJTBHOM 00pa30BaTe/IbHOM yUpesKAeHHH.

1.5. B JOY pna xpaHeHusi JOKyMeHTOB ApxuBHOro ¢osHzga Poccuiickon
@efepaliiM U 3aKOHUYEHHBIX [e/I0TPOU3BOACTBOM [JOKYMEHTOB TMPAKTUUeCKOro
Ha3HaueHUs, UX OTOOpa, yueTa, HCIIO/Jb30BaHUS M TIOATOTOBKM K Iepejade Ha
roCyZlapCTBeHHOe XpaHeHUe CO3/aeTCsl apXUB.

1.6. ApxuB co03aeTcs KakK CaMOCTOATe/bHOe T[o/pas3zeieHue, BO3IJIaB/iseMoe
JIMLIOM, OTBETCTBEHHBIM 3a BeJleHVWe apXuWBa COIrJIACHO TMpPUKa3dy 3aBelyHOLIero
JOLITKOTbHBIM 00pa30BaTe/TbHbIM yUpeXKjeHHUEM.

1.7. YupexzaeHuWe [OIIKOJBLHOTO oOOpa3oBaHusi  obecrieurBaeT  apXuB
HeoOX0UMBIM TTIOMellleHHeM, 000py/J0BaHUEeM U KaJ[paMH.

1.8. HoukosnbHOe oOpa3oBaTe/ibHOE yupexkAeHre o0ecreurBaeT COXPaHHOCTh,
yueT, 0TOOp, ymopsiioueHWe W HCII0/b30BaHUEe [OKYMEHTOB ApXWBHOTrO (oHJa
Poccutickoit ®egeparu, o0pasywoIuxcs B ero JAesrenbHOCTH. O6ecrieunBaet
CBOEBpPEMEHHYO Ilepefjauy 3TUX JOKYMEHTOB Ha rOCyZapCTBeHHOe XpaHeHue.

1.9. Bce paboThl, cBsi3aHHbIe C TOATOTOBKOM, TPAaHCIIOPTUPOBKOM U mepejadeid
apXUBHBIX JOKYMEHTOB, IPOU3BOJSTCS CUJIaMHU U 3a CUeT JEeTCKOro caja.

1.10. 3a yrtpaTy W mopuy [JOKyMeHTOB ApxuBHOro ¢doHga Poccuiickoi
@enepauuu J0/DKHOCTHBIEe yivlja [IOY HeCcyT OTBETCTBEHHOCTb B COOTBETCTBUU C
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JleMCTBYIOLM 3aKOHO/|aTeIbCTBOM.

1.11. ApxuWB [eTCKOro caZia paboTaeT COI/MIAaCHO TUIaHy, YTBEP)KJaeMOMY
3aBeIyIOILIUM JIOIIKOJbHBIM 00pa3oBaTe/lbHbIM yUpeKJeHHeM U OTUMTHIBAeTCs
riepe/i HUM B CBOei paboTe.

1.12. KoHTponb [eATelbHOCTH apxuBa OCyLlecTB/seT 3aBexayrouwuy [10Y, a B
ero OTCYTCTBUM —HUCTIO/THSIIOIINM 00513aHHOCTH 3aBe/IyIOIIIero.

2. CocTaB ;0KYMEHTOB apxXuBa
2.1. B apxuB J/IOY mocTynarr:

* 3aKOHUYEHHbIe [e/IONPOU3BO/ACTBOM YUPEX[eHUs JOKYMEHTHI ITOCTOSHHOIO
XpaHeHus1, 00pa30BaBILINecs B [ieSITe/TIbHOCTU CTPYKTYPHBIX MO/ipa3zeieHuH,
JOKyMeHTbI BpeMeHHOro (cBbiiie 10 1eT) cpoka XpaHeHusl, He00X0AUMbIe B
NIPaKTUYECKOM JesTeIbHOCTH, JOKYMEHTHI 110 KaipaM U BOCITUTaHHUKAM;

* JIOKYMEHTBI [TOCTOSIHHOI'O XPaHeHHWs U I10 TMYHOMY COCTaBy OpraHU3al{yi-
Npe/IeCTBeHHUKOB (TPY UX Ha/IM4UM);

* Jy4Hble (QOH/IBI BeAYIINX PaOOTHUKOB JIETCKOTO cajia (TpU UX HaTUUUK);

* CyKeOHbIe U BeIOMCTBEHHbIE U3/IaHUS;

* CIPaBOYHO-TIOMCKOBBIE CpPe/CTBa K JOKYMEHTaM U YyueTHble [JOKYMEHThI
ApxuBa eTCKOro caza.

2.2. Cpokud XpaHeHUusi [JOKyMEHTOB B apxuBe [OLIKOJbHOr0 00pa3oBaTe/IbHOTO
yupeXX/leHUsl OIpeflesIIFOTCSL COIVIACHO CPOKaM, YKasaHHBIM B YTBep)KAEeHHOU
HOMEHK/IaType JeJl.

