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1. Obmme nonoxenus

I.1. Hacrosunee IMonosxenue o6 apxuse (maree — [Tonoxenue) B Mynnumnamsaom GromkeTHOM
NOUIKOJIBHOM  00pa3oBaTeibHOM YUpExKIEeHUH «Jletckuit cag  No67 «ConHeunslii oMy
MYHHLHIATBHOrO 00pa3oBanHus rOpOACKOH OKpyr SnTa Pecriy6mxu Kpsim (manee — JI0V)
pa3paboTaHo Ha OCHOBaHuH [Ipumeproro monoxenus 06 apXHBE€ OpraHW3alMM, YTBEPIKIEHHOTO
Tpuka3om DenepanbHOro apxuBHOro areHTcTBa Ne 42 ot 11 anpens 2018 rojia, B COOTBETCTBHU C
DenepambHeIM 3akoHOM No 273-®3 or 29.12.2012 rona «O6 obpazopanuu B Poccniickoii

OpraHusanmsx", YcTaBoM 10wmkomsHOro o0pa3oBartenbHOro VUPEXKIEHHS.
1.2. Nannoe Tlonosxkenne 06 apXHBE NETCKOTO Cafla ONpese/isieT CoCTan AOKYMEHTOB apXuBa u

YUYPEKICHUH.

1.3. B cBoeit nesremsHocTH apXUB NIETCKOrO cana PYKOBOACTBYETCS DenepaibHbIM 3aKoHOM No
125-@3 ot 22.10.2004 roxa «O6 aPXHBHOM 1ene B Poccuiickoii ®eneparmmy ¢ HU3MCHEHHUSAMMU Ha
11 mons 2021 ropa, HOPMATHBHBIMU MpPaBOBLIMU akTamu Poccuiickoii Denepamun, cybsexta
Poccwiickoii @enepaumu B chepe apxuBHOrO gema u ACIIONIDOU3BOICTBA, JIOKATBHBIMH
HOPMaTHBHBIMH aKTaMM IOLIKO/IbHOTO 0bpasosatenbHOro yapekaenms.

1.4, JlokymenTsi IOV, umeroume HCTOPHYECKOE, KyIbTYpHOE, HaydHOE, COLIHATbHOE,
IKOHOMHYECKOE M IMOJHTHYECKOE 3HAYCHHE, COCTaBJISIOT TOCYNapCTBEHHYI0 4acTh ApPXMBHOrO
(onma Poccuiickoii Denepanuu, sBISIOTCS COOCTBEHHOCTBIO rOCynapcTBa H IO;IEkKAT
TMOCTOSHHOMY XPaHEHHIO B IOCYNAPCTBEHHBIX apxusax Poccuiickoii ®enepaumn. J[o nepenayu Ha
FOCYNapCTBEHHOE XpaHEHWE JaHHbBE AIOKYMEHTbl  BPEMEHHO XPAHSTCS B  JOLIKOMBHOM
obpasosatemsHOM YUPEXICHHUH.

1.5. B IOV nas XPaHCHHS JIOKYMEHTOB ApXHBHOroO (onna Poccwuiickoii Denepaunn u
3aKOHYEHHBIX JEIONPOH3BOACTBOM AOKYMEHTOB MPAKTHYECKOTO HA3HAYCHHS, HX otbopa, yuera,

1.6. Apxus cosmaercs kax CaMOCTOATENLHOE  MOApA3NeNeHHe, BO3rIABISEMOE JHLIOM,
OTBETCTBEHHBIM 32 BEACHME apXWBAa COLNACHO [IpHKasy  3aBEAYIOIUEr0  MOMIKOILHEIM
00pasoBaTesbHBIM YUPEKICHUEM.

L.7. Yupexnenue gomkomsuoro obpasoBanus obecrneumpaer apXUB HEOOXOMMMBIM NOMemmeH EM,
obopynosanuem u KaJpamu.

1.8. Jlomkonsuoe obpasoBaremsHoe yupexnenue obecneymuBaer COXpaHHOCTh, y4eT, otGop,

Ha rocyapcTBEHHOE XpaHeHue.
1.9. Bce pabotsi, cBsi3anHEE C TOATOTOBKOH, TPaHCIOPTHPOBKOH u nepenayesi apxXuBHBIX
AIOKYMCHTOB, IPOM3BOJISTCS CHIIAMH 1 3a CYeT JETCKOTO cana.

1.10. 3a yrpary u MOpHy IOKyMEHTOB ApxHBHOTO (oHzxa Poccriickoii Denepalmu T0DKHOCTHBIE
maua JIOY secyT oTBeTCTBEHHOCTS B COOTBETCTBHM C IEHCTBYIOIINM 3aKOHOAATETHCTBOM.

