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1. O0mue moJ10:KeHUA

1.1. Hacrosiee Iosoxenue 06 apxuse JJOY pazpabotano B coorBeTcTBUH ¢ [Iprukazom
®depnepanbHoro apxupHoro areHtctBa Ne 77 ot 31 mrons 2023 roga «O6 yrBepknenun [IpaBui
OpraHM3alMy XpaHEHUS, KOMIUIEKTOBAaHUS, y4€Ta U HCIIOJIb30BAHMS JOKYMEHTOB ApPXUBHOIO
donna Poccuiickoit denepanuu u Ipyrux apXUBHBIX JOKYMEHTOB B FOCYJapCTBEHHBIX OpraHax,
OpraHax MECTHOT'O CaMOYIPABJIEHUS U OpraHU3alUsaX», Ha OCHOBaHUM IIpuMepHOro noiaoxeHus
00 apXuBe OpraHu3allv, yTBEPkKACHHOTO MpukazoM denepanbHOro apXuBHOro areHTcTBa Ne 42
ot 11 anpenst 2018 roga, a Takke YcTaBOM JAOMIKOIHHOTO 00pa30BaTEIBHOTO YUPEKICHHS.

1.2. Jlannoe [lonooscenue 06 apxuee JJOY onpenensieT cocTaB JOKYMEHTOB apXHBa
JIETCKOT'O caJia ¥ yCJIOBUS UX XPAaHEHUs1, yCTAHABIMBACT 33a4l, Ha3HAUeHUE U (YHKIINU apXHBa,
perjJaMeHTUpyeT MAESTeNbHOCTh JIHIl, OTBETCTBEHHBIX 32 BEACHHUE apXuBa B JOLIKOJIHHOM
00pa30BaTEIbHOM YUPEKACHHUH.

1.3. B cBoeii gesaTenbHOCTH apxuB pyKoBojcTByeTcss DenepanbHbiM 3akoHOM Ne 125-D3
ot 22.10.2004 rona «O6 apxuBHOM aene B Poccuiickoit ®@enepauuu» ¢ U3MEHEHUSIMH OT 25
nekabpst 2023 roga, HOpMATHBHBIMH TIPABOBBIMHM akTamu Poccuiickoit depepannn, cyObeKTa
Poccuiickoit ®epepanuu B cdepe apXUBHOTO Jiena W JACIOMPOM3BOJCTBA, JIOKAJTHHBIMU
HOPMAaTHUBHBIMH aKTaMHU JOLIKOJIBHOTO 00Pa30BaTEIbHOTO YUPEKICHUS.

1.4. Hoxymentsl JJOY, umeroniue MCTOPUUECKOE, KYJIbTYpPHOE, Hay4HOE, COIMAIbHOE,
SKOHOMHMYECKOE U TMOJUTUYECKOE 3HAYEHHUE, COCTABISIOT rOCYJapCTBEHHYIO YacTh APXHUBHOTO
¢onna Poccuiickoit denepaunu, SBIAIOTCS COOCTBEHHOCTBIO TIOCYJapCcTBa U IOJJIEkKAT
MOCTOSTHHOMY XPaHEHHUIO B rOCYAapCTBEHHBIX apxuBax Poccuiickoit @eneparnuu. o nepenayn Ha
rOCy/JapCTBEHHOE XPAHEHHWE [aHHbIE JOKYMEHTbI BPEMEHHO XpaHATCS B JOLIKOJIbLHOM
00pa30BaTEeIbHOM YUPEKACHHUH.

1.5. B 1OV nns xpanenus 1oKymMeHTOB ApxuBHoOro ¢gonaa Poccuiickoii denepanuu u
3aKOHYEHHBIX JENOMPOU3BOICTBOM JOKYMEHTOB IIPAKTHUECKOr0 Ha3HAYeHUs, UX 0TOOpa, yuera,
MCIIOJIb30BaHUs U MOJATOTOBKH K Iepejaue Ha rOCYJapCTBEHHOE XPAHEHUE CO3/1a€TCSl apXUB.

1.6. ApxuB co3laeTcsi Kak CaMOCTOSTEIbHOE MOJpa3felieHue, BO3IIIABIIEMOE JIHIIOM,
OTBETCTBEHHBIM 32 BEJIEHHE AapXuBa COIJIACHO [PHUKA3y 3aBEAYIOLIETO JOUIKOJIbHBIM
00pa30BaTeNbHBIM YUPEKICHUEM.

1.7. VupexaeHue MOMIKOIHHOTO 00pa3oBaHUs O00ECIEUUBACT aAPXUB HEOOXOJIMMBIM
noMelieHueM, 000pyTI0BaHUEM U KaJpaMHu.

1.8. JlomkonpHOE 00pa30BaTEIbHOE YUpPEKICHUE OOECleuynBaeT COXPAHHOCTh, YUeT,
0oTOOp, YNOpPAJOYEHHE M UCMOJIb30BaHUE JOKYMEHTOB ApxuBHOro ¢onna Poccuiickoit
®enepatinn, 00pa3yoIuxcs B ero AesTelbHocTH. O0ecneurnBaeT CBOEBPEMEHHYIO Miepeaady 3THUX
JIOKYMEHTOB Ha rOCyJapCTBEHHOE XpPaHEHUE.