3. 3apauu apxuBa /10Y
3.1. OCHOBHBIMM 3a/1a4aMy apXKBa ABJISOTCA:

* OpraHusalyds XpaHeHUs [JJOKYMEHTOB, COCTaB KOTOPbIX IIpefyCMOTpeH
paszesioM 2 HacTtosuero Ilonoxxenus;

* KOMIJIEKTOBaHHE  apXWBa  JOKyMeHTaMH, 0O0pa30BaBIIUMUCS B
[esTeIbHOCTA  YUPeXKIeHUsl,  OCYILeCTBJISIIOIero  obpa3oBaTebHYIO
JleATeIbHOCTb;

* yueT, ob0ecrieueHMe COXPAaHHOCTH, CO3/laHHe  HAay4HO-CIIPaBOUHOTO
arrapara;

* UCII0J/Ib30BaHUe JOKYMEeHTOB, HaXOJALLMXCA Ha XpaHeHuu B apxuse [JOY;

* TIOAATOTOBKAa U CBOEBpeMEeHHasl Tepejiaua JOKyMeHTOB ApXMBHOro ¢oHza
Poccurickon ®efepalli Ha TOCTOSSHHOE XpaHEHHWe B TOCYAapCTBEHHBIN
(MyHULIMIA/IbHBIN) apXUB;

* MeTOAuYeckoe pYKOBOJACTBO U KOHTPOJb 3a (OpMUPOBaHUEM U
oopmieHreM Jien B [1eJI0NPOU3BO/ICTBE 1e€TCKOr0 Cajjla U CBOeBPeMEHHOM
repejaueii UX B apXUB JOLIKOIBLHOTO 00pa30BaTe/IbHOTO YUpPeKIeHUS .

4. DyHKIUM apxvBa

B cooTBeTCTBUM C BO3/I0KEHHBIMHU 3a7a4aMU apXUB OCYILECTB/AeT CIeAYIoLue
dYHKIWU:

4.1. OpraHu3yeT npueM JOKYMeHTOB MOCTOSTHHOT'O U BpeMeHHOro (cBbiie 10 sieT)
CPOKOB XpaHeHHs, B TOM UMCJie 10 KajZipaM ¥ BOCITUTaHHWKaM, 00pa30BaBIIUXCS B




nesiteibHOCTH JOY, B COOTBETCTBUY C yTBEPXKAEHHBIM IpPa(uKOM.

4.2. Ob6ecrieuriBaeT COXPAHHOCThH MW BeJeT YUYeT JOKYMEHTOB M (OHJOB,
HaXOJMIIMXCS Ha XpaHeHWW B apXuBe [IOMIKOJBHOTO 00pa3oBaTebHOTO
yUpeXIeHUsI.

4.3. TlpeacrtaBisieT B TOCYJAapCTBEHHBIM (MYHHULIMMAAbHBIA) apXWB YYeTHbIE
cBeZieHUs1 00 0ObeMe U COCTaBe XPaHSAIUXCS B apXUBe JIeTCKOTr0 Cajla IOKYMEHTOB
ApxuBHoro ¢gonzaa Poccuiicko denepaiiii U Jpyrux apXvUBHBIX 1OKYMEHTOB B
COOTBETCTBHUU C TIOPSIAKOM TOCY/JapCTBEHHOIO ydeTa [OKYMEHTOB APXWBHOIO
doHga Poccutickoli @esepariuu.

4.4. CucrematusMpyeT M pa3MelllaeT JOKYMEHTHI, TOCTyIalollie Ha XpaHeHue B
apxuB [10Y, o6pa3oBaBiirecs: B Xo/[e OCYI[eCTBIeHUS AesTeIbHOCTH YUpeXXIeHusl.
4.5. Pa3spabarbiBaeT rpaduKy MpeCTaB/ieHus OMMCe Ha pacCMOTPeHHe SKCTIepTHO-
TIPOBEPOUHOM KOMHCCUM U Tlepefjaur JOKyMeHTOB ApxuBHOro ¢osHza Poccutickoit
defepaliy Ha XpaHeHWe B FOCYAapPCTBEHHbBIV (MyHHULIUIAIbHbBIN) apXKB.