I.11. Apxus perckoro cama paboraer cormacHo TUIaHy, YTBEPXKIAEMOMY 3aBEYIOLIMM
AOLIKOJIEHBIM 00Pa30BATENBHBIM VUpEkICHHEM 1 OTHYUTBIBACTCS MEPE]l HUM B CBOEit paGoTe.

1.12. Kontpons pesremsrocTy apXHBa OCyLIeCTBIsET 3aBeyommii IOV, a B ero OTCYTCTBHH —
HCNOHSIOWMH 06s3aHHOCTH 3aBenyiomero,

2. Cocras noxymenTos apxuBa
2.1. B apxus JIOY nocrymasor:
* 3aKOHYCHHBIE NENONPOH3BOACTBOM YUPCKNCHUS NOKYMEHTHI MOCTOSHHOIO XpaHeHwus,
00pa3oBaBIIHECSs B  mesTeBbHOCTH CTPYKTYPHBIX  MOAPA3NENEHUH, NOKYMEHTbI




BpeMeHHoro (ceemue 10 jer) CPOKa XpaHCHHA, HEOOXOMMMBIE B HNpPAKTHYECKOM
ACATE/IBHOCTH, JIOKYMEHTBI 110 Kaaipam U BOCIHMTaHHUKAM,
* IOKYMEHTBI MOCTOSIHHOTO XpaHEHHS M 110 JUYHOMY COCTAaBY OpraHu3aLHii-
MPEAIECTBEHHMKOB (DU MX HATHYHA);
*  JHYHBIC (JOHBI BEAYIIMX PaGOTHHKOB JETCKOro cana (NpH MX HATHYMH);
* CiayxeOHbIe M BEIOMCTBEHHbIE H3JIaHHuS,
* CrpaBOYHO-TIOMCKOBBIE CPEACTBA K NOKYMEHTAM K YHCTHBIE NOKYMEHThI ApxXuBa
AETCKOro cana.
22 Cpoku XpaHeHus IOKYMEHTOB B apXWBE NOLIKOIBHOTO 0OPA30BATETBHOrO YYpeKaeHus
OTPEACTAIOTCA COrNACHO CPOKAM, YKA3aHHBIM B YTBEDIKICHHOH HOMEHKIIATYPE JIe).

3. 3anauum apxusa JIOY
3.1. OcHOBHBIMY 3a1a9amy apxuBa SABJISIFOTCSI:
* OpraHu3auMs XpaHEeHHS NAOKYMEHTOB, COCTAB KOTOPBIX NPEAYyCMOTPEH pa3fenom 2
HacTosmero Ionoxenus:;
* KOMILICKTOBaHHE apXuBa [IOKYMEHTaMH, 00pa30BaBUIMMHCS B  JEATEIBHOCTH
YAPEKICHUS, OCYIIECTBISIOWETO 06pa30BaTENbHYIO IEATENLHOCTS,
* YUeT, obecrneueHne CoOXpaHHOCTH, CO3aHHe HayYHO-CIIPABOYHOr'0 anmnapara;
* HCIOJIb30BaHHE OKYMEHTOB, HAXOMSIMIUXCS Ha XpaHeHuu B apxuse J[OV;
* [IONTOTOBKA M CBOEBPEMEHHas TEpefaya JOKYMEHTOB ApxuBHOro onma Poccuiickoit
Denepanuy Ha MOCTOSHHOE XPaHEHHE B TOCYNAPCTBEHHBII (MYHHLMNALHBILIT) apXuB;
* METONMYECKOE PYKOBOACTBO M KOHTPOIb 3a opmrpoBanuem u odopmnennem nen B
ACNOTIPOM3BOACTBE NETCKOr0 cana u CBOCBPEMEHHOH nepenaveii uX B apxus
AOLIKOJILHOrO 00pa30BaTENbHOrO YYPEKACHHS.

