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IHosi0:xeHue 00 apxuBe B
MyHUIIUIAJIbHOM ABTOHOMHOM JIOIIKOJIbHOM
Oo0pa3oBaTeIbHOM yUpPeKACHUH
«Jlerckuii cax Ne42 KOMOMHMPOBAHHOIO BUIA»

1. O0uue mos10:xxkeHUs

1.1. Hacrosmee Ilonoxkenue pa3paboTtaHo B cooTBeTcTBUM ¢ Ilpukazom DeaepaibHOIO
apxuBHOTo areHtcTBa Ne 77 ot 31 wmrons 2023 roga «OO0 yrBepkaenuu IIpaBun opranu3anuu
XpaHEHWs, KOMIUICKTOBAaHUS, YydYeTa H WCIOJb30BaHUS JOKYMEHTOB ApPXWUBHOTO (oOHJIA
Poccuiickoii denepaiiuu U Jpyrux apXuBHBIX JOKYMEHTOB B FOCYAapCTBEHHBIX OpraHax, opraHax
MECTHOTO CaMOYTPAaBIICHUsI M OPTaHU3ALIUSIX», HA OCHOBaHUM [IpUMEpHOTO MOJIOXKEHHUST 00 apXUBe
OpraHu3aly, YTBEPKIECHHOro mnpukazoM @denepanbHOro apxuBHOro areHrcrsa Ne 42 or 11
anpens 2018 roxa, a Takxke YCcTaBOM JIOIIKOJIBHOTO 00pa30BaTEIbHOIO YUPEKICHUS.

1.2. Nannoe IlonoxkeHue 00 apxwBe OETCKOTO caja OIMpenesseT COCTaB JIOKYMEHTOB apXuBa U
YCIIOBUSI MX XPAHCHUs, YCTAHABIIMBACT 3a/1aU, HA3HAYCHNE U (DYHKIIUU apXHBa, PETIAMEHTUPYET
NEeSTENIbHOCTh JIMIA, OTBETCTBEHHOI'O 3a BEJEHHWE apXuBa B JOMIKOJIBHOM 00pa3oBaTeIbHOM
YUPEKICHUU.

1.3. B cBoeil AedaTenbHOCTH apXHB JETCKOTO caja pykoBojacTByeTcs DemepaibHbIM 3aKOHOM No
125-@3 or 22.10.2004 roga «O06 apxuBHOM jene B Poccmiickoit denepannum» ¢ H3MEHESHUSIMHA OT
25 nexabps 2023 ronma, HOpMAaTUBHBIMU MIPABOBBIMU akTaMu Poccuiickoii Deneparuu, cyobekTa
Poccuiickoit ®enepanmui B cepe apXUBHOTO Jejla W JISTONPOU3BOJACTBA, JIOKAJIBHBIMU
HOPMAaTUBHBIMH aKTaMH JIOIIKOJIHHOTO 00pa30BaTEbHOTO YUPEKIACHHUS.

1.4. Joxymentsr JIOY, wmmeromme UCTOpUYECKOE, KYIbTYpHOE, HAyYHOE, COIUAIBHOE,
HPKOHOMHUYECKOE U TMOJUTUYECKOE 3HAYCHHE, COCTABJISIOT TOCYAApCTBEHHYIO YacThb APXHUBHOTO
donna Poccuiickoit denepanuu, SBIAIOTCS COOCTBEHHOCTBIO TOCYAapCTBA U IMOIJIEkKAT
MOCTOSTHHOMY XpaHEHUIO B TOCYJapCTBEHHBIX apxuBax Poccuiickoit denepanuu. [Jo nepeqaun Ha
TOCY/IapCTBEHHOE XPAaHCHWE JIaHHBIC JIOKYMEHTHI BPEMEHHO XPaHATCA B  JIOMIKOJHLHOM
00pa30oBaTEIbHOM YUPEKIACHHUH.

1.5. B JIOY nns xpaneHuss aokymeHToB ApxuBHoro ¢onna Poccuiickoit denepaunu u
3aKOHUYEHHBIX JCIOMPON3BOJACTBOM JOKYMEHTOB MPAKTHYECKOrO Ha3HAYEHUS, UX OTOOpa, ydera,
HCIIOJIb30BaHUs U MOJTOTOBKY K Iiepejaue Ha rocyJapCTBEHHOE XpaHeHHE CO3aeTCs apXUB.

1.6. ApxumB co3maercs Kak CaMOCTOSITENIbHOE TMOJpa3JelieHue, BO3IJIABISEMOE JIUIOM,
OTBETCTBEHHBIM 3a BEJIEHHWE AapXHMBa COIJIACHO TMPUKa3y 3aBEAYIOLIEro JOLIKOJIbHBIM
00pa30BaTeNbHBIM YUPEKICHUEM.