4.6. Ocy11iecTB/IgeT NOArOTOBKY U Ipe/CTaB/ser:

* Ha pacCMOTpEeHMe U COorjiacoBaHue 3KcrnepTHou komuccuu JOY onwmcu gen
MOCTOSIHHOTO XpaHeHUs], BpeMeHHbIX (CBbillie 10 /ieT) CpPOKOB XpaHeHUs], B
TOM YMCJ/e MO0 KaZjpaM W BOCIUTAaHHUKAM, a TakKXe aKThbl O BbIJIeJIEeHUU K
YHUUTO>KEHUIO0 apXUBHBIX JOKYMEHTOB, He MO/JIe)KallluX XpaHeHUI0, aKThl
00 yTpaTe JOKyMeHTOB, aKThl O HEHCITIPAaBUMBIX TTOBPEXEHUSIX apXHUBHBIX
JOKYMEHTOB;

* Ha yTBep)X[eHue SKCIePTHO-NPOBEPOYHOU KOMHCCHM YIIOJHOMOUYEHHOTO
opraHa HCITOJTHUTeTbHON BjlacTh cyOmekTa Poccuiickon ®epepaiiyu B
cchepe apxuBHOro jJiena (manee - SITK apXUBHOIrO yupe)KAeHHs1) OMUCH e
MTOCTOSIHHOTO XPaHEeHWS;

» Ha cornacoBanve JIIK apxuBHOro yupexaeHus cyOwnekTa Poccuiickoit
Qenepaiu  (MyHULMIIAIBHOTO apxvBa), B C/lyuyae HaJleJieHUs €ero
COOTBETCTBYIOILIUMU MMOJTHOMOYMSIMM, OTTMCH [1eJ1 TI0 TUYHOMY COCTaBYy;

* Ha cornacoBanue JIIK apxuBHOro yupexxzaeHus cyOwnekTa Poccuiickoit
®enepauy  (MYHMIMIIQA/JIBHOTO apxuBa), B CJiyyae HajleJieHUs1 €ro
COOTBETCTBYIOI[MMU TTOJTHOMOYHSIMH, aKThl 00 yTpaTe JOKYMEHTOB, aKThbl
0 HeMCITPaBUMBbIX TTIOBPEXK/IeHUSIX apXUBHBIX JOKYMEHTOB;

* Ha yTBepxjeHue 3aBepayroujemy [JOY onuvcu ges nMoCTOSHHOTO XpaHeHUs,
onucKu BpeMeHHbIX (cBbile 10 1eT) CDOKOB XpaHeHUsl, B TOM YKCJie OMUCH
Jle/1 TI0 KaZipaM M BOCIIMTAHHUKAM, aKTbhl O BBIZIEJIEHUA K YHUUTOXXEHUIO
AapPXUBHBIX JOKYMEHTOB, He TIO[/IeXall[MX XpaHeHWIo, akTbl 00 yTparte
JOKYMEHTOB, aKTbl O HEUCIPAaBUMbIX IIOBPEXIEHUSIX apPXUBHBIX
JOKYMEHTOB, yTBep’K/IeHHbIE (corylacoBaHHbIe) OIIK W
roCcy/lapCTBeHHbIM  apXuBoM  cyOwbekta  Poccuiickoit — ®epepaiiuu
(MyHULIMTIATBHBIM aDXWUBOM) B C/Tydae HaJleJIeHUs1 ero COOTBETCTBYHOIIMMU
TTO/THOMOYMSIMH.

4.7. OpraHusyeT mnepefauy [JOKyMeHTOB ApxuBHOro ¢oHaa Pocculickon
defepalli Ha TMOCTOSTHHOe XpaHeHWe B TOCY/JlapCTBEHHbIM (MYHMIUITA/IbHBIN)
apXuB.

4..8. OpraHusyerT U MPOBOAUT 3KCIEPTU3Y LIEHHOCTU [JOKYMEHTOB BPeMEeHHBIX




(cBbie 10 7€T) CPOKOB XpaHeHUs, HaXOAIIMXCA Ha XpaHeHUHW B apxuBe [JOY B
1jefsX oTOopa JOKYMEHTOB [Jii BK/IIOUeHWsT B COCTaB ApxuBHOTO (oHZA
Poccuiickonn ®efepaniuy, a TakKe BbISIBAEHUS [OKYMEHTOB, He TMOJJieXal[ux
JlaIbHeUIIeMy XpaHeHUIO.

4.9. YuactByer B paboTe 3KCIIepTHOW KOMUCCHH [IOIIKOJBHOTO 00pa3oBaTebHOTO
yUpeXXIeHus.

4.10. TIpoBoguT MeporpusTUs MO oOecrieueHUI0 COXPaHHOCTH JIOKYMEHTOB,
HaXOJALLIMXCH Ha XpaHeHUU B apxuse [JOY.

4.11. OpranuzyeT HH(GOPMHUPOBAHWE aJMUHHUCTpAMKM U pabotHukoB [JOY o
COCTaBe M COZiepPKaHWU JOKYMEHTOB apXuBa yUpeK/JeHHs.