1.9. Bce paboThl, cBA3aHHbBIE C TOATOTOBKOW, TPAHCIIOPTUPOBKOW U Iiepeadyeil apXUBHBIX
JIOKYMEHTOB, IIPOM3BOJATCS CHJIAMHU U 3a CUET AETCKOTO caja.

1.10. 3a yrpary u mopuy nokymeHTOB ApxuBHoro ¢onaa Poccuiickoit denepanun
nookHocTHele juna JIOY HecyT OTBETCTBEHHOCTb B COOTBETCTBHM C JCHCTBYIOIIHUM
3aKOHOJATEILCTBOM.

1.11. ApxuB neTckoro cajga paboTaeT COIacHO IUIaHYy, YTBEPKAAEMOMY 3aBelyHOIIUM
JOLIKOJIbHBIM 00pa30BaTeIbHBIM YUPEXKIEHUEM, U OTUUTHIBAECTCS IIEPEl HUM B CBOEH paloTe.

1.12. KoHTponb IeATENBbHOCTH apxuBa ocyllecTBisgeT 3asenytommii IOV, a B ero
OTCYTCTBUH — HUCTIOJHAIOMUN 003aHHOCTH 3aBEAYIOLIETO.

2. CocTaB JOKYMEHTOB apXUBa JAETCKOI0 cajaa
2.1. B apxus JOVY nocTynaror:

e 3aKOHYEHHBIE [EJOMPOU3BOJICTBOM YUPEKACHUS TOKYMEHTHl NMOCTOSHHOTO XPAaHEHUS,
oOpa3oBaBIIMiecs B  JICATEIBHOCTH CTPYKTYPHBIX  MOAPA3JCICHUN, JOKYMEHTHI
BpeMeHHOro (cBbimie 10 15eT) cpoka XpaHEHHS, HEOOXOAWMBIE B MPaKTUYECKOU
JIeATEIbHOCTH, JIOKYMEHTHI O KaJipaM U BOCIIUTAaHHUKaM;




e JIOKYMEHTHI TIOCTOSHHOTO XpaHEHHWs W 1O JMYHOMY COCTaBy OpraHM3alUii-
MPEIIIECTBEHHUKOB (TP UX HATUYHH);

e JuHbIE GOHIBI BETYIINX PAOOTHHUKOB JIETCKOTO cajia (TIpU UX HAJTHYHH ),

e CIy>KeOHBIC M BEIIOMCTBECHHBIC U3/IAHUS;

e  CIPaBOYHO-TIOMCKOBBIC CPEIICTBA K JOKYMEHTAM M YYETHBIC TJOKYMEHTHI ApXHUBa JIETCKOTO
cana.
2.2. Cpoku XpaHEHHs JOKYMEHTOB B apXHBE JOIIKOJIBHOTO 0OO0pa3oBaTeIbHOTO

YUPEXKICHUS ONPEACISIOTCS COTIIACHO CPOKaM, YKa3aHHBIM B YTBEPKICHHON HOMEHKJIATYPE JE.

3. 3agayu apxusa 10Y
3.1. OcHOBHBIMYU 3a/1a4aMH apXUBA SBJISIOTCS:

e OpraHuzanus XpaHEHHs JOKYMEHTOB, COCTaB KOTOPBIX IPEAYCMOTPEH pa3leioM 2
Hacrosmero [lonoxenus;

e KOMIUIEKTOBaHHME apxXuBa JIOKyMEHTamMH, OOpa30BaBUIMMHCA B  JEATEIbHOCTH
YUPEKACHUS, OCYLIECTBIISIOIIEr0 00pa30BaTeIbHYIO JAESITEIbHOCTD;

e yuer, o0ecrieyeHre COXpaHHOCTH, CO3/IaHUe HayYHO-CIPABOYHOTO alapara;

e  HCIOJIB30BaHME JOKYMEHTOB, HAXOALIUXCs HAa XpaHeHuu B apxuse [JOVY;

e TOJrOTOBKA M CBOCBPEMEHHAs Ieperada JOKyMEeHTOB ApxuBHOro Qouma Poccuiickoii
denepanuy Ha NOCTOSHHOE XPAaHEHUE B FOCYIapCTBEHHbBIN (MyHUIIUIATIBHBIN) apXUB;

e METOAMYECKOE PYKOBOJICTBO M KOHTPOJH 32 (POPMHPOBAHHEM W OPOPMIICHHEM [Ell B
JIEJIONPOU3BOJCTBE AETCKOIO CaJla U CBOEBPEMEHHOM IIepelayeil MX B apXUB JOLUIKOJIBHOIO
00pa30BaTENIbHOTO YUPEKICHHUSL.

4. ®yHKIMH apXUBa

B cooTBeTcTBHM C BO3JIOKEHHBIMHU 3aJlayaMy _apXHUB OCYIIECTBISET CIEAYIONINe
dbynkIHN:

4.1. Opranusyer npueM JOKyMEHTOB TOCTOSTHHOTO U BpeMeHHOT0 (cBbIie 10 1eT) CpokoB
XpaHEHUs, B TOM 4MCIIe 10 KaJpaM U BOCIMTaHHUKaM, oOpa3oBaBIIuxcs B AesrenpsHoct IOV, B
COOTBETCTBUU C YTBEPKICHHBIM TpadUKOM.