1.7. YapexaeHue JOMIKOILHOTO 00pa3oBaHus 00eCIeYMBaeT apXUB HEOOXOIUMBIM MTOMEIICHUEM,
000pyIOBaHUEM U KaJpaMHu.

1.8. JlomkonpHOE 0Opa3oBaTeNbHOE YUPEKIACHHE OOECIICUMBACT COXPAHHOCTh, y4YeT, OTOOp,


https://ohrana-tryda.com/node/4254

YIOPSIOYCHHE W HCMOJIb30BaHUE JOKyMEHTOB ApxuBHOro ¢ouma Poccuiickoit denepaumu,
oOpa3zyromuxcs B ero gestenbHocTH. O0ecneurnBaeT CBOEBPEMEHHYIO IIepeauy 3TUX JOKYMEHTOB
Ha rOCYJJapCTBEHHOE XpaHEHHUE.

1.9. Bce paGoTbl, CBSI3aHHBIE C MOJATOTOBKOHM, TPaHCHOPTUPOBKOW U TIepenayeil apXUBHBIX
JIOKYMEHTOB, IIPOU3BOJATCS CHJIAMHU U 3a CUET JETCKOTrOo caja.

1.10. 3a yrpaty u nopuy moxkymeHToB ApxuBHoro ¢onaa Poccutickoii denepanun 10KHOCTHBIE
muna JIOY HecyT OTBETCTBEHHOCTb B COOTBETCTBUU C JIEHCTBYIOIUM 3aKOHOAATEIbCTBOM.

1.11. ApxuB perckoro caia paboTaeT CoOrjacHO IUIaHy, YTBEPKIaeMOMY 3aBEIYIOIINM
JIOUIKOJIBHBIM 00pa30BaTeIbHBIM YUPESKICHUEM M OTUUTHIBACTCS MIEpE]] HUM B CBOEH paborTe.

1.12. KoHTponb ACATENHHOCTH apXUBa OCyIIecTBsIeT 3apeaytomuid JJIOY, a B ero orcyTcTBUN —
WCTIOJTHSIOIINI 0053aHHOCTH 3aBEIYIOIIIETO.

2. CocTaB 10KYMEHTOB apXHBa
2.1. B apxuB 1IOY mocTymarr:

* 3aKOHYCHHBIE JIEJOMPOU3BOJACTBOM YUPEKICHUS TOKYMEHTHI MOCTOSHHOTO XpPaHEHUS,
oOpa3oBaBIIMECS B JACSATEIBHOCTH CTPYKTYPHBIX TMOJpPa3AENCHUM, JTOKYMEHTHI
BpeMeHHOro (cBeimie 10 JieT) cpoka XpaHEHHs, HEOOXOJUMbIE B IPAKTHUYECKON
JeSITeIbHOCTH, JOKYMEHTBI [0 KaJpaM M BOCIIUTaHHUKAM,

* JIOKYMEHTHI TIOCTOSIHHOTO XpaHEHUss U 1O JIMYHOMY COCTaBy OpraHU3alMii-
MPEAIICCTBEHHUKOB (ITPU UX HAJIMYHUH);

*  JUYHBIC POHJBI BEIYIUX PAOOTHUKOB AETCKOTO cajia (TIpU WX HAJTUYHHN);

* CIIy)keOHBIC U BEJIOMCTBCHHBIC U3/IaHUS,

*  CHPaBOYHO-TIOMCKOBBIE CPEACTBA K MTOKYMEHTaM M YYETHbIE JIOKYMEHTHI ApXuBa
JIETCKOTO caja.

2.2. Cpok:u XpaHEHHUS JOKYMEHTOB B apXHWBE JONIKOJIBHOTO OOpPa30BaTEIBHOTO YUPEIKICHUS
ONPENIETSAIOTCS COMNIACHO CPOKaM, YKa3aHHBIM B YTBEPKJICHHOW HOMEHKIIAType Je.

3. 3agauu apxuBa 10Y
3.1. OCHOBHBIMY 3a7]a4aMH apXUBA SIBJISIOTCS:
* OpraHu3alys XpaHEHHs IOKYMEHTOB, COCTAaB KOTOPBIX IPEAYCMOTPEH pa3ieiom 2
Hactosmiero Ilomoxenns,
* KOMIUICKTOBaHME apXuWBa JOKYMEHTaMH, OOpa3oBaBIIMMHUCA B JIE€ATEIbHOCTH
YUpEXKJIEHUS, OCYIIECTBISIOIET0 00pa30BaTEIbHYIO 1€ATEIbHOCTD;
* yderT, obecreyeHne COXpaHHOCTH, CO3/JaHiE HAyYHO-CIIPABOYHOTO arlapara,
* HCIIOJIb30BaHHE JOKYMEHTOB, HAXOJAIIMXCS HA XpaHeHuu B apxuse JJOY;
* TOATOTOBKAa M CBOEBPEMEHHas Iepenada JOKyMEHTOB ApxuBHOro (onma Poccuiickoii
®denepaii Ha MOCTOSTHHOE XpaHEHUE B TOCYAapCTBEHHBIN (MyHULIUTIATbHBIN) apXUB,;
* METOAMYECKOE PYKOBOJACTBO M KOHTPOJIb 3a (hopMupoBaHHEM M OpOpMIIEHHEM Jel B
JIEIONPOU3BOJICTBE JIETCKOTO cajla U CBOEBPEMEHHON Tmepemaueld HX B apXuB
JIOLIKOJIBHOTO 00Pa30BaTEIbLHOTO YUPEKICHUS .