4.12. NudopmupyeT moJib30BaTes el MO0 BONPOCAM MeCTOHAXOXJEeHUsI apXUBHBIX
JOKYMEHTOB.

4.13. Opranu3yet BblZiauy JAOKYMEHTOB U i/l [i/isi paboThl B UMTA/IbHOM 3ajie WIn
BO BpEMEHHOe 10/Ib30BaHue.

4.14. VcnoniHseT 3anpocCkl TO/Ib30BaTe/el, BbIZAeT apXUBHbIE KOMUMU JOKYMEHTOB,
apXUBHbIe BBITIMCKA U apXUBHbIE CIIPABKMU.

4.15. BegeT yueT UCNo/Ib30BaHUA JOKyMeHTOB apxuBa [JOY.

4.16. Co3pmaer (oH[ MO/Ib30BaHUSI apXWBa [JETCKOTO Cajla M OpraHu3yeT ero
WCM0J/Ib30BaHMe.

4.17. OcyiecTB/isieT BeJeHHWe CIIPaBOYHO-TIOMCKOBBIX CpPeACTB K JOKyMeHTam
apxuBa [10Y.

4.18. Co3pmaet, TOMOMHSIET W COBEPIIEHCTBYeT HAy4YHO-CIIPAaBOYHBbIM amrmapar K
XPaHSALMMCS B apXUBe ZieJlaM U JOKYMeHTaM.

4.19. YyactByeT B pa3paboTKe JOKYMEHTOB YUpeXZeHUsI TI0 BOIIPOCAM apXHUBHOTO
Jlefia v 1eJIONpOM3BO/CTRA.

4.20. OkasbiBaeT MeTOAUYECKYIO ITOMOLIb:

» cnyxbe penornpou3sBoAcTBa JOY B cocTaB/ieHUHW HOMEHK/ATYphI [ief,
dbopMUpoBaHMKM U O(OpMJIEHUM [ieJl, KOHTDPOJMPYeT NPaBUIbLHOCTb
(¢hopmHpoBaHus U 0GOPMJIeHHUS [ie/ B 1eJIONPOU3BO/ICTBE;

* CTPYKTYpPHBIM TioZipa3feneHusiM U pabotHukam [10OY B TIOATOTOBKE
[IOKYMEHTOB K Tiepefiaue B apXuB JeTCKOT0 Caza.

4.21. YuacTByeT B TIpOBeJleHHM MEpONpPUSITUN MO TIOBBIIIEHHIO KBaaU(UKALIUU
pabOTHUKOB apXvBa U C/Ty>KObI /1e/TIOTMPOM3BO/CTBA IOIIKOIBHOIO 00pa30BaTe/IbHOTO

yUpeXX/eHUs.

5. IlpaBa apxviBa

[171d BBIMOMHEHWs BO3J0KEHHbBIX 3a/1a4 ¥ QYHKIIMA U110, OTBETCTBEHHOE 3a apXUB,
vMeeT IPaBo:

5.1. IIpeacTaB/iATh 3aBeAyIOIIEMY AOIIKOIbHBIM 00pa30BaTebHBIM yUPeXIeHUeM
TIpe/lyIoyKeHHs TI0 COBepIIIeHCTBOBaHHWIO OpraHU3aliui XpaHeHusl, KOMIJIEKTOBaHUSI,
yueTa U UCT0/Ib30BaHUS apXHUBHbBIX JOKyMeHTOB B apxuBe [10Y.

5.2. KoHTpo/MpoBaTh BBIMOJHEHWE  YCTAHOB/JIEHHBIX TpaBUI  pabOThI  C
JIOKyMeHTaMH B CTPYKTYPHBIX TOZipa3/ie/ieHUsIX yUpeXxJIeHuUs.

5.3. 3anpaiBath OT CTPYKTYPHBIX Mojpa3zeneHuit u pabotHukoB J1OY cBegeHus,
HeobXxoauMble /i pabOThl apxXuBa, C y4deToM obecrieueHHs BBITIOJIHEHUS BCEX




BO3JI0>)KEeHHBIX Ha apXyB 3a/1a4u u (yHKLIMIA.

5.4. [JaBaTb pa3bsCHeHWs] U peKOMeHJaluMu TI0 BOMNpocCaM, BXOJALUM B
KOMIIETEHIIWIO apXHBa JIOIIKOILHOI0 00pa30BaTeIbHOTO YUPeKIeHHS.

5.5. HHdbopMupoBaThb CTPYKTypHble Tio[pa3fieleHus1 [IeTCKOro caja o
HeoOX0IMMOCTH Tiepe/laul IOKYMEHTOB B apXUB B COOTBETCTBHH C YTBEPKJEHHBIM
rpauKoM.

5.6. IlpyHUMaTh yyacTHe B 3ace/laHUsIX SKCIEPTHOM KOMMCCHUU YyupeXX/eHus, a
TaK)Ke B  SKCIEPTHO-MPOBEPOYHOM KOMUCCHU  YIIOJIHOMOYEHHOTO OpraHa
WCTIOTHUTEeIbHOM BracTu cyowekTa Poccuiickoii ®enepaiiiyi B cepe apXUBHOTO
Jesa.