4. ®ynkuun apxusa
B cootBeTcTBHY ¢ BO3MOKEHHEIMT 3anauAMY APXWB OCYIIECTBISET CIEAVIOLTHE DYHKIIUH:
4.1. Opraumsyer mpuem AOKYMCHTOB TOCTOSHHOTO M BPEMEHHOro (CBbime 10 JIET) CPOKOB
XPaHCHHSA, B TOM YHCJIE 110 KaJpaM U BOCITHTAHHHKAM, 00pa3oBaBIINXCS B A€ATENHHOCTH J0VY,
B COOTBETCTBUM C YTBEPKACHHBIM rpauKOM.
4.2. ObecneuuBaeT COXpPaHHOCTh H Bemer Y4€T NOKYMEHTOB W (OHIOB, HAXOIAMMXCH Ha
XPaHCHHH B apXHBE NOLIKOJIBHOrO 06pa30BaTeIbHOTO YUPEKIACHUSI.
4.3. Tlpeacrasnsier B FOCYNapCTBEHHDbIH (MyHHLMTIANBHBIA) apXuB Y4ETHBIE CBEOCHHS 00
o0beMe M cOCTaBe XpaHsAMXCH B apXHBE JICTCKOro caja JOKYMEHTOB ApXHBHOIO ¢oHna
Poccuiickoit ®enepauun u APYruX apXWBHBIX NOKYMEHTOB B COOTBETCTBHH C NOPSAAKOM
FOCYAapCTBEHHOI0 y4eTa JOKYMEHTOB APXUBHOrO (onna Poccuiickoii Denepanum.
4.4. Cucrematusupyer u Pa3MEIIACT NTOKYMEHTBI, MOCTYNAIOIINE HA XPAHEHHE B apxus J10VY,
00pa3oBaBIINeECs B XOJ€ OCYILECTRICHHS AEATEIBHOCTH YIPEKICHUS,
4.5. PazpabatsiBaer rpauky npencrapieHus onucel Ha PacCMOTPEHHE SKCIIEPTHO-MPOBEPOUHOI
KOMHCCHH W TIEpENav JOKYMEHTOB ApPXHBHOrO (porna Poccuiickoii Deziepaniu Ha XpaHEHHE B
FOCYNapCTBEHHbIH (MYHULMIIAIBHBIIH) apXUB.
4.6. OcyluecTBISeT MOATOTOBKY 1 IIPEICTABIISET:
® Ha DpacCMOTPEHHME W COINIACOBaHHE OKCTIEPTHO#H komuccnu JIOY ommcu  gen
TIOCTOSIHHOr 0 XpaHeHHUs, BpEMEHHBIX (CBbie 10 JIET) CPOKOB XPAaHEHUS, B TOM GHUCIIE
[10 KaapaM ¥ BOCTIMTAHHHKAM, a TAKKE AKThI O BBLIC/ICHHH K YHUUTOKEHHIO apXHBHBIX
AOKYMEHTOB, HE TOMJIEXKAIMX XPAHEHUIO, aKThl 06 yTpaTe MOKYMEHTOB, aKThl O
HCHCTIPABIMBIX NIOBPEXKACHUAX ADPXUBHBIX 10KYMEHTOB:
* Ha YTBEDKJACHHE 3KCNEPTHO-NPOBEPOYHON KOMHCCHH YIOJTHOMOYEHHOI0 OpraHa
HCIIOJIHUTETBHON BiacTh cyonekta Poccuitckoii Denepaumuy B cepe apXUBHOrO me1a
(manee - SITK apxuBHOTO YIPEXKIEHHUS ) OIHCH 1€JT MOCTOAHHOTO XPAHEHHUS:
* Ha cornacosanue SIIK apxuBHOro yupexaemus cybnekta Poccuiickoii Denepauun
(MyHMIETIATBHOTO  apxmBa), B Cllydae Ha[CNEHMS] €ro0  COOTBETCTBYIOLIMMH




MOTHOMOYHAIMH, OMUCH JIEJI IO JINYHOMY COCTaBY;

* #Ha corzacosanue OIIK apxuBHOro yupexuenus cy6bekra Poccuiickoii ®enepamuu
(MYHHLMIIANIbHOTO ~ apXWBa), B CIydYae HAJCICHUS €ro COOTBETCTBYHOIIAMH
MOJTHOMOYHAMH, aKThl 00 yTpaTe NOKYMEHTOB, aKThl 0 HEHMCIIPABMMBIX IOBPEXKIEHMAX
apPXHBHBIX JIOKYMEHTOB;

* Ha yTtBepkaeHue 3asenyromemy IOV ommcu naem TOCTOSHHOrO XpaHEeHMs, OMHCH
BPEMEHHbIX (CBbImIe 10 j€T) CPOKOB XpaHEHHMS, B TOM HHCJIE OIMMCH Iel I10 KaapaMm H
BOCIIHTAHHWKAM, aKTBl O BBIACJICHHH K YHHYTOXKEHUI) APXHMBHBIX TOKYMEHTOB, HE
NOMAJSKAIMX XPAHEHHWIO, aKThl 00 yTpare HDOKYMEHTOB, aKThl O HEHCIIPABHMBIX
MOBPEKICHUAX aPXUBHBIX JOKYMEHTOB, YTBEpPXKACHHBIE (cornacoBaHHbie) DIIK wmm
rOCYIapCTBEHHBIM apxuBoM cyObekTa Poccuiickoii @Demepamun (MyHUIHOAILHBIM
apXHBOM) B CiTy4ae HaJENCHHS €ro COOTBETCTBYIOIIUMH MOJTHOMOYMAMH.

47 Opranusyer nepenady HDOKyMeHTOB ApxuBHoro ¢ouma Poccuiickoit ®enepanmu Ha
BOCTOSHHOS XPaHEHHE B rOCY1aPCTBEHHBIH (MyHULIMNABHBIH ) apXHB.