4. ®yHKIMHU apXHUBa

B cooTBeTCTBUY C BO3JIOKEHHBIMU 337lauaMU apXUB OCYIIECTBISET cleAyonme GyHKIINH:

4.1. OpraHu3zyeT HpuUeM JOKYMEHTOB IOCTOSHHOTO M BpeMeHHOro (cBbime 10 yer) cpokoB
XpaHeHHs], B TOM 4YHUCJe M0 KaJpaM U BOCIHUTaHHHKaM, oOpa3oBaBIIUXCS B JearenbHocTH JJOVY,
B COOTBETCTBUH C YTBEPKACHHBIM I'PaQHKOM.

4.2. OOecrnieunBaeT COXPAaHHOCTh M BEIET YYeT JOKYMEHTOB W (DOHIOB, HAXOIANIUXCS Ha
XPaHEHUH B apXHBE JIOMIKOJILHOTO 00pa30BaTEIBbHOTO YUPEKACHHUS.

4.3. IlpencraBisieT B TOCYyAapCTBEHHBIM (MYHUIUITAIBHBIN) apXWB YYETHBIE CBEACHUS 00
o0beMEe U COCTaBe XpaHALIMXCA B apXuUBE JETCKOrO cajla JOKYMEHTOB ApXHBHOro ¢oHaa
Poccuiickoii ®@enepanun W APYruxX apXUBHBIX JTOKYMEHTOB B COOTBETCTBHUU C MOPSIKOM
roCy/IapCTBEHHOI'0 yueTa JT0KyMeHTOB ApxuBHoro ¢onaa Poccuiickoit denepanuu.




4.4, CucrteMaTu3upyeT U pa3MellaeT JTOKYMEHTHI, MOCTynamue Ha xpaneHue B apxus 1OV,
00pa3oBaBIIMECs B XOJI€ OCYIIECTBICHUS ACSITEIIbHOCTU YUPEKICHUS.

4.5. PazpabarbiBaeT rpaduKy MpeICTaBICHHS OMMUCEH Ha pACCMOTPEHHUE IKCIEPTHO-TIPOBEPOTHON
KOMHCCHH M TIepe/ladl JOKyMEeHTOB ApxuBHOro ¢gonma Poccuiickoit denepanun Ha XpaHCHHE B
roCyJ1apCTBEHHBIN (MYHULIUITAIBHBIN) apXUB.

4.6. OcyliecTBISET NOATOTOBKY U IPE/ICTABIISECT:

* Ha pacCMOTPEHHE M CoOrjlacoBaHue OdKcrepTHol komuccuu JOY onucu nen
MIOCTOSIHHOTO XpaHEHUs, BpeMeHHbIX (cBbIlie 10 JieT) CpOKOB XpaHEHUs, B TOM YHCIIE
110 KaJpaM U BOCIIUTAHHUKAM, & TAKXK€ aKThl O BBIJICICHUH K YHUYTOKEHHUIO apXHUBHBIX
JOKYMEHTOB, HE IMOJJIeKAIINX XPaHEHHWIO, aKkThl 00 yTpaTe JAOKYMEHTOB, aKThl O
HEHUCIPABUMBIX MTOBPEKICHUAX apXUBHBIX JOKYMEHTOB;

* Ha YTBEpXKJICHHE DKCIEPTHO-NPOBEPOYHON KOMHCCHHU YIOJIHOMOYEHHOTO OpraHa
HCTIOJTHUTENIbHOM BIIacTu cyObekTa Poccuiickoit denepannu B cepe apXUBHOTO jena
(manee - OIIK apxuBHOTO yupeKaAeHHs) OMUCH e TIOCTOSIHHOTO XPaHEHUS;

* Ha corinacoBanue DIIK apxuBHOro yupexacHusi cyobekra Poccuiickoii ®@enmepanuu
(MyHULIIMTAIBHOTO ~ apXWBa), B CiIy4ae HaJENeHUs €ro COOTBETCTBYIOIIUMU
ITOJIHOMOYMSIMH, OIKUCH JI€] 110 TUYHOMY COCTaBY;

* Ha cornacoBanue JIIK apxuBHoro yupexnaenus cyobekta Poccuiickoit deneparu
(MyHULIIMIIAJIBHOTO ~ apXHWBa), B Cily4ya€ HAJCJIEHHUS €ro COOTBETCTBYIOILUMHU
MTOJIHOMOYHSIMH, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEUCIIPABUMBIX MMOBPEKIACHHUIX
ApXHUBHBIX JIOKYMEHTOB;

* Ha yTBepxkaeHue 3apeaytomemy JIOVY omucu fen MOCTOSHHOTO XpaHEHHSs, OMUCH
BpeMeHHBIX (cBhIIIe 10 JI€T) CPOKOB XpaHEHHs, B TOM YHUCJIE OMUCHU JIeN 10 Kaapam U
BOCIIMTAHHUKAM, aKThl O BBIJICICHUM K YHUUYTOXXEHUIO apXHMBHBIX JOKYMEHTOB, HE
MOJJIeKAIMX XPAaHEHUI0, aKThl 00 yTpare JAOKYMEHTOB, aKThl O HEHUCIPAaBUMBIX
MOBPEKICHUIX AapXUBHBIX JIOKYMEHTOB, YTBepiKJeHHbIe (corsmacoBaHHbie) JIIK wnmum
roCyJapCTBEHHBIM apXuBOM cyOwnekTa Poccuiickoit denepannu (MyHHIIMTIATBEHBIM
apXWBOM) B CIy4yae HaJEJICHHs €r0 COOTBETCTBYIOIIMMU MTOJTHOMOYHSIMHU.