6. OTBeTCTBEHHOCTH 3a (PyHKIMOHMPOBaHNe apXUBa
6.1. HazHaueHHoe 1ipyka3om 3asejytouero 10Y Lo, OTBEeTCTBEHHOE 3a BeJjeHue
apxuBa, HeceT MepCoOHaIbHYI0 OTBETCTBEHHOCTD 3a:

* BBINOJIHEHUE BO3/IOKEHHBIX Ha apXWB 3a/lau U (PyHKLUM B COOTBETCTBUU C
JeMCTBYIOIIMM 3aKOHOAAaTebcTBOM Poccuiickor ®@efepanyy;

* OpraHu3anuio pabOThl apXHBa, CBOEBPEMEHHOe W KBa/HM(UIMPOBAHHOE
BBITIO/ITHEHVE TIPMKA30B, pacClopsDKeHUW, T[IOPYUYeHUM BBIIIECTOSIIEro
PYKOBO/ZICTBA, JeWCTBYIOIMX HOPMAaTUBHO-TIPABOBLIX AaKTOB I10 CBOEMY
NpoQu/ItO JleaTe/IbHOCTY;

* paiuoHasibHOe U 3(G(}eKTUBHOE  UCIOJb30BaHWE  MaTepuasbHbIX,
(bMHaHCOBBIX 1 Ka/IpOBBIX PECYPCOB;

* COCTOSIHWe TPYAOBOM U HCIOJHUTENbCKOW [UCLUIUVIMHBI B apXxuBe,
BBITIO/THEHWEe CBOMX (DYHKIMOHA/TBLHBIX 0053aHHOCTeH;

» cobmopeHue TIpaBUII BHYTpPeHHero pacriopsizika, CaHUTAPHO-
MIPOTUBO3ITHEMHUYECKOTO PEXXUMa, ITPOTHUBOTIOKApHOM 0e30racHOCTH U
TeXHUKU 0e30I1aCHOCTH;

* Be/leHUe JOKyMEHTaluH, NpeJyCMOTPEHHOU [eNCTBYIOIIMMU HOPMAaTHUBHO-
MPaBOBBIMU I0KYMEHTaMU;

* [peJloCTaB/ieHWe B YCTAHOBJIEHHOM IOPSiJKe JJOCTOBEPHOM CTaTUCTUUYECKOU
Y MHOM MH(OpMalUM O JleaTe/IbHOCTU apXKBa;

* TOTOBHOCTh apxHBa K paboTe B yC/IOBUSIX Upe3BbIUalHBIX CUTYaL[U.

6.2. OTBeTCTBeHHbIE 3a BeJleHHe [1eJI0MPOM3BO/ICTBA, MMOATOTOBKY U Mpe/CTaBJ/ieHre
[IOKYMEHTOB Ha XpaHeHUe B apXvB, Ha3HauaroTcs 3asegyrowmm [JOY.

7. KoMniekToBaHue apxyuBa

7.1. TloaroroBKa I0KyMeHTOB K Iepejjaue B apXUB JJOLIKO/JILHOTO 00pa30BaTe/IbHOTO
yupeXXieHUsl BKJ/IFOUaeT SKCIIePTU3y HayyHOW W TNPAaKTUYeCKOM LIeHHOCTH
JIOKyMEHTOB, 0()OpMJIEHHe Jie/l, COCTaB/IeHre OMUCH.

7.2. JKCepTusa [IeHHOCTH [JJOKYMEHTOB:

* JKCIepTH3a L{eHHOCTH JOKYMEHTOB — OIlpe/ie/ieHue 1{eHHOCTU [JOKYMEHTOB C
Lesbl0 oTOOpa WX Ha XpaHeHWe M YCTaHOB/IEHHWe CPOKOB XDaHEeHHUSl.
OKCIIepTU3y LeHHOCTU [A0KyMeHTOB B IOY ocyiecTB/isieT IOCTOSHHO
[eNCTBYIOLas SKCIIepTHask KOMUCCHS;




9KCIepTHasg KOMMCCHsSI HasHauvaeTCsl Npuka3oM 3asefytoulero [10Y. B
COCTaB 3KCIEPTHOM KOMUCCUM BKJ/IFOUAKOT HE MeHee TpeX COTPYJHUKOB, B
TOM uMc/ie B 00si3aTe/IbHOM TIOpsiZIKe JIML[0, OTBETCTBEHHOE 3a Be/leHue
apxvBa JeTckoro cazga. CekpeTapeM 3KCIePTHOM KOMMCCHMM Ha3HayaroT
cekperapsa [JOY. DkcriepTHass KOMUCCUSI Ha 3acellaHUsIX pacCMaTpyBaert:
HOMEHKJ/IaTypy [ieJ IeTCKOro Ca/ia, OMUCH Ziesl IIOCTOSSHHOIO XpaHeH!s U 110
JIAYHOMY COCTaBY, aKThl Ha JJOKYMEHThI, Bbi/le/IsieMble K YHAUTOXEHUIO.