< & OprasusyeT U MPOBOAMUT 3KCMIEPTH3Y LEHHOCTH I0KYMEHTOB BpeMeHHBIX (cBbime 10 met)
CPOXOB XpaHEHUS, HAXONALIMXCS HA XpaHeHuH B apxuse JIOVY B uensx otbopa JOKyMEHTOB /s
sxmoucHHA B coctaB ApxuBHOro (onna Poccuiickoit @enmepauuu, a TaKke BBIIBICHHUS
JOKYMEHTOB, HE MOMJICKAUIMX JaNbHEHIEMY XPAHEHUIO.

49 VuacteyeT B paboTe IKCIIEPTHON KOMHUCCUHM AOLIKOIBLHOTO 06pa30BaTeIbHOr0 YUPEKIACHHS.

< 10. TIpoBomuT MEPONPUATHS TTO 0OECTIEYEHHI0 COXPAHHOCTH JOKYMEHTOB, HaXOAAIIMXCS Ha
xpaseHud B apxuse J10V.

+.11. Opranusyer uH(GOpMHpOBaHHE aIMHHHCTpauuu u pabortaukos JIOY o cocrase u
CONEpKaHHWHU JJOKYMEHTOB apXHBa YUPEKICHHUS.

+.12. UndopmupyeT noab30BaTeNei Mo BOIPOCAM MECTOHAXOIKIEHHS aPXUBHBIX I0KYMEHTOB.
4.13. OpranusyeT BbIIavy JOKYMEHTOB M € JUisl paboThl B YMTAILHOM 3aJi€ WJIH BO BPEMEHHOE
MOb30BaHKE.

4.14. HcnonuseT 3ampockl MOJb30BaTeNei, BbIIAST APXMBHbBIC KOMWH JOKYMEHTOB, APXHBHBIE
BBINHCKA U apXUBHBIE CITPABKH.

4.15. Bener y4er ucnosb30BaHus JOKyMeHTOB apxuBa JJOY.

4.16. Cosnaer (oH M01b30BaHHSA aPXHBA AETCKOTO Cala ¥ OPraHU3yeT ero MCIOIb30BaHME.
4.17. OcyuiecTBas€T BECHUE CIIPABOYHO-MOMCKOBBIX CPEACTB K JOKyMeHTaM apxusa J[OV.
4.18. Co3snaer, NMOMONHSET M COBEPIICHCTBYET HAYYHO-CIIPABOYHBIN AmnapaT K XPaHALIAMCS B
apXMBE JIeJIaM U IOKYMEHTaM.

4.19. VyactByer B pa3paboTke JOKYMEHTOB YUPEKICHHS [0 BOMPOCAM apXMUBHOIO MAENa W
NEJI0NPON3BOCTBA.

4.20. Oxa3bIBaE€T METOIHYECKYI) MOMOIIIb:

* cayxbe nenompoussozacTsa JIOY B COCTaBIEHUM HOMEHKIATYPh! A€M, (JOPMHPOBAHHH
A 0OPMIIEHUH JIEJT, KOHTPOJIMPYET MPAaBHILHOCTH (POPMHUPOBaHHS ¥ OPOPMIICHNHS A€ B
JIeNONIPOM3BOICTBE,

* CTPYKTYpHBIM TmozpasjeneHusm u paborthukam J[OYV B mOArOTOBKE MOKYMEHTOB K
nepenaye B apXuB IETCKOro caja.

4.21. VyacTByeT B MPOBEACHHHM MEPOIPUATHIA [0 MOBBILICHAK KBATA(DUKALIMH PaOOTHHKOB apX1Ba

H CITY’KOBI JIEJIONPOU3BO/ICTBA AOLIKOIEHOTO 00pa30BaTEIFHOTO YIPEKICHHS.

5. IIpasa apxuBa

&’Iﬂ BbITIOJHCHUWSA BO3JIO)KEHHBIX 3a1a9 A gbygmz’ JIUNO., OTBETCTBEHHOE 34 apXWB, HMEET MMPABO.

5.1. IlpencraBiste  3aBedylOlIEMy [JOWIKOJBHBIM  00pa30BaTENbHBIM  YUPEXKICHHEM
OPENJIOKEHNS 110 COBEPIIEHCTBOBAHUIO OPraHM3alliy XPAHEHWs, KOMIUIEKTOBaHMS, ydyeTa |
HCMO/b30BAHUA APXUBHBIX IOKYMEHTOB B apxuse J[OV.

5.2. KoHTponupoBaTh BBITIOJHEHWE YCTAHOBJECHHBIX TpaBmi paboTel C JTOKYMEHTAaMH B
CTPYKTYPHBIX [OAPA3ACACHUAX YUPESIKACHHS.

5.3. 3anpamuBaTh OT CTPYKTYpPHbIX noapasnencHuii u pabornuxos IOV ceenenus, Heobxonumsie



235 paboTsl apXuBa, C y4eTOM 00€CreueHNs BBITIOIHEHHUs BCEX BO3OKEHHBIX HA apXHB 3a7ad U
@vEKIIL.