4.7. Opranusyer nepenady JoKyMeHTOB ApxuBHoro ¢onaa Poccuiickoii ®enepaunn Ha
MOCTOSTHHOE XPaHEHHE B TOCYJapCTBEHHBIN (MYHUILIUIIATBHBIN) apX UB.

4..8. OpraHusyeT W MPOBOJUT IKCIIEPTHU3Y IEHHOCTH JOKYMEHTOB BpeMEHHBIX (cBbimie 10 meT)
CPOKOB XpaHEHHUsI, HaXOASIIKXca Ha XpaHeHuu B apxuse JJOY B nensx ordbopa T0KyMEHTOB IS
BKJIIOUEGHHUS B cocTtaB ApxuBHOoro ¢onaa Poccuiickoit ®enepanuu, a TakKe BBISIBICHUS
JOKYMEHTOB, HE MOJIEKAIINUX JaJbHEUIIEMY XpaHEHHUIO.

4.9. YaacTtByeT B paboTe IKCIEPTHOW KOMHCCHH JIOIITKOJIEHOTO 00pa30BaTEIbHOTO YUPEKACHUSI.
4.10. TIpoBOAUT MEPOMPUATUS MO OOECHEYCHHIO COXPAHHOCTU JOKYMEHTOB, HaXOJAIIUXCS HA
xpaHeHnu B apxuse [JOVY.

4.11. Opranusyetr uHbDOpMHUpOBaHHE aaMHHHCTpanuu U padbotHukoB J[OY o cocrtaBe u
COJIepKaHUU JOKYMEHTOB apXHBa YUPEKICHUS.

4.12. lndopmupyeT mojap30BaTeneit o BOMpocaM MECTOHAX0KICHUS apXUBHBIX JOKYMEHTOB.
4.13. OpraHu3yeT BbIa4y JOKYMEHTOB M JIeJ Il pabOTHl B UNTAIBHOM 3ajie MJIM BO BPEMEHHOE
MI0JIb30BaHUE.

4.14. VicnonmHseT 3ampocChl TMOJb30BaTEIeH, BBIIAa€T apXHUBHBIC KOMHH JIOKYMEHTOB, apXHBHBIC
BBIITMCKHU U ApXUBHBIE CIIPABKU.

4.15. Bexnet yuet ucmnosib30BaHus JOKyMeHTOB apxuBa JIOY.

4.16. Co3naet GhOH/ MOTH30BAHUS apXUBaA JETCKOTO Caja U OPraHU3yeT ero UCMOJIb30BaHUE.
4.17. OcymiecTBIsSeT BEICHUE CIIPABOYHO-TIOMCKOBBIX CPEACTB K JoKymMeHTaM apxuBa JIOVY.
4.18. Co3nmaet, MOMOJHSAET U COBEPIICHCTBYET HAyYHO-CIIPABOYHBINA ammapar K XpaHSIIIMCS B
apxuBe JejiaM U IOKyMEHTaM.

4.19. YuactByeT B pa3paboTKe MAOKYMEHTOB YUYPEKICHHS IO BOMpPOCAM apXUBHOTO Jena U
JIeJIONPOU3BOICTRA.

4.20. Oka3pIBaeT METOAMYECKYIO TTOMOIIb:




* cnyx0e genmonpousBojactBa JJOY B cocTaBIeHUHM HOMEHKIATYPHI Jed, GOopMUPOBAHUHT
1 0(OpPMIIEHUH J1€]1, KOHTPOJIUPYET MPABMIBHOCTh (POPMUPOBaHUS U 0GOPMIICHHUS JIeT B
JIEJIONPOU3BO/ICTBE;
* CTPYKTYpPHBIM mojpazieieHusiM u paborHukam JIOY B MOAroTOBKE TOKYMEHTOB K
repeaaye B apXuB JETCKOrO caja.
4.21. YyacTByeT B MPOBEICHUU MEPONPUITUIN IO MOBBIIICHUIO KBATH(PHUKAIIUN PaOOTHUKOB apXUBa
U CITyOBbI IEJIONPOU3BO/ICTBA JOMIKOIBHOTO 00pa30BaTEIbHOIO YUPEIKICHHS.

5. IlpaBa apxuBa

JLiis BEINOJTHEHUS BO3JIOKEHHBIX 3a/1a4 U QYHKIIUHN JIMII0, OTBETCTBEHHOE 332 apXUB, UMEET MIPaBO:
5.1. IlpencraBiuaTh  3aBEAyIOIIEMY  JOIIKOJBHBIM  00pa30BaTEeNbHBIM  YUPEKICHUEM
MPEAJIOKEHHS] 10 COBEPILIEHCTBOBAHHUIO OPraHM3allMd XPAaHEHMs, KOMIUJIEKTOBAaHHUS, y4yeTa U
WCIIOJIb30BAHUS apPXHUBHBIX JOKYMEHTOB B apxuBe [JOVY.