4.2. OGecrieunBaeT COXPaHHOCTh U BEAET YUET JOKYMEHTOB M (JOH/I0B, HAXOAIIUXCS Ha
XpaHEHUHU B apXMBE JOMIKOJIBHOIO 00pa30BaTEIbHOIO YUPEKICHHUS.

4.3. [IpencraBisieT B rocyJapCTBEHHBIN (MyHUIIMNIAIBHBIN) apXUB YUYETHbIE CBEICHUS 00
o0beMe M COCTaBE XpAHAILIMXCS B apXMBE JIETCKOrO caja JOKYMEHTOB ApXHUBHOro (onnaa
Poccniickoit ®enepanyv M JAPYTUX APXUBHBIX JOKYMEHTOB B COOTBETCTBHM C HOPSIKOM
roCyJJapCTBEHHOI'0 y4eTa J0KyMeHTOB ApxuBHoro ¢onja Poccuiickoit denepanuu.

4.4. CucreMaTu3upyeT U pa3MeliaeT JOKYMEHTHI, MMOCTyNalolMe Ha XpaHEHWEe B apXUB
JOVY, obpazoBaBinecs B X0/I€ OCYIIECTBICHUS AEATEIbHOCTU YUPEKICHHSL.

4.5. PaspabaTeiBaeT rpauku TPEACTABICHHUS OMUCEH Ha PACCMOTPEHHME HKCIIEPTHO-
IPOBEPOYHON KOMUCCHHM U TIepeiaun TOKyMeHToB ApxuBHOTo (oHa Poccuiickoii denepanyu Ha
XpaHEHUE B TOCYJapCTBEHHBIN (MyHHUIMIAIbHBIN) apXUB.

4.6. Ocy1iecTBIseT NOATOTOBKY U MPEICTABISAET:

e HA PacCCMOTPEHHE U COTJIACOBAHME IKCIEPTHON Komuccuu JJOY omnucu nen mocTosTHHOTO
XpaHeHUs, BpeMeHHbIX (cBbime 10 J1eT) CpOKOB XpaHEHHs, B TOM YHCIE MO KaapaM H
BOCIIMTAHHUKAM, a TAK>Ke€ aKThl O BBIJICJIEHUN K YHUUYTO)KEHHUIO apXHUBHBIX JJOKYMEHTOB, HE
HOJUIeXKAIMX XPAHEHUI0, aKThl 00 yTpaTe JOKYMEHTOB, AaKThl O HEHCIPaBUMBIX
MOBPEXKACHUSX apXUBHBIX JTOKYMEHTOB;

e Ha YTBEpPXKJIECHHE DSKCIEPTHO-NPOBEPOYHON KOMHUCCHUHM YIIOJHOMOYEHHOIO OpraHa
WCIIOTHUTENIbHON BiacTH cyOwnekTa Poccuiickoit denepanuu B chepe apXxuBHOTO naena
(manee - DIIK apXMBHOTO YUpeXICHHS) OMUCH JIEJI TOCTOSTHHOTO XPaHEHHUS;

e mHa coriacoBanue OIIK apxuBHOro yupexnenus cyonbekta Poccuiickoit deneparum
(MyHMLIMIAJIBHOTO ~ apXuBa), B Cllyyae HAJEJIEHUS €ro COOTBETCTBYIOIIUMHU
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MOJIHOMOYHSIMH, OITUCH JIe 110 JINYHOMY COCTaBYy;

e Ha coriacoBanue JIIK apxuBHOro ydpexaenus cyObekra Poccuiickoit deneparuu
(MyHUIIMIIAJILHOTO ~ apXuBa), B CiIy4ae HaJEJCHHs] €ro COOTBETCTBYIOIKUMU
MOJTHOMOYHSIMH, aKThl 00 yTpaTe JOKYMEHTOB, aKThl O HEHCIPABUMBIX MOBPEXKICHUSIX
ApPXUBHBIX JOKYMEHTOB;

e Ha yTBepxzaeHue 3aseaymwomemy JIOY omnucu Aen NOCTOSHHOIO XpaHEHHUs, OINCU
BpeMeHHbIX (cBbIme 10 J1eT) cpoKOB XpaHEHUs, B TOM YMCJIE OMHCH Jell MO KaapaM U
BOCIIMTAHHUKAM, aKThl O BBIICICHMM K YHHYTOXKEHUIO AapXUBHBIX JOKYMEHTOB, HE
NOJJIKAIIMX XPAHEHHUIO, aKThl 00 yTpaTe [IOKYMEHTOB, aKThl O HEUCIPABUMBIX
MOBPEXACHUSX apXUBHBIX JIOKYMEHTOB, YTBep:kJIeHHble (coryacoBanHble) OIIK wmnm
rocy1apcTBEHHBIM apXxuBoM cyOwbekta Poccuiickoit ®enepanuu (MyHULIUATbHBIM
apXMBOM) B CIIy4ae HaJEJIEHUsI €r0 COOTBETCTBYIOIIMMHU ITOJIHOMOYHUSMHU.