54 Jlasath pasbsCHEHHS M PEKOMEHIALMH II0 BOMPOCAM, BXOISALIMM B KOMIIETEHIHIO apXMBa
JOWKOIBHOr0 00Pa30BaTEIBHOIO YUPEKICHHUS.

5.5 HuopMHpOBaTh CTPYKTYpPHBIE MOAPA3AEICHHS IETCKOrO caaa 0 HeoHXOAMMOCTH Mepenatu
JOXYMCHTOB B aQDXHB B COOTBETCTBUH C YTBEPIKACHHBIM rpauKoM.

36 IllpuHEMaTe yvyacTHe B 3aCeaHMsAX OKCIEPTHON KOMHCCHH YYPEXKICHHS, a TAKKE B
IWCMEPTHO-MIPOBEPOYHON KOMHCCHM YTIONIHOMOYEHHOTO OpraHa MCIOJHMATENRHON BJIacTH
cybnexTa Poccuiickoii Oenepanuu B cepe apXUBHOIO Aea.

6. OTBeTCTBEHHOCTD 32 (PYHKLMOHMPOBAHHE APXHBA
6.1. Hasnayennoe nprkaszom 3asenyromero JIOY 1110, OTBETCTBEHHOE 3a BEICHUE APXUBA, HECET
NEPCOHAIBHYIO OTBETCTBEHHOCTb 34!

* BbIOJIHCHHE BO3JIOKEHHBIX Ha apXuB 3a7ad W (yHKUMA B COOTBETCTBHH C
ACHCTBYIOLIHM 3aKOHOAAaTeIbCTBOM Poccuiickoii @eneparmu;

* OpraHu3amMio paboThl apXWBa, CBOEBPEMEHHOE M KBATM(HUMPOBAHHOE BAIIOJIHEHHUE
NIPUKA30B, PACTOPSDKEHMH, MOPYYEHMI BBILIECTOSAIIErO0 PYKOBOACTBA, AEHCTBYHOMIMX
HOPMAaTHBHO-ITPABOBLIX AKTOB 110 CBOEMY MPO(UITIO AEATENLHOCTH,

* pauMoHaNbHOE M S(PPEKTUBHOE MCMONB30BAHHE MATCPHUAIILHBIX, (HMHAHCOBLIX M
KaJpOBBIX PECYPCOB,;

* COCTOSHHE TPYAOBOH M MCTIOJHHUTENbCKOH AUCLMIUIMHBI B apXHBE, BHIMOJHEHHE CBOMX
(YHKLHOHABHBIX 0053aHHOCTEIH;

* CoOmO/IeHHe TNPaBHJI BHYTPEHHEr0 pAcriopsiika, CAaHWTAPHO-IPOTHBOIMHIAEMUAYECKOrO
pekuma, MpOTHBOMOKAPHOH 6€30MacHOCTH 1 TEXHHUKH 0e30MacHOCTH,

* BEIACHWE NOKYMEHTALWH, TPEIYCMOTPEHHOH NEHCTBYIOIMMH HOPMATHBHO-IPABOBBIMH
NOKYMEHTaMH,

* TNPEAOCTABIEHHE B YCTAHOBJIECHHOM TMOPSIKE IOCTOBEPHON CTATHCTHYECKONW W HHOM
UHpOpPMALIUK O NESTEIBHOCTH ApXUBA;

* TOTOBHOCTbH apXuBa K paboTe B YC/IOBUSX YPE3BbIYAMHBIX CHTYALIHA.

6.2. OTBeTCTBEHHBIE 3a BEICHHE NEJIONPOM3BOACTBA, MOArOTOBKY M TIPEACTABIEHHE TOKYMEHTOB
Ha XpaHEHHE B apXHB, Ha3Ha4aTCs 3aBenyrommmM [0V,

7. KomniiekToBaHHe apxuBa

7.1. IloAroToBKa MOKYMEHTOB K MEPEade B aPXUB JOMIKOIBLHOIO 00pa30BaTe/IbHOTO YUPEKIEHHS
BKJIFOYACT 3KCMEPTH3Y HAy4YHOM M NpaKkTUYECKOH NEHHOCTH AOKYMEHTOB, O(OPMICHHE e,
COCTaBJICHUE OITHCH.