5.2. KoHTponupoBaTh BBHINOJHEHHE YCTAHOBJICHHBIX TpaBUil pabOThl C JOKYMEHTaMHU B
CTPYKTYPHBIX TIOJIPA3ACICHUSAX YIPEHKICHUS.

5.3. 3anpamuBaTh OT CTPYKTYPHBIX Nojipa3enenuit u pabotHukoB JIOY cBenenus, HeEOOXOAUMBIE
JUIs pabOTHI apXMBa, C YIETOM OOECII€YCHHS BBITOJIHEHHUS BCEX BO3JIOKECHHBIX HA apXWB 3a/a4 U
byHKIHIA.

5.4. JlaBaTh pa3bSICHCHUS W PEKOMEHJAIIMH TI0 BOMPOCAM, BXOJSIIUM B KOMIICTCHIIMIO apXHBa
JOILIKOIBHOTO 00pa30BaTEIbHOTO YUPEKIACHHUS.

5.5. MadopmupoBaTh CTPYKTYpHBIE MTOAPA3AEICHHUS JIETCKOTO CaJa O HEOOXOIMMOCTH Mepeiadn
JOKYMEHTOB B apXUB B COOTBETCTBHUH C YTBEPKJICHHBIM I'pauKom.

5.6. IlpuauMaTh ydvacThie B 3acelaHHUSIX OKCIIEPTHOM KOMHUCCHUU YUPSKICHHS, a TaKkKe B
HKCIIEPTHO-MIPOBEPOUHON KOMHUCCHUHU YIMOJHOMOYEHHOTO OpraHa WCIOJHUTENBHOW BIIACTH
cyonsekTta Poccuiickoit denepannu B chepe apXuBHOTO Jena.

6. OTBETCTBEHHOCTH 32 (PYHKIIMOHUPOBAHME APXHUBA
6.1. HaznauenHoe npukaszoM 3asezaytomiero /IOY nuio, oTBETCTBEHHOE 3a BEJICHUE apXUBa, HECET
IIEPCOHAIIBHYIO OTBETCTBEHHOCTH 34!

* BBINIOJIHEHHWE BO3JOKEHHBIX HA apXWB 3a7ad MU (QYHKIMA B COOTBETCTBHH C
JNENCTBYIOINM 3aKOHOAaTenbcTBOM Pocculickoit @enepanuy;

* OpraHu3anuio paboThl apXWBa, CBOEBPEMEHHOE U KBAJU(HUIHMPOBAHHOE BBINOJIHEHHUE
MPUKA30B, PACHOPSHKEHUM, MOPYYECHHH BBIIIECTOANIETO PYKOBOACTBA, JIEUCTBYIOIINX
HOPMAaTHBHO-TIPABOBBIX aKTOB MO CBOEMY MPODUIIIO JEeSTEIbHOCTH;

* pamnuoHa’dbHOEe U A(PGPEKTUBHOE HCIOIb30BAHUE MaTepHANbHbIX, (UHAHCOBBIX U
KaJIpOBBIX PECYPCOB;

* COCTOSIHHE TPYAOBOW M HCIIOJHUTENIBCKON JUCLUIUIMHBI B apXUBE, BBHIITOJIHEHUE CBOMX
(YHKIMOHATIBHBIX 0053aHHOCTEH;

* cOOJIOJIEeHUE TPaBUJI BHYTPEHHEIO paclopsiika, CaHUTAPHO-TPOTUBOSUIEMUYECKOTO
pexuMa, MPOTHBOIIOKAPHOM 6€30MacCHOCTH U TEXHUKHU 0€30MacHOCTH;

* BEJCHUE JOKYMEHTAIlU, IPELYCMOTPEHHONW IEHCTBYIOIIMMH HOPMAaTHBHO-IIPABOBBIMU
JIOKYMEHTaMU;

* TPEIOCTABJICHHE B YCTAHOBJIEHHOM IMOPSIKE TOCTOBEPHOW CTATHCTUYECKOM W WHOU
nH(OpMAIIUY O JESTEILHOCTH apXUBa;

* TOTOBHOCTb apXHBa K pabOTE B YCIOBUSAX YPE3BBIYANHBIX CUTYALIUH.

6.2. OTBeTCTBEHHBIC 3a BEJCHHE JENONPOU3BOACTBA, MOATOTOBKY U MPEACTABICHUE TOKYMEHTOB
Ha XpaHEHHE B apXUB, Ha3HayaroTcs 3aBenyromum JJ0Y.

7. KomnjiekToBaHHMe apXuBa

7.1. TloaroToBka JOKYMEHTOB K Iepeaayue B apXuB JOIIKOJILHOTO 00pa30BaTEILHOTO YUPEKICHUS
BKJIIOUAET SKCIEPTH3y HAyYHOM W MPAKTUYECKON LIEHHOCTH JOKYMEHTOB, odopmiieHue e,
COCTaBJICHHUEC OIIMCH.