7.3. Odbopmaenue gen:

dena nNOCMOSIHHO20 XpaHeHusi TIOAIIMBAIOTCS B TBEPAYHD O0JIOXKKY
MPOYHbIMA HUTKaMU. JIMCTBI HYMEpPYKHOTCd B MpPaBOM BepXHEM YIJy
MPOCTBIM KapaHAaloM. KoanuecTBO JMCTOB B KaXK[JOM Jejle He JO/DKHO
npeBbiliaTh 250. B KOHIle fena Ha OTHe/JbHOM JIUCTe COCTaBJIIeTCS
3aBepuUTe/bHas HaJIWCh;

Ha OO/OXKKe e/ TIOCTOSIHHOTO XpaHeHWs [JOJDKHBI OBITh TIPOCTaBJIeHbI
ClefyOIe  PEKBU3WTHL:  TIOJIHOE  HaWMEHOBaHWE  BBIIIECTOSIIeN
opraHu3alvyd, HauMeHoBaHue [IOY, Homep (WHJeKC) Jena IO
HOMEHKJ/IaType, 3arojioBOK [ieJia, KOJIMYeCTBO JIMCTOB, CPOK XPaHEHUsl WU
OTMeTKa «XPaHUTh MOCTOSIHHO», HOMeD ()OoH/1a, OTIUCH, [iefa;

M0 OKOHYAHWM [IeJIOTIPOM3BO/ICTBEHHOIO To/ila B 0dopMIieHHbIe 00I0KKU
Jlesl  TIOCTOSTHHOTO XpaHEeHWsI BHOCSTCA HeoOXOAWMble YTOUHEHHUsS: B
3aro/IOBKU JieJl, COAepKallluX pacrhopsiiuTe/ibHble JOKYMeHThI (IpUKa3bl,
TIPOTOKOJIbI), BHOCSITCSI HOMepa; eCAu Jef0 C TMepernucKol COCTOUT U3
HECKOJIbKMX TOMOB, B Ka)K[JOM TOMe yKa3bIBaeTCsi KOPPeCIOHJEHT, aBTOp,
TeppPUTOpHS, pyrue AaHHble. B Ka)KAOM TOMe yKa3bIBaeTcsl Jara (YucIio,
MecCsll, TOJl) Hauvaja W OKOHUaHMs [JaHHOrO Toma. TOuHble [aThbl
TIPOCTAB/ISIIOTCS Ha OO/MIOXKKaxX [jig ObICTPOTO TIOMCKa [OKYMEHTOB B
TOC/IeAYIONeM; M3 3aBePUTETbHOM HAAIMCH Ha 00JIOKKY [efla BEIHOCHUTCS
KOJINUeCTBO JIMCTOB B JieJie;

HaZAMMMCA Ha OO/I0XKKax fieJl MOCTOSSHHOTO U /IO/ITOBPEMEHHOTO XpaHEeHHs
cielyeT MPOU3BO/IUTh YETKO, CBETOCTOMKUMU YepHU/IAMU;

JJIsT yyeTa KOJIMUecTBa JIUCTOB B Jieie U duUKcaluu ocobeHHOCTel uX
HyMepaL1y Ha OT/ieJIbHOM JIMCTe COCTaBJISIETCS 3aBepUTe/IbHAS HA/ITUCh;

B 3aBepUTe/bHOM HaJIMCH yKa3bIBaeTCsl KOJIMYECTBO JIMCTOB (LudpamMu U
TIPONMCHIO) B Jleie. 3aBepUTe/ibHasl HaAMMCh MO/MUCHIBAETCSI COCTaBUTe/IeM
C YKa3aHWeM ero JO/DKHOCTHU U 1aThl COCTAB/IEHUS;

BHYTPEHHsISI  OMWCb  COCTaB/sSeTCd K  JejlaM  ITIOCTOSSHHOTO U
JonroBpeMeHHoro (cBeiiie 10 ieT) cpoka xpaHeHHsl, CPOPMUPOBAHHBIM T10
Pa3sHOBUJHOCTSIM [IOKYMEHTOB, 3arOJIOBKM KOTOPBbIX He pacKpbIBarOT
KOHKPEeTHOe CojiepyKaHue I0KyMeHTOB (0co00 1ieHHbIe, INUHbIe /ieia U Jp.).