7.2. DxcnepTu3a LEHHOCTH JOKYMEHTOB:

* DOKCMEpPTU3a LIEHHOCTH IOKYMEHTOB — OIpEIENIeHUE LIEHHOCTH NIOKYMEHTOB C IIEJbIO
oTOOpa MX Ha XpPaHEHHE W YCTAHOBJICHHE CPOKOB XpaHEHHs. JKCMNEPTH3Y LEHHOCTH
nokymMeHToB B JIOV ocyiiecTBIs€T MOCTOSHHO JEHCTBYIOMIAs IKCIEPTHASE KOMHCCHS;

° OJKCNEpTHas KOMMCCHMSI Ha3HawyaeTcs npukasoMm 3asemyromero JOY. B cocras
JKCMEPTHOW KOMMCCHHM BKIIOYAIOT HE MEHEE TPEeX COTPYAHWKOB, B TOM HHCIE B
o0si3aTeNbHOM TIOpPSZKE JIMIO, OTBETCTBEHHOE 32 BEAEHWE apXxuBa NETCKOro Caja.
CexperapeM 3KkcriepTHO# KOMHCCHU HaszHadaroT cexpetapsa JOY. DkcrepTHas KOMUCCHS
Ha 3aCENaHMSAX pacCMATPUBACT. HOMEHKIATYPY MOEa HETCKOro0 cajxa, OMHCH el
NOCTOSHHOTO XPAaHEHHS W I10 JIMYHOMY COCTaBY, aKThl Ha NOKYMEHTBI, BBIACISEMBIE K
YHHYTOXKEHHUIO.

7.3. Odopmienue nen:

*  0ena nocmoAHHO20 XpaHeHus TIOAIIUBAIOTCS B TBEPAYIO 00JI0KKY MPOYHBIMA HATKAMH.
JIucTel HyMEpYIOTCS B TNpaBOM BEPXHEM VIVIy MPOCThIM KapaHmauioM. Komudectso
JIMCTOB B K&XK10M JI€/I€ HE AO/DKHO npesbnuath 250. B koHLe 1ena Ha OTAENbHOM JIUCTE
COCTAaBJISIETCS 3aBEPHTENbHAS HANMUCH,




* Ha ODNOXKKE NN MOCTOAHHOTO XPAHEHWS IO/DKHBI OBITh MPOCTAaBIIEHBI CIETYIOLIHE
PEKBU3HTBI. TMOJHOE HAMMEHOBAHHME BBIIECTOALIEH OpraHu3auyuy, HanMeHosanue J10V,
HOMEp (MHIEKC) JZIelia 10 HOMEHKJIATYPE, 3aroj0BOK JeNa, KOJMYECTBO JIMCTOB, CPOK
XPaHEeHHUs WM OTMETKA «XPaHUTh NOCTOSIHHOY, HOMep (hoHma, omwcH, nena;

* 10 OKOHYaHWHM [C/ONPOM3BOACTBEHHOrO roza B O(OPMIICHHBIE OOJOXKKH Jen
NOCTOSHHOTO XPaHEHMsI BHOCATCH HEOOXOIWMEBIE YTOYHEHWS: B 3arojiOBKH €I,
COIEpXKAIUMX pPacHOPAAMTENbHBIE JOKYMEHThI (MPHKA3bl, MPOTOKONIBI), BHOCATCS
HOMEpA; €C/ii JENI0 C MEPENUCKOH COCTOMT M3 HECKOJBKHX TOMOB, B KaXIOM TOME
yKa3bIBae€TCsi KOPPECIOHIEHT, aBTOpP, TEPPHTOPHS, ADPYIHE NaHHBIE. B KaXIoM TOME
yKasbiBaeTcs jara (YMCIo, Mecsll, roj) Hayana W OKOHYaHWS JAHHOrO TOMa. TOYHbIE
JaThl TPOCTABILIIOTCA Ha OONOKKax [as ObICTPOro mOHCKAa JIOKYMEHTOB B
MOCNENYIOWEM; U3 3aBEPHTEILHON HAINMMCH HA 00J0XKY [Iela BHIHOCHTCS KOJIMYECTBO
TTMCTOB B JIEJiE;

* HAAMMCH HA ODONOXKAX el NOCTOSHHOrO M IOJTOBPEMEHHOrO XPaHEHHs CNEXYeT
MPOU3BO/ITH Y9E€TKO, CBETOCTOHKHMH YEPHUIIAMHM;

* Ui y4eTa KOJNHYEeCTBa JIMCTOB B /€€ H (uKkcaumyu ocoOeHHOCTeH WX HyMepauuu Ha
OT/IEIbHOM JIMCTE COCTaBIISETCS 3aBEPHTEIIbHAS HAMMTHCH,

* B 3aBEPUTE/IbHON HAANMCH YKa3bIBAETCH KOJIHYECTBO JIUCTOB (LM(PAMH H MPOTHKCHIO) B
aene. 3aBepHTENbHAs HAAIKCh MOAMKMCHIBAETCS COCTABMTENEM C YKa3aHHEM €ro
JO/DKHOCTH U AaThl COCTABIICHHMS;

* BHYTPEHHSS OIKCh COCTABIAETCA K J€IaM MOCTOSHHOTO H JI0JT0BpeMeHHOro (capiue 10
JIET) CpOKa XpaHEHUs, CPOPMHUPOBAHHBIM TI0 PA3HOBUAHOCTAM JOKYMEHTOB, 3ar0jIOBKH
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COMAEPKAHUE NOKYMEHTOB (0C000 ILIEHHbIE,
JIMYHBIE JIena U 1p. ).