4.7. Opranm3yeT nepenavdy JoKymMmeHTOB ApxuBHoro ¢onna Poccuiickoii Denepannu Ha
[IOCTOSIHHOE XPaHEHUE B rOCYJapCTBEHHBIN (MyHUIIMIIAIbHBIN) apXUB.

4.8. Opranu3syer U MPOBOJMT IKCIIEPTU3Y IIEHHOCTH JOKYMEHTOB BpeMEHHBIX (CBbImIe 10
JIeT) CPOKOB XpaHEHHsI, HAXOIAIIMXCS Ha XpaHeHuu B apxuse JJOVY B mensx ordopa T0OKyMEHTOB
JUIsl BKIItOUeHUs: B coctaB ApxuBHoro ¢onaa Poccuiickoit denepainuu, a TakKe BBISIBICHUS
JIOKYMEHTOB, HE MOJIEKALUX JaJIbHEUIIEMY XPaHEHUIO.

4.9. YyactByeT B pabOTe€ 3KCHEPTHOM KOMHUCCHHM JOIIKOJBHOTO 00pa3oBaTEIbHOTO
YUPEXKICHUS.

4.10. ITpoBOIUT MEPONIPUSTUS IO 0OECTIEYCHUIO COXPAHHOCTH TIOKYMEHTOB, HAX OIS X CS
Ha XxpaHeHuu B apxuse JIOY.

4.11. Opranusyet unbopMupoBanue aaMuHucTpanuu u padotauko JJOY o cocrtase u
COJIEp’)KaHUU JOKYMEHTOB apXUBa yUpEXKICHUS.

4.12. Hndopmupyer mosb3oBaTeneii MO BONPOCAM MECTOHAXOXKICHHS apPXHUBHBIX
JIOKYMEHTOB.

4.13. OpranusyeT BbIJa4y JOKYMEHTOB W JAeN Ajs padOThl B YUTAJIBHOM 3aJie€ WJIH BO
BPEMEHHOE T10JIb30BaHUE.

4.14. VicnonHsieT 3ampochl TOJb30BaTeNel, BBIAACT ApXUBHBIE KOMHU JIOKYMEHTOB,
apXUBHBIE BHITUCKU U apXUBHBIE CIIPABKHU.

4.15. Bener y4er ncnosib30BaHus JOKYMEHTOB apxuBa JJOVY.

4.16. Cozpmaer ¢GoHI TOJIB30BAaHMUSI apXHMBa JI€TCKOTO cajJa W OpraHu3yeT ero
HCIIOJIb30BaHUE.

4.17. OcyuiecTBiseT BEeJECHUE CIIPABOUYHO-TIOMCKOBBIX CPEACTB K JOKYMEHTaM apXuBa
JOYVY.

4.18. Co3pmaer, MNOMOJHSAET W COBEPIICHCTBYET HAYYHO-CIPABOYHBIM ammapar K
XpaHALMMCS B apXMBE JIeJaM U JOKYMEHTaM.

4.19. YuacTtByeT B pa3padO0TKe JOKYMEHTOB YUPEKICHUS MO BOMPOCAM apXHUBHOTO Jieia 1
JIEJIONIPOU3BO/ICTBA.

4.20. Oxa3pIBaeT METOINIECKYIO TIOMOIITb:

e ciayx0e nenonpousBojcTsa JJOY B cocTaBieHUN HOMEHKJIATYPHI 1€, (GOpMUPOBAHUU U
0(QOpMIIEHUU /€], KOHTPOJIUPYET MPAaBHIBHOCTh (DOPMHUPOBaHUS U O(POPMIIEHUS NIET B
JIEJIONIPOU3BO/ICTBE;

e CTPYKTYpPHBIM TMojpazfeneHussM u pabotHukam JIOY B HOAroTOBKE AOKYMEHTOB K
nepeade B apXuB JETCKOTO caja.

4.21. VYyactByeT B TMpOBEACHUU MEPONPHUITHIA MO TMOBBIILIEHUIO KBalu(UKaLIUN
paOOTHUKOB apXMBa M CIYXOBl JEJONPOU3BOJACTBA JIOIIKOJBHOTO  00pa30BaTEbHOTO
YUPEXKICHUSI.

5. IIpaBa apxuBa
J11s1 BEIOJTHEHUS BO3JIOKEHHBIX 3a/1a4 U (D YHKLMHN JIMIIO, OTBETCTBEHHOE 33 apXUB, UMEET
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IpaBo:
5.1. TlpencraBnsaTh 3aBenylOIIEMY JOUIKOJBHBIM OOpa30BaTEIbHBIM YUpEKICHUEM

NPEMIOKEHUS 110 COBEPUICHCTBOBAHUIO OpPraHU3allUM XpaHEHUs, KOMIUIEKTOBaHUS, y4eTa M
MCII0JIb30BaHUs apXUBHBIX JOKYMEHTOB B apxuse JJOY.