7.2. DKcriepTrU3a LIEHHOCTH JOKYMEHTOB:

JKCIIEpPTH3a LIEHHOCTH JIOKYMEHTOB — OIpEJEICHHE HEHHOCTU IOKYMEHTOB C LIEJIbIO
oTOOpa WX HA XPAaHCHHE W YCTAHOBIICHWE CPOKOB XpaHCHHS. DKCHEPTU3Y IEHHOCTH
nokyMeHToB B JIOY ocyIiecTBisieT MOCTOSIHHO ACWCTBYIOIIAs SKCIIEPTHAsT KOMUCCHS,
JKCIEepTHAasE KOMMCCHS Ha3zHayaeTcss mnpukazoM 3aseaytomero JIOY. B cocras
SKCIIEPTHOM KOMHCCHUHU BKIIIOYAIOT HE MEHee TpeX COTPYJHUKOB, B TOM UHUCIE B
00s513aTEIbHOM TIOPSAJKE JIMIO, OTBETCTBEHHOE 3a BEICHHWE apxuBa JETCKOTO caja.
CexkperapeM 3KCIEpTHOM KOMUCCHU HazHavdatoT cekpetaps [JOY. DkcnepTHas KoMUccus
Ha 3acelaHMsIX pacCMaTpUBAeT: HOMEHKJATypy Jell JEeTCKOrO cajaa, ONMCH Jell
MIOCTOSIHHOTO XpaHEHUs U IO JIMYHOMY COCTaBY, aKThl Ha JOKYMEHTBI, BBIJEISIEMbIE K
YHUYTOXKEHUIO.

7.3. Odopmienune en:

0ela NOCMOAHHO20 XpaHeHus: TIOAIINBAIOTCS B TBEPAYIO OOJIOKKY MPOYHBIMH HUTKAMHU.
JIucTel HYMEpYyIOTCS B MPAaBOM BEPXHEM YIIIy HPOCTBIM KapanjamoM. KoimuecTBo
JMCTOB B K&XJ/IOM JIeJIe HE JOJDKHO mpeBbimath 250. B KoHIIE nena Ha OTASTFHOM JIHCTE
COCTAaBIISICTCSI 3aBEPUTEIIbHAS HAIIUCH,

Ha OOJIO)KKE JeJI TIOCTOSTHHOTO XPAaHCHUS JIOJDKHBI OBITh IPOCTABIICHBI CIICAYIOIINE
PEKBU3UTHI: TOJTHOE HAUMEHOBAHUE BBIIIECTOSIIEH opranu3anuu, HaumeHoBanue 10V,
HOMEp (MHAEKC) Jejla IO HOMEHKIIAType, 3arojOBOK Jefla, KOJHMYECTBO JIMCTOB, CPOK
XPaHCHHUS WM OTMETKA «XPAHUTh MIOCTOSIHHOY», HOMep (oHa, onucH, jea;

10 OKOHYAHUM JEJONMPOU3BOJCTBEHHOTO TroJa B OQOPMIICHHBIE OOJOXKKH IeT
MOCTOSITHHOTO XPaHEHUS BHOCATCS HEOOXOMUMbIE YTOYHCHHS: B 3aroJIOBKH i,
COJZIEpKAINX PACIOPATUTEIIBHBIE JOKYMEHTHI (TIPHUKa3bl, TPOTOKOJBI), BHOCSTCS
HOMEpa; €clii /N0 C MEePENUCKON COCTOMT M3 HECKOJIBKHUX TOMOB, B KaXXIOM TOME
YKa3bIBACTCSl KOPPECIIOHICHT, aBTOp, TEPPUTOPHUS, JPYrUe NaHHbIC. B KaxaoM ToMe
yKa3bIBaeTCs JaTa (YUCIO, MeCsI], TOJ]) Hayala U OKOHYAHUS JaHHOTO ToMa. TodHbIE
JaThl TIPOCTABIIAIOTCS HA OOJOXKKAxX JUisi OBICTPOrO TIOMCKA JIOKYMEHTOB B
MOCNEAYIONIEM; U3 3aBEPUTENbHON HAAMKCH Ha OOJOXKKY JieJia BBIHOCUTCSI KOJIMYECTBO
JIMCTOB B JIEIIE;

HAAMUCH Ha OOJIOXKKAX JeNl MOCTOSHHOTO U JOJTOBPEMEHHOTO XPAaHEHUs CIEeAyeT
MIPOU3BOJIUTH YETKO, CBETOCTOUKHMH YSPHUIIAMH;

JUIS ydeTa KOJMYECTBa JIUCTOB B JeNie M (PUKCAIIMH OCOOEHHOCTEW WX HyMepalud Ha
OTIEITFHOM JIUCTE COCTABIISIETCS 3aBEPUTEIbHAS HAIIIHCh;

B 3aBEPUTENILHON HAJIIUCH YKa3bIBAETCSl KOIMYECTBO JIUCTOB (LH(paMu U MPOMUCHIO) B
nene. 3aBepuTeNbHAs HAMKHCh TOJIKCHIBACTCS COCTaBUTEIEM C YyKa3aHHEM €ro
JOJKHOCTH M IaThl COCTABIICHHUS;

BHYTPEHHSISI OITUCH COCTABIISAETCS K JieJlaM TIOCTOSTHHOTO | JIONITOBpeMeHHOTO (cBhimie 10
JIET) cpoka XpaHeHHsl, CPOPMUPOBAHHBIM 0 PA3HOBHUIHOCTSIM JIOKYMEHTOB, 3arOJIOBKU
KOTOPBIX HE PACKPBHIBAIOT KOHKPETHOE COJIEp)KaHUEe JOKYMEHTOB (0CO00 IIEHHBIE,
JUYHBIE JIea U JIp.).