7.4. OnycaHyie JOKYMEHTOB NOCTOSIHHOTO CPOKA XPaHEHUS:

OIMMCHU COCTABJ/IAKOTCA Ppa3feJIbHO Ha Jeja TIIOCTOAHHOIO XpdHEHHS II0
OCHOBHOM AedATe/IbHOCTHU U Ha [eJld 110 IMYHOMY COCTdBY;

OIMMCH COCTaBJ/IAIOTCA Ae/10ITPOU3BOAUTEIEM;

OITMCh BEJETCA B eAHHOﬁ BaJIOBOM HyMepdlliM B TeUeHHe HECKOJ/IbKUX JIET,
Ha [Jdejla C MCTeKIIKMM CPOKOM XpdHEHHA COCTaBJ/IA€TCA  adKT 00



YHUUTOXXEHUU;
* TI0 OKOHUaHWHM JieJIOTIPOM3BOACTBeHHOro rojia B JJOY mpousBoguTcsi 0T60p
JIOKYMEHTOB TIOCTOSIHHOTO CPOKa XpaHeHWs JJisl BK/IIOUEHUS] UX B OIUCH.
Ornuch COCTOMT U3 TOJOBBIX pas/ie/ioB, BHYTPU rofia [iejia pacrioJiararoTcs
MO0 CTereHW 3HAUMMOCTHM C YYeTOM HOMHHA/JBHOrO TIpMHUMNA (B
COOTBETCTBUU C HOMEHKJIaTypOU YUpeXAeHus);
* OINWCU COCTAB/ISIIOTCS pasZie/ibHO Ha Jiejla IIOCTOSIHHOI'O XPaHeHUs 110
OCHOBHOM ZIeSITeJIbHOCTH Y Ha JieJia o JIMYHOMY COCTaBYy;
* OIKCU COCTABJISIFOTCS CEKPeTapeM.
7.5. /lena epemeHHO20 XpaHeHus1 0OPMJISIFOTCS YIPOI[eHHO: OHU He TIO/IIUBa0TCS,
JTUCTHI B HUX He HYMePYIOTCsl, yTOUHeHre Ha 00J/I0)KKaX He TIPOM3BOAUTCS, OTUCH Ha
JleJia He COCTaBJIAKOTCS, yUeT BeJleTCs [10 HOMEeHK/IaType JeJl.

8. YcioBus XxpaHeHus I0KyMEHTOB B apXuBe
8.1. [okyMeHTbl apxXuWBa XpaHATCA B  aAPXWBOXPaHWIMILE  [OLIKOJbHOIO
00pa3oBaTe/IbHOTO yUpeXAeHusl.
8.2. He ponyckaeTcs pa3melleHre apXuBa B MO/BA/JbHbIX U UepJauHbIX MTOMeIeHUsSIX
JleTCKOr'0 cazia.
8.3.  ApXUBOXpaHW/IHIINle  JO/DKHO  ObITb  yjJaseHo  OT  J/1abopaTOpHBIX,
TIPOU3BO/ICTBEHHBIX, OBITOBBIX IIOMEII[eHWH W He UuMeTb O0OIUX C HUMH
BEHTWISILJUOHHBIX KaHA/IOB. APXUBOXPaHWIHLLE OTJe/s1eTC OT COCeHUX TTOMeLeHUN
HeCropaemMbIMM CT€HaMU U MEPEKPBITUSIMUA C Mpefe/laMd OTHECTOMKOCTA He MeHee
JBYX 4acoB. B apxvuBoXpaHWIHIIe He JOTyCKaeTcs MPOK/a/ika TpyO BogocHabKeHUs U
KaHa/M3al[iK, TeXHOJIOTUUeCKe UM ObITOBbIe BHIBO/IBI BO/IBI.
8.4. ApXUBOXpaHWIMILE [O/JKHO UMeThb eCTeCTBeHHYI) W/IM WCKYCCTBEHHYIO
BeHTW/ISALIUIO,  00ecreunBamoOINyl0  PELMPKYJ/SLAI0  BO3[yXa,  CTaOWILHOCTH
TeMIIepaTypPHO-BIaXKHOCTHOTO PeXXUMa.
8.5. Bce nmnocrynarwoupe B apxuB [JOY  [OKyMeHTbl pa3mellalTCd B
apXVBOXPAaHW/IWILAX Ha CTAalMOHAPHBIX W/WUIM TepeBWXKHBIX MeTa//TM4ecKUX
CTe/ylaXkax, B MeTa/lZIMYeCKUX LKadax Wid KOHTernHepax.
8.6. Crenna)kul I0/DKHBI OBITH YCTAHOBJIEHBI TIEPIIEHIUKYJ/IIPHO CTeHaM C OKOHHBLIMU
TpoeMaMH, a B TIOMellleHMM 0e3 OKOH - C y4eTOM OCOOeHHOCTel TOMellleHUsT U
obopyaoBanusi. He pgoryckaeTcsi pasMeliieHWe CTesljlakeld BIJIOTHYHO K Hapy’KHBbIM
CTeHaM 371aHusl U K UCTOUHUKAM Terlia.
8.7. PaccTtaHOBKa cCTe/iaxell W IIKadOB OCYIIECTBASETCS B COOTBETCTBUU CO
CJIeAVIOIMHA TPeOOBaHUSIMM:
* pacCTOsIHWE MeXAY psi/laMH CTeJlJlaykel (TJIaBHbIM MPOX0A) — He MeHee 120 cwMm;
* paccTosiHde (MPOX0/) MeX/y CTesia)KaMu — He MeHee 75 CM;
* pacCTOsIHUe MEXAY Hapy>KHOU CTeHOW 3[1aHUSl U CTeJl/IayKaMH, MapasiiebHbIMU
CTeHe — He MeHee 75 CM;
* paccTosiHMe MeX/y CTeHOW U TOPLIOM CTejlyla)ka WiH Ikada (06xon) — He MeHee
45 cm;
* pacCTosiHUe MeXXJy TM0JIOM U HWKHeH TONKOM cTesiiaxa (1kada) — He MeHee 15
CM, B LIOKOJIbHBIX 3Ta)kax — He MeHee 30 cMm.
8.8. IIpoTuBOMOKapHbIM PE)XUM B apXWBOXPAHU/IMILAX, TAe pa3Menjaetcs apxus [JOY,