5.2. KoHTposiupoBaTh BBIMOJIHEHHE YCTAHOBJIEHHBIX MpaBUi pabOThl ¢ JOKYMEHTaMH B
CTPYKTYPHBIX MOJPA3ACIICHUSIX YUPEHKICHUSI.

5.3. 3anpamuBath OT CTPYKTYpPHBIX mojmpasiaeicHuii u padotHukoB JIOY ceneHus,
HEoOXouMBbIe Ui pabOTHI apXHBa, C YIETOM 00ECIIEUECHHUs BHIMOIHEHUS BCEX BO3JIOKEHHBIX Ha
apxuB 3a7a4 U QyHKIUH.

5.4. laBaTh pa3bsiCHEHUSI U PEKOMEHJAIMM 10 BOIPOCAM, BXOJSALIMM B KOMIIETEHIUIO
apxuBa JOUIKOJILHOTO 00Pa30BaTEIbHOTO YUPEXKICHUS.

5.5. MadopmMupoBaTh CTPYKTYpHBIE MOJpa3ClieHUs] JETCKOro cajla 0 HEOOXOAMMOCTH
nepesayy JOKYMEHTOB B apXUB B COOTBETCTBHH C YTBEPKACHHBIM IpapuKOM.

5.6. IlpuHuMaTh yyacTue B 3ace€JaHUSX SKCIIEPTHOW KOMHUCCUH YUPEKACHUS, a TAaKKE B
3KCHEPTHO-IPOBEPOYHOM KOMMCCHUHM YINOJHOMOYEHHOIO OpraHa WCIOJHUTEIbHONW BIJIACTU
cyonekra Poccuiickoit @enepanmu B chepe apXuBHOTO Jea.

6. OTBeTCTBEHHOCTDH 32 (PYHKLIIMOHHPOBAHUE apXUBA
6.1. Ha3znauennoe mnpukazoM 3aseaymwomero IOV nuio, OTBETCTBEHHOE 3a BEIEHUE
apXHBa, HECET NIEPCOHAIBHYI0 OTBETCTBEHHOCTD 34!

e  BBINOJIHEHUE BO3JI0KEHHBIX Ha apXMB 3aJ1a4 U (QYHKIHI B COOTBETCTBUHU C IEHCTBYIOLIUM
3aKoHoAarenbcTBOM Poccniickoit denepanuu;

e OpraHu3auuio pa®oThl apXuBa, CBOEBPEMEHHOE M KBaIM(DPULUPOBAHHOE BBINOJIHEHUE
IIPUKA30B, PACIOPSIKEHUM, IMOPYYEHUH BBILIECTOSAIIEIO PYKOBOJCTBA, IEHCTBYIOIINX
HOPMAaTHUBHO-IIPABOBBIX AKTOB IO CBOEMY IMPOGIIIO AESATEIbHOCTH;

e panvoHaJIbHOE U APPEKTHBHOE UCTIONH30BaHUE MATEPHUATBHBIX, ((UHAHCOBBIX M KaAPOBBIX
peECypCoB;

e COCTOSIHHE TPYJOBOM M UCIIOJHHUTEIBCKOW JUCUUIUIMHBI B apXUBE, BBIIIOJHEHHE CBOUX
(bYHKIIMOHATIBHBIX 005S3aHHOCTEH;

e COOJIOJIEHUE TIPaBUJI BHYTPEHHErO pacropsjka, CaHUTapPHO-IIPOTHUBOSIHUIEMUYECKOTO
pekuMa, IPOTHBOIOKAPHOM 6€30MaCHOCTH U TEXHUKH 0€3011aCHOCTH;

e BEJCHUE JOKYMEHTAllMM, IPELYCMOTPEHHOW ACHCTBYIOIIMMU HOPMAaTHBHO-IIPAaBOBBIMHU
JIOKyMEHTaMU;

e IIPENOCTABICHUE B YCTAHOBJICHHOM IIOPSAKE JOCTOBEPHOM CTAaTHCTHYECKOW W WHOMN
UH(OPMALIUH O AEATEIbHOCTH apXUBa;

e TOTOBHOCTb apXHBa K pabOTE B YCIOBUSIX YPE3BbIYAMHBIX CUTYALIUH.

6.2. OTBETCTBEHHBIE 3a BEIEHHUE [JEIONPOU3BOJCTBA, MOATOTOBKY M IPEACTABICHUE
JIOKYMEHTOB Ha XpaHEHUE B apXUB, Ha3HadaroTcs 3aBeayroumm JJ0VY.

7. KoMIuieKTOBaHHE apXuBa

7.1. TlogrotoBka JOKYMEHTOB K Ilepefade B apXMB JOMIKOJIBHOTO 00pa3oBaTEIbHOTO
YUPEKICHUS BKIIOYAECT OKCIEPTU3y HAY4YHOW M MPAKTUYECKOM IEHHOCTH JOKYMEHTOB,
odopmiieHHe e, COCTAaBICHUE OIUCH.