7.4. Onucanye JOKYMEHTOB MOCTOSHHOTO CPOKA XPaHEHHUS!:

* ONHMCH COCTAaBIAIOTCS pA3fENbHO HAa JEla MNOCTOSHHOTO XPAHEHHS I10 OCHOBHOM
AEATEIbHOCTH W Ha [IeNa 10 JINYHOMY COCTaBYy,

*  OMHMCH COCTABIIAKOTCS AETONPOU3BOIUTENEM;

* OmMCh BEIETCH B €1MHON BAJOBOM HyMEpaLMK B TEYEHHE HECKOIBKHX JIET,

* HA JIeNa ¢ UCTEKIIMM CPOKOM XPAHEHHUS COCTABIISETCA aKT 00 YHHUTOKEHHH,

* 10 OKOHYaHHWH [EJIONPOM3BOACTBEHHOrO rona B JIOY npousBoautcs 0oTOOp TOKYMEHTOB
MOCTOSHHOIO CPOKa XpaHEHUS JUIsl BKIIOYEHHUS MX B OMUCH. OIMUCh COCTOMT U3 IOMOBBIX
pasfenoB, BHYTPH Trofa Iena pacloNiaraloTcsi MO CTENeHHd 3HAYMMOCTH C YYETOM

_ HOMMHAJIBHOTO TIPHHIIKNA (B COOTBETCTBHH C HOMEHK/IATYPOH YUPEHKICHHUS ),
* ONKHCH COCTAaBJIAIOTCH pa3fie/lbHO Ha Jena MOCTOSHHOI'O XPAaHEHUs [0 OCHOBHOM
NESITEIbHOCTH | Ha JIeNa 0 IHYHOMY COCTaBy,
*  OIMCH COCTABJIAKOTCS CEKPETAPEM.
7.5. Jlena spemennozo xpanerus 0GOPMISIOTCS YIPOIIEHHO: OHM HE MOAIIMBAIOTCH, JIACTBI B HUX
HE HYMEPYIOTCS, YTOUYHEHHE Ha 00I0)KKaX HE MPOM3BOAUTCS, OIHCH HA [e/ia HE COCTABISAIOTCA,
y4eT BEJIETCS 110 HOMEHKJIATYpeE Hel.

8. YcnoBus xpaHeHusi JOKYMEHTOB B apXHBe

8.1. JlokymeHThl apXuBa XpaHATCS B AaPXHBOXPAHWIHIIE JOLIKOJLHOTO 00pPa3oBaTEILHOIO
YIPEXKICHHUS.

8.2. He nomyckaercsi pa3MeIIeHre apXyBa B MOABAJIbHBIX U YEPIAYHBIX IIOMEIIEHHIX JETCKOro Caa.
8.3. ApXHMBOXpaHHWJIMILE AO/DKHO OBITH yHAJICHO OT Ja0OpaTOPHBIX, MPOM3BOACTBEHHBIX, OBITOBBIX
MNOMELIECHHH ¥ HE UMETh O0IIMX ¢ HIMHM BEHTHIISIHOHHBIX KAHAJIOB. APXHUBOXPAHUIIUIIE OTAEISETCS
OT COCEIHHX MOMELIEHWH HECTOPAaEMbIMH CTEHAMH U MEPEKPBITUAMHU C MPEAENaMH OTHECTOMKOCTH
HE MeHee IBYX 4acoB. B apxuWBOXpaHWIMIIE HE NONycKaeTcs Mpokiagka Tpyd BomocHabkeHus u
KaHaJIM3aLiH, TEXHOJIOTHYECKUE WM ObITOBBIE BHIBOIBI BOJIBL.

8.4. ApXMBOXpAaHWIMINE [O/DKHO HMETh ECTECTBEHHYI0O WM MCKYCCTBEHHYI0 BEHTUILLMIO,
oDecneyuBaloLLy0 PELMPKYJISLIMIO BO3NYXa, CTA0OMIBHOCTL TEMMEPATYPHO-BIAKHOCTHOTO PEXKHMA.




8.5. Bee mnocrynatomme B apxuB JIOY NOKyMEHTH pa3MemialOTCs B apXWBOXPAHMIMINAX Ha
CTAIlMOHAPHBIX H/WIIU MEPEABIKHBIX METANTHYECKUX CTEIUIKAX, B METAJUIMYECKUX Kadax WM
KOHTEHHEpax.