7.4. Onrcanye JOKYMEHTOB IIOCTOSSHHOT'O CPOKA XPAHEHN

OMHMCH COCTAaBJSIIOTCS pa3[edbHO HA JieJla TMOCTOSHHOTO XpaHEHUsT MO OCHOBHOMU
JeSATEILHOCTH M Ha JIeJia TI0 TUYHOMY COCTaBYy;

OMKCH COCTaBIIAIOTCS AEIIONPOU3BOAUTEIIEM;

OIINCH BCACTCA B eHHHOﬁ BaJIOBOﬁ HYMepaI_[I/II/I B TCUCHNE HECKOJBKUX JICT,

Ha JIeJla ¢ UCTEKITUM CPOKOM XPaHEHHSI COCTABIIACTCS aKT 00 YHUUTOKEHUH;

110 OKOHYaHUH JIEJIONPON3BOACTBEHHOTO ToAa B JIOY mpou3BoguTCs OTOOP TOKYMEHTOB
IIOCTOAHHOI'O chKa XpaHeHI/DI JJIA BKJIFOUCHUSA UX B OIIUCH. OHI/ICI: COCTOUT U3 I'OOAOBBIX
paszenoB, BHYTPH Toja Jelia paclojararoTcs MO CTENEHUW 3HAYUMOCTH C Y4YETOM
HOMUHAJIBHOTO IPUHIUTA (B COOTBETCTBUU C HOMEHKIIATYPOU yUPEXKICHUS);

OMKMCH COCTAaBISIOTCS pa3[ieIbHO Ha JieJla TOCTOSHHOTO XpaHEHUs 10 OCHOBHOMU
ACATCIIBHOCTHU U HA J1€Jia 110 JII/I‘IHOMy COCTaBy;



¢ OIIMCH COCTABJIAIOTCS CCKPCTAPCM.
7.5. ﬂeﬂa 6PEMEHHO20 XPAHEHUA O(bOpMJ'IHIOTCfI YHOPOIICHHO: OHW HC IMOANUIMBAIOTCA, JIMCTBI B HUX
HC HYMCPYIOTCAA, YTOYHCHUC Ha 00J102KKaxX HE IMPOU3BOAUTCA, OIIMCHU Ha ACJIa HC COCTABJIAKOTCA,
YUET BEACTCA 110 HOMCHKJIATyp€C ACII.