7.2. 3KCH€DTI/I38 OECHHOCTHU JOKYMCHTOB.

e DOKCIEpPTH3a LIEHHOCTH JOKYMEHTOB — OIIPEJIEIECHHE LIEHHOCTH JIOKYMEHTOB C LENBIO
oTOOpa MX Ha XpaHEHHWE U YCTAHOBJIEHWE CPOKOB XpaHEHUsS. DKCHEepTU3y LEHHOCTH
nokyMeHTOB B JIOVY ocyIiecTBiIseT NOCTOSIHHO AEUCTBYIOIIAs SKCIIEPTHAS KOMHUCCHS;

e DKCHEpPTHasg KOMUCCHS Ha3HadaeTcs mpuka3zoM 3aseayromero JJOY. B coctaB skcnepTHOM
KOMHCCUH BKIIIOYAIOT HE MEHEE TPEX COTPYAHUKOB, B TOM YHCIIE B 0053aTEIILHOM MOPSIJIKE
JUI0, OTBETCTBEHHOE 3a BEeIEHHE apXxuBa JAeTckoro caaa. CekperapeM HKCIEPTHOMN
KoMucCHMM Ha3HadaroT cekperaps JIOY. OxcneprHas KOMHCCHST Ha 3acelaHUsaX
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paccMaTpUBaeT: HOMEHKIIATYPY JIes JIETCKOTO caja, OIUCH JIe TIOCTOSIHHOTO XpaHEHUs U
M0 TUYHOMY COCTaBY, aKThI Ha JOKYMEHTBI, BBIICTSIEMbIE K YHHUTOKEHUIO.
7.3. Obopmnenue gen:

e JIeNa MOCTOSTHHOTO XPaHEHUS TOJIIMBAIOTCS B TBEPAYIO OOJOXKKY MPOYHBIMU HUTKAMHU.
JIuCTBI HyMEpPYIOTCS B ITPABOM BEPXHEM YTy MPOCTHIM KapaHaamoM. KordecTBo JINCTOB
B KaXIIOM Jielie He MOJKHO mpeBbimath 250. B KOHIE neina Ha OTIACIBHOM JIUCTE
COCTaBJISICTCS 3aBEPUTEIIbHAS HAIIHCH;

e Ha OO0JOXKE /el IMOCTOSHHOTO XPAaHCHHs JOJDKHBI OBITh MPOCTABJICHBI CIIEAYIONIUE
PCKBH3HTHI: MOJIHOC HAMMEHOBAHHUE BBIMICCTOAIICH opranusamnuu, HaumeHoBanue 1OV,
HOMep (MHICKC) Jella M0 HOMEHKJIAType, 3arojOoBOK Jelia, KOJHMYECTBO JIMCTOB, CPOK
XpaHEHUsS WM OTMETKA «XPaHUTh IIOCTOSTHHOY», HOMEp (hOH/Ia, OIHCH, Jea;

e 10 OKOHYAHWH JEIONPOU3BOJCTBEHHOIO TOoda B OQOPMIICHHBIC OOJOXKKH JAeT
MOCTOSTHHOTO XPaHEHUS BHOCATCA HEOOXOJMMBIC YTOYHCHHS: B 3arojIOBKH Jiel,
COJIEpIKAIINX PACTIOPSAUTEIbHBIC JOKYMEHTHI (IIPUKa3bl, TPOTOKOIIBI), BHOCSTCS HOMEPA;
€CJIM JICJIO C MEePEIUCKON COCTOUT M3 HECKOJIBKHX TOMOB, B KaXJIOM TOME yKa3bIBACTCS
KOPPECIIOHJICHT, aBTOP, TEPPUTOPHS, APyTUe NTaHHBIE. B KaKI0M TOME yKa3bIBaeTCs qaTa
(4uciio, Mecsll, rojJl) Hayajla ¥ OKOHYaHHUS JaHHOro TOMa. TOYHBIC AAaThl MPOCTABISAIOTCS
Ha 00JIOKKaX JJIsi OBICTPOrO TOHMCKA JOKYMEHTOB B TIOCJICIYIONIEM; M3 3aBEPUTEIBHON
HAJIITMCH Ha 00JIOXKKY Jieia BBIHOCHTCSI KOJIMYECTBO JIMCTOB B JICIIE;

e HAINUCU Ha OOJIO)KKAX JeN IOCTOSHHOTO M JIOJTOBPEMEHHOTO XPaHCHUsS CIEAyeT
IIPOM3BOIUTH YETKO, CBETOCTOMKMMH YSPHUJIAMH;

e JUIS y4eTa KOJMYECTBA JIMCTOB B Jielie M (UKCAMU OCOOCHHOCTEH WX HyMepaluu Ha
OT/ICIIBHOM JIUCTE COCTABJISACTCS 3aBEPUTEIbHAS HAJIIINCh;

e B 3aBEPHUTEIHHON HAJHCH YKa3bIBACTCS KOJHMYECTBO JMCTOB (IUPpaMU U TIPOMHUCHIO) B
nene. 3aBepuTelbHAas HAAMNKCHh TOJNUCHIBAETCS COCTaBUTENEM C YKa3aHHEM €ro
JIOJDKHOCTH U JaThl COCTABJICHUS,;

e BHYTPCHHSS OIUCHh COCTABIISCTCS K JIeJIaM MTOCTOSIHHOTO U JOJATOBpeMeHHOTro (cBbiie 10
JIET) CpoKa XpaHeHUs, C(HOPMHUPOBAHHBIM IO PA3HOBUIHOCTSIM JOKYMEHTOB, 3ar0OJIOBKH
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE CO/ICPIKaHUE JOKYMEHTOB (0CO00 IIEHHBIC, TNYHBIC
Jena u zip.).