yCTaHaB/IMBAeTCA B COOTBeTCTBMU C [lpaBWiamu NPOTUBOMOXKAPHOTO peXMMa B
Poccutiickoii @epeparyu oT 16 cenTsiops 2020 roma Nel479.
8.9. ApxuBHbIe JJOKYMEHTHI C/leflyeT XpPaHUTb B TEMHOTe.
8.10. 3ammra [AOKyMEHTOB OT [eWCTBUS cCBeTa obecrieunBaeTcs XpaHeHUEM
JOKYMEHTOB B KOpoOKax, Markax M Mepervietax, B IKadax WM Ha CTe/iaykax
3aKpBITOTO TUIIA.
8.11. YpoBeHb UCKYCCTBEHHOI'O OCBEL[eHUS] B KHUTOXPaHW/IUILAX JOJDKEH COCTaB/ISATh
He meHee 100 /roKC.
8.12. B apxyvBoXpaHUIuIIe I/ XpaHeH!d JOKYMeHTOB YCTAaHABIUBAIOTCH CJIeIVIOLIe
IlapaMeTphbl TeMIIepaTyPHO-BJAAXKHOCTHOT'O DeXXUMa:

* /IS XpaHeHWs JOKYMEHTOB Ha OyMa)kKHOM HocuTese — Temriepatypa 17-19°C,

OTHOCHUTeJIbHas BIaXKHOCTb Bo3ayxa — 50-55%.

8.13. TNomelljeHUs1 apXuBa JOIIKOJLHOTO 00pa30BaTe/NbHOTO YUPEKIEHUS [1OJDKHBI
COoZlepKaTbCsl B UUCTOTe, B YCJIOBUAX, WCK/IOYAOLIUX BO3MOXXHOCTb IIOSIB/IEHUS
TJIeCeHU, HaCeKOMBIX, TbLIN.

9. 3aK/II0UNTe/IbHBIE I10/10)KeHUs

9.1. Hacrosijee IlonoxeHve 00 apxuBe $BJSI€TCS JIOKaJAbHbIM HOPMAaTHBHBIM
akToM, TpuHuUMaercs Ha OOmem cobpaHud pabOTHUKOB — JOLIKOJIBHOTO
oOpa3oBaTebHOTO YUPeXJeHHs W YyTBep)KJaeTcsi (b0 BBOAWUTCA B JeHCTBUE)
3aBeayromum 10Y.

9.2. Bce wu3sMeHeHWsT U [OIOJIHeHUs, BHOCHMMBble B Hacrosilee I[lonoxeHue,
opopM/IsitOTCI B~ MNMCbMEHHOW (opMe B  COOTBETCTBUM  J€MCTBYIOLIUM
3aKOHO laTeNlbcTBOM  Poccurickor ~— Pepepauym.

9.3. TIlonoxenwe 06 apxuBe [JOY mNpHHMMAeTCsI Ha HeOMpe/e/eHHbId CpOK.
N3menennss u gononHeHuss K  [lo/io)keHMIO TIpUHUMAKOTCA B TIOPSiJKe,
nipegycMoTpeHHoM 1.9.1. HacTosiero [TonoxxeHusl.

9.4. Tlocne nipunatus [TonoxxeHusi (UM W3MEHEHUM M JOMOJIHEHUM OTHAe/bHBIX
TyHKTOB U pa3/ieJioB) B HOBOW peAaKLIUU MpebiAylllas peJakiusi aBTOMaTU4eCcKy
yTpauuBaeT CUTY.