8. Yci10Busl XpaHEHHs JOKYMEHTOB B apXHBe
8.1. JlokyMeHTBl apxuBa XpaHSATCS B aPXUBOXPAHWIMIIEC JOUIKOJIHHOTO 00pa30BaTeIbHOIO
YUPEKACHUS.
8.2. He nomyckaercst pa3MeIIeHne apXyuBa B MOABAIBHBIX U Y€PIAYHbIX TOMEIIEHUSIX JETCKOTO caja.
8.3. ApXMBOXpaHMJIMILE JOKHO OBITh yJaJIEHO OT JJa0OpaTOPHBIX, MPOU3BOACTBEHHBIX, OBITOBBIX
MOMEIICHUH ¥ He MMETh OOIIMX C HUMHU BEHTHJISLIMOHHBIX KaHAJIOB. APXHUBOXPAHWIHIIE OTACISACTCS
OT COCEHMX NOMEIIEHUN HECrOpaeMbIMU CTEHAMU U MEPEKPBITUSAMH C MPEeIaMu OTHECTOMKOCTH
HE MEHEee JBYX uyacoB. B apXuBOxpaHuWiMILE HE JOMYCKaeTcsl MPOKIaaKa TPyO BOJOCHAOXKEHUS U
KaHAJIN3aLUH, TEXHOJIOTMYECKUE U ObITOBBIE BBIBO/IBI BOBI.
8.4. ApXMBOXpaHWMJHILE JODKHO HWMETh ECTECTBCHHYIO WJIM HCKYCCTBEHHYIO BEHTHIIALMIO,
00eCreynBaroIyl0 PELUPKYIIALUI0 BO3/1yXa, CTAOUIBHOCTh TEMIIEPATyPHO-BIQXKHOCTHOT'O PEKUMA.
8.5. Bce mocrymaromme B apxuB JIOY MOKyMEHTHI pa3MemIaloTCs B apXWBOXPAHWIMINAX Ha
CTALIMOHAPHBIX W/WIM MEPEABMKHBIX METANIMYECKUX CTeJIakaX, B METAJUIMYECKUX IKadax HIu
KOHTEHHEpax.
8.6. Ctemnaxu AOJKHBI ObITh YCTAHOBJICHBI MEPIEHAMKYIISIPHO CTEHAM C OKOHHBIMU IIpOEMaMH, a B
MOMENICHNH 03 OKOH - C YY4eTOM OCOOEHHOCTEH momemieHus u odopyaoBanusi. He momyckaercs
pasMelleHHe CTe/ulaXel BIUIOTHYIO K Hapy>KHbIM CT€HaM 3aHUs M K HCTOYHMKAM TeIlIa.
8.7. PaccraHoBKa cTe/utaxedl W 1mkadoOB OCYIIECTBISIETCS B COOTBETCTBHM CO CIEAYIOIIUMH
TpeOOBaHUSIMU:
*  paccTOsiHHE MEX]y psaMH cTesuiaxeil (r1aBHbIN Ipoxoxa) — He MeHee 120 cMm;
* paccTosiHue (IIPOXOA) MEXY CTEUIaXXaMH — HE MEHee 75 cM;
*  paccTOsiHHE MEXIy Hapy>KHOM CTEHOM 3/1aHUs M CTeJUla)kaMH, MapajUleIbHbIMU CTEHE — He
MeHee 75 cMm;
*  paccTOsIHHE MEX]ly CTEHOH U TOPLIOM cTesuiaxa Uiy 1mkada (00xon) — He MeHee 45 cM;
* paccTosHHME MEXJy IOJOM M HIDKHEH MoiKoi cremtaxka (mkada) — He meHee 15 cM, B
IOKOJBHEBIX dTaxkax — He MeHee 30 cM.
8.8. IlpoTuBomoXapHbIi peXUM B apXMBOXpaHMIMINAX, Tae pasmemaerca apxus JOVY,
yCTaHaBIMBAETCA B COOTBEeTCTBMM C lIpaBunamu mnporuBomokapHoro pexuma B Poccuiickoin
®enepanun ot 16 centsaops 2020 roma Nel1479.
8.9. ApxuBHBIE TOKYMEHTHI CIIeIyeT XpPaHUTh B TEMHOTE.
8.10. 3amuTa TOKyMEHTOB OT JIeHiCTBUA CBETa 00ECIeUNBAETCS XPAaHEHUEM JIOKYMEHTOB B KOpPOOKax,
nankax M neperJierax, B mkagax Wik Ha CTeJJIaKax 3aKphITOro THIIA.
8.11. EcrecTBEeHHOE OCBEIIEHUE B ApXMBOXPAHWIUIIE JOMYCKAETCS MPU YCIOBUM IMPUMEHEHHS Ha
OKHax CBETOpAacCEeWBaTEsICH, PEryJsaTOPOB CBETOBOTO IMOTOKA (CHEIMATBHBIX CTEKOJ), 3aIIUTHBIX
(GWIBTPOB U MOKPBITUH, JKATIO3H.
8.12. JInsl NCKYCCTBEHHOT'O OCBEIICHMS IPUMEHSIOTCS JJaMITbl HAKAJIMBAHUS B 3aKPBITHIX MIadOHAX C
IIaKOW MOBEPXHOCTBIO.
8.13. B apXWBOXpaHWIHIIE JUIsI XPAHEHUSI JTOKYMEHTOB YCTaHABIMBAIOTCS CIEAYIONINE MapaMeTphl
TEMIEPATYPHO-BJIAXKHOCTHOTO pPeXUMa:
* U XpaHEeHMsI IOKYMEHTOB Ha OyMa)kHOM Hocutese — temneparypa 17-19°C, oTHocurenbHas
BIIQXKHOCTh Bo3ayxa — 50-55%.
8.14. TlomemeHust apxvBa JOMIKOJBHOTO 00pa30BaTEILHOTO YUPESKICHHS JTODKHBI COJIEPKAThCS B
YHUCTOTE, B YCIOBUAX, UCKIIIOUYAIOLINX BO3MOKHOCTh MOSIBJIEHUS JIECEHU, HACEKOMBIX, IBLIH.

9. 3akJI04NTe/IbHBIE MOJI0KEHUS
9.1. Hacrosmee Ilomoxxenne 00 apXxwBe SBIACTCA JIOKAJIbHBIM HOPMATUBHBIM aKTOM,
npuHuMaercst Ha OOmiem cobpanun pabOTHUKOB JAOMIKOJIBHOIO 00pa30BaTENIbHOIO YUPEKACHUS U



yTBepkaaercs (1ubo BBogUTCA B AelicTBHUe) 3aBeaytonmm J1OY.

9.2. Bce u3MeHeHMsI M JIONOJIHEHMs, BHOCHMMble B Hacrosuee Ilonoxenue, odopmisiiorcs B
NUCHbMEHHOW (opME B COOTBETCTBUU JICHCTBYIOUIMM 3aKOHOJATEILCTBOM Poccuiickoit
denepanuu.

9.3. Ilonoxenune o6 apxuBe JOY mnpuHMMaeTcss Ha HEONpeIeNeHHBIH cpok. M3MeHeHus u
nononHeHus K IlonokeHuro mpuHUMArOTCS B MOpsAKe, ImpeaycMoTpeHHoM 11.9.1. Hacrosiiero
ITonoxeHnus.

9.4. Tlocne npunstus IlomokeHus (MJIW W3MEHEHWH WM JOMOJHEHUW OTIEIbHBIX ITYHKTOB H
pa3/esioB) B HOBOM pefaKluy IpeablIylas peJakliyis aBTOMaTUUECKH yTPauuBaeT CUILY.
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