7.4. Onucanye JOKYMEHTOB ITOCTOSHHOIO CPOKa XPAHEHMUSI:

e OIUCH COCTABIIAIOTCS PAa3ACIbHO HA JIea TOCTOSHHOTO XpaHEHUS I10 OCHOBHOM
JESTENIbHOCTH U Ha JieJia 10 JINYHOMY COCTaBYy;

e  OITUCH COCTABJISIFOTCS JICJIOMPOU3BOIUTEIICM;

e ONUCH BEAETCA B €AMHON BAJIOBOI HyMepaluu B TEYEHHE HECKOJIBKUX JIET;

e HA Jella C HCTEKIIUM CPOKOM XPAaHEHUS COCTABIISICTCS aKT 00 YHUYTOXKCHUM;

e 110 OKOHYAHHUU JIEJONPOU3BOICTBEHHOrO Toaa B JJOY mpousBoautcs oT60p JOKYMEHTOB
MOCTOSTHHOTO CPOKa XPaHEHHS ISl BKIIIOUEHUSI X B OMHUCh. OTMHICH COCTOUT U3 TOJOBBIX
pa3zienioB, BHYTPH Toja Jejia pacrlojiaraloTcsl IO CTENeHU 3HAUYUMOCTH C YYEeTOM
HOMHHAJILHOTO MPUHITUIA (B COOTBETCTBUHU C HOMEHKJIATYPOU YUPESIKICHUS ),

e OINUCH COCTABIAIOTCS pa3AeNbHO HA Jlela TOCTOSHHOTO XpaHEHUS [0 OCHOBHOM
JESITSIILHOCTH | Ha JieJia 110 JITYHOMY COCTaBYy;

e  OIHUCH COCTABIISIFOTCS] CEKPETaApPEM.

7.5. Jlena BpeMeHHOTO XpaHEHHS O(DOPMIISIOTCS YHPOIIEHHO: OHW HE TMOIIIMBAIOTCS,
JUCTHl B HUX HE HYMEPYIOTCS, YTOYHEHHE Ha OOJIOKKaX HEe MPOU3BOIUTCS, OMUCU Ha Jelia He
COCTaBJISIOTCS, YUET BEJICTCS 10 HOMEHKJIAType JIeI.

8. YcioBust XxpaHeHus1 JOKYMEHTOB apXuBa

8.1. JIokyMeHTBI apXuBa XpaHATCS B ApXUBOXPAHWINIIE JOMIKOIHHOTO 00pa30BaTEIbHOTO
YUPEXKICHUSI.

8.2. He nomyckaercsi pa3mellleHHE apXuBa B MOABAJIBHBIX U YEpAAUHBIX MOMEIIEHUAX
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JIETCKOro caja.

8.3. ApXHMBOXpaHUJIHILE JOHKHO OBITh YAAJICHO OT JaOOpaTOPHBIX, MPOU3BOJCTBEHHBIX,
OBITOBBIX NOMELICHNUI U HE UMETh OOLIMX C HUMH BEHTUISILIMOHHBIX KaHAI0B. APXMBOXPaHHWJIUILE
OTJIENSIETCS OT COCEAHUX MOMEIEHUN HECTOPAEMbIMU CTEHaMHU U NEPEKPBITUSIMU C NpeAeIaMu
OTHECTOMKOCTH HE MEHee ABYX 4acoB. B apxuBoxpaHMIMILE HE JOMyCKaeTcs Mpokiaaka Tpyo
BOJIOCHA0KEHUS U KaHAIN3ALUH, TEXHOJIOTUYECKUE UITH OBITOBBIC BHIBOJIBI BOJIBI.

8.4. ApXUBOXpaHWINIIE JOJHDKHO UMETh €CTECTBEHHYIO MJIM MCKYCCTBEHHYIO BEHTHIIALMIO,
00ECTIeYNBAIOILYI0 PEHUPKYIALUI0 BO3AYyXa, CTa0MJIBHOCTh TEMIIEPATypHO-BIAKHOCTHOTO
pexuma.

8.5. Bee nocrynaromue B apxuB JIOY 10KyMEHTHI pa3MeNIalOTCs B apXUBOXPAaHMUIUILAX
Ha CTAllMOHAPHBIX M/WJIM NEPEABHKHBIX METAJUIMYECKUX CTEJUIaXKaX, B METANIMYECKUX HIKadax
WJIM KOHTENHEpax.

8.6. Cremnaxu JOKHBI ObITh YCTAaHOBJIEHBI NEPIEHAUKYJISAPHO CTEHAaM C OKOHHBIMH
IpOeMaMHu, a B IOMEIIEHUH 0€3 OKOH - C yUeTOM 0COOCHHOCTE! momenieH s U obopynoBanus. He
JIOITyCKAeTCsl pa3MelleHHe CTeIaXel BIUIOTHYIO K HAPYKHBIM CTEHaM 3/1aHUS U K UCTOYHHUKAM
TeIuIa.