8.6. Crennaxkn NOJDKHBI OBITH YCTAHOB/IEHB! NEPNEHAMKYISPHO CTEHAM C OKOHHBIMH ITPOEMaMH, a B
noMeleHun 6e3 OKOH - ¢ ydeToM ocoOeHHOCTelf momeuleHus U obopynosanusi. He momyckaercs
pa3sMelneHHe CTe/UIaKeH BIUIOTHYIO K HaPY)KHBIM CTEHAM 3/1aHHs M K HCTOYHHKAM Teruia.

8.7. PaccraHoBka cremnaxceif ¥ wmkadoOB OCYINECTBIAETCS B COOTBETCTBHH CO CIEAYIOLIUMHU

TpeOOBaHUAMH:
*  pacCTOSTHWE MEXIY pANaMu cTejuUtaxei (rnasHbii mpoxoxn) — He meHee 120 cm;
*  paccTOsiHUE (MPOXOA) MEKIY CTE/aKaMH — He MeHee 75 ¢M;
* PpPacCTOSIHME MEXAy Hapy)KHOW CTCHOW 3/laHMs M CTE/UIaKaMH, NapaUIeIbHbIMH CTEHE — HE
MeHee 75 cM;
*  PacCTOSHHME MEXIy CTEHOW M TOPLOM cTesaxka uiu wkada (odxon) — He MeHee 45 cm;
* pPacCTOsiIHME MEKIy I0JOM M HWKHEH MonKoi cremnaxa (lkada) — He meHee 15 oM, B
LIOKOJIbHBIX 3Takax — He MeHee 30 cM.
8.8. IlporuBOnOXapHBIH PpEXHM B apXUBOXPAHWIMINAX, Tae pa3memaercs apxus JIOY,
YCTaHAB/IMBAETCS B COOTBETCTBHH C [IpaBMIaMu NPOTHBOMOXAPHOTO peXHMAa B POCCHICKOM
®enepayn ot 16 centabdps 2020 roma Ne1479.
8.9. ApxuBHBIEC TOKYMEHTbI C/ISAYET XPAHHTH B TEMHOTE,
8.10. 3ammTa 10OKyMEHTOB OT NeHCTBHS CBETA 0OECIEUMBACTCS XPAHEHHEM IOKYMEHTOB B KOPOOKax,
Mankax v rnepenierax, B mkadax Win Ha CTeJUIakKax 3aKPBITOTO THIIA.
8.11. YpoBEHb HCKYCCTBEHHOTO OCBELICHHS B KHUTOXPAHUIHILAX J0/DKEH COCTaBIsATh He Meree 100
JTFOKC.
8.12. B apXMBOXpaHWIMIIE /sl XPAHEHHs IOKYMEHTOB VCTAHABIMBAKOTCS CIEIVIOIIME MapaMeTPhI
TEMIIEPATYPHO-BIAKHOCTHOTO PEXKUMA.
* JUls XpaHEHHs JOKYMEHTOB Ha OymaxkHOM HocuTene — temmneparypa 17-19°C, otHocuTebHAS
BJIAYKHOCTb BO3ayXxa — 50-55%.
8.13. [lomemenus apxuBa JOLIKOIGHOTO 00Pa30BATENBHOTO YYPEXKACHUA NOJDKHBI COAEPIKATHCH B
YHCTOTE, B YCIOBHSX, HCK/IIOHAKLIMX BO3MOYKHOCTb TOSBIICHUS TJIECEHH, HACEKOMBIX, MbLTH.

9. 3aKIIOuHTEbHBIE TTOJI0KEHHS

9.1. Hacrosmee Ilonoxenue o6 apxuBe SBISETCS JIOKATHHBIM HOPMATHBHBIM aKTOM,
npuHHMaeTcs Ha Obmem cobpanni pabOTHUKOB AOMIKOIBHOTO 00pa30BaTEEHOIO YUPEKIACHHUS U
yTBepikaaetcs (mbo BBoauTCS B AeiicTBue) 3aBenyromum IOV,

9.2. Bee u3MeHeHHS W IONOJIHEHWS, BHOCHMBIE B HacTosuiee [lonoxenue, odopmisioTcs B
IHCBMEHHOH (opMe B COOTBETCTBHHM JECHCTBYIOLIAM 3aKOHOAATENCTBOM POCCHIHCKOM
Denepauuy.

9.3. TMonoxenne o0 apxuse JIOY npuHUMaeTCs Ha HEONMPEACICHHBIM CpoK. M3MeHeHHs
npononHeHus K [ToMOXEHMI0 MPUHUMAIOTCS B TMOPSIKE, NPEAyCMOTpPeHHOM 1.9.1. HacTosmiero
[Tonoxxenus.

9.4. Tlocne npuusitusi [TonoxkeHwWss (WIWM W3MEHEHWHA W JOMONHEHWIH OTACNBHBIX MYHKTOB M
pas3nesioB) B HOBOM peakiUy MPebIayilias PeAaKIHsI aBTOMATHIECKH YTPAYHBAET CHITY.
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