8.7. PaccranoBka crenmnaxkeid M mikadoB  OCYIIECTBIAETCS B COOTBETCTBHM €O
CJIEYIOIUMU TPEOOBaHUSIMMU:

e paccTOosiHHE MEX]y psAaaMu cTeuiaxeil (M1aBHbIN Ipoxona) — He MeHee 120 cMm;
e paccrosinue (ITPOX0J1) MEXKIY CTEJUTaKaMH — HE MeHee 75 cM;
e pacCTOsSHUE MEX]Yy HapY>KHON CTEHOM 3/1aHMs M CTeJUIaXKaMH, apajyieIbHbIMU CTEHE — He

MeHee 75 cm;

e PACCTOSHUE MEXJy CTEHOW U TOPLOM CTejulaxa WiM 1mkada (00xox) — He MeHee 45 cm;
e paccTOsSHHE MEXJIy II0JIOM M HW)KHEW IMoyIKol creiaxa (mkada) — He MeHee 15 cm, B

LOKOJIBHBIX 3Taxkax — He MeHee 30 cMm.

8.8. IIpoTuBOIOXKapHBIA PEKUM B apXMBOXpaHWIMILE, Te pasmemiaercs apxus 1OV,
yCTaHaBJIMBaeTCsl B cooTBeTcTBUM ¢ [IpaBuiamu mpoTuBOmOXKapHOro pexuma B Poccuiickoit
®enepanuu ot 16 centsaops 2020 rona Nel1479.

8.9. ApxuBHbIE JOKYMEHTBHI CJIE€IyeT XPAHUTh B TEMHOTE.

8.10. 3amuTa JOKYMEHTOB OT JIeHCTBUS CBETA 00ECIIEUNBAETCS XPaHEHUEM JJOKYMEHTOB B
KOpoOKax, Mamkax u neperJierax, B mkadax iu Ha cTeJulaxax 3aKpbITOro THIIA.

8.11. EcrtecTBeHHOE OCBEIIEHHE B apXWBOXPAHWIMILE JOMYCKAETCS IpPH YCIOBUU
INPUMEHEHHUsS Ha OKHAaxX CBETOpacceuBaTesiei, peryisTopoB CBETOBOTO MOTOKAa (CHELHANbHBIX
CTEKOJ1), 3aIIUTHBIX (PUIBTPOB U MOKPBITUH, JKATIO3H.

8.12. Jlns MCKYCCTBEHHOT'O OCBEIIECHUS MPUMEHSIOTCS JIaMIIbl HAKAJMBAHUS B 3aKPBITHIX
1adoHax ¢ IJagKoil MOBEPXHOCTHIO.

8.13. B apxuBOXpaHUIHIIE JUIS XPAHEHUs JIOKYMEHTOB YCTAHABIWBAIOTCS CIEAYIONIUE
apaMeTpbl TEMIEPaTYPHO-BJIAXKHOCTHOTO PeXKUMAa:

e JUI1 XpaHEHHs JOKYMEHTOB Ha OyMakHOM HocuTenre — Temmeparypa 17-19°C,

OTHOCHTEJIbHAS BIAXHOCTH Bo3ayxa — 50-55%.

8.14. TlomemieHuss apxuBa JOIIKOJBHOTO 0O0pa30BATENbHOTO YUPEKICHHUS TOJDKHBI
COJIEp)KaTbCs B UUCTOTE, B YCJIOBHUSX, HCKJIIOYAIOIIUX BO3MOYKHOCTH IOSIBJICHUS IUIECEHH,
HACEKOMBIX, IBIIH.

9. 3aKkII09YHTeNbHbIE MOJI0KEHHS

9.1. Hacrosmee [lonooicenue 06 apxuse IBISAETCA JOKATHHBIM HOPMATHBHBIM aKTOM,
npuHuMaeTcs Ha O01emM codpanuu pabOTHUKOB JOMIKOJIHLHOTO 00Pa30BaTEILHOTO YUPEKIASHUS
U yTBep:kaeTcs (J1ubo BBOAUTCS B JeiicTBHE) 3aBenytoum JJOVY.

9.2. Bce u3MeHeHus U JOTIOJIHEeHUs, BHOCUMbIE B HacTosmee [lonoxenue, opopMIiIsiroTcst
B TIHMCbMEHHOW (opMe B COOTBETCTBHH JEHCTBYIOIIMM 3aKOHOJATEIhCTBOM Poccuiickoi
denepanuu.



9.3. ITonoxenue 06 apxuse JIOY npuHUMAaETCS HAa HEONPEICICHHBIN CpoK. VI3MeHeHus u
nonojiHeHus K [lomokeHuIo mpuHUMAIOTCS B MOpsJKE, MpeaycMoTpeHHoM 1.9.1. Hacrosuiero
[Tonoxenus.

9.4. Tlocne npunstus [lonoxxeHus (UM U3MEHEHHUM U JOTOJHEHUHN OTJEIBHBIX TYHKTOB U
pa3ziesioB) B HOBOM peAaKkIuu Npeblayas peJakiiyis aBTOMaTUYECKU yTPAunBaeT CUITY.
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